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Table
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Insert Table
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@ Insert Table...

E;/j Draw Table

GH Convert Text to Table...
ﬁ Excel Spreadsheet

FH Quick Tables >

Chén nhanh mét bang vdi kich thudc téi da 10x8 (cét x hang).

Insert a Table
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v

Insert Table
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@ Insert Table...

Ej{l Draw Table
§:
ﬁ Excel Spreadsheet

@ Quick Tables >

Insert Table ? X
Table size

Number of columns: 5

Number of rows: 2

AutoFit behavior
o Fixed column width: |Auto
O AutoFit to contents

O AutoFit to window

[:] Remember dimensions for new tables

4r 4

Insert a Table

Number of columns: sé cét,
Number of rows: s6 hang

Fix column width: dé réng cua cét, mdc dinh Auto (tw déng).
Autofit to contents: rong bdng chudi ky tw cta 6 trong cét,
Autofit to window: rong béng khodng cdch 2 bién trdi phdi.

Remember dimensions for new tables: ghi nh¢ cdc théng
sé nay cho l1an st dung sau
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v

Insert Table
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@ Insert Table...

Ez/j Draw Table

GH Convert Text to Table
ﬁ Excel Spreadsheet

FH Quick Tables >

Draw Table cho phép ngudi ding tw vé nhanh mét bang vdi kich thudc tv do,
ké thém cdc dwong ngang doc dé tao nén mét két cdu bdng theo nhu céu

Draw Table
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Excel Spreadsheet

moe | Sau khiclick chon Excel Spreadsheet, sé xudt hién cira sé trng dung Excel ngay trong méi truwong lam viéc cda Word

v

Insert Table

I
I
I
IR
I
IR
IR
N

@ Insert Table...
Ez/j Draw Table
GH Convert Text to Table

ﬁ Excel Spreadsheet

FH Quick Tables >

)(
@

il Documen t1 - Word
File  Window
Home Insert Draw Page Layout Formulas Data Review View
Ifn[l Lix cut Calibri v VAN == = L 25Wrap Text General ﬁ @ E/ é:ﬁl g)j( ﬁ
B Copy v n
Paste ===l 5 0 .00 Conditional Formatas Cell Insert Delete Format
B I U. . A, =Z== =3 EH v v 9 e
v < Format Painter - - - - - —-I== Merge&Center $ % 9 Formatting v Table v Styles v v v v
Clipboard ~ Font N Alignment N Number Styles Cells
Al v fx

|
Ribbon nay thudc Excel

Ddy la Excel Spreadsheet —

©®~NOUAWN =
>

o

@

|

Sheetl| @

Word MacOS khéng hé tro' chire néng nay
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Table

v

Insert Table

I s
I A B C D E F G -
I
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@ Insert Table...
Ez/j Draw Table

GH Convert Text to Table...

2 =SUM(A1+A2)|

C6 thé thao tdc vdi ham, tinh todn giéng lam viéc trong ||
méi truong Excel

O 00 N O U1 & WN =

E‘ Excel Spreadsheet

FH Quick Tables >

Kl

Sheet1 ® Kl L[]
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Table

v

Insert Table

I
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@ Insert Table...
E;/j Draw Table

GH Convert Text to Table...

ﬁ Excel Spreadsheet

FH Quick Tables >

Excel Spreadsheet

Nhén Esc dé tat clra sé Excel, spreadsheet chuyén thanh bdng théng thudng
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1
1

Quick Tables cung cép mét s6 mdu béng st dung nhanh

Table
Insert Table
NEREA s RN A
Calendar 1
Save Selection to Quick Tables Gallery...
e = W
OOOOOOO000 : Tinh ndng nay chi kha ding khi cé
%%%%%%%%%% CZI d 2‘ e moét bang duwoc chon
EnEnRREREE MAY Cho phép ngudi ding lvu méu béng
B e et M T W T F S S vao thu vién cho lén st dung sau
Inse able... 7 8 9 10 11 12 13
E4l Draw Table CZ: :2 , BoEEy Create New Building Block ? X
GH December Name: ‘
ﬁ EXce' SpreadSheet Sun Mon Tue Wed Thu Fri Sat G ” - T b]
. I D D O O R R
FH Quick Tables > o —
ELEL L 71 sl Category: General v
Calendar 4
Description:
\
= Save in: Building Blocks v
J I & I Options: Insert content in its own paragraph 4
\/\j Word MacOS khéng hé tro' chire néng nay o Concel



Tab Insert — Group Tables Convert Text to Table

i Convert Text to Table chi kha dung khi cé vdn ban duwoc chon
fble 1 Khi dé, ”Iwdi” tgo bang sé khéng kha dung

Insert Table

DDDDDDDDDD Convert Text to Table ? X

EEEEEEEEEE Monday
ERNEEEEEEEE Nunberof s [ : Tuesday
S 1 (2) Sau khi xdc dinh dwoc hinh thirc cla .
EEEEEEEEER R vdn ban dwoc chon, Word Table size - S
SEEEEEESsE Orscoumuin A = tw déng xdc dinh kich thudc cia béng ety
O Autofit o contents Ngudi ding c6 thé ting/gidm sé lwgng LT
B Insert Table... O AutoFit to window cdc Cét/hdng phu ho’p nhu cau Saturday
2 Draw Table Separate text at Sunday
| L=;E Convert Text to Table... © aragraphs O Commas
O Tabs O other: -

ﬁ Excel Spreadsheet

@ Quick Tables > Cancel

(1) Word tw déng Separate text at - xdc dinh vdn ban duoc chon (theo vi du) cé hinh
thire la cdc doan vén (Paragraph), ngodi ra con ¢é ngdn cdch nhau béi ddu phdy
(Commas), ngdn cdch nhau bdi phim tab (Tabs) hay cdc truong hop déu khdc (Other)
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Table

v

Insert Table

@ Insert Table...

E;_li Draw Table

| C=§E Convert Text to Table...

ﬁ Excel Spreadsheet

E Quick Tables >

Néu khéng muén cai ddt chuyén sdu, cé thé st dung truc tiép tinh ndng Insert Table dé chuyén nhanh text sang table

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Convert Text to Table ?
Table size
Number of columns: 1
Number of rows: 7

AutoFit behavior
O Fixed column width: | Auto
O AutoFit to contents
O AutoFit to window

Separate text at

o Paragraphs O Commas

O Tabs O Other: j

C e

X

elan

>

Cancel

Convert Text to Table

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday




ToolTab Table Design & Layout

Table Design |

v| Header Row v First Column
Total Row Last Column

v| Banded Rows Banded Columns

Table Style Options

. {])' o

————————————— s e pt
——— |- ZZZZC —| Shading | Border

v Styles v Z Pen Color v

Table Styles Borders

Layout |

BB HM B

Select View Properties Draw Eraser Delete
v Gridlines Table v

Table Draw

HS B8 4B B B

Insert Insert Insert Insert Merge  Split
Above Below Left Right Cells  Cells

Rows & Columns N Merge

[
HH
Split
Table

% I:D Height: |0.23" > DI Distribute Rows E E E A—_)) @ é \L (’g ﬁ

HEE
AutoFit —=,,. Al Text Cell Sort Repeat  Convert Formula
5 Width: |1.62" Distribute Col
v s v || [ Distribute Lolumns E E E Direction Margins Header Rows to Text
Cell Size N Alignment Data




ToolTab Table Design — Group Table Style Options

In dGm hang tiéu dé

v | Header Row |

In dam cét déu tién

r v First Column |

In dGm cét cudi cung

v| Last Column |\I_

2 hang lién tiép cé
mau ddm nhat

v | Banded Rows

1 |Bedecs - Anna - 123 1st Street  Seattle WA
2 |Gratacos Solsona Antonio 123 2nd Street  Boston ' MA
3 |Axen Thomas 123 3rd Street  Los Angeles ' CA
4 |[Lee Christina 123 4th Street  New York NY
5 |0’Donnell Martin 123 5th Street  Minneapolis ' MN
6 |Pérez-Olaeta ~ Francisco 123 6th Street  Milwaukee | Wi
7 |xie Ming-Yang 123 7th Street  Boise 1D
8 |Andersen Elizabeth 123 8th Street  Portland | OR
9 |Mortensen Sven 123 9th Street  Salt Lake City uT
10 |Wacker Roland 123 10th Street Chicago 1L




ToolTab Table Design — Group Table Style Options

2 cOt lién tiép c6 mau dédm nhat, néu khéng bat First Column,
cdt ddu tién sé cé mau dém

v Banded Columns |

D lastName  FirstName  Address  City  State
1 Bedecs Anna 123 1st Street | Seattle WA
2 Gratacos Solsona Antonio 123 2nd Street | Boston MA
3 Axen Thomas 123 3rd Street | Los Angeles CA
4 Lee Christina 123 4th Street | New York NY
5 O’Donnell Martin 123 Sth Street | Minneapolis MN
6 Pérez-Olaeta Francisco 123 6th Street | Milwaukee Wi
7 Xie Ming-Yang 123 7th Street | Boise ID
8 Andersen Elizabeth 123 8th Street | Portland OR
9 Mortensen Sven 123 9th Street | Salt Lake City UT

10 Wacker Roland 123 10th Street| Chicago IL

*Tuy Style ma cdc tinh ndng nay co tdc dung, mét vai Style trong nhom Plain, va Grid Table 1 Light khéng cd hiéu trng nay
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Plain Tables

1]

[0
3
a
-
o
=3
]
a

B S N

New Table Style.. Tw tgo style riéng

a

Table Styles

—El=EE Shading

Clear Xod tdt cd dinh dang, vé dinh dang co ban nhét Table Normal

Modify Table Style.. Cho phép thay déi cdc style géc Word cung cdp sdn

1 Bedecs Anna 123 1st Street Seattle WA
2 Gratacos Solsona = Antonio 123 2nd Street  Boston MA
3 Axen Thomas 123 3rd Street  Los Angeles CA
4 Lee Christina 123 4th Street  New York NY
5 O’Donnell Martin 123 5th Street  Minneapolis = MN
1 Bedecs Anna 123 1st Street  Seattle WA
2 Gratacos Solsona Antonio 123 2nd Street  Boston MA
3 Axen Thomas 123 3rd Street  Los Angeles CA
4 Lee Christina 123 4th Street  New York NY
5 O’Donn| p [ LastName ‘ FirstName ‘ Address ‘ City ‘State
1 [ Bedecs ‘ Anna ‘ 123 1st Street ‘ Seattle ‘ WA
2 ‘ Gratacos Solsona ‘ Antonio ‘ 123 2nd Street ‘ Boston ‘ MA
3 ‘ Axen ‘ Thomas ‘ 123 3rd Street ‘ Los Angeles ‘ CA
4 ‘ Lee ‘ Christina ‘ 123 4th Street ‘ New York ‘ NY
5 ‘ O’Donnell ‘ Martin ‘ 123 5th Street ‘ Minneapolis ‘ MN
| T p— - — T [ [ — B L.
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& Shading — d6 mau cho cdc 6/nhém 6 riéng lé hodc toan bd bang,
Shading Cchu yéu la 6 riéng Ié dé€ nhdn manh ndi dung 6 d6

—I==EE ::::.: N & —

e e e e e e e e e e e e e e M| s pt
ool EEEET SIEDDE S22 D 222D TIEDoE [SETiED o) shading Border
v Styles v ZPen Color v
. Table Styles Theme Colors lers
# 1 # 2 # 3
‘Q O H EEEETEN

Standard Colors
EE (N EEEEN

No C yellow

More Colors...



ToolTab Table Design — Group Borders

Nhém Borders chira cdc tinh ndng thiét ké vién cho bdng

Y2 pt v
Border v Borders Border
Styles v| mem Pen Color v v Painter

Thuw vién cung cdp mét s6 mau sdc vién bdng

Theme Borders

L:E_? Border Sampler SGO Chép Vién tl‘l’ béng kth

v

v

> pt
Border P Borders

Styles v Z Pen Color v v

Border
Painter

V& thi c6ng vién bdang
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Pen Weight — dé day vién

Pen Style — kiéu vién

v

Border

Y2 pt
v Pen Color v

Styles v mmm

v

Borders Border
v Painter

Border

v

v

Y2 pt

[z Pen Color v

Styles v mmm

Borders Border
v Painter

Borders — Vé vién

" pt

Border

Styles v Z Pen Color v

Borders

v

Border
Painter

3

Ya pt

2 pt
% pt

1 pt

1% pt —
2 Va i e—

3 pt —
47, pt —

6 pt I

Bottom Border
Top Border

Left Border

-]/ Right Border

No Border
All Borders
Outside Borders

Inside Borders

Inside Horizontal Border

Inside Vertical Border

Diagonal Down Border

iz Diagonal Up Border

4

£

Borders and Shading...

Horizontal Line

Draw Table

View Gridlines
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>

= Ha

Select| View Properties
v |Gridlines
BEH select Cell Select Cell: chon 6,

HH select column | Select Column: chon cét,

B Select Row Select Row: chon hang,

BH selectTable | Select Table: chon cd béng

>

Select

v

HH

View
Gridlines

o1

]

Properties

Select & Gridlines

St dung dé hién thij dwdng vién do (giéng Excel) khi bang khéng cé border

Puwong nét dut nay la Gridlines, khéng phai border thuwong
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% EEE mw| Table Properties chira cdc chirng néng chu yéu vé diéu chinh Hodc Right-click
__ﬂ_-l s 7 2 2 A \ AN i

Select  View [Properties kich thudc cua bang, cot, hang va 6 /7 T
v Gridlines | & Cut —
E@ Cop L

Table Properties
- F'EI Paste Options: —_—
Table Row Column Cell Alt Text

] f‘ﬁ -
D search T

Synonyms >
'a‘§ Translate
Insert >
Delete Cells...
= Split Cells...

Border Styles >

—
«>

Text Direction...

Table Properties..

|

@

Link >

-ltj New Comment



ToolTab Table Layout — Group Draw Draw Table

EE/j ILO:I Draw — tinh ndng vé thu céng bdng (it duoc st dung)
Draw |Eraser
Table Insert
Insert Table
e | OO
. HEEEENNNNN
HEEEENNNNN
HEEEENNNNN
HEEEENNNNNN
HEEEENNNNN
HEEEENNNNN
HR RN NENN
@ Insert Table...
EE_I/ Draw Table
?El Convert Text to Table...
Excel Spreadsheet
@ Quick Tables >
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2z

Draw
Table

4

Eraser

Eraser — xod 6/nhém 6 (c6 thé s dung tinh ndng Merge Cells d€ gép 6)

Cdc 6 giao vdi hinh chit nhat mau dé sé bj xod, sau khi xod, 4 6 chi con 1 6



ToolTab Table Layout — Group Rows & Columns
| E8 B 40 A

Delete | Insert Insert Insert Insert
v Above Below Left Right

X Delete Cells... Delete Cells — xod 6 noi cursor dang &,
HH Delete Columns | Delete Columns — xod cét no'i cursor dang &,

=x Delete Rows Delete Rows — xod cdt noi cursor dang &,

2

Delete Table Delete Table — xod cd bdng

Chon nhiéu é sé xod dung sé 6/cét/hang tuong tng vdi sé 6 dé chon
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) |EH B 8 3B

Delete |Insert Insert Insert Insert
v Above Below Left Right

Tuy thudc vao vij tri cua cursor ma:

* Insert Above — chén thém mot hang lén trén,

* Insert Below — chén thém médt hang xuéng dudi,
* Insert Left — chen mét cot sang trdi,

* Insert Right — chén mét cét sang phdi

Néu chon nhiéu cét/hdng, sé chén thém sé cdt/hang twong tng
Vi du: béi den 2 hang, Insert Below sé chén thém 2 hang xuéng dudi

Hodc Right-click

Insert

| |_ﬁ|:| Paste Options:
- [
/® Search

Synonyms

'a'§ Translate

Insert

Delete Cells...
= Split Cells...
Border Styles

Text Direction...

g5 &

Link

@

t:‘ New Comment

Table Properties...

ﬁ Insert Columns to the Left
HS Insert Columns to the Right
ET:E Insert Rows Above

Eiﬂ Insert Rows Below

@ Insert Cells...



ToolTab Table Layout — Group Rows & Columns

Right-click

Paste Options:

s

Search
Synonyms

Translate

Insert

1t
FE

)

Delete Cells...

Split Cells...

Border Styles

Text Direction...

Table Properties...

Link

New Comment

E—Eﬁ Insert Columns to the Left
ﬁ}’] Insert Columns to the Right
E@é Insert Rows Above

EA Insert Rows Below

ﬁ Insert Cells...

Insert Cells

? X

O shift cells right

o Shift cells down

O Insert entire row

O Insert entire column

|

OK

[=n

Insert

Shift cells right — ddy cdc 6 con lai sang phai
Shift cells down — ddy cdc 6 con lai xubng dudi,
Insert entire row —chén thém hang,

Insert entire column — chen thém cét

Insert Cells ? X

LD (Shift cells right]

O Shift cells down
O Insert entire row

O Insert entire column

OK Cancel




ToolTab Table Layout — Group Merge

Merge Cells gbp cdc 6 duwoc chon lai thanh mét

Tinh ndng Merge Cells chi sdng dén (khé dung) khi chon nhiéu hon 1 6

11
| HH
Merge | Split ~ Split
Cells | Cells Table
+ - ~ v LI
‘Arlal v|14 VAT ALY %v @v
B I gIvAvgv;v Insert Delete ™
I
2@ Cut I
(& copy
[_c“D Paste Options: (R
ﬁ“] I
Insert >
Delete Columns
Right-click | E3 Merge cels

D_IL Distribute Rows Evenly

E Distribute Columns Evenly
Border Styles >

lﬁ‘ Text Direction...

E Table Properties...

"l;l New Comment

e

Merge Cells




ToolTab Table Layout — Group Merge Split Cells

: T i:i:i:i Split Cells chia 6 dwoc chon thanh cdc 6 nhé hon bén trong 6 dé

Merge| Split | Split
Cells | Cells | Table

o K wE

| BI=¢+vA-O i Split Cells ? X
X Number of columns: 2 :
Number of rows: 1 =

& I )
FEI Paste Options: | Merge cells before split

ﬁﬁ OK Cancel
/® Search Y

Synonyms >

5§ Translate

Insert > Number of columns: chia thanh bao nhiéu cét,
Delete Cells. Number of rows: chia thanh bao nhiéu hang

Right-click B split Cels...

— Border Styles >

Merge cells before split ’

l’i‘ Text Direction...

E Table Properties... a " L, . . , , o R s, N »

- R GOp O trwoc khi chia tac — tinh ndng nay chi sang dén (kha dung)
@ Link

khi chon nhiéu é dé split

t:] New Comment



ToolTab Table Layout — Group Merge

g8

Merge Split

Cells

Cells

Split
Table

Split Table chia tdch bdng duoc chon thanh cdc bdng nhé hon

Split Table



ToolTab Table Layout — Group Cell Cize m

3¢
R AutoFit ti déng diéu chinh kich thwdc béng

AutoFit

RE

ES AutoFit Contents AutoFit Contents dé réng cla cot bang véi d6 dai cua 6 c¢d chira tir dai nhét trong cét,
E2 AutoFit Window AutoFit Window phdng to/thu nhé d6 réng cua bdng bdng khodng cdch tir bién trdi sang phdi,
EH Fixed Column Width | Fixed Column Width c6 dinh dé réng cua cot

Insert Table Insert Table ? X
E N O
table | ICICJCICICIOICIEIE] Table size
- DDDDDDDDDD Number of columns: 5 =
N ) ' -
NN ERRREREN Number of rows: 2 =
DDDDDDDDDD AutoFit behavior
%E%EE%%%%% | | | Nhom Iénh nay c6 thé duorc thiép lgp trude & budc
O fired coumn wicth: |Awo [Tl sy bdng — nhém AutoFit Behavior
Ei Insert Table.. L rhutob folcontsits Tuy nhién, & Fixed column width box cho phép nhap
B4 Draw Table (O AutoFit to window d‘é réng CL’IG Cét
38
ﬁ Excel Spreadshect (") Remember dimensions for new tables
@ Quick Tables > OK Cancel




Lwu y tinh nang Align Center

% Lwu y khi st dung tinh ndng Center cho bang

(1) Center bdang vao giita trang (2) Center néi dung vao giita bang

Click vao _ dé chon cd bang Chon néi dung trong bang

R . R e b
1 O - " L IFRARLES Word Page
ANord Page D.,\, khdc bié ~ h
Excel Worksheet fenz GC: et glu}?. cnon Excel Worksheet
_ : ca bang va chon ndéi dung
Eowerpolnt slide trong bdng Powerpoint Slide
. e l 3 \\/ vvvvvv 4 — = 5 — "I’ l
* . Word Page
Word Page
Excel Worksheet Excel Worksheet
Bowenpeint T iSlige Powerpoint Slide




ToolTab Table Layout — Group Cell Cize Cell Size

T Height: [0.17"

v

Nhép thu céng Height (chiéu cao) va Width dé réng cla 6

~

S width: (1.3

v

Chon nhiéu é dé diéu chinh déng loat

Ngodi ra, cd thé:

Thay déi chiéu cao bang Vertical Ruler (thudc doc) Thay déi chiéu réng bang Horizontal Ruler (thuwdc ngang)

£ N




ToolTab Table Layout — Group Cell Cize

b1 pistribute Rows Phén phéi déu chiéu cao/d6 réng cdc hang/cét (thuong st dung sau khi Merge Cells)

E Distribute Columns

Chiéu cao 3 hang khéng déng déu

Video provides a powerful
way to help you prove your
point. Whegp vyou click
Online Vi can
paste in the €
for the video

keyword to search online
for the video that best fits
your document.

D-Ir Distribute Rows ‘

S

Chiéu cao 3 hang déu nhau

Video provides a powerful
way to help you prove your
point. When you click
Online Video, you
paste in thd ember
for the video " »
add. You can aiso type a
keyword to search online
for the video that best fits
your document.




ToolTab Table Layout — Group Alignment

g g E Table trong Word cung cép 9 kiéu cdn Ié néi dung trong 6

OoQ Trong d6: nhém 1énh theo hang cdn 18 theo chiéu ngang, nhém Iénh theo cét cén 1€ theo chiéu doc

Top Left Top Middle Top Right
(mdc dinh)

Middle Center
(trung tdm 6)

Center Left Center Right

Bottom Left  Middle Bottom Bottom Right

=2 = &




ToolTab Table Layout — Group Alignment

A—

[N .. ) 3 ) )

. | Text Direction thay d6i huéng vdn ban trong 6
Direction

i
Text
Direction

41
Text
Direction

—

S

[ [ [
[N} I
[ (] [

Thay d6i huéng chi¥ lam thay déi 9 kiéu cdn 1€

[ [ [
[}
[ (] [

Text Direction



ToolTab Table Layout — Group Alignment Cell Margins

@ Cell Margin thiét IGp khodng cdch tir vién bang dén vdn ban bén trong 6
cell | @Giéng vdi Margin thiét IGp khodng cdch tir bién gidy dén vdn bén

Margins
Table Options ? X
Default cell margins T E X T
Bién trén Iop: 0’ = Left |0.08" -~ Bién trdi
Bién dudi  Bottom: 0" ~ Right: 008" - Bién phai

Default cell spacing
Default cell spacing

Allow spacing between cells 0.05 =
(L) Allow spacing between cells 0" =
Options Tao thém margin nhé bén trong, khodng cdch
|Automatically resize to fit contents| gitta 2 margin la 0.05”

\
\

AutoFit Contents

T\ E|X|T

T
s
L

.,.

°
B
L

AutoFit Window

HE

Fixed Column Width
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él Sort — sdp xép cdc thanh phén trong bdng theo thir tw tir bé dén Idn hodc nguoc lai

Sort

Yéu cAu: sdp xép cdc thanh phén trong cdt S6 lugng tir bé dén I6n, sau dé xép theo
Ngudn hang theo thi tw nguoc bdng chit cdi va theo Théi gian ddt hang

- Sanpham S6 lwgng Ngay dat hang Ngudn hang

CLP
LBT
SDP
KBD
LTP
CLP
LTP
KBD
MOU

5

0 O © 0~ U1 NN

09/09/2021
12/09/2021
09/09/2021
04/09/2021
05/09/2021
10/09/2021
13/09/2021
08/09/2021
22/09/2021

PVU
FPT
TGD
D\_/l_l
Sort
Sort by
S6 lugng v | Type:
Using:
Then by
Ngudn hang v | Type:
Using:
Then by
Ngay dat hang v | Type:
Using:

My list has

o O No header row

Options...

Number

Paragraphs

Text

Paragraphs

Date

Paragraphs

Sort

San phdm S8 lwgng

LBT

LTP

KBD

CLP

X IKBD
SDP

v © Ascending | CLP
O Descending VIOU
LTP

v O Ascending
o Descending

v o Ascending
O Descending

OK Cancel

2

O 00 00 N O un L1 b~

12/09/2021
05/09/2021
04/09/2021
09/09/2021
08/09/2021
09/09/2021
10/09/2021
22/09/2021
13/09/2021

FPT
PLG
PVU
PVU
PVU
TGD
PVU
PLG
PLG

Ngay dat hang Ngudn hang



ToolTab Table Layout — Group Data Repeat Header Rows

Repeat Header Rows — IGip lai (nhiéu) hang tiéu dé sao cho cdc trang tiép theo van xudt hién header cla bdng
Repeat | (trirerng hop bang kéo dai nhiéu trang)

Header Rows

SMW 1 HCM 9/1/21 TGD
LTP 7 DNG 9/20/21 FPT

Bdng kéo dai xuéng nhiéu trang tiép theo nhung khéng ré cdc cét nay cé nghia la gi?

LTP 6 DNG 9/9/21 PVU
MOU 4 HNI 9/18/21 PVU
HDP 5 DNG 9/10/21 PVU
PCP 8 HNI 9/16/21 FPT



ToolTab Table Layout — Group Data

Repeat
Header Rows

Repeat Header Rows

San pham S8 lwgng Kho Ngay dit hang Ngudn hang
CLP 5 HNI 9/9/21 PVU
LBT 2 DNG 9/12/21 FPT
SDP 7 HCM 9/9/21 TGD

Chon (nhiéu) hang muén ddt lam tiéu dé sau dé st dung Repeat Header Rows

San pham

SO lwgng

Kho

Ngay dat hang

Nguén hang

LTP

5

DNG

9/20/21

PLG




ToolTab Table Layout — Group Data Convert to Text

(’g Convert to Text — chuyén di¥ liéu dang bdng sang védn bén théng thudng (text)

fonTve;t Tinh ndng nay nguoc lai voi Convert Text to Table
O lex

Chon kiéu ngdn cdch muén dwa vé dinh dang text

Convert Tab... ? X

Separate text with

O Paragraph marks

O [12bs

O Commas

O Other:

Convert nested tables




ToolTab Table Layout — Group Data § EXPERT
S

Formula

Formula - tinh todn vdi dit liéu trong bdng

1 ‘ ~ Formula ?
3 _| Formula:
=SUM(LEFT)|
Number format:
0
Paste function: Paste bookmark:
OK Cancel
Trong do:

s SUM: ham tinh téng

* LEFT: cdc gid tri bén trai noi dat cursor

* Number format: dinh dang két qua (# ##0, 0.00, 0,...)

* Paste function: chon ham (PRODUCT — nhén, AVERAGE — trung binh céng,...)



