BANG BIEU (OFFICE 2003)

MS Word: Tiép theo céc bai Tin hoc van phong, QuanTriMang.com hém nay s& huéng dén ban
céch tao va x& ly dir liéu trong béng biéu.

Gidi thigéu menu Table

Gi6i thiéu menu khi béi den va kich chudt phdi vao bang.
Tao béng

Thém cét & dong

Xéa &, dong, cdt, bang

Lya chon (bdi den) bang

Dinh dang béng theo kiéu cé sén
Dat ché dé ty déng co gidn bdng
Chuyén dai dir liéu tir bang thanh vén bén

Chuyén d&i dir liéu tr dang vén bén vao béng



Sap x&p di lidu trong béng

Mét s6 ham &p dung tinh trong bdng cda MS Word

Xem cdc thudc tinh dinh dang béng

1- Gi6i thiéu menu Table (Menu bang)

- Draw table: V& bang

- Insert: Chén bdng

- Delete: Xéa

- Select: Lva chon (bsi den)

- Merge Cells: Nhép 6

- Split Cells: Chia 6

- Split Table: Chia bang

- Table AutoFormat...: Dinh dang béng theo kiéu cé sdn
- AutoFit: Ty dong co gidin hdng

- Heading Rows Repeat: D&t dong déu trong bdng lam tiéu dé bang cho nhitng trang sau.
- Convert: Chuyén dai

- Sort...: S&p xép

- Formula....: Céng thic tinh todn trong bang

- Hide Gridlines: An/hién dudng vién béng

- Table Properties: Xem thuéc tinh bang.

2- Giéi thigu menu khi bai den va kich chuét phdi vao béng:

- Cut: Cét

- Copy: Sao chép

- Paste: Ddn

- Merge Cells: Nhép 6



- Distribute Rows Evenly: Phan phéi déu theo dong

- Distribute Columns Evenly: Phan phéi déu theo cét

- Draw Table: V& bang

- Border and Shading...: Tao duéng vién va mau bang
- Table AutoFormat...: Dinh dang béng theo kiéu cé sdn
- Cell Alignment: Can |€ van bén trong béng

- AutoFit: Ty dong co gidin hdng

- Caption...: Dat tiéu dé bang

- Table Properties: Xem thuéc tinh bang.

3- Tao bdng

Cach 1:
1. Chon biéu tvong thanh Standart va ré chuét lya chon s& cét va s6 dong:

Trén hinh vé& l& tao bang gém 3 dong x 4 cét.

2. Sau khi kich va nhé chuét, ban s& dugc 1 bdng méi. Tuy nhién, cung céch nay thiban chi tao
duoc badng 16i da la 4 dong x 5 cot

Céch 2:

1. Vao Table / Insert / Table...

2. Xuét hién hop thoai Insert Table:
Table size: Kich ¢& bang

* Number of Columns: Nhép s& cét
* Number of rows: Nhép s6 dong

AutoFit behavior: Ty déng co gidn

® Fixed column width: Dat kich thuéc cét ¢d dinh

* AutoFit to contents: Ty dong co gidn theo ndi dung

* AutoFit to window: Ty déng co gidn theo man hinh window.

AutoFormat: Chon kiéu dinh dang cé s@n cda bdang.

Remember dimensions for new tables: Ghi nhé kich c& cho nhiing bdng méi.

3. Chon nit OK

4- Thém cét & dong



Céch 1: Dung bot v&
1. Vao Table / Draw Table (Hodic kich vao biéu tvong trén thanh Standard)

2. Di chuyén bit vé& dén béng va kéo thdng duong trong béng vao vi tri musn chén thém cét
(dong).

Céch 2:

1. DBt con trd vao trong béng

2. Vao Table / Insert/

- Columns to the left: Thém cét bén trai

- Columns to the right: Thém cét bén phdi

- Rows Above: Thém dong trén

- Rows Below: Thém dong dudi

- Cells... / Insert entire column: Chén thém c&t cho ¢ béng
- Cells... / Insert entire row: Chén thém dong cho cd béang.

5- Xéa 6, dong, cot, bang
1. Vao Table / Delete /

- Tabe: Xéa béng

- Columns: Xéa cot

- Rows: Xéa dong

- Cells...: Xéa 6 theo lya chon

o Shift cells left: X6a 6 bén trai
* Shift cells up: Xéa 6 & dudi
* Delete entire row: Xéa c& déng

® Delete entire column: Xéa cd cét.

6- Lya chon (bdi den) trong bdng

Ban c6 thé s dung két hop gitra phim Shift var cdc phim mii tén, Page Up, Page Down, Home, End
dé bai den trong bdng. Ngodi ra con cé thé sy dung theo céch:

1. Vao Table / Select /

- Table: Bsi den béng (Hodic dung 18 hop phim tét Alt + phim s& 5 véi dén Num Lock tét)

- Column: Cot

- Row: Dong

-Cell: 6

7- Nhép 6

1. Béi den nhirng & mudn nhép theo chiéu ngang hodc doc.



2. Véo Table / Merge Cells

8- Chia 6
1. Vao Table / Split Cells. ..
2. Xuét hién hép thoai Split Cells

- Number of columns: Nhép s& cét cén chia

- Number of rows: Nhép s& dong cén chia
Merge cells before split: Nhép 6 truéc khi chia.
3. Chon nit OK déng y chia 6.

9- Dinh dang béng theo kiéu cé sdn
1. Vao Table / Table AutoFormat. ..
2. Xuét hién hop thoai Table AutoFormat

- Category: Chon l& All table styles
- Table styles: Lya chon céc kigu dinh dang béng cé sén cda MS Word
- Apply special formats to: Ap dung kigu dinh dang ddc biét cho:

Heading rows: Dong tiéu tiéu dé cla bang
First column: Ct déu tién cda bdng

Last row: Dong cudi cung cla bdng

Last column: Cét cudi cing cia béng

- NGt New....: Tao ra kigu dinh dang bang méi cla rigng ban.

* Name: Tén kiéu dinh dang
* Style base on: Kiéu dinh dang co bén
e Apply formatting to: Ap dung nhitng dinh dang duéi day cho:

Whole table: Toan bang

Header row: Dong tigu dé

Last row: Dong cudi cing

Left column: Cét trdi

Right column: Cét phdi

Odd row stripes: Vién cho dong |é



Even row stripes: Vién cho dong chdn
Odd column stripes: Vién cho cét |é
Even column stripes: Vién cho c6t chdn

* R Add to template: Thém thanh mét méu méi
* Chon nit OK d& hodn thanh thém méi mét kigu dinh dang.

- NGt Modify... Stra dinh dang kiéu dé chon. Céc tinh néing s dung giéng phén thém méi kigu
dinh dang bang

- NGt Delete: X6a kigu dinh dang béng

Man hinh xudt hién théng béo: Ban cé mudn xéa kiéu dinh dang Table Style1 khéng2 D& ban chéc
chén lai ld mudn xéa.

- NGt Default...: Thigt lap kigu dinh dang méc dinh cho céc béng sau:

This document only: Chi dp dung cho file hién tai

All documents based on the Normal.dot template2 Dung cho tét cd nhiing file khdc cé dang
Normal.dot

3. Chon ndt Apply / Close

10- D&t ché dé ty déng co gidn bang

1. Vao Table / AutoFit/

- AutoFit to Contents: Ty déng co gidin theo néi dung

- AutoFit to Window: Ty déng co gidn theo man hinh Window

- Fixed Column Width: Dat c& dinh chiéu réng cia cét. Trudng hop nay ban chi can dung chuét
kéo dudng doc ¢t theo dd cdn chinh cda minh.

- Distribute Rows Evenly: Chia d6 cao cla cdc dong bdng nhau

- Distribute Columns Evenly: Chia dé réng cda céc cét bdng nhau

11- Chuyén dai dir ligu tir bding thanh van bén (B bédng nhung van gitr dd néi dung trong bdng)
1. Vao Table / Convert / Table to Text...

2. Xuét hién hop thogi Convert Table To Text



Separate text with: Chon logi ngén céch gitra céc doan van ban la:
Paragraph marks: Theo dang doan

Tabs: Theo khodng céch la 1tab = 1.27cm

Commas: D&u phay

Other: Ky ty khéc

3. Chon ndt OK dé hoain thanh.

12- Chuyén dai dir ligu t dang van bén vao béng

1. Lya chon (bsi den) céc dogn vén ban muén dua vao bang
2. Vao Table / Convert / Text to Table. ..

3. Xuét hién hop thoai Convert Text To Table

- Number of columns: Nhap s8 cét

- Number of rows: Phan nhép s8 dong nay khéng phéi nhdp ma do MS Word ty diéu chinh theo

s6 cot ban nhép & trén.
- AutoFit behavior: Ty déng co gidn

® Fixed column width: Dat kich thuéc cét ¢é dinh

* AutoFit to contents: Ty déng co gidn theo ndi dung

* AutoFit to window: Ty déng co gidn theo man hinh window.

- Separate text with: Chon loai ngén cach gitra céc dogn vén ban la:
Paragraph marks: Theo dang doan

Tabs: Theo khodng céch la Ttab = 1.27cm

Commas: D&u phay

Other: Ky ty khéc

4. Chon nit OK d& hoan thanh.

13- Sép xép di ligu trong béng

1. Bi den toan bé bang. O day ban nén bsi den toan b béng vi sau khi sép xép theo 1 hodic

nhiéu cét thi gid tri cda céc cot khéc cting duoc sép xép theo. Néu ban chi bsi den 1 cét thi dir ligu

sAp xép chi theo cdt d6, nhu véy di ligu cia ban trong cd bang s& bj sai léch.

2. Vdo Table / Sort...
3. Xuét hién hép thogi Sort

- Sort by:



Ban hdy chon tén ¢t dau tién mudn sép xé&p (Trén dnh la cét Thang)
Type: Kiéu dinh dang cda cét (truang) sdp x&p (Text, Number, Date...)
Ascending: S&p x&p téing dén

Descending: Sdp xép gidm dén

- Céc phén Then by: S&p x€p theo cdc cét tiép theo (cac tinh ndng vén giéng phén Sort by)
- My list has:

Header row: Loai trv dong tigu dé
No header row: Viéc sép x&p khéng lai trir dong tiéu dé.

4. Chon nit OK d& hoan thanh sdp xé&p.
14- Mét s6 ham ép dung tinh trong bdng cda MS Word

1. D& vi tri con tré véio 6 mudn tinh (Vi dy nhu tinh t8ng cda cét thi dé & dong cudi cung cda cét)
2. Véo Table / Formula...

3. Xuét hién hdp thogi Formula

- Formula: Hién thi ham, céng thic tinh todn. B&t ddu méi ham hay céng thire déu phai bét déu tr
ddu “=" (SUM(ABOVE): Tinh t8ng céc gid tri & trén). Ban phdi dién ding cong thire cia mdi ham.

- Number format: Cdc dinh dang kiéu s&

- Paste Function: Céc ham co bén:

ABS: Tri tuyét déi

AND: Ham va

AVERAGE: Tinh trung binh
COUNT: bém

IF: Ham diéu kién

INT: Ham chia l&y phén nguyén
MAX: Ham l6n nhét

MIN: Ham nhé nhét

MOD: Ham chia Iy phéan du
NOT: Ham phu dinh

OR: Ham hodic

ROUND: Ham lam tron
SUM: Tinh t8ng

4. Chon nit OK d& hoan thanh tinh todn. Né&u céng thirc sai, két qué s& hién thi dong lénh 1Syntax
Error
K&t qud Ham tinh t8ng cda béng tinh trén la:



15- Xem cdc thudc tinh dinh dang béng
1. Vao Table / Properties:

2. Xuét hién hép thogi Table Properties:
- Thé Table: Céc théng tin vé bang

- Thé Row: Céc théng tin vé dong
- Thé Column: Céc théng tin vé ¢t

- Thé Cell: Céc théng tin vé 6



