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BUOI THUC HANH THU' 1

Ly thuyét cin xem lai truéc khi thwe hanh

— Toan b 1y thuyét ctia chwong 3 (Hé diéu hanh), chuong 4 (Quén 1y dit liéu bang
Windows Explorer) va chuong 5 (Str dung tiéng Viét trong Windows).

Thue hanh

Bai thwe hanh s6 1

1. Thi hanh ng dung va thao tac trén ctra s6 (window)

— MO céc ctra s6 My Computer, Recycle Bin. Dong cac ctra sd nay lai.
Huéng dan: D_Click 1én céc Shortcut twong (g trén man hinh nén dé mo, Click vao
nut Close LJ bén phai thanh tiéu dé dé dong lai.
— Mo cac cira s6 Microsoft Word, Microsoft Excel, Notepad, Paint.
Huéng ddn: Chon nit Start/Programs|...
— Thuyc hién céc7tha0 tac: phong to, phuc hdi, thu nho, thay ddi kich thuéc, di chuyén
va dong cua so.
2. Thao tac trén man hinh nén (Desktop)
— Thay d6i anh nén ctia man hinh, sir dung chirc ning bao vé man hinh (Screen Saver).
Huréng dan: - Pua chudt dén ving tréng ctia man hinh nén (Desktop).
- R_Click/Properties/chon 16p Background (Desktop); 16p Screen Saver.
- Thao tac dua vao gigo trinh Iy thuyét & chuong 3 - phan 3.4
3. St dung dong ho hé théng (Clock) trén thanh Taskbar
—  Xem va thay doi Date/Time ciia hé thong.
Huréng dan: D_Click 1én dong hd hé théng.
— An/hién dong hd (Clock) trén thanh Taskbar.
Huréng dan: Start/ Settings/ Taskbar and Start Menu/ Chon 16p Taskbar.
4. Xem/thay ddi cac qui udc hién thi vé Date, Time, Number, Currency cta hé théng

Huéng ddn: Chon niit Start/ Settings/ Control Panel/Regional and Language Options,
sau do chon cac churc nang tuong ung.

5. Dung Windows Explorer dé quan 1y thu muc (Folder) va tap tin (File)

— Tao cay thu muc nhu hinh bén:

=l 5 o vinhlong' (S:)

2. A o
— D061 tén thu muc: ) BT THEM
LINH TINH - HO SO = 3 DU LIEU
BAI SOAN - LY THUYET ) BAL S04
BAI TAP-> THUC HANH = | J) BAL TAP
I HINH YE
) WAl BAN
|y LIMH TINH
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Bubi thyc hanh tha 1

— Tao thém 2 thu muc BT EXCEL va BT WORD trong thu muc THUC HANH
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Bubi thuc hanh thu 1

— Goi ung dung Microsoft Word va thyuc hién:

+ Nhap doan vin ban bat ky, sau d6 luu lai (File/Save) véi tén tap tin (Filename) 1a
BT1.DOC trong thu muc VAN BAN.

+ Nhap doan vin ban bat ky, sau d6 luu lai v6i tén khac (File/ Save As) 1a BT2.DOC
trong thu muc BT WORD.

Chu y: Dong irng dung Microsoft Word sau khi tao xong cac tap tin.
— Sao chép tap tin BT1.DOC sang thu muc BT WORD.
— Doi tén cac tap tin:  BT1.DOC - BAITAP1.DOC
BT2.DOC - BAITAP2.DOC
— Di chuyén cac tap tin trong thu muc BT WORD sang thu muyc BT THEM.

— Mo 2 tap tin BAITAP1.DOC, BAITAP2.DOC dé xem nodi dung, sau d6 dong 2 tap
tin nay lai (D_Click vao tén 2 tip tin dé mo).

— Xoa tap tin BT1.DOC trong thy muc VAN BAN.

6. Sir dung chirc nang tim kiém tap tin va thu muc (Start/ Search/ For Files or Folders)
—  Tim céc tap tin c6 phan mé rong 1a .DOC.
— Xac dinh thu muc chira cac muc vira tim duoc.

— Xoba toan bd cay thu muc vua tao.

Bai thue hanh s6 2
#* Dung Windows Explorer dé quan Iy thu muc (Folder) va tap tin (File)

— Tao cay thu muc nhu hinh bén dudi (néu thu muyc da ton tai trong 6 dia thi phai x6a
trudce khi tao)

= ﬁ 5 on Winhlong' (50
= ) DE TAI
I LUAN WAk
) TIEU LUAN
= ) MON HOC
i) SIMNH VAT
=l ) TINHOC
I) LY THUYET
=1 |2) THUC HARH
-3 DELPHI
I) MS EXCEL
£5) M5 WORD
=l ) VAT LY
Iy COHOC
2] QUAMNG HOC

— Cho hién/ 4n cAu trac thu muc: Click vao dau +/ - trude biéu tugng thu muyc.

Giao trinh thuyc hanh Tin hoc can ban Trang 3



Bubi thyc hanh tha 1

#* St dung chuong trinh hd tro tiéng Viét: Vietkey, Unikey.
Thay doi bang ma, Font chit, kiéu g0 (Telex, Vni), ché do g0 (Viét, Anh, Phap, ...).
% Goi ung dung Microsoft Word va thyuc hién:
+ Tao tap tin BT1.DOC trong thu muc MS WORD véi ndi dung nhu sau:
NGAY XUA HOANG THI
Em tan truong vé
Puong mua nho nho
Chim non ddu mo

Dudi c¢i hoa vang

Budc em thénh thang
Ao ta nguyét bach
Om nghiéng cip sach
Vai nho toc dai
+ Tao tap tin BT2.DOC trong thu myc MS EXCEL véi ndi dung nhu sau:
NGAY XUA HOANG THI (tt)
Anh di theo hoai
Got gidy tham lang
Puong chidu Gia ning

Mua nhe bang khuang

Em tan truong vé
Cubi duong may do
Em tim theo Ngo
Dang lau lach budn
Chu y: Pong irng dung Microsoft Word sau khi tao xong céc tap tin
— Mo 2 tap tin vira tao dé xem lai noi dung, dong g dung lai sau khi xem xong.
—  Sao chép tap tin BT2.DOC dén thu muc MS WORD.
— Xoa tap tin BT2.DOC trong thu muc MS EXCEL.
— Tao tap tin BTLY.DOC (dung Word) trong thu muc COHOC véi ndi dung:
“Tinh dao déng diéu hoa cia con lic co hoc?”
- Di chuyén lan luot 3 tap tin vura tao dén thu muc THUC HANH.
— Trong thu muc THUC HANH, thuc hi¢n ddi tén:
BT1.DOC - Ngay xua Hoang thil.Doc.
BT2.DOC - Ngay xua Hoang thi2.Doc.
BTLY.DOC -> Bai Tap Vat Ly.Doc.
— Xoa bo cay thu muc MON HOC.
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BUOI THUC HANH THU 2
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Ly thuyét can xem lai trwée khi thwe hanh
- Pinh 1& trang in.
- Cach gb van ban co dau (tiéng Viét), khong dau (tiéng Anh, tiéng Phap, ...).
- Chen ky hi¢u dac biét, thao tac cat, dan, chép.

- Céac chirc ning nhap vin ban ty dong (AutoText va AutoCorrect), tim kiém va
thay thé van ban (Replace).

- Dinh dang ky tu (Font, size, style, ...).
- Dinh dang doan (Paragraph).
- Cac thao tac trén tap tin (md, luu, dong).
Thue hanh
Bai thuc hanh s6 1

1. Dinh I& trang in (File/ Page Setup) theo cac kich thude sau:
Top : 2.5cm, Bottom : 2.5cm, Left : 3.5cm, Right : 2.5cm.
Khé gidy: A4.

2. Tao van ban (v6i Font: Times New Roman, Size: 12) c6 dang nhu sau:

CHAN DUNG NHA KHOA HOQC

"Udc mo cuia em: nha khoa hoc tuong lai...". Nhung c6 lic nao ban tu hoi minh: Thé
nao la nha khoa hoc?

Song con cau tra 161 doc ddo ctia ban tré Viét nam thi sao, nhét 1a cau tra 16 rat riéng
cua chinh ban?

A

Cau hoi nay da duoc 2.500 hoc sinh tir 10 dén 17 tubi & An Do, Chilé, Phap, My, Y,
M¢éhicd, Braxin va Nigiéria trd 161 qua nhitng birc tranh tham gia cudc thi vé chan dung nha
khoa hoc. La 1am sao khi hau hét déu v& nha khoa hoc nhu mot nguoi... deo kinh tréng day
cdp, toc tai bu xu va lic ndo cling khoac 4o choang trang, ban biu véi linh kinh nhitng chai
lo cung 6ng nghiém va luén lam viéc don dgc,...

S &

Giao su Leopoldo de Meis, ngudi ¢ sang kién mo ra cudc thi ndy, nhan xét:" D6 1a
chan dung ciia nguoi k¥ thuat vién trong phong thi nghiém, hay ciia nhitng nguoi 1am nghé
gia kim hdi thé ky 18,19 chir nao phai 13 nha khoa hoc!". Theo gido su, c6 1& cac ban tré da
"thira huong" hinh anh 4y tir cdc phim hoat hinh va truyén tranh.

®R B ®

Trong khi d6 90 ban tré tham gia cudc thi Chau Au danh cho cac nha khoa hoc tré (tur
15 dén 21 tuoi) lai tra 15i bang chinh san pham nghién ciru cia minh nhu cac tac gia doat
ba giai nhat ddng hang ctia cudc thi 1an thir 10 dién ra tai thanh phd Porto bén B Pao Nha,
da tao ra chuong trinh tin hoc bién doi cac anh chup tir may anh k¥ thuat sd thanh nhimng
anh ba chiéu hay chiéc gay c6 dau do siéu 4m giip ngudi mu phat hién chudng ngai cach
5m trén duong di, hay tim ra nguyén nhén son trang bi 6 vang trong bong t6i tir d6 tao ra
cac chat thém vao son dé chdng hién tugng nay.
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Bubi thuc hanh tha 2

3. Di chuyén cau "Song con cau tra 10:1' déc’ dao cua ban tre Viét nam thi sao, nhat la cdu
tra loi rat riéng cua chinh ban?" dén cuodi tai li¢u trén (dung thao tac cat va dan)
4.  Dung thao tac chép va dan dé tao ra dong sau vao cudi tai liéu:
YV & AO YV & ACY S ACY S ASY AV A
Huréng dan: - Chén 4 ky hiéu ¢, ¥, &, & vao tai liéu (Font: Symbol)
- Chép (Edit/ Copy) 4 ky hiéu trén vao Clipboard.
- Thyc hién thao tac dan (Edit/ Paste) 5 1an.

5. Chon khdi 12 doan thir nhit, nhan phim Delete. Nhan xét. Thuc hién thao tac Undo.
Nhan xét.

6. Chon khdi 12 toan b tai liéu (nhén t6 hop phim Ctrl + A), nhan phim Delete. Nhan
xét. Thuc hién thao tac Undo. Nhan xét.

7. Tiép tuc thuc hién thao tic Redo. Nhan xét.
8. Luu tai li¢u Ién dia S: v6i tén Buoi2_1.doc.

9. Dong ctra s6 tai liu dang mo. Mé xem lai tai li¢u vira luu.

Bai thuc hanh sé 2

Nhap va dinh dang cho doan van ban dudi day, sau do luu vao dia S: véi tén
Buoi2_2.doc.

HOP HOI THOAI FONT

Néu ban mudn chon nhirng Font chir khac nhau cho céac ky tu, chi dinh in dam Bold,
in nghiéng Italic, hay gach duéi Underline thi ta c6 thé chon 1énh trén thanh Formatting.
Tuy nhién Word con cung cip rat nhiéu kiéu dinh dang khac cho cac ky tu nhu: chi sb trén
Superscript (a*+b”), chi s6 dudi Subscript (H2SOy), chir bong Shadow, chit vién Outline,

.. nhitng dinh dang ndy méc nhién khong c6 nat 1énh trén thanh cong cu. Do d6 dé sir
dung thi phai str dung hop hdi thoai Font.

Sau khi chon khoi van ban can dinh dang, ban chon 1énh Format/ Font. Hop thoai
Font gom c6 cac thanh phan sau:

Lép Font: chon Font chir
Font: cho phép nhép hay chon Font chit cho cac ky tu.
Font style: li¢t ké céac kiéu chit: Regular, Italic, Bold, Bold Italic.
Size: cho phép nhép hay chon co chir.

Font color: cho phép chon mau cho cac ky tu.

ach mot duong gitra cac ky tu.
Sﬂ‘—ﬂeethfea-gh Jos: gg 4
eh: gach hai duong gitra cac ky tu.

Superscript: chi s6 trén (a*+b?).
Subscript: chi 6 duai (H2SO0y).
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Bubi thuc hanh thi 2

Shadow: chir c6 nét bong.

Outline: chit ¢6 nét VIEN xung quanh.

Emboss: chir

Engrave: chit

Small Caps: chit HOA NHO.

All Caps: chit HOA LON.

Hidden: 4n (khong cho hién ky tu).
Preview: khung hién thi minh hoa.
OK: ap dung céc thong sé vira chon cho ky tu.
Default: [uu cac thong s6 vira chon thanh gia tri mdc nhién.
Cancel: huy bo cac thong sd vira chon.
Lép Character Spacing: dinh khoang céch gitra céac ky tu.
Lép Text Effects: chon cac hi¢u iing dong cho céc ky tu.

Bai thuc hanh sé 3

1. Tao muc AutoCorrect nhu sau:

Tén muc Noi dung
crq Cht Rau-Quap

2. Nhap vao ndi dung van ban nhu sau (sir dung muc AutoCorrect vira tao):
MOT LAN THI TOT
HAI LAN THI BAY
BA LAN THI TE

Cha Réu-Quap nhén thdy rang cai quin méi cta ch ta thi dai qua va noi y ay véi vo.
Nhung ngudi vo noi rang hién tai ba ta khong c6 thi gid dé thau ngan no lai.

Cha ta nhd hoi me vo nhd ba ta vui 10ng 1am ho. Ba nay 18 tat nhién tra 10i rang day
khong phai la cong vi¢c cua ba.

Bdi vdy anh chang ti nghiép phdi tw thau ngdn ldy cdi quan réi di ngii. Liic bdy gio
nguoi vor moi ranh, ben thau ngan quan lén lan nita. Va trudc khi di ngu, ba me vo ciing
lam nhu the. Cho nén sang hom sau, khi Chu Rau-Qudp mdc vao, chu ta thay rang cdi
quan dai da bién thanh quan sot.

000

3. Str dung chtic ning tim kiém va thay thé (Edit/ Replace), tim chit “chii” va thay thé
béi chit “bdc".
4. Ban hady tao 4 muc AutoText nhu sau:
* Noi dung 13 3 dong twa dé va dit tén viét tat 1a tieude.
* Noi dung 13 doan thir nhat va dit tén viét tit 1a doanl.
* Noi dung 1a doan thtr hai va dat tén viét tit 13 doan2.

* Noi dung 1a doan thtr ba va dit tén viét tit 1a doan3.
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Bubi thuc hanh tha 2

Luu tai li¢u 1én dia S: véi tén Buoi2_3a.doc.
Pong cira s6 tai liéu dang mo.
Mo mot tap tin méi. St dung cac AutoText vira tao dé tao lai tai liéu nhu trén.

Luu tai liéu 1én dia S: v&i tén Buoi2_3b.doc.

A S RS S

Xoba cac muc AutoCorrect va AutoText vira tao.
> Bai lam thém s6 1

1. Nhdp vao ndi dung van ban bén dudi:

Em théy khéng tat ca da xa roi

Trong hoi thé cda thoi gian rat khé

Tubi tho kia ra di cao ngao thé

Hoa sting tim vao trong mét Idm mé say
Chum phuong hong yéu dau Ay roi tay
Tiéng ve trong veo xé déi ho nuéc
Con ve tién tri vo tam bao trudc
C6 1&é mot ngudi ciing bit diu yéu

N6i nhé dau anh nhé vé em

NG6i nhé trong tim em nhé vé véi me

N6i nhé chang bao gi nhé thé

Ban c6 nhé trwéong, nhé 1&p, nhé tén t6i?

Ghi chu: DPinh dang Font nhu sau:
Poan 1vadoan4  Font: Arial, Size: 12.
Poan 2 vadoan3  Font: Times New Roman Size: 12.

2. Luu tai liéu vao dia S: v6i tén Bai_lam_them_buoi2_1.doc. Pong cira sb tai liéu dang
mo.
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Bubi thuc hanh thi 2

> Bai lam thém s 2

1. Mo file méi va nhap vao van ban dudi day:

"Cé mét ndng Bach Tuvét, cdc ban oi
Véi lai bay chi lun rdat quay”

"Mueoi chii chir, nhin xem trong I6p av”
(Oi nhitng tran cwoi sang do lao xao)

Nhitng chuyén ndm nao, nhitng chuyén ndm nao
Ct xtic dong, ¢ x0n xao biét may

Mua hoa mo rdi dén mua phuong chay

Trén tran thay, toc chd bac thém

Thoi hét thoi bim téc tring nga quén

Hét thoi cam dao khic ling nhing 1én ban ghé cii
Qua di ngot trén miy canh du du

Hoa da vang, hoa mudp cua ta oi!

Em da yéu anh, anh da xa r~6i
Cay bang hen ho chia tay vay mai
Anh nhd qua! ma chi lo ngoanh lai
Khdng th8y trén sin trudng — chiéc 1& bubi diu tién
Hoang Nhuin Cim

Ghi chu: DPinh dang Font nhu sau:
Poan1  Font: Times New Roman, Size: 12.
Doan2  Font: Palatino Linotype, Size: 13.
Poan3  Font: Arial, Size: 12.
Poan4  Font: Times New Roman, Size: 12.5.
Doan5  Font: Verdana, Size: 12.

2. Luutai li€u vao dia S: v6i tén Bai_lam_them_buoi2 2.doc.
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BUOI THUC HANH THU 3
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Ly thuyét cin xem lai trwée khi thwe hanh

— Dinh dang doan (Paragraph), tao ky tu Drop Cap, ké dudng vién va to nén cho
doan van ban (Borders and Shading).

— Tao muc danh dau va s thir ty (Bullets and Numbering). Dinh dang vin ban theo
dang cot (Columns).

Thuc hanh

Bai thuc hanh sé 1

1. Tao 2 muc AutoCorrect nhu sau:

Replace With
tl Transparent Language
sp san pham

2. Nhap vao ndi dung van ban bén dudi st dung cac muc AutoCorrect vira tao (nhép vian
ban trude, dinh dang sau theo hudng dan).

HOC 51 THU TIENG NHO MAY TINH

Transparent Language Company

Transparent Language, mot cong ty chuyén vé phan ctimg day ngoai ngir da
cong bd mot san pham phan ctng c6 thé day nhanh 51 tht tiéng cho nhimng nguoi
thuong di du lich hay cong tac & cac nudc. Pay 1a con sd ky luc cua Transparent
Language, vuot xa san pham cung loai ctia hang Learning Company (san pham
nay co thé day duogc 31 thu tiéng).

Sén pham cua Transparent Language co6 thé day cac thir tiéng
thong dung nhu Anh, Hoa, Tay Ban Nha, Phap, Puc, Y,
Nhat. Ngoai ra san pham nay c6 thé day dugc hau hét
cac thir tiéng khac trén thé gidi, trong d6 co ca tiéng
Viét, Do Thai, Hin-di, La-tinh,...
Transparent Language d3 tung ra san phim nay véi gia chi c6 29,95"°° nhung

phan ctng nay lai giup ngudi ding nam rat nhanh céc kién thirc cin ban vé

mot ngdn ngir. Cac chu dé day hoc ctia phan cimg ciing rat phong pht va gan
glii vdi cude song hang ngay. Nguoi dung Click chudt vao cac cau trén man hinh la
tiéng sé phat ra, dong thoi man hinh ciing hién thi phan bién dich, y nghia, tir vung
va cac lién két din t6i cac cha giai vé ngit phap. Ngoai ra, san phadm phan cing nay
cua Transparent Language ciing cho phép nguoi dung 1ap mdt danh muc céc tir hay
sir dung hodc cac tir kho dé tra nhanh va cho phép thu tiéng ctia hoc vién dé ddi
chiéu.

3. Dinh dang theo cac thong s6 trong menu Format/ Paragraph (Chu y d6i don vi do
trén thudc cho ding) nhu sau :

-Poan 1: * Alignment: Justified.
* Indentation: Left, Right: 1 cm; Special: First line, By: 1.27 cm.
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Bubi thuc hanh th 3

* Spacing: Before: 0 pt; After: 6 pt.

- Poan 2: * Alignment: Justified.

* Indentation: Left: 2 cm, Right: 2.7 cm; Special: Hanging, By: 1.27 cm.

* Spacing: Before: 0 pt; After: 6 pt.

-Poan 3: * Alignment: Justified.

* Indentation: Left: 1 cm, Right: 0 cm; Special: none.

* Spacing: Before: 0 pt; After: 6 pt.

4. Dung chuc nang sao chép dinh dang (

Transparent Language

Format Painter) dé dinh dang cho cac chit

5. Tim nhing tir cirng va thay thé bang tir mém.

6. Tao ky tu Drop Cap.

7. Luu tai liu 1én dia S: v6i tén Buoi3_1.doc. Pong cira s6 tai liéu dang mo.

Bai thuc hanh sé 2

Tao van ban c6 dang dudi day va luu tai liéu vao dia S: vdi tén Buoi3_2.doc.

TRUYEN CUOI

& Noi trang

Mot nguoi dan 6ng va vo ong ta di
du lich v& mién Ty va ding lai & mot
tam bién dé "Tiéng vong"

- Nguoi vo bdo : Thir xem.

- Anh nghi d6 1a diéu ngdc nghéch,
nhung ciing thir mot 1an xem sao. Ngudi
chdng noi r6i hét that to:

- Vo ly. Sau mét phut, anh ta béo :
Thay khong ? ching c6 gi xay ra ca.

- Ngudi vo néi : Thir 1an nita xem.

- Lén nay anh ta lai hét : T6i la ngudi
banh trai nhit trén doi.

Va sau d6 1a mot tiéng doi lai : "Vo
ly..ly...ly...1nm"

Bai thwe hanh s6 3

&> Co dac thong tin

Pang bién tap bai viét ciia mot
phong vién, thu ky tda soan goi anh nay
1én khién trach:

- Bai nay chi can viét trong 50 chit, ma
anh viét toi 500 chit! Anh c6 biét mot
dién tich nhu vay trén mat bao gia bao
nhiéu tién khong? Mang vé c6 dic lai
cho toi!

Cubi cung tin d6 duoc ding nhu
sau: “Nguyén Thanh X., Ha Noi. Téi
22/5, bat Itra soi xem xe con hay hét
xang. Xang con. X. tho 30 tudi”.

Swu tdm

Tao van ban c6 dang dudi day va luu tai liéu vao dia S: véi tén Buoi3_3.doc:

PHAN MEM XU LY VAN BAN

‘ N 7 |ord 14 cach noi gon ciia tir Wordprocessor (Phin mém xir 1y van ban).
Qua trinh x1t ly van ban bao gém hai giai doan chinh: Soan thio

Giao trinh thuc hanh Tin hoc can ban
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Bubi thuc hanh tha 3

(Editing) va xir 1y (Processing). Soan thao vin ban 1 cong viéc rat thuong gip
trong van phong va la cong viéc rat nham chan khi nguoi ta con dung may
danh chir (typewriter) dé thuc hi¢n.

61 may danh
chir, mdi lan
ban gd mdt
phim thi lap
tuc cac ky tu duogc in ra
61 may vi tinh va
Word, mii dén luc
ban ra 1énh in, van chua
6 vét nao trén gidy. Vin
ban chi hién ra trén man
hinh dé ban kiém tra va
hiéu chinh cho dung.
M&i khi ban g& dén cubi

gidy. Khi gd hét mot hang, ban phai kéo can dé xudng
hang. Mudn canh 1& cho ngay ngén, ban phai canh bang
tay va mét. Mot van ban da duoc tao xong, néu c6 16i thi
phai gb lai tir dau va c6 thé mac phai khuyét diém nhu 1an

trudce (cang g0 cang sai).

hang, ché d6 Wordwrap
s& tu dong mang tron tur
(word) xubng hang va tu
dong sap xép cac mirc
canh 1& (margin) di duoc
khai bao trude d6. Ngoai
ra, véi nhitng cong cu
(tool) xtr 1y van ban nhu:

Tim va thay thé (Find
and Replace), sap xép
(Sort), sao chép (Copy),
di chuyén (Move), ...
lam cho Word tr¢ thanh
ngudi ban dong hanh
khong thé thiéu cia
nguoi thu ky van phong.

Diic biét: Vi Microsoft Word 2000, mot phan mém soan thao chay trong méi trudng
Windows, s€ cho phép ban nang 1én mdt budc mai doi voi cong tac soan thao van phong.
C6 thé don ctir mdt vai khia canh dudi day:

& Kha nang dinh dang ky tu rat phong phti nhu: Dam (Bold), Nghiéng (Italic),
Gach dudi nét don (Single Underline), Gach dudi nét d6i (Double Underline),

chi s trén a* + b” (Superscript), chi s6 dudi H,SO4 (Subcript), ...

& Nhiéu chirc ning dinh dang doan (Paragraph) rat tién loi.

& Viéc hién thi thudc do va cac thanh cong cu s& gitp cho ban don gian hoa thao
tac, dé hiéu va dé su dung.

& Microsoft Word 2000 c6 thé lién két voi cac trinh tng dung khac nhu
Microsoft Excel, Microsoft Power Point, ... c6 kha nang thyc hién nhiéu k¥ xao
tién tién trong viéc soan thdo va trinh bay véan ban.

> Bai lam thém s 1

Nhap va dinh dang van ban bén dudi va luu lai véi tén S:\Bai_lam_them_buoi3_1.doc.

WHO: DICH SARS PANG LANG DIU

_ Hom nay (05/ 06/ 2003) 1a mot ngay dang nh6 voi nguoi dan thé gioi
sau gan 4 thang chién dau voi dich bénh SARS - khong mdt ca tir vong nao
dugc ghi nhan. T6 chirc Y té theé gidi (WHO) cho rang day 1a dau hiéu lac quan,
song van can phai d€ phong nguy co tai phat dich.

&  Tai bai Loan, Trung Quéc, hai diém do cQa dich SARS hién nay, s6 ca nhiém
mdi chi dirng lai @ mic 1 con s6 trong nhi€u ngay qua.

@ Hong Kong - khu vyc d6 cua dich bénh trong thang 3 - ciing vira dugc Trung
tam Kiém soat va phong bénh My (CDC) d& khdi khuyén céo di lai.

&  (Con tai Toronto, noi cc')’m(f)t sf:) bénh vién bi virus SARS tin cong trd lai, cling da
c6 nhitng bién phap khong che dat hi¢u qua.

Giao trinh thyc hanh Tin hoc can ban
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Bubi thuc hanh th 3

T uy nhién, nguoi chua thé két luan diéu gi dua vao ) liéu cua mot ngay.

dimg dau mang luédi Ong canh bao Trung Quoc can tranh dé xdy ra hién tugng
dich SARS toan cdu cua tuong tu nhu ¢ Toronto, bang viéc dam bao cong tac giam
Lién Hop Quéc Mike sat dich bénh ¢ day luon “nhay bén” khong bd s6t mot
Ryan nhan manh rang, tredng hop nhiém bénh nao.

> Bai lam thém s6 2

Nhap va dinh dang van ban bén dudi va luu lai véi tén S:\Bai_lam_them_buoi3_2.doc.

CONG TY TNHH TM & SX DET NHUOM MAY
NAM PHUONG
o *

Cic ban c6 muén khing dinh tai ndang va vi tri ciia minh ?
Cong ty Nam Phuong ching t6i 1a cong ty chuyén nganh vé vai soi voi hai chirc nang
Thuong mai va San xuat Dét Nhudém May. Muc ti€u cong ty khong dung lai ma Iuén luén
phat trién nén rat tran trong nhiing tai nang do.
Moi cac ban tham gia vao cdc vi tri sau:
1. TRO LY CHU TICH HQI PONG QUAN TRI
e Tudi trén 35. C6 tam nhin chién luoc, nang dong.
e (6 it nhat 3 nam kinh nghiém ldnh dao hogc quan ly.
o Tét nghiép Dai hoc chuyén nganh Quén Tri Kinh Doanh. Thong thao Anh van. St
dung dugc cac phan mém vi tinh thong dung.
2. TRUONG PHONG HANH CHANH - NHAN SU
> Tot nghiép Dai Hoc. Anh vén t6i thiéu bang B.
» Trén 30 tuoi, c6 kinh nghiém trong cong tdc Hanh chanh - Quan tri Nhan sy tai
Cong ty san xuat Cong nghiép.
3. CHUYEN VIEN VI TINH
<> T(f)t nghiép Pai hoc chuyén nganh Tin hoc. C6 kinh nghi¢m vé thiét ké, tao mau
bang vi tinh va l@p trinh quén ly trén mang.
% C6 kha ning giao tiép va nghién ciru cc tai liéu chuyén mon bang tiéng Anh.
% Nang dong, c6 kha nang lam viéc doc 1ap.
Cac ban tring tuyén sé dugrc:
a. Luong va cac ché d6 phu cip hap dan.
b. Cong ty s& tao mot cong viée 1au dai va 6n dinh.
Puoc tao moi diéu kién thuan loi dé nang cao trinh do
Ho so gf“)m:
1) So yéu ly lich c6 dau chimg thyuc cua chinh quyén dia phuong
(theo miu thong dung bang tiéng Viét)
2) Pon xin viée viét bang tiéng Anh (Application form)
3) Tom tit ban than viét bang tiéng Anh (Curriculum vitae)
(C6 chimg thyc ctia chinh quyén dia phuong)
4) Ban sao c6 cong chimg cac vin bang, ching chi.
5) Anh4x6:2 tim
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Bubi thuc hanh tha 3

Néu ban quan tim xin moi ngp hé so sém nhit vé dia chi sau:
Phong Hanh Chdnh - Nhan Sy Cong ty Nam Phwong
9/9999 ap Hoa Quoi, xa Hoa An, tinh Hoa Binh

BUOI THUC HANH THU 4

Ly thuyét cin xem lai trwée khi thwe hanh
— Cai dat cac diém dimg Tab (Tab Stop).

— St dung thanh cong cu vé (Drawing toolbar), cach tao chit nghé thuat (WordArt),
chén hinh anh (Insert/ Picture/ ...).

Thue hanh

Bai thwe hanh s6 1

Nhép va dinh dang van ban bén dudi, sau do6 luu lai voi tén 1a S:\Buoi4 1.doc

MUC LUC
o * g

L VAN
NGUYEN DONG THUC  Chia tay Truyén ngan 5
VO PAC DANH Noi ay bay gid Ky su 12
KAWABATA Cénh tay Truyén ngén Nhat Ban 19
L THO
VAN CAO GO NGUOT €M DIEN Xa...voeeeeeeeeeeeeeeee e, 25
NGUYEN LAP EM CONn MAi tiNh YU .....cvovveeeeeeeeeeeeeeee e 26
NGUYEN THAI DUONG  Chiéc 14 tHONE t ... 59

Tu bach v&1 mot nguoi 62
L CAC MUC KHAC
SON NAM Gid chong bao cii - Suu tam 70
TRAN THANH PAM Sinh ménh cua van chuong lang man 100

Bai thwe hanh s6 2

Nhép va dinh dang van ban bén dudi, sau do6 luu lai voi tén 1a S:\Buoi4 2.doc

[ TO CHUC - QUAN TRI THEO HUONG HE THONG ]

HE THONG
(SYSTEM)
_ NHUNG YEU QUA TRINH NHUNG YEU
Gia TO PAU VAO BIEN POI TO PAU RA g 14
(INPUT) (OUTPUT)

NOT TRITON



Bubi thuc hanh thi 4

Bai thwe hanh sb 3:

Nhép va dinh dang van ban bén dudi, sau do6 luu lai véi tén 1a S:\Buoi4 _3.doc

N\
MUY ER «,x ’
o A
Va bier
Em sé ké anh nghe
Chuyén con thuyén va bién

<c> (? Q "Tir ngay nao chdng biét
+ ooo 0 Thuyén nghe loi bién khoi
Cdnh hdi du, séng biéc

Q v A a
<7 Q Duea thuyén di muon noi

Q Long thuyén nhiéu khat vong
= Va tinh bién bao la
GO Mﬂ T}.l?yé‘n:di hoai k‘ho”ng moi
O Bién van xa ... con xa

Nhitng dém trang hién tir
Bién nhw ¢é gdi nho
Tham thi giri tam tw

Quanh man thuyén séng vo -

Ciing co khi vo co
Bién ao at x6 thuyén

(Vi tinh yéu muon thuo

Co bao gio dung yén?)
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Bubi thuc hanh tha 4

> Bai lam thém s 1

Nhap va dinh dang van ban bén dudi, luu lai voi tén S:\Bai_lam_them_buoi4 1.doc.

BUU PIEN TP. CAN THO CONG HOA XA HOQI CHU NGHIA VIET NAM
Cty BPIEN THOAI TPCT Doc 1ap - Tu do - Hanh phuc
S:.......... /HDKT e
Can Tho, ngdy ... thang.......nam 200.......

HQP PONG KINH TE

VE VIEC CHUYEN KY THUAT MOI, LAP PAT THIET BI VA CUNG CAP
CAC LOAI NGHIEP VU VIEN THONG

- Cain ctr Phép 1énh Hop dong Kinh té ngay 25/09/1989 ciia Hoi dong Nha Nude va Nghi
dinh s6 17/HPBT ngay 16/01/1990 cua Hoi dong Bo truong quy dinh chi tiét viéc thi hanh
Phap Lénh Hop Bong Kinh Tg¢;

- Céin cir Nghi dinh s6 121/HDBT ngay 15/08/1987 cua Hoi dong B truong ban hanh
biéu 1é Buu chinh vién thong Viét Nam,;

- Theo yéu cau ctia khach hang va kha ning phuc vu ctia Coéng ty Dién thoai Thanh phd;
CHUNG TOI GOM:

BEN A: CONG TY PIEN THOAI THANH PHO

- bia chi : =Y 156 Ly Ty Trong, Thanh phd Can Tho.

-biénthoai : @& 071.812345.

-Taikhoan @ ., tai Ngan hang: .......cccccovviviiiiiiieniieieeee,
DAl dICN KY 1 e e et e e aee e nrae e
BEN B: oot
- Pia chi : D et s e st e e b e e e aeeenes
- Dién thoai B e
-Taikhodn : ., tai Ngan hang: .......ccccoeeviiiiviiiiieeeee,
DAl dIEN KY 1 ettt es
Cung thoa thuan ky hop ddng theo nhirng diéu khoan sau day:

DIEU 1: .....

DIEU 2: .....

DPAI DIEN BEN A PAI DIEN BEN B
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Bubi thuc hanh thi 4

> Bai lam thém s 2

Nhap va dinh dang van ban bén dudi, luu lai voi tén S:\Bai_lam_them_buoi4 2.doc.

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

BIEN BAN
POI CHIEU CONG NQ VA THANH LY HQOP PONG
S6: 93/HDMB_PTTS
Hom nay, ngay 14 thang 02 ndm 2005, dai dién hai bén la:
BEN A: CONG TY COCACOLA.

-Piachi : < 9999 Ly Ty Trong, Thanh ph Can Tho.

-biénthoai: @& 071.899999.

-Dodéng : TRAN THANH THANH, Phé Giam Péc lam dai dién.
BEN B: CONG TY PEPSICOLA.

-Piachi : < 7777 Tran Hung Dao, Thanh phé Can Tho.

-bién thoai: @& 071.877777.

-Doong TRAN TUAN TUAN, Téng Giam Déc lam dai dién.

Hai bén tién hanh d6i chiéu chimg tir va thanh 1y hop dong s6 93/HDMB_PTTS ngay
08/03/2002 gdém cac diéu khoan sau:

Piéu 1: Dya vao diéu 1 ciia hop dong, bén A d3 giao hang cho bén B gém:

Tén hang bVT S luong Thanh tién (USD)

- Puong trang............... J 1 E— 200.50 100.5

- Bot ngot Vedan.......... 1 25.00 60.12

-Vang SIC....ooue...... Luong --------------- 10.25 123.275

TOMNE COME: v 283.895
Piéu 2: Bén B di thanh toan tién hang cho bén A.

- Phiéu thu 452 .....cooovvoveeeereann. 10/03/2002 20,000 USD

- Phiéu thu 4526 + 457 + 459 ........ 11/03/2002 200,000 USD

Téng cong: 220,000 USD

Pieu 3: Can doi cong no gilra hai bén.

@ Tinh dén ngay 15/03/2002, bén A con no lai bén B: 7.000 USD. Bén A s€ hoan
lai cho bén B ngay sau khi bién ban dugc hai bén ky.

@ Sau khi bén A thanh toan xong, hop ddng dugc thanh 1y.
Bién ban dwoc ldp thanh 04 ban cé gid tri ngang nhau, méi bén giiv 02 bdn

PAI DIEN BEN A PAI DIEN BEN B

(Pi ky) (ba ky)
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Bubi thuc hanh tha 5

BUOI THUC HANH THU'5

Bai thwe hanh s6 1

Ly thuyét cin xem lai trwée khi thwe hanh

— Céch tao va dinh dang bang (Table).
Thuc hanh

1. Tao Table nhu sau:

Ho va tén Mirc lwong Phu cép Thuyc lanh
Nguyén Vin A 333 12.00
Lé Thi B 359 13.50
Tran Viét C 333 10.00
Nguyén Tran D 405 18.50
Lé Thanh E 333 19.00

2. Chén thém mot dong vao dau danh sach (sau dong tiéu dé) va thém vao ndi dung nhu

sau:

Thai Phuong F 500

3. Chén thém mot cot vao trudce cot dau tién c6 tiéu dé 1a Stt va danh sb thir tu cho danh
sach (Format/ Bullets and Numbering).

30.00

4.  Dung cong thic tinh cot Thuc 1anh = Mic luong + Phu cip. Hurdng dan: chon menu
Table/ Formula...

5. Sap xép danh sach theo thir ty Murc luong tang dan, dbi véi nhitng ngudi c6 cting mirc
luong thi sap xép theo thur tu Phu cap giam dan.

6. Chén thém mot dong vao dau danh sach (trén dong tiéu dé) va mot dong cudi danh
sach. Sau d6 dinh dang lai Table nhu sau:

S Ho vi tén Lwong - Phu cd'p’ - Thuec lanh cia CB-CNV
Murc lwong Phu cap Thuc lanh
1 | Thai Phuong F 500 30.00
2 | Nguyén Vin A 333 12.00
3 | LéThiB 359 13.50
4 | Tran Viét C 333 10.00
5 | Nguyén Tran D 405 18.50
6 | Lé Thanh E 333 19.00
Tong cong:

7. Dung cong thic tinh dong Tong cong (Table/ Formula).

8.  Luu tai li¢u vao dia S: voi tén BuoiS_1.doc.

Giao trinh thyc hanh Tin hoc can ban
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Bubi thuc hanh tht 5

Bai thwe hanh s6 2

Tao Table c6 dang dudi day va luu tai li€u vao dia S: véi tén BuoiS_2.doc.

TRUONG PH KHOA HQC TU NHIEN - TRUNG TAM PIEN TU & MAY TiNH

CAC LOP TRUNG CAP

% K§ thuat vién trung cip
phan ciing may tinh

© Lap trinh vién tng dung
trung cap

CAC LOP NGAN HAN

¢ Tin hoc can ban
Windows - Windword -
Excel

¢ Lap trinh Pascal, Foxpro
Corel Draw, AutoCad

» Hoc tép trung moi ngdy mot budi
(sang, chiéu hodc to1) trong 14 thang

> Hoc phi déng 1 hoic 2 lan

> Tot nghiép duoc cip bang Trung cip

v’ Cac 16p sang, chiéu, toi

v Thoi lugng 40 - 60 tiét. Thyc hanh 1/2
thoi gian trén may P4 ndi mang

v' Chimg nhén do Trung tAm cap

TRUNG TAM DPIEN TU & MAY TINH

Da hoat dong trén 14 nam, tich lily dwoc nhiéu kinh
nghiém vé toé chuce, chuong trinh giang day.
Trang thiét bi dwoc ndang cdp, doi méi thuong xuyén.

Giang vién nhiéu kinh nghiém, tan tdm

10 - 12 Binh Tién Hoang - Q1
135B Nguyén Chi Thanh - Q5
227 Nguyén Vin Cur - Q5
145 Pasteur - Q3 (hop tac)

@ 822254 - Fax: 84-8-22236

Bai thuc hanh sé 3

Nhap va dinh dang Table bén dudi, luu lai véi tén BuoiS_3.doc.

Buu dién Hoa Binh
Sé 1 - Hoa Binh - Can Tho

GIAY BAO
BUU PHAM

: 14/09/2003
:3:50 PM

- Ngay géi
- Gio goi

Nguwoi goi: David Beckham
Manchester United football team

Nguwoi nhan: Posh Spice Victoria Adams
Spice Girls band

Ghi chi : Khi di nhan buu phdm phéi dem theo gidy Chimg minh nhan dan hoic gidy

xac nhan cua co quan dang lam vi¢c

Chir kv ngwoi dua thu

Chir ky nguoi phat BP

Chir kv ngwoi nhan BP

Giao trinh thuc hanh Tin hoc can ban
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Bubi thuc hanh tha 5

> Bai lam thém

Nhap va dinh dang Table bén dudi, luu lai véi tén S:\Bai_lam_them_buoi5.doc.

Luwu y: Ding t6 hop phim Ctrl + Tab dé st dung céc diém dimng Tab trong Table.

IMPORTANT MESSAGE

For :

Date :

Time :

Caller :

Of :

Phone

Phone Number :

Return

your call

Area Code

Message:

Number

Please
call

Will call

again

Come to

see you

Need to

meet you

Giao trinh thyc hanh Tin hoc can ban
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Bubi thuc hanh tht 6

BUOI THU'C HANH THU 6

Ly thuyét can xem lai trwée khi thwe hanh

Tap tin mau va bo dinh dang (Template and Style).

Bai thue hanh s6 1
1. Tao tap tin Template:
— Chon File/ New

— Trong muc Creat New chon Template. Click chon OK

— Nhép va dinh dang cho van ban nhu sau:

BO GIAO,DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
So: ....... / Qb. Doc lap - Tu do - Hanh phuc
skksksksk

Ha Noi, ngay thang  nam
QUYET DINH
CUA BO TRUONG BO GIAO DUC VA PAO TAO
(Vé viéc ...)

e Cin ctr Nghj dinh s6 29/ CP ngy 30/ 03/ 1994 ctia Chinh phu vé nhiém vy, quyén
han va t6 chuc bo may ctia B6 Giao duc va Dao tao;

e Can ctr Nghi dinh 15/ CP ngay 02/ 03/ 1993 cua Chinh pha vé nhiém vu, quyén han
va trach nhiém quan ly Nha nudc cua B, co quan ngang B9;

e Theo dé nghi ...
QUYET PINH

PIEU 1:

PIEU 2:

PIEU 3:

Noi nhan BO TRUONG BOQ GIAO DUC VA PAO TAO
- Nhu diéu 3
- Luu.

2. Luu lai tai liéu sau khi da dinh dang vao dia v6i tén Mau_Quyet_Dinh.dot
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Bubi thuc hanh tht 6

3. Poéng cira sb tai liéu dang mé.
4. Sir dung tap tin Template trén dé tao vin ban moéi

Chon File/ New

Trong 16p General chon Mau_Quyet Dinh
— Trong muyc Creat New chon Document. Click chon OK

— Nhap va dinh dang cho van ban nhu sau:

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
S6: 4915/ Qb-BGD&DPT-TCCB Poc lap - Tu do - Hanh phiic
skkskkk

Ha Noi, ngay 09 thang 10 nam 1999

QUYET PINH
CUA BO TRUONG BO GIAO DUC VA PAO TAO
(Vé viéc cir dng Ton That Nghiép di hoc Tién si tai Cong hoa Phdp)
e Can ctr Nghi dinh s0 29/ CP ngay 30/ 03/ 1994 ciia Chinh phii vé nhiém vy, quyén
han va t6 chirc bd may ctia Bo Gido duc va Pao tao;
e Cin cir Nghi dinh 15/ CP ngay 02/ 03/ 1993 ciia Chinh phii vé nhiém vu, quyén han
va trach nhiém quan ly Nha nude cua B, co quan ngang Bo;

e Theo dé nghi ctia Trudng Pai hoc Can Tho tai cong vin s6 997/ PHCT. TCCB99
ngay 28/ 09/ 1999.

e Theo dé nghi cua 6ng Vu truéng Vu Tb chire can bo.
QUYET PINH
PIEU 1: Cur 6ng: TON THAT NGHIEP
Giang vién Truong Dai hoc Can Tho di lam luan an Tién si tai Cong hoa Phap.
Thoi gian: tir 01/ 11/ 1999 dén 30/ 10/ 2002.

PIEU 2: Ong (bd) cO tén O diéu 1 can phai hoan thanh nhiém vu dugc giao va chiu su
quan ly ctia Dai st quan (hodc co quan dai dién Ngoai giao) cia Viét Nam &
nudc sé tai.

Trong thoi gian cong tic & nudc ngoai dng Ton That Nghiép duoc hudng moi quyén han

va nghia vu theo qui dinh hién hanh cua Nha nudec.

PIEU 3: Céc ong Chanh van phong, Vu trudng Vu‘t(;) chire Can bg, Vu trudng cac vu c6
lién quan, Hi¢u truong Truong Dai hoc Can Tho va dng Ton That Nghiép chiu
trach nhi¢ém thi hanh quyét dinh nay.

Noi nhan KT. BQO TRUONG BQ GIAO DUC VA PAO TAO
- Nhu diéu 3 THU TRUONG
- Luu.

5. Luu lai tai li€u sau khi da dinh dang vao dia S: véi tén Buoi6_1.doc
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Bubi thuc hanh tht 6

Bai thwe hanh s6 2

1. Chon céc Style sau va diéu chinh lai theo yéu cau:

Format
Style Shortcut Key
Font Size Paragraph
Heading 1 Palatino - Linotype, 14 | Before, After: 6 pt, Centered | Ctrl+Num 1
Bold, All caps ’ ' ’

. Arial, Bold, All Before, After: 6 pt,
Heading 2 caps 13 Justified, First line: 0 cm Ctrl+Num 2
Heading 3 Times New Roman, 12 | Before, After: 6 pt, Justified | Ctrl+Num 3

£° | Bold Italic » AT 5 PL Justilt "

. Times New Roman, Before, After: 2 pt,

Heading 4 Regular 12 Justified, First line: 1 cm Crl+Num 4

2. Nhép va dinh dang cho van ban st dung cac bg dinh dang Style nhu sau:
Heading 1: cho tiéu dé chuong.
Heading 2: cho nhitng muc 16n (12.1, 12.2)
Heading 3: cho nhiing tiéu muc (12.1.1, 12.1.2, ...)
Heading 4: cho nhitng muc chit a, b, c, ...

Noi dung van ban:

CHUONG 12: TAP TIN MAU VA BO PINH
DANG

12.1.TAP TIN MAU (TEMPLATE)

12.1.1. Khdi ni¢m

Template la mot dang tap tin van ban déc biét (co phan mo rong mic nhién .dot)
chura cac dinh dang tao sdn va mot sé noi dung nao d6. Mot tap tin vin ban (Document)
duoc tao ra tir tap tin Template ndo d6 (mic nhién 1a Normal.dot). C6 thé xem Template
nhu 13 “cai suon”, 1a mot “van ban mau” dung dé tao tap tin van ban moi.

Khi chon 1énh File/ New, hop thoai New s& xuét hién, trong do li¢t ké cac tap tin
Template va cho phép ban chon dé 1am mau cho van ban mai.
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Bubi thuc hanh tht 6

12.1.2. Tao tdp tin mdu méi

a. Chon 1énh File/ New, hop thoai New s€ xuét hién.
Trong muc Create New, Click chon Template.

c. Nhép ndi dung va thiét 14p cac dinh dang can dung cho Template nhu d6i
v&i1 van ban thuong.

d. Chon Iénh File/ Save dé luu lai voi phan mé rong mic nhién 13 .dot.

12.2.  BO DINH DANG (style)

12.2.1. Khdi niém

Style 1a mot tap hop cac dinh dang c6 san trong Word hodc do ngudi dung tao ra va
duoc gan cho mot tén riéng. Trong mdt Style co6 thé chira cac dinh dang ky tu, doan van
ban, diém dung Tab, dudong vién va tdé mau,...

12.2.2. Thao tac trén Style
a. Hop thoai Style (Format/ Style)
b. Tao mot Style méi
c. Gan phim go tat cho Style

3. Chon cach hiénq thi theo dan bai (View/ Outline). Click trén cac sb 1, 2, 3, ... All cua
thanh Outline dé xem cach dan bai.

4. Chon lai cach hién thi chi tiét View/ Print Layout, sau do6 tao bang muc luc cho van ban
trén nhu sau:

MUC LUC

CHUONG 12: TAP TIN MAU VA BO DINH DANG .eooeeeeeeeeeeeeesseeeessssseemssssen 23
121, TAP TIN MAU (TEMPLATE) .o eeeeeeseeeseeeeeeseeeseeeeeeeseseeseseseons 23
12.1.1. Khdadiniém...... PSPPI 23
12.1.2. TQO LAP 1IN MGAU MOT ..ot 24
12.2. BO DINH DANG (STYLE) co.viuieeeeeeceeeeeeeeteeetee et 24
12210 KRAETEEH ... 24
12.2.2. TRAO tAC tFEN SUPLE ... 24

5. Luu lai tai li¢u vao dia S: v6i tén Buoi6_2.doc
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Bubi thuc hanh tht 6

> Bai lam thém
Tao mau dang ky sir dung nudc nhu bén dudi, luu lai vao dia voi tén
Mau_Dang Ky.dot.

SO G.THONG CONG CHANH CONG HOA XA HOI CHU NGHIA VIET NAM

TP HO CHI MINH Doc 1ap — Tu do — Hanh phic
CONG TY CAP NUOC
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BUOI THUC HANH THU 7

Ly thuyét cin xem lai trwéc khi thue hanh

- Céc chuc nang khéac cua Word: tron thu (Mail Merge), tao cac cong thuc, thém
cac cudc chu cudi trang/ cudi phan (Footnote/ Endnote).

- Dinhdang vain an trong Word: thém tiéu dé dau va cudi trang (View/ Header and
Footer), danh so trang (Page Number).

Bai thue hanh s6 1: Sir dung chirc ning tron thw (Mail Merge)

1. Tao bang nhu bén dudi dung lam co s¢ dir liéu (Data Source) cho viéc tron thu, sau
d6 luu lai voi tén 1a S:\Dulieu.Doc.

FAX TENNGOI DCGOI NGNHAN | DCNHAN NHANTIN
84.8.293704 | L& Hoang Hoa | 12 Dinh Tién | L& thi Thuy | 49A Dao ba c6 hang vao
Hoang Q1 Tién Duy Hué gap dé lam tha
TPHCM tuc nhan
84.8.231662 | Hoang Thi 32/1 Hai Ba | HO Lé 15 Cao Ba | Goi gip phiéu
Lan Huong Trung Q1 Ngoc Quat Nha thanh toan cong
TPHCM Trang ng.
84.8.441583 | Phan Thanh | 451 Nguyén | Nguyén Thi | 45 Bén Cén gp gap d¢
Tung Kiém Q.GV | Méng Cam | Ninh Kiéu | ban lai hop dong
TPHCM Can Tho

2. Tao tap tin chinh (Main Document) c6 ndi dung nhu bén dudi, luu lai véi tén la
S:\TapTinChnh.Doc va thyc hién thao tac tron thu theo dang:

BUU PIEN TINH CAN THO'
SO 2, PAI LO HOA BINH - TP CAN THO
S6 Fax: . Ngay :05/22/2002
NHAN TIN ,
<<FAX>> Gio  :5:20PM
Ong/Ba: <<TENNGOI>>
Ti: <<DCGOI>> Pén: <<NGNHAN>>
<<DCNHAN>>
Noi dung nhin tin:
<<NHANTIN>>
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Bai thue hanh s6 2: Tao cac cong thirc todn hoc sau, lwu lai véi tén
S:\Buoi7_2.doc.

2
sin > x = tg)i j dx =lntg(£+£j+c
l+1tg°x 2 4

1 7 1
lim ——[In|1+ ——=|dx =2
n— oo M n ] X
Bai thuc hanh s6 3: nhap va dinh dang cho viin ban sau, luu lai véi tén
S:\Buoi7_3.doc

CAU LAC BQ TUOI TRE CUOI
X GIAI TRi CUOI TUAN i'

reang 6 Uibh Gi thi wi

V ong chung két giai “Cung thii thién xa Qhét‘thé' giéi” con lai 3 ngudi: Robinhood',
Hau Nghé? va Trong Thuy®. Cudc thi bét dau.

Robinhood oai vé budc ra, dat trai tdo 1én dau nguoi gitr bia, lui
xa 50 m, givong cung...Phap...Trai tdo bi mii tén xuyén qua. Anh
ta vo nguc noi: ’I am Robinhood!”.

Hau Ngh¢ cuoi khéy, anh ta dat mét qua chanh lén dau
nguoi kia, lui xa 100m va nhe nhang lay cung cho miii tén xuyén
thung qua chanh. Anh ta vo nguc noi: “I am Hau Nghe!”.

Trong Thuy dé ngudi gitt bia dat trai chanh cing mii
tén cua Hau Ngh¢ 1én dau. Al}h ta nl}éy 1én ngua phi ra xa mot dam
(1,6 km) va dot ngdt quay phat lai ban luén mot phat...

Cung truong nd bung 18n tiéng ho reo tan thudéng vi mot miii tén da cim ngap vao ddc tén
cua than tien Trung Quoc. Moi su chtl y déu do don vao Trong Thuiy khi anh nay tur tir tut
xudng ngua, giong khan dac:

- [..am..s...0..r..1...y...

| Tat ca quay lai nhin nguoi giit bia: Anh ta loang choang rdi d6 kénh xuéng dat. Trén
i nguoi, tén cam day dic nhu mot b 16ng nhim ...

! Cung thu huyén thoai ngudi Anh.
% Thién xa s6 mot Trung Quoc.
3 Pho mi ndi tiéng Dat Viét.
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& & Chuyén muc gidi tri trén trang Web www.fpt.vn = o=

Bai thwe hanh sb 4: nhap va dinh dang cho van ban sau, luu lai véi tén
S:\Buoi7_4.doc

7 viéc can lam khi mudén bé thudc la

Cu 5 phut lai c6 1 nguoi
chét vi thuoc la.

& Néu mudn bé thudc 14, ban hiy:

1. Ty nhu tai sao minh muodn bo thuoc: vi strc khde cua ban, vi strc khoe
cua nhiing ngudi xung quanh (nhu gia dinh chang han), tiét kiém

Q tién...
Q\Q 2. Dé ra thoi han dé bo thude.
3. Lap ké hoach d6i pho véi cac biéu hién thém thude va thiéu thudc.

4. Lén ké hoach dé gitr cho tay ban ron: Néu ban cam théy nhé viée cam
di€u thuoc trén tay, hdy thay thudc bang mét thir gi khéac.

g 5. Tim su ho tro tir phia gia dinh, ban be va d?)ng nghiép: Hay cho ho
biét 1a ban dang c6 gang bo thudc dé ho hieu tai’sao ban lai cu xtr khac
\b trude. Va nhu vay ho s€ khong moi ban hat thudc nira.

6. Cb tranh viéc huat thudce lai.

7. Tu thuong cho minh: du ban dang lam gi ciing dung quén thuong cho
minh déu dan vi viéc khong hut thuoc.

Thu Thuy (theo www.vnn.vn)
% Luu y:

Hay tao Header va Footer, danh s trang cho tap tin nhu sau:

Header -Section 16-

1
A “ v
! Budi thue hanh thy 71
D L L o o o o o o o e - a
cFoker -Sechion 16- _ ool ool .. S5amg a5 Previgus_ _
\(o trinh thire hanh Tinhoe cén ban Trang 27!
1
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BUOI THUC HANH THU 8

BAI TAP TONG HQP

Bai 1

et Ybdl 1a g1

TT - Hom qua dira con nhé I&p 3 hoi: “Me @i, gian bai hay dan
bai h& me?”. Giang giai xong béng dwng cac c& héi: “Thé khi
lam van con khéng 1ap dan bai a?”. Héi réi béng dwng budn
qua. Chuyén nay dau phai la, nhwng sao khong khéi cam thay
budn va tiéc nuéi nhwr mat cai gi dé tét dep da mat di.

hdi di hoc, tdi mé nhat la nhitng tiét van va thay co
. giao day van. Canh gat hai ¢ dong qué, canh chai lugi trén
bién, cai hoang vang nén tho cua nui doi trung du... dé gi mét dira tré

Thé ma sao van cam nhan,
quen khi gap go! Cai dep ty
giac tinh khoéi, rang r& cula
Hai Ba Truwng... da dwgc cac
tré nhuw téi luc bay gio.

N

I&n 1én & thanh phd nhw t6i dwoc trai qua.
van hinh dung dwoc, van thay gan gii than
nhién, diéu ky cia mét canh béng sung; cam
ngay dau tién di hoc; sy oai nghi I&m liét cta
thay co gido truyén vao tdm kham mét dira

www.tuoitre.com.vn &

0i chung t6i dwgc hoc cach dat
cau, cach lam mot bai tap lam
van. Mot tiét tap lam van “cang
thang” hon mot tiét toan hay
cac mon khac, nhung cling thu
vi hon nhiéu. Puogc thay cb

b Y

THO'I TOI Bl HOC

gido hudéng dan nhan biét yéu cau cua dé bai va cach lap
dan bai, phan con lai la cua chung t6i: cam nhan, y
tedng va ca sy tinh toan thoi gian. Mot cau van hay, mot y twong doc
dao dwoc doc 1én trude 16p lic tra bai 1a niém tu hao caa “tac gia” va la
niém ao wdc ctia moi nguoi. Ct nhw thé' chiing t6i hoc: cdm nhan, phan
tich, thuc hanh... Yéu cau tang dan theo tung cap 16p. Nhung hoc mon
van van 1a sw Iy thil giita mo mong va Iy ludn, giita cho va nhdn nhiing
cdm xtic, gitka viéc tim vd dién td cdi dep.

QP | 450 | LL | QY|
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Con toi 919 KNONG 1 st dan bai 1a gi, tap 1am van 14 gi, miét mai chep Nhing bai van
cua cd gido, miét mai hoc thudc trng cau chir va chép ra mét cach may moc trong
nhitng gi® kidm tra, thi ctr. Dai luc t6i thdm ao wée c6 thé mang lai cho con nhitng gio
hoc van nhuv tirng dwoc hoc véi nhirtng cam xuc tuyét véi ma minh da trai qua. Oi, mo
woce that nhé bé nhwng ciing... that xa voi!

Bai 2

Truong Pai hoc Can Tho
KHOA KHOA HOC
04: Khu II, dwong 3/2, TPCT

- @: 831530-8264
PLUTONIUM

Chat Plutonium (Pu) khong hién dién ton tai 400.000 nam. Day la mot chat
trong thién nhién cua dia cau, néu c6 nguy hiém, bic xa alpha ctua no cao
thi cling chi la nhitng STT | Linhkién | SL | DG TT gap
vét vo cung nho. N6 1. | Mainboard 20 70 100.000
sinh ra trong nhitng lo > | cpU 121 149 lan btee
phan tmg hatnhan. 3. | Monitor 30| 92 x@
guroi ta biét coé Uraniu
N 15 chat dong vi 4. | HDD 10 57 m thién
ctia Plutoium. 5. | Ram 0| 25 nhién.
Nhirng chat xuat hién 6. | Keyboard 26 7 Néu di
trong cac 10 phan ting 7. | Mouse 33 4 Vao co
déu la chat dong vi the,
phong xa. Khoi luong cta ching bién xuong sé gitt nd it nhat trong mot the
thién gitta 238 va 242. Plutonium 242 ky.
%
3 =S
= Lién doanh Vén ddu tu Dia diem g
£ 1. VinaStar........ 50.000.000 Séng Bé S
g 2. Mercedes Benz................... 70.000.000 TP.H6 Chi Minh E
= 3. VN-SuzuKi.....ccoeoevviinenns 9.957.000 Poéng Nai 2
CP: 4. Ford VN.....ooooiiiinne. 102.700.000 Hai Duong 73
g 5. Toyota Auto.......cccceeueeeen. 89.600.000 TP.H6 Chi Minh %
A =.
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Yéu cau®

Bai 3

MHB Ngén hang phat trién nha
Pong bang Song Ciru Long

Tén giao dich qudc té: HOUSING BANK OF MEKONG DELTA (MHB)

< .. Theo quyét dinh 769/ TTG ngay 18/09/1997 cua Thu tuéng
2 & Chinh phu va hoat dong theo quyét dinh s6 408/1997/QDb-
= NHNNS ctia Thong doc Ngan hang Nha nudc

Voén diéu 1¢: 600,000,000,000 d (sau tram ti dong)

Chii tich HDQT: | Ong TO CONG HAU

Téng giam dbc: Ong BUI VAN SAN

17 Bén Chuong Duong, Quan 1, TP. HCM

Tel: (84.8) 8215884 — (84.8) 8215885 Fax: (84.8) 8215664

NOI DUNG HOAT PONG

)

Tru sé chinh:

g Dung cong thire tinh gia tri cho c6t TT (Thanh tién): TT=SL * DG, sau d6 sip xép lai bang theo thtr ti
ang dan cua cot TT.




Bubi thuc hanh tht 8

Huy dong von ngan han, trung han nhan trong nudc, ngoai nudc dé dau
va dai han cta cac t6 chirc, ca tu cho cac chuong trinh phat trién nha
nhan trong va ngoai nudc bang cac hinh & va phat trién kinh té - xa hoi ving
thire thich hop. Pong bang Song Ciru Long.
N héan von tai trg, Gy thac cua

Nha nudc, cac td chuc, ca

@ Trusochinh .o, Tel: 08-8228898 — Fax: 08-8299142
B Vian phong TP.HCM .....oooiiiiiiiiececeeeeeeee Tel: 08-8558270
@ Chinhanh Nha Trang .........ccccevvevievieieieeeeieieieieeiesenne Tel: 058-811375
@ Chinhanh HANOI .....ooooeiiiiiiiieceece e Tel: 04-8255777

Ngan hang phat trién nha Pong bang Song Ciru Long thue hién chire nang kinh
doanh da nang theo dieu I¢, phap luat Viét Nam va thong 1€ Quoc té hién hanh.
> ”lgi@%

PHIEU THAM GIA “VAY VON NGAN HANG”
HO VA LEN: oo
Pia Chit e

£y

&

DaANg Ky eoeeieeeee e g
&

O Tham gia O Trao d6i O Chup anh

égo &‘&\vay véh 4@

Bai 4

N O HOI LAY BANG PAI HQC QUOC TE
' 9

A CONG NGHE THONG TIN
A /. \
Bachelor of Science Bachelor of
in Computing Commerce

International Advanced Diploma in
Computing/ Business Computing

International Diploma in Computing/
Business Computing
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ong

A

Dao tao C

= Phu hop cho hoc vién toan thoi gian va hoc vién
dang di lam

SINGAPORE

= Hoc vién da c6 chung chi chuyén vién k¥ thuat
CNTT c6 thé dugc mién trir mot s6 mon cua
chuong trinh hoc

nghé thong tin Singapore

Trung tim

e

Tel: 08-8629162

97% hoc vién dat yéu can trong cac ky thi Quéc ~ 664 Su Van Hanh, Q.10, Tp.HCM
te, trong d6 70% dat loai kha, gioi Email: enquiry@sibme.edu.vn
Website: www.sibme.edu.vn

INFORMATICS

1. Céc théng tin c4 nhin chung: R X
A 2. Bac hoc du kién:
HOo Vaten: ..o

\ , .. Tién si @)
Ngay thang nam sinh: ..........coccooiiiiiiiiiin, .
s, N Thac si @)
Gioi tinh: O Nam O Nir . .
Bang diploma sau BPH O

Piachili€n hé:....oocovvvvviiiiiiiii

4. Qua trinh cong tac:
3. Qua trinh hgc tap: Q g

R . Co qUan:......ceeeeriieeeeeee e

TN tIIONZ: ...t Chite vu
NAM TN Lo T
Piachis.....cooovvviiiiii,

Bang cap cao nhat: ........cccoeeeiieeiiieeeee, P .
SO ndm cONG tac: ....ccvvvveeerieeeennee.

BUOI THUC HANH THU 9

Bai thue hanh s6 1
Ly thuyét cin xem lai trwéc khi thwe hanh

- Nhap dir liu, dién sd thir tu, thao tac trén dong, cot.
- Tinh toan: dung ham SUM, sao chép cong thirc.
- Dinh dang dir lidu: kiéu tién té (Accounting), tron 0, ké khung va t6 nén.
- Thao tac trén Sheet.
Thuc hanh

a. Nhap bang tinh:

Giao trinh thuc hanh Tin hoc can ban Trang 33
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A | B | ¢ | b E F
BANG DU TRU VAT TU CONG TRINH
1
2 Ty gia VND/USD: 15475
3
4 | Vattu Pon vi| S6 lugng| Pon gia | Thanh tién (VND) | Thanh tién (USD)
5 | Xi mang Bao 520 54000
6 |Cat Xe 512 2500
7 | Gach ong Vién | 30000 800
8 | ba bp lat Vién 1000| 40000
9 |Palx2 Khbi 10| 130000
10 | Ba 4x6 Khbi 2| 150000
11| Cira sb Bo 4| 60000
12 | Cira cai Bo 6| 120000
13| Cira sat Bo 3| 1250000
14 | Khung ctra Bo 6| 125000
15| Tole TAm 25| 35000
16 | Fibro Xi mang| TAm 15 25000
17| Vén ép TAm 50| 25000
18 | Son Pong Nai | Hop 15| 54000
19| TONG CONG: ? ?

b. Phan yéu cau:

. M file mé1i, nhap liéu nhu bang trén vao sheet 1, luu véi tén S:\Buoi9.xls

2. Doi tén sheet I thanh Bai 1.
. Cheén thén} mot Cf):[ trudc cot Vat tu ,lérn ¢t S thir tu. Str dung chirc nang danh s6 thir
tu dong dé danh so thir ty cho c¢ot SO thir tu.
4. Chen thém 3 dong m6i ¢ gilra dong 5 va dong 6. Sau do dién dir lidu bét ky cho 3 dong
nay theo tha tu (Vat tu, Pon vi, SO lugng, Pon gid).
5. Panh lai s6 thir tu cho cot SO thir tu.
6. Tinh Thanh tién (VND) = S6 lugng * Pon gia.
7. Tinh Thanh tién (USD) = Thanh tién (VND)/Ty gia.
8. Tinh tong cong cho cot Thanh tién (VND) va Thanh tién (USD).
9. Dinh dang bang tinh nhu dinh dang dudi ddy. Luu file lai.
A | B l c | p | E | F | G
| BANG DU TRU VAT TU CONG TRIiNH
2 Ty gia VND/USD:  |$ 15,475.00
3
£ A |k > Thanh tién Thanh tién
SoTT Vat tw Don vi| S0 lwgng | Don gia (VND) (USD)
5 1 | Ximéng Bao | 520.00] 54000 vND 28,080,000.00 |$ 1,814.54

Giao trinh thyc hanh Tin hoc can ban Trang 34




Bubi thuc hanh tht 9

6 2 |Cat Xe 512.00|  2500|vND 1,280,000.00 |$  82.71
7 3 |Gach ong Vién | 3,000.00 800 | VND 2,400,000.00 |$ 155.09
8 4 |baop lat Vién | 100.00| 40000|vND 4,000,000.00 |$ 258.48
9 5 ba 1x2 Khoi 10.00| 130000|vND 1,300,000.00 |$ 84.01
10| 6
11| 7
12 8 v .. .’ vee v
13| 9 |Pa4dx6 Khoi 2.00] 150000\ vND  300,000.00 |$  19.39
14| 10 |Ciaso B) 4.00| 60000 yND  240,000.00 |$  15.51
15| 11 |Cuacai Bo 6.00| 120000 yND  720,000.00 |$  46.53
16| 12 |Cuasit B0 3.00|1250000 | vND 3,750,000.00 |$ 242.33
17| 13 |Khungcua Bo 6.00| 125000 yND  750,000.00 |$  48.47
18| 14 |Tole Tam | 2500 35000/ VND 87500000 |$  56.54
19 15 |Fibro Xi mang| Tam 15.00) 25000\ vND  375,000.00 |$ 24.23
20/ 16 |Vanep Tam 50.00| 25000 | vND 1,250,000.00 |$  80.78
21| 17 |SonPongNai| Hop 15.00| 54000\ vND  810,000.00 |$ 5234
22 TONG CONG:
Huréng dan:
- Dong 1: Tron 6 ( Merge and Center).
- Dinh dang cot Pon gia va cot Thanh tién (VND): vao Menu Format/ Cells/
Number/ Accounting, tai hop Symbol chon don vi VND.
- Dinh dang c6t Thanh tién (USD): Menu Format/Cells/Number/Accounting, tai
hop Symbol chon don vi $.
- Dung menu Format/Cells/Border & v& khung cho bang tinh (Chon Style cho
thich hop véi tirng nét ve).
Bai thuc hanh s6 2

Ly thuyét can xem lai trwée khi thwe hanh

Nhap dir liu, dién sb thir tu, thao tac trén dong, cot.

Tinh toan: dung ham SUM, IF, sao chép cong thirc.

Dinh dang dit li¢u: kiéu tién té (Accounting), ngay (Date, Custom), tron 6, ké
khung va t6 nén.

Thao tac trén Sheet.

Thuc hanh

a. Nhap bang tinh:

A

B

C

D

CHIET TINH GIAM GIA

Giao trinh thuc hanh Tin hoc can ban
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SO 5 " ) ,
KHACH HANG bIA CHI TIEN NG?IYAE (}}I AN T}I{\I/S ?EEN GCI}ZIX:A
2 TRA
3 |Nguyén Thi Thanh |Ly Ty Trong 15000 12/10/1997 | 25/10/1997
4 |Nguyén Thi Ngoc | Puong 3/2 10000 05/10/1997 | 25/10/1997
5 | Nguyén Tam Trung | Tran Qudc Toan| 30000 10/12/1997 | 11/12/1997
6 | Tran Minh Tri Hai Ba Trung 50000 08/05/1997 | 18/05/1997
7 | Nguyén Thi Thu Cac| Ly Thuong Kiét| 40000 09/07/1997 | 25/07/1997
8 | Vin Vin Sau Pham Hung 25000 20/10/1997 | 25/10/1997
9 | Nguyén Phudc Hoa | Tran Hung Pao 20000 26/07/1997 | 27/07/1997
10 | Vii Minh Tén Ly thuong Kiét 30000 27/08/1997 | 28/08/1997
11 | Nguyén Thi Phuc Pham Ngii Lo 15000 10/06/1997 | 12/06/1997
12 |Nguyén Thi Minh | Lé Lai 10000 05/05/1997| 15/05/1997
13 TONG CONG:|  ? ?

b. Phan yéu cau:

[\O Y

SO THU TU.

Chon sheet 2 trong tap tin S:\Buoi9.xls, nhap dir liéu nhu bang trén.
Chén thém mét cot SO THU TU trude cot KHACH HANG va dién dit liéu cho cot

3. Tinh GIAM GIA: néu khach hang tra tién trong vong 10 ngay ké tir ngay nhan
hang thi dugc gidm 30% so véi sO tién phai tra, nguoc lai khong dugce giam gia.

4. Thém cot TIEN THUC TE vao sau cot GIAM GIA va tinh cot TIEN THUC TE

TIEN THUC TE = SO TIEN TRA - GIAM GIA.
5. Tinh dong TONG CONG c6t SO TIEN TRA, GIAM GIA, TIEN THUC TE.
6. Dinh dang c6t NGAY NHAN HANG va NGAY TRA TIEN theo dang:

dd/mmm/yyyy.

=

Dinh dang bang tinh (ké khung, t6 nén, ...).

8. Doi tén Sheet 2 thanh Bai 2 va luu file lai.

Bai thuc hanh s6 3

Ly thuyét cin xem lai trwéc khi thue hanh
- Tinh toan: dung ham SUM, IF, OR, ROUND, AVERAGE, MAX, MIN.
Thuc hanh

a. Nhap bang tinh:

A B C D E
0 BANG LUONG CAN BQ - CNV
Thang 07/1997 - Cong ty TNHH 3V
2
3 STT Ho tén Chuc vu |Luong can ban |Ngay cong
4 Nguyén Thi Hai NV 10000 24
5 Nguyén Qudc BV 8000 30

Giao trinh thyc hanh Tin hoc can ban
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6 Triéu TG TP 10000 25
7 Ha Ha GD 50000 28
8 Huynh Gia PGD 40000 26
9 Tran Boi PP 25000 29
10 Phan Minh KT 20000 30
11 Nguyén Thing TP 30000 30
12 D4 Chau NV 15000 28
13 Ding Thién BV 10000 32
14 Ha Thi Ngoc NV 15000 26
15 D Thi Kiéu NV 15000 26
16 Lé Cong PGD 40000 28
17 Lam Tich BV 10000 28
18 L& Hd Cam NV 7000 29
19 Tong Cong:

20 Luong binh quén:

21 Luong cao nhat:

22 Luong thap nhit:

b. Phan yéu cau:

1. Chon sheet 3 trong tap tin S:\Buoi9.xls, nhap dit li¢u nhu bang trén.

2. Chén thém vao bén phai cot Ngay cong nhitng ¢t sau: Phu Cap CV, Luong,
Tam Ung dot 1, Con lai.

3. Phu Cép CV dugc tinh nhu sau: néu Chue vy 1a GD thi tinh 500, 1a PGD thi tinh
400, TP hodc PP thi tinh 300, KT thi tinh 250, nhitng trudng hop con lai 1a 0.

4. Luong dugce tinh nhu sau: Luong = Luong can ban * Ngay cong. Biét rang sO
ngay lam viéc qui dinh trong thang 1a 25 va sd ngay phu troi duoc tinh gap doi.

5. Tamungdot 1 =2/3*(Phu Céap CV + Luong), mdi nhan vién s& duoc tam ng
toi thiéu 1a 200000 va toi da 1a 300000.

6. Con lai = Phy Cap CV + Luong - Tam tng dot 1.

7. Tinh Téng Cong, Luong binh quan, Luong cao nhét, Luong thp nhét cho cac
cot: Luong cén ban, Ngay cong, Con lai.

8. Dinh dang bang tinh (ké khung, t6 nén, ...).
9. Doi tén Sheet 3 thanh Bai 3 va luu file lai.
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BUOI THUC HANH THU 10

Bai thue hanh s6 1
Ly thuyét cin xem lai trwée khi thwe hanh

- Ap dung cac ham: Toan hoc, Thong ké, Ngay thang, Logic, Chudi ky tu.
Thuc hanh

1. Mo file S:\Buoil0.xls, ghqn Sheet 1, d6i tén Sheet 1 thanh Xu Ly Chuoi, sau do
nhap va cho nhan xét vé két qua cua cac cong thirc sau:

A B C
1 |Nguyen Van Anh
2 |A216TL
3 |B12TT
4
5 [FLEFT(AL,0) =LOWER(AI) =REPLACE(A1,8,3,"Minh")
6 [=RIGHT(A1,3) =UPPER(A1) =MID(A2, 2, 3)
7 [=MID(A1,8,3) =PROPER(A1) =MID(A3, 2, 2)
8 FAT&""& A6 =FIND("Van",Al,1) =MID(A2,2,LEN(A2)-3)
9 FAS&""&AT&"" & A6 FFIND("Van",Al) =MID(A3,2,LEN(A3)-3)
10 =LEN(A1) =FIND("van",Al) =VALUE(MID(A2,2,LEN(A2)-3))
11 =SEARCH("van",A1) FVALUE(MID(A3,2,LEN(A3)-3))

2. Chon Sheet 2 trong tap tin S:\Buoil0.xls, d6i tén Sheet 2 thanh Xu Ly So sau d6
nhap va cho nhan xét vé két qua ctia cac cong thirc sau:

A B C

1 25 10| Sir dung ham thong ké
2 25 20 25
3 2345.678 30

4 -15.42 40 36
5

6 |=SQRT(A1) =ROUND(A3,2) =COUNT(B1:B4)

7 |=SQRT(A2) =ROUND(A3,-1) =COUNT(C1:C4)

8 |=SQRT(16) =ROUND(A3,-3) =COUNTA(B1:B4)

9 |=IF(A2>=0,SQRT(A2),"L3i") |[=ROUND(A4,1) =COUNTA(C1:C4)
10|=INT(A1/7) =ROUND(A4,-1) =COUNTBLANK(C1:C4)
11 |=MOD(A1,7) =SUM(B1:B4) =COUNTIF(B1:B4,">=25")
12 |=INT(A3) =MAX(B1:B4) =COUNTIF(B1:B4,"<33")
13 |=INT(A4) =MIN(B1:B4) =RANK(B1,B1:B4,0)

14 |=ODD(A3) =AVERAGE(B1:B4) =RANK(B1,$B$1:$B$4,0)
15|=0DD(A4) =PRODUCT(B1:B4) =RANK(B1,$B$1:3B$4)
16|=0DD(16.2) =SUMIF(B1:B4,">=25" B1:B4) |=RANK(B2,$B$1:$B$4)
17 =SUMIF(B1:B4,">=25") =RANK(B1,$B$1:3B$4,1)
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3. Chon Sheet 3 trong tap tin S:\Buoil0.xls, doi tén Sheet 3 thanh Xu Ly Ngay &
Logic sau d6 nhap va cho nhan xét vé két qua cua cac cong thire sau:

A B C
1 08/26/2004 25
2 10/3/2004 25
3 2345.678
4
5 [=NOW() =A2-Al =AND(C1>0,C2<=0)
6 |=TODAY() =DATE(04,9,28) =AND(C1>0,C2>0,C3>0)
7 |=DAY(A]) =DATEVALUE("9/28/04") |=OR(C1>0,C2>0,C3>0)
8 |=MONTH(AI) =DATEVALUE("28/9/04") |=OR(AND(C1>0,C2>0),C3<0)
9 |=YEAR(AI) =IF(D1>=DATE(04,9,6),1,2)| =NOT(CS)
10 |=-WEEKDAY(A1) =IF(A1>=6/9/04,1,2) =ISLOGICAL(C6)
11 |=WEEKDAY(TODAY())|=IF(“HAI’>"MOT”,2,1) |=ISNUMBER(A1)

Bai thuc hanh s6 2
Ly thuyét cin xem lai truéc khi thwe hanh

- Cac ham Ngay thang, Logic, Thong ké.
Thue hanh

1. Chon Sheet 4 trong tap tin S:\Buoil0.xIs, ddi tén Sheet 4 thanh Bai 2 va thuc

hién cac yéu cau tiep theo.

wok w D

Tinh Tham nién = S§ ndm cong tac tinh tir Ngay
dén hang don vi.

6. Tinh Thudng véi diéu kién:

St dung Fill Handle dé dién dit liéu cho cot STT (S6 tht tu).
Dinh dang ct Ngay sinh va Ngay L.Viéc theo dang dd/mmm/yyyy.
Tinh Tudi = (Ngay hién tai - Ngay sinh)/365.25, lam tron dén hang don vi.

lam vi¢c dén Ngay xét, lam tron

— Nhiing nguoi c6 Phai la Nam va S6 ngay 1am viéc > 23 hodc nhing nguoi co
Phai 1a N@r va S6 ngay lam viéc > 20 thi dugc thudng 50000.

— Nhirng nguoi con lai khong dugce thuong.
7. Tinh Phy cdp T.Nién véi didu kién:

— Nhirng nguoi c6 Tham nién > 12 nam s& duoc lanh 150000.

— Nguoc lai thi nhitng ngudi nao c¢6 Tudi > 35 s& dugc lanh 120000.

— Nhitng nguoi con lai khong duoc 1anh Phu cap T.Nién.

8. Tinh Thyc lanh = Thuéng + Phuy cap T.Nién - Tam tng + Luong

9. Xac dinh céc gia tri:

V1: Tong s6 ngudi trong danh sach. - V5: Téng tién Phu cap T.Nién.
V2: Ti ¢ (%) nhan vién Nam. - V6: S0 nguoi xin Tam tmg nhung chua tra.
V3: Ti 1€ (%) nhan vién Nir. - V7: SO ngudi khong xin Tam tng.
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- V4: Tong tién Thudng phai phat. - V8: S6 nguoi xin Tam ung nhung DA tra.
10. Dinh dang bang tinh (ké khung, t6 nén, ...) va luu file lai.
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A B C D E F G H | J K L M

1 |BANG THEO DOI NHAN SU CONG TY XXX Ngiy xét: 01/01/2005
2

STT Ho tén Phéi| Ngay sinh |Tudi| Ngay L.Viéc S,é ng.éty T}'w:lm Thuong |Phy cdp T.Nién| Tam tng | Luong TP He
3 lam viéc| nién lanh
4 Nguyén Minh Nam | 12/12/1960 12/10/1989 23 20000 500000
5 Tran Thanh An  [Nam| 24/12/1959 05/10/1990 26 320000
6 Huynh Phuong [Nt | 13/05/1968 10/12/1988 21 Da tra 400000
7 Van Sy Hung Nam | 05/05/1976 08/05/2002 20 700000
8 Tran Cong Minh  [Nam| 25/08/1978 09/07/1990 19 Da tra 450000
9 Lé Hiy Hing N | 10/10/1970 20/10/1988 18 40000 |540000
10 Ly Phuong Trinh [N&r | 05/05/1970 08/05/1995 25 389000
11 Nguyén Hong Son [Nam| 30/08/1982 09/07/1998 23 15000 {480000
12 Tran Thu Huong [N | 18/09/1970 20/10/1988 24 10000 {470000
13 V1 V4 \'E A\
14 V2 \%i
15 V3 V8
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Bai thwe hanh s6 3

Ly thuyét cin xem lai trwée khi thwe hanh

Céc ham Ngay thang, Logic, Thong ké.

Thuc hanh

l.

10.

11.
12.

13.

14.

Chon Sheet 5 trong tép tin S:\Buoil0.xls, dbi tén Sheet 5 thanh Bai 3 va thuc
hién cac yéu cau tiép theo.

Str dung Fill Handle dé dién dit liéu cho cot STT (S6 thir tu).
Dinh dang ¢t Ngay sinh theo dang dd/mm/yy.

Thém vao sau ¢t Ngay sinh cac cot Tudi, Thuong 1, Thudng, Phu cap, Tong
cong.

\{iét cong thirc dién dir liéu cho cot S6 Ngay Lam Viée (c6 dang s6), 1a cac ky tu
sO trong MANV.

Tinh Tudi = Nam hién hanh - Nam sinh.
Tinh Thudng 1 = Tong s6 tudn 1am viée * 1.2 + SO ngay 1é (dudi 1 tudn)*0.1.
Tinh Thuong:
Néu Thuéng 1 > Thuong binh quan thi Thuong = Thudng 1.
Nguoc lai Thuéng = Thuong binh quan.
Biét Thuong binh quan = Quy Thudng / Tong sé nhan vién trong danh sach.

Tinh Phu cép: v6i nhitng nguoi 6 ho Ngii va c6 2 ky tu bén phai cia MANV 1a
BC hodc nhiing nguoi co tén Kicu va c6 ky tu bén trai cia MANV la A thi Phu
cap = 20% s0 tién thuong. Nhitng nguoi khac khong c¢o6 Phu cap.

Tinh Téng cong = (Thudng + Phu cdp) * Ty gia. Pinh dang két qua theo dang:
VND ##H# #HH #.

Tinh Tong cac cot S6 Ngay Lam Viéc, Thuong 1, Thuong, Phu cép, Tong cong.

Thém c6t Dién Giai vao sau cot Tong cong. Dién dir liéu cho cot Dién Giai theo
dang CD - HTLD. Trong do:
+ CD (chirc danh) 12 Lanh Pao néu ky tu bén trai cia MANV 13 A, nguoc lai 1a
Nhan Vién.
+ HTLD (Hinh thirc lao dong) 1a Bién ché néu 2 ky tu bén phai cia MANV 1a
BC, nguoc lai 1a Hop dong.
Vi du: Nhan Vién - Bién ché; Lanh dao - Hop déng,

Tai 6 C16 va C17, hiy tinh ty 1¢ (%) nhan vién Bién ché va ty 1¢ nhan vién Hop
dong.

Dinh dang bang tinh (ké khung, t6 nén, ...) va luu file lai.
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A B C D E
1 BANG THUONG - PHU CAP CHI TIET
2 Quy Thuong: 300
3 Ty Gia: 15500
1 STT HO VA TEN MANV LS,AOAI/}I \(?f}i:é NGAY SINH
5 Ngii Thién Ngoc Lam  |A352BC 22262
6 Nguyén Minh Trung ~ [B297BC 21908
7 Nguyén Diém Kiéu B39HD 24971
8 Tran Thi Lé Ha A50HD 25693
9 Ngii Kim Bang BOBC 26541
10 Ngii Ca B125HD 25851
11 Nguyén Minh Chau A15BC 24694
12 Ngii Phuong Kiéu A289HD 24326
13 Ngti Quang Huy A111BC 26279
14 Thai Bang Kiéu A55BC 25692
15 Tong
16 Ty 1¢ NV Bién ché:
17 Ty 1&é NV Hop dong:
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BUOI THUC HANH THU 11

Ly thuyét cin xem lai trwée khi thwe hanh

- Ap dung cac ham: Toan hoc, Thong ké, Ngay thang, Logic, Chudi ky tu, cdc ham
tim kiém.

Thue hanh
Bai thwe hanh s6 1

1. Mo ﬁ}e S:}Buoil 1.xls, chon Sheet 1, d6i tén Sheet 1 thanh Bai I va thuc hién cac
yéu cau tiép theo.

2. St dung Fill Handle dé dién dit liéu cho cot STT (S6 thu tu).

3. Thém vao sau cot Tam Gng cac cot: Luong, An trua, PCGD, Tién KT, va Thuc
linh.

4. Tinh Lwong = Mtic lwong * Ngay cong * Hé s chirc vu.

Trong do6: Mtrc luong dugc tim dya vao Bang Muc Luong, H¢ s6 chirc vu dugc
tim dya vao Bang H¢ so chirc vu.

5. Tinh Tién An trua = 15000 * Ngay cong.
6. Tinh PCGD (Phu cip gia dinh) = Sb con * 10000, néu S6 con <=3.
= 15000, néu S6 con >3.
7. Tinh Tién KT (Khen thuéng) duoc tinh dya vao Ma KT va Bang Khen Thuéng.
8. Thuc linh = Lwong + PCKV + Tién An trua + PCGD + Tién KT - Tam tng.

9. Trong Bang Murc Luong va Bang Khen Thuong, hay thong ké tong Thyc linh
theo tirng chirc vu va tong s6 nguoi theo Ma KT.

10. Pinh dang bang tinh (ké khung, t6 nén,...) va luu file lai.
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A B C D E F G H
1 |CONG TY TNHH 3A
2 |BANG LUONG THANG 4/2003
3
) STT HOVATEN  |CHUC VU 1(\:181132{} %{“: CS(;)N PCKV %;“G/I
5 Nguyén Thanh Thuan| TP 26| B 0| 20000
6 Nguyén Ngoc Huynh PP 25| D 1] 20000
7 Nguyén Tam Trung NV 24| C 2| 20000
8 Tran Minh Tri KT 25| A 0| 20000| 120000
9 Nguyén Thi Thu Cac GD 26| E 1| 20000
10 Vin Vin Sau NV 25| B 4| 20000
11 Nguyén Phudc Hoa NV 260 A 2| 20000
12 Vii Minh Tén BV 21| C 3| 20000| 45000
13 Nguyén Thi Phiic PGD 23| B 1| 20000| 125000
14 Nguyén Minh Tam TP 22| D 3] 20000
15 Nguyén Vin Tu PP 200 C 3| 20000
16
17 [BANG HE SO CHUC VU
18 |[CHUC VU GD PGD TP PP | KT NV BV
HE SO
19 [CHUC VU 60 55 50| 45 40 20 10
20
21 BANG MUC LUONG BANG KHEN THUONG
20 Chirc vu Lwong CB | Téng tién Mi KT [Tién KT [S6 nguoi
23 GD 650 A | 300000
24 PGD 550 B | 200000
25 TP 500 C | 100000
26 PP 450 E 50000
27 KT 400
28 NV 300
29 BV 250
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Bai thuc hanh s6 2

1. Chon Sheet 2 trong tap tin S:\Buoill.xls, ddi tén Sheet 2 thanh Bai 2 va thuc
hién cac yéu cau ti€p theo.

2. Sir dung Fill Handle dé dién dit liéu cho cot STT (S6 thir ty).

3. Tinh cot S6 ngay & = Ngay di — Ngay dén, nhung néu Ngay di = Ngay dén thi S6
ngay 6 = 1.

4. Tinh cot SO tuan va S6 ngay 1¢ (trong tudn).

5. Tinh DPon gia tuan va Pon gia ngay dwa vao Loai phong va Bang Gia Thué
Phong.

6. Tinh S4 tién tuan = S tuan * Pon gia tuan.

7. Tinh S tién ngay = S6 ngay 1¢* Bon gia ngady, nhung néu SO tién ngay 16n hon

Pon gi4 tuan thi 1y Pon gia tudn.
8. Sau cot Sb tién ngay lan luot thém cac cot Tong, Giam gia, Thanh Tién.
9. Tong = S6 tién tuan + SO tién ngay.
10. Tinh Giam gia = Tong * Ti ¢ giam gi4
Trong d6: Ti 1& giam gia dwoc tim dya vao S6 ngay ¢ va Bang Giam Gia
11. Tinh c6t Thanh Tién = Tong - Giam gi4.
12. Binh dang bang tinh (ké khung, t6 nén,...) va luu file lai.
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A B C D E F G H I J K L

1 [BANG KE TIEN THUE PHONG THANG 12/2004
sTTl  TENkHAcH | LOAL | NGAY | NGAY SO | SO | PGIA| SO [SONGAY| D.GIA SO

2 PHONG| DEN pI NGAY G |TUAN| TUAN |TIEN TUAN| LE NGAY |TIEN NGAY
3 Nguyén Minh Trung L2A 12/10/04 125/10/04
4 Bui Qudc Chinh TRA 05/10/04 [05/10/04
5 Ngii Thi¢n NgocLam| L2B 10/12/04 |11/12/04
6 Nguyén Biru Biru L3C 08/05/04 |08/05/04
7 Vii Duy Linh TRB 09/07/04 [25/07/04
8 Nguyén Hiru Hoa LIA 20/09/04 |15/10/04
9 Lé Anh Tuin TRC 26/07/04 |27/08/04
10 Trin Minh Tri LIB 27/08/04 |30/08/04
11 Vin Vin Sau L2A 10/06/04 |19/07/04
12 Nguyén Thi Hing LIC 05/05/04 |15/06/04
13
14 BANG GIA THUE PHONG BANG GIAM GIA
15 Loai phong D.gi4 tuan| P.gia ngay SO NGAY O 1 7 14 21 28 35
16 TRA 50000 10000 Ti LE G.GIA 0 0.02 0.04 0.06 0.08 0.1
17 TRB 45000 8000
18 L1A 30000 6000
19 LIB 60000 10000
20 L2A 45000 9000
21 L2B 35000 7000
22 KHAC 70000 12000
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Bai thwe hanh s6 3

1.

10.
11.

12.
13.

Chon Sheet 3 trong tép tin S:\Buoill.xls, ddi tén Sheet 3 thanh Bai 3 va thuc
hién cac yéu cau tiép theo.

Str dung Fill Handle dé dién dit liéu cho cot STT (S6 thir tu).

Tinh Don gid dya vao L trinh va BANG PON GIA VA THOI GIAN QUY
DINH, v6i s0 xe chira ky tu A thi lay Pon gid A, nguoc lai lay Pon gia B.

Dién dit liéu cho cot Trong Tai Cho Phép dua vao sb xe va Béang Quy DPinh
Trong Tai Cho Mo1 Loai Xe.

Thém vao sau cot Trong Tai Cho Phép céc cot: Cude Phi, Bon Vi Thuc Hién,
Thoi gian di, Thudng, Tong Tién.

Tinh c6t Cudc Phi = S6 lwong * Pon gia.
Trong d6: Pon gia 12 nguyén gia néu S6 lugng khong vugt Trong Tai Cho Phép.
Nguoc lai thi Pon gid 1a 105% nguyén gia.

Dién dir liéu cho cot Pon Vi Thuc Hién theo dang ky tu dau ctia mdi tir 13 chir
in, con lai 1a chir thuong.

Tinh cot Thoi gian di = Ngay dén - Ngay di, nhung néu Ngay di = Ngay dén thi
Thoi gian di = 1.

Tinh ¢t Thudng:

Néu Thoi gian di khéng vuot Thoi gian quy dinh (duoc cho trong Bang Pon Gia
Va Thoi Gian Quy Pinh) thi dugc thuéng 5% Cudc Phi.

Nguoc lai khong duge thudng.
Tinh cot Tong Tién = Cudc Phi + Thudng.

Trong Bang Quy Pinh Trong Tai Cho Mdi Loai Xe, hiy thong ké Tong tién theo
tung loai trong tai.

Trong Bang Théng Ké Theo Lo Trinh, hiy théng ké S6 chuyén cho méi 16 trinh.
Dinh dang bang tinh (ké khung, t6 nén, ...) va luu file lai.
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A B C D E F G H
BANG TiNH CUOC PHI CHUYEN CHO HANG
2
3 STT| SO XE LU$QONG LO TRINH N%‘?Y NS%Y DON GIA TCI}%\I}()}HTE‘;I
4 50A-1667 7| DALAT 35715| 35716
5 50B-1234 12| NHATRANG | 35708| 35708
6 51A-8977 3| HUE 35774 | 35775
7 52A-999 10 | HANOI 35558 | 35558
8 53B-8888 5| LONGAN 35620 35636
9 50B-7777 3| DALAT 35693 | 35698
10 51A-6666 7| KIENGIANG | 35637 35638
11 52A-5555 4 | CAMAU 35669 | 35672
12 51B-4444 6 | CANTHO 35591 | 35593
13 53B-3333 10 | KIENGIANG |  35555| 35565
14 53A-2222 4 |HUE 35682 | 35688
15
16
17 BANG DON GIA VA THOI GIAN QUY PINH
18 LO TRINH | DALAT |NHATRANG| HUE |HANOI| CANTHO KHAC
19 DON GIA A | 15000 18500 | 40000 | 120000 8000 24000
20 DON GIAB | 13000 17800 | 37000 | 103000 7500 21000
21 THOI GIAN 3 4 6 8 3 5
22
BANG QUY BPINH TRONG TAI BANG THONG KE
23 CHO MOI LOAI XE THEO LO TRINH
TRONG TONG o SO
24 LOAIXE TAI BON VI TIEN LO TRINH CHUYEN
25 50 4 | sao mai HANOI
26 51 8 | ddng nai NHATRANG
27 52 12 | bén thanh HUE
28 53 10 | tiger beer DALAT
29 CON LAI
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BUOI THUC HANH THU 12

Ly thuyét cin xem lai trwée khi thwe hanh

Ap dung cac ham: Do tim, théng ké. Cac thao tac trén co sé dir li€u. Tao va hiéu
chinh biéu do.

Thuyc hanh
Bai thuc hanh sé 1

1. Mo ﬁ}e S:}Buoilz.xls, chon Sheet 1, ddi tén Sheet I thanh Bai 1 va thuc hién cac
yéu cau tiép theo.

2. St dung Fill Handle dé dién dit liéu cho cot STT (S6 thu tu).
Duya vao Ma sach va Bang Ma loai, hay dién dit liéu cho cot Tén sach.

4. Tinh Tién phat, biét rang néu nguoi tra sach tr€ han thi mdi ngay tré s& b phat
2000 dong (thoi gian quy dinh muon sach 1a ky tu so bén phai cia ma loai),
nguoc lai thi khong bi phat.

5. Trong Bang Ma loai va Tén sach, hiy thong ké tong sd sach dwoc muon theo
Tén sach.

Tai 6 D27, hiy tinh tong tién phat ciia loai sach TD.
Tai 6 D28, hay cho biét c6 bao nhiéu sach Tinh Bao dugc muon.

Tai 6 D29, hiy cho biét c6 bao nhiéu ngudi b phat.

A e

Tai 6 D30, hily cho biét sb tién phat cao nhat ctia sach Tieu Thuyet.

10. Str dung chirc ning Advanced Filter, loc ra cdc mau tin c6 thoi gian quy dinh
muon sach tr 7 ngay tro 1én.

11. Su dung chirc nang Advanced Filter, loc ra cac mAu tin c6 ngdy muon sich trong
khoang thoi gian 25/09/1997 dén 25/10/1997.

12. Sir dung chirc niang Advanced Filter, loc ra cac mau tin c6 Ma loai l1a TD va ngay
muon 1a 09/07/1997.

13. Sip xép bang tinh theo thir ty ting dan ciia c6t Ngay Muon.

14. Dua vao Bang Ma loai va Tén sach, vé biéu dd Pie theo dang:

Thong ké so sach mwon theo tén

O Tirh Bao
175 175 B Dia Ly
&% 8% OTinHoe
ODien Tu
7% B TuDien Anh Viet
25%a 8% @ Lich Su Triet Hoc
B Tiew Thuyet
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15. Pinh dang bang tinh (ké khung, t6 nén, ...) va luu file lai.

A B | C | b | E F G
1 THU VIEN TINH CAN THO
2
NGAY NGAY TIEN
3 STT |[MA SACH HO TEN TEN SACH MUON TRA PHAT
4 TBAO7 | Nguyen Ngoc Quang 12/10/97| 25/12/97
5 DLY5 Nguyen Van Tan 05/05/97| 25/05/97
6 THS Tran Thi Thuy 10/12/97 | 11/12/97
7 DTU9 Le Van Tam 08/05/97| 08/09/97
8 TD6 Nguyen Thi Huong 09/07/97| 09/12/97
9 LSU4 Tran Thanh Phong 20/10/97| 25/10/97
10 TDS Le Be Ba 09/07/97| 27/07/97
11 TT6 Le Be Bon 27/08/97| 28/08/97
12 TBAO8 |Le Be Nam 10/06/97| 12/06/97
13 THS Tran Be Sau 05/05/97| 15/05/97
14 TT8 Pham Be Bay 30/04/97| 30/05/97
15 TD6 Tran Van Be Tam 09/02/97| 28/02/97
16
17 BANG MA LOAI VA TEN SACH
SO SACH
18 MA LOAI TEN SACH DUOC MUON
19 TBAO Tinh Bao
20 DLY Dia Ly
21 TH Tin Hoc
2 DTU Dien Tu
23 TD Tu Dien Anh Viet
24 LSU Lich Su Triet Hoc
25 TT Tieu Thuyet
26
27 |Tong tién phat ctia loai sach TD
28 S6 sach Tinh bao duge muon
29 | S6 nguoi bi phat
30 | SH tién phat cao nhét cuia sach Tieu thuyet
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Bubi thuc hanh the 12

Bai thwe hanh s6 2

1. Chon Sheet 2 trong tap tin S:\Buoil2.xls, ddi tén Sheet 2 thanh Bai 2 va thuc
hién cac yéu cau tiép theo.

2. Duya vao Ma SP va Bang Qui Binh Don Gia Nhép Xuat, viét cong thirc dién dir
liéu cho cft Tén San pham.

3. Tinh cac cot sau:
+ Tri gia dau ky = SO lugng dau ky * Pon gia Nhap.
+ Tri gia Nhap = S6 luong Nhap * Pon gia Nhép.
+ Tri gia Xuat = S6 luong Xuét * Pon gia Xuat.
+ S luong Ton = S6 luong dau ky + S6 lwong Nhép - S6 luong Xuat.
+ Tri gia Ton = S6 luong Ton * Pon gia Xuat.

Trong do, Bon gia Nhap va Bon gia Xuét duge tinh dira vao Ma SP va Bang Qui
Dinh Bon Gia Nhap Xuat.

4. Trong Bang tl}éng ké 1, sir dung ham SUMIF dé thng ké tong tri gia theo timg
ky cua san pham.

5. Trong Bang thong ké 2, sir dung ham DSUM d¢é thdng ké tong tri gia theo timg
ky cua mdy vi tinh va may in.

6. Sir dung chirc nang Advanced Filter, loc ra cac san pham 1a May vi tinh (loai B).

7. St dung chirc niang Advanced Filter, loc ra cac san pham 1a May in (loai C).

8. Sir dung chirc nang Advanced Filter, loc ra cac san pham con lai (khong phai 1a
May vi tinh va May in).

9. Dua vao Bang thong ké 1, v& biéu 46 Column theo dang:

THONG KE TRI GIA THEO TUNG KY

200000 o 4*
600000 mE*
TRIGIA  4hanog oo
200000 oo*
0
DATEY TGN TGis X CEY
THOT GIAN

10. Dinh dang bang tinh (ké khung, t6 nén, ...) va luu file lai.
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A B C| D | E F G| H |1 J |K| L M N o P Q

1 |Cong ty xay dung sé 1

2 INHAP XUATVAT TU - KHO SO 1 trong thang 07/2004

; [ - T 1]

4 . L bauky | Phat sinh trong ky Cudi ky BANG QUI BINH DON GIA NHAP XUAT DBon vi tinh: USD

Ma SP| Tén san pham —— - - - — - - -

5 SL | Tri gia|SLN|TGi&d N|SLX|TGia X|SLT|TGia T Ma Tén san pham DPVTinh |DGia N |DbGia X

6 |B4 5 100 100 Al |TVIVC 14 inch Cai 3000 325

7 |B5 10 100 100 A2 |Radio Cassette Cai 100 105

8 |DI 50 20 25 Bl |May vi tinh 386DX Bo 750 770

9 |B3 80 70 100 B2 |May vi tinh 486DX2 Bo 820 850

10 |C1 100 90 165 B3 |May vi tinh 486DX4 Bo 950 970

11 |Al 100 50 140 B4 |May vi tinh Pentium Bo 1020 1040

12 |BI 100 500 550 Cl |May in Epson LQ1170 |  Cii 520|550

13 A2 200 60 150 C2 |May in Laser HP 5L Cai 620| 650

14 B2 900 150 320 D1 |Piu may Video Cai 250 275

15 |C2 300 90 250 D2 | Tu lanh Sanyo Cai 625 650

16 | B4 250 200 450

17 | B2 300 150 305 BANG THONG KE 1 TR.KY

18 | DI 158 150 250 PAUKY | TGia N | TGia X | C.KY

19 |B3 240 45 225 A*

20 |CI1 250 50 270 B*

21 |Al 25 254 175 C*

22 |BI 310 45 245 D*

23 |A2 178 150 225

24 (B2 210 135 240 BANG THONGKE 2| . . TR.KY .
PAUKY —— : CKY

25 |C2 58 750 805 TGia N | TGia X

26 May vi tinh va mdy in
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Bubi thuc hanh the 12

Bai thwe hanh s6 3

1.

10.
1.

12.
13.
14.
15.

16.
17.
18.

19.

Chon Sheet 3 trong tép tin S:\Buoil2.xls, ddi tén Sheet 3 thanh Bai 3 va thuc
hién cac yéu cau tiép theo.

Str dung Fill Handle dé dién dit liéu cho cot STT (S6 thir tu).

. Thém vao bén phai cot Ngay Cong céc cot: Luong Ngay, PC Chice Vuy, PC Ddc

Hai, PC Tham Nién, Luong, Thué TN, Thuc Lanh, Tam Ung, Con Lai.
Tinh cdt Luong Ngay dua vao hai ky tu bén trdi cia Ma NV va Bang Ma Luong.

. PC Chtrc Vu duoc tinh nhu sau:

+ NéuMi NV biat dau 1a T thi PC Chuc Vuy 1a 50.
+ NéuMi NV bit du 14 P thi PC Chirc Vu 14 30.
+ NéuMi NV bit dau 1a N1 thi PC Chirc Vu 1a 20.
+ Con lai khong c6 Phu cap.
PC DBdc Hai dugc tinh dya vao ky tu gitra cia Ma NV va Bang Ma Ddc Hai.

. PC Tham Nién duoc tinh nhu sau: méi ndm cong tac duoc 10 USD, sd nam cong

tac 1a ky tu bén phai cia Ma NV, ngoai ra nhan vién nao c6 Ma NV bat dau 1a T
thi dugc nhan thém 20 USD.

. Tinh Luong = (Luwong Ngay * Ngay cong + PC Chuc Vu + PC Ddc Hai + Tham

Nién CT )* Ti gia.
Tinh Thpé TN theo phuong phap Ity tién tung phan (Luong trong khoang nao
thi Thué¢ TN dugc tinh theo ti 1€ thué ctia phan d6) nhu sau:

LUONG | Ti LE THUE
<=1,000,000 0
<=2,500,000 0.3
>2,500,000 0.5

Thyc Lanh = Luong - Thué TN.

Tam Ung dugc tinh nhu sau: nhin vién nao c6 s6 ngdy cong > 25 thi dugc tam
ung 2/3 Thuc 1anh, nguoc lai chi nhan 1/2 Thyc l1anh.

Con lai = Thyc lanh - Tam Ung.
Trong Bang Ma Ddc Hai, hiy thong ké tong PC Poc Hai theo Ma Doc Hai.
Sép xép bang tinh ting dan theo cot Chirc Vu.

Dua vao Bang Ma Poc Hai, v& biéu do Pie théng ké ty 16 PC Poc Hai theo Ma
boc Hai.

Trich loc nhitng ngudi ma trong ho tén co6 chir Thi.
Trich lgc nhitng ngudi c6 chue vu 1a TP hodc PP.

Trich loc nhitng ngudi c6 PC Tham Nién > 15 USD va c6 chiic vu 1a GD hoac
¢6 PC Tham Nién >=10 USD va c¢6 chtrc vu la PGD hodc ¢6 PC Tham Nién
>=15 USD va c6 churc vu la NV.

Trich loc nhitng nguoi c6 Ma Doc Hai la 2 va Ngay cong >=25, hodc Ma Doc
Hai la 0 hodc 1 va Ngay cong >=20.
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20. Pinh dang bang tinh (ké khung, t6 nén, ...) va luu file lai.

A B | C D E F
1 |CONG TY TNHH 3V
2 BANG LUONG THANG 7/1999
3 Ti gia ($): 15500
4 STT MA NV HQ VA TEN |CHUC VU|NGAY CONG
5 TO6 Nguyén Thi Thuy | TP 26
6 P07 La Truong Giang | PP 25
7 N32 Quéch Tudn Ngoc |NV 24
8 N21 Ly Truong Hai  |KT 26
9 NO03 Huynh Anh Kiét [NV 25
10 B23 Ng6 Dbai nam GD 23
11 N15 Hoang Anh Thu [NV 18
12 TO8 Bach bong Son [NV 22
13 P03 Nguyén Vo Minh | BV 24
14 B09 Thu Hoai Nam  |PGD 26
15 P11 Chau Hoang Phu | TQ 25
16
17 BANG MA LUONG BANG MA POC HAI
18 MA LG NGAY MA PC B.HAI TONG
19 |TO 10 3 5
20 (PO 8 2 6
21 |NI 6 1 8
22 (N2 5 0 0
23 (N3 3
24 |KHAC 2
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Bubi thuc hanh tht 13

BUOI THUC HANH THU 13 BAI TAP

EXCEL TONG HQP

Bai thwe hanh s6 1

1. Mo ﬁ}e S:}Buoil3.xls, chon Sheet 1, ddi tén Sheet I thanh Bai 1 va thyuc hién céac
yéu cau tiep theo.

Ghi chu:

—  Néu Vung duoc goi 1a 4: goi Qudc té.

— Néu Vung duoc goi trung v6i khu vuce cia khach hang: goi ndi ving, ngugc
lai: goi khac vung.

—  Gio ban: tir sau 6 gio sang dén trudc18 gid toi.
—  Gio rdi: tir 18 gio t6i dén 6 gio sang.
2. Tinh Cudc Noi theo nhitng qui dinh sau:
- Néu goi khac vung hoac goi Quéc té thi Cudc Noi =0.

— Nguoc lai Cude Noi = Sb phut * Pon gia, Pon gia la 1800 néu goi vao gid
ban, 900 néu goi vao gio roi.

3. Tinh Cudc Ngoai theo nhitng qui dinh sau:
— Néu goi trong ving hoic goi Qudc té thi Cudc Ngoai =0.

— Nguogc lai Cude Ngoai = Sé~ph1'1t * Pon gi4, Pon gia 1a 3600 néu goi vao gio
ban, 1800 néu goi vao gio roi.

>

Tinh Cudc Qudc té (QT) theo nhimg qui dinh sau:
— Néu goi trong nude thi Cude Qubc té = 0.

— Nguoc lai Cuée Quéc té = SO phut * Don gia, trong 5 phut dau tién Don gia 1a
10000, tir phat thi 6 tré di mdi phit 1a 8000 vao gid ban, 5000 vao gid rdi.

5. Tinh c6t T.Cong = Cudc Noi + Cude Ngoai + Cude QT
6. Cot ghi chu c6 ndi dung theo truong hop:

Truong hop Ghi chu

Goi trong vung | NOi vung

Goi khac ving | Ngoai vung

Goi di Qubc t& | Qubc té

7. Trong Bang thong ké, hiy thong ké cot tién T.Cong theo ving goi.

8. Dua vao Bang thong ké, vé bieu do Pie d€ so sanh ty 1€ tong cong cude goi gilra
cac vung.

9. Dung Advanced Filter, hdy loc ra nhitng cudc goi ndi vung.

10. Pinh dang bang tinh (ké khung, to nén, ...) va luu file lai.

Giao trinh thyc hanh Tin hoc can ban Trang 56



Bubi thuc hanh tht 13

A B C D E F G H I
Mobi Fone
Khach hang: Toan Chu Tich
Khu vuc: 1
< ’ ’ N
) CHIET TINH PHI DIEN THOAI DI
DONG THANG 3/2003
5 Ngiy | Goidi | Sé phut dl};‘i“ggoi Cr‘lg‘z’c E;g‘i Cg‘;" T.Cong| Ghi chit
6 01/03/2003 | 10:30 10 2
7 02/03/2003 7:20 11 2
8 03/03/2003 | 19:10 12 3
9 04/03/2003 0:50 12 1
10 | 05/03/2003 | 23:45 4 4
11 06/03/2003 2:40 15 4
12 07/03/2003 9:20 5 2
13 08/03/2003 | 10:10 6 3
14 09/03/2003 8:22 9 1
15 10/03/2003 2:03 8 2
16
17 Bang thong ké
18 Ving S6 tién
19 Noi ving
20 Ngoai ving
21 Quéc té
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Bai thwe hanh s6 2

1.

10.

11.
12.
13.
14.
15.

Chon Sheet 2 trong tép tin S:\Buoil3.xls, ddi tén Sheet 2 thanh Bai 2 va thuc
hién cac yéu cau tiép theo.

Str dung Fill Handle dé dién dit liéu cho cot STT (S6 thir tu).

Thém vao bén phai cot Ma Loai cac ¢t sau: Sé Ngay Goi, S6 Thang Goi, S6 Ky
Goi, SO Thang L¢, Lai Ky, Lai Thang, So Tién Rut, Lai Lanh.

Tinh S6 Ngay Goi = Ngay it - Ngay Goi, nhung néu Ngay rat = Ngay Goithi
SO Ngay Goi = 1.

Tinh S6 Thang Géi = Phan nguyén cta (S6 Ngay Goi/30), gia str 1 thang ¢6 30
ngay.

Tinh S6 Ky Goi = Phan nguyén cua (S6 Thang Goi / Dinh ky). Chang han, gia
sir 1 thang c6 30 ngay va néu S6 Ngay Goi 1a 130 va Binh ky 1a 3 (tire 1a moi ky
90 ngay) thi So Ky Goisé la 1.

Tinh S6 Thang Lé = Phan du cta (S0 Thang Goi / Pinh ky). Chang han, gia st 1
thang c6 30 ngay va néu S6 Ngay Goi la 130 va Dinh ky 1a 3 (tire la moi ky 90
ngay) thi SO Thang L¢é s€1a 1.

Tinh Lai Ky = 86 Tién Goi * Lai suat dinh ky * S6 Ky Goi. Lai sudt dinh ky
duoc cho trong Bang Lai Suat.

Tinh Lai Thang = S6 Tién Goi * Lai suét 1 thang * S6 Thang Lé, nhung néu
khach gdi chua téi 1 ky ma rat tién thi khong c¢6 Lai Thang.

Tinh S6 Tién Rut = S6 Tién Goi + Lai Ky + Lai Thang, va chi tinh cho khach c6
Ma loai la Rut.

Tinh Lai Lanh = Lai Ky + Lai Thang, va chi tinh cho khach nao khong rut tién.
Séap xép bang tinh theo tht ty Pinh ky ting dan.

Lap Bang Bao Cao Cubi ky.

Dung Advanced Filter, hdy loc ra nhitng nguoi rat tién trude ngay 15/10/2001.
Dinh dang bang tinh (ké khung, t6 nén, ...) va luu file lai.
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A B C D E F G
1 Ngan hang cong thuong
7 ’ ~

S0 THANH TOAN LAI DiNH Ky
4 STT Ho va tén Ngay goi | S6 tién goi E()s}?;:)y Ngay rat | Ma loai
5 Nguyén Thanh 12/10/1997 | 6,000,000 12| 25/10/1999 | Rt
6 Nguyén Thi Mai | 05/10/1997| 8,000,000 3| 05/10/2001
7 Nguyén Trung 10/12/1997 | 15,000,000 3| 11/12/2002 | Rat
8 Tran Tri Diing 08/05/1997 | 22,000,000 6| 08/05/1998
9 Nguyén Thi Cac | 09/07/1997 | 4,000,000 9| 25/07/2000 | Rit
10 Vin Vin Sau 20/09/1997 | 1,000,000 6| 15/10/2001 | Rit
11 Nguyén Hoa 26/07/1997| 5,000,000 12| 27/08/1999
12 Vii Minh Tén 27/08/1997 | 4,500,000 9| 30/08/1997 | Riit
13 Nguyén Phuc 10/06/1997 | 17,000,000 19/07/1997
14 Nguyén Minh 05/05/1997 | 20,000,000 6| 15/07/2003
15
16 Lai suét 1 thang 0.014
17 Bang lii suat Bio c4o cudi ky
18 | Dinh ky Lai suat Tdng s6 khach gdi tién
19 |12 thang 0.025 | Ngay goi gan nhat
20 | 9 thang 0.014 | Sé tién goi cao nhét
21 | 6 thang 0.012 | Tong sb khach goi dinh ky 12 thang
22 | 3 thang 0.009 | Tdéng sb khach goi dinh ky 6 thang
23 Téng s6 khach goi dinh ky 3 thang
24 Tong s khach rat tién
25 S4 tién rut cao nhét
26 Téng s6 tién rat
27 Téng s goi
28 Tong s6 13i lanh
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Bubi thuc hanh tht 13

Bai thwe hanh s6 3

1.

Chon Sheet 3 trong tap tin S:\Buoil3.xls, dbi tén Sheet 3 thanh Bai 3 va thuc
hién cac yéu cau tiép theo.

Dién dir liéu cho cot Tén Hang dua vao Ma Hang va Bang Danh Muc Hang Hoa.

Duya vao Ngay va Mi Hang, lap cong thirc dé do tim Pon Gia trong Bang Gia
Hang Hoa.

Thir 1an lugt cac ham sau day dé tim Pon Gia:
+ Ham VLOOKUP va ham Match.
+ Ham HLOOKUP va ham Match.
+ Ham INDEX va ham Match.

Tinh Thanh Tién = S6 Lugng * Pon Gia.

T Bang K€ Tinh Hinh Tiéu Thu Hang Hoa, hay lap Bang Téng Hop Doanh S
Béan Hang (Cot Ti Lé dinh dang % v&i 2 s0 1€ thap phan).

Tao biéu d6 dang 3D-Pie dé biéu dién doanh sb ban hang theo Ma Hang.
Dinh dang bang tinh (ké khung, t6 nén, ...) va luu file lai.
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A B C D E F
1 DANH MUC HANG HOA
2 Ma Hang Tén Hang
3 TVl |TV Sanyo 14"
4 TV2 |TV Sanyo 21"
5 TL1 T1 lanh Sanyo 100L
6 TL2 | Tulanh Sanyo 150L
7 MG1 | May giat Sanyo
8
9 BANG GIA HANG HOA
10 Pon vi tinh: USD
11 Ngay TV1 V2 TL1 TL2 MGl
12 01/03/03 250 410 270 400 200
13 11/03/03 245 405 275 405 210
14 21/03/03 247 400 272 410 215
15
16 BANG KE TINH HiNH TIEU THU HANG HOA
17
18 Ngay Mi Hang Tén Hang | Pon Gia | S6 Luong | Thanh Tién
19 01/03/03 TV1 15
20 02/03/03 MG1 10
21 03/03/03 TV2 25
22 11/03/03 TL1 22
23 13/03/03 TL2 30
24 15/03/03 V2 15
25 21/03/03 TV1 23
26 23/03/03 MGl 14
27 25/03/03 TL2 21
28 29/03/03 TL1 25
29
30
31 BANG TONG HOP DOANH SO BAN HANG
32 | Mi Hang Tén Hang S6 Lwong | Thanh Tién | Ti Lé (%)
33 TV1
34 TV2
35 TL1
36 TL2
37 MGl
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Bai thwe hanh sb 4

1. Chon Sheet 4 trong tap tin S:\Buoil3.xls, dbi tén Sheet 4 thanh Bai 4 va thuc
hién cac yéu cau tiép theo.

2. Pién dit lidu cho cot i Tuong dua vao Ma d6i twong (ky tu thi hai cia S6 Bao
Danh) nhu sau:

+ Néu Mai d6i tugng 1a A, Pbi Tuong 1a Uu Tién 1.
+ Néu Ma dbi tugng 1a B, P6i Tugng 1a Uu Tién 2.
+ Nguoc lai Béi Tuong 1a Bdi Tuong Thudng.

3. Pién dit liéu cho cgf)t Nganh Hoc dua vao Ma nganh (ky tu dau tién cua S6 Bao
Danh) va Bang Biém Chuan.

4. Tinh Téng S6 Diém nhu sau:

Tong SO Biém = Tong Biém cua 3 mon (véi moén chinh nhéan hé so 2) + Bieém
Uu Tién.

+ Mobn chinh dugc xac dinh dya vao Ma nganh nhu sau:
- NéuMi nganh 1a T hoac C, mén Toan dugc nhan hé $6 2.
— Néu Mi nganh 1a L, mén Vat Ly duoc nhan hé s6 2.
- NéuMi nganh la H, moén Hoa Hoc dugc nhan hé $6 2.
+ Diém Uu Tién dugc tinh dya vao Pi Tuong nhu sau:
— Néu béi Tuong 1a Uu Tién 1, Piém Uu Tién 1a 2.
— Néu béi Tuong 1a Uu Tién 2, Piém Uu Tién 1a 1.
— Néu béi Tuong 1a Béi Tuong Thudng, Diém Uu Tién 1 0.
5. Dién dit liéu cho cot Két Qua, cach xac dinh:
+ Két Qua 1a Pau néu Tong S6 Piém >= Piém Chuan va khong c¢6 mon nao = 0.
+ Nguoc lai Két Qua la Rot.
Trong d6, Piém Chuan dugc tim dya vao Bang Piém Chuan.
6. Dinh dang céc cot chira gié tri sb (Number) co 1 s6 1é thap phan.
7. Dung cic ham thong ké dé tinh toan cho Bang thong ké.

8. Su dung chirc nang Filter/Advanced Filter dé 1an lugt loc va ghi vao nhiing viing
trong phia dudi cdc mau tin théa man nhiing ti€éu chuan sau:

Co ho la Nguyen.

Co tén la Hung.

Co tén 1ot 1a Nhu.

Co6 Nganh hoc 1a Héa Hoc hodc Tin Hoc.
C6 Uu Tién 1 va Uu Tién 2.

C6 Diém Todn >=7 va <9.

Nhiing thi sinh c6 di€m cao nhat & moi mon.

+ + + + + + + o+

Nhiing thi sinh ¢6 it nhat 2 mén cé diém >=8.
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9. Pinh dang bang tinh (ké khung, to nén, ...) va luu file lai.
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A B C D E F G H 1
1 BANG PIEM CHUAN
2 Ma nganh Nganh Hoc Piém chuin
3 C Tin Hoc 28
4 T Toéan 26
5 L Vat Ly 24
6 H Hoéa Hoc 24
7
8 S6 BD Ho va Tén Po6i Twong  |Nganh Hoc|Piém Todn| Piém Ly  |Piém Hoéa|Tong S6 Piém| Két Qua
9 |TC001 Le Nhu Khoa 8.5 5.5 10
10 | HB0O2 Nguyen Van Thuan 9 4.5 9
11 | TCO003 Tran Thanh Hung 6 8
12 | CA004 Tran Tuan Dung 0 9 10
13 | LB005 Nguyen Bach Chin 4.5 6 5
14 | TA006 Dinh Hoang Hoa 6.5 3 4
15 | LC007 Le Minh Thuy 3 0 3
16 | HC008 Bui Thi Hang 7 6.5 6.5
17 | CB009 Huynh Tuan Nga 8 7.5 4.5
18 | CC010 Dinh Nhu Hung 2 0 7
19
20 Bing thong ké 9 ,
21 Nganh Hoc Téng S6 S6 Nguoi Dau Diem Tong cong Cﬁ? nhimg r}gu’(‘)’l ,Délu Uutién1| Uutién2 |DT thuong
22 Trung Binh| Cao Nhat Thap Nhat
23 | Tin Hoc
24 |Toéan
25 |Vatly
26 |Hoa Hoc
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BUOI THUC HANH THU 14

Bai thuc hanh s6 1
Ly thuyét can xem lai trwée khi thwe hanh
- Phan IV: Trinh dién véi MS PowerPoint.
Thuc hanh

Yéu cau:

1. Tao m&i mot tap tin PowerPoint ¢ sit dung mau thiét ké san (Design Template).

2. Dinh dang cho Slide Master (View/ Slide Master) va Title Master (View/ Title
Master) tao sy nhat quan cho cac Slide.

3. Tao cac Slide (Noi dung nhu 6 2 trang tiép theo) theo dung yéu cé‘lq vé cach b tri
cac doi tuong trong Slide: van ban thuong, dang muc danh sach nhi€u cap, dinh
dang theo dang cdt, tao bang, d6 thi, phuong trinh, ...

Trong do, so li€u cua do thi 1a s6 sinh vién theo nganh trong mot s6 nam hoc duogc
thong ké nhu sau:

1994 1995 (1996 (1997 |1998
TIN HQC 96 | 145 | 166 | 173 | 154
PIEN TU 38 78 93 75 94

CAOPANG| 60 80 | 128 | 160 | 245

4. Tao hiéu tng chuyén trang (Slide Show/ Slide Transition).

Tao hiéu tung cho timg dbi tugng trong cac Slide (Slide Show/Preset Animation/ ...
hoac stir dung thanh cong cu Animation).

6. Tao lién két cho cac ddi tuong trong cac Slide cho phu hop nodi dung trinh bay:
Huéng dan:
Trong Slide 2:  “Theo dang vin bdn thong thirong” lién két toi Slide 3.
“Tao cdc muc véi 5 cap do khdc nhau” lién két t6i Slide 5.

“Binh dang van ban theo dang cot” lién Kkét toi Slide 6.

Trong Slide 11: Nut Home lién két t6i Slide dau tién.
Nt Return lién két téi Slide trugc (Slide 10).
Nut Document lién két téi chwong trinh Word.
7. Tao tiéu dé va ha muc (View/ Header and Footer).

8. Luu tap tin vao dia vai tén S:\Su dung PowerPoint.ppt
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BUOI THUC HANH THU 15

Bai thue hanh s6 1
Ly thuyét cin xem lai trwée khi thwe hanh
- Phan V: St dung dich vu Web va Email.
Thuc hanh

Yéu cau:

1. Sir dung cac trang Web dé tim kiém thong tin va sir dung chuong trinh
PowerPoint dé viét bdo c4do nhiing két qua tim duogc.

Huéng dan:

— Mot so trang Web dung dé tim kiém thong tin: www.google.com,
www.google.com.vn, www.yahoo.com, www.msn.com, ...

— NOoi dung tim kiém: thong tin vé tai liéu hoc ngoai nglt (Anh, Phap, ...), tin
hoc, chuyén nganh cua ban dang hoc, ...
2. Str dung mot chwong trinh Email mién phi dé tao tai khoan. Sir dung tai khoan
do dé gdi, nhan va tra 161 Email voi cac ban trong 16p.
Huong dan: nén st dung chuong trinh mail cia Trudng cho thuan ti¢n, dia chi:
http://mail.student.ctu.edu.vn.

3. St dung trang Web cua Truong:

—  Xem thong tin lién quan dén viéc hoc tap, sinh hoat va cac hoat dong khac
trong Truong, dia chi: http://www.ctu.edu.vn.

— Ding ky tai khoan trong trang Web ctia Phong Gido vu dé xem lich hoc, két
qua thi hoc ky va cac thong tin lién quan trong qua trinh hoc tap, sinh hoat
tai Truong, dia chi: http://www.pgv.ctu.edu.vn/pgvweb/index.asp.

Bai thwe hanh s6 2

- On tap: hoan thanh d& thi mau & trang tiép theo.
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Mon thi: TT THCB Lan 1 PE SO 1 Thoi gian 1am bai: 90 phut

1. Phin Word:

— Dinh 1é trang in Top: 2.5 cm, Bottom: 2.5 cm, Left: 3 cm, Right: 2.5 cm, kho gidy: A4.
— Hay soan thdo van ban dudi day va luu bai vao dia S véi tén 1a S:\De*M**.doc, vdi *
1a s0 thur ty dé va ** 1a s0 may cua sinh vién.

wHg tén SV: Ma s6 sv:

Agobot budc cic treong Singapore ngirng két noéi mang
Chinh phii ddo quéc nay viva xdc nhan tat ca 360 truong hoc cua

ho phdi tam thoi ngirng truy cdp Internet dé doi phé véi mot bién the cua
Trojan nguy hiém néi trén. Bé Gido duc - Singapore cho biét, dau tuan

-

@’Ngay hém sau, tit ci cic co sé khac da 1ap tire ngiat mang va mot

vai trong s6 nay hi¢én vin chwa cho hoc sinh tiép tuc sir dung. Bd Gido
duc Singapore ra thong bao: “pé dé phong sau lay lan sang cac truong
khic ciing nhw nhiéu co quan cia B9, tit ca cic trwong déu phai tam
ngung truy cip Internet trén mang cia By Giao duc tir ngay 11/5 va sé
chi dwoc hoat dong tré lai khi cong cu chong virus da dwoc ning cip
trén tirng may tinh & cac trweong”.

Phan Khwong
(theo Sophos)

ac bién thé ctia Agobot c6 kha nguoi st dung Internet &
nang tat chirc niang chéng nha, truong hoc va
virus va tuong lira. Vi thé, cong so rat dong vi thé ho
viéc cap thiét 1a ngudi sir dung may can phai thuc hién cac bién
tinh phai ddm bdo cac cong cu bao v¢ phap dé giam thiéu rii ro”. Hién
nay van hoat dong. Graham Cluley, nay, hoc sinh ¢ Singapore chi dugc

Giam ddc cong nghé ctia Sophos, néi. dung may tinh khong két néi mang
“Singapore 1a mot trong nhimmg nudc tién tai truong.
tién nhat vé cong nghé & chau A voi sb S DA DASK DA DA

IL. Phan Excel: M6 file S:\Dethil.xls, thuc hién cac yéu cau sau va luu bai lai:

Cﬁl} 1a: Dién dix liéu cho cOt Tén Hang dua vao ky tu thir 2 cia Ma hang va Bang tham
chiéu.
Céu 1b: Dién dit liéu cho cot SO luong (dang sb), 14 cac ki sb bén phai cia M3 hang.

Céu 2: Tinh Don gia dwa vao Ma hang va Bang tham chiéu. Lay Pon gia 1 néu ki ty dau
cua Ma hang 1a 1, 1ay Pon gid 2 néu ki ty dau ctia Ma hang 1a 2.

Céu 3a: Tinh Thué = 5% ddi v6i nhitng mat hang Van phong pham.
= 10% dbi voi tat ca nhitng mat hang khéc.

Cau 3b: Tinh Thanh tién = S6 Luong * Pon gia *(1 + Thué)
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Moén thi: TT THCB

Lan 1

PESO 1

Thoi gian lam bai: 90 phut

Ciu 4: Trong Bang tham chiéu, hily théng ké Tong thanh tién theo timg mat hang.

Cau 5: Trich ra miu tin thoa diéu kién: Ngay nhap 1a sau 5/15/2004 hodc c6 SO lugng tir

A B C D E F
1 Ho Tén: MSSV:
2 CUA HANG BACH HOA TONG HQP
3
4 |STT| MA HANG | NGAY NHAP |TEN HANG |SO LUQONG| THANH TIEN
5| 1 PA199 5/1/2004
6| 2 |IF1506 5/5/2004
7] 3 |1A90 5/14/2004
8| 4 |2B9090 5/2/2004
9| 5 |1B3555 5/19/2004
10| 6 [2E2406 5/10/2004
11] 7 [1C3000 5/12/2004
12| 8 |2DI1212 5/17/2004
13| 9 |IC17 5/16/2004
14| 10 |1F9951 5/7/2004
15 11 [1A124 5/11/2004
16| 12 [2G1550 5/19/2004
17
18 BANG THAM CHIEU
19 Loai Ma hang Tén hang Pon gia1 | Pongia2 |[Tong Thanh Tién
20 A Muc HP 120000 100000
21 B RAM 128 MB 300000 250000
22 C Hardisk 40GB 990000 910000
23 D CD ROM LG 500000 450000
24 F Vin phong phdm 250000 200000
3000 trd 1én.

Dix liéu tap tin S:\Dethil.xls
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