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TIN HOC VAN PHONG

1. Microsoft word

1.1 Gi&i thiéu vé MS Word
MS Word 14 phadn mém chay trong méi trudng Windows, chuyén dung dé soan
thdo van ban, phuc vu cho cong tac van phong, c6 céc tinh nang nhu:
- Giao dién d6 hoa thong qua hé thong thuc don va cac hop hoi thoai
- C6 kha ning giao tiép dit liéu véi cac tmg dung khac
- Chirc nang tao bang bi¢u manh va dé& dung.

Formating toolbar:
Thanh cong cu chura cac
nat 1énh hodc ctra s6 phuc
vu cho viéc dinh dang van

Menu bar: Thanh trinh || Standard Toolbar:
don, chta cdc nhom || Thanh cong cuy, chura
lénh, mo6i nhém 1énh || cac nat 1énh thuc thi

han ung véi mot sO tac vu. cac tdc vu

7 Edit  Wiew Insert Format  Toadls  Table  Window  Help | WietkewOZ. 1

CEEEE Lm0 oo - P HERESEEES
EY LEBERS oo QHAOEE 44 B 7 TmesNewRoman + 14+ 100%  ~ [7) _

Bfim vao day
LIMé mot Lua chon || Lua chon || d€ thoat khoi
tap tin Font chir || c¢& chir MS Word.
Word méi
; & Mé mot

tap tin Word = Luu lai
da co. tap tin dang
soan thao...

a) Khoi dong MS Word

e T C6 thé dung mdt trong hai cach sau:
1D i :li' = Cach 1: Néu khéi dong mdy xong trén goc

phai cao nhat cua man hinh c6 thanh biéu

: [<l|<
|

. ) Lavasels Ad-aware &
g OmenofficeDocunent (=) Mioseft ffice

=) Mircsoft Office Tooks
H MerE e o, ) Mortan Frirame:

.l ta bAm vao

Y woever S , S NS
KX itscmncomprer 1 Yty cn g Cdch 2: Bam vao nuat 1énh Start ¢ goc trai

) WDOCR 30
) Windowss Commander 3

s i dudi cung — Prorgam — Tim dén muc
rcroet. e Microsoft Word.

Tt b)

Tao moi mot tép tin, luu tap tin via
ot st soan thdo

3 W e e Khi vao MS Word, tién hanh soan thao

) Bach khoa Arbivins | pages, or eonad messages by

Q) samsrimes ; van ban, néu muon luu van ban da soan thao,

B E | ) mkex ) wnRaR * 2




ban bam biéu tuong = thi s& xuit hién hdp hdi thoai c6 chira cac thanh phén sau:

saveas 21|
Save in: IhDI My Documents [ ~ Tools = .
My Albums hOp thO@.l
\&:\_‘;\ \ )My eBooks a
Histary My Music
hﬂMy Pictures A
@ )My Received Files muc can
I_J)My Scans chira ta
My Docurnerts @111y webs " ap
I-I_E. Dranh sach hoi thao tin.
P | DanH SACH TIEL BAR GIAM KHAC
@) £om BE MGHL CAP BO SURNG THL THUC GIA HAM TAM TR
Deskiop @\ 0on ra nhap CO
I-_E. D3 mua cdng ki
3 ] Example of M&E Feport
I-I_E. Hay mo
Favarites @ )iem diem can nhan
=] al
= :
ﬁ— File: narne: I -
My Metbvaork J 2ave {
Places Jave as : IWord Document j Cancel )
Gd vao tén tap Chi ra kicu t@p tin can luu Bam nit Save dé
tin.(Nén chon tén trur, mac dH’lh la Atal?c tin . luu lai tap tin.
duoc luu voi dudi “.doc”.

c6 tinh gg1 nho.

Ban c¢6 thé luu tap tin véi
duoi “.txt”,...

¢) Mo mdimjt tép

tin da co Lookip: [ BaiSoen - @ X £ F3 - Toos
& Joeskiop]
_\;§ ¥ My Computer
_l ) Admin's Documents
, ) Histary |3 Shared Documents
Bam vao biéu 3 3% Flopy (&)
T 14 3% Floppy (B:) 4 st

tuong Open trén thanh < Local Dk (C2) Chpeso din s in. tarmye

A N R . L. My Documents ) BaiSoan X )
cong cu hop thoai dudi <o Local Disk (01) Chon tén tép tin cin md

n z A . R P 2 CD Drive (E3)
day xuat hién, tim 0 dia, .-é] = DAT(F:)

, A . , Deskkop % My Netwaork Places

thu muc chua tap tin c6 3 My Documents

\ r r A A FTP Locations
tu tI'll'O'C’ dO, Ch()l’l tén tap * % AddModify FTP Locations
tin, nhan phim Enter Fevakss
hodc an nat Open dé L.‘_—;‘ﬁ%_‘; e e

2 My Metwiork

mo. Ii‘tacewsmr Files of type: |AII Word Documents ﬂ Cancel

1.2 Soan thao va dinh dang van ban.
a) Gé tiéng Viét trong giao dién MS Word



000 - License: X PR \
- B Khé1 dong chuong trinh
Vietk O Vietkey. An nut nay dé
J i Everywhere Simple owerful chuong trinh hién thi ¢ goc
@ Pang Minh Tuan™ hitpiidaesagvietkey.com tel: 84 4 8433872 . P . .
nhai dudi cineg man hinh.
Kifu ot | Banomd Tuichon Congou Béngki  Théngtin
Tiéng Viet Chon ché do go tiéng
* ek £ i Viét, sao cho biéu tugng
v Bd dau kidu cf [ba, de, iy l'léy lél Chﬁ' V Néu bléu

[ B diu noay sau ngupén &m

[ Bédbutydo tuong nay la chit E la

dang & ché do gb tiéng

G ban phirm —— Ban phim cén g8

& TingViet " Anh.
" Tiéng &nh v
 Tigng Phap [
 Tiehg B ||
" TigngMoa [

@ Tlo_'giljgi x Thodt "-g' Lun ndi J:l, TaskBar

Bstart| | & © & | © windows MediaPlayer | B) chuang 5-6 - Mierosoft ... | i Mulimedia Tool for Devel.. I i 30 B, e36PM

Chu ¥: Bé gb Tiéng Viét hiéu qua, ban nén tap gd mudi ngon.

b) Cdc thao tic trong man hinh soan thao MS Word
Di chuyén con tro:

- Con tré nhay trén man hinh la dé xac dinh vj tri cua ta tai van ban.
- Co6 thé dung chuot dé chon vi tri con tro hodc dung ban phim.
- Céc nat (phim) trén ban phim gitp di chuyén vi tri con tro:
+ Str dung cic phim hinh miii tén sang trai, phai, 1én xudng: con troé duge di
chuyén timg ky tw mot trong vin ban.
+ Phim Home: di chuyen con tro Ve dau dong.
+ Phim End: di chuyén con tro vé cubi dong.
+ Phim Page Up, Page Down: di chuyén con trd 1én xudng timg trang mot.

Khoi chon vin ban:
Khi vin ban di dugc khdi chon thi cac thao tac tiép theo s& chi tac dong lén
khoi van ban d6 ma khong tac dong 1én phan van ban khéc.

- Cach I: bam chudt trai, gilr nguyén va miét xuong kéo, chudt di dén dau la van
ban duoc boi den dén do.

- Cdch 2: nhan va giit phim Shift kém theo bam phim — (hodc <)
Thao tac véi khéi vin ban da chon:

- Sao chép khdi vin ban d3 chon: dugc thuc hién béng cach chon khéi van ban
r01 nhan phim Ctrl + C, sau do6 chi chudt dén vi tri m&i1 nhan Ctrl + V.

- Cat dan khoi van ban da chon: dugc thuc hién bang cach chon khoi van ban roi
nhan phim Ctrl + X, sau d6 chi chudt dén vi tri moé1 nhan Ctrl + V.
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¢) Cdc thao tic dinh dang khéi vin bin da chon

Chon Font chit: Khdi chon van ban cﬁ_n thay ddi font chir, bAm tim chon kiéu

Tirnes Mew Roman  +

font thich hop trong ctra s6 font : cua ‘Ehanh céng cu dinh dang.
Chon kich c& chir (Font size): Khoi chon van ban can thay doi kich co font chir,

bam tim chon kich ¢& font thich hop trong ctra font size . ciia thanh cong cu
dinh dang

Lam dam, nghiéng, gach dudi van ban: Khdi chon khéi van ban rdi bAm chudt
trai vao cac nat |- dé lam dam, 7 d@é1am nghiéng, Ul qé gach dudi.

Can chinh van ban vé phia trai, giita, phai hoac déu hai bén: khéi chon phan van
ban, bAm chon vao mot trong cac biéu tuong sau day trén thanh cong cu dinh

dang. 7 — ‘ , , x
Ta c6 thé sao chép dinh dang bang cach khoi chon khéi van ban mau,bam bicu

tuong 7 trén thanh cong cy, chi chudt dén phén van ban can sao chép dinh
dang r61 bam chudt trai va kéo miét chudt.

d) Dinh dang doan vin ban (paragraph):

Doan vin ban hay con goi 1 paragraph: 1a phan vin ban gidi han boi hai lan gd

phim enter.

Paragraph sau s¢€ co dinh dang gidng paragraph truge do.

Gia sir c6 nhiéu paragraph, mdi paragraph c6 dinh dang khac nhau, ta c6 thé sao

chép dinh dang cua paragraph nay cho mdt paragraph khac. Cach lam la: dat

con trd vao paragraph mau, bam chudt trai vao biéu twong 7 sau d6 chi chudt

dén paragraph khac va bAm chudt tri thém mat 1an nita.

Sau day 1a cach tién hanh dinh dang mot paragraph.

+ Pit con trd vao dau mot paragraph hodc boi den dé chon doan van ban do,
vao myc menu Format chon muc paragraph.

+ Chi dinh mét sé muc cho hop thoai dudi day:

e) Danh so trang vin bdn

lPoge Numbers 20| - Vio menu Insert

Fosition:

chon muyc Page Number,

R
a
=
]
=

IBotl:om of page (Footet)

Alignment:

,ﬂ ta nhan dugc hop thoai co
cau trac sau.
- Chon vi tri danh s6

I - |

I~ show number on First page

trang trong hop Position,
néu chon Bottom of page
thi con s trang s& nam o

Format... | oK Cancel phia dué6i trang gidy, néu

chon Top of page thi
ngugc lai.

Chon can chinh vi tri ctia con s6 chi trang: Right thi sé chi trang nam bén phai,
Left ndm bén trai, Center nam ¢ giira.

Bim OK dé dong y.



) Tao tiéu dé dau trang va cuoi trang

- Vao menu View chon Header And Footer, Xuét hién thanh cong cu sau.

Header and Fooker

Ingert AutoText ~ G & 88| E F O, dose

- Bam chon

(L

dé vao phan khong gian soan thao tiéu dé dau trang. Lic nay

man hinh soan thdo chinh s€ m¢ di, nhudng cho cho cong viée tao tiéu dé trang.
- Tai vi tri con trd man hinh nhap nhdy, nhdp phan van ban can xuat hi¢n trén

mdi tiéu dé cua trang glay Bim chon nut lenh[E mot 1an nira dé chuyén sang
phan nhép tiéu dé cudi trang, tién hanh tiép tuc nhap vin ban tao tiéu dé cudi
trang.

- Bam nit Close dé chAm dit cong viée tao tiéu dé cho mdi trang in.
Tac dung cta Iénh: Insert Auto Text

Tac gia, SO trang, Ngay thang

nam

Tén tap tin,dudng dan noi luu

troe

+

_I_

banh s0 trang in:

Pinh dang con s6 chi trang in:

Chén ngay, t

R S — —

- PAGE -
Author, Page #, Date

Confidential, Page #, Date
Created by

Created on

Filename

Filename and path

Last printed
Last saved by

Page » of ¥
Insert AutoText » [

Iz

hang, nam hi¢n hanh:

@

Chen gio, phtt, gidy hién hanh: ——

Dinh dang tr

ang in:

O murc d6 thong dung ta chi can tao duoc tiéu dé dau trang, cudi trang, danh )
trang in la dat yéu cau.

2) Bullete, Numbering, Tab.

- Pit biéu tuong hodc s6 (Bullete And Numbering): Bullete, Numbering la cac biéu
tugng hodc s6 din ddu mot doan vian ban. Mbi khi xuong hang sang mot doan khac
thi cac Bullete hodc Numbering sé& ty dong duoc dién vao cho mdi doan.

6



|EE Bullets and Numbering

PR Trong thé nay c6 cac
" | hop, hdp chira chix
None néu duge chon
. o g s€ khong c6 Bullete
dan déu, cac hop con
lai chtra cac biéu
tugng hinh anh cia
Bullete. Néu mudn

Bullets and Numbering

Bulleted l Mumbered I Outline Numbered | List Styles ]

hNone b

'_

'.

Trong thé nay co cac
hop, hop chira chir
™ None néu duoc chon
Customize... s€ khong co
Numbering dan dau,
cac hop con lai chira
cac dang sb dan dau

-

Vao menu Format chon muc “Bullete And Numbering” s€ c6 hdp hoi thoai xuét

hién.
- batTab

Trén ban phim c6 phim Tab, phim nay chi diém dimg cta con tré. Khi nhin

Tab thi con tro s& nhay dén vi tri do ta chi dinh khoang cach cho phim Tab d6. Cac
loai Tab gdm = 1 Tab cin trai, [4] Tab can phai, i Tab cin giita, - %! Tab can lay
chuan 13 dau phan cach phan thap phan.
Ta co thé dit cac diém dimg cho phim Tab nay va chi dinh cac ky tu dan truéc Tab
hoac cach can chinh van ban dua trén vi tri cua Tab.

Cach dat tab trén thudc:

+ BAm chon biéu tuong Tab trén thudc 14 Tab trai, phai, giita,... rdi chi chudt
vao vi tri can dat Tab trén thudc, bAm phim trai. Trong hinh vé& dudi day luc
nay ta da dat dugc 2 Tab c6 budc nhay a4 cm va 11.5 cm.

‘gq.|.1.|.z.|.3q|.i-|.5.|.E.|-?.|.E|1|.-3-|.]_|:|.|.11.J--12...13

+ Mudn g0 bo Tab trén thudce ta chi chudt trai vao biéu tuong Tab trén thudc
muodn bo, nhan va gilt nguyén chudt trai kéo ra ngoai man hinh dang soan
thao.

Cach dit ky tu din truée tab:

Vao muc Format trén thanh menu, chon muc Tab, thuc hién theo chi dan:



Chon Tab qua kich thuwdc Tab

Chon loai k¥ tr din trwde 1 ...

Nhin Set va OK dé dat. nhin Clear 82 xoa

1.4 Tao bang (Table).

21 x|
Tab stop position: Default tab stops:
| 1.27 cm ﬂ
Tab stops to be cleared:
ol |
Alignment
C Left (¥ Center  Right
" Decimal " Bar
Leader
Ciwe G Cae
»
st | clear Clearal |
oK Cancel |

Mot bang biéu (table) 1a mot hinh chit nhat gdm c6 nhiéu dong (rows) va nhiéu
c¢ot (columns). Phan giao cua mot dong va mot ¢4t duge goi la 6 (cell). Ngoadi ra, trén
mot trang cling co thé chia thanh mot vai cot gidng nhu cot bao, viéc nay do6i khi ciing
rat can cho viéc trinh bay hodc soan gido an.

a) Cidch tao bing biéu

- Pit con tro tai vi tri mudn tao bang.
- Vao menu Table bam chon Insert, sau d6 chon Table, ta nhan dugc hdp hoi

thoai

- Gb vao sb lugng cot trong hop
Number of columns.

- Gd vao s6 luong dong trong hop
Number of rows.

- Chi dinh d6 rong cua cac cot
trong hop Fixed of column
width.

Néu Fixed column width va
Auto thi bang tr dong dién vao giira
hai ranh giéi 18, kich thudc cac cot déu
nhau. Néu 12 Autofit to contents thi ty

Insert Table . 7| x|

Table size
Mumber of columns: |5

=

=

Number of rows: |2

AutoFit behavior
* Fixed column width:
o AukofFit to contents
" AutaFit to window

Table style: Table Grid

I.ﬂ.utn

=

AutoFormat. .. |

dong cot s& bao lay ndi dung véan ban chtra trong no. Néu Autofit Windows dugc chon
thi bang s& thu gon sao cho ndm trong ctra s6 trinh duyét trang WEB.

- BaAmnit OK



b) Cic thao tdc cén thiét khi tao bing
Ngoai cach dung trinh thanh don chi dinh cy thé viéc tao bang ta con co thé ap

dung theo cach sau: bam chot trai vao nut O trén thanh cong cy, gilr nguyén va quét
chon so6 ¢dt can tao.

Table | MathType ‘Window Help Tvpe a question f o Chefl therr.lAcot:vbarr} chu(_)qt
7 DrawTabl b - trai 1én duong bién cua dong ké
rae e E n [Od == 4—'5 100% trén cung sao cho con tro cé

( Insert hln Table... hinh dang mii tén | va bam

Delete . = ko the Left chudt trai dé chon danh dau cot
" X fil Columns tothe Le d6. Vao menu Table chon Insert
. - s Columns to the Right — Table — Column to the Left
{ ¥ Table AutoFormat... 25 Rows gbove dé chén cot moi bén trai cot da
Tabl= Properties... 2= Rows Below chon.
g Cells... '::"i[gble MathType Window Help Tvpe a qf
7 Draw Table by X == é
Xba cot: bam chudt trai lén | Insert PE = 1=. i=
duong blél’} Cl?.a fiéng ke trér~1.cfing 520 Delete » Table
cho con tré c6 hinh dang miii tén | va :
bam chut tréi dé chon dénh déu cotds. | ¢ > | Columns
Vao menu Table chon Delete — Table |3 Table AutoFormat. .. = Rows
— Columns dé xo6a cot da chon. _
- Table Properties. .. g Cels,
Thém hang, x6a hang: . ¥ Eve '
Thyc hién tuong tu nhu cot
nhung tthay vi ta chon column thi ta chon Rows.
Split Cells 1 x| . AChla mot cot, hang, 6 thanh nhiéu cot,
hang, 6:
Number of golumns: I2 E Vao menu Table, chon Draw Table ta thay xut
Number of rows: m hﬁ:n thanh cong cu Tableq and 130r(‘1er,Abamv ch()An
biéu tugng but vé — chi chudt vao 6 hodc cdt
[V Merge cells before split can chia — bam chudt trai kéo. Sau do lai bam

vao but dé roi bo viée chon but 7 Ngoai ra ta
oK Cancel | c6 thé khong dung but dé chia. Thay vi bam vao
bat ta bAm chudt trai vao biéu tuong ESplit
Cell, sau do ta sé nhan dugc hop thoai dudi day. Ta nhip vao 6 Number of columns
mot sO chi s0 lugng cOt, Number of rows mot so chi s6 lugng hang, bam OK

Tron nhiéu cot, hang, 6 thanh mot 6:
Khoi chon céc 6, cot hodc hang lai — Vao menu Table, chon Draw Table ta

théiy xuét hién thanh cong cu Table and Border, bam chon biéu tuong merge cells i
b) Can chinh vin ban trong bang: Trudc hét ta khéi chon phan vin ban va chi
chudt vao nit B sao cho xuit hién hinh anh bidu thi cach can chinh. Sau do ta
bam chon cach can: dinh, day, trai, phai,....sao cho viura y.
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Can dinh, trai — ] <\ JF T
j !2 —_— - 1_.."} - i - -- & -
ElE B
Can gita =i=l= sl = E k=1 R
EI=1E| - I
mot chiéu tong
thanh chie
nhiéu

1.5 Chén cac ddi twong vao vin ban.

Khoéng phai moi ky tw, ddu hiéu can thiét cho viéc soan thao va trang tri van ban
déu co san trén ban phim, MS Word dé riéng cac dau hi¢u va cac ky ty dac bi¢t nay
(Symbol) va cho phép chén vao van ban. Cac dau hi¢u.

a) Cdch chén ky tw, diu hi¢u dic biét (Symbol)

Symbols | Special Characters |

Font: [(normal text) ~| Subset: [Mathematical Operators ~|

A EAENEAN bR
V0ol N| | [#|#] = (] |-

|r-|LJ|_-|T_L |T|T=|J

O T A

- Tai vi tri mudn cheén vao menu Insert chon muc Symbol, s€ xuat hién hop hoi
thoai.
- Lua chon bi€u tugng ctia Symbol can chen va bam Insert, sau d6 bam Close.

b) Cach chen hinh danh (Picture)

|| —— 5 o Budce 1: Vao menu
= Lk Cip Art... Insert — Picture — Clip
£ Text Box Lol Erom File... Art.
Object... From Scanner or Camera. .,

Budc 2: Bén phai
Organization Chart man hinh s& xuét hién hop
T thoai, ta chon  Clip
Organizer ¢ cudi man hinh, sau d6 xuét hién tiép mot man hinh khac, chon Office
Colections, chon tiép danh myc phan nhom hinh anh, lua chon hinh anh, nhan Ctrl + C
dé sao chép, dong lai giao dién nay, nhan Ctrl + V dé dan anh ra man hinh soan thao.
Ngoai ra ta c6 thé bam nit Search dé thiy céac hinh anh, bam chon anh do.
Ta cling co thé chén tap tin anh hodc ndi tap tin Word luu trit & mot thu muc
nao do vao van ban dang soan thao béng cach chon muc File — tim dén File can chén
— bam Insert.

ato )

= o

% Hyperlink..,  Ckrl4k

L4
i il
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¢) Dinh dang hinh dnh (Picture)

Sau khi c6 hinh anh chén vao van ban, thong thuong hinh anh thuong c6 kich
thude 16n, nam doc 1ap véi vin ban, ta phai tién hanh dinh dang lai hinh anh.

Buéc 1: BAm chudt phai vao hinh anh, chon Format Picture, ra tiép hop thoai
cho phép ta dinh dang anh.

Budc 2: Chon muc Layout dé dinh dang vi tri anh so van ban thong qua cac biéu
tugng In Line with text (nam riéng trong van ban, chiém mot s6 dong), Square (nam
riéng trong vin ban nhung chiém dién tich hinh vudng), Tigth (Nim riéng, song vin
ban dugc dién sat voi anh), Behind Text (nim sau anh), In font of text (nam trudc)

Colors and Lines] Size | Layout ]Plcture I Te o I Weh |

.......................

Wrapping style

Chon trong quan giira
anh va van ban

In line with text Sguare Tight Behind kext  Infront of text

Horizontal aligriment
™ Left ™ Cente i Righk " COther

Budc 3: Sau khi dinh dang vi tri xong ta dinh dang duong bao cho anh: Chon thé
Color and Lines. Thong thuong ta chi nén chon myc Line (duong thang bao xunh
quanh anh), Style (mau duong bao 16n hay nho), Color (mau sac ciia dudong bao)

Culurs and Lines ! | Size } Layout | Picture | Tt Box | Web |

Fill

Color: | Mo Fil -]
Iransparency: 4] i | D% E-

Lire
Chon mau sac dudng bao Color: ||:|j Style: |—ﬂ
va mau dutmg bao Dashed: I j Wieight: |D. 75 pt i{

d) Siwr dung cdac chirc nang cvia thanh Drawing

Bét thanh cong cu Drawing: Vao menu View — Toolbars — Drawing. Thanh
nay thong thuong nam & dudi ddy man hinh. Muén tit thanh Drawing ta lam ldp lai
nhu vy mot 1an nira.

- Hop Draw: nam & bén trai nhét cua thanh Drawing, chira cac muc lién quan dén
viéc dinh dang dbi tugng da vé.

- Hop AutoShapes: chira cac d6i twong c6 thé soan thao van ban trong nd, thich
hop vdi tao cac phén ch thich. Muén thuc hién ta lua chon léy mot ddi tuong,
bam chuot tréi ra vung can tao AutoShapes. Bam chudt phai vao n6, chon Add
Text hoic Edit Text dé thém phan vin ban trong AutoShapes.

- V& dwong thing, hinh chir nhit, hinh elip, hinh tron, dugc thuc hién qua
viéc chon vao mdt trong cac biéu tuong. Muon v& ta bAm chon no, chi chudt ra

ving mubn vé& bam trai va kéo miét chuot, > * Lo dang hinh anh.
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- Tién hanh dinh dang: Thuc hi¢n giéng nhu doi tuong Text Box hodc hinh anh
da hoc

1.6 Dinh dang trang vin ban, In 4n viin ban
Thong thuong ban dau ta chi nhap noi dung van ban, chua quan tdm dén vin
ban in ra loai gidy kho nhu thé nio, van ban nam ngang hay nam doc trang in, 1¢ tinh
tur b1,6n cua to giay in vao phan van ban. Luc in phai chi dinh cu thé loai may in, trang
in, sO ban copy,...
a) Dinh dang trang vin bdn
- Vao menu File chon muc Page Setup, s¢ xudt hién hop thoai.
Page Setup ﬂﬂ

~ Maragins | Paper l Layout |

Margins

by
Top: [25cm Battom: [2 cm =
Left: |2.5 i E"’ Right: |2 cm E“
Gutter: |u crm| E" Gutter position: |L|3ft - |

Dinh dang 1é

I

Chon hwéng in cho gidy = Oilantatmn |
Bortrait Landscape
Pages
~ Multiple pages: [Mormal -1 |

Bam chon thé Margin dé dinh dang 1&: nhap kich thude vao cac hop sau: hop kich

thude Top chi phan 18 tir mép trén dinh to gidy xudng phan vin ban. Hop Bottom

chi phan 1& tir mép day to gidy 1én phan vin ban. Hop Left chi phan 18 tir mép trai

t& gidy dén phan vian ban. Hop Right chi phan 18 tir mép phai to gidy dén phan vin

ban.

- Trong thé Margin c6 phan Orientation dé chon huéng to gidy in: chon
Portrait dé in theo huéng thiang ding cua to gidy, Landscape in theo hudng
ngang cua to gidy. Cac hop con lai thong thuong dé & ché do mic dinh.

- Bam thé Page dé chon céc thong s lién quan dén gidy in:

20

Margins Paper | Layout |

Faper size:

ILetI:er :l
Width: |2115‘5I cm E
Height: |2?.94 cm 5‘

Chon khé gidy in trong hop Paper size. Thong thuong c6 hai khé gidy hay gip,
kho A4 kich thude chiéu cao (Height) 297mm, chiéu rong (Width) 210 mm.
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Khé gidy A3 kich thudc gip d6i khé A4. Cac hop con lai thong thudng dé ché
do mac dinh.

- Bam nat Default dé x4c dinh tir day vé sau cac trang gidy sé dinh dang theo ché
d6 vira xac lap, bam OK dé hoan tat viéc dinh dang trang in.

b) In an van bdn

Pé in 4n duoc van ban trude hét phai c6 may in, may in phai duoc cai dat véi
may tinh dé may tinh nhan dang duoc loai may in ndy. Viéc cai dat may in duogc tién
hanh thong qua mot dia CD chtra chuong trinh cai dat may in do.

Ta chi in van ban khi dé tién hanh soan thao va dinh dang xong van ban. Cac
thao tac in tién hanh nhu sau:

- Vao menu File chon Print ta nhan dugc hop thoai (xem trang ké)

- Hop Printer chi cac théng s lién quan dén may in. Néu may tinh chi cai dat
mot may in thi trong hop Name chira tén cua loai may in da cai dat. Néu may
tinh cai dat nhiéu loai mdy in thi ta chon loai may in nao dang nbi truc tiép véi

may tinh.
| Print 1‘ 5]
Printer
Name: | 5§ HP LaserJet 1100 (MS) =] Prapetties
i e Find Printer... |
Type: HP Laserlet 1100 (M5)
Where LPT1: I Print to file
Comment: I Manual duplex
Page range H_opies
o al Mumber of copies: ll|. ﬁ
" Current page " Selectior
" pages: | 11 v Collate
Enter page numbers andfor page ranges .
separated by commas, For example, 1,3,5-12
Print what: |Dn:u:ument j [ Zoom
Pages cheet:
Pdnt:  [allpages inrange IS Hi

- Hop Page Range c6 3 nit. Nat All néu duogc tron sé& 13 in tat ca cac trang c
trong van ban. Current Page la in trang hién tai con tr6 man hinh dang dung.
Pages 1a chi dinh cu thé in trang s6 may. Néu nhép 3 14 in trang s6 3, nhap 3-5
thi in tir trang 3 dén trang 5.
- Hop Copies chi s6 ban in cho mdi trang in. Mic dinh 1a 1 ban cho mdi trang in.
Luu y: Truong hop trén chi 4p dung cho viéc chi dinh in cu thé, vin ban c6 nhiéu
trang. Trong truong hop vin ban co6 mét trang thi ta khong can chi dinh thong sb in
theo cach trén ma bam tryc tiép vao biéu twong chiéc may in trén thanh cong cu.
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2. Microsoft Excel

2.1 Pic diém cui Excel
Excel 1a mot bo phan ctia Microsoft Office, chuyén dung dé tinh toan trong moi
truong Windows. Cé dac tinh va img dung ti€u biéu sau:
- Thuyc hién dugc nhiéu phép tinh tir don gidn dén phuc tap.
- T6 chtrc va luu trit thong tin dudi dang Bang tinh (Sheets)
- Tao dung @6 thi rat thuan tién
- Khi c6 thay doi dir li¢u, bang tinh ty dong tinh lai cho két qua maéi
2.2 Khéi dong Excel
- Nhay nut trai chudt vao biéu tuong Excel trén thanh Shortcut Bar ciua
Microsoft Office
- Nhan nit Start/Program / MS Excel
2.3  Man hinh Excel
Sau khi khoi dong xong man hinh Excel xuét hién
TR
@ File Edit Miew Insert Format Tools Data  MWindow Help  Adobe POF Type a question for help = o B X
D28 Sy | fBR-<F oo @ =-2] 2] [l 400 -3
arial -0 -|lB 7 U EE=EE|8 %, WA EE| DA
™.
Al A #
A | e [ c | o | E | F | & [ H [ 0 | o | Kk | L T
; 4l
| 2 |
| 3 |
| 4
5
| 6 |
| 7|
3
o |
10|
11 |
12
73]
ﬂ
15
16 |
17 |
15
19
| 20 |
A —
| 22 | =
M 4 » m]ySheet1 sheetz f sheets / 4] | ﬂJJ
Ready HLUM
& Startl J B0 J B windaws Commande...l B Microsoft Excel 97 - ... |Microsoft Excel - B... |<< i =@ 101 AM
Hinh 1
Trong do:
£ Miciosolt Bicel - Dok Tilte Bar: Thanh tiéu dé

el Edt Yeu [set Famal Tods Dats Wiedow Heln Wekeid  Menubar: Thanh menu [énh

M &

SeTime

B S| 5B EF S Syndard Toolbar: Thanh cong cu chuan
— Formating bar: Thanh dinh dang

-ma-|_n I D EEEE

DR T Thanh Formula: Thanh cong thirc
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Workbook Windows: Tén tép hién trén thanh tiéu dé, phan mé rong cua file 1a XLS.
Tén tép mac nhién 13 book# (#: s6 thir tu twong tng v4i mdi 1an md). Cac thanh phan
cua Workbook Windows la:

- Cot (Column), ky hiéu cot tir trai sang phai bang cac chir cai A - Z, AA - AZ ;

BB - BZ... ¢6 tong s cot 1a 256 cot. Do rong mic nhién 9 ky tu (co thé thay d6i

vi tri 86 nay tir 0 dén 255).

- Dong (Rows): Ghi sb thir tw dong tir trén xudng dudi tir 1 dén 16384.

+ 0 (cell): 1a giao diém cta mot dong v&1 mot cot, dia chi cia mot 6 xac dinh
boi cot trude dong sau. Vi du: Al la dia chi cua 6 nam trén cdt A & dong )
1. O hién hanh (Select cell) 13 6 ¢6 khung vién quanh.

+ Bdng tinh (Sheet): 13 mot bang gém cd 256 cot va 16384 dong hinh trén
trén 4 tri¢u 6 dir li¢u, Tén bang tinh mdc dinh la Sheet# (# s6 thir tu), mot
Workbook chira 16 Sheet, dugc liét ké tir Sheetl dén Sheet16 (co thé ning
tri nay 1én dén 255), man hinh trén dang chon Sheetl cua tép Bookl.

+ Status Bar: thanh trang thai, chtra cac ché @6 1am viéc hién hanh va tinh
trang hi¢n hanh cua h¢ théng nhuNumlock, Capslock.....

+ Ché dp: Ready: Sin sang nhap dir liéu; Enter: Pang nhap dit liéu; Point:
dang ghi chép cong thirc tham chiéu dén mot dia chi; Edit: ché do sta chita,
Lénh g0 vao F2.

2.4  Cac thao tac co ban trong bang tinh

a) Cdc kiéu dir ligu
Trong mot 6 chi ¢ thé chira mot kiéu dir liéu, kiéu dir liéu phu thudc vao ky tur

dau tién g0 vao, c6 3 kiéu dit liéu:

- Kiéu sé6 (Number). Ky tu dau tién g0 vao phai la s6 tr s6 0 dén 9, mot sb duoc
nhap vao mdc nhién la dang General, sau do co thé dinh dang lai theo ¥ mudn
bang cach chon Format / cells / numbers

- Kiéu chuédi (Text): chit dau tién phai la chit tir A dén Z, sau d6 dinh dang vi tri.

- Kiéu cong thirc (Formula): ky tu dau tién 13 (=) hodc dau (+), két qua tinh
toan hién trong bang tinh phai 13 gid tri sb, trong thanh phan ctua mdi cong thirc
c6 thé gdm co: Chudi (phai dugc dit trong cip nhay kép), toa do 6, tén ving,
cac toan tir, cac loai ham sb cac toan tir dung trong cong thic
+ Toan tir tinh toan: + (cong); - (trtr); *(nhan); / (chia); [ (luy thira) ; % (phan

tram).
+ Toén tir chudi: & (ndi chudi)
+ Toén tir so sanh : = (bang), <> (khong bang), > (I6n hon), >= (16n hon
hodc bang) < (nh6 hon), <= (nhoé hon hay bang).
D6 uu tién cta cic toan tir trong cong thire: cac nhdm biéu thire trong ngoic
(....), luy thtra, nhan, chia, cOng, trur.

b) Cach nhdp div liéu vao o0

Chon 6 can nhap, nhap dit liéu (theo quy udc cua timg loai) két thic nhap bang
cach gd phim enter, hay di Chuyen con tré 6 hién hanh sang 6 khac bang 4 phim diéu
khién. ¢ trong ché do sira chira bt budc phai Enter

¢) Thoat khoi Excel
File/ Exit, Alt+F4
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Néu c6 thyc hién bat ky mot stra d6i ndo trong bang dang mé ma chua luu vao
dia cho dén thot diém thoat, Excel s€ thong bao c6 cat thay doi hay khong?

2.5 Thao tac trén bang tinh St dung cic ham s6 miu ciia Excel
2.5.1 Thao tac trong vung dir liéu

- Xoa dir liéu trong vung: chon vung, gé phim Del
- Higu chinh ving dit ligu: Boi den, an F2, ¢6 vach nhip nhay, thuc hién nhu
danh Text binh thuong. két thic gb phim Enter.
- Khéi phuc diF ligu : Dé huy bo mot thao tac vira thyuc hién, ¢ 2 cach:
+ Dung ban phim: thyc hién Iénh Edit Undo, hay go Ctrl+Z
+ Dung chuét: Nhay chudt vao biéu twong Undo trén thanh Standard toolbar
- Sao chép dir liéu viung:
+ Chon ving ngudn (Source)
+ Thuc hién 1énh Edit / Copy hodc Ctrl+C
+ Chon vung dich, c6 cing dang véi ving ngudn, hay di chuyén con tré 6 dén
vi tri cua 6 goc trén bén trai cua vung dich, thuc hién 1énh Edit/Paste hodc
Ctrl+V
Khi sao chép dir ligu néu ving nguon chura dir liéu s6 hay chudi, két qua ving
dich glong ving ngudn. Néu ving ngudn chia kleu cong thirc két qua ving dich s&
thay doi, tuy thudc vao cong thirc trong ving ngudn tham chiéu dia chi twong d6i hay
dia chi tuyét dbi.
- Sw khdc nhau cua viéc sao chép mgt vang dit liéu co cong thirc tham chiéu
dia chi twong déi hay dia chi tuyét déi, va dia chi hén hop:
+ Dia chi twong d6i: (Relative address):

Vi du: c6 dir liéu nhu bang sau:

A B C D
1 2 4 =Al*B1=8 =B1*C1=32
4 6 =A2*B2=24 B2*C2=144
3 5 7 =A3*B3=35 =B3*C3=245

Cong thirc & C1 = A1*B1, khi sao chép xudng C2 = A2*B2, C3=A3*B3
Cong thuc C1 = A1*Bl, khi sao chép sang D1 = B1*C1, D2=B2*C2...
Dia chi A1, BI 14 dia chi twong d6i

+ Dia chi tuyét d6i: (Absolute address)
Vi du: c6 dir liéu nhu bang sau:

A B C

1 S6 tién doi viét nam 10.000.000 d

2 Ngoai té Ty gi4 hoi doai Sb ngoai té doi dugc
3 | PolaMy 10.000 d C3=$C$1/B3 = 1.000
4 | Yén Nhat 250 d C4=$C$1/B4 = 40.000
5 | Do la Hong Kong 2.500 d C5=$C$1/B5 = 4.000

Tinh ngoai t¢ d6i duoc tir C3 = $C$1/B3, sau do chép cong thure tir C3 xubng C4,C5,
ta thay dia chi $C$1 khong thay doi, dugc goi la dia chi tuyét doi.
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+ Dia chi hon hop (Mixed Address)
Dia chi tham chiéu c6 dang $<cot> < hang> (tuyét ddi cot, twong d6i hang) ; < cot> $<
hang> (twong dbi cot, tuyét ddi hang). Khi chép dén ving dich, dia chi tham chiéu cta
vung dich bi thay ddi mot cach tuong g, hodc theo cot hodc theo hang

Vi du: c6 bang luong:

A B C D
Ho va tén Luong co ban | Hé so luong Tién lvong
1 Nguyén Van Ba 210.000 6.1 D1=B§1*$Cl 1.281.000
2 | Pham van B nt 5.4 D2= B$1*$C2 | 1.134.000
3 | Lé thi Hong nt 4.47 D3=B$1*$C3 938.700
4 | D6 vin Sang nt 3.9 D4= B$1*$C4 819.000

Tinh tién lwong cho ngudi thir 1: D1=LCB*HSL=B$1*$C1 = 1.281.000, copy cho
cac ngudi con lai, ta thidy D2, D3, D4 c6 thay ddi theo hang & cot C (hé s luong cia
tung nguoi khac nhau).

- Chén hang, chén cft, chén o:

+ Chén hang: boi den sb Rows can chén thém. vao 1énh Insert /Rows (can cht
¥ chén rdn xudng phia dudi).

+ Chén cot: Bbi den mét cot tai vi tri can chén thém, vao 1énh /Insert / Column
(ludén ludn ran cot sang phia tay phai)

+ Cheén O: boi den tai vi tri 6 cAn chén thém, vao 1énh Insert / Cell (chu y chon
chén xudng phia dudi hay sang bén phai).

- Cdch dinh soé thir tw tw dpng:

+ G0 gia tri s6 bat dau vao 6 dau tién: Chang han 1
+ BO0i den vung can danh so thtr tu
+ Thuc hién I¢nh: Edit / Fill / Series, hdp hdi thoai xuat hién (hinh 2)

series 2| x|

eties in Tvpe abe unik
i Riows i Limear g Dy
&+ Columns ™ Growth  weekday
" Date " Month
I Trend " AukaFil 0 Year

Skep value: |1 Stop value: |1IIII2I|
| Ik I Cancel |

Hinh 2

Muc Series in: chon Columns

Muc Type: Linear (cip s6 cong), Growth (cp s6 nhan), Date (dang ngay
thang), Autofill (ty dong), & day ta chon: Linear

Step value: budc nhéy: 1, 2, 3,

Stop Value: gi4 tri hang cubi cung. Ok.
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- Thao tac trén Tép:

+ Luu trir tép trén dia: File / Save (t€p mdi, hoac cli mo ra), File / Save As
(cat v6i tén khac.

+ M& mot tép da co trén dia : File / Open

+ Tao mot té€p moi : File / New

+ Dong mot tép: File / Close

2.5.2 Sir dung ham sé6 méu ciia Excel: Dang jén,g quat ctia ham so:
=< TEN ham> (Danh sach doi so0)

Déi s6 c6 thé 1a: Tri sb, dy cac 6, dia chi 6, tén vung, cong thuc, tén ham...
Chii y: Tén ham khong phan biét chir hoa hay chit thuong, dtng trudce 1 dau (=), Pbi
s6 phai dat trong ngodc don (..) gitra cac ddi s6 phan cach nhau bang du phay (,).
- Mot s6 Ham s6 théng dung:
+ Ham SUM (danh séach cac tri). Tinh tong gi4 tri.
+ Ham AVERAGE (Danh sach cac gia tri): tinh gia tri trung binh.
+ Ham ROUND (bleu thire_sd, n) lam tron gia tri cua biéu thirc den n s6.
Néu n>0 Lam tron vé bén phai cot thap phan; néu n<0 lam tron vé phia bén
trai cot thap phan

Vi du: = Round(333333,-3) cho gia tri : 333000
= Round(33333.333, 2) cho gi tri : 33333.33)
= Round (12345.5432,0) Cho gia tri  : 12346

+ Ham MAX(danh sach gia tri) Gia trj 16n nhat.
+ Ham MIN(danh sach gia tri) cho gia tri nho nhét.
- Ciach chon him miu:
+ Dit con ché tai noi can ¢ cong thtrc tinh
+ Thuec hién 1énh: Insert Funtion :hoic nhay vao biéu twong (L(x)) thanh
Standard Toolbar, xuat hién cira s6 hoi thoai (hinh 3)

T 2| x|

Search for a function;

Type a brief description of what ywou wank ko do and then 50 |
click. Go

Or seleck a cateqory: [Mosk Recently Used j

Select a function:

MAX{number1,number?2,...)
Returns the largest value in a set of values, Ignores logical walues and text,

Help on this Funckion I I Cancel

Hinh 3
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+ Chon nhom ham cin thyc hién trong khung Select a Category
+ Chon tén ham bén khung Select a Funtion
+ Chon OK: Da s6 li¢u vao number1, number2 (hinh 4)

Function Arguments llﬁl

AVERAGE

Number1 I j‘J =
Murnberz2 I j‘J =

Returns the average arithmetic mean) of its arguments, which can be numbers or names,
arrays, ar references that contain nurmbers.

Mumber1: numberl,numberz, ... are 1 to 30 numeric arguments For which wou wank
khe average.

Farmula resulk =

Help on this Funckion ik I Zancel

Hinh 4

an OK két thiic viéc tinh toan, cho két qua trén man hinh.
- Ham IF (Diéu ki€n, tri dung, tri sai):
- Piéu kién 1a mot biéu thirc Logic
- Excel sé& kiém tra két qua cuia biéu thirc: néu diing s& chon tri thir nhat (tri
dung trong ¢t phap), néu sai s& chon tri thir hai (tri sai trong cu phap).
- Ban than tri dung, tri sai c6 thé 1a nhitng hang tri, biéu thirc (chudi, sd, Logic)
va ciing ¢ thé 13 mot sd ham IF.

- Ham AND (diéu kién 1, diéu kién 2, ...) cho gi4 tri dtng khi moi diéu kién néu
trong danh sach déu cho tri sé dung.
Vi du: = AND(3>2, 5<8) cho gié tri TRUE
= AND(TRUE,FALSE) cho gi4 tri FALSE.

- Ham OR(Diéu kién 1, diéu kién 2, ...) cho gia tri dung khi c6 bat ky mot diéu
kién néu trong danh sach cho tri dung.
Vi du: = OR(3>2, 5=8) cho gié trt TRUE
= 0O R(1+1=3, 24+3=6) cho gia tri FALSE
- Ham NOT (diéu kién): cho tri dtng néu diéu kién sai, cho tri sb sai néu diéu
kién dung.

* Cac Ham s6 hoc:
- Ham ABS(N): cho gi4 tri tuyét ddi cia biéu thirc s6 N
Vi du: =ABS(-25) cho két qua 1a 25
= ABS (5-149) cho két qua 144

- Ham SQRT(N): cho tri 1a cin bc 2 ciia biéu thirc s6 N (N>0)
Vidu: SQRT(25) chokétqualas
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Ham INT(N): cho tri la ph?m nguyén cua biéu thirc s6 N
Vi du: INT(236.26) cho két qua 1a 236

Ham PI(): cho trj s6 13 Pi (3.141593)

* Cac Ham s thong ké:

A B C D E F G
1 |TT |Hotén |Toan | Vin |PTB | vi thir | xép hang
2 |1 | Hung 6 6 6.0 5 Trung binh
3 12 |Hoa 5 5 5.0 6 Trung binh
4 |3 |Diing 7 7 7.0 3 Kha
514 |Long 6 7 6.3 4 Trung binh
6 |5 |An 4 5 4.3 7 Kém
7 16 |Hoa 9 9 9.0 1 Gioi
8 |7 |Loc 8 7 7.7 2 Khé

Ham COUNT(danh séach céc tri): cho s cac 6 chira tri s6 trong danh sach.
Vidu: =COUNT(-2,"VTD",5,8) cho két qua 3
=COUNT(D1:D8) cho két qua 7
Ham COUNTA (danh séach cac tri): cho s cac 6 chira dit liéu trong danh sach
Vidu: =COUNTA(-2,"VTD",5,8) cho két qua 4
= COUNTA(D1:D8) cho két qua 8

Ham RANK(x;danh sach): xac dinh thir hang cua tri x, so vo1 cac gia tri trong
danh sach. Tri x va danh sach phai 1a céc tri sd, neu khong s€ gay ra 16i
#VALUE)!. Tri x phai roi vao mot trong cac tri s6 cia danh sach, néu khong sé

gy ra 16i #N/A!.

Vi du: Tai vi tri 2 = RANK(E2;E$2:E$8) cho két qua 1a 5
3 =RANK(E3;E$2:E$8) chokétquala6
7  =RANK(E7:E$2:E$8) chokétqualal

Vi du 2: str dung ham IF dé xép hang:

= IF(E2>=9;"Gi61";IF(E2>=7;"Kha";IF(E2>=5;"Trung binh";IF(E2>=4.5;"Kém")))).

* Cac ham sé Ngay, thang, nim (DAY, MONTH,YEAR)

+ Kiéu dir liéu ngay (Date).

Dtr liu ngay 1a mot dang dac biét cua dit li¢u s6. Sau day 1a mot ) dang trong Excel:

dd/mm/yy Néu nhap vao 6: 11/1/96, két qua la 11/01/96
dd/mmm/yy Néu nhép vao 6: 11/1/96, két qua la 11-Jan-96
dd/mmm  Néu nhap vao 6: 11/1/96, két quala 11-Jan
mmm-yy  Néu nhap vao 6: 11/1/96, két qua la Jan-96.

Chu y: muén thay doi dir liéu kiéu ngay theo kiéu Anh, My: Thang/ngay/nim hodc
theo kiéu Viét nam Ngay/thang/nam, ta phai goi Control Panel, goi International
Regional mdi thay d61 duoc.

+ Cac Ham: 7 9
Ham DAY/(dT li¢u kiéu ngay) Cho gia tri ngay cua dir 1i€u ki€u ngay.
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Vidu: =DAY(:11/1/96") Cho két quala 11

=DAY/("11-Jan-96") Cho két quala 11

= DAY(B5) Cho két quala 15

(khi B5 chira gia tri kiéu ngay: 15/01/96).
- Ham MONTH (dit liéu kiéu ngay) Cho gia tri thang cua dit liéu kiéu ngay

Vidu: =MONTH("11/1/96") cho két qua la: 1

= MONTH (D5) cho két quala 2

(khi A5 chira gia tri kiéu ngay (20/02/95)

- Ham YEAR(D1 liéu kiéu ngdy): cho gia tri nam cua dir liéu kiéu ngay.
Vidu: =YEAR("11/1/96") cho két qua 1996
= YEAR(A5) cho két qua 1996
(khi A5 chira gia tri kiéu ngay: 11/Jan-96).

* Cac Ham tim kiém:

- Ham VLOOKUP(x, Bang, Cot tham chiéu, cach do): do tim tri x cOt bén trai

clia bang, khi tim c6 thi 1éch qua bén phai dén Cot tham chiéu d¢ 1y tri trong 6

¢ d6 img véi vi tri cua X.

Bang: La mot khdi cac 6, thudng gém nhiéu hang va nhiéu cot. Cot bén trai
1udn ludn chira cac tri sb dé do tim, cac cot khac chira cac tri twong (mg dé tham chiéu

Cot tham chiéu: La tht tu ctia cot (tinh tir trai cua bang trd qua phai ), cot dau
tién cua bang la cot 1.

Céch do: 13 s6 0 hodc s6 1. Ngam dinh 1a 1.
- Néu cich do la I

. Danh sach & cot bén trai ctia bang phai xép theo tht tu ting dan

. Néu tri do x nho hon phan tir dau tién trong danh sach, ham cho tri 13
#N/A(Not Available: bat kha thi).

. Néu tri s6 do 16n hon phan tir cudi cing trong danh sach, xem nhutim thiy &
phan tir cudi cung.

. Néu tri s6 do x ding khép véi mot phan tir trong danh sach (khéng phan biét
chit hoa hay chit thuong néu 1a chudi), dwong nhién tim thiy ¢ tai phan tr d6, va cho
trj 13 tri ctia 6 ndm trong cot tham chiéu cung hang voi phan tir nay.

- Néu cach do la so 0:

. Danh sach ¢ cot bén trai cua bang khong can phai xép theo thu ty.

. Néu tri do x khong ding khop voi bat ky phan tir nao trong danh sach (khong
phan biét chit hoa hay chit thuong néu 1a chudi), ham cho tri 1a #N/A (Not Available)
bat kha thi)

. Chi khi nao tri do ding khép voi mot phan tir trong danh sach (khong phén
biét chu hoa hay chir thuong néu la chudi), méi cho tri 1a tri cia 6 nam trong cot tham
chiéu ciing hang v6i phan tir nay.

Vi dy: Tinh lwong cho 3 loai cong lao dong khac nhau, biét rang sd tién cho
ting loai cong lao dong 1a: Loai A: 20000 dong/ cong, loai B: 10000 dong/cong, loai
C: 5000 dong /cong. Tién lwong duoc tinh theo cong thirc:

Tién luong = s6 cong * sd tién mot cong.
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Ta thuc hién nhu sau:

- Tao bang gém 2 cdt, ¢t A chi cac loai cong lao dong (A,B,C) va cot B chi )

tién cong tuong tng

- Chon 6 E6, nhap cong thirc: =VLOOKUP(C6,$A$1:$B$3,2,1)*D6, copy

cong thirc nay xudng cac 6 E7, E8
Ta c6 két qua:

A B cC | D | E |

1 [A 20000

2 |B 10000

3 |C 5000

4

5| TT | HovaTén Loai s0 cong Tién

6 1 | Tuan A 28 560000

7| 2 |Anh C 25 125000

8 | 3 |Hung D 17 85000

9 | 4 |Thanh B 27 270000

Néu cong thirc ¢ 6 E6 1a:=VLOOKUP(C6,$A$1:$B$3,2,0)*D6, thi ta c6 két qua:
TT Ho TEN LOal | S6 CONG TIeN

1 Tuan A 28 560000
2 | Anh C 25 125000
3 Hung D 17 #N/A
4 | Thanh B 27 270000

Chu y: Trong cong thirc ta dung dia chi tuyét d6i $A$1:$B$3 dé dam bao dia chi nay
khong bi thay doi trong qua trinh copy.

Page Setup

Page |Margins I Header/Fooker I Sheet I

2|

Orientati
rientation it |
Y
Y
FPorl;rmt rhl;andscape Print Preview |
Scaling Qpkions., ..
& adjustto: 100 =2 %% normal size
 Fit ko |1 5‘ page(s) wide by |1 E‘ tall
Papersizer  ENNGGCG—G—G—G - |
Frint quality: |6|:n:| dpi |
First page number: I.C\utn
oK I Cancel |

2.5.3 Introng Excel
a) Thiét ké trang in:

Lénh File / Page Setup hop hoi thoai xudt hién:
- Chon trang in: Portrait hay Lanscape
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+ Ham HLOOKUP (x, Bang,
Hang tham chiéu, cach do).

Moi nguyén tic hoat
dong cua ham HLOOKUP
(Horizontal LooK Up) nay
gibng nhu ham VLOOKUP
(Vertical Look Up) chi khac 1a
ham VLOOKUP do tim ¢ cot
bén trai, tham chiéu sé ligu &
cac cOt bén phdi, con ham
HLOOKUP do tim & hang trén
cung, tham chiéu s liéu & céac
hang phia dudi.



b) Header and Fooder:

Dinh tiéu dé dau trang hay cudi trang, chon Iénh nhay chut vao khung
Header/Fooder trén hinh 15, ctra s6 xuat hién, chgn Costum Header hay Costum
Fooder.... Cahaidéu dan dén mot hop hoi thoai.

Header cd

To format bext: seleck the bext, then choose the fonk button, oK |

To insert a page number, date, time, file path, filename, or tab name: position the

insertion point in the edit box, then choose the appropriake button, Cancel |
To insert pickure: press the Insert Pickure button, To Format wour picture, place the

cursor in the edit box and press the Format Picture bukban,

N =
Left section: / Center sectidn: Féight section:

2[Ta - -

- -

/ I AN

Cheft |[ Chensé || Chen Chén || Chén || Chéntén || Chen
fonts trang ty || tong sb || ngdy Gio tap tin tén bang
dong trang tinh

Noi dung nhdp vao Header/Fooder c6 thé trinh bay mot trong ba khu vuc trai,
Gitra, Phai, mudn xuong dong go Enter.

¢ Chon Muc Sheet - Print Area: Nhap dia chi
(x| | viing mudn in trén bang
; tinh hién hanh
Page | Margins | Header/Footer | | Row to Repeat at t()p' In
Prink : =3 ; ~ . N . : A
e ! Mo e | hay khong in dong tiéu dé
Frine s | = print Previen | -Column to Repeat at
Rows Eo repeat at top: A . A
Options. . Left: In hay khong in cot
Columns to repeat at left: I :vs_] bél’l tI'E’ll
Print PR A < ~
I Gridines I™ Row and calumn headings -;\Grld}lne? Bat N/tat l:lhlfl'lg
I pakend bt Comments: [fvone) 5 lan phan cach gilia cac 0,
I Draftaualty ol grrors as el =] thong thuong tat ché do
Page order ne‘ly
& Bawin, then over B oF o - Notes: Bat/tat viéc in chu
™ Qwer, then down e S thich
- Page Order: thir ty
ok | caeal ||| trang in: Khong nén thay
doi

- Down then Across: in tur
trén xudng dudi, qua phai
- Across then Doyvn: in tur

d) In ra gidy:
Trudc khi in nén vao 1énh Print Preview trudc, sau d6 vao 1énh in. File / Print
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