PE CUONG KHAO SAT TIN HQC LOP 26KS3
DANH CHO KHOI KHONG CHUYEN TIN TOAN TRUONG
AP DUNG CHUAN UNG DUNG KY NANG CONG NGHE THONG TIN
NAM HOQC 2019-2020
|. Muc dich yéu ciu
Khao sat tin hoc dau ra s& gitip nha Trudng cung cip dén x3 hoi nhitng tan ctr nhan va k¥ su dap
g day du cac k¥ nang tin hoc ing dung nhur sau:
- Thyc hién thanh thao cac thao tac co ban trén Hé diéu hanh Window (Tao, x6a, ddi tén, copy
.v.v... file va thu myc; chinh va dinh dang ngay, gio hé thong,...).
- Soan thdo van ban thanh thao va chuyén nghiép.
- Phan tich, tinh toan va théng ké dit liéu bang tinh theo cac nghiép vu thuc té.
- Nam 18 quy cach va k¥ thuat soan thao ndi dung trinh chiéu, bao cao.
I1. Tém tit ndi dung hoc phian
Noi dung khao sat tin hoc dau ra bao gdbm cac van dé sau:
1.Soan thao vin ban trén phan mém Microsoft Word, bao gdm céc k¥ ning:
-Thiét 1ap moi truong giao dién
-M¢& méi va luu trir van ban
-Thyc hién cac dinh dang: font, indent, paragraph, tab, column, drop cap, table, picture, shapes
va equation.
-Dinh dang in an.
-Chia sé va duy tri tai liéu.
-Kiém duyét tai liéu.
-Tham chiéu va siéu lién két.
-Tron thu.
2.Soan thao va tinh toan bang tinh trén phin mém Microsoft Excel, bao gdm céc k¥ nang:
-Thiét 1ap mdi trudong giao dién
-M¢& méi va luu trir bang tinh.
-Céc khai niém: kiéu dix liéu, dia chi, ham, cong thue.
-Ham tinh toan: s, chudi, thoi gian, logic, diéu kién, tim kiém va co so dit lidu.
-Cac thao tac: sép Xép, loc, théng ké va biéu dién do thi.
-Dinh dang bang tinh va dinh dang in an.
- Bdo mat va chia sé bang tinh.
- Quan ly ghi chu.
- Pinh dang c6 diéu kién.
3. Soan thao va tao hiéu tng trinh chiéu trén phan mém Microsoft Powerpoint, bao gdm céc k¥
nang:
- Thiét 1ap méi truong giao dién.
- M6 méi va luu trit ban chiéu.
- Quan ly tap trinh chiéu.
- Soan thdo ndi dung ban chiéu.
- Thiét 1ap giao dién va tao hi¢u Gng ban chiéu
- Quan ly ghi chu.
- Bao mat file.
- Xuét ban trinh chiéu.
I11. Tai liéu hoc tap
1. Khoa Cong Nghé Thong Tin, Pai hoc Duy Tan, Gido trinh Tin hoc dai cuong, NXB ba Na:mg,
2009
2. Khoa Cong Nghé Thong Tin, Pai hoc Duy Tan, Gido trinh bai tdp Tin hoc dai cuwong, 2009.
IV. Tiéu chuén danh gia: Thi thyc hanh trén may vi tinh
V. Thang diém: 10/10 (diém dat 5.5/10)



V1. Néi dung chi tiét hoc phan

PHAN I: MICROSOFT WORD

Chuong 1: Mbi trirong lam viéc

1.1. Ché do xem vin ban (View — DocumentView/Show)
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1.2.1. Puong dan luu trit (Save)
- Bam phim F12 (Laptop thi Fn + F12)chon dudng dan d& luu trit
- Thyc hién thao tac: File
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~ New

Blank document

1.2.2. DPon vi thudc (Advanced)
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Chuong 2: Mot sb thao tac co ban
2.1. Tao van ban mai (File — New)
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2.1.1. Van ban trong (Blank)
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~ New

Blank docurr

Blank document

2.1.2. Van ban tir mau (Terﬁplates)
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Take a tour
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Welcome to Word



DE CUONG 2018_2020_ON_TAP - 26KS3 [Compatibility Mode] - Word

Duong Tiwong Quéc Khanh BT = & & 2
Good evening
~ New
8 — A
- Baide
[ & [ &
Blank document Welcome to Word Single spaced (blank) Blue grey resume. ‘Snapshot calendar Infsert your first table

2.2. Luu trit van ban (File — Save/Save as)
- Bam phim F12 chon dudng dan dé luu trir
- Thyc hién thao tac

Good evening

~ New

Blank document

2.2.1. Luu méi van ban
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& Videos
i Local Disk (¢
- DATA(D) o ¢
File name: | DE CUONG 2019_2020_ON_TAP
Save as fype: | Word 97-2003 Document
Authors: Win 8.1 Version 2
[oc | cance
[ 5ave Thumbnail [
A Hide Folders | Tools - | Save Cancel [

2.3. M& van ban



2.4. Mt sb thao tac co ban

2.4.1. Chon chir, chon dong (Shift Select)

- Kich chuét va chon ving van ban

- Bam Shift + cac phim miii tén

2.4.2. Sao chép va di chuyén noi dung (Copy/Move/Paste)

= [0 (@
Home esig
204
D g Times Mew R
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Paste ] I U -
= Format Painter =
Clipboard ]

Ctrl+ C, Ctrl + V, Ctrl + X
2.4.3. Thiét lap trinh gd tiéng Viét Unikey/VietKey

Hudng dan

Céng cu...[C5+F6]

Chuyé’n mé nhanh - [C5+F9]
+  Bat kiém tra chinh ta
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Soan bang g tét..
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oo Ao VIQR

Microsoft VI Layout

YMI Windows
Bang ma khic 5 Kiéu tur dinh nghia

Bang diéu khién...[C5+F5]
=1 Két thiic

Cac thao tac co ban khi mé 1 File méi:
- Hiéu thi thanh cay thuéc

- Dinh dang vé Cm

- Pinh dang trang A4
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Chuong 3: Pinh dang ndi dung van ban

3.1. Kiéu chir, canh 1&, canh dong (Home — Paragraph/Font, Ruler — Indent)
Kiéu chir:
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3.3. Chit to ddu doan van (Insert — Drop Cap)
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3.6. Bang biéu (Insert — Table — Merge/Cell alignment/Border/Shading/Auto fix)
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GIAY MO1

Cong ty TNHH TM Phudng Pong xin tran trong kinh mai

Quy khach hang : Duong Ngoc Bao Tran
Ngay sinh : 12/02/1989
Ngi sinh : _Quang Nam

Vao lic 07h30 ngay 02 thang 09 ndm 2011, dén tai dia diém 237 Phan Chau Trinh
dé tham du chuong trinh phat thudng danh cho quy khach hang may mén tring thudng
phén qua gia tri 5.000.000 dong.

Da Néng, ngay ... théng ... ném 2011
GIAM DOC

Nciluyén Van Hai

3.7. Hinh anh (Insert — Picture ~Wrap/Caption/ Formats)
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3.9. Cong thirc toan hoc (Insert — Equation — New/Built-in)
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Chuong 4: Tron thu
Phai c6 2 File: File mau va File danh sach
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GIAY MOI

Ho va tén Nguyén Thi Hrong
Ngay thang nam sinh 02/03/1998
Noi sinh P Nang
Pa Néng, ngay 20 thang 12 néim 2019
GIAM POC
Nguyén Vin Hai
File danh sach
Stt Ho va tén Ngay sinh Noi sinh
] Nguyén Thi Huong 02/03/1998 | Pa Nang
2 Tran Van Toan 01/02/1990 Quang nam
3 Lé Hitu Minh 05/06/1999 Quéng Binh

4.1. Thiét 1ap tron thu

Layout References View Help

EZ TypeaMewList... Write & Insert Fields

IjUsganE}(istingList... |3-|-4-|-5-|-6-|-?-|-8-|-
[&2] Cheoose frem Cutlook Contacts...
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Help Foxit Reader PDF

alight Address Greeting Insert Merge .
z Fields Block Line Field =

Write & Insert Fields

4.2. Thuc thi tron thu
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Write & Insert Fields Preview Results Finish

Reader PDF D Tell me what you want to do
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E:l'Find Recipient

Preview Finish &
Recpltc Q Check for Errars Merge
Preview Results IlinD Edit Individual Documents... I
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= E:g,. Print Documents...

. g Mergeto New Document (Alt+Shit

PHAN II: MICROSOFT EXCEL
Chuong 1: M6i truong lam vigce
1.1. Giao di¢n chuong trinh

1.2. M6 méi va luu trir bang tinh
1.3. Céc kiéu dit liéu

Incart Page Layout Formulas Data Review View Help Team (_J Tell me what you want to do

3‘(; Cut
i3 Copy ~

EE Wrap Text General

. B I U~ = = = &= 3= . y | €0 00

~ Format Painter = - = = $ % 0 0

lipboard ] Font ] Alignment Mumber ]
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1.3. Céc thao tac co ban trén bang tinh
Thay dau cham ; thanh dau *,”

| ¥ Customize Format X
B Region X
Numbers Currency Time  Date
Formats  Administrative
Example
¢ Format: .
Positive: | 123,456,789.00 ‘ Negative: |—ua,455,7s9.oo |
. |Engish United States v
I Thay diu bing diu chim
Language preferences —
i
Date and time formats Decirnal symbok S
1 [ |
| Shondate dd/MMyyyy v No. of digits after decimal: 2 v
[
{ Short time: HH:mm tt A Digit grouping: 123,456,789 v
Firstdsy of week: | Sund v
ret day ot wee Cs Negative number format: 11 v
Display leading zeros: 07 v
Examples
Long date: 16/04/2020 Measurement system: s »
Short time: 13:00 PM
Long time: 19:00:08 PM
Additional settings... )
Click Reset to restore the system default settings for Reset
numbers, currency, time, and date
oK Cancel Apply
. o= | [

Dinh dang ngay
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Formats  Administrative

¢  Format:

English (United States)

Language preferences
Date and time formats

Short date: dd/MMyyyy
Long date: dd/MMAyyyy

Short time: HH:mm tt

m oA me = m T = in

Long time: HH:mmss tt

First day of weeki | Sunday

Examples
Short date: 16/04/2020
Long date: 16/04/2020
Short time: 18:00 PM
Long time: 18:00:08 PM
| Additional setting...
0K Cancel Apply

1.4. Khai niém ham, cong thirc

- COng thtic phai bat dau dau “=”
- COng thtrc biéu thirc va tén ham
1.6. Pia chi twong ddi, tuyét d6i
Tuong dbi

¥ Customize Format

Numbers Curency Tme  Date

Example
Short date: f16/04/2020
Long date: 16/04/2020

Date formg

dd/MM/yyyy

AWhat the notations mean:
d, dd = day; ddd, dddd = day of week; M = month; y = year

Calendar
When a two-digit year is entered, interpret it as 2 year between:
1950 and |2049 2

First day of week: | Sunday

Click Reset to restore the system default settings for
numbers, currency, time, and date.

|t
=1
[

Tuyét d6i

Bén tuyét d6i cot

Bén tuyét dbi dong

=5C1

Chuong 2: Cac ham tinh toan
2.1. Ham xur ly sO (number)

Reset

Apply




- INT: Ham liy phan nguyén
INT(s6 can lay)
- MOD: Ham l4y phén du
MOD(S6 bi chia, s6 chia)

A B C D E F
1 8.56 =INT(A1)
2 15 =INT(A2/7) =MOD(A2,7)

3

2.1.1. Ham max, min
MAX(VUNG CAN TINH)
MIN(VUNG CAN TiNH)

A B C D E
1 10 MIN =MIN(A1:A9)
2 18 MAX =MAX(A1:A9)
3 35
4 12 =MIN(A1,A3,AB)
5 27 |
6 35 I
7 20
8 42
9 21

2.1.2. Ham count, counta, sum, average, rank, round

COUNT(VUNG DEM): dém ky tu sb

COUNTA(VUNG PEM):Pém ky tu

SUM(VUNG TiNH): Tinh téng

AVERAGE(VUNG TINH): Tinh trung binh

AVERAGEIF(VUNG TINH, BPIEU KIEN): Tinh trung binh c6 diéu kién

B C D E F G H I
2 3 4 7 9 5
Tinh trung binh cac s6 ¢6 gid >5 —AVERAGEIF(B1:G1,">5")

RANK(SO CAN XEP VT, VUNG CAN SO SANH)
ROUND(SO CAN TRON, LAM TRON BAO NHIEU SO LE)

B C D E F G H | ) K
2 25 D 5 A 6 =COUNT(B9:G9) 4
=COUNTA(B9:G9) &

=SUM(B9:D9,G9)
~RANK(6,B9:G9,0)
=ROUND(AVERAGE(B9:G9),2)

2.1.3. Ham countif, sumif ) ' ’
COUNTIF(VUNG CO GT PK CAN PEM, BK BPEM)
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SUMIF(VUNG CO GT BK CAN TiNH TONG, PK TINH TONG, VUNG CAN TINH TONG)

MA HANG SO LUONG DEM SO LAN BAN CUA CAC MA HANG

MHO1-A 20 MA HANG SO LAN

MHO02-B 35 MHO1 =COUNTIF($B$19:5B%$24,120 &"*")
MH03-A 62 MH02 1

MHO1-A 23 MHO03 3

MHO03-B 22

MHO03-A 44 TINH SO LUQONG BAN CUA CAC MA HANG

MA HANG SO LUONG
MHO1  =SUMIF($BS$19:5BS24,126&"*",$C519:5C524)
MHO2 35
MHO3 128
2.2. Ham xtr 1y chudi (text)
2.2.1. Ham left (chudi, s6 ky tu can lay)
2.2.2. Ham right (chudi, s6 ky tu can lay)
2.2.3. Ham mid (chudi, tai vi tri thar may, s6 ky tu can 13y)

A B C D
29 DAl HOC DUY TAN

30 |DAI -LEFT(B29,3)
31 TAN =RIGHT(B29,3)
32 HOC DUY =MID(B29,5,7)

| | |

2.3. Ham thoi gian (date, Time)

2.3.1. Ham now, date, Hour, Minute, Second

NOW() tra vé ngdy gid hién tai

DATE(NAM, THANG, NGAY) tra vé gia tri ngay/thang/ nam

HOUR(GIO) tra vé sb giod

MINUTE(GIO) tra vé sb phut

SECOND(GIO) tra vé sb gidy

|

=DATE(2019,12,25)
=NOW()
=HOUR("19:45:55")
=MINUTE("19:45:55")
=SECOND("19:45:55")

2.3.2. Ham year, month, day

YEAR(NGAY) tra vé nim

MONTH(NGAY) tra vé thang

DAY(NGAY) tra vé ngay

B C D E
16/04/2020 =YEAR(B39)
=MONTH(B39)
=DAY(B39)
1
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2.4. Ham xt ly logic

2.4.1. Ham And

And(dk ss1, dk ssl, ..., dh ssn): tra vé& két qua dang khi tit ca cac dk ss déu ding va nguoc lai 12
sai

2.4.2. Ham Or

Or(dk ss1, dk ssl, ..., dh ssn): tra vé két qua sai khi tat ca cac dk ss déu sai va nguoc lai 1a ding

2.4.3. Ham Not

Not la ham phu dinh
B C D E F G H
7 5 =NOT(AND(B42>C42,B843>C43))
6 3

2.5. Ham diéu kién If
2.5.1. Ham if don
IF(PK SO SANH BUNG, KQ PUNG, KQ SAI)
2.5.2. Ham if 16ng nhau
IF(PK1 BUNG, KQ PUNGI, IF(PK2 BUNG, KQ BUNG2,.....KET QUA SAI))

2.6. Ham tim kiém
2.6.1. Ham vlookup, hlookup _
VLOOKUP(TRI DO, VUNG DO, LAY COT SO MAY TRONG VUNG DO, <0 HOAC 1>)

0: Tuyét doi;
A B C D E F G H
1 BANG PON GIA DIEN M3 H6 | PON GIA
2 A B C D NN-A |2
3 NN 250 200 175 150 NN-B/ﬁ
4 CB 350 300 275 250 CB-C /275
5 ND 450 400 375 350 f:B;a' 300
6 KD 650 600 575 550 pﬁ-A 350
7 SX 550 500 475 450 /rm-n 350
8 / ND-C [375
g ND-A  [450
=VLOOKUP(LEFT(G2,2),$A$3:$E$7, IF(RIGHT(G2,1)="A",2AF(R
1D| IGHT(G2,1)="B",3,IF(RIGHT(G2,1)="C",4,5))),0) KD-D [550
1 KD-C [575
12 KD-A |650
13] sx-A_[550
1: Tuong d6i
H I J K L M N 0]
PIEM PIEM SO . . .
TBC | TBC>4 | MON Ng | RFTQUA | XEP LOAI
8.44 FIF(J2=0,VLOOKUP(H2,5N$2:50%7.2,1),"") 0 Y
')."34 823 'v"LOOKUPIlccIcup_*.-'aIEE_._'caEIE_;l'l'la;.-'_:_EoI_index_num_. [range_lookup]) 5 TB
448 6.1 4 Khéng dat 6 TBK
7.58 7.58 0 Dat K 7 K
6.02 6.63 1 Khong dat 8 G
5.6 5.6 0 Dat B 9 XS
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HLOOKUP(TRI DO, VUNG DO, LAY HANG SO MAY TRONG VUNG DO, <0 HOAC 1>)

A B C D E F G H
1 BANG PON GIA DIEN M3 HO | DON GIA
2 A B C D NM-A  [250
3 NN 250 200 175 150 NN-B
4 CcB 350 300 275 250 CB- 275
5 ND 450 400 375 350 ;B-/B 300
& KD 650 600 575 550 /-::B-A 350
7 SX 550 500 475 450 ND-D (350
8 ND-C [375
9 |=HLOOKUP{RIGHT(G2,1),$B$2:$E$7 IF(LEFT(G2,2)”NN",2,IF( | ND-A [450
10 |LEFT{G2,2)="CB",3,IF(LEFT(G2,2)="ND", 4, IF{LEF{G2,2)="KD",| KD-D |550
11 [>60)):0) KD-C_[575
12 _.' KD-A [650
13 SX-A 550
2.6.2. Ham index
INDEX(VUNG GIA TRI, SO DONG CAN LAY, SO COT CAN LAY)
A B C D E F G H | J
e : PON GIA
1 BANG DON GIA DIEN Ma HG | BON GIA INDEX
g | A B C D HH-A  |250 250
3 NN 250 200 175 150 NH-B  [200 200
4 CB 350 300 275 250 CB-C 275 275
5 ND 450 400 375 350 CB-B 300 300
6 KD 650 00 575 550 CB-A |350 350
T SX 350 500 475 450 ND-D  [350 350
2 ND-C 373 375
% |=HLOOKUP{RIGHT(G2,1),$B$2:$E$7, IF(LEFT(G2,2)="NN",2,IF{ | ND-A ]450 450
10 |LEFT(G2,2)="CB",3,IF(LEFT{G2,2)="ND",4,IF(LEFT(G2,2)="KD", KD-D 550 550
11 [3.600),0) KD-C [575 575
12 KD-A |650 650
13 SX-A  [550_~] 550
14 | =INDEX($B$3:5E57,IF(LEFT(G2,2)="NN",1,IF(LEFT(G2,2)="CB", /
15 2,IF[LEFH_'G2,2]="ND",3,IF[LEFH_'G2,2]="KD",-‘I,S]]]],IF{RIGHT[ -
16 |G2,1)="A",1,IF(RIGHT(G2,1)="B",2,IF(RIGHT(G2,1)="C",3,4))))
17
2.6.3. Ham match
MATCH(TRI DO, VUNG DO, <0 HOAC 1>)
A B C D E F G H |
1 BANG DON GIA DIEN Ma HG | DON GIA
2 A B C D NN-A  [250
3 NN 250 200 175 150 NN-B (200
4 cB 350 300 275 250 CB-C [275
5 ND 450 400 375 350 CB-B [300
3 KD 650 600 575 550 CB-A |35
7 sX 550 500 475 450 ND-D 1350
8 e c (375
9 ~ ND-A [450
” =HLOOKUP(RIGHT(G2,1),$B%2:$E57, T
MATCH(LEFT(G2,2),5A$2:$A%7,0),0) '
11 | kp-c [575
12 KD-A |650
13 SX-A (550
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Chuong 3: Loc dir liéu
3.1. Loc tu dong (Data — Filter)

BAI TAP 1 - Excel

Q Tell me what you want to do

E‘ﬁ = Queries & Connections
' |
=

Refresh ]
ohres Stocks  Geography [\ | & Vo Advanced |

Fuvmrine B T amenckioee Mok Tomone

3.1.1. Chon dit ligu tryc tiép (Select)

& D E F G
NA@M(")NAQM(‘)NA&JM(‘)N@ ON At
1 T 2| Sort Smallest to Largest 6.3
877 Zl  Sort Largest to Smallest 9
-877 Sort by Color , i
7 | 73
-6 | | Number Filters > 8.5
2 ] fee 553
2 _ﬂ%ﬁnw] 9.4
e .
EL W (8~ | 42
3 w64 8.9
- | Oe7 = a
3 | 84 5.8
086
¢ 9 %
it 3.
'Nguyén Cancel
. Limommn aane
3.1.2. Chon dir liéu theo dicu kién (Number/Text Filters — Custom AutoFilters)
Custom AutoFilter ? X
Show rows where:
TIEN TBL
equals [
does not equal ~
is greater than
is greater than or equal to w
Use
Uge

3.2. Loc nang cao (Data — Advanced)
3.2.1. Bang diéu kién

BAITAP 1 - Excel

View Help Team Q Tell me what you want to do
[ Queries & Connertt al =TA ~N B OBe
s ey _ |2 Y & o
Refresh = rt Filt: Text t
Alrlg' Stocks  Geography " | & el (i &Mvanced |COE|IL(.IITI:S =@
CGueries & Connections Data Types Sort & Fif Data Tools
Advanced
Options for filtering using complex
n E E = u | criteria.
3.2.2. Hop thoai loc nang cao (Advanced Filter)
Advanced Filter ? *
Adtion

(") Filter the list, in-place
(®)iCopy to another location:

List range: SAST:SLE +
Criteria range: | 5D517:5D518 *
Copy to: SAS2M:5L520 +

|:| Unigue records anly




Chuong 4: Sip xép va biéu dién d6 thi

Data s

View

|7|rb, D Queries & Connection
~
[

4.1. Sap xép tw dong (Sort A to Z, Sort Z to A)

Help

BAI TAP 1 - Excel

Team

Q Tell me what you want to do

C | |

Refresh Stocks  Geo >
graphy [/
All - Y
Cueries & Connedtions Data Types Sort & Filter
4.2. Sap x¢&p tuy chon (Custom Sort)
Sort ? *
4| Add Level || X Delete Level | ER) CopyLevel || & Options... [] My data has headers
sortby | Column B w || | Cell Values w| |AtoZ -
Thenby | column K v Cell Values w | ZtoA i e

4.3. Biéu dién d6 thi (Insert — Charts)
4.5.1. Chén db thi

v (B Book? - Excel

Page Layout Farmulas Data Review Team Q Tell me what you want to

Insert

[T 1|

= ry ey v = -2 fw n I
s - 12 - i 2 NG ]
imended Table llustrations 3 - Recommenden Maps PivotChart aD
My Add-ins - =
tTables - w L] Chats D~ T - Map -
les Add-ins Charts lw | Tours
4.5.2. Binh dang cac thanh phan

B:C 1275 | 275 3

o ' O

B

5| 700

E 1l

2 s00 Q- [7 - [

D = Series " N

3 500 Fill  Qutline

2| 400 1 1

D Delete

P 300 = o

Z Reset to Match Style

K 200

— Change Series Chart Type...

100 g ¥p
Select Data...
0 3-D Rotation...
Add Data Lapels I 3
O O

Format Data Series...

PHAN III: MICROSOFT POWERPOINT
Chuong 1: Moi truong lam viéce
1.1. Giao dién



1.2. Mé méi va luu trit ban chiéu
Chuong 2: Soan thao ndi dung ban chiéu
2.1. Quan ly tap Slide trén Slide Bar
Mau slide

H -0 & ~ Presentation1 - PowerPoint

File Home Insert m Transitions Animations Slide Show Review View Help Foxit Reader PDF Q Tell me

L [

trang Slide

Hiéu img

Home Insert Design Transitions Animations Slide Show Review View Help Foxit Reader PDF Q Tell me what you want td
B a4 = L] O ¢
Nane Morph Fade Push Wipe Split Reveal Cut Random Bars Shape o
riew Transitinn tn This Slide
A 4 I( .
Hiéu tng doi tuong
S5- 0 T:L? - Presentation - PowerPoint Drawing Tools
Home Insert Design Transitions Sl ide Show Review View Help Foxit Reader PDF Format Q T4
i W 1 : -I* ZMA
. o) r dh ’k 1r ”~ W
| Mone Appear Fade Fly In Float In Split Wipe Shape o Add .
v Animation~
eview Animation Advanced £

o - T N I e R e T I AT AR

Tu dong tao hiéu tng Slide

Transitions Animations Slide Show Review View Help Foxit Reader PDF Q Tell me what you want to do H

E E D *%Sound: [Mo Sound] ~| Advance Slide
@ H @ J @ e o @Duratmn: 03.40 . [] on Mouse Click
i i = ect
Fade Push Wipe Split Reveal Cut Randomn Bars Shape ' Options - 52 Apply To Al ] After: |00:00.03 *
Transition to This Slide Timing
I - S I U Y DI I I Y I NS IR I | R I IR IS T I AT B IR I Y- SR Y - SR

2.2. Soan thao noi dung trén Slide
2.2.1. Phan tiéu dé

Click to add title

Click to add subtitle

2.2.2. Phan noi dung

(LICK TO ADD TITLE

[Click to add text
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2.2.3. Phan Shapes va Picture chén thém
H 6

File Home Transitions Animations Slide Show Review

Insert
‘:I D __|:| tmenline Pictures @ ) @ I I H-]F
i s

— = &4+ Freenshot -
MNew Table Pictures Shapes fcons maighrt Chart 3
Slide = - =l fhoto Album - - Models ~
Slides Tables ki ] 2 5 INustrations
¢ Shapes 4t
2.3. Cheén siéu lién két (Insert - Hyperlink/Action)
® v Presentation] - PowerPoint

Design Transitions Animations Slide Show Review i Foxit Reader PDF Format

,:‘g Online Pictures
(]

= 4 Screenshot -

Pictures Shapes lcons 3D SmartArt Chart My Add-i - Zoomy d Comment Tex
= Photo Album ~ . Models - i . Bo
Images Ilustrations Add-ins Links Comments
T S Y T Y PRI B I e I EE Y T I IR
-
Edit Hyperlink ? *
Link to: Text to display: | < <5Selection in Document> = | ScreenTip...
Select a plage in this document: Slide preview:
Existing File . First Slide
Web P .
OrERTaOE | | LastSlide
- Mext Slide
Place in THs _ Pr.ewous Slide
Documen| Fyliclatl
-1, Slide 1
"
Create New . Slide 3
Document . Custom Shows
Show and retum
E-mail
Address
ok || canca |

Action Button

Design Transitions Animations Slide Show Review View

2 Online Pictures @ @ I I | Bcetadd

= &4 dcreenshot -

Pictures bhapes |cofs 3D SrnartArt Chart
= Photo Album = | |« e P My Add
Images E"‘L{T?EH I PN Add-ir
SUERRI TRENERRS e
ines
[ —— — =
Action Buttons

(<1 ] ] ] [©] o] = D] 2] L

Chwong 3: Thiét lap hiéu (mg ban chiéu
3.1. Kiéu Slide (Design)

3.2. Kiéu lat trang (Transitions)

3.3. Hiéu tng ndi dung (Animations)
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Presentation] - PowerPaoint Drawing Tools Duang Truan

Animations Slide Show Review View Help Foxit Reader PDF Format Q Tell me what you want to do

& a‘nnimation Pane
¥ Ox N kX S | RS

Fly In Float In split Wipe Shape Add
Animation

<

3.3.1. Hiéu g xuét hién (Entrace)

3.3.2. Hiéu tng ndi bat (Emphasis)

3.3.3. Hiéu g bién mat (Exit)

3.3.4. Hiéu tmg diéu hudng (Motion Path)
3.3.5. Phuong phap trinh chiéu (Mouse/Timer)
Chuong 4: T6 chirc va bién tap trinh chiéu
4.1. Piéu chinh khung nhin

4.2. Cu hinh thanh cong cu Quick Access Toolbar
4.3. Cau hinh va tiy chon File

4.4, Xay dung va chinh stra allum anh

4.5. Chinh stra ngi dung Video va Audio

4.6. Quan ly ghi chu

4.7. Ap dung cong cu Proofing

4.8. Bao mat file

4.9. Ap dung cong cu hd tro bai trinh chiéu
4.10. Cai dat bai trinh chiéu

4.11. Ghi hinh lai bai trinh chiéu
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