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WINDOWS 7

I. MUC TIEU
Sinh vién tim hiéu va str dung thanh thao tmg dung Window Explorer.

Il. TOM TAT LY THUYET
Lam quen véi méi truong Window Explorer: Nguyén tic 1am viée: mudn lam viée véi 6 dia,
thu muc hoac tap tin nao thi ta phai chon 6 dia ,thu muc hodc tap tin do trudce rOi moéi thao tac
cac cau lénh.

1/ Quéan Ly Thw Muc (Folder), Tap Tin (files):
= Tao mai mot thu muc (New Folder)
- B1: Chon 6 dia hoic thu thu myc can chira thu muc tao méi (left panel)
- B2: Click vao File > New - Folder ( hoac kich phai trong Right panel).
- B3: X6a New Folder > nhap tén thu muc can tao = xong nhan Enter

Sao chép thu muc, tap tin (Copy)

- B1: Chon mot hoac nhiéu thu muc, tap tin can sao chép (nhan giir phim Ctrl
dé chon cac thu muc, tap tin khong lién tuc, phim Shift chon lién tuc)

- B2: Click vao Edit > Copy (bam Ctrl + C hoic kich phai viing chon ->copy)

- B3: Click vao 6 dia hogc thu muc can sao chép toi. xong vao Edit > Paste (
bam Ctrl + V hoac kich phai thu muc chira ->paste)

Di chuyén thu muc, tap tin (Cut)

- B1: Chon mot hoac nhiéu thu muc, tap tin can sao chép (nhan giit phim Ctrl
dé chon cac thu muc, tap tin khéng lién tuc, phim Shift chon lién tuc)

- B2: Click vao Edit = Cut (bim Ctrl + X)

- B3: Click vao 6 dia hoac thu muc cin sao chép téi. xong vao Edit > Paste
(Ctrl +V)

Doi tén thu muc, tap tin (Rename)

- B1: Click vao thu muc hoic tap tin can doi tén
- B2: Nhan phim F2 - x04 tén cii va nhap tén can d6i = xong nhan Enter

Xba thu muc, tap tin (Delete)

- B1: Chon mét hoidc nhiéu thu muc hoic tap tin can xo6a
- B2: Nhan phim Delete

- B3: Chon Yes dé xoa.

Luwu y:

= Khi x0a c&c thu muyc, tap tin trong may tinh thi cac thu muc, tap tin nay s€ duoc
gui vao Recycle Bin (hoac khong tuy thugc vao cai dat).
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Dé phuc hdi lai cac thu muc, tap tin nay tir khung ctra s trai cua Windows
Explorer ta Click vao Recycle Bin > Click phai chuét vao thu muc, tap tin can
phuc hdi chon Restore. (khi phuc hdi lai cac thu muc, tap tin thi cac thu muc, tap
tin nay sé tré lai vi tri ban dau)

2/ Tao Shortcut

Shortcut 1a mgt cong cu 161 tat dung dé mé mot chuong trinh hay mot tap tin, thu muc
mot cach nhanh chong va tién loi.

Tao Shortcut trong thw muc: Trudc khi tao Shortcut ta phai xac dinh noi chta
tap tin chuwong trinh trudc roi mai tao.

Tao Shortcut ra ngoai man hinh nén (Desktop): dé tao Shortcut ra ngoai
Desktop ta thuc hién nhu sau: Nhan phai vao tap tin chuong trinh = Chon Send
to - Desktop (Create shortcut)

Luwu y: Néu mudn doi tén, xda... cac shortcut thi ta thao tic gidng nhu bén thu muc,
tap tin trong Windows Explorer

3/ Sir dung ban phim va thao tac tiéng Viét

Khéi dong chuong trinh UniKey dé go tiéng Viét: Click chuot phai vao bicu
tuong hinh chir V phia duéi thanh taskbar chon Bang diéu khién s& xuat hi¢n
bang diéu khién dudi.

-
Bigu khign
Bang ma: [Uniu:ude v] & Bong
L& - S —
e i | - (&) Kétthic
Phim chuyén: @ CTRAL + SHFT () ALT+Z -
& M@ ring

®) Huwéng din ‘ Théng tin H Méc dinh ‘

Sinh vién phai chon bang ma va kiéu gd trong bang diéu khién trén theo font
chir trong chuong trinh soan thao van ban. Chon bang ma:

Thong Ké Biang Mi Unikey H6 Tro Font Chir

Bang Mi Font Chir Y Nghia
Phéi chon nhitng Font chir c¢6 hai
TCVN3 - ABC .VnTime, ... , N
ky tu dau la VN...
. Phai chon nhiing Font chit c6 ba
VNI VNI-Times, VNI-Ariston, ... , N
ky tu dau la VNI- ...
) Phai chon nhiing Font chit cé
Unicode Arial, Tahoma, Times New Romam, ...

san trong Windows
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= Chon kiéu go:

Quy Tic B6 Dau Tiéng Viét Theo Kiéu G

Kiéu gdo VNI
Céach go al |a2 |a3 |a4 |ab |a6 |06 |u7 |o7 |[a8 |d9
Két qua Ala |a |4 |a |&a |6 |u [0 |32 |D

vi du: Chao2 Ban5 --> Chao Ban

Kiéu gd Telex
Céch g6 As |af |ar |ax |a |aa |00 |w |ow |aw | Dd
Két qua Ala |a |4 |a [a [O |u |o |a b
vi du: Choas Banj --> Chao Ban

4/ Tao tap tin:

= Chay chuong trinh WordPad: Start -> Programs -> Accessories -> WordPad
= Chay chuong trinh NotePad: Start -> Programs -> Accessories -> NotePad

Save As @@

Savein: e ¥P_SPZFLLL (C) @ -4 Q X oy - Tooks
- IJBORLANDC
L\,ﬁ | Cocuments and Setkings

Bam chudt vao chgn

MyRecent | 3PascAL B
0 dia (D:)

UBELITEN:S |_)Program Files
| WINDOWS

-

Cuobi ciing bim viao
nut Save

\\.'

My Documnents
Nhép tén tip tin

-
|

5
My Computer
:g File name: |Bai tho doi dep|*” j \Ll
My Metwiark.
Places Sawe as Dype: |w|:|rd Docurnent j ﬂ

5/ Luwu tap tin: Vao File = Save (Ctrl + S)
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I11.NQI DUNG THU'C HANH

Bai tap 1: Control Panel: Vao Start -> Settings -> Control Panel

1/ Thiét 1ap ngay gio hé thong(Date and Time)

Kiém tra ngiy gio ctia hé thong da dung chua, néu chua thi higu chinh lai ngay gio hé
théng theo ngay gio hién tai.

Luwru y : Co thé sinh vién khong thay doi dugc vi khong co quyén thay d6i cac tham s6
ctia hé thong trong phong mdy thuc hanh.

2/ Regional and language options (thwe hanh that ky ndi dung nay)
Néu chon ving ngén ngir 12 English (United States) va vi tri 1a United States.
= L6ép Number: Xem céc dang thé hién sb
- Decimal symbol (d4u phan céch thap phan) : Chon dau phay «”
- Digit grouping symbol (dau phan céach hang ngan) : Chon dau cham «.”
- No of digits after decimal (sé ky sb sau ddu phan cach thap phan).
- Display leading zeroes: (kiéu hién thi s6 thap phan) : 0.7 hoic .7
- Measurement system (hé do) : chon Metric

- List separator (dau phan céch danh séch, phan cach giira céc ddi s6 trong ham
cua Excel) : Chon ddu cham phay «;”

= L6p Date/Time:Thiét 1ap lai dinh dang dit liéu ngay nhap vao may cé dang:
- Short date: dd/MM/yyyy (nhap tir ban phim)
- Long date: dddd, MMMM dd, yyyy
=  Lop Currency :
- Khai bao don vi tién té : VNP
- Khai béo v; tri cua don vi tién té : phia sau va cach 1 khoang trang.
- Khai b4o dau phay thap phan va dau chim phan cach hang ngan.

- Sinh vién c6 thé xem céc tham s6 dang st dung ciia hé thong duoc thé hign
trong cac myc Sample. Ciing c0 thé vao Windows Explorer (chon View :
Detail) dé xem lai cach thé hién kiéu ngay va sb.

- Sinh vién c6 thé thyc hanh thay ddi cach khai béo, nhung phai khai bao lan
cuoi theo quy dinh caa Viét Nam (tht tu ngay théang, tieén té, dau phay thap
phan, ...).

Bai tip 2: Thao tic trén man hinh nén, thanh Taskbar.
Huéng dan: Click chudt phai vao giita man hinh Desktop\ chon Personalize

1/ Thay d6i hinh/ mau nén ciia desktop:

- Chon desktop background dé trang tri nén man hinh.
- Chon 1 tap cac anh dé 1am anh nén cho Desktop.
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2/ Tao Screen Saver cho may:

- Chon thoi gian néu khong 1am viéc thi ché do Screen Saver sé& hoat dong.
- Click vao Settings dé thiét 1ap thém cac tdy chon.
- Click Preview dé xem thu.
3/ Thém tién ich vao thanh Taskbar:
Sau khi cai dat xong cac (mg dung trén may tinh, thuong cac timg dung nay s& Xuat
hién biéu tugng icon trén Desktop hoac trong Start Menu.
= Yéu cau huéng dan sinh vién: Tao céc tién ich cho xuat hién trén thanh Taskbar.
= Sinh vién néu céch tao icon Calculator trén thanh Taskbar:

= Sinh vién néu cach bo icon Calculator ra khoi thanh Taskbar:

Bai tap 3: Tao thém 1 user méi trén may tinh

1/ Cac buéc thwe hién:

= Budc 1: Nhan vao biéu tuong Start ¢ goc trai man hinh, vao 6 tim kiém go: User
Accounts, chon vao dong User Accounts nhu hinh anh. Hoac ban cé thé
vao Control Panel chon User Accounts.

[ User Accounts X Shut d

=  Budc 2: Lua chon Manage another account

Make changes to your user account

Change your password
Remove your password
Change your picture

¥ Change your account name

¥ Change your account type

& |

#' Change User Account Control settings
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=  Budc 3: Chon Create a new account & khung bén dudi nhu hinh anh.

=  Budc 4: Nhap tén tai khoan, lya chon quyén cho tai khoan méi bang céch
chon Standard user hoac Administrator

- Standard user: Tai khoan nguoi dung c6 thé st dung phan mém va thay doi
cai dat h¢ thong, nhung khong &p dung dugc cho cac nguoi dung khac hoac sy
bao mat caa may tinh.

- Administrator: La tai khoan cip cao c6 quyén truy cap vao may tinh va co
quyén thay ddi bat ky cho hanh dong nao dé. C6 thé thay doi va cai dat doi
Vi cac user khac

Sau khi lya chon xong, cac ban nhan Create Account

=  Budc 5: Tao mat khau cho tai khoan méi bang cach nhan vao tai khoan d6 va
chon Create a password.

Change the account name

ssword J

Change the picture

Set up Parental Controls
Change the account type

Delete the account

Manage another account

= Budc 6: Dién mat khau mai 2 1an dé xéac nhan nhu hinh anh, sau d6 nhan Create a
password.

2/ Pang nhap tai khoan vira tao:

= Céach 1: Phim tit: Ctrl + Alt + Delete.

Lock this computer

o Switch User -_

5 Log off

» Change a password:.:

., Start Task Manager & '

= Cach 2:
. Cach 3:
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3/ Cac cai dat khac:

Sinh vién dya vao cach tao tai khoan user ¢ cau 1, quan sat tim hiéu dé thuc hién tiép

cac thao tac sau:

a. Doi hinh anh dai dién khi ding nhap.
b. Doi password cho user vira tao.

c. DAbi tén tai khoan user vira tao.

d. Xoa tai khoan user vira tao.

Bai tap 4. Windows Explorer,

1/ Khéi dong Windows Explorer:

= Tién hanh format nhanh 6 dia E:\

= Sau d6 tao cau tric cdy thu muc nhu sau.

EATENSWA ] TRUNG TAM
= Dao TAO
D MGEoAT NGU
=] TIMN HOC
=] DO HOA
D] AauTOCAD
-{_] COREL DRAW
] PHOTOSHOP

=] THCE
..... ] MS-DOS
s
T WINDOWS
...... ] THYP

2/ Cac thao tac voi the muc, tap tin:

&% Extra Large Icons

=| Large Icons

+s Medium Icons

a. Mo ng dung Paint. £ Small Icons
b. Chon 3 kiéu hién thi bat ky bén dudi. Sir dung Snipping R
Tool chyp hinh lai 3 kiéu hi‘én thi bén cfrq so Content cua i
Windows Explore = dan lan luot cac kiéu vira chup vao  —, = Details
Paint - 1luu vao thu muc DO HOA vé6i tén —
“HienThi.png”. w= Tiles
1= Content
Khoa Cong Nghé Thong Tin 7
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I.
J-

D6i tén: TENSV thanh Ho va tén cua chinh cac ban. (vd: Nguyen_Anh_Khoa)

Sao chép cac thu myc sau: AUTOCAD, NC, PHOTOSHOP, WINDOWS sang
thu muc NGOAI NGU

Lan luot doi tén lai cac thu muc c6 bén trong NGOAI NGU nhu sau:
- AUTOCAD - NGHE

- NC - NOI
- PHOTOSHOP - DOC
- WINDOWS - VIET

Sao chép tiép cac thu muc c6 bén trong thu muc DOHOA sang thu muc THVP va
lan Iugt doi tén lai cac thu muc c¢6 bén trong thu muc THVP nhu sau:

- AUTOCAD - MS- WORD
- COREL DRAW - MS- EXCEL
- PHOTOSHOP - MS-ACCESS

Di chuyén thu myc THVP vio trong thu muc TIN HOC

Mo tap tin “HienThi.png” vira tao ¢ cau b, chup va dan hinh cay thu muc vira thao
tac tu ciu a—=>g. Luu file.

Xoda thuy muc TRUNG TAM
Phuc hdi lai thu muc TRUNG TAM vira x6a

Luu y: Sinh vién thuc hién cdc cau trén bcing nhiéu thao tdc: Chuot, phim, menu tt,
thuc don, thanh cong cu.

3/ Tao tap tin — nén file - dit thudc tinh — chup man hinh.

Dua vao thu muc trong cau 1, tao cac tap tin tra 161 cau hoi:

a.

Trong thu myc THCB, tao tap tin ChucNang.txt c6 ndi dung tra 161 cau hoi sau:
Cho biét sy khac nhau cua 2 chitc nang Sleep va Hibe trong hé diéu hanh
Windows.

Pt thudc tinh chi doc, an cho cac tap tin & thu muc THCB.

Sinh vién tra 15i cau hoi sau: Lam thé nao dé hién nhiing tap tin hodc thu muc c6
thudc tinh an trong Window Explorer.

Phuc hoi lai thudc tinh an cho céc tap tin trong thu myc THCB?

Nén thu myuc THCB thanh tap tin THCB.rar. Cho biét vi tri cta tap tin vira dugc
nén?

Tai 6 E:\ mo rong cac thu muc con thanh dang c@y, tién hanh chup toan bd me‘}n
hinh Windows Explorer, m¢ tng dung MS.Word dé dan hinh vira chyp. (HD: nhan
phim Printf)

Tai man hinh Ms.WorNd ¢ céu f, sinh vién md hop thoai file\save (hoac nhén phim
Ctrl+S) chon duong dan luu bai tai thu muc THCB, tén tép tin do sinh vién tu dat,
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truée khi nhdn phim “save” sinh vién tién hanh chup hinh hop thoai “Save As” ¢
chira thong tin sinh vién vira nhap vao, dan hinh hop thoai vira chup vao bén dudi
hinh cta cau f (HD: nhan t6 hgp phim Alt+Printf)

4/ Tao Shortcut
= S dung chic ning tim kiém, tim cac tap tin sau: MSPAINT.EXE,

NOTEPAD.EXE, WORDPAD.EXE. Ghi ra dudng din tuyét ddi cua céc tap tin
nay:

= Trén man hinh Desktop, tao ShortCut cho cac (rng dung sau:
- MSPAINT.EXE
- NOTEPAD.EXE
- Mé tap tin “HienThi.png”, tiép tuc chup va dan hinh 2 ShortCut vira tao.
= Duya vao thu muc bai 1: trong thu muc THCB tao shortcut WORDPAD.EXE.
5/ Thao tac véi phim tit:

a. Sinh vién lan luot thuc hién nhan cac to hop phim tat sau va chi ra cong dung:
“Windows” + D:
- “Windows” + M:
“Windows” + “Tab”:
- “Windows” + L:
- “Alt” + “Tab™
"Ctrl + Alt + Del™:
Alt + F4:

Ctrl + F4:
b. Trong Windows Explorer:

“Windows” + E:
- F2:
- F3:

“Ctrl + Shift + N”:
C. Ban con biét nhitng phim tat nao trong Win 7?

Khoa Cong Nghé Thong Tin 9
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I. MUC TIEU

- Sinh vién tim hiéu va st dung chirc ning tim kiém trong Window Explorer.
- Thao tac v6i ing dung Paint.

II. TOM TAT LY THUYET
1/ Tim kiém co ban:

Trong cong viéc quan 1y dit liéu trong may tinh ma ta mudn tim mat tap tin hay mot thu muc
mot cach nhanh chéng thi chice ning Search s& gitip ta lam diéu d6 mot cac dé dang.

: WO W e s ol e ]
- |
- 4:-’, Sear:
i Organize = Include in Rbrany = Share with = Burn Compatibility files = == ﬂ !
i 1
W Temp 0 Mame Date modified Type Size "i
1 TestGerd o o ) . |
addins TA09 1832 AN File folder I
b i Users |
L AppCompat LA 10 P File tolder |
B Windows e - |
) 1 AgpPateh 62472010 300 AM File folder
ry Windows.old g L .
assemnbly T/R/2000601 PM File folder
* i Working- . )

Chon duwong dan

= Sirdung cé4c tir khda nhu hinh trén dé tim kiém:
- Kind: tim kiém theo loai tap tin
- Date modified: tim kiém theo ngay thang tao tap tin
- Type: tim kiém theo kiéu dir ligu.
- Size: tim kiém theo kich thudc tap tin

- Dé két hop nhiéu loai tim kiém trén ta c6 thé: két hop nhiéu cach tim kiém
bang cach lap lai cac thao tac & trén hoac nhap truc tiép cac 1énh tuong tng
vao khung tim kiém nhu sau:

I—
- | +3 | kind:=document size:small typei=.doc|  x |
=~ O .@.
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2/ Tim kiém dang nang cao:

=  Tu Menu Start nﬂhap tor khpa vao o tim kiém sau do Click, chuot vao “See more
results” thi sé hién thi ra tat ca nhirng File co lién quan dén tir khda cé trén may
tinh.

w/« See more results (\

‘ thisi |s an example search| X | Shut down | » |

@2

3/ Tim Kiém theo ndi dung:

=  Bim nGt ALT dé xuat hién thanh menu trong cira s6 Windows Explorer ,
chon Folder Options

K/“ J |4 » Libranes »
L

file Edt Yiew [NOOIN Help

Organize v e Map network drive... '
Dizconnect network drive.
{ Favorites Open Sync Center. 1
Bl Desktop [
Fol o
& Down older options,
L Rece & Documents
= 4 < g
. Pictures
~ Libraries . L
D 4
* Documents
o' Music

= Chon tab Search, roi danh dau tich vao muc Allways search file names and
content > OK

Folder Options ' —
:Generalil View 7; Search
What to search

@ in indexed locations, search file names and contents
in non-indexed locations, search file names only.

) Always search file names and contents tthis might take
several minutes)

How to search

Include subfolders in search results when searching in file
folders

V| Find partial matches
Use natural language search

"] Don't use the index when searching in file folders for system
files (searches might take longer)

When searching non-indexed locations

[¥] Include system directories
Include compressed files (ZIP, CAB..)

( ok ][ cancel ]
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4/ Ung dung Paint:

Khoi dong: chon 1 trong cac cach sau:

Start -> Programs-> Accessories - > Paint
Start -> Run -> Nhap vao text box : mspaint
Tim kiém trén menu: vao Start -> nhap Paint -> Click chon Paint.

St dung cac menu tools:

Pencil (bat chi): dé v& bang chudt
Fill With Color: Binh td mau cd thé td nén cho tat ca nhirng vung khép kin nao

trong trang gidy veé.

Eraser: Tay, dung dé x6a cac ving/diém trén anh theo y mudn.
Color picker: Thir mau. Ban trai chuét la chon color 1 (mau veé), phai chuot la

color 2 (mau nén). Khi copy mau, ban c6 thé diing n6 v& lai gidng hét mau da
chon, hodc click vao Edit color d¢ xem céc gia tri cau thanh mau nay (RGB)

Megnifier /Zoom: Sir dung chiic nang kinh phong dai dé nhin rd va chinh xac

hon.

I11.NQI DUNG THU'C HANH:

Yéu cau: sinh vién tién hanh format nhanh 6 E:\

1: Tim Kiém tap tin|

1/ Tao cay thu muc sau:

Tai thu muc goc E:\ tao thu muc “THUC_HANH”

Hay tao 3 thu muc Ian luot 13 INTERNET, MAY_TINH, MAY _IN vao thu
muc THUC_HANH

Trong thw muc MAY_TINH, tao 3 thu muc con la IBM, MULTIMEDIA va
COMPAQ

Trong thu muc MAY _IN, tao 2 thu muc con la HP va EPSON.

2/ Tim trong 6 C:\ va sao chép vao cic thw muc twong ung:

a. 3 tap tin co phan kiéu (dudi\phan mé rong) 1a “INI” va kich thuéc >= 10 KB luu
vao thu muc IBM.

Ghi cach tim:

b. 3 tép tin co kich thudec <= 10 KB va ngay tao trong thang hién hanh, luu vao thu
muc EPSON.

Ghi cach tim:

c. 1 tap tin Wordpad luu vao thu muc EPSON.
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Ghi céch tim:

d. Mot vai tap tin Multimedia (Music, Video, Picture) vao cac thu muc tuwong ung.

Ghi céch tim:

e. Doi biéu twong thu muc IBM nhu hinh sau:

=» O

f. Tim 2 tap tin ¢6 ndi dung chra chir “Microsoft” luu vao thy muc MAY TINH.

Ghi cach tim:

g. Doi biéu twong 1 tap tin trong cau f. Hay cho biét tap tin d6 gap su ¢b gi khi mo
file?

Bai tap 2: Paint
Hudng dan: sir dung cong cu Snipping Tool. Chyp hinh theo mau bén dudi, mé tmg dung
paint dan cac hinh da chuyp vao.

a) Chup/cit cac biéu tuong sau dan vao paint:

o 2 HEEE HEER N |
A\ . . Ed;
colors

b) Su dung cac cong cu x06a, t6 mau,...trong paint dé chinh sura lai hinh trén nhu sau:
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&

.+~ HENECEEENSS

& Q |
Edit
colors

c) V& thém 2 hinh bén dudi luu bai vao thy muc THUCHANH

S ”Eﬂ

Bai tap 3: Interne

1/ Thiét 1ap trang chi IE:

= Thiét 1ap home page la: http://www.stu.edu.vn .
=  Delete Cookies: x6a céc File Iuu trir cac thdng so khi truy cap trang Web.
= Delete Files: x6a toan bo noi dung cua tat ca céc trang Web.
= History: Xdéa toan bo lich sir duyét web.
= Mg mét trinh duyét web méi dé kiém tra thong tin vira cai dit ¢ trén.
2/ Cai dat - Luu trir thong tin:

=  Sinh vién format nhanh 6 dia E:\ sau do tao thu muc E:\Internet

= Mo trinh duyét web, g dia chi http://www.google.com.vn trén thanh address cua
trinh duyét, gd noi dung tim kiém vé cach thay doi duong dan luu file tai vé. Dya
theo cac budc chi din, yéu cau sinh vién thiét lap lai duong dan sao cho cac tap
tin tai vé nam trong thu myc INTERNET. Yéu cau:

= Download mét file vin ban bat ky tir website STU. Kiém tra tap tin vira tai vé c6
mac dinh trong thu muc INTERNET hay khéng?
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=  Pat bookmarks cho trang vira tim kiém & trén > dong trinh duyét web = mé lai
trinh duyét web va xem lai trang vira duoc danh dau.
3/ Tim tai liéu:

a. Tim kiém 1 file van ban .pdf noi vé cac thu thuat tim kiém trén google, ban hay go
ndi dung can tim theo yéu ciu cia dé bai vao dong bén dudi, kiém tra xem co
dung v6i két qua cua gido vién khong?

b. Chon 1 tip tin vira tim dugc & trén download vé may luu vao thu muc
INTERNET. Kiém tra xem tap tin vira download c6 dung kiéu dir li€u tim kiém
hay khong?

Bai tap 3: Mail

Moi sinh vién tu tao 1 dia chi Mail riéng (str dung Yahoo mail, Gmail, Hotmail...xem cach
tao trong sach 1y thuyét). Trong hop mail vira tao, yéu cau sinh vién thiét 1ap cac thao tac sau
(duéi sy hudng dan ciia Thay/Co day thuc hanh):

= Tao 1 nhan mai cé tén “Facebook‘*.

= Tao 1 bo loc yéu cu: loc tat ca thu do facebook gui dén, bo qua hop thu dén
chuyén thang dén hop mail c6 nhan “Facebook**.

= Chup man hinh vira tao Iuu trong thu muc INTERNET
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I. MUC TIEU

Sau khi thuc hién bai thuc hanh nay, sinh vién co thé:

Moi truong lam viée Microsoft Word

Tao, luvu, mé mot file Word
Céc thao tac co ban dé soan thao 1 van ban.

DPinh dang font chir, kich cd.
binh dang doan van, canh 1é.
Pinh dang trang van ban.

Pinh dang TabTop

Il. TOM TAT LY THUYET:
Giao vién hudng dan sinh vién lam quen véi méi trudng Word.

= Céch tao 1 file word méi, luu file trong 6 dia, quan ly file.
»  Trudc khi nhap 1 van ban can dinh dang:

- Kiqéu chir (font): Click vao khung Font chon kiéu thich hop cho van ban. Cac
kieu tieng Viét thuong bat dau bang VNI- (Font VNI), Vn (Font ABC),
Unicode ...

- Bang ma: tuy chon bang ma phu hgp vai tirng loai font ¢ trén.

- Co chir (size): Click vao khung Size chon ¢ chir thich hgp. Van ban théng
thuong c6 c& chit khoang 11, 12 (points),...

= CO thé chon kiéu, ¢& chix, trang tri chir bang cach vao thuc don Format\Font ...
= Cai dit thdng s6 Unikey: (C6 nhiéu cach ma hop thoai Unikey). Double lick vao

uli
n

9 (d 4 - -
bieu twgng By trén man hinh Desktop, xuat hién hop thoai:

"ol T, =

Bidu khién —
Bang ma: ’Unicode Vl
Phim chuyén: (@) CTRL + SHIFT (ALT+Z

-

| Théng tin ‘ ‘ Mac dinh |

l | @ Huwing dén

= Thgt 1& doan: Thut I& doan cho phép ban xac dinh van ban trong mét doan canh
Ié khac nhau. C6 mét so6 tuy chon cho viéc thut lé:

- First Line: Biéu khién duong bién bén trai cho dong dau tién caa doan.
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- Hanging: Diéu khién duong bién trén tréi v6i tat ca cac dong trong mot doan
ngoai trir dong dau tién.

- Left: Biéu khién duong bién bén trai vai moi dong trong mot doan.
- Right: Biéu khién duong bién bén phai véi moi dong trong mot doan.
= Yéu ciu sinh vién sir dung thanh thao c4c nat diéu khién nhu hinh sau:

i p— [T —

feadii v 11+ A" A7 | Aav tileis = 4]
U - ahe x, 3 S ay{ First Line Indent marker }, 0
Font
SRR =T E
x LHanging Indent marker }
[ Left Indent marker ]

= Pé thut I& doan, ban c6 thé thuc hién nhu sau:
- Kich nat Indent dé diéu khién thut I&.
- Kich nat Indent thém vai lan dé tang kich thugc thut I&.

Paragraph I

Khoa Cong Nghé Thong Tin 25



:0{0J Kl DINH DANG VAN BAN + TAB

I11.NQI DUNG THU'C HANH:

Trinh bay cac vin ban c6 ndi dung bén dudi, phin tén tap tin va dudng dan luu bai do gido
vién qui dinh.
Bai tap 1:

1/ Str dung bang ma Unicode:

Damh mgom

“Nguoi doi co thd ghét ban bsi ban khac
biét va khong dé cho minh gidi han boi sy
tam thuong. Nhung sau tham trong ho, ho
wdc gl minh c¢6 da can dam dé lam duoc
diéu tuong tu” (Steve Jobs)

“N gﬁm lai muc tiéu cuia minh hai lan mdi
ngay dé co thé tip trung vao theo dudi n6d”
(Les Brown)

“SI_J: kién nhan 13 cay ding, song qua cia no thi
lai ngot ngao” (Ngan ngit Phap)

2/ St dung bang ma VNI Windows:
Sinh vién 1am theo huéng dan cua gido vién, sao chép doan vén ban trén, chuyén thanh
bang ma VNI Windows va dinh dang font lai theo yéu cau sau: (HD:su dung phim tat
Ctrl+Shift+F6 dé chuyén bang ma):

Nipuais b ot 42 gt bigm G lenns b

//// v K%ﬂy A8 ot //M‘/Zf Y /;é;/z/ (s 0

V22 //szwy W%&/y S Kisr veng % %

W gt 1infs cé A can b A8 L Aorrie
“‘ZZM: lai mue tiéu eda minh hai ldn méi ngay dé
6 the tap trung vao theo dudi né” (Les Broavn)

‘?51; kidn nhdn [ ray ddng, song gud ria nd thi lai ngot ngiao”

(Aggn ngt Phdy)
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EEYRE A Y u cau sinh vién tao va dién cac thong tin vao cac muyc trong hinh 1:

PHIEU THONG TIN
F IO

1./ Ho tén sinh vién: Hinh 1
2./ Ngay sinh:
3./ Lop:
4./ So thich:
& Thé thao:
¢ Giai tri
& Am thuc:

* ..
*x Thuc an:

* , £
xx Thirc uong:

5./ Ning khiéu:
¢

Duya vao ndi dung bai tap 2, thém dinh dang Tab theo bai mau bén dudi: (yéu cau huéng
dan sinh vién canh tab theo dang 1: “Nhdp liéu truéc = canh tab sau”)

PHIEU THONG TIN

&0
1./ HO ten SINN VIEN & cviiiiiiiiiciie ettt ere e be e b re e
2./ Ngay sinh USSP PRV URUROPPPRO
3./ Lop SO UROSRP
4./ S¢ thich L ettt eeieeeeereeere e eeieieeeteeere e e ieeereter e eatererr

& Thé thao
¢ Giaitri
& Am thuc

* ..
*x Thirc an

> ’ A .
xx Thurc uong

5./ Nang khiéu:
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Yéu cau sinh vién nhap dir liéu gia 4 doan, mdi doan 1 cau. Sau d6 st dung chirc nang
“Borders and Shading” trong nhom Iénh paragraph dinh dang nhu bai tip mau bén dudi. HD: dung
ham =rand(4,1)

¢ On the Insert tab, the galleries include items that are designed to coordinate with the overall look of
i your document.

PR

You can use these galleries to insert tables, headers—festers, lists, cover pages, and other document
building blocks.

You can easily change the formatting of selected text in the document text by choosing a look for

the selected text from the (Quiick Styles gallery|on the Home tab.
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EEREIEE Sau khi hoan thanh céc bai, sinh vién tao khung vién cho trang, mau vién tity chon:

- - " .
IE“ H9-0]|- Documentl - Microsoft Word > - = P4

File Home Insert Page Layout References Mailings Review View a @
e
Borders and Shading a 4 Find ~

fac Replace
= = Borders Page Border |§hadmg | il

Setting: Style: Preview

3 Y Calibri(Body) -~ 11+ AT AT | Aa- | #)
Ea

Paste B 7 U -ae x, X - ® . A
¥ —

kg Select -

Clipboard & Font =
- Click on diagram below or use
i"""'i"\--‘1--‘I-”2-‘-I”-3‘--‘--4 Hone = buttons to apply borders

Editing

[» (&)

Shadow

Apply to:

Whole document

i
(s
()« 0 » |4

Page:10f 1 | Words:0 | English (US) | |[@Eﬁ EE a0% (=)—1J

e e - o 23 |
s /‘ - . : EN a [F il e 12:38 PM

19/10/2015
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TAB (tt), TABLE, COLUMNS

I. MUC TIEU:
Sau khi thuc hién bai thuc hanh nay, sinh vién co thé:
=  Dinh dang TabTop(tt).
= Cach chia cot.
=  DPinh dang van ban bing Dropcap.
Il. TOM TAT LY THUYET:

= Chia cot (Columns): Chon menu Page Layout \ Columns \ Chon s cot can chia.

=  Co6 2 cach tao Column:

- Nhap liéu trudce chia cot sau, cha y khi chon van ban khéng duoc chon qua ki

hiéu enter (T )cudi clng trong van ban.

- Chia c6t trudc nhép liéu sau. Su dung Page Layout \ Breaks \ Columns hogc
phim tat Ctrl-Shift-Enter dé chuyén sang cét tiép theo.

= Trong co6t c6 sir dung Dropcap thi ta phai chia cot tru¢c => sir dung Dropcap sau.
= Trong cac dbi tuong Shapes, ta khong chia cot dugc (vd: textbox)

I11.NQI DUNG THU'C HANH:

ERRETIBIChia cot:

a. Yéu cau sinh vién nhfip dir liéu gia 4 doan, moi doan 3 cdu. Sau dé chia cét cho mai
doan nhu bai tdp mau bén dwdi. HD: dung ham =rand(4,3)

On the Insert tab, the can use these galleries to
galleries include items insert  tables,  headers,
that are designed to footers, lists, cover pages,
coordinate with the overall and other document

create pictures, charts, or
diagrams, they also
coordinate with your current
document look.

look of your document. You
Y ou can easily change

the formatting of
selected text in the
document text by choosing a

building blocks. When you

from the Quick Styles gallery on the Home tab. You can also
format text directly by using the other controls on the Home tab.
Most controls offer a choice of using the look from the current
theme or using a format that you specify directly.

look for the selected text

I:Io change the overall look of your document, choose new
Theme elements on the Page Layout tab. To change the

looks available in the Quick Style gallery, use the Change

Current Quick Style Set command. Both the Themes gallery and

the Quick Styles gallery provide reset commands so that you can

EANEN the coordinate with the

document.

the your

galleries ~include You can use these
items that are galleries to insert create
designed to tables, headers, charts,

footers, lists, cover

O Insert overall look of pages, and other
= tab, document building
blocks. When you
pictures,
or

always restore the look of
your document to the
original contained in your
current template.

diagrams, they also
coordinate with
your current
document look.
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b. Yéu cdu sinh vién nhdp dit liéu gia cho I doan c6 11 cau va I doan 4 cdu. Sau d6 chia cot nhu

bai tdp mau bén dwdi. HD: dimg ham =rand(1,11) va =rand(1,4)

IOn the Insert tabI

the galleries include items
that are  designed to
coordinate with the overall
look of your document. You
can use these galleries to
insert tables, headers, footers,
lists, cover pages, and other
document building blocks.

hen you create
pictures, charts, or
diagrams, they

also coordinate with your
current document look. You
can easily change the
formatting of selected text in
the document text by
choosing a look for the
selected text from the Quick

TUQI TRIE

Styles gallery on the Home
tab.

ou can also format
text directly by using
the other controls on

the Home tab. Most controls
offer a choice of using the
look from the current theme
or using a format that you
specify directly.

0 change the overall

look of your

document, choose
new Theme elements on the
Page Layout tab. To change
the looks available in the
Quick Style gallery, use the
Change Current Quick Style
Set command.

oth the  Themes
gallery and the Quick
Styles gallery

provide reset commands so
that you can always restore
the look of your document to
the original contained in your
current template.

n the Insert tab, the
galleries include
items that are

designed to coordinate with
the overall look of your
document. You can use these
galleries to insert tables,
headers, footers, lists, cover
pages, and other document
building blocks.

Lo L esr D Lz L, the galleries include items that are designed to coordinate with
the overall look of your document. You can use these galleries to insert tables, headers,
footers, lists, cover pages, and other document building blocks. When you create pictures,
charts, or diagrams, they also coordinate with your current document look. You can easily
change the formatting of selected text in the document text by choosing a look for the
selected text from the Quick Styles gallery on the Home tab.

(PV LAN ANH thurc hién)

Khoa Cong Nghé Thong Tin
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Bai tap 2: JELI

Luru y: D6i v6i nhitng bang phirc tap, dau tién ta tao 1 bang gdm 1 dong 1 cot => str dung split cells/
Merge cells dé chia ra hodc nhom lai thanh s6 cot theo mong mubn cua tirng dong. Chi ¥ nén dung
phim tab dé tao dong ké tiép, va thao tac twong ty. Khi trong bang co sir dung Tab ta phai két hop to
hop phim Ctrl+Tab dé thay thé phim Tab. (yéu cau hudng dan sinh vién canh tab theo dang 2:
“Canh tab trucc - Nhap liéu sau”)

Mau 1:

Ké& Hoach Cong Tac Ngoai Gio

Thai gian tir ngay ..../..../....dén .../ .../ ...
Cha nhat
Tha 7 .
Hoc tap Thé thao

Sang Hop bao Chinh tri Thi d3u cau léng
Chiéu Sinh hoat doan Yan hoa Thi d3u bong da

Lu'u y:

O Chudn bi e di TINh o, 12 ché.

O Théng bao ddi bong thi dau ............ccciiiinn, 7 ngudi

PHIEU BAT MUA BAOD

Lo -
Pia chi nhdn tap chl @ s ———————
2 E xBTS

B mua ThE ik Vi Tink — BC Ward cho

* ] opim --—---- (I4:d'-1215.0004) I o L
s ] pdmy - (12:4'—72.000 &) T ehdng...ooeeeea
» DO¢hing--—----- 9 zd—356.0004) T thidng.....coevirererecnnns
» 6 thing-------- (6zd—39.0004) T thdng.....ooeriererenecannas

PC WORED

i
=
me
-
kT
[
may
ka3
e
Ly
Ea
B
3
]

i
-
3
7-5
I
i

=

o
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EEYRERER: St dung TabTop(tt), sinh vién canh tab ¢6 thé chon 1 trong 2 dang da hoc:
=  Nhap liéu trudc — Canh tab sau
=  Hoac: Canh tab trudc - Nhap liéu sau

GIAY CHUNG NHAN SUC KHOE

(Bigu khién cac phwong tién giao thong co gidi)

; T B e i —
Anh NG AN Y AMESIN im0 50 0505 000 5 0 0 R A SR R S S S R
3x4 CO QUAN CANG TAC ..o
ML L= ——————
( ) Mo DRKHK thirrng trd .

_ 1. KHAM
The lyc
ChiB U a0 s S S S S S NS S cm BT T oottt ky
Yong ngue trung binh cm
B ehOpetaVithiayy s o oo o annnnannmmnnnnnnsss kg
Fay khongthudnsssossssssrsssrsssrsssss kg
Ewe keohan s e e kg
Mat
Thi lwe: Mat phai khang kinh ... cokinh ...
Mat trai khdng kinh ... o1 4
BN s s s s s s s s e s IR
O S s
B BN B TN A oo

Tai — Miii — Hong

ll. KET LUAN

(Cé di sirc khde dé diéu khién cac phwaong tién giao thng co gidi khdng? Diéu khién dwac loai
phuwang tién nao?)

Trwérng doan kham
(Ky tén, déng ddu, ghi rd ho tén)
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I. MUC TIEU

Sau khi thuc hién bai thuc hanh nay, sinh vién co thé sir dung dwoc Cac dvi twong dé hoa ciia

Word

= Céc ddi twong Drawing
=  WordArt

= Ddi tuong Picture.

II. TOM TAT LY THUYET

= Surdung Shapes chu y cac thao tac sau:

- Xoay shape (nhan vao nat xanh 14).

- Sira d6i hinh dang (chi sir dung dugc khi trén shape xuat hién hinh thoi mau

vang)

B

2

A

vy
i

1B c b
% Bringto Front » | & Bring to Front - Bring Forward - |2
&L, sendto Back | v |y Bring Forward 24 send Backward - L]
% Hyperlink... E) Bring in Front of Text % Selection Pane Sk
@ Insert Caption.. E In Line with Text
Wrap Text b E Square
Set as Default Shape e Tight
W Through
- Ché do d hinh: [&] Top and Bottom
- Xac dinh vi tri chén doi tuong d6 hoa (WrapText): B Benind Text
Ap dung cho cac doi tugng do hoa: Picture, In Front of Text
ClipArt, Textbox, Shape, WordArt.
:i_rI E ap Poin
| More Layout Options...
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I11.NQI DUNG THU'C HANH

Bai tap 1k Dung Shapes, WordArt va cac cong cu tao hi¢u img 3D, Shawdow ... Sinh vién
tao dir liéu gia bang cach gd cong thirc nhu sau: =rand(1,10)

, the galleries include items that are designed to coordinate
with the overall look of your document. You can use these
galleries to insert tables, headers, footers, lists, cover pages,

ON THE INSERTTAG
and other document building blocks. When you create

pictures, charts, or diagrams, they also coordinate with your current document look. You can easily

% 3 %

change the formatting of selected text in the document text by choosing a look for the

SL  selected text from the Quick Styles gallery on the Home tab. You can also format text
~ directly by using the other controls on the Home tab. Most controls offer a choice of using
Q  the look from the current theme or using a format that you specify directly. To change the
& overall look of your - document, choose new
QO  Theme elements on s Sy ~ the Page Layout tab.
ms TO change the looks { a available in the Quick
S.  Style gallery, use the T S Change Current Quick
™S  Style Set command. \ | o N Both the Themes
Q gallery and the Quick \\ "\ ~ \ Styles gallery provide
. reset commands Sso ~ J that you can always
-~ restore the look of ~ ~ . your document to the
original contained in ~~,“‘ your current template.
R  On the Insert tab, the galleries include items
°™  that are designed to coordinate with the
& overall look of your document.
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EEE: Su dung ClipArt, Picture dinh dang vén ban theo bai miu. Sinh vién tao di li¢u gia
bang cach gd cong thire nhu sau: =rand(1,15)

ned to coordinate with the overall
es, headers, footers, lists,
e pictures, charts, or
n easily change the

-ar the selected text from
2ctly by using the other
\ook from the current
woverall look of your
Page Layout tab.
Style gallery, use

On the Insert tab, the galleries :

look of your document. You c#*
cover pages, and other dc.um
diagrams, they also coordinate v\
formatting of selected text irfiggpdsis

the Quick Styles gallery on the HomeNg:
controls on the Home tab. Most contr 5
theme or using a format that you specify i
document, choose new Theme elements on the

To change the looks available in the Quick \
the Change Current Quick Style Set \ /

command.
Both the Themes gallery and the Quick ( 7 Styles
gallery provide reset commands so that you - can always
restore the look of your document to the By original
contained in your current template. On the Insert tab,

the galleries include items that are designed to coordinate with the overall look of your
document. You can use these galleries to insert tables, headers, footers, lists, cover pages,

and other document building blocks. When you create pictures, charts, or diagrams, they also
coordinate with your current document look. You can easily change the formatting of selected
text in the document text by choosing a look for the selected text from the Quick Styles gallery
on the Home tab.

EERER): St dung chire niang SmartArt dé tao so do sau:

e 10 diém
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EIREIR. St dung chirc nang Chart dé tao biéu do sau:

Sales

M MuUaxuan ®EMduaha &Muathu ®Muoadéng

: Tao cong thirc tinh toan:

. sin’x = tg° Y = 1s Y,
b /b 1+1tg°x n< '
tga+tgb (ax+b)™ »

tg(axb)=——-—""— Ty
g(axb) 1 tgatgh j(ax+b)d 20+ ) +Cc véi a=0,n%0

1+cosx khi x>«
Chof(x)={ 2  khix=z Tim l1m f(X)
1-x? khi x <7 X—=>7r

a
hm ln(l + i)dx =2 V2 x"Ldx
n—)wfj \/; I > > (a>0,neN)

0 va©—x
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I. MUC TIEU
Sau khi thuc hién bai thuc hanh nay, sinh vién biét cach trén thu co ban.

Il. TOM TAT LY THUYET
Buée 1: Chuan bi: Tao 2 file gém:
- File 1: chira dir liéu cac thong tin can guri (co thé tao bang word hoic excel)
- File 2: thiét ké form mau nhu: thi¢p moi, thu moi, giay bao...
Budc 2: tién hanh tron thu theo sy hudng dan cia gido vién.
- Vao menu Mailings \ Start mail merge \ Letter
- Lay dur liéu nguon: chon Select Recipients\Use Exsting List...(chi toi file 1)
- DPua cac field vao vi tri can chén.
- Xem ket qua: nhan nit Preview Results.
Budc 3: Xuat két qua ra file bo céo.

. \ A A 2, a
- Sau khi hoan tat tron thu, chon ¥ Aute Checkfor Errors

- Chon:
Checking and Reporting Errors @Iﬂ—h]

Simulate the merge and report errors in a new
document.

-

Q égomplete the merge, pausing to report each
ierror as it occurs.

Complete the merge without pausing. Report
errors in a new document.

0K ] ‘ Cancel

e

I11.NOI DUNG THU'C HANH:

1/ Tron thu:

a. Tao file 1 voi tén E:\ DSLop.Docx, sinh vién dién c4c théng tin sau:

Stt Ho tén MSSV

AW |IDN| P

b. Tao file thir 2 véi tén E:\ Thumoi.Docx, dinh dang theo mau sau:
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Truong Pai hoc Céng Ngh¢ Sai Gon Cong hoa xa hdi chu nghia Viét nam
Khoa CNTT: 180 Cao Lo, phuong 4, quan 8 Doc lap-Ty do-Hanh phtic
7538234567 — 38234568 T X3

THU MOI

Ban chdp hdanh doan Khoa trdn trong kinh moi:

Sinhvién :—MSSV:

Vao luc  : 14900, ngay 26/11/2016 dén tai: P.204 (Khu A)
Ly do : Hop dai hoi doan Khoa CNTT

Tran trong.

Tp.HCM, ngay 18 thang 10 nam 2016
Ban can su lop
(Ky tén)

c. Tién hanh tron thu, yéu cau xuétofile ké't qua gidng cu trac ciia man hinh bén dudi
(HD: Sir dung Next Record dé xuit ra 2 thong tin khic nhau trong 1 trang
giay.) = luu file E:\Baitapl.docx

Mid»- o] "2_Thu moi.docx = Micro or -I Table Tools '_
Home Insert Page Layout References Mailings Review View Design Layout v @
) e B
— -
|| . N
s D hce Chng i E
hos CONTT 130 Cae LA, phoes 4.quind BicpTy dodionh phic ‘
=si2se -samases 1
i THU MOI B
= [oaa ciatp bach Gsea Kisa waa woeg ek m
g s vite - 520 D
& Faoter 14500, agey 05042012 Sha i P04 (K A)
- fvdo Hop d3i b% doas Koa ONTT
- [Frtewoez
- Tp HOM agay 18 ez 06 28 2010
- Ban chnsvlep
2 @y e
=
[l N —— -
: P oy i be gty desich phie
5 oase -gimess [ 9
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O TRON THU

2/ Tao bia thu:

Dua vao file E:\ DSLop.Docx, yéu cau tao bia thu dang nhu sau:

Wdo-0&7 - 2_Envelopes - Microsoft Word
File me | Insert Pagelayout Referances Mailings  Revie
= libri (Body) - A A - | = = BE G z /
Calibri (Body/ T AN A 2T | aasbcene AsBbcede AaBhCe AaBbce AAB aapbce assbcene asbcene .|
- B I U-sx, x° 2-A- |- | Thormal |tNoSpadng Headingl  Heading2 Title Subtie  SubtleEmp. Emphasis | 4|C

Trwémg DH Cang Nghé Sl Gon
Khoa Tin Hoc
180 Cao LS, Phiromg 7, Quin 8

Kinh givi  : «HQ_VA_TEN»
Lép D16_THOL

Page: 10f 1 | Wards: 23 | English (US) | 53 ST

(]
o
[
~

Huéng dan:
- Click menu Mailings \ Start Mail Merge \ Envelopes\ Chon khd bia thu.

Envelope Options ? et

: Envelope Options | Printing Options
Envelope size:
Size 14 (5x111/2in) b
Delivery address

Font... From left: |Auto =
From top: |Auto =
Return address
Font... From left: |Auto -
From top: |Auto =

Preview

Cancel
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- Tién hanh tron thu nhu bai tap 1. Yéu cau xuit file két qua = luu file E-\Baitap2.docx

LN | &9 |- 3 Thiet ke bia thu - Microsoft Word — o X
% A = iEiE = = i b, o y i
A\ A A LT BbCcDc AaBbCcDc ‘,r\‘l D AaBbCcDea %
Paste B I X, X - e Select »
L =
I
Kinhgii +Dao Duy i i
ME T TCsA101740
Lop  :CIOTHOD
Kinhil Nguyé
NS TeS10
Lop  :CI0.THOD
-
s
‘ . -
Page: 1 of 43 | Words: 1.214 | E

10:16 CH
=

> 20/09/2016

3/ Tao bia thw + ndi dung thw trong cung 1 file:

Duya vao file E:\ DSLop.Docx va E:\ Thumoi.Docx. Yéu cau tao tron thu theo dang
nhu sau:

w e &9 3 _Envelope va Label trong cung 1 file - Microsoft Word = o X
]J = =N S == = = o]
R ; - 3 Show Mark )
- i Re
B
skt
py
sy
sy
x5
r v
f
/ e
23

Page: 1of 2 | Words:202 | English (uS) | 23

Huéng dan:
- Dung ham Rand(1,8) thém di liéu gia vao phan 1y do trong file E:\ Thumoi.Docx.
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O TRON THU

- Click menu Mailings \ Click Envelopes trong nhoém 1énh Create\ click nat “Add to
Document”.

Envelopes and Labels ? X
Envelopes  Labels

Delivery address:

[ ] Add electronic postage

Return address: [ omit
A | Preview Feed
: .
v

Before printing, insert envelopes into the following printer tray: Virtual Bin.

Print Add to Document Options... E-postage Properties...

’ Cancel

- Tién hanh tron thu nhu bai tap 1. Yéu cau xuat file két qua = luu file E:\Baitap3.docx

wd @T= 4_Envrlope va Letter trong cung 1 file - Microsoft Word s a %
. + A A - At A ~ A nBRA AT ’ B AnD r ’ A :
A T AaBbCcr AaBbCcL AaB AaBbCcl
B I X, X

L 28 :_,
= : N

rHU MOI THU MOI

THU MOI THU MOI THU MOI
-
= N
THU MO I THU MOI \ THU MOI s
*4_Envriope va Letter trong cung 1 file*: 39.217 characters (an approximate value). 3 'y (+
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O TRON THU

ON TAP WORD:

an the Insert tab, the ssssss incude
it=ms that are dezizgned to

with the overall look
of your document. You can theze
reda=es 10 insert tables, headers,
footers

:

lizts, cower pages, and other
building blocks.

! |document look. ¥ou can easily change the formatting of selected text in the
| | document text by choosing 3 look for the selected text from the Quick Styles gallery
i ic-n the Home tab.You cam ako format text directhy by using the other controls on the
Home tab. Most controls offer 3 choice of using the look from the current theme or wsing 3 format that

you specify directhy.

Ohiil - Treng Columns oo 50 dung Droplap thi chia Columns trudc Bm Dropcap sau

To change the owverall look of Layout tab. To change the looks available in the Quick style gallery,
your document, choose new uze  the Chamge Current Quick Style 5=t command.

Theme slements on the Page

& Thire hanh Tin Hoc Dai Crrong b
=

*  Wwindow 24 &

*  Word 44 ::.

*  Excel A4 f;a

o-v-0

Both the Themes gallery and the Quick Styles zallery provide resset

[ﬂ commands o that you can always restore the kook of your document to n]
the original contained in your current template. On the Insert tab, the L

ook of your document.

zalleries include items that are designed to coordinate with the owverall

Khoa Cong Nghé Thong Tin
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KIEM TRA GIUA KY

THANG DIEM 10 (chiém 50% diém mén hoc).

NOI DUNG THI: tir budi 1 dén budi 7. C6 3 phan:
1/ Windows 7

2/ Internet

3/ Word




POWERPOINT

I. MUC TIEU:

- Trong bai hoc nay, sinh vién s& hoc dugc cach xdy dung bai giang dién tir, bai thuyét
trinh...
- th‘in mém Microsoft PowerPoint cho phép ban tao dung nhitng slide thé hién nhimng chii
diém, thong di¢p di kém v&i nhiing hi¢u ung.
Il. TOM TAT LY THUYET:

1/ Design: chon cac mau thiet ke co6 san.

Eid9- 0 owerPoint (Pro (=Sl
m Home  Inset | Design | Transitions  Animations  SlideShow  Review  View > @

B & B s ss
=/ [A]Fonts ~
P Sid
e Oniaations [] ertects - [ Hide Background Graphics
Page Setup Backgroun:
Slides | Outline | punein
g
a
O feel]s [
==
Aa E s ]
Enable Content Updates from Office.com...
[E) Browse for Themes..
Q| Sove Current Theme..
Click to add subtitle
‘ Click to add notes E
Slide 1 of 1 | "Office Theme™ | English (US) | [ElEms 30— U: @ (3

2/ Transitions: hiéu ing chuyén trang.

B e R e A T —
[ i

Home  Inset  Design | Transitions | Animations  SlideShow  Review  View @
s E 4, Sound: NoSound] - | Advance Siide
= © Duration: 0200 3 On Mouse Click
Prea = = = «l oo = 1] i) =l Eifec .
L Optians - | 30 Apply To All [ After: 00:00,00 &
None cut Fad 2 Wipe Split Reveal  RandomBars  Shape Uncover A
Previe Timing
Slid [#]
N Flash

mhis
B e
E
]

® @ ¥ @m B

Dissolve Checkerboard Blinds Clock Ripple Honeycomb Glitter Vortex Shred Switch

E m W & §
Flip Gallery Cub Doors Box Zoom

Dynamic Content
.

- n

H F O O T @ &
Pan Ferris Wheel Conveyor Rotate ‘Window QOrbit Fly Through v |

Click to add subtitle

Click to add notes

Slide 101 | “Office Theme™ | English (US) | [EEez o 0 @O
m < TSR B ™ e P

Il WA 1 Al PRSI




POWERPOINT

3/ Animations: hi¢u wng trén ddi twong.

| —————————

Format )
e* W anmationPane | b sta ~ Reorder Animation
o goer - Duratio : ove E
Animation - e -
Adva Timing
.
Wheel
{ v X A < l’ )
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate  Darken Lighten B .
i T
A
- e |
( k i k = & g |
Transparency  Object Color  Complemen... Line Color Fill Cal Brush Color Font Color Underline \1I
7
B " ’ |
Bold Flash  Bold Reveal Wave |
o
A A »
S ] o dd subtitle
Fly Out Float Out Split Wipe Shape Wheel
ahe o
¥ o*® W
Zoom Swivel Bounce
~ — o
Lines Arcs Turns Shapes Loops Custom Path
Sk More Entrance Effects.
#$  More Emphasis Effects...
HE More Exit Effects
# More Motion Paths..
Slide 1 of 1 | “Uffice Ineme™ | G35 Englisn (U:s) | IEEEERETe oN=]
. = =

1:49 CH

EN o (¥ oy
E7 L2 b 23/05/2015

4/ Animations Timing

b Start: On Click v

& Durati On Click
B Delay: With Previous
After Previous

I11.NQI DUNG THU'C HANH:
1/ Sinh vién lan lwot thwe hién cac buéc sau:

- Mo ung dung Powerpoint, tao 1 file luu vai tén E:\baitapl.pptx

- Tao moéi 4 slide.

- Chén 1 miu Design tuy thich cho toan bd silde, riéng slide thir 3 1a dé tréng.

- Chen Slide number, date cho toan bd slide.

- Chén noi dung cho Footer: “Bai tdp thiét ké Powerpoint”.

- Chon lai méu Design khéac, quan sat cac phan number, date, footer ghi lai két qua nhin
thay:




POWERPOINT

2/ Sinh vién 1an lwot thém ndi dung vao cac slide nhw sau:

- Slide 1: Chon 1 layout phu hop, nhap théng tin cta sinh vién gom: ho tén, mssv, email,

s& thich.

- Slide 2: Chen mét file phim co sdn trong may tinh, y/c cat bét file phim sao cho thoi
gian trinh chiéu doan phim nay con lai 30 gidy.
- Slide 3: Chon layout dang Blank, chén: 1 Clip Art, 1 Shapes, 1 WordArt nhu sau:

- Slide 4: Chén 1 SmartArt tiy ¥ theo cAu trac ndi dung nhu sau: Truong STU c6 7 Khoa
(liét ké ra) va cac phong ban (liét ké it nhat 4 phong ban). Thi€t ké theo dang cay bén
dudi. Yéu cau: cé sir dung thém change color va smartart style.

STU
Kr;oa Phonlg ban
-1 CNTT Tz‘liI vu V\;
- QTKD
— V...

3/ Sinh vién lan lwgt thém hi¢u wng vao cac slide nhw sau:

- Slide 1: Tao hiéu tng (Entrance) cho xudt hi¢n cac ndi dung da nhap.

- Slide 2: Tao hi€u Umg trang bia cho slide 2 dang Exciting.

- Slide 3: Tao hiéu ing (Emphasis) lam nhdn manh tam quan trong cho mdi ddi twong.
- Slide 4: Tao hi¢u tng (Entrance) cho xuat hi¢n cac ndi dung SmartArt theo dang “One

by One”.

- Nhén F5, click chudt xem lai toan bd thao tac.



POWERPOINT

4/ Chinh sira, thém thao tac cho ciu 3:

- Slide 1: Chon ché d6 nao trong nhém 1énh Timing sao cho cac hiéu tng trong slide 1
lan lugt xuat hién theo tha tu cac ndi dung da nhdp ma khong can click chuot?

- Slide 2: Chon ché d6 nao trong nhom Iénh Timing sao cho:

= Hiéu ung trang bia trong slide 2 tu d6ng chuyén trang ma khdng can click chugt?
= Lam cach nao dé chon thai gian chuyén trang 1a 3 gidy?
= Click nt “Apply to All” va cho biét céng dung?

- Slide 3: Lam tuong ty nhu slide 1 sao cho cac d6i twong lan luot nhdn manh theo thi ty
Clip Art - Shapes > WordArt ma khong can click chudt.
- Slide 4: Giir nguyén hi€u ung, yéu cau thuc hién thém céc thao tac sau:
= Céc ddi twong trong SmartArt tu dong xuat hién “lan luot” ma khong can click
chuot.
= Chinh thoi gian xuat hién cua dbi twong 12 0,5 gidy (very fast).
= “Chen thém” 1 hi¢u ung Emphasis cho SmartArt sao cho cac dbi tugng ty dong
doi mau ma khodng can click chuot.

- Nhéan F5 xem lai toan b thao tac.
ChU y: thao tdac chi ding khi xem noi dung tir slide 1 4 ma khong click chuot.



POWERPOINT (tt)

I. MUC TIEU:

- Sinh vién hoc duoc cac thao tac:
=  Tao dugc 1 file dang Photo Album.
= Chén thém hiéu ung véi nhiéu lya chon (effect option)
= Lap lai hiéu trng (Repeat).
I1. NOI DUNG THU'C HANH:
Yéu ciu: sinh vién format nhanh 6 dia E:\
1/ Photo Album:
=  Gido vién cung cap 1 album anh va noi dung, sinh vién tao 1 album anh theo yéu
cau sau:
= Slide bia: ghi tén sinh vién, masv, 16p.
= Chon ché d 1 slide chta 1 anh.
= Chon frame shape: tuy y.

= Dudi mdi anh ¢ nhan ghi chd (yéu cau sinh vién copy va dan ting dong noi
dung trong file noidung.docx vao moi danh >t0 mau van ban), sau dé tao hi¢u
ung Animation (kiéu Entrance) cho moi dong.

= Chon hiéu ttng Transition va Animation sao cho phu hop.

= Yéu cau: chon thoi gian phi hop sao cho cac slide ty dong trinh chiéu tir dau dén
cuoi (khéng st dung chudt).

= Luu dang file trinh chiéu Powerpoint Show (*.ppsx).

Photo Album ? X
Album Content
Insert picture from: Pictures in album: Preview:
1‘ File/Disk... 1 1
2 2
Insert text: 3 3
4 4
New Text Box 5 5
6 6
Picture Options: 7 7
Captions below ALL pictures g g
3 ALL pictures black and white |1¢ 10
11 11
12 12
i § Remove 2 S| (1| @I |kt
Album Layout
Picture layout: 1 picture R7 o
5~Frame shape: Rounded Rectangle ~ '
Theme: Browse... )

6 ‘ Create Cancel

Huréng dan:



POWERPOINT (tt)

1. Chon album hinh.
2. Chon nhan ghi cht cho hinh
3. Chon hinh ¢ cheé do trang den.

4, Chon lay)out (1,2,4 ...hinh trong 1 slide)
5. Chon kiéu khung hinh.
6. Tao Album.

2/ Thue hanh theo file miu:

Gido vién cung cap file mau, theo yéu cau thuc hién céc thao tac theo file.
Huéng dan:

Mo ting dung Powerpoint, chon layout blank.
Tao hiéu ung trang bia Transition - Exicting = Clock.

G6 dong chit: “Chao mirng ban dén mén hoc”.

Tao hi¢u tng:
v' B1: Chon hiéu tmg Entrance kiéu Bounce.
v' B2: Chén thém hiéu tmg Emphasis kiéu Grow/Shrink option: Huge.
v' B3:Chén thém hiéu img Emphasis kiéu Grow/Shrink option: Tiny.

Tao WordArt gb chir “PowerPoint”.

Tao hi¢u tng:

B1: Chon hiéu ing Entrance kiéu Fly in.

B2: Chén thém hiéu tng Entrance kiéu Shape.

B3:Chén thém hiéu tmg Emphasis kiéu Complementa...

B4:Chén thém hiéu tmg Emphasis kiéu Complementa...(Repeat: Until
end off slide).

Tao 1 shape hinh tron:
Tao hi¢u tng:
v' BI: Chon hiéu tmg Motion kiéu Line > kéo dai duong di ngang qua
khai silde.
v' B2: Cai dat time theo hinh:

AN NN

Down ? X

Effect Timing Text Animation

Start: With Previous M
Delay: 0,5 > seconds

Duration: |5 seconds (Very Slow) |~
Repeat: Until End of Slide ~

Rewind when done playing

Triggers =«
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v' B3: Copy shape ra thém nhiéu hinh dé & 4 canh cia silde, cha y chinh:
mau sac, kich thudc, chon lai thoi gian xuat hién (Delay) & moi hinh

khac nhau = tao cam giac ngau nhién.

®] BT Ket thuc buoi 5.ppt - Microsoft PowerPoint X
ﬁ Home Insert Design Transitions Animations  SlideShow  Review  View v @
do-0 -
=X | Animation Pane v X
1
= o
0 FTitel:Chaom..[ |
O FETtet:Chiom.. [ ]
,.-"’*‘ O i Title 1: Chao m... O
A Title 1: Chao m... ]
,* Rectangle 3: P... D
I¢ CJ ) Rectangle 3: P... I:|
# Rectangle 3: P... lII
# Rectangle 3: P... [TTTTTTTTTITTITITTT
¥ - o & Rectangle 3: P... \ [ [ [ [ [ [
| oval 106 [ I R
| | oval 107 | N 2
| ovlt C T T T 1>
| Oval 108 | I
AN | Oval 109 Y Y O
@ | ol 110 [ ——
0 @ . | owalo I I
/'/ \ ‘\:
I 7 : S
/ . .
y ':\ S
".. l\\
\ 3 -
/ 0 N v
¥ e :
¥ I
< | > Seconds</< 0 2 + 4|6+ 8 10 12 14 16 1 18 1 20 - 22 - >
) a
Click to add notes = i +

Slide 10f 1 | "Austin® | 8 Vietnamese |

IEEEE IS
9:27 CH

()3

)

20/09/2016
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310[0) SV NHAP LIEU- PINH DANG BANG TiNH

I. MUC TIEU

Lap bang tinh.

Nhap cac loai dit liéu, dinh dang hién thi dir liéu, sta dit liéu.
Trang tri bang tinh.

Sao chép di liéu.

Cac thao téc trén WorkSheet.

Lap cong thac don gian

Luu tap tin.

Il. NOI DUNG THU'C HANH

BEWREIRHIBude dau hoc vién thye hién cac yéu cau sau:

Cai dat thong sé dinh dang ngay trong Control Panel:

Dinh dang lai dir liéu ngay, sé tir Menu Start - Control Panel\Regional and
Language Option\Customize...:

Chon thé Date\Short Date Format: chon dinh dang dd/MM/yyyy
Chon thé Number dé qui dinh lai dinh dang kiéu dit liéu sé

Khot dong Excel va thyc hién cac thao tac:

Chon Font: Nhan Ctrl + A dé chon toan bo bang tinh \ chon menu Format \ Cells
\ chon thé Font (théng thuong chon Font Times New Roman, ¢ chir size 12).

Chon PageSetup: cai dit cac thdng sb trong the Margin

Thao tac vé khdi véi thiét bi chuét:

Nhap vao 6 Al noi dung: Cong hoa

Sao chép dir liéu 6 Al sang cac 6 trong khdi A2:C5
Di chuyén khéi dir ligu A2: C5 dén vi tri D2: F5
Thuce hién thao tac thay ddi d6 rong cot, do cao hang

Nhap vao bang tinh sau:

Khoa Cong Nghé Thong Tin 50
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B Microsoft Excel - HUONG DAN TH. xls =3
"5'_'1 File Edkt ‘Yew [nsert Format  Tools Data  Window  Hslp Twpe & question For help [ B 3¢
Taémm ~10 - B I U | lililgai%.:l - A - a
- £ STT
| A | B 3 | D | E | F | G H L=
1 [BANG BIEM CUOI KHOA )
| 2 [STT__ ITEN NGAY SINH BAN TOAN  NGOAI NG WAN HOC BONG
3| MAI 12/12/1985 65 a5 95 200000
4 LAN 22/10/1984 85 8 10 500000
5 TUNG 31011985 5 45 4 0
6 HUNG 25/07 1982 7 95 10 500000
7 FPHUNG  02/05M1963 85 85 95 500000
8 cuc 12/11/1984 6 5 7 0
9 TRUC 29/10/1934 10 85 7 500000
10 BACH 26/01/1984 9 7 10 500000
11] BANG 1771111984 4 4 g 0
12] KHA 07 407 11985 & 8 9 200000
13 w
H 4 » W)\ Sheetl  Sheetz / Sheet3 / H" |« > |
iow- g |Agoshepes- N N IOl A gl S-L-A-===aadf
Ready CAPS NUM
Yéu céu:
1. Nhap liéu vao sheet] nhu hinh H1
2. Pua dong “BANG DPIEM CUOI KHOA” vao nam giita khdi Al: H1
3. Dién mot day s6 c6 thtr tu tang dan tr 1 dén 10 vao cot STT
4. Pién vao cot BAN gia tri la “A”.
5. Chén thém cot HQ LOT vao trudc cot TEN nhu hinh H2
6. Dinh dang hién thi 3 c6t TOAN, NGOAINGU, VAN nhu hinh H2
7. Dinh dang hién thi c6t HOC BONG nhu hinh H2
8. Pinh dang hién thi NGAY SINH nhu hinh H2
9. Doi tén Sheet tir Sheetl thanh Nhaplieu

10. Luu bang tinh véi tén Baitapl.xls
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IZ_|’| Fle Edit Yiew Insert Format  Tools Data  Window  Help Type a question for Felp = o @ X
ARRE=N" NENE=RENE NN A RAR- RS TN RN - LIRS IR RN- NS - |
115 - f
A B | «© D | E | F H =
1 ) i ~ BANG BIEM CUQI KHOA, o
2 |=TT HOLOT | TEM NGAY SIMH  BAN TOAM  NGOAI NG AN HOC BONG
3 TBINHTH WAl 12-Dec-1985 A 65 a5 95 %MD 200.000
4 2 LE THANH [LAN 22-0ct-1984 A g5 g0 10,0 %MD S00.000
5 3Ly TUNG 31-Jan-1985 A a0 4 5 40 MDD
B 4 PHAM HUNG 25-Jul-13982 | A 70 95 10,0 %MD S00.000
7 5 TRAN PHUNG 2-May-1953 A 85 85 95 wMDS00.000
g § BACHTHI  cUC 12-Mow-1984 | A, 60 50 7.0 WD O
E} 7 NGUYEN  TRUC 29-Oct-1934 A 10,0 85 7.0  wND 500.000
10 8 HOANG  BACH 29-Jan-1984 A 90 70 10,0 %MD 500.000
11 aBUIVAN  BONG 17-Mov-1984 A 40 40 5,0 4D 0
12 10 KIMH KHA, J-dul-1885 A B0 g0 9.0 wMD 200,000
13
14
15 :! b
M4k M heetz,{’sheetaf Hz |« Sl
iDraw~ i | Autoshapes~ N w 1O A Al 8 (8] & | & - |Z-lA-=2= = @ ,j!
Ready MU
Huéng din:
1/ Pwa dong “BANG PIEM CUOI KHOA” vao nim giira
- Chon khéi ving A1:H1
- Click button £ trén thanh Formatting toolbar.
2/ Pinh dang hién thi 3 ¢t TOAN, NGOAI NGU, VAN
- Chon khéi ving F3:H12
- Menu Format \ Cells...\ Number | Catetory: Number
- Decimal places: 1
- Click “OK”
3/ Pinh dang hién thi ¢t HOC BONG
- Chon khéi ving 13:112
- Nhan Ctrl + 1...\chon Number | Catetory: Number
- Decimal places: 0
- Click check “Use 1000 seperator”
- Catetory: Currency
- Decimal places: 0
Khoa Cong Nghé Thong Tin 52
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- Symbol: VND
- Click “OK”
4/ Pinh dang hién thi NGAY SINH
- Chon khdi viing C3:C12
- Nhén Ctrl + 1...\chon Number | Catetory: Date
- Type: 14-Mar-2001
- Click “OK”
5/ Poi tén Sheet
- R_Click trén tén Sheetl\Rename
- Nhap tén mai “Nhaplieu” vao
6/ Luru file
- Click File \ Save
EEYEETPAISinh vién copy toan bo dit lidu cta sheet “Nhaplieu” vao Sheet2.
Yéu cau: i
1. Doi tén Sheet2 thanh “DinhDang”
2. Cheén thém cot DTB vao trude cot HOCBONG va Lap cong thire dé dién gia tri vao
cot DTB nhu sau:
3. PTB = (Toan + Ngoai Ngit + Van) / 3
4. Dinh dang bang tinh nhur mau (hinh H3)
5. Luu lai file Baitap1.xls
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B3 Microsoft Excel - Baitap1.xls E”E”g|
@_1 Fle Edit View Insert Format  Tools  Data  Window  Help Typeaquestionforhelp = O 8 X
N EHR SR T S Gn P8 s a2 o0
! arial -0 - | B T UIEE=EA S % o 500 ‘E?i;l_-'&'ﬁ'!
14 - A =(F4+G4+H4)/3
A | B8 [ ¢ | b0 [ E [ F [ & [ H [V ] J [F
1
2
3
4 1[BINHTHL [MAl 12-Dec-1385]A b5 95 95 8 5] vND 200000
5 2|LE THANH _[LAN 22-0ct-1984 A BS 80 10 8 A[vND 500000
B 3|LY TONG 31-Jan-1985|A 50 45 40 45 WND O
7 4|PHAM HONG 25-Jul-1982|A 70 95 10,0 8 5 vND 500.000
B 5|TRAN PHUNG | 2-May-1983[A BS 85 85 8 8 ¥ND 500.000
g B[BACHTH _[cUC 12-Now-1954 A B0 50 70 B0 WND O
10 7[NGUYEN  [TROC 29-Oct-1984[A 10,0 85 70 55vNDS00.000|
11 B|HOANG BACH 29-Jan-1984 A an 70 10 87| wND 500.000
12 glB0IvEN  [pONG 17-Now-1954 A 40 40 50 43 WND O
13 10[KINH KHA 7-Jul-1985 A B0 50 50 7 7] ND 200.000
14 v
W 4 » w\ Nhapliew % Sheet2 / Sheet3 / H3 < ' |
PDrawr L | dutoshapes S\ w [ O A Al 53 8] & S - - ﬁ'E_ﬁﬁlj!
Ready UM
Huéng din:
1/ Lap cong thirc dién gia tri
= Lap cong thuec:
- Pua con tro vao 6 14 rdi nhap =(F4+G4+H4)/3
- Nhéan Enter ta s& thiy 6 14 c6 gia tri 12 8,5
= Copy c6ng thac cho toan b cot:
- Click chu6tvao 6 14
- Sau d6 dwa con tro chudt dén goc dudi bén phai 6 14 nhu hinh
Con tré chudt chuyén
Ol4 w /83 X A I
thanh dau
- Click va Drag chuot tir 6 14 dén 113
2/ DPinh dang bang tinh
= T6 mau nén cho 6 “BANG DIEM CUOI KHOA”
- Click chon 6
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310[0) SV NHAP LIEU- PINH DANG BANG TiNH

- Nhén Ctrl + 1...\chon tab Pattern, chon mau “Po”, click “OK”

= K¢ khung
- Chonvung A3:J3

- Nhén Ctrl + 1...\chon tab Border, Muc Line: Chon

- Muc Border: Click Chon vao 4 canh caa hinh CN trong phan preview

- Click OK

= Alignment
- Chon vung A3:J3
- Horizontal: Center
- Vertical: Center

EEREERChen thém 1 WorkSheet vao file Baitap1.xls rdi doi tén Sheet thanh “Coban1”. Binh

dang nhu hinh

B} microsoft Excel Battap1 . xis EE.
hﬁﬂ-uhmmmmmu .8 X
TNET Y e A Y. S I R ilﬂ _El-m -u
: Al -2 - [BlZ © l@l@li%*.ﬂﬂ#ﬂl « e A~
A8 = & TONG CONG
— A 2 C 1] E F G H -
i
NGAY PHU - | THUC
, STT |TENNV cone | LB | cap THUONG|TAM Ung 7
3 1]AN 28] 25000)7 7 25007
4 2ILAl 26] 30000
[ afHAl 28] 28000
B A CLIONG 24] 40000 300
7 5| THUY 23] 20000
B TONG CONG:
9,

1. Phu cip = 1/5 Luong, trong d6 Luong = NC * LCB

2. Thuong = 1/2 Luong, trong d6 Luong = NC * LCB

3. Thuc l&nh = Luong + Phy cip + Thuong - Tam Gng, véi:
Luong =NC * LCB

4. Tinh tong cic cot PHU CAP, THUONG, TAM UNG, THUC LINH (Tinh tong ding

AutoSum)
5. DBinh dang Bang tinh nhu hinh trén
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310[0) SV NHAP LIEU- PINH DANG BANG TiNH

6. Dinh dang dit liéu hién thi & cac cot LCB, PHU CAP, THUGNG, THUC LINH nhu vi
du sau: “25.000 vnd”
7. Luu lai file Baitapl.xls

R IENRRM: Nhap liéu va doi tén thanh “Coban2”
Yéu ciu:
1. Lap cong thirc dé tinh gié tri cac 6 con tréng (Dé g duoc x? vao Format \ Cells... chon tab
Font, chon check Superscript)
2. Dinh dang bang tinh nhu hinh bén dudi
3. Luu lai file Baitap1.xls

EJ Microsoft Excel - Baitap1.xls

=@_'| Eile Edit Yew [nsert Format Tools Data ‘Window Help - &8 =
_'l.__fl..d_.amx_j_luh_ﬂ'- F | -u:-gim-@ =
; Arial -1z - |[B|s u | =[E] =| =[5 -A- B
A1 - A CAC PHEP TOAN SO Hl:tl:
o | E | C | D | E | F ‘=
1 CAC PHEP TOAN SO HOC
i x oy D xay)? I xeyPe2xy ! xy | 3xy ! ;
| | | | | |
3| _ _ 9 _ . __ T I S T . i
4 | 125 sy )
S |3 @o____18 . R I S R
6 | _ . _. 29 __ 1 _ _ __. I B T o _
7
8 2
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1130(0) Kl CAC HAM CO BAN TRONG EXCEL

I. MUC TIEU:
Str dung cac ham co ban trong Excel:

- Céc ham luan 1y AND.OR.
- Céc ham toan hoc Mod, Int, Sqrt, Round...
-  Ham théng ké: Min, Max, Sum, Count, Counta, Countif, Sumif
- Hamif.
Il. NOI DUNG THU'C HANH
: Cac ham luan Iy AND(logicall; logical2;...), OR(logicall; logical2;...)

Nhép li¢u nhu sau:

Microsoft Excel - Baitap2.xls

@_] File Edit ‘iew Insert Format  Tools Data  Window  Help Type aquestion for help = o &
NS H 3 SRTEIS RS9 8 x4 8 e -of
 YNI-Times -2 -[Blz v EE=[EH s % o e FEE|H--9- AR
A2 - B CAUC HAEM LUAAN LYL - LOGICAL FUNCTIONS

A | B | ¢ [ b [ E [ F | & | H | @
1
2 CACHAMLUANLY - LOGICAL FUNCTIONS
3 a b c m=a>b | n=b>c |And{m,n)] Or{m,n) | And{m,Or{m,n))
4 4 5 14
& 2 12 32
E 24 14 16
7 24 24 16
(=]
q w
4 4 » W]\ hamluanly  Sheet? / sheet3 / H1< >
ow~ s [auoshapes- N N OO A @@ - L-A-=== 0 dfl
Ready I

Yéu cau: o )
1. S¢ dung ham luan 1y 1ap cong thic dé€ dién cac gia tri vao cac 6 trong.
2. DPinh dang dir liéu nhu hinh HI.
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1130(0) Kl CAC HAM CO BAN TRONG EXCEL

EEYRETPAICac ham toan hoc Mod, Int, Sqrt, Round

Nhép li¢u nhu sau:

E3 Microsoft Excel - Baitap2.xls (= || E
Eﬂ File Edit Mjew Insert  Format  Tools Data  Window  Help -8 X

RN " BEN IS RENE- A NP W s A AN AN R e

! il 10 »|B I U|=E=="0H]8% % 3 |E]|i- . A K
AlY y XV A ’
1a‘“~|B|C|D|E|F|G|T
2 CAC HAM TOAN HOC - MATH FUNCTIONS
a ¥ Mod(x,y )| Int(xfy) |Sgri(x+y )| Round{xfy,2)|Power(x 4)
4 2
5 13 -4
= 15 ls
7 g g
5]
g v
M 4 » M}y ham_luanly % ham_toanhoc / Sheet3 / | Hz Sl

| Draw | Autoshapes > > w 10 A 2 8] 3 |- F- A.= == @} H

Enker

Yéu cau: o )
1. St dung ham toan hoc lap cong thurc dé€ dién céc gia tri vao cac 6 trong.
2. DPinh dang dir liéu nhu hinh H2.
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1130(0) Kl CAC HAM CO BAN TRONG EXCEL

Lap bang thong ké nhu hinh bén dudi (Théng ké dang 1)

E3 Microsoft Excel - Baitap2.xls

@_] File Edit Wiew Insert  Format  JTools  Data Window  Help Type a question For help
NN BN BN A N =N RS ARG RN RN S Rs 1N

i Arial »10 | B J U|EE=Z=F4]|$ % » %= E

113 - o
A | B | ¢ | o | E | F

1

> CAC HAM THONG KE

3 14 28 36 d 2

4 b 43 57 25

5 19 35 study |compare 13

G 23 56 14 10 |cocmputer H3

7 some 49 28 53

8 &5 2 SO ma nd 52 24

] s} 51 33 Learn

10

1 Gid trl 1én nhat 7

12 34 tri nhé nhat ?

13 514 trl trung binh ?

14 Téng cdc gid tri il

15 SE°8 chita gid tr 7

15 888 chita gid trl chodi 7

17 888 chit gid tri =50 7

18 848 bdt ddn bing chif "som" |7

19 b
M 4 » My ham_luanly 4 ham_toanhoc % ham_thongke / | < ]
Draw~ L: | AutoShapes = ™ \DOH@(:?@@l&'g'é'E:Eﬂlj!
Ready MM
Yéu ciu:

1. S¢ dung ham théng ké: Min, Max, Sum, Count, Counta, Countif, Sumif... 1ap cong thirc dé
dién cac gia tri vao cac 6 trong.

2. Dinh dang dir li¢u nhu hinh H3.
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1130(0) Kl CAC HAM CO BAN TRONG EXCEL

Ham xur 1y chudi Left, Right, Mid, Len

Tao thém 1 sheet té€n “Xir ly chudi”. Yéu ciu: Nhap li¢u, dinh dang, 13p cong thurc dé tinh gia tri

cac 0, ndi dung cau hoi dya vao ti€u dé cua bang tinh.

Home | Insert Page layout Formulas Data Review View Add-Ins Team
3 o Cut Arial S12 A A == %" = Wrap Text General E‘J—’I idl
. 2 -
S Copy ~ -
Paste . | B A === | iE iFE | . . 0 <0 =0 Conditional Format as
= J Format Painter { U H L7 S S S| F | @MergesCenter) § © R * | 58 5 Formatting ~ Table - St
Clipboard Font Alignment Number Styles
L5 A I
A B C D E F H I
~ » A X
1 .
. PO LAy 2ky ty | LAy ky tu 3.4 | LAy 2 ky tu dd Tén ha Tén hang la | Téng s6' ky tu cé
LO HANG TEN HANG y ‘y J i’ Y tu i ¥ Y tu “:l n hang n hang la ng so Ky tu co
2 diu Poi sang s0 va 2 ky tu cudi | la chif thudng chit hoa trong 16 hing
3 |TV0920008SN  |ti vi sam sung
4 |[MLO82000PN  |mdy lanh PN
——————————
5 [TLO72000TB ti lanh TB ! ! ! ! !
“““““ 5 B
6 [MG0920008Y |mdy giat SY ! ! ! ! !
“““““ 5 e
7 [TVO72000PN  |tivi PN ! ! l ! :
""""" 3
g [VDOB2000SN  |video SN : : : : :
---------- it sttty bbbttt sttt
o |TLO82000EL |t lanh EL i i | | |
—————————— e e L T
10 |TLO72000SP ti lanh SP i i i i i
L L L L L
11

LEIREORR Ham xtr Iy chudi + Ham If

Tao thém 1 sheet tén “Xir 1y chudi (tt)”. Yéu cau: Nhap liéu, dinh dang, 1ap cong thic dé ti

tri cac 0.

nh gia

A D E F G H I J

1 Ham: Left, Right, Mid, And,Or,if

o [Mé phong S6 Ngay g La Mady lanh Tivi Pon gid | Thanh tién
3 A6 I R R R
1A I I I I I I
S [ BOLZ2
- S SN S R R N R R
7 | CO114
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1130(0) Kl CAC HAM CO BAN TRONG EXCEL

Mo ta: . )

- Ky tu dau cho biét Day phong.

- Kytythir2,3 cho biét Lau.

- Cac ky tu con lai cho biét sb ngay 6.
Yéu ciu:

. 86 ngay ¢: Dua vao md ta ciia "Ma phong" dé 13y sb ngay & va doi thanh sé.
. Ldu: Ky tu 2,3 ciia Ma phong va thé hién c¢6 chudi " Lau - ". (Vi du : A016 --> Lau - 01)
Day: Ky tu ddu ctia Ma phong va thé hién chudi "Day ". (Vi du A016 --> "Day A")

1
2
3
4. My lanh : Danh diu X cho toan bo diy A va diy B, nguoc lai thi bo trong.
5. Tivi : Panh ddu X cho tit ca cac phong, ngoai trir cac phong & 1au 3 day C.
6. Dongia:Ddy A:25%,diyB:20%,ddyC:18$%

7. Thanh tién: S6 ngay 6 * Pon gia.

8

. Dinh dang cot: Pon gid, Thanh tién dang $ (VD: 150%)
Huéng din:
- Cau 1: két hop cac ham: right, len
Cau 2,3: dung thém ki ty “&” dé ndi chudi.
Cau 4: dung cong thic OR(LEFT(A3)="a",LEFT(A3)="b") dé lam diéu kién trong ham if
- Cau 5: dung cong thic AND(LEFT(A3)="c",MID(A3,2,2)="03" dé lam diéu kién trong

ham if

- Cau 6: sir dung if 1ong if. (HD: ¢6 n diéu kién thi str dung n-1 if).
Lap bang thong ké - dang 2
Yéu ciu: Sao chép két qua cia bai tap 5, dit tén sheet 1a “Thong ké —dang 27 va dit lai tiéu dé theo

nhu hinh mau:
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1130(0) Kl CAC HAM CO BAN TRONG EXCEL

A D E F G H

> }'\ FAl

1 Bang thong ke

2 |Ma phong S6 Ngay @ La Day Maidy lanh Tivi Pon gid | Thanh tiér

3

4

5

6

7

27

»g Bailam

20 Caul ?

30 Cau2 ?

31 Céu3 ?

32  Cau4 ?

33 Caus ?

34 Causé ?

33 Cau? ?

Yéu cau: 1ap cac cong thuc thong ké sau:

Céu 1:
Céu 2:
Céu 3:
Céu 4:
Céu 5:
Céu 6:
Cau 7:
Céu 8:

Tinh tong s6 phong?

S6 ngay & nhiéu nhat?

Tdng s6 thu dugce? Doi sang vnd (ti gi: lusd = 22,0004)
Tdong ngay s6 ngay & cia nhitng phong c6 may lanh?
Cho biét diy A c6 dugc bao nhiéu phong?

Cho biét bao nhiéu phong c6 Tivi?

Tinh tong tién thu dugc & lau 1?

Sép xép bang tinh theo s6 ngay ¢ tang dan.
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100V HAM DO TiM

I. MUC TIEU:

Str dung cac ham do tim co ban trong Excel: Vlookup, Hlookup theo cac dang:

- Do tim binh thuong.
- Do tim can ctr vao gia tri tim khong tron ven.

- Dotimva léy két qua tai cac c¢ot khac nhau phu thudc 1 diéu kién

Il. NOI DUNG THU'C HANH
EEYEEREL: Do tim binh thwong.

Tao sheet vai tén “Vlookup 17, nhap liéu nhu sau:

A B C D E F G H I J K L
BANG THEO DOI HANG
MA TEN |poNvi| s6 |PoON | THANH i .

3 |HANG | HANG | TINH |LUQNG| GIA | TIEN BANG DO 1

4 CPol 10 MA HANG TEN HANG BON VI TINH BON GIA

5 | Mo2 20 CP01  |INTEL COMPUTER BO 565

6  CPO2 15 M023  |GENIUS MOUSE CAI 5

7 Mo 50 CP02  |CYRUS COMPUTER CHIP 324

8 KBIS 5 KBI5  |WIN95 KEYBOARD CAI 12

9 | cpoL 3

A | A | A | A | - ~

10 KBIS 2 BANG DO 2

11 MA HANG CP01 MO CPO2 KBIS
12 TEN HANG  |INTEL COMPUTER |GENIUS MOUSE |CYRUS COMPUTER [WIN9SKEYBOARD
13 BON VI TINH BO CAI CHIP CAI
14 BONGIA NN 565 5 324 12
15 N

Copy dir li¢u bang do 1, chon ché do
Paste “Transpose” dé tao ra bang do 2

Yéu cau:

1. Lap cong thuc cho cac cot Tén Hang, Pon vi tinh, Pon Gia dya vao Ma Hang, tra trong

Bang Do 1 (Vlookup)
2. THANH TIEN = SO LUONG * DON GIA.

+ Néu 56 lwong nhiéu hon 20 thi giam gia xudng 20%.

3. Yéu cdu SV lam lai cAu 1 v6i ham Hlookup (tra trong Bang Do 2) .
4. Sap xép cac thong tin trong bang chinh giam dan theo cot Thanh Tién.
5. Dung AutoFilter, loc ra thong tin cac mat hang dugc giam gia.
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100V HAM DO TiM

BEIgE P DO tim céiin cir vao gia tri tim khong tron ven.
Copy dir li¢u tur bai tap 1, dat tén sheet 1a “Vlookup 27, stra dit li¢u lai nhu ndi dung sau:

A B C D E F G H I I K
MA TEN |PONVI| s6 PON | THANH -

| HANG | HANG | TINH LUONG | GIA TIEN BANG PHU

2 | CcpolL 10 MA HANG TEN HANG PON VITINH| BON GIA
3 | MO023 20 CP INTEL COMPUTER BO 565
4 | crnz 15 MO GENIUS MOUSE CAI 5
5 | Mo023 50 KB WIN95 KEYBOARD CAI 12
6 KBIS 5

7 | cpol 3

8 KBIS 2

14

15

16

17 | |

18

19

20

21

22

23

R Vlookup |I| 4

Ready |
Yéu chu;

1. Lap cong thuc cho cac ¢t Tén Hang, Pon vi tinh, Pon Gid dya vao 2 ki tu dau cua M3
Hang, tra trong BANG PHU.

2. THANH TIEN = SO LUGNG * PON GIA. Nhung:
v' Néu 56 lwong nhiéu hon 20 thi giam gia xudng 20%.

v' Néu 56 lwong nhiéu hon 40 thi giam gia xudng 30%.
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ERYREK: Do tim va lay két qua tai cac cot khac nhau phu thude 1 didu kién

Copy dir li¢u tir bai tap 1 hodc 2, dat tén sheet 1a “VIookup 37, stra dir li€u lai nhu ndi dung sau:

A B C D E F G H I I K L
15 BANG THEO DOI HANG BANG DO
MA TEN el el PON |THANH MA . _ PON VI| BON GIA | BON GIA
- N VI LUGN . a . TEN HANG . -
16 HANG | HANG | o | | GIA | TEEN HANG TINH | NHAP XUAT
17 |CPo1X 10 CP01 |INTEL COMPUTER | BO 565 580
18 MO23N 20 MO23 [GENIUS MOUSE CAI 5 7
19 |CPO1X 15 KB15 |WIN95 KEYBOARD| CAI 12 14
20 MO23N 50
21 KBI5X 5 ‘ '
22 lcPoiN 3 '
23 KBI5X 2
27 | |
28
29
30
31
32
33
34
4 4 » M| Viookup 1 . Viookup 2@ M«
Ready |
Yéu cau:

1. Lap cong thuc cho cac ¢t Tén Hang, Pon vi tinh, Pon Gid dya vao 4 ki tu dau cua M3
Hang, tra trong BANG PHU.
Chu y: C6 2 loai don gia : gia nhap va gia xuat phy thudc vao ki tu cudi Ma hang

2. THANH TIEN = SO LUONG * PON GIA. Nhung: giam don gid 10% néu 1a hang nhap va
s6 luong tir 10 dén 20.

Bai tip lam thém: Ham match

A B C D E F G H I J K IL M N
2
3 1-11:3(} NGAY BAN LUS;NG 2?; T?I:I;H THANG BAN
4 cpoix 19/01/2016 10 MA HANG 1 2 3 4 5 6
5 MO23N 15/02/2016 20 cP 563 570 577 582 564 566
6 CPOIX 28/02/2016 15 MO 7 7,2 7,8 6,5 6,8 6,9
7 MO23N 10/03/2016 50 KB 12 12,5 12,3 12,4 12,6 12,1
8 KB15X 15/04/2016 5 MO 5 5.2 5,6 4,8 5,1 59
9 CPOIN 11/05/2016 3 KB 14 14,3 14,2 14,6 15 13,5
10 ¥B15X 13/05/2016 2 ] ] CcP 580 582 583 597 570 572
Yéu chu;

1. Don gid: dya vao 2 ki ty dau M4 hang tra trong Bang do va phu thudc vao thang ban hang.
2. Thanh tién = SO lugng * Pon gia nhung tang don gia Ién 5% cho cac hang ban vao thang 3
& 4.
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O REN ON TAP

ON TAP POWERPOINT:

1.

Tao 3 slide gidi thi¢u tom tat qua trinh hoc tap cac cép 1,2,3; mdi slidela 1 cép hoc v&i ndi
dung sau:

e Ban hoc truong hoc nao?

e Gido vién giy an tugng nhit ddi véi ban 12 ai?

e Cam nhén cua ban & mdi cép hoc?

e Tao thém slide 4 ndi dung: néu duoc quay ngugc thdi gian, ban thich hoc cip nao

nhat? Vi sao?

Thiét ké céc slide c6 sir dung thao tac:

e Chuyén trang dang Exciting.

e 4 nhom hiéu Gng trong tab Animations.

e (Co su dung thém cac thao tac: Add Animations, delay, repeat...

e Design tily ¥, cai dat so trang trong slide.
Chon thoi gian phu hop dé cho 4 slide tu chay lan luot tir slide 1>4. Luu file dang trinh dién
trong 6 dia E:\ v6i tén: “hotenkhongdau.ppsx” = vd: E:\TranVanA.ppsx
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PE MAU 1: Phan Excel

A B C D E - =

1 QUAN LY XUAT NHAP KHO NAM 2015
2

MiHP | M4 hing Ténhing | S6lugng | Dichvu Tién Téng
2 Iiu kho cdng
4  QAB102 ? 2 o ] )
5  HNV202 .
6 | TVT802 120
7 | TVW503 %0
g CDB703 250
13
14 BANG 1
= Mi Tén hing
16
17 Q Quin 4o
18 C Chén dia ki€u
19 T Tivi
20 H Vit li€u nhya

M4 4 r M| Del ¥J

Yéu cdu

1/ Luu bai ding + Dinh dang bdng tinh theo mau

2/ Ma hang: La 2 ki tw dau cia ma HP

3/ Ten hang: cin cif theo ma3 hang v3 tra trong bang 1
(Yic: ditng ham dé tim)

4/ Dich vu: cdn cif theo ki ti thir 3 ctia Ma HP, néu la "B”
thi dich vu "Béc xép", néu 1a V thi dich vu 12 "Vian chuyén",
nguroe lai 13 "Tap vu"

5/ Tién lwu kho: 1a 3 ki ti cudi trong ma HD * 1000
Tong cong: s6 hrong * tién huu kho

6/ Pinh dang cdc cot thanh tién dang 1,000 d

7/ Théng ké sb hang c6 s hrgng 16m hon 50
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PE MAU 2: Phan Excel

A B C D E F G

SO THUE TRUYEN

1

> Makhich S6bang thué Ngay thué | Ngaytrd | Théleai . Dongid  Tiéntrd
3 TAITV. LA 091052003 1.1.{’9?5%99%..} _____________ I
4 NB2ST . . 08/05/2003 : 0O ?’.’9@@9@%..; ________________________________________________________________________________
5 HBOSV L 10/05/2003 : 13/05/2003 |
6 KBTIV & L 11/05/2003 : 12/05/2003 |
7  NA2ST | . 10/05/2003 | 12/05/2003 ,

9 S6 khidch hang thué phim thi€unhi  |?

10 BANG 1

n| Mass | 0ON T o H K.
12| Th€loai | Thi€unhi ;| Tinhcdm ;| Hinhsy | Ki€m hiép
13

Yéu C4u

1/ Luu bai ding + Pinh dang bang tinh theo mau

2/ S6 bang thué: 13 ki tr thit 3 cia M3 khdch d6i thanh tri s6 (Value)

3/ Thé Loai: cin cif theo ki tw ddu cia M4 khdch va tra trong bang 1
(Y/c: dung ham dé tim)

4/ Pon gia: cin cif theo ki tw didu cia Ma Khach, néula K thigid 1a
9000, néu 13 N gi4 8000, ngudc lai gis 13 7000

5/ Tién Tra = s6 bing thué * s6 ngay thué * don gid
Trong do: 56 ngay thué: ngay trd - ngay thué +1

6/ Pinh dang cdc cét thanh tién dang 1,000 déng

7/ Théng ké s6 khdch hiang thué phim thi€u nhi
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KIEM TRA CUOI KY

THANG BPIEM 10 (chiém 50% diém mén hoc).

NOI DUNG THI: tir budi 9 dén budi 14. C6 2 phén:

1/ Powerpoint: 3d.

2/ Excel : 7@




