TIN HQC PAI CUONG
CHU DPE 4. MICROSOFT EXCEL (Tiép)

+ Nhom ham tham chiéu

+ Sap xép dir liéu

* Mjtso thao tic trén co s& dir lidu: Scfp Xép, trich, loc dir liéu

+ Biéudo va céc thao tic voi biéu do

+ Pinh dang bing tinh va indn

TOM TAT LY THUYET

N@i dung 10. Céc ham tham chiéu
- Tham chiéu 1a viéc sir dung bang dit liéu cho trude dé bd sung thong tin cho bang di liéu khac.
Ham VLOOKUP:
- Cu phap: VLOOKUP(X, Vang do tim, n, Cach do). Trong do:

4 Ving do tim (hay bang tra) 14 bang thong tin di cho duoc bd tri theo chiéu doc;

4 X 1a 1 gia tri biét trudc can tim kiém thong tin twong @ng; X phai thudc vao cot dau tién
bén trai cua Vung do tim;

4+ 113 sd tha ty cua cot can lay thong tin trong Vung do tim duoc tinh tir trai sang phai. Cot
dau tién bén tréi 1a 1.

- Cong dung: Do tim gia tri twong @ng Vai gid tri X (trong cot dau tién bén trai ciia Ving do tim) trong
cot n cta vung do tim va tuy theo Cach do.

4% Néu cach do bang 0 hodc FALSE thi cot dau tién bén trai ciia Ving do tim khong can xép
theo thir ty ting dan tir trén xudng. Trudng hop nay ham chi do tim chinh xéac gi tri X;

4 Néu cach do bang 1 hoic TRUE hoic “khong c6 ddi s6” thi cot dau tién bén trai cia Ving
do tim phai dugc xép theo thir tu ting dan tir trén xudng dudi. Truong hop nay néu khong
tim dugc chinh xac gia tri X thi ham s& do tim tri 16n nhat nho hon X trong cot dau tién
bén trai ctia Vung do tim;

- Két qua:

# Néu do tim duoc thi ham s& cho két qua 1a gia tri cua 6 twong ng cung hang Véi 6 chira
gia tri X, nhung ¢ cdt thr n trong Vung do tim.

% Néu khong tim thay thi tra vé 16i #N/A (161 khong tim thay).

-Luuy:

#* X c6 thé 1a chudi, s6, dia chi 6 chira gia tri 1a chudi, s6 hoic biéu thirc c6 két qua 1a chudi,
$6;

% n 14 s6 thir ty cua cot trong Ving do tim duge tinh tir trai sang phai.

Cot dau tién bén trai 1a 1;

“% Ving do tim phai ¢ s6 cot >=n, néu khong ham sé& tra vé 161 1a #REF!;

<+ Vung do tim phai dé dudi dang dia chi tham chiéu tuyét doi.
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Vi du: Pién gia trj cho cot Phu cap trong bang dudi dwa vao chuc vy va tra ¢ bang 1 nhu sau:
=VLOOKUP(C2,$F$3:$G$7,2,0)

A B (o D E F | G
1| 7T | Hova tén | Chirc vu ng” BANG 1
2 Chirc

1 Nguy&n GB wvu Phu céap
3 2 | Le PGD GD 50000
4 3 [ My TP PGD 40000
5 4 | Hoang NV TP 30000
6 5 | Thanh TP PP 20000
7 6 | Hanh PP NV 10000
8 7 | Chi NV
E 8 | Higén NV
10| © | Tram NV
11| 10 | Tung NV
12 BANG 2
13 Chirc vu GD PGB TP PP NV
14 Phu ca 50000 40000 | 30000 20000 10000

Ham HLOOKUP:

- HLOOKUP c¢6 cu phap va cong dung tuwong tu VLOOKUP nhung dugc dung trong truong hop ving
do tim (bang tra) dugc bo tri theo hang ngang thay vi theo hang doc nhu VLOOKUP.
Vi du: DPién gid tri cho cot Phu cdp trong vi du trén dwa vao chiac vu va bang 1:
=HLOOKUP(C2,$C$13:$G$14,2,0)
N@i dung 11. Sap xép dix liéu
- Bé sdp xép dix liéu theo cot:

=% Trong thé Data, nhém Sort & Filter, chon Sort zl (xép tang dan) hay &+ (xép giam dan) hay

sot (dé lua chon sip xép vai nhiéu tiéu chi).

Sort ? x
‘-hél Add Level >< Delete Level || 53 Copy Level 4 | w || Options... [ My data has headers
Column Sort On Order
Sortby | column w | |values + | |5Smallest to Largest v

Cancel

<% Hoic trong thé Home, nhom Editing, chon Sort & Filter, chon lya chon thich hop, dé sap xép
theo nhiéu hon 1 tity chon thi chon Custom Sort.
Noi dung 12. Co s¢ dir ligu
12.1. Khai niém vung dir li¢u
- Co so dit liéu 1a tap hop cac dit liéu dugc sap xép trén mot ving hinh chir nhat (gom it nhat 2 hang)
cua bang tinh theo quy dinh:
%+ Hang dau tién ghi tiéu dé caa dir liéu, mdi tiéu dé ghi trén mot cot. Cac tiéu dé nay duoc

goi la truong (Field)
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# Ti hang tht 2 tré di chira dit lidu, mdi hang 13 mot mau tin hay ban ghi (Record)

Vi du: Bang lvong nhan vién

A B | c | D E | F G |
1 BANG LUONG NHAN VIEN THANG 01/2002
2 STT| HO VATEN |HSL| NC | LUONG | FHU CAP | TONG CONG
3 | 1 |Mguyen Minh Hai 492 221195200 597,600 1,792,800
4 | 2 |Ly Van Hing 3.56| 23| 893,236] 446,618 1,339,855
5 | 3 |V3 Duy Tam 281 22| 674400 337200 1,011,600
6 | 4 |ChaulNgec Gias 25 22| 600,000] 300,000 900,000
7 | 5 |[Trwomg Minh Cudng| 2.26] 22.5| 554,727] 277.354 832,091
8 | 6 |V3 Van Cuong zoz| 21| 462764| 231,382 694,145
9 | 7 [MguyEn Chanh 1.78| 23| 446,618 223,309 669,927
10 | 8 |Dweng Thi Chén 1.31] 24| 342,982 171,491 514,473
11 TONG CONG 5,169,927 2,584,964 7,754,891

12.2. Loc thong tin

Loc thong tin gitp hién thi ra nhitng ban ghi trong co s¢ dit liéu thoa man nhitng yéu cau va an
di cac ban ghi khac. Co 2 céach loc: Loc tu dong (AutoFilter) va loc theo bang diéu kién tao trudc

(Advanced Filter).

Loc tw dong (Autofilter)

- Dung dé loc cac mau tin théa man mot hodc nhiéu diéu kién dugc chi dinh. Khi loc thi chi nhitng mau

tin thoa mén diéu kién chi dinh méi duogc hién thi, cac mau tin con lai s& bi an di.

- Céach thuc hién

# Chon vung dit liéu dé loc (ca dong tiéu dé) hozc chi can di chuyén con tré 6 vao ving dir liu;

=% Chon lénh loc: trén thé Data, nhém Sort & Filter, chon Filter; hoic trén thé Home, nhom
Editing, chon Sort & Filter, chon Filter;

% Khi d6 trén tiéu dé mdi cot s& xuat hién biéu tuong loc, kich chudt vao s& xuat hién hop thoai.
Muén loc theo diéu kién & cot nao thi kich chudt vao biéu tuong loc cua cot d6 dé chon.

2l
il
Sort by Color

2 P
% | Clear Filter Fro

Mumber Filters

Sort Smallest to Largest
Sort Largest to Smallest

|Search

2|

~[v] (Select All)
2

~3

io[] (Blanks)

ok | canc
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% Tich chon vao gia trj can hién thi, chon Select All néu mudn hién thi tét ca.
=% Chon Number Filters dé biéu dién cac diéu kién vai dix liéu sé.

Equals...

Does Mot Equal...

Greater Than...

Greater Than Or Equal To...
Less Than...

Less Than Or Egual To...
Between...

Top 10...

Above Average

Below Average

Custom Filter...

Tiép d6 chon Custom Filter dé c6 hop thoai:

Custom AutoFilter ? >

Show rows where:
1

equals w W

®and Oor

Lise ? to represent any single character
LIse = to represent any series of characters

Luuy:
% Néu dit diéu kién ¢ cac cot khac nhau thi chi nhitng mau tin thoa mén tat ca cac diéu kién da dt
ma&i duoc hién thi.
= Mudn hién lai tit ca cac mau tin, ban thuc hién: Chon Select All trén tt ca cac cot da loc; hoic
trén thé Data, nhém Sort & Filter, chon Filter; hoac trén thé Home, nhom Editing, chon Sort &
Filter, chon & Clear: hoic hoic trén thé Home, nhom Editing, chon Sort & Filter, chon Clear.
=+ Huy loc tu dong béng cach chon lai Iénh loc: trén thé Data, nhom Sort & Filter, chon Filter;
hoac trén thé Home, nhém Editing, chon Sort & Filter, chon Filter.
Loc nédng cao (Advanced Filter)
Khi diéu kién loc phtc tap, hodc ban can tinh toan diéu kién thay vi chon di liéu dang co.... ban
c6 thé dung tinh ning loc nang cao (Advanced Filter) caa Excel dé loc va rat trich dit liéu.

Trinh tw thuc hién:

< Chuan bj vung diéu kién loc:
= Vung diéu kién loc phai c6 it nhat 2 6, mot 6 chira tén truong lam diéu kién loc, mot 6
chtra diéu kién loc

= Tén truong lam diéu kién loc thuong sao chép tir co sé dir liéu ra dé trach sai sot
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= (6 thé c6 nhiéu truong duoc dung lam diéu kién loc
» Piéu kién don chinh xac:
+ Dit liéu chudi: Ghi chinh xac chudi lam diéu kién
+ Dit liéu s6: Ghi chinh x4c s6 lam diéu kign.
= Piéu kién don khong chinh xéc:
+ Dit liéu sb: Str dung cac toan tir so sanh dé ghi diéu kién
+ Dt liéu chudi: Str dung cac dau dai dién (*,?)
= Dibu kién két hop: Cac diéu kién trén cung 1 dong 1a cac diéu kién dong thoi (va - and),
trén cac dong khac nhau 1a khong ddng thoi (hoic - or)
< Thuc hién loc: ma hop thoai Advanced Filter bang cach: trén thé Data, nhom Sort & Filter,
chon 0 advanced

Advanced Filter 7 -,
Action

(®) Filter the list, in-place

() Copy to another location
List range: £153:8157 =

Criteria range:

i
nl Ll

il

Copy to:

Jr

[ ] Unigue records only

Conce

= Trong khung Action chon:
+ Filter the list, in-place: Két qua loc xuat hién ngay trén dit liéu gbc. Cac dong khong
thoa man diéu kién sé& bi an.
+ Copy to another location: Két qua loc s& dugc trich sang mot ving khac duogc xac
dinh trong hop Copy to.
= Khung List range: Dia chi cua bang dit liéu can loc. Xac dinh bang cach g truc tiép hoac
dat con tr6 vao myc nay roi dua chudt ra ngoai dé quét, hodac da dugc chon tur trudc
= Khung Criteria range: Dia chi cia ving chira diéu kién loc. Xac dinh bang cach go truc
tiép hoac dat con tro vao muyc nay roi dua chudt ra ngoai dé quét
= Muc Copy to: Xac dinh tham chiéu dén ving chtra dir kién két qua (hop nay chi duoc kich
hoat khi ban chon Copy to another location trong khung Action).
= Chon Unique Records Only dé chi hién thi mot ban ghi néu c6 nhiéu ban ghi hoan toan
giong nhau thoa man diéu kién loc
% Nhin OK

Vi du: C6 bang tinh lvong nhu sau:
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BANG LUONG NHAN VIEN
STT| HOVATEN |CVLU | LCB [NGAY| PCCV |LUONG | T.UNG | CLAI
1 L Thanh Tuan | GD |25.000| 25 |200.000| 625.000 |250.000 |575.000
2 Va Ngoec Hang | PGD [22.000| 28 | 150.000 | 682.000 |250.000 | 582.000
3 | CaoNgoc Trang | PGD |22.000| 26 | 150.000 | 594.000 |250.000 | 494000
4 | Nguvén Tri Diang | TL |22.000| 26 |100.000 | 594.000 |250.000 | 444.000
5 Huynh Céng KT (20,000 20 |100.000| 400.000 |250.000 | 250.000
6 Lé Anh Tuén TQ |20.000| 23 100.000 | 460.000 | 250.000 | 310.000
Va Déng Pién | NV |15.000| 28 50.000 | 465.000 |250.000 | 265.000
Trén Binh Canh | NV [18.000| 27 50.000 | 522.000 |250.000 |322.000
Luong Hing Minh| NV |[14.000| 14 0 196.000 | 130.000 | 66.000
10 | Tran Nhat Tan | NV [15.000| 17 0 255.000 | 170.000 | 85.000

* Mt s6 thiét 1ap diéu kién loc dir liéu:
- Loc ra nhitng nguoi c6 chuc vy la “NV™:

+ biéu kién:

cVU
NV

+ Két qua:

STT | HOWATEN | CVU | LCB | NGAY | PCCB | LUONG | T.UNG | CLAI
7 WaBangDién My | 15000 26 S0000 | 4RS000 | 250000 265000
8 | TrinDinh Canh | NV 18000 27 50000 | 522000 | 250000 | 322000
9 Lwong Hing Minh My 14000 14 0 196000 130000 66000
10 TrdnNha&tTén | NV 15000 17 0 255000 | 170000 | 85000

- Loc ra nhirg nguoi c6 ho bat dau bang ky tu L

+ Diéu kién;

HO VA TEN HOQ VA TEN (¥)
L* | =LEFT(B2;1)="L"
hoac
+ Két quéa
STT HIO A TEI\{ L LCEB PGAY FPCCE LILFCING T.LFNG LA
1 L Thanh TL{Ién =D 25000 25 200000 G245 000 250000 575000
=] L& Anh Tuan T2 20000 23 100000 AB0000 250000 10000
=] Lurzrng Hing Minh [ 14000 14 ] 196000 130000 BB000

Néi dung 13. Biéu d6
13.1. Khai niém
Biéu d6 1a sy biéu dién cac con sd, su twong quan dit liéu bang hinh anh va so sanh cac s6 liéu dé
ngudi doc nam bit thong tin mot cach truc quan hon.
Excel c6 nhiéu dang biéu d6 dé lua chon tuy theo dir liéu ma ban muén thé hién.
13.2. Cac loai biéu do

Excel c6 nhiéu dang biéu d, mdi dang chinh lai c6 thém mot s kiéu phu.
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Céc dang biéu d6 chinh va cong dung co ban cia mdi loai nhu sau:

Stt  Loai biéu dé Chirc niing
1.  Columns So sanh dir liéu véi nhau theo chiéu doc
2. Bar So sanh dit liéu v6i nhau theo chiéu ngang
3. Line Cho xem su thay ddi dit lidu trong mot giai doan
4. Pie So sanh ty 1& cac thanh phan trong mot tong thé
5. XY (Scatter) Mo ta dir li€u gitra 2 loai dir liéu lién quan
6. | Area So sanh su thay doi lién tuc vé khéi luong
So sanh cac phf?ln téng thé trong mot hoac nhiéu pham tru dir li¢u (Biéu do
7. Doughnut .
Pie co 1 16 ¢ gitra)
8. | Radar Chi ra cac thay d6i dit liéu hodc tan s6 dir liéu trong d6i voi tim diém
Tao vét thay d6i trong 2 bién sb v6i bién thir 3 thay d6i, 1a mot do hoa 3
9.  Surface N
chiéu
10. Bubble Hién sang cac chum gia tri, tuong tu nhu biéu d6 Scatter
(1| Stock Két hop biéu dd Line va Columns, dugc thiét ké dic biét dé tao vét gia tri
.1 Stoc . .
co6 phiéu
_ Str dung mot hinh tru dé trinh bay cac dir liéu cta biéu dd Bar hay biéu do
12. Cylinder N
kiéu Columns
13. Cone Nhén manh cac dinh dit liéu, ¢6 hinh nén
14. Pyramid Tuong tu nhu biéu d6 Cone, ¢6 hinh kim tu thap

13.3. Cach tao biéu do

Tao biéu d thé hién bang dix liéu cho trudc nhu sau:

- Boi den bang dit liéu;

- Trén thé Insert, nhom Charts, kich vao loai biéu d6 can tao va chon kiéu phu hop; hoic nhin vao mii

tén & goc dudi cung bén phai nhém Charts dé mé hop thoai.

ﬁ%uﬁmpo

Cn-lumn Line Fie Bar Area  Scatter Other
- - - - - - Charts -
Charts la
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13.4. Hiéu chinh biéu dé

- Sit dung Chart Tools dé hiéu chinh biéu do:

K-t )5 ‘ TOAN TRUONG CHUAN -TONG HOP 21120125 [Compatibiity Mode] - Microsoft Bxcel
il Home Insert  Pagelayout  Formulas Data Review  View

Design ‘ layout  Format

= —

TR B
] T 1 =| |- -

Change Save As Switch  Select E -D_i—ﬂ_l - — Move

Chart Type Template = Row/Column Data M T Chart

Type Data Chart Layouts Chart Styles Location

* Thay doi trinh bay trén biéu do:

- Sir dung Charts Tools, thé Layout, dé trinh bay biéu dé theo y muon.

[Z“ H9-o-Als ‘ TOAN TRUONG CHUAN -TONG HOP 2.11.2018.xls [Compatibility Mod:
Home Insert Page Layout Formulas Data Review View Design | Layout | Format

Chart 2
Picture Shapes Text Chart  Axis Legend Data Data Axes  Gridlines Plot Chart Chart 3-D Trendline Lines Up/Down Error
& Reset to Match Style - Box | Titlev Titlesw +  labels~ Table~ - - Area~ Wall~ Floor~ Rotation - Bars Bars ~

Current Selection Insert Labels Axes Background Analysis Properties

- Cdc thanh phan cia biéu do thwong thay déi nhat la:

Chart Titles | Thém tiéu dé biéu do

Axis Titles Tiéu dé dat theo truc doc hay truc ngang

Legend Thém chu thich vao bicu d6

Data Labels = Thém nhan dir liéu

Data Table | Hién thi dit liéu bén dudi biéu d6

AXes Thém nhan trén truc ngang va truc doc

Gridlines Thém dudng vién

“% Thay déi loai biéu dé:
% Bén dudi Chart Tools, chon thé Design, nhém Type, chon Change Chart Type;
% Hoic nhan chudt phai vao biéu d6, chon Change Chart Type.

<+ Pinh dang cho biéu dé:

+» Bén dudi Chart Tools, chon thé Format;
% Hoic kich chudt phai vao tirng phan cua biéu d6, chon Format. ..
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Noi dng 14. Pinh dang va in bang tinh
14.1. Pinh dang trang tinh
<% Trong thé Page Layout, nhém Page Setup, nhan vao lya chon cin thay doi;

1 B 0ks @ &

PFargins Crientation Size Print EBreaks Background Print
= = 2 Area - ~ Titles

Page Setup Fa
<% Hoic md hop thoai Page Setup bang cach nhin vao miii tén ¢ gbc dudi cung bén phai nhém
Page Setup.

Page Setup ? x

Margins  Header/Footer  Sheet

Orientation
b, )
(®) Portrait () Landscape

Scaling

(@ Adjustto: | 100 3| % normal size

() Fit to: 1 +| page(s) wide by |1 & tall
Paper size: A4 ~
Print guality: | 600 dpi w

First page number: | Auto

Print... Print Preview Options...
Cone

* Thiét lap trang: Trong hop thoai Page Setup, chon thé Page
- Muc Orientation: Cho phép thay doi hweng trang in
+ Portrait: In theo chiéu doc cua trang giay.
+ Landcape: In theo chiéu ngang cua trang giay.
- Muc Scaling: Cho phép thay doi ty ¢, kich thwéc ngi dung trang in.
+ Adjust to: Co thé phong to hodc thu nho noi dung theo ti 18 phan trim so véi kich thuéc
chuan 100% ban dau
+ Fit to: Xac dinh sb trang dung dé in bang tinh. Néu g sé 1 va x6a bo gia tri trong 6 bén
phai. Khi do, tit ca dir liéu trong mot bang tinh, du nhiéu hay it, déu duoc sip xép dé chi in ra mot
trang giay.
- Muc Paper size: Cho phép chon khé gidy (A3, A4, Letter,...)
- Nut Print PreView: Xem trang trudc Khi in.
- Nuat Print: Thuc hién Iénh in.
* Thay doi |é cia trang in: Trong hop thoai Page Setup, chon thé Margin
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Page Setup ? *
Page Header/Footer ~ Sheet
Top: Header:
19 (= 0.8 |
Left: Right:
18 |5 18 |5
Bottom: Footer:
19 £ 0.8 |
Center on page
[ Horizantally
[ vertically
Print... Print Preview Options...
conce

Trong thé Margin c¢6 cac hop thoai sau:

- Top/Bottom/Left/Right: D¢ thiét 1ap khoang cach 1¢& trén/dudi/trai/phai cua trang in. Thong
thuong, don vi do 13 Inches. C6 thé nhap gia tri truc tiép vao 6 hoic s dung mili tén 1én xudng dé ting
giam khoang cach.

- Header: Thiét Iap khoang cach danh cho ving dau trang.

- Footer: Thiét 1ap khoang cach danh cho vung chén trang.

- Center on page: Can chinh dir liéu vao giira theo hai chiéu

+ Horizontally: Chiéu ngang trang in
+ Veritically: Chiéu doc trang in.
* Thém tiéu dé (diu trang) va ha muc (chin trang): Trong hop thoai Page Setup, chon thé

Header/Footer

Page Setup ? x

Page  Margins | Sheet

Header:

(none) ~
Custom Header... Custom Footer...

Footer:

(none) v

[ wifferent odd and even pages
[ bifferent first page

Scale with document

Align with page margins

Print... Print Preview Options...
Cone

- Myc Header: Chon pham vi thiét lap tiéu dé
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- Nhan Custom Header dé nhap noi dung tiéu dé

- Muc Footer: Chon pham vi thiét 1ap han muc

- Nhin Custom Footer dé nhap noi dung han muc

* Thé Sheet: thuc hién thay ddi lién quan dén trang tinh in ra nhu thé nao

Page Setup

Print area:
Print titles
Rows to repeat at top:
Columns to repeat at left:
Print
[ Gridlines
[ Black and white

[ oraft quality
[ row and column headings

Page order

?

Page Margins ~ HeaderFooter | SheetE

Comments: (Mone)

Cell grrors as: | displayed

(® Down, then over
() Over, then down

X

Print... Print Preview Options...

ol

- Print area: Lua chon khu vuc in trong trang tinh

- Print titles: La phan 13p lai cua cot hay hang trong mdi trang in

- Print: Bao gom nhiing gi s& in cling Vi bao cdo; Pudng khung ludi sir dung trong viéc in an

- Print order: Thay doi thir ty trang in

= Cubi cung Nhan OK dé thiét lap va tat hop thoai, hoiac nhan Cancel dé huy bo thiét lap.

14.2. Xem trang tinh trwéc khi in
= Nhan thé File, chon Print:

Print

Print

Printer

non LEP2300

Ca
’% Offline

Settings
| ’:‘ Print Active Sheets
Only print the active shests

Pages: I te z

== Collated
1,3,3 123 123
N
Portrait Orientation
D Ad
21 cmx29.7cm
Custom Margins

[0 No Scaling

Print sheets at their actual size

S6ndm | Hos

cong te

=% Nhan nat ESC thoat khoi ché do xem.

14.3. Tao ngat trang

= Diéu chinh ngat trang sir dung tinh niang Breaks.
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< Tao ngat trang: chon 6 tinh, trong thé Page Layout, nhom Page Setup, chon Breaks, chon Insert

Page Break.
=] | | AL £
.I—El < Tl |_'-5| -
+.
Breaks |Background Print ]
- Titles | T

Insert Page Break

Eemove Page Break

Feset All Page Breaks
*

<% Dé tao ra hay loai bo ngit trang: chon 6 tinh di tao ngat trang, trong thé Page Layout, nhém
Page Setup, chon Breaks, chon Remove Page Break;

<4 Dé loai bo tat ca ngat trang nhap Reset All Page Breaks.

<% Excel bo qua ngat trang néu st dung Fit to trong thé Page cua Page Setup.

“# Sir dung Page Break Preview dé xem so tinh vai s6 trang duoc danh dau trén man hinh.
% + Co6 thé di chuyén ngat trang dén chd ban muén;
<% + Pé thuc hién, trong thé View, nhom Workbook Views chon Page Break Preview, hoic nhap
vao @ (Page Break Preview) tir cac nit xem & bén phai cua thanh trang thai.
14.4. In trang tinh

% Mic dinh Excel chi in trang tinh dang thuc hién trong s tinh. C6 thé chon in tat ca cac trang
tinh trong so tinh, c6 thé chon ca trang tinh hoic moét khu vuc cu thé caa trang tinh;
% Lénhin:

+ Nhan thé File, chon Print, nhan vao Print; hoidc nhan Ctrl + P:
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