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TUYEN BO BAN QUYEN
Tai liéu nay thudc loai sach gido trinh nén cac ngudn thong tin co thé duoc phép dung
nguyén ban hoic trich ding cho cac muc dich vé dao tao va tham khéo.
Moi muc dich khac mang tinh I¢ch lac hodc str dung v&1 muc dich kinh doanh thiéu lanh
manh s€ bi nghiém cam.



LOI GIOI THIEU

Pé thuan 1oi cho cac em hoc sinh trung cip nghé c6 diéu kién nghién ctru va hoc
tap. Khoa tin hoc da bién soan gido trinh Tin hoc Van phong.

Gido trinh Tin hoc Van phong dugc bién soan dya vao chuong trinh khung cua Bg
Lao Pong va Thuong Binh xa hoi. Gdm 9 bai, mdi bai theo tung chu dé riéng dugc bién soan
16 rang, co dong, ngan gon, xuc tich, dé hiéu, hudng dan timg budc cy thé, sau phan Iy thuyét
la phén bai tap thuc hanh, gitp cho hoc sinh thyc hanh tng dung cu thé cho tung chuc nang,
tung dang bai.

Trong thoi gian bién soan gido trinh chung toi rat ¢d ging, song s& khong tranh
khoi nhitng thiéu sét. R4t mong qui ban doc va cac em hoc sinh déng gop cho gido trinh ngay
cang hoan thi¢n hon.

Moi déng gop xin vui 10ng gtri vé Khoa Tin hoc —Nit cong trudng Trung cap nghé
Cu Chi hoac qua dia chi E_mail: vucongtencc(@gmail.com.

Cu Chi, ngay 09 thang 09 nam 2024
Chu bién



GIAO TRINH MON HOC/MO PUN
Tén mon hoc/md dun: TIN HOC VAN PHONG
Ma mo6n hoc/mé dun: M09
Vi tri, tinh chat, y nghia va vai tro cia mon hoc/moé dun:

— Vj tri: M6 dun duoc bd tri sau khi hoc sinh hoc xong cac mon hoc chung, Anh van
chuyén nganh va truéc cac mon hoc, mo dun dao tao chuyén mon nghé.

— Tinh chat: L4 md dun k¥ thuat co sé nghé bat budc.

— Y nghia va vai trd ctia moén hoc/mé dun:

Muc tiéu ciia mon hoc/mo dun:
Vé kién thuc:

— Trinh bay dugc cac khai niém co ban vé may tinh;

— Trinh bay dugc muc dich tmg dung cua Word, Excel, Powerpoint;

— Nim duoc cac bude dé soan thao van ban, trinh bay van ban;

— Hiéu duoc chirc ning cac ham cua bang tinh excel;

— Trinh bay dugc cac d6i tuong trinh dién powerpoint.

Vé k¥ nang; ‘

— Str dung Internet nhu 1a cong cu nham phuc vu cho viéc hoc tap ctia minh;

— Thao tac duoc cac cong cu trong bd phan mém Microsoft Office hodc phan mém
ngudn mé Open Office;

— Sir dung thanh thao phian mém soan théo vin ban (Microsoft Word hodc phian mém
ngudn mé Open Office Writer) dé tao cac tai liéu dat tiéu chuan theo qui dinh;

— Sir dung phan mém bang tinh (Microsoft Excel hodc bang tinh trong Open Office
Calc) dé tao 1ap, biéu dién cac kiéu dit lidu: sd, chudi ky tu, thoi gian, biéu d6 va lap duoc
cac bang tinh...

— Sir dung phan mém trinh dién Microsoft PowerPoint thiét ké cac bai bao cao, chuyén
dé mot cach chuyén nghiép;

— Tham khao mot s6 dé thi tin hoc A, B, Thong tu 03/2014/TT-BTTTT: Xt li van ban,
bang tinh va trinh chiéu.

— K§ ning phan tich bai toan thuc té va giai quyét & phan mém Excel;

— Phan tich mét s6 ing dung thuc tién cia tin hoc vin phong.

Vé nang luc tu chu va trach nhiém:

— Rén luyén long yéu nghé, tu thé tdc phong cong nghiép, tinh kién tri, sdng tao trong
cong viéc, trao ddi hoc hoi ban be, 1am viéc nhém, trach nhiém voi mén hoc, nodi quy thuc
hanh, kha nang tu tim hiéu;

— Rén luyén trach nhiém ty hoc, tu tim hiéu thém vé mén hoc;

— Thyc hién an toan sir dung may tinh, dién, trach nhiém véi trang thiét bi phong hoc;

— B4 tri 1am viéc khoa hoc dam bao an toan cho nguoi va phuong tién hoc tap;

— Giao vién goi y céac chu d& mon hoc & thuc tién, minh hoa qua ung dung thyc tién.
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No1 dung cua mén hoc/mo dun:
Bai 1

PINH DANG VAN BAN
Gi61i thiu:

Microsoft Word 1a mét tng dung soan thao van ban hang dau trén thé gidi cia hing
Microsoft. Chung ta c6 thé st dung Word dé soan thao van ban véi cac tinh nang nhu: Soan
thao van ban béng Tiéng viét v&i nhiéu Font chit, ¢é chit khac nhau, tao cac bang biéu ( Table),
tron thu (Mail Merge) ...Microsoft Word dugc sir dung phd bién do c6 tinh dé sir dung, moi
truong giao tiép than thién, cung cap nhiéu céng cu hiru hiéu giup ngudi sir dung xur 1y cac tai
liéu mot cach thuan tién va tot nhat.

Muc tiéu:

— MO ta duoc trinh soan thao van ban;

— Trinh bay dugc cac thao tdc can ban trén mat tai liéu;
— Mo ta dugc chic nang cua cac thanh cong cu;

— Thuc hién cac thao tac an toan vai may tinh

Noi dung chinh:

1.  Cac thao tac trén ctra s6 Microsoft Word.

1.1 Khoi dong Microsoft Word
Thuc hi¢n mot trong 2 céach sau:

— Chon E% Microsoft Word 2016.

a3

Word 2016

— Nhiép dip chudt vao biéu tuong trén man hinh Desktop.

1.2. Thoat khoéi Microsoft Word.
Thuc hién moét trong cac cach sau:

— Chon File - Close
— Nhap chudt vao nut diéu khién Xl trén thanh tiéu dé.
— Nhan t6 hop phim Alt + F4.



1.3. Ctra s6 Microsoft Word.

2.

I. AaBl AaBbCc L AaBb
muc TNormal | TStyle

1.~ GIOITHIEU. 9
1.1')Khé&i-déng-Microsoft-Word|
Thurc-hién-mét-trong-2-cach-sau:q
- - Chon-Start-=> -All-Program-—> -Microsoft-Office- > -Microsoft-Word-2007

- - Nhip-dup-chudt-vao-biéu-twong--| ®2 -.trén-man-hinh-Desktop.q
v «m":;”w

1.2-Thoat-khoi-Microsoft-Word.q
Thuc-hién-mét-trong-ciac-cach-sau:q
-+ Chon- | & s Qose. o
- - Nhip-chuét-vao-nut-diéu-khién-- Xltrén-thanh-tiéu-dé.q
- - Nhint6-hop-phim-Alt-+-F4.9

Hinh 1.1: Cira s6 MS word
Thanh tiéu dé: Nam & phan trén cung ciia man hinh Word, phan bén tri cho biét tén cta

chuong trinh hién hanh va tén cua tip tin van ban ( tén mdc nhién ctia Word khi khéi 1a

Document 1), phan bén phai ¢6 3 nat diéu khién: Thu no, phong to va dong cira | -0l x|

s6 word.

Thanh menu: Nam ngay phia dudi thanh tiéu tiéu dé, thanh menu chtra cac nit 1énh theo

nhom.

Nut 1énh: Cac nit 1€nh gitp ngudi st dung ra 1énh cho may tinh thyc hi¢n Iénh mot cach

nhanh chong:

Cay thudc: Hién thi d6 dai cua tai liéu cling nhu vi tri diém dung cua Tab ... Pé co thé

nhin thay cy thudc ngang va doc khi chon ché d6 xem

Thanh cudn: Co 2 loai

Thanh cudn doc: Dung dé di chuyén man hinh soan thao vin ban 1én hay xuéng.

Thanh cudn ngang: Dung dé di chuyén man hinh soan thao vin ban qua trai hay phai.

Thanh trang thai: Hién thi cac thong tin, trang thai nhu:

Page: Trang hi¢n hanh.

Sec: Vung hién hanh.

?/?: Trang hién hanh/ Tong sb trang cia tai liéu.

Céc thong tin vé vi tri con tr6 ...

Ving soan thao: Gidng nhu 1 trang gidy, 1a noi ta ding ban phim, chudt dé tao ra vin ban.
Cac thao tac can ban trén mét tai liéu

2.1 Tao van ban méi:

Thong thuong khéi dong Word, ta s€¢ dugc mot van ban méi do Word tu tao ra. Tuy nhién
dé tao 1 van ban méi, ta co thé lam 1 trong cac cach sau:

+ Chon File > New - Blank Document hoac
+ Click chudt vao nut 1énh [J trén thanh cong cu hoac



+ Nhén t6 hgp phim Ctrl + N,
2.2. Luu van ban:
— Lam viéc voi Word 1a 1am viéc trén cac van ban. Moi tai liéu phai dugc luu vao dia voi 1
tén riéng, c6 phan mo rong 1a .DOCX.
— Pé luu vian ban dang lam viéc vao dia ta thyc hién mot trong cac cach sau:
Chon File = Save hoac
Click chuot vao nuat 1énh (& trén thanh cong cu hoac
Nhan t6 hop phim Ctrl + S
Xuét hién hop thoai Save As
Save: Chi dinh noi1 luu van ban
File name: G& tén tap tin van ban can luu
Save: Xac nhan viéc luu van ban

+ + + +

[ Chi dinh noi luu van ]

] Save As [
@\U/IVLJ » Computer » Local Disk (D) » - - | LY | | Search Local Disk (D:) o |
Organize = Mew folder EEERS (2]

4 3 Documents o Mame Drate n1cc|‘ifiec| Type o
> .J“- Music J RARAURE USFUSSZULD LULL Flle Tolger
» [B=] Pictures J wan 28, 1:46 PM  File folder
- B Videos H389 25/12/201510:01 ... File folder
. tienich 07/11/2015 5:07 PM  File folder
a8 Computer . Baitapthuchanh_VBG.0 2/10,/2015 9:40 AM  File folder
> f_g Local Disk (C:) = . Videoclip 015 10 File folder
> —a Local Disk (D:) J tranhdep File folder
Baithi 7 File folder =
4 E'i_.l Metwark . BaithiTHDC 2014 3:42 PM File folder -
- M ADMTMITIGNTE T ¢ 1 =
File name: Bail_TongquanhSWord 2007 -
Save as type: [Word 97-2003 Document -
Authors: Phong may 1 Tags: Add atag
[ Save Thumkbnail
< Hide Folders Tools - [ Save ] [ Cancel ]

Hinh 1.2: Hop thoai luu tap tin
Lueu y: Thao tac nay ta nén thuc hién thudng xuyén trong khi soan thao van ban dé tranh mat
hét dir liéu khi gap su cd mat dién hay nhiing truc trac k¥ thuat ctia may tinh.
2.3. q Luu van ban véi tén khac hoac 1 noi khac.
Dé thuc hién thao tac nay ta chon File & Save As va thuc hién thao tac luu van ban nhu
trén.

2.4, M6 van ban da luu trén dia.
D¢ mo tai liéu da luu trén dia ta thuc hién 1 trong cac céach sau:



— Chon File = Open hodc ] Open - )

@-\J-=|u_>_C0mputer » Local Disk (D:) »

— Click chuot vao nut Iénh

Organize = Mew folder B= ~ [

I/~ trén thanh cong cu hodc ® Downloads = ame Type
, 9 5l Recent Places : 3'?”“ ' Tn: ||.|L|:|.
— Nhaén t6 hop phim Ctrl + O S F

4 | = Libraries

— Xuat hién hop thoai Open || 1 oo = S

+ Look in: Chon 6 dia hay | =% S
thw muc chira vén ban can mé. || ... T Ce

+ Danh sach céc thu myc, || &te=oe© | voss e cam |
tap tin c6 trong folder, 6 dia hién e et viso o mssa . Fieidd -
hanh. P& mo tap tin nao, ta Click e - [AllWord Documents =
chudt chon tip tin d6 rdi chon Tools - [_Open ] [ concel |
Open hodc nhip Double Click
chudt. Hinh 1.3: Hop thoai mo tap tin

3.  Soan thao van ban:

3.1. Surdungbd gd Tiéng Viét: ‘ ‘

Dé co thé gb chir viét vao trén may tinh, ta phai c6 day du 2 phan sau:

— Font chit Viét ( Bang mi Tiéng Viét): VNI, ABC (Vn), ABC(Vn), Unicode,...

— Phan mém g Tiéng Viét: VietWare, VietKey, Unikey....

Do mdi khu vuc trong nude ta sir dung 1 Bang ma (Font chi) riéng nén viéc trao d6i thong tin

gip rat nhiéu kho khian. Mé6i day, Chinh phu di khuyén cdo st dung Font chit Unicode va bd

gd ¢6 hd tro Unicode cho toan bd cac van ban hanh chinh.

— Phan mém xin duoc gi6i thiéu trong quyén gido trinh nay 1a Vietkey va Unikey. Day 1a 2
bd g6 thong dung nhit hién nay.

VietKey:

Dé khoi dong Vietkey, ta tim mé tap tin Vknt.exe c6 biéu tuong HW

— Khi nao trén man hinh xuit hién hoac 0 géc dudi bén phai man hinh, thi lic
d6 ta co thé g0 duoc chir Viét.

— Pé thay doi Kiéu g - Bang mi, ta Click chudt phai vao 1 trong 2 biéu twong trén. Chon
Hién cira s6 Vietkey > Xuét hién hop thoai:
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DB ang m3 ] Tug chon ] Céing CL_,I] Dang k_l;l] Théng tin] Kiéu 95 Tup cho_n] Céng CUI Bang kﬁl Théng tin]
Tiéng vigt Céo b ma St
£ Telex * A Wl v " TCYN3-ABC (MnTime..] [ . YN Unicode =
[ Bd dbu kitu cii [ba, de, i) £ NI Win VN Times...

[~ Bd diu ngay sau nguyén Am

" WIOR [ Tie™ng Wie" k..
[ Bddiuhydo 0GR [ Tie™ngie"t..)

(36 ban phim B3n phim can gb Unicade 1681
0+ Tiéng Viet 2
" Ténghrh v " Unicode t8 hop
F I
s - [ Tich hop wii MS Local Support
F I

5

@ Trogii| M Thost 'y Lubnri

4

TaskBar @ Tra qilip x Thaoat v Luén néi @- TaskBar

Hinh 1.4: Hop thoai Viét key

Unikey:

Dé khoi dong Unikey, ta tim m& tap tin Unikey.exe c6 biéu tuong B Uiy T

Khi nap trén man hinh xuét hién & goc phai man hinh, thi luc d6 ta co thé gd duoc chir
Viét.

Dé thay doi Kiéu g6 - Bang ma, ta click chudt phai vao bif- sxow-~ 2

&t thiic

Hurdng dén

Bang dieéu khién...[C5+F5]
Cong oy, [CS+FE]

Chuy&n mé nhanh - [CS5+F3]

Kiéu go
duoc chon

o kigu WIER
G kidu YIGR®

w Linicocde
O O ° 1cwna-aec
WHDYWINCovy s
WIER
Yietnamese locale CP 1255
UTF-G Literal
MZR Decimal

Bang ma
duoc chon

Hinh 1.5: Hop thoai hiéu chinh kiéu gd, bang ma
Néu mubn thay d6i chi tiét, ta ¢ thé chon Bang diéu khién ...[CS+F9].
Quy tic gb Tiéng Viét theo kiéu VNI: St dung day s6 9 phim s trén ban phim.

SO 1 2 3 4 5 6 7 8 9

Dau | Sic Huyén | Hoi Ngi |Ning |Miinén |Mocrau | Miia |(d)

Vvd: bé g0: Ruogu c6 hai cho strc khoé
Ta g6: Ru7075u col ha5i cho su71c kho3e



3.2.  Su dung ban phim: 7
Nhirng thao tac soan thao thong thuong dé soan thao tai li¢u nhu la:

Céc phim chit a, b, ¢, d,..,z. Cac phim s6 tir 0 dén 9.

Céac phim dau ', <> {}[]...

St dung phim Shift dé go chir IN HOA va ky tu phia trén ctia mot sd phim.
Str dung phim Caps Lock dé thay d6i kiéu g& chit IN HOA va chir thudng.
St dung phim Enter dé ngit doan vin ban (xudng dong).

St dung phim Tab dé dich chuyén diém Tab.

St dung phim Space Bar dé nhap déu cach ( khoang tring).

St dung cac phim miii tén <« TV — dé dich chuyén con tro trén tai liéu.

St dung phim Page Up, Page Down dé dich chuyén con tré vé dau hodc cudi trang man
hinh.

Str dung phim Home, End dé dua con tré vé dau hodc cudi dong vin ban.
Phim Delete dé xo04 ky tu vin ban dtng ké sau con tro.

Phim Backspace dé xo4 ky tur vin ban ding ké trude con tro.

3.3.  Thao té}c trér} khéi van ban.
3.3.1. Danh d4u khéi van bén ( )

Trudc khi thuc hién 1 thao tdc nao do, ta phai xac dinh phén van ban s€ chiu anh huong cua
thao tac d6. Do d6, dy 1a thao tac khong thé thiéu khi ta thuc hién 1 cong viéc nao do.

pé quét khdi doan van ban ta 1am nhu sau: Pua con trd chudt vé dau doan véan ban can danh
dau khdi, 4n gilr nut trai chudt va kéo chuot dén cudi doan vian ban can chon. Khi ta kéo
chudt dén dau van ban s& duoc boi den dén do.

Hoac

Dua con trd chudt vé dau doan vin ban cin danh ddu khoi, nhan giit phim Shift va cac
phim miii tén <M — dé chon doan van ban.

3.3.2. Sao chép khéi.

Sao chép khdi vin ban 13 qua trinh tao 1 vin ban mai tir 1 khdi van ban da c6 sin. Cach
nay dugc thuc hién khi ta can g0 lai 1 doan van ban giéng nhu doan vin ban c6 san trén tai
liéu vé& mit noi dung 1an hinh thtc.

Cach lam nhu sau:

Quét khdi doan vian ban can sao chép.

Thuc hién 1énh sao chép 1 trong cac cach sau: Chon Edit = Copy hoac Click chudt vao nut
1énh Copy hodc.“34n t6 hop phim Ctrl + C.

Dat con tro soan thao noi can dan doan vin ban.

Dan doan vin ban bang 1 trong cac cach sau: Chon Edit - Paste hoic Click chudt vao nut
1énh Paste hodc [ in t6 hop phim Ctrl + V.

Luc nay ta s€ thr?iy 1 doan van ban mdi duge dan vao vi tri da chon & trén. Ta c6 thé thuc
hién nhiéu 1énh dén lién tiép, dit liéu duoc dan ra 13 dir liéu cua 1an Copy gan nhat.



3.3.3. Di chuyén khdi vin ban.

Vé6i phuong phap sao chép khéi vin ban, sau khi sao chép doan vin ban méi thi doan vin
ban ¢t van ton tai ding vi tri ci. Con thao tac di chuyén doan van ban, sau khi di chuyén
doan vin ban dén cho khéc thi doan van ban khong con van tdn tai noi vi tri cu.

Cach lam nhu sau:

Quét khbi doan vin ban can di chuyén.

Thuc hién 1énh di chuyén béng 1 trong cac cach sau: Chon Home - Cut hodc Click chudt
vao nut 1énh Cut hc# nhan t6 hop phim Ctrl + X.

Dit con trd soan thao noi can dan doan van ban.

Dan doan van ban béng 1 trong cac cach sau: Chon Home—> Paste hodc Click chudt vao
nt 1énh Paste Z4.¢ nhin t6 hop phim Ctrl + V.

3.3.4. Xo4 khbi.

Quét khdi doan van ban can xo4.
Nhan phim Delete hodc phim Backspace trén ban phim dé xo4 khdi van ban.

3.4. St dung Undo, Redo, 13p lai thao tac vira thuc hién:

D6i khi ban thay doi diéu gi d6 trong vin ban va ban cam thay héi tiéc. May man thay,
Word ghi nhé moi thay ddi ma ban da thyuc hién trén mot tai liéu trong mot phién lam viéc.
Ban c6 thé sir dung chirc ning Undo 4 -1l + Z) dé phuc hdi (huy bo) tac vira thuc

hién.

Hoac st dung chtic nang Redo ™ ~rl +Y) dé 13y lai cic phan da huy bo.

Bén canh d6 ban c6 thé 1ap lai 1 thao tac méi thyc hién nhiéu lan bﬁng phim F4 ( hodac Ctrl
+Y néu chirc ning Redo bi mo)

3.5.  Tim kiém va thay thé:
3.5.1. Tim kiém van ban: Ban c6 thé sir dung chirc nang nay ciia Word dé dinh vi va chon cac

ttr, nhém tir ¢6 trong van ban cia minh. B¢ tim kiém ban thuc hién nhu sau:

Ttr menu Home = chon Find hodc nhéan Ctrl + F
Hoi thoai sau xuét hién:

Find and Replace @g]

Find Replace Go To

Find what: tin hac| ~
G& v cAn fim icl chnAt A3 fim

[ Highlight all items FourTms
[ More ¥ ] I Find Mexk %&I ]

Hinh 1.6: Hop thoai tim kiém
Nhap chudt vao khung Find what va go tir - nhom tir ma ban muén tim kiém.
Click chon Find Next ¢¢ Word thuc hién tim kiém. Néu tim thay, tir - nhom tir d6 s& duoc
bodi den. Ban c6 thé chon Find Next dé tiép tuc tim kiém.



3.5.2. Thay thé vin ban: Khi ta thay thé vin ban tic 13 ta thyc hién viéc tim kiém 1 nhom tir
nao do va thay boi 1 nhoém tur khac.

— Tir menu Edit = chon Replace hodc nhan Ctrl + H

— Hop thoai sau xuét hién:

Find and Replace

Find Replace | o To GO tir cén tim

Find what; |tin hoc e * |
G0 tur s€ thay the
——1
Replace with: |x-'| tinh — v |
[ More ¥ L[,Vaeplace ] [RE:WCE: all ] [ Find I‘Ext ] [ Cancel ]
N\
\
Thay thé tir tim thdy Thay thé tdt cd Tim tir ké tiép

Hinh 1.7: Hop thoai tim kiém va thay thé
— Chon Find Next dé thyc hién tim kiém tir & muc Find what, ban ¢6 thé chon Replace dé
thay thé n6 bang tir nim & muc Relace with.
— Lip lai budc trén cho dén khi hoan tit qué trinh tim kiém va thay thé.
— Néu mubn word thay thé hét tit ca cac tir tim thiy, ta chon Replace AlL
3.6. Chér} cac l\(i tu dac biét vao van ban: q q
Cé rat nhiéu ky tu dac biét khong co trén ban phim, vay lam sao dé€ ta ¢6 thé dua chung
vao van ban? Dé thuc hién diéu nay, ban lam nhu sau:
— Pua con tré dén vi tri ma ban mudn xuét hién.
— Chon Insert = Symbol
— Hop thoai Insert Symbol xuén hién:



Chon Font chir c6 ky tu dac biét

Symbols | Special = Chon k¥ tu mudn chén
Font: | el -

OOO@O-DA*F* H ©
| < | H < | | || &S| OO | DB | S
|G| O H D | S| @ | || F D 2R S| TR
e | AT A < | |4 rw |G| (OO
Recently used svymbols:
U5 emlale - mo] |el£]¥|e
wingdings: 008C Character code: |00&C from: | Symbol (hesx) ~
[ autacorrect... | [ Shortcut key... | Shorecut key:

[ tnsert | [ concel |
Tao phim tat cho ky tu Chén ki tu duoc chon vao van

Hinh 1.8: Hop thoai symbol



BAI TAP MICROSOFT WORD

Bai tap 01: Nhap doan vin ban duéi ddy, roi dinh dang theo yéu cau vé Font chir, co

chir ctia tirng doan van ban.
VAN CANH HUONG SON
Ho6m nay di chua huong
Hoa c6 mo hot suong

//{ - -
—L Font Time New Roman, Size 12

Cung thiy me em day

Em van dau soi guong

Khan dé huong ga cao

Em deo diy yém dao ‘
Quﬁn linh 40 the m(')ri<[ Font Tahoma, Size 13, B ]

Tay cam non quai thao

Me cuwoi :Thay né trong
A . gae g Font Arial, Size 13, B,I
Chan di doi dép cong cong

Con t6i xinh xinh qué
Bao gio ¢6 ldy chong?

Font Calibri,
Em tuy moi muwoi nam Size 15,1, U
Ma dé lam nguoi tham

Nho moi mai dva tieng

Khen twoi nhi trang ram

Font Candara,

Nhung em chua thdy ai Size 13, B, I, words only
Vi thay bdo newdi mai

Rang : em con bé lam
Y doi nguoi tai trai

Bai tap 02: Mo tap tin méi, nhap bai tap va luu vao b dia D:\Folder cua 16p minh.

NGAY XUAN .

Ngay Xuan con én dua thoi

Thiéu quang chin chuc dd ngoai 60
Co non xanh tan chan troi

Canh 18 trang diém mot vai bong hoa
Thanh minh trong tiét thang ba

Lé& 13 tdo mo hoi 1a dap thanh

Gan xa no nic yén oanh

VVVVYVYVYVYY

Q

°0Q
Border
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Bai 2:

TRINH BAY VAN BAN

G161 thi€u

Micosoft Word cung cip cho chiing ta rat nhiéu cach thirc dé thay d6i cach thé hién

vin ban trén man hinh va trong khi in tai liéu. Pinh dang vin ban nhiam gitp cho tai liéu dep,

r0 rang va co an tugng hon. Ban c6 thé sit dung phim tat, cac nut 1énh trén thanh cong cu

Formatting hay cac 1énh trén menu Format dé dinh dang theo yéu cau.
Muc tiéu

1.
1.1.

Str dung dugc cac ddi tuong va hi¢u Uing dé trinh bay van ban;
Trinh bay cach thirc dinh dang van ban;
Pinh dang dugc mdt van ban ding yéu cau;
Thuc hién cac thao tac an toan v4i may tinh.
binh dang van ban:
Dinh dang ky tu
Céc lya chon lién quan dén viéc dinh dang ky tu gé)m coO: Thay d6i Font chir, kich ¢& chit,

kiéu chir (dam, nghiéng, gach chan),....

1.1.1  Thay do6i Fon chit:
Cac budc thuc hién:

- 5 A AR Font Character Spacing | Text Effects Mana A%
Chon doan van ban can thay doi. Font . e
chit =S ar| Reqular 12 —
Chon Home -> Font. e e A
H n h . F z h “n Bald 10
. Bold Italic 11
op thoai Font xuat hien: Verder i —
Font colar: Underline style:
Chon akic | | (none) L' | EEE——
mau Effects _C}_}o_n_klég
[] striksthrough [ shadow [ small caps Qllollg g@h
[ bouble strikethrough [ outline [ all caps
[ Superscript [ Embioss [] Hidden
[ subscript [ engrave
Preview
Times MNew Foman
This is a TrueType Font, This font wil be used on both printer and screen,
Hinh 2.1: Hop thoai Font
Effect:

Strikethrough: Gach bo gitra tur.

Double Strikethrough: Gach bo gitra tir nét doi.

SupperScript: Tao chi s6 trén ( x2) hodc nhan t6 hop phim Ctrl + Shift + =
SubScript: Tao chi s6 dudi ( x2) hodc nhan t6 hop phim Ctrl + =.

Out line: Chir chi c6 nét ngoai

All caps: Doi tat ca ra chit in hoa.

1.1.2 Thay d6i dang chit hoa - thuong:
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Ta can thuc hién thao tac nay khi can chuyén mot doan van ban tur dang chit thuong
thanh chit IN HOA hodac nguoc lai.
— Quét khdi chon doan van ban can dinh dang.
— Nhan t6 hop phim Shift + F3.

1.2.  Pinh dang ky ti tu hoa roi xuéng nhiéu dong.
Ta thuc hién thao tdc nhu sau:
— Chon kY tu can dinh dang. Drop Cap 5

— Chon Menu Insert = Drop Cap ... Faelien S
— Xuat hién hop thoai Drop Cap:
Mone Dropped ‘M?\¥
ChOIl Options
: Font: ChOIl
ﬁms Mew Roman £¥3 1
A Chon s6
g cach —=skance from text: " F

Hinh 2.2: Hop thoai Dropcap
1.3.  Dinh dang doan vén ban — paragraph. ‘
Pinh dang doan van ban gom 1 s6 dinh dang nhu: Canh 1€, dinh dang Tab, dinh dang
khoang cach gitta cac dong, ... Ta co thé thy hién thao tac nay bang 1 trong 2 cach sau:
Céach 1: Sur dung Menu Iénh:

— Quét khoi chon doan van ban can dinh dang.
Indents and Spacing | Line and Page Breaks
— Chon Layout > Paragraph ... Canh 1& P e
— Xuat hién hop thoai Paragraph: ) o
Khoang Left: 0,25" E special: By:
cach tur Rioht: v : Hanging i :
K\ (o
o i B no
(EL= TR P - Line spacing:  Ak:
Khoang i o B e B
1 sin
Preview
gle
15

Hinh 2.3: Hop thoai Paragraph

Aligment: Canh 1& cho doan vin ban theo chiéu ngang cla trang gidy:

Left: Canh thang hang 1& bén trai.

Centered: Canh 1& doan vin ban giita trang gidy.

Right: Canh thang hang 1é bén phai.

Justified: Canh déu 2 bién trai - phai ( chi ap dung cho doan vin ban c6 nhiéu dong).

=+

+ + +
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Special: Thyt dau dong

+ Frist Line: Thut vao dau dong ( Khoang cach duoc dinh trong By

4

+ Hanging : Nguoc lai voi Frist Line.
Line Spacing: Khoang cach gitra cac dong trong doan.

+ Single: Khoang cach 1 dong dong binh thuong.

+ 1.5 lines: khoang cach 1.5 dong. AL';gt” [ Align

+ Double: Khoang cach 2 dong.

Trong thuc hanh, dé cong viéc dugc tién hanh

nhanh chong hon ta c6 thé sir dung thanh cong

Increase

Spacing

cu sau, két hop véi thanh thude:
Decrease

Indent

Hinh 2.4: Thanh cdng cu dinh dang
1.4, Dinh dang ky hi¢u dau dong - s6 dau dong. ,
Thong thuong, dé€ tao céc tai liéu dang tom tat, 1iét ké, ... ta phai dat cac hoa thi, so thu tu
dau dong cho vin ban nhiam rd rang, dé doc.
1.4.1. Dinh dang ky hiéu dau dong.
— Quét khdi doan van ban can dinh dang.
— Chon Format - Bullet and Numbering...
—  Xuét hién hop thoai Bullet and Numbering = Chon Tab Bulleted:

Bullets and Numbering EI

@ Numbered | Outline Mumbered | List Styles

- o

MNone - °

- o

+ »

+ *

+ *

Ge=)

Hinh 2.5: Hop thoai Bullet and Numbering

Néu trong danh sach cac hoa thi ¢6 san ciia Word d c6 mau hoa thi ta can thi ta click chudt
vao hoa thi d6. Nguoc lai néu khong c6, ta chon 1 trong cac hoa thi c6 sin roi chon
Customize. .. d& chon mau hoa thi khac theo ¥ mudn cia ta.

Xuét hién hdp thoai Customize Bulleted List

+ Font...: Pinh dang Font chit cho ky tu dugc

chon lam hoa thi.

+ Character...: Tim ky ty khéc dé 1am hoa thi.

13



Customize Bulleted List El

EBullet characker
- - - +* = &
[ Fonk... @acter. oo D[ Pickure. .. ]
Bullet position
Indent at: (0.75" o
Texk position
Tab space after:
1" = Indent akt: 1" =
Prewview
—3
—3
—3
[ Ok ] [ Cancel ]

Hinh 2.6: Hop thoai Customize Bulleted List
+ Picture...: Chon 1 hinh dé lam hoa thi.
— Pétim1 ky tu khac lam hoa thi ta chon Character ...
— Xuét hién hop thoai Symbol:

— S| & |B| @ XK= |abka s
mm@r/ Blgle|g | &bela @ H®
rdae e RSN EIEREE
NE R AR 1R
Céc ky tu M| M| | Vo223 K |er& @ | O | O
ddc biet A R RGN
Recently used symbaols:

= Tol=wrA- @D € £(¥0©

wWingdings: 0020 Character code: (0020 from: | Symbal (hesx) v

[ ok | [ Cancel

Hinh 2.7: Hop thoai Symbol
— Font: Chon Font chit dé tim ky tu dic biét ( thong thuong cac ky tu dic biét thuong & 2
font Symbol va wingdings).
— Sau khi tim théy Font chit c6 ky tu can lam ky tu dac biét dau dong, ta click chudt vao ky
d6. Chon OK - OK.
1.4.2. Pinh dang s6 tht ty dau dong.
— Quét khdi doan vin ban can dinh dang.
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— Chon Format - Bullet and Numbering...
—  Xuét hién hdp thoai Bullet and Numbering = Chon Tab Numbered.

Bullets and Numbering E|
Eullete@gt“ne Mumbered | Lisk Styles

1. 1) l.

Mone 2. 2 I

3 K} IR
A =) a i
B [4)] h ii

[ (] C jii

D e ——

() Restart numbering (O Continue previous list [Ccustomize... D)

I Ok l[ Cancel ]

Hinh 2.8: Hop thoai Bullet and Numbering
— Thuc hién tugng tu nhu tao Bullet.

— Chon Customize ... = Xuét hién hop thoai Customize Numbered List

Dinh dang stt \\ Hhmber Farmat
| p—— ‘| 1. | [ Fornk. .. ]
L2 . I\ Mumber skvle: /J , \
Kiéu cua stt 123 .. | Start a1 =L ——  Bat dau danh stt
Murnber position th Sé méy
\ 2 r
Texk position Khoang CaCh
Tab space after: N T e 1A
et ot fo.05 %] clia stt voi 1&
Preyview trai van ban
1.
2.
3.
] CE ] [ cancel |

Hinh 2.9: Hop thoai Customize Numbered List
Chung ta chi can thuc hién cac thao tac trén cho 1an tao Bullet va Number dau tién. V&
sau, ta mudn tao Bullet va Number nhu vay, ta chi can click chudt vao nat 1énh .

i— =—
a_— =

thanh cong cu Formating. |:_=_
15 Tao duc‘mg vién va to nén. ‘

bé tao dudng vién ( Border) va to6 nén (Shading) cho van ban ta lam nhu sau:

— Quét khéi doan vin ban can dinh dang Border hay Shading.

— Chon Format = Border and Shading ...

—  Xuét hién hdp thoai Border and Shading.
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o o+ o+ + + o+

Borders and Shading

i | Page Border

Shading

X]

Setting:

Preview

| ~ Click, on diagram below or use
buttons ko apply borders

MNone

Box

|:| Shadow v
Colee: | =

Autamatic v‘

g -
‘Width
Ve pt v || Apply to:
ﬂ Custon |F‘aragraph v|
Options. ..

Shows Toolbar ] [ Horizontal Line. .. ] I o] 4 ] [ Cancel

]

Hinh 2.10: Hop thoai Border and Shading

Co 3 tab dinh dang:

+ Border: Ké duong vién cho van ban.

+ Page Border: K¢ dudng vién cho ca trang vin ban.
+ Shading: T6 mau nén cho vin ban.
1.5.1. Tao Border cho doan van ban: Chon Tab Border

Borders and Shading |
rs.:| Page Bordsr | Shading
Style: Preview
- -~ Click on diagram below or use
e buttons to apply borders
o )
Shadaw oottt 5
Color: B /.
‘- Automatic -
3D
width: B [E
Pk -~ Apply ta:
Custom
Paragraphy ~
[ Show Toolbar | [ Horizontal Line... | oK Cancel

Style: Chon kiéu duong

Hinh 2.11: Hop thoai Border

Setting: Chon dang dudng vién

vién

Color: Chon mau dudng vién

Width: Chon d6 day dudng vién

Apply: Ap dung thao tac nay cho Text hay Paragraph
Tao Border cho ca trang van ban: Chon Tab Page Border
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Borders and Shading

A
Borders ( Page Border ) shading

Sekking: Skvle: Prewview

Click. on diagram below ar use
buttons to apply borders

|

D o

L
0
|
CL
[u]
k=
|£

I:I i
E L width:
=)

|31 Pt * | Apply ba:
Cuskom
Ark: |Wh|:||e document ~ |
L ppnee .
Showe Toolbar ] [ Horizonkal Line. .. ] [ a4 ] [ —ancel ]

Hinh 2.12: Hop thoai Page Border

— Thuc hién tuong tu nhu tao Border cho doan van ban.
— Apply to:

+ Whole Document: Ap dung cho tét ca cac trang.

+ This Section: Chi &p dung cho trang hién hanh.

+ First Page Only: Chi 4p dung cho trang ddu tién.

+ All Except First Page: Ap dung tat ca, trir trang dau tién

- Néu mudn dudng vién trang van ban 13 cic hinh anh, ta chon & muc Art.

1.5.3. Tao nén mau dudi doan vin ban: Chon Tab Shading:
— Fill: Chon mau nén.
— More Colors...: Click chon néu muédn c6 nhiéu mau khac.
— Patterns — Style: Tao nén c6 cac dudng ké ca ro.
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X]

Borders and Shading

Borders | Page Border
Fill Preview
Mo Fil
Mo Fill
More Colors...
Patterns
Shyle:
Apply to:
||:| Clear v| sl e
|F‘aragraph V|
Show Toolbar ] [ Horizonkal Line. .. ] [ (0] 4 ] l Cancel ]

Hinh 2.13: Hop thoai Shading

1.6.  Dinh dang tabs: , i

Tabs 1a cong cu duogc st dung rat nhiéu trong viéc nhap van ban. Ngoai viéc kha nang dinh
lai cac khoang dirng cua con trd khi nhan phim Tab, ta con c6 thé st dung Tabs dé tao vin
ban c6 dang:

TRUONG TCN CU CHI CONG HOA XA HOI CHU NGHIA VIET NAM
------ 000------ Doc lap - Tu do - Hanh phuc
----000----
Hoac
%113L4i§r_\.

301 0 PP
Sinh ngay: ........ccccvee.e Thang........cceeene. Nam.....oooovevveeennen. Taii.coone..
Piachi: v, buong.........cccve Phuong................. Quan:..........

Céc loai Tab thong dung:
[v] Tab trai: Van ban dugc canh 18 trai khi con tro nhéy dén vi tri dat Tab.
[+] Tab gifta: Vian ban duoc canh giita khi con tré nhay dén vi tri dat Tab.
2] Tab phai: Van ban dugc canh 1& phai khi con trd nhay dén vi tri dat Tab.
= Tab thap phan: Tao vin ban c6 cic dau thap phan thang hang v6i nhau.
Tab Bar: Hi¢n ra cac duong ngay tai vi tri dat Tab.
Cach dat Tabs:
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Thong thudng ta s& dit Tabs trude khi gb dé van ban duogc 18 rang. Sau do, ta s& diéu chinh
lai néu can.

— Dadt con tré tai dong can dat Tabs.

— Chon Home - Pargraph - Tabs...

—  Xuét hién hop thoai Tab - Ta dat cac vi tri Tab trong hop thoai sau:

Vi tri dimg cita con tr6 khi nhén phim Tabs [X]
Tab —
( Tuong g trén thanh Thuc) \"I ab stop position: Default tab stops:
= 2" E
E.. Tab stops to be cleared:
Céc Tab hién c6 trén dong dang chon —
Alignirment
) _ N ES} Left () Center ) Right:
Cac loai Tab — Canh Ié cho Tab @i O Bar
Leader
. 1 None &\ 0000000 5 o=
Xuat hiép cac ky hi§u N | /% 4_ Oz Oz
di chuyén con tro dén vi tri dung Tab. -

[ Ok, l[ Cancel ]

Xo4 Tab dang chon Xo4 tt ca Tab hién co

Hinh 2.14: Hop thoai Tab

Tab stop position: G diém dimg cho Tab

Alignment: Chon loai Tab.

— Leader: Chon kiéu Tab: ..., ---, _

— Chon Set d¢é thiét 1ap Tab > Chon OK.

Ta c6 thé dit Tabs nhanh dua vao nit Tab va thanh thuéc

| §|1 SR O I R AU IR SRR AR .

Click chon vi tri Tab

Chon loai Tab Click chon vi tri Tab

Hinh 2.15: Chon Tab trén thanh thudc ngang

1.7. Chia van ban thanh nhiéu cot:
— Sau khi nhap van ban xong, ban can thuc hién cac budc sau dé chia mdt doan van ban
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thanh nhiéu cot:
— Enter ¢ cudi doan van ban can chia thanh nhiéu c6t ( tao 1 dong tréng)
— B0i den vira di doan van ban do6 ( khong boi den dong trong di tao & trén)
— Chon Layout - Columns - More columns
—  Xuét hién hop thoai Columns:

Van ban duoc chia
thanh may cot?

Cancel

Qe T Three  Left

Mumber of columns: z S Line between
Width and spacing revis
Do rong cuacot  [—u Col & Width: Spacing:
\1:‘2,88" Fe .5" ¢
Khoang ca?h gita |
céc cot
| w [+] Equal column width
Do rong cua cac ot ¢o /
bang nhau khong? apply ko; Whole document v

l

Panh du dé c6 duong
ké phan cach gitra cac
cot

Hinh 2.16: Hop thoai column

Neéu chia cdt ma khong can cac duong ké phan cach gitra cac cot, ta ¢ thé st dung nut cong
cu sau:

Click chudt roi L
chon so cot

3 Columns

2. Chén cac dbi twong vao van ban
2.1.  Cheén hinh va xtr Iy hinh

Cac budc thuc hién:

— Thuc hién thao tac chén hinh.
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Thay d6i kich thuéc hinh.

Thay d6i vi tri tuong ddi ctia hinh( C6 thé bat budc phai thyc hién thao tac nay thi méi di

chuyén hinh duoc).

Di chuyén hinh véao dting vi tr.

Thay d6i mot s6 thudc tinh khac ciia hinh.
Thao tac chen hinh:
Chen hinh tir thu vién hinh cua Word ( SmartArt):

Chon Insert &> SmartArt
Xuét hién hop thoai sau:

Choose a Smartirt Graphic

A |

s List ==
Process =

Cycle

il

Hierarchy [ Cem—
Relatienship a
Matrix
Pyramid
Picture

Office.com

@EDPHE MG E

Qe [

]

Basic Block List

Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for
shapes.

Cancel

Hinh 2.17: HOp thoai SmartArt

— Sau kh xuét hién hop thoai SmartArt ta chon mét hinh twong ing rdi v& chén vao van ban
Chén hinh tir 1 file anh:
— Dit con trd tai vi tri mubn chén hinh.
— Chon Insert > Picture
— Xuét hiép hop thoai Insert Picture
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— Chon file anh tir hop thoai sau: @ st pitre y

A &= » ThisPC » Pictures » v & Search Pictures yel
Orgsnize Mew folder = - 0 @
Chon O dia, Folder c6 & Dowrloads # ~

[ Documents

hinh can chén

] Pictures

) Microsoft Word

Camera Roll Saved Pictures
7@ OneDrive

3 This PC
Desktop
i A A g b &
Chon hinh can chén [£ Documents
& Downloads

D Music

=/ Pictures
v

File name: || v | [Aupictures v

Tools ~ Insert | Cancel

Hinh 2.18: Hop thoai Insert Picture
— Chon hinh can chén roi chon Insert.
2.1.1. Thay d6i kich thuéc hinh:
Thao tac nhanh:
— Click chon hinh cin diéu chinh.
— Dua chudt vao cac hinh vuéng nhé & cac géc, hodc cac diém gifra ciia khung chtra hinh
cho hién cac miii tén 2 chiéu (hinh bén) rdi gitt nht trai chudt kéo - tha dé diéu chinh.

L Kéo thé - chudt dé
= thay i kich hinh
hinh

R
Hinh 2.19: Hiéu chinh kich thudc cia hinh () Bing Forward

Wrap [] Send Backward

2.1.2. Thay ddi vi tri twong ddi ctia hinh: T selection Pane
Thao tac nhanh: = InLine with Text
~ Click chon hinh cin diéu chinh. . .
— Chon Format - Wrap Text = Though
— Céc dang vi tri tuong dbi thong thuong: = Topand Bottom
— Inline with Text: Hinh ndm trén cting 1 dong véi van ban = BehingTed
(Hinh giong nhw 1 ki tu binh thuong). | In Front of Text
— Square: Hinh s& day vin ban sang 4 phia theo dang 1 hinh chit v Movewith Tex
nhat. 1 FixPosition on Page L
— Tight: Hinh dy vin ban sang 4 phia theo 1 hinh dang bt ky I More Layout Options...

(6m sat Hinh)
— Behind Text: Hinh khong day van ban. Hinh nam an phia dudi vin ban.
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— In front of Text: Hinh khong day vin ban. Hinh ndm phia trén, che mét van ban phia duéi.
— Advanced: Cac dang vi tri tuong d6i khéc.
Di chuyén hinh:
Pua chudt vao giita hinh > Xuét hién miii tén 4 chiéu <—}> sau do gitr nit trai chudt

kéo hinh dén vi tri méi.
2.2.  Chén chir ngh¢ thuat (Word Art)

Word Art l1a nhitng van ban ngh¢ thuat (uén lugn, c6 bong,...) ma ta co thé di chuyén,
xoay, thay doi kich thudc va dit trén 1 trang gidy gidng nhu 1 Picture.

Vi du nhu hinh bén dudi

Al

O TRAZ

TIN HOC VAN PHONG

Dé tao 1 Word Art, ban tién hanh theo cac budc sau:

+ Chon Insert = chon Word Art. Trén thanh cong cu

+ Xuét hién cac kiéu chit WordArt

+ O hop thoai nay ta s€ Click chudt chon mét kiéu ctia Word Art ( khong nén chon kiéu
cong, kiéu cong sé chon & cdc budc sau)

'q - E{D _Q Symbol -
Click chudt A n
[ dé chon A 2 A
A A A S

Hinh 2.20: Chon kiéu chit Word Art
Hién hop thoai Your Text here, click chudt vao 6 Your Text here va gd ndi dung chir
Word Art.

Your text here

Hinh 2.21: Khung Your text her
Vi du: GO chir Word Art ¢6 ndi dung sau:
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THUC HANH T~
HOC

Cong cu Shapes la mot cong cu d6 hoa quan trong nhat trong Word. Vi cong cu nay
ban c6 thé tao nhitng duong don gidn, hinh oval, tron, hinh chir nhat va dac biét cac so dd
trong SamrtArt
2.3.1. Vé 1 Shapes:

© =X 7

Hinh 2.22: Mot s6 Shapes tiéu biéu

— Chon Insert = Shapes
— Hién ra mdt bang chon cac hinh Shapes,
— Chon 1 hinh Shapes = Khi d6 con tré bién thanh du “+”
— Pua con tré chudt dén vi tri mudn vE Shapes, gitr ntt trai chudt va kéo dé ve.
2.3.2. Thém van ban vao trong Shapes:
— Ban c6 thé thém vin ban vao bat ky Shapes nao bang cach:
— Right click vao Shapes mudn thém vin ban > chon Add Text.
2.3.3. Két nhém céc dbi twong dd hoa:
Tat ca cac Picture, WordArt, Shape, Textbox déu goi chung 13 cac ddi twong do hoa.
Pé két nhom cac dbi tuong do nay ta 1am nhu sau:
— Nhan gilr phim Shift va Click chon cac dbi tuong can két nhom hoic click chudt vao nut
lénh . trén thanh cong cu roi kéo bao cac dbi tuong can két nhom.
— Nhap phai chudt vao cac ddi tugng rdi chon Grouping = Group.
2.3.4. Ra nhom céc dbi twong da két nhom.
— Chon nhém can ra.
— Chon Draw = UnGroup ( hodc nhip phai chudt vao dbi tugng can rd nhom réi chon
Grouping—> UnGroup)
2.4. Dua hinh anh trén man hinh vao van ban ( chup hinh)
2.4.1. Chup tryc tiép: Khi hinh anh la 1 ctra sé.
— M0 cira sO can chup.

— Nhan phim <Print Screen> d¢ luu hinh anh ctra s6 vao bd nhé tam.
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— Vao MS Word chon 1énh Paste dé dan hinh vao vi tri can chén.

2.4.2. Chup 16p trén: Khi hinh anh 1a 1 hop thoai.

— Mo hop thoai can chup.

— Nhén td hop phim <Alt> + <Print Screen> dé luu hinh anh hop thoai vao bd nhd tam.
— Vao Winword chon 1énh Paste dé dan hinh véo vj tri can chén.

2.4.3. Chup - Cét: Khi cin chup 1 phan cira ctra s

— M0 cira s6 can chup.

— Nhén phim <Print Screen> dé luu hinh anh cira s6 vao bd nhé tam.

— Vao chuong trinh MS Paint chon I¢nh Edit/ Paste dé dan hinh vao cira s6 MS Paint.

— Chon nit cong cu Select 3 hodc Free from Select i dé chon phan hinh can cit
chon Copy dé luu phan cit vao bd nhd tam.

—  Vao MS word chon 1énh Paste dé dan phén cit vao vj tri can chén.

2.5. Chen cong thue toan hoc

— Equation 12 mét chtc ning caa Winword cho phép tao cac biéu thirc toan hoc nhu cin sb,
phan s6, ma tran, cac biéu thirc vécto,...

— Dé vao Equation ta chon 1énh Insert > Equation - Insert new Equation s& xuit hién cira
s6 Equation c6 mot khung va thanh céng cu Equation nhu sau:

EEEAMNHEHOMNECEEREREFEERE § e % [, £ O sae g jm A [3]
E l:‘ - Fracvtinn Sczipt F‘.advi(al Intevgral Large  Bracket Function Accent Limit and Opeiatnr Mavtr\x

Operator~ - @ @ Log -
Symbols Structures

Hinh 2.23: Thanh cong cu Equation

Dén déy ban chi can gd biéu thirc vao khung. Nhitng ky tw nao c6 tén trén ban phim thi
g0 binh thuong, cac ky hiéu khong c6 trén ban phim thi chon trén thanh cong cu Equation.
Sau khi tao xong biéu thirc ban chi can click chudt vao bat ky noi nao bén ngoai khung dé roi
khoi chure nang Equation.

Chu y: Khong nhat thiét lic nao ciling vao Equation.
Vi du: Pé tao biéu thic A = b? — 4ac thi khong can phai vao Equation.

Pé chén A ban c6 thé dung 1énh Insert = Symbol, con chi s trén ciia b? thi ta 6 thé
dung 1énh Format/ Font chon Super Script hodc to hop phim Ctrl + SHIFT + = dé gé chi s6
trén.

Vi du: Dé tao biéu thirc sau:

Ja-2-p
b -
ab—w
Cong viéc dugc thuc hién nhu sau:
Vao Equation:
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Chon niit dé tao déu {

Chon nut

Pé tach phan bén trong dau { thanh 2 ddi tuong nhu sau:

Chon nut can so:

G chir a, bAm phim miii tén t61 ( dé roi khoi anh hudng cua du cin), gb dau trur.
Chon nut phan s — 0 a (tir s0) va b (mdu s0)

Nhén mii tén toi, gb ddu =, chén f (béta)

Xong biéu thirc phia trén

. Nhin Enter xudng biéu thtrc 2. G& a. Chon ky hiéu vécto (nit thir 3, hang trén), gb
dau chdm, gd b, chon ky hiéu vécto, chén ky hiéu .

+ + + + +

B
o
i ¥
SR
i ¥
Cac hi¢u ung dac biét 5
— Dé tao hiéu ung chit ta thuc hién nhu sau: iy

+ Quét khdi chon doan vin ban can dinh dang
+ Chon Font
+ Hop thoai Font xuat hién
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Font ? X

Font Advanced

Font: Font style: Size:
Times Mew Roman Regular 13
StarsStripes A 8 A
Sylfaen Italic 9
Symbaol Bold 10
Tahoma Bold Italic 1
Times New Roman A 12 hd
Font color: Underline style: Underline color:
Automatic £ [none) LV Automatic
Effects
|:| Strikethrough |:| Small caps
|:| Double strikethrough |:| All caps
|:| Superscript Dﬂidden
|:| Subscript
Preview

Times New Roman

This is a TrueType font. This font will be used on both printer and screen.

Set As Default | | Text Effects... Cancel

Hinh 2.24: Hop thoai Font
+ Chon Text Effects

+ Hop thoai Text Effects xuét hién

Format Text Effects
A A

m— L=

P Text Fill

[ Text Qutline

K

Hinh 2.25: Hop thoai Format Text Effects
+ Text Fill: Hi¢u tng mau nén chir
+ Text Outline: Hi¢u trng dudng nét chir



Bai tap thuc hanh
Bai 01: Mo tap tin méi, nhap bai tdp va luu vao 6 dia D:\Folder cta 16p minh.

GIOI THIEU CHUNG VE INTERNET

[ &_)(g [
A Internet 1 hé thdng gdm cic mang may tinh, dugc lién két voi nhau trén pham vi toan

thé gi6i theo mot giao thirc chuan, thong qua cac hé théng kénh truyén thong.

A Nhu vdy, Internet c6 thé hiéu la mang cia cdc mang. Giao thirc chudn dé cdc mang
mdy tinh néi véi nhau la TCP\IP.

A Internet cung cép nhiéu dich vu dung dé tao, truy cap va trao doi thong tin trén nhiéu
linh vyc khac nhau, tir nghién ctru khoa hoc dén hoat dong giai tri, thuong mai...

SO YEU LY LICH
|. PHAN BAN THAN.
5 o0 1<) o PSPPSR
Sinhngay: ... thang ........cccceeee. NAM....oveiiiiieeninnn. Tai: i
Hién cu ngu tai;........... Puong ......cccceee Phuong ................ Quan: ..,
La sinh vién hoc 16p: .. Tai trung Tin HoC .....vvvvvvvveiiiiiininnnne. Khoa: ....oovvveiiiiiiiiviieneen,
Pat diém trung binh cdc mon:.................... Hoc ky:.ovveiiinnns Khdi hoc: wvveveeeeieeennn,
Il. PHAN GIA DINH.
HO t€n Cha: ..uvvviiiiiiiiiis i e eeeens Nam sinh......cccoeeveeeiiiinnnn,
NGhe NGRIGP: ...ovvese oo, NOTLAM VIEC oot e,
HO €N IME .viviiiiiiii et it eeeanns Nam sinh.....cccoeevveeeiiiinnnnn,
NGhé NGRIP: ...oovves oo, NOTLAM VIEC: voves ceieeeeeeeeeeeee e
I1l. ANH CHI EM RUOT.
| 5 (o TR 1< o PO TR Nam sinh ....cooeeevvieeiiiinnnnn,
2. HO TN it i Nam sinh ....cooeeeviieeniiiinnnn,
3L HO tN i e Nam sinh ....cooeeeviieeniiiinnnn,
i S (031 (<) s VTR SURPPPPN: Nam sinh ....cooeeeviieeniiiinnnn,
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Bai 02: M¢ tap tin mdi, nhap bai tap va luu vao 6 dia D:\Folder cta 16p minh.
UBND HUYEN ABC CONG HOA XA HOI CHU NGHIA VIET NAM
CTY BUU CHINH TP Doc ldp - Tw do - Hanh phiuc
O 1 R
Tp.HCM, ngay 5 thang 09 nam2018
HOP DONG
> Cin cr vao phap 1énh hop dong kinh té ngay 28/9/1983 cta hoi nha nudc va nghi dinh
s6 7/HPBT ngay 26/01/1990 cta hoi dong bd trudng qui dinh chi tiét viéc thi hanh
phéap 1énh HDKT.
> Cin ct nghi dinh s6 121/HPBT ngay 15/08/1987 cua Hoi Pong Bo Trudng ban hanh
diéu 1é Buu Chinh Vién Thong.
> Theo yéu ciu cua khach hang va kha ning phuc vu cta cong ty dién thoai Tp.
Hai bén gom:
Bén A: (khach hang)
Ho va tén : NGUYEN ANH DUNG
Dia chi lién lac: D<) 514 Nguyén Tri Phuong, P.12, Q.10, TP.HCM
Dia chi dit may:>< 51 Ky Péng, P.10, Q.3, TP.HCM
Bén B: (Cty dién thoai)
Dja chi: < sb 2, Hung Vuong, Q.10, Tp.HCM.
bién thoai: @ (084) 8365874
Tai khoang:710A.00209 Ngan hang Cong thuong VN-Tp.HCM.
bai dién ki: Ong PHAM HUNG LAM — Chtrc vu: P.Giam Pdc.

Khach hang Ngay ... thang ... nam 20...
( ky tén) Giam dbc
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Bai 03: Mo tap tin mdi, nhap bai tdp va luu vao 6 dia D:\Folder cta 16p minh.

SO Y TE TP HCM CONG HOA XA HOI CHU NGHIA VIET NAM
---000--- Doc 1ap — Tu do — Hanh phuc
---000---

GIAY CHUNG NHAN SUC KHOE

Phén I: Ly lich ban than
3 (o I 72: T 1< o ST SPPPR
NGAY SINN: Lo e e e e e rae e
bia chi: Buong.......cccceeee. Ap(khu phd).....covvvrveanee. xA(phuong).......cccovvvvvvevieennnnns
Huyén(quan)........cccccceeeeennn. TP(HNN) et e
INOT COME LACT ..etiiie ittt ettt et ee £aaanb e e e e e s b e e e s s b e e e e s s be e e e e s e
Phan II: Kham
o Mit
Tréi: Phai
o Tai
Tai tréi Tai phai
e Rang
Ham trén Ham dudi
e Than kinh:

e HO6 hap:

e Tuan hoan:

Tp HCM, ngay ... thang ... nam 20...
Béc si kham
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Bai 4: M tap tin méi, nhap bai tap va luu vao 6 dia D:\Folder cta 16p minh.
Truong THPT Binh Duong
P<: S6 1 Vo Thi Sdu Di An BD
& 065 10101010
DE THI HOC 11-2010
M@on thi: Toan
Thoi gian lam bai: 120 phut
Cau 1: Cho ham sb y=f(x) =x3 + (2m-1)x2 +(m+1)X —(m+3) c6 d6 thi (Cm) véi m 12 mot tham
50
1. Chtng minh rang ham sb ludn ludn cé 2 diém cyc tri
2. Khao sat sy bién thién va v& do thi (C) ctia ham sé khi m=1
3. Dua vao db thi hiy bién ludn tuy theo k s6 nghiém ctia phuong trinh x3 -3x2 +2-k =0
Cau 2: Chimg minh biéu thirc va tinh tich phén sau:
a. nzl:(aiﬂ - g )ﬂ“i = _e[e
i=0 a
b. jsin 2a cos 3
C. j (50> + sin 3w)dw
Cau 3: Trong mit phiang OXY cho hyperpol ( H); 9x2 -16y? = 144
1. Chi 13 cac truc toa dd céac dinh, tiéu diém, tiéu cy, tim sai va viét phuong trinh 2
duong tiém can cua (H)
2. VE(H)
Tim M(H), biét goc F1HF, = 1v
4. Viét phuong trinh hyperpol (H”) lién hop cia (H). Xac dinh tiéu diém, tAm sai va
duong chuan cua (H).
Cau 5: Tinh tich Boole cua A va B vdi
1 00
A=10 0
1 1

w

1
1
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Bai 5: Mo tap tin méi, trinh bay van ban theo mau va luu vao 6 dia D:\Folder cta 16p minh.

Chon kiéu chit

Font 5

WMI-Tekon
WMI-ThuFapZ
WhI-ThuFap3
WMI-ThuFapFan

Font color;

—J  |Bold-Ttalic 11

S PP hd

Underline skwvle; Underline color;

I Auktomatic ;I Il[nc-ne) ;I I Automatic LI
Effects

[~ strikethrough [T shadow [ Small caps

[ Double strikethrough I outline I allcaps

I superscript I Emboss I Hidden

[T subscripk [T Engrave
Prewview

YVIHI-Times

Thiz is a TrueType Font, This font will be uzed on bath printer and screen,

Defaul., .. |

Cancel I

[ ox |

Home ESig

2l x|
Chon c¢ chir
Fonk IChaLacter Spacing I Text Effects
Fonk: B Size:
=T Times) [Horml 13
=] -

Thanh menu
= Save
Undo Bao cao CO CAUTO CHUC CONG TY
=) theo
e XYZ
= Print - , '
TONG GIAM BPOC
g Bold I ;s
GD T. MAI GD S. XUAT GDN. SU
B3 Open GP T. CHINH
—* A\ 4 A\ 4
B New PHONG KH PHONG KT PHONG HC
PHONG TC
v
PHONG XNK
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BAI 3:
TAO VA XU LY BANG BIEU
Gioi thiéu
Khi ban 1am viéc véi cac danh sach, cac bang tong két va thong ké thi Table 13 cach xur
ly d& dang va hiéu qua nhét.
Table 1a tap hop céc 6 to chirc theo dang bang gdm nhiéu dong, nhiéu cot. Mdi 6 c6 thé
chira vin ban, sd hay céc ddi tuong dd hoa.

Hau hét chiing ta déu nghi Table nhu mot tinh ning xir 1y van ban twong duong vdi bang
tinh. Nhung ta c6 thé st dung Table dé tao cac loai tai liéu tir so yéu 1y lich dén cac bang tin
tue,....

Muc tiéu
M0 ta duoc cac thao tac tao va xur 1y bang biéu;
Trinh bay ndi dung vin ban trén bang biéu.
Thuc hién cac thao tac an toan vdi may tinh.
1.  Chén bang biéu vao vin ban
— Chon Insert 2> Table = chon Insert Table...

Insert Table

Tahle size

Mumnber of columns: | =
: 2 E
Mumber of rows —
AutoFit behavior i G0 s0 dong
—%) Fixed colurmn width: Auko S

Do rong

cua cdt do
N Aerd +r1v

() mukoFit ko contents
) AukoFit ko window

Table style: Table Grid AutoFormat. ..

[ remember dimensions For new tables

[ (o] 4 ] [ Zancel ]

Hinh 3.1: Hop thoai Table
— Sau khi chon s6 dong, s6 cot ta chon OK.
Hoac:

— Click chon ntt cong cu

— Kéo chugt chon s6 dong, s6 cot:

Kéo chudt dé chon 1\
<0 dong. so cot
I\F 4 % 3 Table

Hinh 3.2: Tao bang trén thanh cong cu
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2.

Cac thao tac trén bang biéu

2.1. Xoa Table:

2.1.

Pit con trd trong Table mudn co.

Chon Layout - Delete Table

Danh dau chon dong ( cot):

Dit con tro tai dong (cot) can danh dau.

Pua chudt vao vi tri giéng hinh bén.
Click chudt dé chon dong (cot) do.

Thay do61 do rong cot: Chon dong

Panh diu cot can diéu chinh.
Chon Table = chon Table Properties...

Chon do rong cot trong hop thoai sau:

Table R

Size
Colurmins 1-5:

Preferred width: |1,3" £ Measure in: | Inches w

[

Go dO rong cua J/ [ 44 Previous Column ] [ et Colurnn b
cot

I W

[ QK ] [ Cancel ]

Hinh 3.3: Hop thoai Table Properties

Cach khac: Pua chudt vao dudng bién phai cua cot can diéu chinh cho xuat hién <»,|roi giit

nut trai chudt kéo - tha. ( Hodc nhip dap chudt).

[
Kéo tha chudt L‘>\%

(hodc nhép
dap chuot)

3. Thay d6i cdu trac bang biéu

3.1.

Tron nhiéu 6 thanh 1 6:
Panh dau chon céc 6 can tron.
Chon Layout - MergeCells.

g Merge Cells

EH split Cells
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Hinh 3.4: O Merge cells
3.2.  Chia 1 6 thanh nhiéu 6:
— Chon 6 can chia lam nhiéu 6.
— Chon Layout = chon Split Cells...
— Chon s6 6 muén chia trong hop thoai bén.
— Sau khi chon s6 hang, cot ta chon OK.

E Merge Cells

FH split Cells

Hinh 3.5: O Split cells

3.3.  Chén thém cot:
— Panh diu vi tri ma cot méi s& duge chén vao. (Cot nam sau cot dugc chen).
— Chon Layout - Column Left.
3.4. Chén thém dong:
— Danh diu vi tri ma dong méi s& duge chén vao. (Dong nim sau dong duoc chén).
— Chon Layout > Insert below
Truong hop mudn chén mot dong méi ¢ cudi bang ta lam nhu sau:
— Dat con toé & 6 dudi cung bén phai Table

— Nhén phim Tab. Formula [X]
3.5, Xoa d(‘)r,1g (Cot): ‘ N

— Danh dau dong (cot) can xo0d . [Com*15

— Chon Layout > Delete Row (Clomun) Nurnbeer Format:
3.6. Tinh todn don gian trong Table: i v

— Pit con tro ¢ 6 chira két qua. ER

— Chon Layout = chon Formula... - R v

[ O, ] [ Cancel

Hinh 3.6: Hop thoai Formula

Chén cac ham dé tinh toan (néu
can) nhu: Sum (), Count(),...
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Bai tap thuc hanh

Bai 01: M¢ tap tin méi, nhap bai tap va luu vao 6 dia D:\Folder cua 16p minh.
BANG TONG KET DOANH THU NAM 2018

CONG TY TNHH SAO MAI

= Tén vat tu Qui 1 Qui 2 Qui 3 Qui 4

1 % Gach dng 200 150 320 200

2 < Gach the 450 460 465 300

3 % Xi —mang den 150 700 780 550

4 % Xi-méang trang 700 211 200 700

5 < Sit ¢ 10d 680 540 150 400
_ 2180 2061 1915 2150

Bai 02: M¢ tap tin méi, nhap bai tap va luu vao 6 dia D:\Folder cta 16p minh.

Ké toan

HO VA TEN

BANG PIEM
Lép : Tin Hoc Can Ban —K04/2010

Ngay ... thang .... Nam 20....

Thu trudng

DPiém

L. Thuyét

T. Hanh

1 Tran Huy Hoang 7.0 9.5 8.3
2 Pham Thanh Van 5.5 7.0 6.3
3 Nguyén Doan Trang 3.0 4.5 3.8
4 L& Thanh Son 8.0 6.0 7.0
5 Nguyén Thanh Huy 6.5 5.5 6.0

Giao vién by mon

Ngay .... Thang ... nam 20....

Trudng khoa
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Bai 4

Gio1 thi¢u
Phan mém Office Word di ra doi tir rat 1au va khi cong nghé ngay cang phat trién thi
hang Microsoft ciing tich hop vao cac tinh ning vé bao mat can thiét cho céc file van ban ma

ban tao ra dé tranh bi truy cap trai phép va ro ri théng tin quan trong cia ngudi dung.

V&1 nhan vién van phong hay phai soan thao van ban, tao bang tinh

1.
1.1 Protect Document.

— Chon File = Info > Protect Documet - Encrypt with password

BAO MAT VA IN AN

Van d& bao mat file Word 13 diéu can quan tim hang dau cua nguoi dung dic biét ddi

In 4n 13 qua trinh tao ra chir va tranh anh trén cac chit liéu nén nhu gidy, bia cac
téng, ni 16ng, vai... bang mot chét liéu khac goi 13 myc in..
Muc tiéu

Thuc hién dugce thao tic tao mat khau cho van ban;
Chon lua ché d6 va hiéu chinh truéc khi in an;
Thuc hién duoc cac thao tac tron van ban;

Thuc hién cac thao tac an toan vdi may tinh.

Bao mat.

— Xuét hién hop thoai Encrypt Documet.

G0 Password vao 0

+ Password: Nhap mat khau

+ OK:

Encrypt Document ? et

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.}

Cancel

Hinh 4.1: Hop thoai Encrypt Documet

+ Nhap lai mat khau vao 6 Reenter password cua hop thoai Conflirm Password

+ OK

1.2 Protect.

Confirm Password ? *

Encrypt the contents of this file

Beenter password:

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

Hinh 4.2: Hop thoai conflirm Password
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https://vi.wikipedia.org/wiki/Ch%E1%BB%AF_vi%E1%BA%BFt
https://vi.wikipedia.org/w/index.php?title=Tranh_%E1%BA%A3nh&action=edit&redlink=1
https://vi.wikipedia.org/wiki/Gi%E1%BA%A5y
https://vi.wikipedia.org/w/index.php?title=B%C3%ACa_c%C3%A1c_t%C3%B4ng&action=edit&redlink=1
https://vi.wikipedia.org/w/index.php?title=B%C3%ACa_c%C3%A1c_t%C3%B4ng&action=edit&redlink=1
https://vi.wikipedia.org/wiki/Ni_l%C3%B4ng
https://vi.wikipedia.org/wiki/V%E1%BA%A3i
https://vi.wikipedia.org/w/index.php?title=M%E1%BB%B1c_in&action=edit&redlink=1

— Chon Review - Protect —Restrict Editting
— Xuat hién hop thoai Restrict Editting bén phai .
+ Check vao 6 Limit formatting to a selection.
+ Check vao 6 Allow. only this type of editing in the docment
+ Chon Yes, Star Enforcing Protection.
+ Xuat hién hop thoai Star Enforcing Protection

+ Nhéap mat khau vao 2 6:

+ Enter new password (optional)
+ Reenter passwod to confirm

+OK

Start Enforcing Protection

Protection method

@ Password

(The document is not encrypted. Malicious users can edit
the file and remove the password.}

Enter new passwaord [optional): |
Reenter passwaord to confirm:

O User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

enabled.)

Restrict Editing ~

1. Formatting restrictions

/| Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

+/| Allow only this type of editing
in the document:

Mo changes (Read only] |=

Exceptions (optional)

Select parts of the document and
choose users who are allowed to
freely edit them.

Groups:

BT —

&% More users..,

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

Yes, Start Enforcing Protection

See also

Hinh 4.3: Hop thoai Restrict Editting va hop thoai Star Enforcing Protection

2. In van ban.
2.1. Dit tiéu dé trang.

— Chon Insert > Header hay Footer.
— G0 ndi dung tiéu dé trén ( Header). Hay dudi ( Footer)

Hinh 4.4: Header gd tiéu dé trang in
- Chon Close dé trd vé man hinh soan thao.

2.2. Danh sb trang.

— Chon Insert = Page Number.
—  Xuét hién hop thoai Page Number.

+ Top of Page: Pdnh ddu trang phia trén
+ Bottom of Page: Pdanh ddu trang phia dwéi

Hinh 4.5: Chon vj tri danh sé trang

2.3.  Pit 18 cho trang in:
— Chon Layout - Page Setup.

Top of Page

Page Margins

PHFEFEB DB

Bottom of Page

Current Position

Format Page Numbers...

Remove Page Mumbers

x
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— Xuét hién hop thoai Page Setup / Chon Tab

Page Setup

M arg I n . Paper Layouk
Y argins
Margln Top: 1.5cm £ Bottamn: |1.5cm £
+ Top: Khoang cach tor mép gidy phia trén dén || e 2se < Right: [L7am 2
o N Gutker: Ocm I Gutker position: | Left b
van ban' Crientation
+ : 2 4 \ J4 (94 ’ ;. - -
o I?iottom Khoang céach tir mép giay phia dudi
del’l van bal’l. Partrait Landscape
+ Left: Khoang cach tir mép gidy bén trai dén || “mmse ses Norml 3
van ban.
I3 . z Presview
+ Right: Khoang cach tir mép giay bén phai dén | seiyte: =
Whale document v —
van ban. —
+ Gutter: Chura lam gdy séach. e
+ Gutter position: Vi tri lam gay sach. C o (o ]

Orientation: Chon huéng gidy in
+ Portrait: In doc.
+ Landscape: In ngang.

Hinh 4.6: Hop thoai Page setup

2.4.  Chon kho giy in: 2 x|
— Chon Layout-> Page Setup. .
— Xuit hién hop thoai Page Setup > Chon Tab | wsn T
Paper. S
+ Paper size: Chon kho gidy et
+ Width: Chon chiéu rong khé gidy o -
+ Height: Chon chiéu cao kh gidy i
*OK. e —
—
- .

Hinh 4.7: Hop thoai Page setup
2.5. Xem van ban trudc khi in:
— Chon File / Print Preview hoac chon nut cong cu (Print Preview ) &
— Sau khi xem va tinh chinh xong chon Close dé tré vé man hinh soan thao.
2.6. Inra gidy.
— Chon File / Print hodc chon nit cong cu = Print)
hoic t6 hop phim Ctrl + P.
—  Xuét hién hop thoai Print.
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printer:

+ Name: Chon may in. Prnter
p ’ y Name: '#  Canon LASER SHOT LBP-1210 v
age range Status: Idle -
L . - , A . Type: Canon LASER, SHOT LEP-1210
+ All: In tat ca trang van ban hién hanh. | wge o Flrmttone
Yy qe . o £ [[] Manual duplex,
+ Current Page: Chi dinh trang in Sl , s
. Page range Copies
+ Pages: In theo STT trang Qu Hrber of opies: E
. ) Curtent page
COpIE‘S ) Pages: 11 @ [¥] Collate
ing- A ban i Ent bers and] :
+ Number of copies: Chon s0 ban in seperaetiy conmas, Forccanpe, 13512 || L
O K ' Print what: | Document | Zoom
Print: Al pages In range Pages per sheet: 1 page v
Scale o paper size: | o Staling v

Hinh 4.8: Hop thoai Print

3. Tron van ban (Mail Merge)
3.1. Gidi thi€u
—  Khi tién hanh in hang loat cac biéu miu c6 ndi dung giéng nhau vé mic hinh thirc chia
n6i dung thong tin chung, chi khac phan thong tin ca nhan nhu: Phiéu bao diém, gidy khen,
hoa don tién dién - nuéc, thiép moi, ...
—  Dé thyc hién viéc tron vian ban ban tao 2 tap tin sau
+ T4p tin van ban mau ( Mail document): T4p tin ndy chtra cac thong tin chung ma céac phiéu
hoic hod don nao ciing c6 ndi dung gidng nhau.
+ Tap tin dir liéu (Data file): Tap tin nay chira cac thong tin ca nhan nhu danh xung, ho tén,
s6 tién thanh todan,...
—  Sau d6 s& tién hanh tron 2 tap tin trén voi két qua la s€ c6 mot tap tin bao gém ca 2 noi
dung tap tin trén (Mail document va Data file).
3.2.  Cach thuc hién

B1: Tao Data file
— La mot tap tin dang bang biéu, v6i dong dau 1a dong tiéu dé ( dong tiéu dé khong gd dau
tiéng viét va khong c6 khoang trang giita cac tir ) cac dong con lai chira ndi dung thong tin ca
nhan nhu danh xung, ho tén, tién thanh toan, ...
— Sau khi tao xong Data file ban luu vao dia va dong Data file lai.
— Vi du: Bé tao mot thiép moi du sinh nhat theo mau dudi day thi tao file data file gém mot
bang c6 2 cdt va n dong.
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Nhu vy tao file data file gdm mot bang ¢6 2 cot n dong nhu sau:

Danhxung Hovaten
Ong Ly Lién Kiét
Ba Tiéu Yén Tt
Cha Chung Tt Bon
Anh Lé Minh

B2: Tao tap tin van ban mau nhu hinh bén dudi, r6i thuc hién cac cong viéc nhu sau:

(@

)

THIEP MOI
- Nhan dip sinh nhat 1an thir 18 ciia con chiing t6i
- Kinh moi: < Danh xung> < Ho tén khach moi>
- Vui 1ong dén dy budi tiéc chung vui véi gia dinh ching t6i
vao lac 19h30° ngay 16/09/2018 tai tu gia.....
e - Rat mong duoc su hién dién ctia < Danh xung> 13 niém
y,

— Chon Mailings - Start Mail Merge - Step by step
Mail merge wizard
—  Xuét hién hop thoai Mail merge
+ Step 1: Chon Letters = Chon Next B —
+ Step 2: Chon Use the current document > Chon ~ working on?

Next

S EN A,

Select document type

+ Step 3: Chon Browse va tim ma¢ file Data file da g f”;’el":'pes
5 anels
a0 g i Direckary
budc 1
Letters

+ A A A - . . .
Xuat hién hop thoai Mail merge Recipeints = o e 8 e s o vees

Chon OK. ‘fou can personalize the letker that
) N A . \ \ A . o each PEFsan FECEIVES,
+ Step 4: Cheén thong tin tir Data file vao tap tin van _ _
- : Click Mext ko continue.
ban mau ta

bat con tré soan thao noi can chén

Step 1 of &6

@ Mgk Starting document

Hinh 4.9: Hop thoai Mail merge

Mail Merge v
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Click chudt vao nut 1énh Inset merge field

Sau k}qi click chudt vao nut Inset merge field ot e

s€ xuat hién hop thoai Insert Merge Field Field

Sau d6 chon tén field ( té€n cot) can chén vao vi tri nao d6 rdi click chudt vao nit Insert.

+ + + +

Insert Merge Field x|

Insert:
i~ address Fields i* Database Fields

Fields;

Havaten

=
Makch Fields. .. | | Insert I Cancel |

Hinh 4.10: HOp thoai Insert Merge Field

— Sau khi chén xong click chudt chon close dé dong hop thoai

o

Preview
Results

— Pé hién thj cac thong tin cd nhan ban click chudt vao nut
Merge

trén thanh cong cu Mail

+ Step 5: Mubn xem thong tin cua timg phiéu ban chon vao nut L ¥ 4 xem
cac mau tin ké tiép hodc trude do.

+ Step 6:
— Chon Print néu muén in phiéu ra gidy
— Chon Edit Individual letters néu mudn xem ( c¢6 thé sira chira) thong tin cho timg phiéu.
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Bai tap thuc hanh
Bai 1: Tron van ban (mail merge)
1. Tao tap tin Data file c6 ndi dung sau va luu vao 6 dia D:\Folder ctia 16p minh.

Danhxung Hovaten

Ong Ly Lién Kiét

Ba Nguyén Thanh Van
Chi Chung Tt Pon

Anh Lé Minh

Chi Ly Tiéu Long

Anh Nguyén Thanh Long
Chi Tiéu Yén T

2. Dung chiic ning tron vin ban dé tao tip tin theo mau sau (thiép moi), rdi tron véi tap tin

Data file & trén.

(@ )
THIEP MOl

- Nhan dip sinh nhat 1an thr 18 cta con chng toi

- Kinh moi: < Danh xung> < Ho tén khach moi>

- Vui long dén dy budi tiéc chung vui véi gia dinh

chung tdi vao ldc 19h30° ngay 16/09/2010 tai tu gia.....

- R4t mong dugc sy hién dién cua < Danh xung> 1a

niém vinh du cho gia dinh chdng t6i.

& J

Luru ¥: Mau nay hoc sinh c6 thé thiét ké theo ¥ thich cia minh.
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Bai 2: Tron van ban (mail merge)

1. Tao tap tin Data file c6 ndi dung sau va luu vao 6 dia D:\Folder cta 16p minh.

SBD Hovaten Lythuyet ~ Thuchanh Trungbinh
1 Tran Huy Hoang 7.0 9.5 13.0

2 Pham Thanh Van 55 7.0 11.25

3 Nguyén Poan Trang 3.0 4.5 6.0

4 Lé Thanh Son 8.0 6.0 10.0

5 Nguyén Thanh Huy 6.5 5.5 7.75

2. Dung chirc ning tron vin ban dé tao tip tin theo mau sau (thiép moi), rdi trén véi tap tin

Data file & trén.

/ TRUONG TCN XYZ
KHOA TIN HOC

Ho tén: <<Hovaten>>

Két qua mén thi nhu sau:

Diém Iy thuyét: <<Lythuyet>>.
Diém thyc hanh: <<Thuchanh>>.

thu tuc dang ky thi lai

-

Diém trung binh cia mén hoc 1a: <<Trungbinh>>.
Luw Iy: Hoc sinh ndo ¢ diém trung binh nho hon 5 thi dén vin phong khoa Tin hoc dé lam

CONG HOA XA HOI CHU NGHIA VIET
Poc 1ap — Tu do — Hanh phic

PHIEU BAO DIEM THI HET MON
HOC PHAN: TIN HOC VAN PHONG
Truong TCN XYZ tran trong théng bao dén hoc sinh c6 s6 bao danh <<SBD>>

ey

/
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BAI 5
TONG QUAN VE MICROSOFT EXCEL 2016

Gioi thiéu

— Microsoft Excel 1a phin mém xir Iy bang tinh dién tir (Work Sheet), chay trong mdi trudng
Windows

— Bang tinh dién tir 1a mot bang c6 kich thudc rat 16n, gdm nhiéu cot (Column) va nhiéu
hang(Row). Noi giao nhau gitta ¢t va hang dugc goi 1a 6(Cell). Cac 6 ndy dung dé chira
va xtr 1y dit liéu. Ta c6 thé nhap nhiéu loai dir liéu khac nhau vao 1 6 dé xur 1y va tinh toan
tiy theo nhu cau cong viéc ctia minh.

— Ngoai ra ban c6 thé tao cac d6i twong khac (Object)trén bang tinh.

Muc tiéu

— Trinh bay duoc khai niém vé bang tinh;

— Mo ta dugc cach thirc to chirc 1am viée trén bang tinh.

— Thuc hién cac thao tac an toan vai may tinh.

1. Gidi thiéu

2.2. Khoi dong chuong trinh Microsoft Excel

— Ban c6 thé khoi dong tur nhiéu cach khéc nhau.
Céch 1: Dung biéu tuong ctua Microsof Excel trén nén Desktop néu c6 (tién loi nhat).

Céach 2: Nhan H% Programs = Microsoft Excel.

Céch 3: Nhan E% Run > <Path> >Excel.exe

1.2. Man hinh lam viéc cua Excel.

— Man hinh 1am viéc cta Excel 1a 1 ctra s6 ing dung nén c6 day du cac tinh chit cia mot
ctra sO bat ky, vi du nhu phéng 1én(Max), thu nhé(Min)... va ¢ cac thanh cong cu dic
trung cuia chuong trinh nay.

Thanh tiéu dé

Thanh Menu

Thanh cong cu

O dia chi

Tén cac cot

Tén cac han

Tén cac Sheet o

+ + + + + + +

Hinh 5.1: Ctra s6 MS Excel

45



1.3. Thoat khoi excel

Click vao nut Close trén thanh tiéu d¢  [i]
Chon 1énh File - Close

Double Click vao Control Box cua cira sd Excel
Nhan t6 hop phim Alt + F4

1.4. Mot s6 khai niém co ban trong Excel
1.4.1. WorkBook: (So6 tinh)

Pon vi Iuu trir cia Excel 1a Workbook.

Mot Workbook bao gdm nhiéu bang tinh (WorkSheet) riéng biét.

Trén mot Workbook c6 tdi da 1a 255 Sheet.

Ban c6 thé mé nhiéu workbook ciing mét lac, mdi Workbook c6 cira s6 riéng cta né. Tuy
nhién, ban khong nén md qua nhidu cting mét lac vi s& 1am tén bd nhé ciia may tinh.

Céc tap tin ctia Workbook thudng co phan mo rong 1a XLSX (*.XLSX)

1.4.2. WorkSheet: (Bang tinh) i 4 » W]\ Sheetl/Shest2 / Sheets /

Mot Worksheet bao gém nhiéu dong - nhiéu cdt v6i tén mic dinh 1a Sheet 1, sheet 2...
Trong worksheet thi:

S6 cot (Columns) duoc bat dau bang cac mau ty tir A>Z, AA>ZZ, BA> BZ,...XFD (
16384 cot)

S6 dong (hang, Row) duogc bt ddu 1a cac chir sb 1,2 > 1.048.576.

Sb lugng sheet mac nhién trén mot workbook 1a 3 Sheet, khi khoi dong ta co thé thay ddi
duoc bﬁng cach chon 1énh File - Option va chon thé General. Tbi da c6 255 sheet

Excel Options 7 >

o8 General options for working with Excel.
&

Proofing User Interface options

Save Show Mini Teelb

When creating new workbooks

Use this as the default font: Times New Roman ~

Font size: 13 [~

Default view forn =treeTTT TIGIE

Include thiswag

Personalize your copy of Microsoft Office

Start up options

Choose the exte
Tell meif
Show the Start screen when this application starts

Default Programs...

r viewing and editing spreadshests.

OK Cancel

Hinh 5.2: Ctra s6 option

1.4.3. Cell(O)

O (cell) 1a giao cua mot dong va mot cot
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— Dia chi 6: dé chi ra mét 6 trong bang tinh (Worksheet), ta ding: tén cot trudc, sb dong sau.
Vi du: 6 Al 1a noi giao nhau cua cdt A va hang 1

A1 -
- Cotd __+—» & E | C
- Hang so”'—f’;
3
4

Hinh 5.3: Dia chi 6
1.4.4. Vung(range)

— Tép hop cta nhi€u 6 lién tiép nhau.
66,9

— Mot vung dugc xac dinh bdi 6 bén goc trai va 6 goc dudi bén phai dugc cach nhau dau “:”.
— Dia chi vung: dé chi ra mét vung, ta dung:

Vung trén co dia chi la B2:ES8

Hinh 5.4: Dia chi ving
1.4.5. Thao tac trén bang tinh
— Di chuyén nhanh dén mét 6 bit ky trong bang tinh.

+ Nhap dia chi 6 can di chuyén t6i trong hop
+ Hodc ban nhan phim F5, xuét hién hop thoai Goto, ban s€ nhap dia chi 6 can chuyén
dén tai day.

Go To @g|

Go ko

xﬁeference:

[ Special... ] [ OF ][ Cancel ]

Hinh 5.5: Cach di chuyén nhanh dén 1 dia chi
— Di chuyén trong bang tinh:
s+ Dung mouse:
+ Click con tro dén 6 muén di chuyén toi.
¢ Dung ban phim:
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+ Thyc hién mot trong cac thao tac sau:

G6 phim Dé di chuyén 6 hién hanh
- Sang phai mot dong
« Sang trai mot dong

4 Lén mot dong

v Xubng mot dong
Ctrl + — Pén cot cudi cung (IV) ciia worksheet.
Ctrl + <— Dén cot dau tién (cot A) cua worksheet.
Ctrl +4 Dén dong dau tién (dong thir 1).
Ctrl +V Dén dong cudi cung (dong thi 65.536)
Home V& cot dau tién cua dong.
Ctrl + Home Vé 6 dau tién ciia worksheet.
Ctrl + End Di chuyén dén 6 cudi ciing c6 chua dir liéu ciia worksheet.
Page Down Cudn 1én mot trang man hinh
Page Up Cudn xudng mot trang man hinh
Alt + Page | Sang phai mdt trang man hinh
down
Alt + PageUp Sang trai mot trang man hinh.

2. Lam viéc véi bang tinh
2.1. Nguyén tac chung.

Chon 6 vung nhap dit liéu nhu: sd, chit, ngay, gio.
G& gia tri can nhép.

Enter dé di chuyén dén dau dong ké.

logic.

Sau khi nhap xong, dung phim Tab dé di chuyén dén 6 ké tiép cung dong, dung phim

Vi céc gia tri trong 6 dung dé tinh toan, do d6 viéc nhap li€u can chinh xac veé gia tri va

Luu y: Nhap céc gia tri giong nhau trong nhi€u 6, ban chon cac 6 can nhap va tién hanh nhap

lidu, sau khi nhap xong nhan t6 hgp phim Ctrl + Enter.
2.2. Céc kiéu dir kigu
2.2.1. Kiéu chuoi ( Text)

+ La dit lidu co tinh chat tong quat nhat cua Excel. La chudi cac ky tu (A > Z,a = z,

0-9)

Quy udc nhap:

+  Dit liéu kiéu chudi c6 it nhat mot ky tu 1a chit. VD: 12A1, Excel2016.
Su hién thi cia dit liéu kiéu chudi trong 6:

+ Néu do dai ctia dit litu <=d6 rong 6: Hién thi binh thuong. 4 | B
"1 P |Tinhec
2
A E
= - -
1" |Tin hoc Van phing
o




+ Neéu do dai cua dir liéu > d0 rong 6: C6 2 kha ndng x4y ra:

e O ké can rong: Dit li€u s€ tran qua.

e O ké can khong rdng: Dit liéu bi che khut.
Ban phai diéu chinh lai do rong cta cot dé dir liéu hién

thi binh thuong.
Phep toan:

—  CO duy nhat 1 phép todn ding dé ndi chudi. Ky hiéu 1a ddu &. Dung dé ndi 2 ndi dung 2

chudi lai v&i nhau. Vidu=A & B > AB
Cha y:

— Trong cong thire, dit liéu kiéu Text phai duoc dit trong cip ddu nhay kép. Vi du: “ABC”

— Mac nhién, dit li¢u Text sé dugc canh trai trong 6.

— Khi can nhap dir li€u kiéu chuoi gom cac so, ban gé dau nhay don ( © ). Sau do 1a gia tri s

can nhap. Vi du: ‘007.

. 5 & E
— Dung to hop phim Alt + Enter tai vi tri can | ‘
— xudng dong khi nhap chudi can trinh bay nhiéu\ Tin hoo

dong trong mot 6. 1 |Van Phéng Escel 2003
2.2.2. Kiéu s6 (Numberic): 2]

— La loai dit li¢u thé hi¢n cac gia tri sO6, gom cac sO am, duong, thap phan, khoa hoc, phan

tram.

Quy ude nhap: Phai duoc bit dau boi:
+ Cackysdtr 0> 9
+ Hoac cac dau: +,-, %/, (o
Vidu: 1234, 56789, 100%

Su hién thi:

Phu thudc vao chiéu dai cira dir liéu sb. Néu chiéu dai 16i hon d6 rong 6 thi hodc la
hién thi #####, hodc chuyén sang dang s6 khoa hoc 7E+06 (Scientific). Can diéu chinh

lai @6 rong cot cho thich hop.

A | B |
Phép toan: 1| TEHOG
Gom cac phép toan sau: _2

Phép toan +: Phép cdng
Phép toan - : Phép trur

Phép toan * : Phép nhan
Phép toan / : Phép chia
Phép toan ~ : Phép luy thura.
Phép toan %: Phan tram.

— Dang thurc cua mot ) phu thudc vao quy dinh trong Control Panel.
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— Ban nh4p chudt muose vao E> Settings —> Time & Languge —> Regional and Language

—> Additionnal Setting = Number trong hop thoai n

L

e ]

| Formats  Location  Admin

i

thirc, vi sau ndy ta c6 thé dinh dang lai chung theo y mudn.

Format:

English (United States)

Language preferences

istrative

Date and time formats

Short date:
Long date:
Short time:
Long tirme:

First day of week:

Examples
Short date:

Long date:
Short time:

Long tirme:

dd/MM,/yyyy

dddd, MMMM d, yyyy
h:mm tt

h:mrm:ss tt

Sunday

18/10/2018

Thursday, October 18, 2018
11:13 AM

11:13:05 AM

Additional settings...

0K Cancel App

Hinh 5.6: Hop thoai Regional va customize format

ocks for clil

ay.

™ Customize Format

Positive:

Mumbers Currency Time  Date

Example

123,456,789.00

| Negative: |-123,456,?39.D[)

Decimal symbaol: | .

MNo. of digits after decimal: 2

Digit grouping symbol: |r

Digit grouping: 123,456,789
MNegative sign symbol: | -

MNegative number format: =10

Display leading zeros: 0.7

List separator:

Measurement system: us.
Standard digits: 0123456789
Use native digits: MNever

Click Reset to restore the system default settings for
numbers, currency, time, and date.

+ Mac nhién, dir liéu s6 s€ dugc canh phai trong 6.

Reset

+ Khi nhap 1 s, ta chi cin nhap tri dai sé cia nd ma khong can phai nhap dang

Xét hinh bén dudi dir liéu ma ban thiy tir 6 Al: A4 1a dit liéu kiéu sb chtr khong phai
1a kiéu dit liéu kiéu chubi ma ban nhap vao. Pé 1am duoc van dé nay ban tién hanh nhu sau:
Thi nhit: La ban khéng can quan tim dén dang thirc cta dit liéu nay, ban chi cAn nhap

gia tri dai sO cua n6 ma thoéi, c6 nghia lIa ban nhap dir li¢u vao khoi tir A1: A4 chi la con so

ma thoi.

&

B

25,000 d
17,800 4
465,000 4
500,000 4

A

B

25000
17500
465000
500000

Hinh 5.7: Dit liéu nhap duéi dang dai s6
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— Sau khi nhap dir li¢u ) xong, ban to khdi cho khdi 6 nay (A1:A4), Chon menu Format >
Cells hodc bidm phai muose vao ving khdi da chon rdi chon 1énh Format-Cells, Iic nay
trén man hinh s& xuét hién ctra sd format cells.

Format Cells E]E|
Humber | Alignment | Font Border | Patterns | Protection
Category: Sample

General 25,000

Number

Currency pa

Accounting

Date #4480

Time Senara A
Percentage a

Fraction 0.00

Stientific
Text #,##0.00

ecial 008, 200)
#, 0 [Red)(# 2400 hd

Type the number format code, using one of the existing codes as a starting
point.

Hinh 5.8: Hop thoai format cels

— Trong ctra ) nay ban chon thé Number. Tai 6 Category ban chon muc custom.

— Lic nay tai 6 Type ban sé& thdy dong chir #,##0.

— Tai 6 Sample ban s¢& théy gia tri thuc 1a 25,000.

Thi hai: Biy gid ban phai dinh dang lai kiéu dit liéu trén theo giéng nhu hinh mau 14 ¢6 dau

phan cach hang ngan va c6 chir “d” ¢ phia sau.

— Trong 6 Category: ban chon myc Custom.

— Trong hop danh sach Type: ban chon diu #,##0. Lic ndy tai 6 Type s& xuit hién dau #,##0
va ban gd thém vao dé chit “d” roi chon OK 4 xong.

— Ban dé y xem va nhan thiy ring tai 6 Sample s& hién thi:

— Néu lam ding thi trén man hinh excel ban s& thay:

— Toan bo dit liéu da dugc dinh dang lai theo dung yéu cau 13 ¢6 ddu phan cach hang ngan
va c6 chit “d” ¢ phia sau.

Format Cells EJE|
Mumber | Alignment Fonk Border Patterns | Probection
Category: Sample
General 25,000 &
Murnber
Currency Type:
Accounting )
Date #,a
Tirne General ~
Percentage n]
Fraction 0,00
Scientific #4320
Text #,##0.00
Special A0 (#, #40)
EECS | | #e0 D Red)#40) v
A | B |
1 2 5,0 00 g Type the number format code, using one of the existing codes as a starting
—_— poink.

2 17,800 4

3 465,000 4

4 | 5000004 [ oc ][ concel |

Hinh 5.9: Dinh dang kiéu ditthtc
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Véi cach 1am tuong tu nhu trén ban c6 thé thém vao phia sau dir liéu kiéu s chir :USD”,
'VND”,...

2.2.3. Kiéu Date & Time:

Kiéu Date:

La loai dir liéu thé hién cac gi4 tri ngay va gio trong bang tinh.

Quy udc nhap: Hoan toan phy thudc vao sy quy dinh cuia Control Panel. C6 nghia 1a trudc
khi nhap ngay, ban can phai kiém tra qui dinh ciia Control Panel. C6 nghia la trugc khi
nhap ngdy, ban can phai kiém tra quy dinh nhap ngiy trong may tinh dang lam viéc bang
cach:

Chon Start/Settings/ Control Panel/ Time & Language rdi chon Tab Chang date time, or
number format - Additional setting - date

Trong shor date: nhap lai dd/mm/yyyy

Apply - OK

Apply - OK

Kiéu Time:

La loai dir liéu dic biét, thé hién cac gia tri gid trong bang tinh.
Qui udc nhap: Gid dugc nhap theo dang hh:mm:ss.

Véi:  hh: (Hour)gio: 0..23

mm:(Minute) phut: 0..59
ss:  (Second) giay: 0..59

Toan ti: dugc thyc hién cac phép toan sau:

— {Ngay}+ - {Ngay}
(Gid} + - {Gid}
{Ngay} + -{S6}
{Gio} + - {S6}

Chay:
Khi nhap ngay diang, gia tri ngay s& canh phai trong ¢t (0)
Trong phan nim:
+ Néu nhap 2 sé:

v' Tir 0 dén 29: ty dong chuyén thanh 2000...2009

v' Tir 30 &én 99: Ty dong chuyén thanh 1930... 1999
+ Néu nhép 4 s, Excel sé& giit nguyén gia tri da nhap.
bé viéc nhap di liéu kiéu ngay thang nam vao Excel, tranh sai sot, ban nén vao Start —
Settings-Control Panel-Regional Options- Chon thé Date. Trong muc Short date Style ban
g6 vaio DD/MM/YYYY (hoic DD-MM-YYYY) 1di sau d6 tuy theo kiéu dinh dang cua dé
bai ma ta s€ hi¢u chinh sau trong Excel.
Vi du: Theo yéu cau ciia dé bai dir liéu tai kh6i 6 A1:A3 1a kiéu ngay tdhng nim. Mubn
nhap ding ban tién hanh theo 2 budc sau day:
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— Budc 1: Xem thir may tinh cta ban cho phép nhédp thang hay ngay trude, bang cach vao

Control Panel- Regional Options chon thé Date.
— Néu la kiéu M/d/yyyy thi ban phai nhap vao 1a thang trudc réi méi toi ngay nam.
— Néu la kiéu dd/mm/yyyy thi ban phai nhap vao 1a ngay trudc rdi méi t6i thang nam.

v’ Sau khi nhap dit liéu xong ban s& thiy toan bo dit liéu s& ndm bén phai 6 (cot). Dé
thé hién kiéu ngay gidng nhu dé bai thi ban lam tiép budc tiép theo.

— Budc 2: T6 khdi 6 da nhap xong dir lidu. Bim phai mouse chon 1énh Format Cells.
— Luc nay trén man hinh xuét hién ctra s6 Format Cells va ban chon thé Number

+ Trong 6 Category ban chon muc Custom.

+ Ké tiép tai 6 Type: ban gd vao chit dd/mm/yyyy thi ban thiy tai 6 sample hién 1én mau

dang ngay nhu mong mudn, ban nhap nat 1énh OK 14 xong.

Mumber | Alignment | Faont Border || Patterns || Protection

Cateqory: Sample
General 05/09§2009
Mumber
Currency Type:
Accounting
Date
Time: 0% ~
Percentage 0.00%
Fraction 0.00E+00
Scientific ##0.0E4+0
Text L xirs

# 7l
W

Type the number format code, using one of the existing codes as a skarting
poinkt.

I 0K H Cancel ]

Hinh 5.10: Pinh dang kiéu ngay
2.2.4. Kiéu Logic:
Khai niém: Chi gdm 1 trong 2 gié tri sau: TRUE va FALSE

+ True ung vai biéu thirc Logic (ménh dé toan hoc) ding.

+ False ing véi biéu thirc logic (ménh dé toan hoc) sai.

Vi du: “5 16n hon 3” => cho gié tri True.
Toén tir: Thuong dung cac toan tur so sanh
> :16n hon.
>=:16n hon hay bang.
< :Béhon
<= :bé hon hay bang.
= :bang
<> :Khéc
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2.2.5. Kiéu cong thuc:

— Khaéi niém: Cong thirc 1a sy phéi hop cac hang, kiéu dit liéu toan tir va cac ham 1 cach hop
lé.
— Quy udc nhap: bat dau boi dau bang(=), hodc dau cong(+)
2.3.  Xu ly dir liéu trong bang tinh

2.3.1. Danh diu khéi 6:

— Mouse: Drag Mouse tai vi tri ddu va cudi cua khbi 6.
2.3.2. Panh dau khéi dong (Row) Cot (Column)

— Click Mouse tai tén dong hay tén cot.

— Dé bo viéc danh dau chon khdi ban click Mouse tai 1 vi tri bat ky trén bang tinh.

—  Pé chon khdi rdi rac ban nhan thém phim Ctrl trong khi click mouse dé chon.

2.3.3. Panh diu tat ca cic o:

— Click mouse tai 6 giao nhau ctia dong va cot dia chi, hodc ban chon 1énh Edit-Select All
hodc nhan t6 hop phim Ctrl-A.

2.3.4. Céch nhap di li¢u va hi¢u chinh:

Nguyén tic chung:

— Budc 1: Pinh vi con tro tao 6 mudn nhap dir liéu.
— Budc 2: Nhép dir liéu va két thac bang phim Enter.
CHUY:
Dé hiéu chinh dit liéu, ban tré chudt tai 6 d6 va hiéu chinh bﬁng mot trong 3 céch sau:
— Hiéu chinh trén thanh cong thurc.
— Double click mouse va hiéu chinh ngay tai 6 d6 .
— Nhén phim F2 va hiéu chinh ngay tai 6 d6.
Céch phuc hdi lai trang thai trudc do.
- Khi ¢6 mdt thao tac sai 1am, ban c6 thé ludn ludn tra vé tinh trang trudc do béng 1énh
Edit & Undo hoic nhan t6 hop phim Ctrl-Z
2.4.  Cacxuly vé dong (row) - cot (column)
Nguyén tac chung:
Chon dbi tuong trudc, xir 1y sau.

Chén cot-dong

+ Danh diu cot/dong dé xac dinh vj tri chén cot/dong.

+ Dung I¢nh Home = Insert = Insert sheet column (rows) hoac phai chudt 1én tén dong
cot rdi chon 1énh Insert.
Xoa cot-Dong
+ Pénh dau cot hay dong can xoa.

+ Dung 1énh Home > Delete sheet column (rows) hodc phai chudt 1én tén dong cot can
x04, roi chon 1énh Delete
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Chay:

Néu mudn x04 noi dung, ban nhan phim Delete hoac nhéan phai chudt va chon 1énh Clear
Contents.

2.4.1. Thay d6i kich thudc:
Do rong cot:

+ Dénh dau cot d¢ xéac dinh.

+ Dung lénh Home - Format - column width va ban nhap vao gia tri twrong ng.
Céch khac: Ban c6 thé troé mouse tai bién bén phai cila cac cot va Drag sang trai/ phai dé thay
doi.

Chiéu cao dong:

+ Danh dau dong dé xac dinh

+ Dung 1énh Home - Format - Rows Hight va nhap gia tri twong ng.

Cach khac: Ban c6 thé tré muose tai bién trai giita cac dong va Drag 1én/ xudng dé thay doi.
+ Luwu y: D& diéu chinh kich thudc vira khit voi dir liéu trong 6, ban bdm Double Click tai bién
tuong g cura ¢t va dong.

An, hién cot dong:

+ Danh diu cot\ dong dé xac dinh

+ Dung 1énh Home - Format - Hide & Unhide ->chon Hide Column (Rows)

+ Dit liéu trén cot/dong bi che van khong bi mat.

Xod dit liéu trong mot khoi 6: Xac dinh khdi 6 can xo4 r6i nhan phim Delete trén ban phim
2.5. Trinh bay bang tinh

2.5.1. Binh dang ky tu:

Thay dbi Font chir trong mot 6 hay ving

+ Trudc ti€n ban chon vung dit li€u can thay d6i Font

+ K& tiép ban c6 thé chon cac biéu tugng trén thanh dinh dang (Formatting Tollbar) dé

thay dbi.

+ Ngoai ra dé thay d6i mot sb thudc tinh khac cua Font chit, ban c6 thé chon 1énh Home
—> Font Trong d6:

Format Cells 2x

Mumber | Alignment

EBorder Patterns | Protection

Font: Font style: Size:
Times Mew Roman Regular 12

System ~ 9 ~
T Tahoma Ttalic 1o

Terminal Biold 11
Times Mew Roman b Bold Ikalic El ~

Undetline: Color:
Mone ~ Aukomatic | Mormal Fonk

Effects Preview
[] strikethraugh
|:| Superscripk AaBbCCYyZZ
[] subscript

This is a TrueType font, The same Font will be used on bath your prinker
and your screen.

Hinh 5.11: Hop thoai dinh dang Font chi
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Font: Chon mau chit

Font Style: Thay ddi kiéu chi¥: in thudng, nghiéng, dam. ..
Size: Thay dbi c& chit.

Underline: Chon kiéu duong gach dudi chir.

Color: Mau chi

Effects: Hién tng chir

Sau d6 chon nat 1énh OK dé déng hop thoai nay.

2.5.2. Pinh dang hién sé:

Vi Excel, gia tri s6 ¢6 thé dugc trinh by v6i nhidu dang khac nhau nhu: dang ngay, thang,
dang tién té, dang $0, dang phén tram. Dang phan s, ... theo yéu cau. Tién hanh nhu sau:
Chon vung dir ligu.

Chon Home - Number.
Chon thé loai can trinh bay trong Category.

+ + + + + +

Chon dang thé hién trong phan Type.
Chon OK dé dong hop thoai.

Khi ban can dinh dang theo y riéng khong theo cac loai da co, hodc can hién thi thém
cac ky tu nhung khong lam thay ddi gia tri ctia 6 nhw VND, USD, KG. .. ban chon muc Custom
va gd dinh dang trong 6 Type. Luu ¥ cac ky tu thém nay phai dé trong cip ngodc kép (< ).
Y NGHIA MOT SO LUA CHON TRONG O CATEGORY
Tai 6 Al ta nhap vao sb6 1234.457. Bdm phai mouse chon I¢nh Format Cells roi chon thé
Number & muc Category néu ban chon: A
— General: Dang s6 tu nhién. 1| 12344571
— Number: Dang s cho phép xac dinh s6 sd 1¢, str
dung dau phan cach hang ngan, va hién thi s6 am. |
— Currency: Dang tién t&, chon d4u hiéu tién té va | &
dang biéu hién s6 am. Ban c6 thé Click mouse vao

Fant Border Patterns || Protection

Sample
1234457

er | Alignment

General
Tumber
Currency

Accounting Gereral Format cells have no

muc Symbol dé chon dau hién tién té.

— Percentage: Thé hién dang phﬁn tram, c6 dau
% sao s va qui dinh sd 6 18.

— Scientific: Dang s6 mil

— Text: Dit li€u trong 6 la van ban ké ca khi nd 1a
50

— Custom: Nguoi st dung tu tao dang thirc mdi
trong phan Type. Vi du thém don vi “VND” trong
50, kiéu ddd-mmm-yyyy trong ngay thang nam. ..

Drate

Tirme
Percentage
Fraction
Scientific
Text
Special
Custam

specific number Format,

] [ Cancel

Hinh 5.12: Pinh dang s6
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MOT SO BIEU TUONG DPINH DANG HIEN SO TREN TOOLBAR
Vi du: Tai 6 Al ta c6 dir liéu kiéu sb sau:

A
1 1234.45?_
Bié , - .
U1y NGHIA Két qua
tuong
$ Thém dau tién té trong s6 va 2 s0 1 $1,234.457
" Dang phan tram (biéu dién s6 <100 va thém dau % | 123446%
) Thém diu, phan cach hang ngan, tridu...va 2 s6 1¢ | 1,234.46
< Téng thém mot s6 1¢ sau dau thap phan. 1,234,4570
Lom Gidm boi 1 s6 1¢ sau dau thap phan 1,234.46

do trong 0.

Hinh 5.13: Bang dinh dang s trén thanh Toolbar
2.5.3. Binh vi tri dir liéu trong 6: ( Alignment)
— Dt li¢u trong 6 ¢c6 thé duoc phan bd theo chiéu ngang, chiéu doc hodc theo mét hudng nao

— Phan bd dir liéu theo chiéu ngang trong 6

+ Chon vung dir liéu.

+ Chon nhirng biéu tuong trén nut

lénh home.

— Phan bd dit liéu theo chiéu doc trong 6

+ Chon vung dir liéu.

+ T menu Home - Agliment dé hién thi hop thoai Format Cells.
+ Chon thé Alignment.
Horizontal: Canh dir liéu theo cot.
Vertical: Canh dir li¢u theo hang.

Orientation: Quay kim Text dé dit liéu quay theo goc bat ky trong 6.

A B |
| e T [ [E ==
o Rigkr]

2 Center A/
4 | Merge and Center

Hinh 5.14: Piéu chinh dit liéu trong 6

Wrap text: Dirliéu xuéng dong khi vuot qua chiéu rong cua 6.
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Shrik tofit: Dir liéu co rut vua khit trong 6.
Merge cells: Bat tit chirc ning tron 6.

Format Cells Elrzl

Mumber | Alignment | Fonk Eorder Patterns || Protection
Text alignment Crientation
Horizontal: - .
| Center - | -
Wertical: | o &= ; -
|Center hd | >t< Text _‘
.
Text contral .-
{urap besti
oot fo | e Dearees
[=] Merge cells
Right-to-left
Text direction:
I OIK ] [ Cancel ]

Hinh 5.15: Hop thoai format cell
2.5.4. K¢ khung: ( Border)

— Quét chon ving bang tinh can dong khung
— Chon 1énh Home—> Agliment - Border.
— Presets: Chon kiéu déng khung.

—  Style: Chon kiéu duong ké khung trong 6.
— Color: Chon mau cho duong ké khung.

— Péké khung tirg canh, ban click vao cac canh trong ph?m Border. Hoac Click chudt vao
biéu HH -2 trén thanh cong cu dé ké khung.

Format Cells

Mumber | Alignment Fonk | | Patkterns | Protection
Presets Liree
] Skyle:
: Mong ===—-=-

Cutline Inside | o ——
Border

Text Text

Color:

The selected border stvle can be applied by clicking the presets, preview
diagram or the buttons above.

Text Text

I Ok ] [ Cancel ]

Hinh 5.16: Hop thoai format cell

2.5.5. T6 mau nén: ( Patteens)
— Quét chon ving bang tinh can to nén.
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— Chon 1énh Home-> Agliment - Patterns.
+ Color: Click chon mau trong bang mau.
+ No Color: B6 t6 mau chon .
+ Patterns: Chon miu to trong 6 .
— Hodc Click chudt vao & - biéu tuong trén thanh cong cu dé t6 mau nén.

Format Cells

Murnber | Alignment Fant Biarde Praotectian

Cell shading
Colors
| Mo Colar |
EEEEEERERER
EEEEEEREENR
| EEEEN
[ | [ | HE
Sample
| | [ |
H = EEEN

Ok ] [ Zancel

Hinh 5.17: Hop thoai format cell



Bai Tap Thuyc Hanh

Bai tip 01: M6 bang tinh va tinh bang duéi ddy roi luu vao 6 dia D:\ Folder ctia 16p minh

DOANH THU BAN HANG THANG 08/2018

Stt Mat hng S6 luong Don gia Thanh tién
Tap 15 2500 ?
But do 12 1300
Bt xanh 20 1500
Bt chi 32 3500
Thudc 54 5500
Compa 45 8500
Tong cong ?
1. Dién s6 tht ty cho cot Stt.
2. Tinh c6t Thanh tién cta cac mat hang trén, biét ring Thanh tién = s luong * Pon gia.
3. Tinh tong cong cho cot thanh tién.
4. Doi tén Sheet 1 thanh Doanhthu. Luu tap tin voi tén Doanh_thu trén 6 dia D:\.

Bai tip 02. M6 bang tinh va tinh bang dué6i day roi luu vao 6 dia D:\ Folder cta 16p minh

BANG DIEM TRUNG BINH LGP

oA Mon .
Stt Ho va tén Toan Ly Hoa Trung binh
Nguyén Hoang Phuong 7 7 6
Nguyén Duy Duong 9 8 9
Hoang Quéc Bao 8 6 6
V& Qudc Viét 8 7 5
Hoang Bao Tri 10 8 6
Bui Bang Khoa 5 4 2
Vi Thi Thu Ha 10 7 7
Nguyén Thi Kim Loan 9 8 6

1. Pién sb thir tu tu dong cho cot Stt.
2. Tinh diém trung binh cho cac hoc sinh trén.

3. D6i tén Sheet 1 thanh Bangdiem. Luu tap tin v6i tén Bang_diem trén 6 dia D:\
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Bai tap 03. M6 bang tinh va tinh bang dudi day roi luu vao 6 dia E:\ Folder ctia 16p minh

BANG PIEM MON TIN HOC VAN PHONG

. Ly Thyc hanh Trung
St Ho Ten Thuyét |  Win Word Excel binh
Tran Qui 5 8 8 7
Tran Cong 8 10 8 9
Nguyén Dién 7 9.5 9 8
Bui Diing 9 8 8 8
Lé Thanh 6 9 9 7
Nguyén Hoang 8 7.5 5 9
Lé Tuén 6 9.5 6 9

1. Dung ham chuyén d6i toan bo ho tén hoc vién trd thanh chir in hoa

N

Hay ghdp 2 ¢dt Ho va Tén cua cac hoc vién thanh 1 ¢t “Ho va tén”
3. Hay tinh diém trung binh cua céc hoc vién, biét ré“mg cic mon thuc hanh hé s6 2. Lam
tron 0,5.
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Bai 6
MOT SO HAM CO BAN TRONG EXCEL

Gidi thiéu

Ham trong excel la ham duoc lap trinh sin dung dé tinh toan hoic thuc hién mét chire
ning nao dé. Viéc st dung thanh thao cac ham s& giup chang ta tiét kiém duoc rat nhiéu thoi
gian so vai tinh toan tha cong khong dung ham.

Cac ham trong excel rat da dang bao tram nhiéu linh vuc né dung trong cong viéc ké
toan hoc hanh cua cac hoc vién ...
Muc tiéu;
— MO ta dugc khai niém vé cac ham trong Excel;
— Trinh bay dugc cu phap cua tirng ham;
— Thuyec hién dugc 1ong ghép cac ham véi nhau;
Thyc hién céc thao tac an toan véi may tinh.
1. Cac khai niém:
1.1. Gi61 thiu:
— Ham 1a mot doan chuong trinh c6 san nham thuc hién 1 yéu cau nao d6 veé tinh toan ma
thuong thi toan tir khong xur ly duoc.
— Ham ludn tra vé mot gia tri thuoc 1 kiéu dit liéu nao do.
— Dang tong quat ctia 1 ham nhu sau:

[ — TEN HAM (Péi S8 1,D6i S6 2...., Déi s n) }

— Trude tén ham phai bit dau 1a ddu bing (=)

— Tén ham do Excel quy dinh, ban phai nhap dung tén ham. Mdi mét tén ham sé& c6 cac ddi
sd twong tmg, cac ddi s6 nay phai dugce rao trong cip dau ngodc don ()

— Mot sé ham khong c6 d6i s6 nhung bt budt phai cé cip dau ngodc don () kém theo tén
ham.

— Tén ham c6 thé viét bang chir hoa hay chir thudng déu c6 gia tri nhu nhau.

— Dbi sb co thé 1a mot hﬁng thudc 1 kiéu di liéu, toa do 6, khdi, tén vung, 1 ham khaéc,...

— Ham c6 thé t6 chirc t6i da 30 d6i s6. Cac ddi s6 phai dugc ngin cach bdi dau quy dinh trong
muc List Separator ciia Control Panel. (thudng 1 dau phay).

— Néu khéng tinh dugc, ham sé& tra vé 1 trong cac ma 15i (Error Code) sau:

BANG MA LOI
# VALUE! Khong tinh dugc, tri sai
#N/A Gia tri tham chiéu khong ton tai
#NAME? Khoéng nhan dugc tén
#NUM! Tri s6 khong hop 18
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#DIV/0 Phép chia cho 0.
#REF! Khéng tham chiéu dén duoc.
#NUL! Rong.

Hinh 6.1: Bang ma 16i
1.2.  Céc cach nhap tén ham vao bang tinh:
— Nhap truc tiép dang thirc ham: Di chuyén dén 6 can nhap. Nhap ddu =, sau d6 1a tén cia
Ham va cac d6i sb ciia n6 ( phai dung dang thtic quy dinh).
— Dung Function Wizard: Di chuyén dén 6 can nhap. Dung lénh Formular = f(x)Insert
Function. Luc nay trén man hinh xudt hién hop thoai sau:
— Or select a Category: nhom Ham dugc phan chia theo churc nang.
— Select function: Chon tén Ham. Khi d6 ban s& chon Ham tir danh sach cac Ham rdi 1an luot
cung cip cac d6i sé cho Ham. Nhin OK dé két thuc.
— Khi nhap xong tén Ham trén thanh cong thic, néu ban nhan Ctrl-Shift-A thi Excel s& tu
dong dién thém cip ddu ngodc va dang thire cua cac ddi s6 vao ngay sau tén Ham.
— Pé hiéu chinh Ham ban dinh vi tai 6 chira ham d6 va nhan F2 hodc click mouse tai thanh
cong thirc. Sau d6 tién hanh hiéu chinh.

Search Far a Funckion:

Type a brief descripkion of what you want o do and then
click. Go

Or seleck a category: | Texk b

Select a funckion:

LOWER, ~
PROPER

REPLACE

REPT

RIGHT

SEARCH v

MID{text,start_num,num_chars}

Returns the characters from the middle of a text string, given a starting
position and length.

Help on this Funckion [ 2K l [ Cancel

Hinh 6.2: Hop thoai goi tén ham
1.3.  Gidi thiéu cac nhom ham thong dung:
— Excel ¢6 trén 300 ham va day la mot cong cu tinh toan rat manh, duoc chia thanh nhiéu
nhom ( Category Functions) khac nhau. Ta cin quan tim mét s ham thong dung sau:
+ NHOM HAM LOGIC
+ NHOM HAM SO
+ NHOM HAM CHUOI
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+ NHOM HAM THOI GIAN
+ NHOM HAM TIM KIEM VA THAM CHIEU
+ NHOM HAM CO SO DU LIEU
— Ngoai cac nhoém ham co ban trén, ta con c6 mat s6 nhom ham quan trong khéc, vi du: nhom
ham vé tai chinh (Financial Funcions), nhoém ham thong tin (Information Funtions).
2. NHOM HAM XU LY SO: (NUMBERIC FUNCTIONS)
2.1. HAM ABS:
+ Cu phap: =ABS(Biéu thuc sd)
+ Cong dung: Tinh gia trj tuyét ddi cta biéu thuc sd.
+ Vidu: ABS(10)=8, ABS(-6)=6
2.2. HAM SQRT:
+ Cu phap: = SQRT(Biéu thirc sb)
+ Cong dung: Tinh gia trj cin bac 2 duong cua biéu thirc sb.
+ Vidu: SQRT(5)=2,232, SQRT(9)=3, SQRT(-16)=>16i
2.3. HAM INT:
+ Cu phap: =INT(Biéu thic sd)
+ Cong dung: Tinh phan nguyén cua biéu thirc sb.
+ Vidu: INT(SQRT(15))=3, INT(3.14)=3
2.4. HAM MOD:
+ Cu phap: =MOD( Sb thir 1, s6 thir 2)
+ Cong dung: Tim phan du ctia phép chia sb thir 1 cho sb thir 2.
+ Vidu: Mod(10,3)=1, Mod( 17,3)=2
2.5. HAM SUM:
+ Cuphap: = SUM(Danh sach s6) hoic = SUM (Sé thir 1, Sb thir 2,...,S6 thir n).
+ Cong dung: Tinh tong cong gia tri cua cac 6 ¢ trong danh sach.
+ Vidu: Xét bang ting sau:

A E iZ D E
1 |Ho watén Toan Vin Anh Nait T’::‘:ung dEm
o |L Lién Figt H ] H
3 |Chung Tix Don & & 7
4 |Thénh Long 9 3 9

Hinh 6.3: Minh hoa str dung ham SUM
+ Pé tinh téng diém tai 6 E2 ( 1a diém tong ctia 3 mon Toan, Vian, Anh ngit) ban ¢6 thé lam:
=SUM(B2:D2) = 21 hoidc =SUM(B2,C2,D2) =21
2.6. HAM AVERAGE:
+ Clphdp: = AVERAGE (Danh sach s6 )
hoic =AVERAGE (Sb tht 1. Sé tht 2,...,S6 tht n)
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+ Cong dung: Tinh Trung Binh cong cta cac sd hodc cac 6 cb trong danh sach.
+ Vi du: Dé tinh Trung Binh cong tai 6 E2 (1a diém trung binh cong cta 3 moén Toan,
Vin, Anh ngit ) ban c6 thé lam:

& B C D g
1 [Ho watén Toéin Wian Anh Mgt |Pidm TR
o |L Lign Kigt 8 5 8
3 |Chung T Bron & & K
4 |Thanh Long 9 3 9

Hinh 6.4: Minh hoa sir dung ham Average

=AVERAGE(B2:D2) =7 hoac la= AVERAGE(B2,C2,D2)="7
2.7. HAM MAX:
CU phép: =MAX (Danh sach s ) hoic =MAX (sb th 1, sé thtr 2, ...,s6 thtr n)
Cong dung: Dung dé tim s6 16n nhat trong n gia tri dua ra.
Vi du: Dé tinh diém MAX tai 6 E2 ( diém 16n nhat ciia 3 mon Toan, Vin, Anh ngit )
ban c6 thé lam:

A E Z D i
1 Ho watén Toan Win Lnh Mgk WA
5 |L¥ Lign Kigt 8 5 8
2 | Chung T Don 6 6 7
4 |Thénh Long 9 8 9

Hinh 6.5: Minh hoa str dung ham MAX
=MAX(B2:D2) = 8 hoac = MAX(B2,C2,D2) =8
2.8. HAM MIN:
CU phép: =MIN (Danh sach s6 ) hodc =MIN(s6 thi 1, s6 thir 2,...,s0 thir n)
Cong dung: Dung dé tim s6 nho nhat trong n gié tri dua ra.
Vi du: Bé tinh diém MIN tai 6 E2 ( diém nho nhat ctia 3 mon Toan, Vin, Anh ngir )
ban c6 thé lam:

A B - D IE
1 (Hovatén Toan Wian Anh Mg W
o | Ly Lign Kigt 8 5 a8
3 | Chung T Don f f 7
4 |Thénh Long 9 8 9

Hinh 6.6 Minh hoa stir dung ham MIN
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= MIN(B2:D2) =5 hoic = MIN(B2,C2,D2) =5
2.9. HAM ROUND:
+ Cu phép: = ROUND(Biéu thtrc sb,n)
+ Cong dung: Dung dé lam tron biéu thirc s6 v6i n s6 1é 1am tron.

+ Vidu:
Giatrin | Vi tri can lam tron dén | Vidu: C6 s sau : 1647.2578 ta can lam tron dén
n=3 Lay 3 s6 1é thap phan | =ROUND(1647.2578.3)-> 1647.258
n=2 Ly 2 s6 16 thap phan | =ROUND(1647.2578.2)-> 1647.26
n=1 Lay 1 s6 16 thap phan | =ROUND(1647.2578.1)-> 1647.3
n=0 Khong lay s6 1é =ROUND(1647.2578.0)-> 1647
n=-1 Lam tron hang chuc =ROUND(1647.2578.-1)-> 1650
n=-2 Lam tron hang tram =ROUND(1647.2578.-2)-> 1600
n=-3 Lam tron hang ngan =ROUND(1647.2578.-3)-> 2000

Hinh 6.7 Minh hoa str dung ham ROUND

2.10. HAM RANK:
+ Cuphap: = RANK(Tri do, Danh sach, cach do)
+ (Cong dung: Tinh thir hang cua tri do trong pham vi danh sach theo quy dinh boi cach

do.

Néu cach do =0: thir hang tinh theo gi trj s6 giam dan.
Néu cach do =1: thir hang tinh theo gi4 trj sé ting dan.

Néu ta khong dé cach do, mic nhién sé 1ay cach do 0.

+ Vidu: Dé tinh hang theo diém trung binh ctia Bang d3 cho tai 6 F2, ta c6:

= RANK(E2.$E$2:SES4,0) > 2 Hoic =RANK(E2.$E$2:SES4) - 2 ( hang 2)

A C D E IE
1 Ho watén Todn | Vin | Anh Vin | Bifm TB HEp hang
2 |Ly Lién Eiét 5 8 7.0
3 |Chung T Pon & 7 6.3
4 |Thanh Long 8 9 87

Hinh 6.8 Minh hoa str dung ham RANK

2.11. HAM PRODUCT:
+ CU phép: =PRODUCT(S? thir 1, S6 tht 2....,S6 thir n) hodc
=PRODUCT(Danh séach sd)

+ Cong dung: Tinh tich cac s6 da chon hodc tinh tich cac 6 trong danh sach da chon.

+ Vidu = PRODUCT(B2:B4) = 432
=PRODUCT(B2, C2) = 40
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A E -

1 Ho watén Toan | Vin
2 |Ly Lién Eift ] ]
3 |Chung Td Pon| 6 )
4 | Thénh Long 9 a

Hinh 6.9 Minh hoa sir dung ham PRODUC
2.12. HAM COUNT:
+ Cuphap: = COUNT(Danh sach s)
+ Cong dung: Pém sb 6 ¢ gia tri 1a sb, ngay, gio trong danh sach.
+ Vidu:

=COUNT(A1:A3)=3 A B .
=COUNT(B1:B3)=1 1 8|4 31/08/2009
=COUNT(C1:C3)=2 2 G412

3 7 4 )

Hinh 6.10 Minh hoa str dung ham COUNT
2.13. HAM COUNTA:
+ Cu phap: =COUNTA(Danh sach s)
+ Cong dung: Dém s6 6 c6 chira dir liéu (khong rdng) trong danh sach.
+ Vidu:
=COUNTA(AL:A3) = 3 - 2 =
=COUNTA(B1:B3) = 3 1 a4 A10&E2009

- ol 2 alate
=COUNTA(CL:C3) =2 5 = . -

Hinh 6.11 Minh hoa str dung ham COUNTA
2.14. HAM COUNTIF:
+ Cu phap: =COUNTIF(Danh sach, “diéu kién™)
+ Cong dung: Pém sb 6 trong danh sach thoa “diéu kién”.
+ Vidu: Xét bang tinh bén canh, dé tinh s6 ngudi c6 ngay cong trén 25, ta co:

A B C D

Ho tén Phii Chire Meay

1 w1 céng
2 |LifuTh Thu Thanh Iam PGB 20
2 |Lé Céng Thinh IR i7b 26
4 |Nguyén Thu Thio R TL 25
5 \Mguye Ngoc Thing Mam TE 27
6 |Litgng Thanh Thady IR ET 22

Hinh 6.12 Minh hoa st dung ham COUNTIF
— COUNTIIF(D2:D6, “>257) =2



S6 ngudi ¢6 chirc vu 1a “KT” sé la:
=COUNTIF(C2:C6, “KT”) =1
Hoac cong thirc sau str dung dia chi thay cho diéu kién:
=COUNTIF(B2:B6,B3) = 3.
2.15. HAM SUMIF:
+ Cu phdp : = SUMIF(Danh sach do, Tri do, Danh sach cong)
+ Cong dung: Ham nay s& tim trong Danh sach do xem noi nao cé tri giéng nhu tri do thi
cong sb twong Ung tai vi tri d6 trong danh sach cong.
+ Vi du: Xét bang tinh & trén, bay gio ta hdy tinh Tong ngdy cong cua nhimg ngudi 1a
“nir”.
Ta co:
=SUMIF(B2:B6, “NU”,D2:D6) = 73 Hodc =SUMIF(B2:B6,B2,D2:D6) = 47
2.16. HAM SUMPRODUCT:
+ Cu phép: = SUMPRODUCT(Array 1, Array 2,...,Array n)
+ Cong dung: Ham nay dung dé tinh Tich vo huéng cia cac thanh phan trong Array
(méng).
+ Vidu:
=SUMPRODUCT(A1:A3,B1:B3)=A1*B1+A2*B2+A3*B3=122
3. NHOM HAM XU LY CHUOI: (TEXT FUNCTION)
3.1. HAM LEFT:
+ Cuphap: =LEFT(Biéu thtrc chudi, n)
+ Cong dung: Lay n ky tu tinh tir bén trai cua biéu thirc chudi.
+ Vidu:

A B
1 'TIN HOC
2 |ABC123DEF

Hinh 6.13 Minh hoa str dung ham LEFT
=LEFT(A1,1)=“T”
=LEFT(A1,2)=“TI”
3.2. HAM RIGHT:
DS CU phadp: =RIGHT (Biéu thuc chudi,n)
Cong dung: Cat n ky tu tinh tir bén ngoai cta biéu thirc chudi.
Vi du: =RIGHT(A1,1)=“C”, hay = RIGHT(A2,2)= “EF”

K/ K/
0'0 0'0

A E
1 TN HOC
2 |ABC125DEF

Hinh 6.14 Minh hoa st dung ham RIGHT
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3.3. HAM MID:
+ Cu phép: = MID(Biéu thirc chudi, n1, n2)
+ Cong dung: Cat nz ky ty, tinh tir ky tu n1. Tinh tir trai trai sang.
+ Vidu: =MID(A1,2,2)=“IN”
=MID(A2,4,3)=“123”

A E
1 TIN HOC
2 |ABC125DEF

Hinh 6.15 Minh hoa str dung ham MID
3.4. HAM VALUE:
+ Cu phap: = Value( Biéu thirc chudi c6 dang sd)

+ Cong dung: Doi biéu thirc chudi c6 dang sb thang sd twong tmg
+ Vidu: =Mid(A2,4,3)="123" €& Chudi dang sb
= Value(Mid(A2,4,3)= 123 & Do6i thanh sb
Hodc ban c¢6 thé 15y biéu thie chudi cd dang s6 nhén cho 1.
=(Mid(A2,4,3)*1= 123 <« Dang s
3.5. HAM UPPER:
+ Cu phap: =Upper( Biéu thtrc chudi)
+ Cong dung: Doi biéu thirc chudi sang chir IN HOA
+ Vi du: = Upper(‘tin hoc’) = TIN HOC
3.6. HAM LOWER:
+ Cu phap: = Lower( Biéu thirc chudi)
+ Cong dung: Ddi biéu thirc chudi sang chir thuong.
+ Vidu: = Upper(‘TIN HOC ) - tin hoc
3.7. HAM PROPER:
+ Cu phap: = Proper( Biéu thtrc chu6i)

+ Cong dyung: Poi ky tu ddu cia mdi tir trong biéu thirc chudi sang chir IN HOA.

+ Vi duy: = Proper(‘TIN HOC ) = Tin Hoc
4. NHOM HAM XU LY DANG NGAY THANG: ( DATE AND TIME)
4.1. HAM NOW:

+ Cu phap: = Now()

+ Cong dung: Cho gié tri ngdy, gid hién hanh cta hé thong ( may tinh)
4.2, HAM TODAY:

+ Cu phap: = Today()

+ Cong dung: Cho gia tri ngay hién hanh cta hé théng ( may tinh)
4.3. HAM DAY:

+ Cu phap: = Day( Dir li¢u dang ngay)



+ Cong dung: Tra vé ngay cua dit liéu dang ngay
+ Viduy: =Day(C3) 2 31
4.4, HAM MONTH:
+ Cu phéap: = Month( Dir liéu dang ngay)
+ Cong dung: Tra vé Thang cua dir dang kiéu ngay
+ Vi du: =Month(C3) > 8

A E i
1 Bl 310872009
2 SlAT2
3 i 4 6

Hinh 6.16 Minh hoa str dung ham MONTH
45. HAM YEAR:
Cu phap: = Year( Dir liéu dang ngay)
Cong dung: Tra vé Nam cua dit liéu dang ngay
Vi du: =Year(C3) - 2009
4.6. HAM DATE:
Cu phap: = Date( Year, Month, Day)
Cong dung: Tra vé dit liéu dang ngdy /thang /nam
Vi du: =Date(2009,12,24) - 24/12/2009
4.7. HAM HOUR:
C phéap: = Hour( Dit liéu kiéu gio)
Cong dung: Cho biét gior cua dir liéu kiéu gid
Vi du: =Hour( B2) > 9
4.8. HAM MINUTE:
+ Cu phap: = Minute( Di liéu kiéu gio)
+ Cong dung: Cho biét phit cta dir liéu kiéu gio
+ Viduy: =Hour( B2) 2 45
4.9. HAM SECOND:
+ Cu phap: = Second( Dit liéu kiéu gio)
+ Cong dung: Cho biét gidy cua dit liéu kiéu gid
+ Viduy: =Hour( B2) 2 30

1
2 24530
3

Hinh 6.17: Minh hoa str dung ham xur 1y gio
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5. NHOM HAM THONG KE VA THONG KE CO PIEU KIEN
5.1. Ham DSUM
+ Cu phap: DSUM(Database, Field, Criteria)
+ Cong dung: Tinh tong sb cac gia tri trong Filed thoa Criteria
5.2. Ham DAVERAGE
+ Cu phap: DAVERAGE(Database, Field, Criteria)
+ (Cong dung: Tinh trung binh cdng cac gia tri trong Filed thoa Criteria
5.3. Ham DMAX
+ CuU phédp: DMAX(Database, Field, Criteria)
+ Cong dung: Tinh gia tri 16n nhét trong Filed thoa Criteria
5.4. Ham DMIN
+ Cu0 phap: DMIN(Database, Field, Criteria)
+ Cong dung: Tinh gi4 tri nho nhét trong Filed thoa Criteria
5.5. Ham DCOUNT
+ Cu phap: DCOUNTMIN(Database, Field, Criteria)
+ Cong dung: Dém sb 6 chira gia tri sb trong Filed thoa Criteria
6. NHOM HAM LOGIC (LOGICAL FUNCTION)
6.1. HAM AND:
Cti phap: =AND(Piéu kién 1, Diéu kién 2,....Diéu kién n)
+ (Cong dung: Ham nay s€ trd v€ 1 trong 2 gid tri sau:
> True: Néu tt ca cac diéu kién déu c6 gia tri True (Pung : 1)
> False: Néu it nhit 1 diéu kién nao d6 c6 trj False (Sai:0)
+ Vidu:
=AND(5>3,3>0, “A”<> “B”) => TRUE
=AND(10>0,12<20, “ABC”= “a”) =>FALSE
6.2. HAM OR:
+ Cu phap: =OR(Diéu kién 1, Piéu kién 2,...,Piéu kién n)
+ Cong dung: Ham nay sé& tra vé 1 trong 2 gid tri sau:
> True: Néu it nhat 1 diéu kién ndo d6 c6 tri True
> False: Néu tat ca cac diéu kién diéu co gia tri False.
+ Vidu:
=0R(5>3,3>0, “A”<> “B”)=>TRUE
=0R(10<0,12>20, “ABC”= “a”)=>False
NHAN XET: Ham AND va OR thuong dugc dung lam cac d6i sé cho cac ham khac, vi du
cho ham IF.
6.3. HAM IF: (Ham diéu kién)
+ CU phdap : =IF(Ménh d¢ diéu kién, Gia tri 1,Gi4 tri 2)
+ Y nghia: Néu ménh dé diéu kién 1a ding ham IF s€ cho gié tri 1 nguoc lai cho gia tri 2.
+ Vidu: =IF(5>3, “ABC”, “EF”)=> “ABC”
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=IF(5>10, “AB”,100)=>100
=IF(A1=“MINH",10,5)=>10

A | B | ¢ |
1 LMH]=IF(A1="M",1D,5}|
2 CONG
3

Hinh 6.18: Minh hoa ham IF

NHAN XET:
— 1 ham IF s& cho ta 2 kha ning tra vé d6 1a gia tri 1 hodc gia tri 2. Néu 1 bai toan ma co
nhiéu hon 2 kha ning tra vé thi tai gid tri 2 ciia ham IF dau ban phai 1ong ham IF tiép theo va
ban st dung bao nhiéu ham IF thi phai dong bay nhiéu dau ngoic don.
—  Néu co n gia tri thi ta dung (n-1) IF 1dng nhau.
Vi du: Tinh cot hé s6 chirc vu (Hé So CV) theo yéu cau sau:
v' Néu Chirc vu 1a HT thi HSCV 12 5
v" Néu Chuc vy 1a PHT thi HSCV 1a 4
v Néuchicvula TPthi HSCVIa 3
v" Néu Chirc vy 12 KT thi HSCV 1a 2
Khi d6 tai 6 B2, ta dung cong thirc sau:
=IF(A2=“HT”,5,IF(A2= “PHT”,4,IF(B2= “TP”,3,2)))

A B
1 | Chicsy | HSCW
2 HT i
3 PHT 7
4 TP i
5 ET i

Hinh 6.19: Minh hoa ham IF
7. NHOM HAM TIM KIEM VA THONG SO
7.1. HAM VLOOKUP:
+ Cu phap: = Vlookup( Gia tri do, Bang do, Cot tham chiéu, Cach do)
v' Gid tri do: Lay trén bang chinh rdi dem do ¢ bang do ( bang phu)
v Bdng do: ( bang phu) 1a mot bang gdm nhiéu hang, nhiéu cot. Trong d6 cot 1 ludn
chira gia tri do, cac cot con lai chira nhiing gia tri dé ta tham chiéu 1én bang chinh.

v’ Cét tham chiéu: La s6 thir tu clia cot bang phu can tham chiéu gia tri twong Gng.
v/ Céach do: C6 2 cach do 1a 0 hay 1. Néu khong ghi cach do thi ngdm dinh 13 1
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+ Céch do 1a 1: Do tim gan dtng ( Tuong ddi)

+ Céch do 12 0: Do tim chinh xac ( Tuyét doi) néu khong tim thay gia tri do gidng nd, ham
s& bao 16i #N/A

+ Cong dung: Dung dé do tim.

+ Vidu:
A B C D E F ¢ |l B | 1] 71| K
1 | Mamvwy Ho vatén Chic Lirong CB | Ehuwyc Titn lanh
2 GD Ly Lign Kit 7 7 7
3 TF  |Thanh Long
4 PP |Chung T Bon
5 ET  |Pich Long
& NV | Chéu Mhudn Phit
7 TP  |Ly Hing
3| Gia trf dé
9 Bang 1 Bang 2 "
10 Ma NV Chirc vy LyongCB | Hang 1 MaNY | GD | TP PP | KT | NV
11 D Gidm dbc 3,000,000 | Hing 2 —pEhuwnre 1 3 7 8 10
12 TP Trnrdng phéng | 2,500,000
13 | Gid tri dd FP Phé phéng 2,000,000
14 ET K& Todn 1,500,000 I _I
15 NV Ihén wifn 1,000,000
16 f 7 ‘
17 Cst 1 a2 3

— Pé dién cho cot chuc vu, ta phai dua vao Ma NV va bang 1, thuc hién nhu sau:
= Vlookup(A2,$B$11:$D$15,2,0)
7.2. HAM HLOOKUP:
+ Cu phap: = Hlookup( Gia tri do, Bang do, Hang tham chiéu, Cach do)
+ (Cong dung: Tuong tu nhu Vlookup.
+ Vidu: Dé dién cho cot Khu vuc, ta phai dua vao Ma NV va bang 2, thyc hién nhu sau:
= Hlookup(A2,$G$10:$K$11,2,0)
7.3. HAM MACHT:
+ Cu phap: = Macht (Gia tri do, Bang do, cach do)
+ Cong dung: Cho biét vi tri cia tri do tim thiy trong bang do.
+ Vi du: = Macht( ‘GD”,$B$11:$D$15,0) = 1 ( Vi tri cua GD trong bang do 1a & vi tri
thi 1.
7.4. HAM INDEX:
+ Cu phap: = Index(Bang, Hang tham chiéu, Cot tham chiéu)
+ Cong dung: Cho biét gia tri ctia 6 co trong bang bdi hang va cot.
+ Vidu: =Index ( $B$11:$D$15,3,2) - Phd phong
7.5. RUT TRiCH DU IEU
— Co s¢ dir liéu ( Database) 1a tap hop cac thong tin dugc t6 chic va luu trit theo mot cau triic
théng nhét nham phuc vu tdt nhat cho mot nhu cau khai thac nao do.
— Trong Excel, co s¢ dit liéu duge to chirc thanh mo bang co it nhat 1 c¢ot va 2 dong. Dong
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d4u tién ( Header row) chira tén céc ving tin (Field) goi 14 tén ving tin ( Fieldname), cac dong
con lai chtra cac mau tin ( records).

— Vi du: Dya vao bang tinh duéi day, gdm c6 9 Field va 10 records

Stt | Ho va tén ppgi | Che | Ngay fLuong | Phuc | o, o | Thanh
vu cong | CB cap tién
1 | Tran Huy Hoang Nam | TP 30 5000 |100 |50 5150
2 | Pham Thanh Van Nt | TK 26 4000 150 |40 4190
3 | Nguyén Poan Trang | Nit | KT 30 4500 150 |50 5100
4 | Lé Thanh Son Nam | Gb 31 6000 100 | 60 6160
5 | Nguyén Thanh Huy | Nam | BV 24 3000 100 |50 3150
6 | Tran Thanh Sang Nam | TL 23 4500 100 |60 4660
7 | Huynh Phi Long Nam | NV 26 3500 100 |40 3640
8 | Nguyén Thanh Trang | Nit | NV 25 3500 150 |50 3700
9 | Lé Hoang Diing Nam | TK 28 4000 100 |50 4150
10 | Pham Ngoc Huong | Nt | NV 29 3500 150 |40 3690

7.5.1. Chtrc nang Sort
— Nhim sdp xép co so dit liéu theo 1 hay nhiéu Field nao d6 theo yéu cau.
— Thuyc hién:
+ Pat con tro trong pham vi co s¢ dir liéu hoac quét khdi toan bo bang co s¢ dir liéu
+ Chon Data = Sort = xuét hién thoai Sort

Sort

4] Add Level < Delete Level || EZ Copy Level |

|:| My data has headers

Column
Sort by

Sort On

~ Walues

Hinh 6.20: Hop thoai sort

+ Sort by: Chon Field dung 1am kho4 sap xép dau tién

+ Add Leble: Chon Field thir 2, 3 1am khoa sap xép néu co
+ Ascending ( A to Z): Sap xép theo ting dan

+ Descending ( Z to A): Sip xép theo giam dan
Hodc ta co thé sap xép dir liéu bang cach click chudt vao mot trong 2 nut 1énh Sort

Ascending/ Sort Dscending trén thanh cong cu Standar

- 24 &l |
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7.5.2. Chuc nang Filter:

Loc hodc rut trich cac mau tin thoa diéu kién theo yéu cau. Cac mau tin nay dugc loc

hodc rut trich tir 1 co s¢ dir liéu

Loc dir liéu. ( AutoFilter)

+ Dat con tré chudt vao trong bang co s¢ dir licu

+ Chon Data > Filter

+ Luc nay trén bang co so dit liéu xuat hién cac ky hiéu tam giac bén phai cia mdi
Fieldname.
Click chuot tai cac ky hi¢u cua Fieldname nao cé lién quan dén diéu kién loc.
Vi du: Loc bang co s¢ dit liéu dudi day nhitng nguoi c¢6 chice vy 1a “NV”

SttEl Ho va tén El Phai F, Chu'e \-'Fl Ngay El Lub‘ugElPhl_lc crEl Thudén[~ [hanh tE
1 Tran Huy Hedng Namf 22" SZE'EEﬂEﬁg 30 5000 100 50 5150
2 Pham Thanh ¥dn Ju] 26 4000 150 40 4190
3 Mguyén Boan Trang M | (Tap 10...) 30 4500 150 50 5100
4 L& Thanh Sdn Mam|E 31 6000 100 60 6160
5 MeuyEn Thanh Huy Mamf1 24 3000 100 50 3150
6 Trén Thanh Sang Nanft, 23 4500 100 &0 4560
7 |Huynh PH Long N T4 26 3500 | 100 40 3640
3 MzuyénThanh Trang | A NV 25 [ 3500 | 150 50 3700
9 L& Hodng Diing Mam TK 28 4000 100 50 4150
10 |Pham NgocHiong | / N NV 29 3500 150 40 3660

Hinh 6.21: Minh hoa trong muc Custom
Luu y trong muc Custom:
+ Equals: So sanh bang
+ Do not equal: So sanh khac
+ Is greater than: So sanh 16n hon
+ Is greater than or equal to: So sanh 16n hon hoic bang
+ Is less than: So sanh bé hon
+ Is less than or equal to: So sanh bé hon hoic bang
+ Begins with: Piéu kién dugc bat dau boi
+ Does not begin with: Piéu kién khong bat dau boi
+ Ends with: Diéu kién két thic v6i
+ Does not ends with: Piéu kién khong két thic véi
+ Contains: Diéu kién c6 chira
+ Does not contains: Piéu kién khong c6 chira
Rut trich dir li¢u ( Advanceed Filter)
+ Tuong tu nhu loc, nhung cac mau tin thoa diéu kién dugce rat trich sang mot vi tri

khac trén bang tinh va diéu kién c6 thé phirc tap hon nhiéu.
+ Thuc hién

BI: Ldp bdng diéu kién @é mé ta diéu kién rit trich

75



+
+

Copy Fielname c6 chtra di€u kién can rut trich r61 dan & mot vi tri nao do trén Sheet
Nhép dicu kién vao 6 bén dudi Fielname vua dan

B2: Rut trich

Lt o+ o+

ANERN

bit con tro trong bang co s¢ dir licu

Chon Data - Advanced

Xuét hién hop thoai Advanced Filter

Filter the list, in-place: Cac mau tin thoa diéu kién loc ngay bang co sd dir liéu
Copy to another location: Cac mau tin thoa diéu kién loc sang 1 vi tri khac duogc
chi dinh tai muc Copy to

List range: Quét khdi bang co so dir liéu

Criteria range: Quat khdi bang diéu kién ( B1)

Copy to: Chi dinh noi xut dit liéu trich loc

Ed

Advanced Filter

Ackion
) Eilker the list, in-place
(*)icopy to another location!

List range:
Criteria range:
Copry ko
[] unigque records anly

I [8]4 ] [ Cancel ]

Hinh 6.22: Hop thoai Advanced Filter
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Bai tap thuc hanh
Bai 01: M& bang tinh va tinh bang dudi day rdi luu vao 6 dia E:\ Folder cua 16p minh

BANG LUONG CN BO - CONG NHAN VIEN THANG 09/2018

Stt | Ho tén pngi | Chie | NGay | Phu | Luong | o oo | ThAR
vu cong |Cap |CB tién

1 | Liéu Thi Thu Thanh Nam | PGDb | 20 ? ? ? ?

2 | Lé Cong Thanh Nt |Gb |26

3 | Nguyén Thu Thao N |[TL |25

4 | Nguyé Ngoc Thing Nam | TK |27

5 | Luong Thanh Thuy N | KT 22

6 | Trinh Thi Thuy Trang |N& | TQ 29

7 | Nguyén Lé Thuy Triéu |Nam [NV |30

8 | Bui Minh Tri Nam | NV |25

9 | Phan Van Tung Nam | BV 28

10 | Nguyén Lé Quéc Vil N |TP 22

1. Dua vao cot phai dé xét phu cip cac nhan vién sau:

3.

Néu 1 Nam thi phu cip 1.200.000, Nit phu cép 1.300.000.

Dua vao cot chtrc vu dé tinh luong CB cho cac nhan vién nhu sau:

Néu Chure vu 1a GP thi Luong CB la:  4.500.000

Néu Chuc vu 1a PGD thi Luong CB 1a: 3.500.000

Néu Chure vu I TP thi Lvong CB 1a:  2.500.000

Cc chuc vu khe thi Luong CB 1a: 2.000.000
Hay chén thém cot Xép Loai trude cot Luong CB va xép loai cho cic nhan vién nhu

Sau.

o

Néu néu Ngay cong >= 27 thi ghi LDTT; ( Lao dong tién tién), con nguoc lai dé trong.
Tinh thudng cho cac nhan vién nhu sau:

Nhitng nhan vién nao dat danh hiéu LDTT thi dugc thuéong 300.000, con nguoc lai
khong thudng.

Tinh Thanh tién = Luong CB + Phu cip + Thudng

Tinh tong cong cac cot tién.

Doi tén Sheet] thanh Bangluong.
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Bai 02: M& bang tinh va tinh bang dudi day roi luu vao 6 dia E:\ Folder cua 16p minh

BANG THEO DOT HANG HOA
Stt | Madhang | S6 luong | Tri gia Tién cudc | Hué hong | Doanh thu
1 |CA 100 ? ? ? ?
2 |CB 20
3 |SB 50
4 |SB 500
5 |GA 400
6 |GB 30
7 GA 40
8 |SA 600
9 |CA 800
10 | GB 70

1. Chen thém cot Pon gia vao trudce Tri gia, chén thém cot Ti 1€ cudc vao trude cot Tién
cudc

2. Dua vao ky tu bén trai cia M3 hang dé tinh Pon gia cic mit hang theo yéu ciu sau:
Néu ky tu C thi Pon gia 1a 4000
Néu ky tu S thi Pon gia 1a 3000
Néu ky tu G thi Pon gia 1a 2000

3. Dua vao ky tir bén phai cia Ma hang dé tinh Ti 18 cudc cac mit hang theo yéu cau sau

Néu ky tu A thi Ti 18 cude 1a 6%

Néu ky tu B thi Ti 1& cude 1a 3%

Hay tinh Tri gia = S6 lugng * Pon gia.

Hay tinh Tién cudc = Ti 18 cude * Tri gia.

Hué hong = 5% * Tri gia.

Hay sip xép cac mat hang theo th ty ting dan cua cot M3 hang

Tinh Doanh thu = Trj gia + Tién cudc + Hué hong.

Hay loc danh sach cac mit hang c6 ma hang bat dau ky ty “G”

© o N Ok
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Bai tip 03: M¢ bang tinh va tinh bang duéi day réi luu vao 6 dia E:\ Folder ctia 16p minh

THONG KE BAN SACH

Thanh Xép
tién hang
T1-010 ? 20/02/2018 135 |? ? ? ?
N3-020 21/04/2018 60
V4-005 23/02/2018 40
K2-100 01/05/2018 9
G5-020 07/08/2018 120
V4-200 25/02/2018 150
N3-005 12/01/2018 50
K2-015 30/10/2006 80
T1-100 21/11/2018 125

Bang danh muc sach

N3 Ngoai ngir 14.000
T1 Tin hoc 13.000
V4 Van hoc 12.000
K2 Ky thuat 15.000
G5 Giéo khoa 11.500

Yéu cau tinh toan nhw sau:

1.
2.

Tén séch: Dwa vao 2 ky tu dau ciia Ma phiéu va tra trong Bang danh muc sach.

Pon gia: Dya vao 2 ky tu dau cia Ma phiéu va tra trong Bang danh muyc sach. Biét
rang néu sach dugc ban trudc ngay 15 hang thang thi Pon gia duoc giam 5%.

Hoa hong: Néu 1a sach Tin hoc hay sach Gi4o khoa thi Hoa hong = 2%* Pon gia, con
céc sach con lai thi Hoa hong = 8%* Pon gia.

Thanh tién: = S6 lugng * (Pon gia — Hoa hong). Biét rang néu s6 lugng >= 80 thi
Thanh tién dugc giam 5%.

Xép hang: Néu phiéu ndo c6 S6 lugng mua nhiéu nhat thi dugc xép hang 1.

Hay chén thém cot Qua Tang vao trude cot Xép hang. Lap cong thirc néu sach ban
trong trong thang 2 va c¢6 s6 lugng >= 100 thi ghi C6 ting pham, con lai dé tréng.

Séap xép bang tinh theo thw ty ting dan ciia Tén sach, néu tring thi sip xép giam dan
theo S6 luong.
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Bai tip 04: M6 bang tinh va tinh bang duéi day roi luu vao 6 dia E:\ Folder ctia 16p minh

DU LICH THANG 06/2018
Ma Mixe | Noi X. | Noi Ngay X. S Ngay S6 | Tong
Chuyén Phat | dén phat ngay veé khéach | cong
SG-NT | 01-NVL 02/08/2018 3
SG-DL | 01-TVT 20/08/2018 4
SG-HN | 02-LVV 22/08/2018 10
NT-SG | 03-TVT 15/08/2018 4
HN-SG | 04-NVT 21/08/2018 12
HN-HL | 03-LVN 17/08/2018 3
SG-VT | 05-TVV 16/08/2018 3
Bang A Bang B
Mi b Tén dia diém
SG Sa3i Gon M4 xe 01 02 03 04 05
AN Ha Noi S6 khach 12 16 40 50 60
NT Nha Trang
HL Ha Long
DL ba Lat
VT Viing Tau

1. Can clr vao 2 ki ty dau ciia Ma chuyén va Bang A, hiy 1ap cong thirc dién dit liéu tuong
{mg cho cot Noi xut phat, cin ctr vao 2 ki tu cudi cuia Ma chuyén va Bang A, 1ap cong
thtre dién dit liéu cho cot Noi dén.

2. Tur 2 ki ty s6 dau tién cia Ma xe va Bang B, hdy 1ap cong thirc dién dit liéu cho cot S6
khach

3. Tinh Ngay vé = Ngay X. phat + S6 ngay.

4. Tinh Tong cong = S6 khach * S6 ngay * 30000 * Hé s6, vdi hé s6 duge quy dinh nhu sau:
Néu S6 ngay dudi 5 thi hé s6 =1, néu duéi 10 ngay thi Hé s6 = 0.8, con lai ( tir 10 ngay
trg 1én) thi H& s6 =0.7.

5. Sap xép Bang dir liéu sao cho cot Téng cong cb gid tri giam dan.

6. Trich loc nhimng chuyén xuat phat tir SG.
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Bai tap 05: Mo bang tinh va tinh bang dudi day rdi luu vao 6 dia E:\ Folder cua 16p minh

BANG BAO CAO DOANH THU
. , : Phi .
" Loai | Nuoc | DPon Noi . z £ Thanh
Ma may , ., , chuyén | SO lwong | Thue =
may | SX gia ban , tién
chd

P1- JAP Hanoi 40
P1- KOR Hue 50
P2- USA Saigon 20
P2- JAP Saigon 10
P2- KOR Saigon 15
P3- USA Saigon 30
P3- JAP Hanoi 20
P2- USA Hue 24
P3- USA Hanoi 16
P3- JAP Hue 5
Bang 2 Béang PBon gia Bang3 % Phi chuyén chd
Loai may | USA | JAP KOR Noi ban | %Phi chuyén cho
P1 500 | 450 300 Saigon | 2%
P2 600 | 560 350 Hue 5%
P3 800 | 700 400 Hanoi 8%
Bang thong ké
Loaimay |P1 P2 P3
Doanhthu

1. Pién vao cot Loai may 2 ky tu dau cia Ma may
2. Pién vao cot Nude SX 3 tu cudi ciia Ma méy ( nudc san xuat)
3. Pién cot Pon gia cin cr vao Loai may, Nudc SX va do trong Bang 2
4. Tinh Phi chuyén ché = % Phi chuyén chd * Pon gia .
V61 %Phi chuyén chd dugc tinh dua vao Noi ban va do trong Bang 3
5. Tinh Thué = Thué suat * Pon gia. Biét rang néu:
Nudc SX 1a USA va S6 luong >20 thi Thué suat 1a 3%
Nudc SX 1a USA va S6 luong =< 20 thi Thué suét 1a 5%
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Trudng hop con lai Thué xuat 1a 7%

6. Tinh Thanh tién = (Pon gia + Phi chuyén chd + Thué) * S luong

7. Sap xép bang tinh (Bang 1) theo tht tu giam dan cia Thanh tién

9. Rut trich cac mu tin c6 Nude SX 1a "JAP" va Sb luong>10; sao chép sang Sheet 2

Bai 06: Md bang tinh va tinh bang dudi day roi lwu vao 6 dia E:\ Folder cua 16p minh

BANG TINH CONG TAC PHI

STT MA NV Ngay di Ngay vé | Trinhdd | Ténphong | Tam tng
1 THT 15/02/18 25/02/18 ? ?
2 CHH 26/07/18 02/08/18
3 bHH 18/04/18 16/05/18
4 THK 05/07/18 10/07/18
5 CbK 26/02/18 06/03/18
6 DHT 18/05/18 01/06/18
7 DbHH 15/06/18 22/06/18
8 CbT 15/08/18 19/08/18
9 THK 10/07/18 15/07/18
Bang 1: Bang Thong Ké:
Ma& phong | Tén phong
T T}}iét bi Ngay vé S6 nhan vién | Tong tam tmg
K K¢ todn <01/06/2018 | ? ?
H Hanh chanh >= 01/06/2018 | ? ?
Bang 2:
Ma Tb CH bH Cb TH
Tén trinh d0 | Cao hoc | Pai hoc Cao déng Trung hoc

* M6 ta: MaA NV gdm c6 3 ky tu:
-2 ky tu dau cho biét ma trinh d6 cua nhan vién
- ky tu thir 3 cho biét ma phong ciia nhan vién.

* Yeu cau:

1. Tén phong: dua vao ky tu thtr 3 ciia ma nhan vién va tra trong bang 1
2. Trinh d6: dya vao 2 ky ty dau tra trong bang 2.

3. Tam mg: Mdi nguoi di cong tac duge nhan 300.000 néu s6 ngay di cong tac >=10, néu <10
thi tam @mg 150.000. Tuy nhién, néu di cong tac va vé trudc ngay 01/06/2018 thi déu nhan
tam tng 250.000. (Biét s6 ngay cong tac = Ngay vé — ngay di).
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4. Tinh bang théng ké nhu bang mau
5. V& d6 thi cho Cau 4 ( Bang thong ké)
6. Pinh dang tam tng theo dang 200.000.00 dong
7. Sap xép bang ting giam dan theo cot tam tng

8. Trich thong tin nhitng ngudi & phong hanh chanh

Bai tip 07: M6 bang tinh va tinh bang duéi day roi luu vao 6 dia E:\ Folder ctia 16p minh

HOP BONG PAILY
STT | Hop dong | Daily Ngay TGBao | Ten TB| S&6 | Pongia | Thanh tién
hanh lugng
1 | HDOO1 ? 12/01/2000 | ? ? 15| 40.000 | ?
2 | HD002 24/08/2000 8| 35.000
3 | HDOO1 12/01/2001 7| 38.000
4 | HDO0O03 30/01/2001 6| 45.000
5 | HD005 25/02/2001 5| 30.000
6 | HD002 01/03/2001 10 | 31.000
7 | HD0O4 12/05/2001 6| 50.000
8 | HD005 01/06/2001 9| 35.000
BANG I: BANG 2:
M& Tén Ma TG M4 Tén
dai ly dai ly thiét bi | Béo hanh thiét bi thiét bi
001 | Phong Vii MG 12 PC May tinh
002 | Cong Nghé TV 24 TV TiVi
003 | Hoang Long PC 12 TL Tu lanh
004 | Toan Phat TL 6 MG May giit
005 | Tuan Khanh TV 12 VI Pau Video
006 | Huy Hoang VI 6
* MO ta:

3 ky tu cudi ciia hop dong cho biét ma dai 1y

* Yéu cau:
1. Pai 1y: dua vao Ma dai 1y tra trong BANG 1 dé liy Tén dai 1y va ndi thém chudi “ Dai Iy
»vao dau. VD: HD001 = Pai Iy ABC
2. TG Bao hanh: dya vao Ma dai 1y tra trong BANG 1.
3. Tén thiét bi: dya vao Ma dai 1y tra trong BANG 1 dé lay Ma thiét bi. Rbi sau d6 dua vao
M3 thiét bi dé do tim trong BANG 2 va lay tén thiét bi.
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4. Thanh tién = S luong * Pon gia. Néu s6 luong>= 10 thi thanh tién duoc giam 1%

5. Pinh dang c6t TG Bao hanh theo dang sau: 12 thang

6. Binh dang ¢t Thanh tién theo dang sau: 1.500.000 VND
7. Lap bang thong ké nhu sau:

Thiét bi | Pon gia binh quan | Tong thanh tién
TiVi ? ?
May giat | ? ?

Bai tip 08: M¢ bang tinh va tinh bang duéi day roi luu vao 6 dia E:\ Folder ctia 16p minh

LOP LUYEN THI VAO PAI HOC

ST | Khéithi| Mén | Ngay khai Ngay bé | S6tiét | S Hoc | Mién
T hoc giang giang tuan phi giam
1 C ? 12/04/2018 | 28/05/2018 120 ? ? ?
2 C 08/04/2018 | 03/06/2018 90
3 A 28/03/2018 | 06/06/2018 120
4 A 06/04/2018 | 12/06/2018 150
5 B 11/04/2018 | 04/06/2018 90
6 B 10/04/2018 | 05/06/2018 50
7 D 29/03/2018 | 06/06/2018 90
8 D 20/04/2018 | 15/06/2018 90
9 C 07/04/2018 | 08/06/2018 120
10 A 14/04/2018 | 11/06/2018 95
Bang 1: Bang 2:
Khbi Moén hoc Phu phi Khéi thi B C D
thi
A | Toan-Ly-Hoa 50000 Gia tién/1 tiét | 10000 | 8500 | 7000 | 7500
B | Hoa-Sinh 45000
C | Van-Su-Dia 45000
D | Anh van-Phap van | 40000
Bang thong keé:
Khéi thi | Tong sb 16p ctia khoi
A ?
D ?
* Yéu cdu:
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1. Mén hoc: Dya khdi thi tra trong Bang 1
2. Sb tuan: ( Ngay bé giang — Ngay khai giang ) / 7, 1ay phan nguyén
. Hoc phi: Sé tiét * Gia tién /1tiét + phu phi. Trong do:
& Gia tién /1 tiét dwa vao khdi thi tra trong Bang 2
& Phu phi : dua vao khéi thi tra trong Bang 1
. Mién giam: Néu hoc phi > 1.000.000 dong thi giam 10% Hoc phi,nguoc lai thi 13 0
. Lap bang thong ké theo mau trén

[98)

. V& d0 thi cho cau 5 & trén
. Trich day du thong tin ctia khéi thi B va Khdi C

N N D bk

Bai tip 09: M6 bang tinh va tinh bang duéi ddy roi luu vao 6 dia D:\ Folder ctia 16p minh

KET TOAN CONG NO THANG NAM 2018

STT | S6 hiéu | Ténhang | Ngay ban | Séthang | Pon gia | Thanh tién | Tong tién
gop
1 |MG1 |? 11/06/2018 | ? ? ? ?
2 [ TVO 28/01/2018
3 | MG1 21/12/2018
4 [TVl 02/03/2018
5 | NCO 11/03/2018
6 [NC1 16/01/2018
7 |TL1 28/07/2018
8 | QMO 11/01/2018
9 |TL1 21/10/2018
10 | QM1 31/01/2018
Bang 1:
Mahang | Ténhang | Giandi | Giad ngoai | S6 thing QP
MG | May giit 2500000 10
TV |[TiVi 2800000 | 3500000 12
NC | Nbicom 500000 | 800000 3
TL | Talanh 2850000 12
QM | Quatmay | 800000 | 1000000 4
* MO ta:

- 2 ky tu dau ciia S6 hiéu cho biét Ma hang

- ky tu cudi ctia S6 hiéu cho biét hang ndi (0) hay hang ngoai (1)

* Yéu cdu:

1. Tén hang: dwa vao MA hang tra trong Bang 1 dé lay gia tri tuong ung

2. S6 thang gop = ((31/05/02 — Ngay ban) + 1 )/30. Luu ¥ chi ldy phan nguyén
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3. Pon gia: dia vao M4 hang tra trong Bang 1 két hop voi ky tu cudi ctia S6 hiéu dé 1ay don
gia hop hon. Biét rang, néu ky ty cudi 14 0 thi lay gia ndi ,con nguoc lai thi 14y gia ngoai.

4. Thanh tién:
- Néu Sb thang gop <= S6 thang qui dinh thi Thanh tién = Pon gia * (1 + 1.5% * S thang qui

dinh)

- Néu S6 thang gop = S6 thang qui dinh thi Thanh tién = 25000 * (S6 thang gop -1)
- Con nguoc lai thi thanh tién = 25000.
5. Tong tién: Néu s thang gop <= S6 thang qui dinh thi Tong tién = Thanh tién, con nguoc

lai thi Tong tién = S6 thang gop * 25000

6. Sap xép lai bang tinh theo tht tu ting dan cua M3 hang, néu trang 1ap thi sip giam dan theo
S6 thang gop.
7. R0t trich thong tin ciia cac mat hang Tivi, Quat may ctia hang noi

8. Tinh tong Thanh tién cta nhitng mit hang 13 hang ngoai va c6 don gia >= 2500000

Bai tip 10: M, nhap va tinh bang dudi day rdi luu vao 6 dia E:\ Folder ctia 16p minh

BANG PIEM
Tén Ma . | ... |Anh | M4 .. Xép | LS Ghi

Stt HS & Toéan | Van | Sinh vin | khéi Khoi | PTB Logi C(f)lﬁyén chi
1 | Qui BOl |8 8 |7 5 ? ? ? ? ? ?
2 |[Céong |BO2 |10 |8 |9 8
3 [Pién |A03 |95 |9 8 7
4 |Ding |A04 |8 8 |8 9
5 |Thanh | CO1 |9 9 |7 6
6 |Hoang |CO06 |75 |5 |9 8
7 |Tuin |AO7 |95 |6 9 6
8 |Thang |CO08 |8 7 9 5

Bang 1 Bang thdng ké

Ma khoi Khoi Ma khéi | S5 HS Gioi S6 HS Kha
A Khoi A A 2 2

B Khbi B B 2 2

C Khéi C C 2 2

Yéu cau tinh toan:

wn =

Mai khéi: Duwa vao ky tu dau ctia M sd.
Khéi: Dya vao Ma khéi va tra do tim trong Bang 1.

DTB: = Piém trung binh cic mén hoc ciia HS. Biét rang
Néu Khoi A thi Toan hé s6 2.
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Néu Khdi B thi Sinh hé s6 2.
Néu Khdi C thi Anh Vin hé s6 2.
. Xép loai: Néu PTB >= 8 va khong c6 mon nao dudi 7 thi xép loai 13 Gioi.
Néu PTB >= 6.5 va khong c6 mon nao dudi Sthi xép loai 1a Kha.
Con lai dé tréng.
. L&p chuyén: Chi xét cho nhiing HS c6 BPTB >= 8
Néu 1a Khéi A va mén Toan >= 9 thi ghi “ Chuyén Toan”.
Néu 1a KhoiB va mén Sinh >= 9 thi ghi “ Chuyén Sinh”.
Néu 1a Khdi C va moén Anh vin >=9 thi ghi “ Chuyén Anh”. Con nguoc lai
dé trong.
. Ghi cht: La “ Bdu I6p chuyén” néu Lép chuyén khac rdng, con nguoc lai “ Rét I6p
chuyén”.
. Sép xép theo thir ty ting dan ctia Ma khéi, néu trung thi sdp giam theo DTB.
. Rt trich cac HS thudc Khéi A, B va c6 DTB >= 8.
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BAI 7
PO THI VA IN BANG TiNH
Gioi thiéu
— Do thi trong Excel 1a mot d6 tuong riéng biét dung dé thé hién su twong quan gitta cac so
ligu trong bang tinh mot cach truc quan va sinh dong
Muc tiéu
— Thuec hién duge dd thi dua trén sb liéu da tinh toan trong bang tinh;

Chon lya cac ché do va hiéu chinh trudc khi in 4n.

— Thuyec hién cac thao tac an toan voi may tinh.

1. Do thi

1.1. V&do thi:

B1: Quét khéi chon bang sd liéu roi chon Insert = Chart. ..

Page Layout Farmulas Data Review View @ Tell me what you want to do...

) N = N~ m
o Store
1? v i
nded Table Illustrations Recommended ~W'T ] .
Hles - My Add-ins T Charts PivotChart
I SR
Add-ins Charts Ia

Hinh 7.1: Chon kiéu d6 thi can vé&
—  Click chuét chon dang dd thi rdi chon Next

F LF 1
Chart Title
30
25
20
15
) C
10
5 I
0 | — J—
Xudt sic Tot Kha Trung binh Yeu
M Seriesl W 5Series2

L - -

Hinh 7.2: D6 thi dang cot
1.2.  Hiéu chinh dd thi
—  Chon db thi can hiéu chinh

—  Chon Menu Designh = chon loai d6 thi can thay doi
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2. In bang tinh

2.1. Dit tiéu dé trang in

— Chon File - Page Setup

—  Xuit hién hop thoai Page Setup > Chon Header/Footer
v" Custom Header...: GO ndi dung header
v" Custom Footer...: G ndi dung Footer

Page Setup
|

Header: :
=5 5
[ Customn Header... ] [ Custom Foater... ]
Footer:
|(n0ne) v|

[ oK ][ Cancel ]

Hinh 7.3: Hop thoai Page setup
2.2.  Dat1é cho trang in
Chon Tab Margins
—  Top: Khoang cach 1& trén
—  Bottom: Khoang cach 1& dudi
—  Left: Khoang cach 18 trai
—  Right: Khoang céch 1& phai

Page Setup
| Header/Fooker | Sheet
= [os 2]
Left: Right:
0.7 v 0.7 v
Bokkor: Fooker:
e [os 2]
Center on page
[ Horizonkally [ wertically
[ K ] [ Cancel ]

Hinh 7.4: Bat 1é trang in
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2.3.  Chon kho gidy va huéng in

Chon Tab Page

— Orientation

+ Portrait: In doc

+ Landcape: In ngang
Scalling: Co giang bang tinh khi in
Page size: Chon kho gidy
Print quality: Chat luong in

Page Setup

Origntation

| Marging | Header/Footer | Sheet

L [EN
(%) Portrait (O Landscape

@ Adjust ko: 100 % |% normal size

) Fit toe page(s) wide by tall

Paper size: |Letter W |

Print quality: | 600 dpi v|

First page number;

Hinh 7.5: Chon huéng va khé gidy in

2.4. Inlap lai dong/ cot & moi trang in

Chon Tab Sheet

— Print area: Chon ving in
— Rows to repeat at top: Chon dong céan lap lai dau mdi trang
—  Columns to repeat at left: Chon cot can lap lai bén trai mdi trang
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2.5.

Page Setup

Page Margins | Header/Footer ||
Prink area: Brint...

Prink titles - -
Prink Preview

Riows to repeat at top: |

Options. ..

Colurmns to repeat at left: |

Prink
[ aridiines [ raw and column headings
[ Black and white: Comments! | (Mane)

e
[ oraft gualty Cell grrors ast displaved v

Page order

(%) Down, then over
() Crver, then down

i il
(1Pl il
POONT]

] i

[ Ok ] [ Cancel ]

Hinh 7.6: In lap lai dong/ cot & mdi trang in
In bang tinh
Chon File = Quick Print: Xem bang tinh trudc khi in
Chon File = Print...
Xuit hién hop thoai Print
+ Name: Chon tén may in
+ All: In tit ca cac trang bang tinh
+ Page(s): In ting trang
+ Active Sheet(s): In Sheet hién hanh
+ Copies: Chon sb bang in
+ Entrie workbook: In toa bd Workboook

Printer

Name: |f§ Canon LASER SHOT LEP-1210 (Copy 2) v | [ Praperties. . ]
Status:  Ide ——

Type: Canon LASER. SHOT LBP-1210
Where:  LPT1:

Camment:

[ prink to file

Print range Copies

(® &l Humber of copies: e

() Pagels)  From: I:I Ta: I:I

Print what
1 e |j;|—§| ﬁ [v] callate
() Selection ) Entire workbook

(3) Active sheet{s)

I oK I[ Cancel ]

Hinh 7.7: Hop thoai Print
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Bai tap thuc hanh
Bai tap 1: V& d6 thi dang cot cho bang sau

Loagi 56 -

' lvgng Ty lé
Xuat sac 0| 0.0%
Gioi 2 4.8%
Kha 11| 26.2%
TB Khd 24| 57.1%
Trung binh 1 2.4%
Yéu 0| 0.0%

Bai tap 2: V& db thi dang Pie cho bang sau

Tén hang | Giandi | Gia ngoai
May giat 2500000
TiVi 2800000 | 3500000
Noi com 500000 800000
Tu lanh 2850000
Quat may 800000 | 1000000

Bai tap 3

Diéu chinh trang in nhu sau”
— Létrén: 1.5 pt

—  Léduéi: 1.5 pt

—  Létrai: 2.5 pt

— Lé phai: 1.5 pt

Chon kho gidy in: A4
Huéng gidy in: Nam ngang
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BAI 8
TONG QUAN VE POWERPOINT
Gi6i thiéu

Microsoft Power point 1a phan mém tGng dung trong bd Microsoft office, ding dé trinh
bay vé mit hinh thtrc cia mét van dé. Power point la mot cong cu chuyén nghiép co nhiéu tién

ich d¢é trinh bay véan dé co hinh thirc dep mat va tu dong
Microsoft Powerpoint ¢6 kha nang ing dung nhu sau
+ Thuyét trinh vién trinh bay trong hdi nghi, hdi thao
+ Gido vién soan bay giang
+ Gidi thiéu, quang cdo san pham
+ ...
Muc tiéu
Hiéu dugc Powerpoint 12 phdn mém dung dé trinh dién;
Mo ta duoc cac thao tac trén trinh don.
Thuc hién cac thao tac an toan véi may tinh
1. Gidi thiéu
1.1. Cach khai dong Powerpoint
— Céch 1: Chon E% Microsoft Powerpoint 2016

PR Powerpoint 2016

&

Q Settings

' SketchBook

a Skype Preview

£ iype here to search

Hinh 8.1: Cach khoi dong P Point

trén man hinh Desktop
— Cura s0 Powerpoint sau khi ta khoi dong chuong trinh
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Presentation1 - PowerPoint

Transitions Animations  Slide Show Review View  Q Tell mewhat you want to do. Signin 8 share
] | = = ?ﬁ] DD O Fina
ot N s Shapes Arrange  Cuich 2. Replace -
aste ew abe AV A - - Styles
- slide~ H~ E a d B [3 Select~
Clipboard 3 Slides Font Paragraph Drawing Editing ~
1
Double tap to add subtitle
Slide 1 of 1 English (United States) = MNotes W comments 1] £ = - ] +  6T% 2]

[Ca =) ENG

Hinh 8.2: Cira sd power point
1.2. Thoét khoi Powerpoint
—  Thuc hi¢én mot trong cac cach sau
+ + Chon File > Close

+ + Hoic click chudt vao dau & goc trén bén phai ctra s6
+ + Hodc nhén t6 hop phim Alt + F4

2. Lam quen vé&i Presentation-Slide

2.1. Tao mét trinh dién méi

Presentat erpoint 7 - 8 %
© =
New
New
Open A line 4 )
= Suggested semrches:  Presentations  fducation  Business  Diagrams  Charts  Themes  Timelines
Save As
Print Take a tour /\tla GALLERY
P Madison

G
Bgou Blank Presentation Welcome to PowerPoint
lose
e Wo0D m}; s m—
Options
Paccel Wood Type

: DIVIDEND
? SAVON ,\' CROP |

EST

CELESTIAL i‘ﬁ"‘ﬁ"ﬁ*‘ﬁg

Hinh 8.3: Chon mdt trang trinh dién moi

— Chon File > New
—  Xuét hién hdp thoai New Presentation
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Ctrl +95)

Chon Blank Presentation
Hoic nhéan t6 hop phim Ctrl + N
2.2. Luu mot trinh dién ( Twong ty nhu word)
Chon File - Save

Xuat hién hgp thoai Save As (hoac Click chudt vao biéu tuong &) hodc nhén t6 hop phim

+ Save in: Chon noi luu trinh dién
+ File name: it tén cho trinh dién
+ Chon Save

[ save as
&« v 4 > ThisPC > DATA(DY) »
Organize = New folder
| Videos A Mame
i, Windows 10 (C:) Backup
> DATA (D:) Baocao
s Local Disk (E) De Thi
Dekiemtra
v ¥ Network

[ CONGMINH-PC
[ DESKTOP-4H2CI
[ LEHANH-PC

v o<

KhoaTinhac
Lich cong tac tuan
soft

TanPhuTrung

w|® | | Search DATA (D:

Date modified

13018 8:10

Type

M Filefolder
M Filefolder
M File folder
M File folder
M File folder
M File folder
M File folder

M File folder

File name: | Presentation1

Save a5 type: | PowerPoint Presentation

Authors:  Admin

~ Hide Folders

Tags:

Add a tag

Tools + Save

Cancel

2.3. Chon Slide trinh dién

Chon Design ...

Hinh 8.4: Hop thoai Save As

—  Xuiét hién hop thoai Slide Design nhu hinh bén dudi

Aa

-

Aa

-

82

Hinh 8.5: Chon Slide Design

Ta click chudt chon Slide can trinh dién
2.4. Thiét ké cho Slide:
Tao cac doi tuong can trinh dién trén Slide

St dyng thanh cong cu Shapes dé tao cac dbi hinh vé
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) Shapes » o
© F n- Stare

Recently Used Shapes -
BEsxNOCcOoAL LG
IRTANREIR I e

Lines
NNNTLLRRNAGS

Rectangles
OohOobnoboo

Basic Shapes

EHOANOAOOODO®
etodOrhyaoid
W alFISAVA R e (Qwein!
QG0

Block Arrows
PR RTPLPR IS
€ P UvABDD >N
GoR

;. Equation Shapes
RS

Flowchart
OC<sonoola=cay
CUOX®B X ¢ AVAD

'al=TIEa

Hinh 8.6: Thanh cong cu shapes
* Cdc thao tdc thuong gdp trong qud trinh thiét ké Slide
— Thém Slide: Chon Insert = New Slide ( hodac go Ctrl + M hodac Click chudt =]

—  Di chuyén Slide: Click va giit chudt vao slide mudn di chuyén roi kéo tha dén vi  new
Slide ~

tri mé&i ( hodc chon nut E (Cut))
—  Sao chép slide: Chon slide can sao chép , giit phim Ctrl déng thoi Click va giit chudt vao

slide muén di chuyén rdi kéo tha dén vi tri méi ( hodc chon nut -2 (Copy) )
—  Xo4 Slide: Chon slide can xo4, réi nhin Delete trén ban phim

2.5. Cheén ddi trong vao Slide.

2.5.1. Cheén hinh anh tir Online Pictures

i : = Online Pict
_ Ch()l’l Insert = Online Pictures l__|.;¢. nline Pictures

x
Insert Pictures © 6
') Bing Image Search Search Bing
Enter your search-
&  OneDrive - Personal Browse *

— Ta sir dung cong cu Bing Image Search dé tim kiém hinh anh can chén
2.5.2. Chén hinh anh 14 1 file anh trén dia cing

L3

— Chon Insert = Pictures ™™
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—  Xuit hién hop thoai Insert Picture

— Click chu6t vao 6 Look in chon 6 dia c¢6 chira hinh anh can chén, can chén hinh nao ta
click dap chudt vao hinh do.

[ Insert Picture >
- = “~ == » ThisPC » Documents » w O Search Documents 0
Organize ~ New folder ==~ @
= Pictures 2 MNarme - Date maodified Type
@ Microsoft PowerP Custorm Office Templates 10/10/2018 5:23 PM File folder
5 OneDrive My Data Sources 18/10/2018 AM  File folder
~ [ This PC
I Desktop
%] Documents
4 Downloads
B Music
B viaeor
i Windows 10 (C:)
R File name: v| All Pictures -
Tools  ~ Insert || Cancel
Hinh 8.7: Hop thoai Insert Picture
2.5.3. Chén chir nhgé¢ thuat: ( WodrArt)
A4
— Chon Insert > WordArt... ~ trén thanh céng cu
2.5.4. Chén bang: (Table)
— Chon Insert > Table ™
—  Xuat hién hop thoai Insert Table Insert Table 7 X
+ Number of columns: Chon s6 ¢ot Number of columns: B 12
+ Number of rows: Chon s6 hang Numberof fows: (2 %
2.5.5. Chén db thi: Chart)
1 l Chart

— Chon Insert - Chart
—  Xuat hién d0 thi c6 dang nhu hinh bén duéi
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Insert Chart

All Charts

™ Recent

i (2R (PR #n 6B 08 44

Clustered Column

Templates
Column
Line

Pie Chart Titke
6

Bar -

o
Coaguy Loty Cotopery®  Canagaryd

WSaries] WSeres2 WSer

Area

XY (Scatter)
Stock

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

Combo

FEEEFOEHRBEESMeRE

Cancel

Hinh 8.8: Hop thoai Inser Char

— Ta click chudt chon dd thi can chén trong hop thoai

— Can diéu chinh thong tin nao, ta click dup chudt vao cira so6 Chart in Microsoft Pwerpoint

[« NI RV R SR

E‘ﬂ Chart in Microsoft PowerPoint x
A B c D E F G H[~
Series 1 |Series2  Series3
|Category 1 43 24 2
|Category 2 25 4.4 2
|Category 3 35 1.8 3
Category 4 4.5 2.8 5.

Hinh 8.9: Bang diéu chinh dit liéu cho d6 thi

— Mubn thay ddi kiéu do thi khac, ta click chudt vao Design >
chudt 1én dd thi, chon Change Series Chart Type, roi chon kiéu d6 thi khac.

Delete
“:J Reset to Match Style
11 Change Series Chart Type...
% EditData 3
Add Data Labels 3

B¢ Format Data Series...

o 2
W= | Series "Series 1 -
Fill  Outline

Hinh 8.10: Bang chon kiéu db thi khéac

Change
Chart Type

hodc click phai
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Bai tap thyc hanh
Bai 01:
1. Khdi dong Powerpoint, st dung mot trong cac kiéu Slide Design co san tao mot
trinh dién sau va luu vao 6 dia D:\Folder cta 16p minh.

Picture
Frame

LUU HANH NOI BO

Picture
Frame 4
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BAI 9:
HIEU UNG VA TRINH DIEN
Gi6i thiéu

Viéc tao hiéu trng vao Powerpoint 1a cong viéc mang tinh sang tao ciia. MS Powerpoint
cung cap san cac hiéu tng cing véi cac thiét 1ap. Cong viée ctia ngudi soan bai powerpoint 1a
phai biét két hop cac hiéu tng don 1é cing véi cac thudc tinh dé lam cho bai powerpoint sinh

dong, tao dugc hoat canh minh mong mudn trong bai trinh chiéu, bo céo, bai giang
Muc tiéu:
Thuc hién duoc cac hiéu tng cho ting dbi tuong;
MO ta cac thao tac trén trinh don.
Thuc hién cac thao tac an toan v6i may tinh
1. Tao hiéu tng cho doi tuong
1.1. Tao hiéu tng cho Slide
— Chon Transitions...

E € @ a T Presentationl - PowerPoint Chart Tools

File Home Insert Design Transitions Animations Slide Show Review View Design Format

o B 4 = [
Preview None Cut Fade Push Wipe Split Reveal Random Bars Shape

Hinh 9.1: Chon hiéu ung cho Slide

— Taclick chudt chon mét kiéu hiéu tmg trong danh sach cac hiéu tmg Slide
1.2.  Tao hiéu ng trinh dién cho cac dbi tuong trén Slide.

— Chon dbi tuong can tao hiéu ung

— Chon Animations

Home Insert Design Transitions Animations Slide Show Review View Design Format vl
®x | X oW oW W ok A A*dd
N A Fad Fly | Float | Split Wi =
ane ppear ade yn oatin Lk 'pe Options Animation ~

Hinh 9.2: Chon hiéu tmg cho dbi tuong trén Slide

— Dé chon hiéu ung cho dbi tuong, click chudt vao nit Add Animations, gém cO6 4 nhém

hi€u g
+ Nhém Entrance: Di twong xudt hién ciing voi hiéu Gng
+ Nhom Emphasis: Thé hién sy nhdn manh
+ Nhom Exit: Hiéu Gng thuc hién xong, ddi tuong bién mat
+ Nhém Motion Paths: Hiéu g thuc hién chuyén dong theo dudng dan.


http://hoc.trungtamtinhoc.edu.vn/bai-3-tao-bai-trinh-dien-powerpoint/

Luu v: Ta click chudt vao More Effects... dé chon thém nhiéu kiéu hiéu tmg. C6 thé chon
nhiéu hiéu tmg cho mot ddi tuong
— Bién c6 bat dau: Mdi hiéu ung c6 bién c¢b mic dinh ban dau 1a On click, tirc 1a khi click
chudt thi hiéu tng mai thuc hién. Co 3 bién cb bat dau
+ On Click: Hi¢u ung thuc hién khi click chudt
+ With Previous: Hi¢u ing thuc hién cung véi hiéu g ké trude
+ After Previous: Hiéu tng thuc hién ngay sau khi hi¢u ing trude thuc hién xong.
- bé thay ddi bién cb bét dau, ta chon dbi tuong r0i chon bién ¢d bat dau trong 6 Start
2. Trinh dién slide.
Dé trinh dién Slide, ta thuc hién mot trong 3 cach sau:
Chon Slide Show = Chon View Show
— Hoic nhan phim F5

— Hoic click chudt vao biéu tuong T & ché do hién thi
2.1. Dinh thoi gian bat dau, s6 lan Iap o 9

Moi hi€u tng c6 thé dinh thoi gian va s6 lan 1dp, d€ thuc hién ta lam nhu sau:
— Chon hi¢u Ung trong danh sach cac hi¢u img da chon.
— Click phai chudt vao hiéu img = chon Timing..

, Modify: Box
A A ~ M
— Xuat hién hop thoai Start: 3 on Clik v
4 Direction: n v
B
. Speed: Wery Fast v
Effect |} {| Chart Animation "
{13 3k charts W
K . Skart: With Previous v
Dinh thoi gian bao > = Start On Click
nhiéu giy s& thyc hi¢n R | seconds
i i Speed: 0.5 seconds (Very Fast) Start With Previous
~ (L i
Chon sé Iin Tip TEreet P (none) - & Start After Previous
[CJrewind when done playing Effect Options...
[<Tiring >
Show Advanced Timeline
»
[j Remove
ok | [ caneal | [#] AutaPreview

Hinh 9.3: Pinh s6 1an 1ap cho ddi twong
2.2. Poi tht ty thye hién hiéu ing
— Gia st ta ¢6 thur tu cac hiéu rng nhu hinh bén, hi€u tng thr 1 Rectangle thuc hién trudce,
roi dén Explosino, Oval, Line,..
- Pé thay ddi thir tu cac hiéu ung bén, ta chon mot kiéu hiéu ung roi click chudt vao nut

(#) re-order (8] dé di chuyén 1én hay xudng
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Modify: Peek In
Start: “B on Qick

Direckion: From Boktormn

Speed;

15
2%

Very Fast

2 Rectangle 1
% Explosion 4

[ERE)

2 ovalz

[+B Fk tines

@ Re-Order E]

Hinh 9.4: Thay dbi thtr ty hiéu tmg cho d6i thugng

2.3. Huy bo hi¢u tng.

— Chon hi¢u Uing can bo

— Click chuot vao nut 1énh hodc Click phai chudt vao hi¢u ting can huy, r0i chon
Remove

2.4. Cong dung mot sé phim khi trinh dién

STT Hiéu ing mong mudn Tac dong 1én phim

1| Chuyénsang tide i it ] chugt hofe thanh Gl oie

2 | Tro vé Slide trude Phim & (Backspace) hay €, NN, P

3 Chuyén dén slide c6 sb the tu X Go s6 X r6i nhan phim Enter

4 | Tré va slide thir 1 An va gi}i: 2 nut trai, phai cta chuot

trong 3 giay

5 Cho man hinh ti den va tré lai binh thudng | Phim B hay phim ddu chim (.)

6 Cho man hinh sang tring va trd lai binh | Phim W hay phim d4u phay (,)
thuong

7 Bién tro chudt thanh but vé trong khi trinh | To hop phim Ctrl + P
dien

3 Bién tré chudt dang 1a but vé trong khi trinh | To hop phim Ctrl +A hoic An phim
dién tr¢ lai binh thuong Ecs

9 X(~)é nét vé do cay but v€ trén slide khi trinh | Phim E
dién

10 | DAu tro chudt va cho hién lai khi trinh dién | Phim A hodc phim dau =

11 | Két thuc trinh dién Phim Ecs, phim trir (-) hay 10 hop

phim Ctrl +Break
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Bai Tap Microsoft Powerpoint

Bai 01:

1. Khoi dong Powerpoint, st dung mdt trong cac kiéu Slide Design c6 sdn tao mot trinh dién
sau va luu vao 6 dia D:\Folder cta 16p minh.

[LUU HANH NOI BO

Picture
Frame 4

2. Chon Animations = Add Animations . Chon hiéu ung trinh dién cho cac dbi tuong theo
trinh tu sau:

< Title 1 ( Truong TCN cii chi — Khoa Tin hoc) ............. Circle ( On mouse click).

= Shape 2 ( Microsoft Powerpoint 2003) .............. Faded Zoom ( On mouse click).
% PiCture Frame 3 .......cccooeiviiveeieeieecc e Diamond ( After previuos)
W PICtUrE FIAME 4 ..o Box (After previuos )
* Text (Luu hanh ngi bo 2009) .......c..cccoeeveveireveeeerannans, Pinwheel ( After previuos)

Chon Slide Show nhan phim F5 dé xem trinh dién.
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Bai 02: Khoi dong Powerpoint, sir dung mot trong cac kiéu Slide Design c6 san tao mot trinh

dién sau va luu vao 6 dia D:\Folder ctia 16p minh.

Slide 1: Trinh bay nhu hinh bén dudi

VIET NAM
QUE HUONG TOI
#

. ‘ '/7,__.L‘v‘.'(.'.’“‘ - ‘

T

Yéu cau:

— Céc mau hinh tai tir Internet

— Tao hiéu tng ( tuy y) cho cac ddi tuong trén Slide
— Tao hi¢u ing cho Slide

Slide 2:

Hay click chudt dé
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Yéu cau:
— Tao hiéu tmg cho Slide va cac ddi tuong trén Slide
— Khi click chudt vao mién nao thi trinh dién gi6i thiéu mién twong tng

Slide 3 : .
TRAI TIM

HA NOI

Yéu cau:

— Khi click chudt vao Ha Noi thi Slide 3 s& xuét hién

— Tao hiéu tmg cho Slide va cac ddi tuong trén Slide

— Trén Slide 3 tao mot nat Home, dé tao lién két tré vé Slide 2
— Tuong tu cho cac Slide con lai

Slide 4

HUE

{

“ y} g ’ o "' ’!)‘\‘NM'IWA 'n \M

A

Ao
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Slide 5

- "
-

THANH PHO

-
| A -
- MANG TEN BAC

e @ B o w U U

Luru ¥: Ban c6 thé tao thém nhiéu Slie cua timg mién bang nhitng hinh anh dic trung cua ving
mién do, gitp cho trinh dién ctia minh phong pht hon.

Bai 03: Khoi dong Powerpoint, st dung mot trong cac kiéu Slide Design c6 sdn tao mot trinh
dién tric nghiém va luu vao 6 dia D:\Folder cta 16p minh.

|

Slide 1: Trinh bay nhu hinh bén dudi

CHUONG TRINH TRAC NGHIEM
POWERPOINT
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Yéu cau:

— Tao hiéu tmg cho Slide va cac ddi tuong trén Slide

— Khi ban click chudt vao cau tra 1oi sai thi s& théng bao ra man hinh “ Ban di chon sai r0i.
Hay chon lai”, nguoc lai néu click chudt vao cau tra 10 ding thi s€ thong bdo ra man hinh
“ Chuc mung, ban da trd 161 dang”

Slide 2: Trinh bay nhu hinh bén dudi

CHUONG TRINH TRAC NGHIEM
POWERPOINT

Yéu cau:

— Tao hi¢u ung cho Slide va cac dbi tuong trén Slide

— Khi ban click chudt vao cau tra 1oi sai thi s€ thong bao “ Sai”, ngugc lai thi sé xuét hién
ddu X trong 6 vudng ciia cau tuong tng

Slide 3: Trinh bay nhu hinh bén dudi
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bién vao cho trong

Yéu cau:
— Tao hi¢u g cho Slide va cac doi tugng trén Slide
— Khi ban click chudt vao cho trong ctuia cau nao s€ dién gia tri twong ing vao cau do

Slide 4: : Trinh by nhu hinh bén dudi

Chon ciac mau twong irn

* White _

* Brown—
® Purple—

—
——
S
(—

Yéu cau:
— Tao hi¢u ung cho Slide va céc doi tugng trén Slide
— Khi ban click chudt v6 tén mau s& xuat hién duong két ndi twong tmg voi mau dé
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