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Muc tieu

e tao bang e chén va x0a cac 0,

« nhap cac muc vao bang cac hang va cét

- diéu chinh hang va cot - dinh dang bang

- hop nhat (merge) va phan e chinh stra cac thudc tinh

chia (split) cac 6 (cell) bang
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Lam viéc v&i bang
Cac cot (Columns)
A

Cac hang
(Rows)

Cac 0 riéng lé (Individual Cell)
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Lam viéc v&i bang

* Thiét ké thé hién va bd cuc tdng thé cta bang

« Pwdng vién don xuat hién cho toan bd bang theo mac dinh

« Pudng lwdi (gridlines) hién thj trén man hinh nhw 1a hwéng dan
ma thoi

S dung Show / Hide dé kiém tra ndi dung trong bang

* CO thé &p dung can I1é va dinh dang ndi dung cho 6

* CO thé hop nhat cac 6 1an can theo chiéu ngang va theo chiéu doc

« Xoay van ban theo 90 ° trong 6, hoac str dung WordArt

* CO thé di chuyén bang dén bat ky vi tri st dung Table Selector
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Lam viéc v&i bang

e Table Tools Ribbons
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Chen mét bang (Inserting a Table)

Insert Table tot nhat cho bang don gian [ ] 88 [ *
«Dé chén bang bang chiéu rong c6t va = M
chiéu cao hang: %EE%E%E%E%
—Trén tab Insert, trong nhém Tables, nhdp 8880000000
vao Table 000000000
» Kéo tr hdp trén cling trong lwai dé xac dinh so cot E}EEEEEEEEE
va héng T Insert Table..
« Word hién thj so lwgng cla cac cotva cac hang & &
dé tham khao trong khu virc tiéu dé ctia danh Sach @ qespessmen |
e T6i da 10 cot 8 hang. 0 St Bites
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Chen mét bang (Inserting a Table)

 Doi véi bang Ion, st dung chire

nang Insert Table: s Rl
Table size Nhap s6 lwong cac cot va T e i
i R Number of columns: 5 a
cac hang. Mumberofows: |2 =
. 7 X s AutoFit behavior
AutoF!t Chon cach ban mudn cac N
behavior muc dwoc nhap vao cac 6 © Autofitfocontents
- - ) AutoFit to window
cua bang.
8 - : || Remember dimensions for new tables
Remember Chon nhw la mac dinh cho e || v
dimensions | t4t ca cac bang mai. ~ -
for new
tables
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Vé mét bang (Drawing a Table)

« Pé kich hoat tinh nang Draw Table:
— Trén tab Insert, trong nhom Tables, nhap vao Table va sau dé nhap
vao Draw Table, hoac
— dwdi Table Tools, trén tab Design, trong nhém Draw Borders, nhap
vao Draw Table
« Pé vé:
— Bang (Table): nhap chuét tai géc trén bén trai clia bang va kéo dén
goc dwdi bén phai
— Puwdng vién ngang (Horizontal border): nhap chudt tai diém bén trai
cua dworng vién va kéo chudt dén diém két thac cha dwdng vién
— Puwdng vién doc (Vertical border): nhap chudt tai diém phia trén cla
dwdng vién va kéo chudt dén diém két thic cua dwong vién
— Puworng chéo (Diagonal border): kéo theo dwdng chéo tir goc nay dén
goc khac
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Vé mét bang (Drawing a Table)

St dung cdng cu Eraser dé xéa dwdng vién
giol trong cung mot cach nhuw vé
—Khi hoat ddng, con tré xuat hién dwéi dang 7
—Nhap vao dau duwdng vién can xda va kéo dén noi
ma ban mudn hoan thanh viéc tay xoa dwong vién
«Dé bat hoac tat Draw Table hodc cong cu
Eraser, nhan nut twong trng
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Tao mot bang nhanh (Quick Table)

» Cac bang duoc thiet ké san &
dyatrénviec bo tritai lieu == s == = == ==

* CO thé lwu céc dinh dang
dac biét riéng va bo tri vao
danh sach nay
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Lam viéc v&i van ban

* St dung cac phim mdi tén dé di chuyén qua van ban trong 6

» St dung Tab dé di chuyén dén 6 ke tiep, hodc Shift + Tab
dé di chuyén dén o trwoc

« D& chén tab hoac thut Ié, nhan Ctrl + Tab

» Dé tao cac hang, trong 6 cudi ciing clia cdt cudi cung,
nhan Tab

* Dinh dang van ban nhuw trong tai liéu thong thuwdng

» Cho cho dén khi t‘ét ca cac van ban da dwoc nhap vao dé
guyét dinh xem can thay doi cai gi
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Chon muc trong bang

Entire column

B&m vao phan & trén cling cla cot

Entire row

Nhéap vao thanh Iwa chon cho hang

Multiple columns or rows

Kéo qua cac cbt hoac cac hang

One cell

B&m vao & phia dwdi bén trai cha 6

Multiple adjacent cells

Kéo qua cac 0

Multiple non-adjacent cells

Chon 6 dau tién, va nhan Ctrl khi ban nhap vao méi 6 tiép
theo

Entire table

Chon Table Selector

 Duwdéi Table Tools, trén tab Layout, trong nhom Table, kich chon Select va

sau do lwva chon
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Piéu chinh chieu réng hoéc chiéu cao

« Bén dwdi Table Tools, hdy nhap vao tab Layout, trong nhém Cell Size,
thay dbi chiéu réng hodc chiéu cao, hoac

« Kéo dudrng vién doc tir trai hoac tr phai dé thay déi chiéu rong cét, hoac

« Kéo dudng vién ngang ti trén hoac tr dwdi dé thay ddi chiéu cao hang
mong mudn, hoac

* Kéo @1 dén chiéu rdong mong mudn, hodc

« dwdi Tools Table, trén tab Layout, trong nhom Table, chon Properties,
sau do nhap vao tab dé thay dbi chiéu cao hang, chiéu rdng cot, hoac
chiéu réng 6 déng

« D& phan phdi déu chiéu réng hoac chiéu cao ciia méi hang, theo Table
Tools, hdy nhap vao tab Layout, trong nhém Cell Size, bam vao
Distribute Rows hoac Distribute Columns
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Chen hang (row), cot (column), 0 (cell)

- Bén dwai Table Tools, trén tab Layout, xR
trong nhém Rows & Columns, nhap vao = = aniﬁill“‘ ‘Sm
tuy chon dé chen, hoac e

* Bén dw¢i Table Tools, trén tab Layout, T
trong nhom Rows & Columns, nhap vao OB o]
khéi chay Insert Table Cells Dialog Box, © Insert entre ok
bam vao muc, hoac o [ ool ]

« Kich chudt phai vao hang hoac cot va sau dé bam Insert
« P& chén hang méi & phia dwdi clia bang, trong 6 cudi cling cla
dong cudi cung, nhan Tab
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X6a hang (row), cét (column), 6 (cell)
*Bén duwoi Table Tools, B
trén tab Layout, ] R
nhom in Rows & Columns, | S e
nhap vao Delete, hoac 0 ou

*Kich chubt phai vao hang hoac cét

va sau d6 nhap vao Delete Row [ s
hoac Delete Column faciny
*Néu ban bam vao dé xéa cac 0: || res—
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Hop nhat va chia nhé céc 6

« P& hop nhat cac 6, chon cac 6 can hop nhat va sau do:
— Bén dwdi Table Tools, trén tab Layout, trong nhém Merge, bam vao
Merge Cells, hoac
— Nhan chuét phai va sau d6 nhap vao Merge Cells, hoac
— Bén dudi Table Togls, tren tab Design, trong nhom Draw Borders,
nhap vao Eraser dé loai bo cac dwdng vién
« P& phan chia cac 6, chon cac 6 can phan chia va sau do:
— Bén dwédi Table Tools, trén tab Layout, trong nhom Merge, nhap
vao Split Cells, hoac
— Nhan chuét phai va sau d6 nhap vao Split Cells, hoac
— Bén dudi Table Toqls, tren tab Design, trong nhom Draw Borders,
nhan Draw Table dé them dwdng vién dé tao ra hoac phan chia 6
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Swr dung Table Styles ‘

« Cac dinh dang bang R ——

R S emaE mMadiamE O smesam e e e e e mm e

dworc thiét ké san e

*Bén duwol Table Tools,  gm s e o e
trén tab Design, trong ) T S S S
nhom Table Styles,
nhan More

— Live preview
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Thay d6i dwéng vien va doé bong

* Bén dwoi Table Tools, trén tab Design,
trong nhom Table Styles, nhap vao

mui tén cho Borders T —
e Bén duwdi Table TOO|S, mzmcﬂ::lllll

trén tab Design, trong nhom

Table Styles, nhap vao |II|"|I"

mdi tén cho Shading am cEEEEE
- Bén dwéi Table Tools,

trén tab Design,

trong nhém Draw Borders, S—

nhap vao dé vé duwdng vien  Lpecer  mhc

Draw Borders

I_:_ Barders|'1. Yapt—— -

DERWNNZET EB®BH -

< Bottom Border

i Top Border

Left Border

Right Border

Mo Border

All Borders

Qutside Borders

Inside Borders

Inside Horizontal Border
Inside Vertical Border
Diagonal Down Border

Diagonal Up Border
Harizontal Line

Draw Table
View Gridlines

EBorders and 3hading...
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Thao tac van ban trong cac 0

== A= [
S = =

Text Cell

=] =l = pirection Margins

Alignment

- Pé thay doi sw canh chinh ngang hoac thang dirng,
Bén duw¢i Table Tools, trén tab Layout, trong nhom
Alignment, bam lénh

- Pé thay doi hwéng cla van ban, Bén dwdi Table Tools,
trén tab Layout, trong nhém Alignment, bam vao Text
Direction
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Chuyén doi van ban vao mét bang

* Chuyén dbéi van ban dwoc phan cach bdi cac ky tw tab,

dau phay hay dau doan

» Cac ky tw dat van ban trong tirng 0
cho moi cot

» Pé chuyén dbi sang dinh dang bang,
chon van ban va sau do:

— Trén tab Insert, trong nhdm Tables, nhap vao

Table va nhan Convert Text to Table

- —
Corwert Text to Table M

Table size
Mumber of golumns: .l . %'
Mumber of rows: g g
BustoFit behavior
@) Fived column width: | Auts
(7 AutoFit to conbents
() AwtoFit to window

Separate text at
(7) Paragraphs ) Commas
@ Tabs © Qther: |-

o J[ concd |

— Trén tab Insert, trong nhom Tables, nhap vao Insert Table
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Chuyén doi mét bar

g sang van ban

« Pé chuyén dbéi bang vao din

n dang van ban, bam vao

bat c& noi ndo trong bang. Sau dé, bén dudi Table
Tools, trén tab Layout, trong nhdm Data, nhap vao

Convert to Text

-
Convert Table To Text

Iop—

Separate text with

b,

[V] Convert nested tables

Lok [ concel |
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Sap xep dir lieu
- Sap xép van ban theo thir tw bang chir cai hoac theo
thir tw sO tr cac doan van ban, danh sach dworc tao ra

v&i cac ky tw tab, dau phay, hodc cac hang trong mot
bang

* S dung dén ba tiéu chi hoac — i
trinh tw khac nhau dé sap xép =
cac cot | ] e o] @

- D& sip xép van ban théng thuwong, | ] S o L
trén tab Home, nhdm Paragraph, |“ee semem
nhan Sort Lo ] e ]
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Sap xep dir lieu
- Dé sap xép van ban trong bang, bén dudi Table Tools,
trén tab Layout, trong nhdm Data, nhap vao Sort

Sort by | Chon di¥ liéu dé sap xép; tiéu dé
cot hién thi trong danh séch.

o s Type Chon loai di liéu.
Sort by
Coln 3 5] Twe: 1 [2] © ascendng Using Chon cach dir liéu tach biét.
Lising:  Paragraphs E! i 2 7 7 h
Then by | Order Chon dé sap xép tang dan hoac
] o 1t __ e gidm dan.
il =~ ... | Thenby Chon uu tién tiep theo dé sap xep.
” thg: agrls 77 Mylist Chon néu can c6 tiéu dé& cho
{9 e i | 2 o oy has moi cot.
[ gotors... = ]l == || Options | Chon cach to chtc dir liéu neu

dinh dang van ban hoac bang
khong théng dung.
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