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Chia cgt trong van ban

Pinh dang van ban ty dong va tao
muc luc tw dong

Thiét 1ap trang in ning cao trong
Word

So d6 thong minh (SmartArt) trong
Word
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CHUONG I: CHIA COT TRONG VAN BAN

O I. Muc dich nghién ctru
II. Noi dung nghién ctru
Bai 01: Chia c6t trong van ban
Bai 02: Tuy chinh c6t
Bai 03: Ngit noi dung cot
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I. MUC PiCH NGHIEN CUU

Chia cot giup trinh bay ndi dung vin ban mot cach khoa hoc, dé doc va ting tinh tham
my. Pac biét httu ich trong viéc tao ra cac tai li¢u nhu to ro1, bao cao, bai bao hoac ban
tin.
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II. NOI DUNG NGHIEN CUU

Cac budc thuc hién
Quét chon ndi dung can
chia cot — Chon thé
Layout (hoac Page
Layout) — Columns

— Chon sb ¢ot can chia

Bai 01: Chia Cot Trong Van Ban

Home

B

Orientation

~ ~

Page

Insert Draw

ESTY Layou

QAJ Breaks v

37 Line Numbers v

be Hyphenation v =< Right: |

ol

W M M @ ml

2l

Two

R'e' nces Mailings Review View Help

Spacing = ~ Eﬂ (=
m g ‘ 1 = Before: ‘6 pt g ‘ Selecﬁ)n
s 3= After [6pt | bane
;graph N

Arrange

s 40 31415 1:6:1:7:1:8 % I | R I ¢ R b AU B £

Three

Left

Right

More Columns...

= @20

GIOI EU VE TIN HOC SAO VIET 2
T @@, Quétichonindiidung canichiacot ...
dyng va phat trién. Véi tim nhin va cam két khéng ngimg nang cao chét hror

cao, Tin hoc Sao Viét di khing dinh dwgc vi thé va uy tin trong linh vuc dao ta
sinh, sinh vién, doanh nghiép.

m —
C—=—=C)

CAC KHOA HQC TAI TRUNG TAM BAO GOM

Khoa hoc in hoc van phong Word, Excel, Mdy Tinh, PowerPoint; Khoa h
AutoCAD 3D; Khéa hoc SolidWorks; Khoa hoc SketchUP; Khéa hoc Ké Toa
Db hoa Photoshop, Illustrator, CorelDraw; Khéa hoc thiét ké noi that; Kho
Specialist); Khoéa hoc IC3; Khoa hoc Lap trinh tré em Python, Scratch; Khoa
Quang cdo Google, Facebook.
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Bai 02: Tuy Chinh C{t

Chon thé Layout (hoac Page
Layout) — Columns — More
Columns — Tuy chon cac ché do

phu hop:

@ Tao duong ké chia cot

@ Thém hoic b6t s6 cot

@ Diéu chinh do rong cac cot

@ biéu chinh khoang cach cac cot

{ =4
t+2«1+3-1+-4-1:.51:+:6:-1-7Z-1:.8-1:9.110-1 121 121 13- 1 -14. 1 :15: 1 16"
Columns ? X
oo
Presets
= == == S —— "«
= EE iE = e W
QOne Two Three Left Right E-i Q

Ly
" Number of columns: |2 = ,g)
HIEU L — '
3 idth and spacing Preview

mTink | col#  width: pacing: am co hoi

phat tr] 8.66 cm < |27 m - 1o nhan Iy

hoc Sac 8.66 cm > = { cho nguy

h vién, | % =
L__e, ()
e’/

HOAH Equal colimn width

bc in he¢ Applyto: |Selected text v Start new column y thuat A
D 3D; 1] anh; Khod
Photosl [0S (Mic

st); Khoa hoc IC3; Khoa hoc Lap trinh tré em Python, Scratch; Khoa hoc 3Ds Max, Vr.
40 Google, Facebook.
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Bai 03: Ngit N§i Dung Cjt

pé ngét phﬁn nodi dung bat ky sang cOt khac, ta thuc hién nhu sau:
Cach 1: Chon diém bat dau doan can ngat — Nhan t6 hop phim Ctrl + Shift + Enter
Cach 2: Chon diém bat dau doan can ngat — Layout — Breaks — Column

Draw

E

Cojumns

v

Setlip

Dle Layout rences Mailings Review View Help
','E.! Breaks v @ Indent cing

N
Page Breaks

Page
’,—] Mark the point at which one page ends
and the next page begins.

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

Text Wrapping
= Separate text around objects on web

Section Breaks

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

Continuous
Insert a section break and start the new

pages, such as caption text from body text. =

)
Selectio
Pane

Arrange

E TIN HOC JAO VIET

hoc Sao Viét [a mot trong nhitng
be hang du ta,ojt Nam c6 hon 10
4 phat trién. [Véi tam nhin va cam

45 +h

» nang cao chét lwong dio tao nhan

Ire chat lwong ¢

duoc vi thé vau
cho nguoi di lam
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CHUONG II: PINH DANG VAN BAN TU PONG VA TAO MUC LUC TU PONG

O I. Muc dich nghién ctru
II. Noi dung nghién ctru
Bai 04: Str dung Style
Bai 05: Tuy chinh Style

Bai 06: Tao muc luc tu dong
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I. MUC PiCH NGHIEN CUU

Style - DPinh dang van ban tu dong, cac dinh dang nhu: Font chit, mau sic, can 18,...
St dung Style gitp chung ta:

- Thay doi dinh dang nhiéu doan van ban cing luc

- Ap dung tao muc luc tu dong
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II. NOI DUNG NGHIEN CUU

Bai 04: St Dung Style

Chon noi dung vin ban — Home — Chon Style c6 san

m g Pre Resign __layout References Mailings Review View Help

& ‘MewRoman VH16 VI A A Aa~ Ao ; "‘,_‘_" €= 32 Zml

Normal  No Spacing | Heading 1 | Heading 2

Il
-
1
<

heg
<

>

= v
Paragraph I;r

Can cik Ludt T6 chike Chinh phii ngay 19 thang 6 nam 2015;
Theo dé nghi cia B truweéng Bé Noi vu;

Chinh phit ban hanh Nghi dinh vé céng tdc van the.

923h1ro’ng I: QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

Nghi dinh nay quy dinh vé cong tic van thw va quan Iy nha nuée vé cong tac van the. Cong

4.1 516171 -8:1+9:1:10: 1 121 121 13+ 1 141 15 1

ard S Styles
<
e 1 1 I 21 3 | o [
NGHI PINH
VE CONG TAC VAN THU
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Modify Style ?
Properties

Name: Normal

Style type: Paragraph

Style based on: (no style)

Style for following paragraph: | T Normal
Formatting

Times New Roman V|| 13 ‘ B I U Automatic =

= = = = = = = = = € 3=

Bai 05: Tuy Chinh Style
Chudt phai vao style dang ap dung — Modify — Thay d6i véi cac dinh dang nhu hinh

X

Nghi dinh nay quy dinh vé cong tac van thw va quay Iy nha nudc vé céng tac vin
thu. Cong tac van the duoc quy dinh tai Nghi dinh nag bao gdm: Soan thao, ky ban
hanh van ban; quan Iy vin ban; lip hd so va nép lvu h¥so, tai liéu vao Luu trit co
quan; quan |

Hodc choOn
nhi d u dinh

dang hoOn

Font: (Default) Times New Roman, 13 pt, Ligatures: None, Left
Line spacing: single, Widow/Orphan control, Style: Show in the Styles gallery

Add to the Styles gallery

o Only in this document O New documents based on this template

Format v oK

Cancel

[ ]

Modify Style ?
Properties
Name: Normal
Style type: Paragraph
Style based on: (no style)
Style for following paragraph: | T Normal
Formatting
Times New Roman 13 |v ‘ B I U Automatic b3
=== = |[=] = = |2 &= € =

X

Nghi dinh nay quy dinh vé cong tac van thu va quan Iy nha nudc vé cong tac vin
thy. Cong tac van thy duoc quy dinh tai Nghi dinh nay bao gém: Soan thao, ky ban
Font... ¥ van ban; 1dp ho so va ndp lvu ho so, tai liéu vao Luu tri co
Paragraph...
Tabs...

Border...

Language...

Frame...
Numbering...
Shortcut key...
Text Effects...

oK Cancel

TIN HOC SAO VIET “Bach Xuan Hién

B 093 11 44 858

@ tinhocsaoviet.com Trang




Bai 06: Tao Muc Luc Ty Dong
Muc luc 13 mot danh sach cac tiéu dé, chuong, muc trong tai liéu, gitip ngudi doc dé
dang tim kiém va theo ddi noi dung.
Lo1 ich cua viéc sir dung muc luc tu dong: tu dong cap nhat khi co su thay doi vé noi
dung hoic s6 trang.
% Cac buéc thue hién
Buwée 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 nhé hon...
Buwoc 2: chen muc luc tu dong
Tao | trang trong — Thé References — Table of Contents — Chon kiéu tir danh sach

@ Xem tiép trang sau
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File Hom Insert Draw Design References | Mailings Review View Help
[_['[—'.] Insert Endnote :)/ (& Manage Sources ~—> B] Insert Table of Figures —@ Insert Index —+‘_r [—Er Inser{
R v . - E ® ) *
Table of ! Hpdate Jable Insert a4 Next Foatnote Insert g ‘&‘ Change Insert U Mark E‘ Mark ]
Contents v Footnote [] Citation v [T] BibMagraphy v Providerv  Caption [[3] Cross-reference Entry Citation
Captions Index Table of
lSI6i7|81-9‘1101111-12‘113r14|15|-Q‘| 1
<) D] Update Table...
7 Muc luc )
e [Chifdhig I QUY DINH CHUNG :ssnsmn s s s 2
Table of Contents Diéu 1. Pham Vi 18U CHINN ...ovevoeeeeeee et eeeeeeseeee e seeeneenas 2
Heading 1 A2 A ,
Heading2 ... ® Dicu 2 Dorong:apidung . ... s il R ndiaaiiaimeasin st 2
Headin e 3 S R S R s B, 2 <A Es b N P
G Diéu 3. Giai thich tl G ......c.oeveveiiieieieieieiieieie e 2
Piéu 4. Nguyén tic, yéu ciu quan 1y cong tac van thir .........cc.ccevvevevveicennnns 3
Manual Table O s . pavly - - ™ .
Diéu 5. Gia tri phéap 1y clia van ban dién fl.........ccceevieiiieiiiniicicee e 4
Table of Comtents Diéu 6. Trach nhiém ciia co quan, t chitc, ca nhan ddi véi cong tac van thu. 4
Type chapter tithe (Jevel 1)...............cccoioioiiiiniiiiiaaiaisiiaiessesanssssiasansssssanas 1 : ¥ q ? ? g :
Type chapter title (IeVel 2)...........ovvvvmmrrisssssiinivnmnisssss s 2 Chwong II: SOAN THAO, KY BAN HANH VAN BAN HANH CHINH ......... 4
Type:chaptertitle (Jevel3):os e raarinnpirppasanymrmss o 3 A ; Lo ) . ,
Type chapter tithe (1eVel T)..........oooooooooovooooeoeeoseeee oo 4 Piéu 7. Cac loai van ban hanh chinh..........covvviiiiiiiiiiiiieeeeceee 4
DiAw © ThA thiss 18 han IS
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CHUONG III: THIET LAP TRANG IN NANG CAO TRONG WORD

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 07: Phan trang trong Word

Bai 08: Chén s trang & vi tri bat ky

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858 @ tinhocsaoviet.com Trang 14



I. MUC PiCH NGHIEN CUU

Hoc vién hoc xong c¢6 thé tiiy chinh dugc trang in nhur:
1. Pénh sb trang tir vi tri bat ky
2. Co thé xoay ngang, doc mot trang bat ky ma khong anh hudng cac trang khac. ..
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II. NOI DUNG NGHIEN CUU

Bai 07: Phan Trang Trong Word
Dé c6 ﬂ’,lé thuc hién chinh sﬁ:‘a mot trang ma khQng anh huéng dén trang khac, chiing ta
phai ngat trang thanh cac phan (Section), va ngat lién két gitra ching.
1. Panh dau ngit trang
Dit ddu nhay ¢ dau hodc cubi trang can ngit — Layout — Breaks — Next Page

J. vdlloanll Ia wdiCa g

6. “Van ban dén” la tat c§

ca nhan khac gin dén.

D¢ ki€ém tra danh dau da thanh cong chua:

Nhay dap chudt vao Header cua trang phia duoi,
néu xuat hién 2 Section khac nhau la OK.

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

tir hinh thanh trong qua tx
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2. Ngit lién két trang

Dé ngit cac phan trang di ngat khong lién quan v4i nhau, can bo lién két giira chung.
Cac buoc thuc hién:

Nhay dup chudt vao Header trang phia du6i — Bo chon “Link to Previous”

. . ' =a| |2 Previous || Different First Page
BRI EEE

Pictures Onfine Einte [ Next |_| Different Odd & Even
Pictures Footer [(_é] Link to Previous ] [v] Show Document Text
Options
| I | I I (1 3«1+ 40150617 e 8

______ (1 )

Header -Section 2- | 7. “Bamrthao vin ban” la ban dwoc viéet hodc danl

tir hinh thanh trong qua trinh soan thao moét van
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Bai 08: Chén So Trang O Vi Tri Bat Ky
Buwéc 1: Xac dinh trang can bat dau danh sb
Buwére 2: Thuc hién ngat lién két trang véi trang trude do

Buwéc 3: Thiét lap so trang bat dau

3.1. Panh so trang tai dung
section vura ngat

3.2. Chuot phai vao s trang
3.3. Format Page Number

3.4. Tai hop thoai

3.5. Chon kiéu danh s6 phu hop
@Danh s6 tiép tuc voi phan
trudc

@Danh s6 bat dau tir s6 bat ky

TIN HOC SAO VIET “Bach Xuan Hién

nh tu,
an bar
n phap
can

theo

Van

@

E:”D Paste Options:
7

[ update Field
Edit Field...

Toggle Field Codes

ng [ FZ Format Page Numbers...

>

Font...

Page Number Format

Number format: |1, 2, 3, ...
| Include chapter number

Chapter starts with style:

' Use separator:
Examples:

- (hyphen) W

1

Heading 5 ¥.

1A

j[Page numbering

9)0 Continue from previous section

-
v

?)O Startat: |1
i - —

Cancel

B 093 11 44 858

@ tinhocsaoviet.com
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CHUONG 1IV: SO PO THONG MINH (SMARTART) TRONG WORD

O I. Muc dich nghién ciru
II. Noi dung nghién ciru
Bai 09: Chen SmartArt
Bai 10: Tuy chinh cap trong SmartArt

Bai 11: Thay ddi bo cuc so d6 va dinh dang tu dong SmartArt
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I. MUC PiCH NGHIEN CUU

Tao céc so do, hinh dang cho mot s6 cong viec phé bién nhu:
- So d6 quy trinh
- So d6 to chirc
- Hinh dang cho bao cao
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1. Chen SmartArt

II. NOI DUNG NGHIEN CUU

Bai 09: Chén SmartArt

Chon vi tri — Insert — SmartArt — Chon kiéu so d6 (muc 3) — Chon so do (muc 4)

e Break

s Tables

——
ne| Inserto\aw Design Layout References Mailings Review View Help

=N Bl o 3oL E O QD
(= O = 614 g O i FB

k Page Table Pictures Shapes Icons 3[,9 SmartArt | Chart Screenshot Online Link Bookmark Cross- Comment = Header Footer

Page Text  Quick
Models ¥ v Videos . reference ¥ v Number ¥ Box v Parts v
lllustrations Media Links Comments Header & Footer
|»5-w1-\2\3\-445|s-w7\-8|9:-10-\11w12w-13w-14.|15-wgm-m
? X

1
00se a Smw—\
[

*®  Process

Cycle
Hierarchy
Relations...

Matrix
Pyramid

Picture
Office.com

(RN R

OK Cancel

TIN HOC SAO VIET
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2. Nhap noi dung trong SmartArt

Cach 1: Nhap truc tiép vao khung hinh >

Cach 2: Nhap vao khung Text Pane >

>

=1 21

1%
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Bai 10: Tuy Chinh Cap Trong SmartArt

Pé tuy chinh cap cho
SmartArt, ta thuc hién theo
cac budc sau:

Budc 13 Chon muc can
chinh cap

Bwdc 2: Chon SmartArt
Design — Create Graphic
Bude 3: Chon kiéu

%  Téng cap (Promote)

/

% Gidm cap (Demote)

TIN HOC SAO VIET “Bach Xuan Hién

File Home Insert Design Layout References Mailings Review View Help

1] Add Shape ~ | < Promote 1T

= Add Bullet —> Demote

[ i
Change = Change [:d:\ (:\,:\ [ )|

F[] Text Pane & Rightto Left 5%, Layout~  Colors ¥
Create Grapljic Layouts SmartArt Styles

SmartArt Design | Format

Y
b
Reset
Graphic

Reset

l—lﬁ
Nhan vién Nhan vién
KD1 KD2
O O O
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Bai 11: Thay Po6i B6 Cuc So P6 Va Pinh Dang SmartArt
1. Thay ddi bo cuc va dinh dang tw dong SmartArt

Chon so d6 — Thé Design (hodc SmartArt Design):
@Cac mau thiét ké sin

@BH cuc mau sic

@B6 cuc thiét ké

2. Dinh dang thu cong

n layout References

Mailings Review View Help SmartArt Design Format | &2 Commel

- =
=~
Giam déc

<

T T T ]
Phong Phong Phong Phong
K& toan Nhan sy Kinh doanh Marketing

Home Insert Draw Design Layout References Mailings Review View Help SmanArtDeslg(\

14
a3 9
O Change Shape ~ — shap: T lf
Chon do1 twong — Thé Format - = =i
EX] smaller &) Shap Text
ssssss @ Shape STt cessibility
~ i EETR FNET ST T 119

@Thay d6i hinh dang khung hinh
@Cic dinh dang co sin

@Dinh dang mau sac, vién, hiéu tng
@Dinh dang font chir

BEPNRE)

Lwu y: Chi st dung cdc céng cu ciia SmartArt dé dinh dang va sdp xép, khéng kéo tha

thii cong tirng doi twong bang chudt.
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CHUONG VI: MAIL MERGE - SOAN THAO VAN BAN HANG LOAT

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 12: Tron thu véi ndi dung




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.

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858 @ tinhocsaoviet.com Trang 26



II. NOI DUNG NGHIEN CUU

Bai 12: Tron Thu Vi Noi Dung
1. Cac budec tron thw
Buée 1: Chuan bi danh sach Excel.
- Tiéu dé cua bang danh sach nén bat dau tir dong s6 1 cta Excel
- Tén sheet nén dat theo tén goi nhd (Vi du: DS Nhan vién, DS Khach hang,...)

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

Mailings — Select Recipients — Use an Existing List — Chon File Excel — Open

Date modified Type Size Select Table o x

Name
sert Draw Design Layout Reference R
o ~ A long time ago |
\ — Name Description Modified Created Ty

3 | Data.x: 13/08/2025 2:40 AM Mi ft Excel 97...
[e Dataxs | /080202 260 AT Micoserbxos o 13/08/2025 2:40:16 AM  13/08/2025 2:40:16 AM TAE!

] e [
E K @ Mau phieu bao hoc.docx 26/08/2024 7:23 AM Microsoft Word D.. FTabIeWFilterDatabase 13/08/2025 2:40:16 AM  13/08/2025 2:40:16 AM  TAE
26/08/2024 7:23 AM Text Document

Start Majj Select

Merg Recipients v - =) Ye cautxt
= : Write
@ Type a New List... f S —

12

ﬂ Use an Existing List...

= Choose from Outlook Contacts...

First row of data contains column headers l ance

@ Xem tiép trang sau



Buwdc 3: Chen nd1 dung vao van ban

@Dit diu nhic chudt tai vi tri can chén — Mailings — Insert Merge Field — Chon tén

cOt can cheén

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

ge Fields Block

cdionl Bl B0

Ho va_tén»

ences |Mailings1 iew  View Help
AN é

ghlight ~ Address Greeting Insert Merge

B) Rules ¥

Line Field v

Write & Insert Fields

‘\47‘\‘E-lv9‘\‘10-|-11‘\‘LZ‘\‘13‘\‘14'\‘15-|-16‘\‘17L<1-

........ I [57 50711 ] 1L ——

R Match Fields

ABC
Preview @ Find Recipient

Results [ Check for Errors

Preview Results

i déng tuyén sinh Trwong Pai hoc Kinh té tran trong thong bao:

MA SO SV: i,

|41 Comments | | ¢ Editing |

I Edit IndividualDocuments.. |

@ Print Documents...

57 Send Email Messages...

Layout Referencre Review View Help
?;- L k _D [ Rules v
_’ﬁ = = — X Match Fielg
Edit Address Greet\ @) hsert Merge] -=
Recipient List Block Line Field v
ge Write & If M3 SV
| f Sy Tl STV PR et | Sl o dfin il vof i
Ho_va_tén
Chu tich H odong tuyen sinh T| Gidi.tinh nl
Ho VA TETINNN. ......ccocouiusisnisinions iy i
Sinh DPAY: weanansannsss h\ Noi_sinh
Gioi tinh: .............. § BT R Lép N
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2. Dinh dang dir li¢u khi tron thw

Khi tron thu (Mail Merge), Word khong 13y dinh dang hién thi trong Excel ma lay gia tri
dir liéu goc. Vi vy, s6 c6 thé mat dau phan cach hang nghin, ngay thang c6 thé bi dao
thir tw hodc doi sang dinh dang khac.

& Cong thirc chung dé sira 16i dinh dang

{ MERGEFIELD TénTruwong \@ "Dinh dang ngay" }
{ MERGEFIELD TénTrwong \# "Dinh dang s6" }



TH1: Pinh dang s6

Budc 1: Chon trudng dir liéu can dinh dang — Shift + F9 (hoic Shift + Fn + F9)
Budc 2: Thém dinh dang s6. Vi du: { MERGEFIELD Luong \# "# ##0" }

Budc 3: Cap nhat lai dit liéu bang — F9 (hoic Fn + F9)

% Mot so6 dinh dang s6 thwong dung

Kiéu hién thi Cong thirc
S6 nguyén c6 dau phay \# "H#,#H#O"
S6¢6 256 1¢ \# "#,##0.00"
Tién VND \# "H#H#H0 4"
Phan tram \# "0%"

&) @



TH2: Dinh dang ngay thang

Budc 1: Chon trudng dir liéu can dinh dang — Shift + F9 (hoic Shift + Fn + F9)

Budc 2: Thém dinh dang ngay. Vi du: { MERGEFIELD NgaySinh \@ "dd/MM/yyyy" }
Budc 3: Cap nhat lai dit liéu bang F9 (hoic Fn + F9)

% Mot s6 dinh dang ngay thang thuong dung

Kiéu hién thi Cong thirc
25/12/2026 "dd/MM/yyyy"
12/25/2026 "MM/dd/yyyy"

25 thang 12 2026 "dd 'Thang' MM yyyy"
Thir Hai, 25/12/2026 "dddd, dd/MM/yyyy"
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