SACH GIAO BAI TAP
MON TIN HOC VAN PHONG




CHUONG I: MICROSOFT WORD
I. Muc dich

Gitp sinh vién st dung thanh thao Microsoft word 2010 dé soan thao
va trinh bay mot trang van ban hoan chinh theo mau, st dung mot s6
cong cu phu trg nham xu ly van ban mot cach nhanh nhat

I1. Yéu cau dat dwoe

Hiéu va thanh thao céc thao tac co ban cua Microsoft word 2010 , lam
duogc cac phan yéu cau thuc hanh cua cudn bai giang tin hoc dai cuong

III. Thoi gian thyc hién
G10 thyc hanh trén phong may theo sy phan cong cua phong dao tao
IV. N¢i dung
1.1. CAu héi 6n tap li thuyét
CAU HOI ON TAP CHUONG I1: MICROSOFT WORD
1. Néu céc cach khoi dong va thoat khoi chuong trinh Microsoft Word?
2. K& tén mot sb thanh phan co ban trong méi truong 1am viée ciia Microsoft
Word? Néu y nghia cia viéc st dung thanh cong cu trong soan thao?
3. Sau khi khoi dong chwong trinh Microsoft Word, néu khéng thdy xuét hién
cac thanh cong cu ta c¢6 thé cho hién thi bang cich nao?
4. Ké tén mét sb thao tac co ban co thé dinh dang cho véan ban?
5. Trong qué trinh soan thao van ban, nguoi ta co thé chén nhimg ddi twong
nao vao van ban?
6. Soan thao van ban trén Microsoft Word cé thé chén ddi twong bang biéu
vao van ban hay khong? Nhing thao tic 1am viéc véi bang biéu nhu thé
nao?

7. Néu cac budc dinh dang trang in va in an tai li¢u?



CAU HOI ON TAP CHUONG 2: MICROSOFT EXCEL
8. Néu céc cach khoi dong va thoat khoi chuong trinh Microsoft Excel?

9. Ké tén mot so kiéu dir liéu va phéan biét cac kiéu dir liéu do?

10. Pia chi cia 6 (vung) dugc chia lam méy loai? chi ra sy khac nhau ban chét
gitra cac loai dia chi d6?

11. Hay néu ct phép cua cong thirc khi st dung ham? Ké tén cac ham trong
nhom ham toan hoc, nhém ham chudi, nhém ham ngay thang, nhoém ham
diéu kién d3 hoc va cong dung cua cac ham do6?

12. Trinh bay ct phéap cua cac ham diéu kién: If, Sumif, Countif. Cho vi du?

13. Trinh bay ct phap ctia ham Vlookup va Hlookup? Lay vi du phan biét
cach st dung hai ham trén?

14. Phan biét ving dir liéu va ving tiéu chuan? Néu yéu cau ctia mot s tiéu
chuan da hoc?

15. Trinh bay cac budc trich loc, rut trich dir li¢u?

16. Ké tén mot s6 ham co sé dit liéu da hoc va cong dung cua cac ham do6?

CAU HOI ON TAP CHUONG 3: MICROSOFT POWERPOINT
Khong c6



PHAN I: MICROSOFT WORD
BAI TAP WORD 1
(Noi dung: Trinh bay font chir)
Grinh bay font chiv

Hay soan thdo vdn ban va dinh dang theo mau sau:

Winword la mét chuong trinh xtr ly van ban manh, ngoai cic chirc nang giup nguoi su
dung g6 nhanh va ding mot vian ban, né con cho phép chiing ta dé dang chén cac ky tu dic biét
vaovanban nhu “©O ® LI & X Y0 { & = = & © & & # “, lam cho vdn ban phong pht
hon.

Chung ta c6 thé nhap van ban ¢ dang chit thuong hoac CHU IN dé rdi sau d6 c6 thé
d6i sang mot kiéu chir thich hop. Cac 1énh thuong ding trong van ban c6 thé trinh bay nhanh
nho biéu tuong ‘B (Bold) dé tao chir dam, £ (Italic) dé tao chit nghiéng, U (Underline) dé
tao ra chit gach dudi, hay két hop ci ba.

Ngoai ra con ¢6 cac 1énh khac cau ky hon phai vao menu dé trinh bay nhu: Words Only

cham, Strikethroush tao ra ehitsach gifra, cic 1énh SP' va subeript 1UP chung ta tao duoc
mot biéu thirc don gian c6 dang nhu a,X*> + b, Y = 0, tir cach gd chit thuong cé thé doi sang
dang CHU IN hoic CHU CO KICH THUOC NHO HON nho vao 1énh ALL CAPS hodc
SMALL CAPS. Khoang cach giita cac ky tu ¢ thé thay d6i d& dang nhd ding céc 1énh trong
Spacing:

Normal Trung tam tin hoc

Expanded  Trung tam tin hoc

Condensed  Trung tim tin hoc
Céc font chir tiéng Viét thuong duge dung trong van ban:

Times New Roman, Normal, Italic, Bold, Bold Italic

Arial, Normal, ltalic, Bold, Bold Italic

Verdana, Normal, Italic, Bold, Bold Italic

Tahoma, Normal, Italic, Bold, Bold Italic

CASTELLAR, BOLD, BOLD ITALIC

Monotype Corsiva, Italic, Bold Italic

Courier New,Normal,Italic, Bold, Bold Italic

Benguiat Bk BT, Normal, Italic, Bold, Bold Italic

Sciipt MG Bald, Newvmal, Jtalic, Beld, Beld JtalichALGERIAN, NORMAL, ITALIC,

BOLD, BOLD ITALIC
Ghi chu: Luu van ban voi tén D:\HoTen\Bai tap Word 1(chon Save as type:Word 97-2003
Document(*.doc))

BAI TAP WORD 2
(Noi dung: Trinh bay Paragraph)
Yéu ciu 1: Nhap ndi dung vin ban sau. Sau d6 sao chép thanh 3 doan. Dung chirc ning canh
1¢ doan van ban (Home—> Paragraph—> Alignment: left, center, right, justify) dé 14n luot dinh

dang doan vin ban va quan sat két qua hién thi



Me yéu con nén me phai héi xem con sdp di dau, véi ai, khi nao vé. Me yéu con nén me mudn
con tiét kiém tién dé mua mot chiée xe dap di hoc cho dit cha me thira sirc mua cho con. Me
yéu con nén me im lang va dé con tw kham pha ra rc%ng nguoi ban than nhdt ciia con khong 16t
Yéu cdu 2: Nhip ndi dung vin ban sau. Sau d6 sao chép thanh 4 doan. Dung céc chirc
nang trong Home->Paragraph> Chon phan Indentation: First Line, Hanging, Left, Right dé
lan luot dinh dang timg doan van ban va quan sat két qua hién thi.

Truong Dai hoc Nong lam Thdi Nguyén dwoc thanh ldp ngay 19 thang 9 nam 1970
theo Quyét dinh s6 98/TTg ciia Thii twéng Chinh phii. Tén ciia truong dd cé nhiéu thay doi
qua nhiéu thoi ky dé phu hop voi nhiém vu va yéu cdu cua thuc tién: Truong Dai hoc Ki
thudt mién nii (tie 9/1970 dén 01/1971); Trieong Pai hoc Nong Lam mién niii (tir 02/1971
dén 02/1972); Trwong Pai hoc Nong nghiép III (tir 3/1972 dén 3/1994). Ngay 4 thing 4
nam 1994 Chinh phi ra nghi dinh 31/CP vé viéc thanh ldp Pai hoc Thdi Nguyén, truong
tro thanh don vi thanh vién cua Pai hoc Thdi Nguyén voi tén goi la Truong Pai hoc Nong
Lam Thai Nguyén.

Yéu cau 3: Sao chép doan vin ban trén (doan chua dinh dang) thanh 2 doan, thuc hién 1énh
Home—>Paragraph—> Chon Spacing, dinh dang before, after vdi khoang cach 1a 6pt cho tirng
doan van ban trén. Pinh dang line spacing cho doan van ban cudi cung la 1.5 lines va doan
van ban dau tién c6 multiline-at 1.3.

Ghi chu: Luu van ban voi tén D:\HoTen\Bai tdp Word 2(chon Save as type:Word 97-2003
Document(*.doc))

BAI TAP WORD 3
(Nhéi dung: Column, Dropcap, Border and Shading, Picture)

TRUONG DAI HOC NONG LAM- PAI HOC THAI NGUYEN

: -' Yruong Pai hoc Nong lam Thdi
Nguyén dwoc thanh Ildp ngay 19
thang 9 nam 1970 theo Quyét dinh

$6 98/TTg ciia Thii twéng Chinh phii. Tén

ciia trwong dd cé nhiéu thay déi qua
nhiéu thoi ky dé phi hop véi nhiém vu va

Véu cau cua thuc tién: Truong Dai hoc Ki

thudt mién nii (tie 9/1970 dén 01/1971);
Trwong Pai hoc Nong Lam mién nii (tir
02/1971 @én 02/1972); Truong Pai hoc
Néng nghiép III (nr 3/1972 dén
3/1994.Trwong BPai hoc Nong Ldam
dwoc Nha nwoc giao nhiém vu dao tao
can bo khoa hoc ky thudt nong, ldm

nghiép co trinh do Pai hoc va Sau dai
hoc, la Trung tim nghién ciu va
chuyén giao cdc tién bo khoa hoc ky
thudt phuc vu phdt trién kinh té, xa hoi
bén vitng & cdc tinh trung du, mién nii
phia Bdc Viét Nam.
Tif ngay thanh lgp dén nay, Nha
trweong da khéng ngieng phdt trién,
truong thanh va khang dinh dwoc vi
tri trong diém so mot, thuc hién nhiém vu
cung cap nguon nhan lic c6 trinh dg cao
vé linh viec nong, lam nghiép cho khu viee.
7 chuyén nganh dao tao thac si va 7
chuyén nganh dao tao tién si.



:TRUO’N G })AI HOC NONG LAM- SU MANG CUA TRUON Gn

il 2P

"Dao tao cdn bo co trinh do dai hoc va sau dai hoc, nghién ciru va chuyén giao khoa hoc cong

nghé vé linh viec néng lam nghiép, phdt trién néng thén, tai nguyén va méi truong, phuc vu phat

trién kinh té xa hgi cdc tinh trung du, mién nui phia Bac Viét Nam”.

St mang — Muc tiéu — binh hwéng

e Sw mang cua Nha
trwong: "Dao tao cdn bo
co trinh do dai hoc
va sau dai hoc, nghién cvu
va chuyén giao khoa hoc
cong nghé ve linh vuc
nong lam nghiép,” phdt
trién nong thom, 1ai nguyén
va moi trwong, phuc \vu
plidt trien” kinh'té xa hoi
cac tinh trung du, mién niki

phia Bic Viét Nam .

e Muc tiéu gido duc
cua Nha trwong: "Dao
tao doi ngii can b ky
thugt nong lam nghiép
trinh d¢ cao ¢6 pham chit,

dao duc, co kiéen thuc va

nang luc thuc hanh, co

e Dinh hwdéng phadt
trién cia Nha trwong:
"Phdn ddu dén nam 2015
tro thanh mét trong nhitng
trung tém hang dau cia
Viet Nam trong dao tao,
nghién cieu va chuyén giao
khoa hoc céng nghé ve
linh viee nong lam nghiép,
phadt trién néng thon, tai
nguyén va moi truong,chi
dong va ndng cao hiéu

qua hoi nhdp quoc te.”

Ghi chu: Luu van ban voi tén D:\HoTen\Bai tdp Word 3(chon Save as type:Word 97-2003

Document(*.doc))

BAI TAP WORD 4

(Noi dung: Bullets and Numbering, Border and Shading)

1. Dung chtrc nang Bullets and Numbering, Border and Shading dé dinh dang doan van ban

% Cdch duy nhat dé cé ban bé la chinh ban than minh phdi la mét ngieoi ban - Emerson

% Ban c6 yéu doi khong? Viy dieng phung phi thoi gian vi chat liéu ciia cude song dwege lam

bang thoi gian — Franklin.

% Thoi gian khéong do lwong bang ndm thdng ma bang nhiing gi ching ta lam duwoc

(H.Cason)

% Hay suy nghf tat ca nhitng gi ban néi nhung dirng ndi tdt ca nhitng gi ban nghi — Delarme

2. Dung chtc nang Bullets and Numbering dé trinh bay doan vin ban sau:
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I. PINH DANG DOAN VAN
Mot doan vin (paragraph) gdm mot hodc nhiéu dong dugc két thuc biang phim Enter.
1. Cdc dang trinh bay doan vin bdn
a. First line
b. Hanging Indent
Left Indent
d. Right Indent

i

2. Dinh dang doan van phirc tap:
Pé dinh dang doan vian phirc tap hon, str dung 1énh Home/Paragraph:
» Muc Alignment
» Muc Indentation
» Muc Special
» Muc Spacing
» Muc Line Spacing
II. TRINH BAY POAN VAN BAN DANG LIET KE
1. Ding cdc biéu twong trén thanh formatting
2. Dung menu I¢nh
» Loép Bulleted
» Lo6p Numbering

Ghi chu: Luu van ban voi tén D:\HoTen\Bai tdp Word 4(chon Save as type:Word 97-2003
Document(*.doc))
BAI TAP WORD 5
(No6i dung: Tab két hop vdi Ballets and Numbering,

WordArt, ClipArt, Comment)

Tén ca khiic Tdc gid Ca si thé hién
1. Ly ruou mimg....... Pham Pinh Chuodng...... Kiéu Nga
2. Anh cho em mia XUGn.......NUYEN HiéN..vwveevrevrerrssne Eli Phuong
3. Nhac khuc tinh xudn.......... NRGE NGAN covvveerrerorssrreorsssrerissssserissssees MNiNi
4. Pém ving chiéu xudn..Trdan Thiéu Thanh ... Duy Quang
5.Pan do mua xudn ... PRAIM THE MY o Thuy Vi
6. GAT XUAN cenneeererarrerssrercrsaraneerreans Y 7 V4 7 OO y Lan



CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Ty Do - Hanh Phic
(G240
PON XIN NHAP HQC
CHUONG TRINH PAO TAO
BAC ST MAY TINH THUC HANH

Kinh giri: Trung tdm dao tao Cong Nghé Thong Tin XYZ(XYZ tao comment: Ba Sao)

13 (V' 1<) o R NAM(NT) eeereeisnessenssencsnissancss secssnessanssseesssesssessaness o
S6 CMND: ..ccreneee NEAY CAP: werrerrersenees Noi cap:
Ngay sinh: .cceeveenes Nguyén quan (theo CMND): cuuuiciveccsnncsseissancssnncs srsssssssssssssssssosases
D12 Chi lIEN 1AC: veierreicssanicssanicssaneoss sanessansessanscssassossasscssas sesssssessssssssssssssasssssases sossassssnsssses
Lién hé: )
Dién thoai ban (cé ma Tinh/Thanh Pho): eecccecreversrssanssessancses sovrsnessnnssassansanssenes
Dién thoai di AONE: ceeeeeererssensecssrssanssrsss srsssssssssassssssasssssssssssss ssssassssssssssassssssssssasss
EMAILL coiiiriiisninnnnnsncnsninsns sosunssassssssssssssssnssssssss sossssssssssssssssssssssssssssss sesssssssssssassss
Dia diém du dinh s& dang kY hoc (Tén chi NHANN): cuecuecueeseesessessersessessens sesessessesessessnsenses
CONG VIEC NICN NAY: evrersressaresssrsssresssnsssns sossesssssssssssssssssesssssssss sosssssasssssssssssssssssssessas soses
Trinh do hoc van: ‘ .
O Chua c6 bang O Bang PTTH
O Béang cao dang O Bang Dai Hoc
Tén truong: B ) 4 177570152721 1 0 LN

Sau khi tim hiéu va nghién ctru k§ chuwong trinh do tao cta truong, t6i xin duoc dang ky tham
gia khoa dao tao Bac ST Mday Tinh Thuc Hanh:
O Chuyén khoa PC 0O CK Mang va Bao mat.
O Chuyén khoa stra chita dién t¢ O CT cu nhan CNTT
T6i ¢6 nguyén vong theo hoc khéa Bac si May Tinh Thuc Hanh. Néu duoc nha truong chap
nhén, t61 xin cam doan:
- Nghiém chinh chip hanh ndi quy, quy ché dao tao cua nha truong dé ra.
- Tham gia hoc tip va ndp hoc phi day du.
............... Ngay....... Thang.....Nam .....
Nguoi dang ky (ky,ghi rd ho tén)
Ghi chu: Luu van ban voi tén D:\HoTen\Bai tdp Word 5(chon Save as type:Word 97-2003
Document(*.doc))



BAI TAP WORD 6
(Noi dung: Table, Tab trong Table)

Soan thdo van bdn co ndi dung sau:

KET QUA TRAN DPAU
BANG A
Mga-Tvean 2-0 | Singapore-Tean 0-5
Vit nam — Singapere 1-0 | Singapere-MNga b |
Vidt nam — Nga 1-0 | Wigt Mam — Fean 2.2
BANG B
Malaysia — Bungari -1 | Bungary — Trung 1.2
q MDA{C
Flan QPude — Trung 2-1 Flan qudc —Bungari | 5-1
q LplO'(C
HamQube = Malapsla: | 534908 | Teomg Quide= 7-1
Malaysia

¥ Phis hop cho noc vién dang i idm
v' Hoc vién dd cd chuing ohi CNIT cd thé disoc
mign mot 80 mon cia chweomg trinh hoc

% THONG TIN CA NHAN &

Meawthane ndfrstnhcosmeenmnnsesssamsnnig
G tinh: Narm O Nix O

T Ly B L e
Frén thoat

z
INFORMATIC OF

BAC HOC DU KIEN
(danh dau vao hic muin ding ky)
Caw Dirg Dl Hoe Thac s% Tién s§
O O O

Hoténvachlr by HV .,

Ghi chu: Luu van ban voi tén D:\HoTen\Bai tdp Word 6(chon Save as type:Word 97-2003
Document(*.doc))



BAI TAP WORD 7
(Table, Tab & Fomula trong Table)

HOA PON DICH VU BUU CHINH

Ky hiéu: BH/2003T
23013 e 1< o W
HO t€N NGUOT G .eovvivieeieiieeeieciieies ettt ee b srees 2ebeeseenseeseens
PIA CHI oo e e o
Ho t€n nguoi NHAN ...cooviiieiiicieee e e
DA ChL oo e e o
TEN VA SO HIEU DICH VU | THU CHUYEN | THANH
SU DUNG TIEN TIEN
Sé tién (1) 300 000
Khbi lugng
Cudc chinh (2) 5460
Cudce dich vu dac biét (3) 0
Cong cudce 5 460
Thué sudt GTGT:10%x(2+3) = Tién thué GTGT (4) 546
Tdng s6 tién thu (1+2+3+4) 306 006
SO tién Viét bANG Chll: «.oooovvoeeeeeceeecee e e
Ngay......... thang... .... ndam
Nguoi gui ky

Nhan vién vién giao dich ky

Ghi chu: Luu van ban voi tén D:\HoTen\Bai tdp Word 7(chon Save as type:Word 97-2003
Document(*.doc))
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BAI TAP WORD 8
(Noi dung: Equation, ClipArt)

Soan thao cong thirc sau:

L& _Na sin’x = 12" ?=lzn:Y-
b n—\/ b 1+tg2x n - !
+ ” 71-+1
tg(aib):M I(ax+b) dx=<ax+b) +c v6i a=0,n#0
1+1ga.tgb a(n+1)

l+cosx khi x>«

Cho f(x)={ 2  khix=r Tm lim f(x)

2 X—>7

1—-x khi x <7

n— o 0 Va2 _x2n

Ghi chu: Luu van ban voi tén D:\HoTen\Bai tdp Word 8(chon Save as type:Word 97-2003
Document(*.doc))

n
. 1 1 B 2 nl
lllllﬁ{ln(l + ﬁ x=2 I x—dx (a>0,neN)

BAI TAP WORD 9
(Noi dung: Sw dung thanh Drawing va cdc thao tdc
Copy, Group)

Vé mo hinh sau:

SO PO TO CHUC CONG TY

l[ HOQI PONG QUAN TRI

[[ GIAM POC

PHO GIAM POC PHO GIAM DOC _| PHO GIAM POC
KINH DOANH KY THUAT PIEU HANH

4 1\
»  Phong Marketing & Phong Hb trg Phong Hanh chinh
Phat trién thi ’ L Khach hane Ouan tri

( 1\ ( 7\
5|  Phong Kinh >  Phong Phén _,[ Phong Ké toan ]
dnanh mam

L%  Phong Dy 4n | Phong Thiét ké &
Mulitimedia

IT



Ghi chu: Luu van ban voi tén D:\HoTen\Bai tdp Word 9(chon Save as type:Word 97-2003
Document(*.doc)) .
BAI TAP WORD 10

(Ngi dung: Soan thdo van bdn, In vin bdn)

THE INTERNET

a

GIA BINIH

fm doe @éo ehl eb tal FPT

B& o, thang nay Mién phi 3 gid mdi ngay
con di tigt kidm Tie IR h— 21 1
chi phi Sfl' dung trong sudt thii han ste dung thé
internet rat nhigu
énh gia Théi gian st dung | Théd han sy dung
50.000 nghin 10 g1y 15 ngay
100.000 nghin 20 gi% 30 ngay

¥ V& 50,000 nghin trong 15 ngay od thi =i
dung internet d8n 55 gi&

¥ Wéi 100,000 nghin trong vong 30 ngay b
thé truy clp, £ nhin email va chat 18n 48n
110 gitv

Hiay tham gia cudce thi

P 4 c:ézd’l‘ o fﬂik‘? f)éﬁ:fkjr oeFE f{m‘? %ﬁ'g_&j % i
tai httpfwebsite fptnet com.wn

9330356
E'.p.' Trung tém Internet FPT &8 giao thd tn not
57 Tréin Qué:[: Thao, .3 Email: marketing@hem. fipvn 8214160
1?5&;%?1 75L& Thi Héng Gam, Q.1 Website: www fotnet Com wn 4 o whe wh i oo kF fadr
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2.1. Muc dich

PHAN II: MICROSOFT EXCEL

Giap sinh vién str dung duge Microsoft excel 2010 dé xay dung mot
co so dit liéu hoan chinh nham giai quyét cac bai toan thuc té, biét

cach str dung céc ham tinh toan co ban trong excel, va cach thong ké
nhitng thong tin can thiét

2.2. Yéu cu dat duoc

Hiéu va thanh thao cac thao tac, cac ham tinh toan co ban cua

Microsoft excel 2010 , 1am duogc cac phén yéu cau thuc hanh cua cudn
bai giang tin hoc dai cuong

2.3. Thoi gian thyc hién

Gi10 thyc hanh trén phong may tinh theo sy phan cong cua phong dao

tao

2.4.N¢i dung

BAI 1: Cho bang tinh sau:

BAI TAP EXCEL 1

A | B | C D E | F G
1 BANG CHI TIET BAN HANG
Khbi . Nga L
2| STT | Mahang | lugng | Khéchhang | 1o | Don nfaff Neay tra
(kg) hang gia hang tien
3| 1 |DP11500L1 Nguyén Thanh ? ? 12/10/06 | 25/10/06
4| ? |L21000L1 Nguyén Ngoc ? ? 05/10/06 | 25/10/06
5| 2 |D30000L2 Ly TAm ? ?2 10/12/06 | 11/12/06
6| ? |D21100L1 Tran Minh ? ? 08/05/06 | 18/05/06
71 2 | K50000L2 Nguyén Cuc ? ? 09/07/06 | 25/07/06
8| ? |K35000L1 Lé Sau ? ? 20/10/06 | 25/10/06
9| 2 |KI10000L2 Nguyén Hoa ? ? 26/07/06 | 27/07/06
10, ? |L15000L2 Vii Tan ? ? 27/08/06 | 28/08/06
11| ? | D23000L2 Lé Phic ? ? 10/06/06 | 12/06/06
12| ? | P40000L1 Nguyén Minh ? ? 05/05/06 | 15/05/06

13




Yéu cau: Sir dung cong thirc tinh todn va cic ham trong Excel dé hoan thanh bang tinh trén.

Thuc hién cac cong viéc sau:

A

10.
11.
12.
13.
14.
15.
16.
17.

Nhap cot STT tu dong
Dinh dang c6t Ngay nhén hang va Ngay tra tién theo dang dd/mm/yyyy
K¢ lai khung cho bang véi vién khung 13 nét d6i, 6 mau nén dong tiéu dé cot
Dién dir liéu cho cot Khoi lwgng biét: Khoi lwgng 13 céc con sb trong c6t Ma hang
Tén hang dugc cho nhu sau: Néu ki ty dau cua cot Ma hang 1a D thi Tén hang 1a Pam,
néu 1a L thi tén hang 1a Lan, néu 12 K thi tén hang 1 Kali.
Cot Pon gia duoc cho dwa vao 2 ki tu cudi ciia cot Ma hang, mit hang Pam L1 c6 gia 1a
3000d/1kg, Lan L1 c6 gia 2700d/1kg, Kali L1 c6 gia 3100d/1kg; cac mat hang L2 c6 gia
thdp hon L1 600d/1kg (Ttrc 1a Pam L2: 2400, Lan L2 2100, Kali L2: 2500)
Chén thém c6t Tién giam va cot Thanh tién vio phia bén phai ctia cot Ngay tra tién sau
d6 tinh gia tri cho cot Tién giam nhu sau:
Néu khach hang tra tién trong vong 10 ngay ké tir ngay nhan hang thi s& duoc giam 30%
s6 tién phai tra.
Nguoc lai khong dugc giam gia.
Tinh c6t Thanh tién = Khoi lugng * Pon gia - Tién giam, sau d6 dinh dang lai cot
Thanh tién st dung ddu phay dé ngan cach giira cac s6 hang nghin.
Chén thém 1 dong vao cudi bang sau d6 Tinh tong cong cua cac cot: Khoi lwong, Thanh
tién
Tinh trung binh cdng cia cot Giam gia
Pém xem c6 bao nhiéu khach hang trong danh sach
Pém xem c6 bao nhiéu khach hang mua mit hang Pam
Dém xem c6 bao nhiéu khach hang khéng dwoc Giam gia
Pém xem c6 bao nhiéu khich hang ho Nguyén
Tinh tong tién Thanh tién cia nhitng khach hang dugc Giam gia
Tinh tong tién Thanh tién thu dugc ciia mat hang Kali d3 ban
Tinh tong khdi lugng mat hang Lan di ban
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BAI TAP EXCEL 2

A B | ¢ | p | B | F | G | H | I

1 BANG LUONG CAN BQ - CONG TY THUC PHAM HAI HA
A , Lwon Nga Phu Tam | Thuc

2 | STT Ho tén Churc vu CB g cﬁgng chp cV Lwong l’l‘;lg linh
3 | 1 |NguyénMinh NV 15000 24 ? ? ? ?
4 | 2 | Phan Quc BV 10000 30 ? ? ? ?
5/ ? |PdTu TP 30000 27 ? ? ? ?
6 | ? |HaMinh GD 50000 28 ? ? ? ?
7 | ? | D6 Huynh PGD 40000 29 ? ? ? ?
8 | ? | Tran Boi PP 25000 29 ? ? ? ?
9 | ? | Phan Minh NV 20000 30 ? ? ? ?
10| ? | Nguyén Thai PP 30000 30 ? ? ? ?
11| ? | D6 Minh NV 15000 28 ? ? ? ?
12| ? | DPang Thién BV 10000 23 ? ? ? ?
13| ? | HaNgoc NV 15000 24 ? ? ? ?
14| ? | DdKiéu NV 15000 29 ? ? ? ?

Yéu cau: Sir dung cong thirc tinh todn va cic ham trong Excel dé hoan thanh bang tinh trén.

Thuc hién cac cong viée sau:

1. Nhap c6t STT tu dong

2. Tinh c6t Phu ¢Ap CV nhu sau: néu chic vu 1 GD thi dugc phu cip 500.000, 1a PGD thi
dugc phu cép 400.000, 1a TP hoic PP thi duge phu cdp 300.000, trudng hop con lai thi dugc
phu cép 1a 250.000.
3. Tinh cot Lwong = Lwong CB x Ngay cdng, biét rang s6 ngdy 1am viéc quy dinh trong

thang 14 25 va néu 1am hon thi s ngay vuot dugce tinh gp doi.
4. Tinh c6t Tam @ng nhu sau: néu 1a GD hodc PGD thi dugc tam ung 500.000, néu 1a TP thi
duoc tam ung 400.000, néu 13 PP thi duoc tam ung 350.000, néu 1a NV va lam trén 28 ngay thi
dugc tam ung 300.000, con lai dugce tam ung 200.000.

A S B Y

Tim Lwong cao nhat va thip nhét

bém s nguoi cé chue vu la NV

10. Dém s nguoi tén 1a Minh

Tinh trung binh cdng cia cit Lwong

Tinh c6t Thwe linh = Luong + Phu cdp CV — Tam ng
Tinh téng cong cua cot: Phu cip CV, Tam tng

11. Tinh tong phu cap CV cua nhitng ngudi ¢ chirc vu la BV

12. Tinh téng lvong ciia nhitng ngudi co ngay cong >=28

13. Tinh téng thuc linh cta nhitng ngudi ¢ ho Do
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BAI TAP EXCEL 3

A | B | C | D | E

1 BANG THUONG - PHU CAP CHI TIET

2 |STT Ho va tén Mi NV | Songay LV| Ngay sinh
3 | 1 [NéngNgocLam A352BC ? 12/12/1960
4 | 2 | Hb Minh Trung B297BC ? 24/12/1959
5 | ? | Nguyén Diém Kiéu B39HD ? 13/05/1968
6 | 2 | TranThiLéHa A50HD ? 05/05/1970
7 | ? | HOKim Bang B9BC ? 30/08/1972
8 | ? |LyThiCa B125HD ? 10/10/1970
9 | ? | Ho6 Minh Chau A15BC ? 08/10/1967
10 | ? | Ngo Thi Phuong Kiéu | A289HD ? 08/07/1966
11 ? | H6 Quang Huy Al111BC ? 12/12/1971
12 | 2 | Tran Bang Kiéu A55HD ? 05/04/1970

®* Yéu ciu: St dung cong thic tinh toan va cdc ham trong Excel dé hoan thanh bang tinh

trén. Thyc hién cac cong viéc sau:

1. Cheén sau cot Ngay sinh cac cot sau: Tudi, Thwong, Phu cap, Tong cong, Dién giai

2. Nhéap cot STT ty dong

3. S6 ngay LV dya vao c6t Ma NV nhu sau: néu ki ty dau 1a A va 2 ki tw cudi 1a BC thi s6
ngay lam 1a 25 ngay, néu ki ty dau 1a B va 2 ki tu cudi 1a BC thi s§ ngay lam lam 1a 26
ngay, truong hop khac thi s6 ngay lam 1a 28 ngay.

4. DPinh dang cft Ngay sinh theo dang dd/mm/yyyy

5. Dién dit liéu cho cot Tudi

6. Dit li€u cho cot Thwéng nhu sau: Néu 2 ki tu cubi la BC va sb ngay lam viéc = 26 thi
dugc thuong 450000, néu 2 ki tw cudi 1a HD va s6 ngay lam viéc = 28 thi dugc thudng
300000, con lai thi thudng 150000.

7. Tinh cot Phu cép nhu sau: néu nhitng nguoi ¢6 ho Nong hodc Ho thi nhan duoc phu cép
450000, nhitng ngudi c6 tén 1a Kidu va c6 ky tu bén trai Ma NV 1a A thi duoc phu cap
350000. Con lai khong duoc phu cap.

8. Pién dit liéu cho cot Tong cong = Thudng + Phuy cip

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

10.Dém s6 ngudi da vao Bién ché

11.Dém xem trong danh sach c6 bao nhiéu ngudi cé chit dém 13 Thi

12.Tinh téng phu cip cua nhiing ngudi 1a Hop dong

13.Tinh tong thudng ctia nhirg ngudi khong phai ho Ho
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BAI TAP EXCEL 4

Al B | C | D E F
1 THU VIEN TRUONG PH NONG LAM
2 | STT | Ma sach Ho tén Tén sach | Ngay muwon | Ngay tra
3] 1 TD6 | Trwong Van Ut ? 09/02/2006 | 28/02/2006
41 2 TT8 | HO Hai Tricu ? 30/04/2006 | 14/05/2006
5| 2 TK5 | Nguyén Vin Tan ? 05/05/2006 | 25/05/2006
6| ? TH8 | Lé Hai Tu ? 05/05/2006 | 16/05/2006
71 2 NP9 | Lé Van 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
11| 2 TT6 | Nguyén Vin Tén ? 27/08/2006 | 28/08/2006
12| ? TK7 | Nguyén Thi Quy ? 12/10/2006 | 28/10/2006
13] 2 LS4 | Tran Van Phong ? 20/10/2006 | 26/10/2006
14| 2 TH5 | Tran Thi Thuy ? 24/10/2006 | 20/11/2006
A | B | C

17 BANG MA LOAI VA TEN SACH

18 | Ma loai Tén sach Sach mugn

19 TK Tham Khao ?

20 TH Tin hoc BC ?

21 NP Nha nudc & Phap luat ?

22 TD | Tu Pién ?

23 LS Lich St Bang ?

24 TT Tiéu Thuyét ?

Yéu cdu: Str dung cong thirc tinh toan va cdc ham trong Excel dé hoan thanh bang tinh trén.

Thuc hién cac cong viéc sau:

1.

2
3.
4

A SR

Cheén vao sau cot Ngay tra cac cot sau: Nhan xét, Tién phat

. Nhap cot STT tu dong

bién dir li€u cot Tén sach dua vao Ma sach va Bang ma loai va tén sach

. Dit liéu cho c6t Nhan xét nhu sau: Néu tra truée 10 ngdy thi ghi nhan xét 1a Trong

giGi han cho phép, néu tra tir 10 dén 15 ngay thi ghi 13 Ding han, nguoc lai thi ghi 1a
Qua han cho phép.

Tinh cot Tién phat biét rang chi duoc muon tdi da 13 15 ngay, néu qué sb ngay cho
phép thi s& bi phat 20000 nhan vdi s6 ngay qué han, nguoc lai thi khong bi phat.
Trong bang Ma loai va tén sach, thong ké Tong s6 sach dugc muon theo Tén sach.
V& biéu d6 thé hién Tong sé sich d3 muon cia timg loai sach

Tinh Téng tién phat ctia loai sich TD.

Dua ra man hinh thong tin v& nhiing sinh vién tra sach ding han
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10. Hay trich loc ra cdc mau tin c6 ngay muon sach trong khoang thoi gian 10/08/2006
dén 10/10/2006.
11. Sap xép bang tinh theo thtr tu ting dan cua cot Ngay Muwon va giam dan caa Tong

tién phat
BAI TAP EXCEL 5
A B C D E F G
s oA Poi twong | Nganh | Piém | Diém | Piém
1| SBD Ho va tén uu tién hoc toan | Hoéa | Sinh
2 | LCOO1 | Trwong Hing ? ? 8 6 10
3 | TB002 | Lyu Hing ? ? 9 7 8
4 | TC003 | Nguyén Tu ? ? 6.5 | 85 8
5 | KA004 | Nguyén Yén ? ? 9 9 0
6 | MB005 | Nguyén A ? ? 8 6 6
7 | TA006 | Ly Hing ? ? 6.5 5 4.5
8 | LC0O07 | Tran Trinh ? ? 8 5 6
9 | MC008 | Tran Hung ? ? 7 7 6.5
10| KB009 | H6 Nga ? ? 9 75 | 45
11| TC010 | Nguyén Thé ? ? 7 0 8
A | B [ ¢ A B C
19 BANG THONG KE 12 BANG PIEM CHUAN
20 | Nganh hoc | Tong s6 | S6 ngwoi dd . . Diém
Bl Tam nghicp ? ? 13| Manganh | Nganhhoc |, <
22 | Méi truong s 2 14 L Lam nghiép 14
23 | Trong trot ? ? 15 M Moi truong 16
24 | Khuyén nong ? ? 16 T Trong trot 14
17 K Khuyén nong 13

Yéu ciu: St dung cong thirc tinh toan va cic ham trong Excel dé hoan thanh bang tinh trén.
Thyc hién cac cong viéc sau:
1.  Dit liéu cho cot Poi twong wu tién dua vao ky tu thr 2 cia SBD nhu sau:
— Néulakity A thi 1a Déi tugng wu tién 1.
— Néu la ki tu B thi 1a D6i tugng uu tién 2.
— Con lai 1a P6i tugng khong uu tién
2. Dién dir liéu cho cot Nganh hoc dua vao Ma nganh (ky tu dau tién cua SBD) va
Bang diém chuan.
3. Chén vao sau cot Piém Sinh cic cot sau: Piém wu tién, Tong diém, Xép thir, Két
qua, Hoc béng
4.  Tinh cot Piém wu tién dya vao Déi twong nhu sau:

— Néu la Béi tuong wu tién 1 thi duoc 2 Piém wu tién
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5.

— Néu Pdi tuong vu tién 2 thi duge 1 Piém wu tién
— Con lai thi khong duoc diém uu tién
Téng diém = Téng diém 3 mén + Piém wu tién

6. Xép thtr theo thir ty ting dan dwa vao Tong diém

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

— Két qua 1a B4 néu Tong diém >= Diém chuin va khong c6 moén nao = 0.
— Nguoc lai két qua la Truot

Trong do: Piém chuén dugc tim dya vao Bang diém chuan.

8. Dit liéu cot Hoc bong nhu sau: néu Két qua 12 BS va Tong diém >24 thi dugc nhan
hoc béng 350000, néu khong mén nao dudi 7 thi duge nhén hoc béng 150000, con
lai thi khong duoc hoc bong.

9. Pém xem c6 bao nhiéu ngudi dd, bao nhiéu ngudi Trwgt

10. Tinh tong Hoc bong cua nhitng nguoi P&

11.Duing cac ham thdng ké dé dién vao Bang thong ké.

12. Trich loc va ghi vao nhitng ving tréng phia dudi cic miu tin théa man nhing tiéu
chuén sau:

— C6ho la Nguyén.
— (6 tén la Hung.
— €6 nganh hoc 1a Lam nghiép hoic Khuyén nong

— Coébiémtoan >=7va<9.

BAI TAP EXCEL 6
A B C D E F
1 | STT Sb xe S6 lwgng | L trinh Ngay di Ngay dén
2 1 20A-1111 7 Pa Lat 12/10/1999 | 23/10/1999
3 ? 22B-1234 12 Nha Trang | 10/05/1999 | 10/05/1999
4 ? 21A-7777 3 Da 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 2 20A-2222 4 Hué 09/09/1999 | 15/09/1999
11 ? 22B-3333 10 Nha Trang | 05/05/1999 | 15/05/1999
12 2 20A-8888 5 CanTho | 09/07/1999 | 25/07/1999
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A | B | ¢ | o | B | F | @

14 BANG PON GIA VA THOI GIAN QUY PINH

15 | Lo trinh Dalat | Nha Trang Hué Handi | Cintho | Long An

16 | Bon gia A | 1500000 1600000 1300000 | 1000000 | 1800000 | 2000000

17 | Pongia B | 1200000 1400000 1100000 | 800000 | 1650000 | 1850000

18 | Thoi gian 3 4 6 8 3 5

Yéu cau: Sir dung cong thirc tinh toan va cac ham trong Excel dé hoan thanh bang tinh trén.
Thuc hién cac cong viéc sau:
1. Chen sau cot Ngay dén cac cot sau: Pon gia, Trong tai cho phép, Cwéc phi, Pon vi
thue hién, Thoi gian di, Thuwéng, Tong tién
Nhap cot STT tu dong
3. Tinh Pon gia dwa vao Lo trinh va Bang don gia va Thoi gian qui dinh, d6i véi xe chira

N

ky tu A thi lay Pon gia A, nguoc lai ldy Pon gia B.

4. Dit liéu cho cot Trong tai cho phép va Pon vi thue hién dua vao s6 xe va Bang quy
dinh trong tai cho mdi loai xe.

5. Tinh c6t Cuée phi= S6 lwgng * Pon gia. Trong d6: Pon gia 1a nguyén gia néu sb luong
khong vugt trong tai cho phép, nguoc lai thi Pon gid 1a 105% nguyén gia.

6. Dién dit liéu cho cot Thoi gian di biét rang: néu Ngay di trung Ngay dén thi Thoi gian di
tinh = 1.

7. Tinh c6t Thwéng nhu sau: Néu thoi gian di khong vuot thoi gian quy dinh (duoc cho
trong bang don gia va thoi gian quy dinh) thi dugc thudng 5% Cudc phi. Nguoc lai khong
dugc thudng.

Tinh c6t Tong tién = Cuwéc phi + Thuwéng
Tinh tong tién thuong ciia don vi Bach Pang

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

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

12. V& biéu d6 cho bang thong ké theo 16 trinh

13. Rit trich thong tin vé nhitng chuyén di ti dia diém Da lat

14. Pua ra thong tin vé nhitng chuyén di trude ngay 10/10/1999

15. Sép xép lai danh sach theo thi ty giam dan ciia L trinh.

BAI TAP EXCEL 7
A B C D E F

1| Mahé Chii hé Pia chi Hinh thwe | Chi ’so Chi so

i * - SD truoc sau
2 | A001 |LéVan P.Pong Quang ? 500 700
3 | B002 | Thanh An | P.Quang Trung ? 200 300
4 | C003 | AnKhanh | P.Pong Quang ? 150 400
5| A004 | Qudc Oai |P.Trung Vuong ? 600 670
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6 | CO05 |LéLan P.Quang Trung 100 300
7 | B006 | Hoai Thu P.Tr}rng Vuong 50 200
8 | C007 | Ngo6 Quy |P.Bong Quang 300 450
A | B | C | D E
10 BANG GIA PINH MUC PIEN
11| Ma SD HTSD Dién dinh mirc | Gia dinh mirc | Gia vugt
12| A | Sanxuit 60 1200 1500
13 B Kinh doanh 80 1000 1200
14 C Tiéu dung 120 650 1000

Yéu ciu: Str dung cong thirc tinh todn va cac ham trong Excel dé hoan thanh bang tinh trén.

Thuc hién cac cong viéc sau:

1. Chén vao sau cot Chi so sau cic cot: Pién tiéu thu, S6 vret dinh mirc, Thanh tién
2. Dit liéu cho cot hinh thire sir dung dua vao ki tu dau cua Ma ho va Bang gia dinh murc

dién

3. Tinh c6t Pién tiéu thu = Chi sé sau — Chi s6 trude

4. Tinh c6t S6 vwrgt dinh mirc = Pién tiéu thy - Dinh mirc

Biét rang so dién Dinh mtc dugc lay ¢ Bang gia dién dinh murc

5. Tinh c6t Thanh tién = (Pién tiéu thy - S6 vuot dinh mirc)* Gia dinh mic + S6 vuot dinh
muc * Gia vuot

Biét rang: Gia dinh mutrc va Gia vuot duoc 1dy ¢ Bang gia dién dinh mirc

6. Dém xem c6 bao nhiéu gia dinh 12 ho Kinh doanh.

7. Tinh téng s6 dién tiéu thu cia tirng hinh thure st dung.

8. Tinh S6 dién ma ting phuong tiéu thu

9. Bém xem c6 bao nhiéu ho Tiéu dung dung dién qué 150 sb.

10.
11.
dién <200 sd

12.  Tinh tong thanh tién cia P.Quang Trung va P. Trung Vuong

13.  Tinh téng sb tién thu dugc cia nhitng hd co sb dién tiéu thu nho nhat

14.  Tinh trung binh thanh tién thu duoc cua P.Pong Quang

15.  Tinh s6 tién trung binh thu dugc ctua nhiing hd c6 dién tiéu thu >700

16.  Tim s6 dién 16n nhét, nho nhat ma cc ho da tiéu thy

17.  Sép xép lai bang tinh trén theo chiéu ting dan cua cac hinh thic sir dung.

18.  Trich loc ra nhitng hd c6 hinh thirc sir dung 1a San xudt.

19.  Trich loc ra nhitng hd ¢6 HTSD la Kinh doanh va c6 s dién tiéu thu > 100
20. V& biéu do so sanh so tién thu duoc cta timg HTSD
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BAI TAP EXCEL 8

BANG THONG KE BAN LUONG THUC NAM 2007
A B C E F G
[ A s N Khoi I N
Ma hang | Tén hang | Ngay ban lrgng Don gia | Tién giam | Thanh tién
2 11450 ? 19/01/2007 ? ? ? ?
3 | 2N220 ? 14/02/2007 ? ? ? ?
4 3S300 ? 15/02/2007 ? ? ? ?
5 4L.150 ? 17/03/2007 ? ? ? ?
6 | 5N220 ? 22/01/2007 ? ? ? ?
7 65250 ? 28/03/2007 ? ? ? ?
8 7L440 ? 20/02/2007 ? ? ? ?
9 | 8NI175 ? 15/03/2007 ? ? ? ?
10| 9S270 ? 30/01/2007 ? ? ? ?
A | B | C | D E | F | G | H
11 BANG TEN HANG 11 BANG PON GIA MOI THANG
12 Ma hflllg S N L 12 Mai hz‘lng Théng
13 | Tén hang Sén Ngbé | Lua L 1 2 3
14 S 5000 6000 55000
15 L 7000 8000 9000
16 N 3000 4000 3500

Yéu cau: Sir dung cong thire tinh toan va cac ham trong Excel dé hoan thanh bang tinh trén.

Thyc hién cac cong viéc sau:

1. Dit liéu cot Tén hang dwa vao 2 ky tu dau ctia Ma hang va Bang tén hang

Sl

giam gia 10% cua Thanh tién, nguoc lai thi khong duge giam

A A

Dbém s6 mat hang c¢6 Tién giam lon nhat

Pon gia dugc lay dwa vao Bang don gia mdi thang

Khdi lwong 13 3 con s phia bén phai ciia ¢t Mi hang

Tinh c6t Thanh tién = S6 hrgng * Pon gia — Tién giam
Tinh téng Thanh tién cua mat hang Luia ban trong thang 1
Tinh tng s6 tién thu duoc trude ngay 15/02/2007

Dém xem co bao nhiéu mat hang Nhém ban sau ngay 15

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

10. Tinh Sé tién giam trung binh thu duoc ciia mit hang ban trwée ngay 10/7

11. Tim s tién 16n nhét, nho nhét thu dugc cua mit hang Ngd

12. Trich loc nhitng mit hang 12 Sin hodc nhitng mit hang ¢ 100< s6 lwgng < 220

13. Sép xép bang trén theo chiéu ting dan ciia Tén hang va giam dan cua Thanh tién
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BAI TAP EXCEL 9

A B | C D E

1 | TRUONG PH NONG LAM

2 | BANG LUONG THANG 7/2012

3 STT Ma CB Ho va tén Chire vu Ngay cong

4 1 T16A Nguyén Thi Thuy GD 26

5 2 P27C La Truong Giang PBM 25

6 ? B19B Quach Thi Ngoc KTV 27

7 ? N25C Ly Truong Hai KTV 30

8 ? N13B Huynh Anh Kiét CV 25

9 ? B13A Ng6 Pai nam KTV 28

10 ? N15A Hoang Thi Nhu CvV 23

11 ? T28B Bach Bong Son PGD 27

12 ? P13C Nguyén V5 Minh TBM 24

13 ? N29A Chu Thi Hoai An CV 26

14 ? P26B Chéu Hoang Phu PBM 24

A | B | c | b | E

17 BANG MA LUONG 17 | BANG MA PHU CAP
12 M3 diu " Luong ngay ; 18 g:f‘l Pcvcl;‘“’c Téng
20 T 200000 150000 19| T 0.5 ?
21 P 120000 100000 20| P 0.4 ?
22 N 80000 75000 21| N 0.2 ?
23 R ANNNN 55000 22 R nA3 ?

» Yéu cAu: St dung cong thirc tinh toan va cac ham trong Excel dé hoan thanh bang tinh

trén. Thyc hién cac cong viéc sau:

1.

9 I "N VS I ]

~N O

Chen sau ¢t Ngay cong cac cot sau: Lwong ngay, PC chire vu, PC thim nién, Lwong,
Thué TN, Thyec linh, Tam ng, Con lai.

. Nhap cot STT tu dong

. Tinh Lwong ngay dwa vao ky tu ddu va ky tu thtr 2 cia Ma CB va Bang mi luong.

. Dién dit liéu cot PC chire vu dua vao Bang ma Phy cép cho trén bang phy

. Tinh ¢6t PC Tham nién nhu sau: néu ki tw cudi cia Ma CB 1a A hodc B thi duoc hudng

500000, nguoc lai thi khong dugrc.

. Tinh ¢t Lwong = Lwong ngay * Ngay cong + PC chirc vu + PC tham nién
. Tinh c6t Thué TN theo phuong phép lity tién ting phan (Luong trong khoang nao thi
Thué TN dugc tinh theo ty 1& thué ciia phan d6) nhu sau:
Lwong Thué
<=1000000 0%
<=2500000 3%
>2500000 5%

. Tinh ¢6t Thue Linh = Lwong — Thue TN
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9. Dit liéu cot Tam rng dugc tinh nhu sau: néu chirc vu 1a GD hodc PGD thi s& dugc tam

mg 1/2 thyc linh, néu khong phai 1a TBM va PBM thi dugc tam tng 2/3 thuc linh, con
lai chi dugc tam g 1/3 thyc linh.

10.  Tinh c6t Con lai = Thyec linh — Tam Wng
11. Tinh téng luong cua nhing ngudi la CV
12.  Tinh tong thyc linh cua nhitng ngudi cé ngay cong >25
13.  Tinh tong luong cua nhitng ngudi c6 mé la 2
14.  Tinh tong PC Tham nién ctia nhung ngudi cé ma 1a CV va ¢ s ngay cong >=25
15.  DPém xem co bao nhiéu ngudi khéng dwge PC tham nién
16.  Dém xem co bao nhidu ngudi cé ma la 1
17.  DPém xem c6 bao nhiéu ngudi ¢ ma KTV phai ndp thué TN
18. Tinh trung binh Thué TN cta nhitng can bé ¢ chirc vu 1a GD va PGD
19.  Tim luong cao nhit va lwong thip nhét ciia nhitng can bo 1a CV
20. Théng ké dir liéu cho c6t Tong trén Bang m3 phu cap
21.  Sip xép bang tinh tang dan theo cot Thye linh
22.  Trich lgc nhiing ngudi ma trong ho tén cé chit Thi.
23.  Trich loc nhitng nguoi c6 chuc vu la TP hoac PP.
BAI TAP EXCEL 10
A B C D E F G H
~ R o R e R
1 |sTr| M3 Ho tén Dantpe | i | Difm | Diém | Diem
nganh : : vue toan ly hoa
2 1 A001 | Lu A Dinh Cao Lan | 0OIMN 8 10 8
3 2 B102 | Sung Sang Seo Kho Mu | 03TT 6 6 6
4 ? C111 |Lé Anh Tuin Kinh 01TT 6 8 9
5| 2 | C102 | Tran Van Thinh | Kinh 02VS 5 7 3
6 ? B007 | Lo Mi Téa H’Mong | OINT 7 8 7
7 ? B205 | Vung A Ho Co Ho 02TT 4 7 9
8 | ? | A102 |Ly ThiKiéu Kinh 03TT 5 4 5
9 ? A006 | Sung A Pao H’Moéng | 01VS 7 6 6
10| ? B008 | Lua A Sun KhoMu | 03TT 2 3 4
11| ? | Cl12 |DPd ThiLan Kinh 03TT 7 7 6
12| ? B009 | Leo Ta Phi Co Ho O0INT 5 7 8
13| ? A123 | Léng A Phao H'Mong | 02TT 4 6 8
14| ? C121 | Vang A Sinh Cao Lan | 03VS 7 7 7
15| ? A007 | Ng6 Mai Huong | Kinh 01VS 9 8 9

® Yéu cAu: Str dung cong thirc tinh toan va cac ham trong Excel dé hoan thanh bang tinh trén.

Thuc hién cac cong viéc sau:

1. Nhap cot STT tu dong
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2. Chén vao sau cot Piém héa cic cot sau: Tén nganh, Piém TB, Piém wu tién, Tong
diém, Xép thir, Xép loai, Hoc bong, Két qua
3. Dir liéu cot Tén nganh dua vao ky tu ddu ciia Ma nganh nhu sau: néu 1a A thi d6 1a
nganh Toan, 1a B thi d6 1a nganh Ly, 1a C thi d6 1a nganh Hoa
4. Tinh Piém TB nhu sau: néu thi sinh thi vao chuyén nganh ndo thi diém chuyén
nganh dé dugc tinh h¢ $62
5. Piém wu tién nhu sau:
— Néu la dan toc it nguoi thi vu tién 1 diém
— Néu ¢ khu vuc 01 hodc ¢ VS thi vu tién 0.5 diém
— Con lai thi khong dugc diém wu tién
6. Tinh cot Tong diém = Piém TB + Piém wu tién
7. Xép thir theo thir tu tang dan dua vao cot Téng diém
8. Xép loai dua vao Tong diém nhu sau:
— Néu Téng diém >= 9.0 thi xép loai Xut sic
— Néu 8.0 <= Tong diém < 9.0 va khong mén nao dudi 7 thi xép loai Gioi
— Néu 7.0 <= Tong diém < 8.0 va khong mén nao dudi 5 thi xép loai Kha
— Néu 5.0 <= Téng 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 hoic Gioi thi nhan hoc béng la 350000
— Néu xép loai Kha va 1a dan toc it ngudi thi nhan hoc bong 1a 200000
— Con lai thi khong dugc nhan hoc béng.
10. D liéu cot Két qua nhu sau: néu diém cac mon >=5 va khong xép loai Yéu thi két
qua 13 Puoc 1én 16p, nguoc lai thi 1a O lai 16p.
11.Dém xem c6 bao nhiéu ngudi khong phai 1a dan toc Kinh
12.Dém xem c6 bao nhiéu nguoi 14 dan tde it nguwdi va xép loai Kha
13.Dém xem c6 bao nhiéu ngudi bi ¢ lai 16p
14.Dém xem c6 bao nhiéu ngudi 1a Dan toc Kinh va dwerc 1én 16p
15.Dém xem c6 bao nhiéu ngudi 4 dén tde it ngwdi va khong cé hoc bong
16.Dém xem c6 bao nhiéu ngudi khdong phai 13 dan toc kinh va hoc nganh Toan
17. Tinh tong Hoc bong cua nhitng ngudi 1a dén tde it nguoi
18. Tinh tong DTB clia nganh Héa
19. Tinh tong Diém uu tién ciia nhitng nguoi khong phai 1a dan toc Kinh
20. Tim diém mon Toan cao nhit cua nhitng nguoi 1a dan toc Kinh
21.Tim DTB thip nhat cua ngudi 1a dan tde it ngudi
22.Tinh trung binh cdng DTB cua nhiing thi sinh 1a dan toc Kho M
23.Trich loc nhitng nguoi 1a dan toc Kinh va khong dwge 1€n 16p
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24. Trich loc nhitng nguoi la dan tdc it ngwoi va duge 1€n 16p
25.Sap xép lai bang tinh theo thir ty ting dan cua Xép thir
CHUONG III: MICROSOFT POWERPOINT
3.1. Muc dich
Str dung dugc Microsoft powerpoint 2010 dé tao mét bai bao céo,
trinh dién tai li¢u mot cach co hi¢u qua
3.2. Yéu cau dat dwoc

Hiéu va thanh thao cac thao tac co ban cua powerpoint , lam dugc cac
phan yéu cau thuc hanh ctia cuon bai giang tin hoc dai cuong

3.3. Thoi gian thuc hién
G106 thuc hanh trén phong may theo su phan cong cua phong dao tao

3.4. Noi dung

BAI TAP POWERPOINT 1
1. Tao mét slide nhu hinh dudi bao gdm céc dinh dang sau:

a. Tiéu dé slide co font: Verdana, size: 34, color: do,
hiéu ung (animation): Entrance-> Blinds.

b. Cac cap con cia slide co font, size, color mic dinh

c. Footer c6 ndi dung: bai tdp PowerPoint

d. Chen ngay thang hién hanh

Microsoft Powerpoint

—
<+ Cac khai niém, céng cu thuwong dung

<+ Binh dang cho slide
4+ Tao mét trinh dién PowerPoint
4+ Bo6 sung hinh vé, tranh anh cho Slide

< Lam viéc v&i Table

2. Lan luot tao cac slide ¢ trang ké tiép (nhu cac hinh duéi) ¢6 hiéu tng giéng slide ban

dau
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3. Cho thuc hién slide show va quan sat cac hi¢u ting c6 dung véi hiéu trng da chon &

slide master khong? Dung chirc nang Transitions/ Timing dé ghi lai thoi gian trinh

chi€u céc slide nay.

4. Thiét 1ap Slide transition d¢é thiy rd sy chuyén tiép giira cac slide.

Microsoft Powerpoint (tt)

+ Lam viéc véi biéu dd
4+ Hiéu trng hinh anh va am thanh
4+ Chay Slide Show
4+ In phién trinh bay

+ Lién két tai lieu gitra Word-Excel-
PowerPoint

Tao mét trinh dién PowerPoint

Cac kiéu xem PowerPoint

+ Normal View
+ Outlines View
< Slide Sorter View

<+ Slide show

Lam viéc véi biéu db

+ Tao mai slide véi AutocontentWizard +Taobiéuds 20 =cor
] trén slide 55 [erond
<+ Tao mét trinh dién PowerPoint m&i o 60
+Nhéap dir so
+ Thém mét Slide liéu bieu do :
+ X6a 1 Slide +Lam viéc 10
. 2 > - voi e Khoa Khoa
+ Di chuyén qua lai gitra cac Slide Datasheet o 5
BAI TAP POWERPOINT 2

Duing slide layout dé tao 4 layout thich hop. Thuc hién véi cac hiéu img tiy thich. (Biéu

do va hinh anh tiry )




BAI TAP LON POWERPOINT 2010

Lam viéc véi biéu db

am viéc voi Table

+ Chen Table vao slide

+Cac thao tac trén Table

Lién két tai liéu gitta Word-Excel-
PowerPoint

¢Taobiéuds 20 L2 +Nhap d liéu tir Excel
trén slide 55 [erond
+Nhap dov g <+ Nhap dir liéu tor Word
ligu bieudo 2o + Xuat dir liéu tir Power
+Lam viéc o Point sang Word
voi o EE- :
Datasheet Whis  Khde
BAI TAP POWERPOINT 3

- X4y dung mot trinh dién véi ndi dung 13 1 bai giang Powerpoint (nhu hinh)

- Gan hiéu ng pht hop véi trinh ty xuit hién cta ting ndi dung mudn trinh bay.

- Tao hiéu tmg chuyén slide.

- Pinh dang mau chit size chit thong nhét cho ca trinh dién.

- Chén am thanh vao slide.

- Chen footer vdi ndi dung 1a thoi gian va ngay tao.
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MICROSOFT POWERPOINT

Ho va tén sinh vién:
Lop:
Nam hoc:

Gi®i thiéu Microsoft PowerPoint

B Microsoft PowerPoint |la mot phan
mém trong bd Microsoft Office dung
dé tao trinh dién bao cao.

B PowerPoint cung cdp cac céng cu dé
tao cac minh hoa cho phan thuyét
trinh trong cac hoéi thao, hodi nghi,
seminar, bao cao luan van,...

Khung slide

Vest Lapaats L]
Click to add title i
Content Layests.

Click to add subfitle

=i @ Normal
‘| @ Slide sorter
- | @ Slide Show
| | @ Notes Page

Tao mét trinh chiéu méi

BANG BIEU- HINH ANH - AM THANH

C6 nhiéu cach dé tao mét trinh dién
B TU template co sén.

B T theme co sin.

B T mét trinh dién tréng.

[ Templates ]

HU EDBSIQH from te_mplate]

Blank Presentation |

B Bang (Table)
W Bang duwoc st dung gé aat cac noi dung
vao duwdi dang hang — cét.
B Dé tao mét bang trén slide:
B T menu Insert = Tables.
m Nhap sé dong, sb cot >0K

BAI TAP POWERPOINT 4

—Thiét 1ap cac thong sé cho viée in 4n va luu thiét 14p trong bai tap 3. Khong thuc hién in

an, thay vao do su dung chirc nang Print Preview dé€ xem trudc trang in.

—Thiét 1ap dinh dang in 1a handouts, 6 slides /1 trang, va xem két qua in.

29



