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TUYEN BO BAN QUYEN
Tai liéu nay thudc loai sach gido trinh nén cac ngudn thong tin c¢6 thé duoc phép dung
nguyén ban hodc trich ding cho cac muc dich vé dao tao va tham khao.
Moi muc dich khac mang tinh 1éch lac hodc str dung v&i muc dich kinh doanh thiéu lanh
manh s€ bi nghiém cam.



LOI GIOI THIEU

Pé thuan loi cho cac em hoc sinh trung cép nghé c6 diéu kién nghién clru va hoc
tap. Khoa tin hoc da bién soan giao trinh Tin hoc Van phong.

Gido trinh Tin hoc Van phong dugc bién soan dya vao chuong trinh khung cua B
Lao Bong va Thuong Binh xa hoi. Gom 9 bai, mdi bai theo tung chu dé riéng dugc bién soan
15 rang, ¢6 dong, ngin gon, xuc tich, d& hiéu, huéng dan ting bude cu thé, sau phan Iy thuyét
1a phan bai tap thyc hanh, gitip cho hoc sinh thyuc hanh ing dung cu thé cho timg chirc ning,
tung dang bai.

Trong thdi gian bién soan gido trinh chiing toi rat cd gang, song s& khong tranh
khoi nhirng thiéu sot. R4t mong qui ban doc va cac em hoc sinh déng gop cho gido trinh ngay
cang hoan thién hon.

Moi déng gbp xin vui 1ong guri vé Khoa Tin hoc —Nit cong trudng Trung cap nghé
Cu Chi hoac qua dia chi E _mail: vucongtcncc(@gmail.com.

Cu chi, ngay 09 thang 08 nam 2021
Chu bién
TRAN VU CONG



GIAO TRINH MON HOC/MO BUN
Tén mén hoc/mod dun: TIN HOC VAN PHONG
Ma mén hoc/mo dun: M09
Vi tri, tinh chat, ¥ nghia va vai tro cia mén hoc/mé dun:

— Vi tri: M6 dun duoc bd tri sau khi hoc sinh hoc xong cac mon hoc chung, Anh van
chuyén nganh va trude cidc moén hoc, md dun dao tao chuyén mén nghé.

— Tinh chit: LA m6 dun k¥ thuit co sé nghé bit budc.

— Y nghia va vai tro cia moén hoc/mé dun:

Muc ti€u ctia mon hoc/mo dun:
Vé kién thic:

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

— Trinh bay dugc muc dich tng dung ciia Word, Excel, Powerpoint;

— Nam dugc cac budc dé soan thao vin 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 mo Open Office;

— Str dung thanh thao phadn mém soan thao vin ban (Microsoft Word hoic phan mém
ngudn md Open Office Writer) dé tao céc tai liéu dat tiéu chuan theo qui dinh;

— Str dung phan mém bang tinh (Microsoft Excel hodc bang tinh trong Open Office
Calc) dé tao 1ap, biéu dién cac kiéu dir liéu: s, chudi ky tu, thoi gian, biéu dd va lap duoc
cac bang tinh...

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

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

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

— Phan tich mét sb tmg dung thuc tién cia tin hoc vin phong.

Vé nang luc tu chu va trach nhi:ém: ’

— Rén luyén long yéu nghé, tu thé tac phong cong nghi€p, tinh kién tri, sang tao trong
cong vigc, trao ddi hoc héi ban beé, lam viéc nhom, trach nhiém v&i mon hoc, ndi quy thyc
hanh, kha ning tu tim hiéu;

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

— Thuc hién an toan st dung may tinh, dién, trach nhi€m véi trang thiét bi phong hoc;

— B& trf 1am viéc khoa hoc dam béo an toan cho ngudi va phuong tién hoc tap;

— Gi4o vién goi ¥ cac chit d& mon hoc ¢ thyc tién, minh hoa qua tmg dung thyc tién.
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No6i dung ciia mon hoc/mo dun:
Bai 1

PINH DANG VAN BAN
G101 thiéu:

Microsoft Word 1a mot ing dung soan thao vin ban hang dau trén thé gi6i cua hing
Microsoft. Chung ta c6 thé sir dung Word dé soan thao van ban véi cac tinh ning nhu: Soan
thao vanban béng Tiéng viét véinhiéu Font chit, c& chit khac nhau, tao cac bang biéu ( Table),
tron thu (Mail Merge) ...Microsoft Word dugc str dung pho bién do c6 tinh d& st dung, moi
truomg giao tiép than thién, cung cap nhiéu cong cy hiru hiéu gitp nguoi sir dung xir Iy cac tai
liéu mdt cch thuan tién va tét nhat.

Muc tiéu:

— Mo ta duogc trinh soan thao van ban;

— Trinh bay dugc cac thao tidc can ban trén mat tai lidu;
— Mo ta dugce chic nang cua cac thanh cong cy;

— Thuc hién cac thao tic an toan v4i may tinh

Noi dung chinh:

1.  Céc thao tac trén ctra s6 Microsoft Word.

1.1 Khoi dong Microsoft Word
Thyc hién mot trong 2 cach sau:

- ChQnE% Microsoft Word 2016.

— Nhip dap chudt vao biéu tuon trén man hinh Desktop.

1.2. Thoat khoi Microsoft Word.
Thuc hién mot trong cac cach sau:

— Chon File = Close
— Nhip chudt vao nut diéu khiénXl  trén thanh tiéu dé.
— Nhan t6 hop phim Alt + F4.



1.3.

2.
2.1

Ctra sO Microsoft Word.

1.-GIOITHIEU.q
1.1 Khai-déng-Microsoft-Wordq
Thurc-hién-mét-trong-2-cach-sau:q
- - Chon-Start-—=> -All-Program-—> -Microsoft-Office- > -Microsoft-Word-2007

%2 ..trén-man-hinh-Desktop.9
s

il V)
g

- - Nhip-dip-chudt-vao-biéu-nrgng--
T
1.2-Thoat-khoi-Microsoft-Word.q

Thuc-hién-moét-trong-cic-cach-sau:q

| N -
‘—@‘- Close
-~ Chon-- | S L

- - Nhip-chuét-vao-nut-diéu-khién-- Xltrén-thanh-tiéu-dé.§
- - Nhint6-hop-phim-Alt-+-F4.9

Hinh 1.1: Ctra s6 MS word
Thanh tiéu d&: Nam ¢ phén trén cting ctia man hinh Word, phan bén trai cho biét tén cua
chuong trinh hién hanh va tén cua tap tin van ban ( tén mac nhién cia Word khi kha1i 1a
Document 1), phan bén phai c6 3 nit diéu khién: Thu né, phéng to va déng ctra | =[g| x|
s0 word.

Thanh menu: Nam ngay phia du6i thanh tiéu tiéu d¢, thanh menu chira cac nut 1énh theo
nhom.
Nut 1énh: Cac nut Iénh gitp ngudi st dung ra 1énh cho may tinh thyc hi¢n 1énh mdt cach
nhanh chong:
Cay thudc: Hién thi d6 dai cua tai liéu cling nhu vi tri diém dung cua Tab ... Dé c6 thé
nhin thiy cdy thudc ngang va doc khi chon ché d6 xem
Thanh cudn: C6 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 thdo vin ban qua trai hay phai.
Thanh trang thai: Hién thi cac thong tin, trang thai nhu:
Page: Trang hién hanh.
Sec: Vung hi¢n hanh.
?/?: Trang hién hanh/ Tong so trang cua tai lidu.
Céc thong tin vé vi tri con tro ...
Ving soan thao: Gidng nhu 1 trang gidy, 13 noi ta ding ban phim, chudt dé tao ra vin ban.
Cac thao tac can ban trén mot tai liéu
Tao van ban moi:
Thong thuong khoi dong Word, ta s€ duge mot van ban méi do Word tu tao ra. Tuy nhién
dé tao 1 van ban mdi, ta c6 thé lam 1 trong céac cach sau:

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



+ Nhan t6 hop phim Ctrl + N.

Luu van ban:

— Lam viéc véi Word 14 1am viée trén cac van ban. Mdi tai liéu phai dugc luu vao dia voi |
tén riéng, c6 phan mé rong 1a .DOCX.

2.2.

+ + + +

2.3.

Save: Chi dinh noi luu van ban
File name: G6 tén tap tin van ban can luu

Save: Xac nhan viéc luu van ban

Pé luu van ban dang lam viéc vao dia ta thuc hi€én mdt trong cac cach sau:
Chon File & Save hoac
Click chudt vao nut 1énh & trén thanh cong cu hoac
Nhén t6 hop phim Ctrl + S
Xuit hién hop thoai Save As

[ Chi dinh noi luu van ]

EIJ Save As

@\U/IVLJ » Computer » Local Disk (D3] » -

Organize -
> 3 Documents
> .J“- Music

» &= Pictures

> E Videos

4 M Computer

- &L, Local Disk (C3)
> —a Local Disk (D)

- Ei_i Metwork

= Bl ADMIMIT1AMTF

File name:

MNew folder

o MName

J RARAURE

J wan
H389

. tienich

. Baitapthuchanh_VB&.0

. Videoc
. tranhd
Baithi

m

lip
=p

. BaithiTHDC

- 4

[

Bail_TongquanMSWord 2007

Save as type: [Word 97-2003 Document

Authors:

= Hide Folders

Phong may 1

[ Save Thumkbnail

Tags: Add atag

- | +4 | | Search Local Disk (D) = |
d= - 7]
Date n1cc|‘ifiec| Type it
Ussus, ULD LUZL .. Fle rolder
28, 1:46 PM File folder
25/12/201510:01 ... File folder
07/11/2015 5:07 PM  File folder
2/10/2015 9:40 AM  File folder
01510 File folder
File folder
7 File folder =
2014 3:42 PM File folder -
L3
-
- [ Save ] [ Cancel ]

Tools

Luu van ban véi tén khac hoac 1 noi khac.

Hinh 1.2: Hop thoai luu tap tin
Luru y: Thao tac nay ta nén thuc hién thudng xuyén trong khi soan thao van ban dé tranh mét
hét dit liéu khi gap su cb mat dién hay nhiing truc tric k¥ thuat cia may tinh.

Pé thyc hién thao tac nay ta chon File = Save As va thuc hién thao tac luu vin ban nhu

trén.

2.4.

Mo van ban da luu trén dia.
D¢ mé tai li¢u da luu trén dia ta thyc hién 1 trong céc cach sau:



— Chon File = Open hodc  |®o= - — .
_ Click Chu('jt vio nit lénh @ér;:zjlid’—i::: » Local Disk (D) » - [ é3 | [ Search Local Disk v - ep
I/~ trén thanh cong cu hodc R Neme Dote modfied  Type_ -
— Nhantd hopphim Curl+0O ||~ [ [ =X
— Xuét hi¢n hop thogi Open || 5 oo [ [T S
+ Look in: Chon 6 dia hay || & e o e
thu myc chtra van ban can mé. || ... e ot
+ Danh séch céc thu muc, || & teowo | voss S
tap tin c6 trong folder, 6 dia hién e Sataphuchanh Ve CAeTe T -
hanh. D& mé tap tin ndo, ta Click e - [A1 Word Documents =
chudt chon tip tin d6 roi chon e = =

Open hoic nhap Double Click

chuot. Hinh 1.3: Hop thoai m¢ tap tin

3.  Soan thao van ban:

3.1 Sudungbd gd Tieng Viét: ‘ ‘

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

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

— Phin mém g0 Tiéng Viét: VietWare, VietKey, Unikey,...

Do mdi khu vuc trong nuée ta sir dung 1 Bang ma (Font chir) riéng nén viéce trao d6i thong tin

gap rat nhiéu khé khan. M¢i day, Chinh phii da khuyén céo sir dung Font chit Unicode va bo

gd ¢6 hd trg Unicode cho toan bo cac vin ban hanh chinh.

— Phan mém xin duoc gidi thidu trong quyén gido trinh nay 1a Vietkey va Unikey. Day 1 2
bo gd thong dung nhat hién nay.

VietKey:

Dé khoi dong Vietkey, ta tim mo tap tin Vknt.exe ¢ biéu tugng HW

— Khi nao trén man hinh xuit hién hodc [ & goc dudi bén phai man hinh, thi lac
d6 ta co thé g0 duogc chir Viet.

— Dé thay d6i Kiéu gb - Bang ma, ta Click chudt phai vao 1 trong 2 biéu tugng trén. Chon
Hién cira s6 Vietkey > Xuat hién hop thoai:
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£ Telex * A Wl v " TCYN3-ABC (MnTime..] [ . YN Unicode =
[ Bd dau kigu cil [oa, de. by) NI Win [YNTimes..

[~ Bd diu ngay sau nguyén Am

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

(36 ban phim B3n phim can gb Uricode 168t

0+ Tiéng Viet 2

T i

~ g :i ™ Unicode td hgp

~ - [ Tich hop wii MS Local Support
F I

5

@ Trogii| M Thost 'y Lubnri

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

Hinh 1.4: Hop thoai Viét key

4

Unikey:

Dé khoi dong Unikey, ta im mo tap tin Unikey.exe cO biéu twgng ~ F UnikeynT

Khi nap trén man hinh xuat hién & gbc phai man hinh, thi luc d6 ta c6 thé gd duoc chir
Viét.

A A . R ~ » ~ . A S T Y- S-S
Dé thay do1 Kiéu go - Bang mad, ta click chudt phai vao -7 =

Hurdng dén

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

Chuy&n mé nhanh - [CS5+F3]

Kiéu go
duoc chon

O .
O a0 kieuw TELEX
oW S/Till
G Kigu YIGR
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 mudn thay doi chi tiét, ta c6 thé chon Bang diéu khién ...[CS+F9].
Quy tic gd Tiéng Viét theo kiéu VNI: Sir dung day s6 9 phim sd trén ban phim.
So 1 2 3 4 5 6 7 8 9
Dau | Sic Huyén | Hoi Ngd |Ning |Minén [Mocrau [Maa | (d)
Vd: bé g0: Ruou c6 hai cho strc khoé
Ta gd: Ru7075u col habi cho su71c kho3e




3.2. St dyng ban phim: 7
Nhiing thao tac soan thdo thong thuong dé soan thao tai li¢u nhu la:

Cac phim chit a, b, c, d,..,z. Cac phim sb tir 0 dén 9.

Cac phim dau ', <> {}[]...

St dung phim Shift dé gb chit IN HOA va ky tu phia trén ctia mot s6 phim.
St dung phim Caps Lock dé thay d6i kiéu g chit IN HOA va chir thuong.
St dung phim Enter dé ngat doan vin ban (xudng dong).

St dung phim Tab dé dich chuyén diém Tab.

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

St dung cac phim mili tén <« T4— dé dich chuyén con tré trén tai lidu.

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

St dung phim Home, End dé dwa con tré vé dau hodc cudi dong vin ban.
Phim Delete dé xo4 ky tu vin ban dtng ké sau con tro.

Phim Backspace dé xo4 ky tu vin ban ding ké truéc con tro.

3.3.  Thao té,c trén, khdi van ban.
3.3.1. Panh dau khdi van ban ( )

Trudc khi thue hién 1 thao tac ndo d6, ta phai xac dinh phan vin ban s& chiu anh hudng cua
thao tac do. Do do, day la thao tac khong thé thiéu khi ta thuc hién 1 cong vi¢c nao do.
bé quét khdi doan vin ban ta 1am nhu sau: Pua con tré chudt vé diu doan van ban can danh
dau khéi, 4n gilr nut trdi chudt va kéo chuot dén cudi doan vin ban can chon. Khi ta kéo
chudt dén dau vin ban s& duoc boi den dén do.

Hoac

Dua con trd chudt vé ddu doan vian ban can danh ddu khéi, nhan giit phim Shift va cac
phim mii tén <M — dé chon doan vin ban.

3.3.2. Sao chép khdi.

Sao chép khéi vin ban 14 qua trinh tao 1 vin ban méi tir 1 khéi van ban di co san. Cach
nay duoc thuc hién khi ta can g0 lai 1 doan van ban giéng nhu doan van ban c6 san trén tai
liéu vé mit noi dung 1an hinh thic.

Cach lam nhu sau:

Quét khéi doan van ban can sao chép.

Thuc hién 1énh sao chép 1 trong cac cach sau: Chon Edit = Copy hoac Click chudt vao nut
1énh Copy ho# “2hén & hop phim Ctrl + C.

Pit con tro soan thao noi can dan doan van ban.

Dén doan vin ban bang 1 trong cac cach sau: Chon Edit = Paste hodc Click chudt vao nut
1énh Paste ho3 [#14n t6 hop phim Ctrl + V.

Lac nay ta s€ théy 1 doan vin ban méi dugc dan vao vi tri da chon & trén. Ta c6 thé thuc
hién nhiéu 1énh dén lién tiép, dir liéu dugc dan ra 1a dir liéu cua lan Copy gan nhat.



3.3.3. Di chuyén khéi vin ban.

Véi phuong phap sao chép khdi vin ban, sau khi sao chép doan vin ban méi thi doan vin
ban ¢t van ton tai dung vi tri ct. Con thao tac di chuyén doan van ban, sau khi di chuyén
doan van ban dén chd khac thi doan van ban khong con van ton tai noi vi tri cu.

Cach lam nhu sau:

Quét khdi doan vin ban can di chuyén.

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

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

Dén doan vin ban bang 1 trong cac cach sau: Chon Home=> Paste hodc Click chudt véao
nut 1énh Paste 3¢ nhan t6 hop phim Ctrl + V.

3.3.4. Xo4 khbi.

Quét khoi doan van ban can xo4.
Nhan phim Delete hodc phim Backspace trén ban phim dé xo4a khoi van bén.

3.4. Sir dung Undo, Redo, 1dp lai thao tac vira thuc hién:

Doi khi ban thay doi diéu gi d6 trong vin ban va ban cam thiy hdi tiéc. May mén thay,
Word ghi nhé moi thay d6i ma ban da thuc hién trén mot tai liéu trong mot phién lam viéc.
Ban c6 thé sir dung chirc ning Undo 9 -trl + Z) dé phuc hoi (huy bo) tac vira thuc
hién.

Hoac st dung chtic nang Redo ™ - Ctrl +Y) dé 14y lai cac phan da huy bo.
Bén canh d6 ban c6 thé 1ap lai 1 thao tdc ma&1i thuc hién nhiéu lan béing phim F4 ( hoac Ctrl
+Y néu chirc ning Redo bi md)

3.5.  Tim kiém va thay thé:
3.5.1. Tim kiém van ban: Ban c6 thé str dung chirc ndng nay cia Word dé€ dinh vi va chon céc
ttr, nhom tir c6 trong van ban cua minh. Pé tim kiém ban thuc hién nhu sau:

Tir menu Home = chon Find hodc nhan Ctrl + F
Ho6i thoai sau xuét hién:

Find and Replace @g]

Find Replace Go To

Find what: tin hac| P
GA tiv cdn tim Clicl chnAt 3 fim

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

Hinh 1.6: Hop thoai tim kiém
Nhap chudt vao khung Find what va gé tir - nhém tir ma ban mudn tim kiém.
Click chon Find Next dé Word thuc hién tim kiém. Néu tim thdy, tir - nhom tir d6 sé& duoc
boi den. Ban c6 thé chon Find Next dé tiép tuc tim kiém.



3.5.2. Thay thé van ban: Khi ta thay thé vin ban tirc 13 ta thuc hién viéc tim kiém 1 nhom tir
nao do va thay boi 1 nhom tir khac.

— T menu Edit & chon Replace hoic nhan Ctrl + H

— Hop thoai sau xuét hién:

Find and Replace

Find Replace | Go To GG tir can tim

Find what: |tin hoc = w |
) Go tir s€ thay the
——1
Replace with; |x-'| tinh — £ |

[ More ¥ L[,Vaeplace ] [RE:WCE: all ] [ Find I‘Ext ] [ Cancel ]
AN

Thay thé tir tim thdy Thay thé tit ca Tim tir ké tiép

Hinh 1.7: Hop thoai tim kiém va thay thé
— Chon Find Next dé thuc hién tim kiém tir & muc Find what, ban ¢6 thé chon Replace dé
thay thé n6 bang tir nam ¢ muyc Relace with.
— Lip lai budc trén cho dén khi hoan tat qua trinh tim kiém va thay thé.
— Néu mudn word thay thé hét tat ca cac tir tim thay, ta chon Replace All.
3.6. Chél’,l cac }(i tu dac biét vao van ban: q q
Cé rat nhiéu ky tu dac biét khong co6 trén ban phim, vay lam sao dé ta c6 thé dua chung
vao vin ban? Dé thuc hién diéu nay, ban lam nhu sau:
— Pua con tré dén vi trf ma ban mudn xuét hién.
— Chon Insert > Symbol
— Hop thoai Insert Symbol xuén hién:



Chon Font chir co ky tu dac biét

Symbols | Special = Chon ky tw mudn chén
Font: | el -

OOO@O-DA*F* %
H 4| < | O ||y | | B S SO S | DD S S
D@ || P S| | |2 |2 | R SRR
e | AT A < | |4 rw |G| (OO
Recently used svymbols:
T ol - [mlo] [e]£]¥]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 van ban dudi day, r6i dinh dang theo yéu cau vé Font chit, cd
chir cua tirng doan van ban.

VAN CANH HUONG SON

Hom nay di chua huong
Hoa cé mo hoi swong
Cung thdy me em day

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

Em van dau soi guong

Khan do huong ga cao

Em deo diy yém dao )
Quén linh 4o the m('yi<[ Font Tahoma, Size 13, B ]
Tay cAm nén quai thao
Me cueoi :Thay né trong
” e ame 7, Font Arial, Size 13, B,/
Chan di doi dép cong cong ]

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

Font Calibri,
Em tuy moi muwoi nam Size 15,1, U
Ma da lam ngwoi tham

Nho moi mai dwa tieng

Khen twoi nhu trang ram

Font Candara,
Nhung em chira l‘hd,V ﬂ Size 13, B, I, words only
Vi thdy bdo ngwoi mai

Rang : em con bé lam
Y doi nguoi tai trai
Bai tap 02: M¢ tap tin mdi, nhap bai tap va luu vao 6 dia D:\Folder cua 16p minh.
NGAY XUAN o

Q

Ngay Xuan con én dua thoi
Thiéu quang chin chuc da ngoai 60 Shading
Co non xanh tan chan troi

Canh 16 trang diém mot vai bong hoa
Thanh minh trong tiét thang ba

L¢ 1a tdo md hoi 1a dap thanh

Gan xa nd nirc yén oanh

VVVVVYVYY

ooo
Borders
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Bai 2:
TRINH BAY VAN BAN
Gi61 thiéu
Micosoft Word cung cap cho ching ta rat nhiéu cach thirc dé thay d6i cach thé hién

van ban trén man hinh va trong khi in tai liéu. Pinh dang van ban nham gitp cho tai liéu dep,
rd rang va cd an twong hon. Ban ¢6 thé s dung phim tét, cic nut 1énh trén thanh cong cu
Formatting hay céc 1énh trén menu Format dé dinh dang theo yéu cau.
Muc ti€u
— St dung duogc cac ddi tuong va hiéu ing dé trinh bay van ban;
— Trinh bay céach thuc dinh dang van ban;
— bDinh dang dugc mot van ban ding yéu cau;
— Thuc hién cac thao tac an toan véi may tinh.
1. Dinh dang van ban:
1.1. Dinh dang ky tu ) i v

Cac lya chon lién quan dén vi¢c dinh dang ky tu gdm c6: Thay doi Font chir, kich c& chir,
kiéu chit (ddm, nghiéng, gach chan),....
1.1.1 Thay d6i Fon chir:
Cac budc thuc hién:

o N X Ae Font Character Spacing | Text Effects Chan X
— Chon doan van ban can thay doi. Font . e
chr =S an| Fegular 12 —
— Chon Home -> Font. =T 2 &
A . A “ A Tunga Bald 10
— . Verd Bold Ttalic 11
Hop thoai Font xuat hién: verdons B f—
Font colar: Underline style:
Chon akic | | (none) L' | EE——
mau Effects .cl}:l.Q.U_klﬂJ
[ strikethrough [1 shadow [ small caps ml’mlg-ga-‘: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 tir.

— Double Strikethrough: Gach bo gitra tir nét doi.

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

11



thanh chitr IN HOA hodc nguoc lai.
— Quét khéi chon doan vin ban can dinh dang.
— Nhin t6 hop phim Shift + F3.

1.2.

— Chon ky tu can dinh dang.
— Chon Menu Insert = Drop Cap ...
—  Xuét hién hop thoai Drop Cap:

1.3.

Dinh dang ky tt tu hoa roi xuéng nhiéu dong.
Ta thyuc hién thao tac nhu sau:

Chon

Khoan
gcach

Drop Cap EI
Pasition
W W
\
None Dropped N
Options
Fonik:
%ES Mew Roman v
Lines ta drop: 3 —
—=arance from text: 0" g

Ta cén thyc hién thao tac nay khi can chuyén mot doan van ban tr dang chit thuong

Chon

Hinh 2.2: Hop thoai Dropcap

Dinh dang doan van ban — paragraph.

Pinh dang doan van ban gém 1 s6 dinh dang nhu: Canh 18, dinh dang Tab, dinh dang
khoang cach gitta cdc dong, ... Ta c6 thé thy hién thao tac nay bang 1 trong 2 cach sau:
Céach 1: Str dung Menu 1énh:

— Quét khéi chon doan van ban can dinh dang.

— Chon Layout = Paragraph ...

— Xuat hién hop thoai Paragraph:

Khoang

Paragraph @EJ
Indents and Spacing | Line and Page Breaks
eeeee |
lignment Left Body text %
— Cen
Left: 0.25" B Special: By:
Right: i E Hanging N
~ (no
/ﬁamr\q \
Before: opt e Line spacing: &k: na
After 0pt & Single v‘\:
| -
Sin
Freview I
gle

Hinh 2.3: Hop thoai Paragraph

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

+

+
+
+

Left: Canh thang hang 1& bén trai.

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

Right: Canh thiang hang 1& bén phai.

Justified: Canh déu 2 bién trai - phai ( chi ap dung cho doan vin ban c6 nhiéu dong).
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Special: Thut dau dong
+ Frist Line: Thut vao ddu dong ( Khoang cach duoc dinh trong
+ Hanging : Nguoc lai vdi Frist Line.

Line Spacing: Khoang céach gitra cac dong trong doan.
+ Single: Khoang cach 1 dong dong binh thuong.
+ 1.5 lines: khoang cach 1.5 dong. AL!?? [ Align
+ Double: Khoang cach 2 dong.
Trong thyc hanh, dé cong viéc dugc tién hanh
nhanh chéng hon ta c6 thé sir dung thanh cong
cu sau, két hop voi thanh thudc:

By

4

Increase

Line
Spacing

Decrease
Indent

Hinh 2.4: Thanh cong cu dinh dang
1.4, Dinh dang ky hiéu dau dong - s dau dong. ,
Thong thuong, dé tao céc tai liéu dang tom tat, liét ké, ... ta phai dat cac hoa thi, so thir tu
dau dong cho vin ban nham rd rang, dé doc.
1.4.1. Dinh dang ky hiéu dau dong.
— Quét khéi doan vin ban can dinh dang.
— Chon Format - Bullet and Numbering...
— Xuét hién hop thoai Bullet and Numbering = Chon Tab Bulleted:

Bullets and Numbering @

@ Numbered | Outline Mumbered | List Styles

- o

MNone - s

- o

+ »

+ »

+ ¥

Ge=)

Hinh 2.5: Hop thoai Bullet and Numbering

Néu trong danh sach cac hoa thi c6 san cia Word da c6 mau hoa thi ta can thi ta click chudt
vao hoa thi d6. Nguoc lai néu khong co, ta chon 1 trong cac hoa thi c6 san r0i chon
Customize... dé chon miu hoa thi khéc theo y mudn cua ta.

Xuét hién hop thoai Customize Bulleted List

+ Font...: DPinh dang Font chit cho ky tu duogc

chon lam hoa thi.

+ Character...: Tim ky tu khac dé 1am hoa thi.
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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 1am hoa thi ta chon Character ...
—  Xuét hién hop thoai Symbol:

1 XN B 8 |B| @ R = o |l o=
chfx&écék}'rK =GR = =~ I
tu dae b1 dle|ol=|d|? % 0006 LR
NEAEREHEIE IRt AR 10" h e
Cackytr " M| LM | X Vo225 | X |er|& @ | O| W | O
dac bigt AR IR AR v [ |B AT - TR R |

Recently used symbaols:

= Tol=wrA- @D € £(¥0©

wingdings: 0020 Character code: (0020 From: | Symbol (hex) w

[ ok ][ Cancel

Hinh 2.7: Hop thoai Symbol
— Font: Chon Font chit dé tim ky tu dac biét ( thong thuong cac ky tu dac biét thuong & 2
font Symbol va wingdings).
— Sau khi tim thdy Font chit c¢6 ky tu can lam ky tu dic biét dau dong, ta click chudt vao ky
do6. Chon OK - OK.
1.4.2. DPinh dang sb tht ty dau dong.
— Quét khéi doan vin ban can dinh dang.
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— Chon Format - Bullet and Numbering...
—  Xuét hién hop thoai Bullet and Numbering = Chon Tab Numbered.
Bullets and Numbering gl

E'-I"Etegtline Mumbered | List Skyles

1. 1) l.

Mone 2 ) II.
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 hi¢n tugng tuy nhu tao Bullet.
— Chon Customize ... > Xuét hién hop thoai Customize Numbered List

Customize Mumbered List E|
binh dang stt \\ Hhmber Farmat
inh d; —~1"7
L2 B I\ Mumber skyle: /J , 2\
Kitucuastt ——1 1 5, . ~ Start at: [1 - Bat dau danh stt
.
Murnber position tf.I Sé méy
Left - aligned at: (0.5" % N ) -
Texk position K_hoang CaCh
Tab space after: 5 e 1A
0.75" S Indent ak: [g, 75" = cua Stt Vo1 le
Preyview trai van ban
1.
2.
3.
] CE ] [ cancel |

Hinh 2.9: Hop thoai Customize Numbered List
Chung ta chi can thuc hién céc 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 nit 1énh |—. z
thanh cong cu Formating. —

.
.
[11

1.5. Tao du’(‘mg vién va to nén. ‘

D¢ tao duong vién ( Border) va t6 nén (Shading) cho van ban ta lam nhu sau:
— Quét khdi doan vin ban can dinh dang Border hay Shading.

— Chon Format = Border and Shading ...

—  Xuét hién hop thoai Border and Shading.
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Borders and Shading

X)

Page Border | Shading
Setting: Skyle: Prewview
‘ ~ Click, on diagram below or use
None buttons ko apply borders
S
I:I Shadaw T b/ .
Color e
D Autamatic V‘
3D
‘Width
5 pt w Apply ko
é Cuskam
- |F‘aragraph W |
Options. ..
Shows Toolbar ] [ Horizontal Line. .. ] I o] 4 ] [ Cancel ]

Hinh 2.10: Hop thoai Border and Shading

— C6 3 tab dinh dang:

+ Border: Ké duong vién cho van ban.

+ Page Border: Ké duong vién cho cé trang vin ban.

+ Shading: T6 mau nén cho vin ban.

1.5.1. Tao Border cho doan van ban: Chon Tab Border

N+ o+ o+ + o+

Borders and Shading

[ Show Toolbar

Shading
Setting: Styls: Preview
-~ Click on diagram below or use
-~ o~
r— buttons to apply bordsrs
retie]
n
Paragraphy -
] [ Horizontal Line... ] oK Cancel

Hinh 2.11: Hop thoai Border

Setting: Chon dang duong vién
Style: Chon kiéu dudng vién
Color: Chon mau dudng vién
Width: Chon d6 day duong 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
MNane buttons to apply borders
D Box DD
Shadow T (i .@ .-- -.-

|31 pt > | Apply bo:

Ark: | ‘Whole document ~ |

I:I i i
E L width:
=)

Cuskom

L ppnee -
Showe Toolbar ] [ Horizonkal Line. .. ] [ a4 ] [ —ancel ]

Hinh 2.12: Hop thoai Page Border

— Thuc hi¢n tuong tu nhu tao Border cho doan van ban.
— Apply to:

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

+ This Section: Chi ap dung cho trang hi¢n hanh.

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

+ All Except First Page: Ap dung tat ca, trlr trang dAu tién

- Néu muén dudng vién trang van ban 1a cac hinh anh, ta chon & muc Att.

1.5.3. Tao nén mau dudi doan van ban: Chon Tab Shading:
— Fill: Chon mau nén.
— More Colors...: Click chon néu mudn c6 nhiéu mau khéc.
— Patterns — Style: Tao nén c6 cac duong ké ca ro.
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Borders and Shading

X]

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: ’ .

Tabs 1a cong cu dugc sur dung rat nhi€u trong vi¢c nhap van ban. Ngoai viéc kha nang dinh
lai cac khoang dung ctia con tré khi nhan phim Tab, ta con cé thé st dung Tabs dé tao van
ban co6 dang:

TRUONG TCN CU CHI CONG HOA XA HOI CHU NGHIA VIET NAM
—————— 000------ Doc lap - Tu do - Hanh phuc
----000----
Hoac
%113L4aga
[ 7 o PP
Sinh ngay:........ccoceue. Thang.........ccceeen. JA\F: 15 D Tai:............
biachi: ... buong.................. Phuong ................ Quin:.........

Cac loai Tab thong dung:
[] Tab trai: Vin ban dugc canh 18 trai khi con tré nhay dén vi tri dat Tab.
[+] Tab giita: Van ban duoc canh giita khi con trd nhay dén vi tri dit Tab.
[a] Tab phai: Van ban dugc canh 1& phai khi con tro nhéy dén vi trf dat Tab.
= Tab thap phan: Tao van ban c6 cac dau thap phan thang hang véi nhau.
Tab Bar: Hién ra cac duong ngay tai vi tri dat Tab.
Cach dat Tabs:
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Thong thuong ta s& dit Tabs trude khi gd dé vin ban dugce rd rang. Sau d0, ta s& diéu chinh

lai néu can.
— Dat con trd 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 ding ctia con tro khi nhan phim Tahbs §|
Tab —
( Tuong img trén thanh Thrde) \"I ab stop position: Default tab stops:
& 2" 3
Eu Tab stops to be cleared:
Cac Tab hién c6 trén dong dang chon —— |
Alignirment
- () Left () Center ) Right:
Cac loai Tab — Canh 1€ cho Tab ?} P O Bar
Leader
. 1N &\ 0000000 5 o=
Xudthién cacky higu....,--—-,__Kkhi | 84 one Oz O3
di chuyéncon tro dén vi tri dung Tab. B
[ Set ] Clear ] [_Elear all ]
[ Ok ] [ Cancel ]
Xoa Tab dang chon Xo4 tit ca Tab hién co
Hinh 2.14: Hop thoai Tab
— Tab stop position: G diém ding cho Tab
— Alignment: Chon loai Tab.
— Leader: Chon kiéu Tab: ey Ty
— Chon Set dé thiét Iip Tab > Chon OK
Ta c6 thé dit Tabs nhanh dua vao nut Tab va thanh thudc
| g'l T - T T L R T R - R BTN SR |

Chon loai Tab Click chon vi tri Tab

Click chon vi tri Tab

Hinh 2.15: Chon Tab trén thanh thudc ngang

1.7.  Chia vin ban thanh nhiéu cét:

— Sau khi nh3p 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 vian ban can chia thanh nhiéu cot ( tao 1 dong trong)
— BOi den vira du doan van ban d6 ( khong bdi den dong trong da tao & trén)
— Chon Layout = Columns - More columns
— Xuét hién hop thoai Columns:

Vian ban duogc chia
thanh may cot?

Cancel

Qe T Three  Left

Mumber of columns: z S Line between
Width and spacing revis
b6 rong cua cot  [—u] Col #:  width: Spacing:
\1:‘2,88" Fe .5" ¢
Khoang cai:h gita |
cac cot
| w[+] Equal column width
Do rong cia cac cotco /
bang nhau khong? Apply bo; Whale document w

l

Danh déu dé ¢ duong
ké phan cach gitra cac
cot

Hinh 2.16: Hop thoai column

Neéu chia cot ma khong can cac duong ké phan cach gifra cac cot, ta ¢6 thé sir dung nlit cong

cu sau:

Click chudt roi l
chon soO cot

3 Columns

2. Chén cac d6i tuong vao van ban
2.1.  Chén hinh va xu ly hinh

Cac budc thuc hién:

— Thuyc hién thao tac chen hinh.

20



Thay dbi kich thudc hinh.

Thay di vi tri twong ddi ctia hinh( C6 thé bat budc phai thuc hién thao tac nay thi méi di

chuyén hinh dugc).

Di chuyén hinh vao dang vi tri.

Thay ddi mét sd thudc tinh khac cta hinh.
Thao t&c chén hinh:
Chén hinh tir thu vién hinh cia Word ( SmartArt):

Chon Insert > SmartArt
Xuit 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 mot hinh tuong img 101 v& chén vao van ban
Chén hinh tir 1 file anh:
— Dit con tro tai vi tri mudn chén hinh.
— Chon Insert - Picture
— Xuit hiép hop thoai Insert Picture
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Thao tac nhanh:

Chon file anh tir hop thoai sau:

Chon O (ﬁi‘i, Folder c6
hinh can chén

Chon hinh can chér{

[ Insert Picture
T =
Organize +
4 Downloads
[E| Documents
=] Pictures
) Microsoft Word
7@ OneDrive

3 This PC
[ Desktop
[£| Documents
& Downloads
D Music

=/ Pictures

» ThisPC »

MNew folder

A

v

Camera Roll

Pictures »

Search Pictures

v O

SR |

Saved Pictures

File name: ||

v | [Aupictures

Tools ~ Insert | Cancel

*
r
(2}

Hinh 2.18: Hop thoai Insert Picture

— Chon hinh can chén roi chon Insert.
2.1.1. Thay dbi kich thudc hinh:

— Click chon hinh can diéu chinh.
— Pua chudt vao cac hinh vuéng nho & cac goc, hodc cac di€m gitra ctia khung chira hinh
cho hi¢n cac miii té€n 2 chi€u (hinh bén) r61 gilr nit trai chudt kéo - tha dé di€u chinh.

= =

W

Hinh 2.19: Hiéu chinh kich thuéc cua hinh

2.1.2. Thay d6i vi tri twong d6i cta hinh:

Thao tac nhanh:

Click chon hinh can diéu chinh.
Chon Format - Wrap Text
Céc dang vi tri trong d6i thong thuong:

(Hinh giong nhw 1 ki tir binh thuong).

nhat.

(6m séat Hinh)

R

Inline with Text: Hinh nam trén cung 1 dong vdi vin ban
Square: Hinh s& day vin ban sang 4 phia theo dang 1 hinh chix

Tight: Hinh diy vin ban sang 4 phia theo 1 hinh dang bat ky

Kéo thd - chudt dé
thay d6i kich hinh
hinh

1 Bring Forward

Wrap [] Send Backward

Text~ o
C1l; Selection Pane

In Line with Text
Square

Tight

Through

Top and Bottom

Behind Text

o]

In Front of Text

Move with Text

<

Fix Position on Page

Muore Layout Options...

Behind Text: Hinh khong day van ban. Hinh nim an phia dudi van ban.
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— In front of Text: Hinh khong day vin ban. Hinh nim phia trén, che mat vin ban phia dudi.
— Advanced: Céac dang vi tri twong ddi khac.
Di chuyén hinh:
Pua chudt vao giira hinh > XuAt hién mii tén 4 chiéu 4—I—> , sau do gitr nut trai chudt

kéo hinh dén vi tri méi.
2.2.  Cheén chit ngh¢ thuat (Word Art)

Word Art 14 nhitng van ban nghé thuat (udn lugn, c6 bong,...) ma ta c6 thé di chuyén,
xoay, thay doi kich thudc va dat trén 1 trang gidy gidng nhu 1 Picture.

Vi du nhu hinh bén dudi

\4

0 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 mot kiéu ctia Word Art ( khong nén chon kiéu
cong, kiéu cong sé chon & cdc bude sau)

'q - E{D _Q Symbol -
Click chuot A A
[ dé chon A 2 A
A A A [

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 chix
Word Art.

Your text here

Hinh 2.21: Khung Your text her
Vi du: GO chit Word Art ¢6 ndi dung sau:
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TI—IUC HANH TN
HOC
2.3.  Chen Shapes vao van ban

Cong cu Shapes 13 mot cong cu dd hoa quan trong nhat trong Word. Véi cong cu nay
ban c¢6 thé tao nhitng duong don gian, hinh oval, tron, hinh chitr nhat va dac biét cac so do
trong SamrtArt
2.3.1. Vé 1 Shapes:

© =X 7

Hinh 2.22: Mot sb Shapes tiéu biéu

— Chon Insert = Shapes
— Hién ra mdt bang chon céc hinh Shapes,
— Chon 1 hinh Shapes = Khi d6 con tré bién thanh dau “+”
— Pua con trd chudt dén vi tri mudn v& Shapes, giit nat trai chudt va kéo dé va.
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 muén thém vin ban > chon Add Text.
2.3.3. Két nhom céc ddi twong dd hoa:
Tat ca cac Picture, WordArt, Shape, Textbox déu goi chung 1a céc ddi tuong dd hoa.
Pé két nhom cac doi tugng do nay ta lam nhu sau:
— Nhan giit phim Shift va Click chon cac ddi twong can két nhom hoic click chudt vao nat
lénh [  trén thanh cong cu rdi kéo bao cac ddi tugng can két nhom.
— Nhiép phai chudt vao cac d6i tuong rdi chon Grouping = Group.
2.3.4. Ra nhom céac ddi twong da két nhom.
— Chon nhém cn r.
— Chon Draw = UnGroup ( hoic nhap phai chudt vao d6i tuong can rd nhom rdi chon
Grouping-> UnGroup)
2.4. Dua hinh anh trén man hinh vao van ban ( chup hinh)
2.4.1. Chup truc tiép: Khi hinh anh I3 1 cira sé.
— M0 ctra s6 can chup.

— Nhan phim <Print Screen> dé€ luu hinh anh ctra s6 vao by nhé tam.
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— Viao MS Word chon 1énh Paste dé dan hinh vao vi tri cn chén.

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

— Mo hop thoai can chup.

— Nhin t6 hop phim <Alt> + <Print Screen> dé luu hinh anh hop thoai vao bd nhé tam.
— Vao Winword chon Iénh Paste dé dan hinh véo vi tri can chén.

2.4.3. Chup - Cit: Khi cn chup 1 phin cira ctra sd

— M0 ctra s6 can chup.

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

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

— Chonnut cong cu Select =3 hodc Free from Select  4i dé chon phan hinh can cat
chon Copy dé luu phan cit vao bd nhé tam.

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

2.5. Cheén cong thirc toan hoc

— Equation 1a mdt chtrc ning ctia Winword cho phép tao cac biéu thic toan hoc nhu cin sb,
phan sb, ma tran, cac biéu thic vécto, ...

— Pé vao Equation ta chon Iénh Insert > Equation = Insert new Equation s& xuét hién ctra
s6 Equation c6 mot khung va thanh cong 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 c6ng cu Equation

Dén day ban chi can gb biéu thire vao khung. Nhirng ky tur ndo o tén trén ban phim thi
g0 binh thuong, cac ky hi¢u khdng 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 chirc nang Equation.

Chi y: Khong nhat thiét lac nao ciing vao Equation.
Vi du: Dé tao biéu thirc A = b? — 4ac thi khong can phai vao Equation.

Pé chén A ban c6 thé dung 1énh Insert = Symbol, con chi s6 trén cua b? thi ta 6 thé
dung 1énh Format/ Font chon Super Script hodc t6 hop phim Ctrl + SHIFT + = dé gé chi s6
trén.

Vidu: bé tao biéu thire sau:

a
a——=
—bﬂ
ab -
Cong viéc dugce thyc hién nhu sau:
Vao Equation:
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Chon nut dé tao dau {

Chon nut

Pé tach phan bén trong ddu { thanh 2 ddi tugng nhu sau:

Chon ntt can so:

G& chir a, bAm phim mii tén tGi ( dé roi khoi anh huong cua déu can), gb dau trur.
Chon nit phan sd — g0 a (11 s0) va b (mau s6)

Nhén miii tén t6i, gd ddu =, chén B (béta)

Xong biéu thirc phia trén

. Nhan Enter xudng biéu thtrc 2. G& a. Chon ky hiéu vécto (nit thir 3, hang trén), o
diu chim, g0 b, chon ky hiéu vécto, chén ky hi¢u o.

+ + + + +

: 2
g
i i
& §
i ¥
Cac hi€u ung déc biét 5
— DE tao hi€u ung chir ta thuc hién nhu sau: iy

+ Quét khoi chon doan vin ban can dinh dang
+ Chon Font
+ Hop thoai Font xuat hi¢n
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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

Y 12 Y

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 xuat hi¢n

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 tmg mau nén chir
+ Text Outline: Hi¢u ing dudng nét chir




Bai tap thuc hanh
Bai 01: M¢ tap tin méi, nhap bai tip va luu vao 6 dia D:\Folder ctia 16p minh.

GIOI THIEU CHUNG VE INTERNET

——m SOCF -
A Internet 14 hé thdng gdm cac mang may tinh, duoc lién két v6inhau trén pham vi toan
thé gidi theo mot giao thirc chuan, thong qua cac hé thong kénh truyén thong.

A Nhu vdy, Internet c6 thé hiéu la mang ciia cdc mang. Giao thire chudn dé cdc mang
may tinh noéi véi nhau la TCP\IP.

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

SO YEU LY LICH
|. PHAN BAN THAN.
3 (0 T £ 5 PP
Sinh ngay: ..........ce... thang ............... Nam................... Tai:
Hién cu ngu tai;.......... Dbuong ............... Phuong .............. Quan: ......cooeeviiieiiiee,
La sinh vién hoc 16p: . Tai trung Tin Hoc ........eevviiinnnnnnnnn. [0
Pat diém trung binh cac mon.................. Hoc ky:.....ccc. Khoi hoe: vveeeeeeeieieeeane,
Il. PHAN GIA DINH.
Ho t€n Cha: ..o e Namsinh........................
NGHE NGRIEP: ..o, NOT IAM VIBC...vovet cevevereteeiee e,
5 (o 1< Y Namsinh........................
NGhé NGHIEP: ..cvoceeeeeeeeeeceeeeeeeeeee, NO11am VIEC: vt v
I1l. ANH CHI EM RUOT.
L. HOtN: et e Namsinh ......................
2. HO eI i Namsinh ........cocoeeiinneenn
3 HO N e s Namsinh ........ccccoeevinneenn
S [ X0 () o Namsinh ...........cocccoenee.
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Bai 02: M¢ tap tin méi, nhap bai tip va luu vao 6 dia D:\Folder cua 16p minh.
UBND HUYEN ABC CONG HOA XA HQI CHU NGHIA VIET NAM
CTY BUU CHINH TP Déc ldp - Tu do - Hanh phiic
Ooode; O (R
Tp.HCM, ngay 5 thang 09 nam2018
HOP bONG
> Cian ctr vao phap 1énh hop ddng kinh té ngay 28/9/1983 ctia hoi nha nude va nghi dinh
s6 7/HPBT ngay 26/01/1990 ctia hoi dong bd trudng qui dinh chi tiét viéc thi hanh
phéap Iénh HDKT.
> Can ctt nghi dinh s6 121/HPBT ngay 15/08/1987 ctia Héi Pong BO Trudng ban hanh
diéu 1¢ Buu Chinh Vién Thong.
> Theo yéu cau ciia khach hang va kha ning phuc vu cia cong ty dién thoai Tp.
Hai bén gdm:
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 dat may:><d 51 Ky Péng, P.10, Q.3, TP.HCM
Bén B: (Cty dién thoai)
Dia chi: B4 s6 2, Hung Vuong, Q.10, Tp.HCM.
Dién thoai: @ (084) 8365874
Tai khoang:710A.00209 Ngan hang Cong thwong VN-Tp.HCM.
Pai dién ki: Ong PHAM HUNG LAM — Chirc vy: P.Gidam Doc.

Khéch hang Ngay ... thang ... nam 20...
( ky tén) Giam ddc
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Bai 03: M¢ tap tin méi, nhap bai tip va luu vao 6 dia D:\Folder cua 16p minh.

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

GIAY CHUNG NHAN SUC KHOE

Phén I: Ly lich ban than
|3 (I 10 1< s LA PP

Dia chi: BPuong .................. Ap(khu phd)........covvee. xa(phuong)........cccoovvvininnnn.
Huyén(quan)..............ccce. TP(tINh) eeeni e
INOT COMNE TAC: 1evtuiietiiiiie i e e et et ettt e e e e ettt e e e e eate oaeeeettn e e e e eabaaaeeeetb e eeesannaaeeees
Phan II: Kham
e Mit
Trai: Phai
o Tai
Tai trai Tai phai
e Ring
Ham trén Ham dudi
e Than kinh:

e HO hip:

e Tuan hoan:

Tp HCM, ngay ... thang ... nam 20...
Bac s kham
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Bai 4: M6 tap tin méi, nhap bai tip va luu vao 6 dia D:\Folder cua 16p minh.
Truong THPT Binh Duong
><: S6 1 V& Thi Sau Di An BD
@ 065 10101010
DPE THI HOC 11-2010
Mon thi: Toan
Tho1t gian lam bai: 120 phut
Cau 1: Cho ham s6 y=f(x) =x% + (2m-1)x? +(m+1)x —«(m+3) c6 d6 thi (Cm) v&i m la mot tham
56
1. Chtng minh rang ham sb ludn ludn c6 2 diém cuc tri
2. Khao sat su bién thién va vé& d6 thi (C) ctiia ham s6 khi m=1
3. Duya vio d0 thi hay bién luan tuy theo k s6 nghiém ctia phuong trinh x® -3x? +2-k =0
Cau 2: Chimg minh biéu thirc va tinh tich phan sau:
a. nzl(ai+l -a;)4 =Ie
i=0 a
b. Isin 20 C0S 3
C. I(Sa)z +sin 3w)dw
Cau 3: Trong mat phang OXY cho hyperpol ( H); 9x? -16y? = 144
1. Chi rd cac truc toa do cac dinh, tiéu diém, tiéu cy, tAm sai va viét phuong trinh 2
dudng tiém can cua (H)
2. Vé (H)
Tim M(H), biét goc FiHF, = 1v
4. Viét phuong trinh hyperpol (H”) lién hop cua (H). Xac dinh tiéu diém, tAm sai va
duong chuan coa (H”).
Cau 5: Tinh tich Boole ctia A va B véi
1 00
A=|0
1

w

=
= O
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Font 5

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

Fonk I Characker Spacing I Text Effects
Fonk: ; Size:
=T Times) [Horml 13

a -
=]
10
= Enld-Ikalic 11
S PP hd

Font color; 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., .. |

[ ox |

Cancel I

Home Desig Ay o

=l
! Chon c6 chir

Thanh menu
= Save
Bao céo P - N
) Undo theo CO CAU TO CHUC CONG TY
e XYZ
= Print - , ,
TONG GIAM BOC
B Bold l +
GP T. MAI GD S. XUAT GPN. SU
= Open Gb T. CHINH
IR v v
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 thi¢u
Khi ban lam viéc véi cac danh sach, cac bang téng kétva théng ké thi Table la cach xir
ly d& dang va hiéu qua nhat.
Table 14 tAp hop céc 6 td chirc theo dang bang gdm nhiéu dong, nhiéu cot. Mbi 6 ¢ thé
chira van ban, s6 hay céc dbi tuong dd hoa.

Hau hét chung ta déu nghi Table nhu mét tinh ning xir 1y vin ban twong dwong véi bang
tinh. Nhung ta c6 thé sir dung Table dé tao cac loai tai liéu tir so yéu 1y lich dén cac bang tin
the,....

Muc ti€u
Mo ta duge cac thao tac tao va xir Iy bang biéu;
Trinh bay ndi dung vin ban trén bang biéu.
Thuc hién cac thao tac an toan v&i may tinh.
1. Cheén bang biéu vao van ban
— Chon Insert > Table & chon Insert Table...

Insert Table

Tahle size

Mumnber of columns: | =
: 2 E
Mumber of rows —
AutaFit behavior G4 s0 dong
—%) Fixed colurmn width: Auko S

Do rong
cua coOt do
X AvrAd +1v

() 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 sd dong, sb cot ta chon OK.
Hoac:

— Click chon nuat cong cu
— Kéo chudt chon s6 dong, s6 cot:

Kéo chuot dé chon 1\
s6 dongo. so cot
/_\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.

Dit con tro trong Table mudn co.
Chon Layout - Delete Table

DPanh ddu chon dong ( cot):
Dit con tro tai dong (cot) can danh dau.

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

Thay déi do réqg 0613:

Panh dau cot can di€u chinh.
Chon Table = chon Table Properties. ..
Chon d6 rong cot trong hop thoai sau:

Table R

Chon dong

Size
Colurmins 1-5:

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

A i \/7’
Go dO rongcua J/ [ 44 Previous Caolumn ] [ Mesk Colurn
cot

[ QK ] [ Cancel ]

Hinh 3.3: Hop thoai Table Properties

Cach khac: Pua chudt vao duong bién phai ciia c¢ot can diéu chinh cho xuat hién <>.|irdi gitr
nat trai chudt kéo - tha. ( Hodc nhip dup chudt).

[
Kéo tha chudt \\‘><-|-|->

(hodc nhép
dup chudt)

3. Thay d6i ciu tric bang biéu

3.1.

Tron nhiéu 6 thanh 1 6:
Panh dau chon cac 6 can tron.
Chon Layout > MergeCells.

g Merge Cells

F=] split Cells 34




3.2.

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

E Merge Cells

FH split Cells

Hinh 3.5: O Split cells

Chén thém cot:

Panh diu vi tri ma cot méi s& duoe chén vao. (Cot nam sau cdt duoc chen).
Chon Layout - Column Left.

Chen thém dong:

Pénh diu vi tri ma dong mai s& duge chén vao. (Dong nam sau dong duoc chén).
Chon Layout = Insert below

Trudong hop mudn chén mdt dong madi & cudi bang ta [am nhu sau:

3.5.

3.6.

bat con té & 6 dudi cung bén phai Table

Nhén phim Tab. Formula X
Xoa dbr}g (Cot): ‘ Formula: —
Danh dau dong (cdt) can xo4 . vy
Chon Layout = Delete Row (Clomun) Nurnbeer Format:
Tinh toan don gian trong Table: v
Dit 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: M6 tép tin méi, nhap bai tap va luu vao 6 dia D:\Folder cta 16p minh.
BANG TONG KET DOANH THU NAM 2018

CONG TY TNHH SAO MAI

E Tén vat tu Qui 1 Qui 2 Qui3 Qui 4
1 % Gach ong 200 150 320 200
2 % Gach the 450 460 465 300
3 ¢ Xi-mang den 150 700 780 550
4 s Xi-mang trang 700 211 200 700
5 % Sit ¢ 10d 680 540 150 400
_ 2180 2061 1915 2150

Ké toan

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

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

Thu trudng

BANG DIEM

Lép : Tin Hoc Can Ban —K04/2010

Diém

I HOQ VA TEN : .

n 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 Poan Trang 3.0 4.5 3.8
4 Lé Thanh Son 8.0 6.0 7.0
5 Nguyén Thanh Huy 6.5 5.5 6.0

Gi4o vién b mon

Ngay .... Thang ... ndm 20....

Truong khoa
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Bai 4
BAO MAT VA IN AN

Gidi thiéu

Phan mém Office Word da ra doi tir rat 1au va khi cong nghé ngay cang phat trién thi
hang Microsoft ciing tich hgp vio cac tinh nang vé bao mat can thiét cho cac file vin ban ma
ban tao ra dé tranh bi truy cap trai phép va ro ri théng tin quan trong cua ngudi ding.

Vén dé bao mat file Word 1a diéu can quan tam hang diu cta nguoi ding dic biét doi
véi nhan vién van phong hay phai soan thao van ban, tao bang tinh

In 4n 14 qué trinh tao ra chir va tranh anhtrén cac chat liéu nén nhu gidy, bia céc
téng, ni 16ng, vai... baing mot chit liéu khac goi 1a muec in..
Muc ti€u
— Thuyc hién duge thao tac tao mat khau cho vin ban;
— Chon lya ché @9 va hiéu chinh truéc khi in an;
— Thuc hién duogc cac thao tac tron van ban;
— Thuc hién cac thao tac an toan vGi may tinh.,
1. Bao mat.
1.1 Protect Document.
— Chon File = Info > Protect Documet - Encrypt with password
— Xuat hién hop thoai Encrypt Documet.

G0 Password vao 0

+ Password: Nhap mat khéu
+ OK:

Encrypt Document ? et

Encrypt the contents of this file

Password:

Caution: If you lose or forget the passwaord, 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

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.)

Cancel
Hinh 4.2: Hop thoai conflirm Password

1.2 Protect.
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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.
+ Xuét hién hop thoai Star Enforcing Protection

+ Nhap 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

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 —

&w More users...

3. Start enforcement

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

Yes, Start Enforcing Protection

enabled.)
cancel See also

Hinh 4.3: Hop thoai Restrict Editting va hop thoai Star Enforcing Protection
2. In van ban.
2.1.  Pat tiéu dé trang.
— Chon Insert > Header hay Footer.
— G5 ndi dung tiéu dé trén ( Header). Hay dudi ( Footer)

Hinh 4.4: Header gb tiéu dé trang in
- Chon Close dé tré vé man hinh soan thao.
2.2.  Panh sb trang.
— Chon Insert > Page Number.
—  Xuét hién hop thoai Page Number.
+ Top of Page: Pdnh ddu trang phia trén
+ Bottom of Page: Pdnh dau trang phia duéi

B Top of Page 3
[&] Eottom of Page 3
=] Page Margins 3
[#] Current Position 3
Eh Format Page Numbers...
Hinh 4.5: Chon vi tri danh s trang [ Remove Page Numbers

2.3.  Dat 1é cho trang in:
— Chon Layout - Page Setup.
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— Xuéat hién hop thoai Page Setup / Chon Tab

Page Setup

Margin. )peper | Layour
Margin: B i ‘;:J:S L5em 3 Bottom: |[1.5cm 3
+ Top: Khoang cach tr mép gidy phia trén dén | et  2sm = Boft: 17cn S
, + Bottom: Khoang céach tr mép giady phia dudi

dén van ban. —r ok

+ Left: Khoang cach tir mép giéy bén trai dén | “preons Hormal 3
van ban. _

+ Right: Khoang cach tir mép gidy bén phai dén o =
Vén bén. Whale document v :;

+ Gutter: Chura 1am gay sach. —

+ Gutter position: Vi tri lam gdy sach. )

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

Hinh 4.6: Hop thoai Page setup

2.4.  Chon khé gidy in: 2
— Chon Layout> Page Setup.
— Xuét hién hop thoai Page Setup > Chon Tab | we~ T

Paper.

+ Paper size: Chon kho gidy

+ Width: Chon chiéu rong kho gidy
+ Height: Chon chiéu cao khé gidy
+OK.

Paper source
First page:

IDefault bray (Cassetie)
Cassette

Preview
Apply to:

Other pages:

Default tray (Cassette)

Cassette ]

whole document -

Print Options. ..
Default. .. [

Q
B3

] [ Cancel ]

Hinh 4.7: Hop thoai Page setup
2.5. Xem van ban trudce khi in:
— Chon File / Print Preview hodc 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 nut cong cu = (Print)
hodc t6 hop phim Ctrl + P.

—  Xuét hién hop thoai Print.
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Printer:

+ Name: Chon may in. Printer
P ’ y Hame; '#  Canon LASER SHOT LBP-1210 v -Eronerties
age range. Status: Idle -
g g A 2 = 2 s A \ TyT:::s Canon LASER SHOT LBP-1210
+ All: In tat ca trang van ban hién hanh. | . usso T
2 A1 : [« : Manual dupl
+ Current Page: Chi dinh trang in ommen | [ el g
: Page range Copies
+ Pages: In theo STT trang OF Number of sopes: 3

(O Current page

COp | es. ) Pages: 11 @ Collate

+ N um be r Of Cop | es: Chon 56 bén in Enter page niumbers and/or page ranges

separated by commas, For example, 1,3,5-12 1

) Print what: | Document | Zoom
} Pages per sheet: 1 page v
Print: Al pages in range e per sl pa
Scale o paper size: | o Staling v

Hinh 4.8: Hop thoai Print

3. Tron van ban (Mail Merge)
3.1.  Giéi thi¢u
—  Khi tién hanh in hang loat cac biéu mau c6 ndi dung gidng nhau vé mac hinh thirc chira
ndi dung thong tin chung, chi khac phan thong tin ca nhan nhu: Phiéu bao diém, gidy khen,
hoa don tién dién - nuée, thi€p moi, ...
—  Dé thyc hién viée tron vin ban ban tao 2 tap tin sau
+ Tap tin van ban mau ( Mail document): Tap tin nay chira cac thong tin chung ma cac phiéu
hoic hoa don nao ciing ¢6 ndi dung gidng nhau.
+ Tap tin dir liéu (Data file): Tap tin nay chira cac thong tin ca nhan nhu danh xung, ho tén,
sb tién thanh toan, ...
—  Sau d6 sé 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.  Céach thuc hién

B1: Tao Data file
—  La mot tap tin dang bang biéu, voi dong dau 1a dong tiéu d& ( dong tiéu dé khong gd dau
tiéng viét va khong c6 khoang trang gitra cac tir ) cac dong con lai chtra noi 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.
—  Vidu: Bé tao mot thiép moi du sinh nhat theo mau dudi day thi tao file data file gém mot
bang c6 2 ¢t va n dong.
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Nhu vy tao file data file gdm mot bang c6 2 cot n dong nhu sau:

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

2: Tao tap tin van ban mau nhu hinh bén dudi, 161 thyc hi¢n cac cong viéc nhu sau:

(@

)

- Nhan dip sinh nhat lan tha 18 cta con chiing toi
- Kinh moi: < Danh xung> < Ho tén khach moi>
- Vui long dén dy budi tiéc chung vui véi gia dinh ching toi
vao luc 19h30° ngay 16/09/2018 tai tu gia.....
e - Rat mong duoc su hién dién ctia < Danh xung> 1a niém
Y,

THIEP MOI

— Chon Mailings - Start Mail Merge - Step by step

Mail merge wizard

—  Xuat hién hop thoai Mail merge
+ Step 1: Chon Letters = Chon Next

Mail Merge -

S EN A,

Select document type

What kype of document are you

+ Step 2: Chon Use the current document = Chon  warking on?
Next
+ Step 3: Chon Browse va tim m¢ file Data file da g f”;’el'c'pes
5 anels
80 0 i Direckary
budc 1
Letters

+ Xuat hién hop thoai Mail merge Recipeints =

Chon OK.

+ Step 4: Chen thong tin tir Data file vao tap tin van

ban mau ta

bat con tro soan thao noi can chén

Send letters to a group of people.
‘fou can personalize the letker that
each person receives.

Click. Mext b cankinue,

Step 1 of &6

@ Mgk Starting document

Hinh 4.9: Hop thoai Mail merge

41



Click chuot vao nut Iénh Inset merge field

Sau kpi click chudt vao nut Inset merge field et e

s€ xuat hi¢n hop thoai Insert Merge Field Field

Sau do chon tén field ( tén cot) can chén vao vi tri nao d6 rdi click chudt vao nut Insert.

+ + + +

Insert Merge Field x|

Insert:
i~ address Fields i* Database Fields

=
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
— Dé hién thi cac thong tin c4 nhan ban click chudt vao nat  "***  trén thanh cong cu Mail
Merge

+ Step 5: Mudn xem thong tin cta timg phiéu ban chon vao nit L ¥ 4 xem
cac mau tin ké tiép hodc trude do.

+ Step 6:
— Chon Print néu mudn in phiéu ra gidy
— Chon Edit Individual letters néu muén xem ( c6 thé sira chita) thong tin cho ting phiéu.
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Bai tap thuc hanh
Bai 1: Tron van ban (mail merge)
1. Tao tap tin Data file ¢6 ndi1 dung sau va luu vao b dia D:\Folder cua 16p minh.

Danhxung Hovaten

Ong Ly Lién Kiét

Ba Nguyén Thanh Van
Chi Chung Tt Bon

Anh Lé Minh

Chi Ly Tiéu Long

Anh Nguyén Thanh Long
Chi Tiéu Yeén Tu

2. Dung chtrc nang tron van ban dé tao tap tin theo mau sau (thi¢p moi), roi tron voi tap tin

Data file & trén.

(@ )
THIEP MOT

- Nhan dip sinh nhat lan tht 18 cta con chng t0i

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

- Vi ldng dén du budi tiéc chung vui véi gia dinh

ching t6i vao luc 19h30° ngay 16/09/2010 tai tu gia.....

- RA&t mong duoc sy hién dién cta < Danh xung> 1a

niém vinh du cho gia dinh chdng toi.

& J

Luu ¥: MAu nay hoc sinh c6 thé thiét ké theo ¥ thich cta 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 cua 16p minh.

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

2 Pham Thanh Van 5.5 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 chuc nang tron van ban dé tao tap tin theo mau sau (thiép moi), 101 tron véi tap tin

Data file & trén.

/ TRUONG TCN XYZ
KHOA TIN HOC

Ho tén: <<Hovaten>>

Két qua mon thi nhu sau:

Piém 1y thuyét: <<Lythuyet>>.
Piém thuc hanh: <<Thuchanh>>.

thu tuc dang ky thi lai

-

Diém trung binh ctia mén hoc 1a: <<Trungbinh>>.
Luu Iy: Hoc sinh nao c¢6 diém trung binh nho hon 5 thi dén van phong khoa Tin hoc dé 1am

CONG HOA XA HOI CHU NGHIA VIE
DPoc lap — Tu do — Hanh phtc

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

/
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BAI 5
TONG QUAN VE MICROSOFT EXCEL 2016

Gioi thi¢u

— Microsoft Excel 1a phan mém xir 1y bang tinh dién tir (Work Sheet), chay trong méi truong
Windows

— Bang tinh dién tir 13 mot bang c6 kich thude rat 16n, gdbm nhiéu cot (Column) va nhiéu
hang(Row). Noi giao nhau giita cot va hang duoc goi 1a 6(Cell). Cac 6 nay dung dé chira
va xtr Iy dir liéu. Ta c6 thé nhap nhiéu loai dit liéu khac nhau vao 1 6 dé xir 1y va tinh toan
tiy theo nhu cau cong viée cta minh.

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

Muc tiéu

— Trinh bay duoc khai niém vé bang tinh;

— MG ta duge cach thirc t6 chirc 1am viée trén bang tinh.

— Thuc hién cac thao tac an toan v4i may tinh.

1. Gidi thigu

2.2. Khéi dong chuong trinh Microsoft Excel

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

Céach 2: Nhénﬂ - Programs - Microsoft Excel.

Céch 3: Nhénﬂ - Run - <Path> >Excel.exe

1.2. Man hinh lam viéc cua Excel.

— Man hinh lam viéc cua Excel 1a 1 ctra s6 tng dung nén c6 ddy du cac tinh chat cia mot
ctra 8O bat ky, vi du nhu phong 16n(Max), thu nhd(Min)... va ¢6 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

+ 4+ + + + + +

Hinh 5.1: Cura s6 MS Excel
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1.3. Thoat khoi excel

Click vao nut Close trén thanh tiéu dé m
Chon 1énh File - Close

Double Click vao Control Box cua cira s6 Excel
Nhan t6 hop phim Alt + F4

1.4. Mot sb khai niérp co ban trong Excel
1.4.1. WorkBook: (S6 tinh)

Don vi luvu trir cia Excel 1a Workbook.

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

Trén mdt Workbook c6 tdi da 1a 255 Sheet.

Ban c6 thé mé nhiéu workbook cliing mét luc, mdi Workbook c6 cira s6 riéng ciia no. Tuy
nhién, ban khéng nén mé qua nhiéu cing mét liic vi s& lam tén bo nhé clia may tinh.
Céc tap tin ctia Workbook thuong c6 phan mé rong 1a XLSX (*.XLSX)

1.4.2. WorkSheet: (Bang tinh) |4 4 » w} Sheet1 / Sheet? / Sheet3 /

Mot Worksheet bao g@)m nhiéu dong - nhiéu c6t véi tén mac dinh 1a Sheet 1, sheet 2...
Trong worksheet thi:

S6 cot (Columns) dugc bat dau bang cac miu tu tir A>Z, AA>ZZ, BA> BZ,...XFD (
16384 cot)

S6 dong (hang, Row) duogc bat dau 1a cac chir s6 1,2 > 1.048.576.

So lugng sheet mdc nhién trén mot workbook 1a 3 Sheet, khi kho1 dong ta co thé thay doi
duoc bﬁng cach chon 1énh File 2 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

Default Programs...

Tell me if e dei rviewing and editing spreadsheets.

Show the Start screen when this application starts

OK Cancel

Hinh 5.2: Cura s6 option

1.4.3. Cell(0)
— O (cell) 1a giao ctia mdt dong va mot cot
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— Diachi 6: dé chi ra mot 6 trong bang tinh (Worksheet), ta dung: tén cot trude, sé dong sau.
Vi du: 6 Al 1a noi giao nhau cua cot A va hang 1
A1 -
- Cotd __|—» & E | C
- Hang so 1

I | 2 [

Hinh 5.3: Dia chi 6
1.4.4. Vung(range)
— Tap hop cia nhiéu 6 lién tiép nhau.
— Mot ving duge xac dinh bai 6 bén goc trai va 6 goc dudi bén phai duoc cachnhau dau “:”.
— Pia chi vang: dé chi ra mot ving, ta dung:

Vung trén co dia chi la B2:ES8

Hinh 5.4: Bia chi ving
1.4.5. Thao tac trén bang tinh
— Di chuyén nhanh dén mot 6 bat ky trong bang tinh.
+ Nhap dia chi 6 can di chuyén tdi trong hop
+ Hodc ban nhin phim F5, xuét hién hop thoai
dén tai day.

oto, ban s€ nhap dia chi 6 can chuyén

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:
++ Dung mouse:
+ Click con tro dén 6 mudn di chuyén t6i.
+¢+ Dung ban phim:

47



+ Thuc hién moét trong cac thao tac sau:

G6 phim Pé di chuyén 6 hién hanh
— Sang phai mot dong
« Sang trai mot dong

4 Lén mot dong

v Xubng mot dong
Ctrl + — Dén cdt cuoi cung (IV) ctia worksheet.
Ctrl + <— Pén cot dau tién (cot A) cua worksheet.
Ctrl +4 bén dong dau tién (dong thir 1).
Ctrl +v Pén dong cudi cung (dong thir 65.536)
Home V¢é cot dau tién ctuia dong.
Ctrl + Home | Vé 6 dau tién cua worksheet.
Ctrl + End Di chuyén dén 6 cudi cung c6 chtra dir liéu ciia worksheet.
Page Down Cuon 1én mdt trang man hinh
Page Up Cudn xudng mot trang man hinh
Alt + Page | Sang phai mdt trang man hinh
down
Alt + PageUp | Sang trai mét trang man hinh.

2. Lam vigc véi bang tinh
2.1. Nguyén tac chung.
—  Chon 6 ving nhap dit liéu nhu: sd, chit, ngdy, gio.

— GO gia tri can nhap.

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

— Vi cac gid tri trong 6 dung dé tinh toan, do d6 vi¢c nhap li€u can chinh xac ve gia tri va

logic.

Luew ¥: Nhap cac gia tri gidng nhau trong nhiéu 6, ban chon cc 6 can nhap va tién hanh nhap
liéu, sau khi nhap xong nhan t6 hgp phim Ctrl + Enter.
2.2. Céc kiéu dir kidu
2.2.1. Kiéu chudi ( Text)

+ La dit liéu c6 tinh chat tong quéat nhét ciia Excel. La chudi cacky tu (A > Z,a = z,

0->9)
Quy udc nhap:

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

+ Néu d¢ dai cua dit lidu <=d¢ rong 6: Hién thi binh thuong. 4 | B
"1 P |Tinhec
2
A E
=i - -
1" |Tin hoc Van phing
2




+ Néu do dai cua dir liéu > d6 rong 6: C6 2 kha ning xay ra:
e O ké can rong: Dir liéu s& tran qua.
e O ké can khong rdng: Dir liéu bi che khuit.
Ban phai diéu chinh lai d6 rong cta cot dé dir liéu hién
thi binh thuong.

Phép toén:

CO duy nhdt 1 phép todn ding dé nbi chudi. Ky hiéu la diu &. Dung dé ndi 2 ndi dung 2
chudi lai véi nhau. Vidu=A & B > AB

Chay:

Trong cong thire, dir liéu kiéu Text phai duoc dat trong cip dau nhay kép. Vi du: “ABC”
Maic nhién, dir liéu Text sé dugc canh trai trong 0.
Khi can nhap dit liéu kiéu chudi gom cac s6, ban gd diu nhay don ( ¢ ). Sau do6 14 gié tri sd

can nhap. Vi dy: 007. ‘ s | B |

Dung t6 hop phim Alt + Enter tai vi tri can

xudng dong khi nhap chudi can trinh bay nhmmn hot

dong tfong mot 0. 1 |Van Phéng Ezcel 2003
2.2.2. Kiéu s0 (Numberic): 2]

La loai dir li¢u thé hién cac gia tri s0, gom cac s0 am, duong, thap phan, khoa hoc, phan
tram.

Quy udc nhap: Phai duge bit dau boi:

+ Cackysébtr 0> 9
+ Hoic cac dau: +,-, *, /, G...
Vidu: 1234, 56789, 100%

Su hién thi:

Phép toan:

Phu thudc vao chiéu dai ctra dir li€u s6. Néu chi€u dai 161 hon dd rong 6 thi hodc la

hién thi ###H###, hodc chuyén sang dang s6 khoa hoc 7E+06 (Scientific). Can diéu chinh

lai d6 rong cot cho thich hop. 4 | B |
TEAQG | 65

1
Gom céac phép toan sau: z
Phep toan +: Phép cong
Phép toan - : Phép trur
Phép todn * : Phép nhén
Phép toan / : Phép chia
Phép toan ~ : Phép luy thtra.
Phép toan %: Phan tram.

— Dang thic cua mot ) phu thudc vao quy dinh trong Control Panel.

49



— Bannhip chudt muose vao H—> Settings —> Time & Languge —> Regional and Language
—> Additionnal Setting = Number trong hdp thoai nay.

Py J ¥ Customize Format
. ocks for di
! Mumbers Currency Time  Date
| Formats  |ocation Administrative
Example
Format:
. . Positive: | 123,436,789.00 | Negative: | -123,456,789.00
English (United States) w
3
i
1 Language preferences
g Date and time formats Decimal symbaol: | . V|
[}
| Short date: dd/MM/yyyy > Mo. of digits after decimal: 2 w
Long date: dddd, MMMM d, yyyy ~ Digit grouping symbol: | ] v|
Short time: himm ft V Digit grouping: 123,456,789 v
Long tirme: h:mrm:ss t w .
MNegative sign symbol: | - v|
First day of week: Sunday ~
MNegative number format: =10 ~
Display leading zeros: 0.7 ~
Examples
Short date: 18/10/2018 List separator: . w
Long date: Thursday, October 18, 2018 Measurement system: Us. »
Short time: 11:13 AM
Long time: 11:13:05 AM Standard digits: 0123456789 ~
Use native digits: Mever e
Additional settings...
Click Reset to restore the system default settings for Reset
numbers, currency, time, and date.
0K Cancel App

Hinh 5.6: Hop thoai Regional va customize format

+ Mic nhién, dir lidu s6 s& dugc canh phai trong 6.
+ Khinhap 1 sd, ta chi can nhap tri dai sb clia nd ma khong can phai nhap dang
thirc, vi sau nay ta co thé dinh dang lai ching theo y muén.
Xét hinh bén dudi dir 1iéu ma ban thiy tir 6 Al: A4 1a dit liéu kiéu sé chir khong phai
1a kiéu dit liéu kiéu chudi ma ban nhap vao. Dé lam dugc van dé nay ban tién hanh nhu sau:
Thi nhit: La ban khong can quan tdm dén dang thirc cia dir li€u nay, ban chi can nhdp
gia tri dai sb ctia n6 ma thdi, co nghia la ban nhap dir liéu vao khdi tir Al: A4 chi la con s6
ma thoi.
A | B |
25,000 4
17,800 4
465,000 4
200,000 4
A | B |
1 25000
2 17800
3| 465000
4]

500000
Hinh 5.7: Dit liéu nhap dudi dang dai s6
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— Sau khi nhap dir li¢u sb xong, ban to khdi cho khdi 6 nay (A1:A4), Chon menu Format -
Cells hodc bAm phai muose vao ving khéi di chon roi chon 1énh Format-Cells, lic nay
trén man hinh s& xuat hién ctra s6 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 $0 nay ban chon thé Number. Tai 6 Category ban chon muc custom.

— Luc nay tai 6 Type ban s& thiy dong chit #,##0.

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

Thir hai: Bay gio ban phai dinh dang lai kiéu dir liéu trén theo gidng nhu hinh mau la c6 dau

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

— Trong 6 Category: ban chon muc Custom.

— Trong hop danh sach Type: ban chon ddu #,##0. Luc nay tai 6 Type s& xuat hién dau #,#40
va ban gd thém vao d6 chit “d” rdi chon OK 1a xong.

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

— Néu lam dung thi trén man hinh excel ban sé& thay:

— Toan bd dir li¢u da dugc dinh dang lai theo dung yéu cau la ¢6 dau phan cach hang ngan
va co 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: Pinh dang kiéu dirthirc
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Véi cach lam tuong tu nhu trén ban c6 thé thém vao phia sau dir li¢u kiéu s chir :USD”,
:'VND”,...

2.2.3. Kiéu Date & Time:

Kiéu Date:

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

Quy udc nhap: Hoan toan phu thudc vao sy quy dinh cua Control Panel. C6 nghia la trude
khi nhap ngay, ban can phai kiém tra qui dinh ctia Control Panel. C6 nghia 1a trudc khi
nhap ngay, ban can phai kiém tra quy dinh nhap ngdy trong mdy tinh dang lam viéc bang
cach:

Chon Start/Settings/ Control Panel/ Time & Language roi 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 dit liéu dic biét, thé hién cac gia tri gio trong bang tinh.
Qui udc nhép: Gio dugc nhédp theo dang hh:mm:ss.

Vé6i:  hh: (Hour)gio: 0..23

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

Toan ti: duoc thuc hién cac phép toan sau:

— {Ngay}+ - {Ngay}
— {Gio} + - {Gio}
— {Ngay} +-{S0}
— {Gio} +- {So}
Chuy:
Khi nhdp ngay dung, gia tri ngay s€ canh phai trong cdt (6)
Trong phan nam:
+ Néu nhap 2 sb:
v Tur 0 dén 29: ty ddng chuyén thanh 2000...2009
v' Tur 30 dén 99: Ty dong chuyén thanh 1930... 1999
+ Néu nhap 4 sd, Excel sé& giit nguyén gia tri da nhap.
Dé viéc nhap dir liéu kiéu ngay thang nim vao Excel, tranh sai sot, ban nén vao Start —
Settings-Control Panel-Regional Options- Chon thé Date. Trong muc Short date Style ban
26 vao DD/MM/YYYY (hoic DD-MM-YYYY) 1di sau d6 tuy theo kiéu dinh dang ctia dé
bai ma ta s€ hi¢u chinh sau trong Excel.
Vi du: Theo yéu cau cua dé bai dir liéu tai khoi 6 A1:A3 14 kiéu ngay tahng nim. Mudn
nhap dung ban tién hanh theo 2 budc sau day:
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— Budec 1: Xem thir mdy tinh ctia ban cho phép nhap 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 la thang trudc rdi méi tdi ngay nam.
— Néu 1a kiéu dd/mm/yyyy thi ban phai nhap vao 1a ngay trudc rdi méi toi thang nam.

v’ Sau khi nhap dit liéu xong ban s& thiy toan bo dit liéu s& nim bén phai 6 (cot). Dé
thé hién kiéu ngay gidng nhu dé bai thi ban 1am tiép budc tiép theo.

— Budc 2: T6 khéi 6 da nhap xong dit liéu. Bim phai mouse chon 1énh Format Cells.
— Luc nay trén man hinh xuét hién cira s6 Format Cells va ban chon thé Number

+ Trong 6 Category ban chon myc Custom.

+ Kétiép tai 6 Type: ban gé vao chit dd/mm/yyyy thi ban thay tai 6 sample hién 1én mau

dang ngay nhu mong mudn, ban nhip 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 gia tri sau: TRUE va FALSE

+ True Gmg voi biéu thirc Logic (ménh dé toan hoc) dung.

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

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

— Khai niém: Cong thire 13 sy phdi hop cac hang, kiéu dit liéu toan tir va cac ham 1 cach hop
1€.

— Quy u6c nhap: bit ddu boi dau bang(=), hodc ddu cong(+)
2.3 Xir ly dir liéu trong bang tinh

2.3.1. Dénh dau khoi 6:

— Mouse: Drag Mouse tai vi tri ddu va cubi cta khdi 0.
2.3.2. Panh dau khéi dong (Row) Cot (Column)

— Click Mouse tai tén dong hay tén cdt.

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

— Pé chon khéi roi rac ban nhan thém phim Ctrl trong khi click mouse dé chon.

2.3.3. Danh diu tit ca cic 6:

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

2.3.4. Cach nhap dir li€u va hi¢u chinh:

Neguvén tdc chung:

— Budc 1: Dinh vi con tro tao 6 mudn nhap dir liu.

— Budc 2: Nhap dir liéu va két thuc bang phim Enter.

CHU Y:

Dé hiéu chinh dix liéu, ban tré chudt tai 6 d6 va hiéu chinh béng mot trong 3 cach sau:

c

— Hiéu chinh trén thanh cong thuc.
— Double click mouse va hi¢u chinh ngay tai 6 do .
— Nhan phim F2 va hiéu chinh ngay tai 6 do.
Cach phuc hdi lai trang thai trudc do.
— Khi ¢6 mot thao tac sai lﬁm, ban c6 thé luon ludn tra vé tinh trang trude do béng 1énh
Edit & Undo hodc nhén t6 hop phim Ctrl-Z
2.4, Cac xu ly vé dong (row) - cOt (column)
Nguyén tac chung:
Chon ddi tugng trude, xir 1y sau.
Chén cot-dong
+ Déanh diu cot/dong dé xac dinh vi tri chén cot/dong.
+ Dung Iénh Home = Insert = Insert sheet column (rows) hoac phai chudt 1én tén dong
cot rdi chon 1énh Insert.
Xo4a cot-Dong
+ Danh dau cot hay dong can xo4.
+ Dung 1énh Home - Delete sheet column (rows) hodc phai chudt 1én tén dong cot can
x04, 10i chon 1énh Delete
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Chuy:

Néu mubn xo04 noi dung, ban nhéan phim Delete hodc nhéan phai chudt va chon Iénh Clear
Contents.

2.4.1. Thay dbi kich thudec:
Do rong cot:

+ Danh dau cot dé xac dinh.

+ Dung Iénh Home = Format = column width va ban nhép vao gia tri tuong Gng.
Céach khéc: Ban c6 thé tro mouse tai bién bén phai ctia cac cot va Drag sang trai/ phai dé thay
doi.

Chiéu cao dong:

+ Danh diu dong dé xac dinh

+ Dung I¢énh Home - Format - Rows Hight va nhap gia tri tuong ung.

Céch khac: Ban c6 thé tro muose tai bién trai giira cac dong va Drag 18n/ xudng dé thay doi.
+ Luu y: Dé diéu chinh kich thudc vira khit véi dit liéu trong 6, ban bAm Double Click tai bién
tuong Ung ctra cft va dong.

An, hién cét dong:

+ Panh du cot\ dong dé xac dinh

+ Dung Iénh Home - Format - Hide & Unhide - chon Hide Column (Rows)

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

Xod dir liéu trong mét khoi 6: Xac dinh khoi 6 can xo4 roi nhan phim Delete trén ban phim
2.5.  Trinh bay bang tinh

2.5.1. Pinh dang ky tu:

Thay d6i Font chir trong mot 6 hay ving

+ Trudc tién ban chon vung dir li¢u can thay ddi Font

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

thay doi.

+ Ngoaira dé thay d6i mot sb thude tinh khac cta Font chit, ban ¢6 thé chon 1énh Home
- Font Trong d6:

Format Cells T

Mumber | Alignment |}

| Border Patterns | Protection

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

System ~ 9 ~
T Tahoma Ttalic 1o
Terminal EBald 11
Eald Ttalic B~
Underline: 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 chit
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Font: Chon mau chit
Font Style: Thay d6i kiéu chii: in thuong, nghiéng, dam...
Size: Thay doi ¢& chit.
Underline: Chon kiéu dudng gach dudi chit.
Color: Mau chtr
Effects: Hién tng chix
Sau d6 chon nat 1énh OK dé dong hop thoai nay.
2.5.2. Binh dang hién sé:
VéiExcel, gid tri s6 ¢6 thé dugc trinh bay véinhiéu dang khac nhau nhu: dang ngay, thang,
dang tién t&, dang s, dang phan tram. Dang phan s, ... theo yéu cau. Tién hanh nhu sau:
+ Chon vung dir liéu.
+ Chon Home > Number.
+ Chon thé loai can trinh bay trong Category.
+ Chon dang thé hién trong phan Type.
+ Chon OK dé déng hop thoai.
Chu y:

Khi ban can dinh dang theo y riéng khong theo cac loai da c6, hoac can hién thj thém
cacky tu nhung khong lam thay doi giatri cua 6 nhu VND, USD, KG... ban chon muc Custom
va gb dinh dang trong 6 Type. Luu ¥ cac ky tu thém ndy phai dé trong cip ngodc kép (“ ).
Y NGHIA MOT SO LUA CHON TRONG O CATEGORY
Tai 6 Al ta nhap vao sb 1234.457. BAdm phai mouse chon 1énh Format Cells r0i chon thé
Number ¢ muc Category néu ban chon: A
— General: Dang sb tu nhién. 1| 12344571
— Number: Dang s6 cho phép xac dinh s6s6 1¢, sir
dung dau phan cach hang ngan, va hién thi s 4m. TNumber || Algnmert | Fort | Border || Patterns | Protection
— Currency: Dangtiénté, chon dau higu tién té va | 5= oy
dang biéu hién s6 4m. Ban c6 thé Click mouse vao || e,

+ 4+ 4+ + + +

Cateqary: Sample

A A [N A A Accounting G | F t cells b
muc Symbol dé chon dau hién tién té. Dats spaciic number format,
ime

— Percentage: Thé hién dang phan tram, c6 dau || Eigoee
0 A \ . g A K 1o Scientific
% sao sO va qui dinh s so 1é. ot

R . Z - Special
— Scientific: Dang so mil Custom
— Text: Dit liéu trong 6 1a van ban ké ca khino la
50

— Custom: Nguoi st dung tu tao dang thuc méi
trong phan Type. Vi dy thém don vi “VND” trong ok [ cancel
s6, kiéu ddd-mmm-yyyy trong ngay thang nam...

Hinh 5.12: Dinh dang s
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MOT SO BIEU TUONG PINH DANG HIEN SO TREN TOOLBAR
Vi du: Tai 6 Al ta co dit liéu kiéu s6 sau:

&
1 1234.45?_
Bié , . .
U 1Y NGHIA Két qua
tuong
P Thém déu tién té trong s6 va 2 s6 1¢ $1,234.457

" Dang phan trim (biéu dién s6 ‘100 va thém dau % | 123446%

» Thém dau, phan cach hang ngan, tri€u...va2sol¢é | 1,234.46
<0 Tang thém mot s6 1é sau dau thap phan. 1,234,4570
;00 Giam bdi 1 s6 1¢ sau dau thap phan 1,234.46

Hinh 5.13: Bang dinh dang s6 trén thanh Toolbar
2.5.3. Binh vi tri dir liéu trong 6: ( Alignment)
— Dt liéu trong 6 c6 thé duoc phan bd theo chiéu ngang, chiéu doc hodc theo mét hudng nao
do trong 0.
— Phén bé dit liéu theo chiéu ngang trong 6
+ Chon vung dir liéu.
+ Chon nhiing biéu tugng trén nut
1énh home.
— Phan bd dit liéu theo chiéu doc trong 0
+ Chon vung dir liéu.
+ Tu menu Home - Agliment dé hién thi hop thoai Format Cells.
+ Chon thé Alignment.
Horizontal: Canh dir liéu theo cot.
Vertical: Canh dir liéu theo hang.

'l
Merge and Center

A B
| e T [ [E ==
o Fi o]
2 Center A/
4

Hinh 5.14: Diéu chinh dir liéu trong 6
Orientation: Quay kim Text dé dit liéu quay theo goc bat ky trong 6.
Wrap text: Ditliéu xudng dong khi vugt qua chiéu rong cua 0.
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Shrik tofit: D@ liéu co rut vua khit trong 0.
Merge cells: Bat tit chic nang tron 6.

Format Cells Elrzl

Mumber | Alignment | Fonk Eorder Patterns || Protection
Text alignment Crientation
Horizontal: - .
| Center - | -
Wertical: |D &= ; -
|Center hd | >t< Text _‘
.
Text contral .-
[Flirap text
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 Iénh Home—> Agliment - Border.
— Presets: Chon kiéu dong khung.
—  Style: Chon kiéu duong ké khung trong 0.
— Color: Chon mau cho duong ké khung.
— Pé ké khung timng canh, ban click vao cac canh trong phan Border. Hodc Click chudt vao
biéu A -g 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 t6 nén.
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— Chon Iénh Home-> Agliment > Patterns.
+ Color: Click chon mau trong bang mau.
+ No Color: Bo t6 mau chon .
+ Patterns: Chon mau t6 trong 6 .
— Hoac Click chuot vao & - biéu tuong trén thanh cong cu dé t6 mau nén.

Format Cells

Murnber | Alignment Fant Biarde Praotectian

Cell shading
Colors

Mo Colar |

Sample

Ok ] [ Zancel

Hinh 5.17: Hop thoai format cell



Bai Tap Thuc Hanh
Bai tip 01: M¢ bang tinh va tinh bang dudi day rdi 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
Thudce 54 5500
Compa 45 8500
Tong cong ?
1. Dién s6 thir tu cho cot Stt.
2. Tinh c6t Thanh tién ctia cic mit hang trén, biét rang Thanh tién = s6 lugng * Pon gia.
3. Tinh tong cong cho cot thanh tién.
4. Pbi tén Sheet 1 thanh Doanhthu. Luu tip tin v&i tén Doanh_thu trén 6 dia D:\.

Bai tap 02. Mé bang tinh va tinh bang dudi day rdi luu vao 6 dia D:\ Folder cta 16p minh

BANG DIEM TRUNG BINH LGP

‘A Mon .
Stt Ho va tén Toan Ly Hoa Trung binh
Nguyén Hoang Phuong 7 7 6
Nguyén Duy Duong 9 8 9
Hoang Quoc Bao 8 6 6
V3 Quoc Viét 8 7 5
Hoang Bao Tri 10 8 6
Bui Bang Khoa 5} 4 2
Vii Thi Thu Ha 10 7 7
Nguyén Thi Kim Loan 9 8 6

1. Dién sé thr ty tr dong cho cot Stt.
2. Tinh diém trung binh cho céc hoc sinh trén.

3. Doi tén Sheet 1 thanh Bangdiem. Luu tap tin v6i tén Bang_diem trén 6 dia D:\

60



Bai tdp 03. M¢ bang tinh va tinh bang duéi day rdi luu vao 6 dia E:\ Folder cta 16p minh

BANG PIEM MON TIN HOC VAN PHONG

. Ly Thyuc hanh Trung
St Ho Ten Thuyét | Win Word Excel binh
Tran Qui 5 8 8 7
Tran Céng 8 10 8 9
Nguyén Pién 7 9.5 9 8
Bui Diing 9 8 8 8
Lé Thanh 6 9 9 7
Nguyén Hoang | 8 7.5 5 9
L8 Tuan 6 9.5 6 9
1. Dung ham chuyén d6i toan bd ho tén hoc vién tré thanh chit in hoa
2. Hay ghop 2 c¢ot Ho va Tén cua céac hoc vién thanh 1 cot “Ho va tén”
3. Hay tinh diém trung binh ctia cic hoc vién, biét rang cac mon thyc hanh hé s6 2. Lam

tron 0,5.
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Bai 6
MOT SO HAM CO BAN TRONG EXCEL

G101 thiéu

Ham trong excel Ia ham duoc 1ap trinh sin dung dé tinh toan hoac thuc hién mot chic
nang nao do. Viéc sir dung thanh thao cac ham s& gitp chang ta tiét kiém duoc rat nhiéu thoi
gian so vai tinh toan tha céng khéng dung ham.

Cac ham trong excel rat da dang bao trum nhiéu linh virc né dung trong céng viéc ké
toan hoc hanh cua cac hoc vién ...
Muc tiéu;
— M0 ta duogc khai niém vé cic ham trong Excel;
— Trinh bay dugc cu phap cua timg ham;
— Thuc hién dugc long ghép cac ham vai nhau;
Thuyc hién coc thao toc an toan védi moy ténh.
1. Cac khai niém:
1.1. Gi6i thidu:
— Ham 1a mot doan chuong trinh c6 san nham thyc hién 1 yéu cau nao do6 vé tinh toan ma
thuong thi toan tr khong xur 1y duoc.
— Ham ludn tra vé mot gia tri thudc 1 kiéu dir liéu nao do.
— Dang tong quét cia 1 ham nhu sau:

[z TEN HAM (Péi S6 1,D6i S 2,..., P6i s6 n) }

— Trudc tén ham phai bat dau 1a diu bang (=)

— Tén ham do Excel quy dinh, ban phai nhap dung tén ham. M&i mot tén ham s& co cac dbi
s6 tuong Gmg, cac d6i s6 nay phai dugc rao trong cip dau ngodc don ()

— Mot s6 ham khéng c6 ddi sé nhung bét budt phai co ciap ddu ngodc don ( ) kém theo tén
ham.

— Tén ham c6 thé viét bang chit hoa hay chit thuong déu cé gia tri nhu nhau.

— Dbi s6 c6 thé 1a mot hang thude 1 kiéu dir lidu, toa do 6, khéi, tén ving, 1 ham khéc,...
— Ham c6 thé to chtrc toi da 30 ddi sd. Cac dbi s6 phai duoc ngin cach bai dau quy dinh trong
muc List Separator ctia Control Panel. (thuong 1a dau phay).

— Néu khong tinh duoc, 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? Khong nhan dugc tén
#NUM! Tri s6 khong hop 18
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#DIV/0 Phép chia cho 0.
#REF! Khong tham chiéu dén dugc.
#NUL! Rong.

Hinh 6.1: Bang ma 16i
1.2. Cac cach nhap tén ham vao bang tinh:
— Nhap tryc tiép dang thirc ham: Di chuyén dén 6 can nhap. Nhap dau =, sau d6 14 tén ciia
Ham va cac d6i sé ctia nd ( phai dung dang thirc quy dinh).

— Dung Function Wizard: Di chuyén dén 6 can nhap. Dung l1énh Formular = f(x)Insert
Function. Luc nay trén man hinh xuat hién hop thoai sau:

— Or select a Category: nhoém Ham dugc phan chia theo chirc nang.

— Select function: Chon tén Ham. Khi d6 ban s& chon Ham tir danh sach cac Ham roi 1an luot
cung cip cac dbi s6 cho Ham. Nhan OK dé két thuc.

— Khi nhap xong tén Ham trén thanh cong thirc, néu ban nhan Ctrl-Shift-A thi Excel sé& tuy
dong dién thém cdp ddu ngoic va dang thirc cta cac ddi sé vao ngay sau tén Ham.

— Pé hiéu chinh Ham ban dinh vi tai 6 chira ham d6 va nhan F2 hoac 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 thi€u cac nhém ham thong dung:
— Excel ¢6 trén 300 ham va day 1a mot cong cu tinh toan rat manh, duoc chia thanh nhiéu
nhém ( Category Functions) khac nhau. Ta cin quan tim mot s6 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 nhom ham co ban trén, ta con 6 mot sé nhom ham quan trong khac, vi du: nhém
ham vé tai chinh (Financial Funcions), nhém ham thong tin (Information Funtions).
2. NHOM HAM XU LY SO: (NUMBERIC FUNCTIONS)
2.1. HAM ABS:
+ Cu phap: =ABS(Biéu thiic sd)
+ Cong dung: Tinh gia tri tuyét d6i ctia biéu thirc sd.
+ Vidu: ABS(10)=8, ABS(-6)=6
2.2. HAM SQRT:
+ Ca phap: = SQRT(Biéu thuc sd)
+ Cong dung: Tinh gia tri cin bac 2 duong ciia biéu thirc s6.
+ Vidu: SQRT(5)=2,232, SQRT(9)=3, SQRT(-16)=>16i
2.3. HAM INT:
+ Cu phap: =INT(Biéu thiic s6)
+ Cong dung: Tinh phan nguyén cta biéu thirc sé.
+ Vidu: INT(SQRT(15))=3, INT(3.14)=3
2.4, HAM MOD:
+ Ca phap: =MOD( S6 thtr 1, s6 thi 2)
+ Cong dung: Tim phan du cta phép chia sb thi 1 cho sd thir 2.
+ Vidu: Mod(10,3)=1, Mod( 17, 3)=2
2.5. HAM SUM:
+ Cuphép: = SUM(Danh sach sd) hoic = SUM (S6 thir 1, S6 thir 2,...,S6 th n).
+ Cong dung: Tinh tong cong gia trj ciia cac 6 c6 trong danh sach.
+ Vidu: Xét bang ting sau:

A E iZ D E
1 |Ho vatén Toan WVin Anh Nait Tfin,g diEm
o |L¥ Lign Kigt H ] H
3 |Chung T Don & & 7
4 | Thénh Long 9 2 9

Hinh 6.3: Minh hoa str dung ham SUM
+ Détinh téng diém tai 6 E2 (la diém téng cua 3 mén Toan, Van, Anh ngir) ban co thé lam:
=SUM(B2:D2) =21 hoac =SUM(B2,C2,D2) =21
2.6. HAM AVERAGE:
+ Cuphap: =AVERAGE (Danh sach sd)
hoic =AVERAGE (S6 thr 1. Sb tht 2,...,S6 tht n)
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+ Cong dung: Tinh Trung Binh cdng cua cac sb hodc cic 6 co trong danh sach.
+ Vi du: Bé tinh Trung Binh cong tai 6 E2 (la diém trung binh cong cua 3 mén 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 str dung ham Average

=AVERAGE(B2:D2) =7 hoac la = AVERAGE(B2,C2,D2)=7
2.7. HAM MAX:
+ CU phap: =MAX (Danh sach sé ) hodc =MAX (s6 thtr 1, s6 thi 2,...,s6 th n)
+ Cong dung: Dung dé tim s6 16n nhat trong n gia tri dua ra.
+ Vidu: Pétinh diém MAX tai 6 E2 ( diém I6n nhit caa 3 mén Toan, Vin, Anh ngit )
ban c¢6 thé 1am:

A E Z D i
1 Ho watén Toan Win Lnh Mgk WA
o Ly Lign Kift 8 5 8
3 | Chung T Don 6 6 7
4 |Théanh Long 9 8 9

Hinh 6.5: Minh hoa str dung ham MAX
=MAX(B2:D2) = 8 hodac = MAX(B2,C2,D2) =8
2.8. HAM MIN:
+ CUlphap: =MIN (Danh sach s6 ) hoic =MIN(so tht 1, s6 thir 2,...,s6 thi n)
+ Cong dung: Dung dé tim s nho nhét trong n gia tri dua ra.
+ Vi du: Dé tinh diém MIN tai 6 E2 ( diém nho nhat ctia 3 mon Toan, Vian, Anh ngit )
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 str dung ham MIN
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= MIN(B2:D2) =5 hodc = MIN(B2,C2,D2) =5

2.9. HAM ROUND:
+ CU phéap: = ROUND(Biéu thirc sd,n)
+ Cong dung: Dung dé 1am tron biéu thire s6 v6i n s 1¢ 1am tron.
+ _Vidu:

Gia trin | Vi tri can 1am tron dén | Vidu: C6sd sau: 1647.2578 ta can 1am tron dén
n=3 Lay 3 s6 1é thap phan | =ROUND(1647.2578.3)-> 1647.258

n=2 Lay 2 s6 1¢ thap phan | =ROUND(1647.2578.2)-> 1647.26

n=1 Lay 1 s6 1é thap phan | =ROUND(1647.2578.1)-> 1647.3

n=0 Khong lay so 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:

+ Cu phép: = RANK(Tri do, Danh sach, cach do)

+ Cong dung: Tinh tht hang cua tri do trong pham vi danh sach theo quy dinh boi cach
do.
Néu cach do =0: thir hang tinh theo gié tri s6 giam dan.
Néu cach do =1: thtr hang tinh theo gié tri s6 ting dan.
Néu ta khong dé cach do, mic nhién s& 1y cach do 0.

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

A E C D E IE
1 Ho watén Todn | Vin | Anh Vin | Bifm TB HEp hang
2 |Ly Lién Eiét 8 5 8 7.0
3 |Chung Te Pon| 6 & 7 6.3
4 |Thanh Long 9 8 9 87

Hinh 6.8 Minh hoa str dung ham RANK

= RANK(E2.$E$2:SES4,0) > 2 Hodc =RANK(E2.$E$2:SES4) - 2 ( hang 2)
2.11.HAM PRODUCT:
+ CU phép: =PRODUCT(S6 thtr 1, S thir 2,...,S6 tht n) hodc
=PRODUCT(Danh séach s6)
+ Cong dung: Tinh tich cac sb d3 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 str dung ham PRODUC
2.12.HAM COUNT:
+ CUlphap: = COUNT(Danh sach s6)
+ Cong dung: Pém s6 6 co gia tri 14 s6, ngdy, gio trong danh sach.
+ Vidu:

=COUNT(A1:A3)=3 & B c
=COUNT(B1:B3)=1 1 a4 21M0E2009
=COUNT(C1:C3)=2 2 alatz

3 7 £ &

Hinh 6.10 Minh hoa str dung ham COUNT
2.13. HAM COUNTA:
+ CU phap: =COUNTA(Danh sach sd)
+ Cong dung: Pém s6 6 ¢ chira dit liéu (khong rdng) trong danh sach.
+ Vidu:

=COUNTA(AL:A3) = 3 - = C
=COUNTA(B1:B3) = 3 ; 2 im 31/08/2003
=COUNTA(C1:C3) = 2 s = . -

Hinh 6.11 Minh hoa st dung ham COUNTA
2.14.HAM COUNTIF:
+ CU phap: =COUNTIF(Danh sach, “diéu kién”)
+ Cong dung: Dém s6 6 trong danh sach thoa “diéu kién”.
+ Vidu: Xét bang tinh bén canh, dé tinh s4 nguoi c6 ngay cong trén 25, ta co:

A E C D

Ho tén Phii Chire Meay

1 bl céng
2 |LiguThi Thu Thanh Iam PGE 20
3 |L& Cdng Thinh I G 26
4 |Nguyén Thu Thio M TL 25
5 \Mguyg Ngoc Thing Iam TE 27
6 |Ludng Thanh Thiy I ET 22

Hinh 6.12 Minh hoa st dung ham COUNTIF
= COUNTIIF(D2:D6, “>25) =2

67



S6 ngudi co chirc vy 1a “KT” sé 1a:
=COUNTIF(C2:C6, “KT”) =1
Hodc cong thirc sau st dung dia chi thay cho diéu kién:
=COUNTIF(B2:B6,B3) = 3.
2.15.HAM SUMIF:
+ Cu phép : = SUMIF(Danh sach do, Tri do, Danh sach cong)
+ Congdung: Ham nay sé& tim trong Danh sach do xem noi nio co tri giéng nhur tri do thi
cong so twong ung tai vi tri d6 trong danh sach cong.
+ Vi du: Xét bang tinh & trén, bay gio ta hiy tinh Téng ngay cong cua nhiing nguoi 14
“nir”.
Ta co:
=SUMIF(B2:B6, “NU”,D2:D6) = 73 Hodc =SUMIF(B2:B6,B2,D2:D6) = 47
2.16. HAM SUMPRODUCT:
+ Cuphap: = SUMPRODUCT(Array 1, Array 2,...,Array n)
+ Cong dung: Ham nay ding dé tinh Tich vo hudng cia cac thanh phan trong Array
(mang).
+ 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:
+ CU phép: =LEFT(Biéu thirc chudi, n)
+ Cong dung: LAy n ky tu tinh tir bén trai ctia biéu thire 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:
D3 Cl phap: =RIGHT (Biéu thirc chudi,n)
Cong dung: Cit n ky tu tinh tir bén ngoai ctia biéu thire chubi.
Vi du: =RIGHT(A1,1)=“C”, hay = RIGHT(A2,2)= “EF”

) X/
LS X4

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 phap: = MID(Biéu thirc chudi, ny, nz)
+ Cong dung: Cit ny ky tu, tinh tir ky tu ny. Tinh tir trai trai sang.
+ Vidu: =MID(A1,2,2)=“IN”
= MID(A2,4,3)=“123”

A E
1 'TIN HOC
2 |ABC123DEF

Hinh 6.15 Minh hoa str dung ham MID

3.4. HAM VALUE:

+ Cu phap: = Value( Biéu thic chudi co dang s6)

+ Cong dung: D6i biéu thirc chudi co dang sb thang sd twong tng

+ Vidu: =Mid(A2,4,3)="123" €& Chuoi dang s6

= Value(Mid(A2,4,3)= 123 & Doi thanh sb

Hodc ban c6 thé lay biéu thirc chudi c¢6 dang sé nhan cho 1.
=(Mid(A2,4,3)*1= 123 €& Dang s
3.5. HAM UPPER:

+ Ca phap: =Upper( Biéu thirc chuoi)

+ Cong dung: D6i biéu thirc chudi sang chit IN HOA

+ Vidu: = Upper(‘tin hoc’) = TIN HOC
3.6. HAM LOWER:

+ C phap: = Lower( Biéu thtrc chudi)

+ Cong dung: D6i bicu thirc chudi sang chit thuong.

+ Vidu: = Upper(‘TIN HOC ©) = tin hoc
3.7. _HAM PROPER:

+ C phap: = Proper( Biéu thirc chudi)

+ Cong dung: P6i ky tu dau ctia mdi tir trong biéu thire chudi sang chit IN HOA.

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

+ Cu phép: = Now()

+ Cong dung: Cho gia tri ngay, gio hién hanh cua hé thong ( may tinh)
4.2. HAM TODAY:

+ Cu phép: = Today()

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

+ Cu phép: = Day( Dt li¢u dang ngay)
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+ Cong dung: Tra vé ngay cua dit liéu dang ngay
+ Vidu: =Day(C3) - 31

4.4, HAM MONTH:
+ Cu phép: = Month( Dt li¢u dang ngay)
+ Cong dung: Tra vé Thang cua dir dang kiéu ngay
+ Vidu: =Month(C3) - 8

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

Hinh 6.16 Minh hoa st dung ham MONTH
4.5. HAM YEAR:
+ Cu phép: = Year( Dir liéu dang ngay)
+ Cong dung: Tra vé Nam cua dit liéu dang ngay
+ Vidu: =Year(C3) - 2009
4.6. HAM DATE:
+ Cu phap: = Date( Year, Month, Day)
+ Cong dung: Tra vé dir liéu dang ngay /thang /nim
+ Vidu: =Date(2009,12,24) > 24/12/2009
4.7. HAM HOUR:
+ Ca phap: = Hour( Dit liéu kiéu gio)
+ Cong dung: Cho biét gio cua dit liéu kiéu gio
+ Vidu: =Hour(B2) 2> 9
4.8. HAM MINUTE:
+ Ca phap: = Minute( Dit liéu kiéu gio)
+ Cong dung: Cho biét phit cta dir liéu kiéu gio
+ Vidu: =Hour( B2) 2 45
4.9. HAM SECOND:
+ Ca phap: = Second( Dit liéu kiéu giod)
+ Cong dung: Cho biét gidy cua dit liéu kiéu gio
+ Vidu: = Hour( B2) 2 30

48 | B | C

1
2 24530
3

Hinh 6.17: Minh hoa sir dung ham xu ly 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 téng s cac gia tri trong Filed thoa Criteria
5.2. Ham DAVERAGE
+ Cu phép: DAVERAGE(Database, Field, Criteria)
+ Cong dung: Tinh trung binh cong céc gia tri trong Filed thod Criteria
5.3. Ham DMAX
+ Cu phédp: DMAX(Database, Field, Criteria)
+ Cong dung: Tinh gi4 tri 16n nhét trong Filed thoa Criteria
5.4. Ham DMIN
+ Cu phép: DMIN(Database, Field, Criteria)
+ Cong dung: Tinh gi4 tri nho nhat trong Filed thoa Criteria
5.5. Ham DCOUNT
+ Cu phédp: DCOUNTMIN(Database, Field, Criteria)
+ Cong dung: Bém s6 6 chira gia trj sb trong Filed thoa Criteria
6. NHOM HAM LOGIC (LOGICAL FUNCTION)
6.1. HAM AND:
Cu phap: =AND(Dicu kién 1, Diéu kién 2,...,Dicu kién n)
+ Cong dung: Ham nay s€ trd vé 1 trong 2 gid tri sau:
> True: Néu tat ca cac diéu kién déu c6 gia tri True (Plng : 1)
> False: Néu it nhét 1 diéu kién nao d6 c6 tri False (Sai:0)
+ Vidu
=AND(5>3,3>0, “A”<> “B”) = TRUE
=AND(10>0,12<20, “ABC”= “a”) ==FALSE
6.2. HAM OR:
+ Ca phap: =OR(Diéu kién 1, Piéu kién 2,...,Diéu kién n)
+ Cong dung: Ham nay sé& tra vé 1 trong 2 gia tri sau:
> True: Néu it nhat 1 diéu kién nao do co trj True
> False: Néu tit 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 1am cac ddi s cho cac ham khéc, vi du
cho ham IF.
6.3. HAM IF: (Ham diéu kién)
+ Cu phap : =IF(Ménh @ diéu kién, Gia trj 1,Gia tri 2)
+ Y nghia: Néu ménh dé diéu kién 1a ding ham IF s& cho gid tri 1 nguoc lai cho gid tri 2.
+ Vidu: =IF(5>3, “ABC”, “EF”’)=> “ABC”
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=IF(5>10, “AB”,100)=>100
=[F(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 c6
nhiéu hon 2 kha nang tra vé thi tai gi tri 2 cia ham IF dau ban phai 1ong ham IF tiép theo va
ban sir dung bao nhiéu ham IF thi phai dong by nhiéu d4u ngoic don.
—  Néu c6 n gia tri thi ta dung (n-1) IF 16ng nhau.
Vi du: Tinh cot hé sb chirc vu (He Sb CV) theo yéu cAu sau:
v/ Néu Chtric vu 1a HT thi HSCV 1a 5
v" Néu Chuc vu 1a PHT thi HSCV 1a 4
v Néuchic vula TP thi HSCV 1a 3
v/ Néu Chtic vu 1a KT thi HSCV 1a 2
Khi do6 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 luén
chtra gia tri do, cac cot con lai chira nhiing gia tri dé ta tham chiéu 1én bang chinh.
v’ Cét tham chiéu: La s thir tw cua cot bang phu can tham chiéu gia tri twong tng.
v/ Céch do: C6 2 cach do 1a 0 hay 1. Néu khong ghi cach do thi ngdm dinh 1a 1
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+ Céach do 1a 1: Do tim gan dung ( Tuong d6i)

+ Céch do 14 0: Do tim chinh xac ( Tuyét d6i) néu khong tim thay gia tri do gibng n6, ham
s& bao 161 #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 chirc vu, ta phai dya vao Ma NV va bang 1, thyc hién nhu sau:
= Vlookup(A2,$B$11:$D$15,2,0)
7.2. HAM HLOOKUP:
+ Cu phap: = Hlookup( Gia tri do, Bang do, Hang tham chiéu, Cach do)
+ Cong dung: Tuong tu nhu Vlookup.
+ Vidu: Bé dién cho cot Khu vuc, ta phai dua vao Ma NV va bang 2, thuc hién nhu sau:
= Hlookup(A2,$G$10:$K$11,2,0)
7.3. HAM MACHT:
+ Cu phap: = Macht (Gia tri do, Bang do, cach do)
+ Cong dung: Cho biét vi tri ctia tri do tim thay trong bang do.
+ Vidu: = Macht( ‘GD”,$B$11:$D$15,0) > 1 ( Vi tri cua GD trong bang do 1a & vi tri
thr 1.
7.4. HAM INDEX:
+ Cu phap: = Index(Bang, Hang tham chiéu, Cot tham chiéu)
+ Cong dung: Cho biét gia tri cta 6 c6 trong bang boi hang va cot.
+ Vidu: =Index ( $B$11:$D$15,3,2) = Pho6 phong
7.5. RUT TRICH DU IEU
— Cosodit liéu ( Database)1a tap hop cac thong tin dugc to chire va luu trit theo mot cau trac
thdng nhat nham phuc vu tét nhit cho mot nhu cau khai thac nao do.
— Trong Excel, co sé dit liu duoc to chic thanh mo bang c6 it nhat 1 ¢t va 2 dong. Dong
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d4u tién ( Header row) chira tén cac vung tin (Field) goi 14 tén ving tin ( Fieldname), cac dong

con lai chtra cac mau tin ( records).

— Vi du: Dua vao bang tinh duédi ddy, gdm c6 9 Field va 10 records

Stt | Ho va tén Phai Chirc Ngéy Luong PEH'IC Thuong Ttlénh
vu cong | CB cap tién
1 | Tran Huy Hoang Nam | TP 30 5000 |100 |50 5150
2 | Pham Thanh Van N | 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 | Ni&r | NV 29 3500 150 |40 3690

7.5.1. Chirc nang Sort

— Nham sip xép co s dit liéu theo 1 hay nhiéu Field nao d6 theo yéu cau.

— Thuc hién:

+ DPat con trd trong pham vi co s& dit li€u hodc 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 lam khoa sip xép dau tién
+ Add Leble: Chon Field thir 2, 3 1am khoa sap xép néu ¢o

+ Ascending (A to Z): Sip xép theo ting dan
+ Descending ( Z to A): Sap xép theo giam dan
Hodc ta c6 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 hoic rut trich cac mau tin thoa diéu kién theo yéu cau. Cac mau tin nay dugc loc

hodac rut trich tir 1 co s dir liéu

Loc dir liéu. ( AutoFilter)

+ bat con tré chudt vao trong bang co s¢ dir li¢u

+ Chon Data > Filter

+ Lic nay trén bang co so di liéu xuat hién cac ky hiéu tam giac bén phai ctia mdi
Fieldname.

+ Click chudt tai cac ky hi€u cua Fieldname nao c6 lién quan dén diéu kién loc.

+ Vidu: Loc bang co s¢ dir li¢u dudi day nhiing ngudi ¢6 chic vu la “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" Siiigﬂid”iﬁg 30 5000 100 50 5150
2 Pham Thanh ¥dn N 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 Mamlfr 24 3000 100 50 3150
6 Trén Thanh Sang Nanfrye 3 4500 100 &0 4560
7 |Huynh PH Long N T4 26 3500 | 100 40 3640
3 MzuyinThanh 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 3650

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: Diéu kién dugc bat dau baoi
+ Does not begin with: Piéu kién khong bat dau boi
+ Ends with: Diéu kién két thuc voi
+ Does not ends with: Diéu kién khong két thiic véi
+ Contains: Piéu kién c6 chtra
+ Does not contains: Diéu kién khong c6 chira
Rat trich dir liéu ( Advanceed Filter)
+ Tuong tu nhu loc, nhung cac mau tin thoa diéu kién duoc rat trich sang mot vi tri
khac trén bang tinh va diéu kién c6 thé phirc tap hon nhiéu.
+ Thuc hién

Bl: Ldp bang dieu kién dé mé ta diéu kién rit trich
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+
+

Copy Fielname c6 chtradi¢u ki¢n canrut trich r61 dan & mot vi tri ndo dé trén Sheet
Nhép diéu kién vao 6 bén dudi Fielname vua dan

B2: Rat trich

L+ o+ o+

AN

bat con tro trong bang co so dir licu

Chon Data - Advanced

Xuét hién hop thoai Advanced Filter

Filter the list, in-place: Cac mu tin thoa diéu kién loc ngay bang co s& dit liéu
Copy to another location: Cac miu tin thoa diéu kién loc sang 1 vi tri khac duoc
chi dinh tai muc Copy to

List range: Quét khoi bang co s dir licu

Criteria range: Quat khéi bang diéu kién ( B1)

Copy to: Chi dinh noi xuét dit liéu trich loc

Ed

Advanced Filter,

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

List range:
Criteria range:

Copy kol

[] unigque records anly

I oK ][ 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 roi luu vao 6 dia E:\ Folder cua 16p minh

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

Stt | Ho tén pnai | Chue | Ngay | Phu | Luong |, o | Thnh
vu cong |Cap |CB tién

1 | Li€u Thi Thu Thanh Nam | PGb | 20 ? ? ? ?

2 | Lé Cdéng Thanh Nt |Gb |26

3 | Nguyén Thu Thdo N |[TL |25

4 | Nguyé Ngoc Thang Nam | TK 27

5 | Luong Thanh Thuy N | KT 22

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

7 |Nguyén Lé Thuy Tricu |Nam [NV |30

8 | Bui Minh Tri Nam | NV | 25

9 | Phan Van Tung Nam | BV 28

10 | Nguyén Lé Quoc Vi [N |TP |22

1.

3.

Dua vao cot phai dé xét phu cdp cac nhan vién sau:

Néu 1 Nam thi phu cap 1.200.000, Nit phu cap 1.300.000.

Dua vao cdt chirc vu dé tinh lwong CB cho cac nhan vién nhu sau:

Néu Chuc vu 1a GD thi Luong CB 1a:  4.500.000

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

Néu Chirc vu I TP thi Lwong CB la:  2.500.000

Cc chtrc vu khe thi Luvong CB la: 2.000.000

Hay chén thém cot Xép Loai trudc cot Luong CB va xép loai cho cac nhan vién nhu

Sau:

S

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

Nhiing nhan vién nao dat danh hi¢u LDTT thi dugc thuong 300.000, con nguoc lai
khong thuong.

Tinh Thanh tién = Luong CB + Phu cdp + Thuéng

Tinh téng cong cac cot tién.

Doi tén Sheetl thanh Bangluong.
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Bai 02: M¢ bang tinh va tinh bang dudi ddy rdi lwu vao 6 dia E:\ Folder cua 16p minh

BANG THEO DOI HANG HOA

Stt

M& hang | SO lugng | Tri gia Tién cuéc | Hué hong | Doanh thu

CA 100 ? ? ? ?

CB 20

SB 50

SB 500

GA 400

GB 30

GA 40

SA 600

OO (N|OO|O1 BW DN -

CA 800

=
o

GB 70

© oo ~No Ok

Chén thém cot Pon giad vao trudce Tri gid, cheén thém cot Ti I¢ cudc vao trude cot Tién
cuoc

Duya vao ky tu bén trai cia Ma hang dé tinh Pon gia cac mit hang theo yéu cau sau:
Néu ky ty C thi Don gia 14 4000

Néu ky tu S thi Pon gia 1a 3000

Néu ky ty G thi Pon gia 1a 2000

Dua vao ky tur bén phai ciia Ma hang dé tinh Ti 1¢ cudc cac mat hang theo yéu cau sau
Néu ky tu A thi Ti 18 cudc 1a 6%

Néu ky ty B thi Ti 1& cude 1a 3%

Hay tinh Tri gia = S6 luong * Pon gié.

Hay tinh Tién cudc = Ti 18 cudc * Tri gid.

Hué hong = 5% * Tri gia.

Hiy sip xép cac mit hang theo thir tu ting dan cua cot Ma hang

Tinh Doanh thu = Trj gi4 + Tién cudc + Hué hong.

Hay loc danh sach cac mat hang c6 ma hang bat dau ky tu “G”
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Bai tap 03: M¢ bang tinh va tinh bang dudi ddy rdi lwu vao 6 dia E:\ Folder cua 16p minh

THONG KE BAN SACH

Thanh Xép

Ngay S6 luong

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 Vian hoc 12.000
K2 KV thuat 15.000
G5 Giéo khoa 11.500

Yéu cau tinh toan nhuw sau:

1.
2.

Tén sach: Dua vao 2 ky tu ddu cia Ma phiéu va tra trong Bang danh muc sach.
Don gid: Dwa vao 2 ky tu dau ctia Ma phiéu va tra trong Bang danh muyc sach. Biét
rang néu sach duoc ban trude ngay 15 hang thang thi Pon gia dugc giam 5%.

Hoa hong: Néu la sach Tin hoc hay sach Gido khoa thi Hoa hong = 2%* Pon gia, con
cac sach con lai thi Hoa hong = 8%* Pon gia.

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

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

Hay chén thém cot Qua Tang vao trude cot Xép hang. Lap cong thire néu sach ban
trong trong thang 2 va c6 s6 luong >= 100 thi ghi C6 ting pham, con lai dé trong.
Sap xép bang tinh theo thi tu ting dan cta Tén sach, néu tring thi sap xép giam dan
theo S lugng.
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Bai tap 04: M¢ bang tinh va tinh bang dudi ddy rdi luu vao 6 dia E:\ Folder cua 16p minh

DU LICH THANG 06/2018
Mé& o NoiX. | Noi | Ngay X. So Ngay S6 | Tong
Chuyén deén phéat ngay veé khach | 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
Ma bb Tén dia diem
SG Sai Gon Ma 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 ct vao 2 ki tw du ciia Ma chuyén va Bang A, hdy lap cong thtc dién dir liéu twong
g cho c6t Noi xuat phat, can cir vao 2 ki tu cudi cia Ma chuyén va Bang A, 1ap cong
thire dién dit liéu cho cot Noi dén.

2. Tu 2 ki tu sd dau tién ciia M4 xe va Béang B, hay 1ap cong thuc dién dit liu cho cot S6

khach

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

Tinh Téng cong = S6 khéach * S ngay * 30000 * H¢ sb, vai hé sb duoc quy dinh nhu sau:

Néu S6 ngay dudi 5 thi hé sé = 1 , néu dudi 10 ngay thi Hé s6 = 0.8, con lai ( tir 10 ngay

trd 1én) thi He s6 = 0.7.
Sap xép Bang dit liéu sao cho cot Tong cong cé gia tri giam dan.

6. Trich loc nhirng chuyén xuét phat tir SG.
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Bai tdp 05: M¢ bang tinh va tinh bang dudi day rdi luu vao 6 dia E:\ Folder cua 16p minh

BANG BAO CAO DOANH THU

. Loai | Nudc | Don Noi PhIA 2 P Thanh
Ma may . -, . chuyén | SO luong | Thué A
may | SX gia ban , tién
cho
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 Don gia Béang 3 % Phi chuyén ché
Loai mdy |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
Loai mdy |P1 P2 P3
Doanhthu

1. Pién vao cot Loai may 2 ky tu dau cua M3 may
2. Pién vao cot Nude SX 3 tu cudi ciia M3 may ( nudc san xuit)
3. Pién cot Pon gia cin ctr vao Loai may, Nudc SX va do trong Bang 2
4. Tinh Phi chuyén chd = % Phi chuyén chd * Pon gia .
V&1 %Phi chuyén ché dugc tinh dya vao Noi ban va do trong Bang 3
5. Tinh Thué = Thué suat * Pon gia. Biét rang néu:
Nudc SX 1a USA va S lugng >20 thi Thué suat 1a 3%
Nudc SX 1a USA va S lugng =< 20 thi Thué suat 1a 5%
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Trudng hop con lai Thué xuat 1a 7%

6. Tinh Thanh tién = (Pon gia + Phi chuyén chd + Thué) * S6 luong

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

9. Rut trich cac mau tin ¢6 Nude SX 1a "JAP" va S6 lugng>10; sao chép sang Sheet 2

Bai 06: M¢ bang tinh va tinh bang dudi ddy rdi luu vao 6 dia E:\ Folder cua 16p minh

BANG TINH CONG TAC PHI
STT MA NV Ngay di Ngay vé | Trinh d6 | Tén phong | Tam Gng
1 THT 15/02/18 25/02/18 ? ?
2 CHH 26/07/18 02/08/18
3 DHH 18/04/18 16/05/18
4 THK 05/07/18 10/07/18
5 CPK 26/02/18 06/03/18
6 PHT 18/05/18 01/06/18
7 DHH 15/06/18 22/06/18
8 CDT 15/08/18 19/08/18
9 THK 10/07/18 15/07/18
Bang 1: Bang Théng Ké:
Ma& phong | Tén phong
T Th,iét bi Ngay vé S6 nhan vién | Tong tam Gng
K K& toan <01/06/2018 | ? ?
H Hanh chanh >= 01/06/2018 | ? ?
Bang 2:
Mi TD CH PH Cb TH

Tén trinh d§ | Cao hoc | Pai hoc Cao dang | Trung hoc
* M6 ta: Ma NV gom c6 3 ky tu:
- 2 ky tu dau cho biét ma trinh do cia nhan vién

- ky tu thtr 3 cho biét ma phong cua nhan vién.
* Yéu cdu:
1. Tén phong: dua vao ky ty thtr 3 ctia ma nhan vién va tra trong bang 1
2. Trinh d¢: dya vao 2 ky tu dau tra trong bang 2.
3. Tam tng: M&i nguoi di cong tac duoc nhan 300.000 néu s6 ngay di cong tic >=10, néu <10
thi tam tng 150.000. Tuy nhién, néu di cong tac va vé trudc ngay 01/06/2018 thi déu nhan
tam trng 250.000. (Biét s6 ngay cong tac = Ngay vé — ngay di).
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4. Tinh bang thdng ké nhu bang mau
5. V& d6 thi cho Cau 4 ( Bang thong ké)

6. Dinh dang tam Ung theo dang 200.000.00 déng

7. Sép xép bang ting giam dan theo cot tam Ung

8. Trich thong tin nhitng nguo1 & phong hanh chanh

Bai tap 07: Mé bang tinh va tinh bang dudi ddy rdi luu vao 6 dia E:\ Folder cua 16p minh

HOP DONG DAILY
STT | Hop dong | Paily Ngay TG Béo | Tén TB Pon gia | 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 | HD003 30/01/2001 6| 45.000
5 | HD0O05 25/02/2001 5| 30.000
6 | HD002 01/03/2001 10| 31.000
7 | HDOO4 12/05/2001 6| 50.000
8 | HD0O05 01/06/2001 9| 35.000
BANG I: BANG 2:
M4 Tén Ma TG Ma Tén
dai ly dai ly thiét bi | Bao 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 Phét TL 6 MG May giat
005 | Tuan Khanh TV 12 VI Pau Video
006 | Huy Hoang VI 6
* M6 ta:
3 ky tu cudi ciia hop ddng cho biét ma dai ly
* Yéu cau:

1. Pai ly: dua vao Ma dai ly tra trong BANG 1 dé 1y Tén dai 1y va n6i thém chudi “ Pai ly
vao dau. VD: HD001 = Pai Iy ABC
2. TG Bao hanh: dya vao M dai 1y tra trong BANG 1.
3. Tén thiét bi: dwa vao M3 dai 1y tra trong BANG 1 dé lay Ma thiét bi. Rdi 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 = Sb lugng * Pon gia. Néu s6 lugng>= 10 thi thanh tién duoc giam 1%
5. Pinh dang c6t TG Bao hanh theo dang sau: 12 thang

6. Dinh dang cot Thanh tién theo dang sau: 1.500.000 VND
7. Lap bang théng ké nhu sau:

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

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

LOP LUYEN THI VAO PAI HOC

ST |Khoithi| Mén | Ngay khai | Ngaybé |Sotiét| So6 Hoc | Mién
T hoc giang giang tudn 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:
Khoi Moén hoc Phy phi Khoi 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 | Anhvan-Phap van | 40000
Bang thong ké:
Khoi thi | Tong s6 16p cua khoi
A ?
D ?
* Yéu cau:
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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: S tiét * Gia tién /1tiét + phu phi. Trong do:
& Gia tién /1 tiét dwa vao khdi thi tra trong Bang 2
% Phu phi : dya vao khbi thi tra trong Bang 1
. Mién giam: Néu hoc phi > 1.000.000 dong thi giam 10% Hoc phi,nguoc lai thi 1a 0
. Lap bang thng ké theo mau trén
. V& d6 thi cho ciu 5 & trén
. Trich day di thong tin ctia khoi thi B va Khéi C

(98]

~N N L A

Bai tap 09: Mé bang tinh va tinh bang dudi day rdi luu vao 6 dia D:\ Folder ctia 16p minh

KET TOAN CONG NO THANG NAM 20138

STT | So hiéu | Tén hang | Ngay ban S6 thang | Pon gia | Thanh tién | Tong tién
gop
1 | MG1 ? 11/06/2018 | ? ? ? ?
2 | TVO 28/01/2018
3 |MG1 21/12/2018
4 | TV1 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 I:
Ma hang | Ténhang | Gia nodi | Gia ngoai | S6 thang QD
MG May giat 2500000 10
TV TiVi 2800000 | 3500000 12
NC Noi com 500000 | 800000 3
TL Tua lanh 2850000 12
QM Quat may 800000 | 1000000 4
* Mo ta:

- 2 ky tu du cta SO hiéu cho biét M4 hang

- k¥ tu cudi ciia SO hiéu cho biét hang ndi (0) hay hang ngoai (1)

* Yéu cau:

1. Tén hang: dwa vao Ma hang tra trong Bang 1 dé 13y gia tri twong tng

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

4. Thanh tién:
- Néu Sé thang gop <= S6 thang qui dinh thi Thanh tién = Pon gia * (1 + 1.5% * S6 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 Téng tién = Thanh tién, con nguoc
lai thi Tong tién = S6 thang gop * 25000
6. Sap xép lai bang tinh theo thir tu ting din ctia Ma hang, néu trung lap thi sap giam dan theo
S6 thang gop.
7. RUt trich thong tin cua cac mat hang Tivi, Quat may cua hang ndi
8. Tinh tong Thanh tién ciia nhitng mat hang 14 hang ngoai va c6 don gid >= 2500000

Bai tap 10: M, nhdp va tinh bang duéi day rdi luu vao 6 dia E:\ Folder cta 16p minh

BANG PIEM
Tén M4 . | e, |Anh | M& " Xép | L6 Ghi

Stt HS <6 Toan | Van | Sinh vin | khéi Khoi | BPTB LO; Cﬁﬁyén chi
1 | Qui BOl |8 8 |7 5 ? ? ? ? ? ?
2 |[céong |BO2 [10 [8 |9 8
3 |Pbién |[A03 |95 |9 |8 7
4 |Ding |A04 |8 8 |8 9
5 | Thanh [CO1 |9 9 |7 6

6 |Hoang |C06 |75 |5 9 8
7 | Tuan |A07 |95 |6 |9 6
8 | Thang | CO8 |8 7 19 5

Bang 1 Bang thong ké

M khoi Khoi Mz khéi | S6 HS Gioi | S6 HS Kha
A Khoi A A 2 ”

B Khoi B B 2 9

C Khoi C C 2 ?

Yéu cau tinh toan:

wn e

M3 khéi: Dua vao ky tu dau cta M4 sb.

Khbi: Dua vao Ma khoi va tra do tim trong Bang 1.
DTB: = biém trung binh cac mon hoc cua HS. Biét rﬁng
Néu Khéi A thi Toan hé s6 2.
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Néu Khoi B thi Sinh hé s6 2.
Néu Khoi C thi Anh Vin hé s0 2.
. Xép loai: Néu DTB >= 8 va khong c6 mon nao dudi 7 thi xép loai 1a Gioi.
Néu DTB >= 6.5 va khong c6 mén nao dudi 5thi xép loai 1a Kha.
Con lai dé trong.
. Lop chuyén: Chi xét cho nhitng HS ¢6 PTB >= 8
Néu 1a Khdi A va mén Toan >= 9 thi ghi “ Chuyén Toan”.
Néu 1a KhdéiB va mén Sinh >= 9 thi ghi “ Chuyén Sinh”.
Néu la Khéi C va mén Anh vin >= 9 thi ghi “ Chuyén Anh”. Con ngugc lai
dé trong.
. Ghi cha: La “ Pdu I6p chuyén” néu Lép chuyén khac rdng, con nguoc lai « Rot I6p
chuyén”.
. Sap xép theo thu ty ting dan ctia M4 khéi, néu trung thi sap giam theo DTB.
. Rt trich cac HS thuoe Khéi A, B va c6 DTB >= 8.
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BAI 7
PO THI VA IN BANG TINH
Gioi thiéu
— D6 thi trong Excel 1a mot d6 tuong riéng biét dung dé thé hién sy twong quan giira cac sb
ligu trong bang tinh mot cach truc quan va sinh dong
Muc ti€u
— Thuc hién dugc d6 thi dya trén s6 liéu da tinh toan trong bang tinh;
Chon lya cac ché d¢ va hi¢u chinh trude khi in an.

— Thuyc hién céc thao tac an toan véi may tinh.

1. Do thi

1.1. V& d0 thi:

B1: Quét khdi chon bang sb liéu rdi 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 chudt chon dang d6 thi roi 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: 6 thi dang cot
1.2.  Hiéu chinh dd thi
—  Chon d6 thi can hiéu chinh

—  Chon Menu Design = chon loai d6 thi can thay d6i
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2. In bang tinh

2.1. Dat tiéu dé trang in

— Chon File > Page Setup

—  Xuit hién hop thoai Page Setup > Chon Header/Footer
v" Custom Header...: G6 ndi dung header
v" Custom Footer...: G6 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.  Pat 1é cho trang in
Chon Tab Margins
—  Top: Khoang cach 1¢ trén
—  Bottom: Khoang céach 1& duéi
—  Left: Khoang céach 18 trai
—  Right: Khoang cach 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: Dt 18 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 gidng bang tinh khi in
Page size: Chon khé gidy
Print quality: Chét luong in

Page Setup E|E|
i| Marging | Header/Footer | Sheet
(%) Portrait () Landscape
Scaling

@ Adjust ko: 100 % |% normal size

iRt |1 S | page(s) wide by |1 & [tal

Paper size: Lekker W

Print guality: | 600 dpi v

First page number; Auka

[ O, H Cancel ]

Hinh 7.5: Chon huéng va khé gidy in
2.4. In lip lai dong/ cot & mdi trang in
Chon Tab Sheet
— Print area: Chon vung in
— Rows to repeat at top: Chon dong can lip lai ddu mdi trang
— Columns to repeat at left: Chon c6t can lip lai bén trai mdi trang



Page Setup

Page | Margins | Header/Footer |

Prink area: Prink...

Prink titles - -
Rows to repeat at top: | _
Options. ..
Colurnns to repeat at left: |
Prink
[ aridiines [ raw and column headings

[JBlack and white  Comments: [ (uone)

e
[ oraft gualty Cell grrors ast displaved v

Page order

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

[ Ok ] [ Cancel ]

Hinh 7.6: In lip lai dong/ cot & mdi trang in

2.5. In bang tinh
— Chon File = Quick Print: Xem bang tinh trudc khi in
— Chon File = Print...
—  Xuét 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 s6 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

. Sé
Logi lwong | Ty le
Xuat sac 0 0.0%
Gioi 2| 48%
Kha 11| 26.2%
TB Khi 24| 57.1%
Trung binh 1 2.4%
Yéu 0 0.0%

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

Tén hang | Giandi | Gia ngoai
May giat 2500000
TiVi 2800000 | 3500000
No6i com 500000 | 800000
Ta lanh 2850000
Quat may 800000 | 1000000

Bai tap 3

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

— L& dudi: 1.5 pt

— L& trai: 2.5 pt

— L& phai: 1.5 pt

Chon kho gidy in: A4
Hudng gidy in: Nam ngang
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BAI 8
TONG QUAN VE POWERPOINT
Gioi thi¢u
Microsoft Power point 1a phan mém tmg dung trong bd Microsoft office, dung dé trinh
bay vé mit hinh thirc cia mot van dé. Power point 1a mét cong cu chuyén nghiép c6 nhiéu tién
ich dé trinh bay van dé c6 hinh thic dep mit va tu dong
Microsoft Powerpoint c6 kha nang ing dung nhu sau
+ Thuyét trinh vién trinh bay trong hoi nghi, héi thao
+ Gido vién soan bay giang
+ Gi6i thiéu, quang c4o san pham
+ ...
Muc ti€u
Hiéu duoc Powerpoint 13 phan mém dung dé trinh dién;
Mo ta duogc cac thao tac trén trinh don.
Thuc hién cac thao tac an toan vdi may tinh
1. Giai thig¢u
1.1. Céach khai dong Powerpoint
— Cach 1: ChonE - Microsoft Powerpoint 2016

PR Powerpoint 2016

3

Q Settings

' SketchBook

a Skype Preview

£ iype here to search

Hinh 8.1: Céch khoi dong P Point
P3

— Céch 2: Click dtp chudt vao biéu trong =8  trén man hinh Desktop

2016

— Cira so Powerpoint sau khi ta khoi dong chuong trinh
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T 3 - Presentation] - PowerPaint

Insert Design Transitions Animations Slide Show Review View @ Tell me what you want to do... Signiin 8 share
-y i —| =- r<’>f‘ 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: Ctra s6 power point
1.2. Thoat khoi Powerpoint
—  Thuc hi¢én mot trong céc cach sau
+ + Chon File > Close

+ + Hoac click chudt vao dél.@ & goc trén bén phai cira s6
+ + Hodc nhan t6 hop phim Alt + F4

2. Lam quen voi Presentation-Slide

2.1. Tao mét tronh dién mai

Presentation erPoint - -] x
© .
New
New
Open te p
e o9 hes:  Presents i [ Ding T
Save As
I—_—

print Take a tour Atlas GALLERY
- I —

23

T A
Ewort Blank Presentation Welcome to PowerPoint Madison Atlas Gallery
Close
Account T earceL | TYP
PARCEL WOOD E . ION Quotable Berlin §
Options
Parcel Wood Type on Boardroom Quotable e

; DIVIDEND
),'-' SAVON # CROP
CELESTIAL [ \ﬁ -
e s
3 - oo m e SN

Hinh 8.3: Chon mot trang trinh dién méi

— Chon File > New
—  Xuat hién hop thoai New Presentation
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— Chon Blank Presentation

—  Hodc nhan t6 hop phim Ctrl + N

2.2. Luu mét trinh dién ( Twong ty nhu word)

— Chon File > Save

— Xuathién hop thoai Save As (hoac Click chuot vao biéu tuong & hodc nhén td hop phim
Ctrl +95)

[ save as x
« © A4 > ThisPC > DATA(D) » «|® | searchDATA (D r
Organize *  New folder = - ]
B Videos A Mame Type ~
& Windows 10 (C) Backup M File folder
> wa DATA (D:) Baocao M File folder
— Local Disk (E) De Thi VL File folder
Dekiemtra M File folder
v ¥ Network
KhoaTinhac M File folder
5 CONGMINH-PC Lich cong tac tuan M File folder
[ DESKTOP-4H2CL soft Vi File folder
I3 LEHANH-PC TanPhuTrung M File folder .
P - R N
File name: | Presentation1 =
Save as type: | PowerPoint Presentation v
Authors:  Admin Tags: Add atag

Hinh 8.4: Hop thoai Save As

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

2.3. Chon Slide trinh dién

— Chon Design ...

—  Xuit hién hop thoai Slide Design nhu hinh bén dudi

Aa Aa

- - =] .

ga B

Hinh 8.5: Chon Slide Design

—  Ta click chu6t chon Slide can trinh dién

2.4. Thiét ké cho Slide:

—  Tao cac d6i twong can trinh dién trén Slide

— St dung thanh cong cu Shapes dé tao cac dbi hinh vé&
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) Shapes » o
© F M Store

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 odp trong qud trinh thiét ké Slide
— Thém Slide: Chon Insert 2 New Slide ( hodc gd Ctrl + M hodc Click chuét ||

—  Di chuyén Slide: Click va gitr chudt vao slide muén di chuyén rdi kéo tha dénvi  new
Slide

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

slide mudn di chuyén rdi kéo tha dén vi tri méi ( hodc chon ni. - (Copy) )
—  Xo4 Slide: Chon slide can xo04, rdi nhan Delete trén ban phim

2.5. Chén dbi tuong vao Slide.

2.5.1. Chén hinh anh tir Online Pictures

i ; @ Online Pict
— Ch()n Insert 9 Onllne Plcturesl—_f‘ilc nline Hictures

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. Cheén hinh anh 14 1 file anh trén dia cung
o

— Chon Insert = Pictures ™~
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—  Xuét hién hop thoai Insert Picture

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

[ Insert Picture >
- = “~ == » ThisPC » Documents » ~ O Search Documents 0
Organize « Mew folder ==~ [ @

= Pictures 2 MNarme Date maodified Type

PM  File folder

AM  File folder

@ Microsoft PowerP Custorm Office Templates 10/10/2018 5:23
My Data Sources 18/10/2018
@ OneDrive
~ 3 This PC
I Desktop
[Z Documents
4 Downloads
B Music
= Pictures
B videos

i Windows 10 (C:)
v < >

File name: ~| |anpictures ~

Tools  ~ Insert || Cancel

Hinh 8.7: Hop thoai Insert Picture
2.5.3. Chén chit nhgé thuat: ( WodrAurt)
4

‘WaordArt

— Chon Insert > WordArt...
2.5.4. Cheén bang: (Table)

£
— Chon Insert = Table ™

trén thanh cong cu

—  Xuét hién hop thoai Insert Table Insert Table 7 X
+ Number of columns: Chon s6 cot Number of columns: B2
+ Number of rows: Chon sb hang Nmberorows 28
2.5.5. Chén do thi: Chart)
g | Chart

— Chon Insert > Chart
—  Xuét hién d6 thi c6 dang nhu hinh bén dudi
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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 chuédt chon d6 thi can chén trong hop thoai
— Candiéu chinh thong tin nao, ta click dip chudt vao cira s6 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 dbi kiéu do thi khac, ta click chudt vao Design >
chudt 1én dd thi, chon Change Series Chart Type, 10i chon kiéu dd 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 khac

Change
Chart Type

hodc click phai
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Bai tap thuc hanh
Bai 01:
1. Khoidong Powerpoint, str dung mot trong cac kiéu Slide Design c6 san tao mot
trinh dién sau va luu vao 6 dia D:\Folder cua 16p minh.

Title

Y ZIKIHIO.A T

mﬂ HQC Fﬁ Shape 2
ICRGSO

VD VWERPO

) ZW1E Uﬁ]

= Picture
Frame

Picture Text 5
Frame 4
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BAI 9:
HIEU UNG VA TRINH DIEN
Gi6i thidu

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

dong, tao dugc hoat canh minh mong muon trong bai trinh chi€u, b4o cdo, bai giang

Muc tiéu:
Thuyc hién dugc cac hiéu tng cho ting dbi tuong;
M0 ta cac thao tac trén trinh don.
Thyc hién cac thao tac an toan véi may tinh
1. Tao hiéu ung cho ddi tuong
1.1.  Tao hi€u rng 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 trng cho Slide

— Taclick chudt chon mét kiéu hiéu ting trong danh sach cac hiéu tng Slide
1.2.  Tao hiéu tmg trinh dién cho cac ddi 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 twgng trén Slide

-

— Dé chon hiéu ung cho ddi tuong, click chudt vao nut Add Animations, gém c0 4 nhom

hiéu tng
+ Nhém Entrance: Di twong xut hién ciing véi hiéu Gmg
+ Nhém Emphasis: Thé hién sy nhin manh
+ Nhém Exit: Hiéu tng thuc hién xong, ddi tugng bién mat
+ Nhém Motion Paths: Hiéu Gng thuc hién chuyén dong theo dudng dan.
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Luu y: Ta click chudt vao More Effects... dé chon thém nhiéu kiéu hiéu ung. Co thé chon
nhiéu hiéu ung cho mdt doi tuong

+ On Click: Hiéu ung thyuc hién khi click chudt
+ With Previous: Hiéu tng thuc hién cing véi hiéu tmg ké trudc
+ After Previous: Hi¢u tng thuc hién ngay sau khi hiéu trng trudc thuc hién xong.

2. Trinh dién slide.

Pé trinh dién Slide, ta thuc hién mot trong 3 cach sau:

Hoic nhan phim F5

2.1. Dinh thoi gian bat dau,

Chon Slide Show = Chon View Show

sO lan lap

Hoic click chudt vao biéu tuong® & ché do hién thi

Bién ¢d bat dau: Mdi hi€u tng c6 bién ¢b mic dinh ban dau 12 On click, tire 13 khi click
chudt thi hiéu img méi thuc hién. C6 3 bién cb bt dau

bé thay ddi bién ¢d bat dau, ta chon ddi tuong r0i chon bién ¢ bat dau trong 6 Start

MJi hiéu g c6 thé dinh thoi gian va s6 1an lap, dé thyc hién ta lam nhu sau:

— Chon hi¢u ung trong danh sach cac hi¢u ung da chon.

— Click phai chuot vao hi¢u tng = chon Timing..

—  Xuat hién hop thoai

Effect Chart Animation

Dinh thoi gian bao
nhiéu gidy s& thuc hi¢n

Skart: With Previous

»
Delay: |0 % | seconds

Speed:

Chon s lan lap

»
Repeat: » | (none)

[ rewind when done playving

0.5 seconds (Wery Fast)

b

X

o8

] [ Cancel

|

Modify: Box
Start: “B on Click L%

Direction: In s

Speed: Wery Fast v

{19 3 charts W
Start On Click

Stark With Previous

&) Start After Previous

Effect Options. ..

[T

Show Advanced Timeline

[E

ALtaPresyiew

Remove

Hinh 9.3: Dinh s6 lan 1ap cho ddi tuong
2.2. Doi tht ty thyc hién hiéu tng
— Gid st ta ¢6 thir ty cac hi€u ing nhu hinh bén, hi¢u ung thtr 1 Rectangle thuc hién trudc,

roi dén Explosino, Oval, Line,..

- Pé thay doi tha tu cac hiéu img bén, ta chon mat kiéu hi¢u Ung roi click chudt vao nut

E] Re-Order

¥ dé di chuyén 1én hay xudng
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Modify: Peek In
St B on Click

Direckion: From Boktormn

Speed: Wery Fast

145 3y Rectangle 1
2“3 3k Explosion 4

{35 3k ovalz

[+B Fk tines

@ Re-Order E]

Hinh 9.4: Thay d6i tht tu hiéu tmg cho dbi thuong

2.3. Huy bo hiu ung.

— Chon hiéu tng can bo

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

2.4. Cong dung mot s6 phim khi trinh dién

STT Hi¢u trng mong mudn Tac dong lén phim
1 | Chuyén sang Slide ké tiép I:r:ll,tmm;l’ Cil,lclgaggaDcot/}\l/?]nh dai hodc
2 | Tro vé Slide trudce Phim & (Backspace) hay <, M, P
3 | Chuyén dén slide c6 s6 tht ty X G6 s6 X roi nhan phim Enter
4 | oo va stide this 1 An va gi_frA 2 nut trai, phai ctia chudt
trong 3 giay
5 | Cho man hinh toi den va tré lai binh thudng | Phim B hay phim dau cham (.)
5 Cho man hinh sang trang va trd lai binh | Phim W hay phim dau phay (,)
thuong
7 Bién tr6 chudt thanh but v& trong khi trinh | T6 hop phim Ctrl + P

dién

Bién tro chudt dang 1a bat vé& trong khi trinh

T6 hop phim Ctrl +A hodc An phim

8 x
dién trd lai binh thuong Ecs
9 Xoanét vé do cay but vé trén slide khi trinh | Phim E
dién
10 | Dautré chudt va cho hién lai khi trinh dién | Phim A hodc phim dau =
11 | Két thuc trinh dién Phim Ecs, phim trir () hay (0 hop

phim Ctrl +Break
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Bai Tap Microsoft Powerpoint

Bai 01:

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

LUU HANH NOI BO

Picture
Frame 4

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

<+ Title 1 ( Truong TCN cui chi — Khoa Tin hoc) ........... Circle (On mouse click).
<+ Shape 2 ( Microsoft Powerpoint 2003) ............ Faded Zoom ( On mouse click).
4 Picture Frame 3 ........ocoiiiiiiiiieeee e Diamond ( After previuos)
e PICtUre Frame 4 ....ocooeoeeeeciee e Box (After previuos )
* Text ( Luu hanh ndi bo 2009) ........cc.covvveeeireeineann. Pinwheel ( After previuos)

Chon Slide Show nhin phim F5 dé xem trinh dién.
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Bai 02: Khoi dong Powerpoint, st dung mot trong céc kiéu Slide Design ¢6 san tao mét 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
: r

|

\
=2 -s/,_,‘_‘.L.-_.\}.L,'_“_Jv'.,r‘f >

e e el

2 “."\ : § .‘lV' 2 ).

Yéu cau:

— Cac mau hinh tai tir Internet

— Tao hiéu tng ( tuy ¥) cho cac dbi twong trén Slide
— Tao hiéu img cho Slide

Slide 2:

Hay click chudt dé
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Y&u cau:
— Tao hiéu tmg cho Slide va cac d6i tuong trén Slide
— Khi click chudt vao mién nao thi trinh dién gi6i thiéu mién twong Ung

Slide 3 -
TRAI TIM
HA NOI

a’ ,}\\ 49 ) .
A
L Vi VY.

Yéu cau:

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

— Tao hiéu tng cho Slide va cac dbi tuong trén Slide

— Trén Slide 3 tao mot nat Home, dé tao lién két trd vé Slide 2
— Tuong ty cho céac Slide con lai

Slide 4

HUE

o, . [
58 = , « I
- .y ]

il /"}‘g\jk’,‘l{?'*!l_\'\]l!;mgl".!’;,\'g W% GEwAT

e e

4

L —
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Slide 5 —
-

THANH PHO
MANG TEN BAC

el B | ﬂ.‘ |
Rk “ﬂl v I’ 'A\ { J&M

Luru y: Ban ¢ thé tao thém nhiéu Slie ctia ting mién bang nhitng hinh anh dic trung ciia viing
mién dé, gitip cho trinh dién ctia minh phong phu hon.

Bai 03: Khoi dong Powerpoint, st dung mot trong céc kiéu Slide Design ¢6 san tao mot trinh
dién tric nghiém va luu vao 6 dia D:\Folder ctia 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 d6i tuong trén Slide

— Khi ban click chudt vao cau tra 161 sai thi s€ thong bao ra man hinh “ Ban da chon sai 1O
Hay chon lai”, nguoc lai néu click chudt vao cau tra 1o dang thi s€ thong bao ra man hinh
“ Chac mung, ban da tra 101 ding”

Slide 2: Trinh bay nhu hinh bén dudi

CHUONG TRINH TRAC NGHIEM
POWERPOINT

Yéu cau:

— Tao hiéu ung cho Slide va cac dbi tuong trén Slide

— Khi ban click chudt vao cdu tra 161 sai thi s€ thong bao ““ Sai”, ngugc lai thi s€ xuét hién
ddu X trong 6 vudng ctia ciu twong Ung

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

Yéu cau:
— Tao hi¢u ung cho Slide va cac doi tugng trén Slide
— Khi ban click chudt vao cho trong cia cau nao s€ dién gia tri tuong tng vao cau dé

Slide 4: : Trinh by nhu hinh bén dudi

Chon ciac mau twong irn

* White _

* Brown—
® Purple—

—
|
AL
(I

Yéu cau:
— Tao hi¢u ung cho Slide va cac doi tugng trén Slide
— Khi ban click chudt v6 tén mau sé& xuat hién duong két ndi twong tng véi mau do
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