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!Lﬁ Cac yéu cau ky nang

Cac yéu cau chung caa cac irng dung Tin hoc van phong

C6 kha nidng chay va thoat khdi mot (rng dung, xac dinh va thay doi cac phan

tl trén giao dién, str dung nguon trg gidp truc tuyén (Online help)

Thuwc hién cac chirc nang quan ly tap tin (File)

Thuwc hién chirc nang stra chira va dinh dang

Thuwc hién cac chirc ndng in 4n
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!wiﬁ Cac yéu cau ky nang
U'ng dung trinh soan thao vian ban MS Word

* (6 kha ndng dinh dang ky tu, tai liéu, bao gom ca kha nang str dung cac cong
cu dinh dang tw dong.

* (6 kha nang str dung cac céng cu xit Iy van ban dé tw dong hoa quy trinh xtr
ly vi du nhw xem xét lai van ban (Review), bao mat va cong tac (Security and

Collaboration).
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!,gﬁ Cac yéu cau ky nang
U'ng dung trinh bang tinh MS EXCEL

* C6 kha nang stra chira dir liéu, ciu truc, va dinh dang dit liéu trong mét bang

tinh (Worksheet)

* C6 kha ndng sap x&p dit liéu, tinh toan dit liéu dwa trén viéc str dung cong
thirc va ham.

* Tao va thém vao bang tinh cac d6 thi don gian.
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@ﬁﬁ Cac yéu cau ky nang
Ung dung trinh Quan tri CSDL MS Access

= C6 kha nang tao va quan li cac co s& dir liéu don gian.

» Thue hién dwoc cac thao tac truy xuat dir liéu co ban
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Cac thao tac chung: 5%

Microsoft Word 35%
Microsoft Excel 25%
Microsoft PowerPoint 20%
Microsoft Access 15%
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!&g Cac tinh nang pho bién

Cac b0 cuc va tinh nang twong tu trén man hinh
Cac meo va cac cong cu trén man hinh

Khéi dong va két thic lam viéc véi Microsoft Office

Str dung, tuy chinh thanh cong cu truy xuat nhanh

St dung cac 1énh va diéu huwdng trén Ribbon

biéu hwdng xung quanh man hinh

Tro giap trong Microsoft Office
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!gﬁ Cac tinh nang pho bién
St dung Fhé file va Backstage

Thay doi cac tuy chonva thiét1ap cic mac dinh

Nhirng phwong phap pho bién thao tac véi dir liéu
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££§ Cac tinh nang pho bién

Khéi dong cac rng dung Microsoft Offic 2010

Khéi dong Start > All Programs > Microsoft Office

- File > Exit
Két thuc - Click ==
- Alt+F4

@l Microsoft Access 2010
[E] Microsoft Excel 2010
@ Microsoft InfoPath Designer 2010
@I Microsoft InfoPath Filler 2010
@ Microsoft OneMote 2010

0] Microsoft Outlook 2010

[EI Microsoft PowerPoint 2010

[B] Microsoft Publisher 2010

@ Microsoft SharePoint Workspace 201
Microsoft Word 2010

. Microsoft Office 2010 Tools
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Thé file
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[Ee@gz=s ws O )

Cé4c nit hién thi

‘ Thanh truot thu phéng

Hién thi thwéc
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Tiéu dé dong |

da- e
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NI RRCEE Sk Ak
Thé Slide

Inseit  Design

(=l avnut =

= A

Cac tinh nang pho bién

Presentation. - Microsoft PowerPoint [ = | B |
Transitions  Animations  Slide Show  Review  View  Developer o
S shape Fil 4 Find

. | @
TA XS

%

2 A 2 N B & (# shape Outline = | ¥, Replace ~
= he phatthdo | .. , . | e arnge que =TT B
Clipbdard 1 Slides Font Paragraph Drawing Editing
Slides Outline | x [ ~ 4
1 . - i‘ O chira n6i dung )j
'j-( Thanh chia
. B Z '_' Khung Slide
] Click to add title
l Khung ghl chu l Clickto add subtitle
- S —
Click to add notes =
Slide10f1 | “Office Theme~ | English (U5 [E@Eaz 00 .
Ctra s6 tai liéu
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. Thanhtiéude
MR = ‘ Table Tools. ‘ Databasel : Database (Access 2007) - Microsaft Access [ESSAc <™
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View | Faste & Format Painte; e % Remove Sort ¥ Toggle Filter R;fﬁefh K Delete - BH~ i k- A% -
Views Clipboard 5 Sort & Filter Records Find Text Formatting e
All Access Objects & « || = Tabler
[search. 1@ ID - ClcktoAdd -
Tables = |* (New) ; .
= rablet Pong doi twong
<—{ Thanh chia ‘ ‘ Vung lam viéc ‘
Bo loc
] Record: o' 1of1 20 | & No Filter [ Search
Datasheet View
Khung diéu hwéng || Nut diéu hwéng
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(4 Cac tinh nang pho bién
IIG VIET NAM
Truy cap caclénh va cac tinh nang

4/19/ZU10

rar E l'! tan 105 USa — Kgy Fpp CaLions

!&ﬁ Cac tinh nang pho bién

Truy cap cac lénh va cac tinh nang

Insert Page Layout References Mailings

B

B3 copy
Paste
< Format Painter

Clipboard

Calibri (Body) 11 - A" A7 Aar | &, =
B 7 U-
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Cac tinh nang pho bién
Truy cap caclénh va cac tinh nang

oK [ cancal |

[ Rensme.

| File > Options > Customize Ribbon
= e
Tuy chinh ‘
Ribbon i
" e
® @ vewipn
- e
. ¥ e g Fom
k = ¥ maagrounasamon
[ HewTab | [ bew Grous |
PP
Keyboard sneouts; | Customizgs, | (gt =]
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Cac tinh nang pho bién
Truy cap caclénh va cac tinh nang

- Nh4p mouse vao €9
- Nhan F1

| S

&) Word Help
Thanh cong cu Ce L0 GNe R =
‘—g.’_. : ’5‘”“"‘—“ Tim kiém Offline ’

naOffice

4 ong

Tro giap
Help

Getting started with Word

see all

' Chi d@ hién hanh

Anworg © connected to Oftice.com

Trang thai hoac
tly chon két ndi
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Cac tinh nang pho bién

cap cac lénh va cac tinh nang

Tro giup
Help

Thanh cong cu tro gitup

X (%) 6 G Me e
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uy cap caclénh va cac tinh nang

St dung muc luc tro giap

Tro gitup
Help

| @) Word Help

» i
©-EHa BALR

(@ Accassiiity Features in Mcrosoft OFf
(@ eyboard shortauts for Microsoft Word @ Content from this computer
(@ hathappened to spesch recognition| ' Word Help

Getting started with Word

Creating documents

@ Acsessibilty Checker Developer Reference Add-ine
u keys fiom earler versions of|
(¢ el S e e Collaboration Tracking changes and
(@ Use Windows to make your Office experi| comments
@ instaling Formatting Tables of contents and
@ Actvating Word other references

Paragraphs - P Search -
Table of Contents @  Content from Office.com -
() Accessbilty All Word

ocusmmue keyboard shortcuts Word Help

(@ Accessbiity features inWord
Ward Training

(@) Use the keyboard to work with ribbon |
Developer Reference Installing

@ Gettng started with Word

@ ceting help

@ Creating documents

@ File migration

@ Addins

@ Colaboration

@ Tracking changes and comments
i Formatting

File management

Reading documents

Spelling, gremmar, and

thesaurus

Working in a different

language
Charts

Pictures and Clip Art

Saving and printing
Security and privacy
Digital IDs and signatures

Tables

Equations

Headers, footers, and page

i

Word Help |
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Truy cap caclénh va cac tinh nang |

| Nhan cac trg gitp bé sung

Cac tinh nang pho bién

-Trao d6i v&i dong nghiép/goi dén phong hé tro vé cac van dé ndi bo;

Tro
gil’l.p -Lién lac v&i Microsoft: http://support.microsoft.com/search/;
Help -bang ky tham gia cac Website chuyén nganh;
-Nghién ctru cac chu dé va nhirng phwong an giai quyét van dé trén
Internet.
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Cac tinh nang pho bién
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Truy cap caclénh va cac tinh nang

| ~ Thao tac véi cac tap tin

] A 9 — g
Malings Redew  View  Developer (%]
o Information about D 2
iA o | nformation about Document.
Tiéu chuan chung B swes
1 [ Open issi
MS Office . D | Pesions " .
e o O [l s
Protect
Document * Propestiet
Recent age: 1
| = Propare for Sharing 5
| New 1 Before sharing this file, be aware that it contains: " L
| - Document properties and author's name
Print Check for Tog Add 3 tag
| Issues - "
Save & Send
| e = Versions
’&] 1) There are no previous versions of this file. Today
1 23 Options taragy ted
B e Relted people
|
| aified B
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!&gﬂl Cac tinh nang pho bién i

Truy cap caclénh va cac tinh nang

Gi I 3 N N ~
[ eneral General options for warking with Word.
Display

Proofing User Interface options

Save [¥] Show Mini Toalbar on selection )
[¥] Enable Live Preview
Color scheme: [ siver| ~ |

ScreenTip style: |Show feature i in ScreenTips [+]

Language

Advanced

Customize Ribbon
Personalize your copy of Microsoft Office

Start up options

Quick Access Taslbar
Add-Ins

Trust Center
Open | in Eull Screen g

!&g Cac tinh nang pho bién

Truy cap caclénh va cac tinh nang

Atach a copy of this document 1o n e-mail.
Everycne receves separate copies of this document
© Chunges and leedback need te be incorperated

@ v sy

[ swerosuon Creste e that contans ik o this document
A *  Everyone works on the same copy of this document
[ pusion s pogon

File Types U Document must be cavedin 3 hared location

B cmoericre A 55 cop e documr o e
s patspis

) cremeros9s Document

Attach 8 95 copy of this document o an e-mal
ocument ocks the ame o most computers

* Presarves o, formuting, i images

* Content cannot be essly changed

Send s Interme P
* Send o fon without usmg & fax machine
© Raquires o fax service provider
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!,gﬁ Cac tinh nang pho bién i
Truy cap caclénh va cac tinh nang

| Lwu vao dién toan dam may (Cloud)

| File > Save & Send > Save to Web > Sign In to OneDrive

Inset  Pagelayout  References  Mallings Devetoper
i save . &
Save & Send Save to Windows Live
& saveas
6 ve to Web to access this document from sny computer or to
8 Save to Web his d from sny
5 Open =4 SendUsing E-mail share it with other people.
i Close o e | Leam more about Windows Live
Info
Sign in with: Windows Live ID (Hotmail/Messenger/Xbox LIVE)
Recent KL). Soeiohweont Comnecting to docs ive net
| S s o e >
New Lﬂ Publish a5 Blog Post Qo credents
Signln
ottt File Types
Help
Q Create PDF/XPS Document
2] Options
= ‘

"G Cac tinh nang pho bién i
IIG VIET NAM
Truy cap caclénh va cac tinh nang

| Lwu vao dién toan dam may (Cloud)

Home. et Puge tov s Nlings e . )

Save & Send

03 sensusingEmai

@ soeove

personal Folders

J e B seerosmwoon
| 3

New Q) Poblih s Bog Pt
|| Pt File Types
|| Help .

| Creste POF/PS Document

| 2 optiom =
| Qe

Thw muc lwu dé
chia sé
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!vlﬂﬁ Cac tinh nang pho bién i

Truy cap caclénh va cac tinh nang

- Lwu sao chép tap tin 1én 6 dia mang/Cong cu cong tic SharePoint.

WA -0l StyleGurde.docx - Microsoft Word el

Home  Inset  Pagelayout  References  Mailings  Review  View  Developer 2 @=F R

Save & Send

Save to SharePoint

Save to a SharePoint site to collaborate with other people on this document.
& §  Send Using E-mail

o Close Learn more about SharePoint
‘ Saveto Web
Info ] Locations
e [l swetoSnarsain: ] IQ Browse forafocation l

@ Publish as Blog Post

File Types

E Change File Type

3 Create PDF/XPS Document

!£€ Microsoft Word 2010

2
~ [ 2

Di chuyén xung quanh van ban

Tao mai, lwu, dong va mé tap tin

Lwa chon loai van ban
Thay d6i ché do hién thi

Pinh dang van ban
T6 chire dir liéu

Hinh anh trong tai liéu

Lwu vét cac thay doi va binh luin trong tai liéu
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» Nhap va stra van ban

* Pinh dang, sao chép, di chuyén,..

» Pit tab, kiém tra 16i vin ban

* Pinh dang doan, thay d6i page layout

» Cheén tiéu dé dau/cudi (headers /footers)

» Cheén cac doi twong: pictures, objects

* Tao bang va lam viéc trén bang .
= Chia sé tai lidu. |}
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V[ L Microsoft Word 2010
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Nhap va chinh stra van ban
Inls)ili'lt:to ™ |IThanh | nhap nhay (con tré - cursor) trén man hinh soan thao
- Chén (insert) bén phai 1a 4n dinh mic dinh (default);
. - P4y vé bén phai phan con lai;
Typing Text || File > Options > Advanced > Check Use the Insert key to
control overtype mode.
. - Delete: X6a cac ky tw bén phai con tro;
DEEIDE ST | Backspace: X6a cac ky tw bén trai con tro.
Ending Word PRSI < 1.2 20 s T
Wrap,/Blank Enter: Két thic dong/doan van ban/ngat dong/chen dong
Lines i |>.
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Microsoft Word 2010

Nhap va chinh stra van ban

Hién thi cic ma
dinh dang

St dung
thwdc ké

4/19/2016

-Biéu twong Show/Hide dicho phép 4n hién cac ky tw diéu
khién (khong in dwoc);

-Phim (.. chén mot tab khi dwoc nhén;

-* bi€u dién mot khoang trong khi nhin phim Spacebar;

e biéu dién ngit trang mém (Shift Enter);

-........ Page Break ....... Biéu dién ngit trang ctirng (Enter).

- Giap xac dinh vi tri van ban;

- b6i don vi do: File > Advanced > (Display) Show
measurements in units of;

- An hién thuéc ké: View > (show group) Check/Uncheck
Ruler;

- Click Y trén Vertical Scroll Bar.
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Microsoft Word 2010

Nhap va chinh stra van ban

-Dong truéce do 1
Di ||-Tw ké ti€p Ctrl+=;

-D3u tai liéu Ctrl+Home;

-Ky tw ké tiép =; -Cudi tai liéu Ctrl+End;
-Ky tu trwéc dé <; -Str dung thanh cuon.
-Dong ké tiép ¥; -Di chuyén nhanh dén vi tri cu thé: Home

> (Editing group) Find > Go to;
3 FindPh

chuyén ||-Tl trwde d6 Ctrl+<; g i‘;‘:nced o
xung |[-Doan ké tiép Ctrl+J; -Ctrl + G; o coto. '
quanh ||-Poan truéc dé Ctrl+1;  ||-F5; =
van ban |-Dau dong Home; -Chon nuat ) trén Vertical Scroll Bar va
-Cubi dong End; chon > Cancel
-Man hinh tiép theo PgDn; - @l s=l@m
-Man hinh truéc PgUp; SIS

IvI
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Chon
van ban

Y/ [ Microsoit Word 2010

IIG VIET NAM

Nhap va chinh stra van ban

- bat mouse pointer dau van ban, kéo mouse dén cudi vin ban;

- Pdt mouse pointer dau van ban, nhan gitr Shift, click mouse & vi tri
cu6i van ban;

- Chon ttr: Double click vao tir do;

- Chon ciu: Nhin gitr Ctrl+Click mouse vao bat ky vi tri trong ciu;

- Chon doan: Trible click vao vi tri bat ky trong doan;

- Chon dong: Click mouse dau dong viung ctia s6 van ban;

- Chon doan: Double click mouse dau dong bat ky viing ctra s6 VB
Chon tét ca vidn ban: Trible click mouse vi tri bat ky viing ctra s6 van
ban/Ctrl +A; L

B} SelectAn

- Home > (Editing group) Select > Select All; & selectobjects

Select All Text With Similar Formatting (No Data)

&5 selection Pane...

- Chon van ban khéng lién ké: Nhan gitr Ctrl + Th

IvI

Y/ [ Microsoft Word 2010
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Nhap va chinh stra van ban

Lwu
tailiéu

- Tén tai liéu: T6i da 255 Ky tw (Character)

- Phan mé rong (Extension): .docx;

- Thw muc My Documents trong thuw vién
Documents: Vi tri lwu mac dinh;

- File > Save/Save As;

- Ctrl +S;

- Chon biéu twong &1 trén Quick Access
Toolbar.

- Lwu tai liéu theo cac dang khac: Save as
> Save as type
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l!&g Microsoft Word 2010 i

Nhap va chinh stra van ban
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!&ﬁ Microsoft Word 2010

Nhap va chinh stra van ban
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!£€ Microsoft Word 2010 i

Nhap va chinh sira van ban

Wt Pagelmowt  Refeences  Maliigs  Rew  View  Diwwieoer
CAN A [ EET e YT
* AW A EmTm =

!&g Microsoft Word 2010

Nhap va chinh stra van ban

Home  Inset  Pagelajout  References  Mallings  Review  View  Developer

Recent Documents Places

StyleGuide.docx OneDrive
C:\Users\Phattai\ OneDrive C:\Users\Phattsi\ OneDrive

StyleGuide.docx Documents.
Ci\Users\Phattad\ OneDrive\Documents C:\Users\Phattai\ OneDrive\ Documents

Word 2010 Eamples
DAMOS\Slide tap huan\Word 2010 Examples

StyleGuide.doc
DAMOS\Slide tp huan\Word 2010 Examples

@R ssmel (23, GMetrsTemplates
My Documents\GMetraTemplates C:\Users!\Phattai\ Documents\ GMetrixTemplates

3lntroComputers docx Downloads
@ C:\Users\Phattai Downloads C:\Users\Phattai\ Downlosds

[ Quickly sccess this number of Recent Documents: |

Tai liéu tp hudn IC3 GS4 — Key Applications 19
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Y/ [ Microsoft Word 2010
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Tuy chinh hién thi tai liéu

U B &= (=

L:;i:ltjt Fg!asdcir:;n L‘gzlzlt Qutline Draft
Document Views
- Print Layout: Hién thi tai liéu giong ban in;
- Full Screen Reading: Kich thwéc ndi dung tai liéu bang kich thwdc
Hién thi || man hinh;
tailiéu |- Web Layout: Hién thij tai liéu giong nhu trang Web;
- Outline: Hién thi dé muc va phén cip noi dung tai liéu;
- Draft: Hién thi tai liéu v&i do rong bang chiéu ngang man hinh

(EI B E[E]Dwx (o) Iy o)

Hién thi Style area pane in Draft and Outline views:
File > Advanced > (Display) Style area pane in Draft and Outline
views > Nhip thong s6 do rong.
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Y/ [ Microsoft Word 2010

IIG VIET NAM

Tuy chinh hién thi tai liéu

Diéu chinh DG phong dai —120% G Y Ci'z‘—l

do _I |
phéng dai ‘ Thu nhé Thanh truot Phéng to

M& file download tir Internet (Default):

0 Protected View  This file originated from an Internet location and might be unsafe, Click for more details. \m
Tinh nang
hién thi |/Mo file trong ché do Protected View: =l (oo
O . . = O A 2 | i Resd-Only
bao vé File > Open > Pinh vi file can mé& st
Protected |/> Chon Option Open i el
. > Open in Protected View. ot
View p pas
o Protected View  This file was opened in Protected View. Click for more details. m .
————— s
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Microsoft Word 2010

Tuy chinh hién thi tai liéu

Home.

Mai

Inset  Pagelayout  References lings  Review  View  Developer

Information about StyleGuide
C:\Users\Phattai\OneDrive\StyleGuide.docx

Protected View
This file was opened in Protected View.

‘ D Vo ble editing if you trust the contents of the file.
Enable .
Editing «

Learn more about Protected View

S
A

Microsoft Word 2010

Chinh stra van ban

IIG VIET NAM

4/19/2016 Tai liéu tap hudn IC3 GS4 — Key Applications

42

Tai liéu tp hudn IC3 GS4 — Key Applications

21



[IG Vietnam 4/19/2016

V(L Microsoft Word 2010

Chinh stra van ban
-Copy:
*Home > (Clipboard Group) Copy;
»Ctrl + C;

» Nhip Right mouse vao muc chon > Chon Copy;
St dung ||-Dan:
tinh nang || =Click mouse tai vi tri can dat;
cat, *Home > (Clipboard Group) Paste;
saochép || =Ctrl +V;
va dan » Nhap Right mouse tai vi tri cAn dat va chon Paste Options
[, Paste Options:

AR
Sau khi Paste, Menu Paste Options xuat hién dwéi dang = - j ,.

Cho phép chon cac ki€u dan muc chon.

V(L Micr:

IIG VIET NAM

soft Word 2010

Chinh stra van ban

- Clipboard: B6 nh¢& dém lwu cac muc dir liéu trong qua trinh
cit/sao chép muc chon;

- Clipboard cho phép lwu téi da 24 muc dir liéu.
Home > (Clipboard Group) Dialog box launcher

[5of2a-Clipboard v %
Siv d = Paste All: Dan tat ca cAc muc trong
g ff_l'l ng Clipboard theo tht ty; D —y J
o b1ce ; = Clear All: X6a tat ca cac muc trong e
JDDCAN Clipboard; =
= Options: Tuy chon cach lam viéc cpa oy s e
Clipboard. L
p X6a/Dan muc chon “ EQSE’&'T«ES?;‘;T%:
trong Clipboard o reaoments oo,
-Dpﬁuns -

IvI
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Pinh
dang
ky tw

Microsoft Word 2010

-Home > (Font group) chon dinh dang;

-Chon hop thoai trong Font group;

-Click Right mouse vao vi tri bat ky trong tai liéu > Font;
-Chon muc > Tré mouse vao thanh Cong cu Mini.

A A EE
sz TEw-A-F
What is a Style Guide?

Times Me ~ 22

Pinh dang cac ky tw van ban

- Font: Kiéu chit trén man hinh/ra Printer;

- Font Size: D6 rong va chiéu cao ky tu;

- Character Formatting: Bién thé/cach diéu ky tw (in ddm, nghiéng,....);
- Effects: Hiéu (ng dic biét: gach-ngang, hisduén . . .. d8 bong,...

Chon (= trén Font group dé xda tat ca cac tuy chon dinh dang

>4

V(L4

IIG VIET NAM

St dung
1énh Font

4/19/2016

Microsoft Word 2010

Pinh dang cac ky tw van ban

-Home > (Font group) Dialog Box launcher;

-Ctrl + D.
Font - R~}
|[ root [ adimncea]
Eont: Font style: See:
Times New Roman Reguier 12
Sy il e
Symbol Italc 9 =
Tahoma eoid w0
Tempus Sans [TC Bokd Itk AL
D r) L ~ | -
Font gl e:_ Uncltne e
Automatic »| (none) - Autom.
y 0] )
Effects
N [ strketvough | Smal caps:
: 71 Double strkethrouh 1 8 caps
\ | [ supersariot | thdden

|| st
Preven

i

and

% Thisis & TrueType font. This font vl be used on both printer and screen,
W

| SetAspefout | | Textgffecs... | (o [ come
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Microsoft Word 2010

Pinh dang cac ky tw van ban

Canhlé
van ban

Eome > (Paragraph group) Dialog Box launcher;

4/19/2016

EE NN

= i=-

w=

Paragraph

Paragraph

vvvvvv

Indents and Spacing

e
e

Line and Page Breaks

Dor't add spage between paragraphs of the same style

Special: By

Line spacing

At:

[ Tobs.. | [setmspermit] [ ok | [ concel

Tai liéu tap huén IC3 GS4 — Key Applications
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V(L4

IIG VIET NAM

Thiét 1ap Tab |

Microsoft Word 2010

Thiét lap

Tab truc

tiép trén
thwadc

-Home > (Paragraph group) Dialog Box launcher > Tab;
-Double click mouse vao tab trén thuéc ké

Hop chon Tab

N N IR

PR R BRI NN T

FE N N C

G

. A

t

- —

Canh vin ban
doc theo
canh trai

|
Canh van ban

doc theo
canh phai

|

|
Hién thi

dwong ké doc

L

Canh van ban

theo cot gitra
van ban

L

Canh cac sd
theo ddu chdm
thap phan

4/19/2016
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"ne Microsoft Word 2010
G VIET NAM _
e O ' O '
Paragraph
Indents and Spading | Line and Page Breaks
General o
et [
Qutine level: E"" - Tab stop position: Default tab stops:
= C—
istfied 0,31 a
Indentation 219" Tab stops to be cleared:
Left: o [ Spedal: By: 3.81"
we F O e F[H e
Mirror indents. -
Alignment
Spacing @ Left © Center © Right
Before: Line spacings at ©) Decimal © Bar
After: opt [ Single : =) Leader
[l porit acd spage betueen paragraphsof the same sty @ 1None ©2ene ©3—
Preview @4
[oset J[ e ][ cews |
Tabs... Set As Default OK ‘Cancel
4/19/2016 Tai liéu tdp huan IC3 GS4 — Key Applications 49

!&ﬁ Microsoft Word 2010 i

Lam viéc véi Indent

First line Left Indent
Hop chon Indent

Left Indent | | From 2™ Left Indent Right Indent
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Microsoft Word 2010

Thiét lap
Indent
trong
Dialog box
launcher

- Page Layout > (Paragraph Group) Left/Right Indent;

Indent

=it 0
£ Right: 0"

- Home > (Paragraph Group) > Dialog box launcher

Indentation

Left: Special: By:
Right: ‘U' E" ‘ Hanging |z| |U.38‘ E"

Mirror indents

» Hanging: Khoang cach dau dong 15t va tir dong 279,
*» Mirror indents: Diéu chinh Indents trang chin, 1é;

- Tang gidm Indents: Home > (Paragraph Group) >
Increase/Decrease Indent = =

V(L4

IIG VIET NAM

Microsoft Word 2010

Lam viéc v&i Indent

Té chikc
thong tin
thanh cac
danh sach

liét ké

4/19/2016

Home > (Paragraph Group) Bullets/Numbering/ Multilevel List;

|9 |l

"
Define New Bullet

Bullet character
Camon ] [ | [ ]
Alignment:

wo [

Preview

=T Lo ae 2]
>][v] .

Define New Bullet...

Tai ligu tap hudn IC3 GS4 — Key Applications
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!gﬁ Microsoft Word 2010 i

Lam viéc v&i Indent
Home > (Paragraph Group) Bullets/Numbering/ Multilevel List;
Define New Number Format @g
e
o ’ ‘1,2,3, E' [ Font... ]
To chirc TR
thong tin
thanh cac
danh sach
liét ké
4/19/2016 Tai liéu tap huén IC3 GS4 — Key Applications 53 .

!&g Microsoft Word 2010 i

Lam viéc v&i Indent
Home > (Paragraph Group) Bullets/Numbering/ Multilevel List;
Lag> ]
Current List -
To chikc | —
thong tin ey
thanh cac ™l i
danh sach L —
lietke —
(8) Hesdng 3
8 éefln!Nthumlwrllvst... .
Define New List Style...
b
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IIG VIET NAM

Lam viéc v&i doan van ban

| Home > (Paragraph Group) Line and Paragraph Spacing
RS » . — [Ee ™
(I?\. : W
10 Nawert [ [3]
Qutine level: [podyText  [+]

3.0
Line Spacing Options..

Add Space Before Paragraph

<M =

Add Space After Paragraph
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I’G Microsoft Word 2010

IIG VIET NAM

Lam viéc v&i doan van ban

| Home > (Paragraph Group) Dialog box Launcher

N S 1 i
dspacng | Line and page precks |

w [
utinelevel: [BodyText  [~]

Paragraph

- Phim tat:

= Ctrl + 1: Dong don;
= Ctrl + 5: 1.5 dong;
= Ctrl + 2: Dong doi

[Czebse. | [setmspefelt] [ ok | [ cend |
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Microsoft Word 2010

Lam viéc v&i doan van ban

| Page Layout > (Paragraph Group) Spacing Before/After

4/19/2016

Paragraph » . — [EAE
Indents and Spadng
General
Aignment:
Qutine level: [BodyText 7]
Indentation
Left: Specil By:
Right: (none) [ H
Mirror indents
Spacing
Before: Line spadng: v
sgo Eaac
Don't add spage between paragr:
Double
Preview o
Mol
=) G [o][ow

Tai liéu tap huén IC3 GS4 — Key Applications
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IIG VIET NAM

Microsoft Word 2010

Lam viéc voi Style

Character Style: Thiét 14p cac thudc tinh dinh dang ky tw trong hdp Fonts;
Paragraph Style: Dinh dang doan van ban (ké ca Ky tu trong doan).

Home > (Style Group) Dialog box Launcher > New Style

Tao
New Style

Create NewStyle from Formattiog | s o Lo
Styles v % Propertes
ome: e
Clear Al - e oy o
[Tormal L Sttt T rormel 9]
No Spadng 13 | = Sty for folowing paragraph: | ¥ Stel -l
Heading 1 1 Fomstang
Heading 2 5 Tmes Newdomen [#] 12[+]| B 7 U Avtomare  [w]
Heading 3 13 E s 38 === 22 & &
Heading 4 13
Tide 1 Why eve use & Styls Guide”
Subtitle Ta
Subtle Emphasis a -
Show Preview
Font: (Defauit) Times New Roman, 12pt, Style: Style
Disable Linked Styles Sy i
optors.. Prinosaoam Elasmeivns
.
[ Formas= |
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!gﬁ Microsoft Word 2010 i

Lam viéc voi Style

Add to Quick Style list Automatically update

@ Only in this document  (©) New documents based on this template Wy even use a Syl Guide?

Tao
New Style

Font: (Default) Tmes New Roman, 12 pt, Style: Quick Styie
Bt : Normal

-Formatting: Cac thuoc tinh str dung trong Style;

-Add to Quick Style list: Thém Styel m&i vao Quick Style;
-Automatically update: Cip nhat Style khi c6 suw thay déi;
-Format: Danh sach cac 1énh c6 thé sir dung trong Style.
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!&g Microsoft Word 2010 i

St dung Quick Styles

Home > (Styles Group) > Chon Style

Right Click mouse — AaBbC, acspecs AQLE
g Update Normal to Match Selection Heading3  Heading 4 Title
Modify...
Select All: (Mo Data) AaBbCeDt AaBbCeDt AaBbCcDi
Rename.., Strong Quote Intense Q...
Apply Styles - X Remove from Quick Style Gallery
Style Name: Add Gallery to Quick Access Toolbar -
|Normal |Z|
Save Selection as a New Quick Style...
(respo ] B e romatting
AutoComplete style names E“"] Apply Styles...

- Save Selection as a New Quick Style: Luru Style dwoc chon vao Quick Style;
- Clear Formatting: Xda Style va cac dinh dang trong viing van ban da chon;
- Apply Styles (Ctrl+Shift+S): Cho phép chon Style tir danh sach.
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4/19/2016

Microsoft Word 2010

Styles

St dung Quick Styles

v x

Subtitle

Clear al
|| Noemal
Normal M Ugdate Normal to Match Selection
No Spacing 1. Modify...
. Select Al (No Data)
Heading 1 ar Remove Al (No Data)
Heading 2 13 Delete Normal... ‘Bullet and numbering formatting

|

[] Show Preview
[C] Disable Linked Styles

o @&

options...

Styles "~ x|\ Style Pane Options

| Select how built-in style names are shown

Heading 3 = [7] Show next heading when previous level is used
Heading 4 13 [ tiide buittin name when alternate name exists.
Title bl

Tao New Style

Tuy chinh va quan ly Style

Tai liéu tap huan IC3 GS4 — Key Applications

Quan ly va hiéu chinh Style

V(L2

IIG VIET NAM

Microsoft Word 2010

o have everyihing vou wast
e guide.

i e s P

Spelling & Research Thesaurus Word

Count
Proofing

4/19/2016
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IIG VIET NAM
a1l 3 A
Ldi trong tai liéu
Spelling andfGrammar: English (US.) ‘ S and F
e comsti - [\
| What is a Style Gudd? | Loz ]| sz oo i o [
| [amoomum ) [ |5 ) —
T — ot ______J
& o
Glued AutoCorrect -
Gt .
Dictionary language: | Englsh (115.) ] Dictionary language: | Engish (U.5.) [}
[¥] Check grammar [¥] Check grammar
. || [oomens.. ] [ nie =
Cac dé xudt hiéu chinh
Thiét lap c4u hinh Proofing Cac tuy chon hiéu chinh
4/19/2016 Tai liéu tdp huan IC3 GS4 — Key Applications 63

"G Microsoft Word 2010

IIG VIET NAM

Hiéu dinh tai liéu

ab Replace
ae . ﬁ Advanced Find...

h Select = = GoTo..
Editing

4/19/2016
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!gﬁ Microsoft Word 2010 i

Hiéu dinh tai liéu

| Navigation Pane
Navigation - x
style x|»
46 matches Options...
gl = @ Advanced Find...
-
& Replace...
| What s 3 Style Gude? =2
. = GoTo.
Fina:
Why even use a Style
Guide? @ Graphics
Y N\
Tim va 3 e
A style guide is an official TC  Equations
n document for a company
th th that uses rules and AF  Footnotes/Endnotes
ay thé B ||

2 SRS e that uses rules and
bcestonsoe o
Két qua tim ki€m | —  oengnioes

im0
These

N e A
Tim kiém nang cao
when making a decision
with your employer or
dient. Style guides serve as
several purposes such as:

Inform new writers and
£ditors of the existing style
and presentation decisions
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Hiéu dinh tai liéu

| Tim Kiém chi tiét va dinh dang

-Reading Highlight: Highlight tit cd cic|| " 50
két qua tim kiém;

-Match case: Tim kiém chinh x4c chir in

Tim va v:fl chir thwong; - »
thay -Find whole words only: Chi tim kiém

thé nguyeén tu;

-Use wildcards: Dung ky tw dai dién:
dau “?” dai dién 1 ky tw; ddu “*” dai|| ...
dién nhiéu ky tu; e

-Sounds like: Cho phép st dung chinh - Tim kiém dinh dang | .
ta dang ngir Am dé thu hep tim kiém; \
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Tim va
thay
thé

Y/ [ Microsoft Word 2010

IIG VIET NAM

Hiéu dinh tai liéu

Tim Kiém chi tiét va dinh dang

-Find All word forms: Tim kiém tit cd cac dang cda tlr (Danh tt, tinh
tlr, dong tt,...);

-Match Prefix: Tim kiém v&i cac tir bat dau cu thé;

-Match Suffix: Tim kiém v&i cac tir két thic cu thé;

-Ignore punctuation characters: Bé qua cac ddu chdm ciu (dau phay,
chdm phiy, ddu cham);

-Ignore white-space characters: Bé qua cac khodng trong, diu noi,
tab;

-Format: Bao gbm céc thudc tinh dinh dang trong van ban;

-Special: Tim kiém cac ky tw dac biét;

-No Formatting: Xda cac tuy cho truwéc dé duoc chon véi niat Format.
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Hiéu dinh tai liéu

Tim va
thay
thé

| Tim va thay thé

-Home > (Editing Group) Replace;
-Ctrl + H;
-Chon Replace trong hop thoai Find and Replace;

Fm e (8- |
Find Replace GoTo
Find what: style E
Options: Search Down
|
Replace with: =]

Replace ] l Replace All ] [ Eind Next ] [ Cancel ]
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!ﬁﬁ Microsoft Word 2010 i

Str dung cac cong cu nghién ciru

Cho phép tim kiém cac thong tin khac lién quan dén tir tim kiém.
-Review > (Proofing Group) Research;
-Nhén va gitr phim Alt, Click mouse vao tir tim kiém.

- Search for: Nhiap tiéu chuin tim kiém;

- Reference: Danh sach cac tai nguyén
tim kiém;

- Get services on Office Marketplace:
Tim kiém céc dich vu nghién ctru trong
Microsoft Office Marketplace;

- Research options: Tuy chon danh
sach cac tai nguyén s

3, Resexrcn oprirs...

!&g Microsoft Word 2010 i
~ Thay d6i thiét 1ap trang

Thay doi
| khé gidy

-Paper Size: Tuy chon cic khé gidy chuin;

-Paper Source: Lwa chon khai chira gidy khi in
tai liéu;

-Preview: Xem trudc ban in;

-Print Options: Thiét 14p ciu hinh in trong
Printing options cta Display trong Backstage.

-Double Click mouse vao cac cac bién cua thwdc ké.

0

| see
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!iﬁ Microsoft Word 2010
Thay déi thiét 1ap trang

4/19/2016

-Page Layout > (Page Setup Group) > Orientation;
~. ||-Double Click mouse vao cac cac bién ctia thwéc ké > Margins.
Thay doi =
hu’é’ng Oﬁ;r\jition Orientation
trang B~ |
Iﬁ Landscape :
W oo T TRy
.
Am
Thay doi ; ' Panh ddu & phai
1é tran :
€ trang } DPanh diu Ié trén ‘
' Dénh diu I dusi |

Tai liéu tap huén 1C3 GS4 — Key Applications
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!&g Microsoft Word 2010
Thay d6i thiét 1ap trang

J

Thay
doile
trang

4/19/2016

Page Layout > (Page Setup Group) Margins

Page Setup o — RS

Margns | Paper

E
i

Margins
Top: L 2 Bottom: IS ]
Lef: 1 B omgw 1 =
Guner: [0 4] oumerpostion:  Left =l
Crientation

Borrait  Landzcape:
Pages
Mt pages:  Mormal =]
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I’G Microsoft Word 2010

IIG VIET NAM

Thay d6i thiét 1ap trang

- Ngat trang mém: Ty dong khi lwong van ban vrgt qua pham vi mot
trang;

- Ngat trang cirng:
» Nhan Ctrl+Enter/Insert > (Page Group) Page Break;

Chen || =Page Layout > (Page Setup Group) Breaks > Page.

7

cac
~ The-detail-of your-company’s-style-guide-depends-on-how-much vour -company-deviates-from-the
d au commercial-style-guides. -The type-of -information-about-your-products-and-how-your-company-
Z , delivers-these-products, -there-are-key-points-in-every-style-guide-and-points-where the-style needs-
< N gat trang Cu’ng to-be-kept Keeping the-font-and type-correct-within-all-the-company-documents-make the concept
ngat flow-throughout -ail-the-documents-and-design. - The-way-a-business-card-is-lzid-out-and-how-it-
shouldn’t-be-laid-out-can-be-put-within-the-style-guide, -how-each-product-can-and-cannot-be-done. -
tran g Having-these-points-make-the-style-guide longer -but-the-design-and-style-kept close-to-how-the

company-is-done-and kept
0

Page Break. &l
Btraying from-a-style guide-can-be-dangerous-ground, -because the company-has-spent time-and
N ét tran m‘ém money-in-designing-this-guide-to-keep-the-concept-fluid-and-close-at-all-times. -Having-a-document-
g g look-different-from-all-the-others-can-throw-off-not-only-what-people-are-looking-at-but-how-the-

wholelayout-of the product-looks. -Style-guides-may-be-ghort. -or-long but-it-is-key to-have
everything vou-want-uniform within-the guide.|

IvI

Y /L Microsoft Word 2010

IIG VIET NAM

Thay doi thiét 1ap trang

Insert > (Header & Footer Group) Page Number.

Page Number Format [ |

- Top of Page: Danh s6 trang & cac vi tri trén
\ 2 [] tnclude chapter pumber

Cung Cua trang; Chapter starts with style:

- Bottom of Page: Danh s trang & cac vi tri o

Déf}h dudi cling cla trang; —
SO ||- Page Margins: Danh s6 trang & cac vi tri 1& I

trang (| cga trang; umber -

- Current Position: Danh s6 trang & vi tri hién
tai cuia Cursor;

- Format Page Numbers: Hién thi cac danh s6

trang va s6 trang bat dau (khac 1).

Top of Page
Eottom of Page
Page Margins

Current Position

Format Page Numbers..,

PRI DD

Remove Page Numbers
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Microsoft Word 2010

Thay doi thiét 1ap trang

Columns

Left Right

[[] Line between
- =

Left
Equal column width .

Apply to: [ start new column . Right
(o]

EE  More Columns...
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Microsoft Word 2010

Thay d6i thiét 1ap trang

Page
Mark the point at which one page ends
and the next page begins,

Column
Indicate that the text following the column
break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text,

[l

Next Page
Insert 3 section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

b () [y

Even Page
Insert a section break and start the new
section on the next even-numbered page.

0dd Page
Insert a section break and start the new
section on the next odd-numbered page.

e
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Microsoft Word 2010

Imet Pagelayout  Beferences  Malings  Besew

[ Sand To Caebote 2010

L

Srnter Progertes
Settings.

# - #: In tir trang dén trang;
#,#,#: In cac trang riéng 1é;

-#: In tir trang 1 dén trang;

#- : In tir trang dén cudi

Pret AllPages
Dot the entive document

Pages:

(775 Pt e Sided =
) Oy prnt o e s ot

cos
BB s 1
() o ovion

[ fret®

| Nosmat Margins
e Lt 1 Right 1°
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Microsoft Word 2010

Print One Sided .
QOnly print on one side of th...

Print One Sided
Only print on one side of the page

Print All Pages
Print the entire document
Document

Print All Pages
Print the entire document

Manually Print on Both Sides
Reload paper when prompted to print t|

1 Page Per Sheet

Print Selection
Only print the selected content

2 Pages Per Sheet

Collated
1,2_3 123 123 [EE]

Tai l

Big

Print Current Page
D Only print the current page

Print Custom Range
Enter specific pages or sections to print

Document Properties

Document Properties

Table of properties and values
List of Markup

List of markup only

Styles

Print Markup

Only Print Odd Pages

Only Print Even Pages

EE| 123 123 123

E =) Uncollated

EF 111 222 333

I
Portrait Orientation

Portrait Orientation

Landscape Orientation

I

B8 4 Pages Per Sheet

E%E & Pages Per Sheet

EEEE 8 Pages Per Sheet

[oaon)
16 Pages Per Sheet
jorio|

[E Scale to Paper Size

1 Page Per Sheet

4/19/2016
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Microsoft Word 2010

St dung cac tap tin da phwong tién

Chén anh

-Insert > (Illustrations Group) Picture;
-Cac loai file anh: .wmf, jpg, .jpeg, .png, .bmp, .gif

Cheén
Clip Art

-Insert > (Illustrations Group) Clip Art;

All media fle types [+]

Tlustrations

Photographs
- Videos

Audio

Tim kiém trwc tuyén |

Clip Art
Search for:
business

Results should be:

| &1 media fie types

Indude Office.com content

e

WL

Insert

Copy

s X &

Delete from Clip Organizer

Copy te Collection.

tion

Move to Coll

Edit Keywords,

Tro gitp tim kiém f
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Microsoft Word 2010
St dung cac tap tin da phwong tién

Chén Object

Insert > (Text Group) Object > Object...

Object

Create New |} Create from File

Object type:

[Adobe Acrobat Document

Adobe Acrobat PDFXML Document

Adobe Acrobat Security Settings Document Bl
Bitmap Image

Vicrosoft Equation 3.0

Microsoft Excel §7-2003 Worksheet
Vicrosoft Excel Binary Worksheet

File name:

==

Result

Inserts a new Adobe Acrobat Document object
EB into your document as an con.

Result

Inserts the contents of the fle into

fle into your
document o that you can editit ater using the
appication which created the souree file,

Link to file
Display as icon
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!ﬁﬁ Microsoft Word 2010 i
St dung cac tap tin da phwong tién

- P6i twrgng ndi tuyén (Inline Object): Pwoc xem nhw mot ky
tw van ban trong doan;

- Doi twong noi (Floating Object): Duwoc dit & vi tri bat ky
trong tai liéu.

Thao tac véi cac
doi twong
Po hoa

Hinh chwa chon Hinh dwoc chon |
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!&g Microsoft Word 2010 i

St dung cac tap tin da phwong tién

Click Mouse chon hinh anh
Picture B T m—————
Tools -
Cat
hinh anh

IvI

4/19/2016 Tai ligu tap huén 1C3 GS4 — Key Applications 82

Tai liéu tp hudn IC3 GS4 — Key Applications 41



[IG Vietnam 4/19/2016

I’G Microsoft Word 2010

IIG VIET NAM

St dung cac tap tin da phwong tié

Picture Tools Format > Remove Background

Xé6a nén o @ & v

ed
anh Mark Areas Mark Areas Delete | Discard All  Keep
to Keep to Remove Mark Changes Changes
Refine Close
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I’G Microsoft Word 2010

IIG VIET NAM

St dung cac tap tin da phwong tién

Picture Tools Format > (Arrange Group) Menu Wrap Text
A s e s official document for 3 company it s s andsugesions o vring s nd
different document presentations. These guides also specify whis i

option 1 use with different projects. They include items that m

Specific % the congmay, The gude i e o show you the : Vo p 09

different possibilities when making a decisica with your employer )

or client. Style guides serve as several purposes such as: Ensure 798, \ Wrap

that documents keep to the corporate image and policy, including Conn -

legal requirements Infomn new writers and editors of the existing ) \'o W

style and presentation decisions and solutions to problems Define 3

Bao the style ismes are crangeable and which are unchangeable ]

Improve the consistency within all documents; desigas especially

In Line with Text

o 2 when more than one person is involved Remove the want 1
van ban pe Remind ey may have to make forcach project Square
A style guide is an official document for a company that uses rules and suggestions for writing styles and| Tight
Xung different document presentatins. These guides also specify which option © use with different projects
They include items that are specific to the company. The guide is there o show you the different
ibilites when making a decision with your emplogzr or client. Stle guides serve 35 several purposes Through
quanh i poley. i Jegs eremens

Top and Bottom

hinh anh

Eehind Text

In Front of Text

Edit Wrap Points

Inform new writers and editors of the existing style and presentation decisions and soluticns to problems|
Define the style issues are changeable and which are unchangeable Improve the consistency within all ; )
documents; designs upeclal]v when more than one person is involved Remove the want © mvent | More Layout Options..
something new Remind the ¢ dedisions they may have to make for cach project
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Microsoft Word 2010

Chen bang

Insert > (Tables Group) Table

=)

Table

3x3 Table

Insert Table

Table size

Number of columns:
Number of rous:

AutoFit behavior

II!{B
E @

) Fixed column width:

4/19/2016

Auto
E  Insert Table... =
) Autofit to contents
4  DrawTable .
= (©) AutoFit to window
25 Convert Text to Table...
5 Excel Spreadshest Remember dimensions for new tables
xcel Spreadsheed
B QuiceTables , Lo ]
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IIG VIET NAM

Microsoft Word 2010

St dung
Table Tools

Khi kich hoat bang (Click mouse vao trong bang)

Table Tools Design:
Wi d -

Home

Insert

a@o@ =

Page layout  References  Mailings  Review  View  Developer | Design | Layout

Total Row

Table Style Options

Header Row First Column
Last Column
Banded Rows Banded Columns

& shading ~
- |5 Borders|

A

Draw  Eraser

¥ipt

<2 Pen Color -

Table
Draw Borders I

4/19/2016

= — r— ) )
Home  Insert  Pagelayout  References  Mailings  Review  View  Developer | Design | Layout 2 @@ R
[§ Select - @ % Bl Insert Below | [T Merge cells (] joas- 2 HE EI EH A= @ Al 4 Repeat Header Rows
[ View Gridlines A nsert Left [ split Cells [ ib b tH EEE = =% Convert to Text
Delete | Insert = Tedt  Cell sort
[ Properties > above HHFInsertRight | = SpiitTable | i Autofit - & & & irection Margins Je Formula
Table Rows & Columns [ Merge Cell Size [ Alignment Data
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Lwa chon

cac muc
. Chon don 5
trong }

|

L 2

Y [ Microsoft Word 2010
IIG VIET NAM
Chon bang

bang Chon 6

- Chinh dwong vién:

bang ||- Chinh bong dwong vién:

> Border and Shading;

= Chon bang > Home > (Paragraph Group) Border menu;
= Chon bang > Table Tools Design > (Table Styles Group) Borders menu
Pinh dang || = Chon bang > Mini Menu > Chon Border menu.

= Chon bang > Home > (Paragraph Group) Border menu

= Table Tools Design > (Table Styles Group) Shading menu
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Y/ [ Microsoft Word 2010

Thay doi
vi tri caa
bang trong
van ban

Thay d6i theo cac chiéu:

ctia van ban || Thay doi theo chiéu ngang:

4/19/2016 Tai liéu tap hudn 1C3 GS4 — Key Applications

Chon bang >Table Tools Layout > (Table Group) Properties;

Thay déi lIé ||- Chon 6 > Table Tools Layout > (Alignment Group) chon Icons;

trong cac 6 ||- Chon 6 > Home > (Paragraph Group) chon Icons Text Align;
- Chon 6 > Mini Menu > chon Icon Text Align

88
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St dung bang

Microsoft Word 2010

Chen |[Chon & > Table Tools Layout > (Rows and Columns Group) > Chon
dong lcons FIEEEL:
hoéc Delete | Insert Insert Insert Insert
A =7 Above Below Left Right
C(_)t Rows & Columns [F}
Chon 0 > Table Tools Layout > (Rows and Columns Group) > Chon
Chén 6 ||Dialog box launcher. ,
N - e ns 5 @
vao vi tri = ———
bé’t ky () shift cells ri I’wtl,1
trong (7 Insert entire éolumn
Hare o]
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Microsoft Word 2010

Pinh kich
thwoc o

St dung bang

Table

]| Height: 029" % | HF Distribute Rows

Chon 6 > Table Tools Layout > (Cell
Size Group) > Chon Icons/Icon Menu.

AutoFit| | =1 width: 067" + | B pistribute Columns

B AutoFit Contents
Hé AutoFit Window

k8 Fixed Column Width

Tron va
tach cac o

= 2R

-Chon 6 > Table Tools > (Merge Group) || : oiecel: | ol
. Erge SPUL 5D ot cums:
o Cell Cell Tak = i
chon IAconst . ells M:rg: U e oo
-Chon 6 > Right Click mouse > Merge. [ s oooooe
| o J [ o ]

4/19/2016 Tai liu tap hun IC3 GS4 — Key Applications 90

Tai liéu tp hudn IC3 GS4 — Key Applications

45



[IG Vietnam 4/19/2016

"G Microsoft Word 2010

IIG VIET NAM

St dung bang

[+] Tpe: Text [z] @ ascencing

Using: Paragraphs. - D=

[ [+] Tvoe: Text [] © Asgendng

Using: Paragraphs. - D=k

Then by —=
<] Type: [Text [+
Using: |Paragraphs :

My list has
() Header row @ No header row
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"G Microsoft Word 2010

IIG VIET NAM

Review

Q Xty

What is a Style Guide?
By Jack
Mew  Delete Previous MNext | Why even use 1 Sevte [Guidd
Comment = W

{| A syic ideis an official document fora company thatuscs ol and suggestions for wiing
styles and different document presemtations. These guides lso specify which option 10 use with
!

7| different projects. They include items that are specific to the company The guide is there ta

i ibilities when making a decision with layes or chieat. Style
| guides serve as several purposes such as:
K [ D
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Microsoft Word 2010

What is a Style Guide?
By Jack

Why even use a Style (i

A syl guideis an officsl

Header and footar changes

comments
Comment [P1]__ Phattai |
This documant was
downioaded fram MOS Web
site.

Motz it i docament shaula
ot e share:

[rone)

Wiy e e S B

fvles and

Why even use a Srvle (Slde”

What is a Style Guide?
By Juck

A ssle guidels an offical document for jning

These iy which opt
ecens peojects. They include ftems that ae specific 10the company. The guide Is there 10

i ]

Ieaetions: & Deleions: 0 Moves: & Feamatting: 0 Comenents: 2

==rcn

A sty pideis an offichs] document fox s company that s ol

nides perve 28 vevenal pusposes sush 1

styles e fiTirent docomant resentatians, “These e slsn speify whith optien 1o e with
i nchéei specific The guide s there 1o
shom: ye the diffenent possibliies when making 2 decsion wits yeu empiaryer cr client Sryle
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Microsoft Word 2010

Lam viéc v&i Comment

. Track Changes

Change Tracking Options...

Change User Name...

The Purposes-

styles and different document presentations
different projects They include items that are specific to the company. The guides is there to
show you the different possibilities when making a decision with your employer or elien,

‘This document is copied from MOS guide ta research MOS Exam Core.

‘What is a Style Guide?
By Jack

Why evea use a Style Guide?
| A style guide is an official document for a company that uses rules and suggestions for wiiting———{ formattedomsbes ]

=

These guides alsa

o

which option ta use with

"l Infomm

ions to protiems

Lmpr l
Remove the want to invent something new
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Microsoft Word 2010 i

IIG VIET NAM
Lam viéc vé¢i Comment
Chap nhan
hoac tir chéi ||Review > (Changes Group) Accept Menu/Reject Menu.
sw thay doi
Accept Reject
ﬁ Accept and Mowe to Mext 25} Reject and Move to Mext
sﬁ' Accept Change 25} Beject Change
Accept All Changes Shown Reject All Changes Shown
Accept All Changes in Document Reject All Changes in Document .
4
95 .

4/19/2016 Tai liéu tap huén 1C3 GS4 — Key Applications

!&g Microsoft Access 2010 i

Co s¢ dir liéu la gi?

Tao, lwvu, mé& va déng co s& dir liéu

Tao va chinh stra cac ban ghi

Cach st dung truy van

Tao va str dung cac ban bao cao

96
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V[ Microsoft Access 2010
Cac yéu cau chuian ky nang

= Xac dinh dwoc co s& dir liéu 1a gi

» Tao, lvu, m& hodc déng mot co s& dir liéu
= Tao va chinh stra cac ban ghi (record)
» Str dung cac truy van don gian

» Tao ra va st dung cac bao cao

Tai liéu tap hudn IC3 GS4 — Key Applications 97

Access la gi?

Tap tin CSDL

4/19/2016

!,,ETﬁ Microsoft Access 2010

Co so dir liéu (CSDL) 1a gi?

-Hé thong quan tri co s¢ dir liéu DBMS (Database Management
System);

-La mot hé thong phat trién ng dung hoan thién;

-Chuong trinh va CSDL dwdc thuc hién thong qua Ngon ngir
truy van c6 ciu tric SQL (Structured Query Language).

-Noi chira cac déi twong:
= Bang (table);
* Biéu mau (Form);
= Bdo cdo (Report);
* Truy van (Query);

-Tén tép tin CSDL c6 phan mé& rong .accdb (.mdb cho cac phién
ban trwéc 2007)
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IIG Microsoft Access 2010

IIG VIET NAM

Text Formatting

& suwdaetTutal
T Campagntspenseiyne | & aneussarenon
T compagnisngusges B ankeenwipen
T maengcamesigr: & ankenicsunmin
[ re—— ! [ —
I oty " & tipensesunmany W Gnpaignzsperiss
= i it & raske M zwperae feport
Ready Rty ety
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"G Microsoft Access 2010

IIG VIET NAM

Cac doi twong CSDL

I CampaignExpenses = B =

Expense ID - |CampaigniD -1 Expense Ty -1 AmountSpe - Description - Date Purcha ~ | ApprovalRe( - |~
h2 1 Advertising $50.26 Billboards 10/10/2003 E
] 63 1 Advertising $613.67 Web banners 10/15/2003
62 1 Advertising $1,000.38 Billboards 10/18/2003
a7 1 Advertising $336.19 Newspaper ads 10/3/2003
7 2 Advertising $353.30 Newspaper ads 10/8/2003
1 2 Advertising $336.19 Newspaper ads 10/3/2003
Record: 1 < 10f39 | » ¥ » | EloFilter | Search K1l i ]
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V{4

IIG VIET NAM

Biéu mau
Form

Microsoft Access 2010

Cac doi twong CSDL

-Giao dién dwoc thiét ké cho ngudi dung nhip liéu vao bang;
-Giao dién chira cac doi twong bao gdm: Text box, List box,

Combo box, Check box, Button, Option Button,...

] Tasks - B =
l@ Campaign Tasks
ek i ritished By Giussari =
Counby USh Assiged To Freehsler  Ju]
TaskName Launch mesiiy DeperdenTasks
Descpln  [Sut e, thepes ey TameSpe i
StatDae 1nsamz
Status inpaograss [5] Duwebae 1n82m
Gizia ([N -|  DacConvletd
Chidds
Comment -] EmeredBy - Date Enter - Status |
Gathering info for launch dac 1172012 Nat started
eady for scheduling 1142012 Nat stanted
Reminder sent 1/15/2012 In progress
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IIG VIET NAM

Bao cao
Report

Microsoft Access 2010

Cac doi twong CSDL

-Duoc thiét ké dé dinh dang, sip x€p va tong két dit liéu;
-Viéc dinh dang nham biéu dién thong tin theo cach dé doc, dé

hiéu va d€ in.

8l Campaign Expenses = B 2
Campaignid Country ExpenseType & Purchosed Amount Spent
1 USA
Advertising 103/2003 $336.19
Advertising 101102003 $50.26
Advertising 1071572003 3613.67
Advertising 10/18/2003 $1,000.38
Consulting 103/2003 $503.22
Production 10/15/2003 $65.01
Travel 10812003 530039
2 Germany
Advertising 103/2003 3336.19
Advertising 10812003 535330 &
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Y /L Microsoft Access 2010

IIG VIET NAM

Cac doi twong CSDL

-Vé ban chat, truy van la mot bang di liéu dwoc hinh thanh tir
Truy van viéc rat trich dir liéu tlr mot hodc nhiéu bang;
Query -Két qua truy vin dwoc goi la trdp hop cac ban ghi (record set)
hodc tp hop cac két qua (result set);

= qryExpenseReport = BB
CampaigniD - Country - Expense Tyg -~ | Amount Spe - | Date Purchase - |Campaign Bt - Amow &
3 France Consulting $912.19 10/8/2003 $22,482.50 =
3 France Advertising $613.67 10/15/2003 $22,482.50
3 France Travel $611.84 10/8/2003 $22,482.50
3 France $239.78 10/18/2003 522,482.50
3 France Advertising $262.00 10/3/2003 $22,482.50
3 France Consulting $AT7.07 10/3/2003  $22,482.50
3 France Production $922.08 10/8/2003  522,482.50
3 France Travel $622.43 10/15/2003 $22,482.50
3 France Consulting $712.68 10/15/2003 $22,482.50
3 France Travel $423.79 10/11/2003 $22,482.50 =

Record: 4 4 40f39 b oM i Mo Filter | Search 4 i L3 |>.
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IIG VIET NAM

Cac doi twong CSDL
Cach hién thi |[Hai cach hién thi thuwong dung:

A Am = = A Am 7 = A7 =
mot doi Right click mouse trén doi twong > Chon cach hién thi
7 R 8 .
twong -Cach hién thi Open (Double click mouse);
- 7 =N = -
Object -Cach hién thi Design;
=7 CampaignExpenses - @ =
Field Name Data Type T Description T=]
- #* Expensel AutoNumber
| e o | {omem umeer
Expense ID - | CampaignlD -1 |Expense Tyg «1 | Amount Spe ~  Description - |Date Purcha -~ |ApprovalR| Amountspent Currency
1 Advertising $50.26 Billboards 10/10/2003 ] |- DorerTime :
63 1 Advertising $613.67 Web banners 10/15/2003 . . : U ewapopeties 7
63 1 Advertising $1,000.38 Billboards 10/18/2003 [ Generat jaokug
a7 1 Advertising $336.19 Newspaper ads 10/2/2003 [ = o et
7 2 Advertising $353.30 Newspaper ads 10/8/2003 B || _
1 2 Advertising $33019 Newspaperads | 10/3/003 [ ||Mets  romeow e e
Record: M ¢ 10f39 | b M b | i NoFilter | Search 4 i et Algn Cenern Pt S B A

IvI
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Microsoft Access 2010

Cac thanh phin giao dién trong Access 2010

=

Views Clipboard 5 Sort & Fitter econ vindoy Text Formatting

All Access Objects O «

Tables. 2~
8 vorae Thanh tiéu d&
i

M campaigntanguages
B ereonoCanpaions
T Marketing!
m oy Khung
3 status N
B enviore diéu
T events

5 e, huOmg
M rasks

= eudgettotal

B anbudgetheport

3 aytrpensercport

= anbpensesummary

5 anPercentOfBudget
"
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Microsoft Access 2010

Navigation Menu = Al Access Objects
Tables

CampaignExpenses
CampaignExpenseTypes

8 « Open/Close

ES

Campaignlanguages
MarketingCampaigns
MarketingMaterials

Priority MarketingMaterials|

Status

Employees Ob] ects

Events

Object Group

Comments -

Tasks

E.
»

BudgetTotal
qryBudgetReport
qryExpenseReport
qryExpenseSummary

aryPercentOfBudget

o e s R e e e
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Quan ly cac tap tin CSDL

LUl ZUL0 TaI TICU tap HUdll To0 OO T INCY MPPHCALions.

[

!v'Tg Microsoft Access 2010

Tao CSDL ||File > New/Ctrl+N > Blank database > Dat tén CSDL, chon folder
moi > Create.
Tao CSDL tw ||File > New/Ctrl+N > Chon template > Dat tén CSDL, chon folder >
Template [|Create.

IvI

Lwu va xuat ban CSDL

-Save: Lwru CSDL vao folder hién hanh;

-Save Object As: Lwu Object dang m& vao
folder mong mudn theo Object mong
mudn;

-Save Database As: Lwu CSDL vao folder||
mong mudn.

ooooo
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!,,ETg Microsoft Access 2010
Quan ly cac tap tin CSDL

Encrypt with Pass,

108
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!v'Tg Microsoft Access 2010 i
Quan ly cac tap tin CSDL

Lwu va xuat ban CSDL

Save & Publish

-Save Database As: Luu CSDL theo cac dinh
dang khac nhau;

-Save Object As: Luu Object dang mé theo
dinh dang mong mudn;

-Publish to Access Services: Xuit ban CSDL
dén dich vu ctia Access (mot thanh phan cta
SharePoint) dé CSDL c¢6 thé dwoc truy xuit
tr Web Browser.
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!,,ETﬁ Microsoft Access 2010 i
Quan ly cac tap tin CSDL

Péng va mé CSDL

Mé& CSDL & folder khac %»

4 CSDL st dung gan nhit —{
B

Pong CSDL dang mé

nnnnn

IvI
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Y /L Microsoft Access 2010
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Cin ban vé bang (Table)

Lam viéc v&i ban ghi Records

Chon t4t ca record

[ CampaignExpenses = = 22
Expense ID - | CampaigniD ~f | Expense Tyg -1 | Amount Spe ~ | Description -~ | Date Purcha - | ApprovalRer - ||+
12 1 Advertising $50.26  Billboards 10/10/2003 [
b3 1 Advertising $613.67 Web banners 10/15/2003 =
68 $1,000.38  Billboards 10/18/2003
a7 4336.19 Newspaper ads 10/3/2003 B
7 $353.30 Newspaper ads 10/8/2003 ]
1 2 Advertising $336.19 Newspaper ads 10/3/2003 =]
17 3 Advertising $613.67 Web banners 10/15/2003
Thém record méi - 4 Advertising $1,000.38  Billboards 10/18/2003
5 1 Consulting $503.22  Sales presentatior 10/3/2003
21 2 Consulting $55.48 Sales presentatior  10/15/2003 ]
56 record 55 3 Consulting $912.19 | Sales presentatior, 10/8/2003
65 3 Consulting $713.68 Sales presentatior 10/15/2003
60 3 Consulting $827.43 Sales presentatior  10/11/2003 =
Record: 4 4 20138 |k M b | G NoFifter | Search Ta BT o D
Cac nit diéu hwéng
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IIG VIET NAM

Piéu chinh cach hién thi

Xo0a cac Records

- Chon cac Record cin x6a > Home > (Records Group) Delete menu
> Delete Record > Yes/No;
- Chon cac Record cén xda, click right mouse > Delete Record > Yes/No;

r - o - i
HelloWerld Marketing C i
elloWo arketing ampalgns’ n— u

You are about to delete 1 record(s).

iy lé. If you dick Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

[Yes][No ]
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Chuyén dir liéu gitra cac doi twong mé

Hién thi trén cac ctra s6 doc lap
Home > (Window Group) Switch Windows menu

Cac cach
hién thi cac
déi twong s ——
dang m¢& —— =
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!,,ETg Microsoft Access 2010

Chuyén dir liéu giira cac doi twong mo

Hién thi trén cac ctra so theo tab
File > Options > Current Database > Tabbed Document > Display
Document Tab > OK > OK > Close Database > Reopen Database.

, , o ] campaignk: { =3 campaignt 173 anyBude tReport | 3] anyExpenseSummary
Cac caCh hlen CampaigniD - Country ~ |LaunchDa - |Campaign Bi -
thi cac g France 1/31/2004  $22,482.50
e 2 Germany 1/31/2004  5$30,913.44
doi twong 1 UsA 1/31/2004  $30,913.44
dang m("), 8 UK 2/1/2004 $16,861.88
6 Brazil 2/15/2004 $16,861.88
4 Mexico 2/15/2004 $25,573.84
9 Spain 3/1/2004 $19,110.13
7 Canada 3/1/2004 $19,672.19
5 Italy 3/15/2004 $16,861.88

(New)
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Chuyén dir liéu gitra cac doi twong mé

- An/hién thi cac cot: Right mouse click trén tidu dé cot >
Hide/Unhide fields;

- Thay déi kich thwérc field: Ré mouse vao vién bén phai field >
biéu chinh kich thuérc;

- Sap x€p cac fields: Click mouse trén tiéu dé chon field > Click
mouse + Drag mouse di chuyén field dén vi tri cin dat, release
mouse;

- Péng/pha bang fields: Click mouse trén tiéu dé chon field (s)
> Right Click mouse > Freeze/Unfreeze all Fields;

Thao tac voi
trang dir liéu
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!,,Hﬁ Microsoft Access 2010 i

Tim Kiém dir liéu

- Home > (Find Group) Find;
-Ctrl + E.
S SR = .
Tim Kiém va B
thay thé’ Céc Look In: Current field [+]
gia tri trong il - = ——— EF=S
céc bén ghi E’E“"" .E ] Search Fields As Formattted
T || ot [Glkords ]
Records Replace With: [=]
— e
Search: e .
4
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Y /L Microsoft Access 2010

IIG VIET NAM

Tim kiém dir liéu
- Click Mouse vao field sap xép gia tri > Home > (Sort & Filter Group)
Ascending/Descending;
- Click Mouse vao ¥ bén phai field cin sap xép > chon Sort A to Z/Z
to A;
< Campai Z.c N s
Sap xép . f e
cac Gy (31 ez :
2 - A & Clearfilter from Country e
ban ghi e
Mexico (select Al 4
[¥] (Blanks) 9
b .
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I’G Microsoft Access 2010

IIG VIET NAM

Tim kiém dir liéu
Home > (Views Group) Menu View > Design View > Chon
Acsending/Descending trén dong Sort cla ciu tric Query.

‘g2z 1= i ense ‘fj G i 13‘-‘ ar \Iﬁ gryExpenseSummary

MarketingCampaigns
B

< L% =
Sap Xep 7 CampaignlD
7 ed Country =]
cac ban Launcnate
A EndDate
truy Van CampaignBudget =

Query 4|

Field: | CampaignID Country LaunchDate CampaignBudget

Table: | MarketingCampaigns| MarketingCampaigns| MarketingCampaigns MarketingCampaigns
Sort: [ | Ascending
Show:

Criteria: dlg
on [not sorted)

IvI
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V{4

IIG VIET NAM

Loc cac
ban ghi

Microsoft Access 2010

Tim kiém dir liéu

Click Mouse vao 6 can loc gia tri > Home > (Sort & Filter Group)

Selection menu > Chon gia tri.

r‘(/ Selection '.7

Equals "USA”
Does Mot Equal "USA’
Contains "USA™

ﬁ'—w_x
in" - B=F BudgetReport |
Ifﬁ Gamp|  Does Not Contain-Usa  uages | (51 any \E

Country ~ |Campaign Bt - | LaunchDa - |CampaigniD -

France $22,482.50  1/31/2004 3
Germany $30,913.44 1/31/2004 2
USA $30,912.44  1/31/2004 1
UK $16,261.88 2/1/2004 8
Brazil $16,861.88 2/15/2004 6
Mexico $25,573.84 2/15/2004 4
Spain $19,110.13 3/1/2004 9
Canada $19,672.19 3/1/2004 7
Italy $16,361.88  3/15/2004 5

(New)
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Loc cac
ban ghi

Microsoft Access 2010

Tim Kiém dir liéu

Click Mouse vao ¥ bén phai field cin loc gia tri > Chon
Text/Number/Date Filters > Chon khoang gia tri > Nhap gia tri > OK

e @e = ]
Country - Campaign Bi - |LaunchDa ~! CampaigniD -
France $22,482.50 | 1/31/204]  sort Oldestto Newest
Germany $30,913.44  1/31/20 | sort Mewsstto Oldest
USA $30,913.44 1/31/20
UK $16,861.88  2/1/20
Brazil 1686188 2/1sf2g et = Equals..
Mexico $25,573.84 | 2/15/20 (5elect All Does llot Equal
Spain $19,110.13 3/1/20 (Blanks) Before...
Canada $19,672.19 3/1/20 ;ijﬁg:" After.
ttaly 516,861.88  3/15/20 2152004 Between...
< 3/1/2004 All Dates In Period >

3/15/2004

3
Custom Fiter L% ||
LaunchDate is on or before ||
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Tim kiém dir liéu

-
# campaignin
Country
LaunchDate
EndDate
CampaignBudget

KT Y

CampaignlD Country LaunchDate CampaignBudget
MarketingCampaigns MarketingCampaigns MarketingCampaigns| MarketingCampaigns
Ascending Ascending
“usa

“Canada”
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Thém hodc thay doi cac s6 va nhan

Nhap cac cong thirc can ban
Quan ly trang tinh
Pinh dang dir liéu

Sap xép va loc dit liéu

Tao va thao tac véi biéu do

Tuy chinh thiét Ip trang
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» Nhap va stra dir liéu

* Thao tac trén dir liéu: sao chép, di chuyén, sao chép dinh dang,..
* Dinh dang dit liéu, Tinh toan dwa trén cong thirc

* Dinh dang bang tinh, sap xép dit liéu

» Tao va thao tac trén biéu do

~N
= [n an.
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Tim hiéu cac thuit ngiv

- Workbook;

- Worksheet;
Thuat ngiv - Cell;

- Cell Address;

- Active Cell.

Quan ly Workbook

- File > New > Blank Workbook > Create;

Tao méi Workbook Ctrl + N;

Tao Workbook tir File > New > Chon Template > Create .

Templates J
<

4/19/2016 Tai liéu tap hudn IC3 GS4 — Key Applications 124

Tai liéu tp hudn IC3 GS4 — Key Applications 62



I1G Vietham

4/19/2016

Y[ L Microsoft Excel 2010
IIG VIET NAM
Quan ly Workbook
. e n - Text/Labels;
Nhaa,dwl: lﬁu trong  _yalyes (Number/Date);
orksheet - Formulas
- Arrows Left, Right, Up, Down;
Di chuyén - Home: > C6t A
xung quanh - Ctrl+Home > A1;
Worksheet - Ctrl+End: > O di¥ liéu cudi cung;
- Ctrl+G/F5: Hién thi hop thoai Go to
Luu - File > Save;
Workbook - Click Save Icon tén Quick Access Toolbar;
- Ctrl+S.
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Quan ly Workbook

- File > Open > Chon file > Open;
M¢& Workbook - File > Recent > Chon file > Click mouse
- Ctrl+0

- File > Close;
Pong Workbook - Ctrl+W/Ctrl+F4;
- Click Close button.
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Thao tac véi noi dung

- Single cell.

- Area;

- Dong (Entire Row);

- Cot (Entire Column);

- Bang tinh (Entire Worksheet);
- Non-adjacent cells;

- Nhiéu dong (Multiple Rows)

- Nhiéu c6t (Multiple Columns)

Chon 6

- Cut, Copy, Paste;
Sao chép va - Move: Tré mouse vao Cell border > Di chuyén vi tri md&i;
di chuyén dir liéu - Copy: Tré mouse vao Cell border + Nhin va gitr Ctrl >
Di chuyén vi tri mé&i;
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!&g Microsoft Excel 2010

Thao tac v&i ngi dung

St dung . :
Clipboard Home > (Clipboard Group) Dialog box Launcher.
Thay d6i d0 - Home > (Cells Group) Format > Column Width;
rong cot - Tro mouse vao lé phai ct > Drag mouse;
Tl}fy e Home > (Cells Group) Format > Column Height;
chiéu cao ) N PR
dong - Tré mouse vao lé dwéi dong > Drag mouse;
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Thao tac véi noi dung

Chén dong, cot, 6 Xo6a dong, cot, 6
- Home > (Cells Group) Insert Menu | - Home > (Cells Group) Delete
> Chon thao tac; Menu > Chon thao tac;
Tha - Chon 6 > Right mouse click > - Chon 0 > Right mouse click >
b(’ﬂtn, Insert > Chon thao tac Delete > Chon thao tac
‘0’ ’EE'- r].-,seﬂ @u [ Delete &g
A A Insert Insert
cot, 0 -
g= Insert Cells... Delete Cells... ©) shift cells up
gﬂz Insert Sheet Rows g ::: ;:mn =  Delete Sheet Rows g ::: :__:‘;tmn

& Insert Sheet Columns

Insert Sheet l 2.8 I[ Excl ]

EH‘ Delete Sheet Columns

[ oc [ conee |

EH Delete sheet
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Thao tac v&i noi dung

- bat tén Worksheet;
- Chén Worksheet: Home > (Cells Group) Insert Menu > Insert Sheet;

4 4 » M| Sheetl -~ Sheet? ~Sheet3 ¥
Quan ly Ready | Insert Worksheet (Shift+F11) I
Sheet

- Right Click mouse trén Sheet # > Insert > Worksheet;

- X6a Worksheet: Home > (Cells Group) Delete Menu > Delete Sheet;
- Right Click mouse trén Sheet # > Delete;
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Tao cong thirc don gian

- Cac ham co ban: MAX, MIN, SUM, SUMIF, SUMIFS, COUNT, COUNTIF, COUNTIE,
AVERAGE, AVERAGEIF, AVERAGEIFS;

- What-if Analysis;

- Condition Formating

Pbia chi

- bBia chi twong doi;
- Dia chi tuyét déi;

- Vung.

Pinh dang dir liéu
- Home > (Number Group) Number format Menu; }'
- Right Click > Format Cells .

!éﬁ Microsoft Excel 2010

Thay doi lé

- Home > (Alignment Group) Chon lénh;
- Home > (Alignment Group) Dialog box Launcher > Chon 1énh

Thay doi Font chir

- Home > (Font Group) Chon lénh;
- Home > (Font Group) Dialog box Launcher > Chon 1énh;
- Ctrl+Shift+F.

Ap dung dwong vién

- Home > (Font Group) Border Menu;
- Home > (Font Group) Dialog box Launcher > Border Tab;
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Thay mau sic va cac mau (patterns)

- Home > (Font Group) Fill Color > Chon mau;
- Home > (Font Group) Dialog box Launcher > Fill

St dung Phong cach Cell Styles

- Home > (Styles Group) Cell Styles > Chon Style;

Ap dung Table Format

- Home > (Styles Group) Cell Styles > Chon Table Style;

Sap xép va loc dir liéu

- Home > (Editing Group) Sort and Filter;

- Data > (Sort and Filter Group) Sort and Filter ’.
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- Insert > (Charts Group) Chon Biéu do;
- Insert> (Chart Group) Dialog box Launcher;

In An

- View > (Workbook Views Group > Chon Views Style;
- File > Print
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