TAI LIEU HUONG DAN
Ap dung hé théng biéu miu bio cio thong ké dién tir theo Thong tw sb
20/2013/TT-BTP ngay 03/12/2013 ciia B Tu phap hwéng din mét so ngi dung vé
hoat dong théng ké ciia Nganh Tw phap

(Phy luc kém theo Céng vin s6 26 SZQTP.KHTC ngaydf01/2015 ciia Bé Tu phdp
hudéng dan thue hién biéu mau bdo cdo thong ké dién tir theo Thong tw s6 20/2013/TT-BTP)

Xuét phat tir yéu cau ting cudng mot bude viée ing dung céc giai phap
céng nghé thong tin vao hoat dong thdng ké ctia Nganh Tu phap, nham bao dam
tinh chinh xac, ddy du, kip thoi cia sb lidu théng ké; nhim han ché t6i da nhiing
sai s6t vé k¥ thuét, gop phan ning cao chit luong théng tin théng ké phuc vu hoat
dong quan ly nha nudc thuong xuyén cua Nganh Tu phép, B6 Tu phép da td chirc
x4y dung tap tai liéu excel héa cic mau biéu thong ké theo quy dinh tai Thong tu
20/2013/TT-BTP va sir dung cac tién ich cia chuong trinh ting dung excel dé cac
B0, Nganh, dia phuong ap dung.

Can luu ¥ 14 tép tai liéu hudng dan nay 1a gidi phdp hé tro vé céng nghé

théng tin ciia B6 Tu phap d6i véi cac co quan, t6 chic trong qud trinh tong hop
56 liéu bdo cdo théng ké theo Thong tu sb 20/2013/TT-BTP, nhung hé théng

biéu méu thong ké dién tir thuc hi¢n theo tai ligu huwdng din nay khéng thay
thé nhitng hinh thitc bdo cdo théng ké chinh thirc dwoc quy dinh tai Diéu 5
Théng tw sé 20/2013/TT-BTP

A. GIOI THIEU VE HE THONG BIEU MAU THONG KE PIEN TU

Hé théng biéu mau théng ké ban hanh kém theo Thong tu sb 20/2013/TT-
BTP duoc chuyén tre dinh dang Word sang dinh dang Excel vdi cac ndi dung nhu
sau:

- Céc biéu excel héa duoc gift nguyén cdu triic cia bang biéu, giit nguyén
tén cdc hang, cot (tén cua cdc chi tiéu thérng ké), 56 luong, s6 thit tur cde hang, cot
trong biéu nhu quy dinh tai Thong tur s6 20/2013/TT-BTP va nhu di thiét ké &
dinh dang Word,

- Phin 6 dién s trong cac biéu excel hoa, quy uoc mac dinh la: DA4u chim
(.) ding d& phan biét giita cic hang don vi ctia sb liéu va diu phéy (,) ding dé
phan biét phan thip phan ctia diy s, trong d6 phan thap phan cia s lidu théng

ké dugc quy udc lam tron t61 02 con sd;



- Céc 6, cOt trong cac biéu excel hoa cé thé diéu chinh db cao, rong dé dam
bao hién thi day du s liéu;

- 86 luong hang (dong) tai cac biéu miu bao dam chira du sé liéu cla
nhiing dia phuong ¢6 s6 don vi co sé nhiéu nhat.

Hé théng cac biéu excel hoa duoc xac 1ap cong thuc tu dong tinh tong cho
tAt ca cac O can tinh toan theo yéu cdu cua biéu (cic cong thirc tinh tong s6 hang
ngang, hang doc va cong thire tinh tong cac phan t6 don va phan té kép). Nhiing
vung (6, hang, cot) chira cong thire dugce xtr Iy bang 1énh khoa, bao vé cong thire
va duge quét “mau xanh”, giup cho nguoi 1dp bao cdo théng ké phéan biét voi
nhiing vung phai nhip sd litu théng ké ¢6 “mau trang”. Bude ky thuét nay sé
ngin chin nguoi lap biéu tu chinh stra thi cong sé liéu tong sb trong khi khong
thdng ké du cac s6 chi tiét hodc sé chi tiét khong khdp voi sb tong. Lénh khoa va
bao vé cong thirc con loai trir kha nang viéc nguoi lap biéu thém, cit hay chinh
stra thi tu cua dong, cot cling nhu tén cla cdc tiéu chi thong ké trong bang biéu.

Ngoai ra, lénh khéa 6 cling dong thoi duge thyc hién déi v6i nhiing ving
khong cn thiét phai dién sé lidu (duge quét “mau vang”), nhim tiét kiém thoi
oian cho ngudi 14p biéu théng ké, loai bo kha ning ngudi 1ap biéu nhép sé licu
nhim 0, hang, cot hodic thong ké dbi véi cae ndi dung khong can thiét,

B. CACH THU'C THUC HIEN BIEU THONG KE PIEN TU PA PUQC
EXCEL HOA

Céc biéu thdng ké dién tir da duoc excel hoa phai duge dién cic thong tin sau;

- Dién 6 liéu théng ké vao cac “ving trang” néu & muc A.

- Dién diy du cac thong tin vé tén don vi lap bao cdo, ky béo cdo, ngay
lap bdo cdo, tén ngudi lap biéu, nguoi kiém tra, thu truéng don vi va tén ciia cac
don vi co s & cOt A (ddi vai cac biéu yéu cdu néu chi tiét tén don vi co so).

Du6i day la mot s6 huéng dén vé cach thire thyc hién biéu thong ké dién
da dugc excel hoa:

I. Dién thong tin vao biéu miu

1. Dién théng tin (nhap dir li¢u)

Bude 1. Chon dong, 6 dif liéu cén dién thong tin

Vi du hinh dudi cdn thém théng tin vé tén don vi 1ap bao cdo, ky bo cdo,
ngdy lap béo cdo, tén ngudi lap bicu, ngudi kiém tra, thu trudng don vi, tén cdc
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don vi cép huyén trén dia ban tinh & cot A va dién s6 liéu thong ké vao biéu mau
(vi du déi v6i bao cao nam lan 1 thi dién s lidu théng ké thuc hién trong 10
thang vao cac 6 mau tring trong ving khung biéu, dién sé liéu udc tinh trong 2
thang 11, 12 vio cac dong, 6 c6 diu (......) & phan ghi chu bén dudi khung bicu).
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Buwoc 2. Tai 6, dong vira chon:
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Tai vi tri dong, 6 can dién thong tin (hodc thanh cdng thirc) xudt hién con
tro dé dién thong tin, 36 licu (hodc bd sung, thay ddi thong tin, s6 liéu da co).

2. Nhén biét va sira 16i d§ rong (néu co)

Cach nhén biét 16i dp rong: trong 6 dir licu hién thi chudi ky tu (####)



Siea 16i: 1.51 nay xay ra khi chiéu rong cot khong du dé hién thi két qua
tinh toan. Stra 13i bing cach thu nhé kich thude phong chir hodc tang chiéu rong
cOt do.

II. Ciin chinh trang in va in an

1. Thém, bét cdc dong chi tiét (néu cin thiét)

Cac biéu tong hop chi tiét theo tén don vi cdp dudi (vi du biéu
01¢/BTP/VDDC/XDPL tong hop chi tiét sé lieu cua ting don vi cdp huyén),
duge thiét ké mic dinh 30 don vi (cép huyén hoac cép x4) dé dam bao du nhép
liéu cho céac dia phuong co nhiéu c¢ip co so. Thuc té ¢6 thé ¢ dia phuong co
nhidu hon hodc it hon 30 don vi cdp co s&. Do vay, dé tranh tinh trang thiéu
dong dé nhap dir liéu, hodc thira nhiéu hang khong chira dir li¢u dan dén viéc in
ra trang trong, nguoi lap bicu nén thue hién thao tac thém dong hogc bot dong.

Trude khi thuc hién thao tac thém dong hodic bot dong ddi véi bicu da
duoc khoa cong thire, can mo khéa cong thie nhu sau:

1.1. M¢ khoa cong thirc

a) Péi véi Excel 2003

Vao Tools -> Protection -> chon Unrprotect Sheet... (nhu dudi hinh v€)
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Sau khi chon Unprotect Sheet s& c6 mot hop thoai hién ra




Nhap mat khau la: “thongke” vao hop Password dé hoan tat thao tac md
khoa cong thire, sau do tién hanh thao tac thém dong hogc bét dong cho phu hop

v&i biéu thong ké cua don vi minh.

b) Déi véi excel 2007

Chon menu Home --> Cells --> Format rdi chon Unprotect Sheet. ..
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»-"; Homa dnsert Page Layout Formulas Dats Revitwy Viees Ata-ing
140,

g 5 Times Hew Ram = |11 = A AL} 13 o=

Paste P e RS- e -4
Lliphoarg. .« Fant Algnment
Bl M

T/ VOC/XDPL

o

P S EER ¢
" [Biéu sb 0Le/BTP/VDC/XDPL $G VAN BAN QUY PHAM PHAP LUAT (VBQPPL) DO Dony )

 lBan hanh theo Théng fv s¢ 202813 TT-BTP agay HOI BONG NHAN DAN (HDND), UY BAN NHAN DAN 54 Tu

loaiz2e13 (UBND) CAC CAP TREN BIA BAN TINH SOAN  pon

' [Neay nlin bae cio (BC): THAO, BAN HANH BTk

_|Bac cac & thang: Mgay 02 hang & hang nam (6 thing/nam) (VuK N

Bio cao nam lan 1° N, thang 12 hang nam i Hiex & Unhide
Bdo edo nm chint thire gav 15 thang } ndm sau K¥ bio cact......... . | Organire Sheets

i {Tungay......thang....ndm..... Bename Shest
2 DAY Liove or Copy Sheet..
Ha VBQPPL chi tri sogn thdo VBQPPL cha tri soqn thio & Tab Cotor

4 : Chia theo tén VBQPPL [ Chia theo | protectian
i Téngsd  [Nghj quvet cua| Quyet dinh cia| Cla thi cda Téngsd  |Nghi quyet cua| Quyél &, - Ungrotest Sheet...

S 3 HDND UBND UBND HDND Uie

.| 1] 2 3) [0 I & 2]

| T-(:mg_sé trén dja 4 o 0 o o o o 3

/7 |ban rinh

8 |L.Tai cap unh 0 O

5 |ILTai cap huyén 0 0 0 0 0 0 i 0
10/[1. Téu huyén.... o 0

11 {2, Tenhuyén. .. 0] 0

203 Ténhoyén.... [~ 00 0

Sau khi chon Unprotect Sheet s& cé mot hop thoai hién ra

Unprotect 3

Password: E

Cancel

/|

i

}

Nhap mat khau la: “thongke" vao hop Password dé hoan tat thao tac mo
khoa cong thie, sau do tién hanh thao tac thém dong hodc bt dong cho phu hop

vGi bicu thong ké cia don vi minh.
1.2. Thém dong hodc bot dong

a) Thém dong

Bude 1. Chon vi tri dong mudn chén vao, kich chudt phai chon Insert.

(V¢ nguyén tac dong chén thém phai cach dong tong sO gan nhat it nhat
mot dong dé khong lam anh huong dén cong thice: vi du: trong bicu Ic¢ dudi day,
dong cheén thém phai cach dong tong s6 gan nhat (dong “II. Tai cap huyén™) it
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nhit mot dong (nghia la chén dong c6 vi tri tir dong “2. Tén huyén” tro xudng

phia dudi; trong vi du dang thuc hién chen dong ¢ dong *3

.Tén huyén™).
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Dong mai thém s& duge chén vao nhu hinh bén dudi, cd thé nhip thong

tin vao dong vira chén thém.
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Dong chen thém s& dugc thém cong thire bang cach: copy tét ca cong thic

cua dong lién trén (bdi den dong c6 cong thuc can copy va st dung 1énh ctrl+c);

sau do chon dong vira moi chen thém va thuc hién 1énh ctrl+v,

b) Bt dong

Dat con tro vao dau cac dong can xoa, kich chudt phai, chon delete
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Pé khoi phuc lai thao tac, nhén to hop phim Ctrl + Z trén ban phim.,

2. Ciin khé gidly in

Biéu

mau sau khi hoan thanh viéc nhap dir liéu va thém, bdt dong (néu

¢0) thi ¢dn duoc cin chinh dong, cdt du d¢ in trén kho gidy A4 (vé co ban cic

bicu duoc thiét ké dé in trén khd gidy A4, truong hop nhidu ¢ot trong biéu bj 15i

d rong nhu da néu ¢ diém 2 muc I dan dén biéu mau khéng du in trén khé gidy
A4 thi nguoi lap biéu bdo cdo cén cin chinh (thu nhd) lai ¢& chir trong bicu dé
dam bao in vira khé gidy A4).

3. In

biéu mau

Cdch 1: Nhén phim Ctrl + P trén ban phim
‘ach 2:

- D6 véi excel 2003: Vao menu File -=> Print

- Dbi v6i excel 2007: Nhan Microsoft Office Button, chon Print
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Cdeh 3;

- Déi v6i excel 2003: Nhép chudt vao biéu twong mdy in trén thanh cong
cu ti€u chuén (Standard Bar)

- Dbi véi excel 2007: Nhip chudt vao biéu tugng mdy in trén thanh cong
cu truy cip nhanh (Quick Access Toolbar)
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4 Chin theo tén VBQPPL Chua theo tén VBQPPL
Tong 36 Nehi quyét cva [Quyét dinh cua|  Clu th cun Tong so Nehi quiet cua|Quuet dinh ena|  Chu th cun
5 HBND UBXD UBND HDND UBND UBND
& A [45] 2 (3] “) 5 6 €l {8
Téng <6 trem dja
7 ban tinh g i 9 g 9 g g g
& 1 Tqgicap unh 0| 0
9 11T cap huyen a 0] 0 0] ) 0 0 0

Sau khi thue hién mgt trong ba cach trén, hdp thoai Print s& hi¢n ra, thuc
hién chon mdy in trong hdp va s6 trang can in réi bam nut OK dé in biéu mau
bdo cdo thong ké da hoan thién.
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Type: HP Universal Prirting PCL & iFTgPrLﬁt&f]
YWhere: LISBO01

Comment:

1 Print to file

Frint range Copies

i@ Al Humber of copies: |l

) Pags(s}

Print what
) selection
@ Active sheet{s)

[ 1gnore print areas

Y
1
}

| Preview E

Qua trinh thue hién néu ¢6 vudng méc dé nghi gri email dén hop thu
thongketuphap@moj.gov.vn hogc lién h¢ véi Phong Thong ké, Vu K& hoach -
Tai chinh, B Tu phap, s6 dién thoai: 04.62739546.




