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Chudng trinh dao tao

- Phan mém soan thao Word o
n Phan mém bang tinh Excel :

- Phan mém trinh chiéu PowerPoint
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Mo ta chudng trinh

MODULE 1 - Lam chtd nén tang cong nghé (Thang 1)

Modul dau tién mé ra canh clfa vao thé gidi céng nghé, ndi hoc vién dudc lLam quen tir nhitng budc

rrrrr

Ung dung d3u tién cha may tinh

MODULE 2 - Lam viéc hiéu qua trong mai truéng sé (Thang 2)
Modul thd hai hudng dén viéc phat trién ki nang lam viéc chuyén nghiép véi cac cong cu van phong hi@h dai

MODULE 3 - Khai phong sang tao va tu duy cong nghé (Thang 3)

Modul cuéi cung la budc dot pha, dua hoc vién budc vao khéng gian sang tao sé va tu duy cong nghé hién dai:
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Chuong 1:

L. Phan mém soan thao Word
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Noi dung bai hoc

n Cac thao tac co ban véi phan mém Word

Nhom cong cu dinh dang cd ban

Cac budc trudc khi soan thao van ban

Chén biéu tudng, danh sé va biéu tugng d3u doan

Cheén va xu ly hinh anh, hinh dang

Chén, dinh dang bang biéu // -
//
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|. Cac thao tac cod ban véi phan mém Word

BAI TAP THUC HANH CAC THAO TAC CO BAN TRONG WORD

1. Tai Desktop, hay tao thu muc “Thuc hanh” va thu muc “Bai tap word”

2. Tao tai lieu mdi (md file Word mdi), luu vao thu muc “Thuc hanh” véi tén “Bai tap cia em”.

3. Tai “Bai tap thuc hanh cac thao tac cé ban trong word”, sau dé luu vao thu muc “Thuc hanh” vdi tén “Soan

thao word”

4. Tai bai tap “Thuc hanh nhom cong cu dinh dang cc ban”, sau do luu vao thu muc “Bai tap word” va dat tén

cho file word la “Bai tap 1”.
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Lﬂ AutoSave (@ off) B N )@) kDocumenﬂ - Word £ Search 9) = O X )
~ File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat | 2 Comments ] ]/ Editing v] ‘
' iTlmes New Roman v”13 v‘ E v ,E v 'E v | &2 3= /O _ 8 OC]
| [® B I U+ g x X AO |:| = | M, . ¢ N T eJ
Paste — = 2 = — = | 8= Styles  Editing Create PDF  Create PDFand  Request Editor = Add-ins
v g A~ 2 A A~ A A Dv e 2LQ v v and Share link Share via Outlook Signatures

L Clipboard In Font EY Paragraph N Styles I§ Adobe Acrobat Voice Editor Add-ins A
— /
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: (1 s e ) @ B

(Page 10of 1 Owords Text Predictions: On @ 14 Accessibility: Good to go @ ™, Focus B - —4 + 220'@

1.Thanh tiéu dé (Title Bar) 4. Vung soan thao van ban (Document Area)

2.Thanh cong cu nhanh (Quick Access Toolbar) 5. Thanh cuon (ngang/doc)

3. Thanh Ribbon(Ribbon) 6. Thanh trang thai (Status Bar)
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|. Cac thao tac co ban véi phan mém Word
* Tao file word mai

- . = o
Docum... dao huy hoang @ or, 3 ?

B, Word New
BU\O’G’ 2 N@W () Home i

Account

Feedback

Options B ,
2 .J

Blank document
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Vao bleut tuxo/’ngjw\o,r, !
trén man hinhi
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l. Cac thao tac cc ban véi phan mém Word
* Luu file word
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l. Cac thao tac cc ban véi phan mém Word
* M4 file Word cd san

BudcilyChonjKile)

Layout References
(L) Recent
N
e 2o Paste L | B I Uvaex, x A-¥-A-K®G
Buoci2:3ChoniOpen) v
—— e ——t ..‘—.o’.— -—I—f—-——
Clipboard Iy Font N
GOpcn pre
Other locations :
v N 5 > ThisPC » Documents > v O Search Documents L0
ET] This PC Organize » New folder 55 oe TR o

< A

Budcid:Chonithuymucjchirajfilejcanymo;

=0
“g*— Add a Place
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< Dovmloads — .
File name: NWOM Documents (*.docg*.c v
y I BLGH | D11} . mnp Cancel
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|. Cac thao tac co ban véi phan mém Word
« Pong file Word

[ e HE~ = Document] - Word L Bai Vuong Lai §

File plsly -l Insert Draw Design Layout References Mailings Review Views o lable Design Table Layout 'D Tell me
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II. Nhom cong cu dinh dang co ban
e Cong cu dinh dang van ban cd ban

Co; chu
Phong chir

m~ =

Home Insert Draw Dﬁign Layout References Mailings Review View Help g Tell me what y

Pt ) s e M A | Ee == w8
Paste ' ak, 1 P e 1= _ |
¥ Format Painter @ A (F g a E | | W=
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II. Nhom cong cu dinh dang co ban
Nhom cong cu Text

a) WordArt: Tao kiéu chit ngh¢ thuat
 B2: Dinh dang chix

)5 Mailings Review View Developer He@®)Shape Format

 B1: Tao chit nghé thuat

. [ g oeorecton- gl [E] G R
rc — o o =
Draw Design \DCommentsrl | ¢ Editing p Otine A A Alt Position Wrap L—'D 360
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Header & Footer (= C .
- - — E A Reflection >
A A A A . . o A No Transform 8
‘ Glow ?
Y t A A A A Your text here
O u r Jsas == & J J A Bevel ?
O
A 3.D Rotation > Follow Path
TINHQC SAO Vg
| ‘ N =\ R I I =A e ® " ehii
' -~ k2 r Jb& Transform M- ) . » € y; SN
- cde" ‘(z,\\\ 7not
Warp
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II. Nhom cong cu dinh dang co ban
Nhom cong cu Text
b) Drop Cap: Tao chit cai lén dau dong

©® Chon chr (moét hoac nhiéu chir) dau dong can dinh dang c& 1on

® Thé Insert

©® Chon cong cu Drop Cap
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I1l. Cac budc trudc khi soan thao van ban
 Hién thi thudc do

Document1 - Word

Xuan Hién XH

Tiénich Insert

I—ETI [=] outline
=2

We*b' Draft

File Home

Views

Draw Design Layout

[ (|1E

Focus Immersive  |Vertical| Side
Reader to Side
Immersive Page Movement
FHO0CIL % | b
LA v
Leitrail

References

| 3 Comments | | ¢ Editing v |

Mailings Review @ Developer Help
‘/ [Z] one Page + b o) = == a=

e gt :K MI'IP [ = | ] == & S |

ol Zoom 100% AU EAgES New  Arrange Split Switch Macros Properties

[ Navigation Pane 1 page width Window Al - Windows v

Show Zoom Window Macros SharePoint il
I+ 4 b 8 O BRI {1 ! 2 13 141 151 161 &
PN
Le/phail

Thwécingang

Thé View = Ruler

Thuée doc
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I1l. Cac budc trudc khi soan thao van ban

» P6i don vi vé centimeter
Thé File = Options = Advanced = Display = Show...unit of = Tich chon la Centimeter.

crd Options T
pt ;1., l o ‘ 2 - i !h_&..—a-,.a-;

General Expand all headings when opening a document

_ll--ﬂ

Fead Prnt Web
Mode Layout Layout

Display

Views Proofing T
L 1 | B | P¥iow this Piassher of Recent Documents: 2 E @
- Save _
Quickly access thimisger of Recent Documents: |4 -
Language o -
Show this number of unpinned ReCengaler: .20 “

- * \{ Show measurements in units of ! Centimeters| v |
Customize Ribbon

Style area pane width in Draft and Outline views: |0 cm

Quick Access Toolbar Show pixels for HTML features
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I1l. Cac budc trudc khi soan thao van ban
* Chon Font cht, cG chu

@ Document1 - Word

DEsign  Layout  Reference

Q)AV Aav A

) @

File Home Tiénich Insert Draw

fr[j “ ;Q}lﬁmes New Roman

Paste & Theme Fo
1 Font chir: Times New Roman it €Display (Headings)

(Body)
D Co chir: 13 : Recently Used Fonts

i Times New Roman
Chu y:
UTM BAVIBA

!

1) Van ban co san, phai chon tat ca roi moéi chon Font va co I Bonedbo Seos
, - , i R UTM ClassizismAntiqua
2) Neéu twr go tay thi két thuc phai nhan Enter dé ap dung. flarrington
~ VNI-Times
: VN Times
UTM Khuccamta
Arial
Calibri

All Fonts

VnAnal

6 1 5
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I1l. Cac budc trudc khi soan thao van ban

e Can chinh khoang cach dong doan

Page Layout (-Lay()ut) 9 Paragraph 9 Hinh bén Draw Design | Layout | References Mailings Review View Developer
. = Breaks v o Spacing =] M
o After: 6pt (khoang cach so vo1 doan sau) 12 Line Numbers v )
5 5 . . be Hyphenation v : |
o Before: 6pt (khoang cach so véi1 doan trudce) - e 9)%@)
L ° . 2 r r \ ! Lt Hatim el it ol s 2 | S F v 6l 7
o Line spacing: Single (khoang cach cac dong trong |
Paragraph ? X

cung mot doan)

Trung tam Tin hoc Sao Viét la mot trong nhitng Trung tam
Tin hoc hang dau tai Viét Nam ¢6 hon 10 nim xay dung va
phat trién.

. Before
Vi tam nhin va cam két khong ngirng nang cao chat luong
dao tao nhan luc chat lvong cao, Tin |th Sao Viét da khéng
dinh duoc vi thé va uy tin trong linh vuc dao tao tin hoc cho
nguo1 di lam, hoc sinh, sinh vién, doanh nghiép.

~ After
Cac kﬁéa hoc tai Trung tam bao géln: Khoa hoc tin hoc van
phong Word, Excel, May Tinh, PowerPoint; Khoa hoc vé
k¥ thuat AutoCAD 2D, AutoCAD 3D; Khoa hoc
SolidWorks; Khoa hoc SketchUP

Indents and Spac.e Line and Page Breaks

General

Alignment: Left
Outline level: Body Te Collapsed by default
Indentation \
Left: 0cm - Special: By:
Right: 0cm = (none) =
[__| Mirror indents
Spacing \
Before: 6 pt ? ‘JLine spacing: At:
After: 6pt. & ~ =

(] Don't add space between paragraphs of the same style
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I1l. Cac budc trudc khi soan thao van ban

e Can chinh va cai dat trang in

CAI PAT VA CAN CHINH TRANG IN
Layout (Page Layout) = Page Setup =2

Chon theo hinh bén phai.

Q Top (Ié trén) = 2cm

3 Bottom (Ié dwéi) = 2cm
Q Left (Ié trai) = 3cm

d Right (l¢ phai) = 1.5cm

4 Pao Huy Hoang

Draw Design |Layout| References Mailings

= Breaks v ent Spacing

;Z Line Numbers v 5= Left: |0 cm

N

ns

be Hyphenation v =< Right: ’(O cm

Paragraph

B N 5

Margins

Review

View Developer Help

= \
: m

5 ’ ! = Before: |v6 pt

° | #iAfter: |'»6 pt

< 2|1 >

C SR L S 5

_1a W

Margins
Top: 2.cm = Bottom: 2 cm =
Left: 3 cm = Right: 1.5 cm =
Gutter: O0cm = Gutter position: Left

Orientation

N=

Portrait Landscape

Pages

Multiple pages: Normal
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I1l. Cac budc trudc khi soan thao van ban

. Bai tap thuc hanh (L)

Tai “Bai tip vé thuc hién cac budc trudc khi soan thdo van ban hanh chinh” va thuc hién cac yéu ciu sau:
1. Khdng hién thi thudc do.

2. Hién thi thudc do va d6i don vi tinh thudc do vé Inch

3. Chon font chir Calibri va ¢ chir 19 cho toan bo van ban

4. D6i don vi tinh thudc do vé cm

5. Chon khodng cdch gilta cac doan la 15pt (trudc va sau déu la 15pt)

6. Chon khoang cach gitra cac dong la Multiple 1.5

7. Can Lé tat ca cac bén (trén - dudi - trai - phai) la 1cm

8. Chon font chir Times New Roman va c@ chir 13 cho toan bo van ban

9. Chon khoang cach gitra cac doan la 6pt, khoang cach giita dong la Single

10. Chon khd gidy A4 nam doc 11. Chon Lé trdi 3cm, L& phai 1.5cm, L& trén 2cm, L& dudi 2cm
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V. Chén biéu tudgng, danh sé va biéu tugng dau doan

» Chén biéu tugng va sé muc dau doan

= BAITAP TH
-

Numbering B) (cie biét ang boc ¢

canfnghe tir van ky cang vé

mofmén va lich hoe cu thé.

@‘ Phai doc ky muc luc

< Bullets la cdac biéu tirong (vi du nhu hinh miii tén, hinh cham .. Slmme i

giip dinh hudng viée hoc tr

fronm...) dat dau moi doan dé phan biét cac doan. N 5| Chi ddng nghien cis

vien, viéc nay giup hoc vién

3 NZI’/}/IbeIAl.ng ]a‘ Ca'c CcOon SOA d.a"’ daAL{ ’770"1' dO.an, dé‘ da’nh LS‘]"]" do.an. — File | Home L Tiénich Insert Draw Design Layout References Mailings Revi

e —

rfj imes New Roman V' 4 «ATA m |SE '|.E v a= v | =
I U = =V

va x, X Ay £ A~

0 B1: bat dau nhay vao doan can chén Tl G
1 B2: Home > Nhom Paragraph =2 Bullets (hoac Numbering) =2

BAI
Cian biét ¢

can fghe tu van |

= I

)
I

i m

Bullets

moi mon va lich |
Phai doc K
hoc phimg no1 du
giup dinh hudong
Chu dong
xiénlviée ndy gitl
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V. Chén biéu tudgng, danh sé va biéu tugng dau doan
e Chen Symbol

Néu hinh trén chua du thi chon theo
2 hinh dudi

¥ kinhocsaoviet.com (1 More Symbols
i Cdftrungtamtinhocsaoviet@gmail.com

O B1: Dat dau nhay
chuot trudce vi tri can chen. symbol S

@\
d B2: Insert = Symbol = (?

]
B

\'&Wingdingsl ! % ﬁ‘

r 1 r ~ cOUINYS “'/ E] I‘l" QLe \‘.Ir -“‘
— Chon cac hinh c6 san. ____ - O A I
) | Wingdings 2 o F’bﬁgé;’g =<
@)
t.

)=
CIEE
s B
Hodc vao More Symbols BNV /
dé c6 nhiéu hinh dang :

bl Pictures Shapes lcons D 5,'.&.,-_{;;;-'\_ :, 2| Onkine {? Sockmark oo j ‘
| o3 =
hO’” lin Hoc Sao Vit ‘ ' ' 3 MK ‘,‘@ QE‘). g | sz [ e o (3 ©Aé
| ; mh csaoviet.com J L) More Symbols '
Unicode name: _
ngtamtinhocsaoviet(@gmail.com o Character code: 32 o | Syl ecimal] =
Wingdings: 32

AutoCorrect... Shortcut Key... Shaortcut key:

Insert ‘ Cancel
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V. Chen va xu ly hinh anh, hinh dang

C3l Insert Picture X
1) CHEN HiNH ANH { v A P> ThisPC > Windows (C) » Users > TUAN > Pictures % @ Search Pictures P
. Organize * New folder O 3 Q
Insert = Picture =2
_GMusic »
@ \ 4 , \ A \ i Videos »
Tim dén thu muc ¢6 hinh can chén | o
. Gido trinh THVP
\ A \ WORD CCO BAN
® Chon hinh can chén o
Mau Mo Camera Roll New folder Saved Pictures
z " Zalo Received Files Chon thwmugc: cé hinh anh /]
® Bam nut Insert | 0 - .
| »
@ OneDrive - Office 365 *
Ml This PC
== Windows (C) khoa-hoc-tin-hoc zalo_last_screens
== Phan_Mem (D:) e\\-van-phong.png hot.png
Lay out w= Tai_Lieu (E)
E Cover Page ~ | I=Smart M Network
1 Blank Page === [ BN gF =S 1l Chart L2l Microsoft Word |
i~ Page Break Table Pigtures Opline Shapes L | Scree | . | |
v B Pidtures v File name: khoa-hoc-tin-hoc-van-phong.png v AI"‘e‘tures (*.emf*.wmf* jpg;*. ~
=
Pages Tables lllustrations Tools * B Yrcert ‘v Cancel
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V. Chen va xu ly hinh anh, hinh dang

2) CHEN HINH DANG
Insert = Shapes =2

Home

er Page v
k Page
> Break

ages

Tién ich

Layout  References

@Y\iﬂ

Models v

Mailings Review View Devel

Icons SmartArt Chart Screenshot Online

NN NLLELE G NG E

Rectangles

COO0ODAaQO0O0O0

Basic Shapes

HOANLOOAOQOOO®
@GOo0Orkyar0O0d
O0ALHOORLGCSN
LIvr L J X 2

@ [:é @ Link v
+ . I

v Videos |.—E| Cross-re
Media
450 57

Sao Viét
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V. Chen va xu ly hinh anh, hinh dang
1) Dinh dang cho hinh dang:
d B1: Chon hinh dang: Chon ngay vién ngodai, xuat hién chiim miii tén thi méi chon
(1 B2: Chon thé Format =2

o Shape Flll Chon méu ChO toe‘ln bé hinh dang nsert Draw Design Layout References Mailings Review View Developer Shape Formati
L _ 2 Shape Fill ¥ q A v ’i Text Direction v

< No Color = Khéng mau (khdac mau trang). o ] = e O“t“"eef A A [Ha- Baewe
&) Shape Effects v A ~ €@ Create Link

WordArt Styles N Text

® Shape Outline: Vién ké ngoai cia hinh dang.
< No Outline = Khong mau (khdc mau trang).

o Weight: D¢ day ciia vién
S Dashes: Kiéu dirong ké
© Shape Styles: Mau c6 san

2) Viet chit va chinh sita chit vao hinh dang

Chudt phai vao hinh dang = Add Text (hoac Edit Text)
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V. Chen va xu ly hinh anh, hinh dang

5

F Picture Format

File Home Tiénich Insert Draw Design Layout References Mailings Review View Developer Help

Eia ~CY Color v = LZ picture Border @ E

A~
N

3) Dinh dang hinh anh s (@

Eig Artistic Effects v Q)° v @p P » f/\wf-\\ fp f/\:;: @ Picture Effects ‘@

E‘H Transparency v g v '(?}_) Picture Layout v

Adjust Picture Styles I Accs

Chon hinh = Picture format = . T A R T Y T TR R T I e
® Tao khung vién
® Hiéu ung ;

2 g : 7 ol B Téng Khai Gia
® Kiéu dinh dang mau | B Tin Hoc viin Phong cap Tc

® Chon d6 sang toi cho hinh

Phuang phép hoc cm tay chi vide
1 Gido vién kém 1 hoc vién

IR OB23 552558 | 1rach thok Dvamg - Bk Mol

4 Pao Huy Hoang Trang 26



Trung Tam Tin Hoc Sao Viét & 093.11.44.858 @ tinhocsaoviet.com

V. Chen va xu ly hinh anh, hinh dang

1) Thay doi kich thwéc va kiéu hién thi trong vin ban

2)

® Kéo dé tang giam kich thude theo 2 hudng (1) @

a) Giir thém Ctrl dé tang giam theo 4 hiréng k- e vin LI Qj Layout Opetions %
b) Giir théem Shift d@é giir nguyén hinh dang ban dau A | |/t wj:-_ " et

| P A

® Xoay tron hinh BB S
© Tang giam kich thude hinh theo chiéu ngang ol ot AT
® Tang giam kich thudce hinh theo chiéu doc o s oo

© Vi tri hién thi hinh trong van ban:

See more...
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VI. Chen, dinh dang bang biéu
I. TAO BANG:
Thé Insert = Table = Insert Table =2

Insert | bl & \ T —l—
S0 cot "

Layout References
N p Table size
B Cover Page~ | » | [_\,\U Pr_?] SmartArt
[ Blank Page e O 29 " |y char Mumber of columns:
- e Pictures Online Shapes
*— Page Break Pictures ~ a4 ocreenshot~ Mumber of rows:
Pages 58] . .
y AutoFit behavior
@ Fixed column widi
.-:; () AutoFit to contents
= ) AutoFit to window
j FEemember dimensions for new tables
- | Insert Table... | Cancel
» raw Table J
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VI. Chen, dinh dang bang biéu
II. CAC THAO TAC VOI BANG

1. Di chuyén hoiac co gian toan bang

by
-~
PN,

|'|-|-|-|-|%l:i|'1-|-2§-3'|-4-|'%lﬁw-7'l-ﬁ-|-9'|-10-|§1-|-12-|-13'§-14-|'15'|-1@|'|-1-

Co gian toan bang

@

Chon toan bang, hodc di chuyén bang

2. Gian dong/ cot

Di chuyén con tro chudt vao duong ke duoi cua dong hoac duong ke bén phai cua cot = Xuat hién dau = va
mu1 tén =2 Gi1tr chuot trai va keéo.
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VI. Chen, dinh dang bang biéu
‘Delete Cells . ? )( .]

l @!Sﬂ{ft"&agﬁﬁ! 6a;vi\,d6ngsa!ng,trén

3. Xoa dong/ cot/ 6 O shift cells up Xoéawalddn(dillén

. s A (O Delete entire row Xéaidong
Chuot phai vao 1 O =2 Delete cells..—> Y Ditite esitise soki m t

cance

Insert b1 €] Insert Columns to the Left Chénje 5‘5 Tﬁ,ilgjs.i,,“.‘!},'l,r.,!
L R Delete Cells.. 2 Insert Columns to the Right Chénicatitrongisang phai
4. Chen dong/ cot : g ‘*‘L‘Lﬂg}?’-‘
m  Spht Cells... i Gh

Chuoét phai vao 1 6 =2 Insert =2

BorderStyles b | [
H} Text Direction.. Eﬂ Insert Cells..
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VI. Chen, dinh dang bang biéu

7. Can chinh noi dung trong o:

Chon 6 > Chudt phai = Table properties = Cell =2

; ] — = Table Properties 7 W
l@x ot |
| o2 Coxonr I Table  Row
: vy Paste Options: : 4 Size
‘ “——‘l Preferred width: |[3.3cm 5| Measurein: |Centimeters v

3} Smart Lookup ical ali
S Smart Lookup Vertical alignment

SN OMNYIMSs b

E_ab'ﬁ Translate

Iln=ert B

Delete Cells...

pmpnl S
Split Cells... Trén Gira) Durdil

Border Styles 3 tr@r_udmfrlj

“,ﬁ Text Directicon...
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VI. Chen, dinh dang bang biéu

8. To6 mau nén cho 6: -
Chon 6 = The Home - Nhom Paragraph =2 Chon cong cu Shading EX

Lueu ¥: (dé bé mau, chon No Color).

AaBbCcDc A

Ll T Normal | T1

Theme Colors
H EEEET"HER

" |||| TH T

: Standard Colors

| EEEEEN
i Mo Color

Paragraph

%y More Colors...
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= Chuong 2:
‘-,Phé‘in mém bang tinh Excel

h
‘v T
T NAT )
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Noi dung bai hoc

n Cac thao tac co ban véi phan mém Excel

Tao va trinh bay bang tinh

Loc va sap xép dir Lliéu

Tim kiém va thay thé

Tinh toan vgi cong thuc va st dung ham cd ban
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|. Cac thao tac cd ban véi phan mém Excel
» Bai tap tiép can
1. Tao 1 workbook mdi va luu vao Desktop vdi tén Thuc hanh Excel
2. Tao 3 sheet mdi va dat tén nhu sau: Sao Viet 01, Sao Viet 02, Sao Viet 03
3. Doi tén Sheet “Sao Viet 01” thanh “Tin hoc Sao Viét”
4. X6a Sheet “Tin hoc Sao Viét”

5. Di chuyén sheet Sao Viet 02 ra sau sheet Sao Viet 03
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l. Cac thao tac co ban véi phan mém Excel
* Tao file excel mai

e

dao huy hoang 3 er, 3 ? — O X

Buoci3: Ehon Blankeworkbook:
4&non

~N O o BWON

Blank workbook

Account Search for onli... ©

Suggested searches:  Business Personal  Planners and Trackers

Feedback
Lists Budgets Charts Calendars

Options
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|. Cac thao tac co ban véi phan mém Excel
* Luu file excel mai

L

Buigic 15 Choni Kile

_'L“‘-""'-"'-—"'—_.'E_#" ! Insert ~ Page layout  Formulas

a k. "
D db Calibri (11 - A A
fn} Home B |
Paste I B I U~ i~ My o -E- -
D New Clipboard appears when you hover over a folder,
[Z Open >
= « 4 Bl s ThisPC » Desktop » v O Search Desktop P
Get Add-i
= e Organize « Mew folder = - o
Inf h
nfo [ This PC
) . 3D Objects
Save )
> [ Desktop ﬁl]ﬂ
Other locations " D load
ownloads
I;g This PC
Print e, >
=,/ Adda Place |

Tags: Add atag

Share
4 — Erc:ws,e]
Export

Buidi¢ 3i: Chon Briowise

» Save Cancel

g Close » Hide Folders

R —
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|. Cac thao tac co ban véi phan mém Excel
« Pong file excel

= E Bookl - Excel Bai Vuong Lai

File Home Insert Page Layout Foarmulas Data Review View [ Help '/ Tell me what you want to do

Al - ﬁf L [ £ gk m gk i g #~
Buioie 2y LLuu truoie khil thoat ”
Save your changes to this file? -

A B C D . . M N 0 -

1 _ | Buioie 3 Dat ten

2 ] : |‘ Bai tap bang tinh excel sk I|

4 - . -

- ( Buioi¢ 43 Chon noil luu

6 Documents y

7 | C: » Users = PC

E -

9 LL lu.ul Khong: luu

10
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|. Cac thao tac cd ban véi phan mém Excel
* Trang (Sheet)

Sheet (ky hiéu SH) M6i mot WB co nhiéu SH, néu coi WB la 1 cudn s6, thi SH
nhu nhiing t8 gidy trong cudn s6 do, mot SH la mot to.

e Thém: Chon vao dau (+) dudi khu vuc tén SH.

« Pat tén: Chudt phai vao tén — Rename (hoac nhay dup vao tén SH).

« Xoa: Chuot phai vao ten — Delete.

» Sao chép: Gilr chuot trai vao tén dong thdi gitr CTRL va kéo tha.

 Di chuyén: Gilf chudt trai vao tén trang déng thai kéo tha
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|. Cac thao tac cd ban véi phan mém Excel
« Dong, Cot
Cot (Column) thudng ky hiéu bang chir cdi, dong (Row) thudng ky hiéu bang
con so.
e Chon dong/cot: Click chuot vao tén dong hoac cot.
» Chon nhiéu dong/cot:
o Chon lién tuc: Chon 1 dong/c6t sau do gitr Shift va chon dong/cot khac
o Chon khong lien tuc: Gitr Ctrl va click chuot vao tung dong/cot
e Xoa: Chon dong/cot > Chuot phai > Delete (hoac Ctrl -)
e Chen: Chon dong/cot > Chuot phai > Insert (hoac Ctrl +)
e Sao chép: Chon dong/cot > Chudt phai > Coppy (hoac Ctrl C)
* Di chuyén: Chon dong/cét > Chudt phai > Cut (hoac Ctrl X)
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|. Cac thao tac cd ban véi phan mém Excel
« Dong, Cot
e Dan: Chon dong/cot > Chuot phai > Insert Copied Cell (hoac Ctrl V)
: ,&n/Hién thi (Hide/Unhide): Chon cot/dong > Chu6t phai > Hide/Unhide.
« Gian dong, cot: Chon tré chu6t vao dudng chi dudi dong hoac bén phai

cot va kéo tha.

« Tu dong gian theo kich cd noi dung: Nhay dup chuot vao dudng ké (dong
hoac cot)

e Dan déu nhiéu dong cdt: Quét chon nhiéu dong hodc cbt > Kéo dan 1

dong hoac 1 c6t trong vung chon
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|. Cac thao tac cd ban véi phan mém Excel

e
Pia chi 6 dudc ky hiéu bing Cot va Dong tudng Ung, vi du B12 = dia chi O ndm
trén cot B va dong 12.

Chon: Chon tré chudt vao 6 bat ky.

Chon nhiéu 6: Chon 1 6 dau tién — Gilt Shift va chon vao 6 cudi trong
vung.

Tron 6: Chon cac 6 can trén — Thé Home Nhém Alignment — Céng cu
Merge...

Xudng dong tu ddng: Chon O — Wrap text.

Xudng dong tha cdng: Chuyén dau nhay tai ngi cdn xudng — Alt + Enter
Chinh stra n6i dung: Chon O — F2 (ho3c Click dup chubt vao O)
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|. Cac thao tac cd ban véi phan mém Excel
e Xoa dir lieu trong Excel

e C1:
e C2:
e C3:

Sau.

O

O

Chon O Phim Delete.
Chuot phai ClearContents.

Thé Home Nhom Editing — Chon cong cu Clear — Chon cac muc

Clear AllL: X6a toan bo (tu dinh dang, n6i dung, ghi chu...)

Clear Formats: Chi xda dinh dang (Chi xéa mau sac, khung vién,
in dam...)

Clear Contents: Chi x6a noi dung; Clear Comment: Chi xoa ghi

chu.
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Il. Tao va trinh bay bang tinh
« Ké khung cho bang

- Bookl - Excel

Insert Page Layout Formulas Data Review View Developer Help ‘D Tell me what you want to do

Fi - 1P 1 Loy A ' ; = .
T Buioe 23 chon cong cu Border (General 1|
Paste $ v 9 » 3 0 | Conditional For
N 4 ' Formatting ~ Ta
Clipboard = g Borders Alignment Number = Style
-  Bottom Border
H2 v
Top Border
Left Border N
. | Right Border L H J K h_ L M
1 .\."'\.
7 s Mo Border
s »
. "y - ; k i
5 Buidie 3 Chon Alll border
B
T
E |
o Buioi¢ 13 Chon vung

b —l
1 =1
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Il. Tao va trinh bay bang tinh

e Can chinh noi dung cho bang

Wrap text= xuoéng
dong tw dong

2 Can giiva,
tren, dwoi
Page LaycC

.. %

Tao khung
vien

Can trai.
giitva, phai

Sao chep
dinh dang

e |

Mau chiwv

B=Boi dam
I= in nghiéng x
U=g@c|] chan Mau nen
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IIl. Loc va sap xép

* Tao bo loc
KR

Eg@lh@miﬁhé

From Existing

Data* Text/CSV  Web Range urces Connections - | Vo Advanced
Get & Transform#ata Sort & Filter
A5 g J || Ngay ban
A B C D = - G - | J

1 .ll"-..
5
3 7
. Buioie 13 Quet chon vung du licu

Ngiy ban | Loai SP| Mi SP én S VT | S5 heong |Gid ban| | 2n"
2 - ' tien
6 | 01/01/2024| SPL1 | MHO001 | Gao thom la Kg 65 | 25.000 | 1.625.000
7 | 01/01/2024) SPL1 | MHO004 | Duéng tring Kg 65 | 4500 | 292500
g | 01/01/2024) SPL1 | MHO001 | Gao thom la Kg 65 | 25.000 | 1.625.000
9 | 01/01/2024| SPL1 | MHO001 | Gao thom la Kg 65 | 25.000 | 1.625.000
10 | 03/01/2024| SPL1 | MH002 | Nudc mam Phi Quéc | Chai 40 | 10,000 | 400,000
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. Loc va sap xép
Loc dir lieu

i

Budic 13 Click vao miiil tén 6 dau cot

| 01/01/2024| 7| SortAtoZ
|01/01/2024| £] SortZto A |
| 'Dl.-"{}l.-"E{}E4_ Sort by Color y
01/01/2 {}24_
03/01/202 4_
| 03/01/2 {}24_
| ﬂ?s:'ﬂl:‘EﬂE#_ Text Filters 4
03/01/2024 Aysl 3
et | Puong den — \ 3 Nlhtﬂ]gb noi dung
26/01/2004] o [ (Select All Search Results) l H‘ﬂ 0) 0 , ﬁe ﬂ]rﬁ“hl
' L | | i |:| Add current selection to filter
| Eﬁ.-ﬂl.-2ﬂ24_ _____ .Ell_n:rng den
| 26/01/2 {}24_
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lll. Loc va sap xép
Bo loc

e L F

Budie 13 Click vao miii tén ¢ dau ¢ft

01/01/2024| £| SortAtoZ
| 01/01/2024| &] SertZtoA
| 01/01/2024 Sort by Color

01/01/202 4
03/01 .-"E{}E4_ .
| 03/01 .-"E{}E4_ —
| 03/01/2024 Text Eilters
| 03/01 .-"E{}E4_
| 26/01/2024)— =
26/01/2024| — & -~ (Select All
| | I |:| Add current selection to hilter
|26/01/2024| 7 Dutng den
| 26/01/2024
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. Loc va sap xép
« Sap xép

Buoie 12 Click vao muil ten o; ﬁlﬂa\ul Eq,

E‘“"WL 2" S{dﬂ’ ﬁ‘:ﬂf Ngiy b Loai gl Mii Sy Tén SP

Ting dan — P & _./ 63
Giam dan ey L Kg 65
—BIEEL L) LECRTE
Sort by Color Kg 65 | 25,000
| Kg 65 | 25,000
. 'T;; Clear Filter From “Ten 5P Cha l 40 | 10.000
Chai 40 | 10,000
Text Filters y | Chat 40| 10.000
Chai 40 | 10,000
Search ..
= Kg 40 | 5,000
""" I: ESEIEEIZ ﬂi“} K—E 4{} 5}{]{}[}
----- Ij Add current selection to hilter ;
----- ) Buong den kg 40 5,000
Kg 40 5,000
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V. Tim kiém va thay thé

e Tim kiém

Buigic 1: Nhan Ctrl

Find and Replace L] X
Find Feplace
Find what: Gao thom lai — "
— b A
Baroie 2 Vlhrﬂnlg, noi Ellllll'lrg ¢an timi
. Options =
Close

Buioie 35 Chon Find Next
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V. Tim kiém va thay thé
« Thay thé
Buidie 12 Nhan Ctxl K
Find and Replace ] W

Buidie 23 Nhap noil dung ean tim

Find what: EJLrtrng den

Replace with: | Bwuong phen

| Buige 3 Nhap ndi dung thay the

i Replace Find All Close
Buigie 43 Chon Replace All
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V. Tinh toan vdi cong thuc va si dung ham don gian
* Phép toan co ban
« Cac phép toan ca ban:
o Cong (+), Tru (-), Nhan (*), Chia (/).
e Quy tac thuc hién phép tinh.
o = biéu thudc todn hoc -> Enter
o =PDijachio 1l + diachio2->Enter

o VD:
m =3+b5
m =-Al1+B5
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V. Tinh toan vdi cong thuc va si dung ham don gian
* Phép toan co ban

o VD:
1
2 Con ga 11 13 =B2+C2
3 Con vit 8 7
4 Con heo 4 6
5 Con bo 2 1
- Con trau 0 2
- Con cho 1 2
) o Con de 0 4
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V. Tinh toan vdi cong thuc va si dung ham don gian
« Sao chép cong thuc

Bugie 15 Chon 0 ehira; cong thure

A B C D

, Con ga
3 Con vit & 7
Con heo 1 6 Buioie 2 Giur chuot vao)
’ 6 dudil bén phiil & va kéo,
A =2

5 Con bo 2 1

B Con trau 0 2

. Con cho 1 2

¢ Conde 0 4
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V. Tinh toan vdi cong thuc va si dung ham don gian
* Ham tinh téng
e Cong thuc:
o =SUM(Vung tinh tong)
o Vidu:

) Con ga 11 13 9 15
3 Con vit 8 7 9 11
4 Con heo - 6 3 3
. Condé 0 4 3 4
- Tong s6 con vat moi ban nudi [=SUM(B2:B5)
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V. Tinh toan vdi cong thuc va si dung ham don gian
e Ham tim gid tri nhdé nhat
e Cong thuc:
o =MIN(VUung tim gia tri nhd nhat)

o Vidu:
1 Nha Lan
, (Con gi 11 13 9 15
3 Con vit 8 7 9 11
4 Con heo 4 0 3 3
. Condé 0 4 3 4
] S0 lwong vat nuoi it nhat =MIN(B2:B5)
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V. Tinh toan vdi cong thuc va si dung ham don gian
* Ham tim gid tri Ll8n nhat
e Cong thuc:
o =MAX(Vung can tim gia tri ldn nhat)
o Vidu:

Nha Lan Nha Huy Nha Hung Nha Kiét

, Conga 11 13 0 15
3 Con vit 3 7 9 11
4 Con heo 4 6 5 3
. Conade 0 4 3 4
; So lrong vat nuodi nhiéu nhat =MAX(B2:BS)

4 Pao Huy Hoang Trang 57




Trung Tam Tin Hoc Sao Viét & 093.11.44.858 @ tinhocsaoviet.com

Chuadng 3:

K. Phan mém trinh chiéu PowerPoint
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Noi dung bai hoc

n Cac thao tac co ban véi phan mém PowerPoint

Thiét ké va lam viéc vdéi slide

Dinh dang van ban trén slide

Su dung hiéu ung cho slide

Chén biéu tugng, danh sé va biéu tudng dau doan

Chén va xU ly hinh 3nh, hinh dang // -
//
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|.Cac thao tac cd ban véi phan mém PowerPoint
* Tao file PowerPoint madi

PowerPoint N ew

Blank Presentation Circuit
PowerPoint ‘//
e 1l Bm =
s Clhick chufe ki 2

Budie 3i: Chon Blank Presentation

vio bidu turymg PowerPofimt
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Luu file PowerPoint

__-_-_--—""-l--‘

1_n_r Home

|—_E'|New

[Z Open

Get Add-ins

Info

Save

e
=
=
@
e
Qo
®
=3
=
=
=t

BONYSE)

[ |~ Browse ]
y

4 Pao Huy Hoang

& 093.11.44.858

Draw

|:|La],n:|ut*
. %] Reset
Il Paste Mew
= Slide ~ CJoection
Clipboard Slides

Ek the pin ico

@ tinhocsaoviet.com

|.Cac thao tac cc ban véi phan mém PowerPoint

T—1
& Save As

« - v 1

Organize *

<« Desktop » Baitdp

Mew folder

[ This PC
“J 3D Objects
B Desktop

@ Documents

File name:

Budie 54 Diit tén

v O

~ Buioe 45 thm_l. noi lusu

Ko tems maf"h rour search.

Search Bai tap 0

Bai tap trinh chiéu

Save as type: |

Authors:

» Hide Folders

Bai Vuong Lai

PowerPoint Presentation (*.pptx)

Bug

\Tag Add a tag

f

W

53 ehon Savie

Tools =

Save

Cancel
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|.Cac thao tac cc ban véi phan mém PowerPoint
« Pong file PowerPoint

1I .11_ (P E 5 L IH'{ a = ' '_P' r-'
|y €lick chudt vao dau X"
Clipboard u Slides Font N

1
\ ¢ Buoie 2t Luw truige khil thoat

Save your changes to this file?

Budie 35 Dt tén

Bai tap trinh chiéu pptx

( Bugie 45 Chon nejil luu

1’.‘ Tai liéu y
[~ OneDrive - Personal

| Lu-_;ul Khong: luu
More u:uptiu:ungﬁ--__ Dﬂ-ntﬂav:_l Cancel
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Il. Thiét ké va lam viéc vdi Slide
 Thém Slide

-

Insert Draw Design Transitions Animations

|
Budie 3 Chon mau Slide ¢6) san:

Two Content

Hlo E_‘:ﬁ' [llh_t:ilg phim tait Citrl M
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