Chuong 2. Xur Iy van ban nang cao MS Word

2.2 Pinh dang nang cao

2.2.1 Thiét lap font chir va doan van

Phan nay s& on lai mot sb dinh dang co ban, dong thoi huéng dan cac dinh dang nang
cao, cu thé: cach co gidn va ghép chir, cach thiét lap cac hiéu tng va kiéu mau van
ban.

Dinh dang font chir

C6 3 chtic nang dinh dang ma trong qua trinh soan thao van ban ching ta s dung
nhiéu nhat d6 1a in dam (Ctrl +B), in nghiéng (Ctrl+1) va gach chan (Ctrl+U). Va hau
hét cac dinh dang van ban thuong gap ciing da duoc liét ké trong nhém Iénh Font caa
Tab Home:

Home Insert Design Layout References Mailings

.5
Paste =l By
= ™ Format Painter W= §
Clipboard Paragraph
L s 2 o0 1 g s "T A R N T

Hinh 2- 52. Cac dinh dang Font chir co' ban

Ta chi can bdi den doan van ban can dinh dang sau d6 chon cac Iénh & trong
nhoém Font nhu hinh

Dé thiét 1ap cac kiéu Font chir dic biét, ta chon biéu twong Text Effects ( 2):

A~ A === = O-H- T Normal | TNoSpac.. Heading1 Heading?2 Ti
A & Styles
A A [\ ,f/\“z |-‘3»«‘|~4.|-5-‘-16
A A A A
A A A A A LOIDAY CUAKHONG TU
20 W o | ) &
L Outline " 1. Tam con chua thién, phong thuy vé ich.
£\ Shadow ’
A\ Reflection » -
M e , 4. Lam vigc biit chinh, dpc sch v8 fch.

Hinh 2- 53. Cé&c hiéu wng nang cao cho Font chir

Str dung Font Dialog

Dé dinh dang Font chit nang cao ta cling c6 thé mé ctra s6 Font Dialog bang cach bim
vao biéu tegng mé rong trong nhdm Iénh Font cua tab Home (hoic nhan t6 hop phim
Ctrl+D hoac Ctrl+Shift+F):
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2.2 binh dang nang cao

Font 7 » .
Tab Font:

Font Adyanced

Dung dé dinh dang Font chit, kiéu

~ - ~ . ~ n ~ Eont: Font style: Size!
chit, c& chit, mau chit, gach chan, chit hoa, +Body Regular P
~ ) : ;

chit thuong, Superscript (X2), Subscript eaings 1B
Agency Bol 0

(H20 ) :F;::a:a B glg Italic ]1]-
ALS SyysSeript VH vl | 12 bl

Tab Adva]](‘_ed: Font color: Underline style: Underline color
Automatic Lo (nome} w Automatic

Dung dé hiéu chinh co gidn chit, | ees

- ~ [ strigethrough [] small caps
ghep chir... [ Double strikethraugh ] an caps
[ superseript [ Hidden
Text Effects: O subscript

Preview

Dung dé thiét lap hiéu tmg chi
Set As Default:

+Body
This is the body theme font. The current document theme defines which font will be used.
Dung dé thiét lap thong so mic
dinh theo ¥ muon cua ngudi sir dung. Set As Defout | | Tt EMtecs.. cancel

Hinh 2- 54. Hop thoai Font

Thong thuong khi soan thao van ban ta s dung mét kicu dinh dang dong nhat dé
néang cao tinh chuyén nghiép, do d6 ta dinh dang hét cac thong so roi chon chirc nang
“Set As Default”.

Vi du: Ta thiét 1ap Font chit “Time News Roman”, Font Style = “Regular”, Font
Size =13 roi nhan nut “Set As Default”, man hinh sau hién thi:

Microsoft Word ? *

Do you want to set the default font to Times New Roman, 13 pt for:
(") This document only?

@E&II documents based on the Normal template?:

Hinh 2- 55. Thiét 1ap Font mic dinh

Sau khi chon “All documents
based on the Normal.dotm template” | ron ?
rdi bAm OK, Microsoft Word s& luu lai
dinh dang nay, mdi 1an mé mét tap tin

Font Adyanced

Character Spacing

maoi 1én thi tap tin ma&i nay clng co Seale; [ 100% ~
dinh dang gidng nhu ta da thiét 1ap. B

Ak 4

postion: B
Khi in an do6i khi ta gap truong [ kerningCondensed

~—Faints and above
hop: C6 mét vai tir roi xudng trang mai
lam xau trang in, hodc ta muén dong | oswes  wome S
cudi cling chir dugc gidn day dong ChO | numserspacing:  persut
dep thi ta xur tri nhu thé nao? Khi gip Number forms; | Default v
truong hop nay ta s€ dung chiurc nang Slisicsets: | Default v
co gidn chix ¢ trong tab Advanced cua Cuse Conteat e

cua so Font:

OpenType Features

Times New Roman

This is a TrueType font. This font will be used on baoth printer and screen.

Set As Default | | Text Effects... Cancel




Chuong 2. Xur Iy van ban nang cao MS Word

Normal : Chit dé binh thuong
Expanded : Gian chir

Condensed : Co chir
Chen biéu trong va ky t ddc biét Hinh 2- 56. Thiét lap co gian chir
Poi khi trong qua trinh soan thao van ban, ta can chén mot sé biéu twong hay ky tu
dic biét nao d6 nhung ta khong thé nhap vao tir ban phim duoc, Microsoft Word da
cung cip mot kho céc biéu twong va ky tu dic biét rit phong pht, né du dap wng moi
yéu cau cia ngudi str dung.

Dé hién thi ctra s6 chén biéu twong va ky tu dic biét nay ta vao: tab Insert \
Symbol \ More Symbol (Atl+N+U+M):

Symbaol ? X
symbols  Special Characters
Font: |\ Wingdings ~

e a s e I = e ) ) = S
HE|EE R R &b e R = || s ¥
SBEIEER © B EIEGEE SRR
6| T T8 H | |G| S| VYIS,
Recently used symbols:

- E|E|¥|O|®™ £ £ <=+ | % |o|p|alp
\U“;;c::i:;::n;? Character code: |73 from: | Symbol (decimal| ~
AutoCorrect... Shortcut Key... | Shorteut key:

[Cnset ] conce

Hinh 2- 57. Hgp thoai Symbol
Trong tab Symbols c6 danh sach Font chit: Ung véi mdi loai font chir khac nhau
thi ¢6 biéu tuwong khac nhau, cac biéu tuong duwoc sir dung nhiéu nhat la nam trong
Font Wingdings.

Dé cheén cac ky tu dic biét chang han nhu (© , ® , ™ | §, ...), ta vao tab Special
Characters.

Thém Drop Cap vao tai liéu

Nhu ta da biét, Drop Cap la trong mot doan van ¢6 1 ky hoac 1 mot nhom céac ky tu &
dau doan van “roi” xudng cac dong bén dudi (vao tab Insert\ Drop Cap):
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2.2 binh dang nang cao

Design Layout References Mailings Review View Developer Faxit Reader PDF @ Tell me what you want to do.

D ,j‘ ,j‘ T SmartArt il store W EE,; & Hyperlink t:‘ [ Header - . [E Quick Parts~ [ Signatu
Table  Pictures Online Shape; QL 3 My Add-ins ~ Wikipedia Onl;n; 1> Bookmark Comment B3 Footer- alkvordi r —
- Pictures - @ Screenshot~  @F MY AdETns Video L Cross-reference [] Page Number~  go~ * DropCap~ []Object

Tables Illustrations Add-ins Media Links Comments Header & Footer
\-2-|-1"g-l-l-l‘z-l-l-‘4-|-5-|‘€--|-T-‘E-|-9-|-1C-|-11-|‘12-|-13-| None

A Dropped

01'mot-doan-van-cé-thé-thém-mét-Drop-Cap. Mac -dinh-ky tlr -da PR
vin-khi-thiét-1ap-Drop-cap-né-s&-dwgc roi-xudng, nhung -néu-ta
Drop Cap Optiens..

d4u-thi-né-sé-roi-ca-tir-dau-tién-dé-xudng-(nhiéu-ky-ty-nhu- hinl: .2 e aor amans
doan-van-lai khéng-cho-phép-tathém Drop-Cap-thi-hay kiém tra xem-doan-vin-dé-cé-bi-gd-
dir-khoang tring-&-dau-dong-hay-khéng-hodc kiémtra-xem-con tré-van-ban-cé-dang-dimng-
trén-dong ‘ma-khéng-c-chit-nao-hay-khong.q

Hinh 2- 58. Chen Drop Cap

MJi mot doan van co thé thém mot Drop Cap. Méc dinh ky tu dau tién cia doan
van khi thiét lap Drop cap no s€ dugc roi xudng, nhung néu ta boi den mot tir dau thi
nod s& roi ca tir dau tién d6 xudng (nhiéu Ky ty nhu hinh trén). D6i khi doan vin lai
khong cho phép ta them Drop Cap thi hdy kiém tra xem doan van d6 c6 bi go du
khoang tring & dau dong hay khong hozc kiém tra xem con tro vian ban c¢6 dang dang
trén dong ma khéng c6 chir nao hay khong.

Tao va chinh stra Style

Trong qué trinh soan thao vin ban, ¢4 nhitng ndi dung c6 dinh dang gidng nhau, néu
dinh dang lan luot cho tirng noi dung riéng s& mat nhiéu thai gian va khong nhat quan.
Mot trong nhiing cach don gian dé thuc hién diéu nay la dung Style.

Style 1a mot tap hop cac dinh dang duogc tao trudgc va cd mot tén. Style rat can
thiét khi soan thao giao trinh hoac tai liéu cé nhiéu muc, nhiéu loai van ban khac nhau.

Style c6 thé &p dung cho cho doan van (Paragraph), cho ky tu (Character) hoac ca
hai (Linked). Word c6 san cac Style mac dinh, nguoi dung c6 thé dinh nghia thém
Style. Cac Style dugc chuara trong trong Group Styles trén thanh Ribbon cua tab Home.

Chon cdc Style cé sdn

B6i den doan van ban muon gan Style, trong nhém Iénh Styles cua tab Home,
nhan chon kiéu Style mong muén:

Insert Design Layout References Mailings i i Developer Foxit Reader PDF Q Tell me what you want {
5 Cut . . s = L=l == 8 R
o TimesNewRo ~[13 | A" A" A2 =325 =3 8T AaBbCel| AaBbCA AaBDC( AaBbCel
?Format Painter | B 1 Y Tabe X X* /- w-A- ===81|1=- | D -2 TMormal | THNo Spac.. Headingl Heading 2
oboard 7 Font & Paragraph n | AaBbCcl AaBbCcl AaBbCcl AaBbCel .
—— gt LY 23 &1 51 6 1 7 _| Subtle Em... Emphasis | InfenseF.. Strong
e S e

Intense Emphasis

Mot trong nhitng cach don gian dé thuc AaBbCcl AaBbCcl AaBHCel

Book Title  TList Para.. T Caption

Style la mot tdp hop cdc dinh dai s Creacasyie
. y .- 3 . e T oA Clear Formatting
khi soan thao gido irinh hodc tai liéu cc ,, S, ’

Style co thé ap cfm?t‘f cho cho J{)mr van (Paragraph), cho ky
hai (Linked). Word c6 sén cdc Style mdc dinh, nguoi ding cé thé

Hinh 2- 59. Chen Style c6 siin ciia Microsoft Word
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Chuong 2. Xur Iy van ban nang cao MS Word

Tao mai Style
Chon mé rong Style trong nhém Styles (khoanh tron s6 1)

Click biéu twong New Style (khoanh tron s6 2)

| AaBbCcl| AaBbCel AaBLC( Az AQB sssvcee 4aBbCe daBbC | g o

’ Create New Style from Formatting ? *
Properties
Hame: Styte1
Styte type: Pasagraph
Styte based on v Normal
Style for following paragraph: T Stylet
Formatting

Times NewRomanw| 13 V|| B I U Automatic

Style: Show in the Styles gallery
Based on: Normal

[ Add to the Styfes gallery [[] Automatically update
®) Only in this gocument O New documents based on this template

e

Hinh 2- 60. Tao Style mei
Name: Nhap tén Style méi (vi du trén la dntu_style).

Style type: Chon loai Style (paragraph, character, linked).

_ Style based on: Chon Style lam co s¢ cho Style dang tao, Style dang tao s& bao
gom cac dinh dang cua Style nén.

Style for following paragraph: Chon Style cho doan ké tiép.
Formatting: Chon cac dinh dang cho Style.

Click nuat Format cho phép ma réng cac dinh dang nhu: Font, Paragraph, Tabs,
Border, Language, Frame, Numbering, Shortcut Key, Text Effects.

Bam OK dé tao Style mai, sau khi bam OK thi style dntu_style s& duoc dua vao
Quick Style Gallery

Gan Style
Chon khéi vin ban can dinh dang

Chon Style da tao & trén (dntu_style), lic nay khoi van ban s& c6 dinh dang giong
nhu dugc thiét 1ap trong dntu_style:

AaBbCcl AaBbCel AaBbCel AapbCc 4asbcel AQB assbcer taBbcer
dntu_style | TNormal TMoSpac.. Heading1 Heading 2 Title Subtitle  Subtle Em... |+

Hinh 2- 61. Gan Style cho khdi vin ban
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2.2 binh dang nang cao

Chinh stra Style

Dé hiéu chinh Style, ta bam chudt phai vao Style, chon Modify (s& xuét hién man
hinh chi tiét dé thay d6i dinh dang giéng nhu & muc tao méi Style, tai ddy ta d6i cac
thong sb theo nhu cau cu thé):

AaBbCcl| AaBbCel AaBbCel AaBhC( Aasbcel AQDB
dn Update dntu_style to Match Selection Heading 2 Title :

._-gg Modify...
i tyles
Select All: (No Data) 3.1 141 15 . .18

Rename...
Remaove from Style Gallery

Add Gallery to Quick Access Toolbar

Hinh 2- 62. Hiéu chinh Style
Tuong tu ta cé cac chuc nang:

Rename...: Doi tén Style
Remove from Quick Style Gallery: Xoa Style khoi danh muc

Add Gallery to Quick Access Toolbar: Pua Style nay vao thanh Quick Access
Toolbar

2.2.2 Chia c6t cho doan van ban
C6 nhitng vin ban sau khi soan ban muédn chia ra lam nhiéu cot nhu cac bai bao, MS
Word s¢€ gilp ban hoan thanh.

Pé chia doan van thanh nhiéu cot;

Boi den doan vin mudn chia cot, vao tab Layout \ Column \ More Columns:

References Mailings Review i Developer Foxit Reader PDF @ Tell me what you wa
'# Breaks ~ Indent Spacing L4 [& Align -
OlineNumbers~ 2= Left  0cm - I: Before: 6 pt s u b’
Columns . Tle= - Selection |
- b¢ Hyphenation~ = =& Right: |0 cm - = After |6 pt - Pane k Rotate -
5 Pl Paragraph Pl Arrange
OnE Gt U LW 2 e e 3 e e 4SBT B e ® 1 10 AL g 121 13
1uuliual
Two . n B .
2.2.2. Chia cot cho doan van ban
Three Co nhitng vin ban sau khi soan ban muoén chia ra lam nhiéu cot
MS Word s€ giip ban hoan thanh.
Left
bé chia doan van thanh nhiéu cot:
Right

Boi den doan vin mudn chia cét, vao tab Layout \ Column \ Moi
== More Columnz. Presets: chon mot trong cdc mau c6 san hosc nhap so cot vao 6 Nur
Line between: K&/Khong ké dwong phan cach gitra cac cot.

Width and spacing: D06 rong cua cot va khoang cach gitta cac caot.

Apply to: Pham vi chia cot.
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Chuong 2. Xur Iy van ban nang cao MS Word

Hinh 2- 63. Chia cjt doan vin ban
Dé mé cira s Column -> More Columns:

Columns ? *

Presets

One Two Three Left Right
Mumber of columns: |1 = Line between
Width and spacing

Col# Width: Spacing:

16.51 em
[ ]
[ ]

AF|| 4]
AF||4F |4

Equal column width

Apply to: | Whole document |~ Start new column

Hinh 2- 64. Hop thoai Colums

Presets: chon mét trong cdc mau c6 san hoic nhap sé cot vao 6 Number of
columns.

Line between: Ké/Khdng ké duong phan cach gitra cac cot.
Width and spacing: Do rong caa cot va khoang cach gitra cac cot.
Apply to: Pham vi chia cot.

Lueu y: Khi chia ¢dt nguoi dimg thirong mac cac |6i nhw chia hai cét di liéu nam
tron mgt cot, khdng qhia qua cét ther hai... Cac lol nay xay ra o khdau boi den dir liéu
(thuwong la khdng ngat doan).

2.2.3 Cong thirc toan hoc
Dé thiét lap cac cong thic Toan hoc, Hoa hoc......trong Word, ban vao Tab Insert \
Equation.

I nsert Rederences haslngs Review Wiew Developer Fomit Reader PDF

—_—— J ™ Senartiart ol stone W ----- B Hypealink * Header * A | il Quick Pasts = [ Signatuse Line

e | Plties Ol Shne, MR . e “"I'_' I* Bockmark el ] Foater - o A WardAn - T Date & Time
Pict . B 5 I & My Add-ins - PAC o s nee o) Page Mumber=  pg . ™ot

Layout ¥ Developer Fouit Reader PDF W Tell me what ant ¢ Sign in

. ) X Hie [° - m 1

T 7 EEEEEEE - T @AX T, £ O ws g fm A [

Equition ek . IRIANE c el [allw 2 Fraction Script Radicel Integral  Large  Beacket Function Accent Limit and Operstor Matric
Equation 35 Mormal Ted . g - = e R S = Log* .

Hinh 2- 65. Thanh céng thuc

Thanh céng cu dé soan thao xuat hién, va ban bat dau thiét ké cac cong thic. Ta
cd cac group:
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2.2 Binh dang nang cao

Tool: Chén va dinh dang cac mau cong thuac co san.

A [E Quick Parts - @SignatureLine - JL Equation ~
Built-In -

e
Boy Area of Circle

A=mrt
14

Binomial Theorem

(x+a)"= Z (:)xka“‘k
k=0

Expansion of a Sum

nx nln—1x2
(1+x)“=1+ﬁ+72! +

Fourier Series

nwx nmwx
flx) =ap+ zl(a,,cosT +b, sinT)
n=1

@ More Equations from Office.com b
TC Insert New Equation
[#] InkEquation

Hinh 2- 66. Chen miu cong thirc
Symbols: Chen céc ky tu dac biét.

Basic Math «
Basic Math

[2][=] =M AL S P ]2 F] ]
=]v] L[]V [ [¥][o][n] (o] ][ ][] [c][a][v][2][2]
L] BRI =] 2 o] (=[] e]
0| I 3 1 2 3 B N S NI

Hinh 2- 67. Ky hiéu toan hoc
Structures: Cac cau tric cdng thic c6 san.

Dang Dang cin Cic todn Dang Gidi han Dang ma
phin sd thirc tl!lﬁl‘il hrong gii‘c va h{:g tr:_m\!I
- L]

! ]
1

"‘ : [ Y i
X X o (X : : o '
U0 0 e g i A

=0

e |

Fractioh Script Radical Iffegral Large B‘lﬁcket Function Agcent Limit and Operator Matrix
= 1 - - !.!' ~  Operator~ f ~ i P Log - & -
E e ’."Structures rfj !:' |
r .- ~ . .
Dang D:-_mgpnl:h Cicdau Nhan din Todn tu"
mii phan ngoic am

Hinh 2- 68. Cdéng thirc toan hoc
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Chuong 2. Xur 1y van ban nang cao MS Word

Luwu y: khi tgqo cac cdng thic ban nén tqeo trong cung mgt Equation, khdng nén

tach riéng ting phdn, nhuwr vdy sé rat khé dinh dang cho cong thirc.

2.2.4 Bang biéu va biéu do
Bdng biéu trong Microsoft Word

Han ban khéng con xa la gi voi bang (table) trong Microsoft Word. Cac bang c6 the
duogc sir dung dé t6 chirc bat cir loai ndi dung nao, cho du 13 vin ban hay dir liéu sd.
Bang giup tai liéu cua ban trong d& nhin va c6 t6 chac hon. Hay cung tim hiéu cac tha

thuat vé bang trong Word 2016 nhé.
Chen bdng trong Word 2016

Bwéc 1: Bat con tro chudt vao Word noi ban mudn chén bang.

Bwéc 2: Diéu hudng t6i tab Insert, sau d6, nhap chon Table.

Bwéc 3: Thao tac nay s& mé ra mot menu. Tai ddy, ban c6 thé chon s6 cot va hang

S)

muén tao.
File Home Oesign Layout References Mailings Review Q Tell me
) B = e % ] Header - A= B[
h D L D ’ / il a Eu; cx v ‘ D Footer » u 4q - ?
Pdg"—" Table Pictures Onlme Shapcs Add-  Online Links Comment Text %
v Pictures =~ @+~ Ins*  Video ¥ [ Page Number ~ Box ~ g
6x6 Table Media Comments Header & Footer Text
L DDDD ............. v AT A i R RN SRR v o4
I
Cieicd
Qoo
-
NLL
ore Schedule
0000000000
- | 00000000003
. ER Insert Table...
3 Eﬁ Draw Table

EE] Excel Spreadsheet

B3 Quick Tables »

Hinh 2- 69. Chén bang biéu

Bwéc 4: Tro lai giao dién Word, dé nhap vin ban, hiy dit diém chén vao bat ci 6

nao, sau d6 bat dau nhap vin ban.

Weekly Chore Schedule
June 24 - June 28

k

Monday Tuesday Wed|
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2.2 binh dang nang cao

Hinh 2- 70. Nhap dir li¢u trong bang biéu

Dé di chuyén gitta cac 6, ban c6 thé sir dung phim Tab hodc cic miii tén trén ban
phim.

Chuyén déi vdn bdn thanh mot bdng
Trong vi du dudi day, mdi dong vin ban chira mot phan caa danh sach cong viéc,
bao gom cong Viéc va cac ngay trong tuan. M&i muc dugc phan cach bang cac tab.

Word c6 thé chuyén doi cac thong tin nay vao mot bang, sir dung céc tab dé tach dir
liéu thanh cac cot.

Bwéc 1: Chon vin ban ban mudn chuyén déi sang bang.

Weekly Chore Schedule A2 /%,
July 1-July 5 € W{ $/~ 'i‘v

Monday Tuesday Wednesday Thursday
Homework X X School holiday
Feed fish X X X
Dishes X X X
Sweeping
Recycling X X

N
Hinh 2- 71. Vi du chuyén déi viin ban sang bang biéu
Bwéc 2: Truy cap tab Insert, sau d6 nhap chon Table.

Buwéc 3: Nhap chon Convert Text to Table tir menu tha xudng.

Bwéc 4: Mot hop thoai s& xuat hién.’Chon mot trong cac tuy chon trong muc
Separate text at. Pay la cach Word nhan biét ngi dung nao dugc dua vao moi cot.

Convert Text to Table ? *

Table size

Number of columns: 5

ERLARIE ] 3

Number of rows 6
AutoFit behavior

(® Fixed column width: | Auto =

() AutoFit to contents

() AutoFit to window

r
Separate text at
O Paragraphs O Commas

() Tabs! () Other:

‘I | QK | I Cancel
Hinh 2- 72. Hop thoai chuyén déi vin ban sang bang biéu

Bwéc 5: Nhap chon OK. Két qua 1a van ban s& xuat hién trong bang nhu hinh
du6i day.

53



Chuong 2. Xur 1y van ban nang cao MS Word

Weekly Chore Schedule

«

7 X A0 "7
\\ ._'

July1-July 5 e
Monday Tuesday Wednesday Thursday
Homework X X School holiday
Feed fish X X X
Dishes X X X
Sweeping
Recycling X X

Hinh 2- 73. Két qua chuyén ddi tir viin ban sang bang biéu

Chinh stra bang Word 2016
Thém hang hoic cot

Budéc 1: Di chudt bén ngoai bang, noi ban mudn thém hang hoac cot. Nhap chon
dau + xuat hién.

“

1 A1

Weekly Chore Schedule
July1-July5 &5

LA

[ Monday Tuesday Wednesday Thursday L\\'
Homework X X School holiday

Feed fish X X X

Dishes X X X

Sweeping

Recycling X X

Hinh 2- 74. Thém cét bang biéu
Buwdc 2: Mot hang hoac cot mai sé dugc thém vao bang.

Ngoai ra, ban c6 thé nhip chudt phai vao bang, sau d6 nhap chon Insert dé xem
cac tuy chon cot va hang.

&3
‘ ] S Tuesday Wednesday Thursday
| Hom' X School holiday
[ Feec X X
D_iSh. AD Paste Options: X X
ET N
Re LA X
D Smart Loockup
Synonyms »
3‘5 Tranglate
Insert ¥ | & Insert Columns to the Left
Delete Cells... F3  Insert Columns to the Right
[ Split Cells... F* Insert Rows Above
Border Styles ’ E} Insert Rows Below k
[H Text Direction... gf” Insert Cells...
Efy Table Properties...
8 Hyperlink...
] New Comment

Hinh 2- 75. Thém hang bang biéu

Xbéa hang hoac cgt trong bang

o4



2.2 binh dang nang cao

Buwéc 1: Bat diém chén vao hang hoic cot ma ban mudn xda, sau d6 nhap chudt
phai. Chon Delete Cells tir menu hién ra.

4

—————— & e Thursday
Colibi® - 112 ~| A" A" := ~ 3=~ B~ [EX™ [['School holiday
Py v v & Insert Delete

Homework
Feed fish BI=W-A-
Dishes pves =
Sweeping] I I
Recycling

‘sy Paste Options:

o

A

Q Smart Lookup

"‘!‘ Tranglate
Insert »
Delete Cells...

[ Split Cells.. X
Border Styles »

If‘ Text Direction.,

p—

EF Table Properties

&, Hyperdink...
4

Hinh 2- 76. Xda ¢t hoic hang

Buwérc 2: Nhép, chon Delete entire row hoac Delete entire column trong hop thoai
hién ra. Sau d6 nhap chon OK.

Delete Cells ? *

() shift cells left

(®):D ‘

(%D II:I.I'I'IH
Cancel
Hinh 2- 77. Chon xda cgt hoac hang

Két qua 12 hang hoic cot duoc chon s& dugc xoda di.

Tao kiéu bang Word 2016
Kiéu bang cho phép ban thay ddi giao dién cua bang duoc tao bao gom mot s6
thiét ké nhu mau sac, duong vién va phéng chi.

Bwéc 1: Nhap vao vi tri bat ki trong bang, sau ¢4 nhap chon tab Design trén thanh
ribbon.

Bwéc 2: Tim nhém Table Styles, sau d6 nhap chon mili tén chi xudng More dé
xem danh s&ch kiéu bang day du.
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Chuong 2. Xur 1y van ban néng cao MS Word

File Home

Insert  Design

Layout

References  Mailings

Review View

v| Header Row V| First Column

Total Row Last Column
v Banded Rows Banded Columns
Table Style Options

L S - - 1o o .

Table Styles

o P v iod 34

Weekly Chore Schedule

7 7
== Y
==l v Yapt v =
ol =] Shading Border —; Borders Bo
Ch - Styles ~ LZ pen Color - ~  Pai
Borders
B More RS |

Quickly change the visual style of
your table.

Each style uses a unique
combination of borders and
shading te change the appearance

m of your table, Hover over a style in ‘7
- brgniae
the gallery to preview it in your

3 July 1-July 5 €3
5 document.
; [#]
- | Monday Tuesday Wednesday | Thursday Friday
. Homework X X School holiday
B Feed fish X X X
i Dishes X X X
Recycling X X

Hinh 2- 78. Chon kiéu bang biéu
Bwéc 3: Nhap chon kiéu bang ma ban muén.

Bwéc 4: Vi dy, kiéu bang dugc chon s& xuat hién nhu hinh duéi day.

LA s Ly

Weekly Chore Schedule

July1-July5 &

Monday Tuesday Wednesday Thursday Friday
| Homework B3 X School holiday
 Feedfish B4 X X
 Dishes B3 X X

Recycling X X

Hinh 2- 79. Ap dung kiéu bang biéu méi

Chinh stra cdc tiy chon kiéu bdng

Khi di chon xong kiéu bang, ban cé thé bat hoic tit cac tly chon khac nhau dé
thay ddi giao dién cua nd. C6 6 tly chon: Header Row, Total Row, Banded Rows,
First Column, Last Column, and Banded Columns.

Bwéc 1: Nhap vao vi tri bat ki trong bang, sau d6 diéu huéng téi tab Design.

Buwéc 2: Tim muc Table Style Options, sau d6 chon hoic boé chon cac 6 ban
muan.
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2.2 Binh dang nang cao

Review View

File Home Insert Design Layout References Mailings

| Header Row  |v/! First Column

e [ERem | B 9% ) —

Total Row Last Column e IR | B |~ Yapt v =

= —mm- |Emoms | M==w~ _|Shading | Border'— Borders Bo

Banded Rows ‘.‘iBanded Columns > Styles ~ LZ Pen Color - SRR
Table Style Options Table Styfes Borders

B -4, B 5. B -6

b ST Banded Columns

Display banded columns, in which
even columns are formatted

1
; differently from odd columns,

This banding can make tables easier
; 1 1 to read. S /% .
: B LA X = Wl
Hinh 2- 80. Chinh sira kiéu bang biéu
Két qua sau khi chinh stra.

ﬂﬂ’@ﬂm)

Weekly Chore Schedule ('2”7*{ %%"7

July1-July5 €3

Monday Tuesday Wednesday Thursday Friday

| Homework  [B3 X School holiday
 Feedfish B X
 Dishes B X
X

Hinh 2- 81. Két qua chinh sira kiéu bang

> X X

Thém cdc dwong vién vao bdng
Buéc 1: Chon cac 6 ma ban muon ap dung cung mét kiéu duong vien.

Buwéc 2: St dung cac lénh trong tab Design dé chon Line Style, Line

Weight va Pen Color.

Budéc 3: Nhip vao miii tén tha xubng trong muc Borders.

Buéc 4: Chon kiéu duong vién trong menu tha xudng
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Chuong 2. Xur 1y van ban nang cao MS Word

insert  Design Layout References Mailings Review View Layout

First Column

—July 5 L =) -

School holiday

order
ainter

ENp—— | pepp——— )
Last Column --== E""‘ - EEE 1%pt
as! o e o B |~ V2
===z |BEzSz | BEZSC | shading | Border'—
Banded Columns > Styles = =2 Pen Color =
Pptions Table Styles Borders
v oo o B o3 e e By e o 30 By oo d oo BN S

Julia Fillory R Share

4

] Bottom Border
Top Border
Left Border
| Right Border
No Border
B Al Borders
["] Outside Borders h
= Inside Borders
= Inside Hornizontal Border

Inside Vertical Border

= Horigontal Line
[ Draw Table
[ View Gridlines

[} Borders and Shading..

Hinh 2- 82. Hiéu chinh dwong vién cho bang biéu

Két qua sau khi thém vién.

Weekly Chore Schedule

July 1—July5 &

Monda Tuesda Wednesda Thursda Frida
X X School holiday

X X X

[ Dishes B X X

| Recycling % X

Hinh 2- 83. Két qua hiéu chinh dwong vién cho bang biéu

Thao tdc véi dir liéu trong bdng

Khi thao tac véi bang bicu thi viéc sap xép dix ligu rat quan trong, né gilp cho
viéc liét ké di liéu dugc khoa hoc hon, trong bang biéu doi khi ta cling cd cac
dong/cot phai tinh toan, bang biéu trong Word ciing ho trg cac chuc nang nay.

_ Click chuét 1én bang, Tab Layout - Group Data
gom cac chirc nang:

Sort: Sap xép dit liéu trong bang.

Repeat Header Rows: Hang dang duoc chon sé
duoc 1ap lai khi 6 1on cua bang vuot quéd mot trang.

Convert to Text: Loai bo bang va chuyén dir liéu
bén trong vé dang chuoi.

Formula: Thuc hién tinh toan véi cac truong di

Repeat Header Rows
E?é Convert to Teut

2l

Sort
fx Formula

Data
Sort

Arrange the current selection in
alphabetical or numerical order.

This is especially useful if you're
trying to organize data in a table.

e Tell me more

Hinh 2- 84. Chirc niing
sap xep dir liu
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2.2 binh dang nang cao

liéu trong bang
Vi du 1: Can tinh téng tién cac linh kién duoc liét ké trong bang sau:

Thyc hi¢n: Click chuot Ién 6 can tinh toan chon Tab Layout = Group Data
—>Formula (biéu tugng co6 hinh fx formula).

Tén san phim | Thanh tién| | o™
Iphone 5 500 Formus:
=SUM(ABOVE)
New Ipad 400 e F—
SamSung SII 450
SamSung SII | 470 / Paste fiction:
Tong tién: 820 ) oD ”
— lNOT
_JOR
PRODUCT
IROUND
SIGN E
ET
TRUE -

Hinh 2- 85. Sir dung thanh céng thac
Vi dy 2: Hay sap xép bang tinh dudi day theo thanh tién ting dan

M4& SP Tén San Pham | S6 Lwong | Pon Gia Thanh Tién
R1K Iphone 5 5 500 2500
T2K New Ipad 3 400 1200
G1P SamSung Sl| 7 450 3150
X2P SamSung SlII 5 500 2500

Ta sap xép nhu sau:

v Chon toan bo bang dir liéu & trén
v Click chon biéu tugng sort s& hién thi cira so6 nhu bén dudi:

Sort 2 "
Sort by
Thanh tign w | Type: - | @ Ascending
Using: |Paragraphs - (") Descending
Then by
~ | Type: | Text « | (@) Ascending
Using: |Paragraphs - O Descending
Then by
Type: | Text Ascending
Using: |Paragraphs Descending
My list has
® Header row (O No header row
Options... Cancel

Hinh 2- 86. Sap xép thanh tién ting dan
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Chuong 2. Xur ly van ban néng cao MS Word

v' Muc Sort by: Click chon c6t thanh tién (vi dé bai yéu cau sap xép cot thanh
tién)

v" Muc Type: Mic dinh 1a Number vi dit liéu & trong cot thanh tién 1a kiéu sé

v' Chon Ascending (sap tang dan), chon Descending (sap giam dan)

v' Bam chon OK dé tién hanh sip xép, két qua duoc nhu bén dudi:

M4& SP Tén San Pham | S6 Lwong | Pon Gia | Thanh Tién
T2K New Ipad 3 400 1200
R1K Iphone 5 5 500 2500
X2P SamSung S| 5 500 2500
G1P SamSung S| 7 450 3150

Vi du 3: Hay sap xep bang tinh du6i ddy theo thanh tién tang dan, néu thanh tién bang
nhau thi sap xép theo ma san pham giam dan.

Ta tién hanh 1am giong nhu & vi du 2, nhung trong bang sap xép ta chon lya thém cot
ma san pham la cot sap xéep thi 2.

Sort > »
Sort by
Thanh tign ~ | Type: | Mumber ~| @ Ascending
Using: |Paragraphs - Ogescending
Then by
Ma 5P ¥| Type: | Text + | () Asgendin
Using: |Paragraphs v i

Then by

| Type:  |Text | (@ Ascending
Using: |Paragraphs = O Descending
My list has
(®) Header row () No header row

Options... Cancel

Hinh 2- 87. Siap xép thanh tién ting dan, ma sp giam dan

~ Muc Then by y nghia la khi phan sort by tring nhau thi Word s tién hanh sap
xep theo muc then by. Word cho phéep sap xep lién tiep 3 cot.

M3& SP Tén San Pham | S6 Lwong | Pon Gia | Thanh Tién
T2K New Ipad 3 400 1200
X2P SamSung SlII 5 500 2500
R1K Iphone 5 5 500 2500
G1P SamSung Sl 7 450 3150

Biéu do6 trong MS Word 2016

Biéu db 1a cong cu ban c6 thé st dung dé truyén tai thong tin dudi dang dd hoa. Viéc
st dung biéu dd trong tai liéu s& gidp ban minh hoa dit liéu dang sé nhu so sanh hay
xu hudng dé nguoi doc dé hiéu hon.
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2.2 binh dang nang cao

~ C6 rét nhiéu loai biéu d6 cho ban lya chon, vi du nhu bicu do dwong, bicu do tron,
biéu do cdt,... Ban c0 thé sir dung chung tuy vao muc dich va ndi dung sao cho phu
hop.

Word 2016 str dung mét cira s6 bang tinh riéng dé nhap va chinh sta dir liéu biéu
do, twong tu nhu trong Excel. Qua trinh nhap dir liéu cling kha don gian.

Chen biéu do

Budc 1: Bat diém chén tai noi ban mudn biéu dd xuat hién.

Bwéc 2: Diéu hudng téi tab Insert, sau d6 nhip chon Chart trong muc
Illustrations.

Home Design Layout References Mailings Review View Q Tellme
B CoverPage - —] [l [ *] 1) ™= e @ Hyperlink +
- E D e & Bl . L2 > o8
[ Blank Page T = |» Bookmark [
= Table Pictures Online Shapes SmartArt Chart Screenshot Online Comment
*— Page Break = Pictures < k - Video '_]j Cross-reference EJ
Pages Tables Illustrations Media Links Comments F
= L AfURCRCRERRCELES SCUNUR SRR SURCR B .77 F Y e T S

Make it easy to spot patterns and
trends in your data by inserting a

£
‘I bar, area, or line chart.
|
| |
: ® Ballard Books N ||
il Monthly Sales Progress Report .! -

1 2 3 % 5

@ Tellme more

Hinh 2- 88. Chén biéu dd

Buwéc 3: Mot hop thoai s& xuat hién. Dé xem cac tiy chon, hay nhap vao loai biéu
do tir khung bén trai, sau d6 duyét téi cac bieu d6 ¢ phia bén phai cura so.

Buwéc 4: Chon dang biéu ¢6 ma ban mudn, sau d6 nhap chon OK.
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Chuong 2. Xur 1y van ban néng cao MS Word

N EGR v B

Column
Liné 3-D Clustered Column

Pie

Bar
Area ‘
XY (Scatter) :

Stock

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

PEEFOEAXBERESARE

Combo

| Cancel

Hinh 2- 89. Céc dang biéu do

Buréc 5: LUc nay, biéu do va bang tinh s& xuat hién. Vin ban trong bang tinh chi ¢
dudi dang mau va ban can thay chung bang di liéu nguon caa minh.

Chart Title =

< +

a5 P
B

35 Y
3
25
2
18
1
0s
0

Camgory 1 Campoey 2 Category 3 Category &

BSeriesl ®WSeries2 MSeries3

Chart in Microsoft Word

4 A Bl ¢ D 3 f G H (e
1 Series1 |Series2 Series3

2 [category 1 43 2.4 2

3 |Category 2 25 44 2

4 Category 3 3.5 1.8 3

5 Category4 a5 2.8 5

‘!

7 | -
A ] <

Hinh 2- 90. Hiéu chinh thong sé cho biéu d6
Buwéc 6: Nhap dir liéu ngudn vao bang tinh.
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2.2 Binh dang nang cao

Bwéc 7: Theo mic dinh, chi nhiing dir liéu dinh kém trong hop mau xanh xuét
hién trong biéu do. Do do, néu muon tang hoac giam pham vi dir liéu xuat hién, hay
nhap va kéo goc dudi bén phai cua hop mau xanh.

2> Chart in Microsoft Word X
A | B ¢ | o E | F 6 | H | =]
1 ljan Feb March April May June
2 |Classics 4.3 24 2 Ex
3 |Romance 2.5 44 2
4 |Sci-Fi Fanta 3.5 1.8 3
S5 |Mystery 4.5 2.8 5
6 |Young Adul @
7 v
«| | >

Hinh 2- 91. Ving dik liéu dwgc chon cho biéu dé
Budéc 8: Khi da hoan tat viéc nhap di liéu, nhap chon diu X dé dong cira sé bang

tinh.
2 e (g2 Chart in Microsoft Word )(k
A B C ‘ D E | F G H | | -
Jan Feb March April May June

Classics $1,625 $2,391 $2,025 $1,996 $2,251  $2,073
Romance |[$2,413 $3,012 $2,394 $2,761  $2,689  $3,202
|Sci-Fi Fantaq$3,051 $4,125 $3,008 $3,117 $2,999  $3,317
Mystery  |$1,009 $1,239 $998 $872 $1,554  $1,187
Young Adul$1,451 $1,982 $1,853 $1,452 $2,068  $2,455

N UL b W N -

-
v

Hinh 2- 92. Péng cira s6 bang tinh
Két qua biéu do thu duoc.

@Ballard Books
Monthly Sales Progress Report
Chart Title
$4500
54,000
53500
53,000
52500
$2,000
51,500
$1,000
$500
50
Classics Romance Sci-Fi Fantasy Mystery Young Adult
MJjan ®Feb ®March ®Apri ®May Mjune

Hinh 2- 93. Biéu d6 dwoc tao

Luu §: Dé chinh sua lgi biéu d@o, ban chi can nhap vao biéu do do, sau dé nhap
chon Edit Data trong tab Design. Cura s6 bang tinh sé xuat hién dé ban thay doi.
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Chuong 2. Xur 1y van ban nang cao MS Word

Tao biéu dé véi div liéu Excel c6 sdn

Néu ban da c6 di liéu trong file Excel, ban c6 thé sao chép va dan n6 vao Word
thay vi phai nhap lai bang tay. Chi can ma bang tinh trong Excel, sao chép va dan vao
Word nhu dit liéu ngudn binh thuong.

Chinh stra biéu dd bdng céng cu chuyén dung

Chuyén doi dir liéu hang va cot

P6i khi ban s& muén thay d6i biéu db theo nhom dir ligu. Vi du: Trong biéu do
bén dudi, dir liéu duoc phan nhdm theo thé loai va mdi cot 1a 1 thang. Néu ching ta
chuyén déi cac hang va cot, dit liéu s& dugc nhom lai theo thang. Trong ca hai trudng
hop, dit liéu déu giéng nhau, chi khac nhau vé céch trinh bay.

@Ballard Books
Monthly Sales Progress Report
O- O- 0 =
. Hat
Chart Title ot -
$4500 +
54,000 4
2
$3500
53,000 Y
| $2500 |
Q $2,000 ?
$1,500
$1,000
$500
S0
Classic Romance Sci-Fi Fantasy Mystery Young Adult
HJjan WFeb W March Apri W May Njune
g} e ‘s

Hinh 2- 94. Vi du chuyén déi dir liéu hang va cot

Budéc 1: Chon biéu d6 ban mudn chinh stra. Tab Design s& xuat hién phia bén
phai thanh ribbon

Budc 2: Tir tab Design, nhap chon Edit Data trong muc Data.

Buéc 3: Nhap chon biéu dd mot lan nita, sau d6 lam twong tu budc 2 va
chon Switch Row\Column.

Word2016_Charts_Practice - Word

Insert Design Layout References Mailings Review View Format
rt Element ~ ® = — D e [ e
SRR YT |EeTTR YT . L.
Change |- S Sl I ' - CBIBUNNE | SwitchRow/ Select Edit Refresh  Change
Colors ~ Column = Data Data~ Dats  Chart Type
ayouts Chart Styles Data Type
."”:.L';”""'I"""’2"""'3"""' Switch Row/Column ST

Swap the data over the axis,

Data being charted on the X axis will
move to the Y axis and vice versa,

Hinh 2- 95. Chuyén d6i dir liéu hang va cét
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2.2 Binh dang nang cao

Buwéc 4: Cac hang va cot s& duoc chuyén dbi cho nhau. Trong vi du caa ching téi,
dir liéu da dugc nhdm theo thang va moi cot tuong trung cho cac loai.

QBallard Books
Monthly Sales Progress Report
Chart Title
$4,500
54,000
$3500
53,000
$2500
5$2,000
$1500
$1,000
$500
50
Jan Feb March

M Classicc ®Romance M Sci-Fi Fantasy

fiil

April May June

Mystery M Young Adult

Hinh 2- 96. Két qua chuyén déi hang va cét

Thay d6i loai biéu d6

Bwéc 1: Chon biéu d6 ma ban muébn thay doi. Tir tab Design, nhap chon Change

Chart Type.

Bwéc 2: Mot hop thoai s& xuat hién. Tai ddy, ban c6 thé chon loai biéu d thich

hop va nhan chon OK.

Change Chart Type

All Charts

Column

e Line

Pie

Bar

Area xx S o i
XY (Scatter)

Stock - - " - - -
Surface

Radar

Treemap

Sunburst

Histogram

Box & Whisker

Waterfall

FEEFOBEXBEESHAORE

Combo

> Recent P
Y.

T

Cancel

Hinh 2- 97. Chon loai bié

u d6 can thay doi
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Chuong 2. Xur 1y van ban nang cao MS Word

Buéc 3: Két qua sau khi thay doi loai biéu do. Trong vi du cua chiing toi, bicu do
duong sé giap nguoi doc dé hiéu hon.

@Ballard Books

Monthly Sales Progress Report

Chart Title

Jan Feb March Apri May June

wen (1355i05 s Romance

Sci-Fi Fantasy Mystery w=—Younz Adult

Hinh 2- 98. Biéu d6 dwoc thay d6i dang khac
Thay doi b6 cuc biéu d6
Buéc 1: Chon bicu do ma ban muon chinh swra. Tur tab Design, nhap chon Quick
Layout, sau d6 chon bo cuc biéu d6 trong menu tha xuong.

File Home Insert Design Layout References Mailings Review View Y Te B
[ = ® . — — r\ Frra
| R il IR . . il E#A
Add Chart| Quick  Change = e ppe ST = acia = SwitchR Select Edit Re
Element ~ Layout~> Colors ~ Columy Data Data~
Chart Lz = R Chart Styles Data
Ll N A-E| | A v 4 SRR SR IERRERE: IR IRSRREY SR PR IR ETAE SRR SRR SR
o =)
h:: s
N | A/ | Bl oks
'_ — ress Report
A E | AN ra~ i
s % Chart Title
: +iL00

Hinh 2- 99. Pinh dang bé cuc biéu do
Bwéc 2: Biéu d6 s& cap nhat dé hién thi layout mai.
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2.2 Binh dang nang cao

Chu y: Néu ban thay biéu do khdng hién th; nhitng ngi dung ban muon, ban c6 thé
chon Add Chart Element trén tab Design dé bo sung cac tiéu chi can thiet.

@Ballard Books

Monthly Sales Progress Report

Chart Title

$4,500

$4,000 N
$3500 / \
> —

© $3,000 ’/\/:’;;7
= $2500
£ 52,000 M
= $1500
$1,000
5500
S0
Jan Feb March April May June
w— 25 5iC $1,625 52391 52025 51996 52251 52073
e ROM NCE $2,413 $3012 52394 52,761 52689 $3202
Sci-Fi Fantasy  $3,051 54,125 $3,008 $3117 52999 §3317
Mystery $1009 $1239 $9%8 $872 $1554 $1,187
—Young Adult $1451 $1982 $1853 $1452 52068 52,455

Hinh 2- 100. Biéu d6 dwgc cap nhat layout méi
Thay d6i kiéu biéu do
Bugc 1: Chon biéu do ban muén chinh stra. Trong tab Design, nhap chon mili tén
tha xuéng trong muc Chart Styles va chon style biéu ¢6 ma ban mudn.

- 0 s Word2016_Charts_Practice - Word
Home |Insert Design Layout References Mailings Review View Format v
1 * - - ’_! e
" e, ; i i E4
Quick  Change - . .- e ) R 3 Ve i witch Re Select Edit Refres!

Layout~ Colors ~ “olumn Data Data~

youts 2 z s Data
SRS . . N i . AR IR IR IR,

® -~
Hinh 2- 101. Style biéu do
Két qua s& duoc nhu hinh dudi day.
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