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CHUONG I: BIEU DO

O I. Muc dich nghién ciru
II. Noi dung nghién ciru
Bai 1: Chén biéu do va tuy chinh bang dit liéu
Bai 2: Thiét ké va dinh dang biéu d6



I. MUC PiCH NGHIEN CUU

Biéu d6 gitip chung ta hién thi dit liéu dudi dang hinh anh, vi thé nguoi dung s& nam bat
duoc so liéu mot cach nhanh chong, dé hiéu. Tuy nhién, dé hiéu rd biéu do, nguoi hoc s&
duoc hoc chi tiét hon trong phan Excel nang cao. Con trong gidi han cia Word, ching ta
chi ndm mét s thao tac co ban trén Word.
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1.

Bai 1: Chén Biéu P6 Va Tuy Chinh Bang Dir Liéu
Chén biéu do

I1.

NOI DUNG NGHIEN CUU

Chon v1 tri can hién th1 — Insert — Chart — Chon kiéu biéu do — OK

Blank Page Table

Insel Chart
[>) Rgn(

[ Templates
I Column

P& Line

® rie

B sar

M Area

|22 XY (Scatter)
@ wmap

hﬁﬁ Stock

/2 Surface

& Radar

BH Treemap

@ sunburst

lfl, Histogram
4% Box & Whisker
[Pl waterfan

F Funnel

% Combo

Home | Insert| Draw Design Layout References Mailings Review View Help

MDY O Bl al

Pictures Shapes Icons

g @

3D  SmartArt Chart Screenshot — Online Lmk

Page Break Models v Videos
Pages Jables llustrations Media
<
N 12 3 4 5.1.6:1:7:1:8.1:9
=)

Y EY]

TR 20 B 37 (A
a
Bookmark  Cross:
referen|
Links 6
11001 11112
7 X 5
4
3
2

Clustered Column

\

Kiéu bieu :

Category 1

Category 2

Chart Title

Category3

mSeries1 mSeries2 mSeries3

ﬁ Chart in Microsoft Word

Category4
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&
S

[0 [N] [+ ]

- »

A |8 D | E F
1 Series1 |Series2  Series3 |
2 [Category1 43 2
3 |Category?2 25 2
4 ;Category(i 35 3
Cancel 4
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2. Tuy chinh bang dir liéu
Chudt phai vao Biéu d6 — Edit Data — Edit Data in Excel —

’ Search the menus

Y

& Cut
(@ copy

LﬁD Paste Options:

il

ﬂ Reset to Match Style

A Font...

[[]] Change Chart Type...

[{@] Save as Template...

BZ EditData

J

Chart Title

BZ EditData

5

L8

eﬁ Edit Data in Excel

l

"
\J
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ﬁ AutoSave

Insert Draw

File Home

Chart in Microsoft Word - E...

O . .

Page Layout Formulas Data

‘General

E $ v % 9

Number

E["j A ‘Aptos Narrow VHH v‘ == @ ab,
v B I U~AA|===H
e B 7 B i el L
v Hv &2y Ay = = (v 80
Clipboard N Font N Alignment N
ca v S~ 18
1 A | B G D E | F
1 Quy1 Quy?2 Quy3
2 CirahangA 4.3 24 2
3 |CirahangB 2.5 4.4 2
4 |cirahangc 3.5 1.8 3
5 |CirahangD 4.5 2.8 5,
=
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Bai 2: Thiét Ké Va Pinh Dang Biéu Po

1. Thiét ké biéu do

Chon biéu do6 — Design (hoic

Chart Design) —

®Bo6 cuc bicu do:

e Add Chart: thém thanh phan
hién thi cho biéu do.

o Q}liCk Layout: chon nhanh
b6 cuc co san

@Cic miu bicu do sin

®Tuy chon dir liéu

@Thay doi kiéu bicu do

TIN HOC SAO VIET “Bach Xuan Hién

File Home Insert Draw Design Layout References Mailings Review View Help Chart Design Format \é\ \Z
’ 'Tw gxq F‘ dh d]]
EDJ‘ % I il L il / Ll
Add Chart  Quick Change | 11 I 'l' j ﬂ1| ﬂﬂ L ‘ u H Select  Edit Change
Element v Layout ¥ Colors v = Data Datav Chart Type
Chart Lavouts Chart Styles Data Type
r 41@|»0;-3‘ L4151 61718 99 CH 110 21200 01300 214 1160 1 2170 »13»9 m ‘20‘1421-|-2263»x
O " O O
KET QUA HOAT BONG KINH DOANH NAM 2025
(o] I I I I o
Culra hang A Cura hang B Cura hang C Ctra hang D
®mQuy1 ®WQuy2 wQuy3 mQuy4
O O O
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2. Dinh dang biéu do

Chon biéu 36 — Format — Chon thanh phﬁn mudn dinh dang — Chon cac dinh dang

mau sic, kiéu cach nhu khi dinh dang Shapes

TIN HOC SAO VIET

File Home

Chart Area
Chart Title
Legend
Plot Area

Insert  Draw  Design

Series "S6 liéu ban hang cac quy”

Layout References Mailings Review View Help Chart Desigr, L Format

(4)

‘ (2)
p—
<TG MR E
b O~ i | v | wordar Alt Arran =
L @~ Styles v Text v €=
Insert Shapes Shape Styles N Accessibility
617 1 -8+1 9.1 +10+ 1 111 +12- 1 +13+ 1 +14. 1 +15. 1 16+ 1 +17+ 1 18+ 1 +19: 1 - ‘21

T Sé6 liéu ban P:éng cac quy Q)
Q

o o)
=QUV1 =QUY2 =QUY3 sQUV4

o o o
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CHUONG II: MAIL MERGE - SOAN THAO VAN BAN HANG LOAT

O I. Muc dich nghién ciru
II. Noi dung nghién ciru
Bai 3: Tron thu st dung diéu kién IF
Bai 4: Tao tem nhan hang loat vd1 Label

Bai 5: Tron thu voi hinh anh
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I. MUC PiCH NGHIEN CUU

Pé tao hop dong cho hang tram lao dong, gidy moi cho hang tram dodi tac,... chung ta s&
xtr Iy nhu thé nao?

DPé xir Iy van dé trén, chung ta s& st dung chirc ning c6 san trong Word, d6 1a Mail
Merge, hay con goi 1a chirc nang tron thu.
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Bai 3: Tron Thw Sir Dung Piéu Kién IF

1. Khai niém

Trong Mail Merge cua Microsoft Word, IF 13 trudng diéu kién giup:

O Hién thi ndi dung A néu diéu kién diing

O Hién thi ndi dung B néu diéu kién sai

Vi du: Néu giéi tinh = Nam — ghi "Anh", néu gidi tinh = Nit — ghi "Chij"

2. Cac bwéc thue hién

Buwée 1: Chuan bj danh sach Excel.

Buéc 2: Thuc hién viéc lién két dir liéu Excel vao Word

Mailings — Select Recipients — Use an Existing List — Chon File Excel — Open
Budc 3: Chen ndi dung vao van ban

Dit dau nhac chudt tai vi tri can chén — Mailings — Insert Merge Field — Chon tén

¢t can chén — Chon ché d6 Preview Result dé xem trudc két qua hién thi

= O



Buwée 4: X 1y diéu kién (Rules) véi If... Then...Else

Tai thé Mailings — Rules — If...then...else — Tai hop thoai m¢ ra, thuc hién thiét lap

quy tic — OK

Field name: Tén trudong dir li¢u

Comparison: Kiéu so sanh (twong

tu nhu voi Excel)

Compare to: Gia tri mudn so sanh
Insert this text: N1 dung hién thi

néu dicu kién ding
Otherwise insert this text: NO1
dung hién thi néu di€u kién sai

Buéc 5: Xuat van ban ra bang cach: Mailings — Finish & Merge — Edit...

Insert Word Field: IF

IF
Field name:

Ma_sinh_vién

Insert this text:

Equalto ¢

Otherwise insert this text:

o ]

Cancel




New Label

Bai 4: Tao Tem Nhan Hang Loat V¢i Label
Buwée 1: Chuan bj danh sach Excel

Buée 2: Khéi tao cau tric Label

@ Vo Mailings — Start Mail Merge — Labels — Tai hdp thoai Label Options, chon

Insert __ Draw Design Layout

Start Mail Select
Merge v | Recipients ¥

Reference

@ Letters

8 Bmail Messages

X endglopes...
réj Lgbelé... @
E Directory

Vo
Normal Word Document

C# Step-by-Step Mail Merge Wizard...

Label Options

Printer information

(O Continuous-feed printers

(o] Page printers Tray: |Defaulttray v
Wi Label information
9
o AL Label vendors: | Microsoft v

Find updates on Office.com

Product number:

Type:
1/2 Letter Height:
1/4 Letter p
1/4 Letter Width:
30 Per Page Page size:

30 Per Page

Details... @ New Label...

Delete

Label information

1/2 Letter Postcard
21.59 cm

13.97 cm

27.94 cm x 21.58 cm

Cancel
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@Tai hop thoai Label Details, thuc hién tiy chinh céc thong s6 phu hop — OK
LLabel name: Pat tén cho Label
Top margin: Khoang céach 1é trén

Side margin: Khoang cach 1é hai bén (Trai, Phai)

Vertical pitch: Khoang cach tir dau khung Label dau tién dén dau khung Label thir hai.
Horizontal pitch: Khoang cach ctia mép trai Label dau tién dén mép trai Label thir hai.
Page size: Kho gidy

Page width: Chiéu ngang kho giay

Page height: Chiéu cao kho gidy

Label height: Chiéu cao ctia Label

Label width: Chiéu rong cua Label

Number across: Tt trai sang phai c6 bao nhi€u don vi

Number down: Tir trén xudng dudi co bao nhiéu don vi

Q- Xem hinh minh hoa & trang ké tiép



Custom laser Tem_hang_loat information o/ X
Preview
Side margins ) _
Top margin + [—Horizontal pitch—
L=
Vertical pitch Width Number down
Height
Number across—™

Label name: Tem_hang_loat
Top margin: hem = Label height: 6 cm <
Side margin: 1cm = Label width: 9 cm 2
Vertical pitch: 6 cm = Number across: 2 =
Horizontal pitch: 9.5 cm = Number down: 4 =
Page size: Ad v
Page width: 21 cm = Page Height: 29.7 cm =

=



© Hién thi khung ludi va nhap ndi dung cho tem béng cach chon biéu tuong diu (+)

— Home — Nhom Paragraph — All Borders — Nhap ndi dung mau vao Label

' Home gi?ert

Draw Design

Layout

S

ard [N

I

T Wimes NewRomea.__

U+v ab x, X

A pVAvAav

Font

A A

order

References Mailings Review
v | 3= A
1=~ &

Styles
O

E All Borders

(a)

i+ Inside Borders

M3 nhan vién:
Ho tén:

B¢ phan:

Chure vu:

Tong cong:
Tong thu nhéap:
Trir BHXH:

Trir thué TNCN:
Trir tam Gng:
Thuc nhan:
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Buéde 3: Két ndi dit liéu tir Excel vao Word
Mailings — Select Recipients — Use an Existing List — Chon File Excel — Open

@ Select Data Source b
sert Draw Design Layout
P 9 Y € ~ 41 > Desktop v C | | search Desktop »
rgm Organize ~  New folder =- 13 @
o ) Gallery Name 3 Date moc
S’\;an Mg I 3% Bang lugng nhan viénxisx -o 15/02/20‘]
e )
9 8 Deskaop = &%) BAO CAO HANG NGAY.xlsx 13/02/20,
@ Type a New List... & Domoads @/ Chén ban quyzn hinh anh.docx 15/02/20,
- Gl 2 -
’ﬁ Use an Existing List... bW ouice
= Choose from Outlook Contacts. File name: | Bang Iudng nhan vién.xisx V| Al tr’é\u(es (*odg*mdb;*. v
L — Tools ¥ Open Cancel

Bwéc 4: Chen nd1 dung vao van ban
bat dau nhac chudt tai vi tri can chéen — Mailings

— Insert Merge Field — Chon tén ¢t can chén

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858

Select Table

Description Modified

Created Type
12:00:00 AM  12:00:00 AM TABLE
12:00:00 AM  12:00:00 AM TABLE

First row of data contains column headers

—
L
OK Cancel

References Review

Highlight ~AddreS
Merge Fields Block

Greeting

Insert Merge
Line l Field v | réateLabels Re

View Help Table Design
e [—_'5 Rules ¥ <
88 " A

2 Match Fields

- | )=

Ma nhén viérgy
Ho tén:«Ho_tezy
B6 phan: «B6 p
Chire vu: ]

Tong cong:«Tor

M3&_nhan_vien—
Ho_tén

B6_phan

Téng_cong_Ngay
Téng_thu_nhép_VND
Trir_BHXH_VND

Trir_thué€_ TNCN_VND

Téne thu nhép:«

@ tinhocsaoviet.com
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Buwéc 5: Pong b va hoan tat

Tai thé Mailings — Update Labels dé sao chép dinh dang cho toan bd trang — Finish &
Merge — Edit...

D} Rules v

Qg Match Fields

AN N A AN
= 2

Highlight Address Greeting Insert
Merge Fields Block Line

Write & Insert Fields
<

Field v QE Update Labels =

(B O R (S BRI R . . ‘E-I 61 71 8.

References |MailingsL Review View Help Table Design Table Layout

<> (A4 > D>
ABC
Bl Fi ;

Preview
ults

D Check for Errors

Preview Results

fﬁ Edit Individual Documents...
I~ B 1000 01100 21200 130 1 - 14

@ Print Documents...

57 Send Email Messages..

Ma nhan vién:«Ma nhan vién»

Ho tén:«Ho_tén»

B6 phan: «B§ phan»

Chire vu:

Tong cong: «Tong cong Ngay»

Tong thu nhap:«Toéng thu nhap VND»
Trir BHXH:«Trr BHXH_VND»

Trir thué TNCN: «Tm‘ thue TNCN _VND»
Trir tam tng:«Trr_tam tmg VND»

Thic nhan: «Thu’c_nhan_VND»|

«Next Record»Ma nhan
vién:«Ma nhan vieén»

Ho tén:«Ho_tén»

B6 phan: «BO phan»

Chre vu: )

Tong cong:«Tong cong Ngay»

Tong thu nhap:«Tong thu nhap VND»
Trir BHXH: «Trr BHXH VND»

Trir thué TNCN:«Trir thue TNCN_VND»
Trr tam tng:«Trr_tam tng VND»
Thue nhén:«Thuc_nhén_VN})»
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Bai 5: Tréon Thw Véi Hinh Anh
Buwée 1: Chuan bj danh sach Excel
@Tiéu dé ciia bang danh sach nén bat dau tir dong so 1 ciia Excel
@Tén Sheet nén dit theo tén goi nhd (Vi du: DS Nhan vién, DS Khach hang...)
@Phai tao thém cot chira dudng dan cho danh sach hinh anh.
- Pé lay dudng dan hang loat: quét Ch~(_)n toan bo hinh — Nhan t6 hop phim
Ctrl + Shift + C (sao chép ,du’(‘)’ng dan tép) — Vao Excel va Ctrl +V (dan)
- DPuong dan phai thay cac dau (\) thanh dau (\\)

D : D 2
| Thuong trd - |Hinh 3nh v | M,' Hinh anh -
.Bﬁc Thai C:\Users\Betty Thu\Desktop\Hinh Nhan Vién\H1.jpg Béc Thai 'C:\\Users\\Betty Thu\\Desktop\\Hinh Nhan Vién\\H1.jpg |
\Quang Tri C:\Users\Betty Thu\Desktop\Hinh Nhan Vién\H2.jpg Quang Tri 'C:\\Users\\Betty Thu\\Desktop\\Hinh Nhén Vién\\H2.jpg
Lém Dong C:\Users\Betty Thu\Desktop\Hinh Nhan Vién\H3.jpg Lam Dong 'C:\\Users\\Betty Thu\\Desktop\\Hinh Nhan Vién\\H3.jpg
/An Giang C:\Users\Betty Thu\Desktop\Hinh Nhan Vién\H4.jpg . [ An Giang |C:\\Users\\Betty Thu\\Desktop\\Hinh Nhan Vién\\H4.jpg
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Buée 2: Thuc hién viée lién ket dir liéu Excel vao Word
Mailings — Select Recipients —> Use an Existing List — Chon File Excel — Open

sert Draw Design Layout Referenece

ﬁ Type a New List...

r
lﬁ Use an Existing List...
!

[—fé Choose from Outlook Contacts...

Name Date modified Type Size

~ A long time ago

|;‘1p Data.xls 13/08/2025 2:40 AM Microsoft Excel 97...
‘-_-E Mau phieu ba=hamhoc.docx 26/08/2024 7:23 AM Microsoft Word D...
=] Ye cautxt 26/08/2024 7:23 AM Text Document
New Source...

: | Dataxls N All Data Sources (*odc;mdbj*. v

Tools ¥ I Cancel

TIN HOC SAO VIET #Bach Xuan Hién

Select Table (m] X
Name Description Modified Created Tyg
dame

o) 13/08/2025 2:40:16 AM  13/08/2025 2:40:16 AM  TAE

Table1$Fi|terDatabase 13/08/2025 2:40:16 AM  13/08/2025 2:40:16 AM TAE

First row of data contains column headers

B 093 11 44 858
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Bwée 3: Tao Label cho dir liéu
Vao Mailings — Start Mail Merge — Labels — Tai hop thoai Label Options, chon New

Label — Thiét 14p cac thong sb cho Label — Hién thi khung ludi cho Label

Mailings
(1)

Insert _ Draw Design Layout Referen

&
IEP=

Start Mail Select
Merge v |Recipients ¥

@ Letters

I | | | 17
@ Bmail Messages =
X endglopes...
[& Labels é
E Directory

Fom'
Normal Word Document

C# Step-by-Step Mail Merge Wizard...

TIN HOC SAO VIET #Bach Xuan Hién

Label Options

Printer information

C) Continuous-feed printers

(o] Page printers Tray: Defaulttray v
Label information

Label vendors: | Microsoft

Find updates on Office.com

Product number: Label information

Type: 1/2 Letter Postcard
:ﬁ t:gz:: Height: 21.59 cm
1/4 Letter Width: 13.97 cm
30 Per Page Page size: 27.94 cm x 21.59 cm
30 Per Page

Delete

Details... 0) New Label...

Cancel

B 093 11 44 858 @©tinhocsaoviet.com
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Buéc 4: Tao khung dé chén anh

K¢ bang trong Label vira tao — Chon bang vura ké — Vao thé Table Layout — Autofit
— AutoFit Content — Nhép kich thudc chuan — Fixed Column Width dé khoa kich
thude, dam bao anh chén vao khéng 1am thay doi kich thude khung.

lnsertg)raw Design Layout References Mailings Review View Help Table Des
DY QO 2l oi BB @ [ Table Desi able Layout o
Pictures Shapes Icons 3D SmartArt Chart Screenshot Online Link Bookn] \
v v Models v v Videos v Ir
lllustrations Media Lin m - >'<_' - G A
Ifsert Table - ? N ~
o P B 1 2 A Hei -
[Lgff: B HH ﬁ i [] Heignt ‘A'Cm—vl B
O Split AutoFif = ,,. ~ T
LI L 'Width: (3 cm
EEEN Tabl ™ ‘—"’
imanEE e (4)
R | B AutoFit Contents} o
=Rh.(3) (4) SR 9 Iy A
QrawTabIe / | i | o .
= m—— A AutoFit Window
E Excel Spreadsheet
B uick Tables > Fixed Column Width @

Q
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Buéc 5: Lién két hinh anh vao khung
@Chon vao khung — Ctrl + F9 — Nhap ndi dung: {IncludePicture “ }

@Dt con tro sau dau “ — Mailings — Insert Merge Field — {IncludePicture “Tén cot
chtra duong dan} — Sau khi chen, no1 dung trong 6 bién mat 1a OK.

Layout References |Mailings fNReview View Help Table Design

Fz : _9 Q)E E?Rulesv

R Match Fields

ex

Edit Address Greeting [Insert Merge
ecipient List Hlock Line Field v [‘é Update Labels
Write & |

nw@E 112 8

Con
H~’ T
(1)
INCLUDE
PICTURE phdn.
"y Ngay vao lam:
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Buwéc 6: Dong bo va xuit file
Tai thé Mailings — Update Labels dé sao chép dinh dang cho toan bd trang — Finish &

Merge — Edit...

References | Mailings | Review View Help Table Desig

Highlight Address Greeting Insert Mergep
Merge Fields Block  Line Field [% Update Labels

Write & Insert Fields Q)'—

<1<I-I-I-I-I§§-I-1-K>Z‘\Qﬁl-l-I-l‘1<l-

o EB Rules ¥
5 X Match Fields

n Table Layout

Preview Results

Finish &
D Check for Errors Merge v 0)

)

f:] Edit Individual Documents...

ﬂgl Print Documents...

57 Send Email Messages...

TRUNG TAM TIN HQC

Tén t6i la: ......... T

TRUONG PAIHQCABC CONG HOA XA HQI CHU NGHIA VIET NAM
—Tw do — Hanh phic

Poc lap

PHIEU PANG KY DU THI CAP CHUNG CHI TIN HQC

—000——

TIN HOC SAO VIET #Bach Xuan Hién
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Bwéc 7: Hién thi két qua hinh anh
Nhén Ctrl + A dé chon toan b dit 1iéu — F9 hodc Fn + F9
— Tai hop thoai mé ra, chon YES

Két qua:

Choosing Yes will enable up

Microsoft Word Security Notice
@ Microsoft Office has identified a potential security concern.

This document contains fields that can share data with external files
It is important that this file is from a trustworthy

all fields in this file, until you close it.

X

TRUONG BAI BOC ABC mmuw(ﬂ\m‘ﬁ‘lw
TRING TAMTINEOC Biclip ~ Tor 32— Hash phic
e

PHIEU BANG K¥ DU TEI CA? CHUNG CHI TIN BOC

Téntie e S sy
2 ardi vin SAC0Cn
Ehée fhoai Enual
Niedy ths
Nty e ca
Fhie e e

TRUONG BAI BOC ABC oommumo(cﬂr\unn!zr\m
TRING TAMTINEOC Biclip~ Tor 32— Hash phic
ol

PHIEU BANG K¥ DU THI CAP CHUNG CHI TIN BOC

Hhie diesa

TRUONG BATBOCABC  CONG HDANA HOE CHU NCHIAVIET NaM
TRING TAM TIN BOC Béclip- Ty o~ Heah phic
—lem
PHIEUBANG K¥ DU THI CAP CHUNG CHI TINBOC

s is e

Sk ey
i sah v SSC0Cn.

Drie oai Fanual
Ny 1hi

s dien e

TRUONG DAIBOCAEC  CONG HOAXA HOU CHU NCHIAVIET NAM
TRING TAMTIN BOC Béc lip - Ty 3o - Haah phic
e

PHIET BANG K¥ DU TEI CAP CHUNG CHI TIN BOC

S e
SSCUCD

Enneal

Nty ey P
Hie die e

TRUONG DA BOC ABC oo.\‘cnm\umcﬂmumwz‘ru\l
TRING TAM TIN BOC Béc lip - Tu 3o - Haah phic
ol

PHIET BANG K¥ DU TEI CAP CHUNG CHI TIN BOC

Ny th

e dle

TRUONG BAI BOC ABC oomnmummxmn,:r\m
TRING TAM TIN BOC Béc lip - Ty S0 - Haah phic
ot

PHIET BANC K¥ DU TEI CAP CHUNG CHI TIN BOC

Tén tin e S ey
A sark vire seCrcn
Dhée thosi Ennal
Ny ths:
Ny
Fhis diew e

TRUONG BAIBOCABC  CONG HOA XA HOU CHU NCHIAVIET NAM
TRING TAM TIN BOC Biclip~ Ty da— Hash phic
e

PHIEU BANC K¥ DU THI CAP CHUNG CHI TIN BOC

S ey
SSCrn.

Naly fo
e dles s

TRUONG BAIBOCABC  OONG HOA XA HOU CHU NCHIA VIET NAM
TRING TAMTIN BOC Béclip - Tu o~ Hah phic
e

PHIEU BANG K¥ DU THI CAP CHUNG CHI TIN BOC

S ey

Ten e b
B sards i SACCTY

Eneal

Ny s can
Hie dlese




CHUONG III: TINH TOAN TU PONG TRONG BANG BIEU

O I. Muc dich nghién ctru
II. Noi dung nghién ctru
Bai 6: Cach stir dung cong thirc
Bai 7: Cach str dung ham



I. MUC PiCH NGHIEN CUU

Word thién vé trinh bay van ban, tuy nhién nd cling cung cip cho chung ta cong cu tao
cac cong thirc thong ké don gian. Mot so tinh toan c6 thé ap dung:

1. Cong thuc tinh toan don gian nhu: cOng, trir, nhan, chia (+, -, *, /)

2. Ham théng ké nhu SUM, MIN, MAX, AVERAGE, COUNT.,...
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II. NOI DUNG NGHIEN CUU

Bai 6: Cong Thiwre Tinh Toan Trong Word
Dit con trd chudt tai 6 can tinh — Ctrl + F9 — Nhap cong thic vao dau {} — F9

pvr S°

San pham o

Tivi Samsung Cai

Don gia

10 7,955,000

Thanh tién

3

San phém

Tivi Samsung

pvr S0

oy Pon gia

Céi 10 | 7,955,000

Thanh tién

{=C2*D2|}

San phém

Tivi Samsung

pvr S0 Thanh tin

Iyng Don gia

Cai 10 | 7,955,000 79,550,000

Luuy:

Xac dinh dia chi 6 nhu trong Excel
S6 cot duoc ky hiéu bang chit cai in hoa tir A dén Z, cot dau tién bat dau bang chit A
S6 dong dugc ky hiéu bang s thr tu 1, 2, 3..., dong dau tién bat dau tir so 1

TIN HOC SAO VIET

A B C D E
1 Tén hang DVT S6 .wwong Thanh tién
2 Fivi-Samsumg—r€ar#(C2) 10| 12,000,000 | 120,000,000
3 Tu lanh LG Cai 5/ 9,500,000 | 47,500,000
4 | May lanh Panasonic| Cai 5| 14,560,000 72,800,000
5 Téng cong 20| 12,020,000 | 240,300,000

#Bach Xuan Hién
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Bai 7: Cach Str Dung Ham

Dit con trd chudt tai 6 can tinh — Ctrl + F9 — Nhap cong thic vao dau {} — F9

LEFT: Thuc hién phép tinh véi cac 6 bén trai
RIGHT: Thyc hién phép tinh vdi cac 6 bén phai
ABOVE: Thyc hién phép tinh véi cac 6 & phia trén
BELOW: Thuc hién phép tinh v6i cac 6 ¢ phia dudi
Chung ta c6 thé ap dung cac ham nhu SUM, MIN,
MAX, AVERAGE,...

Tén hang DVT | Solwong | Pon gia Thanh tién
Tivi Samsung Cai 10 6,500,000 65,000,000
Tu lanh LG Cai 5 8,500,000 | 42,500,000 -
Mady lanh Panasonic | Cai 7 8,000,000 56,000,000
Téng cong 22 7,666,666.67 {3
Luuy:

TIN HOC SAO VIET

#Bach Xuéan Hién

B (

Tén hang DVT | Solwong | Pongia Thanh tién
Tivi Samsung Cai 10 6,500,000 65,000,000
Tu lanh LG Cai 5 8,500,000 42,500,000
Méy lanh Panasonic | Cai 7 8,000,000 56,000,000
Téng cong 2 7,666,666.67 | { =<SUM(ABOVE) }
Tén hang DVT | Solwong | Don gia Thanh tién
Tivi Samsung Cai 10 6,500,000 65,000,000
Tu lanh LG Céi 5 8,500,000 42,500,000
May lanh Panasonic | Cai 7 8,000,000 56,000,000
T6ng cong 22 7,666,666.67 163,500,000
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CHUONG IV: KHUNG VIEN VA BAN QUYEN

O I. Muc dich nghién ctru
II. Noi dung nghién ctru
Bai 8: Chén khung vién cho tai liéu

Bai 9: Chén ban quyén cho tai liéu



I. MUC PiCH NGHIEN CUU

Trong qua trinh soan thao tai li¢u, nhiéu nguoi hoc chi tap trung vao nd1 dung ma chua
chu y dén tinh thAm my va bao vé ban quyén, dan dén tai liéu kém chuyén nghiép hoic
dé bi sao chép. Viéc st dung khung vién va ban quyén trong Word khong chi giup tai
liéu r0 rang, dep mat hon ma con thé hién y thirc bao v€ cong surc cua ngudi soan thao.
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II. NOI DUNG NGHIEN CUU

Bai 8: Chén Khung Vién Cho Tai Liéu

@Tai thé Design — Page Borders

@Tai hop thoai mod ra — Page Border — Chon
Box (Tao khung vién bao quanh trang)

@ Chon kiéu vién trang tai muc Art

@Chon pham vi 4p dung — OK

Whole document: Ap dung cho toan b tai li¢u.
This section: Chi ap dung cho phan (section) dang
dat con tro.

This section — First page only: Chi ap dung cho
trang dau cua section.

T his section — All except first page: Ap dung cho
tat ca trang trong section, trur trang dau.
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1. Chén ban quyén dang chir

Tai the Design — Watermark — Custom Watermark — Tai hop thoai mé ra, chon Text

Bai 9: Chén Ban Quyén Cho Tai Li¢u

watermark — Nhap ndi dung mudn chén ban quyén — Pinh dang kiéu chir va huéng

chit Diagonal (ch¢o) hoac Horizontal (ngang) — OK

out

Praw l Designl o‘

o Title TmE

5.1. Hai Bén cam két hoan toan tu ngu_yéu K
dong lao dong nay. Moi su thay doi, bo sun;
van ban cia ca hai Bén.

5.2. Nhitng van dé vé lao dong khong ghi tr
quy dinh cua Noi quy lao déng, thoa wdc la
dong tap theé, ndi quy lao ddéng chwra c6 quy

lao dong.

5.3. Thoa thuan bép mat va cac phu luc hop

tach roi cua Hop dong nay, c6 gia tri phap ly

5.4. Moi tranh chap phat sinh tir Hop dong
lwong, thoa thudn gilta hai bén. Trong trug
thuan, cac Bén cé quyen yéu cau Toa an co t
phap luat.

5.5. Hop ddng nay duwoc lap thanh 02 ban ¢
mot ban va cé hiéu Iie tir ngay ky.
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2. Chén ban quyén dang hinh anh

Tai the Design — Watermark — Custom Watermark — Tai hop thoai m¢ ra, chon

Picture Watermark — Select Picture — Chon hinh anh can chén — Apply — OK

o ~ =& Paragraph Spacing v

Y i

Page

s

"ot

@ Set as Default

Page

[Color ¥ Borders

References  Mailings Review View Help | &2 Comments | | &2 Editing v‘

Fi
i ocument ronating - ‘-[9
SHEE SHEY 3:1:4:1:5:1:6 7:1:8:1
&

5.1 Hai Bén cam két hoan toan tu ugqyéu K
dong lao dong nay. Moi su thay doi, bo sung
van ban cua ca hai Bén.

5.2. Nhitng vin dé vé lao dong khong ghi tr]
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dong tap the, ndi quy lao déng chwa cé quy
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