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2. Module 2 - Ung dung chii chdt - Key Applications (KA)

Cac tinh nang chung
1. | Noi phdan mo réng cua file v6i chwong trinh ving dung

Docx - Word
Xlsx - Excel

Pptx - PowerPoint
One - One Note
Txt - Notepad

2. Cau nao diing vé chirc nang Undo

Hiy bé ciac hanh dong vira thwe hién.
3. | Céch khoi dong Microsoft Excel?

a) Click Start, Programs, Microsoft Excel 2010

b) Nhin Start, All Programs, Microsoft Office, Microsoft Excel 2010
c) Nhén Start, Microsoft Office, Microsoft Excel 2010

d) Nhan Start, All Programs, Microsoft Excel 2010

4. Banut mac dinh trén Quick Access Toolbar trugc khi ban tuy bién 1a?

a) Print
b) Open
¢) Undo
d) Redo
e) Save
f) New

5. | Ghép noi niit I¢nh véi bi¢u twong twong ing
Hide the ribbon - An dai bang
Display a dialog box - Hién thi 1 hop thoai

Display gallery items - Hién thi bo suu tap

Close task pane/window - Dong khung/cira s6 =

6.  Tén ctia cac tinh nang ma ban co thé sir dung dé quan ly cac tap tin trong bo Office?

a. Windows Explorer
b. File chon xem

c. Office File Manager
d. Backstage view

7. Diéu gi xay ra khi ban nhan Ctrl + N trong mét chuong trinh Office?

a. Xuét hién man hinh tao mot file mai

b. Mt tap tin méi dé trong dwoc tao

c. Mot phién lam viéc moi ciia chuong trinh dugc bat dau
d. Man hinh luu trit mot tai liéu moi xuét hién
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Diéu gi xay ra khi ban nhan Ctrl + C trong mét chuong trinh tmg dung?

a. Cac muc duoc chon dugc loai bo khoi vi tri hién tai cua chung

b. Cac muc duoc chon duoc hién thi mau véi mau sic duoc lua chon cubi cung trong bang mau
¢. Cac muc dugc chon dugc can gitta so vdi cac 1é

d. Cac muc dwge chon dwge sao chép vao Clipboard Office

Chon ba cach c6 thé sir dung dé chia sé cac tap tin cho nhiing nguoi khac co thé truy cap mot cach
nhanh chdng va dé dang:

a. Luu céc tép tin trén b dia cuc bd cua ban chi danh cho muc dich an ninh
b. Luu trt cac tap tin trén mdt 6 dia di dong

¢. Luu cac tap tin dén mot vi tri dugc chia sé nhu mot mang ludi to chie
d. Luu cac tap tin vao mot diém dén web nhu SkyDrive hay iCloud

e. Gui cac tap tin dinh kém email

Word

10.

11.

12.

13.

14.

Khi nao thi ban nén bam phim Enter dé nhdp vén ban?

a. Khi ban dén cudi ciia mot doan vin hodc khi ban mudn chén mdt dong trong

b. Khi ban dén cubi ciia dong dau tién dé bat du viét tir cho mdi dong sau

¢. Khi 14n du tién ban mo tai liéu dé di chuyén con trd van ban ra khoi khu vuce tiéu dé
d. Khi ban dén cudi ciia mdi dong & 1& phai

Ghép noi phim tat voi y nghia cia no

Ctrl + Down Arrow (mii tén xudng) - Di chuyén dén dau doan van tiép theo
Ctrl + Home - Di chuyén vé vi tri dau tién cua tai liéu

PgDn - Page Down - Di chuyén sang man hinh tiép thep

Home - Vé du dong

Phim nao ban dung dé chon cac doan vin ban khong lién ké nhau?

a. Alt
b. Ctrl
c. Fn
d. Shift

Ché d6 hién thi nao ban nén ap dung cho cac vin ban ma ban nhan duoc tir bén ngoai thong qua e-
mail?

a. Web Layout view

b. Full Screen Reading view

c. Read Only view

d. Protected view

Tai sao ban mudn tiy chinh mét phong cach trinh bay dau hoa thi (bullet style) cho mét danh sach?

a. Dé thut 18 trai cho danh sach

b. D¢ thay doi phong cach danh sach tir dau hoa thi thanh danh s6
c. Dé tao ra mdt hinh thirc trinh bay khac cho tai liéu

d. Pé thay dbi phong cach danh sach tir danh s6 sang dau hoa thi
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15.  Ghép nbi loai 16i va mo ta
Duong luon séng mau dé - Loi chinh ta
Duong luon song mau xanh 14 cay - Loi vé ngit phap
Duong luon song mau xanh da troi - Loi nglr canh
16. | Ban c¢6 thé noi gi vé mot doi tuong da duoc lua chon trong tai li¢u?
a. Cac dbi tugng duoc danh d4u ndi bat nhu khi chon van ban thong thuong
b. Céc doi tuong xuat hién trong ctra s riéng cua nd dé chinh stra
¢. TAm 6 vudng nhé xuat hién xung quanh doi tu’o’ng
d. Cac d6i tuong thay dbi sang mau den va mau trang néu no c6 mau
Excel
17. | Phén biét trang tinh (Sheet - Bang tinh) va mot so tinh (Book)?
a. Sé tinh la thu@t nglt duoc st dung khi ban dung nhiéu hon mot trang tinh trong mét file.
b. S6 tinh c6 thé duoc chia sé tu dong boi nhitng nguoi khac
¢. So tinh la toan b tip tin c6 chira cic trang tinh
d. Trang tinh cé thé dugc st dung trong cac chuong trinh bang tinh khac
18. | Tuy chon nao dung dé thiét lap mac dinh cach ngay thang duoc hién thi trong Excel?
a. Binh dang ngay mac dinh trong Format Cells
b. Muc Advanced trong Excel Options
c. Cai dat mac dinh thong qua viéc cai dat Office
d. Region and Language trong Control Panel
19. | Tai sao ban doi tén mot trang tinh (bang tinh)?
a. Dé trg' gitip cho viéc xac dinh cic ndi dung
b. Dé giup xac dinh trang tinh nay nhu mot SH tinh 2010
c. Dé co thé thém mot mau sic cho bang tinh tiép sau no
d. Bé cho phu hop voi tén caa so tinh
20. ' Chon cong thirc dién vao 6 D6 dé tinh gia tri A : c D :
. . B A N ., . 1 |Cost Tracker - Manufacturing Materials
giao dich cho Bo mach chu. Biét rang, gia tri 2 7axRate 0.07
giao dich mot mat hang duoc tinh bang ty gia hoi i Ehoney: o
doai nhan voi tong gia ca (gia cong thém thug). 5 Tom Cost Taxonltem  Exchg Total
6 |Motherboard 215 15.05
7 |Vid d 98 6.86
a. =B6+C6*C3 o 75 5.25
b. =B6*C3+C6 9 |Modem 124 8.68
c. =B6*C3
d. =(B6+C6)*C3
21.  Xem xét bao cao trong hinh bén. Cong thirc nao A g £ 2 2
. 2, , Z , n ) 7 K 1 Amount of Loan 55,000.00
dung de tinh todn két qua cho cdt Principal Paid: | 5 inerest Rate 6.0%
3 |Term (months) 12
4 Ending Balance 50.00
a. :B7 = $C$1 2 5 Pay‘mintﬁwp: 0
b.=B7-Cl2 7 |Payment/Month $430.33
C. :$B$7 - $C$12 8 TotalTerm $5,163.99
d =$B$7 - C12 9 |Total Interest 5163.99
¢ 10
Beginning Principal Ending
11 Month # Principal  Interest Paid Paid Balance
12 1 $5,000.00 525.00 5405.33 54,594.67
13 2 $4,594.67 $22.97 $407.36 $4,187.31
14 3 $4,187.31 520.54 $409.40 $3,777.91
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22. | Tai sao ban tick vao 6 “My data has headers” trong hop thoai Sap xép?

a. bé giup cho Excel hiéu réng dit liéu cua ban co tiéu dé cot va dua vao do dé xac dinh dit liéu
b. Dé loai bé cac dong tiéu dé khéi danh sach dwoe sip xép sau dé
c. Dé chén mot ngét trang trudc cac tiéu dé cot
d. Bé xac dinh s6 tht tu cta cac hang noi ma cac tiéu dé cot duoc nhap
23. | Lénh nao s€ loc ra danh sach ban hang ma co sb A B

tién la $ 40,000 hodc nhiéu hon? L|Employee |v|Sales for the vel~
2 |Smith, J. 582,495
3 caplin, K. $65,296
a) Equals 4 ToEﬂmbs, L $112,172
b) Greater Than or Equal To 5 |Upton, H. $37,851
¢) Greater Than 6 Ward, F. $24,668
d) Less Than 7 |Reed, G. $19,803
g8 Queen,E. $175,599
9 Yates, N. $67,544
10 Bell, J. $112,517

24.  Tai sao Bieu do dem lai nhiéu cach mo ta dir liéu hon so v mot Bang?

a. Nhiéu dit liéu c6 thé xuat hién trén biéu dd so voi bang

b. Mot biéu d6 co nhiéu mau sic hon

¢. Biéu do co thé duoc in trén mot to giéy 16n hon so vé1 mdt bang

d. Mot biéu dd minh hoa xu hwéng hay dang diéu dir liéu rdé rang hon
25. | Loai biéu do nao nén duogc dung dé so sanh dit liéu co xu hudng lién tuc?

a. Line

b. Pie

c¢. Column
d. Bar

Powerpoint
26. | Hiéu ung chuyén trang silde 132

a. Animations
b. Transittion
c. Trigger
d. Switch slide
e. Switch page
27. Tai sao ban mudn nguoi khac xem lai ban thuyét trinh ctia ban trude khi trinh dién n?

a. Pé 1am cho chic chén rang file co thé chia sé

b. Pé dam bio ban c6 ndi dung tét nhit, cic yéu td thiét ké, va thoi gian phiat hop véi khan gia
c. Bé c6 mdt bén thu ba vo tu thém ghi chu cho cac slide

d. Pé xac dinh dinh dang nao cua tap tin la tot nhat cho viéc phan phdi cac bai thuyét trinh

28. | Bon cach ban ¢ thé giup cho ban thuyét trinh dé doc va giir cho khan gia tap trung vao trinh bay:

a. Han ché s6 lwrgng mau sic dwge sir dung

b. Si dung dinh dang nhit quan trén cac slide

c. Thém rat nhi€u hiéu tng déc biét trén mdi slide

d. Str dung nhiéu hinh anh dong hoac chuyén trén slide

e. Chi sir dung hinh danh hay béng khi c6 lién quan hodc dé nhin manh
f. Gi6i han s6 diém cho m&i slide to 6
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Diéu gi dang xdy ra ¢ hinh bén phai? Shdes G 3

3 sy sEey
Lod | e —
+ Smien amezimar mmra s rama

4 S o e . —
-

a. Céac slide dugc chon sé b1 xo0a

b. Mdt slide mdi s€ dugc chen vao vi tri nay
c. The Slides s& dugc thu hep

d. Slide dwgc chon s& dwoc di chuyén

Chon bdn loai hiéu ung cho doi tugng co trong Animation

a. Entrance

b. Slow

c. Fast

d. Motion Paths

e. Emphasis

f. Exit

Tai/sao ban nén chon mot chu dé (theme) da duoc tich hop trong phén mém dé ap dung cho ban trinh
chiéu?

a. Dé s dung mot bai thuyét trinh da duoc tao trudc voi cac tiéu chudn cho mot chu dé vi du nhu
tiép thi

b. Pé dat dwoc mot thé thong nhit cho cac phdng chir va mau siic

c. Bé thém mot chuong trinh 4m thanh cho ban trinh chiéu

d. Pé cho phu hop voi mau séc ciia tiéu chudn trong cong ty cua ban

Khi nao ban dung Quick Styles dé ap dung dinh dang?

a. Khi ban mudn dinh dang chi tiét cac loai vin bin nhw ti¢u dé, nhan d¢, vv
b. Khi ban can phai xéac dinh céc thanh d liéu duoc trinh bay trong mot biéu db
c. Khi cac chu dé (theme) khong co san dé sir dung

d. Khi ban trinh chiéu chi bao gdm cac van ban don thuan.

Cach nhanh nhat dé chén mot bang vao mdt slide méi la gi?

a. St dung Iénh Insert Object dé chen mot bang tinh Excel

b. Tao mot silde méi c6 bd cuc la “Tittle and Content” roi nhin “Insert Table” trong “Content
placeholder”.

¢. Tao mot Hop van ban (Text box) sau do6 chén mot bang vao no

d. Tao mot silde méi c6 bd cuc 1a “Tittle and Content” sau do vé bang

Mot “PowerPoint Datasheet™ 1a gi?

a. Mot slide co chira cac dit liéu s& dugc sir dung dé tao ra mot doi tuong biéu dd

b. M6t slide tém tat c6 chira dit liéu cho bicu do

¢. Mot ddi twong twong tw nhw mdt bang tinh Excel ¢6 chira cac hang va cdt va dir liéu
d. Mot tap tin dir liéu Excel ban phai nhap khau dé tao ra mét biéu do6
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Access

35.

36.

37.

38.

39.

40.

41.

Khi ban thuc hién mot truy Véin, ban théy mot két qua trong do tén qﬁa mat giao vién bi viét sai chinh
ta, ban thuc hién stra 101 chinh t& cho tén gido vién trong dang hién thi Datasheet ctia truy van do.
biéu nao sau day la ding.

a. Thong tin vé gido vién do s& thay doi trong bang dir 1iéu ban dau va tat ca cac két qua truy van vé sau
b. Tén ciia gido v1en d6 chi thay doi trong truy vin nay, khong thay doi trong bang dir li€éu ban
diu va cac truy van vé sau.

c. Tén ctia giao vién do khong thay doi trong bang dit liéu ban ddu nhung thay di trong truy van nay va
cac truy van vé sau.

d. Tén cua gido vién do thay dbi trong truy van nay va bang dir liéu ban du, khong thay di trong truy
van vé sau.

D6i tugng nao diung dé thuc hién hanh dong nhap ban ghi méi, x6a ban ghi, stra ban ghi

a. Report

b. Record

¢. Form

d. Query

Pau la ba doi tuong trong co so dir liéu?

a. SQL

b. Navigation pane

c. Table

d. Run command

e. Report

f. Query

Phan m¢ rong cua file trong Office 2010

Word .docx
Excel Xlsx
Power Point pptx
Access .accdb
Onenote .one

Su khac biét co ban giira mot biéu mau va bao céo la gi?

a. Céac biéu mau co thé duoc tao ra boi nguoi su dung trong khi bao cao duoc thiét dat trude boi
Microsoft

b. Cac biéu miu nhan di li¢u diu vao trong khi bao cao xuit dir li¢u

c. Bao cao nhan dir liéu dau vao trong khi cac bleu mau xuat dit liéu

d. Cac biéu mau co thé duoc tity chinh véi mau sic trong khi cac bao cao thi khong

Cai gi dugc coi la mot loai thong tin?

a. Table

b. Field

c. Database

d. Record

Click vao vi tri cho phép di chuyén dén ban ghi cudi cing

. N . , Record: M 1ofa 4 L4 | Search
Click vao nut dwgec déng khung. m
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Y nghia ctia muc “Look in” trong hdp thoai “Tim kiém va Thay thé” la gi?

a. Cho Access biét bang dé tim kiém

b. Cho Access biét tim ki¢m trong trwrong hién tai hay tit ca cac trwong trong bang

¢. Cho Access biét co s dit liéu dé tim kiém
d. Cho Access hudng tim kiém

Mot tap hop cac diéu kién ma mot bo loc dung dé xac dinh cac ban ghi dé hién thi goi 1a?

a. Dynaset

b. Truy van - Query

c. Datasheet

d. Piéu kién (tiéu chuin) - Criteria

Mot truy van thém hodc xo0a dit liéu duoc goi la:

a. Dynaset

b. Select query - Truy v4n chon

c. Action query - Truy vin hanh dong
d. Diéu kién (Tiéu chuén) - Criteria

Tap hop cac ban ghi tir mot truy van duoc goi la:

a. Select query
b. Action query
c. Criteria

d. Dynaset
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Thé View
Nhom Presentation View
- Chuyén ché do hién thi slide sang Reading view hodc slide sorter
Chon thé View -> Chon dung tén ché d6 Reading view hoic slide sorter.
(C6 thé dimg nhém lénh ¢ géc bén phai cuia thanh trang thai)

- Pang ¢ ché do Slide sorter, hay di chuyén slide s6 3 vao giita slide s6 5 va 6
K¢éo tha slide s6 3 vao gila slide s6 5 va 6.
(Chu y quan sdat ngi dung 3 slide dé biét viéc kéo tha da dung hay chua).

- Héy hién thi cdc slide ¢ dang sép xép.
View -> Slide Sorter (hodc clcick nut Iénh Slide Sorter & gdoc phai trén thanh trang thai)

Nhom Zoom
Diéu chinh d¢ rong cua slide cho phu hop véi man hinh windows.

C1: Chon thé View -> chon Fit to window trong nhom Zoom. ‘

C2: Chon nut 1énh Fit to window (nit mii tén 4 chiéu ¢ goc phai dudi cia cira sd tng dung
Powerpoint). V ‘

(Dé quan sat thdy ro su thay doi, trudc khi thuc hanh thao tdc nay cdan phdng to hodc thu nho slide).

Thé Outline
Dung thé Outline dé xda slide so 7.

Click thé Outline -> Chon Slide sb 7 -> Chudt phai -> Delete slide. ) ,
(The Outline va the Slides la 2 the o goc trdi, phia dudi dai bang, trong ché do hién thi Normal)

Microsoft Access i
Dung file Du lieu Access mau.accdb dé thuc hanh.

70.

71.

72.

73.

Khéi dong Microsoft Access 2010
Start -> All Programs -> Microsoft Office -> Microsoft Access 2010

Thé File
Tao 1 file co sé dir li¢u
- Tao file trang (tréng)
File -> New -> Blank Database -> Chon vi tri luu file néu can (mé&c dinh s€ luu trong thu muc
Document) -> Create

- Tao file theo mau ) o
File -> New -> Sample Database -> Chon ding tén mau -> Chon vi tri luu file néu can (méc dinh

s€ luu trong thu muc Document) -> Create.

Pong co sé dir liéu:
File -> Close Database

Mo file

- Mo file dd mé gan day
File -> Recent -> chon dung tén Co s¢ dir ligu.
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- Open file trong thu muc cu thé. ’
Héy mo co s6 dir liéu Du liew Access mau.accdb dwoc heu trong mdy tinh nay, hién thi cdc doi
twong cua co so dir liéu o dang Table and Relate views
Vao File -> Open -> Chon dén thu muc chua file Du lieu Access mau.accdb dé mo (trong bai thi
thwong ddit 6 Document, néu khong thay thi tim kiém qua hép Search programs and file).

Sau khi file dugc m@, click vao nat All Access Object ¢ thanh Navigation Pane chon Table and

Relate views.

All Access Objects

& «

Mavigate To Category
Custom

v | Object Type
Tahles and Related Views

Created Date

ol

Modified Date
Filter By Group
Tables

Queries

Forms

Reports

v | All Access Ohbjects

Thé Home

Thao tac co ban véi 1 bang (Table)

- Mo bang Category

Click dup vao tén bang Category hozc chudt phai trén tén bang roi chon Open

- Doi tén bang Registers thanh Dang-ky
Chon tén bang - > chut phai chon Rename -> G0 tén moi.

- X0a bang Statistic

Chon bang Statistic - > chu6t phai chon Delete

- Hély hién thi bang Category 6 cdc ché do:

+ Thiét ké: Design View

+ Bang dit liéu: Datasheet View

Cach lam:

- Click dup vao tén bang Category dé mo bang.
Click miii tén tam giac tai nut View trong nhom Views (thé Home):
+ Chon Design View - Ché do thict ké

+ Chon Datasheet View -

(xem hinh)

Ché do hién thi bang dit liéu

iL\'I

kol

All Access Objects
Search.

Tables
B cate gory
H= Registers

EH statistic

Queries
j::‘ Category Query

Forms
@ Category Form

4] Ascending ¥z

Reports
Eﬂ Category Report

Selection =

w7 ‘;J’ : ) @
=3 53 Copy : ﬁl Descending Yj Advanced ~ s
View Paste ? Filter B Refresh
- - : t ove 5o iz All =
Sort & Filter
E Datasheet View T =
L » % || T Category
== ol D - Code -
JJ PivoiTable View 7ﬁ* KA
i | 2CF
ﬁi PivotChart View 310
41C3
B ! I
&% Design View | 5 G54
[ | e
= 1 6 GS3

o)
~

Open

Design Wiew

Import

Export

Collect and Update Data via E-mail
Rename

Hide in this Group

Delete
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Thao tac co ban véi 1 ban ghi (record)

- Nhap dir liéu

“Nhap thém ban ghi cho bang Category c6 no1 dung Code la GS5 va Category la Global Standard
five”

Mo bang Category (mic dinh & ché do Datasheet View). Go noi dung tuong ung vao dong New.

- Xoa | dong (ban ghi hay Record) c6 ma Code 1a GS3 trong bang Category.
Mo bang Category -> Chudt phai vao dau dong c6 ma Code 1a GS3 -> Delete Record.

Thao tac co ban véi 1 trwong (cot - field)
Tuong tu nhu thao tac véi 1 bang trong Word. M& bang, vi du Category, sau do thuc hanh:

- Doi tén cot
Chon c0t - > chu0t phai chon Rename Field -> G tén méi

- Chen thém cot
Chon cdt - > chudt phai chon Insert Field

- Xoa cot
Chon c0t - > chuot phai chon Delete Field

Sap xép dir lidu trong cot Category giam dan cho bang Category

Mo bang Category -> Click mili tén tam giac trén cot Category -> Chon Sort Z to A. (trong bai
thi, bang co thé dwoc mo san)

] category

1D - Code - Category = Click to Add -
1 KA Key Application 4] Sortatez
2 CF Computer Fundamental Zl sotztoa
3 LO Living Online —
41C3 Internet and Computing core Certificatio "
5 G54 Global Standard for Text Eilters
6 GS3 Global Standard three /| (Select All)

Loc danh muc “Nguyén Vin An” trong cot (truong) Name cia bang Registers

Mo b'a;ng Registers -> Click miii tén tam giéc trén cot Name -> Click chon Select All sau d6 chon
Nguyén Vin An -> OK. (trong bai thi, c¢6 thé da bo chon sin)

= Registers
- Name ~ ldentifier - CF - KA - LO -
1 Nguyén Van An 4] sotAtez X
2 Tran Thi Long Lanh Anh Tuy&t Kiéu S Z] sotzton X
3 Nguyén Van An - "
4 Son Tung " x
5 Vin Mai Mui Text Filters
6 Nguy&n Vin An
7 Céng Phugng (Blanks)

Céng Phugng
7] Nguyén Vin An
san Tung
Tran Thi Long Lanh Anh Tuyét Kiéu
Van Mai Mui
Who are You

8 Who are You
lew)

4 1 3

OK ] | Cancel
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Thé Create
Tao Bang - Table o
Tao 1 bang mai, gitt nguyén cac thiét ké mac dinh, luu bang voi tén 1a MyTable.

Create -> Table -> Click nut Save trén thanh truy cap nhanh (hoac Ctrl + S) -> g0 tén bang.

Tao Truy v:’in - Query o
Tao 1 truy van mai lay dir liu tir bang Category, gitt nguyén cac thiét ké méac dinh.

Create -> Query Wizard -> OK ->Chon bang Category trong muc Table/Query -> Chon miii té€n
» -> Next -> Finish.

Tao Biéu mau - Form

Tao 1 biéu mau mdi 14y dir lidu tir bang Category, giit nguyén céc thiét ké mac dinh, luu form voi
tén la Category form.

Chon bang Category -> Create -> Form -> Click nut Save trén thanh truy cap nhanh (hoac Ctrl +
S) -> g0 tén Category form.

Tao Bao cio - Report
Tao 1 bao cao moi ly dir liéu tir bang Category, giit nguyén cac thiét ké mic dinh.

Chon bang Category -> Create -> Report -> Click nut Save trén thanh truy cap nhanh (hodc Ctrl
+S) -> OK.
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