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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 1€ch 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 gido 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
1 rang, ¢6 dong, ngin gon, xuc tich, d& hiéu, huéng dan ting bude cu thé, sau phan 1y 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. Rat 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 hodc qua dia chi E_mail: vucongtcncc@gmail.com.

Cu Chi, ngay 09 thang 08 nam 2024
Chu bién



GIAO TRINH MON HOC/MO BUN
Tén mén hoc/mod dun: TIN HOC VAN PHONG
Ma mén hoc/mo dun: M09
Vi tri, tinh chét, ¥ nghia va vai tro cia mon 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 mé dun k¥ thuit co sé nghé bit budc.

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

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

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

— Trinh bay dugc muc dich ting dung cia 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 duoc cac ddi tuong trinh dién powerpoint.

V& k¥ nang:

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

— Thao tac duogc cac cong cu trong bd phin mém Microsoft Office hodc phan mém
ngudn md 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 cdo, chuyén
dé mot cach chuyén nghiép;

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

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

— Phén tich mét sb tmg dung thuc tién cua 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 vi¢e, trao ddi hoc héi ban beé, lam viéc nhom, trach nhiém véi mon hoc, ndi quy thuc
hanh, kha ning tu tim hiéu;

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

— Thuc hién an toan st dung may tinh, dié€n, trach nhi¢m vé1i trang thiét bi phong hoc;

— B6 trf 1am viéc khoa hoc dam béo an toan cho nguoi va phuong tién hoc tap;

— Gido vién goi y cac chu dé& mon hoc & thuc tién, minh hoa qua ung dung thuc tién.
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No6i dung ciia mon hoc/méd dun:
Bai 1

PINH DANG VAN BAN
G101 thiéu:

Microsoft Word 1a mot ing dung soan thao vin ban hang dau trén thé gidi cua hing
Microsoft. Chung ta c6 thé sir dung Word dé soan thao vin 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 phd bién do ¢6 tinh d& st dung, moi
truong giao tiép than thién, cung cap nhiéu cong cu hiru hiéu gitp nguoi sir dung xir Iy cac tai
li¢u 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 hi¢n cac thao tac an toan v&i may tinh

Noi dung chinh:

1.  Céc thao tic trén cira s6 Microsoft Word.

1.1 Khéi 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 khéi 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.
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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 tip tin van ban ( tén mdc nhién cua Word khi khoi 1a
Document 1), phan bén phai c6 3 nit diéu khién: Thu né, phéng to va déng ctra | ={C| x|
s6 word.
Thanh menu: Nam ngay phia du6i thanh tiéu tiéu d&, thanh menu chira cac nut 1énh theo
nhém.
Nut 1énh: Cac nut Iénh gitp ngudi st dung ra 1énh cho may tinh thyc hi¢n 1énh mdt cach
nhanh chéng:
Cay thudc: Hién thi do 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 sd 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 licu
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 2 New - Blank Document hoéc
+ Click chudt vao nat 1énh [J trén thanh cong cu hoac



+ Nhan t6 hop phim Ctrl + N.

2.2.  Luu van ban:

— Lam viéc v6i 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.

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
Xuat hién hop thoai Save As
Save: Chi dinh noi luu van ban
File name: Go tén tap tin vin ban can luu
Save: Xac nhan viéc luu van ban

+ + + +

[ Chi dinh noi luu van ]
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Hinh 1.2: Hop thoai luu tap tin
Lueu y: Thao tac nay ta nén thuc hién thudng xuyén trong khi soan thao van ban dé tranh mét
hét dir liéu khi gap su cd mét dién hay nhiing truc trac ky thuat ctia may tinh.
2.3. 7 Luu van ban véi tén khac hoac 1 noi khac.
D¢ thuc hién thao tac nay ta chon File = Save As va thuc hién thao tac luu van 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 hoac '_t-mn = : —

_ Click chuét vao nit lénh | 2=t

| {; i b L.I.'l'l'".'-\-\.ﬂll " I.-\.'r-i[;nl.:l':ti- "

IganoE v Parws Fbamr -

/=7 trén thanh cong cu hoac n Dot 5
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— Xuét hién hop thoai Open I_' e Acante
+ Look in: Chon 6 dia hay Frciy Gt
thu myc chita van ban canm¢o. | | . KaRAGI
+ Danh sach cac thu myc, | = !=eec it
tap tin ¢4 trong folder, § dia hién | o . smpiscmnroer.
hanh. D& mé tap tin ndo, ta Click SR e e
chudt chon tap tin dé roi chon _ ook = Lialewnci (Gl
Open hodc nhip Double Click ' ' ' '
chuot. Hinh 1.3: Hop thoai mo tap tin
3.  Soan thao van ban:
3.1. St dung bd gd Tiéng 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 st 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 ﬂ =

— Khi nao trén man hinh xuit hién hodc [ & goc dudi bén phai man hinh, thi lac
d6 ta co thé g0 duoc 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 > Xuét hién hop thoai:
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Hinh 1.4: Hop thoai Viét key
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Unikey:

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

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

Dé thay ddi Kiéu go - Bang md, ta click chudt phai vao -2 &=~ 2=
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Hinh 1.5: Hop thoai hiéu chinh kiéu g3, 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 Hoi | Nga Mia |(d)
Vd: bé g0: Ruou c6 hai cho strc khoé
Ta go6: Ru7075u col ha5i cho su71c kho3e

Huyén Nang | Miin6n | Méc rau




3.2. St dung 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 dau cach ( khoang tring).

St dung cac phim mili tén < Td— 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 dung ké trude con tro.

3.3. Thao té,c trén, khdi van ban.
3.3.1. Panh dau khéi 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 vén ban ta 1am nhu sau: Pua con tré chudt vé diu doan van ban cin 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 «MN— dé chon doan vin ban.

3.3.2. Sao chép khbi.

Sao chép khéi vin ban 1 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 mat 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 6 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 hod [#,han t6 hop phim Ctrl + V.

Lac nay ta sé 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 phéap sao chép khdi vin ban, sau khi sao chép doan vin ban méi thi doan vin
ban ¢l 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 vin ban khéng con van ton tai noi vi tri cu.

Cach lam nhu sau:

Quét khdi doan van 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 véo
nuat 1énh Paste 3¢ nhéan t6 hop phim Ctrl + V.

3.3.4. Xoa khdi.

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

3.4. Str dung Undo, Redo, 13p 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 maé1i thuc hién nhiéu lan béng phim F4 ( hoac Ctrl
+Y néu chirc ning Redo bi mo)

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

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

[tnd and. Replace

Rrd Hearlame anTn

B =Nt

Cliclk chnAt A3 fim

a T
[ phi ghs = Beres baon=T
_'\l'll\.'|.'= | i -n.-ﬁ

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 s& 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 van ban tirc 14 ta thuc hién viée tim kiém 1 nhém tir
nao do va thay boi 1 nhom tur 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.
— Lap 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.  Chen cac ki ty ddc bi€t 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 tri ma ban mudn xuat 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, c&
chir cua tirng doan van ban.

VAN CANH HUONG SON

Hom nay di chua huong
Hoa cé mo hoi suong
Cung thdy me em day
Em van dau soi guong

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

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 toi xinh xinh qud
Bao gio co lay 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 ai Size 13, B, I, words only
Vi thay bdo newoi mai

Rang : em con bé lam

Y doi ngudi tdi trai
Bai tap 02: M¢ tap tin modi, nhap bai tap va luu vao 6 dia D:\Folder cuta 16p minh.
NGAY XUAN .

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:

Gi61 thiéu

TRINH BAY VAN BAN

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 cac 1énh trén menu Format dé dinh dang theo yéu cau.

Muc ti€u

— St dung duogc cac ddi tuong va hiéu Ung dé trinh bay van ban;

— Trinh bay céach thuc dinh dang van ban;

— Dinh dang dugc mot van ban dung yéu cau;
— Thuc hi¢n cac thao tac an toan vo1 may tinh.

[

Dinh dang van ban:
1.1. DPinh dang ky tu

Cac lya chon lién quan dén viéc dinh dang ky tu gém co: Thay ddi Font chit, kich ¢& chi,

kiéu chit (ddm, nghiéng, gach chan),....

1.1.1  Thay ddi Fon chi:
Cac budc thuc hién:

— Chon doan vin ban can thay doi.

— Chon Home - Font.
— Hop thoai Font xuét hién:

Effect:

—  Strikethrough: Gach bo gitra tir.
— Double Strikethrough: Gach bo gitra tir nét doi.

Chon
mau

HEFCE T O O aplicac:
(10 e v diwmgg s Closw [ 6l g

|5 | Iewte | i=ika
|mEFT Ccrgra

B L B

LRI EU PR LIS Bt R E T

Ihi'n T| 1.

Hinh 2.1: Hop thoai Font

—  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 dbi dang chit hoa - thudng:

Chonkiéy
dirgng gach

11



Ta cén thyc hién thao tac nay khi can chuyén mot doan van ban tr dang chir thuong
thanh chitr IN HOA hodac nguoc lai.
— Quét khéi chon doan vin ban can dinh dang.
— Nhin t6 hop phim Shift + F3.

1.2.  Dinh dang k¥ ti tw hoa roi xudng nhiéu dong.
Ta thuc hién thao tac nhu sau:

— Chon ky tu can dinh dang. firag Cap |
— Chon Menu Insert = Drop Cap ... = [w
—  Xuét hién hop thoai Drop Cap: E

\
Ham [roppsd ¥
Chon \N
Ford Chon
\"Fﬁnﬂm o 1
Khoan Unesta g ’§©
, Chon s0
gcach e Iroan b F *

o) o=

Hinh 2.2: Hop thoai Dropcap

1.3. Dinh dang doan van ban — paragraph. .
Pinh dang doan van ban gom 1 s0 dinh dang nhu: Canh I¢, dinh dang Tab, dinh dang

khoang cach gitta cdc dong, ... Ta c6 thé thy hién thao tac nay bang 1 trong 2 cach sau:
Cdch I: Str dung Menu lénh:
— Quét khéi chon doan vin ban can dinh dang. —!

[ o e 1L skl |
- Ch?n Payout 2> Pa.ragraph . EERe] L .r | riad
— Xuat hién hdp thoai Paragraph: Cen
= H y (3
Sl |
g - e
L% 1y = T e
Khoang EXEY u 3 sk »1\:-
Sin
T gle
1.5
8] Gl ]

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 gidy.
+ Right: Canh thang hang 1& bén phai.
+ Justified: Canh déu 2 bién trai - phai ( chi ap dung cho doan vin ban c6 nhiéu dong).

12



Special: Thut dau dong
+ Frist Line: Thut vao dau dong ( Khoang cach dugc dinh trong
+ Hanging : Nguoc lai v6i Frist Line.

Line Spacing: Khoang céach gitra cac dong trong doan.
+ Single: Khoang cach 1 dong dong binh thuong.
+ 1.5 lines: khoang céach 1.5 dong. /il;%?
+ 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:

4

Increase

Decrease
Indent

Hinh 2.4: Thanh cong cu dinh dang
1.4, Dinh dang ky hiu dau dong - sb 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, d& 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:
Hlullets amd Humbaring ]

Eulsind ) Wrsbersd | i Wursbersd | e

N - o

o

4+ i -3
4+ & w
* i+ 3

|l2¢ ||I:a'\-c-H|

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 chir cho ky ty duoc

chon lam hoa thi.

+ Character...: Tim ky tu khac dé 1am hoa thi.

13



Customize Bulleted List El

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

Hinh 2.6: Hop thoai Customize Bulleted List
+ Picture...: Chon 1 hinh dé lam hoa thi.

— Pétim1 ky tu khac 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
d6. Chon OK - OK.
1.4.2. Dinh dang sb tht ty dau dong.
— Quét khéi doan vin ban can dinh dang.

14



— Chon Format - Bullet and Numbering...
—  Xuét hién hop thoai Bullet and Numbering = Chon Tab Numbered.

Aullets and Humbaring El

'Ey.k'.u".'l:'.@'ﬂafiéléi | Lok By
| |
|. 1 B |
Kong 2. - - H - ~n
£ ) £ ]
& 3; E I
H - - b — - n —
[ o S iii
— e
{5 Restars numisrng O Corb s provious b CEE)
L o || cand ]

Hinh 2.8: Hop thoai Bullet and Numbering

— Thuc hi¢n tugng ty nhu tao Bullet.
— Chon Customize ... > Xuét hién hop thoai Customize Numbered List

Customire Humbered |Liss

Dinh dang stt \\ e B
. L I “ork... |
2 , Py S /J —
Kiéu cua stt I\_-l:_;, =, = S — Bat dau danh stt

rarhs posmnor tu so méy
L=FE - algrad ok |0.5° %\

Teest pesRion \ Khoang cach
‘=b sp=0e aftar 5 1A
P = trdark ak: 0,75 = cua stt voi lé

P ad B T trél van bén

L o [ coneel

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 nat 1énh = =
thanh cong cu Formating. —
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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Barders and Shading

Cekang: Chye | Frewew
| # Ok ony dagram balow or s
E — ; | bakbans ba apndy Binrders
= . =
| | e S
i === = S SR W
= Shadow |
- : fias
—— oo ;l = =
i E e fk pmeka -
= it [E2) ()
[ ol o A ko
r Custom | i
[ & - | |Pur-5;|'e:|- £
|. r_..'l:|:|:-.-|s... |
| Showlocher | | Hortecrtsl Lne... [ o | [ e |

Hinh 2.10: Hop thoai Border and Shading
— (6 3 tab dinh dang:
+ Border: Ké dudng vién cho vin 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

Hardars amil Shadinge

| = e Dol | | Eatatadir -, i o | | cama |

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 ndy cho Text hay Paragraph
Tao Border cho ca trang van ban: Chon Tab Page Border

o+ + + + +



Borders and Shading

| Borders \_ Page Border ) Shading

Sekking: Skvle: Prewiewm

~ Click. on diagram below ar use
= buttons to apply borders

i | )] [ [ |
Iz
B

{hBE < &pply ko
Cuskom — ;
Ark: | Whale document - :
[ DDBH® -
!......' ....... e e s e rr—a |
[ Shows Toolbar ] [ Horizonkal Line. .. ] [ =] ] [ —ancel ]

Hinh 2.12: Hp thoai Page Border

— Thuc hi¢n twong 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 c4, trir trang dAu tién

- Néu mudn duong vién trang vin ban 1a cc hinh anh, ta chon & muc Att.

1.5.3. Tao nén mau dudi doan vin 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.  DPinh dang tabs: ’ .

Tabs 1a cong cu dugc st dung rat nhiéu trong viéc 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 HOQI CHU NGHIA VIET NAM
------ 000------ Doc lap - Tu do - Hanh phuc
----000----
Hoac
-IE_I-'A---i---'---a.---'---3---L---4---'---5.---'---5-«:.
L 7 0
Sinh ngay:..........ccc..... Thang..........ccc...... Nam....ooooeeiernnnnnnn. Tai:.......e....
biachi: ...l Dbuong.................. Phuong ................ Quan:.........

Cac loai Tab thong dung:
(] Tab trai: Van ban dugc canh 1& trai khi con trd nhéy dén vi trf 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 vdi 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 0, 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 tré khi nhdn phim Tabs §|
Tab —
( Tuong g trén thanh Thude) \"I ab stop position: Default tab stops:
g 2:: :
g.. Tab stops to be cleared:
Cac Tab hién c6 trén dong dang chon —— |
Alignirment
A ; (%) Left () Center () Right
Cac loai Tab — Canh 1€ cho Tab ?} Decimal ) Bar
Leader
£ 1 Mone &, 000000 3 o=
Xuathién cackyhiéu....,----, ___ khi //@ = Oz O3
R Y SR Os___
di chuyéncon tro dén vi tri dung Tab.

[ Ok, l[ Cancel ]

Xoa Tab dang chon Xo4 tat 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: ...., ---, .
— Chon Set dé thiét lap Tab - Chon OK.

Ta c6 thé dit Tabs nhanh dua vao nut Tab va thanh thudc

| §|1 T R O B B S A B SR S S BRI S

Click chon vi tri Tab

Chon loai Tab Click chon vi tri Tab

Hinh 2.15: Chon Tab trén thanh thudc ngang

1.7. Chia van ban thanh nhiéu cot:
— Sau khi nhap van ban xong, ban can thuc hién cac budc sau dé chia mdt doan van ban
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thanh nhiéu cot:
— Enter & cudi doan 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?

A

,_
a1}
-
i 1]

Cancel

=
=
m
L
e
]

Qe T Three L
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 c6 duong
ké phan cach gitra cac
cot

Hinh 2.16: Hop thoai column

N¢éu chia cot ma khong can cac duong ké phan cach gilra cac cot, ta ¢6 thé sir dung nlit cong

cu sau:

Click chuot réi l
chon soO cot

3 Columns

2. Chén cac dbi tuong vao van ban
2.1.  Chen hinh va xtr 1y hinh

Cac budc thuc hién:

— Thuc hién thao tac chen hinh.
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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 tac chen hinh:
Chen hinh tir thu vién hinh cia Word ( SmartArt):

Chon Insert > SmartArt
Xuit hién hop thoai sau:

Chocas s Smartict (nphic f =

';r: a il L
- T
o

=
¥

. 38 =

e el o=

@ E b

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 trd tai vi tri mudn chén hinh.
Chon Insert > Picture
Xuét hi€p hop thoai Insert Picture
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Chon file anh tir hop thoai sau: & i

2 EL Fomm b - i@
Chon O dia, Folder co Fhsui 21
hinh can chén fhian
Falmm ;
OF v i
- il Civmi R sikd e
i RETR
B [
Chon hinh cin chén o vors
o Do Tide
at Hae
w Faam
BRSO B "\-.:: H]
el Im.r } ind

Hinh 2.18: Hop thoai Insert Picture
Chon hinh can chén roi chon Insert.

2.1.1. Thay dbi kich thudc hinh:
Thao tac nhanh:

Click chon hinh can diéu chinh.

— DPua chudt vao cac hinh Vuéng nho & cac g()c hodc cac diém giira ctia khung chtra hinh

cho hi¢n cac miii tén 2 chleu (hinh ben) roi giir nat trai chudt kéo - tha dé diéu chinh.

Kéo thd - chudt dé
thay d61 kich hinh
hinh

Hinh 2.19: Hiéu chinh kich thude cua hinh E_| R

1'.-..-.;.,h -] S Eackwand
2.1.2. Thay d6i vi tri twong d6i ciia hinh: B By suection P
Thao tac nhanh: = i Ui bk Tt
— Click chon hinh can diéu chinh. B s
— Chon Format = Wrap Text : :qulﬂh

Céc dang vi tri trong d6i thong thuong: o
Inline with Text: Hinh nam trén cung 1 dong véi vian ban %2 Fiwhind Yer
(Hinh giong nhw 1 ki ty binh thuong). 1=
Square: Hinh s& day vin ban sang 4 phia theo dang 1 hinh chix
nhat. e ot |
Tight: Hinh diy vin ban sang 4 phia theo 1 hinh dang bat ky LI Morelapout Ogtione, - |
(6m sat Hinh)

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 nam phia trén, che mat vin ban phia dudi.
— Advanced: Céac dang vi tri twong d6i khac.
Di chuyén hinh:
Pua chudt vao gitra hinh > Xuat hién mii tén 4 chiéu 4—I—> , sau do gitr nut trai chudt

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

Word Art 1 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 duéi

\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

+Xuat hién céc kiéu chit WordArt

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

. :
s [T LY Smbal-

A A A A [
Click chuot .
[ dé chon A A ] ‘&'
A A A L~

Hinh 2.20: Chon kiéu chit Word Art
Hién hop thoai Your Text here, click chudt vao 6 Your Text here va go ndi dung chir
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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THUC HANH T~
HOC

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 chit nhat va dac biét cac so do
trong SamrtArt
2.3.1. V& 1 Shapes:

© =X 7

Hinh 2.22: M6t s6 Shapes tiéu biéu

— Chon Insert = Shapes
— Hién ra mdt bang chon céc hinh Shapes,
— Chon 1 hinh Shapes = Khi d6 con tr6 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 cac d6i twong do hoa:
Tét 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 gitt 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. Rd nhoém cac dbi twong da két nhom.
— Chon nhom cn ré.
— Chon Draw = UnGroup ( hoic nhap phai chudt vao d6i twong 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 1a 1 clra s6.
— M0 ctra s6 can chup.

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

2.4.2. Chup 16p trén: Khi hinh anh 1a 1 hdp 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 - Cat: Khi can chup 1 phan cira ctra sd

— M0 ctra s6 can chup.

— Nhén phim <Print Screen> dé luu 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  Ai 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.  Chen cong thirc toan hoc

— Equation 1a mot chtrc ning ctia Winword cho phép tao cac biéu thic toan hoc nhu cin sb,
phan sb, ma tran, cac biéu thuc 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:

- I I” ) ] 1] 1 _:- 3

I

k=i Heaztas:

Hinh 2.23: Thanh cong cu Equation

Dén day ban chi can gb biéu thire vao khung. Nhirng ky tur ndo 6 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 chiic nang Equation.

Chii ¥: Khong nhat thiét lac nao cling vao Equation.
Vi du: Pé 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:

Ja-2-p
b
ab —> o
Cong viéc dugce thyc hién nhu sau:
Vao Equation:
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Chon nut dé tao dau {

Chon nut
Dé tach phan bén trong dau { thanh 2 d6i twong nhu sau:

Chon ntt can so:

Go chir a, bAm phim mii tén tGi ( dé roi khoi anh huong cua déu can), gb dau trur.
Chon niit phan s0 % g3 a (i s6) va b (mdu s0)

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), g6
d4u cham, g0 b, chon ky hiéu vécto, chén ky hi¢u oo.

+ + + + +

Cac hi€u tng dac biét

— Pé tao hiéu ung chir ta thyc hién nhu sau:
+ Quét khoi chon doan vin ban can dinh dang
+ Chon Font
+ Hop thoai Font xuét hién
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Hinh 2.24: Hop thoai Font
+ Chon Text Effects

+ Hop thoai Text Effects xuat hién

Faormat Text Effects
.

= HH

E Tol B/l

b Tt Ouilice

=

Hinh 2.25: Hop thoai Format Text Effects
+ Text Fill: Hiéu tng mau nén chit

+ Text Outline: Hi¢u tmg dudng nét chir



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

GIOI THIEU CHUNG VE INTERNET

_— &_)(% _—
A Internet 4 hé thdng gdm cac mang may tinh, dwgc lién két v6inhau trén pham vi toan
thé gigi theo mot giao thirc chuan, thong qua cac hé thong kénh truyén thong.
A Nhu vdy, Internet cé thé hiéu la mang ciia cdc mang. Giao thire chudn dé cdc mang
may tinh noi voi nhau la TCPIP.
# 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
I. PHAN BAN THAN.
| 3 (03N (<) SRS
Sinh ngay: ................. thang ............... 10F:1 11 IO Tal: i,
Hién cu ngu tai;.......... Duong ............... Phuong .............. Quan: .......coeeeiiiiiiiee.
La sinh vién hoc 16p: . Tai trung Tin Hoc ........ceeerennnnnn.... Khoa: .....ccoovvviiiiiinnn.
Dat diém trung binh cadc mon.................. Hocky:..ccoeeee. Khoi hoc: ceveeeeeeeeeeene,
1. PHAN GIA DINH.
Ho t€n Cha: ..o e, Namsinh............ccoeooeneis
NGHE NGRIEP: ..., NOTIAM VIBC....vet ceevieeeieeeeeeeeeeeeeeeeea,
HO tEN MG . et e Namsinh..........cocooeeeneen.
NGhE NGHIED: .o NoO11am VIEC: ..ot v,
III. ANH CHI EM RUOQT.
L HO G0N e Namsinh .........cocooeeenien.
2. HO eI e Namsinh ...........ooeeiennein
3 HO N e Namsinh ...........cooeeienniis
A HO €I e e Namsinh .........cooooeeeneen.
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Bai 02: M¢ tap tin méi, nhép bai tap va luu vao b dia D:\Folder cua 16p minh.
UBND HUYEN ABC CONG HOA XA HOI CHU NGHIA VIET NAM
CTY BUU CHINH TP Déc ldp - Tu do - Hanh phiic
Ooede: 1 (R
Tp.HCM, ngay 5 thang 09 nam2018
HOP DONG
> Can 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 ciia 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: (khich 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 Pong, 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 Ngéan hang Cong thuong VN-Tp.HCM.
Pai dién ki: Ong PHAM HUNG LAM — Chirc vy: P.Giam Doc.

Khach hang Ngay ... thang ... ndm 20...
(ky tén) Giam ddc
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Bai 03: M¢ tap tin méi, nhép bai tap va luu vao b dia D:\Folder cua 16p minh.

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

GIAY CHUNG NHAN SUC KHOE

Phén I: Ly lich ban than
|5 (oI 1R 1<) s A

Dia chi: Duong................... Ap(khu phé)........ccovee.. xa(phuodng).......covvvvvvveveeennnn.
Huyén(quan)...................... TP(tINh) ceeeeeii e e
INOT COMNE TAC: 1eituineeeiiiiieeees ceieee ettt e e e ettt e eeeetttaeeaaas seeeeeassnnaeeeessnnnaeeeesnnneeeessnnaens
Phén II: Khém
e Mit
Tréi: Phai
e Tai
Tai trai Tai phai
e Ring
Ham trén Ham duéi
e Than kinh:

e HO hip:

e Tuan hoan:

Tp HCM, ngay ... thang ... nam 20...
Bac s kham
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Bai 4: M¢ tap tin moi, nhap bai tap va luu vao 6 dia D:\Folder cua 16p minh.
Truong THPT Binh Duong
><: 86 1 V& Thi Sau Di An BD
@: 06510101010
DE THI HOC 11-2010
Mb6én thi: Todn
Tho1t gian lam bai: 120 phut
Cau 1: Cho ham s6 y=f(x) =x> + 2m-1)x> +(m+1)x —(m+3) ¢6 d6 thi (Cm) v&i m 1a mot tham
56
1. Chiémg minh ring ham s6 ludn ludn c6 2 diém cyec tri
2. Khao sat sy bién thién va v& d6 thi (C) ctia ham sb khi m=1
3. Duavao db thi hay bién luan tuy theo k s6 nghiém cta phuong trinh x> -3x2 +2-k =0
Cau 2: Chimg minh biéu thirc va tinh tich phan sau:

e

a. nz_l(am _ai)]’i :Ie
i=0

a

b. Isin 2 cos 3a
c. J.(Sa)2 +sin 3w)dw

Cau 3: Trong mit phang OXY cho hyperpol ( H); 9x> -16y° = 144
1. Chird cac truc toa dd cac dinh, tiéu diém, tiéu cu, 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 cta A va B véi

e

1 00
A=|0 1 O
1 1 1
I O
0 1
B =
I 0
0 1
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Bai 5: M4 tap tin moi, trinh bay vin ban theo mau va luu vao 6 dia D:\Folder ctia 16p minh.

Chon kiéu chi

WMNI-Tekon g -
WMI-ThuFapz =
WHI-ThuFap3 10
WMI-ThuFapfan —d  |Bold-Ttalic 11

i [ P i

Fonk I Characker Spacing I Text Effects
Fonk: Font 5
= T-Times) INDrm

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

Fari

= Save

=l
! Chon c6 chir

Thanh menu

Undo Bio cdo CO CAU TO CHU'C CONG TY
) theo
e XYZ
= Print - - -
TONG GIAM BOC
B Bold l v
GPb T. MAI Gb S. XUAT GPN. SU
= Open Gb T. CHINH
; A\ 4 A\ 4
] 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 cac 6 t6 chirc theo dang bang gdm nhiéu dong, nhiéu cot. Mbi 6 ¢ thé
chira van ban, sb 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 céc loai tai liéu tir so yéu 1y lich dén cac bang tin
thec,....

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 tdc an toan voi may tinh.
1.  Chen 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 cOt 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\
so6 dongo. so cot
I\F 4 % 3 Table

Hinh 3.2: Tao bang trén thanh cong cu
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2. Céc thao tic trén bang biéu

2.1. Xo4 Table:
— Dit con tro trong Table mudn co.
— Chon Layout = Delete Table

— Daénh diu chon dong ( cot):
— Dit con tr6 tai dong (cot) can danh dau.

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

2.1. Thay doi do rong cot:
— Panh dau cot can di€u chinh.
— Chon Table = chon Table Properties...
— Chon do rong cot trong hdp thoai sau:

Chon dong

Table Properiics

I _-_J.l.' L] -_l'.'_\l___ i .5 |
oR
e 105
] Perferned gdch |.:!' _.: e e e _:'_:'-ch.'-___ b

R ] \/7—'
GO dO I'()Hg cua | 44 Prevonars | rhimn I | kerar ol b I
cot

—

ot || rwem |
Hinh 3.3: HQp thoai Table Properties

Céch khac: Pua chudt vao duong bién phai ctia cot can diéu chinh cho xuét hién <>,|roi gitr

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

[
Kéo tha chudt \\‘><-|-|->

(hodc nhip
dup chudt)

3. Thay ddi ciu trac bang biéu

3.1.  Tron nhiéu 6 thanh 1 6:
— Pénh diu chon cac 6 can tron.
— Chon Layout = MergeCells.

g Merge Cells

F=] split Cells 34




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

E Merge Cells

FH split Cells

Hinh 3.5: O Split cells

3.3.  Cheén thém cot:
— Panh diu vi tri ma c6t méi sé duge chén vao. (Cot nam sau cdt duoc chen).
— Chon Layout - Column Left.
3.4.  Chen thém dong:
— Paénh dau vi tri ma dong mdi s& duge chén vao. (Dong nam sau dong duoc chén).
— Chon Layout = Insert below
Truong hop mudn chén mot dong méi & cudi bang ta lam nhu sau:
— Dat con to ¢ 6 dudi cung bén phai Table

— Nhén phim Tab. Formula [X]
3.5. Xoa dbr}g (Cot): ‘ N

— Danh dau dong (cdt) can xo4 . | _ooxic

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

— Dit con tré & 6 chira két qua. ER

— Chon Layout = chon Formula... R v

[ O, ] [ Cancel ]

Hinh 3.6: Hop thoai Formula

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

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

CONG TY TNHH SAO MAI
= Tén vat tu Qui 1 Qui 2 Qui 3 Qui 4
1 % Gach ong 200 150 320 200
2 % Gach the 450 460 465 300
3 % Xi-ming den 150 700 780 550
4 + Xi-mang trang 700 211 200 700
5 % Sit ¢ 10d 680 540 150 400

Ké toan

Bai 02: M tap tin méi, nhap bai tip va luu vao 6 dia D:\Folder cta 1ép minh.

BANG DIEM

Ngay ...

thang .... Nam 20....

Thu trudng

Lép : Tin Hoc Can Ban —K04/2010

= L Piém

= HO 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

Gido vién b mon

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

Truong khoa
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Bai 4
BAO MAT VA IN AN

Gioi thi¢u

Phan mém Office Word d4 ra doi tir rat 1au va khi cong nghé ngay cang phat trién thi
hang Microsoft ciing tich hgp vio cac tinh ning vé bao mat can thiét cho cac file van ban ma
ban tao ra dé tranh bj truy cdp trai phép va ro0 ri thong tin quan trong cuia nguoi dung.

Vén dé bao mat file Word 13 diéu can quan tam hang dau ctia nguoi ding dic biét ddi
v&i nhan vién van phong hay phai soan thdo van ban, tao bang tinh

In 4n 14 qué trinh tao ra chir va tranh anhtrén céc chat liéu nén nhu gidy, bia céc
téng, ni 16ng, vai... bang mot chit liéu khac goi 1a muc in..
Muc ti€u
— Thuc hién du’:cyc thao tac tao mat khau cho V,é.n ban;
— Chon lya ché do va hiéu chinh trudc khi in an;
— Thuc hién duoc cac thao tac tron van ban;
— Thuc hi¢én cac thao tac an toan v&i 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 6

+ Password: Nhap mat khéu
+ OK:

Sumrppl Dutunem y e

E=drspt bt cpmberky ot BRlE iz

Pt cpaonc:

Fairen: Hynn Inos ardnonget she peaciecns i
rarat herercwrresl (F i abazshi=E b Seepm 2 i al
pavuamde end Frer roressandnn darcarsnt
nAFPL N & nals plsne

FEararisr thel pavvearrds sre et aenebee.

[ o ] Zanod

Hinh 4.1: Hop thoai Encrypt Documet
+ Nhap lai mat khau vao 6 Reenter password cua hop thoai Conflirm Password
+ OK

Zoefinm Pawemoed 4 =,
Crcraps the conterts of thin A1
Frrmier paviamird

Lauzmn: F yuu loas ur forgsd Tha pasawid, =
rarral e reoenied. 1 o wdhaetde tu kaep o ol &
Pl aod o tonpunzing dewmen!

LIF R TP R FER | (R T

Fumamb Uikl pacwoilds and saes-a2rnrlrai]

E Canrel
Hinh 4.2: Hop thoai conflirm Password

1.2 Protect.
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— 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 - =

Stard Enlorang Piobecaon
1 Pk T e il
!_i'hllmld
M desursant ht nek prerppried Plalsiaun uem <an edd
Mg Rk ared Fi s e S8 Snedin. |

Ervinr neve pEnwoed (oEttanar |
Femvier pasiwadid o ponfinn
[ Linar mutfenijcebon
(Rt hariicaind ocwrer can mmaen dacaran | preteclian
Tres O oo Fesl b5 Py rgrd el el Ae s dsd S008It
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Hinh 4.3: Hop thoai Restrict Editting va hop thoai Star Enforcing Protection

2. In van ban.
2.1. Dittiéu dé trang.
— Chon Insert > Header hay Footer.
— G5 ndi dung tiéu dé trén ( Header). Hay dudi ( Footer)

Hinh 4.4: Header g tiéu d¢ trang in
- Chon Close dé trd vé man hinh soan théo.
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

H  Iop o Fage

3 Eettoenof Pag
=] Eagetdargine ¥
&  Lumesk Fasten ]
Fry Fumm Pugs Kumbr.,
Hinh 4.5: Chon vi tri danh sb trang Fh Femmer Page Humber:

2.3.  Dit1é cho trang in:
— Chon Layout = Page Setup.
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— Xuat hién hop thoai Page Setup / Chon Tab

Margin. Warpra | Jrgps | Lograt
Margin: , , - -H LA = Botboar (L5 o
+ Top: Khoang cach tir mép gidy phia trén dén | ¢ 25 I Bk [L7m
o N gt JRii 5| Gytteipotion: | Laf: 3
van ban. ..
. v+ B?ttom.' Khoang cach tir mép gidy phia dudi l_@ |
dén van ban. P Lk
+ Left: Khoang cach tir mép gidy bén trai dén | i e — 3
van ban.
+ Right: Khoang cach tir mép gidy bénphaidén | s =
‘hale decursant - —]
van ban. JE—
+ Gutter: Chira lam gay sach. =
+ Gutter position: V1 tri lam gay sach. Coats | e aa ]

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

2.4.  Chon kho gidy in:

— Chon Layout> Page Setup. S -
— Xuit hién hop thoai Page Setup -> Chon Tab | = TR
Paper. T mrm

+ Paper size: Chon khé gidy F'Fm”: Tmf

+ Width: Chon chiéu rong kho giéy
+ Height: Chon chiéu cao kho gidy |
+OK. ka3

[ petan.. ] oe 3 conen |

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 ) Ie"
— Sau khi xem va tinh chinh xong chon Close dé tré' vé man hinh soan thao.
2.6. Inra gidy.
— Chon File / Print hoac chon nut cong cu 3 (Print)
hodc t6 hop phim Ctrl + P.
—  Xuat hién hop thoai Print.
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Printer:

+ Name: Chon may in. Prine :
Hetn G Lo LENE < SHU L ¥ | i |
Page range: s PO
e N o N “A N Tipse e L 0TRETETFN - it
+ All: In tat ca trang vin ban hién hanh. | 4. e o
9 . . 5 1] He=pl e
+ Current Page: Chi dinh trang in ;‘""’M - hiihitae:
+ Pages: In theo STT trang ot vtk :
< [ 10 ey pa g o
Copies: Finin IJ_——] Jl_p st
| . A > 1 Inha: poce nunbe s Aroiof g ranges F
+ Number of copies: Chon s0 ban in b e e IS
OK- '-'I'I'I‘l-"l'l' lr'l' !'- W i .
Al S o P ram i
TTARPTANAELE BT Y Sepken .
pti=re | | L I |_-\.-.'|'"|l

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 thic 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 gidong nhau.
+ Téap tin dir liéu (Data file): Tap tin nay chira cac thong tin cd nhan nhu danh xung, ho tén,
sb tién thanh toan, ...
—  Sau d6 sé tién hanh tron 2 tap tin trén véi két qua 1a s€ c6 mot tap tin bao gém ca 2 noi
dung tép tin trén (Mail document va Data file).
3.2.  Cach 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 ddu
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 Ticu Yén Tu
Chu Chung Tt Bon
Anh Lé Minh

B2: Tao tap tin van ban mau nhu hinh bén dudi, 161 thyc hién cac cong viéc nhu sau:

— Chon Mailings = Start Mail Merge = Step by step
Mail merge wizard

(@

)

THIEP MOI
- Nhan dip sinh nhat 1an th 18 cia con chung toi
- Kinh moi: < Danh xung> < Ho tén khach moi>
- Vui long dén dy budi tiéc chung vui voi gia dinh chung t6i
vao lac 19h30° ngay 16/09/2018 tai tu gia.....

O: - Rat mong duoc su hién dién cua < Danh xuwng> la niém
.

Mail Merge -

S EN A,

—  Xuat hién hop thoai Mail merge

Select document type

+ Step 1: Chon Letters = Chon Next
What kype of document are you
+ Step 2: Chon Use the current document - Chon ~ werking on?

Next i Letters

+ Step 3: Chon Browse va tim m¢ file Data file da ) Brelapes
ta0 & i Labels
a0 0 i Directary
buoc 1
A N A . . . Letters

+ Xuat hién hop thoai Mail merge Recipeints =

: : : Send letters to a group of people.
Cth’l OK. ‘fou can personalize the letker that

each person receives.

+ Step 4: Chen thong tin tir Data file vao tap tin van
ban mau ta
Dit con tré soan thao noi can chén

Click. Mext b cankinue,

Step 1 of &6

@ Mgk Starting document

Hinh 4.9: Hop thoai Mail merge
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Click chuot vao nut 1énh Inset merge field

Sau khi click chut vao nut Inset merge field .

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

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

+ 4+ + +

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
-\.{I'-l-:?'-"'
=

— Dé hién thj cac thong tin ca 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 thyc hanh
Bai 1: Tron van ban (mail merge)
1. Tao tap tin Data file c6 ndi dung sau va luu vao 6 dia D:\Folder 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 Ticu Yén Tu

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

@ )
THIEP MOT

Nhan dip sinh nhat 1an thir 18 cia con chng t6i

- Kinh mo1i: < Danh xung> < Ho tén khdch moi>

Vui 1ong dén dy budi tiéc chung vui véi gia dinh

chuing t61 vao lic 19h30° ngay 16/09/2010 tai tu gia.....

- Rét mong dugc sy hién di€n cua < Danh xung> la

niém vinh du cho gia dinh ching tdi.

& J

Luu ¥: MAu nay hoc sinh ¢ 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 churc 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:

Diém 1y thuyét: <<Lythuyet>>.
Diém 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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BAIS
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 1a mot bang c6 kich thuée 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 dit liéu. Ta c6 thé nhap nhiéu loai dit liéu khac nhau vao 1 6 dé xir Iy va tinh toan
tiy theo nhu cau cong viée cta minh.

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

Muc tiéu

— Trinh bay dugc khai ni¢m vé bang tinh;

— MO ta dugce cach thirc t6 chire lam viée trén bang tinh.

— Thuyc hi¢n cac thao tac an toan v&i1 may tinh.

1. Gidi thi¢u

2.2. Khéi dong chuong trinh Microsoft Excel

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

Cdch 2: Nhénﬂ - Programs = Microsoft Excel.

Cdch 3: NhénH - Run -2 <Path> > Excel.exe

1.2. Man hinh lam viéc cua Excel.

— Man hinh lam viéc cua Excel 1 1 ctra s6 tng dung nén c6 ddy du cac tinh chat cia mot
cira 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 de P
Thanh Menu : : : . 5
Thanh céng cu / "

i = . - It x H " 9 €

O dia chi
Tén cdc cot 1
Tén cdc han .

Tén cdc Sheet

+ 4+ + + + + +

N

Hinh 5.1: Cira sd MS Excel

45



1.3. Thoat khéi excel

— Click vao nut Close trén thanh tiéu dé m

— Chon 1énh File - Close

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

1.4. Mot s6 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 mot Workbook co ti da 1a 255 Sheet.

Ban c6 thé mé nhiéu workbook cliing mét luc, mdi Workbook c6 cira so riéng ciia nd. Tuy
nhién, ban khéng nén mé qua nhiéu cing mét liic vi s& lam tén bo nhé ciia may tinh.
Céc tap tin cia Workbook thudng co phin mo rong 1a XLSX (*. XLSX)

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

Mot Worksheet bao g@)m nhiéu dong - nhiéu c6t vi 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) duoc bat dau 1a cac chit s6 1,2 2 1.048.576.

So lugng sheet mdc nhién trén mot workbook 1a 3 Sheet, khi khd1 dong ta co thé thay doi
duoc bﬁng cach chon 1énh File 2 Option va chon thé General. Tbi da c6 255 sheet

=

[y

Hinh 5.2: Cira s6 option

1.4.3. Cell(O)
— 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 __1+—» &

- Hang so1*

Ll
0

P | —

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

Vung trén co dia chi la B2:ES8

Hinh 5.4: Dia chi vung
1.4.5. Thao téc trén bang tinh
— Di chuyén nhanh dén mét 6 bat ky trong bang tinh.
+ Nhap dia chi 6 can di chuyén t6i trong hop
+ Hodc ban nhan phim F5, xuét hién hop thoai

dén tai day.

oto, ban s€ nhap dia chi 6 can chuyén

g

[gpeos.. | | o ]|

Caredd |

Hinh 5.5: Cach di chuyén nhanh dén 1 dija chi
— Di chuyén trong bang tinh:
+ Dung mouse:
+ Click con tré dén 6 mudn di chuyén toi.
+ Dung ban phim:
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+ Thuc hién mot 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
Ctl + — Dén cdt cuoi cung (IV) ctia worksheet.
Ctrl + +— Dén cot dau tién (cot A) cua worksheet.
Ctrl +4 Dbén 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 ciia worksheet.
Ctrl + End Di chuyén dén 6 cudi cung c6 chua dit liéu ctia worksheet.
Page Down Cudn lén mdt trang man hinh
Page Up Cudn xudng mot trang man hinh
Alt + Page | Sang phai mot trang man hinh
down
Alt + PageUp | Sang trdi mot trang man hinh.

2. Lam vi€c vo1 bang tinh
2.1. Nguyén tac chung.
— Chon 6 vung nhap dit li¢u nhu: sb, chit, ngay, gio.

— GO gia tri can nhap.

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

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

logic.

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

+ Ladir liéu c6 tinh chat tong quat nhat cuia Excel. La chudi cac ky tu (A > Z,a > z,

0—->9)
Quy udc nhap:

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

+ Néu dé 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 toan:
— C6 duy nhat 1 phép todn dung dé ndi chudi. Ky hiéu 1a ddu &. Dung dé ndi 2 ndi dung 2

chudi lai véi nhau. Vidu=A & B > AB

Cha y:
— Trong cong thirc, di liéu kiéu Text phai duoc dat trong cip dau nhay kép. Vi du: “ABC”
— Mac nhién, dir li¢u Text s€ dugc canh trai trong 6.

— Khi can nhap dit li¢u kiéu chu6i gdbm cac so, ban go dau nhdy don ( ¢ ). Sau do6 1a gid tri s6

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 s6 (Numberic): 2|

— La loai dit liéu thé hién céc gia tri $0, gém cac s6 am, duong, thap phan, khoa hoc, ph;ﬁn
tram.
Quy uéc nhap: Phai duge bat dau boi:
+ Cackysbtr 0> 9
+ Hodc cac dau: +,-, *, /, G...
Vi du: 1234, 56789, 100%
Su hién thi:
Phu thudc vao chiéu dai ctra dit liéu sd. Néu chiéu dai 16i hon do rong 6 thi hodc la
hién thi ##H###, hodc chuyén sang dang s6 khoa hoc 7E+06 (Scientific). Can diéu chinh

lai 6 rong cdt cho thich hop. 4 | B |
Phép todn: 1 | TEH0S R
GOm cac phép toan sau: 2 |

Phép toan +: Phép cOng
Phép toan - : Phép trur

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

— Dang thirc cua mot ) phu thudc vao quy dinh trong Control Panel.
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— Bannhip chudt muose vao ﬂ—> Settings —> Time & Languge —> Regional and Language
—> Additionnal Setting = Number trong hQp thoai nay.

™ " Cilomion Foommst

Bk Far dif
£ Humbert  Curency Toew  Daim
PO | ncsboc - Aorserieins

[

Eumirgale
Finviidl

Erigha P | P | 1234307900 Magairee | -111 -:l'\..".:lill.'l

TelRy i

L

Drsbe e Hives Toempts Decemal pmbst

Short date de bty - K. of chgpiu ahar decmak
Leng daie: dodd, MRAM d, ey Digit greuping wymbsk
Short time e = g grauping Z34MTR
Lareg b hmma & =
Heguirs ogn spmiol:
Find dary of wasls Sundiy -
Haguira ramier foomat =11
Onplay inadhreg zarea: oy
Exmrgibe; o
Shiet, il 18N ansg Lmi awparstcr
Lzreg dule Vhursding. Lidobar 15 2000 i el abair -
Short tme: 11:13.A0d
Laareg firmes 113405 Al Standard digiz Mz
Uza natrve digita Plesty

Adutionst senwn g
Click Resget o restions 1he syt defmil nsttinegs loe

numbem, cumency e, erd dale.
¥ =l

Hinh 5.6: Hop thoai Regional va customize format

+ Mic nhién, dir liéu s6 s& dugc canh phai trong 6.
+ Khi nhap 1 sd, ta chi can nhap tri dai sb ctia 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 liéu ma ban thdy tir 6 Al: A4 1a dit liéu kiéu sé chir khong phai
1a kiéu dit liéu kiéu chu6i ma ban nhap vao. Dé lam dugc van dé ndy 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 dit li€u vao khdi tir Al: A4 chi la con s6
ma thoi.

A | B |
25,000 &
17,800 4

465,000 &

500,000 4
A | B |
1 25000

2| 17800

C 3| 465000

4] 500000

Hinh 5.7: Di liéu nhap duéi 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 hoidc bam phai muose vao vung khdi da chon r6i chon 1énh Format-Cells, lic nay
trén man hinh s& xuat hién ctra s6 format cells.

Larmrar Faile !?_rfl
Morcs | aeewon Fm Favms Wl - Fadalea
S im
wwed P
Pk
trara
Gk
| RECH
i -
Fawdan 0

H R e e e
11 LT
TH A el
PR IR T T L

tvmliies ol o by man o Al ln jals 0 e

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 do6 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 chir “d” & phia sau.

Farmas Cefis ElEi
Hoses | Algrarard P Ecavsr | Palimra | Frodashon
ke v Sarnk
el 500D d
Pl
TR Ty
;‘;:""" roe
Tirm= Cemry -
o e 1]
Fraction 0.
il P
Tk o
E.ﬂ Eoaml | aadl
o | R, ##00 .
A | E | [ puli= |
l 25,000 d M Hhe rersbser Forrssd codes, using one ol Hyve ecistireg codes e @ sbarbing
I o
2 17,800 4
3 | 465,000 &
4 | 500,000 8 Lo || comn |

Hinh 5.9: Dinh 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 ngay trong mdy tinh dang lam viéc bang
céch:

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 nhap: 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: duogc thuc hién cac phép toan sau:

— {Ngay}+ - {Ngay}
— {Gio} + - {Gio}
~ {Ngay} +-{So}
~ {Gio} +- {S8}
Chi y:
Khi nhép ngay dung, gia tri ngay s€ canh phai trong cdt (6)
Trong phan nam:
+ Néu nhap 2 so:
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-YY YY) 1di sau d6 tuy theo kiéu dinh dang ctia dé
bai ma ta s€ hiéu 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 téi thang nam.

v Sau khi nhap dit liéu xong ban s& thiy toan bo dit liéu s& nam 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 gd vao chir dd/mm/yyyy thi ban thay tai 6 sample hién 1én mau

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

Format Cells

fumbs ;Ai;n'lr.'t =k Beided | Patrems | Paebartien

eksgary Saipk:
Gaerd | T/mas
[T

U Tup
Lrecutire

Dt

“m= | #
Perzarkage LRI 5
Fracdon (0LD0E+CD
Srert iz EEaRibti]
Tt e

2 o
@ | T —

Tope the mmnker Forrat oo, Lslren oo of Ehiz exkting codes 25 4 st
ik,

(& [a= )

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

+ True tmg véi biéu thire Logic (ménh dé toan hoc) dung.

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

Vi du: “5 16n hon 3” => cho gi4 tri True.
Toan tir: Thuong dung cac toan tir so sanh
> :16n hon.
>= :16n hon hay bang.
< :Béhon
<= : bé hon hay bang.
= :bang
<> :Khic
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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, Xu ly dur liéu trong bang tinh

2.3.1. Dénh dau khoi 6:

— Mouse: Drag Mouse tai vi tri dau va cubi cua khdi 6.

2.3.2. Panh dau khdi 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. Péanh diu tit ca cac 6:

— Click mouse tai 6 giao nhau ctia dong va c0t dia chi, hodc ban chon 1énh Edit-Select All
hodc nhén to hop phim Ctrl-A.

2.3.4. Céch nhap dir liéu va hi€u chinh:

Neuvén tdc chung:

— Budc 1: Dinh vi con tro tao 6 mudn nhap dir liu.
— Budc 2: Nhap dir lidu 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:
— Hiéu chinh trén thanh cong thuec.
— Double click mouse va hi¢u chinh ngay tai 6 do .
— Nhén phim F2 va hiéu chinh ngay tai 6 do.
Cach phuc hoi lai trang thai trudce do.
— Khi ¢6 mot thao tac sai lﬁm, ban c6 thé luon ludn tra vé tinh trang trude do béng 1énh
Edit & Undo hodc nhan t6 hgp phim Ctrl-Z
2.4.  Cac xu Iy vé dong (row) - cot (column)
Nguyén tac chung:
Chon ddi tugng trude, xir 1y sau.
Chen cot-dong
+ Danh diu cot/dong dé xac dinh vi tri chén cot/dong.
+ Dunglénh Home = Insert = Insert sheet column (rows) hodc phai chudt 1én tén dong
cOt rdi chon 1énh Insert.
Xo04 cot-Dong
+ Danh dau cot hay dong can xo4.
+ Dung l1énh Home > Delete sheet column (rows) hodc phai chudt 1én tén dong cot can
x04, 10i chon 1énh Delete
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Chii y:

Néu mubn xo4 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:

+ Dénh dau cot dé xéac dinh.

+ Dung I¢nh Home - Format = column width va ban nhap vao gia tri tuong ung.
Cdch khdc: Ban c6 thé tré 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 l1énh Home = Format - Rows Hight va nhap gia tri tuong ung.
Cdch khdc: Ban c6 thé tro muose tai bién trai giira cac dong va Drag 1én/ xudng dé thay doi.
+ Luwru 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:
+ Danh du cot\ dong dé xac dinh
+ Dung 1énh Home - Format - Hide & Unhide = chon Hide Column (Rows)
+ Dit liéu trén cot/dong bi che van khong bj mat.
Xod dir liéu trong mét khoi 6: Xac dinh khdi 6 can xo4 roi nhan phim Delete trén ban phim
2.5. Trinh bay bang tinh
2.5.1. Binh dang ky tu:
Thay dbi Font chit trong mét 6 hay ving

+ Trudc tién ban chon ving dir liéu can thay d6i Font

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

thay doi.

+ Ngoaira dé thay d6i mot s6 thudc tinh khac ctia Font chit, ban ¢6 thé chon 1énh Home

—> Font Trong do:

Farmal Culix

Thie £ & Troe” = =onk. Treh oo s ~ord Solll by e =7 = 50h poar priee w
MENT R

(=
Hinh 5.11: Hop thoai dinh dang Font chir
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Font: Chon mau chit

Font Style: Thay d6i kiéu chir: in thudng, nghiéng, dam...

Size: Thay d6i ¢& chit.

Underline: Chon kiéu duong gach dudi chit.

Color: Mau chir

Effects: Hién ung chir

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

2.5.2. Binh dang hi¢n sb:
VéiExcel, gi tri s6 ¢6 thé dugc trinh bay vdinhiéu dang khac nhau nhu: dang ngay, thang,

dang tién té, dang s0, dang phﬁn tram. Dang phan sb, ... theo yéu cau. Tién hanh nhu sau:
+ Chon vung dit li¢u.

Chon Home = Number.

Chon thé loai can trinh bay trong Category.

Chon dang thé hién trong phan Type.

Chon OK dé dong hop thoai.

+ 4+ 4+ + + +

+ + + +

s 2

Chi y:

Khi ban can dinh dang theo y riéng khong theo cac loai da c6, hoac can hién thj thém
cacky ty nhung khong lam thay ddi gia tri ciia 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 MQT SO LUA CHON TRONG O CATEGORY
Tai 6 Al ta nhap vao sb 1234.457. BAm 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 18, str
dung dau phan cach hang ngan, va hién thi sé am. |[mms T adinwert] Fore |- Biner | Fateme L Frotection

ke —arnks
(e b

— Currency: Dangtiént¢, chondau hi€u tién t¢ va

dang biéu hién s6 4m. Ban c6 thé Click mouse vao || s
R A c A A A el i - At . T
muc Symbol dé chon dau hién tién té. Co ooy v
— Percentage: Thé hién dang phan tram, c6 dau || jo
(y A \ . g A A 12 S -
0 sao sO va qui dinh so so 1é. =y
4 e
— Scientific: Dang s6 mu Lo

— Text: Dt liéu trong 6 1a van ban ké ca khind la

SO

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

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

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

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

' Thém dau, phan cach hang ngan, tri€u...va2solé | 1,234.46
0 Ting thém mot s6 1é sau dau thap phan. 1,234,4570
;00 Giam bai 1 s6 1¢ sau dau thap phan 1,234.46

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

S e |
T EE=5
3 Center 4

g | Merge aud l:“'u_-m:_:-/

Hinh 5.14: Diéu chinh dit liéu trong 6
Orientation: Quay kim Text dé dit liéu quay theo goc bat ky trong 6.
Wrap text: Ditliéu xudng dong khi vuot qua chiéu rong cua 6.
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Shrik tofit: D 1i€u co rut vua khit trong 6.
Merge cells: Bat tit chitc nang tron 6.

1 -I
Formal Cells | |‘-_" Eg
T e L | Fark | Border | Pattors | Pratedtion |
Tk =ligrmend Ok ton
Sorpnaal; - .
T - *
- - T
wertra u B 5
=T -
e L = T
ok — | I
-
Tl ocowirod -

= Verap et : _
I = v Degess
=] porpe oalls
Hog-k-bo- =F |
Tk demzoionic

Lontesh L

[ o= | [ cmnest |

Hinh 5.15: Hgp thoai format cell

2.5.4. K¢ khung: ( Border)

Quét chon ving bang tinh can déng khung

Chon 1énh Home—> Agliment - Border.

Presets: Chon kiéu dong khung.

Style: Chon kiéu dudng ké khung trong 6.

Color: Chon mau cho duong ké khung.

Dé ké khung ting canh, ban click vao cac canh trong phan Border. Hodc Click chudt vao

biéu H -¢g trén thanh cong cu dé ké khung.
Farmual Celks rl_lgi
Cmukes | Agemert | rome || Border | pacterrs | Frevechon |
Frecs:c Lns
|.-.::;' ' _|_| Sl
Eiodiad [ R
e Do (=T gl g s =] iy ot
:i Tk Tex: || | [ —
: =k Tk
E [e”

o Il-_l I__[J |_J] E | atomaic )

The semoed border shple cor cen sppoed by chichaneg the prasecs, prasissy
chegrem or the buttons shovs,

[

I ok || T

Hinh 5.16: Hop thoai format cell

2.5.5. T6 mau nén: ( Patteens)

— Quét chon vung bang tinh can td nén.

58



— Chon 1énh Home-> Agliment - Patterns.
+ Color: Click chon mau trong bang mau.
+ No Color: B6 t6 mau chon .
+ Patterns: Chon mau to trong 6 .
— Hodc Click chudt vao & - biéu tugng trén thanh cong cu dé t6 mau nén.

Farmal Cells :_E
e | amens | Pt | ssesek Pl ratsson |
iZel smeding

Coior;

o Cokr

AEEEEREEEN

AEEENEEEN

ENEEEEEE

[ | HEEN

= Sarps

O | EER

EN TEEER

Pelturn: | ul

o | [ Concel

Hinh 5.17: Hp thoai format cell



Bai Tap Thuc Hanh
Bai tip 01: M¢ bang tinh va tinh bang dudi day roi luu vao 6 dia D:\ Folder ctia 16p minh

DOANH THU BAN HANG THANG 08/2018

Stt Mat hng S6 luong Don gia Thanh tién
Tap 15 2500 ?
But do 12 1300
Bt xanh 20 1500
Bt chi 32 3500
Thudce 54 5500
Compa 45 8500
Tong cong ?
1. Dién so6 thtr tu cho cot Stt.
2. Tinh ¢t Thanh tién cia cc mit hang trén, biét ring Thanh tién = sb luong * Pon gia.
3. Tinh tong cong cho cot thanh tién.
4. Doi tén Sheet 1 thanh Doanhthu. Luu tip tin v6i 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 ctia 16p minh

BANG DIEM TRUNG BINH LGP

o Moén .
Stt Ho va tén Todn 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 sb tht tu ty dong cho cot Stt.
2. Tinh diém trung binh cho cac hoc sinh trén.

3. Pai tén Sheet 1 thanh Bangdiem. Luu tap tin voi tén Bang_diem trén 6 dia D:\
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Bai tap 03. M¢ bang tinh va tinh bang dudi ddy rdi luu vao 6 dia E:\ Folder cua 16p minh

BANG PIEM MON TIN HOC VAN PHONG

Stt Ho Ten Ly , Thyc hanh Trung
i Thuyét Win Word Excel binh
Tran Qui 5 8 8 7
Tran Cong 8 10 8 9
Nguyén Pién 7 9.5 9 8
Bui Diing 9 8 8 8
Le Thanh 6 9 9 7
Nguyén Hoang 8 7.5 5 9
Lé Tuan 6 9.5 6 9
1. Dung ham chuyén ddi toan bd ho tén hoc vién trd thanh chit in hoa
2. Hay ghop 2 ¢6t Ho va Tén cua cac hoc vién thanh 1 cot “Ho va tén”
3. Hay tinh diém trung binh ciia cac hoc vién, biét ring cac mén thyc hanh hé s6 2. Lam

tron 0,5.

61



Bai 6
MOQT SO HAM CO BAN TRONG EXCEL

Gioi thiéu

Ham trong excel 1a ham duogc lap trinh san dung dé tinh toan hodc thuc hién mot chic
nang nio d6. Viéc sir dung thanh thao cac ham sé& gitip chung ta tiét kiém dugc rat nhiéu thoi
gian so voi tinh toan thu cong khong dung ham.

Céac ham trong excel rit da dang bao trim nhiéu linh vyc né dung trong cong viéc ké
toan hoc hanh cua cac hoc vién ...
Muc tiéu;
— MO ta duogc khai niém vé cac ham trong Excel;
— Trinh bay dugc cl phép cua tung ham;
— Thuc hién dugc long ghép cac ham v4i nhau;
Thuyc hién coc thao toc an toan védi moy ténh.
1. Cac khai niém:
1.1. Gioi thiéu:
— Ham 1a mot doan chuong trinh c6 san nham thyc hién 1 yéu cu nao do6 vé tinh toan ma
thuong thi toan tir khong xur 1y duoc.
— Ham ludn tra vé mot gia tri thudc 1 kiéu dir liéu nao do.
— Dang tong quét ciia 1 ham nhu sau:

[z TEN HAM (Péi S6 1,D6i S6 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 mg, 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 s c6 thé 1a mot hang thude 1 kiéu dir lidu, toa do 6, khéi, tén ving, 1 ham khéc,...
— Ham c6 thé to chirc toi da 30 ddi sd. Cac dbi s6 phai duoc ngan 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 16
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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 truc tiép dang thirc ham: Di chuyén dén 6 can nhap. Nhap dau =, sau d6 14 tén ciia
Ham va cac d6i sé ctia n6 ( phai dung dang thirc quy dinh).

— Dung Function Wizard: Di chuyén dén 6 can nhap. Dung 1énh Formular - f(x)Insert
Function. Luc nay trén man hinh xuat hién hop thoai sau:

— Or select a Category: nhdém 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& tur
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 nhom 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 thirc sd)
+ Cong dung: Tinh gia tri tuyét ddi ctia biéu thire sé.
+ Vidu: ABS(10)=8, ABS(-6)=6
2.2. HAM SQRT:
+ Cu phap: = SQRT(Biéu thirc sd)
+ Cong dung: Tinh gia tri cin bac 2 duong cua biéu thic sb.
+ Vidu: SQRT(5)=2,232, SQRT(9)=3, SQRT(-16)=>16i
2.3. HAM INT:
+ Cu phap: =INT(Biéu thirc sd)
+ Cong dung: Tinh phan nguyén cua biéu thic sd.
+ Vidu: INT(SQRT(15))=3, INT(3.14)=3
2.4, HAM MOD:
+ Cu phap: =MOD( Sé thir 1, sb thu 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:
+ Cii phdp: = SUM(Danh sach sé) hoic = SUM (S6 thtr 1, S6 tha 2, ...,S6 thir n).
+ Cong dung: Tinh tong cong gia tri cia 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 st dung ham SUM
+ Détinh téng diém tai 6 E2 (la diém téng cua 3 mon Toan, Van, Anh ngir) ban co thé lam:
=SUM(B2:D2) =21 hoac =SUM(B2,C2,D2) =21
2.6. HAM AVERAGE:
+ Cu phap: = AVERAGE (Danh séach s6 )
hoic =AVERAGE (S6 thr 1. Sb tht 2,...,S6 tht n)
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+ Cong dung: Tinh Trung Binh cong cua cac sd hodc cac 6 co trong danh séach.
+ Vi du: Dé 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 sir dung ham Average

=AVERAGE(B2:D2) =7 hoac la= AVERAGE(B2,C2,D2)=7
2.7. HAM MAX:
+ Cii phdp: =MAX (Danh sach s6 ) hoic =MAX (s6 thir 1, s6 tha 2,...,s6 tha n)
+ Cong dung: Dung dé tim s6 16n nhat trong n gié tri dua ra.
+ Vidu: Pé tinh diém MAX tai 6 E2 ( diém 16n nhat cia 3 mén Toan, Vin, Anh ngir )
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 st dung ham MAX
=MAX(B2:D2) = 8 hoic = MAX(B2,C2,D2) =8
2.8. HAM MIN:
+ Ciiphdp: =MIN (Danh sach s6 ) hoic =MIN(s6 thtr 1, s6 thi 2,...,s6 thi n)
+ Cong dung: Dung dé tim s6 nho nhit 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 hoic = MIN(B2,C2,D2) =5

2.9. HAM ROUND:
+ Ci phdp: = ROUND(Biéu thirc sd,n)
+ Cong dung: Dung dé lam tron biéu thuc sb véi n s6 1¢ lam tron.
+ _Vidu:

Gia trin | Vi tri can 1am tron dén | Vidu: C6sd sau: 1647.2578 ta can lam 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 stt dung ham ROUND
2.10.HAM RANK:

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

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

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

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 stir dung ham RANK

= RANK(E2.$E$2:SES4,0) 2 2 Hodac =RANK(E2.$E$2:SES4) - 2 ( hang 2)
2.11.HAM PRODUCT:
+ Ci phdp: =PRODUCT(S6 thtr 1, S6 thir 2,...,S6 thtr n) hodc
=PRODUCT(Danh séach s6)
+ Cong dung: Tinh tich céc s 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:
+ Cii phdp: = COUNT(Danh sach s6)
+ Cong dung: Pém s6 6 co gi tri 1a s6, ngay, gio trong danh sach.
+ Vidu:

=COUNT(A1:A3)=3 I B o
=COUNT(B1:B3)=1 1 8la 31/08/2009
~COUNT(C1:C3)=2 2 alatz

3 7 4 6

Hinh 6.10 Minh hoa stt dung ham COUNT
2.13. HAM COUNTA:
+ Cii phdp: =COUNTA(Danh sach sd)
+ Cong dung: Pém s6 6 c6 chtra dir liéu (khong rdng) trong danh sach.
+ Vidu:
—COUNTA(A1:A3) =3 A B <
—COUNTA(B1:B3) = 3 1 a4 A10&E2009

2 Slale
=COUNTA(CIL:C3) =2 3 = p :

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

A B C D

Ho tén Phéi Chire | Meay

1 bl céng
2 |Lifu Thi Thu Thanh Ham o 200
32 |Lé Céng Thinh IR €0 26
4 |Nguyén Thu Thio R TL 25
5 \Mguye Ngoc Thing Mam TE 27
6 |Litgng Thanh Thady IR ET 22

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



S6 ngudi ¢o chirc vy 1a “KT” s& 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:
+ Cud phdp : = SUMIF(Danh sach do, Tri do, Danh sach cong)
+ Cong dung: Ham nay sé& tim trong Danh sach do xem noi nao co tri gidéng nhu tri do thi
cong sd 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 Hoidc =SUMIF(B2:B6,B2,D2:D6) = 47
2.16. HAM SUMPRODUCT:
+ Cd phdp: = SUMPRODUCT(Array 1, Array 2,...,Array n)
+ Cong dung: Ham nay dung dé tinh Tich vo hudng ciia 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:
+ Ci phdp: =LEFT(Biéu thic chudi, n)
+ Cong dung: Liy n ky tu tinh tir bén trai cua biéu thirc chudi.
+ Vidu:

A B
1 'TIN HOC
2 |ABC123DEF

Hinh 6.13 Minh hoa str dung ham LEFT
=LEFT(A1,1)=“T”
=LEFT(A1,2)=“TI”
3.2. HAM RIGHT:
Cii phdp: =RIGHT (Biéu thirc chudi,n)
Cong dung: Cit n ky tu tinh tir bén ngoai ctia biéu thire chudi.
Vi du: =RIGHT(A1,1)=“C”, hay = RIGHT(A2,2)=“EF”

) X/ X/
LS X4 0‘0

A E
1 TN HOC
2 |ABC125DEF

Hinh 6.14 Minh hoa st dung ham RIGHT
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3.3. HAM MID:
+ Cii phdp: = MID(Biéu thirc chudi, n; ny)
+ Cong dung: Cit ny ky ty, tinh tir ky tu n;. 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 st 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 € Dbi thanh sb

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

+ Cu phap: =Upper( Biéu thtc chubi)

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

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

+ Cu phap: = Lower( Biéu thirc chudi)

+ Cong dung: Poi biéu thic chudi sang chit thuong.

+ Vi du: = Upper(‘TIN HOC ) = tin hoc
3.7. HAM PROPER:

+ Cu phap: = Proper( Biéu thirc chudi)

+ Cong dung: Déi ky tw ddu cia 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 phédp: = Now()

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

+ Cu phédp: = Today()

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

+ Cu phap: = Day( Dt li¢u dang ngay)
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+ Cong dung: Tra vé ngay cua di liéu dang ngay
+ Viduy: =Day(C3) - 31

4.4, HAM MONTH:
+ Cu phap: = Month( Dir liéu dang ngay)
+ Cong dung: Tra vé Thang cta dit dang kiéu ngay
+ Vidy: =Month(C3) = 8

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

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

1
2 24530
3

Hinh 6.17: Minh hoa sit 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 tdng sb cac gia tri trong Filed thoa Criteria
5.2. Ham DAVERAGE
+ Cu phiap: DAVERAGE(Database, Field, Criteria)
+ Cong dung: Tinh trung binh cOng céc gia tri trong Filed thoa Criteria
5.3. Ham DMAX
+ Cu phip: DMAX(Database, Field, Criteria)
+ Cong dung: Tinh gi4 tri 16n nhét trong Filed thoa Criteria
5.4. Ham DMIN
+ Cu phdp: DMIN(Database, Field, Criteria)
+ Cong dung: Tinh gi4 tri nhé nhat trong Filed thoa Criteria
5.5. Ham DCOUNT
+ Cu phdp: DCOUNTMIN(Database, Field, Criteria)
+ Cong dung: Pém sb 6 chua gia tri s6 trong Filed thoa Criteria
6. NHOM HAM LOGIC (LOGICAL FUNCTION)
6.1. HAM AND:
Cid phap: =AND(Dicu kién 1, Diéu kién 2,...,Dicu kién n)
+ Cong dung: Ham nay s¢€ tra vé 1 trong 2 gia tri sau:
> True: Néu tat ca cac diéu kién déu c6 gia tri True (Ping : 1)
> False: Néu it nhét 1 diéu kién nao do 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:
+ Cu phap: =OR(Piéu kién 1, Diéu 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 phdp : =IF(Ménh d¢ diéu kién, Gia trj 1,Gia trj 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 10ng ham IF tiép theo va
ban sir dung bao nhiéu ham IF thi phai dong by nhiéu du ngodc 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 clu sau:
v Néu Chtrc vu 1a HT thi HSCV 1a 5
v" Néu Chuc vu 1a PHT thi HSCV 1a 4
v Néuchtc 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 tr dé ta tham chiéu 1én bang chinh.
v’ Cét tham chiéu: La s thir tu cua cot bang phu can tham chiéu gia tri twong tng.
v' Cdch do: C6 2 cach do 1a 0 hay 1. Néu khong ghi cach do thi ngdm dinh 1a 1
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+ Cdch do la 1: DO tim gan ding ( Tuong ddi)

+ Cdch do la 0: Do tim chinh xac ( Tuyét dbi) néu khong tim thay gia tri do gibng n6, ham
s& bao 161 #N/A

+ Cong dung: Dung dé do tim.

+ Vidu:
& [ & X ] 6 @ E | ¥ O[O [t [ %
1 [ WA THowh <En Cladnany Nizang OF | Fluwes | Tidr
1| 6D [T§Litm Kl 1 g i
3 TI'  |Thicts Loap
A FP Tk T Eon
E LT [Zack Leogz
G0 T |ChiEa Mhiddn Phit
7| TP [$Hing
AL | Cr g de
o | Birs 1 Bang 2 — 3 -
10 A& MY Chiz= Lirorg CF | IMang 1 mBJARMY | O | TH FP | I M
1 ;D Tkt e 000000 | Hianp 2 —F ke snee 3 7 R n
12| TF Trpenp phiaz | 2,500,000
AE Galds | 2F Flud plite 2,00 a0
14 KT K Toin 1,500,200 1
15| M M aGn wln 1007 J0n
[ 1 f 3
17| il oicd Cit 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$15,2,0)
7.2. HAM HLOOKUP:
+ Cu phap: = Hlookup( Gia tri do, Bang do, Hang tham chiéu, Cach do)
+ Cong dung: Tuong ty nhu Vlookup.
+ Vidu: Dé dién cho cot Khu vuc, ta phai dua vao Ma NV va bang 2, thuc hién nhu sau:
= Hlookup(A2,$G$10:$K$11,2,0)
7.3. HAM MACHT:
+ Cu phap: = Macht (Gia tri do, Bang do, cach do)
+ Cong dung: Cho biét vi tri cua trj do tim thay trong bang do.
+ Vidu: = Macht(‘GD”,$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, C6t tham chiéu)
+ Cong dung: Cho biét gia tri ctia 6 co trong bang boi hang va cot.
+ Vidu: =Index ( $B$11:3D$15,3,2) > Ph6 phong
7.5. RUT TRICH DU IEU
— Cosodit liéu ( Database)1a tip hop cac thong tin dugc to chire va luu trit theo mot ciu tric
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 | Chue | Nedy | Luong | Phuc ) o | Thanh
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 | GD 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 | N&t | NV 29 3500 150 (40 3690

7.5.1. Chtrc nang Sort

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

— Thuc hién:

+ DPat con trd trong pham vi co s& dit liéu hodc quét khdi toan bo bang co s¢ dir liéu

+ Chon Data = Sort > xuit hién thoai Sort

=

| v T PATA
|em e T STy

Hinh 6.20: Hp thoai sort
+ Sort by: Chon Field dung 1am khoa sap xép dau tién
+ Add Leble: Chon Field thr 2, 3 1am khod sap xép néu c6
+ Ascending ( A to Z): Sap xép theo ting dan
+ Descending ( Z to A): Sap xép theo giam dan

== Lk

i

paszies | e pedramH B Dumiew | SR . T g anin ow pRace s

-

Hodc ta c6 thé sap xép dit liéu bang cach click chudt vao mot trong 2 nut 1énh Sort
Ascending/ Sort Dscending trén thanh cong cu Standar Al Z] |
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7.5.2. Chtric nang Filter:

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

hoac rut trich tr 1 co sé dir li¢u

Loc dir liéu. ( AutoFilter)

+ BDat con tré chudt vao trong bang co s¢ dir ligu

+ Chon Data > Filter

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

+ Click chuot tai cac ky hi¢u cua Fieldname nao c¢6 lién quan dén diéu kién loc.

+ Vidu: Loc bang co s¢ dir liéu dudi day nhitng nguodi ¢ chic vu 1a “NV”

L He viv 120 [,I Fluii [-] Chaic 1-1_,' Mgas :,I| Louang [- [Phue of | Tholn[- Chawsh -

i Trsn Fiy Hadng x:;w.!fﬁf!‘::i;“_gf‘: n 50010 0 &1 5730
r Faamm Thash Win T h 40000 1511 4r] 4747
Ei HgmyEs Dwan Trang T 3n 450070 1501 &I ERLIN

[.& Thann S R | 31 A gl =l &A1
& HgimyiEa Tharh iy Taz el ELal 1001 &Ml 1150
&  |TrénTrankSang o e IS s | 1o &l 45T
i nb PR Lo g L 3 3800 | 100 A A
E Mgy Tharh Trang /nl-'r FI% L RO J 1511 &1 I
= L& Heding Ling /H'A'n TI A8 400000 Lk} S0 4150
il Faam Maae HeHnp / Mt FI% i 500 14100 dqr] 0

Hinh 6.21: Minh hoa trong muc Custom
Luu ¥ 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 hodc bang

+ Is less than: So sanh bé hon

+ Is less than or equal to: So sanh bé hon hodc bang

+ Begins with: Diéu kién duoc bat dau bai

+ Does not begin with: Diéu kién khong bat dau boi

+ Ends with: Diéu kién két thic voi

+ Does not ends with: Diéu kién khong két thuc véi

+ Contains: Diéu kién c6 chtra

+ Does not contains: Diéu kién khong c6 chta

Rat trich dir liéu ( Advanceed Filter)

+ Tuong tu nhu loc, nhung céc 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: Ruit trich

L+ o+ 4+

AN

<

bat con tr6 trong bang co so dir licu

Chon Data - Advanced

Xuét hién hop thoai Advanced Filter

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

List range: Quét khéi bang co s dir licu

Criteria range: Quat khéi bang diéu kién ( BI)

Copy to: Chi dinh noi xuét dit liéu trich loc

Adwanced Filler EJ

Ak
1 Eder Ehe sk, in-placs

Lt rang lﬂ

rb=riarengs:
Oy o IE'

[(] i recerds anly

[ o ||¢m=l|

Hinh 6.22: Hop thoai Advanced Filter
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Bai tap thyc hanh
Bai 01: Mé bang tinh va tinh bang dudi day rdi luu vao 6 dia E:\ Folder ciia 16p minh

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

Stt | Ho tén phai | Chue | Neay | Phu fLuong| p, o | Thoh
vu cong | Cap |CB tién

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

2 | Lé Cong Thanh N |[Gb |26

3 |[Nguyén Thu Thao Nt |TL |25

4 | Nguyé Ngoc Thang Nam | TK 27

5 | Luong Thanh Thuy Nt |KT 22

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

7 | Nguyén Lé Thiy Triéu | Nam [NV |30

8 | Bui Minh Tri Nam | NV |25

9 | Phan Van Tung Nam | BV 28

10 | Nguyén Lé Quéc Vi |Ni |TP |22

1.

2.

3.

Dua vao cot phai dé xét phu cp 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 lwvong 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:

o

Néunéu Ngay cong >= 27 thi ghi LDTT; ( Lao dong tién tién), con nguoc lai dé trong.

. Tinh thuéng cho cidc 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.

. Dbi tén Sheetl thanh Bangluong.
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Bai 02: M6 bang tinh va tinh bang dudi day roi luu vao 6 dia E:\ Folder cua 16p minh

BANG THEO DOI HANG HOA

Stt

Ma hang | SO luong | Tri gid Tién cuéc | Hué hong | Doanh thu

CA 100 ? ? ? ?

CB 20

SB 50

SB 500

GA 400

GB 30

GA 40

SA 600

O[R[N N B |[W[N|—

CA 800

—
)

GB 70

A N

. Cheén thém cot Pon gid vao trude Tri gia, chén thém cdt Ti 1€ cude vao trudce cot Tién

cude

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 tu 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 gia.

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

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|7? ? ? ?
N3-020 21/04/2018 60
V4-005 23/02/2018 40
K2-100 01/05/2018 9
G5-020 07/08/2018 120
V4-200 25/02/2018 150
N3-005 12/01/2018 50
K2-015 30/10/2006 80
T1-100 21/11/2018 125

Bang danh muc sach

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

Yéu cau tinh toan nhu sau:

1.
2.

Tén sdch: Dya vao 2 ky ty 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 1a sach Tin hoc hay sach Giao khoa thi Hoa hong = 2%* Pon gia, con

cac sach con lai thi Hoa hong = 8%* Pon gia.

. Thanh tién: = S6 luong * (Pon gia — Hoa hong). Biét rang néu so luong >= 80 thi

Thanh tién dugc giam 5%.

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

Hiy chén thém cot Qua Tang vao trude cdt Xép hang. Lap cong thire néu sach ban
trong trong thang 2 va ¢6 sb luong >= 100 thi ghi Co ting pham, con lai dé tréng.

. Sip xép bang tinh theo thi ty ting dan cta Tén sach, néu tring thi sap xép giam dan

theo SO luong.
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Bai tap 04: Mé bang tinh va tinh bang dudi ddy rdi lwu vao 6 dia E:\ Folder cua 16p minh

DU LICH THANG 06/2018
Ma | NoiX. | Noi | Ngay X. S6 Ngay S6 | Tong
Chuyén Phat dén phét ngay % khéch | cdng
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 diém
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. Canctr vao 2 ki ty dau ciia Ma chuyén va Bang A, hay 1ap cong thire dién dit lidu twong
g cho cot Noi xuat phat, cin ctr vao 2 ki tu cudi cia Ma chuyén va Bang A, 1ap cong
thire dién dit liéu cho cot Noi dén.

2. Tur 2 ki tu s6 dau tién cia M3 xe va Béang B, hay 1ap cong thuc dién dit liu cho cot S6

khach

3. Tinh Ngay vé = Ngay X. phat + S6 ngay.
4. Tinh Téng cong = S6 khéach * S ngay * 30000 * H¢ sb, v&i 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.
5. Sép xép Bang dir liu sao cho cot Tong cong co gia tri giam dan.
6. Trich loc nhitng chuyén xuét phat tir SG.
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Bai tap 05: Mé bang tinh va tinh bang dudi ddy rdi lwu vao 6 dia E:\ Folder cua 16p minh

BANG BAO CAO DOANH THU

o Loai | Nuoc Pon Noi PhlA £ R Thanh
Ma may h ., . chuyén | SO lugng | Thué A
may | SX gia ban , tién
ché
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 mady |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 may |P1 P2 P3
Doanhthu

1. Pién vao cot Loai may 2 ky tu dau cia Ma may

\O)

. Dién vao cot Nudc SX 3 tu cudi cia Ma may ( nudc san xuat)

(%)

. Dién cot Pon gid can ctr vao Loai may, Nudc SX va do trong Bang 2

~

. Tinh Phi chuyén ché = % Phi chuyén ché * Pon gia .
V61 %Phi chuyén chd dugce tinh dua vao Noi ban va do trong Bang 3
5. Tinh Thué = Thué suat * Pon gia. Biét rang néu:
Nudc SX 1a USA va S lugng >20 thi Thué suat 1a 3%
Nudc SX 1a USA va S lwgng =< 20 thi Thué suit 1a 5%
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Trudng hop con lai Thué xuat 1a 7%

6. Tinh Thanh tién = (Pon gi4 + Phi chuyén chd + Thué) * S6 luong

7. Sép xép bang tinh (Bang 1) theo thtr tu giam dan ctia Thanh tién

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

Bai 06: M bang tinh va tinh bang dudi day roi 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 PHH 18/04/18 16/05/18
4 THK 05/07/18 10/07/18
5 CPK 26/02/18 06/03/18
6 DHT 18/05/18 01/06/18
7 DHH 15/06/18 22/06/18
8 CPT 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 chdnh >=01/06/2018 | ? ?
Bang 2:
Mi TP CH PH CPb 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 m trinh d6 cua nhan vién

- ky tu thtr 3 cho biét ma phong cuia nhan vién.
* Yéu cdu:
1. Tén phong: dua vao ky ty thtr 3 cia 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 trude 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 thong 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 ngud1 & 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 DPAILY
STT | Hop dong | Pai ly Ngay TG Bao | Tén TB Pon gia | Thanh tién
hanh luong
1 | HDOO01 ? 12/01/2000 | ? ? 15| 40.000 | ?
2 | HD002 24/08/2000 8| 35.000
3 | HDOO1 12/01/2001 7| 38.000
4 | HD0O3 30/01/2001 6| 45.000
5 | HD0O5 25/02/2001 5] 30.000
6 | HD002 01/03/2001 10| 31.000
7 | HDOO4 12/05/2001 6| 50.000
8 | HD0O5 01/06/2001 9| 35.000
BANG I: BANG 2:
Ma Tén Ma TG Ma Tén
dai ly dai ly thiét bi | Bao hanh thiét bi thiét bi
001 |Phong Vi MG 12 PC My tinh
002 | Cong Nghé TV 24 TV TiVi
003 | Hoang Long PC 12 TL Tua lanh
004 | Toan Phat 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 gidt | ? ?

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 | Ngaykhai | Ngaybé |Sotiét| So6 Hoc | Mién
T hoc giang giang tuan phi giam
1 C ? 12/04/2018 | 28/05/2018 | 120] 2 ? ?
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 C | D
thi
A | Toan-Ly-Hoa 50000 Gia tién/1 tiét | 10000 | 8500 | 7000 | 7500
B Ho4-Sinh 45000
C | Van-Su-Dia 45000
D | Anhvan-Phap van | 40000
Bang thong ké:
Khdi thi | Tong s 16p cua khdi
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

(98]

. 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 : dua vao khéi thi tra trong Bang 1

~N N L A~

. 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 khéi thi B va Khéi C

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

KET TOAN CONG NO THANG NAM 20138

STT | So hiéu | Tén hang | Ngay ban | SO thang | Pongia | Thanh tién | Tong tién
gop
1 [MG1 [? 11/06/2018 ? ? ?
2 | TVO 28/01/2018
3 | MGI 21/12/2018
4 |TVI 02/03/2018
5 |NCO 11/03/2018
6 |NCl 16/01/2018
7 | TLI 28/07/2018
8 | QMO 11/01/2018
9 |TLI 21/10/2018
10 | QM1 31/01/2018
Bang I:
M3 hang | Tén hang | Gia nodi | Gia ngoai | S6 thang QD
MG | May giat 2500000 10
TV | TiVi 2800000 | 3500000 12
NC | N6i com 500000 | 800000 3
TL | Tulanh 2850000 12
QM | Quatmay | 800000 | 1000000 4
* M6 ta:

- 2 ky tu dau ctia SO hiéu cho biét M4 hang

- ky tu cudi cua S6 hiéu cho biét hang noi (0) hay hang ngoai (1)
* Yéu cdu:

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 ctia 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 S 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 * (Sb 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 ciia cdc mdt hang Tivi, Quat may cua hang nd1
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 1op minh

BANG PIEM

Tén |Ma ) _|.. . |Anh |Ma N Xép | L6 Ghi
Stt HS o Todn | Van | Sinh vin | khéi Khoéi | PTB Logi Cflflyén chil
1 | Qui BO1 |8 8 |7 5 ? ? ? ? ? ?
2 |[Cong [B0O2 [10 [8 |9 8
3 |bién |A03 |95 |9 |8 7
4 |Ding |A04 [8 8 |8 9
5 |Thanh [CO1 |9 9 |7 6
6 |Hoang [CO06 |75 [5 |9 8
7 |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 9 2
B Khoi B B 9 9
C Khoi C C 9 2

Yéu cau tinh toan:

W=

M3 khéi: Dua vao ky tu dau cta M3 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 mén 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 BPTB >= 8
Néu 12 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 vian >= 9 thi ghi “ Chuyén Anh”. Con ngugc lai
dé trong.
. Ghi cha: La “ Pdu I6p chuyén” néu Lép chuyén khac rdng, con nguoc lai « Rdt I6p
chuyén”.
. Sap xép theo thu ty ting dan ctia M4 khdi, néu tring thi sap giam theo DTB.
. Rt trich cac HS thudc Khdi A, B va c6 DTB >=8.
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BAI 7
PO THI VA IN BANG TiNH
Gi61 thiéu
— D6 thi trong Excel 1a mot d6 tuong riéng biét dung dé thé hién sy twong quan giira cac sb
liéu trong bang tinh mot cach truc quan va sinh dong
Muc ti€u
— Thuc hién dugc d6 thi dua trén s6 liéu da tinh toan trong bang tinh;
— Chon lua cac ché d6 va hiéu chinh trudce khi in an.
— Thuyc hién céc thao tac an toan véi may tinh.
1. 6 thi
1.1. V& db thi:
B1: Quét khdi chon bang sb liéu rdi chon Insert > Chart...

Y BB e I? S

nded  Tahe lietratine s Serommended e []

1 B kb Ak 9 :_-j Thars .} Sk hart
| ot 4 ’

nfd ns rarts

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

Chart Title

5a
25
20
15 .
¥ L
13

5 I

a — —

Wuk =i T Ehidi Trung hinh 1]

BEeriesl mSeriesl

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

— Chon Menu Design = chon loai dd thi can thay doi
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2. In bang tinh

2.1.

2.2.

Dit tiéu dé trang in
Chon File - Page Setup
Xuét hién hop thoai Page Setup - Chon Header/Footer
v Custom Header...: GO ndi dung header
v" Custom Footer...: G6 ndi dung Footer

[ e ][ coend |

Hinh 7.3: Hop thoai Page setup
Pit 18 cho trang in

Chon Tab Margins

Top: Khoang cach 1& trén
Bottom: Khoang cach 1& duéi
Left: Khoang cach 18 trai
Right: Khoang cach 1& phai

- Ly
Peage Selup .i"'rrE
| Hogin || esdinab | chest
Top: bz | B ]
I B [z
| P nk Frve 2@
| opeom
L Eighi:;
- [nrs =
T Fo=twr
T [
TR D [
L gt Lttty

Lo [ Concd |

Hinh 7.4: Pt 1¢ 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

Pape Satup

Dewrkatan

hoang

Popcrsge: st

Frk quely G004

ek page rurher |'\l-l': 1

_F;:ll! ._|: Ay | Hesdisrifnoker |

Smak

‘-I!g:l FEwtral |_ll'-"g,_| (i amtanem

fﬁ Bt b 1I'-'I f -:" a1l wL

ekt |10 3 pmoisivdesy |2

| [ered |

Hinh 7.5: Chon huéng va kho 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 lp lai ddu mdi trang

—  Columns to repeat at left: Chon cot can lap lai bén trai mdi trang
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Pepe SEElp

Paps | Waprs | HesdeiFooter | | Shast

ik e ™ T
Pruk Hins |TH'-_| .
Bomrd: Rl TRl 1000 MR |
| - - |
ke b mpeat o ) ]
Pk
[l s [ s e obren Fesuinee
E_!ﬂ-&fl aradwhits. Copgeanbe o]
1 Coat iy Coll grvras 2 diphesur I
Fa)s Do

(=0 ey, e coed = o o
[ gt vt ! L= I-E

T L

Hinh 7.6: In lip lai dong/ c6t & 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 tat ca cic trang bang tinh

+ Page(s): In tung trang

+ Active Sheet(s): In Sheet hién hanh

+ Copies: Chon sd bang in

+ Entrie workbook: In toa bd Workboook

Hriml

Frinber

Mims o LASR SHOTLR L2000 ) |
Skaus: Ide ————
Toper  CenonLASER SHOT BP0 |Fmderrier., |
Wheret LTI

Camaen:!

[C]Perk el

Frnt rangz Copes

@l werber of copics: | (R &
(Pt} Erun =B 3

Frint e jjl _j;l [ et
ek {7 Erbrs vaorkbeck

(%) fzhie shmstis)

P [ oo || comsl

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

. S8
Logi lwong | Ty le
Xuat sac 0 0.0%
Gioi 2| 4.8%
Kha 11| 26.2%
TB Kha 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 | Gia nd1 | 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 phin mém tig dung trong bd Microsoft office, ding dé trinh
bay vé mit hinh thirc cia mot van dé. Power point 1a mot cong cu chuyén nghiép c6 nhiéu tién
ich dé trinh bay van dé c6 hinh thic dep mat 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 phdn mém dung dé trinh dién;
Mo ta duogc cac thao tac trén trinh don.
Thyc hién cac thao tdc an toan vdi may tinh
1. Gidi thi¢u
1.1. Céach khoi dong Powerpoint
— Cdch I: ChQnE —> Microsoft Powerpoint 2016

P Oowedoind diris

M Fupe hiere 10 seamn

Hinh 8.1: Céach khoi dong P Point

— Cdch 2: Click dtp chudt vao biéu tugng trén man hinh Desktop
— Cira s6 Powerpoint sau khi ta khoi dong chuong trinh
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T bogd e wnlaahd e Hm L R L= o B I L | =

Hinh 8.2: Ctra s6 power point

1.2. Thoét khoi Powerpoint
—  Thyc hi¢én mot trong céc cach sau
+ + Chon File > Close

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

2. Lam quen vé&i Presentation-Slide

2.1. Tao mét trdnh dién mdi

==
= ) mm - u -
" il
AVI > cope
1 iSha—|
o

Hinh 8.3: Chon mdt trang trinh dién méi

— Chon File 2 New
—  Xuat hién hop thoai New Presentation
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— Chon Blank Presentation

—  Hodc nhan t6 hop phim Ctrl + N

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

— Chon File = Save

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

3 0L
{ .I.

[~ JECEFTER

e )

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

e

Hinh 8.5: Chon Slide Design

—  Ta click chu6t chon Slide can trinh dién
2.4. Thiét ké cho Slide:
—  Tao cac d6i tuong can trinh dién trén Slide

— St dung thanh cong cu Shapes dé tao cac dbi hinh vé&
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Hioi ke fumires

Erpatios Shape

Hinh 8.6: Thanh cong cu shapes
* Cdc thao tdc thuong gdp trong qud trinh thiét ké Slide
— Thém Slide: Chon Insert > New Slide ( hodc gd Ctrl + M hodc Click chudt
—  Di chuyén Slide: Click va gitr chudt vao slide mudn di chuyén rdikéo tha dénvi e

tri méi ( hodc chon nat «£. (Cut) )

—  Sao chép slide: Chon slide can sao chép , giit phim Ctrl déng thoi Click va gitt chudt vao
slide mudn di chuyén r0i kéo tha dén vi tri mai ( hodc chon nu. -2 (Copy) )

—  Xo4 Slide: Chon slide can xo04, rdi nhan Delete trén ban phim

2.5. Chén ddi tuong vao Slide.
2.5.1. Chén hinh anh tr Online Pictures

; : @ Online Pictures
— Chon Insert = Online PlCtlH‘GSE e FIctre

FiSE I | Lire=s
I.I' Fiecg s Sesnds
AR CocDrs Perond Ercenor b

— Ta sir dung cong cu Bing Image Search dé tim kiém hinh anh can chén
2.5.2. Chen hinh anh 1a 1 file anh trén dia ciing

=1

]
— Chon Insert = Pictures ™"
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—  Xuét hién hop thoai Insert Picture
— Click chudt vao 6 Look in chon 6 dia c6 chira hinh anh can chén, cin chén hinh nao ta
click dap chudt vao hinh do.

&= Putures
! Pt PosserP Cissinen o Termglans;
i, rpelvie e
w B This PC
B Cokicp
Dy CLET £
B Daemioas
B R
<5 PRhuiEs

B e

e WWEkrwE 10 [T

-
mETL ¥

Fle nanes = AR Phchures

Toal . = | I-l.p- '*-I Canoel

Hinh 8.7: Hop thoai Insert Picture
2.5.3. Chen chitr nhgé thuat: ( WodrArt)

4

— Chon Insert > WordArt... ~  trén thanh cong cu
2.5.4. Chen bang: (Table)
— Chon Insert = Table '~
—  Xuit hién hop thoai Insert Table vt Toke T

+ Number of columns: Chon sb cot AR LR

+ Number of rows: Chon s6 hang Mok o e I
2.5.5. Chén dd thi: Chart) =t

i | Chart

— Chon Insert = Chart
—  Xuét hién d6 thi c6 dang nhu hinh bén dudi
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Hinh 8.8: HOp thoai Inser Char

— Ta click chudt chon d6 thi can chén trong hop thoai

=it

— Candiéu chinh thong tin nao, ta click dip chudt vao cira s6 Chart in Microsoft Pwerpoint

Hinh 8.9: Bang diéu chinh dit liéu cho db thi

\ i ¢ nil | iR : i
I_|__ Serime 1. [Geries  Gepesd o |
3 |Caigere 13 A Z
3 |Catzgers2 x5 a4
4 |calzgers2 i L:
5 (Calzgersd 4.5 24 £
gl
!

Change

— Mudn thay ddi kiéu dd thi khac, ta click chudt vao Design = “'"* hoic click phai
chudt 1én dd thi, chon Change Series Chart Type, 10i chon kiéu dd thi khac.

D
o R TTPTE SR SPEEREE Y
i

i Thaas #n Typis

B itk ¥
fule Dura | shad

|
&L

8 sz Ues aear.

— oy T v
LEg]ads

Hinh 8.10: Bang chon kiéu d6 thi khac

98



Bai tap thyc hanh
Bai 01:
1. Khaidong Powerpoint, st 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 ZIKIHIOA 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
Gioi thiéu
Viéc tao hi€¢u trng vao Powerpoint 1a cong viéc mang tinh sang tao cuia. MS Powerpoint
cung cap san cac hiéu tng cing vai cac thiét 1ap. Cong viée ctia ngudi soan bai powerpoint 12
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 mudn trong bai trinh chiéu, bao 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 vi may tinh
1. Tao hiéu tng cho ddi tugng
1.1.  Tao hi¢u ung cho Slide
— Chon Transitions...

Presenbrtian] - P Poing

RITMBTI Hlide Shew

W & 4 & ‘W Il o .

Fade Fush Wipe Splt

Sandory Far “rape

Hinh 9.1: Chon hi€u rng cho Slide

— Ta click chudt chon mot kiéu hiéu ung trong danh sach cac hiéu ing Slide
1.2.  Tao hiéu tng trinh dién cho cac d6i twong trén Slide.

— Chon dbi tuong can tao hiéu ung

— Chon Animations

L] Limuazi Dizigt Tuanslliom Arimalivm = Vb Dmgn Futind
- X *
3 G r y° b1 " X . *
e S Forshs Fle 1 Flual Sglt Wip =k e

A ebian

Hinh 9.2: Chon hi¢u tng cho dbi tuong trén Slide

— Dé chon hiéu ung cho dbi tuong, click chudt vao nut Add Animations, gém c0 4 nhom
hiéu tng
+ Nhém Entrance: P6i tuong xuat hién cing v6i hiéu ung
+ Nhom Emphasis: Thé hién sy nhin manh
+ Nhom Exit: Hi¢u ung thuc hién xong, ddi tuong bién mat
+ Nhém Motion Paths: Hiéu tng thyc 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 mat doi tuong
— Bién cb bat dau: Mai hiéu ung co bién c6 mic dinh ban dau 1a On click, trc 1a khi click
chudt thi hiéu tng méi thuc hién. C6 3 bién cd bat dau

+ On Click: Hi¢u ung thuc hién khi click chuot

+ With Previous: Hiéu ing thuc hién cung véi hiéu Uing ké trude

+ After Previous: Hi€u irng thuc hién ngay sau khi hiéu tng trudc thuc hién xong.
- bé thay d6i bién ¢d bat dau, ta chon ddi tuong r0i chon bién ¢ bat dau trong O Start
2. Trinh dién slide.

Pé trinh dién Slide, ta thuc hién mot trong 3 cach sau:
— Chon Slide Show = Chon View Show
— Hoic nhéan phim F5
— Hoic click chudt vao biéu tuong® & ché do hién thi
2.1. Dinh thoi gian bt dau, s6 lan lip o 7

Moi hi¢u ing c6 thé dinh thoi gian va s6 1an 1dp, dé thyc hién ta lam nhu sau:
— Chon hi¢u ung trong danh sach céac hi¢u ung da chon.
— Click phai chudt vao hi¢u tng = chon Timing..
—  Xuét hién hop thoai ran

CO— =
et |

S Sl o
Efmei || Trwrg || Chaet Ararestion

o e -q..'.
Elat “hirh Presina g e 1 17 "k e @
DPinh thoi gian bao —> Ry "'ﬂ Sk ors
nhiéu gidy s¢ thyc hién s * Wl 5ot i proviois
Seguet (05 SeCona (Ve P o - b
Chon s6 lan Iip B> | o] “ L P
[ Fesired by ke s vz obhers...
[Trvogers % | e
ghom Bwanoes T redice
|- =
Kero-n
I-. K E_ ol | | Zlaadiie. v

Hinh 9.3: Pinh sb lan 1ap cho ddi tuong

2.2. Doi tha ty thuc hién hiéu tng

— Gid st ta ¢6 thtr 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

(#) re-order (8] dé di chuyén 1én hay xuéng
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Hinh 9.4: Thay d6i tht ty hiéu tng cho d6i thuong

2.3. Huy bo hiéu tng.

— 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 mdt sd phim khi trinh dién

STT Hi¢u trng mong mudn Tac dong lén phim
2 ) Lk Nut trai chudt hoac thanh dai hoac
1 Chuyén sang Slide ké ti€p phim . V. Page Down
2 | Tro vé Slide trude Phim < (Backspace) hay <, N, P
3 | Chuyén dén slide c6 s6 tht ty X G6 s6 X roi nhan phim Enter
4 | oo va slide this 1 An va gi_tr 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 (.)
6 Cho man hinh sang trang va trd lai binh | Phim W hay phim dau phay (,)
thuong
7 BiNén trd chudt thanh but v& trong khi trinh | T6 hop phim Ctrl + P
dién
g Bi~é'n trd chudt dang 13 bt vé trong khi trinh | To hop phim Ctrl +A hodc An phim
dién trd lai binh thuong Ecs
9 X(gé nét vé do cay but vé trén slide khi trinh | Phim E
dién
10 | Dautro chudt va cho hién lai khi trinh dién | Phim A hodc phim ddu =
11 | Két thiic trinh dién Phim Ecs, phim trr (-) hay t hop

phim Ctrl +Break
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Bai Tap Microsoft Powerpoint

Bai 01:

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

LUU HANH NOI BO

Picture
Frame 4

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

% Title 1 ( Truong TCN cii chi — Khoa Tin hoc) ........... Circle ( On mouse click).
% Shape 2 ( Microsoft Powerpoint 2003) ............ Faded Zoom ( On mouse click).
e Picture Frame 3 .......cccccoooviiiiiiiiiiieee e Diamond ( After previuos)
e Picture Frame 4 ..oveveeeeeeee e Box (After previuos )
= Text ( Luu hanh ngi bé 2009) ..........ooeeeeeeeeeeaaann.. Pinwheel ( After previuos)

Chon Slide Show nhin phim F5 dé xem trinh dién.
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Bai 02: Khai dong Powerpoint, str dung mot trong cac kiéu Slide Design ¢ san tao mot trinh
dién sau va luu vao 6 dia D:\Folder cta 16p minh.

Slide 1: Trinh bay nhu hinh bén dudi

VIET NAM
QUE HUONG TOl

Yéu cau:

— Céc mau hinh tai tir Internet

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

Slide 2:
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Yéu 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

i

1w 2% £ Sy o e

A AT ATV A

.....

| )
dd |
| a
o .
B v,
L ¥ ‘ i
! T—
- - -

-

Yéu cau:

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

— Tao hiéu tng cho Slide va cac d6i 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 |
INH YEU CUA TOI

' s Es S
LSO\ DY TR

\

L,
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Slide 5

THANH PHO
MANG TEN BAC

oy
ol W AR
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™
IR @ e 9 UL REOT

-

5\

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: Khai dong Powerpoint, st dung mdt trong cac kiéu Slide Design ¢ 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
FOOYWERPOINT

I

I]-'J s liorn S l

Yéu cau:

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

— Khi ban click chudt vao cau tra 101 sai thi s€ thong bao ““ Sai”, nguoc lai thi s€ xuét hién
dau X trong 6 vudng ctia ciu twong Ung

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

Trong dim gi dep béng .. 550
La ... 3. Bbng tréng.. lai chen nhuy XAD3..

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 ¢ac man firomyg iy

= White -
= Blach:
* Red

k

a Yallow -

o Blue -~
» Orange—
= Brown

» Brimple ="

-"" b
o | ¥

IR

Yéu cau:
— Tao hi¢u ung cho Slide va cac doi tugng trén Slide
— Khi ban click chudt vo tén mau s€ xuat hi¢n duong két néi tuong rng véi mau do
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