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L.OI GIOI THIEU

Thuc hién mét sé diéu cua Ludt Gido duc, Bé Gido duc & Dao tao
va Bé Y té' da ban hanh chuwong trinh khung dao tao Bdc si Y hoc ¢é
truyén. Bo Y té té chite bién soan tai liéu day — hoc cdc moén co so va
chuyén mén theo chuong trinh trén nham ting budc xdy dung bé sdch
dat chuén chuyén mén trong cong tdc dao tao nhéan luc y té.

Sdch TIN HOC VA UNG DUNG TRONG Y — SINH HOC duge bién
soan dua vao chuong trinh gido duc cua Truong Pai hoc Y Ha Noi trén
cd sd chivong trinh khung da dude phé duyét. Sdch duge nhom tac gia do
TS. Hoang Minh Hang (Chi bién) bién soan theo phuong cham: kién
thite co ban, hé théng; néi dung chinh xdc, khoa hoc; cdp nhdt cdc tién
b6 khoa hoc, ky thudt hién dai va thuc tién Viét Nam. Sdch ding cho
dao tao Bdc si Y hoc ¢6 truyén nhung cing co thé ding cho dao tao cdc
chuyén nganh y hoc khac.

Sdch TIN HOC VA UNG DUNG TRONG Y — SINH HOC da duoe
Hoi déng chuyén mén tham dinh sdch va tai liéu day — hoc chuyén
nganh Bdc si Y hoc ¢6 truyén ciia Bé Y té tham dinh nam 2008. B Y té
quyét dinh ban hanh tai lieu day — hoc dat chudn chuyén mén cia
nganh trong giai doan hién nay. Trong thoi gian tiw 3 dén 5 nam, sdach
phadi duoc chinh ly, bé sung va cap nhat.

B4 Y té chdan thanh cdm on cdc tdc gid va Hoi dong chuyén moén thém
dinh da giup hoan thanh cuén sdch; cam on PGS.TS. Thdi Nguyén Hung
Thu, ThS. Ngoé Tri Ding da doc va phdn bién dé cuén sdch som hoan
thanh, kip thoi phuc vu cho cong tdac dao tao nhéan luc vy té. :

Lan ddu xudt ban, ching téi mong nhdn duoc y kién dong gop cua
déng nghiép, cdc ban sinh vién va cdc déc gid dé ldn xudt ban sau sdch
duoe hoan thién hon.

VU KHOA HOC VA DAO TAO - BO Y TE



LOI NOI DAU

Ngay nay, Céng nghé théng tin la mét trong nhieng nganh cé téc do
phdt trién manh mé va dudc ing dung rong rai. Cé thé néi, khong mot
nganh nghé, linh vuc nao lai khéng co wng dung cua Céng nghé thong
tin, va Y — sinh hoc cing khéng nam ngoai xu huwong do.

Gido trinh Tin hoc va ting dung trong Y — sinh hoc duge soan o day
theo chuong trinh Dai hoc c6 mo rong va nédng cao. Ngoai muc tiéu cung
cap cdc kién cd ban vé Céng nghé théng tin, vé cdc phan mém xut ly
théng ké, cuon sdach con dua ra mét sé vi du gan gii va thiét thue vé ung
dung Céng nghé théng tin trong Y — sinh hoc.

Vi thoi lwong 30 tiét, gido trinh bao gom: Microsoft Word, Microsoft
Excel va Epi-Info. Microsoft Word giip cho sinh vién sau khi hoc xong
¢6 kha ndng soan thao hoan chinh mét van ban nhu bdo cdo khoa hoc,
lugn vdn tot nghiép, v.v.... Microsoft Excel giup xi ly s6 liéu bang cdc
ham, cdc cong cu co sdn, téng hop phén tich dit liéu duwdi nhiéu hinh
thize khdc nhau khd true quan, linh hoat va hiéu qud. Gido trinh vé Epi-
Info la mét chuong trinh thiét thuc phuc vu cong tde quan ly va xiz ly sé
liéu nghién cttu cua Y — sinh hoc.

itng dung Coéng nghé théng tin vao Y-sinh hoc la viéc lam rdt can
thiét. Tuy nhién, dé dat dudc muc dich dé mét cdch hiéu qud can phdi
rdt linh hoat, chi déng va sding tao. Ddu vdy, khi viét gido trinh nay
chung t6i mong muén cung cdp duge phdn nao cdc kién thitc co ban cta
tin hoc wng dung trong Y — sinh hoc.

Trong qud trinh bién soan gido trinh, ching téi da nhdn duge nhiéu
y kién dong gop qui bau cua cdc Thay va dong nghiép trong bé mon. Voi
thot gian va kha ndng co han, gido trinh khong tranh khoi nhitng han
ché va thiéu sét. Cdc tde gia rat mong nhén duoc y kién dong gop cta
ban doc.

CAC TAC GIA
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Phén 1

LY

MICROSOFT WORD VA MICROSOFT EXCEL

e

Bai 1l

NHAP MON

MUC TIEU - :
1. Néu dude so luge vé cong nghé théng tin va cdu triic mdy tinh.
2. Néu duge cdc thé manh cia Word va Excel.
3. Néu duge mét s6 bé go tiéng Viét co bdn hién nay.

1. NHAP MON

1.1. D&i tugng

Tai liéu nay la giao trinh danh cho sinh vién hé dao tao bac s§ Y hoc ¢6 truyén
va cac sinh vién nganh y tham khao déi vdi cac phan lién quan dén WORD va
EXCEL.

Sau khi két thic mén hoc, sinh vién sit dung duge WORD va EXCEL vao cac
céng viéc tinh toan, thong ké, soan thao van ban, ma cu thé la tu soan dude luan
van cua minh ho#éc mét loal van ban tuong duong, nhu bao cao khoa hoe, vdi chat
lugng phai dat dude cac tiéu chun trinh bay mét cach khoa hoc, ré rang va hinh
thic c6 tinh my thuat.

1.2. Yéu cau dai véi sinh vién

C6 kién thic co ban vé st dung hé diéu hanh Windows.

Phai tham du diy du cac budi thuc hanh va hoan thanh néi dung thuc tap.
Két qua thuc hanh dude luu lai trén may.

Tu tham khao cac tai liéu lién quan.

1.3. Tai liéu tham khao

Sach tin hoc néi chung va sach vé tin hoc van phong néi riéng cé rat nhiéu tai
cac hiéu sach. Pé phuc vu.tdt hdn moén hoc nay sinh vién c6 thé tham khao cac
sach c6 lién quan dén hai vipdé sau:



Hé diéu hanh (Windows 95, Windows 98, Windows ME, Windows 2000,
Windows XP, Windows 2003).

Tin hoc van phong (cu thé hon, c6 thé chon mét cudn vé st dung chudng trinh
Word va Excel).

Mot trong cac ngudn théng tin rat ré hién nay 1a Internet. Trong nhiing cach dé
nhéit 1a tim kiém bing Google: http://www.google.com va st dung tir khéa thich hop.

Qua tim kiém, c6 mét s6 website hitu ich sau:
http://www.microsoft.com/vietnam

http:/support.vnn.vn/sanpham dichvu/content.asp?dv=115&dvc=115&ct=
huongdan

Bing tiéng Anh:
http://www.fegcu.edu/support/office2000/excel/

http://www.baycongroup.com/el0.htm

2. VAI NET PAI CUGNG VE CONG NGHE THONG TIN

Mén khoa hoc Céng nghé Théng tin trude day dude hiéu mét cach don gian la
“may tinh dién ti”, ma mAay tinh dién tU thuong duge hiéu la dung dé tinh toan.
Céach hiéu nay chua day du.

Cé6 thé noéi mét cach don gian: Céng nghé Thong tin (Information Technology)
12 mén khoa hoc vé xt1 1y théng tin, mét nganh céng nghiép, dich vu va nhu vay né
bao gom mét dai cac van dé rat rong. Céng nghé théng tin dude ing dung trong
hau hét cac linh vue, nganh nghé: quéc phong, an ninh, kinh té&, xa héi, y hoc, vién
théng, giao due, luat phap, bao hiém, tai chinh, ngan hang, dién luc, quan ly nha
nude, quan 1y doanh nghiép, tiép thi, truyén hinh, phat thanh, cac nha xuit ban,
bao chi, in &n, 4n ban dién td, mang internet todn cau, kinh doanh dién tu, truyén
tin, va try, ...

N61 nhu vay ching ta sé ¢6 cam giac mong lung vé Céng nghé Théng tin
(CNTT). Cai gi da lam cho Céng nghé Théng tin dudc Ung dung vao nhiéu nganh
nghé nhu vay? Chia khoa cta van dé la: chuong trinh. C6 chuong trinh ching ta
dé dang nhan dién duge vi du nhu Word 2003, nhung lai cé rat nhiéu chuong trinh
"an" nhu: khi cac anh chi c6 dién thoai cim tay thi bé nao cia dién thoai cadm tay
1a mét tap hgp cac chuong trinh thuc hién duge rat nhiéu cac chic nang khac
nhau. N6i mét cach khéc, ta c6 thé hiéu cac thiét bi dién tit nhu 1a cac bd phan cta
co thé con ngudi, con chuong trinh chinh 1a bd ndo. Chinh chuong trinh 1a yéu té co
ban lam cho cac thiét bi dién ti va may tinh "théng minh" hon.

Khi né1 dén may tinh dién tu, ngudi ta hay dé cap dén khai niém phan cing
va phan mém. Co thé hiéu phén edng 13, cac, thiét hi coh phdn mém chinh la cac



chuong trinh. Cé cac eong ty san xuat phan cing va cé cac céng ty san xuit phan
mém. Néu ta xem cac thiét bi may méc la san pham thi cic chuong trinh 1a san
phiam phdn mém, hay theo cach goi ciia nhiéu ngudi la "san pham chit xam".
Phan mém khéng giong nhu cai ban, cai ghé c6 su hién hitu vé mat vat Iy ma né
ham chia tri thie dude luu gid dudi dang dién tu dac biét. Vé cach luu gid, ching
ta sé lam quen trong qua trinh hoc.

Su phat trién nhanh chéng cia CNTT c6 mot ¥ nghia xa héi rat réng va lam
cho doi song loai ngudi thay doi ca vé kinh té, xa hoi va van héa. Nguoi ta da ting
thao luan vé nén kinh té tri thite, ky nguyén théng tin va van héa s6. Nhiéu nude
da chi trong dén viée xdy dung co s6 ha tdng cho CNTT va vién théng, dat ngang
béng véi cac cd s6 ha tAng khac nhu dudng giao théng, cd sd y té, cd sd giao duc.

3. TIM HIEU CAU TRUC MAY VI TINH PC

So db khoi:
May in Man
hinh /

[ Thiét
bi khac

Dia tir I
modem Ban Con
phim chuot
Trong doé:

Khéi CPU: Khé1 xu ly trung tam.
Thiét bi vao:  Ban phim, chuét,...

Thiét bira:  Man hinh, may in, ...

4. HE DIEU HANH, WORD, EXCEL VA CAC PHAN MEM LIEN QUAN

Khi ta bat may 1én, phan ma ching ta tiép xuc dau tién l1a hé diéu hanh. Hé
diéu hanh phé bién hién nay ¢ nudc ta la Windows. Ban than hé diéu hanh ciing c6
nhiéu phién ban: cii c6 Windows 95, Windows 98, Windows ME, mdi hon c6
Windows 2000, Windows X PyaziWsndows 2003



Cac phan mém ing dung déu chay trong hé diéu hanh. Hé diéu hanh chinh la
moéi trudng cho cac phan mém ung dung. WORD va EXCEL cang tuin theo quy
luat do.

WORD va EXCEL nam trong géi phan mém cua Microsoft 14 OFFICE. Ngoai
WORD va EXCEL, bé OFFICE cén cé cac phan mém khac:

POWERPOINT: Dung dé soan cac slide trinh dién.
FRONT PAGE: Dung dé soan cac trang Web.
OUTLOOK: Dung dé quan ly thu dién ti.
MS-ACCESS: Dung dé quan tri co s di liéu.

Ngoai ra, trong bd OFFICE con ¢6 mét s6 céng cu khac. Cac phan mém nay
thudng di theo bd va 1y phién ban la phién ban cua OFFICE. Vi du OFFICE 4.3,
OFFICE 97, OFFICE 2000, OFFICE XP, OFFICE 2003.

Dic diém chung cta cac phién ban la tinh thita k€. C6 nghia la phién ban sau
thita k&€ va tudng thich véi phién ban trude (cé mét s6 ngoai 18, ta khéng dé cap ¢
day). Do dé, c6 thé néi phién ban sau tét hon phién ban truéc. Tuy nhién, phién
ban sau thuong chay “nang” hon phién ban trudc — cé nghia la né doi hoi may cé
cau hinh cao hon: nhanh hon, nhiéu b nhé hon, ..

Bé OFFICE c6 can phai tudng thich véi hé diéu hanh hay khéng? Cé va Khong.

Hién nay Microsoft c¢6 chiéu hudng 14y phién ban cua Hé diéu hanh trung vdi
phién ban cua OFFICE (nhu Windows 2000 — OFFICE 2003, Windows XP —
OFFICE XP). Tuy nhién, khi cai dat, diéu d6 khéng bat budc. Chiang han, Hé diéu
hanh Windows XP hoan toan c6 thé chay OFFICE XP va OFFICE 2000. Hé diéu
hanh Windows 2000 ciing c6 thé chay XP. Van dé 1a ldc cai dat ngudi ta cin cai
thém Service Pack vao Hé diéu hanh (ta khong quan tdm van dé nay ¢ day).

5. WORD VA EXCEL LAM DPUQC NHUNG Gi?

¢ WORD cé cac thé manh sau day:
— Soan thao duge hau hét cac loai hinh vdn ban tif céng van, bai bao dén
sach, cac tai lidu c6 copg thiic toan-hocy ad eag hinh|vé, hinh anh, ...
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— WORD cé giao dién déc biét than thién giup cho ngudi dung nhanh chéng
nam bét cac ky nang soan thao dong thdi van cung cidp day du cac tinh
nang cao cip.

¢ EXCEL c6 cac thé manh sau day:

— EXCEL la phan mém cé thé manh trong tinh toan theo hinh thic bang
tinh dién td, c6 cAc ham s dudc chia theo loai phi hdp véi nhiéu loai hinh
tinh toan.

— EXCEL c6 kha nang két xuit dii liéu ra d6 thi véi nhiéu loai d6 thi khac nhau.

—~ EXCEL c6 nhiéu céng cu giip phén tich s6 liéu véi nhiéu tidu chi khac nhau.

e B6 OFFICE c6 cac vu thé sau day:
— (6 thé tich hgp mét cach dé dang cac bé font tiéng Viét.
— Cé cac tinh niang can thiét cia céng tac van phong.

6. NHAP VAN BAN, DU LIEU TIENG VIET

Ban dau cac may PC chua c6 ma va font tiéng Viét. Nhing nguoi lap trinh va
céc cd quan quan 1y da théng nhat va di dén lap cac chudn vé ma, font va bd go.
« Ma la gi?

Ban chat cia may tinh dién ti luu dit liéu dudi dang ma may. Dé hién thi va
luu cac ky tu (nhu cac chit a, b, c, ..., cac chii 88 1, 2, 3, ... va cdc mau tu khac nhu
&, ~, %, $, ..) nguoi ta phai ma héa cac ky tu. M&i mét ky tu c6 mét ma riéng va
cac ma dé khéng dude trung nhau. Vi vay, s cAc ma it nhat phai bang s& cac ky
tu. Tiéng Viét ciia chiing ta c6 nhiéu ky tu c¢6 ddu va chung phai c¢6 ma riéng. Do
d6, dé ma hoa dudc tiéng Viét ngudi ta cAn nhiéu ma hon. Cac don vi ma trong
may tinh c6 tén goi 1a byte (doc la bai-t). Mbi mot byte c6 8 bit (doc 1a bit). Mdi
mét bit chi c6 kha nang biéu dién 2 ma khac nhau. Vi vay, mdi mét byte chi c6 thé
biéu dién 2° = 256 cac ma khac nhau. Con s8 256 nhé bé nay da lam réc réi nhiéu
van dé trong xu ly théng tin, trong dé cé van dé tiéng Viét.
¢ Fontla gi?

Cac ma phén biét ky tu nay vdi ky tu kia nhung né khong hién thj cac ky tu.
Khi ta doc dude cac ky tu trén man hinh hay trén gidy in ra 12 nho may tinh vé cac
ky tu d6 theo mét Font nao d6. Vi vay, Font ¢ thé dudc hiéu la mét cach vé cac ky
tu theo mét kiéu théng nhat nao d6. Méi Font c6 mét tén. Bang duéi day liét ké
mot s6 tén Font theo chuin Unicode va TCVNS.

Unicode ' ~ TCVN3(ABC)
Times New Roman - VnTime, VnTimeH
Avrial __.VnArial, .VnArialH

: ,VnC.Qurier-New.-.VnCo'Llr.ie'r NewH

Courier New

1]



Van dé phic tap cua tiéng Viét 1a chi c6 dau va cac diu dé khac véi cac diu
trong mau tu latinh, mic du géc cua chi qudc ngit 1a latinh.
e Bo go la gi?

Binh thudng, ching ta gb trén ban phim nhu th& nao thi may hién thi ding
nhu ta go. Nhung dé1 véi tiéng Viét thi nhiéu ky tu ¢6 ddu lai khéng cé trén ban
phim. Nguoi ta phai tim cach t6 hgp go cac phim khong ¢6 d4u thanh ky tu c6 dau.
Mot phudng phap nhu vay dude goi la mot bd go.

B6 g6 theo theo phudng phap Telex:

00=10 s = diu sac
aa =4 f = dau huyén
aw = & j = diu néng
uw=u,w=u r = ddu hoi
ow =d x = ddu ngéa
dd=4d

ee=¢

- -

Chu y: Phai bat bd go tiéng Viét trude — bo go tiéng Viét cho phép déi cach gb
tir tiéng Anh sang tiéng Viét bang cach nhéin t6 hgp phim Alt+Z (d6i véi bo gb
TCVN3-ABC) hoac nhan té6 hdp phim Ctrl + Shift (d61 véi bé gé Unicode) va lam
ngudce lai khi d6i tir tiéng Viét sang tiéng Anh.

e Mot s6 bd gb co ban

— B ma Unicode: Bé6 ma Unicode 14 b ma théng nhat cho ca thé gidi do mét
td chitc chuan quéc t& cé tén la Unicode diing ra diéu phéi. Vao thang 9 nam 2001,
Viét Nam ctng da dua ra tiéu chuan TCVN 6909: 2001, la b ma phu hgp véi bd

méa Unicode. Chinh phii ciing da khuyén céo cac cd quan nha nude chuyén vé b
ma TCVN 6909:2001 bat ddu tit thang 1, nam 20083.

Font Unicode? Néu ta st dung Windows 2000/XP thi font Unicode c6 san,
khéng phai 1am gi ca. Con néu ta si dung Windows 98, ta phai cai dit font
Unicode. M6t trong nhiing cach tién hon ca la tai font tit Internet vé tir dia chi:

http://support.vnn.vn/tiengviet/

— B ma VNI: La b ma gb tiéng Viét, stt dung phd bién 4 cac tinh phia Nam.

Phai c6 su dong bo gilia font va bo gb.

Mot s6 cach nhan biét cac bé font duge liét ké sau day:

TCVN3 (ABC) VNI Unicode
Tén font bét déu »dng dau Tén font bat ddu bang Tén khéng bat ddu bang mét dau
Vn (vidu: .VnTime, VnTimeH) | VNI (vi du: VNI-Times) hay cum tif nao ca.
| "y Vi du: Times New Roman

12



Bai 2

SOAN MOT VAN BAN BANG WORD

3 Thize iué'h aizgc' au;a i dank sk uh Bullet tit dong..

1. KHOI PONG WORD

Start > Programs > Microsoft Office > Microsoft Office Word 2003.

2. THOAT KHOI WORD

Cach 1: Chon menu File > Exit.
Cach 2: Nhén t6 hop phim Alt+F4.

Cach 3: Kich chust vao dau &3 & phia trén géc phai cua cia sé chuong

trinh Word.

Khi ta méi vao Word, né tu déng dé cho ta mét trang van ban tring. G6 ndi

dung doan van ban sau:

fin d& ngla stress

Mot ché dé an udng phu hop sé ba thém cho co thé nhang chdt bj tiéu hao
nhiéu frong trang théi stress (vitamin C:, B, Mg, Zn). gidp ban thodat khdi trang thai
mét mdi. Vi v@y. nhing ngudi cé cudc séng cang thdng, ban rén... nén én thuc
phdm chda céc chdt nay.

14

Vitamin C cé trong tat c& cac loai rau, tréi cdy, déc biét I hdnh tuoi, cdi
bdp, rau ngét, 8t ngot. ca chua, adm, téo, chanh leo.
V;'rom:’n nhém B dé:‘ ddo frong ng 3c. banh mi den, ggo Idt, lac, gan déng

Vf?‘am.'n E co nh:éu frong ddu thudi pié d6. mam théc.
Magié hién dién frong thit nac, , khoai lang, dau ndanh, rau cé mau
sam, ca rét, budi.

Kém c6 trong thit nac, hdi san, lonig __ ) g. thit trai, thit sO, rau ngét, tdi ta.




Ngodi ra, trong trang thdi stress, co thé con cdn cdc chdt tao thich nghi nhu sém,
ché xanh, mach nha... Mét s6 thuc phédm cé chdt tac dung gidng morphin va
endophine, gilp co thé gidi tda trang thai cdng thdng, sau udt. D6 Ia can tay,
cdi bdp, xa lach, saa, chudi, chocolate...

Chii y: Sau khi gé xong, van ban chua giéng nhu cach trinh bay d trén.

Trong qua trinh gé ndi dung van ban vao, c6 mét con tro luén nhap nhay va dé
1a vi tri con tro hién hanh.

Sau khi anh (chi) gé ndi dung vao, doan van ban dé sé gan giéng véi doan sau
(chua dinh dang):
An dé ngira stress
Mét ché d6 an udng phu hop sé bu thém cho co thé nhiing chat bi tiéu hao nhiéu
trong trang thai stress (vitamin C, B, Mg, Zn), gitip ban thoat khoi trang thai mét
méi. Vi vay, nhiing ngudi c6 cudc séng cang thdng, ban ron... nén an thuc pham
chita cac chat nay.
Vitamin C cé trong tdt ca cac loai rau, trai ciy, dic biét 1a hanh tudi, cai bap, rau
ngot, 6t ngot, ca chua, cam, tao, chanh leo.
Vitamin nhém B dé1 dao trong ngii céc, bant mi den, gao lt, lac, gan déng vat,
thit nac, ca, bi do, d6 uéng lén men.
Vitamin E ¢6 nhiéu trong dau thuc vat, gia 6, mam théc.
Magié hién dién trong thit nac, siia, k&, khoi lang, dau nanh, rau cé mau sam, ca
rét, budi.
Kém c6 trong thit nac, hai san, léng dé tring, thit trai, thit s6, rau ngét, toi ta...
Ngoai ra, trong trang thai stress, co thé con:an cac chat tao thich nghi nhu sam,
ché xanh, mach nha... M6t s& thuc phdm c6 thit tac dung giong morphin va
endophine, giup co thé giai tda trang thai cing thing, sdu uit. D6 la cin tay, cai
bép, xa lach, sita, chudi, chocolate. ..

Bay gio vaAn dé dat ra d6i véi chung t: 12 dinh dang doan vdn ban trén cho
gidng vdi cach trinh bay mét doan van bai. Ching han, ching ta thidy nhan dé
“An dé ngira stress” dude in dam va ¢6 khé hi to hon kho chit cua néi dung doan
van ban. Lam thé nao dé thuc hién duge déu d6? Trude khi thue thi phdn dinh
dang, chung ta phai hoc mét s8 ky thuat cd 'an.

3. CAC THAO TAC TREN FILE

3.1. Tao m&i mot file
Cach 1: Chon menu File > New..
Cach 2: Nhan t6 hop phim Ctrl + N.
Cach 3: Nhan nit J (New) tréo thgnh ong e,
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3.2 Luu mot file

Cach 1: Chon menu File > Save/ Save as.
Cach 2: Nhan t6 hop phim Ctrl + S.
Céach 3: Nhan nut @ (Save) trén thanh céng cu.

Xuat hién hop thoai sau:

Save As

My Recent
Documents

Desktop

3
My Computer
<
My Metwoark
Places

) My Documents i /IS B

_JBoson NetSim Labs

=My Data Sources

)My Music

My Pictures

5?41* Videos

_JSnaglt Catalog

—Ulead videoStudio

Jwisual Studio 2005

4 ) Chimg khodn khiing o6 chil cho dBu tu by dan.doc
A )CHUONG TRINH HUGNG DAN. doc
A )Giai_phap_thuong_mai_dien_tu.doc
a4 |He _quan_tri_noi_dung.doc

178 ket qua.doc

File pame: Doci.doc)

Save as type!  word Document (*.doc)

—i 2] ™ Tools -

L Save

~ Cancel }

Hinh 2.1: Hop thoai Save As.

Cé cac muc sau:

Save 1n:

File name:

Chon 6 dia, thu muc chia file.
Nhap tén file.

Save as type: Chon kiéu ghi.

Nhan Save;:

Dong y ghi.

Nhan Cancel: Huy thao tac ghi file.

Chu y: Tén tap tin dai té1 da 128 ky tu, bao gdm chii cai, chit sé va mot s6 ky
tu dac biét (co thé chita ddu cach). Cac ky tu nhudau, / \ ** | : ; khéng dude
diing dé dat tén. Tén tap tin khéng phén biét chit hoa, chii thuong.

3.3. Mo mdét file c6 sin trén dia

Cach 1: Chon menu File > Open.
Cach 2: Nhan t8 hop phim Ctrl + O.

Cach 3: Nhan nat — (Open) trén thanh cong cu.

3.4. Péong maot file

Cach 1: Chon menu File > Close.
Cach 2: Nhén t6 hop phimgAlt+E4.
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4. THAO TAC TREN MOT KHOI CHON

Khéi 1a mot doan van ban lién tue.
4.1. Chon mét khoi

Chon khéi bing ban phim: gid phim Shift va nhan cac phim di chuyén con tré
dé chon khéi (phéan chon sé dudc béi den).

Chon khéi biang chudt: Nhan chuédt trai tir dau khéi dén cuéi khéi.

s .

Chu ¥: Néu chon mét s6 dong lién tuc bang chudt, ta cé6 thé dé con tro chudt
sang phia lé trai réi kéo chuét.
4.2, Sao chép mot khai
e Sao chép khéi bang menu lénh:
— Chon khéi muén sao chép.
— Chon menu Edit > Copy (hodc nhén té hop phim: CTRL + C).
— Di chuyén con tré van ban dén vi tri méi mudn dan van ban.
— Chon menu Edit > Paste (hodc nhan t6 hop phim: CTRL + V) (dan).
e Sao chép khéi bang cach dung cae nut trén thanh céng cu:
— Chon khoi muén sao chép.
— Nhay chuot trén nit B3 cia thanh cong cu.
—Di chuyén con tré van ban dén vi tri méi muén sao chép.
—Nhay chuét trén nat 8 cta thanh cong cu.
4.3. Chuyén mét khéi
¢ Chuyén khéi bang menu lénh:
— Chon khéi muén chuyén.
— Chon menu Edit > Cut (hodc nhan té hdp phim: CTRL + X)(cat).
—Pua con tro van ban dén vi tri méi.
— Chon menu Edit > Paste (hoac nhan té hop phim: CTRL + V).
» Chuyén khéi bang cac nut trén thanh céng cu: |
— Chon khéi muén chuyén.
— Nhay chudt vao nut & trén thanh cong cu.
—Pua con tro van ban dén vi tri moéi.
— Nhay chuét vao nut 8 trén thanh cong cu.
4.4. Xoa mot khoi
— Chon khoi muén xoa.
—Nhan phim Delete.

2- THAUDTY-3H
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Chu v: Khi chon khéi réi gé phim SPACE BAR (phim trdng) khéi ciing bi xoa —
cach xo4a nay 1a thay thé khéi vita chon bing mét ky tu tring.

5. DINH DANG VAN BAN
| Viéc trinh bay van ban theo y muén cia ngudi st dung goi la dinh dang vian ban.

Dinh dang van ban dudec phan thanh 2 loai chu yéu: dinh dang ky tu
(Character) va dinh dang theo doan van ban (Paragraph).

Vé cach thic, dinh dang vén ban dudc chia thanh ba cach sau: dinh dang
bang menu lénh, dinh dang bing cac nut trén thanh céng cu va dinh dang bang
t6 hop phim.

s Dinh dang ky tu (Character)

Viéce quy dinh dang trinh bay cua mét ky tu, mét tit hay mét nhém tur goi la
dinh dang ky tu. Dinh dang ky tu phu thudc vao 3 thanh phan chinh:

— Font: Mau ky tu (c6 thé lién hé nhu mét s6 nét chit viét khac nhau).

— Font Style:  Kiéu chit (c6 thé lién hé nhu chit nghiéng, gach duéi, dam...).

— Font Size: Kich thudc ky tu.

e Dinh dang theo doan van ban (Paragraph)

Viéc quy dinh dang trinh bay cia mét hay nhiéu doan lién tuc goi la dinh
dang theo doan van ban (Paragraph). Chung ta cin phén biét gita viéc xudng
dong do ta nhan phim Enter va xudng dong do hét 1é€ phai cac tu ty déng cuén
xudng dudi. Khi nhan phim Enter la két thic mét doan van ban.

Dinh dang Paragraph phu thuéc vao 3 thanh phéan chinh:

— Align (cdn 1é): quy dinh b6 tri cac dong theo 1€ trai, phai, ca hai 1é hay giiia lé.

— Indent (lizi vao): quy dinh viéc doi tuong déi cac dong theo hang ngang dua

vao bd tri cia Align.

— Line spacing: quy dinh khoang cach cac dong (trong cting mét doan vin ban).
5.1. Pinh dang ky tu

Théng thuong, dinh dang ky tu cho phép ta dinh dang dén ting ky tu. Trén
thuc té, ta chon mét khoi nao dé c6 cing dang va dinh dang luén ca khoéi.

Tra lai véi vi du trén, ta da go vao dude doan van ban sau:

An dé ngia stress

Mot ché& dé &n udng phu hop sé bu thém cho co thé nhiing chat bi tiéu hao nhiéu
trong trang thai stress (vitamin C, B, Mg, Zn), gitip ban thoat khoi trang thai mét
moi. Vi vay, nhitng ngudi cé cude séng cang thang, ban rén... nén an thuc pham
chiia cac chat nay.
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Vitamin C c6 trong tit ca cac loai rau, trai cay, dic biét 1a hanh tudi, cai bap, rau
ngot, 6t ngot, ca chua, cam, tao, chanh leo.

Vitamin nhém B déi dao trong ngit céc, banh mi den, gao lit, lac, gan dong vit,
thit nac, ca, bi do, do udng lén men.

Vitamin E ¢6 nhiéu trong dau thuc vat, gia dé, mam thoéc.

Magié hién dién trong thit nac, sita, ké, khoai lang, dau nanh, rau ¢6 mau sam, ca
rét, budi.

Kém c6 trong thit nac, hai san, long do tring, thit trai, thit so, rau ngoét, toi ta...
Ngoai ra, trong trang thai stress, cd thé con cdn cac chét tao thich nghi nhu sam,
ché xanh, mach nha... M6t so thuc pham c6 chat tac dung giong morphin va
endophine, gitup cd thé giai téa trang thai cang thang, sau uit. D6 1a can tay, cai
bap, xa lach, sia, chuéi, chocolate...

Chiing ta muén nhan dé bai phai duge in dam va ¢6 ¢ chi to hon. Muén vay,
ta chon khéi chia van ban can dinh dang, sau dé chon menu Format > Font ...
xuét hién hép thoai sau:

Font
Font Character Spacing Text Effects
Font: Font style: Size:
MnRevue Bold 14
A Regular 9 ~
NnRewvueH It alic 10 :
MnShelley Allegra 11
MnSouthern Bold Italic 12
NnSouthernH ! 14 g
Font color: Underline style:
... Automatic .~ (none) e
Effects
[ strikethrough [] shadow [C] small caps
[] bouble strikethrough [] outline [] all caps
[] superscript [[] Emboss [ Hidden
[7] Subscript [] Engrave
Preswview
fin d& ngua stress
This Font style is imitated for display . The clozest matching style will be printed.
Default. .. | oK | | cancel

Hinh 2.2: Hop thoai Font.
Hoép thoai trén c6 tiéu dé la Font va c6 ba Tabs:
— Font: Dinh dang ky tu.
— Character Spacing: Khoang cac gita cac ky tu.
— Text Effects: Cacdiigu. ung,
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Thuc hanh: Chon nhan dé bai va dinh dang thanh:

Font: .VnRevue
Font Style: Bold
Size: 14
Chon khéi ndi dung doan van ban va dinh dang thanh:
Font: .VnAvant
Font Style: Italic
Size: 1

5.2. Dung thanh dinh dang dé thuc hién cac thao tac nhanh

BRY - ©JL W% el el o Wi s ’:‘\’ J* .
Chon kich ¢& \ Nghieng

Ta c¢6 thé thuc thi nhanh mét s thao tac théng qua thanh dinh dang ma
khéng can dung dén menu.

Chon font: Chon khéi (bdi den), xong tim tén font trén hop tha chon font (xem
hinh vé trén).

Chon kich cd: Chon khéi (b6i den), xong chon kich ¢d trong hop tha kich ¢d
(xem hinh vé trén).

In dam: Chon khéi (bbi den), xong nh&n chuét lén nit B,

In nghiéng: Chon khdi (béi den), xong nhin chudt 1én nat .

Gach chén: Chon khéi (béi den), xong nhin chudt Ién nut U,
5.3. Dinh dang theo doan van ban (paragraph)

Ngoai dinh dang theo tiing ky tu, ta con phai dinh dang cho ca doan van ban.
Khi dinh dang cho ca doan védn ban, cdi ma ta quan tdm 14 bé cuc chung cua ca
doan van ban nhu: can lé trai, phai, khoang cach giita cac dong, khoang cach giita
cac doan van ban, cac hinh thic bé tri déac biét cho doan van ban.

Chung ta quan sat doan van sau va cach bé tri toan cuc ctia cac doan van ban:

Ditamin D giip € khoé manh.
Thai phu udng Vitamin D c6 thé giip xuong clia con minh khod manh khi tré 1én
[én. DO 1a két lun cha che chuyén gia tai Bénh vién Da khoa ounthampton (Anh).
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Nghién citu trén céc thei phu cho théy nhing e uéng vién Vitamin D hodc tiép
xiic nhiéu véi nh sing mét troi (ngudn cung cép Vitamin D cho co thé) thi difa con clia
ho khi 1&n 9 tudi 06 mét bd xuong chic chén hon.

Duge biét Vitamin D 18 y&u t& quan trong d€ giip dd co thé ching ta hép thu
calcium. Tuy nhién, cic chuyén gia nhén manh thai phu khong nén ty udng Vitamin D ma
cn co y kién clie béc s§.

Doan vin trén gom cé 4 doan {sinh vién tu giai thich tai sao cé6 4 doan van
ban). Théng thuong, méi doan van ban c6 mét dinh dang paragraph riéng. Mét s6
doan van ban tuy khéng lién nhau, van cé dinh dang giéng nhau. Ching ta c6 thé
can 1é trai cua dong thu nhat khac véi cac dong tiép theo. Viéc nay hoan toan cé
thé thuc hién dude théng qua menu Format> Paragraph, xuét hién hép thoai sau:

Paragraph ®E

Indents and Spacing  Line and Page Breaks
General

Alignment: Left v Qutline level: Body text
Indentation

Left: 1.27em 3 Special: By:

Right: 0cm S v 1.27em 3
Spacing

Before: opt - Lipe spacing: At:

After: 6 pt i Single v -
Preview

Vinana g et et bara et st e A b e Bk e, se B we
wAee i mges. o0tk cum s ool lee
Tabs... l_ QK ] | Cancel

Hinh 2.3: Hop thoai Paragraph
Trong d6 ¢6 cac muc sau:
+ General: Dinh dang chung.
Aligment: Can 1€ (Left, Centered, Right. Justified).
+ Indentation: Dinh dang lui vao.
Left: Lé trai; Right: Lé phai; Special: Lui dac biét.

+ Spacing: Pinh dang khgang cachgiiaicagdéng. cac doan van ban.
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Before: Dan dong so v6i doan van ban trudc.
After: Dan dong so vdi doan van ban sau.
Line Spacing: Khoang cach gitia cac dong.
+ Preview: Xem mau.
5.4. Dinh dang nhanh mot doan van ban bang cach dung thanh dinh dang
két hop voi thanh thudc ke

Can phai I
Can trat _\t
e = @ 0 % - 7 s R T uk‘t!l!
[ . 1 el H ' A . " ) H
Can gita

1é trai R

Lé phai

First line .
Can hai bén

Hanging

Kéoca firstline va hanging

Ta c6 thé thuc thi mot s6 thao tac dinh dang doan van ban nhanh théng qua
viéc su dung cac nut trén thanh dinh dang va thanh thude ké trén man hinh.

o - " & s 0 - . . e - —

Can trai: Dé con tro vao doan van ban can thuc hién va nhén nit =
Can gita: Dé con tro vao doan van ban can thuc hién va nhan nit =
9 = a L & o & = A . A ., 2=

Can phai: Deé con tro vao doan van ban can thuc hién va nhén nut =

(Il

Can hai bén:  DE con tré vao doan van ban cin thuc hién va nhan nit

Chiing ta c6 thé thao tac truc ti€p bang cach (xem hinh vé trén):

— Dé con troé van ban vio doan can dinh dang.

— Kéo con trugt First line trén thanh thudc ké dé can 16 trai dong dau tién cua
doan van ban.

— Kéo con trugt Hanging dé can 1é trai cho cac dong tiép theo cua doan
van ban.

— Hoac kéo con truct c6 hinh chit nhat dudi con trugt Hanging dé déng thoi
kéo ca hai con trugt First line va Hanging.

5.5. Dinh dang danh sé va Bullets ty dong

Chung ta hay ldy vi du sau lam mau:
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QUYEN CUA TRE EM
8 quyén co bdn cua tré em:
Quyén dudge khai sinh va e6 quéc tich.
Quyén dude cham sée, nudi dudng.
Quyén dugc séng chung véi cha me.
Quyén dudc tén trong, bao vé tinh mang than thé, nhan pham va danh du.
Quyén dude chim séc, bao vé sic khoé.
Quyén duge hoc tap.
Quyén vui choi giai tri.

W =13 B G A O N -

. Quyén c6 tai san thira ké.

(Sé liéu tir Bao Lao dong).

Mét vai con s6'ddang chu y:

— Hién nay c6 21.000 tré em mo cbi va 300 tré cd nhd dude nuodi tai cong dong.

— 3.960 tré mo cbi va 782 tre lang thang dudc nudi tai cac trung tdm bao trg
x3 héi.

— Tré lang thang pham tdi chiém 14,5% téng s& cac vu pham téi va 12-15%

tré lang thang.

— Tu nam 1992 — 1996, Héi lién hiép phu nit cac cip da gitp gan 200.000 tré
em bo hoc trd lai truong va hon 300.000 tré khé khan ¢ cong dong.
(S6 liéu tir Bao Lao déng).
« Dinh dang danh sé
Dau tién, ta gé van ban thé (khéng go s6). Mdi mét doan van ban ting véi mot
s0 ta nhan vao ky tu xuéng dong (phim Enter), nhu doan vin ban sau (ky tu . la
ky hiéu danh xuéng dong). '

Quyén dugc khai sinh va c¢é quéc tich. .J

Quyén duge cham soc, nudi dudng. J

Quyén duge séng chung véi cha me. .

Quyén dudc tén trong, bao vé tinh mang than thé, nhan phﬁm va danh du.
Quyén dudc cham séc, bao vé stic khoe. .

Quyén dudge hoc tap. J

Quyén vui choi giai tri, J

Quyén cé tai san thua ké. -



Tiép theo, ta chon ca khéi trén (bdi den) va nhan nut i= trén thanh céng cu, ta
sé dude két qua nhu sau:

L

- I e

o o

=1

8.

Quyén dugc khai sinh va c¢6 quéc tich.

Quyén duge cham séc, nudi dudng.

Quyén dude séng chung vdi cha me.

Quyén dude tén trong, bao vé tinh mang than thé, nhan pham va danh du.
Quyén duge cham séc, bao vé siic khoe.

Quyén dude hoc tap.

Quyén vui chai giai tri.

Quyén cé tai san thiua ké.

Trong truong hop néu mét doan van ban nao dé dai hon mét dong thi 1€ trai
dude can thang va s dude danh treo ra ngoai. Pay l1a cach lam chuan va nhanh. Tuy
nhién, trong mét s6 trudng hop ching ta can thay déi mot sé chi tiét, chang han:

Sau cac sé khéng phai la ddu chaAm, ma can chon mét ddu khac nhu dau déng
ngoac *)”, hay dau 16n hon *>".

Khoang cach tir sé dén van ban dan rong ra hoac thu hep lai.

Muén vay, ta chon khéi rdi chon menu Format > Bullets and Numbering ...,

Word sé cho xuat hién hép thoai nhu sau:

Bullets and Numbering

Bulleted MNumbered  Outline Numbered  List Styles

{1} {3rcp. (03]

None {1 Jath) (04]

{1 {5tht [05]
A ) <3> e
B. V) <4> d
C V) =J= e

% Restart numbering| :™: Continue previous st |__Customize... |

[ OK ]L Cancel f

Hinh 2.4: Hop thoai Bullets and Numbering — Tab Numbered.

Trong hép thoai trén, chiing ta thay ¢6 7 kiéu danh sé co ban. Thong thudng,

ta chi can chon mét trong 7 kiéu dé la di. Tuy nhién, ching ta ciing ¢6 thé thay

do6i. Muén vay, ta nhan véo nutCustomize. , ;mathap thoai khac sé xuat hién:
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Customize Numbered Ligt
rMumber Format
! i. Eont... J
MNurmber skyle:
[, 2.3 - Start at: 1 2
MNumber position
ILEFt -~ aligned at: [z.54 cmn 2]
Text position
Tab space after:
[ocm =] Indent at: [3.17 crn 3
Prewview
1_ ————
D e——
=,
[ekTTT Cancel |

Hinh 2.5: Hép thoai Customize Numbering List.
Co cac muc sau:
Number Format: Kiéu danh sb (co thé danh thém van ban vao).
Font ..t Chon font (cho phdn danh s6 va van ban trang diém cho s6).
Number Style:  Kiéu sé.
Start At: Danh sd bét dau tir.

Number Position: Can lé.

left: Trai.

centered: Théng gita.

right: Phai.

Align At: Khoang cach tu 1é dén so.

Text Position: Khoang cach tit s6 dén véan ban.
» Dinh dang Bullets (cach lam gan giong vdi danh s6)

DAu tién go van ban tho (khéng tu gd cac bullets), méi mot doan van ban Ung
vol mét Bullets, ta nhan vao ky tu xuéng dong (phim Enter), vi du nhu doan sau
(trich t vi du trén):

Hién nay ¢6 21.000 tré em md ¢6i va 300 tré cd nhd dugde nudi tai céng dong.

3.960 tré mob c6i va 782 tré lang thang dude nudi tai cac trung LAm bao trg xa
hoi.



Tré lang thang pham t8i chi€m 14,5% tong sd cac vu pham tdi va 12-15% tré lang
thang. J
T nam 1992 — 1996, Ho1 hén hiép phu nd cac cap da giap gan 200.000 tré em bo
hoe trd lai truong va hon 300.000 tre khé khan 6 cong dong. .J
Tiép theo, chon ca khéi (bdi den), sau dé, nhan nidt i= (Bullets) trén thanh
cong cu. Ta sé dude két qua tudng tu nhu sau:
— Hién nay c6 21.000 tré em mod cd1 va 300 tré co nhd dude nudi tai cong
déng.
—  3.960 tré mé co1 va 782 tre lang thang dudc nubi tai cac trung tdm bao trg
x4 hoi,
— Tré lang thang pham t6i chiém 14,5% téng s6 cac vu pham t6i va 12-15%
tre lang thang.
— T nam 1992 — 1996, Héi lién hiép phu nit cac cap da giup gan 200.000 tre
em bo hoc trd lai truong va hon 300.000 tré khé khan d céng déng.
Théng thuong, cach 1am trén day la du. Tuy nhién, trong mét sé truong hop
chung ta cé thé thay d6i. Muén vay ta chon khéi cin dinh dang, sau d6 chon menu
Format > Bullets and Numbering ..., Word sé cho xuit hién hop thoai sau:

Bdtlels and Ndmberiﬁg

Bulleted nNumbered  Outline Numbered  List Styles

# & .

None * & "
* & -

+ . > o
4+ . > %
+ . )= %

I Customize... |
Reset { OK ][ Close ]

Hinh 2.6: Hop thoai Bullets and Numbering — Tab Bulleted.

Word cho ta 7 tuy chon. Tuy nhién, ta ciing c6 thé thay d6i. Muén vay, nhén
vao niat Customize..., mét hop thoai khac sé xuat hién:
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Customize Bulleted List

Bullet character

Font. .. { Character... I Picture... |

Bullet position

Text position
Tab space after:

Indent at: |I:L63 cm _'_j"';j

|1 .27 cm = Indent at: [1.27 cm  —2
Preview
-
-
-

Hinh 2.7: Hap thoai Cuslomize Bulleted List.

Trong doé c6 cac muc sau:
Bullet Character: Ky tu Bullets.

Font...: Font cua ky tu nay.
Bullets... Chon Bullets cu thé tir mét bang ky tu.
Bullet Position: Khoang cach tit mép trai dén bullet.

Text Position:

Khoang cach tir bullet dén vian ban.

6. THIET LAP TRANG
Chon menu > File > Page Setup..., Word sé cho xuat hién hop thoai (hinh 2.8):

Hép thoai gdm c¢é 3 tab:

Margins:
Paper:
Layout:
Nhan OK:
Nhén Default...:

Cac e, hudng in.

Kho gidy.

Bé tri trang in.

Dé ap dung cho tai liéu hién hanh.

Dé ap dung cho cac tai liéu hién hanh va cac tai liéu sau.



. P;g_ e Setu p

Margins Paper Layout
P& Qi s
Top: .54 cm) - gottom: 2.54 cm >
Left: 3.17 cm = Right: 3.17 cm =
Gutter ocm = Gutter position: Left -
[T =T = Ty
Portrait Landscape
FPanes
Multiple pages rMormal ~

Preyiew
Apply !

This section -~

T (

Hinh 2.8: Hop thoai Page Setup.

Cancel

7. XEM MAU TOAN BO TAI LIEU (PRINT PREVIEW)

Chon menu > File > Print Preview... hoic nhan nut [&(Print Preview) trén

thanh cdng cu. Lic d6, Word sé chuyén ctia so thanh ché dé nhin méau va xuat hién:

2} WORD CKI&2 10.2008 (Preview) - MicrosoftWord =~ . .

! File Edit View Insert Format Tools Table Window Help

I N Bl - |5 sT QloseE
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- In.
: (Magnifier) Tat/bat stia chita.
ll : Ché d6 xem méu mét trang.

d : Ché& d6 xem mau nhiéu trang; mudén bé tri thi kéo chuét tit phim nay va

qua d6 sap xép cac trang xem mau.

4 . Bat/tat ché do xem-co-thude.



B . Shrinking to Fit: thu lai cho vira; néu tai liéu dai va trang cuéi cung chi
cé it, thi ta c6 thé nhan nut nay dé thu tai lidu lai, don phéan thira d6 1én
cac trang trén.

- : Xem day man hinh.

Close: Péng va trd vé ché dé soan thao binh thuong.

Xem mau la lic Word cho ta mét cai nhin toan canh cua tai liéu. N&u ching

thay chua dude thi quay trd lai ché dé soan thao binh thuong dé chinh sta lai nhu
¥ mudn.

8. CAC CHE PO IN
Cdch 1: Nhan vao nut &(Print) trén thanh céng cu thi toan bé tai lidu sé dude
in ra. Cach lam nay sé khong cho phép chinh sua cac tuy chon truéc khi in.

Cdch 2: Chon menu > File > Print ..., lic d6 Word sé cho xuat hién mét hop
thoai sau:

Printe

Name: & HP Laserlet 1P v Eroperties

Status: Printrg: 6 documents waiting F|:r-g Printer ]

Type: HP Laser et 1P

Where: LPT1: [ print to Al

Comment: [ Manual duplex

Page range Copm2s

3 all Number of coples. n 7

: Currgnt page

i Pages: ; [v] collate

Enter page numbers and/or page ranges separated

by commas. For example, 1,3,5-12

Print what:  Document y -SHon

y Pages sheet;

Print: 4l pages In range v e Lo i

Scale to paper size:  No Sraling ™
Options..., [ oK [ Cancel ]

Hinh 2.9: Hop thoai Print.

C6 cac muc sau:

Printer: Tén may in.

Page Range: Chi dinh cac trang can in, ¢é cac tuy chon:
All: In toan b cac trang.
Current Page- Chiin trane hién hanh
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Pages: Chi dinh cac trang can in; liét ké cac trang, hodc mot day lién
tuc cac trang, vi du: 1, 3, 5-8, 10.

Number of copies: S& cac ban sao.

CAU HOI LUQNG GIA
1. Khoanh tron nhiing ménh dé ding.
a) Chi c6 thé khdi dong Word tit menu cua hé théng.
b) C6 thé khdi dong Word ti biéu tudng trén Desktop.
¢) Cé6 thé khdi dong Word ti Windows Explorer.
d) Chi co thé khdi dong Word tit biéu tudng ShortCut trén thanh Task bar.
2, Khoanh tron nhiing ménh dé dung.
a) Khinhan phim Enter, la két thiic m6t doan van ban.
b) Khi xudng dong, 1a két thic mot doan van ban.
¢) Khi go dau cham (), 1a két thic mét doan van ban.
d) Khinhan té hop phim Alt + Enter, 1a két thuc mét doan van ban.
3. Dé dinh dang danh sé tu dong cho doan van ban, chon thao tac nao sau:
a) Chon menu Format > Bullets and Numbering.
b) Chon menu Format > Border and Shading.
c¢) Chon menu Format > Paragraph.

d) Chon menu Format > Font.

BAI TAP VA THUC HANH
Bai 2.1. Soan thao vin ban va dinh dang tuong tu:

@n dé ngua stress

Mot ché dé an ubng pha hop sé bu thém cho co thé nhing chdt bj tiéu hao
nhiéu trong trang thdi stress (vitamin C, B, Mg, Zn), gidp ban thodt khéi trang thai
mét mdi. Vi v@y, nhing ngudi cé cudc séng cdng thang, ban rén... nén an thuc
phdm chida cac chdt nay.

Vitamin C ¢6 trong tat ¢d céc loqi rau, tréi cdy, dac biét Iad hdnh tuoi, cdi

bdp, rau ngdt, 6t ngot, ca chua, cam, tédo, chanh leo.

Vitamin nhém B déi ddo trong nga céc¢, banh mi den, gao Idt, lac, gan déng

v@t, thit nac, cd, bi dé,.dé.udng.lén.men.

Vitamin E cé nhiéu trongid@tiayc Vet 8l dONmam théc.
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Magié hién dién trong thit nac, sta, ké, khoai lang, ddu nanh, rau cé mau

sam, cd rét, budi,

Kém co trong thit nac, hdi san, Iong do tring, thit trai, thit s6, rau ngét, toi ta.
Ngodi ra, trong trang thdi stress, co thé con can cac chdét tao thich nghi nhu sém,
ché xanh, mach nha... Mot s8 thuc phdm cdé chdt tac dung giéng morphin va
endophine, gitp co thé gidi tda trang thai cang thang, sau udt. o6 Ia can tay,
cdi bdp. xa lach, sta, chudi, chocolate...

Bai 2.2. Soan thao van ban va dinh dang tudng tu:

Ngudi hat thudc <o nguy <o gidm sat tri nhd cao

Nghién clu cla céc nha khoa hoc Ha Lan cbng bb méi day cho biét, nhiing
nguoi hit thudc cé nguy co mac bénh Alzheimer va céc triéu chitng khic cla
bénh gidm tri nhé nhiéu hon déi tuong d3 bd thudc hozic khdng hit thudc.

Tién o7 Monique Breteler va cdng su ¢ Trung tdm Y khoa Erasmus
(Rotterdam, Ha Lan) phat hién, nhimg ngudi hit thubc & dé tudi lén hon 55
¢ nguy co mac bénh giadm st tri nhé cao hon 50 % so véi nguoi binh thuong
khéng hit thubc.

Céng b6 trén tap chi Thén kinh hoc, ba Breteler va dbng ng hiép cho biét, ho
4% theo ddi gAn 7.000 ngudi & db tudi 55 va cac hon trong khodng trung binh
bdy nam. Qua thdi gian do, 706 ngudi trong s8 ho mac bénh suy gidm tri nho.

Mt loai gien dugc nhidu ngudi biét cé thé 1am tang nguy co mic bénh suy
giam tri nhé 13 apolipoprotein E4 (APOE4). Ht th ubc khéng téc dbng dén nguy
co mic bénh Alzheimer & nhing ngudi mang gien APOE4. Nhung nhiing ngudi
khdng cb gien nay co nguy co mic bénh Alzheimer cao hon 70% néu hiit thudc.

Tién &7 Breteler cho biét, hit thuc cb thé gy nén nhiing dot quy nho,
chuyén thanh t8n hai no va gay nén bénh gidm sit tri nhé. Ba cling cho biét,
his thubc lam tdng nguy co mic bénh mach n3o co lién quan dén bénh giam
507 tri nhé.

MEt tac hai khdc 13, do trai qua chiing cang thing oxy hoé (qué trinh trong
46 chc phan (ng ho hoc 13m t8n hai ADN), nhiing ngudi hit thubc cb thé bi
pha huy cac t€ bao trong mach mau, din dén xo cling ddng mach. Nhiing nguoi
nghién thubc phai chiu cang thang oxy hoa nhiéu hon ngudi khdng hit thube,
va nguoi ta cling phat hién thiy hién tuong cang thang ndy gia tang trong
bérh Alzheimer. (Theo 24h.com.vn)
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Bai 2.3. Soan thao van ban va dinh dang tuodng tu
- ~” 2 - vy ” V4
Ca rét, rau cu giau chat khang oxy hoa
C( ca rét dai nhd, nac mau cam, khé ph6 bién trén thé gici. Cl ca rot tuy ré nhung rét b
dudng, mau cam la do chat Beta Caroten, lai giau chat khang oxy hoa. Sac td nay tc ché mét
phan cac géc tu do cua tia cuc tim (UV) clia anh sang mat trai, gidm bat nguy co bi chay nang.
Ca 6t giip chong ung thu
Nhing ngudi khong st dung thudc la, néu thudng xuyén dung ca rét, co thé
gidm nguy co mac ung thu phdi dén 40%. Phu nir dung ca rét 2 |an trong tudn co thé
giam nguy cd ung thu vi dén 46%. Theo mot nghién clru clia My, ca rét ngan ngira
dudc ung thu la nho Beta Caroten, tién sinh t6 A.
Tuy nhién déi véi ngudi lam dung thudc 14, b3 sung Beta Caroten lam tang
nguy co bi ung thu phéi.
Ca rét lam sang mét
Ca r6t chira Beta Caroten, nguén sinh t6 A, gitp thay ré hon vao ban dem. Khi
co thé can Beta Caroten duoc bién ddi thanh Retinol hay Vitamin & thanh ruét (1
phan tir Beta Caroten sé cho 2 phan tit Vitamin A). Beta Caroten thira duoc tich trir &
mb dudi da.
Ca 6t bdo vé& tim mach
. Ca rét tang cuang su loai trir Cholesterol qua dudng tiéu hoa va cai thién su
tuz‘ap hoan cac lipoprotein. Ca rét lam gidm su oxy hoa cac chat béo, gidm nguy co
xuat hién cac mang & dong 'mach clng nhu giam nguy cg bi ching xo vira dong
mach. Ca r6t co chira cac chat xa hoa tan, cac chat khang oxy hoa (Beta Caroten) va
khoang chat nhu kali. T4t ca cac yéu t6 nay gop phan béo vé tim mach.
(Theo Thuéc va sdrc khoé — s6 311)
Bai 2.4. Soan thao van ban va dinh dang tudng tu:

hiém khudn hé hip edp tinh o tré em
Nhig biéu hién tré bi bénh nang hoac rat nang:
*1>> Tré bo bi hoac khong uéng duoc.
*2>> Tré thd ¢6 tiéng rit hodc khod khe.
*3>> Tré biéu hién co giat hoac tim tai.

*4>> Tré c¢6 ddu hiéu suy dinh dudng ning.
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Bai 2.5. Soan thao van ban va dinh dang tuong tu:

¢

¢

3- THAUDTY-SH

Hién nay c6 21.000 tr¢ em mo c¢6i va 300 tré co nhd duoc nuodi tai cong
déng.

3.960 tré mo coi va 782 tré lang thang duoc nudi tai cac trung tam bao
trg xa hoi.

Tré lang thang pham t0i chiém 14,5% téng s6 cdc vu pham toi va 12-
15% tre lang thang.

Tir nam 1992-1996, Hoi lién hiép phu nit cac cap da giip gan 200.000
tré em bo hoc tré lai truong va hon 300.000 tré kho khan & cong dong.
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Bai 3

BANG BIEU

i -y "3 bl
g R FL

rri vin ban Mail Merge, .. !

Cé thé st dung bang thay cho cach dung tab, chia theo cdt, dong va chung
c6 thé chita s6, van ban hoac db hoa. Bang con dugc dung dé trinh bay cac doan
van ban nim canh nhau theo chiéu ngang hoac chiéu doc, hodc la dé dat van
ban bén canh d6 hoa. Ngoai ra, c6 thé ding bang dé trinh bay céc bai viét nhu
trén bao, chia theo c6t va van ban troi theo kiéu hét mot cét, xong lai tiép tu
dau c6t bén canh.

Bang gbm nhiéu hang va nhiéu ¢ot. Giao cua hang va cdt 1a 6. Cac 6 ¢6 thé
chiia van ban hoac d6 hoa. Trong m&i 6, van ban ciing duge dinh dang nhu trong
mét trang van ban, xem cac canh ctia 6 nhu la cac 1é.

Van ban trong mét
6 cling nhu trong
mot tai lidu

C6 thé tao méi bang ngay tu d4u va dién vao cac 6 tréng hodc cd thé chuyén
d6i cac doan van ban thanh cac 6 trong mét bang. Sau khi da tao bang, ¢6 thé thay
d5i bing rat nhidu cach: thém, bét cac dong, cac cbt, chinh dé rong cua cdt, sdp xép
vin ban theo vin ABC hoac thém dong ké hay 1am hoa van nén cac 6.

1. TAO BANG VOI CAC COT CO PO RONG BANG NHAU
— P4t con trd vao vi trf mudn tao bang.

— Chon menu Table > Insert > Table ..., Word sé cho xuat hién hop thoai:
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Insert Table x|

Table size

MNumber of columns: |§ E*
Number of rows: |2 5‘

AutoFit behavior

* Fixed column width: |.D.utl:| E‘

7 AutoFit to contents

7 AutoFit to window

Table style: Table Grid AutoFormat. .. ]

[T Remember dimensions For new tables

| OK i Cancel

Hinh 3.1: Hop thoai Insert Table.

Cé cac muc sau:

+ Table size: Kich thuée bang.
Number of Columns: S6 cac cot.
Number of Rows: Sé cac dong.
+ AutoFit behavior: Co ché tu déng diéu chinh.
Fixed column width: D6 rong cét cd dinh.
AutoFit to contents: Tu diéu chinh v6i néi dung.
AutoFit to window: Tu diéu chinh véi 1& van ban.
Remember dimensions for new tables: Dit méac dinh cho cac bang méi.

Cach 1am trén cho phép ta dua vao dd rong chinh xac cua cét, ddng thai chiing
ta ciing c6 thé theo huéng din ma tao ra cac bang theo miu dinh trude hoic theo
dang thie dinh trude.

C6 mot cach lam khac kha truc quan, dung nut E (Insert table) trén thanh
cébng cu Standard.

— Dat con tro van ban vao vi tri ma ta muén tao ra bang.

— Nhan vao nut tao bang E& (Insert table).

Cancel mat 11d ¥nat hidn 4 dirdh niit vita nhan,
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— Nhan va git chudt trai kéo qua luéi, déng thoi xac dinh sd cot va s6 dong ta
mudn tao ra, sau dé tha chudt.

Word sé tu dong dat con tro van ban vao 6 thi nhat ctia bang (géc trai trén).

1.1. Soan thao van ban 0 trong mét bang

D& thuc thi | Nhan
Tao WSEdean 8T . ENTER
‘Nhiy 8838 56 theo " TAB
Nhay vé 6 truée | SHIFT+TAB

Thém mot hang méi 6 cudi bang © Nhan TAB 6 6 cubi cung ¢ hang cudi cung

Sang trai, sang phai mét ky tu Dung cac ky ty <, —

Pi 1én, di xuéng mot hang Dung cac ky tu T, 4

Chu y: Néu bang dudc tao ra tai diém dau tién cta tai liéu ma ta lai muén
chén doan van ban trudc bang nay thi dat con tro van ban vao 6 dau tién va
nhian Enter.

Muén chon khéi la mét 6 hoac nhiéu 6 cua bang thi dung con tré chuot kéo
mot hodc nhiéu 6 cua bang dé chon (béi den).

Muén chén mét ddu Tab vao trong mét 6 thi nhan té hgp phim Ctrl+Tab.

1.2. Xoa van ban trong mét bang

Muc tiéu xoa ! Thao tac
Van ban trong moét 6 ' Chon van ban, xong nhan phim BackSpace hoac
" Del.

Xo0a ndi dung mjt hang =~ Chon khdi cac 6 cua hang va nhan phim Del.

Xoa hang " Chon tat ca cac 6 cia dong ké ca ky hiéu bao hét
hang cua bang va chon menu Edit > Cut.

Xo0a no1 dung mot cot ~ Chon céac 6 trong cét dé, réi nhan phim Del.

Xoa cot ~ Chon ca ¢ot va chon menu Edit > Cut.

1.3. Chuyén déi van ban sang bang

Trong van ban ta chuyén doi, can cé cac ky tu phan cach. Néu chua, thi ta
phai thém vao trude khi chuyén déi.

Muc tiéu Thém

Tach néi dung gitia cac 6 trén mét hang. | Thém vao dau phay (,) hoac ky tu Tab, ...
Bao hét hang. NiramrErmter
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— Chon khéi van ban can chuyén déi.
— Tiép theo, ta c¢6 thé thuc thi bang hai cach:
Cach 1: Nhan nuat E2 (Insert table) trén thanh céng cu.

Cach 2: Chon menu Table > Convert > Text to table..., xuat hién hép thoai sau:

Convert Text to Table - g

Table size |
Number of columns: M _:]
|
Number of rows: __...:| i
AutoFit behavior
' Fixed column width: Auto =

" AutoFit to contents

" AutoFit to window
Table style: (none) AutoFormat. .. '
Separate text at

* paragraphs 7 Commas

" Tabs T Other: f-_

[ QK l Cancel

Hinh 3.2: Hop thoai Convert Text to Table.

Cé cac muc sau: :
Table size: Go s6 ¢t ma van ban can chuyén sang, s6 hang dé mic dinh.
AutoFit behavior: Co ché tu dong diéu chinh bang.
Separate text at: Chon ky tu phan cach gitia cac cot.

Nhan OK dé thuc hién.

1.4. Chuyén déi bang sang van ban
— Chon bang (b6i den bang).
— Chon menu Table > Convert Table to Text..., Word sé cho xuat hién hop thoai:
Convert Table To Text.

N |

Separate text with
" Paragraph marks

abs:

Hinh 3.3: H&p thoai Convert Table to Text.

QK Cancel |




Chon ky tu phén cach gitia cac cét. Théng thudng, ta dé tuy chon mic dinh va
nhan OK.

2. THAY DOI, CAP NHAT BANG
Sau khi da c6 bang, ta cé thé thay déi ching, chi tiét c6 thé dén timng 6.

2.1. Chon 6, dong, cot

Ta dung con trd chudt dé thuc thi cac cdng viéc nay.

Chon Thue thi

Nhay vao vét chon 8. Vét chon 6 nim sat 1é trai cia 6,
Mot 6 phia trong 8. Khi ta dua con tré chuét vao vét dé thi con

tro chudt cé6 hinh dang ﬁ .

Nhay chuét vao vét chon hang. Vét chon hang nam phia
Mot hang sat trai cia bang, ngoai bang. Khi ta dua con tré chuét

vao vét dé6 thi con tro chuét ¢6 hinh dang ﬁ :

Nhay chuét 1én duong bién trén cung cua cot (phia ngoai
Mot cot cot. Luc dua con tro vao vi tri dé, thi con trd chuét c6 dang
hinh miii tén xuéng ¥.

Kéo chudt qua cac 6, hang, ¢6t. Hodc nhay chudt vao 6,
hang, cét dau, git phim Shift, xong nhay chudét sang mét
0, hang, cot khac.

Nhiéu 8, nhiéu dong
ho#c nhiéu cot

2.2. Chén 6, hang, cbt

*» Chén o6
Insert Cells T S

" Shift cells right
& iShift cells down:

" Insert entire row

" Insert entire column

QK Cancel

Hinh-3d4~Hopthoai-insert Cells:
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— Chon cac 6 gin vdi 6 ta dinh chén. Chon s6 6 bang sd 6 muén chén.
— Chon menu Table > Insert > Cells, Word cho xuit hién hop thoai:

— Cac tuy chon:

. Myetew | Chon
Chén phia trai cac 6 chon . Shift Cells Right

* Chen phia trén céc 6 chon | Shift Cells Down

' Chén mothoicnhiduhang | Insert Entire Row

_ .(.;)}i-én n;é)t ho-é;c .ﬁhié“u cot o I1'1.-9.:3r-'t,mlilnt,irz.al Columﬁ

— Nhan mit OK.
* Chén hang

— Chon mét hoac nhiéu hang phia dudi hang muén chén. S6 hang chén thém
vao bang sd hang da chon.
— Chiing ta c6 cac cach dé chén sau:
+ Dé con tré van ban vio cudi hang, phia ngoai bang, réi nhan phim Enter.
+ Chon menu Table > Insert > Rows Above | Rows Below.
Word sé chén cac hang lén phia trén / dudi cac hang da chon (b6i den).
Chi y: Muén thém mét hang ¢ cudi bang thi chi viéc dat con tro van ban vao 6
cudl cung cua hang cuéi ciing va nhan phim Tab.
» Chén cot
~ Chon cét vé phia phai c¢ét can chén. S6 c6t chon sé bing sé cot chén vao.
— Chon menu Table > Insert > Columns to the left | Columns to the right.
Word chén cac ¢dt vao phia trai / phai cot da chon.

Chén thém mdt bang vao mét 6: Ching ta thao tic nhu 1a thém mét bang vao
vén ban.

2.3. Xoa 6, hang, cot

Cé thé xoa cac 6, dong hoéc cdt ké canh nhau. Xoa vin ban trong mét 6 thi
nhu xoa binh thudng.

* Xoa 6
— Chon cac & dé xoa.

— Chon menu Table > Delete > Cells. Word cho xuét hién hép thoai:
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Delete Cells =~

~ Shit colls up

" Delete entire row
" Delete entire column

QK Cancel _| i
|

Hinh 3.5: Hop thoai Delete Cells.

— Cac tuy chon:

Muc tiéu Chon
Dich chuyén céc 6 phia phai sang vi tri 6 sé xoa Shift Cells Left
Dich chuyén céc 6 phia dudi 1én vi tri 6 sé xoa Shift Cells Up
Xoa ca hang Delete Entire Row
Xoé ca cot Delete Entire Column

— Nhan nut OK.
» Xoad hang, cot

— Chon hang, c6t can xoa.

—  Chon menu Table > Delete > Rows | Columns.

Ngoai ra ching ta ciing c6 thé chon hang cét réi ding cac nut & (Cut) trén
thanh cong cu hoac chon menu Edit > Cut.
2.4. Di chuyén, sao chép cac 6, hang, cét

— Chon céc 6, hang hoic cdt muén di chuyén hoac sao chép.

— Pat vi tri con tro chuét 1én ving chon, con tro chudt sé bién thanh hinh mai
tén chéch trai K.

Muc tiéu Thue thi

Di chuyén khéi chon | Kéo chudt dén vi tri méi.

Sao chép khéi chon Nhan va giit phim Ctrl kéo khéi chon dén vi tri mdi.

2.5. Thay doéi kich thudc cua bang
Cach 1: - Chon 6, hang, c6t hoac bang can thay déi kich thudc.

— Chon menu Table > Table Properties..., xuat hién hop thoai sau:
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Table Properties

_Table Rouw Column Cell
Size
[C] preferred width:

Adigirment

Indent from left:
(=) Ed B o ~

Left Center Right

Text wrapping

Borders and Shading... ] [ Options... ]

r OK ] [ Cancel I

Hinh 3.6: Hop thoai Table Properties.

Cé cac tab sau:

Table: dé diéu chinh kich thuée cua bang.
Row: dé diéu chinh kich thuéc cia hang.
Column: dé diéu chinh kich thudc cta cot.
Cell: dé diéu chinh kich thudc cta 6.

Cach 2: Dé con tro chudt lén dudng bién ctia hai cot. Luc dé con tré chudt sé

a. . . ||+ . A . K . - . = o .
thay do1 hinh dang thanh “ . Lic nay ta c6 thé dang chudt kéo dé thay doi chiéu
rong cot. Hoac dua con tré chudt lén thude va vao vi tri cha diém danh ddu cot:

& ti€p theo dung chuét kéo.

2.6. Tack mot bang thanh 2 bang
— Dit con tro van ban vao vi tri muén tach thanh 2 bang.
— Caon menu Table > Split Table.

2.7. Nhap nhiéu 6 thanh mét 6
— Caon khéi cac 6 can trdn.

— Caon menu Table > Merge.-Cells.
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2.8. Tach mot 6 thanh nhiéu 6
— Chon khéi céac 6 can tach.
—  Chon menu Table > Split Cells ..., Word sé cho xuat hién h¢p thoai:

Split Cells e <

Number of columns: [ﬁ =
]

Number of rows: |1

[V Merge cells befare split

OK Cancel

— Hinh 3.7: HOp thoai Split Cells.
— Chon sb cac cot / dong dé tach ra (tdch mét 6 thanh bao nhiéu 8).
2.9. Cach tao bang phic hgp

Word cho phép tao bang phitc hgp mdt cach truc quan nhu la vé. Ta theo cac
budc sau day:

— Bat thanh céng cu vé bang bing menu View > Toolbar > Tables and
Borders.

— Dé& con trd vao vi tri ma ta mudn chén bang vao.

— Trén thanh cong cu vé bang, kich chudt vao -£. Lic nay con trdé chuyén
thanh hinh but chi.

— DE tao ra vién ngoai cia bang, ta vé mé6t hinh chit nhat. Tiép theo, ta cé
thé vé cot hodc hang tuy theo y muén.

\\*t’_-*f L? 3 = l'?

— Mubn x6a, trude hét ta chon tay <2 réi kéo chudt va xéa.

o

2.10. Lap tiéu dé bang trén nhiéu trang

Trong truong hop bang cua ching ta dai (vi du, bang luong cua mét don vi vai
tram ngudi) ching ta phai ¢6 cach in lai tiéu dé ctaa cac cot trén tat ca cac trang.
Word cho phép ta lam nhu vay mét cach tu dong.

— Chon mét hoac nhiéu hang dé lam tiéu dé.

— Chon menu Table > Heading Rows Repeats
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Word sé tu dong lap lai cac dong tiéu dé ta vita chon mdi khi nhay sang trang
méi. Néu ta cht ¥ chén mét ngit trang (Page break = Ctrl+Enter) thi Word sé
khéng tu déng lap lai cac dong tiéu dé vita chon nia.

2.11. Danh sé cac 6 trong bang

—~ Chon khéi cac 6 can danh s6. Néu chiing ta chi mudén danh dau ¢ ddu méi

hang, thi chi chon cét thi nhat.

— Trén thanh céng cu, nhan nit i=(Numbering). Word sé cho thuc hién ngay

nhu lic ta danh sé khong c6 bang.

— N&u muén bé danh s& thi nhan 1én nit $=(Numbering) mét 1an niia.

2.11. Pinh dang va trang tri bang

V& dinh dang chung, c6 thé coi mdi 6 nhu 1a mot tu liéu doc lap, vi vay cb thé
ap dung dudc cac dinh dang da hoc.

Ta thuc hién theo cac bude sau:

— Chon khéi cac 6 cin trang tri.

— Chon menu Format > Borders and Shading ...

Word sé cho xuit hién hop thoai sau:

Borders and Shading g x|
Borders ! Page Border ‘ Shading |
Setting: Style: Preview
l' T P Click on diagram below or use
Py — buttons to apply borders

I & o = [E s
== Automatic ]

I S width: 4 W T | T B N
m

cust %#pt ———— ~ Apply ta
m
= e ~]

Show Toolbar ! Horizontal Line. .. OK I Cancel |

Hinh 3.8: Hop thoai Borders and Shading — Tab Borders

F
J
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Cé cac Tab sau:
» Tab Borders: Ké vién cua bang.

Setting: C6 cac tuy chon méau dé trang tri nhu sau:
[_l Khéng ké cac duong bién.
D Chi ké dudng bién bao quanh bang.
H Ké dudng bién bao quanh va ca dudng bién cac 6.
E Ké theo hinh ludi.

{] Ké theo tuy chon.
Style: Cac loai duong ke.
Style:

i

Color: Mau ctia dudng ké.
Width: D6 dam nhat ctia duong ke.
Preview: Xem mau.

Preview

Click on diagram below or use
buttons to apply borders

Wl

i
e

N\

LI g R it ]

1 I

Chi ra cho ching ta thiy hinh anh ctia viée trang tri, dong thoi ching ta cé
thé vé cac canh (ta chon nit ting véi cac canh, kiéu dudng ké va nét dam nhat qua
tuy chon Style va Width).

Apply to: Ap dung dfio™
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« Tab Page Border: Ke vién cua trang in.

Borders and Shading

Borders | Page Border || Shadng |

Setting: Style: Preview
p——rer —r— E— !
lal Click on diagram below or use |
Nane S I S buttons to apply borders ]
|
poe— = T {
D Box d i
- - - —-—- - 1
D Shadow i |
Color = |
e Automatic - |
0 = - T
: Width: L Y ;
S%pt —— - | Apply to: i
g Custom —_ v ]
Ll Art: |Whole document hd|
(none) = |
_ Options J

Show Toobar | Horizontal Line... | oK | Cancel i
LIESER

Hinh 3.9: H6p thoai Borders and Shading — Tab Page Border.
* Tab Shading: Tao nén cua bang.

Borders and Shading ; w0l LY S A ) 7] x|

Borders ] Page Border Shading I
Fill Preview

No Fill

-
R
-
RN [ A
I
g

FI T marecoors.. |

Patterns
Style:

W clear
I 7]
Show Toolbar ] Horizontal Line. .. J OK I + Cancel I

apply to:

I'I'able ﬂ

Hinh 3.10: Hop thoai Tab Shading.

Fill: Trang tri nén theo cac tuy chon.
No Fill: Bo trang tri nén.
Patterns: Hoa vén (Style: kiéu, Color: mau).

Preview: Xem AT



3. MAIL MERGE - TRON VAN BAN

Chuc ning Mail Merge cua Word giip tu déng héa dude quy trinh trén van
ban ti dit liéu ngudn véi biéu mau cé sdn mot cach nhanh chéng thuén tién véi s6
lugng 16n. Trong qua trinh thuc hién, ta c6 thé thém, bét nguén dit liéu.

Gia su can gui két qua xét nghiém mau dén nhiéu bénh nhan. Ta thuc hién
qua hai budc sau:

Budec 1: Tao bang dit liéu ngudn (danh sach bénh nhan va cac két qua xét
nghiém) va luu lai.

Ho va tén Diachi | Tubi | Giéi | HC | HB | TC | BC
Nguyén Thi Lan Ha Tay 50 NI 6,0 160 400 5,0
Lé Hoang Oanh Ha Noi 40 | Nz | 40 | 130 | 300 | 100 |
Pinh Hoang Anh H3iPhong | 35 | Nam | 50 | 155 | 100 | 9.1
Lé Thu Trang | HaTay 37 | No | 42 | 140 | 250 | 65
BUi Anh Diing Ha Tay 30 | Nam | 47 | 150 | 200 | 63

Trong bang trén: Cac c6t duge goi 1a trudng, cac hang dude goi la ban ghi,
hang dau tién l1a tén cta trudng va bang nay dudc goi 1a bang dit liéu nguén. Bang
dit lidu ngudn phii bit ddu tit vi te dku tisn cla tA lisu.

Budc 2: Tao biéu mau. Néi dung van ban dude soan nhu mét tai liéu Word
théng thudng. Chu ¥ dé trong cac 6 ciAn dién tu dong nhu ho tén, tudi, gidi, cac két
qua xét nghiém...

. Bg YTE PHIEU XET NGHIEM
BENH VIEN BACH MAI =
VIEN HUYET HOC - TRUYEN MAU HUYET HOC

Thuong 7 Cép ciru [
Hovaténbénhnhan: ................oooiviiiiinininn. Tuéi: ..... Gi6i:.....
DA Chl. e

XET NGHIEM TE BAO MAU NGOAI VI

HC _HB TC BC
Nam (4,3 — 5,8x10"/1) | Nam (140 - 160 g/1) | (150 —400x10°/1) (4 - 10x10°M1)
Nir (3,9 - 5,4x10"%/1) | Nix (125 - 145 g/l)

..........................................................................

BAC SY PIEU TRI TRUONG KHOA XET NGHIEM
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Thuc hién Mail Merge:

— Trong biéu mau, hién thanh céng cu Mail Merge bdng cach chon menu
View > Toolbars > Mail Merge.

— M3 bang di liéu ngudn: nhan chudt vao nit - (Open data source) trén
thanh cong cu Mail Merge.

Select Data Source

Lok in: F) My Data Sources v oo HoO X Lo Teoks-
) " +Connect to Ney: Data Source T
i _.‘} ' ;-H‘Lg';-. S0L Server Conmechon
My Recent
Documents
. |
I <~ } i
Oesrcp |
|
|
1
My Documents |
o8 |
My Computer
- M=3} : Fie pame: [ v | New Source... ‘ Qpen '
y Mebwor
Places Fles of fyDe: 1) Dats Sources v Cancel

Hinh 3.11: Hop thoai Select Data Source.
— Chon file dit liéu nguén.

Chi y: sau khi md duge bang di liéu ngudn, cac niat khac trén thanh Mail
Merge sé tu dong bat (sang). Khi chua cé dii liéu, cac nit nay bi Word dat mao.
— Chén cac trudng: Dat con tré vdn ban tai vi tri cin chén trong biéu miu.

Nhén chuét vao nit - (Insert Merge Fields) trén thanh Mail Merge, xuit
hién hop thoai sau:

Insert Merge Field 3

Insert;
{7+ Address Fields ¥ Database Fields
Eields:

lHo va ¢ |
Dia_chi
Tudl

Gigi

HC

HB

TG

BC

[uatc:h Fields. .. ] [ Insert J I Cancel I

Hinh 3:42:-Hap thoai Insert Merge Field.
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Trong hép thoai trén, chon truong tuong dng dé chén, nhin Insert; sau do,
nhéan Close.
Dé chén cac trudng khac, ta lam tuong tu.

—  Sau khi da chén du cac trudng vao biéu mau, nhan nut (View Merged
Data) dé xem két qua.

n o o . a2 5 x " 2] & é " 4 ’ fJ
— Dichuyeén gitia cac ban ghi biang cach su dung cac nit _i .
— Pua biéu mau vira thuc hién trén sang moét van ban méi: Nhan nut ]
(Merge to New Document), xuat hién hop thoai sau:

Merge to New Document.

Merge records

-------

" Current record
= Erom:l To: |

QK Can‘l_:el |

Hinh 3.13: Hop thoai Merge To New Document.
Cé cac tuy chon sau:
+ All DPua toan bo cac ban ghi.
+ Current Record: Dua ban ghi hién hanh.
+ From: .... To: ...: Dua ti ban ghi nao dén ban ghi nao.

.2 = i < L ; . ik " :
— In biéu mau: Nhan vao nit 22 (Merge to Printer), xuét hién hp thoai sau:

Merge to Printer i x|

Print recards
- I

~ al

" Current record
* From: |l To: |3

oK Cancel E

Hinh 3.14: Hop thoai Merge To Printer.
Cé cac tuy chon sau:
+ All In toan bd cac ban ghi.
+ Current Record: In ban ghi hién hanh.

+ From: .... To: ...: pdn-ti-ban-ghi-ndo-dén-ban-ghi-nio.
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— B6 sung trudng, ban ghi vao bang du liéu:
+ Mo lai bang dii liéu.
+ Dung thao tac chén hang, ¢6t dé bd sung vao bang dii liéu, sau dé ghi lai.

+ M0 lai biéu mau, va thuc hién cac thao tac khac nhu: chén thém trudng,
xem ban ghi vita méi bd sung, ...

—  Sau khi chén cac trudng vao biéu miu, ta cé thé thuc hién dinh dang cac
truong nhu van ban théng thuong sau khi da boi den.

CAU HOI LUONG GIA
1. Khoanh tron nhiitng ménh dé dung.
a) Mot 6 cua bang ¢6 thé chia anh.
b) Bang c6 thé chiia bang khac trong mét 6 cua né.
¢) Co6 thé chuyén déi bang sang van ban va ngudc lai.

d) Khi chuyén do6i bang sang van ban va ngude lai ta van giit nguyén
dudc ché do ke duong vién va hoa van nén.

2. Khoanh tron nhiing ménh dé ding.
a) (6 thé danh s6 cac hang trong bang.
b) Cé thé sao chép di chuyén cac 6 ctua bang bang cach kéo chuét.

¢) C6 thé chon cac 6 khdng nhat thiét nam lién ké nhau sau khi nhan
phim Shift.

d) C6 thé chon cac 6 khong niat thiét ndm lién ké nhau sau khi nhan
phim Ctrl.

3. Mail Merge la chitc nang cua Word gitup -hung ta:
a) Viét thu va chi gui tdi cac dia chi e-mecil.
b) Viét mot ndi dung thu giin dén nhiéu dia chi.
¢) Thao mét cong van gui dén nhiéu co quan.

d) Tu dong thay déi néi dung thu dé phu hop véi ting dia chi.

BAI TAP VA THUC HANH
Bai 3.1. Soan bang giong nhu sau (trich luan van caa Pham Quéc Khuong).

THU VIEN
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Bang 10: So sanh thay déi MVA trudc va sau mo tach van hai la
ctia chuing tdi vl mét sb tac gia khac.

P.Phap MVA/2D (cm2) MVA/Doppler (cm2)
Tac gia Trudc mé Sau mo Trude mod Sau mé
Riley. M (60) (n=59) 0,9+0,2 1,7+ 0,5
Holen. J(38) (n=8) 1,08+ 0,34 1,71 it
0,43
Heger J. J (39) (n=18) 0,8x1 12,7+2,8
Pham Minh Hung (4) 0,71+0,26 1,15+0,33 0,83+0,24 1,5 0,49
(n=48)
Pham Quéc Khuong 0,73+0,15 1,45+0,37 :0,72+0,17 1,52 +
(n=21) ' 0,40

Bai 3.2. Soan thao bang sau va dinh dang tuong tu:

Bang 3: Cuong d6 tiéng 6n (dnA) tai cac diém theo 6p thoi gian.

N hdi gian
S 3 & N & 5
i | I | 4 I
© < 2 = N ~
Dia diém
Puss | " |
oond | 781433 | 76,421 | 76,56£3,4 | 74,3+3,7 | 71,724,9 | 71,2+4,7
pho n=54 |- ; ! : __ !
Chg
i 61,1t4,2 | 62,942 | 63,4+4,6 | 62,7+2,7 | 54,9+2,7 | 54,3+4,9
n= i ' i | -
Tr. Péng I ; : :
ba 70,517,9 ! 67,3x2,0 . 70,8+7,3 . 61,1+2 4 . 57,7£1,7 | 55,612,6
n=54 ] ! '
Nha cao . . | | :
ting 71,5+3,6 | 67,841,2 | 68,742,8 : 68,2+4,6 | 57,4+1,3 | 58,6£1,7
n=270 : : : : |
TCVN 0. f{ 70 | 70 | 6 | 55 | 55
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Bai 3.3. Bai tap phan trén van ban.

Lap mdt bang nhu sau:

STT MaBN ﬁ!-}ogn_m . _Gmr ‘ JTu'(::i | Ure | Glucose | Creatinin | AcidUric
1 | 113BMO1 | Ngé Thi A Nu 28 | 6,0 5,5 120 300
2 | 113BM02 | Tran Van B ‘ Nam 56 | 10,2 8,0 360 450
3 |[113BMO03 | Lé T;;;lg C | Nam | 26 4,0 4,0 200 230
4 [113BMO04 |VaThuT | Na | 32 17,3 104 100 320
5 | 113BMO05 | Doan Lé A N 50 | 10,0 4,5 80 200
6 | 113BMO06 | Ng6o Van K | Nam 40 | 7,3 6,4 110 350

Tu bang trén hay in phiéu xét nghiém sinh hoa mau cho tat ca bénh nhan
theo miu sau:

BENH VIEN BACH MAI MA BN
Khoa hoa sinh S& phiéu: ...................
PHIEU XET NGHIEM
HOA SINH MAU
Ho va tén bénh nhan: Tubi: (G161 tinh:
Dia chi:
Ure Glucose - Creatinin Acid Uric
2,56-175 3,9 - 6,4 Nam: 62-120 umol/l | Nam: 180-420 pmol/l
mmol/l mmol/] Ni: 53-100 pmol/l Ni: 150-360 pmol/]
BS. diéu tri Nguoi lam XN
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Bai 4

PO HOA - PO THI TRONG WORD

MUC TIEU :
1. Thyc hién duge chén cdc dnh vao tai lidu.
2. Su dung d'wdc thanh cong cu vé cia Word.
3. Thue hién dugec cde thao tdc hiéu chinh dnh

C6 hai cach dé soan thao do hoa: nhap mét do hoa c6 san hoac dung cac cong
cu vé trén thanh Drawing dé vé.
* Nhdp cdc dé hoa c6 san

Nhin chung, khi chén cac file d6 hoa vao tai liéu, tai liéu sé cé kich ¢ 16n 1én
mét cach nhanh chéng. Ching ta cé thé han ché bing cach chi dung lién két hoic
ta chi 14y mét phdn dé hoa. Néu cac dé hoa dude vé theo phudng phap vec—td thi
dung lugng cua d6 hoa ciing duge giam nhiéu.
» Vé trong Word

Word ¢6 mét s6 cong cu vé, duge thé hién thong qua mét thanh cong cu. Ta cb
thé vé dude hinh vudng, hinh chi nhat, hinh da giac, cac duong thang, hinh elip,
va cac 6 goi (callout). Cac hinh vé chi dude nhin thiy trong ché dé khudn nhin
Print Layout hoac Print Preview, con trong cac khuén nhin khac thi cac hinh vé dé
sé an di.

1. DO HOA
1.1. Nhap file anh

Tuy theo cac tuy chon lic cai dat Word ma Word sé "hiéu" duge nhiéu loai file
d6 hoa hay khéng.
DPé nhap mét file anh vao, ta thuc hién theo cac budc sau:

Dbat vi tri con tro vao diém ma ta muén chén d6 hoa.

— Chon menu Insert > Picture > From File ...

Trong hép thoai File Name, chon kiéu hoac chon tén file chia dé hoa.
— Nhan nit OK.
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Sau khi nhap file anh vao, ching ta c¢6 thé sua déi né bing cach dung chuét
nhay duip 1én anh. Word sé cho hién mét cua sé khac cho phép ta sita déi anh.

Tuy nhién, ta nén dung chuong trinh Paint (nam trong nhém Accessories) de
sua doi do hoa bitmap. Cac loai dé hoa vector khac thi phai st dung céc cong cu
cua Word dé sua dai.

1.2. Nhap mot anh tu Clip Art

Thao tac nhap mét anh tir Clip Art ciing tudng tu nhu nhap moét anh théng
thudng:

— Kich chuét vao vi tri can chén anh.

— Chon menu Insert > Picture > Clip Art.

Sau khi chon duge mét anh, ta c6 thé chén anh bang cach kich chudt vao anh.

1.3. Thay déi lai kich thude anh

Ta c6 thé thay déi lai kich thudc anh ma van giit nguyén ty 1é. Hodc ching ta
c6 thé thay d6i chiéu ngang, chiéu doc cia anh. Khi thay d6i, Word sé théng bao %
thay déi ¢ thanh trang thai.

Dé thay déi:

— Nhay vao anh muén thay doi.

— Dait con tro chudt vao cac mép hodc cac goec cua anh. Word sé cho xuat hién

cac con tro hinh miii tén hai chiéu b 4 . Lac dé, ta cé
thé dung chuét kéo theo chiu mai tén dé chinh lai kich cd cia anh.

Kéo theo mét géc cua anh.

Kéo theo mot canh cua anh.
« Soan thdo hodc sita déi mét anh

Trude khi soan thao, stta d6i mét anh, ta nhan chuét vao anh dé va lam cho
xuat hién thanh céng cu anh bang cach: Chon menu View > Toolbars > Picture.

v pictore [
D Qotol =% ¢ 3

ﬁ Chén anh.

EE Kiém soat dé tdi sang cua anh:

Ché do t dong (Automarie)
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Den trang gia mau (Grayscale).
Pen/trang (Black&White).
Thuy 4n (Watermark).

Tuong phan nhiéu hon.

&

Tudng phan it hon.

_-0:
4+

L

Sang hon.
Té1 hon.
Cat/che anh (crop).

Cac loai duong ke.

X 1l H 2

Cac phuong thite van ban chay quanh anh.

Anh vudng, vin ban chay xung quanh bén canh.

LA |
I

Van ban chay quanh sat anh.

Vian ban che anh.

)
11

Anh nam trén vin ban.

e

Vian ban chay trén va duéi anh.

b

Vin ban chay qua anh.

3,

Tao vién cho van ban chay quanh.
%
V4

‘E Dit lai anh nhu ban dau.
» Ghép anh

Truéc hét ta cAn hiéu cach cua Word ghép anh véi van ban. Lan dau tién khi
chén mdt anh, anh cting chiém mét vi tri nhu mét ky tu trong van ban. Do d6,

Thay déi thude tinh cia anh.

Tao mau trong subt.

ngay sau khi chén, ta chua c6 kha nang ghép hai hodc nhiéu anh lai véi nhau.
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Cac phién ban vé sau cia Word da thuc hién viéc ghép van ban véi cac dé hoa
bang cach chia tai lieu Word thanh nhiéu 16p. Van ban khi ta in ra trén gidy, thuc
chat la cac 16p dé ghép lai vé1 nhau.

Muén ghép anh, trudc hét ta phai tach anh ra khoi 16p van ban. Sau dé ta kéo
cac anh chéng 1én nhau va “ghép”.

Cach tach anh ra khoi l6p van ban:

— Nhaén chudt vao mot anh.

— Chon menu Format > Picture, va chon Tab Layout trong hop thoai:

Format Picture

Colors and Lines | Size Layo Picture | | Web E

Wrapping style ‘
In line with text Sguare Tight EBehind text [n front of text l
i
Horizontal alignment |
i
)
[}

£l

I |

|1

i

£q

Advanced... ' | i

Ess R R
|
]

[ ox ] concet |

Hinh 4.1: Hop thoai Format Picture - Tab Layout.

— Chon bat ci “Wrapping Style” nao trit “In line with text”.
1.4. Che anh

Khi ta tai ca anh vao, ¢é thé c6 mét sé phan khéng can thiét. Word cho phép
che cac phan dé di. Cac bude thue hién nhu sau:

— Chon anh.
_ Nhan * (Crop) trén thanh eéng cu anh. Dua con tro chudt vé cac cham
den bao quanh, kéo chuét. Trong khi kéo, con tro chuét ¢6 hinh dang: =
1.5. Thém khéng gian xung quanh mét anh
Cach lam tuong tu nhu trén, nhung kéo chuét ra phia ngoai anh.

Dé ¢6 cac s8 do chinh xac, nhan chudt vao anh, sau dé, chon menu Format >
Picture ..., xuit hién hop thoai sau:
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Format Picture

Colors and Lines _i Size Layout P!CtUlE ! | Web | |
Crop from il
Left: O cm o Top: 0 cm — i |
(!

]
Right: 0 o : _' Bottom: 0 crm _:;:] i I

Image control l

P

i1

_ '

Color: |autamatic | | |
- 1

Brightness: 4| | i 20 % = i i
|

Contrast: LE i r] 50 % - ! |
]

i

il

1

Compress. .. F _ Reset | I l

Hinh 4.2: Hop thoai Format Picture — Tab Picture.
Cé cac muc sau:
Crop from: Néu muén che anh thi dé cac s do la s6 dudng, con néu mudn
thém khéng gian xung quanh thi dé s6 do am. Left: trai,
Right: phai, Top: trén, Bottom: dudi.
Color: Kiém soat mau cta anh.
Ché& d6 tu déng (Automatic).
Den trang gia mau (Grayscale).
Den/trang (Black&White).
Thuy 4n (Watermark).

Brightness: D6 sang t61 (%).
Constrast: D6 tuong phan (%).

2. VE PO HOA TRONG WORD
Chung ta c6 thé vé mét s8 hinh don gian ngay ¢ trong Word nhu cac dudng
thang, hinh vuéng, hinh chi nhat, dudng tron, elip, ... Dé c6 thé vé dudc, chiing ta
phai ¢ trong khuén nhin Print Layout.
2.1. Tao cac hinh vé
— Trén thanh cong cu, nhay chudt vao nut 4% Word sé cho xuat hién thanh
cong cu vé ¢ day man hinh.

— Ta c6 thé vé mot so hifaly ot giarisa v



Muc tiéu vé

Nhay chuét vao nut

Mét duong thiang N
Mot dudng thiang ¢6 mii tén N
M6t hinh vuéng hoac hinh chit nhat | []
Mot duong tron hoac elip O
Mot hop van ban
Mot WordArt 4
Hoac cac mau hinh Word da tao tu trudc qua AutoShapes:
Muc tiéu ve Nhay chudt vao menu Cac lua chon
Vé cac dudng ke
é cac ng ke
. Lines e N
5 6 %
Og9$
OO A K
) I Iy
Vfa cac hinh mau co Basis Shiasis a0
ban © O a
VAR NE 3
0 4
c )< >
2 G o O
=R f ot | RO LSS
Vé cac hinh mii ten| o
theo khéi oe rows Cowvan
i 5 O 3
[P @] Gd
TGP A
OO0
ooCoe
Vé cac hinh mau biéu = .- =o0dVy,
4 owchar =S = il B e
®D I ¢
AV AD,
e B D0

o



SRR T e T R

LG

nAaag
Vé cac 6 chi dan Callouts 4 A A d

- Vi r E

10 A0 AQ O

— Tuy theo su lua chon, ta lam tiép nhu sau:

Pé vé mot dudng thang, hinh chi nhat, hinh elip hodc mét dudng cung thi ta
dung phuong phap kéo chuét.

Pé vé hinh chit nhat, hinh vudng, cac cung, elip hodac dudng tron bat dau tir
tam thi cing kéo chudt nhung déng thdi phai nhan va gitd phim Shift.

Dé tao mét dudng vé tu do (da giac): nhan chudt ting diém dé tao cac doan
gap khuc thang hodc kéo chudt dé tao cac dudng vé tu do. Dé két thic dudng vé thi
ta c6 thé nhan chudt vao diém dau dé dude mét da gidc khép kin hodc nhén dup
chuét ¢ mot diém bat ky dé két thic mot dudng gap khuc hd.

Néu ta muén bo mét hinh vé nao dé lic dang vé thi ta nhan phim ESC.
Truong hop vé duong gidp khuc tu do thi nhan phim ESC ciing giéng nhu nhan
dup chudt: két thac duong vé. Khi vé duong tu do, nhan phim BACKSPACE sé lui
vé mot duong.

2.2. Xoa cac hinh vé

Nhan chudt vao hinh vé va nhan phim Delete.

2.3. Sao chép hinh vé

Nhan va giit phim Ctrl déng thoi kéo hinh vé di.
2.4. D& van ban vao trong mét hinh vé

Chung ta c6 thé dung hép van ban (Text Box) hodc cac hinh bat ky (trir cac
dudng ké) dé chiia van ban. Dung Text Box dé c¢6 thé dé van ban vao mét vi tri nao
dé tuy y. Hop van ban cé thé chita dude ca anh, nhu vay c¢é thé dé anh lam nén cho
mot doan vdn ban nao dé.

Pinh dang van ban trong mét hdp van ban ciing gidng nhu dinh dang van ban
binh thudng. Khac véi frame, hép van ban khong tu dong gian ra khi van ban dude
danh day. Chung ta phai dung chuét kéo gian hop ra.

Tao hép van ban:

— Nhay chuét 1én nuit 2! (Text Box) trén thanh coéng cu vé.

— Kéo chudt dé tao hop.

— Panh van ban vao hdp hodc chon menu Insert > Picture dé chén anh hoac
Clip Art vao hop.
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Trong trudng hop cac hinh khong phai la hop van ban, ta nhan chudt trai vao
dé1 tugng va nhan chuét phai, chon Add Text.

2.5. O thuyét minh

O thuyét minh

O thuyét minh cé cau tric giéng véi hop van ban, nhung ¢6 thém mot dudng
trd, dung dé giai thich hodc lam ré mét cai gi dé.
O thuyét minh c6 nhiéu tham s& dé thay déi: duong trd, géc gitia dudng trd véi
hép, c6 duong vién hay khéng.
2.6. Vé mot 6 thuyét minh
— Trén thanh céng cu vé, nhian chudt vao nut AutoShapes, chon Callouts va
chon loail tudng Ung.
— Dat con tro chudt vao vi tri ta muén c6 dudng tro, kéo chudt ra vi tri ta
muén dé hép van ban.
— G6 van ban vao hop.
— Khi xong, nhan chuét ra phia ngoai hop.
2.7. Phuong thie chung dinh dang cac hinh vé
Du ta vé hinh gi, ta hay dang cach sau dé xac dinh, stta d6i cac thude tinh
cua hinh:
Cdch 1: (nén dung)
— Kich chudt vao dé1 tugng vé.
— Nhan chudt phai, ta dudc menu tuong tu nhu sau:

& cut
Copy

% Paste
Add Text
Grouping »

Order 3

Set AutoShape Defaults
'E:ef Format AutoShape...

% Hyperlink...

— Chon Format AutoShape.
Cach 2:
— Kich chuét vao dé1 tuong ve.

— Trén menu FormatchomAutoShape:



s e

Chu y: Cac tir trong menu cé thé thay déi. Tuy nhién, ta nén chi ¥ dén biéu

tugng phia tral menu la % Sau dé, Word sé cho xuat hién hdp thoai sau:

Format AutoShape R R T JEJ:
' i : |
|

ndLines || Size | Layout | ; ! web
Fill

Coolor: I Joe
Transparency: 41 L 0 % =

Lie i
Color: Style: Eermraly

Arrows

Begin style:

End style: E ] !
End size: F I

Begin size:

[ — - |

Dashed: [::'E[ weight: Jo7s et = :
-
_ |

e L L N e e T SRy Ly A POt e |

IT—I Cancel IJ:

Hinh 4.3: Hép thoai Format AutoShape.
Hop thoai trén c6 6 Tab:
Color and Lines: Mau va cac dudng ke.

Size: Kich ca.

Layout: Cach bo tri.

Picture: Anh.

Text Box: Hop van ban.

Web: Van ban thay thé trong truong hop ding lam anh trén Web.

* Color and Lines:

Format AutoShape

size | Layout | ! | web |
]
|
Color: ir_ | -1 -I
Iransparency: LR LA B TR sy

N |
i

Color: ﬁ Style: r_._.____—___z :
Dashed: J—“_;_v; ‘wieight: 0.75 pt -2 i
Arrows ‘
Bagin styls: r“ﬂ_"—h_! End style: I_-———] !
Begin size: r_—____| End sige: r‘“—j :

E Ok ! Cancel

Hinh 4.4: Hop thoaiFermat AutoShape — Tab Colars and Lines,
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Fill:  Mau nén. Khi kich chuét vao hop tha, ta dude hinh tuong tu nhu sau:

ir_ NoFill .

III.II.I
BHEERERES
N TTIL_T-IT"
l E*!"r"lf_

More Colors., ..
Fill Effects...

Color: Mau nén.
Transparent: Mat do trong suot.

Line: Pudng ké. Pudng ké c¢6 4 hiéu ung: mau (color), nét (dash), kiéu
(Stvle) va d6 dam nhat (weight).

Arrows: mii tén ° >
Déi vdi cac duong ké ta c6 thé chon trang tri ¢ hai dau cua duong ké
(dudng ké khong nhat thiét phai l1a duong thang).
Begin Style: Kiéu ¢ ddu mii.
End Style:  Kiéu ¢ cudr mii.
* Size: Kich c8.

Format AutoShape

|Lav0ut 1 | | web ]

Colors and Lines Slz

Size and rotate |
Height: |1 .59 cm ;_] width: |9,e-| cm _;-]
Ratation; 0 o |

Scale

Height: 100 % = width: [toow =]

Lock gspect ratio

Original size
Height: Width:

| I
DTN EOTIRR N L |

! OFK ' Cancel J

Hinh 4.5: Hopthoai Format AutoShape — Tab Size.
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Size and Rotate: Kich ¢6 va dé quay.
Scale: Co gian.
Lock Aspect Ratio: Gid nguyén ty lé dai-rong.
Original size: Kich cd géc.
» Layout: B6 tri hinh.

1] | TextBox | ‘web |

Colors and Lines | Size

Wrapping stvle
In line with bext Sguare Tight Behind text  In front of text
Horizontal alignment
7 Left T Center " Right " Other
Advanced. .. J

Hinh 4.6: Hop thoai Format AutoShape - Tab Layout.
Phan nay vé cd ban gidng nhu lac xt 1y cac anh.
s Picture: Anh. Phén nay da dude trinh bay o trén.
» Text Box: Thay déi thude tinh hép van ban.

Farmat Texd Box Ei
Left: IG.ZS cm ‘3 Top:

I
Right: In_zs.:m L:i Bottom; 0.13cm =34

W Word wrap text in AutoShape |
[ Resize AutoShape to fit text

Colors and Lines | Size | Layout |

Internal margin

| Convert to Frame... I

oK | Cancel |

Hinh 4.7: HGp thoaiFormatMext Bek=+Tab Text Box.
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Vi hép van ban chda van ban nén thém moét sé thude tinh cho 1€ tu hép vao
dén van ban gom Left: trai, Right: phai. Top: trén, Bottom: duéi.

3. V& BIEU PO/ PO THI TRONG WORD

3.1. Cac budc vé biéu do/ dé thi trong WORD

Vi du: Nghién citu danh gia hiéu qua cua thudec Motilium-M trong diéu tri
bénh ly Dyspepsia. Péi tugng nghién citu 1a nhiing bénh nhén cé triéu chitng cua
Dyspepsia nhu: Day bung, nang bung, dau, khé chiu thugng vi, nén 6i sau &n, no
s6m va chan an. Thoi gian méc bénh cta cac bénh nhan ¢ day dude hiéu la thoi
gian ma triéu ching bénh da kéo dai va duge thé hién bdi bang sau:

Théi gian mic bénh S bénh nhan B Ty 16 %
1tign o 2506 22
. 2twén | 2021 18
2 — 4 tuan ! 4527 40
1 -3 thang —19?1 18
! Trén 3 thang _r;::_‘—ééﬁﬂ 2

Nguon: Tap chi “Thuéc & Suc khoé .

Tt s6 liéu trén, hay vé d6 thi thé hién thoi gian méc bénh cla cac bénh nhén .
Ta thuyc hién qua cac budc sau:

Bude 1: Chon menu Insert > Picture > Chart => xuat hién:

-!'IIIII/III/I/II///////IIIII///II///I WAL LRSS LSS SIS

SOONE

LDy b R AR

100 i e e e e i e
H =3

OEast
mWest
OHorth

OO

1st 2l 3 &h
o ou Ou ot

S

WAL LAR LSRRI IIL LSS L LI LILLI LIRS I LI AL ISIIA

" Dumin_entl - Datasheet

1 A I B | ¢ | b
1st Ou 2nil Ou 3ud Ou Jth On
1_aljEast 27.4 9% 204
2 a@lwest | 306 386 346 316
3 _AatiiNorth 459 16.9 15 43.9
4 : H : srwer=s W
< & ©

Hinh Z.B-Eigu do mac dinh trong Word.
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Trong doé:
+ Datasheet 1a bang dung dé nhap du liéu ngudn (mic dinh da cé di liéu
mau dé nguoi dung tham khao).
+ Biéu dé miu phia trén bang di liéu 1a dang biéu dé mac dinh dung dé mé
phong dii liéu tuong ng trong bang Datasheet.
Budc 2: Nhap dii liéu dé vé biéu dé/dé thi (trude khi nhap dii liéu phai xoa hét
di lieu méu trong Datasheet). Khi nhap dit liéu dén dau, biéu dé xuat hién dén doé.

= Documentl - Datasheet 0O
| A |

{Thoi ginn mac bénh  [So bénh nhan

1 @081 tuan 2506

2 @il tunn 2021 .

3 Acdi2-4 tuan 4527

4 BC011-3 thang 1971

5 ®mB{Tren 3 thang 220

O R
< >

Hinh 4.9: Bang dif liéu ngudn.
Buéde 3: Cap nhat biéu dé/dé thi ra man hinh Word: Nhan chuét vao khoang
tring cia man hinh ta sé dude biéu dé cua s6 lidu vita nhap (méac dinh dang cot).

5000 -
4500 1 01 tuan
4000 - .
3500 - m2 tuan
3000 o3 tudn
2500 - :
2000 - 013 thang
1500 mTrén 3
1000 thang

500 1

n.

Sé bénh nhan
Hinh 4.10: D6 thj sau khi cap nhat ra man hinh Word.

3.2. Hiéu chinh biéu do/d6 thi

Muén thay déi dang biéu dé/dé thi hodc cac thanh phan khac: Nhan dip chudt
vao biéu d6, lic nay sé xuat hién lai bang di liéu ngudn va trén thanh céng cu
chuén sé& xuit hién thém mét s8 nut dé hiéu chinh biéu dé/ dé thi véi chic ning

nhu sau:
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hn 'Iw{‘lei L\ alue A~s

Crocdhiaes
Chart g mg@\q} 2w
VRN
kY i
} \ [Lezeud ]
Chact
Obect “ategory Axis
Crondlines
Trong dé:
+ Chart Object: Cac d6i tugng cua biéu do/dé thi.

+ Format Chart: Dinh dang cac d6i tugng duge chon.

+ View Datasheet: .».E;m’hién bang Datasheet.

+ By row: Thé hién dit liéu theo dong.

+ By Colunm: Thé hién di liéu theo cét.

+ Data Table: An/hién bang dit lisu ngudn ngay dudi bidu dé/dé thi.
+ Chart Type: Cac kiéu biéu dé/dd thi.

+ Category Axis Gridlines: in:’hi{an cac duong keé Iuéi theo truc X.
+ Value Axis Gridlines: Exnfhlén cac duong ke 1udi theo truc Y.
+ Legend: ﬁlnfhién chu giai cua biéu do/do thi.

Trd lai vi du trén, ta thay di liéu thé hién méc dinh theo hang (By Row) la
chua hop 1§, nhan chuét vao nit By Colunm dé thé hién dit liéu theo cot, ta dudc
biéu d6 sau:

5000 o e o . i s e et 4 1 ol e b e i b e e 4
4500
4000
3500
3000
2500
2000
1500
1000

500
0 : !

{oSo bénh
nhan

1 tuan 2 tan 3 tuan 1-3 thang Tiéen 3
thang

Hinh.4.41. DO thi sau khi hieu chinh

5- TH&UDTY-SH -
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Muén thém cac thanh phan khac (tiéu dé cua biéu do, tidu dé cac truc, ...),
nhan dip chuét l1én biéu d6/dd thi, sau dé: Chon menu Chart > Chart Option =>
xuat hién hop thoai sau:

Titles \ Axes | Gridines | Legend | Datalabels | Data Table |
Chart title:
l as ———- |
4% d
Category (X) axis: i |
l k1 ] |
Yalue (¥) axis: L i
| - B facs
15 : '
1% - |
I iy ' |
. v v v - —
Tiwin 2 twin -4 1-3 Trkn 3
{ twin thing thiéng
OK Cancel
Hinh 4.12: Hop thoai Chart Option.
Goém 6 Tabs:
+ Titles: Khai bao cac tiéu dé cua biéu do/ do thi.
+ Axes: Hién thi/ &n nhéan trén cac truc toa dé.
+ Gridlines: Hién thi/ n cac dudng ké luéi.
+ Legend: Hién thi/ 4n cha giai va vi tri dat 1oi chd giai
cho biéu do/ db thi.
+ Data labels: Hién thi/ 4n gia tri hodc nhin cua di lidu.

+ Data Table: Hién thi/ 4n bang di liéu ngudn.

Trd lai véi vi du trén, ta thém cac tiéu dé cho biéu dé/dé thi, chon Tab Titles
=> nhap céc tiéu dé:
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Chart l]pliﬁns SR

['Titles | Axes Gridines  Legend  Datalabels Data Table
Chart title:
BiSu 5 thé hign thét gian méc Bidu do thé hién théi gian mac bénh
clia ¢ac benh nhan

Category (X) axis:
Thién gian méc bénh s000 e
s000

3000 {- rl nﬁ‘:'l “I

2000 1 — .
1000 Vo] i
D 3 —

Ttwin 2 twin 3 iwis 1-3 Trin 3
thing thisg

Thiri gian wic bink

value (Y) axis:
58 bénh nhan

85 Huak skas

I OK } [ Cancel J

Nhan OK dé cap nhat cac tiéu dé vao biéu do:

Biéu do the hién thei gian mac bénh cua cac bénh nhén

5000 -
4500
4000
3500
3000 ; _
2500 ' |0 Sé bénh

2000 nhan
1500
1000
500 _ _
0 T T T —
1tuén 2 tudn 3 tudn 1-3 thang Trén 3
thang

Sé bénh nhan

Théi gian mac bénh

Vi du: Xay dung biéu dé Line (dudng) thé hién su bién d6i huyét ap téi da
(HATD), huyét ap tdi thiéu (HATT) qua céc ldn do trén mét bénh nhan cho béi

bang sau:
lindo | 1 | 2 | 3 | 4 | s 6 7 8 9 10
HATD | 180 | 190 | 180 | 170 | 150 | 160 | 150 | 160 | 150 | 150
280 |
HATT [ 100 | 110 | 100 | 90 | 100 | 110 | 90 | 100 | 100 | 110

Cac buéce thuc hién:
— Chon menu Insert > Picture > Chart => xuét hién biéu d6 va bang dit liéu méu,
nhap dit liéu can vé biéu ddviobing Patasheet; dugebifurds c6 dang nhu sau:
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AN

OHATE®
mHATT

IR LR AR RS

‘ Al B clop E F G [ H] 1 J ~

| Lan do i 2 37 45 6. 7. 8 9l 10
1_o0{HATD 180 190 180 170 150 160, 150 160, 150 150

2 mBlHATT 100 110 100, 90 100| 110 90 100 100 110I:

3 |
A ] T N

— Chiing ta thdy rang, dang biéu do trén khéng pht hop véi di liéu. Dé chon
lai dang biéu dé, kich chudt vao nut Chart Type trén thanh c¢éng cu => xuét hién
danh sach cac dang biéu d6 — dé thi:

M - LE]
ner

ud i
t@.hL_-'

P @ D |
Line Chart |!
l

1
=

EL

-

Nhan mit Line Chart dé chon do thi dang dudng => ltic nay do thi cé dang nhu sau:

e #

U —

150 %

- = m ' |—+—HATE
N .
L = —8— HATT

50

OOIINN
N

Dé thém cac thanh phan vao do thi: Xem phan trén.
Chii y: Tham khao thém¥-thuyet-Bai-11-Bitwdé=ds thi.
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CAU HOI LUONG GIA

1. Dé chén anh vao van ban, chon thao tac nao sau:
a) Chon menu Insert > Field...
b) Chon menu Insert > Symbol...
¢) Chon menu Insert > Picture.
d) Chon menu Insert > Object.

2, Khoanh tron cac ménh dé dung:
a) Cac hinh vé trong Word chi ¢6 thé chita dugc van ban.
b) Cac hinh vé trong Word chi ¢6 thé chiia dudc bang.
¢) Céac hinh vé trong Word chi c6 thé chita dudc anh.
d) Ca 3 ¥ trén déu sai.

3. Dé hiéu chinh anh, chon thao tac nio sau:
a) Chon menu Format > Borders and Shading
b) Chon menu Format > AutoFormat.
¢) Chon menu Insert > Picture.
d) Chon menu Insert > Object.

BAI TAP VA THUC HANH
Bai 4.1. Hay tao d6 hoa két hdp véi van ban nhu sau:

Dai hoc Shimane vi hing thict bi May tinh la moén
Nano Corp (Nhat Ban) da hop tic & khoa hoc khé ti€p
dung thanh céng mot ky thuat u doi véi nguoi
dé chira tri gdy xwong bang di gia va dé tiep thu
lam chinh tir xuong cua bénh nhén. d6i véi ngudi tré.

Bai 4.2. Dung thu thuat mau nén dé vé va tao hinh nhu sau:
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Bai 4.3. Dung két hdp anh trong ClipArt dé tao hinh “Su ti trugt tuyét”

Bai 4.4. Xay dung biéu dé Area (vung) minh hoa sé lugng ngudi tham gia
cac hinh thitc bdo hiém y t& (BHYT) tai dia phuong A qua cac nam dudc cho bai

bang sau:

(don vi: nghin nguoi).

Hinh it B 1999 2000 2001 2002 2003 2004
B4t budc 682 704 712 715 720 722
Tinh nguyén 12 26 32 36 45 62
Ngudi nghéo 0 0 1.2 28 4.2 12.1
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Bai 5

TO HGP THANH MOT TAI LIEU DAI

MUCTmu
" 1.Tao dwdc cac dé muc ﬂa.eadmg)
o T;m dthc bang muc. Iuc tw déng. - A
» 3. Tao dwdc mot Style mdi va thay dﬁ’z ca.c Style
'4 Tao dutge cdc tham ch;eu va chi th;ch

Chung ta da biét cac thao tac co ban dé hoan thién cac tai liéu nho. Van dé cudi

cung dat ra la: tao thanh tai liéu dai, vi du, mét luan van véi do dai trén 100 trang.

Chat lugng ctia mét tai liéu dai phu thudce vao cach td chic cua ngudi soan va

tinh nhat quan cta toan bd tai liéu. Vi vay, ngudi soan tai liéu phai c¢é6 ké hoach
trude khi bat tay vao soan.

Trudc hét ta tim hiéu xem tai liéu dai gém 6 nhiing thanh phan nao:

e Tai liéu dai dude chia thanh nhiéu chuong, moi chuong dude chia thanh cac
muc; moi muc duge chia thanh cac mue nhé hon.

¢ Tuong tng, ching ta phai ¢6 bang muc luc va bang muc luc nay phai duge
cap nhat tu déng.

e Trong mot tai liéu khoa hoc thudng c6 cac phan tham chiéu dén cac tai liéu
tham khao (sach, bai bao, cic cong trinh khoa hoc, ...). Cac phan tham chiéu
nay phai c6 mdt quy cach théng nhat tit diu dén cudi va phai theo mét
chudn nhit dinh da dude thita nhan (vi du: phong cach ctia trudng dai hoc
Harvard la: tén tac gia, nam tai liéu dang). Phan néu xuit x{ cua cac tai
liéu thuong dude dat 6 cudi cung va dude sap xép theo tén tac gia.

o C6 thé c6 chu thich tai chd mét s6 thuat ngit hoac phai ¢6 mét bang chu thich
néu luan van chia qua nhiéu cac thuat ngit chuyén mén. Cha thich tai ché
dude danh s6 tai cum tir va phin giai thich nim & chén trang ng véi ting sé
cu thé.

» D61 véi cac tai liéu dai, ngudi ta con dung dén bang chi dan. Vi du, cum ti
"hep hai 13" duge dé cap dén o trang nao. Bang chi dan c6 y nghia trong
trudng hop nguoi doc can tim nhanh chii dé quan tam trong mét tai liéu dai.

* Ngoail ra, trong cac tai liéu dai, ching ta nén cé cac Style, giap ta dinh
nghia kiéu dang mat cachetlitng mhéi ndae dén cudi.
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1. MOT SO KHAI NIEM

1.1. Style

Style (kiéu dang) la mdét mau dang thic gidp ta nhanh chong dinh dang vén
ban. Khi ta ap dung mét Style nao dé 1én mét doan van ban, ca doan van ban d6 sé
6 kiéu dang giong nhu dinh dang mau ma ta da lam ti trude.

Vi du: Dau dé cua mét ban bao cao thudng c6 dinh dang khac véi dinh dang
clia van ban bao c4o. Ta c6 thé dinh nghia mét kiéu dang cho dau dé kiéu nay mét
lan, va lan sau néu gap lai dau dé khac, ta chi viéc “bé1 den” dau dé va ap dung
kiéu dang da duge thuc hién tif trudc.

1.2. Heading (cac dé muc)

Cac Heading 1a mét dang Style dac biét ¢6 tén la Heading 1, Heading 2,
Heading 2, ... Théng thudng, ngudi ta chon Heading 1 lam dé muc cho chuong,
Heading 2 lam muc nhé trong chuong va Heading 3 lam muc nhoé cua Heading 2.
P61 véi mot luan van, ta chi nén chia nho dén 3 mue.

2. HEADING (DE MUC)
Vi du: Ta mudn c6 mét luan van kiéu nhu sau:
Chuong 1: Tong quan.
1.1 Vai nét vé tinh hinh hep hai ld.

Dau tién go van ban thé:
Téng quan.
Vai nét vé tinh hinh hep hai la.

Két qua.

Chi y: Khong danh chit “Chuong” va khong danh s6. Ta sé thuc hién danh s6
mot cach tu dong va tim cach thém chit “Chuong” vao trude tat ca cac Heading 1.
2.1. Tao Heading 1

— Ta chon ca dong "T6ng quan”.

— Chon menu Format.>.Styles.and-Formating..Word sé cho xuat hién hop

thoai bén phai nhu saus THUY VIEN
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Styles and Formatting -

CICARY

Formatting of selected text
Normmal
| weiecy | | rims Gt |

Pick farmatting to apphy

Clear Formauumg

Heading 1 n
Heading 2 "
Heading 3 L
Heading 5 L]
[ \(_1“]:1 SR ke ____.__;I

el il R P S |

Hinh 5.1: Hop thoai Styles and Formatting.
Cé cac muc sau:

Formatting of selected text - Stvle dang dude chon

Plck formattmg to applv N Ihnh sach Ld( ‘xt\ le. Lhon mot Stvle de ap dung
%elect all | Chon toan bo van ban

Now Stylem - Ta(-). m-::t Sl\«le mai.

Tiép theo, ta nhan chudt vao Heading 1, nhan chudt vao nut _ J bén canh, chon
Modify..., Word cho xuat hién hop thoal sau:

Prapertes
Hame: Heading 1
Style based on: 1 Hoemal v
Style for following paragraph: 1 Mormal -
Formatiing
Arnal w 16 e H I u A -
= — = = = = g ol v O = =
R — _— = yiE g =~ =
Chomng 1 Tx:og guan
Hormal + Font: [Default: anal, 15 pt, Bold, Kern at 16 pt, Space
Before: 12 pt, After: 3 pt, Keep with next, Level 1
[] Add to template ] automatcally update
| Format = | | 3K l l Cancel ]

Hinh-6.2: Hop thoai Madify Style.



Cé cac muc sau:

.+_

Properties: Chon cac thudc tinh cua Style. Trong muc nay chung ta quan
tdm dén Name: Tén cta Style ap dung. Ta c6 thé thuc hién thay déi tén
Style nay.

Formatting: Pinh dang. Ta cé thé thuc hién dinh dang cho Style hién hanh
nhu van ban Word: Chd, kich cg, lé,....

C6 cac nut diéu khién sau:

Format: Pinh dang. Ta c6 thé thuc hién dinh dang nhu: Font,
Numbering, Tab, Border....

OK: Thuc hién ap dung Style.

Cancel: B6 qua thao tac vua thyc hién.

Trén day ta da lam cho khéi chon ¢é dang thitc Heading 1. D61 véi cac dé muc
khéc, viée 1am nay trd nén don gian hon. Vi du: dé bién "Két qua” c6 dang thiic
Heading 1:

Chon dong chita "Két qua".

Nhan chuét vao hép tha Style trén thanh céng cu Formatting (bén trai
cung) va chon Heading 1 hoac trén hop thoai Styles and Formatting, chon
Heading 1.

i Fle Edit Yiew [nsert Fgrmat  Tools
|

fuormall =|.¥vnTime B

e

Clear Formatting

HEADING 1 |

Heading 2 i
Heading 3 1 !
Heading 5 1

Headng G 1

Normal n

Hinh 5.3: Hop tha Style.

Dai vé viée tao cac heading 2 va 3, cach lam hoan toan tudng tu nhu trén.
Théng thudng, cac ¢d chit cia Heading 2 nén dé nho hon ¢d chit cua Heading 1 va
cd chit cua Heading 3 nén dé nhoé hon ¢d chit cia Heading 2.

2.2. Panh s6 cac Heading

Chon menu Format > Bullets and Numbering, chon Tab Out:line Numbered,
Word sé cho xuit hién hép thearsau:
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Bulleted Mumbered  Outline Mumbered  List Styles

1 1 o
; 1.1. -
None .
] 1.1.1 -
arhicle |
Secticn 1.C1 1 1, 1.
1a : 1.1 . Tl == = 1.1

uusgomlze‘.. }
mﬁ_ [ OK ] [ Cancel ]

Hinh 5.4: Hop thoai Bullets and Numbering — Tab Outline Numbered.

Nhéan chudt vao 6 mau nao dé, sau dé6 nhan niat Customize, xudt hién hép
thoai sau:

Customize Qutline Numbered List

Mumiber format

Level Mumber format:

2.1 | Cancel I

1
2 S e
EX Mumber style: Start at: | Less & |
. L33, 1 -
2 Previous level Preview
3 rRpbert Ch-=ng Il keszrg -
Mumber position
Left v aligned at: 0 cm s R RS, )
(1) meszrg s
Teut positon |,3I;'.:“'=5:-"; ?-
Tab space after: I_I_.'l- TL e
|a) Heszmg &
Indent at: Jem * {ibspssnan
Link level to style: Heading 3 w Legal style numbering
Follows number wwith: Mothing v [¥] Restart numbering after: Level 2 ~
ListHum field list name: 1 Apply changes to:  \Whole hst v

Hinh 5.5:-Hép-thoai-Gustomize-Outline-Numbered List.
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Moét s6 giai thich:

Level Mu!c cua de muc (1 la cao nhat r01 den 2 3 )

Number Format Dang thm: dung de danh s0: font va kleu cho cac s cling
nhu cac van ban phu thém di kém s6.

Vi du, ta muén thém chit Chuong vao truéc cac dinh sé
cua Heading 1 thi tai mic ting véi Heading 1 ta darh chd
Chuong vao day. Cha y dé mot dau cach sau chit Chuong.

Number Style Chon kleu danh scu

Font Chon font cho cac so va cac van ban dlmg truuc va seu so

btart So bat dau (khong nhat th1et phal bat dau tu 1)

Prekus Level Lay s6 cua mic trudc lam sO trudc cho muc phu thucc nay.
Number

Number Position: | Can Ié cho danh s5 (Left, Centered, Right).
..Ahgrmd - .Khoang CaCh mnh m 1e
"Text Pomtlo;; H-Can 1€ cho van ban
: Indent ” ..Khoang CaCh m = den van ban
mLmk level to Style “Llen ket kleu dang nay vdl mot Style trong danh mue.

bollow Number Ky tu dét chen gitia s6 va van ban
Wlth

Restart numhermg Néu hép nay duge danh dau thi sau méi mic sé dug: danh

-

after: lai s6 tu d

AF’PIY changes tO Ap dung véi...

Prevxew. Xem mau.

Sau khi stia d6i cac dang thite cho phit hop nhu ¥ muén, nhan nut OK ¢é quay
lai hép thoai trude, va nhan nut OK l4n nita dé xac nhan.

Ta c6 thé kiém tra xem Word da thuc su danh s6 lai hay chua.
2.3. Xem cac dé muc qua ch& do khuén nhin Outline

Khi & trong ché& d6 khudn nhin Print Layout ta khé cé thé quan sat cac dé
muc mdt cach téng quat. Khuén nhin Outline cho phép ta chon ché d6 chi xem
cac dé muc.

Cdch 1: Chon menu View > Outline.

Cdch 2: Nhan chudt 1én nuat L& ¢ phia trai duéi cua man hinh.
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Eh Bai 5 Microsoft Word

DBl B yew  [eert Famat Tooh  Tabke  Hincew  Hew i P
fddd ) 32T A 0 e Eilees: o ocwer o (Bl u E[EmElzex o §
Pow @ Le:e; . - o a‘ o= She _t.e—": - ..- _?m:efx 3 El 4 n___ o -
| ¢ BALS:[TO HOP THANH MOT TAI LIEU DAI %

¢ 1. CACBE MUC HEADING).
| ¢ 1.1 LapHeading 1.
I ¢ 1.2_Pagh so cac de muyc.
¢ 13 _Nemcacde muc qua ¢hé do khuoug nhin Gutline.

i ¢ 2. LAP BANG MUC LUC DUA TREN CAC HEADING

¢ 3. CACSTYLE
i ¢ 31,_Thay dol dang thuc cua mol Sivle,
i ¢ 32 _Saachépdinh dang kv tu.

& 4 LUA CHOM CAU TRUC MOT CHUONG.
| ¢ 4.1 _Tao cautrue chung.

© 42 Dainh st vadat teu de cac hush vé. do thi. bang

© 5. THAM CHIEL VA CHU THICH,

Hinh 5.6: Man hinh xem cac dé muc qua ché dd khudn nhin Outline.

3. LAP BANG MUC LUC DUA TREN CAC HEADING

Sau khi da c¢6 cac Heading, ta ¢6 thé lap bang muc luc tu déng, néi dung cia
muc luc sé dugc 14y tit cac Heading (1-9).

Index and Tables

Index | Table ntents | Table of Figures  Table of Authorites

Print Preyview Web Praviawy
Heading 1 .......... - 1 |~ |Heading 1 e
Heading 2...................3 Heading 2
Heading 3................5 Heading 3
e S
Show page numbers [«] Use hyperlinks instead of page numbers

Right align page numbers

Tab leader: ....... ~

Genaral

Formats: From template Show levels: 2 et

[ Show Outlining Toolbar [ optens... | [ Modfv... |

I OK _]| Cancel J

Hinh 5.7: Hop thoalladex And Tables — Tab Tablelof Contens.
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Dé thuc thi, ta theo cac budc sau:

— Dat vi tri con tro van ban vio noi ta muén chén bang muc luc.

— (Chon menu Insert > Reference > Index And Tables.

— Chon tab Table Of Contents.

— Trong hdp thoai trén, chon dang thic thich hgp.

Muc tiéu

Thue thi

Hién thi trang sé trong bang muc luc.

Danh ddu kiém vao Show Page
Numbers.

Hién thi s6 trang trong bang muc luc
dudc cén lé bén phai.

Panh ddu kiém vao Right align Page
Numbers.

Chi dinh s cac mic sé dude ap dung
trong bang muc luc.

Chon s6 tudng ing trong hop Show
Levels.

Hién thi cac ky tu dém trude Tab

Chon ky tu tudng Ung trong hop Tab
Leader.

— Nhén nat OK.

4. STYLE

Khi ta soan thao trong Word, van ban phai thuéc vao mét Style nao dé6. Style
thudng dugde dung nhiéu nhat 1a Normal. Sau khi da dinh nghia mét Style, ta cé
thé dung Style d6 dé 4p dung cho cac doan van ban khac. Diéu nay rat cé tac dung
déi véi chiing ta trong trudng hdp soan luan van. Dé1 véi luan van ching ta phai e6
cach trinh bay théng nh4t tit ddu dén cudi. Mét trong cac van dé d6 1a cac hinh vé
va cac bang biéu. Chang han ta phai ¢6 mét cach danh sé tu déng cac hinh vé va
phai ¢6 mét Style théng nhat cho viéc dat tén va chid thich hinh vé. D61 véi bang,
biéu dd, dé thi, cac phuong trinh, ding thic thi cac yéu cau ciing tudng tu nhu vay.

D61 véi mdi loai nhu vay, ta nén chuan bi mot Style riéng va diéu dé giip cho

ta tao mot quy cach théng nhat trong toan b tai liéu.

Vi du: Trinh bay tém tat noéi dung nhu sau:

Rdm md la mét bénh da lanh tinh, cé rét loan sdc t6 da vdi nhitng ddm da den
sam, déi khi c6 mau xdm hodc xanh den. Nhitng ddm da sdc t6 nay cé qud trinh
tién trién lau dai, cé tinh déi xiing va thuong xudt hién & viing hé nhu: mdt, cé,

hai céng tay....

Vi luan van c6 nhiéu chudng, ta nén tao mdi mét Style dé dung vé sau.

4.1. Cach tao mot Style méi

— Chon ca khéi chita muc nay vd chon menu Format > Styles and
Formatting, xuit hicahiép thoai3tyles and Jormatting.
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— Trong hop thoai Styles and Formatting, nhan nit New Style, xuat hién
hép thoai sau:

Ul

Ul
il
[l
|
I

Name: Style 1
Style type: Faragraph w
Style based on: 1 Hormal ~
Style for follownng paragraph: T Styled L
Farmatnhng
SnTime w14 v B I U A -

1. ¥aae nur Xen Svue

Normal + [ndent: Left: 0 em, Hanging: 0.63 am, Justified, Numbered
+Level: 1 + Numbering Style: 1, 2, 3, . + 5Start at: 1 + Ahgnment:
Left + Aigned at! Jcm - Tab after: O om + [ndent at: 0.63 cm

[] add to template [ ] aytomatically update
I"_F_g:mat -_m_i i oK | [ Cancel

Hinh 5.8: Hop thoai New Style.

— Hép thoai New Style ¢6 cac muc sau:
+ Properties: Chon cac thude tinh cua Style. Trong muc nay chung ta

quan tdm dén Name: Tén cua Style ap dung. Gia su ¢ day ta dat tén
la TOM_TAT.

+ Formatting: Dinh dang. Ta ¢6 thé thuc hién dinh dang cho Style

TOM_TAT phu hop vdi yéu cau.

— Nhan OK dé thuc hién tao mét Style mdi.

4.2. Thay déi dang thitc cia mot Style

—~ Thao tac theo cac tuy chon sau:

+

Dé thay déi Style ctia mot doan vin ban (paragraph), chon khéi chita
muc doé;
Dé thay déi Style cia mét doan vin ban, chon it nhat mét ky tu trong
khéi dé.
Chu y: Quan sat hép tha Style va nhin thay tén ctaa Style ta sé thay doi.

-~ Tiép theo, ta nhin chudt vao Heading 1 cua hép thoai Style and

Formatting, nhan chudt vao nit "] ben canh, chon Modify. Thuyc hién cac
thao tac stta doi trén hép thoai.

— Ta cé6 thé lap lai cac thao tac trén dé thay déi cac Style khac. Cudi cling
nhan nit OK dé dfng hop.Lthoa: Style.,
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Tat ca cac khéi van ban ¢6 ciing Style thi cac dinh dang hoan toan gidng nhau.

4.3. Sao chép dinh dang ky tu

Trong mét s6 trudng hop ta muén sao chép dinh dang chit khéng pha: sao
chép nguyén ca khéi van ban — nghia 1a van ban thi khac nhau nhung dinh dang
lai giéng nhau.

Sau khi da dinh dang mdt kh&i van ban miu nao d6, ta ¢ thé chép dinh dang
nay sang cac khéi khac.

Cach lam nhu sau:

— Chon khéi van ban ¢é dinh dang can sao chép.

— Tuy theo ting trudng hdp ma ta cé6 cach lam khac nhau nhu sau, trén

thanh ¢éng cu chuan:

Chi chép dén mot khéi Nhay vao nit <
Chép dinh dang dén nhiéu khéi | Nhay dup lén nit <

— Khi con tré chudt thay déi thanh ﬁI, chon khéi van ban bang cach kéo

chudt va khéi nay sé tu dong thay déi dinh dang nhu khéi méu.

— Sau khi da thuc thi xong thi nhay chudt vao nut <* lan nila hoac nhan

phim ESC.

Siz dung ban phim: Ching ta cé thé sao chép dinh dang van ban mot cach
nhanh chéng bing cach st dung phim: Chon khéi van ban c¢6 dinh dang cin sao
chép rdi nhan t6 hgp phim: CTRL + SHIFT + C; tiép theo chon khéi van ban khac
can ¢6 dinh dang giéng vdi khéi mau va nhan té hgp phim CTRL + SHIFT + V.

5. LUA CHON CAU TRUC MOT CHUGNG

5.1. Tao cau truc chung

Cé thé néi luan van dude tao thanh tit cac chuong. Vi vay, ta nén cé ké hoach
lap cdu tric cac chuong ngay ti dau. Viéc lua chon nay tuy thudc vao van dé
nghién citu va tuy thudc vao phong cach nguci trinh bay. Tuy nhién, ta nén chon
mét cdu tric chuin da duge thita nhan mét cach réng rai trong cac van d3 trinh
bay khoa hoc.

Vi ban than mdi chuong dude trinh bay nhu mét van dé riéng biét, mé: trong
nhiing cach trinh bay la:

— Tém tat néi dung.

— Néi dung cua chuong.
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- Két luan.

— Cac ta1 liéu tham khao.

Vi sao ean cé mét cau truc tudng tu nhu trén? L do: cac luan van thuong
déng vai tré 1a cac tai liéu tham khao. Nguoi doc thuong trudic hét xem tai liéu cé
ding la cai ma minh quan tam hav khong va thuong 14 doc luét qua phan tém tat
noi dung. Tiép theo. ngudi ta xem phan két luan dé tim hiéu xem chudng dé da
gial quvét duoge cai gi. Chi sau khi that su di cam thay hap dan thi nguoi doc méi
doc dén phan néi dung va cudi cang nguoi doc xem trong bang liét ké vé cac tai
liéu tham khao dé tim hiéu nguén géc cac tai liéu tra citu thém.

+ Tao dinh dang cho "Tém tat néi dung”

Vi du: Trinh bay tém tat néi dung nhu sau:

Rdam md la mét bénh da lanh tinh, ¢é réi loan sdc t3'da vdi nhitng ddm da den
sam, doi khi c6 mau xam hodc xanh den. Nhitng ddm da sdc t6 nay cé qud trinh
tién trién ldu dai, co tinh doi xung va thuong xudt hién o ving ho nhi: mdt, c6,
hai cang tay. ..

Ta thuc hién nhu sau:

— Dinh dang phan tém tat noi dung: L so voi 1é trai 2 em, chd . VnTime 12,

nghiéng, cin le hai bén.

— Chon ca khéi chita muc nav va chon menu Format > Styles and

Formatting, Word cho xuat hiéen hop thoar Styles and Formatting.
— Trong hép thoai Styles and Formatting, nhan nat New Style, xuat hién
hép thoai hinh 5.8.
— Hop thoai New Style ¢6 cac muc sau:
+ Properties: Name: go TOM_TAT
+ Formatting: Dinh dang. Thuc hién dinh dang cho Style TOM_TAT
phu hop véi yéu cau.

— Nhin OK dé thuc hién tao mét Style mai.

Tu day, ta c6 mot Style mdi c6 tén la TOM_TAT va ta c6 thé ap dung Style
nay cho néi dung tém tat cua tat ca cac chuong

Chu y rang, néu ta cam thay chua that su hai long véi Style thi ta hoan toan
c6 thé sua doi theo cac hudng din nhu da trinh bav 6 trén va cac sta déi d6 sé
dudc ap dung ngav vao cac phan tom tat.

* Tao dinh dang cho "Két luan"

Muc Két luan nén cé dinh dang giéng ahu nd1 dung cua ca chudng. Tuy
nhién, ta nén ¢6 mdét muc nhu vay cho tit cac :ac chuong. Trong phan nay ta nén
nhan manh cac diém bang cacchim.daudong. vidu:

&me THU VIEN
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Qua cudce diéu tra nghién cttu 274 bénh nhdan ram md na khéng mang thai, trong
do co 126 bénh nhan tinh nguyén diéu tri vdi 4 phdc do khdc nhau, chiing toi rit ra
mot so két ludn:
» Tudi trung binh khi bénh khoi phdt la 38,5 + 6,6. Tit 35 — 44 tuéi chiém ty lé
cao la 37,23%.
> 58,03% thuong ton khu tru d thuong bi, trung bi 12,77%, hén hop 29,2%, sdc té’
tiz dam tro lén chiém 63,33%.

Y

50,73% la cdc nit céng nhédn va néng din, 6,56% cé cdc bénh da réi loan sdc té,
26,64 co bénh man tinh, 19,7% cé lién quan dén say thai, phd thai hay uéng
thuée tranh thai, 9,72% cé edc bénh néi tiét.

Trong vi du trén, ta thuc hién dinh dang trude, sau dé méi thue hién tao mot
Style mdi, cho phan nay va dat tén la KET-LUAN.

» Tao dinh dang "Tai liéu tham khao"

Phan tai liéu tham khao nén c6 mét Style riéng va ta tao Style dé theo cach
nhu da trinh bay ¢ trén. Tai liéu tham khao thudng dude tham chiéu dén trong
phan ndi dung luan van hoac chi dé gitp ngudi doc tra citu. Vi du:

[1]. B6 mon Da liéu - Truong dai hoe Y Ha Néi (1990). Bai giang Da liéu. Nha

xudt ban Y hoc. Ha Noi. 8-14.

[2]. B6 mén Da liéu - Truong dai hoc Y Ha Noi (1990). Bai giang Da liéu lao.

Nha xudt ban Y hoc. Ha Néi. 5-8.

[3]. BO mén Sinh ly hoc - Truong dai hoe Y Ha Nai (2000). Sinh ly hoe tap II.

Nha xudt ban Y hoe. Ha Not. 137-140.

[4]. Duge thu quéc gia Viét Nam (2002). Nha xudt ban Y hoc. Ha Néi. 853 —

855.

Trong vi du trén, ta thuc hién dinh dang trude, sau dé6 méi tao mét Style mdi
cho phan nay va dat tén 1a THAM-KHAO.

5.2. Panh s6 va dat tiéu dé cac hinh vé, dé thi, bang

Phan 16n cac luan vin déu it nhiéu cé cac hinh vé, d6 thi hoac cac bang biéu.
D61 véi mét luan van nganh Y thi diéu nay gan nhu la khéng thé tranh khoi. Vi
vay, ching ta nén c6 k& hoach va cach lam ngay tit dau.

Péi vdi bdang biéu: Phan 16n cac bang déu c6 lién quan dén tinh toan; vi vay
nén tao bang trong EXCEL; dung EXCEL dé lap cac coéng thic tinh toan; sau khi
xong, chon bang réi nhan t8 hgp phim Ctrl+C; sang Word chén vao mét vi tri nao
d6 bang cach nhan t6 hop phim Ctrl+V.

Déi véi dé thi: Cap s6 liéu cho mét bang trong EXCEL, vé dé thi dua trén sé
liéu cua bang, chon dé thi roi sao chép do thi dé sang Word.
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D6i véi anh den trang: Dung scanner quét, chuyén thanh bitmap (cac file cé
phan mo réng la .bmp) réi chén anh vao Word.

Péi voi anh mau: Trong khi soan Word, dé mot khoang tréng dé dan anh —
hoac quét anh mau, chén vao Word roi diing may in mau dé in, chi in trang c6 anh.
Phuong phap in mau dat tién hon phuong phap dan anh.

Péi vdi cdc hinh vé: Nén dung cac cong cu vé cua Word dé vé.

Bay gio ching ta phai té chic ching mét cach khoa hoc: phai danh s6 cac hinh
vé, dé thi va bang biéu.

* C6 hai tuy chon dé danh sé:

Cdch 1: S6 dude chay lién tuc tit dau dén cudl tai lidu, vi du ¢ chuodng 1 ta cé
bang 1, bang 2 va ¢ chuong 5 ta c6 bang 17, bang 18;

Cdch 2: S& dude chay trong ciing mét chuong, vi du ¢ chuong 1 ta c6 bang 1-1,
bang 1-2, con & chuodng 5 ta c¢6 bang 5-1, bang 5-2.

Dé danh s6 cac hinh, bang, dé thi, ... ta lam theo cac budc sau:

— Chon déi tuong (hinh, bang,...) ma ta muén lam dé muc va danh sé.

Caption:

Figure 1

Opbions

Label:  EEVI-NENENENNEN_
Position:  Below selected item v

M Exciude label from caption

| Mew Label, .. I MNumbering. .. |
L&utoCaphon...J [ OKJ [ Close ]

Hinh 5.9: Hop thoai Caption.
Trong hop thoai trén Word goi v chon dé muc 1a Hinh, va Word tu déng danh
s6: vi day la hinh dau tién nén Word cho s 1.

Trong dé ¢6 cac muc sau:

Caption: Hién thi goi y vé dé muc va sé. Chung ta c6 thé (va nén) dat
dé muc bang cach danh thém vao. Vi du Hinh 1: Bac sy bén
may tinh.

Label: Word ¢6 mét s6 nhan cé sin (bang tiéng Anh) va sdp xép dé
trong hép tha cho phép ching ta lua chon. Dé tao nhan
mdi, tprriraT ot New-Eabel:
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Position: Dat dé muc phia dudi (Below selected item) hoac phia trén
(Above selected 1item).

Numbering: Chon kiéu danh s6 cho dé muc.

AutoCaption: Chon ché d6 chén tu déng dé muc (ta khéng dung ché do
nay).

New Label: Panh vao mét nhan (nhu hinh, bang, biéu dé, ...). Nhan

md&i nay sé dude bé sung vao cac nhan tién dinh cua Word.

Delete Label: Xoa nhan.

— Ta ¢6 cac tuy chon:

+

+ o+ 4+ o+

+

Néu hép thoai nay trinh bay cac dé muc va danh sé dung nhu ta mong
muodn, thi col nhu xong;

Panh thém vao nhan va sé: day 1a tiéu dé cua hinh hay bang;

Thay nhan bang cach lua chon nhan khéac trong hop tha;

Pé thém nhan: nhan New Label:

Dé dé muc dudi (Below Selected Item) hoic trén (Above Selected
Item) dé1 tugng;
Dé thay d6i dang thiic danh s6: nhan nit Numbering

_ Nhén OK dé thuc thi.

Word lap Style 1a Caption va khéng cho cat trang tu dong gitia déi tuong va
dé muc. Chu ¥ rang Caption 12 mét Style, vi vay ching ta hoan toan cé thé thay

doi dude.

+ Danh s6 theo chuong

Truong hop ta muén danh sé theo chuong, thi trong hép thoai Caption, nhan
nit Numbering ta cin thay déi cac tham s cia Numbering:
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Format: 120 3. "

[liindude chapter number’
Chapter starts with style Heading 1 v
Use separatar: - {hyphen) v

Examples: Figure II-1, Table 1-A

L OK Jl Cancel

Hinh 5405RH6p thoar CaptiojyiNembering.




Trong hop thoai trén, ta chi viée danh dau kiém vao Include Chapter Number
va chon Heading lam dau dé chuong (gia su ta chon Heading 1).

6. THAM CHIEU VA CHU THIiCH

C6 nhiéu cach tham chiéu va chu thich. Khi tham chiéu dén mét tai liéu khac
nim ngoai tai litu dang soan thao thi phuong phéap ta da dung la liét ké tai liéu d
cudi chuong va ding cac cach chuan nhu ké ho tér ¢ ¢ gia va nam tai liéu xuat ban.

Trong nhiéu trudng hop ta con dung dén ca tham chiéu ngay ¢ trong tai liéu
dang soan:

Vi du: Xem hinh 5.10.

Cach don gian nhat 1a ta nhé hét va danh truc tiép vao. Cach nay c6 diém yéu
la dé gay tinh trang bat nhat va nham lan di liéu.

Word cho phép ta tu dong hoa mét sé tham chiéu trong cac phan ta da ¢6 nhu
cac Heading, Caption (bang, hinh vé, ...), trang, ...

Cac phan ma Word cho phép ta chén vao cé tén goi la cac truong. Khi ta thay
dé1 néi dung cua cac truong thi cac phan tham chiéu ciing tu déng thay dai theo.

6.1. Tao tham chiéu
Trong tai liéu ta danh vao doan van ban md dau, vi du: "xem thém "

Chon menu Insert > Reference > Cross—reference, Word cho xuéit hién

hép thoai:

Cross-reference

Reference type: Insert reference to:
IO - Pacagiaph numbe ~

[“] Insert as hyperhink [ Include above belov:

ar which numbered item:
® D o i i [ P
He © ¢ BO moc theadingy.
i I:u“lg moc o i Feng,
F o met Style mi vp thay a8 o ¢ Styie,
340 ¢ ¢ tham chidu wp cho thich,
¢ BO mdc headng?.
LEp Heading 1.
. nhsec ¢ TOmMoT.
xem £ c 2O mis qua ch Fe khueang nhn Qud. v

L Inser: ][ Cancel J

) 9 i

Lo e e

I e e,
WHe~noao0 o

o

Hinh 5.11: Hop thoai Cross—reference.

Trong d6 ¢6 cac muc sau:

+ Reference Type: Chon loai can tham chiéu (xem hinh trén).
+ Insert Reference o Chomrvitrirareierthpng tin.



+ For Which Numbered item: Chon mét dé1 tugng cu thé.

— Nhan nut Insert dé chén. Ta ¢6 thé chén nhiéu tham chiéu hoac ¢ thé

soan van ban déng thoi, khéng can tit hop thoai.

— Khi da xong hoan toan, nhan nut Close.

6.2. Tao chn thich

Ta c6 thé chi thich tai chd (dua dong chu thich vé chan trang) hoac chu thich

¢ cudi tai liéu.
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— Dat vi tri con tro vao ndi ta muén chén mot chu thich.

— Chon menu Insert > References > Footnote, Word xuat hién hop thoai sau:

Foctnote and Endncte.
Location
) Eootnotes:| Bottom ofpage v
) Endnotes:
Format
Number format: L 23, v

Custom mark: Symbol. ..

Start at: 1 ¥

Numbering: Continuous v
Apply changes

Apply changes to: Whole document hd

| Insert | Cancel I

Hinh 5.12: Hop thoai Footnote and Endnote.

Trong dé c6 cac muc sau:
+ Location:

Chon Footnote (chu

thich ¢ chan trang) hoac

Chon Endnote (chu thich a cuéi tai liéu).

+ Format
Number Format:
Custom Mark:
Start at:

Numbering:

+ Apply changes:

Chon dang sé can danh tu déng.

Lap nhan chi thich riéng.

S6 bat dau.

Chon vi tri bat dau can danh chu thich.

AP dung ehe van=han.



— Nhan nut INSERT dé thuc thi.
Word chén nhan chi thich réi md dong soan thao chi thich d chan trang.

- Soan thao dong chu thich.

CAU HOI LUONG GIA
1. Khoanh tron nhiing ménh dé dung:
a) Cac Heading la cac Style déc biét.
b) Cé thé déi tén cac Heading.
¢) €6 thé tao phim tit cho cac Heading.
d) Cé thé thém mét doan van ban bat ky vao truée phan danh sé caa
Heading.
2. Khoanh tron nhiing ménh dé diing:
a) Bang muc luc ndi dung tu dong phai dua trén cac Heading.
b) Bang muc luc cac hinh vé ciing phai dua trén cac Heading.
¢) Danh sd cua cac Heading ciing nhu danh sé cua van ban théng thudng.
d) Tao muc luc tu déng khéng nhat thiét phai tao Heading.
3. Caption, Footnote, tham chiéu 1a mt dang Style die biét:
a) Pung. b) Sai.

BAI TAP VA THUC HANH

Bai 5.1. Tao bang muc luc tif cac Heading c6 ciu tric nhu sau:

PAT VAN DE
CHUONG I: TONG QUAN

1.1. Su hinh thanh, phat trién va cau trdc tua rau.
1.2. Cac phuong phap chan doan trudc sinh.
1.3. Tinh hinh nghién c(u sinh thiét tua rau.

CHUONG 2: POI TUONG VA PHUONG PHAP NGHIEN cUU

2.1. Doi tugng va dia diém nghién ciu.
2.2. Phuong phap nghién clru.

2.3. Cach tién hanh nghién ciu.

2.4. X ly s6 lidu.
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CHUONG 3: KET QUA NGHIEN cUU

CHUGONG 4: BAN LUAN
KET LUAN

Bai 5.2. Lap Btyle cho phan tém tat chuong ¢6 dinh dang vé chi VnArial, ¢

chi 13, in nghiéng, lui vao so véi lé trai 1 em, can lé hai bén.

[1].

- 13).

[4].
[5].
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Bénh ram ma la mét bénh it anh hudng dén suc khoé con ngudi, nhung
gay tam ly lo lang do anh hudng dén thdm my, nhat la phu ni tré. Trén
thé gidi, nhiéu tac gia da nghién ctru vé nguyén nhan, cd ché bénh sinh
va cac phuong phap diéu tri ram ma. Mot s6 tac gia da thir nghiém cac
hoa chét khac nhau trén dong véat dé tim ra co ché va su an toan cla
thuéc nham Iua chon ra nhing thudc thich hop diéu tri bénh.

Bai 5.3. Lap Style THAMKHAO ¢6 dinh dang tudng tu nhu sau:

Bé moén Da liéu - Trudng dai hoec Y Ha Noi (1992). Bénh Da liéu tap L.
Nha xudt ban 'Y hoc. Ha Noi. 8—14.

. Truwdng dai hoec Duge Ha Noéi (2000). Hoa duge tap I1. Nha xuat ban Y hoc.

Ha Ndéi., 72-74.

Pham Xuan Thang (2001), Nghién cuu mau da bung ti thi qua cac gial doan
uép bao quan tu thi va hinh thai hat melanine cua da. Luan van Thac sy, Dai
hoc Y Ha Noi.

Dang Vu Hy (1970). Bénh ngoai da. Nha xudt ban Y hoc. Ha Néi. 5-10.

Lé T Van, Nguyén Tai Thu (1979). So bo nhan xét ap dung may dién cham
va phuong phap thuy cham diéu tri xam da. Noi san da liéu, s6'5, 10-14.



Bai 6

XU LY DU LIEU TREN WORKSHEET

MUC TIEU
1. Phan biét duge thé nao la WorkBook, WerkSheet.
» 2. Thuc hién dugc cdc thao tac trén WorkSheet.
3. Trinh bay va dinh dang duge mét trang bang tinh don gian.
4. Thue hién duoc thiét lap trang va in @n bang tinh.

Bang dit liéu sau dude xAy dung trong Excel, trich trong ho so bénh an cua céac
bénh nhan dude chan doan xac dinh hon mé gan.

Help
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1. LAM QUEN VOI EXCEL
Man hinh Microsoft Excel 2003 gdm cac thanh phan cd ban sau:

Thanh déu 3¢ (Tide) Thanh thuee don (Menu) Thanh cong cu (Saandard )
-
b R A
s, Pl L vew e fgmad Sk Lo FLC S B
Friaild ok, g o i Tl i By f S T
- . £ . -r
e . e . s o
Y s ’ ’
|
| .
i : Thanh cong thieec [ Formula)
‘ Thanh dinh dang (Formaing)
i .
<
| =
ks
i A Cdr nvc dich chuyén (Sheet cab) va danh sdch Sheet
i jb Thanh cudn (Scrolt)
. e
.“-:u ""---._.______
: —
[ 22
| u
VE L / I I
h-d- ’ =¥ N J
L Viung ldm vigc Thanh trang chai (Srarus)

Hinh 6.2: C&u tric man hinh Excel.
1.1. Khoi dong Excel
Cach 1: Chon Start > Programs > Microsoft Office > Microsoft Office Excel 2003.
Cdch 2: Nhan ddp chudt vao biéu tugng Excel trén nén man hinh.,
1.2. Thoat khoi Excel
Cdch 1: Chon menu File > Exit.
Cdch 2: Nhan nut [X] trén thanh tiéu dé.
Cdch 3: Chon t6 hop phim Alt + F4.

2. CAU TRUC CUA BANG TINH

2.1. Khai niém vé WorkBook
WorkBook la mot tap tin cua Excel dung dé tinh toan va luu tri di liéu. co
phan md rong la .XLS. Mot WorkBook ¢6 thé chia t6i da 256 WorkSheets (mac
dinh 1a 3 WorkSheets).
THU VIEN
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Vi du: Bang dit liéu hinh 6.1 nam trong WorkBook tén la Viemgan.xls.

2.2, Khai niém vé WorkSheet

— WorkSheet (hay con go1 Sheet) la thanh phan chinh cua WorkBook, 1a bang
tinh dién ti bao gém cac hang (Rows) va cac cft (Columns). Cot dude ky hiéu la A,
B, C,.... Hang dugc ky hiéu la 1. 2. 3..... Giao cua hang va ¢dt 1a 6 (Cell). M6t Sheet
¢6 256 cot, 65536 hang va c6 256*65356 6. Ky hiéu mét 6: viét ¢dt trude, hang sau.
Vidu: B10.

— Sheet hién hanh: La Sheet dang dugc kich hoat (dang lam viée trén do6).

— O hién hanh: 12 6 chia con tré soan thao hay 6 dang dudgc chon. Dia chi cua 6
hién hanh sé duge hién thi trén thanh cong thuic.

Vi du: Bang dd liéu hinh 6.1 ¢6 5 Sheets (hay con goi la 5 WorkSheets):
viemgan, viemgan_goc, cuahangl, cuahang2, cuahang3, chia trong WorkBook
Viemgan.xls. Sheet hién hanh la viemgan. O hién hanh la G14.

3. CAC THAO TAC TREN WORKBOOK VA WORKSHEET

3.1. Di chuyén con tro trong bang tinh

Cdch I: Dung chudt: Nhan phim trai chuét vio 6 can chuyén téi (cé thé két hop véi
cac thanh cuén dé di chuyén).

Cdach 2: Dung ban phim: Su dung bon phim mai tén lén, xudng, sang trai, sang
phai dé di chuyén gitia cac 6; cac phim Page up, Page down de dich chuyén
tung trang man hinh.

3.2. Thao tac voi WorkBook

* Tao WorkBook mai

Cach 1: Chon menu File > New.

Cdch 2: Nhan t6 hdp phim Ctrl + N.

Cdch 3: Nhan nat J (New) trén thanh cong cu.

¢« Lueuw WorkBook

Cach 1: Chon menu File > Save/ Save as.

Cdch 2: Nhan té hop phim Ctrl + S,

Cdch 3: Nhan nat A (Save) trén thanh cong cu.

Xuat hién hép thoai (hinh 6.3):

Co cac muc sau:

Save in: Chon 6 dia, thu muc chia Work Book.
File name: Nhap tén-WorkBooks
THU VIEN
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Save as type: Chon kiéu ghi.

Nhan Save: Déng ¥ ghi WorkBook.

Nhan Cancel: Huy thao tac ghi WorkBook.
Save in: I_, My Documents _:J S || Q S 4 i+ Tools >

5 7| My Data Sources
< ) My eBooks
My Recent | Ny Music
. Documents 1 “4u pictures

€ Ej

Desktop

S

My Documents

,‘f-g

)
¥y Computer
_é File name: Iﬁemgarﬂ :-J
. My Network
Places Save as type: |Microsoft Office Excel Workbook 4 ___ﬂJ,

Hinh 6.3: Hop thoai luu WorkBook.

Chi y: Tén WorkBook dai t6i da 128 ky tu, bao gém chil cai, chit s6 va mét s
ky tu dac biét (c6 thé chaa dau cach). Cac ky tu nhu ddu, / \ *“| : ; khong
duge dung dé dat tén. Tén WorkBook khéng phén biét chit hoa, chit thudng.

« Md WorkBook ¢6 san trén dia

Cdch 1: Chon menu File > Open.

Cdch 2: Nhan t6 hgp phim Ctrl + O.

Cdch 3: Nhain nut — (Open) trén thanh céng cu.
» Dong WorkBook

Cdch 1: Chon menu File > Close.

Cdch 2: Nhin t6 hop phim Alt + F4,

3.3. Thao tac voi WorkSheet

» Chon cdc Sheet
Chon céc Sheet lién tuc: chon Sheet ddu tién, git phim Shift réi chon Sheet
cubi cung.

Chon cac Sheet khong lién tuc: giit phim Ctrl, rdi chon lan lugt tiing Sheet.
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* Chén thém Sheet

Cdch 1: Chon menu Insert > WorkSheet, Excz] chén thém mot Sheet mé1 vao ngay
bén trai Sheet hién hanh.

Cdch 2: Nhan chudt phai vao tén Sheet hién hanh, chon menu Insert > WorkSheet
va nhan OK.

» Xoa Sheet hién hanh

Cdch 1: Chon menu Edit > Delete Sheet.

Cdch 2: Nhan chuédt phai vao tén Sheet, chon Delete, nhan OK.

. An/ hién cac Sheet
— Chon Sheet can an, chon menu Format > Sheet > Hide.
— Dé hién cac Sheet da an. chon menu Format > Sheet > UnHide. Excel sé
hién thi cta s6 UnHide dé ta chon Sheet can hién trg lai.
» Ddt tén Sheet hién hanh
Nhan chuét phai vao tén Sheet roi chon Rename. Nhap tén, sau dé nhan
phim Enter.
» Di chuyén Sheet
Nh#n va giit phim trai chuét cin di chuyén, kéo Sheet dén vi tri can dat.
» Sao chép Sheet hién hanh
Cach 1: Chon menu Edit > Move or Copy Sheet...

Cdch 2: Nhan chudt phai vao tén Sheet roi chon Move or Copy..., xuat hién hop thoai:

Move selected sheets
To book:

[Bocki ~]

Before sheet:

Sheet3
{rmove ko end)

[T Create acopy

OK Cancel J

Hinh 6.4: Hop thoai di chuyén va copy Sheet.
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Tich dau kiém vao muc Create a copy. Lua chon noi dat Sheet vua copy tai
muc To book (trén WorkBook méi hay WorkBook hién hanh).

» Bao vé Sheet

Chon menu Tool > Protection > Protect Sheet.... Lua chon déi tuong can bao
vé va thiét lap mat khau.

4. CAC KIEU DU LIEU TRONG EXCEL

Dit lidu trong Excel ¢6 thé chia thanh cac kiéu: chudi (Text), s6 (Number), cong
thic (Formula) va ngay thang (Date), gio (Time).
4.1. Kiéu chuéi (Text) ,

Bao gém cac ky tu tira ...z, th A ... Z, cac chit s8, ddu nhay don ().... Mac dinh
dit lidu kiéu nay dudc cin theo 1€ trai.
4.2, Kiéu s6 (Number)

La cac sb ti 0 dén 9, cac ddu —, $ (don vi tién té). Mac dinh di liéu kiéu sb
dude can 1é phai.
4.3. Dang eong thue (Formula)

Bét dau bdi dau =. Sau khi nhan Enter, cong thic nhap vao chi thé hién trén
thanh céng thiic, con két qua ctia né dude thé hién trong 6 chita cong thic do.

Vi du: Tai 6 C7 gd = C3+C5. Néu C3 chia gia tri la 4 va C5 cha gia trila 6
thi tai C7 hién thi két qua la 10.
4.4, Kiéu date, time

— Date (ngay thang nam) c6 thé nhap theo kiéu: mm/dd/yyyy hodc dd/mm/yyyy.
Néu nhap sai kiéu dii liéu nay may sé chuyén dit liéu vira nhéap vé dang ky tu.

Vi du: ngay 14 thang 3 nam 1998 cé thé hién thi dudi cac dang: 14/03/1998;
3/14/98; March 14, 1998.

— Time (gio, phut, giay): Thong thucng trong Excel du liéu kiéu Time dugc
nhap va hién thi dudi dang: gid: phut: giay.

Vi du: 12 gid 24 phut 36 giay hién thi duéi dang 12: 24: 36.

5. THAO TAC DU LIEU VOI WORKSHEET
5.1. Nhap dit lidu bat ky

Can cd vao dif liéu khi nhap, EXCEL sé quy dinh kiéu tudng tng. Két thuc
viéc nhap dit lidu trong 6 bang mét trong cac cach:

— Nhan phim Entef, Khldg.con tro se xuong o audi.
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5.2.

— Nhan chuét vao 6 can chuyén téi.
—  Nhén phim TAB trén ban phim dé chuyén sang 6 bén canh.
Nhip mét dit liéu cho nhiéu 6 ecung mat lac

Chon vung can dién di liéu (Vi du: A1:B5). G6 vao dd liéu (gia su: Sinh vién).

Két thic viée nhap bang cach nhan t6 hop phim: CTRL + Enter. Két qua: ving
A1:B5 duge dién kin bdi tir “Sinh vién”.

5.3.

Stra dit liéu sau khi nhap

Cdch 1: Nhan dap chuét vao 6 cin siia, di chuyén con tro dén vi tri cin sita dd

liéu.

& o & o B p » a ¥ - - 2 > ~ . PR
Cach 2: Nhan chudt vao 6 can sua, nhan phim F2, di chuyén con tro dén vi tri can

5.4.

5.5.

5.6.

5.7.

sua du liéu.
Sao chép du liéu
— Chon vung dii liéu can sao chép.
—  Chon menu Edit > Copy (hodc nhén té hgp phim Ctrl + C)
—  Dichuyén 6 hién hanh dén vi tri méi.
—  Chon menu Edit > Paste (hoac nhan t6 hgp phim Ctrl + V).
Di chuyén dit liéu
— Chon vung di liéu can di chuyén.
—  Chon menu Edit > Cut.
—  Dichuyén 6 hién hanh dén vi tri mdi.
— Chon menu Edit > Paste.
Xoa du liéu
— Chon vung dit lidu can xoa.
—  Tuy chon:
+ Xoa ndi dung: Nhan phim Delete hoac chon menu Edit>Clear>Contents.
+ Xoéa dinh dang: Chon menu Edit > Clear > Formats.
+ Xoéa ghicha:  Chon menu Edit > Clear > Comments.
+ Xo6a tat ca: Chon menu Edit > Clear > All.
bat tén cho vung du liéu

Chon vung dii liéu can dat tén, chon menu Insert > Name > Define, xuit hién

hép thoai:

THU VIEN
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Define Name il
Names in workbook:
Yiemgan QK
Close |
Add
Delete J
Refers to:
[=shest11$3$14 )

Hinh 6.5: Hop thoai dat tén vang du liéu.
Trong dé co cac mue:
+ Names in WorkBook: Nhap tén ving di liéu (khéng cé cac ky tu dac biét).

+ Refers to: Chiia dia chi cua vung dii liéu can dat tén.

6. THAO TAC VOI HANG/COT/O VA VUNG DU LIEU TRONG WORKSHEET
6.1. Chon hang/cot/6 va vang du liéu

—~ Chon mét hang hodc mot cot: dua tré chudt dén phan tiéu dé hang hoac
tiéu dé ot cdn chon va nhan chudt trai (tiéu dé hang la tén hang: 1, 2, 3,...
va tiéu dé cdt 1a tén cot: A, B, C, ...).

— Chon mét 6: Nhéan chubt trai vao 6 can chen.
— Chon nhiéu é:
+ (Cac 6 lién tuc: Nhan va gitt chudt trai kéo dén cac 6 can chon.
+ Céac 6 roi rac: Nhan va gid phim Ctrl, sau dé nhan chudt trai vao cac 6

can chon.
— Chon vung di liéu:
+ Vung lién tuc: Pua con tro 6 vé géc trai trén cua vung di liéu, gitt phim
Shift dong thdi nhan nit trai chuét tai 6 ¢ goée phai dudi.
+ Vung rdi rac: Chon khéi dau, nhan va git Ctrl roi chon tiép cac khéi khac.
6.2. Tron nhiéu 6

— Chon céc 6 cAn tron-(a-khéilién-tue-hinh-chiinhat).
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— Chon menu Format > Cells > chon tab Alignment, danh d&u V vao Merge
Cell (hoic kich chudt vao biéu tudng 1 trén thanh dinh dang).

Chi y: Khi trén nhidu 6 ma cac 6 déu chda dit li¢u thi chi ¢6 dit liéu 9 6 dau

tién dude luu lai va duge can chinh gitia theo chiéu ngang cua 6 mdi trén.
6.3. Chén hang/cot/o

— Chén hang: Chon vi tri hang can chén, chon menu Insert > Rows (hoéc
nhan chudt phai vao hang duge chon, nhdn chon Insert). S6 hang dugec
chén thém vao sé bang sd hang duge chon.

— Cheén cot: Chon vi tri cét can chén, chon menu Insert > Columns (hoac
nhén chuét phai vao cot duge chon, nhan chon Insert). 86 c6t dudc chén
thém vao sé bang s6 cot dude chon.

— Chén 6: Chon vi tri 6 can chén, chon menu Insert > Cells (hoac nhan chudt
phai vao 6 dugde chon, nhéan chon Insert), xuat hién hép thoai sau:

Insert -

" Entire row

" Entire column

oK _ Cancel

Hinh 6.6: Hop thoai chén &/ hang/ cot.
Trong do:

+ Shift cells right: Chén vao bén trai cac 6 da chon va chuyén di liéu sang
6 bén phai.

+ Shift cells down: Chén vao bén trén cac 6 da chon va chuyén dit liéu
xudng 6 dudi.

+ Entire row: Chén s6 hang bang s6 hang chita cac é da chon.

+ Entire column:  Chén s6 c6t bang s& c6t chia cac 6 da chon.

6.4. Xo0a hang/cot/o

— Chon hang/cét hay 6 can x0a, chon menu Edit > Delete, xuat hién hép thoai:
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" shift cells up
" Entire row
" Entire column

! OK Cancel ]

Hinh 6.7: Hop thoai x6a &/ hang/ cot.

Trong doé:
+ Shift cells Left: X6a cac 6 da chon va chuyén dii liéu tit 6 bén phai sang.
+ Shift cells Up : Xéa cac 6 da chon va chuyén di liéu tir 6 dudi lén.
+ Entire row : Xéa cac hang chua cac 6 da chon.
+ Entire column : X6a cac cot chia cac 6 da chon.

— Nhéan OK.

6.5. Thay doi kich thudc ctia hang/cot
Cdch 1: + Chon hang/ c6t cin thay d6i kich thuéc.
+ Chon menu Format > Row > Height: thay déi kich thuée cua hang.
Hodc chon menu Format > Column > Width: thay déi kich thude cua cét.

Cdch 2: Chon tat ca cac hang, c6t cAn diéu chinh (yéu ciu chon ca hang hoac
ca c6t). Di con trdé chudt dén phan phén cach gitia cac hang hodc cac cot, cho con
tré chuét bién thanh hinh mui tén hai chiéu, nhén va giit chudt trai, kéo dé thay
dé6i kich thude hang/ cot.

6.6. An, hién hang/cot
— Chon cac hang/cdt cdn 4n, chon menu Format > Column > Hide (hoic
Format > Row > Hide).
— DEé hién cac hang/ ¢ot da 4n: chon cac hang/ c6t chita hang/ cot dang an,
chon menu Format >...> UnHide.
6.7. C6 dinh hang/cot
Dit con tré vao 6 phia dudi hang va bén phai ¢6t can ¢6 dinh, vi du ta can cd
dinh hang 1, hang 2 va c6t A, B, C. Khi dé ta phai dit con tré ¢ 6 D3 réi chon
menu Windows > Freeze Panes, xuit hién hai dudng thiang phan chia bang tinh
thanh 4 phan. Gé bo ¢6 dinh-hang/eét:chon-menu-Windows > Unfreeze Panes.
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7. DINH DANG DU LIEU

Chon dit liéu can dinh dang, sau dé chon menu Format > Cells hodc nhan t6
hop phim CTRL + 1, xuat hién hép thoai:

Format Cells S B i 214

i Number

Cat

Mu
Cu

Da

Sci

Cu

Accounting General Format cells have no

Time
Percentage
Fraction

Text
Special

l Alignment | Font | Border | Patterns | Protection I
egory! ,5a1Tlp|E"""“' S —— o et ._.._.__|
= I

S ————

mber
rrency

te specific number Format,

entific

storm :_J

[ ok | conce |

Hinh 6.8: HOp thoai dinh dang dif liéu — Tab Number.

7.1. Tab Number (dinh dang kiéu dit liéu)

— General:
— Number:

— Currency:

— Accounting:

— Date:

— Time:

— Percentage:

— Fraction:

— Scientific:

DPinh dang mic dinh ban dau cho dit liéu nhap vao.

Chia cac tuy chon dung dé hién thi cac sé theo kiéu sd
nguyén, sb le, c6 dung d4du phan cach hang nghin, hang triéu.
Dung khi dinh dang tién té, vé cd ban la gidong dinh dang
Number, khi chon dinh dang nay, Excel tu dong dung dau
phédn cach hang nghin, triéu. Ngoai ra, ta co thé chon biéu
tudng tién té cho sé lidu.

Day ciing la mét dinh dang tién té, nhin chung la giéng dinh
dang Currency.

Pinh dang ngay thang.

binh dang thoi gian.

Hién thi ky hiéu phan tram.

Hién thi gia tri phan sé.

Hién thi s6 dudi dang s6 ma khoa hoc. Vi du ta chon dinh
dang nay voi 2 s6 1é thi gia tri 12345678912 sé dude hién thi
thanh;.1.22E+10.(tudngaing.1.22*1010), hodc s6 0.0000008 cb
thé duocdiiensthizth k|3 00R=N07.
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_ Text: Diing dé thiét 1ap dinh dang dit liéu kiéu chudi. Khi dé d liéu
nhap vao thudng cin 1€ bén trai.

— Special: Pay la nhiing dinh dang dac biét xuat phat tir cic yéu cau
cua ngudi dung nhu: dinh dang sd dién thoai (Phone
Number), Zip code.

— Custom: Day la dinh dang tuy bién theo ngudi dung. Dé thiét lap mét
dinh dang méi chi viéc nhap cac ky hiéu st dung dé dinh dang
vao muc Type, sau d6 nhan nuat OK.

Vi du: Dé thiét lap dinh dang kiéu ngay thang nhu bang dit liéu Hinh 6.1 (2 s§

cho ngay, 2 s cho thang, 4 s6 cho nam) thi ta lam nhu sau: Chon Custom trong
tab Number, nhap vao muc Type: dd/mm/yyyy.

7.2. Tab Alignment (dinh dang 1é)

Text alignment — - — - o e o —— Orientation -

e

Horizontal: | * .

IGeneraF :J Bl ; -3

Wertical: iﬂ 5‘

Text —® i

Lol I |

Bottom :] |

I dustiw diskeibnred -! < + i
Text control - —-—— . e e e | . I

™ Wrap text ! |

I~ Shrink to fit , IU 5 Degrees i

r Merge cells o ? : i
Right-to-left - - -—.

Text direction:

|C ontext ;]

oK I Cancel

Hinh 6.9: Hop thoai dinh dang |& dit liéu - Tab Aligment.

Cé cac muc sau:
— Text alignment: Chida 3 lua chon:
+ Horizonal: Chita cac can chinh 1é chit theo chiéu ngang cua 6. Trong do, tiy
chon General la ngam dinh (dif liéu s6 can phai, dii liéu chudi can trai).
+ Vertical: Chita cac cin chinh 1& chi theo chiéu doc cua 6, trong dé
Bottom la can chinh méac dinh (di liéu nam mép dudi cua o).

+ Indent: Hoép chon thiét lap khoang cich tii mép trai 6 dén vi tri xuat
hién dit liéu. Macdinh bang ¥hing.

100



— Orientation: Dung dé thiét lap goc guay cua chit bang cach thiét 1ap géc
quay ¢ muc Degrees hoac chon géc guay truc tiép trén bé’l.ng xoay ¢6 mii
tén ¢ phan trén.

— Text Control: Chita 3 diéu khién, trong do:

+ Wrap text: Diéu khién dung dé ngit dong trong 6, lam cho di liéu trong 6
khong bi tran sang 6 bén canh.
+ Shink to fit: Tay chon nay c6 tac dung la giam c3 chit trong 6 duge chon dé
ndi dung hién thi vira trong 6 do.
+ Merge Cells: Tron 6. Cac 6 dude tron phai 1a mét khoi chit nhat. Sau khi
trén chi giit lai dit liéu 6 6 dau tién.
7.3. Tab Font (dinh dang Font chw)

Format Cells

x|

Mmb&lﬁhgrwnm Font iBnrderlPsttwmletechml

Eont; Font style: Size:
[.vnTime [Reguiar B
- g -
I . VRTimeH 1 Itahc o el
I .VnUniverse Bold I! 1
B vnUniverser ;I Bold Italic __*_1 >
Underline: Color:
[None _"J | Automatic _ﬂ I tiormal Fonk
IEF'FEd:s g e Prevview Fo el
1 I Strikethrough
I T Supgrscript 1 AaBbCeYyZdz _
Coswpserpe DL

This is & TrueType Font. The sama fant will be used on both your printer
and your screen,

o« | caxe |

Hinh 6.10: Hop thoai dinh dang Font chif — Tab Font.

C6 cac muc sau:

+ Font: Font chi.

+ Font style: Kiéu dang chit.

+ Size: Kich ¢d chd.

+ Underline: Céc kiéu gach chan.

+ Color: Mau chd.

+ Effects: Cac hiéu ung khac.

+ Preview: Xem cac mau da chon.

Dé thiét lap Font chii mac dinh cho Excel, chon menu Tools > Option, chon
Tab General va chon Font chit va cd chii méc dinh tai hop Standard font,
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21|

Color | International 1 Save | Errar Checking ! Spelling ] Security I

View | Cakulation | Edt  General | Transtion | Customlists | Chat |
Sew e s i i B ¥ o - S

[T RIC! reference style ™ Prompt for workbook properties

I Ignore other applications ™ Provide Feedback with sound

¥ Function tooltips ™ Zoom on roll with InteliMouse

¥ Recently used file list: |4 E‘ entries

Web Options... | Service Options... I

Sheets in new workbook: |3 E‘
Standard Font; v Size: 112 ]
Default File location:

erybody|My Docu

MnTimeH

Ak startup, open all files in: ¥nUniverse —1
MnUniverseH

User name: MnVogue
MnVogueH =

| OK I Cancel

Hinh 6.11: Hop thoai Option.
Vi du: D@ ¢6 tiéu dé nhu hinh duéi day, ta lam nhu sau:

A B R T R

1 TRUGNG PAIHOC Y HA NOI CONG HOA XA HOI CHU NGHIA VIET NAM

2 BO MON TOAN TIN Béc lap - Ty do - Hanh phic
3!

4

Tai 6 Al go: trudng dai hoc y ha néi, va dinh dang vé kiéu chii .VnArialH, 12.
Tai 6 A2 g6: b6 mén toan — tin, va dinh dang vé kiéu chii .VnArialH, 12, dam.

Ta1 6 E1 go: cong hoa xa hdi chi nghia viét nam, dinh dang kiéu chi

.VnArialH, 12.

Tai 6 E2 go: Déc lap — Tu do — Hanh phiic, va dinh dang vé kiéu chit .VnArial,

12, dam.,

Chon vung A1:Cl1, sau dé nhan nut trén thanh dinh dang dé trén 6 va cin

chii vao gitta. Lam tuong tu véi cac viing A2:C2; E1:H1: E2:H2.
7.4. Tab Border (tao khung vién cho cac )

Hinh 6.12 ¢6 cac muc sau:

+ Presets: None (khong c¢6 khung vién); Outline (cé vién xung quanh);

Inside (¢6 cac duong vién trong).
+ Border: ~ Thém bét duong vién (nhin truc quan).

. o - : - . s
+ Line: Chon cac kieu nét cua dugng.yién.
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+ Color: Mau cua dudng vién.
Format Cells Dy F s 21 x

l Patterns | Protection 1

Number ! Alignment l Font

Presets ? L — e s
: . - Style:
SRR 5 [ v R |
None Qutline  [Inside [ s ——— |
BOPOEE e et s e e : e e A |
H I |
— e |
| - .
' Text Text I |
. N | — |
i i
ryee ! |
: Text Text ' 5
kT ' Color: :
{ ] . Lo Automatic ¥ '
| 1 i | |
oy ] | 1N | , 2 |
The selected border style can be applied by clicking the presets, preview
diagranv or the buttons above,

I OK l Cancel

Hinh 6.12; Hop thoai dinh dang dudng vién cho & — Tab Border.

7.5. Tab Patterns (mau nén cua 0)
Chon mau nén hoic chon cac dang mau trong muc Pattern, sau dé nhan nit OK.

Ngoai cac cach dinh dang dua theo menu, ta c6 thé thuc hién dinh dang dua
theo thanh céng cu. Vi du: Ta c6 thé dinh dang Font chit, c¢d chi, 1é, ... dua theo
thanh céng cu Formatting.

b

U ESE8 $ % W& EE A
Hinh 6.13: Thanh Formating.

i &

MnTime «12 « B I U

Vi du: Nhap bang s6 liéu Hinh 6.1 va thuc hién dinh dang:

— Toan bd bang dit lidu vé Font chit tiéng Viét biang cach nhan t6 hgp phim
Ctrl + A, sau dé chon menu Format > Cells, nhan tab Font, va chon vé
Font chii .VnTime, ¢ chi 13.

— Hang tiéu dé cot dinh dang in dam, can gifia badng cach béi den hang 1,
nhan nit B va nhidn mit = trén thanh dinh dang.

—  Cac ¢6t STT, Tudi, Gidi, Vang da, Xuat huyét, BC, SGOT, SGPT, KQDT:
can giua.



—  Cot “Ngay vao vién”, c6 kiéu dit lidu dang date: dd/mm/yyyy béarg cach
chon cot Ngay vao vién, sau dé chon menu Format > Cells, chor tab

Number, chon Custom va go dd/mm/yyyy trong hép Type.
Vi du: Dua vao bang dit liéu Hinh 6.1, thuc hién dinh dang ké khung tang du
liéu va mau nén cua tidu dé cac ¢t nhu miu sau:

f

A ] ¢ 1B E F 6 H | J K L M N 0 P

t STT| _Hodém | Ten |Tuoi|Gioi Bja phwrong |Ngay vio vién|Sot [Vang daj Xuit huyét Tinh than| BC SGOT|SGPT)IQBIT|Nhom,
2 1|Nguyén Thi Hien | 05  2[HaNgi 03101998 1 2 TRUE ! 2 14 28| 4l 2l 2|
3 2|Quach Minh Quang | 15| 1]HaNgi [N EE 3| FALSE 2l 13 2] 17] 3 2
4 1/pé Quéc Khanh | 250 1[HaNai 11/1201897] 2 3| FALSE 2l 12t 39 73 o 2
5- 4|Hoang Thuy  |Hong 7] 2lHaMNai 05081999 1 3| FALSE 1 14 45| 3. 3 2
&  S|paThiMinh  |Phuong] 8| 2HaNai 03051998) 2[- 3 FALSE 323 3] 4] 1f 1
7 [ 6lva Thuy Ngoc | 15| 2|HaTay 03/01/1998| 2 3| TRUE 287 78 138 2] 1
8 7|TaHiu Anh 35 1|HaTay 03/12/1987| 2 3| TRUE 3 4 18 12 2 1
9 B|NguyénThiThu Trang | 6! 2|HaTay 03121998 2| 2| FALSE 20 15 92 122 3 1
10 9[MguyenNhat  [Tien | 75! 1|HaTay 0811011998} 3| 2 TRUE 3l 1] 72l el 3 1
11 __10{Tran Minh Tuan 8] 1|HaTay 03/07/1999) 3| 1] FALSE 4] 3] 211 1] 1
i2_1i[Hoang  |Anh 1] tHavay | 0306/1999] 3! 3| FALSE 3 1o ol tos] 2 1
13__12|NguyénTien [Cuong | 12| 1|QuangNinh | 091121995, 1| 3| FALSE 1 13 38 15 2 1
4 13 Tran Buc Trang 13] 1/CuangMinh |  09/07/1887, 3 3 TRUE ¢ 2086 NI M4 2 i
15 14|NguyénMinh  [Tuan | 1.1] 1ThanhHoa 09/12/1998] 3 3l FALSE 2] 18] 82 ® i 2
16 15[Nguyén Thi Thu_[Trang 2| 2IMghé An 0M11/1998] 3 3| FALSE IR )
17 __16jMguyén Thi Thu |Ha 3| 2|Nghé An 04/10/1998] 1 2l TRUE 2/ 87 25 25 3 1
18__17|Nguyen Quynh__|Thu 4] 2|Mghe An 111211997] 2 3 TRUE 1 ] 103 122 2] 1
19 18|Nguyen Hoang _|Tung 8] 1Nghe An 0510811998 3 2| FALSE 1 130 4 270 2]
% 19|Nguyén Thanh [Trung | 10]  1|Nghe An 034051999 2 3 TRUE 2 18] 24| 28] 3 1
21 20|Tran Thanh Huyén | 12|  2[Nghé An 03/01/1998] 2 3| FALSE I N M| 28 2 2
22 21|Tan ThiMel _ [Phuong| 13] 2lvinnPhuc | 0311211995 2| 2| FALSE 2 12) 5[ 18] 1 1
3 22]Lé Hi Son 05 2/QudngNinh | 03/04/1998 1 3| FALSE 2 28] a5 28] 1 1
U 23|16 Van Truong| 2|  1jCusngMNinh |  08/03M9%8| 3| 3| FALSE R A | -
%5 24[Quach Lan Anh 0.3] 2[ThanhHea | ©3/071%93) 1] 3] TRUE 2| 48] 28] 36 3 1
% _ 25|Nguyen Trong  |Hai 45 1[ThanhHoa | 0331935 1) 3 FALSE 2 41f 41 W7 ]
2 26|Lé Phuong Anh 14| 2|Thanh Hoa 0911211995, 2 2| TRUE | A
8 27|NguyénNam _ Son 0.5  1|vinh Phuc 0910711996 2 3| TRUE 3 15 | e0] 2 1
9 28INguyén Trong  |Hol 6.5 1|vinh Phuc 091211998 2 3 TRUE RS
30 29]L6 Mgo: Bich 5] 2[ThanhHoa 04/05/1998] 1 3| TRUE 2| 12] e8] 120 3 2
31 30]Bul Trong Pat 11 flvishPhuc | 1wianssr] 3 2] TRUE 2l a3] a7l w09 3 1

Hinh 6.14: Vi du dinh dang ké khung va mau nén.
Thuc hién ké khung nhu sau:

Chon viang dit liéu can ké khung: A1:N31.

— Thuc hién ké khung nhu sau: Chon menu Format > Cells,

+

Chon Tab Border va thuc hién dinh dang phu hop. O day, duong ké

khung ngoai va dudng ke gitia cac c6t la dudng nét lién, con duong keé
gitta cac hang la dudng nét dut.

+

' 8. THIET LAP TRANG

Chon menu File > Page-Setuprruit-hién-hop-thoar

&= THU VIEN
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Chon Tab Patterns, chon mau phu hgp.
Nhan OK.
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| Margins
Orientation

& Portrait " Landscape Prink Previens I

Scaling -~

@ adiustto;  [100 =] % normal size

" Fitto: il E‘ page{s) wide by || E‘ tall

S 21

| HeaderfFooter | sheet |

Paper size: ]M

=

Print guality:  [300 dpi ~]

First page number:

Auto

Hinh 6.15:
Cé cac Tab sau:

* Page: Chon trang in.
Orientation:
Scaling:

Paper size:
Print quality:
First page number:

* Margins: Can lé.

Page Setup

i OK I Cancel I

Hop thoai dinh dang Page Setup — Tab Page.

Hudng in (Portrait: In ding, Landscape: In ngang).
Diéu chinh trang bang tinh.

Kha giay.

Chat lugng in.

C6 danh sé ¢ trang ddu tién.

2l x

Page HeaderFooter I Sheat 1
Top: Header: print... |
o= los &
] Print Preview |
Options. .. I
Laft: Right:
0.75 = ]n.?s %
Bottom: Footer:

Center on page
I™ Horizontally

[~ verticaly

OK I Cancel |

Hinh 6.16; Hop-thoar-dinh dang Page, Setup — Tab Margins.
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Top: Lé trén, Bottom: Lé duéi, Left: Lé trai, Right: Lé phai.
« Header/Footer:Chén tiéu dé dau trang (header) va chan trang (footer).

e Sheet: Chon cac thong s6 khac khi in ra ¢ sheet hién hanh.

o o e A P e S B TS e A R A e S TS

Page  Margins HeaderFooter . Sheet :
Print area: R
Print tithes
Rows to repeat at top: IEI
Columns to repeat at left: ‘f-q.'
Frimt
] Gridiines Comments: {Maone} N
[] glack and white Cell errors as;  displayed ~

[ oraft quality
O] Rrow and column headings

Page order

{+2 Down, then over
{73 Over, then down

print... | [Printprevies | [ Options... |

| o« ][ cance |

Hinh 6.17: Hop thoai dinh dang Page Setup — Tab Sheet.
Vi du: Dua vao bang di liéu Hinh 6.1, thuc hién lap tiéu dé cta cac cot trén
nhiéu trang

— Chon menu File > Page Setup, sau dé chon Tab Sheet.

— DAt con tré trong muc Rows to repeat at top, chon ving di liéu lam tiéu dé
dé lap, hoac c6 thé go truc ti€p trong muc dé dia chi: $1: $1.

— Nhian OK.

— DE kiém tra su lap lai tiéu dé vua thuc hién 6 trén, chon menu File >
Print Preview.

9. XEM TRANG BANG TiNH TRUGC KHI IN

Chon menu File > Print Preview, man hinh xuit hién:
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&) Microsgft Excel - Viemgan : ]

[Nen | iZD:Jm| |H‘nt..”53w...||r-‘agr.5| {Page break Prevew |  Ciose Hep |
oo _ . i S e e e D : o T ——
ST Hoden Ten | 0ol [Gid4] B phiroig | Ngay vao vien | Sot [Vang dal Xt luyet
UNgmenTni |Hien | 04 C[Haha [ 03101898] 1 I TRUE
AOuach Mimn  [Guamg | 16] " jHa N I paminegs! 3 1 FALSE
BEETERG Rbarn | 25 “Rahm | 121837 13 3| FALSE
UHcang Thy__Hing | 7| -[Haha Ta0en93] 1] 3| FALSE
SO0 TMih  [Pheong Bl CHana 03051998 2 3| FALSE
§va Thu Naoc | 18] ZlFaThy I0nass] 2| TRV
71T Hu Am | 35 i T 3 TR
§[Nayen ThiThy [Tang | 6 2HaTar (9% 1| 1| FALSE
GiNgyEn M3t [Ten | 73] 1HaTy [ERNTEEE 1 TRUE
T0Tan M [Tun | 6] 1FaTay Ga07T9%9] 3| 1| FALSE
11]Heang Am | 0| THaTy e 3 3 FALSE
12Ngwen Tien (Cong | 73] VlCuangharn | 08121085] 1 1 FALSE
13 Tean Bre Tiong | 13 iQulnghirn | 0307/1997] 3 1 TRUE
Hinh 6.18: Clra s& Print Preview.
Cé cac nut sau:
Next: Chuyén vé sau mot trang bang tinh.
Previous: Quay vé truéc mot trang bang tinh.
Zoom: Phong to trang bang tinh.,
Print...: Thuc hién ché do in.
Setup... Thiét lap trang.

. s - - 2 [ 3 9 -
Margins: Hién thi cac thanh dé diéu chinh 1é.
Page Break Preview: Khubn nhin dang ngét trang bang tinh.
Close: Dong thoat khoi ché do Print Preview.

10. IN AN
—  Chon menu File > Print, xuat hién hop thoai (hinh 6.19) :
Cé cac muc sau:
+ Printer: Chon loai may in.
+ Print range: Chon vung in (All: In tat ca, Page: TU trang nao dén
trang nao).
+ Print what: Chon in cai gi.
Selection: In viang da chon.
Active sheet (s): In sheet hién hanh.
Entire WorkBook: In toan bo WorkBook.
+ Copies: In bao nhiéu ban.

— Nhén OK dé thuc thi.

THU VIEN
HUBT i



2]

.Pﬁmer s e e e e e e S T 6 ——1 - ———

| Name: iy HP Laserdet 1100 (MS) -] Properties... ‘ '
Status:  Ide oz :
Type:  HP Laserdet 1100 (M) Ml

I printtofie

* Where:  LPTL:

Cormment:
I“P’l’hlimgﬂ"""‘“"'"_"""—'"“' —————— s e |_Cm=s i el e i Yo 4 S s
Al | Number of copies:

. Cpage(s) From: | & To: | ﬁ

T |

rPrint what——————————

| @ nctivesheetfs) €

o | o ]

| T ' @E @ W colate
| € Selection " Entire workbook |

Cancel J

Hinh 6.19: Hop thoai Print.

CAU HOI LUQNG GIA

1. Co6 to1 da bao nhiéu WorkSheet trong moét WorkBook?
a) 3
b) 64
c) 128
d) 256

2. Dé dinh dang kiéu dit liéu, chon cach nao sau day:
a) Chon menu Format > Cells > Number.
b) Chon menu Format > Cells > Alignment.
¢) Chon menu Format > Cells > Pattenrs.
d) Chon menu Format > Cells > Protection.

3. Dé dat tén vang dit liéu, chon cach nao sau day:
a) Chon menu Insert > Name > Define.
b) Chon menu Insert > Name > Paste.
c) Chon menu Insert > Name > Apply.

d) Chon menu Insert > Name > Label.
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BAI TAP VA THUC HANH

Bai 6.1. M6 Microsoft Excel, phan biét WorkBook, WorkSheet. Lam quen véi
cac khai niém trong sach Ly thuyét.

Bai 6.2. Thuc hién cac thao tac sau:

a) Tao bang sé liéu sau:
L o

A B . C

F_ | o H [ J. K LM

STT  Hodém Tén Tudi Gioi Bjaphuong Ngay vao vien Sot Xudthuyét BC SGOT SGPT Nhém

1 Nguyén Thi Hién

2 Quach Minh Quang
3 D6 Quoc Khanh
4 Hoang Thuy Hong

5 Do Thi Minh Phuong

6 Vil Thuy Ngoc

7 TaHdu Anh

8 Nguyén Thi Thu  Trang

9 Nguyen Nhat Tien
10 Tran Minh Tuan
11 Hoang Anh
12 Nguyen Tién Cuong
13 Tran Buc Trong

14 Nguyen Minh Tuan
15 Nguyén Thi Thu  Trang
16 Nguyén Thi Thu Ha

17 Nguyén Quynh  Thu

18 Nguyéen Hoang  Tung
19 Nguyén Thanh  Trung
20 Tran Thanh Huyen
21 Tran Thj Mai Phurong

22 Le Hiu Son
23 Do Van Truréng
24 Quach Lan Anh
25 Nguyen Trong ~ Hai
26 Lé Phueng Anh

27 Nguyén Nam Son

28 Nguyén Trong  Hdi
29 Lé Ngoc Bich
30 Bui Trong bat

Trong d6: Tudi:
Giéi:

05
15
25
7

8
1.5
35
6
7.5
8
10
12
13

Ngay vao vién:

Xuat huyét:
Sét:
Nhém:

FALSE 29 45 26
FALSE 12 28 2

2 Quang Ninh 03/04/1998
1 Quang Ninh 08/09/1998

2 Ha Ngi 03/10/1998 1 TRUE 14 28 41
1 Ha Noi 04/11/1998 3 FALSE 13 26 17
1 Ha Npi 111211997 2 FALSE 12 39 72
2 HaNoi . 05/08/1998 1 FALSE 14 45 36
2 Ha Noi 03/05/1988 2 FALSE 23 31 14
2 Ha Ta 030111998 2 TRUE 87 78 135
| 03121997 2 TRUE 14 18 12
2 Ha Tay 031211998 2 FALSE 15 92 122
1 Ha Tay 08/10/1998 3 TRUE 11 72 109
1 Ha Tay 03/07/1999 3 FALSE 41 38 21
1 Ha Tay 03/06/1999 3 FALSE 10 80 105
1 Quang Ninh 091121995 1 FALSE 13 38 15
1QuingNinh  09/07/1997 3 TRUE 86 333 24
1 Thanh Hoa 09/12/1998 3 FALSE 16 82 81
2 Nghé An 03/11/1998 3 FALSE 13 23 20
2 Nghé An 04/101998 1 TRUE 87 25 25
2 Nghé An 11121997 2 TRUE 13 103 122
1 Nghé An 05/08/1999 3 FALSE 13 M 27
1 Nghé An 03051999 2 TRUE 18 24 29
2 Nghé An 0301/1998 2 FALSE 31 34 28
2 Vinh Phuc 03121995 2 FALSE 12 15 18
1
3
2 Thanh Hoa 03071999 1 TRUE 45 28 36
1 Thanh Hoa 03031995 1 FALSE 41 41 37
2 Thanh Hoa 09/12/1995 2 TRUE n M 27
{ Vinh Phue 0907/1996 2 TRUE 15 34 60
{ Vinh Phue 0911211998 2 TRUE 13 25 63
2 Thanh Hoa 04/051998 1 TRUE 12 68 120
{ Vinh Phuc 11124997 3 TRUE 43 47 109

Don vi la nam.

1: Nam; 2: Nu.

mm/dd/yyyy (thang/ ngay/ ndm).

False: Khéng xuat huyét; True: Cé xuat huyét.
1: Khéng sot; 2: Sét nhe; 3: Sét cao.

1: H6n mé gan do bénh cdp tinh; 2: Hon mé gan
do bénh man tinh.
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b) Chén thém cac trudng vang da, tinh than, kqdt vao bang s6 liéu trén.

A B C D E G Ho J K L M N_O P
1 STT Hodém ~ Ten Tudi Gidi Bia phurong Ngdy vao vign Sot Vang da Xuat huyet "Tinh than BC SGOT SGPT KGBT Nhom
2 1 Nguyén Thi Hign 05 2 HaNoi 0310/1398 ¢ 2 TRUE PB4 2 2
3 2 Quach Minh Quang 1.5 1 VinhPhue 04/111998 3 1 FALSE | P R R 3 2

4 3186 Quoc Khanh 25 1 HaNgi 11i2n9e7 2 3 FALSE 212 ¥ n 2 2
5 4 Hoang Thuy Heng T 2 HaMei 05081999 1 3 FALSE 1 14 45 3 3 2

£ 500 ThiMinh Phuong 8 2 HaMgi 03Ms/i9se 2 3 FALSE 3 Y 1 |
T BV Thuy Ngoc 15 2HaTyy 03011998 2 3 TRUE 287 T8 1% 2
& TTaHm Anh 35 1HaTay 03nznest 2 3 TRUE A C £ 2 1
9 8NgueénThiThu Trang 6 2HaTéy 03121998 2 2 TRUE 215 R 12 )}
10 9NguyenNhat  Tien 75 1HaTay 08/10/19%8 3 2 TRUE 317208 3
"1 10 Tran Minh Tuan 8 1HaTiy 03071999 3 1 FALSE 141 3 2 1
2 Hoang Anh 0 1HaTay 03/06/19%3 3 3 FALSE 3o B0 105 2 i
13 12NguyénTién  Cwong 12 1QuangNinh  09/12/19%5 1 ) FALSE 113 38 15 2
14 13 Tran bire Trong 13 1 Quéng Ninh 090711997 3 3 - TRUE 286 33 W 2 1
5] 14 NguyenMih  Tuan 1.1 1 09/1219% 3 3 FALSE 216 82 8 3 2
16 15 Nguyén Thi Thu  Trang 2 2 NgheAn 03111998 3 3 FALSE 11 23 2 1 1
17 16 Nguyen Thi Thu  Ha 3 2 Ngheé An 04/10/1998 1 2 TRUE 28 B B 3 1
13 17 Nguyen Quynh  Thy 4 2 NghéAn e 2 3 TRUE [ E O O A 1
19 18 Nguyén Hoang  Tung 8 1 NghéAn 05/08/1999 3 2 FALSE 113 ¥ 0 2 1
.20 19 Nguyén Thanh  Tiung 10 1 Nghe An 03/05/19%9 2 3 TRUE 218 40D 3 1
121 20 Tran Thanh Huyén 12 2 Nghe An ouo1ese 2 3 FALSE I M oM 2 2
‘2 21 TianThiMai  Phwong 13 2 Vinh Phuc 031211985 2 2 FALSE 212 15 1’ 1
13 22 LéHbu Sen 0.5 2 Quang Ninh 03/04/19%8 1 3 FALSE 200 45 2% 1 i
f 4 23PoVan Twrong 2 1 Quang Ninh 08/09M19%8 3 3 FALSE 112 28 N 2 1
j 25 24 Quach Lan Anh 0.3 2 ThanhHoa 0301988 1 3 TRUE 2045 28 36 3 1
‘26 25 Nguyen Trong  Hai 45 | ThanhHoa 03031985 1 3 FALSE I I ) I 2 2
.71 16 L& Phuong Anh 14 2 Thanh Hoa 09M2nass 2 ?  TRUE Iwo oM o2 2 1
28 27 NguyénNam  Son § 1 VinhPhie 09/07/19%6 2 3 TRUE 315 M 80 2 1
29 28 Nguyén Trong  Hdl 65 1 VinhPhue 09/12119%8 2 3 TRUE 3INB 8 1 1

30 29 Lé Ngoc Bich § 2 Thanh Hoa 04/05/1998 1 3 TRUE 212 68 120 3 2

31 30 Bui Trong bat 11 1 Vinh Phue 11121987 3 2 TRUE 2 43 47 109 3 1

Trong dé:

Tinh than: 1: Tinh tao; 2: Tién hon mé; 3: Hon mé.
Vang da: 1: Nhe; 2: Vira; 3: Néng.
KQDT: (két qua diéu tri): 1: Khoi; 2: Dé: 3: That bai.
Bai 6.3. Dinh dang bang dii liéu:
a) Tén cac truong font chit .VnTime, in dam, ¢ chi 12.
b) Ké khung dudng vién cho bang dii liéu (khung vién ngoai ciing dam).
¢) Can chinh s6 liéu sao cho: tén cac trudng va sé liéu bién dinh tinh ndm
gidta 6; s6 liéu bién dinh lugng va ngay thang ndm léch phai; s6 liéu kiéu
ky tu nam léch trai.
Bai 6.4. Dat tén cho WorkBook va WorkSheet vita tao. Chén thém
WorkSheet, thuc hanh copy, xo4, di chuyén, déi tén.

THU VIEN
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1. KHAI NIEM CONG THUC

L&p dm;)'c”bdng du‘ héu du’a trén cﬁng thm:.

Bai 7

CONG THUC TRONG EXCEL

Céng thic 1a mot tap hdp cac phép tinh va cac tham so theo mét quy luat nhat
dinh nao dé, két qua mang lai phu thudc vao cac tham s6 tinh toan cua cdng thic,
Cong thitc trong Excel bao gid cling duge bat dau bdi dau =,

M6t 6 chita céng thiic trong bang tinh EXCEL ¢6 2 thanh phan: cong thic va
gia tri. Phan hién thi cia 6 thuong la hién thi gia tri. Mudn biét céng thic, ching
ta dua con tro vé 6 chon va doc cong thic trén thanh céng thitc.

2. CAC TOAN TU TRONG MOT CONG THUC

« Todn tu s6 hoc:

Cong

Tru
Nhan
Chia .
Lay thuaa

« Todn tu chudi:

e« Todn tiz so sanh:

L6n hon

Nho hon

Béing

Lén hon hodc bang
Nho hon hoac bang
Khac

& (N&i chubi).

THU VIEN
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e Toan tu logic:

- Va and
— Hoac or
-~ Phu dinh not

3. CACH THUC HIEN CONG THUC

Cé 2 cach tinh toan chinh: -
o Tinh truc tiép trén tung 6:

—  Dua con tro vé 6 can tinh toan.

- Gbéddu=

— (306 s6 liéu va cac phép toan.

—~  Nhéin Enter.

Vi du: =12%6/8 sé cho ta gia tri 9 tai 6 dudc tinh.
« Tinh todn dua trén cong thizc va dia chi é:

—  Pat con trd ¢ 6 mudn chua két qua.

- Gbédau=

— G dia chi va cac phép toan.

—~  Nhan Enter.

Céc tham sé tinh toan trén bang tinh la dia chi cac 6, Excel sé 1dy gi4 tri cua 6
dua trén dia chi cta cac 6 nay va dua vao cac cong thic dé tinh toan. Dia chi cua 6
dudc xac dinh qua tén c¢dt va tén hang. Vi du: A5, B10.

4. SAO CHEP, DI CHUYEN CONG THUC
4.1. Sao chép cong thiic
o Khdiniém:

La thao tac chép céng thic dén vi tri mdi va gia tri cua cdéng thic lic nay phu
thuéc vao loai dia chi clia cac thanh phan tham gia vao céng thic.
+ Cadc logi dia chi trong Excel:

—  Dia chi twong déi: La dia chi ma méi khi sao chép cong thuc dén vi tri méi

thi tén hang va tén cot bi thay ddi theo hinh thic tinh tién song song.

Vi du: O D4 c6 cong thitc =A4+B4+C4, khi sao chép néi dung nay dén 6 D5 thi
cong thitc 6 D5 lic nay la =A5+B5+C5 (cha ¥, cac thanh phan cua céng thic duge
tinh tién theo & chita céng thic).
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—  Dia chi tuyét déi: La dia chi ma khi sao chép cong thic dén vi tri méi thi tén
hang va tén cot khong bi thay déi. Pé ky hiéu mét 6 1a dia chi tuyét d6i,
ngudi ta diing thém ky tu $ & trude tén cot va tén hang, ching han $A$4.

Vi du: O D4 c6 cong thic =3A$4 +$B$4, khi sao chép ndi dung nay dén 6 D5

thi eéng thic 6 D5 van 1a =$A%4 +$B$4.

—  Dia chi hon hop: La dia chi két hdp ca tudng déi va tuyét doi (vi du, $A4 —
tuyét d6i cot, tudng d6i hang hay A$4 — tuyét déi hang tuong d6i cot ). Méi
khi sao chép cong thiic dén vi tri mdi thi tén hang hoic tén cét c6 thé bi
thay d6i tuy theo huéng sao chép.

Vi du: O D4 c6 cong thiic =$A4 +$B$4, khi sao chép ndi dung nay dén 6 D5 thi

cong thic 6 D5 bay gic 1a =3A5 +$B$4.

e Cadch sao chép cong thuc

Di chuyén chudt dén géc phai phia dudi cua 6, khi con tro chudt bién thanh
d&u +, nhan va gid chudt trai réi kéo dén 6 can sao chép.

D1 & & =B1'Ci
TTTATTT e ¢ b [ E
1 4 520l
2 8 3
3 6 7
4
2

Hinh 7.1: Vi du vé sao chép cong thifc.

Vi du (hinh 7.1): O D1 ¢6 céng thic = B1*C1 (két qua 20), dua con tro chudt
vao goéc phai dudi, nhan va giil chudt trai, kéo chudt xuéng 6 D2, D3. Vi B1*C1 la
dia chi tudng do61, nén khi céng thic dé dude sao chép xudéng D2 thi né tré thanh
B2*C2 (két qua la 24).

4.2. Di chuyén céng thitc
« Khdi niém:

La thao tac chuyén cong thic dén vi tri mdi, dia chi va gia tri cua cong thiic
lic nay van khéng thay déi.

e Cdch di chuyén céng thic:

Nhéan chudt vao 6 chita céng thite cdn di chuyén, dua con tré chudt 1én dudng
vién ctia 6 chia céng thile, khi dé, con tré chudt chuyén thanh hinh mai tén bén
chiéu. Nhan git chudt trai va kéo dén vi tri can chuyén téi thi tha ra.

Vi du (hinh 7.2): O D1 ¢6 cong thic = B1*C1 (két qua 20), nhan chudt vao 6
D1, dua con tro chuét 1én duong vién cua 6 chia céng thie, khi d6, con tré chudt
chuyén thanh hinh mii tén bén chiéu. Nhan giit chudt trai va kéo xudng 6 D5 thi-
tha ra. Lic nay cong thitc ¢ D5~vapda =B1* C1l ya gia tri vian 1a 20.
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- & =B1'C1 =
j T A . B e .8 | E.
1 4 5
12 8 3
|3 6 7
L4
5 ]
18
|7

Hinh 7.2: Vi du vé di chuyén céng thic.

5. CACH LAP BANG DU LIEU DUA TREN HAM SO

Gia thiét ta cho ham s6 y=f(x) véi x bién thién trong doan [a,b]. O day f thuc
chat 1a mét cong thic va x c6 thé 1a mot gia tri cu thé hoac dia chi cuia mét 6. Néu ta
lam cho & dé bién thién thiy cling sé thay déi theo. Lam thé nao dé 6 d6 bién thién?
R4t don gidn: ta dé nhiéu gia tri x vao mét cét va tinh gia tri y vao cot bén canh.

Chiing ta c6 thé st dung cong thiic dé tinh gia tri ciia ham tai gia tri nao dé cua
bién hay lap bang dit liéu dya trén ham sé. DAu tién, tao day gia tri bién (theo cot
ho#c dong). Sau d6, dua trén day gia tri bién va cong thic dé tao day gia tri ham.

Vi du: Cho ham s6'y = x* + 3x? —5x +8. Hay lap bang dit liéu chia cac gia tri
ham s6 y, biét x 1a cac sd nguyén e [-10,10].

;==

B2 -] = =A23+3"A00-5"A2+8

B - A T N 0 5 O -
T

[z -10 £42]
3 9 433
ra 8 272
5 | 7 153
b 5 70
ol 5 7
| 8 -4 12
9 | 3 23
10, 2 22
1] 1 15
12, 0 8
13 1 7
14 2 18
15 3 47
[ 16| 4 100
17 | 5 183
18] 6 302
19| 7 463
20 8 672
21| 9 935
22 10 1258

Hinh 7.3_ Vidive lap bang dii/iéu-da theo ham sg.
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Chon c¢dt A chiia day gia tri bién x: 6 A1 chua tiéu dé x, 6 A2 chia gia tri —10
(gia tri bé nhit caa x), 6 A3 chiia céng thitc =A2+1. Dua con tré chudt vé géc dudi
phai cua 6 A3, khi tro chuét bién thanh hinh dau céng + mau den, nhan va giit
chudt trai, kéo dén 6 chita gia tri cudi cung cua x (6 A22) thi tha ra. Chon c6t B
chia gia tri ham: 6 B1 chia tiéu dé y, 6 B2 chita cong thic =A2/3+3*A2/2—
5*A2+8. Dua con tro chudt vé goc dudi phai cia 6 B2, khi tro chuét bién thanh
hinh ddu céng + mau den, nhéin giii chudt trai va kéo dén 6 chda gia tri cudi ciing
cua ham (6 B22) thi tha ra.

6. CONG THUC TREN NHIEU WORKSHEET, WORKBOOK

Trong trudng hdp cac thanh phan cua céng thic nam trén nhiéu WorkSheet,
tham chi trén cac WorkBook khéc nhau thi khi tham chiéu dén ¢éng thic phai chi
ro tén WorkSheet va tén WorkBook chita thanh phan dé. Mgt céng thitc khi dugc
tham chiéu dén cac WorkBook, WorkSheet c6 dang téng quat:

[Book_name] Sheet_name! Diachil Phéptinhl......DiachiN
Trong d6:  [Book_name] chi ra tén cua WorkBook dude tham chiéu.
Sheet_name! diung dé chi tén cia WorkSheet duge tham chiéu.

Vi du: O D5 ctia Sheet] nim trong Book1 chua gia tri 20.

= ¢ Microsoft Excel - Book1

@_} File Edit View Insert Format Tools Data Window Help  Vietkey02,1
Jid 3 3 4L VE 42N - TR
B 3

Arial v 10 I U EEEH $ % > WD
08 ¢ fx
A B C D [ E_ T F 1 6 [
1
2.
5. 44
5. 20
LN
: 1
al. . P T
4 4 » M)\Sheet1 { Sheetz / Sheet3 / ! Ji&

6 C5 cua Sheet2 niam trong Book2 chia gia tri 30.
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¥ { Microsoft Excel - Book2
') Fle Edt View Inset Format Iools Data Window Help  VietkeyO2.1

13 EdAd gAY H B F 9 W -4
=4 0% % 0 a8

Arial -0 - B I U E=E
c5 - A 30

% 1 B. ] & I b | E | F | 6]
e
2
3
4
5l =
B |
LE
i < » »i\ Sheetl )Sheet2 ( Sheet3 / [«

va 6 A5 cua Sheetl nim trong Book2 muén chita gia tri cua tong (10 + C5 + D5),
thi tai 6 A5 phai go =10+Sheet2!C5+[Book1]Sheet1!D5 ta dugc két qua 1a 60.

1 Microsoft Excel - Book2

‘@) Fle Edt vew Inset Fomat Toos Data Window Help  VietkeyO2.1

NS AIdA TE bal-S o REY

 Arial " +10 - BZU EEESE S % 0 WN
Ab v £ =10+Sheet2IC5+{Book1|Sheet 11§05
& v | ¢ [ o | E [ F | 6 |

1
2]
3
.5
5 | 501
5

Z
b - -~ e S e T S
1 « » W]\Sheetl {Sheetz [ Sheet3 / 1

CAU HOI LUONG GIA
1. Trong Excel,l mudn dién tu dong cac s tir 1 dén 100, ta st dung céng cu:
a) AutoFormat.
b) AutoCorrect.
¢) AutoFill.
d) TAt ca déu sai.
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2. Trong Excel, nhiing dia chi nao sau day la tudng déi:
a) A$5
b) B10
c) $C$8
d) $B5
3. Céng thuc trong Excel ¢6 thé duge lap dua trén nhiéu WorkSheet, nhiéu
WorkBook. Piéu dé ding hay sai?
a) Dung.
b) Sai.
4. Trong Excel, néu 6 Al chiia 5, 6 A2 chia 100, 6 A3 chita 200 va 6 B2 chia
cong thuc = A2+(1+$A$1), khi kéo cong thic nay xudng 6 B3, 6 B3 sé c6 gia tri:
a) 106 b) 206
c) 1006 d) 2060

BAI TAP VA THUC HANH

Bai 7.1. Cho bang s6 liéu sau trong Excel:

1 Al B 1 & 4 ol ® il Eeul8 o0
|
; 5 BANG THANH TOAN THUOC CHUA BENH
'3 STT Tén thuse Ponvi S6 lwong Pon gia Thinh tién Thye tra
| 4| 1 ATUSSIN 60mi Lo 30 12000
5| 2 CLOROCID Vi 9 2000 Giam
6 | 3 ALPHACHYMO Vi 5 16000 0.1
(7| 4 CLAMOXYL250mg Géi 10 4000
B | 5 PARACETAMOL 200mg Géi 10 2000
9 | 6 LACTEOLFORT 340mg Géi 10 5700
10, 7 PANADOL 500mg Vitn 6 3000
11 8 OTILINSmI Lo 20 4000
& _1_2_: 9 CEPHALEXIN 500mg Vi 5 8000
ﬂj 10 |pamzane | wi 5 11000
14
] 15_I Té;ng tién:
[ 16

a) Tinh s6 tién cua méi loai thude (Thanh tién = S6 lugng* Don gia).

b) Tinh sé tién phai tra (Thuc tra) ciia méi loai thude sau khi eita hang théng
bao dude giam 10% nhéan dip khai truong.

¢) Tinh tong tién phai tra.
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Bai 7.2. Cho bang s6 liéu sau trong Excel:

A B c D E | F G H

BANG THANH TOAN TIEN VIEN PHI

1

12 STT Ho va tén Gigi tinh Tudi Ngiy vio Npiyra S6 ngiy 56 tién

'3 1 TRANTHITHUNG Nu 45 12/1102 122102

‘4 2 PHIVANTAI Nam 38 1271202 12/18/02
5 3 LUWCHUMINH Nam 29 12/1502 012803

6 4 TRINHTHIVAN Na 31 010203 010303

¥ -5 HATHUY HANG No 30 010403 011103

'8 6 PHAMHWBDO Nam 56 010403 01/1703

'8 7  PHANTHANHHAI Nam 3% 020103 02/1003

10 8 LYTRANNAM Nam 43 020303 020703

19 NGUYEM THILAM NG 41 020503 020803

1210 LETHUTRA Ni 26 030503 042803
13

;llJ S6 ngay nim vién it nhat: | !

15 S¢ ngay nim vién nhiéu nhat:

16 S ngay nim vién trung binh:

(17

a) Tinh s6 ngay nam vién cho mdi bénh nhén.

b) Tim s6 ngay nam vién it nhat, nhiéu nhat va sd ngay nam vién trung binh
cta cac bénh nhan.

¢) Tinh s6 tién ma cac bénh nhén phai tra, biét: S6 ngay nim vién <=30: mdi
ngay 20000; tit ngay 31 trd 1én, mdi ngay 15000.
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Bai 8

CAC HAM TINH TOAN TRONG EXCEL

1. KHAI NIEM ,

Chung ta thuong biét dén cac ham s6 trong toan hoc nhu la mét anh xa tu X
vao Y trong d6 X va Y la cac khong gian da chiéu. Trong EXCEL, nguoi ta cing
diing mot khai niém tuong tu va ky hiéu l1a:

f(dsl, ds2, ...)

Trong do: f1a tén cua ham va dsl, ds2, ... 1a cac dé1 s6.

Cac d6i s6 c6 thé 1a cac gia tri hodc dia chi cia mot hoéic nhiéu 8. Co bao nhiéu
d6i s6 va cac déi s6 d6 ding thit tu nhu thé nao phu thudce vao ham can tinh.

Chii y: Trong EXCEL, mét d6i s6 ¢6 thé 1a mot day cac 6 hodc mot tap hgp bat
ky cua cac 6.

2. CAU TRUC CUA MOT HAM VA CACH KHOI TAO

2.1, Ciu triac cua ham
=<Tén ham=>(ds1, ds2,...dsn)

Trong doé:

— D4&u = dé chi ra ring phan theo sau la mot ham (céng thiic).

— Tén ham, chang han SUM, chi ra phép tinh sé dudc thuc hién.

— Déi s6 1a gia tri hoac dia chi 6 ma trén d6 ham sé tac dong. Moi ham co tél
da 30 d&i s6, gifta cac ddi sé cach nhau bdi ddu phiy (,). Khac véi déi s6
trong cac ham toan hoc, d6i s6 6 day c6 thé 1a mot s6, ky tu, biéu thic logic,
vung dia chi 8, tham chi 1a mét ham. Khi mét ham lam déi1 sé cua mét ham
khac thi trude né khong-egdéau =. THU VI E N
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Vi du 1: = SUM(5,9,221).

Vidu 2: = SUM(A1:K1).

Vi du 3: = AVERAGE(SUM(8,6,7),9).

Dé khdi tao mot ham, ta chon 6 dat két qua, réi go truc tiép tén ham va cac déi
s hoac su dung Wizard.
2.2. Tao ham bang cach s dung Wizard

— Xac dinh 6 dit két qua roi chon menu Insert > Function => xuat hién hop

thoai sau:

Insert Function “a N < X

Search for a function:

-T'ype a brief description of what you want to do and then Go I
click Go

Or select a category: |Stati5tical :J

Select a function:

CHIDIST |
AYERAGE(number1,number2,...)

Returns the average (arithmetic mean;) of its arguments, which can be
numbers or names, arrays, or references that contain numbers.

Help on this function I OK I Cancel I ?

Hinh 8.1: Hop thoai chita danh sach cac ham.
Trong doé:
Search for a function: M6 ta ngan gon ham can su dung réi nhan Go.
Or select a category: Danh sach cac loai ham. Nhan vao nut 2 dé chon loai
ham phu hop:

+ Most Recently Used: Cac ham vita mdéi st dung gan day nhat.
+ All: T4t ca cac ham.

+ Financial: Cac ham vé tai chinh.

+ Date and Time: Cac ham ngay thang va thoi gian.

+ Math & Trig: Cac ham toan hoc.

+ Statistical: Cac ham théng ké.

+ Lookup & Reference: Cac ham tham chiéu va tra ciiu.

+ Database: Cac ham vé cd sd dit liéu.

+ Text: Cac ham van ban.
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+ Logical: Cac ham logic.

+ Information: Cac ham théng tin.
+ Engineering: Cac ham vé ky thuat.

Select a function: Tén ham cu thé cua loai ham da chon ¢ trén.

— Nhan OK => xuat hién hép thoai dé nhap cac tham s6 cho ham:

Function Arguments ; * si‘ ; ﬂ

 AYERAGE - : i

’ Number1 | Al = |
Number2 I A= 5

Returns the average (arithmetic mean) of its arguments, which can be numbers or names,
arrays, or references that contain numbers.

Number1: number1,number2, ... are 1 to 30 numeric arguments for which you want

the average.
Formula result =
Help on this Function ' | QK I Cancel

Hinh 8.2: Hop thoai nhap cac déi sé cla ham.
— Nhan OK. Két qua sé hién ra tai 6 da chon dé dat ham.
2.3. Dua ham s6 vao coéng thic
Chung ta ¢6 thé dua ham s8 vio 1am toan hang cho cong thiic, chang han:
=10 + SUM(12,18) sé cho két qua la 40.

3. CAC HAM THONG DUNG

Gia su c6 bang s6 liéu sau trong Excel:

gy _;
e nd Bl L C
_Pi#m Tin Digm Hod

Ml !

:ia‘mml-—u;mmhm
00 o o~ W b OO W D 00
WG O - O O B oo -d W

s
o]

Hinh-8.3: Bang.sa.iéy Jam vi du.
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3.1. Cac ham théng ké

o« SUM(ny, ny..., ny): Tinh tong cua k sé: ny, Ng,..., Ny.

Vidu I: =SUM (6,9) cho két qua 1a 15.
Vidu 2: =SUM(A2:A11) = 67.

« AVERAGE(n,, ng,..., ny): Tinh gia tri trung binh cua k sd: n,, no,..., n.
Vidu I: = AVERAGE(9,7,5) cho két qua la 7.
Vidu 2: = AVERAGE(AZ2:A11) cho két qua 1a 6.7.

e« COUNT(n, ny,..., ny): Dém s6 phan ti kiéu s6.

' Vidul:  =COUNT(A1:A11) cho két qua 12 10 (vi 6 Al khéng phai kiéu
s6 nén khéng dém).

Vidu 2: =COUNT(5,8,3,9,"DHY") cho két qua l3 4.

» MAX(n ny,..., ng): Cho gia tri 16n nhat trong k sé: n,, n,,..., n.
Vidu I: =MAX(9,6,2,11) cho két qua 1a 11.
Vidu2:  =MAX(AL:A11) cho két qua 13 9.

¢+ MIN(n,, ng,..., np): Cho gia tri nhé nhat trong k s6: n,, ny,..., n,.
Vidu I: =MIN(9,6,2,11) cho két qua la 2.
Vidu 2: =MIN(A1:A11) cho két qua 1a 4.

s MODE(n,, ng,..., ny): Cho biét gia tri thuong gép nhat trong mot day so.
Vidu: =MODE(5,7,8,3,5,7,5,9) cho két qua la 5.

» MEDIAN(n,, ny,..., ny): Cho két qua la gia tri trung vi cua mét day sé.
Day déi s6 trong ham MEDIAN may tu sdp xép theo thi tu tang dan.

Vidu I: =MEDIAN(1,2,3,4,5) cho két qua la 3.
Vidu2:  =MEDIAN(1,2,3,4,5,6) cho két qué 1a 3.5.
+ VAR(n,, ng,..., ny): Cho két qua la phuong sai méau gom k phén ti.
Vidu 1: =VAR(1,2,3,4,5,6) cho két qua la 3.5.
Vidu 2: =VAR(A2:A11) cho két qua la 3.12
« STDEV(n,, ng,..., n;): Cho két qua 1a d6 léch chuan ctia miu gébm k phan tu.
Vidu 1: =STDEV(1,2,3,4,5,6) cho két qua 1a 1.87
Vidu 2: =STDEV(A2:A11) cho két qua la 1.8
+ STANDARDIZE(x, tb, dl): Chuén téic hoa gia tri x cia phan bs chuén:
_x-tb
‘T
Trong dé: + x la gia tri mudn chuan hoa.

+ tb la trung binh.
+ dl: D6 lechsalinan.
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Vidu I: =STANDARDIZE(42,40,1.5) cho két qua la 1.333333.

Vidu 2: =STANDARDIZE(9, 6.7,1.8) =1.28
CORREL({x;, X5, ...y X,},{¥1s Yo +oo» ¥o}): Cho biét hé s6 tuong quan cua hai
day sb liéu. (Hai day cé s6 phan tu tuong dng véi nhau).

Vidu 1: =CORREL({3,2,4,5,6},{9,7,12,15,17}) cho két qua la 0.997.

Vidu 2: =CORREL(A2: A11, B2: B11) cho két qua 14 0.19.

SLOPE({y; Y9y -ovs ¥Ypho{Xpy X +ony x,}): Cho biét hé sd a cua phuong trinh
dudng thang y = ax+b — dudng thang biéu thi mdi tuong quan giita 2 day sé
l1éu da cho.

Vi du: =SLOPE(A2:A11, B2:B11) cho két qua la —0.19697.
INTERCEPT({y;, ¥3, -+v» Ynh{Xp X3 ooy x,0): Cho biét hé s6 b cua phuong
trinh duong thdng y = ax+b — dudng thang biéu thi méi tuong quan gitia 2 day
s6 hiéu da cho.

Vi du: =INTERCEPT (A2:A11, B2:B11) cho két qua la 8.

Chii ¥: D& véi ham SLOPE va INTERCEPT: Day {yy, ¥s, ..., v} phai 12 bién
phu thuéc, day {x,, X,, ..., X,} 1a bién doc lap va hai day c6 sé phan ti tuong dng
vGl nhau.
SUBTOTAL(Loai théng ké, pham vi): Cho két qua la gia tri cia mot ham
tinh toan, théng ké trong pham vi cua vang du liéu.

Trong dé: Loai théng ké nhan cac gia tri s6 tit 1 dén 11, méi sé Ung véi mot

loai ham muﬁfn tinh toan véi pham vi, bao gom:

":o;_t-h?ﬁg ké | Ténham Y nghia
1 Average | Tinh trung | binh. -
i 2 Count 6e_rﬁ_cac 0 chua gia tri s6 (bo qua cac 6 tréng).
3 CountA | Dém cac 6 ¢6 chita dit liu (b6 qua cac & trong).
4“ Max T1m gia tr1 ld;ﬁﬁ;‘r
5° Min Tim gia tri bé nhat.
6 Product Tinh tich sé.
7 |Stdev f)o le-cﬁ chudn cua mau.
[ 8 Stdevp D6 léch chudn cua toan bd quan thé.
B 9 Sum Tinh tong
10 Var Phuang sal mau. B
11 Varp Phuong sai cia toan bé quan thé. i

Hinh 8.4: Bang céac loai ham théng ké trong ham SUBTOTAL.

Pham vi: Dia chi vang du Lieu.
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Vidu: =SUBTOTAL(1, A2: A11) cho két qua trung binh méau la 6.7.
=SUBTOTAL(7, A2: A11) cho két qua dd léch chuan 1a 1.8.
=SUBTOTAL(10, A2: A11) cho két qua phuong sai mau la 3.12.

3.2. M6t s6 ham khac

e ABS (biéu thizc s6): Ham cho gia tri tuyét déi cta biéu thiic sé.
Vidu: =ABS(-4) cho két qua la 4.

o« EXP(x): Ham cho két qua ex.
Vidu: =EXP(5)cho két qua la 148.4

e PI(): Ham cho két qua 14 sé .
Vidu: =PI cho két qua la 3.141593.

« POWER(x,n): Ham cho két qua x".

Vidu: =POWER(4,3) cho két qua la 64.

e« SQRT(biéu thizc s6): Ham cho két qua la can béc hai cta biéu thic s6.

Vidu: =SQRT(POWER(4,3)) cho két qua la 8.

o IF(biéu thizc logic, btl, bt2): Ham cho két qua la btl néu biéu thue logic
dung, ngudc lai nhan bt2.

Vi du: = IF (A3 =1, “Nam”, “N#”). Ham sé& cho két qua 1a Nam néu 6 A3 =1,

ngude lai cho két qua la Nu.
« COUNTIF(ving diz liéu, diéu kién): Dém sé phan ti trong vung did liéu
thoa man diéu kién.

Vidu: = COUNTIF(A2:A11, “ >=8") cho két qua la 4.

4. AP DUNG CAC HAM DE GIAI MOT SO BAI TOAN UNG DUNG
4.1. Nhic lai mét s8 khai niém
o Heé s6 tuong quan (r) gitia hai day s6 lidu x va y:

x¥y—xty

{6 )o(7-67)

« Lap phudng trinh dudng thing: y =ax +b

:x*y—;*;

« Du bao dan sé:

a b=;—a*;
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Su phat trién dan s cia mét quan thé (biét lap) c6 ty 1& sinh (s) va ty 1é chét
(c) tuan theo quy luat sau: '
§ =8y +5,% x
e =g tei'x
trong dé x: s6 dan (don vi 1000 nguai)
s, ¢ (don vi %)

k=85~ ¢p h=|s, \—|c|‘

k G SR 5 e
X, :}; la dan s6 khi can bang 6n dinh.

L4y nam nao dé (nam trong bang sé liéu) lam mée va s6 ddn nam doé = x0
(thudng chon nam cuéi ciing trong bang s6 liéu).

X, —X,

Pat A=

X

t = Nam du bao — Nam lam méc.
Néu x, € [0, x] :
X

x(!)z-——‘-—
(

1+ A4 *e_“]
Néu xg >x:

i
x()=F———
) (1-4%e™)
4.2, Cacvidu
Vi du 1: Theo doi s dan, so sinh, s6 chét cia 1 quin thé trong 5 nam lién,
nguoi ta thu duge két qua sau:

| Nam | SGdan | S&sinh | S§chét
1996 | 171447 | 4220 903
| 1997 | 177363 | 3970 841
| 1998 | 179376 | 3325 843 |
| 1999 | 182011 | 3084 827
i 2000 189621 _5_264 849
Yéu cdu:

— Tinh hé s6 tuong quan giita s6 dan va ty 1é sinh (r,), gitia s6 dan va ty lé

chét (ry).
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~ Lap phudng trinh dudng thing: s = a,*x +b, (x 1a s8 dan, s la ty 1& sinh).
— Lap phuong trinh dudng thing: ¢ = a,*x +b, (x 12 s6 dén, c la ty 1é chét).
Giai:

s(ty 1é sinh) = S& sinh/ S6 dan

c(ty 1é chét) = Sé chét / Sé dan

Lap bang:
A B ) C D E F .
1 Nam Sé dan Sé sinh  S6 chét s c
2 1996 171447 4220 903 0.024614 0.00527
3 1997 177363 3970 841 0.022383 0.00474
4 1998 179376 3325 843 0.018536 0.00470
5 1999 182011 3084 827 0.016944 0.00454
6 2000 189621 3264 849 0017213  0.00448
7
B = -0.860165495 rp= -0.89509
9 a = -4,39324E-07 a; = -4, 2E-08
10 b,= 0.09900064 1 by= 0.012272
Hinh 8.5: Lap bang sé liéu va ding cac ham dé tinh toan.
Vidu 2:

Tu bang s6 liéu trong Vi du 1, ta 1ap dude hai phuong trinh dudng thang sau:
s = 0.099 — 0.0000004393*x
¢ =0.0123 — 0.00000004182*x

Hay dy bao dén s6 cia quan thé nam 2015.

Giai:

Lap bang va ap dung cdng thiic dé tinh: k, h va x,.

_’2 i So Co Sy Cy

3 0.0990 00123 -0.0000004393  -0.00000004182
4

5 Eeg 4 0.0867

6 h=abs(s,)-abs(c)= 0.0000003975

7 X =kh= 218112.538

Hinh 8.6: Lap bang s6 liéu.
Khi dé: x, = 218.112.538 1a dan s6 lic can bang 6n dinh.

Chon nam cuéi cung trong bang s6 liéu (nam 2000) lam méc du bao (ing véi
t = 0), do d6 x, = 189621.

’

~ g .t - e ai—
Do x, > xq > 0 x(t=0)= X, ham phat trien dan so co dang:

J11
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Du bao nam 2015 ang véi t = 15:

2 Se C, S c4

3 0.0990 0.0123 -0.0000004393  -0.00000004182
4

5 k=5 6-c,= 0.0867

£ h=abs(s,)-abs(c,)= 0.0000003975

7 x.=k/h= 218112.538

8 A= 0.1503

9 Xp= 189621

10 SO dan du bdo: x= 209536.5

Hinh 8.7: Két qua du bao dan sd.

Vi du 3:

Su phat trién dan s6 ciia mot nude (quin thé biét 1ap) c6 ty 1& sinh (s) va ty 1&
chét (c) tuan theo quy luat sau:

s = 0.049095970 — 0.0000003446 *x

¢ =0.009310417 - 0.0000000397 *x

Trong d6 x: s6 dan (don vi 1000 nguoi).

Hay du bao dan s6 nam 2010. Cho biét d4n s khi cin bing 6n dinh. Biét ring
nam 2000 dan sé 1a 65215 (don vi 1000 nguai).

Giai:

Lap bang va ap dung céng thic dé tinh: k, h va xc.

2 S, 8, Sy Cy

3 0.04909597 0.0093104 -0.0000003446 -0.0000000397
4 k=5 -C,= 0.03979

5 h=abs(s,)-abs(c,)= 3.049E-07

6 x =kh= 130487.22

Hinh 8.8: Lap bang sé liéu.
s k ; T T i 2
Khi dé: x, 2;: 13048722 (don vi 1000 ngudi) la dan s6 lic cAn bang 6n dinh.

Chon nam 2000 ing véi t = 0, do dé x, = 65215 (don vi 1000 nguoi).
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Do x. > x, > 0 x(t=0) = x, ham phat trién dan s6 c6 dang

Dit A=< e

Dy bao nam 2010 dng véi t = 10:

2 S, Co - c4

3 0.04909597 0.0093104 -0.0000003446 -0.0000000397
4 k=s,-C,= 0.03979

5 h =abs(s,)-abs(c,)= 3.049E-07

6 X, =k/h= 130487.22

7 A= 1.0009

_Ixc. 65215]

9 56 dan durbdo: x= 78025.6

Hinh 8.9: Két qua du bao dan sé.

5. TIM HIEU CAC LOI DO CONG THUC VA HAM TRA VE
o Li #####4 la gi?

L&i nay xay ra khi céng thiic trong 6 tao ra két qua qua dai nén khéng viia
trong 6. Pé khic phuc, ching ta cé thé tang chiu réng ctia 6 hoac thay doi dinh
dang s& cho 6. Ngoai ra, khi trit gitta cac kiéu ngay va giita cac kiéu gid v6i nhau,
nén dam bao ring cong thitc phai ding. Ngay va gid trong Excel phai c6 gia tri
dudng, néu tao ra két qua am, Excel ciing sé hién ra ###### trong 6 két qua.

o Léi #DIV/0! la gi?

L3i nay xay ra khi céng thic chia cho khéng. Dé khic phuc, thay déi tham
chiéu hay cho gia tri khac khéng vao 6 duge dung lam s chia.
o Léi# NI/A la gi?

L&i # N/A xay ra khi cong thitc hay ham s6 tham chiéu dén mot 6 chua gia tri
khéng phit hop (thudng gap nhat 1a gia tri cha cac d6i s6 trong cac ham tim kiém).
Muén khéc phuc 16i nay, phai xac nhan lai gia tri cua cac doi sé cho phu hgp.

o Léi# NAME? la gi?

Léi nay xay ra khi Excel khéng nhan biét dude di liéu trong cong thic.
Nguyén nhéan cé thé la viét sai tén ham, khéng c6 dau “”
heu nhap kiéu van ban nhunglai khéng bao trong cip

trong pham vi ving di

“n
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e Léi# NULL! la gi?

L6 # NULL! xay ra khi ban chi ra phan giao gitta hai vang dif liéu nhung
thuc t& lai khong giao nhau. Vi dy, dé tinh trung binh cia 2 vung di Liéu Al: AS
va C1: C5 thi chiing ta phai viét =average(Al: A5 Cl: C5) nhung néu quén dau
phay (,) gitta hai vang dit liéu thi Excel sé hiéu la tinh trung binh cua cac 6 giao
cua hai viing nay nhung trén thuc té hai ving nay lai khéng giao nhau va luc nay
Excel sé bao 161 # NULL!.

e Léi #NUM la gi?

L&i nay dude bao khi c6 van dé véi cac con sb trong céng thitc hay ham s6 nhu:
stt dung sai kiéu cua déi s6 (i s& yéu cdu kiéu s6 nhung lai nhap kiéu khac), cong
thtic tao ra sé qua l6n hay qua bé ma khong biéu dién dude trong Excel,...

o Loéi #REF!?

Léi #REF! xay ra khi tham chiéu 6 khong hop 1é. Loi nay hay gap nhét trong
truong hop ching ta vé tinh xoa bo cac 6 duge tham chiéu bagi cae céng thic khac
hoéc dan cac 6 can di chuyén lén cac 6 dude tham chiéu boi cong thic.

e Loéi# VALUE!?

Léi nay xay ra khi cé déi s6 hay toan hang duge si dung khong ding nhu:

kiéu dii liéu yéu cau la kiéu s6 hodc logic nhung lai nhap kiéu ky tu.

CAU HOI LUONG GIA

1. Ham trong Excel 1a mét cong thie duge tao sdn. Duing hay sai?
a) bung.
b) Sai.

2. Mét ham trong Excel c6 téi da:
a) 3 doi sb.
b) 2 doi sd.
c) 30 déi sé.
d) 128 do so.

3. Déi s6 cua mot ham trong Excel c6 thé la:
a) Mot gia tri cu thé.
b) Mbét dia chi 8.
¢) Mét ham.
d) Ca a, b va c déu-ding.

THU VIEN
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4. Ham = if(d=sum(2,3),5,7) c6 két qua bing:
a) 5
b) 7
c) O
d) Khéng thuc hién dudc.

BAI TAP VA THUC HANH
Bai 8.1. Theo dai s6 dan, ty 1é sinh (TLS), ty 1é chét (TLC) ctia 1 xa trong 5

nam lién, nguadi ta thu dude két qua sau:
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Nam | S6 dén TLS TLC

1996 4670 0.0411 | 0.0099
1997 4860 0.0397 | 0.0074
1998 5050 0.0352 | 0.0099
1999 5170 0.0375 | 0.0064
2000 5470 0.0336 | 0.0059

a) St dung céng thic dé tinh hé s§ tuong quan giita s6 dan va ty 1& sinh
(r,), gitta s& dan va ty 1é chét (ry).

b) St dung ham CORREL dé tinh ry, ry. So sanh két qua nay vdi két qua
cédu a.

¢) St dung céng thic dé lap phuong trinh dudng thing: s = a,*x +b,,
¢ = a,%x +b, (x 12 88 din, s 14 ty 1& sinh, c 1 ty 1é chét).

d) St dung cac ham SLOPE, INTERCEPT dé tinh cac hé sé a;, a,, by,b,.
So sanh két qua nay véi két qua cau c.

Bai 8.2. T bang s6 liéu trén, du bao dan s6 nam 2015.



Bai 9

CO SO DU LIEU

. Su d;_mg dwcfc Form trong Excel vd. thu’c h:én ddp@i%%é thaio L

'*i“%-iw—“‘, :

e

J’

1. KHAI NIEM VE €O SO DU LIEU TRONG EXCEL

Trong Excel, bang cd sd dit liéu la tap hdp cac dii liéu trén mét viing bao gom
cac c6t va cac hang (it nhat mét cot va hai hang trén bang tinh). Cac c6t dudc goi
la truong (Field), cac hang dude goi la ban ghi (Record) theo quy dinh sau:

— Hang dAu tién ghi cac tiéu dé cua di liéu, moi tidu dé trén mot cft, cac tiéu

dé nay la tén truong (FieldName).

— Tu hang tha hai trd di chia di liéu, mdi hing 12 mot ban ghi (Record).

Chu y: Tén trudng phai la dang ky tu; khéng duge bat ddu bang s6, cong
thite, .... Nén dét tén truong ngin gon, khong trung lap.

Ngoai trit hang dau tién, cac 6 tiép theo trén cang mdt ¢ot déu c6 cung kiéu di
héu (cung la ky ty, cung 1a s6, cung la ngay thang, ...).

Tén ln.rcng 1 Tén trudng 2 Tén trudng 3 1 Tén trudng 4 Tén truong 5

5 AL g S

Dit liéu

Sau day 1a mét vi du minh hoa bang dii liéu (hay con goi la bang co sd di liéu)
trong Excel.
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A B . 0 F F 6 T N T e

1 STT  Hodém Ten Tudi Gloi Dia phirong Ngay vao viéen sot Uang da Xuat huyel ‘Tinhthan BC SGOT SGPT KCBT Nhém
T 1 Nguyén Thi Hién 05 2HaMai 03101998 1 2 TRUE | 2 4 8B 4 2 2
3 2 Quach Minh Quang 15 1 VinhPhue 0411/19%8 3 3 FALSE 5 21w o3 2
4 ) DoQuot Khanh 25 1 HaNgi 11997 2 1 FALSE | P ¥ 1 2
5 4HoangThuy  Hong 7 2HaNgi 051081999 1 3 FALSE | 114 45 ¥ 3 2
6 5PoThiMinh  Phuong 8 2 HaNai 03/05/1999 2 3 FALSE | 323 0N ¥ 1
T 6V Thuy Ngoe 15 2HaTay 0311998 2 3 TRUE 187 T2 i
8 7TaHiu Anh 35  1HaTay 012997 2 3 TRUE 34 18 12 2
9 8NguyenThiThu Trang 6 2HaTay 03121998 2 2 TRUE 215 92 12 3 1
10 9 NguyénNhal  Tién 75 1HaTay 08101998 3 2 TRUE S IR O (1 I I
1110 Tran Minh Tuan 8§ 1HaTay 030711999 3 1 FALSE 141 38 20 1 1
12 11 Hoang Anh 10 1HaTay 03061998 3 3 FALSE 3o 80 105 2 !
15 12NguénTien  Cwong 12 1CQuangNish 0911211995 1 3 FALSE 113 38 15 2 f
14 13 TranBuc Triong 13 1 Quang Ninh o7t 3 3 TRUE 28 NI U2 1
15 14 NguyenMinh  Tudn 1.1 1 Thanh Hoa 091211998 3 3 FALSE 2 16 8 8l 3 2
16 15 Nguyén Thi Thu Trang 2 2Nghé An 031199 3 3 FALSE 113 230 1 1
17 16 Nguyén Thi Thu  Ha 3 ZNghéAn 041101998 1 ? TRUE 287 B 2 oo
18 17 Nguyen Quynh  Thir 4 2 Nghé An 1nzhesr 2 3 TRUE R KO 11 KT 7 R A
19 18 NguyénHoang  Tung B 1 NghéAn 05/08/1999 3 2 FASE | L I~ T4 R S
0 19 NguyénThanh Trung 10 1 NghéAn 03051999 2 3 TRUE 218 2% »n 3 1
no0 Tran Thanh Huyen 12 2 Nghé An 001199 2 3 FALSE SR I S 2 2
QJ 2 TianThiMai  Phuong 13 2 031211995 2 2 FALSE 212 151’ 1
% 22 LéHiu Son 05 2 Quéng Ninh 03/04/1998 1 1 FALSE | 229 4% 6 1 1
2 21 Bdvan Treong 2 1 Quéng Ninh 0ams99e 3 3 FALSE rto®n o2 2 1
25 24 QuachLan Anh 0.3 2 ThanhHoa 03071999 1 3 TRUE 24 B ¥ 03
25 NgugénTrgng  Ha 45 1 ThanhHoa 03/03/1995 1 3 FALSE 24 #1072
T 26 Le Phuong Anh 4 2 Thanh Hoa enamess 2 2 TRUE S (/R T T A S
2% 27 NguyénNam  Son 6 1 VinhPhuc Qan7/iese 2 3 TRUE 315 M 60 2 1
29 28 NguyenTiong  Hdi 65 1 VinhPhuc 091211998 2 3 TRUE I OB 8 1 1
30 29 LéNgoc Bich 5 2 Thanh Hoa 04/05/1538 1 3 TRUE 2 11 68 120 3 2
3 30 Bui Trong pat 11 1 Vinh Phuc niznesr 3 2 TRUE 243 47108 3 1

Hinh 9.1: Bang d{ liéu minh hoa.
Giai thich s6 liéu trong bang:
Tubi: Pon vi la nam.
Gi61: 1: Nam; 2: Ni.
Xuit huyét: False: Khong xuit huyét; True: Cé xuit huyét.
Tinh than: 1: Tinh tao; 2: Tién hon mé; 3: Hon mé.
Vang da: 1: Nhe; 2: Vua; 3: Nang.

KQDT; (két qua diéu tri): 1: Khoi; 2: Da: 3: That bai.
Sét: 1: Khéng sot; 2: S6t nhe; 3: Sét cao.
Nhém: 1: Hén mé gan do bénh cAp tinh; 2: Hé6n mé gan do bénh men tinh.

2. SUDUNG FORM

Form trong Excel 12 mot cong cu dung dé hién thi di liéu tit mét ban ghi trong
bang dit liéu va cho phép-thue-hién-mét-sé thao tae-nhu; thém, suia, xo0d va tim
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kiém théng tin dua trén mot diéu kién nao d6. Form chita tit ca cac trudng trong
bang dit lidu.

2.1.

Hinh duéi day cho vi du minh hoa mét Form dua trén bang dii liéu ¢ hinh 9.1.

Viemgan ety
STT: ~  tof30

Ho dém: |Nguy§n Thi = Ne%___'_i
Tén: [H@n Delete '
Tudi: 0.5

Gidi: |2
Find Prev

Bia phuong: Ha NG
Find Next

i

Ngay vo vién: |10/03/1998
SBt: [ 1 Criteria l

vang da: I2 Close

:

Xuat huydt:  [TRUE

Tinhthan: |2
BC: [14.3
SGOT: [28
SGPT: [a1
KQPT: [2
Nhém [2

i
Hinh 9.2: Hop thoai Form,

D& hién thi di liéu dua vao cong cu Form, thuc hién nhu sau:

— Dat 6 hién hanh trong bang di Tiéu.

— Chon menu Data > Form, xu4t hién ctta 6 Form nhu Hinh 9.2,

— Form sé md ban ghi dau tién trong bang du liéu. Tu day ta co thé thuc
hién mét s6 thao tac trén Form.

Thém ban ghi mdi

— Nhéan nut New trong cia s6 Form. Khi d6 tdt ca cac trudng trong Form
déu tréng.

— Muén di chuyén dén cac truong khac trong Form, nhan phim Tab hoac
kich chudt vao trudng dé.

— Moi dit kién nhap vao cac trudng trén Form sé duge ghi vao bang dit liéu khi
nhan nit Close. Néu nhan phim Enter, thi sé bd sung mét ban ghi méi nia.”

— Form sé bd sung ban ghivag cudi bang du lieu.
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2.2. Xoa mot ban ghi
Nhan nut Delete dé xo4 mét ban ghi hién hanh khéi bang dit liéu. Nhiing ban
ghi bi xo4 khéng thé khai phuc lai duge.

2.3. Di chuyén giita cac ban ghi
Nhan nit FindPrev dé di chuyén vé trude mét ban ghi va nhan nit FindNext
dé di chuyén dén mét ban ghi ké ti€p trong bang dit liéu.

2.4. Tim kié€m cac ban ghi

— Nhéan nut Criteria, xuat hién Form dé nhap diéu kién tim kiém. Diéu kién
c6 thé nhap trong nhiéu trudng va phai thoa min dong théi (cac diéu kién
d6 dude hiéu ngdm dinh 1a AND).

— Sau khi nhap diéu kién vao cac trudng, nhian nit FindPrev hodc nut
FindNext dé tim tit ban ghi hién hanh vé dau bang di liéu hoac tit ban ghi
hién hanh dén cudi bang di liéu. Form sé hién thi ban ghi dau tién thoa
man diéu kién.

— Néu khéng c6 ban ghi nao thoda man diéu kién, khéng c6 théng bao 161, thi
Form sé hién thi ban ghi hién hanh.

Vi du: Form tim ra nhiing bénh nhan cé tudi <=6 va gidi tinh 12 nam.

Sé liéu quy ude: 1: Nam ; 2: Ni

Viemgan [x] Viemgan S x|
s I _j Crienia 12 2 B 2of 3
wew [ | Hodey  [ouicheh o N |
Tén: | Tén: fQU_;E Deleze |
. ~2 Nhan nat e
T = psre || FindNext co két o ¥
G i | qua nhu bén Gl 1 |
Fdprer || canh . — :
Baphurg | =] ‘ Basharg:  [ianG .
B L i
Kgdy via vien F R ' & Ngdy vio vign: !]tM]"ﬂﬁ |
s a0 | 5 F |
L a ] tomde
Ktk = | wkhyd: S |
Toh thén: Trhthin: 2

KOBT: £]

Hinh @3-V véchicnamg timkignreis Form.
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3, SAP XEP DU LIEU

Sap xép dit liéu la su hoan doi vi tri cac dong trong bang di liéu sao cho dit
liéu trén cot dude sap theo thit tu ting hoac giam dén.

Déi véi di liéu dang s6: tang giam theo gia tri.

Déi véi dit liéu dang ky tu: tang giam theo thu ty tit dién (Chu ¥: mét 8 ky tu
trong bé ma TCVN3 c¢6 tha tu tu dién khong chuan).

D61 véi dit lidu dang ngay thang nam: sip xép theo th tu thai gian.

Hinh duéi day minh hoa sap xép “Tudi” giam dan, “BC” ting dan dua theo s6
liéu hinh 9.1.

A B C D:: E F G H I J EOK L'M NI O P
1 STT Ho dém Ten  Tudl Gidl Bla phurong Ngdy vao vién sot V:ng da Xuat huyet Tinh thin BC $GOT SGPT KQBT Nhém
2 16 Le Phuong Anh 14 2 Thanh Hoa 09111995 2 2 TRUE | KT 1 B z 1
3 13 Tran Bire Trong 13 1 Quéng Ninh 09/107/1897 3 3 TRUE 286 31 4 2 1
4 21 Tran Thi Mai Phurong 13 2 Vinh Phue 031211995 2 2 FALSE 212 1B 18 i 1
5 12 Nguyen Tien Cuong 12 1 Quang Ninh 091211995 1 3 FALSE | 113 38 15 2 1
£ 20 Tran Thanh Huyén 12 2 Nghe An 03011998 2 3 FALSE | I M I 2 2
7 30 BuiTrong pat 11 1Vinh Phue 1anesr 3 2 TRUE | 243 47 109 3 1
& 11 Hoang Anh 10 1HaTay D3/06/1959 3 3 FALSE | 310 80 105 2 1
9 19 Nguyén Thanh  Trung 10 1 Nghé An 030511989 2 3 TRUE | 2 18 4 9 3 1
10 5 Bo Thi Minh Phuong 8 2 Ha Ng 03051993 2 3 FALSE | 3123 0 W i i
41] 10 Tran Minh Tuan 8 1 0300711999 3 1 FALSE 141 38 20 1 1
12 18 Nguyén Hoang  Tung 8 1 MNghe An 05/08/199% 3 2 FALSE T 13 M n 2 i
13 9 Nguyén Nhal Tién 75 1HaTay 08/1011998 3 2 TRUE I N 72 10m 3 1
14 4 Hoang Thuy Héng T 2 HaNéi 05/08/1993 1 3 FALSE 1 14 45 36 3 2

Hinh 9.4: Bang di lidu sip xép "Tudi” theo thit tu giam dan va "BC” tang dén.
Céc budc thuc hién nhu sau:
— Dat 6 hién hanh trong bang dit liéu.

— Chon menu Data > Sort, xuat hién hép thoai:

Sort : -EE
Sort by
|Tu6‘1 :_J " ascending
* Descending
Then by
[T ~| © Ascendng
" Descending
Then by
I ;J * Ascending

" Descending
My data range has

* Header row " No header row

Options... I i OK I Cancel

Hinh 9.5: HOp thoai Sort.

135



Cé cac muc sau:

+ Sort by: Cét uu tién nhat trong khéa sap xép.
+ Then by: Cot uu tién thit hai va thi ba trong khéa sap xép.
+ Ascending: Sap xép theo thi tu tang dan.
+ Descending: Sap xép theo thi tu giam dan.
+ Header row: Giit nguyén hang dau tién lam tiéu dé.
+ No Header row: T4t ca cac hang dudc xem nhu 1a s6 liéu dé sap xép.
+ Options:
. Case Sensitive: Phéan biét chit hoa vdi chii thuong.
. Sort top to Bottom: Séap xép cac cot trong bang di liéu.
. Sort left to right: Sip xé&p cac hang trong bang dit liéu.

Vi du: Trong bang dit liéu Hinh 9.1, sap xép “Tuoi” theo thi tu giam dan va
“BC” theo thi tu tang dan.

— Dat 6 hién hanh trong bang dii liéu.

— Chon menu Data > Sort, xuat hién hop thoai Sort nhu Hinh 9.5.

— Trong muc Sort by: chon truong “Tudi” va chon Descending.

— Trong muc Then by thi nhéat: chon “BC” va chon Ascending.

— Nhan OK.

— Két qua nhu hinh 9.4.

4. LOC DU LIEU

Loc dit liéu 1a chon ra nhiing ban ghi thoa man diéu kién nao dé tu bang di
liéu ban dau.

Vi du: T bang dit liéu Hinh 9.1, d€ lap ra danh sach nhiing bénh nhéan nhi
cua Ha Ngi duge mién tién vién phi, ta chon ra nhiing bénh nhan c6 Dia phuong =
"Ha No1” va Tudi <=6.

4.1. St dung AutoFilter

— Cac buée thue hién nhu sau:

— Dat 6 hién hanh trong bang di liéu.

— Chon menu Data > Filter > AutoFilter

Excel sé tu dong chén nhiing nut X vao bén phai cua cac truong.

— Nhén vao nit X tai cot chia di liéu muén loc.

136



A B i C D E F 6 H [ J K L M N_ O P
1 $T-| Hodém (-] Ten~ Tul+iGi~ Diaphuon~ Ngay vao vi(x S{~ Ving (-] Xuit huy(~ TinhthaljJB, 64+ /S~ |KQE +|Nho[~|
2 26LléPhuong  Anh T ] 091201995 2 2 TRUE 300 2 2 1
313 TranBue Trong 13 1 | osmineer 3 3 TRUE 286 B3 2 2 1
4 20 TranThiMai  Phuong 13 2en 03121995 2 2 FALSE | 212 15 18 1 1
5 12NguénTién  Cueng 12 150 091211985 1 3 FALSE | 113 38 15 2
§ 20TranThanh  Huyen 12 2w 0300111998 2 3 FALSE | 3N M % 2 2
7 30 Bui Trong at T s | tnznsst 3 ? TRUE | 243 41 18 3
8 11 Hoang Anh 10 lNowghm | 03008/1999 ) 3 FALSE | 3010 80 105 2 1
¢ 19NguyenThanh Trung 10 f|Ternres 03051899 2 3 TRUE 218 4 2 3 1
0 5PThiMinh  Phuong & 2/ 0300511998 2 3 FALSE 323 31 W1 1
11 10 Tran Minh Tuan 8 1@ 030711989 3 | FALSE 141 38 2 1 1
Hinh 9.6: Man hinh minh hoa AutoFilter.
Chon mét trong cac muc:
[All): Hién thi toan b cac ban ghi.
[Custom...]: St dung cac toan tu so sanh.
[Top 10]: Loc ra mét danh sach gom 10 ban ghi ma gia tri dat dude cua

chiing ldn hon c4c ban ghi con lai.
[Non Blank]:  Chi hién thi cac ban ghi khong tréng.
[Blank]: Chi hién thj cac ban ghi trong.
Ngoai cac muc trén, con lai 1a gia tri cua cac hang tai cét d6 trong bang di liéu.
Khi cin loc cac hang theo mét cach nao dé, ta chon trong danh sach trai xudng.
« Stz dung cdc todn tit so sénh: Khi chon muc [Custom...] trong hép diéu kién
dé loc, xuat hién hop thoai Custom AutoFilter:

Custom AutoFilter [ x|

Show rows where:
Tudi

<0 =]

quuals 4

Gia tri can so
sanh

Hop toan tir
so sanh

Use ? to represent any single character
Use * to represent any, series of characters

=i

Hinh 9.7: HOp thoai Custom AutoFilter.

— Chon toan tit so sanh & hop bén trai bang cach kich chudt vao nit =
bén canh.

— Chon mét gi4 tri can so sanh ¢ hdp bén phai bang cach kich chuét vao nit
~ bén canh hoéc gb gia tri ti ban phim.
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— Né&u c6 diéu kién két hop (And hoidc Or), kich chuét chon And hoic Or va
lam tuong tu nhu ¢ hang thit nhat.

— Nhan OK.
e Huy loc dit liéu:
—  Huy loc trong mét c¢6t: Nhan chuét tai nut ¥ cua cot d6, chon [All].

— Hién tat ca cac hang dudc loc trong bang dit iéu: Chon menu Data > Filter
> Show All.

—  Huy loc toan bd: Chon menu Data > Filter > AutoFilter dé bé ddu v
Vi du I: Loc nhitng bénh nhén 6 tubi.

— Dat 6 hién hanh trong bang di liéu.

— Chon menu Data > Filter > AutoFilter.

— Nhaén nit X bén phai truong “Tubi”, xuat hién hép thoai:

Y B . B LDJEE P v & vH. 4 o K "L M _B-@OP
1§+ Hodém [~ Tmﬂm—sav.auphwtugayvmviq SPVangi v xuamm- Tinh thi~] B(+ /$G(/SGI | KQE v INhd|+
2 26 LéPhuong Ef'“ ii 2 Thanh Hoa 091211995 2 ! TRUE | 3 1wou 2 !
3 13 Tran Buc m,fm__]] 1 Quéng Ninh 09071997 3 3 TRUE 288 NI A 2 1
4 2 TranThiMai |03 2 Vinh Phuc 031211995 2 2 FALSE 212 15 18 1t 1
5 12NgwenTien [} 1 QuéngNinh  09/12/1995 1 3 FALSE 11308 15 2 1
§ 20TranThanh |13 2 Nghé An 03/01/1998 2 3 FALSE 3N % 28 2 2
7 30 Bui Trong e 1 Vinh Phuic 11211997 3 2 TRUE 243 47 109 3 1
8 11 Hoang 3 1 Ha Tay 03/06/1999 3 3 FALSE 3 10 80 105 2 1
9 19 Nguyén Thanh 139 1 Nghé An 030511939 2 3 TRUE 218 24 29 3 1
10 500ThiMinh  |4s 2 Ha Ngi 03/05/1999 2 3 FALSE 323 0“1
11 10 Tran Minh 5 1 Ha Tay 030711999 3 1 FALSE 141 3% 20 1 1
12 18 NguyénHoang  [o5 1 Nghé An 0510811999 3 2 FALSE 113 ¥ 27 2 1
13 9 NguyénNn@t |7 1 Ha Tay 081011998 3 2 TRUE 3112109 3 1
% 4HoangThuy  [I° 2 Ha Nai 050811999 1 3} FALSE 114 4 3 3 2
15 28 NguyénTrong |10 «| 1 Vinh Phuc 091211998 2 3 TRUE 313 25 8 1 1
18 8NguyenThiThu Trang 6 2 HaTay 031211998 2 2 FALSE 215 92 12 3 1

Hinh 9.8: Man hinh sif dung AutoFilter, loc nhimg bénh nhan 6 tudi.
— Nhin chudt vao sé 6.

— K&t qua, ta cé bang dit liéu chi nhitng bénh nhéan 6 tuédi.

A B E 6 H I J K L. M N O P
& 1 Slv]  Hodém v THUTUDGMﬁlapluruﬂJHga}rvaowBS{_ |Vang1_jKuéthuy{_j'ﬁnhﬂ@BﬂSGLSGUKQﬁ:mwu

5 SNgwenTthhu Trang b 2HaTédy 0321998 2 2 FALSE i 2165 2122 3 1
29 27 NguenNam  Son 6 1 VinhPhuc 0907/19% 2 3 TRE | 315 M 60 2 1
R i

Hinh 9.9: Man hinh két qua loc nhitng bénh nhan 6 tudi.
Vi du 2: Loc nhiing bénh nhan ¢6 BC >= 6 va BC <= 12.
— Dat 6 hién hanh trong bang di liéu.
— Chon menu Data > Filter>-AutoFilter,

138



— Nhéan nut X bén phal trLIdng “B(“ Lh()l‘l Custom xuit hién hop thoai:

Custom AutoFilter

Show rows where:
BC

is greater than or equal to ~+ 6

fevand ior
is less than or egual 1o v 12

Use ? to represent any single character
Use * to represent any series of characters

OK | I Cancel |

Hinh 9.10: Hop thoai Custom AutoFilter loc nhitng bénh nhéan cé BC >= 6 va BC <= 12,
— Chon cac diéu kién phu hgp nhu hép thoai trén.

—~ Nhan OK.

— K&t qua, ta c6 bang dii liéu chi nhiing bénh nhén ¢6 BC>=6 va BC <=12.

A B C DE_F ] 6 H I J _K_L N NO P

1 1+ Hodém [v| Ténx|Tu'v/Gi s Bia phuom s Ngdy vio vi(+/(- 'vangqleuarhuﬂ_JlT‘nhthf Br/SG(+]S6(+KOE+ Nno s

) 25LéPhuong  Anh 14 EThanhHua 09/1211895 2 2 TRUE | 100% 7 2 1
3 1TemBuc  Tong 13 OuingNeh  0907M%7 3 3 TRUE | 286 By ¥ 2 1
4 MTrenThiMa Phuong 13 2 VinhPhue 095 2 2 FALSE | 12 0B 1’8 1
11 Hoang Anh 10 1HaTay 03061959 3 3 FALSE | 110 8 105 2
13 INgwénNmat  Tkn 75 1HaTay 081018 3 2 TRE | OO VI I [ T S
A7 29Lé Ngoc Bich 5 2ThanhHoa 0410511998 1 3 TRUE | 212 6 10 3 2
21 16 Nguyén ThiThu  Ha 1 2 Nghé An M1019%8 1 2 TRE | 287 % B 3
22 3BoQuae Khanh 25 1 HaMi 1ianee7 2 3 FALSE | 21 B N o2 2
% 6VIThy Ngoe 15 2HaTyy 03011988 2 3 OTRUE | 287 11
B |

Hinh 9.11: Man hinh két qua loc nhifng bénh nhan cé BC>=6 va BC <=12.
Vi du 3: Loc nhiing bénh nhén ho “Nguyén”
— Dat 6 hién hanh trong bang di liéu.
— Chon menu Data > Filter > AutoFilter.

—  Nhén nit X bén phai trusng “Ho dém”, chon Custom, xudt hién hop thoai:
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Custom AutoFilter

Show rows where:
Ho dém

T AN - | [0 &
# and O Or
[ ~] ~]

Use 7 to represent any single character
Use * to represent any series of characters

| OK 1 Cancel

Hlnh 9.12: Hop thoai Custom AutoFilter loc nhitng bénh nhén ho “Nguyén”.
Chon cac diéu kién pha hop nhu hép thoal trén.
Nhan OK.
Két qua, ta cf} bang dit liéu chi nhﬁ’ng bénh nhz‘m hg “Nguyén",

e B R F e WL A ) K L M N © P
_1 8T#} Hedgm [+] Ten[x| Tul~ |G~ | Bja phuren~ Ngay vao vi{=|S{=|Vang (=] Xuat huyuTinh thi~| B~ |scusc{jko:av|uhn1_
{5 12NgquénTién  Cweng 12 1 QuangNinh 09/12/1995 1 3 FALSE 11 2 1
"9 19Nguyén Thanh  Trung 10 1 Nghé An 03051998 2 3 OTRUE | 2 18 24 29 3
12 18 Nguyen Hoang  Tung 8 1 MNghe An 05/08/19%9 3 2 FALSE 1 13 M 27 2 1
(13 9 NguyenNhat  Tién 75 1 HaTay 0BMD/1998 3 2 TRUE Ino72 109 3 1
15 28 Nguyén Trong  Hel 65 1 VinhPhuc 09H12/1998 2 i1 TRUE 3013 25 6 1 |
16 8 Nguyen Thi Thu Trang 6 2 HaTay 03121998 2 2 FALSE 215 92 12 3 1
U1B . 25 Nguyen Trong  Hai 45 1 ThanhHoa 03M03/1995 1 1 FALSE 24 4 3 2 2
13 17 Nguyen Quynh  Thir 4 2 Nghé An 1zeer 2 1 TRUE 113 103 2 2 1
21 16 Nguyén Thi Thu Ha 3 2 Nghé An 04/10/1988 | 2 TRUE 287 25 25 3 1
{24 15 Nguyén Thi Thu  Trang 2 2 Nghé An 03111998 3 3 FALSE I 1 0 1 1
{27 14 NguydnMinh  Tuan 1.1 1 ThanhHoa 09/12/1998 3 3 FALSE 2 16 82 81 32
128 1 Nguyén Thi Hién 05 2 HaNal 0310/1998 1 2 TRUE 2 14 28 4 n 2
120 27 Nguyén Nam Son & 1 Vinh Phiic 09/07119%6 2 3 TRUE 315 M 60 2 1
EY)

Hinh 9.13: Man hinh két qua loc nhitng bénh nhan ho “Nguyén”.

4.2, St dung Advanced Filter

Advanced Filter ding dé tim cac ban ghi théa man cac diéu kién phitc tap
hon. Chic nang loc ning cao nay phai dung vung diéu kién so sanh.

Hinh duédi day minh hoa chic nang loc nng cao dua theo dit liéu hinh 9.1. Loc
ra nhiing bénh nhan nam c6 tuéi >=6 ¢ Ha Tay hoac bénh nhan ni c6 tudi < 8 &

Ha Nai.

_iA B T TCID E: F . 6 “H T ) _ K JL M N TO]P]
1 STT  Hodem Tén Tudi Giéi Pjaphwomg Ngay vo vién $ot Vangda Xuat huyét: Tinh than BC $SGOT SGPT KGBT Nhom
8 11 Hoang Anh 10 1HaTay 03/06/1998 3 3 FALSE 3010 8 105 2 1
1110 Trén Minh Tuan 8 1HaTay 03/07/1998 3 1 FALSE 141 % 20 1
17 9NguyénNha  Tien 75  1HaTay 08/10/1998 3 2 TRUE 31T e 31
14 4 HoangThuy  Hong 7 2HaNgi 05/08/1999 1 3 FALSE | 14 45 % 3 2
5 INguyénThi  Hién 05 2 HaNgi 031011998 1 2 TRUE - T MO8 4 2 2
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« Cdc thanh phan co bdn: Dé loc dii liéu, phai xac dinh cac thanh phan co
ban sau:
—  Vung diz liéu (List range): Chuia toan b dd liéu can xu 1y, ké ca hang tiéu dé.
—  Vang diéu kién (Criteria range): La vang chita cac diéu kién ma cac ban
ghi phai théa man. Vang diéu kién c6 t8i thiéu hai hang va dude tao
theo nguyén tac sau:
+ Hang dau tién ghi tiéu dé.
+ Hang thi hai trd di ghi cac diéu kién so sanh.
+ Céc diéu kién trén cung hang phai thoa man déng thai (And).
+ Cac diéu kién trén cac hang khac nhau thoa man khi it nhat mét trong
cac biéu thie dé thoa man (Or).
_  Vung két qua (Copy to): Vang tréng trén bang tinh, dé chita cac ban ghi
thoa man diéu kién.

Vi du vé cach viét vung diéu kién:

Loc ra nhiing bénh nhan ¢ “Ha Noi". Bia phudng

Ha Noi

Loc ra nhiing bénh nhan cé tudi <=6.

Dia phuong | Tudi |
HaNoi | <=6 |

Loc ra nhiing bénh nhén & Ha N6i va c6 tudi <=6.

Loc ra nhitng bénh nhéan vao vién ngay 12/03/1997 | Xuat huyét | Ngay vao vién
TRUE 03/12/1997

bi xuat huyét.

Loc ra nhitng bénh nhan ¢ Ha Tay khong bi xuat[KQpT [ Xuat huyét | Bia phuong
huyét ho#c nhitng bénh nhan ¢ Ha Nai bi xuat FALSE | HaTay
Sk ) i 1 TRUE Ha Nbi
huyét diéu tri khoi.
Loc ra nhiing bénh nhan nam c6 tuéi >=6 d G Tud T Bia phuon
Ha Tay hodc bénh nhan ni ¢6 tudi <8 6 Ha Noi. |1 >=6 Ha Tay
.2 <8 Ha Noi

Cac budc thuc hién Advanced Filter:

—~  Tao vung diéu kién.

— Pat 6 hién hanh trong bang dii liéu can loc.

— Chon menu Data > Filter > Ad‘hrt};%l{gd \F”hé(ﬁ, xudt hién hop thoai:
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Advanced Filter

Action
" Filter the list, in-place
. % Copy to another location

List range: [$a$1:9P$31 Ry
Criteriarange:  |$R$3:$T$S =%
Copy to: I %)

™ Unigque records only

[ o I Cancel |

Hinh 9.15: Hop thoai Advanced Filter.

Cb cac muc sau:
+ Action:
e Filter the list, in—place: Loc tai ché (tai vi tri cia ving di lidu chi hién
cac ban ghi thoa man diéu kién loc).
* Copy to Another Location: Sao chép cac ban ghi théa man diéu kién loc
sang vung khéc ctia bang tinh. Dia chi ving nay duge xéc dinh tai hop

Copy to.
+ List Range: Dia chi ving dit liéu nguén dung dé loc.
+ Criteria range: Dia chi vung diéu kién.
+ Copy to: Dia chi viing két qua dé chiia cac ban ghi théa min

diéu kién loc (chi cAn dia chi cia 6 dau tién).
+ Unique Record Only: Chi hién mét ban ghi trong s6 cac ban ghi triing nhau.
— Nhan OK.
Vidu 1: Loc ra nhiing bénh nhan nam c6 tudi >=6 ¢ Ha TAy va bénh nhan nit

¢6 tudi <8 ¢ Ha Nbi dua theo dit liéu hinh 9.1.

oo ' W e mi—-

Tao vung diéu kién:

E; F T & ITgi J K ‘L M N o0 P Q@ R s T
Gloi Bja phurong Ngay véo vién Sot Vang da Xuat hu'yﬂ Tinh thin BC SGOT SGPT KGDT Nhém

2 Thanh Hoa 09/1211995 2 2 TRUE | 310 0% 21 2 1

1QuangNinh  09/07/1997 3 3 TRUE | 286 333 4 2 1 G Tub Diaphuong

2 Vinh Phuc 03/12/1995 2 2 FALSE | 212 15 18 1 1 1525 \ HaTay

1 Quang Ninh 09/12/1995 1 3 FALSE 113 38 15 2 1 2<8 [ VHaNa

2 Nghé An 03/01/1998 2 3 FALSE 3 M o3 2 2

1 Vinh Phie 11121987 3 2 TRUE 243 471 103 3 1 - _

1 Ha Tay 03061998 3 3 FALSE 310 80 105 2 1 Vang diéu

1 Nghé An 03/0511998 2 3 TRUE 218 24 29 31 kién

2 Ha Noi 030051999 2 3 FALSE 323 0N #1

1 Ha Tay 03071999 3 1 FALSE 14 28 2t 1 1

| —
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— Dat 6 hién hanh trong bang di liéu.
— Chon menu Data > Filter > Advanced Filter..., xuat hién hép thoai nhu
hinh 9.15.
Trong muc:
+ Action: Chon Filter the list, in—place (loc tai bang dit liéu).
+ List range: Viemgan!$A$1:$P$31
+ Criteria range: Viemgan!$R3$3:3T$5
— Nhian OK.
Két qua nhu hinh 9.14
Vi du 2: Loc ra nhiing bénh nhan ¢ Ha Tay, vao vién ngay 12/03/1998 bi xuat
huyét hoac nhiing bénh nhan vao vién ngay 12/09/1995 dua theo sé liéu hinh 9.1.

Tao vung diéu kién:

3 : i : S e e
1 Bjaphrong Mgay vao vién Sot Vang da Xudt huyét Tinhthan BC SGOT SGPT KQDT Nhom

2 Thanh Hoa 09/12/1995 2 2 TRUE | R T T B z f

3 Quang Ninh 09/07/1887 3 3 TRUE 286 333 M 2 | Diaphuong  Mgdy vao uén  Kudl huyét
4 Vinh Phue 03/12/1995 2 2 FALSE | 212 15 18 1 f Ha Tay Q¥121998  TRUE
5 |Quang Ninh 1 3 FALSE | 1B o152 par11095

6 ‘Nghé An 03/01/1998 2 3 FALSE | 3 M . i

7 Vinh Phue 111201997 3 2 TRUE | 243 47 109 31

§ HaTay 03/06/1999 3 3 FALSE 310 80 105 2 ! Viung diéu kién

9 Nghé An 030051999 2 3 TRUE 218 24 29 3 '

10 Ha Ngi 03/05/1999 2 3 FALSE 123 M 4 1 1

Hinh 9.17: Vi du minh hoa tao vung diéu kién clia Advanced Filter.
—~ Dat 6 hién hanh trong bang dit liéu.
— Chon menu Data > Filter > Advanced Filter..., xuat hién hép thoai nhu
hinh 9.15:

Trong muc

+ Action: Chon Filter the list, in—place (loc tai bang dit liéu).

+ List range: Viemgan!$A$1:3P$31

+ Criteria range:  Viemgan!$R$3:$T$5
— Nhéan OK.
Két qua nhu sau:

A B ¢ D E F __ 6 JH 1y K L M N 0O P

{ §TT Ho dém Tén  Tuoi Gioi Bja phuong Ngay vao vién Sot Vang da }(ualhuyel Tinhthan BC SGOT SGPT KQBT Nhim

2 LlePhuong  Ah 14 2ThannHea _ 0I5 2 2 TRE . 3 10 M 27 2
5] t2NuénTién  Cvong 12 1OuingNmh [ 09M219%] 1 3 FALSE | (IR EI T -
16 8 Nguyén Thi Thu Trang 6 2HaTay 031219%8 2 2 TRUE | 215 %212 3 A1
32 5

Hinh 9.18: Két qua vi du 2 — st dung Advanced Filter.
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CAU HOI LUQNG GIA
1. Hay dién vao ché trong dé xoa moét ban ghi thoa man diéu kién trong Form:
Dat con tro trong bang di liéu
a) Chon menu (1).......
b) Nhan nut Criteria
¢) Nhap diéu kién tim kiém
d) Nhannut (2).........
2. Dé sap xép dii liéu, chon cach nao trong cac cach sau:
a) Chon menu Format > AutoFormat.
b) Chon menu Data > Filter.
¢) Chon meun Data > Sort.
d) Chon menu Edit > Sort.
3. Phan biét hai cach loc dit liéu trong Excel: AutoFilter va Advanced Filter.
4, Sap xép lai cac bude thuc hién loc dit liéu st dung Advanced Filter.
a) Chon menu Data > Filter > Advanced Filter.
b) Tao viung diéu kién.
¢) Dat 6 hién hanh trong bang dit liéu.

d) Thuc hién theo cac yéu cu cua hdp thoai.

BAI TAP VA THUC HANH
Bai 9.1. Dua vao file dii liéu viemgan.xls, st dung céng cu Form, hay:

Chén thém mét ban ghi mdi véi ndi dung nhu sau:

| A B o D_ E F T e G ! H | - .-."‘j - ) TR _‘ L M N 0o P
1 STT Hodém Tén TubiGiéiDiaphurong Ngay vio vién Sét Vang da Xuit huyét Tinh thin/BC SGOT SGPT KQBT Nhém
2 31léHoang Tudn 14  1QuingNinh 091171895 2 2 FALSE 310 40 3B/ 2 2
a) Tim kiém bénh nhéan c6 tudi <= 6 ¢ Ha Néi.
b) Xoa nhiing ban ghi ma c¢6 gidi tinh la n@t va BC > 45,
Bai 9.2. Duya vio file dii liéu viemgan.xls, hay sip xép dii liéu theo:
a) Tubdi tang dan va BC giam dan.
b) Tinh thdn theo mic d6 ting dan, tudi theo thi tu giam dan va BC theo
thit tu tang dan.
Bai 9.3. Dua vao file dit liéu viemgan.xls, sti dung AutoFilter dé:
a) Loc nhiing bénjrairam o N eSO T<=35.
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b) Loc nhiing bénh nhéan bi xuit huyét, c6 triéu chiing vang da nhe, c6
SGPT <= 35 va SGPT > 0.

Bai 9.4. Dua vao file dii liéu viemgan.xls, su dung Advanced Filter dé:
a) Loc nhiing bénh nhan nit ¢6 tuéi <=6 ¢ Ha Tay hoéc nhitng bénh nhén &
Ha N6i c6 tudi <= 6.
b) Loc nhiing bénh nhén c6 triéu chiing vang da ning bi xuat huyét ¢ Nghé
An hoac nhiing bénh nhan ¢6 triéu chiing vang da vita ¢ Vinh Phuc.

10- THLUDTY-SH
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Bai 10

BAO CAO VA TONG HQP DU LIEU

1. TONG QUAN VE TONG HOP DU LIEU

Téng hop dit liéu c6 thé tao ra danh sach, tdn sé, bang, cac chi s8 théng ké va
dé thi tit cac bang di liéu. Ta cé thé chon dude cac ban ghi theo tiéu chuén riéng
biét, liét ké danh sach, cac ban ghi, tinh cac tan sé ho#c tao ra cac bang so sanh,
théng ké phu hgp véi yéu cau nguoi si dung. Két qua sé dua ra man hinh ho#c in
ra gidy.

2. SU DYNG SUBTOTALS
Subtotals cho phép tinh toan théng ké, tao cac téng két theo tiing nhém di liéu.

Hinh duéi ddy minh hoa Subtotals dua trén s6 liéu Hinh 9.1. Tinh trung binh
cac I;rm:ing BC, sgot, sgpt cua cac benh nhén theo tl.tng dla phu?cing

@ TAT B 1 C BiBf ¥ R " K L M N O
1 81T Ho dém Tén Tudl Giod Bja phurong Ng&y vio vljn $ot Vang da Xudt huytl {Tinh thin BC SGOTSGPT KGBT
© 2 1 Nguyén Thi Hién 05 2 HaNgi 03/10/1998 1 2 TRUE 214 28 41 2
© 3 3B00udc Khanh 25 1 HaNgl 1121997 2 3 FALSE 212 ¥ n 2
4 4 Hoang Thuy Héng 7 2HaNgi 05/08/1993 1 3 FALSE | 1 14 45 3 3
© 5 5806 Th/Minh Phuong 8 2 HaNgi 03/05/1933 2 3 FALSE | 123 0N M 1
- 8 Ha N§i Average i 11 358 408
© 7 B Vi Thuy Ngoc 15 2 HaTay 03/01/1998 2 3 TRUE | 287 78 138 2
© 8 7 TaHiu Anh 35  1HaTay 03121987 2 3 TRUE I Mo 12 2
© 8 8 Nguyén Thi Thu Trang 6 2HaTay 03/12/1998 2 2 TRUE 2 15 92 122 3
© 10 9 NguyénNhat  Tién 75 1HaTay 08/10/1338 3 2 TRUE | 372 109 3
© 11 10 Tran Minh Tuén 8§ 1HaTay 030711999 3 1 FALSE | 141 38 21 t
© 12 11 Hoang Anh 10 1HaTé 0300611999 3 3 FALSE 3 10 B0 105 2
L ke u
[+ 14 15 Nguyén Thi Thu Trang 2 2 Nghg An 031111998 3 3 FALSE | 113 3 20 1
15 16 Nguyén Thi Thu Ha 3 2 Nghi An 04/10/1398 1 2 TRUE | 287 25 3
16 17 Nguyén Quynh  Thir 4 2 Nghé An 111211997 2 3 TRUE 1 13 103 122 2
17 18 NguyénHoang  Tung 8 1 Nghj An 051081598 3 2 FALSE 11 oMo 2
18 19 Nguyén Thanh  Trung 10 1 Ngh An 03/05/1939 2 3 TRUE 2 18 M 29 3
19 20 Tran Thanh Huyén 12 2 Nghé An 03/01/19%8 2 3 FALSE : 3N M 228 2
- 0 ? Nghg An Average i 16 405 41.8

HIgR TV 90 minAhoa sUrdung SUblbtals.
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Cac budc thuc hién nhu sau:

Sap xép di liéu theo trudng can st dung Subtotals.

Dat 6 hién hanh trong bang di liéu.

Chon menu Data > Subtotals, xuit hién hop thoai:

At each change in:
Use function:
,A'«rerage j
Add subtotal to:

3 -
W sGoT

WV sGPT j

¥ Replace current subtotals
I~ Page break between groups
W summary below data

Remove All J | oK | Cancel

Hinh 10.2: Hop thoai Subtotal.

Trong dé ¢6 cac tuy chon sau:

+ At each change in: Chon truong ma tai méi vi tri thay doi, Excel sé chén

vao mét dong tong két.

+ Use function: Chon ham dé tinh toan, tong két dit liéu. Ham ngadm dinh la

ham Sum,

+ Add subtotal to: Chon cac truong can tinh toan.

Replace current subtotals: Dong tong két mdi sé thay thé dong tong két
cii. Ngadm dinh cac dong téng két sé ndi tiép nhau.

+ Page break between groups: Dau ngit trang sé dudc chén vao giita méi

nhém va dat méi nhém 6 mot trang riéng.

+ Summary below data: Dat dong téng két & cudi mdi nhém va cubi co sé

dit liéu,
— Nhan chon mét trong cac nit sau:
+ OK: Thuc hién Subtotals.
+ Remove all: Huy bo Subtotals.

+ Cancel: Bo qua thao tac vira thue hién.

Vi du: Su dung Subtottschovidutrém

147



— Sap xép dit liéu theo truong “Dia phuong”.
—  Chon menu Data > Subtotals..., xuat hién hép thoai Hinh 10.2.
Cé cac tuy chon sau:
+ At each change in: Chon truong “Dia phuong”.
+ Use function: Chon ham Average.
+ Add subtotal to: Panh dau vao cac truong: BC, sgpt, sgot.
+ Bo danh diu trong muc Page break between groups.
— Nhan OK: Thuc hién Subtotals.
K&t qua thuc hién Subtotals ¢ Hinh 10.1.

3. SUDUNG PIVOTTABLE

PivotTable cho phép bao cao, théng ké va téng hop di liéu theo nhiéu hudng
khac nhau.

Hinh duéi diy minh hoa PivotTable dya trén bang dit liéu Hinh 9.1. Bang
PivotTable nay cho biét ¢6 bao nhiéu bénh nhédn nam, ni ¢ tiung dia phuong va
téng s6 bénh nhan ¢ tiung dia phuong.

A B C | D | E F |, G._ H i

1 : T T L
2 PvorTabler 7 Ll "3 % !

4 'D{a phl_j‘D‘ng_ [~ 1 2| Grand Total Drag items to the PivatTable report

5 Hg N'E)I 1 3 4 e =

6 HaTay 4 2 6 | |Ho dém

7 Nghé An 2 4 6 L] Tén
_8 |Quang Ninh 31} 4 e

s Thanh Hoa 2 3 5 J:’: i

10 Vinh Phuc 4 1 5 jrqgafvam

11 _Grand Total 16 14 30 st

12 bt -

13 Row Area -

14

15
Hinh 10.3: Vi du minh hoa st dung PivotTable.
3.1. Cac buéc tao bang PivotTable
— Dat 6 hién hanh trong bang di hiéu
—  Chon menu Data > PivotTable and PivotChart Report, xuat hién hop thoai
Buac 1:
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2] x|
5 Where is the data that you w
(= Microsoft Office Exc
" External data source

(7 mMultiple consolidation ranges
= Another PivotTable report or PrvotChart report

Wwhat kind of report do you wart to create?
* PivotTable
L ullhart report [with PivotTable report)

Cancel J | Mext = I Finish ]

Hinh 10.4: Sir dung PivotTable Wizard — Budc 1.

C6 cac muc sau:
+ Where is the data that you want to analyze? Chon nguén du liéu dé téng hop.
- Microsoft Excel List or Database: Du liéu trong Excel.
External data source: D lidu tif cac co s0 du liéu khac.
- Multiple consolidation ranges: Di liéu tuf cac vung tong hop khac.
Another PivotTable report or PivotChart report: Du liéu tu bang
PivotTable hoac PivotChart khac.

+ What kind of report do you want to create? Chon loai mudn thé hién.
PivotTable: Thé hién di liéu tong hdp dudi dang bang.

. PivotChart report: Thé hién di liéu téng hop dudi dang biéu do.

O day trong muc:  Where is the data that you want to analyze?
Chon Microsoft Excel List or Database: Dii liéu trong Excel.
* What kind of report do you want to create?

Chon PivotTable: Thé hién dii liéu tong hop duéi dang bang.

—  Nhéan nit Next dé chuyén sang Budéc 2.

Bude 2: Xac nhan lai vang dit liéu nguon.

||
Browse... | !
W 1

Cancel ! < Back ' Next > } Einish _I i

it i - R TR |

Hinh 10.5: S dung PivotTable Wizard — Budc 2.
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— Nhan nit Next dé chuyén sang Bude 3.
Budc 3: Chon noi két xuat bang PivotTable.

PivotTable and PivotChant Wizard - Step 3 of 3

\Where do you want to put the PivotTable report?

7* New workshest
" Existing worksheet
[ =

-

Click Finish to create your PivotTable report.

Layout, ., i thions...J Cancel | < Back J|

Hinh 10.6: Sir dung PivotTable Wizard — Budc 3.
Chon muc:
*  New WorkSheet: Két xuat bang PivotTable sang mét WorkSheet méi.
+ Existing WorkSheet: Két xuit bang PivotTable trén cung WorkSheet véi
bang di liéu.
— Nhan niit Finish dé cap nhat bang PivotTable ra bang tinh Excel.

A | B c D _E F G H R K L

|

D W~ mh B o -

Pivot Table Fleld List b 4
Draq femé ko the PivotT bl report

EJSTT' .
| rio dém
L TEn

L PRI B R
i H e B wd § e =

Tad r i’ & g LG R I I B 0 s 16
= || —jospumg
(fa ham j;?;\

54t
- “J v

Thanh ¢dng
cu PivotTable

Danh sach
céac trugng

[ﬁd:lTu Fow Area -
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Hinh 10.7: Cap nhat bang PivotTable ra man hinh Excel.
Co6 cac muc sau:

— Drop Row Fields Here: Vi tri cac trudng muén thé hién di liéu theo hang
trong bang PivotTable.



— Drop Column Fields Here: Vi tri cac truéng mudn thé hién di liéu theo cot
trong bang PivotTable.

— Drop Data Items Here: Vi tri chita dit liéu dé téng két, béo cao.

— Drop Page Fields Here: Vi tri cac truéng mudn thé hién dii liéu theo tiing
trang trong bang PivotTable.

« Dua cdc truong vao bang PivotTable:

Trén thanh cong cu PivotTable, nhan va gilt chudt trai vao truong muén dua
vao bang Pivot, kéo dén vi tri phi hop.
« Thay déi ham:

— Nhay duap chudt vao 6 chita h‘z'am, chon ham phu hgp. Haim mac dinh 14 Sum.
Vi du: Tao bang PivotTable da cho ¢ Hinh 10.3.

— D4t 6 hién hanh trong bang di liéu.

— Chon menu Data > PivotTable and PivotChart Report.

Budc 1:

Trong muc Where is the data that you want to analyze?

Chon Microsoft Excel List or Database.
Trong muc What kind of report do you want to create?
Chon PivotTable.

— Nhin nit Next dé chuyén sang Budc 2.

Bude 2: Chon toan bd bang dii liéu.

Budc 3: Két xudt ra man hinh bang tinh Excel. Tuong tu nhu hinh 10.7.

Trong muc:

— Drop Row Fields Here: Kéo truong “Dia phuong” vao.

— Drop Column Fields Here: Kéo trucng “Gi6i” vao.

— Drop Data Items Here: Kéo truong “Dia phuong” vao.

Nhay dup chudt vao 6 chita ham, chon ham Count.

Két qua nhu Hinh 10.3

3.2. Thay dé6i bang PivotTable
— Dat 6 hién hanh trong bang PivotTable.

— Chon menu Data > PivotTable and PivotChart Report, xuat hién hép thoai
hinh 10.6, nhan nat Layout xuat hién hép thoai nhu hinh 10.8 :

— Thuc hién cac thao tac stia déi bang PivotTable:
+ Kéo thém mét truong vao trong vang Layout.

+ Xo04 mét trudng bang caeh-kéo truong do,ra khoi Layout tdi mét viing tréng.
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— Nhan OK, sau d6 nhan nuat Finish.,

PivotTable and PivotChart Wizard - Layout

Construct your PivotTable report by
dragging the field buttons on the right
to the diagram on the left.

[ st7 ] [Ngay vao| [ scot |

i
I
I
|
|
|

[ ace |{)i = Gtn ] cowumn [Hoagém | [ sat | [ sert | }
ia phuror -

[or | [vompee] (ot ] |
|
|
|
|

ROW DATA [ 1wd ] [xuahuyd [ Nhom |

| Gi& | [Tinh than]

[pia phua] [ BC |

Hinh 10.8: Hop thoai thay d6i bang PivotTable.
O vi du trén, ta thay truong “Dia phuong” bang truong “Tinh than”, trudng
“Gigi” biing trudng “Xuét huyét”.
Trudng “Tinh than” c6 cac gia tri: 1: Tinh tao.
2: Tién hon mé.
3: Hon mé.
Truong “Xuat huyét” cé cac gia tri: TRUE: Cé xuat huyét.
FALSE: Khéng xuit huyét.
Két qua nhu sau:

A _ B, c | D | 3

2 |PvotTavie~ ] 1 R S I
3 Count of Bia phuong | Xuat huyét(z) v Fadii e
4 Tinh than [+{FALSE TRUE Grand Total i i 5 o et
5 1 7

1 Tubi -
6 2 6! 9, 15 i o
T o 3 3 5 8 ’ | | Bja phuong
8 Grand Total 15 15 30 | Mgy vao vién
9 e
10 | varg da
- __j Xuat hurgst
1" J Tinh than
12 -
13 Row Area e
14 .

Hinh 10°9: Vi.du"minh hoa thay doi bang PivotTable.
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3.3. Cap nhat lai dit lidu
Khi bang dit liéu gdc thay d6i, mudn cap nhat vao bang PivotTable. Chon

menu Data > Refresh Data hoac nhén vao nut ! (Refresh Data) trén thanh céng
cu PivotTable.

4. SUDUNG CONSOLIDATE

Ding dé téng hop dit liéu tir nhidu WorkBooks, WorkSheets khac nhau va dat
két qua tinh toan vao mot WorkSheet téng hop.

Vi du: Mét cht hiéu thuéc cé 3 cua hang ¢ ba dia diém khac nhau. Hang ngay,
chii hiéu thuéc mudn théng ké xem ban duge bao nhiéu thudc va tong thu duge bao
nhiéu tién. Dé thuc hién dude viéc dé, st dung Consolidate.

Cac budc thuc hién: |

— Vao mét Sheet méi (Sheet sé chua dit liéu téng hop).

—  Chon menu Data > Consolidate, xuat hién hop thoai sau:

Consolidate
Function:
ESum -

Reference:
[cuahang3isasaiscsia A mowse.. |

All references:
Cuahangl'sA53:5C59

Cuahang?2! SA54:5C510 i
Em-'-"’.—-’-“' ang3IASASCEIL | Delete i

|

s
&
L

Use labels in
¥ Top row

v Left column v Treate links

| OK, ] Close

Hinh 10.10: Hop thoai Consoclidate.

Co cac muc sau;
+ Function : Chon ham can tong hop.
+ Reference: Lan lugt nhap ving dit liéu ngudén. N&u di liéu nguén nim
& cac WorkBook khac, nhan nit Browse dé md WorkBook, sau dé chon
viung chita di liéu. Nhan nut Add dé dua vao muc All references.

All references: Chita dia chi tat ca cac viung can tong hop.
Use label in: Danh diu v trong muc Top row va Left column dé 1ay
hang dau tién va cot bén trai lam tiéu dé trong bang tong hgp.

+ Create links to sourte-data: Lign,két xdi nguén di liéu,
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~ Nhan OK: Thuc hién Consolidate.

A

Chii y: Trude khi chon ving dit liéu nguén dé tong hop, phai xoa hét cac vang
dii liéu ngudn ci trong cita s6 Consolidate.

Vi du: Dua theo vi du & trén, ta c6 s6 liéu sau ndm & 3 Sheet khac nhau:

Sheet Cuahangl:

A — B8 1T & B
1
2 QUANLY BAN THUOC O CTUTA HANG SO 1
3
4 Ten thuoc So heong  Thanh rien
5 Lacromin Plus 20 CHIOO0)
6 Biodroxil 10 35000
7 Berberin 3 I 5000
g8 Ampcillin > 20000
g Nemvdexan 3 1 5000

Hinh 10.11: Sé liéu Cuahang.

Sheet Cuahang2:
' A ] B S D
1
2 QUANLY BAN THUOC O CUA HANG SO 2
3
4 Ten thuoc SO lwong Thanh rien
5 Guanidine 10 J0000
6. Biodroxil 10 35000
7 Berberin 5 25000
8 Ampicillin 3 1 2000
9 MNemvdexan o 1 3000
10 Citex 3 30000H)
Hinh 10.12: S& liéu Cuahang2.
Sheet Cuahang3:
| A | B o) D
1
2 QUANLY BAN THUOC (} CUA HANG SO 3
e
4 Ten thuoc S0 luong  Thanh tien
5 Guanidine 10 30000
6 Biodroxil 10 33000
7 Berberin 3 23000
8 Cederamin 3 12000
9 Nemvdexan 6 13000
10 Citex 3 JO0000
FH Benadryl [ 20000

Hinh10:13-S&idu-Cuatamyg?:
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Thuyc hién téng hop dit lidu tit cac cita hang trén:

— Tao mot Sheet mdi ¢6 tén Tonghop.

— Chon menu Data > Consolidate..., xuat hién hép thoai Hinh 10.10.
~ Trong muc:

+ Function : Chon ham SUM.

+ Reference: Chon cac ving dit liéu nguén:
'Cuahang1''$A$4:$C3$9 sau d6 nhidn nut Add.
'Cuahang2'!$A%$4:$C$10 sau dé nhan nut Add.
'Cuahang3''$A3%4:$C$11 sau dé nhan nut Add.

+ Use label in: Danh ddu v trong muc Top row va Left column.

+ Chon Create links to source data.

— Nhan OK, két qua nhu sau:

12 A B c N E
1
2 TONG HOP TU CAC CUA HANG BAN THUOC
3
4 S6 luong Thanh uén

*+ g Lactomin Plus 20 90000

* g Guanidine 20 60000

* 13 Biodroxil 30 105000

* 17 Berberin 13 65000

* 20 Ampicilin 8 32000

*+ 22 Cedetamin 3 12000

*+ 26 Nemvdexan 17 51000

*+ 29 Cifex 6 600000

*+ 31 Benadnvl 1 20000
32

Hinh 10.14; Két qua vi du minh hoa sif dung Consolidate.

CAU HOI LUQONG GIA
1. Dé thuc hién chitc nang Subtotals, chon cach nao sau:
a) Chon menu Data > Subtotals.
b) Chon menu Tool > Subtotals.
¢) Chon menu Format > Subtotals.

d) Chon menu Insert > Subtotals.
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2. Néu su khac nhau khi thuc hién chic ning Subtotals va si dung ham

Subtotal.

3. Sap xép lai theo thi tu khi tao bang PivotTable.

a) Chon menu Data > PivotTable and PivotChart Report.

b) Dat 6 hién hanh trong bang di liéu.

¢) Chon dii liéu va loai report ma ban muén tao.

d) Chon noi két xuat bang PivotTable.

e) Xac nhan lai ving dii liéu nguén.

f) Chon lai ham can bao cao va kéo cac trudng vao bang PivotTable.
4. Hay dién vao choé trong khi thuc hién Consolidate.

a) Tao m6t Sheet méi (Sheet chiia dit liéu téng hop).

b) Chon menu (1)..............

¢) Chon ham va vung dii liéu can tong hap.

d) Nhan (2)................ dé thuc hién.

BAI TAP VA THUC HANH
Bai 10.1. Dua vao file dit liéu viemgan.xls, st dung Subtotals dé:

a) Tinh trung binh BC, sgot, sgpt cua cac bénh nhén theo mic dé vang da:
nhe (1), vua (2), nang (3).

b) Tinh d6 léch chuan BC, sgot, sgpt ctia cac bénh nhan theo gidi tinh.
Bai 10.2. Dua vao file dii liéu viemgan.xls, st dung PivotTable dé:

a) Tinh trung binh BC cua nhiing bénh nhan theo gidi tinh va theo ciac muc dé
s6t: nhe (1), vita (2), nang (3).

b) Cho biét c6 bao nhiéu bénh nhdn nam, ni bi xuidt huyét ¢ tung dia
phudng.

Bai 10.3. Stt dung Consolidate dé tong hop di liéu.

Gia st 6 mot bénh vién A, bénh nhan dén kham bénh, bac sy yéu cau phai

lam xét nghiém, chup XQ, siéu am,... Bénh nhan phai thanh toan cac khoan
trén, phong Tai vu téng hop xem bénh nhan dé phai thanh toan bao nhiéu tién
cho bénh vién.
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Sheet 1:

Ll i e T

| s
=R -

Sheet 2:

-....._.._,_
W= O

O -1 bW -

=
1=

A

|

: Ho va tén
‘Bui Thi Thu Huoag
‘Pét Xuin An
.Nguyéu Thi Tuyét
‘Nguyén Vin Ding
Ngé Hung Lam
‘Nguyén Hoang Piép
'Hé Thj Thanh Minh
Nguyén Thi Kim Chinh
‘Tran Khic Dién
Nguyén Vian Hung
Ng6 V¥ Duang

Ngo Quang Cu
Nguyén Trung Tudn
‘Trdn Thi Thanh Hoa
‘Ha Bd Ding
‘Trwong Tan Hung

b2
(=)

A

L0 AW e e

Ho va tén

Bi Thi Thu Huong
D61 Xuéa An

Nguyéan Thi Tuyé
Nguyén Vin Ding
Ng6 Hiung Lam
Nguyén Hodng Piép
Hé Thi Thanh Miah
Nguyén Thi Kim Chioh

‘Tran Khic Dién

Nguyén Vin Hiog

- B
'DANH SACH BENH NHAN KHAM BENH

B

Tién thanh toan

20000
20000
20000
20000
20000
20000
20000
20000
20000
20000
20000
20000
20000
20000
20000
20000

Tien thanh toan

30000
50000
20000
40000
60000
20000
20000
30000
70000
40000

¢

'DANH SACH BENH NHAN LAM XET NGHIEM
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Sheet 3:

A | B &

1 DANH SACH BENH NHAN CHUP XQ

2

3 Ho va tén Tién thanh todn

4 Ng6 V§ Dung 30000
| 5 Ngo Quang Cir 60000
' 6 Nguyén Trung Tuén 30000
| 7 Tran Thi Thanh Hoa 30000
| 8 HaB4 Ding 60000
. 9 Truong Tin Hung : 30000
| 10 H6 Thj Thanh Minh 90000
11 Nguyén Thj Kim Chinh . 30000
| 12 Tran Khic Pién 90000
|13 Nguyén Vin Hang ° 30000

Sheet 4
A B C

1 DANH SACH BENH NHAN SIEU AM

2

3 Ho va tén Tién thanh toan
4 Ngo6 V§ Dung 30000

5 Ngb6 Quang Cir 60000

6 Nguyén Trung Tuén 30000

7 Trin Thj Thanh Hoa : 60000

8 Ha B4 Diing 30000
9 Truong Tin Himg 30000
10 Ho Thi Thanh Minh 30000

Hay tong hop s6 liéu tit cac sheet trén.
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Baill

BIEU PO - PO THI

1. TONG QUAN VE BIEU PO, PO THI

Kha nang biéu dién sé liéu bang biéu d6 va db thi ctia Excel rat phong phi. Pua
biéu dd, dd thi vao bang tinh lam tang sttc hdp dan va thuyét phuc ciia sé liéu.
1.1. Cac nhém dang biéu dé, do thi

— Biéu d4 hinh ¢6t diing (Column).

— Biéu d6 hinh ¢4t ndm ngang (Bar).

— Biéu d6 hinh banh (Pie).

— Biéu d6 hinh banh phén tdng (Doughnut).

— Db thi dang dudng (Line).

— D6 thi dam may (XY — scatter).
1.2. Cac thanh phan cd ban ctia mot d6 thi

— Cac truc toa dé.

—  Céc dudng, cdt hoac cung biéu dién di ligu.

- * . & - - = A 1 s a
— Cac tiéu deé, cac nhan biéu dién di liéu.

2. CACH TAO PO THI TRONG EXCEL

2.1. Xét mét vi du vé dé thi

Nghién citu danh gia hiéu qua cua thudec Motilium-M trong diéu tri bénh 1y
Dyspepsia. D6i tudng nghién ctu la nhing bénh nhan c¢é triéu ching cua
Dyspepsia nhu: DAy bung, ning bung, dau, khé chiu thugng vi, nén 61 sau an, no
sém va chan an. Thoi gian méc bénh cuia cac bénh nhén d diy dudc hiéu 1a thoi
gian ma triéu ching bénh da kéo.dai-va dudethé hién.bdi bang sau:
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[F" Théi gian méc bénh S5 BN Ty 18 %
1 tudn 2506 22
2 tudn 2021 18
2 — 4 tuan 4527 40
1 -3 thang 1871 18
> 3 thang 220 2

Nguén: Tap chi “Thuée & Sizc khoé ", s6'212 (15.5.2002).

Tu bang trén ta cé thé xay dung cac biéu db sau:

S6 BN

Biéu db thé hién th&i gian méc bénh cua cac bénh nhan

5000

4500 |-
4000 {—-—

3500

3000

2500 -

2000

1500

1000
500

1 tudn

2 tuan

2 -4 1uén 1-3tha

Thaoi gian miéc bgnh

ng Trén 3 thang

Hinh 11.1: Bi€u dé thé hién thdi gian mac bénh (theo s6 lugng bénh nhan).

Ty 1¢ %

Biéu dé thé hién th&i gian mic bénh cta cac bénh nhan

b e ——
A0
35
k< o PSR
25

20

15

: [ 00 (A

1 tuén

2 tudn

2 - 4 tudn 1- 3 thang

Thai gian méc bénh

Trén 3 thang

¥
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Hinh 11.2: Biéu d6ahé hién &Hﬂ‘n{?m% R?nh (theo ty 1& %).
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2.2. Mot s6 goi y khi chon dang biéu do - do thi

— Column: St dung trong truong hop muén biéu dién di liéu thay doi qua
cac khoang thoi gian hoac dé so sanh gitia cac khoan muc.

— Bar: Tuong tu nhu biéu db cot nhung theo chiéu nam ngang.

— Line: M6 ta xu huéng dit liéu qua cac khoang thai gian hoac khong gian.

—  Pie: Dung trong trudng hgp muén so sanh ty 1¢ cua tiing phan so vdi téng
thé. D6 thi dang nay nén dung khi chi c6 mét day gia tri va mudn nhén
manh tiing phan so véi téng thé.

- Doughnut: Tuong tu nhu biéu dé Pie nhung dudc st dung trong trudng hgp
¢6 nhiéu day gia tri. M&i vong tron thé hién mot day gia tri.

— XY (Scatter): Diing trong truong hdp muén mo ta cac chadm diém (x,y) trén
mat phang toa do. Do thi thé hién méi tuong quan gilta cac gia tri kiéu sb.

2.3. Cac budc tao biéu do, dé thi
Dé tao méi mot dd thi trong Excel. chon mét trong hai cach sau:

Cach 1: Chon menu Insert > Chart.

Cach 2: Nhan chudt vao nut (1 (Chart Wizard) trén thanh céng cu.
Khi dé xuat hién hop thoai sau:
Buée 1: Chon kiéu biéu dé (d6 thi).

Chart Wizard - Step 1 of 4 - Chart Type 52 it d .S

Standard Types I Custom Types l

Chart type: Chart sub-type:

[ %Y (Scatter)
il Area

@ Doughnut

ﬁ‘ Radar

Surface - f
®+ Bubble -
- -
|5 Stock LI H' !
Clustered Column, Compares values across
categories.
Press and Hold to ¥iew Sample J

Cancel £zl E MNext > l Einish J

Hinh 11.3: S dung Chart Wizard — Budc 1.
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Cé6 hai tab:

Standard Types: Cac kiéu biéu dé (dé thi) dugc xay dung san, trong do:
— Chart type: Cac dang biéu dé (dé thi).

— Chart Sub-type: Cac dang con cu thé.

» Custom Types: Kiéu db thi ngudi ding tu tao.

Nhéan Next dé chuyén sang Budc 2.

Buéc 2: Lta chon ving dit liéu dé vé biéu dé (dé thi)

Chart Wizard - Step 2 of 4 - Chart Source Data..

2| x|

DataRange | series |

st [oT k%]
?‘l"-ﬁ 5, .=~J ’
] /;-‘}Lr‘ S i |
1 fil b i {
o J
3 ¥ = |
2-drudn  1-3Fthing > Ithing

cancel | <Back [ mext> |  mnish

Hinh 11.4: S dung Chart Wizard — Budc 2.
C6 hai tab sau:

Data Range: Nhap viing dia chi chia di liéu dé vé biéu dé (dé thi).
~ Data range: Nhap dia chi viing dit liéu dé vé biéu dé (dé thi).

— Series in: Chon Rows néu muén thé hién dit liéu theo déng va Columns
néu mudn thé hién dit liéu theo cot.

Series: Xac dinh lai cac thong tin cho cét, hang trong dé thi.
— Series: Tiéu dé cét dung dé vé biéu d (dé thi).
— Name : Tén biéu d8 (36 thi)
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— Values : Day gia tri sé thé hién trén biéu dé (d6 thi).
— Category (X) axis labels: Nhan trén truc X.

Data . 2l x|
W e e i e b T L e
40 I
35
30 :
- e, | S— BT
15 i
10 k
5 o
0 —
tiudn 2 tubn 2-4tusn  1-3thing > Jthing
Name:  |=SheetllsCsi =)
=] vsles:  [=Sheet'sCsz:scs6 =]
Add | Remove I
Category (X) axis labels: =Sheet115A52:SASE "'-:]
cacel | <Back Next > Ersh |

Hinh 11.5: S dung Chart Wizard — Budc 2 - Tab Series.
Nhan Next dé chuyén sang Budc 3.
Budc 3: Thiét lap cac tuy chon cho biéu dd (db thi).

Chart Wizard - Step 3 of 4 - Chart Options i 2xi

chmtile i_ e I : = I
[BigU dB the hién thai gian mdc | Bitu 4o thi hién thii gian mic bénk cita
) i cic béinh nhin

Category (X) axis: i} ! S YOG
| Thét gian méc bénh B |

Yalue (Y) axis: . :
[T% 16 %

Second category 1) ans

i

Second value (Y} as: H— - .t S
I | Thei giaw mc beuk

e IEEE

Cancel < Back [ Next > I Finish

Hinh 11.6; SidungChart Wizard—Buge)d— Tab Titles.



Budc nay gdém 6 tab, hién thi chi tiét cac truc cua dé thi, tiéu dé, chu thich,
nhan cua do thi, ...
« Titles: Khai bao cac tiéu dé cua biéu db (do thi).

—  Chart title: Tiéu dé ctia biéu dé (dé thi).

—  Category (X) axis: Tiéu dé cua truc X.

— Category (Y) axis: Tiéu dé cua truc Y.
» Axes: Hién thi/ dn cac truc toa dé.

— Category (X) axis: Hién thi / an truc X.

—  Value (Y) axis: Hién thi / 4n truc Y.

Chart Wizard - Step 3 of 4 - Chart Options . - i 21

Titles Axes | Gridlines E Legend I Data Labels | Data Tablel

PHMAPY @IS —-omc oo e [T T e
¥ Category (X) axis | Bitu d6 thi hién thiri gian mic bénh cia
(* Automatic i chc béinh nhin
" Category e T —————— 1 WY
" Time-scale - :
——— ——— 2
¥ Walue {¥) axis | | #3 :
.- |
i :
i e !
¥ ;
[ 0+ v —
1tuan 2 b 2-4tmn 1-3thing Trcn3
i thing
Thei gias mic bénb
i

Cancel <gack [ mext> | Emsh |

Hinh 11.7: SUr dung Chart Wizard — Budgc 3 — Tab Axes.

~

Chart Wizard - Step 3 of 4 - Chart Options - {5 @A ] 2] x|

Titles | Axes  Gridlines ILsgand l Data Labels l Data Tablel

Category () axis — ———————— | T
™ Major gridines i Bitu d¢ thé hin théi gian mic binh ciia

r Minor gridlines l cac bénh nhin

S —

value (Y) axis —— e |

I™ Minor gridines

T

1twn 2van 2-4ven 1-3thing  Teind

t
|
i
i
H
|
i
i
i
|
|
I
i thing
1

Thi gian mic bénk

Q’ Cancel | < Back “ Next > I Einish ‘

Hinh 11.8: S dung:Chart \Wizard — Budc 3 — Tab Gridlines.
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Gridlines: Hién thi / an cac dudng ké ludi.

— Major gridlines: Thém cac dudng ke ludi chinh.

—  Minor gridlines: Thém cac duong ke ludi phu.

Lua chon dé thém cac dudng ké ngang va ke doc.

Legend: Tab nay cho phép hién thi / &n chu giai va vi tri dat 16i chu giai cho
biéu db (dd thi).

— Show legend: Cho hién thi chu giai.

— Placement: Chon vi tri dat lo1 chu gial.

Chart Options 2lx|
Titles l Axes | Gridiines ;| I Data Labels | Data Table
W show legend o i i o
Bicu do the hign thoi gian mac benh cua
Placement - cac bénh nhin
" Bottom
" Corner ) ==t
{ Lop n '
+ Right e B !
i, a8 =
C Left e . CLLE]
| - 3— I
a5 b =
Thei gian mic bénh
@l l Ok I Cancel 1

Hinh 11.9: St dung Chart Wizard — Budc 3 - Tab Legend.
Data labels;: Hién thi/ an nhan hoac gia tri cua di Liéu.

2| %

Ttles | Axes | Gridines | Legend Datalebels | Data Table |

+Label Contains - - -~ ; - - = i
I I~ Series name : Bitudd the hién théi gian méc bénh clla
; cic binh nhin
e T e e
i 40
a5
w 30

Y 22
il i; 233 (] 18 oT- KX
Fs R
i TN,
Separator; | «] 5 B
0 —

Teadn  2readn 2-4 1-3  Trind
twln  thing  thing

™ Legend key Thoi gian

oK Cancel
I | _concel |

Hinh 11.10: S dungiChart Wizaid 7 Byde-3 + Tat Data Labels.
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Excel c6 thé gian nhiéu loai nhan khac nhau cho dit lidu duge ghi trong biéu dé
(vi du gia tri dit liéu, tén cdt, hoac két hop nhan va ty 1é phan tram).
» Data Table: Hién thi/ &n bang dit liéu nguén ctia bidu dé (d6 thi).

Chart Wizard - Step 3 of 4 - Chart Options e R 21l

Titles | Axes I Gridines | Legend f Data Labels  Data Table I

o= e e N—

V' show data table i e e o
, | Bieu di the hién thi'i gian mac bénh cia

cac bénh nhin

50
40 ".3 ]

30

ik

; 20 44 _ 19
| R =

Triex

2-4 [ 1-3 | Trén3
tun | thing | thing
[reuz 2 | ® | @0 | ® | 2

| Thei gian mic beak

Ttwsn | 2tuan

Cancel l < Back Next > Finish

Hinh 11.11: S{ dung Chart Wizard - Buéc 3 — Tab Data Table.
Tab nay cho phép an / hién bang dit liéu nguén ndm ngay phia dudi ciia biéu
dé (dé thi).
Nhéan nit Next dé chuyén sang Buéc 4.
Budc 4: Xac dinh noi dat biéu db (dé thi).
Excel ¢6 thé dat biéu d6 (d6 thi) nhu mét déi tugng trén bang tinh hogc trén
mot trang déc lap.

I Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

" Asnew sheet: JChartl

 ascbjectin: [T UMG—GG—— ~ |

S EHE

Cancel I < Back , et = | Einish

Hinh 11.12: Sit dung Chart Wizard.—Budc 4.
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Cac lua chon:
—  As new sheet: Dat biéu db (d4 thi) vao mét trang déc 1ap.
— As object in: Dat biéu dé (d6 thi) vio mét Sheet dang md.
Nhan nut Finish dé hoan tit viéc tao mdi mét biéu dé (d6 thi).
2.4. Thay déi kich thudc va vi tri ctia biéu dé - dé thi
o Hiéu chinh kich thuée biéu dé (dé thi)

Néu dit d6 thi trén bang tinh, Excel sé tao mét biéu d6 (dé thi) véi kich thude
va vi tri méc dinh. Ta c6 thé kéo chudt dé hiéu chinh kich thudc va vi tri chia biéu
dd (d6 thi). Khi diéu chinh lai kich thuée ctia biéu dé (d6 thi), kich thudc ctia tit ca
cac thanh phén cia chiing sé bi thay doi.

Néu ta dat biéu d6 (d6 thi) trén mét trang doc lap, kich thudc sé khéng thay
ddi ké ca khi phéng to hodc thu nhé cia s6.

« Hiéu chinh cdc thanh phén trong biéu dé (dé thj)
— Khi lam viéc véi biéu d6 (dd thi) ta c6 thé dinh dang lai cac déi tudng sau:
+ Tiéu dé.
+ Tiéu dé truc.
+ Vian ban cha giai.
+ Cac nhan danh dau truc.
+ Cac nhan da Liéu.
— Cac tuy chon c6 thé thay déi.
+ Kiéu biéu d6, db thi.
+ Font chii va mau sic.
+ Gée quay cua van ban.
+ Can 1€ cac tidu dé nhiéu dong.
+ Céc dinh dang cho kiéu sé.
+ Dudng vién va nén cua cac ving van ban.
2.5. Tim hiéu thanh céng cu Chart

Khi lam viée véi mdt dé thi, Excel ludn hién thi miac dinh thanh c¢ong cu
Chart, néu thanh c6éng cu nay khéng xuét hién ta c6 thé khdi dong lai bing cach
chon menu View > Toolbar > Chart.

Cac chiic nang cua thanh céng cu Chart:
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Cho giai
Dinh dang cic doitumg| Tpa
dugc chon

hign dit liéu theo dong

Chart Area . - @ B M
i :
Cicddiumg .. ' The hign di litu theo cét
cla dé thy Kigu 46 thi
Bang di1 Léu

Hinh 11.13: Thanh céng cu Chart.
2.6. Lam viéc vdi dit liéu cua biéu do - do thi
o« Chén thém diz liéu
Khi ta thém cac dong vao phan dit lidu, dé biéu doé (d6 thi) nhan duge cac gia
tri mdi nay ta thao tac nhu sau:
Cach 1.
— Chon vang di liéu mdéi.
— Dat chudt ¢ phan ranh gidi cua vang duge chon, khi tro chudt chuyén
thanh hinh mii tén, kéo lua chon va dat vao bat cit ché nao trén biéu dé
(dd .4ai1).
Cdch 2.

— Kich chué6t phai lén dé thi, chon Source Data hoac chon menu Chart >
Source Data.

— Chon dii liéu ngudn nhu Bude 2 trong khi tao biéu dé (dé thi).
o Loai b6 dit ligu

Chon ving dii lidu cAn xo04, nhan nit Delete, Excel sé tu diéu chinh biéu do
(d6 thi).
2.7. Chuyén biéu do, dé thi tit Excel sang Word

Cac budc thuc hién:

—  Chon biéu d6 (d6 thi) muén dua sang Word.

— Chon menu Edit > Copy.

— Tai man hinh Word, dua con tré vé vi tri can dan.

— Chon menu Edit > Paste Special..., sau dé chon Paste > Picture (Enhanced
Metafile), nhan OK;
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Paste Special D 2 x|
Source:  Microsoft Excel Chart
Book!!Sheet11[Book1]Sheet1 Chart 1 OK _l
£ cancel |
{+ paste: Microsoft Excel Chart Object
" paste fink: Pickure (Enhanced Metafile)
Ll r. Onaplaee ; '
~Result

Inserts the contents of the Clipboard as an enhanced '
metafile, i

. Hinh 11.14: Hop thoai Paste Special.
Sau khi dan, biéu dé (44 thi) 1a mot anh ndm khéc 16p v6i van béan, dé chuyén
vé cung 16p ta thuc hién céc thao tac sau:
—  Chon anh biéu dé (d6 thi).
— Chon menu Format > Picture...

_ Trong Tab Layout chon In line with text, nhan OK.

Format Picture 21 x|
Colors and Lines 1 Size E ] Web |
Wrapping style :

In line with text Square Tight Behind text  In front of text

Horizontal alignment
et ' L_2iher i« Fingtn £ b

Advanced... ]

QK I Cancel l

Hinh 11.15: Hop thoai Format Picture.
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2.8. Cac vi du vé biéu dé (db thi)

Vi du 1: Xay dung biéu d thé hién s& luong bénh nhan ung thu gan duge diéu
tri bing phuong phap TO(‘E theo nhém tum Sé liéu dude rho bdl bang sau:

Nhom tu0| ' S6 Iuong BN
_.:=—40 ] e
t: C - — =
> 60 . 43

TY LE BENH NHAN THE O NHOM TUOI

=40
7.69%

=60

36.75% /

40— 60
55.56%

Hinh 11.16: Biéu d6 thé hién ty 1& bénh nhan theo nhém tudi,

Cach xéy dung:

— Chon hai c6t: Nhém tuéi va S6 ludng BN.

— Chon menu Insert > Chart (hoac kich nut Chart Wizard L1} trén thanh
cong cu).

— Chon muc Pie, sau dé chon dang cu thé cho biéu dé can xay dung trong
bude 1.

— Thiét lap cac théng s6 vé vung dit liéu, cac tiéu dé, chu thich, nhan di liéu
trong budce 2 va bude 3.

— Chon vi tri dat biéu dé trong bude 4.
Kich chon nut Finish dé hoan tat céng viéc tao bidu dé.

Vi du 2: Xay dung biéu dé thé hién méi trudng béit diu uéng rugu doi véi nam

gidi trén 15 tudi theo diéu Kien kinh-1o hong qua hang saf:
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" Méitrusng | Ngheéo (%) Giau (%)
Quan doi 9.3 146
Banbe | 28 35.2
Gia dinh 54 197
Ndi lam viéc _-?.3 23.4
Khac 1.4 7.2

Nguon: Diéu tra y té quéc gia nam 2002.

Tu bang dif liéu trén ta c6 thé vé biéu db nhu sau:

Méi trirong udng rwgu doi véi nam gidi trén 15 tudi

100% e
90% {--- 4
0% 4 —
T o] (ESKRHND
) P70 ! S—— ,; W Noilam viéc|
@ 50% 4-—- - |0 Gia dinh
& 40% — 1 /mBanbe
30% 1 | o Quan 6o J
0% H—-—— 23 ....__.__E gttt i o g
10% +-—- e
0% |
Ngheo(%) Giau(%)
Hoan cinh

Hinh 11.17: Bi€u d6 thé hién méi trudng bat dau udng rudu déi vai nam gidi trén 15 tudi.

Cach xay dung:

— Chon ba cét: Méi truong, Nghéo va Giau.

— Chon menu Insert > Chart (ho&c nhan chuét vao nut (1] (Chart Wizard)
trén thanh céng cu).

— Chon muc Column, sau d6 chon dang biéu dd cét chéng trong budc 1.

~ Thiét lap cac thong sé vé viing dit liéu, tiéu dé, chu thich, cac nhan di liéu
trong budce 2 va bude 3.

— Chon vj tri dat biéu dé trong budc 4.

— Nhaén nit Finish dé hoan tét cong viée tao biéu dé.

Vi du 3: Xay dung d6 thi biéu dién su phat trién cia cac dang bao hiém y t&
qua ting nam tu 1993 dén 2002, sb liéu duge cho bdi bang sau:
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Nam BHYT bat budc BHYT tinh nguyén BHYT ngudi nghéo
93 3.47 0.33 B
94 3.72 0.54
05 4.87 2.23
96 5.56 3.07
o7 5.73 3.82 .
08 6.07 3.69 il
99 6.35 3.38 049
00 6.47 3.09 0.84 ¥
01 6.98 4.04 1.49
02 6.8 4.39 167

Nguén: Diéu tra y té quéc gia nam 2002.
Tu bang di liéu trén ta c6 thé vé do thi nhu sau:

Tong s6 ngudi c6 BHYT nam 1993-2002

Triéu nguai
8
; —
5 //
7 _.
X N
eef

/r—c
= —

93 84 85 96 97 98

99 00 01 02

——BHYT bt bubc

—a— BHYT tinh nguyén

—a— BHYT ngudi nghéo

Hinh 11.18: D4 thi bidu dién su phat trién ciia BHYT tir 1993 dén 2002.
Cach xay dung:
— Chon cac cot: Nam, BHYT bét budc, BHYT tinh nguyén va BHYT ngudi

nghéo.

— Chon menu Insert > Chart (nhan chudt vao nut ﬂ (Chart Wizard) trén
thanh céng cu).
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Chon muc Line, sau do chon dang cu thé cho biéu dé cin xiy dung trong

budc 1.

Thiét lap cac théng s6 vé ving di lidu, cac tidu dé, chi thich, nhan dit lieu
trong budc 2 va budc 3.
Chon vi tri dat biéu db trong budc 4.

Kich chon nit Finish dé hoan tét cong viéc tao biéu dé.

Vi du 4: Po chiéu cao (cm) va can nang (kg) ctia nhém tré ni 9 tudi thu dude
bang sd liéu sau:

Chiéu cao Can nang Chiéu cao Can ning
i 115 16 126 225
112 19 17 17
103 14 113 20
117 205 112 20
115 17 110 15
12 17 125 23
117 20 125 215
130 25 T 26
114 18.5 0 20
115 19 T 120 20

Chiéu cao va can nang cia nhém tré nir 9 tudi
Can nang
28 7 = I ,
26 D
L J i
24— e i
P A e T —% ». _i
20 - soe 3 - » ek i __|
v L0 i
18 —— - — i
L ] * H
16 e z —
* i
14 -+ =
12 rrr————— e e —— e e —— e - — i
10 . . 5
100 105 110 120 125 130 135
Chiéu cao

Hinh 11.19: D6 thi bidu di&n chiéu cao va can nang clia nhém tré nir 9 tudi.

&% THU VIEN

/4

HUBT

173



Cach xay dung:

Chon hai c6t: Chiéu cao va Can ning.

Chon menu Insert > Chart (hodc nhan nit (1] (Chart Wizard) trén thanh
cong cu).

Chon muc XY (Scatter), sau dé chon dang do thi chi tiét trong buée 1.
Thiét lap cac thong s6 vé ving dit li.éu, tiéu dé, chu thich, cac nhan di liéu
trong budc 2 va budc 3.

Chon vi tri dat dé thi trong buéc 4.

Kich chon nit Finish dé hoan tt céng viéc tao dé thi.

T d6 thi trén ta c6 thé thém dudng khuynh huéng (Trendline), phuong
trinh dudng thang, hé sé tudng quan dé thé hién méi tudng quan giita chiéu cao
va can nang.

Cach thuc hién:

Chon dé thi.
Chon menu Chart > Add Trendline..., xuit hién hdp thoai sau:

Add Trendline e ¥ 21x

W Period: |
_,.,j f |z E‘;

| Ewoed owgavease |

[ ] oo |

Hinh 11.20: Hop thoai Add Trendline — Tab Type.

C6 hai tab:

s Tab Type: Dung dé chon kiéu phudng trinh tuong quan gita cac thanh rhan
ctua do thi (3 ddy ta chon Linear — tuyé&n tinh).

« Tab Option: Cac tuy chon.
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+ Danh dau kiém vao cac muc: Display equation on chart, Display R—
squared value on chart dé hién thi phudng trinh dudng thang va binh
phuong cua hé sé tuong quan (R2) 1én dé thi.

+ Né&u mudn thay d6i hé sé b ciia phuong trinh dudng thing, nhap gia tri méi
vao 6 Set intercept.

Add Trendline

Type Options

Trendline name

(& Automatic;  Linear (C3n n3ng)

{7 Custom:

Forecast

Eorward: 0 + Units
Backward: 0 + Unis

] set intercept = 0

Display equation on chart

o '

ed value on chart

[ OK _] [ Cancel ]

Hinh 11.21: Hép thoai Add Trendline — Tab Options.

Chiéu cao va can nang cia nhém tré nir 9 tudi
Can nang

28 e — L e e e e

S s e SRR TR o
_R:=0.7908 2 |

24 e — ——
22 S —
20
18
16
14
10 . :
100 105 110 115 120 125 130 135

Chiéu cao

Hinh 11.22: D5 thi biéu dién méi tuong quan giifa chiéu cao va can nang clia nhém tré nir 9 tudi,
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CAU HOI LUONG GIA
1. C6 thé thay déi kiéu biéu d, d6 thi sau khi tao. Diéu dé ding hay sai?
a) Pung. b) Sai.
2. Dién ti (cum ti) thich hgp vao chd tréng.
Céac budce thiét lap biéu dé:
B1: Chon kiéu biéu dé.
B2: Xac nhan di liéu dé vé biéu do.
B3: Thiét lap cac tuy chon cho biéu dé.
BA: o ovsiensios .
3. D& ti€n hanh vé biéu db cho vung dil lidu dude chon, ta chon cach nao
sau day:
a) Chon menu Insert > Chart.
b) Chon menu Insert > Picture > WordArt
¢) Chon menu Insert > Picture > ClipArt.
d) Chon menu Insert > Picture > Organization Chart.

BAI TAP VA THUC HANH

Bai 11.1: Xay dung biéu dé Column (c6t) thé hién sé lugng ngudi véi cac mic
d6 vang da ctia cac bénh nhan viém gan (dii liéu lay tu file VIEMGAN.XLS).

Bai 11.2: Xay dung biéu dé Pie (banh) thé hién ty 1& bénh nhin theo nhém
tudi (<1, 1 — 5, 6 — 10, >10) trong nhém bénh nhén nghién ciu d file
VIEMGAN .XLS _

Bai 11.3: Xay dung biéu dé Line (dudng) thé hién su bién d6i huyét ap toi da
(HATD), huyét ap t6i thiéu (HATT) qua cac lan do trén mét bénh nhén cho bdi
bang sau:

Lan do 1 2 3 4 5 6 7 8 9 10

HATD 180 190 180 170 150 160 150 160 150 150
HATT 100 110 100 90 100 110 90 100 | 100 110

Bai 11.4: Xay dung biéu dé Area (viing) minh hoa s6 ludng nguoi tham gia cac
hinh thitc bao hiém y t& (BHYT) tai dia phuong A qua cac nam dudc cho bdi bang sau:
(don vi: nghin nguai).

Hinh AR e 1999 2000 2001 2002 2003 2004
Bat budc 682 704 712 715 720 722
Tinh nguyén 12 26 32 36 45 62
Ngudi nghéo 0 ‘_ 0 T2 28 4.2 121

—_—— s = = === =
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Phén thi hai

HUGNG DAN SU DUNG CHUONG TRINH
EPI-INFO 6.04

W

1. GIOI THIEU KHAI QUAT VE CHUONG TRINH EPI-INFO

Epi-Info 1a bé chudng trinh may tinh, dude dung dé thu thap, xu ly cac sé liéu
nghién ciu trong sinh, y hoc. Epi-Info dé su dung va rat cé ich cho cac bac s¥, cac
nha nghién citu vé sinh, y hoc, dich té hoc va théng ké hoc trong cong tac cua
minh. Epi-Info bao gém nhiéu chuong trinh véi nhiéu chic nang khac nhau, do
trung tAm phong chéng bénh tat cua My (CDC) phat trién va duge T6 chic y té thé
gidi khuyén khich sit dung mién phi trén toan cau. Hién nay, chudng trinh Epi-
Info da dudc gidi thiéu dén phién ban 2005, nhung véi phién ban Epi-Info 6.04 la
ciing kha ddy du va rat dé su dung cho ngudi hoc.

2. PHAN TiCH SO LIEU

Phan tich sé liéu bao gém:

— Ma hoa s6 liéu.

—  Xay dung cau tric ca tap dit héu: dung EPED word processor.

— Nhap di liéu thu thap duge vao may: dung ENTER data.

— Tinh toan va phan tich s liéu nhu tinh: tan sg, ty lé, trung binh, phudng
sai, d6 léch, so sanh phuong sai, so sanh trung binh, tinh tuong quan gitia
2 dai luong, thuat toan y2,.. dung ANALYSIS of data hoac dung
STATCALC.
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Bai 1

TAO FILE VA NHAP DU LIEU TRONG EPI-INFO 6.04

qua tﬁnh nhap s6 liéu.

1. CAU TRUC TEP DU LIEU TRONG EPI-INFO

o Tép co sd dit liéu (CSDL) (hay con goi la file dii liéu): Luu trd cac théng tin ¢6
cung cac théng sé (cac bién) nhu nhau cua cac déi tugng trong mot nghién cau.
Tép CSDL trong Epi ¢6 phan md rong la .REC.

Vi du: Hé so bénh an cua cac bénh nhi hén mé gan bao gom céac théng tin ve

ho tén, tudi, gidi, ngy vao vién, ngay ra vién, nhiét do, lugng hong cau .v.v...

Théng tin cua cac ho so dé dude luu trii thanh mot tép tin cé tén la

VIEMGAN.REC.

o Truong (Field): La mot thuge tinh trong tép di liéu, hay la mot bién
(Variables) dudc quan ly trong tép di liéu. Méi cot cua bang s liéu la mot
trudng. Moéi truong duge xac dinh boi tén truong (field name hoac variable
name), kiéu truong (type) va kich thudc ctua trudng (width).

e Ban ghi (Record): Moi hang chiia théng tin cua mét hé so bénh an duge goi1 la
mo6t ban ghi (Record).

Gia su cho so liéu sau:

HODEM TEN TUOI GIOlI XHUYET NGVAO NGRA SOT VANGDA HC BC

Nguyen Minh  Toan 8 Nam N 11/12/95 15/12/95 37.0 nhe 40 41

Nguyen Minh  Huyen 13 Nu X 10/11/99 12/12/99 40.2 vua 50 &7

Dinh Ngoc Tung & Nam Y 11/08/98 11/09/98 37.6 vua 39 13.0

Bui Quang Nam 7 Nam N 12/12/98 20/12/98 37.0 vua 37 127

Le Thu Mai 4 Nu Y 01/08/95 05/08/95 39.0 vua 40 123

Nguyen Thu Thuy 10 Nu Y 10/05/96 21/06/96 37.6 vua a1 79

Bui Le Thanh 2 Y 07/05/98_01/06/98__37.8 vua 40 150
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Bui Van Chien 12
Nguyen Phi Khanh 1
Van Nhu Cuong 11
Do Mai Lan 5
Le Thi Bich 1
Mai Thu Van 6
Pham Ngoc Thach 5
Pham Duc Toan 2
Do Thu Le 7
Le Anh Tuan 11
Le Tu Kien T
Nguyen Thu Thao 7
Pham Le Trang ¥
Nguyen Van Manh 13
Ngo Van An 3
Do Tuan Anh 8
Le Tung Kien 1
Pham Tuan Tu 4
Tran Ngoc Bich 12
Nguyen Van Binh 12
Tu Van Tai
Nguyen Van Ve
Pham Phucng Thao 10
Chu thich:
Truong HODEM:
Truong TEN:
Truong TUOI:
Truong GIOI:
Truong NGVAO:
Truong NGRA:
Truong SOT:
Truong VANGDA:
Truong HC:
Truong BC:

Nam
Nam
Nam
Nu
Nu
Nu
Nam
Nam
Nu
Nam
Nam
Nu
Nu
Nam
Nam
Nam
Nam
Nam
Nu
Nam
Nam
Nam
Nu

2 < 2 2 < <X <X 2 2Z Z2 < Z < < Z Z <X <X 2 << 22

Ho dém.
Tén.

e
Tud.

Giéi tinh gobm: nam (nam) va ni (nu).

12/08/98
06/09/95
04/11/98
11/01/97
08/10/98
10/02/96
21/12/97
02/06/99
03/10/99
07/02/95
12/01/96
06/08/95
18/06/96
12/09/97
05/05/96
04/08/98
03/06/95
10/08/96
13/02/97
18/06/95
12/03/99
06/05/95
11/07/96

Ngay vao vién.

Ngay ra vién.

Sot.

Vang da gom: nhe (nhe), viia (vua) va nang (nang).

Héng cau.

Bach cau.

01/09/98
17/09/95
04/12/98
21/01/97
19/10/98
19/03/96
10/01/98
15/06/99
13/10/99
02/03/95
01/02/96
27/08/95
08/07/96
2110197
15/05/96
24/08/98
14/06/96
15/09/97
24/02/97
08/07/95
21/04/99
16/05/95
02/08/96

377
37.9
40.1
39.8
39.2
37.0
39.5
39.4
39.7
37.0
37.5
39.0
37.6
37.8
37.9
37.0
37.6
37.0
37.0
37.6
37.0
37.6
37.8

nang
nang
nang
vua
nang
nang
vua
nang
nang
nang
nang
nang
nang
vua
nang
nang
nang
nang
nang
nang
nang
nang

vua

4.5
4.1
5.0
4.6
4.8
43
3.9
3.5
4.4
4.1
41
4.8
4.8
4.3
4.1
4.1
3.3
4.8
4.1
4.5
4.0
3.6
4.0

38.0
0.6
4.5
20.0
13.2
6.0
13.0
22.0
12.8
6.6
29.0
370
26.7
11.8
12.0
2.3
14.3
13.5
13.0
8.0
22.0

9.7
32.0

Truong XHUYET: Xuat-huyét-gom-eéamat-huyét (Y); khong xuit huyét (N).
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2. KHOI DPONG VA THOAT KHOI CHUONG TRINH EPI-INFO
e Khoi déng: Ta co thé vao chuong trinh Epi-Info bang cach nhay dup vao biéu
tuong cua Epi-Info trén man hinh Desktop hoac md file EPI6. EXE theo dudng
dan: C:\EPI6\EPI6.EXE.
Man hinh cua chuong trinh Epi-Info sé hién ra véi cac menu chinh: Programs,
Tutorials, Examples, Manual, File, Edit, Setup (hinh 1.1).

EEPIE " [ O] x]
Ao E_L & &3] 5 Al

Tutorials Example

Exi Info 6

Version 6.04d - January 2081

A = <Ctrl-Enter> for Lommand-line Parameters ;;y:ﬁ T

Fi-Help F2-New F3-Open Fh Close Fo-Print F8-Menu F9-Save F10-Quit

Hinh 1.1: Man hinh Epi - Info.

Bay gid ta cd thé chon cac chuong trinh cua EPI théng qua cac thuc ddn chinh
va cac thue don con trong hé thong cac thuce don chinh (thuc chat la cac 1énh).

C6 hai cach dé chon cac lénh trong cac thuce don cua EPI:

1. Dung cac phim mai tén lén/xudng (T.4) trén ban phim dé di chuyén vét
sang dén thuc don ma ban can chon, sau dé nhan phim <Enter> dé thuc hién.

Chu y: Khi vét sang di chuyén téi thanh phan nao cua thuc don thi dudi day
man hinh sé xudt hién théng bao ngin gon vé chitc nang sé dugc thuc hién cua
léenh do.

2. Ban cling ¢6 thé chon lua cac lénh trong thue don bang cach go cac chii khac
mau dé chon cac lénh cia EPI (mdi mét lénh trong thue don déu c6 mot chi cai
dac trung va dude thé hién bang mét mau khac).

Vi du: Trong thuc don PROGRAMS ta cé thé nhan chi “A” dé chon chuong
trinh phan tich s6 lieu ANALYSIS.

e Thodt khéi chuwong trinh EPI: 6 thé thuc hién bang mét trong 2 cach sau:

— Nhan vao phim F10, hoac

—~  Chon menu PROG [1 MES = igl i-f-Hua ENM <Enter>,
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3. SUDUNG CHUONG TRINH EPED DE TAO BO CAU HOI

Trude khi nhap sé liéu vao chuong trinh EPI-Info, ban phai dua ra mét bo
cau hoi mé ta cac s6 liéu ma ban sé nhap vao. EPED la mét chuong trinh soan
thao van ban, cung cdp cac chic nang cho phép ban xay dung mét bd cau hoi.
Ngoai ra, ban c6 thé su dung chudng trinh nay cho cac céong viéc nhu: soan thu
tu, bao cao, .v..v... Trong chudng trinh nay ching téi mudn dé cap védi cac ban viéc
su dung chuong trinh EPED dé xay dung mét bo cau hoi nhu thé nao ?

Tuong tng véi bd cau hoi duge dua ra ¢ EPED, chuong trinh ENTER data sé
doc bd cau hoi dé va su dung né lam nén dé tu dong xay dung tép so liéu tuong tng
c6 dudl .REC. Chuong trinh nay sé tao ra cac tén cta bién tit van ban trong tép
ciu hoi va dat ra cac kiéu s6 liéu, db rong cia cac bién tuong ung véi cac ky tu dac
biét ma ban da dinh nghia trong b6 cau hoi.

Sau khi tao xong bd ciu hoi, chuong trinh ENTER data sé dua b cau hoi lén
man hinh véi cac khoang tréng, va may sé cho phép ban bat dau nhap sé liéu.

3.1. Cach vao va dat ché& dé cho EPED dé tao b6 cau hoi
¢ Cdch vao: Chon menu PROGRAMS ¢ trén cung va nhan phim <Enter>, sé xuat
hién cac menu con nhu sau:

EEers [_ O] x]

e o ile B8 ®f5 Al
(BPFOGEARSE Tutorials Examples Manual File Edit Stu

ENTER¥ luses high neu!

ENTER data
6.04d - January 2001

ANALYSTS .of data

IMPORT files
EXPORT files
MERGE files

STATCALC calculator
CSAMPLE analyze surveys
EPITABLE calculator
EPINUT anthropone(f)ry

VALIDATE duplicate entry
QUIT : i3

a
4
A
CHECK customize entry ::
a
A

A

_- A = i— te .

Fl-Help F10-Quit | « Create questionnaires or write and edit text
Hinh 1.2: Cira s& menu doc Programs.

Dua vét sang dén thuc don con EPED, nhan phim <Enter>, ban sé thady man
hinh cua EPED xuat hiénf
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-Epiaid [@-Txt E-Print F3-Set @(-Find (g-Blk F-Save @It -Done

1 UNTITLED EPED 384232 L1 €1 TXTInsInd

Hinh 1.3: Man hinh clia EPED.

¢ Man hinh cua EPED

Dong trén cung cua man hinh soan thao cua EPED liét ké 10 phim chuc
niang gitup thuc hién cic cong viéc chinh cua EPED. M6i mot phim chic
niang c6 thé thuc hién tryc tiép mot lénh hoac lam hién thi mét thue don mdi

d gitia man hinh.

Vi du: Khi ban nhan phim F2, trén man hinh xu at hién mot thuc don cac lénh

tac dong to tep.

— Dong cudi cung cuia man hinh la dong trang thai, tif trai sang phai sé

hién thi:

+ 86 luong cua céc ciia so hién dang duge kich hoat, néu nhu c6 nhiéu cua

sO cung duge md.
Tén va thu muc cta tép hién hanh (néu co).
Dung lugng bd nhé (RAM) hién c6 danh cho viéc xu ly van ban (chudng
trinh EPED tam thdi luu cac van ban vao bé nhd truy cap ngau nhién
(RAM) dé tang téc dé xu Iy van ban, nhung kha nang luu trit van ban
cting khong thé vust qua 70.000 ti véi may tinh chi c6 640 Kb RAM.
Chtic nang ma ban dang duge thuc hién: EPED cho viéc soan thao van
ban, hay EPIAID véi cac hd tro dude lap trinh dé xt ly van ban.
S6 trang hién hanh trong van ban.
Doéng va ¢dt hién hanh caa con tro.
Mot loat cac ky tu thé hién cac ché do soan thao hién hanh nhu: WWW —
Soan thao vin ban, TXT — ché do TEXT, QES — Soan thao b cau hai, va
c6 thé thém cac ky hiéu sau:

INS: Ché do ghiehgmdudc.hit,
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OVR: Ché db ghi dé dugec bat.
IND: Ché dé tu déng can lé duge bat.
» Ddt ché'dé cho chuwong trinh EPED
— Nhén <F6> dé xudt hién thuc don cai dat. Muc d4u tién ma ban can chon
la dat mot trong ba ché d6 WWW/TXT/QES.
— Nhéan phim Spacebar mét vai lan téi khi muc nay duge dat ¢ ché d6 QES,
sau d6 nhan ESC. Nho dé chuong trinh sé thiét lap cd trang va cac théng
s6 khac sao cho thich hgp véi viée tao bé cau hoi.

3.2. M6 ta cac vi tri nhap s liéu trong mot bd cau hoi

Khi b cau héi duge xdy dung dé st dung cho chuong trinh ENTER data, ¢6
mot s6 quy ude don gian nhung can phdi dude xac dinh dé gitp cho chuong trinh
ENTER data biét vi tri cua cac trudng nhap sé liéu hay cac bién va cac kiéu di
liéu tai vi tri dé.

Chuong trinh ENTER data sé gin tén cho cac truong dé. Trong chuong trinh
ANALYSIS, cac tén dé sé duge dung nhu la cac bién va dude sit dung cho nhitng
muc sd lidu riéng biét.

Dac biét, trong chuong trinh EPED c6 mot cach rat thuan loi cho viéc can
chén cac kiéu trudng vao trong b cau héi cta ban 1a nhan t6 hgp phim Ctrl +
QQ, mét thuc don kiéu trudng sé hién ra trén man hinh. Khi thuc don nay xuét
hién trén man hinh, chi can di chuyén vét sang téi vi tri kiéu sé liéu ma ban can
va nhan phim <Enter>, kiéu trudng dé sé duge dua vao bd cau hoi cuia ban. Véi
mét s6 loai trudng, chuong trinh sé yéu cdu ban cho biét thém vé do rong cta
truong, hoac s6 cac chit s§ sau ddu phdy. Sau khi ban cung cadp ddy di cac thong
tin cAn thiét, trudng s& liéu sé dudc chén vao trong bd cdu héi ctia ban tai vi tri
con tro hién hanh.

3.3. Cac ki€u trudng sé lidu cua EPI - Info
* Truong ky tu

Trudng s6 liéu dang nay dugec mé ta bang cac ky tu gach dudi. Sé liéu kidu chi

(kiéu ky tu) sé dugc nhap vao trudng nay. D¢ dai cua trudng dang nay dude tinh

bang s6 cac ky tu gach duéi ma ban nhap vao. Dé dai téi da cta trudng s6 liéu
dang nay 1a 80 ky tu.

e Truong sé
Dang: ## hodc ##.4

Truong s6 chi nhan cac chii s6 va cac khoang tréng, trude ddu “” la phan
nguyén, sau déu “” 1a phin _thap-phan,.Néu khéng c6 chit s6 nao duge nhap vao,
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trudng s6 lidu s& dude dé tréng va duge hiéu la truong dé bi mat s6 liéu va chi duge
gan bing mét ddu cham (.) trong chuong trinh ANALYSIS.

S8 cac chit s6 dude tinh bing s6 cac ky tu “#”. Néu c6 thém d&u chdm, truong
d6 sé 1 trudng ctia cAc s& c6 phan thap phan, sé cac ky tu thap phéan 6 bén phai
caa ddu cham dude chi rd, vi du trudng co dang ##H# ## sé cho phép nhap cac sb ¢6
nhiéu nhat 1a 3 chit s6 & phan nguyén va hai chit s6 ¢ phan thap phén.

Trudng s6 liéu dang nay cho phép d6 dai téi da 14 ky tu, ké ca d&u thap phén ()

e Truong ky tu viét hoa
Dang: <A> hodc <A >
Day la truong ma cac ky tu dude nhap vao déu duge tu déng chuyén thanh
dang chil in. Do dai cia trudng duge tinh bang s6 cac ky tu nam gida hai ddu nho
hon “<” va 16n hon “>”, ké ca chii “A”.
o Truong Logic Yes/No
Dang: <Y>
Trudng dang nay chi ch&p nhan sd liéu dang Y (Yes) va N (No) hoac dau trong
(g6 phim Enter), trong d6 phim Enter hay dau tréng thé hién trudng mat so liéu
trong chudng trinh ANALYSIS. Céc ky tu nhap vao ludn ludn duge chuyén sang
dang chit hoa va trudng so liéu dang nay ludn cé do dai la mot ky tu.
o Truong s6 liéu ngay thdang: Co thé si dung mét trong cac dang sau:
Dang: <mm/dd/yy> hodc <mm/dd[yyyy> hodc <mm [yy>
<dd /mm [yy> hodc <dd/mm [yyyy> hodc <dd/mm>
Céc s6 lidu ngay thang luén duge kiém tra khi nhap vao dé dam bao xéac dinh
diing gia tri theo kidu ngay thang d6. Khi nhap s6 liéu, ban chi can g cic con sd,
chuong trinh sé tu déng dua thém d4u phén cach vao gitia ngay, thang, nam.
o Truong sé liéu c6 muc dich ddc biét
Dang: <IDNUM> hoac <IDNUM >
Trudng nay tu déng danh sé thi tu cho titng ban ghi, 1an lugt tit ban ghi dau
tién dén hét. S5 1D dau tién cta tép s6 lidu la 1 (ban ghi thit nhit), sau d6 cac ban
ghi tiép theo duge 1an lugt gan s§ IDNUM la 2, 3, 4... Trudng nay c6 tac dung duy
tri mot s6 thit tu duy nhat dé nhan dang céc ban ghi.
D6 dai cua trudng nay la so cac ky tu gidia hai ddu nho hon “<” va 16n hon “>"
ké ca chit IDNUM, vay téi thiéu trudng nay sé c6 do dai la 5 ky tu.
Khi nhap s6 lidu, con.tro.sé ti déng nhay gqua cac truong nay vi cac truong
IDNUM dude danh s6 mdt cach tit-don e
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3.4. Mot bo cau hdi mau

M6t bd cau hoi c6 thé dai téi 500 dong va ching c6 thé thém nhiéu chi thich
hoéc cdu hoi khac. Bo cau hoi duéi day chi 1a vi du dudge trich ra tit bd cau hoi lon
nhung né cé thé co ich cho cac ban trong viéc tao bo cau héi dai hon.

Bo6 cau hoi dudc tao ra tir tap dii liéu dude néu ¢ phan “Ciu tric tép di liéu
trong EPI — Info”.

TN EPI6.EXE =0 %|

l:ﬂ—ﬂlp #-File FE}Epiaid BHIxt §-Print §F-Set -Find GE}-Blk F}-Save EIL}-Done

BO CAU HOI BENH NHAN CHAN DOAN HON ME GAN
SIT <IDNUN>
HODEM
TEN
TuOI it
GIoI <AAA >
NGAYURO <{DD/MH/YY>
NGAYRA {DD/MM/YY >
80T ji.n
UANGDA i i
HC ft. 1
BC . .4
KUATHUYET Rt 9
UNTITLED EPED 371048 115 C24 TETOurind
Hinh 1.4: BS cau hoi trong EPI.
Chu y:
— Tén clia cac bién (hodc con goi 14 tén clia cac trudng) cé thé dude dat trong
d&u ngoic {}.

— Tén cua cac bién theo quy udc:
+ Dai khdng qua 10 ky tu va dudc bat dau bang chil cai.
+ Khong duge chita ky tu "tring" va nhitng ky tu dac biét nhu dau “-”
ddu “#'.v.v...
Sau khi tao xong bd cau hoi, mudn ghi lai bd cau hoi ta nhan F9, gb vac tén
tap tin v6i phan mé réng .QES va nhin <Enter>. Dé thoat khdi chuong t-inh
EPED, nhdan phim F10.

4. SUDUNG CHUONG TRINH ENTER TRONG VIEC NHAP SO LIEU

Chuong trinh ENTER data tao ra tép sé liéu tit tép bo cdu hoi tuong dng. Khi
tép sb liéu duge tao ra tu chudng trinh ENTER data s& dam bao cho qua t:inh
nhap s6 liéu vao khung sé liéu 1dy tit tép cau héi dién ra chinh xac. Pé sit cung
chuong trinh ENTER data, trugehét bap phal tacxa tép bd cau hoi nhu da méta g
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phan trudc trong ché do QES cua EPED. Chuong trinh sé tao ra tép du liéu cua

EPI-Info ¢6 phan md rong .REC véi cdu trac dua vao tép bd cau hoi ma ta vua

soan. Sau dé chuong trinh ENTER data sé dua tép .REC vao dé c¢6 thé nhap thém
s6 liéu hoac chinh sta cac ban ghi di ¢6 sin trong dé. Néu ta sua lai néi dung tép
bé cau hoi, chuong trinh ENTER data ciing sé cho phép thay déi cdu tric tép .REC

sao cho phu hap.

4.1. Chay chuong trinh ENTER data

—  Trén thuc don chinh cua EPI - Info, chon menu PROGRAMS 4 trén cing
va nhan phim <Enter>.

— Di chuyén vét sang tdi thu muc con chuong trinh ENTER data va nhan
phim <Enter>, hoac chi can go phim “N” va nhan phim <Enter>. Man hinh
ENTER data sé xuat hién:

A <] D@ B ]S A

ersion b.04d (real mode)

Enter January 2001

Data file C(.REC):

1. Enter or Edit data
2. Create new data file from .QES file

3. Revise structure of data file using revwsed LQES

NOTE: Uses current century conver t'lng Y =>YYYY!
4. Reenter and verify records 1in 'am sting data file
5. Rebuild -||.._Ju fiiels) specified 1in .CHK file

Choose one:

Revised Ouestionnaire file (.QES):

The default path fis C:\ERIE

-Setup -List ™M les -Done

Hinh 1.5: Man hinh ENTER data.
—  Chuong trinh sé hoi ban tén cua tép so liéu va hién mot loat cac lua chon
nhu sau:

1. Enter or edit data: Vao tiép hoac sua s6 liéu.

-2

Create new data file from .QES file: Tao tép sb liéu mdi tu tép .QES.

3. Revise structure of data file using revised.QES: Sua lai cdu truc cua
tép di liéu dua vao tép cau hoi da L[L['L.JL' sua chiia.

4. Reenter and verify records in existing data file: Vao lai va kiém tra
ban ghi trong tép hién hanh.

5. Rebuild index file(s) specified in .CHK file: Tao lai tép chi s6 xac dinh

trong tép .CH
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4.2, Nhap ti€p va sita mét tép dit liéu da ton tai (chon muc 1)

Tén tép dit liéu ctia EPI — Info c6 phdn md rong 1a .REC. D& nhap tiép ban ghi
mdi hodc sua lai cac ban ghi ci trong mét tép sé liéu, ta thuc hién nhu sau:

Dua tén tép vao hop thoai “Data file (REC): ” hodc nhan phim <F9> danh
sach tép sé duge hién ra, dung phim mii tén dé di chuyén vét siang sau dé
nhan phim <Enter> dé chon tép s8 liéu ma ban muén lam viée. ,

G& s6 “1” dé chon muc nay trong thuc don trén va nhan phim <Enter>.

Khi d6 tép s& liéu sé duge dua 1én man hinh, ban c¢6 thé chinh stia hoac nhap
thém ban ghi méi.

4.3. Tao mot tép s6 liéu mdi (chon muc 2)

Dé tao mét tép s6 libu mdi, ta thue hién nhu sau:

Tao tép bd cadu hoi .QES nhu da m6 ta ¢ phin trude.

Chay chuong trinh ENTER data. Trong hép thoai “Data file (REC)”,
chuong trinh ENTER data sé yéu cdu ban gd tép sé liéu (c6 phan mdé
rong. REC) dudc tao ra ti tép bd cdu hoéi vita tao va nhdm phim <Enter>.
Théng thuong chung ta nén dat tén cua tép sé liéu va tép bd cau hoi tring
nhau dé cho tién theo dbi.

G6 s6 “2” dé chon muc nay trong thuc don va nhan <Enter>.

Khi con tré xuédt hién ¢ phin "New Questionnaire file (QES)”, ban c6 thé
go tén cua tép bd cau héi vao hodc nhan phim <F9> dé€ hién cac tép bd cau
héi trén 6 dia. Dung cac phim mii tén dé chuyén vét sang trong danh sach
va nhan phim <Enter> dé chon tép dé.

Lic d6 tén tap tin sé dude tu dong dua ra trong hoép thoai "New
questionnaire file (.QES)" sau d6 nhi&n phim <Enter> va nhan vao "Y" =>
xu#t hién man hinh nhap dit liéu.

4.4. Thay déi cdu tric cta tép s6 liéu (chon muc 3)

Thay déi ciu tric dif liéu cha tap s6 liéu phai dudce tién hanh mét cach can
than néu khéng ban c6 thé bi mat hoan toan cac sé liéu da nhap. D& thay déi cau
tric tép cdu hoi, ta thuc hién nhu sau:
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Quay tré vé chuong trinh EPED va thay d6i cac truong phu hop véi yéu
cau.

Ghi lai tép cau hoi va thoat khoi chudng trinh EPED.

Quay lai chuong trinh ENTER data, dua tén tép so liéu vao phéan "Data
file (REC)" (“Tén tép sb liéu ”), sau dé nhan phim <Enter>.

Gd s6 “3” dé chon muc 3 (Sta lai cdu tric tép so liéu tir tép cau hoi mai).

Dua vao tén cua té€p cauwhei via duge sia cau trie va nhan phim <Enter>,



_  Chuong trinh ENTER data sé tu déng tao mot tép sé liéu .REC véi khudn
dang mdi va tron cac so liéu cua tép ca vao tép mdi sau do doi tén tép s6
liéu ci thanh tép c¢6 duéi .OLD. Tat ca cac thay déi cia ban sé dugc thé
hién trong tép so liéu mdi va duge dua ra man hinh.

4.5. Nhap sé liéu

Nhap s& liéu c6 nghia la dua cac gia tri phu hgp vao trong cac phan tréng caa
cac truong s liéu trén man hinh. Con tro sé tu dong di chuyén gilta cac phan
tring cua cac trudng do.

Céac lénh va cac phim déc biét co y nghia trong qua trinh nhap sé liéu:

e <Backspace>: Xoa mot ky tu bén trai vi tri con tro hién hanh.

e Mii tén sang phai (—): D1 chuyén con tré sang phai mét ky tu.

e Maui tén sang trai («): D1 chuyén con tré sang trai mot ky tu.

e Maii tén lén (1): Di chuyén con tré vé trudng s6 liéu trude do.

e Maui tén xudng ({): Di chuyén con tré vé trudng s liéu tiép theo.

o <Page Up>, <Pagedown>: D1 chuyén lén hodc xuéng mét trang man hinh.

¢ <Home>: Di chuyén s6 liéu vé trudng s& liéu dau tién cua bd céu hoi.

e <End>: Di chuyén con tré vé truong sé liéu cudi cung cia bd ciu hoi.

o <Insert>: Bat tét ché d6 chén. Khi ché d6 chén la Off, ky tu mdi dua vao sé
ghi dé 1én ky tu ca. Khi ché do nay bat, ky tu méi sé dudc chén vao vi tri
con tro.

e <Delete>: Xoa ky tu tai vi tri con tro.

e <F10>: Thoat khoi chuong trinh.

Khi nhép s6 liéu can chu y:

e Chi c6 thé nhap vao cac dang s liéu dude truong hién hanh chdp nhéan
(hién thi trén dong nhac).

¢ Nhin phim <Enter> khi con tré dang ¢ mot trudng cén tréng may bo qua
trudng d6 va dudce coi la trudng mat sé liéu.

¢ Khi da nhap hét dé dai cha trudng so liéu, con tro sé tu déng chuyén sang
truong k€ tiép, trir khi ban tat chitc nang nay di.

e N&u c6 16i hic nhap s6 lidu, may sé phat ra mot tiéng “Bip” dé bao cho ban
biét ma sua ngay 161 dé.

Sau khi cac thong tin duge nhap vao trudng cudi cing cua bd céu héi, & day
man hinh xuat hién cau héi: “Write data in disk? (Y/N/Esc)” ("Luu s6 li¢u vao dia
(Y/N/<Esc>) 7"). _

— (o “Y” dé luu cac sb liéu vita nhap va chuyén téi ban ghi trang tiép theo dé

nhap tiép. Chu y rang, sé thu tu cua ban ghi duge hién thi ¢ goc duéi phai
cta man hinh sé thay déi.
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Néu ban tra 161 “N” hodc “ESC” , con trd sé quay trd lai trudng diu tién cua
ban ghi va ban c6 thé sita chita lai cac s6 litu da nhap cho téi khi hoan
thanh.

Nhén phim <F10> thoat khoi chuong trinh nhap sé liéu. Néu ban chua luu
dt liéu, chuong trinh sé hoi ban ¢é Iuu ban ghi hién hanh khéng trudc khi
quay trd vé thuc don chinh ctia EPI — Info hodc vé hé diéu hanh DOS.

4.6. Di chuyén giita cac ban ghi trong tép sé liéu

S& hiéu cua ban ghi hién hanh luén hién thi & géc duéi phai cia man hinh.

— Dé di chuyén vé ban ghi trude nhan phim <F7>.

Dé di chuyén vé ban ghi k& tiép nhan phim <F8>.

4.7. B6 sung thém ban ghi mdi vao tép dit liéu

Dé b6 sung mot ban ghi mdi vao cudi tép dit liéu, ban nhan té6 hop phim
<Ctrl + N>.

4.8. Tim ki€m cac ban ghi phu hgp tiéu chuin

Dé tim kiém céac ban ghi:

Vidu

nhd ro.

Luu ban ghi hién hanh néu can thiét.
Nhén t8 hgp phim <Ctrl + F> dé vao ché d6 tim kiém.
G6 vao néi dung can tim kiém.

Nhan phim <F3> dé tim kiém.

Ban c6 thé tim ki€m theo cach két hop nhiéu trudng trong bd cau hoi.
: Tim ki€m nhiing ngudi ¢ gidi tinh 1la "NU".

Nhan té hgp phim <Ctrl + F>.

Di chuyén con tré dén truong GIOI, g&: NU va nhin phim F3 =>Toan b6
danh sach nhing bénh nhén c6 giéi tinh NU sé duge hién ra.

Nhén vao phim <ESC> dé thoat ra khéi man hinh hién thi tim kiém.

Chu y: C6 thé dung ky tu “*” lam ky tu dai dién cho mét nhém tif ma ban chua

4.9. Chinh sira s6 liéu cta cac ban ghi trong chuong trinh ENTER data
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Ban c6 thé thay déi, chinh stia cac s liéu trong ban ghi bing cach st dung
cac phim mili tén dé dua con trd dén trudng cin stia va sia lai & lidu.

Sau khi sita xong mét trudng, nhan phim <Enter> dé chuyén sang
truong khac.

Két thuc stta s8 liéu bang cach nhén vao phim <END> hoic di chuyén con
tro t6i truong sé liéu cudl cling cua ban ghi va nhan phim <Enter>.



— O dudi man hinh sé xudt hién cau héi "Write data to disk (Y/N/<Esc>?)"
(“C6 luu sb liéu vao dia khong (Y/N/<Esc>)").

— Néu ban tra loi: .

“Y”: ban ghi vita slia sé ghi lai trén dia thay cho ban ghi ca.
“N”: con tro sé quay trd lai ban ghi hién hanh dé ban tiép tuc sua.

Chi y : Ta c6 thé dung lénh UPDATE dé siia déi cac ban ghi va luu lai cae s8

liéu d6 vinh vién 6 trong chuong trinh ANALYSIS (sé dugc mé ta sau).
4.10. Panh dau xo4 va khoi phuc cac ban ghi bi danh dau xoa

_ P& danh d&u xoa ban ghi hién hanh trén man hinh nhap s& liéu ban c6 thé
nhan phim <F6>. Mot ddu “*” sé xuit hién bén canh s§ cia ban ghi & géc
duéi man hinh.

— Chung ta van c6 thé thay cac s6 liéu cua ban ghi bi danh dau xoa trong
chuong trinh ENTER, nhung khi chay chuong trinh ANALYSIS dé phan
tich s& liéu, né sé bo qua cac ban ghi da duge danh diu xoa nay.

— D@ khéi phuc ban ghi bi danh ddu xoa ban nhan phim <F6> mét 1an nita
tai ban ghi dé.

Vidu:

* Muén danh ddu xoa ban ghi sé "10".

— Vao chuong trinh nhap sé liéu. _

— Di chuyén con tré dén ban ghi s6 "10" bang cach nhén vao phim F7 hoac F8.

—  Nhén phim F6, quan sat man hinh sé thay ban ghi s6 "10" dugc danh dau "*".

* Mudn khoi phuc lai ban ghi s "10" da bi danh dau xoa.

— Di chuyén con trd t6i ban ghi s8 "10".

— Nhéan phim F6, quan sat man hinh sé thay ban ghi s6 "10" da dugc xéa dau "™*".

4,11. Tém tit mot s6 phim chitc nang dic biét trong viée nhap so liéu

Cac phim chiic nang dac biét duge liét ké ¢ dong dudi cung man hinh, vi du

nhu dé tim ki€m céc ban ghi, ban ¢6 thé nhan phim <Ctrl + F>.

e <Ctrl + N> New: Rdi khoi ban ghi hién hanh va dua con tré t6i mét ban
ghi hoan toan mdi cua tép sé liéu.

e <Ctrl + F> Find: Xuat hién man hinh dé dua ra yéu cdu tim kiém.

o <F2> Rec #: Tim kiém sé hiéu ban ghi theo s6 thd ty cua ban ghi dude
nhap vao tif ban phim va ban ghi 6 s6 thi tu cn tim sé duge hién thi lén
man hinh.

e <F3> Ist: Tim kiém ban ghi phu hgp vdi cac théng tin dude dua ra trong

tat ca cac trudng so liéu tri hai trudng <IDNUM> va <Today>. Lénh nay
s& tim kiém bat dAIT T BAL ZHT AT e TiEtetH0 di. Ban c6 thé dung cac
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ky tu dai dién (*) dé tim kiém d6i véi cac truong khong phai la truong sé
khi khong nhd chinh xac cac théng tin can tim kiém.

Vi du: Dung “H*” ¢6 thé tim dudc nhitng ngudi c6 tén bit diu bang chi “H”, vi
du: Hung, Hoa, v.v....

L ]

<F4> Next: Cing c6 chiic nang giéng nhu <F3> tim ban ghi ké tiép phu
hdp véi tiéu chuan tim kiém nhung chi khac 1a 1énh nay bat ddu tim kiém
ti vi tri ban ghi hién hanh trd vé cudi tép chit khéng biat dau tim kiém tir
ban ghi dau tién.

<Shift + F4> Prev: Cing giéng nhu <F3>, chi khac la cac lénh <Shift +
F4> sé tim kiém bét dau tu ban ghi hién hanh quay ngude vé dau tép.
<F5> Print: Nhian phim F5 cho phép ban in bd cdu hoi hodc cac sd liéu
trong ban ghi cu thé nao dé. Cac dong théng bao sé xuit hién dudi day man
hinh dé hudng dan cho ban trong qua trinh in.

<F6> Delete: Phim nay c6 tac dung danh diu xoa ban ghi hién hanh. Cac
ban ghi bi danh d&u xo4 nay sé khéng dudc xét dén trong qua trinh phén
tich s liéu trong chudng trinh ANALYSIS. Néu ban ghi da bi danh d&u
x04, nhan phim <F6> mét lan nita, ban sé phuc héi lai duge ban ghi. Ban
ghi dugdc danh ddu xoa sé c6 ky tu “*” xuat hién bén canh s6 thu tu ban ghi
& gbéc dudi phai cia man hinh. Khi ban gé phim nay dé danh diu xéa mot
ban ghi, may sé phat tin hiéu loa “Bip” dé bao hiéu, ban c6 thé tat tin hiéu
bao danh didu xo0a nay sé bing cach nhin t6 hop phim <Shift + F6> hoéc
<Ctrl + F6>.

<F7> Rec ¢« Quay vé ban ghi ngay trudc ban ghi hién hanh.

<F8> Rec —: Chuyén téi ban ghi ké tiép néu cé.

<F9> Choices: Hién thi cac gia tri ma dudc dat dé tu dong ma cho truong
s6 liéu hién hanh. Khi ban nhian <F9> man hinh sé xuat hién thuc don va
c6 thé chon cac gia tri c6 trong thuc don d6 bing cach dung vét sang véi
cac phim mii tén va phim Enter. G6 mét chid nao dé, ban sé di chuyén
con trd téi vi tri cua ma dau tién bat dau bang ky tu ma ban gd vao. Cia
s6 chon nay sé déng lai khi ban nhan phim <ESC>.

<F10> Done: Thoat khdi chuong trinh ENTER data dé trd vé thuc don
chinh hoac vé DOS.

5. SU DUNG CHUGNG TRINH CHECK
5.1. Khdi dgng va thoat khoi chuong trinh CHECK

Khoi dong chuong trinh CHECK

Trude khi chay chuong trinh CHECK, tap dit liéu .REC phai ton tai véi bé cau
hol ma ta muén dat ché do6 CHECK.
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Chon menu prorgrams ¢ trén cung va nhan phim <Enter>. Dua vét sang dén
thuec don con CHECK customize entry va nhan phim <Enter>, man hinh cua
chuong trinh CHECK xuat hién:

e bk i U ¢ o =] EY

Nouember 1995

Uersion 6.04

Data file (.REC):

Enter the name of a data file (.REC) for which you
want to create or edit a .CHK file. Press <F9> or
press <ENTER> with a blank file name if you want to
see a list of .REC files.

The default path is C:\EPI&

Press <F10> to quit
Hinh 1.6: Man hinh CHECK customize entry.
Nhap tén tép .REC vao hop thoai “Data file (REC): " va nhan phim <Enter>.
Chuong trinh CHECK sé hién bo cau hoi 1én man hinh cung vdi cac phim chice
nang nhu sau dude xuit hién d cudi man hinh:

F1/F2 - Cuc tiBu/Cuc dai F5 — N&i truong Hop 1&: F6-Thém Shift+ F6-Hién Ctrl+ F6-Xoa

F3 - Nhac lai FG8 — Sira truong N hay : F7-Thém Shift+ F7-Hién Ctrl+ F7-Xoa
F4 - Phai vao s0 liéu F10 - Thoatra Ma hoa F8-Thém Shift+ F8-Hié n Ctrl+ F8—Xoa

=10/ %]

"-l

111
ML
NGH
DIAPHUON

ANGURO

DH
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o
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NHTHA
THUOCH

HUOCF
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1 | L 2 14 [}-Add hft-Fog! 3 trl-Fbgl!
EH-Repe 9 i i " '? HO O hff‘?? 1 ) tr1-F7 gl
4 18g’ 0 H-Add hft-F8 gl 3 trl-F8gl:

Hinh 1.7: B6 cau hai cla chuong trinh CHECK customize entry.
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Théng tin vé tinh trang cac chiic nang dugc dat cho cac trudng tai vi tri cua
con tro hién thoi dude théng bao d ngay phia trén cac dong nhic nay.

Muén dat diéu kién cho trudng nao thi dua con tro dén truong dé réi nhan
phim chiic nang tuong tng vdi diéu kién mudn dat. Dé bo diéu kién da thiét lap thi
nhdn phim chiic nang tudng ting cua diéu kién d6 lan thi 2 may sé xoa bo diéu
kién da dude dat lac trudc.

Vi du: Dé dat trudng tudi & ché do “bat bude nhap dit liéu” (Must Enter) thi di
chuyén con tré dén trudng tudi, nhdn phim <F4> Muén bé ché& dé “bit bude nhap
dit liéu” thi dua con trd dén trudng tudi, nhan phim <F4> mét 1dn niia. Dé § rang
mét trudng dit liéu ¢6 thé duge dat nhidu diéu kién khéac nhau.

* Thodt chuong trinh CHECK

Nhan phim F10.

5.2. Mién s6 liéu (Min/Max) <F1>/<F2>

Khi mién s6 liéu cho mot trudng nao dé dude xac dinh thi may chi chdp nhan
cac sb liéu nhap vao c6 gia tri nam giita s6 cuc dai va cuc tiéu da dude xac dina. Dé
dat gia tri cuc dai, cuc tiéu cho mién sé lidu, nhap sé cuc tiéu va nhan <F1>, nhap
tiép s6 cuc dai va nhan <F2>, Cac gia tri khéac c6 thé dude thém vao trong phan
Legal (gia tri hgp 1) bang cach si dung phim F6.

Déi véi truong kiéu sé, vi du truong TUOI dude quy dinh tir 0—15 tudi va nhap
s6 99 cho truong hdp khéng biét tudi ctia bénh nhan nhi. Muén vay ta dua ccn trd
dén truong TUOI, go s&: 0 va nhan phim <F1>; gé s6: 15 va nhan phim <F2>; g
s6: 99 va nhan phim <F6>. May sé hién ra dong théng bao:

TUOI: Valid values: 0.00 to 15.00, 99.00

bé&i véi trudng kiéu chi, vi du trusng DIAPHUONG, néu quy dinh té1 dia
phudng tir Ha N61 dén Nam Dinh cho mién s6 liéu Min/Max thi khi nhap téa dia
phuong la Nghé An, may sé khéng cho phép nhip s6 liéu nay vao. Ngugc lai néu
nhap tén dia phuong la Ha Tay, thi may sé cho phép nhap s6 liéu nay.

5.3. Gia tri hop 1é <F6>

Gia tri hop 1€ 1a gia tri dugc truong s6 liéu d6 chap nhan. Khi danh sach cic gia
tri hgp 1& duge xac dinh thi may chi cho phép nhéap cac gia tri dé, gia tri khac khong
dugc chap nhan. Viéc nhan phim <Enter> dé bé qua gia tri ctia trudng nay chiduge
chép nhan khi truéng nay khéng dat ché dé bat bude nhap sé liéu (Must Enter)

Pé& nhap gia tri hop 1¢, dua gia tri hgp 1é vao va nhan phim <F6>, ¢t lar nhu
thé ta s& dugc danh sach cac gia tri hgp 1. Muén bé gia tri hop 1é nao trong lanh
sach cac gia tri da c6 thi dua gia tri d6 vao va nhin phim <Ctrl + Fé6>.
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Dé hién danh sach cac gia tri hop 1é néu nhu dé dai cia dong gia tri vugt qua
dé rong man hinh thi ta nhan vao phim <Shift + F6>,

Vi du: Trudng GIOI chi nhan hai gia tri 1a “Nam” va “Nu”.
5.4. Bat budc nhap (Must Enter) <F4>

Néu mét truong nao dé ma gia tri cia n6é khéng dude phép bé qua thi ta dat
ché& d6 bat bude nhap gia tri cho trudng dé.

Dé dat ch& dé bat bude nhap gia tri cho trudng nay, dau tién di chuyén con trd
té1 vi tri cua truong sau dé nhan phim <F4>. Nhan phim <F4> mo6t lan nita sé xoa
bo diéu kién bat bude nhap s lidu cho truong dé.

5.5. Lap lai gia tri <F3>

Trong nhiéu truong hdp ta mudn khi nhap s6 liéu gia tri cua truong dude dat
tu dong theo gia tri ciia ban ghi trude d6 da nhap hoic da hién thi. D6 1a mét tinh
néng rat tién lgi cho viée nhap sé liéu khi cé nhiéu ban ghi cé cing théng tin.

Vi du: Khi nhap théng tin vé DIAPHUONG c6 rat nhiéu hé sd ¢6 cing tén
tinh, thanh. Khi nhap di liéu cho truong nay dit liéu cua ban ghi sau luén cé cing
gia tri véi dit liéu ctia ban ghi trude, néu ta mudn thay déi gia tri thi nhap gia tri
méi vao va dit liéu cua cac ban ghi sau d6 sé dude tu dong dit theo gia tri mai.

Dé thiét lap mdt truong sé liéu lap lai, dua con tré dén truong d6 va nhan
phim <F3>. Nhan phim <F3> mét lan niia sé xoa bo diéu kién nay.

5.6. Diéu kién nhay (nhay céc) <F7>

Cac b6 cdu hoi thudng hay cé cac phan bi bé qua, phu thudc vao ciu tra 1di cua
mét cdu hoi trude dé.

Vi du: Néu bénh nhén cé “sét” thi tiép theo sé phai nhip mét s6 théng tin
khac lién quan dén sét, con néu bénh nhin "khéng s6t” thi con tro sé bo qua nhiing
trudng sé liéu lién quan dén s6t dé tu dong nhay t6i mét cau hdi tiép theo.

Viéc dat ch& dd tu dong nhay céc cho con tré gidp cho viéc di chuyén con trd
dén nhiing vi tri khac nhau ctua b6 cau hoi tuong ting véi nhithg cidu héi ¢6 muc
dich dac biét mét cach nhanh chéng va thuan lgi.

PE thiét lap diéu kién nhay, nhap gia tri vao trudng sé nhap diéu kién nhay,
‘N’ cho truong SOT va nhan phim <F7>. May sé thong bao 1a phai xac dinh vi tri
dich ctia bude nhay bing cach di chuyén con tré dén bién dich va nhan phim <F7>
mét 14n nita. Nhu vay khi nhap gia tri ‘N’ cho truong SOT thi con tré sé tu dong bd
qua cac ciu hoi lién quan dén cé6 sét. D81 v1 cac truong hop tra 161 khace, vi du 1a
Y’ cho trudng SOT, con tré sé di chuyén dén truong tiép theo nhu thudng 1é.
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CAU HOI LUGNG GIA
1. Dé tao b cau héi trong EPI6, ta chon cach nao sau:
a) Programs —> EPED word processor.
b) Programs —> ENTERX (use hight mem).
¢) Programs —> ENTER data.
d) Programs —> ANALYSIS of data.
2. Muén nhap tiép dit liéu dua vao ciu tric vita sia ma di liéu ca khéng bi
mat di, khi chay chudng trinh ENTER data, ta chon cach nao sau:
a) Enter or edit data.
b) Create new data file from .QES file.
¢) Revise structure of data file using revised .QES.
d) Reenter and verify records in existing data file.
3. Hay dién thém vao ché tré‘r’né khi dat gia tri cuc dai, cuc tiéu cho mién sé liéu.
a) MG¢ tép dit liéu bang chuong trinh CHECK.
b) Di chuyén con tré dén trudng cin dit gia tri cuc tiéu, nhap gia tri
cuc tiéu
o) NhBn PRt (F) v
d) Nhap tiép gia tri cuc dai va nhan phim (2)................
4. Pé danh diu x6a mét ban ghi, ta chon phuong an nao sau day:
a) Dé con trd tai ban ghi cAn danh d4u x6a, nhan phim F9.
b) Dé con trd tai ban ghi cAn danh d&u x6a, nhian phim F8.
¢) Dé con tré tai ban ghi cdn danh d&u x6a, nhan phim F7.

d) Dé con tré tai ban ghi can danh d&u x6a, nhin phim F6.
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BAI TAP VA THUC HANH
Bai 1.1. Cho bang s& liéu:

STT| Hovatén |Gigi| Tudi v;;“jén Nf;’n'“ Pro | Alb | CHL N::1 szz
1 [Pham viét Dung|Nam | 3 nam 12/01/98 | 12/02/98| 44 |10.12| 153 | 90 | 104
2 Lé Hal Dang Nam ?ném 12001198 éo;ougs 363 | 1197 | 95 109 ?
3 Dang Cdng Hai |Nam ._.,...g..r.;;;..........13!01fga.. -25f01."98 408 13.06 126 | 50
"4 |Mai NhuHoa Nu 3 nam 12!02!98h 25/02/98 | 41 1312 103 | 56 | 85
mg“-“Nguyén Hoang; Nam 2namm ”'13;02195 02!03.-‘98 36 | 756 | 11.3 | 182
6 Bui van Hung | Nam 24 thang“ -.15£02!98" -02!03!98". 63 23 11.6 | 231 13
7 |8 ThiHuong | N |30 Thang 2000298 | 1203798 | 38.4 | 9.21 | 95 | 323 |
";Ww Ngoc Lan |Nam 18 Théng "1-51[)%98“'15!031’98_' --"362 '''''''' 7 | 116 | 100 | 3
9 Tran van Hoa- Nam 12 nam 25/02/98 1003/98| 45 14 14.1""“ 50
10 |va Thu Ha | N 30 thang 26/02/98 18;05}58 373 96 65 | 132 | 20
_"'-1'"1”“\;u Hai Long "~ [Nam]| 15 nam '02:03;93 20/03/98 34 3.2"'"“ 87 250
12 Tranaa Bién |Nam| 9nam | os/03198 '2010319smiém 75 "6 | 200 | 8
13 |Lé Hiu Bai  |Nam 15 5 nam- | 06/03/98 | 22/03/98 35 73 20 58 | 177
14 |Lai Van Cusng | Nam| 18 thang | 0510398 | 25103198 39 | 156 11 | 50 | 65 |
45 |Le ThiDung | NG | 20 thang | 10038 | ox0ares| 43 | 15 | 7.4 | 185 | 82
16 [Pham Ha Duy |Nam| 3nam | 1503198 [osi0498| 408 | 16 | 102 395 | 108
17 [Thi ThiDuyén | N | 13nam | 180398 100498 43 | 9o | 198 | 192 | 101
18 Ngo Thi Dinh - Nu znam 20,'03;';; 10004/98| 36 79 : 105 103 100
m{é Vi Thl Dlep Ng 12 ném ] 55}65}55"'15;04;95 31 | 74 " """_914' 84 | 120
20 |D6 van Giang |Nam| 3nam | 25/03/08 |20105/98| 39 | 136 | 85 | 50 | 75

Tao bé cdu hdi gom cac trudng sau véi tén file la BAI1.QES

STT
HOVATEN
GIOI
NGVAO

<IDNUM>

<dd/mm/yy=>
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PRO wHH

ALB : o
CHL Hit i
PRONI1 i

Tu file BAI1.QES, tao file BAI1.REC va nhap di liéu ciia 20 bénh nhan trén.
Bai 1.2, Véi s6 liéu da cho trong bai 1, ta chén va nhap thém sé liéu vao 3
truong: Tuoi, ngay ra, Protein niéu do 1an 2. Trong d6:
Truong: Tuéi (TUOI ##.#) ndm giita hai truong GIOI va NGVAO.
Ngay ra (NGRA <dd/mm/yy>) nim giita hai truong NGVAO va PRO.
Protein niéu do 1an 2 (PRON2 ###.#) ndm & cubi.
Bai 1.3. Véi s6 liéu da cho trong bai 1, thuc hién tim kiém ban ghi phii hop
tiéu chudn:
— Tim kiém nhiing ngudi c6 gidi tinh la: “NAM"”.
~ Tim kiém nhiing ngudi c6 ho la “Nguyen”.
— Tim kiém nhiing bénh nhéan ba tudi va cé gidi 1a “NAM”.
— Tim kiém ban ghi thu 10 trong tép s6 liéu.
Bai 1.4. V6i s6 lidu da cho trong bai 1, hay:
— Dat gia tri cuc tiéu, cyc dai cho trudng tudi.
— Dat ché dd nhap gia tri hop 1é 1a nam va nit cho trudong gidi.

— Dat ché do bat buge nhap s6 liéu cho trudng ngay vao vién va ngay ra vién.

198



Bai 2

LLAM VIEC VA TIM KIEM SO LIEU TRONG EPI-INFO 6.04

MUC TIEU
1. Hién thi duge cdc diz liéu cua tdp tin bang lénh LIST, BROWSE.
2. Sita dudc cde dit liéu ciia tap tin bang lénh UPDATE.
3. Tim kiém duoc cde ban ghi thoa man diéu kién nao do bang lenh SELECT.
4. St dung dude lénh SORT, DEFINE, LET, IF ... THEN ... dé sap xép dit
liéu, tao ra bién mdi, gan gid tri cho bién.

1. KHO1 PONG VA THOAT KHOI CHUONG TRINH ANALYSIS

1.1. Khoi dong
Chon menu prorgrams d trén cung va nhan phim <Enter>. Dua vét sang dén
thuc don con ANALYSIS nhan phim <Enter> ban sé thAy man hinh cua
ANALYSIS xuat hién
1.2, Man hinh cua ANALYSIS
BRI EPIG - ANALYSIS
Dataset: <None> 5% ' ' Free memory: 332K
Use READ to choose a dataset
tput - Screen
Getting input from C: \EPIG\{ZGNFIG EPI

Note: Default printer page size set to 60.
Note: Page size set to 60 rows and 80 columns.

|Program processing complete.

_F3-Variables F&-Brouse F5

Hinh 21 Adamhinfey 2 Chdédh Wisk=A8ALYSIS.
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Man hinh duge chia ra lam 2 ctia sé. Ctia s6 nho phia dudi 14 ndi dua cac lénh
cua chuong trinh ANALYSIS vao, ctia s6 16n hon phia trén la noi dua ra cac két
qua tinh toan sau khi may thuc hién cac lénh dé.

Dong trén ciing cia man hinh 1a nhiing théng tin vé tép sé liéu: tén cua tép di
liéu, s6 ban ghi chita trong tép dit liéu va tiéu chuédn cua dit liéu néu ¢6 nhing diéu
kién lua chon dudc dua ra.

Vi du: sau khi g lénh: READ VIEMGAN.REC, dong trén cung sé xuat hién:

Dataset: C:\EPIG\VIEMGAN.REC (105 records)

Criteria: All records selected

Diéu dé cé nghia la tap tin VIEMGAN.REC chia 105 hé so bénh an va hién
tal tat ca cac ban ghi déu duge lua chon.

Con tr6 luén nhap nhay tai vi tri ddu moi cua EPI: EPI6>_. Cac lénh duge dua
vao tif ban phim, néu c6 15i trong viéc dua cac lénh ban c6 thé st dung cac phim xoa
(delete, Backspace) va cAc phim mii tén «, —> trén ban phim dé sta lai. Cac phim
mai tén T,4 c6 thé dung dé si dung lai cac 1énh trude da thuc hién trong viée xu ly
s6 liéu. Muén thuc hién lénh nao ta chi can nhan phim <Enter> ¢ cuéi lénh dé.

Néu két qua hién thi & phan ciia sé 16n dai hon mot trang man hinh, ta ¢ thé
dung cac phim PgUp, PgDown dé di chuyén lén trén hodc xuéng dudi mét trang
man hinh. Muén di chuyén lén trén, xudng duéi mét dong thi ta phai ding cac té
hgp phim Ctrl-PgUp, Ctrl-PgDown.

Cé thé thay viéc gd cac 1énh vao tit ban phim bang cach chon l1énh trong thuc
don 1énh hién ra man hinh sau khi nhin phim F2. Hay dua vét sang t61 1énh nao
ma minh muén chon réi nhan phim <Enter>.

1.3. Thoat khoi chuong trinh ANALYSIS
Nhin phim F10.

2. LENH MO TAP TIN - LENH READ

Dé lam viée duge véi file dit lidu, bude dau tién khéng thé thidu dude 1a viéc
md tép dii lidu d6 bang 1énh READ. Md moét tap di liéu 14 1am cho né hoat dong.
Khi né hoat déng ban méi c6 thé xit 1y dude. Qua trinh xu ly bao gém ti nhép di
liéu, cap nhat va tinh toan thong ké.

ANALYSIS xit 1y dude true tidp tép di lidu .REC cta Epi-Info va tép DBF
ctia Foxpro & dBASE. Ngoai ra, cac dang tép dit liéu khac phai dudc chuyén v2 file
c6 dang .REC thi méi xti Iy dudc bang chuong trinh EPI.

Dé mé tép di litu REC, tit d&u mdi cua chuong trinh ANALYSIS, gé:

READ 6 dia:\duong din\tén tap tin .REC
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Vidu: READ VIEMGAN. REC
ciing ¢6 thé viét:
READ VIEMGAN
(Chuong trinh ANALYSIS sé tu hiéu la file: VIEMGAN. REC).

D& md tép dii liéu cua dBASE hoac Foxpro, go:
READ 6 dia:\dudng dan\tén tap tin. DBF

Vidu: READ VIEMGAN. DBF

( day ciing c6 thé dung ky tu thay thé "*" dé liét ké tén tat ca cac tap tin dit
liéu trong mot thu muc.

Vidu: READ *REC 4

READ *DBF J

Ctia s6 liét ké sé xuét hién, ban chon tap tin can md roi nhan <Enter >.

Tap dii liéu da duge md nghia la né dang hoat déng. N6 hoat dong dén khi ban
dung 1énh READ dé md tap dit liéu khac thi tap dit liéu trude (dang hoat déng) sé
tu déng dong lai.

Chi y: Tap dit ligu .DBF hoat dong trong ANALYSIS chi ¢6 tac dung xu ly
théng ké, khéng cho phép ban cap nhat (UPDATE).

3. LENH XEM THONG TIN TRONG TEP DU LIEU - LENH LIST
Muén xem céc théng tin cé trong tép dit liéu ta dung lénh LIST. Lénh LIST sé
hién ra bang danh sach dudi dang dong va ct. Méi dong 1a mot ban ghi. Maéi cdt 1a
mo6t bién (variable).
Cu phap: LIST
Lénh LIST chi hién thi s6 trudng vita da chiéu rong man hinh.
Muén liét ké tat ca cac trudng ban phai si dung:
LIST * J
(d&du "*" thay thé& cho tt ca cac truong).
Ban c6 thé liét ké mét danh sach cac truong cAn thiét chidng han HOTEN,
TUOI, GIOI, NHOM bang lénh:
LIST HOTEN TUOI GIOI NHOM .
Hodc tao mot danh sach véi tdt ca cac truong ngoai tru cac truong khong can
thiét ching han HOTEN, GIOL:
LIST * not HOTEN GIOI 4
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Déc biét, chuong trinh EPI con c6 thé chon nhanh danh sach cac bién bang
cach nhan vao phim F3, khi d6 man hinh liét ké danh sach cac bién dudc hién ra.
Néu muén chon mét bién thi dua vét sang dén bién dé va nhdn phim <Enter>
Néu muén chon tif 2 bién trd 1én thi dua vét sang dén bién thi nhat réi nhan vao
phim diu <+> ta sé thay bién dé dudc danh d&u, chuyén vét sang ti€p dén bién thu
hai va nhén vao phim diu <+> , v..v, cudi cing nhan vao phim Enter thi danh
sach cac bién da chon sé& duge dua ra man hinh.

Chu y: Trong cau lénh cua EPI tén cac bién chi cach nhau bing mét khoang
cach tring.

4. LENH BROWSE (<F4>)

Ca phap: BROWSE <Danh sach truong>

Lénh Browse cho phép trinh bay du liéu trén man hinh duéi dang bang tinh.
Chi xem, khéng cho phép cap nhat.

<Danh sach truong>: Liét ké cac truong di liéu can trinh bay (sé ludng trudng
tuy y).

Cac phim lénh trong ché d6 BROWSE;:

<Home> Vé ban ghi thit nhat.

<End> Dén ban ghi cudi cung.

<F10>"Done" Trd vé dau nhéc EPI6>_

T Di chuyén con trd (vét sang) dén cac ban ghi.

“—,> Dua con trd (vét sang) di chuyén tif trudng nay sang truong khac
Vidu: BROWSE .

Toan bd cac trudng (cac bién) cua tép dit liéu sé hién ra, c¢6 thé dung cac phim
mii tén dé di chuyén dén viing muén xem thong tin.
BROWSE NHOM HOTEN TUOI GIOI .

Chi théng tin cua cac bién NHOM, HOTEN, TUOI, GIOI cua tép di liéu
hién ra.

5. LENH KIEM TRA VA SUA CHUA BAN GHI - LENH UPDATE

Ca phap: UPDATE

Lénh UPDATE cho phép thay déi dit liéu ctia tép trong chudng trinh
ANALYSIS. Trude khi sit dung 1énh UPDATE, hiy nhé tao mét ban Copy ctia tép
REC vi 1énh UPDATE sé thay d6i vinh vién cac dit liéu. Khi ban hoan thanh sua
déi ban ghi , ban sé duge héi c6 mudn luu giit su thay ddi hay khong. Néu ban tra
161 “Y”, ban ghi s& dugc th4y @81 VIl Vien rong tep 56 Leh.
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Vidu: UPDATE HODEM TUOI 4
Hién dé xem va sua hai trudng hodem va tuol ra man hinh
UPDATE o

Hién dé xem va sua toan bé cac trudng cua tép du héu ra man hinh.

6. LENH VARIABLES

Cua phap: VARIABLES

Lénh VARIABLES liét ké cac tén bién hay tén trudng trong tép di hiéu lén
man hinh. Két qua la mot bang danh sach cac tén bién kém theo kiéu va db rong
duge hién ra.

Chi y: Khac véi léenh VARIABLES, khi nhan phim <F3> chi hién thi cua sb

chiia cac tén bién va cho phép chon cac tén bién dé cau tric dong 1énh.

Vi du: Muon xem danh sach céac bién d file da héu viemgan.rec ta dung lénh:
VARIABLES .
EBEPI6 - ANALYSIS L I0[X]

e .0 e) B 85 Al
Dataset: C:\EPI6\VIEMGAN.REC (105 records) Free memory: 315K
Criteria: All records selected

Qutput = Screen
.......... variables
C:\EPI6\VIEMGAN.REC
Size: 105 records of 140 bytes each.
Free memory: 325552 bytes :

Name /| Name ' Name Type Len
LOAI Integer 1
NGHE Alpha
TGDB Real
GAN Integer
PHU Integer
THUOCHS Integer
TSGIADINH Integer
BCTT Integer
MD Integer
BLTP Real

STT Integer Integer
TUOTI Real GIOI Integer
DIAPHUONG Alpha THANGY40  Integer
S0T Integer VANGDA Integer
LACH Integer COCHUONG ~ Integer
XHUYET Integer TINHTHAN  Integer
Integer THUOCLA Integer
Real BC Real
Integer MC Integer
Real _ SGPT Real

L S G S LS e R
LA D P = = D A

EPI6> read viemgan

EPI6> variables

EPI6> _

F1-Help F2-Commands F3-Variables F4-Browse FS-Printer on F3-DOS F10-Quit

Hinh 2.2: Man hinh cla lénh VARIABLES trong chuang trinh ANALYSIS.
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7. TAO MOT TEP EPI - INFO MOI
P61 khi, viéc tao ra mot tép EPI — Info méi chita nhiing ban ghi da dude lua
chon, hodc két qua cia mét qua trinh xi Iy nao dé chita nhiing thay d6i tam thdi la
can thiét. Dé tao ra mét tép EPI — Info méi ban ¢6 thé dung lénh:
ROUTE <Tép tin m6i.REC>
WRITE RECFILE
Véi diéu kién tap sb liéu géc dang hoat déng.
Vi du: Ban dang doc tép VIEMGAN.REC dé tao ra mét tép méi c6 tén la
VGAN.REC ti nhiing dit liéu ciia mét tép nay, ta lam nhu sau:
ROUTE VGAN.REC 4
WRITE RECFILE 4
— ROUTE sé dua két qua ra tép méi, can phai viét phan duéi .REC vao tén
tép vi trong EPI-Info cac tép bao gid cling c6 dudi.
— Lénh WRITE RECFILE sé tao nén mét tép kiéu EPI — Info .REC.

8. SAP XEP CAC BAN GHI - LENH SORT
Cu phap: SORT <tén cua trucng>
Dé sap xép nhiéu trudng, hay dit cac truong theo thi tu uu tién. Khi thuc

hién lénh nay ban ghi sé duge sdp x€p lai theo mot trat tu méi va ¢ thé duce ghi
vao mdt tép méi bang lénh WRITE RECFILE.

Vidu: Sip xép trudng BC theo thit tu tang dén.
SORT BC 4
Sap xép gibi va dé tudi theo thit tu tang dan.
SORT GIOI TUOI 4
Lénh nay sé sdp x&p cac ban ghi ting din theo gidi tinh, trong gidi tinh. tudi
dudc sip xép theo thil tu tang dan. Mu6n xem lai théng tin & cac truong dé dude
sép xép thi tu ta c6 thé dung lénh LIST hoic BROWSE.
BROWSE BC TUOI GIOI 4
Két qua lénh SORT s& mat di khi ban doc mét tép di liéu méi hoic khi rakhoi
chuong trinh ANALYSIS. M6t tép dit liéu véi cac ban ghi da dude sip xép ¢ thé
tao ra bing lénh ROUTE vi WRITE RECFILE (nhu da néi 4 phén trén).
Vi du: Sau khi da sép xép BC, tudi, gidi theo thit tu & trén, ta c6 thé ghi ki sé§
liéu da xép thit tut nay vao mét file méi tén la: SAPXEPVG.REC dung lénh:
ROUTE SAPXEPVG.REC 4
WRITE RECFILE™T
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Lic nay két qua sdp xép thu ty da duge luu gidt trong file md
(SAPXEPVG.REC). Muén doc s liéu nay ta phai dung 1énh READ <Tép tin mé1>
(SAPXEPVG.REC).

9. TIEN HANH LUA CHON BAN GHI - LENH SELECT
Chuong trinh ANALYSIS 4p dung dude déi véi cac ban ghi trong mot tép. Tuy
nhién ban c6 thé chon cac ban ghi theo mdt so tiéu chudn dac biét biang cach dung
lénh SELECT <Biéu thic logic>.
Vi du: Chon cac ban ghi ctia nam gidi tuéi tit 6 dén 10, ta thuc hién cac 1énh sau:
SELECT gioi = “NAM” J
SELECT tuoi<10 J
SELECT tuoi>6 J
Ching ta cing sé thu duge két qua nhu vay néu thém chi AND vao trong
1énh dé tao nén mot 1énh két hop:
SELECT (gioi = “NAM”) AND (tuoi<10) AND (tuoi>6) .
Trong mét s6 trudng hgp, can c6 dau ngodc () dé phan cach giila cac diéu kién
va t6t nhat la sit dung thudng xuyén thi sé khéng gay loi.
Hay chi y dén tinh logic ctia cau lénh.
Vidu: SELECT gioi = “NAM” J
SELECT gioi ="NU” .J
Khi thuc hién 2 1énh trén sé khong tién hanh chon dudc mot ban ghi nao vi
cac diéu kién da loai tri nhau.
Lénh SELECT sé giit nguyén hiéu luc cho t61 khi ban dung mét tép khac, hoac
ra khéi chuong trinh ANALYSIS ho#c b céc diéu kién lua chon di bang lénh:
SELECT J

Vi du: Sau khi dung 1énh SELECT gioi="NAM” ta lai muén chon nhing
trudng hop gidi 1a “NU” thi ta phai dung lénh SELECT (khong ¢6 tham s6 nao) dé
loai b diéu kién da chon & trude.

10. DINH NGHIA CAC BIEN MOI - LENH DEFINE

Ca phap: DEFINE <Tén ctia truong> <Kiéu trudng va do rong>

Lénh DEFINE cho phép cac bién méi dude xac dinh khi ching ta dang su
dung chuong trinh ANALYSIS. Cac bién nay c¢6 thé dude sit dung dé luu cac gia tri

trung gian trong qua trinh tinh toan, hodc dé chuyén céac ndi dung cua mdt truong
ti tép nay tdi tép tuong Ung.
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Vi du: Muén tinh ngay ndm vién dua trén s6 lidu cuia ngay vao vién (NGVAQ)
va ngay ra vién (NGRA) da cé trong tap tin, ta cAn dinh nghia thém mét bién méi
ngay vién (NGAYVIEN) chia s6 ngay nam vién ctia bénh nhan bang lénh:

DEFINE ngayvien ## J

Vi du: Mué6n phén loai BC dua trén sé liéu BC da c6 trong tap tin thanh 3 loai:
nhiéu, trung binh, it, ta cAn dinh nghia thém mét bién méi dé phéan loai BC cia
ting bénh nhan bang lénh:

DEFINE PLBC =

11. LENH GAN GIA TRI: LET

Trong trudng hgp muén thay déi hang loat gia tri cac ban ghi, ta ¢6 thé dung
lénh: LET

Cu phap: LET <Bién> = <Biéu thuc>
Lénh LET gan céc gia tri cua mét biéu thitc vao mét bién cho tat ca cac ban
ghi c6 trong tap tin dang st dung, néu nhu bién chua dude khai bao, chudng trinh
ANALYSIS sé tu dong khai bao bién nhu la bién -s6. Nhung ta nén dung lénh
DEFINE dé khai bao bién trudc khi dung lénh LET. B4t ct biéu thitc hop 1é nao
cling ¢6 thé dudc su dung két hop véi cac bién hodc cac toan ti nhu: +, —, *, /, =,
<, >, AND, OR, va NOT.
Vi du: Dé tinh s6 ngay nidm vién cua ciac bénh nhan ta dung lénh:
LET NGAYVIEN = NGRA - NGVAO J
Chi y: 6 day tit khoa LET khéng bt bude phai ¢, nén ta c6 thé dung lénh:
NGAYVIEN = NGRA - NGVAO .
Vi du: Tinh s8 tién bénh nhan cdn phai tra khi ndm vién. Gia st mét ngay
nam vién la 20000 déng.
DEFINE SOTIEN ettt
LET SOTIEN = NGAYVIEN * 20000 .J

12. LENH IF: PIEU KIEN NEU ... TH ...
Ct phap: IF <Diéu kién> THEN <hé qual> {ELSE <hé qua 2>}

Lénh IF xac dinh <diéu kién>, néu <diéu kién> ding thi <hé qua 1> sé dudgc
thuc hién, ngudc lai néu <diéu kién> sai thi <hé qua 2> sé dudc thuc hién.

Vi du: Gia st ta muén phén loai HC theo thang phén loai:

HC>4.6 Cao
3.8<=HC<=46 Trung binh
HC < 3.8 Thap
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Ta thuc hién nhu sau:
DEFINE PLHC __________ .
IF HC > 4.6 THEN PLHC =“Cao" J
[F (HC>=3.8) AND (HC <=4.6) THEN PLHC = “Trung binh” .J
IF HC < 3.8 THEN PLHC =“Thap” J
Vi du: Tinh s8 tién bénh nhan can phai tra khi ndm vién. Gia si mdt ngay
nam vién la 20000 déng néu sé ngay nam vién it hon hodc bang 30 ngay. Néu s6
ngay nidm vién nhiéu hon 30 ngay thi tif ngay 31 trd di bénh nhén chi phai tra
15000d/ngay.
Ta thuc hién lénh:
IF NGAYVIEN<=30 THEN SOTIEN=NGAYVIEN*20000 ELSE SOTIEN=
30*20000+(NGAYVIEN-30)*15000 .J
Hodc c6 thé thuc hién hai lénh IF riéng biét nhu sau:
IF NGAYVIEN<=30 THEN SOTIEN=NGAYVIEN*20000 .
IF NGAYVIEN>30 THEN SOTIEN=30*20000+(NGAYVIEN-30)*15000 .

CAU HOI LUGNG GIA
1. Dé hién thi dit liéu va di chuyén con trd gilta cac trudng, ta chon lénh nao
trong cac lénh sau:
a) LIST
b) READ
¢) ROUTE
d) BROWSE
2. Ma hoa truong GIOI tir kiéu logic sang kiéu ki tu & truong GIOI1. Hay chon
cdu lénh dung:
a) IF GIOI=.Y. THEN GIOI =“NAM” ELSE GIOI =“NU"
b) IF GIOI =Y THEN GIOI1 =“NAM” ELSE GIOI1 =*“NU"
c) IF GIOI=Y THEN GIOI1 =NAM ELSE GIOI1 =NU
d) IF GIOI="Y" THEN GIOI1 =“NAM” ELSE GIOI1="NU"
3. Dé tinh NGAYVIEN phai tao ra mét trusng mdi. Hay chon ciu lénh ding:
a) DEFINE NGAYVIEN ###
b) DEFINE NGAYVIEN <dd/mm/yy>
c¢) DEFINE NGAYVIEN _ __
d) DEFINE NGAY VIEN #5H
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4.

Dé hién thi nhiing bénh nhan c6 TUOI<=5 va DIAPHUONG = “Ha Noi”,

héy chon cach lam dung trong cac cach sau:
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a) SELECT TUOI<=5 AND DIAPHUONG = “Ha Noi”
b) SELECT TUOI<=5 AND DIAPHUONG = Ha Noi

BROWSE

¢) SELECT TUOI<=5 AND DIA PHUONG = “Ha No1”
BROWSE

d) SELECT TUOI<=5 AND DIAPHUONG = “Ha No1”
BROWSE :

BAI TAP VA THUC HANH

Bai 2.1. Doc tap du liéu BAI1.REC. Hay:

Tim ra nhiing bénh nhéan ¢6 gié1 tinh “NU”.
Tim ra nhiing bénh nhan 3 tudi va cé gidi 1a “NAM”.
Tim ra nhiing bénh nhan bi xuit huyét.

Bai 2.2. Doc va hién thi tép dit lidu BAI1.REC ra man hinh, sau dé:

Tim ra nhiing bénh nhan ¢6 tudi <=6.
Tim ra nhing bénh nhén vao vién ngay 12/01/98.
Tim ra nhing bénh nhan nam c6 tudi >6.

Tim ra nhiing bénh nhan vao vién trudc ngay 12/02/98 hoac bénh nhan cé
tudi <=6.

Bai 2.3. Poc tap dit liéu BAI1.REC, sip xép tudi theo thit tu ting dén.

Bai 2.4. Poc tap dit liéu BAI1.REC, hay tinh ngay ndm vién (NGVIEN ##)
cua cac bénh nhan va tién vién phi ma bénh nhéan phai thanh toan. Biét méi ngay
nam vién la 150004.



Bai 3

TINH TY LE VA SO SANH CAC TY LE
TRONG EPI-INFO 6.04

1. LENH FREQ - BANG PHAN PHOI TAN SO MOT CHIEU

Lénh FREQ <tén bién> sé dém tat ca cac trudng hgp clia méi bién riéng biét
va d6i v4i méi gia tri khac nhau cua mét bién va may sé dua ra:

— Tén sb (Freq = frequency).
— Ty lé phan tram (Percent).
— Ty 1é cong don (Cum. = cumulative).

Vidu: FREQ GIOI o

sé cho két qua la:

GIOI | Freq Percent  Cum.
______ e e e T I
nam | 68  64.8% 64 .8%
nu | 37 35.2%  100.0%
______ S e S 5 A
Total | 105 100.0%

Trong bang tin s6 ta nhan duge c6t ddu tién la cac gia tri khac nhau cua bién
dang xét, cot thit hai la s6 lugng cuia ting gia tri, ¢t 3 la ty 18 cua tiing gia tri so
véi téng s6, cot 4 1a ty 18 cong don cac ty 1é cla tiing gia tri.

Ta con co thé tinh gidi han cta khoang tin cay 95% cho cac ty 1&, bang cach
dua ra lénh:

FREQ GIOI/C .
THU VIEN
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sé cho két qua la:

GIOI | Freg Percent Cum. 95% Conf Limit
______ +‘..____._._.__________-_.______.._______..____._
nam | 68 64.8% 64.8% 54.8%-73.8%
nu | 3Y 35:2% 100.0% 26.2%-45.2%
______ +__.....-..._______m_____..-____..,________._.______
Total | 105 100.0%

O day, trong téng s5 105 bénh nhi ¢6 68 bénh nhi 1a nam chiém 64.8% va
khoang tin cay 95% la [54.8% — 73.8%], bénh nhan nit ¢6 37 ngudi chiém 35.2% va
khoang tin cay 95% 1a [26.2% — 45.2%].

Néu sau lénh FREQ ta dét tén cia mét vai bién thi may sé cho ra phan bd tan
sd va ty lé cua ting bién mét.
FREQ <tén bién 1> <tén bién 2> ...
Vidu: FREQ NHOM GIOLC

sé cho két qua:

NHOM | Freq Percent Cum. 95% Conf Limit
—————— +———-—————u—u——--——————-m-——-___——-_-.__—-——-
3z | 86 81.9% 81.9% 73.2%-88.7%
2 | 19  18.1% 100.0% 11.3%-26.8%
~~~~~~ +—————————-——————u.--‘a-‘————-——————-————-._—-.—-_
Total | 105 ‘100.0%
Total Sum Mean Variance std Dewv Std Err
105 124 5 [ - 0.150 0.387 0.038
Minimum 25%ile Median 75%ile Maximum Mode
1.000 1.000 1.000 1.000 2,000 1.000

Student's "t", testing whether mean differs from zero.

T statistic = 31.283, df = 104 p-value = -0.00000
GIOI | Freq Percent Cum. 95% Conf Limit
—————— +..____...._‘_____.._____.____—_______._.___,_.____
Nam | 68  64.8% 64.8% 54.8%-73.8%
Nu | 37 35.2% 100.0% 26.2%-45.2%
—————— e e e e e e e e e e e e e e, - - ———— e = = e o = =
Total | 105 100.0%

Ky hiéu: Nhém 1 - Hén mé gan do bénh cap tinh.

2—Hén mé gan da béah man tinh.
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Chi y: Do bién NHOM ta ma hoa s6 litu bang s6, nén EPI-Info hiéu day la
bién s6 va tinh trung binh, do léch v.v. sau lénh FREQ. Véi nhiing bién dinh tinh
nhu “giéi” thi 16nh FREQ chi tinh tén s6 va cac ty 16.

2. LENH TABLES - BANG PHAN PHOI TAN SO HAI CHIEU

Dung dé khao sat su tuong quan giita hai dic tinh dinh tinh. Méi gia tri khac
biét ctia ca hai bién 1a mét tiéu chuédn phan nhém danh gia su lién hé giita hai dac
tinh d6. ap dung 1énh TABLES ta c6 thé so sanh cac ty 1é hoac dé kiém dinh tinh
déc lap cua hai dic tinh nghién citu vé chat.

Cu phap: TABLES <bién1> <bién2>

K&t qua sé dua ra cac bang phéan phéi tan sé hai chiéu cua bién 1 va bién 2.
Ngoai ra con c6 gia tri cua ty sudt chénh OR, ty suat tuong d6i RR va cac khoang
tin ciy cua chiing, gia tri cua bién Khi-binh phuong va gia tri p cua test 2.

Vi du: TABLES NHOM GIOI J
Két qua:
GIOI
NHOM | nam nu | Total
____________ o o o i S T
1 | 55 31 | 86
2 | 13 6 | 19
___________ e B -
Total | 68 37 | 105
Single Table Analysis
Odds ratio 0.82
Cornfield 95% confidence limits for OR 0.24 < CR < 2.65
Maximum likelihood estimate of OR (MLE) 0.82
Exact 95% confidence limits for MLE 0.23 < OR < 2.60
Exact 95% Mid-P limits for MLE D.26 <« OR < 2.36
Probability of MLE <= 0.82 if populaticn OR = 1.0 0.46564239
RISK RATIO(RR) (Cutcome:GIOI=1; Exposure:LOATI=1) 0.93
95% confidence limits for RR 0.66 « FR < 1.32

Ignore risk ratio if case control study
Chi-Squares  P-values

Uncorrected: 0.14 0.71218484
Mantel -Haenszel : 0.13 0.71349789
Yates corrected: 0.01 0.91748538
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Ky hiéu: Nhém 1 — Hén mé gan do bénh cdp tinh.
2 — Hon mé gan do bénh man tinh.

Muén ¢é ty 1é phan tram, ta go lénh:

SET PERCENTS=0N J

Sau d6 g6 lai 1énh TABLES: TABLES NHOM GIOI .J

May sé dua ra bang phan phéi tan sé dudi dang sau:

GIOI
NHOM | nam nu | Total
___________ 0 B S R
B 9 55 FL | 86
> 64.0% 36.0% > 81.9%

| 80.9% 83.8% |
2 | 13 6 | 19
> 68.4% 31.6% > 18.1%

| 19.1% 16.2% |
___________ S e R S s

Gia tri cia bién 2 dé kiém dinh xem ty 1& bi hén mé gan do bénh cép tinh
(nhém 1) ¢ tré nam va tré nii la 80,9% va 83,8% khac biét c6 ¥ nghia théng ké hay
khong? Ta doc két qua cua %2 6 hang “ Uncorrected” (Khi binh phuong khong hiéu
chinh) dudc gia tri 1a 0.14 va tri sd cua p tuong tng la: p = 0.71218484.

Ta ¢6 quy téc:

— Né&u tri s6 cua p (p—value) = 0.05 thi ta ket luan la “Khac biét khong cé y
nghia théng ké véi d tin cay 95%”.

— Neéu tri s6 ctia p (p—value) < 0.05 thi ta két luan la “Khac biét c6 y nghia
théng ké véi do tin cay 95%".
Muén bo ché d6 tinh phan tram, ta go lénh:
SET PERCENTS = OFF .

Lénh TABLES c6 thé dua ra mét bang lién tiép nhiéu hon 2x2 trong trudng
hop cac gia tri khac biét ctia bién 1 hodc bién 2 nhiéu hon hai gia tri.

Vi du: So sanh sy phan bd vé tinh trang tri giac Iic vao vién (bién tinhthan)
cua bénh nhan ¢ nhém 1 va nhém 2 ¢6 khac biét hay khéng ta dung lénh:

TABLES NHOM TINHTHAN .
Két qua nhu sau:
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TINHTHAN

NHOM | 1 2 3 | Total
___________ SR EOV—.
sl 7 48 31 | 86
- 8.1% 55.8% 36.0% > 81.9%
| s53.8% 80.0% 96.9% |
2 | 6 12 1 | 19
> 31.6% 63.2% 5.3% > 18.1%
| 46.2% 20.0% 3.1% |
___________ R SR
Total | 13 60 32 | 105
| 12.4% 57.1% 30.5% |
Chi square = 11.89
Degrees of freedom = 2
p value = 0.00261727 <---

Ky hiéu: TINHTHAN 1 - Tinh tao 2 —Tién hon mé 3 — Hon meé

Ty 1é bénh nhan ¢6 trang thai tinh than tinh tao, tién hén mé, hén mé ¢ nhém
hén mé gan do bénh gan cdp tinh la 8.1%, 55.8%, 36.0%. Ty 1é bénh nhan cé trang
thai tinh than tinh tao, tién hon mé, hén mé ¢ nhom hén mé gan do bénh gan man
tinh 12 31.6%, 63.2%, 5.3%. ¢ day p = 0.00261727 < 0.01, nén ta két luan la su
phén bé tinh trang tri giac lic vao vién cua cac bénh nhan ¢ 2 nhém khéc bigt ¢o y
nghia théng ké véi d6 tin cay 99%.

Chi y: Khi kiém tra diéu kién cua thuat toan 32 ta thay c¢6 mét 6 tan s6 1y
thuyét 1a (13x19): 105=2.35 < 5 nhung vi déi véi cac bang 16n hon 2x2 viée su dung
kiém dinh 2 van dudc coi la ding néu s6 6 c6 tan s6 1y thuyét nho hon 5 dudi 20%.
T4t nhién ta c6 thé khic phuc viéc nay bang cach gop cac hang hay céc ¢t ¢ tan
s6 1y thuyét nho lai véi nhau nhung nhiéu khi cach nay lai lJam mat thong tin, nén
£5t nhat 1a ta phai lam nghién ctu véi cd mau du lon.

Vidu: TABLES KQDT TSGIADINH .J

Két qua nhu sau:

TSGIADINH
KQDT [ 0 1 | Total
___________ AN W
% | 4 0 | 4
> 100.0% 0.0% > 4.3%
1 4.5% 0.0% |
2 | 52 1 | 53
>..98.1% 2 5 87 0%
| 8 o

1.9
SEs THU VIEN



J 33 3 | 36
> 91.7% 8.3% >.38.7%
| 37.1% 75.0% |

Total | 89 4 | 93
| 95.7% 4.3% |
An expected value is < 5. Chi square not valid.

Chi square = 2.385
Degrees of freedom = 2
p value = 0.30845543

Ky hiéu: KQDT (két qua diéu tri): 1=chuakhéi 2=dd 3 =Xkhéi.
TSGIADINH (tién su gia dinh): 0 = gia dinh khéng ¢6 ngudi bi bénh.
1 = gia dinh ¢6 nguai bi bénh.

Dac biét, déi vdi bang 2x2, khi may théng bao c6 6 ¢ tin s6 1y thuyét nhoé hon
5, gia tri Khi binh phuong khong c6é hiéu luc, ching ta hay doc k&t qua & Fisher
exact test. Gia tri “1-tailed p—value” cho phép chiing ta so sanh hai ty 1é khi kiém
dinh mét phia, gia tri “2—tailed p—value” cho phép chiing ta so sanh hai ty 1& khi
kiém dinh hai phia.

Vidu: TABLES COCHUONG TSGIADINH J

Két qua nhu sau:

TSGIADINH
COCHUONG | 0 1 | Total
___________ P N, S
0 58 3 | 61

% 29 1 | 30
96.7% 3.3% > 33.0%
33.3% 25.0% |
___________ S R I B o o i
Total | 87 4 | 91
| 95.6% 4.4% |
Single Table Analysis
Odds ratio 0.67
Cornfield 95% confidence limits for OR 0.03 < OR < 7 86%
*May be inaccurate
Maximum likelihood estimate of OR (MLE) 0.67
Exact 95% confidence limits for MLE 0.01 <« OR < 8.76
Exact 95% Mid-P limitis=for-MCE 0.02 < OR < €.56
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Probability of MLE <= 0.67 if population OR = 1.0 0.59923410
RISK RATIO (RR) (Outcome:TSGIADINH=0; Exposure: COCHUONG=0) 0.98
95% confidence limits for RR 0.90 < RR < 1.07

Ignore risk ratio if case control study

Chi-Squares P-values

Uncorrected: 0.12 0.72884689
Mantel-Haenszel ; 0.12 0.73028244
Yates corrected: 0.04 0.84364169

Fisher exact: 1l-tailed P-value: 0.5992341
2-tailed P-value: 1.0000000
An expected wvalue 1s 1less than 5; recommend Fisher
exact results.

3 bang 2x2 trén, khi may théng bao c6 gia tri tin s6 ly thuyét bé hon 5, hay
doc két qua d Fisher exact test, ta c6 gia tri p=0.5992341 cho kiém dinh mét phia
va p=1.00 cho kiém dinh hai phia. K&t luan ty 1é bi ¢d chuéng d cac bénh nhéan cé
tién su gia dinh (33.3%) khac biét khéng c6 y nghia théng ké so véi ty 1é bi co
chuéng d bénh nhan khéng cé tién st gia dinh (25.0%) v6i dé tin cay 95%.

3. SU DUNG CHUONG TRINH STATCALC

ANALYSIS thyc hién phép tinh théng ké trén dit liéu gdc da dude luu trid trén
file, con STATCALC thuc hién phép tinh théng ké trén dit lidu duge nhap truc tiép
ti ban phim vao cac dang bang c6 sin trén man hinh. Ta c¢6 thé dung STATCALC
dé kiém dinh %2 cho bang don 2x2 ho#c bang 2xn (véi n < 9), tinh ¢d mau cho mét
nghién ciu va mot s6 thuat toan khac. ¢ day do thoi gian c6 han nén chi giéi thiéu
cach stt dung STATCALC dé thuc hién thuét toan kiém dinh 2.

3.1. Khoi dong va thoat khoi chuong trinh STATCALC

o Khoi déng: Chon menu prorgrams ¢ trén ctiing va nhan phim <Enter>, sé xuat
hién cac menu con. Sau d6 dua vét sang dén menu con STATCALC va nhéan
phim <Enter>, man hinh mau xanh cta chuong trinh STATCALC sé xuat hién
cung vdi thuc don con cap 2 chita 3 dong chon lua:

— Tables (2x2, 2xn).

— Sample size and power.

—  Chi square for trend.

Di chuyén con tré thanh sang dén thuc don con “Tables (2x2, 2xn)” va nhin
phim <Enter>. M6t man hinh cé bang trang dang 2x2 xuit hién lic d6 ta c6 thé
bat ddu nhap s6 liéu cho bang 2x2 hoic bang 2xn.

e Thodt chuaong trinh STATCALC: Nhan vao phim FI10.
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3.2. Nhap s6 liéu va phéan tich bang don 2x2 dén 2x9
* Bang don dang 2x2

Trén man hinh c6 mot bang gom 4 6 c6 dang sau:

EZEPIG - STATCALC _ 0] %]

| Auto -

Bl =[S Al

EpiInfo Version 6 Statcalc

Nowvember 1993

mMICWwOoTxXm

Fl-Help Fe-Open File F1lO-Done

Hinh 3.1: Man hinh cla chuong trinh STATCALC.

Pua sé liéu vao tiing 6, dung Enter dé chuyén sang 6 khac. Sau khi nhap du 4
con s6 vao bang va nhan phim <Enter> hoiac <F4> dé thuc hién tinh toan.
STATCALC tinh dudc ty suat chénh (OR), nguy co tuong déi (RR) véi giéi han “in
cay, ba kiéu test Khi binh phuong va néu mau bé thi chuong trinh tinh Fisher's
exact test.

Khi két qua xuat hién, theo doi hudng dan, ban cé thé chon thém chiic nang
tinh do tin cay.

Vi du: Diéu tra sb tré chét dudi 1 tudl tai xa A bi rai chat diét c6 va xd B
khong bi rai chat diét co tai thoi diém nam 1971 — 1975, thu dude két qua sau:

S4 tré chét Sé tré séng
| ————— e S— | —————— it e
xa A | 52 1260
xa B 19 | 876

Chat diét co c6 anh hudng t6i ty 1é chét cua tré dudi 1 tudi tai thoi diém nim
1971 — 1975 khong ?

Dé tra 16i duge cau hdi trén, hday nhap sé liéu vio STATCALC theo miu
dudi day, ta sé dude két qua gia tri p = 0.0161302 < 0.05 vay ty lé chét cua ré
dudi 1 tudl 6 xa A 1a 52/1312=3.96% la cao hon cé y nghia théong ké so véi ty 1é ctét

cua tré dudi mot tudi cua ka BAat9895x2, 1 2% /e 1o tid cay 95%.

216



& [PIS.EXE

Statcalc Hnuemher 1?93
finalysis of Single
0dds ratlu 1.9 (1.89 <
Cornfield 95% confidence 11m1ts for OR
Relative risk = 1.87 (1.11 <RR{ 3.14)
Taylor Series 95% confidence limits for RR
Ignore relative risk if case control study.

Chi-Squares P-values

Uncorrected : 5.79 a. B2 41—
Mantel-Haenszel: £5.79 8. 42 4—
Yates corrected: 5.21 a. 39 -—

F2 More Strata; {Enter) No More Strata; F10 Quit

Fi-Help F2-Stratum F5-Print F6-0pen File F18-Done

Hinh 3.2; Man hinh vi du cla chuong trinh STATCALC — bang 2x2
e Bang don dang 2xn

Trong phép tinh bang don nay, STATCALC cho phép nhap s6 liéu dén té1 da 9
& theo phuong thang ding mac du trén man hinh chi c6 bang 2x2. Muén hon, ban
chi viéc nhap tiép tuc cac s, STATCALC sé ké thém 6 cho ban. Dén khi nhap hét
cac s6 liéu thi hay nhin phim <Enter> STATCALC sé dua ra két qua Khi binh
phuong cho bang 2xn.

Chu y: Nhan <F1> dé ldy thong tin trg giup vé chuong trinh hay vé phudng
phap théng ké khi can thiét. Ban nén doc ky phan huéng dan dé nam viing cach
thue hién.

Vi du: Piéu tri mot bénh biang hai phudng phap (FF) thu dude két qua (KQ) sau:

(K : khoi, D :d8, TB: that bai).

~._ KQ |
K b B 0
FF '
: 230 40 50 320
I 76 12 7 95
mo, 306 52 57 415 |

Hai phuodng phap diéu tri ¢6 hiéu qua nhu nhau khéng’

[e]
|
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Pé nhap dude s6 liéu viao tinh Khi-binh-phuong bang STATCALC ta ph'ci_H_
nhap s liéu ¢6 dang nhu ¢ hinh dudi. Két qua gia tri p = 0.11691329 > 0.05 ching
to ty 1é khoi, da, that bai cua phuong phap I va phuong phap II la “nhu nhau” hay
ta néi la “khac biét khong c6 y nghia thong ké” var dé tin cay 95%. K&t luan hai
phuong phap diéu tri ¢6 hiéu qua nhu nhau.

< EPIGEXE e B o)X
[ ' S “Novenber 1955“ =
Analysis of Single Tabl

Chi square = 4,29
2 degrees of freedonm.
p value = B.11691329 .

{Enter> for Another Table; F18 to Quit

Fi-Help F5-Print F6-Open File F18-Done

Hinh 3.3: Man hinh vi du ctia chuong trinh STATCALC- bang 2xn.

CAU HOI LUGONG GIA
1. Xét mé1 tuong quan gitia 2 truong GIOI va VANGDA bang cach tinh gia tri
Khi-binh—phuong. Hay chon lénh ding dé dién vao ché tréng: ... VANGDA GIOI

a) FREQ
b) UPDATE
c) REGRESS
d) TABLES

2. Trong cii phap lénh TABLES <bién1> <bién2>, bién 1 va bién 2 phai la
a) Bién 1va bién 2 la bién dinh luong.
b) Bién 1 1a bién dinh ludng, bién 2 la bién dinh tinh.
¢) Bién 11a bién dinh tinh, bién 2 la bién dinh ludng.

d) Bién lva bign 2d&baen dwebhsiph
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3. D& so sanh ty 18 xuat huyét (XHUYET) gida 2 giéi (GIOI), hay chon
lénh ding:
a) FREQ XHUYET GIOI
b) FREQ XHUYET, GIOI
¢) TABLES XHUYET, GIOI
d) TABLES XHUYET GIOI
4. STATCAL c6 thé ding dé so sanh cac ty 1& cho cac dang bang s8 liéu nao
sau day:
a) Bang 2x2.
b) Bang 3x3.
¢) Bang 2xn (2<n<9).
d) T4t ca cac dang bang trén.

BAI TAP VA THUC HANH
Bai 3.1: Hay dung lénh FREQ dé dua ra phéan betan sé ctia nhiing bénh nhén
xuéit huyét va khéng xuét huyét.
Bai 3.2: Hay tinh ty 1é cac bénh nhan c6 mic d6 BC 1a thap, trung binh, cao.
Bai 3.3: Dung lénh TABLES dé dua ra bang phan bé tin s8, ty 1& cua bénh

nhan xuat huyét va khong xuat huyét véi gidi tinh, Hay doc két qua tim duge va
riit ra k&t luan vé théng ké nhu thé nao?

Bai 3.4: Dung STATCAL dé giai bai toan sau:

Piéu tra tinh hinh méc ba bénh (B) B1, B2, B3 tai hai phan xuong (FX) I va Il
ctia nha may X thu dudc két qua sau:

EX : B4 By Ba Mio
| 588 369 89 1046

Il 304 171 50 525

- 892 540 139 | 1871

Ty 1é ba bénh tai hai phan xudng ¢6 nhu nhau khéng?
Hay doc két qua tim dudc va rit ra két luan vé thong ké nhu thé nao?
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Bai 4
SO SANH TRUNG BiNH VA TINH TUOGNG QUAN
TUYEN TINH TRONG EPI-INFO 6.04

1. LENH MEANS - TINH TRUNG BINH VA SO SANH TRUNG BIiNH CUA
CAC NHOM NGHIEN CUU

1.1. Ding lénh Means dé tinh cac tham sé dic trung thue nghiém cho mot
bién dinh lugng

Trong khi Jénh TABLES diing dé so sanh cac ty 1é hosc kiém dinh tinh déc lap
cua hai déc tinh vé chit, thi 1énh MEANS thuc hién cac thuat toan véi cac bién
dinh lugng (bién dinh lugng 1a bi€n ma cac gia tri cia né la sé lién tuc). Vi du:
chiéu cao, cin ning, tudi, hdng cdu, bach cau, v.v...

Cu phap: MEANS <tén bién>

Két qua cua lénh MEANS véi mét bién dinh lugng sé hién thi 1én man hinh gém:

— Bang phén phéi tin s6 (mét chiéu).

— Téng gia tri ctia bién (Sum).

— Tri s6 trung binh (Mean).

— Phuong sai (Variance), D6 léch chuén (Std Dev), Sai s8 chudn (Std Err).
Gia tri nho nhat (Minimum), Gia tri tai diém 25% (25%ile), Trung vi
(Median), Gia tri tai diém 75% (75%ile), Gia tri 16n nhat (Maximum), Gia tri
hay gap nhat (Mode).
Vi du: MEANS BC .

]
T

’
i
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May sé hién két qua:

BC | Freq Percent  Cum.
—————— +—_——————-—-——--—————-—-———
0.6 | 1 1.2% 1.2
1.4 | 1 1.2% 2.3%
2.3 57 1.2% 3.5%
i | :
43.0 | ik 1.2% 97 T%
44.5 | 1 1.2% 98.8%
45.7 | 1 1.2%  100.0%
—————— +——————-——-—-————————-————
Total | 86 100.0%
Total Sum Mean Variance Std Dev Std Err
86 1408 16.372 108.036 10.394 1.121
Minimum 25%ile Median 75%ile Maximum Mode
0.600 10.100 13250 20.000 45.700 12.700
student's "t", testing whether mean differs from zero.
T statistic = 14.607, df = 85 p-value = 0.00000
Ta cé:
n = 86 (Gia tri nho nhat =0.6
BC trung binh = 16.372 (314 tri 16n nhat =45.7
Phuong sai = 108.036 Trung vi =13.25
D6 léch = 10.394 Gia tri hay gap nhat =197

Test “t” & day kiém dinh xem gia tri trung binh cta bién dang xét khac biét c6
¢ nghia théng ké so véi gia tri “0” khong ?
— Néu tri s6 cia p (p—value) = 0.05 thi ta két luan la “Khac biét khong ¢6 y
nghia théng ké véi do tin cay 95%”.
— Néu tri sb cua p (p—value) < 0.05 thi ta két luan la “Khac biét c¢6 y nghia
thong ké véi do tin cay 95%”.
Chi y: N&u sau lénh FREQ ta dua vao tén cia bién ma céc gia tri cia né la s6
thi may cang dua ra két qua giong nhu khi st dung lénh MEANS.
Vidu: FREQ BC . tacing co két qua nhu trén.
1.2. Dung léenh Means dé so sanh hiéu qua trudc sau (so sanh ting cap)

Trong bai toan so sanh hiéu qua trudc—sau, ap dung lénh MEANS cho bién
HIEU, Test “t” sé kiém dinh xem gia tri trung binh cua bién HIEU khac biét c6 y
nghia théng ké so v6i gia tri “0-hay khong,
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Vi du: Dinh lugng Protein toan phéan trong huyét thanh bénh nhi suy dinh
dudng (don vi g/l) trude diéu tri (TRDT) va sau diéu tri (SAUDT), thu dudc s6
l1éu sau:

TRDT 558 533 301 51.0 37.8 686 577 59.1 494 354 534 427 212 283 573 424 614
SAUDT 604 58.7 289 480 397 888 575 704 568 406 57.3 443 322 477 77.0 551 66.1

Héi: Phuong phap diéu tri c6 hiéu qua khéng?

Pé danh gia phuong phap diéu tri c¢6 hiéu qua khéng, ta phai ap dung thuat
toan so sanh ting cap.

Cach lam: Nhap ludng Protein toan phan trudc diéu tri vao bién TRDT.

Nhap ludng Protein toan phan sau diéu tri vao bién SAUDT.

Sau dé thue hién lénh: DEFINE HIEU ### .

LET HIEU=SAUDT - TRDT .
MEANS HIEU 4

Cé két qua sau:

HIEU | Freq Percent  Cum.
,,,,,, s e S B T B
-3.0 | 1 5.9% 5.9%
~1.2 | 1 5.9% 11.8%
-0.2 | 1 5.9% 17.6%
0.2 | 1 5.9% 23 .5%
1.6 | 1 5.9% 29.4%
1.3 | i 5.9% 35.3%
3.9 | 1 5.9% 41.2%
4.6 | Al 5.9% 47.1%
a7 | 1; 5.9% 52. 9%
5.2 | 1 5.9% 58.8%
5.4 | 1 5.9% 64.7%
7.4 | 1. 5.9% 70.6%
11:0 | 1 5.9% 76.5%
11.3 | 1 5.9% 82.4%
1.7 | 1 5.9% 88.2%
19.4 | 1 5.9% 94.1%
19.7 | 1 5.9% 100.0%
______ O e A
Total | 1 100.0%

Total Sum Mean Variance Std Dev std Err
17 105 6.153  44.809 6.694 1.624
Minimum  25%ile Median 75%11e Maximum Mode
-3.000 1.600 aT0 ViENO 19.700 -3.000
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Student's "t", testing whether mean differs from zero.
T statistic = 3.790, df = 16, p-value = 0.0016l

Sau diéu tri, lugng Protein tang trung binh la 6.153 g/l va lugng Protein tang
trung binh nay la thuc su c6 y nghia thong ké véi do tin cay 99% vi g1a tri
p=0.00161. Vay phuong phap diéu tri la c6 hiéu qua.

Dung lénh Means dé so sanh trung binh cua nhiéu nhém nghién ciu.

Lénh MEANS con khao sat su tudng quan gitia mot dac tinh dinh ludng va mot
dac tinh dinh tinh. M1 gia tri cua bién dinh tinh la mot tiéu chuan phan nhém cac
g1a tri dinh lugng dé so sanh. Néu bién dinh tinh c6 2 gia tri khac nhau thi ta co két
qua cua thuat toan so sanh hai trung binh. Néu bién dinh tinh co tu 3 gia tri khac
nhau trd 1én thi ta c6 k&t qua cua thuat toan so sanh nhiéu trung binh.

Cu phap: MEANS <tén bién dinh lugng> <tén bién dinh tinh>

Vi du: So sanh lugng SGPT trung binh gifta hai nhom bénh nhan,

Nhém 1 - Hén mé gan do bénh cap tinh.

— Hén mé gan do bénh man tinh.

Lénh: SELECT SGPT>0 J

MEANS SGPT NHOM .

Két qua:

NHOM  Cbs Total Mean Variance std Dev
1 57 4071 71.421 1877.212 43,327
2 15 499 33,287 496.210 22.276

Difference 38,154

NHCM  Minimum 25%1le Median 75%1ile Ma<imuam Mode
1 12.000 35.000 72.000 102.000 210.000 20.000
2 15,000 18.000 26.000 38.000 91.000 21.000

ANOWVA
(For normally distributed data only)
Variation SS df MS F statistic p-value t-value

Between 17287.116 1 17287.116 10.798 0.001962 3.285973
Within 112070.828 70 1601.012
Total 129357.944 71
Bartlett's test for homogeneity of variance
Rartlett's chi square = 7.304 deg freedom = 1 p-value = 0.006879
Bartlett's Test shows the variances in the samples to differ.
Use non-parametric results below rather than ANOVA.
Mann-Whitney or Wilcoxon Two-Sample Test (Kruskal- Wallis
test for two groups)

Kruskal-Wallis H (equivalent to Chi square) = 11.734
Degrees of freedom = £
e k 0.000614
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Lan diu tién nhin két qua trén chéac chin ta sé cho la nhiéu con sé qua.
Nhung déi vdi ta chi cAn quan tAm dén mét vai gia tri can thiét nhu:

Kich thudc n ctia ting nhém.

Gia tri trung binh, phuong sai va d6 léch cua titng nhom.

Tri s6 p clia test dé so sanh phuong sai d cac nhém — p—value ctia Bartlett's
Test.

Tri s6 p cua test dé so sanh trung binh & cac nhém — p—value cia ANOVA
Test hoac Kruskal-Wallis H test.

Ta ¢6 quy téc:

|

~ Trong truong hgp tri s6 p cia Bartlett's Test > 0.05, diéu dé c6 nghia la
phuong sai cua cac nhém khéc biét nhau khéng c6 y nghia théng ké. Dé so
sanh cac trung binh, ta phai xem tiép tri s6 p cia ANOVA test, néu tri sé p
cua ANOVA test > 0.05 thi két luan “gia tri trung binh cua cac nhém khac
biét khong c6 y nghia théng ké véi do tin cay 95%”, con néu tri sd p cua
ANOVA test < 0.05 thi két luan “gia tri trung binh ctia cac nhém khac biét
c6 y nghia thong ké véi dd tin cay 95%”.

— Trong trudng hdp tri sé p cua Bartlett's Test < 0.05, diéu dé c6 nghia la
phudng sai cua cac nhém khac biét nhau c¢6 y nghia thong ké. Dé so sanh
cac trung binh, ta phai xem tiép tri sé p cua Kruskal-Wallis H test, néu tri
s0 p cua Kruskal-Wallis H test > 0.05 thi két luan “gia tri trung binh cua
cac nhom khac biét khéng c6 y nghia thong ké véi db tin cay 95%”, con néu
tri s§ p cua Kruskal-Wallis H test < 0.05 thi két luan “gia tri trung binh
cua cac nhém khac biét ¢é y nghia théng ké véi d6 tin cay 95%”.

3 vi du trén ta thay:

Lugng SGPT

Nhém n trung binh phudng sai  d léch chuan
Hén mé gan do bénh cdp tinh 57  71.421 1877.212 43.327
Hén mé gan do bénh man tinh 15  33.267 496.210 22.276
Tri s6 p clia Bartlett's test: p—value = 0.006879

Tri s6 p cua Kruskal-Wallis H test: p—value = 0.000614

Phudng sai cua hai nhém khéac biét nhau ¢é ¥ nghia thong ké vdi do tin cay
99% vi p—value ciia Bartlett's Test < 0.01. Phuong sai ciia nhém hén mé gan do
bénh cdp tinh 16n hon phudng sai ciia nhém hén mé gan do bénh man tinh. Trong
nhém hén mé gan do bénh cép tinh, cac gia tri vé lugng SGPT c6 phéan bb tan man
hon so vdi lugng SGPT cua nhém hén mé gan do bénh man tinh.
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Lugng SGPT trung binh gita hai nhém hén mé gan do bénh cap tinh va do
bénh man tinh la khac biét c6 y nghia théng ké vdi dg tin cay 99.9% vi p-value cua
Kruskal-Wallis H test < 0.001. Két luan la ludng SGPT trung binh cua nhém hén
mé gan do bénh cap tinh 1a 71.421 16n hon mét cach thuc su so véi luong SGPT
trung binh (33.267) cia nhém hén mé gan do bénh man tinh.

Lénh: MEANS SGPT TINHTHAN .

TINHTHAN Obs Total Mean Variance Std Dev
1 o § 462 42,000 1481.200 38.486
2 44 3120 70.909 1929.712 43,928
3 17 988 58.118 1473.485 38.386
TINHTHAN Mindimum 25%ile Median 75%ile Maximum  Mcde
1 15.000 20.000 27.000 42.000 122.000 21.000
2 17.000 35.500 72.000 96.500 210.000 72.000
3 12.000 27.000 59.000 78.000 143.000 12.000
RANOVA
(For normally distributed data only)
Variation 58 - df MS F statistic p-value
Between 7992 .543 2 3996.272 2.272 0.110767
Within 121365.401 69 1758.919
Total 129357.944 71

Bartlett's test for homogeneity of variance
Bartlett's chi square = 0.551 deg freedam = 2 p-value = 0.759208

The variances are homogeneous with 95% confidence.
If samples are also normally distributed, ANOVA results can be used.

Kruskal-Wallis One Way Analysis of Variance

Kruskal-Wallis H (equivalent to Chi square) = 8.655
Degrees of freedom = 2
p value = 0.059161
Lugng SGPT
Trang thai tinh thin n trung binh  phudng sai  d6 lech chuén
Tinh tao 11 42.000 1481.200 38.486
Tién hon mé 44 70.909 1929.712 43.928
Ho6n mé 17 58.118 1473.485 38.386
Tri s6 p cua Bartlett's test: p-value = 0.759208.
Tri s6 p caa ANOVA test: p-value = 0.110767.

Phuong sai cua lugng SGPT & ba nhém cta trang thai tinh than: Tinh tao,
Tién hén mé, Hén mé la khac biét khéng ¢6 y nghia théong ké (p = 0.759208).
Ludng SGPT trung binh_ ¢ ba nhém ciing khac biét khéng c6 y nghia théng ké
(p = 0.110767).
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2. LENH REGRESS - TUONG QUAN HOI QUY TUYEN TINH
(Linear regression)
Cu phap: REGRESS  <bién phu thudc> <bién doc lap>
Lénh REGRESS - trong truong hop don gian nhét — dude dung dé tinh tuong
quan héi quy tuyén tinh giita bién phu thudc Y va bién doc lap X theo dang
phuong trinh Y=aX+b. May sé dua ra két qua tinh hé s6 tuong quan r va hé s6
tuong quan binh phuong r*2 (Correlation coefficient), hé s& a (coefficient) va hé s6
b (Y — Intercept) cua phuong trinh.
Ngoai ra léenh REGRESS con dude dung dé tinh hdi quy da bién, nhung ta
khéng gidi thiéu ¢ day.
Vi du: Dé tinh tuong quan héi quy tuyén tinh gitia lugng SGOT (bién X) va
lugng SGPT (bién Y), ta dung lénh:
SELECT SGPT>0 AND SGOT>0 .
REGRESS SGPT SGOT J

Duge két qua sau:

coefficient: r =079 r"2=0.62
95% confidence limits: 0.45 < r"2 < 0.74
Source daf Sum of Squares Mean Square  F-statistic
Regression 1 £6335.9083 66335.9083 110.96
Residuals 69 41249.2466 597.8152
Total 70 107585.1549
B Coefficients

B 95% confidence Partial
Variable Mean coefficient Lower Upper Std Error F-test
SGOT 47.5761 1.3727380 1.112760 1.632716 0.130316 110.9639
Y-Intercept -3.9010092

Vay SGOT va SGPT (n=70) c6 méi tudng quan tuyén tinh chét ché vi hé sé
tuong quan r = 0.79 hay r*2=0.62 va khoang tin ciy 95% cua r*2 khéng chia “0".
DPéng thoi khoang tin cay 95% cua hé s6 a (hé s6 cua bién SGOT) la [ 1.112760 —
1.632716 ] khong chua gia tri “0”, cing ching to phuong trinh ching ta dua ra la
¢6 ¥ nghia théng ké. Hé s§ a=1.3727380, hé s6 b=—3.9010092. Ta c6 thé biéu dién
m&i lién hé gitta SGPT va SGOT bang phuong trinh SGPT = 1.37 x SGOT - 3.90.
Tit phuong trinh nay khi biét lugng SGOT ctia mét bénh nhi hén mé gan ta ¢ thé
uéc lugng gan dung gia tri SGPT cua bénh nhi dé.

Trong trudng hdp r va r*2 nho hay la khoang tin cay 95% cua r"2 chia gia
tri “0”, lic d6 ta ciing thay khoang tin cay 95% cua hé s& a ciing chia gia tri “0”
nhu ¢ vi du duéi diy khi-tinh-tueng-quan-tuyén-tinh-gitia BC (bach cau) va TC
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(tiéu cAu). Két luan la khéng c6 mél tudng quan tuyén tinh gita BC va TC
(n=35), ta dung lénh:
SELECT BC>0 AND TC>0 J
REGRESS BC TC
Ta dudc két qua:

Correlation coefficient: r =0.26 x"2=0.07
95% confidence limits: -0.27 < r"2 < 0.39
Source df Sum of Squares Mean Square F-statistic
Regression 1 246.4063 246.4063 2.42
Residuals 34 3458.5501 101.7221
Total 35 3704.9564
B Coefficients

B 95% confidence Partial
Variable Mean coefficient Lower Upper std Erxrror F-test
TC 151.9444 0.0297580 -0.009099 0.068615 0.019120 2.4223
Y-Intercept 12.3478816

CAU HOI LUQONG GIA

1. D& x6t méi tuong quan giia mét bién dinh lugng va mdt bién dinh tinh, ta
chon lénh nao trong cac lénh sau:
a) VARIABLES
b) TABLES
¢) SELECT
d) MEANS
2. Dé so sanh ludng héng cau (HC) giita 2 gidi (G1O0I), hay chon cau lénh ding:
a) TABLES HC GIOI
b) TABLES GIOI HC
¢) MEANS GIOI HC
d) MEANS HC GIOI
3. Cu phap léenh MEANS <bién1> <bién2>, bién 1 va bién 2 phai la:
a) Bién 1 va bién 2 12 bién dinh ludng.
b) Bién 1 va bién 2 la bién dinh tinh.
¢) Bién 1 1a bién dinh tinh, bién 2 la bién dinh lugng.
d) Bién 1 la bigmdiahuonpbién 2|12 bién dinh tinh.
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4. Dé tim dugc P so sanh phuong sai va P so sanh trung binh, st dung lénh

nao trong cac lénh sau;:
a) FREQ
b) TABLES
c¢) REGRESS
d) MEANS

BAI TAP VA THUC HANH

Bai 4.1: Trong tap tin VIEMGAN.REC, hay:

a) Tinh trung binh, phuong sai va d6 léch cua luong SGPT, SGOT,

BLTP, BLTT.

b) So sanh SGPT cua hai nhém bénh nhén c6 xudt huyét va khéng c6

xuét huyét.

¢) So sanh SGOT cua hai nhém bénh nhan hén mé gan do bénh c&p tinh

va hon mé gan do bénh man tinh.
d) Tinh tuong quan gitda BLTP va BLTT.

Bai 4.2: Theo doi ddu hiéu viém khép khi diéu tri (DT) bénh nhan viém da

khdp thu dudc sd liéu sau:

Trute BT 3216 7112548 15]18]1s ,
Sau 1thang BT 324 6 (10| 5| 4|8 /14]18]13
Sau 2 thang BT 2 10| 4 71324 ]10]1s J

(tiép)Trude BT 20|16 |8 [15]17 161815 9 | 13
(tiép) Sau 1 thang BT 1815 9 | 1415|144 20| 15| 8 | 12
(tiép) Sau 2 thang DT 151378 [1w0]1217]13]7]0

a) Tinh cac tham s6 XS caa 3 day 6 liéu: trude diéu tri,

DT, sau 2 thang DT.

sau 1 thang

b) Tinh cac tham s& Z% S ciia chénh léch trude DT va sau 1 thang DT, cua
trude DT va sau 2 thang DT, cia sau 1 thang DT va sau 2 thang DT.
¢) Hay so sanh titng cap cua s6 khdp viém trude DT va sau 1 thang DT,
cua trude DT va sau 2 thang DT, cla sau 1 thang DT va sau 2 thang
DT dé danh gia hiéu-gua-cua phugng phap, died tri.
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Bai 4.3: Diéu tri s6t rét bing 4 cach. Theo dbi thai gian hét KST s6t rét trong
mau (gid) cua titng bénh nhan thu dude s6 liéu sau:

Cach1 18
Cach2 38
Cach3 36
Cach4 36

a7
41
48
38

46
411
50
40

46
42
52
42

46
43.1
58
48

50.5
441
60
60

61.5
452
60
62

a) Tinh cac tham sé X 1S cla ting cach diéu tri.

b) Hay so sanh trung binh cua 2 trong 4 cach véi nhau.

78
50
68
70

¢) Hay so sanh 4 gia tri trung binh cta 4 cach diéu tri.

84.5
50
74
72

90
52
74
72
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