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Gi4o trinh Ung dung CNTT Nang cao
CHUONG I: MICROSOFT WORD NANG CAO

1. ON TAP WINWORD CO BAN

2. HEADER-FOOTER-SECTION (TIEU })E)
2.1. Header — Footer

2.1.1. Céch tao tiéu dé trang

Budc 1: Click dup chuot vao 1é trén hodc dudi cua vin ban.

Word2016_HeadersFooters_Practice - Wotd
Home Insert

] - o X

Design  layout  References  Madfings  Review  View

Javier Flores £ Share
-l -A A [ S Ol Al | @
e[ 2 - KA M- B 2R 0E B AL AaBbCd AsBbCC AaBbCer P
Paste. ., BN x, X A-¥-A- =E= E- D THesding? TNommasl TNoSpsc.. - E9ting
Clipboard & Fon! o Paragraph & Styles ~
. B R T [ IR By T R 3. - BN IR R s 6 - - - AN 7 -

Andrew Lytle at The Sewanee Review

Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, is the

office of Tiie Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an

issue, distinguishing it as the oldest continuously published quarterly review in the United States

For its first half-century, the magazine existed as a general journal of the Humanities, featuring

Buéc 2: Tiéu dé hodc chan trang s& md ra, thé Design s& xuat hién & bén phai
thanh Ribbon va tré chudt xuat hién bén trong tiéu dé hodc chan trang.

Word2016_HeadersFooters_Practice - Word

Heades & Footer ¥ <2} = =) X
Inset  Design  Layout

References  Mailings  Review  View Q Telime... Javier Flores £ Share
[ Header 32| Y & Quick Parts - =) Different First Page a
D Footer~ =2 [ pictures ot g Different Odd & Even Pages [ o
o= Date & Document o Goto Close Header
[ PageNumber~  Time  Info- L@ Online Pictures 5 Backis /| Show Document Text 2 and Fooker
Header & Footer Insert Navigation Option: Position Close ~
M O e R TR R RN RIS (oRey, 2
L [[Heseer |
- Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, 1s the
= The Ses rw. Founded in 1892, the Sewanee Review (SR) has never missed an
= dest continuously
“

Buéce 3: GO thong tin can thém vao tiéu dé hodc chan trang. Trong vi du dudi day,
ta s€ g0 tén tac gid va ngay thang.

Word2016_HeadersFooters_Practice - Word

sert Design Layout

References Mailings Review View Design

— S [E14 Previous | Different First Page
B b E okd OE
Gotc Goto

g 2 i [y Next
Date & Document Quick Pictures Online g

Different Odd & Even Pages
Time Inffor  Parts~

Pictures | Header Link to Previous ) Show Document Text
Insert Navigation Options
PR e L e 2 e e F e e d 5
Willa Fisher
12/11/2015|

Atop Monteagle Mountain at the University of the South in Sewanee. Tenne
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Gi4o trinh Ung dung CNTT Nang cao
Buéc 4: Sau khi gb xong, chon Close Header and Footer hodc nhan phim Esc trén
ban phim.

Header & Footer Tools &= = O X
Q Tell me what you want to do... Javier Flores p+ Share
Different First Page .+ Header from Top: 0.5" s
Different Odd & Even Pages .+ Footer from Bottom: |0.5" E
: : Close Weader
v Show Document Text Insert Alignment Tab and Footer
Options Position Close ~

Buwéc 5: Tiéu dé hoidc chin trang s& xuit hién trén trang vin ban.

l---l---)-'3';---1---1---1---2-»-|--<3---|--v4»-v|-
i

Willa Fisher
12/11/2015

Andrew Lytle at The Sewanee Review

Atop Monteagle Mountain at the University of the South in Sey

office of The Sewanee Review. Founded in 1892, the Sewanee Review

2.1.2. Cach chén tiéu dé trang c6 sin

Word 2016 sé hiru nhiéu tiéu dé trang va chan trang c6 sdn ma ban c6 thé dung dé
vin ban trong dep mat hon. Dudi ddy, ta s& thém tiéu dé trang c6 sin vao vin ban.
Buéc 1: Chon thé Insert va click Header (hoac Footer). Trong vi du nay, ta s&
click Header.

References Mailings Review View Q Tell me what you want to do...

. s % e— e =l ™ = preeen o E ¥ -
F Cover Page i lec 28 ! J B SmartArt & Store W Ca 2 C ] - Header
() Blank Page oy T By ¥ gl Chart = ) Footer ~

Table Pictures Online Shapes 3 My Add-ins Wikipedis  Online Lu:ks Comment

%= Page Break v Pictures =~ @+ SCreenshot~ Video () Page Number

Pages Tables IHusteations Add-ans Media Comments Header & Footer

Budce 2: Trong danh séch hi¢n ra, chon ti€u dé trang ma ban mudn dung.

mlls - ERT=TErEIr . |

| [=

Comment
Retrospect

Comments

e T OO v waTe

Semaphore

eview

hth in Sewa

Review (Si

| [Pocsment title]

harterly rev: I}

hrnal of the gjce 1

940s its foc

rary critici

ilitated exp) [& More Headers from Office.com »
[ Edit Header

ellence has

[ Remove Header

select the e [;
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Gi4o trinh Ung dung CNTT Nang cao
Budre 3: Tiéu dé trang hodc chan trang s€ hi¢n ra sau do. Nhiéu lya chon ¢6 ca céc
truong gd van ban goi 1a Content Control. Nhiing truong nay rat hitu ich dé thém

thong tin nhu tiéu dé vian ban, tén tac gia, ngdy thang, s trang.

b RIS SR
B

el o BT VT

B [

[ [Momment titls]

[ e e s S e S SR

Atop Monteagls Monntain at the TTnaversity of the Somth in Sewance, Tenncaser, ia the

office of The Sewanee Raview. Fouaded in 1892, the Sewariee Review (SR) has nzver missed an

States

issue, distinguishing it as the oldest continuousty published quarterhy revizw in the United

Buéc 4: Dé chinh stra ndi dung trong Content Control, ban chi can click vao d6

va dién thong tin.

o Ifj 1. 1 2 PP IS £ i 5. i ¢ s A 7
[5Titte | - -
{Andrew Lytle at The Sewanee Review]|
Beadmy T dnvivaw Fatie o The Sewmige Baviaw T

Atop Monteagle Mountain at the University of ths South in Sewanee, Tennessee, is the

offics of The Sewamee Raview. Founded in 1592, the Sewance Review (S has never missed an

1ssue, distinguishing it as the oldest continuously published quartady review in the United States

Budre 5: Khi hoan thanh, click Close Header and Footer hoic nhin phim Esc.

Eal O X

Header & Footer Tools

Javier Flores Q_ Share

Q Tell me what you want to do...

Different First Page
Different Odd & Even Pages

.+ Header from Top: 0.5"

4re»

Closgader

"t Footer from Bottom: 0.5"

/| Show Document Text Insert Alignment Tab

and Footer

Options Position Close

Néu muén xéa Content Control, click chudt phai va chon Remove Content
Control trong danh sach hién ra sau do.

1. CEID .‘)(‘. o T e B f R
1 [ 1 1 * L 1
TimesNewRc~ 113~ A" A7 AJ.
) = A o
— ay . v e—wia— vl Sl
‘ Title | B I U % A H Styles

‘E) Paste Options:
Atop T niversity
24 Ly LA
office of The Remove Content Control % 1892, the
: - A Font.,
issue, disting nously pul
=q Paragraph...

For its firsth £ Smart Lookup stedasag
y Synonyms |
articles on lit S outh. In t}
Ex
literary, and 1

Translate

s superb ¢

of course, rex hift in ton
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Gi4o trinh Ung dung CNTT Nang cao
2.1.3. Céch chinh sira tiéu dé trang
Sau khi da dong tiéu dé trang hodc chan trang, ban s& van nhin thdy nhung ching
da bi khoa. Chi can click dap chudt vao do, chung sé dugc mo ra va cho phép ban
chinh stra.

Andrew Lytle at The Sewanee Review

Atop Monteagle Mountain at the University of the South in Sewan|
office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR}
issue, distinguishing it as the oldest continuously published quarterly reviel

For its first half-century. the magazine existed as a general journal of the H

Sau khi m& khoa tiéu dé trang hodc chan trang, thé Design xudt hién trén
thanh Ribbon mang t6i nhiéu lya chon chinh stra.

An tiéu dé hoic chan trang ciia trang dau tién: Dbi véi mot sé van ban, co thé
ban khong mudn dé tiéu dé va chan trang & ngay trang dau tién, vi du nhu khi mudn
danh s6 thir tir tir trang thir 2 hodic mubn ding nd lam trang bia. Pé an tiéu dé hoic

chan trang & trang dau, hay click chon hop Different First Page.

ters_Practice - Word Header & Footer Tools
Mailings Review View
[E14 Previous [ Different First Page
[y Next lkDifferent Odd & Even Pages
Go to
Aty Eanter Link to Previous V| Show Document Text
Navigation Options

2.1.4. X6a tiéu dé hoic chan trang

Khi mudn x6a moi thong tin chia trong tiéu d& trang, click Header va
chon Remove Header trong danh sach hién ra. Lam twong ty v6i chan trang bang
cach chon Footer.

File Home Insert Design Layout References A

TT [ [E QuickParts~
i EIEIENE
# © =h|
=) s} O =k (3 Pictures
Header Footer Page  Date & Document

- Number~ Time Infov L@ OnlinePictures pi .

Built-in o
Blank

[ty el

Blank (Three Columns)

[Type o] fhype ses]. [1ype dew]

Austin

Banded

T

[@ More Headers from Office.com »

[ Edit Header |

[3x Remove Header N
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Gi4o trinh Ung dung CNTT Nang cao
Panh sé trang: Word 2016 c6 thé ty dong danh sb trang bang lua chon Page
Number. Xem chi tiét cach danh sd trang tai bai viét nay.

File Home Insert Design Lay
mgkl P =
Header Footer  Page Date & Document Qu
> ~  Number> T Inffor  Par
Header &F [® Top of Page b4
- [] Bottom of Page p !
l£] Page Margins »
[#] Current Position 4

EEE] Format Page Numbers...

= [_;;( Remove Page Numbers

CAac Iwa chon khac: Véi cac lya chon khéc trén thé Design, ngudi dung c6 thé thém
thong tin ngay thang, thdi gian, hinh anh... vao tiéu dé hodc chan trang clia vin ban.
2.1.5. Céch chen ngay thang va thei gian

Poi khi viéc thém thoi gian hién thi vao trang vin ban ciing rat hitu ich. Vi du nhu
ban mudn hién thi ngay in va thiét 1ap dé chung tu dong cap nhat. Nho dé, ban co
thé dé& dang biét duoc van ban nao méi nht.

Buwéc 1: Click dup chudt vao tiéu dé hodc chan trang dé mo khoa. Pat tro chudt vao

vi tri mubn dé ngay thang, thoi gian.

Atop Monteagle Mountain at the University of the South in Sewand
office of The Sewanee Review. Founded in 1892_ the Sewanee Review (SR)|

issue, distinguishing it as the oldest continuocusly published quarterly revie

Budce 2: Trén thé Design, click Date & Time

Word2016_HeadersFooters_Practice - Word Header & Footer Tools
Design Layout References Mailings Review View Design
F FT D m [Ei4 Previous Different First Pag
HO =) -
O} = = U 55 ) Next Different Odd & §
Date & Document Quick Pictures Online Goto Goto
Time% Infor  Parts~ Pictures Header Footer revious /| Show Document

Insert Navigation Options

Budée 3: Hop thoai Date and Time xuét hién, hay chon dinh dang ngay thang, thoi
gian mudn st dung.

Buéc 4: Chon Update Automatically néu mudn ngay thang thay d6i theo mdi lan
ban mé vin ban. Néu khong, hay bé qua lya chon nay.

Buéc 5: Click OK.

ThS. Dwong Triwong Quéc Khanh 5



Gi4o trinh Ung dung CNTT Nang cao

Date and Time

Available formats:

? X

Language:

12/21/15

12/21/2015
2015-12-21
21-Dec-15
12.21.15

Dec. 21,15

21 December 2015
December 15
Dec-15

12/21/15 3:23 PM
12/21/15 3:23:35 PM
323 PM

3:23:35 PM

15:23

15:23:35

Monday, December 21, 2015
December 21, 2015

English (United States) |+ |

Set As Default

| OK I Cancel

Budéc 6: Ngiy thang s xuat hién trén tiéu dé trang.

December 21, 2015
[T
Header

| Andrew Lytle at The Sewanee Review

Atop Monteagle Mountain at the University of the South in Sewane]

office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR)

issue, distinguishing it as the oldest continuously published quarterly reviey|

2.2. Section
2.2.1. Céch ngit trang, chia phan

Cheén page break: Gia str, cac tiéu dé nam trén trang tha ba (Monthy Revenue va
By Client) nhung bang cua ching lai ¢ trang phia dudi. Vay dé can chinh, ching ta
cd thé an Enter cho dén khi tiéu dé dugc chuyén xudng trang thi tu nhung vin ban
rat dé bi xd léch trong khi ching ta chinh stra céc phan khéc cua tai liéu. Do d6, thay
Vi &p dung céch trén chlng ta sé su dung Page break.

1. Bat diém chén vao vi tri ban mudn tao page break. O vidu nay, chung t61 s€ dat

diém chén trudce cac ti€u dé.

I[IMONTHLY REVENUE

BY CLIENT

Clients Quarter 4
Union Grove Public Schools | $42,600
Jarvis Unified School District | $31,200
Melien Foundation | $16,000
Right Hand Infernational | $5,200

DigiPaws.com | $3,600

Quarter 1
$53,600
$42,400
$19,000
$6,400

$4,400

2. Trong tab Insert, kich 1énh Page Break hoic nhan phim Ctrl + Enter.

ThS. Dwong Triwong Quéc Khanh



Gi4o trinh Ung dung CNTT Nang cao

Design Layout References
Bi Cover Page~ D |-_‘~\r }E] SmartArt
() Blank Page L 5D "V chan
=] Table  Pictures Online Shapes
*— Page Break 2 Pictures =~ i+ Screenshot~
Pages Tables lllustrations

3. Page break duoc chén vao tai lidu va cac tiéu dé s& chuyén xudng trang tiép theo.

| x

| 4
BY CLIENT
Clients Quarter 4 Quarter 1
Union Grove Public Schools | $42,600 $53,600
Jarvis Unified School Disfrict | $31,200 $42,400
Mellen Foundation | $16,000 $19,000

Theo mac dinh, breaks thuong & ché d6 an. Vi vay, néu ban mudn xem céac diém
breaks trong tai li¢u, kich 1énh Show/Hide trén tab Home.

wiEr ==l @ AcBbC: acsbcer | NS | AcBbC

x X A-F. A E=E== = H- TNormal  No Spacing | Heading 1 | Heading 2

Paragraph & Styles

Show/Hide 1 (Ctri+*)

MicrasofcOfficen | Show paragraph marks and other
hidden formatting symbols.

cell
*—» PowerPointf]

This is especially useful for
advanced layout tasks.
q s+ OutlookT

o AccessT

Page Break *—+ InfoPathT

@ Tellme more

2.2.2. Section breaks

Section breaks tao ra cic dudng ngan giita cac phan khac nhau cua tai liéu, cho phép

dinh dang tu phﬁn riéng bi¢t. Vi dy, ban mubn mot phﬁn duoc chia lam 2 c6t ma

khong can ké thém cot vao tai liéu. Word cung cap mot vai dang cua section breaks.

- Next Page: Ty chinh nay chén mét section break va bat dau phan méi o trang
tiép theo cua van ban.

= Continuous: Chén section break va cho phép tiép tuc phan méi trén cing mot
trang.

ThS. Dwong Triwong Quéc Khanh 7



Gi4o trinh Ung dung CNTT Nang cao

- Even Page va Odd Page: Nhitng tuy chon nay thém section break va chuyén

van ban vao trang Ié hoic chin tiép theo. Cac tly chon nay cd thé hitu ich khi
ban can bat dau mot phan méi trén mot trang chén hoic 1é.

Section Breaks

| Next Page

’ Insert a section break and start the new

[— section on the next page.

AN Continuous

2 1 Insert a section break and start the new
section on the same page.

|=2 Even Page

ah Insert a section break and start the new
‘_'\1 section on the next even-numbered page.

1 0Odd Page
[TL_ Insert a section break and start the new
|

section on the next odd-numbered page.

2.2.3. Chén section break
O vi du nay, chiing ta s¢ thém mat section break dé tAch mot doan van tir danh sach
cot.

»  Pit diém chén vao vi tri ban mudn thém chia phﬁn. Chung t61 s€ dat nd vao

trudc doan van muon tach.

|5

CLIENTS OVERVIEW

The company added 13 new clients to its roster between December 2015 and
January 2016.

NEW CLIENTS

* Bancroft Preparatory * Peterson’s Precision
Academy Landscaping

¢ Candy Coaters and Shakes ¢ Shepard, Smith, & Wolfe
Ice Cream Parlor ¢ Tilie's Breakfast and Grill

* firehouse Dalmatian Rescue * Wakanda Middle School

o Fly by Day Events

+ General T. Sanders High
School

+ Homes and Hope Charrity

* Julia A. Clark Middle School

o Little Jumpers Equestrian
Squad

* Mason-Bowers Editing and
Proofreading

Tjof the list above, four of the clients
are schools, three are nonprofits,
and six are small to medium-sized
businesses. New categories of
business clients we serve include
landscaping, event planning, law
firms, and editing houses.

= Trongtab Page Layout, kich 1énh Breaks, sau do6 chon section break mong
mudn tr menu tha xubng. Trong vi du nay, ching toi lua
chon Continuous dé doan vin cua chiing ta vin nam trén ciing mot trang voi
cac cot.

H %- =
File Home  Inset  Design [ENCHSM References  Mailings  Reviel
E D'& ]E /= Breaks - Indent Spacing
D Page Breaks
Margins Orientation Size Columns
- - - - Page
Page Setup » Mark the point at which one page ends

and the next page begins.

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

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

=) [ L

Section Breaks

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

v

B 1B I 180

Continuous

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

Even Page

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

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

ThS. Dwong Triwong Quéc Khanh 8
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Van ban da duoc tach ra.

Gi4o trinh Ung dung CNTT Nang cao

NEW CLIENTS

* Bancroff Preparatory
Academy

+« Candy Coaters and Shakes
lce Cream Farlor

¢ Firehouse Dalmatian Rescue

s Fly by Day Events

*  General T. Sanders High
School

« Homes and Hope Charity

e Julia A. Clark Middle School

o Little Jumpers Equestrian
Squad

* Mason-Bowers Editing and
Proofreading

are schoals, three are nonprofits,
and six are small fo medium-sized
businesses. New categories of
business clients we serve include
landscaping, event planning, law
firms, and editing houses.

Of the list above, four of the clients

¢ Peterson’s Precision
Landscaping

e Shepard, Smith, & Wolfe

« Tillie's Breakfast and Gril

s  Wakanda Middle School

= Vin ban trude va sau khi section break cé thé dugc dinh dang riéng. Trong

trrong hop nay, to6i ap dung dinh danh one-column cho doan van.

Layout

03

Margins Orientation Size

- - -

O §=

Columns

Page S =
e

’% Breaks ~
%D Line Numbers ~

bZ Hyphenation ~

Twe
Three

Left

Mecre Columns...

Dinh dang nay s€ dugc ap dung vao section break hi¢n tai cua tai li€u. Vi du

nay, trong khi van ban phia trén section break da &p dung dinh dang two-

column, doan van dinh dang one-column.

NEW CLIENTS

+ Bancroft Preparatory
Academy

+ Candy Coaters and Shakes
lce Cream Parlor

* Firehouse Dalmatian Rescus

+ Fly by Day Events

+ General T. Sanders High
School

+» Homes and Hope Charity

» Julia A. Clark Middle Scheol

» Little Jumpers Equestrian
Squad

* Mason-Bowers Editing and
Proofreading

Of the list abowve, four of the clients are schools, three are nonprofits, and six are
small to medium-sized businesses. New categories of business clisnts we serve
include landscaping, event planning, law firms, and editing houses.

* Peterson’s Precision
Landscaping

* Shepard, 3mith, & Wolfe

+ Tilie's Breakfast and Grill

+ Wakanda Middle School

2.2.4. Céac dang Breaks khéac
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Khi mubn dinh dang hién thi cta cot hodc xac dinh vin ban xung quanh anh, Word
cung cip thém mot vai tiy chinh break khac:
= Column: Bé tao nhiéu cot, ban cd thé 4p dung column break dé can dbi hién thi
cot. Sau khi sir dung column break, vin ban sé& bit dau & cot tiép theo.
- Text wrapping: Khi chén anh hoac biéu twgng vao tai liéu, ban c6 thé st dung
text-wrapping break dé bt gb van ban phia dudi anh.

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
pages, such as caption text from body text.

[P D L

2.2.5. G6 b6 chia vian ban

Theo mic dinh, breaks s& duogc dé 4n. Néu mudn xda break, ban s& phai dé hién thi
break trén van ban.

= Trén tab Home, kich 1énh Show/Hide.

2l J& AaBbC: Acsbcer | UNETel | AaBbC

== |- TNormal No Spacing | Heading 1| Heading 2

Paragraph 2 Styles
Deveioper Show/Hide T (Ctrl+*)

Show paragraph marks and other
hidden formatting symbols.

This is especially useful for
advanced layout tasks.

@ Tellme more

= Xaéc dinh chia doan ban muon g& bo, sau do dat diém chén vao trude break do.

111
1

EXECUTIVE SUMMARY - 1

During the 4 quarter, *Vestbrook-Parker showed confinued - v v
growih and exceedsd profit expeciations. The new yearis- A A P
starting strong, with January 2016 proving 1o be a profitable

month.

Database soffs s are up by 13%, subscri ur onl .
management appiications are up by 21%, and capital expendituresin the -
markefing depariment have decreased since the 3< quarter. 1

At the beginning of the month, Brent Summerfield {formerly Business Systems
Manager) was promoted o the role of Vice President. Patrick Jarvis assumed
the role of Web Developer in order o grow and froubleshoot our online.
database This h freed up 4h pment -
team 4o focus on database solutions that will continue 1o meet our clients’
demands. The sales feam also hired an additional salesperson and acquired 13-
new clients, including four schools, 4hree nonprofits, and six businesses.

i) Page Break. 1

» Annut Delete. Chia doan sé& bién mat.

i
During the 4t quarter, Westbrook-Parker showed confinued-

growth and exceeded profit expectations. The new year is - A"'P
starting strong, with January 2016 proving 1o be a profitable -

month. 4

Database software sales are up oy 13%, subscriptions to our online database -
management applications are up by 21%, and capital expenditures in the -
marketing department have decreased since the 3@ quarter. §

At the beginning of the month, Brent Summerfield {formerly Business Systems
IManager) was promoted 1o the role of Vice President. Pafrick Jarvis assumed -
the role of Web Developer in order fo grow and froubleshoot our online
database applications. This has effectively freed up the software development -
team to focus on database solutions that will continue to meet our clients' -
demands. The sales team also hired an -additional salesperson and acquired 13+
new clients, including four schools, three nonprofits, and six businesses. 4]

ICh'ems report their safisfaction with the flexibility fhat our online database -
applications continue fo afford them. The marketing department plans o study -
usage trends throughout the -1t and 2n¢ quarters so that the software
development feam can tailor our offerings 1o best meet demands. Markefing -
and sales 4rends indicate that our overall growth will continue. |
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3. TABLE OF CONTENT (MUC LUC TU PONG)
Muc lyc 1a mot bang tham chiéu dén cac dé muc trong tai liéu, dic biét 1a cac tai liéu dai
nhu sach, dd 4n, luan van,... Muc luc gitp nguoi dung céd thé tim kiém nhanh ndi dung
minh quan tdm cling nhu nhanh chong biét duoc cac noi dung chinh trong mot tai li¢u dai.
Pé tao muc lyc, ddu tién ta phai gan cic style (cdc style ¢é san hodc do nguwoi ding dinh
nghia) cho cac dé muc mudn hién thi trong muc luc. Co thé sur dung 2 céch sau:
3.1. Cac bwdrc thuc hién
Cach 1:
- Chon noi dung dé muc.
- Vao tab Home = nhom Styles = chon style can sir dung. C6 thé hién thi ctra
s6 Style dé nhin thay danh sach tat ca cac style.
- Lap lai cac budce trén cho tat ca cac dé muc mudn dua va muc luc.

AaBb( AaBbCc aasbceD: 1. A2BbC AaBbCeDd  AaBbCi AaBbCec %

f Heading 2 % Heading3 7 NHormal T wdl f No Spaci.. | Heading 1 Heading 4 gh ange
T Styles~

Shyles

Céach 2
- Chon noi dung dé muc.
- Vao tab References - nhém Table of Contents = chon Add Text >

chon Level mudn ap dung cho ndi dung da chon.

= Add Text ' ARl i) Insert Endnote
. v | Do Not Show in Table of Contents Ptnote ~
Table of
Contents ~ Level 1
Table
Level 2
Level 3

- Lap lai cac budce trén cho tat ca cac dé muc mudn dua vao muc luc.
Pit con tré & vi tri mudn tao muc luc
- Vao Tab References > nhom Table of Contents > chon Table of Contents > chon
Insert Table of Contents. Word s& hién thi hop thoai Table of Contents.

ThS. Dwong Triwong Quéc Khanh 11
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B | dedl Teut = BJ i) Bnsert Endmote 1
I Update Table AR Hext Fostnote = V(
Tabde of Ingent Irgent
Contents = Faotnete Citation =
Ewilt-In

Aartomatic Tabde 1

Coslrals
g 1 i
Faratey 1 i
Herilaryg 1 i

Automatic Table 2

Talbe ol dankrnis
gy 1 1
anading 1 1
Hausling § |

Manussl Table

Tabsle of Contents
s o bageers Lt [irwrrd 1 ]
T o P i e £ ]
1 o bagrirn bl (arord 1] ]

1] nsert Table of Comtents...

3 - 5
L3 EBemowe Table of Comtents

- Trong hop thoai Tables of Contents, c6 thé click nat Options thé thiét 1ap cac tuy

chon cho bang muc luc, click nat Modify dé thay doi cac dinh dang cho bang muc

luc.

Table of Contents (2 oo
Table of Contents | Table of Figures | Table of Autharities
Print Preview Web Preview
Al 1 | Al m
Ao 3 Al

....... 7]~ Ad -

5 A3

Show page ni
Right align p:
Tableader: ...

General

Formats: From template

Use hyperliks instead of page numbers

&

- Click chon OK dé hoan thanh.
3.2. Cap nhat muc luc

Sau khi da tao ra bang muc luc cho tai li€u, néu c6 su thay d61 néi dung tai liu, nguoi

dung can phai thyc hién cap nhat lai muc luc dé dam bao duy tri bAng muc luc dung véi

nd1 dung tai lidu.

Thuc hién cap nhat lai bang muc luc

bang cach:

« Vao tab References > nhém Table of Contents > chon Update Table. Word
s& hién thi hop thoai Update Table of Content.

Home Insert Page Layout References
[ Add Text ~ [jInsert Endnote
|2 update Table AB Next Footnote =
Table of Insert -
Contents ~ Footnote J ahow Notes
Table of Contents Footnotes u

ThS. Dwong Triwong Quéc Khanh
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« Trong hop thoai Update Table of Contents: chon Update page numbers only néu

chi mudn cap nhat thay di vé sé trang, chon Update entire table néu muén cap
nhat thay doi ca s6 trang va noi dung cac dé muc.

Update Table of Contents 7 X

Word is updating the table of contents, Select one
of the following options:

©§Update page numbers only:
O Update entire table

« Click nit OK dé hoan tat.
3.3. X6a muc luc
Pé x6a muc luc: chon tab Referencs > Table of Contents > chon Remove Table of
contents.

“ Home Insert Page Layout References

[ .
= [E Add Text » [y Insert Endnote
=: |23 Update Table AE Next Footnate ~

Table of Insert

Contents ~ Footnote

Z] InsertTable of Contents.., ‘

F_:.‘ Remove Table of Contents

MAIL MERGE (TRON THU)

4.1. Hiéu biét co ban vé tron thu

Mo tai liéu Word hién c¢6 hoac tao mot tai li€u mai. Tur tab Mailings (Thu), hay nhép
vao 1énh Start Mail Merge (Bit dau tron thu) va chon Step-by-Step Mail Merge
Wizard tir trinh don tha xudng.

B -

File Home Insert Design Layout References Mailings

— = P -
El & g
Envelopes Labels StartMail  Select
Merge ~ Recipients ~ Reci
Create B Letters Write & Insert Fields

& E-mail Messages

Enyelopes..

Labels...
Directory
m Normal Word Document

(5] Step-by-Step Mail Merge Wizard... %

Hop Mail Merge s& xuat hién va hudng dan ban qua sau budc chinh dé hoan tét viéc
hop nhét. Vi du sau s& minh hoa cach 1am thé nao dé tao ra mot mau thu va hop nhét
btrc thu voi mot danh sach ngudi nhan.

4.2. Cac bwéc thuc hién

Buée 1: Tl ngin tac vu Mail Merge (Tron thu) ¢ phia bén phai ctra s6 Word, chon loai
tai liéu ban mudn tao. Trong vi dy, ching t6i s€ chon Letters. Sau do nhép vao Next:
Starting document (Tiép theo: Khai dong tai liéu) dé chuyén sang Budc 2.
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(i3] - ) x

Bill Fisher 9. Share

Mail Merge =%

Select document type
What type of document are you working on?
@ Letters
E-mail messages
Envelopes
Labels
Directory

Letters

Send letters to a group of people. You can
personalize the letter that each person
receives.

Click Next to continue,

Step 10of 6
-> Next: Starting document

5 B - 1 + 100%

Buéc 2: Chon Use the current document (St dung tai liéu hién c6), sau d6 nhap Next:
Select recipients (Tiép theo: Chon ngudi nhin) dé chuyén sang Budc 3.

Buéc 3: Biy gid ban s& can mot danh sach dia chi @& Word c6 thé tu dong dat ting
dia chi vao tai liéu. Danh sach nay co thé nam trong mot tap tin hién co, chéng han nhu
mot bang tinh Excel, hoic ban c6 thé gd mot danh sach dia chi méi tir trong Mail
Merge Wizard.

= ChonUse an existing list (St dung danh sach hién c6), sau do nhdp

vao Browse (Duyét) dé chon tép.

Mail Merge i

Select recipients

@ Use an existing list
Select from Outlook contacts
Type a new list

Use an existing list

Use names and addresses from a file ora
database,

(| Blcwseg,

Step 3 of 6
=> Next: Write your letter

€ Previous: Starting document

= Xac dinh vi tri tép tin ctia ban, sau d6 nhap vao Open (Md).
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Mail Merge VS

Select recipients

® Use an existing list
Select from Outlook contacts
Type a new list

Use an existing list

Use names and addresses from a file or a
database.

(| Brcwseg

Step3of 6
> Next: Write your letter

€ Previous: Starting document

= Néu danh sach dia chi nim trong mot bang tinh Excel, hiy chon bang tinh chira
danh sé&ch r6i nhap OK.

[ Select Data Source X
« « A& [|> ThisPC > Desktop > AdWorks v|® | Search AdWorks »

Organize +  Newfolder v W @

Lo ami
# Quick access Hame

B Desktop  # %) AdWorks Letter
& Downloads # 8] AdWorks Recipients I

Microsoft Excel Work.
%] Documents

D Music

& Pictures

B videos S e >

New Source.

File name: | AdWorks Recipients

<] [AUData Sources v

Cancel

» Trong hop thoai Mail Merge Recipients, ban co thé chon hodc bo chon tung 6 dé

kiém soat nhirg ngudi nhan dugc bao gdm trong hop nhat. Theo mic dinh, tit ca

nguoi nhan phai dugce chon. Khi hoan tat, hay nhép vao OK.

Select Table ? X

Name Description Modified Created Type
W 12/11/1510:00:25 AM  12/11/15 10:00:25 AM  TABLE

< >

[ First row of data contains column headers Cancel

= Nhip vao Next: Write your letter (Tiép theo: Viét thu ctia ban) dé chuyén sang

Budc 4.

Mail Merge Recipients 7 X

‘This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use
the checkboxes to add or remove recipients from the merge. When your list is ready, dlick OK.

Data S... |V |Last Name ~ First Name_~|Title ~|Address

. | 1024 Lakeview Cir

<

AdWorks_Recipie.. [V Brennan Michael Mr. 1123 Main St
AdWorks_Recipie.. [ Davis William Mr. 540 W 4th St, Apt 121
AdWorks_Recipie.. [V Forest Eliza Ms. PO Box 4551
AdWorks_Recipie.. [V Jones Dan Mr. PO Box 805
AdWorks_Recipie.. [V Post Melissa Ms. 3202 Maplewood Ave
AdWorks Recipie.. [V Thompson Shannon Ms. 500 Acme Ln, Apt 3C
AdWorks_Recipie.. [V Walters Chris Mr. 436 Church St

>

Data Source

AdWorks_Recipients.xisx

Refine recipient list
10 itter...
¥4 Eind duplicates...
[® Find recipient...

[ Validate addresses..

ThS. Dwong Triwong Quéc Khanh
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- Néu khong c6 danh sach dia chi hién co, ban co thé nhép vao nat Type a new
list (Nhap mot danh sach mdi) va nhip vao Create (Tao), sau d6 nhap danh sach
dia chi theo cach thu cong

- Budc 4: Bay gio ban da sin sang dé viét thu roi d6. Khi n6 duoc in, mdi ban sao
ctia birc thu vé co ban s& gidng nhau; chi c6 dir liéu ngwdi nhan (nhu tén va dia
chi) s& khéac. Ban sé& can thém cac placeholder phan gitt chd cho dir liéu nguoi
nhan dé Mail Merge biét chinh x4c noi dé thém dir licu.

- Pé chén dir liéu ngudi nhén:

= Dit diém chen vao tai liu noi ban mudn thong tin xuat hién.

Mail Merge v X

Select recipients

®) Use an existing list
Select from Outlook contacts
Type a new list
Use an existing list
Currently, your recipients are selected from:
[Sheet1S] in "AdWorks_Recipients.xisx
7] Select a different list...

C# Edit recipient list...

Step3 of 6

€ Previous: Starting’document

= Chon mot trong cic tiiy chon giit chd (placeholder). Trong vi du, chiing tdi s&
chon Address block (chan dia chi).

Mail Merge =R

1 Write your letter

As you may know, this year marks our 16th year of doing business.
AdWarks has grown from a tiny startup Into a robust company with
Southeast. Our growth would not have been possible without loyal
would like to extend to you  20% discount on your next order. It's
continued business. We'll keep working hard to provide the best po

products, just as we've always done, Thank forch

sincerely,

Pageiof1 106words (% e Bl & - 1 + oo

= Tuy thudc vao lua chon cua ban, mét hop thoai co6 thé xuat hién voi céac tuy chon

tuy chinh khac nhau. Chon cac tity chon mong mudn, sau d6 nhan OK.

Mail Merge T

Write your letter
If you have not already done so, write your
letter now.
To add recipient information to your letter,
click a location in the document, and then
click one of the items below.

7 Electronic postage:

B More items...
When you have finished writing your letter,

click Next. Then you can preview and
personalize each recipient’s letter.

Step 4 of 6
=> Next: Preview your letters

€ Previous: Select recipients
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Gi4o trinh Ung dung CNTT Nang cao
«AddressBlock»).

Insert Address Block

Specify address elements Preview
Insert recipient's name in this format:

Joshua A 1
Joshua Randall Jr.

Here is a preview from your recipient list:

? X

M

Joshua Q. Randall Jr.
Mr. Josh Randall Jr.
Mr. Josh Q. Randall Jr.

nsert comp

[] Insert postal address:

Ms, Kathy Albertson
1024 Lakeview Cir
9 Peachtree City, GA

Only indude t
United States

Format address according to the destination country/region

Correct Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from
your mailing list.

Match Fields...

[oxpl

Cancel

= Thém bét ky trinh giit chd khac ma ban mudn. Trong vi du, ching t6i s& thém mot

trinh gitt chd & dong chao (Greeting line) phia trén phan than cta bic thu.

‘ «AddressBlock» ‘

As you may know, this year marks our 16th year of doing business.
AdWorks has grown from a tiny startup into a robust company with
Southeast. Our growth would not have been possible without loyal
would like to extend to you a 20% discount on your next order. it's
continued business. We'll keep working hard to provide the best po
innovative products, just as we've always done. Thanks again for ch

Sincerely,

v X

Mail Merge

Write your letter

It you have not aiready done so, write your
letter now.

To add recipient information to your letter,
dlick a location in the document, and then
click one of the items below.
) Address block,
B Greeting line...

Y Electronic postage...

=i

When you have finished writing your letter,
click Next, Then you can preview and
personalize each recipient's letter.

More items...

Step4of6

> Next: Preview your letters

€ Previous: Select recipients

= Khi hoan tat, hily nhap vao Next:

ctia ban) dé chuyén sang Budc 5.

Preview your letters (Tiép theo: Xem trudc thu

«AddressBlock»

«Greetingline»

As you may know, this year marks our 16th year of doing business.
AdWorks has grown from a tiny startup into a robust company with
Southeast. Our growth would not have been possible without loyal

would like to extend to you a 20% discount on your next order. It's
continued business. We'll keep working hard to provide the best po
innovative products, just as we've always done. Thanks again for ch

sincerely,

Mail Merge

Write your letter
if you have not already done o, write your
Tetter now,
To add recipient information to your letter,
dlick a location in the document, and then
click one of the items below.

When you have finished writing your letter,
diick Next. Then you can preview and
personalize each reciplent’s letter,

Step4of 6
> Next: Preview you letters

€ Previous: Select recipients

« DAi véi mot sé bire thu, ban chi can thém mot Address block va Greeting line.

Nhung ban ciing c6 thé thém nhiéu trinh giit chd hon (nhu tén ngudi nhan hoic dia

chi) trong phan than cta birc thu dé ca nhan hoa hon nita.

Mail Merge
Select starting document
®) Use the current document

Start from a template
Start from existing document

Use the current document

information.

Step 2 of 6

-> Next: Selectrecipients
€ Previous de document type

How do you want to set up your letters?

Start from the document shown here and use
the Mail Merge wizard to add recipient

v X

ThS. Dwong Triwong Quéc Khanh
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Budée 5: Xem trudc cac chir cai dé dam bao thong tin tir danh sach ngudi nhan xuét
hién chinh xéc trong birc thu. Ban ¢6 thé st dung mili tén cudn trai va phai dé xem
tirng phién ban cua tai liéu.

Mail Merge b

Write your letter

If you have not already done so, write your
letter now.

To add recipient information to your letter,
click a location in the document, and then
click one of the items below.

D Address block...

[2) Greeting line...

Y Etectronic postage...

B More items...
When you have finished writing your letter,

click Next. Then you can preview and
personalize each recipient’s letter.

Step4 of 6
> Next: Preview xourgelters
€ Previous: Select retipients

= Néu moi thr tré nén chinh xac, hay nhap vao Next: Complete the merge (Tiép

theo: Hoan tat hop nhét) dé chuyén sang Budc 6.

Mail Merge e

Preview your letters

[ 7
Ms. Kathy Al n 4
e . . One of the merged letters is previewed here.
1024 Lakeview Cir To preview another letter, click one of the
Peachtree City, GA following:

Recipient: 1

<< >

[0 Find a recipient...
Make changes
You can also change your recipient list:
Dear Ms. Albertson, > Edit recipient list...
= : Exclude this recipient
As you may know, this year marks our 16th year of doing business. When you have finished previewing your
AdWorks has grown from a tiny startup into a robust company with letters, click Next. Then you can print the
. merged letters or edit individual letters to
Southeast. Our growth would not have been possible without loyal add personal comments.
would like to extend to you a 20% discount on your next order. It's
continued business. We'll keep working hard to provide the best po Step50f6
innovative products, just as we've always done. Thanks again for ch => Next: Compliete the merge
- € Previous: Write your letter

Dimiconali

4 >

- Bwéc 6: Nhip vao Print (In) dé in thu.

Mail Merge Ve

Preview your letters

One of the merged letters is previewed here.
To preview another letter, click one of the
following:

< | Recipient:1 | _
17-) Find a recipient...
Make changes
You can also change your recipient list:
D Edit recipient list...
Exclude this recipient

When you have finished previewing your
letters, click Next. Then you can print the

merged letters or edit individual letters to
add personal comments,

Step50f6
=> Next: Complete theﬁerge
€ Previous: Write yourfetter

= Mot hop thoai s& xuét hién. Quyét dinh xem ban c6 mudn in tit ca thu, tai liéu hién

tai (h6 s0), hodc chi mot nhom chon, sau do nhan OK. Trong vi dy, chung t61 s€ in

tat ca.
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Mail Merge e

Complete the merge
Mail Merge is ready to produce your letters.

To personalize your letters, click "Edit
Individual Letters.” This will open a new
document with your merged letters. To make
changes to all the letters, switch back to the
original document.

Merge
e, Brint,

Chy Edit individual letters...

Step6of 6

€ Previous: Preview your letters

= Hop thoai Print (In) sé xuat hién. Piéu chinh cai dit in néu can, ro6i nhan OK. Cac
tai li€u s€ duoc in.
Merge to Printer ? X

Print records
@i
O Current record
O From: To:

5. TRACK CHANGE
Khi ban dugc ai d6 yéu cau kiém tra hoic chinh stra mot tai liéu nao d6 trén giy, ban s&
phai str dung but mau d6 dé danh dau cac tir sai chinh ta va thém y kién vao bén canh. Tuy
nhién, véi tai liéu Word, ban c6 thé sir dung tinh ning Track Changes va Comments dé
thuc hién viéc d6. Gido trinh nay s& huéng dan cho cac ban céach st dung 2 tinh ning nay
trén Word 2016

5.1. Bat tinh nang Track Changes

Tir tab Review, hiy nhap chon muc Track Changes

Thank You - Word

Mailings View Q@ Tell me what you want to do...

D%C@ All Markup - @ EJ € Previous

24 [ﬂ Show Markup ~ 3 'Ej Next
} Track Accept Reject
ents  Changes~ Reviewing Pane ~ = 5

Comments Tracking ] Changes

Tinh ndng Track Changes s& dugc kich hoat. Ké tir lic nay, bat ki thay d6i ndo ma ban

thuc hién véi tai li¢u cling s€ xuat hi¢n dudi dang cac dong dugc danh dau mau.

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 yeurecempaayQuality Furnishings. | would love the
chance to work in such a productive and ver-supportive atmosphere.

5.2. Xem lai cac thay doi

Nhirng thay doi duoc theo ddi nay thyc chét chi 1a nhing thay d6i dang goi y. Dé chung
tr& thanh thay do6i chinh thirc thi chiing can dugc chap nhan. Chap nhén hoic tir choi
cac thay déi: Chon thay d6i ma ban mudn chip nhén hodc tir chdi.
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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 yeureompasyQuality Furnishings. | would love the
chance to work in such a productive and very-supportive atmosphere.

Tir tab Review, nhip chon Accept hoidc Reject.

Thank You - Word

Mailings i i Q Tell me what you want to do...
|::lj~ CIE All Markup 'j j Previous
74 B Show Markup ~ 9 Next
Del F Next Track Accep Reject
o5 Changes ~ Reviewing Pane ~ v
Comments Tracking ] Changes

Phén thay d6i dugc danh dau trude d6 s& bién mat va Word s& tu dong chuyén sang
thay ddi tiép theo. Ban c6 thé tiép tuc 1am twong tu cho dén hét. Khi di hoan tat, hiy
nhap chon muc Track Changes trén thanh cong cu dé tit tinh ning nay.

Luu y: Dé chap nhan tat ca cac thay d6i cting mot lic, hay nhap chon menu tha xudng
trong muc Accept, sau d6 chon Accept All Changes. Néu khong mudn theo doi nhiing
thay d6i d6 nita, hdy nhap chon Accept All and Stop Tracking.

5.3. An cac thay doi da dwoc theo ddi

Tir tab Review, nhap chon Display for Review & phia bén phai Track Changes.

Thank You - Word

Q Tellm
E‘j. Pj |All Markup L% . . a Previous
&z B Show Markup ~ '9 Next
Ne Track Accept Reject
ts  Changes~ [[B] Reviewing Pane ~ v
ments Tracking (7] Changes

Display for Review

Choose how you'd like to see
changes in this document.

Nhép vao tity chon ban muén tir menu tha xudng. Trong vi du ndy, chiing ta s&
chon No Markup dé xem trudc phién ban cudi cling cua tai liéu truéce khi chip
nhan thay d6i.

Thank You - Word

Q Tell me what you want to do..

E‘%. ’:FE All Markup l . D aPrewous

) B Simple Markup 9 Next
>us Sk Track All Marku Accept Reject
ents Changes'. e kp 2 X
ments Tra¢ b, [} Changes
Original

Ban ciing c6 thé nhap chon duong ké doc 1& bén tréi tai liéu dé chuyén doi giira 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
and with the comp e of the staff at yeureempanyQuality Furnishings. | would love the

chance to work in such a productive and very-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

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

QuatityFurpishings:,

5.4. Thém nhan xét (comments)
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Bude 1: Panh diu hodc dit diém chén vao phﬁn van ban ma ban mudn nhén xét.
Bwéce 2: Tur tab Review, nhép chon muc New Comment.

Thank You - Word

(o)

Layout References Mailings Y Tellmew
i '5'3 > &£ 2 L—b. A All Markup -
f A b 3 £ B show Markup ~
late Language New' = Delete Previous Next Track o
¥ Comment ( Changes ~ (2] Reviewing Pane ~
Language Comments Tracking I

Buée 3: Nhap nhan xét ctia ban. Khi da hoan tat, ban 6 thé dong 6 nhap comment lai
bang cach nhan phim Esc hoic nhip vao bat cir ddu bén ngoai 6 nhan xét.

Raleigh, North Carolina 27601

,[ m Olenna Mason A few seconds ago <
I Address to hiring authoring instead. |

fro Whom It May Concerrf

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

m and with the p e of the staff at yeurcompanyQuality Furnishings
chance to work in such a productive and very-supportive atmosphere.

5.5. X6a nhan xét

Bude 1: Chon nhan xét ma ban mudn xoa.

Budce 2: Trong tab Review, nhép chon 1énh Delete.

Luwu y: Dé x0a tit ca cac nhan xét, nhap chon mili tén tha xudng trong muc Delete va
chon Delete All Comments in Document.

Thank You - Word

References Mailings i Q Tell me what you want to do...

+j X:] (':] "):] [5 B8 All Markup -
: % ‘z B Show Markup ~
he New  Delete Previous Next Show Track o
Comment v nents  (Changes v 2] Reviewing Pane ~
@ Delete Tracking P
501 Delete All Comments in Document h

5.6. So sanh hai tai liéu véi nhau
Budre 1: Trong tab Review, nhap chon Compare, sau d6 chon 1énh Compare tir

menu tha xudng.

3] - a X

Olenna Mason p*_ Share

€] Previous f [‘1‘

— . 2] Next :
Accept Reject Compare Restrict
b v ¥ Autho Editing
Changes Compare... ~
- Compare two versions of a

document (legal blackline). [k

E(.E Combine...
=] Combine revisions from multiple

authors into a single document.
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Buéc 2: Mot hop thoai s& xuat hién. Nhap chon Original document bang cach nhap
vao mui tén tha xuéng va chon tai liéu tir danh sach. Néu file ban mudn chon khong co
trong danh sach, hiy nhap chon niit Browse dé tim vi tri ctia né.
Buée 3: Chon Revised document, sau d6 nhap chon OK.

Compare Documents ? X
Original document Bevised document
Thank You - Original.docx ~ Thank You - Revised ~
Label changes with Label changes with |glenna Mason
—
5
More = > Cancel

Word s€ so sanh hai tép tin nay dé xac dinh céc thay ddi va sau d6 tao ra mot tai liéu
m6i. Cac thay doi s& xudt hién du6i dang danh ddu mau, trong tu nhu tinh ning Track
Changes. Sau do, ban co6 thé st dung 1énh Accept va Reject dé hoan tat tai liéu cua
minh.

6. PRINT (IN AN)

Ngay nay, hau hét chiing ta, dic biét 1a nhan vién van phong phai st dung dén may in an
rat nhiéu. V&i cong nghé hién dai va cac may tinh da két ndi truc tiép vai may in, nén viéc
in 4n ciing don gian hon rat nhiéu cho nguoi str dung, khdng yéu cau ching ta phai cai dit
bat ctr phan mém phirc tap ndo khac. Néu ban 1a ngudi mai bat dau 1am céng viéc nay, thi
cac ban thuc hién theo huéng dan sau day:

Budc 1: Ciing tir cira s6 Word 2016, cac ban chen File, tiép dén kéo chudt tly chen
téi Print. Hoic ban ciing c¢6 thé nhan Ctrl + P.
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Budrc 2: Sau khi hoan thanh thao tac ndy, giao dién may in s& hién thi truc tiép trén man

hinh, lac nay ban ciing chi can chon cac thong tin dé dién vao giao dién nay.
Luu y: Giao dién may in trén Word 2007, 2010, 2013 c6 hoi khac so véi Word 2003, céc

ban hay cht ¥ xem may tinh minh dang dung 1a Word bao nhiéu nhé.

Copies: s6 luong ban in (tuy chon).

Printer Properties: Tty chon mdy in cho viéc in an.

Print All Pages: Trong muc ndy c6 thé chon bao gém Print All Pages (in tat ca cac
trang cua van ban) hodac Print Curent Page (chon in chi vai trang tuy chon) va khi
d6 dong Pages ¢ dudi sé dung danh sb trang dé in nhu 3-5,...

Print One Sided (in 1 mit) hodc Print on Both Sides (in 2 mit gidy) tich hop tiy
may in c6 tinh nang in 2 mdt hay khong.

Collated (in theo tap): Chirc ning nay dung dé déng so ludn 1 tip van ban khi muén
in v6i s6 lwong 16n hodc in theo ting trang.

Portrait/ Lanscape Orientation: Ban c6 thé lya chon ban in doc hay in ngang
A4/ Letter: Chon loai kich thudc pht hop cho gidy in A4 hoic A3,...

Magins: Lira chon cin 18 cho ban in c¢6 nhiéu dinh dang nhu kiéu Normal véi cin
1& 4 bén 1" hodc Narrow cin 1& 4 bén 0,5",...

Page per sheet: Lua chon in gdp cac trang in cua vin ban lai trong 1 page. C6 thé
lua chon in 2/4/6 hodc 8 trang gop 1

Buwére 3: Sau khi chon dﬁy du thong tin trén do, ban chi viéc kéo chudt va nhan Print dé

tién hanh qua trinh in.
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CHUONG II: MICROSOFT EXCEL NANG CAO
1. ON LAI CAC HAM CO BAN

1.1. Ham COUNTIFS, SUMIFS

= Ham COUNTIFS

Cu phéap:

COUNTIFS (criteria_rangel, criterial, [criteria_range2, criteria2]...)

- criteria_rangel xac dinh pham vi dau tién ap dung diéu kién dau tién (criterial),
bt budc.

- criterial dat diéu kién cho dang s6, & tham chiéu, chudi vin ban, mét mang hoic
mét ham Excel khéc, bat budc. Tiéu chi nay xac dinh nhiing 6 tinh nao s& duoc
dém va c6 thé biéu dién 1a 10, “<=32”, A6, “sweets”.

- [criteria_range2, criteria2]... ddy 1a cac diéu kién bo sung, tiy chon. Ban c6 thé
nhap téi 127 cap diéu kién trong cong thic.

Vi du: Dém s6 nhan vién c6 ngay cong bang 23

A B C D E
1 | STT Hovatén gioi tinh chec vu [Ngay cong
2 1 Hoang Anh Nix Nhan vién 23
3 2 Drirc Nghia Nam Nhan vién 24
4| 3 Hoang Minh Nam |Tnrong phong 23
5 4 Dai Thanh Nam Pho phong 24
6 5 Ngoc My Nir Nhan vién 23

Ta c6 cdng thirc nhu sau:

=COUNTIFS(D2:D6,”nhan vién”,E2:E6,23) két qua nhan dugc la 2
= Ham SUMIFS

Cu phap:

SUMIFS (sum_range, criteria_rangel, criterial, [criter_range2, criteria2], ...)
3 d6i s6 dau tién 1a bat budc, cac range dwoc bd sung va cac diéu kién lién quan tsi
chtng thi dugc tuy chon.

- criteria_rangel range dau tién duoc danh gia theo cac diéu kién lién quan, mang tinh bt
budc.

- criterial diéu kién dau tién phai dugc dap tmg, 1a di s6 bit budc phai co. Ban ¢ thé cung
cép cac diéu kién dudi dang mot s6, biéu thurc logic, tham chiéu 6, van ban hodc mot ham
Excel khac. Vi du ban c6 thé st dung cac diéu kién nhu 10, “>= 10", A1, “cherries” hodc
TODAY ().

- criteria_range2, criteria2, ... day la cac dai duoc thém vao va diéu kién lién quan téi cac
dai nay, do ban tuy chon. Ban c6 thé su dung tdi da 127 dai / diéu kién trong cong thuc
SUMIFS.

Vi du: Tinh tong tién thudng ciia nhan vién cé gidi tinh nix
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A B C D E F G
, STT |Hova tén Gidi tinh Chirc vu Thuwéng

1,000,000

500,000
500,000
500,000 |

12 10|Hodng VanBich  [Nam NV 500,000
13
14 Bing thong ke
T; t.;
Chitc vu Gigitinn | OrSlien
15 thmg
1 NV Nit ~SUMIFS(E3-E12,D3-D12,B16,C3:C12,C16)

1.2. Ham VLOOKUP, HLOOKUP, INDEX, MACH

= Ham VLOOKUP duoc sir dung dé trich xuat théng tin tir bang tham chiéu theo
chiéu doc. Hay quan sat bang tham chiéu 1 (Bang chuc vu) ¢ hinh bén trén dé thay
rd cach thé hién thong tin caa bang nay.

CU phap: VLOOKUP(Tri do, Bang tham chiéu, Chi s6 cot tham chiéu, Cach do)

Trong d6: Tri do thudc bang chinh; Chi sé cot tham chiéu tinh tir trai qua phai va bat

dau tir 1; Cach do 12 0 néu Trj do 1a chudi hoic ngay thang nam, Cach do 1a 1 néu Tri

do 1a sé.

Vi du: Cap nhat tén hang tir bang don gia

A B C D E F G H
1 |MA HANG| TEN HANG | BPON GIA BANG PON GIA ]
% |=VL00KUP(LEFr(OA)2,1),$E$4:$F$6,2, MA HANG| TEN HANG +:;orN G12A
4 IuILE?KETDOkup’VE.‘LE.t.dh‘.é’.in.d.}.;EI’TIEX’MM [range_lookup]) A TEN HANG 1 10 20
5 B-L1 TEN HANG 2 B TEN HANG 2 30 40
6 C-.1 TEN HANG 3 e TEN HANG 3 40 50
7 C-L.2 TEN HANG 3
8

Vi du: Tim don gia

A B C D E F G H
1 |MA HANG| TEN HANG | DON GIA BANG DON GIA ]
2 =VLOOKUP(B2,$F54:5H$6,IF(RIGHT(A2,2)="L1",2,3),0 A PON GIA

| ‘v"LOOKUP(\cckupEaIuE tilefrray_%cl_iie}num_([langs_lcckuE]] I'Il‘ nAamg } Ill‘ HANG

3 [ A OO oy i o 11 [ L2
4 B-L2 | TEN HANG 2 40 A TEN HANG 1 10 20
5 B-L1 TEN HANG 2 30 B TEN HANG 2 30 40
6 C-L1 TEN HANG 3 40 C TEN HANG 3 40 50
7 C-L2 | TEN HANG 3 50

= Ham HLOOKUP do tim theo chiéu ngang (Bang khu vuc)
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CU phap: HLOOKUP(Tri do, Bang tham chiéu, Chi sé dong tham chiéu, Cach do)
Vi du: Tim tén hang tir bang don gia

Gi4o trinh Ung dung CNTT Nang cao

1
2
3
4
5
6
7
8
9

A B C D
MA HANG | TEN HANG | SO LUONG | DON GIA
| =HLOOKUP(A2,$B$7:$D38,2,0)|
MH02
MH03
BANG GIA

MA HANG MHO1 MH02 MH03
TEN HANG SAT GACH THEP
DON GIA 20000 30000 40000

= Ham INDEX, MATCH
Ham INDEX trong Excel tra vé gia tri tir mang dua trén sé thir tu hang va cot ban xac

dinh.

Cu phap: INDEX(array, row_num, [column_num]), Trong do:

- array — day la dai 6 noi ban mudn gié tri duoc tra vé.

- row_num — sb thir tw caa hang trong mang ma ban muédn gia tri dwoc tra vé. Néu
bo tréng, thi colum_num 14 bat budc.

- colum_num — sé thir ty caa cot trong mang ma ban muén gia tri duoc tra vé. Néu
bo tréng, thi row_num la bat budc.

- Néu ca thong s6 row_num va colum_num déu duoc sir dung, thi ham INDEX sé tra

Vvé gia tri 0 6 1a giao diém cua hang va cot xac dinh.
Vi du: Xac dinh don gia dién tir bang don gia

A

B

T

D

BANG PON GIA PIEN

E

M3 HG

PON GIA

GIA INDEX

A

B

Cc

D

NN-A

250

250

250

200

175

150

NN-B

200

CB

350

300

275

250

CB-C

275

ND

450

400

375

350

CB-B

300

KD

650

600

575

550

CB-A

350

sX

550

500

475

450

ND-D

350

== = T R TR S

11 /5:600),0)
12

ND-C

375

9 |=HLOOKUP({RIGHT(G2,1),$B$2:SES7,IF(LEFT(G2,2)="NN",2,IF( | ND-A

450

10 |LEFT(G2,2)="CB",3,IF(LEFT(G2,2)="ND",4,IF(LEFT(G2,2)="KD",| KD-D

550

KD-C

KD-A

575
650 /

13

14 | =INDEX($B$3:$E57,IF(LEFT(G2,2)="NN",1,IF(LEFT(G2,2)="CB",
15 | 2,IF(LEFT(G2,2)="ND",3,IF{LEFT(G2,2)="KD",4,5)))},IF(RIGHT( _|
16 |G2,1)="A",1IF(RIGHT(G2,1)="B",2,IF(RIGHT(G2,1)="C",3,4))))

SX-A

550_~"]

17

/

200
275
300
350
350
375
450
550
575
650
550

Ham MATCH tim kiém gia tri can tim trong dai 6, roi tra vé vi tri twong di cua 6 do

trong dai 0.

Cu phap: MATCH(lookup_value, lookup_array, [match_type]), trong d6:

- lookup_value day la chir sé hay chudi ky tu ma ban tim kiém.
- lookup_array dai 6 dugc tim kiém.
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- match_type théng s6 nay n6i cho ham MATCH biét ban mudn tra vé sy phi hop
tuyét ddi hay sy phi hop tuong ddi.

-1 hay bé tréng tim gia tri 16n nhat, gia tri nho hon hay bang gia tri can tim. Cac gia
tri trong mang can tim phai dugc loc theo thir tu ting dan, cy thé 1a tir nho nhat dén
I6n nhat.

- 0tim gia tri dau tién bang gia tri can tim. Trong su két hop ciia ham INDEX va ham
MATCH, ban hau nhu luén ludn can sy pht hop tuyét déi, vi thé cau lénh thir ba
cua ham MATCH 1a “0”.

- -1 tim gia tri nho nhat 16n hon hay bang gié tri can tim. Céc gid tri trong mang can
tim phai dugc sap xép theo tht tw giam dan, cu thé 1a tir 16n nhat d&én nho nhat.

Vi du: Xac dinh don gia dién tir bang don gia

A B B D E F G H

1 BANG DO GIA DIEN M& H | PON GIA
2 A B C D NN-A  [250

3 NN 250 200 175 150 NN-B  [200

4| cB 350 300 275 250 CB-C |275

5| np 450 400 375 350 CB-B  |300

6| KD 650 600 575 550 cB-A [35p”
7| sx 550 500 475 450 ND-D_A550

8 e [a75

9 ~ up-A  [450

=HLOOKUP(RIGHT(G2,1),5B$2:SES7,

10 MATCH(LEFT(G2,2),SA$2:$AS7,0),0) / KD-D [550

11 KD-C |575

2 KD-A |650

3 SX-A [550

2. ADVANCED FILLTER

BAITAP 1 - Excel

Q Tell me what you want to do

@ = Queries & Connectre “_‘I; ! ; 8| Y EEI El_il' B+

Refresh Stocks Geo hy fol ort Filter Text to
s graphy [+ n /.
All - ! h E‘Advanced Calumns =6
Queries & Connections Data Types Sort & Fil Data Tools

Advanced

Options for filtering using complex
criteria.

D E E G H 1
bé dam bao két qua loc chinh xac nhat, c6 2 diéu ban can phai chi y:

- Tiéu dé cac cot dit lidu trong bang dir liéu 13 duy nhat, khong c6 2 hay nhiéu cot dir
lidu 6 tiéu dé gidng nhau.

- Khéng c6 dong trong trong bang dit lidu can loc

vung San phdm Thang 7 Thang 8 Thang 9 Sub-total
Mién Nam Téo 255 340 285 880
Mién Bdc Dao 340 320 310 970
Mién Nam Bo 350 250 400 1000
Mién Déng Chudi 280 260 335 875
MiénTdy Nho 380 290 390 1060
Mién Péng Dura 340 335 295 970
Mién Déng Cherry 295 335 250 880

Mot vai diém luu v khi chuan b ving diéu kién loc:
- Tiéu dé cua ving diéu kién loc va tiéu dé cua bang dix lidu can phai déng nhét.
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- 2 diéu kién duoc dat trén cung mot dong twong tng voi diéu kién VA — nghia 1a
nhitng dong thoa man ca 2 diéu kién cing Ic s& c6 mat trong két qua
- 2 diéu kién duogc dat trén 2 dong khac nhau twong tng véi diéu kien HOAC — nghia 1a
nhitng dong thoa man 1 trong 2 diéu kién s& c6 mat trong két qua
Vi duy, ching ta can loc ra nhitng dong caa Mién Bic va c6 Sub-total 16n hon hoic bang
900, thi ching ta can thiét 1ap vung diéu kién cho Advanced Filter nhu sau:

Sub-total

1

2

3 >=900

4

5

6 San phim Thang 7 Thang 8 Thang 9 Sub-total
7 Téo 255 340 285 880
8 Pao 340 320 310 970
9 Bo 350 250 400 1000

3. HAM DATABASE
Cu phép chung ciia nhém ham co s¢ dir lidu:
=Tén_ham(database,field,criteria)
Trong do:
« Database: dia chi vung co so dir ligu.
« Field: ¢t can tinh trong ving co so dit liéu, c6 thé st dung tén cot hodc sb thir
tu cOt trong database.
« Criteria: dia chi ving tiéu chuan.

Cho bang két qua hoc tap cua sinh vién nhu sau:

Pl A B c D E F G H
1 MSSV Ho Tén Phai Ngay sinh Noi sinh Nganh hoc Két qua
2 KT0l LéVan Lam Nam 20/12/1996: TP HCM K¢ toan - Kiém toan 79
3 KT02 Phirong iAnh Nir 05/06/1996: TP HCM K¢ toan - Kiém toan 38
4 KT03 D& Quéc iAnh Nam 12/07/1996:Binh Dinh Ké toén - Kiém todn 75
5 KT05 iTranHai Dang Nam 18/05/1995TP. HCM Tai chinh ngn hang 6.0
6 KT06 :Gia Bao Nam 12/12/1995Déng Nai Tai chinh ngan hang 8.0
7 MT01 iChém Pha Nam 23/10/1995Binh Dinh Cong nghé mbi nrimg 5.8
8 MT02 :Thanh Thay Nir 25/12/1996:Long An Céng nghé méi tnrbmg £3
9 MT03 iThiTé iUyén Nir 26/09/1995 TP HCM Cong nghé moi trromg 6.0
10 THO1 Thi Ai Nir 27/01/1996: TP HCM Céng nghé phin mém 7.8
11 THO2 Anh Khoa Nam 16/08/1997Khénh Hoa  Truyén théng vA mang mdy tinh 6.7
12 THO3 Lé Vin Hai Nam 17/11/1995:Binh Dwong  : Truyén théng va mang mdy tinh 48
13 TPO1 Vin Ting Nam 12/11/1995:Bén Tre Céng nghé ché bién thre phim 7.7
14 TPO2 LaiThi Thom Nir 22/10/1996: TP.HCM Céng nghé ché bién tiec pham 37
15 TPO3 Lé Van [Hai Nam 17/11/1995:TP.HCM Truyén théng va mang mdy tinh 7.9
16 TPOS LeThi Ha Nir 25/12/1995 Long An Dém bao chit hrong thwc phim 37
17 TPO6 Trin Tnrong  (Nam 13/06/1996:Binh Dirong  |Dam béo chét hrong thirc phém 86

Co so dir li€u minh hoa cho cac ham co s¢ dir liéu
3.1. Ham DAVERAGE
o Cuphap: DAVERAGE(database, field, criteria)
« Chtc ning: Tinh trung binh cong céc gia tri s6 trong cot (field) clia co so dir
ligu thoa man tiéu chuan chi dinh.

« Vi du: Tinh trung binh cong ciia cac sinh vién c6 két qua >=5.
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o Lap ving tiéu chuan:

19 Két qua
20 |>=5
« Lap cong thire: = DAVERAGE(A1:H17, H1, A19:A20) két qua 1a 7.3.
3.2.Ham DCOUNT
Cu phap: DCOUNT (database, field, criteria)
Chtre nang: Dém cac 6 chira gia tri sb trong cot (field) cia cua co s& dit liéu thoa man
tiéu chuén chi dinh.
Vi du: Cho biét s6 sinh vién nit c6 két qua dat (>=5).

Lap vung ti€u chuan:

A B
23 Phai |Kétqua
24 | Nt =5
Lap cong thuc: =DCOUNT(A1:H17, H1, A23:B24) -> két qua la 3.
3.3.Ham DCOUNTA
e Vidu: =DCOUNTA(A1:H17, H1, A23:B24) -> két qua 1a 0.

o Chirc ning: Pém céc 6 khong rdng trong cot (field) cua co so dit liéu thoa man

tiéu chuan chi dinh.
o Cu phap: DCOUNTA(database, field, criteria)
3.4.Ham DGET
o Cu phép: DGET (database, field, criteria)
e Cu phép: Trich ra mot gia tri trong cdt (field) ctuia co s¢ dir liéu thoa man tiéu
chuén chi dinh.
« Vidu: Cho biét tén sinh vién nir c6 két qua >=8

e Lap vung tiéu chuan:

A B

28 Phai |Kétqua
29 | N »=§
o Lap cong thie: =DGET(A1:H17, C1, A28:B29) -> két qua la “Thuy”.
3.5.Ham DMAX
o Cu phap: DMAX(database, field, criteria)
o Chirc nang: Tra vé gid tri s6 16n nhat trong cot (field) ciia co sé dit liéu thoa

man ti€u chuan chi dinh.
o Vidu: Cho biét diém két qua cao nhat cua sinh vién “Nam” hoc nganh “Truyén

thong va mang may tinh”.
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o Lap vung tiéu chuan:

Pl - B
33 Phai Nganh hoc |
34 Nam Truyén thong va mang mdy tinh |

« Lap cong thuc: =DMAX(A1:H17,H1, A33:B34) -> két qua 1a 7.9.
3.6. Ham DMIN
Cu phap: DMIN(database, field, criteria)
Chtre ning: Tra vé tri s6 nho nhat trong cot (field) ctia co so dit liéu thoa méan tiéu
chuan chi dinh.
Vi du: Cho biét diém két qua thap nhat cta sinh vién nir hoc nganh Ké toan — Kiém

toan
Lap vung ti€u chuan:
| 4 B
37 Phai Nganh hoc
38 | Nit Ké todn - Kiém todn

Lap cong thire: =DMIN(A1:H17, H1, A37:B38) két qua 1a 3.8.
3.7.Ham DPRODUCT
o Cu phap: DPRODUCT (database, field, criteria)
o Chirc ning: Tra vé tich cac gia tri s6 trong cot (field) cua co sd dit liéu thoa
man tiéu chuan chi dinh.

e Vidu: Cho vung dir liéu

Pl a B

1 |STT Gia tri

2 1 35000
3 2 13500
4 3 15700
5 4 12000
& 5 10500

e Yéu cau: tinh tich cac gia tri <14000 va c6 STT <=4.
e Thuc hién:

o Léap vung ti€u chuan:

B s | e
g STT Gia tri
10 <=4 <=14000

« Lap cong thuc: =DPRODUCT(A1:B6, B1, A9:B10) két qua 1a 162,000,000.
3.8.Ham DSUM
Cu phap: DSUM (database, field, criteria)
Chtre ning: Tra vé tong cac gia tri s6 trong cot (field) ctia co s dit liéu thoa man tiéu
chuan chi dinh.
Vi du: Cho bang doanh s tirg mit hang d4 ban trong quy 1.
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A B C D B F
1 DANH SO HANG PA BAN TRONG QUY 1
2
3 MaHang TenHang DVT Théng 1 Théng 2 Théng 3
4 MG1001 My gidt Samsung WA Cii 12,000,000 9,000,000 16,000,000
5 MG1002 Miy pidt SamsungWF079 Cii 8,000,000 21,000,000 18,800,000
5 MG2001 Miy gigt LG WD-8990TDS | Cai 10,000,000 21,000,000 47,000,000
7 MG2002 M4y gist LG WD-8991TDS | Cai 6,000,000 29,000,000 52,000,000
s ML1001 May lanh Samsung HP1,0 Céi 32,400,000 110,000,000 77,600,000
3 ML1002 My lanh Samsung HP15 Céi 107,000,000 210,000,000 103,000,000
10 ML1003 My lanh Samsung HP 2,0 Cii 72,000,000 405,000,000 333,000,000
11 | ML2001 May lanh LG HP1.0 Cii 25,000,000 110,000,000 §5.000,000
12 ML2002 M4y lanh LG HP1,5 Céi 150,000,000 130,000,000 20,000,000
13 | ML2003 Maiy lanh LG HP2,0 Céi 36,000,000 105,000,000 69,000,000
14 ' ML3003 My lanh National HP2,0 Céi 36,000,000 12,000,000 24000000
15 | ML4003 May lanh Toshiba HP2,0 Cii 60,000,000 48,000,000 12,000,000
16 ML5001 Miy lanh REE HP1.0 Cii 180,000,000 55,000,000 125,000,000
17 ML5002 Maiy lanh REE HP1,5 Céi 165,000,000 42,000,000 123,000,000
18 ML5003 My lanh REE HP2,0 Céi 444 000,000 22,000,000 422,000,000
e Yeéu cau: Cho biét doanh s6 ban dugc trong thang 2 ciia mat hang may lanh va
may giat cua hang LG.
e Thuc hién:

o Léap vung ti€u chuan:

4. SUBTOTAL, PIVOT TABLE
4.1.HAM SUBTOTAL
Bo loc 1 tinh nang rat hitu ich va d& sir dung trong Microsoft Excel. Vi bo loc, ban
c6 thé nhanh chdng giéi han dit liéu chi hién thi nhitng théng tin can thiét. Tuy nhién,
lam thé nao dé tinh téng gié tri danh sach da loc?

A

20 TenHang
21 | Miéy gidt LG*
22 Midy lanh LG*

o Lap cong thuc: =DSUM(A3:F18, E3, A20:A22) a két qua 1a 395.000,000.

Hinh dudi thé hién mot danh sach dd duoc loc. Cac ban c6 thé nhin cot thir tu bén trai

va nhan ra nhiéu hang khong duoc hién thi do khong théa man bo loc.

Hinh tiép theo cho cac ban thiy két qua khi chiing ta thir tinh tong gia tri bang ham

84

T

1

| A B | C D E |
' Product Unit Units  Units Reorder
1 ID Name Price In Stock On Order Level
23 >=50
3
[z
Product Unit  Units Units Reorder
5 |ID Name Price In Stock On Order Level
14\ 9 Mishi Kobe Niku 97 29 0 0
WJB Carnarvon Tigers 62.5 42 0 0
[551‘20 Sir Rodney's Marmalade 81 40 0 0
' 34 |29 Thiringer Rostbratwurst 123.79 0 0 0
43 1!38 Cote de Blaye 263.5 17 0 15
56 {51 Manjimup Dried Apples 53 20 0 10
/ 59 Raclette Courdavault 55 79 0 0

G

SUM().
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14 9 Mishi Kobe Niku

| 23 | 18 Carnarvon Tigers

| 25 20 Sir Rodney's Marmalade
| 34 29 Thiiringer Rostbratwurst
| 43 38 Cdte de Blaye

| 56 51 Manjimup Dried Apples
64 59 Raclette Courdavault
83]

84

083 - A =SUM(D14:064)
[A] S C |BEDE E | F G
[ Product Unit  Units Units  Reorder
1 1D Name Price In Stock On Order Level
2 >=50
3
4 4
[ Product Unit  Units Units  Reorder
5 |ID Name Price In Stock On Order Level

97 29 0 0
62.5 42 0 0
81 40 0 0
123.79 0 0 0
263.5 17 0 15
53 20 0 10

L) — 4 0 0

([2099]

Nhin thoang qua ciing d& dang nhan thay két qua khong ding: gi tri tong qua 16n, tai
sao vay? D6 1a vi ham SUM() tinh tong tat ca gid trj tir D14 dén D64 cht khdng chi
tinh tong cac gia tri da loc. Khong ¢ cach nao dé cho ham SUM() biét rang chung ta
mudn loai trir nhirng gia tri khong thoa man bo loc.

| 14 9 Mishi Kobe Niku

| 23 | 18 Carnarvon Tigers

| 25 | 20 Sir Rodney's Marmalade
| 34 | 29 Thiringer Rostbratwurst
43 | 38 Cote de Blaye

| 56 51 Manjimup Dried Apples
64 59 Raclette Courdavault
&3]

84

or

) 55 i B VR % % E:p Aq}r'v-' el
A <110 > B 7 U - |
CHIDIST v X / £ =SUBTOTAL{®,D6:082) M s s
A B\ [ c |[D F ]
‘ Product Unit | Units Umts Reorder
1 ID Name Price | In Stock On Order Level
2| >=50 1
3 ’
4 '.
‘ Product Unit | Units Units Reorder
5 |ID Name Price LStock On Order Level
N 971 29 0 0
62 5' \ 42 0 0
81' ‘ 40/ 0 0
12379/ | o 0 0
2635 | 17| 0 15
53] | 208 0 10
55{ \| _79] 0 0
=SUBTOTAL(9,[BlHa:

SUBTOTALfunction_num, refl, [ref2], ...)

Giai phap cho van dé nay lai hét sitc don gian. Ban chi can click AutoSum, Excel s&
tu dong goi ham SUBTOTAL() thay vi ham SUM(). Ham nay s€ xem xé&t toan bd danh
sach tir D6 dén D82 nhung chi tinh tong gia trj thoa mén bo loc.

ThS. Dwong Triwong Quéc Khanh

32


https://quantrimang.com/cach-su-dung-ham-sum-trong-excel-130408

Gi4o trinh Ung dung CNTT Nang cao

063 B £ =SUBTOTAL®,06062)
|A B C D E F G
Product Unit  Units Units  Reorder
1 1D Name Price In Stock On Order Level
2 | >=50
3 4
4 {
Product Unit  Units Units Reorder
5 ID Name Price In Stock On Order Level
| 14 | 9 Mishi Kobe Niku 97 29 0 0
23 | 18 Carnarvon Tigers 62.5 42 0 0
| 25 | 20 Sir Rodney's Marmalade 81 40 0 0
34 | 29 Thiringer Rostbratwurst 123.79 0 0 0
43 | 38 Cdte de Blaye 263.5 17 0 15
56 | 51 Manjimup Dried Apples 53 20 0 10
64 | 59 Raclette Courdavault 55 79 0 0
53]
84

Ham SUBTOTALY() s€ xem xét toan b danh sach gia tri trong cdt D va chi tinh toan
nhirng gia tri thoa man b loc. Cac ban co thé nhin vao hinh trén va doan réng do la
nhd ta khai bao dbi sé 9. Tuy nhién, ddi s6 nay cho Excel biét chung ta muén

tinh TONG cac gia tri tham chiéu. Bang sau liét ké cac ddi sd duoc chép nhan:

Tinh ca gia tri 4n | Bé qua gid tri an Ham
1 101 AVERAGE()
2 102 COUNT
3 103 COUNTA()
4 104 MAX()
5 105 MIN()
6 106 PRODUCT()
7 107 STDEV()
8 108 STDEVP()
9 109 SUM()
10 110 VAR()
11 111 VARP()

Sau khi xem bang trén c6 1€ cac ban dang ban khoan sy khac nhau gitra 9 va 109. Khi
ta dung ddi s6 9, ham SUBTOTAL() s& tinh tong ca cac gia tri da bi an. Con khi ta dung
d6i s6 109, ham SUBTOTAL() s& bo qua cic gia tri di bi an. Chiing ta can phan biét
rd gia tri bi 4n va gia tri bi loai do khdng théa man bd loc. Viéc an di mot hang nao
d6 c6 thé thuc hién bang cach click chudt phai vao thr tu hang sau d6 chon Hide. Diéu
nay khac hoan toan v6i nhitng hang khong duoc hién thi do khong théa man bo loc.
4.2. CHU'C NANG SUBTOTAL
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Trong vi du 1an ndy, ta s& mo phong don gian nhat bang thong ké nhiét do va do 4m cua

Ha Noi 3 thang dau nam 2017. LN N U >

1 THO1 TIET HA NOI QUY 1 2017 |
, 2

Cong vi¢e cua ta bay gio 1a thong ké nhi€t dQ |z Thoigian Nhigtddngay (66.C) Nhiétdd dém (4o C) 96 4m (%)
4 | 01/01/2017 138 7 80
va d6 am trung binh tirng thang. Va ta s€ thuc | oo o = i
“n N A 7 | 04/01/2017 20 11 83
hién bang cong cu SUBTOTAL. Subtotal 5 | os/oya017 » 1© 7
9 | 06/01/2017 13 7 74
nam & thé Data, nhom Outline. Ban can o - ; i
, o A , . . . , 12 09/01/2017 15 8 83
chon bang dir liu trude khi click vao chire 15| 10/01/2017 L 1 7
* * 14 | 11/01/2017 19 9 85
- B 15 12/01/2017 15 8 86
nang nay. 16 13/01/2017 13 9 72
17 | 14/01/2017 19 8 73
18 15/01/2017 16 8 76

Bay gio, hiy quay tro lai v6i bang tinh: Vi mot bang dai ngoang nhu ndy, han ban s&
khong mubn thém nhirng dong tinh trung binh vao dudi mdi khi két thuc thang dau nhi?
Hay dén voi SUBTOTAL. Chirc ning SUBTOTAL sé gitp ban tinh duoc két qua trung
binh theo tirng thang mdt cach nhanh chong.

Budc 1: Chon toan bg bang tinh (trong truong hop ban chua biét, chi can chon mot 6

Formulas Data Review View Developer Help ASAP Utilities £ Tell me what you want to do & share  ©
[T Queries & Connections (214 g | 8B Group ~
s nSVBEIE: " BB B :
M Refresh B — z| Sort Filter 1 Tt to™ s 2a hatvlf Forecast SH Ungroup <E
Stocks Geography =+ = FE
Al [D Edit Lin graphy il & Advanced | Columns & - @ Analysis ~ She# &ffl subtotal
Queries & Connections Data Types Sort & Filter Data Tools | Forecast l Outline ! ~

bat ki trong bang tinh rdi chon Subtotal, Excel sé& tu tinh toan va chon tat ca nhiing 6

con lai).
Buéc 2: Chon Subtotal. Mot hop thoai sé& hién ra: "Subtotal =)
At each change in:
Théi gian E|
~ v , X X N , Use function:
Hay giai thich vé tirng phan trong nay nhé: sum <]
- K= ;= X A Y K Add subtotal to:
- At each change in: Bdi véi moi su thay doi cua doi Thoigian
Mhiét dd ngay (dd )
twong duogc chon, Excel s& tra vé két qua. VD: Hét (TR T
thang 1 dén thang 2 -> da co su thay doi -> tinh - -
Replace current subtotals
toan. Noi cach khac, At each change in trd loi cho cau | Cooe ek between arours
héi: Biéu ki.én g‘l? | Remaove All | l QK ] | Cancel

- Use function: Ham dugc sir dung dé tinh. Voi ham
SUM, Excel s& tra vé tong, ham AVERAGE tra vé trung binh,... tra loi cho cau
héi: Phwong thirc thong ké?

- Add subtotal to: Muc dugc &p dung ham & trén. Chon céc cot can thiét va Excel s&
tinh toan gié tri & d6. Tra loi cau hei: Thong ké di ligu gi?

Ngoai ra ta co:

- Replace current subtotal: Néu da ton tai trudc d6 mot subtotal, n6 s& thay thé bang
subtotal mai.
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- Page break between groups: Ban biét page break (ngat trang) cha? Tuy chon nay

gilip cho mdi nhém cua at each change in dwoc nam trong mot trang khac nhau.

- Summary below data: Pua function xudng dudi cac nhém. Néu bo chon 6 nay, két

qua s& khong mat, ma dwa lén dau.

At each change in thoi gian, use function AVERAGE, Add subtotal to Nhiét do
ngay, Nhiét d6 dém, Do am.

HHE

I T T T T T o T e W e W

A

B

€

D

Thoi gian Nhigt dd ngay (46 C) Nhiét dd dém (d6 C) Do dm (%)

3

4 | 01/01/2017
5 |01/01/2017 1
& | 02/01/2017
7 |02f01/2017 1
8 | 03/01/2017
9 |03f01/2017 1
10 | 04/01/2017
11 |04/01/2017 1
12 | 05/01/2017
13 |05/01/2017 1
14 | 06/01/2017
15 |06/01/2017 1
16 | 07/01/2017
17 |07/01/2017 1
18 | 08/01/2017
19 |08/01/2017 1
20 | 09/01/2017
21 |09/01/2017 1
22 | 10/01/2017

13
13
19
13
13
13
20
20
20
20
13
13
17
17
16
16
15
15
12

7

7
1
1
1
1
1
1
10

=
0O 0O = =~ WD W0 o~ o~ O

=
=

80
80
78
73
71
71
83
83
77
77
74
74
84
84
73
73
83
83
76

Boi vi ta chua tim ra duoc ddi tugng chinh xac cua at each change in. Tht ta can

la thang, chir khong phai thoi gian cu thé. Pé khic phuc, dau tién 1a Undo di nao

(Ctrl+2Z). Sau do, click vao cot B, chon Insert dé thém cot méi nam giita Thoi gian va

Nhiét d¢ ngay. Dt tén 1a Thang.

Tai cot Thang, nhap cong thirc vao nhu sau:

=MONTH(A4)

Sau d6 dinh dang lai vé General néu két qua dang ¢ dang Date. Str dung autofill 4p dung

két qua cho cac 6 con lai.

Két qua:

28/01/2017
29/01/2017
30/01/2017
31/01/2017
01/02/2017
02/02/2017
03/02/2017
04/02/2017
05/02/2017

LI ST S R R R T

18
20
17
20
12
16
14
13
12

84
72
83
81
77
77
86
74
74

ROi, gio ban hiy ap dung lai SUBTOTAL, véi at each change in Thang.

Két qua :

ThS. Dwong Triwong Quéc Khanh

35



Gi4o trinh Ung dung CNTT Nang cao

1 A B C D E
~ ~ ~ . Fa
! THO1 TIET HA NOI QUY 1 2017
2
3 |Thoigian Thang  Nhiét do ngay (d6 C) Nhiét dd dém (dd C) Do dm (%)
35 1 Average 16.83870968 8.870967742 77.80645161
64 2 Average 16.29285714 9.678571429 77.75
9% 3 Average 19.67741935 10.16129032  78.29032258
-] 97 Grand Avera 17.67777778 9.566666667 77.95555556

4.3. PIVOT TABLE

PivotTable 1a mot tinh nang co san trong (ing dung Excel caa Microsoft. PivotTable hd
tro tao ra cac bang bao cao trong Excel cuc ky chuyén nghiép. Vi tinh nang nay trong
Excel thi ban c6 thé d& dang téng hop va truy xuat dit liéu tir mot bai chi tiéu trong mot
bang di liéu I6n.

Cac bwdéc thuc hién PivotTable

Vi du sir dung PivotTable thuc té, cho bang s liéu nhu sau:

A B c D E £ G H
1 BAO CAO HANG NHAP NAM 2018
5 E T - So £ s Thanh Phai tra

5 Ngay nhap Tén hang Xuat xi indig Hinh thi'c| Don gia tien VND

4 | 12/12/2008|Quan 40 TThao |My 10|Ciu trg 43 USD 430 6738100
5 | 31/12/2008|Quan o tré em Nhét 110|Nhap thang 12 USD 1254 19650180
6 06/02/2009|Quén do TThao  |Anh 233Ky gdi 43 USD 10019| 156997730
7 _17/12/2009|Qudn do TThao  |Nhat 45|Ky gdi 43 USD 1935 30321450
8 09/09/2008|Qudn do tré em Nhat 8|Cu trg 12 USD 91.2 1429104
9 | 16/10/2008[Bao hé LD My 390 |Ky gdi 25 USD 9750] 149726850
10 03/05/2009|Qudn do tré em  |Anh 500 |Nhép thang 12 USD 5700 87532620
11 11/12/2009(Bao hd LD Anh 24 |Nhap thang 25 USD 600! 9402000
12 08/03/2008|Qudn do TThao |My 278|Clu trg 43 USD 11954| 187319180
13 30/12/2009|Quén do tré em  |Anh 900 |Nhip thang 12 USD 10260| 157558716
14 12/12/2008|Qudn do TThao |My 330|Clu trg 43 USD 14190 217910154
15 31/12/2008|Quén do tré em Nhat 45|Nhap thang 12 USD 513 8038710
16 06/02/2009|Qudn do TThao  |Anh 75Ky gdi 43 USD 3225 50535750
17 _17/12/2009|Quédn do TThao  |Nh3t 123|Ky gdi 43 USD 5289 82878630
18 09/09/2008|Qudn do tré em Nhat 564 |Clu trg 12 USD 6429.6| 98736795.36
19 | 16/10/2008|Bao hé LD My 88|Ky gdi 25 USD 2200 34474000

Yéu cau: DUNg Pivot Table Thong ké Sé lwong va Thanh tién cia timg loai theo Tén
hang

Trong bai tap nay, chén Pivot Table vao mdt sheet khac tir dir liéu c6 sin. Cac budc
thuc hién nhu sau:

Buéc 1. Ban chon Bang Dir Liéu rdi vao Menu INSERT nhan vao biéu tuong Pivot
Table.
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File Home Insert Page Layout Formulas Data Review View FILEminimizer ABBYY FineReader 11
- ?
,,,,, 2] Ol le WJ - — bl
Tables IHustrations Charts Sp
A3 ~ § | Ngay nhap
» A B c D E F G H

, Ngaynhap| Tenhang | Xustxd| | :ﬁg Hinh thic| Don gia "t:.z:" "ﬁg“
4 12/12/2008|Quan g0 TThao  [My 10|Ciiu trg 43 USD 430 6738100
5 1 31/12/2008|Quén do tré em  [Nh&t [ ¢ cate PivotTable "—i; (2 3] J0180
6 } 06/02/2009/Quan o TThao [Anh — _ 7730
7 1 17/12/2009|Quén do TThao  [Nhat | | Choose the data that you want to analyze 450
g @ 09/09/2008|Quan do tré em  |Nhat @ Select a table or range 104
9 } 16/10/2008|Bao hd LD My Table/Range: | EETSTYERIIEY F:| | 16850
10} 03/05/2009|Quéan 4o tré em  [Anh @ Use an external data source 1§2620
11! 11/12/2009|Bao hé LD Anh - 000
12} 08/03/2008|Quén d0 TThao  |My e 180
131 30/12/2009|Quén o tré em  |Anh hosee ;e i tt;eP rabie reoort to be laced 18716
14} 12/12/2008|Quan 4o TThao |My : New‘”w'eﬂysi‘;”:“ stk iiines 154
15} 31/12/2008|Quan 4o tré em  [Nhat || © NewWo 710
16} 06/02/2009|Quén d0 TThao _ |Anh © Bstng Warkcheet 750
17, 17/12/2009|Quén do TThao  |Nhat 30
18 09/09/2008|Quan do tré em  |Nhat ‘ .36

19! 16/10/2008|Bao hé LD My

Sau khi thuc hién, mot cira s6 mai hién 1én. Excel sé& tu dong chon dir li€u cho ban. Vi

tri mac dinh cho PivotTable trong Excel 1a mdt worksheet mai.
Budre 2. Ban nhian OK.
Buéc 3. Mot truong PivotTable hién ra. Dé tinh tong s tién cac san pham da ban, ban

lam nhu sau;

- Kéo c¢ot Tén hang vao vung Row Labels
- Kéo cot S6 lweng vao ving Values
- Kéo cot Thanh tién vao ving Values

Dudi day 1a két qua thu dugc sau khi hoan thanh cic budc

trén.

w’m)—b

Bdohd LD

[y
OKDOO\IO\U!‘Q'

|Row Labels

~ Sum of $& lwong Sum of Thanh tién

Quan do tré em
Quén do TThao
Grand Total

1132
4582
3071
8785

28300
52234.8
132053
212587.8

CHUONG III: MICROSOFT ACCESS

1. COSO DU LIEU ACCESS

1.1. Tao Database
Pé tao co so dir liéu tir mot template, trudce tién ching ta can mé MS Access va

{1[]

ban s& thiy cac template Access khac nhau duoc hién thi

ThS. Dwong Triwong Quéc Khanh

PivotTable Field List

v X

Choose fields to add to report:
[CINgay nhap

[¥]Tén hang

[]Xut xir

[V]S6 lwgng

[F]Hinh thirc

[F]Don gia

(V| Thanh tién

[T Phai tra VND

Drag fields between areas below:

Y Report Filtter #H Column Labels
3 Values ¥:

44 Row Labels 3 Values
Tén hang v Sum of S6 lugng ¥

Sum of Thanh... ¥

[} Defer Layout Update
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@ Open Other Files

Pé xem tit ca Database, ban ¢6 thé cudn Xuéng dé theo di hodc str dung hop tim

kiém.

Vi du: Tao database BAN_HANG
Buwéc 1: Ta bit ddu bang cach mé MS Access binh thuong.

Access

Recent

@ Open Othes Files 1

St et gt

Buwéoc 2: Chon Blank database, nhap File

vao Create.

Bude 3: Access s€ tao mot co s¢ dir li¢u trong va b

1.2. Kiéu dir liéu

««b

P —

Namerdi tao bang cach

Blank desktop database

— ]

Create

Should | create an Access app or an A
File Name

BAN_HANG.accdb

D\

ccess desktop database?

=]

eDocu

..........

a2

g

click

ang mo ra cling hoan toan trong.

iy @ -

MS Access hd tro cac loai dit liéu khac nhau, mdi loai c6 mot muc dich cu thé.

Kiéu dit liéu xac dinh loai gia tri ma nguoi ding cd thé luu trit trong cac trudng.

MJi trudng cd thé Tuu trix dit liéu chi bao gdm mét loai dit liéu duy nhat.
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Microsoft Access.

Kiéu dir liéu

Mo ta

Kich thwéce

Short Text

Poan vin ban hoic van ban két hop $0,
bao gom ca céac so khong yéu cau tinh
toan (vi du: s6 dién thoai, ma buu
dién...), thuong dung dé luu trix tén

riéng, dia chi, tén duong, tén phd...

Téi da 255 ky
tu

Long Text

Doan text dai hodc két hop doan text va
sO, phtt hop véi cac mo ta can sb lugng
16n van ban (nhu mo ta san pham).

T 63 d&én 999
ky tu

Number

Dt li€u dang $6, c6 thé st dung dé tinh
toan, phu hgp cho viéc luu trit dir liéu
nhu s6 lugng ctia mot san pham, khoang

cach, s0 hoc sinh, s6 khach hang...

1,2,4 hoac 8
byte

Date/Time

Gia tri date/time dé luu trit dir liéu dang
thoi gian tw nam 100 dén 9999.

8 byte

Currency

Gia tri tién té va dit liéu s6 duogc st dung
v6i cac phép tinh toan c6 tir mot dén bon
chit s6 thap phan, phu hop cho viéc luu
trir luong tién cua mot don vi tién té nhat
dinh.

8 byte

AutoNumber

Mot s6 thir ty duy nhat (ting thém 1)
hozc s6 ngau nhién dugc chi dinh bai
Microsoft Access mdi khi ban ghi méi

dugc thém vao bang.

4 byte
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Kiéu dir liéu Mb ta Kich thwéc

Dit liéu kiéu Yes/No phu hop véi cac
Yes/No cdu tra 10i hay cac truong ma chi can luu | 1 bit

trit gi4 tr1 c6 hodac khong

Néu ban sir dung céc phién ban trudc ctia Access thi s& c6 mot chut khac biét
trong tén goi cac kicu dir licu.

Tu Access 2013 xuét hién kiéu dit liéu short text va long text, con & cac ban trudc
thi goi la text va memo.

Ngoai ra con mot s6 kiéu dir liéu chuyén dung khac, ban co thé chon trong Access.
Dudéi day 1a mét s6 loai dit lidu phé bién nhit duoc st dung trong co s¢ dit licu
Microsoft Access.

Kiéu dir liéu M0 ta Kich thwéc

Céc File dinh kém chang han nhu hinh
anh k¥ thuat s, phit hop véi viée luu
Attachment | trit file dinh kém trén mdi ban ghi. Téida2 GB
Kiéu dir liéu nay khong c6 trong céc
phién ban trude cia Access.

Céc dbi twong OLE str dung dé luu trix

i hinh anh, 4m thanh, video hoac cac .
OLE objects Téida2 GB

d6i twong nhi phan 16n (Binary Large
Obiject)

) Chudi ky tu duoc sir dung nhu 1 dia .. )
Hyperlink To1 2048 ky tu

chi siéu lién két

Lookup Wizard khong thuc su 1a kiéu
dir 1i¢u. Khi ban chon myc nay, trinh
huéng dan bat dau giup ban xac dinh
truong tra ciru don gian hodc phrc tap.

Truong tra ctru don gidn st dung n¢i | Phu thudc vao
Lookup

i dung ctia bang khac hodc danh sich | kiéu dir liéu cia
Wizard

gia tri dé xéac thue nodi dung cia mot | truong tra clru
gia tri trén mdi hang. Truong tra ciru
phirc tap cho phép ban luu trit nhiéu
gia tri cia cung loai dit li¢u trong moi
hang.
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Kiéu dir liéu M6 ta Kich thwéc

C6 thé tao mot biéu thic sir dung dir
liéu tir mot hay nhiéu truong. Ban ¢
Calculated . ; T
thé chi dinh cac loai dir li¢u két qua

khac nhau tir biéu thtrc.

bay la tat ca cac kiéu dir li€u khac nhau ma ban c6 thé chon khi tao cac truong

trong bang Microsoft Access.

1.3. Tao table

Khi tao mot co so dit liéu, ban s& luu tri dit liéu cua minh trong cac ddi twong
Bang. Cac dbi tuong trong database phu thudc rat nhiéu vao bang, ban hay ludn bit
dau thiét ké co so dir liéu bang cach tao tit ca cac bang, sau d6 mai téi cac doi
tugng khac. Trude khi tao bang, hdy xem xét can than cac yéu cau caa minh va xac
dinh tat ca cac bang ma ban can.

1.3.1. Tao bang Design View

Vi du: Tao bang “DM_HANG” luu trit cac thdng tin hang hoa nhu sau:

Table1

BA
~ Field Name Data Type
Home External Data Database Tools ¢ Tell mew P MAHANG Short Text ye
i [ —
E=5] (== il ]ﬁ\ & =N TENHANG Short Text
ation | T . - DVT Short Text
- able | Table fSharePoint Query Query Form  Form  Blank
Design] Lists~  Wizard Design Design Form GHICHU Short Text
Tables Queries Forms S A 5 %
ave As [
. B Table MName:
Home Create External Data Database Tools Design
DM_HANG
[I;\I/ €= Insert Rows =
) FE' 3% Delete Rows — Cancel
uilder Test Validation = . Property Indexes
Rules EQ Modify Lookups  gheet

Tools Show/Hide F
= DM_HANG

Field Name

AN AHANG

~
s L TENHANG

Theo bang trén, ta c¢6 kiéu dit liéu Short Text ap dung cho tat ca cac truong dit lidu.
Vi du: Tao bang “KHACH_HANG” luu trir cac thong tin khach hang nhu sau:

T KHACH HANG Home Create External Data Database Tools Design m
Field Name Data Type B £= Insert Rows E

LOAIL Number . ) &' . X Delete Rows

7 Primary Fuilder Test Validation - ) Property Indexes Create |
MAKH Short Text Rules EQ Modify Lookups Sheet Macrc
HOLOT Short Text Toals Show/Hide  Field, R
TENKH Short Text . KHACH HANG
PHAI Yes/No Access Objects = ~

e ame

DIACHI Short Text LOAI |
DIENTHOAI Short Text = i AKH| <
GHICHU Short Text CT_HD_MHAP_XUAT HOlNT c

1.4. Tao Relaptionship

Mot trong nhitng muc ti€u thiét ké co so dit liéu tot 12 loai bo sy du thira dit liu. Dé

dat dugc muc ti€u do, ban can chia dir li¢u cua minh thanh nhi€u bang theo nhiéu chu
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dé dé mdi thuc thé chi duogc dién giai mot lan. Pé lam diéu nay, tat ca cac truong co
lién quan véi nhau s€ dugc dat trong mot bang.

Pé thyc hién budc nay mot cach chinh xac, trude tién ban phai hiéu mdi quan hé giira
céc bang ctia ban va sau d6 chi dinh cac mbi quan hé nay trong co sé dir liéu Access
cua minh.
1.4.1. Quan h¢ 1-1
Puoc st dung dé lién két mot ban ghi tir mot bang véi mot va chi mot ban ghi trong
mot bang khac. Mbi quan h¢ mdt ddi mot duoc tao ra khi ca hai truong két ndi la
khoa chinh hodc c¢6 cac rang budc duy nhat.
Pé 1am rd hon, hay tiép tuc vo1 co s dir ligu va cac bang chung ta da tao & bai trudec.
Pau tién, ban chuyén dén tab Database Tools.

KHACH_HANG CT_KHACH_HANG
LOAI _1/—1 7 MaKH
7 MAKH DIENTHOAI
HOLOT EMAIL
TEMKH DIACHI
PHAI
GHICHU

Bang tbiIHRData maéi duoc lap
Click vao tuy chon Relationships. Hop thoai Show Table xut hién
Chon bang KHACH_HANG va CT_KHACH_HANG, nhép vao Add dé thém ca
hai bang vao man hinh lam viéc r6i dong hop thoai Show Table.

Dé tao mdi quan hé giira hai bang nay, hiy st dung chudt
truong MAKH trong
bang KHACH_HANG, kéo ndi dén truong ban mudn
két ndi & bang CT_KHACH_HANG. Khi ban nha

dé nhip

va

gitlr

chudt, Access s€ mé cura sO sau:

Table/Query:
KHACH_HANG

Edit Relationships

Related Table/Query:
CT_KHACH_HANG

4 Pt

Cancel

MAKH

~ | MAKH

Join Type..

Enforce Referential Integrity

Create New..

Show Table ? X
KHACH_HANG CT_KHACH_HAMG Tables | Guenes | Bath
LOAI % MAKH €T HD RHAE ¥UAT
- CT_KHACH_HANG
% MAKH DHENTHOAI DM_HANG
DM_HANG_DP
HOLOT EMAIL HD_NHAP_XUAT
KHACH_HANG
TENKH DIACHI THU_CHI
PHAI
GHICHU

Close

Cascade Update Related Fields
Cascade Delete Related Records

Relationship Type: One-To-0One

ThS. Dwong Triwong Quéc Khanh 42


https://quantrimang.com/thiet-lap-quan-he-giua-cac-bang-trong-access-2016-164546

Gi4o trinh Ung dung CNTT Nang cao
Click vao nit Create va bay gio hai bang nay di két ndi, thiét 1ap mbi quan hé véi

:{ Relationships
KHACH_HANG CT_KHACH_HANG
1 =
LOAl ¥ MakH
7 MAKH _‘/_ DIENTHOAI
HoLoT EMAIL
TEMKH DIACHI
PHAI
GHICHU

Hai bang sau khi thiép 14p mbi quan hé s& hién thi nhu nay
Mbi quan h¢ nay dugc Access tuy dong luu ma khong cAn Save. Vira rdi ta di tao ra mdi

quan hé co ban nhét, tiép theo, hiy chon tirng bang dé xem c6 diéu gi khac so véi lic dau.

1.4.2. Quan h¢ 1-n

L4 loai quan hé pho bién nhat. Trong méi quan hé nay, mot ban ghi trong bang c6
thé c6 nhiéu ban ghi phi hop trong bang khac, nhung mot ban ghi trong bang thir
hai chi c6 mot ban ghi phu hop trong bang dau tién.

bé thiép 1ap mbi quan hé 1-n, ban lam tuong ty nhu mbi quan h¢ 1-1.

DM_HANG CT HD_NHAP_XUAT
T MAHANG % SOHD
TENHANG T MAHANG
DVT DONGIA
GHICHU SOLUONG

Pé tao mdi quan hé gitra hai bang nay, hay sir dung chudt dé nhap va gii

truong MAHANG trong bang DM_HANG, kéo nbi dén truong MAHANG ban
mudn két ndi 6 bang CT_HOA _DON_NHAP_XUAT. Khi ban nha chudt,
Access s& m& cira sb sau:

Edit Relationships ? X
Table/Query: Related Table /Query:
DM_HANG CT_HD_NHAP_XUAT
Cancel
MAHANG ~ | MAHANG ~
Join Type..
v

Create New..
[~ Enforce Referential Integrity reate flew

Cascade Update Related Fields
Cascade Delete Related Records

Relationship Type: One-To-Many

Click vao nat Create va bay gio hai bang nay da két ndi, thiét 1ap mdi quan hé vai
nhau.

:{ Relationships

1.4.3. Quan hé n-n

GHICHU
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Tiép tuc v6i hudng dan trude, ta bod sung thém mot bang HD_NHAP_XUAT va
bao gdm céc trudng SOHD, NGAYHD, MAKH, LYDO.

T HD_NHAP_XUAT

Field Name Data Type
& soHD Short Text]
NGAYHD Date/Time
MAKH Short Text
LYDO Short Text

Thuc hién thao tac tao Quan hé nhu cac budc trén dé tao quan h¢ n — n nhu hinh

=5 Relalionsh\ps‘.
DM_HANG , CT_HD_NHAP_XUAT APNRARAOAT
% MAHANG —\ 7 sono o — 7 SNEZSHD
TENHANG = ¥ MAHANG
e MAKH

DONGIA

GHICHU SOLUONG

LYDO

2. TAO QUERY
2.1. Select Query
La loai Query dung dé thuc hién viéc trich loc, liét ké dit liéu da co san trén table, viéc
trich loc dit liéu c6 thé trich loc khong diéu kién hoic trich loc c6 diéu kién. Hay lam
quen v&i qué trinh xay dung truy van bang cach xay dung truy vin don gian théng qua
cac budc sau day:
Budcl: Chon Create chon Query Design

Table To... Show Table ? X
| External Data Database Tools Design Tables Queries Both
e e g
ation  Table Table SharePoint Query |Query | Form Form  Elank HD_NHAP_XUAT
Design  Lists - Wizard [Design Design  Form & ﬁafgﬁ?ANG
Tables Queries Forms
Budc 2: Hop thoai Show Table xuat hién, ¢ budc nay
ngudi st dung phai chon nhung Table nao lién quan dén
yéu cau Query nhung phai ton tai RelationShips tai céc
table
Vi du: Trich loc danh sach danh muc hang c6 tén “SUA”
gém cac cot dir liéu sau: MAHANG, TENHANG, DVT,
GHICHU
Close
= Query‘l‘
DM_HAMNG
T MAHANG
TEMHAMNG
owT
GHICHU
4
Field: | MAHANG TEMHAMG ovT GHICHU
Table: | DM_HANG DM_HANG DM_HANG DM_HANG
Sort:
Shows []
[Criteria: | Like "SW*" 1
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Home Create External Data Database Tools

Gi4o trinh Ung dung CNTT Nang cao

EEETI g BN EE I Vi
Select Make Append Update Crosstab Delete
@ Table

Results Query Type

0

x Q::F Pass-Through
£ Data Definition

= Queryt

MA HANG
SVO1
SV02
§V03
*

- TEN HANG
SUA PHUGNG NAM
SUA ONG THO
SUAHA LAN

- BON VI TINH
LON
LON
LON

-| GHICHU -
390G
390G
MOI BO SUN

Vi du 2: Trich loc danh muc hang c6 ma hang SV01, DG02, BI0O1 gdm céc cot dit liéu sau:

MAHANG, TENHANG, DVT, GHICHU

= Queryé

DIM_HANG

T MAHANG
TENHANG
DvT
GHICHU

Field:
Table:
sort:
Show:
Criteria:
ar

MAHANG
DM_HANG

“SV01°
DGO’

“BIOTT

TEMHANG
DM_HANG

DT
DM_HANG

GHICHU
DM_HANG

C6 thé dung ham IN dé trich loc cac mat hang khong c6 trong ham IN

Queryz

DM_HANG

¥ MAHANG
TENHANG
DVT
GHICHU

Field:
Table:

Show:
Crites

MAHANG TENH
DM_HANG DM_k

ria: |In ('SV01°, DGO2, BID
or

=5l Zoom

n ("SV01","DG02","BI01") |

2.2. Select Total Query

Query 12 nay dung dé thong ké theo nhom cac dong dir liéu, dé hiéu rd vé Query nay

cac sé xem qua cac vi du sau:

Vi du 1: Thong ké sé lan nhap xuat cac mat hang theo mau dit liéu sau:

MA HANG

TEN HANG

LAN NHAP

LAN XUAT

Buéi 2: chon Query Select
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Home Create

S+ 2] B

Select |Make Append Update Crosstab Delete

External Data

Database Tools

-x@

! 0D Union

Pass-Through

£ Data Definition

Gi4o trinh Ung dung CNTT Nang cao

Table
Query Type
nsert Rows 7" Insert Columns E r'r| Property Sheet
?
Pelete Ro %' Delete Columns 7 2Tal:tle MNames
_ o Totals Parameters
uilder £ Return: |All -
Query Setup Show/Hide
= Query1?
CT_HD_NHAP_XUAT DM_HANG
* *
? soHD _/1_ ? MAHANG
? MAHANG = TEMHANG
DONGIA ovT
SOLUONG GHICHU
[
Field: | MAHANG TENHANG LAN NHAP: IIf{Left[SOHD], 1)="N",1,0) LAN XUAT: IIf(Left([SOHD],1)="X",1,0)
Table: | CT_HD_NHAP_XUAT | DM_HANG
Total: | Group By Group By Sum sSum
Sort: »
Show:
Criteria:
on
= Queryt7
MA HANG - TEN HANG - LANNHAP - | LANXUAT -
~ | BIATIGER 1 1
BlO2 BIA HEINEKEN 1] 1
DGOo1 DAU GOI ROMANO 1 1
DGO2 DAU GOI CLEAR 1 0
SVOL s(PA PHUONG NAM 1 1
5v02 s(ra ONG THO 1 1
TLOL TRA LIPTON ICETEA 1 2

Vi du 2: Théng ké sé lwong nhap xuat caa cac cac mat hang theo mau di liéu sau:
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7 o AR o o SO LUQNG SO LUQNG
MA HANG TEN HANG _ A
NHAP XUAT
= Queryta’,
CT_HD_NHAP_XUAT DM_HANG
# SOHD | % mananc
¥ MAHANG "—"/- TENHANG
DONGIA VT
SOLUONG GHICHU
1
Field: | MAHANG TENHANG 50 LUGNG NHAP: Sum(If(Left([SOHDL 1)="N',[SOLUONGLO) | SO LUONG XUAT: Sum{lIf[Left((SOHD], 1)="X", SOLUONGO])
Table: | CT_HD_NHAP_XUAT | DM_HANG
Total: | Group By Group By Expressmnl « | Expression
sort:
Show:
Criteria:
on
= Query1é
MA HANG -~ TEN HANG - | 58 LUONG NHAP - | 58 LUONG XUAT -
~ BIATIGER 10 5
BIO2 BIA HEINEKEN 20 8
DGO1 DAU GOI ROMANO 50 2000
DG02 DAU GOI CLEAR 10 0
svol s(fA PHUONG NAM 100 50
sv02 s(rA ONG THO 10 10
TLO1 TRA LIPTON ICETEA 250 363
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Crosstab Query 1a mot dang truy van cho phép tong hop dir li¢éu dwéi dang bang

tinh 2 chiéu nhu hinh:

Row heading

Column heading

Value

Trong do:

Row heading 1a tiéu dé cac dong, c6 chira cac gia trj cua cac truong ndo dé 1am tiéu
chi thong ké. M&i Crosstab phai c6 tbi thiéu 1 trwong lam row heading.
Column heading 1a tiéu dé cac cot, ¢6 chtra cac gia tri ciia mot trudng nao do lam tiéu
chi thong ké. M&i Crosstab chi c6 duy nhéit 01 trwong lam column heading.
Value 1a ving dit liéu téng hop (12 cac con sd). Tuong tng véi nd 1a mot phép tong hop

hodc: dém, tinh téng, tinh trung binh cng, max, min,..
Vi du 1: Tinh tong sé lwong ban cho tirng mat hang theo mau dir liéu hinh sau:

SOHD|TONG|BIA HEINEKEN BIA TIGER TRALIPTON ICETEA
NO0O1| 30 20 10
N002 | 410 10 250

Cac budce thue hién crosstab query:

e Create

==z A |

Select Make Append Update]

Table

External Data

Database Tools

> @D Union
N X & EE
&3 Pass-Through
Crosstab |Delete Sha
B¢ Data Definition  Tgp,
Query Type

= Queryg
CT_HD_NHAP_XUAT DM_HANG
‘# SOHD L ¥ MaHANG
B MAHANG °—°1’_ TENHANG
DONGIA DVT
SOLUONG GHICHU
4
Field: | SOHD TENHANG SOLUONG TONG: SOLUONG
Table: | CT_HD_NHAP XUAT | DM_HANG CT_HD_MHAP_XUAT | CT_HD_NHAP_XUAT
Total: | Group By Group By Sum sum
Crasstab: | Row Heading Column Heading Value Row Heading
Sort:

Chon Run kich hoat Query

Create

Home

=2 8+ 21

Select Make Append Update Crosstab Delete

Database Tools
l 0D Union
X 2] Pass-Through
£ Data Definition

External Data

Table
1esults Query Type
A '
Két qua:
= Querys
SGHOADON -  TONG BIAHEINEKEN - BIATIGER - DAUGOICLEAR - | DAUGOIROMANO - |SAONGTH-| SUAPHUONGNAM - TRALIPTONICETEA -
jvoo1 v 0 20 10
N002 410 50 10 100 250
N003 10 10
X001 2080 2000 10 50 20
X002 356 8 5 343
A ,
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cac dix liéu sau:

Gi4o trinh Ung dung CNTT Nang cao
Vi du: Théng ké tong thanh tién cho cac mat hang béan ra theo tirng loai khach hang voi

SO HOA PON

TONG THANH TIEN

LOAI 1

LOAI 2

LOAI 3

ternal Data Database Tools

Q Tell mew

'I /vl E I D Union D = InsertRows "}V Insert Columns r'r| Property Sheet
. . . u . ?
= X &3 pass-Through 1% Delete Rows % Delete Columns 7] xTal:rle MNames
:nd Update Crosstab Delete Show Totals Parameters
£ Data Definition Table  © Builder 20 Return
Query Type Query Setup Show/Hide
B Queryi2 i = Query10’,
Queny3 CT_HD_NHAP_XUAT HD_NHAP_XUAT KHACH_HANG
* - * -
SOHD | % soHD 22| 7 soHp } LOAI
MAHANG 7 MAHANG NGAYHD _/— 7 MAKH
TENHANG DONGIA MAKH = HoLOT
DONGIA SOLUONG VDO TENKH
SOLUONG PHAI -
4
Field: | SOHD L "LOAI & [LOAI | THANH TIEN TGNG: THANH TIEN
Table: |Querys Querys Querys
Total: | Group By Group By Sum Sum
Crosstab: | Row Heading Column Heading Value Row Heading
Sort:
Criteria: | Like x*" |
or:

2.4. Update Query

Update Query 14 loai truy van hanh dong, sir dung dé thay doi noi dung dit liéu trén

database cu thé hon dung dé cap nhat dit lidu cta trudng nio do6 trong bang. Update

Query con co thé két hop véi cac tiéu chi dé chi dinh cu thé nhitng hang nao s& duoc

update

Vi du: Thay d6i don vi tinh ctia cAc mat BI01 thanh “Hop”

Create External Data

=

Query Type

Database Tools

X @ Pass-Through
Update Qrosstab Delete

0 Union

¢ Data Definition

Home Create

R+ 2 B!

Select Make Append Update Crosstab Delete

Table

External Data

Database Tools

I D Union

Design

X &3 Pass-Through

,!;{,’ Data Definition

= ults Cuery Type
Query11 %
DM_HANG Microsoft Access b
*
T MAHANG You are about to update 1 row(s).
TENHANG I Once you click Yes, you can't use the Undo command to reverse the changes.
oVT Are you sure you want to update these records?
GHICHU = No
4
Field: |DVT w | MAHANG
Table: | DM_HANG DM_HANG
Update To: |"Hap"
Criteria: “BI01°
ar

2.5. Append Query
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Append Query 1a truy van cho phép thém moi dir liéu (thém méi ban ghi) vao cudi
mot bang c¢6 san. Ban c6 thé sir dung Append Query dé truy xuét dir liéu tir mot hodc
nhiéu bang va thém dir liéu d6 vao mot bang khéc.
Vi dy: Thém dit li¢u vao DM_HANG

Da oal Design
+| | I:jl I @ Uni +* = InsertRows  “} Insert Columns E
I : X @ Pass-Through Delete Rows 3 Delete Columns
ke Append Ubdate Crosstab Delete . Tot:
i b2 Data Definition Tame N Builder £ Return: |All -
Query Query Setup
O « queryts ‘yg,md\ ? x|
R Append To
& |7 Table Name: IDM’HANG & I
Cancel ™
(@ Current Database = r
Field: | MAHAN
Table: O Another Database:
sort Field: |MAHANG: "SV03" | TENHANG: "SUAHA LAN" | DVT: "LON® < | GHICHU: "M BS SUNG®
Append To: | MAHAN B Table:
Criteria: s Sort:
or Append To: | MAHANG TENHANG DT GHICHU
Criteria:
on
Microsoft Access x
You are about to append 1 row(s).
| Once you dick Yes, you can't use the Unda command to reverse the changes.
Are you sure you want to append the selected rows?
< Yes Ho

2.6. Make Table Query

Make Table Query 13 mot loai Action Query sir dung dé tao mot bang méi véi dir liéu
lay tir Table hay Query khac.
Vi du: Tir bang DM_HANG hay tao bang DM_HANG_DP

bme  Create  External Data  Database Tools

Q Tell me what yo
E £= Insert Rows

@D Union T Insert Columns Property §|
B+ 7 B & N By Blrose
Cmpa;sThrnugh DeleteRows X Delete Columns 5 Table Nar
Select Make Append Update Crosstab Delete . Totals Parameters
Table B Data Definition We N Builder 28 Return: |All
Query Type Query Setup Show/Hide
s Obje... Quenyts
» Make Table 7 X
DM_HANG
2 - Make New Table
HAP_XUAT 3 MAHANG Table Name: | \om_HanG_DP|
Cancel
G TENHANG (®) Current Datzbase
YuaT VT (O Another Database:
GHICHU
ANG
Browse...
2
Query1s
DM_HANG Microsoft Access X
@ MAHANG The existing table ‘DM_HANG_DP" will be deleted before you run the query.
TENHANG Do you want to continue anyway?
DVT
GHICHU Show Help > >
4
Field: | MAHANG TENHANG DvT GHICHU ~
Table: | DM_HANG DM_HANG DM_HANG DM_HANG
Sort:
Show: O O
)
H [=] T Queryis
All Access Obje... @ «||=F
Search..
ar e DM_HANG
Tables % [a
AP XU .
R <1 HD_NHAP XUAT @ MAHANG
B bm_HanG TENHANG
= DM_HANG_DP pvt
GHICHU
B HD_NHAP_XUAT
B KHACH_HANG 1
B tHU_cHI
- Field: | MAHANG IENHANG DVT

2.7. Delete Query
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Delete Query 1a mot loai Action Query ciing 1am thay ddi dit liéu cua cac bang. Cu thé
n6 ding dé xo4 dir liéu, ban ghi tir bang dit liéu trong database thoa mén nhiing diéu
kién nao d6. Delete Query con c6 thé két hop vai cac tiéu chi dé chi dinh cu thé nhitng
hang nao s€ dugc x0a

Vi du: X6a bo mat hang B101, B103 trong bang DM_HANG_DP

External Data Database Tools

N ; 2= Ins A :
! ‘/! i:jl ! nion £= Insert Rows " Insert Columns r'r [=] Prog

a i 7] e
5 Pass-Through X Delete Rows  x Delete Columns = Tabl
pend Update Crosstab Delete = | how Parameters
L£ Data Definition  [pje <o Builder
Query Type Query Setup Show/Hide
" Query16
DM_HANG_DP Microsoft Access X
You are about to delete 2 row(s) from the specified table.
MAHANG
TEMHANG I Once you click Yes, you can't use the Undo command to reverse the changes.
DvT Are you sure you want to delete the selected records?
GHICHU Show Help > >
Pl Yes Nao
Field: | MAHANG
Table: | DM_HANG_DP
Delete: | Where
Criteria: | In (‘BIO1","BI03)
r

2.8. Parameter Query
Truy van tham sé (Parameter Query) la mét trong nhing truy van don gian va
hitu ich nhat ma ban c6 thé tao trong Access. Chinh vi Iy do d6 ma ta hoan toan c6
thé dé dang cap nhat dé phan anh két qua cua céc tir khoa tim kiém.
Dé tao 1ap va chay dugc mot truy van tham sd, ta 1an luot thuc hién cac budce nhu
Sau.:
1. Tao mdt truy van nhu binh thudng, chinh stra cac tham s6 trong bang dir liéu néu
can, chon cac truong dit liéu mudn thém vao truy van rdi thém cac ky tiéu chi khong
thay d6i vao truong thich hop trong hang Criteria.
2. Xac dinh cac truong ma ban muén dién tiéu chi truy van bién ddi vao, sau do
click chon hang Criteria.
3. Nhép cum tir thong bao ma ban muén xuat hién mdi khi thuc hién truy van. Luu

y cum tur d6 phai dugc dinh kém trong ngoac vuong [] .

4. Trén tab Design, click vao 1énh Run dé chay truy van. Mot hop thoai thong bao
s& xuat hién yéu cu ban cung cap thong tin. Nhap tir khoa tim kiém va click
vao OK dé xem két qua truy van.

Vi du: Tao tham s6 Query trich loc m& hang can tim tai bang DM_HANG
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| #H Qqueryt
DM_HANG
F MAHANG
TENHANG
DvT
GHICHL
[
Field: | MAHANG TENHANG DvT GHICHU
Table: |DM_HANG DM_HAMNG DM_HANG DM_HANG
Sort:
Show: [
Criteria: | Like [NHAP MA HANG CAN Timg | |
or

Tim dw 4n bit diu vao mét ngay xac dinh

Trong & Criteria cua cot MAHANG ¢ phan ludi thiét ké dudi ciing man hinh, nhap
cum tir théng bdo ma ban muén xuat hién khi thuc hién truy van: [NHAP MA
HANG CAN TIM:].

Tiép theo, click Run trén tab Design va ban s& thiy thong bao hién 1&n

Enter Parameter Value ? >

NHAP MA HANG CAM TIM:

Cancel

Hop thong bao [NHAP MA HANG CAN TIM:] xuat hién
Gio ban nhap thir “BI*”,

Enter Parameter Value ? X

NHAP MA HANG CAN TiM:

BI*
P i
' Cancel
Click OK @¢ xac nhan, ta duoc két qua nhu sau:
| H Queryi
MA HANG - TEN HANG - DONVITINH - | GHICHU -
BIA TIGER Hép S00ML
BIO2 BIA HEINEKEN THUNG SOOML
BI03 RAMANO CHAI HET HANG
*

3. FORM (FORM PON VA SUB FORM)

Form la giao dién chinh dung dé giao tiép giira nguoi ding va tng dung, form duoc sir
dung dé nhap di lidu, xem théng tin, chinh sira dit lidu, hién thi thong bao, diéu khién tng
dung, ... Dé thiét ké form can phai chon dit liéu nguon cho form, dit liéu ngudn caa form
c6 thé 1a Table hoac Query. Néu dix lidu nguon la cac field trén mot bang thi lay bang d6
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lam dit liéu ngudn, néu dix liéu ngudn 1a céc field trén nhiéu bang thi phai tao query lam
dir liéu ngudn cho form.

3.1. Cach tao Form
Dé tao Form, chon tab Create trén thanh Ribbon, chon cach tao form bang céac nit 1énh
trong nhom lénh Forms.

[2] L. D NForm Wizard
(& Navigation ~

Formm Form  Blank
Design Form EMDI’EFDI’ME"

Forms

- Form Design: Tao ra mot Form méi trong va hién thi né trong ché d6 Design View.
Néu mot Table hoic Query duoc chon trong khung Navigation thi khi click nat Form
Design, form m&i s& tu dong bi rang budc véi nguon di liéu 1a Table hoic Query do.
- Blank Form: Tao ra mot form tréng, form méi khéng bi rang budc véi mot nguon di
liéu, va nd s& mo ra trong ché do Layout View. Ban phai chi dinh mot ngudn dit liéu
(bang hoac truy van) va thiét ké form bang cach thém cac diéu khién tur field list.
- Form Wizard: Access hd trg cac bude dé thiét ké form don gian. Wizard sé& yéu cau
cac ngudn di liéu, chon cac field hién thi trén form, va cho phép ban chon layout cho
form mai.
- Navigation Form: 1a mot form dic biét hoan toan méi trong Access 2010, nham thiét
ké form dang Navigation user, cho phép ngudi ding dé dang di chuyén giia cac thanh
phan trong form.
3.2. Tao mot Single Form

Access cung cap mot cach d& dang va thuan loi dé tao mot form dya trén dix liéu nguén la

Table/Query. Céch thuc hién

+ Trong Navigation, chon table hoic query ma ban muén st dung l1am dix liéu ngudn cho

from.

+ Chon tab Create trén thanh Ribbon. ﬁ m D [ Form Wizard

+ Trong nhém Iénh Forms, Click nat Form. S = Navigation ~

+ Xuét hien mot Form méi & dang Layout view. Design Form |[=) More Forms ~

+ Single Form hién thi mot record tai mot thoi Forms

diém.

+ Mic dinh mdi field hién thi trén mot dong va theo thir tu cua cac field trong bang hoic

query dir liéu nguon.

3| DM_HANG

] DM_HANG
]
TENHANG | BIATIGER

ON VI TINH [Hép

500ML
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- Néu dix liéu ngudn cua form Ia bang cha c6 lién két vai bang con, thi két qua form s&
hién thi cc record quan hé trong bang con.
Vi dy: Table DM_HANG véi Table CT_HD_NHAP_XUAT

DM_HANG CT_HD_MNHAP_XUAT
7 MAHANG 8 7 SOHD
TN
TENHANG T MAHANG
DwT DONGIA
GHICHU SOLUONG
|j DM_HANG
DM_HANG
b
VA HANG
TEN HANG BIA TIGER
DONVITINH |Hép
GHI CHU 500ML
SOHOABON - DONGIA - SOLUONG -
NOOL ~ 350181.6 10
X002 420217.9 5
* 0 0
Record: M 1of2 L 2 Mo Filter | [Search

3.3. Tao form bang chirc ning Form Wizard
Chtrc nang Form Wizard 1a cong cu tao form qua cac budc trung gian vai mot loat cac
cau hoi goi y dé gilp ban chon lya va xay dung mot form phi hop nhat.

]

ENavi ation =
Form Form EBlank 2
Design Form [= More Forms -

Forms

Cach tao:

- Trong ctra 6 1am viéc cua Access, chon tab Create trén thanh Ribbon.
- Click nat Form Wizard trong nhom Iénh Forms.

- Xuét hién ctra s6 Form Wizard.

- Chon Table hodc Query Iam dir liéu ngudn cho form.

Form Wizard

Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries

Table: KHACH_HANG

~

Available Figlds: Selected Fields:

Cancel Finish
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- Chon céc field hién thi trén form trong khung Available Fields, Click nat “>"dé chon mot
field, Click nat “>> dé chon tat ca céc field trong Table/Query dix liéu ngudn, co thé chon
nhiéu fields trén nhiéu bang. Click Next.

Form Wizard
Which fields do you want on your form?
“You can choose from more than one table or query.
Tables/Queries
Table: KHACH_HANG ~
Available Fields: Selected Fields:
LOAT
MAKH
HOLOT
TENKH
PHAT
<
<<
Cancel Finish
\ Form Wizard
A 4 .
= ChQn dan g fo rm gO m CaC dang . What layout would you like for your form?
+ Columnar
+ Tabular
Ogatasheet
+ Datasheet Oustted

+ Justifield
- Click Next.

- Nhap tiéu dé cho form — Finish.

Cancel < Back Finish

Vi du: Tao Form cho table “DM_HANG”
= El ﬂ j T3l Report Wizard D € Madule

Nawgation ~ LV‘ Class Module
Form  Blank Report Blank Macro
Design  Form More Fyms - Design Report =] Visual Basic

Forms Reports Macros & Code

Form Wizard
Which fields do you want on your form?

‘You can choose from more than one table or query.

Taljles/Queries

Table: DM_HANG

Available Fields:

~

Selected Fields:

Cancel Finish

3.4. Tao SubForm

Subforms 1a khong thé thiéu cho viéc hién thi théng tin tir hai bang khac nhau
hoic cac truy van trén cling mot Form. Thong thuong, Subforms dugc sir dung khi dit
liu nguon trong Main c¢6 quan hé mot-nhiéu véi dir liéu ngudn cua Subform. Nhiéu
record trong Subform duoc lién két vai mot record trong Mainform.
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Access sir dung céac thuoc tinh LinkMasterFields va LinkChildFields cua
Subform dé Iya chon céac record trong Subform c6 lién quan dén mdi record trong
Mainform.
= Tao biang Wizard:
- Tao Mainform: dit liéu ngudn cia Mainform thuong 1a théng tin & bang cha, do
d6 dang form thuong 1a nhitng dang hién thi mot record tai mot thoi diém nhu
columnar.
- M& Mainform & ché do Design.
- Bat nat Control wizard.

External Data Database Tools Arrange Format @ Tell me what yo
o bl Ac b= [T QBEEM™ A Bl 8 EOV WD
@)l [d

Subform/Subreport
s\ Use Control Wizards

} ActiveX Controls

hién ctra 6 SubForm Wizard vaéi hai tly chon:

SubForm Wizard

‘fou can use an existing form to create your subform or subreport, or
create your own using tables and/or queries.

What data would you like to use for your subform or subreport?

(®)Lse existing Tables and Gueries

(C)Use an existing form

KHACH_HANG

+ Use existing Tables and Queries (sir dung bang va cac query lam dir li¢u

ngudn cho subform) —Next.
Chon bang hodc query lam dit liéu ngudn cho Subform, trong bang hodc query
phai co field lién két véi Mainform — Next.
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SubForm Wizard
Which fields would you like to indude on the subform or subreport?

You can choose fields from more than one table andjor query.
Tables/Queries

Table: CT_HD_NHAP_XUAT

L

Available Fields: Selected Fields:

SOLUONG

Cancel | < Back || Next = Finish

Chon field lién két véi Subform — Next.

SubForm Wizard

Would you like to define which fields link your main form to this
subform yourself, or choose from the list below?

@Qhoose from a list.

w CT_HD NHAP XUAT far each record in DM HANG using MAHAI

O Define my own.,

MAHANG

Show CT_HD_MHAP_XIUAT for each record in DM_HANG using

Cancel

< Back

Nhap tén cho Subform — Finish.

SubForm Wizard

or subreport.

What name would you like for your subform or subreport?

_T_HD NHAP XUAT subform)

Those are all the answers the wizard needs to create your subform

Cancel

< Back

= Tao bang Design

- Néu dix liéu nguon caa Subform dugc ldy tir nhiéu bang thi phai tao query,
trong query phai chua field lién két voi Mainform (Link Child Filed).
- Dang caa Subfrom thé hién quan hé n, do d6 thuong chon dang Datasheet hoic

Tabular.
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- M¢ Mainform ¢ ché do Design, chon coéng cu Subform/Subreport trong nhom
Controls drag chudt vé vao Mainform.
- M6 Properties Sheet va thiét Iap cac thuoc tinh:
+ Source Object: Chon Table/Query lam dir liéu ngudén cho Subform,
hozc chon Form néu da thiét ké Form dé lam Subform.
+ Link Child Field: Nhap tén cua field trong Subform dung dé lién két
véi Mainform.
+ Link Master Field: Nhap tén cua field cia Mainform dung dé lién két
véi Subform.
Hiéu chinh Subform

Khi chi dinh thudc tinh SourceObject cho Subform thi Form xuat hién véi dang
mic dinh duoc quy dinh trong thugc tinh Default view. Tuy nhién, néu ban mudn sir
dung mot Form hoan toan riéng biét dé ban c6 thé tay bién né.

Tao 0 tinh toan trong Subform

Khi tao mot Subform, ban c¢6 thé muén hién thi Subform théng tin tong hop &
dang tong thé. Vi du, ban mudn hién thi sé luong caa cac record trong Subform tai mot

Vi tri nao do trén Mainform
Vi du: Can hién thi s mat hang trong mdi s6 hoa don trén Mainform

=2]| DM_HANG
DANH MUC CAC MAT HANG
MA HANG BI01 ~
W
TEN HANG BIA TIGER
58 HOA DON MA HANG DON GIA 58 LUQNG =
4 NOOL |~ BIOL | 350181.6 10
X002 |v BIOL | 420217.9 5
* > BIOL |w 0 0
TONG 58 LUONG: 2 -
Record: M 1of2 P H K lo Filte Search 4 3
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=] DM_HANG

# Form Header
.................................................................... T

.|;;§65Hﬁmm\iz;||zzsmﬂm&m§i;;

# Detail

- il e —_— e e e e i
# Form Footer

4. REPORT ORDER VA REPORT SUMMARY)
Report 1a cong cu dé tao cac bao céo, két xuat dir liéu ra man hinh hoic may in
dé cung cap mot hard copy cua dit liéu. Gidng nhu form, dit liéu ngudn caa report 6
thé 12 bang hoac 14 query. Report cung cidp mot cach linh hoat nhat dé xem va in thong
tin tong hop. NG hién thi thong tin chi tiét theo mac d ma nguoi ding mong mubn,
Cho phép ban xem hozc in théng tin theo nhiéu dinh dang khac nhau.
Co 3 loai Report co ban
+ Tabular reports.
+ Columnar reports.
+ Mailing-label reports.
4.1. Céch tao Report
4.1.1. Tao bang lénh Report
Chtic nang Report 13 cong cu tao Report nhanh va dé dang, thuong dung dé tao
nhitng Report don gian cé di lidu nguon tir mot bang hoic mot query. Pé tao bang
chie nang Report ta phai chon dix liéu ngudn cho Report.
- Click nat Report trong nhom Iénh Reports trén thanh Ribbon.

D \£| j @Report\“."izard

Report Report Blank LabeIE
Design Report

Reports

- Xuat hién Report dang Tabular & ché d6 Layout.
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||§ KHACH_HANG
i) KHACH_HANG 08/07/2020
i E 10:52:32
LOAI MAKH HO VA TEN Al GHIC
3| Hmao1 1A MONG THU u]
2 | NYNO1 NGUYEN THANH NHI b
3 | PVSOL PHAN sU
2 | TCvol TRUONG CAM VAN u
2| THSO01 THAI HONG s¥
1| TTVo1 NGUYEN VINH
A
Pagelofl

4.1.2. Tao Report bang chirc ning Wizard
- Chon Tab Create trén thanh Ribbon, trong nhom 1énh Reports, Click nut Report

Wizard.

- Chon Table/Query lam dit liéu ngudn cho Report.

Report Wizard

Tables/Queries

Table: DM_HANG

Available Fields:

Which fields do you want on your report?

‘fou can choose from more than one table or query.

e

Selected Fields:

==

Cancel

Finish

- Chon céc field hién thi trén Report trong khung Available Field Click nat “>"dé chon
mdt field va Click n(t “>>"dé chon nhiéu field. Click Next.

Report Wizard

Tables/Queries

Table: DM_HANG

Available Fields:

Which fields do you want on your report?

You can choose from more than one table or query.

Selected Fields:

GHICHU

7)[MaHANG

Cancel

Finish

- Chon field két nhom dit liéu (néu c6). Click Next
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Report Wizard

Do you want to add any grouping
levels? MAHANG

DVT, GHICHU, TENHANG

Grouping Options ... Cancel < Back Einish
- Chon field mudn sip xép dit liéu cho Report. C6 thé sip xép két qua trong Report bang
cach két hop t6i da 1a 4 field

Report Wizard

What sort order do you want for detail records?

You can sort records by up to four fields, in either
ascending or descending order.

1 ~ Ascending
2 - Ascending
3
a

Cancel < Back Finish

- Chon dang Report (Layout) va huéng gidy in (Orientation). Click Next

Report Wizard

How would you like to lay out your report?

Layout Crientation
& @Eorh'ait
OB (C)Landscape

O Quﬂi_ne ’J—ﬂh

Adjust the field width so all fields fit on
apage.

Cancel < Back Finish

- Nhép tiéu dé cho Report.

- Chon ché d6 xem Report sau khi tao xong.
+ Preview the report.

+ Modify the report’s design.
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Report Wizard

What title do you want for your report?
DANH MUC HANH HOA

That's all the information the wizard needs to create your
report,

Do you want to preview the report or modify the report's
design?

(®) Preview the report.
(O Modify the report's design.

- Click Finish.

4.1.3. Tao Report bang Design

- Chon Table/Query lam dix liéu nguon cho Report.

- Chon Tab Create trén thanh Ribbon, trong nhom Iénh Reports, Click

nat Report Design.

- Xuét hién cira s6 thiét ké Report va Field List chta céc field trong dix liéu
ngudn cua Report.

FSRepurH b4 ) X
l-www-w---u---z--‘“-3---1---4--‘“-5---1---E-AF‘e‘CH—|St

# Page Header E Show only fields in the curre

Fields available in other tables:
E CT_HD_NHAP_XUAT
SOHD
MAHANG
DONGIA
SOLUONG
CT_KHACH_HANG
DM_HANG
DM_HANG_DP
HD_NHAP_XUAT
KHACH_HANG
THU_CHI

- Lan luot drag chuot kéo céc field trong Field List hoic cac Control trong nhoém

Iénh Controls trén thanh Ribbon tha vao Report.

[@ Reporti b4

# Report Header

’ # Page Header
- [sEackoon [ mAuANG] [ mowal] [ s0uofie: =

- MAHANG |~ | DONGIA | SOLUONG ‘
# Page Footer
- | I=Now()

& Report Footer

"Page" & [Page] & " of " & [Page] -l_
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- Page Header/Footer: Chtra tiéu dé dau trang va cudi trang. Noi dung dat trong
phan Page Header/Footer s& xuat hién & dau va cudi mdi trang.
v" Céc noi dung thuong dat trong Page Header/Footer.
+ Page Numbers: Chén sb trang.
+ Logo: chén Logo cho Report.
+ Title: chén tiéu dé cho Report.
+ Date and Time: Chén ngay gio hién hanh caa may.

E,El Lago
#

[ Title
E Date and Time

Page
Mumbers

Header / Footer
Luu ¥: Page Header khong chtra cac 6 théng ké dir liéu.

- Report Header/Footer: Tiéu dé dau va cudi Report, noi dung dit trong Report
Header/Footer chi xuat hién & phan dau cua trang dau tién va phan cudi trang cua
trang cudi cung.

v" Cé&c ndi dung thuong dat trong Report Header/Footer.

+ COng thuc tinh toan, thong ké dit licu.

- Detail: chua noi dung chinh caa Report, hién thi dit liéu trong dir liéu nguon
dudi dang cac Textbox Bound Control, méi Textbox la mét field dit liéu hoic cac
Textbox dang Unbound Control ding dé tao thém field mai.

- Group Header/Footer (Cac report c6 phan nhém): dbi vai cac Report c6 phan
nhém gidng nhu Form dang Main-Sub thi ngoai céc phan co ban con ¢ thém phan
két nhém 1a Group Header/Footer.

v Noi dung trong phan Group Header/Footer 14 tiéu dé ciia nhom.

v Théng ké dix liéu theo nhém

4.1.4. Hiéu chinh Report

- Pé hiéu chinh Report, ta ma Report & ché d6 Design View.

- Chon cac Control muén hiéu chinh.

- M& Properties Sheet, chon thudc tinh dé hiéu chinh.

- Céch hiéu chinh twong ty nhu ddi voi Form.

4.2. Tao Report c6 phan nhom

Chtic ning két nhém cua Report 1a mot cong cu manh va khéng thé thiéu dé lam
khdi Tuong Ion dit liéu co y nghia bang cach sap xép chiing thanh cac nhém nho hon,
va thuc hién cac phép tinh toan thdng ké trén mdi nhom riéng biét. Cé 3 céch sir dung
nhom dé phan tich dit liéu trong Report.

- Sur dung Total Query.

- Str dung Report Grouping.

- Sur dung Subreports.
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4.2.1. Sir dung Total Query
Trong trudng hop nay, Report khéng chira phan chi tiét ma chi chia céc 6 thong ké
dir liéu: Sum, Avg, Min, Max trong phan Detail caa Report. Cach thuc hién nhu
sau: Tao Total Query, trong query chon field 1am tiéu chuan théng k&, field chira dit
liéu théng ké va chon phép thong ké
Vi du: Tao Report tinh tdng sé lwgng va tong tién da ban cua ting sé héa don

= Querys
CT_HD_NHAP_XUAT DM_HANG
? SOHD _/1— 7 MAHANG
7 MAHANG = TENHANG
DONGIA DVT
SOLUONG GHICHU
1
Field: | MaHANG TENHANG DONGIA SOLUONG THANH TIEN: ([DONGI
Table: | CT_HD_NHAP_XUAT | CT_HD_NHAP_XUAT | DM_HANG CT_HD_NHAF_XUAT | CT_HD_NHAP_XUAT
Sort:
Show:
Criteria:
orn

- Tao Report, st dung Total Query da tao ¢ trén.

I8 <T_HD_NHAP XUATZ

&

| [TENHANG DONGIA” SOLUONG” THANH T|EN|;

{

# Report Footer

- Click nat Group & Sort trong nhém 1énh Grouping & Totals.

Group i/ Hide Details
& Sort =

Grouping & Totals

- Trong ctra so thiét ké xuat hién khung Group, Sort and Total bén dudi cira s6
thiét ké.
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[l cT_HD_NHAP_XUAT2
'I

&

| e e FEE e R EEEE R [ o [ T
. |=Now(} | ="Page" & [Page] & " of " & [Pages]|§|
+ Report Footer

4
Group, Sort, and Total
Group on SOHD ™ with A ontop ¥ . More »

= add a group 2l pdd asort

- Click khung Add a Sort dé chon field sap xép.
- Click nat Add a group dé chon field két nhém, chon field két nhém trong Field
List, trén ctra o thiét ké xuat hién thanh Group Header.

SOHD

- MAHANG
! TENHANG
Group, Sort, and Total DONGIA

SOLUONG

Group on SOHD N w
THANH TIEM —

L Group on select field ™

expression

- Khung Group, Sort and Total cé dang nhu hinh:

Group, Sort, and Total

Group on SOHD ™ with Aontop ™ . More »

[= Add a group 2l Add a sort

- Mo thanh Group Footer va thyc hién cac phép théng ké bang céach Click
ndt More, cira s Group, Sort and Total c6 dang:

Group, Sort, and Total X

E‘Group on SOHD ¥ with Aontop ™ . by entire value ¥ . withno totals ¥, with fitle click to add, witha header section ¥, with a footer section ¥ do not keep group together onone page ¥, Less 4 @ )(‘

5 pdd 2 group & pdd asont

- Click nat with no Total d& m& menu Totals:
+ Total On: chon field chta dit liéu thong ke.
+ Type: Chon phép thong ké.
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Group, Sort, and Total

R Totals
| Group on SOHD ™ with A ontop ™ . by entire value ™ , with no totals ™

Total On &5
o A 52 o
= add a group £l add a sort Type [ Count Values

W
|:| Show Grand Total

|:| Show group subtotal as % of Grand Total
|:| Show subtotal in group header

|:| Show subtotal in group footer

- Chon vi tri dit cac & thdng ké bang cach check vao cac 6 tiy chon:

+ Show Grand Total: Dit 6 théng ké trong phan Report Header/Footer.

+ Show group subtotal as % of Grand Total: it 6 thng ké trong

phan Report Header/Footer.

+ Show subtotal in group header: bt 6 thng ké trong phan Group

Header.

+ Show subtotal in group footer: Dit 6 théng ké trong phan Group

Footer.

- Drag chuét kéo cac field phan nhém dua vao Group Header, va céc field con
lai dua vao phan Detail.

I8 CT_HD_NHAP_XUATZ

&

~ | [TENHANG

="Page " & [Page] & " of &[Pages]k

# Report Footer

- Néu can thém field két nhdém thi trong khung Group, Sort and Total click tiép
trong 6 Add a group dé chon field tiép theo.

Group, Sort, and Total

‘ Group on SOHD ¥ with Aontop ™ . More &

[= Add a group 7l Add a sort

4.2.2. SubReport
SubReport ¢c6 tac dung twong ty nhu Report Grouping. Sy khac biét duy nhat 13
tao c4c Report trong hai phan riéng biét: Main Report va SubReport.
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| fﬂ Report2

{MAHANG

| TENHANG

| v
# Page Footer

Céch tao
- Tao Main Report, dit liéu ngudn thuong 1a bang cha.

- Tao Sub Report, dit liéu nguon phai chua field lién két voi Main Report.

- Pua Sub Report vao Main Report c6 thé dung céng cu SubForm/SubReport
trong nhom Iénh Controls.

- Thiét 1ap thudc tinh Link Child Fields va Link Master Fields
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