P1: CO BAN VE MAY TINH GIAO TRINH TIN HOC CAN BAN
PHAN 1: CAC VAN PE CO BAN VE CNTT VA TRUYEN THONG

CHUONG I. CAC KHAI NIEM CO BAN

1. Khai niém vé thong tin

Thong tin: 12 mot khéi niém triru tugng, né 1a su hi€u biét ctia con ngudi vé mot su
kién mot hién tuong nao d6 thu nhan dugc qua nghién citu, trao doi nhan xét, hoc tap,
truyén thu, cam nhan, ...

Thong tin tu né da dugc ham chira va ¢6 san trong moi su vat va tién trinh, né mang
lai mot trat tu khach quan nao d6. Nguoi nhan thong tin phat hién lai, biét lai tinh trat tu
ndy qua su hiéu biét chii quan ctia minh.

2. Khdi niém phan citng, phan mém

Phan citng (hardware): 1a toan bo cac thiét bi vat Iy cia mdy tinh dién tir. Nang cao
toc do xu ly, tang kha nang luu trit, tang do tin cady, giam nang lugng st dung, tang kha
nang ghép ndi ... 1a nhiing muc tiéu ma ky thuat phan cing huéng téi.

VD: man hinh, RAM, 6 cting ...

Phan mém (Software): Bao gom cdc chuong trinh ¢6 chic ning diéu khién, khai
thdc phan cing va dé thuc hién cdc yéu cau xir Iy thong tin. Tim ra cdc phuong phép sur 1y
thong tin c6 hiéu qua, t6 chic dit liéu tot va 1ap trinh thé hién céc phuong phap st 1y d6 1a
van dé cua phan mém.

VD: Phan mém Microft Office, hé di€u hanh Windows...

3. Khadi niém tin hoc va cong nghé thong tin.

Tin hoc: 1a mot nganh khoa hoc cong nghé nghién cttu cic phuong phép, cic qua
trinh xu 1y thong tin mot cach tu dong dua trén cac phuong tién hién dai ma cht yéu hién
nay la may tinh dién tu.

Khai niém Cong nghé thong tin: 1a tap hgp cac phuong phap khoa hoc, cac phuong
tién va cong cu hién dai - chu yéu 1a k§ thuat mdy tinh va vién thong - nham t6 chiic khai
thac va str dung c6 hiéu qua nguodn tai nguyén thong tin rat phong phu va tiém tang trong
moi linh vuc hoat dong clia con ngudi va xa hoi... Cong nghé thong tin dugc phat trién
trén nén tang cua cac cong nghé Tin hoc - Dién tlr - Vién thong va Tu dong hoa.

Cong nghé thong tin mang mot ¥ nghia bao trum rong rai, n6 vua la khoa hoc, vua la
cong nghé, vira 1a k¥ thuat, bao trim ca tin hoc, vién thong va tu dong hoa.
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P1: COBAN VEMAY TINH __ GIAO TRINH TIN HOC CAN BAN
CHUONG 2: BIEU DIEN THONG TIN TRONG MAY TINH PIEN TU

1. Pon vi do thong tin.

Trong tin hoc, don vi do thong tin 12 bit (viét tat Binary digit : ma nhi phan) - mot
bit 1a mot s6 nhi phan hoac 1a 0 hoac 1a 1.

Sau day la mot s6 don vi do thong tin co ban:

Teén goi Chir viét tat Gia tri

Bit S6 nhi phan 0 hoac 1
Byte B 8 bit

Kilobyte KB 1KB = 1024 Byte
Megabyte MB IMB = 1024 KB
Gigabyte GB 1GB =1024 MB
Terabyte TB ITB=1024 GB

2. Cdc hé dém thuong dung trong tin hoc
C6 hai loai hé dém do6 1a hé dém khong theo vi tri va hé dé€m theo vi tri. Hé dém
khong theo vi tri 12 hé dém La ma (I, V, X...) mdi ki hiéu 1a mot gia tri cu thé. Hé dém
theo vi tri vi du nhu hé thap phan, hé nhi phan, h¢ thap luc phan...
Trong tin hoc ngoai hé thap phan ma ta thuong st dung, con st dung hé nhi phan

va hé thap luc phan
a. Biéu dién so'trong cdc hé dém.

Trong thuc t&€ ¢6 nhiéu loai hé dém véi cac co so riéng, nhu:

- Hé nhi phan: chi gom hais6 0, 1

- Hé bat phan: gom cics60,1,2,3,4,5,6,7

- Hé thap phan: gom cacs60, 1,2,3,4,5,6,7,8,9

- Hé thap luc phan: gom cac s6 0,1, 2, 3,4,5,6,7,8,9,A,B,C,D,E, F
b.Cdch tinh trong cdc hé dém:
Mot s6 duoc cho trong mot hé d€m co s6 a thi

- Goi n la vi tri cua ki s6 trong phan nguyén tir vi tri dau phay sang trai, tinh tir 0, gid
tri ciia né = (ki s6)*a"

VD: 1110,=0 + 121 + 1%22+ 1%23 = 1449

- Goi m 1a vi tri cua ki s6 trong phan 1€ tir vi tri ddu phay sang phai, tinh tir -1, gid tri
cua no = (ki s6)*a™

VD: 0,101, = 1#21 + 0%224+ 1%¥2°3 = 0,5+ 0 + 0,125 = 0,635

c. Cdch chuyén doi:
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P1: CO BAN VE MAY TINH GIAO TRINH TIN HOC CAN BAN
- Chuyén tir hé thap phan sang hé a phan (co s6 a): Chia lién ti€p cho a dén khi
thuong bang 0, viét lién tiép tir trdi sang phai cac s6 du thu duoc tir cudi trd 1én do 1a két
qua.
VD: 18=7=7
18| 2

Nhu vay 180-100102= 1246

- Déi cdc s6 tir hé a phan sang hé 10 ta viét cdc s6 d6 dudi dang cach tinh trong cic
hé dém va thuc hién cac phép toan ta duogc két qua.

VD: 1516= %10

1516=5%16"+ 1*16' =5 + 16 =21

- Déi tir hé 8(16) sang hé 2 ta chuyén doi mdi chit s6 ciia s6 da cho thanh nhém nhi
phan 3(4)chit s6 nhém nao thiéu thi bé sung vao bén trdi cho du 3(4) chit s6  VD: 3525
=011101010, vi 3=11,,5=101, ,2=10;

- Déi tir hé 2 sang hé 8(16) nguoc lai
3. So dé tong qudt ctia mot qud trinh xit ly thong tin.

Qua trinh xir Iy thong tin: 13 qud trinh bién déi nhitng dit liéu thu thap & dang roi
rac thanh thong tin & dang chuyén biét phuc vu cho nhitng muc dich nhat dinh. Moi qua
trinh x{ 1y thong tin du 1a thu cong hay tu dong déu phai dién ra theo chu trinh sau:

Vao — Xuly — Ravaluu trit

Dué6i day 12 so d6 tong quat clia quéa trinh x{r 1y thong tin:

Vao dit liéu X ly Ra dtt lieu

Luu trix

Luu y: Céac dit liéu vao - ra cling nhu quy trinh x&r Iy déu can phai duoc luu lai dé
dung cho cic lan sau.
5. Xu ly thong tin bang MTDT.
a. Cdc thanh phan co ban cia mot MTDT.
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P1: CO BAN VE MAY TINH GIAO TRINH TIN HOC CAN BAN
Dua vao cac quy trinh xtr 1y thong tin, mot MTDT cau thanh tir cac thanh phan co

ban:

Thiét bi nhap ding dé dua thong tin vao (nhu ban phim, chuot, ...), khoi xtr 1y
(CPU) dé xur Iy thong tin trong bo nhé trong, thiét bi xuat dung dé dua thong tin ra
(manhinh, may in, ...), bd nhG ngoai dé chita thong tin lau dai v6i dung luong 16n (dia
mém, dia ciing, bang tr, ...).

b. Xu ly thong tin bang MTDT:

MTDT la cong cu xtr Iy thong tin tu dong. Tuy nhién, MTDT khong thé tu né quyét
dinh dugc khi nao 1am viéc gi. D€ 1am dugc diéu d6, con ngudi can phai cung cip ngay tir
dau cho MTDT céc Iénh, chi thi dé€ huéng dan cho MTDT thuc hién theo yéu ciu dé ra.

So d6 xu 1y dit liu trén MTDT nhu sau:

Chuong trinh

MTDT ——— Kétquara

Dit liéu vao

Téng quét vé mot qud trinh xtr dit liéu bang MTDT c6 thé tém tét nhu sau:

- Trude tién, dua chuong trinh can thuc hién (do ngudi nhap san) vao bd nhg cla
may.

- May bat dau xur ly, dit liéu nhap tir moi trudng ngoai vao bo nhd thong qua thiét bi
nhap dit liéu.

- May thao tac trén cac dit liéu, ghi két qua trong bd nhé trong.

- Pua két qua tlr bd nhé trong ra bén ngoai nhd cac thiét bi xuét

MTDT xir Iy thong tin cuc nhanh véi do tin cay, chinh xac, an toan va hiéu qua cao.
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P1: CO BAN VE MAY TINH GIAO TRINH TIN HOC CAN BAN
CHUONG 3: HE THONG PHAN CUNG

2.Phadn cing:

. . , B0 nhé ngoai
a. So do cdu tric: : &

Bo xur ly trung tam

Thiét bi nhap Blgh?éiu Bo xur 1y s6 Thiét bi xuét
hoc va
logic
B0 nhé trong

b. Phan citng nhdp di liéu:
- Ban phim: 12 thi€t bi nhap dit liéu phd bién nhat, nhu ban ddnh mdy chit ¢6 thém
phan bé sung dé nhap cdc ma va cac lénh dic biét.

psc) ] brk

inz | hm| pupS{l3

del | end pd
4

- Con chuét: duoc diéu khién bang tay trén ban dé dinh hudng con trd trén man
hinh. Chuot ¢6 2 hoac 3 phim.

3
¢. Phan cieng xu li dit liéu \_)

* Bo nho chinh:

- Bo nhd 1a kho chita thong tin dé bo xtr Iy trung tAm cap nhat, truy xuét dit liéu trong
sudt thoi gian hoat dong. Bo nhé chinh con goi 1a RAM

RAM: 1a bo nhé truy cap ngau nhién (bo nhé dong), chia cac chuong trinh, dit liéu
dang lam viéc. Noi dung cia RAM s& mat khi tat mdy, vi vy phai ghi nhiing thong tin
can thiét ra bo nhé ngoai.

* Bo xu ly trung tam (CPU)

La bo 6c cia MTDT, & d6 dién ra viéc xu 1y thong tin va diéu khién toan bo hoat
dong ctia mdy. Cac mach dién cia CPU dugc coi 1a bd ndo clia mdy tinh, doc va dién dich
céc chi dan ctia phan mém, xt 1y dit liéu thanh thong tin.

CPU dugc dac trung boi 2 yéu to:
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P1: CO BAN VE MAY TINH GIAO TRINH TIN HOC CAN BAN
- Toéc do xtr 1y

- S6 luong thong tin duoc xur ly dong thoi.
*Khoi hé thong
-Nguon dién: cung cap dién nang
-Bang mach chinh (hé thong hay 16 gic): 1a bang mach dién c6 chia CPU va 1 vai bo nhé
chinh.
d. Phdn ciing xudt tin.

+ Cdc thiét bi xudt thong dung 1a man hinh, may in, may cat chi...

e. Phan citng luu triv

- Bo nhé ngoai: 1a noi luu trit dit liéu rat 16n va lau dai,
phoé bién 1a dia cting, dia mém, dia CD. Nhung t6c do truy
cap cham hon bd nhé trong.

3. Cac thiét bi ngoai vi khac

Ngoai cdc thiét bi ké trén, con c6 rat nhiéu céc thiét
bi ngoai vi khdc. ching két noi dugc v6i mdy tinh va thuc hién mot s6 nhiém vu cu thé.
Cac thi€t bi ngoai vi nhu:

- Model: thiét bi dung dé két n6i mdy tinh v6i mang Internet

- Speaker (loa): thi€t bi phat 4am thanh...

CHUONG 4: PHAN MEM

1. Phan mém hé thong

Bao gém cédc chuong trinh quan 1y thiét bi va diéu hanh cdc hoat dong co ban. Mot
phan quan trong cua phan mém hé thong 1a hé diéu hanh. HDH quan ly tai nguyén, tao
giao ti€p v6i ngudi st dung, diéu khién hoat dong cua mdy tinh, thuc hién céc chuong
trinh va thao téc céc file.

Mot s6 HDH thong dung hién nay cho mdy tinh ca nhan la: MS-DOS, WINDOWS,
UNIX...

Vietkey 2000 - Unregisterd H

v“m Everywhere Simplﬁglﬂwerful

@ Bany Tudi® hitpfAwnvevistiey.com tel: 84 4 8433872

Kiugs Bingm3 Tubchon| Céngeu Bangkd Thengtin

Hg théng
I7 Vistnamese Interface  Phim chupén ché o8 gé

™ Khéi déng nhanh 0l - ALT-Z -
I~ Sita déu nhanh I~ Cho phép gi tét

¥ Ouét 3 kjty Binh nghi'a g &t

Léichinhta: ¢ Kheng ¢ Tid vétiénganh = Kéu bip
Matirng bé dau khi. I~ Chuyéncita s8 [~ Mhén chudt

Cer ché ba déu 01 - Default |

&P Tiogie

X Thgél| Q Luﬁnné\‘ > Task_a||

coe Cw ver | B geotin
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P1: CO BAN VE MAY TINH GIAO TRINH TIN HOC CAN BAN
Hé di€éu hanh khong phai 1a phan mém hé théng duy nhét. Con ¢6 nhi€éu phan mém

thuong truc cung cap moi trudong lam viéc cho cdc phan mém khac. Vi du nhu phan mém
Vietkey phan mém g6 ti€ng viét.
2. Phan mém iing dung.

LA céc chuong trinh may tinh duoc thiét k& dé dap ing nhu cdu cta nguoi st dung,
duoc viét dudi dang tron goéi (chuong trinh chung) hoac viét theo yéu cau dat hang.

C6 rdt nhiéu phan mém duogc viét dé gitip gidi quyét cdc van dé hang ngay ciling nhu
cac hoat dong nghiép vu nhu soan thao van ban, quan ly hoc sinh...

Céc phan mém ting dung duoc viét rat hoan chinh, nguoi su dung chi viéc mua vé la
c6 thé sir dung, khai thac duoc.

VD: phan mém d6 hoa PHOTOSHOP, phim mém soan thao van ban Microsoft
Word...
3. Phan mém cong cu.

LA cdc phan mém dung dé hé trg cho viéc xay dung cdc phadn mém khac nhu t6 chiic
dit liéu, phat hién 16i....vd: ACCESS, C, C++, C#, VB, PASCAL

Cac phan mém cong cu thudng dung dé hé tro lam ra cac phadn mém khdc. chinh vi
vay né con c6 mot tén khac 1a phan mém phét trién.
4. Phan mém tién ich

La cdc phan mém gitp cai thién hiéu qua khi lam viéc v6i may tinh. Chidng la cac
cong cu dap tng nhitng nhu cau chung cua nhi€u nguoi va khong lién quan dén mot linh
vuc hay cong viéc cu thé.
VD: nhu tién ich NC, tim diét Virus NOD 32, phdn mém soan thao NotePad ...

e DANCANCMAIN. EXE

D:=sNC
MName

CMps Py
Command
datex
dbview
dir2dir
draw2umf

Druspace
dru2umf
sC
evileye
faces
fish
flip
genie
hddreg
hddreg
;’.-::02(11]3

5. Cac phan mém khac.

Phan mém giai tri: cdc phan mém Game, phAn mém xem phim, nghe nhac ...
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P1: CO BAN VE MAY TINH GIAO TRINH TIN HOC CAN BAN
Phan mém gido duc: cdc phan mém day hoc, cac phan mém quan 1y ho trg cong tic
giang day ...

6. Cac giai doan xay dung mot phan mém

Giai doan 1: Phan tich hé thong d€ 1am rd yéu cau cta hé thong. Thu thap thong tin,
dit liéu.

Giai doan 2: Thiét k& hé thong chuong trinh dua trén qua trinh phan tich va kha nang
clia cong nghé

Giai doan 3: Viét chuong trinh, nghia la dung mot ngon ngit 1ap trinh pht hgp, t6i uvu
nhat dé viét chuong trinh theo noi dung da thiét ké.

Giai doan 4: Chay thir va stra nhiing sai x6t trong qua trinh 1ap trinh.

Giai doan 5: Tinh ch€, hoan thién chuong trinh. Phan phéi san phdm, chuyén giao
cho nguoi st dung.

Giai doan 6: Bao tri, nang cap san pham.
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P1: CO BAN VE MAY TINH _ GIAO TRINH TIN HOC CAN BAN
CHUONG 5: KHAI NIEM VE MANG MAY TINH

1. M6 dau vé mang may tinh.

Mang mady tinh bao gém nhiéu thanh phan, ching duogc néi véi nhau theo mot cach
thic nao d6 va cung st dung chung mot ngon ngir:

+ Thiét bi dau cuosi (End system) két néi v6i nhau tao thanh mang, c6 thé 1a céc
may tinh, hoac cac thiét bi khac.

+ Moi truong chuyén (Media) ma truyén thong duoc thuc hién qua d6. Moi truong
chuyén c6 thé 1a day dan (cdp), song (doi v6i mang khong day),...

+Giao thic (Protocol) 12 quy tic quy dinh céch thic trao doi dit lieu giita céc thuc
thé.

Toém lai, Mang may tinh 1a mot tap hogp cac may tinh va cac thi€t bi khac (cac
niit), ching st dung mot giao thiic mang chung dé chia sé tai nguyén véi nhau nho cic
phuong tién ctruyén thong mang.

2. Phan loai mang may tinh

C6 rdt nhiéu mang mdy tinh khac nhau. Viéc phan loai chiing thuong dua trén céac
tiéu chi khac nhau nhu: theo vang dia 1y, theo topo gép néi mang hay kiéu truyén thong
ma mang str dung...

a. Phan loai theo hoat dong

- Mang cuc bo (Local Area Network — LAN)

Lién két tai nguyén may tinh trong mot ving han ché, dé c6 thé 12 mot phong, vai
phong trong mot toa nha. Pham vi ciia mang LAN chi ndm trong ban kinh vai chuc mét
dén vai km.

Vi du moét s6 mang LAN: Ethenet/802.3, Token ring...

- Mang dién rong (WAN)

Lién két cdc tdi nguyén mdy tinh trong mot pham vi rong (ban kinh c6 thé dén
100km) nhu thi x4, tinh, thanh phg...

C6 thé coi mang WAN la mang gom nhiéu mang LAN két n6i v6i nhau.

Vi du vé mang WAN: ISDN, Frame relay...

- Mang toan cau (GAN): Mang nay 1a mang cta cdc mang WAN trai rong trén
pham vi toan cau.

Vi du mang Inter net cling 1a mang GAN...

b. Phan loai the mé hinh ghép noi.

- M6 hinh diém - diém (Point to Point): mot mang Point to Point gdm céc niit,

mot niit chi cé thé lién lac v6i mot niit lién ké.
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P1: CO BAN VE MAY TINH GIAO TRINH TIN HOC CAN BAN
- Mo hinh sao (Star): mang dugc n6i theo hinh sao, c6 mot HUB st 1y trung tam —

HUB nay la trung tam truyén tin cho tat ca cdc ndt.

- M6 hinh cay (Tree): mo hinh phan cap, né bao gdbm mot nit goc hay mot HUB
ndi dén cac nit mic hai hoac HUB mic hai. Cac thié€t bi & muc hai lai dugc néi dén miic
3...

- M6 hinh diém — nhiéu diém (Broadcast): mo6 hinh nay gém nhiéu cac niit ding
chung mot kénh chuyén thong.

c. Phan loai mang theo kiéu chuyén

- Chuyén mach o (Circuit-Swictched):

- Mang chuyén géi (Packet-Switched network)
3. Mang internet va cac dich vu

Su phdt trién nhanh chéng cta ki thuat vién thong da dua t6i kha nang két néi cdc
may tinh vao thanh mang va tir nhi€éu mang nho thanh mang mdy tinh 16n hon, nhat 1a
mang toan cau - Internet.

Mang Internet ngay nay la mot kho tri thiic vo tan cho moi nguoi va né tré thanh
tai san chung cua tat ca moi nguoi, moi qudc gia.

Mot s6 dich vu trén Internet:

- Thu dién tir (Email): 1a dich vu trao d6i thong bdo gifta cdc may tinh trén
Internet thong qua cac hop thu dién tu.

- Thuong mai dién tir (E — commerce): cac doanh nghiép dung Internet cho cac
cong viéc thuong mai nhu mua ban, quang cao, thuong thao hgp dong...

- May fax truyén cac dir liéu c6 chita ca van ban 1an d6 hoa thong qua duong
dién thoai thong thuong.

- Trao doi dir liéu dién tir (EDI): 1a viéc trao ddi truc tiép tir may tinh sang may
tinh, gitta hai t6 chiic, vé céc tai liéu giao dich kinh doanh nhu hod don, don mua hang ...
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P2: MS WORD GIAO TRINH TIN HOC CAN BAN

PHAN 2: MICROSOFT WORD

Céch g0 tiéng Viét theo kiéu Telex.

AA=A AW = A S = dau sdc AAA = AA
00=0 OW=[=0 F=dduhuyén AWW =AW
EE=E UW=]=U R = dau hdi DDD = DD

DD=b X = d4u nga ASS = AS
J = dau ning
SU dung ban phim (Keyboard)
Caps Lock: Chuyén tir ch€ @6 chit thudng sang chit HOA va ngudc lai.
Shift: Néu dang & ch€ do chit thudng (den Caps Lock khong sdng), giit phim Shift k€t
hop v6i phim chit s& cho ra chit HOA. D6i v6i nhitng phim ¢6 2 ma, n€u gitt Shift khi
g0 sé& 1ay ky ty trén.
Delete: X6a ky tu bén phai con tro.
Backspace €: X6a ky tu bén trdi con tro.
Space: Tao khodng cdch giita cdc tur.
Enter: Xudng dong, két thic 1 doan vin ban.
Insert: Chuyén ddi giita ch& dd chen (Insert) va ché @6 de (Overwwrite)
Num Lock: BAt/tit cdc phim s6 bén day phim s6. N€u dén Num Lock khong sdng, ban
s€ khong g6 dugc nhitng phim nay.

Céc thao tac véi chudt (Mouse) ¥

Click: BAm chudt trdi 1 1an

Double click: BAm chudt trdi 2 1an lién ti€p
Right click: BAm chudt phai 1 1an.

Click & drag: BAm chudt trai va kéo.

Undova Redo. ! = =

© N&u ban mudn tré lai mot s6 thao tic trude: Edit\ Undo hoidc Ctrl-Z
© Nhung n€u Undo qud da thi quay lai: Edit\ Redo hoidc Ctrl-Y

R
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P2: MS WORD

GIAO TRINH TIN HOC CAN BAN

NHAP VAN BAN
Khi ti€n hanh nhip vin ban, yéu
cau 12 phdi g6 nhanh. Sau diy Ia
mot vai kinh nghi€ém giip ta c6
thé gidi quyét dugc van dé do.
Han ch€ viéc go sai vi khi go sai
tdn cong quay tré lai sta tr sai
thanh tor ding. Thoi gian cho viéc
nay gap 3 1an viéc go ding.
Khi md&i hoc g6 nén ¢6 quan niém:
“GO0 chdam ma duing con hon go
nhanh ma sai”.
Khong nén ké&t hop vira go vira
trinh bay vdn ban. Vi khi go vin
ban hai ban tay ban rdn trén cdc

Mot so luu ¥

nut phim con khi trinh bay vidn
ban lai phai s& dung Mouse
(chuot). Vi vdy khong thé go
nhanh dugc khi vira goé vura trinh
bay.

Khi g6 vdn ban vdn xu6i, khi
cham vao 1& phdi, Word s& TU
PONG XUONG DONG. Ban chi
g0 Enter khi k&t thic mot POAN
van ban.

C6 trudng hop xudng dong nhung
chua k&t thic mot doan, hdy sk
dung t6 hop phim Shift-Enter.

1. Khong bao gid dugc gd phim Space (Phim khodng tring) hai 1an lién tuc.
2. Céc dau cau nhu cham (.) ddu phay (,) phdi dudc gd sit vao chif trudc né

va cdch sau n6 mdt phim Space.

Chon khét vdan ban

Chon 1 tu Double click vao tor do6

Chon 1 dong Click vao khodng tréng bén trdi cia dong d6

Chon 1 doan Double click vao khodng trong bén trdi clia doan dé

Chon 1 khoi bat ky
(Mot trong ba cdch)

1. P& diu chén didu khoi, gitt Shift, click chudt
cuoi khoi

2. Click and Drag tir dau dén cudi khdi

3. Giit phim shift, k&t hgp v6i cdc phim miii tén

Chon toan bo vin | Nhan t6 hgp phim Ctrl+A

ban
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Disck dang by b (Fout)
BIEU TUQNG
DINH DANG HOAC BANG | TO HQP PHIM
CHON
In dim Bold Ctrl+B
In nghiéng Italic Ctri+1
Gach chan Underline Ctrl+U
Gach doi Double Underline | Ctrl+Shift+D
Chon mau Font Color
Kich c& Font size Ctrl+[ (Giam); Ctrl+] (Tang)
Font chir Font Ctrl+Shift+F
Chi s6 trén Superscript Ctrl+Shift+= vi du: ax’+ bx>
Chi s6 du6i Subscript Ctrl+= vi du: H2SO4
Tra vé mic dinh Ctrl+Space

Chon Font chif trong muc Font. P& d4dnh ti€ng viét bing bing ma VNI, chon
cic Font bit ddu bing chit “VNI”. Dung phim miii tén 1&én hoic xuéng d€ chon
Font. Vi du ban thi chon cdc Font sau : VNI-TOD, VNI-Truck, VNl-Tube~,
, UNI-Swiss-Condense, VNI-Souvir, VNI-Revue

VN-Tekon,

Muc Effects chita cac hiéu tng, hiy click vao tirng hiéu @ng dé€ xem két qua,

k&t qua hién thi trong bing Review.

Nhan Character Spacing c6 cic muc sau :

1. Scale: Lam cho chit map ra hodc 6m lai. Néu chon >100% thi chit s&€ map

Vidu: 150%,200%, 3 OO <o

-~

TmMmapr a u.

Ngudc lai néu chon <100% thi chit 6m, vi du: 90%, 66%, 50% omthom, om nhich
2. Spacing: thay ddi khodng cdch giita cic ky tu. Normal (binh thudng),
Expanded (gidan khod ng cd ch), Condensed (thu hep khoang cach).

3. Position: Pua 1&n cao (Raised) hozc chuyén xudng thip (Lowered)

Né&u muén Font chit thanh méic dinh, ban nhan Default.

GVHD: Nguyén Don Hoa
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Dinh dang doan van

Center
(trl + F

Justify
Ctrl = T

| &
1

= = = = | — e e
~ : :
Align Left ‘ Align Rigﬁ
Ctrl T Ctrl 4 R
Hanging Indent First line Indent Right Indent
Céc dong k& tiép Dong dau tién Lé phdi doan vin
m3|||2|||1||| '|'E%V'|'1'|']|'|'4'|'5'|'|E|'|';'|'|'|E;'|'g'|'m'|'11'|'11'|'13'|'14'|' ||15|||1?|||13|J
| | | | | | | | | |
=1

Left Indent
Lé trdi doan vin

Poan vin ban trong word dugc x4c dinh 12 giéi han ctia 1 14n bAm phim
Enter
Mic dinh khi nhap vao doan vin bdn sé dugc canh trdi (Align Left). Mudn
doan dudc canh giira, click vao biu tugng Center hodic nhan t& hgp phim
Ctrl+E. Pay la doan dugc canh giia.

Mudn doan vin dugc canh phai, click vao biéu tugng Align Right hoic
nhan t& hop phim Ctrl+R. P&i v6i doan nhiéu dong, mudn canh déu 2 bén,
click vao biéu tugng Justify hoic nhan t& hgp phim Ctrl+J. Pay la doan dudc
canh déu 2 bén, First line Indent = lcm.

Nt First line Indent trén Ruler (thudc) xdc dinh vi tri dong dau tién trong

doan. Nit Hanging x4c dinh vi tri cdc dong khdc (trir dong dau).
Left Indent xdc dinh 1€ phai clia doan. Pay 1a doan dugc canh déu 2

bén, First line Indent = 1 cm, hanging indent = 3cm.
Khoang cach giita cac doan dugc xdc dinh trong muc Spacing cia hdp thoai
Paragraph (md trong menu Format). Before 1a khoang trude doan, After 1a
khoang sau doan.

Khodng cdch gitta cac dong trong doan dugc xdc dinh trong muc Line
Spacing ctia hop thoai nay.
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Chén nhing ky tu dat biét Insert\Symbol

1. Pitcon nhdy tai vi tri cAn chén.
2. Insert\symbol, xuat hién hop thoai Symbol
3. Chon Font (thudng chon Font Wingdings, Symbol)
4. Chon ky tu cAn nhip trong bdng ky tu. Click Insert hoic bAm phim Enter.
(C6 thé thyc hién nhanh hon biing ciach Double click vao ky tu d6)
v' Mot s6 ky tu trong Font Wingdings: #° < & I ® £ @ # % #
v' Mot s6 ky tu trong Font Symbol: QW AP R & ¢ X
v" Font Webdings chia cdc ky tu nhu nhitng hinh dnh. & (@ » 2 ¢ 2
=~ |
v Concéckytyndy @ ---#$ % & * thi ndim & ban phim.

egegsege.

Gisi thieu vé MICROSOFT WORD

Microsoft Word 12 phan mém chuyén dung trong linh vuc soan thio vin
ban. Ngoai chifc ning thong dung cia modt phin mém soan thdo, Word
cdn cung cAp nhitng cong cu hitu hiéu va than thién gidp ngudi st dung cé thé
xtr Iy dudc hau hét cdc van dé dit ra trong qud trinh soan thdo vin ban.

Khdgi dong: Start\Programs\Microsoft Word hoic click vao biéu tugng W trén
Office Bar hodc Double click vao Shortcut Word trén mang hinh
nén (Desktop).

Tho4t: File\Exit hoic click vao nit Close (ddu X) & géc trén, bén phdi mang
hinh, hoic baAm t& hdp phim Alt + F4.

Luu y: Khi thodt, n€u cé tdp tin ndo chua luu, Word sé& thong bdo: “Do you
want to save the changes you made to.....”. Khi d, ban s€ chon
Yes d€ luu tip tin, chon No thi tip tin d6 s& khong dugc luu.
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1 D i v - = =
— -

! File Edit View Inset Format Tools Table Window Help Type a question for help L]

NEER S PE s B S0 0 o B IO RE | F 0% 1@ dHRead [ NTimes -

L] B - oD 2 T T P D O F o9 w0314 s R —

o ! |

il 1. Thanh tiéu dé (Title Bar): Tén 4, Thanh céng cu dinh dang

i vin bdn cdc mit thu nhd, phéng (Formatting)

il to, dong chudng trinh 5. Thudc (Ruler) ngang via difng

i 2, Thanhlénh ddn (Menu): chita 6. Ving soan thdo

:— todn bé cdc 1énh ciia Word vi 7. Thanh cudn (Scroll Bar) ngang

o cdc mit thu nhé, phéng to, déng vd ding.

i tip tin, 8. Thanh trang thdi (Status Bar)

4 3. Thanh céng cy chuin

: (Standard) |

i q
3

s wEzw « | rrr p

Draw- i |Adtoshapes- N N O B AdG@E| - L-A-===adfl

Page 1 Sec 1 1/1 At 5.8cm  Ln 7 Col 10 Rec| [TRk| [ExT| [OVR| [Englsh (U.s.| | B

CO THE THAY POI NEN MAN HINH NHO VAO CAC LENH SAU:

Chon ch& @6 hién thi: View\<chon>. C6 nhiéu ch€ dd hién thi, ban nén chon ché& @6
Page Layout (Word 97), hoic Print Layout (Word 2000) & ch&€ d6 nay, vin ban hién
trén man hinh giong nhu vin bdn sé dugc in ra.

TaAt\ mé cdc thanh cong cu: View\Toolbars. Cdc muc ¢6 diu v bi€u thi cdc thanh cong
cu da dudc mé. Ta c6 thé tit\md cdc thanh cdng cu bing viéc chon hoic bd chon cic
muc dé. Trén man hinh chudn ctia Word thudng hién thi 2 thanh Standard va
Formatting.

Pé tit\ m§ thudc: View\ Ruler

Pé d6i tén don vi do trén thugc: Tools\Options\General, chon don vi trong muc
Measurement units.

B§ sung bi€u tugng vao thanh cong cu: View\Toolbars\Customize, chon nhin
Commands. Ré bi€u tugng 1én thanh cong cu.
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CAC THAO TAC VOI TAP TIN (File, Tép)

Muc dich Thao tdc biing Mouse | Thao tdc biing phim
File\New hoic click va
M8 méi mot File (Tép) | oo NOACCUCKVAD Ctrl + N
bi€u tugng New
Md mot File da c6 trén File\Open hodc click vao
.2 Cul+ O
dia bi€u tugng Open
Lutu File Flle\S.aﬂve hodc Click vao Ctel + S hoiic F12
bi€u tugng Save
Luu file (da dudc luu)
dén mot dia chi mdi va File\Save As F12
(Hodc) véi tén mébi
File\Close hodc Click nut
Pong fil ' 1+ F4
ong e Close Window (X) cul +

Save hoic bAm Enter *

* Khi diing 1énh Save (1an thit nhat), hoic Save As s& xudt hién hop thoai Save As.
Chon dia chi can lvu trong muc Save in, go tén tip tin vao muc File name, click niit

Chon tap tin (trong s&
cac tip tin dang m3)

Window\<Tén tip tin>

ALT+W

Go s0 trudc tAp tin

SAO CHEP, DI CHUYEN VA XOA KHOI

Muc dich Thao tic bing Mouse Thao tdc biing phim
Cit vao Clipboard (d€ di Edit\Cut hoic click vao
o . o Ctrl+X
chuyén khoi) bi€u tugng Cut
Copy vao Clipboard (@€ | Edit\Copy hoic Click vao
, . s Ctrl+C
sao chép khoi) bi€u tugng Copy
Edit\P hodc click va
Dén vao vi tri con nhay dit .iSte pac CHEk vao Ctrl+V
bi€u tugng Paste
X6a khoi Edit\Clear Delete
Ghi chu:
= C6 thé di chuyén khdi bing cdch trd chudt vao khoi, click & drag.
»= Sao chép khdi bing cdch giit phim Cirl trong khi click & drag.

GVHD: Nguyén Don Hoa
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PONG KHUNG VA TO MAU NEN
Format\Borders and Shading

DP6i v6i doan vin ban, d€ ddu chén tai vi tri bAt ky nao trong doan, khong can
phai td den (chon khoi). NEu ban G GRERIEN rOi st dung 1énh nay thi sé
tdc dong 1én khoi dé.

Nhin Borders diing d€ d6ng khung.
None: Khong borders

Box: Borders
Shadow: Pudng bo c6 bong

Style: Ki€u dudng bo.

Color: ’Mélu dlrfjng bo

Width: [P dim ciia dudng bo ]

Nhin Shading dung d€ t6 mau nén

None: Khong t6 mau nén

Cdc mau td6 nén chon trong bang Fill

Nhan Page Border dung déng khung cho c4 trang.

VAN BAN DANG COT (Format\ Columns)
Nén chon ché& @9 Print Layout trong trinh don View.
Nhép vin ban.
Néu chia cot cho cd doan vin bdn cudi cling thi phdi dit ddu chén tai cudi
phin cin chia cot, gd Enter.
e Chon kh&i vin bdn can chia cdt (khdng chon doan chi c6 ddu Enter
cudi cing)
e Format\ Columns. Xuit hién hop thoai columns.
e Chon s6 cdt cAn chia trong nhin Number of columns.
e N&u mudn c6 dudng phin cdch giita cdc cot, click vao Line between.
e Muc Width bi€u hién d6 rong cia moi cot.
e Muc Spacing xdc dinh khodang cach giira hai cot.
e N&umudn dd rong clia ciac cot déu bing nhau, chon M Equal
Column width.
Luuy:
Trudng hop chia cot trude roi méi nhap dit liéu, hodc nhiap xong rdi chon
ludn cd dong cudi cting d€ chia thi dir liéu nim trong cdt thit nha't d€n hét trang
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méi duge chuyén sang cot khac. Mudn chuyén dit liéu sang cot khdc bing
phuong phdp thd cong; Insert\Break\Column break (Ctrl+Shift+Enter).

CHEN KY HIEU (BULLETS) HOAC SO THU TU
(NUMBERING) PAU MOI DPOAN

= Chon khdi cdc doan can tao Bullets hoic numbering, xuat hién hop
thoai Bullets and Numbering.

»» Chon nhin Bulleted d€ dinh ky hiéu. Néu khong c6 ky hiéu can
tim chon 1 ky hiéu bat ky va click vio Customize. Hi€n thi hop
thoai Customize Bulleted List. Trong hop thoai nay ban c6 thé:

» Chon ky hiéu c6 sdn trong Bullet character hoic:

> Click vao Bullet, cho xuit hién hop thoai Symbol d€ chon ky
hiéu khdc. (Font Wingdings ¢6 nhiéu ky hiéu dep) = OK.

> Thiét dat khodng cdch tir 1& trdi d€n ky tu Bullet trong Bullet
position.

> Thiét dit khodng céch tir 1€ trdi d€n ndi dung vin ban trong
text position.

> Click OK hodc nhan Enter d€ hoan tat.

»» Chon nhian Numbered d€ dinh sd tht tu. Chon 1 dang c6 sin hoic
click vio Customize dé hién thi hop thoai Customize Numbered
List.

Number format: Binh dang ky tu cho Numbered

Number style: Ki€u dinh dang

Start at: s6 (Ky tu) bit dau.

Number position: Khodng cdch tir 1€ trdi dén ky tu numbered

Text position: Khodng cdch tir 1€ trdi d€n ndi dung viin bdn

w Click OK hodc nhan Enter d€ hoan tét.

VVVYVY

PHONG TO CHU PAU POAN (DROP CAP)

Dit con trd trong doan can dinh dang Drop cap. Format\ Drop Cap, hop
thoai Drop Cap xuét hién. Trong muc Position ¢6 3 6 chon. Hiy chon Dropped,
ciing c6 khi chon In Margin. Hai 6 nay khdc nhau nhu th€ nao, ban nhin hop
thoai 12 hi€u ngay. Khi mudn x6a dinh dang Drop Cap, ciing vao lai hop thoai
nay va chon None.

Muc Font thé hién Font ctia ky tw Drop Cap. Muc Lines to drop biéu
hién chiéu cao ctia ky tu Drop Cap (Po bing ky tu). Muc Distance from text
xac dinh khodng cdch giita ky tw Drop Cap dén viin bdn.
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Luu y: Mbi doan vin chi thyc hién duge 01 ky ty Drop Cap.
Gip trudng hgp vira ¢ chia cot, vira phéng to chit ddu doan thi ta chia
cOt trugc.

CHEN HINH ANH VAO VAN BAN

Insert\ Picture chon Clip Art &€ chén hinh dnh ¢6 sin trong Word, hodc chon From file
dé chen tap tin hinh 4nh dugc luu trong thi&t bi luu trit.

Thay d6i kich thu6c hinh dnh: Click chudt vao hinh 4nh, sé xudt hién 8 6 vudng nhd
xung quanh. Tré chudt 1 trong 8 6 d6, con trd sé& bi€n thanh hinh c¢é miii tén 2 dau,
Click & Drag (BAm va kéo). N&u kéo 1 trong 4 6 & g6c thi hinh 4nh khong bi bién
dang. Ngudc lai kéo nhitng 6 khong & géc thi hinh 4nh s& map ra hoic 6m lai.

Hiéu chinh vi tri hinh 4nh d&i véi viin ban: Format\Picture\Layout. (Hoic Click cong
cu Text Wrapping trén thanh cong cu Picture) chon mdt trong cdc bi€u tugng (con ché
tugng trung cho hinh anh, nhitng dudng gach tugng trung cho vin ban)

Di chuyén hinh dnh: Pua tré chudt vao giita hinh dnh, con trd bi€n thanh hinh c6 4
mili tén. Click and Drag.

X6a hinh 4dnh: Click vao hinh 4nh nhan phim Delete.

Copy hinh dnh: Giit phim Ctrl trong khi Click & Drag hinh anh.

Xén hinh anh: Dung céng cu Drop.

Tao dudng vién hco hinh dnh: Diing cong cu Line Style.

Hiay kham pha thanh cong cu Picture d€ bi€t thém vai itng dung khic.
y — j .

B 01Ol ol dn =0 2 4

V& hinh trong vin ban:
N&u thanh cong cu Drawing chuta hi€n thi, hdy mé né 1én bing cich click vao bi€u

tugng Drawing Vi trén thanh Standard.
i Draw~ L; | AutoShapes- \ N 0O Al A2 @& &-Z-A-===3 8
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1. Select Chon nhiéu ddi tugng
2. Free Rotate Quay hinh v€ hay WordArt
3. Auto Shapes Vé cdc hinh miu ¢6 sin
g 4. Line Ve cé/c dudng thing. Néu mudn chic chin thing
S ta nhan Shift khi ve.
6 5. Arrow V& hinh miii tén
6 6. Rectangle V€ hinh chit nhat. Gitr Shift dé vé& hinh vudng.
S 7. Oval V€ hinh Oval. Giit Shift € v& hinh tron.
v 8. Text Box Veé Text Box
oM 9. Insert WordArt Tao Word Art (Tao chit nghé thuit)
@g 10. Fill color Mau nén
v 11. Line color Mau dudng vién
% 12. Font color Mau chir
_g 13. Line Style D6 day nét vé
= 14. Dash style Kiéu dudng vé
15. Arrow style Chon ki€u miii tén
16. Shadow DPinh dang béng cho ddi tugng.
17.3-D Dinh ki€u hinh ndi cho ddi tugng.

Gom nhém cic ddi tuong: chon cdc ddi tuong cAn gom nhém (Giit phim Shift, chon
tirng d6i tugng). Draw\Group

Téch cdc d6i tugng da dugc gom nhém: chon ddi tugng = Draw\Ungroup

Khi ¢é nhiéu déi tugng nim chéng 1én nhau, mudn diéu chinh doi tugng (trén/duéi):
Draw\ Order \<Lua chon>.

Copy doi tugng: giit phim Ctrl, click & drag d6i tuong.

Ghi chit vao doi tugng: Click chuot phdi (right click) vao ddi tugng, chon Add Text.
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Insert\Picture\WordArt hoic click vao biéu tugng Insert WordArt.

Xua't hién hop thoai WordArt Gallery, chon kiéu trinh bay.

XuAt hién hop thoai Edit WordArt Text, chon Font chit (Iutu y: Chon Font ti€ng viét)
va nhap ndi dung - OK.

Muén tao béng cho WordArt, sit dung cong cu Shadow, 3-D trén thanh Drawing.
Xt Iy WordArt: M& thanh cong cu WordArt (thudng thi khi click vao doi tugng
WordArt thi thanh cdng cu nay tu dong xud't hién)

1. Insert WordArt Tao WordArt méGi

2. Edit Text...(hodac Double click) Chon lai Font chir

3. WordArt Gallery Chon lai ki€u trong WordArt Gallery
4. Format WordArt Tuong ty nhu Format\Picture

5. WordArt Shape Chon ki€u ddng khdc cho WordArt
6. Free Rotate Xoay WordArt

7. WordArt Same Letter Heights Cic ky ty déu cao biing nhau

8. WordArt Vertical Text Day ky tu WordArt diing

Thiét lap diéne ding (Tab)

Cac loai Tab

Left Tab: L : Chif s& tran dan vé bén trdi ké tir diém Tab

Right Tab: I : Chif sé trin dan vé bén phai k€ tir di€m Tab

Center Tab: L : Chif sé tran dan déu vé 2 bén k€ tir diém Tab

Decimal Tab: <=  : Canh tab cho s& c6 phan thap phan, phan s6 nguyén sé tran

dan vé phai, phan thiap phan tran dan vé trdi.

Thiét 1ap Tab: chon ki€u tab, click vao vi trf cAn dit trén thudc

Di chuyén Tab: BAm chuot va kéo ngang trén thudc.

X6a Tab: BAm chudt vao kéo xudng viing soan thio.

Dinh dudng thing (leader) trudc tab: Format\Tab, 1an lugt chon cdc gid tri tab cAn dit
leader, bAm chon cic ki€u dudng thing thich hgp = Set. Cudi ciing bAm OK dé két
thic.
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BANG BIEV (TABLE)

MOT SO LENH CG BAN TREN MENU TABLE
Insert Table Tao bang m&i
Columns to the Left Chén ¢t mGi vao bén trdi cot hi€n hanh
Columns to the right Cheén ¢t mdi vao bén phai c6t hién hanh
Row Above Chén dong mdi vao trén dong hién tai
Row Below Cheén dong mdi vao dudi dong hién tai
Delete Table X6a Table
Columns X6a nhitng c6t di chon
Rows Xd6a nhitng dong da chon
Cells Xba 6
Select Chon khoi (Cdc thanh phadn nhu muc Delete)
Merge Cells | Gop nhiéu 6 thanh 1
Split Cells Chia mdt 6 thanh nhiéu 6
Split table Téch table thanh 2 table
Formula Tinh tong s& cot hay dong (Word sé& ty ddng chén ham tinh tong)
IcciNc!
Sip x€&p dit liéu trong bang | Sort by: Cot wu tién 1 ® Ascending: ting dan
Table\Sort ® Descending: Gidm din
Then by: Cot vu ti€n 2 ® Ascending: ting dan
® Descending: Gidm din
Then by: Cot vu ti€n 3 ® Ascending: ting din
® Descending: Gidm dan
® Header row ® No header row
Khong sip x&ép dong ddu | Sap x&p cd dong dau tién
ti€n

Ban nén md cong cu Tables and Borders. C4c bi€u tugng trén thanh cong cu sé& gilip
ban thao tic trén bang nhanh chéng hon.
Mot s6 chifc ning khdc ciia Word

Tim chudi ky tu Edit\Find (Ctrl+F) Ba chitc ning nay chung
Thay thé& chudi ky tuv nay | Edit\Replace (Ctrl+H) mot hop thoai

thanh chudi ky tv kia

Chuyén nhanh d&n mot Edit\Goto (Ctrl+G)

trang

DPinh nghia g6 tit Tool\Autocorrect...

Tao ghi chu Insert\Footnote...

Ngit trang theo ¥ riéng Insert\Break\Page Break Ctrl+Enter
Chup hinh géi vao Chup cd mang hinh Print Screen
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Clipboar Chup hop thoai Alt+Print Screen
Fornat\Change Case Chit hoa diu ciu © Sentencecase
Chuyén d6i qua lai giita: | chit thudng ® lowercase
CHU HOA ® UPPERCASE
Chit Hoa PAu Tir ® Title Case
Xoay chir Format\Text Direction Chi xoay dudc chit trong
Hoic click vao biéu Text bd hodc table.
thugng change text
direction trén thanh Tables
and Borders

DINH DANG TRANG VA IN AN

Tao tiéu dé ddu trang hoic\va cudi trang.

View\Header and Footer (Phdn nay do gido vién huéng din thyc hanh)
Pinh 1€ trang in:

File\Page Setup, chon nhan Margins

Top: Lé trén Gutter: Phan dé€ déng gdy
Bottom: Lé dudi Header: Header

Left: LéE trdi Footer: Footer

Right: L& phai Mirror margins: Hai trang d6i xitng.
Pinh khé gidy in:

File\Page Setup, chon nhan Paper Size

Chon khé gidy trong muc Paper Size (thudng chon khd A4)

Muc Width thé hién chiéu rong, Height thé hién chiu cao ctia gidy.

® Portrait: In doc ® Landscape: In ngang.

Xem trudce khi in (in ra mang hinh)

File\Print Preview hoic click Print Preview (Chié&c kinh ldp trén trang gidy)
In vdn ban ra mdy in

File\Print hoic nhin t8 hgp phim Ctrl+P. Xui't hién hop thoai Print

Name: chon mdy in (P8i véi mdy cii nhiéu may in)

Page range Number of copies: S& bn in

®© All: In toan bd vin ban

® Curent Page: In trang c6 con nhdy M Collate: In hét s6 tJ badn nay réi méi in
®© Pages: chi dinh s& trang in ban khac.

Vidu: 1,4,9: in trang 1,4,9
1-8 : in tif trang 1 dé&n trang 8
1-4,9: in trang 1,2,3,4,9

Luu y: Né&u click vao bi€u tugng Print (Hinh mdy in) s& in toan bod vin ban.
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BAI TAP THUC HANH GIAO TRINH TIN HOC CAN BAN

PE THI TIN HOC CAN BAN 1
Thoi gian lam bai : 30phut

Sinh vién tao mot Folder trong 6 D véi tén 12 MSSV cua hoc sinh sau d6 luu céc bai da
lam vao d6 VD : 10TH4A00068

1 PHAN WORD

Cau 1 : Hay trinh bay ndi dung vin ban sau: (2 diém)

PHIEU DU THI
Ho Vatén......cooovvvvveeiiiiiiiiciieeeeee, Emall ............................................
Diachi...oooovvviiiiiiiiiiiiiiiiii, SO Dién thoai.......cooeeeeeeeeeeeieennn.
TINN oo CMND......oooiiiiieeeeeeeee

Thi sinh ¢6 trdch nhi¢m trinh PHIEU DU’ THI, va gidy Chtmg minh nhan déan dé
gidm thi kiém tra trong lic du thi.

Cau 2 : Hay trinh bay noi dung van ban sau : ( 3 diém)
Chuy:

Font : Vni —Times

Size : 12

\ dén trinh do nhu thé ndo? Ngoai ra ban
ciing cAn c6 nhitng trudng hop du
phong cho tinh huéng xau
\ nhi't c6 thé xdy ra. Xdc

ac ban du’ng dé dé&n khi hoc

xong roi mdéi xdc dinh viéc

minh s& chon di huéng
dinh r6 rang muc tiéu,
ban méi cé dinh huéng dé

nao, hay xdc dinh muc ti€u

tir ddu nim hoc mdi d€ c6

huéng phan dau thuc hién

muc tiéu d6. S&é “nhim” phffn d&'u, hay bd suy nghi

vao Cong ty nao, hay nghé “dugc dau thi tot d&én d6”
nghiép gi? Von ti€ng Anh dat \ di cdc ban nhé!
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BAI TAP THUC HANH GIAO TRINH TIN HOC CAN BAN

PE THI TIN HOC CAN BAN 2
Thoi gian lam bai : 30 pht

Sinh vién tao mot Folder trong 6 D véi tén 1A MSSV cua hoc sinh sau d6 luu céc bai da
lam vao d6 VD : 10TH4A00068

1 PHAN WORD

Cau 1 : Hay trinh bay ndi dung vin ban sau: (2 diém)

THE THU VIEN
Ho va tén : Nguyén Tuén Nam Email : NamTuan @gmail.com
bia chi: 12 A Nguyen Trai So Dién thoai :0966789123
Tinh : Lam Dong CMND : 240966712

Ngay hét han : 15/5/2013

Ban doc mang theo thé nay khi dén thu vién. mdi thé chi ¢ gid tri cho mot nguoi
st dung, khong cho muon, mua ban hay trao doi thé.

Cau 2 : Hay trinh bay noi dung van ban sau : ( 3 diém)

Chuy:
Font : Times New Roman
Size a
" NUT LUKES TREN FACEBOOK
1
i LINEY INEN TRYEDUUI
Cé bao nhiu nut likes thuc su c6 tuong bi néu tén. ) ’
gid tri trén facebook? N _ Tuy nhién, trong s6 nhiing y kién,
Facebook qua thuc la mét dien dan tiéng ndi ay c6 bao nhi€u y kién, tiéng

noéi thuc su cé gia tri? Béi viée
1én an mot ai déy, mot diéu

gl d6, mot su kién, su vigc
vira xay ra 1a diéu dé lam
song lai ching mang mot gid

tri nao ca mot khi d6 chi la
nhitng 161 phdn ra ma khong
hé suy xét. Boi néu chi 1a dé
phén, chiing ta s& giéng nhiing
chi pheo trén mang hon.

16n, moét manh dat rong dé
nguoi tré ¢6 thé néi ra nhimg
buc xdc cua ho. noi ma ai
cling ¢6 thé tro thanh ngudi

dua tin. D6 thuc su la mot

didu dang mung va déng

c6 vii. Mdi théng tin dua

ra déu dén nhan phan hoi
ngay lap tirc va tham chi tro
thanh strc ép manh mé& voi dbi
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BAI TAP THUC HANH GIAO TRINH TIN HOC CAN BAN

PE THI TIN HOC CAN BAN 3
Thot gian lam bai : 30 phiit

Sinh vién tao mot Folder trong 6 D véi tén 1a MSSV cua hoc sinh sau d6 luu céc bai da 1am vao dé
VD : 10TH4A00068

I PHAN WORD

Cau 1 : (5 diém) Soan thao van ban béng Microsoft Word theo yéu cau sau:

BAO VE DU LIEU TREN BIA CUNG

D¢ tranh b1 mat dit li¢u, ban nén tuan theo nhirtng khuyén cdo sau:

> Cam mdy tinh vao mot ngudn » Luon c6 mot ban sao dir li¢u
dién 6n dinh, khong bi ngat chg nhitng dir liéu quan trong
khi méat dién dot ¥uar_Taf vh hat. bang cdch d6 6 cing
rut phich dién m4 i 61g sé chi 1a mot sy phién
troi gidng bao. 041 nho nho chtr khong phai 1a

> O cling c6 thé hoi
truong hop qué ng
nhitng d6 vat kha
mdy tinh. Thuong
tra lai hoat dong qu
mat.

> Yirus cling 1a mdt nguyén

Wh giy mat hay hong

—————dirhRl\vi vay hdy sir dung
motehwong trinh diét virus
duogc tin tudng nhat.

Q)

S

Hay nhé rang viéc mat dir li¢u da khién cac doanh
nghiép tai My ton that téi 18 ty USD moi nam. Dich vu
khoi phuc dir liéu du ré nhat ciing co 1000 USD tré 1én.
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BAI TAP THUC HANH GIAO TRINH TIN HOC CAN BAN

DE THI TIN HQC CAN BAN BE 4
Thoi gian lam bai: 30 Phut
(SV khong duogc st dung tai li¢u)

Thi sinh tao 1 thu muc trén 6 dia D véi tén thu muc 13: tén sinh vién_ma dé:
VD: NGUYENMINHCHAU_DEI1
Sau d6 Iuu toan bd bai 1am vao thu muc vira tao.

PHAN 1: WORD (5 diém)

Yéu cau: Chon khd giéy A4 va can 18 cho van ban nhu sau: (1 diém)
Trai: 3 cm Phai: 2 cm
Trén: 2 cm Duéi: 2 cm

Cau 1:Soan thao bang MS Word theo yéu ciu sau: (2.5 diém)
7 Z /A Iy
PON TET DOC BAO
= . / E ./ o XTI q:_o
an tha bong udc nguyén Diéu 1am cho né trd nén hoanh tring
Mtai thoi khic nim méi & chinh 1a tiét myc tha mot qua cau pha
Quang truong Thoi Dai 1& khong 15 tir dinh toa nha One Times
(Times Square), New York, c6 thé Square vao luc 11:59 ngay 31/12. Qua
duoc xem la mot trong nhirng hoat cau s¢ tur tir duoc ha xudng trong vong
dong chao dén ndm maoi hoanh mot phiit. Khi qua cau cham xudng dét

trang nhat thé gioi. cling 1a lic nguoi dan New York don
chao nam moi.

Cau3: (1.5 diem) A S X
SO GD&DT LAM DQNG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TC KT-KT QUOC VIET Doc 14p — Tu do — Hanh phuc

GIAY XIN PHEP
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BAI TAP THUC HANH GIAO TRINH TIN HOC CAN BAN

DPE THI TIN HQC CAN BAN BE 5
Thot gian lam bai: 20 Phut
(SV khong duogc st dung tai liéu)
Thi sinh tao 1 thu muc trén 6 dia D véi tén thu muc 13: tén sinh vién_ma dé:
VD: NGUYENMINHCHAU_DEI1
Sau d6 Iuu toan bo bai 1am vao thu muc vira tao.

PHAN 1: WORD (5 diém)

Yéu cau: Chon khd giéy A4 va can 18 cho van ban nhu sau: (1 diém)
Trai: 3 cm Phai: 2 cm
Trén: 2 cm Duéi: 2 cm

Cau 1:Soan thao bang MS Word theo yéu cau sau: (2.5 diém)

Cau chuyén cua Muon va Can....

hin chung, c6 mot sy khac nhau cua con nguoi, va con nguoi ching ta
Nr6 rét gitra hai khai niém can va mudn 12 vo han. Con can khac mudn thé

mudn. T6i mudn c6 n20? Can 12 khi diéu d6 thuc sy can thiét
mot chiée Dylan, thét sy cho chiing ta trong cudc sbéng.
mudn nhu thé, nhung t6i chi e 4 o Can dam bao céc yeu cAu: chi

can c6 duoc, tiét kiém duoc,
tinh hitu dung cao, dam bao
trong mot qud trinh. Can
khong mang tinh thoi trang
ma mang tinh chién lugc, phu

can mot chiéc Super Dream
dang hoang dé 1am phuong
tién di lai, phuc vu cong
viéc ma thoi. D6, mudn
duogc hiéu 12 nhitng khao

khét @€ phuc vy cho niém thudc nhiéu vao ly tri ciia con
vui, cai toi muon thé hién, khao khat nguoi.
dugc ching té. Muon dua vao cam tinh Va tbi chi can nhu theé...

Cau 3: §0an thao béng MS Word theo yéu cau sau: ( 1.§ diém) _
CONG TY TNHH ZALACO CONG HOA XA HOI CHU NGHIA VIET NAM
CHI NHANH LAM BbONG Poc lap — Tw do — Hanh phic

BANG BAO GIA THIET BI

(Chi tiét hssv tw nhdp)
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BAI TAP THUC HANH GIAO TRINH TIN HOC CAN BAN

SO GD&DT LAM DONG PE THI KET THUC HQC PHAN LAN 1
TRUONG TC KT-KT QUOC VIET HOC KY 1, NAM HOC 2015-2016
Hoc phéin: TIN HOC CAN BAN
Mi dé: 06 Lop: XYZ
Ngay thi:22/02/2014

Thoi gian lam bai: 20 phiit (khong ké phdt dé)

Sinh vién tao mot Folder trong 6 D v6i tén 1a MSSV cua hoc sinh sau d6 luu cdc bai da
lam vao d6 VD : 10TH4A00068
1 PHAN WORD

Cau 1 : Hay trinh bay ndi dung vin ban sau: (2 diém)

PHIEU DU THI
Ho VAatén.....ccooovvvvveiiiiieiiiieeeeee, Email ............................................
Diachi...oooovveiiiiiiiiiiiiiiiiii, SO Dién thoai.......ccoeeeeeeeeeeeeeennn.
TInN .o, CMND......ooiiiieiieeeeeeeeeee

Thi sinh ¢6 trach nhiém trinh PHIEU DU THI, va gidy Chimg minh nhan dan dé

gidm thi kiém tra trong ldc du thi.

Cau 2 : Hay trinh bay ndi dung van ban sau : ( 3 diém)

r I Yrong nam dua con cua ma, ehi-ngheo-nhat. Chong mat sém, con dang tudi an hoc.

Gan t61 1€ mung tho 70 tudi cua md, ca nha hop ban
xem nén chon nha % hang nao, bao nhiéu ban, ™

bao  nhiéu nguoi Chi lang 1& dén bén ma:

them gi, dé con nau ma
O ;

nha, moi ngudi tim mé4. Dudi bép, md dang dn com véi TO CANH CHUA L&
ME VA DiA CA BONG KHO TIEU chi mang  dén..(ST)

tan tiéc, ma doi ve

M4 oi, mé W
4n?". Chua 5

sdm vi mét.

O

"Sao ma

cling chac ludi:

ching an gi?" Ve
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P3: MS EXCEL GIAQO TRINH TIN HOC CAN BAN
PHAN 3

BANG TINH MS EXCEL
CHUONG 1. CAC KHAI NIEM CO BAN VE BANG TINH
1. Khoi dong va thodt khoi Excel
Excel 12 mot chuong trinh ting dung cia Windows nén viéc khoi dong va thoat
khoi Excel ciing giong nhu ciac tng dung ctia windows khac. Thong thuong ban khoi
dong bing bi€u tugng trén man hinh hodc trén thanh Taskbar hodc chon Start\
Prorgam\Microsoft Excel

@ Arcessaries

@ Antivir PersonalEdition Classic

@ English To Yietnamese Translator 2.0 Standard
@ Games

[@ Hewilett-Packard Company

[@ Intel Application Acceleratar

i ice IE) Microsoft Office Tanls v
[@ Microsoft Visual Studio 6.0 licrosoft Office Access 2003

[@ Realtek Sound Manager

@ Startup "

@ VE Praject Eye el lculations, analyze information, and manage lists in
spreadsheets or Web pages by using Microsoft OFfice Excel.

@ wbskinner Free 2

@ wh3kinner Pro 2

e Windows Media Player
3 wWindows Messenger
I D32 Anti-virus

@ Dacuments

& Settings

,‘J Seatch

%) Help and Support
=] Run...

@ Log OFf tung. ..
@ Turn OFF Computer., ..

12 start &% (5 edia Plays ATA (D) Ti 3 Microsoft Office .., = & LU ', t:1am

Cira s6 giao dién ctia Excel gébm céc thanh phan chinh sau day :

Thanh phan Y nghia

Title bar == Thanh tiéu dé, hién thi té

Menu bar == n clia bang tinh hién thoi

Toolbars == Dong thuc don chifa cdc 1énh cua Excel

Dong chita cdc biéu tuong thuc hién mot so 1énh thong
Formula bar == dung ctia Excel

Dong chita dit liéu hodc cong thic nhap vao cho mot 6

ctia bang tinh. Dong nay luon chia dit liéu hoac cong

Sheet == thic cua 6 dang chita con tro

Mbi bang tinh ¢6 thé ¢6 nhiéu sheet, moi sheet c6 mot
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P3: MS EXCEL

GIAQO TRINH TIN HOC CAN BAN

Scroll bar ==>

Status bar ==>

Work sheet ==>

tén, tai mot thoi di€ém ta chi c6 thé xem dit liéu clia mot
sheet ma thoi.

goi la 6 (cell) trong mot work sheet ¢6 :

Thanh cu6n doc va thanh cuén ngang ding dé di chuyén
bang tinh bang chuot.

Dong chita cac ché€ do lam viéc hién thoi clia bang tinh.
C6 cac trang thai nhu sau:

Ready: san sang lam viéc, cho nhap vao d& liéu hay
cong thuec.

Enter: dang nhap so liéu hay cong thic

Edit: dang di€u chinh hay cong thiic trong 6 hién thoi

LA noi nguoi st dung cé thé nhap dit licu hoidc cong
thitc cho bang tinh. Mdi sheet trong bang tinh tao thanh
mot work sheet tat ca cac sheet trong bang tinh tao
thanh work Book. Ta ¢6 thé hinh dung word sheet nhu
mot tim bang 16n dugc chia thanh nhiéu cac hang ( row)
va cac coOt (column), giao cia mot cot va mot hang

256 Cot dugc danh so theo thit tu chit cai : A,B,C,.....
IU,IV va dugc goi la dia chi cot 65536 Hang dugc danh
s0 theo thi tu 1,2,3,.... 65536 goi la dia chi hang

CHUONG 2. NHAP LIEU, TINH TOAN, PINH DANG BANG TINH

1. Pac trung caa 6

a) Cdc kiéu dit liéu

Trong mot 6 chi thé hién dugc duy nhat mot kiéu dit liéu. Trong Excel ¢6 cdc dit
liéu co ban sau : ki€u dit liéu s0, kiéu dit liéu chit va cong thic, Dif liéu ctia méi 6 dugc
can ct vao ki tu dau tién g vao.

* Kiéu dit liéu s6, chit:

Khi ta nhap vao moét 6 toan chit thi Excel s€ nghi nhan d6 1a mot s6, Excel ciing c6
céc kiéu s6 nhu s6 nguyén, so thuc.Ta c6 thé dinh dang lai cac kiéu s6 theo y muon.
Khi ta gd vao mot chudi gom ca chit s6 va chit cdi thi Excel hiéu d6 1a ki tu

Dudi day la cdc kiéu dit liéu ciia Excel:
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P3: MS EXCEL

GIAQO TRINH TIN HOC CAN BAN

Kiéu dir liéu
Number
Accounting
Data

Time
Percentage
Fraction
Scientific
Text

Currency

* Kiéu cong thiic

Dang thé hién
0,0.00....

(S HH##0)...
M/dlyy

h: mm AM/PM
0% ,0.00%
#2/?
0.00E+00
Abc,..

S# #t

Ngoai ki€u dit liéu thudn tuy thong thudong excel con ¢ thém mot kiéu dir liu

khac, kiéu dit liéu nay dugc bat dau bang diu ‘=" va duoc tinh qua dit liéu cha céc 6

khac. Trong cong thiic nay ban c6 thé nhap céc chit sd, cic todn hang va dia chi cdc 6

can tham chiéu dén.

b) Cdc todn tu su dung ban phim

Cac toan tu dung trong cong thic dugc liét ké trong bang sau day.

Toan tlr Tén

+ Cong

- tru

* Nhdn

/ chia

A Mii
2= cac phép so sanh
& NGi

- tham chiéu
’ Ngdn cach
% Phan tram

Vidu

=242

=4-2

=4*4

=12/3

=472

=4>2
="Ha"& ‘noi”
=Sum(A4:A10)
=Sum(A4:A10,B3:B9)
=7*2%

Két qua

16
16

True

Ha noi

0.14
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P3: MS EXCEL GIAQO TRINH TIN HOC CAN BAN

¢) Dia chi o, dia chi khoi, dia chi tuong doi, dia chi tuyét doi

* Dia chi 6

Mot 6 la giao cia mot dong va mot cot. Dia chi 6 duge phép bai dai chi dong va dia
chi cot Vi du: A1,B2,D9...

* Dia chi viing:

Vung la tap hop cac 60 lién nhau tao thanh hinh chi nhat. Dia chi ving dugc ghép
bdi dia chi 6 cua goc trai trén va dia chi clia goc trai dudi, cach nhau boi ddu hai chdm":"

Vidu: A2:B3,B5:C7

* Dia chi tuong doi :

Trong khi nhap dit liéu cho mot 0, ta c6 thé nhap thong qua dit liu cuia céc 6 khéc.
Khi d6 ta can st dung dén cac cong thiic nay s€ sir dung dia chi cua cac 6 ¢6 lién quan

Nhu vay, dia chi 6 twong d6i 1a dia chi sé& bi thay doi khi sao chép cdc cong thitc

Vi du: Ta thady 6 A3 dugc tinh toan qua 6 A1 A2 nhu vay dit liéu cta 6 A3 la dit liéu
kiéu cong thitc. Bay gid ta muon tinh A4= A2+A3 thi ta c¢6 thé sao chép cong thiic tir 6
A3. Khi sao chép cong thiic tir 6 A3 xudng 6 A4 thi cong thic d6 trd thanh = A2+A3 chi
khong con 1a =A1+A2 nita.

Nguoi ta goi dia chi A1, A2 trong cong thic trén la dia chi tuong d6i. Nhu vay ta c6
thé hiéu dia chi twong d6i 1a dia chi s& thay déi trong khi sao chép cac cong thic.

* Dia chi tuyét doi.

Nguoc lai dia chi tuyét doi 1a dia chi khong thay d6i khi sao chép cdc cong thic.
Dia chi tuyét d6i ¢6 thém dau $ vao trudc dia chi dong va cot

Vidu: $A$1,$BSS....

Van véi vi du trén ta thay cong thic tinh A3=$A$1+$AS$2 thi khi sao chép cong
thic nay xuong A4 van = SA$1+$A$2

o e X V=
A B

1 5

2 3|

3 [—BABI+5AS2

4

Nguoi ta goi dia chi $A$1,$B$2 1a dia chi tuyét doi.

C6 thé c6 dia chi tuyét doi theo dong, tuyét doi theo cot va toan bo. Trong vi du trén
$A$1 1a tuyét doi toan bo.Con $A1la tuyét doi theo cot, cd nghia 1a khi ta copy cong thiic
nay thi chi ¢6 dia chi dong thay déi con dia chi cot luon luon giit nguyén, A$11a dia chi
tuyét doi theo dong, khi ta copy cong thiic nay thi chi c6 dia chi cot thay déi con dia chi
dong duogc gilt nguyén.

* Dia chi hon hop
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P3: MS EXCEL GIAQO TRINH TIN HOC CAN BAN

Dia chi hon hop 1a dia chi ¢6 su két hop giit dia chi tuong doi va dia chi tuyét doi.
Dia chi tham chi€u c6 dang &<cot><> dong> ( tuyét doi cot va tuong doi dong) Hoac
<cot>$<dong>( Tuong do6i cot va tuyét doi dong). Khi sao chép dén ving dich dia chi
tham chi€u ctia viing dich bi thay d6i mot cach twong ting theo cot hodc theo hang.
Cach nhap cong thic:
Dé nhdp cong thitc cho mét 6 ta c6 thé tién hanh theo hai cach :
Céch 1: Chon truc ti€p 6 cin nhap roi gé cong thic vao, cong thic bao gio cling
dugc bat dau véi dau "="
Cach 2: Di chuyén con trd vé 6 cin nhap, rdi gd cong thiic vao 6 cong thiic
Chu y: Ta c6 thé kéo cong thiic bing cach dat con trd chuot vao mép trai dudi clia 6
da c6 cong thirc thay xuat hién dau cong mau den thi gitt chudt trai kéo dén noi can dung.
d) Cach vao dit liéu tu dong
Dung dé vao dit liéu ki€u s6 cho mot cot hay mot dong tang theo mot bude nhay
xac dinh.
G0 s6 bat ddu vao 6 thi nhat ctia khoi, click chuot vao 6 vira go so
Vao Edit— chon File— chon Series khi d6 hop thoai xuét hién :
Mot s6 tuy chon trong hop thoai trén
- Series: Tang theo cot hay dong
+ Row: Tang theo dong
+ Collumn: Tang theo cot
- Type: Kiéu tiang
+ Linear: Tang theo budc nhay cua phép cong
+ Growth: Tang theo budc nhay ctia phép nhan
+ Data: Tang theo kiéu ngay thang
+ Day: Tang theo ngay
- Weekday: Tang theo tuan
- Month: Tang theo thdng
- Year: Tang theo nam
+Auto Fill:n Dién tu dong
- Step Value: Gia tri budc nhay
- Stop Value: Gia tri két thic
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P3: MS EXCEL GIAQO TRINH TIN HOC CAN BAN

CHUONG 3: THAO TAC VOI BANG TINH
1. Thao tdc voi tép bang tinh

a) Tao mot workbook:

Thuc hién lénh File\New trén menu bar hodc nhdy chuot vao biéu tugng New trén
thanh cong cu
b) Luu Workbook:

Thuc hién Iénh File\Save trén menu bar hodc nhdy chuot vao bi€u tuong Save trén
thanh cong cu

¢) Md tdp tin c6 san

Thuc hién 1énh File\Open trén menu bar hodac nhdy chuot vao biéu tuong Open trén
thanh cong cu
d) Déng cita s6 Workbook dang md

Thuc hién lénh File\close hodc dung phim néng Ctr+F4

2. Thao tac voi Wooksheet moi

a) Chen mot Wooksheet moi.
Nhdn chuét phdi vao mot sheet bdt ki chon Insert
b) Béi tén Wook sheet
Chon sheet can déi tén 16i nhan chuodt phai va chon Rename.
c) Xoa mot wook sheet
Chon sheet can xod roi nhan chuot phai va chon Delete.
2. Thao tac trén vang dir liéu
a) Nhdp dit liéu
Dé nhap dit liéu cho 6 nao ta dua con trd vao 6 d6, két thic viec nhap dit lieu c6 thé
bang mot trong cac cdch sau day :
+ G0 phim enter, con tr6 s& chuyén xudng 6 ngay duéi
+ Dung cdc phim miii tén di chuyén sang 0 khdc
+ Dung phim tab dé chuyén sang 6 bén canh
+ Trong ldc nhap dit liéu ta c6 thé st dung cac phim di chuyén con tr6 nhu trong
table cia Word.
Chud y : Khi ta chuyén hop sdng dén mot 6 da co dit lieu va go thi dit lieu hién thoi
ctia 6 s€ mat di, muodn stra dit liéu dang c6 trong 0 hién tai go F2.
Trong Excel c6 mot chic nang rat tién dung d6 la chic nang Autofill, ching ta c6
thé sao chép dit liu va cdc cong thic sang ciac 6 khdc mot cach nhanh chéng. Chic
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nang nay c6 ich khi ta st dung céc cong thic theo day. Dé thuc hién dugc chiic ning
nay ta lam nhu sau : Pua con tro dén 6 cin sao chép, bao gio 6 d6 ¢6 dang nhu hinh vé:
Sau d6 giit phim trai chuot va ré dén khi nao vira y thi nha, cic 6 ma ban vira di
qua sé& c6 dit liéu tuong tu nhu 6 ban dau.
b) Chon dit liéu
+ Chon o don.
Cachl: Nhap chuot trén 6 can chon
Cach2: Dung cdc phim miii tén di chuyén dén 6 can chon,
+ Chon trén mot ving.
Cach 1: Nhap chuot trai & goc trai trén clia khoi 6 cin chon gift va di chuyén chuot
cho dén khi dat yéu cau
Cach 2: Chon 6 & gdc trai trén sau d6 gitt phim Shift va diing cdc phim miii tén dé
dich chuyén dén khi chon duoc khéi can thiét.
C) Chon nhiéu ving :
Gitt két hgp phim CTRL+ va kéo chudt vao cac ving can chon.
Ngoai ra ta c6 thé két hop gifta phim va ré chuot dé chon cac ving cho nhanh
*Xoa mot vung dir liéu
e  Chinh sua dit liéu
Di chuyén dén 6 can chinh, bAm F2
Néu muon xuong dong trong mot 6 tai vi tri can xudng ta gd ALT+Phim Enter.
Muo6n gop céc 6 lai véi nhau ta phai chon 6 can gop roi click chu6t vao nit 3 trén
thanh cong cu
e Sao chép dir liéu vung
- Chon vung cén sao chép
- Go CTR+C( hoac click chuot vao biéu tugng B2l trén thanh cong cu )
- Pua con tré dén vi tri méi
- Gd CTR+V (hoic click chuot vao biéu tugng B2 tren thanh cong cu )
o Di chuyén mot ving dit liéu
+Chon viing céan di chuyén
+Go CTR+X (hoic click chudt vao biéu tuong # trén thanh cong cu )
+ Dua con tro dén vi tri méi
+G6 CTR+V( hoiac click chuot vao biéu tuong & trén thanh cong cu )
Chi y : V6i mbi thao tdc ta c6 thé thuc hién bang nhiéu cach, bing menu, biang
biéu tuong, bing ban phim. Trong timg tinh hudng cu thé ta ¢6 thé lua chon cach cho
hop ly.
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Muo6n chon ca bang tinh thi click chudt vao giao di€ém ctia column heading va
row heading

1.7. Pinh dang dix liéu
Trong khi nhap dit liéu vao bang tinh chiing ta thudng nay sinh cidc nhu cau méi nhu
néi rong do 16n cta dong, cot dé phu hop véi kiéu dit licu, hodc thém (b6t) cac dong, cot
trong mot bang tinh. Excel ¢6 cong dung dé ching ta thuc hién cdc viec d6 mot cich dé
dang.
A). Thay déi dé réng ciia cot
Cdchl : Di chuyén con tro 1én column heading, khi con tré6 chuot bién thanh hinh
mii tén 2 chiéu, gitt chudt va kéo ré dén khi vira y.
Cach2: Dé con trd6 vio mot 6 bat ki clia cot can diéu chinh. Vao menu
Fornat\Column\With xuit hién hop thoai.
GO do rong chinh xac clia cot vao trong 6 column with Pon vi do & day dugc tinh
bang do rong cia mot ki tu trong bo Font chuin mic dinh trong Excel.
B). Thay doi chiéu cao cua hang
Cdchl: Di chuyén con tr6 lén row heading, khi nao con tré chuot bién thanh hinh
mii tén hai chiéu, gitt chuot va kéo ré dén khi vira y.
Cdch 2: D€ con trd vao mot 6 bat ki ctia dong can diéu chinh.Vao menu Format\
Row\Height, xuat hién hop thoai :
Go chiéu cao chinh x4c cua dong vao 0 row height
c) Chen thém o
Chon s6 6 can bang s6 6 s& chen.
Vao menu Insert\ Cell, xuat hién hdp thoai.
Cac lua chon trén hop thoai co y nghia sau:
e Shift cell right: Nhitng 6 hién tai trong viing chon dugc ddy sang bén phai
Nhing 6 chén thém S€ thay thé€ vi tri cac 6 dang chon
e Shift cells: Nhitng 6 hién tai s&€ dugc ddy xuong bén duéi
e Entire row: Cheén thém cac dong chong
e Entire column: Chén thém céac cot trong
C). Xod 6
e Chon cdc 6 can xoa
¢ Vao menu Edit \Delete, xuat hién hdp thoai :
Trong do :
e Shift cell left: Xoa khoi 0 hién tai va cac 6 bén trai duoc kéo sang 14p day
cac 0 bi xod
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e Shift cell up: xod khdi 0 hién tai va cac 6 bén dudi dugc kéo 1én 14p day cac

0 bi xo0d

¢ Entire row:xo0a ca cac dong c6 6 dang chon
¢ Entire column: x04 cic cot c6 6 dang chon
D). Chen thém dong, cot
Chon s6 0 bang s6 dong (cOt ) can chén thém r6i vao menu Insert\Row
(Insert\Column)nhiing dong hién tai bi ddy xuéng duéi ( nhitng cot hién tai bi ddy sang
phai )
E). Xoa dong, cot
Chon khdi 6 ¢6 nam trong dong ( cot)
Can xo04.
Vao menu Edif\ Delete.. xuat hién hop thoai
Chon Entire row: dé xo4 cdc dong
Chon Entire column: dé xo4 c4c cot.
2. Kiéu dit liéu co bdn
Dé quy dinh kiéu dit liéu cho mot 6 hoac mot tap hop cdc 6 nao d6 ta thuc hién cic
budc sau.:
e Chon 60 hoac vung can dinh dang
¢ Vao menu Format\ cell, xuat hién hop thoai :

Trong hop thoai nay ta nhin thay cdc kiéu dit liéu trong muc Category. VGi mdi kiéu
dit lieu ta dang chon thi dang clia né duoc hién thi trong 6 Sample. Hay dich chuyén hop
sang dén kiéu dit liéu ta can chon.

Nhéy chuot vao nit OK dé két thiic viéc chon kiéu dit liéu, hodc nhdy vao nit
Cancel d€ bo qua thao tic nay

A) Can lé dit liéu trong cdc 6

Dé dinh dang 1€, huéng cta dif liéu trong cac 0 ta tién hanh theo cdc budc nhu trén
nhung khi xuét hién hop thoai trén thi nhay chudt vao muc Alignment va mot hop thoai
khac xuat hién

C6 thé chon can 1€ cho cac dit liéu trén cdc 0 trong cdc text alignment.

e Horizontal: Cin 1€ chiéu ngang, nhdy chuot vao hop miii tén dé chon.
e Vertical: can 1é chiéu doc nhay chudt vao hop mili tén dé chon.

e Wrap text: dat ché do tu dong xuéng dong trong mot 0.

e Shink to Fit: co dit liéu cho vira du véi 6

e Merge cells: gop cac 6 lai

e Orientatoin: Thay huéng di cua dit liéu
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B) Dinh dang Font chit co chir

Dé dinh dang font chit ¢& chif ta van thuc hién budc 1, buéc 2, nhu trong muc
mot nhung khi xuat hién hop thoai trén thi ta chon muc font, mot hop thoai xuat hién.
Ta c6 thé chon:
+ Kiéu chit trong hop thoai Font.
+ Dang chit trong hop Style,
(Regular- dang binh thuong, Italic- dang chit nghiéng, Bold — dang chir dam)
+ CG chit trong hop size.
+ Mau chit trong hop Color.
+ Khi ta chon cac thong s6 trén hop thoai thi trong muc
Preview s€& hién ra dé ta xem thir
+ Nhdy vao niit OK dé chap nhan nhitng dinh dang da chon.
C) Dinh dang khung duong vién
Nhitng duong thing mo ta nhin thay trong bang tinh khong phai 13 dudng vién cla
mot bang dir liéu va khi in ra gidy thi khong c6 nhitng dudng thang nay. Muén tao duoc
nhiing bang tinh ¢6 khung nhu Table ctia word ta phai thuc hién dinh dang nhu sau:
Budc 1, bude 2, nhu muc 1 nhung khi xuat hién hop thoai thi ta chon muc Border
va hop thoai xuat hién.(Hinh duéi)
Muon chon loai duong vién nao thi ta nhay chuot vao loai dé trong muc Style.
Muc border cho ta Iya chon nhitng duong vién can ké duong, mot duong vién
khong muon ké dudng nita thi ta lai click vao chinh biéu twong ctia dudng vién tuong
ung.
Muc Presets cho ta lua chon cdc kiéu dudng vién trong bang ( None, - khong c6
dudng vién, Outline — chi ¢6 dudng vién ngoai, Inside —chi ¢6 dudng vién trong)
Sau khi chon xong nhay vao nit OK dé két thiic va ta nhin thay két qua trén man
hinh.
E). Dinh dang nén cia mot 6 hodc mot khoi o.
Muo6n dat mau nén cho ting loai doi tuong dit liéu ta c6 thé tién hanh nhu sau:
Buécel, budc 2, giong nhu trén. Khi xuat hién hop thoai thi chon muc Pattern mot
hop thoai xuat hién :
Chon mau nén trong muc color ¢ thé dua vao nén nhitng mau nén c6 sin bing
céach click chuot vao Pattern.
3) Sao chép cong thiic - Pia chi tuong doi, tuyét doi
Dung dé sao chép dit liéu theo yéu ciu
Boi den viing bang tinh can sao chép
Vao Edit chon Copy
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Di chuyén con tro t6i vi tri méi

Vao Edit chon Paste Special. Hop thoai xuét hién

Cac danh muc can quan tam:

All: sao chép toan bo

Formulas: chi sao chép phan cong thiic

Values: chi sao chép phan gia tri

Formats : Chi sa chép phan dinh dang

Comment: Chi sao chép phan ghi chd

Skip blank: Sao chép ca cac khoang trang dugc ddanh dau
Transpose: Sao chép va chuyén déi dong thanh cot va nguoc lai

CHUONG 4: IN BANG TINH
1. Dat trang in

Dé dat trang in ta vao menu File\Page Setup, xuat hién hop thoai Page Setup:
Cac muc chon trén hop thoai nay c6 muc nhu sau:
*Page: trang nay qui dinh cac thong s6 vé gidy in nhu: hudng gidy, c¢d gidy....
*Portrait: gidy ding
*Landscape: gidy ngang
*Page size: ¢ gidy
*Print quality: chit lugng in cang cao ban in cang dep
*Margins: Trang nay qui dinh 1€ gidy in
+Top: 1€ trén
+Bottom: 1€ dudi
+Left: 1€ trai
+Right: 1€ phai
Header: Tiéu dé trén
Footer: Tiéu dé dudi.
Don vi tinh nay 1a cm,inch... duoc quy dinh trong Option. (Can biét don vi la gi dé
can lé cho chudn)
2. Qui dinh vung dit liéu can in
Ta can in dit liéu trén viing nao thi ta g dia chi viing d6 vao 6 : Pint are, hoac kich
chuot vao biéu tuong =& roi dung chuot chon 14y viing can in.
Ta ciing c6 thé chon cdc tiéu dé lap lai cho timg trang in trong 6 row to repeat at top
hoic cloumn to repeat at left. Nhdy va nut Print d€ in dit liéu trong ving da chon.

3. In trang tinh
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Nhéy vao biéu tuong & trén thanh cong cu hoic gd CTRLAP s& xudt hién hop
thoai Print, cac thong s6 c¢6 nghia nhu sau:

+Printer: tén mdy in

+Print range: Vung cin in, gia st bang tinh cé nhiéu trang ta cén in tir trang nao
dén trang nao, hoac tir ving nao dén vung nao.

CHUONG 5: CAC HAM THUONG DUNG TRONG EXCEL

1. Cach sir dung ham trong Excel
St dung ham trong Excel.
Nhiéu khi trong lic tinh todn ta chi dung nguyén cong thic thi ciac cong thic dé
rit cong kénh, phiic tap. Excel da lam don gian viéc nay bang cach huéng ngudi dung
st dung nhitng ham c6 san. Vi du ta c6 bang dit liéu sau:

A | B |

o I U = R

| | (D (=

Ta can tinh téng cta cic 0 Al,...A4 va két qua duogc vao A5. V6i bai todn nay ta
c6 thé dung cong thitc =A1+A2+A3+A4 duoc nhung néu s6 lugng 6 cin tinh 16n thi ta
khong thé 4p dung cong thiic ndy duoc.

Ta c6 thé gidi quyét van dé d6 biang cach dung ham Sum c6 sin trong Excel, Pon
gian nhu sau:

= Sum (A1:A4)

Trong Excel mot ham duogc dac trung bdi tén ham va cac doi s6, trong vi du trén
Sum 1a tén ham, A1:A4 la cac doi s6

Céch str dung ham:

Cach1: D€ sir dung duoc cdc ham nay ta c6 thé gd truc ti€p tén ham va ddy du cac
dai so tai noi g6 cong thuc.

Cach 2: Di chuyén con trd vé 6 cin chita két qua

Nhay chuot vao biéu tuong ##] trén thanh cong cu. Xuit hién hop thoai

Trong dé ta nhin thay danh muc cac loai ham trong 6 Function Category:

* Most recently Used: Cac ham hay duoc sir dung nhat.

* All: Tat ca cac ham

* Finnacial: Cac ham tai chinh

* Date &time: Cac ham thoi gian
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* Statistical: cic ham thong ké

* Text: Cac ham van ban

* Logical: Cac ham logic

V6i mbi danh muc ham duoc chon, cac ham tuong tng dugc hién ra trong khung
Function name.

- Chon ham [5UM
can st dung bang Number1 | ST | - (+;c;Z;7}
cdch dua hop Number2 | -

sang dén  no. =19

. N N Adds all the numbers in a range of cells,

Nhdy chuot vao

nut xuat hién h()p Mumber1: numberl,numberZ, ... are 1 to 30 numbers to sum., Logical walues and text
. : are ignored in cells, included if typed as arguments,

thoai: I—I
: @ Formula result =19 Ck Zancel |

bay 1a hop

thoai dé ta gd cdc doi s6 ciia ham vira chon, cdc d6i s6 nay ta ¢6 thé gd vao bing tay
hoic ding chuot dé chon cédc viing doi s6 bam vao niit OK dé két thiic va ta nhin thdy
ngay trén man hinh két qua ctia bi€u thic.

Néu trong qua trinh lam cua ta cé van dé khong phit hop véi cong thic da chon thi
s€ xuat hién hop thoai :

Microsoft Excel X]

The farmula you byped conkains an errar,

« To get assistance in entering a function, click Ok, then click Function on the Insert menu,
« If wou are not krying to enker a Formula, avoid using an egual sign {=1 or minus sign §-J, or precede it with a single

quokation mark, (",
Help |

Q « For information about fixing commen Fformula problems, dick Help,

Khi gap thong bao nay ta nhan OK dé lam lai.
Mot s6 ham thong dung

Dang thiic tong quat ctia ham

=< Tén ham> (Danh sach doéi so)

Tén ham: Tén ham mau do Excel quy dinh

D6i s6 : c6 thé 1a cdc tri s, ddy cdc 6 céc dia chi 6, tén viing, cong thiic, tén ham

2. Nhém ham so6 hoc :

Ham tinh toén :

* Ham Sum (ds1,ds2,.....dsn) cho gia tri tong cua ds1, ds2, dsn, cac d6i so & day
c6 thé 12 hing s6 ¢6 thé 1a cong thiic, c6 thé 1a dia chi 0, dia chi khoi.

Vi du: Sum(3,6,1) => Két qua tra vé 1a 10

* Ham AVERAGE(ds1, ds2,.....dsn) Tra vé gia tri trung binh cta cdc doi so.
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Vidu : Average(3,6,1) => két qua tra ra la 3.33
*Ham Max (ds 1,ds 2..... ds n) tra vé gi4 tri 16n nhat trong céc doi so.
Vidu: (3,6,1) =>kétquatravela6
*Ham Min(ds 1, ds 2,....dsn) tra v€ gid tri nho nhat trong céc doi s6
Vidu: (3,6,1) =>Kétquatravé 1a 1
*Ham ROUND(number,n)lam tron s6,(number) theo con s& dugc chi dinh (n)
Néu n>o: Lam tron s6 vé bén phai cot tap phan
Néun<o: 1am tron vé bén trdi cot thap phan
Vi du: ROUND(2.15,1) bang 2.2
ROUND (2.149,1) bang 2.1
ROUND (-1.475,2) bang —1.48
ROUND (21.5,-1) bang 20
Ham dém céac 6 chita s6 :
= COUNT(ds1,ds2,.....) dung d€m cac 6 chia so
Ham dém cac 6 chira ki tu:
= COUNTA(ds1,ds2....) dung d€m céac 6 chia sO
3. Cac ham toan hoc
Ham ABS(N) : Cho gid tri tuyét doi ciia biéu thitc N
Vi du : ABS(2)bang 2
ABS(-2) bang 2
Ham SORT(N): cho gi4 tri 1a can bac hai cua biéu thiic s6 N
Vi du: SQRT(16) bang 4
SQRT(ABS(-16)) bing 4
SQRT(-16) bang # NUM!
Ham INT(N) : Cho gid tri phan nguyén ctia biéu thic s6 N
Vi du: INT(8.9) Bang 8
INT(-8.9) Bang -9
Ham PI(): Cho gi4 tri PI
Vi du: PI()/2 Bang 1.57079....
4. Nhom ham logic
A) Ham Logic
Cong thic:=IF( diéu kién, gia tri ddng, gia tri sai)
Ham dua ra két qua 1a gid tri ddng néu diéu kién dugc thoa man, dua ra gia tri sai
néu diéu kién khong thoa man.
Vi du: Dién vao cot xép loai cho cédc ban hoc sinh can cit vao cdc yéu cdu sau:
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Diém trung binh >=8.0 thi xé&p loai gidi, DTB>=7.0 xé&p loai kha, con lai 1a trung
binh.

A Bl¢c|/p| E | F | ¢ | ® | 1 | 1 |

ho v t2n du?m dlé,m dlé]?l DIB  xéploai hoc béng
toan li | hoa

JTrﬁ‘n Thi Binh 5 6 5| 5.33|=TF(E3>=8,"Gidi" IF(E 3>=7,"Khd", Tru ng b‘mh”))|
t |Mai ngoc Diéu 6 7 7 6.67 Trung binh
) |Trdn Ngoc Doan 7 5 8 6.67 Trung binh
} |Mai Thanh Hong 9 8 7 8.00 Gioi
[ |Mai Thanh Quy 4 9 8 7.00 Kha
B) Ham AND

Ham AND(Diéu kién 1, diéu kién2,....): tra vé gia tri ddng khi moi di€u kién néu
trong danh séch cho gié tri ding.
Vi du: And(3>2,5<9) Cho gia tri la TRUE
And(3>2,5<9) Cho gid tri la FALSE
Vi du: Cot hoc béng duoc tinh nhu sau: Hoc bong 120.000 cho cdc ban cé
DPTB>=7 va todn>=7.

A |[Blc|p|] E | F | 6 | ®H | 1 | 1

1

ho v @n du?m dle,m dm,ﬂ DTB xéploai hoc bdng
2 todn li | hod
3 |Tedn Thi Binh 6 5[ 533|Trung bin=IF(AND(E3»=7,B3>=7),120000,0)
4 Maingoc Digu 6 ¥ 7 6.67 Trung bink 0
5 |Trin Ngoc Doan 7 5 3 6.67 Trung binh 0
6 |Mai Thanh Héng 9 8 7 8.00 Gioi 120000
7 |Mai Thanh Quy 8 5 3 7.00 Khd 120000

C).Ham OR.

Ham OR(diéu kién 1, Diéu kién2,....) tra vé gia tri ding khi bat ki mot diéu kién
néu trong danh sach cho l1a ding.
Vi du: OR( 3>2,5>9 ) cho gié tri true
OR(3<2,5>9) cho gia tri False
D) Ham not
Ham NOT (PK) tra vé gia tri ding néu DK sai va cho gid tri sai néu diéu kién
ding
Vidu: NOT(1+2=3)cho gia tri False
Not(1+2)=4 cho gia tri la TRue
5. Ham xé€p thit hang
Cong thic: RANK(x,vliing can xép)
Giai thich:
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* X: 0 dir liéu dau tién ctia cot muon xét
* Viung can xép: duoc kéo toan bo cot chira s6 da can cu ( ta kéo xong phai bam
F4 dé 14y dia chi tuyét doi)

Vi du: Xép thit hang cho céc ban hoc sinh cén cit vao diém trung binh.

D E F G H I ]

diém DTB xép loai hoc bdng Xép thir

9 | hod

3 5 5.33| Trung binh 0 =RANK|;E3,$E$3:$E$T)|
4 7 6.67| Trung binh 0 3

5 g 6.67| Trung binh 0 3

6 7 8.00|Gioi 120000 1

7 g 7.00/Kha 120000 2

6. Nhom ham van ban
A) Ham chudn hod TRIM

Cong thuc: = Trim(text)

Y nghia : ding dé chudn ho4 cdc ddu cach, mdi tir chi cich nhau mot diu cdch
Vidu: =Trim(*hoa  hong”) 4 két qua 1a : hoa hong

B) Ham Len:

Cong thuc: =Len(text)

T4c dung: dung dé dém s6 ki tu ctia chudi van ban, d€m ca ddu cach.
Vi du: =Len (“hoa hong”) Jkét qua trarala 8

C) Ham Concatenate.

Cong thitc: = Concatenate (textl,text2....)

Tac dung: dung dé noi cdc chudi van ban textl,tex2,.... lai v6i nhau
Vi du: Concatenate: (“hoa”, “hong”) J két qua tra ra 1a hoa hong

D) Ham cat ky tu :

Lay n ky tu bat dau tir bén trai cia mot chudi

+ Cong thic :=LEFT (Text, n)

Vidu : =Left(“*hoa hong”,2) . két qua tra ra la "ho"

Lay n ky tu bat dau tir bén phai cia mot chudi

+ Cong thic :=RIGHT (Text, n)

Vidu : =Right(*hoa hong”,2) J két qua tra rala "ng"
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Lay n ky tu bén trai tir ki tu tht m
+ Cong thic: =MID (text,m,n)
Vi du: =Mid(“hoa hong”,2,1)  két qua trarala "o"
Chu ¥ : Ta ¢6 thé dung dia chi ciia 6 chita dit liéu can tinh
Vi du: 6 D3 chita hoa hong néu ta ding ham Left( D3,2) két qua tra "ho"

7. Nhom ham ngay thang
A) Ham chudn ngay thdng :

+ Cong thitc ham: = DATE(year,month,day)

Y nghia: Pua ra cach viét chudn ho4 ctia kiéu ngay thing
Vi du: = DATE(2015,10,20) J két qua tra 1a 20/10/2015
B) Ham ldy ra ngay
Cong thitc: =DAY (date)

Y nghia: Lay ra ngay trong dit liéu kiéu ngay thang.
Vi du: =DATE(20/10/2015) J két qua la 20

C) Ham ldy thdng :

Cong thitc: =MONTH(date)

Y nghia: 14y ra thang trong kiéu dit liéu ngay thang
Vi du: =month(20/10/2015) Jkét qua tra 1a 10

D) Ham ldy nam.

Cong thic: =Y AER(date)

Y nghia: 14y ra nam trong kiéu dit lieu ngay thing
Vidu: = YEAR(20/10/2015)  két qua 1a 2015

E) Ham ldy ngay thdng nam hién tai :

Cong thic: =TODAY()

Y nghia: dua ngay thang nam hién tai :

Vi du: TODAY()! két qua 06/07/2015

QUAN LY DANH SACH, CAC HAM THUONG DUNG TRONG EXCEL
1. Vung bang phu:
La mot viing nam tir vi tri bat ki clia bang tinh ¢6 it nhat hai dong. Dong dau ghi
tén truong diéu kién, dong thit hai chia 6 diéu kién.
Vidu:

biém TB
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>=7.5

Diéu kién AND:
Ciéc 0 diéu kién cting nam trén mot dong nhung & cac cot khac nhau
biém TB

>=7.5<8.5

Diéu kién OR

Céc 0 diéu kién cing nam trén mot cot nhung & cdac dong khac nhau.

Khu vuc
Ha Noi
Thai Binh
2. Ham tim kiém theo chiéu doc(VLOOKUP)

Vlookup la ham gidp ta tra cttu gid tri trén mot bang (vung dit liéu)

Cau tric:

VLOOKUP (gia tri can tim, viing tra cttu, cot can 1ay,cach do)

Trong do:

Gid tri can tim : 1a dia chi 6 chtta dit liéu can di tim ki€m trong viing bang chinh.

Ving tra ctru 1a viing bang phu 1ap theo yéu cau dé bai.

Cot can lay: la con s6 chi cOt can 14y trong ving bang phu duoc tinh tir trdi sang
phai noi bat dau kéo viing bang phu.

Céch do: ( mac dinh 12 1) nén khi viét s6 0 dé do chinh x4c.

Chu y : Dia chi cta viing nay thuong l1a dia chi tuyét doi

Cot can 1dy 1a so thi tu cta cot trong ving tra ctiu noi ma ham vlookup s€ 1ay gia tri
tra vé. Thit tu cot duoc tinh tix 1 tro di.

Vi du: Gia su ta ¢6 bang dit liéu sau:

Yeéu cdu ta tinh tién cho tiing khach hang biét rang gia tirng loai phong cho & bang
dudi. Véi yéu ciu nay ta c6 thé dung ham if duoc nhung néu s6 loai phong 16n thi hoi vat
va. O day ta ding ham Vlookup nhu sau. D€ tinh tién ctia Ong Tran Vian An ta dua con
trd vao cot thanh tién tuong Gng roi gd cong thiic tinh nhu bang sau:
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3 Hoten Loai phong 53 npay & Thanh tién

4 |Nouyén Hing An | 1 4/=VLOOKUP(B4,$A%13:$B$15,2)*C4|
5 |Pham Thanh Minh 2 10 600000

6 |Trin Van An 3 5 150000

7 |Npuyén Thi Thuy 2 20 1200000

8

9

10

11 5 a’x; ﬁﬂ'ﬂ'

12 |Loai Phong Tién thué/npay
13 | 120000
14 2 60000
15 3 30000

Tuong tu ta c6 thé sao chép cong thitc xudng cho nhitng ngudi khac.

3. Ham tim kiém theo chiéu ngang (HLOOKUP)

HLOOKUP la ham gitp ta tra ctu gia tri trén mot bang ( ving dit liéu)

Cau tric:

HLOOKUP ( Gia tri can tim, viing can tra cttu, dong cén 1ay, cach do)

Trong do:

Ham nay c6 y nghia giong nhu VLOOKUP nhung viing bang phu dugc viét theo
chiéu ngang va dong can 14y 1a con s6 chi dong duoc tinh tir trén xudng bat diu tir noi
kéo. Vi du bang phu

Chtic vu Gb TP PP NV
Tién thudng 50.000 40.000 20.000 0
4. Nhém ham thong ke.
Qui udce:

+ V: Vung dit liéu chia ca tén cot dit liéu

+ C: La cot can 14y trong viing dit liéu duoc tinh tir trdi sang phai noi bat diu

+ DK: Vung bang phu dugc chia diéu kién thong ké, chia ca tén truong di€u kién
trung v6i tén cot chira dir liéu.

A) Ham tinh tong va trung binh cong theo diéu kién :

Cong thiic: = DSUM(V,C,DK)

= DAVERGE(V,C,DK)
Dung dé tinh tong hay trung binh cong ctia cac 6 chia s6 thoa man diéu kién
Vi du: tinh téng lwong clia céc trudng phong
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A B C D E
1 |sit {Ho va tén Chirc vu Tién lvong
2 | 1|Nguyén Van An av 500
3 | 2|Trdn thi Chung od 1000
4 | 3|Trin Van Chién  1p 800
5 | 4|Nguyén Van Xuin pp 700
6 | 5|Trin thi Chic av 500
7 | 6|Phan tuan huy nv 500
8 | 7|Trin khai Ip 800
9 | &|Pham hoang nv 500
10 9 /Lé Diing nv 500]
11
12 Chire vy Téng lvong
13 Ip ) =DSUM(B1:DID,3,B12:B13)|
14

B) Dém cdc 6 chita s6 hay chita ki tu thod man diéu kién
Cong thuc: = DCOUNT(V,C,DK)
~DCOUNTA(V,C,Pk)
Dung dé dém cac 6 chia s6 hay cdc 0 chita ki tu thoda man diéu kién.
C) Tim gid tri l6m nhdt hay nho nhdt.
Cong thic:= DMAX(V,C,Dk)
= DMIN(V,C,Dk)
Dua ra két qua 1a s6 16n nhat hay nho nhat ctia cdc 6 chia s6 thoa man diéu kién.
V6i nhitng ham str dung theo qui u6c thi ta khong thé kéo hay sao chép cong thiic
cho cdc 0 ké ti€p. D€ khic phuc tinh trang nay ta ¢6 mot s6 ham sau.
e Ham Sumlf:
Cong dung : =SumlIF( ving chia dit liéu, diéu kién ving cin tinh tong)
Tac dung: ding d€ tinh tong cua cdc 6 chia s6 thod man diéu kién va dugc dua vao
trong ving bang phu thong ké.
Viung chita dit liéu 12 viing cn tinh tong can phai tuyét d6i ving.
Vi du: Thong ké téng luong cia GD,TP, NV
Két qua
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A B C D E

1 |sit Ho va n Chirc vu Tién lrong

2 | 1 Nguyén Van An v 500

3 | 2 Trin thi Chung ad 1000

4 | 3 Trin Van Chién  tp 200

5 | 4 Nouyén Van Xuin pp 700

6 | 5 Tran thi Chic nv 500

7 | 6 Phan tudn huy nv 500

8 | 7 Trin khai p 800

9 | 8 Pham hoang oy 300

10 | 9 L& Diing nv 500

11

12 Chire vu Tong lvong

13 1p 1600

14 nv 2500

15 sd 1000
e Ham dém( COUNTIF)

Cong thic : = COUNTIF( cot chia diéu kién, dk)

T4c dung: dung dé dém céic 6 chita s6 thod man diéu kién va dugc dua vao trong

vung bang phu thong ké.

Cot chita diéu kién : 1a mot cot chia cac di€u kién giong nhu di€u kién thong ké
Vidu : Thong ké s6 NV, TP,GD
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Baitip 1:
s e NGAY | LLUONG PHU TONG DA CON
STT | HOVATEN | conG | NeAY | FYONG | cAp | CONG | NHAN LAI
1 | TrAn Van A 20 | 20,000 300000
2 | Ha Thi Ba 24 | 25,000 400000
3 | Hoang Cam 28 | 24,000 400000
4 [ L& ThiLy 30 | 22,500 500000
TONG CONG

1: CHU Y : SINH VIEN NHAP TOAN BO D(¥ LIEU ROl CANH CHINH THEO BE (KHONG QUA
5 PHUT)

2: Lwong = Ngay céng * Lwong Ngay (Xem céng thirc, rit ra bai hoc dwa trén bai mau)

3 : Phu Cép = 20% Lwong

4 : Téng cong = Lwong + Phu Cap

5:Con lai = Téng cong - Pa nhan

6: Tinh tong cong cho cac cot : Vao 6 can tinh nhan button Autosum trén thanh céng cu
hoac str dung cong thirc Sum ()

) Wu Tién 1 : % Phan Tram
1 Toan Tir s6 Uu Tién 2 : * Luy Thira

Uu Tién 3 : *,/ Nhan, Chia
UuTién 4 : +,- Cong trr

2. Toan T chubi S& dung & dé ndi chubi
3. Th°é“ ter so > "lén hon", < "Bé hon", = "Bang", >= "Lén hon ho&c bang", <=
san

"Bé hon hodc bang", <> "Khac"
Ghi nh& : Nhan chia tredc, Cong trir sau va phép toan dworc tinh trong ngoac truédc
Baitap 2

BANG TiNH TIEN KHACH SAN

STT | Ténkhach Ngay dén Ngay di Sé tuadn | Sé ngay dw Dﬁ(ﬂ;gu S0 t'?rg phai
1 Lé Van Lé 15/05/2014 | 20/05/2014 18000
2 To Kidu Nga 16/05/2014 | 30/05/2014 60000
3 H' Ha Ayun 17/05/2014 | 25/05/2014 0
4 Hoang Cbng 18/05/2014 19/05/2014 35000
TONG CONG

1 : Tinh s6 tuan va sb ngay dw. "Sé tuan bang sb ngay & chia 7 va chi lay phan nguyén" (SV xem céng thirc va rit
ra bai hoc)
'Sé ngay dw bang s6 ngay da & trr di s6 ngay da dwoec tinh trong tuan" (1 tuan =7 ngay) <CHU Y HAM MOD>

Chu y : Vi dir liéu nguon (ngay dén, ngay di) la ngay thang nén néu két qua tra vé ciing la dang ngay thang,
ta can dinh dang lai két qua

2 : S6 tién phai trd = méi tuan 1100000 + mbi ngay 200000 + dich vu
3 : Téng cong : Twong tw bai trwdc
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Baitap 3: )
Trwong THPT Quoc
Viét
KET QUA THI TUYEN SINH
N DPIEM DIEM TRUNG . ; _
STT HO VA TEN TOAN VAN BINH KET QuA HE HANG
1 | Tran Anh TG 55 6
2 | BUi Thi Tuyét 5 4
3| Hb Thu Hién 7.5 7
4 | Ngb6 Thao Tam 6 8
CAO NHAT
THAP NHAT
TRUNG BINH

1. Trung binh : = (diém toan + diém van )/2 Iam tron mét chiv s6 thap phan

2. Két qua : Néu diém trung binh dwoi 5 thi Hong con lai la dau (hoc 1énh if) -

3. Hé: Néu diém trung binh tw 6,5 tré [én (>=6,5) la Cong Lap, Ttr 5,0 dén 6,4 la Ban cong, con lai dé trong (phat
trién lénh IF)

CHU Y: XET NEU DIEM TRUNG BIiNH >=6,5 CHO KET QuA CONG LAP, NEU KHONG PHAI NGHIA LA <6,5
CHI CAN KIEM TRA XEM >=5 HAY KHONG
(Vi DA <6,5) SE CHO KET QuA BAN CONG, CON LAI BE TRONG <CAN HIEU RO BE PHAT TRIEN LENH IF>
Max (Céc gié tri) : Cho két qua I&n nhat
Min (C&c gia tri) : Cho két qué nhé nhét
Average(céc gid tri) : cho két qua trung binh cla céc gia tri
Sum(Cé&c gia tri) : tinh téng céc gia tri
Rank(Sé, Vung, Kiéu) : Xép hang vi tri ctia mét Sé ndm trong mét ving
kiéu = 1 : Xép hang tir bé dén lon : S6 bé nhét ding vi tri thir nhat
kieu = 0 : Xép hang tr Ion
dén bé.
Chl y : Xem céc dang dia chi di¥ liéu trong sach ( tai sao can cé dinh dia chi ??)

Bai tdp 4:
Ma hang Loai Nhap/Xuét Don Vi Quy Cach Dién giai
XT01X
XLO2N
DTO1X
DLO2N

1 Loai: 2 ky ty 3 va 4 cda ma hang (Ham Mid())

2 : Nhap/Xuét : Ky tw cudi la X thi ghi xuét con lai ghi nhap (St dung ham If két hop Right() dé
lay ky tw cudi dung so sanh)

3:Néu Ky ty thir 2 ctia ma hang la T thi la thang con lai 1a lit (Twong tw bai trén, SV ty xac dinh
ham can dung) ) )

4: Quy céach : Néu 2 ky tw dau ciia ma hang 1a XT hoac DL thi 1a DAN TEM, con lai la DAN
NHAN (sv phai két hop thém Ham OR())

5: Dién giai : dung toan t&r & dé& ndi hai chudi voi yéu

cau

* Néu ky tw dau cia méa hang la X thi ghi Xang con lai ghi dau

* néu muc Loai 1a 01 thi ghi Loai 1 con lai ghi loai 2 (vi du : XT01X ta ghi Xang loai 1)
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Baitap 5:
BANG DIEM THI NGHE

MA . Diém Diém " Téng £

TS Ho va Tén LT TH Uu tién Pidm Két qua hang

C Lé Van Diing 4.5 6 2

Nguyén

B | Thi Tam 4 45 0

C |Hoanglé Nhét 3.5 9 2

A | Bui Thi Minh 5 4 2

1: Uu tién : Ma TS 1a A hoac C thi dwoc 2 diém con lai dwoc 0 diém

2: Tong diém = LT+TH*2 +Uu tién

3: Thi sinh ¢6 téng diém >=15 va khéng c6 mon nao dwéi 4 1a dau con lai 1a

rot

4: Xép hang cho céc thi sinh dwa vao tbng diém

Baitap 6:
Hoc Sinh : Hra Hoc Tét
THOI KHOA BIEU CA NHAN
. The 2 3 4 5 6 7
Tiét
1 TOAN VAN NN TOAN SINH
2 VAN NN SINH LY TOAN HOA
3 TOAN THE DUC HOA NN VAN
4 NN VAN TOAN
5 SINH TIN HOC VAN
Mén S6 Tié}
2 o X trong tuan
Tong so tiét trong tuan
Sé budi c6 hoc tiét 5 TOAN
s6 tiét mén Sinh trong tuan VAN

1 : Tong sb tiét trong tuan :Dém xem cac ngay va cac tiét trong tuan, tiét ngay nao

c6 mon hoc (di liéu)

2 : S6 bubi co hoc tiét 5 : Dém Céac 6 chira tiét 5 trong tuan cé bao nhiéu 6 c6 mén

hoc (dir liéu)

3: S6 tiét mon Sinh, Toan, Van trong tuan (St dung countif())
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Baitap 7
BANG TONG HOP BAN HANG
. A ., Thué suét Thanh
Ma hang Tén Hang Don gia bVvT SL % TEn Tidn
DDO 50
X83 100
X83
N20
X92 200
N20 40
X83 40
Bang 1 Bang 2
Ma hang Tén Hang Don gid D X
X92 Xang A92 7,500 5% 10% 10%
X83 Xang A83 7,200
DDO Dau DO 5,000
N20 Nhot 20,000

CHU Y : Sau khi tinh toan dinh dang lai kiéu gia tri cho cac cot (don gia, tién,
thanh tién kiéu so.....)

1. Xac dinh tén hang va gia hang dwa vao bang 1
2. Néu ky tw dau cia ma hang la X hoadc D thi BVT Ia "Lit" con lai 14 "Thung"
3. Dwa vao ky tw dau cia ma hang, do & bang 2 dé biét thué suat % can lay
4. Tinh tién thué suét

5. Thanh tién bang sbé lwong * don gia + Thué
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Baitap 8:
TINH HINH DOANH THU CUA CAC CAU LAC BO TRONG NAM
STT| MACLB TEN CLB Tén Nusc | o-©0d0Ng | is,¢ | Doanh
vién thu
1 | IAC1 80,000
2 | EMU2 60,000
3 | FPS2 70,000
4 | SBAT 50,000
5 | SRE1 60,000
BANG MA NUOC TEN CLB VA GIA VE
[ ltalia Ma CLB Tén CLB Gia vé
S Tay Ban Nha AC Ac Milan $12
F Phap RE Real Madrit $11
E Anh PS Paris SG $12
BA Barcelona $10
MU Manchaster $10

1. Tén CLB, Gid vé dua vao 2 ky tu giita cia Ma CLB va tra trong bing TEN CLB VA
GIA VE

2. Tén Nudc dua vao ky tw diu ctia Ma CLB va tra trong BANG MA NUGC

3. Tinh doanh thu cho cac CLB
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Baitap 9:

TRUONG DAl HOC QUOC VIET

BANG PIEM THI HOC SINH GIOI

A A ) KET i
STT HO TEN MON DIEM QuA GIAI
1 | Khéng Thi Diém Van 12
2 | Phan Héng Lam Toan 12.5
3 | Chau Van Ly Toéan 17
4 | Ngé Thi Phwong Van 15
5 | Bui Thé Hién Van 9.5
6 | Lé Van Cuong Toan 11
7 | Nguyén Binh Khanh Van 11.5
- TK[S6TSde | ,
MON thi Téng Piém | bBiém TB
TOAN
VAN
1. Kétqua: PAU néu hoc sinh thi mén Todn c6 diém tir 12 trd 1én
PAU néu hoc sinh thi moén Vin cé diém tix 10 trd 1én
ROT : Céc trudng hop con lai.
2. Gidi: N&u k&t qua 1a ROT ghi “X”, gidi 1 néu Diém tir 15 trd 1&n, gidi 2 néu diém tir
12 trd 1&n, con lai gidi khuyén khich (ghi KK)
3. Hoan thién bdng thong ké & dudi.

Baitap 10:
TONG HQOP BAN HANG THANG 1 NAM 2010

STT | Mdhang | Ténhang | BPongid | S6Lwgng | D - Thu Lai
1] GO1 20
2 | B02 30
3 | DOt 150
4 | MO1 12
5| 802 200
6 | BO1 50
7 | GO3 300
8 | D03 52
9 | D02 18
10 | S02 32
Bang Phu Bang Téng Hop
Ma Tén Hang | Bon gia TénHang | D-Thu Lai
S Stra 5000 Sitra
M Mubi 3000 Mubi
B Banh 5000 Banh
D BPuong 10000
G Gao 4000
Bang lai suat
Loai B D G M S
L&i xuét 7% 10% 5% 4% 5%
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1. Duya vao ky tu ddu ciia M3 hang tra trong bing phu nhap tén hang va don gid.
2. Doanh thu = Pon gid * S6 lugng
3. Lii=Doanh thu * Lai xuét
Lai suit dua vao ma hang tra trong bdng 13i suat.
~ Baitp 11
NHA GA SAI GON

BAO CAO DOANH THU NHA GA TUAN 1 THANG 7 NAM 2012

3 MA CHUYEN < SO HANH e 3 : N R
NGAY TAU NO'I BEN KHACH GIA VE GIAM GIA THANH TIEN
01/07/2012 S1-DNG 56
02/07/2012 S3-NTR 48
03/07/2012 S3-HUE 70
04/07/2012 S1-HAN 41
05/07/2012 S1-NTR 39
06/07/2012 S3-DNG 74
07/07/2012 S1-NTR 56
08/07/2012 S1-HUE 61
09/07/2012 S3-HAN 47
TONG CONG
Bang 2: Gia vé va téng thu theo noi dén
MA NOI BEN DNG HUE HAN NTR

Gia vé tau St 600000 700000 1300000 400000

Gia vé tau S3 550000 640000 1210000 380000

Noi dén Da Nang Hué Ha Noi Nha Trang

Tdng thu

Hay 1ap cong thirc dé hoan thanh cdc 0con tréng
1. Noi dén : St dung 3 ky tu cudi ciia ma chuyén tau va so véi bang phu. (1 dlem)
2. Giavé : Sudung 2 ky tu dau dé xdc dinh chuyen tau (VD: S1-DNG la chuyen tau S1), va
3 ky tu cudi ciia ma chuyén tau, tra v6i bang phu dé xdc dinh gid vé (1 diém)
3. Giam gi4 : néu noi dén 12 da ning thi giam 2% gid vé, ha ndi thi giam 4% gid vé con lai
khong giam.(1 dlem)
4. Chen thém cot Thue trudc thanh tién va tinh Thué : néu s6 hanh khach >60 thi thué 12
2% cta gid vé, néu tir 40 dén 60 12 1% gid vé con lai khong tinh thué. (1 diém)
Thanh tién : S6 hanh khach *(Gid vé —~Giam gid+Thué) (0.5 diém)
6. Tinh Toéng cong va Tdng thu theo noi dén & bang 2. (0.5 diém)

b
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Baitap 12:
CONG TY TNHH BONG DONG
Bang chi tiét nhap xuat
Llf(";“ Negay Mihang | Ténhang | Loai hang mf;g Don gid nggh
X | 01/10/2011 | TRBL-TB 100
N | 15/10/2011 | CBMT-TH 50
X |02/11/2011 | TRBL-DB 20
X | 15/10/2011 | TRBL-TH 50
X |30/10/2011 | CBMT-DB 100
N | 05/11/2011 | CBMT-TB 500
X | 11/11/2011 | CBMT-TH 30
Bang phu
DPon gid xuat hang (1kg)
2 ki tu cui TH DB TB
Thuong Trung
Loai hang hang bac biét binh
TEA 80,000 d 60,000 d | 20,000 d
COFFEE 120,000d | 100,000d | 40,000 d

Yéu ciu : Lap cong thuc dé xéc dinh cdc cot sau
1: Tén hang : néu ky tu dau caa ma hang 1a T thi tén hang 1a TEA con lai 1a COFFEE.(1 diém)
2: Loai hang :Str dung 2 ky tu cu01 ctia ma hang dé do trong bang phu.(1 diém)
3: Pon gia : Tra trong bang phu, néu loai hd 12 “N” thi giam 15% tién, con lai khong giam. (2

diém)

4: Thanh tién = S6 luong * Pon gid néu ngay viét hod don 1a ngay “15/10/2011” thi giam 5%,
con lai gitt nguyén. (1 diém)
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Baitap 13:

THONG Ki NHAP NGUYEN LIEU

So
Stt Mi hang | Tén Hang | Hing SX | Pon Gid | Ludng Thué& Thanh Tién
(lit)
1 N4TCA 15000
2 NO6MO 4000
3 N89BP 3500
4 DOOBP 2000
5 DO1ES 3000
6 DOOTN 2000
7 X92SH 2500
Bang phu 1
M) Ten Hang bG Thué ,
Hang dong/lit Xuat Bang phu 2
Ma Tén Hang
X Xing 4500 3% Hang San Xuat
D DAau 3500 3.5% BP British Petro
N Nhét 8200 2% ES Esso
SH Shell
CA Castrol
MO Mobil
Yéu ciu :

1. Dya vao ky ty diu ctia Ma hang va bang phu d€ dién vao cdt Tén hang (1 diém)

2. Dya vao ban phu va 02 ky tu cudi cia Ma hang dé dién vao cot Hing sdn xuit, néu "TN"

thi dién 13 hang trong nuéc. (1 diém)

3. Cot don gid duwa vao ky tu ddu cia Ma hang, 14y trong bang phu (1 di€m)

4. Thu€: Hang trong nuéc dugc mién thu€, con lai thu€ tinh theo bang phu (S8 lugng * don
gid * thu€) (1 diém)

5. Thanh tién = Pon gid * S& lugng + thué (1 diém)
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Baitap 14:

BANG KFE CHI TIET HOA PON BAN HANG QUY 1

MAHDP TEN HANG PAY PU SO LUONG | PONGIA | THANH TIEN

01V01 5

02T02 3

03MO03 10

04T01 15

05M02 10

06V03 5

07V01 10

08M02 50

09T03 80

10V01 100

01M02 10

02T03 2

03V01 5

04M02 5

05T03 8

TONG
DANH MUC HANG HOA
N . N PON GIA
MA HANG TENHANG bvT THANG 1 THANG 2 THANG
01 QUAT BAN BO 120,000 118,000 115,000
02 QUAT TRAN BO 240,000 235,000 245,000
03 BONG PEN TRON CAI 3,500 3,200 3,200
04 BONG PEN NEON 0.6M CAI 9,000 8,800 8,500
05 BONG PEN NEON 1.2M CAI 12,000 15,000 13,000
06 NOI COM PIEN BO 90,000 88,000 80,000
07 BAN UI PIEN CAl 120,000 105,000 110,000
08 DAY PIEN POI 20 MET 3,000 2,900 2,900
09 DAY PIEN PON 16 MET 2,000 2,200 2,100
10 DAY PIEN PON 20 MET 3,000 3,200 3,100
DANH MUC NHA SAN XUAT
MA NSX \Y T M
TEN NSX VIET NAM | THAILAN | MALAYSIA
Yéucau: Cau 1: Nhiap Bang tinh trén, Font chi@ VNI-Times, Thém c6t STT trudc

MAHD (0.5 diém)
Céu 2: Dya vao MAHD viét ham do tim dén cdc bang dudi d€ nhap TEN
HANG PAY PU: VD: 01T01 13 Quat ban th4i lan, 02VO01 1a Quat Trin Malaysia (2 diém)

Cau 3: Dya vaio MAHD viét ham do tim don gid cho bdng tinh biét 2 ky tu
cudi ctia MAHD 1a thdng ban hang, ddi v6i mit hang do Thdi lan sidn xudt Pon gid ting
10% va Malaysia san xuat ting 15% (2 di€m)
Cau 4: Tinh thanh tién va tdng cong cho bang tinh (0.5 di€m)
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