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Bai tap thyc hanh Tin hoc dai cuong Phén I - Hé diéu hanh Microsoft Windows

PHAN I - HE PIEU HANH MICROSOFT WINDOWS

{5

Bai thuc hanh 01. Bai tdp Windows Explorer

1.
2.

10.
11.

Khai dong Windows Explorer va tao cdy thu muc nhu hinh bén trong 6 dia D:\
Xem thong tin cua cac thy muc DOHOA, LAPTRINH bang

cach chon thu muc cin xem va thuc hién 1énh File > "I Bﬁ;;ip; A

Properties, hodc Organize = Properties. D

Gan thudc tinh an (Hidden) cho thu muc THVP, thudc tinh chi Jo AUTOCAD

doc (Read Only) cho thu muc THCB bing cach chon thu muc li_.ﬁ.CP?I'EIEFLdH

va thuc hién Iénh File/Organize -> Properties - Read l". c

Only/Hidden. J. COBOL

Thuc hién 1énh Organize - Folder and Search Options dé ) PASCAL

chon ché d hién thi lai thu muc da bi an. : : Eﬂﬂiz

Thuc hién lai 1énh File/Organize - Properties dé x6a bo cac |, THCB

thudc tinh da cai dat cho thu muc THVP va THCB. ju DOS

Doi tén cac thu muc sau: - rq;ug
CHAPTER1 - CHUONG1 : WINDOWS
CHAPTER2 - CHUONG?2 |, MSPAINT
MSPAINT = VEHINH i WORDPAD
WORDPAD - SOANTHAO ll,TZTCESS
3DS - 3DSTUDIO | EXCEL

Tao thém 1 thu muc c¢6 tén SAOCHEP trong thu muc i WORD

BAITAP3.

Sao chép thu muc THVP, THCB vao SAOCHEP.

Sao chép ndi dung cua PASCAL va COBOL vao C.

X6a thu muc THVP va THCB trong thu muc BAITAP3.

Tao thém thu muc GRAPHICS trong BAITAP3, sau d6 di chuyén noi dung cta
thu muc DOHOA vao GRAPHICS.



Bai tap thyc hanh Tin hoc dai cuong Phén I - Hé diéu hanh Microsoft Windows

Bai thuc hanh 02. Bai tap Windows Explorer, Shortcut, Search

1.
2.

Khéi dong Windows Explorer va tao cdy thu muc nhu hinh bén trong 6 dia D:\
Dung chirc ning tim kiém dé tim 2 tap tin CALC.EXE va © ) BAITAP4

WORDPAD.EXE, sau d6 sao chép vao thu muc MSPAINT. - Ju BAITAP
Dung chirc ning tim kiém dé tim cac tap tin c6 phan mé rong - :ﬂiiiﬁT
la .TXT, chon 5 tap tin va sao chép vao thu muc WORDPAD. : PASCAL
Sap xép cac tap tin trong thu muc WORDPAD theo kich thude | WORDPAD
tang dan, chon cach hién thi Details dé xem céc thong tin: loai  LUU

tap tin, kich thudc, ngay gio tao...

Trén desktop, tao 1 shortcut dé khoi dong chuong trinh Unikey c6 tén
GOTIENGVIET, tao 1 shortcut dé khai dong chuong trinh WORDPAD c6 tén
SOANTHAOQ. Sao chép 2 shortcut vira tao ¢ trén vao thu muc LUU.

Khoi dong chuong trinh WORDPAD dé soan ndi dung sau day va luu vao thu muc
WORDPAD voi tén TAPBUT.RTF

TAP BUT

Mot nam tréi qua that nhanh, thé la lai gia thém mét tuéi. Ngay xuwea, toi it khi

nghi dén tuoi tac nhung tie khi nghe thang em sap lap gia dinh, roi c6 ban sap co em
bé, ra duwong nhiéu dira tré goi bang co, xung con va cam thdy mét moi voi nhitng
cudc vui on ao, ndao nhiét...Luc do toi moi chot thay nhitng nép nhan trén guong mdt

cua minh ...

Moi nguoi déu hy vong mot nam moi sé mang lai hanh phuc cho minh va nguoi

than, nhung riéng téi thi lai mong muén ding cé nam méi va diéu dé thi khéng bao

gio xay ra...
7. Tao mot shortcut dé mé tap tin TAPBUT.RTF trén Desktop.
8. M¢ tap tin TAPBUT.RTF tur shortcut vura tao & trén, nhap thém ndi dung sau vao

va luu lai véi tén DANHNGON.RTF trong thuy muc WORDPAD.

DANH NGON
» Khong gi dep hon su thdt
« Thanh kién la cha dé cia su dot nat
B¢ long lam dep con cong, hoc vin lam dep con nguroi

* Ché noi cong viéc nay kho, co kho moi nén nguoi

Xoa 2 shortcut ¢ trong thu muc LUU (khong dung Shift + Delete), sau dé vao
Recycle Bin va phuc hoi lai.




Bai tap thyc hanh Tin hoc dai cuong Phan II - Microsoft Word

PHAN II - SOAN THAO VAN BAN MICROSOFT WORD 2010
xR0
Bai thwe hanh 01. Dinh dang ky tu

Yéu cau: Font chit Time New Roman, ¢& chit 13

TRINH BAY FONT CHU
Microsoft Word 1a mét chuong trinh tmg dung xir 1y vin ban ¢ thé giup nguoi sir dung
soan thao van ban mot cach nhanh chéng va hiéu qua.
Word cho phép ta dung chir binh thuong, hoac lam cho chtr rO&mng ra, chico lai

theo i 1¢ (Scale) hodc cho chir cach xa nhau, hodc cho chit gan lai (Spacing), chiz in nghiéng
(ltalic), chir in dam (Bold) chu gach dudi net dO‘Il gach ducn nét doi, gach du:o’l tu'n,q tur

(Shadow), chft chi c6 dudmg vidn (Outling), °hl du‘-’c nang cao hay chir duge ha thip

(Position - Raised/Lowered). Cac Iya chon Superscript (chi sO trén) voi t6 hop phim tat 1a:
Ctrl + Shift + dau = va Subscript (chi s6 dudi) v6i to hgp phim tat 1a: Ctrl + dau = giup ta
tao cac biéu thirc don gian nhu: y = 3x% + 2x% + 5 hodc Hz + /2,0, — H:0.

Ta cling c6 thé chén céac biéu tugng dac biét vao van ban nhu: © 7 @

Bai thuc hanh 02. Binh dang can 1é
Yéu ciu: Font chit Time New Roman, ¢& chir 13

HUONG THAM
Phan Thi Thanh Nhan (Poan 2)

Cira s6 hai nha cudi phé

Khong hiéu vi sao khong khép bao gio

D061 ban ngay xua hoc cung mot 16p

Cay buoi sau nha ngan ngat huong dua... (Poan 3)

Gidu mot chim hoa trong chiéc khin tay
Co gai ngap ngung sang nha hang x6m
Bén ay c6 nguoi ngay mai ra tran... (Poan 4)

Chi mui hwong dam 4m thanh tao
Khéng gidu duoc cir bay diu nhe
C6 gai nhu chum hoa lang 1€
Nho huong thom néi ho tinh yéu... (Poan 6)
Roi theo ting hoi thd cila anh
Huong thom 4y thdm sdu vao 1ong nguc
Anh 1én dudng huong sé theo di khip
Ho chia tay van chang néi diéu gi
Ma huong thim thom mai budc ngudi di... (Poan 7)



Bai tap thyc hanh Tin hoc dai cuong Phan II - Microsoft Word

Bai thwce hanh 03. Dinh dang Tab (Tab stop)

Luu tap tin vao 6 dia lam viéc vé6i tén Muc luc.doc

MUC LUC
g T3 0 U RN Loi mo dau 2
Phan 2 ....ccoovvveiiei e Phan tich thuc tién
PRAN 3 oottt MBb ta 10
PhAN 4 oo, Phén tich va thiét ké 20
PhAN S oo Ap dung thuc té 45
PRAN 6 oot Két luan va Dé nghi 110

Luu tap tin ndi dung sau day vaéi tén Phieu nhap kho.doc

PHIEU NHAP KHO
NhAp Cla oo Piachi: oo,

Nguoi giao Nguwoi nhan

Nguyén Vin A Nguyén Vin B

Bai thuc hanh 04. Dinh dang bang biéu (Table)
Hay nhap va dinh dang nhu bang sau:

NGAY SINH

a 1 | Ho Thi Anh 01/10/1986
QO 2 | Nguyén Quéc Béo 12/05/1987
= | 3 | Pao Xuin Danh 22/12/1985
5 4 | Tran Minh Puong 05/03/1987
< 5 | Nguyén Thanh Giang 11/08/1986
; 6 | Duong Vi Ly Huong 31/01/1987
Z 7 | Mac Pang Khoa 20/11/1987
< 8 | Vii Thi Tuyét Linh 01/05/1986
R | 9 [HoangKim Minh 04/03/1985

10 | Trinh Thi T Oanh 25/06/1987




Bai tap thyc hanh Tin hoc dai cuong Phan II - Microsoft Word

A A Ngay Piém thi Tong Xép
UV Epapm sinh | van | Toan | NN | diém | loai
1 | Bui Thé Anh 02/12/91| 7,0 6,5 8,0 215 | Kha
2 | TrAn Ngoc | Bao 10/10/91| 9,0 8,0 10,0 27,0 | Gioi
3 | Lé Nhat Chuong | 03/02/91 | 8,5 7,5 7,5 235 | Kha
4 |PinhThu | Huong |02/09/90| 6,0 7,0 6,5 195 |TB
5 |Hoang Thi | Mai 22/12/91| 55 6,5 7,0 19,0 |TB
6 | Lé Minh Vil 12/12/89 | 5,0 9,0 10,0 240 | Gioi

Sir dung Tab trong bang biéu

Trong bang bicu, sau khi thiét 1ap Tab Stop, d¢ di chuyén dén ct Tab, ta nhan t6 hop phim
Ctrl + Tab thay vi nhan phim Tab nhu thong thuong.

Xin vui 1ong cho biét ddi nét vé ban

Y kién ban doc:

Pé tra 10i xin ban hay gach chéo ¢
cac 0 tuong Ung

OHovaténban:.........cooevvveeiiiiieec e,

O Diachi: ..o,
O Noi hoc tap va lam viéc:.....ccoovrvererrnnee.
1. Ban la:

[ Sinh vién — hoc sinh

O Str dung may tinh nhu cong cu trg giup
O St dung may tinh chuyén nghiép

O Chuyén vién tin hoc (c6 trinh d6 Pai hoc
vé tin hoc)

O Can b6 1anh dao

2. Ban doc thé giéi vi tinh — PC Word:
O Thuong xuyén

O Khong thuong xuyén

3. Muc nao trong tap chi ban quan
tam hon ca:

O Tin phin mém — phéan cimg

O Tong quan

O banh gia — nhan xét

O Goc ky thuat

O Hoc tap

O Trao d6i kinh nghiém

O Danh cho hoc sinh — sinh vién

(C6 thé déanh chéo nhiéu 6)

4. May tinh ban dang sir dung la:
O Coquan O Cénhan

Loai  OPII O PII
O PIv O Khéc
Hi¢u may:




Bai tap thyc hanh Tin hoc dai cuong Phan II - Microsoft Word

Bai thure hanh 05. Dinh dang vin ban tong hop

CONG HOA XA HOI CHU NGHIA VIET NAM
DPo6c 1ap - Tu do - Hanh phuc

PON XIN NGHI PHEP

Kinh gwi: - Hiéu truong Truwong Dai hoc Lam nghiép;
- Gidm doc Trung tém Tin hoc va Ngogi ngii;
- Truwéng Phong Té chire - Hanh chinh.

Toi tén: ...

Churc vu: ...

Pon vi cong tac: ...

Nay t6i 1am don nay xin phép Hiéu truéng Trudng Pai hoc Lam nghiép, Giam ddc
Trung tdm Tin hoc va Ngoai ngit, Truéng Phong T6 chirc - Hanh chinh cho t6i duoc nghi
phép:

- Thoi gian: ... ngdy, tir ngay ... dén ngay ...

-Lydo: ...

Rit mong duogc sy chap thuan cta Quy cip.

To61 xin chan thanh cam on.

Ngay ... thang ... nam ...

Kinh don
HIEU TRUONG TRUONG PHONG GIAM POC
PH LAM NGHIEP TC-HC TT. TH&NN

Yéu ciu:

- Font chir cho toan b van ban: Times New Roman.

- Khoang céach gitta cac doan toan bg van ban (Spacing Before & After): 0 pt

- Font size: Tiéu dé 16n st dung size 16, ndi dung con lai str dung size 13.

- Phéan Qudc hiéu: gidn dong (Line spacing) Single

- Phan Kinh gui: sir dung dinh dang Tab, dinh dang in dam & nghiéng, dat 1é tréi 1cm,
gidn dong Multiple 1.3

- Phéan Noi dung chinh: thut ddu dong 1cm, gidn dong Multiple 1.3

- Phan Ky tén: str dung dinh dang Tab




Bai tap thyc hanh Tin hoc dai cuong Phan II - Microsoft Word

Pinh dang vin ban tong hop

PHAN HIEU CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PH LAM NGHIEP DPoc 1ap - Tu do - Hanh phuc
GIAY CHUNG NHAN
GIAM POC PHAN HIEU TRUONG PAI HQOC LAM NGHIEP
CHUNG NHAN
ANNCRE oot en st en e
Ngay SINN: e NO1SINN: Lo
M SO SINN VIBILE oottt ettt et et et et et et et et et et ettt ee et e e ee e e eeeeeeeeee et eeeeeeeeeens
DPang hoc hoc K/ N0C PRAN: ....cvveevceieeeeeeeeee ettt
7 o AR KROA: ..o

| (6 TG I ¥ 1 PR
GHAY NAY AUNG GE:.vvovvrcveeeeees ettt st en et n st en et eneesans
O Lamvé xebus U Xin viéc lam Q Vay von ngan hang O Khéc

(Gidy nay cé gid tri dén ngay ... thang ............ nam ............ )
. Pong Nai, ngay......... thang......... nam.........
PHONG PAO TAO GIAM POC

Yéu cé‘i}l: o .
- Thiet lap kho giay A4 (dat 1€ trén: 2cm; dudi: 2cm; trai: 3cm; phai 1.5¢m)
- Sur dung chtrc nang Tabs dé can vi tri doan van va dién ddy dau cham (...... )




Bai tap thyc hanh Tin hoc dai cuong Phan II - Microsoft Word

Pinh dang vin ban tong hop

CUCTHUE ..o, Mau s6: 02GTTT3/001

HOA DON BAN HANG
Ky hiéu: 03AA/11P
S6: 0000001

Lién 1: Luwu

Ngay ...... thang ...... nam 20......
Don VI DAN MANE: .oeeiii e ————————
DA Ch: e e e e e e — e e e e e e e e s i bbb rrraaaeeaaaans
Dién thoai: ..o SO a1 KNOAN: v,
HO t€n NGUOT MUA NANG: ...oiiiiiiiiiiee et saes
3P e] 1L RSP PRPPPRRRP
8 3 <) 11 110 T | PRSP PRSPPI
STT | Tén hang hoéa, dichvu | Pon vitinh | S6 lwong | Pon gid Thanh tién
1) ) 3) (4) ©) (6)=4 x5

COng tién ban hAng hoa, diCh VI ...cveeierceiciciiseee st
SO 118N (VIEE DANG CHI): cvovvoveeeveeeevceeeeese ettt sttt s st

Ngwoi mua hang Nguoi ban hang

(Ky, ghi ro ho, tén) (Ky, dong dau, ghi ro ho, tén)

Luu y: Can kiém tra, doi chiéu khi ldp, giao, nhdn hod don.

Yéu ciu:

- Thiét 1ap kho gidy A4 (dat 1é trén: 2cm; dudi: 2cm; trai: 3cm; phai 1.5cm);
- St dung font chir: Times New Roman, c& chir: 13;

- Sir dung chirc ning Tabs dé dién day ddu cham (...... )

- Sir dung Table trong thé Insert dé tao bang biéu.




Bai tap thyc hanh Tin hoc dai cuong Phan II - Microsoft Word

Pinh dang vin ban tong hop

BO NONG NGHIEP VA PTNT CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG PH LAM NGHIEP CO SO 2 Poc lap - Tu do - Hanh phiic
Sé: /TB-CS2-KHCN Pong Nai, ngay 17 thang 02 ndam 2014

THONG BAO
Vé viéc thue hién bao cao tién d9 hoc tip ciia can b giang vién
dang tham gia chuwong trinh dao tao sau dai hoc

Kinh gwi: - Trwong cdc don vi trong truong;
- Hoc vién dang dao tao sau dai hoc;

Pé thudn loi cho cong tic quy hoach, bd tri xdp sép can bd di hoc dung chuyén nganh
can dao tao theo chién luoc phét trién cua Nha trudng, Giam ddc yéu ciu cac don vi trong
truong:

1. Trudng cac don vi théng ké béo cdo sd lugng can bo vién chirc.

2. Hoc vién béo céo tién do hoc tap, két qua hoc tap.

3.
Noi nhgn: KT. GIAM POC
- Nhu kinh giri; PHO GIAM POC

- Ban Giam ddc (dé bao cao);
- Luu: VT, Ban KHCN.

TS. Hoang Xuén Nién

Yéu cau:

- Font chir cho toan bd van ban: Times New Roman.

- Khoang cach gitra cac doan toan bg van ban (Spacing Before & After): 0 pt

- Font size: Tiéu dé 16n six dung size 16, ndi dung con lai toan bo size 13.

- Phén Tén don vi & Qudc hiéu: gidn dong (Line spacing) Single

- Phén Kinh gui: 1& trai 1cm, dinh dang in dam & nghiéng, gian dong Multiple 1.3
- Phan Noi dung chinh: thut dau dong lcm, gidn dong Multiple 1.3

- Phéan Ky tén c6 Font size 13, phan Noi nhan c6 Font size 11. (Dung Table)




Tao mau trang bia bao céo

BO NONG NGHIEP VA PHAT TRIEN NONG THON
PHAN HIEU TRUONG PAI HOC LAM NGHIEP
R s

BAO CAO THUC TAP NGHE NGHIEP

Tén dé tai:
DANH GIA CONG TAC QUY HOACH SU DUNG DPAT

TAI XA SONG TRAU, HUYEN TRANG BOM
TINH DONG NAI

Giang vién hudng dan: .........ccccoeeceveeeeeeceevecnne.,
Sinh vién thuc hién:..........cccooee e,

PONG NAI, THANG 1/2018

-10 -



Bai tap thyc hanh Tin hoc dai cuong Phan II - Microsoft Word

Bai thwe hanh 06. Dinh dang Bullets, Numbering, Borders, Shading

TUYEN DUNG

Cong ty Hoa chat AWJ can tuyén dai dién tai TP. H6 Chi Minh v&i cac chire danh nhu sau:
Chirc danh:
1. Truong phong Phat trién kinh doanh
2. Trudng phong K¥ thuat
3. Trudng phong Tiép thi
Yéu ciu:
e Tudi tir 30 dén 40, tot nghiép Pai Hoc nganh Hoa
e Viét, noi thanh thao tiéng Anh
e St dung thanh thao vi tinh van phong
e (6 kién thirc vé thuong mai va tiép thi
Ho so xin viéc gom cé:
> Pon xin viéc (bang tiéng Anh)
> So yéu ly lich (bang tiéng Anh)
> Bang sao cic vin bang, chtng chi (c6 céng chimg)

Dé biét thém chi tiét, xin vui 1ong lién hé voi chung t6i theo dia chi:
cong ty FPT 4 89 Lang Ha, Ha Noi
% 04.8560300 — Fax: 04.8560315

Bai thure hanh 07. V& hinh, so do SmartArt

3

Chuwong 1 —DPai cvong
{

Chuong 2 — Hé diéu hanh

Chuong 3 — Word

1
Chuwong 4 — Excel

-11 -



Bai tap thyc hanh Tin hoc dai cuong Phan II - Microsoft Word

CO CAU TO CHUC
‘/ﬁBan giér; |
\ hiéu
té hoc QLTNR Néng hoc
BM K& BM Qu3 BM L3 BM BM BM Cha
[ toéme ‘ [ triuan [BM aLen sinﬁm [ KHMT ‘ QLTNR [ nuéian [BM Gy
VONG TUAN HOAN CUA NUOC
Muwa
N Nuwéc
Hat nwéc
nho li ti
@—
SO PO HOAT PONG CUA HE THONG MAY VI TiNH
Khéi xir Iy trung tam
(CPU)
C(é;c thiéE) bi _nhé;p - Céc thibt bi xuét
nput Device 0 nho trong Output Device
ganphim. ||  ®om+ramy || ©UF )
“B Chuot... Man hinh, may in...

B0 nhd ngoai
(Storage Device)

Dia cung, dia mém,
dia CD, dia flash

-12 -



Bai tap thyc hanh Tin hoc dai cuong

Phan 1I - Microsoft Word

Bai thuc hanh 08. Dinh dang chia cdt bdo (Column), DropCap, chén hinh

Yéu ciu: Font chit Time New Roman, ¢& chit 12

KY THI OLYMPIC TOAN QUOC TE

Thanh phén:

M di doan dai biéu dén
de ky thi IMO

(International Mathematics
Olympiad) c6 nhiéu nhét 1a
8 nguoi, gdm 6 thi sinh, 1
truong doan va 1 phé doan.
Trong 2 ngay thi lién tiép,
cac thi sinh s& lam 2 bai thi
lién tiép, mdi bai thi gém 3

bai toan, moi bai toan duogc

,
diém R
Gide, N\

D¢ thi:

Mobi nuée dugc moi s& gui
toi nhiéu nhat 1a 6 bai toan
du tuyén. Tat ca s& duogc
tuyén chon thanh 1 tap gdm
30 bai béi Ban tuyén chon
dé thi IMO cua nudc chu
nha va s€ dugc dé trinh 1én
Ban Giam khao qudc té.
Ban Giam khao qudc té s&
¢6 cudc hop trudce ky thi vai
ngdy, nham tuyén chon ra 6
bai  toan

cudi cling
lam  dé
thi.

Bai thure hanh 09. Chén biéu thirc toan hoc

(A) Bién luan phuong trinh béc hai: ax> + bx + ¢ =0 (a = 0)

Lap A =b? - 4ac
A <0 :PT vo nghiém

A=0:PTconghiémképxi=Xx2= - —

A>0:PT c6 2 nghiém phén biét X, =X, =

1

(B) lim (1+sin x)5 = lim| (L+sin x)sinx
x—0 X—0

@-xy

b
2a

—b+A
2a

sin x
1 2X

1

[\/;—2 Ix+2 j

x—1 _x+2\/§+1

2

-13 -

Thi sinh:

Thi sinh cin phai co siic
khoe dé trai qua 2 ngay thi
cang thang, lién tiép nhau,
mdi ngdy 4 tiéng rudi,
Thong
thuong bai toan 1 dé& nhat,
bai toan 6 kho nhét. Sau khi
thi, trong luc Ban Giam

khong gidi lao.

khao cham bai va chuén bi
cong bd két qua thi cac thi

sinh dugc tham gia céc

chuong trinh gidi tri, giao
P

lvu van hoa
duoc nuoc

chu nha to

chtre.



Bai tap thuc hanh Tin hoc dai cuong Phan II - Microsoft Word

Bai thure hanh 10. Dinh dang vin ban tong hop

Soan mau CV xin viéc sau. Yéu cau: B6 cuc toan bo mau CV c6 thé dung bang biéu
hodc dat Tab; Font chit Cambria, c& chir 13; gian dong don (Single), Spacing Before &
After 4pt.

Nguyén Vin Anh

@ Lap trinh vién
S

Ngay sinh: 09/10/1992
Gidi tinh: Nam
\ Pién thoai: 0987-654-321
Dia chi: S0 1 dwong Cau Gidy, TP. Ha Noi
Website:  www.topcv.vn/nguyenanh

HOC VAN

10/2010 - 05/2014  Pai hoc FPT
Chuyén nganh: Cé6ng nghé phan mém

Tot nghiép loai Gidi. Piém trung binh 8.2
06/2014 - 12/2014  Ching chi TOEIC 600
KINH NGHIEM LAM VIEC

03/2015-12/2016  Cong ty CyberSoft

Lap trinh vién: Phan tich va thiét ké hé thong,
xdy dwng (rng dung trén nén tang Mobile

DU AN
Rainway Group (2015)

Khach hang AnZ

M6 ta U'ng dung Mobile dit vé nhanh chéng, bat ky liic
nao, bat ky & dau

SO lwgng thanh vién | 8

Vi tri cOng viéc Lap trinh vién

Vai tro trong dy an - Phan tich va thiét ké hé thong
- Phat trién Module
- T6i wu code

- Stra 16i

Cong nghé str dung - Android Studio 1.4, Java, Android 4.0
- Google Cloud Message

-14 -



Bai tap thyc hanh Tin hoc dai cuong Phan II - Microsoft Word

Bai thyc hanh 11. Trdn van ban, thu tron (Mail Merge)
Tao bang dir liéu nhu sau va dat tén 1a DuLieu.doc

Ho va tén Chirc vu Cong ty
Tran Minh Tu4n Phé giam ddc Cong ty TNHH Tan Phat
Tran Tuén Quy Giam dbc Cong ty TNHH Song Thinh

Nguyén Thi Ngoc Hanh | Trudng phong kinh doanh | Céng ty TNHH Tan Tién

Tran Xuong Phing Truéng phong tong hop Cong ty TNHH Quang Minh

Ngb Tuan Duy Tro 1y giam doc Cong ty TNHH Pai Thiang

Tao mot vin ban méi ¢ tén la ThuMoi.doc va nhap mau thu moi nhu sau. St dung
dinh dang Borders and Shading dé ké khung va to trang tri nén thu moi. Sir dung cong cu
Mail Merge nhing file DuLieu.doc vao va xuat ra man hinh 5 thu moi khac nhau danh cho
5 d6i twong noi trén.

THU MO
DB O3

Cong ty TNHH SSDG, tran trong kinh moi

Ong/Ba:

Chuc vu:

Cong ty:

Dén tham dy tiéc ming khai truong cong ty ching toi

Vao lic: 18"00, ngay 12/12/2012 tai: Nha hang New World

Han hanh duoc don tiép.

Ngay 02 thang 12 nam 2012

Giam doc

Tran Quy Thinh
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Bai tap thyc hanh Tin hoc dai cuong

Phan 1I - Microsoft Word

Tao bang dir liéu nhu sau va dat tén 1a DS_TrungTuyen.doc

Ho tén GT |NS SBD |KV |Toan|Ly |Hda | Tong | Nganh
Tran Ngoc Anh | Nt | 30/09/1992 | A26 | 2NT |8 6.75 |85 |24 404 - Tai chinh
Pham Ngoc Bich | N&t | 28/10/1992 | A152 |1 7 6.75 |45 |19 401 - Ké toan
Nguyén Linh Chi | Nit | 06/04/1991 | A181 | 1 6 7.75 16,5 |215 | 104 -Khoa hoc
may tinh
Nguyén Chién Nam | 12/08/1992 | A205 | 2NT |7 7 5.25 | 20 404 - Tai chinh
Nguyén Chinh Nam | 27/09/1991 | A213 | 2NT | 6.5 7 7 21 400 - Quan tri
Kinh doanh
Nguyén Chung Nir | 04/11/1991 | A216 | 2 6 45 |65 |18 404 - Tai chinh

Tao mot van ban moi ¢6 tén 1a GiayBao.doc va nhap mau gidy bao nhap hoc sau, st

dung dinh dang Borders dé ké khung. St dung cong cu Mail Merge nhung file
DS_TrungTuyen.doc vao va xuat ra man hinh cac thu moi khac nhau danh cho cac doi
tuong noi trén.

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

Ha Noi, ngay 10 thang 8 nam 2017

GIAY BAO NHAP HQC TRUONG PAI HOC LAM NGHIEP

BQ NONG NGHIEP & PTNT
TRUONG PAI HQC LAM NGHIEP

Ho va tén: Gi6i1 tinh:
Sinh ngay: S6 bao danh:
Khu vyec: Tén nganh:
Két qua:
Toan: diém Ly: diém Hoa: diém

Téng cong: diém
Anh/Chj di dat diém trung tuyén vao Truong Pai hoc Lam nghi¢p. Mo61 anh/chi dén lam
thu tuc nhap hoc tir 7"00 ngay 10/9/2017 tai Hoi truong 16m. Khi dén Truong, anh/chi can
mang theo 01 ti hd so nhap hoc gdm:
1. Gidy bao nhap hoc nay
2. Ban sao cong chirng hoc ba THPT
3. ...
HIEU TRUONG
ba ky
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Bai tap thyc hanh Tin hoc dai cuong

Phan I1I - Microsoft Excel

PHAN III - BANG TiNH PIEN TU MICROSOFT EXCEL 2010

{5

Bai thwc hanh 01. Biéu thirc va cdc ham co ban

BANG THANH TOAN LUO'NG THANG THANG 01/2014

Ti gia USD/VND: 19800
A Lwong Lwong Ngay Lwong Lwong Lwong
m Ho va tén ngay (USD) | thang (USD) | nghi | lanh (VND) | ky1 ky 2
1 | Tran Qui Thinh 50
2 | Tran Tuan Quy 45 2
3 | Tran Xuong Phung 45 5
4 | TranVd Trung  Hiéu 40 2
5 | Nguyén Ngoc Ha 40
6 | Thai Hoang Van 30 1
7 | Lam Quang Phu 30 2
8 | Nguyén Thanh  Long 28.5
9 | Ngb Tuan Duy 28.5 4
10 | Nguyén Phi Anh 35 1
TONG CONG ? ? ? ?
LUONG LON NHAT ? ? ? ?
LUONG NHO NHAT ? ? ? ?
TRUNG BINH LUONG ? ? ? ?
Yéu ciu:
1/ Luongthang = Luong ngay *26
2/ Luong lanh = (Lwong thang - (Lwong ngay * ngay nghi)) * Ti gid USD
3/ Luongky1=2/3Luwonglinh
4/ Luongky 2 =Luwonglanh - Luong ky 1
5/ Hoan tat cac 6 thong ké: Téng cdng; Luwong I&n nhat, nhd nhat; Trung binh Luong
6/ Dinh dang dit liéu s6 cé didu phay ngan cich phan nghin.
7/ Dinh dang dit liéu sb trong cot Luong 1anh phan don vi tién té VND.
8/ Pinh dang dit liéu sb trong cot Luong ngay, Luong thang phan don vi tién té USD.
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Bai tap thyc hanh Tin hoc dai cuong Phan III - Microsoft Excel

Bai thyc hanh 02. Ham x& ly chudi
TONG HOP XUAT KHO NHIEN LIEU THANG 04/2014

Ti gia USD/VND: 19800
M3 Nga . s ” Pon gia Thué Thanh tién
T phigu xust xﬁs}: Ténhang | 56 lwong (VNg) (VND) (USD)
1 | X3ng-090 5 22,300
2 | D3uA-125 6 21,000
3 | Xing-090 8 22,500
4 | Nh6t-400 11 18,600
5 X3ng-540 15 22,600
6 | Nhot-400 19 18,600
7 | D3uB-325 21 21,400
8 | D3uA-370 25 21,500
TONG CONG: ? ? ?
GIA TRI LON NHAT: ? ? 2
GIA TRI NHO NHAT: ? ? ?
TRUNG BINH CONG: ? ? ?

Yéu ciu:
1/ Dién Tén hang: dua vao 4 ky ty dau tién cha M3 phiéu xuat
2/ Dién S8 lwong: dwa vao 3 ky tu s6 cudi cia M3 phiéu xuat, va déi ra gid tri s6
3/ Tinh tién Thué (VND): = S6 lvong * Don gia * 10%
4/ Tinh Thanh tién (USD): = (S6 lvong * Pon gia) + Thué.
Lap cdng thirc d6i Thanh tién VND ra USD. K&t qua USD 13y 01 s6 1é thap phan.

BAI TAP TACH HO TEN

Ho va tén Ho Tén Ho va tén dém Tén dém

Tran Qui Thinh

Tran Tudn Quy

Tran Xuong Phung

Tran V8 Trung Hiéu

Nguyé&n Ngoc Ha

Thai Hoang Van

Lam Quang Phu

Nguyén Thanh Long

olw(N|louls~lwini-g

K' Sanh

[EY
o

Hoang Nam
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Bai tap thyc hanh Tin hoc dai cuong

Phan III - Microsoft Excel

Bai thwc hanh 03. V& biéu d6 trong Excel

Bi€u do XY (Scatter): M6 ta dit liéu gitra 2 loai di¥ liéu lién quan.

D6 thi Phuong trinh bdc 1: y1=2x+3vay,=-3x+1

X Y1 Y2
-5 -7 16
5 13 -14

——yl=2x+3

g —Hy2=3x+1

Do thi Phuong trinh bdc 2: y1=x*-1vay,=x?+3

X vyl y2
-6 35 39
-3 8 12
0 -1 3

3 8 12
6 35 39
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Bai tap thyc hanh Tin hoc dai cuong

Phan III - Microsoft Excel

Bi€u d6 hinh cét (Clolumn): So sdnh cac loai di¥ liéu vdi nhau theo chiéu doc

Nam May giat ocp

1995 100,000,000 60,000,000

1996 300,000,000 75,000,000

1997 600,000,000 85,000,000

1998 700,000,000 114,000,000

1999 650,000,000 126,000,000

2000 750,000,000 225,000,000

2001 800,000,000 255,000,000
800,000,000 -
700,000,000 -
600,000,000 -
500,000,000 -
400,000,000 - ":/'éy giat

=8
300,000,000 -
200,000,000 -
100,000,000 -
0
1995 1996 1997 1998 1999 2000 2001

Bi€u d6 hinh tron (Pie): So sanh ty 1&é % tirng thanh phan trong tong thé cac thanh phan.

Yé

Tan sé

55

40

32

8

m|>» | @ | O |0 |<C

5

Téng

140

32,23%

8,6%

5,3%

40, 29%

55,3%%

mD

mB

BE

-20 -




Bai tap thyc hanh Tin hoc dai cuong

Phan I1I - Microsoft Excel

Biéu d6 dwong thang (Line): Thé hién sy thay ddi dif liéu trong mot giai doan

Nam CN HCM CN Ha Noi

2001 643,605,968 529,913,401
2002 411,946,037 941,269,828
2003 28,684,187 754,367,163
2004 756,958,840 263,686,753
2005 689,559,405 634,012,729
2006 814,163,187 906,149,251
2007 591,086,348 910,092,846
2008 897,099,695 126,854,132
2009 204,365,396 473,365,496
2010 214,033,541 91,330,210
2011 672,003,550 208,195,426
2012 786,933,465 226,983,982

1,000,000,000
900,000,000
800,000,000
700,000,000
600,000,000
500,000,000
400,000,000
300,000,000
200,000,000

100,000,000

2001

2002

2003

2004
2005

—4—CN HCM

2006

2007

2008
2009

CN Ha Noi

2010

2011

2012
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Bai tap thyc hanh Tin hoc dai cuong

Phan I1I - Microsoft Excel

Bai thwc hanh 04. Ham xét diéu kién IF

KET QUA THI cuOI KHOA CHU'NG CHi A TIN HOC, THANG 1/2014

1T Ho va tén N‘ém Cac mon th 2 Kéﬁf Xép loai
sinh | \word | Excel | Win T8 Sl

01 | Lé Van Bao 1984 9 9 8

02 | Ly Vin Dung | 1984 9 4 8

03 | Nguyén Thj An 1984 7 2

04 | Nguyén Vin Chau | 1984 10 10 10

05 | Pham Thi Hoa 1984 6 9 5

06 | Tran Thi Lan 1984 7 7 7

07 | Pham ThiHoa Mi 1984 5 5 5

08 | Triéu Van Nam 1984 4 6 6

09 | Trinh Thi Phuc 1984 7 6 7

Yéu cau: Bang xét xép loai

1/ Tinh diém trung binh (Diém TB) cla cac thi sinh, 13y 1 s8 I&.
Biét rang: Diém Word va Excel hé s6 1, diém Win hé s6 2

2/ Xét Két qua, biét rang:
+ Néu PTB > 5 thi két qua la "Dau";
+ Nguoc lai (DTB <5) thi két qua |a "Rét".

3/ Xét X&p loai cho thi sinh dya vao diéu kién Diém trung binh.
Tham khao diéu kién dya theo Bang xét xép loai.
St dung ham IF 16ng nhau vd&i 2 cach khac nhau.

4/ Xét thém Két qua 2: Néu DTB > 5 va khéng cé mén nao dudi 5

A

thi két qua la "Pau", nguoc lai két qua la "Raot".
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Diém TB Xép loai
<5 Yéu
>5, <6 Trung binh
>6, <7 TB kha
>7,<8 Kha
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Bai tap thyc hanh Tin hoc dai cuong Phan III - Microsoft Excel

Bai thwc hanh 05. Ham xét diéu kién IF

Lwu y: Trudce khi nhap dir liéu ngay thang (Ngay vao lam viéc) can dinh dang kiéu dit liéu ngay thang dd/mm/yyyy trong Control Panel

BANG LUO'NG THANG

Ngay cong quy dinh: 24 Ngay hién tai: ? (Dung ham ngay thang)
STT| MaNV Ho va tén Ngayvao | Nedy | Bic | Phong | Tham = Phucdp | .. | Tam | Thyc
lam viéc cong | lwong ban nién | tham nién ng lanh
01 A250-1 Lam Dlrc Tri 01/02/1997 | 20
02 | B356-2 | Nguyén Thi Nghia | 20/05/1998 | 25
03 C452-1 Tran Hai Thanh 25/08/1998 | 24
04 B897-3 | Nguyén Ngoc  Chau 30/07/1994 | 24
05 B696-1 | Phan Thanh Long 26/06/1998 | 25
06 C897-1 Vo Truong Hai 10/01/1994 | 26
07 | DA456-2 | Nguyén Ngoc  Bich 15/09/1995 | 20
08 A123-3 Thai Minh Tri 05/07/1996 | 22
09 C556-2 Lé Thu Trang 06/10/1997 | 24
10 D658-3 Tran Chi Hai 25/12/1997 | 24
Yéu ciu:
1/ Lap coéng thirc cho cot Bac luong dua vao ky ty dau tién bén trai cia M3 NV. Néu |a A thi bac luvong 13 330, |a B thi bac lwong 13 310,
la C thi bac lwong la 290 va cac trwong hop con lai la 275
2/ Lap coéng thirc cho cdt Phéng ban dwa vao ky tu cudi cung cia M3 NV. Néu la 1 thi phong ban 13 "K§ thuat", 13 2 thi phong ban 13 "Ké
todn", cac truang hop con lai phong ban la "Ké& hoach"
3/ Tinh ThAm nién (S6 ndm Iam viéc) = Ndm hién tai - Ndm cQa ngay vao lam viéc. Yéu ciu st dung ham ngay thang.
4/ Tinh Phu cap thdm nién = Thdm nién * 50000
5/ Tinh Lwong: + Néu Ngay cdng <= Ngay céng quy dinh thi Lvong = Ngay céng * Bac lvong * 1000
+ Né&u Ngay cong > Ngay cong quy dinh thi Lvong = [(2 * S6 ngay dbi ra) + Ngay céng quy dinh] * Bac lvong * 1000
6/ Tinh Tam &rng = 1/3 Lwong. Lam tron chi lay phan nguyén.
7/ Tinh Thyc ldnh = Lvong + Phu cdp thdm nién - Tam (ng.
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Bai tap thyc hanh Tin hoc dai cuong Phan III - Microsoft Excel

Bai thwe hanh 06. Ham do tim VLOOKUP, HLOOKUP
BANG TONG KET NHAP XUAT NONG SAN

p:i‘;,u M3 hang | Tén hang | Nhap/Xust Iw?ng Pongia | Thanh tien
N1 LO1 230
X1 Cco1 110
N2 Co1 500
N3 BO1 210
X2 LO1 165
X3 Co1 650
N4 LO1 320
N5 Cco1 120
N6 LO1 110
X4 BO1 115
Bang phu Bang thong ké
M3 Hang | Tén Hang | Don Gia Téng Thanh tién ?
C Café 120 Téng tién Nhap ?
L Lua 60 Téng tién Xuat ?
B Bap 45
Yéu cau:

1/ Dua vao ky tu dau cia M3 hang va s&r dung ham do tim trong Bang phu dé
dién vao cot Tén hang

2/ Dung ham xét diéu kién dién vao cdt Nhap/Xuat dua theo S6 phiéu: Néu ky
ty dau cta S6 phiéu la N thi ghi "Nhap", nguoc lai (ky tw dau la X) thi ghi la
"Xuat".

3/ Duwa vao co6t M3 hang va sir dung ham do tim trong Bang phu dé dién vao cot
bon gia.

4/ Tinh Thanh tién = S6 lvgng * Don gia.

5/ Hoan tat Badng théng ké: Téng Thanh tién, Téng tién Nhap, Téng tién Xuat.
Yéu cau st dung ham thich hop.

-24 -



Bai tap thyc hanh Tin hoc dai cuong

Phan I1I - Microsoft Excel

Bai thwc hanh 07. Ham do tim VLOOKUP, HLOOKUP

BANG LUO'NG THANG 12/2011

.\ a ~ x| MA Ao NGAY PHY | THYC
STT HO VA TEN MA SO LOAI SNCT | HE SO | LCB CONG LUONG cAPp | LANH
01 | Vi Thj Hién FA4 23
02 | Bui Thi Hoai MCé6 25
03 | Lé Minh Hoang FD3 28
04 | Pang Thi Hong FD1 24
05 | Chu Thij Lanh MB7 23
06 | Dao Thi Nhung FB2 25
07 | Hoang Nam MD1 22
08 | Phan Thj Thom MAG6 24
BANG PHU BANG THONG KE
MA LOAI A B C D MASO | SOLUONG | THUCLANH
LCB 12,000 9,800 | 8,700 | 7,900 A
HE sO 12 98| 87 7.9 B
C
D
Yéu ciu:
1/ Nhéap dit liéu va dinh dang céc bang.
2/ Tim MA LOAI dya vao ki tu gitta cia MA SO
3/ Tim SNCT (S6 nim cdng tac) dua vao ki tw s bén phai cia MA SO va chuyén sang gid tri s&
4/ Duavao MA LOAI va si dung ham do tim trong BANG PHU dé dién gid tri cho cac cot HE SO,
LCB (Lwvong co ban)
5/ Tinh LUONG = LCB * NGAY CONG
6/ Tinh PHU CAP dva vao didu kién sau:
+ N&u SNCT > 5 va MA LOAI |3 A thi phu cap |a 200000
+ Né&u SNCT > 4 thi phu cap 13 100000
+ Cac trudong hop con lai khdng duoc hudng phu cap
7/ Tinh THU'C LANH = (LUONG + PHU CAP) * HE SO
8/ S3p x&p BANG LUONG trén theo MA LOAI v&i thit tu ting din, néu trung MA LOAI
thi sap x&p theo THU'C LANH gidm dan.
9/ Dung chirc nang Data Filter loc cdc dong SNCT tir 2 dén 4

va copy bang dit liéu vira loc dwoc qua vi tri khac trong bang tinh

10/ Hoan tat BANG THONG KE, yéu ciu st dung ham thich hop.
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Bai tap thyc hanh Tin hoc dai cuong

Phan I1I - Microsoft Excel

Bai thwc hanh 08. Ham do tim VLOOKUP, HLOOKUP
BANG THONG KE NHAP NHIEN LIEU 6 THANG PAU NAM 2012

~ps a s Han Pon gia S6 lugn ” e b iem
TT | Ma hang Tén hang san xugé’t (DBngilit) (Lit) g Thué Thanh tién
01 | DOOBP 580
02 | DO1ES 240
03 | X92SH 130
04 | NATCA 350
05 | DOOTN 260
06 | NO6MO 210
07 | X92TN 180
08 | N89BP 120
BANG TRA 1
M3 hang | Tén hang Pon gia Thué xuat
X Xang 5000 3%
D Dau 12000 2.50%
N Nhét 2500 2%
BANG TRA 2
Ma BP ES SH CA MO
Tén hang | British Petro Esso Shell Castrol Mobil
Yéu ciu:
1/ Tim Tén hang dya theo 1 ki ty dau ca M3 hang va sir dung ham do tim trong Bang tra 1
2/ Tim Hang san xuat dua theo 2 ki tw cudi ctia M3 hang, biét ring:
+ Né&u 2 ki ty cudi 1a "TN" thi Hing SX |4 "Trong nuwdc";
+ Nguoc lai dung ham do tim tén hang dwa theo 2 ki ty cudi cha M3 hang va Bang tra 2
3/ Tim Don gia dua theo 1 ki ty dau cha ma hang (hodc dya theo tén hang) va sir dung ham do tim
trong Bangtral
4/ Tinh Thué, biét rang:
+ Né&u Hang san xuat 1a "Trong nudc" thi Thué bang 0;
+ Nguwoc lai dwa vao Bang tra 1 dé do tim % Thué xuit (theo M3 hang hodc Tén hang) va tinh
Thué = S6 lvong * Pon gid * Thué xuat
5/ Tinh Thanh tién = S6 lugng * Bon gia + Thué
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Bai tap thyc hanh Tin hoc dai cuong

Phan I1I - Microsoft Excel

Bai thwc hanh 09. Ham do tim VLOOKUP, HLOOKUP

Lwu y: Trudce khi nhap dit liéu ngay thang (Ngay di, Ngay dén) can dinh dang kiéu di¥ liéu ngay
thang dd/mm/yyyy trong Control Panel

BANG TiNH cU'G'C PHi VAN TAI

. Trong tai . Pon | Cudc s e s aw Théigian | Tién

STT | SO xe (d& cghé') Lo trinh gl ohi Ngay di Ngay dén thye lg\ién thuéng
01 | 50-2923 5 Pleiku 05/01/1993 10/01/1993
02 | 52-1234 10 Quy Nhon 05/03/1993 08/03/1993
03 | 50-8533 2 Nha Trang 05/03/1993 07/03/1993
04 | 50-2923 3 Ha Noi 05/01/1993 16/01/1993
05 | 51-1111 6 Lao 05/06/1993 20/06/1993
06 | 52-2222 5 Lao 05/10/1993 17/10/1993
07 | 50-4455 10 Ha Noi 20/05/1993 29/05/1993
08 | 52-2929 6 ba N5ng 21/05/1993 25/05/1993

Bang don gia va thoi gian quy dinh Bang quy dinh trong tai

Tuyén .. | Thoigian SG xe Trong tai
du"élrng Bon gia quy dginh (2 s6 dau) quy ginh

ba N5ng 5000000 7 50 4

Ha Noi 10000000 5 51 8

Lao 25000000 8 52 12

Nha Trang 3000000 6

Pleiku 6000000 4

Quy Nhon 4000000 2

Yéu céu:

1/
2/

3/
a4/

Tim kiém Po'n gia dwa theo Bang dorn gia.
Tinh Cwéc phi, biét ring:
+ Né&u xe ché dung trong tai thi Cwéc phi bang Pon gia;
+ Nguoc lai (néu chd qua tai) thi Cwée phi sé bang 110% Don gia.

Giai thich: Xe ch& ding trong tai nghia la Trong tai quy dinh cla xe d6 >= Trong tai da chd.

Dung ham do tim Trong tai quy dinh dua theo 2 s6 dau cla s6 xe va tra trong Bang quy dinh

trong tai

Dua vao Bang QP trong tai dé biét xe c6 chd dung trong tai hay khéng

Tinh Th&i gian thye hién = Ngay dén - Ngay di.

Tinh Tién thwdng, biét rang:
+ Néu thoi gian thue hién nhanh hon thoi gian trong Bang thei gian quy dinh sé duoc
thudng 5% Cudc phi;
+ Nguoc lai (néu thoi gian thue hién chdm hon) thi khéng dugc thudng.
Giai thich: Dung ham do tim Thoi gian quy dinh dwa vao Bang thoi gian quy dinh va so sénh
v@i Thoi gian thuc hién dé biét xe chay nhanh hay cham.
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Bai tép thuc hanh Tin hoc dai cuong

Phan III - Microsoft Excel

Bai thwc hanh 10. Téng hop

Lwu y: Trudce khi nhap di liéu ngay thang (Ngay di, Ngay dén) can dinh dang kiéu dit liéu ngay thang dd/mm/yyyy trong Control Panel.
DANH SACH BPANG KY THUE PHONG

n . S6 s e e Sé Dich Tén | Pongid | Téngsd | Tdéngsé Sd tiéen | Thanh
Eeoihach phong Ngay dén Neay di ngay \;u dichvu | dich 51,1 ti‘éngDV tién pghbng gidm gia | tién
Pham Thi Nhung 103 | 05/01/2003 | 05/06/2003 LA
Nham budong 106 | 08/03/2003 | 01/05/2003 FB
V0 Thi Ngoc Loan 207 | 10/04/2003 | 21/04/2003 SP
Ha Hué Anh 307 | 16/04/2003 | 16/06/2003 FB
Chung BUi Phan 205 | 06/05/2003 | 07/05/2003 SP
Huynh Thai Khang 204 | 07/05/2003 | 12/05/2003 LA
Lé T4n Hung 308 | 07/05/2003 | 09/05/2003 CR
Nguy&n Thi Ha 210 | 09/05/2003 | 10/05/2003 CR
Bang 2: Bang gia phong theo ngay Yéu ciu:

1/ Tinh S& ngay khach & = Ngay di - Ngay dén

2/ Dua theo Bang 3, dung ham do tim Tén dich vu va Don gia dich vu

3/ Tinh Téng s6 tién dich vu = Don gia dich vu * S6 ngay

4/ Tinh Téng s6 tién phong = Pon gid phong quy dinh & bang 2 * S6 ngay.
Biét rang ky tu dau cla s6 phong chinh 1a s& tAng. Dua vao sb tang va Bang 2, dung
ham do tim dé biét Don gid phong.

5/ Tinh S& tién giam gid, biét rang:

+ Néu khach & tir 2 tuan trd 1én thi dwoc gidm 20% trén Tong sé tién phong;

+ Nguoc lai khéng dworc giam gia.

6/ Tinh Thanh tién = Téng s6 tién phong + Tdng sd tién DV - Tién gidm gid

Tang Pon gid phong

1 600

2 500

3 400

4 300
Bang 3: Bang gia dich vu theo ngay
Ma DV Tén DV Pon gia DV
Sp Tham my{ 300
CR Thué xe 150
FB Thyc pham 100
LA Giat ui 80
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Bai tép thuc hanh Tin hoc dai cuong

Phan I1I - Microsoft Excel

Bai thwc hanh 11. Téng hop

TON KHO PAU Ki

M3 hang Tén hang | S.lwgngdauki | Trigiddauki | Gida nhap Gia xuat
B Bac ha 1700 1,310,000 770 840
C Cam 2400 1,810,000 750 850
H Chanh 1800 1,402,000 760 820
0 Coca 1800 1,404,000 770 880
D Dau 3200 2,534,000 750 800
X Xa xi 5200 4,102,000 720 820
NHAP XUAT TRONG Ki - THANG 4/2014
Ngay S6 chirngtlr | Tén hang | SO lwong | Gid nhap Gia xuat Tri gia
1 NB-003 2000
2 XC-004 2500
3 NH-005 2400
4 NB-006 1900
5 XX-007 2200
6 X0-008 2000
7 NO-009 3000
8 XD-010 1500
9 XX-011 2000
10 NC-012 1800
BANG TONG KET NHAP BANG TONG KET XUAT
Mat hang Téng SL nhap Tong tri gia Mat hang Téng SL xuat | Tdng tri gid
Bac ha Bac ha
Cam Cam
Chanh Chanh
Coca Coca
Dau Dau
Xa xi Xa xi
TON KHO CUOI Ki Yéu cau: y
o SG |IAJ(’.Q’I‘\Ig Trifié‘ 1/ D\o tim Tén ha:'lg dg’a theo k}/ tu“thu‘ 2 cua SO chirng tlr
] cuGilk AT va tra trong Bang ton kh9 dau ky. o
Bac ha 2/ D(\)'t\lm G\ié \nhép, Gia xuvét dl:JA‘a theo 1\Ak§/ tE_,r df'i\l’l\:l Cl;la S6
Cam cfju‘ng th‘ va 'Elra \trong I\3angwton k!'no dau I\(y. B.Ift rarlg
ky tu th& nhat 1a "N" 1a phiéu nhap, "X" la phiéu xuat.
Chanh 3/ Tinh Trj gia: Néu 1a Phigu nhap thi = 56 luong * Gia
Cc\>ca nhap. Néu 13 Phiéu xuat thi = S8 lwvgng * Gid xuat
Dau 4/ Hoan tat Bang Tong két nhap, Bang Tong két xuat.
X4 Xi 5/ Hoan tat Bang Ton kho cudi ki, biét rang:

S6 luvgng cudi ki = (S6 lwong dau ki + S6 lwgng nhap
trong ki) - S6 lwgng xuét trong ki
Tri gid cudi ki = (Tri gid dau ki + Tri gid nhap trong ki)
- Tri gia xuat trong ki
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Bai thwc hanh 12. Téng hop
KET QUA TUYEN SINH 2014

TT | SBD | Hovatén Tén | Khu T | k) L) e
nganh Ve diém chuan | qua | bong
01 | A101 | Lé Minh Tan 16
02 | B102 | Trwong Quang Minh 17
03 | C203 | Lé Minh Pinh 8
04 | D204 | Nguyén Manh  Dinh 8
05 | A205 | Nguyén Thi Thanh 22
06 | C106 | Chau Thanh Thé 21
07 | D107 | Tran Trung 24
08 | A208 | Phan B4 Vinh 27
Bang 1
M3 Tén Diém Diém
nganh | nganh | chudn1 | chuan2
A | MayTinh 19 10
B bién Tl 17 18
C Xay Dung 15 16
D Hoa 13 14
Bang 2
M3 Nganh A B C D
Piém HB 25 23 21 19
Bang Thong ké Théng ké
M3 nganh A B C D S6 TS dau
S6 TS SO TS rét
Piém TB
Yéu ciu:

1/  Lap cong thirc cho biét Nganh thi cla tirng thi sinh. Biét rang dwa vao ky tu thi 1 cla
SBD cho biét M3 nganh. Tim kiém tén nganh dua theo ma nganh trong Bang tra 1
2/  Lap cong thirc cho biét Khu vwe biét rang ky tw thr 2 cla SBD cho biét Khu vuc.
3/  Lap cong thirc cho biét Piém chuan, dya vao Nganh thiva Bang tra 1.
Néu thi sinh & khu vic 1 thi 1ay theo Diém chuin 1, nguoc lai |ay theo Diém chuin 2
4/  Lap cong thirc cho cot K&t qua: Néu Tong diém >= Diém chuln cla nganh du thi
thi két qua la "Pau", nguoc lai két qua |a "Rét"
5/ Lap cong thirc cho cot Hoc bdng: Néu Tong diém >= Diém HB cla nganh thi
thi Hoc béng ghi la "C&", ngwoc lai dé tréng. (Diém hoc béng & Bang tra 2)
6/ Locradanh sach cdc thi sinh cé két qua dau va chuyén danh sich sang Sheet khac
7/ Hoan tat BAng théng ké cho biét: S6 TS thi vao tirng m3 nganh A-B-C-D;
Diém TB tirng nganh; sd thi sinh dau/rét
8/ V& biéu dd hinh tron/cdt so sanh ti 1& s6 TS thi vao tirng m3 nganh; s6 TS dau - rét
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Bai thwc hanh 13. Téng hop
BANG KE CHI TIET MAT HANG MAY MAC

STT| M3aHDP | Ténhang | S6lwgng | Pongia | Thanh tién Giam gid | Tdng tién
01 | AT1-001 95
02 | QJ2-002 105
03 | QK1-003 285
04 | AT2-004 50
05 | SM1-005 85
06 | AT2-006 100
07 | QJ1-007 120
08 | QJ2-008 132
09 | AT1-009 55
10 | SM2-010 140
11 | QK1-011 20
12 | SM2-012 60

BANG TRA TEN HANG - PON GIA

Ma hang AT SM QK Ql
Tén hang | Aothun So mi Quéan Kaki | Quan Jean
PG loail 80,000 105,000 160,000 220,000
DG loai 2 45,000 75,000 90,000 125,000

BANG THONG KE DOANH THU
M3 hang AT SM QK Ql
Téng tién

Yéu ciu:
1/ Lap codng thirc cho cot Tén Hang, biét rang 2 ky tu dau cha M3 HD 1a M3 hang
Dwa vao M3 hang va Bang tra tén hang - Pon gia dé tim kiém Tén hang.
2/ Lap cong thirc cho cot Pon gia duwa vao M3 hang va Bang tra.
Biét rang ky tu thi 3 ca M3 HD 13 1 thi d6 1a hang loai 1, nguoc lai 1a hang loai 2
3/ Tinh c6t Thanh tién = S6 lvong * Don gia
4/ Tinh c6t Giam gia sao cho:
+ Néu sb lwvgng >= 150 thi Gidm gid = 50% * Thanh tién;
+ Néu sb lvgng >= 100 thi Gidm gid = 30% * Thanh tién;
+ Néu s6 luvgng >= 50 thi Gidm gid = 15% * Thanh tién;
+ Nguoc lai khéng gidm gia.
5/ Tinh cot Téng tién = Thanh tién - Gidm Gia
6/ Hoan tat Bdng thdng ké doanh thu, sir dung ham thich hop.
7/ Dinh dang dit liéu s6 cé dau phay ngin cach phan nghin.
8/ V& biéu d6 hinh cét thé hién tinh hinh doanh thu cta cdc mat hang & bang théng ké
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Bai thwc hanh 14. Téng hop
DOANH SO TINH HINH BAN HANG QUY 1 NAM 2016

MA . TEN Quy sO .| THANH
STT HOA PON THANG HANG CACH LUONG RNl TIEN
1 ATO1 1 120
2 DS02 1 155
3 GV03 2 257
4 QNO04 2 28
5 DS05 1 250
6 ATO6 2 180
7 QNO07 1 56
8 ATO8 2 12
BANG TRA TEN HANG & DO'N GIA (DVT: 1000 VND) THONG KE CAC MAT HANG
l\‘llﬁ Tén hang Don gia Tén hang Th.énh = Iu’g"ng
hang Thang1l | Thang2 tién don hang
AT Ao thun 150 190 Ao thun
GV Giay 220 275 Giay
DS Dép 150 167 Dép
QN Quan Jean 150 120 Quan Jean
Yéu ciu:

1/ Tén hang: Duva vao 2 ky tv d3u ciia M3 hda don va tra tim trong BANG TRA TEN HANG & DON GIA
2/ Quy cach: Dya vao ky ty dau ciia M3 hoa don. Néu 13 "A" va "Q" thi don vi tinh [a "Cai";

Nguoc lai (néu ky ty dau cha M3 héa don 1a "G " va "D") don vi tinh 1a "Déi".
3/ Don gia: Dua vao M3 hang/Tén hang va Thang bén, tra tim trong BANG TRA TEN HANG & DON GIA
4/ Thanh tién = S6 lwong * Pon gia.

Tuy nhién, gidm 3 % thanh tién vdi hda don sdn phdm Ao thun cé s8 luvgng ban ra I16n hon 150
5/ Dung Data Filter rut trich cdc mat hang dwoc ban ra trong thang 1 ¢6 s6 luvgng ban >=200;

Sao chép két qua vira loc dugc qua vi tri khac trong Sheet.
6/ Hoan tat bang Thdng ké cadc mat hang, s&r dung ham thich hop.
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Bai thwc hanh 15. Téng hop
PHIEU GIAO NHAN DO'N HANG THANG 7 - 2017

MA TEN sO - | KHUYEN THANH
STT DON HANG SP LUQNG BON GIA MAI TIEN
1 XBO1 20
2 S001 32
3 TOO1 8
4 T002 6
5 XB02 10
6 5002 15
7 T002 25
8 TOO1 46
BANG TRA DON GIA - SAN PHAM BANG THONG KE MAT HANG
MA Tensp bON GIA TENsp | THANH | SOLUONG
SP Loai 1 Loai 2 TIEN DON HANG
XB Xa béng 4,200 4,500 Xa bong
S0 Tra lai 4,350 4,120 Tra lai
T0 Sup Knor 1,000 1,230 Sup Knor
Yéu ciu:
1/  Tén SP: Dya vao 2 ky tv dau cla M3 don hang, tra trong BANG TRA DON GIA - SAN
PHAM
2/ Born gia: Tén SP va loai san pham, tra ctu trong tra trong BANG TRA DON GIA - SAN
PHAM

Biét rang ky tu cudi cila M3 don hang cho biét loai san pham.

3/ Khuyén mai: Tinh sé lwvong sdn pham dugc khuyén m3i
Né&u san pham la Xa béng va ¢6 s6 luvgng >=10 thi dwoc khuy&n m3i thém 1 san pham;
nguoc lai khdng dugc khuy&n mai (0 san pham)

4/ Thanh tién = (S6 lwvong - Khuyén mai) * Pon gia

5/ S dung cdng cu Data Filter rat trich cac don hang mat hang Xa béng cé sé lwong <20.
Sao chép két qua vira loc dugc qua vi tri khac trong Sheet.

6/ Hoan tit Bang thdng ké mat hang, st dung ham thich hop.

7/ Dinh dang di¥ liéu s6 cé diu phay ngan cach phan nghin.

8/ Dinh dang dit liéu trong cot thanh tién phan don vj tién té VND.
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Bai thwc hanh 16. Téng hop

TINH HINH XUAT HANG NONG SAN QUY 1 - 2012

M3 A L So Pon Thanh Tién Phai
STT . Tén hang .. - nE .
hang lwgng gia tién giam tra
01 GTD-1 100
02 GTH-2 245
03 GNH-3 278
04 GTT-2 189
05 GNH-3 256
06 GTD-2 289
07 GTT-1 200
08 GTH-3 275
09 GTH-1 200
10 GTD-3 150
Bang tra Don gia
Ma n s Loai hang
. Tén hang
hang 1 2 3
GTD Gao trang dai 60000 40000 20000
GTH Gao thom 75000 45000 25000
GNH Gao Nang Huong 30000 20000 10000
GTT Gaotréngtrbn 50000 40000 30000
Bang Théng ké
M3 - X Tén Tén
hang 56 don hang Sé Iu':ng Thanh fi‘én
GTD
GTH
GNH
GTT
Yéu ciu:
1/ Duavao 3 ky ty bén trdi cha M3 Hang va tra trong Bang tra, hdy dién Tén hang
2/ Tim Don gia cila méi mat hang, dya vao Ma hang va Loai hang va tra trong Bang tra don gia
Bi€t rang ky tu s& bén phai ciia M3 hang cho biét Loai hang
3/ Hay tinh Thanh tién, biét rang Thanh tién = S6 lvgng * Don gia
4/ Tinh Tién gidm cho madi loai hang biét rang Tién giam = Thanh tién * % Giam
Trong d6: % gidm cho mdi mat hang dya vao Loai hang, néu:
+ Hang loai 1: thi duoc giam 7%
+ Hang loai 2: thi dwgc giam 5%
+ Hang loai 3: thi duoc giam 3%
Lam tron Tién gidam bo phan thap phan.
5/ Tinh tién Phai tra = Thanh tién - Tién giam
6/ Hoan tat Bdng thdng ké, s&r dung ham thich hop.
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Bai thwc hanh 17. Téng hop
BAO CAO DOANH THU BAN HANG THANG 1/2015

M3 . s Sé Pon Giam Thanh
TT ; Tén hang .. .. o~
héa don lwong gia gia tién

01 | PC-01 20

02 | HDD-02 15

03 | CD-01 15

04 | HDD-02 60

05 | PC-02 10

06 | CD-01 25

07 | USB-01 100

08 | USB-02 50
BANG TRA MA HANG BANG THONG KE

. . L Pon M3 S6 lwon Tén Ton

Mahang | Tén hang gia hang | don h'émgg s6 Iu'c_fng thanh 'cgién
PC May tinh $160 PC
HDD O dia cing $55 HDD
USB O dfa di déng $9 USB
cD O dia CD $18 cD

Yéu ciu:
1/ Viét cong thirc téng quét 1ay Tén hang.
S& dung ham do tim dé tra Tén hang dwa theo M3 hang trong “Bang tra ma hang”.
M3 hang 13 nhém ky ty dau cda M3 hda don
2/ Viét cdng thirc téng quat |1ay Pon gia.
S& dung ham do tim dé tra Pon gid dua theo Tén hang trong “Bang tra m3 hang”.
3/ Viét cdng thirc tdng quat tinh Gidm gid.
Biét rang don hang cé s6 lwong tir 50 trd [&n thi tién giam gid = S6 lvong * Don giad * 10%
Nguoc lai khéng duoc giam gia.
4/ Viét cong thirc tdng quat tinh Thanh tién = S8 lwong * Pon gid — Gidm gia.
5/ Viét cdng thirc tinh tdng cdng Thanh tién cla tat ca cac don hang.
6/ Viét cdng thirc tinh trung binh cong Thanh tién cla tat ca cac don hang.
7/ Viét cdng thirc cho biét gid tri Thanh tién I&n nhat / nho nhat trong bang tinh.
8/ Sir dung ham cho biét S6 lwvong don hang cla tirng loai mat hang trong “Bang théng ké”.
9/ Si dung ham dé tinh Téng s lwong hang ban tirng loai mat hang trong “Bang théng ké”.
10/ S&r dung ham dé tinh Tong thanh tién cla tirng loai mat hang trong “Bang théng ké”.
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Bai thwc hanh 18. Téng hop
BANG TONG KET NHAP XUAT NONG SAN THANG 12/2015

1T Héla\\n;dn Tén hang | Nhap/Xudt | S8 lwgng | Pongia | Thanh tién
1| LN-01 230
2 | c-x-01 110
3| c-N-01 500
4 | B-N-01 210
5| L-X-01 165
6 | L-N-01 320
7 | C-N-02 120
8 | B-N-01 115
BANG TRA MA HANG BANG THONG KE
M3 hang | Tén hang Pon gia Phiéu séT:::igé'u théTnohntgi‘én
Co1 Café 120000 Nhap
C02 Cam 90000 Xuat
LO1 Lda 60000
BO1 Bap 45000
Yéu ciu:

1/ Viét cong thirc tdng quat |1ay Tén hang.
S dung ham do tim dé tra Tén hang dwa theo M3 hang trong “Bang tra ma hang”.
M3 hang 1a nhdm 1 ky ty dau va 2 sb cudi cia M3 héa don
2/ Viét cong thirc tdng quat dién vao cdt Nhap/Xuat.
Biét rang néu ky tu gitta cla M3 Hoéa don 1a N thi ghi “Nhap”, néu |a X thi ghi “Xuat”.
3/ Viét cong thirc tong quat 1ay Don gia.
S&r dung ham do tim dé tra Don gia dua theo M3 hang/Tén hang trong “Bang tra ma
hang”.
4/ Viét cong thirc téng quat tinh Thanh tién = S6 luvgng * Don gia.
5/ Viét cong thirc cho biét gia tri Thanh tién I&n nhat / thap nhat.
6/ S dung ham cho biét Téng s phiéu nhap / xuat trong “Bang théng ké”.
7/ S& dung ham tinh T8ng thanh tién cac phiéu nhap / xuat trong “Bang théng ké”.
8/ Dinh dang cot Thanh tién kiéu dit liéu tién té don vi VND.
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PHAN IV — TRINH CHIEU MICROSOFT POWERPOINT 2010

{5

Bai tap 1: Cho 3 sile mau sau day:
Slide 1 Slide 2

R =

] CAC SO LIEU S
HIEP HOI CAC NUO'C S - 2
. s = . Thanh lap nam 1967. §
DONG NAM A 2. Gdm 10 thanh vién.
3. Téng dan sé: 577 triéu g,
4. GDP(PPP):
1Téng sé: 16,4 ty USD @%
JTheo dau nguoi: 5.962 USD %ﬂ
TAC GIA g.,
Slide 3

A al

L

/

\
TAC GIA = .

[Ew AeBU o® SR L A

Yéu ciu:
1. Tao moi 1 file trinh chiéu, ap dung theme Flow.
2. Vao ché do Slide Master view, thuc hién:
- Tao chit WordArt “Vi 1 thé gii ngdy mai” nhu trong hinh.
- Thay d6i dau dé muc (Bullets) cip 1 va cap 2 giéng nhu mau slide 2.
3. Tro lai ché @6 Normal view dé nhap noi dung 3 slide nhu 3 hinh slide mau bén trén.
- Slide 1: dung WordArt.
- Slide 2: nhap noi dung theo dau dé muc.
- Slide 3:
o Tao va dinh dang so dd SmartArt.
o Chen hinh ClipArt véi tir khoa “earth”.
4. Dung chirc nang chén Header & Footer dé chén sd thir tu slide va nhap ho tén minh
thay vao muc Téc gia (Footer).
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5. Chon hiéu tmg chuyén trang (Transition) bat ky cho 3 slide tu 14t trang sau 10 gidy
khong can nhip chuét.
6. Tao hiéu Gmg xuat hién (Entrance) tén Wipe cho cau “Vi 1 thé gigi ngady mai”, hiéu

ung kéo dai 2 gidy, 1ap lai vo han.

Bai tap 2: Cho 3 sile mau sau day:

Slide 1 Slide 2
Gidi thiéu
CQ % T /I | ABC * Ddi xe gdm 4 nhém, mbi nhom 10 xe
ng t ‘ Xe | ac : * Phucvu cac tuyén
— Mién dong
— Mién tay

« Phuongcham: Khach hang | thuong dé

Tac gia 1 Tacgia 2

Slide 3

Quan ly

Lan

Xe1lXe2 Xe 3 Xe 4

Tacgia 3

d
_I

Yéu ciu:
7. Tao méi 1 file trinh chiéu.
8. Vao ché do Slide Master view, thuc hién:
- Dinh dang phan Footer c6 Font size = 20
- Dinh dang dong chir tiéu dé canh 1¢ giita, mau do va Font size = 40
9. Tro lai ché d6 Normal view dé nhap ndi dung 3 slide nhu 3 hinh slide mau bén trén.
- Slide 1:
o Dung WordArt va dinh dang Text Effects.
o Chen hinh ClipArt véi tir khoa “bus”.
- Slide 2: nhap ndi dung va dinh dang.
- Slide 3: Tao va dinh dang so dd SmartArt.
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10. Dung chtrc ning chén Header & Footer dé chén sb tht tu slide va nhép ho tén minh
thay vao muc Téc gia (Footer).

11. Chon hiéu tng chuyén trang (Transition) bat ky cho 3 slide tu 14t trang sau 10 gidy
khong can nhip chudt.

12. Tao hiéu tng nhdn manh (Emphasis) tén Pulse cho hinh ClipArt ¢ slide 1, hiéu tng
kéo dai 2 giy, lap lai 3 1an.
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