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l. YEU CAU
1.1. Thiét bi
May tinh, may chup tai liéu (Scan hoac may photocopy).

1.2. Luu trir va sao chup tai liéu

Doi véi dit ligu bao mat:

- Sir dung cac thiét bi luu trir nhu: 6 cing may tinh, USB, 6 cing ngoai
hoic cac thiét bj luu trit khac két ndi Internet.

- Khong str dung dién thoai thong minh dé sao chuyp tai liéu.

1.2. Phan mém sir dung
MS Office, Foxit Reader, PDFMate Free PDF Merger, PaperScan
Scanner Software 1.8.8 Free Editor.

1.3. Tiéu chuin dir liéu thong tin diu vao ciia s6 héa hd so

* Tai lidu heu triv dién e dwoC 6 héa tir tai ligu giay.

+ Dung filebinh dang Portable Document Format (.pdf) phién ban tir 1.4
tré 1én;

+ Anh mauJPEG Joint Photographic Expert Group (.jpg):anh GIF v89a
Graphic Interchange (.gif) dung phién ban 89a; TIFF Tag Image File (.tif) PNG
Portable Network Graphics (.png).

+ Do phan giai toi thiéu: 200dpi;

+ Ty 1é 56 hoa: 100%;

+ Hinh thurc chir ky s6 ciia co quan, t6 chuc quan 1y tai liéu luu trit s6 hoa:

- Vi tri: Goc trén, bén phai, trang dau tai liéu;

- Hinh anh: Dau cia co quan, t6 chirc, mau d6, kich thudc bang kich
thudc thyuc té cua dau, dinh dang Portable Network Graphics (.png).

- Thong tin: Tén co quan, to chuc, thoi gian ky (ngdy, thang, nim; gio,
phut, gidy; mui gid Viét Nam theo Tiéu chuan 1SO 8601).

+ Tén file: gdm ma ho so va s6 thir ty van ban trong ho so, cach nhau boi
dau cham.

* Tai liéu anh

+ Dbinh dang: JPEG;

+ Do phan giai toi thiéu: 200 dpi.

* Tai lieu phim anh

+ Dbinh dang: MPEG-4, .avi, .wmv;



+ Bit rate t6i thiéu: 1500 kbps.

* Tai lieu am thanh

+ Dinh dang: .mp3, .wma;

+ Bit rate t4i thiéu: 128 kbps.

* Dit liéu thong tin dau vao cua sé hoa hd so theo tiéu chuan ky thuat vé
ing dung cong nghé thong tin trong co quan nha nudc quy dinh tai Thong tu s6
39/2017/TT-BTTTT ngay 15 thang 12 nam 2017 cua B truéng Bo Thong tin va
Truyén thong.

* Dir liéu dac ta cuda tai li€u luu trit quy dinh tai Phu luc I Thong tu nay.

I1. SUDUNG CAC PHAN MEM

2.1. Quét hd so sang file pdf tir may scan

Dung phan mém mién phi PaperScan Scanner hozc phan mém kém theo
may Scan.Dudi ddy 1a huéng din phan mémPaperScan Scanner:

Buéc 1:Download phan mém PaperScan Scanner Software 1.8.8 Free
Editor.

Buwéc 2:M& phan mém scan.
L PaperScan Scanner Software 1.8.8 Free Edition

Fie Edk View Devices Options Tools Help

LBS&@ni i+ 3 x (80

DEAB D ™ |

How to Scan Documents

Budéc 3: Diéu chinh cai dit may scan



-

Paper size: 85 11.69 inches

|ia;uasawm;3

75 v/

SNNing

Brightness 0

[ Batchimage Processing.. |

Bam chon nat Black & While diéu chinh ché do quét tai liéu den trang
hoac mau.

Diéu chinh mot s6 cai dt can thiét trude khi scan tai liéu. Mot s6 tai lieu
chi can scan den tring, nhung mot s6 tai liéu khac yéu cau scan ca dau nén dé
ché d6 in mau. Khi d6 md cai dit may scan va diéu chinh cho phu hop véi yéu
cau.

Buoérc 4:

Sau khi da hoan tat qua trinh cai dit va chinh sta, nhin chon niit Scan
trén phan mém hozc nit Scan trén may scan dé bat dau scan tai liéu.

X000 w850 B3.44Kb
Y¥:000 H1163

ENR <« < h»» )
Wi

Bwoc 5:
Diéu chinh thém néu can thiét. Vi dunhu thay d6i huéng cua hinh anh,....



—_—
S prinaet an3 MERATR
dagaesn o

PRI 1

WL WL T R |

BANVNN D BIND 1| ey e AN T

LY

WS T

y

Chu ¥ dén dinh dang file theo qui dinh trén.

dd 4 1 p PP

ents

uter

l File name:

]

ork Save as type:

TIFF Image
JBIG2 Image
PEG

IPEG 2000
PNG >

e ETEET

2.2. Quét ho so sang file pdf tir may photocopy
Buwéc 1:Dit ho so vao may photocopy.
Buwéc 2:Bam nat Scanner, man hinh xuét hién cia so:




Buwéc 3:bam chon Scan Settings. Xuit hién ctra s6:

Budéc 4: BAm chon tab Scan Type.
Buwéc 5:Chon cac ché do quét.
- Chon Full Color: Text/Photo dé quét tai liéu ca vin ban va hinh
anh. ..
Budc 6: Bam chon tab Resolution. Man hinh xuét hién cia sb:

Bwéc 7: Chon d phan giai can quét.
Buéc 8: bam chon OK. Man hinh xuét hién cira so:



Budc 10:
Néu chi quét 1 trang hd so, thi chon PDF & dong Single Page.
Néu quét nhiéu trang ho so, thi chon PDF & dong Multi-page.
Sau do kich chon nuat File Name.

Man hinh xuét hién cia s6:




Bwérc 11:
Nhap tén file pdf can luu.

2
A

Man hinh xuét hién cua s6:

Buéc 12: Kich chon muc Tab Folder dé chon thu muc luu file.

2.3. Cit file PDF Sir dung phan mém FOXIT READER
Bworc 1:

Bat Foxit Reader, chon Open va tim dén file PDF can cit.
[65)  n: oY v —

s BsHSTNOOs g din gan g ordre et - Fot Reader s o B m
" & ~
% | P o a
;"_.)_A_mmvzw‘mmmm ey e @
=yOe TYCalum -@ ']‘/ Ll I o 2 @ (=
oen| T - O 5 fotate teft vV F U9 ") Bockmart
PRt - Tyoewniter  Note from o Irsert
> goe L (53 Aot Right U e B  opne -
Took Ve Commert Creats Profect Lres
St hengdingmtingod . X Yy
B evidoil it MR
» R
I = Copy dong chix s & & Store ID

[ Bude 1: Cai dat irng dung Ecwid vao
fanpage

* Trong Store chon “connect to the store” - din 1D
vir copy duge va dn Save

1‘4 s DpEE DHDE s -Q———O04~

Bwéc 2: Nhan Ctrl+P hoic kich chon biéu twong may in, nhu hinh sau:



http://taimienphi.vn/download-foxit-reader-doc-file-pdf-7

I o

2= &=

) T |

Vi, L Dentact Share
Print Ctrl+P

Click to print the PDF file or pages

from the PDF file

138.signed.pdf - Foxit Reader

Connect Help Extras ) Tell me what you want to 1

=, | 116.18% | &, TI —l— _D |
] Rotate Left |

Hand Select Reflow —, . Typewriter Highlight = From
. R [% Rotate Right Fle
Tools View Comment Create
Start 138.signed.pdf x
]
Print ¥
Hame: NPI2B7343 (HP Laserlet M402dn) - Properties
- ~ ) )
Copies: Collate [ Print as grayscale [JPrint 3s image [JBleed Marks
Preview Print Range
Zoom: 92.88% O current view [Cprint on both sides of paper
Document: 8.5 % 11.0 inch (O Current page Flip on long edge
Paper: 8.3x 11.7 inch
® allpages Flip on short edge
WP O pages: 1-39 Auto-Rotate
e Subset: All pages in range v [ Auto-Center
O Reverse pages
Print Handling Orientation
Tile Large Multiple Pages ® portrait
= P Per Sheet
S erohee O Landscape
CiNone Print What
@ Fit to printer margins Document and markups ~
(O Reduce to printer margins Summarize Comments
O Custom scale
Output
] = [ choose paper source by PDF page size )
Page 1 of 38 [ simulate Qverprinting
Advanced Cancel

Chinh céc thong sb nhu sau:

- Muc Name: Chon dong “Foxit Reader PDF Printer”

- MuycPage: Tai day néu muén cit lay tir trang 1 dén trang 9 thi hay dién
vao 1a1-9. Con néu nhu mubn cat 1dy mot sé trang khong lién nhau thi dién vao
1a1,9. Tuc 1a cat lay trang s6 1 va trang sd 9 thoi. Hodc dién vao 1a 1-4, 8, tic 1a

s& lay tir trang s6 1 dén trang sb 4 va thém trang so 8 nira.

- Cuébi cung 4n OK

dé tién hanh cét.
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I Preg a8 rmoge
prot what
[Document and Marcos -
[ Summace Comments |
Preven
Zoome 109.67%
Dacument: 752100 nch
Papes: 8.5x11.0 noh
|
2
i<
=
22z
' Nooe h“g;
& £ 1o Pter Macgng 2z:3
2=2Z=
O Regoce to Printer Nasgns gsg
© Custom Scale £7:2
-
I hoose paer source by POF 5age sge =
4
¥ Auto-Rotate
¥ Auto-Center
| Adacced |

Budc 3:
Chon thu muc mudn luu:
Sau khi kich chon OK, man hinh xuét hién cta so:

bm»mw-wmm&’ - ol
MO P+ sexrch Resuits in DISI2.VOL2 D) »
Organaze v 0
Searches might be slow in non-indexed locations: D:\. Click to add to index... x
W Favorites e l A-PDF Creator li
B Desktop “ Ditook-ho-tro
o Devnlonds |, VeryPDF CHM to PDF Converter 20
| % RecentPlaces |z V' DA\du_ieu_viettv
4 Libraries ‘ PdfPages
2 - . \Able2Extract Professional
3 Doc - I D:\tool-ho-tro of 80\UNImages\ToolBox
o Music l PDF
= Pictures “ D\Noi dung CTV
l . Videos - l pdf ) ‘ ‘ 2
| File name:  hudng din gian hing onfine -
' Save as type: [PDF files ']

Chon duong dan dén thu muc can luu.
Tai myc File name: dit tén file pdf can luu.
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Sau do kich
Bworc 4:

chon Save.

Doi qua trinh cat file dién ra:

Progress

Printing 1 of 2 ;

30 %%

 Cancel

Cubi cung da co file PDF cat xong nhu ¥ mudn.

2.4. Ghép file PDFbiang phin mém PDFMate Free PDF Merger
Cai @it phan mém PDFMate Free PDF Merger
Chay phan mém PDFMate Free PDF Merger.

Kich chon Add Files.

@ PDFMate Free PDF Merger
i, »
=== | Add Files O | Add Folder
S| J L)
/ =, _—
| PDE\ T
) =l (i
TSN [ b FES
/ L
4k = " AddFiles |
Click the button named ""Add files"" on Configurate"Output Setting"
the top left corner to add pdf files or parameters.
photos

=)

| @EDMerge on $ Change Page Range... 4 Up § Down W Remove W Clear @) Upgrade

Click the button named ""Build"" on
the bottom right corner to merge pdf
files and photas in the listview

Chon nhitng file cin ghép.

= Open X
A <« DOCUM... » 50 HOAHO 50 v O Search SO HOA HO 50 pel

Organize » New folder = @
I This PC Name Date modified Type

B 2D Objects 5] file1.pdf 15/02/20194:24CH  PDF File

1 Desktop 1 file2.pdf 2019428 CH  PDFFile

= Documents 5] vel.pdf PDF File

@ PDFMate Free PDF Merger

[ol=[d]

Mudn thay d6i thu ty cac file pdf:
Chon dong hién thi file pdf.
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| 97| |2 | Add Files | #‘ih Add Folder | @EDMerge on ¥ Change Page Range... 4§ Up 4 Down T Remove T Clear @ Upgrade
Item | FileMame | Size | Total Page | Page Range
1 filel.pdf 446KB 1 All{Double click to change the page range)
2 file2.pdf 886KB 2 All{Double click to change the page range)




Chon Up (néu muén day 1én), Down (néu muén day xudng),
Remove (néu mudn xoa file) hoic chon Add Files néu muédn thém file pdf can
ghép.
Output File Name: chon Customize, sau d6 nhap tén file ghép.
Output Folder: chon thu muc chira file ghép.
Kich chon Build.
2.5. Panh diu viin ban trong file PDF
Buoc 1:
Trudc hét kich chudt phai vao file PDF rdi chon Open with va chon trinh
mo file 1a trinh duyét Microsoft Edge.

Ea Scan with Windows Defender...

Tty Convert to PDF in Foxit Reader

m convert Pdf to word

Open with >| € CécCéc
> ,ﬁ Foxit Reader 6.1, Best
E Google Chrome
" Google Chrome Can

(%] Microsoft Edge
O Opera Internet Brow
[Z) WPS Writer

Share with
B Add to archive...
g Add to "huong-dan-su-dung-phan-mem-smas.rar"
g Compress and email...
g Compress to "huong-dan-su-dung-phan-mem-smas.rar” and email

Restore previous versions

Cut [E] Search the Store

Buwéc 2:

Chon noi dung quan trong mudén danh dau rdi click chuot
chon Highlight trong danh sach hién ra. Sau d6 s& duoc chon nhiing mau dé
danh d4u vin ban.

‘@ VanBanGoc_TT39-2017. X | + ~~ —
I

-> O w @ HOAY - . B e e

BOQ THONG TIN VA TRUYEN THONG CONG HOA XA HOQI CHU NGHIA VIET NAM
- Poc ldp — Tu do — Hanh phac

$6: 39 2017/ TT-BTTIT Ha Noi, ngay J% thing g&nam 2017

O i -, THONG TU
Ban hanh Danh muc tiéu chuan k¥ thuit
vé irng dung céng nghé théng tin trong co quan nha nwéc

Can cir Luat Cong nghé thong tin ngay 29 thang 6 nam 2006,

Can cir Nghi dinh s6 6472007/ ND-CP ngav 10 thang 4 nam 2007 cuia
Chinh phi vé umng Highlight > 7 hoat dong cua co quan nha
e Yellow

Add a note
Can cir Ng | @ Green v 06 thing 11 nam 2009 cia

Chinh phu vé qua copy Light Blue théng tin sir dung nguén von
ngan sach nha me
: @® crink
Vihee e R R 2 2
) (arf cir Nghi dm{) so 17/2 'X)
Chinh phii quy dinh chirc nang, r. ">
Thong tin va Truyén thong;

17 thang 02 nam 2017 cua

None: 1an va co cau té chirc cua B

Theo dé nghi ciia Vu trieong Vu Khoa hoc va Céng nghé,
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Hoac khi nhan chon vao ndi dung can danh dau ciing s& xuat hién thanh
cong cu nho véi biéu tugng Highlight va ciing chon mau dé t6 cho ndi dung da
chon.

VanBanGoc_TT38-2017. X | &+

- O @ o Y 3=

BO THONG TIN VA TRUYEN THONG  CONG HOA XA HQI CHU NGHIA VIET NAM

$6: 39 72017 TT-BTTTT Ha Ngi, ngay }§ihdng f&nam 2017

= . .
RE i m THONGTU
Ban hanh Danh muc tiéu chuan k¥ thuat
vé g dung cong nghé théng tin trong co quan nha nwie

Can cir Lugt Cong nghé théng tin ngay 29 thang 6 nam 2006;

Can ctr Nghi dinh 56 64/2007/NP-CP ngay 10 thdang 4 nam 2007 ciia
Chinh phii vé tmg dung cong nghé thing tin trong hoat ding cia co quan nha
e,

W [ [y Vghidinh 56 102/2009/ND-CP ngay 06 thang 11 nam 2009 cua
Juan ly dau tu ing dung cong nghé thong tin su dung nguon von
in sdach nha nwoe;

Can cir Nghi dinh so 17/2017/ND-CP ngay 17 thang 02 nam 2017 cua
inh phii quy dinh chirc nang, nhiém vu, quyén han va co cau 16 chirc cua Bo
ong tin va Truyén thong;

Theo dé nghi cua Vu trieong Vu Khoa hoc va Céng nghé,

Bé trwong Bo Théng tin va Truyen thong ban hanh Thong tw quy dinh
® nh muc tiéu chuan ky thudt vé img dung cong nghé thong tin trong co quan

Buéc 3:
Cubi cung nhan Ctrl + S hodc nhan biéu tweng Save ¢ thanh cong cu trén
cung dé luu lai cac thay doi.

e

Save As (Ctrl+Shift+5)

= B B

Cung vai nhitng cong cu chinh stra file PDF trén trinh duyét Microsoft
Edge, cong cu Highlight s& gitip danh diu nhitng noi dung quan trong co trén
file.

2.6. Cit, ghép file Aam thanh bang phian mém Free MP3 Cutter Joiner

2.6.1. Cai dat chwong trinh

Tai phan mém Free MP3 Cutter Joiner

14



Cai dat chuong trinh Free MP3 Cutter Joiner: Nhan dup chudt vao file
cai dat da tai vé, sau d6 chi can gd phim Enter dé cai dat theo ché d6 mic dinh
ctia chuong trinh cho dén khi két thuc.

2.62. Sir dung chwong trinh dé cit, ghép file Gm thanh

2.6.2.1. Cdt am thanh

Budée 1: Sau khi tai va cai dat phan mém giao dién nhu hinh vé& -> kich
chon Add dé lwa chon file nhac can ghép:

¥ Free MP3 Cutter Joiner V10.8 m
MP3 Cutter | MP3 Joiner | how to use the software PMegage [Engish  ~|

kA Add

& Remove

N2 Help.

Start Point:  00:00:00.000 End Point: 00:00:00.000 Clip Time: 00:00:00.000

You can input time in edit control directly, format 00:00:00.000(hh:mm:ss.fff)

@ @ @ @ @ 00:00:00.000 / 00:00:00.000 @

Qutput: D:\ v

Browse | Find Target ==

Buédc 2: Lua chon dudng dan téi file can cat -> Open:
€5 Open e - i

QQ [/ < DATA (D) » ThuThuatPhanMem.vn ~ [ 42 |[ Search ThuThuatPhanMemvn 2 |

Organize New folder = ~ M @
= DATA (D) = = Title Contributing artists
| Recent Places

= Y€éu La "Tha Thu" (Em Ch... OnlyC
%5 Dropbox

T—— |i Yeu La Tha Thu - O... Yéu L3 "Tha Thu" (Em Ch... Ci)nlya '
= joraries B

<] Documents
&' Music
=/ Pictures

E Videos

m

& Computer
= WIN 7 (C:)
s DATA (D:)
- GIAI TRI (E2)

~ < " | »

File name: Yeula Tha Thu - Only C - Copy - [AII audio files VJ

ThUThuat [ Vi - ! [ Open ] [ Cancel ]

Buwéc 3: Kich chon Play d¢é mo file 4m thanh -> néu muén cit doan 4m
thanh bat dau tr vi tri nao kich chon biéu tuong Set Start point:

15



¥ Free MP3 Cutter Joiner V10.8 B
MP3 Cutter | MP3 Joiner how to use the software language |English

~# Renow

Start Point:  00:01:34.26!

End Point: 00:04:33.144 Clip Time:  [00:02:58.879

You can input time in edit con irectly, format 00:00:00.000(hh:mm:ss.fff)
@ @ @ @ 00:01:49.116 / 00:04:33.545 @

Output:  D:\ ~ (Browse |Find Target S

Budc 4: Dé lwa chon vi tri két thac cua doan am thanh can cat kich chon

biéu twong Set End Point -> dugc doan 4m thanh can cét (ngoai ra c6 thé nhap

s6 phut twong tmg doan nhac can cét trong muc EndPoint):

¥ Free MP3 Cutter Joiner V10.8 =l

MP3 Cutter | MP3 Joiner how to use the software language (Engish  ~
'\.;Qi'/. quf’
\,? Help
R LA

Start Point:  00:01:34.265  EndWoint: 00:02:04.948 Clip Time: {00:00:30.683

You can input time in edit control dire rmat 00:00:00.000(hh:mm:ss.fff)

@ @ @ @ 00:02:08.334 [ 00:04:33.545
s v (Browe (Find Target)

Buée 5: Kich chon Browse Iya chon vi tri luu file sau khi d3 cit:

16



c""ﬁ Free MP3 Cutter Joiner V10.8 onlnsh

MP3 Cutter | MP3 Joiner how to use the software language |English -

i Add

Start Point:  00:00:00.000  End Point: 00:00:00.000 Clip Time: ~ 00:00:00.000

You can input time in edit control directly, format 00:00:00.000(hh:mm:ss.fff)

®@®OO ®

Output: | v (Browse) (Find Target) <

:00.000 / 00:00:00.000

/

Buée 6: Kich chon Start thuc hién viéc cét nhac -> hop thoai thong bao
cit nhac thanh cong kich chon OK:

¥52 Free MP3 Cutter Joiner V10.8 =t

MP3 Cutter | MP3 Joiner how to use the sofiware language |English -
& Add

>

L, 4 Alh ¢ l Free MP3 Cutter Joiner ‘ill

LIA Congratulations! file has pleted! ( \‘? Her

: i
Start Point:  00:01:34.265

683
You can input time in edit col
L ‘
@ @ ® @ @ 00:00:00.000 / 00:00:00.000

Output:  p:\ThuThuatPhanMem.vn v Browse Find Target

File nhac sau khi d3 cit duoc luu trong thu muc Output da chon.

2.6.2.2. Noi dm thanh
Buéc 1: Dé ghép 4m thanh, lya chon thé MP3 Joiner kich chon Add:
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E“S}* Free MP3 Cutter Joiner V10.8 —

[

how to use the software

MP3 Cutter| MP3 Joiner

[T Source

Begin Time End Time Status

Buéc 2: Lua chon cac file nhac can ghép -> kich chon Open:

language |English v

¥ Open

() [ « DATA®) » ThuThuatPhanMem.vn v [ 42
= E— — _—

0

E] Documents
J’ Music

[ Pictures
B Videos

m

Organize v New folder =~ 0 @
a DATA (D) *  Name : # Title Contributing artists
2| Recent Places ‘ = = — = =

7 | 4] ThirTha [ém loi.mp3 Yéu La "Tha Thu" (Em Ch... OnlyC
%# Dropbox |
| Yeu La Tha Thu - O...
=SV ¢ YeulaTha Thu- O...
a Libraries X e .
|#] YeulaTha Thu - O... Yéu La "Tha Thu" (Em Ch... OnlyC

Buée 3: Cac file am thanh can ghép duoc tai 1én thanh cong. Truong hop

mudn thay ddi vi tri luu file Output thi c¢é thé lua chon lai
chon Start bat dau qué trinh ghép 4m thanh:

-> kich

I |ml=k

¥ Free MP3 Cutter Joiner V10.8

how to use the software

| MP3 Cy7/&F! MP3 Joiner language |English v
BA\Y/.

Jurce Begin Time End Time Status
D:\ThuThuatPhanMem.vn\Yeu La Tha ... 00:00:00.000 00:04:33.144 Ready \
D:\ThuThuatPhanMem.vn\Th{ Tha ... 00:00:00.000 00:04:33.144 Ready g Add o

y A A A 5 1.
Budc 4: Phan mém ty dong xu ly:
¥ Free MP3 Cutter Joiner V10.8 =]l
MP3 Cutter| M oiner | how to use the software language |English -
¥ Source Begin Time End Time Status
D:\ThuThuatPhanM n\Yeu La Tha ... 00:00:00.000 00:04:33.144 Ready
D:\ThuThuatPhanM \Th& Tha B... 00:00:00.000 00:04:33.144 Ready

Free MP3 Cutter Joiner

Current File: D:AThuThuatPhanMem.vn\Yeu La Tha Thu - Only C - Copy.mp3
Total file(s): O file finished / total 2 File(s)

OQutput:  D:\ThuThuatPhanMem.vn | Browse | Find Target
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Buwde 5: Qua trinh ghép am thanh thanh cong kich chon OK.

|
Y5 Free MP3 Cutter Joiner V10.8 =R
MP3 Cutter Efrv'{éﬁ’ja{n;ﬂ how to use the software language [Engugh -]
[T Source Begin Time End Time Status
D:\ThuThuatPhanMem.vn\Yeu La Tha ... 00:00:00.000 00:04:33.144 compl... a
V| D:\ThuThuatPhanMem.vn\Th(* Tha ... 00:00:00.000 00:04:33.144 Ready a Add
Free MP3 Cutter Joiner = -
& Remove
! Congratulations! file completed! 9 Setting
OK
>
OQutput:  D:\ThuThuatPhanMem.vn v Browse Find Target -

Cudi cung vao dudng dan trong thu muc Output da chon dé moé file 4m
thanh da ghép.

2.7. Cit ghép file video biang phan mém Free Video Cutter Joiner

2.1.1. Cai dat chwong trinh

Download phan mém Free Video Cutter Joiner V4.0

Cai dat chuong trinh Free Video Cutter Joiner: Nhan dup chudt vao file
cai dat, sau d6 chi can gd phim Enter dé cai dit theo ché do mic dinh cua
chuong trinh cho dén khi két thuc.

2.7.2. Sir dung chwong trinh dé cit, ghép file Video

2.7.2.1. Cat file video

Khoi dong chuong trinh Free Video Cutter Joiner V4.0

Chon thé Video Cutter (1-Hinh 1)

Chon biéu tuong dau + dé chon file Video mudn cat (2- Hinh 1)

23§ Free Video Cutter Joiner V10.4

video Cutter | video Joiner| how to use the software language |English vl

.
_

(2)

Start Point:
00:00:00.000

+ © OO

End Point:
00:00:00.000

00:00:00:000 / 00:00:00:000

Duration:

00:00:00.000

Hinh 1
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Sau khi file Video d& dugc nap vao phan mém dé thuc hién thao tac (Hinh
2), hdy dé y dén céc thong sb nhu sau:

Start point: Hién thi thoi gian bit ddu mudn tach video.

End point: Hién thi thoi gian két thuc ctia doan video can tach.

Duration: Hién thi tong thoi gian ctia doan Video can tach.

Chon biéu bAm vao thanh truot hinh anh dé di chuyén dén doan dau cua
video muén tach (theo ddi cing voi End point dé dit thoi gian chinh xac), bdm
vao nit N1 danh diu doan bit dau cit video (Hinh 2), sau do tiép tuc truot thanh
truot hinh anh dén doan két thiic cua doan video mudn cit va bAm nat N2 (Hinh
2). Bam vao nit N3 (Hinh 2) dé thyuc hién cit, tach ra doan video mudn lay.

[l Free Video Cutter Joiner V10.4 [E‘_lﬁ
Video Cutter ﬂ/ideo Joiner | how to use the software lnguage |English ~
Hidn || Truot || Nat || Nt (N1) [ (N2) g Hien &8 4,
thi || xem nap xem || dénh [f dénh Qg thi R ;o il
thoi | hinh ff file @ file [ dau 8 dau gy thoi @ gl (N3)
gian anh moi goc doan d?an glan cua cat
bat theo de su bang gi‘t ke? . ke,t file doan
sy [ tho dung | cira ) ;‘t“ E}I“C :}_lluc sau Il file
: gian SO = e e khi
cat maoi cat cat cht

Left-cligk to drag the slider Mar to locatgQuickly

00:00:51.277 | 00423:44.381

Duration:
00:23:44.381

Hinh 2

Start Point) End Point:
00:00:00.00 00:23:44.381

Khi bam nat N3, cira s6 mdi s& xuét hién (Hinh 3), chon ché d6 Profile
mac dinh (1.Direct Cut...), tai 6 Output bam Browse dé chon thu muc luu file
moi, tiép tuc chon 6 File name dé dat tén cho file mdi va bam nut N1 (Start
Cut) dé hoan thanh.

Tiép tuc thuc hién tuong tu cho nhitng doan video can tach tiép theo.
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-
Free Wideo Cutter Joiner lﬁ

Profile:

@) 1.Direct Cut{Mo-re-encoding mode, very fast, but do not support RMVEB format)

0 2. Indirect Cut{Re-encoding mode, slow, but support all most video formats)
Video Format

MP4 - (MPEG4 AAC) MPEG (*.mp-3)
Video Quality Video Size
3000 kbps F20%2490
Frame Rate

same as original file

Audio Quality Sample Rate

128 kbps 43100 Hz

Mote: If video file hawve pr| N x
Chon duong dan luu file

Cutput
sheur vioeo

Fil= Name
FILE MALl CAT GHEF VIDEO

E MNo. 2 indirect cut

N1 Bim dé hoan thanh

¢ ‘ Start Cut

Hinh 3

2.1.2.2. Ghép cac doan Video

Khoi dong chuong trinh, chon thé Video Joiner (Hinh 4) dé mé cia sb
thao tac.

Tai ctra sO moi, bAm vao biéu tuong dau “+” (nit N1) dé mé duong dan
dén thu muc chua cac file video can ndi lai. Sau do tich vao cac file can ndi
(Luu y dat tén file géc theo thir ty dé co6 thé ndi tuan tu gifta cac file), tiép tuc
bam nat Join (nat N2) dé thuc hién ndi cac file video

[l Free Video Cutter Joiner V10.4 I. = o S
Video Cutter | Video Joiner how to use the software language |English -
¥ Source file Video ... Duration Vide:

G:\CUT VIDEOA2.FILE MAL CAT GHEP WVIDED 2 (1).mp4 mp< 00:03:16.600 128C
G:\CUT VIDEDAZ.FILE MAL CAT GHEP WVIDED 2 (2).mp4 mp4 00:04:09.280 128C
G:\CUT VIDEO\Z.FILE MAL CAT GHEP WIDEO 2 (3).mp< mp< 00:09:11.240 128C

N1 Chon cac file
video can noi

N2 Bim dé thuc hién [ | :..

ndi video

L g
X

Hinh 4
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Khi cira s6 méi xuét hién (Hinh 5), thao tac tiép tuc chon thu muc Iuu file
d3 ndi & 6 Output va dit tén file moi ndi tai 6 File Name twong ty nhu phan cit
video. Sau d6, bam Start Join dé hoan thanh viéc ndi file.

Mote: If video file hawve problem with Mo. 1 direct join, please choice Mo. 2 indirect join

Output N1 Chon thu muc <«
creur oes e
File Mame

—» N2 Dat tén cho file

joined-all

N3 Bém dé thyc hién | S |
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2.8. Tim kiém toan viin ciia viin ban trong cac file ho so
+ Sir dung cdng cu tim kiém mic dinh ciia Windows

Mic dinh, Windows chi hd tro nguoi dung tim kiém tén tap tin hodc dinh
dang, tuy nhién, n6 con c6 chlrc nang tim ca ndi dung bén trong tap tin ma
khong phai ai cling biét cach kich hoat. Bé 1am duoc viéc nay, dau tién can nhap
vao tir khoa indexing options, kich tiép vao nut Advanced va chuyén sang thé
File Types. Néu dinh dang tap tin can tim khéng c6 trong danh sach nay (chéng
han .doc hay .docx), hdy nhap tén cua n6 vao khung nhé va nhan Add dé thém
vao. Sau d6, danh diu chon vao 6 Index Properties and File Contents dé
Windows tim kiém ca cac ndi dung ben trong tap tin.

- . Reasng, _——
‘ + Indesng Options X ' »-:-—»__-: "
1. 109 items indexed )
("lg - Indexing complete, !
- [
| Advanced Options X
Index these locations:
Index Settngs | Fie Types
rocatins Extension Filter Description N
~ X
£ |Internet Explorer History =
@ofﬁm Files I ijg File Properties fiter
Start Menu L!J !deoc Microsoft Office Filter
Users L_} B docm Office Open XML Format Word Filter
ﬂndoa'nhtml File Properties fiter
:]8 |docx Office Open XML Format Word Filter
V] &3 ool File Properties fiter
V] 8% dochtml File Properties fiter
I | |dos Plan Text Filter
(¥] 89 | ot Microsoft Office Fiter
V] 8 rdotm File Properties fiter
V] dotx Office Open XML Format Word Filter
(V] & | dothtm! File Properties fiter
Vil day File Properties fiter
A s, G 0, oy T Y
Modify QAd'vonced l How should this file be indexed?

() Index Properties Only
(®) Index Properties and Fie Contents

How doss ndexing affect searches?
Troubleshoot search and indexing

Add new extension to list:

Bén canh d6, ciing c6 thé budc Windows ludn ludn tim kiém cac ndi dung tap
tin d6i voi timg thuy muc cu thé trén may tinh (chang han nhu Documents). Dau
tién can truy cap vao thu muc d6, giit im nat Alt va nhap vao menu Tools >
Folder options (d6i vai Windows 7 tré xudng), con Windows 8 trd 1én thi nhan
vao menu View > Options, sau d6 chuyén sang thé Search va danh dau chon vao
6 Always search file names and contents.

23
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.

L7 (1) Docusmants

n Home Share View

‘ G THPreviewpane  [F] Bara baege icons e Latge icons . ; ZEI [E]r [ ttem check boxes ) :]?
TWoetailspane T2 Messumicons [ smanicons - ;" [{ii= 4 File name extensions =
Nevigat: — 7. " ' Hige select
Y 88 ust £E= Detais T owy £ O Higdenitems o b
Panes Layout Carrent view Show/hide
« v N B> ThisPC > Documents v O Search Documents L
% Quick access ~  Name 3 Date modied Type Size
B Desiacp <+ % Defaultsdp 04/05/2015 23:05 Remate Desitep . 0KB
™ Documents 85 My New Appaccéd 05/05/2015 14:33 Microsoft Access 340 KB
¥ Downloads =
& Pictures Folder Options X
. OneDrive Generdl | View | Seach
B ThispC Hom to search
2 Desit [7] Dont use the index when searching i file folders for system
B Vestiop fles fsaarches might taie korger)
1 Documents
& Downloads When searching nonndexed locations
P Mausic ¥ Incude system dractones
= [ Incude compressed fies P, CAS.)
& Pictures Vi warys saarch fle names snd corterts ths mght take
) Videos zeverd mnutes)
&y Windows (C:)
o8 OVD Drive (D3 )_, =
2items ;gi_l.l -
1 r

+ Swr dung tién ich Agent Ransack

Agent Ransack khong phai 1a chuong trinh duy nhét hd trg tinh ning tim
kiém noi dung bén trong tap tin, nhung né noi bat hon ca nhd kha nang tuong
thich voi nhiéu hé théong va d& sia dung. Co6 thé tai tai
https://www.mythicsoft.com/agentransack (tuong thich Windows XP tré 1én).

7—! o AP
|7 12 Fes feund - [Searche RAM in C:\Uters\hoshoabes\Downloads\)
4, File Edit View Seach Tools Window Help

DEAGBD »ue MR #® D

Fée name:

Contaning text: RaM

Logkinc Coisers heahoahoa Downicads|
Seef®) v > ¢ <l o Modfed: | After: Tocey ) Bafore:| Today
Name Locaton Sqe Mts q Summary 4
¥ Amys_standalone 0.1, C\Users\hoshoshos\Domnloads) 309K8 1 A Clitesrsthoghoghog Downioads'ian ché vidc sade pin v b nhé cua Chrome g0
= Han chE vigc ol plo. C\Usen)\hoahoshox\Downloads R 5 Nhidy ngudt Km udng r3ng Khi chiing ta 86ng trinh Suyt T moi thi xem
1] Setupodt en-us_Profe... C\Users\hoshoshoa\Downloads\ 258568 12 7 ©lubén, zan nhdp chubt phai vao manu ¥ieh cuydt vi chon Task Manager
¥ WLAN Optimizer_0_21... C:\Users\hoshoahca'\Downloads) ST3NB 1 15 Vidcmi nhidutab 5§ ihedn cho dung heong RAM 24 chidm dung va CPU gt
W AmyiChoce.on ~Mys_standaicne 0.1.0.1\ 108K 0 17 Néu chi ciin nhing tinh ndng co ban va khdng nhit thife phii sir dunyg cie
_ AmysChoice. e condiy _\Anvys_standalone 0.1.0.1\ %8 1
2% AmysChoxce.resource... C\Users\hoahoa. \sv-SE\ 1068 15
5 mavem0.d8 ~\WLAN Optimizer_0_21 Alpha\, 0KB W
& mavepi0.t ~\WLAN Optimizer 0,21 Alphal S60KB 3
= maver90.dl ~\WLAN Optimizer 0_21 Alpha\ e 2
@ WLAN Optinvzerexe  _\WLAN Optimizer_0_21 Alpha\ 078 $
A AgentRansack 228.exe  Ci\Users\hoshoshod\Downloads\ 1359358 11 v . $
< >
Ready Found: 12 items (26,31 MB) Sefected: 1 item (6.74 ME) Search time < 1 sec cap
T— ——

S

Giao dién caa chuong trinh kha don gian, dé tim kiém tén tap tin, chi can
nhap tr khoa vao khung File name, nguoc lai, muc Containing text s€ 1a noi dé
tim cac ndi dung bén trong tap tin. Lwu y, dé tiét kiém thoi gian, nén xac dinh
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cu thé thu muc chua tap tin d6 tai phan Look in (chang han nhu C:\ hay
D:\Data\Softwarq...), dong thc‘wiv su dupg thém cac bo loc vé dung lugng hoac
ngay chinh sua roi nhan Start dé bat dau. Toc do thyc thi cua chwong trinh kha
nhanh, khung bén trai s€ la noi hién thi cac tép tin tim dugc, trong khi khung
bén phai sé liét ké so dong c6 chira nhirng tur tim kiem.
2.9. Nhén dang van ban tiéng Viét tir file scan

Cai dat phan mém ABBYYFineReader.

Chay phan mém ABBYY FineReader.

Budc 1:

Tu muc Document language: chon ngon ngir Vietnamese.

Chon VietNam
G
E Document language:
ietnamese ‘

Buoérc 2:
Kich chon biéu tugng Open dé chon file dé scan.

Lg

wé‘ﬁ[e dacean
E Hi Full Color
Open Scan m Edit Image

IMAGE @] Read Page [ Analy

Buéc 3: Ban chon biéu twong Scan.

E Hil Full Color B D

Scan m Edit Image Read E

@ Read Page @ Analyze Page E Save |

Budc 4:
- Cho phan mém xir 1y nhan dién chir trong file anh da scan chuyén thanh
van ban.
2 m§
- Kich chon Save dé luu file van ban. s-

* Luu y: Hién nay c6 nhiéu dong may scan, photocopy da tich hop tinh
nang nhan dang vin ban, c6 thé dung tinh ning nay dé quét van ban gidy thanh
van ban dién tu.

I1l. LAP DANH MUC

Tai liéu hd so duoc s6 hoa duge dit tén, luu trit dam bao an toan thong tin
theo cip d6 duogc quy dinh tai Nghi dinh sé 85/2016/ND-CP ngay 01 thang 7
nam 2016 cia Chinh phii; Thong tu s 03/2017/TT-BTTTT ngay 24 thang 4
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nam 2017 cua Bo Thong tin va Truyén théng va theo Thong tu sb 02/2019/TT-
BNV ngay 24 thang 01 nam 2019 ctua B Noi vu.

Céc don vi c6 thé xay dung phan mém dé quan 1y sd hoa theo cac noi
dung cua Thong tu 02/2019/TT-BNV ngay 24 thang 01 nam 2019 cua B Noi
vu hoic st dung phan mém van phong nhu MS Word, MS Excel.

3.1. Cheén lién kiét file (word, excel, pdf) vao word

Budc 1:

M¢ file word chira lién két file can chen.

Buéc 2:Boi den doan vin ban can dit lién két

ront (] raragrapn (] STyIes la EQimng
.-2-.-1‘|‘§‘.‘1-.-1- RN RS PR SN RN SIS RIS ERIEE RIS - RIS = P IE L OIS LRI IS SR |-

Theo cong vin sb 135 ctia B Tai chinh.

Ghi am 1o khai.

Video hoi cung bi can:

Budc 3:
Kich chon menu Insert/Links/Hyperlink

MAU 50 HOA HO S0 .docx - Word 53}

Design Layout References Mailings Review  View Developer Foxit Reader PDF Forit PDF ~ © Tell me... Sig

B D E ,:‘é @I ,|:‘|Smarb\\rt aStore W E @m t’j [™] Header - |i| : gv

1 I Chart D Footer ~

Video hoi cung bi can:

Pages  Table  Pictures Online Shapes . . Wikipedia Online ' Links  Comment Text S
- - Dictures =~ & Screenshot~ & My Add-ins Video - [#] Page Mumber - Box~ =R
Tables lllustrations Add-ins Media Comments Header & Footer Text
L 12 -L-|-§-|-1‘|-2-|-]- A B B T B S D E ST LI S E P

t= > )

2 Mk y

Hyperlink Bookmark Cross-

N reference
] Links
N Add a Hyperlink (Ctrl+K)
- Create a link in your document for
. Theo Cﬁllg vin Sé 135 cua Bo Tai chinh quick access to webpages and files,
N P 3. . Hyperlinks can also take you to
] Ghi am 1oi khai. places in your document, such as
2 headings and bookmarks.
]| e Tell me more

Man hinh xuét hién cua s6:
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Insert Hyperlink ? b4

Link to: Text to display: Theo cong van sd 135 cda B Tai chinh, screenTip...
Look in: PDF v |2 Q)
Existing File
or Web Page E CV135BTC.PDF Bookmark...
Current e
Folder | =/ filel.pdf
@ file2.pdf Target Frame..,
Place in This
Document Browsed
Pages
Create Mew Recent
Document Files
Address: PDA\CWV135BTC.PDF e
E-mail
Address

Chon file can chén.

* Chu ¥

- File (hoic thu muc chtra file) can chén phai dit cung thu muc véi file
chira lién két.

- Pja chi cua lién két file 1a dia chi twong d6i (duoc tinh tir vi tri file dat
lién két dén file duogc chén).

3.2. Chén am thanh vao word

Budc 1: hién thi menu Developer.

Buéc 2:

Kich chon biéu twong miii tén & goc trai man hinh, nhw hinh sau:

Huong dan cat ghep pdf.dd

Mailings Review View

Mew

Times New ELiELis. == 49
Open
Past E=—=E "= i
we ¢ B I U o c=== 5 b
Clipboard & Email Paragraph F]
L 3. Quick Print S4B B T B
Print Preview and Print
Spelling & Grammar ua lién ket file 1a dia chi tuxc
v Undo ¢ chén).
v Redo anh vao word
Draw Table

-menu Developer.
Touch/Mouse Mode

More Commands...

Show Below the Ribbon
Customize Quick Access Toolbar

R R EERE R R R

Kich chon More Commands.
Xuét hién ctra so:
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Word Options

General
Display
) Choose commands from: (G
Proofing Popular Commands
Save
Language Accept Revision
F Add Table
Advanced = Align Left

Bullets

Center

Copy

Cut

Change List Level
Define Mew Mumber Format...
Delete

Draw Table

Draw Vertical Text Box
Email

Find

Fit to Window Width
Font

Font Color

Font Settings

Font Size

Customize Ribbon

Quick Access Toolbar

e
a

Add-Ins

Trust Center

YFERT

> O

Footnote
Format Painter
Grow Font
Hyperlink...
Insert Comment
Insert Page Section Breaks
Insert Picture
Insert Text Box

3
m

0>, w

3
1

Keyboard shortcuts: | Customize..

I-

I-

E'E Customize the Ribbon and keyboard shortcuts.

Customize the Rigbon: G
Main Tabs

Main Tabs

E ] Home
Clipboard
Font
Paragraph
Styles
Editing

A Insert

Design

References
Mailings
Review

] Foxit Reader PDF
[~ Foxit PDF
| Blog Post
Insert (Blog Post)
Outlining

] Background Removal v

New Tab New Group Rename...

Customizations: Reset = i

Irmport/Export ~

0K

Cancel

Kich chon muc Customize Ribbon, tich chon muc Developer.

Sau do kich chon OK.
Budéc 3:

bat con tré nhay vao vi tri can chén am thanh.

Kich chon menu Developer.

Tai muc Control kich chon biéu tuong Legacy Tools/ Kich chon

tugng More Controls. Nhu hinh sau:

MAL 50 HOA HO 50.docx - Word

Home Insert References Review View Foxit Reader PDF

Design

Layout Mailings Developer

! D 27 Record Macro ’ ﬁ¢ e Aa Az (= EH  BZ Design Mode E D
v
R L Pause Recording . o m ERE Properties X X
Visual Macros Add-  Word COM = XML Mapping Block Restric
Basic ! Macro Security ins  Add-Ins Add-Ins ESi- Group Pane Authors = Editing
Code Add-Ins Legacy Forms Mapping Protect
L |-Z-\-L-|-§-|-1‘|‘Z-| =R m{:{ ’:/53,\5 Bl oG o100 g cdle g 1200 1300 14
ActiveX Controls
~ Mkl A © L=
= Bo=g =i
N More Controls
) B Insert a control from the set of
] Theo cong vin s6 135 cia B Tai chi controls available on this computer.
B Ghi am loi khai.
o

Video hoi cung bi can:
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Xuét hién ctra so:

Mare Controls ? >

Systern Monitor Control 2
Tabular Data Control

TaskSymbol Class

Taxenomy Control

UmEvmControl Class

Y5TO FormRegionsHostX

Y5TO WinFormsHost Control

Windows Media Player

Windows Store Remote Desktop Client Control - version 1

WorkspaceBrokerfx Class W

Register Custom... Cancel

Chon muc Windows Media Player, kich chon OK.
Chon menu Developer/Controls/ Kich chon biéu twong Properties.
Xuét hién ctra so:

MAU 50 HOA HO 50

Properties n Layout  References  Mailings  Review  View [EEREERES

|WindowsMediaPli WindowsMediaPlay: v|' & [:= Aa fa (= 0H l!‘i,stigH Made [E
Alphabetic ' categorized ﬁ - B EIEF [ Properties

| d- Word COM — XML Mapping
(Custom) _ s AddIns Add-Ins | B8 i Pane
{Name) ‘WindowsMediaPlayer 1 K
enableContextMeny True Add-Ins Controls Mapping

1 |enabled True NIRRT R IR RS- I -E R IR - S I B IS U RISt
fullScreen False
Height 180

f |stretchToFit False

! |uiMode full

1 audlofhatveanh.mpB
Width 183,75

| ||windowlessvideo  False

20 cong vin s6 135 cia Bo Tai chinh.

i am loi khai.

=

: - H —=

Video hoi cung bi can:
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Tai muc Custom: Kich chon biéu tugng [...]. Xuat hién cta s6:

Windows Media Player Properties

General  Advanced

Source

Controls layout

Select a mode: Full {default) e

Player is embedded with the status window, seek bar, play/pause, stop, mute, next,
previous, fast forward, fast reverse, and voelume controls in addition to the video or

visualization window,

Playback options Yolurne settings
Auto start [ Mute
[]Stretch to fit Volume: Min I

] Play full screen

Play count: 1= Balance: L

Cancel

File Marne or URL: | audic\hatveanh.mp3 Browse...

Mamx

Apply

Tai muc File Name or URL: chon duong din dén file ghi 4m can

chén (cha y duong dan dén file ghi am chi dé duong din tuong doi).
Kich hay bé muc Auto start.
Kich chon OK.

Kich chon menu Developer/Controls kich chon muc Design Mode.

3.3. Cheén Video vao Word
bat con tro nhay vao vi tri can chén am thanh.
Kich chon menu Developer.

Tai muc Control kich chon biéu tuong Legacy Tools/ Kich chon biéu

tugng More Controls. Nhu hinh sau:
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MAL 50 HOA HO 50.docx - Word

Home Insert Design Layout References Mailings Review  View Developer Foxit Reader PDF

ﬂ Er .JRecord Macro .’ -I}Q ,;‘:* Aa A3 = E,Jg l'-‘_,_%,,’Dswgn Mode @ D

m ERE Properties

R Pause Recording i .
Visual Macros Add-  Word COM = XML Mapping Block Restric

Basic ! Macro Security ins  Add-Ins Add-Ins ESi- Group Pane Authors = Editing
Code Add-Ins Legacy Forms Mapping Protect
L |-2-\-L-|-§-|-1‘|‘Z-|-3-|-4-Dﬂﬂ'{é}\!a-l-9-\-10-|-11-|-1Z‘|‘13-|-14
ActiveX Controls
~ M A ©LdE
= Bo=g =i
'Z More Controls

B Insert a control from the set of
Theo cong vin s6 135 cia B Tai chi controls available on this computer.

Ghi am loi khai.

Video hoi cung bi can:

Pe3 002 el

Xuét hién ctra so:

Mare Controls ? >

Systern Monitor Control
Tabular Data Control
TaskSymbol Class
Taxonomy Control
UmEvmCeontrol Class

Y5TO FermRegionsHostX
V5TO WinFormsHost Control
Windows Media Player

Windows Store Rermnote Desktop Client Control - version 1

WorkspaceBrokerfy Class W

Eegister Custom... Cancel

Chon muc Windows Media Player, kich chon Ok.
Chon menu Developer/Controls/ Kich chon biéu twong Properties.
Xuét hién cira so:
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MAU S0 HOA HO S0.docx - Word

Properties n Layout References Mailings Review  View Developer

|Window5l‘-1ediaFlz WindowsMediaPlaye v|' “&I} f— Aa A3 = % gDslgn Mode [E
- Dj El & Properties

Alphabetic ' Categorized

3 d- Word COM _ AML Mappinc
(Custom) : s Add-Ins Add-Ins | 8 i 7 Pane.
{(MName) WindowsMediaPlayer1
enableContextMeny True Add-Ins Controls Mapping

L |lenabled True clep 2002300 040 o5 B T B 5o 10 1L
fullscreen False
Height 180

o ||stretchToFit False

| |uiMods full

1 C - cio /hatveanh.mp3

+ [width 183,75

| |windowlessVideo False
20 cOng vin sd 135 ciia B6 Tai chinh.

i am loi khai.

o H —e

Video hoi cung bi can:

@
@

Tai muc Custom: Kich chon biéu tuong [...]. Xuat hién cta s6:

Windows Media Player Properties >

General  Advanced

Source

File Mame or URL: | video'widecloikhai.mpd Browse..,

Controls layout
Select a mode: Full (default) e

Player is embedded with the status window, seek bar, play/pause, stop, mute, next,
previous, fast forward, fast reverse, and volume contrels in addition to the video or

visualization window,

Playback options Yolume settings
Muto start [ Mute
[ ] Stretch to fit Wolume: Min I Max

] Play full screen

Play count: 12 Balance: L ' R

Cancel Aoply

Tai muc File Name or URL: chon duong dan dén file ghi 4m can
chén (cha y duong dan dén file ghi am chi dé duong dan twong doi).
Kich hay bé muc Auto start.
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Kich chon OK.
Kich chon menu Developer/Controls kich chon muc Design Mode.
3.4. Chen file (word, Excel, pdf) vao Excel
Budc 1:M¢ file excel can chén file.
Buéc 2:Chon 6 can chen file.
Bwérc 3:
Chon menu Insert/Hyperlink.

Book1 - Excel = -

Page Layout Formulas Data Review View Developer Foxit PDF Q Tell me what you want to do... Sign in 2_ Share|

E‘? l“_“l ) 3 l'F? -2 M- I "@“ 14 Line = slicer 4 Q

[VE TR I i Column 3 Timeline

PivotTable Recommended Table llustrations Add-  Recommended . _ PivotChart 3D i Hyperlink Text Symbols
PivatTables = ins~ Charts ', - e 7"\ < B Map ~ EWmILﬂss = o
Tables Charts | Tours Sparklines Filters Links
B4 - £ || Cv1234/C-B ngay 17/8/2010 Add a Hyperlink (Ctri+K)
Create a link in your document for
A B C D quick access to webpages and files,
1 | 50 hoa ho so Hyperlinks can also take you to
2 places in your document.
3 T Cong vin, Quyét dinh lién quan Ghi dm Ghi hinh @ Tell me more
4 1|C'V 1234/C-B ngay 17/8/2010 Nguyén A kj nhay
5 2|CV 1234/C-B ngay 17/8/2011
6 3|CV 1234/C-B ngay 17/8/2012
7 4|CV 1234/C-B ngay 17/8/2013
8 5|CV 1234/C-B ngay 17/8/2014
9 6|CV 1234/C-B ngay 17/8/2015
10 7|CV 1234/C-B ngay 17/8/2016
11 8|CV 1234/C-B ngay 17/8/2017
12 9|CV 1234/C-B ngay 17/8/2018

Xuét hién ctra 6 ;

Insert Hyperlink 7 >
Link to: Text to display: | - Hoa ky nhay ScreenTip...
Look in: pdf w| |2 '{E‘i
Existing File _
or Web Page @ CV135BTC.PDF Bookmark...
Current E filel.ndf
Folder 2 fen.p
@ file2. pdf
Place in This
Document Browsed
Pages
Create New Recent
Document Files
@ Address: pdfifilel.pdf ~
E-mail
Address

Chon file can cheén, kich chon OK.
3.5. Chen file am thanh vao Excel
Budc 1: mo file excel can chén.
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Budc 2: hién thi menu Developer, bang cach:

Kich chon biéu twong mili tén & goc trai phia trén cua cira 6, kich chon
More Commands... nhu hinh sau:

Customize Quick Access Toolbar
New

B

Open

PivotTable Recommended Table

PivotTables
Tables

v Save
Ernail
Quick Print
Print Preview and Print
Spelling
v Undo

v Redo

TT

- =
Cﬂl]g var Sort Ascending

Sort Descending
Touch/Mouse Mode

More Commands...

CV 1234/C Show Below the Ribbon

CV 1234/C-B ngay 17/8/2011

Book1 - Excel

View

N TET
-1 I

i'i,(: :T: ;:i_: P\vot::hart

Charts (71
3/2010

C

Developer

Q Tell me what

[ Slicer By

x|

Ay
B3 Timeline g

Foxit PDF

E Line

E Column

=

3D Hyperlink =~ Text

EWW"LD;;
Sparklines

Map -

Tours Filters Links

D hoa ho so

Ghi dm

Ghi hinh

CV 1234/C-B ngay 17/8/2012

CV 1234/C-B ngay 17/8/2013

|~ @

CV 1234/C-B ngay 17/8/2014

CV 1234/C-B ngay 17/8/2015

10

CV 1234/C-B ngay 17/8/2016

11

CV 1234/C-B ngay 17/8/2017

Rt -1 IE T = SO I R I SNy P S )

CV 1234/C-B ngay 17/8/2018

13

—_
[=]

CV 1234/C-B ngay 17/8/2019

Xuét hién cua s6:

Save

Excel Options

General
Formulas

Proofing

Language
Advanced
Customize Ribbon

Cuick Access Toolbar
Add-Ins

Trust Center

E‘E Customize the Ribbon.

Lhoose commands from: &

Popular Commands

he
L]

Add or Remove Filters
All Chart Types...
Borders

Calculate Mow
Center

Conditional Formatting
Copy

Custom Sort...

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows
Email

Fill Color

Font

Font Color

Font Size

Format Cells

Format Painter
Freeze Panes

Increase Font Size
Insert Cells...

Insert Function...
Insert Picture

Insert Sheet Columns
Insert Sheet Rows
Insert Table

Macros

Merge & Center

)
Ex
%
A

E}*
5
Ex
[0
[
A

[~ =20 = e

=

=

Customize the Ribbon: G
Main Tabs ~

Main Tabs
Home

= [ Insert

Sparklines

Symbaols
Barcode

B4 Page Layout

[l Formulas

[ Foxit PDF
[ Background Remaval v

Mew Tab Mew Group Rename...

Customizations: Reset =

Import/Export ¥ |0

oK

Kich chon Customize Ribbon.
Tich chon muc Developer.
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Kich chon OK.

Buoc 3:

Chon 6 can dit file am thanh.
Budc 4.

H ©- 2l = Book1 - Excel

File Home Insert Page Layout Formulas Data Review View Developer Foxit PDF Q@ Tell me what you want &

\J DrﬂRamraMauu " 'l:;} E ﬁ b{'lﬁpmpemes E Map Properties [ Import

- Use Relative References 7 &l View Code

Ij Expansion Packs Export
Visual Macros Add-  Excel COM Insert Design

Basic ! Macro Security ins  Add-Ins Add-lns = Mode |4 Run Dialog Refresh Data
Code Add-Ins Form Controls XML

OEVMEE

ca - I ™ % %

A B ActiveX Controls D

1 s BB &

5 | e all=2l

3| TT Cong van, Quyét dinh lién quan Ghi Am | More Controls h

Insert a control from the set of
controls available on this computer,

4 1|/CV 1234/C-B ngay 17/8/2010

5 2|CV 1234/C-B ngay 17/8/2011

6 3|CV 1234/C-B ngay 17/8/2012

7 4|CV 1234/C-B ngay 17/8/2013

8 5|CV 1234/C-B ngay 17/8/2014

9 6|CV 1234/C-B ngay 17/8/2015

10 7|CV 1234/C-B ngay 17/8/2016

1" §|CV 1234/C-B ngay 17/8/2017

12 9|CV 1234/C-B ngay 17/8/2018

13 10|CV 1234/C-B ngay 17/8/2019

Kich chon menu Developer/ Insert/chon biéu twong More Controls. Nhu
hinh trén.
Xuét hién ctra so:

Mare Controls ? >

Systern Monitor Control

Tabular Data Control

TaskSymbaol Class

Taxonomy Control

UmEvmControl Class

Y5TO FermRegionsHostX

V5TO WinFormsHost Control

Windows Media Player

Windows Store Rermnote Desktop Client Control - version 1

WorkspaceBrokerfax Class W

Eegister Custom... Cancel

Kich chon Windows Media Player.

Kich chon OK.

Lwa chon vj tri can hién thi 4m thanh.

Kich chon biéu turgng Properties nhu hinh sau:
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H - = Book1 - Excel

File Home Insert Page Layout Formulas Data Review View Developer Foxit PDF Format

d E‘ 29 Record Macro .’ *? E‘ -ﬁn b(‘ [F] Properties [E Map Properties 52 Import

S Use Relative References R Insert [Design & View Code R ] Expansion Packs Export
Basic ! Macro Security ins  Add-Ins Add-Ins - Mode Run Dialog Refresh Data
Code Add-Ins Controls XML
Windows... ~ b3 =EMBED{"WMPlayer.OCX.7";"")
A B ) ) c D E
1 S0 héa ho so
TT Cong van, Quyét dinh lién quan Ghi dm Ghi hinh
-
) —
4 1|CV 1234/C-B ngay 17/8/2010 Q ’
5 2|CV 1234/C-B ngay 17/8/2011
6 3|CV 1234/C-B ngay 17/8/2012
7 4|CV 1234/C-B ngay 17/8/2013
8 5|CV 1234/C-B ngay 17/8/2014
9 6|CV 1234/C-B ngay 17/8/2015
10 7|CV 1234/C-B ngay 17/8/2016
1 81CV 1234/C-B neav 17/8/2017

Xuét hién ctra so:

Properties n

|1I'|l'induwsl'-'le WindowsMed - |

Alphabetic ' Categorized
WindowsMediz
False

True
False
89,25
401,25
True

2
True
False
False
3783,75
full

Kich chon biéu tuong [...] tai muc Custom nhu hinh trén.
Man hinh xuét hién cta so:
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Windows Media Player Properties X

General  Advanced

Source

File Mame or URL: | EADOCUMENTSASO HOA HO 50Maudio\ hatveanh Browse...

Controls layout

Select a mode; Full (default) -

Player is embedded with the status window, seek bar, play/pause, stop, mute, next,
previous, fast forward, fast reverse, and volume controls in addition to the video or
visualization window,

Playback options Volume settings
[~ Mute
[ L T B B [
[ Stretch to fit Volume: Min Jl Max
[~ Play full screen e
[
Play count: 14 Balance: L .) R

Cancel only
Tai muc File Name or URL: chon duong dan dén file 4m thanh cén chén.
Tich huy muc Auto start.

Kich chon OK.

3.6. Chen file video vao Excel

Chon 6 cén dit file video.

H ©- ) : Book1 - Excel

File Home Insert Page Layout Formulas Data Review Developer Foxit PDF @ Tellme

#7Record Macro — = 4 Properties Map Properties 3 Import
I_J D Use Relative References .’ if ,;‘ =!T h( V\e:t Code E =) Explansiolm Packs o E,\'\:pclt
e A Macro Securty e Adiins Addns o Mo B Run Diog | " v ot
Code Add-Ins Form Controls XML
O [v]
D4 - 5 P E EJ Ee
A B ActiveX Controls D
1 sioEH MR g
2 Elealzgil
3 TT Cong van, Quyét dinh lién quan Ghi AmM  pore Controls h
Insert a control from the set of
-;‘ Seaeble on s computr
4 1|CV 1234/C-B ngay 17/8/2010 4 e
5 2|CV 1234/C-B ngay 17/8/2011
6 3|CV 1234/C-B ngay 17/8/2012
7 4|CV 1234/C-B ngay 17/8/2013
8 5|CV 1234/C-B ngay 17/8/2014
9 6|CV 1234/C-B ngay 17/8/2015
10 7|CV 1234/C-B ngay 17/8/2016
1" 8|CV 1234/C-B ngay 17/8/2017
12 9|CV 1234/C-B ngay 17/8/2018
13 10|CV 1234/C-B ngay 17/8/2019
14 11|CV 1234/C-B ngay 17/8/2020

Kich chon menu Developer/ Insert/chon biéu tuong More Controls. Nhu
hinh trén.
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Xuét hién ctra so:

More Controls ? X

Systemn Monitor Control &
Tabular Data Control

TaskSymbol Class

Taxcnomy Control

UmEvmControl Class

V5TO FormBegionsHostX

V5TO WinFormsHost Control

Windows Media Player

Windows Store Remote Desktop Client Control - version 1

1

WorkspaceBrokerfx Class "

Register Custom... Cancel

Kich chon Windows Media Player.

Kich chon OK.

Lwa chon vi tri can hién thi video.

Kich chon biéu tuong Properties nhu hinh sau:

E © - - Book] - Excel Drawing To...

File Home Insert Page Layout Formulas Data Review View Developer Foxit PDF Format Q Tell me.|

d D 25 Record Macro .’ {}Q F -ﬁn b‘(‘ (7] Properties @ Map Properties [ Impart

S Use Relative Eeferences p B @G Insert Design ('11 \u‘\ewc.ode R zj Ex;:.lan;ion Packs Export
Basic * Macro Security ins  Add-Ins Add-Ins ~ ~ |Mode 4] Run Dialog Refresh Data
Code Add-Ins Controls XML
windows... ¥ & || =EMBED("WMPlayer.OCX.7";"") Control Properties
View or modify properties for the
A B C selected control. D
1 S6 héa hd s
3| TT Cong van, Quyét dinh lién quan Ghi am Ghi hinh
4 1|CV 1234/C-B ngay 17/8/2010
5 2|CV 1234/C-B ngay 17/8/2011
6 3|CV 1234/C-B ngay 17/8/2012
7 4|CV 1234/C-B ngay 17/8/2013
8 5|CV 1234/C-B ngay 17/8/2014
9 6|CV 1234/C-B ngay 17/8/2015
10 7|CV 1234/C-B ngay 17/8/2016
11 8|CV 1234/C-B ngay 17/8/2017
12 9|CV 1234/C-B ngay 17/8/2018
13 10|CV 1234/C-B ngay 17/8/2019
14 11|CV 1234/C-B ngay 17/8/2020
15 12|CV 1234/C-B ngay 17/8/2021
1e 12/ 172AICR nedr 17210007
Sheetl (] 4
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Xuét hién ctra so:

Kich chon biéu tuong [...] tai muc Custom nhu hinh trén.

Properties

|Window5r-'le WindowsMed v|

Alphabetic  Categorized
{Mame) WindowsMediz
AutoLoad False
enableContexth True
Enabled True
fullScreen False
Height 89,25
Left 401,25
Locked True
Flacement 2
PrintChject True
Shadow Falze
stretchToFit  False

op 3783,75
LiMode full
URL

Man hinh xuét hién cta so:

Windows Media Player Properties

General  Advanced

Source

Controls layout

Select a mode:

File Name or URL: | EADOCUMENTSS0 HOA HO SOWvideo\wideoloikt Browse..,

Full (default) -

Player is embedded with the status window, seek bar, play/pause, stop, mute, next,
previous, fast forward, fast reverse, and volume controls in addition to the video or
visualization window.

Playb Volume settings
™ Mute
[~ Stretch to fit Wl s e M
[~ Play full screen P r e '
Play count: 1 _|:| Balance: L )7 R
Cancel Apply

Tai muc File Name or URL: chon dia chi dén file video can chén.
Tich huy muc Auto start.

Kich chon OK.

Kich chon biéu twong Design Mode nhu hinh sau:
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Properties B
WindowsMe WindowsMed « |ro

Page Layout

35 =

Formulas Data

Book] - Excel

Review View

Developer

— * [:Z] Properties
ﬂ»b{ [E Properti

Foxit PDF

Drawing Tools
Format

@?Impurt

Alphabetic | Categorized References &3 View Code 12 Expansion Packs
|| Add-  Excel COM Insert  Design Source
Costom) __|_ i T ins  Add-ins Add-ins - | Mode 5 Run Dialog
(ame) Sndowetled: Add-Ins Controls XL
Autoload False =
enableContexth True - —
Enabled True I =EMBED|"WMPlayer.OCX.7";"")
fullscreen False
Height 63 | & B - _C B
Left 407,25 S0 hoa ho so
. |Locked True
¢ |Placement 2
| [PrintObject _ True in, Quyét dinh lién quan Ghi im | Ghi hinh
Shadow False * + il
stretchToFit | False
[Top 80
uiMode full - —
URL
4 —=
Visible True 2 9 “w — ‘ e
N 1535 C-B ngay 17/8/2010
! |windowlessideFalse C-B ngay 17/8/2011
| C-B ngay 17/8/2012
C-B ngay 17/8/2013
i C-B ngay 17/8/2014
] C-B ngay 17/8/2015

E [+ =5 C-B ngiy 17/8/2016

3.7. Sap xép dir liéu trong Excel
Budc 1: Chon ving dit liéu can sap xép. Viing nay co thé chira tiéu dé dau
tién co tac dung xac dinh tirng cot.

Q Tell me,

A B c D
1 S6 hoa ho so

2

3| TT | Céng van, Quyét dinh lién quan S0 ho so° ghi chii
4 1|CV 1234/C-B ngay 17/8/2010

5 2|CV 1234/C-B ngay 17/8/2011

6 3|CV 1234/C-B ngay 17/8/2012

7 4|CV 1234/C-B ngay 17/8/2013

8 5|CV 1234/C-B ngay 17/8/2014

9 6|CV 1234/C-B ngay 17/8/2015

10 7|CV 1234/C-B ngay 17/8/2016

1 8|CV 1234/C-B ngay 17/8/2017

12 9|CV 1234/C-B ngay 17/8/2018

13 10|CV 1234/C-B ngay 17/8/2019

14 11|CV 1234/C-B ngay 17/8/2020

15 12|CV 1234/C-B ngay 17/8/2021

16 13|CV 1234/C-B ngiy 17/8/2022

17 14|CV 1234/C-B ngay 17/8/2023

18 15|CV 1234/C-B ngay 17/8/2024

-
L

Trén menu Data, trong nhom Sort & Fillter, bdm vao [2}] hoac & dé sép

3.8. Loc dir liéu trong Excel

Pé sir dung chirc ning Advanced Filter bang dit liéu can loc can dam bao

cac yéu cau sau:

- Tiéu dé bang dir liéu chi dugc sir dung mot dong duy nhat.

- Trong bang dit lidu can loc khong dugc merge bat ki 6 nao.

- Chira it nhat 3 dong trong trén cing bang dif liéu.

Vi dy ta c¢6 bang dir liéu nhu sau:
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A B C D
50 héa ho so

TT | Cong van, Quyét dinh lién quan S6 ho so ghi chi
CV 1234/C-B ngay 17/8/2010
CV 1234/C-B ngay 17/8/2011
CV 1234/C-B ngay 17/8/2012
CV 1234/C-B ngay 17/8/2013
CV 1234/C-B ngiy 17/8/2014
CV 1234/C-B ngay 17/8/2015
CV 1234/C-B ngay 17/8/2016
CV 1234/C-B ngay 17/8/2017
CV 1234/C-B ngiy 17/8/2018
CV 1234/C-B ngay 17/8/2019
CV 1234/C-B ngay 17/8/2020
CV 1234/C-B ngay 17/8/2021
CV 1234/C-B ngay 17/8/2022
CV 1234/C-B ngay 17/8/2023

CV 1234/C-B ngay 17/8/2024 -
an |

@~ D e w N

S
—
= N A E N A

o
—
[

=]
—
%)

=
=
=

€
—
o

Str dung chtrc nang Advanced Filter cac can c6 bang di€u kién loc.

Tao bang diéu kién loc

Céch tao bang diéu kién loc nhu sau:

Budce 1: Chon tiéu dé cot can lam diéu kién loc, sau d6 chon Home -
> Copy (hoac Ctrl + C).

A B c D
2
3 | TT Cong van, Quyét dinh lién quan $6 S0 ho so lwu ghi cha
4 1|CV 1234/C-B ngay 17/8/2010 22
5 2|CV 1234/C-B ngay 17/8/2011 43
6 3|CV 1234/C-B ngay 17/8/2012 58
7 4|CV 1234/C-B ngay 17/8/2013 76
8 5|CV 1234/C-B ngay 17/8/2014 42
9 6|CV 1234/C-B ngay 17/8/2015 44
10 7|CV 1234/C-B ngay 17/8/2016 37
11 8|CV 1234/C-B ngay 17/8/2017 37
12 9|CV 1234/C-B ngay 17/8/2018 40
Buéc 2: Dan (Ctrl + V) vao mot 6 bat ky trong Excel.
A B c D
1 56 hoa hd s
2
3 Diéu Kkién loc: S0 $6 ho so Iru
4
5
6
7| TT Cong vin, Quyét dinh lién quan $6 56 ho so Iru ghi cha
8 1|CV 1234/C-B ngay 17/8/2010 22
9 2|CV 1234/C-B ngay 17/8/2011 43
10 3|CV 1234/C-B ngay 17/8/2012 58
11 4|CV 1234/C-B ngay 17/8/2013 76

Buwéc 3: Nhap diéu kién loc.
- Nhitng diéu kién OR dugc sip xép theo chiéu dung. Vi du:
S6 S6 hd so' lwu <=26 hoic S6 S6 ho so luu >=29.
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A B C D
1 S6 héa hé so
2
3 Diéu kién loc: S6 S0 ho so luu
4 <=26
5 >=20
6
7| TT Cong van, Quyét dinh lién quan $6 S6 1o so Iru ghi chi
8 1|CV 1234/C-B ngay 17/8/2010 22
9 2|CV 1234/C-B ngay 17/8/2011 43
10 3|CV 1234/C-B ngay 17/8/2012 58
11 4|CV 1234/C-B ngay 17/8/2013 76
12 5|CV 1234/C-B ngay 17/8/2014 42
13 6|CV 1234/C-B ngay 17/8/2015 44
14 7|CV 1234/C-B ngay 17/8/2016 37

- Nhitng diéu kién AND duoc sip xép theo hang ngang, do d6 néu can loc
2 diéu kién AND theo cung mot tiéu chi thi phai dung mdt ti€u dé cho 2 6. Vidu

cac diéu kién AND:
S6 S6 ho so lwu >= 26 va <=29.

c7 = F 58 58 ho so lwu
A B c o]
1 Sb héa hé so
2
3 Diéu kién loc: S6 S0 ho so Iru S6 S0 ho so lru
4 >=26 <=29
5
6
7 T Cong vin, Quyét dinh lién quan $6 S0 hé so Iru ghi chi
8 1|CV 1234/C-B ngay 17/8/2010 22|Pa s6 hoa
9 2|CV 1234/C-B ngay 17/8/2011 43|Chura 56 hoa
10 3|CV 1234/C-B ngay 17/8/2012 58|Chura s hoa
11 4|CV 1234/C-B ngay 17/8/2013 76|Di s6 hoa
12 5|CV 1234/C-B ngay 17/8/2014 42|Pi s6 hoa
13 6|CV 1234/C-B ngay 17/8/2015 44|Chua s hoa
14 7|CV 1234/C-B ngay 17/8/2016 37|Chua s héa
15 8|CV 1234/C-B ngay 17/8/2017 37|Pa s6 hoa
S0 So ho so luvu >=28 va Ghi chi 14 D3 s6 hoa.
A B c D
2
3 Diéu kién loc: S6 S0 ho so lru ghi chii
4 <=26 Di s6 hoa
5
6
7| TT | Cong vin, Quyét dinh lién quan S0 S0 ho so luu ghi chi
8 1|CV 1234/C-B ngay 17/8/2010 22|Pi s6 hoa
9 2|CV 1234/C-B ngay 17/8/2011 43 |Chua 56 hoa
10 3|CV 1234/C-B ngay 17/8/2012 58|Chua 56 hoa
11 4|CV 1234/C-B ngay 17/8/2013 76|Pa 6 hoa
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- V6i duy nhat mot diéu kién cac chi can nhap diéu kién d6 dudi 6 tiéu dé
ctia bang diéu kién loc.

- Ngoai ra cic co thé két hop diéu kién AND va OR véi nhau.

Str dung chirc nang Advanced Filter

Buwéc 1: Chon Data -> Advanced.

S6 S6 hé so Iwu ghi chit
<=26 Pi sb hoa

Bwéc 2: Xuit hién hop thoai Advanced Filter, trong phan Action ¢6 2 sy
Ira chon:
- Filter the list, in-place: loc va tra vé két qua & chinh bang dit liéu loc.
- Copy to another location: loc va tra vé két qua loc & vi tri khéc.
Vi du chon Copy to another location.
rovaneed )

Action

() Filter the list, in-place

(@ iCopy to another location

List range:

Criteria range:

Copy to:

[ Unigue records only

Buwéc 3: Trong phan List range, nhan vao biéu tuong & cudi dong nhu

hinh dudi day:
-
Adwvanced Filter LM
——— .
Action
() Filter the list, inplace
I @ Copy to another location
List range: | Fhz
Criteria range:

Copy to:

[] Unigue records only

Sau do cac nhan chon bang dit liéu chinh can loc bang cach nhan chudt,
gilr va kéo dén 6 cudi cung trong bang.
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A B C D F
1 $6 hoa ho so
2
3 Diéu kién loe: S0 S0 hé so lru ghi chii
4 <=26 Pi 56 hoa
5
6 ‘ Advanced Filter - Crit... *
7| TT | Céngvin, Quyét dinh lién quan 56 S6 ho so hru ghi Ch ¢ eetriscsisnss =
8 1|CV 1234/C-B ngay 17/8/2010 22|Pi s6 hoa
9 2|CV 1234/C-B ngay 17/8/2011 43|Ciura s6 hoa
10 3|CV 1234/C-B ngay 17/8/2012 58|Chura s6 hoa
11 4|CV 1234/C-B ngay 17/8/2013 76|Da s6 hoa
12 5|CV 1234/C-B ngay 17/8/2014 42|Pid s6 hoa
13 6|C'V 1234/C-B ngay 17/8/2015 44|Chwra s6 hoa
14 7|C'V 1234/C-B ngay 17/8/2016 37|Chua s6 hoa
15 8|C'V 1234/C-B ngay 17/8/2017 37|Pi s6 hoa
16 9|C'V 1234/C-B ngay 17/8/2018 40|Did s6 hoa
17 10|CV 1234/C-B ngay 17/8/2019 22|Pid s6 hoa

Tha chudt va nhan vao biéu twong mili tén nhu hinh sau dé tré vé hop
thoai Advanced Filter.

Advanced

Filter - Crit...

Sheet1!5C53:5054

? >
=

Buéc 4: Trong phan Criteria range, cac ciing thuc hién tuong ty dé chon

dén bang dicu kién loc.
A B C D E F
1 Sb hoa hé so
2
3 Diéu kién loc: S0 S0 ho so lru ghi chii
4 <=26 Di 56 hoa
5
6 ‘ Advanced Filter - Crit... ? x
7| TT Cong vin, Quyét dinh lién quan S6 56 ho so lru M Sheet115C53:5054) =
8 1|CV 1234/C-B ngay 17/8/2010 22|Pa so hoa
9 2|CWV 1234/C-B ngay 17/8/2011 43|Clnra s6 hoa
10 3|CV 1234/C-B ngay 17/8/2012 58|Chura $6 hoa
11 4|CV 1234/C-B ngay 17/8/2013 76|Di so hoa
12 5|CV 1234/C-B ngay 17/8/2014 42|Di s6 hoa
13 6|CV 1234/C-B ngay 17/8/2015 44|Chwa s6 hoa
14 7|CV 1234/C-B ngay 17/8/2016 37|Chnra s0 hoa
15 8|CV 1234/C-B ngay 17/8/2017 37|Pa s6 hoa

Buéc 5: Vi chon Copy to another location, nén can chon 6 trong

phan Copy to.
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LV 1234/ -0 IIgdY L //d/iUl4 44| LMY

7

. . B
6/CV 1234/C-B ngay 17/8/2015 44]cf Ao B |
7|CV 1234/C-B ngay 17/8/2016 37|Ch ACC“)"”

. Filter the list, in-place P
8|CV 1234/C-B ngay 17/8/2017 37IBT ) oy to ansther tocation B
9|CV 1234/C-B ngiy 17/8/2018 40|D7

" éLlstrange: SAST:5DS22 EAR
10|CV 1234/C-B ngay 17/8/2019 22|B \1eria range: [shectiscessnss ]
11|CV 1234/C-B ngay 17/8/2020 23|Cl opy 1o snetiseszd |
12|CV 1234/C-B ngay 17/8/2021 12|Cl
13|CV 1234/C-B ngay 17/8/2022 33|cy ] Uriaue secordsenl |
14|CV 1234/C-B ngay 17/8/2023 44|ct anel ||
15|CV 1234/C-B ngay 17/8/2024 88|Chura s6 hoa

TTTTTTTI
] !
S6 héa hé so
Diéu Kién loc: $6 $6 ho s lnu ghi chi
<=26 D 6 hoa
~ = K, a2 n 7 % 7 X
TT Cong van, Quyet dinh lien quan S6 S hé so lvu Avanced flir P |
1|CV 1234/C-B ngay 17/8/2010 22| A‘g"

N FEilter the list, in-place T
2|CV 1234/C-B ngay 17/8/2011 43|CT 5 oy to snotner ocation P |
3|CV 1234/C-B ngay 17/8/2012 s8|Cl

- List range: SAST:SDS22 Ha|
4|CV 1234/C-B ngay 17/8/2013 6B ierin range: [smeetniscsasoss 1] |
5|CV 1234/C-B ngay 17/8/2014 22|94 oy 1o srshectisest] [
6|CV 1234;(:-3 ngay 17:3;2015 14 Ci ] Unique gecords ony P |
7|CV 1234/C-B ngay 17/8/2016 37|C
8|CV 1234/C-B ngay 17/8/2017 37/Di cancel
9|CV 1234/C-B ngay 17/8/2018 40|Pi s6 hoa

Két qua cudi cung sau khi lgc:

H © - 2l e Book1 - Excel
File Home Insert Page Layout Formulas Review View Developer Foxit PDF @ Tell me wh you want to
o R R e@E Y, B, 0 BB
Get Ed:einal New [ Recent Sources Refresh =l Sort Filter Y Advanced Text to = What-If Farecast ';ES
Data Query = LG All~ - Columns == Analysis~ Sheet  E
Get & Transform Connections Sort & Filter Data Tools Forecast
A7 - fx T
A B C D
9 2|CV 1234/C-B ngay 17/8/2011 43 |Chura 6 hoa
10 3|CV 1234/C-B ngay 17/8/2012 58| Chura s6 hoa
11 4|CV 1234/C-B ngay 17/8/2013 76|Di 56 hoa
12 5|CV 1234/C-B ngay 17/8/2014 42|Pi sb hoa
13 6|CV 1234/C-B ngay 17/8/2015 44|Chura sb hoa
14 7|CV 1234/C-B ngay 17/8/2016 37|Chura s6 hoa
15 8|CV 1234/C-B ngay 17/8/2017 37|Pd sb hoa
16 9|CV 1234/C-B ngay 17/8/2018 40|Pi s6 hoa
17 10|CV 1234/C-B ngay 17/8/2019 22|Pi s hoa
18 11|CV 1234/C-B ngay 17/8/2020 23 |Chura 6 hoa
19 12|CV 1234/C-B ngay 17/8/2021 12|Chua s6 héa
20 13|CV 1234/C-B ngay 17/8/2022 33|Chura s6 hoa
21 14|CV 1234/C-B ngay 17/8/2023 44|Chura sb hoa
22 15|CV 1234/C-B ngay 17/8/2024 88| Chura s6 hoa
23 E
24| TT Cong vin, Quyét dinh lién quan S0 S0 hé so lru ghi chu
25 1|CV 1234/C-B ngay 17/8/2010 22|Pi sd hoa
26 10|CV 1234/C-B ngay 17/8/2019 22|Pi s6 hoa

a7
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Chtic ning Advanced Filter ¢6 thé két hop rat nhiéu diéu kién khac nhau,
viéc xtr 1y dir liéu trong bang tinh Excel s& dé dang hon.
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