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BAI 01: CHIA COT TRONG VAN BAN

A. MUC PICH NGHIEN CUU

Chia cét giip trinh bay néi dung van ban mét cach khoa hoc, dé doc va tang tinh tham
my. Pac biet hitu ich trong viéc tao ra cdc tai lieu nhuw to roi, bao cdo, bai bao hoac ban
tin.

B. NOI DUNG BAI HQC

. Cac budc thuc hién

[I. Tuy chinh c{t

11l. Ngat ndi dung bat ky trong cot
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. CAC BUOC THUC HIEN

th Insert Draw Design Layoute ferences Mailings Review View Develop

E Spacing &
~) 4= ~
= 1|6 pt

ze - l . = Before: -p .
¥ O | = After |6 pt °
Page § - Paragraph 5]

= One

==| Two

Quét chon ndi dung can chia > Thé Layout E e >@)
(hoac Page Layout) = Columns = Chon s6 cot
can chia

E= Left

g Right \9/\

I THIEU VE TIN HQC SAO VIET

im Tin hoc Sao Viét 1a mot trong nhing Trung tim Tin hoc hang dAu tai Viét Nam cé hon 10
More Columnk... dumg va phat trién. V&i tAm nhin va cam két khéng ngime ning cao chit lrong dao tao nhan
- Jleong cao, Tin hee Sao Viét d4 khing dinh duoc vi thé va uy tin trong linh vue dio tao tin hoe
cho ngwréi di lam, hoe sinh, sinh vién, doanh nghiép.

Vi hé théng 12 co sé d4o tao tai HO Chi Minh, Binh Durong, DPéng Nai, Tin hoc Sao Viét hi vong mang
kién thite Tin hoc dén moi mién t6 quée, gop phén vio cong cude sd hoa ngay cang sdu rong cia dat
mirde trén con dudng héi nhip quc té-

Lién hé:

@O0 00 90 000

& tinhocsaoviet.com
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Il. TUY CHINH COT

Thé Layout (hoac Page Layout) 2
Columns = More Columns...

O Tao duong ké chia cot
® Thém hoic bt s6 cot
® Chinh do rong cac cot

® biéu chinh khoang cach cac cot

I. GIOITHIEU VE TIN HOC SAO VIET

Trung tam Tin hoc Sao Viét la mot trong nhitng Trung tam Tin hoc
hang dau tai Viét Nam c6 hon 10 nim xay dung va phat trién. Vi

tam nhin va cam/
Columns

nhan luc chat lug
thé va uy tin trong Presets

sinh, sinh vién, dc

(@]
S
&
—|
1=
Q

Vi hé théng 12 ¢

Nai, Tin hoc Sao Number of columns: |2

E)

Width and spacing

Three

Col #  Width:
11,24 cm

4,99 cm

AW (A ] 4P

Spacing:

1,27 cm

(] Equal column width

Apply to: | This section

mién to quoc, gop phan vao
cong cude sé hoa ngay cang
sau rong cua dat nudec trén
con dudng hoi nhap qudc té.

? X
D OO 0006
Left Right riet.com
B iine betweenO)
Preview

Start new column
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I1. NGAT NOI DUNG COT

Home Tiénich Insert Draw Design Layout References  Mailing

Pa ream)

Spac

ns Orientation Size Columns

L L W

Pé ngat phan ndi dung bat ky sang cot

| | Page
khac, thuc hién nhu sau: F’ége Setup >| Mark the point at which one page ends
. . o . and the next page egins.
Chon diém bat dau doan can ngat - uuvLLE iy —
—p_ Column
LayOUt 9 Breaks 9 COIUmn o § Indicate thathe text following the column
. — break will gegin in the next column.
Hoac @ @ 9 ‘
? y \ \ , Te rapping
A o o o ~ = .
ChOIl diém bat dau doan can ngat - 0= parate text arounld objects on web |
Nhél’l té hOp Ctl’l + Shlft + Enter II o 2 pages, such as caption text from body text. .

ection Breaks

LU Tin C (

|:| Next Page

| —| Insert a section break and start the new
o section on the next page.

L Ké To
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BAI 02: DINH DANG VAN BAN TU DPONG

A. MUC PICH NGHIEN CUU

Style — Dinh dang van ban tw dong, cdac dinh dang nhw: Font chit, mau sdc, can le...
v Thay doi dinh dang nhiéu doan vian ban cung luc

v" Ap dung tao muc luc tu dong

B. NOI DUNG BAI HQC

|. St dung Style

[I. Tuy chinh Style

[1l. Tao muc luc tu dOong
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. SUDUNG STYLE
Chon néi dung van ban = Home = Chon Style ¢ san

Insert Draw Design Layout References Mailings Review View Developer Help
P - — —
|:| lTimes : : q
;te (@ @Snbﬂe Empha:  Emphasis | Intense Emphi Strong
board N Iy Paragraph L Styles N
-I-?-I'1'I'Z'I'3'I'4'I'5'I'6'I'?'I'8' 9 +10 - 11 12 13 C 14 15 C16 o~

J. (1ao vien co the co yeu cau them.

Luu y: khong xod hodc thém néi dung.

Goi y két qua: Khong

Qyi(n’ thiéu Trung tam Tin hoc Sao Viét

Trung tam tin hoc Sao Viét khai giang 1op tin hoc van phong cho ngudi maéi bat dau, nguoi
A 1Asmn A Dl Madnds TlhhAa lhonn Tam hhoan x180m sala e ceati9n Dasn mims Avvsnes $19n lann T Avssn e svn Ay
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II. TUY CHINH STYLE
Chuét phdi vao Style dang dp dung = Modify = Thay doi véi cdc dinh dang nhie hinh

“ Default Paragraph Font

Modify Style ? X Style based on:
. Style for following paragraph: i
Properties
Formatting
Name: Subtle Emphasis
Times New Roman ~ (12 ~ B I U _ ~
Style type: Character v

Style based on: “ Default Paragraph Font

Trung tdm tin hoe Sao Viét khai giang 16p tin hoc viin phong cho ngudi méi bat ddu, ngudi di
lam ¢ Binh Chdnh. Khda hec Tin hoc van phong gitip Ban img dung tin hoc St dung may vi

Style for following paragraph:
tinh nhic soan thdo gidy t&, hop déng, céng van, tao bdng tinh lwong, bang bdo

Formatting

Times New Roman 12 ~v|| B |[I U _ ~

Hoac chon

hiéu dinh
n leu ln Font: Times New Roman, 12 pt, Italic, Font color: Text 1, Style: Show in the Styles gallery, Priority: 20

g tdm tin hoc Sao Viét khai giang I6p tin hoc véan phong cho ngudi méi bat dau, nguweoi di Bazedlopdietatitarataphliolt
lam ¢ Binh Chdnh. Khda hoc Tin hoc van phong giup Ban ung dung fin hoc Sit dung mdy vi d h
ang hon

tinh nhie soan thao gidy to, hop déng, céng van, tao bang tinh lrong, bang bdo

B Add to the Styles gallery
© Only in this document () New documents based on this template

Format - \k/( oK Cancel
| 4

Font... L ’ . a (s r o
- a cac thao tac, thu thuat, kién thirc trong no1 dun
Font: Times New Roman, 12 pt, Italic, Font color: Text 1, Style: Show in the Styles gallery, Priority: 20
Based on: Default Paragraph Font
Border.. tin va nhanh chong.
;  Language.. nhiét tinh giai dap cac thac mac phat sinh sau n
@ Add to the Styles gallery .
A Jnt.
o Only in this document O New documents based on this template
hgp Word - Excel - PowerPoint
£ Shortcut key... op
Format ~ OK Cancel oy P PR AT Y ~
L Text Effects...
Trang8
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111. TAO MUC LUC TU PONG

Muc luc la mét danh sdch cdc tiéu deé, chwong, muc trong tai liéu, givip ngwoi doc deé dang
tim kiém va theo doi noi dung.

Loi ich cua viéc s dung muc luc tw dong: tuw dong cdp nhdt khi co su thay doi vé noi dung
hodc so trang.

Cac budc thuc hién

% Bwdre 1: chon Style Heading cho céc tiéu dé, chuong muc:
Heading 1: dung cho tiéu dé chinh

Heading 2: dung cho cac tiéu dé phu

Heading 3: dung cho cac tiéu dé nho hon...

¢ Buwdc 2: chén muc luc tu dong

Tao 1 trang trong = Thé References = Table of Contents = Chon kiéu tir danh sach
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Table of Contents . . .
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Cgl TYPE CHAPTER TITLE (LEVEL 1), 1 . .
I1. KHONG GIAN LAM VIEC 3D MODELING ..covvuntiietteetstieermieeeessreseestsnsesesssnesssmesesssseessnnissesanns 3
CHAPTER TITLE (LEVEL 2)........... 2
Type chapter title (level 3) 3 - - hed - - A 2
TYPE CHAPTER TITLE (LEVEL 1) 4 CHUONG 3: HE TOA DO - SUDUNG HE TOA DO TRONG KHONG GIAN 3 CHIEU........... 4
CHAPTER TITLE (LEVEL 2)........ 5 I GIGI THIEU HE TOA DO TRONG KHONG GIAN 3 CHIEU ..ovvuveeeeriieeerarneeersieeeerarnesessnsesessnssesmnens 4
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BAI 03: SO PO THONG MINH VOI SMARTART
A. MUC PICH NGHIEN CcUU

Tao cdc so do, hinh dang cho mot sO cong viéc phé bién nhu:
v' So do quy trinh

v So do to chire

v’ Hinh dang cho bdo cao

B. NOQI DUNG BAI HQC

|. Cheén SmartArt

II. Nhép ndi dung va tiy chinh cap trong SmartArt

[1l. Thay doi bd cuc so d6 va dinh dang tu dong SmartArt
V. Dinh dang SmartArt thu cong
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|. CHEN SMARTART
Chon vi tri = Insert > Smart Art = Chon kiéu so d6 (muc 3) = Chon so d6 (muc 4)

aw Design Layout References Mailings Review View Developer Help

DL O[EW &l BT, O AR DR IS
Table Pictures Shapes Icons A SmartArt

_SmartArt |Chart Screenshot = Online I:] Bookmark Comment = Header Footer  Page Text
—_— s
R b WA Modee 24 VIdeOS FB Cross_reference ¥ W Number RE BOX R
Tables Illustratior{s Media Links Comments Header & Footer
[ | ‘|‘B:|-1-\-2-1K3‘|‘d,w‘54|~6-\-7-\-8;|‘9‘|110-\-11-\-12-\-13-|‘14w|‘15w‘16-\-Q

1; SmartArt Graphic

Chooeaq
_e\ ,—ﬁe\
ol = o= = :
B2 List BJ\ 5 = ‘\
EEE| EOnEnE BEEE S3C
*  Process
. . 0 = S
s Cycle o —i |
. £ O Egs 5
@lticarell (| 6-°- - SoE CEam LD
& Relatio... CIEE]
- = s = ==
& Matrix EEJE |—_—]E HE = =1 =
A Pyramid = = . =H=] ) A
Bicture mam —— Xem trwoc so do
® Office... =1 =] - ) e e
(=Y =] = = Use tOhow hierarchical information g
reporting re¥séignships in an orgarfzation. The

assistant shape and the Org Chart hanging
layouts are available with this layout.

OK Cancel
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Il. NHAP NOI DUNG VA TUY CHINH CAP TRONG SMARTART
1. Nhap nogi dung trong SmartArt

> C1: nhdp truc tiép vao khung hinh >

> C2: nhdp vao khung Text Pane >

Organization Chart

Use to show hierarchical information or
reporting relationships in an organization.
—he assistant shape and the Org Chart
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2. Tuy chinh cap

/°T hém cung cap: ch()n\

O

(o]

chuot sau khung cung
e I Type your text here TeXt Pane x
cap =2 Enter T bmas .

® TP Ke Toan

® Nhan vién A

o Thém cap duoi: chon i

\
chuot sau khung cung ]
cip > Enter 3 Nhan || e | M
phim Tab ) [

® TP Ke hoach

® Nhan vién A

* Nhan vien B
, = * Nhan vién C v Nhén vién B Nhén vién B Nhan vién B
A A A o " | organization Chart
o Thém cap trén: chon c

Use to show hierarchical information or
_ | reporting relationships in an organization.
| | The assistant shape and the Org Chart

chuot sau khung cung o P S

1 | layout. o [hin vién C Nhén vién C Nhin vién C

cap - Enter =2 Nhan L

\\phz'm Shift Tab /
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111. THAY POI BO CUC SO PO VA PINH DANG TU PONG SMARTART

Layout References Mailings Review View Developer Help

Chon so d6 = Thé Design (hoic
SmartArt Design) -2

O | E= e EIEIE
Co|CEs CEF =5 = e
o0 | CEEa BEE = 5 \SPange

® Caic mau thiét ké san T
> > N7 Giém
® B0 cuc mau sac

X X 4 I [Text] \l [Text] l [Text] \l [Text]
® Bo cuc thiét ké k . !

V. PINH DANG THU CONG

/

/4 Fle  Home Tiénich Insert Draw Design Layout References Mailings Review View Developer Help SmartArtDesign
A 9
Chon doi tuong = Thé format P [E o (a9
© .

7
; |7 shape Fill v A Textrilv
' i i
Edit E Larger ﬂ Abc Z Shape Outline v A A A ﬂ Text Outline v
n2-D E Smaller —
e d

QShapn ffects v ATextEffectj'
@ O
apes \ ]
51 617 18 9

- : . R G
® Cac dinh dang c6 san : [Text]

® Dinh dang mau sac, vién, hiéu ung [E ’ A [ Text]

® Dinh dang font chir

©® Thay d6i hinh dang khung hinh

(Text] [ rextifText]]
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BAI 04: BIEU DO (CHART)
A. MUC PiCH NGHIEN CUU

Biéu do givip ching ta hién thi dir liéu dudi dang hinh anh, vi thé ngwoi ding sé nam bt dwoc so
liéu mét cach nhanh chéng, dé hiéu.

Tuy nhién, dé hiéu ré hon vé Biéu do, nguoi hoc sé dwoc hoc chi tiét hon trong phan Excel ndng
cao. Con trong gioi han cua Word, chung ta chi nam mot so thao tac co ban trén Word.

Cac cong dung ciia Biéu do:

v/ Tém tat dit liéu

v Nhén dién xu hudng

v So sanh dir liéu

B. NOI DUNG BAI HQC

|.  Chén biéu do6

[I. Tuy chinh bang dit li¢u

I1l. Thiét ké va dinh dang biéu d6
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. CHEN BIEU DO
Chon vi tri can hién thi = Insert = Chart > Chon kiéu Biéu d6 > OK

Home Tiénich| Insert| Draw Design Layout References Mailings Review View Developer
Cover Page ¥ o P HE @ Link v Chart Styl Dat,
FR e O B0 L .
Blank Page Table Pictures Shapes lcans D SmartArt Chart Screenshot Online DBookmark I-\‘I‘\-\‘I‘@‘\-1-I‘Z-I‘3‘\-4-\‘5‘\-6‘I-7-\‘8‘I-9-\‘10‘\-11‘|‘12‘\-13-|‘14-\‘15‘\-16-\‘d\-\-\
Page Break v ¥ M Models ¥ M Videos [ Cross-reference O O To)
Pages Tablesf | lllustrations | Media | Links Chart Title
Insert Chart ? X 6
ircrars ) /\ .
(2) )
5@ © 4
[ Templates
|l[||1 Column o} fo)
p¥  Line Clustered Column )
® Pie Chart Title
E Bar 1
M Area ‘ 0
E XY (Scatter) j Category 1 Category 2 Category 3 Category 4
@ Map ) I I I M Series1 M Series 2 Series 3
fish  stock T Il o, O O
ﬁ Surface
® Radar
HE Treemap
@ sunburst
a
Ik Histogram A B | C | D E ‘ F | G ‘ H ‘ |
i Box & Whisker 1 Series1 Series2 Series 3 .
B Waterfal 2 Category 1 4,3 2,4 2
7 - —
4 Catego ; s
[f Combo - gory v
4 >
A\ /|
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1l. TUY CHINH BANG DU LIEU
Chuot phai vao Biéu do6 > Edit Data = Edit Data in Excel >

@ AutoSave ~  Chart in Microsoft Word -_..
ﬁil File Home |Insert Draw Page Layout Formulas Data Review View Developer
‘ ===
ﬂ Reset to Match Style Ell-j oxb lAptos Narrow vllﬂ V} A" A" — ce General
v = = = v O
A font. paste | B I U+ v dv A _ — = b~ %9
- - I = == @
dll Change Chart Type... : :
Clipboard N Font Y Alignment Y Number N
d8 saveas Template...
o Edit D > C3 v fev 44
‘ Edit Data ﬁ 7 Edit Data
a @ Edit Data in Excel ira hang C - > - ‘ - -
1 Quy1 Quy 2 Quy 3
E EQuyl EQuy2 EQuy3 2 ClrahangA 4,3 2,4 2
d = o 3 |Cuahang B 2,5| 4,4| 2
4 CurahangC S5 1,8 3
5 ClrahangD 4,5 2,8 5
6 -
7
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111. THIET KE VA PINH DANG BIEU PO
1. Thiét ké Biéu do
Chon Biéu d6 = Design
(hoac Chart Design) =

o Bé cuc Biéu di‘\) File Home Tiénich |Insert Draw Design Layout References Mailings Review View Developer Help Format |'«_—‘ Con
: i E % = A B|Pdh dl
Add Chart Quick | Change II I| L II | il | | i 5. i s || ik || i I H hs Il I III b i B II l Select Edit Change
Element ¥ Layout~ = Colors S a e
A h\ Chart Layouts I Chartsly\esl | Data ] E Type |
OAdd Chart: them thanh % e ] i '— oo 2 3 Iw_?wl ! 13L_9?41 15« | 16
=4
Q Q ———
x

phan hién thi cho Biéu do

e Quzck Layout: chon nhanh
b6 cuc c6 san

=[5 [ [
5

With Text Wrapping

® Cac mau Biéu do san

® Tuy chon dir liéu
® Thay doi kiéu biéu do

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang19



2. Pinh dang Biéu do

Chon Biéu dd6 > Format = Chon thanh phan muon dinh dang (trong muc s6 3, 4) >
Chon cac dinh dang mau sic, kiéu cach nhu khi dinh dang Shapes

File Home Tién fre Insezst Draw Design Layout References Mailings Review View Developer Help Chart Design r Format

|-Chart Area :' — - Y Shape Fill ~ Ae F‘
_]2-; \ =]

Chart Area :] [ Abc ] [Abc } ‘ Abc z Shape Outline v A A A A< Alt
Chart Title -L> &) Shape Effects ~ A Text

o Legend ert Shapes Shape Styles = WordArt Styles Accessibility

?PlotArea [T -|‘|-z-l-1‘|-2-|-3-|-4-|-5‘|-6-|-7-|-8-|-9-|-10-|-11- c12 001 13
eries "SO LIEU BAN HANG CAC QUY"

: 5 LU BAN HANG CAC QUY O=

- SO LIEU BAN HANG CAC QUY

~

i e

-

-

© =mQUY1 =QUY2 =QUY3 -QUY4
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BAI 05: THIET LAP TRANG IN NANG CAO
A. MUC PICH NGHIEN CcUU

Hoc vién hoc xong cé thé tiy chinh dwoc trang in nhuw

1. Pdnh so trang tir vi tri bat ky

2. C6 thé xoay ngang, doc mdt trang bat ky ma khéng danh hwong cdc trang khdc...
B. NOQI DUNG BAI HQC

|. Phan trang

[l. Bai tap ap dung
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Dé co thé thuc hién chinh stra mdt trang ma khong anh hudng trang khac, chung ta phai
ngat trang thanh cac phan (Section), va ngat lién két gitra ching.

< Ddnh diu ngit trang

Dit vi tri dau hodc cudi trang can ngat > thé Layout > Chon Breaks = Next Page

0:0 Kié)m tra d’a’nh déu dd thdnh céng chwa 5. “Vin ban di” 13 tAt ca cac loai vin ban do co

6. “Van ban den” la tat ca cac loai van ban do ¢

ca nhan khac gt dén.
| Footer -Section 1- | |y

Nhay dup chudt vao Header cua trang phia duoi, ‘[
néu xuat hién 2 Section khac nhau 1a OK

Header -Section 2- |

tit hinh thanh trong qua trinh soan thao mot vaj

8. “Ban goc van ban” 1a ban hoan chinh vé noi

quyén truc ti€p ky trén van ban giay hodc ky s
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< Ngdt lién két trang

n Layout References Mailings Review View D

2 e e . ; | 63 B8 [ 5 Zr=
Dé cdc phan trang da ngat khong lién quan voi nhau, can k Picures Onine Go to

I4 ¥ Pictures Foata [‘El Link to Previous ]
bo lien ket gitta chung

Navigation

Cac buoc thuc hién:

Nhay dup chuot vao Header trang phia dudi - B6 chon

“Link to Previous” |

Header -Section 2- | 7. “Ban thao van ban” la ban duoc

tir hinh thanh trong qua trinh soan {

I1. BAI TAP UNG DUNG

Tai bai tap “Bai tap thuc hanh vé thiét [ap trang in ning cao” va lam theo yéu cau sau:
1. Hay tao muc luc tu ddng, voi Heading 1 1a cac chuong, Heading 2 1a cac diéu

2. Hay danh s6 trang tir phan ndi dung (bé qua danh sé trang cho phan muc luc)

3. Hay xoay ngang cac trang cd bang bi€u ¢ cac trang cuoi
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BAI 06: MAIL MERGE

A. PAT VAN PE

Dé tao hop dong cho hang tram lao dong, gidy moi cho hang tram doi tdc... chiing ta sé
xu [y nhu thé nao?

Dé xit Iy van dé trén ching ta sé sir dung chirc nang cé san trong Word dé la MailMerge
hay con goi la churc nang tron thu.

B. NOI DUNG BAI HQC
.  Tron thu vé1 nd1 dung
[I. Trdon thu vo1 hinh anh

[11. Bai tap ap dung
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. TRON THU VOI NOI DUNG
< Buéc 1: Chuan bi danh sach Excel.

1. Tiéu dé ciia bang danh sdch bat dau tir *dong sé 1 ciia Excel

2. Tén Sheet dat theo ten goi nho (vi du: DS Nhan vien, DS Khach hang...)
< Buéc 2: Thyc hién viéc lién két dit liéu Excel vao Word

Maillings = Select Recipents = Use an Existing List = Chon File Excel = Open

Select Table (m] X

eeeeeeeeeeee

Name Description Modified Created
/202215 231GM 'DS Nhan vien$’ 05/08/2024 3:27:28 PM 05/08/2024 3:27:28 PM
04/11/2022 5:23 PM

me
S
h: .
= eubao , ‘DS Nhan viené FilterDatabase 05/08/2024 3:27:28 PM 05/08/2024 3:27:28 PM
/11/2022 l OJ
| A gy sources (odc el - 0 A\w— >
Tools ~ Open

CCCCC | —
@ First row of data contains column headers OK Cancel

A= Choose from Outlook Contacts...

- Xem tiép trang sau
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“* B3: Chén ngi dung vao van ban

1. Dit dau nhac chudt tai vi tri can chén = Maillings = Insert Merge Field > Chon
tén cOt can chen

2. Xuat van ban ra bang cach: Maillings = Finish & Merge = Edit ...

Insert Draw Design Layout References | Mailings] Review View Developer

2 @ OF [ o=
| ;RQ _‘ﬁ ﬂ; = — 33 Match Fields Layout References | Mailings o iew View Developer Help
ail  Select Edit Adgdress Greeting [insert Merge to I
v Recipients ¥ Recipient List glock  Line Fieldv || (% Rules v fBC > Dl e |_’_j
: : - - - = m - = Find Recioi
Start Mail Merge Write ,_j M3 SV Highlight  Address Greeting Insert Merge 14 Match Fields Preview Eﬂ Find Recipient inish &
o T 3 & 5 B y .9 Merge Fields Block  Line Field ¥ Results Dcheckfor Errors Merge v
Ho_va_tén Write & Insert Fields Preview Results ro\-):j Edit Individual Documents
. ) Gidi tinh C3 A 5 B 7 B e 9 10 A 2 =
T 1 A A A 1 - : 7 Print D ts...
Chu tich Hoo'iong tuyén si ai ho " printDocuments
Ngay_sinh \ 7 4 57 Send Email Messa
N ~nt A A . 1 . . A A s hl ges...
o | N Hé1 dong tuyén sinh Truwong Dai hoc Kinh té - Ludt tran
HO vaten: | b Noisinh  feeeessns vl *
: . Lop . 10 CHO VA HBID oo MA SO SViiiiieieinns
Sinh ngay: ....ccoooevveieninns sinh: .
Nganh Nvi cinh:
rre o r
G161 tinh:...ovovennee, Loy sorcuchiy  foeenenn
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II. TRON THU VOI HINH ANH

< Buéc 1: Chuan bi danh sach Excel.
1. Tiéu dé ctia bang danh sach bat dau tir * dong so 1 ciia Excel
2. Tén Sheet dat theo tén go1 nhé (Vi du: DS Nhan vién, DS Khach hang...)
3. * Phii tao thém cot chira duong dan cho danh sach hinh anh

- Dé ldy dwong dan hang loat: quét chon toan bé hinh = Nhan gitt Shift va chodt phdi
= Van gitr nguyén Shift va chon vao Copy As Path =2 Vao Excel va Ctrl +V (dan)

- Puong dan phdi thay cdc dau (\) thanh dau (\)

D E D B
Thuéng tri| ~ [Hinh anh - Thuwdrng trii| ~ Hinh dnh =
Bic Thai C:\Users\TUAN\Desktop\Bai tip v& Mail merge\Hinh Anh\H1.jpg Bac Thai C:\\Users\\TUAN\\Desktop\\Bai tap vé Mail merge\\Hinh Anh\\H1.jpg
Quang Tri C:\Users\TUAN\Desktop\Bai tap v& Mail merge\Hinh Anh\H3.jpg Quang Tri C:\\Users\\TUAN\\Desktop\\Bai tap vé Mail merge\\Hinh Anh\\H3.jpg
Lam Pong C:\Users\TUAN\Desktop\Bai tap vé Mail merge\Hinh Anh\H4.jpg Lam Ddng C:\\Users\\TUAN\\Desktop\\Bai tap vé Mail merge\\Hinh Anh\\H4.jpg
An Giang C:\Users\TUAN\Desktop\Bai tap vé Mail merge\Hinh Anh\H2.jpg An Giang C:\\Users\\TUAN\\Desktop\\Bai t3p vé Mail merge\\Hinh Anh\\H2.jpg r

- Xem tiép trang sau
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% Buwéc 2: Thuc hién viée lién két dit liéu Excel vao Word

Maillings = Select Recipents = Use an Existing List = Chon File Excel = Open

Date modified

04/11/2022 5:23 PM

File Home Tiénich Insert Draw Design Layout Referen Mailings O}iew

04/11/2022 5:23 PM
04/11/2022 5:23 PM

= B R[Ea 2B B

Envelopes Labels = Start Mai

Merge v
Create Write & Insert Fields
= New Source...
L ‘\‘é-|-1-|-2‘\‘3‘|-4
Use an Existing List...

- File name: |Data.xls V‘ A['e\LSources (*.odc;*.mdb;*. v

- A= Choose from Outlook Contacts... \

B Tools ~ Open Cancel
Select Table O X
|Naml= Description Modified Created
'DS Nhan vien$' 05/08/2024 3:27:28 PM 05/08/2024 3:27:28 PM
'DS Nhan vien§'FilterDatabase 05/08/2024 3:27:28 PM 05/08/2024 3:27:28 PM

1)

<A‘— >

—
B rirst row of data contains column headers OK Cancel

- Xem tiép trang sau
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% Bwée 3: Lién két hinh anh vao khung

1. Chon vao khung = Ctrl + F9 = Nhap ndi dung: {IncludePicture « }

2. Pat con tro sau dau “ = Maillings = Insert Merge Field = {IncludePicture “tén cot
chira chira duong dan} = Sau khi chén, nodi dung trong 6 bién mat 1a OK.

3. Xuat dit liéu ra > Chon tat ca vin ban (Ctrl + A) = F9 (hoic Fn + F9) dé cap nhat
danh sach hinh anh.

Draw Design Layout Reference=9 LMaiIingsl Review View D Ll‘ Xuat dfi’ liéu
°
=== == = = s D?Rules
¥ =il 3@ B °
{ Includeplcture o } Select Edit Adress Greating [insert Mergel 1 Match F
ipients ¥ Recipient List Block Lineo Field v >| |_’ﬁ
It Mail Merge 5 Write 1/ Ho_va_tén
‘\‘\ié‘\‘l‘\‘z-\ﬁl\‘\‘\‘ Flnlsh&
Gidi_tinh Merge
Ngay_sinh
) § Thueng g | | 13 |Edit Individual Documents..
CON O \ w——
5 inh_anh
I B2 Print Documents...
gl
*9{1 57 Send Email Messages...
INCLUDEPIC
TURE "}
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KET QUA

CONG HOA XA HOI CHU NGHIA VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM I CONG HOA XA HOI CHU NGHLA VIET NAM
Béc lip - Tur do - Hanh phiic Péc lip - Tur do - Hsnh phiic Déc lip - Tur do - Hsuh phiic ..I.. Déc lip - Tur do - Hanh phiic

SO YEU LY LICH SO YEULY LICH

SO YEULY LICH é SO YEULY LICH
g T THUAT TU THUAT

TU THUAT TU THUAT

Gidi tink:

m;mmmm s
N;a) thang nim.
340 Dién thoxi lién hé: Wha ridng
Ehi cin bao tin cho ai? § d#

34 Dién thoai lifn hé: Wha ridng . i
Ehi cin bao tin cho ai? & d3u Eki cin b0 tin cho i & S Km.mha.oundmm‘?u:[!u
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111. BAI TAP UNG DUNG
Tai bai tap “Bai tap vé SmartArt trong Word nang cao” va lam theo yéu cau sau:
1. Hay tao tao “So do to chirc cong ty” theo mau

2. Hay tao tao “So do quy trinh san xuat” theo mau
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BAI 07: TINH TOAN TU DPONG TRONG BANG BIEU
A. MUC PICH NGHIEN CcUU

Word thién vé trinh bay van bdn, tuy nhién né ciing cung cdp cho ching ta céng cu tao cdc
cong thurc thong ké don gian. Mot so tinh toan co thé ap dung:

1. Cong thirc tinh toan don gian nhw cong, trwe, nhan, chia (+, -, *, /)
2. Ham thong ké nhw SUM, MIN, MAX, AVERAGE, COUNT...

B. NOI DUNG BAI HQC

|. Cach st dung cong thirc

[I. Cach st dung ham

[11. Bai tap ing dung
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I. CONG THUC TINH TOAN TRONG WORD
Dat con tré chudt tai 6 can tinh - Ctrl + F9 = Nhap cong thirc vao dau {} = F9

én hi i én ha ia > Tén hi DVT
Tén hang DVT hrong Don gia {idn Tén hang VT . en hang

S6

Tivi Samsung Cai 10 | 6.500.000 0 Tivi Samsung Cai 10 | 6.500.000 | =C2*D2} Tivi Samsung Cai 10 | 6.500.000 | [65.000.000

Luuy:
= Xac dinh dia chi 6 nhu trong Excel
= SO cdt duge ki hiéu bang chir cai in hoa tir A dén Z, ¢t dau tién bat dau bang chit A

= SO dong duoc ki hiéu bang s6 tht tu 1, 2, 3..., dong dau tién bat dau tir so 1

1 Tén hang DVT Silwong  Pon gia Thanh tién
2 Fivi-Semeung &t 10 6.500.000 65.000.000
3 Ta lanh LG Cai 5 8.500.000 42.500.000
4 May Lanh Panasonic Cai 7 8.000.000 56.000.000
5 Tong cong 22 7.666.666,67 | 163.500.000
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II. HAM TRONG WORD
Dit con trd chudt tai 6 can tinh = Ctrl + F9 = Nhéap ham vao dau {} = F9

Tén hang DVT Sélwong  Don gia Thanh tién

Tivi Samsung Céi 10 6.500.000 65.000.000

Ti lanh LG Céi 5 8.500.000 42.500.000
May Lanh Panasonic | Cai 7 8.000.000 56.000.000 ¥

Tén hang DVT Sbéhrong  Don gia Thanh tién
Tivi Samsung Cai 10 6.500.000 65.000.000
Tt lanh LG Cai 5 8.500.000 42.500.000
May Lanh Panasonic | Cai 7 8.000.000 56.000.000
Tong cong 22 7.666.666,67 {3
LUUY:

. LEFT: Thuc hi¢n phép tinh v61 cac 6 bén trai

« RIGHT: Thuc hién phép tinh v&i cac 6 bén phai

. ABOVE: Thuc hi¢n phép tinh véi cac 6 phia trén

Téng cong

22 7.666.666,67

{=SUM(ABOVE)}

. BELOW: Thuc hién phép tinh vdi cac 6 phia dudi

Ching ta c6 thé ap dung cac ham nhu SUM, MIN,
MAX, AVERAGE, ...
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Tén hang DVT Solwong  Don gia Thanh tién
Tivi Samsung Céi 10 6.500.000 65.000.000
Ti lanh LG Céi 5 8.500.000 42.500.000
May Lanh Panasonic | Céi 7 8.000.000 56.000.000
Tong cong 22 7.666.666,67 163.500.000
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111. BAI TAP UNG DUNG

Tai bai tap “Bai tap vé tinh toan tu dong trong Word” va thuc hién cac tinh toan trong tép
tin.
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