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SOAN THAO VAN BAN MICROSOFT WORD

NOI DUNG CHINH PHAN LY THUYET

1.1. Cac thao tac cin ban
1.1.1. Khéi dong va gi6i thiéu cac thanh phan trén man hinh lam viéc ciia Microsoft
Word
O Khéi dong Microsoft Word
= Cich 1: Nhay ddp chudt vao biéu tuong ngoai man hinh nén (Desktop)
= Cich 2: Nhdy phim chudt trdi vao -> chon Programs - chon Microsoft
Office = chon Microsoft Office Word 2003

O Cac thanh phan trén man hinh lam viéc ciia Word
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1.1.2. Y nghia ciia cic biéu twong trén thanh céng cu (Toolbars)
v Thanh thuc don (Menu): Chtra cic 1énh dé g0l td1 cac chirc nang cua Word trong khi
lam viéc.

i_'_-._FJI_q_a_*'- Edit Miew Insert Format Tools  Table Window  Help |



Tén Y nghia
. R Gom céc Iénh x1u ly tép van ban nhu: Open (M0), New
File (T¢p) (M6i), Save (Luu), Print (In),..
Edit (Bién tap) GOm céc 1énh bién tap van ban nhu: Cut (Cat), Copy (Sao

chép), Paste (Dén),...

View (Hién thi)

Gém céac Iénh hién thi nhu: Normal (Chuan), Page Layout
(BO tri trang), Toolbars (Thanh cong cu),...

Insert (Chen)

Cé,c 1énh chen doi twong vao van ban nhu: Page Numbers
(SO trang), Symbol (Ky tu dac bi¢t), Picture (Hinh anh),...

Format (Dinh dang)

Gom céc 1énh dinh dang nhu: Font (Phong chir), Paragraph
(Poan van ban), Columns (cot),...

Tools (Cong cu)

Gom cic 1énh dé thiét dat hay dinh dang

Table (Bang)

GOm céc 1énh lam viéc v6i bang biéu

Windows (Ctra sd)

GOm céc Iénh li€n quan dén hién thi ctra s6

Help (Tro gidp)

Cic huéng dan tro gitip

v’ Thanh chuén (Standard): gitp nguoi st dung thyc hién cic 1énh xur 1y van ban nhanh

hon thong qua céc biéu tuong

NGRS 43V 81 a0 8l R=[ Ty ™ -6

Biéu twong Tén Y nghia
E New Tao t€p mai
= Open Mo tép da co
= Save Luu tép dang mo
& Print In tép dang m&
& Print Preview Xem van ban trude khi in
3 Cut Cit dbi twong dugc danh dau vao Clipboard
Copy Sao chép dbi twong duoc danh dau vao Clipboard
2 Paste Dén ndi dung tir Clipboard vao vi tri soan thao
) Undo Huy bo thao tac vira lam
Cu Redo Khoi phuc thao tac vira hily bo

v Thanh dinh dang: gitip ngudi sir dung thuc hién cdc 1énh dinh dang nhanh hon thoéng

qua céc biéu tuong

A4 Norml v TimesNewRoman « 14 | B T ﬂ|§§§;§v|§z = §;§§;§|v3'_’?v&v
Biéu twong Tén Y nghia
B Bold Chir dam
i Italic Chit nghiéng




u Underline Chir gach chan

= Align Left Cin 18 tréi

= Center Can gitra

= Align Right Cin 18 phai

= Justify Cin déu 1¢ trdi va 1& phai
e Line Spacing Do gidn dong

= Numbering S6 chi myc

= Bullets Ki tu chi muc

v' Thanh d6 hoa (Drawing)

Drawe ¢ [Adoshapese \ N O 43 @A O-g-A-==¢ 1 J|
Biéu twong Tén Y nghia
5 Line Puong thang
u Arrow Hinh miii tén
[l Rectangle Hinh chir nhat
£ Oval Hinh elip
= Text Box Text Box
<l Insert WordArt | Cheén chit nghé thuat
] Insert ClipArt Chen hinh anh tur ClipArt
(il Insert Picture Cheén hinh anh tr mdy tinh
& s Fill Color T6 mau nén
w - Line Color T6 mau vién
A - Font Color T6 mau chir
= Line Style Dang dudng thang
= Dash Style Nét duong thing
= Arrow Style Kiéu miii tén
=) Shadow Style Tao bong
J 3-D Style Tao béng 3D

1.1.3. Giéi thi¢u mét s6 phim thwong ding khi soan thio

(3 Céc phim di chuyén con tro

= BSn phim Miii tén dé di chuyén con tro sang phai, sang trdi, 1én, xuéng mot dong.

= Phim Home: di chuyén con tré vé dau dong van ban.

= Phim End: di chuyén con tr6 vé cu6i dong van ban.

= Phim PgUp: di chuyén con tro 1én mot trang man hinh.

= Phim PgDn: di chuyén con tré xudng mét trang man hinh.



O Céc phim x6a ky tu
= Phim Delete: x6a 1 ky tu lién sau (bén phai) con tro soan thao
= Phim Backspace: x6a 1 ky tu lién trude (bén trai) con trd soan thao
= Phim Tab: tao mot khoang trong, thuong ding dé thut dau dong doan vin ban.
= Phim Caps Lock: bat/ tit ché d¢ g6 chit in hoa.
= Phim Shift
= Gilr phim Shift va gd phim ky tu chit s€ cho chi in hoa
= Gilr phim Shift va gd céc phim c6 hai ky tu sé cho ky tu & trén
= Giit phim Shift va 4n cdc phim di chuyén s& boi den doan van ban
= Phim Enter: xudng dong dé gé doan vin ban méi
= T6 hop phim Ctrl + Home: dua con trd soan thao vé dau vin ban
= T6 hop phim Ctrl + End: dua con trd soan thao vé cudi vin ban
= T6 hop phim Ctrl + Enter: ngit trang vin ban bét budc (sang mot trang mai)
1.1.4. Phwong phap g6 tiéng Viét
O Bé g6 duogce tiéng Viét can phai c6 bo font tiéng Viét va chuong trinh gd tiéng Viét.
= Cac bd font tiéng Viét nhu: ABC, VNI, Unicode ...

= B6 font ABC gém céc font chit bit dau boi .Vn nhu: .VnTime, .VNTIMEH,
.VnArabia, .VnArial, .VnAristote ...

= C4c font Unicode nhu: Arial, Times New Roman, Tahoma ...

= Céc chuong trinh g6 tiéng Viét nhu: ABC, Vietkey, Unikey ... Hién nay bd gd
tiéng Viét 1a Vietkey va Unikey dang duoc sir dung rong rdi vi ¢ nhiéu vu diém
nhu: dung lwong nho, hd tro phuong phap gd cho nhiéu b font, ...

3 Giéi thiéu chwong trinh Vietkey V] Sia déu rhanh

[v] Cho phép g tat
Gap 15i ted lai tigng nh

. Hién cira s6 Vietkey dé thiét
- lap kiéu gd (TELEX, VNI), gl Hign cita s0 Vietkey ..C+5heP
. cdc tuy chon, thong tin ... A Kétthic

éﬁj Trix gicip

@ ricode

B

Chon céch go Unicode khi

dung font chit Unicode: Times ;.- Bang m3 WHI
New Roman, Arial, Tahoma ... Bing m3 VIOR L
.N“A,,B%ng ma TEYMH3 =]

Chon ciach go TCVN3 khi dung E
font chit .Vn: .VnTime, .VnArial, . £
.VnArabia, .VnAristote ...

| G tigng Vit
G tiéng Anh

1-Ucode UTF-8..C+5h+F1 -

Chon ché 6 go tiéng Vier St -Fet | TIRINF YRS & &1+ |

hoic tiéng Anh (Alt+Z)
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O Giéi thiéu chwong trinh Unikey

Thiét 1ap kiéu gd & ché do Telex

Béng ma chon Unicode khi dung
font chtr Unicode:
Roman, Arial, Tahoma ...

Times New .. -, 20an bang g tat...

Kigu gd

Bang ma chon TCVN3 khi dung
font chtr .Vn: .VnTime, .VnArial,

Hutéing dan
Cidng cu.. . [C5+FE]
Chuyén m3 nhanh - [C5+F9]

v Bt kiém tra chinh ta

B &t tinh nang g tat

« |picods duyng zan
> TCWM3 [ARC)

.VnArabia, .VnAristote ...

Hién bang diéu khién Unikey

WM Windows
Bang md khac

»»»»» > Bang digu khign___[C5+F5]

K&t thiic
O Céach gb tiéng Viét kiéu TELEX
Cich go kiéu TELEX
Chir Go Diau | Go phim

a aa Sic S

a aw Huyén f

0 00 Héi r

o ow hay [ Nga X

u w hay uw hay | | Nang ]

d dd B6 dau z
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1.1.5. Thao tac mé tép van ban

0 Mé mét tép tring méi

» Céch 1: Nhay trai chudt vao menu File = chon New - chon Blank document

= Cdch 2: Nhdy trdi chudt vao biéu twong [] trén thanh chudn

= Céch 3: Giir t6 hop phim Ctrl + N

0 Mé mét tép di cé trén 6 dia

= Céch 1: Nhay trai chudt vao menu File = chon Open

, ~a s
= Céch 2: Nhéy trdi chudt vao biéu tugng [ trén thanh chuan



= Cich 3: Giit t6 hgp phim Ctrl + O
- mé ra hop thoai Open = Thyc hién nhu theo huéng dan trong hinh:

Look in: |[i| MINE - v| @ - | QX B Tools -

My Recent 1. Chon noi chtra t¢p

Docurnents

L% " 2.Chon tép cAn mé
Desktop
L/

3. BAm nitit Open dé mo tép

11 Bam nit Cancel dé
"_rg . hity 1énh mo tép

q€

! Fil B I -
My Metwork e | ................... X | [ Qoen ]

Places Files of bype: |,q|| Word Documents v1 """" >| ' Cancel

1.1.6. Thao tic lwa chon mét khdi vin bin
O Cich 1
» Budc 1: Dit con trd soan thao tai vi tri bat diu can ddnh dau khoi
» Budc 2: Gilt phim Shift
» Budgc 3: Str dung cic phim miii tén dé di chuyén con tré soan thao dén noi két thiic.
O Cich 2
= Budc 1: Nhdy trdi chudt tai vi tri bat ddu can danh dau khéi
» Buoc 2: Gitr trai chudt va kéo trén phﬁn van ban can d4nh dau
» Budc 3: Nha chudt tai noi két thiic
O Cich 3
= Budc 1: Nhdy trdi chudt tai vi tri bat ddu can danh dau khéi
» Budc 2: Gilt phim Shift
= Budc 3: Pua con tro chudt dén vi tri cudi phan van ban can danh dau roi nhdy phim
trai chudt.
M Chi ¥: Dé danh déu khdi toan b vin ban ta giit to hop phim Ctrl + A
1.1.7. Thao téc sao chép, di chuyén va xéa khoi vin ban
O Thao tac Sao chép (Copy)

» Budc 1: Boi den khoi van ban can Sao chép



» Budc 2: Thuc hi¢n 1é€nh Sao chép (Copy) theo mdt trong céc cach sau:
= Céch 1: Nhay trdi chudt vao menu Edit = chon Copy
= Cich 2: Nhdy trdi chudt chon biéu tuong i trén thanh chuan
= Céch 3: Giir t6 hop phim Ctrl + C
= Céch 4: Nhay phai chudt vao vung bdi den = chon Copy
= Budc 3: Di chuyén con tré soan thao dén noi can Sao chép
» Bugc 4: Thuc hién Iénh Dan (Paste) theo mdt trong cac cich sau:
= Cé4ch 1: Nhay trai chudt vao menu Edit - chon Paste
= Céch 2: Nhdy tréi chudt chon biéu tugng [& trén thanh chuan
= Cich 3: Giit to hgp phim Ctrl + V
= Céch 4: Nhay phai chudt - chon Paste
M Chii ¥: Néu mudn sao chép thanh nhiéu doan vin ban gidng nhau dén céc vi tri khac
thi ta chi can thuc hién Budc 3 va 4 nhiéu 1an con Budc 1 va 2 chi thuc hién mot 1an.
O Thao tac Di chuyén (Cut)
» Bude 1: Boi den khdi vin ban can di chuyén
= Budc 2: Thuc hién 1énh di chuyén (Cut) theo mot trong cac cach sau:
= Céch 1: Nhay trai chudt vao menu Edit = chon Cut
= Cich 2: Nhdy trdi chudt chon biéu tuong # trén thanh chuin
= Céch 3: Giir t6 hgp phim Ctrl + X
= Céch 4: Nhay phai chudt = chon Cut
* Budc 3 va 4: Thuc hién twong ty nhu ¢ thao tic Sao chép
O Thao tac Xoa trong vin ban
= Pé x04 mot hodc mot vai ky ty, ta chi can dung cdc phim sau:
= Phim DELETE : Xod mot ky tu lién sau (bén phai) con tro soan thao
= Phim BACKSPAéﬁ feckepace 1 X0d mot ky tu lién trude (bén trdi) con trod soan
thao
» Pé xo4 mot phﬁn van ban ta thuc hién nhu sau:
= P4nh dau khéi phan van ban can xod
« An phim DELETE trén ban phim
1.1.8. Thao tac luu van ban
O Luwu vin ban chwa cé tén (dit tén 1in dau)
» Cich I:

= Nhdy trdi chudt vao menu File 2 chon Save 2 mo ra hdp thoai Save As 2>
Thyc hién nhu theo huéng dan trong hinh:



Save As E]

Save in: i .D My Docurnents = B ! 5}; |_2] | 'Q = (] _=-| - Toals =

i = |h_5bt mon Khau ngu 2 o}
‘_,5 [CT)De cuong @

3'13.- ReceTt IChDownloads 2
ocuments i~ £ s A [
.gﬂapo o o : " 3. Bam nit Save dé 5

i a0y Hovneacs . Chon noi ghi t¢ RPN =

|—' [C=aMy eBooks : g P ghl tep @
Desktop :BMV Music o
ﬁﬂMy Pictures @

Ery videos 2.Goténcho t¢p w

_J |CTyon topic : I}

Iy Documents | ) pdfz4 ; )
C2psp / Bam nuit Cancel dé E_

e Iy Eai liew Map ] , n A o}
%! [=ytinh huong giao tiep tieng anl‘vp’ huy lenh ghl tep @

My Computer | = onic noi tuan 2 ; I

o < S . B

! File name: | Gian trinh thuc hanh THDC] il | gav.: |

My Metwark, e
Places Sawe as type: |W|:|rd Docurment (¥, doc) R s | A Cancel :
= Cach 2

= Nhdy trai chudt vao biéu twong e trén thanh chuan = md ra hop thoai Save
As = Thuc hién twong ty nhu theo Cach 1

= Céch 3

= Giit t hop phim Ctrl + S & mé ra hop thoai Save As > Thuc hién tuong tu
nhu theo Cach 1

O Luu viin bén véi tén khac (doi tén viin bin)
» Nhdy trai chudt vao menu File - chon Save As ... 2 mo ra hdp thoai Save As 2>
Thyc hién twong ty nhu Luu van ban chua cé tén (dat tén lan dau)
1.1.9. Thoat khéi Microsoft Word
» Céch 1: Nhay trai chudt vao menu File - chon Exit
= Cich 2: Nhdy trdi chudt vao biéu twgng [£4] trén thanh tiéu dé
= Cach 3: Giir t6 hop phim Ctrl + W hoic Alt + F4

- Néu chua ghi tép vao 6 dia thi s& xuit hién mot hop thoai:

. ticrosoft Office Word

! E Do wou wank to save the changes to "GTTH THDHC, dac"'?

[ Yes ] [ Mo ] [ Cancel ]

Khi d6 chon:
v" Yes: ghi tép trude khi thodt
v" No: thodt khong ghi tép
v Cancel: huy Iénh thoat



1.2. Pinh dang van ban
1.2.1. Pinh dang phong chir (Font)
O3 Pinh dang bing hop thoai Font

» Budc 1: Bdi den doan vin ban can dinh dang

» Budc 2: Nhdy trdi chudt vao menu Format = chon Font ... = md ra hop thoai

Font - Thyc hién nhu theo huéng dan trong hinh:

Fooe 21x|

Font | Chagacter Specing | Text Effects |

Chon kich
thudc chi

Fark shyle:

|R¢g|_i.:r
Chon font chir
Chon kicu
chir (binh
Fonk color! Linderkne style: rderline calor: . thﬂu’ong,
Ch()n mau chr s Aukomatic jlig;une] ;I [ Automiat] ;I dama
. & Effects .,
Chon ki€u | ... I Striethrough [~ Shadow I Small caps
gach chan r Double striethrough ™ Cutine ™ o caps
™ Superseript [ Embeass I Hidden
i e | o
: bong y
Freview " thibt lap
Khung xem tru,o’,c Nﬂu ca0 Eha’[ B \'1.] uﬁrl 2 dhn E.
 dinh dang e O AR, e
Thit ap nedm This & & TrueType Font, This Fore il be waed mb&dﬁnﬁrﬂu’andﬂbﬂj: Hiy chon
ap ngam > Dafa... ok £|  coneal 3 thodt

dinh cho tai liéu

O3 Pinh dang tryec tiép trén Thanh dinh dang (Formatting)

= B6i den doan vin ban can dinh dang = Thyc hién nhu theo huéng dan trong hinh:

JI"-.In:urrnaI - MnTime > w14 | B 7 U

Chon font chix e

Chon kich thudc chir

Chtr nghiéng (Ctrl+I)

Chir dam (Ctrl+B)

Chtr gach chan (Ctrl+U)

1.2.2. Pinh dang doan van ban (Paragraph)
O3 Pinh dang bang hop thoai Paragraph

9.



» Budc 1: Boi den doan van ban can dinh dang

» Budc 2: Nhay trdi chudt vao menu Format - chon Paragraph ... = md ra hop
thoai Paragraph - Thuc hién nhu theo hudng dan trong hinh:

Chon cach
can lé

Khoéng cich tinh
tur 1€ trdi va phai

Khoang cich voi

Khung xem
trudc dinh dang

doan trudc va sau

Paragraph 21|
Indents and Spacing | Line and Page Breaks I
Algnment: - |_]._,.5|:{-..=.;| -I Cutine bavel: IEI-:u:I:.r text 'l
... AredEntation
L m Spesial; By; Khoéng
Righ: oem = Jtvore) (=] = i cach gitta
“1| | céc dong
W:) 0pt E I Lipe spacing: A,E:: i S
After: Dpt = |1.5lnl:5 ;_l “ :H ) Dﬁpgy
17 thiét lap
Prenamwe
- HE R i il T R T B R TR
.............. > Hﬁy bé
* thiét 1ap
Tabs. O, I Cancel I

O3 Pinh dang tryec tiép trén Thanh dinh dang (Formatting)

= B6i den doan vin ban can dinh dang = Thyc hién nhu theo huéng dan trong hinh:

. Can 13 tréi
(Ctrl+L)

1.2.3. Pinh dang s6 cdt cho vin ban (Columns)

Can gifra
(Cul+E)

Can 1& phai
(Ctrl+R)

= Budc 1: Boi den doan van ban can dinh dang so ¢t

» Budc 2: Nhay trdi chudt vao menu Format = chon Columns
Columns - Thyc hién nhu theo huéng dan trong hinh:

-710-
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(Ctrl+))
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Dang mac
dinh 1 cot

Chia thanh
3 cot

G0 sO cot
can chia

Chia thanh
2 cot

- Chia thanh 2 cdt, cot
. bén phai rong bang
. nura cQt bén trdi

Columns

K o
[a1]
L
i
L

=
3
o

Do rong
cac cot

Apply to:

EHEHE
Tﬂﬂ' Three  Left R
"‘““N_“I:I'I'ﬂher of calumns: [ __fi
......... A =
width and spacing..~"
Col#r width:  Sparing:
TN RN
fohar . 1
[z | [#ea 2] B
I =1 == 1=
| | | <] |
Equal column width
j & 4
|Selected ket “ i

Presview

Chia thanh 2 c0t, cot
i bén trdi rOng bang
ntra ¢t bén phai

Pong y
thiét lap

- Huy bo
thiét lap

Tao dudng gach
doc gitra céc cot

“..; Khung xem

trude thiét 1ap

bang nhau

M Chi ¥: Dé chia cot vin ban dugc thanh cong ta nén thyc hién nhu sau:

» Bugc 1: Sau khi két thic doan van ban vira go ta thém dau cham & cuoi doan rdi an

phim Enter.

= Budc 2: Boi den tir ddu doan vin ban can chia dén ding ddu chdm cubi ciing.
1.2.4. Thiét 1ap Bullets and Numbering
O3 Thiét 1ap Bullets (ky tw chi muc)

» Nhdy trdi chudt vao menu Format - chon Bullets and Numbering ... & mo ra

hop thoai Bullets and Numbering

huéng dan trong hinh:

Bullets and Numbering

- chon thé Bulleted = Thuc hién nhu theo

3

Khong ‘Gulleted | pumbered | Outlne humbered | Lt styles |
thiét 1ap . -
Mone + Popmm— S Chi muc
=H o
Kyew : (|  W_—H — | .
chi i - . B ;
e TE— I AT . bongy
& i v thiét 1ap
+ “* 4
D{nh dang - Huy b6
Bullets - <
o 7] (e ]

-7117-



O3 Thiét 1ap Numbering (sé chi muc)
» Nhdy trdi chudt vao menu Format = chon Bullets and Numbering ... = mo ra
hop thoai Bullets and Numbering -> chon thé Numbered - Thuc hién nhu theo

hudéng dan trong hinh:

..... K h6ng Bullets and Mumbering B|
e e ey [ 86 chi
1 i—i || . P H e
-4 None 2 =" 5 o
Sé chi 3 &) I
muc — S e — = Pong y
“Aﬁ K 1 i : thlét lﬁp
B. b 2 1.
c. ) 3 3.
Pinh dang Huy bo
thém cho * thiét 1ap
Numbering ;_._.
OK'& ] [ CanceT ]

1.2.5. Tao chir cai 16n dau dong (Drop Cap)

» Budc 1: Bdi den chit cdi can dinh dang
» Bude 2: Nhay trai chudt vao menu Format - chon Drop Cap ... = md ra hop thoai
Drop Cap - Thuc hién nhu theo huéng dan trong hinh:

Drop Cap E|
Dang mdc dinh khong Position
tao chit cdi lon e — oo ey
. "— 1,;;; | W
........................ | el | |
................................. T o T
~ e 1x Cpki
Tao chit cdi 16n i
Fonk:
iTimes Mew Foman V.
............ ’\ , LiI'IES ko erp: i3 ‘ : E
Dong y s,
thiét lap .............................. i Frl:lm teat: II:I - v_i

[0]4

l [ Cancel &

- Chit cdi Ion

o bénlé

i 16n can thiét 1ap

S6 dong chir cai

-~ thiét lap

. Hiy bo

M Chi y: Dé thiét 1ap dugc chit cdi 16n thanh cong ta nén chii ¥ nhu sau: Khong dugc
diing phim céch (Space Bar) dé tao khoang tring trudc chit cdi can thiét 1ap.

-712-



1.2.6. Thiét 1ap khoang cach Tab
» Nhdy trdi chudt vao menu Format = chon Tab ... < mo ra hop thoai Tabs -
Thyc hién nhu theo huéng dan trong hinh:

1. Thiét 1ap diém
dung cua Tab

4. Xac nhan
thiét 1ap Tab

5. Déng y
thiet 1ap

Tabs

71|:| cml.. i

Tab skop position:

Default tab stops:
| [1.27 em

dang cho Tab

" diém dung Tab

.................. £
(%) Left € O gent;r 3 Right
() Decimal ) Bar
Leader ‘‘‘‘‘‘‘‘‘
(%) 1 Nane OF (@)
345
............................ [> " ] |- Sla J [ Clear 4l L’]
.................................................. b ok ][ Cancel o

1.3. Chen hinh dnh va cong thirc toan hoc

1.3.1. Chen cac ky tw dac biét (Symbol)

» Budc 1: it con tré soan thao tai vi trf cin chén ky tu dac biét

-+ 2. Chon canh
. 1€ cho Tab

3. Chon dinh

X6a bo tat ca

Huy bo
thiét lap

» Budc 2: Nhdy trai chudt vao menu Insert = chon Symbol ... & méd ra hop thoai
Symbol = Thuc hién nhu theo huéng dan trong hinh:

1. Chon font
c6 chura ki tu

Symbuols

Eont: |Symbol

Special Characters

2. Chon ky
tu déc biét

dac biét .

e Die olx| [z /[ f]*
SlE|" |2 x|oc| ||+ 2l=1x]... ‘ — 3. An nut
NII[R | 9|D|P|S x| clc|ele . Insert d¢

Tl r - Al chén vao

i T R () Lt 1_[ N = |/ SO = || - |v|
Recently used symbols;
vi=lels|¥|o|e[mx]2]<|=]] o]
Symbal; 169 Characker code; |169 From; | Svmbal (decimg})’ﬁ “ Hﬁy chén

[&utoc-:rre-:t... ] ’Shortcut = ] Shorbout key:

~ va thodt

[ Insirt ] ’ Cancel L]
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1.3.2. Tao cong thirc toan (Equation)

= Budc 1: Dit con tro soan thao tai vi tri can tao cong thic

» Bude 2: Nhay trdi chudt vao menu Insert = chon Object ... 2 md hop thoai Object
-> Trong muc Object Type = chon Microsoft Equation 3.0 = chon OK. = Man hinh
Word sé& thay doi va trinh bay thanh céng cu Equation = Pua con tro d&én céc khung

chen Equation dé nhap liéu

Chen
cac
bat
dang
thirc

Cheén
cac
khoang

Chen cac
bién co
dau ma

cach

Chen cac ky tu
toan hoc

Chen cac chir

cai Hy Lap

Chen Chen

phéan chi s6 Chen cac dau

sO va trén va CAcC dau gach

can dudi diu tich trén va
tdng phéan dudi

Chen
mui tén
c6 thém
cac
cong
thirc

Chen
ma tran
va cac
cong
thirc

= D¢ gd chi s6 trén (nhu: X°, A ...), ta giir t6 hop phim Ctrl + Shift + =

" Pé tao chi 6 dudi (nhu: Hy, O, ...), ta giir to hop phim Ctrl + =

= Khi tao cong thirc ma ta phai thuong xuyén kich hoat thanh Equation, néu ma dung
menu Insert = Object ... thi s& rt mat thoi gian = do d6 ta phai dua biéu tuong

Equation “& 1&n thanh cong cu dé c6 thé thao tic voi cong thirc dugce nhanh chéng.
% Céch lam:

Nhdy phai chudt vao khoang trang trén thanh céng cu = hién 1én danh sich

lga chon = chon muc Customize > trong hop thoai Customize -> chon thé
Commands - trong khung Categories = chon muc Insert - khi d6 trong khung
Commands xuét hién cdc biéu twong = Kéo chudt va tim dén biéu tugng %@ -> khi

tim thdy thi giit chudt va kéo biéu twong 1én thanh cong cu.

1.3.3. V& va dinh dang cac d6i twong dd hoa
O3 Tao cac hinh vé d6 hoa

» V& duwdng thing, hinh mii tén, hinh chir nhét, hinh elip
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= Budc 1: Nhdy trai chudt chon biéu tuong hinh can v& trén thanh cong cu dd hoa

V&duong . V&hinh V& hinh V& hinh
. thang mili tén chr nhat elip

= Budc 2: Di chuyén con tro chudt dén vi tri cin vé trong viing soan thao
= Budc 3: Gift trdi chudt roi di chugt dé vé hinh
M Chd y:
= Dé v& duogc hinh vudng, hinh tron ta chon hinh twong mg dong thoi giir phim Shift
= Trong trudng hop mudn v& mot hinh nhiéu lan lién tiép, ta cin nhay dip chudt vao
biéu twong hinh can vé& roi thyc hién thao tic vé nhu Budc 2 va 3 ¢ trén.

= Truong hop mudn chép mot hinh thanh nhiéu hinh gidng nhau ta thyc hién nhu sau:
= Budc 1: Nhdy trdi chudt va dua con tro chudt vao hinh can sao chép
= Buéc 2: Gilt phim Ctrl
» Bugc 3: Khi bén canh con tré chudt xuat hién dau cong den [ thi bAm trdi chuot
va kéo sang vi tri khic trong viing soan thdo

= Khi v& hinh ta gip phai trudng hop bén ngoai hinh v& xut hién mot khung bao quanh

nhu & dudi:
Z U
r _
Drawing Canvas
>_I‘ Fit j:E Expand \‘ﬂ Scale Drawing | E
o] ]
Khung vién 2 A
o] Lol ]
LY | I
7
b — .

- Ta c6 thé bo khung d6 di dé thuan tién cho viéc v& hinh nhu sau:
= Trén thanh chuin > nhdy trai chudt vao menu Tools = chon Options = mo ra hdp
thoai Options - Thuyc hién nhu theo huéng dan trong hinh:
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1. Chon thé
General

General
= 4

[ Blue background, white text

[ Provide feedback with sound
Provide feedback with animation
|:| Confirm conwversion at Open

[ Update sutomatic links at Open
Mail a5 attachment )
Recently used file list: |4

% | entries

2.Boddud
. tai dong nay

[ Help For WaordPerfect users
5 [] Mavigation keys for WordPerfect users

[ allow background open of web pages
[“]:Awtomatically create drawing canvas when inserting AutoShapes:

Measurernent units: | Centimeters ol

[] Shaw pixels For HTML features

Tecurity | Spel_lil_'l_g & Grammar Tr_ack Chaljges
User Infarmation Campatibility I File Locations
Wignw Edit Prink Save

T | I Allow starting in Reading Lawyout

3. AnOK dé
. dong y

[SerxiceOptions... ] [ Web Options. .. ] [ E-mail Options. .. ]

e

][ Cancel ]

[ St dung cac hinh miu trong AutoShapes

» Budc 1: Nhay trai chudt vao AutoShapes > hién danh siach cac danh muc chon

* Budc 2: Di chuyén trén danh sich
cdc muyc chtra biéu twgng hinh mau dé

chon hinh

» Budc 3: Nhdy trdi chudt chon biéu

teong hinh can vé

* Budc 4: Thyc hién vé€ hinh tuong tu

nhu cac budc & trén

O3 Pinh dang hinh vé d6 hoa
= Chon hinh v& cén dinh dang = nhdy
trai chudt chon biéu tuong trén
thanh cong cu dd hoa 2 Thuc
hién nhu theo huéng dan trong hinh:

éﬁ“ Lines [
:ﬂ' Conneckors 2
'E}' Easic Shapes 3
% Elock arrowws 3
To  Flowchart k
;;_z,z Stars and Banners 3
%,H Callouts 3
Eﬁ More autoshapes. ..

|::>£05hape5'|“‘x S S

i

=1 i i
FhE

: T6 mau

TO mau

T6 mau

. nén vién

cho chir

bg day
cho nét vé

Tao bong
cho hinh vé

Dang hinh vé :
(hinh miii tn,...) :

. v& 3D

Tao hinh
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O Viét chir vao hinh vé& (d6i v6i cac hinh vé khép kin)
= Budc 1: Chon hinh v& can viét chit
» Budc 2: Nhay phai chudt vao hinh = chon Add Text
(3 Thay ddi kich thwéc hinh vé

= Budc 1: Chon hinh v& can thay doi kich thudc

» Bugc 2: Cac nit hiéu chinh (dang hinh tron) Xuét hién trén hinh v¢.

= Budc 3: Di chuyén con tré chuot dén nut hiéu chinh, khi con tré
chudt thanh hinh miii tén 2 chiéu «¥ - bam va giit trdi chudt roi di
chuot dé thay doi kich thudc hinh

» Budc 4: Nha chudt khi hinh vé c6 kich thude phu hop

0 Piéu chinh va xoay hinh vé Niit hiéu chinh

Ngoai cdc nit hiéu chinh hinh tron, ¢ trén hinh v€ ta con thay xuat

hién nut hi€u chinh mau xanh, d6i khi trén mot s6 hinh con ¢6 thém {7 N
. Nt xoay hinh

ntt hinh thoi mau vang. . mau xanh

= B¢ xoay hinh ta nhdy va kéo chudt vao nit hiéu chinh mau xanh
= P¢€ hi€¢u chinh hinh ta nhdy va kéo chudt vao nut hiéu chinh mau
vang.

O3 Di chuyén ddi twong

= Budc 1: Chon hinh v& can di chuyén
Nt hiéu chinh

= Budc 2: Pua con trd chudt vao hinh v& - khi thiy xuét hién hinh A
mau vang

mili tén 4 chiéu tai vi trf con trd chudt = bam giit trdi chudt va di
chuyén chudt
= Budc 3: Nha chudt khi hinh v& & vi tri phu hop.
M Chii y: Dé di chuyén hinh v& mét céch tir tir ta thuc hién nhu sau:

= Budc 1: Nhdy trdi chudt vao hinh vé& can di chuyén
= Bude 2: Giit phim Ctrl dong thoi sit dung céc phim miii tén dé di chuyén hinh
- Thao téc nay rat quan trong va thudng ding trong nhiéu trudng hop.

O Xoa hinh vé
= Budc 1: Chon hinh vé can x6a
= Budc 2: An phim DELETE trén bam phim

1.3.4. Tao va dinh dang Text Box

O Tao Text Box

= Cach 1: Nhay trdi chudt vao biéu tuong u trén thanh cong cu dd hoa
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» Céch 2: Nhay trai chudt vao menu Insert = chon Text Box

O Pinh dang Text Box

Thuce hién twong tu nhu ddi véi dinh dang hinh vé& d6 hoa

s, s

M Chd y:

Trong khi trinh bay vin ban d6i khi ta cin phai lam md khung Text Box. Thao tic
nay rét hiru ich trong nhiéu truong hop. Thao tic 1am md khung Text Box nhu sau:

» Nhdy duip chudt vao khung ctia Text Box = mo ra hop thoai Format Text Box >

Thyc hién nhu theo huéng dan trong hinh:

Format Text Box

1. Chon thé T .
L olots and Lines | Si Lavaut Text B W
Colors and Lines L 288 do ey S &
Fill
Colar: PV I
o TN
2. Nhdy va =
chon No Fill ™ Line ENEEEEEN
' (.- o
Colar: | w
Dashed: | ND'LiI'lE Lt D?Spt : |
3 Nhéy Vé HII’DWS ...................... igl: : : : : : :
chon No Line Begin stvle: | g EEEEE s
Beqgin size: " » Sizes
4. Chon OK More Colors. ..
\ PN e [ —— e Patterned Lines. ..
dong y EAlterned Lnes... [> o ] [ Cancel
-> Sau khi nhdy chon OK ta thu dugc két qua nhu hinh dudi:
e o)

e— Con khung Text Box —»

1.3.5. Tao va dinh dang chit ngh¢ thuat (WordArt)

Aﬂ trén thanh
cong cu do hoa = mé ra hop thoai WordArt Gallery

= Budc 2: Chon dang WordArt theo yéu cau va nhdy OK
- mod ra hop thoai Edit WordArt Text - Thuc hién nhu
theo hudng dan trong hinh:

= Budc 1: Nhéy trdi chudt vao biéu tugng

-78-

e Khumng Text Box dabimo —

bl

WordArt Gallery

Select a Wordart styls:

i

Warddrt

: W
m"wt wordar, WordArt WordArt i
Wl | WordArt | Worddrt| 4.1t | Wonifiet| £
WordArt oo | Worcart] Worda

woret ordhre | Mordhe| Wil i) § %

e |
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Chon font chir Chon c& chit i Chon kiéu chit

Edit WordArt Text

T;t-:vnnme AT rJ;:j ﬂ ﬂ
Nhélp dbng Chf[ Céﬂ taO Chon OK ddng ¥
vao day

- Chon Cancel huy bo

Ol’: | Cancel AT .'

O Pinh dang chir nghé thuat
Khi tao chit nghé thuat s& c6 kich thuéc khong theo ¥ mudn.Vi vay dé chir nghé
thudt tao ra theo y cua muon thi khi tao xong can phai dinh dang lai. C4ch lam nhu sau:
= Budc 1: Nhdy trdi chudt vao chit can dinh dang = xuat hién thanh c6ng cu WordArt
(néu khong thay xuét hién - nhdy phai chudt vao chit nghé thuat - chon Show
WordArt Toolbars) -
= Budc 2: Nhdy chudt vao biéu twong |7EV51 lya chon ché d6 dinh dang thich hop

Al | Edit Text... | 5 ;‘;‘LE“ Ad B = AV
Mic dinh chua ‘ In Line With Text Bén duéi
dinh dang ‘ ;IE =quare 471 van ban
IE Tight
4 E Behind Text A
Tao thanh hinh vudng 3| InFront of Text < Bén trén
bao quanh chir — van ban
@ Top and Boktkom
- ; E Through
Tao thanh lién két chat the]| Edit Wrap Points
ch€ bao quanh chir
_ - —
Swareiiirs _
1.3.6. Chen va dinh dang hinh anh tir Clip Art E%E%:Zﬂ:?ﬁﬁ”s = DN Nhay """""" 5
hoic hinh anh tir miy tinh vao vin ban | 2t rocto Pl eveos ™
=
03 Chén hinh anh tir Clip Art Rl
» Budc 1: Pit con tré van ban dén vi tri can
chen hinh anh
[ee]

=] —organiz= clips. ..
T2 Clip art on OFfice online
-19_ e Tip=s For Finding clips



» Budc 2: Nhay trdi chudt vao menu Insert = chon Picture = chon Clip Art -
khung bén phai xuat hién hop thoai ClipArt

* Budgc 3: Nhdy muc Go
= Budc 4: Chon hinh can chén theo yéu ciu
= Budc 5: Cheén hinh anh vao van ban nhu sau:
= Céch 1: Nhdy trai chudt vao hinh can chén
= Cach 2: Nhay phai chudt vao hinh can chen = chon Insert
O Cheén hinh anh tir may tinh vao van ban
» Budc 1: it con tré van ban dén vi tri cAn chén tap tin hinh

» Budc 2: Nhdy trdi chudt vao menu Insert = chon Picture = chon From File 2 m¢
ra hop thoai Insert Picture = Thyc hién nhu theo hudng dan trong hinh:

Insert Picture

Locki: J Sokfves g, v @-A|Q X o 3ok

Iy Recent

¢ 3 A Documents
chira hinh anh <

Dt ABAIAu‘e.NH;‘Tﬁ‘g‘“ Sunset g

2‘ ChOl'l o My Document:
IS 5 ly Dacuments :
hinh anh @ 3. Chon Insert dé
v" /1 chen hinh anh
by Compister Wotepg :
lg Flepame: | m - "'
My Hetwark, ; Ll : : \
Plues  filesoftype |l Fitures (%, enf i o gy ey gy @ Huy bd chen

O Pinh dang chir nghé thuat

Hinh anh dugc chén vao s& ¢ vi tri con trd lic dau va ¢ kich thudc khong theo
nhu § muén = do vay dé hinh anh chén vao diing theo ¥ mudn thi ta can phai dinh
dang lai hinh anh. C4ch dinh dang nhu sau:

= Budc 1: Chon hinh anh can dinh dang

» Budc 2: Nhay dip chuft vao hinh anh can dinh dang = mo ra hop thoai Format
Picture - chon thé Layout = Thyc hién nhu theo huéng dan trong hinh:

-20-



Format Picture
Colors and Lines Size Picture Wieh
Wrapping style
Dang mac N
& ac ol — Hinh anh ¢
dinh ban dau H H H = b SR trén van ban
Inline withtext  Square Tight Behind text  In Fronk of kexk
“ s >
Horizonkal alignmq,nf : 1
Tao thanh - Tao thanh Hinh anh
hinh vu6ng . lién két o dudi
bao quanh . chat ché van ban
Chﬁ : quanh Chﬁ : .............................................
‘ + Chon OK
[ Advanced,., l ....... " dong y
[ ok 4 H Cancel I
1.4. Tao bang

1.4.1. Cac buéc dé tao mot biang

= Budc 1: Bat con tré soan thao dén vi tri can tao bang

» Budc 2: Nhay trai chudt vao menu Table = chon Insert = chon Table < md ra hop
thoai Insert Table - Thuyc hién nhu theo huéng dan trong hinh:

Insert Table

2 x|

Nhap s6 cot

Tahle size

. Chon d0 rong cdc cot .

-z""naf.utl:nFiI: biehavicr

Mumber of columns:

Mumber af rows:

Nhap sé hang

45‘ Fired column width: |

Do rong cot ty dong
vura khit noi dung

D0 rong cot
vura véi trang
gidy va vira
v6i ndi dung

NORMURN ... Aukofit bo contents
4 AutoFit bo window

" Table Format (rane)

[T Set as default For new tables

(84

Chon cac
bang bi¢u da
thiét ké san

AukoFormat. .. | '

Chon OK
dong y

Zancel
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1.4.2. Cac thao tac trong bang
O Cheén thém dong hoac cot
» Budc 1: Dit con trd soan thao vao vi tri can chen thém dong hoac cot
= Budc 2: Nhéy trdi chudt vao menu Table = chon Insert ... > Khi d6 ¢6 1 sb lua

chon:

Thém cdt vao bén

ETa_I:uIe Window  Help i Wietkey 02,1 trdi cot hién tai

. Draw Table Pﬁ ﬂ | % ] @ g
Inisert A ] Tatle. .
Deleke b Thém ¢t vao bén
; o ; HH. Columns b the Left """ phai cOt hién tai !

ele
= .%1 Columns ko the Right <
1 [E8 split Cells. .

Thém hang vao bén
trén hang hién tai

g Rows fbove <
2 Rows Below v

W
L —

Table Properties. .

E“" Cells

... Thém hang vao bén
dudi hang hién tai

[ Xéa bang, dong hoic cot
» Budc 1: Dit con tré soan thao vao vi trf can x6a dong hoac cot
= Budc 2: Nhdy trdi chudt vao menu Table > chon Delete ... > Khi d6 ¢6 1 s6 lua
chon:

—
Table Window Help | Vietkey02.1

- Draw Table EE .+ Xod ca bang
1
1 Ey
' = e Xoa cac cot da chon
t o Selet b 1 Columns <
' B st el % Rows <
! . E’* k. Xo4 cdc hang da chon
Table Properties...

(3 Gop nhiéu 6 thanh mot &
= Budc 1: Chon cac 6 can 2op
» Budc 2: Nhdy trdi chudt vao menu Table = chon Merge Cells hoidc nhdy phai chudt
vao viing can gdp & > chon Merge Cells
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(3 Tach mét 6 thanh nhiéu 6
= Budc 1: Chon 0 can tach
» Budc 2: Nhdy trai chudt vao menu Table - chon Split Cells
Split Cells = Thuc hién nhu theo huéng dan trong hinh:

Split Cells 3

... 2 mo ra hop thoai

Murnber of columns: z « 2

Murmber of rows: 1w

Chon OK déng ¥ ,,,,,,,

[‘ QK ] [ Cancel ]

Nhap s6 cot can chia |

........ Nhap sé hang can chia

1.4.3. Pinh dang bing bang cich sir dung thanh Menu hoic sir dung thanh céng cu

Tables and Borders
0 Ké khung vién cho bang

» Budgc 1: Chon bang hoac cic 6 can ké khung vién

» Budc 2: Nhay trai chudt vao menu Format - chon Borders and Shading ... 2 mo
ra hop thoai Borders and Shading - Chon thé¢ Borders = Thyc hi¢én nhu theo

huéng dan trong hinh:

Kiéu duong ké

Borders and Shading '

A gd 3|

................ Aq ......... I BRtiare | Pags Border | Shading ]

llflilong ke |- Serting: Stle: W Priiess

ung e = ﬂ Check on diagram below or use

SISO S | | A |:| Moo buttans to apply borders
Chi ké khung e ] e - 3 ) Khung
vién ngoai =T I I 5 H xem trudc

] 5 .
=1 | sugomatic ), |
K¢ khung bao E o Widkh: 2. l_l q ol x| Cde nat
quanh tat cd 6 =1 "t el ey to: e ] 0 ke ting
I~ £] e | ‘ J [ratie [ duong
' " _ovtons | khung
. Ty ké khung
theo }f, muén Show Tookar | -I!jpﬁ'\zcttal Line... |
D0 day dudng ke Mau duong ké | dong y

-23-



03 Pinh dang nén cho béing

* Budc 1: Chon bang hodc cic 6 can dinh dang nén

» Budc 2: Nhay trai chudt vao menu Format - chon Borders and Shading ...

2> mod

ra hop thoai Borders and Shading - Chon thé Shading = Thuc hién nhu theo

huéng dan trong hinh:

Borders and Shading
Burders | Page order || i) | <
Fil Preview Khon g to
N e | R
...................... mau
. IR S A B
Chon ‘ || || Wy
NGOV SR [T T —
u - .lllllll N Fil Khung
-1 HEEENEEN xem trudc
4 N
0 O
Patterns
Chon e -
2 A =Dclear v Aopl b _
kiéu t6 = el V] : Chon OK
. dongy
’ Shiow Tookar H Hotizantal Lin. . ] .

O St dung thanh cong cu Tables and Borders

» Nhdy trai chudt vao menu Table = chon Draw Table - xuat hién thanh cdng cu

Tables and Borders = Thuc hién nhu theo huéng din trong hinh:

Can
chinh

e chfI

Chiéu cao
cac hang
bang nhau

Chiéu rong
cac cot

bang nhau

Chuyén

hudng chir

[0 -
=§
E}Tt ke Tay dé xod Kiéu bo day Mau duong Mau nén
ung duong ké duong ké | dudngké | ké




BAI TAP THUC HANH

3 BAI THUC HANH SO 1

Trinh bay va dinh dang cho doan vén ban sau:

(Yéu cau Font chit 12 Times New Roman, ¢& chit 14)

CHAN DUNG NHA KHOA HQC

“Uéc mo ciia em: nha khoa hoc twong lai...”. Nhung c6 liic nao ban tuy hoi minh: Thé
nao la nha khoa hoc?

Song con cau tra 161 ddc ddo cua ban tré Viét Nam thi sao, nhét 12 ciu tra 1oi rat riéng cua
chinh ban?
o3 [ =
Cau hoi nay da duoc 2.500 hoc sinh tir 10 dén 17 tuéi & An D¢, Chi L&, Phip, My, Y,
Uc, Cu Ba va Nam Phi tra 16i qua nhitng birc tranh tham gia cudc thi v& chan dung nha khoa
hoc. La 1am sao khi hau hét déu v& nha khoa hoc nhu mot ngudi... deo kinh trang day cop,
téc tai bu xi va ldc nao ciing khodc 4o choang tring, ban biu véi linh kinh nhing chai lo
ciing 6ng nghiém va ludn 1am viéc don doc, ...
e K o6
Gido su Leopoldo de Meis, ngudi c6 sdng kién mé ra cudc thi ny nhan xét: D6 la chan
dung ciia ngueoi kyj thudt vién phong thi nghiém, hay ciia nhitng nguoi lam nghé gid kim hoi
thé ky 18, 19 chir nao phai la nha khoa hoc!”. Theo Gido su, c¢6 1 ciac ban tré da “thura
huong” hinh anh ay tir cdc phim hoat hinh va truyén tranh.

o B ®R

3 BAI THUC HANH SO 2

Trinh bay va dinh dang cho doan van ban sau:

TRUYEN CUOI

© Tiéng Vong ¢ Vo ly. Sau mot
M@t nguodi dan 6ng va vo ong ta di du lich vé mién phit, anh ta bao: Thay
Tay va dimg lai & mot tim bién dé “Tiéng Vong”. khong? Chang c6 gi

xay ra ca.

¢ Nguoi vo bao: Thur xem
+ Anh chong nghi d6 1a diéu ngdc nghéch, nhung ciing ¢ Ngudi vo n6i: Thu

thtr mot 1an xem sao. Anh ta n6i rdi hét that to: lan nira xem.
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¢ Lin nay anh ta lai hét: Toi 1a nguoi banh trai nhét

trén doi.

* Va sau d6 mot tiéng doi lai: “Vo 1y...1¥...15...

Co6 dong thong tin

2

Bang bién tap bai viét cia mot phéng vién, thu ky tda
soan goi anh nay 1én khién trach:

* Bai nay chi can viét trong 50 chir, ma anh viét t&i 500

chit! Anh c6 biét mot dién tich nhu vy trén mit bdo gid

bao nhiéu tién khong? Mang vé c6 dong lai cho toi.

3 BAI THUC HANH SO 3

Trinh bay va dinh dang cho doan van ban sau:

PHAN MEM XU LY VAN BAN

* Cudi cing tin d6 duge
dang nhu sau: “Nguyén
Thanh X, Can Tho. Téi
22/5, bat lia soi xem xe

con  hay hét

@” xang. Xang con,

E{ ,
€ X tho 30 tuéi”.

‘ N J ord la cdch néi gon ciia tir Wordprocessor (phan mém xir Iy van ban). Qud trinh xtr
1y van ban bao gém hai giai doan chinh: Soan thao (Editing) va xtr 1y (Processing).

Soan thdo van ban 1a cong vi¢c rat thuong gdp trong van phong va la cong viéc rat nham

chédn khi nguoi ta con dung may danh chir (Typewriter) dé thuc hién.

&1 mdy danh chit, mdi 1an ban g6
mot phim thi 13p tirc cac ky tu
duogc in ra gidy. Khi gd hét mot
hang, ban phai kéo can dé xudng hang.
Mudn canh 1& cho ngay ngin, ban phai

61 mdy vi
tinh va
Word, mai
dén ldc ban
ra lénh in, coé thé van
chua ¢ vét nao trén gidy
ma doi hoi ban phai xdc
nhan lai lan nira méi in.
Van ban chi hién ra trén
man hinh dé ban kiém tra
va hi€u chinh cho dung.

WL
N P
C~_T"
MJi khi ban g dén cubi
hang, ché d6 Wordwrap
s€ ty dong mang tron tur
xudng hang va ty dong
sap xép cdc muc canh 18
(Margin) da duogc khai
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canh bang tay va mat. Mot van ban da
duogc tao xong, néu c6 15i thi phai gé lai tir
dau va c6 thé mac phai khuyét diém nhu
lan trude (cang gd cang sai).

bdo trudc d6. Ngoai ra,
v6éli  nhitng cong cu
(Tools) xir 1y van ban
nhu: Tim kiém va thay
thé (Find and Replace),
sap xép (Sort), sao chép
(Copy), di  chuyén
(Cut),... lam cho Word
tr& thanh ngudi ban dong
hanh khong thé thiéu cua
nguoi thu ky van phong.



3 BAI THUC HANH SO 4

Trinh bay va dinh dang cho doan vén ban sau:

WHO - DICH SARS PANG LANG DIU

Hom nay (05/06/2003) 12 mot ngay ddng nhé v6i nguoi dan Thé gidi sau gan 4
thang chién d4u véi dich bénh SARS - khong mdt ca tir vong nao dugc ghi nhan. T
chtic Y té Thé gidi (WHO) cho rang ddy 1a dau hiéu lac quan, song van can phai dé
phong nguy co tdi phét dich.

& Tai Pai Loan - Trung Qudc, hai diém do cua dich SARS hién nay, s6 ca nhiém méi
chi dirng lai & mirc mot con sb trong nhidu ngay qua.

< Hong Koéng - khu vuc do cua dich bénh trong thang 3 - ciing vira duoc Trung tam
Kiém sodt va phong bénh My (CDC) d& khoi khuyén cdo di lai.

&  Con tai Toronto, noi c6 mdt s6 bénh vién bi virus SARS tin cong tr¢ lai, cling da cé
nhitng bién phdp khéng ché dat hiéu qua.

' I \uy nhién, ngudi di€u gi dya vao so li€u cua mot ngay. Ong canh
ding dau mang @ bdo Trung Quoc can tranh dé xdy ra hién tuong

luéi dich SARS toan <\/ tuong tu nhu & Toronto, bang viéc dam bao cong
cau cua Lién Hop Quéc tdc gidm sdt dich bénh ¢ diy ludén “nhay bén”
Mike Ryan nhan manh khong bo s6t mot trudng hop nhiém bénh nao.

rang: chua thé két luan

3 BAI THUC HANH SO 5

Trinh bay va dinh dang cho doan vén ban sau:

CONG TY TNHH THUONG MAI & SAN XUAT DET NHUQM MAY ABC
o * 9

Cdc ban c6 muon khang dinh tai nang va vi tri ciia minh?

Cong ty ABC chiing t6i 1a cong ty chuyén nganh vé vai soi véi hai chic nang Thuong
mai va San xuat Dét Nhuém May. Muc tiéu cong ty khong dimg lai ma ludn ludn phat
trién nén rat trin trong nhitng tai ning do.

Maoi cac ban tham gia vao cac vi tri sau:

1. TRO LY CHU TICH HQI PONG QUAN TRI

Khot nganh Xinh té” & Mong lam Trang 27



e Tudi trén 35. C6 tam nhin chién luoc, ning dong.
e (6 it nhat 3 ndm kinh nghiém lidnh dao hodc quan Iy.
e T4t nghiép Pai hoc chuyén nganh Quaén tri kinh doanh. Thong thao Anh van. Str
dung dugc cic phan mém vi tinh thong dung.
2. TRUONG PHONG HANH CHINH - NHAN SU’
» Tot nghiép Pai hoc. Anh vin tdi thiéu bang B.
» Trén 30 tudi, c6 kinh nghi¢m trong cong tdc Hanh chinh — Quan tri nhan sy tai
Cong ty san xuat Cong nghiép.
3. CHUYEN VIEN VI TINH
v Tét nghiép Pai hoc chuyén nganh Tin hoc. C6 kinh nghiém vé thiét ké, tao mau
bang vi tinh va 1ap trinh quan ly trén mang.
v' C6 kha ning giao tiép va nghién ctru cdc tai liéu chuyén mon bang tiéng Anh.

v Nang dong, c6 kha nang lam viéc doc lap.

Céc ban triing tuyén sé dwoc:

a. Luong va cédc ché do phu cap hap dan.
b. Cong ty s€ tao mot cong vi¢c lau dai va on dinh.
c. DPugc tao moi dicu kién thuan loi dé nang cao trinh dJg.

Ho so bao gom:

1) So yéu Iy lich c6 dau ching thyc cua chinh quyén dia phuong
(theo mau thong dung bang tiéng Viét)

2) Pon xin viéc viét bang tiéng Anh (Application Form)

3) T6m tat ban than viét bang tiéng Anh (Curriculum vitae)
(C6 chimg thyc ctia chinh quyén dia phuong)

4) Ban sao c6 cong ching céc vin bang, chimg chi.

5) Anh4 x 6: 2 chiéc

O BAI THUC HANH SO 6
Trinh bay va dinh dang cho doan van ban sau:
MUC LUC
© ¥ W
VAN
NGUYEN PONG THUC Chia tay Truyén ngén 5
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VO PAC DANH
KAWABATA

THO

VAN CAO

NGUYEN LAP EM
NGUYEN THAI DUONG
CAC MUC KHAC
SON NAM

TRUONG THANH PAM

3 BAI THUC HANH SO 7

Noi 4y bay gid
Cénh tay

Gui ngudi em bién xa

12
19

Ki su

Truyén ngin Nhat Ban

Con mai tinh yeu........cccuueeeee.

Chiéc 14 twong tw ......o.cvveeveee. N

Gi6 chong béo cili — Suu tam

Sinh ménh cua van chuong lang man

70
90

Trinh bay va dinh dang cho cdc dbi twong sau:

TO CHUC - QUAN TRI THEO HUONG HE THONG

NHOUNG YEU
TO PAU VAO
(INPUT)

=)

HE THONG
(SYSTEM)

NHUNG YEU
TO DAU RA
(OUTPUT)

QUA TRINH
BIEN DOI

—)

MOI TRUONG
(ENVIRONMENT)

3 BAI THUC HANH SO 8

Trinh bay va dinh dang cho doan van ban sau:

BUU PIEN TP THAI NGUYEN
CTY DIEN THOAI TPTN

CONG HOA XA HOI CHU NGHIA VIET NAM
Ddc 1ap - Tu do - Hanh phuc
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HQP PONG KINH TE

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

¢ Can ctr phdp 1énh Hop dong Kinh té ngay 25/09/1989 ctua Hoi dong Nha nudc va nghi
dinh s6 17/HPBT ngay 16/01/1990 cta Hoi dong B¢ trudng quy dinh chi tiét viéc thi hanh
Phap Lénh Hop Pong Kinh T¢;
* Cin cir Nghi dinh s6 121/HPBT ngay 15/08/1987 ciia Hoi dong B truong ban hanh Dicu
1€ Buu chinh vién thong Viét Nam;
* Theo yéu cau cia khach hang va kha niang phuc vu ctia Cong ty Dién thoai thanh phd
CHUNG TOI GOM:
BEN A: CONG TY PIEN THOAI THANH PHO

= Dia chi . 4 123 Luong Ngoc Quyén, thanh phd Thdi Nguyén

- Diénthoai : B 01234567899

= Taikhodn ... tai Ngan hang: ...,
= Daidien Ky oo P .

BEN B ...ouueiiiiiiiiiiiininninnninntinsnisisssnsssssssssssssssssssssssssssssssssess IR ...
= Dia chi L D e R
s Diénthoai @ B RS
= Taikhodn ... tai Ngan hang ...
DAl diCN Ky e
= Cung thoa thuan ky hop ddng theo nhitng diéu khoan sau day:

DIEU I: ...

DIEU 2: .....

PAI DIEN BEN A PAI DIEN BEN B
(ba ky) (Pa ky)
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3 BAI THUC HANH SO 9

Trinh bay va dinh dang cho bang sau:

STT Ho vi tén Llrro’ng — Phu céap - Tiu_rc linh cia CB - CNV
) Mirc lwong Phu cap Thuc linh
1 | Ngd Phuong 800000 300000
2 | Nguyén Vin 500000 120000
3 |LéLan 300000 150000
4 | Tran Minh 600000 100000
5 | Nguyén Tran 700000 180000
6 | Lé Thanh 600000 200000
Téong cong

3 BAI THUC HANH SO 10

Trinh bay va dinh dang cho bang sau:

Buu dién Phi Xd GIAY BAO v' Ngay gui: 14/9/2003
S6 1 — Phii Xd — Thdi Nguyén BUU PHAM v Gio gui : 3:50 PM
Nguwoi gui: Cristiano Ronaldo (CR7) Nguoi nhan: Fans
Real Madrid C.F football team Thai nguyen city

Ghi chii: Khi di nhan buu pham phai dem theo gidy Ching minh nhan dan hodc gidy xdc nhan

cua co quan dang lam viéc

Chir ky ngwoi dwa thw Chir ky nguwoi phat BP Chir ky ngwoi nhan BP

3 BAI THUC HANH SO 11

Trinh bay va dinh dang cho bang sau:

CHA : ME : CON
Nhom mdu
0 | 0 0
0 ! A : O hoic A
A ; A !
O l B l O hoac B
0 ! AB ! A hoic B
A : AB © A, B hoic AB
B ; AB :
AB : AB ' 0,A,B hoic AB
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3 BAI THUC HANH SO 12

Trinh bay va dinh dang cho céc cong thiic sau:

poY T M UIUC Sau dd)

dx X
— — 2 =lInrg| —+— |+c¢
l)il_r}}om jln(l+ jdx 2 : )-[cosx 8(2 4)
_______________________________________________________ e ———
! X’ +Y’ e X*+Y° <1 ; 1 1445 X2—J3 ] i
L3 Z={X+Y o X +Y2 >21LY>X @ 4)A:£ 77 -5 5 :
| XY & X2 +Y >1LY <X : i
B R L LI L i
50
Ux2-1+Y2 -2 \/\/X +2- X7 +1 o)y =y =~
5)Z = = n+l1
5 X’ +3
1
TA=4+
1
1+ i
1+1+ 1 8)U _\/Cll+4{/a2+‘{/a3+ + 4
1+ !
1+ !
1+§/E

9)
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3 BAI THUC HANH SO 13

Trinh bay va dinh dang cho doan vén ban sau:

CAU LAC BO TUOI TRE CUOI
“@ GIAI TRi CUOI TUAN

\
\
Mang 16 § it Gi thi tai

Vbng chung két giai “Cung thii thi¢n xa nhdt thé giéi” con lai 3 nguoi: Robinhood,
Hau Nghé¢ va Trong Thiiy. Cudc thi bat dau.

Robinhood oai vé buédc ra, dat trdi tdo 1én dau nguoi gilr bia, lui xa
50m, va giuvong cung...Phap...Trdi tdo bi miii t€n xuyén qua. Anh ta
vd nguc néi: ”I am Robinhood!” .

Hau Nghé cudi khay, anh ta dat mot qua chanh 1én ddu nguoi kia, 1ui
xa 100m va nhe nhang lay cung cho miii tén xuyén thing qua chanh.

Anh ta v6 nguc néi: “I am Hau Nghe!”.
Trong Thity dé ngudi giit bia dit trdi chanh ciing mii tén ctia Hau Nghé 1én ddu. Anh
ta nhay 1én ngya phi ra xa mot dam va dot ngot quay phat lai ban ludn mot phat...

Cung trudng nd bung 18n tiéng hod reo tin thuong vi mot miii tén di cdm ngap vao
dbc tén cua than tién Trung Qudc. Moi sy chd ¥ déu d6 don vao Trong Thity khi anh
nay tir tir tut xudng ngua, giong khan dic:

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

Tat ca quay lai nhin ngudi gitt bia: Anh ta loang choang roi d6 kénh xudng dat. Trén

nguoi, tén cim day dac nhu mét bo 16ng nhim O

3 BAI THUC HANH SO 14

Trinh bay va dinh dang cho doan vén ban sau:

7 viéc can lam khi muon bé thuoc la

Ctr 5 phiit lai ¢6 1 nguoi
chét vi thuoc la 222
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Trwéc tién, hiy ty nhic minh ring, nhimg nguwdi hit thuoc thwong chét
sém vi méi tudn cudc song cia ho bi rit ngin di 1 ngay. Hiit thuoc
khong khién cho cic ban nam “ngwoi Ion” hon va vimg vang hon.

r

@ Néu muén bé thudc 14, ban hay:
@\ § 1. Ty nhu tai sao minh mubn bo thude: Vi stc khoe cua ban, vi stc khoe cua
P-— nhitng ngudi xung quanh (nhu gia dinh chang han), tiét kiém tién...
€& 2 bt ra thoi han dé bo thube.

2
3. Lap ké hoach d6i phé véi cdc biéu hién them thude va thiéu thude.
" a4 Lén ké hoach dé giit cho tay ban ron: Néu ban cam thay nhd viéc cam diéu
thudc trén tay, hiy thay thudc bang mot thr gi khic.
5. Tim su hd tro tir phia gia dinh, ban bé va dong nghiép: Hiy cho ho biét 12 ban
dang c6 ging bo thudc dé ho hiéu tai sao ban lai cu xir khdc trudc. Va nhu vay
ho s€ khong mo1i ban hut thubc nira.

6. Cb tranh viéc hiit thudc lai.
7. Tu thudéng cho minh: du ban dang lam gi cling dung quén thudng cho minh
4 dbu dan vi viée khong hiit thuéc.

© Pirng nan chi néu khong thanh cong ngay tir 1an diu. Phan 16n moi ngudi déu
: chi dat dwoc mong mudn trong nhirng lan sau dé!

3 BAI THUC HANH SO 15

Trinh bay va dinh dang cho van ban sau:

Hién nay chiing t6i dang c6 mot so

san pham siéu ha gi4 .

Hang bao hanh v6 thoi han vi da
hét han.

Ul tién nhitng nguoi khong ¢6 tai

kinh doanh, nhe da va ca tin.




3 BAI THUC HANH SO 16

Trinh bay va dinh dang cho van ban sau:

: Qua han

e<

2.842

2.132

N N

1997 1998 1999 2000
Thong ké cia 3 Vién kiém sat xét xir phic thim
Theo bao Phap luat ngay 30/10/2001

3 BAI THU'C HANH SO 17

Trinh bay va dinh dang cho van ban sau:

CO HOI LAY BANG PAI HOC QUOC TE
CONG NGHE THONG TIN

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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3 BAI THUC HANH SO 18

Trinh bay va dinh dang cho doan vén ban sau:

‘ Jan ban c6 thé trinh bay theo nhieu cich: chir ddm, ch# nghiéng,  chit
kiéu chit gach

un @t
A\' muw nhu: gach mot
chim

céch khiac nhu: ehirgach—gitra hay theo

gach chan hay két hop ca ba. Riéng
chan ciing c6 nhiéu kiéu \

nét, gach nét d6i, gach
Hodc c6 thé trinh bay

dang a1x2 + b1y2 =0.

3 BAI THUC HANH SO 19

Trinh bay va dinh dang cho van ban sau:

TRUONG CP KINH TE - KY THUAT - KHOA KTCN - BO MON CNTT

CAC LOP TRUNG CAP @611 O CAC LOP NGAN HAN
N
S Q

& Ky thuat vién trung cip % ¢ Tin hoc can ban Windows — MS
phan cting mdy tinh Word — MS Excel
@ Lap trinh vién tng dung ¢ Lap trinh Pascal, Foxpro

trung cap %Qm ) Corel Draw, AutoCad

> Hoc tap trung mdi ngay mot budi v Cic 16p séng, chidu, t0i
» Hoc phi déng 1 hodc 2 1an thoi gian trén may Pentium IV ndi mang

> T6t nghiép duge cap bang Trung céap v' Chimg nhén do Trudng cp

KHOA KTCN - BO MON CNTT >4 T6 15 - phuong Thinh Pén -
Thanh ph6 Thai Nguyén

& Pa hoat dong trén 10 nam, tich liy dwoc nhiéu kinh

nghiém vé té chirc, chirong trinh gidng day. & :+84 280 3855606
@ Trang thiét bi dwoc ndng cdp, doi moi thwong xuyén. Fax: +84 280 3546030
& Giang vién nhiéu kinh nghiém, tdn tam (=7 Email: contact@tntec.edu.vn
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3 BAI THUC HANH SO 20

Trinh bay va dinh dang cho cic di twong sau:

CHUC MUNG NAM MOI

R A e e S D R D e s

3 BAI THUC HANH SO 21

Trinh bay va dinh dang cho cic di twong sau:

PT vb nghiém




CHUONG 2
BANG TINH MICROSOFT EXCEL

NOI DUNG CHINH PHAN LY THUYET

2.1. Lam quen véi Microsoft Excel
2.1.1. Khéi dong Microsoft Excel
= Cich 1: Nhdy dudp chudt vao biéu tuong l‘§| ngoai man hinh nén
» Cédch 2: Nhay phim chudt trai vao -> chon Programs - chon Microsoft
Office - chon Microsoft Office Excel 2003

2.1.2. Giéi thiéu man hinh lam viéc ciia Excel

LT LRTRG Ed FH Microsoft Excel - Book1 5 Y [
Thanh Menu chinh — |E] Fie Edt View Insert Fomat ook Data Window Help Jﬂﬂ|
Thamhu“mgcu%_Dﬁﬂéﬂé&?”nﬂéﬂ@' Q= AL e -0,
Thanh dinh dang — | ard -0 -|B I U = §§| $ %, 49 gg‘_, H-A-

Thanh cong thic — Al j =
A B C 0]

K) » (il »

m

| F [ 6 [ H [ 1 |

rs

—
p—

Thanh cudn doc ——
Bing tinh —

Thanh cuén
ngang

] = | [ =

4 4 ¥ M'\Sheet1 { Sheet? [ Sheet3 / M ]|
Thanh trang thdi — Ready el T om]

2.1.3. Thoat khéi Microsoft Excel
» Céch 1: Nhay trai chudt vao menu File 2 chon Exit
= Céch 2: Nhdy trdi chudt vao biéu tugng m trén thanh tiéu dé
= Cich 3: Giir t6 hop phim Alt + F4

- Néu chuwra ghi tép vao 6 dia thi s& xuat hién mot hop thoai:
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Microsoft Excel

! E Do wou wank ko save the changes wou made ko 'Bookl1'?

Mo Cancel |

Khi d6 chon:
v' Yes: ghi tép trudc khi thoat
v" No: thodt khong ghi tép
v" Cancel: huy 1énh thoat
2.2. Mot sb thao tac trén bang tinh
2.2.1. Tao moi, mo file, luvu file, dong file
= Mé mit bang tinh méi
= Céch 1: Nhay trai chudt vao menu File = chon New - Blank workbook
= Cich 2: Giit to hgp phim Ctrl + N
« Cich 3: Nhdy trdi chudt chon biéu twong [ trén thanh chudn
= Mé bang tinh da c6 sin trén dia
= Céch 1: Nhay trai chudt vao menu File = chon Open
» Cich 2: Giit to hgp phim Ctrl + O
- Céch 3: Nhdy trdi chudt chon biéu twong [ trén thanh chuin
» Luu bang tinh
= Céch 1: Nhay trai chudt vao menu File = chon Save
» Cich 2: Giit to hgp phim Ctrl + S
- Cdch 3: Nhdy trdi chudt chon biéu tuong [ trén thanh chuén
= Péng bang tinh
= Céch 1: Nhay trai chudt vao menu File = chon Close
= Cich 2: Giit to hgp phim Ctrl + W
= Cich 3: Nhdy trdi chudt chon biéu twgng 2 |trén thanh chuan
2.2.2. Cach nhip dir liéu

» Nhap dir liéu: Nhdy trdi chudt vao 6 can nhap, nhap dir liéu (theo quy udc tirng loai

dir liéu), két thic nhap bang cich go phim Enter hodc nhdy vao nit Enter trén thanh
Fomular, hodc ding cdc phim miii tén di chuyén con tré 6 sang 6 khic.

» Ghi de dir liéu mdi vao mdt 6: nhdy chudt vao 6, gd dit liéu mdi va 4n Enter.

= Sura dir liéu mot 6: nhdy chudt vao 6 = an phim F2 hodc nhdy trai chut vao thanh
cong thirc hodc nhdy dip chudt = dung phim mii tén di chuyén con tro chén (12 mot
dau gach thang dimg) tGi noi can sira dé stra

= Xo0d ky tu: dung cdc phim Delete va phim Backspace
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M Chi ¥: Khi chiéu dai dir liéu dai hon chiéu ngang ciia o:
= Néu la dit liéu kiéu sd hay cong thirc, 6 s& hién thi cdc ddu #### hoic dang luy thira (
1E+)
= Néu 1a dir liéu kiéu chudi c6 thé 6 s& hién thi chén sang 6 bén phai (khi 6 bén phai
khong c6 dir liéu)
- Néu muén dit liéu hién thi day du ta phai tang chiéu rong cot ctia 6 d6.
2.2.3. Cach dién dir liéu
O Pién dir liéu khong thay doi
= Budc 1: Nhdy trdi chudt chon 6 dir liéu can dién (nguén).
= Budc 2: Pua con tré chudt dén cudi géc phai cua 6 > khi con trod chudt chuyén
thanh diu cong den 2> bam gilr trdi chudt va kéo theo dong hodc cot trong khu vuc
can dién.
0 Pién dir liéu bién thién
= Cach 1
= Bude 1: Nhép dir liéu vao hai 6 lién nhau, hiéu hai gid tri d6 1a gié tri cua budc
nhay
= Budc 2: Nhdy trdi chudt chon hai 6 d6
= Budc 3: Pua con trd chudt dén cudi géc phai ciia 6 = khi con trd chudt chuyén
thanh déu cong den > bam gifr trdi chuot va kéo theo dong hoac cot trong khu vuc
can dién.
= Cach 2
= Budc 1: Nhap dir liéu vao mot 6
= Budce 2: Gilr phim Ctrl
= Budc 3: Pua con trd chudt dén cudi géc phai ciia 6 = khi con trd chudt chuyén
thanh diu cong den > bam gifr trdi chuot va kéo theo dong hoac cot trong khu vuc
can dién.
2.2.4. Chén dong, cot, 6 trong
= Chen dong (Rows)
= Budc 1: Chon dong hoac cac dong mudn chén
= Budc 2: Nhdy trdi chudt vao menu Insert - chon Rows
= Chen cot (Columns)
= Budc 1: Chon cot hay cac cot mudn chén
= Budc 2: Nhdy trdi chudt vao menu Insert - chon Columns
= Chen 6 (Cells)

« Budc 1: Chon 6 (viing) muén chén 6 trong
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= Budc 2: Nhdy trai chudt vao menu Insert = chon Cells ... & md ra hdp thoai
Insert

v’ Shift cells right: Chén viing méi va ddy ving cii sang phai.
v Shift cells down: Chén viing méi va ddy ving cii xuéng dudi.
2.3. Dir liéu va dia chi trong Excel
2.3.1. Cic kiéu dir li¢u trong Excel
= Kiéu chudi (Text)
Cic ki tu dau gd vao 1a cdc chit cdi tir A...Z, hodc ki tu dang sb dién thoai, sé nha
nhung bat dau bang diu " hodc '
= Kiéu s6 (Number)
Ki tu dau tién g6 vao 1a cdc chit s6 0...9 sau khi nhap vao ludn tu dong cin sang phai
cua 0.
= Kiéu cong thirc (Formular)
« Ki tu dau tién gd vao la ddu = hoic +
» Két qua trong 6 12 gi4 tri ciia cong thirc d6
= Trong thanh phan ciia mot cong thirc gdm: S6, chudi (chudi phai dugc dit trong cip

e

diu “ ), toa do 6, cdc loai ham, céc todn ti, cac dau déng md ngodc....
M Chi y:
» Ta c6 thé thay ddi dit lidu kiéu sb, dung dau (,) thay cho dau (.) dé ngan céich gitra
phan nguyén va phan thap phan va thay doi cach the hién dir liéu kiéu ngay theo chuan
Viét Nam (ngay/ thdng/ ndm ) bang cach sau:
-> Nhdy trdi chudt vao Start - Settings = Control Panel 2 mo ra hop thoai Control
Panel > Nhay dip chudt vao muc Regional and Language Options (biéu twong hinh
qua dia cdu) > mo ra hop thoai Regional and Language Options - chon muc
Customize ...
« Chon muc Numbers dé thay ddi céch thé hién véi dit lidu kiéu sd, trong dé:
v’ Tai Decimal Symbol ta dit déu (,)
v’ Tai Digit Grouping Symbol ta dit dau ()
« Chon muc Date dé thay d6i cich thé hién dit liéu ngay, tai muc Short Date
Format ta dat dd/mm/yy.
» Cic todn tor st dung trong cong thuec:
= To4n tir sb hoc: * (nhan); / (chia); + (cong); - (tru).
= Todn tir chudi: & (ndi chudi).
= Todn tir so sanh: = (bdng); <> (khdng bang hoic khéc); > (16n); >= (16n hon hoic
bang); < (nho hon); <= (nho hon hodc bang).
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2.3.2. Dia chi trong Excel
» Dia chi twong doi
= Dia chi tham chiéu c6 dang <cot><dong>

= Khi chép dén viing dich, dia chi ciia viing dich s& bi thay doi.

= Vi du:

ATB I C Cl:=Al *Bl> kétquala6

132_;/
2 1416 | ?7T—

-~

C2: = A2 * B2-> két qua 1a 24

O vi du trén, gia str cong thirc tai 6 C1 = A1*B1, ta duoc két qua 12 6. Khi sao
chép cong thurc xudng 6 C2 = A2*B2, ta dugc két qua 1a 24. Khi dé, dia chi cia Al, Bl
trong cong thuc cua 6 C1 1a dia chi twong doi.

» Dia chi tuyét dbi
= Dia chi tham chiéu c¢6 dang $<cot>$<dong>
= Khi chép dén ving dich, dia chi tham chiéu cua ving dich s& giit nguyén gidng

nhu ving nguon.

= Vi du:
A B C
1 S6 tién doi 1000000
2 Ngoai té Ty gia S6 ngoai té ddi duoc
3 USD 21000 = $C$1/B3
4 EURO 27000 = $C$1/B4
5 GBP 33000 = $C$1/B5

O vi du trén, s6 tién doi dugc ghi vao 6 C1. Cot ngoai té ghi cic loai ngoai té hién
c6. Cot ty gid ghi cdc loai ty gid hién hanh cua cdc loai ngoai t&. Cot sd ngoai t& ddi
dugc duoc tinh theo cong thirc: = SO tién d6i/ Ty gia cho nhirng 6 twong tng.

Tai 6 C3 nhap cong thirc: = $C$1/B3, (ldy $C$1 bang cich nhdy vao 6 C1 rdi 4n
phim F4 ta s& liy dugc dau $). Sau d6 sao chép cong thiic nay dén cdc 6 con lai trong
cot, ta thdy dja chi cia 6 $C$1 trong cong thirc khong bi thay d6i. Pia chi $C$1 duoc
goi 12 dia chi tuyét doi.

2.4. Dinh dang dir liéu
2.4.1. Pinh dang dix liéu s6 cho may tinh
Nhdy trdi chudt vao Start - Setting - Control Panel - Regional and
Language Options (biéu tuong hinh qua dia ciu) > Customize > Number > Chon
cac muc:
v’ Tai Decimal Symbol (ngin cdch phan nguyén va phan thap phan) ta dit dau (.)
hogc déu (,)
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v’ Tai Digit Grouping Symbol (ngin cich hang nghin) ta dat dau (.) hoic déu (,)
2.4.2. Pinh dang dir liéu cho cac 6
» Budc 1: Bdi den cdc 6 can dinh dang
» Budc 2: Nhay trdi chudt vao menu Format - chon Cells (hoac giir to hop phim Ctrl
+ 1) = md ra hop thoai Format Cells - chura cac thé sau:

Eormat Cells

= Thé Number: Dinh dang dit lidu kiéu sd, ngay gio' va nhitng dit liéu lién quan dén sb.
= Thé Font: Binh dang font chir.
= Thé: Alignment:
v" Horizontal: chinh ngang dit liéu trong tirng 6 (Left, Right, Center ...)
v Vertical: chinh doc dir liéu trong tirng 6 (Top, Bottom, Center ...).
v Néu chon Wrap Text: chir dai qua chiéu rong 6 s& tw dong diéu chinh dé vira 6
v Chon muc Orientation: D¢ thé hién kiéu chir trong bang (thang, ngang, xién)
= Thé Border: Ké khung cho dir li¢u trong bang
= Thé Patterns: Chon mau nén cho bang
2.4.3. Mot sé dinh dang thwong dung
*» Dinh dang kiéu Text
» Trudc khi nhap dir lidu tai 6 nao d6, néu ta g dau ' thi dir liéu s& thanh kiéu text.
« Vi du: S6 100 néu khi nhap ta danh '100 thi sé 100 s& chuyén thanh kiéu text (ldc
nay ta khong thuc hi¢n cic phép todn cdng, trir, nhan, chia.... dugc).
= Dinh dang theo kiéu lya chon (Custom): Kiéu dinh dang nay thudng hay st dung.
= Pinh dang ki¢u déng mé ngoic cho so thir tur
v Lic dau céc sd duge danh vao dudi dang sau:
Lt [ 2 | 3 | 4 [ 5 |
v Boi den céc s tht ty can dién - nhdy trdi chudt vao menu Format = Cells
- Number > Custom - Chon s6 0 > g6 (0) dwéi dong Type.
- Két qua nhu sau:

O T ol 3] @& ]G ]

= Pinh dang ngay thang nim (thwong dwoc sir dung nhiéu)

Nhdy trai chudt vao menu Format - Cells > Number - Custom > Go
vao dd/mm/yy hoiac dd/mm/yyyy dwéi muc Type = Thyc hién nhu theo hudng
dan trong hinh:
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onmatiCells EE

7 Mumber | alignment Fonk Border | Patterns | Protection

L Cateqoty: Sample
1 Zeneral 3
Number 1t |
2 L
—l\

Currency Type: /
Accounting
S delfrmfyyyyl

Tirne Genetal -
Percentage 0 |
Frackion 0,00

Scientific #4880

Texk #, 840,00

| Special A, A0 0, 00 |
m #,##0_u[Red](#, #40) E4

Tvpe the number Format code, using one of the existing codes as a starting /T
poink. /‘—

=

L OKA'[ Cancel ‘

2.5. Cac ham thuwong dung trong Excel
2.5.1. Lap cong thirc
- Cong thirc trong Excel 1a su két hop gitta cdc 6 théng qua phép todn
- Nhap cong thic vao 6 phai bat diu bang d4u bang (=) hoic diu cong (+)
- Dir liéu nhap vio cong thirc 1a cac con sd, dia chi 6, viing hodc ngay thang, néu la
chudi thi phai dit trong diu nhay kép «”
- C6 thé g6 dia chi 6 vao cong thirc hay dung tré chudt kich chon 6, ving mudn nhap,
khi d6 tén cua 6 hodc vung s€ ty dong nhdp vao cong thurc.
M Chii y: Mt s6 thong bao 156i thwong gip khi nhip cong thirc:
v' #DIV/0!: Trong cong thirc c6 phép todn chia cho 0
v #NUM!: Céc con s trong cong thirc khong hop ly
v #REF!: Trong cbng thirc c6 nhitng 6 tham chiéu dén nhiing 6 hay nhiing
vung khong ton tai hodc bi xod
v #VALUE!: Trong cong thiic ding sai kiéu dit liéu nhu cong trir cic dir liéu
dang chuoi lam cho két qua tré nén v6 nghia
v #NAME!: Str dung tén 6 vung khong hop 1y hoac sai tén ham
2.5.2. Cong thirc tdng quat ciia cic ham trong Excel
= Tén ham (d6i s6 1, déi s 2...)
Trong dé:
v/ Ham phai dugc bét dau bang diu (=) hodc diu (+)
v Tén ham phai nhap theo diing quy dinh ctia Excel

v/ Sau tén ham bét budc phai ¢6 cip ddu ngodc tron ()
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<

S6 lugng doi s6 tuy theo tirng ham. PA6i s6 ¢6 thé 1a céc tri s0, day cac 6, dia

chi 0, tén vung ...

Thong thudng Excel ngam dinh dung ddu phay (,) dé ngan cach dbi s6 trong

ham. Néu ding dau (,) & phan cach phan nguyén va phan 1é thap phan thi

cdc doi sO phan cach nhau bdi dau (;)

= Mot s6 ham thwong dung dé xir Iy s6

A B C
1 25 10 | Vidu sir dung ham
2 -25 20 25
3 15.42 30
4 -15.42 40 36
5 Ham Két qua
6 | =SQRT(AI) 5
7 | =SQRT(A2) #NUM!
8 | =INT(A1/7) 3
9 | =INT(A3) 15
10 | = INT(A4) -16
11 | = MOD(AL1,7) 4
12 | =MOD(B1,3) 1
13 | = ROUND(A3,1) 15.4
14 | = ROUND(A3,-1) 20
15 | = ROUND(A4,1) -15.4
16 | = ROUND(A4,-1) -20
17 | = SUM(B1:B4) 100
18 | = SUM(AI1:B1) 35
19 | = MAX(B1:B4) 40
20 | = MIN(B1:B4) 10
21 | = AVERAGE(B1:B4) 25
22 | = AVERAGE(A1:B1) 17.5
23 | = COUNT(B1:B4) 4
24 | = COUNT(C1:C4) 2
25 | = COUNTA(B1:B4) 4
26 | = COUNTA(CI1:C4) 3
27 | = COUNTBLANK(C1:C4) 1
28 | = RANK(B1,$B$1:$B$%4,0) 4
29 | = RANK(B1,$B$1:$B$4) 4
30 | = RANK(B1,$B$1:$B%4,1) 1
31 | = RANK(B2,$B$1:$B%4) 3
32 | = SUMIF(B1:B4,">=25"B1:B4) 70
33 | = SUMIF(B1:B4,">=25") 70
34 | = SUMIF(A1:A4,">=15",B1:B4) 40
35 | = COUNTIF(B1:B4;">=25") 2
36 | = COUNTIF(B1:B4;"<33") 3
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» Mt s6 ham thwong dung dé xir 1y chudi

A B
1 | Truong Duc Cuong
2 | A216TL
3 | B12TT
4 Ham Két qua
5 | =LEFT(A1,6) Truong
6 | =LEFT(A1,10) Truong Duc
7 | =LEFT(A2,3) A21
8 | =RIGHT(AL,S) Cuong
9 | =RIGHT(AL,9) Duc Cuong
10 | = RIGHT(A3,3) 2TT
11 | = MID(A1,8,3) Duc
12 | = MID(A2,2,4) 216T
13 | = MID(A3,2,3) 12T
14 | =A5&"" & A8 Truong Cuong
15 | = LEN(A1) 16
16 | = LOWER(A1) truong duc cuong
17 | = UPPER(A1) TRUONG DUC CUONG
18 | = PROPER(A1) Truong Duc Cuong
19 | = MID(A2,2,LEN(A2)-3) 216
20 | = MID(A3,2,LEN(A3)-3) 12
21 | = VALUE(MID(A2,2,3)) 216
22 | = VALUEMID(A3,2,2)) 12
23 | = VALUEMID(A2,2,LEN(A2)-3)) | 216
24 | = VALUE(MID(A3,2,LEN(A3)-3)) |12
= Mt s6 ham thwong dung dé xir 1y ngay thang va logic
A B
1 02/14/2012 25
2 02/28/2012 -25
3 Ham Két qua
4 | =NOW() 12/12/2012 12:00
5 |=TODAY() 12/12/2012
6 |=DAY(Al) 14
7 | =DAY(“02/14/2012”) 14
8 | =MONTH(AI) 02
9 | = MONTH(*02/14/2012”) 02
10 | = YEAR(AI) 2012
11 | = YEAR(“02/14/2012”) 2012
12 | = A2-Al 14
13 | = DATE(2012,02,14) 14/02/2012
14 | = DATE(2012,02,14) 02/14/2012
15 | = AND(C1>0,C2<=0) TRUE
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16 | = AND(C1>0,C2>0) FALSE
17 | = OR(C1>0,C2>0) TRUE
18 | = OR(C1<0,C2>0) FALSE
19 | = OR(AND(C1>0,C250)) FALSE
20 | = OR(AND(C1>0,C2<0)) TRUE
21 | =NOT(C1<C2) TRUE

2.5.3. Céac ham diéu kién
O Ham IF
= Truwong hop biéu thirc c6 hai gia tri dé lwa chon
= Cong thirc: = IF (<Piéu ki¢n>, <Gia tri 1>, <Gia tri 2>)
Trong do:
v' Diéu kién: La mot biéu thirc logic (Iuén ludn phai chira mot trong cic todn
tor so sanh: =, >, <, >=, <=, <>)
v' Gié tri: La sb, chudi, hodc biéu thirc tinh. Néu gia tri 1a chudi thi phai dit
trong dau nhay kép " "
= Hoat dgng:
v' Néu diéu kién ding thi 1ay Gid trj 1
v' Néu diéu kién sai thi 1y Gi4 tri 2.
» Vi du:
= IF (4>=3, “Piing”, “Sai”) 2> Két qua: Piing
» Trudng hop biéu thire c6 n gia tri dé lwa chon
= Cong thirc: = IF(<PK1>,<Gia tri 1>, IF(<PK2>,<Gia tri 2>, ... , IF(<PK n-1>,
<Gia tri n-1>,<Gia tri n>)...)

= Hoat dong:
v’ Xét diéu kién 1: Néu PK1 ding thi ldy gid tri 1, néu PK1 sai>
Xét DK2: Néu PK2 ding thi Iy gia tri 2, néu DK2 sai -
Xét DK n-1: Néu DK n-1 ding thi ldy gid tri n-1.
Néu DK n-1 sai thi 1dy gid tri n.

<N X
>
2\
)
AN
by

= Vidu
A B C D
1 | STT | Ho va tén | Ma phong Tén phong s IF(C2="PT".”Pio tao”
2 1 An DT . ‘) IF(C2=”TH”,”T6ng ho,p”’
3| 2 |Khang TH | Tong hop IF(C2="KT",’Ké  todn”,
4| 3 | Thinh KT K¢ toan . »Hanh chinh”
5| 4 |Vuong HC Hanh chinh :




, 7
.

M Cha y:
v' Ham IF khong duoc 10ng nhau qué 7 cap.
v' Ham IF c6 thé 16ng cdc ham chudi nhu LEFT, RIGHT, MID va 1dng véi cdc ham
Logic nhu AND, OR

= Vidu:
A B C D E
1 | STT | Ho tén | Ma phong | Tén phong | Phu cip ORI DT CoKT™
2] 1 [An PT Dao tao P = = L2= :
3] 2 [Khang | TH | Ténghop | 300000 | 4#3V000,IF(AND(C2="TH",B2
4| 3 | Thinh KT Ké todn 450000 | - = Yuong”),400000,300000)))
5 4 Vuong HC Hanh chinh | 300000
6| 5 |Vuong TH Tong hop | 400000
A B C D
1 | STT | Ho va tén | Ma phong | Tén phong i IF(LEFT(C2.2)="DT"."Pao tao”
9 e — =) ’ C )
g ; ?E ?Egé T; h ..................... IF(LEFT(C2’Z)Z”TH”’”TQng th”,
NS ong 10p - IF(LEFT(C2,2)="KT”,’Ké toan”,
4 3 | Thinh KTO03 Keé toan . “Hanh chinh”
5| 4 | Vuong HC04 Hanh chinh

03 Ham SUMIF
= La ham ding dé tinh tong thoa mén theo diéu kién
= Cong thirc: = Sumif (Vung dir li¢u chira diéu kién,”diéu kién”, ving tinh tong)
Trong do:
v' Ving dit lidu chira diéu kién: 1a viing chira gia tri 1am diéu kién dé tinh tong
v' Diéu kién: 1a gi4 tri hay biéu thuc thi phai dit trong du nhay kép « ”
= Vidu:

A B C D
1 |STT | Tén hang | Tién nhap
2| 1 Chan 1500000
3| 2 Ga 450000 = SUMIF(B2:BS5,”Ga”,C2:C5)
4| 3 Goi 300000
5| 4 Ga 350000
6 | Tong tién nhip mit hang la Ga

00 Ham COUNTIF
= La ham diing dé dém s luong cdc 6 thoa man theo diéu kién
= Cong thirc: = Countif (ving dir liéu chira diéu kién, diéu kién”)
Trong do:
v' Ving dit lidu chira diéu kién: 1a viing chtra gia tri 1am diéu kién dé dém
v Diéu kién: 12 gi4 tri hay biéu thuc thi phai dit trong ddu nhay kép « ”
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A B C D

1 |STT | Tén hang | Tién nhap

2] 1 Chan 1500000 = COUNTIF(B2:B5,”Ga”)
3] 2 Ga 450000 > Ket qua: 2

4] 3 Géi 300000 e

5] 4 Ga 350000 P

6 Pém miit hang I Ga .

2.5.4. Ham tim kiém va tham chiéu
03 Ham tim kiém va tham chiéu theo cot
= Cong thirc: = VLOOKUP (Gii tri x, Bang do tim, Ct tham chiéu, Cach do)
Trong do:
v/ Bang do tim (Bang phy): 12 mot khéi cdc 6, gdm nhiéu hang va nhiéu cot.
Cot dau tién bén trdi ludn chia gia tri dé do tim, céc cOt khéc chira gié tri
tuong tng dé tham chiéu.
v/ Cot tham chiéu: La tha ty cia cOt trong bang do tim (tinh tr trdi qua phai),
cot dau tién ciia bang 1a cot 1
v/ C4ch do: La 0 hoac 1
* Néu cich do Ia 1:
- La tim kiém twong dbi
- Danh sédch & cot bén tréi ciia bang phai xép theo thir tu ting dan.
- Néu tri dd x nh6 hon phan tir dau tién trong danh sach, ham cho tri 12
#N/A
- Néu trj do x ding v&i mot phan tir ¢6 trong danh sach ham cho tri 12
tri ctia 6 nam trong cot tham chiéu cling hang véi phan tir nay.
* Néu cdch do 12 0: (thuong chon céch do nay)
- La tim kiém chinh x4c
- Danh séch & cot bén tréi ciia bang khong can phai xép theo thir tu.
- Néu tri do x khéng diing voi bt ky phan tir ndo c6 trong danh sich
ham cho tri 1a #N/A
- Néu tri do x ding véi mot phan tir ¢6 trong danh sach ham cho tri 1a
trj ctia 6 nam trong cot tham chiéu cling hang v&i phan tir nay.
= Hoat déng: Do tim tri x & cot bén trdi ciia bang, néu c6 thi qua bén phai dén cot tham
chiéu 13y gi4 tri trong 6 ngang hang vdi vi tri cla x.
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= Vidu:
A B C D E

1 | STT | Ho tén | Ma phong Tén phong Phu cép
2| 1 |Phic PT ? % ?
3] 2 |Loc TH Tong hop . 300000 *, .
4| 3 |Tho TV Taivae % [ 450000 [ -

A | B [ C = VLOOKUP(C2,$A$7:$B$9,3,0)
5 Bang tén phong va Phu cép
6 | Ma phong | Tén phong | Phu cip
7 PT Pio tao 500000 |
g TH Téng hop | 300000 = VLOOKUP(C2,8A$7:$B$9,2,0) .
9 TV Tai vy 450000 :

= VLOOKUP(RIGHT(C2,2),$A$7:$B$9,3,0) |
A B C D . E

1 | STT | Ho tén | Ma phong | Tén phong . Phu cap
2| 1 |Phic 01DT ? )
3] 2 |[Lbc 02TH | Tong hop ™. . 300000
4| 3 |Tho 03TV | Taivy 450000

A | B | C - = VLOOKUP(RIGHT(C2,2),$A$7:$B$9,2,0) |
5 Bang tén phong va Phu cap 5 f
6 | Mi phong | Tén phong | Phu cap
7 bT Dao tao 500000
8 TH Toéng hgp | 300000
9 TV Tai vu 450000

(3 Ham tim kiém va tham chiéu theo hang

= Cong thirc: = HLOOKUP (Gia tri x, Bang do tim, Hang tham chiéu, Cach do)
Trong do:

v/ Hang tham chiéu: La tht ty ctia hang trong bang do tim (tinh tir trén xudng

duéi), hang dau tién trén cling ctia bang 1a hang 1.
v Gid tri x, Bang do tim va cdch do twong ty nhu ham VLOOKUP

= Hoat dong: Do tim tri x & hang trén cung ctia bang, néu c6 thi xudng phia dudi dén

dong tham chiéu 1y gid tri trong 6 ngang cot vOi vi tri cua X.

= Vidu: =HLOOKUP(C2,$A$7:$B$9,2,0) | = HLOOKUP(C2,$A$7:$B$9,3,0)
A B C . D E P
1| STT | Ho tén | Ma phong | : .~Tén phong Phu cip / .~
2| 1 |[Phic PT 9 7
3] 2 [Loc TH Tong hop 300000
4] 3 |Tho TV Tai vu 450000
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A | B | C | D
5 Bing tén phong va Phu cip
6 | Ma phong PT TH TV
7 | Tén phong Dao tao Toéng hop | Tai vy
8 | Phu cip 500000 300000 450000

2.6. Sip xép dir liéu

= Budc 1: Chon mién dit liéu can dua vao sap xEp (nén bao gom ca dong tiéu de)

» Budc 2: Nhay trdi chudt vao menu Data = chon Sort...~> md ra hop thoai Sort >
Thuyc hién theo huéng dan trong hinh:

. Chon khéa thtr nhét
: (Khéa chinh)

Chon khéa thir ba

Dong dAu 1a tén truong | .

(khong sap xép)

Chon khéa thit hai

2| =& |
Sortby e
|Tén ] @ ascending 4
() Descending o
L pThen by T
[Ho d&m - | @ Ascending
() Descending
.y Then by
INgé-;.f sinh -« | @ Ascending

My data range has

'@ Header row

| Options...

(1 Mo header row

Sép xép
tang dan

Sap xép
giam dan

(2} Descending

Khong ¢6 dong tén
truong (sap xep ca
dong dau)

DPong §

2.7. Co s& dir liéu trong bang tinh
2.7.1. Cac khai niém co ban vé co sé dir liéu (CSDL)

O Co sé dir liéu (Database)

sap xep

La tap hop thong tin, dir liéu dugc to chiic theo cau tric dong va cot dé c6 thé liét

ké, truy tim, xo4, rut trich nhiing dong dir li¢u thod man mot ti€u chuin nao d6 nhanh

chéng. Dé thyc hién céc thao tic ta phai tao ra cdc viing Database, Criteria va Extract.
O Vung Database (Viing co so dir liéu)

Gom it nhét hai dong, dong dau tién chira cic tiéu d& cot, goi 1a tén trudng (File

Name) ctia co s& dit liéu. Tén truong phai 1a dir lidu kiéu chudi va khong duogc tring 13p.
Céc dong con lai chira dit li€u, moi dong 1a mot ban ghi (Record) cua CSDL.

O3 Ving Criteria (Ving tiéu chudn)

Chua diéu kién dé tim kiém, xod, riit trich...Ving niy gom it nhat hai dong, dong
dau chura tiéu dé, cac dong con lai chura diéu kién.
O Vung Extract (Ving trich dir liéu)
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Chtra cdc ban ghi cta viing Database thoa diéu kién cua viung tiéu chuan. Ving
Extract ciing c6 dong dau tién chta cdc tiéu d& mudn rit trich. Chi can ding viing nay
trong trudng hop thuc hién thao téc rit trich, con céc thao tic tim kiém, xo4...khong can
diing dén viing nay.

2.7.2. Céc dang vung tiéu chuin
O Tiéu chuin so6
= Piéu kién ctia viing tiéu chuan 1a dang sb.

= Vi du: Tim kiém nhiing nguoi cé diém trung binh 13 7.5

Piém TB
75

O Tiéu chuan chuoi
= Picu kién cua vung ti€u chuan la dang chudi.

= Vi du: Tim kiém nhirng nguoi ¢ phong ban, bit dau bang chir H

Phong ban
H

O Tiéu chuan so sanh
= GOm cac toan t so sanh <, >, =, <=, >=, <>

= Vi du: Tim kiém nhiing nguoi cé diém trung binh 16n hon hoic bang 7.5

Diém TB
>=7.5

O Tiéu chuin cong thirc
= O diéu kién c6 kiéu cong thirc, trong trudng hop nay can luu ¥ 6 tiéu dé cua ving
tiéu chuan phai 1a mot tiéu dé khdc vai tat ca céc tiéu dé cua ving Database.
= Trong 6 diéu kién phai 1y dia chi ctia 6 trong ban ghi dau tién dé so sanh.

= Vi du: Diéu kién nay duing thi 6 c¢6 gid tri TRUE, néu sai c6 gid tri FALSE.

Vung 1
=Left(B2,1)="M"

O Tiéu chuén lién két (Lién két tiéu chuan)

= C6 thé tim kiém, xo4, rit trich... cdc ban ghi trong viing Database bang céch ding

cic phép toan AND va OR cua nhiéu diéu kién khac nhau.

" Luuy:
= Céc 0 diéu kién khéc cot thi biéu thi phép todn AND
= Céc 6 diéu kién khéac dong thi biéu thi phép toan OR

= Vi du:
= Phép todn OR:
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v" Phong ban: ¢ phong hanh chinh hodc phong tai vu
v Luong: < 600 hoac >= 1.000.000
= Phép toan AND:
v' Néu & phong hanh chinh thi ¢6 luong 12 < 600
v Néu ¢ phong tai vu thi ¢6 lwong 1a >= 1.000.000

Phong ban Luong
Hanh chinh < 600
Tai vu >=1.000.000

2.8. Thao tac trich loc dir li¢u
= Muc dich: Liy ra nhitng ban ghi (thong tin) thoa mén diéu kién nhat dinh.
= C6 thé trich loc theo 2 céch:
v' AutoFilter: Excel hd tro diéu kién loc
v Advanced Filter...: nguoi st dung tu dinh diéu kién loc.
2.8.1. Trich lgc dir liéu dung AutoFilter
= Budc 1: Chon mién CSDL gdm ca dong tén truong (Field Name)
» Budc 2: Nhdy trdi chudt vao menu Data - chon Filter - chon AutoFilter =2 6 tén
truong ¢6 dau mili tén tha xudng ctia hop danh sach = Nhdy chudt vao d6, c6 danh sich
tha xudng:
- All: dé hién lai moi ban ghi
= Top 10...: cdc gid tri 1on nhat
= Custom...: tu dinh diéu kién loc
= C4c gid tri cua cot
v Néu chon Custom... s€ hién hop thoai Custom AutoFilter dé nguoi s
dung tu dinh diéu kién loc

v/ VD: Loc nhiing ban ghi thoa min sb luong SP ban ra trong thing 1 nim

trong khoang (120,400]
A B c D E F | ¢

4 STT Tén SF=| Thang | Thang =| Théang -

3 1 Ao Jaket 150 160 200

5 2 Ao 50 mi 400 200 300

7 3 Ao tam 120 170 150

g 4 Quén du 500 300 150

9

Custom AutoFilter 21

=

Show rows where:

Thang 1

a2

F Iis greater than j IIZD j
% & and or
6| Iis less than ar equal to j J400 =l

~1

[}

Use ? ko represent any single character

w0

Use * to represent any series of characters

[us]
=

oK I Cancel

k2
3=
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2.8.2. Trich loc dir liéu dung Advanced Filter
= Budc 1: Xdc dinh mién diéu kién:
- Dong dau ghi tén truong dé dinh diéu kién, chd y phai gidng hét tén trudng cua
mién CSDL, t&t nht 1a copy tir tén truong CSDL.
= Céc dong tiép dudi ghi diéu kién: cédc diéu kién ciing dong 14 phép AND, cic diéu
kién khac dong 1a phép OR.
» Vi du: véi mién CSDL nhu ¢ dudi:

C

10

Thang 1

—

i

400

Mién d/k dé loc cic ban ghi c6 sb
SP bén ra trong thang 1 =400

C

10

Thang 1

1}

=140

C

—

10

Thang 1

Thang 1

11

=150

<=5l

C

D

10

Thang 1

Thang 2

11

=150

12

==200

Mién d/k dé loc céc ban ghi c6 sd
SP bén ra trong thiang 1: >150

—

Mién d/k dé loc cdc ban ghi c6 s6 SP
bén ra trong thang 1: 150 < S6 SP <500 |

Mién d/k dé loc cdc ban ghi ¢6 s6 SP bén ra
trong thang 1: >150 hodc trong thang 2: >200

= Budc 2: Thuc hién loc béng cach nhay trai chudt vao menu Data - chon Filter 2>
chon Advanced Filter...-> Thyc hién theo huéng dan trong hinh:

Hién két qua loc ngay
tai mién dir liéu

Hién két qua loc ra noi khac

Chon mién CSDL

Chon mién diéu kién

Chon mién hién két qua

Advanced Filter il
Ackian
A Filter the list, in-place
> Copy bo another location
» List range: |$c44:4E45 5|
.y Critetia range: |$.ﬁ.$lﬂ:$.ﬁ.$1 1 :"‘J
¥ Copy to: |$B44:4E40 B
I {Unique records orly
ok I Zancel |

Chi hi¢n 1 ban ghi trong s6
nhiing két qua trung 13p



O Vi du: Cho bang co s¢ dit liéu nhu sau:

A B C D

1| STT Ho va tén Chirc vu Lwong

2| 1 |Nguyén Thi Hoa NV 1200000
3] 2 |LéVanNam TP 1900000
4| 3 | Tran Hoang Yén NV 1500000
S| 4 |LyNgocHoang PP 1700000
6| 5 |DPdKicuNhu NV 1000000
7| 6 | LaQudn Trung NV 1400000

Yéu cau:
= Y 1: Trich loc nhitng ngudi c6 Luong >= 1500000. Ta thyc hién nhu sau:

= Budc 1: Tao mién diéu kién cy thé ¢ day 1a E1:E2

= Budc 2: Thuc hién thao tac trich loc nhu sau:
- Budc 2.1: Quét toan bd bang CSDL cu thé & day 1a: A1:D7
- Budc 2.2: Nhay chudt trdi vao menu Data > chon Filter - chon

Advanced Filter... & Thyc hién nhu theo huéng dan trong hinh:

=
ii—‘_’1 File Edit “iew Insert Format Tools Data  Window Help
B %@ (9
H-&-A
49 - % STT
1 oy B & D e E N 2
1 STT Hpog va tén Chitc vu Luong I Y1
2 1 Meuyen Thi Hoa MV 1200000 | FALSE
2 |2 vinNam TP 1900000
N 3 |[TrinHoing vén V. 1500000 \
: 4 |1y Mgoc Hoan TP 1700000 JERN
6 5 B8 Kifu Nhw NV 1000000 | An A A
E& 7 6 |LaCuin Trung WV 1400000 L Mién di€u kién
g
}’ _________ Advanced Filter e S| p
i 3. Chon két qua
ckion *
R () Eilker the list, in-place L — ra Vl\lng khéC
1- Chon Vung CSDL !\ @ Capy to another |0cation;/—1
Lisk range: sA51 5057 ﬂh
2. Chon vung dieu kién %’Qiteria vange:  |Sheet1l$E$1$ESe |hal 5. Chon OK
| Copyte: Shestl Haga B %‘ dong y
N . A £ . [ Unique records orl
4. Chon vung hién két qua e
ok ) | Concel |
- Ta thu dugc két qua nhu sau:
9 STT Ho vatén Chitc vu Luong
10 2 L& Vin Mam TF 1200000
11 3 Tran Hoang Yén v 1500000
12 Lj;i’ Ngoc Hoéng FFE 1700000
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= Y 2: Trich loc nhtrng nguoi 1la NV va c¢6 Luong > 1000000
= Budc 1: Tao mién diéu kién cu thé ¢ ddy 1a E4:E5

= Budc 2: Thuc hién thao tac trich loc nhu sau:
- Budc 2.1: Quét toan bd bang CSDL cu thé & ddy 1a: A1:D7
- Budc 2.2: Nhay chudt trdi vao menu Data > chon Filter = chon
Advanced Filter... - Thuc hién nhu theo huéng din trong hinh:

[=
ii—‘_’1 File Edit “iew Insert Format Tools Data  Window Help
Bl % Ba@- L e
H- &~ A
AY - £ STT
1 A 2 c D B J;\ﬁén didu kién
1 [ stT Ho vatén Chrrc v Luong Y1 | ;
2 1 Nguyén Thi Hoa MV 1200000 FALSE
3 7 L& Viin Marn TP 1900000 | __ __ =]
N 3 Trin Hoang ¥én NV 1500000 ¥ 2 ‘ 2
5 4 Ly Mgoc Hodn, s 1700000 TRUE ||
4 6 5 B8 Kifu Nhw NV opoooo | CTTTTTT
7 s La Quan Trun TV 1400000
g
}.------__: Advanced Filter X ,
= A 3. Chon két qua
N Filker the list, in-place ra thng khac
1. ChOIl vung CSDL !\ @ Copy to another location —_—T1
List range: $aE1:50%7 q!
2. Ch()n vilng dieu klén %-Qiteria range: | Sheetl4E§4ESS Tl 5. ChQn OK
Z-CDPY ko Sheet11§459 [ dong y
R A z , [T Unique records anly /I
4. Chon vung hién két qua
(o4 i Cancel ]
—> Ta thu dugc két qua nhu sau:
9 STT Ho vatén Chirc vu Luong
10 1 Neguyén Thi Hoa MV 1200000
11 3 Tran Hoang Yén IR 1500000
12 & La Cuan Trung MV 1400000

2.9. Cac ham lién quan dén co sé dir liéu

2.9.1. Ham DSUM
= Cong thirc: = DSUM (Ving CSDL, n, Viing tiéu chuin)
= Y nghia: Cho két qua 12 téng s trén cot thir n cua nhirng ban ghi trong ving CSDL
thoa man diéu kién cua vung ti€u chuan. Véi n 1a s6 thu ty cda cdt trong vung CSDL
can thyuc hi¢n tinh tong, cot dau tién dugc danh so 1.

2.9.2. Ham DAVERAGE
= Cong thirc: = DAVERAGE (Vung CSDL, n, Vung tiéu chuén)
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= Y nghia: Cho két qua la gié tri trung binh trén cdt thtr n cia nhitng ban ghi trong viing
CSDL théa man diéu kién cua vung tiéu chuan.
2.9.3. Ham DMAX
= Cong thirc: = DMAX (Ving CSDL, n, Viing tiéu chuén)
= Y nghia: Cho két qua 1a gid tri 16n nhat trén cot thir n cta nhimg ban ghi trong ving
CSDL théa man diéu kién cua vung tiéu chuan.
2.9.4. Ham DMIN
= Cong thirc: = DMIN (Viing CSDL, n, Viing tiéu chuin)
= Y nghia: Cho két qua 12 gid tri nh6 nhét trén cot thir n cia nhirng ban ghi trong viing
CSDL théa man di€u ki¢n cta vung ti€u chuan.
2.9.5. Ham DCOUNT
= Cong thirc: = DCOUNT (Viung CSDL, n, Vung tiéu chuén)
= Y nghia: Cho két qua 12 s6 6 chtra gid trj s6 trén cot thir n cua nhitng ban ghi trong
vung CSDL thoa man di€u ki¢n cta vung ti€u chuan.
2.9.6. Ham DCOUNTA
= Cong thirc: = DCOUNTA (Ving CSDL, n, Ving tiéu chuin)
= Y nghia: Cho két qua 1a s 6 chtra dit lidu trén cot thir n cia nhitng ban ghi trong
vung CSDL thoa man diéu kién ctuia vung tiéu chuan.

» Vidu:
A B C D =DSUM(A1:D5,D1,A11:A12)

1 | STT | Ho tén Chirc vu Lwong
2 1 Giau | Nhan vién 1500000
3 2 Sang | Bao vé 3000000
4| 3 Phi | Nhan vién 2000000
5 4 Quy | Nhan vién 500000 =DMAX(A1:D5,D1,A11:A12
6 | Tong luong cua ngiing ngudi c6 0 /] /

luvong >=2000000 )
7 | Mirc lvong cao nhat ctia nhitng ngudi ? A

c6 lwong >=2000000 = DCOUNT(A1:D5,D1,A11:A12
8 | Bém s6 nguoi c6 luong >= 2000000 ?
9 | Pém s6 nguoi 1a Nhén vién

9 —
‘ ﬁ\‘ = DCOUNTA(A1:D5.C1,B11:BI2

A | B
10 Ving tiéu chuén
11 Vung TC1 Vung TC2
12| =D2>=2000000 |=C2="“Nhén vién”




BAI TAP THUC HANH

3 BAI THUC HANH SO 1

= Nhip bang tinh sau:

A | B | C | D | E F G H
1 CHIET TINH GIAM GIA
A 4o A N ﬁ N > .o Tién
2| STT| Khich hang Pia chi S0 tien nhin Ngay tra | Glam | g o
tra < tién gia X
hang te
3| 1 |Nguyén Thanh |Ly Ty Trong 1500000 | 12/10/06 | 25/10/06 | ? ?
4| ? |NguyénNgoc |Ly Thuong Kiét | 1000000 | 05/10/06 | 25/10/06 | ? ?
5| ? |LyTam Tran Qudc Toan | 3000000 | 10/12/06 | 11/12/06 | ? ?
6| ? |TrinMinh Hai Ba Trung 5000000 | 08/05/06 | 18/05/06 | ? ?
7| ? | Nguyén Cic Ly Thuong Kiét | 4000000 | 09/07/06 | 25/07/06 | ? ?
8| ? |LeéSau Pham Hing 2500000 | 20/10/06 | 25/10/06 | ? ?
9| ? |NguyénHoa Tran Hung Pao | 2000000 | 26/07/06 | 27/07/06 ? ?
10| ? | ViiTén Ly Thuong Kiét | 3000000 | 27/08/06 | 28/08/06 | ? ?
11| ? |Le Phic Pham Ngii Lo | 1500000 | 10/06/06 | 12/06/06 | ? ?
12| ? |NguyénMinh |L@ Lai 1000000 | 05/05/06 | 15/05/06 | ? ?
13 ? ? ?

» Yéu ciu: St dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thuc hién céc cong viéc sau:

A S R L

1. Nhap cot STT tu dong

Tinh ¢t Giam gid nhu sau:

2. Pinh dang cot Ngay nhin hang va Ngay tra tién theo dang dd/mm/yyyy

— Néu khdch hang tra tién trong vong 10 ngay ké tir ngay nhan hang thi s& duoc

giam 30% s6 tién phai tra

— Nguoc lai khong duoc giam gia.
Tinh cot Tién thyc té

Tinh trung binh cOng ctuia cdt Giam gia

Tinh tong cdng cua cot: SO tién tra, Tién thuc té

Pém xem c6 bao nhiéu khach hang trong danh sich

Pém xem c6 bao nhiéu khich hang khong dugce Giam gid

DPém xem c6 bao nhiéu khich hang ¢ dia chi Ly Thudng Kiét

10. Tinh tong tién thyc té cta nhitng khach hang c6 s6 tién thuc té >=2000000

11. Tinh tong tién thyc té ciia nhitng khich hang c6 s tién tra < 3000000

12. Tinh tong s tién tra ctia khach hang c¢6 ho Nguyén
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3 BAI THUC HANH SO 2

= Nhip bang tinh sau:

A | B | ¢ | b | E | F | G | H I

| BANG LUONG CAN BQ - CNV
Thang 07/2006 - Cong ty TNHH ABC
2 |STT| Hotén | Chicvy | F¥oMe | Ngay | Phu 1y e | T8M | o Lai
CB cong | cap CV ung

3 | 1 |NguyénHai NV 15000 24 ? ? ? ?
4 | 2 | Nguyén Qudc BV 10000 30 ? ? ? ?
5| ? |TriéuTd TP 30000 25 ? ? ? ?
6 | ? |HaAn GD 50000 28 ? ? ? ?
7 | ? | Huynh Gia PGD 40000 26 ? ? ? ?
8 | ? | TranBoi PP 25000 29 ? ? ? ?
9 | ? | Phan Minh KTT 20000 30 ? ? ? ?
10| ? | Nguyén Thai TP 30000 30 ? ? ? ?
11| ? |DJChiu NV 15000 28 ? ? ? ?
12| ? | Dang Thién BV 10000 32 ? ? ? ?
13| ? | HaNgoc NV 15000 26 ? ? ? ?
14| ? |DPdKiéu NV 15000 26 ? ? ? ?
15| ? |LéCong PGD 40000 28 ? ? ? ?
16| ? |Lam Tich BV 10000 28 ? ? ? ?
17| ? |LéHoCam NV 15000 29 ? ? ? ?

» Yéu ciu: Str dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thuc hién céc cong viéc sau:

1.
2.

L 0 NN

10. Tinh tong phu cap CV cua nhitng ngudi c6 chirc vu 1a BV

Nhép cot STT ty dong
Tinh c6t Phu cép CV nhu sau: néu chic vu 1a GD thi duoc phu cép 500000, la
PGD thi duoc phu cp 400000, 1a TP hodc PP thi duoc phu cdp 300000, 1a KTT
dugc phu cap 250000, truong hop con lai thi duoc phu cap 1a 150000.

Tinh cot Luong biét rang s6 ngay lam viéc quy dinh trong thang 13 25 va néu lam

hon thi s6 ngay vuot dugc tinh gap doi.

Tinh c6t Tam Gng nhu sau: néu 12 GD hogc PGD thi duoc tam tmg 500000, néu Ia
TP hoac PP hodc KTT thi dugc tam tng 350000, con lai dugc tam trng 200000

Tinh cot Con lai

Tinh tong cong cia cot: Phu cap CV, Tam tng

Tinh trung binh cong cua cdt Luong

Tim Luong cao nhit va thap nhat

DPém s0 nguoi c6 chic vu la NV

11. Tinh tong luong cta nhitng nguoi c6 ngay cong >=28
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3 BAI THUC HANH SO 3

= Nhip bang tinh sau:

A | B C D E F G H I
1 | BANG THEO DOI NHAN SU CONG TY ABC Ngay xét | 01/01/2005
2 | Tén | Phai | Ngay sinh | Tubi Ngi‘i‘yéf‘m SﬁL'“g,ﬁy Tamimg | Luong T;‘n“l’f
3 | Giau | Nt | 12/12/1960 | 2 | 12/10/1989 | 23 500000 | 900000 ?
4 | Sang | Nam | 24/12/1959 | 2 | 05/10/1990 | 26 650000 | 700000 ?
5 | Phd | Nam | 13/05/1968 | 2 | 10/12/1988 | 21 Pata | 850000 ?
6 | Quy | Nam | 05/05/1980 | 2 | 08/05/1994 | 24 450000 | 750000 ?
7 | Phic | Nit |30/08/1957| 2 | 09/07/1990 | 19 Pata | 600000 ?
8 | Loc | N&t | 107101962 | 2 | 20/10/1988 | 18 400000 | 650000 ?
9 | Tho | Nit |05/05/1970| 2 | 08/05/1995 | 25 Patda | 850000 ?
10 | Phat | Nam | 30/08/1972 | 2 | 09/07/1998 | 23 350000 | 950000 ?
11| Tai |Nam|10/10/1955| 2 | 2071001985 | 24 600000 | 670000 ?

» Yéu cu: Str dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thuc hién céc cong viéc sau:

1. Dinh dang cot Ngay sinh va ¢t Ngay lam viéc theo dang dd/mm/yyyy

2. Chen vio sau cot Sb ngay LV cdc cot sau: Tham nién, Thudng, PC tham nién.

3. Dién dit liéu cot Tudi = (Ngay hién tai — Ngay sinh) / 365

Hodac Tu6i = Nam hién tai — Nam sinh

4. Tham nién = S nam cong tdc tinh tir Ngay 1am viéc dén Ngay xét

5. Thudng véi diéu kién nhu sau:

- Nhitng ngudi 12 phai Nam va s6 ngay LV >= 23 thi dugc thudng 350000, nhitng
nguoi 12 phdi Nir va s6 ngay LV > 20 thi dugc thudong 450000
- Trudng hop con lai khong dugc thuong

6. Phu cap tham nién voi diéu kién:

- Nhiing ngudi ¢6 Tham nién > 15 nam s€ dugc linh 550000

- Nhiing nguoi nao ¢6 Tudi >= 50 va c¢6 Tham nién >= 10 s& dugc linh 350000

- Truong hop con lai khong dugc linh PC thdm nién

7. Dién dit lidu cho ¢t Thyc lanh

8. Pém sb ngudi c6 trong danh sich

9. Pém sb nguoi 1a Nam, Nix

10. Tinh tong tién thuong cua sé ngudi Nam
11. Tinh téng tién tam Gng ctia s ngudi 1a Nix

12. Pém sb ngudi xin tam Gng nhung D tra
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3 BAI THUC HANH SO 4

= Nhip bang tinh sau:

A | B | C | D | E

1 BANG THUONG - PHU CAP CHI TIET

2 | STT Ho va tén Ma NV | Songay LV| Ngay sinh
3 1 | Nong Ngoc Lam A352BC ? 12/12/1960
4 | ? |HoMinh Trung B297BC ? 24/12/1959
5 ? | Nguyén Diém Kiéu | B39HD ? 13/05/1968
6 | ? |Tran ThiLéHa AS0HD ? 05/05/1970
7 | ? | NoéngKim Bing B9BC ? 30/08/1972
8 | ? |LyCaCa B125HD ? 10/10/1970
9 | ? | HO Minh Chau A15BC ? 08/10/1967
10 | ? | NgoéPhuong Kiéu | A289HD ? 08/07/1966
11 | ? [NéngQuangHuy |AIl1BC ? 12/12/1971
12 | ? | Tran Bang Kiéu AS55HD ? 05/04/1970

» Yéu ciu: St dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thyuc hién céc cong viéc sau:

1.

Chen vao sau cot Ngay sinh cdc ¢t sau: Tudi, Thudng, Phu cap, Tong cong, Dién

gidi

2. Nhap cot STT tu dong

S6 ngay LV dua vao cot Ma NV nhu sau: néu ki tr dau 1a A va 2 ki tu cudi 1a BC
thi s6 ngay 1am 1a 25 ngay, néu ki tu dau 1a B va 2 ki tu cudi 1a BC thi s ngay lam
1am 12 26 ngay, truong hop khéc thi s6 ngay lam 1 28 ngay.

4. Dinh dang cdt Ngay sinh theo dang dd/mm/yyyy

bién dit liéu cho ¢t Tuoi

6. Dir lieu cho ¢t Thuong nhu sau: Néu 2 ki tu cudi 1a BC va sb ngay lam viéc = 26

thi dugc thuong 450000, néu 2 ki ty cubi 12 HD va sb ngay lam viéc = 28 thi duoc
thudng 300000, con lai thi thudng 150000.

Tinh c6t Phu cép nhu sau: néu nhitng nguoi ¢6 ho Nong hodc HO thi nhan duoc
phu cap 450000, nhirng ngudi c6 tén 1a Kiéu va c6 ky tu bén trdi Ma NV 1a A thi
duoc phu cap 350000. Con lai khong duoc phu cap.

bién dir liéu cho cot Tong cong

. Dit liéu cot Dién giai nhu sau: Néu 2 ki tir cudi cia Ma NV 1a BC thi ghi Bién ché,

12 HD thi ghi Hop dong.

10. bém s0 nguodi da vao Bién ché

11. Tinh tong phu cap ctia nhitng nguoi 1a Hop dong

12. Tinh tong thuéng ciia nhitng ngudi khéng c6 ho Nong
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3 BAI THUC HANH SO 5

= Nhip bang tinh sau:

A | B | C D E | F G
1 | CONG TY TNHH ABC
2 | BANG LUONG THANG 4/2003
3 Ho vatén | Chirc vu | Ngay cong | Ma KT | S6 con | PC khu viee | Tam vmg
4 | Nguyén Td TP 26 AIT 4 ? 5000000
5 | Nguyén An PP 25 B2D 1 ? Khong
6 | HO Tri NV 24 C3E 2 ? Khong
7 | Tran Trung KT 25 A2F 5 ? 2500000
8 | Nguyén Ciic GD 26 A3l 1 ? 15000000
9 | Tran Sdu BV 25 BIN 4 ? Khong
10 | L& Ha NV 26 B3K 2 ? 2000000
11 | Vii Minh BV 21 C1Q 3 ? 1500000
12 | Ly Phiic PGD 23 BIV 5 ? 8000000
13 | Ngb Tam TP 22 B2M 3 ? Khong
14 | L& Tu PP 25 C2L 3 ? 4500000
A | B | ¢ | b |]E|] F | G | H

16 BANG HE SO CHUC VU
17 Chirc vu GD | PGD | TP | PP | KT NV BV
18| Hésbéchiecva | 0.75 | 065 | 055 | 0.5 | 045 0.3 0.25

A | B ] C D | E | F
20 BANG MUC LUONG 20 BANG KHEN THUONG
21 | Chirc vu | Lwong CB | Téng thue linh 21 | MAKT | Tién KT | Pém sé nguwoi
22| GD 1500000 ? 22| A 300000 ?
23 | PGD 1400000 ? 23 B 200000 ?
24 TP 1000000 ? 24 C 100000 ?
25 PP 900000 ?
26 KT 800000 ?
27| NV 750000 ?
28| BV 700000 ?

» Yéu cdu: Str dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thuc hién céc cong viéc sau:

1. Tinh c6t PC khu vuc dua vao ki ty tht 2 cia Ma KT nhu sau: Néu 12 1 thi nhan
350000, Ia 2 thi nhan 200000, con lai thi nhan 150000

khen thudng, Thuc linh.
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Trong d6: Luong dugc léy dua vao Chuc vy va Bang murc lvong, Hé s6 chire vu duge
léy dua vao Churc vu va Bang hé sb chire vu.
4. Tinh cot Tién an trua nhu sau: Néu 24< Ngay céng <=26 thi duoc 500000, con lai
thi dugc 350000
5. Tinh cot Phu cép gia dinh = 500000 néu s6 con =1
= S con * 20000, néu Sé con <= 3.
=S4 con * 15000, néu s6 con > 3.
6. Tinh cot Tién khen thudng dia vao Mi KT va Bang Khen thuong.
7. Dién dit liu cho ¢t Thyc linh
8. Tinh tong lwong ciia nhitng ngudi 1a NV
9. Tinh tong tién khen thudng cua nhiing ngudi cé Ma KT 1a B
10. Dém trong danh sich nhitng ngudi khéng tam tng
11. Trong bang Mirc luong, hiy thong ké tong Thyc linh theo tirng Chirc vu
12. Trong bang Bang Khen Thuong, hiy théng ké sé ngudi theo Ma KT.

0 BAI THU'C HANH SO 6
= Nhap bang tinh sau:
A | B | C | D | E

1 BANG KE TIEN THUE PHONG THANG 12/2011

2 | STT Tén khach Loai phong Ngay dén Ngay di
3 1 | Lé Thi Anh L2A 12/10/2011 28/10/2011
4 ? | Tran B4 Hung TRA 05/10/2011 05/10/2011
5 ? | On Ngii Ha L2B 10/12/2011 17/12/2011
6 ? | Lé Van Long LIB 08/05/2011 08/05/2011
7 ? Hoang Trong Cong TRB 09/07/2011 25/07/2011
8 ? | Nong Quéc Viét LIA 20/09/2011 16/10/2011
9 ? | Thdi Van Nam L2B 26/07/2011 27/08/2011
10| ? | ChuBinh An L1B 27/08/2011 30/08/2011
11 ? | Tran Binh Minh L2A 10/06/2011 20/07/2011
12| ? |Nguyén Van Giau TRA 05/05/2011 15/06/2011

A | B C

14 BANG GIA THUE PHONG

15 | Loai phong | DPon gid tudn | Pon gia ngay

16 TRA 250000 40000

17 TRB 180000 30000

18 L1A 300000 50000

19 L1B 220000 35000

20 L2A 270000 42000

21 L2B 150000 25000
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A | B | ¢ | b | E | F | G
23 BANG GIAM GIA

24 | Loai phong TRA TRB LIA
25 | Ty lé giamgia | 5% 7% 8%

LIB
10%

L2A
11%

L2B
12%

» Yéu ciu: Sir dung cong thirc tinh todn va cdc ham trong Excel dé hoan thanh bang tinh
trén. Thuc hién céc cong viéc sau:

1. Chen sau cot Ngay di cdc cot sau: S6 ngay ¢, SO tuan, Pon gid tuan, Tién tuan, S6
ngay 1¢, Pon gid ngay, Tién ngay, Tong cong, Giam gi4, Thanh tién.
Nhap cot STT tu dong
Tinh cot S6 ngay & biét rang: néu Ngay di tring voi Ngay dén thi S6 ngay ¢ =1.
Tinh cot S6 tuan va S6 ngay 1é (trong tuan).
Tinh Pon gid tudn va Pon gid ngay dwa vao Loai phong va Bang gid thué phong.
Tinh cot Tién tudn

Tinh cot Tién ngay biét rang néu Tién ngay > Pon gi4 tuan thi 1dy Pon gid tuan.

A S S e

Trong d6: ty 18 giam gid dwoc 1y dwa vao Loai phong va Bang giam gid.

10. Tinh cot Thanh tién
11. Tinh tong Thanh tién cta loai phong TRA

12. Tinh tong thanh tién cta loai phong L2

bién dir liéu cho cot Tong cong

13.Dém xem c6 bao nhidu phong loai A

Tinh cot Giam gid = Tong cong * Ty 18 giam gi4.

14. Dém xem c6 bao nhi€u ngudi cé s6 ngay ¢ > 25

3 BAI THUC HANH SO 7

= Nhip bang tinh sau:

A B C D E F
1 | STT S6 xe S6 lwong | L trinh Ngay di Ngay dén
2 1 20A-1111 7 Da Lat 12/10/1999 23/10/1999
3 ? 22B-1234 12 Nha Trang | 10/05/1999 10/05/1999
4 ? 21A-7777 3 ba Lat 02/09/1999 25/09/1999
5 ? 23B-6666 7 Long An 26/07/1999 27/07/1999
6 ? 20A-6789 3 Hué 12/10/1999 12/11/1999
7 ? 21A-4444 6 Can Tho 10/06/1999 12/06/1999
8 ? 22B-5555 4 Long An 27/08/1999 30/08/1999
9 ? 23B-9999 10 Ha Noi 05/08/1999 05/08/1999
10 ? 20A-2222 4 Hué 09/09/1999 15/09/1999
11 ? 22B-3333 10 Nha Trang | 05/05/1999 15/05/1999
12 ? 20A-8888 5 Can Tho 09/07/1999 25/07/1999




28 L9 trinh S6 chuyén
29 | Ha Noi ?
30 | Nha Trang ?
31 | Hué ?
32 | baLat ?
33 | Can Tho ?
34 | Long An ?

A B | C | b | E | F G
14 BANG PON GIA VA THOI GIAN QUY PINH
15 | Lo trinh Palat | Nha Trang Hué Handi | Cintho | Long An
16 | Pon gid A | 1500000 | 1600000 | 1300000 | 1000000 | 1800000 | 2000000
17 | Pongid B | 1200000 | 1400000 | 1100000 | 800000 | 1650000 | 1850000
18 | Thoi gian 3 4 6 8 3 5

A | B C D
20 | BANG QUY PINH TRONG TAI CHO MOI LOAI XE
21 | Loaixe Trong tai Don vi Téng tién
22 20A 6 Bach Ping ?
23 21A 8 Thanh Long ?
24 22B 10 Luc Ngan ?
25 23B 12 Bén Thanh ?

A B

27 | BANG THONG KE THEO LQ TRINH

» Yéu ciu: Str dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thyuc hién céc cong viéc sau:

1.

Chén sau cot Ngay dén cic cot sau: Pon gid, Trong tai cho phép, Cudc phi, Pon

vi thyc hién, Thoi gian di, Thuéng, Tong tién
2. Nhap cot STT ty dong

Tinh Pon gi4 dwa vao Lo trinh va Bang don gid va Thoi gian qui dinh, di véi xe

chira ky tu A thi ldy Pon gid A, nguoc lai 1dy Pon gid B.

Dt liéu cho cot Trong tai cho phép va Pon vi thuc hién dya vao sb xe va Bang

quy dinh trong tai cho mdi loai xe.

Tinh c6t Cude phi = S6 luong * Pon gid. Trong d6: Pon gid 1a nguyén gid néu sb

lugng khong vuot trong tai cho phép, nguoc lai thi Pon gid 1a 105% nguyén gia.

Dién dit liéu cho cot Thoi gian di biét rang: néu Ngay di tring Ngay dén thi Thoi

gian di tinh = 1.
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8.
0.

Tinh cot Thudng nhu sau: Néu thoi gian di khong vuot thoi gian quy dinh (duoc
cho trong bang don gid va thoi gian quy dinh) thi dugc thudng 5% Cudc phi.

Nguoc lai khong dugce thudng.

Tinh cot Tong tién

Tinh tong tién thudng ctua don vi Bach Dang

10. Trong Bang quy dinh trong tai, hiy théng ké Tong tién theo ting loai xe.

11. Trong Bang thong ké theo 16 trinh, hay thong ké S6 chuyén cho mdi 19 trinh

12. Sap xép lai danh séach theo thir ty giam dan ctia Lo trinh.

0 BAI THUC HANH SO 8
= Nhap bang tinh sau:
Al B | C D | E F

1 THU VIEN TiNH THAI NGUYEN
2 | STT | Ma sach Ho tén Tén sach | Ngay mwon | Ngay tra
3] 1 TD6 | Truong Vin Ut ? 09/02/2006 | 28/02/2006
41 2 TT8 | HO Hai Triéu ? 30/04/2006 | 14/05/2006
5] ? TK5 | Nguyén Van Tan ? 05/05/2006 | 25/05/2006
6| 2 TH8 | Lé Hai Ta ? 05/05/2006 | 16/05/2006
7] 2 DT9 | Lé Vin TAm ? 05/08/2006 | 04/09/2006
8| ? TT8 | Tran Ngoc Dung ? 10/06/2006 | 12/06/2006
9| 2 TD6 | Nguyén Thi Ha ? 07/09/2006 | 01/10/2006
10| 2 TD5 | Lé Thi Bé Ba ? 09/07/2006 | 27/07/2006
1| ? TT6 | Nguyén Vin Tan ? 27/08/2006 | 28/08/2006
12| 2 TK7 | Nguyén Thi Quy ? 12/10/2006 | 28/10/2006
13| 2 LS4 | Trin Vin Phong ? 20/10/2006 | 26/10/2006
14| 2 TH5 | Tran Thj Thuy ? 24/10/2006 | 20/11/2006

A | B | C
17| BANG MA LOAI VA TEN SACH
18 | Ma loai Tén sach Sach muon
19 TK | Tham Khao ?
20 TH Tin Hoc ?
21 DT | bién Tir ?
22 TD T Pién ?
23 LS Lich St ?
24 TT Tiéu Thuyét ?

» Yéu cu: Str dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thuc hién céc cong viéc sau:

1. Chen vao sau cOt Ngay tra cic cOt sau: Nhan xét, Tién phat
2. Nhap cot STT tu dong
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e N

Dit li€u cot Tén sdch dua vao Ma sidch va Bang ma loai va tén sach

. Dir liéu cho cot Nhan xét nhur sau: Néu tra trude 10 ngay thi ghi nhan xét 1a Trong

giéi han cho phép, néu tra tir 10 dén 15 ngay thi ghi 13 Ping han, nguoc lai thi ghi

12 Qué han cho phép

Tinh cot Tién phat biét rang chi dwgc muon tdi da 12 15 ngay, néu qué s ngay cho

phép thi s& bi phat 20000 nhan véi s6 ngay qud han, nguoc lai thi khong bi phat.

Trong bang Mi loai va tén sich, thong ké Tong s6 sich dugc muon theo Tén séch.

Tinh Tong tién phat cua loai sach TD.

Théng ké xem c6 bao nhiéu ngudi bi phat.

Thdng ké xem sd tién phat cao nhét ciia sich Tiéu Thuyét.

10.Hay trich loc ra cic mau tin c¢6 ngdy mugn sich trong khoing thoi gian
20/08/2006 dén 20/10/2006.
11. Sap xép bang tinh theo thir tu ting dan cua cot Ngay Muon.

03 BAI THU'C HANH SO 9
= Nhip bang tinh sau:

A B | C D E
1 | CONG TY TNHH ABC
2 | BANG LUONG THANG 7/2006
3 STT Ma NV Ho va tén Chitrc vu Ngay cong
4 1 T16A Nguyén Thi Thuy GD 26
5 2 P27C La Truong Giang PP 25
6 ? B19B Quach Thi Ngoc NV 27
7 ? N25C Ly Trudng Hai BV 30
8 ? N13B Huynh Anh Kiét NV 25
9 ? B13A Ngb Pai nam BV 28
10 ? N15A Hoang Thi Nhu NV 23
11 ? T28B Bach Pong Son PGD 27
12 ? P13C Nguyén V6 Minh TP 24
13 ? N29A Chu Thi Hoai An NV 26
14 ? P26B Chau Hoang Phu PP 24

A | B | C | D | E

17 BANG MA LUONG 17 | BANG MA PQC HAI
18 . Lwong nga Ma | PC doc z
19 Ma 1 = 2 81 qu | hai | TOME
20 T 200000 150000 19| T | 400000 ?
21 P 120000 100000 20| P | 350000 ?
22 N 80000 75000 21 | N | 250000 ?
23 B 60000 55000 22| B 200000 ?
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» Yéu ciu: St dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh
trén. Thyuc hién céc cong viéc sau:

1. Chen sau cdt Ngay cong cic cdt sau: Luong ngay, PC chic vy, PC ddc hai, PC
tham nién, Luong, Thué TN, Thyc linh, Tam tng, Con lai.

2. Nhap cot STT ty dong

3. Tinh Luong ngay dua vao ky tu dau va ky tu thir 2 cia MaNV va Bang ma luong.

4. Pién dit liéu cot PC chirc vu (PCCV) nhu sau:

— NéuMa NV bt dau 1a T thi PCCV 1a 500000.

— Néu Ma NV bit dau 1a P1 hodc P2 thi PCCV 1a 350000.
— Néu Mi NV bat dau 1a N1 hoge B1 thi PCCV 1a 200000.
— Con lai thi PCCV Ia 100000

5. Tinh PC doc hai dwa vao ky ty dau cia Ma NV va Bang mi doc hai.

6. Tinh cot PC Tham nién nhu sau: néu ki tu cudi cia Ma NV 12 A hodc B thi duoc
hudng 500000, nguoc lai thi khdng duogc.

7. Tinh cot Luong = Luong ngay * Ngay cong + PC chtic vu + PC Doc hai + PC
tham nién, voi sd ngay cong < 25, nguoc lai véi sb ngay cong >25 thi nhitng ngay
1am vuot s& duoc tinh lwong gap doi.

8. Tinh cot Thué TN theo phuong phép lily tién tirng phan (Luong trong khodng nio
thi Thué TN duoc tinh theo ty 18 thué cta phan d6) nhu sau:

Lwong Thué
<=1000000 0%
<=2500000 3%
>2500000 5%

9. Tinh ¢t Thuc Lanh

10. Dt liéu cot Tam ing dugc tinh nhu sau: néu chitc vu 12 GD hodc PGD thi s& duoc
tam Ung 1/2 thuc linh, néu khong phai la TP va PP thi duoc tam tng 2/3 thuc linh,
con lai chi dugc tam tng 1/3 thuc linh.

11. Tinh c6t Con lai

12. Tinh tong luong ctia nhitng nguoi 1a NV

13. Tinh tong thuc linh ciia nhitng ngudi c6 ngay cong >25

14. Tinh tong luong ctia nhitng nguoi c6 ma 1a 2

15. Tinh tong PC ddc hai ctia nhung ngudi ¢6 ma 1a NV va ¢6 s6 ngay cong >=25

16.Dém xem c6 bao nhiéu nguoi khong duge PC thim nién

17.Dém xem c6 bao nhiéu ngudi c¢6 mi l1a 1

18.Dém xem c6 bao nhidu ngudi c6 ma NV phai ndp thué TN

19. Trong Bang ma d¢c hai, théng ké téng PC Doc hai theo Ma doc hai.

20. Sap xép bang tinh tang dan theo cot Thuc linh
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21. Trich loc nhitng ngudi ma trong ho té€n c6 chir Thi.

22. Trich loc nhiing ngudi ¢6 chirc vy 1a TP hoac PP.

0 BAI THUC HANH SO 10
= Nhap bang tinh sau:
A B | cC D E F G
I | Ngan Hang Cong Thuong
2 | SO THANH TOAN LAI PINH KY
3 | STT Ho va tén Ngay giri | S tién giri Dinl,l ky Ngay rat | Ma loai
: (thang) :
4 | 1 | LéNam Phuong | 12/04/2004 | 6000000 12 | 25/10/2006 | Ruit
5| 2 | Trin Chi Thién | 10/05/2000 | 8000000 3 10/05/2004
6 | ? | NguyénTrung | 12/03/2003 | 15000000 3 12/11/2005 | Rt
7 | ? | HOChi Nam 05/08/2000 | 22000000 6 05/02/2003
8 | ? | Nguyén Thi Cic | 09/07/2000 | 4000000 9 25/01/2003 | Rt
9 | ? | LyPangKhoa | 20/09/2000 | 1000000 6 20/09/2000 |  Rut
10| ? | Tran Viét Phic | 26/01/2004 | 5000000 12 | 27/08/2004
11| ? | ViiMinh Tén 27/03/2005 | 4500000 9 30/08/2005 |  Rut
12| ? | LyVanTrung | 10/06/2002 | 17000000 3 19/07/2004
13| ? | Quich Hai Pang | 05/02/2001 | 20000000 6 15/07/2002
14 Lai suit 1 thang | 0.014
A | B
17 BANG LAI SUAT
18 Pinh ky Lai suat
19 12 0.025
20 9 0.014
21 6 0.012
22 3 0.009

» Yéu ciu: Str dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thuc hién céc cong viéc sau:

1. Chen sau cot M loai cdc cot sau: SO ngay gui, SO thang guri, S6 ky giri, S6 thing

1¢, Lai ky, Lai thang, S6 tién rit, Li linh.

A A

Nhap cot STT ty dong
Tinh cot S6 Ngay gui biét rang: néu Ngay rit tring Ngay giri thi SO ngay giri = 1.

duoc cho trong Bang 13i suit.
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S6 Thang giri = Phan nguyén (S6 ngay gui/30), ta coi 1 thang c6 30 ngay.
Tinh cot S6 ky guri = Phan nguyén cua (S thang giri/ Pinh k).
Tinh cot S6 Thang 1¢ = Phan du cta (S6 thang giri/ Dinh ky).

Tinh cot Lai ky = S6 Tién giri * Lai suat dinh ky * S6 ky gui. Lai sut dinh ky




8. Tinh cot Lii thang = S6 Tién guri * Lai xuat 1 thang * S6 thang 1¢

Biét rang: néu khach giri chua téi 1 ky ma rit tién thi khong c6 Lii thang.
9. Tinh cot S6 Tién rit = S6 tién gui + Lai ky + Lai thang va chi tinh cho khach ¢

Ma loai la Rut.
10. Tinh cot Lai linh = Lai ky + Lai thang, va chi cho khach nao khong rit tién.

11. Tinh tong sb thang gui cho nhitng khach hang c¢6 Ma loai 1a Ruit

12.Pém xem c6 bao nhiéu khach hang c¢6 Mi loai 1a Ruit

13. Sap xép lai bang tinh theo thr tuy Pinh ky ting dan.

14. Hay trich loc ra nhitng ngudi rit tién trude ngay 30/04/2005

0 BAI THUC HANH SO 11
= Nhap bang tinh sau:
A B C
1 BANG PIEM CHUAN
2 | Manganh | Nganh hoc Piém chuin
3 C Tin hoc 28
4 T Toan hoc 26
5 L Vit ly 24
6 H Hoéa hoc 25
A B C D E F G
7| SBD Ho va tén Poi tlf(;)’ng Nganh Diém Diffm Di(fem
: wu tién hoc toan ly hoa
8 | TCOO1 | Truong Hung ? ? 8 6 10
9 | HB002 | Luu Hang ? ? 9 7 8
10| TCO03 | Nguyén Ti ? ? 6.5 | 85 8
11| CA004 | Nguyén Yén ? ? 9 9 0
12| LB005 | Nguyén A ? ? 8 6 6
13| TA006 | Ly Hung ? ? 6.5 5 4.5
14| LCO07 | Tran Trinh ? ? 8 5 6
15| HCO008 | Tran Hing ? ? 7 7 6.5
16 | CB009 | HO Nga ? ? 9 75 | 45
17| CCO10 | Nguyén Thé ? ? 7 0 8
A | B | C
19 BANG THONG KE
20 | Nganh hoc | Téng sb S6 nguoi dd
21 | Tin hoc ? ?
22 | Toan hoc ? ?
23 | Vatly ? ?
24 | Héa hoc ? ?
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= Yéu ciu: St dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh
trén. Thyc hién cdc cong viéc sau:

1. Dit lidu cho cot Déi twong wu tién dya vao ky tu thi 2 cia SBD nhu sau:

— Néu laki ty A thi 1a D4i tuong wu tién 1.
— Néu la ki ty B thi 1a i twong wu tién 2.
— Con lai 1a Bi twong khong uu tién

2. Dién dir lidu cho cot Nganh hoc dua vao Mi nganh (ky tu dau tién cia SBD) va
Bang diém chuan.

3. Chen vao sau cot DPiém hoa céc cOt sau: DPiém wu tién, Téng diém, Xép thtr, Két
qua, Hoc bong

4. Tinh c6t Piém wu tién dya vao Ddi tuong nhu sau:

— Néu 1a Pbi tuong wu tién 1 thi duoc 2 Piém wu tién

— Néu Péi tuong vu tién 2 thi dugce 1 Piém wu tién

— Con lai thi khéng duoc diém wu tién
5. Téng diém = Téng diém 3 mon (véi mon chinh nhan hé sb 2) + Piém uu tién
Biét rﬁng: mon chinh dugc xac dinh dya vao Ma nganh nhu sau:

— Néu Mi nganh 12 T hodc C thi mén Todn nhan hé s6 2.

— Néu Mi nganh 1a L thi mén Vit 1y duoc nhin hé sé 2.

— Néu Mi nganh 12 H thi mén Héa hoc dugc nhan hé s6 2.

6. Xép tht theo thi ty ting dan dya vao Tong diém

7. Dién dir liéu cho cot Két qua nhu sau:

— Két qua 1a D) néu Téng diém >= Diém chuéan va khéng c¢6 mén nao = 0.
— Nguoc lai két qua 1a Truot

Trong d6: Diém chuan dugc tim dya vao Bang diém chuén.

8. Dir liéu c6t Hoc béng nhu sau: néu Két qua l1a D6 va Téng diém >30 thi duoc nhan
hoc bdng 350000, néu xép thr 4 thi duoc nhan hoc bong 150000, con lai thi khong
duoc hoc béng.

9. Pém xem c6 bao nhiéu nguoi d6, bao nhidu ngudi Truot

10. Tinh tong Hoc bong cua nhitng ngudi B

11.Dung cdc ham thong ké dé dién vao Bang thong ké.

12. Trich loc va ghi vao nhitng viing tréng phia dudi cic miu tin thoa man nhiing tiéu
chuan sau:

— C6 ho 1a Nguyén.
— (6 tén la Hung.
— (6 nganh hoc 1a Hoa hoc hoac Tin hoc.

— C6 Diém todn >=7 va < 9.
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3 BAI THUC HANH SO 12

= Nhép bang tinh sau:

A | B c | p | E
1 DANH MUC HANG HOA 1| BANG GIA HANG HOA
2 | Ma Hang Tén Hang 12| M thir 1 Ma thir 2
3 TVI TV Sanyo 14" 3 1 2
4 TV2 TV Sanyo 21" 4| TV 2500000 | 4100000
5 TL1 Tu lanh Sanyo 100L 5 TL 2450000 | 4000000
6 TL2 Tu lanh Sanyo 150L | |6 MG 3000000 | 4200000
7 MG1 May giat Sanyo 4K
8 MG2 Midy giat Sanyo 8K
Al B | ¢ | D | E | | F
10 BANG KE TINH HINH TIEU THU HANG HOA
11| STT | Ma hang | Ténhang | Pongia | S6lwong | Gidm giad | Thanh tién
12 1 TV1 ? ? 15 ? ?
13| 2 MG1 ? ? 10 ? ?
14| 2 TV2 ? ? 25 ? ?
15 2 TL1 ? ? 22 ? ?
16| 2 MG2 ? ? 30 ? ?
17| 2 TV2 ? ? 15 ? ?
18] 2 TV1 ? ? 23 ? ?
19 2 MG1 ? ? 14 ? ?
20| 2 TL2 ? ? 21 ? ?
21| 2 TL1 ? ? 25 ? ?
A | B | C | D
23 BANG TONG HQP DOANH SO BAN HANG
24 | Mai Hang Tén Hang S6 Lwong Thanh Tién
25 TV ? ? ?
26 TL ? ? ?
27 MG ? ? ?

» Yéu ciu: St dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thuc hién céc cong viéc sau:
Nhap cot STT tu dong

Ll

Dit li€u cho cot Tén hang dua vao Ma hang va Bang danh muc hang hoa.

Tinh ¢4t Pon gid dua vao Bang gid hang héa

Dir lidu cot Giam gia nhu sau: Néu SO lugng <15 thi khong giam gid, néu 15 <=

S6 luwong <=25 thi giam gid 10%, con lai thi giam gid 15%

Pién dit liéu cho cot Thanh tién
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6. Tiu Bang ké tinh hinh tiéu thy hang héa, hay 1ap Bang tong hop doanh sb ban hang

G trén.
0 BAI THUC HANH SO 13
= Nhip bing tinh sau:

A B C D E F | G H
1 | STT| Hotén | Ngaysinh | Tudi | Phdi | Toan | Tin | PTB
2 1 |Ly Hung | 30/01/1978 ? | Nam 4 7 ?
3| 2 |LéeBinh | 21/08/1974 | 2 | Nit | 7 8 ?
4| ? |Ngovan |21/11/1970 | ? | N&& | 7 9 ?
5| 2 |TriéuAn | 16/08/1977 | ? |[Nam| 9 | 10 ?
6 | 2?2 |LyDoanh | 12/05/1976 | ? |Nam| 7 8 ?
7 | ? |LéLoan | 18/09/1978 | 2?2 | Nit | 5 4 ?
8 | ? |MaAnh | 23/04/1968 | ? |Nam| 9 6 ?
9 | ? |TranThu | 05/01/1973 | ? | Ni 8 9 ?
10| ? |LéKhanh | 26/02/1978 | ? |Nam | 6 7 ?
11| 2 |LaHung | 05/09/1975| 2 | N& | 10 | 8 ?

= Yéu ciu: St dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thyc hién cdc cong viéc sau:

A Ao e

Nhap cot STT tu dong.

Pinh dang lai Ngay sinh theo dang dd/mm/yy.

Dién dir liéu cho cot Tudi
Tinh c6t PTB nhu sau: Toan hé s6 2, Tin hé s6 3
Chen vao sau cot BPTB cac c¢6t sau: Xép thu, Xép loai, Hoc béng
Xép tht tang dan theo DTB
Xép loai nhu sau:
— Néu PTB >=9.0 thi xép loai Xuat sic
Néu 9.0 < DTB <=8.0 va khong mén nao dudi 8 thi xép loai Gioi
Néu 8.0 < DTB <=7.0 va khong mén nao dudi 7 thi xép loai Kha
Néu 7.0 < DTB <=5.0 thi xép loai Trung binh

— NéuDTB < 5.0 thi xép loai Yéu

8. Dir liéu cot Hoc béng nhu sau: néu xép loai Xuét séc thi duge nhan 350000, néu
xép loai Gidi thi dugc nhan 200000, néu Xép loai Khd va dang thir 4 thi duoc
nhan 150000, con lai thi khong duoc nhan hoc bong.

9. Pém xem c6 bao nhidu hoc sinh & bang trén

10. Bém xem c¢6 bao nhiéu ngudi 1a Nam gidi.

11. Bém xem c6 bao nhi€éu nguoi c6 Hoc bong
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12.
13.
14.
15.

Dbém xem c6 bao nhiéu nguodi sinh nam 1978

Dbém xem c6 bao nhiéu ngudi sinh vao thiang 9

Dbém xem c6 bao nhiéu ngudi cé ho Lé

Tinh tong Hoc bdng cuia nhitng ngudi 12 Nit gidi.

16. Sap xép CSDL ting dan theo Tén va giam dan theo DTB
17. Trich loc nhitng ngudi ¢6 diém Todn < 5 hodc diém Tin < 5
18. Thong ké theo bang sau:
A B C
14 BANG THONG KE
15 | Xéploai | S6lwong PTB
16 | Yéu ? ?
17 | TB ? ?
18 | Kha ? ?
19 | Gioi ? ?
20 | Xuat sic ? ?
0 BAI THUC HANH SO 14
= Nhip bang tinh sau:
A B C D E F
| | Mah¢ | Chiihd Dia chi Hinh thire | Chi 50 Chi so
i SD trudc sau
2 | AOO1 |LeéVan P.Dong Quang ? 500 700
3 | B002 | Thanh An | P.Quang Trung ? 200 300
4 | C003 | An Khinh | P.Dong Quang ? 150 400
S | A004 | Qudc Oai | P.Trung Vuong ? 600 670
6 | CO05 |LéLan P.Quang Trung ? 100 300
7 | B0O06 | Hoai Thu |P.Trung Vuong ? 50 200
8 | C007 | NgdQuy |P.DBong Quang ? 300 450
A | B | C | D E
10 BANG GIA PINH MUC PIEN
11 | Ma SD HTSD Pién dinh mirc | Gia dinh mic | Gia vuot
12| A | Sanxuat 60 1200 1500
13 B Kinh doanh 80 1000 1200
14 C Tiéu dung 120 650 1000

= Yéu ciu: St dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thyc hién cic cong viéc sau:

1. Chen vao sau cOt Chi so sau cac cot: Dién tiéu thu, SO vuot dinh mirc, Thanh tién

2. Dir li€u cho cdt hinh thuc str dung dya vao ki tu dau cua M3 ho va Béang gia dinh

muc dién

T4




3. Tinh c6t Bién tiéu thu
4. Tinh cot S6 vuot dinh mirc = Dién tiéu thu - Dinh mirc

Biét rang s dién Pinh mirc dugc 1y & Bang gid dién dinh mirc
5. Tinh cot Thanh tién = (Pién tiéu thu - S6 vuot dinh mac)* Gid dinh muc + SO

vuot dinh mic * Gia vuot

Biét rang: Gid dinh mirc va Gid vuot dugc lay ¢ Bang gid dién dinh mirc

6. Tinh téng s6 dién tiéu thu cua tung hinh thic st dung.

7. Tinh S6 dién ma timg phudng tiéu thu

8. Tinh téng thanh tién cta P.D@)ng Quang c6 dién ti€u thy >=200 s6

9. Pua ra hd tiéu thu dién nhiéu nhat, it nhat.

10.Dém xem c6 bao nhiéu gia dinh 13 ho Kinh doanh.

11.Dém xem c6 bao nhiéu ho Tiéu ding dung dién qud 150 sb.

12. Sap xép lai bang tinh trén theo chiéu ting dan cua cic hinh thirc sir dung.

13. Trich lgc ra nhitng hd c6 hinh thirc stir dung 1a San XUuAt.
14. Trich lgc ra nhitng h§ ¢c6 HTSD la Kinh doanh va c6 sb dién tiéu thu > 100.

3 BAI THUC HANH SO 15
= Nhap bang tinh sau:

A B C D E F G H

1| sTr | MacLe | Son | Ten | SOWOME | Gigye | Doanh g

2 1 IAC1 ? ? 7500 ? ? ?

3 ? EMU2 ? ? 6000 ? ? ?

4 ? SRE2 ? ? 5000 ? ? ?

5 ? SBAI ? ? 10000 ? ? ?

6 ? Jul ? ? 8000 ? ? ?

7 ? ECHI1 ? ? 7000 ? ? ?

8 ? TIAC2 ? ? 4000 ? ? ?

9 ? EMU1 ? ? 12000 ? ? ?

10 ? SREI ? ? 15000 ? ? ?

11 ? SBA2 ? ? 6500 ? ? ?

12 ? ECH?2 ? ? 4500 ? ? ?

13 ? Ju2 ? ? 3000 ? ? ?

A B | C | D E | F | G

14 BANG TEN NUGC 14 BANG TEN CLB-GIA VE

15 | Ma nwéc I S E 15| Ma CLB Tén CLB Gia vé

16 | Ténnuwée | Y | Tay BanNha | Anh || 16 MU Manchester United 14000
17 CH Chelsea 12000
18 RE Real Madrid 15000
19 BA Barcelona 17000
20 AC AC Milan 11000
21 JU Juventus 10000
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= Yéu ciu: St dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thyc hién cdc cong viéc sau:

1
2
3.
4

o W

7.
8.
0.

10. Tinh tong Doanh thu cta cdc CLB c6 Lai
11. Trich loc cdc CLB dén tir Y
12. Trich loc cédc CLB dén tir Anh ma c6 Lai

. Nhép cot STT tuy dong
. Dit liéu cot Tén CLB dua vao 2 ky tu gitra cia Ma CLB va Bang tén CLB-Gia vé

Dt liéu cot Tén nudc dya vao ki ty dau cua Ma CLB va Bang tén nudc

d6i hinh 1 thi tang 10%, néu 1a d6i hinh 2 thi giam 10%

Dién dit liéu cho cot Doanh thu

. Gia vé dya vao ki ty cudi cua Ma CLB va Béang tén CLB-Gia vé nhu sau: néu la

. Dit liéu cho cot Lai-Ld nhu sau: néu 1a doi hinh 1 va dat doanh thu it nhat 1a

90000000 thi mé&i c6 Lai, néu 1a doi hinh 2 va dat doanh thu it nhat 12 60000000

thi méi ¢6 Lai, ngugc lai thi 1a L

DPém xem c6 bao nhiéu CLB c¢6 Lii
Tinh tong Doanh thu ciia cic CLB dén tir TAy Ban Nha
Tinh tong s lugng CBV dén tir cdc CLB ciia nuéc Anh

0J BAI THUC HANH SO 16
= Nhép béng tinh sau:

A B C D E F G H I

1 |STT| MasSP | TensP | 6™ | S0 5o sia | Ngay mua | <0wén | Thanh
hang luwgng mai tién
2| 1 | ColSH ? ? 20 ? 12/01/2007 ? ?
3| 2 | GOISH ? ? 17 ? 20/01/2007 ? ?
4| ? | GO2HQ ? ? 18 ? 10/01/2007 ? ?
5| 2 | Co2sH ? ? 21 ? 25/01/2007 ? ?
6| ? | GO2SH ? ? 25 ? 15/01/2007 ? ?
7| ? | COIHQ ? ? 16 ? 19/01/2007 ? ?
8| 2 |GOIHQ ? ? 10 ? 11/01/2007 ? ?
9 | ?2 | COo2SH ? ? 30 ? 16/01/2007 ? ?
10| ? | COIHQ ? ? 14 ? 09/01/2007 ? ?
11| ? | GOISH ? ? 12 ? 30/01/2007 ? ?
A | B C | D E | F | G

13 BANG TEN SP-PON GIA 13 BANG TEN HANG
14 MasP | Tensp | Dongid 14 Mihing | HQ SH.
15 Han Quoc | Song Hong | | 15 | Tén hang | Han Qudc | Song Hong
16| C Chan 650000 850000
17| G Ga 350000 450000
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= Yéu ciu: St dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thyc hién cdc cong viéc sau:

Nhép cot STT ty dong

Tén SP dwa vao ky tu dau cia Ma SP va Bang tén SP-Pon gid
Tén hang dwa vao 2 ky tu cubi cia Ma SP va Bang tén hang

Dit liéu cot Pon gid dugc 1dy dya vao Bang tén SP-Don gid

AN

Dir lidu cot Khuyén mai nhu sau: néu mua sau ngay 15/01 va s6 lwong mua > 15

thi dugc Khuyén mai 10% cua Thanh tién, nguoc lai thi khong duge Khuyén mai

Tinh cot Thanh tién
Dém xem c6 bao nhi€u san pham khong dugc khuyén mai

Dbém xem c6 bao nhi€u san pham la Chan ma dugc khuyén mai

L N

Tinh tong Thanh tién cia hing Song Hong

10. Tinh tong Thanh tién ctia san pham Ga hang Han Qudc

11. Tinh tong Khuyén mai ctia san phim la Chan hoic Ga

12. Trich loc nhitng san pham c6 ngay béan trudc ngay 15/01

13. Trich loc nhitng san pham 1a Chin ma khong dugc khuyén mai

14. Sap xép lai bang tinh theo thi tu giam dan ctia ¢t Thanh tién

3 BAI THUC HANH SO 17
= Nhap bang tinh sau:

A B C D E F €
1 | Ma hang | Tén hang | Ngay ban | S6 lwong | Pon gia | Tién giam | Thanh tién
2 Fe ? 19/01/2007 | 300 ? ? ?
3 Cu ? 14/02/2007 | 444 ? ? ?
4 Al ? 15/02/2007 70 ? ? ?
5 Fe ? 17/03/2007 | 120 ? ? ?
6 Cu ? 22/01/2007 | 500 ? ? ?
7 Al ? 28/03/2007 50 ? ? ?
8 Fe ? 20/02/2007 | 150 ? ? ?
9 Cu ? 15/03/2007 75 ? ? ?
10 Al ? 30/01/2007 | 450 ? ? ?
A | B | C|D E | F | G | H
11 BANG TEN HANG 11 BANG PON GIA MOI THANG
12| Mahang | Al | Cu | Fe g Ma hang | Th;'mg .
13| Tén hang | Nhom | Bong | Sat | i=or——pr 5000 | 6000 | 55000
15 Cu 7000 | 8000 | 9000
16 Fe 3000 | 4000 | 3500




= Yéu ciu: St dung cong thic tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thyc hién cdc cong viéc sau:

1.

Dir liéu cot Tén hang dya vao 2 ky ty ddu cia Ma hang va Bang tén hang

2. Pon gid duoc 1iy dwa vao Bang don gid mdi thang

het

N A

Dit liéu cot Tién giam nhu sau: néu ban sau ngay 15 va sé luong > 100 thi duoc

giam gid 10% cua Thanh tién, nguoc lai thi khong dugc giam
Tinh c6t Thanh tién

Tinh tong Thanh tién ciia mit hang Nhdm bén trong thang 1

Pém xem c6 bao nhiéu mat hang Pong ban sau ngay 15

Trich loc nhitng mat hang 14 Sat va ¢6 s6 lugng >120

3 BAI THUC HANH SO 18

= Nhép bang tinh sau:

A B C D E F G H
| | STT | Mi nganh Ho tén Dan te | Khu vye | Di€m | Piem | Diem
toan ly hoa
2 | 1 A001 |Lu A Dinh Cao Lan 01MN 8 10 8
3 2 B102 Sung Sang Seo Kho Mi 03TT 6 6 6
4 | 2 Cl11 | Lé Anh Tuén Kinh 01TT 6 8 9
5] 2 C102 | Tran Van Thinh | Kinh 02VS 5 7 3
6 | ? B007 | Ld Mi Toa H’Mong 0INT 7 8 7
7| 2 B205 | Ving A Ho Co Ho 02TT 4 7 9
8 | ? A102 | Ly Thi Kiéu Kinh 03TT 5 4 5
9 | 2 A006 | Sting A Péo H’Mong 01VS 7 6 6
10| 2 B008 | Lua A Stn Kho M 03TT 2 3 4
11| 2 Cl112 | D6 ThiLan Kinh 03TT 7 7 6
12| ? B009 | L&o Ta Phi Co Ho 0INT 5 7 8
13| 2 A123 | Leng A Phio H'Méng 02TT 4 6 8
14| 2 C121 | Lb A Sinh Cao Lan 03VS 7 7 7
15| 2 A007 | Ngd Mai Huong | Kinh 01VS 9 8 9

» Yéu ciu: Sir dung cong thirc tinh todn va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thuc hién céc cong viéc sau:
Nhap cot STT tu dong

Chen vao sau cot DPiém hoéa céc cot sau: Tén nganh, Diém TB, Diém uu ti€n, Tong

1.
2.

diém, Xép thtr, Xép loai, Hoc béng, Két qua

Dit li€u cot Tén nganh dya vao ky tu dau cia Ma nganh nhu sau: néu 1a A thi d6 1a
nganh Todn, 1a B thi d6 1a nganh Ly, 1a C thi dé 1a nganh Héa
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4. Tinh Piém TB nhu sau: néu thi sinh thi vao chuyén nganh nao thi diém chuyén
nganh d6 dugc tinh hé s6 2
5. Diém uu tién nhu sau:
— Néu la dan toc it ngudi thi vu tién 1 diém
— Néu & khu vyc 01 hogc & VS thi vu tién 0.5 diém
— Con lai thi khong duoc diém wu tién
6. Tinh cot Tong diém
7. Xép thir theo thir tu ting dan dwa vao cot Tong diém
8. Xép loai dua vao Téng diém nhu sau:
— Néu Tong diém >= 9.0 thi xép loai Xuét sic
— Néu 8.0 <= Tong diém < 9.0 va khéng mén nao dudi 7 thi xép loai Gioi
— Néu 7.0 <= Tong diém < 8.0 va khong mén ndo dudi 5 thi xép loai Kha
— Néu 5.0 <= Tong diém < 7.0 thi xép loai Trung binh
— Néu dudi 5.0 thi xép loai Yéu
9. Hoc bong nhu sau:
— Néu xép loai Xuét sic hoidc Giéi thi nhan hoc bong 1a 350000
— Néu xép loai Khd va 12 dan tdc it nguoi thi nhan hoc bong 1a 200000
— Con lai thi khong dugc nhan hoc béng.
10. Dit liéu cot Két qua nhu sau: néu diém cdc mén >=5 va khong xép loai Yéu thi két
qua 12 Pugc 1én 16p, nguoc lai thi 1a O lai 16p.
11.Dém xem c6 bao nhiéu ngudi khong phai 12 dan toc Kinh
12.Dém xem c6 bao nhiéu nguoi 1a dan tdc it nguoi va xép loai Kha
13.Dém xem c6 bao nhiéu ngudi bi & lai 16p
14.Dém xem c6 bao nhidu nguoi 1a Déan toc Kinh va duoc 1én 16p
15.Dém xem c6 bao nhidu nguoi 1a dan toc it nguoi va khong cé hoc bong
16.Dém xem c6 bao nhiéu ngudi khong phai 12 dan tdc kinh va hoc nganh Todn
17. Tinh tong Hoc bong cua nhitng ngudi 12 dan tdc it ngudi
18. Tinh tong DTB cuia nganh Héa
19. Tinh tong Piém wu tién cta nhitng nguoi khong phai 1a dan toc Kinh
20.Tim diém mdn Todn cao nhit cta nhitng ngudi 1 dan toc Kinh
21.Tim DTB thip nhat cia nguoi 1a dén toc it ngudi
22.Trich lgc nhiing ngudi 1a dan toc Kinh va khdng duoc 1én 16p
23. Trich loc nhiing nguoi 1a dan tdc it ngudi va dugce [én 16p

24.Sap xép lai bang tinh theo thir ty tang dan cia Xép thir
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