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LOI GIOI THIEU

Gido trinh “Xur Iy vin ban va bang tinh ndng cao 12 tai liéu duoc bién soan dé
phuc vu cho viéc giang day, hoc tap cua giao vién va hoc sinh - sinh vién nganh Tin
hoc tng dung. Tai liéu cung cap nhirng kién thirc vé 2 phan: phan xt Iy vin ban
nang cao va phan xi ly bang tinh nang cao.

Gi4o trinh duoc bién soan theo dé cwong hoc phan “Xu 1y van ban va bang tinh
nang cao” & bac trung cip nganh Tin hoc (g dung da duoc Hoi dong Khoa hoc va
Dao tao nha trudng thong qua. Giéo trinh gom 2 phan:

Phan | — Xir Iy van ban nang cao — Str dung thanh thao c4c ky nang nang cao trong

soan thoa, xur Iy va in 4n van ban.

Phan Il — Xt ly bang tinh nang cao — Nam viing cac k§ thuat xir Iy nang cao trong
Excel. Trinh bay bang tinh chuyén nghiép hon, thuc hién thu thuat, ham tinh toan va

phuong phap thdng ké chuyén sau hon.

Mic du di hét stuc ¢b gang, song khong tranh khoi nhitng thiéu s6t. Kinh mong

dong nghiép va ban doc dong gop ¥ kién dé gido trinh dugc hoan thién hon.

Thanh phd HO Chi Minh, ngay 08 thang 01 nam 2020

Tham gia bién soan

Nguyén Thi Thu Hong
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GIAO TRINH MON HQC
Tén mén hoc: XU LY VAN BAN VA BANG TINH NANG CAO
Ma mon hoc: 19
Vi tri, tinh chit, y nghia va vai tré ciia mén hoc:

Vi tri: M6n hoc dugc bo tri sau khi ngudi hoc xong cac mén hoc chung.

Tinh chat: 12 mon hoc bat budc, cung cap cho sinh vién kién thirc ndng cao trong
su Iy van ban va bang tinh.
— Y nghia va vai trd ciia mon hoc:

+ Str dung thanh thao cac ky ning nang cao trong soan thoa, xur Iy va in an
van ban.

+ Nam vitng cac k¥ thuat xir Iy nang cao trong Excel. Trinh bay bang tinh
chuyén nghiép hon, thyc hién thi thuat, ham tinh toan va phuong phéap théng

ké chuyén sau hon.
Muc tiéu cia mon hgc/mo dun:
— Veé kién thtrc:

Sau khi hoc xong hoc phan nay, sinh vién s€ c¢6 cac kién thirc nang cao vé xu ly
van ban va bang tinh gitp sinh vién thyc hién hét tat ca cac thao tac nang cao

cua bo Microsoft Word va Microsoft Excel.
— V& k¥ nang:

+ St dung dwoc hau hét cac tinh ning nang cao trong thé Page Layout,
References, Mailing, Review va Insert cua Microsoft Word.
+ Str dung hau hét cac tinh niang nang cao ctia Microsoft Excel nhu bao mat dir
liu, thé)ng ké dit liéu, Pivot, biéu dd Sparkline, tham chiéu, danh sb trang, canh
chinh trang in an,...

— V& nang luc tu chu va trach nhiém:
+ Thuc hanh thém & nha cac bai hoc da hoc trong 16p.
+ C6 kha ning ty tim hiéu, doc tai liéu.
+ Nhén thac dugc tim quan trong cua mon hoc, tr d6 co6 thai d§ nghiém tuc,

ham thich hoc tap va rén luyén.



Chwong 1: X ly van ban nang cao




BAI 1: PIEU KHIEN LUONG VAN BAN

1. Tao va x6a ngat dong (Shift+Enter).

Dong - Line

Trong qua trinh soan thao ban c& nhap noi dung binh thuong, khi s6 lugng Ky tu
trong mot dong vuot qua chiéu ngang cuaa trang giay thi no sé tu rot xudng dong ké
tiép. Noi dung trong vin ban c6 thé c6 mot hoac nhiéu dong.

Ngit dong - Line Break

Trong k¥ thuat xt 1y vin ban, ngat dong duoc dung dé buoc mot hay nhiéu ky tu
xudng dong khi né chuwa du dai dé ty xudng dong hoac khi muédn cac tir ndi, tir ghép
duoc lién nhau trong cling mét dong. Trong MS Word, khi mudn ngat dong ban hay
dit dau nhay ngay phia truéc tir mudn ngat xuéng dong sau d6 nhan va giir

phim snitt roi nhan tiép phim enter

Ban c6 thé tao mot hodc nhiéu dong tréng (khong cé ky tu) lién tiép nhau bang céach
nhan phim shift + Enter nhiéu lan.

2. Tao va xé6a ngat doan (Enter).

Poan - Paragraph

Trong qua trinh soan thao mdi ban khi nhan phim enter dé xudng dong thi c6 nghia
1a da két thic mot doan va bat dau doan mot méi. Noi dung trong van ban c6 thé co
nhiéu doan va mdi doan c6 thé c6 mot hoic nhiéu dong.

Ban c6 thé tao mot hoic nhiéu doan tréng (khdng co ky tu) lién tiép nhau bing cach
nhan phim Enter nhiéu lan.

Tinh chat ciia dong va doan

Céc dong trong cing mot doan s& ¢d tinh lién két véi nhau ké ca khi sir dung ngat
dong. Con céc doan thi c6 tinh doc 1ap va khong bi anh huéng 1an nhau.

Diéu nay co6 nghia 12 khi dinh dang van ban nao d6 ma ban khéng danh diu chon thi
tat ca cac dong trong cling mot doan déu ludn dugc ap dung theo. Didu ndy s&
khong xay ra d6i véi cac doan van ban vi mdi doan vin ban doc 1ap véi nhau.
Trong hinh minh hoa dudi day van ban da dugc dinh dang canh gitra cho doan thir
1, canh déu cho cac dong trong doan thir 2 va canh phai cho doan thir 3.

Cach phan biét ngat dong va ngat doan

Trong mét s6 trudng hop khi nhin vao vian ban s& kho phét hién van ban dugc st
dung ngat dong hay ngat doan. Tuy nhién cac chuong trinh xt Iy vin ban nhu Word
d3 c6 sin mot ndt chac ning giup nhan biét viéc nay bang cach hién thi cac diu két
thuc doan.



Do mdi khi st dung dau ngat dong hoac khi két thiic mot doan thi Word déu tu
dong chén mot ky hiéu ngay tai diém ngét dong - Line Break hoic két thac doan dé
- Paragraph Mark. Cho nén khi nhan vao nit nay thi s& xuat hién cac dau két thac
doan va ca cac dau ngit dong dé giup ngudi sir dung dé dang nhan biét dé xu 1y vin
ban.

|= Document2 - Microsoft Word (Product Activation Failed) — [}

Onthednserttab,the-galleriesinclude-itemsthatare-designedtocoordinatewith-the overall-look-of «
your-document. You<an-usethesegalleriesto-inserttables,+

headers,footers, dists,coverpages,andotherdocumentbuildingblocks.-Whenyou<reate pictures,-
charts,-or-diagrams, theyalso-coordinatewithyour-currentdocumentiook.q]

You-can-easily-change the formatting-of selected4extinthe-documenttextbychoosinga-lookforthe-
selectedtextfromitheQuick-Stylesgallery-on-the Home tab.-You-can-also-formattextdirectly-by-using-
theothercontrols-on-the Home tab.-Mostcontrols-offera-choice-ofusing-thedook-from-the current.

- themeorusing-a-formatthatyouspecifydirectly.q
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1  Daukét thuc doan

&' Lau ngat dong

Ngoai ra mét trong nhitng cdch khadc d& c6 thé nhan biét ngdt dong 1a chon
dinh dang canh dé&u cho v&n ban, khi dé céc dong ducgc két thic bing diu
ngdt dong trong cung mdt doan sé& cé dinh dang gidng nhau, nhidt 1a dong
cubi cung cfing s& canh déu chir khéng cdn ndm vé phia trdi nhu dong cubi

cung cua mdt doan.

Cach chuyén ngit dong thanh két thiic doan

Khi chon dinh dang canh déu cho vin ban va thiy dong cudi cung ciing duoc dan
déu ra hai bén thi c¢6 nghia sau dong nay 1a dau ngat dong. Néu mudn chuyén dau
ngat dong nay thanh dau két thuc doan dé cho dong vin ban cubi duoc don vé mot
bén thi ban hiy dat diu nhay & cudi dong va nhan phim pe1ete cho dén khi dong
phia du6i nhap vao dong trén rdi nhan Enter dé két thuc doan ngay tai dau nhay.
Ban c0 thé thyc hién theo cach nguoc lai néu mudn chuyén tir dau két thic doan
thanh dau ngat dong.

3. Tao va x6a ngat trang .
a. Tao ngit trang

e Dat con tro ¢ vi tri mudn ngat trang.



« Vao tab Page Layout > nhom Page Setup > chon Breaks > chon Page

Page Layout References Mailings Review View

entation * |4] watermark *  Indent

Page Breaks

4 F 4F

Parag

umns * Page
Yage Setu ;l—J Mark the point at which one page ends
=l 2=y ﬁ and the next page begins,

T

Column

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

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

Section Breaks

HNext Page
Insert a section break and start the new

— section an the next page.

Continuous

Insert a section break and start the new
section an the same page.

Even Page
Insert a section break and start the new
section an the next even-numbered page,

Odd Page
Insert a section break and start the new
saction an the next odd-numbered page.

b. Xéa ngit trang
4+ Cach 1: Loai bé ngit trang thi cong )
v" Buwéce 1: Trong tai liéu word cac ban nhan chon Home, trong
phén Paragraph céac ban nhén chon biéu tuong Show/Hide .
v' Buée 2: Lic nay trén vin ban word s& xuat hién cac dau ngat trang
(néu cd) trong cac van ban, cic ban chi can chon vao du ngit
trang ma ban muén bé ngat trang va chon Delete.

1---|---g---|---1---|---z---|---3"‘ I S T R S

LOI-NOI-DAUY

Page Break 1

% Ciach 2: Piéu chinh diu ngit trang tw dong trong Word

D¢ cac ban ngan dau ngat trang tu dong xuat hién tai vi tri ma ban
khong mong muon, vi du nhu gitra cac dong van ban ma ban muon




giit & gan nhau, cic ban c6 thé diéu chinh thiét dat ngat trang cho cac
doan van ban da chon bang cac budc duoi day:

v' Buére 1: Chon doan vin ma ban mudn ap dung diéu chinh dau
ngét trang.

v' Buée 2: Chon thé Layout, trong phan Paragraph cac ban chon
biéu trong Paragraph Settings dé md hop thoai Paragraph.

v" Buwdce 3: Trong hop thoai Paragraph cac ban chon thé Line and
Page Breaks, cac ban danh déu tich chon truée tuy chinh ma ban
mudn:

e Widow/Orphan control: dit it nhat hai dong ctia doan
van vao dau hodc cudi trang.

e Keep with next: ngan dau ngat giita cdc doan vin ma
ban muén gitr gan nhau.

e Keep lines together: ngin diu ngit trang & giita doan
van ban.

e Page break before: thém dau ngat trang trudc mot doan
van cu thé.

Sau d6 nhan OK dé dong y tuy chinh thiét 1ap.

Paragraph ? >
Indents and Spacingfj Line and Page Breaks
Pagination

[~] Widow/Qrphan contral
[] Keep with next

[ ] Keep lines together
[~] Page break before;

Formatting exceptions
|:| Suppress line numbers
Dgnn't hyphenate
Textbox options
Tight wrap:

Mone

4. Ngat phan doan (section).

D¢ chen thém 1 phén Section Break, cac ban nhan Page Layout > Page Setup >
Breaks, bang diéu khién nhu hinh dudi s€ hién thi:




Page Breaks

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

b L)L

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

Hmij

Text Wrapping

N
= Separate text around objects on web
= pages, such as caption text from body text.
Section Breaks

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

v

Wl

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

v

iRl

Even Page
Insert a section break and start the new
== section on the next even-numbered page.
i | Odd Page
Insert a section break and start the new
=3 section on the next odd-numbered page.

[

Tai day, chung ta s& c6 nhiéu tiy chon vé Section dé ap dung. Vi du nhu:

- Next Page: bit dau 1 trang mé&i va chén section mdi trén trang nay.

- Continuous: chirc nang nay s€ khong tao mai 1 trang van ban, do vay chung ta ¢
thé tao duoc nhiéu section trén trang nay. Cac ban nén dung continuous break néu
mudn ap dung nhiéu kiéu dinh dang trén cung 1 trang. Hodc don gian hon, tiiy chon
nay sé& gitp chung ta chén 1 Section méi ké tir vi tri ctia con tro.

- Even va Odd: tinh nang nay s€ tu dong chén thém nhitng doan section break
tuong tng, sau do lai bat diu section mai trén trang vin ban duoc danh sb tiép theo
(Even 1a trang duoc danh s6 chin, con Odd 1a trang 1¢).

Con khi mudn x6a 1 doan Section Break, thi cac phén van ban duoc ap dung dinh
dang bén trong Section d6 s& bi “v&”. Luu ¥ rang chung ta khong thé thiy dugc
hanh dong nay trong ché d¢ view Print Layout mac dinh, do vay hay chuyén sang
Draft bang cach nhan View > Document Views > Draft. Tai day, chiing ta s& thay
cac duong ké chim cling nhu céc kiéu dinh dang cua section break hién tai. Va dé
x6a Section Break, nhan vao duong ké chdm d6 va nhan phim Delete.

Tao tiéu dé dau trang, cudi trang
% Tao tiéu dé dau trang, cuoi trang giong nhau

< Buwoc 1: chon tab Insert > nhom Header & Footer, chon Header ()
hay Footer (=), Word hién thi danh sach cac Header, Footer mau.



[P weml [P sem] T v

[y bt

[Py thee oot k] [Vinar]

« Buwéc 2: chon mau Header/Footer pht hop.

« Bwdc 3: nhap noi dung cho Header/Footer can tao.

e Buwoc 4: Double click vao vung néi dung cua trang, Header/ Footer sé
duoc ap dung cho toan b trang cua tai liéu.

% Tao tiéu dé dau trang, cudi trang khac nhau

Thuc hién tao ti€u dé trang, cuoi trang khac nhau cho céc vung tai li€u theo cac
budc:

e Buwoc 1: Chiatai liéu thanh céc vung (Section)

o Click vao vi tri muén dit mot ving moi, chon tab Page Layout>
nhom Page Setup > chon Breaks va chon mét kiéu ngat ving phu hop
trong Section Breaks.



“ Home Insert Page Layout References Mailings Reviaw View
j n* 35 Orientation = (W= Breaks = [4] watermark *  Indent

[A] 413 size - Page Breaks -
Themes Margins __ -
- v - EE Columns - I FPage -
Themes Page Setupl ¥ Mark the point at which one page ends Paraar
g p ﬁ and the next page begins, | __raragr
O I —

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

Wi

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

Section Breaks

HNext Page
Insert a 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.

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.

4l

« Cac chtic nang trong Section Breaks
o Next page: viing mai s& duoc bat dau tir trang ké tiép.
o Continuous: viing mai s& bat dau tir vi tri con tro, trén cuing mot
trang.
o Even Page: viing méi s& duoc bat dau tir trang chan ké tiép.
o 0dd Page: viing mai s& duoc bat dau tir trang 1é ké tiép.

e Buwoc 2 chon tab Insert > nhom Header &  Footer >
chon Header hoic Footer > chon Edit Header/Edit Footer dé chinh sira
noi dung cho Header/Footer.

« Bwoéc 3: trong nhom Navigation cuatab Design> click vao biéu
tuong Link to Previous (néu biéu tuong nay dang sang) dé ngat két ndi
gitra Header/Footer trong vung méi nay véi vung trude do, lac nay
muc Same as Previous & goc trén bén phai cua Header/Footer mat di.
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n Home ntent Page Layout References Maangt Review View Detign
J Y “?] = (351 T 3, peevous Diffecent Fust Page ]+ Heacer trom Top 1em - Q
] o = = r
T : == NG = Aot - oy Next Different O0d & Even Pages [y Footer from Bottom: 1 om
Meader Footer Page Date Quick Pcture O Goto Clote Header
v Number~ & Time Parts * At | Meader P Lnk to Previous| [V Show Document Text (3] Insert Alignment Tab and Footes
t nen Nangazion Optsons Porsion
j 4. Chinh ra Header/F h U 5i
e Buwoc . n sua Header/Footer cho vung mol

(nhitng Header/Footer cua cac vung trude dé khong bi thay ddi theo).

Thay doi ndi dung tiéu dé dau trang, cudi trang

o Chontab Insert> nhom Header & Footer > click chon Header (---'-)
hoac Footer () > chon Edit Header / Edit Footer trong danh sach hién thi
dé chinh sira noi dung cua Header/Footer.

« Click nut Close Header and Footer dé hoan thanh.

X0a tiéu dé dau trang, cudi trang
Chon tab Insert > nhém Header & Footer, click chon Header ( ) hodc Footer (-)>
chon Remove Header/Remove Footer trong danh sach hién thi.

=| Header = A ,J Quick Parts = [ Signature Line -
| Footer - A wordart - [5) Date & Time
[lﬂ Page Mumber *] F:‘I';;‘tv AS Drop Cap - Mg Object -
| ®  TopofPage 3 Text
/@ Bottom of Page P B A F e
k Page Margins »
[#]  Current Position k
,ﬁi Format Page Mumbers...
.1*3.; Eemove Page Numbers

5. Chuyén d6i vin ban thanh bang hoac bang thanh van ban
Chuyén d6i vin ban thanh bang trong Word

Buéc 1: Trong doan vin ban cac ban mudn chuyén d6i sang dang bang cac ban can
chén cac ky tu phan tach nhu ddu phay hay tab ... dé cho biét vi tri chia van ban
thanh cac cot bang. Cac ban nén dung tab néu trong vin ban cac ban c6 diu phay.
Tiép theo cac ban st dung dau phan doan dé cho biét vi tri bit ddu mot hang moi.

Vi du: Trong vi du dudi sir dung dau phay dé phan tach cot va hai diu phan doan
dé tao hang thur hai va tha 3 trong cot.



1, CSKH, Co s kich hoat
2, KH, Khach hang

3, TB, Téng dai

Bwéc 2: Chon (boi den) doan vin ban cac ban muén chuyén thanh bang.

Buwdc 3: Cac ban chon Insert -> Table -> Convert Text to Table...

Buwdc 4: Trong hop thoai Convert Text to Table.

Céc ban nhap sb cot vao 6 Number of columns dam bao phai dung theo sb cot cac
ban mudn va da sir dung dau phan tach.

Number of rows: sé hang, dugc ty dong tinh toan.



Trong phan xac dinh chiéu rong clia cic cot trong bang (AutoFit behavior) cac ban
can lya chon mét trong 3 lya chon:

- Fixed column width: d6 rong cot cd dinh sau d6 cac ban nhap do rong minh
muon.

- AutoFit to contents: tu dong khdp voi ndi dung.
- AutoFit to window: ty dong khép véi cira s6.

Phén Separate text at cac ban chi 16 ky ty ma cac ban st dung dé phan tach van ban.
Trong vi du trén st dung dau phay 1én chon Commas, ngoai ra néu cac ban st dung
tab thi cac ban chon Tabs, dau doan chon Paragraphs hoac ky tu khac Other.

Sau khi da thiét 1ap xong cac ban nhan OK dé chuyén vin ban thanh bang.
Convert Text to Table

Table size

Mumber of columns: 3 =

L

Mumber of rows:
AutoFit behavior

i) Fixed column width:  |Auto

@ AutoFit to contents

T AutoFit to window

Separate text at

oK Cancel

Két qua sau khi cac ban chuyén nhu sau:

1| CSKH | Co sa kich hoat
2| KH Khach hang
3| T Tong dai

Chuyén bang thanh viin ban trong Word.

Budée 1: Chon hang hoic bang cac ban mubn chuyén thanh text.

1 CSKH Co so kich hoat
2 KH Khach hang
3 D Tong dai




Budce 2: Khi cac ban chon bang thi trén thanh Ribbon xuét hién Table Tools véi hai
tab la Design va Layout. Cac ban chon Layout -> Convert to Text.

* HEostmsterows S A= ‘ l,\l g B f:r
3 " Test cen S‘n R ~v c:;mv
2 1) Owtrivete Colume " e Cen 0 epest ormuts
s LR SO |l il l Deection Mavgms Meader Rows 1o Test
Mot P
PO [ RN T IR RN KNG Y RACICH | NS T EN00K 1A ~liA'”“ Conwert 10 Text

i CSKH Co 56 kich host
- KH Khich b
= D Tang dai

Buwdc 3: Trong hop thoai Convert Table To Text cac ban chon ky tu phan tach cac
ban muon dé s dung thay cho ranh gidi cot. Cac hang phéan tach nhau bang dau
phén doan.

Vi du chon dau phan tach 1a Commas (dau phay), va nhan OK.

Convert Table To Text

Separate text with
i) Paragraph marks
() Tabs
i@ Commas

) other: |+

Convert nested tables

Két qua sau khi chuyén tir bang sang vin ban nhu sau:

1. CSKH, Co sa kich hoat
2.KH, Khach hang

3. TD. Tong dai

6. Tao cot van ban.

Cach chia cot trong Word
- Lua chon doan van ban can chia cot -> PageLayout -> Columns -> lya chon s6 cot
can chia, vi du ¢ day lua chon chia thanh 2 cdt:
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FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIA >

@ ([ Orientation~ =~  Indent Spacmg G,
: Size > N~ | = 0cm : Z0) :
Margins H‘? ~ o — Arrange
== Columns+| b¥ - =%0cm S 3= iopt 2 .
Paragraph [+ PN

Qua phan tich, nghién ctiu c4c diu kién inh huémg dén cong tic md via dé 4n
da dé xust 2 phuong én m& via. Sau khi so sanh vé mat k¥ thuat, kinh & 46 4n d2
mnk&lmﬂchonphminmbvkhwlyhpmaﬁ

“ M via bang c3p giéng dimg két hop v6i 1o xuyén via mie.”

V6i phuong 4n mé via ndy thi mong mé duge chia 1am 2 khu 12 khu Dong
Mong Duong v khu Tay Mong Duong v6i sin huong khai thic 1.900.000 T/nam.

Chd ¥: Do dic diém dja chdt ciia mo phic tap, ¢6 nhidu dit gay 16n nén cong
tic d2o 10 va bio vé duong 1o xuyen via qua c4c dit gay s€ gap nhidu kho khan va
t6n kém v€ chi phf vi vay khi thi cong cdn hru ¢ dén cong tic an toan lao dong dé

L "'.-"fi ¢ Hre CRRE TR SRS TR TIES (IR ¢ TS XN RS = TRV € ERRS CORS 30 o
2 - én ciu c4c diéu kien dnh hudng dén cong tic mé via dé 4n
F E — mm&ummsmwwwmmwa{ma
T [BEE Theee wong 4n m& via hop Iy’ 12 phuong 4n II:

- = ﬂ&gdﬂk&hwvﬁl&nﬁnmm&.”

h =] Lt via ndy gl rugng mo duge chia lam 2 khu 1a khu Dong
: 1 ‘Mbng Duong v6i san higng khai thic 1.900.000 T/nam.
» =Z  Right lﬁathchméphﬁct;p.eﬁMdﬁgiymmm
4 - ul&xuy&nmqua&d&gﬂys&gapnhﬁmthnﬂ
D 1= MoeColumns. 7 khi thi cong cdn wu ¢ dén cong tic an toan lao dong dé
~ qufﬂ‘ﬂim&“ﬁz&iﬁt‘:‘dmnlqu.mm

12- 108

13-

-Két qua da chia doan van ban thanh 2 cot:

7. Thém dwong phan chia cot.
Truong hop mudn tao duong ké & gitra phan cach 2 cot thuc hién nhu sau: Vao
th¢ PageLayout -> Columns -> More Columns:

- Hop thoai xuét hién tich chon vao muc Line between -> OK:
- Két qua di tao duong ké doc:
- Vi du chia thanh 3 ¢gt ¢c6 duong ké doc:
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. ILS. Két luan W/
4 Qua phan tich,¥| gdy 16n nén cong tic
z nghiégn cfu cdc di€u | d2o 1o va bio v& dudng
" kién inh hubmg dén | 16 xuyen via qua cdc drt
~  cbng tc m& via d6 4n | gdy s& giap nhifu khé
= d3 dé xust 2 phuong 4n | khan v2 t6n kém vé chi
b mé via. Sau khi so sdnh | phf Vi vay khi thi cong
o vE matky thuat kinh € | cin hm ¢ dén cong tic
= d6 4n da rit ra két lusn | an todn lao dong d€ qui
© va chon phuong in m& | trinh m& via dugc thuin
~  viahop If Ia phuong én | loi, antoan.

5 o Qua phan tich,
. “M& via bing cgp | nghien cffu cdc diéa
;.  giéng dtmg kéthop véi | kién anh hudmg dén
- 1d xuyén via mie.” cong tic md via dd 4n
B Vé6i phuong 4n m& | 43 dé xust 2 phuong 4n
- via ndy th riong mod ma via. Sau khi so sinh
- duoc chia lim 2 khu 1a | v8 matky thuat, kinh &
:‘ khu Dong Mong Duong | 30 4n da rit ra két luin
5 va khu Tav Mong | va chon phuong in m&

8. Thay déi kich thwéc cac cot.

(7010891100 an%- o130 114 150 ) - 16 AR A

Véi phuong 4n mé
via ndy g rubng mo
duge chia m 2 khu 1A
khu Dong Moéng Duong
va khu Tiy Mong
Duong véi sin luong
khai thic 1.900.000
T/nam.

Chid ¢: Do dic
gay lén nén cong tic
dao 16 va bio vé dudmg
16 xuyén via qua cic dat
gdy s& gap nhifu kho
khan va t6n kém vé chi
phf v vy khi thi cong
cidn hou ¥ dén cong tic
an toan lao dong dé qui

Khi 1am viéc véi noi dung vin ban duoc chia cot cac ban can lvu y nhu sau: Van
ban s& di tir trén xudng dudi, tir cot trai nhat dén dau cua cot ké bén.

Truy cap nhanh hép thoai Columns

Dé truy cap nhanh vao hop thoai Columns ban kich dup chuét vao phan khoang
tréng trén thanh Ruler (phan twong tng khoang cach giita 2 cot):

B EH S O- ban_lam [Compatibility Mode] - Word 2 H - O %X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVI »
_ﬁj [ Orientation» %=~ | Indent Spacing Gy,
= [[3 Size - =oem sislopt v
Margins I_[? . - :_, s — Arrange
= == Columns~ ¥ - =£0em - +=0pt -

Page Setup u Paragraph I ~
RV RY ERE BERE SURE SURY SR X L4100 111 1120 1130 ) <14e | <150 ) - 16 AN~
S Doa Ginghidp k B3 mbn Wiai thic R 15

IL8. Két luan \
- Phan 1: Mo via

Qua phan tich, nghién ctu
kién anh hudng dén cong tic
d6 dn da dé xudt 2 phuong in
Sau khi so sdnh vé mat k¢

inh t€ d6 4n da it ra ket luan va cho
4n m& via hop If 1a phuong

V6i phuong 4n m& via

iy

ng mo duge chia 1am 2 khu 12
ong Mong Duong va khu Tay
vei san luomg khai

L QUa phian tuch nghién ctu cad
iu kién anh hudng dén cong tic md
via d6 4n d3 dé xudt 2 phuong dn md
via. Sau khi so sdnh v& mat k¥ thuay
kinh t&€ d6 4n da rat ra k&t luan va chon
phuong 4n m& via hop I¥ 1a phuong an
i
2. Mg via bang cap giéng dimg
két hop v6i 10 xuyén via mire.”
V6i phuong 4n md via nay
ruong mo duge chia 1am 2 khu 1a ki
Pong Mong Duong va khu Tay Moén,

.900.000 T/nam.
~ s ™ e a2 - e vl

Hién thi dwong vién cét chira vin ban.
Bwéc 1: Vao thé File -> Option:

Duong v6i san luong khai thi
1.900.000 T/nam. T
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Info

New
ban_lam
Open D: » Do an tot nghiep » Luong_The_Chinh_K54A » file_doc
Save Compatibility Mode Prog
mif Some new features are disabled to Size
Save As Convert prevent problems when working with Pages
previous versions of Office.
Print Converting this file will enable these Word
features, but may result in layout Total
changes, .
Share Title
Tags
Export Protect Document o
} Control what types of changes people
Close Protect can make to this document, Rela
Document ~ Last M
Creat
Acr
LastF
Pon N Inspect Document
Options \7)
s - Before publishing this file, be aware Rela
Check for that it contains:
Issues ~ '+ Searching for issues Authe

Buwéc 2: Lwa chon muc Advanced -> di chuyén chudt téi muc Show document
content -> tich chon vao muc Show text boundaries -> OK:
'Word Options LM1

l Genera i Image Size and Quality 8 ban_lam i
Display ["] Disgard editing data
Proofing || Do not compress images in file !
Save Set default target output to: 220 pp«E}
Language Chart [ ban_lam E] P
g
I Advanced I [¥] Properties follow chart data point :

|
Customize Ribbon
Quick Access Toolbar
[T] Show background colors and images in Print Layout view

Add-Ins 4 \
2ol [7] Show text wrapped within the document window

Trust Center \ ["] Show picture placeholders

Show drawings and text boxes on scre:

[¥] Show text boundaries

I Show crop marks

["] Show field codes instead of their values
Field shading: When selected 3
|| Use draft font in Draft and Outline views

Name: |Courier New

Size 10

[7] Use fonts that are stored on the printer

[ ——
< | n ’

l
- Két qua da tao duong vién cot:
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Bai 2: Muc luc, chi muc

1. Tao muc luc

Khi viét mot cudn sach, mot bai tiéu ludn, ... s& c6 rat nhidu tén dé muc, tén tiéu dé.
Vi vay viéc tao ra 1 muc lyc 14 vo clng can thiét dé co thé theo ddi, khai quat duoc
n6i dung cudn sach, vin ban d6. Dudi day 1a cach don gian dé ban c6 thé tao duoc

muc luc tw dong. ) i

Buwére 1: Tai thé Home, muc Styles, chon Heading phu hop ban muon ap dung dé

tao muc luc cho n(:)i dung da chon. ‘ 7

+ Tén muc 16n nhat (tén sach, tén tiéu deé ....) ta dé heading 1

Home Insert Page Layout References Mailings Review View Foxit Reader PDF

. 34 Find =
2} | T | papbcene Assbeenc | AaBbCi| aabee AADB assbee . %
- Heading 1

EN Cambria (Headii - 14 - A" o7 | Aa- | 2 3

- 53 Copy 22 Replace
— Change

J o e Heading 2 Title Subtitle *| Syles~ [ Select~

Clipboard ] Font ] Paragraph ] Styles F] Editing

Paste B|J U-abe x, x* - a7 . A AR TNormal 7 Mo Spaci...

Tuong tir cac muc nho hon thi ban chon céc heading thip hon: heading 2, heading

3,...

e Luu ¥: ban c6 thé tuy chinh chir cho Heading béng cach kich chudt phai
vao Heading— chon Modify, hoan tat chinh stra nhan OK

Modify Style ? x
Properties

Mame: Heading 3

Style type: Linked (paragraph and character)

Style based on: T Normal e

Style for following paragraph: | 4 Mormal e
Formatting

Cambria (Headings)|~ | 11 |~ ||| B T U | 1IN -

= =E E E | == = | 1Z 12 #E &=

Om the Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create

Font: (Default) +Headings (Cambria), Bold, Font color: Accent 1, Space ~
Before: 10 pt
After: 0 pt, Keep with next, Keep lines together, Level 3, Style: Linked, Hide until used, Quick
Style, Priority: 10 b

Add to Quick Style list [ ] Automatically update
(®) Only in this document () Mew documents based on this template

Format = Cancel




Bwéc 2: Chon vi tri dat muc luc

Ngét trang dé tao vi tri dat muc luc (Dﬁu hodc cudi van ban)

+ it tro chudt vao vi tri can ngat

+ Chon thé Page Layout —Breaks— Next page

W EH 9O Mavigation Pane |+

“ Home

Insert

Page Layout

References

nCoIors - |:| P 1 ¥= Breaks ~
. Fonts = J j
Themes Margins Crientation Size Columns
[O] Effects = > = = =
Themes Page Setup
Mavigation * X IZ‘J
Search Document Pl
EREES “ =
4
m

Mailings

CACH-LAP-MUC-LUC-TY-BONG-TRONG-WORD-2010

Page Breaks

Review WView
| —Iﬁ .ﬂ)ﬁ | —Im Indent Sp_acm:
et O s ee
Page light: 0 U =
Mark the point at which one page ends Parag h
and the next page begins, Eaga

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.

Section Breaks

a3
11_1c11_1|c I I
muc luc (Pauhoic cudi
in ngat
—Breaks— Next page

ong: Chon References -

-

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

heo 2 cich

I ] WL

. PE R |

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

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.

Buéc 3: Tao muc luc tu dong: Chon References —> Tables of Content.

+ Ban c6 thé tao muc luc theo 2 cach
e Chon vao muc luc c6 san trong word

« Tu tao muc luc bang cach nhan vao Insert Table of contents...



Table of Contents 7 hod
Index | Table of Contents | Table of Figures ~ Table of Authorities
Print Preview Web Preview
[ L==Ta 1= N 1 (A Heading 1 ~
HeadiNg 2 cuvvvveeererereereesannenes 3 Heading 2
Heading 3..coveeeveeeereeneeeeans 5 Heading 3
W W

Show page numbers

Use hyperlinks instead of page numbers

Right align page numbers

Tab leader: |....... '
General

Formats: From template W

Show levels: |3 =

Options... Modify...
Cance

Xuét hién hop thoai, ban tuy chon cac chinh sura va nhan OK dé hoan tat thao tac
tao muc luc trong Word 2010.

*O muc luc tu dong vira dugc tao ra, ban co thé lién két dén ndi dung cua muc luc
bang cach nhan Ctrl+ click chudt vao muc luc d6.

2. Thay d6i dinh dang ctia muc luc.

Ban c6 thé thiét ké lai bang muc luc bang cach: Trén Tab References, chon Table of
Contents trong nhém Table of Contents — Insert Table of Contents.

Chéng han néu ban muébn thay ddi muc luc thanh mau xanh. Trong hop thoai Table
of Contents, ban danh didu muc From template trong hdop Formats —
chon Modify. Tiép theo ban chon TOC 1 trong hdp thoai Style dé chon cép d6 cao
nhat hodc Level 1, trong bang muc luc TOC va sau d6 chon Modify. Hop thoai
Modify Style dugc mé ra, st dung hop mau Font trong phan Formatting dé chon
mau xanh. Sau khi click OK hai lan, hdy xem trong muc Print Preview cta hdp
thoai Table of Contents va ban s& thdy rang Table of Contents, hay con dugc viét tat
la TOC 1 (hay Level 1), bay gi¢ la mau xanh.

Néu ban muén thay d6i TOC 2 (Level 2) hay TOC 3 (Level 3) ciing thanh mau
xanh, thi ban cling lam theo quy trinh trén , chi khéac 1a thay vi chon TOC 1 thi
ban chon TOC 2 hoac TOC 3.

Khi click Format, ban cling s€ c¢6 lya chon thay d6i nhu Font, Paragraph, Tabs, ban
cling c¢6 thé thay doi cac cai dat cua tung phan va xem lai ching trong
muc Preview trudce khi ap dung cho bang muc luc.


http://tinhocmos.edu.vn/wp-content/uploads/2017/01/51.png

3. Thay d6i mirc @6 hién thi cia muc luc.
Bang muc luc qua dai, c6 1& chi can hai cap do dau tién TOC 1 va TOC 2 1a phu hop
voi tai liu cua ban. Muc Show levels ¢ hdp thoai Table of Contents 1a noi ban c6
thé chon cac phan cép ban mudn thé hién trong bang muc luc. Word 2010 c6 dén 9
cap d6 khac nhau. Lam ngin bang muc luc bang cach giam cip do, con mudn kéo
dai bang muc luc thi ban hay ting cap do 1én. Ban c6 thé xem trong Print Preview
hoic Web Preview dé xem s diéu chinh ctia minh, khi nhan thiy hop 1y, thi
click OK hai lan.

Table of Contents ? -

Index  Table of Contents  Table of Figures = Table of Authorities

Print Preview Web Preview
Heading L. 1 (A Heading 1 -
Heading 2 ..ocveeeeeeeeeee e e 3 Heading 2
] W

Show page numbers IUse hyperlinks instead of page numbers
Right align page numbers
Tab leader: |.iie e
General

Formats: From template e

Show levels: 2 =

Options... Modify...

conce

4, Thay d6i dwong dan hwéng cia muc luc.
Ban c6 thé thuc hién cac thay d6i nhé ma khong can rdi khoi hop thoai Table of
Contents. Chang han thay d6i cac gach dut quang giit cac dé muc va sb trang
(goi 1a Tab Leader), hodc thay d6i canh dong (align) cia sd trang.



Table of Contents 2 X

Table of Conterts
Print Preyiew Web Preview
HEOINGY 1|A  |Heading ] A
T e 3 Heading 2
v v
[#] Show page numbers [¥] Use hyperinks rstead of page numbers
(%] might aign page numbers
Tab leader: ....... v
General
Formats From template v
Show levels: 2 -~
| o« || coxe |

Pé thay doi Tab Leader, chon muc Tab leader dé xem lai kiéu gach ngang va
dong. Néu ban x6a hop Right align page numbers, thi sb trang s& di chuyén lai
gan hon dén bang muc luc va tab leqders s€ khong con hi¢u lyc. Néu ban mudn
x6a bo toan bd so trang thi hdy bo dau chon ¢ hdp Show page numbers.
5. Tao siéu lién két (hyperlink) dén trang web
1. Hay lya chon (bdi den) doan van ban can tao lién két.

2. Vao Insert / Hyperlink... (Ctrl + K. Hoéc nhay chuét phai, chon
Hyperlink...)

Insert | Format  Tools  Te

Page Mumbers. ..

Date and Time. ..
Field. ..

Symbal. ..

_d Comment

Reference »

Picture k
File...
[$ Hyperlink, .. Crrl4k ]

W
| b




* Tao lién két dén 1 file khac hogc 1 trang web.

3. Tai hop thoai Hyperlink, chon Existing File or web page

Insert Hyperlink

Link. to: Text to display: [Tao lién ket 38n 1 file khac hodc 1 trang web | screenTip. ..

@z
Existing File ar
E:\Sachiwaordisach word.doc A
Current | Cr\Documents and Settings)GagoDeskbopt 23 Link1 . gif

‘ireh Page
Folder Ci\Documents and SettingstGagot Deskiopl2 21 Insert-file, doc
Ci\Dacuments and Settings!GagotDeskioph22tinsert_Ffile2, qif g€

Place in This Ci\Documents and Settings)Gago iy DocumentsiiZo lours, doc

Docurnent Browsed | CriDocuments and SettingsiGago)Deskboplz2tinsert_filel . gif
Pages E:fSachiwardi20_01114thu_thuat_Inan,doc
Ci\Documents and SettingsGagoDeskiopldidang_dichuc, doc

E E:twiordt 100_English_Songs_dich.doc

Create Mew Recent | EXWord,100_English_Songs,doc

Docurnent Files E:Yword)SoYeulilich, doc
E:twiordt TA, doc bt
Address: |E:'I,Sach'l,Wu:uru:I'l,sach_wu:urd.ch L |

E-mail Address

[ K, ] l Cancel

- Text to display: Noi dung hién thi doan lién két

- Current Folder: Thu muc hién thoi

- Browsed Pages: Cac trang web di trinh duyét gan thoi gian hién thoi nhat
- Recent files: Céc file m&i dugc ma gan thoi gian hién thoi nhat.

- Address: Tén dia chi va file chon dé link t6i.

- Nt ScreenTip...: Nhap noi dung khi di chuyén chuét vao lién két s& hién
thi noi dung d6 (Gidng viéc chén chd thich):

Set Hyperlink ScreenTip

ScreenTip kexk:
|r'-.lu;u“i dung hign thi khi di chuyEn chudt d&n link] |

Moke: Custom ScreenTips are supported in Microsofk
Internet Explorer version 4.0 or laker,

[ K l[ Cancel ]

- Nut Bookmark: Pua ra 1 dia chi nao d6 da dat bookmark
4. Chon nut OK dé hoan thanh viéc dat lién két.

* Tao lién két @én 1 file méi sé duoc tao.

3. Tai hop thoai Hyperlink, chon Creat New Document



Insert Hyperlink

| ScreenTip. ..

Link. to: Text to display: |* Tao lign ket dén 1 file mai sé dirgc tao,
Mame of new docunment:
Eisting File ar |Ten File Mai |
Web Page T
Full path:
C:\Daocuments and SetbingstizagaiiMy Documents),
Flace in This
Docurment
ﬂ When ko edit:
Create Mew '
DocUment () Edit the new document later
{*) Edit the new document: now
E-mail Address

Change. .. ] lTarget Frame. ..

[a] 4 ] l Cancel

- Text to display: Noi dung hién thi doan lién két
- Name of new document: Dat tén cho file méi.
- Nt Change... Thay doi lai file lién két da co

Create Mew Document

Save i |E‘| My Docurnents V| <o L!i | Q P (] j * Tools =
- |5 AdobestockPhotos
i I3 ImageFalic
My Recent @MV Music
Docurnents @Mv Pictures
- @My Wideos
@ @CD lours,doc
Desktop IE_]Ten.du:u:
Iy Documents
My Computer
" File name: | = |
Il Mebwork,
Places Save as type: |OFFice Files (*.bikm; *.hkrnl; **.mhit; *, mbtrl; *.doc; *.xIs; * v | [ = l

Ban khong nén chon nit Change nay bai noi dung cua file chon s& bj mat sau
khi nhan nat OK va MS Word s& tu dong tao ra file tring véi tén da chon

cuing vai noi dung file tréng.

- Nt ScreenTip...: Nhap noi dung khi di chuyén chuét vao lién két s& hién

thi noi dung d6 (Gidng viéc chén cha thich):



Set Hyperlink ScreenTip

ScreenTip bexk:

MGi dung hign thi khi di chuvEn chudt d&n link|

Moke: Custom ScreenTips are supported in Microsoft
Internet Explorer wersion 4.0 or laker,

[ Ok ] [ Cancel

]

- Nut Bookmark: Pua ra 1 dia chi nao d6 da dat bookmark

4. Chon nut OK dé hoan thanh viéc dat lién két.

6. Tao siéu lién két (hyperlink) dén dia chi email.

3. Tai hop thoai Hyperlink, chon E-mail Address

Edit Hyperlink

Link to:

Existing File or
‘Web Page

Place in This
Dacument

Create Mew
Dacument

E-mail Address

Text ko display:

E-mail address:

|mailtu:u:suppurt@quantrimang.cum

Subject:

TiBu2088%20email

Recently used e-mail addresses:

mailko: support@quantrimang. com?subjeck=Tigu%20d&% 20email

| ScreenTip...

[0]4

] [ Cancel

)

- E-mail Address: Dia chi email dat lién két tsi
- Subject: Tén tiéu dé

- Recently used e-mail address: Hién thi nhimg email da dugc str dung gan

thoi diém nay nhat.
Noi dung Subject va E-mail Address s& hién thi khi ban di chuyén chuét vao

lién két.

4. Chon ntit OK dé hoan thanh.

7. Tao siéu lién két (hyperlink) dén 1 vi tri trong van ban

1. Trudc hét ban can phai danh dau (dat Bookmark hoic Heading hoic Style) cho
dong van ban duoc link toi.



2. Hay lya chon (bdi den) doan vin ban can tao lién két.
3. Vao Insert / Hyperlink... (Ctrl + K. Hodac nhay chuét phai, chon Hyperlink...)

Insert | Format Tools  Te

Page Murbers, ..

Date and Time. ..
Field. ..
Symbal. ..

_d| Comrment

Reference »

Picture k
File...
[‘__!'_j Hyperlink, .. Crrl+k ]

¥

4. Tai hop thoai Hyperlink, chon Place in This Document

Insert Hyperlink E|Pz|
Link, ko Text to display: |xem | ScreenTip...

Select a place in this document:
Ezisting Filz ar Top of the Document
web Page

Headings

[=)- Bookmarks
Targek Frame..,

Flace in This
Dacument

Creake Mew
Dacument

E-mail Address

I (o]4 ] [ Cancel

Select a place in this document: Lua chon vung tai liéu da duoc déanh dau:
- Top of the Document: Dt lién két dén vi tri dau tién cua file.

- Headings: Dit lién két dén 1 heading nao d6 di co trong file

- Bookmarks: Dt lién két dén 1 dong van ban da duoc danh dau

- Ban ¢6 thé click vao dau + dé hién thi chi tiét cac muc trong Headings,

Bookmarks,...

Sau khi tgo xong ban c6 thé dung chudt click (hodc Ctrl + chugt tréi) vao doan
vin ban vira dat dé chuyén sang vung lién két mdi.



8. Tao va cap nhat danh muc hinh vé (Caption) dwa vao phong cach va
dinh dang.
BuGc 1: Trudce khi ban thyc sy bét diu voi danh muc bang biéu, hinh anh, hay
thém mo ta cho tirng muc. Vi hinh anh d€ thém mo ta, kich chuét phai vao timg
anh va chon Insert Caption. Vi bang va biéu do, trong REFERENCES > Insert
Caption.

REFERENCES MAILINGS REVIEW VIEW

‘_,ﬁ @} Manage Sources

—

ER style: {aPA

= Insert Index +_ [
; [

Bl Update Index

Insert = - Mark Mark
“itation ~ £ Bibliography ~ Entry Citation
Citations & Bibliography C_aptions Index 7
; g ‘ L Insert Caption >

Label your picture or object.

Once you've added a caption, you
can reference your object anywhere
in your document by inserting a
cross-reference.

Figure 2: Fountain

NHU CAU SINH HOC

Buéc 2: Chon mdt nhan c6 sin, hodc nhap vao New Label dé thém nhan mai. Mic
dinh Word c¢6 3 label 1a Figure, Table, Equation, néu ban dung phién ban tiéng Viét
chi can chon Hinh, Bang hodc Biéu d6 ma khong can thém mai.

g ™
Caption 12| = |
Caption:
Options
Label: Hinh ]
Paosition: lBeIow selected item Zl

Exclude label from caption

E New Label... } [Qelete Label ] [ Numbering... ]

| AutoCaption.. | | ok || Cancel |

- A

Nhép tén cho nhan vira thém:



& i 7 @ Xg

Caption
Caption:
Options New Label @I&J
Label:
Label:

Position: 'Hinh|

| Exclude e
~ e = E;_O_‘.“.,p ( , Cancel

_ Mew Labg»

[AutoCaption...] [ OK ] [ Cancel ]

Sau d6 nhan OK.

Déi véi biéu do, bang, ban lam twong tu, nhd 1a loai danh muc nao thi cho vao
ding Label da tao 1a dugc.

Buée 3: Chon kiéu danh sd trong Format, co thé1a 1,2, 3; a, b, ¢ hodc sb La Ma.
Néu mudn danh sé dang 1.2, 2.1 (dé hiéu 13 anh thudc muc nio va 1 anh sd may
trong muc), ban chon Include chapter number, trong Chapter starts with

style chon Heading chtra hinh anh, trong Use separator chon . (period). Tuy nhién
diéu nay doi hoi phai chon diing Heading va trong bai Word c6 danh s6 Heading.
S6 heading phai danh tir Home > Numbering (tirc danh s ty dong, néu ban danh
bang tay no s& hién thi dang 0.1). Néu khong sé& c6 sai sot khi hién thi danh muc,
ban c6 thé sira bang tay nhung néu sd lwong hinh, bang qua nhiéu thi kha ric rdi.
R6i nhin OK 2 1an.

4 R
Caption Numbering &Iﬁ

A | Format: 1,23, .. E]

@ Include chapter number

Chapter starts with style |Heading1 E]
Use separaton: . [period) v
- hyphen -
Examples: Figure II-1, Table ’hj'!&'j_i_|
. [colon} =,
‘ — (em-dash) Y;
T T

[_A_utoCaption...] [ OK ] [ Cancel ]

. -

Budce 4: Chir "Hinh" (Tén Label) s€ hién ra bén dudi (hodc trén tuy theo ban chon),
ban chi can stra lai cho ding véi tén anh minh mubn. Pinh dang ctia mo ta nay co
thé s& bi khac so v6i toan bai. Dé chinh sira ban 1am nhu sau: Boi den dong mo ta

> Home > mé rong dong AaBbCc,..., chon dén ving duoc khoanh xanh bang hinh
vuong (cé chir Caption) > Modify. Tai day ban chon lai font chi, kiéu chit, kich c&
chir cho phu hop.



( NO)JD )llSlF.T DEUGN PAGE LAYCUT REFERENCES MARLINGS REVIEW VIEW
S0k

| G & TSN & &1
53 Times New 8o = | A A AR QP T ey e e® 9 AaBbCi AaBbCi
Y

S AW, A, == w. | - BeEg TNormal T No Spac

£ Format Painter BIIY -ax, x* A-¥-A ~ - | A 3 Mo i
sboad o Font d Pacagraph | AaBbceC AaBbCe
i . 1 ? Subtitle  Subtle Em
AnBaCc AaBbCc

NHU CAU SINH HOC

AaBbC: AaBbCce AaBbC AaBbC: AaBbi

Headngl Hesding2 Headngd Heodingd  Heading

AaBbCe AcBbCc AaBbCe AaBbCc Ac

Enphasis  Intense £ Sreng

Hink 1§: Thap nhu cdu ctia Abraham Maslow

Budée 5: Lam tuong ty v6i cac hinh anh, bang biéu con lai trong bai.

Buée 6: Kich vao khu vyc ban mudn chén danh myc bang biéu. Thuong 1 khoang
dau van ban hodc nhitng trang cudi. Ban khong nén 4n déu cach lién tyc dé chay
sang trang tiép theo, ma dé chudt vao chir cudi cling cia trang trudc do, vao Page
Layout > Break > Page dé ngit trang. Tiép theo, trong tab References,

chon Insert Table of figures.

Document2 - Microsoft Word

T REFERENCES MAILINGS REVIEW VIEW

@/ = Mana?fe Sources @ Insert Table of Figures
- Eé Style: |APA ™ — [ Update Table

Insert 5 Insert

Citation ~ €y Bibliography - Caption [-I5] Cross-reference

P Citations & Bibliography

Captions

Trong Caption label chon nhian muén tao danh muc, & day t6i chon Biéu d6.



Table of Figures -

| Index I Table of Contents | Table of Figures lTable'of Authorities

Print Preview Web Preview
BIEU DO 1: TEXTureieeiireeeeerineee e 14 Bifupd 1: Text -
BIEU DD 2: TEXTveeeieececieeeienenens 3 E Bifueb2:Tea E
BIEU DO 3: TEXT..vvveevreecererseeseaenns 5 Bifved 3: Tea
Bifush 4: Texr
BIEU DO 4: TEXT...oeeereeeerennesinnnens 7 s e
Bifuph 5: TexT
BIEU DO 5: TEXT.eoiiveeeiveeeiineeeinnee. 10 |~ -
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: { ....... E

General

Formats: 1 From template EI

Caption label: | Biéu d .

Include labef il -
Equation
Figure = 2 z
Hinh Lgpﬂons... ] [ Modify... ]
Table ¥

[ ok || cance |

Trong Formats chon Distinctive va trong Print Preview sé& hién thi cho ban xem
trude dinh dang danh muc s€ xuat hién khi chén. Ban ¢6 thé thay doi cho phu hop
véi yéu cau cua tai liéu.




Table of Figures

_—

l Index I Table of Contents

Print Preview

Table of Figures | Table of Authorities

Web Preview

15 B £ 1= AYN———————" 1|+ | [Hiwsl:Tea =
0 e |
VTP 3| | |Hiws2:Tex e

T s B T 5 Hinn3: Toq
g Hine 4: Text
HINH 42 TEXTeeveveeeeeeeeeeeeeeseeeeeneneees 7 S e O
X Hine 5: TexT
HINH 52 TEXT.cusnsninininsnansnanininiuinis 10 | ~ b

[¥] Show page numbers
Right align page numbers

[¥] Use hyperlinks instead of page numbers

Tab leader: { .......
General
Formats: | Formal E
: . |From template ~
Caption label: Classic
Include labe
Centered o
Simple = )
|
| ok || cance |
[ >

Sau cung, chon OK dé chén danh muc vao tai liéu.

Lap lai budc nay né€u ban cé nhiéu nhan can tao danh muc. Trong bai viét nay toi
cheén Hinh va Biéu do, dudi day 1a két qua:

1 )i t 2 3 4 6 A
DANH MUC HINH VE
HINH 1.1: THAP NHU CAU CUA ABRAHAM MASLOW ....coveeeecmmcasrisnsrenscaseanessesetscnassasssesscnnes 11
HINH2.1: QUY TRINH BAN HANG CUA CONG TY ..o 65
DANH MUC BIEU PO
BIEU DO 2.1: THAM NIEN CONG TAC CUANHAN LUC BANHANG ..ot 63
BIEU D0 2.2: DIEM TRUNG BINH THEO DANH GLA CUA NHAN LUC BAN HANG VE CAC TIEU CHI
DAINOO TAT CHINH ... ook oo o e o S i A e 25 64
BIEU DO 2.3: DIEM TRUNG BINH THEO DANH GIA CUA NHAN LUC BAN HANG VE CAC TIEU CHI
DAINGO THONG QUA CONG VIEC ... oot eeeee 68
BIEU BO 2.4: DIEM TRUNG BINH THEO DANH GIA CUA NHAN LUC BAN HANG VE CAC TIEU CHI
DAINGO THONG QUA MOI TRUONG LAM VIEC..........ovuiiiiiiarssieeseenscisestneasnienanaaes 71

Néu font chit

, dinh dang chua vura y, ban nhép chuot phai 1én danh muc, chon Font

va thay ddi lai cho phu hop:



DANH MUC HINH VE

HINH 1.1: THAP NHU CAU CUA ABRAHAM MASLOW ......ooomiiiieecccececeeeeeeeeeeeaeecesnneneneeenns 11
HINH 2.1: QUY TRINH BAN HANG CUA CONG TY .o 65
DANH M1 [TimesNewRoi - [12 ~| & " & Age
BEUDO2.1: THAMNIENCONGTACCUANHA B I U 3% v A ~ 1= v i v Styles Lo 63
BIEU DO 2 2: DIEM TRUNG BINH THEO DANH GIA CUA NHAN LUC BAN HANG VE CAC TIEU CHI
DAINGO TAICHINH ... N 64
BIEUDO2.3: DIEM TRUNG BINH THEO DANH( ‘ANG VE CAC TIEU CH
[y Paste Options:
DAINGO THONG QUA CONG VIEC.......... = 68
BIEU D0 2 4: DIEM TRUNG BINH THEO DANH ¢ o U:; - ‘ANG VE CAC TIEU CHI
DAINGO THONG QUAMOI TRUGNGLAM L 71

Edit Field...
Toggle Field Codes
A Font..

Cép nhat danh muc bang biéu, hinh vé

Maéi khi c6 thay d6i trong tai liéu vin ban, tat nhién s& thay doi vi tri/s6 trang cta sd
liéu, va khi ay, ban can phai cap nhat bang so6 liéu. D€ cép nhat, kich vao danh muc
bang bi€u va an phim F9 hodc nhap chudt phai 1én danh muc, chon Update Field.

DANH MUC HINH VE

HINH 1.1: THAP NHU CAU CUA ABRAHAMMASLOW _......oomimmieeeeeeeeeeeee e 11
HINH 2.1: QUY TRINH BAN HANG CUA CONG TY oo 65
DANH M1 Times New Roi ~ lv12 A A e’;v

BEUDO2.1: THAMNIENCONGTACCUANHA B I U % -~ A ~ i= v i v Styles L. 63
BIEU D0 2.2: DIEM TRUNG BINH THEO DANH GIA CUA NHAN LUC BAN HANG VE CAC TIEU CHI

DAINGO TAICHINH ... v B 64
BIEUDO2.3: DIEM TRUNG BINH THEO DANH( ‘ANG VE CAC TIEU CHi

[y Paste Options:

DAINGO THONG QUA CONG VIEC .......... o 68
BIEU D0 2.4: DIEM TRUNG BINH THEO DANH ANG VE CAC TIEU CHI

DAINGO THONG QUA MOI TRUONG LAM ............................... 71

Toggle Field Codes
A Font..

C6 2 tiry chon cap nhat danh myc bang biéu 1a chi cap nhat sb trang (Update page
numbers only) va cap nhat toan by danh muc (Update entire table). Néu chi thay
do6i so trang ban chon cai dau tién, néu co stra tén anh, bang, biéu thi chon céi dudi.



(2 )

Word is updating the table of figures. Select one of
the followmg options:

HINE 1.1 DI AP Il e e et o O . i 11

Update Table of Figures

HINH2.1: QUY TR el || 63
BIEUDO 2.1: THAM ' : BAN HA 63
BIEU DO 2.2: DIEM TRUNG BINH THEO DANH GIA CUA NHAN LUC BAN HANG VE CAC TIEU CHI
DAINGO TAI CHINH 64
BIEU D6 2.3: DIEM TRUNG BINH THEO DANH GIA CUA NHAN LUC BAN HANG VE CAC TIEU CHi
DAI NGO THONG QUA CONG VIEC 68
BIEU DO 2.4: DIEM TRUNG BINH THEO DANH GIA CUA NHAN LUC BAN HANG VE CAC TIEU CHi
DAINGO THONG QUA MOI TRUONG LAM VIEC : - : 71

9. Panh diu/x6a diu chi muc (Index) chinh, chi muc con.

Chi muc tot hon danh sach; chi muc 1a truc quan va thich hop, can co k¥
nang dac bi¢t. Mac du tinh nang 1ap chi muc cua Word 1a manh va dé dang
thuc hién, chia khoa cho chi muc tot 1a ké hoach thuc hién.

Muc lyc 1a chi muc chir cai trong cac tir chinh trong cudn sach hodc tai liéu;
chi muc 1a danh sach hoac cac myc tuong ddi trong thur tu chir cai. Khac biét
la gi? Muc luc 1a tap hop cac tir trong khi danh sach chi muc (lién quan) co y
nghia trong pham vi ctia cic tac pham viét. Chi myc cho thay két qua cia
mot vai phan tich va kién thirc cua tir.

Pay 14 loai chi muc doi hoi phai 1a chuyén gia trong van dé nay vi danh dau
cac muyc trong tai li¢u thuc té. Khi tao ra cac chi muc, Word st dung céc thé
dé xac dinh cac chi muc. N6 mat nhiéu hon hodc mét phan, nhung két qua la
hiru ich hon véi nguoi doc.

Chung ta thuong thy cross-references, trong d6 c6 hai loai: Xem va Xem
thém. Mot diém tham chiéu xem dén vi tri chinh x4c cho tai liéu tham chiéu
ma khong xac dinh tai diém d6. Thay vi tim kiém khong c6 gi, chi muc dua
nguoi doc dén muc khac. Day 1a loai tai liéu tham chiéu c6 thé gay phién
nhiu, vi viy st dung chiing mot cach khén ngoan. Néu khong co gi gia tri
theo ngir canh 1a tai diém do, tai sao su dung cac muc & tat ca? Xem thém tai
liéu tham thiéu muc lién quan ma ngudi doc c6 thé tim thay hitu ich ngoai
muc hién thoi. Chiéu dai cua tai liéu, chu d&, va sy phic tap s& dua ra quyét
dinh dé sir dung cross-references.

Trudce khi bat dau danh dau 1én cac tai li€u, can c6 ké hoach. Néu to6 chuc céd
quy uoc chi muc, thi OK. Néu khong, day 1a mot s6 di€u can xem xét:



o S& cross-reference? Néu vdy, s& bao gdm tai liéu tham chiéu Xem?
« Cach xur Iy (ngtr phap) cac bai bao nhu The va A?

o Cach sap x&p cac s0 - bang chir cai hodc s6 luong?

e Cach hién thi cac tham chiéu ma ndi nhiéu hon mét trang duy nhat?
o Li€u chi muc table of contents va cac heading khac?

Lo1 khuyén cua t61 1a ga“in thé sau khi ban da thuc hién xong van ban, chinh
stra, va dinh dang tai li¢u.

Céc Index Tag la case- va space-sensitive. Noi cach khac, cac tir "Cardinal"
va "cardinal" 12 khong giéng nhau; ca hai s& xuat hién trong chi muc. Tuong
tu nhu vay, "Cardinal" va "Cardinal" s& khong sap xép lai voi nhau. Cac ky
tu trong & dau sau nay s& budc d6 nhap vao top cia chi myc.

P4nh diu vin ban
Sau khi 1én ké hoach noi dung cho chi muc, bat dau gén thé nhu sau:

1. Chon céc thuat ngit ma chiing ta muén danh chi muc. Trong vi du nay,
chon cum tir Insert tab trong dong dau tién ctia doan van dau tién. Nhu ban
c6 thé thiy, diém nh4n khong bao gdém céc khoang tring trudc hodc diu
phay va khoang tréng theo cum tir.
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Galleries.....en
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Theming

Using Galleries.....uin

FOrmatting text.......u

L N

Formatting documents.

Galleries

On tne IBSEREAE. 1he gateries inciude items that are designed 10 coordinate with the overal ook of your
dotument. You ¢ use these galeries 1o Insert tables, headers, footers, ists, cover pages, 3nd other documant
buldng blocks, When you treate pictures, charts, or diagrams, they 850 coordanate with your current document
0oL

Galleries

Formatting
You can easily change the formatting of selected textin the document text by choosing a look for the selected text
Use Quick fromthe Quick Styles galary on the Home tad, You can 250 format text directly by using the othaercontrols on the
Styles Home tab, Most controis offera choike of using the ook from the current theme or using a format that you specify
directly

Theming

To change the overall Iook of your document, choose new Theme elements on the Page Layout tad. To change the
looks avallabie In the Quick Style gafiery, use the Change Current Quick Style Setcommand. Both the Themes
gallary and the Quick Styles galiery provide reset commands 50 that you can always restore the lookof your
document 10 the original contained in your current tamplate

2. Nhip vao tab References, va sau d6 nhap vao Mark Entry trong Index
group - hodc nhan [Shift] + [Alt] + [x]. Trong Word 2003, chon Mark Index
nhap vao menu Insert. (Néu 1énh nay khong c6 sin trong Word 2003, sir
dung phim tit hodc xem céac 1énh Word 2003 dudi ddy.)

3. Nhén vao Mark



Mark Index Entry dpd

Index
Main entry: |Insert tab
Subentry:

Options
" Cross-reference: |$ee

{* Current page

" Page range
Bookmark: | =
Page number format

[~ Bold
[ Italic

This dialog box stays open so that you can mark multiple
index entries.

| Mark I Mark all Cancel

Két qua tag duoc hién thi

T T e T o T e T ]
I D A O S s e L R B R R B R G S R e e SRS

PO N A0 s AR5 8 AR D W SO AR T a———

O A A T T I B T o R R S B R RS R e S T i
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Galleriesq|

On-the-Insert~té£)I;X_E-"Ins_er_t{ab_'_‘_-}J;ﬂ\e-galleriesdncIude-items-that-are-designed-to~coordinate~\'.'ith-thn
of your document. You<anuse-these-galleries-to-insert-tables,-headers, footers, lists,- cover-pages, and
document-building-blocks.-Whenyou-create-pictures,-charts, or-diagrams, they-also-coordinate-withyc
document-look.

* Formatting
You-can-easily-change-the-formatting-of selected-text-in-the-document-text-bychoosing-a-look-for the:
Use-Quick-  fromthe-Quick-Styles-galleryon-the-Home-tab.-You-can-also-formattext-directly-byusing-the-othercor
Styles¥ Home-tab.-Most-controls-offer-a-choice-of -using-the-look-fromthe-currenttheme-or-using-a-formattha
directly. 1

Tag {XE "Insert tab"} 1a truong gdm céc vin ban duoc danh déu va cac
thudc tinh bd sung, chang han nhu cross-referencing. Trong vi du don gian
nay, chung ta di khong thay d6i bat ky gia tri mic dinh. Chung ta khong noi
thém cross-referencing hodc 4p dung bat ky dinh dang dic biét. C6 thé co



nhitng lya chon khéc. Trong tai li¢u voi nhiéu tai li¢u tab references, co thé
mudn Tab muc chinh va Chén subentry. Tham chi c¢é thé lam ca hai, cross-
references c6 thé sap xép.

Thém thé chi myc thir hai bﬁ’ng cach danh dau galleries & dong qdéu tién, nhu
trong hinh. Lan nay, thay thé galleries vdi gallery trong viéc kiém soat Main
entry va sau do nhap vao Mark All.

0Mhe~lnsevt‘tabﬁ-XEf'lnser(-tab‘_-}}themmel?:f Jitems-that-are-designed to-coordinate-with-the-overalldook-

of-yourdocument. You<anuse-these-galleries-to-ins bles, headefs footers, ists,- cover-pages.-and-other-
document-building blocks.-Whenyou-create-pictures, charts,or-diag [T LB Ur T A= s }_l_] rrent:
document-look. 1 -

>, . Mangntry: |gadlery

Formattingy siectry: [

You-can-easily-change theformatting-of selected-text-in the-documer gy ed- text:
Use-Quick-  fromthe-QuickStyles-galleryonthe-Home-tab. You-can-also-formati ¢ crosreference: fsee -on-the:

Styles® Home-tab.-Most-controls-offer-a-choice-of-using thelook-fromthe-cu’ & ciack nage specify-

directly. 9 " Pagsraces

Theming] P b ot

To-change-the-overalllookof your document, choose-new-Theme-ele pokd hgethe:

looks-available-in-the-Quick Style-gallery, use-the-Change-CurrentQui [~ pak 3

gallery-andthe-Quick Stylesgallery-providereset.commandsso-that:y n"::*'w‘ peni sath vk sl -

document-tothe-original-contained-in-your<urrenttemplate. ¢

0 || || o

Co6 thé khéa giéi han va thay doi muc.

Nhu ban ¢6 thé thay trong hinh, cac thé chia tir gallery thay vi galleries. Mic
du gallery la chi muc, chi muc s€¢ tham chiéu cac diém cho galleries. Ngoai
ra, bang cich nhin Mark All, danh diu tit ca cac truong hop gi6i han
galleries trong tai liéu, ngoai trir trong cac bang cta ndi dung va tidu dé.

GalleriesY|

On-the-insert- (ab{ XE-"Insert- tab™: J, the- gallenkzs{___i galleg,)mclude -items-that-are-designed-to-coordinate- with-
the-overall-look-of your-document.- You-can-use-these: gallenes{"xﬁ galle )to ‘insert-tables, - headers,: footers,
lists,-cover-pages,- and-other-document-building-blocks.-When-you- u-create- p:ctures charts,-or-diagrams,-they-also-
coordinate with-your-current-document:look.9

" Formatting]|
You-can-easily-change-the-formatting: of-selected: text-in'the-document- text-by.choosing: a-look-for-the:selected- text:
Use-Quick-  from-the:-Quick-Styles-gallery-on-the-Home-tab.-You-can-also-format-text-directly-by-using-the-other- controls-on-the-
Styles9 Home-tab.-Most-controls- offer- a-choice-of-using-the-lock from-the:current- theme:- or-using-a-format- that .you-specify-
directly.§

-
Themingy|
To:change-the-overall-look-of your-document,: choose: new-Theme:elements: on-the-Page:Layout-tab.-To-change-the-
looks-available-in-the-Quick-Style-gallery,-use-the-Change- Current: Quick-Style-Set-command.-Both-the Themes-
gallery-and-the-Quick-Styles-gallery-provide- reset-commands-so-that-you-can-always-restore- the-look-of-your-
document-to-the original-contained-in-your-current-template.§

Thé thw hai la khac nhau.



Bay gid, ching ta hay nhin vao muc phuc tap hon - Quick Styles trong doan
thtr hai. Trong thuat ngt Word, Quick Styles la gallery. Nhu vay, no6 s€ hop
1y gobm hai myc: mot cho Quick Styles, va mot dudi gallery.

{XE "Quick Styles" \ t "See also gallery"} Nhép Cross-reference trong ph?}n
Options va thém cac van ban Xem gallery d€ thém tham chiu cheo dén
gallery cho cac myc main entry Quick Styles. Co \t bi€u thi tham chi€éu chéo.

{XE "gallery: Quick Styles"} Nhap gallery nhu van ban Main Entry va
Quick Styles nhu van ban Subentry dé vao Quick Styles nhu subentry dén
gallery.

Hinh cho thay két qua ctia viéc thém hai thé chi muc:

[Mark Index Entry iR [Mark Index Entry _kdP3]
Index — S Index - ~
Man gotry: | Quick Styles Man gektry: [gallery
Sbertry: | Sbertryr  [Qfick Styles
Optices Options
 Grosseeference: [See viso pallery € Grosseferegon: [see
" Currect page & Cureek 2ot
" Page ranoe \ © Pagen ronon
[ | = Bockatart =
Page number format Parge rusmber formit
I god I pod
I~ ok ™ pok
This dhalog berx stays cpen 50 that yol con ek muliche This dalog Box SLalys open 50 Ehak you can mark muliple
ndox erkrios, index erkries.
wak | s caxel | [Tk [] meka | coxa |

* Formatting
Voutan'easiIythange-thgfgmummnhﬂmed:tgmmedocumgmhggsinga'Iook-for'theselected-text-
from the-Quick Styles{XE-"Quick-Styles"\t-"See-also gallery  J XE-"gallery:Quick Styles Fgalleryon-the Home tab.-
Youcan-alsoformat-textdirectlyby-usingthe-othercontrolsoniheHometab-Most<ontrolsoffer-a-choice-of using:
thelookfrom-the-currenttheme-or-using-a-format-thatyou-specify-directly.§

Vin ban tuong tu c6 thé dugc danh ddu dé tao subentries va tham chiéu
chéo.

Tao index mgt cot.

Ban s€ tim théy muc mot cdt, tuong tu nhu trong hinh, dé dang dé tht va
chinh stra. Chi muc bao gom cac muc dugc gan thé va s trang ma ching
xuat hién. Chi muyc cling chén mot ngat doan tu dong.



Use-Quick:
Stylesq

CUL AT ||
Youcan-easilychangethe formattingof-selectedtextin the documenttextbychoosingalookforthe selectedtext:
from-theQuick-Stylesx-X&'Quick-Swles"-\t-'See-alsogalIery’wiXE-"ggIleg:Qui(kStyles"~i-galleryon-the{~lome“lab.-
Youcan-alsoformattextdirectlybyusingthe-othercontrolsonthe-Hometab.-Mostcontrolsoffer-a<hoice-of-using:
thedookfromthecurrenttheme-orusingaformatthatyou-specifydirectly.q

" Themingy
To<hangetheoveralHook-ofyourdocument,choosenew - Themeelementson-thePage-Layout-tab. Tochangethe-
looks-availableinthe Quick-Style-gallery, usethe-Change Current Quick-Style-Set-command. 8oththe Themes:
gallery-andthe Quick-Styles-gallery-provideresetcommandssothatyoucan-alwaysrestorethedookof your-
documenttothe-originalcontainedinyourcurrenttemplate.§

1
1

gallery,-19
Quick-Styles, 19
Insert-tab, 19
Quick-Styles.-See-alsogalleryl e (i
1

10. Cap nhat chi muc dwa trén cac muc dwo'c danh dau.

Use Quick:
Stylesq

FULIauang ||

Youcan@aslzthanie'them 2| xllocumer

fromthe KE* jocden -XE-"gi
Youcanalsoformattext< mwngen [Gacvemm  pnthet
thelookfromthecurrent ey [ pecfyd
5 . otins

Theming¥y L
Tochangetheoverallioo © Gamtasn emeele
looksavailableintheQuic © Pasrices entQui
galleryandthe Quick-Styl.  &sess | =1 bothats
documenttothe-original- L 9
1 r

I pak
1 BT TRY :
Index¥ e actres. R B
gallery, 19 [ |

Quick-Styles, 19

Incarttah 16

rus llldl.llllg [}
Youcan-easilychangeth, of selected textinthedocumenttextbychoosingalookforthesel
UseQuick:  fromthe-Quick-Stylés{:XE-"Quick-Styfes" -XE"Quick-Styles"-\t-"See'aIsogallery"*-XE-'gglleg& ickStyle
Styles§ gallery-onthe-Home1ab: g ormattextdirectlyby-usingthe-othercontrolsonthe-Hometab. 4
controlsofferachoice-of usingthelookfromthe currenttheme-orusingaformatthatyou-specifydirect

*Theming¥

Tochange theoveralliookgfyourdocument, choosenew ThemeelementsonthePage-Layouttab.To<

looks-availableinthe Quick-Style-gallery,usethe-Change Current Quick-Style Set-command. Boththe The

gallery-and the Quick-Stylés-gallery-provide reset commandssothatyou<can-alwaysrestore-theiookofy

documenttothe-originglcontainedinyourcurrenttemplate.

1

1

Index9

gallery, 19
Quick-Styles,

Inserttab,19

Quick-Styles, 1,-See-alsogallery® (G

1

Mé rong

Ban d3 hoc duoc rat nhiéu, nhung con nhiéu hon nita. Cé mot sb tuy chon
ma ban c6 thé su dung dé tao ra mot chi muc tién tién hon. Vi du, co thé tao
ra mdt subentry thtr hai bang cach tach van ban véi ky tu ddu hai chdm (¢).
Muc cap ba (va hon nita) hiém khi can thiét, nhung Word cho phép tao ra
nhiéu cap do.



Co6 thé dinh dang cac muc trong mdt vai cach sau:

o Trong hop thoai Mark Index Entry, st dung tuy chon Page number
format dé dinh dang s trang.

o Trong thé, ap dung dinh dang cho van ban nhap.

o Trong thé, st dung co.

C6 mot s6 co ¢d thé chen vao cac thé dé gianh quyén diéu khién nhiéu hon:

Str dung \b d¢ in ddm muc.

Str dung \i dé in nghiéng muc.

Str dung \t dé thém tham chiéu chéo.
St dung \r dé tham chiéu bookmark

Ban c6 thé sir dung co nay dé tao ra mot loat trang.

Hop thoai Mark Index Entry co nut ¢ phia dudi goi la AutoMark. Su dung
nat nay d¢ tao ra chi muc Concordance.

Khong can phai déng hop thoai Mark Index Entry mdi khoadanh dau muc.
Dé hop thoai mo trong khi danh dau cac cum. Néu diéu khién Main Entry
khong cap nhat cdc vin ban mdi, click vao bén trong. Sau khi diéu khién
hién thi cac van ban méi, thiét 1ap cac tuy chon can thiét, va nhan Mark hodc
Mark All. Lap lai cho dén khi Mark thuc hién. Sau d6 dong hdp thoai.

Str dung tiiy chon Show/Hide trong nhém Paragraph trén tab Home dé an va
hién thi cac thé chi muc khi can thiét.

11. Chéen Bookmark.
1. Pit tré chudt hoic boi den doan dong mudn dit lién két dén.

2. Vao Insert / Bookmark...

Insert | Format  Tools  Te

Break. ..

Page Murbers, ..
Date and Time. ..

Symbal. ..

Picture k
| Bookmark. ..
% Hyperlink...  Chrl+k

¥

3. Xuét hién hop thoai Bookmark



Bookmark

X

Bookmark name:
|Dat_ten_Eh:u:ukmarks|
HEM

Sortby: (8 Mame () Location
[ ] Hidden bookmarks

Cancel

- Nhép tén danh dau tai 6 Bookmark name (Tén nay phai bat dau tir chir céi
va khong ¢ ky tu dac biét nao)

4. Chon nat Add dé hoan thanh viéc dat Bookmark

12. Chen Cross-reference

Trudc tién véi cac phién ban word 2007 2010 2013 2016 trd 1€n thi cac ban
co thé dé dang thao tac Rg:ferences bang tab nay. Sau khj chon cac ban
chon Manage Sources dé tao va quan 1y sach cac ban can cho vao tai li¢u

vforum.vn.docx - Word

DESIGN PAGE LAYOLI} REFERENCES MAILINGS REVIEW VIEW

1 [ Insert Endnote FL\]/ oy Manage Sources [ Insert Table of Figures E
) &

AB Next Footnote ~ | —  [@Style: IEEE  ~ pdate Table
] ‘ Insert C Insert Mark
ote =l Show Notes Citation - = Bibliography ~ Caption (=] Cross-reference Entry
Footnotes a Citatio_n»s_'& Bip_l_io}_gra_rp_h.y _C.a_rptionsr
ERETEE - T N Y A T Y |

A Manage Sources

(I
Organize the sources cited in your
document.

You can edit and remove sources, \ W fonumiun)
1 ctra sO tao nguon tai li¢u tham khdo s€ hién thi Ién

o Type of Sou rce: Loai sach tham khao 1a gi c6 rat nhiéu thé loai khac
nhau ban ¢6 thé chon cho hop Iy hodc chon méc dinh 1a Book

o Languague: Ngon nglt chon mac dinh hodc ngdn ngir ciia cudn sach
do

o Author: Tac gia cuér} sach

o Corporate Autor: Bong tac gia



Titile: Ty dé cua sach

e Year: Nam xuég ban
o City: Thanh pho
o Publisher: Nha xuat ban

Céc ban s¢€ thém thong tin sach cua minh vao

Type of Source %Eook

o p—

Bibliography Fields for |IEEE

Language ?E)efault

H

Author \LBenjamin Graham

| Edit |

[ Corporate Author |-

Title [The Intelligent Investor

Year FQSb

City [La

Publisher 2|

|:| Show All Bibliography Fields
Tag name Example: Adventure Works Press

Benso \

Vi du minh tao 1 cudn sach dau tu thong minh ctia Graham, cudn nay sé
thém vao Source Manager - Quan ly nguon tham khao, ti€p tuc cac ban chon
New dé thém nhiing cudn sach tham khao khac

Search: |

| Sort by Author

Sources available in: I "r
Master List ‘ =

Graham, Benjamin; The Intelligent Investor (1950)

Preview (IEEE):

Current List

cited source
placeholder source

Citation: [1]
Bibliography Entry:

[B

Y Vforum:vn)

Vi du ¢ day minh thém khoang 7 cudn sach khac nhau, tuy nhién minh chi
tham khao trong van ban 3 cuon sach nhu hinh phia dudi minh s€ chon 3
cuon sach nay va chon Copy sang phan Current list



Search: | ‘ Sort by Title —\7]

Sources available in: | P e— |
2 | Browse.. |
Master List At R

Against the Gods, Bernstein, Peter Copy -
Common Stocks and Uncommon Profits, Fisher, Philip }———j }—‘
Irrational Exuberance, Shiller, Robert I Deleté o
One Up on Wall Street, Lynch, Peter o=

Current List

Reminiscences of a Stock Operator, Lefevre, Edwin =
The Intelligent Investor {1950). Graham. Benjamin Edits
The Theory of Investment Value, Williams, John Burr

¥ cited source
? placeholder source

Preview (IEEE}:
Citation: [[index]]

Bibliography Entry:

[B.

V' \Vforum:vnj

Sau khi copy ching ta sé c6 danh sach tham khao sir dung l1a 3 cudn, cac ban
cing luu y la déu check déng truée néu 1a check thi 14 d3 st dung ? 1a chua
su dyng, néu ban copy nhiéu tai li€u sang nhung chua insert vao van ban thi
s& hién thi ddu hoi chdm. X06a néu khong can thiét vi cudn sach khong duoc
su dung.

N
Search: W | |sort by Titte Z]

Sources available in: s

N | Browse.. | R
Master List L Current List

Against the Gods, Bernstein, Peter | <-Copy ‘ Common Stocks and Uncomman Profits, Fisher, Philip
Common Stocks and Uncommon Profits, Fisher, Philip e Reminiscences of a Stock Operator, Lefevre, Edwin

Irrational Exuberance, Shiller, Robert [ ‘ The Intelligent Investor (1950}, Graham, Benjamin

One Up on Wall Street, Lynch, Peter &
Reminiscences of a Stock Operator, Lefevre, Edwin T —
The Intelligent Investor (1950), Graham, Benjamin L Jf‘t ‘

The Theory of Investment Value, Williams, John Burr ‘
New..

¥ ated source
? placeholder source

Preview (IEEE}:
Citation: [2]

Bibliography Entry:

[E

A\ Wiorum:vn)

Sau khi tao 3 cudn sach trong Current list minh s& insert ngudn tham khéo.
Vidu 1 doan nao do6 ban c¢6 trich dan cuon sach nao do thi dat tré chuot vao
phan cudi trich dan --> Chon Insert Citation



vforum.vn.docx - Word

|

PAGE LAYOUT | REFERENCES MAILINGS REVIEW VIEW

isert Endnote (—)\/ @ Manage Sources [ Insert Table of Figures D [] Inse
ext Footnote ~ BStyle [IEEE  ~|| “— [} Update Table ™ Upc
Ins . - Insert Mark
now Notes Citation~ ED) ography - Caption Bj Cross-reference Entry
otes F} Citations & Bibliog Cgptiqqs : Index
T TR N Y STy

Insert Citation
1 Ildllg Yuy LU Ligu uurn o uiv Lud ol

Credit a source of information by o inh (va bao cdo thwong nién) hang
citing the book, article or other
material it comes from.

You can choose from a list of saved
sources, or add a new one. Word
will format citations according to
your selected style.

phiéu sau khi théng tin dwoc
va gia c6 phiéu cGa doanh nghiép.
y

\

P~ m lai va A Lidn rir aidi nhdn rha Anaanh nn

Chon sach ma ban da tao, vi du ndy minh tao 3 cudn sach va minh chon cai
dau tién

vforum.vn.docx - Word

PAGE LAYOUT | REFERENCES | MAILINGS REVIEW VIEW

t Endnote “p @ManageSources [ Insert Table of Figures T;LI [£] Insert Inde:
Footnote ~ - Style: 'IEEE Al = O Update Table [ Update Ind
Insert - - Insert Mark

v Notes Ch&tion' Er BiDW Caption (]3] Cross-reference Entry
el s : 2index
= Common Stocks and 0 i o7 i om0 et S s 2N i e S S S L

Uncommon Profits 1 HdiiEg YUy U UIZU UV VT LU Lud LUUL SUl

h (va bao cao thwdng nién) hang quy, b:
T;l'ig‘te”'ge“t Investor, g trim cong ty Thedc nhigu nganh khac nhau. N&u mé
V) o os 5 R 5 ¢ o
KR : ; dinh vé tinh hinh tai ¢ cua cac doanh nghiép tron,
Lefevre, Edwin 2 I 5 . 2 e 5
- # nhay cam phan tich cia mintgén canh do, can chu
Reminiscences of a Stock Sy 5 3 e AR
Operator gia c6 phiéu sau khi thong tin duoc bd va cd gang
chinh va gia cd phiéu cta doanh nghiép.

Graham, Benjamin a0 cao ta

E Add New Source...
% Add New Placeholder..  twong lai va du ki€n cic giai phdp cho doanh nghiép: 1
de phan tich, phan tich tai chinh ¢é muc dich chinh |3 gitp cai thién tinh hinh tai:
tranh cta doanh nghiép. Mét nha phan tich tai chinh gidi khY,‘]mmmt

Két qua sé hién thi mac dinh 1a tén tac gia va nam xuat ban, néu ban muon
hién thi khac thi ti€p tuc lam, minh chén vi du mau 3 doan dugc trich dan tir
3 cuodn sach khac nhau



thuwdng xuyén doc va nhan dinh vé tinh hinh tai chinh cta cac doanh nghiép trong nhiéu nganh
anh ta s& s&m danh mat sw nhay cdm phan tich ciia minh. Bgn canh dd, can chi y xem s6 liéu ti
tac dong nhu thé nao dén gia ¢8 phiéu sau khi thAgg tin duoc b8 va ¢ gang nhan dinh vé

quan hé gitra tinh hinh tai chinh va gia cd phiéu cua\goanh nghiép. (F®¥her, 1945)

- Tién liéu duoc trién vong twong lai va du kién cac gidaiNghép cho doanh nghiép: Phan tich khén
dé phan tich, phan tich tai chinh cé msdich chinh |3 giG\cai thién tinh hinh tai chinh va nang |
tranh cta doanh nghiép. Mat nha phan tidg tai chinh gi@(Graham, 1950) |v b phan tich xong m¢
nghiép s& phai chi ra dwoc: diém manh, diémyyéu cta doanh nghiép, cac giai phap va buwdc di ci
dé cai thién vi thé trén thi tredng, tinh hinh taishinh va nang luc canh tranh cia doanh nghiép.

- Thuding xuyén bam sat va trao d8i véi nhitng ngudlJam thure tién tai doanh nghiép: Ngudn the
viéc trao ddi voi nhivng ngudi lam thue tién gitip cho N1Ng phan tich kiém nghiém lai nhitng nhai
clia minh v@ nganh ngh& co st véi thuc tién hay khong vagling tir d6 phat hién ra nhirng van d
doanh nghiép trong tirng nganh nghé dang phai ddi mat. (Lefevre, 2001) AV fonumivig

Sau khi chén xong hét cac ban kéo xudng cudi trang va chén Danh sach trich
dan tai liéu tham khao ma ban da thém vao thu vién bang cach
vao References --> Chon Bibliography
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Insert N — | Insert Mark
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L1, D. (2006}, How to Wirite Biblogrophies, Chicago: Adventure Works Press,

References
References
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E [Insert Bibliography

\ AV fonumtvn)

Két qua chiing ta s& c6 danh sach & cubi trang, cic ban danh Titile sao cho
hop ly thong thuong 1a: Danh sach tai liéu tham khao, Nguodn tai li¢u tham
khao, tai liéu tham khao....

[yTai liéu tham khao

[1] P. Fisher, Common Stocks and Uncommon Profits, 1945.
[2] B. Graham, The Intelligent Investor, LA: 2, 1950.

[3] E. Lefevre, Reminiscences of a Stock Operator, 2001. A W forumivn

Tuy nhién refrencer chwa hién thi ding ¥ ban vi trich dan thuong dung la
chuan IEEE, thi ban click vao danh sach ¢ cuoi trang hoac click vao phan
chén nguodn sau do vao References --> chon IEEE
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13. Cheén Quickparts

Cach tao Quick Parts trén Word:

Bwoec 1:

Dé tao Quick Parts trén Word, chung ta can chén dbi twong mudn chuyén
sang Quick Parts vao ndi dung. Trong vi du dudi day, to1 sé chuyén bang
biéu 2 x 2 thanh Quick Parts, nén s€ chén bang bi€éu d6 vao ndi dung tai liu.
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I‘Table Style |
Options ~

Bwoec 2:

Khi d3 tao duoc ndi dung, nguoi dung bdi den va nhin chon vao tab

Insert trén thanh Ribbon. Sau d6 nhan tiép vao nit Quick Parts roi chon
tiep Save Selection to Quick Parts Gallery hoac nhan t6 hgp phim tat Alt +
F3.

icrosoft Word Table Tools - O X
Mailings Review View I Design Layout | @
Hyperlink ‘ @ Header v ' A= Iﬁ Quick Parts :I@'II 7T Equation ‘
Bookmark 2| Footer ~ ; @J Document Property »
Cross-reference || |=] Pagefumber > || Boxv 4= | Freld..

Hoks He" : ;‘e . —'io{i’ 1 I j [ ’Q\ §unlding Blocks Organizer...

LB E,‘@ - Get More on Office Online...

& Save Selection to Quick Part Gallery...

CI ST

il

Buwdrce 3:

Tiép dén xuét hién giao dién Create New Building Block. Trong
muyc Name’» nguoi dung s€ dat tén cho Quick Parts d6. Cudi cung
nhan OK dé¢ Iuu lai Quick Parts do.



Trong trudng hop mudn tao nhiéu Quick Parts trén Word, chung ta s& tao cac
chuyén muc riéng biét va sap xép cac Quick Parts vao cac chuyén muc tuong
ung da tao dé phan loai chung trong Category.

Create New Building Block ? X
Name: Table|

Gallery: | Quick Parts ek
Category: General v
Description: - |

Save in: | Building Blocks v
Options: | Insert content only [ ’

I OK I Cancel

Quick Parts trén Word hd tro nguoi dung tao bat ky noi dung. Ban c6 thé tao
bang biéu nhu trén, hodc dién ndi dung vao bang sau do tao thanh Quick
Parts déu dugc. Cach thyc hién déu tuong tu nhu nhau.

Céach chen Quick Parts vao Word:

Khi da tao dugc Quick Parts va luu chiing vao trong thu vién, ban s€ tién
hanh chén nd1 dung do6 vao tai liéu.

Bwoec 1:

Khi ban nhip vao nat Quick Parts tir tab Insert, s& xuét hién trinh don x
xuong voi hinh anh xem trude cua tirng Quick Parts da tao trude do.
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B BT
Page Text
umber~ | Box~ !
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v 400000 5t Table
18 Yi¢6 trimh bay [ ;
¥ nhign, yigg chi ’
&n duog do Facel

| 2% Signature Line ~ n S‘z

Equation Symbol

13 5 odc ta1 L.
1iéy font chirda ¢ L& Document Property 5
ﬁm&b&s @QRE =] | Field...

Building Blocks Qrganizer...

Get More on Office Online...




Tim t6i vi tri ndi dung tai liéu mudn chén khéi van ban, sau d6 nhap doi
twgng can chén vao ndi dung trong danh sach Quick Parts la dugc. Chung ta
tiép tuc thuc hién thao tac twong tu dé chén cac khoi van ban khac trong tai
liéu.

B ocument2 - Microsoft Wor -
‘ ) - D t2 - Mi ft Word O X
Home Insert ' Page Layout References Mailings Review View ‘@
j [j EIE P~ =) =] Header ~ | Q2
% 5l Footer~
Pages Table Picture (i 5 Links Text | Symbols
2 A;-? .\"1 g |#] Page Number ~ = S
| Tables || IIIusl a. ayrs /| A0 Y | Y| HeaderdpFeorer ) |
I — o R <
or

mwmwmmmmmmmm
E khong ho tro dinh dang PDF.
&

: [ I ]
< [ I ]

: Byoe 1:

| Trwgc het. ching ta s§ truy, cap VA0 trang cil gia Pdf2Social
theo link dydi day

Py [ [

: Buds 2

) AL
Page:10f1 | Words: 135 | & i@v@

3. Cach x6a Quick Parts trén Word:

ii;_ii
]

Trong truong hop nguoi dung khong con st dung Quick Parts da tao thi nén
x6a chiing dé 1am gon danh sach Quick Parts.

Bwoec 1:

Nguoi dung ciing nhip vao tab Insert réi click chudt vao Quick
Parts. Nhap chuét phai [én doi tugng khoi van ban mudn x6a. Sau dé nhan
chon ti€p vao tuy chon Organize and Delete trong danh séch.

|& Signature Line ~ 7'c Q

5 Date & Time
’9d Object ~

Text

Equation Symbol
BOX v v v

Insert at Current Document Position

Insert at Page Header

ial Insert at Page Footer
Table Insert at Beginning of Section
) . [ Insert at End of Section
&gbﬁ}:; Insert at Beginning of Document =
&L@&Q&lﬁl Insert at End of Document

Edit Properties...

Organize and Delete...

)

eonc Add Gallery to Quick Access Toolbar
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Bwoc 2:

Xuat hién giao dién hop thoai Building Blocks Organizer. Tai ddy ching ta
s€ nhin thay danh sach cac Quick Parts. Nhap chuét vao Quick Parts mu6n
x06a roi nhan Delete ¢ bén dudi dé xo6a trong danh sach.

Building Blocks Organizer ? X
Building blocks: P GCE E) bu'c'mg block to see its preview
Name Gallery Category Tempiate QIR RSES “--,\7- {a)]

Brackets 2 Page Num... Plain Number Building Blo...
Brackets 1 PageNum... Plain Number BuildingBlo.. | ||  .awes -
Bold Numb... PageNum.. PageXofY Building Blo...
Vertical Line  Page Num... Plain Number Building Blo...
Bold Numb... PageNum.. PageXofY Building Blo...
Bold Numb... PageNum.. PageXofY Building Ble...
AccentBar2 PageNum.. PageX Building Blo...

AccentBar1 PageNum.. PageX Building Blo...

Quick Parts ~ General Building Blo...

Quick Party Building Blo...
Table Quick Part} Building Blo...
Manual Table Tableg Building Blo...
Automatic ... Tab Building Blo...
Automatic ... Table of & n Building Blo...
Calendar4  Tables Building Blo...
Calendar3  Tables Built-In Building Ble...
Calendar2  Tables Built-In Building Blo...
Calendar1  Tables Built-In Building Blo...
With Subhe... Tables Built-In Building Blo...
With Subhe... Tables Built-In Building Blo...
Matrix Tables Built-In Building Blo... Y

Pk Smnt i Tohtea e b Aitdien e Y| Number
< >
sdtﬁne\ewe Insert

Khi xuit hién giao dién hop thoai théng bao dudi ddy, ban nhan Yes dé chic
chan x6a Quick Parts da chon khoi danh séach.

Microsoft Office Word X

o Are you sure you want to delete the selected building block?

—P 1

Véi tinh ning Quick Parts ¢6 sin trén Word, ngudi sé tiét kiém thoi gian
soan thao noi dung hon rat nhiéu, khi khong phai lap di lap lai thao tic chén
khéi vin ban vao trong tai liéu. Thao tac quan 1y va x6a Quick Parts da tao
cling dé dang thuc hién theo bai viét bén trén.




Bai 3: Pinh dang trang

1. Trang in, 1é trang (top, bottom, left, right), kho gidy

Ban dang mudn canh I vin ban dé in 2 mat gidy dé déng tap mét cudn sach,

mét bai bao céo, hay mét cudn sé, hay chi don gian in 2 mat giay dé gitp

ban tiét kiém dwgc sé trang trong word.

o)

\¢
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1.Ly-do-chon dé-taif

Qui: tri-suy-cho-cimg - 12-quin tr1-con-ngure. Ngay-nay, voi - thé toan-cau-
‘hoa-va-tizh chitcarh trank ngy-cang khoc lié, con -ngzwoi-Gamg dwoc-col 12 ngude:
12i-5n-v- giavar1a-yéu td-co-bin nhit-quyét-dinh-Jén-sw-toe-t2iva phas- trién-ola-
doarhnghigp.-Cling nbar cac-tai sdn-khac, tai-sin-con pgwoi-cin-Groc-mo ring 12
phat trién, cin nhat 2-quin 12 2 durg-cho 10, Dé-Gimz ving trong mt-reong-
‘canh trank- g2y g3, J0i hoi-cac- doanh nghidp-phii xdy-dmz-cho mink-nzudn -nhan-
Iucriéng,-co-§ining Tuc-phin-chis, kid-ning -G8 theo-kip-voi tign bo-va muh 36
hoahoc -k thuat cuathe-ziol -

Voi-thoi- 520 r3t ngin- 2 08-nim- hoat- déng- worz- nzank- dwoc: phdm- Vist-
Nam-cho pén-trong-qua- trink- thire- hidn-va-hogt-3ong- gip-nhizy: kho- khin, voong:
mic, phitda rong vidc fdy dung corché-quin I diéw hank +3p Réplaive quindy co-
‘higu-gui-nzudn -nhin-brc-ci2-doank rzhidp - Tai thot Jidm thanh 13p-cing 1y-khins-
riéng-cong ty-CP-DP-va- TEYT-DONG-NAM: A-m2-13t-cd-c3c-doanh-nghidp khac-
8 yac-dizh ngnde rhin o l2-yéu t6--quys-dinh-cho s ton 12 va phat ién bén-
vimg-ciz2-doanh-nghiép. - Chirh-vi-vdy, vidc-toe-phivons- phap-boan-thién-cong-tac-
quin- tr: nguén: nhin- ke 38 pi- kop-voi- yéu- ciu- phat- trién- kinh- doarh- va-dink-
‘ooz phit trién-cia doank nghié ot trong nhing yéu-ciu-dic bidt quan wong
- nhidn, tronz nhime nim-qu2,-cong-tac-quan-tri-nhin-hre-tai-conz 1y-con
23p ¥hong 1tkhko khin 1269019 mot-sd-han ché, nk htme khidng nkd-dén s phat-
widn ciacongty
Vit thpc 48 4
Trong: gizi-Goan-2008-2012- cong:- ty- chira- phin- thie- duoc-tim- guang - rong- trons-
viéc-guin tri rzudnmhin e, pén-din dén tch trang v hén-qui alur san g
| Cérg ty tworg mryén roi v2o tink wang bit dn vé nhin s 4
Neuyer ahin
—Dokkintuyén dms 12-+ dung nhin s theo-cim tinh (khong-co tiéw ol tuyén-

dumg, khing comd 3 vaphintich cong viic), krdng t3p truns Ja0t20-connzroi 4

—Do-chit-doarh nghiép cimg hic-quan iy e tip t3t ca-cac bo phin ma khonz <o
quinly-ciptnmg Cimg huc zidi quyé nhiu cong vie, phidu khiqua i g

Chi- doanh-nghidp-khdng- quan-tim- dén-nhin-vién -khing-tdn-trong rhin vidn, <3

thii ciing theo-cim <irh.

~Clni Goank nghiép tr-bin thin w1y va thu dy éukinkaghiém §

- Chi phis o Kb Goanh msbidp ozt Gz & quy md 1

~Dozal thu ting zidm 3ot nzée, bar-or dinh. Knénz drozo duocls, 1 -Khong du-
bo-duoc riito. 4

-~ Theong-yuyén thay-G9i rhdn s, din-dén-viéc-mar-Khach harg, tim Iy rhin vids
hong-on-dinh, mat thot-gian 3& tayén-dmg v2-320-120 mos,-chi-phi-cng tac-ting
nhisa

Voi fwrcach 12 ch tick HEQT--cia cong 1y, c0 trach higm =3y -dons 12 thud
‘hién chién Jeoc ahdn-strong -tozn-conz v, tac 2id chon onz rehién o, §8 mut
c2c-gidi-phip-nkim hoan- thidn- cons-1ac-quin i rzudn-nhin-Tec-cla-cong ty-thee
‘omz khoa boc, kisn 321, p-hop voi chign Jugc phat wién ci2-doanh nehidpra g
dung- hiéu- qui-v2o- - té- s3r- wadt- kinh-doarh - Voi muc-dich- 89,-tac zid-chog:
“QUAN-TRI-NGUON-NHAN-LUC- TRONG- CONG-TY- CP-DP-VA-TBYT-
DONG NAM:A™Jam it nghién cin huinvin tit nghidp

Vidc hua-chon- nghidn o3¢ tai nay :8-Gem lai nbimg-dong-gop moi vé- k-
e -quir i ngedn nhin fue cho-Conz ty-, gilp-cdng ty 5y dung 12 thre hién thank-
comg-chige-lwoc phat trién nzuén thin Tec-cla-doank nghisp nhim J2p tng yéu <y
‘nhsdm 1 moi, phue ko e téy pht tridn binvine clacoez ty

2. Muc-tiéu-nghién-ciu

Trén-co-sér hé- thing Iy tharyét vé-quin i rzucn nhan-loe, hé-thing-cac quy-
ché,quy-Jmk-cia Nha moc-v2-Cénz ty-CP-DPva TBYT DONG NAN-A vé quin
1y, Siéuhanh doanh ngkiép, muc tiéunghiée cin-cla 42 1ai ahim Jarh gid mot-cac
10ng-quat-thoe- rans nzuén nhin-lee, -1ir-30-d& r2-mét-26-gidi-phap-nhim nins-cag-
chit- loong ngudn-nkin- lyc- va- boan- thién- cdng- t2c- quin- tri- nzudn- nhan- hee- oy
Céng ty CPDPva TEYT-DONG NAM A, E3p-tme-muc tidu phit triée thi trrdms-

59

trang lé

ol

trang chin

Lam thé nao dé canh 1é trang chdn va trang 1é ngwec nhau trén cung 1 vdin
ban dé in hai mat?

Trong bai viét nay minh huéng dan cac ban 3 budc don gidn thiét lap canh 1é
doi xirng in 2 mét gidy chudn trong word 2007/2010/2013, dé déng cuén mot
cach d& dang va dep mit

#Bwéc 1: Mo File word ==> chon Page Layout ==> chon

Margin ==>> Custom Margins nhu hinh bén dudi

(hogc click chugt va ddu mai tén nhé trong vong tron dé ¢ hinh bén duwrdi)
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. tai-san-vo-gid-va-la-yéu-to-co-ban-nhat-quyet-dinh-dén-

Office 2003 Default doanh-nghiép.-Ciing-nhu-cac-tai-san-khac, -tai-san-con'r
Top: 254cm Bottom:2.54 cm 3 .z N - T s 5
Left  3.18cm Right 3.18cm phat-trién, -can-nhat-1a-quan-I¥-va-se-dung-cho-tot.-Dé-d

canh-tranh-gay-gat,-ddi-hdi-céc-doanh nghiép-phai-xay-

- v v - b Hyphenation~ =& Right: |0cm 3 *:: After  Opt EE e, e e
Nahraw - Paragraph ) Arrange
Top: 27 cm  Bottom:1.27 cm |-3v|-2-|-1-|-§-|-l-|-2<|-3-»-4-|-S-|-6-1-7<|-B-|-9-|-10-
Left: 1.27 Rightt 127 cm
Moderate
Top: 254cm Bottom: 2 cm
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LOI-MO-DAUY
Wide
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E Cisstom Margins ‘ luc-riéng,-c6-d0-nang-huc-phdm-chat,-kha-nang-dé-theo
v Kkhoa hoc ki thuat-ctia-thé-gidi. -
Custom Margins... V6i-thoi- gian- rat-ngan- 1a- 08-nam- hoat- déng- trc

Nam-cho-nén-trong-qua-trinh-thuc-hién-va-hoat-ddng-¢

mir mhatlatranaide vav-disnacn-chi - man G-Aidn hae

#Bwéc 2: Tai cira s6 Margin Option ==>> chon Multiple page ==>>
chon Mirror Margins va nhap théng sé nhu hinh va nhan OK

-Top/ Lé trén: 2 cm

- Bottom / L& dwéi: 2 cm

- Inside/ Lé trong: 3 cm

- Outside/ L& ngoai: 2 cm

Néu ban dau ban chwa chon Mirro Margins thi mac dinh trén word sé& dé

la Top, Bottom, Left, Right. Sau khi chon word s& tu dong chuyén vé Inside va
Outside.

Ban van nhap théng sb theo thir ty nhu trong hinh 1a duoc.

"Dén day néu nhw word cuia ban khdng hién don vi Centimeters ma hién la Inch
thi cac ban doc huéng dan chinh sang don vi Cm & cugi bai viét"
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#Bwéc 3: Van o ctra s6 cua tab Page layout ==>> Chon Size ==>> chon kich

thwéc A4 cho kho gidy
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¢, tai-san-con-ngudi-can
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iép-phai-xay-dung-cho
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déu-xdc-dinh-ngudn-nhan-lwc-1a-yéu-t6--quyét-dinh-cho-su-tén-tai

Vay la xong céach canh 18 IN 2 MAT trong word, bay gio ban chi can chon
Iénh in va in 2 mat nixa 12 xong roi, that don gian phai khéng a.

Luu y: néu trong phién ban word caia ban khong hién kich thwéc canh 18 13

cm thi c&c ban lam theo budc sau dé chinh lai don vi thudc trong word nhu sau:

Déi vai phién ban 2007 thi cac ban chon diu tron & gdc trén bén tay trai va
chon Options, con cac phién ban 2010, 2013 thi chon File ==> Options nhu

hinh

Sau d6 tai cira s6 Word Options hién ra ban chon Tab Advanced ==>> tai
truong Display cac ban chon don vi la Centimetters va nhan OK nhu trong

hinh
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E: » Don hang dichvudanhvanban.cc

= Compatibi
m%T Some new featu
Convest versions of Offic
layout changes.
Protect Dc
,’ Control what ty|
Protect
Document ~

N Inspect Dc
Account Before publishir
' Check for Document

Options Issues Footers
- Characters
back Custom XN
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Word Options

General Name JCouner New |+
Display Size 10 |8

Proofing [ Use fonts that are stored on the printer

Font Substitution...
Save

[ Expand all headings when opening a document @

Language

Display

Show this number of Recent Documents: 25 =@

-

Quick Access Tpolbar O Quickly access this number of Recent Documents: i4 z [

Add-ins Show this number of unpinned Recent Folders: |20 Eﬂ

1 [ Show pixels for HTML features
M Show shortcut keys in ScreenTips

M Show horizontal scroll bar

M Show vertical scroll bar

M Show vertical ruler in Print Layout view

[] Optimize character positioning for layout rather than readability
[ Disable hardware graphics acceleration

M Update document content while dragging @

M Use subpixel positioning to smooth fonts on screen
Print

[ Use draft guality
[ Print in background ©

[ Print pages in reverse order

IS8

Trust Center Show measurements in units of: Centimeters v \
Style area pane width in Draft and Outline views: |0 cm

v

oK

I [ Cancel

. -k

=

1. Tao tiéu de dau trang, cudi trang, tuy bién ti€u dé dau trang, cudi trang.

1. Tao Header, Footer co ban

Vao View > Header and Footer:

| sach_word.doc - Microsoft Word

File  Edit | Yiew I Insert  Format  Tools
0= n E normal a
B!
*ﬂ - Weh Layout

El Prink Layauk -
~ outline

o Task Pane

- Toolbars ]

(=2

_ Ruler

=

Dacument Map

Header and Fooker

o

s Markup

-ﬂ Full Screen
n Filalaly TR

Xuét hién thanh cong cu Header and Footer:




Header and Footer -

Insert AutoText + 4] B (= B By E F 5, Cose

- PAGE -
Author, Page #, Date
Confidential, Page #, Date
Created by

Created on

Filename

Filename and path

Last printed

Last saved by

Page ¥ of ¥

Nhép ndi dung tiéu dé trang va chan trang. Chi tiét chirc ning vé thanh cong
cu Header va Footer nhu sau:

Insert Auto text: Chén nfi dung tuw dong

PAGE - : - Chén sé trang

Author, Page #, Date: Chén tén may tinh, sb trang, ngay thang nam (lay
theo ngay hién thi trén may tinh).

Confidential, Page#, Date: Chén Confidential, sé trang, ngay thang nam.
Created by: Hién thi “Created by: tén may tinh”

Created on: Hién thi “Created on: ngay, thang, nim, gio” (ngay thiét lap
may tinh)

Filename: Tén file

Filename and path: Puong dan cua file va tén file

Last Printed: Hién thi “Last printed ngay, thang, nam, gio”. (ngay thiét
lap may in)

Last saved by: Hién thi “Last saved by tén dat khi cai windows”,

Page x of y: Trang thi X trén tong sé y trang cua file.

- Chén sé trang

- Chén tong so trang cua file

- Ty d4nh s trang bat dau tuy thich.

2 - Chén ngay, thang, nam (tinh theo ngay hién tai trén may tinh)

(2 - Chén gid hién tai trén may tinh

[0 - Pinh dang lai kich thudc header & footer va 1é trang

B - An / hién noi dung file khi tao ndi dung header & footer

- Same as previous: Hién thi noi dung header & footer gidng file trudc

[ - Di chuyén giita Header v6i Footer

# - Quay lén trang trudc trang hién tai

T - Hién thi trang sau trang hién tai



¥ - Thiét 1ap mot so tinh niang khac cho thanh cong cu Header and Footer.

Truong hop mudn c6 dudng gach ngang cing véi ndi dung Header & Footer,
ban hdy dung thanh vé cua MS Word la Drawing nhu binh thuong, vé mot
duong ngang ¢ vi tri phu hop (vi du):

Header and Footer -

E F 5, dose

Close: Thoat khoi man hir}h tao header & footer. Sau khi tao xong noi dgng
header & footer ban c6 thé kich dip chudt ra man hinh ndi dung trang dé
thoat.

2. Tao Header & Footer cho trang chin, 1é khac nhau:

Truong hop ban mudn nhap ndi dung Header & Footer cua trang chn, trang
1¢ khac nhau:

1. Vao File > Page Setup

| sach_word. doc - Microsoft Wornd

File | Edit  Wiew Insert Format  Tools  Table
Mew, .. Chrl4+M

Qper. ., kD

i O

L]
g
=
]

Ctrl+5

Save as Web Page. ..

g @

Search. ..

Weh Page Preview

Page Setup...

Prink Preview

Mo o

Print. .. Ckrl+P
Send To 3

Exit

I E I

Xuat hién hop thoai Page Setup > chon thé Layout:



Page Setup

Margins Paper Layouk l

Section
Section skark: |New page j
-

Headers and foakers
[v Different odd and even!
[ Cifferent first page

From edge: Header: |1.27 cm 3:
Fooker: |1.27 cm 3:

Page

Yertical alignment Top -

Preview
apply ko
Wwhole document j — —

Line Mumbers. .. | Borders. .. |

Defaulk, ., Ok | Cancel |

2. Tai muc Headers and Footers:
« Different odd and even: Lua chon viéc nhap noi dung Header & Footer
cuia trang chan, trang Ié khac nhau.
« Different first page: Lua chon viéc nhap noi dung Header & Footer
trang dau tién cua file khac vai moi trang.
3. Sau d6 ban nhap lai ndi dung Header & Footer cua trang chan, trang 1é

riéng.
2. Tao khung trang, tiy bién khung trang.

Budce 1:
M6 file can tao khung > Insert > Shapes > chon hinh dang khung muén tao,
thuong 1a hinh chit nhat.



hi.docx - Word (Tria)

Design Layout References Mailings Review

B Zj 1 ] ( H| @ 7 SmartArt 3 ['“"] 8 + [] Header an B[~ O

t ) - oo J

4 49 ¥l Chant o Z [ Footer~ !
Pages  Table Pictures Online Shapes Add-  Online Links  Comment Text - Symbols

v & Pictures . = @+ Screenshot™  insv | Video » [3] Page Number - Box~ Uiz v

Tables Il Recently Used Shapes = Comments Header & Footer Text A

N il (@ Lo $

Document Recoven ¢ ~n_

Word has recovered the foliowing  Lines Rectangle
Save the ones you wish to keep.

NNLTLL 3N 04%
Available Files Rectangles
) hidocx [Original] CoDoODO0O0o
Version created last time §  Basic Shapes
12/012017 9:37 SA

& dVWNDHD
DHR

Equation Shapes
=Rl

Flowchart

P i

Stars and Banners

e g otetogolofo 3o
B [TOLID

Gillouts
wlale

Pagelof1 Owords [ Eng A> Mew Drawing Canvas w Il = - i + 100%

0 Which file do | want to save?

OO AIAT L Ay

Buéc 2:
Nhép chudt phai 1én khung vira chén, chon Style, Fill hoac Outline dé tuy chinh
khung nhanh.




H® 0 :

Home Insert Design

a -
—

Shape Styles

File Layout

insert Shapes

Document Recovery

Word has recovered the following files.
Save the ones you wish to keep.

Available Files
) hidocx [Original)
Version created last time t...
12/01/2017 237 SA

@ Wnich tie do I want to save?

Close

2}
Lo

0 words Vietnamese

Page 1 of 1

hi.docx -

Word (Trial)

References Mailings Review

Text D

{1 Send Backward ~ 1]
e

\ ection - [=] Position ~
= A [:JAhqn Text ~ & Wrap Text ~

5 Selection Pane

B~ | O Create Link 1) Bring Forward ~ ¢ Align~

. WordArt Styles Text Arrange
[ B &- Py
(E O Z
Style| Fil Outline
Al
Theme Styles o
Abc ‘ Abc Abc Abc Abc

Abc
~ J \ )
Colored Outline - Orange, Accent 2
. ADC W< ARG | A0 a
eae )
o - R
) - X L =

Qther Theme Fills »

. = i

=
4

P, Share

a X

®

Nhitng lywa chon dé 0y chinh khung nhanh

Buéce 3:

Nhap chudt phai 1én khung, chon Format Shape dé c6 nhiéu tiiy chon dinh dang

cho khung, chir trong khung.

B %90 =

File Home Insert Design Layout

quantrimang.docx -

Word (Trial)

References Mailings Review View

D~ A 1A irec =] Position ~ {1 Send Backward ~ [ 2l
s = @ ‘ Abc l ‘ Abc 1. [ - (3] atign Text ~ S Wrap Text ~ 51 Selection Pane A~ P
3pes \ = =
) pi 22 S G2 Create Link o) Bring Forward = |& Align~
Insert Shapes Shape Styles  WordArt Styles Text Arrange A
Y IS E2S 5 - X
(L L a Format Shape
Style  Fill  Outline N 3 Iﬁ
e
X 4 Text Box [~
r By Copy Vertical olignment | Middle -
™ Sons:
0y Paste Options: Teat direction Horizontal ”,
<
A ' Do not rotate text
Add Text Resize shape to fit text
Edit Points Left margin 0,25¢em -
(o] Right margin 025em -
ing to Fron 4 A
Brngto Front Top margin 0i3¢em
Send to Back » :
Bottom margin 013¢em
Hyperlink...
. Wrap text in shape
nzert Caption...
B Wrap Tet » 4 At Text
Set as Default Shape Tdle
X More Layout Options..
O > -O escription
¥ Format Shape.. Rescrip =
Pagetof1 Owords [ Vietnamese w . B - ] +  100%




2. Ké khung trong Word 2010, Word 2007, Word 2003

1. M van ban can lam viéc, chon Insert vao phﬁn Shapes, nhén chon biéu
tuong chir nhat.

Insert | Pagelayout  References  Mailings  Review  View

ot L “ QB B BERCE
'age bi Picture Clip 2 martArt Chart Screenshot Hyperiink Bookmark Cross-reference  Header Footer  Page
reak v Art v be v  Numberr Bo
les | R tly Used Shapes Links Header & Footer
v x B\ \OpoALLDS 6|
B~ 4N %
Lines
alw XN N LELLR SR AES
Rectangles
t does not o Y i i | o | i |
ngs. Basic Shapes
gation tabs, @OABDQOOOG)@@
bEinyour @GOOONrLkryoEd
i O0®ADOVXHC D™
030 € >
| Block Arrows
DL RTSPLHLPRI D
pil{d6swnoso>nUas
oA
Equation Shapes

2. Sau khi xuat hién khung hinh nhu hinh dudi, chiing ta c6 thé can chinh khi
nhan chudt vao vién khung.

Sj

M TeRLTH) 1y 1R LRELLOY

A o meper v 23 | 1 » l b |
- ~ [Z Shape Outline ~ ,v"['_-\k /i £&Z vext Outline - | E3 Align Text ~ G w 2

=] / \ osition Wrap

| <) Shape Effects ~ o) 3 [a) Text Effects ~ | s@ Create Link . Text~ on

Shape Styles ] WordArt Styles . Text

©
! "

3. Kich chuét phai vao trong khung vién chon Format Auto Shapes dé tuy
chinh d¢ dam nhat ctia duong vién.




Ty
| Wome | et Papelmsa  Auetences  Madings  Revew  View Format

i W
<3 Copy
e
J Format Painter
Chipboatd i

Tmes Mewomen -1 (AT = = S AR BRI | AaBbCy AaBbCH AsBh
B 7Y ahe i % Ao Al |EE R WS S 3 Normal

b

o
Loy

o=

243 Tegt
Qrowping
Ogdet
2, typedint.
Set AutoShape Refauits

» o]

4. Xuét hién bang tuy chinh, chon Colors and Lines véi Style chon kiéu khung
va Weight ¢ dam nhat cua khung hinh.

Format AutoShape @

Size I Layout I Picture I Text Box | Web I

Fill

Color:

|:| L‘ I Semitransparent

Line -
Color:

Dashed:

Arrows

Begin skyle: I _v] End style: I _v]
Beain size! | - ] End size; | v ]

I oK I Cancel

3. Cach thém chir trong khung Word

Bwoec 1:

Sau khi tao duoc khung ’theo cich 1am bén trén, ban nhan chudt phai vao giao
dién trong khung roi nhan Add Text.



~ ¥ Change Shape ™ || Effects ~ = Effects v =2
Shape Styles F] Shadow Effects 3-D Effects

Cut
Copy

Paste

s e Q—

Grouping >
Order >

B & >

&9 Hyperlink...
Set AutoShape Defaulis

i},}, Format AutoShape.,.

Buérc 2:

TNiép dén nguoi dung nhap ndi dung vao trong khung nhu binh thuong. Ching ta
van c6 thé thay do6i dinh dang cho chir trong khung nhu binh thuong.

P Paragraph ]

Times New 126 ~ A" A" Ay
N B I =W - =

| Quan tr1 mang W auomatic
Theme Colors

H EEEEEN

Standard Colors
[ | EEEEN

23 More Colors...

—_— v

8

Hodc néu mudn ngudi ding ciing c6 thé chén thém chir nghé thuat trén
Word vao trong khung. Nhan vao muec Insert r6i nhan vao WordArt.



https://quantrimang.com/ms-word-dinh-dang-phong-chu-thay-doi-do-gian-chu-trang-tri-chu-cho-sinh-dong-22480
https://quantrimang.com/ms-word-dinh-dang-phong-chu-thay-doi-do-gian-chu-trang-tri-chu-cho-sinh-dong-22480

% @ E g /\3 L&Signa’tur-eunev 7'[ Q
™ Number~ || Boxe Patse| ~ | capy "M2Object~ Rt !
i Footer w -~
Wordit yordAt wordac, Wordart Woraart : UV |-
Wordizd WordArt Wordet ¥iosaz s L 4
Worddrt WordArt WordArt Worair Wordlit =
_ y YW
i Mn wordart -WorcArt \‘\‘OF(]A[{ d A =
Worddet WordAve Hordht Wil soonillll
vesinss (R g W i
l * v
I
Buée 3:

Chon kiéu chir ngh¢ thuat mudn dung rdi nhap chir vao trong khung Edit
WordAre Text.

Edit WordArt Text ? X
Font: - ] _izj:
| Avial Black v|[ss[v][B][Z

Text:

S R I [, e e
v

Cancel

Ngay sau d6 s& hién thi chit nghé thuat trong khung véi kiéu,chﬁ: da chon. Budce
nhap chit va dinh dang chit nguoi dung thuc hién nhu khi viét chir trén Word
thong thuong.



o ] ®
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4. Cach chén thém khung vao khung da tao

Néu nguoi ding da tao dugc khung dau tién va mudn chén thém khung khac vao
thi cling thuc hién twong tu, nhan vao Shape va kéo khung mai bén trong khung
da tao. Khi d6 cling nhan chuot phai chon Format Auto Shapes dé thiét ké cho
khung.

Néu khung ngoai 14 nét lién thi ching ta c6 thé doi kiéu cho khung thir 2
trong phan Dashed. Kich ¢& ban cling lya chon trong phan Weight, mau sédc
trong phan Color.

Format AutoShape ? X

Colors and Lines Size Layout = Picture  TextBox  AltText
Fill

Color: v Fill Effects... ]

Transparency: < > 0% =
Line

Color: [v| style: B — v

Dashed: Weight: | 1.5pt =
Arrows

Begin style: style

Begin size: End size:

Long Dash Dot Dot

OK Cancel

Két qua s& dugc 2 kiéu khung hinh trong tai liéu nhu dudi day.



7 s
hrd [ || ; Font £ | Paragraph D | Styles |
......... D
I
|
|
I
|
|
|

Khung hinh ké bang cong cu Shape trén Word tuong ddi don gian, chi 14 cac
kiéu khung nét 1ién hodc nét dut roi lya chon thém mau sic ma thoi. Néu nguoi
ding mudn thém cac hoa tiét cho khung thi cin str dung cong cu Page Border
nhu khi tao khung bia trén Word.

3. Biét cach thay doi hwong trang, can 1¢ doc, dit 1¢ cho phan doan

Trudc tién, ban can biét lam thé nao dé dinh dang hudéng cua mot trang trong van
ban.

Dé dinh dang hudng cia trang, ban vao Layout -> Page Setup -> Biéu twong miii
tén ¢ goc bén tréi

Home Insert Design References Mailings Review View -

@ DQ’ IE "= Breaks - Indent Spacing =

] ] D ) f[Line Numbers~ | 3= Left 0" : Ii Befores 0 pt - —

Margins Orientation Size Columns — = — | Positic
- | #= After |8 pt -

- - - b2 Hyphenation —— =% Right: | 0"
Page Setup Q Paragraph I

e Setup

Don't see what you're looking for?

Check out the full set of page
formatting opticns.

Sau khi kick véao biéu tuong mii tén bén trai, ban s€ théy hién thi bang sau:



Page Setup ? x

Margins Paper Layout

Margins
Top: 1 = Bottom: 1 =
Left: 1 = Right: 1 =
Guttern o = Gutter position: Left w
Crientation
Pages
Multiple pages: MNormal b

Preview

Apply to: | Whole document
Whals Soranont

(| This point forward

Set As Def

Nhu céc ban thiy, c6 hai dinh dang trang van ban: Portrait — Trang nam
doc va Landscape — Trang nam ngang. O Word, dinh dang mic dinh 1a dinh dang
trang nam doc.

D¢ xoay chiéu trang van ban, ban lam cac budc sau:

= Buéc 1: Pua chudt dén cudi van ban cia trang trude trang can thay doi dinh
dang trang (con tré chudt ¢ phia sau chit cai cudi ciing cta trang vin ban do)
= Budc 2: Vao Page setup theo cac budc nho: Layout -> Page Setup -> Biéu
twong miii t€n ¢ goc bén trai
Kick vao biéu twong dinh dang trang ban mudn cho trang nay (Portrait hozic
Landscape)
Sau d6 kick chon This point forward & Apply to.
Sau cung, nhan OK dé luu dinh dang.

Tada, sau khi thuc hién cac bude trén, ban da ho bién trang nam doc thanh trang
nam ngang roi chi?
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TimesNewRo - |24~ A A" Aa N | nsbeend| asmbeene AaBbCe AsBbeet AQDB assbeer aasbeen aasben |
- BeRepla

TNormal | TNo Spac.. Heading1 Heading2  Title Sublitle  Subtle Em... Emphasis |=

BT U-aex.x A-F-A. =

Clipboard [ Font [} Paragraph [} Styles

TRANG NAM NGANGQ

Page2012  Swords [[¥  English (United States) B B - i + 100%

Sau khi thay d6i hudng trang nay, cac trang tiép theo s& mic dinh theo chiéu cua
trang nay.

Néu ban muén duy trinh trang thai nay, ban khong can chinh sira thém vé dinh
dang.

Con trong trudng hop ban mudn thay d6i dinh dang trang, ban thao tac tuong tu cac
budc trén, ban s& dugc trang c6 dinh dang chiéu nhu mong mudn.

3. Biét cach ap dung cac diu trang, cudi trang khac nhau cho méi phan doan, cho
trang dau, trang chin, trang 1é.

1. Cach d4anh s6 trang i ii iii va 1, 2, 3 Word két hop

Véi tai liéu dudi day s& bao gom maot s6 trang muc luc va sau d6 1a nhiing trang noi
dung chinh. Co6 tt c4 3 trang muc luc s€ danh s6 trang kiéu 1, 1ii, 1ii. Nhitng trang
ndi dung chinh s€ danh so trang kiéu 1, 2, 3.
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Page:4of 63 Words: 29,304 | English (United States) ] i_f@-lﬂu-_'éi

Budc 1:
Dau tién ching ta can tlrn téi trang cud i cung trong tong ) trang muc luc ma ¢
day 1a trang thtr 3 dé tién hanh ngit trang. Dt tré chudt ¢ trang muc lyc cudi cling.

e
Diéu 94. Quyén véu cau Toa 4n ap dung bién phap khin cap tam thoi

Chuwong 13. PIEU KHOAN THI HANH.. i :
Dieu 95. Hidi I thi hinh «ovvmvsmsssssemsy
Dicu 96 Ouy dimh cRITE . cvmmmsseeeeeeeesss '

Chwong 1.
QUY PINH CHUNG

Didn 1 Pham vi didn chinh

Buée 2:

Tiép dén nhan vao phan Page Layout rdi chon vao muc Breaks. Hién thi danh sach
tim xudng phan Sections Breaks chon Next Page. Nhu vy chung ta da tach thanh
2 Section khac nhau, cac trang muc luc s€ dugc tach phan voi nhitng trang ndi dung
chinh.



Lt | Page Layout References Mailings Review View Developer
ChEEEE e
= Page Breaks

Margins Orientation Size Columns|

- - = = Page
: Mark the point at which one page ends
Page Setup 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.

Next Page
Insert a 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.

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

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

Buére 3:
Nhan vao Insert va ban nhan tiép vao phan Page Number.

Review View Developer

@ &+ = 2 4 &
Hyperlink Bookmark Cross-reference | Header Footer Text Quick WordArt Drop

¥ ¥ Box~ Parts~ b Cap~
Text |

Dneu 91 G:m quyét k:en nth trong dau thau ........ Insert Page Numbes |
Piéu 92. Quy trinh giai quyet kién nghi ... Insert page numbers into the
E)leu 93. Nguyén tic giai quyet ........................... document.
Piéu 94. Quyén véu cau Toa an dp dung bién phap
mg 13. DIEU KHOAN THI HANH ......covuuennee @ Press F1 for more help.
Dreu 95 Eheu WG TIURANK ... om0
DIEW 96: Oy GIh CRUTIEE .. ...cocuocsosssssdssodsssnsssdssatsssdsssdsssdsdsdsdsisdsdsnsssnssdssatssss 64

Nguoi dung nhan tiép vao muc Format Page Number... dé tiy chinh lai sb trang.



Developer

;ji] Eéj 5 ] r"A_ é 4 A |2 Signature Line ~
= = = : 53 Date & Time

Cross-reference | Header Footer Text Quick WordArt Drop ) ; Eq

> ~ Number~v Box~ Pars~ v Cap - "§d Object ~

— JL_ Header&H [ | Top of Page =

kién nghi trong dau thau........ #  Bottom of Page

piai quyét kiennghi ............... k=] Page Margins

F gidi QUY8L .......ooowooooooooooeoeo | 3 | Current Position

cau Toa an ap dung bién phap| —

JAN THI HANH........coucennee. &' FEormat Page Numbers...

li hé.l'_lh .................................. _‘:ﬁ e Page NL | 3 p

B BRE....oocoonsmsnsasnsssssnssasas s ANOSOUOTSUSSUSSOTTNS Format Page Number

Change the format of page
numbering used in the header or
footer.

Buéc 4:

Trong hop thoai hién thi phdn Number format chiing ta s& chon kiéu sb trang 14 i,
i, iii,... cho cac trang muc luc. Ti€p dén phan Page numbering tich chon Start at
la i dé danh so trang muc luc tir trang dau tién la i. Nhan OK dé thoat giao dién.

Diéu 93. Nguyen A0 GIal QUYL .....o..oovoreeeieceeceeeeece e 64
Dieu 94. Quyén yéu can Taa 4n in dune hién nhan khin cin tam thei............... 64
Chwong 13. PIEU KHOA| Page Number Format ? bR . - 64
Diéu 95. Hiéu Iyc thi § ] 64
Diéu 96. Quy dinh chi| Number format: i, i i, ... o i 64

[] indude chapter number

Chapter starts with style: |[Heading 1

Use separator: - (hyphen)
Examples: 1-1, 1-A
Page numbering
(N O Continue from previous secti JE—
Ostat |2 —

coe

Chwong 1.

QUY PINH CHUNG

Tiép tuc nhin vao Page Number rdi chon Iyra vi tri chén sé trang véi Top of page
(Header) dit s6 1én dau trang va Bottom of page (Footer) dit s6 ¢ dudi clng trang.
MJdi mdt vi tri s& déu c¢6 anh minh hoa kém theo dé nguodi dung dugc biét. Nhan
chon vao vi tri mudn dit sb trang.
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Page Text Quick WordArt Drop i g Equation Symbol
Number~!'|| Box~ Partsv - Cap - '9d Object ~ -
f ®  Top of Page » k Text Symbols
| @ Bottom of Page > | Simple -
k] Page Margins » |Plain Number 1 E
@] Current Position 4
D
#* Format Page Numbers... i
/ Plain Number 2
Plain Number 3
[
i

Page X

Két qua cac trang myc luc da dugc danh s6 trang kiéu 1, i, iii,... dang vdi vi tri ma
ban da chon

AT \AaBbCcl|| 4aBbCcl AaBbCci AABBCC AABB(
-l TNormal | Subtle Em.. IntenseE.. Subtle Ref.. IntenseR
] Styles
s T
Dieu 95. Hiéu Iwe thi hanh. ... 64
Pieu 96. Quy dinh chi t8t ... 64
|
Chwong 1.
QUY PINH CHUNG
Buée 5:

Khi cac trang muc lyc dugc danh kiéu 1, ii nhu trén thi nhitng trang ndi dung bén
duéi sé ty dong chuyén sang kiéu danh s 1, 2, 3 nhung bat dau tir s6 trang ké tiép,
ma khong phai 1a Chuong 1 13 trang 6 1.

Dé doi lai s6 trang theo kiéu s6 1, 2, 3 bit diu tir Chwong 1, ngudi dung diit tro
chudt tai dau trang Chwong 1 r6i nhan vao Insert > Page Number > Format
Page Numbers...
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53 Date & Time
hk Bookmark Cross-reference | Header Footer | Page Text Quick WordArt Drop ’ :
v ~ |Number~!|| Box~ Pats+r v Cap~ '@ Object ~
Lmks : Header & F‘ ®  Top of Page > Text
A/RE. V" ANAANT LAY AARL AR 3. AR -
3 »

5. Hiéu lyc thihanh ... BottomokFage 64
B. Quydinhchitiét ... ¢ Page Margins > 164

Current Position 4

Format Page Numbers...

_| Format Page Number

Change the format of page
numbering used in the header or
footer.

Buée 6:

Tai phan Number format lira chon dang s6 trang ma ¢ day 1a 1,23 Phan Start at
nhap la 1. Luu y v6i nguoi dung mac dinh ¢ Start at s€ danh 50 1. Neu mubn danh
s trang bt dau tir s6 6 thi trang dau tién s& duoc danh sé 6. Khi in néu ban dat 1énh
in la trang s6 1,2, 3,4, 5 thi may in s€ khong doc dugc Iénh in.

Nhan Ok dé luu lai.
Page Number Format ? X
— HOI
Number format: |1, 2, 3, ... v |
[] indude chapter number
Chapter starts with style: Headlnq 1 \ g
~ o O
Use separator: - phen )
Examples: 1-1, 1-A
Page numbering
O Continue from previous section
@ startat: |1 H h
o1 oo

Tiép d6 chung ta ciing lua chon vi tri dat s6 trang. Nguoi dung nén chon lya 1 kiéu

vi tri dit sb trang cho toan b tai lidu, cho du ban str dung kiéu dinh dang s trang
khac nhau.



‘A A= |2 signature Line ~ fTrT’ Q
' 5 Date & Time L
Page Text Quick WordArt Drop . Equation Symbol
Number~ | Box~ Parts~ Cap~ '$dObject ~ v
Fi [#]  Top of Page » l Text Symbols
i = = =
.| @ Bottom of Page > | Simple -
l) %ﬂ Page Margins » |Plain Number 1 E
[#] | Current Position >
A
© @ Format Page Numbers... i
1L .
SR
Plain Number 2
h thitc d6i tac cong tw (PPP), du
va chon nha thau cung cap dich : ] Plain Number 2 i
bhat trién mo va khai thac dau kk
Plain Number 3 Number with no formatting or
accents

Két qua chiing ta s& c6 trang sb 1 bit ddu tir Chuong 1 trong phan ndi dung chinh.

3. Lya chon nha diu tv thyc hién dv 4n dau tw theo hinh thirc ddi tac cong tv (PPP), dv an dau
c6 s dung dit;

4. Lya chon nha t.hau trong linh virc dau khi, trir viéc lya chon nha thiu cung cap dich vu dau khi
lién quan tryc tiép den hoat déng tim kiém thim do, phat trién mo va khai thac dau khi theo quy
dinh ctia phap luat vé dau khi.

Diéu 2. Poi twong ap dung

1_

1. T chirc, ca nhin tham gia hodc c6 lién quan dén hoat déng d4u thiu quy dinh tai Piéu 1 cia
Lujit nay.

Ban c6 thé so sanh véi hinh anh dudi day khi trang muc luc dugc danh kiéu s6 i,
con Chuong 1 dugc danh so 1. Nguoi dung c6 thé Iya chon cac ki€u so trang két
hop khéc nhau, tuy theo yéu cau tai li¢u.
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Cheraz 1.
QUY BINH CHUNG
Bien 1. Pham vi dién chinh

Luét nay quy dish quan I nha node vé din thin; trich nhidm cia cac bén oo lifn quan va G
host dongdin thin, bao som

1. L= chon nha thin cunz cdp dich vo e van, dich vu phi te vin, kinzhoa, x3v 1ip @i vad

) Dradin n:pta. LI."‘-II i dunz von nit nwec clad uqmn.hanw 10 chizc 1r_hu:| :-:-c!ﬂ:
chinh trj - x3 ki, 10 cherc dl.uhm x3 hdi - nz'h—'- nﬂu-‘i]: ta chie x3 boi- ngha mehisp, 10 chire x3
hai, dom vi T.tun.. Tt lwonz vil tranzmhin dan, dom vi senghisp conzlip,

b) D 2n d2n nrphat trisn oia doanh nghisp nha nwec;

)Drad -:'.:u n:pta. trign khinz thudc quydinh tzd diem ava dismb khodn Bay "n e dunz v u:-:u
n.hanmx vin cia doanh nzh:epn.hanm:m:ﬂ“.nulafnhﬂacdum"’ mhrmztein 500 trdms
trong tonE mic din e oz dip g

d) Mz sim st dun s von nha nwo: nha:u:du]:m hazt ding thisgns xuyan oz oo quan nha o,

o chiee chinh o, to r_ut chinh & - x3 hd, to chic chinh wi x3 i - nzh=r_:tl=p mr_ut xi h-:-:
- 115]1= nehifp, 16 chir £3 hai. den vi thudc s leenz vil trenznhin d3n, dom vi senshisp conz
) Mz s3m 5 dunz von nha oo nhim cung cip sin pham, dich vu cieg

&) Mz hanz dir trif quoc Sa st dunz van nha nwec;

£ Mz thnoc, wat frv i€ s dung von nha neec; nEnon quy béo hism v 2, nmon the frdich vo
kham bénh chits bénh vanzaon tho hop phap khac ofia oo ¢ v 12 cons 1ap;

2. Lrachon nha thin fhec hign cong cip dich vo twvan, dich vo phi tevan, kang boa trén Jinh
tha V' L=t\au:e.= thuze hign dan ﬁanmu‘mch-‘i]: 12 NKeC n20d cua doank ngkd =p‘t i Namma
dwran do st dumevon nha meee tr 30% 0 140 hodc dedi 30% nhimg teén 500 of done tronz tonz
mire dan frcila dw an;

3. L= chon nha dan nr thoe hidn dr an d3n o theo hinh thire 354 t3c cdng ne (PEF), dir an ddn nr
oo st dunEdar;

4. Lya chon pha tham trong linh t'nv:-.’aul.ha.muacluachmnlﬁthau“u.vzap: ch va daa ko
lin quan trec i Tnmbnmnnn_n.ﬂ:ha:mmdu.phctmanﬂ:ﬂ va khai thac d3m khi theo quv

dinh oia phap it ve dam ki

2. Cach xo6a so trang tai trang cuoi

Bitn 2. Doi teyez ap dunz

Mot sb tai liéu yéu cau khong danh s trang & nhirng trang cudi nhu trang tong két,
hay trang nao d6. Néu dé xoa toan bo s trang trén Word chi can nhian Remove
Page Numbers. Nhung yéu cau chi xéa s6 trang ¢ 1 hodc 2 trang cudi cung thi
khong thé thuc hién cach nay duoc.

Buée 1:
Tai li€u cua ban da dugc chia thanh c4c Section khac nhau. Tim téi trang muén bo
s0 trang va click dap chudt vao so trang muon xoa.



Buérc 2:
Nhin 1én thanh c6ng cu click chudt vao nat Link to Previous dé loai bo lién két cua

trang hién tai v4i nhiing trang trude do.

k0-43-2013-gh13.doc [Compatibility Mode] - Microsoft Word Header & Footer Tools

References Mailings Review View Developer Design
j Ellgl j’ 7 5, Previous Section || [T Different First Page =]+ Header from Top:
- D[:] ! \,v E N . & . A o | 3
=Ip Next Section Different Odd & Even Pages | =i+ Footer from Bottom:
ure  Clip Goto Goto gggm - - )
Art Header Foote ‘%‘3 Link to Previous ;_;] Insert Alignment Tab

Navigation Options Position

Bay gio ban chi can x0a sb trang ¢ trang da chon rdi click vao Close Header &
Footer dé dong giao dién. K&t qua sé trang da dugc xda ma nhirng trang trén cung
van con sO trang.



d Header & Footer Tools

per Design
ferent First Page ﬁ& Header from Top: 1.27em
ferent Odd & Even Pages || [z} Footer from Bottom: [ 1.27cm 3 e

Close Header|
pw Document Text 2] Insert Alignment Tab and Footer
|

Options Position |  Close |

Close Header and Footer

Close the Header and Footer Tools.

You can also double-click the
document area to return to editing
it.

Nhu vy ban da biét cach danh sd trang két hop i ii iii va 1, 2, 3 cing nhu cach xoa
s trang bat ky, nhimng trang khac van gitr nguyén s0 trang. Chi can tach thanh cac
section kha nhau dé chén s trang, hodc x6a sb trang trén Word theo ¥ mudn.

6. Tao Watermark, tuy bién Watermark.

Céch 1: Tao watermark Word dang hinh anh

Bwoe 1:

Trong giao dién Word, trudce hét ban click chudt tai vi tri trong van ban mudn chén
watermark. Sau do nhap tiép vao tab Page Layout roi click tiép vao
muc Watermark.
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Page Setup

ICach dang file PDF 1én Facebook bang Pdf2Social
Facebook khong hd tro file PDF

PDF hién nay la dinh dang pho bién trong viéc trinh bay ng*
d‘mg van ban hodc cdc dang biéu do. Tuy nhién, viéc chia

Page: 10f2 | Words: 260 |

Bwoec 2:

O day ban s& nhin thiy hinh anh xem trudc ciia mot sb kiéu chén watermark trong
Word dé c6 thé chon lua cho tai liéu ctia minh. Nhan chon Customs watermark.

F .-Watermarlcx-] I lndent | Spacing 1 jl 4 Bring to f

Confidential & \ T 3

SNl A{afalddlaalafals S

CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1

A Custom Watermark..,

A% Remove Watermark

ﬁﬂ Save Selection to Watermark Gallery




Bwoec 3:

Xuat hién hop thoai Printed Watermark. Tai day nguoi dung s& ¢6 2 cach dé chén
watermark vao ngi dung.

Néu mubn chén watermark bang hinh anh c6 sin thi tich chon vao Picture
watermark, roi nhan chon Select Picture dé mé anh watermark luu trir trén may
tinh.

Printed Watermark ? X

(O No watermark
(® Picture watermark

Select Picture...

Scale: Auto v Washout
(O Text watermark
Language: |English (United States)
Text ASAP
Font: Calibri
Size: Auto
Color: Automatic Semitransparent
Layout: Diagonal Horizontal

Cancel

Buorc 4:

Tiép dén phan Scale, lyra chon kich thuéc cho watermark vira chon. Cudi ciing
nhan Apply dé xem trudc watermark dugc chén vao trang Word nhu thé nao.
Luu Y véi nguwoi dung, khi bo tich tai 6 Washout thi watermark s€ ddm hon nhu
hinh du6i day. Néu thdy ung ¥ v6i cach chén watermark nay, nhan OK dé Iuu lai.
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Céch 1: Tao watermark Word dang hinh anh

Bwoec 1:

Trong giao dién Word, trudc hét ban click chudt tai vi tri trong van ban mudn chén
watermark. Sau d6 nhap tiép vao tab Page Layout roi click ti€p vao
muc Watermark.

) | - 15 | 5 Céch ding file PDF Ién Facebook bing Pdf2S... - ] X
Yy E y
Hol PPage Layout ] References Mailings Rewew View Nitro Pro @
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Themes | Page Setup 23

ICéch dang file PDF 1én Facebook bing Pdf2Social
Facebook khong hd tro file PDF

PDF hién nay la dinh dang pho bién trong viéc trinh bay no?
| dungvin ban hodc cac dang biéu d6. Tuy nhién, viéc chia s S

F . k T |
Page: 10f 2 | Words: 260 | EIE = 100% (=) )

Bwoec 2:

O déy ban s& nhin thay hinh anh xem trudc ctia mot s6 kiéu chén watermark trong
Word dé c6 thé chon lua cho tai li€u ctia minh. Nhan chon Customs watermark.
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Bwoec 3:

Xuat hién hop thoai Printed Watermark. Tai day nguoi dung s& ¢6 2 cach dé chén
watermark vao ngi dung.

Néu mubn chén watermark bang hinh anh c6 sin thi tich chon vao Picture

watermark, roi nhan chon Select Picture dé mé anh watermark luu trit trén may
tinh.

Printed Watermark ? X

(O No watermark
(® Picture watermark

" Select Picture... )
Scale: Auto v Washout
(O Text watermark

Language: |English (United States)

Text: |ASAP

Font: 'Caiibri

Size: Auto

Color: 7 Automatic » Semitransparent
Layout: Diagonal Horizontal

Aesf) GF  Cancel

Bwoc 4:



Tiép dén phﬁn Scale, lya chon kich thuéc cho watermark vira chon. Cudi cung
nhin Apply dé xem trudc watermark dwoc chén vao trang Word nhu thé nao.
Luwu y véi ngwoi dung, khi bo tich tai 6 Washout thi watermark s€ ddm hon nhu
hinh dudi ddy. Néu thay ung ¥ voi cach chén watermark nay, nhan OK dé luu lai.
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cach chia sé file PDF 1én Facebook Pdf2Social.

-loc 1:

http://quantrimang.com/
FB.com/quantrimang.com.vn
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—

- x6c hét, ching ta sé trie cuia Pdf2Social

-0 link dudi day

= \p://pdf2social.net/

-§oc 2:

7. Tao ghi chu (comment), tim ghi chu dau tién, stra chira ghi chi, x6a bé
ghi chq, chi cho hién ghi chii cia ngwai can thiét.

Buée 1:

Tai giao di¢n ndi dung van ban Word can chén cht thich dudi chan trang, ban dat
con tré chudt ngay sau tir ngir cin chi thich. Chang han ¢ day toi s& chu thich tir
Footnote.
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Khi tién hanh soan thao ndi dung vin ban Word nhu luén 4n, béo cdo,

sach . ban se gmg nhung thuat ngu chuyen nganh tu v1et tat Va dé

cusoan théo Word. Vay lam sao g§ co thé chén chu thich & cuéi trang
trong no1 dung van ban Word? Néu ban doc chua biét cach thuc hién co
thé theo doi bai huéng dan dudi day cua Quan tri mang.

Page: 1of 1 | Words: 105 | ® English (United States) |

Buwde 2:

Tiép dén, chung ta s& chon tab References trén thanh Ribbon rdi kich vao mii tén
tai muc Footnotes nhu hinh dudi. Néu ban dang sir dung Word 2003 thi
chon Insert > Reference > Footnote.



1/62; H9-0 - Document1 - Microsoft Word — O X
wiad

Home Insert Page Layo Mailings Review View 1@
=1

B ABl i ) Manage Sources ; A 3 2
E = (R style: apA  ~||| —
Table of Insert Insert e Insert Index Table of
Contents ~ Footnote = Citation ~ 3 Bibliography ~ Caption !f) v | Authorities ~!
Table of Contents; Footnotes| ™ Citations & Bibliography Captions

Khi tién hanh soan thao ndi dung vin ban Word nhu luén 4n, bdo cdo,
séch,... ban s& gip nhitng thuit ngix chuyén nganh, tir viét tit,.. Va dé
ngudi doc c6 thé hidu 15 chinh xdc vé noi dung cua tir ngir 46, ching ta
s& sir dung tinh ning Footnote chén chi thich & chan trang c6 sin & cong
cu soan thao Word. Vay lam sao dé c6 thé chén chu thich & cudi trang
rong ndi dung vin ban Word? Néu ban doc chua biét cach thuc hién co
hé theo doi bai huéng dan dudi dav cua Quan tri mang.

m F—

Page: 1of 1 | Words: 105 | & |

Buérce 3:

Sau d6 xuét hién giao dién cira s6 Footnote and Endnote. Trong d6 gom:
Location: Vi tri ddt ghi chu:
Footnote: Chan trang (thuong dé ghi chii & chan trang).
Endnotes: Bat ¢ vi tri dudi cung cua file van ban.
Format: Dinh dang.
Number format: Pinh dang kiéu danh sé ghi cha (1, 2, 3...; a, b, c...; 1, i, iii,...)
Custom mark: Ty nhap ky tu lam ky tu ghi chu.

Start at: Bt dau danh s6 thir tu cho chu thich.

Numbering:
Continuous: Chii thich tir d4u téi cubi trang
Restart each section: Chu thich lién tuc tir dau dén cudi phﬁn van ban chon va
bét dau lai tir dau khi chon phan vin ban khac.

o Nut Symbol...: Cheén ky tu dic bi¢t lam ky tu danh ghi cht.

o Apply changes: Whole document chu thich toan bd trong ndi dung van ban.
Chung ta diéu chinh nhu hinh duéi day roi nhan Insert.

N =

SOk whE e



Footnote and Endnote ? X

i Bottom of page
[End of document v

P Sk
Number format: |1, 2,3, . D
Custom mark: Symbol
Start at: {1 L—JJ
Numbering: 1 Continuous E]

Apply changes
Apply changes to: iWhole document E]

st || conced | | oy |

Ngay sau d6, & cudi chin trang s& xuat hién cha thich nhu hinh duéi day.

H9-0)s Document1 - Microsoft Word = O X
Home Insert Page Layout | References | Mailings Review View @
B AB' > (3 Manage Sources 2 i o ‘ =
= S | =

e AR ~ (3 style: APA  ~ e v
Table of Insert Insert . Insert ’ Index Table of
| Contents ~ | Footnote = || citation~ @B'bhography' | Caption ) ||~ | Authorities v |
I;ap}ggficqu)rtgp;s_ | Footnotes ||/ cx\tqtuons&Blbhograohy " l:r Captions [ \k ’

\\""7!1[#Y'\1“1‘1r11"\11" —

\

Page:1of 1 | Words: 105 | & |

Budc 4:

Cudi cung ban chi can viét ndi dung cha thich vao phia dudi chan trang 1a duoc.
Chuing ta c6 thé thay doi kich c& chit, phong chir cho chu thich tuy theo timg nhu
cau trinh bay ctia mdi ngudi.




Documentl - Microsoft Word = O

&
5
iIr=

X
| @

Mallmgs Review

!= ‘!E % A

23 Mrh v = fy

2 ||l@p ] .z = — ] Quick Change Edmng

‘; | ' “’v_ﬁ,_' A"_”A A ’ 1T Styles v Styles~ || -

Clipboard ™ || Font & |, _Paragraph || styles | ‘
TN

! Chi thich cudi chan trang

Page:10f1  Words: 110 | <& |

Viéc chén chu thich & cudi mdi chan trang s& gitip tir ngit, ndi dung trong bai dugc
r& nghia hon, giup ngudi doc ¢ thé d& dang hiéu dugc toan bd ndi dung ciia vin
ban. Bén canh d6, ban ciing co thé thay ddi dinh dang cho chu thich, nhu sir dung
chir nghiéng, in ddm, hodc thém bat cir ky tu dac biét nao khac.

9. Chén tai liéu tham Kkhao (Bibliography). 7
Buéc 1: Trong Word cac ban chon tab References va chon chuan IEEE trong Style

Wi d9-o0|- Tri
Mme Insert Page Layout | References ‘ Mailings Review View
[Z Add Text ~ Uiy Insert Endnote : [3) Manage Sources = |
= 3% update Table AE Next Footnote + (3 style: IEEE2000~
Table of Insert . Insert Insert
Contents ~ Footnote = Show Notes Citation ~ ! Bibliography ~ Caption !
Table of Contents Footnotes I Citations & Bibliography
(L] o T G R S S N R
= T T T T

Bwée 2: Thém tai liéu tham khao
1. Pau tién cac ban chonReferences — Manage Sources.



Wi d9-0|- Tri

Home Insert Page Layout ’_ References ! Mailings Review View
é (S Add Text ~ ABI [y Insert Endnote § 3) Manage Sources |
|2 update Table A Next Footnote ~ (3 style: IEEE 2001 ~
Table of Insert Insert: i 3 Insert
Contents ~ Footnote = Show Notes Citation ~ @ Bibliography ~ Caption !
Table of Contents \ Footnotes | Citations & Bibliography ‘
IIZ] . Y 12130 4°0-5°16€

= 0 0 0 0

2. Néu tai liéu da co bén Master List cac ban chon vao tai liéu d6 va chon Copy dé

Search: | | ‘Sortby Author B

Sources available in: -
. |
Master List Current List

Dac, Nguyén Tan; Hoc va Day-Xua va Nay (2012) 7

v dted source
? placeholder source

Preview (IEEE 2006):
Citation: [[index]] ~
O
Bibliography Entry:

3. Néu mudn thém tai liéu méi cac ban chon New trong Source Manager.

Search: ‘ [Sort by Author E
Sources available in:

z Browse... .
Master List Current List

Dé&c, Nguyén Tan; Hoc va Day-Xua va Nay (2012) -

v cited source
? placeholder source

Preview (IEEE 2006):
Citation: [[index]] p

Bibliography Entry:




4. Trong Create Source cac ban chon Type of Source (kiéu ctia nguon tai ligu) va
dién thong tin cho tén tac gia (Author), Ti€u dé tai liéu (Title), Nam xuat ban
(Year)... sau do chon OK.

Create Source l % '
Type of Source | EETTEI = S ~ | Lengusge [Defaut  []
Bibliography Fields for IEEE 2006
Author Edit
| Corporate Author
Title
Journal Name
Year
Pages
Volume
Issue
| Show All Bibliography Fields
Tag name
Placeholder 1 [ ok ][ come |

Muén thém tai liéu m&i cac ban chon New va tiép tuc thém, sau khi da thém
xong cac ban dong Manage Sources.
Bude 5: Dé trich dan tai liéu tham khao, cic ban chon chudt vao canh doan vin ban
can trich dan va chon Insert Citation va chon dén tai liéu can trich dan.

W20 Trnch don XEE - Micronsh Wesd -~

Coporete Ao

Do W Bl sy Pk

Tog rome
Fochode') o Cancel

Muda ndm ti Mo md cic ban chon New vk bdp huc thée, sau ki 63 I2ém X009 cic ban

G0ry Manage Sources

Bude 5: ©F trich cdn th Mo tham khdo, Cic ban chon chudt vao cGanh doan vin tdn cln tricn

ddin v chon Insert Citation v chon dén th iy cin tricn alin [1) ]
A W $aU ATV tricn ol 9 4 nier s

Theo chuan IEEE nén sau khi trich dan xong thi s& c6 két qua nhu sau:

Vi cac doan van ban can trich dan khéc céc ban cling thuc hién nhu vay dé
thém trich dan.

Bwéc 6: Tao danh muc tai liéu tham khao.



Cac ban dat chudt vao vi tri mqén tao danh muc tai }iéu tham khao sau do
chon Bibliography va chon kiéu danh muc ban muon.
Va két qua la:
TaiLiéu Tham Khio
[1]N. T. Pic, "Hoc va Day-Xua va Nay," Tap Chi Khoa hoc Pai hoc Quéc té
Hong Bang, vol. 01 (12/2012), pp. 4-8. 2012.

[2]D. T. Tong, Phuong phép nghién ctru khoa hoc gido duc va tam 1y, HO Chi
Minh: Pai hoc qudc gia TP.HCM, 2002.

[3] "Phuong phap nghién ciru khoa hoc," Ty hao dugc phat trién béi WordPress,
30 12 2015. [Online]. Available:
http://phuongphapnghiencuukhoahoc.com/phuong-phap-nghien-cuu-ly-
thuyet/. [Accessed 30 12 2015].

Trén déy 1a cach trinh bay cach trich dan tai liéu tham khao véi chuin IEEE danh
cho cac nganh khoa hoc k¥ thuat. D61 véi cac nganh khoa hoc xa hoi cac ban c6 thé
trich dan voi chuan APPA va céc budc lam cling nhu trén.



BAI 4: TRON THU

Tron tai liéu (Mail Merge)

Céac Khai niém:

Tron thu:

Trong thuc té, d6i khi chung ta can phai in vin ban goi cho nhiéu nguoi chang han
nhu thu moi, phiéu bao diém, gidy chang nhan, bang tét nghiép. ..

Thay vi phai gd nhitng théng tin cua timg nguoi vao ndi dung cua ting gidy ching
nhan (rat dé nham 13n), ta c6 c6 thé ding céng cu Mail Merge dé giai quyét van dé
trén mot cach nhanh chong.

Tdp tin data source
Mot file chtra dit liéu ngudn thudng dugce trinh bay dudi dang bang biéu don gian
nhu table, sheet (ciia Excel, Access) bao dam du sé cot, hang va noi dung trong cac

A

0.

Tap tin main document

Mot file vin ban mau da duoc trinh bay hoan chinh

a. Form letter

Budc 1. Tao tap tin Main chinh trong WORD nhu sau:



Cong Ty TNHH XYZ
&< 999 Pasteur, 0.1, TP.HCM

B 5223344 Ngay 30 thang 10 ndm 2009
THU MOT
o it oy
Kinh goi:
Sinh nam:
Pra chi:
Mai sap xép thoi gian dén du cude phong van tuyén nhan sy cho Cong ty.
Thot glan: @@, ngay
Dia diém-

Gidm Doc

Tran Vin A

Buwéc 2. Tao tap tin nguon dit liéu trén Excel véi cac cot co tén twong ung (chd y 1a
tén cot khong nén viét dau tiéng viét, va phai bat dau dir liéu ngay tai Cell Al).

* Cha y: tap tin dit liéu nay ban c6 thé tao bang WORD, tuy nhién néu thé hién
trong Excel ban sé& c6 loi hon néu bang dit liéu d6 c6 ho trg nhiéu phép tinh va ham
phuc tap.



OBC | HOTEN PHAI | NS | DIACHI THPHO BANG
Ong | Dinh nhwr Qui Nam | 1965| 11 Lé Lot TP.HCM bH
Ba | HG Lé Ngoc N& | 1966 | 22 Thuy Vén Ving Tau | PH
Ong | Hoang van Binh Nam | 1975| 33 Lé La1 TP.HCM
44 Ly Thueong
[f}ng Phan thanh Tam Nam | 1970 | Kiét TP HCM
Nguyén Thuy
Ba Hang Nir 1968 | 55 Lé Thanh Tén | TP HCM bPH
Ong | Trin Hoa Binh Nam | 1969 | 66 Ly Thai T6 Bién Hoa |PH
77 Tran Hung | Thu Dau
Ba Lé Thi Mong Vian | Nit 1973 | Pao Mot
f}ng Lé Van Lot Nam | 1967 | 88 Ngo Pirc Keé TP.HCM
Ba Hang thi Ngoc Ha | Ni¥ 1968 | 99 Hung Vuong | Ving Tau
Hoang th1 Lé
Ba Tuong Nir 1969 | 96 Pasteur TP HCM bH

Bwoc 3. Trén tap tin Main chinh trong Word

Chon Start Mail Merge trén tab Mailings va sau d6 chon Step by Step Mail
Merge Wizard.




Insert Page Layout References Mailings Review Wiew

] =tk Fialde 1 e o

_: t Hiahlight ddress Greeting Insert Merge 2 o o Previe = o
Merge = |Recipients * Recipient List 'e-;:+:e::: Bloc Line Field= |2l Update Labels | pasyts —1 Auto Chec
_;I Letters Write & Insert Fields Preview Results
[~ E-mail Messages R R R e R R By
=1 Enyelopes.
= labels.. NHH XYZ
3 Directory
» L OL I, TR HCOM
@ Mormal Word Document ur, Q.1, T.HCM
lss]  Step by Step Mail Merge Wizard... 12344 MNgay 30 thang 10 ndm 2009

THU MO1
ey

Thi gian: gif, _ngay

GidmBPdc

Triin Vin A

Trinh Wizard s& mg ra mot cira so bén phai tai liéu. Ctra s6 nay cd thé di chuyén
bang chudt dén mot vi tri mai trén man hinh va ban ciing c6 thé thay doi kich c& cua

s

no.



Mail Merge v X

Select document type

What tvpe of document are wou
warking on?

{i} Letters

() E-mail messages
) Envelopes

) Labels

() Directary

Letters

Send letkers to a group of
people, You can personalize the
letter that each person receives,

Click. Mext to conkinue,

Step 1 of 6

% Mext: Starting document

Pé thyc hién merge mail can phai qua 6 buéc, ban lam theo huéng dan bang cach
chon nhitng tily chon phit hop rdi nhan Next ¢ dudi cling cua hop thoai, néu mudn
quay lai thi nhan vao Previous.

Trong muc Select document type da chon sin Letters. Chon Next qua budc 2

Mail Merge v X

Select starting document

Howe dio wou wank o sek up ywaur
letters?

{(¥) Use the current document
(") Skart From a kemplate
{3 Stark From existing document

Use the current document

Start From the docurment shown
here and use the Mail Merge
wizard to add recipient
information.

Step 2 of &6
% Mext: Select recipients

4@ Previous: Select document bype

Trong muc Select sartting document da chon san Use the current document.
Chon Next qua budc 3



Mail Merge

Select recipients

{(¥) Use an existing list
() Select From Cutlook contacks

() Type a new list

Use an existing list

Iz names and addresses from a
file or a database,

Browse. .,
ﬁ/ Select recipient list file
Step 3 of 6

S Mext: Write wour letker

4@ Previous: Starting document

h

Trong muc Select recipients nhan nit Browse. Chon va mé file danh sach excel da

[uu.

Select Table

Mame Description | Modified Created Type

1201312009 &:07:23 &M 12/13/2009 6:07:23 &M TAEBLE

Sheetz4 1201312009 6:07:23 &M 12/13/2009 6:07:23 AM  TAEBLE

Sheet3t 1201312009 6:07:23 &M 12/13/2009 6:07:23 AM  TAELE
L

k4

First row of data contains column headers k.

l [ Cancel

Chon Sheetl, OK




Mail Merge Recipients

This is the lisk of recipients that will be used in your merge. Use the options below to add ko ar change vour list, Use the
checkboxes to add or remove recipients from the merge, Swhen your lisk is ready, click Ok,

Data Source

DanhSach, xlsx [v B3 Hi LE Mgoc g 1965 22 Thiy Man Wiing
DanhSach. xlsx [v | Ong Hodng wan Binh Marn 1975 33 LE Lai TP.HJ
DanhSach, xlsx [¥ Ong Phan thanh Tam Mam 1970 44 Ly Thuiang Kigk TP.HJ
Danh3ach, xlsx [v Eﬂké MguyEn Thoy Hng M 1963 55 L& Thanh Tdn TP.HJ
DanhSach, xlsx: [v Ong Trn héa Binh Marn 1969 66 Ly Thai T8 Bign H
DanhSach, xlsx [+ EBa L& thi Mdng ¥&n g 1973 77 Trén Hung a0 Thi D
DanhSach, xlsx [v | Ong L& wan Lai Mam 1967 a8 Mod a7 KE TP.HJ
Danh3ach, xlsx [v Ei Hang thi Mgoc Ha M 1963 29 Hing Yuiang Wiing
Danh3ach. xlsx [v E4 Hodang thi LE Tueng g 1969 96 Pasteur TP.HJ
< >
Data Source Refine recipient list
DanhSach, xlsx 41 sort...

7 Filker...

";'__-;I Find duplicates. ..
i) validate addresses...

O hop thoai Mail Merge Recipents, ta cd thé loai bo hoic trich loc nhitng hang
khéng mudn tao thu moi.

Nhan OK.

Nhan Next qua budc 4.

Mail Merge v X

Write your letter

If wou have not already done so,
write your letter now,

To add recipient information ko
vour letker, click a location in the
document, and then click one of
the itemns below,

=| Address block. .

= Greeting line...

__f| Electronic postage. .,
?ﬂ More ikems. ..

When vou have finished wriking
wour letker, click Mext, Then wou
can preview and personalize each
recipient's letker,

Step 4 of B
& Mexk: Preview your letkers

@ Previous: Select recipients




Trong muc Write your letter, nhan chon More items...

Insert Merge Field

Insert:
(") address Fields {(¥) Database Fields
Fields:

Lo —
HOTEN
PHAI
NS
DIACHT
THPHO
BANG

[match Figlds. .. ] [ Insert l [ Cancel ]

an

>

Dit con tro text ¢ vi tri xac dinh trong van ban mau, noi can chén dit liéu vao,

luot chén cac field vao trong main document nhu sau:

Cong Ty TNHH X¥2
B4 999 posteur, L1, TELHCM

2 5223344 MNgdy 30 thang 10 ndm 2009

THU MOT
oy
Kinhggi: «OBC» «HOTEN®

Sinh nam: «M5»

Pia chi: «DIACHI»

Nhan Next sang buéc 5, & budc ndy nhan vao nit >> dé xem trude cac thu moi tiép
theo



Mail Merge v X

Preview your letters

Cne of the merged letters is
prevviewed here, To preview
anokher letker, click one of the
Following:

Fecipient: 1

4 Find a recipient. ..

Make changes

You can also change your
recipient lisk:

@ Edit recipient list. ..

[ Exclude this recipient

When vou have finished
presviewing your letkers, click
Mexk, Then wou can prink the
merged letters or edit individual
letters to add personal
camments,

Step 5 of 6

% Mext: Complete the merge

4@ Previous: Write wvour letker

Nhan nit Next sang budéc thir 6.

Mail Merge v X

Complete the merge

Mail Merge is ready ko produce
vour letkers,

To personalize wour letkers, click
"Edit Individual Letters," This will
apen a new dacurent wikh your
merged letkers, To make changes
ko all the letters, switch back ko
the ariginal documnent,

Merge

L Print..

& 4 Edit individual letters. ..

IMerge to new document

Step b of B

@ Previous: Preview yaour letkers




Chon Print... néu mudn in cac thu mai truc tiép ra may in, chon Edit indidual

letters néu muédn xem trudc cac thu moi trong vin ban.

Merge records

......

() Current record
) Erom: To

[ Ok ][ Cancel ]

Trong hop thoai Merge to New Document cd thé chon tao ra toan bo cac thu moi
c6 trong danh sach hoac chi chon tao thu moi cho mot s6 ngudi.

b. Envelopes
Tao nhimng bi thu bang cach Mail Merge. Thyc hién twong ty phan From
letter nhung chon Envelops thay vi chon From letter ¢ budcl.

c. Labels
Tao nhan bang cach Mail Merge. Thuc hién tuong tu phan From letter nhung
chon Labels thay vi chon From letter & budcl.

d. Catologes

Tao vin ban kiéu danh sach bang cach Mail Merge. Thuc hién tuong tu phan From
letter nhung chon Catologes thay vi chon From letter ¢ budcl.

Ribbon ciing 13 mét cach hitu ich dé tao mot Mail Merge va qué trinh xu ly rat
gidng véi cac bude trong trinh Wizard. Bang cach sir dung thanh Ribbon, ban s&
c6 thé truy cap vao nhiéu tinh ning hon, chang han nhu ty dong kiém tra tim 13i
truc khi ban hoan tat viéc hoa tron. Ngoai ra con ¢ nhiing yéu té nang cao, chang
han nhu st dung céc truong dé thé hién cac thao tac hoic tinh toan trong tai liéu.

y — e j j j j EpRules ¥ <@%§| H 41 | N
=1 Ege 2! 3% Match Fields Ve

Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B » Finish &
Merge * Recipients = Recipient List | Merge Fields Block Line Field = Results| 'S Auto Checkfor Errars | pepge =

O T e —— =
Nhiing Iénh ban dung trén Tab Mailings trong bén nhom sau:

- Start Mail Merge: Pay 1a diém bt du tir noi ban chon mét loai tai liéu va sau d6
chon, tao, hoac chinh stra danh sach ngudi nhan.

- Write & Insert Fields: Pay 1a noi ban c6 thé chén cac Merge Field va sir

dung Rules dé thé hién cac thao tac tinh toan cho tai liéu.



- Preview Results: Bén canh viéc xem lai tai liéu da hoa tron, ban c6 thé st dung
tinh ning kiém tra 15i mot cach tu dong.

- Finish: Hoan thanh merge va két hop céc tai liéu ca nhan caa ban vao mot tai liéu
toan dién, hay in ching ra hoic gui thu dién tir.



Bai 5: Bién tap van ban trong ché do cong tac va bao vé tai
liéu

1. Bat, tat ché d6 1an vét (Track Changes), biét cach 1an vét cac thay déi
cua van ban.

Céch 1: Dé kich hoat ché do Track Change, vao menu Tools --> Track Changes.
Céch 2: Kich vao biéu tuong Track Change trén thanh toolbar Reviewing (Néu ban
khong thay xuat hién thanh cong cu Toolbar thi c6 thé lam né xuat hién bang cach
chon menu View --> Toolbar --> Reviewing).

Khi ché do Tracks Change dugc kich hoat thi biéu twong TRK trén thanh trang thai
s& chuyén tir ché 46 mo sang dam.

Nho ¢6 ché do Tracks Change ma & trang thai Print Layout, Web

Layout va Reading Layout, nhirng chit bi x6a hay dugc dinh dang lai s& xuat hién
trong mdt vong chu thich phia ngoai le nhin giong nhu céch chung ta thuong ding
but dé stra van ban trén trang gidy viét hing ngay.

Wide World Importers
Interoffice Memo

71‘-

Frora: Eva Corets

| Ce: Lavie Gaffney, General Sales Man
Re: Yearly Sales 2)
Date: Jaruary 15, 2009

3

month at the intermational <nl
Help make the meeting a suce:

O trang thai quan sat Normal hay Outline, nhiing chir da bi x6a xuét hién ngay trong
van ban voi duong gach chan phia dudi, khong nam trong vong chu thich va nhimng
thay d6i s& tac dong truc tiép 1én vin ban.

Chen loi binh vao van ban

Cach 1: Chon menu Insert --> Comment

Céach 2: Trén thanh cong cu Reviewing, kich biéu tuong Insert

O trang thai Print Layout, Web Layout va Reading Layout, ban s& quan sét thay dinh
dang nhu sau:



| Ce: Lavme Gaftney, General Sales Iy

Re: Yearly Sales
Date: Jaruary 15, 2009
1 2
|(Welgeceived th: | Comment [jh1]: We received this

wport a month ago, so I wouldn’t say
N 2 “j'ust.”|
{Deleted: just |

month at the intx,
Help raake the :

Str dung cac nut trén thanh cong cu Reviewing dé xac nhan hay hiy bo qua
trinh Track changes va dé x6a cac Comments (cau binh luén).

9 - 2w 3] 3

)23 (@

« Kich vao Previous dé xem lai cac thao tac dién ra trudc do.

« Kich vao Next dé xem cac thao tac dién ra sau d6 cho dén thao tac sau cung.

« Kich vao Accept Change dé xac nhan qué trinh soét 1i.

« Kich vao Reject Change/Delete Comment dé huaty bo qué trinh soat 15i va xoa

phan binh luan.

Dinh dang Track changes trong sé khac nhau ¢ nhiing ché d nhin khac nhau (Print
Layout, Normal, Web layout, Reading layout, Outline). Khi da sir dung quen ché
d6 Track changes thi ban s& tim ra duoc dang nao thi thich hop nhit véi ban.
O ché d6 quan sat Print Layout, cac dong van ban dugc xo4, cac 161 chu giai va ca
dinh dang van ban nira duoc hién thi trong cac & ghi chu phia bén 18 cua van ban.
Ciing xuat hién twong ty nhu ché do Print Layout 1a ché do quan sat Web Layout va
dang Reading Layout.

Tuy nhién, & dang Normal va Outline thi khong c6 bat ki 6 ghi chii ndo ca. Dong
van ban dugc xo0a dugc thé hi¢n trong van ban voi mot duong ké trén no, va 161 cha
giai dugc thé hién & phia dudi cung cia van ban trong phan Reviewing.

Wide World Importers
Interoffice Memo

] To: All Subsidiary Managers
From: Eva Corets
] Cc: Lawrie Gaffney, General Sales Ianager
Re: Yearly Sales
Date: January 15, 2009
1 2
IIWe_[jhl] Just recetved the final incorae report and we are pl
raonth at the international sales raeeting. We want to encou
Help raake the meeting a success by bringing the following




Ngoai ra, ¢ tat ca cac dinh dang , dong van ban dugc chén vao dugc thé hién voi
nhirng dudng gach chan va boéi mau riéng, va nhitng duong ké ding xuat hién phia
bén 1€ trai d€ chi rd noi1 su stra do1 vira duoc thuc hién.

2. Chip nhan, tir chéi cac thay ddi trong vin ban.
Chip nhin hoic tir chdi c4c thay doi:

Chon thay d6i ma ban muén ch&p nhan hoac tw chbi.

To Whom It May Concern:

Thank you for taking the time to meet with me last Thursday about the Sales Associate ;Eosition. |
enjoyed meeting with you and touring the facility. | was very impressed with the layout of the
showroom and with the competence of the staff at yeureormpanyQuality Furnishings. | would love the
chance to work in such a productive and verssupportive atmosphere.

Tw tab Review, nhdp chon Accept hodc Reject.
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Comments Tracking P Changes

Phan thay d6i dwoc danh dau trvdc do sé bién méat va Word sé tw dong chuyén
sang thay doi tiép theo. Ban c6 thé tieép tuc lam twong tw cho dén hét.

Khi da hoan tat, hay nhAp chon muc Track Changes trén thanh céng cu dé tat tinh
nang nay.

Luwu y: D& chap nhan tat ca cac thay déi cung mét luc, hay nhap chon menu tha
xudng trong muc Accept, sau dé chon Accept All Changes. Néu khéng mudn theo
ddi nhirng thay déi d6 niva, hay nhap chon Accept All and Stop Tracking.

An céc thay doi da dugc theo ddi
Tw tab Review, nhap chon Display for Review & phia bén phai Track Changes.

Thank You - Word
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Choose how you'd like to see
changes in this document.




Nhap vao tity chon ban mudn tir menu tha xudng. Trong vi du nay, ching ta sé
chon No Markup dé xem truéc phién ban cudi cung cla tai liéu trwedc khi chap
nhan thay déi.

Thank You - Word

me what you want te do

E‘g A Al Markup
Z
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B  Simple Markup - ‘a Next
ous Next Track All Marku Accept Reject
Changes' % ;/l kp 2 2
ments Trac ikl L\) Changes

Original

Ban ciing c6 thé nhap chon dwéng ké doc |& bén trai tai liéu d& chuyén déi gitra
tuy chon Simple Markup va All Markup.

To Whom It May Concern:

Thank you for taking the time to meet with me last Thursday about the Sales Associate position. |
enjoyed meeting with you and touring the facility. | was very impressed with the layout of the
showroom and with the competence of the staff at yeureempanyQuality Furnishings. | would love the

& chance to work in such a productive and vesy-supportive atmosphere.

Hide tracked changes.

| As we talked about in our meetings, my many years of sales experience, both in commissioned floor
sales and in the role of Sales Supervisor, would greatly benefit Quality Furnishings. In that time, | have

l learned many techniques that would help drive sales and drive-increase customer satisfaction ratings-at

Quality-Furnishings.,

Thém nhan xét (comments)

Buwéc 1: Danh du hodc dat diém chén vao phan van ban ma ban muén nhan xét.
Buéce 2: T tab Review, nhap chon muc New Comment.

Thank You - Word

Layout References Mailings View '\_/ Tell me what y
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late Language New ™ Delete Previous Next Show Track o
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Buwdéc 3: Nhap phén xét cGa, ban. Khi da hoan té’g, ban co ’thé dong 6 nhap
comment lai bang cach nhan phim Esc hoac nhap vao bat cir dau bén ngoai 6
nhan xét.

Raleigh, North Carolina 27601

m Olenna Mason A few seconds ago <)
fro Whom it May Concern} Address to hiring authoring instead. |

Thank you for taking the time to meet with me last Thursday about the Sales Associat
enjoyed meeting with you and touring the facility. | was very impressed with the layo
showroom and with the competence of the staff at yourcompanyQuality Furnishings
chance to work in such a productive and vepgsupportive atmosphere.

Xo6a nhan xét



Buée 1: Chon nhan xét ma ban mudn xda.

Buéc 2: Trong tab Review, nhap chon 1&nh Delete.

Luu y: D& x6a tat ca cac nhan xét, nh4p chon mii tén tha xubng trong muc Delete
va chon Delete All Comments in Document.

Thank You - Word
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3 7 4 B Show Markup ~
he Delete Previous Next Show Track
Comment 2 Comments €hanges~ (3] 2] Reviewing Pane ~
Zf,:] Delete Tracking s
501 Delete All Comments in Document L}

So sanh hai tai liéu v&i nhau
Buge 1: Trong tab Review, nh4p chon Compare, sau d6 chon l1énh Compare tir
menu tha xudng.
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Olenna Mason ,O+ Share
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Compare two versions of a
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=l Combine revisions from multiple

authors into a single document.

Buéc 2: Mot hop thoai sé xuét hién. Nhap chon Original document bang cach nhap
vao miii tén tha xudng va chon tai liéu tr danh sach. Néu file ban muébn chon
khéng cé trong danh sach, hdy nhap chon nit Browse dé tim vj tri ctia no.

Buée 3: Chon Revised document, sau dé nhap chon OK.

Compare Documents ? X
2riginal document Bevised document
Thank You - Criginal. dooe A Thank You - Revised W
Label changes with Label changes with | 0jenna Mason
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Word sé& so sanh hai tép tin nay dé xac dinh cac thay dbi va sau dé tao ra mot tai
liéu m&i. Céac thay dbi sé xuat hién dwdi dang danh ddu mau, twong tw nhu tinh
nang Track Changes. Sau d6, ban c6 thé st dung lIénh Accept va Reject dé& hoan
tat tai liéu cGia minh.

Compared Document % || Original Document (Thank You - Original - Clenna Mason) X
Decem 4,
Pecember 14, 2015 28, 200
R Powell
Roger 5 Saolsees'Manager
Sales Manager Quality Furni 4

Quality Furnishings
125 West Hannover Street
Raleigh, North Carolina 27601

125 West Hannover Street
Raleigh, North Carolina 27601

To Whom It May Concern:
o WROAs kA Loacoin:
Thank you for taking the time to meet with me last
Thursday about the position. | enjoyed meeting with
you and touring the facdity. | was very impressed with
the layout of the showroom and competence of the
staff at your company. 1 would love the chance to work
| in such a productive and very supportive atmosphere.
| Revised Document (Thank You - Revised - Glenna Mason) x
December 14, 2015

Dear Mr, Powell:

Thank you for taking the time to meet with me last Thursday about the Sales Associate
position, | enjoyed meeting with you and touring the facility, | was very imgressed with
the layout of the showroom and with the competence of the staff at yous
compary-Quality Furnishings, | would love the chance to work in such a productive and
| wvery supportive atmosphere.

As we talked about in cur maetings, my many years of sales experience, both in

commissioned floor sales and in the role of Sales Supervisor, would greatly benefit Roger Powell
| Quality Furnishings. In that time, | have learned many techniques that would help drive Sales Manager
| sales and deweincrease customer satisfaction ratings-at-Guality-Fusmishings. Quality Furnishings
125 West Hannover Street
| Inaddition, | wanted to let you know that | have recently received my certificate from Raleigh, North Carolina 27601

the Superior Sales Training program at the National Business Institute. Several
techniques covered in the program are sure to bolster sales. I look forward to having the

chance to implement them at Quality Furnishings, Dear Mr. Powell:

Thank you again for your consideration in filling this position. Please feel free to contact

me if you have any questions or would like additional information. | am looking forward Thank you for taking the time to meet with me last

to hearing from you soon. Thursday about the Sales Associate position. | enjoyed

3. Chén, bién tip, x6a, cho hién, 4n cac nhin xét hoac ghi chi.

Trong khi soan thao muc dich cta viéc dit Comment 1a dé ghi cha thém nhiing dir
lidu lién quan hodc tac giai mudn 1ong ghép dir liéu d6 vao nhing linh vuc khac, tuy
nhién n6 1am nho kho giay khién chiing ta khé doc hodc khong can thiét khi in ra
ban hoan toan c6 thé xo6a chung di.

Ciach xéa Comment trong Word

Tim hiéu vé Cafe

Ci phé (gbc tir café trong tiéng Phip) 13 mét logi thire udng miu den ¢6 chira chit
caffein va duge sir dung rong rdi, duoc sin xuat tir nhimg hat ca phé dvoc rang
1én, tir cdy ca phé. Ci phé duoc sir dung 1an dau tién vao theé ki thir 9, khi no dwoe
khidm pha ra tir viing cao nguyén Ethiopia. Tir d6, n6 lan ra Ai Cip va Yemen, va

161 thé ki this {15 dén Armenia, Persia, Thé Nhi Ky i phia bic Chin Phi, Tir .| foliiiite b s s
thé giéi Hoi gido, ci phé dén Y, sau 46 1 phin con lai cia Chiu Au, Indonesia v

Mi. Ngiy nay, ¢i phé 1a mdt trong nhimg thire uong théng dyng toan cau.

Hién nay, ciy ca phé duoe tréng tai hon 50 qubc gia trén thé gidi rong d5 co mit -~ | seeabetursmmoetimale |

$0 nude xudt khiu ca phé. Hat ca phé duoc ldy tir hat ciia cdc loai cdy thude ho ca

Van ban dugc chén Comment



Xo6a Comment

Buéc 1: Chon Comment Cin Xoa

Ban hay chon Commnet can xoa.

Buwoc 2: Lwa Chon Reject Change/Delete Comment

Tim téi lya chon Reject Change/Delete Comment. Chon Reject Change/Delete
Comment dé x6a Comment dugc chon (1) hoic Delete All Comments in
Document (2) dé xoa tat ca cac Comment.

P (= e MR =
e Cangele mment
Reject All Changes Shown (]0
Reject All Changes in Document

Delete All Comments Shown
f Delete All Comments in Document | (2;')‘

Delete All Ink Annotations in Document

Nhu vay la ta da x6a dugc Comment trén Word.

\ Standard
[ e Rk A 3 2 AT 2 AT )
SRR : z |lv | Formatting
AutoText
Control Toolbox
i ) Database
Cach xo0a Comment :
Drawing
5 % E-mail
Tim hiéu vé Cafe E
orms
Ca phé (goc tu café { Frames
caffein va duoc s@ ¢ Bl Meme
18 o oiv o oha. Ol QOutlining
en, twr cay ca phe.
2 y p Picture
kham pha ra tr vun Reviewing |

cha y
Néu chua thay hién thi Reject Change/Delete Comment ban chudt phai vao
thanh cong cu roi chon Reviewing.



Cach x6a Comment trong Word

Tim hiéu vé Cafe

Ca phé (gde tir café trong tiéng Phap) 13 mét loai thirc udng mau den 6 chira chit
caffein va duoc st dung rong rdi, duoc san xuat tir nhimg hat ca phé duoc rang
1én, tir cdy ca phé. Ca phé duoc sit dung lan dau tién vao thé ki thir 9, khi né duoe
kham pha ra tir ving cao nguyén Ethiopia. Tir 6, né lan ra Ai Cap va Yemen, va
téi thé ki thir 15|thi dén Armenia, Persia, Tho Nhi Ky va phia bac Chau Phi. Tir
thé gidi Hoi gido, ca phé dén Y, sau d6 1 phan con lai ctia Chau Au, Indonesia va
Mi. Ngay nay. ca phé la mét trong nhimg thirc uong thong dung toan cau.

Hién nay. cdy ca phé duoc trong tai hon 50 qudc gia trén thé giéi. trong d6 c6 mot

s6 nude xuat khau ca phé. Hat ca phé duoc 14y tir hat cia cdc loai cay thude ho ca

Poan van ban da dugc x6a Comment

Xoa Section Break

Ban gip 16i khi dinh dang vin ban? Rét c6 thé ching da duoc ngit boi Section
Break. Chung 14 nhiing phan, doan dugc dinh dang khac nhau trong ciing mot trang
hay giita nhiéu trang ctia cing mot tap tin van ban. Diéu can lam 1a ban phai x6a

Section Break.

( Break . @.‘g‘

Break types

() Page break

() Column break

(©) Text wrapping break
Section break types
| o fexip u

il it At 4

(*) Continuous !
) Even page
|| @ Odd page |

LI ok [ cancel ]|

S

- Cac chire nang Section Break

+ Next Page: Tach doan dé chuyén sang trang ké tiép

+ Continuous: Chia doan trong cung mot trang

+ Even Page: Tao Section méi bat dau tai trang chan tiép theo

+0dd Page: Tao Section méi bt dau tai trang 1€ tiép theo



Next Page Continuous

Even Page Odd Page

Véi Comment ta c6 thé nhin thiy ngay chiing con v6i Section Break ta s& phai xem
ching ¢ bao nhiéu Section Break tat c4, kiéu Section Break gi...

1. Kiém tra Section Break

Tai thé View ta chon Normal

1 Microsoft Word I

Normal

@ | Web Layout
=lj| Print Layout

Toolbars >

31 Document Map

=l Thumbnails Phap) 1a mét loai
Header and Footer rdi, duoc san xu:

q Zoom... st dung lan dau
¥ SNSRI

Khi kéo xudng ta s& thdy ngay nhiing vi tri dugc dit Section Break, ta chuyén qua
phan x6a Section Break

X0a Section Break

Ban c6 thé chon va x6a Section khi chon ché do xem Normal béng cich nhan chugt

trai vao diu ngin cua Section Break do6 sau d6 nhan Delete dé xo6a di.



Tim hiéu vé Cafq

Ca phé (goc tir café trong tiéng Phép) 12 mét loai thire uéng mau den c6 chira chat
caffein va duoc sir dung rong rdi, dwoc sin xuat tir nhimg hat ca phé duoc rang
1én, tir cdy ca phé. Ca phé duoc sir dung lan dau tién vao thé ki thir 9. khi né duoc
kham pha ra tir ving cao nguyén Ethiopia. Tl d6. n6 lan ra Ai Cap va Yemen, va
t6i the ki thir 15 thi dén Armenia, Persia, Tho Nhi Ky v phia bac Chau Phi. Tir
thé gi¢i Hoi gido, ca phé dén Y, sau 46 14 phan con lai cia Chau Au, Indonesia va

Mi. Ngiy nay, ca phé 1i mét trong nhimg thic udng thong dung toan ciu. (@BISI=IK=

.Section Break (Next Page),

Hién nay, cdy ci phé duoc trong tai hon 50 qudc gia trén thé gidi, trong d6 ¢6 mét
s6 nude xuat khiu ca phé. Hat ca phé duoc 13y tir hat cia cdc loai cdy thude ho ca
phé (Rubiaceae). Ba dong cdy ca phé chinh 13 Coffea arabica (Ca phé Arabica) -
Ngay sau khi x6a Section Break xong ban c6 thé xem & ché d6 Print Layout, cac

Section Break da duoc xoa.

Luu ¥ khi x6a Section Break c6 thé sé& thay d6i dinh dang ctia van ban.

Cach xo6a Section Breaks trong Word

Tim hiéu vé Cafe

Ca pheé (gdc tir café trong tiéng Phap) 12 mét loai thitc uéng mau den c6 chira chat
caffein va duoc st dung rong rii, diroc san Xuit ti nhitng hat ca phé duoc rang
1én, tir ciy ca phé. Ca phé dwoc st dung 1an diu tién vao thé ki thi 9, khi né duwoc
kham pha ra tir vung cao nguyén Ethiopia T d6, né lan ra Ai Cdp va Yemen, va
t6i thé ki thy 15 thi dén Armenia, Persia, Thd Nhi Ky va phia bac Chau Phi. T
thé gio Hbi giao, ca phé dén Y, sau d6 1a ph?m con lai cia Chau Au Indonesia va
Mi. Ngay nay, ca phé 1a mét rong nhitng thirc udng théng dung toan cau.

Hién nay, ciy ca phé dwoc trong tai hon 50 qudc gia trén thé gidi, trong d6 c6 madt
s6 nudc xuat khiu ca phé. Hat ca phé duoc léy tir hat cua cac loai cay thudc ho ca
phé (Rubiaceae). Ba dong cay ca phé chinh 1a Coffea arabica (Ca phé Arabica) —
ca phé ché — va Coffea canephora (Robusta) — ca phé véi, ca phé mit - Coffea

excelsa — véi nhidu loai khic nhau Chat lwong hay ding cip cia ca phé khic nhau

Poan van ban sau khi da duoc xo6a Section Breaks
Nhu vay ta dd x6a Comment va Section Break thanh cong trén trong Word rdi, véi

Word ban c6 thé tao Header va Footer dong thoi ciing co thé tao duong vién cho

van ban.

4. So sanh va tron cac phién ban khac nhau cuaa van ban.

Tinh ning so sanh tai liéu kha dé st dung, dé bit dau, ban nhin vao thé Review trén
thanh ribbon chinh, sau d6 nhan vao biéu twong Compare:


https://thuthuat.taimienphi.vn/lam-header-va-footer-trong-word-2010-2397n.aspx
https://thuthuat.taimienphi.vn/tao-duong-vien-trong-van-ban-word-719n.aspx

Campare Black  Restrict | Linked
- Authors = Editing Motes
Protect | OneMote |
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Block  Restrict | Linked

Authors - Editing Motes

Compare two versions of a
document (legal blackling].

Combine revisions from multiple
authars into a single document.

j Show Source Documents r
L

Chon Compare... mdt cua so sé€ bung ra:

Comparison settngs

insertons and deletions

Vi Tables

V] Moyes

V| Comments
V| Bormatting
[V Case changes
[V White space

Show changes
Show changes at:
9 Word level

V! Headers and footers

V| Footnotes and engnotes
V| Texthoxes

V| Fieidg

Bam vao miii tén ¢ phan Original document dé chon tai liéu gdc, 1am twong tu cho
tai liéu sira d6i & phan Revised document. Khi chon xong tén ctia hai tai lidu s&
hién ra trong hop. Nt mili tén hai chiéu dung dé doi vai tro cua tai lidu gdc va tai
liéu stra ddi. Ban c6 thé tick hodc bo tick dé thiét 1ap cac tuy chon so sanh nhung tdt
hon nén dé mic dinh. Nhan OK dé duoc két qua:



rebi Sl Tk Ty S Yoy |
e St T Yy B Vorw |

Ewiried ol Ty e Yom |

e Ty g e Vo |

Tl gt T |

Két qua duoc trinh bay trong toan man hinh Word & 4 cira s6 nho, ta s& tim hiéu
chirc ning cia ting ctra s6. Bén tréi 1a cira s6 Summary tom tat nhitng thay doi
giira hai tai liéu. Tiép theo, cira sd & chinh giira man hinh hién thi tai liéu chua ca
nhing thong tin gdc 1an chinh stra. Cudi cliing, bén phai 14 2 cira s6 hién thi ban sao
cta tai liéu gde va tai lidu di sira doi.

Ban c¢6 thé nhin rd hon céc cira s6 & giira va bén phai:

Ths = a =t ol documerd ot 1 ke In ol aroundoar 47 wath =huff =001 can Tres 1= 5 te=d of document ome | bk 1o fool smound
e Fdaw iT5 diMadan| vl SOV £ 0 A e Fediw 1T iMaian]

Thiss i @ el of documend by 1Eke 1o canooda with
siull 50 can see how ©5 et

Trong day ban c6 thé thay nhitng chit mau do 1a nhitng stra d6i mdi, trong khi
nhitng chit gach ngang biéu thi cho cho viéc da bi stra chira.

Ngoai ra, ban ciing can luu ¥ dén tinh nang Tracking trong thé Review da duoc bat
1€n khi ban str dung ché do Compare:

=2 -,_'_‘, Final: Show Markup -
= | 5 show Markup -
Track T

Changes ~ E Reviewing FPane|~

Tracking

Diéu niy c6 nghia rang ban c6 thé str dung tily chon nay khi so sanh tai liéu. Vi du,
néu ban nhan chudt vao Track Changes, roi Change Tracking Options, ban s€ co
duogc ctra sO pop-up sau:



Eormattng:  (none)

Balloons

Use Balloons (Print and Web Layout):
Preferred width: /3"

Margin: Right
/| Show lines connecting to text
Paper onientation n printing:

Muc dich cua cac tuy chon nay la cho phep ban dinh nghia thugc tinh ctia nhirng
thay do1 dugc Word ghi nhan lai khi so sanh hai tai liéu.

Ban ciing c6 thé diéu chinh cach Word hién thi nhimng thay doi trong tai liéu, vi du
ban muon chung dugc hién thi dudi dang "bong bong", nhan Show Markup, tré
dén Balloons va sau d6 1a Show Revisions in Balloons:

u“, Finak Show Markup - }% al #2 Previous j " FE
2] Show Markup * 92 Next O =

— Accept Reject Compare Block  Restrict
|V | Comments { ~ - . Authors - Editing
1"/ Ink Changes Compare Protect

v ‘ Insertions and Deletions

|V | Eormatting X || Original Document (Thi

|V | Markup Area Highlight

=5 ’ Cshow Rewisions in Balloons D

Reviewers | 7 Show All Revisions Inline

| v | Highlight Updates Show Only Comments and Formatting in Balloons

| u



Day 1a két qua c6 duoc:

Compared Docurment (This is a test of document one) x
This is a test of document fwo_ | like o [ Bebeted: e

cancodle with stuff so i can see how if's [ Deleted: ool arouna

different

Ngoai ra, duéi muc Change:

@ ' 3 Previous
- 23 Next %
Accept Reject

- *

Changes

Ban c6 thé click vao ntt Previous hoic Next dé di chuyén qua lai nhimg thay do6i
trong tai liéu sau do nhin Accept dé chap nhan hoic Reject dé tr chdi thay d6i &
mdi bude mdi khi di chuyén. Khi di chinh sira ung vy, ban chi can luu tai liéu theo
cach thong thudng dé xuat ra san pham hoan chinh nhat.

5. Gan/gé bé mat khau cho viéc mé, thay d6i mét van ban.

1. Céach khoa 1 section tuy y trén Word

Buéc 1:
Ban Iya chon section mudn khoa bang cach dat tré chudt tai vi tri mudn tao section

roi nhin vao tab Page Layout chon Breaks rdi chon tiép Continous.

it | Page Layout References Mailings Review View Developer
[—*I |y Orientation ~ i Breaks '] A) Watermark ~  Indent | Spacing
— L_j Size ¥ Page Breaks =z t:z 0.5 line
Margins __ - | ¥= .
s TN £E Columns ~ l Page ~ | 3= 05line
Page Set - ; Mark the point at which one page ends s
49._ UP 20l ﬁ and the next page begins. 2d 2 p
(g 3
§|1: A OTOEgElr DU |
" T —— 7y Column ’ - ;
cong nghe cao trong =| Indicate that the text following the column thuc chat trong
- e == break will begin in the next column. % <
cong nghiép, tao ra tz == nganh cong ngh
s T Text Wrapping n “ 2
niang lwec canh tranh v = 3p toan cau.
gt G p— Separate text around objects on web P
% = pages, such as caption text from body text.
II. MUC TIEU =
Section Breaks
1. Muc tiéu chung | l Next Page
b : Insert a section break and start the new
- Vai trd cia nginh ¢ |==) Section onthe next page. 61 ti trong cao
B

nghiép trong GDP, x| Continuous phan hoan than|
Insert a sectionWreak and start the new

section on the same page.

v

cau lai nén kinh té.

Buwoc 2:



Nhan tiép vao tab Review rdi chon vao mue Protect Document, rdi nhan chon

tiép Restrict Formatting and editing.

UE] = ViiCrosoTt vwwora

Fmal Showing Markup -1 [% @ &) Previous Il ‘_—:—j 5
_; il : l
B Show Markup ~ |

slloons Accept Reject o Compare Show Source
[B] Reviewing Pane ~ i 97 Next p

> Documents ~
Tracking

Changes

Restrict Reviewing Options

Lo 4 = 4 é Restrict Formatting and Editing
g thay ddi thuc chit trong mét sé nganh

fil

~du lai toan nganh cong nghiép, ning cao

cong nghiép toan cau.

ople from making
f editing or
the document by

nang 1én vdi ti trong cao hon cua cong

liu tw, gép phin hoan thanh muc tiéu co

Buwde 3:

Xuat hién thém giao dién chinh sira & bén phai man hinh. Trong phan 2. Editing
restrictions tich chon vao muc Allow only this type of editing in the
document roi ban lya chon Filling in forms.

|34 Restrict Formatting and Editing

1. Formatting restrictions
[ Limit formatting to a selection of styles
2. Editing restrictions
[ allow only this type of editing in the document:
Filling in forms A%
Tracked changes
Comments

Filling in forrn°
Nooly) |
ad Flllmg in forms ettings? (You can turn them off Iater)

k—W\\‘

\

Bwoc 4:

Tiép tuc nhin vao phan Select sections... & bén dudi dé chon ving dit liéu mudn
khoa.



i Settings...
‘5| 2. Editing restrictions
[ allow only this type of editing in the document:
E'Il_ing in forms
S n 3. Start enforceme
Cla TIlE Are you ready to apply these settings? (You can turn them off later)
Ic tiéu co Yes, Start Enforcing Protection ]
11 “\ ‘ B
/UG UGG
Budc 5:

Mot bang nho xuat hién dé ngudi dung lwa chon section muén khoa trong noi
dung. Section Protection s€ hién thi day du section c6 trong tai li¢u. Pé khoa section
nao thi can tich chon vao section d6 roi nhan nat OK & bén dudi la xong.

ha va dail dat viec CO cau [al toan ngani cong nghiep, nang cao

1 hon vao chuoi gid tri cong nghiép toan cau.

Section Protection ? b4

Protected sections:

rong nén kinh té dwoc na

viéc lam va thu hit dau

Checked sections will be protected when
the document is protected for Forms.

[ o || conce

Quay tré lai giao dién chinh sira nhin chon vao nat Yes, start Enforcing
Protection.




2. Editing restrictions
[ aliow only this type of editing in the document:
iFilIing in forms El
Select sections...

3. Start enforcement
Are you ready to apply these settingg? (You can turn them off later)
Yes, Start Enforcing Protection

cong

~

€u co

Buérc 6:
Trong hop thoai Start Enforcing Protection nhiap mat khau bao mat ving dit liéu
ro61 nhan OK & bén dudi.

L sdu hon vao chudi gi4 tri cng nghién toin cin

Start Enforcing Protection ? X

Protection method

(® Password
(The document is not encrypted. Malicious users can edit the

8 ——— 8 file and remove the password.)
Fp trong neén kinh té Enter new password (optional): { J
tao viéc lam va thu Reenter password to confirm: ’ |

User authentication

{Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

[ox ] concel |

& Bt I =F

Két qua chung ta s& dugc section 1 bi khéa va section 2 van c6 thé sira chita duoc.
Ban chi co6 thé boi den ndi dung trong section 1 nhung khong thé click chudt phai dé
chinh stra, hay nhap ndi dung.



déng gbp cua ning suit nhan té tong hop (TFP) vio gid tri gia ting cua san phim céng nghiép;
chu déng phat trién mét sb nganh cong nghiép vu tién, cong nghiép cong nghé cao va img dung|
céng nghé cao trong té chirc san xuit nhim tao ra nhimg thay d6i thuc chit trong mét sb nganhl
cong nghiép, tao ra tic dong lan toa va din dit viéc co cdu lai toan nganh céng nghiép, ning cao
ning lec canh tranh va tham gia siu hon vao chudi gia tri céng nghiép toin cau.
II. MUC TIEU

1. Muc tiéu chung

- Vai trd ctia nganh cong nghiép trong nén kinh té dwoc ning 1én véi ti trong cao hon cua cong|
nghiép trong GDP, xuit khau, tao viéc lam va thu hit diu tu, g6p phan hoan thinh muc tiéu co

cdu lai nén kinh té.

5y ST Y PO I - . B

Budc 7:

D¢ mo khoa ving dir liéu da dat mat khau, nhan vao tab Review, chon Restrict
Formatting and editing, chon tiép Editing Restriction. Nhin xuong dudi nhan vao
nut Stop Protection.

Buée 8:

Nhip ding mat khau da tao dé bao mat ving dir lidu, rdi nhdn OK dé m¢ khoa
vung dir li¢u 1a xong.



ché va tiép cin tich cec hon cdc ngudn lwc cho phét trién céng nghiép
é; dam bao thuc thi ddy du nguyén tic co ché thi truomg trong huy déng
lganh cong nghiép.

Unprotect Document ? X

Password: |
| oK | C-a-ncel | ep:

quoc té vé kinh té va cudc cach

lung khoa hoc - cong nghé trong

hhan t6 tong hop (TFP) vao gia tri

56 nganh céng nghiép wu tién, cén

hirc san xuat nhim tao ra nhimg thay d6i thuc chit trong mét s nganh
ong lan toa va dan dit viéc co cu lai toan nganh céng nghiép, ning cao

pm gia sau hon vao chudi gia tri cong nghiép toan cau.

2. Khoa 1 phan, 1 vang nhé dix liéu Word

Budce 1:

Trude hét ban can dwa tab Develop ra ngoai giao dién Word.

Véi Word 2007, ban nhén vao biéu tuong Office 10i chon Word Options. Sau d6
nhin vao muc Popular roi nhin sang bén phai tich chon vao muc Show Developer
tab in the Ribbon.

Word Options ? X
hﬁdp" opular *‘4 i — P
% = @ Change the most popular options in Word.
Display
Proofing Top options for working with Word
Save Show Mini Toolbar on selection (i’

Enable Live Preview (i)
Typography . .
E} Show Developer tab in the Ribbon i
Advanced [ open e-mail attachments in Full Screen Reading view ()

Color scheme: iBlue E

Customize
Add-Ins ScreenTip style: ;Show feature descriptions in ScreenTips E
Trust Center Personalize your copy of Microsoft Office
Besources User name: | User = ’
Initials: Iui‘ v
% ASIAALANL L ' >

1

[ ok || Ccancl

Vi ban Word 2010 tré 1én ciing md phan Word Options chon Custom Ribbon rdi
nhin sang bép pl}éi phan Customize the Ribbon, chon Main Tabs, roi tich chon vao
Developer dé hién thi trén thanh cong cu.




Word Options X

General gy % e
o q‘-_-.‘ag Customize the Ribbon keyboard shortcuts.
Display : y . ~
: Customize the Ribbon:'
Proofing Choose commands from:"/ b -
Proofir ‘ i |
Popular Commands v a Main Tabs 2
Save
Typography [/ Accept and Move to Next A * LJFage Layout Al
Language = Align Left ® [V]References
Languac L ¢ :
©Q - = [JMailings
Advanced := Bullets »
= Center @ [JReview
Customize Ribbon I,:,: Change List Level > & Vi oW
Quick Access Toolbar Xg g&py o Developer
Add-ins Define New Number Forma
% i
7 | e
Trust Center fL-)' gfa‘svte'fable # [v]Blog Post
(2] Draw Vertical Text Box # [ Insert (Blog Post)
'ﬁ]' Email @ []Outlining
Find
® v Background Removal ]
Font I"v "j 9 x
R e e e Customizations: | Reset ¥
) |
Buoéc 1:
Ban béi den vung dir liéu muon khéa roi nhan vao tab Develop roi click tiép
vao bieéu twgng Rich text.
V;_) b quyet-dinh-598-qd-ttg - Microsoft Word =
Insert Page Layout References Mailings Review View | Developer |
4 || Aal i Design Mode t = % Schema ? 6
@:(|— 31 Properties %) Transformation —
EH & &R . Structure ., " Protect Document Docy
B\ ESRE I8 Group - | & Expansion Packs | pDocument~ || Template  Pai
l Controls J XML Protect || Templates

By igie e I e N,

. . 4 . .
P dat tir 30 - 35%, toc d0 tang truomg cong nghiép
g ché bién ché tao trong téng kim ngach xudt khau

toc d9 tang truong -ti trong
5 - 90%; lao ddng trong cong nghiép va xdy dung chiém 25 - 30%:; toc do ting treon
a s6 lwong doanh nghiép trong cong nghiép cao hon h\téc ting treong binh quan toan x

) ting ning suat lao déng trong nganh céng nghiép binh quin hing nim cao hon 5.5%;
khoang cich cdc chi sé vé ning lwe canh tranh céng nghiép so véi cic nuzdc ASEAN-4: t

Buwéc 2:
Tiép dén nhan vao biéu tweng Control Properties va s& xuat hién hop thoai
Content Control Properties.



)me Insert Page Layout References Mailings Review View Developer ‘

S Design Mode Schema E e
Ej Asa T % & s B =
1o ‘ja Propertles. Transformation

Ef @R~ |y st . Protect Document Docume

A g 'Eé’ # % Group ~ ¢ Expansion Packs | Document ~ Template  Panel

3 { Controls | XML Protect Templates
‘1 1 Y Control Properties ! ? ! 5 '

View or modify properties for the
selected control.

hon téc d6 ting truong
tie 85 - 90%: lao dong t

@) Press F1 for more help. 3
tw va sb lvong doanh ngnrep-trong S IgNTEP CA0HON toc ting trong binh quédn toan xa

bc 46 tang ning suit lao déng trong nginh cong nghiép binh quan hang nim cao hon 5.5%;

hep khoang cich céc chi sé vé ning luc canh tranh cong\nghlep so vxc'l cac m]rcc ASE AN4:t1
A \, | « { ]
lg déng gdp cua nhom nganh céng nghiép céng nghe cao trong céng nghiép ché bxén ché tao

i X o = 12 o 1 s = = z A X 4 4 1 4 A g

Tai hop thoai nay ban can nhap céc ndi dung bao gém:

« Title: Nhap tiéu dé cho vang dit liéu mudn khoa.
« Locking: Tich chon vao 2 muc Content Control canot be delete va Content
canot be edit.

Cubi cung nhan OK dé luu lai.

Structure .. Protect
tﬁ Group ~ & Expansion Packs | pDocument -

Protect

X )
-L“&_‘—LAAAAJ—J '&5113;;..—;‘

Content Control Properties ? X

Controls

- General

Tite: |GDP

Tag:

[] use a style to format contents
Style: l Default Paragraph Font

= 3 A e
hat lao d <5
, s>zl Locking

rdc chi s
' Content control cannot be deleted
hom ngar iContents cannot be edited:

Ejn nam | Rich Text Properties

Remove content control when contents are edited

gtm&lf |

h mot so cum lién két nganh cong nghiép trong cac nganh coj

Buéce 3:
Nhan vao tab Developer rdi chon Protect Document chon tiép Restrict

Formatting and Editing.



Ty - .
Lge Layout References Mailings Review  View | Developer | (7)
b~ | B Design Mode &5 Schema F] Py
JRSc) 3 = == sz.}

% Properties ~ 3 Transformation ,
1 [%v . Structure . ; Protect Document Document

I8 Group ~ ¢ Expansion Packs | |Ipocument~!|| Template  Panel

Gontrols AL | Restrict Reviewing Options j

R S e e O R R N R Restrict Formatting and Editing i x|

Restrictf H ict people from making

dong trong céng nghiép va xdy dung chiém 25 -
oanh nghiép trong céng nghiép cao hon tdc ting trudng binh quin toan xi

uit lao déng trong nginh céng nghiép binh quin hing @'\ c! dol o] ?5‘20‘,{
céc chi sé vé ning luc canh tranh céng nghiép so véi cic nueée ASEAN 4 t1

cert pes of editing or

ip va xdy dumg trong GDP dat tir 30 - 35%, téc dd| v | und (o TP S5 00 et by
reomg GDP; ti trong hing ché bién ché tao trong t

Res] SPe ng a password.

Mar @) F1 for more help.

Bwoc 4:

Ciing xuat hién giao dién bén phai. Tai ddy phan Formating restrictions tich chon
muc Limit Formating to a selection of styles.
Nhan tiep vao nit Yes start Enforcing Protection ¢ bén dudi.

trong cong nghiép va xi
nghiép trong cong nghiéy

10 dong trong nganh cong
hi sé vé ning lwc canh trar

nganh céng nghiép céng

=, 5 ’

ntrols ] XML ) Protect | Templates
o : TS, 7 e ET; Restrict Formatting and Editing v X
1. Formatting restrictions S
xiy dung trong GDP da.t [ Limit formatting to a selection of styles l
) ) : Settings...
g GDP; t1 trong hang che e o
2. Editing restrictions

[] Allow only this type of editing in the document:

| Filling in forms

3. Start enforcement

Are you ready to apply these settingg? (You can turn them off later)
| Yes, Start Enforcing Protection h

Bwoce 5:

Xuat hién hop thoai nhap mat khau dé bao vé ving dir liéu di chon. Nhian OK dé

hoan thanh.




S LA S A TTOTT ST IO Ty

B 0 SR . Structure N ; Protect Document Document
&3 ‘@a ‘3{] & % Group ~ é_j Expansion Packs || pocument~ | Template Panel
Controls XML Protect Templates
WS R SR P S AL TR {1 Restrict Formatting and Editing
AT Lot Start Enforcing Protection ? X
rong nghiép va 3 Protection method fion of styles
TS . | @ Password
¢ do ting truong)

{The document is not encrypted. Malicious users can edit the
90%: lao dﬁng ; file and remove the password.)
- s Enter new password (optional):

{ting in the document:

& lm'mg do ! Reenter password to confirm: ]

User authentication

(Authenticated owners can remove document protection. The — it
Ing niang suat lac document is encrypted and Restricted Access is enabled.) settings? (You can turn them off lat

hang cach cdc ch Cancel FE

o

gép ciia nhém nganh céng nghiép céng S

vizc tir nhan ndm sau cao hon so vdi 1

Cubi cung vung dir li¢u ban chon ciling da dugc khoa va khong thé chinh stra. Khi
nhap chudt vao vung nay ban s€ thay khung xanh bao xung quanh, kem tiéu dé da
dat cho noi dung.

Cach mo thi chiing ta ciing chi cin nhan vao Stop Protection va nhap dung mat khau
da dat 1a xong.

cua khu vee tenhan trong cong nghiép ché bién ché tao dwoc nanglén.

2. Muc tidu cu thé
a) Giai doan dén 2020

: GDP|
- Ti trong cdéng nghiép va xay dung trong GDP dat tir 30 - 33%, toc d6 ting trxdmg cong nghiép

cao hon toc d6 ting treémg GDP; ti trong hang ché bién ché tao trong téng kim ngach xuat khiu
dat tir 85 - 90%; lao ddng trong céng nghiép va xay dung chiém 25 - 30%; toc d6 ting trudng
dau trva sé leong doanh nghiép trong céng nghiép cao hon téc ting trxémg binh quan toan xi
hai.

- Téc @6 ting nang suat ko déng trong nganh cong nghiép binh quan hang nam cao hon 5.5%;
thu hep khoang cach cic chi s6 vé ning luc canh tranh céng nghiép so véi cac nude ASEANA: ti
trong dong gop cia nhém nganh céng nghiép céng nghé cao trong céng nghiép ché bién ché tao
va cia klm vece tv nhan nam sau cao hom so vol nam tredce vé lromg doanh nghiép, 56 lao
déng va doanh thu ting treémg gia tri gia ting cia céng nghiép ché bién ché tao (MVA) binh
quan dat tir 8 - 10%.

- Hinh thanh thi diém mét s6 cum lién két nganh céng nghiép trong cac nganh céng nghiép vu

tidn: trién khai thanh cong mot sé churong trinh nang cao nang luec cdng nghiép trong nudc, két

Nhu vay ban da c6 thém cach bao mat tai liéu Word voi viéc khoa toan bd 1 section
trong Word hodc khdéa mot vung dir liéu. Nguoi khac chi ¢6 thé doc ndi dung nhung
khong thé chinh stra, trir khi nhap ding mat khau ma ban da tao.

M6 tap van ban vdi mat khau trude do.



Chon File > Info > Protect Document > Encrypt with Password

&y

Protect
Document =

Mark as Final
Let readers know the document is final

and make it read-only.

Encrypt with Password that it contains:
Require a password to open this sthor's name

seee oo sahilities find diffi

Permissions
fﬂ? A password is required to open this documen

Trong hop thoai mo ra, ban x6a di cac ky tu trong 6 Password rdi nhan OK.
Pé sy thay doi nay c6 hiéu qua, ban phai lwu vin ban trude khi tat di.

6. Bao vé mot van ban bang cach chi cho phép nhan xét va str dung tinh
nang lan vét cac thay doi.
Kich hoat Track Changes

Trong Microsoft Word, ban vao thé Review, chon Track Changes. Liac nay moi thay
ddi nhu thém, x06a, sira ndi dung tai li¢u déu duge Microsoft Word ghi nhan va hién
thi ngay trén tai liéu. Track Changes cho phép ban thay d6i mau sic, cach thirc hién
thi cac thong tin da chinh stra. Mdc dinh, Track Changes s¢€ hién thi mot gach théng
ding bén trai néu dong c6 thay doi; mau do va gach dudi khi chén thém vin ban,
gach ngang khi x6a van ban.



i, Research {3~ - Sl [E2 % | Final Showing Markup
| g &mmums& lj | L = g QShowuarkup'

Speliing & New " Track |Balloons
Grammar 3 Translate 23 ! Comment hanges |~ P] Reviewing Pane -
’ Proofing || Comments ,_'\ 3 Track Changes
@Z 2 . Change Tracking Options... LA 0 b 2O
Change User Name... |

Trong Microsoft Word, ban viao Review, chon Track é—ﬁanges

Lic nay moi thay d6i nhw thém, xda, stra ndi dung tai liéu déu

dwoc Microsoft Word ghi nhan va hJen thi ngay trén tai lieu.

Track Changes cho phép ban thay d6i mau sic, cich thirc hién
| thi cdc thong tin d3 chinh swa. Mic dinh abe

Page:fofi  Words: S8  Engish (UntedStates) a8

Xem va an Track Changes

Track Changes luon hién thi cac ghi nhan "déy mau sic" trén vin ban, vi vay néu
cam thay hoa mit ban c6 thé an nhitng hién thi "ruom ra" nay. Ban vao thé Review,
ngay bén duéi thé Review 1a 6 hién thi “Final Showing Markup”, nhén
chon “Final”. Luc nay cac ghi nhan ciia Track Changes s& an di. Dé xem tai liéu
gbc, trude khi chinh stra, thay doi ban chon Original.

(0a \id 9 - 0 (I Document3 - Microsoft Word

Home Menu Insert Page Layout Re ce! Mailings Review View
i) Research {4~ - . l} 2 Final
S Thesaurus 5] | Final Showing Markup
zgznmm?ar aj Translate I% Co':;nent 2 Ch::la;' Balk:o | ] | Final
Proofing ‘ e Original Showing Markup
o] o * BRSNS

Trong Microsoft Word, ban vao Review, chon Track Changes.
Licnay moi thay 46i nhw thém, xda, stra ndi dung tai liéu déu
X duoc Microsoft Word ghi nhan va hlén thi ngay trén tai liéu.’
% Track Changes cho phép ban thay d6i mau sic, cich thic hién
oy thi cdc thong tin d3 swa. Mic dinh abc

Page: 101 | Words: 56 | English (United States) | . 5@&@53}




Thay d6i dinh dang, mau sic Track Changes

Vao the Review, chon Track Changes, Change Tracking Options. Tai day, ban c6
thé tuy chinh mau sac, dinh dang céac thay d6i nhu thém, x0a, sura, di chuyén van
ban.

|

Markup i
| msertons:  |MEESTEEENNN|~| Cobor: Moyator |7
| | e ——

\ Deletions: \Strikethrough El Color: [- By author EI |

Changed lines: Outside border B Color: [. Auto l:l

| et Woyaror [

Moves
Track moves
Moved from: 'Double strnkethrougLE Color: L] Green

Moved to: ‘Double underline E Color: M Green :l ‘

Table cell highlighting
Inserted cells: H:l Light Blue : | Light Yellow l:|
“:l Light Orange : I

Deleted cells: “:I Pink

Formatting
Track formatting

Formatting: L(gggf} :I Color: ’. By author :I

Balloons

Use Balloons (Print and Web Layout): |0n|y for comments/formatting IZl

Preferred width: ‘7.62011 }—_C—ﬂ' Measure in: !‘Cenﬁmeters E

Margin: Right
Show lines connecting to text
Paper orientation in printing: 'Preserve E

ok || concel |

Hoan tit cac thay déi trén toan bo van ban

Trude khi giri van ban di, ban nén hoan tat cac thay d6i ma ban da thuc hién. Nhan
vao thé Review, chon Accept. Ban chon Accept and Move to Next dé hoan tat timg
chinh stra hay Accept All Changes in Document hoan tat tt ca cac thay doi trén tai
liéu. Néu mudn quay lai cac thay ddi trude do, ban nhan chon nut Reject ¢ dau x
mau do bén canh nit Accept, chon Reject and Move to Next hay Reject All Changes
in Document.



@g% E

Accept lt:ompare Protect
- | >~ || Document~

‘Eéj Final SBowing!darlwp T
2] Show Markup ~

¥4 Acceptand Move to Next
‘-& Accept Change

Accept All Changes Shown

vao Review, chon Track Chang_es.
1ém, x0a, stra ndi dung tai liéu deu
1an va hlén thi ngay trén tai liéu-‘

a thay doi mau sic, cach thirc hien

a. Mic dinh abc

Accept All Changes in Document

AP

TN
QM

5 805

“

States) ) R Oy m—

Xem cac ghi nhin thay doi

Vao thé Review, chon Reviewing Pane. Luc nay, mac dinh bén trai tai liéu s€ Xuét
hién ctra s6 Reviewing Pane. Tai ddy ban c6 thé xem tong so cac thay doi, chi tiét

ting thay doi. Ban c6 thé tiy chinh ctra s6 Reviewing Pane hién thi bén trai

hay

phia dudi tai liéu. Nhan nat s xudng bén phai Reviewing Pane, chon Reviewing

Pane Veritcal hay Reviewing Pane Horizontal.

Malings | Review |_rvnw Add-Ins

‘ea Final Showing Markup ] P B

Trong Microsoﬁ Word, ban vao Review, chon Track Changes. Lic
nay moi thay d6i nhv thém, x0a, stra ndi dung tai liéu déu duoc
Microsoft Word ghi nhan va hién thi ngay trén tai liéu. Track
Changes cho phép ban thay d6i mau sic, cach thichieén thi cic

| théng tin @3 ehink sra. Mic dinh abe

Page: 1011 = Words: 56 | Englsh (Unted States)

MBJi thay d6i, Track Changes sé& ghi nhin tén nguoi thay d61 ngay bén canh. Néu
nay khong diung hay chua rd rang, ban c6 thé thay do6i bang cach chon Track

tén



Changes, chon Change User Name.

."‘ 1 &.‘!;
2%

,

Trong Microsoft Word, ban vao Review, chon Track Changes. Lic
nay moi thay doi nhw thém, x0a, swa noi dung tai liéu déu duoc
Microsoft Word ghi nhan va hién thi ngay trén tai liéu. Track
Changes cho phép ban thay d6i mau sic, cich thizc hién thi cic

| théng tin 43 ekink stra. Mic dinh abd

[Formatted D _"Q |
Right: 734 cm

Page: 10f1 | Words: 56 | Engiish (UnZed States) |

Cira s6 Word Option xuat hién, ban chon muc Popular, va thay doi thong tin tai 6
User name.

E:.g! Change the most popular options in Word.

Display
Proofing Top options for working with Word
Save Show Mini Toolbar on selection ()
Ativasced Enable Live Preview (i)
Show Developer tab in the Ribbon (1)
Customize — : 0
Open e-mail attachments in Full Screen Reading view ()
Add-ns Color scheme: I Blue B
TRt Conter ScreenTip style: l Show feature descriptions in ScreenTips E
Resources

Personalize your copy of Microsoft Office

Inttials: D ]

Choose the languages you want to use with Microsoft Office: [ ‘Language Settings... ]

Canh bao tranh luu cac ghi nhan Track Changes trén tai li¢u



Poi 1an vi quén thyc hién viéc hoan tat cac thay d6i ma tai liéu ban guri dén ddi tac,
khach hang kém theo ca cic ghi nhén thay ddi. Dé tranh quén thuc hién viéc hoan
tait cac ghi nhan thay db6i Track Changes trén tai liéu, ban vao Track
Changes, Change User Name, cira s6 Word Option xuét hién, ban chon muc Trust
Center, Trust Center Settings, chon muc Privacy Options, nhan chon 6 Warn before
printing, saving or sending a file that contains tracked changes or comments. Tt
gio, khi ban in hay luu tai liéu van con ghi nhan Track Changes, Microsoft Word sé&
canh bao ban.

Show the Microsolt Uthce Viord privacy statement

Customize Microsof Office Onine privacy statement
| Add.ns { LCustomer Expenence impravemant Proorgm

“TrustCenter Security & more

Resources Learn more aboul protecting your privacy and securly from Microsoft Office Onine.

Microsofl Trustworthy Computing

Microsoft Office Word Trust Center

The Trust Center consains security and privacy settings These setftings help keep your comput
secure. V/e recommend that you 6o not change thess ssttings.

Trust Center

Trusied Pubishers

Privacy Options
Trusted Locatons .
B Search Microsoft Office Onine for Help content when I'm connected o the Internet

ke [Z] Update featured inks from Wicrosoft Office Onine -
ActiveX Settings [ Downioad a fie periogicaly that helps determing system prodlems
Macro Setings [: Sign up for the Customer Expenisnce Improvement Program ()
[¥] Check Microsoft Offics documants that are from or vk to suspichus Web stes
Message Bar

Read our privacy statement

Document-specific settings

[¥] iWarn before prntng, saving or sending a file that

[V] Make hiddan markup visbie when opening or saving

| Remove personal information from fée properties on save &

Tiy chon hién thi ghi nhan thay doi ciia tirng nhan vién

Khi ¢6 nhiéu nhan vién (trén cac may tinh khac nhau) cing tham gia chinh sira tai
lidu thi twong (g mdi nhan vién, tai liéu s& hién thi mau sac cac ghi nhan thay do6i
khac nhau. Microsoft Word cho phép ban tiy chon hién thi cic ghi nhan thay d6i
cua tirng nhan vién, vao thé Review, Show Markup, Reviewers, chon nhan vién.



Mailings |¥ Review l View

4% | Final Showing Markup

|:»Z] Insertions and Deletions

HELE
I—v/_] Eormatting \

'V | Markup Area Highight |

Trong Microsoft Word, ban vao Review, chon Trac
Licnay moi thay d6i nhu thém, x6a, sira noi dung

duwoc Microsoft Word ghi nhian va h1en thi ngay tré

Track Changes cho phép ban thay 46i mau sic, cach thuc h1en
| thicdc thong tin 43 ehink sira. Mic dinh abc

¥
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Kich hoat tw dong Track Changes

Track Changes khong kich hoat mac dinh, tuy nhién, ban cé thé thiét 1ap tinh nang
nay ty dong kich hoat. Bén canh do, Microsoft Word con cho phép ban khoa Track
Change, khong cho nguoi khac vo hiéu hoa tinh nang nay. Vao thé Review,
chon Restrict Formatting and Editing.

qta/ Home  Menu Insert Pugeuyout mfemees
I i Research {4~ ‘g 82~
‘ @Thouunn & “
Spefing & Tracking
\Gram?ar a Transiate 35 “Co ?J > A ‘

Proofing | Comments ) 0'15“9“, |7 Restrict Reviewing Options
E_‘I-?i'-l-l-I-Z-I'Z-l-&'l-5~|'6-l'7-|-8v|-9'l-10-r Restrict Formatting and Editing
';' Restrict Permission
- Trong Microsoft Word, ban vao Review, chon Track Changes. I J] S
= Licnidy moi thay 6i nhu thém, x6a, si¥a ndi dung tai liéu déu |~ ~
“|  duoc Microsoft Word ghi nhdn vi hién thi ngay trén tai liéu. Pastricled Access
v Track Changes cho phép ban thay d6i mau sic, cich thirc hién Ianage Credentials
71 | thicdc thong tin d3 ehiah sia. Mic dinh abc

‘|
) i 2 i

Page: 10f1 | Words: 56 | English (UnZed States) | ElEE ] —

Tai muc sb 2 Editing restriqtions, chon Allow only this type of editing in the
document, tur triph don tha xuong, chon Tracked changes, sau do tai muc so 3 Start
enforcement nhan nut Yes, Start Enforcing Protection



Track Changes cho ph‘ban thay d6i mau sic, cide

| thi cdc thong tin d3 &

[7] Alow only this type of editingin
the document:

Tracked changes

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off




Chwong 2: XU’ LY BANG TINH NANG
CAO




Bai 1: Thiét 1ap bang tinh, cac thudc tinh ctia bang tinh va
bao mat dir liéu

1. Thiét lap lai thanh céng cu, cac tuy chon tinh toan, cac nhém lénh
MO TA VE THANH CONG CU CUA EXCEL

Trong Excel ¢6 2 thanh cong cu:

- Thanh Quick Access: 13 noi cac cong cu duogc thé hién dudi dang Icon va tat ca
nam trén cung 1 thanh theo chiéu ngang.

= Thanh Ribbon: 14 noi t6 chuc cac cong cu theo cac thé (tab), trong mdi thé
phan thanh cac nhém (group), trong mdi nhoém s& ¢6 cac cong cu (command).

= Trong phién ban Excel 2007 thi chi cho phép chidng ta thém/bét cong cu vao
thanh Quick Access ma khong thay doi dugc thanh Ribbon.

= Tu phién ban Excel 2010 tré di (2010, 2013, 2016...) thi cho phép chiing ta c6
thé tly bién dugc ca 2 thanh cdng cu nay. Do d6 viéc thay ddi, goi ra cac cong
cu khong c6 sin trong thanh céng cu mic dinh ciia Excel cling dé dang hon
nhiéu.
Dé tuy bién thanh Quick Access, chiing ta bAm chudt phai vao thanh ribbon va
chon Customize Quick Access Toolbar...

= [& = Book1 - Excel hc
Home Insert Page Layout  Formulas  Data Review  View Developer  Help }3 Tell me what you
TimesNewRo~|11 ~|A A = =|=|®~- 2 |General - - 4 V'l
O gy - | | = | iz o %
Pafte ~ BIU- - O- ﬁ - EEE €32 M Add to Quick Access Toolbar
Clipboard Font M Alignment L g Customize Quick Access Toolbar...
Al < fe Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...
A B C D E F
1 | l Collapse the Ribbon

Khi d6 cira s6 Excel Option mé ra véi muc Quick Access Toolbar, trong dé bao
gém:
= Bang bén trai: Choose commands from: chon 1 cdng cu trong cac nhém.
Nhom Popular Commands la cac cng cu phé bién, thuong st dung. Ngoai ra
ching ta cd thé chon cac nhdm khéc dé goi ra cac cong cu khéng cé san trén
thanh céng cy, vi du nhu Check box, Option button...

= Bang bén phai: Customize Quick Access Toolbar: cac céng cu sé 0 trén
thanh Quick Acces.



Excel Options ? >
General @bﬂ Customize the Quick Access Toolbar.
Formulas ) R
5 Choose commands from; @ Customize Quick Access Toolbar ™
ata
| Popular Commands E'J | For all documents (default) -
Proofing
Save <Separator> BN I AutoSave
Y Add or Remove Filters I Save
Language I AutoSave € Undo [»
Ease of Access o Borders 4 €@ Redo [»
Calculate Now |—_Ch1 Print Preview Full Screen
Advanced = (Center =] Define Name..
Custamize Ribbon E, Conditional Formatting
By Copy
Quick Access Toolbar gl Create Chart
Custom Sort... N
Add-ins 3‘8 Cut \
Trust Center A Decrease Font Size [ R
=< Delete Cells.. =
% Delete Sheet Columns Remove -
EX Delete Sheet Rows
@9 Email
<y Fill Color »
Font 1=
A ront Color »
Font Size 1-
Format Cells
¥ Format Painter
B Freeze Panes 4
A Increase Font Size Modify
€= [nsert Cells.. X
=z e Customizations: "L'
] Show Quick Access Toolbar below the Ribbon Import/Export ¥ |0
‘ QK | ‘ Cancel |

Dé thém cong cy, chung ta can chon cong cu ¢ bang bén trai, sau do bam vao
nGt Add>> dé thém cong cu d6 vao thanh Quick Access.

Dé x0a, bo cong cu dang co6 trong thanh Quick Access, chon tdi cong cu can xda
trong bang Customize Quick Access Toolbar réi bAm vao nat <<Remove.

Trong thanh Quick Access, chung ta c6 thé sip xép vi tri cac cong cu bang cach

chon cong cu co trong ndy, sau d6 bam vao 6 mili tén bén phai bang Customize

Quick Access Toolbar dé dua cong cu d6 1én trén hodc xudng dudi so véi cac cong

cu khac.

Vi du: thém check box (form control) vao thanh Quick Acces Toolbar. Check box
nam trong nhém coéng cu khong 6 sin trén thanh ribbon.



Excel Options ? X
General @% Customize the Quick Access Toolbar.
Formulas
Choose commands from: ‘0 Customize Quick Access Toolbar @
Data
| Commands Mot in the Ribbon " | For all documents (default) "7
Proofing \
=T DTy TOTWaTg
save T, Bring Forward |b = b AutoSave
5 ) = save
Language o Bring to Front & Undo |'
:— Bullets and Numberipg.. & Red |'
Ease of Access [ Button (Form Control [ 2 PEE :P ew Full S
Bl Calculate Full q, rln_ review Full Screen
Advanced Calculator Define Name...
v
Customize Ribbon Bl Camera heciek i ormicontiof
Check Box (ActiveX Confgol
Quick Access Toolbar ‘ !
Add-ins Check for Updates \
Close All
Gl inion =]
* (Collapse the Ribbon
. Colon
925 Combine Characters
E] Combo Box (ActiveX Control)
B Combo Box (Form Control)
Combo Drop-Down - Edit (Form C...
E] Combo List - Edit (Form Control)
“," Comma
[1 Command Button (ActiveX Control)
Compare and Merge Workbooks...
L Connector: Elbow e
"L, Connector: Elbow Arrow S
4 Constrain Numeric e Customizations: \L
["] Show Quick Access Toolbar below the Ribbon Import/Export ~ 0]
| oK | | Cancel |

THEM CONG CU VAO THANH RIBBON

Dé tuy bién thanh Ribbon, chung ta bAm chudt phai vao thanh ribbon va

chon Customize the Ribbon...

Home Insert Page Layout Formulas Data Review  View  Developer Help ,O Tell me what you
ey X R
TimesNewRo~-[11 - A A — == - 2% |General - @ @
0 By - | | = o | % &
Paste M A === & 3= ¢ . o, 9 €0 .0 Conditional Formatas Cell
- Add to Quick Access Toolbar |
Clipboard = Font M Alignment M
] Customize Quick Access Toolbar...
Al M ﬁ- | Show Quick Access Toolbar Below the Ribbon
A | B C D E —E = Customize the Ribbon..
;— l Collapse the Ribbon

Tuong tu nhu viée tiiy bién thanh Quick Access, chiing ta déu lam viéc trén ctra

s6 Excel Option. Nhung bang bén phai s& 1a bang giao dién thanh Ribbon:



Excel Options ? X

General E‘E Customize the Ribbon.
Formulas - -
Choose commands from:* Customize the Ribbon:>
Data
| Popular Commands '| | Main Tabs =
Proofing
Save Y Add or Remove Filters - Background Removal -
1l All Chart Types.. = “IHome L
Language 1
guag Borders 4 Clipboard
Ease of Access = Calculate Now Font
= Center Alignment
Advanced Conditional Formatting 4 Number
S & Copy Styles
Customize Ribbon Custom Sort.. Colls
Quick Access Toolbar ‘}53 Cut i Editing
“,?x Decrease Font Size Mlinsert
Add-ins Ef.’p Delete Cells... CDraw
* Delete Sheet Columns
Trust Center EX Delete Sheet Rows Add > [vIPage Layout E
29 Email [rormulas
& Fill color [»| || <= lRemove “IData E
A Font I- “IReview
»
Font C-Olﬂl’ | & view
Font Size I- 0
-
Format Cells Deve!oper
¥ Format Painter [ Add-ins
E51 Freeze Panes 4 [Help
A Increase Font Size CIrower Pivat
& Insert Ce"S"f [script Lab =
]5: Insert Function...
i Insert Picture | New Tab | | Mew Group ‘ ‘ Rename... |

=
=3
=

Insert Sheet Columns

€2 Insert Sheet Rows Customizations: 'J'
% Ilrlser‘t Table - ———— &

| OK H Cancel |

U
n

Trong thanh Ribbon, chiing ta co thé tao ra nhitng thé méi bang cach chon nit New
Tab

Trong cac thé, chiing ta c6 thé thém cac nhom cong cu bang cach chon nat New
Group

Cac the, cac nhoém déu co thé doi tén khi mai tao, hodc doi tén da co bang cach bam
chon nut Rename...

Viéc thém cac cong cu vao thanh Ribbon yéu cau chung ta phai xac dinh rd thém
vao nhoém nao, trong thé nao. Khi thém cong cu thi chung ta cling chon cong cu
trong bang bén trai, bAm nut Add>> dé thém sang bang cong cu cta thanh Ribbon.
Khi mudn x6a cong cu nao thi chon cong cy d6 trong bang Ribbon rdi

bam <<Remove.

Ngoai ra chung ta con c6 thé an/hién cac thé trén thanh Ribbon bang cach bo danh
dAu/ danh dau vao cac 6 checkbox canh tén cua cac thé.

Vi du: tao thé méi la HEO, nhom la HEO_Command, thém céng cu Option
Button (Form Control)



Excel Options ? X

General @% Customize the Ribbon.
Formulas
Choose commands from:‘d Customize the Ribbon:'d
Data
Commands Not in the Ribbon = Main Tabs J
Proofing
r
Save ¥a¥ More Shadow Colors... - Background Remaval -
%" Multiplication Sign E W Home
Language "
guag E mev\ Elatabase Query... Clipboard
Ease of Access = Ne“ IleL' . Font
[} Normal Lighting Alignment
Advanced ¥ Mudge Down
. Number
[ MNudge Left Styles
Customize Ribbon i
Quick Access Toolbar D’ uage shadaw Lown Editing
) Nudge Shadow Left & (HEO (Custom)
S 4, Nudge Shadow Right
Add-ins = Nudge hadow US B HEO_Command (Custom)
Trust Center R Nudge Up ,r_.-——-“" (O] Option Button (Form Contrc
A o ; insert
u Office Insider
Open << Remove Draw
® Option Button (ActiveX Control) [“IPage Layout
O Option Button (Form Control) [rormulas
% Oval Data
e Parallel [ Review

=# Paste and Keep Cell Formatting
<3 Paste and Keep Source Column Wi...

View

%‘ Paste and Keep Source Formatting O Developer

“A Paste and Keep Text Only [A A ine M
=l Paste and Match Destination Forma.. 4 '
:F_E Paste and Merge Conditional Form... New Tab New Group Rename...

i1 Paste and Remove Borders )

gﬁ Paste and Transpose Customizations: Reset » (4

Za Paste and Use Destination Theme

a Dacta ac Hunarlink

- Import/Export ~ |4

Cancel

Viéc tily bién thanh cong cu sé giup chung ta c6 thé thao tac nhanh hon, d& dang
hon trong viéc goi ra cac cong cu hay str dung. Ngoai ra viée tiiy bién nay cling giup
chung ta c¢6 thé t6 chirc lai thanh cong cu theo ¥ mudn, gilip Excel tré nén than thién
hon, mang nhing dic diém phu hop véi nhu cau sira dung ctia mdi ngudi.

2. Xem va stra doi cac thudc tinh ctia bang tinh
CAC LOAI THONG TIN CO BAN

Trude khi bat dau hoc cach xem, thay doi hay x6a cac thong tin tai lidu trong Excel,
hay cuing tim hiéu nhirng kiéu dit liéu mot tai liéu Office co thé co:

Loai 1: Cac thong tin co ban — bao gdm céc thong tin vé tai liéu nhu tiéu dé, chu
thé, tac gia, danh muc... Ban c6 thé dién vao cac thong tin tily y dé dé dang tim
kiém tai liéu trong may hon.

Loai 2: Thong tin tu dong update — bao gdm céc dit liéu vé file duoc diéu khién va
thay d6i boi hé thong nhu dung luong file va thoi gian tao lap tai liéu... Mot s6
thong tin khac nhu sb trang, s tir hodc cc phién ban dugc update ty dong boi noi
dung tai liéu.

Loai 3: Cac tin tiy chon — cho phép ngudi st dung thém nhiing thong tin ngoai vao
trong tai liéu.



Loai 4: Tin t6 chirc — nhiing thong tin danh riéng cho t6 chic.
Loai 5: Thong tin thu vién tai liéu — lién quan t&1 nhitng tai li€u trong thu vién tai
liéu luu trir trén web hoac trén cac folder cong cdng. Nguoi tao ra thu vién tai li€u
c6 thé dat mot sé thong tin ciing nhu luat dé nguoi khac tudn theo khi sir dung tai
liéu do.
QUAN LY THONG TIN CO BAN
Pé hién thi cac thudc tinh lién kér véi s6 tinh:
Cach 1: Mo Document Panel

1. Tai tuy chon Info, mot sb thong tin vé tai liéu da dugc hién thi ra ¢ khung

2. Chon Properties dé hién thi menu drop-down, sau d6 chon Show Document
Panel.

Properties ~

E Show Document Panel
0:| Edit properties in the Document
Panel above the workbook,

Advanced Properties

See more document properties

Last Maodified Today, 10:086 AM

Created Today, 8:35 AM
Last Printed

Related People

Author L
Minih
Add an authar

Last Modified By .
Minih

Show All Properties

Khi d6, ban s& dugc tu dong chuyén vé trang tinh va Document Panel s& hién thi ¢
gitra Ribbon va vung lam viéc. Tai day hién thi mot sb cac thudc tinh lién quan.
Trong trudng hop ban mudn biét nhiéu hon, hiy nhin xubng phuong an 2.

Céach 2: M¢ hop thoai Properties



Néu ban khong thé tim dugc thong tin can thiét trong Document Panel, hay dén
véi Advanced Properties.

Dé hién thi hop thoai Advanced Properties ban lam nhu sau:
1. Chon Document Properties tai goc tréi trén cua Document Panel.

2. Chon Advanced Properties tir danh séch drop-down.

Aud Document Properties - Server | Subject:

+ | Docurnent Properties

Advanced Properties...

Hoac:

Tai tuy chon Info, chon Properties, sau d6 chon Advanced Properties.

Properties ~

D Show Document Panel
ﬂj Edit properties in the Docurment
Panel above the workbook,

== Advanced Properties

—

B—

See more document properties

Last Modified Today, 10:06 AM
Created Today, 8:35 AM
Last Printed

Related People

Author .
Minih
Add an authar

Last Madified By o
Minih

Show All Properties

Céch 3: Sir dung windows explorer
Véi cach nay, ban s& khong can phai mé so tinh.
1. Mo folder chua file Excel.

2. Chon file cAn mé.



3. Click chuét phai va chon Properties

4. Di chuyén dén tab Details.

o=l |

| General | Secuity | Detais | Previous Versions

-
Search chua phén loai gy
— — - Property Value it
== ¥ w escription
1 @ Desero
e modified Type Size i Title
Subgect
3/2018 1:17 PM Microsoft Excel W... 3z Tags
372018 11:00 PM Microsoft Excel W... 12| Categonies =
Mn17 4044 AR KA K KT T] FENIN Comments
Open Origin
New Authors chipcomputer
Print Last saved by chipcomputer s
SkyDrive Pro 3 Rewvision number
I ‘Version number
EH@ Convert to PDF in Foxit Reader Program name  Microsoft Excel
Open with 3 Company Microacft
g Add to archive... Manager
g Add to "BtExcel.rar” Content created  8/13/2016 8:22 AM
Date last saved  11/22/2017 1:32 FM
g Compress and email... Last printed
g Compress to "BtExcel.rar” and email ontent -
Restore previous versions HRemowve Properties and Personal Information
Send to 3
Cut
Copy = -

Create shortcut

Delete

Rename

Properties

THAY DPOI CAC THONG TIN

Pé thay doi thong tin co ban cta sb tinh, ban ¢ thé nhép truc tiép vao nhitng khung
trong trong Document Panel hoic Advanced Properties.

Céach thém tac gia nhanh chong:
C6 mot cach rat nhanh néu ban mudn thém vao tac gia cua so tinh:
1. Mo backstage view.

2. Tai thy chon Info, di chuyén téi Related People, chon Add an author.



Properties -

Size Mot saved yet
Title Add a title

Tags Add a tag
Comments Add comments
Template

Status Add text
Categories Add a category
Subject Specify the subject

Hyperlink Base Add text

Company Specify the company

Related Dates

Last Modified Today, 10:06 AM
Created Today, 8:35 AM
Last Printed

Related People

Manager Specify the manager
Author .
Minih
| Add an author Efa@l EE;

Last Modified By Minih
N

Show Fewer Properties

V6i phuong phap ndy ban c6 thé thém vao bit ctr tac gia ndo tham gia lam viéc véi
sO tinh. Pong thoi ¢ thé sir dung dé thay doi tiéu dé, tag hodc cac thu muyc trong tai
liéu.

3. Chén cac trwong vao dau trang (header), cudi trang (footer)

HIEN THI HEADER AND FOOTER

C6 3 cach thuong dugc sir dung dé hién thi tiéu dé va chan trang nhu sau:



Chuyén trang tinh tir Normal View sang ché d¢6 Page Layout.

u
CT3  HOME  INSERT  PAGELAYOUT — FORMULAS  DATA R DEVELOPER  POWER QUERY
f— r A eans € T
I:I D “:l B P Eormle Bar Q I:E) Q DE E 1 split View Side by Side
N | Page Break B " . z lﬂﬂﬂg z N A . T iHide [E]I Synchronous Scrolling
ormal Page Brea 'age Custom Gridlines Headings com com to ew rrange Freeze . o o
Preview |Layout Views J Selection Window Al Panes [ unhide Reset Window Position
Workbook Views Show Zoom Window
D4 - Fe
— —3 B B N s N o S B ST
A B C D E F G H
L 1 Ving Header
1 BANG THEO DOI PI MUQN
ro2 Théng 6
-3 Nim 2018
E B Mébc thdi glan 07:35
L2 UD D Ho tén Chte vu B6 phan
6 01 02|03
¥ 7 NWV1329 1329 Pham Kim Ha Pho GB BAN GD
-8 NV1383  [1383 Bzo Thi Minh KSV TD VHTD
. , s
= Tai thé Insert, nhom Text, chon Header and Footer.
wome [INSERT ) _PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  POWER QUERY signin I
== L5 Shapes - = T ~ 4 - 7T Equation ~
J' r‘? | A T SmanAn a I? o - IE =2 = [~ € symbal
PivatTable Recommended Table Pictures Online Apps for  Recommended PivotChart  Power Line Calumn Win/
PivotTobles Pictures e Screenshot = gffice - Charts [Se8 View Loss ooter| 1
Tables IMustrations Apps & Reports Sparklines Filters Links Teut Symbols -
D4 - B B

Tai th¢ Page Layout, mo hop thoai Page Setup mo rong. Trong do
chon Header/Footer va 4n Custom Header hoic Custom Footer dé chinh

5
sua.
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER POWER QUERY
= ECToEee e
®
OB Dl S ; -
Margins Orientation Size  Print  Breaks Bathground Print 3
- - +  Arear v |
Page Setup 1 |
S Header:
£ [=]
|[ Custom Header... ] [ Custom Footer... II
T L 1| L ‘| — T 3| T
Footer:
A B C | [nonej Izl
1 ‘ |
Dgiﬁ’erent odd and even pages
= — — [] Different first page
BANG THEO DOI I MUON Scale with document
Tha.ng 6 Align with page margins
Nam — 2018 Print... ] [ Print Preview ] [ Options... ]
Méc thi gian 07:35
UD D Ho tén [ ok || canca |

TUY CHINH HEADER AND FOOTER



TUY CHINH HEADER AND FOOTER TRONG CHE PQ PAGE LAYOUT

Khi tién vao ché d6 Page Layout, Header and Footer s& dugc hién thi v&i ba vj tri:
Bén trai, ¢ gitra va bén phai trang tinh.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER POWER QUERY DESIGN

==l
D D @ n i‘ I;I O r| Different First Page W5cale with Document
Header Footer Page MNumber Current Current  File File  Sheet Pictu‘re Format | Goto Goto Different Odd & Even Pages/|V/] Align with Page Margins
- - MNumber of Pages Date  Time Path MName MName Picture | Header Footer
Header & Footer Header & Footer Elements Mavigation ptions
Da - Je
Thé ngl canh Design
1 E 4 6
A B C D E F G H
Header
Trai Gilta Phai

1 BANG THEO DOI DI MUON

2 Thing 6

3 Nam 2018

4 Moc théi gian 0735
2 UID D Ho tén Chirc vu B6 phin

6 01 0203

7 NV132% 1329 Pham Kim Ha Pho GB BAN GD

8 NWV1383 1383 Dio Thi Minh KSVTD VHTD

9 WV1661 1661 Phan Neoc Xuin Ouvén T.oan CRR VHTD

Pé tuy chinh tiéu dé trang va chan trang trong ché do nay, ban click vao mdt trong
hai d6i tuong. Khi ¢6 mot Contextual Tab (thé theo ngir canh) c6 tén la Design s&
hién ra. Chiing ta tién hanh thao tic véi nhirng chtrc nang trong thé d6, bao gom:

—Header/Footer: Chira nhirng tiy chon trong muc Header & Footer Elements cho
phép dit nhanh thudc tinh vao giita tiéu dé hodc chan trang.

—Header & Footer Elements: Bao gém nhirng chtic ning dé thém vao Header hoic
Footer.

S & B O E e g

Page Mumber Current Current  File File  Sheet Picture Format
Murnber of Pages Date  Time Path  MName MName Picture

Header & Footer Elements

Cac thuoc tinh thém vao Header and Footer
- Page Number: Hién thi sé trang. VD: 1, 2, 3, 4...
= Number of Pages: Hién thi tong s6 trang. VD: C6 6 trang tinh s& hién thi 1 6.
= Current Date: Ngay hién tai.
= Current Time: Gio hién tai.
=  *Luwu y: Current Date va Current Time s¢€ update lién tuc theo thoi gian.

= File Path: Puong dan téi vi tri luu trit File.



- File Name: Tén s6 tinh

= Sheet Name: Tén trang tinh

= Picture: Mt burc anh. VD: Logo thuong hiéu, banner...
—Navigation: Dinh vi nhanh. Chon Go to Footer dé di t6i chan trang va ngugc lai.
—Options: Gém cac tiiy chon nhu:

- Different First Page: Tao cho trang dau tién mot Header and Footer khac thay
Vi gidng véi cac trang in con lai.

= Different Odd & Even Pages: Nhitng trang chan va I¢é trong danh sach s& co
tiéu dé va chan trang khéc nhau.

- Scale with Document: Giéng véi “Shrink to fit”, chirc ning nay sé& tu dong
diéu chinh kich c& ciia Header and Footer véi trang tinh.

= Align with Page Margins: Diéu chinh vi tri cia Header and Footer twong wng
Véi & trang tinh.

TUY CHINH VO1 CUSTOM HEADER HOAC CUSTOM FOOTER

Khi sir dung thao taic mo thé Header/Footer trong hop thoai Page Setup (cach 3),
thay vi tién vao ché do Page Layout thi hop thoai twong

ung Header hodc Footer sé hién ra vdi 3 vi tri: Bén trai, gitra, bén phai. Cac chirc
ning twong tu véi thé ngit canh Design & phan trén, ngoai ra ¢ thém muc Format
Text dé thay doi cac thudc tinh nhu ¢& chir, font chit. ..



i .

§ fp e - 0 o] G
= - | =!
kground Print N, | Page I Margins | Header/Footer | Sheet | h Group Rotate

Titles ﬁ
- Trii Giita Phii
Header:

Tréi, Gitra, Phai |

Ilgustum Header... l [ Custom Footer... ]

Header

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button,

A EE BE =

Left section: Center section: Right section:

Tra Giita

Sau khi tao thanh cong, ban c6 thé vao Print Preview dé xem nhiing thay doi ddi
V61 trang in clia minh.
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Header xuat hién trong Print Preview

4. Thiét dat cac thudc tinh nang cao (advanced)

HOP THOAI EXCEL OPTIONS

Tai Backstage View, hop thoai Excel Options hién ra khi ban an vao tiy
chon Options. Trong hop thoai nay cac chirc nang chia lam 10 nhém:

General — Cung cip cac thiét 1ap vé dic diém chung nhu hién thi cong cu Mini,

thay d6i dai mau sac gia dién...

Formulas — Cung cép cac chirc ning tinh toan cong thirc, quan 1y viéc thyc thi va

diéu khién kiém tra 10i.

Proofing — Thiét 14p chinh sira va dinh dang vin ban.

Save — Tuy chinh luu trit dit liéu trong so tinh.

Language — Thiét 1ap ngdn ngir.




Advanced — Thiét 1ap cac tiy chinh ndng cao nhu cac ché d6 chinh sira, in 4n, chét
luong dd hoa, hién thi, biéu do. ..

Customize Ribbon — Tuy chinh thanh Ribbon

Quick Access Toolbar — Tuy chinh thanh Quick Access

Add-Ins — Cac chuong trinh, phan mém bd trg Excel

Trust Center — Cac thong tin vé bao mat, thiét lap bao mat riéng tu

Excel Options.
_ :g® General options for working with Excel.

M| Formulas

Proofing User Interface options
Save Show Mini Toolbar on selection &
Language Show Quick Analysis optiens on selection

Enable Live Preview
ScreenTip style: |Show feature descriptions in ScreenTips EI

Advanced

Customize Ribbon

Quick Access Toolbar Lo P LTI D

Add-Ins Use this as the default font: | Body Font |Z|

Trust Center Font size: 11 [+
Default view for new sheets: u
Include this many sheets:

Personalize your copy of Microsoft Office

User name: |Mir‘|ih

Always use these values regardless of sign in to Office,
Office Theme: n

Start up options

Cheoose the extensions you want Excel to epen by default: | Default Pregrams...

Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets,
Show the Start screen when this application starts

TUY CHINH THANH RIBBON

Thanh ribbon 1a noi chira céc 1€nh lam vi¢c vdi Excel. Tuy chinh thanh Ribbon s&
gitip ban thém bt nhitng thé cling nhur cac nhom 1énh vao trong s6 tinh nham gitip
cho viéc hién thi dugc d& dang va tién loi nhat.

Pé thu nho thanh Ribbon:
= O bén phai thanh ribbon, click vao nat thu nho thanh Ribbon.
Dé hién thi lai thanh Ribbon:
= O bén phai thanh ribbon da thu nho, click vao nat hién thi thanh Ribbon.



0 o &P 3
X AutoSum :? [Iﬁ

3] Fi Hi&n thi va
. sort & Find & | thu nho thanh
£ Clear Filter - Select™ | ribhon
Editing

Pé dn mét tab trong Ribbon:

1. Mé¢ chie nang Customize Ribbon trong hop thoai Excel Options. Tai danh
sach Customize the Ribbon, chon danh sach chaa tab muén an.

2. Click vao 6 vudng trugc tab ban mubn an.
Pé x6a mét nhém Iénh trong mét tab:

1. M¢ chie nang Customize Ribbon trong hop thoai Excel Options, tai danh
sach Customize the Ribbon, chon danh sach chira tab muén thay dbi.

2. Trong danh sach cac tab, mé rong mot tab bang cach click vao 6 chira dau cong
bén trai.
3. Chon danh sach nhém mudn x6a khoi tab rdi &n Remove.
Pé tao mét nhom mdi:
1. Trong danh sach Customize the Ribbon, chon Tab mudn thém nhém méi vao.
2. Chon New Group
3. Doi tén bang cach an Rename.
Dé thém/xo6a Iénh vao trong nhom:
1. Trong danh sach Customize the Ribbon, chon nhdm muén chinh sira.

2. Trong danh sach Choose commands from, chon danh sach nhém c6 chira Iénh
mudn thém vao.

3. Click vao lénh mudn thém, chon
4. Dé xoa lénh, chon Iénh sau d6 an OK.
Pé tao mét tab mai:
1. Trong danh sach Customize the Ribbon, chon New Tab.
2. Doi tén cho Tab mai chon bang cach 4n Rename.
Pé thiét ldp lai mét tab vé méc dinh:

= Trong danh sach Reset cua Customize Ribbon, chon Reset only selected
Ribbon Tab



Pé thiét Idp lqi toan bg thanh ribbon vé mdc dinh:

= Trong danh sach Reset cua Customize Ribbon, chon Reset all
customizations.

S

General

E‘E Customize the Ribbon.

M| Formulas Danh sach lénh ﬁ\n;hién ab Danh sach tab
] Choose commands from: ) Y, Customize the Ribbom: ()
Proofing IF’opu[ar Commands u IMain Tabs EI
Save
Language LI All Chart Types. i —
+ Borders | r [ Home
Advanced Calculate Now E Insert
_ = Center E Page Layout
. . ,
% gondlt;nal Formatting E Farmulas
Quick Access Toolbar B Cz;:e tons E Data
pdddne Custom Sort... | 'I:hemft:‘vdt ] Review
X cut =l lénh/thé = [7] View
Trust Center E,gv Decrease Font Size Waorkbook Views
%" Delete Cells... Show
»  Delete Sheet Columns Zoom
Eral Dele’.ce Sheet Rows Add => ] Window E
[@’I Email - Macros
& Fill Color [» Remove | Developer E3
hd Eltetr g T [¥] Add-Ins
on h
A Font Color |’ Background Remaoval
Font Size I-
Format Cells...
~  Format Painter
Eé Freeze Panes 4 Thém Tab va
A Increase Font Size Group
Insert Cells...
x Insert Function... Mew Tab | | New Group I L Rename... ]
U Insert Sheet Columns . \
2= [ncert Sheet Rows Customizations: D Y
3] Bai tén
P Macros s gs e
Merne i Center - Thiét |3p lai cac the
< | I | »
[ ok ][ cance |

LAM VIEC VOI QUICK ACCESS TOOLBAR

Quick Access Toolbar hién thi nhitng cong cu hay duoc sir dung nhat trong Excel.

Trong bai thi MOS, viéc tiry chinh thanh quick access khong chi 14 yéu ciu ma con

la mot cach hiru ich giup cac thao tac voi s6 tinh dugc thuén 1oi hon.

Dé tly chinh giao dién Quick Access Toolbar:

1. Hién thi hop thoai Excel Options.

2. Tur danh sach Choose Commands from trong chirc nang Quick Access

Toolbar, chon nhém céu I1énh thém vao.

3. Chon cau Iénh mong muén rdi chon Add.

Dé thay doi vi tri Quick Access Toolbar:

1. Hién thi hop thoai Excel Options

2. Chon Quick Access Toolbar




3. Chon Show Quick Access Toolbar below the Ribbon dé dit Quick Access
Toolbar phia dudi thanh ribbon

Hodc trén thanh Quick Access, click miii tén Drop-down, chon Show below the
Ribbon.

PHé them mgt nhom vao Quick Access Toolbar:

= Tai nhdm mudn thém, click chudt phai vao tén nhém réi chon Add to Quick
Access Toolbar.

iy ¥ cut M ey
33 Copy Open
Paste .
# Format P save
Clipboard E-mail
Al Quick Print
A Print Preview and Print
1 Spelling
— | ]
¥ Unda
3 Redo
4 sort Ascending
3 Thay déi vi tri thanh Sort Descending
6 Quick Access Open Recent File
7
? More Commands...
g e nOurCelowr the RIooarn

5. Thay d6i mot mau va lwu bang tinh nhw mot mau

= Chon tur Sample Templates — day 1a nhitng template ctia Excel co ban da dugc
cai dat san trén may tinh cua ban.

= Tim phan com Templates, bam vao mét sé danh muc dé xem cac hinh thu nho
cua template, va sau d6 ban c6 thé tai vé nhitng template ma ban mudn.



o Save as Adobe PDF

[ Open
[ Close

Info

Recent

Print

Save & Send

Help

2] Options

k9 Exit

+ it Home

Blank
workbook

Offic

Lists

8

Recent Sample My ternplates

Memaos Plans Planners

2. Pé xem trudc mot template nhat dinh, chi can nhap vao nd. Ban xem trudc cia
template duoc chon sé& hién thi ciing vai tén nha xuat ban va chi tiét bo sung vé
cach sur dung template.

3. Néu ban thich ban xem trudc ctia mau, hdy nhap vao ndt Create dé tai xudng.
Vi du: Tdi da chon mot template dang lich rat dep cho Excel:

< > June 2013

SuU Mo Tu We Th Fr Sa

26 27 28
2 3 4
9 10 N
16 17 18
23 24 25

o 1 2

5
12
19

26

1

30
6
13
20
27

s I |
T 38
14 15
21 22
28 29

o O

Mini calendar app
Provided by: Microsoft Corporation

Meed to add a date picker to a form? Use this
interactive mini calendar app for Office. Click a
date on the calendar and the cell is updated with
the date text. On the Insert tab of the ribbon in
Excel, click Apps for Office, click Featured Apps,
and then click Mini Calendar and Date Picker to
purchase the full version.

Download sizes 38 KB

L)

Create

Va day — template ma toi da chon da duoc tai xudng va mot bang tinh méi duoc tao
dua trén template nay.



A E C D E F G H

Do more with your workbooks using Apps for Excel!

1
2 This is a trial version
. < > January 2015 Select the cell below and use the
Su Mo Tu We Th Fr Sa Date Picker app to change the date.
4 1 2 3
3 4 5 6 7 8 9 10
&
11 12 13 14 15 16 17
6/1/2013
7 18 19 20 21 22 23 24
8 25 26 27 28 20 30 A
§ o o
10 2015-01-1%
11

LAM CACH NAO PE TiM THEM CAC TEMPLATE?

Pé duoc lya chon nhiéu hon cac tem plate cho Excel ctia ban, hay gé mot tir khoa
twong (mg trong thanh tim kiém:

New

Y Home | calendar 0

< > June 2013 Select the !‘-';ta_'. -\l’fltfrv:%.\ [YEQB]
M1 :

243 4 &5 6°7Th8 6/1/ =

9 10 11 12 13 14 15 BIIZ- 3 3373

16 17 18 19 20 21 22 g
23 24 25 26 21 28 29

0 o o

SRS TRWERE o AT

Néu ban dang tim kiém mot cai gidocu thé, ban c6 thé chon cac tem plate ma
Microsoft Excel ¢ sén theo thé loai. Vi du nhu, xem ¢6 bao nhiéu template lich
khac nhau ma ban c6 thé chon tir:



Y Home | calendar e
Category
ES e - Calendars 102
) = !:YEA_R] Personal 68
e T Education 48
- . - . ¥ 3 i Business 45
a1 T T T e Any Year 42
s Annual 35
Student calendar (any year, Sun... Any year calendar with holidays Monthly 30
Weekly 19
Print 18
g Year-at-a-Glance 17
T _—— = — ——= 12-month 16
——————— Student 15
o S B AN ER N e T Py 13
________ F Media 12
______ - = = Picture 12
Daily 1
Any year expense calendar One year calendar Sunday - Saturday 11

Luu ¥: Khi ban dang tim kiém mot template nhat dinh, Microsoft Excel hién thi tat
ca cac template lién quan co sin trén Office Store. Khong phai tat ca déu

do Microsoft Corporation tao ra, mot sé mau duoc tao bai cac nha cung cip bén
thir ba hodc nguoi ding ca nhan. Pay 14 1y do tai sao ban c6 thé thiy thong bao yéu
cau néu ban tin tudng nguoi phat hanh ban template d6. Trong truong hop tin
tuong, hiy nhap vao nat Trust this app.

¥ MNEW APP FOR OFFICE x

This app comes from the Office Store, If you
trust it, it will have access to the contents of
any documents where this app is included....

| View all apps || Trust this app Jﬂi

LAM THE NAO PE TAO MQT TEMPLATE EXCEL TUY CHINH:

Tao ra mot template ciia riéng ban trong Excel rat dé dang. Ban chi can bat dau
bang v6i viée tao ra mot bang tinh theo cach thong thuong, va phan kho nhét 14 1am
cho no trong chinh xac theo cach ban mudn. Tét ca cac dinh dang, kiéu, van ban va
d6 hoa ma ban st dung trong bang tinh chac chan dang gia dé dau tu thoi gian va
cOng strc, boi vi tat ca s& déu xuat hién trén cac bang tinh méi (c6 dua

trén template nay).

Trong mot template ctia Excel, ban co thé sur dung luu cac cai dat sau:



S6 luong va loai trang tinh
Cac kiéu va dinh dang cua 6
B4 tri trang va vuing in cho mdi trang tinh

Khu vuc an — lam cho mét sé trang, hang, cot hodc 6 nao d6 khong nhin thay
duoc

Cac khu vuc duoc bao vé dé ngan ngira sy thay doi trong mot s6 6 nhat dinh

Vin ban ma ban mudn xuat hién trong tat ca cac bang tinh duoc tao dya trén
mot template nhat dinh, chang han nhu nhin cho cot hoic tiéu dé trang

Cac cong thuc, lién két, biéu dd, hinh anh va d6 hoa khéc

Tuy chon xac thuc dit liéu Excel nhu danh sach kéo-tha xudng, théng bao xac
nhan hoac canh bao, v.v.

Tay chon tinh todn va cac ty chon xem ctra s6, vi du: Pong bang dong tiéu dé

Diéu khién Macro va ActiveX trén cac hinh thic tdy chinh

Khi ban da tao bang tinh, ban chi can luu né dudi dang tép .xlt hodc .xltx (tuy thudc

vao phién ban Excel ban sir dung) thay vi thong thuong sé 1 xlIs hodc .xlsx. Néu

ban can cac budc chi tiét, thi ban hay:

1.

Trong Excel 2010 va 2013, nhip vao File > Save as. Trong Excel 2007, bam
vao nut Office > Save as.

Trong hop thoai Save As, trong hop File name, nhap tén template.

Trong muc Save as, hdy chen Excel Tamplate (* .xItx) néu ban dang st dung
Excel 2013, 2010 hoac 2007.

Trong cac phién ban Excel trudc, chon Excel 97-2003 Template (* .xIt).

Néu bang tinh ctia ban chira macro, sau d6 chon Excel Macro-Enabled Template
(* xItm).

Khi ban chon mét trong céac kiéu template & trén, phdn mé rong tép trong

truong File Name sé& thay d6i thanh phan mé rong tuong tng.



rﬁ}l Save As g

@Uv| .« Roaming » Microsoft » Templates » - | ¢;| | Search My Excel Templates o)

Organize = Mew folder == - (7]

%2 Dropbox *  Mame Date modified

| Recent Places
Mo iterns match your search.

m

- Libraries
="EI Documents

J’i Music
= Pictures

& videos
File name: InvaictTempIat -

- 4| ] b

Sawve as type: lExu-.l Tﬂmw i;ﬁ! - I

Excel Workbook (*.xl5x)

Excel Macro-Enabled Workbook (*adsm)
Excel Binary Workbook (Fadsh)

Excel 97-2003 Warkbook (*.xls)

4 Hide Folders %ML Data (*aml)

Authors:

Excel Macro-Enabled Template (*.xitm)
Excel 97-2003 Template (*.xit)

Luwu y: Luu ¥ rang ngay khi ban chon luu bang tinh dudi dang Excel Template (*
xItx), thi Microsoft Excel s& tu dong thay doi thu muc dich thanh thu
muc template mac dinh, thong thuong s€ 1a:

C: \Users\<User Name>\AppData\Roaming\Microsoft\Templates

Néu ban muén luu template vao mot s6 thu muc khac, hay nh¢ thay ddi vi trf sau
khi chon Excel Template (* .xItx) lam loai tai liéu. Tai d6, bat ké thu muc dich nao
ban chon, mdt ban sao mau ctia ban cling s€ dugc luu vao thu muc mau mic dinh.

4. Nhap vao nit Save dé luu template Excel ma ban mdi tao.

Va bay gio thi ban c6 thé tao cac bang tinh méi dya trén template nay va chia sé nd
v6i nhitng nguoi dung khac. Ban ¢6 thé chia sé cac template Excel ciia ban bang
nhiéu cach, gidng nhu cac tép Excel thong thuong — vi du: Luu mot template trong
mot thu muc chia sé hoac trong h¢ théng mang cuc bd cua ban, luu néd

vao OneDrive (Excel Online) hoac thu dién tir dudi dang tép dinh kém.

Céch tim cac template tuy chinh trong Excel 2013 va 2010

D4y hoan toan khong phai mot van dé 16n khi chon bat ky mau nao di sir dung
trude day trong Excel 2010 va cac phién ban cii hon — chi cn vao tab File >
New va nhap vao My templates.
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Khong ai biét tai sao Microsoft quyét dinh ngirng tinh ning nay trong Excel 2013,
nhung thyc té 1a My templates khong hién thi trong Excel 2013 theo mic dinh.

LAM THE NAO PE TAO MOT TEMPLATE MAC PINH CHO EXCEL

Néu trong s6 cac template ctia Microsoft Excel ctia ban ¢ mot mau ma ban sir dung
thuong xuyén nhét, ban ¢6 thé mudn dit né lam template mac dinh va tg dong md
ra khi bit dau Excel.

Microsoft Excel cho phép tao ra hai kiéu template dic biét — Book.xItx va
Sheet.xltx — d6 1a co s& cho tat ca cac trang tinh mdi va tat ca cac bang tinh méi,

tuong tng. Vi vdy, diém mau chdt 13 quyét dinh kiéu template ma ban mudn:

Template bang tinh Excel: Loai template nay bao gom nhiéu trang. Vi vy,

ban c6 thé tao ra mot bang tinh c6 chira cac trang ban muén, nhap vao vi tri ban
mudn chén va cac muc mac dinh (vi dy tiéu dé trang, nhan cot va hang, v.v ...),
thém cong thtrc hoac macro, &p dung cac kiéu va dinh dang khac ma ban muén

su dung.



= Template trang tinh Excel: Kiéu template nay gia dinh rang chi c6 mot trang.
Vi vay, hdy x0a 2 cua mac dinh 3 trang trong mot bang tinh va sau do tuy chinh
t& con lai theo y thich cua ban. Ap dung céc kiéu va dinh dang mong muén va
nhap théng tin ban mudn xuét hién trén tat ca cac bang tinh méi dya trén
template nay.

Khi ban da quyét dinh loai template méc dinh cua minh, hay thyc hién theo cac
budc sau.

1. Trong bang tinh ma ban mudn chuyénthanh template mic dinh caa Excel, hdy
nhap vao File> Save as

2. Trong hop Save as type, chon Excel Template (* .xItx) tir danh sach tha xuéng.

3. Trong khung Save in, chon thu muc dich cho template trén. Diéu nay yéu cau
phai 1a thu muc XLStart, vi khéng ¢6 loai thu muc nao s¢€ lam duoc.

Trong Vista, Windows 7 va Windows 8, thu myc XLStart thudng nam trong:
C:\Users\<User name>\AppData\Local\Microsoft\Excel\XLStart
Trong Windows XP, n6 thudng nam trong:

C:\Documents and Settings\<User name>\Application
Data\Microsoft\Excel\XLStart

4. Cudi cung 1a dat ding tén cho template trén:
= Néu ban dang tao mau bang tinh, hdy nhap Book trong File name
= Néu ban dang tao mau trang tinh, hay nhap Sheet trong File name

Hinh sau day thé hién viéc tao ra template bang tinh mac dinh:
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Save As E

(" i#|[J} « Users » sveta » AppData » Roaming » Microsoft » Excel b YLSTART - |+
A A | PP g9 +
Organize = Mew folder 4= - (7]
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| ¥ Del
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5. Nhap vao nat Save dé két thiic qua trinh va dong cira so.

Va bay gio, ban co thé khoi dong lai Excel va xem né c6 tao mot bang tinh mdéi dua
trén template mic dinh ma ban da thiét 1ap hay khong.

Meo: Lam thé nao dé nhanh chong tim thay thw muc XLStart trén may tinh
cua ban

Néu ban khong chic vi tri chinh xac thu muc XLStart nim trén may tinh cua minh,
ban c6 thé tim thdy né bang hai cach.

1. Trusted Location:

Trong Microsoft Excel, chuyén dén File> Options, sau d¢6 nhap vao Trust
Center> Trust Center Settings:



-

A=)

Customize Ribbon
Quick Access Toolbar

Add-Ins

Excel Options
AT E LA RFNIYOLY SLOLEI IS IL
-
General Customer Expenence Improvement Program
Forrmulas Microsoft Office Feedback "Send a Smile” Privacy Statement
Proofin
9 Security & more
Save N _ ) _
Visit Office.com to learn more about protecting your privacy and
Language security.
Advanced Microsoft Trustworthy Computing

Microsoft Bxcel Trust Center

m

The Trust Center contains security
and privacy settings. These settings

help keep your computer secure, Trust Center Settings... ]
recommend that you de not chan —

these settings.

-

| ok || cancal |

LN

Nhép vao Trusted Locations, tim thu muc XL Start trong danh sach va nhap vao
né. Puong dan day du dén thu muc sé& hién thi bén dudi danh sach dja diém dang tin

cay.

-
Trust Center

L2 [ |

Trusted Publishers
Trusted Locations
Trusted Documents
Trusted App Catalogs
Add-ins

ActiveX Settings
Macro Settings
Protected View
Messzage Bar
External Content
File Block Settings

Privacy Opticns

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files, If
you change or add a location, rake sure that the new location is secure.

Path Description Date Modified =~ =
User Locations

G\t Office\Termnplates',  Bwcel 2013 default locati...

Ch...soft\Excel XLSTARTY,  Excel 2013 default locati...

ChL eV Officel SWELSTARTY,  Excel 2013 default locati... 57

Path: | C\Users\sveta\AppData\Roaming\Microsoft\Excel\ XLSTART! |
Description:  Excel 2013 default location: User StartUp

Date Maodified:
Sub Folders: Dizallowed

Add new im:atiun...] ’ Bemove ] ’ Modify... ]

Allow Trusted Lecations on my network (not recommended)
Dizable all Trusted Locations

| ok || Cancel

L

Xin luu y réng danh sach vi tri dang tin cay thuc su chira hai thu muc XLStart:




= Thu muc ca nhan: St dung thu myc ndy néu ban mudn lam template mic dinh
cua Excel cho tai khoan nguoi dung cua ban. Vi tri thong thuong cta thu muc
XLStart ca nhan la:

C: \Users\<Tén nguwoi dung>\AppData\Roaming\Microsoft\Excel\XL Start\

= Thu muc cia May tinh: Luu cic template c6 .xltx hoac Sheet.xltx vao thu muc
nay s& lam cho template mic dinh caa Excel ¢6 thé st dung cho tat ca nguoi
ding cia mot may tinh nhat dinh. Khi luu mot template vao thu muc nay s& can
yéu cau quyén quan tri. Thu muc XLStart cia may thuong nim ¢ day:

C: \Program Files\Microsoft Office\<sVAN PHONG VAN PHONG>\XLSTART

Khi sao chép duong dan cta thu muc XLStart, vui long kiém tra lai xem ban d3
chon dugc dung duong dan cua thu muc XLStart hay khong.

2. Visual Basic Editor:

Moét cach khac dé phat hién thu muc XLStart 1a st dung cura
s6 Immediate trong Visual Basic Editor:

= Trong Microsoft Excel, nhan Alt + F11 dé khoi dong Visual Basic Editor.
= Néu ctra s6 Immediate khong hién thi, nhan Ctrl + G.

= Kbhi ctra s6 Immediate xuat hién, go ? StartupPath réinhan Enter va ban s&
thiy duong dan chinh xac dén thu muc XLStart trén may cua ban.

Immediate

? application.StartupPath
|C:\Users\sveta\hppDatakRnaming\Hicrnsnft\Excel\KLSThﬂTI

Nhu ban thiy trong hinh & trén, phuwong phap nay ludn tra vé vi tri caa thu muc ca

nhan XLSTART.

6. Dat, huy mat khau bao vé khi mé, thay doi trang tinh, mat khiu déi véi
0, trang tinh

CACH BAO VE BANG TINH EXCEL

Pé bao vé bang tinh trong Excel 2016, 2013 va 2010, hay thuc hién theo cac budc
sau.

1. Nhap chudt phai vao mot bang tinh ¢ dudi clng ctia man hinh va chon Protect
Sheet tir trinh don ngir canh.
Hoic, bam vao nit Protect Sheet trén tab Review, trong nhém Changes.



REVIEW VIEW FORMULAS

: — -
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2. Trong cira s6 hop thoai Protect Sheet, hdy thuc hién theo cac budc sau:

— Pé bao vé mat khau cho bang tinh Excel ctia ban, nhap mat khau vao truong
turong tng. Pam bao nhé mat khau hodc luu trir N6 & mot vi tri an toan vi sau nay
ban s& can dung dé huy bao vé trang tinh do.

— Néu bao vé bang tinh khdng chi 1a mot bién phap phong ngira dbi véi viée stra doi
tinh co cac ndi dung cua trang tinh bai chinh ban hoac bai cac thanh vién ciia nhom,
ban ciing khdng mudén phai ghi nhd mat khau va dé trong truong mat khau. Trong
truong hop nay, viéc khong bao vé bang chi mat mot 1an nhap vao nat Unprotect
Sheet trén ribbon hodc trong menu chudt phai cua tab.

— Chon hanh dong cho phép nguoi dung thuc hién.

+ Theo mac dinh, 2 lua chon sau day duogc chon: Select locked cells va Select
unlocked cells. Néu ban chi chon hai tly chon ndy, nguoi ding cua trang tinh caa
ban, bao gém ca ban, s& chi ¢ thé chon cé4c 6 (ca khoa va md khoa).

+ Pé cho phép mot sé hanh dong khac nhu sip xép, loc, dinh dang 6, x6a hodc chén
cac hang va cot, thi kiém tra hop twong tng.

+ Néu ban khong kiém tra bat ky hanh dong nao, nguoi ding sé& chi c6 thé xem ndi
dung cua bang tinh Excel cua ban.

— Nhép vao nit OK.
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3. Hop thoai Confirm Password s¢ bat Ién nhéc ban nhap lai mat khau nhu vay s€
khong xay ra viéc sai mat khau dan dén khoa bang tinh Excel caa ban mai méi.
Nhép lai mat khau xong thi nhin OK 1a duoc

CACH HUY BAO VE BANG TINH EXCEL

CACH HUY BAO VE CHO BANG TINH

EXCEL KHI CO MAT KHAU

Néu ban biét mat khau cua trang duoc bao vé, viéc loail bo bao vé chi mat mot vai
gidy. Chi can 1dm mét trong nhirng thao tac sau day:

— Nhép chudt phai vao tab Sheet, va chon Unprotect Sheet tir trinh don ngit canh.
— Trén tab Review tab, nhém Changes, chon Unprotect Sheet.
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— Trén tab Home, trong nhom Cells, chon Format, 161 chon tiép Unprotect Sheet tir

trinh don tha xudng.
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Néu ban dang xir Iy mot bang tinh duoc bao vé bang mat khau, Excel s& yéu cau
ban nhap mat khau. Nhap mat khau va nhan OK.



Néu bang tinh khdng duoc bao vé bang mat khau, nhan vao nit Unprotect Sheet 12
c6 thé mo khoa.

CACH BO BAO VE BANG TINH EXCEL KHI KHONG CO MAT KHAU

Nhu di dé cap ¢ phan dau cua hudng din ndy, tinh ning bao vé bang ctia Excel kha
yéu, ngay ca trong cac phién ban Excel 2013 va Excel 2016 gan day. Néu ban can
chinh stra mat khau dugc bao vé nhung ban khong thé nhd mat khau, hay thir mé
bang tinh Excel d6 bang c4ch str dung mét trong nhitng phuong phép sau:

Céch 1: mo bdng tinh excel vai ma vba (cho excel 2010 va phién bdn cii hon)

Néu ban dang sir dung Excel 2010 hodc phién ban cii hon, ban ¢6 thé md khéa mot
bang dugc bao vé béng méat khiu vGi macro sau.

1. Nhan Alt + F11 d&& mé Visual Basic Editor.

2. Nhap chudt phai vao tén workbook & khung bén trai (Project-VBaproject panel)
va chon Insert> Module tir trinh don ngtt canh.

3. Trong cira s6 xuat hién, dan ma sau day:

Sub PasswordBreaker()
'‘Breaks worksheet password protection.
Dim i As Integer, j As Integer, k As Integer
Dim | As Integer, m As Integer, n As Integer
Dim il As Integer, i2 As Integer, i3 As Integer
Dim i4 As Integer, i5 As Integer, i6 As Integer
On Error Resume Next

For i = 65 To 66: For j = 65 To 66: For k = 65 To 66

For | = 65 To 66; For m = 65 To 66: For il = 65 To 66
For i2 = 65 To 66: For i3 = 65 To 66: For i4 = 65 To 66
For i5 = 65 To 66: For i6 = 65 To 66: For n = 32 To 126

ActiveSheet.Unprotect Chr(i) & Chr(j) & Chr(k) & _



Chr(l) & Chr(m) & Chr(i1) & Chr(i2) & Chr(i3) & _
Chr(i4) & Chr(i5) & Chr(i6) & Chr(n)
If ActiveSheet.ProtectContents = False Then
MsgBox "One usable password is" & Chr(i) & Chr(j) & _
Chr(k) & Chr(l) & Chr(m) & Chr(il) & Chr(i2) & _
Chr(i3) & Chr(i4) & Chr(i5) & Chr(i6) & Chr(n)

Exit Sub

End If

Next: Next: Next: Next: Next: Next

Next: Next: Next: Next: Next: Next

End Sub

4. Nhén F5 hoic nhap vao nit Run trén thanh c¢éng cu va chd vai phit. Macre s&
bao c4o mot mat khau hack duogc, khdng phai 1a mat khau ban dau (ludn ludn 12 mot
s6 két hop cua A va B), nhung tuy nhién nd van hoat dong.

Néu ban can phai bo bao vé bang tinh Excel ma khéng c6 mat khau trong cac phién
ban hién dai ctia Excel 2013 va Excel 2016, hdy thir mot trong nhitng cong cu mién
phi, vi du nhu Password Protection Remover add-in cho Excel.

Céch 2: sao chép ngi dung trang dwgc bdo vé sang mét bang tinh khac

Mot cach khac dé mo mot bang tinh Excel di dugc bao vé bang mat khau 1 sao
chép toan bd nodi dung cia nd vao mét trang tinh mai. Chang ta lam nhu sau:

1. M6 bang bao vé bﬁng mat khau.

2. Vi con tro dinh vi trong 6 A1, nhan Shift + Ctrl + End dé chon tat ca cac 6 duoc
str dung trong bang tinh.

3. Nhan Ctrl + C dé sao chép cac & di chon.

4. Tao mdt bang mai trong bang tinh hién tai hodc trong mot bang tinh khac (dé tao
mot tép Excel méi, chi can nhan Ctrl + N).

5. Trong bang tinh trong moi, dat con tré vao Al va nhan Ctrl + V dé dan noi dung
ctia bang bao vé bang mat khau.

Ghi cha:

Phuong phép nay chi hoat dong néu cac hanh dong Select locked cells va Select
unlocked cells dugc cho phép trong bang tinh dugc bao vé.



Néu bang tinh dugc bao vé bang mat khau c6 lién két bén ngoai véi cac trang tinh
hoic bang tinh khac, ban can phai tao lai cac lién két d6 theo cach thi cong.

Ban ¢ thé str dung Paste Special dé sao chép / dan chiéu rong cua cot Vi vay ban s&
khong can phai diéu chinh ching trong trang méi theo céch thu cong.

CACH BAO VE MQT BANG TiNH TRONG EXCEL

Ngoai viéc bao vé ndi dung ciia bang, ban ciing ¢ thé khda toan bo bang tinh dé
ngin ngudi ding thém, di chuyén, doi tén hodc x6a cac bang tinh va xem céc trang
an.

Pé bao vé bang tinh, hdy thuc hién cac budc sau:

Trén tab Review, trong nhém Changes, nhap vao Protect Workbook.

REVIEW VIEW FORMULAS

7 Show/Hide Comment | g Protect and Share Workbook
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2. Trong Protect workbook for, hdy chon mét trong hai tuy chon, hoac ca hai:

— Kiém tra hop Structure dé bao vé cau tric cia mot bang tinh. Diéu nay sé ngin
chan cac hoat dong sau:

+ Xem bang tinh an.

+ Dit lai tén, di chuyén, an hodc X04 céc trang.

+ Cheén trang mai va bang biéu. Tuy nhién, ngudi ding s& ¢d thé chén mot biéu d6
vao mot bang tinh hién cé.

+ Di chuyén hoic sao chép trang tinh sang mot bang tinh khac.

— Kiém tra hop Windows dé gitr lai kich thudc va vi tri ciia s6 1am viéc. Diéu nay sé
ngan ngudi ding di chuyén, thay doi kich ¢, giam thiéu, hodc dong bang tinh.

i '
Protect Structure and Windows m

Protect workbook for
Structure

Windows

Password [optional):

>

ok || cancer |

Ch thich. Tuy chon Windows & day khong c6 san (bi boi xam) trong Excel 2013
va Excel 2016, nhu thé hién trong anh chup man hinh & trén. Do 1a vi Microsoft da
gi6i thiéu Single Document Interface trong Excel 2013, noi ma mdi bang lam viéc
c6 thé duoc thu nho, khdi phuc va déng lai.




Trong hop Password, nhap mat khau va nhap vao nit OK.

Ban ¢ thé tly chon mat khau hodc khong nhap déu duoc nhung néu ban khong
nhap mat khau, thi bat ky ai ciing c6 thé mé khéa bang tinh bang mét nit bam.

Nhép lai mat khau trong ctra sdConfirm Password va nhap vao OK.
CACH MO MQT BANG TINH PUQC BAO VE TRONG EXCEL
Pé hity bao vé bang tinh, hay thyuc hién theo céc budc sau:

Nhép lai vao nat Protect Workbook (trong mét bang tinh bi khoa, né duoc danh du
mau xanh nhu trong anh chup man hinh bén duéi):

REVIEW VIEW FORMULAS

P Show/Hide Comment | lg

I|=|__,;| Show All Comments
nous  Mext Protect  Protect Share

. Show Ink Sheet Workbook Workbook

Comments

2. GO mat khau néu duoc nhic.
3. Luu bang tinh.

Luu Y quan trong! Bao vé cau tric bang tinh khdng nén nham 1an véi ma hod mat
khau ¢ bang tinh cd thé ngin ngudi ding khac mo hoidc stra d6i bang tinh cua ban.
MAT KHAU BAO VE BANG TINH EXCEL KHI PANG MO

Néu ban luu c4c bang tinh cua minh & vi tri dugc chia sé nhu mang cuc bo ctia cong
ty va ban mudn ngin ngudi dung khac xem cac tép Excel ctia minh, ban ¢ thé ma
hoé bang tinh bang mat khau tham chi con c6 thé khong cho phép ngudi khac ma
no.

1. Trong bang tinh ma ban muén ma hda, nhap vao File> Info, nhan vao nut Protect
Workbook, va chon Encrypt with Password trong trinh don tha xudng.



Info

Bookl

i = Documents

Protect Workbook

Control what types of changes peoy

D Mark] as Final
E Let readers know the workbook is final and
rmakait read-only.

Encrypt with Password
Require a password to open this workbook.

2. Ctra s6 Encrypt Document sé& xuét hién, ban nhap mat khau vao hop Password, va
nhan OK.

- B
Encrypt Document m

Encrypt the contents of this file

Password:

Caution: If you lose 'or forget the password, it cannot
be recovered. It is aduisable to keep a list of

passwords and their corresponding document names
in a safe place.
[Remember that passwords are case-sensitive.)

L A

Theo mic dinh, Microsoft Excel str dung ma hoa tién tién 128-bit AES va ban c6
thé cung cAp mat khau ti da 255 ky tu.

3. G lai mat khau trong hop Reenter password, va nhin OK.

4. Luu bang tinh cua ban.

Dé loai bo viéc mé hoa bang tinh, hay lip lai cAc bude trén, x6a mat khau tir hop
Password, bam OK, va sau d6 luu bang tinh ctia ban.

Meo. Ngoai bao vé bang mat khau, ban cd thé bao vé tép Excel ciia minh tét hon
bang cach sir dung BitLocker Drive Encryption, c6 san trong phién ban Ultimate va
Enterprise cua Windows Vista va Windows.

Mat khau bao vé bang tinh Excel dé tranh bi thay d6i di liéu

Néu ban khdng quan tdm viéc ngudi ding khac dang mé tép Excel ciia minh nhung
ban mudn ngin ho thuc hién bat ky thay doi nao ddi véi bang tinh ctia ban, hay thuc
hién theo cac budc sau.



1. Trong bang tinh Excel ctia ban, nhap vao ndt Save As, sau dé nhap vao nut Tools
& cudi cira sb.
2. Trong trinh don Tools tha xudng, hdy chon General Options.

([ save as ==

GO'| . Local Disk (%) » Documents - | 51] | Search Docurments D |
Organize = Mew folder B ow (7]
M videos * Name ’
0% Booklxlsx
& Computer

& Local Disk (C:)
ca Local Disk (Dx)
& 11
J. balcony
|/ books

/. Documents = ||wg = :
File name: -

Save as type: [E:ul Workbook (*.xls) -

Authors: Alex Tags: Add a tag

[[] 5ave Thumbnail

= Hide Folders Tools T [ Save ] [ Cancel

| Map| Metwork Drive...
Wet Options...

| General Options... |

Compress Pictures...

3. Trong cira sd hop thoai General Options, nhap mat khau vao hop Password dé
stra di. Ngoai ra, ban c6 thé chon tly chon Read-only (chi doc).

- '
General Options &u

|:| Always create backup

File sharing

Password to open:

Password to modify: | essssss

'V|:Read-only recommended!
[ OK ][ Cancel ]

L A

Meo. Néu ban mudn bao vé tép Excel ciia ban tranh bi sira d6i va ma, hdy nhap mat
khau vao Password to open va Password to modify. Hai hop thoai d6 c6 thé cai
chung 1 mat khau.



4. G lai mat khau trong hop thoai Confirm Password va nhap vao Ok. Néu ban da
nhap 2 mat khau trong budc trude, ban s& dugce yéu cau Xac nhan ca hai.
5. Cudi cung, nhip vao nit Save trong hop thoai Save As.

Dé hury bao vé mat khau, hdy lap lai cac budc trén, va x6a mat khau tir Password to
open va Password to modify. Sau d6 nhap vao nit Save dé luu bang tinh cua ban.

7. Che diu (hide), b6 che diu cac cong thirc
CACH BO AN TAT CA CAC COT TRONG EXCEL:

Cho di ban c6 mdt hodc vai cot an trong bang caa minh, ban cd thé dé dang hién thi
tat ca chling ciing mot luc bang cach sir dung tly chon Excel Unhide.

1. Nhap vao hinh tam giac nho & goc trén bén trai caa bang dé chon toan bo bang

tinh.
- / .f‘ Product
- B E

Product D Price

Advanced Find & Replace for Micro: 300150228  29.95
Auto BCC/CC for Microsoft Outlook 300150229  29.95
Cell Cleaner for Microsoft Excel 300453023  19.95
Combine Rows Wizard for Microsoft 300500254  29.95
Comments Manager for Microsoft E 300526341 995
Consolidate Worksheets Wizard for 300526348  29.95
Duplicate Remover for Microsoft Exi 300147548  29.95

Meo. Ban ciing c6 thé nhan phim tat Ctrl + A nhiéu lan cho dén khi toan b
danh sach dugc danh dau.

Oﬂombwnﬁk




2. Bay gio chi can nhap chudt phai trén bang cua ban va chon tly chon tiy chon
Unhide tur trinh don.

A A o
1 |Product _QE Cu

2 |Advanced Find & Repla [ o

3 |Auto BCC/CC for Micro 5 Paste Options:
4 |Cell Cleaner for Microsc = =

5 |Combine Rows Wizard - =

6 |Comments Manager for Paste Special...
7 |Consolidate Worksheet Insert

8 |Duplicate Remaover for I Delete

9 |Extract Data for Micros

Clear Contents

Fill Blank Cells for Micr

Find Brokea Links for i Format Cells...
Fuzzy Duplicate Finder Column Width...
Link Checker for Micros Hide

Measurement Units Cof Unhide [}
Merge Cells Wizard for
Meo. Ban ciing ¢6 thé sir dung mot trong céc phim tat: Alt+ H->0 -> U -> L

hodc Ctrl + Shift + 0 (s6 khong trén ban phim chinh).
Meo nay cho phép ban dé& dang hién thi nhiéu cot an trong Excel.
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SUDUNG MQOT MACRO VBA PAC BIET PE AN LAl TAT CA CAC COT
MOT CACH TU PONG

Ban sé& thdy macro bén duéi thuc su hitu ich néu ban thudng Xuyén can bo an cho
c4c cot da timg bi an va khong mudn lang phi thoi gian tim kiém va hién thi chdng.

Sub UnhideAllColumns ()
Cells.EntireColumn.Hidden = False
EndSub

CHI BO AN NHUNG COT PUQC CHON:

Néu ban c6 mot bang Excel chira nhiéu ¢t va chi mudn hién thi mot sb trong sé
chang, hdy lam theo cac budc dudi day.

1. Piéu hudng dén vi tri trong bang cta ban, noi cac cot duge an.
2. Chon CAc cot & bén trai va bén phai ctia c6t ma ban mudn bo an. Néu ban mudn
hién thi cot B, hdy chon cot A va C.



C

A
Product  'Productdescription
Advanced Find & The Advanced Find and F|
Auto BCC/CC for C
Cell Cleaner for M Numbers stored as tm._vl
Combine Rows WIf your Excel table has ro
Comments ManaiComments Manager for E
Consolidate Work With Consolidate Workst

Duplicate Remove With Duplicate Remover |

3. Vao tab Trang chu trong Excel.
4. Nhép vao biéu twong Format -> Hide & Unhide -> Unhide columns.
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—|
Autas -
x| Zheem - Ay i
&) Fill - _
Delete Format Sort & Find &
- A\ & Clear~ Filter = Select =

Cells | Cell Size
I[ Row Height...

AutoFit Row Height
X _ 1A AB AC
—— L] Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide L4 Hide Rows
Organize Sheets Hide Colurnns
Bename Sheet Hide Sheet
Move or Copy Sheet.., Unhide Fows
Tab Color ' Unhide Columns I}
Protection :

B2 Protect Sheet...

(6] Lock Cell

Format Cells...

Excel — hién thi cot 4n A

Bo an cot trong Excel ¢6 vé rat dé dang trir truong hop ban ¢6 mot s6 cot an nhung
can chi hién thi cac cot nam sét bén trai. Chon mot trong céc thu thuat dudi day dé
chi bo an cot dau tién trong bang cta ban.

CACH BO AN COT A SUDUNG CAC TUY CHON GO TO VA FORMAT



Nhan F5 hozc diéu huéng téi Home -> Find & Select -> Go To....

> AutoSum - %‘Y H

Fill -
& Sort &  Find &
& Clear~ Filter - Select =

Editing # Find...
3. Replace..

= GoTo.. h

Go To Special...
Formulas
Comments
LConditional Formatting
Constants
Data Validation

[2  Select Objects

Eh‘ Selection Pane...

2. Ban s& thay hop thoai Go To. Nhan Enter Al ¢ phan Reference, rdi chon OK.

(GoTo )

Goto:

Reference:
Al

e

L A

3. DU ban khong nhin thiy nhung 6 Al da dugc chon.



4. Pi t61 Home -> Format -> Hide & Unhide -> Unhide Columns.

EEL)( il > AutoSum - %Y H

] )
Fill =
Delete Format m
- o & Clear~

Cells | Cell Size
I[ Row Height...

AutoFit Row Height
X

L] Column Width...
AutoFit Column Width
Default Width...

Visibility
Hide & Unhide

Organize Sheets

Sort & Find &
Filter = Select

AB AC

Hide Rows

Hide Columns

Bename Sheet Hide Sheet

Move or Copy Sheet... Unhide Rows

Tab Color ’ Unhide Columns [
Protection

I:' Protect Sheet...

D Lock Cell

Format Cells...

BO AN COT PAU TIEN BANG CACH MO RONG NO:

1. Nhép vao tiéu dé cot B dé chon.

By -
1 |The followip g data wer
2 r:ast MName
3 |Patricia Alcorn
4 |John Cutting
5 |Sean Connon
6 |David Moxon
7 |Raymond |Polard
8 |Robert Finneran

2. Di chuyén con tré chudt sang trai cho dén khi thay miii tén hai mit.



| C

1 |The fnllowi-hg data wer
2 |First Name |Last Mame
3 |Patricia Alcorn

4 |John Cutting

5 |Sean Connon

6 |David Moxon

7 |Raymond |Polard

8 |Robert Finneran

3. Kéo con tro chudt sang phai dé mo rong cot an A.

Bl \Width: 7.2 (56 pixels)

A 4+ B

1 |The fullcwihg data wer
2 |First Name |Last Name
3 |Patricia Alcorn

4 |John Cutting

5 |Sean Connon

6 David Moxon

7 |Raymond |Polard

8 |Robert Finneran

CHON COT AN A PE HIEN THI NO TRONG EXCEL:

1. Nhap vao tiéu dé cot B dé chon no.
g I

1 |The followippg data wer
2 |First Name |Last Name
3 |Patricia Alcorn

4 |John Cutting

5 |Sean Connon

6 |David Moxon

7 |Raymond |Folard

8 |Robert Finneran

2. Kéo con tro chudt sang trai cho dén khi thay duong vién thay d6i mau, nhu vay
nghia & cot A di dugc chon du ban khdng thé thiy né.



B C
I |
The followihg data were §
First Name |Last Mame Te

Patricia Alcorn 5L
John Cutting 7
Sean Connon ac
David Moxon 73

Raymond |Polard 45
Robert Finneran 31
Boruch Thomason 84

W~ e B W e O]

3. Tha chudt ra va di t6i Home -> Format -> Hide & Unhide -> Unhide Columns.

EE',_X il > AutoSum - A'Y H

=] : Z
Fill =
Delete Format . Sort & Find &
- - & Clear~ Filter - Select -

Cells | Cell Size
IC Row Height...

AutoFit Row Height

{ L] Column Width... pA HE AC
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide k Hide Rows
Organize Sheets Hide Columns
Bename Sheet Hide Sheet
Move or Copy Sheet... Unhide Rows
Tab Color ’ Unhide Columns [}
Protection
E7  Protect Sheet...
Lock Cell

Format Cells...

Nhu vay |12 ban da c6 thé hién thi cot A trong khi nhitng cot khac van dang an.

HIEN THI TAT CA CAC COT AN TRONG EXCEL THONG QUA GO TO
SPECIAL

C6 thé noi, tim ra cac cot da bi an kha kho khin du ban c6 thé thuc hién viéc do
thong qua viéc xem lai c&c chir cai dai dién cho cot. Tuy nhién, néu bang tinh caa
ban c6 qua nhiéu bang tinh thi dung cach nay khong kha quan cho lim. Vi thé, Hoc
Excel Online gidi thiéu cho ban mdt meo khac dé tim céc cot an trong Excel.

1. Mé bang tinh ciia ban va diéu hudng dén tab Trang chu.
2. Nhap chudt vao biéu tugng Find & Select va chon tlly chon Go to Special ... tir



danh sach menu.

> AutoSum - %Y H

Fill =
I%l Sort & Find &
& Clear~ Filter = Select =

Editing # Find...
3. Replace.
= GoTow.
X Y
Go To Special... I}

Formulas
Comments
Conditional Formatting
Constants
Data Validation
[+ Select Objects

E[} Selection Pane...

3. Trong hop thoai Go To Special, chon Visible cells only rdi nhan OK.

Go To Special [EJ M1
Select
() Comments (71 Row differences
(7) Constants () Column differences
(7) Formulas (") Precedents
Mumbers (71 Dependents
Text (@ Direct only
Logicals All levels
Errors () Last cell
(7 Blanks @ Visible cells only
(7) Current region (") Conditional formats
(") Current array (") Data validation
) Objects @ an
Same
[ — ] [ ........ T ]
L5 &

Ban s& thdy toan bo phan hién thi cia bang dugc danh d4u va nhiing cot sat voi cot
an s& cO duong Vién bi boi tring.



A B D F
1 |The following data were generated randomly for de
2 |First Name| Last Name |Tel. N Order ID
3 |Patricia Alcorn 502-53-44 BR25T1584
4 |lohn Cutting 708-84-90 L2FAHO074
5 |Sean Connon  |000-87-49 37FF01540
6 |David Moxon 734-31-16 IWN5SI6e42
7 |Raymond Polard 456-33-42 MAS4P9213
& |Robert Finneran |312-43-96 TMEFM3735
9 |Boruch Thomason |847-88-04 TGWVK27040
10 |Gary Departmen| 572-26-84 PL5183599
11 |Jim Murray 157-94-43 DGEAWL2596
12 |Steve Lewis 060-93-38 PMCO24808

Meo. Ban c6 thé thuc hién twong ty bang céch sir dung duong din ngin nay: F5->
Special -> Visible cells only. Vi cac phim tat chi can nhan Alt +; (Dau chAm
phay).

KIEM TRA MOT BANG TINH TIM CAC COT AN:

Néu ban ¢6 nhiéu bang 16n va ban mudn kiém tra toan bo bang tinh véi cac cot an
trude khi tim kiém vi tri ctia ching, chic niang Go To Special ¢6 thé khong phai 1a
lira chon t6t nhat. Ban nén sir dung Document Inspector trong trudng hop nay.

1. Vao File va click vao biéu tugng Check for issue. Chon tly chon Inspect
Document. Tay chon nay kiém tra tép ctia ban cho cac thudc tinh 4n va cac chi tiét



ca nhan.

Info

Protect Workbook
} Control what types of changes peopl
Protect
Waorkbool ~
Inspect Workbook

Before publishing this file, be aware t
Document properties, printer pa

Hidden calumns

E@ Inspect Document
Check the workbook for hidden properties I}
or persenal informaticn.

Ijl‘_\ Check Accessibility

: @ Check the workbook for content that people
Options with disabilities might find difficult to read.
Check Compatibility

Check for features not supported by earlier
versions of Excel,

Account

2. Ban c0 thé thay thong béo luu cac thay d6i méi nhat trude khi str dung Document
Inspector dé chic chin riang ban giir cac dit liéu quan trong.

Microsoft Excel @ | 8

0 Before you use Document Inspector...

S Make sute you save your changes because the Document Inspector might remove data that can't be restored later. Do you want to save your file now?

[VQsJT[No_]

Chi can nhan nGt Yes hoic No.

3. Thao tac nay s& mé cira s6 Document Inspector voi tat ca cac thudc tinh 6 sin.
Ban nhé phai chon Hidden Rows and Columns.



' '
Document Inspector @J M

To check the document for the selected content, click Inspect.

|:| Content Apps
Inspects for Content apps saved in the document body.

|:| Task Pane Apps
Inspects for Task Pane apps saved in the document,

[ Custom XML Data
Inspects for custom XML data stored with this document.

[] Headers and Footers
Inspects the workbook for information in headers and footers.

Hidden Rows and Columns
Inspects the workbook for hidden rows and columns.

m

[] Hidden Worksheets
Inspects the workbook for hidden worksheets,

[] Invisible Content

Inspects the workbook for objects that are not visible because they have been formatted
as invisible, This does not include objects that are covered by other objects. Sl

1

[ Inspect J[ Close

L -y

4. Nhén n(t Inspect va cong cu sé bat dau tim kiém hang va cot an.
5. Ngay sau khi qué trinh tim kiém két thdc, ban sé& thay két qua kiém tra.

-

|'\

Document Inspector |E| | 2 2

Review the inspection results.

I Hidden Rows and Columns Remaove All

Mumber of hidden columns found: 4
Some hidden columns within PivotTables or table headers cannot be
removed, These types of columns are unhidden when you click Remove All

Window s& cho phép ban xda cac dit liéu an, nhung néu khéng muébn ding cach dé
thi chon Remove All.

Tinh ning nay c6 thé sé& rat hiru ich khi tai liéu c6 cot an va ban can diéu hudng
ching.

TAT TUY CHON BO AN COT

Gia str, ban an mot sd cot voi cac dit lidu quan trong nhu cdng thire hodc thdng tin
bi mat. Trudc khi ban chia sé bang v&i dong nghiép cia minh, ban can dam bao
khong ai ¢ thé bo an cac cot do.



1. Nhap chudt vao biéu tuong Select all trén giao diém cua cac hang va cac ky tu
cot dé chon toan bo bang.

A B C D E F

The follow

Be oo v swn R

=
=

2. Nhip chudt phai vao danh sach duoc danh dau va chon tiy chon Format Cells tir
trinh don.

¥ Cut

E® Copy

4 Paste Options:
Paste Special...
Insert
Delete

Clear Contents

Format Cells... [
Row Height...
Hide

Unhide

3. Trén cira s6 Format Cells, chuyén dén tab Protection va bé chon hop kiém tra
Locked.



-

Format Cells | EIE" | ? | £

| Mumber | Alignment | Font | Border I Fill | Protection |

Locked
|| Hidden

Locking cells or hiding formulas has no effect until you protect the worksheet [(Review tab,
Changes group, Protect Sheet button).

| ok || Ccancl

L A

4. Nhan OK d¢ luu cac thay doi.
5. Bay gio chon cdt hodc cac cot ma ban mudn bao vé khoi bi bo an.

A B C D E F
1 |The following data were generated randomly for demonoses only. Any
2 |First Name Last Name Address Tel. N ProductID OrderID
3 |Patricia Alcorn 50 Alexander Cou 502-53-44 Int-00003 BR25T1584
4 |lohn Cutting 1093 AlA Beach B|708-84-30 Int-00004 L2FAHOO74
5 |Sean Connon 320 Morth Peak Di 000-87-49 Int-00027 37FFO1540
6 |David Maoxon 215 West 40th Str| 734-31-16 Int-00027 IWVMSI6648
7 |Raymond Polard 373 park ave sout| 456-33-42 Int-00005 MNASAPS213
8 |Robert Finneran [P0 Box 970 312-43-96 Int-00012 TMEFMZET35
9 |Boruch Thomason |5023 Cherry Laure 847-88-04 Int-00028 | TGWVK27040
10 |Gary Departmen 47801 Anchor Ct | 572-26-84 Int-00024 PLS183599
11 |Jim Murray 352 Knotter Drive | 157-94-43 Int-00033 DGAWL2596

Meo. Ban c6 thé chon mot vai cot bang cach giit nat Ctrl.

6. Nhap chudt vao mét trong nhimng cot duge danh dau va chon lai dinh dang
Format Cells.



B Calibri -|11 -| A" & & - 9% * & F

ngdatawerege B I = O+ A - - 50 & osesonly. An

Last Name AdGFESS 0 Tel. N PRGAUEEIDT Order ID

Alcorn 508 ¥ Cut 0003 BR25T1584
Cutting 109: Em Copy 0004 L2FAHO0T74
Connon ﬂ " . W2y 37FF01540
Moxon (215 [ "esteOptions J0027  JVNSI6648
Polard 373 =4 = 10005  |NA54P9213
Finneran POI Paste Special... 0012 TMEFM3735
Thomason |502: Ineert. 10028 | TGVK27040
Departmen 478( ) 0024 PL5183599
Murray (352 Delete. J0033  DGAWL2596
Lewis 259 Clear Contents 0009 | PMCO24808
Douglas 250 0003 IMVWE2514
Colford B28 Filter , 0004 DeLIKO808
Millea 150: - 10027 | SQQA07739
Abner 119t ot " 0027 642vx3561
Palzin 253 |7 Insert Comment 0005  |B3SPW6538
Forester E ﬁ Delete Comment 0012 0D27004
Bower 1364 Format Cells... % Vax590261
Laping 819 4 TDP0J5981
Ghio E Pick From Drop-down List.., Y0033 <BaT01444
Fleming |18  Define Name.. J0003 | UXUMA6898
Twombly 101 W0o03 BEMISYE57
Aronovici |5558 Ashbrook La| 045-53-09 Int-00004  7ZAET7544
Willoughby 3777 Business Pa r| 255-12-42 Int-00027 LXGMB2598

7. Khi ban nhin thay cira s6 Format Cells, diéu hudng dén tab Protection va danh
dau vao hop kiém tra Locked.



-

m] [?] =

Format Cells

| Mumber I Alignment I Font | Border | Fill | Protection |

Locked
|| Hidden

Locking cells or hiding formulas has no effect until you protect the worksheet [Review tab,
Changes group, Protect Sheet button).

| ok || canca |

LS

8. Nhan OK dé luu cac thay doi.
9. An cé4c cot: chon ching -> nhap chudt phai 18n trén mot trong cac cot va chon tly
chon Hide tir trinh don.




Language

Calibi -|11 ~-| A" 4" $ - 9%

L]

XB 1 =0-A-H-98
c D E

‘e generat a6 Cut tration pu rdoses o

Egy Copy - Order
50 Alexanc &D Paste Options: 1t-00003 BR25T
1093 A1A B P 1t-00004  |L2F4AH
320 North | = = #-00027 | 37FFO;
215 West 4 Paste Special... 00027 |[JWNSH
373 park av Insert... 1t-00005  |MNAS4E
PO Box 97C -ge| e #-00012 | 7MKFI
5023 Cherr 1-00028 | TGVK:
47801 Anck - Centents L noo2a  pisis:
352 Knotte [:-] Format Cells.. 1-00033  DGAW
2590 Leyde Column Width.. 100009  |PMCO
250 Techn( Hide [y t-00003 | IMVW
6287 Tri-Ri : it-00004 | DGLIK
1503 LB Unhide 3t-00027 | SQQA
11914 Golden Lod 675-77-88 Int-00027  |642YX
2531 Brement Rog 499-29-44 Int-00005 BESPV

10. Bay gio diéu hudng dén tab Review va nhap vao biéu tuong Protect Sheet.

DATA REVIEW VIEW AbleBits.com Ablebits Data

£ Show/Hide Comment |

] 5 Show All Comments
Delete Previous Mext Protect | Protect

- Show Ink Sheet Workbook

Comments

11. Pam bao chon hop kiém Select locked cells va Select unlocked cells da duoc
danh dau. Sau d6 enter va nhap lai mat khau.

i e’
Protect Sheet [ [ J M

Protect worksheet and contents of locked cells

Password to unprotect sheet:
| |

Allow all users of this worksheet to:

| Select locked cells -

Select unlocked cells

Format cells

Format columns

Format rows

Insert columns

Insert rows

Insert hyperlinks

Delete columns

Delete rows e

OEEEEEEEEE

| ok || cancel




12. Tir bay gio, bat ctr ai ¢d ging dé bo an cac cot trong bang Excel ciia ban s& bj vo
hiéu hod tuy chon Unhide.
4 A R n F

1 |The following d g Cut omly for de
2 d By Copy _
3 |Patricia Alco Ty Paste Options: 312571584
4 |lohn Cutti = IFAH0074
5 |Sean Conr &5 = 7FF01540
6 |David Mox Pastespecial. INSI6648
7 |Raymond Pola AS4P9213
8 |Robert Finn VIKFM3735
9 |Boruch Thor SVK27040
Clear Contents ]
10 |Gary Dep: LS1835599
11 |Jim Mure GAWL 2596
12 |Steve Lewi MCO24808
13 |Oswald Doug AVWE2514
14 |alfred  colfd 1JK0808
15 | David Mill de——reremr—ere——eD) Q07799

Bai 2: Thao tac 6 va vung trén bang tinh

1. Ap dung tw d6ng dinh dang, kiéu cach (style) cho mét viing (range) cac

A

0
CAC MAU BANG TRONG EXCEL

Bang Excel giup nguoi dung dé dang xem xét va quan 1y dit liéu thong qua cac tinh
nang hiru ich nhu lya chon loc va sép xép, tinh toan cac cdt,...

Khi chuyén dr liéu sang bang Excel, ban nén bat dau tr dinh dang bang. Bang mdi
lap s& duoc dinh dang san voi font chit va mau nén, mau vién, mau dbi lap.. Néu
ban khong thich dinh dang bang mic dinh, ban c6 thé dé dang thay ddi bang cach
chon mau c6 san trong Table Styles & tab Design.

Tab Design 12 noi chiing ta bat dau lam viéc voi mau bang Excel, n6 s& xuat hién
dudi tab Table Tools, ngay khi nhan vao 1 6 bét ki trong bang.



TABLE TOOLS

VIEW FORMULAS DESIGM

Light

——— = - R e et el S ]
e CEEEE EEEEE EEEEE EEEEE EEEEE EEEEE
Medium

S B B B e =l e
R EEEEE EEEEE EEEEE EEREEE EEEEE
EEEEE EEEEE EEEEE EEEEE =EEET AEEEE EEEEE
EEEEE EEEES EEEES EEEESE EEEET IEEEE EEEE=
ek B B B
1 et et o el el el = 1 e S I T
1 et e o el el el 5 5 1 ) 0 Y S R T
EEEEE EEEEE EEEEE EEEEE ==E== = e e o ) e e ) e
Dark

Nhu ban thdy & hinh trén, thu vién Table Styles cung cép cho ngudi ding hon 50
mau bang c6 san khac nhau duoc chia thanh cac nhom Light, Medium, va Dark.

Khi nhan vao 1 mau bang Excel, dinh dang hang, cdt, hang tiéu dé, hang téng s€
dugc ty dong thay doi.

Ngoai dinh dang bang c6 sin, ban c6 thé dung Table Style Options dé dinh dang
méi nhitng yéu té ctia bang nhu:

= Header row — An hoic hién hang tiéu dé cua bang

= Total row — thém hang téng vao cudi bang véi danh séch céc chirc niang cho
mdi 6 trong hang tong



- Banded row va Banded columns — thay do6i d6 dam nhat cua cac hang, cot xen
ké.
= First column va last column — thay ddi dinh dang cot dau tién va cudi cing
cua bang.
= Filter button — an hozc hién mii tén & hang tiéu dé
Hinh dudi minh hoa céc Iya chon Table Style

TABLE TOOLS
DESIGM

Header Row [ | First Column Filter Button
[ | Total Row [ ] Last Column
Banded Rows | | Banded Columns

Table Style Options

Cach chon 1 mau bang khi tao bang
bé tao 1 bang c6 dinh dang theo 1 mau cu thé, ban 1am nhu sau:
1. Chon day 6 ma ban mudn chuyén thanh bang

2. Trong tab Home, vao Styles, chon Format as Table.

= Narmal Bad Good Meutral
= R

Conditional |Format as| |8 7=l e Explanatory ... |Input Linked Ce
Formatting ~|_Table -

Styles

3. Trong thu vién Table Styles, chon mau bang ma ban mudn.
THAY POl MAU BANG TRONG EXCEL
bé thay d6i mau bang cho 1 bang co san, thuc hién cac buédc:

1. Chon 1 6 bat ki trong bang ma ban mudn thay doi.

2. Trong tab Design, vao Table Styles, nhan nit More dé hién thi tat ca cac mau
bang co san.

3. Di chuyén chudt &én mau bang ma ban mudn dung, Excel s& cho ban xem
trude. Pé chon miu bang dé, ban nhan chuot.

Meo nho:

Néu ban di thay d6i dinh dang bang bang cach thi cong (vi du: danh dau nhin
manh céac 6 v&i mau sdc dadm hon hodc dung mau khac), lya chon mau bang Excel
khac s& van giit dinh dang d6. Pé dung miu bang méi va loai boé dinh dang dang
dugc dung, nhan chudt phai vao mau, va chon Apply and Clear Formatting.



TABLE TOOLS
WIEW FORMULAS DESIGM

Apply and Clear Formatting

Apply (and Maintain Formatting)

Duplicate...

THAY POl MAU BANG MAC PINH TRONG EXCEL

Dé dat miu bang mic dinh, nhin chudt phai vao mau bang trong thu vién Table
Styles va chon Set As Default:

TAELE TOOLS
VIEW FORMULAS DESIGH
N N | e | E==== H
R e e e | e[| —— ————-]|-
____________________ Apply and Clear Formatting
Table Styles Apply (and Maintain Formatting)
Duplicate...
N 0 P Q R
Set As Default

Add Gallery to Quick Access Toolbar
Va gio, khi ban chon Table trong tab Insert hoic nhan phim Ctrl + T, bang méi s&
duogc thém voi dinh dang méi ma ban da dat.
TAO MAU BANG THEO Y MUON

Néu ban khong hai long véi cdc mau bang cé san, ban c6 thé tao mau ri€ng cta
minh nhu sau:

1. Trong tab Home, vao Styles, chon Format as Table. Hozic chon bang ¢ san
dé hién thi tab Design, va nhan nut

2. O phia duéi cac bang duoc thiét ké sin, chon New Table Style.



3. Trong ctra s6 New Table Style, ¢anh tén cho mau bang riéng cua ban trong
0 Name.

i ™y
New Table Style B

Name: | Custom Stylel
Table Element: Preview

Whole Table e e e o e
First Column Stripe
second Column Stripe -
First Row Stripe : : : : : :
Second Row stripe L e e e e e
Last Column

First Column

Header Row

Total Row &7

| »

W W M N N N

m

P

Element Formatting:

|:| Set as default table style for this document

[ ok || cance |

L5

-

4. O phan Table Elements, chon yéu t6 ma ban mudn dinh dang va chon Format.
Hop Format Cells s& mé ra, va ban chon dinh dang mong muén &
phan Font, Border va Fill.

[ Madify Table Style B S

Mame: | Cystom Stylel

Table Element: Preview

Whole Table

First Column Stripe

Second Column Stripe

First Row Stripe

Second Row Stripe

Last Calumn

First Column

Total Row +

FnrmatHeadearw—)-{ Eormat] ’ Clear ]-(—Remwe Header Row formatting

Element Formatting:

Background 1; Shaded

| »

m

HEHERIELE
HEHERIE
HEHERIE
HEHERIE

HEHERIE
HEEEIEH

|:| Set as default table style for this document

| ok || Ccancl

L

Dé xo4 dinh dang c6 san cua 1 yéu td, ban nhan nut Clear.
Me¢o nho:

= Yéu tb cua bang dang dugc dinh dang sin s& in dam trong hop Table Element.



= Nhiing thay doi dinh dang s& xem dugc xem trudc trong phan Preview phia
bén phai.

- Dé dat mic dinh mau bang méi duoc tao cho bang hién tai, chon Set as default
table quick style for this document.

5. Nhan OK dé luu mau bang riéng cua ban.

Ngay khi mau bang cua ban dugc tao, Excel s€ ty dong thém vao thu vién Table
Styles.

TABLE TOOLS

VIEW FORMULAS DESLGM
Custom
————
Light
- - Rk EERE R EER S =
s R EEEEE FEEEEE EEEEE EEEEE EEEEE
T AT A ST b [ st o P o S o e P s S Pl

Dé thay d6i mau bang cuia ban, vao thu vién Table Styles, nhan chudt phai vao
mau, chon Modify

D¢ xo0a mau bang cua ban, nhan chudt phai vao mau va chon Delete.

TAELE TOOLS
VIEW FORMULAS DESIGM
Apply and Clear Formatting

Apply (and Maintain Formatting)

Madify...

Duplicate...

Delete

Set As Default
Add Gallery to Quick Access Toolbar

S& khong thay doi hodc x04 duoc cac mau bang co san trong Excel.



Meo nhé: Mau bang cuia ban chi c6 trong workbook hién tai, noi tao ra mau bang.
Néu ban mudn s dung mau d6 cho cac workbook khéc, cach nhanh nhéat 1a sao
chép bang c6 miu cua ban sang workbook dé. Sau d6 ban c6 thé xoa bang dé nhung

mau bang s& duoc luu trong thu vién Table Styles.
AP DUNG MAU BANG MA KHONG PHAI T40 BANG

Néu ban mudn nhanh chong dinh dang dit liéu trong bang tinh voi mau bang co san
trong Excel, nhung ban khong mudn chuyén 1 diy 6 sang bang Excel, ban c6 thé
lam cac budc sau:

1. Chon ddy 6 ma ban mudn thém mau bang.

2. Trong tab Home, vao Styles, chon Format as Table, va chon mau bang ban
thich.

3. Chon 6 bat ki trong bang méi tao, vao tab Design > Tools, va nhan Convert to
H ©- - TABLE TOOLS
FILE HOME  INSERT = DESIGN

Table Mame: 5ummarizewith PivotTable $
Sales_table H*E Remowve Duplicates
. = Insert
‘[ Resize Table  |g= Convert to Range Slicer
Range.  FProperties Tools Hoac nhan chudt phai
vao bang, chon Table > Convert to Range.*
]
2 L&
1 Bananas 190 "R Lomy
4 Apples 220 0y Paste Options
5 Peaches 120 ‘.', -
& Oranges 220 %
- Paste Spec
8 Tagle \ | [Z] IotasFiow
3 Ly lesen Comment ‘ Comyert 10 Ranys
10 2
1*] Formet Celhy Absmative Text

11
12 Pick From Drop-dovwn Lt
13 & Hypeiink

CACH XOA PINH DANG BANG

Néu ban muon git nhitng tinh nang cta 1 bang Excel nhung xo4 cac dinh dang nhu
cac hang mau xen k&, duong vién, ban c6 thé lam theo céc budc:

1. Chon 1 6 trong bang.
2. Trong tab Design, vao Table Styles, chon nut More.



3. O phia du6i cac mau bang, chon Clear.

A

ifl] Mew Table Style...

I:'; Clear

/ A
A B cC /7 \ A B C
item [BdJan Breb B Item Ejan |E|Feb |E|
Lemons 5300 5240 Lemons 5300 5240
Bananas 5190 5170 Bananas 5190 5170
Apples 5220 5220 Apples 5220 5220
Peaches 5180 5220 Peaches 5180 5220
Oranges 5220 $120, Oranges 5220 5120,
Meo nhé:

Dé xo04 bang nhung gitr s6 liéu va dinh dang, chon tab Design > Tools > Convert
to Range. Hoic nhap chudt phai vao bang, Table > Convert to Range.

2. Pinh dang c6 diéu kién theo ndi dung 6

CA4c khai niém co ban vé dinh dang cé diéu kién caa Excel

Giéng nhu dinh dang 6 thong thuong, ban sur dung dinh dang c6 diéu kién dé dinh
dang dir liéu theo nhiéu cach khac nhau: thay ddi mau sic, mau font va céc kiéu
duong vién 6. Su khac biét 1a dinh dang ¢ diéu kién linh hoat hon, cho phép ban
dinh dang dir liéu khi dap g cac tiéu chi hodc diéu kién nhat dinh.

Ban c6 thé ap dung dinh dang co diéu kién cho mot hodc nhiéu 6, hang, cot hoac
toan bg bang dua trén ndi1 dung 6 hodc dua vao gia tri cua mdt 6 khac béng cach tao
ra cic quy tic (diéu kién) xac dinh khi nao va nhu thé nao thi cac 6 dugc chon phai
duoc dinh dang.

Pinh dang c6 diéu kién trong Excel & dau?

Trong tat ca cac phién ban ctua Excel, dinh dang co diéu kién nam & cung mot vi tri,

trén tab Home > Styles.

Pinh dang c6 diéu kién trong Excel 2007

i M

Conditional | Format Cell
Formatting able = Styles -

Pinh dang c6 diéu kién trong Excel 2010



& ﬁ | MNormal | Bad Good

Conditional | Format | el {1 Sw=1]| Explanatory ... |Input |

Formatting =

| | .

Pinh dang c6 diéu kién trong Excel 2013

@ MNormal Bad Good

Conditional Format as | [[(8 = =] Explanatory ... |Input

Formatting Teetable -

Lam thé nao dé tao cac quy tic dinh dang c6 diéu kién trong Excel

Dé tan dung cac kha nang cua dinh dang co diéu kién trong Excel, ban phai hoc
cach tao ra cac loai quy tic khac nhau.

C6 hai diéu quan trong trong dinh dang c6 diéu kién:
= Nhitng 6 ndo can phai duoc dinh dang c6 diéu kién, va
= Can dap ung nhiing diéu kién nao.

T6i s& chi cho ban cach ap dung dinh dang c6 diéu kién trong Excel 2010 vi day co
vé 1a phién ban pho bién nhét hién nay. Tuy nhién, cac tly chon vé co ban gidng
nhau trong Excel 2007 va 2013, vi vay ban s& khong gip bat ky van dé nao cho du
c6 ban dung khéc phién ban.

1. Chon cac 6 ma ban muén dinh dang.

Vi dy, t61 tao mot bang nho liét ké gia dau tho hang thang. biéu ching ta mudn lam
1a 1am noi bat sy giam gia, nghia 13 tt ca cac 6 c6 sd am trong cot Change, vi vay
chung ta chon céac 6 C2: C9.

A B C
i Month B Price, usD B Change &
2 Oct-13 105.46 -0.18
3 Nov-13 102.58] -2.73%
a Dec-13 10549  2.84%
5 Jan-14 102.25| -3.07%
6 Feb-14 104.82] 2.51%
7 Mar-14 104.04] -0.74%
2 Apr-14 104.94] 0.87%
9 May-14 104.94]  0.00%

2. Chuyén dén tab Home> Styles va nhap vao Conditional Formatting. Ban ciing
s& thady mot sb quy tic dinh dang khac, gdm data bars, color scales and icon
sets.



3. Vi ching ta chi can &p dung dinh dang c6 diéu kién cho cac s6 nho hon 0,

chang ta chon Highlight Cells Rules > Less Than ...

ﬁ | Normal | Bad =

Conditional | Format m Explanatory ... IE

Formatting | as Table =

L% Highlight Cells Rules *» L% Greater Than...
2> - =

L_% Top/Bottom Rules k .__;: Less Than...

E Data Bars F @ Between...
% Color Scales F L% Equal To...

= Icon Sets 3 L% Text that Contains...

== ] I

Hew Rule... L% A Date Occurring...
@ Clear Rules r
@ Manage Rules... @ Duplicate Values...

More Rules.,.,

Tat nhién, ban c6 thé tiép tuc véi bét ky loai quy tic nao khéc thich hop cho dit liéu

cua ban, chang han nhu:

Dinh dang cac gid tri 16n hon, nho hon hoic bang
DPanh du van ban c6 chia tir hoic ky tu duoc chi dinh
Lam ndi bat cac ban copy

Dinh dang cé4c ngay cu thé

Nhap gié tri trong hop & phan bén phai cia cira s6 dudi “Format cells that are
LESS THAN®, trong truong hop nay, ching ta gd 0. Ngay khi ban nhap gia tri,
Microsoft Excel s& 1am ndi bat cac 6 trong diy di chon dap tng diéu kién cua
ban.

Chon dinh dang ban muén tir danh sach. Ban c6 thé chon mat trong céac dinh
dang duogc x4c dinh trudc hodc nhap vao Custom Format...dé thiét lap dinh
dang cua riéng ban.



A B c D E F G
8 Month B price B4 change &
2| Oct-13 10546 -0.18%
3 | Nov-13  102.58| -2.73%
4
5
6

Dec-13 105.49 2.84%
Jan-14 102.25 -3.07%
Feb-14 104.82 2.51%

:
lessThan ==

Format cells that are LESS THAN:

E with | Light Red Fill with Dark Red Text

Light Red Fill with Dark Red Text
Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text

— Light Red Fil
Fed Text
Red Border

Custom Format,..

6. Trong ctra s6 Format Cells, chuyén doi gitra cac tab Font, Border va Fill dé
chon kiéu phéng chit, kiéu duong vién va mau nén. Trén cac tab Font va Fill,
ban s& thay ngay mau xem trude dinh dang tiy chinh cia minh.

7. Khi hoan thanh, nhap vao nit OK& cudi cira so.
i Ty
Format Cells &lg

|Number | Fomt | Border | il |

Backaround Caolaor: Pattern Color:
| Automatic
Pattern Style:

[«]

Mo Color

[«]

EEBEOC O]

EEEEN =

EEEECO O
O ENENC =
B EEEOCO =
H EEECOC =
H EEECOC0 =
H EEECOC =

5 EHE

HE[

[ FilEffects... | [ tore Colors... |

Sample




= Né&u ban muén thém nhiéu mau nén hoic phdng chit hon bang mau chuan, hay
nhap vao nit More Colors ...trén tab Fill hoic Font.

= Néu ban muén ap dung mot mau nén gradient, hdy nhap vao nit Fill
Effects trén tab Fill va chon cac tly chon mong mudn.

- Nhip OKdé dong cira s6 “Less Than “ va kiém tra xem viéc dinh dang c6 diéu
Kién c6 duoc ap dung chinh xac cho dir liéu caa ban hay khéng.

Nhu ban thiy trong anh chup man hinh bén duéi, quy tic dinh dang c6 diéu kién
m&i tao cua chiing ta hoat dong dung — nd do bong tit ca cac 6 cb gia tri Am.

A B C
s Month B4 Price, usD B change K4
2 Oct-13 105.46  -0.18%
3 Nov-13 102,58  -2.73%
4 Dec-13 105.49  2.84%
5 Jan-14 102.25  -3.07%
6 Feb-14 104.82  2.51%
7 Mar-14 104.04  -0.74%
8 Apr-l14 104.94  0.87%
9 May-14 104.94  0.00%

Tao mdt quy tic dinh dang c6 diéu kién Excel tir dau

Néu khong c6 quy tic dinh dang san dé stir dung pht hgp v6i nhu cau ciia ban, ban
c6 thé tao mot quy tac moi tir dau.

1. Chon cac 6 ma ban muén &p dung dinh dang c6 diéu kién va nhap
vao Conditional Formatting > New Rule...

5 [nome

L]

= ormal
Conditional | Format
Formatting 7| as Table =

—  HiglWlight Cells Rules *

=1
= Ilcon

[B{ Mew Rule...
Clear Rules k

7]
Manage Rules...




2. Hop Rule New Formattingsé mé ra va ban chon kiéu quy tac can thiét. Vi du:
“Format only cells that contain” va chon dinh dang céc gia tri nam giira 60 va
70.

B
2|

3 78

4 2-May 70| 56
- 3-May 71 34
6| 4May 65 54

7 5-May 0 50

8 6-May 71 52

— | I I

» Format &l cells based on their values

T o oar r values
» Format only values that are above or below average
» Format only unigue or duplicate values
* Use a formula to determine which cells to format

Edit the Rule Dascription:

Preview: No Format Set m

3.Nhip vao nut Format va thiét 1ap dinh dang ctia ban chinh xac nhu chung ta da
lam trong vi du trudce.

4 Nhap OK hai 1an dé dong cac cira sé6 dang mo va dinh dang c6 diéu kién ctia ban
da xong.
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1 MNew York, Local Weather

yMpate B4 High, °r B Low, °r K2
3 1-May 78 51
4 2-May 70 56
5 3-May 71 54
& 4-May =53 54
7 5-May 70 50
8 g-May 71 52
9 7-May 69 50
10 a-May 59 53
11 9-May 63 55
12 10-May 83 57
13 11-May 82 60

Pinh dang co diéu kién Excel dua trén gia tri ciaa 6

Trong ca hai vi dy trudc, ching ta di tao ra cac quy tic dinh dang bang cach nhap
cac s6. Tuy nhién, trong mot s6 trudng hop, t6t hon nén cin cr vao gia tri cua 6 dé
dinh dang. Loi thé cta cach nay 1a bat ké gia tri ciia 6 d6 thay d6i nhu thé nao trong
tuong lai, dinh dang c6 diéu kién cta ban sé& ty dong diéu chinh va phan anh su thay
doi dit ligu.

Hay st dung vi du “Oil price”, nhung lan nay lam ndi bat tit ca gia trong cot B 16n
hon gié cta thang hai.

Ban tao quy tic theo cach twong tu bang cach chon Conditional

formatting > Highlight Cells Rules > Greater Than..... Nhung thay vi g& mot s6
trong budc 4, ban chon 6 B6 béng cach nhép vao biéu tuong chon pham vi nhu ban
thuong lam trong Excel. Do d6, gia dugc dinh dang nhu ban thay trong anh chup
man hinh bén dudi.

0
o)
m
-
()]
-

A | B

) M Price  Rd Change R4

Oct-13 - A

‘Nov-13  102.58 | Greater Than P -

Dec-13
Jan-14
Feb-14
Mar-14 i
_ Apr-14 Lok | [ concs |

Format cells that are GREATER THAN:

with iCustom Format... [E]

wooxa,asu.&-wni.-’

Mav-14 e =

Ap dung mét sb quy tic dinh dang c6 diéu kién cho mét 6/bang
Khi str dung dinh dang co diéu kién trong Excel, ban khong bi gid1 han & mot quy
tac cho mdi 6. Ban co thé ap dung nhiéu quy tic logic ma cong viéc cu thé ctia ban

yéu cau.
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Vi du, hay tao ra 3 quy tic cho bang thoi tiét s& to nén mau vang khi nhiét d cao
hon 60 ° F v&1, mau da cam khi cao hon 70 ° F va mau d6 khi cao hon 80 ° F.

Ban da biét cach tao cac quy tc dinh dang co diéu kién cua Excel theo kiéu nay —
bang cach nhip vao Conditional Formatting > Highlight Cells rules > Greater
than. Tuy nhién, dé cac quy tac hoat dong chinh xac, ban cling can phai dat mac uu
tién theo cach nay:

1. Nhép vao Conditional Formatting > Manage Rules.... d¢ di toi Rules
Manager.

2. Nhap vao quy tic can duoc &p dung trude tién dé chon, va di chuyén 1én phia
trén bang cach st dung upward arrow. Lam tuong tu cho quy tic thi hai.

3. Chon hop kiém Stop If Truebén canh hai quy tic dau tién khi ban khdng muén
cac quy tic khac duoc ap dung khi diéu kién dau tién duoc dap ung.

| =

Conditional Formatting Rules Manager

Click to move the rile

Show formatting rules for;

| 2 New Rue... | [@Eﬂtme... | [ X peleterule | m

Rule (zpplied m order shown)  Format pplies o

celVabe > 0 | AaBbCoWyZz || | -sosuismsts

Cell Vahe > 70 AaBbCcYyZz —$B53:68513

Stop If True =

Cell Vakie > 60 AaBbCcYyZz =$843:45413

Mew York, Local Weather
1-May 78 51
2-May 70 56
3-May 71 54
4-May 65 54
5-May 70 50
B6-May 71 52
7-May 69 50
B-May 59 53
9-May 55
10-May 57
11-May 60,

Sir dung “Stop If True” trong cac quy tic dinh dang c6 diéu kién
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Chung ta d3 str dung tuy chon Stop If True trong vi du trén dé dimg xir 1y cac quy
tac khac khi diéu kién dau tién duoc dap tng. Cach sir dung d6 rat rd rang va dé
hiéu. Bay gid chung ta hiy xem xét thém hai vi du nita khi viéc sir dung Stop If
True khéng rd rang nhung ciing rat hitu ich.

Vi du 1. Chi hién thi mot s6 muc ciia biéu tugng thiét 1ap
Gia st ban di thém biéu tuong sau ddy vao sales report.

Sales report
Productl = $1,440
Product2 <} $680
Product3 4} $1,719
Product4 <} $993
Products 4} $1,763
Product6 > $1,090
Product7 4} $1,875
Products <} $589

Nhin c6 vé dep, nhung c¢é hoi rdi. Vi vy, muc tiéu ctia chiing ta 1a chi giit cac mili
tén mau do6 di xudng dé thu hat sy chu ¥ dén cac san pham hoat dong dudi mirc
trung binh va bo cac biéu tuong khac. Hiy xem 1am diéu nay nhu thé nao:

1. Tao mét quy tac dinh dang c6 diéu kién mai bang cach nhap vao Conditional
formatting > New Rule > Format only Cells that contain.

2. Bay gio ban can phai dinh hinh quy tic theo cach né chi duoc &p dung cho cac
gia tri on hon muc trung binh. Ban thuc hién viéc ndy bang céch sir dung cong
thirc = AVERAGE (), nhu thé hién trong hinh bén dudi.

Meo. Ban ludn c6 thé chon mot diy 6 trong Excel bang cach st dung biéu tuong
chon pham vi tiéu chuan hodc g0 pham vi bén trong cac dau ngoac. Néu ban chon
cach thir hai, hiy nhé sir dung tham chiéu 6 tuyét d6i véi dau $.



NewFormating Rule i el

Eelect a Rule Type:

» Format all cells based on ther values

= Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique ar duplicate values

Iz a formula to determine which cells to format

Edit the Rule Desariphi

Format only cells with:

Cell Value

[=]

] s b

Preview:

Mo Format Set

=AVERAGE($E53:48510)

Format...

= = = = -

3. Nhip OK ma khéng thiét lap bat ky dinh dang nao.

4. Nhap vao Conditional Formatting > Manage Rules...va danh dau vao hop
kiém Stop if True bén canh quy tic ban vira tao. Xem két qua.
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[ Conditional Formatting Rules Manager T T il : =)
Show formating rles for: | ffsifable :
G ] [Boane.. ] [Xowoene ] -] 0]
Rule (applied in order shown)  Format Apolies to Stop If True =
CelVale > AVERAGE..  NoFormatSet | =$883:68610
| tconset =3 | =$853:58510 ] |

Sales report
Productl 51,440
Product2 {3680
Product3 51,719
Product4 dF $993
Product 5 51,763
Product6 < $1,000
Product 7 81,875
Product8 {} 4589

Vi du 2. Loai bd dinh dang c6 diéu kién & cac 6 rong

Gia st ban di tao ra quy tic “Between” dé danh cac 6 c6 gia tri tir $0 dén $1000,
nhu ban thay trong anh chup man hinh duéi ddy. Nhung van dé 1a cac 6 tréng ciing
dugc danh dau.

Sales report
Product B4 sales

Product 1
Product 2
Product 3
Product4

Producte
Product 7
Product 8

A

Dé khic phuc diéu nay, ban tao mdt quy tic nita & 6 “Format only cells that
contain®. Trong hop thoai New Formatting rule, chon Blanks tir danh sach.
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i '
Mew Formatting Rule m

Select a Rule Type:

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplicate values
» Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

Blanks

Cell value
Spedfic Text

Mo Format Set
|_|Errors

Ma Errors [

Ok ][ Cancel ]

L A

Va mot 1an nita, ban chi can nhép vao OK ma khong can cai dat bat ky dinh dang
nao.

Cubi cung, mo Conditional Formatting Rule Manager va chon hop kiém Stop if
true bén canh quy tic “Blanks*.

Két qua chinh xac nhu ban mong doi.



Conditional Fermatting Rules Manager M
Show formatting rules for: |F|det: iIT|.

| i NewRuie... | | [BFgditRuie... | ’}(ueleu@] - =

Rule (applied in order shown)  Format Applies to Stop If True =

Celcontainsablankv...  NoFormatSet | =s8§3:$8510

CellValue between 0a... | AaBbCoYyZz | -@s3:s8510 B

[ CK ]Iﬁuse”k:ply

Sales report
Product 1 51,440
Product2 | 5680
Product 3
Product4 | 393
Products 51,763
Product6
Product 7 51,875

Product 8

,

Ca4ch chinh sira cac quy tic dinh dang c6 diéu kién trong Excel

Néu ban nhin k¥ vao anh chup man hinh & trén, ban c6 thé thay nut Edit Rule... &
do. Vi vay, néu ban mudn thay doi mot quy tac dinh dang hién co, hay tiép tuc theo
cach nay:

1. Chon bat ky 6 nao ap dung quy tic va nhap vao Conditional Formatting >
Manage Rules...

2. Trong Conditional Manager Rules Manager, nhap vao quy tic ban muén
chinh stra, va sau d6 nhap nut Edit Rule....
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Conditional Formatting Rules Manager @M

Show formatting rules for: |-p|--ﬂ-|-E,,;:,|E El
[E.'uewnube... ] [EditRuIe... ] [ ¥ Delete Rule ] B B
Rule (applied in order showk & Format Applies fo Stop If True =
Cellvalue >80 & m | =£853:48513 ]

Cellvaue > 70 = sos3:515 &

=$8$3:8413 =

Cell Value = &0 AaBbCcYyZz

[ oK ][ Close ] Apply

3. Thuc hién cac thay doi can thiét trong ctra s6 Edit Formatting Ruleva nhap
vao OK dé luu cac chinh sira.
Cuia s6 Formatting Rule rat giong vai New Rule Formatting ma ban str dung khi
tao cac quy tic, do d6 ban s& khong gip kho khin gi.

Meo. Néu ban khong thdy quy tic ban mudn chinh sira, hiy chon This
Worksheet tir danh sach “Show formatting rules for” dé hién thi danh sach tat ca
céc quy tac trong bang tinh cua ban.

Conditional Fermatting Rules Manager M
Show formatting rules for: | This Worksheet
IEI Eﬁ"m'" ﬁ L j'lr.l.:'-'i.—.-'-’-— E] ;
Rude (applied in order show, 51: rud& ail Applies to Stop If True =
Sheet: budget
Cell Value =80 Sheat: Sheetd =51530: 51540 il
Tahle: Tablel @
cell Value > 70 Table: Tabled =§1$30:$1$40 v
Table: Table2
Table: Table24 = . =
2 N2l Table: Tablel1s S0 AN -
ok J[ cncd |[ aoy |

Lam thé nao dé sao chép dinh dang c6 diéu kién trong Excel

Néu ban mudn ap dung dinh dang c6 diéu kién ma ban di tao truéc d6 cho cac dir
liéu khéc trong bang tinh, ban s& khong can tao lai quy tic tir dau. Pon gian chi can
sir dung Format Painter dé sao chép cac dinh dang c6 diéu kién hién c6 vao bo dit
liéu moi.

1. Nhap vao bat ky 6 nao c6 dinh dang co6 diéu kién ban muén sao chép.
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2. Nhap Home > Format Painter. Biéu nay sé thay do6i con tro chudt thanh mot
cay co.

& Cut
53 Copy -
Paste B 7 U~

- # Format PainKﬂ
Clipboard la n

Meo. Ban c6 thé nhap dup vao Format Painter néu ban mudn dén dinh dang c6
diéu kién trong mot s dai 6 khac nhau.

Insert Page Layout

Calibri

3. Dé dan dinh dang c6 diéu kién, nhap vao 6 dau tién va kéo cay co xudng dén 6
cudi ciing trong dai 6 ban muén dinh dang.

A | B | ¢ | bp | E F | 6 |
1 Crude Oil prices Rice prices
2 vonth B price 3 chane 3
2 Oct-13  105.4€ -0.18% Oct-13 453.26 1.20%
4 Mowv-13  102.58 Mowv-13 448.81 -0.98%
3 Dec-13  105.45 Dec-13 447.55 -0.28%
i) Jan-14 102, Jan-14 441.04 -1.45%
7 Feb-14 104.82 Feb-14 447 1.35%
8 Mar-14  104.04 Mar-14 434.14 -2.88%
9 Apr-14 104,94 Apr-14 410,57
10 May-14 104, ;
11

4. Khi hoan tat, nhan Escdé ding str dung co.

ChU Y. Néu ban da tao quy tic dinh dang c6 diéu kién bang cach sir dung cong
thirc, ban c6 thé can phai diéu chinh cac tham chiéu 6 trong cong thirc sau khi sao
chép dinh dang c6 diéu kién.

Céch x6a céc quy tic dinh dang c6 diéu kién
Dé x6a mot quy tac, ban ¢ thé:

= Mo Conditional Manager Rules Manager (thong quaConditional Formatting
> Manage Rules...), chon quy tic va nhip vao nit Delete Rule.

= Chon dai 6, nhap Conditional Formatting > Clear Rulesva chon mat trong céac
tuy chon c6 san.



Eﬁ | Normal | Bad Good

- Check Cell Explanatory ... |Input

Conditional

Formatting =/as Table =

Styles
= Hi ht Cells Rules
e
] rophptiomeuies » | N © | P |
~10) Top, om Rules

E:i Mew Rule.,

Clear Rules Clear Rules from Selected Cells

Manage Rules... Clear Rules from Entire Sheet

Clear Rules from This Table

Clear Rules from This PivotTable

3. Tao, ap dung cac dinh dang s6 theo yéu cau

Céc quy tac dinh dang c6 diéu kién dugc xéac dinh trude cua Excel chi yéu nham
dinh dang céc 6 dya trén gia tri ciia chung hodc cac gia tri ma ban chi dinh.

Néu ban mudn ap dung dinh dang co diéu kién dua trén mot 6 khac hodc dinh dang
toan bo hang dwa trén gid tri ciia mot 6, thi ban s& can sir dung cong thirc Excel.

Céch tgo quy tdc dinh dang cé diéu kién siz dung cong thic

Nhu di dé cap, trong tit ca cac phién ban méi ctia Excel 2013, Excel 2010 va Excel
2007, tinh ning dinh dang c6 diéu kién nam & Home tab > Styles . Trong Excel
2003, ban co thé tim thay n6 dudi menu Format .

Vi vay, ban thiét 1ap mot quy tac dinh dang c6 diéu kién dua trén mot cong thue
theo cach nay:

1. Chon cac 6 ma ban muén dinh dang. Ban c6 thé chon mét cot, mot vai cot hodc
toan bo bang néu ban muén ap dung dinh dang c6 diéu kién ciia minh cho nhiéu
hang.

Meo: Néu ban du dinh s& nhap thém nhiéu dir liéu trong tuwong lai va ban mudn quy
tac dinh dang co diéu kién tu dong ap dung cho cac muc nhdp mdi, ban co thé:
= Chuyén d6i mét ddy cac 6 sang mot bang ( Insert tab> Table ). Trong trudng

hop nay, dinh dang c6 diéu kién s& dugc ty dong ap dung cho tat ca cac hang
moi.



= Chon mat sb hang tréng bén dudi dit liéu cua ban, vi du 100 hang tréng.
Tim hiéu ngay: Hoc Excel nang cao & dau?

2. Chon Conditional formatting > New Rule...

@ Mormal

Conditional Format as |[[#1=201

E# Clear Rules b
E Manage Rules...

3. Trong New Formatting Rule window, chon Use a formula to determine which
cells to format.

4. Nhap cong thuc vao hop tuong tng.

5. Nhap vao nit Format... dé chon dinh dang tiy chinh cua ban.



i A
Mew Formatting Rule m

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
= Farmat only unigue or duplicate values

= Llse a formula to determine which cells to format

Edit the Rule Description:

Format values where this formula is true:

| ok || cancer |

L. A

6. Chuyén doi giita cac tab Font, Border va Fill va sir dung véi cac ty chon khac
nhau nhu kiéu phong chit, mau mau va hiéu tng do dé thiét 1ap dinh dang phu
hop nhét cho ban. Néu bang mau chuan khong du, hdy nhap vao More
colors... va chon bat ky mau RGB hoic HSL nao theo y thich cua ban. Khi
hoan tat, nhip vao nit OK.



rourmat Cells | ? P .|1

| Number | Font | Border | Fin |

Background Colar: Pattern Colaor:

| Automatic |Z|

Pattern Style:

| =]

Mo Color

EENEOCO O
EEEENE
EEERECO O

O MEEECD =

H EEEEC =

H EREEEC =

H EREOC0OC0 =

H EREOC =

H ERECOC =

H EEECOCO WL

| Fill Effects... | | More Colors.. |

Sample

Colr Has

Standard || Custom | ok |
o
Colors: cancel )

| . |

{|| 2 o
_ Current

7. Dam bao phan Preview hién thi dinh dang ma ban mudn va néu dong y, hay
nhap vao nit OK dé luu quy tac. Néu ban khdng hai 1ong véi ban xem trudc
dinh dang, hdy nhap vao ndt Format ... mot lan nita va thuc hién chinh sira.



i A
Mew Formatting Rule m

Select a Rule Type:

= Farmat all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average

= Format only unigue or duplicate values

= llse a formula to determine which cells to format

Edit the Rule Description:

Format values where this formula is true:
| =3B2<4 s

L. A

Meo: Bét ctr khi nao ban can chinh stra cong thirc dinh dang c6 diéu kién, hay
nhan F2 va sau d6 di chuyén dén vi tri can thiét trong cong thirc bang cac phim miii
tén. Néu ban dung miii tén ma khong nhan F2 , mot diy s& duoc chén vao cong thic
thay vi chi di chuyén con tro chén. Pé thém mot tham chiéu 6 nhét dinh vao cong
thire, nhdn F2 mot 1an nita va sau do nhép vao 0 do.

Xem thém: Huéng dan hoc Excel co ban

2. CAC Vi DU CéNG THUC PINH DANG THEO PINH DANG C¢é
DIEU KIEN CUA EXCEL

Bay gio ban da biét cach tao va ap dung dinh dang c6 diéu kién cua Excel dya trén
mot 6 khéc, chiing ta hdy tiép tuc va xem cach sir dung cac cong thic Excel khac
nhau trong thyc té:

Cong thirc dé so sanh cac gia tri (sé va vdn ban)

Nhu ban di biét Microsoft Excel cung cAp mot sb it cac quy tic sin dung dé dinh
dang cac 6 c6 gid tri 1on hon, nhé hon hoac béng gia tri ma ban chi dinh
(Conditional Formatting >Highlight Cells Rules). Tuy nhién, cic quy tic niy
khong hoat dong néu ban mudn dinh dang c6 diéu kién cac cot nhat dinh hodc toan
bd hang dwa trén gia tri cia mgt 6 trong mgt cot khac. Trong truong hop nay,
ban sir dung cac cong thuc tuong tu:


https://hocexcel.online/course/preview/ex101-excel-tu-co-ban-den-chuyen-gia-danh-cho-nguoi-di-lam

Diéu kién

Tuong duong voi
Khéng bang

Lén hon

Lén hon hodc bang
it hon

it hon hodc bang

Gilra

Vi du cong thirc

=$B2=10

=$§B2<>10

=$B2>10

=$§B2>=10

=$B2<10

=$§B2<=10

=AND ($B2>5, $B2<10)

Hinh dué6i day cho thdy mot vi du vé Cong thikc I6n hon, 1am ndi bat cac tén san
pham trong cot A néu sé luong hang ton kho (cot C) 16n hon 0. Hay chu y rang
cong thirc chi 4p dung cho cot A ($ A $2: $ A $8). Nhung néu ban chon toan bd
bang (trong truong hop nay, $ A $ 2: $ E $ 8), dicu nay s& lam ndi bat cac hang dya

trén gia tri trong cot C.

Conditional Formatting Rules Manager

NS

o] (] [

Rule (applied in order shown)  Format Applies to Stop M True
Formula: =5C2>0 AaBbCcYyZz =
ok || close ppl

Product Sold InStock Delivery Sales, USD
Product 1 14 0 USA $12,265
Product 2 6 2 Worldwid 54,385
Product 3 17 0 UsSA 514,879
Product 4 11 10 USA 57,673
Product 5 16 0 Worldwid 58,702
Product 6 7 19 Worldwid 52,041
Product7 14 1 UsA $10,279;

Béng cach tuong tu, ban co6 thé tao ra mot quy tac dinh dang c6 diéu kién dé so sanh

cac gia tri cua hai 6. Vi du:




=$A2<$B2 — Pinh dang cic 6 hodc cac hang néu mot gia tri trong cot A nho hon
gia tri tuong ung trong cot B.

=$A2=%$B2 — dinh dang 6 hodc cac hang néu cac gia tri trong cac cot AvaB la
gidng nhau.

=$A2<>$B2 — dinh dang cac 6 hodc cic hang néu mot gid tri trong cot A khong
gidng nhu trong cot B.

Nhu ban thay trong hinh dud¢i day, cac cong thire dung ca cho céac céac gia tri van
ban cling nhu cho céc con so.

HAM AND VA OR
Néu ban mudn dinh dang bang Excel ctuia ban dya trén 2 hodc nhiéu diéu kién, thi
hay str dung ham =AND VA = OR:

Piéu kién Cong thirc Miéu ta

Dinh dang cac 6 néu gia tri

Néu ca hai diéu trong cot B nho hon cot
kién déu duoc =AND($B2<$C2,  C, vanéu gia tri trong cot C nho
dap tng $C2<$D2) hon trong c6t D.

Dinh dang cac 6 néu gia tri

Néu mot trong trong cot B nho hon cot
cac diéu kién —OR($B2<$C2, C, hoic néu gia tri trong cot C
duoc dap tng $C2<$D2) nho hon trong ¢t D.

Trong hinh dudi day, chung t6i sir dung cong thire =AND($C2>0,
$D2="Worldwide”) dé thay d6i mau nén cua cic hang néu sb luong hang tén kho
(Cot C) 16n hon 0 va néu san pham duoc van chuyén trén toan thé giéi
[Worldwide] (Cot D). Hay luu y rang cong thirc ndy hoat dong véi Cac gid tri vin
ban ciing nhu voi cac con s6 .



Conditional Formatting Rules Manager m

Show formatting rules for: ;'.-.' s Tabla

| £ pew Rule... | | @ﬁditﬁl... | | 2< petete Rule | E E'

Rule (applied in order shown)  Format Applies to Stop M True

Formuis: =AnD(SC2>0, . [JINASBECEZEN [-saszscss &

Formula: =AND(SC2>0, $D2="Worldwide") |

[ 0K ][ Close ]| Apply

Product Sold InStock Delivery  Sales, USD
Product 1

0 usa
Product 4 11 10 UsA
Product 5 16 0 Worldwide

_!1_ g TD

Product 7 14

Puong nhién, ban co thé sir dung hai, ba hodc nhiéu diéu kién trong ham = AND va
= OR cua ban.

bay la nhiing cong thirc dinh dang co diéu kién co ban ban st dung trong

Excel. Bay gio chiing ta hay xem xét mot vi du phirc tap hon nhung thu vi hon
nhiéu.

DPinh dgng c6 diéu kién cho 6 tréng va khong tréng

T6i nghi moi ngudi déu biét 1am thé nao dé dinh dang céac 6 tréng tréng va khong
trong trong Excel — ban chi can tao mot quy tic mai cho cac 6 ” “Format only cells
that contain “ va chon mot trong hai 6 Blanks hoac No




Blanks.

- -
New Formatting Rule M

Select a Rule Type:

= Format all cells based on their values

~ Format only cells that contain

= Format only top or bottom rank

ed values

= Farmat only values that are above or below average
= Foarmat only unigque or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

|l‘.'ell Walue | between z" | and

Cell Value
Specfic Text
ke [

Blanks

—==No Format Set

Mo Errors [ P ][ Cantel ]

Nhung diéu gi s€ xay ra néu ban mudn dinh dang cac 6 trong mot cot nhét dinh néu
mot 6 tuong tng trong mot cot khac trong hodc khong tréng? Trong trudng hop
nay, ban s& can phai sir dung cac cong thirc Excel mot 1an nita:

Cong thirc cho khoang trong : =$B2=""— dinh dang cac 6 / hang d chon néu 6
tuong ung trong Cot B trong.

Cong thirc cho khéng khoang tréng : =$B2<>”"— dinh dang cac 6 / hang di chon
néu mot 6 twong tng trong Cot B khong dugc dé trong.

Ch thich. Cac cong thuc trén s& 1am viéc cho cac 6 “hién ra” tréng hodc khong
tréng. Néu ban sir dung mdt s6 ham Excel tra vé mot chudi réng, vi

du =if(false,”OK?”, “”*), va ban khong mudn cac 6 nhu vay dugc coi 1a khoang
trang, hiy sir dung cac cong thiic sau

day =isblank(Al)=truehoic =isblank(Al)=falsedé¢ dinh dang 6 trong va khong
trbng, trong tng.

Va day 1a mét vi du vé cach ban c6 thé sir dung cac cong thuc trén trong thuc

té. Gia str ban c6 mot cot (B) 1a ” Date of Sale ” va mot cot khac (C)

” Delivery” *“. Hai ct nay chi c6 gia tri khi hang da dugc ban va giao nhan. Vi vy,
ban mudn toan bd hang chuyén sang mau da cam khi ban da ban hang; Va khi mot
vat pham duogc giao, mot hang twong tng s& chuyén sang mau xanh 1a cay. Dé dat
dugc dicu ndy, ban can phai tao ra 2 quy tac dinh dang cé diéu kién véi cac cong
thire sau:

= Hang cam (mot 6 trong cot B khong rong): =$B2<>""



= Cac hang mau xanh luc (céc 6 trong cot B va cot C khdng
rong): =AND($B2<>"”, $C2<>"")

Mot diéu nita ban can lam 1a dwa quy tic tht hai [én trén cung va chon hop

kiém Stop if true bén canh quy tic nay:

[ Conditional Formatting Rules Manager M1
Show formatting rules for i Taple azl'
| ] New Rule... | | [ EditRule.. | | X Delete Rule | [ a E'
Rule (applied in order shown]  Format Applies to Stop M True
Formula: =AND[SB2<>™". AaBbCcYyZz | =5A52:5CS8
Formula: =§B2<>~ AaBbCCYyZz | =sAs2isCs8 ]
[ ok || close | oy |

e of Sale  Delivery Date

Product 1

Product 2 5/7/2014 5/12/2014
Product 3 4/29/2014

Product 4 4/17/2014 5/13/2014
Product 3

Product 6 4/18/2014 5/8/2014
Product 7 5/2/2014

Trong truong hop cu thé nay, tuy chon “Stop if true ” thuc sy khong can thiét, va
quy tic s& lam viéc bat ké c6 hay khong c6 nd. Ban c6 thé danh diu vao hop nay chi
nhu mot bién phap phong ngira bd sung, trong trudng hop ban thém mot vai quy tic
khac trong turong lai c¢6 thé xung dot véi bat ky trudng hop nao hién co.

Cong thac excel lam viéc vai cac gia tri van ban

Néu ban mudn ap dung dinh dang co diéu kién cho céc cot duoc chon khi mot 6
khac trong cung mgt hang chtra mét tir nhét dinh, ban c6 thé st dung mdgt cong thure
don gian nhu =§D2="Worldwide”(chung ta da st dung mot cong thuc tuong tu
trong mdt trong cac vi du trudc do). Tuy nhién, cong thuc nay s€ lam vi¢c cho tir
chinh xac .

Déi véi tir chi ding mdt phan , ban s& can mot ham Excel khac: SEARCH () Ban
st dung n6 theo cach nay:



=SEARCH(“Worldwide”, $D2)>0- dinh dang cac 6 hoac hang néu mot 6 tuong
g trong cot D chira tir ” Worldwide . Cong thic ndy s& tim tat ca cac 6 d6, bat ké
vi trf ctia van ban tim kiém nim trong mot 6, vi du nhu > “Ships

Worldwide”, “Worldwide, except for...” ” vv

=SEARCH(“Worldwide”, $D2)>1 — d6 bong cac 6 hodc hang néu ndi dung ctia 6
bat dau bang vin ban tim kiém.

A B C D E F G
)M Product Delivery Sales, USD
2 |Productl USA 512,265
3 Product2 Worldwide 54,385
4 |Product3 USA 514,879 :
s [producta Usa §7,678)  [ommule =SEARCHC Wordvide', SE2)>0]
6 Product5 Ships worldwide 58,702
7 Product6 Worldwide, except for EU 52,041
& |Product? USA 510,279

Cong thirc excel d@é 1am nai bt cac phan trang ldp

Néu nhiém vu cta ban 13 dinh dang cac 6 c6 gid tri trung 1ap, ban ¢ dung cac
nguyén tic duoc xac dinh trude c6 san dudi Conditional formatting > Highlight
Cells Rules > Duplicate Value.

Tuy nhién, trong mot sb truong hop, dir licu s€ tdt hon néu ban té6 mau cac ¢t da
chon hodc toan bd hang khi c6 gia tri trung lap xdy ra trong mot cot khac. Trong
truong hop nay, ban s€ can phai str dung lai cong thirc dinh dang diéu kién Excel,
va lan nay chung ta s& str dung ham COUNTIF . Nhu ban di biét, ham Excel nay
dém s6 6 trong pham vi chi dinh dap img mot tiéu chi duy nhét.

LAM NOI BAT DU LIEU TRUNG L4AP BAO GOM LAN PAU XUAT HIEN

=COUNTIF($A$2:$A$10,$A2)>1 — cong thirc nay tim cac gia tri triung 1ap trong
pham vi dugc chi dinh trong Cot A (A2: A10 trong truong hop ndy), bao gdm ca lan
xuat hién dau tién.

Néu ban chon ap dung quy tic cho toan bo bang, toan bd hang s& duoc dinh dang,
nhu ban thay trong dudi ddy. Toi da quyét dinh thay d6i mau phong chir.

A B C O E F G
il Product Sales
Z |Product 1 52,000
3 |Product2 54,000
4 Product 3 52,000 T —
s Toroduct 2 56000 [Formula: =COUNTIF(SAS2:5AS10,5A2)>1]
6 |Product4 51,000
7 |Products 54,000
& |Product 2 51,000



https://blog.hocexcel.online/ham-countif-trong-excel-huong-dan-cu-va-co-vi-du-minh-hoa.html

LAM NOI BAT DU LIEU TRUNG LAP KHONG BAO GOM LAN PAU XUAT
HIEN

Dé bo qua 1an xuit hién dau tién va chi 1am noi bat cac gia tri trung 13p tiép theo, sir
dung cong thirc nay: =COUNTIF($A$2:$A2,$A2)>1

A B C D E F G
1
2 === ‘|5t occurrence is not formatted
sproduct2 | $4,000
4 Product 3 52,000
5 |Product 2 56,000
& |Product4 51,000 ;
= |Product5 $4.000 {Formula: =COUNTIF(SAS2:SA2,842)>1 ]
8 |Product2 51,000

LAM NOI BAT CAC DU LIEU TRUNG LIEN TIEP TRONG EXCEL

Néu ban chi mudn 1am noi bat cac gia tri tring 13p trén cac hang lién tiép, ban co
thé thuc hién viéc nay theo cach sau. Phuong phap nay hoat dong cho bat ky loai di
lidu ndo: sb, gia tri van ban va ngay thang.

= Chon co6t ma ban mudn 1am ndi bat cac ban sao, khdng chen tiéu dé cét .

= Tao mét quy tac dinh dang c6 diéu kién bang cac cong thize don gian sau:
Quy tic 1 (xanh duong): =$A1=$A2— néu bat lan hai va tat ca cac lan xuat hién
tiép theo, néu co.
= Quy tic 2 (xanh la cay): =$A2=$A3— 1am ndi bat Ian xuat hién lan dau tién .
Trong céac cong thirc trén, A 1a cot ma ban mudn kiém tra, $ A1l 1a tiéu dé cot, $ A2
1a 6 dau tién véi dit lidu.
Quan trong! Bé cac cong thirc hoat dong chinh xac, diéu quan trong 1a Quy tic 1
1am ndi bat 1an ldp lai thtr 2 va tit ca cac 1an 1p lai tiép theo nén 1a quy tic dau tién
trong danh sach, dic biét néu ban dang st dung hai mau khac nhau.



[ Highlight Znd occurrence 1 [ Highlight all accurrences )
‘ =A1=FA2 [ =3A1=5A2
~ [ L TRAZSEAS )
A

il Numbers 1

2 1 2

3 2 All the rules are 3

4 applied to AZ:AR 4

3 3 5

5] 4 4]

7 3 7

s S s

DPANH DAU CAC HANG TRUNG

Néu ban mudn 4p dung dinh dang c6 diéu kién khi gia tri tring xdy ra trong hai cot
trd 16n, ban s& can phai thém mot cot phu vao bang cua minh, trong d6 ban ndi céac
gid tri tlr cac cot chinh bang mot cong thirc don gian nhu thé nay =A2&B2. Sau d6
ban 4p dung mét quy tic bang cach sir dung bién thé ciia cong thirc COUNTIF cho
cac phan 13p (c6 hodc khong xdy ra lan xuat hién thi nhat). Puong nhién, ban c6 thé
an cot bo sung sau khi tao quy téc.



c2 | i I =[ @Product] &[] @5ales]

A B C D E F G H I
1 Produc dile Nncatenated
2 |Product(l) 52,000(Product({1)2000
3 | Product(2) $1,000 Product(2)1000
4 Product(3) 54,000 Product{3)4000
5 Product(4) 51,000 Product{4)1000
&  Product(s) 56,000 Product({5)6000
7 Product(4) 51,000 Product(4)1000
& Product|5) 54,000 Produ ct{5)4000
9 Product{6) 51,000 Produ ct{6) 1000 4 |
[ Conditional Formatting Rules Manager m
Show formatting rules for: | fijs Table a‘j'
| 2 NewRule... | | [ EditRule.. | | XX Delete Rule | [T [v]
Rule (applied in order shown]  Farmat Applies to Stop M True
Formula: = COUNTIF(SCS... AZBbCCYyZz | =5AS2:5C59 ]

I Formula: = COUNTIF(SC$2:5C511,5C2)>1

[ ok J[ @ese || spor |

Ngoai ra, ban ¢ thé sir dung ham COUNTIFS nhiéu diéu kién trong mot cong
thire. Trong trudng hop do, ban s& khong can cot tro gitp.

Trong vi du ndy, dé lam noi bat cac hang tring ldp véi lan xuat hién dau tién , hay
tao ra mot quy tic voi cong thire sau:

=COUNTIFS(3A$2:$A$11, $A2, $B$2:$B$11, $B2)>1

Dé 1am noi bat cac hang triung 1ap ma khong co 1an xuat hign dau tién , s dung
cong thuc nay:

=COUNTIFS($A$2:3A2, $A2, $B$2:$B2, $B2)>1
SO SANH HAI COT TRUNG L4P

Mot trong nhirng nhiém vy thuong gip nhat trong Excel 1a kiém tra 2 cot cho cac
gid tri tring lap — tirc 1a tim va danh dau cac gid tri ton tai trong ca hai cot. Dé lam
diéu nay, ban s€ can phai tao ra mot quy tdc Excel dinh dang co diéu kién cho mdi
cot voi su két hop ciia ham =ISERROR()va =MATCH()

Dbi voi Cot A: =ISERROR(MATCH(A1,$B$1:$B$10000,0))=FALSE

Déi véi Cot B: =ZISERROR(MATCH(B1,$A$1:$A$10000,0))=FALSE



Ch thich. Bé cac cong thire co diéu kién nhur vay hoat dong chinh xac, diéu rat
quan trong 13 ban ap dung cac quy tic cho toan bd cac cot, vi
du =$A:3Ava =$B:$B.

Ban c6 thé xem vi du vé cach sir dung thuc té trong hinh sau day dé 1am ndi bat cac
cOt trung 1ap trong Cot E va F.

A B C D E F G H I J K
Conditional Formatting Rules Manager M
Show formatting rules for | Thie Warkehaet (=]
[ 1 New Rule... ] [ [ Edit Rule... ] [ < Delete Rule ] | B
Rule (applied in order shown]  Format Applies to Stop If True
Formula: =ISERROR(MA. .. AaBbCcYyZz Ll
Formula: =ISERROR(MA... AaBbCcYyZz E
Formula: =ISERROR(MATCH(EL $F$1:$F$10000,0))=FALSE
| ok || cancet || Appiy |

R - T
=
MHE*H'&I

Cong thirc dé 1am néi bt céc gia tri ¢ trén hodc dwdi trung binh

Khi ban 1am viéc vi mot s6 dir liéu s6, ham AVERAGE () ¢6 thé c6 ich dé dinh
dang cac 6 co gia tri thap hon hodc cao hon muc trung binh trong mot cot.

Vi du: ban c6 thé st dung cong thire =$E2<AVERAGE($E$2:$E$8) dé dinh dang
c6 diéu kién cac hang c6 sb ban thap hon mirc trung binh, nhu thé hién trong hinh
bén dudi. Néu ban dang tim kiém diéu nguoc lai, tirc 1 dé danh diu cac san pham
thuc hién trén muc trung binh, thay thé “<” bang “>” trong cong

thuc: =$E2>AVERAGE(SE$2:$E$8).



A B C D E F G H I

il Product  Sold  InStock Delivery »ales

2 . oduct 1L -~ v Uons
3 [Productz ‘ 6 2 Worldwide
4 Product 3 17 0 USA
5 Product4 11 10 USA
6 Product5 16 0 Worldwide
7 r;;,.:,::'.':'v:"'; J 19 Wc ldwide
8 Product?7 14 1 USA

CACH LAM NOI BAT GIA TRI GAN NHAT TRONG EXCEL
Vi du 1. Tim gi4 tri gin nhét, bao gdm két hop chinh xéc

Trong vi du clia chung ta, chiing ta s& tim va danh du s6 gan nhét véi s6
khong. Néu tap dit liéu chira mot hodc nhiéu s6 khong, tat ca ching s& duoc danh
diu. Néu khong c6 0, thi gia tri gén nhét véi no, duong hodc am, s€ dugc danh dAu.

Trude hét, ban can phai nhap cong thirc sau vao bat ky 6 tréng nao trong bang tinh
ctia ban, ban sé& ¢6 thé 4n 6 d6 sau, néu can. Cong thuce tim théy $6 trong mot day
nhat dinh gin nhét véi sb ban chi dinh va tra vé gia trj tuyét ddi cta s6 do (gia tri
tuyét ddi 1a s6 khong co dau am):

=MIN(ABS(B2:D13-(0)))

Trong cong thirc trén, B2: D13 14 dai 6 ctia ban va 0 1 s6 ma ban mudn tim kiém
két hop gan nhat. Vi du: néu ban dang tim kiém mot gia tri gan nhét véi 5, cong
thirc sé thay doi thanh:=MIN(ABS(B2:D13-(5)))

Chu thich. Pay 1a mot céng thirc mang , vi vay ban can phai nhan Ctrl + Shift +
Enter thay vi gb Enter don gian dé hoan thanh né.

Va bay gio, ban tao mot quy tac dinh dang co diéu kién vai cong thirc sau, trong do
B3 14 6 trén cung bén phai trong pham vi ctia ban va $ C $ 2 trong 6 bang cong thic
mang trén:

=OR(B3=0-$C$2,B3=0+$C$2)

Hay cht y dén viée sir dung tham chiéu tuyét d6i trong dia chi ctia 6 c6 chira cong
thirc mang ($C$2), boi vi 6 nay 1a hang s6. Ngoai ra, ban can phai thay thé 0 bang
s6 ma ban mudn 1am noi bat két hop gan nhét. Vi du: néu chung ta mudn 1am noi
bat gia tri gan nhat dén 5, cong thirc sé thay doi thanh:=OR(B3=5-
$C$2,B3=5+$C$2)



| {=MIN(ABS(B3:D13-(0)) )}

-7.3295660207
3.231056146
-2. 44884077
3.317036987
2.079621139

2.82424788
3158411547

-3.779935292

-6.042244621

-1.135069598
8.719275906

0.752142
500
8.820464
-7.65164
0
-2.61617
-0.11535
-4.09713
6.02857
-3.91713

| |
-4.63619

D

iven value)

297.5076
116.66
296,192
127.5519
213.9446
116.8727
285.0015
158.7179
283.1582
165.5117
93.61517

Edit Formatting Rule

Select a Rule Type:

~ Format all cells based on their values

= Farmat only cells that contain

= Farmat only top or bottom ranked values

w Format only values that are above or below average
= Farmat anly unique or duplicate values

= LUse a formula to determine which cells o format

Edit the Rule Description:

Format values where this formula is true:

EGR[33=u-scsz,B3=u+scsa

Preview:

AaBbCcYyZz

[ (814 ][ Cancel J

Vi du 2. Lam ndi bat mot gia tri gan nhat v4i gid tri nhat dinh, nhung khong khép

hoan toan

Trong truong hop ban khong mudn 1am ndi bat mot két hop chinh xac, ban can mot

cong thirc mang khac nhau sé& tim gi tri gan nhat nhung bo qua két hop chinh xac.

Vi du: cong thirc mang sau tim gid tri gan v6i 0 nhat trong pham vi dugc chi dinh,

nhung bo qua céc gia tri khong, néu co:

=MIN(ABS(B3:C13-(0))+(10"0*(B3:C13=0)))

Hay nhé nhan Ctrl + Shift + Enter sau khi ban g& xong cong thirtc mang.

Cong thirc dinh dang c6 diéu kién gidng nhu trong vi dy trén:

=OR(B3=0-$C$2,B3=0+$C$2)

Tuy nhién, vi cong thirc mang cia chung ta trong 6 C2 bé qua két hop chinh xac,

quy tac dinh dang co diéu kién s& bo qua céc gi tri khong va lam noi bat gia tri
0.003 1a két hop gan nhat.




||'{=M|N[AES{BE:DB-{G}H10%*{53:[}13:0}}]} |

B C D Edit Formatting Rule =

Closest value, but not exact match Select a Rule Type:

1 = Format all cells based on their values
-7.3956602 -4.63619 297.5076 .
= Farmat only cells that contain
3.2310561 0.752142 116.66 = Format only top or bottom ranked values

-2.4488408 5000  296.192 = Format only values that are above or below average
3.317037 0.003 127.5519 ~ Farmat anly unique or duplicate values

2.0796211 -7.65164 213.9446

2.6242479 4.541157 116.8727

Edit the Rule Description:

3.1584115 (0| 285.0015
-3,7799353 -0.11535 158.7179 Format values where this formula is true:
-6.0422446 -4.09713 283.1582 | =OR[E3=0-5C52,B3=0-5C52) .

-1.1350696 6.02857 165.5117
87192759 -3.91713 93.61517

Preview: AaBbCcYyZz

o (conee

Néu ban mudn tim gia tri gan nhat vdi mot s6 khac trong bang tinh Excel ciia ban,
chi can thay thé “0” bang s6 ban mudn ca trong mang va cac cong thirc dinh dang
c6 diéu kién.

TAl SAO PINH DANG CO PIEU KIEN EXCEL CUA TOI KHONG HOAT
DONG PUNG?

Néu quy tac dinh dang co diéu kién cua ban khong hoat dong nhu mong doi, mac du
cong thirc duong nhu dung, ding budn ba! Rat c6 thé né khong phai 1a do mot s6
16i la trong Excel, ma vi do mdt sai 1am nho, khong nhan ra ngay dugc. Vui long
thtr 6 buéc khic phuc su cb don gian dudi day va toi chic chin ban s& nhan duoc
cong thiic cia minh dé lam viéc:

1. Sir dung céc dia chi 6 tuyét déi va twong ddi chinh xac. Rat kho dé cd thé
suy ra mot nguyén tic chung s& hoat dong trong 100% trudng hop. Nhung
thuong thi ban s& sir dung mot cot tuyét doi (véi $) va hang twong ddi (khdng
c6 $) trong cac tham chiéu 6 cua ban, vi dy =$A1>1.

Hay nh¢ rang cac cong thue =A1=1, =$A$1=1va =A$1=1 s& cho két qua khac
nhau. Néu ban khong chic chin cai ndo 1a dung trong truong hop ctia ban, ban co
thé thr tat ca.

2. Xac minh pham vi &p dung. Kiém tra xem quy tic dinh dang c6 diéu kién cua
ban c6 &p dung cho ding pham vi cua 6. Mot quy tic 1a — chon tat ca cac 6 /
hang ban muébn dinh dang nhung khong bao gom céc tiéu dé cot.



3. Viét cong thirc cho 6 trén clng bén trai. Trong cac quy tic dinh dang c6 diéu
kién, tham chiéu 6 lién quan dén 6 phia trén cuing bén trai trong pham vi ap
dung. Vi vay, ludn ludn viét cong thirc dinh dang co6 diéu kién caa ban cho
dong thir nhat véi dit liéu.

Vi du: néu dir liéu ctia ban bat dau ¢ hang 2, ban gd =A%$2=10 s& danh dau cic 6 co
gia tri bang 10 trong tat ca cac hang . Mot sai 1am pho bién 1a ludn ludn sir dung
mot tham chiéu dén hang dau tién (vi du =A$1=10). Hay nhé rang, ban tham khao
hang 1 trong cong thirc chi khi bang cua ban khong c6 tiéu dé va dit liéu cua ban
thuc sy bat dau trong hang 1. Dau hiéu rd rang nhat ctia truong hop nay 1a khi cong
thirc hoat dong, nhung cac dinh dang gia tri khong xuét hién dang noti can thiét.

4. Kiém tra quy tic ban da tao. Kiém tra lai quy tac trong Conditional
Formatting Rules. Do6i khi, khong c6 1y do gi ca, Microsoft Excel bop méo quy
tac ban vira tao ra. Vi vay, néu quy tic khong hoat dong, hay chuyén
dén Conditional Formatting > Manage Rules va kiém tra ca cong thirc va pham
Vi &p dung. Néu ban di sao chép cong thuc tir web hoic mot sé nguon bén
ngoai khac, dam bao sir dung dau nhay .

5. Piéu chinh cac tham chiéu 6 khi sao chép quy tac. Néu ban sao chép dinh
dang c6 diéu kién Excel biang Format Painter, dirng quén diéu chinh tat ca cac
tham chiéu 6 trong cong thuc.

6. Chia cong thirc phirc tap thanh cac phan tir dom gian. Néu ban sir dung mot
cong thirc Excel phire tap bao gdom mot s6 ham khéc nhau, chia thanh cac phan
tir don gian va xac minh tung ham mét.

4. Thay d6i, x6a tén cho cac vung 6. Biét cach str dung cac vung c6 tén
trong mot ham.

THIET L4P NAMED RANGES
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cently Financial Logical Text Date & Lookup & Math&  Maore Mame
sed Time = Reference~ Trig~ Functions~ | Manager

040

-=] Define Mame -
*fr Use in Formula - =

EH Create from Selection I:

Function Library Defined Names

tame varager R -
(o ) [ ) [oowe ]

Mame Value Refers To Scope Comment
{'GID, "GROUPY"2%,... =GrouplD!3A31:3659 Waorkba...
P
N
N
Q

Refers to:

|=GrnupID!$A$1:$B$9

2 budc mo hop thoai Name Manager

Dé thiét 1ap Named Ranges, ta vao thé Formulas, nhém Defined Names,
chon Name manager. Trong hop thoai Name Manager chon New..., sau do tién
hanh thao tac vdi hdp thoai New Name nhu sau:

—Name: Nhap tén ving mudn dit vao.

Luwu y: Tén ding khong duoc ¢ nhirng diéu sau:
- Khéng bat dau vai chir cai hodc dau gach dudi.
= Sir dung khoang trang hoic ki tu khéng hop 1é.
= Trlng véi tén di co san.

Neéu nhap sai, hop thoai bao 161 s€ hién ra va yéu cau nhap lai.



—Scope: Pham vi str dung tén. Vi scope workbook, ban co thé ap dung tén vira dat
cho toan bg cac trang tinh. Vi1 cac scope nho hon 1a tén cac trang tinh, ban chi co6
thé 4p dung cho riéng trang tinh d6 ma théi.

—Comment: Thém thong tin lién quan dén ving dit tén (khong bit budc).
—Refers to: Ving mudn ap dung tén.

Sau khi d4 hoan thanh viéc dat tén, bAm OK dé ap dung.

B27 A S
A —
CE
A B C

tome D |
2| 2 |ACBH SCOPE | Workbook ]

3| 10 [BANGD || comment: .
4 8 |DVKHCN |

5| 7 |DVKHDN

6 4 |KHCN

7| 6 |KHDN

8 1 |[VHGD-NQ Befersto: | _GroupIDisast:sBsa|

9| 3 |vHID

10

11

12

bat tén moi
CHINH SUA NAMED RANGES

Dé tién hanh chinh sira vung dit tén, ta mé hop thoai Name Manager, sau d6 chon
tén mudn chinh stra va 4n Edit...

GID GROUP fr— ' i' [
2 |ACBH _ E o ‘
10 |BANGD | | ame: | |
8 |DVKHCN {|scope [worknook -]
7 |DVKHDN

A | Comment: "
4 |KHCN
6 |KHDN
1 |VHGD-NQ
3 |VHTD

Refersto: | _grpupIDisasi:sess




Hop thoai Edit name
XOA NAMED RANGES

Dé x6a Named Ranages, trong hop thoai Name Manager, chon tén mudn x6a sau
d6 4n Delete.

-

.
Mame Manager | ? 2 |
(e | [ g
Mame Value Scope Comment
EHID {7 GIR, "GROUPY"2",... =GrouplD! :SB39  Workbao...
,ii Are you sure you want to delete the name ID?
| ok | | canc
Eefers to:
Elu |=GrnupID!$A$1:$B$9 =5
|
L. "

Xba name range

AP DUNG NAMED RANGES

Named Ranges c6 thé tmg dung trong nhiéu thao tac véi trang tinh. Nguoi str dung
c6 thé tim kiém vuing tén bang cach gd Named Ranges vao trong Namebox, hodc sir

dung Named Ranges trong cong thirc. Ngoai ra con hang loat img dung khac tuy
theo nhu cau nguoi dung Excel.



1D -

Su dung namebox tim
vung

o GID

C D

1 =
2
3

4 8

5 7

o 4

7 [i]

] 1 |VHGD-NQ

0 3 |VHTD

Tim kiém théng qua namebox
FIND - X W | =SUM(l
A B C D E

1 1) DUP Ejensiogy

2 2 |ACBH SUM({numberl, [number?], ...)
3 10 |BANGD Eo B
4+ 3 |DVKHCN B ‘E
5| 7 |DVKHDN j: ;iii“““

6 4 |KHCN ) IMABS

76 |KHDN @ IMAGINARY

8 1 |VHGD-NQ () IMARGUMENT

! 3 |VHTD () IMCONJUGATE

10 # mcos

1 '{- IMCOSH

o macor

12 # mcsc -
13

14

Hoac st dung Named Ranges trong cong thirc hay cdc ham

5. Chia tach mét cira so. Biét cach di chuyén, loai bé cac thanh chia tach

Ban vira hoan thanh bai thi cudi ki tuan trude va trong file excel két qua giri vé chta
danh sach tat ca thi sinh trong truong. Ban mudn so sanh két qua ciia minh véi top
10, tén cua ban nam ¢ dong 37, vay phai lam sao dé c6 thé quan sat ciing lac ca hai?

Chtc ning split s& giai quyét diéu do:



Sir dung chiic ndang split @é khoa hang va cét tai cac ving khac nhau cia trang
tinh

Hay cung cu thé hoa vi du trén:

STT M3 s Piém Rank
1 16031341 9.97 1
2 16031364 9.97 2
3 16031318 9.94 3
4 16031282 9.93 4
5 16031311 9.85 5
6 16031354 9.84 6
7 16031338 9.83 7
8 16031415 9.69 8
9 16031321 9.67 9
10 16031389 9.58 10
11 16031371 9.49 11
12 16031408 9.36 12
13 16031335 9.31 13
14 16031289 9.29 14
15 16031274 9.28 15
16 16031310 9.26 16
17 16031325 Q.24 17
Sheetl )

bay latop 10



27 16031429 8.81 27

28 16031255 8.74 28
29 16031250 8.73 29
30 16031351 8.71 30
31 16031361 8.62 31
32 16031281 8.61 32
33 16031369 8.59 33
34 16031383 8.57 34
35 16031336 8.28 35
36 16031353 8.14 36
37 16031419 8.06 37
38 16031385 8.01 38
39 16031406 7.86 39
40 16031424 7.83 40
41 16031263 7.74 41
42 16031357 7.73 42
43 16031314 7.63 43
44 T6R031 Fiﬁ_?' 7.47 A4
Sheetl o)
Va ban thi ¢ day

Nao, bay gio, 1am thé ndo dé ban c6 thé nhin dugc dong thdi top 10 va ban than?
Hay chinh xac hon, 1am sao “khoa” duoc tir hang 1 dén hang 10?

Ban c6 dang nghi dén CHU'C NANG FREEZE PANES 6 bai hoc trudc?

Hocexcel.online s€ gidi thiéu cho ban mét cach khac don gian va tién loi khong
kém: Split.

Dé giai quyét, cac budc ban can lam la:
1. Chon dong s6 thu ty 11.

2. Tai thé View, trong nhom Window, chon Split.


https://blog.hocexcel.online/tinh-nang-freeze-trong-bai-thi-mos-excel.html
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A B € D E F G H I
6 3 16031311 9.85 5
7 6 16031354 9.84 6
8 7 16031338 9.83 7
9 8 16031415 9.69 8 1. Chon déng phia
10 ‘ 9 16031321 9.67 ] / duidi ngi mudn split
11 10 16031389 9.58 10
30 29 16031290 8.73 29 \
31 30 16031351 8.71 30 3. Déng ke xém hién ra
2| = 16031361 8.62 31 ik, —
33 | 32 16031281 8.61 32
34 | 33 16031369 8.59 33
35 | 34 16031383 8.57 34
36 35 16031336 8.28 35
37 36 16031353 8.14 36 Ll e

D& dang so sanh tén ban

38| 37 16031419 8.06 37| véi top 10
39 | 38 16031385 8.01 38
40 39 16031406 7.86 39
A1l AN 1EaN21A04A 702 _AD

Céc budc chia man hinh trang tinh

B B

Switch
Windows ~

Macros

Macros

Viy la trang tinh ctia ban da tach thanh 2 phan (thanh cic man hinh hién thi khac

nhau — khi di chuyén phan bén trén, phia dudi van giit nguyén va nguoc lai). Bay

gi0, ban c6 thé dé dang kéo xudng dudi tim tén minh trong khi top 10 vin nam yén

mot chd. That tién lgi ding khong?

Va tuong tu, ban co thé dung churc nang nay véi cdt, hodc déng thot ot va hang.

Vay Split khac gi FREEZE PANES?

Mot cach don gian, Freeze Panes ¢6 dinh bang cach “déng bing” hang hodc cot.

Phén bi dong bang s& khong thé di chuyén.

Freeze panes c6 dinh mot phan

Dit liéu gbc Kiém tra
28/06/2018 08:16:00 28/06/2018 8:16:00  28/06/2018 08:16:00 TRUE
27/06/2018 08:30:12 27/06/2018 8:30:12 27/06/2018 08:30:12 FALSE
10/07/2018 10:06:24 20/07/2018 0:06:24  20/07/2018 00:06:24 TRUE
26/07/2018 11:30:20 26/07/2018 1:30:20  26/07/2018 01:30:20 TRUE
15/07/2018 00:06:05 25/07/2018 0:06:05  25/07/2018 00:06:05 FALSE
26/06/2018 09:09:40 26/06/2018 9:09:40 26/06/2018 09:09:40 TREUE
20/07/2018 10:15:03 20/07/2018 0:15:03  20/07/2018 00:15:03 TEUE
09/06/2018 09:20:47 29/06/2018 9:20:47  29/06/2018 09:20:47 FALSE
04/07/2018 11:06:50 24/07/2018 1:06:30  24/07/2018 01:06:30 TEUE
21/07/2018 13:08:26 21/07/2018 3:08:26 21/07/2018 03:08:26 FALSE
| |



Split chia cach hang ¢t thanh nhitng “man hinh” khac nhau trong trang tinh. Ban

c6 thé xem cac phan khac nhau hodc dua vé nhitng phan giéng nhau. Khi thay doi

phan nay, phan tuong tu ciing s& thay doi theo.

Dik liéu gic
28/06/2018 08:16:00
27/06/2018 08:30:12
10/07/2018 10:06:24
26/07/2018 11:30:20
15/07/2018 00:06:05
Dit liéu gdc
28/06/2018 08:16:00
27/06/2018 08:30:12
10/07/2018 10:06:24
26/07/2018 11:30:20
15/07/2018 00:06:05
26/06/2018 09:09:40
20/07/2018 10:15:03
09/06/2018 09:20:47
04/07/2018 11:06:50
21/07/2018 13:08:26

Dik liéu gbc
28/06/2018 08:16:00
27/06/2018 08:30:12
10/07/2018 10:06:24
26/07/2018 11:30:20
15/07/2018 00:06:05
Dik liéu gdc
28/06/2018 08:16:00
27/06/2018 08:30:12
10/07/2018 10:06:24
26/07/2018 11:30:20
15/07/2018 00:06:05
26/06/2018 09:09:40
20/07/2018 10:15:03
09/06/2018 09:20:47
04/07/2018 11:06:30
21/07/2018 13:08:26

28/06/2018
27/06/2018
20/07/2018
26/07/2018
25/07/2018

28/06/2018
27/06/2018
20/07/2018
26/07/2018
25/07/2018
26/06/2018
20/07/2018
29/06/2018
24/07/2018
21/07/2018

Split dem lai trai nghiém nhin bao quat hon

Pé bo Split:

= Click duap vao duong ké phéan céch.

8:16:00
8:30:12
0:06:24
1:30:20
0:06:05

8:16:00
8:30:12
0:06:24
1:30:20
0:06:05
9:09:40
0:15:03
920:47
1:06:50
3:08:26

28/06/2018 08:16:00
27/06/2018 08:30:12
20/07/2018 00:06:24
26/07/2018 01:30:20
25/07/2018 00:06:03

28/06/2018 08:16:00
27/06/2018 08:30:12
20/07/2018 00:06:24
26/07/2018 01:30:20
25/07/2018 00:06:05
26/06/2018 09:09:40
20/07/2018 00:15:03
29/06/2018 09:20:47
24/07/2018 01:06:50
21/07/2018 03:08:26

= Kéo tha duong ké phan cach 1én trén cung (d6i voi hang) va sang tan cung tréi

(d6i vai cot).

= Anvao Split trong nhém Window.
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D¢ tranh tinh trang nhiéu s6 tinh xuat hi¢n cung lac lam r61 man hinh lam viéc,

Excel cung cap cho nguoi st dung cac tinh nang hiru hi¢u bao gom:

Sdp xép hién thi sé tinh

Khi lam viéc voi nhiéu so tinh, dé c6 thé dé dang di chuyén ciing nhu hién thi mot

cach truc quan, ban cé thé sir dung chirc ning Arrange All nam trong
nhom Window, thé View.

VIEW DEVELOPER POWER QUERY

=
DD—

= | =1 Split

i iHide

Mew Arrange Freeze

Window  All

Panes - L] Unhide

Window

Chtre ning arrange gitp sap xép so tinh

Co 4 tuy chon:

~Tiled: sip xép cac so tinh thanh cac khdi vudng co dién tich bang nhau.

—Horizontal: Sap xép céc so tinh v6i d6 rong hang bang nhau.

Wine



—Vertical: Sa‘ip xép céc s tinh voi do rong cot bﬁng nhau.

—Cascade Sap xép cac so tinh thanh cac 16p chong 1én nhau.
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6 5 16031311 9.85 1 Dik liéu gbc Dit liéu goc
2| 281062018 08:16:00 28/06/2018 08:16:00 28/06°2018 81600 28/06/2018 08:1
7 6 16031354 9.84 3 27/0672018 0830:12 2710612018 08:30:12 27062018 §3012 27/062018 08:3
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9 8 16031415 9.69 © Vertical 5 | 260072018 113020 26/07/2018 11:3020 26/07:2018 13020 26/07/2018 013
© ascade 107/2 061 0772 06 25072 : 5107 -
10 5 16031321 967 Casc 6 1570772018 000605 1sowoxs 000605 0772018 00605 25072018 00:C
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Va sip xép theo kiéu horizontal
An/hién sé tinh
Thao tac an so6 tinh dem lai cho man hinh hién thi ctia ban cam giac sang sua va gon

gang hon, dong thoi tranh viéc lya chon sai hoac nham so tinh.

4

Dé 4n s6 tinh, trong nhom Window cua thé View, chon Hide.

Pé hién so tinh, trong nhém Window cua thé View, chon Unhide. Khi d6 hop thoai
hién ra bao gdm nhitng s6 tinh da bi an di, ban chon nhing s6 tinh mudn hién thi lai
va 4n OK.
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Unhide workbook:

10

Hide va Unhide workbook

6. An hién cac dong cot clia trang tinh

Cho di ban c6 mdt hodc vai cot an trong bang caa minh, ban cd thé d& dang hién thi

tat ca chling ciing mot luc bang cach sir dung tly chon Excel Unhide.

1. Nhép vao hinh tam giac nho & goc trén bén trai cua bang dé chon toan bo bang

tinh.

- / ﬁ Product
- B E

‘ | | e
DupimRenwhtmosatEJd 300147548  29.95

A

1 |Product D Price

3 |Auto BCC/CC for Microsoft Outlook 300150229 2995
4 |Cell Cleaner for Microsoft Excel 300453023 19.95
5 |t i for M A 3005002 2995
6 9.95
7

8

Meo. Ban ciing ¢6 thé nhan phim tit Ctrl + A nhiéu 1an cho dén khi toan bo

danh sach dugc danh dau.

2. Bay gio chi can nhap chudt phai trén bang cia ban va chon tdy chon tly chon

Unhide tu trinh don.



1 |Product ] &b Cut

2 |Advanced Find & Repla ©2 Copy

3 |Auto BCC/CC for Micro 15 Paste Options:
4 |Cell Cleaner for Microsc =y E

5 |Combine Rows Wizard “

6 |Comments Manager for Paste Special...
7 |Consolidate Worksheet Insert

& |Duplicate Remaover for I Delete

9 |Bxtract Data for Micros Clear Contents
10 |Fill Blank Cells for Micr

11 |Eind Beokon Linke for M Format Cells...
12 |Fuzzy Duplicate Finder Column Width...
13 |Link Checker for Micros Hide

14 Measurement Units Co| Unhide %
15 [Merge Cells Wizard for Meo.

Ban ciing c0 thé sir dung mét trong cac phim tat: Alt+ H-> 0 -> U -> L hoic
Ctrl + Shift + 0 (s6 khdng trén ban phim chinh).
Meo nay cho phép ban d& dang hién thi nhiéu cot an trong Excel.

Sir dung mét macro vba dic biét dé an lai tat cd cac cét mét cach tw dong

Ban s& thiy macro bén dudi thuc su hiru ich néu ban thuong xuyén can bo an cho
c4c cot da timg bi an va khéng mudn 1ang phi thoi gian tim kiém va hién thi ching.

Sub UnhideAllColumns () -
Cells.EntireColumn.Hidden = False
EndSub i

CHI BO AN NHUNG COT PUQOC CHON:

Néu ban c6 mot bang Excel chira nhiéu ¢t va chi mudn hién thi mot so trong sé
chang, hdy lam theo cac budc dudi day.

1. Piéu hudéng dén vi tri trong bang cta ban, noi cac cot duge an.

2. Chon C4c cot & bén trai va bén phai ctia cot ma ban mudn bo an. Néu ban mudn
hién thi ¢t B, hdy chon cot A va C.



C

A
Product  'Productdescription
Advanced Find & The Advanced Find and F|
Auto BCC/CC for C
Cell Cleaner for M Numbers stored as tm._vl
Combine Rows WIf your Excel table has ro
Comments ManaiComments Manager for E
Consolidate Work With Consolidate Workst

Duplicate Remove With Duplicate Remover |

3. Vao tab Trang chu trong Excel.
4. Nhép vao biéu twong Format -> Hide & Unhide -> Unhide columns.

NOoOwm R WN e

—|
Autas -
x| Zheem - Ay i
&) Fill - _
Delete Format Sort & Find &
- A\ & Clear~ Filter = Select =

Cells | Cell Size
I[ Row Height...

AutoFit Row Height
X _ 1A AB AC
—— L] Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide L4 Hide Rows
Organize Sheets Hide Colurnns
Bename Sheet Hide Sheet
Move or Copy Sheet.., Unhide Fows
Tab Color ' Unhide Columns I}
Protection :

B2 Protect Sheet...

(6] Lock Cell

Format Cells...

Excel — hién thi cot 4n A

Bo an cot trong Excel ¢6 vé rat dé dang trir truong hop ban ¢6 mot s6 cot an nhung
can chi hién thi cac cot nam sét bén trai. Chon mot trong cé4c thu thuat dudi day dé
chi bo an cot dau tién trong bang cta ban.

CACH BO AN COT A SUDUNG CAC TUY CHON GO TO VA FORMAT



Nhan F5 hozc diéu huéng téi Home -> Find & Select -> Go To....

> AutoSum - %‘Y H

Fill -
& Sort &  Find &
& Clear~ Filter - Select =

Editing # Find...
3. Replace..

= GoTo.. h

Go To Special...
Formulas
Comments
LConditional Formatting
Constants
Data Validation

[2  Select Objects

Eh‘ Selection Pane...

2. Ban s& thay hop thoai Go To. Nhan Enter Al ¢ phan Reference, rdi chon OK.

(GoTo )

Goto:

Reference:
Al

e

L A

3. DU ban khong nhin thiy nhung 6 Al da dugc chon.



4. Pi t61 Home -> Format -> Hide & Unhide -> Unhide Columns.

EEL)( il > AutoSum - %Y H

] )
Fill =
Delete Format m
- o & Clear~

Cells | Cell Size
I[ Row Height...

AutoFit Row Height
X

L] Column Width...
AutoFit Column Width
Default Width...

Visibility
Hide & Unhide

Organize Sheets

Sort & Find &
Filter = Select

AB AC

Hide Rows

Hide Columns

Bename Sheet Hide Sheet

Move or Copy Sheet... Unhide Rows

Tab Color ’ Unhide Columns [
Protection

I:' Protect Sheet...

D Lock Cell

Format Cells...

BO AN COT PAU TIEN BANG CACH MO RONG NO:

1. Nhép vao tiéu dé cot B dé chon.

By -
1 |The followip g data wer
2 r:ast MName
3 |Patricia Alcorn
4 |John Cutting
5 |Sean Connon
6 |David Moxon
7 |Raymond |Polard
8 |Robert Finneran

2. Di chuyén con tré chudt sang trai cho dén khi thay miii tén hai mit.



| C

1 |The fnllowi-hg data wer
2 |First Name |Last Mame
3 |Patricia Alcorn

4 |John Cutting

5 |Sean Connon

6 |David Moxon

7 |Raymond |Polard

8 |Robert Finneran

3. Kéo con tro chudt sang phai dé mo rong cot an A.

Bl \Width: 7.2 (56 pixels)

A 4+ B

1 |The fullcwihg data wer
2 |First Name |Last Name
3 |Patricia Alcorn

4 |John Cutting

5 |Sean Connon

6 David Moxon

7 |Raymond |Polard

8 |Robert Finneran

CHON COT AN A PE HIEN THI NO TRONG EXCEL:

1. Nhap vao tiéu dé cot B dé chon no.
g I

1 |The followippg data wer
2 |First Name |Last Name
3 |Patricia Alcorn

4 |John Cutting

5 |Sean Connon

6 |David Moxon

7 |Raymond |Folard

8 |Robert Finneran

2. Kéo con tro chudt sang trai cho dén khi thay duong vién thay d6i mau, nhu vay
nghia & cot A di dugc chon di ban khdng thé thiy né.



B C
I |
The followihg data were §
First Name |Last Mame Te

Patricia Alcorn 5L
John Cutting 7
Sean Connon ac
David Moxon 73

Raymond |Polard 45
Robert Finneran 31
Boruch Thomason 84

W~ e B W e O]

3. Tha chudt ra va di t6i Home -> Format -> Hide & Unhide -> Unhide Columns.

EE',_X il > AutoSum - A'Y H

=] : Z
Fill =
Delete Format . Sort & Find &
- - & Clear~ Filter - Select -

Cells | Cell Size
IC Row Height...

AutoFit Row Height

{ L] Column Width... pA HE AC
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide k Hide Rows
Organize Sheets Hide Columns
Bename Sheet Hide Sheet
Move or Copy Sheet... Unhide Rows
Tab Color ’ Unhide Columns [}
Protection
E7  Protect Sheet...
Lock Cell

Format Cells...

Nhu vay |12 ban da c6 thé hién thi cot A trong khi nhitng cot khac van dang an.

HIEN THI TAT CA CAC COT AN TRONG EXCEL THONG QUA GO TO
SPECIAL

C6 thé noi, tim ra cac cot da bi an kha kho khin du ban c6 thé thuc hién viéc do
thong qua viéc xem lai c&c chir cai dai dién cho cot. Tuy nhién, néu bang tinh caa
ban c6 qua nhiéu bang tinh thi dung cach nay khong kha quan cho lim. Vi thé, Hoc
Excel Online gidi thiéu cho ban mdt meo khac dé tim céc cot an trong Excel.

1. Mé bang tinh ciia ban va diéu hudng dén tab Trang chu.
2. Nhap chudt vao biéu tugng Find & Select va chon tlly chon Go to Special ... tir



danh sach menu.

> AutoSum - %Y H

Fill =
I%l Sort & Find &
& Clear~ Filter = Select =

Editing # Find...
3. Replace.
= GoTow.
X Y
Go To Special... I}

Formulas
Comments
Conditional Formatting
Constants
Data Validation
[+ Select Objects

E[} Selection Pane...

3. Trong hop thoai Go To Special, chon Visible cells only rdi nhan OK.

Go To Special [EJ M1
Select
() Comments (71 Row differences
(7) Constants () Column differences
(7) Formulas (") Precedents
Mumbers (71 Dependents
Text (@ Direct only
Logicals All levels
Errors () Last cell
(7 Blanks @ Visible cells only
(7) Current region (") Conditional formats
(") Current array (") Data validation
) Objects @ an
Same
[ — ] [ ........ T ]
L5 &

Ban s& thdy toan bo phan hién thi cia bang dugc danh d4u va nhiing cot sat voi cot
an s& cO duong Vién bi boi tring.



A B D F
1 |The following data were generated randomly for de
2 |First Name| Last Name |Tel. N Order ID
3 |Patricia Alcorn 502-53-44 BR25T1584
4 |lohn Cutting 708-84-90 L2FAHO074
5 |Sean Connon  |000-87-49 37FF01540
6 |David Moxon 734-31-16 IWN5SI6e42
7 |Raymond Polard 456-33-42 MAS4P9213
& |Robert Finneran |312-43-96 TMEFM3735
9 |Boruch Thomason |847-88-04 TGWVK27040
10 |Gary Departmen| 572-26-84 PL5183599
11 |Jim Murray 157-94-43 DGEAWL2596
12 |Steve Lewis 060-93-38 PMCO24808

Meo. Ban c6 thé thuc hién twong ty bang céch sir dung duong din ngin nay: F5->
Special -> Visible cells only. Vi cac phim tat chi can nhan Alt +; (Dau chAm
phay).

KIEM TRA MOT BANG TINH TIM CAC COT AN:

Néu ban ¢6 nhiéu bang 16n va ban mudn kiém tra toan bo bang tinh véi cac cot an
trude khi tim kiém vi tri ctia ching, chic niang Go To Special ¢6 thé khong phai 1a
lira chon t6t nhat. Ban nén sir dung Document Inspector trong trudng hop nay.

1. Vao File va click vao biéu tugng Check for issue. Chon tly chon Inspect
Document. Tay chon nay kiém tra tép ctia ban cho cac thudc tinh 4n va cac chi tiét



ca nhan.

Info

Protect Workbook
} Control what types of changes peopl
Protect
Waorkbool ~
Inspect Workbook

Before publishing this file, be aware t
Document properties, printer pa

Hidden calumns

E@ Inspect Document
Check the workbook for hidden properties I}
or persenal informaticn.

Ijl‘_\ Check Accessibility

: @ Check the workbook for content that people
Options with disabilities might find difficult to read.
Check Compatibility

Check for features not supported by earlier
versions of Excel,

Account

2. Ban c0 thé thay thong béo luu cac thay d6i méi nhat trude khi str dung Document
Inspector dé chic chin riang ban giir cac dit liéu quan trong.

Microsoft Excel @ | 8

0 Before you use Document Inspector...

S Make sute you save your changes because the Document Inspector might remove data that can't be restored later. Do you want to save your file now?

[VQsJT[No_]

Chi can nhan nGt Yes hoic No.

3. Thao tac nay s& mé cira s6 Document Inspector voi tat ca cac thudc tinh 6 sin.
Ban nhé phai chon Hidden Rows and Columns.



' '
Document Inspector @J M

To check the document for the selected content, click Inspect.

|:| Content Apps
Inspects for Content apps saved in the document body.

|:| Task Pane Apps
Inspects for Task Pane apps saved in the document,

[ Custom XML Data
Inspects for custom XML data stored with this document.

[] Headers and Footers
Inspects the workbook for information in headers and footers.

Hidden Rows and Columns
Inspects the workbook for hidden rows and columns.

m

[] Hidden Worksheets
Inspects the workbook for hidden worksheets,

[] Invisible Content

Inspects the workbook for objects that are not visible because they have been formatted
as invisible, This does not include objects that are covered by other objects. Sl

1

[ Inspect J[ Close

L -y

4. Nhén n(t Inspect va cong cu sé bat dau tim kiém hang va cot an.
5. Ngay sau khi qué trinh tim kiém két thdc, ban sé& thay két qua kiém tra.

-

|'\

Document Inspector |E| | 2 2

Review the inspection results.

I Hidden Rows and Columns Remaove All

Mumber of hidden columns found: 4
Some hidden columns within PivotTables or table headers cannot be
removed, These types of columns are unhidden when you click Remove All

Window s& cho phép ban xda cac dit liéu an, nhung néu khéng muébn ding cach dé
thi chon Remove All.

Tinh ning nay c6 thé sé& rat hiru ich khi tai liéu c6 cot an va ban can diéu hudng
ching.

TAT TUY CHON BO AN COT

Gia str, ban an mot s cot voi cac dit lidu quan trong nhu cdng thire hodc thdng tin
bi mat. Trudc khi ban chia sé bang v&i dong nghiép cia minh, ban can dam bao
khong ai ¢ thé bo an cac cot do.



1. Nhap chudt vao biéu tuong Select all trén giao diém cua cac hang va cac ky tu
cot dé chon toan bo bang.

A B C D E F

The follow

Be oo v swn R

=
=

2. Nhip chudt phai vao danh sach duoc danh dau va chon tiy chon Format Cells tir
trinh don.

¥ Cut

E® Copy

4 Paste Options:
Paste Special...
Insert
Delete

Clear Contents

Format Cells... [
Row Height...
Hide

Unhide

3. Trén cira s6 Format Cells, chuyén dén tab Protection va bé chon hop kiém tra
Locked.



-

Format Cells | EIE" | ? | £

| Mumber | Alignment | Font | Border I Fill | Protection |

Locked
|| Hidden

Locking cells or hiding formulas has no effect until you protect the worksheet [(Review tab,
Changes group, Protect Sheet button).

| ok || Ccancl

L A

4. Nhan OK d¢ luu cac thay doi.
5. Bay gio chon cdt hodc cac cot ma ban mudn bao vé khoi bi bo an.

A B C D E F
1 |The following data were generated randomly for demonoses only. Any
2 |First Name Last Name Address Tel. N ProductID OrderID
3 |Patricia Alcorn 50 Alexander Cou 502-53-44 Int-00003 BR25T1584
4 |lohn Cutting 1093 AlA Beach B|708-84-30 Int-00004 L2FAHOO74
5 |Sean Connon 320 Morth Peak Di 000-87-49 Int-00027 37FFO1540
6 |David Maoxon 215 West 40th Str| 734-31-16 Int-00027 IWVMSI6648
7 |Raymond Polard 373 park ave sout| 456-33-42 Int-00005 MNASAPS213
8 |Robert Finneran [P0 Box 970 312-43-96 Int-00012 TMEFMZET35
9 |Boruch Thomason |5023 Cherry Laure 847-88-04 Int-00028 | TGWVK27040
10 |Gary Departmen 47801 Anchor Ct | 572-26-84 Int-00024 PLS183599
11 |Jim Murray 352 Knotter Drive | 157-94-43 Int-00033 DGAWL2596

Meo. Ban c6 thé chon mot vai cot bang cach giit nat Ctrl.

6. Nhap chudt vao mét trong nhimng cot duge danh dau va chon lai dinh dang
Format Cells.



B Calibri -|11 -| A" & & - 9% * & F

ngdatawerege B I = O+ A - - 50 & osesonly. An

Last Name AdGFESS 0 Tel. N PRGAUEEIDT Order ID

Alcorn 508 ¥ Cut 0003 BR25T1584
Cutting 109: Em Copy 0004 L2FAHO0T74
Connon ﬂ " . W2y 37FF01540
Moxon (215 [ "esteOptions J0027  JVNSI6648
Polard 373 =4 = 10005  |NA54P9213
Finneran POI Paste Special... 0012 TMEFM3735
Thomason |502: Ineert. 10028 | TGVK27040
Departmen 478( ) 0024 PL5183599
Murray (352 Delete. J0033  DGAWL2596
Lewis 259 Clear Contents 0009 | PMCO24808
Douglas 250 0003 IMVWE2514
Colford B28 Filter , 0004 DeLIKO808
Millea 150: - 10027 | SQQA07739
Abner 119t ot " 0027 642vx3561
Palzin 253 |7 Insert Comment 0005  |B3SPW6538
Forester E ﬁ Delete Comment 0012 0D27004
Bower 1364 Format Cells... % Vax590261
Laping 819 4 TDP0J5981
Ghio E Pick From Drop-down List.., Y0033 <BaT01444
Fleming |18  Define Name.. J0003 | UXUMA6898
Twombly 101 W0o03 BEMISYE57
Aronovici |5558 Ashbrook La| 045-53-09 Int-00004  7ZAET7544
Willoughby 3777 Business Pa r| 255-12-42 Int-00027 LXGMB2598

7. Khi ban nhin thay cira s6 Format Cells, diéu hudng dén tab Protection va danh
dau vao hop kiém tra Locked.



-

m] [?] =

Format Cells

| Mumber I Alignment I Font | Border | Fill | Protection |

Locked
|| Hidden

Locking cells or hiding formulas has no effect until you protect the worksheet [Review tab,
Changes group, Protect Sheet button).

| ok || canca |

LS

8. Nhan OK dé luu cac thay doi.
9. An cé4c cot: chon ching -> nhap chudt phai 18n trén mot trong cac cot va chon tly
chon Hide tir trinh don.




Language

Calibi -|11 ~-| A" 4" $ - 9%

L]

XB 1 =0-A-H-98
c D E

‘e generat a6 Cut tration pu rdoses o

Egy Copy - Order
50 Alexanc &D Paste Options: 1t-00003 BR25T
1093 A1A B P 1t-00004  |L2F4AH
320 North | = = #-00027 | 37FFO;
215 West 4 Paste Special... 00027 |[JWNSH
373 park av Insert... 1t-00005  |MNAS4E
PO Box 97C -ge| e #-00012 | 7MKFI
5023 Cherr 1-00028 | TGVK:
47801 Anck - Centents L noo2a  pisis:
352 Knotte [:-] Format Cells.. 1-00033  DGAW
2590 Leyde Column Width.. 100009  |PMCO
250 Techn( Hide [y t-00003 | IMVW
6287 Tri-Ri : it-00004 | DGLIK
1503 LB Unhide 3t-00027 | SQQA
11914 Golden Lod 675-77-88 Int-00027  |642YX
2531 Brement Rog 499-29-44 Int-00005 BESPV

10. Bay gio diéu hudng dén tab Review va nhap vao biéu tuong Protect Sheet.

DATA REVIEW VIEW AbleBits.com Ablebits Data

£ Show/Hide Comment |

] 5 Show All Comments
Delete Previous Mext Protect | Protect

- Show Ink Sheet Workbook

Comments

11. Pam bao chon hop kiém Select locked cells va Select unlocked cells da duoc
danh dau. Sau d6 enter va nhap lai mat khau.

i e’
Protect Sheet [ [ J M

Protect worksheet and contents of locked cells

Password to unprotect sheet:
| |

Allow all users of this worksheet to:

| Select locked cells -

Select unlocked cells

Format cells

Format columns

Format rows

Insert columns

Insert rows

Insert hyperlinks

Delete columns

Delete rows e

OEEEEEEEEE

| ok || cancel




12. Tur bay gio, bat ctr ai ¢b gang dé bo an cac cot trong bang Excel ciia ban s& bi vo
hiéu hod tuy chon Unhide.

Y| A R n F
1 |The following dz g Cut lomly for de
2 |First Name Last & Copy rder ID
3 |Patricia Alco Ty Paste Options: 25T1584
4 |lohn Cutti % W= FAHOO74
E |Sean Conr & = TFFO1540
6 |David Mox — PaEtelpecishe yNsI6e48
7 |Raymond Pola A54P39213
8 |Robert  Finn VIKFM3735
9 |Boruch Thor SVK27040
1 Clear Contents F
10 |Gary Dep: L5183599
11 |Jirn Murr GAWL2596
12 [Steve Lewi MC024808
13 |Oswald Doug AVWE2514
14 |Alfred Colf 1IK0308
15 |David Mill mpr—— HEQAO???B

7. Str dung cac lwa chon dan dac biét (paste special) khac nhau
SUDUNG PASTE SPECIAL HIEU QUA
Pé ddo chiéu cét va hang

1. Chon cét hoic hang (hoic mang dit liéu) muébn dao.

2. Tai thé Home, trong nhém Clipboard, chon Copy (hoic st dung t6 hop phim
Ctrl+C).

3. Chon 6 mudn dit dit liéu dau tién.

4. Tai thé Home, trong nhém Clipboard, tai danh sach drop-down cua Paste,
click vao nat Transpose trong phan

'\:'J_l']g i ligu \Viing dii lifu sau khi paste transpose Paste

BAN fride I
S etictn 1| Dim el ; 0 (% Bt 2
Mai nginh | Nginh thi |Piem chuan 1|Piém chuan 2 RIT ! o o P
nginh i a2 28
Yuhnh tata] i m
A May tinh 19 20 : Eh' Paste Values
B:e:n oL L [
B Dién tw 17 18 R 13[} 123 23 33
Chu?n 1 Other Paste Options
C Co khi 15 16 Dicm | = e
chuin 2 % | o L] o)
\ D Héa 13 14 & (ctn - L

Pé paste gida tri ciia ¢ONg thire tir mét ving sang ving khac
1. Chon va copy vung chira cong thuc.

2. Chon 6 muén dit gié tri dau tién khi dan.



3. Tai thé Home, trong nhom Clipboard, tai danh sach drop-down cua Paste,
click vao nat Values trong phan Paste Values.

i TR N

Paste

) Al (71 All using Source theme

() Formulas () All except barders

() Column widths

(") Formulas and number formats

) Comments ) Values and number formats

(71 Validation All merging conditional formats
Operation

@ Mone () Multiply

() Add () Divide

(71 Subtract

|:| Skip blanks DTranspnsg

: Paste Link [ gk ] [ aic

Pé cong, trir, nhan hodc chia cho ving dir liéu

1. Chon va copy vung dit liéu thir nhat (bao gom céc s sir dung dé thao tac véi
viing dit liu thr hai).

2. Chon vung dt liéu tha hai.
3. Tai thé Home, trong nhom Clipboard, tai danh sach Paste chon Paste Special.

4. Trong hop thoai Paste Special, tai vung Operation, chon Add
(cdng), Subtract (trir), Multiply (nhan), Divide (chia), sau d6 4n OK.

THEM VA XOA DU'LIEU
Thém va bét cac dong/cot 1a cong viée tat yéu trong viée phat trién mot trang tinh.

Tai Excel 2010, nhiéu Iya chon hon dugc dua ra gitp nguoi st dung c6 thé thao tac
dé dang. Cu thé:

Pé thém hang hodc cot

1. Chon s6 lwong dong hoic cot mudn thém vao bang cach kéo tha chuot, bat dau
bang dong hoic cot phia trén noi ban mudn xuat hién.

2. Tai thé Home, trong nhom Cells, chon danh sach drop-down Insert,
chon Insert Sheet Rows dbi vai dong va Insert Sheet Column dbi vai cot.



0 [emm Bx ‘:" 2 Autof
¢ B H g %] Fill -

ell Insert Delete Format
go v - - - & Clear
E'I' Inzert Cells...

(E-: Insert Sheet Rows

U Insert Sheet Columns
Q Inzert Sheet
N 0 P

thém o0

V)
N,

Chon sb luong 6 mudn thém vao.

N

Tai thé Home, trong nhom Cells, click vao ndt Insert (mac dinh s& day nhiing
6 co trude sang bén phai). Bé thay d6i vi tri, chon danh sach drop-down Insert,
chon Insert Cells... va chon Shift cell down.

Insert
() Shift cells down

(") Entire row

(7) Entire column 1

| ok || canca |

Dé x0a hang/cét/é

Tai thé Home, trong nhom Cells, chon Delete.

eto = 3 AutoSum - £

== - Z
&) Fill -

Insert Delete Format 0

- - - & Clear~ Fi

EJ‘ Delete Cells... fiting

23 Delete Sheet Rows
L}qJ Delete Sheet Columns

% Delete Sheet

Hoiic ban c6 thé sir dung danh sach drop-down Delete (hinh trén) dé x6a cac
c¢dt, cac dong mét cach chi tiét hon.






Bai 3: Biéu d6 ning cao
1. Tao biéu do két hop dang c6t va dang dwong.

Phén nady trinh bay cac budc v& d6 thi tir mot bang s6 liéu cho trude va mot sd
tly chon cua do thi. Két qua nghién cau vé sy thda man cua cac nhém khach
hang phan theo d6 tudi duogc cho nhu hinh bén dudi, néu ching ta ding két
qua nay dé bao cao ciing khong c6 van dé gi, tuy nhién bao cio s& sinh dong
va thuyét phuc hon néu chiing ta bién cac con sé nay thanh d6 thi dé duoc
nhin thiy mot cach truc quan hon.

A B L. D E
1 Swthoa man cua khach hang phéan theo cac nhom tuoi
2
3 Thang <30 30-49 50+
4 Thang 1 42% 46% 75%
5 Thang 2 39% 51% 76%
G |Thang 3 289% 36% 73%
7 Thang 4 33% 39% 75%
& Thang & 48% 53% 70%
9 Thang6 51% 57% 76%

a

Bang s liéu nghién ctru
Hay lam theo cac budc sau dé vé do thi:
B1. Chon vung dir liéu A3:D9, chon lu6én cac nhan cua cac cot.

B2. Chon kiéu db thi tir Ribbon = Insert =Charts. Mdi nhom d6 thi bao
gdém nhiéu kiéu khac nhau, vi du chung ta chon nhém Column —Clustered
Column.



WAl —
»__,/J Home | Insert -—.Ji‘a.u&l‘._a__ynl.rt Formulas Data Reviaw View Dewvels

i W & g |

ral| B

Picture Clip Shapes Smartart |[Column| Line Fig Bar Area Scatt

I J IS

PivotTable Table

- Art - - b - L - - -
Tables Tllustrations A‘Sﬁgumn
AR O AL =

(a8 oo da)=A] 48
1 jﬂlﬁ&l mén cua khach hang phan "\
2 — — — —
3 [Thang <30 30-49 J ﬁﬂ
4 |Théng 1 42% 46% | % | T@(@
5 [Thang 2 39% 51%| | " inder - ¥ .
& [Thang 3 29% 36% — | s
7 [Théng 4 33% 39% Hml 0%
8 |Thang 5 48% 53% s0%
9 [Thang 6 51% 51%| | come | sow -
10 =1 m<30
11 L E min-4o ¢
12 NG| | % wsor
13 R nE
14 P'“T 10%
%5 o
16 m Thénz1l Thine2z Théng3 Thing+ Théngs Thénz
E itk AIIChl:':TrtTvDes... . r

Chon kiéu db thi

B3. Xong budc 2 13 chiing ta di c6 ngay mét d6 thi dang cot nhu hinh trén,
tuy nhién chiing ta c6 thé ddi cac b tri ctia cac thanh phan trén d6 thi. Chon
do thi > Chart Tools - Design —Chart Layout =Chon cach b tri thich hop.
Vi du ta chon kiéu Layout 3 trong Chart Layout.



I.:IE Ho-o A5 7 &klzE ) Datads xlsx - Microsoft Excel Chart Taols - = x

Ensert Fage Layoul Fapmulas Diata Reulew Wlew Drewelaper Beslgn Faimal ‘ﬁ' -
R T T
i i T 4 e o
_ ‘/_/ Sw thoa man cua khach hang
. = | ~ . - Ae
e | =l fAHE b phan theo cac nhom tudi
IHE i e

70%

| | - 60%
= & 50%
40%
30%

L

0%
Théng 1 Thang 2 Théng 3 Thing 4 Théng5s Thang 6

- <20 W20 40 W30

Lua chon layout

B4. Pao cac chudi s6 liéu tir dong thanh cot va nguoc lai: Chart Tools
—Design ~>Data - Switch Row/Column. Chdng ta thuc hién Iénh nay khi
cac d0 thi & budc trén chua hién thi dting nhu mong muén. Vi du chung ta
muén nhom cac nhom tudi lai dé d& so sanh gitta cac thang voi nhau.

Sw thoa man cua khach hang
phan theo cac nhom tubi

MThingl MThang? MWThing3 MThingd4 MThings M Thingb

bao dong/ cot

B5. Néu thiy kiéu do thi trén khong dep, ching ta c6 thé ddi sang kiéu khac
bang cach: Chart Tools = Desigh = Type -Change Chart Type, hop thoai



Insert Chart hién thi 1iét ké toan bd céac kiéu dd thi hién c6 cua Excel tha hd
cho ban lua chon.

Insert Chart

ot
A s}
i
| |

Pi

L
B
N

s [ [EEE
> %

|.-'”"li | dD | [ |

[ManagETemplates... ] [ Set as Default Chart ] [ Ok ] [ Cancel

Hop thoai Insert Chart va chon kiéu dod thi khac

B6. Ngoai ra, néu ban théy tong mau cua dd thi chua dep thi vao chon Chart

Tools »Design —»Chart Styles =chon More (7).

Formulas Data Review View | Design | Layout Farmat l

o @ o F =
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2. Thém truc thir 2 vao biéu doé.

Vi du, t6i mudn thém mot cot phu dé thé hién Sum of Profit




1. Nhap phai vao cot Sum of Profit, chon Format Data Series.

Sum of Spent  Sum of Profit
500000

- = A A" Series "Sum of |~

M

Values
B Sum of Spent

Sort and Filter

B Sum of Profit

Expand/Collapse

&4 Resetto Match Style

ﬁ.h Change Series Chart Type...
5y Select Data... ng Sales Technologic

3-D Rotation...

Add Data Labels
Add Trendline...
@ Eormat Data Series...

2. Trong hop thoai Format Data Series, chon Secondary Axis trong phan Series

Options



Format Data Series

- Il

|| Series Options

Fill

Border Calor

Border Styles
Shadow

Glow and Soft Edges

3D Format

Series Options
Series Qverlap

Separated

Gap Width

Mo Gap D

Plot Series On

D Primary Axis
(@ Secondary Axis

Cverlapped

Large Gap

O Excel 2013, chon Secondary Axis duéi Series Options trong bang Format Data

Series

3. Bong ctra s6 thoai, ban c6 thé théy truc phu da dugc thém vao

Sum of Spent  Sum of Profit

80000 600000
70000 - sooco0
50000
=0000 | s00000
40000 300000
50000 | 200000
20000
0000 | 100000
0 : : 0
& < & ©
o o) 3 &
\-o ‘3@ é}\{\

Values
W Sum of Spent

B Sum of Profit




4. Nhap phai vao cot Sum of Profit, chon Change Series Chart Type

- = A 4 Series “Sum of | =
=== - - - 600000
SEEEA-Q-E-V |
| FULY | - S00000
Sort and Filter - 400000
Expand/Collapse k - 300000 Values

&4 Resetto Match Style - 200000 wsum of Spent

ﬁ.h Change Series Chart Type...
[E Seled Data.., :

- 100000  msym of Profit

3-D Rotation... b

Add Data Labels
Add Trendline...
@ Eormat Data Series...

5. Trong hop thoai Change Chart Type, chon Line va nhap OK dé dong ctra so
thoai.

Bay gio biéu do truc s€ nhu sau

Sum of Spent  Sum of Profit
S0000 600000
70000 - 500000
a0000
50000 - 400000
40000 - 300000 Vi
30000
- 200000 e sSum of Spent
20000
10000 - 100000  esm5um of Profit
0] - 0
Department -

Trong Excel 2013, trong hdp thoai Change Chart Type, chon phan Combo s& c6
hang loat cac cac biéu dd c6 truc phu trong phan Choose the chart type and axis
for your data series, chon loai nhu hinh va chon Line trong danh sach tiy chon



Change Chart Type

All Charts

K Recent
Templates
Column
Line

Pie

Bar

Area

XY (Scatter)
Steck
Surface
Radar

e i i

Custom Combination

BElXBEEREMNe E

Combo

BO000 £00000
e P
P
50000 aoooog
. /

I ,j 200000
20000 -

100000
10000
o A 1o
Logisies  Masering Sakez  Teshnslsgc

Choose the chart type and axis for your data series:

300000 ' Sum of Spemt
— —Gum of Profit

Series Mame Chart Type Secondary Axis

I Sum of Spent Clustered Column - I

B Som ot ot CE -]
QK | [ Cancel

3. Thay doi kiéu bi€u d6 (trén cung tap dir liéu).

Viéc hiéu chinh va dinh dang cac thanh phan trén d6 thi ta c6 thé dung Ribbon hay
dung cac hop thoai. Cach dé thuc hién nhat 14 nhip phai chudt 1én thanh phan can

dinh dang va chon Format ... hay nhén <Ctrl+1>. Sau day la minh hoa hi€u chinh

va dinh dang mdt sb thanh phﬁn ctia do thi.

Hiéu chinh Chart Area

[ Chung ta c6 thé hiéu chinh mau sic, hiéu tng, duong k&, khung, d6 bong... cho
Chart Area banh cach: chon Chart Area =nhap phai chudt =chon Format Chart

Area...



https://blog.hocexcel.online/wp-content/uploads/2017/06/3-1.bmp

Format Chart Area

- | | Fil
Line Colar O No il
Line Style O solid fil
{(®) Gradient fil
Shadow

O Picture or texture fil
Glow and SoftEdges | | (O pattern fil

3-0 Format O Automatic

) ) Preset colors: -
Picture Corrections - D

Picture Color Type: . m
Artistic Effects Direction: — C J
Crop Angle: H i
Size Gradient stops ) o i

Properties C'

nuues
mEon

Sl

Alt Text Color @ J M
Brightness: . )

Transparency .

moener

Close

Dinh dang Chart Area

[ Ngoai ra ban c6 thé vao Ribbon = Chart Tools = Format =>nhém Shape Styles
c6 cung cép rat nhidu mau dinh dang dung sin rét dep.

Ghi chu:
[J Fill: Nhém 1énh lién quan dén t6 nén cho thanh phan dang chon

[10JBorder Color: Nhém 1énh lién quan dén ké khung va mau sac cua thanh phan
dang chon

[] Border Styles: Cac kiéu duong két ké khung ctia thanh phan dang chon.
(] Shadow: Lién quan dén viéc d6 bong cho thanh phan dang chon

(] 3-D Format: Tao hiéu tmg 3-D cho thanh phan dang chon.



Data Review View Design Layout | Farmat

2Bshape Fill = \

Automatic -

Theme Colors

HE EEENEEN WordArt Styles

Standard Colors

mn EEEER
Mo Fill
i) More Fill Colors,..
l& Picture...
D Gradient 4
E Texture k
binh dang béng Ribbon

Hi¢u chinh Flot Area

[ Chon Plot Area = Chart Tools = Format = Shape Styles = chon kiéu dinh
dang

- Mubdn phéng to/ thu nho Plot Area = Nhip chudt trai vao cac niit bao quan Plot
Area va kéo hudng vo Plot Area dé thu nho va hudng ra ngoai Plot Area dé phong
to.

Hiéu chinh tiéu dé dé thi, chii thich, tiéu dé truc hoanh va truc tung,...

Tuy theo kiéu do thi dang xtr Iy ma E xcel cho phép ban hiéu chinh céc loai tiéu dé
cua kiéu d thi do.

[] Pé thém tiéu dé chinh cho d6 thi vao: Chart Tools = Layout = Labels = Chart

Title = lya chon kiéu tir danh sach

[ Pé thém tiéu dé cho truc hoanh (hay truc tung) vao Chart Tools = Layout =
Labels = Axis Titles = lua chon kiéu tir danh sach

[ Pé thém chu thich vao Chart Tools = Layout = Labels = Legend = lya chon
kiéu tir danh sach

[ Pé thém nhén dit liéu vao Chart Tools = Layout = Labels = Data Labels =
lya chon kiéu tir danh sach

[ Bé thém bang dir liéu vao Chart Tools = Layout = Labels = Data Table -
lua chon kiéu tir danh séach.



[ Ngoai ra chiing ta cé thé chén cac Text Box vao d6 thi Chart Tools = Layout =

Insert = Text Box.

~ ||| wdra

Q| oa

22
23
24

25

M
Ve da thi tan suat:

B C

Khoing Tansuét TS tich Iy

0-40
40-50
50-60
60-70
T0-50
80-90
20-100
Téng

Select Dala Source

Chart data range:

the series in the Series

Legend Entries (Seri=s)

Horizontzl (Category] Axis Labels

| me | =

Ed.‘t " X Bemove

Tan sudt

Tan suat tich lay

Hdden and Empty Cels

Chubi 6 lidu
va chu thich

/

Hiéu chinh ch thich cho d6 thi tir hop thoai Data Source

Hiéu chinh dwong luwéi ngang va doc

Chu thich
truc hoanh

Nhap phai chuot
1én do6 thi va chon
Select Data

D F G H I J K L M
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50 ) T—o=— 0%
D40 20-50 BQ-B0 e0-T0 o8 S0-20 B0 100
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o—Tén suéttich oy 0% 10% 0% 70% 50% 100% 100%
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The data rance is too complex to be displayed. If a new range is sdlect=d, it will replace all of
panzl,
= h iy

n [

] Mubn thém hay bo dudng ludi trudce tién ban chon Plot Area, roi vao Chart
Tools = Layout = Axes = Gridlines = chon kiéu phti hop tir danh sach.

[] B¢ hiéu chinh mau sic, kiéu ctia duong ludi nao thi chon né va vao Chart Tools
- Format = Shape Style = chon kiéu va mau séic theo nhu cau.

Hiéu chinh cdc truc Mubn hiéu chinh théng s cho truc trén db thi thi ban hiy chon

truc = nhap phai chudt = chon Format Axis... Sau day 1a giai thich cac théng sd

trong hop thoai Format Axis.



Format Axis

Axis Options Axis Options

Mumber Minimum: @& Aute O Fixed | |
Fill Maximum: &) Auto ) Fixed | |
Line Calar Major unit: @ aute O Fixed | |
Line Style Minor unit: &) Auto ) Fixed | |
Shadow ] values in reverse order

[] Logarithmic scale | |

Glow and Soft Edges

3-D Format

Picture Corrections Major tick mark type: | Outside w

Picture Color Minor tick mark type:
Artistic Effects Axis labels: Mext to Axis
Crop Horizontal axis crosses;
Automatic
Size {;“} -
() Axis value: | |
Text Box

{:} Maximum axis value
Alt Text

Close

Hop thoai Format Axis tuy theo gié tri ciia truc ma ban chon

Value Axis

HAau hét cac @6 thi trinh bay gia tri trén truc tung va phan nhém trén truc hoanh. Cac
ban nén chon thtr dé biét rd hon cong dung cua cac tuy chon.

- Minimum Xac dinh gia tri nho nhét trén truc (gia tri khai dau)
0 Auto Dé Excel tu xac dinh

0 Fixed Qui dinh gia tri nho nhat cho truc

[] Maximum Xac dinh gia tri 16n nhat trén truc (gia tri két thuc)
0 Auto Dé Excel tu xac dinh

o Fixed Qui dinh gia tri nhé nhat cho truc

] Major unit Xac dinh gia tri cac khoang chia chinh trén truc.

0 Auto Bé Excel tu xac dinh



0 Fixed Qui dinh gia tri nho nhat cho truc

1 Minor unit Xac dinh gia tri cac khoang chia phu trén truc.

0 Auto Bé Excel tu xac dinh

0 Fixed Qui dinh gia tri nhé nhat cho truc

[J Values in reverse order Pao thi tu sip xép céc gid tri trén truc

[J Logarithmic scale Chuyén cac gia tri trén truc sang hé logarith véi co s6 do ta
qui dinh tai Base (khong thé dung cho gia tri am hay bang 0)

(] Display units Chon don vi hién thi trén truc.

[ Show display units label on chart Cho hién thi cac nhin don vi trén d6 thi

[ Major tick mark type Qui dinh cach hién thi ky hiéu phan cach chinh trén do thi.
0 None Khong str dung

o Inside Hién thi phia bén trong truc

0 Outside Hién thj phia bén ngoai truc

0 Cross Hién thi cit ngang truc

[ Minor tick mark type Qui dinh cach hién thi ky hiéu phan cach phu trén do thi.
(] Axis labels Xac dinh cach hién thi cac nhén trén truc

0 None Khong str dung

o0 High Hién thi phia bén phai truc

o Low Hién thi phia bén trai truc

o Next to Axis Hién thi ké bén truc (theo mic dinh)

(] Horizontal axis crosses Cac Iya chon qui dinh cach ma truc tung cét truc hoanh
(Dbi voi do thi 3-D d6 chinh 1a tiy chon Floor crosses at)

0 Automatic Do Excel tu xac dinh.

0 Axis value Xac dinh gia tri ma cac truc s€ giao nhau

0 Maximum axis value Hai truc s& giao nhau tai gia tri 1én nhat trén truc (tung)
Category Axis

[J Interval between tick marks Xéac dinh sy thé hién cac nhom theo khoang chia (c6
bao nhiéu nhom trong mot khoang chia, thuong 1a mot nhém).

[J Interval between labels Xac dinh su xuat hién ctia nhén theo khoang chia

0 Automatic Excel tu xac dinh (thuong la 1)



0 Specify interval unit Xac dinh nhan s& xuat hién sau bao nhiéu khoang chia trén
truc.

[] Categories in reverse order Cac nhom thé hién theo thtr ty nguoc lai

] Label distance from axis Xac dinh khoang cach cua nhan so véi truc

1 Axis Type Xac dinh loai truc sir dung nhu Automatic, Text axis hodc Date axis
[ Major tick mark type Qui dinh céch hién thi ky hiéu phan céch chinh trén dd thi.
[JCJMinor tick mark type Qui dinh cach hién thi ky hiéu phan cach phu trén db thi.
(] Axis labels Xac dinh cach hién thi cac nhén trén truc

(] Vertical axis crosses Cac lya chon qui dinh cach ma truc tung cit tryc tung

0 Automatic Do Excel tu xac dinh.

0 At category number Xac dinh s6 nhém ma tai dé cac truc s& giao nhau

0 At maximum category Hai truc s& giao nhau tai gia tri 16n nhat trén truc

[J Position Axis Qui dinh cach hién thi ctia cac nhém va nhan trén truc (Dung cho
dd thi 2-D area, column, va line).

0 On tick marks Hién ngay ky hi¢u phan cach

0 Between tick marks Hién gitra cac ky hiéu phan cach

Time Scale Axis

[ Minimum Xac dinh gié tri (ngdy) nho nhét trén truc (ngay bat dau)

[ Maximum Xéac dinh gia tri (ngay) 16n nhat trén truc (ngay két thiic)

1 Major unit Xac dinh khoang chia chinh trén truc (don vi 1a ngay, thang hay nam)
1 Minor unit Xac dinh khoang chia phu trén truc (don vi la ngay, thang hay nam)
] Base Unit Xac dinh don vi tinh cho truc

(] Dates in reverse order Hién thi theo tht tu nguoc lai trén truc

1 Axis Type Xac dinh loai truc sir dung nhu Automatic, Text axis hodc Date axis
[ Major tick mark type Qui dinh cach hién thi ky hiéu phéan cach chinh trén db thi.
[ Minor tick mark type Qui dinh cach hién thi ky hiéu phan cach phu trén db thi.
(] Axis labels Xac dinh cach hién thi cac nhén trén truc

1 Vertical Axis crosses Cac lya chon qui dinh cach truc tung giao véi truc hoanh

0 Between dates Do Excel tu xac dinh



0 At date Giao nhau tai ngay do ban nhap vao

0 At maximum date Giao nhau tai ngay 16n nhat (gan day nhat) trén truc

[] Position Axis Qui dinh cach hién thi cta cac nhém va nhan trén truc (Dung cho

d6 thi 2-D area, column, va line).

0 On tick marks Hi¢én ngay ky hi¢u phan cach

0 Between tick marks Hién giira cac ky hiéu phan cach

4. Thém, xéa tap dir liéu trong mot biéu do.

Xoa bot mét chuéi sé liéu khéi do thi

[ Chon chudi sb liéu trén db thi (Vi du: chon duong cung)

[ Nhén phim Delete trén ban phim dé xot chudi khoi do thi

Chart 2 - £ | =SERES("Supply Curve" Cung-Cau218C513-§C817 ' Cung-Cau188513-5B817 1)
A B C D E F G H | J K L
11 Vi dy vé vé dd thi cung cdu -
12 r | oo |1 @ . \ 3
12 e " " . PO THI CUNG CAU P(Q)
14 24 0 16
15 23 2 2 15 + % P
16 22 15 7 24 4 T Sy S P -
17 21 n 2 . —#— Demand Carve \ \ ) B
18 - - *\
19 +VE 86 thi O(P) nahia 13 0 1 gid tri trée = | *‘%\
20 +VE dd thi P(Q) nghia 13 P13 gid tri trén| 21 | @ | T 0
21 2 e
22 0 23 0 2 4 6 8 W 12 M 16 18 20 R
23 12 23

Minh hoa x6a chudi duong cung khoi db thi

Thém chuéi méi vao do thi

"] Chon d06 thi can thém chudi moi vao.

1 Chart Tools = Design = Data = Select Data. Hop thoai Select Data Source

xuat hién.

[ Nhap nat Add, hop thoai Edit Series xudt hién

(] Pit tén cho chudi mdi tai Series Name (bang tham chiéu hoic nhép truc tiép tén
vao tr ban phim) va chon vung chira dir liéu tai Series Values

[ Ngoai ra ta c¢6 thé thém nhanh chudi méi vao d6 thi bang cach chép (Ctrl+C) dix
liéu cuia n6 vao bd nhé, sau d6 chon do thi va dan (Ctrl+V) vao do thi.




A B C D E F
1 Jan-08  Feb-Da | Mar-03
FET, 512 &6 -153\ Edit Series
3 |Dép TH1 a65 54
4 |Mon 54 456 ?m\x Series name:
; . BEC:taceries 041 ~ Mar-08
= 800 -
o || ot \_Sm‘es values:
500 -
2l ol =DataSerles!§D$2:4D54 = 468, 546, 751
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2| ™7 Feke0d [ OK ] [ Cancel J
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Minh hoa thém chudi dir liéu cta thang 3/2008 vao do thi
Thay déi chudi sé ligu
Ciing v6i vi du trén nhung ta mudn chi v& cho 2 san pham Giay va Dép

7 Chon dd thi can chinh stra

1 Chart Tools = Design = Data = Select Data. Hop thoai Select Data Source

xuat hién.

[ Chon chudi can chinh sira, nhap nat Edit, hop thoai Edit Series xuat hién

[1 Chon lai ving dir liéu méi tai Series Values. Lam tuong tu cho cac chudi sé liu

4

khac.



A B C D E F G H [
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. R Sari |

2 Gy 1547 546 468 Edit Saries 71X
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4 |N6n 654 456 751 | ~DateSeries!5B41 .
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Minh hoa thay d6i chudi s6 liéu

Ngoai ra chung ta c¢6 thé str dung ham Series cho d6 thi. Cti phap nhu sau: =
Series(series_name, category_labels, values, order, sizes) Trong do:

[] Series_name: (tliy chon) tham chiéu dén 6 chira tén chudi, ban c6 thé nhap vin
ban truc tiép vao nh¢ dit trong cip nhay kép.

[] Category_labels: (tty chon) tham chiéu dén ving chira cac nhan cho cac nhém
sb liéu trén truc, néu bo tréng Excel tu danh sb cac nhom bat dau 1a s6 1. C6 thé
nhap truc tiép cac nhin vao Tab cach nhau bang dau phay va dit trong cip ngodc
moc {}.

(] Values: (bit budc) tham chiéu dén vung chira s6 liéu cta cac chudi can vé.
(] Order: (bat budc) La s6 nguyén qui dinh tha ty vé cia cac chudi (néu do thi cd
nhiéu hon 1 chudi)

[] Sizes: (chi dung cho db thi bong bong — Bubble chart) Tham chiéu dén ving chtra
dir liéu vé kich thudc ciia bong bong trong db thi kiéu Bubble (sir dung trong phan
tich tai chinh). C4c gia tri c¢6 thé nhép truc tiép Tab cach nhau bang dau phay va dit
trong cap ngodac moc {}.



| Chart 2 v (0 K « f«| =SERIES(DataSeries!$D$1, DataSeries!$D$2:50543)

A B C D E F = H
1 Jan-08 Feb-08 | Mar-08
2 Giay 542 546 468
3 Dép 781 565 H46
4 Non 654 456 751
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800
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700
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600
g
10 300 W Jan-08
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Minh hoa ham Series cua chudi sb liéu thang 3/2008

Thém dwong xu hwéng vao dé thi

Khi v& cac d thi voi dit liéu theo thoi gian chung ta thudng v& thém dudng xu
hudng dé biét duoc xu hudng trong tuong lai cua tap dir li€u. Mot tap s6 liéu co thé
c6 nhiéu dudng xu hudng tiry theo cach phén tich ciia chiing ta. Pé thém duong xu

hudng ban vao:

() Chart Tools = Layout = Analysis = Trendline = chon kiéu duong xu huéng
tir danh sach hay vao More Trendline Options...



Format Trendline

JR—— Trendline Options
Line Colar Trend/Regression Type
Line Style ... | © Exporential
——
Shadow ]
S (@) Linear
Glow and Soft Edges =
Picture Corrections 1 (O Logarithmic
|l
Picture Color i
w4 O Polynomial Irde I:I
Artistic Effects I—_
Crop | O Poper
Size ] . -
-nil {:} Moving Average Perioo |:|
Alt Text
Trendline Mame
&) Automatic : Linear {Customers)
) Custom: | |
Forecast
Forward: |EI.III | periods
Backward: |IZI.EI | periods

|:| Set Intercept = |Z } |

[] Display Equation on chart

] Display R-squared value on chart

Close

Minh hoa thém dudng xu hudng vao do thi
5. Thay déi ti 1é trén cac truc cua biéu do.

Thay d6i don vi dif liéu trén cac truc ma khong thay di dit liéu nguon.

Trén do thi, don v chia khang cach & truc tung s€ la gia tri mac dinh. Néu mudn thay
ddi céc gia tri nay theo tuy bién thi ban c6 thé thuc hién nhu sau

Ban Click chudt phai vao cdt gia tri cia truc tung sau do lya chon Format Axis
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Delete
1 .ﬂ Reset to Match Style

Font...

Change Chart Type... M San pham A

Select Data... W San phdm B

D Eotsion u San phamC

Add M&r Gridlines
Format Wlajor Gridlines...
Format Axis...

m 20 m 20 1 Nam 2012

Khi ctra s6 Format Axis xuét hién, & muc Major Unit ban lya chon gia tr1 200.
Minimum: Sir dung dé xac dinh gi tri khai dau 1a gid tri nho nhét trén truc
Maximum: Str dung dé xac dinh gia tri két thic 1a gia tri 16n nhéat trén truc
Major unit: Str dung dé xac dinh gié tri cac khoang chia chinh tai tryc.

Minor unit: St dung dé xac dinh gia tri cac khoang chia phu khac trén truc.

Vi vi du nhu hinh dudi, ta lya chon gia tri [6n nhét trén truc 1a 1000 va khoang
chia chinh trén truc 1a 200 don vi.

o
Format Axis
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Thuc hién xong s& cho két qua nhu hinh:
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Hudng dan hiéu chinh chii thich, hiéu chinh tiéu dé truc tung, truc hoanh,...

Excel hd trg ban hi¢u chinh vé tiéu dé ciia kicu do thi tuy theo timg kiéu do thi dang
xur ly

« Vi viéc thém tiéu dé cho truc tung hoac truc hoanh ban c6 thé vao Chart Tools—
> lya chon Layout — chon Labels — chon Axis Titles — lya chon kiéu tir danh
sach cac kiéu mau c6 sin
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Excel hd tro rat nhiéu cac kiéu dd thi khac nhau cho nguoi dung tuy bién lua chon
theo nhu cau:

- Column: Kiéu d9 thi hinh cot

- Line: Kiéu d6 thi dang dudng

- Pie: Biéu db hinh tron

- Bar: Bi¢u d6 thanh

- Area: Biéu do ving mién

- XY (Scatter): Biéu d6 XY (Phan tan)



- Stock: Biéu d6 ching khoan
- Bubble: Biéu do bong bong
- Radar: Biéu d6 radar

Khi ban muén thay do6i dé biéu dién bang mét loai do thi khac, ban c6 thé chon trén
thanh Chart Tools , lya chon Design —> Change Chart Type —> Iya chon kiéu d6 thi
mong muén .
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Sau khi Iya chon cho ra két qué nhu hinh:
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6. Str dung mau biéu d6 va biéu doé nho trong 6 tinh.

Hay tuéng trong ban dang 1am viéc trén mot bang tinh bao gém nhiéu nhan vién
ban hang va doanh s6 ho da ban mdi thang. Ban muén biét doanh s6 ciia mdi ngudi
qua thoi gian. Ban chi cd thé dat thong tin ndy vao mot biéu db 16n, nhung sé rat
kho dé xac dinh xu huéng cia mot ca nhan. May man Excel 2010 — 2013 cung cap
cho ban mét tinh ning dic biét c6 thé cung cap cho ban mét biéu d6 mini riéng biét
phtl hop cho mdi nhan vién ban hang vai mai 6 tinh.

Pau tién ching ta hdy xdc dinh mgt sparkline 1a gi?

Excel sparkline la mét biéu d6 nhd dwoc dat trong mét 6 don. N6 cung cap cho ban
mot hinh anh dai dién cua b6 di¥ liéu dwoc Iwa chon. Sparklines cho phép ban nhanh
chéng xem va phan tich cac moi quan hé va xu huwdng cho nhiéu loat di¥ liéu cung
mot lic. Cac phién ban Excel 2010 va 2013 cung cap ba loai sparkline: Line,
Column, va Win/Loss.

Kiéu Line 1a mét biéu dd dwéng don gidn trong mot 6. Column 13 biéu d6 thanh don
gian phan anh kich thuéc twong déi clia gia tri. Win/Loss cho thdy mét dai dién tich
cwc hodc tiéu cwe co ban cta bo dir liéu clha ban.

Column Line Win/Loss

e
. o B H'“H-H__,-*"'"-!.-'_---- | N |

ml. o ggREE
Hlim_ NPA T T ]

Tai sao ban nén sur dung sparklines?

So véi cac biéu do truyén thong, sparklines cung cip mot phuong phap khac dé hién
thi dir liéu ctia ban. Lgi ich chinh cua viéc stir dung ching la chiing nhé gon va
khong chiém nhiéu khong gian. Sparkline rat 1y tuong cho cac tinh hudng khi ban
can tong quan 1o rang vé dit liéu ma khong can tat ca cac tinh niang cua biéu db day
du. Chiing ciing dé dang xem va phan tich cac xu hudng trén co s& ca nhan hon va
chung thuc sy co thé giup ban quan 1y dir liéu ctia minh.

7. Tao biéu d6 Sparkline

Cac sparklines ctua Excel thuong dugc chén vao cac 6 bén canh nguon dir liéu. Cac
budc giong nhau doi vai tat ca cac loai sparkline.

1. Chon cac 6 la dir liéu ngudn cho bi€u d6 mini cua ban.

2. Chuyén dén nhom Sparklines trén tab INSERT va chon kiéu mong mudn.



Bookl.new - Excel

Ablebits Data Ablebits Utilities Ablebits Quick Toals
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Hop thoai Create Sparklines s& xuat hién trén man hinh. Ban thay vung dit liéu da
duoc chon tu dong hién thi trong truong Data Range.

3. Chon 6 ma ban mudn dit Sparklines. Ban chi can nhip vao 6 can thiét hodc st
dung nut Select Range dé chi dinh vi tri cho biéu d6 mini ctia ban. Tham chiéu
6 s& xuat hién trong trudng Location Range .

A B C D E F G H
1 |[Exam Results
2 A B C D F l
T

3 |Writing 8 5 3 3 al i

4 |Reading 10 3 5 2 J'

5 |Listening s Create Sparklines ?

- ki Choose the data that you want

] akin 7 —

7 pe e Data Range: | B3:F3 EI

I e e, — — — — - -~ — = = = = = = —
IChoose where you want the sparklines to be placed 1

J ' =1

10 , Location Range: | 5653 EI,

11 e e

12 oK | Cancel

13

4. Nhap OK .

Ban s& nhin thay Sparklines dau tién trong 6 ngay bén canh dit liéu ngudn cua ban.
Néu ban mudn ap dung n6 cho tAt ca cac hang dit li¢u khéc, ban co thé dé dang thuc
hién né bang cach giir va kéo chudt.



A B C D E F G
1 |Exam Results

2 A B c | o F

3 Ierﬁng 8 5 3 3 2 . e

4 Reading 10 3 5 2 1

5 Listening 3 8 4 2 2

6 Speaking 7 8 5 1 0 Hold and
drag it down

Khi ban nha nat chudt, cac Sparklines s& dugc chén vao cac 6 lién ké.

Néu ban dung Excel 2013, ban ¢6 thé sir dung cdng cu Quick Analysis dé nhanh
chong thém cac duong Sparklines vao dir liéu ctia ban. Tét ca nhiing gi ban phai
1am 14 chon céc 6 trong bang tinh va nhap vao biéu twong Quick Analysis & goc
dudi bén phai ciia ving chon. Sau d6, chuyén sang tab SPARKLINES va chon kiéu.

C D E F G H I
B C D F
5 3 3 2 . | [
4 4 @
8 FORMATTING CHARTS TOTALS TAEBLES SPARKLINES
8 ' I|| 1
MV 1las n
Line Column  Win/Loss
Sparklines are mini charts placed in single cells,

Ch thich. Néu ban sir dung cong cu Quick Analysis dé chén Sparklines trong
Excel 2013, ban c6 thé xem trudc dit liéu cta ban sé trong nhu thé nao véi tung
loai. Chi can di chudt con tré qua biéu tuong twong Gng.

8. Chinh sira Sparkline.

Mot khi ban tao sparklines, ban c6 thé nhan théy mot tab bd sung s¢€ xuét hién trén
Ribbon. O day ban c6 thé tim thdy mot loat cac cong cu s& cho phép ban tuy chinh
mini charts ctia ban. Vi vdy, hiy 1am cho sparklines ndi bat mot chut.



Khong can phai 1am ndi bat tat ca cac sparklines khi ban mudn sira doi ching. Thay
d6i mot va ban sé& thay doi tat ca.

Hién thi diém

Vi nhiing sparklines qua nho, dinh dang méac dinh dugc Excel &p dung cho nén kho
xéac dinh gia tri nao 12 diém cao nhét va thap nhat, dic biét 1a trong biéu d6 duong
mini. Thuc hién theo cac budc don gian duoc mé ta dudi day dé xem lam thé nao
dé nhan manh nhimng diém cao va thap cua sparklines:

1. Nhip chudt vao 6 chia Sparkline.
2. Chuyén dén nhém Show trén tab DESIGN .

3. Tich vao High Pointva Low Point .

PAGE LAYOUT FORMULAS DATA REVIEW VIEW Ablebits Data Ablebits Utilities

I/ High Point .

" [ | First Point
]

Low Point [] Last Point A
\

L] Megative Points [ | Markers

Show Style
§ i
C D E F G H |
Jun 2 Jun 3 Jun 4 Jun5 Line
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100 158 96 127 o /\/’

Ban ciing c¢6 thé chon First Point va Last Point dé danh dau rd rang su bat dau va
két thuc cua dong. Néu ban danh diu hdp bén canh Markers , mdi diém sé&

dugc danh ddu , c¢6 thé 1am cho cac Sparkline ciia ban trong hoi 16n x6n. Hién
thi Negative Points s¢€ hiru ich trong truong hop ban c6 cac gia tri &m trong dir licu
cua ban.

Thay doi loai sparkline

T6i di dé cap rang co ba loai sparklines khac nhau. Ban c6 thé dé dang chuyén doi
giita cac biéu d6 Line , Column va Win/Loss . Chi can nhap vao mot sparkline dé
kich hoat tab DESIGN va chon kiéu mong mudn trong nhdm Type .



FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
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. High Paint [ First Paint
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Sparkline Type Show

9. Pinh dang Sparkline.

Pinh dang kiéu Sparklines

Hay tiép tuc va dua ra mot phong cach khac nhau cho biéu d6 mini.
1. Chon (cic) sparklines ma ban mudn thay doi.

2. Nhap chudt vao miii tén More trong nhom Style trén tab DESIGN .

Bookl.new - Excel SPARKLH-:E TOOLS
DATA REVIEW VIEW Ablebits Data Ablebits Utilities Ablebits Quick Tools DESIGN
\/\/\ \/v\ \/\/\ \/v\ \/\/\ \/\/\ E Marker Color *

Style

Click on
the down arrow

3. Chon mét trong nhiing kiéu di dugc xéac dinh trong trinh don tha xudng.

Néu ban mudn thém mot phong cach cu thé cho mét sparkline, sir dung mau
Sparkline va c4c 1énh Marker Color trong nhém Style . Tty chon dau tién cho phép
ban thay doi mau sic ctia duong ké hodc thanh trong biéu d6 mini ctia ban. Cai thir
hai 1am cho no6 néi bat nhitng diém quan trong nhat bang cach sir dung mau sic
khac nhau.

Bookl.new - Excel SPARKLIME TOOLS
WIEW Ablebits Data Ablebits Utilities Ablebits Quick Toals DESIGM
~ '—5‘ ; E;H;E-CDTDFT' 1 +— T-_E"| Grou
%‘E Marker Color~ Aic 11 Ungroup
- - e o Ew Ew mm - \‘_ ClEEr -
Style Group

Tuy chinh cai dat Axis



Mot thuc té nira ban nén biét vé sparklines 13 mic dinh ching dugc thu nho dé pha
hop véi kich thudc 6. Piéu nay c6 nghia 14 khi ban diéu chinh chiéu cao hang hodc

chiéu rong cot cua 6 c¢6 chira sparklines, kich thudc cua sparklines cling sé thay doi.

Vi du: nhin vao cac sparklines trong cac 6 G3 va G4 trong hinh bén duéi. Ban thiy

rang cac gia tri to1 da va to1 thiéu ctuia ching trong giong nhau. Néu ban chuyén sang

dir liéu nguodn, ban s€ thay rang cac con so la khac nhau.

(=11

May min c¢6 mot giai phap cho van dé nay:
1.
2.

A B G
Exam Results
A Column
Writing 3 5 . e -
Reading 10 3 . o
Listening 5 g [ | . [
Speaking 7 8 [ ] . N _

Chon sparkline ma ban mudn stra doi.

Vao DESIGN-> Group va nhap vao lénh Axis .

Chon Same for All Sparklines trong cac tuy chon Vertical Axis Minimum Value

Options va Vertical Axis Maximum Value .



SPARKLIME TOHOLS
Data Ablebits Utilities Ablebits Quick Tools DESIGM

L# Sparkline Color -
E Marker Color -

ig Group
IEI Ungroup
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Axis
= & Clear -

4||4|>

Style Horizontal Axis Options
«  General Axis Type
Date Axis Type...

Show Asxis
Plot Data Right-to-Left

Vertical Axis Minimum Value Options
Autormnatic for Each Sparkline

¢~ Same for All Sparklines b
" CustomValue..
Vertical Axis Maximum Value Options
Autormnatic for Each Sparkline
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Custorn Value...

Bay gio rat dé dang dé so sanh céc sparkline v6i nhau.

Ban c6 thé tim théy mot s6 tuy chon hitu ich hon trong menu Axis . Néu ban nhép
chudt vao tly chon Custom Value , n6 s€ cho phép ban dat cac gia tri ti thiéu va tbi
da cua riéng minh cho truc ding ciia mdt Sparkline hodc mot nhom Sparkline. Ban
cling c6 thé str dung tiy chon Plot Data Right-to-Left dé thay doi huéng ma dir liéu
duogc ve trong biéu dd mini. Néu c6 cac gia tri am trong dir li€u cua ban, hay

chon Show Axis dé hién thi truc hoanh. Ban c6 thé chon Date Axis Type dinh dang
hinh dang cua biéu d6 Sparkline dé phan anh bat ky khoang thoi gian bat thuong
nao trong dit liéu nguodn.

Hién thi 6 trong va an
Nhu ban di biét, sparklines thuong duwoc sir dung dé hién thi cac gia tri sb. Didu gi

xdy ra néu ban co6 céac 6 trong trong ngudn dir licu? Pung lo lang va xem lam the
nao dé kiém soat cach mdt khoang trong sparkline.

1. Nhép vao biéu 6 mini dé lam cho tab DESIGN c¢6 thé nhin thiy duoc.
2. Chuyén dén nhom Sparklinesva mo trinh don Edit Data .

3. Chon tuy chon Hidden & Empty Cells...
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4. Chon cach sparkline hién thi cac 6 rong trong hop thoai Hidden va Empty Cell
Settings.

Hidden and Empty Cell Settings ?

Show empty cells as: @ Gaps

() Zero

Connect data points with line

|:| Show data in hidden rows and columns

| 8.4 || Cancel |

O day ban ciing c6 thé chon hop bén canh Show data in hidden rows and columns
(hién thi dir liéu trong dong va cét an) dé hién thi cac gia tri nhu vay trong
sparkline cta ban.

Tuy chon Edit Data ciing cho phép ban thay dbi vi tri va ngudn dit liéu cho mot
nhém Sparkline hodac mot biéu dd nho duy nhat.

Loai bé sparklines tir cac 6 Excel

Néu ban mudn bé mot sparkline, nit Delete s& khong dung dugc. Ban nén sir dung
mot trong cac phuong phap sau:

1. Nhép chudt phai vao biéu 6 mini va chon Sparklines -> Clear Selected
Sparklinesttr trinh don.
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4 Edit Single Sparkline's Data...
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Ungroup

f Clear Selected Sparklines

(o1

v&  Clear Selected Sparkline Groups

!

Ch thich. Néu ban mubn x6a toan b nhoém, hiy chon Clear the Selected

Sparkline Groups .

2. Ngoai ra, chon 6 sparkline, vao DESIGN -> Groupva nhap vao mili tén xudng
bén canh Clear . Ban sé& thay cac tiy chon gidng nhu trong trinh don nhap
chuot phai. Chon tly chon ban can.
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Bai 4: Pinh dang trang in

1. Thiétlap lé trang in, Khoang cach header, footer

Margins: Thiét 1ap 1é in

Top: Chon khoang cach tir mép trén cua trang gidy dén phan ndi dung dit liéu in.

Header: dinh khoang céach cua tiéu dé dau trang (khoang cach nay duoc tinh tir mép
trén cua to gidy dén tiéu dé dau trang).

Left: khoang cach tir mép trai cua trang gidy dén noi dung cua dir liéu in.

Right: Cho phép xac dinh khoang cach tir mép phai trang gidy dén noi dung cia
bang dit liéu can in.

Bottom: khoang cach tir mép dudi ctia trang gidy dén ndi dung cta dit liéu can in.

Footer: khoang cach cua tiéu dé cudi trang (dugc tinh tir mép dudi cia to gidy dén
tiéu dé dau trang). Trong

Chtrc nang Horizontally: Néu chon chirc ning nay thi Excel sé& in dit liéu o giita to
gidy theo chiéu ngang, néu khong chon Excel s& in s& lidu bén tréi to gidy.

Chtic nang Vertically: Néu nhap chon chirc niang nay, Excel s& in dit liéu ¢ gitta to
gidy theo chiéu doc, néu khong dit liéu s& duoc in bén trai trang gidy.

Hwéng din ciin 18 trang in

Vao Page Layout, tai thé Page Setup. Hop thoai Page Setup hién 1én, tir hop thoai
nay chon thé Margins.
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Left Right
Bottom: Footer
MAa o 7|
119 & 198 &=j
Center on page
Horizontally
(7] vertically

Print... | | PrintPreview | | Options... |

Lo« [ conce |

Header/Footer: Tao tiéu dé dau trang va cudi trang
Tiéu dé dau va cudi trang 1a nhig dong vin ban do ban ty tao dung d¢ in & phia
trén va phia dudi cho mdi bang tinh:

Vao Page Layout, tai thé Page Setup. Hop thoai Page Setup hién 1én trén man
hinh, ttr hop thoai nay chon nhan Header/Footer.



Page Setup

Header:
{none) B

[ Custom Header... ] [ Custom Footer...

Footer:

[(rone) [+]

[ pifferent odd and even pages
[ Different first page

Scale with document

[¥] align with page margins

Print... | | PrintPreview | | Options... |

[ OK ][ Cancel ]

Khung Header va Footer: Exel goi y cho ban str dung cac muc c6 sin ding dé lam
tiéu dé dau hay cudi trang.

2. Thiétlap hwéng in

— Khung Orientation: gitip xac dinh huéng trang giay dé in dit liéu. C6 hai chirc
nang cho ta chon nhu sau:

+ Portrait: in dit liéu ra theo chiéu doc ctia trang gidy.
+ Landscape: in dit liéu theo chiéu ngang cua trang gidy.

— Khung Sacling: Khung nay cho phép xac dinh ty 1¢ dir liéu in ra gidy va thay doi
in ra vira v6i chiéu ngang hodc chiéu doc cua trang gidy.

+ Adjust to: Cho phép thay ddi ty 1é ctia bang tinh khi in ra gidy, gia tri ndy ndm
trong khoang tir 10% dén 400%.

+ Fit to: Cho phép ta thay d6i vira khit theo chiéu doc ciia trang giay.

+ Wide by: Cho phép ta thay d6i vira khit theo chiéu doc cua trang gidy.

— Paper Size: lya chon cac khé gidy. Tuy muc dich in ma cac ban chon khé gidy in
cho phu hop.

— Print Quality: Cho phép ta Iya chon chat luong in. Théng thuong nguoi ta chon
600 dpi.



Trude khi in bang tinh ra gidy, chung ta can phai dinh dang lai trang gidy. Dinh
dang trang in hay thuc hién nhu sau:

Vao Page Layout ¢ phan ribbon (thanh menu), tai ving Page Setup. Nhan vao
biéu twong nhu hinh bén dudi:
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Hop thoai Page Setup hién 1én trén man hinh, tir hop thoai cac ban chon céac tuy
chon cho trang gidy in.

Orientation
@ Portrait ) Landscape
Scaling

@ Adjustto: | 100 |3 % normal size
) Eit to: lpage(s) wide by [ 1 lgﬂ tall

Paper size: |A4

[

Print quality: ] 1200 dpi

First page number: |Auto -|

Print... | | PrintPreview | | Options... |

ok || concel |




3. Thiétlap khao gidy
THIET LAP TRANG IN A4
Dé thiét 14p trang in 1a trang A4 thi chung ta s& chon trong muc Paper size 1a A4

Paper size: Letter F

Letter S
Legal

Executive

First page nun S
AS

BS (1IS) hd

Print gquality:

Xem trwoc khi in

— Cach 1: File/Print preview

— Céch 2: Bam chudt vao biéu tuong Print Preview trén thanh cong cu Standard
Cachin

— Céch 1: Kich chudt trai vao biéu tuong Print trén thanh cong cu
— Cach 2: File/Print (hoic t6 hop phim Ctrl+ P)

— Hop thoai Print xuét hién

+ Name: Chon tén mdy can in

+ All: In toan bo

+ Page(s): In tu trang ............ dén trang...........

+ Number of copies: Nhap s6 ban can duoc in.

Cudi cung Kich chudt chon Print, Print Preview va Option dé in bang tinh, xem
bang tinh trude khi in va cac tuy chon trong khi in. Chon OK va tan hudng thanh
qua sau khi in tai liéu.

4. Thiétlap va xé6a cac vung in

Khi thuc hién viéc in trén mét file Excel, ban khong mudn in hét toan bo dit liéu
chura trong file ndy ma chi mudn in ra mot khoang nho cé trong toan bo dir lidu trén
trang tinh d6 ma thoi.

D6 12 khi ta can phai chon ving in trong Excel khi chi muén giéi han mét ndi dung
in nhét dinh cha khong in toan bg dir liéu cua trang Sheet Excel do.



Pé lam duoc viéc nay, cac ban phai boi den ving mudn gii han dé in. Bam giir
chudt va kéo dé tao vung chon hodc click chon vao goc trai trén (hoac phai dudi) roi
gitt phim Ctrl + Shift va click chon vao goc phai dudi (hodc trai trén).

Sau do cac ban mo ribbon Page Layout trén thanh cong cu ra va tim muc Page
Setup. Trong muc nay sé co biéu tugng Print Area, cac ban click vao do va
chon Set Print Area dé chon ving da boi den thanh ving in trong Excel.
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Ccu.

Sau d6 click vao muc Print. Cac ban c6 thé thdy & phia bén phai la

viing Print Preview thi trang gidy A4 chi c¢6 noi dung ciia ving in cac ban da giéi
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ndi dung in bi tran sang phan khac.
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5. Thiétlap sw lap lai tiéu dé dong, cdt ctia bang dir liéu Khi in
Tab Sheet

— Print area: Chon vung in

— Rows to repeat at top: Lap lai dong tiéu dé dau cho cac trang sau

— Columns to repeat at left: Lip lai tiéu dé cot phia bén trai cho céc sau.
— Gridlines: In ca duong ludi

— Row and columns heading: In ca tiéu dé dong va tiéu dé cot

— Down then over: Panh s trang theo chiéu doc

— Over, then down: Panh sd trang theo chiéu ngang



Bai 5: Lién két, nhiing va nap dir liéu tir ngoai
1. Nhip, stra, hily mét siéu lién két trong trang tinh.
CACH CHEN LIEN KET TRONG EXCEL

Str dung truc tiép hop thoai Insert Hyperlink 1a cach pho bién nhat dé chén mot
lién két vao mot cot, co thé tiép can béng ba cach khach nhau. Chon mét cot can
chén lién két va thao tac theo mot trong nhitng budc sau:

- O thanh cong cu Insert, trong nhém Links, chon Hyperlink.

Insert

———

F 7 |

Slicer Timeline |Hyperlink

Filters Links

= Nhip chuét phai vao 6 can chén lién két, chon Hyperlink... trong danh sach.

By Copy

i Paste Options:

1111 3

=y
&
Paste Special...
Insert...
Delete...

Clear Contents

t,:' Insert Commment

Eormat Cells...

Pick From Drop-down List..
Define Mame...

% Hyperlink...

= Str dung t6 hop phim tat Ctrl+K.
Tuy thude vao loai lién két ban mudn chén, hay cung thao tac theo nhiing vi du dudi
day:
TAO LIEN KET TO1 MOT VAN BAN KHAC
Dé chén lién két t6i mot van ban khac nhu Excel, Word hodc PowerPoint, m& hop
thoai Insert Hyperlink va thuc hién theo cac budc sau:

1. Beén trai ctra s6, ngay dudi phan Link to, nhap chuét vao Existing File or Web

Page



2. Trong danh sach Look in, nhap dia chi tép tin dich sau do chon tép tin.

3. Trong hop thoai Text to display, nhdp ngi dung muon hién th; trong 6 ( trong vi
du nay la “Book 3”)

4. Ban c6 thé nhap noi dung hién thi khi di chudt ti lién két néu muébn bang
nut ScreenTip... phia trén bén phai man hinh. Trong vi du nay sé la “Goto
Book3 in My Documents”

5. Chon OK.
i k'
Insert Hyperlink M
Link to: Text to display: Book3
@ Look in: | My Documents E ﬁ D
Existing File |E| .
or Web Page Bookl xlsx - Bookmark...
Current .
Folder Book? xlsx
«f Book3xdsx
Place in This L - .
I asma——— e Price list.docx i
Pages
Create Mew Recent
Cocument Files
Q Address: Bookl.xlsx |E|
E-mail
Address
ok || cancel

L%

Lién két dugc chén s€ hién thi nhu sau:

[Books ]

Goto Book3 in My Documents

Dé tao lién két t6i mot trang tinh hodc mét 6 cu thé, nhép chudt vao
nut Bookmark... & phia trén bén phai hop thoai Insert Hyperlink, nhap tén trang
tinh va gd dia chi 0 tinh vao hdp thoai Type in the cell reference , sau d6 chon OK:



i b’
Select Place in Document m

Type in the cell reference:

Or s@lect a place in this document:

[ oK ][ Cancel ]

L &

Dé tao lién két t6i mot tén mién, chon Defined names nhuwr hinh dudi:

i h
Select Place in Document M

Type in the cell reference:
Sheetl!AZ: 44

Or select a place in this document:
[=- Cell Reference

. Sheetl

- Sheet?

. Sheet3

- Sheetd

- Sheet5

- Sheeth

= Defined Mames

’ oK ][ Cancel ]

L8 A

CHEN LIEN KET TO1 TRANG WEB (URL)

Pé tao lién két t6i mot trang web, mo hop thoai Insert Hyperlink, va lam theo cac
budc sau:

1. Chon Existing File or Web Page, ngay dudi Link to.

2. Nhap chudt vao nat Browse the Web, ma trang web can lién két téi, sau d6
quay lai Excel ma khéng tat ctra so trinh duyét web



Excel sé tu dong chén dia chi trang web vao Address va Text to display. Ban c6

thé chinh stra doan van ban hién thi tuy y, thém ghi chi néu mudn, sau do

chon OK dé chén lién két.

-~

Insert Hyperlink

L2 [

Link to:

Text to display: | Ablebits.com -e——— y0OU can type any text here

Existing File
or Web Page

Place in This
Document

Create New
Document

=1

E-mail
Address

Look in: ©| My Documents IEI “ D
= . Eoﬂkl.xlsx
urren
Folder || BookZxisx
Book3.xlsx
Ly e e
HIer PrICE|ISt.dDC{ i
Pages
Recent
Files
Address: Ihttps:mwm.ablebits.cnmf

L%

Ngoai ra, ban ¢ thé sao chép URL cuia trang web truéc khi md hop thoai Insert

Hyperlink, sau d6 dan lién két URL vao 6 Address

2. Lién két dir liéu bén trong mot bang tinh, gitra cac bang tinh, giira bang
tinh va cac wrng dung khac.

Pé tao lién két téi mot trang tinh cuy thé trong bang tinh dang hoat dong, chon Place

in this Document . Chon trang tinh duéi phan Cell Reference, nhdn OK



-

=)

Insert Hyperlink
Link to: Text to display: | Goto Sheet2
Type the cell reference:
Existing File M
ofr Web Page
Or select a place in this document:
= Cell Reference -
Place in This - hyperlink
Document - Sheetl
’iﬁ - Sheetd
Create New . Sheetd
Document . Sheet5 4
- Sheetd
@_ = Defined Mames e
E-mail
Address
Ok ] [ Cancel ]

L%

Pé tao lién két trong Excel toi mot 6, nhap thong tin 6 trong hop Type in the cell
reference.

Pé lién két téi mot mién tén, chon muc Defined Names.

TAO LIEN KET PE MO MOT BANG TINH EXCEL MOL.

Khong chi lién két toi mot tép tin co san, ban ciing co thé tao lién két t&i mot tép tin
Excel moi. Cach thire thuc hién nhu sau:

1.

2
3.
4

o

Chon biéu tuong Create New Document, dudi phan Link to

Nhap noi dung hién thi lién két trong hop thoai Text to display

Nhap tén Bang tinh mai trong hop thoai Name of new document

chi mac dinh, chon nat Change.

. Chon noi luu trir tép tin maéi tao trong muc Full path. Néu muén thay doi dia

Trong muc When to edit, lya chon tiy chon chinh sta mong muédn

Chon OK



-

=)

Insert Hyperlink
Link to: Text to display: | Open a new file
Mame of new document:
Existing File MNew workbook
orWeb Page |t path:
ChUserstsveta\Documents!,
Place in This
Document
’iﬁ When to edit:
=l (7} Edit the new document Jater
Daocument
@ Edit the new document now
E-mail
Address

] [ Cancel

L%

TAO LIEN KET TO1 BIA CHI EMAIL

Ngoai viéc co thé lién két dén nhiéu vin ban khac nhau, tinh ning chén lién két
trong Excel cho phép ban giri email truc tiép tir bang tinh ctia minh. Thao téc theo

cac budc sau:
1.
2.

Chon biéu tuong E-mail Address, bén dudi phan Link to.

Trong hop thoai E-mail address, nhap dia chi email mét hoac nhiéu ngudi
nhan, tach biét bai diu cham phay.

Nhép tiéu dé tin nhan néu mudn trong hop thoai Tuy nhién, hay luu ¥ rang mot
vai trinh duyét va email ngudi nhan sé& khong nhan dién duoc dong tiéu dé.

Nhap néi dung lién két mong muén trong hop thoai Text to display.

Ngoai ra, ban ciing c6 thé thém noi dung bang cach nhap nit ScreenTip... ( ghi

chd s& hién thi khi ban di chudt dén lién két)

Nhin OK



= k'
Insert Hyperlink m
Link to: Text to display: | 5end us an email

E-mail address:

Existing File || 'mailto:support@ablebits.com
or Web Page
Subject:

Question about AbleBits product

Place in This | ~ecently used e-mail addresses:
Document &

Create MNew
Document

E-mail
Address

[ QK ] [ Cancel

L8 A

CACH TAO LIEN KET BANG HAM HYPERLINK

Néu ban 13 ngudi thudng xuyén st dung cac ham trong Excel dé xtr Iy hau hét cac
cong viéc cuia minh, ban c6 thé sur dung churc nang HYPERLINK, duoc thiét ké
riéng dé cheén lién két trong Excel. biéu nay s€ dac biét htru dung khi ban mubn tao
1ap, chinh sira hoic loai b nhiéu lién két mét luc.

Cu phap ham HYPERLINK nhu sau:
HYPERLINK(link_location, [friendly_name])
Trong do:
= Link_location 1a duong din dén vin ban hoic trang web
= Friendly_name la noi dung hién thi lién két trong 6

Vi du nhu, dé tao lién két c6 tiéu dé “Source data” dang dugc md san ¢ Sheet2
trong bang tinh c6 té€n “Source data”, dugc luu trong thu muc “Excel files” trén 6D,
su dung cong thuc sau:

=HYPERLINK(“[D:\Excel files\Source data.xlsx]Sheet2! A1”, “Source data”)
TAO LIEN KET BANG MA VBA

Dé tao mot lién két tu dong trong bang tinh, ban co thé sir dung ma VBA sau:

Public Sub AddHyperlink ()

Sheets ("Sheetl") .Hyperlinks.Add Anchor:=Sheets ("Sheetl") .Range ("Al"), Address:=
hyperlink"



End Sub

Sheets — Tén trang tinh chén lién két (Trong vi du nay 1a Sheet 1).Trong dé:
- Range — Tén 6 chén lién két (Trong vi du nay la A1).

= SubAddress — lién két dich dén, vi du hyperlink s& di chuyén dén dau ( trong vi
du nay la Sheet3!B5).

- TextToDisplay — noi dung hién thi trong 6 ( trong vi du nay 1a “My hyperlink™).

Theo d6, may tinh s& chén mot lién két c6 tiéu dé “My hyperlink” vao 6 Al tai
trang tinh Sheet! trong bang tinh nay. Nhap chudt vao lién két dé di chuyén toi 6 BS
trong Sheet3 cua bang tinh.

3. Cap nhit, hay bé lién két
CACH CHINH SUA LIEN KET TRONG EXCEL

Néu ban tao lién két bang hop thoai Insert Hyperlink dialog thi s& str dung chinh
hop thoai nay dé sira ching. Nhip chudt phai ¢ 6 chén lién két, chon Edit
Hyperlink... hoic st dung t6 hop phim Crtl+K hodc nhdp chudt vao

nat Hyperlink trén thanh cong cu.

Sheetd

[ 3 Cut
E® Copy

 Paste Options:

=
=Y

&

Paste Special...

111}

Inzert...

Delete...

Clear Contents
t,j Inzert Comment

Format Cells...
Pick From Drop-down List...

* Define Mame...

& Edit Hyperlink...
Dpen Hyperlink

SR Remove Hyperlink

Du thao tac theo cach nao, hop thoai Edit Hyperlink s& hién ra. Tir day ban co thé
thuc hién céc chinh stra néu mudn trong ndi dung lién két hodc dia chi lién két hodc
ca hay, sau d6 nhip OK.



Dé chinh sira cong thirc hyperlink, chon 6 chtra ham Hyperlink va chinh stra. Cac
meo tiép theo duogc giai thich cu thé trong cach chon mdt 6 ma khong bi diéu hudng
t6i dia chi lién két.

CACH THAY POI BPINH DANG LIEN KET PUQOC CHEN

Céc lién két duogc cheén trong Excel duoc mdc dinh c6 dinh dang chit gach chan mau
xanh. Cac budc dé chinh stra dinh dang nay nhu sau:

1. Trong tab Home, nhom Styles:

= Nhip chuét phai Hyperlink, sau d6 chon Modify... dé chinh sira dinh dang
lien két da st dung

= Nhiap chuét phai Followed Hyperlink, sau d6 chon Modify... dé chinh sira
lien két da dugc dung trude do

—F| bl
Bad Good MNeutral | “
- Explanatory ... | Followed Hy... IH',rperImk | Iﬂsert Delete Format
Apply Aﬂply
Modify... Modify...
Duplicate... Duplicate...
Delete Delete
1 Add Gallery to Quick Access Toolbar Add Gallery to Quick Access Toolbar

2. Trong hop thoai Style, chon Format...
rStyie

Style name: | Hyperlink

Style includes
|:| Humber:

|:| Alignment:

Font: Calibri (Body) 11, Underline Hyperlink
|:| Border:

[ Filr:

|:| Protection:

oK ] [ Cancel




3. Trong hop thoai Format Cells, chuyén sang tab Font hoic Fill, st dung ty
chon ban mudn va chon OK . Vi du, ban c6 thé thay doi kiéu chix va mau chir
nhu vi du dudi day:

4. Thay dbi s& hién thi ngay lap tic trong hop thoai Styles. Néu ban quyét dinh
khong &p dung mat sb chinh sira cd dinh thi hdy xoac cac hop kiém cho céc tiy

Style )

Style name: | Hyperlink

Style includes
[ Mumber:

[T] Alignment:

Font: Calibri (Body) 11, Italic Underline
Accent 2, Darker 25%

[C] Border:

[ Fime

[] Protection:

| ok || cancel

chon do.

-
L

5. Cudi cuing chon OK dé luu thay doi.

Luu y. Moi thay d6i duoc thyc hién cho dinh dang lién két duoc cheén sé ap dung
cho tat ca cac lién két duoce chén khac trong bang tinh hién tai. Ban s€ khong thé
chinh stra dinh dang riéng biét cho ting lién két.

CACH XOA LIEN KET PA PUOC CHEN TRONG EXCEL

Dé xo6a lién két trong Excel can thuc hién qua hai thao tac sau. Nhap chudt phai tai
lién két o, chon Remove Hyperlink.



|i‘1§n+ﬁ I

X Cut
ER Copy
i Paste Options:

=
=4

&
Paste Special...

111

Insert...
Delete...
Clear Contents
¥ Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...
& Edit Hyperlink..
* Open Hyperlink
% Remove Hyperlink

Lién két s& duoc x6a va gitt nguyén ndi dung lién két trong 6 d6. Pé xoa ca noi
dung lién két, nhap chudt phai vao 6, chon Clear Contents.

LO1 KHUYEN SU DUNG LIEN KET TRONG EXCEL

Bén canh viéc hoc cach tao méi, chinh sira va xoa lién két da duoc chén khoi Excel,
ban ciing c6 thé tham khao nhitng 10i khuyén hitu ich sau dé sir dung lién két mot
cach hiéu qua nhat.

CACH DPE CHON O CO CHUA LIEN KET

Excel mic dinh s& di chuyén ban t&i lién két duoc chén khi nhap chudt vao 6 cé
chira lién két, nhu mot ban hodc mot trang web. Tuy nhién, dé co thé chon 6 tinh ma
khong di chuyén t6i dia chi d6, nhap vao 6 va giit nut chudt cho dén khi con trd bién
thanh chit thap 9 sau do6 tha ra.

Néu lién két chi chiém mot phﬁn cua mot 0 tinh, di chuyén con tré chudt 1én vung
tréng, va ngay khi n6 thay dbi tir hinh con tro sang hinh chit thap, hdy nhap vao 6:
Price list Iﬂ}-—-—CIick to select the cell

Mot cach khac dé chon mot 6 ma khong can mé lién két 1a chon mét 6 1an can, va
st dung cac phim miii tén dé t6i 6 lién két.

CACH THUC BE TRICH XUAT MOT PIA CHI WEB TU LIEN KET TRONG
EXCEL

C6 hai cach dé trich xuét dia chi web tir lién trong Excel d6 1a: thu cong hoic lap
trinh.



TRICH XUAT PIA CHI WEB THU CONG TU LIEN KET

Néu muodn xuat nhiéu lién két mot luc, hdy thao tac theo nhitng budc sau:

1.
2.

Chon 6 tinh chua lién két

Mo hop thoai Edit Hyperlink bang to hop phim Ctrl + K, hodc nhap chuét phai
vao lién két hyperlink sau d6 chon Edit hyperlink....

Trong muc Address field, chon dia chi lién két va ding té hop phim Ctrl + C dé
sao chép.

L%

-
Edit Hyperlink

L2 [

Link to:

Existing File
or Web Page

Place in This
Document

Create New
Document

=

E-mail
Address

Text to display: | Ablebits

Look in: | My Documents |E| E D
c ; ﬁ Bookl xlsx - Bookmark...
urren
Folder ﬁ Book? xlsx
& Book3 axlsx
Browsed i
Pages
Recent
Files —
Address: https:/wwawv.ablebits.com/-—— Copy the URL |E|

|

oK ] ’ Cancel

Nhéap Esc hoic chon OK dé dong hop thoai Edit Hyperlink

Dan dia chi lién két URL vao mot 6 tinh trong bat ki. Va thé 1a ban da c6 duoc
dia chi web!

TRICH XUAT NHIEU PIA CHI LIEN KET BANG MA VBA

Néu ban c6 nhiéu lién két trong mot bang tinh Excel thi viéc trich xut chiing thu

cong s€ rat tén thoi gian. Chinh vi vy, doan ma du¢i day co thé gitp ban tiét kiém

thot gian béng cach trich xut tat ca dia chi lién két mot cach tu dong:

Sub ExtractHL()

Dim HL As Hyperlink

Dim OverwriteAll As Boolean

OverwriteAll = False

For Each HL In ActiveSheet.Hyperlinks



If Not OverwriteAll Then
If HL.Range.Offset(0, 1).Value <> *“” Then

If MsgBox(“One or more of the target cells is not empty. Do you want to overwrite all cells?”,
“Target cells are not empty”) = vbCancel Then

Exit For

Else

OverwriteAll = True

End If

End If

End If

HL.Range.Offset(0, 1).VValue = HL.Address
Next

End Sub

Hinh minh hoa dudi day thé hién ma VBA trich xuét tat ca dia chi lién két tir cot co
chtra lién két hyperlink va dua ra két qua ¢ cot bén canh.

A B
Hyperlinks Web-address
Ablebits  https://www.ablebits.com/
Google https://www.google.com/
Microsoft  https://www.microsoft.com/

o T N B

Chuyén ddi bang tinh thanh dir liéu cd chira lién két dwoe chén

Ngoai van ban, nhiéu bang tinh c6 chira ¢4 nhiing dd thi, hinh anh, van ban hodc cac
hinh dang c6 thé chuyén sang dang lién két. Chi bang cti nhap chudt phai vao ddi
tugng can chuyén doi ( nhu hinh minh hoa duéi day), chon Hyperlink...



¢ xR

Style Fill  Cutline

Click here

X Cut
E Copy
Paste Options:

r=1

N

Edit Text

[

Edit Points

% Hyperlink...
ﬁ Smart Lookup

Méch ban. Mot s6 biéu db khi nhap chudt phai s& khéng c6 phan lua
chon Hyperlink. Dé chuyén mét biéu do trong Excel thanh lién két, chon biéu do va
sir dung t0 hop phim Ctrl+K.

LIEN KET TRONG EXCEL BJ LOI, CAC NGUYEN NHAN VA CACH KHAC
PHUC

Néu cac lién két khong hoat dong trong bang tinh, hiy thuc hién cac budc khic
phuc su ¢6 dudi day dé tim ra nguyén nhan va cach khic phuc ching.

THAM CHIEU KHONG HOP LE (REFERENCE ISN’T VALID)

Ddu hiéu: Khi nhap chudt vao lién két trong Excel, nguoi dung s& khong duoc di
chuyén t&i dich lién két va hop thoai bao 161 “Reference isn’t valid” (Tham chiéu
khéng hop [¢) hién 1én.

i B’
Microsaft Excel [

i l; Reference isn't valid.

L A

Céach khdc phuc: Khi tao lién két t6i mot trang tinh khac, tén cta trang tinh chinh 1a
muc tiéu lién két. Néu sau d6 ban d6i tén trang tinh, Excel s€ khong xac dinh duogc
vi trf cia muc tiéu, va lién két s& ngung hoat dong. Dé khic phuc su ) nay, ban can
thay doi tén ctia trang tinh vé nguyén ban hoac chinh sira lién két chén dé lién két
lai v6i trang tinh d3 duoc doi tén.

Néu ban d3 tao lién két vi mot tép tin nhung sau do lai di chuyén teép tin do té1 mot
vi tri khac, ban s& can phai chinh stra lai dudng din moéi t6i tép tin nay.

LIEN KET XUAT HIEN DUO1 DANG VAN BAN THUAN TUY



Dadu hiéu: Dia chi web da nhap, sao chép vao bang tinh cua ban nhung khong tu
dong chuyén thanh dang lién két, hoidc khong c6 dinh dang ndi bat 1én véi chit mau
xanh va c6 gach chan. Hoic lién két van ding dinh dang nhung lai khong di chuyén
t&d1 muc ti€u khi nhép chuot vao.

Céach khdc phuc: Nhap dap chudt vao 6 tinh hodc nhan F2 dé chinh stra, di dén cudi
dia chi URL va 4n Enter. Excel s& chuyén dang vin ban d6 sang dang lién két. Néu
nhiéu lién két ciing gip 18i tuong tw, can kiém tra lai dinh dang cua 6 tinh. Déi khi
16i ndm & dinh dang cta 6 tinh khi & dinh dang General. Trong truong hop dé, hiy
thir thay d6i dinh dang cua 6 tinh sang dang Text.

LIEN KET KHONG HOAT PONG KHI MO LAl BANG TINH

Ddu hiéu: Lién két ctia Excel truéc d6 van hoat dong binh thuong nhung sau khi
mo lai bang tinh, ching chuyén sang mau xam va khong hoat dong.

Cach khdc phuc: Pau tién, kiém tra lai lién két dich xem c6 thay d6i nio hay
khong, vi du van ban dich da bi d6i tén hodc x6a bo. Néu khong, ban can nhac tat
tiy chon budc Excel phai kiém tra céc lién két Hyperlink mdi khi bang tinh dugc
Iuru lai. Nhitng tiy chon nay da thong bao voi Excel dé vo hiéu hoa cac lién két ( vi
du, lién két t6i cac tép tin duoc luu trir trong mang ndi bd co thé bi vo hiéu baoi 16
may chu). Dé tit tiy chon nay, hiy lam theo cac budc sau:

1. Trong Excel 2010, Excel 2013 and Excel 2016, chon File > Options. Trong
Excel 2007, chon nut Office > Excel Options.

2. Trén goc trai, chon Advanced.
3. Kéo xudng toi phan General, chon phan Web Options...

4. Trong hop thoai Web Options, doi sang tab Files, bo lua chon Update links on
save, sau do chon OK.



- '
Web Cptions @g

| General.l Browsers Files I Pictures | Encoding | Fonts |

File names and locatigns
Organize suppoiting files in a folder

Use long file naﬁes whenever possible
[iupdate links on savei

Default editor
Check if Office is the def

It editor for Web pages created in Office
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CAC LIEN KET PUQC TAO BO1 HAM HYPERLINK KHONG HOAT PONG

Ddu hiéu: Mot lién két duoc tao ra bﬁng cach s dung ham HYPERLINK khong mo
hodc hién thi mot gia tri 16i trong mot 6.

Céach khdc phuc: Hau hét van dé cua lién két duoc tao boi ham HYPERLINK bi 16i
do dudng dan sai hodc khong ton tai, trong phan link_location .

Trén day 1a cach tao, chinh sira va x6a lién két chén trong Excel. Cam on sy quan
tam va hen gdp ban trong nhitng bai tiép theo.

4. Nap vao trang tinh cac dir liéu tir tép van ban cé dat cac dau ngan cach
dir liéu

Khi tinh toan dir liéu trong Excel, d6i khi ban s& gip phai truong hop can lay dir

liéu tir mot trang tinh hodc tham chi mot file Excel khac. Dé lam dugc diéu nay, ban

chi can tao lién két gitra hai trang tinh (ciing mot bang tinh hodc khac bang tinh)

bang cach st dung 6 tham chiéu ngoai hodc dudng link.

O tham chiéu ngoai trong Excel 1a sy tham chiéu din t6i mot 6 hodc mot mang cac
6 (range) khong nam trong trang tinh hién tai. Loi ich ciia viéc ding tham chiéu
ngoai 1a bat ctr khi ndo 6 tham chiéu thay ddi, gia tri tra vé bai 6 tham chiéu ngoai
s€ tu dong cap nhat.



Gitta tham chiéu ngoai trong Excel va 6 tham chiéu van c6 nhimng diém khac biét
mic du chung twong ty nhau. Trong bai huéng dan nay, ching ta ciing bat dau véi
nhirng budc co ban va tao mot vai loai tham chiéu ngoai qua cac vi du cu thé

TAO THAM CHIEU TU MQT TRANG TiNH KHAC

Dé tham chiéu mot 6 hodc mot mang cac 6 tir mot trang tinh khac cing nam trong
mot bang tinh, dua tén trang tinh dang sau dau (1) ndm trude dai chi 6.

CONG THUC CO DANG NHU SAU
o Tham chiéu téi mot 6 riéng lé
Tén_trang tinh!DPia chi o
Vi du tham chiéu t6i 6 A1 nam trong Sheet2, danh Sheet2!Al.
o Tham chiéu téi mét mang
Tén_trang tinh!0_dau:0_cudi
Vi du tham chiéu t6i cdc 6 A1:A10 trong Sheet2, danh Sheet2! A1:A10

= Luwu y: Néu tén trang tinh chra ddu cach hoic ki tu khéng phai chit cai, ban
phai dat tén trang tinh trong dau nhay. Vi du mot tham chiéu ngoai téi 6 Al
trong trang tinh c6 tén 1a Thong ké, cong thirc nhu sau: “Thong ké’!A 1.
Trong thuc té khi nhan gia tri 6 A1 trong trang tinh Thong ké véi 10, cong thic
tham chiéu ngoai nhu sau

="Thong ké’!A1*10
TAO THAM CHIEU TO1 MOT TRANG TiNH KHAC TRONG EXCEL

Khi viét cdng thirc tham chiéu téi 6 nam trong trang tinh khéc, ban c6 thé danh tén
trang tinh khéc dang sau dau (1) va tham chiéu mot 6 mot cach thi cong va dé mic
16i.

Céch tt hon 14 chi téi 6 nam trong trang tinh khac ma ban mudn cong thirc tham
chiéu t6i va dé Excel tu stra ca phap. Dé Excel chén tham chiéu t6i mot trang tinh
khac, l1am theo cac budc sau

1. Banh cbng thirc vao vi tri 6 hoac vao thanh cong thac

2. Khi mubn chén tham chiéu téi trang tinh khac, chuyén téi trang tinh va chon
mot 6 hoic mot mang 6 ban mubn tham chiéu toi

3. Két thuc danh cong thirc va an Enter dé hoan tat

Vi du, néu ban ¢6 mdt danh sach Doanh sb ban hang va ban mubn tinh thué gia tri
gia ting (19%) cho mdi san pham trong mot trang tinh khac tén VAT, thyc hién theo
cac budce sau



o Panh cong thirc =19%* vao 6 B2 nam trong trang VAT

o Sang trang Doanh sd, va click vao & B2. Excel s& tu dong chén tham chiéu
ngoai téi 6 d6 nhu hinh dudi day

B2 : =1 Q%*fDoanh s0’IB2
A

A B
1 Ma&u Doanh sd
2 |T-83920 [$1,572 |
3 'M-9375 $6,294
4 2-29874 $2,583
5 |A-2385 $8,205
6 |C-33459 $2,685
4d ) Doanh so VAT ==

o An Enter dé hoan thanh cong thirc

= Luwu y Khi chén tham chiéu Excel ti mét trang tinh khac sir dung phuong thirc
trén, mac dinh cua Excel Microsoft la thém tham chiéu twong d6i (khdng c6 ki
tu $). Vay trong vi du trén, ban cd thé copy cdng thirc cho céc 6 khac trong cot
B nam trong trang tinh VAT, 6 tham chiéu c6 thé diéu chinh cho mdi hang, va
ban s& c6 VAT cho mdi mau dugc tinh toan chinh xac.

Tuong tu nhu trén, ban c6 thé tham chiéu mot mang cac 0 trong trang tinh khac.
Piém khac biét duy nhat 1a chon nhiéu 6 tir trang tinh. Vi dy, dé tim tong doanh s6
ban hang trong cac 6 B2:B5 trong trang tinh Doanh sé , ban nhap cong thirc sau

=SUM (‘Doanh s6°!B2:B5)



SUM v X  fx =SUM(Doanh s5'1B2:B6)
A B C
1 u .Dnanh sd (VND)
' 2 3920 1,528,505
3 3375 1,693,607
| 4 9874 7,392,603
5 385 2,597,106
| 6 3459 | 6,064,697
| D
4 » Doanh sé VAT -

THAM CHIEU TU BANG TINH KHAC

Trong cong thirc Microsoft Excel, tham chiéu ngoai tir bang tinh khach duoc trinh
bay theo hai cach dya trén vi tri nguon ciia bang tinh mo hay dong

THAM CHIEU NGOAI TU BANG TINH MO

Khi ngudn bang tinh md, tham chiéu ngoai chira tén bang tinh dit trong ddu ngodc
vudng (bao gdm phan mo rong tép) dung trude tén trang tinh, ddu (1), va 6 tham
chiéu hodc mang tham chiéu. Ct phap nhu sau:

[Tén_bang_tinh]Tén_trang_tinh!Pia_chi_6_tham_chiéu

Vi du tham chiéu ngoai téi B2:B5 trong trang tinh Thang 1 nam trong bang tinh
Doanh s.xIsx:

[Tong.xIsx]’T1°B2:B5

Néu mudn tinh téng cac 9, cong thirc tham chiéu bang tinh nhu sau:
=SUM (|Tong. xIsx]T1!B2:B5)

THAM CHIEU NGOAI TU BANG TINH PONG

Khi tham chiéu tir mot bang tinh khac, bang tinh nay khong nhat thiét phai mg. Néu
ngudn cla bang tinh 12 dong, ban phai chén duong dan t&i tham chiéu ngoai

Vi du, dé chén 6 B2:B5 vao trang tinh Thang 1 tir bang tinh Doanh s4. xIsx ndm
trong folder B&o c&o trong 6 D, cong thirc nhu sau:

=SUM (D:\BC\[Téng. xIsx]’T1"!B2:B5)

voi



o Duong dan file: chi ra 6 va duong dan t6i noi luu trit file Excel (D:\BC\ nhu
trong vi du nay)

o Teén bang tinh: gébm tép ma rong (.xlsx, .xls, hodc xslm) va luén duoc dit trong
ngoic vudng nhu [Tong.xlsx] trong cong thic trén

o Tén trang tinh: noi chtra 6 tham chiéu. Phan nay bao gom tén trang tinh va dau
cham than theo sau (nhu trong vi du nay la ‘77°))

o O tham chiéu: chi & hoiac mang 6 tham chiéu trong cong thirc

Néu ban di tao tham chiéu ti mot bang tinh mo va sau d6 déng ngudn ciia bang
tinh, tham chiéu ngoai s& tu dong cap nhat bao gdm ca dudng dan day du.

= Luwu y: Néu tén trang tinh hoic tén bang tinh hoic ca hai chira ki tu tréng hoic
ki ty khong phai chix cai, ban phai dat tén hoic duong dan trong dau nhay. Vi
du:

=SUM(‘[Doanh sb.xIsx]T1°!B2:B5)

=SUM (‘|Tong.xIsx] Thang 1°!B2:B5)

=SUM (‘D:Bao cao\[Doanh sd.xIsx] Thang 1’!B2:B5)

TAO THAM CHIEU TO1 MOT BANG TINH KHAC TRONG EXCEL

Gidng nhu truong hop tao cong thire Excel tham chiéu t6i trang tinh khac, ban
khong can phai danh tham chiéu t6i bang tinh mot cach thu cong. Chi can chuyén
sang bang tinh khac khi dang nhap cong thirc va chon 6 hoic mang ban mudn tham
chiéu t6i. Microsoft Excel s& lam phan viéc con lai

=SUM(‘[Doanh sé.xIsx]Thang 1’'B2:B5)

A B C D
1 v3u {Doanh s8(VND) [
2 1-2432 2,143,214
3 12341 2,545,235
4 .-3455 6,357,927
52342 | 7,286,910

4d ) Thang 1 +




= Luu y: Khi tao tham chiéu téi trang tinh khéac bang cach chon 6, Excel lubn
chén tham chiéu tuyét d6i. Do d6, néu ban dinh copy céng thitc méi 1ap sang
c4c 6 khéc, hay chic ring ki higu dollar ($) dugc bo khoi 6 tham chiéu dé dua
tham chiéu vé dang turong dbi hodc hdn hop dira vao muc dich cua ban.

THAM CHIEU TO1 TEN TRONG CUNG HOAC KHAC BANG TiNH

Pé tao tham chiéu ngoai gon hon, ban c6 thé tao tén trong nguén trang tinh sau do
tham chiéu toi tén dé tir trang tinh khac ndm trong cung hodc khac bang tinh.

TAO TEN TRONG EXCEL

Dé tao tén trong Excel, chon tat ca cac 6 ban mudn tham chiéu. Sau do téi
tab Formulas>Defined names va click vao nat Define name hodc 4n Ctrl+F3 va
click New

Trong hop thoai New Name, danh tén ban mudn (nhé rang ki tu tréng khong dugc
sir dung cho tén Excel), va kiém tra mang tham chiéu dugc ghi trong 6 Refers to.

Vi du day 1a cach tao tén (Doanh_sé_T1) cho 6 B2:B5 trong trang tinh Thang 1

Define Name

Names in workbook:

Enter a name for the data range:
Doanh_s8_T1
Select the range of cells:

='Thang 1''$B$2:$B$5 ]

Close | el

=  Luwu y: Hinh anh trén su dung Excel 2016 nén giao dién Define Name sé khac
so voi Excel 2013 tré vé trude véi Refers to twong duong vai Select the range
of cells, Name tuong duong Enter a name for the data range.

Sau khi tén duogc tao lap, ban co thé st dung tham chiéu ngoai nay trong Excel.
Dinh dang ctia tham chiéu nay don gian hon nhiéu so v&i tham chiéu trang tinh va
bang tinh vira dé cap trén day.
=  Luwu y: Tén duoc tao mac dinh véi level bang tinh (ghi trong muc Scope twong
duong Name in workbook). Ban ciing c6 thé lap tén & level trang tinh bing cach



chon trang tinh twong tng tir danh séch trong Scope (Names in workbook). Béi
vé6i tham chiéu Excel, gisi han tén vo cliing quan trong boi né xac dinh gigi han
ma tén duoc sir dung khi tham chiéu.

Céc ban nén tao tén & level bang tinh (trir khi ban c6 1y do dé khdng sir dung né)
boi chiing don gian hoa viéc tao lap tham chiéu ngoai hon nhiéu so véi tén trang
tinh.

THAM CHIEU TEN TRONG TRANG TINH KHAC NAM CUNG MQT BANG
TINH

Dé tham chiéu tén level bang tinh trong cting mot bang tinh, ban chi can dénh tén
vao tham s6 ciia ham

=Function (tén)

Vi du dé tim tong clia cac 6 nam trong tén Doanh sd T1 ma ban vira 1ap xong, sir
dung cong thuc sau
=SUM(Doanh_sé_T1)

Pé tham chiéu tén level trang tinh tir mot trang tinh khac nam trong ciing bang tinh,
ban phai dit tén trudc tén trang tinh va diu cham than dang sau:

=Function (Tén_trang_tinh!tén)
Vidu
=SUM (T1!Doanh_sb_T1)

Néu tén trang tinh chtra dau cach hodc ki tu khong phai chit cai, hay nhd dat ching
bén trong dau nhay nhu sau

=SUM(‘B4o c4o0 T1’!Doanh_s6_T1)
THAM CHIEU TEN TRONG BANG TiNH KHAC

Tham chiéu toi tén level bang tinh & khac bang tinh bao gom tén bang tinh (gom tép
mo rong), dau chim than va tén (tén ctia mang)

=Function (Tén_béng_tinh!tén)
Vidu
=SUM (Tong.xIsx!Doanh_s6_T1)

Pé tham chiéu tén level trang tinh trong bang tinh khac, tén trang tinh va diu cham
than theo sau cling phai nam trong cong thirc, va tén bang tinh phai dit trong ngoic
vuong. Vi du:

=SUM (‘C\Documents\Téng.xIsx’!Doanh_s6_T1)
CACH T40 THAM CHIEU TEN



Néu ban da tao nhiéu tén khac nhau trong trang tinh Excel, ban khong can thiét phai
nhd tat ca tén cua ching. Dé chén tham chiéu tén véao cong thtrc, thuc hién theo cac
budc sau

o Chon vi tri 6, nhap déu (=) va danh cong thirc hoic phép toan
o Khi mudn chén tham chiéu tén, ban 1am nhu sau

Néu tham chiéu tén ¢ level bang tinh nam trong bang tinh khac, chuyén ti bang
tinh d6. Néu tén nim trong trang tinh ma cung bang tinh, bé qua budc nay

Néu ban dang 1ap tham chiéu t6i tén & level trang tinh, di chuyén t6i trang tinh d6
(ndm trong cung hodc khac bang tinh)

o An F3 dé mé hop thoai Paste Name, chon tén ban muén tham chiéu va click
OK

SUM CX v fx =SuMm()

A B C D E

Paste Name

A 4

Doanh_sd_T1

n B W N

()]

~

o oo

|
s Cance

o Nhap xong céng thtc hoic phép tinh va 4n Enter




5. Nhap va xuat dir liéu XML

Nguén dé liéu ngoai 1 gi?

Dt liéu ngoai la dir li¢u ma ban lién két hodc nhap vao excel tir mdt ngué)n nam
ngoai Excel. Vi du nhirng dit liéu bén ngoai bao gébm

« Dit liéu duoc luu trir trong co s& dit liéu Microsoft Access. Piéu ndy co thé
la théng tin tir mot ang dung tdy chinh, vi du nhu Bang lwong, Piém béan
hang, Hang ton kho ...

o Dir liéu tir SQL Server hoac céac céng cu co so dir liéu khac, vi du nhu
MySQL, Oracle ...hodc c6 thé théng tin tir mot @ng dung tdy chinh

« Tu mot trang web hoic dich vu web — D6 ¢6 thé 1a thdng tin tir mot dich vu
Web nhu ty gia hdi doai tir Internet, gia co phiéu ...

o Tutép van ban CSV, tab duoc phan tach ... Pay c6 thé 1a thong tin tir (ing
dung cua bén thir ba khdng cung cap lién két truc tiép. Dit liéu nay co thé
bao gom cac khoan thanh toan ngan hang duoc xuat sang tép CSV dugc phan
tach bang dau phay ...

o Cac loai khac nhu dir liéu HTML, Windows Azure Market Place ...

Vi du vé nguén di ligu ngoai trang web (di ligu XML)

Trong vi du nay, chung ta s€ thuc hién mot giao dich béng tién Euro va mudn nhan
ty gia hbi dodi tir dich vu web ctia Ngan hang Trung wong chau Au (ECB). Lién két
API ty gia hoi doai 1a

http://www.ecb.europa.eu/stats/eurofxref/eurofxref-daily.xml

Budéc 1: Dau tién ban mo mot bang tinh Excel mai.
Budc 2: Trén giao dién ribbon cua Excel, ban chg thé¢ DATA

Bu6c 3: BAm nut “From Web” & goc trén cling bén trai, ngay dudi nhom tinh ning
Get External Data

Budc 4: Trong ctra s6 New Web Query hién thi, ban thuc hién nhu sau.

« Nhap dia chi trang web http://www.ecb.europa.eu/stats/eurofxref/eurofxref-
daily.xml vao 6 Address (1).

« B4m nat Go (2) va ban s& nhan dugc ban xem trudce dit liéu XML

« Sau d6 bidm nat Import khi hoan tat


http://www.ecb.europa.eu/stats/eurofxref/eurofxref-daily.xml
http://www.ecb.europa.eu/stats/eurofxref/eurofxref-daily.xml
http://www.ecb.europa.eu/stats/eurofxref/eurofxref-daily.xml

New Web Query ?

Ag:o hitp:/fwww.ech.europa.eu/stats/eurofuref/el w 2 Ef," Dptions...
Click E| next to the tables you want to select, then click Import.
[+]

<?xml version="1.0" encoding="UTF-8" ?= ~

- «gesmes:Envelope
xmins:gesmes="http:/ /www.gesmes.org/xml/2002-08-01"
xmins="http:/ /www.ecb.int/vocabulary/2002-08-01/eurofxref">
<gesmes:subject=Reference rates</gesmes:subject:
- <gesmes:Sender:>
<gesmes:name =European Central Bank</gesmes:name x>
</gesmes:Sender>
- <Cube=
- <Cube time="2015-02-13"=
<Cube currency="USD" rate="1.1381" />
<Cube currency="IPY" rate="135.46" /=
<Cube currency="BGN" rate="1.9558" />
<Cube currency="CZK" rate="27.640" /=
<Cube currency="DKK" rate="7.4440" /=
=Cube currency="GBP" rate="0.74010" /> V)
zCube currency="HUF" rate="306.03" /=
lmporte Cancel

|D-::|r1e | |

« Trong hop thoai Import Data hién thi, ban bdm nit OK.

Import Data ?

Where do you want to put the data?
IEJ XML table in existing worksheet:

sas| E:
() Existing worksheet;

ol

sl

=5A%1 3,
() Mew worksheet

Add this data to the Data Model

Properties... 1| Cancel

o Bay gio ban s¢ nhan duoc bang dit li¢u nhu hinh dudi day.



|l ns1:subject n nsl:name n time

2 |Reference rates European Central Bank 13/02/2015 USD 1.1381
3 Reference rates European Central Bank 13/02/2015 JPY 135.46
4 |Reference rates European Central Bank 13/02/2015 BGN 1.9558
5 Reference rates European Central Bank 13/02/2015 CZK 27.64
& [Reference rates European Central Bank 13/02/2015 DKK 7.444
7 Reference rates European Central Bank 13/02/2015 GBP 0.7401
& |Reference rates European Central Bank 13/02/2015 HUF 306.03
% Reference rates European Central Bank 13/02/2015 PLN 4.1768
10 |Reference rates European Central Bank 13/02/2015 RON 41,4431
11 |Reference rates European Central Bank 13/02/2015 SEK 9.5887
12 Reference rates European Central Bank 13/02/2015 CHF 1.0576
13 |Reference rates European Central Bank 13/02/2015 NOK 8.6535
14 |Reference rates European Central Bank 13/02/2015 HRK 7.7128

15 |Reference rates European Central Bank 13/02/2015 RUB

Vi du vé nguén di ligu (di liéu XML) dwoc lwu triv trén may tinh
Buwéc 1: Dau tién tai tap tin XML vé mdy tinh tai day.

Budc 2: Mo mot bang tinh Excel mai.

Budc 3: Trén giao dién ribbon ctiia Excel, ban chg thé DATA

Bud6c 4: Bam nut “From Other Source” & goc trén cliing bén trai, ngay dudi nhom
tinh ndng Get External Data.

H - &- =
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA

I:‘—» ”:e %] Connections

= Properties
From From Fromj From Other Existing Refresh

Lol

]

Access Web  Text| Sources~ onnections All~ e Edit Links
Get External Data Connections
Al v - f;
A B C D E

W N -

Buwdc 5: Trong menu x0 xuéng ban chon muc “From XML Data Import”


https://drive.google.com/uc?export=download&id=1TNhCKy_2idJ9Umwk5QAtrUNFEeCejBEh

@B‘)'C":

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

P D D EE r (=] Connections & - Y b A
o =i 2l Eﬂ )
@ @ E]’ == , r mprop rties i
From From From | “  Oth: Existing Refresh zl Sort Filter

Access Web  Text , % Connections  All~ b Edit Links
Get Exi D From SQL Server

A

Create a connection to a SQL Server table. Import data into Excel as a
Al wel 3 Table or PivotTable report.

From Analysis Services
A : D Create a connection to a SOL Server Analysis Services cube. Import data
1 | into Excel as a Table or PivotTable report.
2 | 1 From Windows Azure Marketplace
3 =/  Create a connection to a Microsoft Windows Azure DataMarket Feed,
**  Import data into Excel as a Table or PivotTable report.
4 B From OData Data Feed
5 == Create a connection to an OData Data Feed. Import data into Excel as a
6 i A
7 B From XML Data Import‘
g = Open or map a XML file into Excel.
g —
B From Data Connection Wizard
10 Import data for an unlisted format by using the Data Connection Wizard |
1 E and OLEDB,
12 B From Microsoft Query
= Import data for an unlisted format by using the Microsoft Query Wizard

13 P Y g y
14 i and ODBC. Functionality is limited for compatibility in previcus versions, |
15

Buwoc 6: Duyét dén vi tri luu tap tin XML ma ban vira tai vé & budce 1, kich chon tén
tap tin va bam Import.

Budc 7: Ban s€ nhan dugc hop thoai Import Data giéng nhu ¢ trén.

Buwéc 8: BAm nat OK va ban s& nhan dugc bang dir li¢u nhu hinh dudi day.

Al ¥| & F< || firstname

il firstname ﬂ lastname ﬂ street n city n email

2 |Phil Jones 123 School Road New York james@guru99.com 4940001
3 [Janet Baker 124 School Road New York Janet@guru99.com 4940001
4 Darren Kirk 125 School Road New York Darren@guru99.com 4940001
5 |James Smith 101 South Street New York james@guru99.com 4940001
6 Tom White 202 Victoria Road New York tom@guru99.com 4940002,
7

8

g

10

11




Tong két

Nhu ban c6 thé thay, Excel ¢6 cac tinh ning manh mé cho phép nguoi ding phan
tich dit liéu sd va tao cac bao cdo truc quan nhu biéu d6. Ban c¢6 thé tan dung kha
nang nhap dir liéu tir ngudn bén ngoai dé tao ra cac bao céo tiy chinh riéng, dap
g yéu cau bao cdo doanh nghiép ctia minh.



Bai 6: Phan tich dir liéu

1. Tim hiéu céng cu phan tich dir liéu tw dong.
Tao mot bao cao PivotTable don gian

Gia str chung ta c6 bang tinh sau day:

m Home Insert Page Layout Farmulas Data Review View
B ::‘ Arial == =¢  General - i_él % |__;“"5| :::
- = = = - .0 .00 anditis ar .
e g B I U == Hr 8k o g as Table~ Styes~ | [
Clipboard & Faont Alignment Mumber Styles C
Al - I
A B E D E F G H | 4 K
1
2 Store  Region Date Customers Total Sales Camping Fitness Soccer Baseball Fishing  Football
3 2134 Mortheast 06-Jun-05 207 % 6531 & 326 5 1234 5§ 970 %5 1270 § 1483 3 1,243
4 2134 Mortheast 07-Jun-05 162 3 3584 F 800 3 247§ V65 % 1281 % 228 % 192
= 2134 Mortheast 03-Jun-05 188 % 4713 % 837 § 1260 § 959 § V65 % 179 % 713
6 2134 Mortheast 09-Jun-05 171 5 5263 F BRI 5 1134 5 236 5 1353 &5 1011 5 a76
T 2134 Mortheast  10-Jun-05 64 5 4731 5 775 % 294 5 1480 5§ 160 3 864 5 1158
8 2134 Mortheast  11-Jun-05 246 5 3853 F 429 3 853 5 773 5 760 & 739 5 299
9 2134 Mortheast  12-Jun-05 63 5 6077 5 1075 5 1418 § 659 5 1445 5 1340 5 140
10 2298 Midwest  06-Jun-05 86 % 4075 5 @866 § 399 5 270 § G900 3 418 5 1432
1 2298 Midwest  07-Jun-05 234 3 3933 % 1056 5 266 5 781 %5 131 5 1376 % 323
12 2298 Midwest  08-Jun-05 286 % 3818 % 1330 53 489 % 314 5 1119 5 149 % 447
13 2298 Midwest  09-Jun-05 99 5 4923 5 456 F 426 5 368 5 1045 5 1453 5 1175
14 2298 Midwest  10-Jun-05 85 5 5084 % 1061 5 729 5 211 5 939 & 939 5 1,205
15 2298 Midwest  11-Jun-05 2158 5 3517 5 1191 5 3105 123 05 1293 & 300 5 269
16 2298 Midwest  12-Jun-05 124 5 4435 5 998 §F 581 5 350 5 1249 3 295 % 962
17 2166 South 06-Jun-05 215 5 8625 5 1957 5 1995 5 615 5 1623 5§ 370 5 2065
18 2166 South 07-Jun-05 266 3 5902 % 19829 5 612 § 709 5 873 § 1218 % 656
19 2166 South 08-Jun-05 92 % 5032 % 19844 5 1099 % 1804 5 1005 & 1509 3% [k
20 2166 South 09-Jun-05 237 % 7786 % 911§ 1470 5 1430 § V8T 0§ 2074 5 114
21 2166 South 10-Jun-05 G5 5 7669 5 1377 5 2092 5§ 364 5 1793 5 R02 5 14541
22 2166 South 11-Jun-05 263 5 5211 & 1201 5 360 5 BHE 5 522 & 559 5 1,914
23 2166 South 12-Jun-05 159 5 9383 F 1663 5 1978 5 828 5 1375 & 1747 3 179

Day 12 mot trong nhiing loai bang tinh ma ban c6 thé ding dé tao ra mot

PivotTable. Dit li¢u thong ké doanh thu cua 3 cura hang (store) ban dung cu thé thao,

dai dién cho 3 mién (region) trong mot tudn (tir ngay 06 dén ngay 12/6/2005). Cot D

1a s6 khach hang cua tung loai dung cu thé thao, cot E 1a téng doanh thu, va cac cot

con lai 14 doanh thu chi tiét ctia timg mat hang.

bay 1a mot s6 cau hoi ma ban co thé phai tra 101 dua vao bang tinh do:

« Doanh thu cta dung cu cim trai (Camping) tai moi mién ?

« Tai mdi cira hang, ngdy ndo trong tuan 1a ngay dong khach nhat?

« Tai mdi cira hang, mit hang nao ban dugc nhiéu nhat?

« Ngay ndo trong tuan (néi chung) 1a ngay ban é nhat?

To1 s gitip ban tra 161 cau hoi déu tién. Toi s& hudng dan ban tao ra mot PivotTable

dé thay duoc tong doanh thu mit hang Camping ctia mdi mién.



Pé bat dau, ban can bao dam rang ban dang chon mot 6 (bat ky 6 ndo) nim & trong
vung chtra dir li¢u ma ban mudn tao PivotTable. Roi, ban nhan nit PivotTable nim
trong nhom Insert cua thanh Ribbon:

E Home Insert Page Layout Fo

BEEE

fj Smarthrt
PivotTable Table Ficture Clip ...
- Art =t Screenshot -
Tables Illustrations

Excel s& hién thi hop thoai Create PivotTable nhu hinh sau day:

Home Insert Page Layout Formulas Data Review View

HH I bl w A N

st . 4

Tables Ilustrations Charts Sparklines Filter Links Text

SalesData - Jx | Store

1 [ A [ B [ ¢ | o | € [ F [ 6 [ H [ 1 [ J [ K ]
2| Store  Region Date Customers Total Sales Camping Fitness Soccer Baseball Fishing Football
3 2134 Mortheast 06-Jun-05 Lo = d T~ el 270 5 1488 § 1,243
4 2134 Northeast 07-Jun-05@ G T AR dlEqWzs1 s 228 5 1w
5 2134 Northeast 08-Jun-05 - 765 5 179 5§ 713
6| 2134 Northeast 09-Jun-g| “205% the data thak you want to analyze /3 5 1011 5 978
7] 2134 Northeast 10-Jun-05f (© Select a table or range 160 5 864 5 1158
B | 2134 Mortheast  11-Jun-05 Iable/Range: fRz| §760 5 739 5 299
9 2134 Mortheast 12-Jun-05} () \ice an external data source 445 5 1340 § 140
10 2298 Midwest  06-Jun-05 690 & 415 § 1432
1 2298 Midwest  07-Jun-05 131 § 1376 % 323
12 2298 Midwest  08-Jun-05 119 5 149 § 447
13 2298 Midwest  09-Jun-05) choose where wou want the PivotTable report ko be placed 045 § 1453 5 1175
14 2298 Midwest  10-Jun-05) ) vy waorksheet 939 & 939 5 1205
15 2298 Midwest  11-Jun-05 O Existing Workehest 293 5 300 5 269
16| 2298 Midwest  12-Jun-05 - ) — 249 5 295 % 962
7l 2166 South  06-Jun-05 LpeEtitan P63 5 370 5 2065
18 2166 South 07-Jun-05 I oK ] ’ cancel 878 § 1218 % 656
19 2166 South 08-Jun-05 005 § 1509 % 7
20 2166 South 09-Jun-05 2309 ffee » AT % T4 % 1430 % 787 & 2074 § 1,114
2 2166 South 10-Jun-05 65 § 7669 $ 1377 5 2092 § 364 § 1,793 5 502 5 1541
22 2166 South 11-Jun-05 263 § 5211 % 1201 § 360 5 65, § 522 5 559 5 1914
23] 2166 South 12-Jun-05 159 & 9386 5 1663 5 1978 & 828 5 1375 5 1747 5 1797

Trong hop thoai nay, ban thay rang dia chi cua diy 6 chira dir licu (A2:K44) da
dugc nhép sin trong hop Table/Range. Néu nhu cac nit tiy chon dugc chon giéng
hét trong hinh: Select a table or range va New Worksheet, ban hiy nhdn OK dé
dong hop thoai nay.

Excel s& tao mot Sheet mdi, va no sé trong gidong nhu hinh sau day:



I
1%}
4

1 ILI B c PivotTable Field List v X
§ | I Choose fields to add to repart:
4 - [stare ~
) [[Jregion
6 | To build a report. choose fields [pate
T from the PivotTable Field List []Customers
3 [Jrotal sales
9 []camping
Ly — [JFitness
1] = [J5occer
E = [(Basebal
- Fishing
14 = g . v
15 2
16 Drag fields between areas below:
17 W Report Filter # Column Labels
18
19
20
21
gg 1 Row Labels E  Values
24
25
26
27
28
29 [ pefer Layout Update

Nguoi ta goi ddy 1a cai vo ciia mot PivotTable. Trong cai vo ndy, ban s& thay: O bén
trai 1a viing bao cdo PivotTable, 1 viing s& hién thi cac yéu cau ctia ban sau khi ban
d3 hoan tat mot PivotTable. O bén phai la ctra s6 PivotTable Field List, 1a noi ma
ban sé quyét dinh nhirng dir li¢u nao s€ duoc hién thi trén PivotTable, va cach sép
xép cuia chung. Tbi s& trinh bay vai ban chi tiét vé cai PivotTable Field List nay
trong mot bai khac. Con bay gid ban cir tiép tuc da.

Trong hop thoai PivotTable Field List, ban hay nhan vao muc Region dé chon né
(hodc ban nhin vao hop kiém ngay bén canh né ciing duoc). Ban s& thiy muc

Region nay tu dong xuat hién trong ving Row Labels cua PivotTable Field List,
dong thoi PivotTable ciing tu dong hién thi tén cta 3 mién: Midwest, Northeast va

South trong cot A:




|Row Lahelsl*!
Midwest
Mortheast

South

Grand Total
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PivotTable Field List

Choose fields to add to report:

[ 5tare
Region
[Joate
[]Customers
[Total Sales
[ ]camping
[Fitness

[]5occer
[ |Baseball

[ ]Fishing

Drag fields between areas below:
W Report Filter

HH Column Labels

B8] Row Labels

= Values

Region w7

[ ] Defer Layout Update

Tiép tuc, ban nhan vao Camping dé chon n6. Ngay lap tirc, Sum of Caming xuét
hién trong ving Values ¢ phia cudi PivotTable Field List, ddng thoi, & cot B hién
thi tong doanh thu mat hang Camping mg v&i mdi mién.

Cubi cuing, ban nhan vao cai mii tén bé ti nim ngay bén canh muc Sum of Camping
trong khung Values, chon Value Field Settings trong danh sach mo ra.



[Row Labels - 1Sum of Camping

Midwest G953
4896

E D E

PivotTable Field List

Choose fields to add to report:

[ ]5tore

Mortheast
South
Grand Total

Region
[]Date
[Jcustomers
[JTotal Sales
Camping
[ JFitness

[ ]5occer

[ |Bas=bal

[ Fishing

10782
22636

Drag fields between areas below:

¥ Report Filter ] Column Labels

1 RowLabels T Values

Region ' Sumn of Camping

[ ] Defer Layout Update
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Hop thoai Value Field Settings xuét hién. Nhan vao cai nat Number Format. Hop
thoai Format Cells quen thudc s& mé ra, chon Currency. Xong nhian OK hai lan
dé dong tat ca cac hop thoai. PivotTable cila ban s& giong nhu sau hinh say. Néu
thich, va ciing d& xem hon, ban nhan vao 6 A3, noi dang c6 chit Row Labels, sira né
lai thanh Region:

[ 4] A | B [ ] A | B

1 1

2 2

3 Row Labels ~ | Sum of Camping 3 [Region ~ 1Sum of Camping
4 Midwest fasg 4 Midwest 5a5a
5 Mortheast 4895 5 |Morttheast 4895
B South 10762 6 South 10782
7 Grand Total 22636 T Grand Total 22636

Hy vong réng ban sé€ théy viéc tao ra mot PivotTable d& nhu thé nao. Vang, n6 rat
don gian, va néu c6 nhiing yéu cau phtrc tap hon, thi cling vay thoi. Xin néi thém
mot vai khia canh khac cua PivotTable:

Khi mét PivotTable duoc kich hoat, hop thoai PivotTable Field List s& xuat hién.
Nhitng Field dugc chon vao trong bao cdo PivotTable s¢ dugc in dam va c6 mot dau



kiém & ngay bén canh, déng thoi chung ciing xuat hién ¢ nhitng ving bén duéi cia
PivotTable Field List, cho chiing ta biét vai tro ctia chung trong PivotTable. Dé
kich hoat mot PivotTable, ban nhin vao mot 6 bat ky trong vung bao céo
PivotTable. Con néu khong muén kich hoat no, thi ban chi viéc nhéan ra ngoai, bét
ky chd nao trong bang tinh.

Ban s& thiy ¢ bén phai cua tiéu dé Region trong viing béo cdo (6 A3) c6 mot nit
mili tén x6 xudng (drop-down arrow). Nt nay c6 chirc ning tuong ty chirc ning
AutoFilter. Nhin vao do, ban c6 thé Iya chon nhitng muc mubn xem thudc danh
sach Region, ma mic dinh cua no 13 Select All (xem tét c4). Vi du, ban chi mudn
xem doanh thu dung cu cam trai cua riéng mién Midwest ma thoi, ban nhén vao nut
ndy, nhan vao muc (Select All) dé tat n6 di, réi nhan vao muc Midwest, ban s& co
két qua nhu hinh sau:

A B =

1
2
3 |Region ~ |Sum of Camping
4] sortatez
2} sotztoa

Moaore Sart Options...

Label Filters 4

Yalue Filters g

(] (Select All)

[JMortheast
[]5outh

[ Ok l [ Cancel

f
=1

Region -T| Sum of Camping
Midwest 5953
Grand Total 6958

O 00|~ T || = L RS —



2. Hiéu thuit ngir bang tru xoay (pivot table).

So sénh vé6i bang dir liéu ban dau, PivotTable dé doc hon nhiéu. Nhin vao bang bao
c40 ndy, ching ta ¢ thé so sanh s luong dau phim cua timg thé loai video giira cac
cura hang v6i1 nhau (xem theo cdt), hodc so sanh s6 dau phim gitra cac thé loai video
clia mdt ctra hang v6i nhau (xem theo hang). Nhin vao PivotTable, ban c6 thé tra 10
ngay ctra hang nao c6 nhiéu phim hanh dong nhat, phai khong?

Ban c6 thdy rang: viéc di chuyén mot Field tir Row Labels sang Column Labels,
lam cho PivotTable duong nhu 1a xoay bang dir 1i¢u tir doc thanh ngang. Chir
"xoay", trong tiéng Anh, 13 "pivot".

3. Biét cach tao, thay doi mot bang tru xoay.
Tao mdt bao ciao PivotTable v6i nhiéu cot

Vi du & bai trude chi 1a mot trong nhitng bao céo PivotTable don gian nhat. Trong
bai nay, ban s€ hoc cach tao mdt bao cao PivotTable phuc tap hon, c6 nhiéu cot
cling nhu nhiéu hang hon.

Ban xem dir li€u sau day. N6 1a dir 1i€u cua nhirng ctra hang cho thué bang video:

A B E D
1
2 Popcorn Video Rentals
3
4 | Store Category Titles
5 Main Street Action 374
6 |Main Strest Crama 180
T |Main Strest Childrens 63
g Main Street Sci-Fi 324
9 Main Street Classics 203
10 |Main Street Comedy 145
11 |Morthgate Action 45
12 |Morthgate Crama 287
13 |Morthgate Childrens 320
14 |Morthgate Sci-Fi 36
15 |Morthgate Classics 79
16 |Morthgate Comedy 225
17 |Clarkyille Action 27
18 |Clarkville Drama 172
19 |Clarkyille Childrens 203
20 | Clarkyville Sci-Fi 324
21 [ Clarkville Classics 251
22 | Clarkville Comethy 35
23 '\West End Action 310
24 West End Drama 369
25 West End Childrens 220
26 |\West End Sci-Fi 236
27 West End Classics 145
28 West End Comedy 296

29



Cac hang dit liéu trong bai nay dugc thiét ké khac véi bai trude. Mdi hang trong
bang dai dién cho mdt thé loai video ctia mot ctra hang (dugc ghi ¢ cot B). Con s6 &
cot Title 1a s6 lwong dau phim thudc thé loai d6. Muc dich ctia chung ta 13 tao mot
PivotTable dé trinh bay nhitng thong tin & mot dang d& xem hon.

Céc budc dé tao ra mot cai vo cta PivotTable, t6i di trinh bay & bai 1. Néu ban 1am
dung, hop thoai PivotTable Field List cia ban s& gidng nhu sau:

PivotTable Field List

Choose fields to add to report:

[]5tore
[ ]Categary
[Titles

W Report Filter

1] Row Labels

[ ] Defer Layout Update

Drag fields between areas below:

#H cColumn Labels

= Values

Trong danh sach céc Field s& c6 Store, Category va Titles. Hay nhan chon ca ba.
Excel s€ 1am gitp ban cac viéc sau:

« Dem Store va Category vao trong hop Row Labels

o Dem Tiltes vao trong hop Values, vdi cai tén 1a Sum of Titles

« Trinh bay cac théng tin vao vung bao cao PivotTable

Két qua dugc minh hoa ¢ hinh sau déy:



| A | B C

2

3 Row Labels - Category  Sum of Titles
4 [=Clarkville Laction 22
5 Childrens 203
6 Classics 251
7 Comedy 345
a Drama 172
9 Sci-Fi 324
10 |Clarkville Total 1317
11

12  =IMain Street Action 74
13 Childrens 63
14 Classics 203
15 Comedy 145
16 Drama 130
17 Sci-Fi 324
18 |Main Street Total 1289
19

20 | = Northgate Action 45
21 Childrens 320
22 Classics 79
23 Comedy 225
24 Drama 287
25 Sci-Fi 36
26 Northgate Total 992
27

28  =2West End Action 310
29 Childrens 220
a0 Classics 145
3 Comedy 296
M 4 » M| Sheetq4 Sheetl , Sheet?  Sheet3

D

E F

PivotTable Field List

Choose fields to add to repart:

[¥]Store
[¥]Category
[¥]Titles

Drag fields between areas below:

“ Report Filter

1 Rowlabels

4

Store
Category -

[] pefer Layout Update

HH Column Labels

E  Values

sum of Titles A

(4]

C6 thé nhiing gi hién thi trén may cua ban khong giong cai hinh nay. Néu nhu ban

mudn no gidng hét hinh nay, hiy nhan nut phai chudt vao tén ciia mot ctra hang nao
do6 trong cot A (Clarkville chéng han), chon Iénh Field Setting, roi ban danh diu
vao cac tiry chon ctia tab Layout & Print gidng nhu toi da 1am trong hinh sau day;
va néu nhu cai tén trong 6 A3 dang la RowLabels, hiy d6i n6 thanh Store. Ban s&

c6 mdt PivotTable y hét nhu hinh & trén.




Field Settings K3

Source Marme:  Store

Cuskorn Marme:  |Stare

Subtotals & Filkers | Layout & Print

Layout

" show item labels in outline Form

(%) Show jtem labels in tabular Form

[ ] Repeat item labels
Insert blank line after each item label
[] show items with no data

Print

[*]iInsert page break after each item:

[ K l[ Cancel ]

Cho du day 1a mot bao cdo PivotTable rat chinh xac, nhung n6 khong phai 1a cai toi
mudn. Trong trudng hop ndy, Store va Category dang ndm chung trong mot hang,
déu 1a Row Labels; con toi thi mudn Category phai 13 mét cot riéng, 1a Column
Labels.

Lam thé nao dé chuyén mot muc & Row Labels thanh Column Lables? C6 hai cach:

1. Trong hop thoai PivotTable Field List, trong ving Row Labels, ban hay
nhan vao nut mii tén bén canh muc Category, va chon 1énh Move To
Column Labels.

2. Néu nhu ban khéo str dung chugt, ban c6 thé "ndm" va "kéo" cai muc
Category ra khoi ving Row Labels rdi "tha" né vao ving Column Labels.

Sau khi 1am xong mot trong 2 cach trén, ban s& thiy PivotTable giéng nhu sau:



A B C D E F G H

2

3 | Sum of Titles Column Labels ~

4 Row Labels = Action Childrens Classics Comedy Drama Sci-Fi Grand Total
5 |Clarkville 22 203 251 345 172 324 1317
6 |Main Street 374 63 203 145 160 324 12849
T |MNorthgate 45 320 74 225' 28?! a6 992
g West End 310 220 145 296 369 236 1676
5 Grand Total [ 806 678 1011 1008 920 5174
10

11 PivotTable Field List * X

12 r

13 Choose fields to add to report:

14 Store

15 Category

1? [#]Titles

18

19

20

21 Drag fields between areas below:

22 W Report Filter # column Labels

23 Categary 7

24

2E 45 Row Labels E  Values

26 Store - Sum of Tites -

;; [] pefer Layout Update
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4. Thay d6i nguéon dir liéu ctiia bang tru xoay.
Ching ta c6 thé str dung nhiéu loai dit liéu dé 1am ngudn cho mot PivotTable:
o Str dung dir liéu tir mot bang tinh Excel trong cung mot Workbook
o Surdung dir liéu tr mot bang tinh Excel trong mot Workbook khac

« St dung dit lidu két hop tir nhiéu ngudn khac nhau nhung c¢é cau tric giong
nhau (consolidate ranges)

o Sirdung dir liéu tr mot bao céo PivotTable khac
Nhitng bai sau ddy s& lan luot diém qua ting loai dir liéu nay.
Sw dung dir ligu caa cung mgt bang tinh Excel

C6 1& cach d& nhit va ciing duoc nhiéu nguoi st dung nhat 1a st dung dir liéu cua
mot bang tinh Excel dé 1am nguon cho PivotTable. Dit liéu nay cé thé nam trong
cung mot bang tinh, nhu da duoc trinh bay ¢ bai 1.

Moi viéc s& tré nén rat don gian khi ban tao mét PivotTable trong cling bang tinh
chua dit liéu ngudn. Dit liéu ndy phai dugc thiét ké theo dang maot List (trong Excel
2003), mot Table (Excel 2010), véi nhitng yéu cau sau:



« Hang dau tién chta tén cac Field (hoic tén cua céac cot)
« Hang tht hai va nhitng hang tiép theo chira dit liéu
« Khong c6 hang bo tréng, nhung co6 thé ¢ nhiing 6 trong

Dé tim hiéu k§ hon vé ciu tric cia mot Table, ban c6 thé tham khao & bai "Phan
tich dix liéu véi cac Table".

Néu c6 mot & nam & dau do6 trong ving dit liéu ngudn nay dugc chon khi ban ma
hop thoai Create PivotTable, Excel sé tu dong xac dinh dia chi cua toan bo vung
dir liéu va nhap nd vao trong muc Table/Range caa hop thoai. Néu ban mudn xéac
dinh chinh x4c dia chi caa ving dit liéu ngudn, ban cé thé chon mét trong 3 céch
sau:

1. Chon mot 6 trong vung dir liéu trude khi mé hop thoai. Bia chi cua vung dir
liéu s€ duoc nhap vao tu dong

2. Nhap tryc tiép dia chi cua vung dit liéu trong muc Table/Range cua hop thoai

3. Su dung nat Select trong hop thoai dé chon viing dit liéu

Create PivotTable 23

Choose the data that you want to analyze
(*) Select a table or range
Table/Range: |Sheetl!SA$1:50510 Rz

(") Use an external data source

\

MUt Select

Choose where you want the PivotTable report to be placed
() Mew Worksheet
(*) Existing Worksheet
Location: | Sheet1!2C53

i
1

B

[ oK l[ Cancel ]

C6 mot cach rat hay va rat nén lam dé chi cho Excel biét ving dix liéu nam ¢ déu, 1a
tao mot cai tén (Name) cho vung dit liéu. St dung Name thi tién loi hon viéc nhap
dia chi hoic chon ving dix liéu mdi khi ban muén tham chiéu dén ching. Pé tim
hiéu thém vé Name cho ving dit liéu, xin doc bai: "Str dung tén cho day".

Tuy nhién, néu ban st dung mot Table ciia Excel 2010 dé 1am dit liéu ngudn cho
PivotTable, thi ban khoi can quan tim dén Name, béi chinh ban than Table da c6
san mot cai tén, khi ban tao n6. Va khi da c6 Name cua dit liéu ngudn, ban chi viéc
nhap truc tiép cai tén nay vao trong muc Table/Range cua hop thoai Create
PivotTable. Vi du, ¢ hinh sau day, dit liéu ngudn cua PivotTable 13 mot ddy c6 tén
la SalesData:


http://www.giaiphapexcel.com/forum/showthread.php?t=11863
http://www.giaiphapexcel.com/forum/showthread.php?t=11863
http://www.giaiphapexcel.com/forum/showthread.php?t=9403

Create PivoiTable

Choose the data that you want to analyze
{#) select a table or range

(") Use an external data source %

Choose where you want the PivotTable report to be placed

(") Existing Worksheet

i

]

Table/Range: | SalesData

Location: ERez

[ oK ][ Cancel ]

Sir dung dir liéu ngudn tir mdt bang tinh Excel khac

Néu dir liéu ma ban s& dung trong PivotTable nam tron mot bang tinh khéc, cac

bude thé tao PivotTable hoi khac mot ti. Ban sé phai x4c dinh day 6 (dia chi) chira

dir liéu nguodn, va tén cua workbook chira dit li€u nguodn.

Cach d& nhat dé thuc hién viée nay, la mo déng thoi hai bang tinh. M6t cai s€ chira

PivotTable, mdt cai chira dir liéu nguon. Roi 1am theo cac budc sau:

1.
2.

Chon (kich hoat) workbook sé& tao PivotTable.

Nhan nat PivotTable trong tab Insert cia Ribbon d¢é mo hop thoai Create
PivotTable.

Hay chic chin ring tiy chon Select a Table or Range dang duoc chon.

Nhén nat Select ndm ¢ phia bén phai cua khung Table/Range, mot hop thoai
Create PivotTable "nhé" nhu sau diy s& xuat hién:

Create PivoiTable

Nhan Alt+Tab hodc nhin vao workbook chura dit liéu nguén dé kich hoat no.
Ban s& van thay cai hop thoai Create PivotTable "nhé".

Chon day chira dir liéu ngudn cho PivotTable. Dia chi ctia né, bao gom ca
tén cua workbook, s€ tu dong nhap vao trong hop thoai Create PivotTable
"nhé":

Create PivoiTable

|'[CHI TIET CONG NO KHACH HANG. xlsx]Van Anh'|$B$21:§1833|




7. Nhéan vao nit Select trén ctra so6 Create PivotTable "nhé" dé chap nhan
vung chon va déng no lai, quay vé hop thoai Create PivotTable "lén".

8. Nhan OK dé quay vé bang tinh véi PivotTable vira tao.

Khi mét PivotTable dugc "link" té1 mot bang tinh bén ngoai, ban chi co thé cap
nhat (update) PivotTable néu dudng link ndy téi bang tinh ngudn con ton tai. Khi
bang tinh chira dir liéu ngudn bi ddi tén, bi doi di chd khac, hodc bi x6a, ban s&
khong thé cap nhat PivotTable. Excel sé& hién thi mot thong bao 16i néu ban ¢b lam
viéc do.

C6 thé ban thic méc 1a tai sao c6 nhiéu ngudi khong lam mét PivotTable trong cling
mot bang tinh, ma lai lam PivotTable trong mot bang tinh khac? Viéc nay, that ra
rat hitu ich, nhat 13 di v6i nhiing dir liéu khong 10, cong kénh. C6 18 ban da biét
nhirng bang tinh chira mot bang dir li€u 16n thi chay cham nhu thé nao. Khi dit
PivotTable trong mdt bang tinh khéc, ban van ¢6 thé ¢ duoc nhiing théng ké, ma
khong can thiét phai mo dit liéu nguodn ra. Hodc khi ban mudn thong ké dit lidu tir
nhiéu ngudn khac nhau, ban cé thé tao mot workbook trung gian, chira nhiéu
PivotTable, ma mdi PivotTable thi "link" dén mét dit liéu nguén riéng.

C6 mot diéu ban can nén biét, 12 ban than PivotTalbe khong bao gio tu "refresh" dix
liéu, nghia 1a n6 khong thé tu dong cap nhat khi dir licu nguén thay ddi, bat ké dir
liéu ngudn nam trong cting mot workbook voi PivotTable hay nam trong mot
worbook khac. Viéc tinh toan lai bang tinh (recalculated) cling khong cép nhat lai
dtr 1iéu cho PivotTable.

Ban phai thuc hién chuyén "refresh" bé“mg tay. Béng hai cach:
« Nhén chu6t phai vao PivotTable va chon 1énh Refresh Data

« Nhan vao nut Refresh nam trong tab PivotTable|Option trén Ribbon (ban
chi thay tab nay khi ban kich hoat PivotTable).

F
Data Review View Options

CT=]
ﬂ 2 i75 Clear »
i
=3 i select ~
Refresh|Change Data |
- SOUFCe ™ img Move PivotTable

Data Actions
Sir dung nhiéu day dir liéu ¢é cung cdu tric (Multiple Consolidation Ranges)

Thuat ngit "Multiple Consolidation Ranges" (nhiéu diy dit liéu c6 clng ciu tric),
that ra khong phirc tap nhu céi tén ciia né. Tat ca chi don gian 1a tao mot PivotTable
dya trén hai hodc nhiéu bang dir li¢u (1a Table, hay 1a List trong cac version trudc).
Nhitng ngudn dit liéu ndy c6 thé nim trong cing mot bang tinh, hodc nim trong
nhirng bang tinh khac nhau. Nhung, chitc nang Create PivotTable cua Excel 2010
ma ching ta da lam quen tir dau dén gio, lai khong hd tro Multiple Consolidate



Ranges, va khong c6 tily chon nay. Pé sir dung dugc Multiple Consolidation
Ranges, chiing ta phai cau vién dén chirc nang PivotTable and PivotChart
Wizard, mét chirc nang c6 trong nhitng version trudc cua Excel. Trong Excel 2010,
chtrc ning nay van con, nhung bi 4n di. Dé goi no ra, ban phai sir dung nhitng phim
tat dung dé goi PivotTable and PivotChart Wizard trong Excel 2003, d6 1a:
Alt+D+P.

Néu nhu ban thudc tit ca céac phim tat dé goi 1énh trén menu cua Excel 2003, thi ban
c6 thé str dung chiing trong Excel 2010, cho du Ribbon ctia Excel 2010 thi ching
gidng gi Menu Bar cta Excel 2003.

Dé st dung dugc Multiple Consolidation Ranges, bat budc mdi danh sach ma ban
mudn dung 1am dit liéu ngudn cho PivotTable phai c6 cung cau tric, cé nghia 1a tat
ca nhiing tiéu dé cot (nam trén hang dau tién) va tiéu dé dong (ndm trong cot dau
tién bén trai) phai giéng hét nhau. Néu nhu c6 mét hang nao, hodc cot ndo nim
riéng 1¢, thi ching s€ khong dugc tich hgp vao trong bao cao PivotTable.

Pay 1a mot vi du vé cac nguon dit lidu c6 thé st dung vé6i chie nang Multiple
Consolidation Ranges:

A B C D E F G H

1

2 |Cleveland Plant Atlanta Plant Newark Plant

3 Employees Employees Employees
4 Accounting 4 Accounting 3 Accounting 11
5 |Human Resources 6 Hurman Resources 5 Human Resource 9
6 Sales 12 Sales 9 Sales 16
7 |Development 7 Development 0 Development 22
& Manufacturing 45 Manufacturing 213 IManufacturing 135
9 Support 8 Support 16 Support 10
10

Dé khai dong "Wizard", ban hay nhan Alt+D rdi nhan thém phim P. Va tai Step 1,
nhan vao tuy chon Multiple Consolidation Ranges:



PivoiTable and PivotChart Wizard - Step 1 of 3

Wihere is the daka thak wou wank to analyze?

) Microsoft Office Excel list or database
) External data source

(#)iMultiple consolidation ranges:

Wehat kind of report do wou wank bo creake?

(¥} PivotTable
) PivotChark report {with PivokT able report)

| ext = ][ Finish ]

Sau khi nhan Next dé sang Step 2a, ban s& c¢6 2 tity chon:

. Create a single page field for me — Dé Excel tu dong tao ra mot Page
Field don, véi mdi ving dir liéu ngudn 12 mét muyc (item) trong Page Field
d6. Page Field co thé tam hiéu nhu 14 chirc ning loc "cdp 1" ctia PivotTable.
Trong ctra s6 PivotTable Field Lists, Page Field chinh Ia nhimg muc nam
trong khung Report Filter. Néu khong c6, xem nhu Page Field = All (xem
tat ca cac dir liéu).

« 1 will create the page fields — Dung tiy chon nay dé tu tao cac Page Field
cua riéng ban. Ban c6 thé tao t6i da 1a 4 Page Field, méi Page Field loc ra
mot thanh phan nao dé cua cac dit liéu.

Tao mét trang tong hop duy nhit véi chire niing Create a single page field for
me

Ban xem lai bang tinh EmployeeData ma toi vira trinh bay & bai trudc. Ban sé& thay
¢6 3 danh sach, mdi danh sach 1a mot phuong an tuyén dung nhan vién cu thé cho
céc bd phan. Va ca 3 danh sach déu c6 cung ciu tric, ciing nhu tiéu dé cua cac
hang, cOt nay la giéng nhau. Pé tao mot PivotTable dya vao 3 danh sach nay, ban
hay st dung PivotTable and PivotChart Wizard theo cac budc toi da trinh bay &
bai trudc, va khi dang & trong Step 2a, hiy danh dau vao tiy chon Create a Single-
Page Field, rdi nhin Next dé sang Step 2b, rdi theo cac bude sau:

1. Nhin vao nut Select ¢ bén phai hop Range
2. Chon day A3:B9 trong bang tinh.

3. Nhén lai vao nut Select dé dwa day vira chon vao trong khung Range.



Ghi chl: Néu ban bé qua bwéc 1, ma chi can ding chudt chon triec tiép
day A3:B9 trong bang tinh, Excel sé ty hiéu la ban dd nhan nit Select réi,
nén ciing sé bé qua luén buée 3 nay. Khi ban két thiic viéc chon day bang

chudt, Excel sé dwra ban vdo thang budc 4 sau day.
4. Nhan nut Add dé thém diy vira chon vao trong danh sach All Ranges.

5. Lap lai buéc 1 dén budc 4 dé chon va thém vao danh sach All Ranges hai
diy D3:D9 va G3:G9. Téi day, man hinh cua ban s& gidng nhu sau:

PivotTable and PivotChart Wizard - Step 2b... [? |[X]

Where are the worksheet ranges that wou want to consolidate?

Range:

add ] [ Delete ] [ Browse, ., ]

All ranges:

Sheet1$A$3: $E49
Sheet1$043:4E49
Sheetl 1$a45: §HE

[ Zancel ][ < Back ][ Mext l[ Einish

6. Nhan Next d¢ sang Step 3.

7. Tai day, ban c6 thé chon New Worksheet dé tao PivotTable trong mot Sheet
m&i, hodc chon Existing worksheet va nhan chudt vao noi ban mudn tao
PivotTable ngay trong bang tinh nay.

8. Click Finish.

Ban sé c6 mot PivotTable nhu sau:



| A | B

1 |Page1 (Al i
2

3 |Sum of Value  IColumn Labels |~
4 Row Labels |~ Employees

5 Accounting 18
6 Development 29
7 Human Resources 20
8 Manufacturing 393
9 Sales 37
10 | Support 34
11 Grand Total a3
12

13

14

15

16

17

18

19

20

Grand Total

18
29
20
393
37
34
k]|

D E F

PivotTable Field List

Choose fields to add to report:

[#] Row
[#]Column
[¥]value
[#]Page1

Drag fields between areas below:
W FReport Filter

Pagel w7
1 Row Labels
Row -

[] mefer Layout Update

T Column Labels

Column -
X Values
Sum of Value -

Trong PivotTable nay, nhdn Column Labels c6 mot mili tén x6 xudng, ban co thé
dung né dé loc ra c6t mudn xem. Trong trudng hop nay, do cac dit liéu ngudn chi
c6 mot cot (Employees), nén nit nay khong can dung dén, nhung néu cac dit liéu
ngudn cuia ban ¢ nhiéu cot, ban s& can dung dén né. Nhan Row Labels ciing ¢6
mot mili tén x6 xudng, dung dé loc ra nhitng hang mudn xem. Nhitng nat x4 xudng
nay 1a diém dic trung ma ban c6 thé thay trong tit ca cac PivotTable.

Con nat x6 xuéng cua nhan Pagel thi c6 gi dic biét? N6 cho phép ban loc ra dir li¢u
ngudn nao mudn xem, nhu ban thay ¢ hinh sau day, khi nhan vao né. Cac muc
TItem1, Item2 va Item3 tham chiéu dén 3 dit liéu nguén ma ban da dung lam dir li¢u
ngudn cho PivotTable. Ban ¢ thé chon tong hop dir liéu theo tat ca cac ngudn (All),
hozc chi 1 ngudn nao d6. Néu mudn téng hop nhiéu hon 1 ngudn dit liéu, ban phai
nhan vao tiy chon Select Multiple Items.

| A

| B

Page1

(an)
Item1
Item2
Item3

(Al -

Select Multiple Ttems

814 ] [ Cancel

_"_"_‘T"_"._‘_"_"I:l"\m-\-\.lmrﬁ.b.lf.'\|f\.1_s

O] Py
[=T=a="

i

Grand Total
18

29

20

393

a7

34

53

D E F

PivotTable Field List

Choose fields to add to report:

[+] Row
[#]Column
[#]value
[w]Pagel

“F  Report Filter

Pagel b
1 Row Labels
Row -

[] pefer Layout Update

Drag figlds between areas below:

#H Column Labels

Column A
¥ Values
Sum of Value A




Ban hay tht str dung cac nut x6 xudng bén canh cac nhan, dé xem chung lam vi¢c
nhu thé nao. Loc la mot trong chirc ndng quan trong nhat cua mdt PivotTable, ban
can hiéu rd cach loc ctia mot PivotTable, dé co thé dé dang tiép can véi nhiing chirc

nang cao cap hon.

Trong PivotTable ma chung ta da thuc hanh trong bai nay, cé6 cdt Grand Total, la
mot mic dinh ctua PivotTable. Tuy nhién, boi vi cac dir licu nguf)n cua chung ta chi
c¢6 1 cot, nén khong can thiét dén cot Grand Total, toi s& ndi vé cach bo cai cot nay

di trong bai sau.

Tao mét PivotTable c6 nhiéu trang tong hop tir nhirng dir liéu ngudn c6 cung
cau triic

Trong cong viéc hang ngay, nhat 1a khi phai thudng xuyén tong hop nhiing dir liéu
kiéu nhu: Béo céo doanh thu quy I, Bao cdo doanh thu quy II, Béo c4o doanh thu
quy III, v.v..., ban nén st dung PivotTable, v&i tiy chon thir 2 khi dang ¢ trong
Step 2a cua PivotTable and PivotChart Wizard: | will create the page fields.

Tuy chon nay rét thich hop khi tong hop tir nhiéu ngudn dir liéu ¢6 ciing cau truc,
ma nhimg ngudn dir liéu d6 ¢ cung tiéu dé, chi khac vai con sd ding dé tong hop
(theo quy, theo nam, theo thang...), ching han nhu bang tinh nay:

E] CourseData
A B C D E F G
1 Year 2002 Semester 1 Year 2003 Semester 1
Z Students Students
3 Chemistry 21 Chemistry 32
4 Biology 44 Biology 39
5 Geology 44 Geology 83
B Physics 59 Physics 101
7 Ecology 23 Ecology 82
g Marine Biology 7a Marine Biology 84
9
10 Year 2002 Semester 2 Year 2003 Semester 2
11 Students Students
12 Chemistry a7 Chemistry 83
13 Biology 101 Biology 74
14 Geology 43 Geology 49
15 Physics 96 Physics 86
16 Ecology 23 Ecology 26
17 Marine Biology 43 Marine Biology 25
18

Pay 1a 4 bang tong hop s6 hoc sinh dat yéu cau theo tirng mon, va theo timg hoc ky
trong hai ndm hoc 2005, 2006; ca 4 déu co chung tiéu dé Year ... Semester ...

Chung ta hay thir. Ban hay st dung PivotTable and PivotChart Wizard theo cac
budc toi da trinh bay & bai 2.3, va khi dang ¢ trong Step 2a, hiy danh diu vao tuy
chon I will create the page fields, rdi nhin Next dé sang Step 2b, rdi theo céc
budc sau:



1. Nhap khdi dir liéu ngudn thtr nhat (A2:B8) vao trong khung Range
2. Nhan nat Add dé thém né vao trong danh sach All Ranges

3. Lép lai hai budc trén ba 1an, dé thém 3 khéi dit liéu con lai (D2:D8,
Al11:B17, va D11:E17) vao trong danh sach All Ranges. Tai thoi diém nay,
man hinh cta ban sé& gidng nhu hinh sau:

PivotTable and PivotChart Wizard - Step 2b of 3 [ ][X]

Where are the worksheet ranges that you want ko consolidate?
Range:

I £

add ] [ Delete ] ’ Browse, ., ]

&l ranges:
Sheetll$ad2: 4645
Sheet11$0d2: 4645
Sheetl$a$11:45417
Sheet11$0E11: 46417

Howe many page fields do wou wank?

@0 O1 Oz (@] O4

What itern labels do wau want each page Figld ko use ko identify the
selected data ranger

[ Cancel ][ < Back ]I Mext = ][ Einish ]

4. Nhan vao tuy chon 2 & phan How many page fields do you want?

5. Ban s& thiy phan dang md mo & dudi ciing ctia hop thoai PivotTable and
PivotChart Wizard mé ra 2 cai: Field one va Field two (ban chi ¢6 thé co
t6i da 4 trang téng hop).

6. Tdéi1 day, hay tam dirng mot chut dé vach ra mot vai v tudng cho viéc théng
ké dir liéu. Ban can c6 bao nhiéu trang tong hop? Hay néi cach khéc, ban can
thong ké dir liéu theo may tiéu chi? Hay nhin vao tiéu dé cia 4 dir liéu
ngudn. O d6 chung ta c6 hai ndm hoc: 2005 va 2006, va hai hoc ky
(semester): hoc ky 1 va hoc ky 2. VAy, ¥ tuong hay nhat, c6 18 1a théng ké
theo nam dé loc ra dir liéu cua tirng nam, hodc ca 2 ndm; va dong thoi ciing
théng ké theo tirng hoc ky, dé loc ra dit liéu cua tung hoc ky hodc ca 2 hoc
ky. Nhu vay, ching ta cin c6 hai trang tong hop, d6 13 1y do tai sao & budc 4
trén day, t61 néi ban nhén vao tuy chon 2. Mo1 ban tiép tuc:



7. Trong danh sach All Ranges, chon diy dau tién: A2:B8, diy nay l1a sé liéu
cua hoc ky 1 ndm 2002.

8. Nhap Year 2002 vao trong Field one.
9. Nhap Semester 1 vao trong Field two.
10. Chon tiép day thir hai: D2:ES8, ddy nay 14 s6 liéu cta hoc ky 1 ndm 2003.
11. Nhéap Year 2003 vao trong Field one.

12.Béi vi trong Field two d3 c6 sin Semester 1, nén thay vi nhap, ban c6 thé
chon né tir nut miii tén x6 xudng.

13.Chon day tht ba: A11:B17, ddy nay 1a sd liéu cua hoc ky 2 nam 2002.
14.Chon Year 2002 tir ntt miii tén x6 xudng cho Field one.

15.Nhap Semester 2 vao trong Field two.

PivotTable and PivotChart Wizard - Step 2b of 3 [2 |[X]

Where are the worksheet ranges that wou want to consolidate?
Range:

Sheet11$a$11:$B$17 3

Add ] [ Delete ] [ Browse, ., ]

All ranges:

Sheet11$a$2:$E46
Shest1!$D$2:4 Ed8

Sheet1 |$D$11$E$1?

How many page fields do wou want?

Cu O1 ®z Qs O4

What item labels do you want each page field o use ko identify the
selected data range?

Field one: Field two:
Year 2002 W | | Semester 2| W
[ Cancel ] [ < Back ] I fext = ] [ Einish ]

16.Chon day cudi cung: D11:E17, chon Year 2003 cho Field one va Semester 2
cho Field two tir cac nat miii tén x6 xudng.

Nhén Next dé hoan tat PivotTable va dit no & trong cung Sheet hay trong mot Sheet
khac, tiy ban. Thanh qua ctia chung ta gidng nhu sau, 1a mot PivotTable tong hop
tat ca sb hoc sinh dat yéu cau cua ca hai nim hoc 2002 va 2003, théng ké chi tiét
theo tirng mon hoc:



E CourseData

A B C D E F G H
; E:gE; Ei::; : PivotTable Field List
3 3 -
4 ICnunt TR | el sl Choose fields to add to report:
5 Row Labels ~ | Students (blank) Grand Total [¥]Row
6 Biology 2 2 []Column
7 Chemistry 2 2 [#]value
8 Ecology 2 2 [¥]Pagel
9 Geology 2 2 [#]Pagez
10 | Marine Biology 2 2
11 Physics 2 2
12 (blank) 12 12 Drag fields beftween areas below:
13 |Grand Total 12 12 24 W Report Filter F4 Column Labels
14 Pagel o Column
15 1] Row Labels ¥ Values
:]] ? Row S Count of Value
18 [] pefer Layout Update
19
an

Néu ban nhan nhan Page 1, ban s€ c6 hai lya chon: Year 2002 va Year 2003; ciing
vay, khi nhéan nhin Page 2, ban s€ co hai lya chon: Semester 1 va Semester 2.

B&i vi trong PivotTable nay chi c6 1 cot, nén ban c6 thé bo cai Grand Total di
bang cach: nhan phai chudt vao ngay nhan Grand Total, va chon Remove Grand
Total tir menu mo ra.

&N CourseData

A B C b, E F G
1 Pagel Year 2002 -
2 |Page2 (Al - rial  + 10« AT AT $ v % v [
3 B J=-A- -0
4 Count of Value Column Labels ~ e
5 |Row Labels ~ | Students IGrand Tut?'!
6 |Biclogy 2 Sa2  Copy
7 Chemistry 2 @ Format Cells...
8 EEDIDEW 2 Mumber Format...
9 | Gealogy 2
10 |Marine Biology 2 2] Refresh
11 |Physics 2
R Grand Total
12 Grand Total 12 1 SToaE B e
13 summarize Values By  »
1: oﬂ Value Field Settings...
16 PivotTable Options..,
17 Bl| Hide Field List
18

Tao mét PivotTable sir dung dir liéu ngudn tir mdt bio cao PivotTable di c6

Lua chon cudi cung cho vi¢c tao mot PivotTable 1a dua vao mét PivotTable hodc
mot PivotChart da c6. Noi cach khac, ta sir dung Summary Data cia mot PivotTable
da co lam Raw Data cho bao cao thir hai.

C6 hai cach dé tao mot PivotTable 13 dua vao mot PivotTable di co:



« Néu ban str dung Excel 2010, ban chi viéc goi 1énh tao mét PivotTable nhu
van thuong lam, va chon mét PivotTable co san lam dir liéu nguén cho né.

« Néu ban str dung PivotTable and PivotChart Wizard, danh du vao tuy
chon Another PivotTable or PivotChart Report ¢ budce 1 (tuy chon nay
chi xudt hién khi bang tinh cua ban da c6 chua it nhét mot PivotTable). Sau
khi ban nhan Next, ban sé& théy mot danh sach cac PivotTable hoac
PivotChart dang co, roi ban chon mot cai dé lam dit liéu nguén.

Tai sao lai sit dung mgt PivotTable da cé dé 1am dit liéu nguén cho mot PivotTable
khac? Trong nhiéu trudng hop, it nhat 1a luc ban dau, ban PivotTable thir hai s& c6
cung mot dir licu nguén v6i ban PivotTable thir nhat. Nhung véi viée dinh dang cho
ban PivotTable thir hai, ban s€ tao ra dugc hai cach xem cho cung mot dir liéu
nguén, rat hitu dung cho mot ) gidi phap xur 1y dir liéu. Vi du, ban da c6 mot
PivotTable tong hop dif liéu, nhung c6 18 van con mot it rac réi (vi dit liéu c¢6 nhiéu
van dé can xir 1¥y). Bé“mg cach tao thém mot PivotTable nira dua vao PivotTable da
¢6, ban sé& c¢6 duge mot cai nhin cu thé hon, d& xem hon vé dit liéu nguén.

Thém nira, viéc tao mdt PivotTable st dung dit li¢u nguén tir mét PivotTable da co,
s& it chiém dung bd nhd hé théng hon 14 tao 2 PivotTable tir mot dit liéu ngudn.
Thiét nghi day cling 13 mot van dé can can nhéc khi chiing ta phai xtr Iy nhitng dit
li¢u 16n.

5. Loc va phan 16p dir liéu trong bang tru xoay.

C6 18 cong cu ma ban sé& phai dung dén thudng xuyén nhat khi 1am viéc véi
PivotTable la Field List. Ban dung Field List dé chi ra loai dir liéu nao sé duoc dua
vao bao cao PivotTable, va sip xép ching trong bao céo.

Khi ban vira ra 1énh tao mé1 mét PivotTable, ban sé ¢c6 mot bao cdo rSng. Khi do,
PivotTable Field List hién thi tat ca nhiing Field c6 trong dit liéu nguon. Pay 1a mot
vi du:
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Drag fields between areas below;
W Report Filter

] Row Labels =

[] pefer Layout Update

5 Column Labels

Values

Mot PivotTable mai tinh, phia bén phai la PivotTable Field List, chua c6 field nao

duoc chon

Pé thém mot field nao vao trong bao cio PivotTable, ban chi can danh diu vao hop
kiém ngay bén canh tén field. Excel s& thém field d6 vao mot trong 4 viing nam &

phan duéi ciia PivotTable Field List.

Bon vung nay la:

1. Report Filter: Nhitng Field nao dugc thém vao trong viing nay, s€ duoc
dung dé loc toan bo dit liéu ngudn. Noi cach khac, PivotTable chi hién thi
nhimng dir liéu nao théa man diéu kién ciia Report Filter.

2. Columns Label: Nhirng Field nao dugc thém vao trong ving nay, s€ duoc
dung lam tiéu dé cot cho bao cao PivotTable.

3. Row Label: Nhitng Field nao dugc thém vao trong vung nay, sé¢ dugc dung
lam tiéu dé hang cho bao cao PivotTable.

4. Values: Nhimg Field nao dugc thém vao trong ving nay s& dugce tinh tong
theo mic dinh va hién thi trén ving ndi dung chinh (main body) cta



PivotTable, noi cach khac, day chinh 1a nhimng thong ké tir dit liéu ngudn, ma
ban mudn c6 khi sir dung PivotTable.

Khi ban danh diu kiém vao mot field nao d6, 1am sao Excel biét ban mudn dem
field 6 vao ving nao ? Pon gian théi: Néu field chi chira nhirng dir liéu 1a sd, thi
n6 s& duoc dem vao trong ving Values, con néu field ¢ chira nhimng loai dit liéu
khac (text, ngay thang...) thi né s€ dugc dem vao trong ving Row Labels. Tuy
nhién, viéc Excel dem field vao trong vung nao thi khong quan trong. Boi vi ban co
thé di chuyén céc field tir ving ndy sang ving khac, néu thiy can thiét.

Xem vi du sau day, minh hga mot PivotTable cung vai Field List ciia nd. Ban sé
biét cach tao ra PivotTable nay trong bai sau. Con bay gid, hiy luét qua cac ving
ma t6i dd danh s6 trong hinh, twong Gmg véi 4 ving cta Field List ma toi vira trinh
bay & trén.
1. Region duogc dat trong ving Report Filter, va né nam trong vung Filter cta
bao cdo (6 trén cao, goc trai), cd chirc ning loc toan bo dir liéu ngudn.

2. Date duoc dit trong ving Row Labels, va né 14 cac tiéu dé hang ciia bao céo
PivotTable.

3. Store duoc dit trong ving Column Labels, va né 14 cac tiéu dé cot ciia bao
cao PivotTable.

4. Camping (chinh xac hon, la Sum of Camping) dugc dat trong ving Values,
va no la cac dir liéu da duoc loc ra trong bao cao PivotTable.
Bai tiép theo s& trinh bay cach sir dung Field List dé sip xép cach trinh bay mot
PivotTable theo nhu ¥ ban mudn.



Grand Total
3149
376
4011
1920
M3
281
3736

Grand Total

PivotTable Field List ¥ X

Choose fields to add to report:

[+]5tore ~
Region
Date

[ ]Customers
[]Total Sales
Camping
[ |Fitness

[ ]5occer £
[ ]Baseball

[CFishinn

Drag fields between areas below:
“W Report Filter 4 column Labels

Region n Store St

§5] Row Labels = Values
Date - Sum of Camping ™

[ ] Defer Layout Update pdate

PivotTable Field List, vdi cac field da dugc thém vao trong 4 ving bén dudi

Str dung PivotTable Field List

O bai trude, ban d3 biét rﬁng khi dua mdt Field vao trong mot vung cua Field List,
thi n6 s& nim & dau trong PivotTable, hay no6i cach khac, vi¢c dua Field vao mot



trong bon ving ctia Field List s& anh huéng thé nao dén cau tric cia PivotTable.
Bai nay sé trinh bay cho ban thay di cau triic d6 bang cach str dung Field List.

Trude hét, mdi ban mo file SportingGoodsRawData.x|sx (& cudi bai nay). Yéu
cau dit ra 1a thong ké luong hang phuc vu cho di ngoai (Camping) d3 ban duoc
theo ctra hang (Store) va theo ngay (Date) cua tung vung (Region).

Ban theo cac budc sau:
1. Nhén con tré vao bat ky 6 ndo trong vung dit liéu.
2. Nhan nut PivotTable tir Ribbon Insert dé mé hop thoai Create PivotTable.

3. Nhan OK. Excel s& tao mét PivotTable "rong" nhu hinh sau:

A B c D E

To build a report, choose fields
from the PivotTable Field List

palalalalalalalalalala
S I E R I Y e el el e Rl Rl e el

21
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Hinh 3.4. PivotTable, lac ban du

4. Trong Field List, chon (click vao hop kiém & ngay bén trai) cac Field Store,
Region, Camping, va Date.

Téi lic ndy, bang tinh cua ban s& gidng hinh 3.5.



A B c D E F G H
1
2
3 Values PivetTabile Fleid List v x
4 Row Labels - | Sum of Store Sum of Camping
5 | = Midwest 16086 6958 Choos fskds tnadd o repart o~
6 06-Jun-05 2298 866
7 07-Jun-05 2298 1056 [v|Store |
B 08-Jun-05 2298 1330 Region
3 09-Jun-05 2298 456 [v|Date
10 10-Jun-05 2293 1061 []Customers
11 11-Jun-05 2298 1191 [JTotal Sales
12 12-Jun-05 2298 998 [] Camping
13 =MNortheast 14938 4896 [JFitness
14 06-Jun-05 2134 326 [Jsoccer
15 07-Jun-05 2134 901 []Basebal
16 08-Jun-05 2134 83r [T Fishinn »
17 09-Jun-05 2134 553
18 10-Jun-05 2134 775 Drag fields between areas below:
19 11-Jun-05 2134 429 & Report Fiter 4 Column Labels
20 12-Jun-05 2134 1075 T values =
21 = South 15162 10782
22 06-Jun-05 2166 1957
23 07-Jun-05 2166 1829 L] Row Labels I values
24 08-Jun-05 2166 1844 Gosien v | [ sumofStore  ~
25 09-Jun-05 2166 911 Date = | | sumof Camping ~
26 10-Jun-05 2166 1377
27 11-Jun-05 2166 1201 ] Defer Layout Update
28 12-Jun-05 2166 1663
29 Grand Total 46186 22636
0
3
32
M 4 » »| Sheet2 - Sheetl ¥J

PivotTable véi ciu tric theo mic dinh, chua chinh sira

Ban thay day. Field Camping va Store déu dugc dit trong vang Values, bai Excel
thdy chiing chtra toan cac dir liéu kiéu s6. Field Region va Date dugc dem vao
trong viing Row Labels boi chiing ¢ chira nhitng dit liéu kiéu ngay thang va text.

Di nhién, ciu tric nay ciia PivotTable khong phai 1a thir ching ta can, chinh xéac
hon, vé co ban thi n6 cha c¢6 ich loi gi, boi vi muc dich cua chung ta la théng ké
luong hang phuc vu cho da ngoai (Camping) da ban dugc theo ctra hang (Store) va
theo ngay (Date) cua ting vung (Region). Tat ca nhitng gi can lam dé dat dugc muc
dich, 1a sap xép lai cac field trong cac ving ctia Field List.

Ban c6 thé di chuyén mot field sang viing khac bang hai cach:
e Click vao field mudn di chuyén va ré (drag) né vao trong ving khac.

« Nhin vao nit miii tén x4 xudng bén canh tén field (¢ trong mot viing nao
do), roi chon 1énh Move to XXXX (voi XXXX 1a tén cua vung ban mudn
doi field nay dén).



PivetTable Field Lizt  w

Choose fields to add to report:

[+]Store A~
Region
Date

Move Up

Move Down

Move to Beginning
hove to End

Move to Repaort Filter b

Move to Row Labels %

Move to Column Labels Labels

Fove to Values -

Remove Field

X oM<

Field Settings...

Fegion - Sum of Store . ™
Date - sum of Camping *

[ ] Defer Layout Update

Dung nat mii tén x6 xudng dé doi field Region vao ving Report Filter
Va thuc hién nhitng viéc sau:
« Doi field Region vao vung Report Filter
o Doi field Store (dang mang tén la Sum of Store) vao ving Column Labels

PivotTable ctia ban luc nay s& gidng nhu hinh sau:



'@ SportingGoodsRawData - x
A B cC | D F Gngl_i
; Region (All) =] PivotTable Field List v x
3 {Sum of Campi olumn Labels T -

4 |Row Labels 'v| 11% 2166 2298 Grand Total | Co0se fields to add o report:
5 06-Jun-05 326 1957 866 3149 [|store - |
6 |07-Jun-05 901 1829 1056 3786 | [¥|Region

T 08-Jun-05 83T 1844 1330 4011 [v]Date

8 09%Jun-05 553 911 456 1920 [JCustomers

9 |10-Jun-05 775 1377 1061 3213 [JTotal Sales

10 | 11-Jun-05 429 1201 1194 2821 [#] Camping

11 12-Jun-05 1075 1663 998 3736 [JFitness

12 Grand Total 4896 10782 6958 22636 | [Msoccer _
13| ll:lﬂﬂﬂbﬂ' =
4 Pesbica
15

16 Drag fields between areas below:

1;_ W Report Filter 3 Column Labels
1 " - -
19- Regian Store

20

M Row Labels X Vahes

§§ { ' Date - Sum of Camping ~
24

g: [ Defer Layout Update

27

28

LT, o — -

M 4+ M Sheetd ~Sheetl ¢ T m

PivotTable sau khi dugc chinh stra

Cubi cung, ban hay dinh dang cho gia tri trong PivotTable theo dang tién té:

« Nhén vao nit miii tén x6 xudng canh field Sum of Camping trong ving

Values

« Chon Value Field Settings trong danh sach mé ra, & mé hop thoai Value
Field Settings.




i - 0O X
t F G H | J i
T

,: PivotTable Field List v x

}.

i Choose fields to add to report:

:

i | |[#]Store ~

i Region

"5 Date

i [ JCustomers

£ Move Up

5 [[JTotal Sales

::: c,amp_“lg Move E':l Wi

E{ [ |Fitness Maove to Beginning

~;}' DSDEEEF Move to End

) [ |Baszeball =
Y MEishina “ Move to Report Filter

1 §il Move to Row Labels

g Drag fields between ares

E “F Report Filter q 'ﬂ Move to Column Labels

E Region = X  Move to Values

' X Remaowve Field

f; f RowLabels ‘iﬂ] Value Fieldﬁettiggs...

1 -

".F Date - Sum of Camping i

{

%. [ ] Defer Layout Update Update

i

i

0| m

Chon Value Field Setting cho field Sum of Camping

Nhén vao nit Number Format d¢é mé hop thoai Format Cells quen thudc.

Value Field Settingz

Source Mame: Camping

Custom Mame: |Sum of Camping |

summarize by | Show values as |

Summarize value field by

Choose the type of calculation that you want to use to summarize
the data from selected field

Sum

Count

Awverage

Max

Min

Product bl

ET

Mumber Format k




Nhan nat Number Format dé mé hop thoai Format Cells

« Chon loai dinh dang Currency (tién t&), rdi nhan OK hai 1an dé tro vé

PivotTable.
PivotTable cua ban cudi cung s€ giong nhu sau, va do cling 1a tat ca nhiing gi chung
ta muon.
riﬂ SportingGoodiRawData = m X
A B : ¢ D E F G H | .
; Region () L= | ProotTabie Fiei List v x
3 [Sum of Camplng | Column Lak ~ g
4 Row Labels |~ 2134 2166 2290 Grand Total | SPoove ekl o d bo report: '
5 | 06-Jun-05 $326.00 $1.957.00 $866.00 §3.149.00 | |[~]Store A
& 07-Jun-05 5901.00 §1.629.00 §1056.00 5378600 | [FRegion
7 08-Jun-05 §837.00 51.844.00 §1.330.00  $4.011.00 | FDate
8 | 09-Jun-05 $553.00 $911.00 S456.00  $1.920.00 | [Jcustomers
9 10-Jun-05 5775.00 $1,377.00 $1061.00  $3.213.00 | [JTots Sales
10  11-Jun-05 542900 £1.201.00 $119100  $2821.00 | [ camping
11 12-Jun-05 §1,075.00 §1,663.00 $99800  $3736.00 | [riess
12 Grand Total $4896.00  §1078200  $6,958.00  §22636.00 | [socce
13 [(Jeasebat
14 e w
15 —
18 Driag fields between areas below:
17 f ReportFiter T3 Column Labsk
1E - -
19 Regon Store
20
21 il RowlLabeis I Vales
5 Do amof Compry =
24
- =
27
78
W4 > W| Sheet2 - Sheetl 73 Tl "

PivotTable d3 hoan chinh theo yéu cau
Thiét 14p cac tuy chon cho PivotTable Field List

Hop thoai Field List s& tu dong hién ra mdi khi ban nhin chudt vao bat ky chd nao
trong PivotTable, nghia la khi PivotTable dugc kich hoat thi hdp thoai Field List s&
tu dong mé ra. Tuy nhién, ban c6 thé dong hop thoai Field List bang cach nhan vao
nGt Field List trén Ribbon Options (va nhin vao mot 1an nita dé mé no ra lai).

View Options | Design

o @ o B =

17y Clear = & Summarize Values By - iﬂ@ PivotChart

ifl Select = s Show Values As + S OLAP Tools

E& Move PivotTable | [iF] Fields, Items, & Sets = | (5 What-If Analysis
Actions Calculations Tools Show

Nhén vao nit nay dé dong hodc mé hop thoai Field List

Ciing giéng nhu moi hop thoai khac, ban c6 thé di chuyén Field List t&i bat ky noi
nao ban thich béng cach nhan vung tiéu dé cua hop thoai va ré chudt di, hodc thu
nho no lai hay mé réng no ra bang cach nhan va kéo cac canh bién.



Binh thudng, hop thoai Field List hién thi danh sach cac Field & phia trén, va sap
xép 4 ving dir liéu s& hién thi trong PivotTable ¢ bén dudi. Ban c6 thé thay doi su
sap xép ndy bang cach nhin vao cai niit ndm & phia trén bén phai ctia hop thoai
Field List, va chon 1 trong 5 kiéu hién thi tr menu mé ra:

PivotTable Field List v X
Choose fields to add to report: [F_Eh T ]
[store % Fields Section and Areas Section Stacked
[ ]region 44
Date 2
EC " |§ j Fields Section and Areas Section Side-By-Side
ustomers H=]
[[Total Sales S
[camping E Fields Section Only
[ ]Fitness BIE
[ ]5occer .; ; Areas Section Only (2 by 2)
=
Crag fields between areas below: = Areas Section Only (1 by 4)
“F Report Filter HH column Labels =
B Row Labels X Values

[ ] Defer Layout Update

Chon céc kiéu hién thi khac cho hop thoai Field List

Hop thoai Field List con c6 mdt tuy chon nita, nam & goc dudi bén trai: Defer
Layout Update, gitip ban tam ngung viéc tu dong cap nhat dir li¢u trong
PivotTable.



PivotTable Field List v

Choose fields to add to report:

[+]Store
Region
[]Date
[]cCustomers
[ |Total Sales
[ ]Camping

[ ]Fitness
[]5occer _
[ |Baseball
[ Fishinn

[

Drag fields between areas below:
W Report Filter ] column Labels

4 Row Labels X Values

Region - Sum of Store . ™

Defer Layout Update Update

Nhén vao nat nay dé tam thoi ngung chirc ndng ty dong cap nhat cho PivotTable

Binh thuong, tily chon nay khong dugc bat. Bat ky nhiing thay doi nao ciia ban
trong hop thoai Field List (di chuyén, thém, x6a céc field, thiét 1ap dinh dang s cho
mot field nao dé, v.v...) s& dugc cap nhat ngay tirc khic trong PivotTable. Néu ban
c6 mot PivotTable 16n, phtrc tap, nhét 12 khi PivotTable st dung nguén dir liu tur
bén ngoai Excel, viéc tw dong cap nhat nay s& dién ra kha cham chap va mat thoi
gian. Ban c6 thé bat tiy chon Defer Layout Update dé tam ngung viéc tu dong cap
nhat, va sau khi da hai long vdi cach bd tri cac Field vao céac vung dir li€u, ban nhéan
nGt Update dé tat ca nhitng thay d6i cta ban duoc cap nhat cing mét lic.

Bai 7: Kiém tra sw hop thirc cua dir liéu

1. Hiéu Khai niém kiém tra sw hop thirc (validating). Biét cach dat, sira
tiéu chi dé€ kiém tra cac dir liéu nhip vao mot vung 6.

SU DUNG DATA VALIDATION DE TAO LIST VA KIEM TRA DU LIEU

NHAP

Vi du chung ta can lap bang thong ké nhu hinh sau:



Al B | c ] D I E [ F 1] G [ w ] J kL] N Jo] p

1 BANG THONG KE 5O LUQNG XE BAN NAM 2015
2 |
3| 1 Yéu ciu
4| 2 1. Dién tén Céng ty SX chi dugce chon 1 trong 5 cong ty
5 | 3 2. San phim chi chon trong nhiing SP trong tmg Cong ty SX
6 | 4 3. Nhip cot 56 lrgng véu céu 13 s6 nguyén duong
7| 5 4. Tinh don gid
8| 6 5. Tinh Thanh tidqn=Pon gid * $6 lwgng

9
= __ B
‘11 |TOYOTA
12 |HONDA VIOS 610 CITY 600
12 |BMWG INNOVA 815 CIVIC 780
14 |AUDI CAMRY 1290 CR-V 1100
15 |FORD CORROLA 915 ACCORD 1450
16|
! I DN
El !
19| BMW X1 1668 AUDI A8 4400 FOCUS 845
20| BMW X3 2480 AUDICLA 1450 EVEREST 920
| BMW X5 4980 AUDI A3 1395 RANGER 766
2| BMW X6 3380 AUDI A6 2180 TRANSIT 889

Yéu cau 1: Pién tén cong ty chi dugc chon 1 trong 5 cong ty da cho

- Chung ta sé tao List voi chirc nang Data Validation

Budce 1: Quét chon vung dia chi cua "Cong ty SX" tir B11:B15 va dat chudt vao

ving Name box dit tén roi nhan Enter nhu hinh minh hoa

congtysy -2 fe | TOYOTA
oy T ! c D E F 6 H
1 BANG THONG KE SO LUGNG XE BAN NAM 2015
2
3 1
4 Z
5 3
G 4
7 5
8 6
9
(-, E—— E—
1| ||[rovora 1
12| ||HONDA VIOS 610 CITY 600
13 BMWG INNOVA El5 CIVIC T80
14| ||AuDI CAMRY 1290 CR-V 1100
15| ||FORD CORROLA 915 ACCORD 1450

Budc 2: Quét chon vung dia chi C3:C8 chon thé Data chon Data Validation, thé

Settings chon va nhap nhu hinh minh hoa dudi day



Home Insert Page Layout Formulas Data Review View ABBYY FineReader 11 Team l-|.
Lo actid & Clear [ A
3 J | =) ﬂ L 2idn® }1 } i K Clear % A. —:.-;I
— = - - = & Properties . £¢, Reapply ==t b T
From From From Other Existing Refresh Rcat -.U Sort Filter Ty Textto  Remove Data
Web  Text Sources Connections All 52 Edit Links A Advanced | Columns Duplicates alidation
Get External Data Connections Sort & Filter Uata loals
c3 - [ £|

B C D E F G H I J

BANG THONG KE SO LUQNG XE BAN NAM 20

1 Settings | Input Message | Error Alert | cu c‘au
2 3 . 1. Dién té
alidation criteria 1
3 Allow: 6 2. San pha
4 List Ignore blank i Nhip cf
5 L In-cell dropdawn 4 Tinh do
6 between 5 Tinh Th
Source:
TOYOTA Tén Xe
HONDA VIOS Apply these changes to all other cells with h#me settings
BMWG INNOVA =
AUDI CAMRY o | conce
FORD CORROLA

bén day chung ta da thuc hién xong viéc tao List, nhan chudt vao 6 C3 va chon tén
xe tur button

Y&u cau 2: San pham chi chon trong nhiing san pham tuong Gng vdi cong ty SX

Budc 1: Quét vung dir liéu cot tén xe Toyota D12:D15 dat tén trong vung Name
box nhu hinh minh hoa sau

toyota| e I Je | VIOS
A B = C D E F G H
1 BANG THONG KE SO LUQNG XE BAN NAM 2015
:» [__sTT_[congtysx|Tén Sanphim [sSluong  [Pongia [Thanh Tién |
3 1
4 2
5 3
6 4
7 5
g 6
9
10 |Congtysx| [Honpa | ]
11 |TOYOTA Tén Xe Gid
12| |HONDA CITY 600
12| |BMWG CIVIC 780
14| |AUDI CR-V 1100
15| |FORD ACCORD 1450




Budc 2: Tiép tuc thuc hién quét chon cot tén xe cia HONDA, BMWG, AUDI,
FORD va dat tén tuong ty trén

Budc 3: Sau khi dat tén vung cho cac cdt tén xe, chung ta quét chon vung dia chi
D3:D8 chon thé Data thuc hién nhu hinh minh hoa

I Home Insert Fage Layout Formulas Data 2uiew View ABBYY FineReader 11 Team
I_a ED  EED L) ! Connectipns 4] ? & Clear =4 _‘é E
: =S S S ll@ =1 Properties “ G Reapply E =
From From From Other Existing Refresh S il Sort Filter \; ; Textto Remove Data on:
Web  Text Sources*  Connedions All~ =2 Edit Links @ Advanced | Columns Duplicates] Validation =
Get External Data Connections Sort & Filter Data Tools
D3 - 5|
B = D E F G H 1 ]
BANG THONG KE SO LUQGNG XE BAN NAM 2015
1__|ToYOTA , Data Validation o |
2 HONDA A j : |
H Al
3 B 4L Input Message | Error Alert
4 AUDI WA" 4
Allow:
- -
6 Data: = L
between
TOYOTA Tén Xe Gid (tridu ~INDIRECT(C3) &
HONDA VIOS I
BMWG INNGVA d. [] Apply these changes to all other cells with the same settings
AUDI CAMRY 12 E—
FORD CORROLA 9| | Qearal 6[ ok ||| cancel

Dén day di thuc hién xong yéu cau 2.
Y&u ciu 3: Nhap cot s6 luong 1a s6 nguyén duong

Thuc hién nhu sau:

- Quét vung dit liéu E3:E8 chon thé Data, Data Validation, Thé Settings, muc Allow
chon Whole Number, muc Data chon Greater than, muc Minimum nhép 0, nhan OK

- Tién hanh nhap s6 li¢u

Yéu cau 4: Tinh don gi4

- Chiing ta di quen v&i ham vlookup dé do tim theo cot trong 1 bang di lidu, véi bai

toan nay ching ta co 5 bang tén xe, nhu vy chung ta can két hop ham indirect, nhu
da biét indirect tra vé dir liéu ving tham chiéu, nén ching ta thyc hién nhu sau:

Budce 1: Dat tén cho vung tham chiéu, Quét chon vung Tén xe va Gia dat tén vung

di li¢u nhu hinh minh hoa dudi (dat toyotal vi chiing ta da dat toyota cho ¢t tén xe

0 y€u cau trén)



EJome Insert Page Layout Farmulas Data Review View ABBYY FineReader 11 Team
B2 5 O BE¥r-am Tio, &
From From From From Othfr Existin_g Refrevsh b %l Sort Filter ‘I’/ e Text to Ren'_lq
Access Web  Text  Sources Connections All Columns Duplici

SEL CNLEITGT Ot Connections sort & Filter
toyotal -2 £ | vios

[ A [NameBox] c || D E G H
1 BANG THONG KE SO LUQNG XE BAN NAM 2015
2
3 1 TOYOTA
4 2 HONDA
5 3 BEMW
6 4 AUDI
7 5 FOED
8 6
9
v |congtysx| tovora [ | oxpa | |
11 |TOYOTA Tén Xe Gid (tridu déng) Tén Xe Gid
12 HONDA VIOS 616 CITY 600
13 BMWG 1 INNOVA 815 CIVIC 780
14 AUDI CAMRY 1290 CR-V 1100
15 FORD CORROLA 915 ACCORD 1450

Budc 2: Bat tén vung tuong tu cho bang gid xe HONDA, BMWG, AUDI, FORD la
(hondal, bmwgl,audil,fordl)

Budce 3: Nhap cong thire nhu hinh minh hoa sau:

- Giai thich, ham indirect 1 d6i s6 thi 2 trong ham vlookup, ham tra vé bang tham

chiéu



. Home Tnserk Page Layout Farmulas Data Review View ABEYY FineReader 11 Team
= ) goopenes | 2| T £ 0, cta B
From From From Other  Existing Refresh £] Sort Filter . Text Rem
Web Text Sources annecions Al = Edit Link: At S sdvanced | Columns Dupli
Get External Data Connectlans | Sort & Fitter
SUM ~ (" % « k| =vlookupiD3,indirect{C381),2,0)
B C D E F G H
BANG THONG KE 80 LUONG XE BAN NAM 2015
1 TOYOTA VIOS 2| =vlookup(D3 indirect(C3&1),2,0)
2 HONDA  |CIVIC 4
3 BMWG BMW X6 6
4 AUDI AUDICLA 3
5 FORD EVEREST 7
]

TOYOTA

HONDA VIOS 610 CITY 600
BMWG INNOVA 818 CIVIC 780
AUDI CAMEY 1290 CR-V 1100
FORD CORROLA 915 ACCORD 1450

Yéu ciu 5: Tinh Thanh tién

- Thanh tién = S6 lugng * Pon gia
Nhu viy, yéu cau da dugc hoan thanh.

Dé quan 1y cac tén ving dit lidu (x6a, thém, sta. . .) cac ban c6 thé nhan Ctr + F3
hop thoai quéan 1y tén ving hién thi nhu hinh sau:



Lonnections SOrT & Filter Uata lools
e | =VLOOKUP(D3,INDIRECT(C3&1),2,0)
o E [ ] N | | |- A
. - N 2|
ONG KE SO LUONG XE BAN| Name Manager
| o) o) [
VIOS 2 Mame Value Refers To Scope Comment
CIVIC 4 {"AUDI AB";"AUDI...  =Sheet1!§G%19:35... Workbook
BEMW X6 & 1= audil {"AUDI AB","4400%... =Sheetl!$G519:8H... Workbook
1= bmwg {BMW X15BMW X...  =Sheetl1!8D$19:8D...  Workbook
AUDI CLA 3 1= brmwgl CBMW X17,716868% ... =Sheetl!sDs19:SE...  Workbook
EVEREST y/ 1= congtysx {TOYOTA™;"HCOND...  =Sheet1!86$11:88... Workbook
1= ford {FOCUS™,"EVERES... =5heet1!181519:51522 Workbook
1= ford1 {FOCUS","845%"E...  =Sheet1!$1819:8K...  Workbook
1= honda {CITY","CIVIC™;"C...  =Sheetl!8G512:85G... Workbook
=l honda1l LCITY","600%°CIVLL..,  =Sheetl!$G512:8H...  Workbook
., » S 1=l toyota CVIOSTTINNOVAT",,.  =Sheetl!sDs12:6D...  Workbook
Tén Xe Gid (triéu = toyotal [VIOS®, 6107 TNN...  =Sheet11$D$12:6E... Workbook
VIOS 610
INNOVA 815
CAMEY 1290
CORROLA 915 | Refers to:
|+ | | =sheetllsGe19:56822 =

Co 1 luu y nho cdc ban can nho, viéc dat tén vung tranh trung voi 1 trong cdc 6 dia

chi ¢6 trong excel, trong bdi ndy hing bmw téi dé thém chir g la: bmwg dé khi dat

téen vung la bmwg va bmwgl khong bi trung voi cot bmwl cua excel.

2. Biét cach dwa vao cac thong bao va canh bao 16i

Vang, doi vdi cac ban chuyén lam vé céc giay to lién quan dén ho tich hd khau, cap

chtrng minh nhan dan, s6 di¢n thoai, lam h{ chi€u va bién s6 xe may... thi viéc

nhap trung dit liéu 14 rat nguy hiém. Béi vi cac s6 nay 13 duy nhat va khong dugc

tring nhau. Chinh vi thé dé giai quyét van dé nay thi minh xin gi6i thiéu véi cac
ban mét thu thuat nho do 1a tao ra hgp thoai canh bao khi ban nhap trung dir

liéu trén bang Excel.

Thu thut nay minh nghi 13 s& rat hitu ich cho nhirng ban thudng xuyén lam vé

Excel, co thé ap dung cho rat nhiéu trudng hop can thiét. Néu nhu ban mudn biét

cach lam thi hay lam theo cac budc sau day:

Céch tao canh bao khi nhdp trung da ligu trong Excel

Budc 1: Boi den cac 6 cua ¢dt co chira dir liéu ma ban mudn tao canh bao. Trong vi

du nay 1a tir C4 dén C12 ( 1a khu vuc ban can nhap dit liéu).

Ban nh¢ 1a hay chon vung chira dir liéu trude khi nhay vao nhan Data nhé cac ban
=> sau d6 chon Data Validation.
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+ Budc 2: Hop thoai Data Validation xuét hién, tai tab Setting ban thiét 1ap nhu
Sau:

Trong phan Validation criteria:
e Tai phén Allow: Ban chon la Custom.

« Formual ( nhay vao dau mili tén mau do bén goc tay phai ctia bang biéu dé
chon vung dir liéu trong 6 chira dit liéu ¢ 6 chon vung dir liéu), hodc go cong
thire: = CONUTIF($C$4:$C$12,C4)=1
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% 5 B, Byt A . [22) Connections . ' Clear = = P B
e ] 3 3 2| (5T Proparties 2l Ll G reappy | E EC—‘ @ @f’.
from From From From Other Existing Refresh il Sort Fitter |, } extto Remove Data Consolidat
Access- Web  Text Sources~ | Connections | Al == Edit Links | | Agvanced | Columns Duplicates Validation ~

Get External Data | Connections [ Sort & Filter [ Data Tools
ca - Qe

50 Bookl xdsx
[« B L c T - T T )

1 TAO BANG CANH BAO KHI NHAP TRUNG DU LiEU
2]l N 3

BY sTTBl HOVATEN [ Data Validat 7 x
4 TUNGUYENVANA T e -

s| 2 NGUYENVAND [Settngs “froutessage | Ermor dlert | 4
7| 4 LAMTHANHPHU alow: : 5
‘s 5 DAOMONGHANG Custom [V] iR tomore ank
9 6 DINHTHIMONG HUYEN i -

10 7 P AN [Tm.“ HUY - - HANG 1 between v

1| 8 HOAANG HAIDANG Ebn
2 9 TATHIMONGTHY o IECI =
13

14
15 blogchiasekienthuc. Loy e e tooloter s thesone st

16 ey :

17 Qe | Lok || comel
"1;; rem—




+ Budc 3: Ban chuyén sang tab Error Alert, va thiét lap nhu sau:
« Style: Chon Stop.

« Title: Tai day ban hiy nhap dong thong bao vao. Vi du minh dé 1a ” Théng
bao cho ban biét

« Error message: Ban nhap dong canh bdo 16i vao. Vi du & day minh nhap
la “ Sé lieu da bi tring, hdy xem lai”.

=> Ban bam OK dé két thuc qua trinh thiét lap.

Data Validation

Settings  Input Message
[] show error alert afhe[éwa id data is entered

When user enters invalid data, show this error alert:

Error message:

i S6 liéu da bi tring, hdy xem lai

Vi du: Bang Excel nhu hinh bén duéi khi g& s6 123 lan tha 2 vao 6 va
nhan Enter 1ap ttrc xuat hién bang thong bao cho ban biét.

-
) Bookl xdsx

A B | C D E F G H
1 TAO BANG CANH BAO KHI NHAP TRUNG DU Lilf:U
3 Eﬂ‘ Théng bso cho ban biét X
4 1 NGUYENVANA 123
s 2 NGUYENVAND [123 || € sombving, by semis
6 3 HOANG HUY HUNG
7 4 LAMTHANHPHU [ey ] | coxe Helo
8 5 DAOMONGHANG 7'
9 6  DINH THI MONG HUYEN 7 N
10 7 PHAM TH] THUY HANG
11 8 HOAANG HAIDANG day la ket qua
12 9 TATHIMONG THY 1

3. Biét cach hién thi tit ca cac cong thirc da ap dung trong trang tinh
(khong xem gia tri).

CACH HIEN THI CONG THUC TRONG EXCEL:



1. Lwa chon ‘Show Formulas’

Trén trang tinh Excel, di chuyén dén thé Formulas, nhan chon Show
Formulas trong phan Formula Auditing.

Microsoft Excel 1ap tirc hién thi cong thirc trong 6 tinh thay vi két qua. D¢ hién thi
lai két qua tinh toan, nhap chon Show Formulas mét 1an nira.

2. Lwa chon ‘Show formulas in cells instead of their results’

Trong Excel 2010, 2013, 2016, di chuyén dén thé File > Options. Trong Excel
2007, nhap vao Office Button > Excel Options.

Chon Advanced ¢ bang bén trai, kéo xuéng phan Display options for this
worksheet va danh dau chon Show formulas in cells instead of their calculated
results.

Thoat tién, cach sir dung ndy c6 vé mat nhiéu thoi gian hon, nhung ban sé& thdy nd
hiéu qua khi ban mudn hién thi cong thirc trong nhiéu trang tinh. Trong truong hop
nay, ban chi can chon tén trang tinh tir danh sach Iya chon cta Display options for
this worksheet.

Excel Options M
General

Display options for this worksheet: -
Formulas

[¥] Show row and column headers |

Proofin
J Show formulas in cells instead of their calculated results
3ave [] Show sheet right-to-left
Language E Show page breaks
Ay [] Show a zero in cells that have zero value E|

[¥] Show gutline symbols if an outline is applied
Show gridlines

ick A Toolb
Quick Access Toolbar Gridline color

Add-Ins -
- 4| 1l 3

Customize Ribbon

RATRT S g

OK | ’ Cancel

LN

PHIM TAT HIEN CONG THUC EXCEL:

Céch nhanh nhét dé thdy moi cong thirc trong trang tinh Excel 14 nhan theo phim tat
sau day: Ctrl +  (phim ' ngay ké phim s6 1)

Phim tit ndy c6 thé chuyén ddi giita hién thi gia tri 6 tinh va cong thirc 6 tinh. Ban
chi cAn nhan Ctrl + > mot lan nita dé thyc hién thao tac chuyén doi.



Ch0 y. Cho du ban sir dung phuong phap nio, Microsoft Excel s& hién thi tat ca
cong thuc trén trang tinh dang lam vigc. Bé hién thi cong thirc trong trang tinh
hoic bang tinh khac, ban can lip lai thao tac trén tirng trang tinh/bang tinh.

Néu ban mudn xem dit liéu duoc st dung cho viéc tinh toan theo cong thure, st
dung bét ky phuong phap nao phia trén dé hién thi cong thirc trong 6 tinh, sau d6
chon 6 tinh chtra cong thirc can thyuc hién, va ban s& théy két qua tuong ty nhu sau:

A B C A B C
1 1
2 (200 0.11 =A2*B2 2 (200 011 |=A2*B2
3 250 0.12 =A3*B3 3 |250 10.12 I_:AE*BZ |
4 (300 0.13 =A4*B4 4 (300 0.13 |=A4*B4

ChU y. Néu ban nhap chon mdt 6 tinh véi cong thirc, nhung cong thirc d6 khong
hién thi trén thanh cong thirc, nhu vay rat ¢ kha ning cong thirc nay di bi an di va
trang tinh nay dang dugc bao mat.

CACH IN CONG THUC TRONG EXCEL:

Néu ban can in cong thirc trong trang tinh Excel thay vi in két qua tinh toan, chi can
3 phuong phéap hién thi cong thitc trong 6 tinh, sau d6 in trang tinh nhu binh thuong
(File > Print).

TAl SAO EXCEL HIEN THI CONG THUC, KHONG PHAI KET QUA?

Nhin chung, Microsoft Excel hién thi cong thirc thay vi gia tri tinh todn do nhiing Iy
do sau day:

1. C6 thé ban d3 vé tinh chon Show Formulas, hodc nhan Ctrl + *. Dé hién thi két
qua tinh toan, bo chon Show Formulas hodc nhan phim Ctrl + * 1an nifa.

2. C6 thé ban vo tinh gd mot khoang trang hoac dau nhay don (¢) truéc dau bang
trong cong thirc

Khi mét khoang tr'fmg hodc mot dau nhay don dat trude diu béng, Excel s€ xem 0
tinh nhu mot vin ban thong thudng va khong thuc hién phép tinh d6i voi cong thire
tai 6 d6. Dé khic phuc tinh trang nay, ban chi can x6a dau nhdy don hoac khoang

trang ay di.
c2 v |i:A2*BE 3 v I:Aa*ea
A B C
1 Lk Mo
2 $200 11%| =A2*B2
3 $250  12% 530 3 $250  12%|=A3*B3 |
4 $300 13% 439 4 4300 13% 539T




3. Trudc khi nhap cong thure vao 6 tinh, cé thé ban da dinh dang Text cho 6 do.
Trong truong hop nay, Excel s& xem 6 d6 chira dit liéu dang chudi va khong thuc
hién phép tinh voi1 no.

A A |Ted -

Calibri -lu -

B I U- - O-A-F%-% 1 55578

F G
4200
$250  12%|=A3*B3 |
$300 13% $39|

Pé khic phuc tinh trang ndy, chon 6 tinh d6, vao thé Home > Number, chon lai
dinh dang 6 tinh 1a General, quay lai trang tinh va nhan F2.



Bai 8: Bién tip va lan vét thay doi doi véi bang tinh
1. Thém, stra chira, x6a bé cac nhan xét (comment), ghi chi (notes)

Dé danh diu nhitng diém noi bat hay nhitng thay d6i dit liéu trén trang tinh, ban c6
thé str dung Comments vao 6 ma khong lam anh huong téi cong thirc. Cy thé hiy
xem bai viét dudi day:

NHUNG HUONG SU DUNG COMMENTS CO BAN

Comment duogc hién thi dudi hinh dang mot hop (box) gin véi hinh tam giac do
cung miii tén tré vao 6 dit. Thong thuong Comment s€ mdc dinh dugc an di.

Ban c6 thé 1am viéc cuing comment theo nhitng cach sau:
= Hién thi mot hoic tat ca comment.
= Di chuyén tir comment nay sang comment khac.
= Chinh stra ndi dung comment.

= Thay d6i kich ¢& hoic di chuyén comment dé khdng bi che di nhirng dit liéu
quan trong.

Bdo cdo ban hang nam 2018 (theo quy)

Ten hang Qg =—"—"p Qi 4
Hoa héng r—— 3 7
Hoa hwémn e . 25 15
Hoalan d¢  |Lan 46 thdm 23 9
Hoa lan tr; 27 9
Hoa sen 22 21
Hoa héng > I 26 20
Hoa cim ¢ 6 5 2 15
Hoa lay ot 3 9 22 24
Hoa déng 4 12 28 23
Giy g6i 10 19 26 24
Ghim cai 6 7 15 25
Day no 2 7 26 12

Vi du vé Comment
CAC THAO TAC VOI COMMENT
THEM MOT COMMENT VAO O P4 CHON
1. Tai thé Review, nhom Comments, click vao New Comment.

2. Trong phan Comment, gé noi dung theo y mudn.



FILE HOME INSERT

v ia E

Spelling Research Thesaurus = Translate

Proofing Language
A6 v

A B C
1 |Bédo cdo ban hang ndm 2018 (
2 Ténhang Quv 1 Quy
3 |Hoa héng 5 19
4 |Hoa huon; 18
5 |Hoa lan dt 7 7
(i) |Hoa lan tl'.l 5 18
7 Hoa sen 9 20
§ Hoa hong 3 14
o |Hoa cam « 4] 5

Cac budc thém comment

PAGE LAYOUT

3

[ J

Mew
Comment

HIEN THI HOAC AN COMMENT

Tam thoi hién thi Comment

FORMULAS

DATA REVIEW VIEW

&7 Show/Hide Comment

||=|__p' Show All Comments

«  Dé tam thoi hién thi Comment, di con tré chudt téi 6 chira Comment. Khi di
chudt ra ngoai, Comment s& lai an di.

Bdo cdo ban hang nam 2018 (theo quy)
Quy 3

Ténhane Quy1  Quy?2
Hoa hé-ng‘ 5

19

10

- ‘ FaY
Hoa hudny, rugmp-*—
Hoa l&0d¢ |Lan d6 thim
Hoa lan tl'.l
Hoa sen

Hoa héng
Hoa cam ¢
Hoa lay ot
Hoa déng
Giay g6i 10

ESER L = R

I

LY = T WY

12
19

Quy 4

Hién thi mét hodc tat ca Comment

- Dé hién thi mot Comment: Chon 6 chira comment muén hién thi. Trong
thé Review, nhdm Comments, chon Show/Hide Comment.



FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

AEC » D D&B E‘g )quj (-l_—pj 7|22 ShowsHide Comment |

||=|__p| Show All Comments

Spelllng Research Thesaurus  Translate Edit Delete Previo Mext
Comment ) Show Ink
Proofing Language Comments
A5 -
A B C E F G H
1 |Bédo cdo ban hang nam 20
2 Ténhing Quvyl v 2 Quy 3 Quy 4 T-:f:-ng
3 |Hoa héng 19 5 7
4 'Hoa hudni Ao Lo 25 15
5 |Hoa lan d-_ Lan do thim 23 9
6 Hoa lan tr: 27 9
7 Hoa sen 22 21
§ Hoa hong 3 I+ 26 20
9 'Hoa cam « 6 5 2 15
10 |Hoa lay ot 3 9 22 24

- Dé hién thi tit ca Comment: Trong thé Review, nhém Comments, chon Show
All Comments.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

ABC rd = E’-\ 4 Show/Hide Comment
= =3
] = a pJ ; ; \_g
Y’ 1 @ 5 Show All Comments
Spelling Research Thesaurus = Translate Edit Delete Previous Mext

Comment ) Show Ink
Proofing Language Comments
A5 - I Hoa lan dd
A B C D E F G H I
1 |Béo cdo ban hang nam 2013 (t]'le-o quy)
2 |Ténhang Qrezer —a—2 “3  Quy4  Tong
3 |Hoa hdng Mimih: 5 7
4 |Hoa hwdn; Minih: < 25 15
5 Hoalan d¢ |Lan do th3m 23 g
6 |Hoa lan tr; 27 9
7 Hoa sen 22 21
8 |Hoa héng 5 = 26 20
9 'Hoa cam « 6 5 2 15
10 |Hoa lay ot 3 22 24
11 |Hoa déng 4 12 28 23
12 | Gidy géi 10 19 26 25

An mét hodc tdt ca Comment (nguoc Véi phan trén):

- Dé an Comment d3 hién: Chon 6 chira comment mudn an. Trong thé Review,
nhom Comments, chon Show/Hide Comment.

- Dé an tat ca Comment: Trong thé Review, nhém Comment, chon Show All
Comments.



DI CHUYEN GIUA CAC COMMENT
Trong thé Review, nhom Comments, click vao Next hoac Previous.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

ABC i = =l PG <« =2»— |2 Show/Hide Commen
v i EH B [ () T enne

[P Show All Comments

Spelling Research Thesaurus = Translate Edit Delete |Previous  Mext

Comment 3 Show Ink
Proofing Language Comments
Comment2 ~ I
A B C D E F G H

1 |Bdo cdo bdn hang ndm 20183 (theo quy)

2 Tén hé{ﬂg I';Ii|11ih: S S Quy 4 Téng

3 |Hoa héng e = 5 7

4 'Hoa hwén;_AHudng duong 1 ning 25 15

5 |Hoalan di O 0 23 9

§ |Hoa lan tr: 27 9

7 'Hoa sen m| 22 21

§ Hoa héng 3 I 26 20

9 |Hoa cam ¢ 6 5 2 15

10 |Hoa lay ot 3 9 22 24

11 |Hoa déng 4 12 28 23

CHINH SUA COMMENT CO SAN

Céach 1: Click chugt trai vao 6 chira comment. Trong
thé Review, nhdm Comments, chon Edit Comment.

Cach 2: Click chu6t phai vao 6 chira comment va an Edit Comment.



FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DE

ABC = = 1 ow/Hide Commen
@ [ B[ £ 0 g

|__p| Show All Comments

Spelllng Research Thesaurus Translate Edit Delete Previous Mext | Prot
Comment . Show Ink She
Proofing Language Comments
A5 - Jf< || Hoalandd
A | B C D E F G H I
1 Bdoci| TimesMi= /11 = A" A" § - 04 o
ETéﬂh;B Ig@)v.&v_-%g_fg L4 Téng
i Hoa houg - 7
&~ |Minih:
4 IHoah |ut ’ | 15 15
5 |Hoalz _ ; '3 9
6 Hoalz ‘2 Copy 7 9
7 |Hoa s iy Paste Options: 12 21
8 Hoah “A '6 20
9 Hoac Bacte Soecial 2 15
aste Special...
10 |Hoa l= 12 24
11 Hoad  Insert.. '8 23
12 Gidy g Delete... 6 25
13 | Ghim « Clear Contents 5 25
14 | Dav n 6 12
15 K:n ‘&) Quick Analysis o 23
16 T(:jﬂg Filter 3
17 Sort 3
18 ] Edit Comment I|
ii ] Delete Comment
;1 Hide Camment

Chinh stra Comment bang 2 cach
THAY POl KICH CO'HOAC DI CHUYEN COMMENT

1. Hién thi Comment, sau d6 an vao cac goc kéo tha thay doi kich ¢& (mili tén 2
chiéu).

2. Hién thi Comment, sau d6 an vao, giit chudt dé di chuyén vi tri Comment (miii
tén 4 chiéu).



Bdo cdo ban hang nam 2018 (theo quy)
Tén hang Quy 1 Quy 2 Quy 3 Quy4  Tong

Hoa héng’ 5 19 5 7

Hoa huon; 9 18 25 15

Hoa lan 8¢~ 7 7 23 9

Hoa lan tr; HH‘:“u‘aﬁw 18 27 9

Hoa sen 9 T2 22 21

Hoa héng 3 14 26 20

Hoa cém ( 6 5 2 15

Hoa lay o1 3 22 2}«&&

Hoa dong 4 12 28 23 [ = I, -
Giy goi 10 19 26 25 ["a'r']‘:g‘o thﬁni'l%
Ghim cai 6 7 15 25 i .
Diy no 2 26 12

Kéo 4 13 20 23 .
Tong

Thao tac di chuyén Comment tranh che phu dit liéu
XOA COMMENT

Cach 1: Click chudt trai vao 6 chira comment. Trong thé Review, nhdm Comment,
chon Delete.

Céch 2: Click chudt phai vao 6 chira comment v an Delete Comment.



FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

XIJ U D 4 Show/Hide Comment

||=|__p| Show All Comments

v i B B @

Spelling Research Thesaurus = Translate Edit Delete |Previous  Mext

Comment <3 Show Ink
Proofing Language Comments
As - fe || Hoalandé
A B c D E. F G H I
] Bédocd TimesMi-11 - A & % - 25 »
2 Tenhd g 1 = - p -5 | Tone
3 Hoa houg - - B 7
4 Hoahu cut o -5 15
5 |Hoa lat B 3 9
6 |Hoa las EEQ‘ Copy 7 9
7 |Hoa se 'y Paste Options: ? 21
§ Hoa hd ‘“‘A 5 20
> [Hoa c3 Paste Special... : 15
10 'Hoa lar = ) 3
11 Hoadé  Insert.. . 2 __
12/Gltyg  Delete. } - (a0 86 e
13 |Ghim ¢ 5 75

Clear Contents

14 |Da 3 12
¥ Id '] Quick Analysis ’

15 |Keéo 1 23
16 T-frng Filter 3

17 Sort k

18 Ef,;l Edit Comment

ii E_r' Delete Comment

71 Hide Comment

2 cach x6a Comment

2. Hién/an cac nhin xét, ghi chu.

Doi khi ching ta phai lam file Excel va dé nguoi khac st dung, nhap dir liéu. Vay
c6 cach nao dé giup ho biét dugc can lwu ¥ nhirng gi khi nhap dit liéu trong 1 6 hodc
ca 1 vang 6? Trong bai viét nay Hoc Excel Online s& hudng dan cac ban 2 cach dé
c6 thé tao ghi chu trong mot 6 hodc 1 ving 6 trén Excel.

SUDUNG CHUC NANG TAO GHI CHU TRONG O

Day la cach lam kha pho bién, thuong ap dung khi ban mudn tao 1 ghi chu trong
1 6. Cach lam nhu sau:

= Chon 6 ban muén tao ghi chd



= Bam chudt phai trong & d6, chon New Note (trong mét sb phién ban cé thé
I Insert Comment)

= Nhap noi dung ban muédn ghi cha

Vi du nhu sau:

A B C D E

1 ' MAU TIEP NHAN NHAN SU

~ e = AhA = Neearr +10m nhin
3 Maquanly Ma cham cong hncexceltnnlinE:
4
- O
6 Ho tén
- O

Trong hinh trén ta co:
= 6 C4 126 mudn tao ghi chu

= Khi chon New Note trong & C4, xuat hién viing mau vang nhat dé ghi noi dung
ghi chd. Trong viing gdm 2 phan: Nguoi ghi cht (dwoc t6 dam, kém dau hai
cham) va noi dung ghi cht (ndi dung phia sau ngudi ghi cha)

= O duoc ghi chl s& xuat hién ky hiéu tam giac do & goc trén bén phai caa &

= Khi dua chudt qua & do (c6 thé chon hoic khdng chon 6 duoc ghi cha) thi noi
dung ghi chd trong 6 van hién 1én

A LB | C D E
1 [IMAU TIEP NHAN NHAN SU
—~ 3 . = A s Mdsr +1 f:'{rn nhan
3 [Ma quan ly Ma cham cong hocexcel.online:
4 ek Nhap ma cham céing
6 Ho tén
7 |

Trong hinh trén ta thay 6 dugc chon dang 1a 6 B3, nhung con tro chudt dang di
qua 6 C4, ndi dung ghi chii trong 6 C4 van hién 1én.

* Luu y:



1. Viéc ghi chu khong anh hudng t6i viéc gidm sat ndi dung dir li¢u dugc phép nhap
vao trong 6

2. Mubn x6a ghi cht, ban bdm chudt phai trong & da thiét 1ap ghi cha va

chon Delete Comment (Delete Note)

3. Ban khong thé thiét 1ap ghi cha bang Note/Comment cho ca 1 ving 6. Khi &p
dung cho 1 ving 6 thi chi ¢6 6 dau tién trong vung d6 nhan duoc ghi chu.
SUDUNG CHUC NANG DATA VALIDATION PE TAO GHI CHU TRONG 0,
VUNG O

Dé thiét lap ghi chu cho ca 1 ving 6, ma 6 nao trong ving ciing ¢ ghi chu thi
chung ta c6 thé sir dung phuong phap nay.

Trong chirc ning Data Validation — Thiét 1ap diéu kién nhap dit liéu ching ta c6 3
ndi dung:

Data Validation ? X

__________________________ 1 2 3

Settings Input Message Error Alert

Validation criteria

Allow:

Any value e Ignare blank
Data:

between B

Apply these changes to all other cells with the same settings

Clear All Ok Cancel

1-Settings: Ban c6 thé thiét 1ap diéu kién dé quan 1y dir liéu dugc nhap vao trong 0
2-Input Message: Thiét lap thong bao vé diéu kién nhap dir liéu

3-Error Alert: Thiét 1ap thong bao 16i néu dit liéu dugc nhap khong ding theo diéu
kién da quy dinh trong muc 1-Settings

Véi thiét 1ap 2-Input Message, chiing ta c6 thé tao ghi chl trong 6 mdi khi chon
vao 0 d6 nhu sau:



Negay tiép nhan

Gioi tinh \\\\

Noi cap

Qué quan

Data Validation ?

Settings Input Message Error Alert
Show input message when cell is selected

When cell is selected, show this input message:

Title:

\ chiy
Input message:

Chi nhap dif liéu ngay

Clear all Cancel

Vi dy: Trong 6 chita tiéu d@é 1a Ngay tiép nhdn, chung ta sé dat ghi chi 1a chi nhdp
dir liéu ngay vao trong 06 do

Khi bam chudt chon & da thiét 1ap Data Validation, chung ta s& thiy thong bao hién

1én:
A B C D
1 'MAU TIEP NHAN NHAN SU
3 Ma quan ly M4 cham cong \Z_ﬁy\tié’p nhan
b | T
4
. e Cha y
6 |Ho tén G161 tinh Chi nhap dif
. iéu ngay
* Luu y:

1. Ghi chii bang Data Validation c6 thé khong bat budc phai bao gom diéu kién

nhap dir liéu (khong bit budc phai c6 didu kién tai muc Settings)

2. Chi khi chon vao 6 ap dung chirc ning Data Validation thi thong bao méi xuét

hién (khi khong chon 6 d6 thi khong cé thong bao)

3. Co thé ap dung cung lac cho nhiéu 6, viing 6 v&i cung 1 thiét 1ap gidng nhau.

4. O duoc thiét 1ap Data Validation khong ¢ ky hiéu tam giac mau do & goc 0,

nhung van hién thong bo.




5. C6 thé tat chirc nang hién thong bao ndy bang cach bo danh dau tich vao muyc
“Show input message when cell is selected”

Data Validation ? >

Settings Input Message Error Alert

Déﬁhaw input message when cell is selected

Whercell is selected, show this input message:
Title:
Cha y
Input message:

Chi nhap dir li&u ngay

Clear All Ok Cancel

6. Dé x6a ghi chu trong Data Validation, bdm chon muc Clear All (goc duéi bén
trai trong muc Input Message) dé xo6a ghi chu nay.

3. Chip nhan, tir chdi cac thay doi trong trang tinh

Khi ban bat Track Changes tlly chon, mdi thay dbi ban thuc hién cho bang tinh s&
dugc nhan manh véi mot duong vién doc déo va chi sb. Di chudt qua mot té bao
danh dau s& hién thi cac chi tiét cua sy thay d6i. Biéu nay cho phép nhiing nguoi
khac dé xem nhiing thay d6i da duoc thyc hién trudc khi chiing vinh vién.

AM: 0:15:Break i
PMCad‘,.f Falls hike (strategy game?) [Marianne, Liz
Nk 1:00iLunch (with strategy game team)
PM| 0:30|Strategy debrief "B. Nemec, 10/12/2010 2:46 PM:
PM: 1:00[Get to know your team _ qp |SqChanged cell D14 from '?' to 'Get to know
PM: 1:00i5trengths exercise i [your team’.
PM: 0:15:Break
F‘ME D:d&iﬁedwnndﬁ hike D T
PP'.-'I; 1:DD§Team building exercise EGarth, execteam
PM; 2:00: Dinner ’
12:00




Cé4c mau sac cua nhimng diém noi bat s& khac nhau tly thudc vao nhitng ngudi xem
Xét cac tai liéu, vi vay néu c6 nhiéu nguoi nhan xét ban s& c6 thé biét ngay nguoi da
tirng thay doi.

C6 mot s6 thay doi ma Excel khong thé theo ddi. Hay 1am quen véi nhing thay doi
ma Excel khdng theo dbi hoic néi bat .

Dé bgt Track Changes:
Tai cac xét tab.
Nhéan vao Track Changes , sau d6 chon Thay doi ndi bat tir trinh don tha xudng.

@ @ Q Protect and Share Workbook

Allow Users to Edit Ranges
Protect  Protect Share
Sheet Workbook Wnrkbnnk[_m} Track Changes *]
Chi 3 Highlight Changes... i
%
F G H 1 1 K

Céc Highlight Changes hop thoai s& xuat hién.
Kiém tra hop bén canh dé theo di nhitng thay doi trong khi chinh sira .

Xéc minh rang cac hop dugc kiém tra nhiing thay d6i noi bat trén man hinh . Piéu
nay s& lam ndi bat nhitng thay d6i cua ban trong khi ban 1am viéc.

Nhin OK .

- ™
Highlight Changes L2 |

[|iTrack changes while editing. This also shares your workbook, |

Highlight which changes

When: |Al |E|
] whao: Everyone |Z|
] Where: Ehz

Highlight changes on screen
List changes on a new sheet

LQDK | | cancel |

L A

Néu duoc nhéc, bdm OK dé cho phép Excel luu bang tinh cua ban.



Thay d6i theo di hién dang hoat dong. Bat ky thay d6i ban thuc hién cho bang tinh
s& dugc nhan manh véi mot duong vién doc déo va chi so.

A B = b]
1
2 e b Event:Team Building Retreat
3 BIOFUELS Location:i Waverly Point Nature Preserve
4 Date:: Friday, November 12, 2010

5
6 End Time

7 8:00 m 1:00:Breakfast, welcome

8 9:00 AV 9:15 AM| 0:30 Introduction

9 ﬁ:ﬁﬂhg—lérlﬁ*ﬂi— 1:00:Work relationships exercise

10 10:15AM;  10:30 AM; 0:15:Break

11 10:30 AM 12:15 PM: 1:45:Cady Falls hike (strategy game?)

Bang tinh cua ban sé dugc chia sé tu dong khi ban bat Track Changes. sach bai tap
chung dugc thiét ké dé luu trit noi ngudi ding khac-chang han nhu ngudi ding trén
cling mot mang ¢ thé truy cap va chinh sira bang tinh cing mét IGc. Tuy nhién, ban
cling c6 thé theo dbi nhitng thay doi trong mot ban sao dia phuong hoac cé nhan,
nhu da thay trong suét bai hoc nay.

Dé tit Track Changes:

Tir gi4 tab, bAm vao Track Changes . Sau d6 chon Thay doi ndi bat tir trinh don tha
xuéng.

B6 chon hop bén canh dé theo ddi nhimg thay doi trong khi chinh sta .

i '
Highlight Changes R

[ |iTrack changes while editing. This also shares your workbook. |

Highlight which changes
When: | All |
Whao: | Everyone |
Where: | £z |

Highlight changes on screen
List changes on a new sheet

Lhcx | | cancel |

L A

Nhin Yes dé xac nhan rang ban muén tat Track Changes va ngirng chia sé
bang tinh cia ban.



Microzoft Excel E

This action vl remove Ehe workbook from shaned use. The change history will be erased, and other users who ane editing Bhis workbook wil not be able to sve ther changes, even if you shane this
workbook again.

o Rstazvoe the werkbook fem shared use?

» Tio make the workbook exdusive, dhdk es.
# T cancel snd return to shared mode, dick No.

'_[gu_][L

Wi this informaSon helofil>

Tat Track Changes s& x6a bat ky theo ddi da dién ra trong bang tinh caia ban. Ban
s& khong thé xem, chap nhan hoic tir chdi thay d6i; thay vao do6, ho s& dugc ap dung
cho bang tinh caa ban tu dong. Ludn ludn xem xét nhirng thay doi trong bang tinh
cua ban trudc khi tat Track Changes.

4. Bat, tat viéc ghi vét thay doi, biét cach 1an vét cac thay déi trong mét bang
tinh

Néu ban l1am viéc véi tap tin Excel can dugc ngudi khac cap nhat hodc xem xét, ty
chon theo di cac thay ddi cd thé c6 ich.

Ban ciing c6 thé sir dung nd khi ban cap nhat mot tap tin va can theo ddi tat ca
nhitng thay d6i ban tu 1am. Diéu nay c6 thé hiru ich khi ban xem lai n6 sau nay.
Trong huéng dan nay, tdi sé chi cho ban céch theo ddi cac thay do6i trong Excel.
Kich hoat tinh ning theo doi thay doi trong tinh néing Excel

Theo mac dinh, tinh nang nay bi v6 hiéu hda trong Excel.
Duéi diy la cdc buwde dé cho phép thay déi theo doi trong Excel:

Chuyén dén tab Review.

Home Insert Page Layout Formulas Data Review View Developer

ABC =T: [L ﬁ) = t;] <) Show/Hide C
d
@ 2 ' _ (7' Show All Con
Spellmg Thesaurus Check Smart  Translate New  Delete Previous Next ym
Accessibility | Laokup Comment . Show Ink
Proofing Accessibility  Insights Language Comments

Trong nhém Changes, click vao tuy chon Track Changes va chon Highlight
Changes.

l = l ‘& Protect Shared Workbook

# Allow Users to Edit Ranges
Protect F’n tect Share
Sheet Workbook Workbook (# Track Changes =

Cha [ Highlight Changes...
’@ Accept/Reject Changes




Trong hop thoai Highlight Changes , Chon tuy chon — ‘Track changes while
editing. This also shares your workbook’. Ban c6 thé chon cac gia tri dac biét tly
chon “When’ (khi nao), ‘Who’ (ai thay doi), va ‘Where’ (thay doi chd nao). Trong
bai hoc nay, Téi dé tiy chon mic dinh.

Highlight Changes ? X

Track changes while editing. This also shares your workbook,

Highlight which changes

When: | Alll 2’—
[Jwho: Everyone v
[ where: £‘

Highlight changes on screen
E] List changes on a new sheet

Click OK.
Céc budc trén s& cho phép ‘Track Changes" trong Excel va bay gid no sé& lam noi
bat bat ky thay doi nao duoc thuc hién d6i voi s6 1am viéc.
Luu y: Dé tly chon nay hoat dong, ban can luu s6 1am viéc trén hé théng hoic 6 dia
mang. Néu tap tin chua dugc luu, trudce tién, né s& yéu cau ban luu né trude khi bat
tly chon ‘Track Changes’. Néu tap tin dd duoc luu, nd van s& luu trude khi bat theo
doi.

“Track Changes’ lam vi¢c trong Excel nhw thé nao?

Khi ban d3 bat tinh ning theo ddi, bat cir khi nao ban hoic bat ky ai truy cap vao sé
lam viéc thuc hién bat ky thay doi nao dbi véi no, nd sé duoc to sang bang vién mau
xanh lam va c6 mot hinh tam giac nho mau xanh & phia trén bén trai caa 6. Biéu
nay tvong tu nhu hinh tam giac mau do6 ban nhin thay khi ban chén mot nhan xét
trong mot 0.
Vi du, bén dudi tdi c6 mot ké hoach dy an gia dinh va toi da thyc hién cac thay doi
trong co6t B (6 B4 va B6).



A B

. ' Effort Estimate
Project
i i (Days)
Prep for Kick-off Call
Initial Secondary Research
Preparing First Draft
'Primary Research -
| Preparing the Second Draft
|Finalizing the Content

O ~ O b1 B W N -
NP B [NN AN

 Getting Reviewed b;ymEditor

9 Follow-up Work _
Khi ban di con tré 1én 6 c6 thay d6i, n6 sé& hién thi théng bao chi dinh thay ddi 1a gi,
ai da thuc hién thay doi va khi nao né duoc thuc hién.

A | 8 - E
. Effort Estimate
Project
(Days)

:Prep for Kick-off Call
:!nitial Secondary Research

Sumit Bansal, 26/07/2017 19:18:

Preparing First Draft e
r Changed cell B4 from '1' to '2'.

Primary Research B
Preparing the Second Draft
Finalizing the Content

Getting Reviewed by Editor |
_follow-up Work

W 00~ & U B W N -
NP 0B IN N AN

Luwu y: khi tuy chon ‘track changes’ duoc bat trong Excel, Tinh nang chia sé
Workbook va mot sb tinh ning sé& ty dong bi tat.

Vi du: ban s& khong thé bao vé trang tinh khi ché 46 BAT cho ‘track changes’.
Ban s& nhan thay rang mot s6 tly chon trong ribbon ¢6 mau xam.

Ldy danh sach tdt cd cdc thay déi

Néu ban c6 mot workbook ¢é nhiéu thay doi duoc thuc hién, ban c6 thé mudn lay
mot danh sach tat ca cac thay d6i dudi dang danh sach.

Dudi day la cac bude dé c6 danh séch tat ca cac thay doi trong bang tinh méi:
Save workbook dé nhirng thay doi duoc thyc hién ciing dugc luu.

Chuyén dén tab Review.Trong nhém Change, nhap vao Track Changes va

chon Highlight Changes.



i Protect Shared Workbook

; 2 Allow Users to Edit Ranges
Protect Protect Share - o : B
Sheet Workbook Workbook DTrackChaqges'r
Chal 5 Highlight Changes...
’@ Accept/Reject Changes

Trong hop thoai‘Highlight Changes’ , hdy chon tuy chon - ‘List changes on a new
sheet’. Trong tiy chon "When", ban c6 thé chi dinh néu ban muén tat ca céac thay
d6i hoic thay d6i khong dugc xem xét hoic "Changes since last saved’.

Highlight Cha‘;\ges ? X

Track changes while editing. This also shares your workbook,
Highlight which changes
When: | All

[Jwho: \ Everyone

(] where: |

==

Highlight changes on screen

o

Click Ok.
Highlight Chawes ? X

Track changes while editing. This also shares your workbook,

Highlight which changes
] When: | All vl

[Jwho: ‘ Everyone

<

<

[J where: I, 2+

Highlight changes on screen
§List changes on a new sheet:

\ Cancel ‘
Diéu nay s& ngay lap tic tao ra mot bang tinh maéi sé liét ké tat ca cac thay d6i ma
ban da thuc hién.

Chap nhan / tir chéi thay doi

Khi céc thay d6i duoc thuc hién, nhitng thay d6i nay khdng phai 1a cudi cling cho
dén khi ban xem lai nhitng thay ddi nay. Piéu nay cd thé hitu ich khi ban c6 tép
dugc xem xét tir dong nghiép / sép / khach hang caa ban va ban phai quyét dinh




nhitng thay d6i ndo s& duoc giit va nhirng thay d6i nao sé bj tir chdi.
Duéi diy la cdc buwée dé chap nhdgn [ tie chéi cdc thay déi trong Excel:

Chuyén dén tab Review.
Trong nhém Changes, nhip vao ‘Track Changes’ va chon ‘Accept/Reject Changes’.

' ‘J & Protect Shared Workbook

=5 Allow Users to Edit Ranges
Protect Protect Share : .
Sheet Workbook Workbook E}TrackChangS'

Cha [ Highlight Changes...
7@ Accept/Reject Changes

Trong hop thoai‘Select Changes to be Accepted or Rejected’ , hay chi dinh cac
tuy chon When, Who, va Where.

Trong ‘When' ma ban c6 thé chon tat ca cac thay doi chua duoc xem xét hoac chi
dinh ngay.

Trong ‘Who', ban c6 thé chon nhiing thay d6i ban mubn xem lai.

Trong ‘Where', ban c¢6 thé chon mot pham vi & ma ban mubn xem lai cac thay doi.

Select Changes to Accept or Reject ? X
Which changes
2] When: | Notyet reviewed , \7
[(Jwho: | Everyone —v—]
[] Where: | 7 “ﬂ

Click OKk.

NO sé mo hop thoai “Accept or Reject Changes’ .
Trong hop thoai ‘Chap nhan hoac tir chéi thay doi, ban co thé accept changes one
by one (Chap nhan tung muc maot), or accept/reject all (chap nhan/tir chéi tat ca)

Accept or Reject Changes ? X

Change 1 of 5 made to this document:
Sumit Bansal, 27/07/2017 12:17: A

Changed cell B3 from ‘4" to '5',

Reject | Accept All ‘ Reject All \ Close

Néu ban reject thay d6i, n6 sé trg lai gia tri ban dau.
Luu ¥ : khi ban accept a change, ban khong thé hoan tac no.
Vo hiéu héa cdc thay déi theo doi trong Excel



Khi cong viéc cua ban duoc hoan thanh, ban c6 thé tat tinh nang thay doi theo doi
trong Excel.

Diéu d6 sé& loai bo cac hop mau xanh hién cé trong cac 6 va s& nging theo ddi bat
ky thay ddi nao khac.

Duéi day 1a cac bude dé vo higu hoa ‘Track Changes' trong Excel:
Chuyén dén tab Review.Trong nhém Change, nhip vao ‘Track Changes' va chon
Highlight changes'.

& Protect Shared Workbook

2 Allow Users to Edit Ranges
Protect Protect Share - T :
Sheet Workbook Workbook DT’ack Chanl_ges'v

Cha [ Highlight Changes...

’@ Accept/Reject Changes

Trong hop thoai ‘Highlight Changes’, bo chon tuy chon - ‘Track changes while
editing. This also shares your workbook’.
Diéu nay ciing chia sé workbook cua ban

Highlight Changes ? X

[:]él'rack changes while editing. This also shares your workbook, :

Highlight which changes

When: | Al V]
Who: Everyone T
Where; 4 J

Highlight changes on screen
List changes on a new sheet

l oK I : Cancel

Click OK.
Ban sé& thay mot diu nhac nhu hinh dudi day. Bam vao Yes.

Microsoft Excel

This action will remove the workbook from shared use, The change history will be erased, and other users who are editing this workbook will r
able to save their changes, even if you share this workbook again.

0 Remove the workbook from shared use?

» To make the workbook exclusive, click Yes,
+To cancel and return to shared mode, dlick No.

=1 [ %

Sw khac biét giiza cac Comments va Track Changes

Rat nhiéu nguoi thich thém nhan xét trong khi danh gia ngudi khac 1am viéc trong
Excel.
Dudi day 1a nhirng khac biét chinh trong chirc nang ‘comments', va 'track changes' :



Ban khong can chinh sira mot nodi dung di dong dé c6 thé nhan xét. Theo ddi cac
thay doi, mat khac, s& chén mot ghi chd bat ctr khi nao c6 bat ky thay doi nao trong
0.

Thém nhan xét 1a mot quy trinh tha cong, trong khi theo ddi cac thay d6i, khi duoc
bat, s€ tu dong ghi lai moi thir xay ra trong bang tinh.

Ban khong thé l1ay danh sach tit ca cac nhan xét riéng biét trong mot bang tinh (trir
khi ban str dung VBA nhu duoc hién thi ¢ ddy) trong khi ban c6 thé nhan dugc né
Vvé6i chire niang theo ddi chi bang mét ¢l nhap chudt don gian.

Khi ban bat thay doi theo dai trong Excel, mot s6 chirc ning bi tat. Pay khong phai
la trrong hop vai comment.

5. So sanh va trén cac trang tinh
HOP NHAT DU'LIEU TU NHIEU TRANG TINH SANG MOT TRANG TINH

Cach nhanh nhét dé hop nhat dit liéu trong Excel (nam trong mot bang tinh hodc
nhiéu bang tinh) 13 str dung tinh ning tich hop san Excel Consolidate.

Hay xem xét vi du sau day: Gia su ban c6 mot s6 béo cdo tlr cac van phong chi
nhanh cong ty va ban mudn hop nhat vao mot bang tinh dé ban c6 mot bao céo tong

doanh thu cua tat ca cac san pham.

Nhu ban thay trong anh dudi ddy, ba bang tinh can hgp nhat c6 cau tric dir liéu
tuong tw, nhung cc sb hang va cot khac nhau:

~ B C D B B C D
1 !
2 Sweets $140 $220 $160 2 |Sweets $100 $220 $320
3 Biscuits  $220 $190  S200 3 |[Cakes  $250 $310 $280
4 |lce-cream $310 $320 $170 4 |Ice-cream $110 $140 $190
» AZ report « » .| ILreport

1 ar sales e
2 Sweets  $250  $140  $190 200
3 Bisquites  $100 $310 $280 $170
4 |Ice-cream $110 $220 $320 $160

5 |Cakes $110  S140 $190 $340

<« » .. | NYreport

bé hop nhat dit liéu thanh mét, hay thyc hi¢n céc budc sau:

1.Sip xép dir liéu ngudn: Dé tinh nang Excel Consolidate hoat dong chinh xac,
phai dam bao rang:-
- Mdi day (tap dit liéu) ban mudn hop nhat nam trén mot bang tinh riéng biét.
Khong dit bat ky dit liéu ndo trén bang tinh ma ban muébn hop nht. -


https://blog.hocexcel.online/vba11-%e2%97%8b-copy-du-lieu-tu-nhieu-bao-cao-vao-1-bao-cao-tong-khong-can-mo-bao-cao-con.html
https://blog.hocexcel.online/wp-content/uploads/2017/04/New-Bitmap-Image-2-1.bmp

= MGdi trang c6 ciing bd cuc, mdi cot 6 tiéu dé va chia dir liéu twong tu.-
= Khéng c6 hang hoic cot tréng trong bat ky danh séch nao.

2. Chay Excel Consolidate. Trong bang tinh chinh, nhap vao 6 bén trai phia trén,
di toi tab Data va nhap Consolidate.

DATA REVIEW VIEW FORMULAS

”:E ;i]Connections EIE _ji E_’g t \é E_ﬂj E

FProperties
Refresh ' Textto Flash Remove Data Consolidate What-If
All~ Edit Links Columns  Fill Duplicates Validation ~ Analysis ~
Connections Data Tools

ChU y: Ban nén hop nhit dit liéu vao mot trang trong. Néu bang tinh chinh cua ban
da c6 mot s6 dir liéu, dam bao co du khong gian (cac hang va cot trong) dé chua dir
liéu dugc hop nhat.

3. Ciu hinh Consolidate settings. Khi hop thoai Consolidate xuat hién, ban thuc
hién nhu sau:

= Trong hdp Function, chon mét trong cac ham ma ban muédn st dung dé hop
nhét dit liéu cia minh (Count, Average, Max, Min, v.v ...). Trong vi du nay,
ching ta chon Sum.

- Trong hop Reference box, nhip vao biéu tugng Thu gon ™ 'va chon viing &
trang tinh dau tién. Sau d6 nhap vao nit Add dé thém cac ving khac. Lap lai
budc ndy cho tat ca cac ving ban mudn hop nhat.

Néu mét hodc mot s6 trang nam trong mot bang tinh khac, hay nhép vao Browse dé
tim bang tinh.


https://blog.hocexcel.online/wp-content/uploads/2017/04/New-Bitmap-Image-2-2.bmp
https://blog.hocexcel.online/wp-content/uploads/2017/04/New-Bitmap-Image-2-2.bmp

-
Consolidate M

Function:
Sum B
Reference:
'NY report ISAS1:SESS 7%| | Browse..
All references: \\‘F
'AZ report’!SAS1:5D54 - Add
IL report’'!SAS1:5D54
- Delete

Use labels in

Top row
Left column Create links to source data

oK Close

L )

4. Cau hinh Update settings. Ciing trong hop thoai Consolidate, hiy chon bat ky
tuy chon nao sau day:

= Chon Top row va / hoic Left column phia duéi Use labels in néu ban muén
sao chép tén hang va / hoic tén cot tir cac trang tinh gc vao trang hop nhat.

= Chon Create links to source data check néu ban muén dit liéu hop nhat cap
nhat ty dong khi dit liéu nguon thay d6i. Trong trudng hop nay, Excel s& tao
lien két ti bang tinh ngudn cua ban va thé hién nhu anh sau:

D5 v Jx | =sum(p2:04)

A B C ‘ D E :

1 | Jan sales Febsales Marsales Aprsales |
5 |sweets sas0__ ssoo]  s730  $3s0
+| 7 |Biscuits $220  $190  $200
+| 10 Cakes $360  $450  $470  $340
+| 12 Bisquites $100  $310  $280  $170
+| 16 Ice-cream $220  $670  $830  $330

Néu ban mé rong nhom (bang cach nhap vao bi€u tugng “+”), sau d6 nhap vao 6 cé
chtra gia tri, trén thanh cong thuc s€ thé hién mdt lién két dén dir li€u nguon.
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D2 v| : fx | =AzreportisBs2

1] 2] A B C A D - :
1 Jan sales Febsales Marsales Aprsales
. Consolidation sl s20  $160
-3 Consolidation $100 $220 $320
- 4 Consolidation $250 $140 $190 $200
- 5 Sweets $350 $500 $730 $360
'+| 7 Biscuits $220  $190  $200
'+| 10 |Cakes $360  $450  $470  $340
'+| 12 Bisquites $100  $310  $280  $170
'+| 16 |Ice-cream $220  $670  $830  $330

Nhu ban thay, tinh niang Excel Consolidate rat hiru ich dé tap hop dit lidu tir nhidu
trang tinh. Tuy nhién, n6 ¢ mot vai han ché. Cy thé, né chi hoat dong khi cac gia tri
1a s6 va ludn gop chung lai bang nhiéu cach (sum, count, average, vv...)

Néu ban mudn két hop cac trang tinh trong Excel bang cach sao chép dit liéu, chiic
nang nay khong hiéu qua. Dé két hop vai trang tinh, ban c6 thé chi can ki ning
copy/paste. Nhung néu ban can két hop hang chuc trang tinh, thi sai sot trong viéc
copy/paste thil cong 1 khong thé tranh khoi. Trong trudng hop ndy, ban ¢ thé
muén st dung mot trong cac k¥ thuat sau dé ty dong hop nhat.

LAM THE NAO PE HOP NHAT CAC TRANG TiNH EXCEL THANH MOT
Nhin chung, ¢6 3 cach dé hop nhit cac bang tinh Excel thinh mot ma khong can sao
chép va dan:

= Sudung VBA

= Truy van ngudn cho Excel

= Tién ich b6 sung cua bén thi ba
Chung ta s& bat dau voi lya chon cudi cling, mot trong nhiing cach quen thudc va dé
sir dung nhat.

LAM THE NAO PE KET HOP BANG TINH EXCEL VOl CONSOLIDATE
WORKSHEETS WIZARD

Khi doc tiéu dé ctia phan nay, mot sd ban c6 thé bi béi réi. Khi ndi vé tinh ning
Excel Consolidate, Hoc Excel Online chi ra rang no khong thé két hop cac bang
bang cach sao chép dit lidu cua ching. Phai, tiy chon tich hop trong Excel thi
khong thé 1am duogc, nhung Ablebits Consolidate Worksheet Wizard thi ¢ thé



Gia su ban c6 mot vai trang tinh c¢6 chira thong tin vé cac san pham khac nhau va

bay gio ban can két hop chiing vao mot bang nhu sau:

A B C
i Item Qty. Delivery
2 Sweets 20 Delivered
3 Biscuits 100 In transit
4 lce-cream 50 Delivered
5 |Juice 95 Delivered
v Productsl | Produ
A B C
1 Ly Qty. Delivery
2 Cakes 120 Delivered
3 |Croissants 70 In transit -
4 Appe pies 75 Past due
5 Doughnuts 200 Delivered
4« » .. Products2 @ Produ
A B C
1l Item Qty. Delivery
2 Strawberry 120 Delivered
3 Bilberry 70 In transit
4 Raspberry 85 Past due
5 Blackberry 110 In transit
1 .. | Products3 )

A E C

1
2 Sweets 20 Delivered
3 Biscuits 100 In transit

4 lce-cream 50 Delivered
5 |Juice 95 Delivered
& Lollipops 90 Past due

7 Cakes 120 Delivered
& Croissants 70 In transit

9 Appe pies 75 Past due

10 Doughnuts 200 Delivered
11 Pastry 150 In transit
12 Strawberry 120 Delivered
13 Bilberry 70 In transit
14 Raspberry 85 Past due
15 Blackberry 110 In transit
16 Honeyberry 90 Delivered |

Summary_sheet

Két hep nhiéu bang tinh thanh mdt bang 5 buéc:

Gia sir rang ban d3 cai dat Consolidate Worksheets Wizard, nim buéc don gian sau
day s& két hop cac bang tinh Excel thanh mét.

1, Bat Consolidate Worksheets Wizard. Trén thanh cong cu Excel, chon tab
Ablebits, chon Merge va nhap vao Consolidate Worksheets.

Ablebits Data INSERT PAGE
N e B
@ + OQ S222
i m H E t )
Merge Combine Merge |Consolidate
Two Tables Rows  Cells |Worksheets

Merge
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2. Chon céc bang tinh va vang hep nhat. Khi ban chay Consolidate Worksheets,
n6 sé& hién thi mot danh sach cac bang tinh dang mé. Thong thudng nd sé& tu chon
vung dit liéu trong cac bang tinh liét ké. Néu ban mudn chon mot ving khac, hiy sir

dung biéu tugng Thu ggn,iﬁ-

'« =
i Consolidate Worksheets: Step 1 of 5 (s S
Select worksheets for consolidation
( .
[v] worksheet Range
Book2
Productsi A1:C6
Products2 Al:C6
] Products3 AL:C6 =
[ ense | [Aadfiess]
i 7?7 = " Next> ] Cancel
- v,

Chu y: Néu bang tinh ma ban mudn hop nhat dang dong, hay nhip vao nat Add
files ... dé chon bang tinh do.

3. Chon loai hgp nhit. Vi ching ta mudn két hop nhiéu trang bang cach sao chép
dir liéu cua chung, hay chon Copy data from selected ranges to one worksheet va
nhap Next.


https://blog.hocexcel.online/wp-content/uploads/2017/04/New-Bitmap-Image-2-9.bmp
https://blog.hocexcel.online/wp-content/uploads/2017/04/New-Bitmap-Image-2-10.bmp
https://blog.hocexcel.online/wp-content/uploads/2017/04/New-Bitmap-Image-2-9.bmp
https://blog.hocexcel.online/wp-content/uploads/2017/04/New-Bitmap-Image-2-10.bmp

e

' '
% Consolidate Worksheets: Step 2 of 5 28 |

Select consolidation type

Choose how you want to consolidate your data:

C} Combine data from the selected ranges into one worksheet 7

@ Copy data from the selected ranges to one warksheet

¢ Copy sheets in each workbook to one sheet. Place the resulting worksheets
=~ to one workbook.

Ci- Copy data from selected worksheets with the same name to one sheet

f:} Copy the selected worksheets to one workbook

_.-

")
A
m
&
™
=

Cancel

4. Chon céch ban muén hep nhit cac trang tinh. Trong budc nay, ban phai chon
cAu hinh cai dat hop nhét véi cac budce sau: Cac tly chon dan:

Paste all — dé sao chép céc gia tri cling nhu cac cong thirc. — dugc dung trong
hau hét cac truong hop.

Paste values only — néu ban khdng mudn giir cac cong thic tir cac trang
ngudn, hay chon tily chon nay.

Paste link to data — lién két dit liéu duoc hop nhat vai dit liéu ngudn. Chon né
néu ban muén dix liéu dugc hop nhat cap nhat tu dong khi dir liéu ngudn thay
d6i. N6 hoat dong twong tu nhu Create links to source data check cua Excel
Consolidate.
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7 T
onsolidate Worksheets: Step 3 0
@ Consolidate Worksheets: Step 3 of 5 oo

Select consolidation options

Choose how to paste the data:
(@) Paste all

() paste values only

() Create links to source data

My tables have headers

Note! The data from identically named columns will be joined even if
the column order is different.

D Copy data only for the matching columns in my first table in the list

Preserve formatting
[:] Separate the copied ranges by a blank row

i ? = | <Back M Net> | Cancel

Zusssssemmmoss snssmatons sasminsed

\ J

Nhirng lwa chon khac:
= My tables have headers: TUy chon nay rat hitu ich khi ban két hop cac bang c6
cot sap xép khac nhau. Dé biét thém chi tiét, vui long xem vi du 1.
= Copy data only for the matching columns in my first tables in the list — chon
n6 néu ban chi hop nhat cac cot nhat dinh trong bang tinh. Bé biét thém chi tiét,
vui long xem vi du 2.

= Preserve formatting — tu giai thich va rat thuan tién.

- Separate the copied ranges by a blank row— chon tuy chon nay néu ban muén
thém céc hang tréng gitra cac vang dix liéu hop nhat.
5.Chon viing dit dir liéu dwoc hop nhat. Chon noi ban muén xuét dit liéu hop
nhét: & mot trang bang tinh mdi1, mat tép lam viéc mdéi hodc mot vi tri nhét dinh

trong bat ky trang tinh nao.
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.
& Consolidate Worksheets: Step 4 of 5

Choose where you want to place the results

Place results to:
() New workbook

(") Custom location:

i ? = <Back || Finish

| | Cancel

b

Bam Finish va ban s& c6 két qua sau:
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Consolidate Worksheets Wizard for Microsoft Excel X

@ Ranges from 3 worksheet(s) were successfully consolidated.

OK

CA4c thy chen bé sung cho viéc trén cac trang tinh trong Excel

B6 cong cu Consolidate Worksheets Wizard cung cap 2 tiy chon dic biét dé xir
1y cac tinh hubng sau.

Vi du 1. Hep nhit céc trang Excel véi mét thir tw cac cot khac nhau Khi ban két
hop céac trang tinh dugc tao bdi nhitng ngudi dung khac nhau, thir ty cac cdt thuong
khac nhau. Dé thu thuét nay xac dinh chinh xac gitra cac cdt, hay chic chin ban da
chon tuy chon My tables have headers.
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Consolidate Worksheets: Step 3 of 5

Select consolidation options

Choose how to paste the data:
(®) Paste all
() Paste values only

O Create links to source data

| [¥] My tables have headers}

Note! The data from identically named columns will be joined even if 7
the column order is different,

[] Copy data only for the matching columns in my first table in the list

Preserve formatting
[T] separate the copied ranges by a blank row

i 7?7 == | <Back ‘[ Net> | | Cancel

\,

Va két qua 13, trang tinh ctia ban s& dugc hop nhat theo hinh sau:

s W N -

v s W

A B C
Item Qty. Delivery
Sweets 20 Delivered A B C
Biscuits 100 In transit 1 & Qty. Delivery
Ice-cream 50 Delivered \ 2 Sweets 20 Delivered
Juice 95 Delivered 3  Biscuits 100 In transit
Lollipops 90 Past due 4 Ice-cream 50 Delivered
5 Juice 95 Delivered

A B C 6 |Lollipops 90 Past due
7 Strawberry 120 Delivered
Strawberry Delivered 120 8 Bilberry 70 In transit
Bilberry In transit 70 / 9 Raspberry 85 Past due
Raspberry Pastdue 85 10 Blackberry 110 In transit
Blackberry In transit 110 11 Honeyberry 90 Delivered
Honeyberry Delivered 90

Vi du 2. Hop nhit céc cot nhat dinh tir nhiéu trang tinh

Néu ban c6 nhi€u trang 16n véi rat nhiéu cot khac nhau, ban cé thé chi muon két

hop nhiing cai quan trong nhat vao mot bang. Giai phap nhanh chéng 1a tao mot ban
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sao ctia mot trong nhirng trang tinh, x6a tat ca cac cot khong lién quan, chi giir lai
nhirng cot ban mudn hop nhat. Sau d6, chay Consolidate Worksheets Wizard, va
chon tuy chon Copy data only for the matching columns in my first table in the
list.

r :
Consolidate Worksheets: Step 3 of 5 ——)

Select consolidation options

Choose how to paste the data:
(®) Paste all
() Paste values only

() Create links to source data

My tables have headers

Note! The data from identically named columns will be joined even if ?)
the column order is different,

Copy data only for the matching columns in my first table in the list

Preserve formatting
[:] Separate the copied ranges by a blank row

imNext> | Cancel

i ? = ‘ < Back

. »

Két qua 1a, Consolidate Worksheets Wizard sé& tim nhiing cot co cung tén trong
nhiing trang tinh ban da chon va chi sao chép dir liéu ctia nhirng cdt do.
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Sheet1

A B
1 Item Qty.
2 Sweets 20
3 Biscuits 100
4 lce-cream 50
5 Juice 95
6 Lollipops 90
Sheet 2

A B C
Wiem  velivery _aty.
2 Strawberry Delivered 120
3 Bilberry In transit 70
4 Raspberry Pastdue 85
5 Blackberry In transit 110
6 Honeyberry Delivered 90
Sheet 3

A B C
I Item Qty. Date
2 Cakes 120 01/01/2015
3 Croissants 70 01/02/2015
4 Appe pies 75/ 01/03/2015
5 Doughnuts 200/ 01/04/2015
6 Pastry 150 01/05/2015

O 0 N O & W N =

b Josh L1st b 4 Est L
O osw - O

A

Item
Sweets

aty.

Biscuits

Ice-cream

Juice

Lollipops

Strawberry

Bilberry

Raspberry

Blackberry

Honeyberry

Cakes

Croissants

Appe pies

Doughnuts

Pastry
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