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BAI TAP THUC HANH MICROSOFT WORD

DINH DANG KY TU
BA 1 TA P 1: Soan thdo dO@l‘l vin bs’m sau luu véi tén Microsoft_Word.doc.
PH@EN MEM XU LY VAN BAN

Word 1a cdch néi gon ciia tiY Wordprocessor (Phdn mém sit Iy van ban) Qud trinh xi& 1y vin bdn
gbm hai giai doan chinh: Soan thdo (Editing) va xi 1y (Processmg) Soan thdo vin bidn 12 cong
viéc rt thuding gip trong vin phong va la cong viéc rét nham chén khi ngudi ta con ding mdy
ddnh chit (typewrite) d€ thuc hién. :

V6i mdy dénh chi, mot 14n ban g6 mot phim, 1ap ttc mot ky ty dugc in ra gidy. khi g hét mot
hing, ban phai kéo cin dé xu6ng hang. Mu6n canh 1€ cho ngay ngZn, ban phdi canh bing tay va
mit. Mot viin bén da tao. xong, néu c6 131, phai go lai tiY ddu va vi th€ c6 thé mit lai khuyét diém
nhu 14n trude ( cung ddnh sai) :

Véi my tinh vad Word, mai cho d&n lic ban ra 1&nh in, vin chua ¢6 chif ndo trén glay Vin bin
chi hi€n ra trén man hinh d€ ban ki€m tra va hiéu chinh cho dung Mbi khi gd d&n cudi hang, ch&

d6 Wordwrap s& ty dong mang tron ti xudng hang va sdp x€p tit trong khudn khd cdc mic canh
1é (Margin) da khai bdo trudc d6. .

Ngoa1 ra, véi nhitng cong cu (Tool) xit Iy vén bén nhu : tlm va thay th€ (Find and Replace), sdp

x&p (Sort), sao chép ( Copy), di chuyén (Move)... Lam cho Word trd thanh ngudi ban dong hanh
khong thé thigu v6i ngudi thi ky vén phong.

BALTAP 2: Viio menu File>New>Blank Document, sogn thdo doan viin ban sau luu véi tén’
Font.doc. :

TRINH BAY FONT CHU

Microsoft Word 13 mét chwong trinh s& 1y vin bén manh, ngodi cdc chdc ning gip ngu’d] sy
dung £0 nhanh va ding mgt vin bén, né con cho phép chiing ta d& dang chén céc ky ty dit biét
vio vim ban nhu’"ﬁ) HEQOWYH M & o B> WEE © ® lam cho vin bdn phong phi hon.

Chiing ta c6 thé nhap viin bn & dang chit thudng hodc CHU IN dé rdi sau d6 c6 thé déi sang mét
ki€u chit thich hgp. Céc lénh thudng diing trong viin bén c6 thé trinh bay nhanh nh¥ cédc bléu
tu'dng lenh nhu’ bold dé& tao chit ddm, Italzc dé tao chrZ nghzeng, Underhne tao ra chu’ gach du'(}

bg_n,g__dg_t_l_ chim, Strikethrough tao ra ehﬂ’—gaeh—gﬂta cdc lenh ‘“PW"P‘ V& supscrip gxup chung ta tgo

duge mot bi€u thitc don gidn c6 dang nhu a'xz + b'yz = 0. tit c4ch gd chiy thudng c6 thé ddi sang
CHU IN ho#ic CHU IN €6 KICH THUGC NHO HON nhd vao céc 1énh ALL CAPS hofic SMALL CAPS.
Khodng cdch giita c4c ky tv c6 the thay d8i d& ding nhd dung cdc I¢nh trong Spacing:

Normal - Xi¥ Iy véin ban véi MS-Word.

Expanded - Xt 1y vdn bdn vdi MS- Word

‘Condensed - Xitl{ van ban véi MS-Word.

BAL TAP 3: Véo menu File>New>Blank Document soan thdo doan viin bdn sau luu v(ﬁ tén

DropCap.doc
Hudng ddn: Sit dung chitc ndng tao chi? roi Forma.t > DropCap.
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- BAI TAP THUC HANH MICROSOFT WORD

TRAN CAU QUOC TH

&ng vua xé, c6ng thao trudng rong mé.
N Ca hai doan cdu th( ti€n ra séan.

Tiéng hoan hod vang doi khép xa gén
D& cd vil cho tran clu quéc té.

| oan tuyén thii nuéc nha hoi nhd bé.
D Né&u so ciing céu tudéng ¢ phudng xa..

Cbi xudt quan lanh lanh dugc ban ra.

Thi tran ddu da vo cing so6i néi.

. ién dao ta nhu song vb cuong ti€n tdi.

T Khi tat ngang, khi nhdi béng dé 1am ban.
Khi€n ddi phudng thanh r8i loan hoang mang.

Hau vé y&u phai quay vé& phong thu.

hi€u binh tinh, mot vai ngudi chdi dit.
Nén trong tai canh cdo d8i ra sén,
Qua béng da lin 1on bi€t bao lau.

H&t hai higp va doi nha d& thfmb

Biét néu cao guong dodn két ddu tranh.
Khi giao banh, khi phd luéi ham thdnh.
Nén doat gidi da dich cao gdp bi.

Tuy bé nhu’ng dong long <o gdng.

BAI TAP THEM
1/ Tao tap tin Cadao.doc rbi nhﬁp ndi dung sau:

(VNI-Bodon-Poster, 20, Reéd)

20
v

(VNI - Helvey 12, Dark Yelow)

(VNLZ Book, 12, Darkred)

(VNI - Aptima, 12, Blue)

(VNI - Bodon, 12, Green.).

(VNI - Revue, 11, Violet)

Hudng dln: Sit dung chitc ndng chén ky t ddc biét (Insert > Symbol) vai chite ndng dinh dcmg

Font chit.

(4 Da'o R (VNI-ng; 30)

» Tuzo [in edy budi hat hoa.
» Buda xuo*'n*g oudn ca hdi ny tﬁrr_'z xudn.
» M tdm xudn n& wa xanh bige.
» Em b a/ié‘ng anh tige ldm tﬁaj '
% Ba dong m6t md trau cay.

% Sao anh chdng héi nhitng ngay con khéng ?

® Bay gid em B od rhing

® Nl chiw viro [8ng vhyt o8 cin chu.

@ @4 ciin clu bist 5w mi 9o

(VNI - Park; 16; Pink)

(VNI - Korin; 12; Teal)

(VNL- Maria; 17; Red)
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BAI TAP THUC HANH MICROSOFT WORD

@ @him vin [dng bist thud nio ra.
2/ Tao tap tin Ongdo.doc véi ndi dung sau:

ONG PO GIA
(Vi Pinh Lien)

® M&i ndm hoa dao nd

® Lai thdy ong d8 gia

@ Bay myc tau gidy do

: @ Bén phd dong ngudi qua.
@ Bao nhiéu ngudi thué viét

T&m thc ngyi khen tai .
© Hoa tay thao nhitng nét
Nhy phugng mia réng bay.

©® Nhung méi ndm mbi ving
® Nguoi thué viét nay ddu ?
© Gidy dé budn khéng thim
Myc dong trén nghiéng sdu.
@ Ong d6 vin ngdi ddy '
@ Qua vdudn_g khéng ai hay
L4 vang roi trén gidy
® Ngoai trdi mua byi bay.
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BAI TAP TH(/C HANH MICROSOFT WORD

DINH DANG POAN
BAITAP 1
Tao tap tin Thoduyen.doc v6i ndi dung sau:
Hudng dén: Sit dung chitc ndng thut 1¢ viin bén (Indentation).

THO DUYEN,
Chiéu mong hoa tho trén nhdnh duyén
Céy me riu rit cdip chim chuyén

B4 troi xanh ngoc hoa muén ld
Thu dén noi noi déng tiéng huyén

Con dudng nho nhé gié xiéu xi€u
13 t4 cinh hoang n{ng trd chi€u
Budi 4y Idng ta nghe ¥ ban
L4n ddu rung ddng ndi yéu thuong
Em budc diém nhién khdng vudng chan
" Anh di ln thn chng theo gén,

V6 tam - nhu gilta bai thd diu,
‘Anh véi em nhu mdt c8o vén.

May biét v& dau bay gdp gip,

Con ¢d trén rudng cdnh phdn van.
Chim nhge trdi rong gian trén cénh,
Hoa lanh chiu thia suong xudng din.

Al hay tuy ldng budc thu ém,

Tuy chdng banh nhéan ga t6 niém

Trang thdy chidu ham ngo ngén vay,

Long anh dé cudi |<‘Jng em,

Xuaan Diedu — 1940

BAITAP 2
Tao tp tin Vitamin.doc vdi ndi dung sau:
Hudng déin: Sit dung chitc nding thut 1€ viin bén (Indentation).

VITAMIN VA KHOANG CHAT
VITAMIN VA KHOANG CHAT LA Gl ?

Vitamin va khodng chit c6 trong thic &n gip co thé ting trudng va hoat dong binh
thudng.

TAI SAO CHUNG TA CAN PHAI CO VITAMIN VA KHOANG CHAT ?

Vi ¢d thé khéng tao dugc cdc Vitamin, trit Vitamin D va PP Ia duge cd thé tao ra vdi
lugng nhd. Vi viy chiing ta cin pha1 cung cAp vitamin v3 cdc khodng chit t ngudn
bén ngoai co thé,
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BAI TAP THUC HANH MICROSOFT WORD

Vitamin tham gia vdo qué trinh chuyén héa thitc dn-thanh ning lugng va thanh 14p c4c
md méi cda cd thé. Khodng chit cé cai trd xdc téc, hd trd cdc men gidp cd thé hoat
ddng binh thudng '

c6 NHUNG LOAI VITAMIN VA KHOANG CHAT Gi ?

M6t s6 loai Vitamin va khodng chd't nhy Vitamin tan trong chét béo: A, D, E, K Vitamin tan trong
nudc nhy nhém Vitamin B (B,, B, Bs, Bs, Bi2), C, H, PP. Céc khodng chit va cic
nguyén t8 vi lugng nhv Canxi, S4t, Magne, Kém, Dong, Mangan, Molybdene, Cobalt,
Borate ’

BAITAP3
Tao tép tin Truyencuoi.doc v6i ndi dung sau:
Hudng dcfn.' Sit dung chitc ndng Bullets and Numbering... va Borders and Shading....

2UEN
Ong b hdi chang trai quen con gdi dng:
Céu thdy con gai clia t8i the ndo ?
Chat higng vang trén toan thé gii,
Tinh yéu clia cdu doi vdi nd ra seo ?
Lién tuc phat trién va ludt cling tia chdp.
Cau nght gi néu Loi biing long cho céu lém quen né ?
ton cd sy mong dgi. ' -
Hién nay céu lam nghé gi ?
Viet quing céo.

(CROHCNCHCNECNEHNE

CO BAO NHIEU
@ Hay noi v6i anh bigt, em y8u = mft ngudi dan ong tré hdi vg minh - ¢6 bao nhidy
nguti dan 6ng trudc anh dd dén vai em ? '
@ Im ling.
® “Nang d3 gidn r6i"
® Ong chdng nghl. Sau mot gid chang hdi:
® Em-con gién & ? ,
® Khong em con dang dém.

BAITAP 4

Tao tip tin Cantuyen.doc vdi ndi dung sau:
_ R ,
CANTUYEN
Cong ty Hoa chit AWJ cn tuyén dai dién tai TP. H8 Chi Minh vdi c4c chitc danh sau ;

Chic danh: S -
1. TRUONG PHONG PHAT TRIEN KINH DOANH
2. TRUGNG PHONG K¥ THUAT

3, TRUGNG PHONG TIEP TH]

Yéu ciu: :
o Tubi tir 30 d&n 40. TSt nghiép Pai Hoc nghanh Héa

e Viét, néi thdng thao Anh Vin

o SU dung thanh thao mdy vi tinh, trong cdc nghiép vy vén phong
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BAITAP THYC HANH MICROSOFT WORD

;

o C6 ki€n thitc vé thu’dng mai va.ti€p thi. Qudc tich Vi¢t Nam
Hb sd xin vige:

» Don xin viéc (bing tié’ng Anh)

» Tém tdt Iy lich (bing ti€ng Anh), kem 2 dnh 4x6

> Ban sao céc vin bing (c6 cong chiing)

BAILTAP THEM
Tao tép tin Tracnghlem doc vm n()l dung sau:

ek
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VR B8 AT R A A AAAAANAANAAY y g » r A AN AR N

R »x;ff “ “ A vw:’ - S A n;.,,,".!\"\\ ]
by PR 4 H W L p, y Q) 83 5 A 5

: TEVISEIIOT EREI SR «.éf:«%:w.*?%?‘w VR

a. Bit.

b. Byte.

¢. Character.
d. Word

o M

i Pon nhigm,

ii. Pa nhiém.

iii, Nhiéu ngudi diing.
iv. Céc cdu trén déu sai.

b nhe
A. 1000 Byte.
B. 2500 Byte.
C. 1024 Byte,
D. Céccdutrén dé‘uSai.

PRSI 5 NS 4 Y L AT o :
bt R A o s R W R, s VT AN RS SR OO
i i : & ) j FANREERAL RRA AR
N b !ﬁ& VO AR s
K Yoeh vt
g TN
AEN AN
'&w “

S .vg'.ﬂ..mmﬂ i

a) Mot loai ca phe mdi cia ddo Java bén mréc Indonesia.
b) MOt hé diéu hanh mdi cla Microsoft, '
¢) Motngdn ngt 1ap tinh méi clia hang Sun Microsystems.
d) Mot tram 1am vi¢c mdi cia héng Sun Microsystems.
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BAI TAP THUC HANH MICROSOFT WORD

CHIA CQT - WORDART - AUTOSHAPE

; ﬂ( . A TN 41'
N O - U+ ey (G duy Ry G et e Ao 7
BAITAP1 - dwymnvqua u?\ s Ol ox fult ~+ Gadw (G ! g
. 'WJ ‘1 ) ) &: dmo» Q,(“)k . Eaﬂp Qg?wx (‘j/\)?\/\ LOS[WY\s
Tao tp tin Column.doc v6i n§i dung sau:’ !
v s bodwoaw a(j ba, qu '

oo, aas oot .

am 1968, & tudi 13, Bl
WQates bdt dau lam quen
- vdi thé gidi tin hoc. D6 1a

thdi ky cta nhiilng may tinh thé hé
tht 3 vdi mach tich hgp bén dén,
v8i hé diéu hanh da chudng trinh, da
x Iy manh mé& va mém déo, céc
ngoén ngit bac cao “vang béng mét

thgi” ALGOL, FORTRAN, COBOL,..

vdi bo db Jeans va doi giay thé thao

“dan da”, cau bé hoc tro Bill da

chiing t6 rang khong nhat thiét phai
m&c Complet thi mdi cd thé dudgc
coi 1a than ddng vé Tin hoc.

Bc‘fi.sil’\lf\ vién cia Bill da c]f\dmg kign
mét sy kidn vi dai cha Céch mang

Tin hoc i su ra d&i cha mdy vi tinh,
; 3 Y

P
.
X

AAYEN 1OQALVE QNG VOA PHAN MEM BILL GATES

T ndm 1974 bdt ddu xudt hign céc
maéy vi Hinh 8 bit v&i bs xi& ly Tntel
8080, trong dé cé méy Altairne Nhan
thdy Altair chua cé mat ngdn ngix l{:‘xp
trinh, Bill Gates uné”r dinh vao cudc,

“Va thdng 2/1975, sdn phédm phén

- mém he théng déu tién cha nha tin

hoc tré chéo doi : Nglan ngit lap. trinh
Basic cho méy vi tinh kém theo mat
chuong trinh théng dich. Va ds la

budc ngodt bat déu cha céu chuyan

: A ~ A\t ’ v ' g
vé mdt con ngudi coé wndng lyc tac

déng cd mdt nganh Cong Ngha
Tl'\éng Tin trén todn thé gidi cha

ngay hém nay.

BAITAP2 Tao t4p tin FPT.DOC véi ndi dung sau:

--------------------------------------------------------------------------------

! . A n
" Q 1/ \ "
o ,, et # At s AR :
g e ol ra (T i
T (™ ! 2igak ,j*ﬂg(‘&“' . "\I‘q &= ’:m, : :'
r i 'ﬁg Phat feiém jH Al | A 4 :
" 1- Internet phét trién nhu the ndo ? !
n 2- Lam th€ ndo d€ khai thic hiéu qud Internet ? i
’ : 3- Céc th€ manh clia thuong mai dién ti "
u 4- Internet dem lai cho ban nhitng lgi fch gi ? "
-n . . i - : . w
EE Ban mudn than du hay nhitn i liéu clia khda divo oo vor g e ES
n phicw ditng by cho chung 1oi tedde ngiy 27032001 theo dia ol "
u Cong fy FIPI. 2189 Ling Ha, Ha Noi. i
] @ Tol: 04.8560300 — Fax; 04.8560315 i
Il:==========='-'===================================================================::
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BAITAP THY/C HANH MICROSOFT WORD

BAITAP3 B g S0
g P Aﬂ‘ @ é
Thpyen ¥Ya w.gé““ -
thi & bl ‘ic\i')»\fs ~ Ciing ¢6 khi v0 cd
) Bién 0 at x0 thuyén
(Vi tinh yéu mudn thud
C6 bao gis ding yén 7)

Bm s& k€ anh nghe
Chuyén con thu yén va bién

“Ti ngdy ndo chiing biét . .

Thuyén nghe 101 bign knoi  Chicd thuyen mdiméu- -,

Cinh hii 4u séng biét Bién ménh mong nhudng a0
Pua thuyén di mudn noi Chi ¢6 bién mdi higu

: . . Thuyén di ddu, vé ddu

Long thuyén nhiéu khat vong - -
Vi finh bidnbaola  Nhfing ngay khong g¥b

Thuyén di hodi khong mgi  Bién bac du thuong

Bién vin xa.. cdn xa. Nhitng ngdy khong 5
. Long thuyén dau ra,n Vi
Nhitng dém.tring hi€n ti
Bidn nurco ghinhs  Neu tlr gid thuydy/
Thi th 4m giti tAm tu B‘f“ chi cdn s6
Quanh man thuyén séng v0 Néu ph
‘ Em cliy

4 chin by '060 aom'u 06“ dAnw U\‘lu Q‘/\m
Tosed + Bt ¢+ ghon fivk o s m

45 didh Uik b o bon cio Kb G chow Tormal s Gt i Doigon |

BAITAP 4 | o WWW\ NER
' chxp A - b Sl |

L i "Q\l iy

————7 S b b o
Ban Giam Poc | AN mmb )
T + \Dd«w\c\ fxd o oo o g
X«m‘\ U\\'\\N
vesasesusasavanansansaeEn + im 5&0\(\% o '1)( . lm\}\

dhe dad an Yo
- + /\\o L\\'\O\ bottow
; Q\\M aam A on
=\ § %." N\ o MO\ Xu\\l«,
v | L %v\i\ v\um \L(OL /

{(\0 CQ\M. \()(4 émx C\O\\ AL IR “+ /‘-\ V{\,\ \\i\gw
\ - c\\m\\ Ao df vk
& o won oon 000 Taserd e&\m Dmp o [A= m&\ R,\m‘/ﬂ

Fod -thet = man "M (it oht )
- ,lm. 10 o\&m\n - m \mﬁ\mr(c,o oom 3 43 dSng
lm.ng_ﬂ J




FoLL - hwe
/‘z .

N Y ,~»~'..'\fx:\-
\, b\\‘,\\\w c‘-"\i ~ ; . "
Gl o iy BAI TAP THUC HANH MICROSOFT WORD

e kel

- Voo “\a»'\u 4 Ci'm k \\, [ g L
. ~ TONG GIAM POC ‘]

\ u( \‘,\L\, \\LL\L\  ‘__ e
iy b Yoy & c'lu i coo by dhai cluw\ V‘tm e e Joh
Ll .

-t b
}(ka\f] l"i!li,:-\\ -f\dol “t»\ld' E—

A 4

{ PHO TONG GP } [ GP THUONG MAI‘J [ GB TAI CHINH | [ GP SAN XUAa
\: \M, y \O ol

“\c\» Yi\ O d hc Wt ‘\m\\- |
4 ! PN . \ (] ',‘7;.('.;;..’
3 AR dhuy ooy clr\ N Dong sa By gy ai. O ko the wi fy bl
& Aoy v i :

{ Y

LVAN"PHONG] 'LPHONG K‘Cﬂ LP.KE’HOACQ m&. KINH DOANﬂ' [P. KE’.ToAﬂ
@ dq iy o e (o ) Al T | |
BAI TAP THEM
BAITAP1 .
CAU TRUC PHAN LOAI NHU CAU HANG HOA TREN THI TRUGNG

. Self

Z Esteem. ©

- Social

— ——— ' : P _:v.,“N'hu Cﬁ’{l gé't?nh xﬁh(h;
x / .. . - " Physiological ' \ .

sl & e
. Nhu ciuantoan g

Y i}

=3 Nhu ol smh 1y: 2

Trang 10




BAITAP THUC HANH MICROSOFT WORD

BALTAP 2

2s R R- 21

e
5 NEW s

Poc duge cic loai dia CD, VCD, MP3
Chitc ning xem ludt nhanh

Chite ning chi€u chim véi nhiéu t6c do
Chitc ning xem hinh

Am thanh stereo — surrround , Echo , Tone
Vi nhidu tinh ning ddc ddo khac

bd ra cd cudc dui d€ di Hm

. hanh phiic ma vén chanJ fim
ra Co Ie m8i ngudi cod m6+ cém nlr\av( (g

/'7.

rleng vé hanl'\ pkuc V\l'\utng nhin chw\g U‘z‘o
con ngudi chi cam thdy hanh phic khi

hai |<‘>"ng.vd vui sudng véi mét didu gi dé.’;
Mét ngudi hanh khdt cé thé rat L\cml'\.
pl'\u\c khi cé Ehmfc mot mai nl\a Méh‘ cb

géi ban hang rong ciing s& cdm’ thdy rét -
vui khi busr ban dét khdch, Con hanh i

phic déi véi ngudi cha dé 1a khi ﬂ\ag con

{2

o

&z

@

minh khén lén thanh ngudrio,
la nhue the do.

Hanh pl\u'\c ‘-'-»-_f;?;‘).'."

a4

£Z224 761 may mén dugc sinh ra trong mot gia dinh
ddm &m nén doi khi t0i khong bi€t ring minh
hanh phc. Chi dén khi t0i nhdn ra ring chung

quanh t6i con v6 86 nhitng dita 'trd khong c6
gia dinh, cha me, t6i mdi § thic duge ring
ngdi sao may mén mim cudi véi minh. The

5 ddy doi khi hanh phic k& cin b&n canh minh

ma chiing ta ciing khong nhén thiy, d€ mai di
fim mot hanh phic trong 4o tudng va odn
. trdch cudc ddi sao bét hanh véi minh, Vi vdy
hiy dén nhén hanh phic mdi khi né dén,
hanh phiic s& chi mim cudi vi ngudi biét tran
trong nd ma thoi!
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Kawabata Yasunari Cénhi tay Truyén ngdn Nhit Ban 119
L g700
Viin Cao Gii ngudi em bién xa 25
Nguy&n Lip Em Con mii tinh yéu 26
Nguy&n Théi Duong Chi€c 14 twong tu 59
A PI6E BIHT6 - HGIEIEN CUHU - TRAQ BT - DYC SACTE
Trin ThanhPam  Sinh ménh ciia vin chudng lang man_ 107

Hoang Kim Bdo Tim mdt hudng phat trién cho Tdp 1am viin 110
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BAI TAP THUC HANH MICROSOFT WORD

BAI TAP THEM
1/ Tao tép tin BT_Them1.Doc
KhETYT QU A AL CHASREE N L 1
KHOA 1 - NAM 1999

\ 'TIN HOC

o8 3§
STT  HO VA TEN MA SO pIEMSO  XEP LOAI
1 Vo Hodl An oovvveninneniinens S 001 eveeivreinrreeresisninnes 7.9 v, K
2 TrAn COng Danh.....ccvvererreneirererninnns 002 1evevrereresreeenensseisens 9.25. i ireninsrreneene G
3 Nguy&n Duong Thi VY .cecierveriinnnne 003..cerrene verveeseriseres 5 T K
4 Cao Thj BiAng TAM ....covvnvennirinnns 004 ...covmiririnveeirinnene 6.25. . cinrererennns T
5. Ton ThEt TIuy&n ....icceververveinecsnesensens 005 iiiiiiinnninnnicnnines 4.6..crvrvreeerririssinnens Y
=6 Vi Anh T oo 006...ccverennt RS 55, receenreen T
T HODUY HAE e sesesnsssssinins 007 wovreeeeseessessrsssnss 3 T T
8 Ping COng BInh ...vvvrevvrrrereeernreresnnne 008 ...orreerrernene B £ 15 V- K
9 Nguy&n VAn QUang.........oeeeveereeseseense 111 JOUO S LX) O G
10 NguydnTinDat coieesnsmmssnen 3 1) O 6.8uceeeerscersssinissen K
Ghi chii : G : Loai Gidi Tong s0 : Gidi 1 02
. K:Loai Kh4 Kha : 04
T : Loai Trung binh ‘ } Trung binh 103
Y : Loai Y&u : ~ Yéu 1 01
2/ Tao tép tin BT_Them2.Doc
CD ROM PC WORLD
Ho t&n ho#C €O qUAN f.evvrerersesersenesnnes wervernens SO e
Dia chi nhin CD ROM: S8 ..ucuueensesvcercsssissssssisisinn DUINE wvvvvevesmressressssssesssssmsssmassseseees
QUANHUYBN c.vovvvvvrererensissbeenaecser s iestessenssssessisees Tinh/ ThAnh phd ..c.cvorreerenniniiiiiincnrnn,
Pién thoai HEN K& i i s e, .
Ky tén
Ho VA T8I 1iveerieririeneereessnessninesssssssnessnnsnenssnins
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BAI TAP THUC HANH MICROSOFT WORD

BAITAP 4
DAIHOC QUOC GIA TP.HCM CONG HOA XA HOI CHU NGHIA VIET NAM
TT PHAT TRIEN CONG NGHE THONG TIN Poc 1ap - Ty do — Hanh phic
--000-- --000--
34 TRUONG PINH, Q.3,Tp.HCM L
© PT: 8222678 : : s
$8: 505/CNTT-GGT _ )
GIAY GIOI THIEU
TT Phét trién cong nghé Thong Tin - Pai hoc Quoc gia Tp.HCM gidi thiéu:
‘Hocvién ... e bbb Sinh ngayi....oinn TR
Hi¢ndanghocldp ..o S ..o tal trung tAm.,
HO Kh&U thUBng (8 fevenevciiereecececs s eses s sesss e sssessss s sessssessssessssessoess s
DENMUC AP LAL . feerevrcisersesiiesisinse s s seseesessesesssessessstessssesssessssresessesssssssenes

Thdi gian thuc tap 45 ngay ké 1Y ngay 20/03/2000.
Kinh dé nghi Quy co quan tao diéu kién gitip do
Kinh chio trin trong
Tp.H Chi Minh, ngay 16 thdng 03 ndm 2000
TL GIAM BOC
Trudng Phpng Pio tao

Lﬁ: pUC THO
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BAITAP THUC HANH MICROSOFT WORD

(4
BANG BIEU
BAITAP 1
Lap céc bang sau rdi luu véi tén tép tin 14 Table.doc
CONG TY TAN LAP CONG HOA XA HOI CHU NGHIA VIET NAM
Xi NGHIEP A POC LAP - TU DO - HANH PHUC
===000--~

FEE
1 TLVI R 5,000,000 | 60,000,000
12 PAU VIDEO 3,000,000 15 45,000,000
3 TU LANH 8,000,000 20 160,000,000
4 MAY GIAT 2,000,000 11} 22,000,000
5 'CASSETTE - -1,200,000 | 10| 12,000,000
TONG CONG | 68 299,000,000
R SO TIET
| M?N HOC LY THUYET THUC HANH TONG CONG
HOC PHAN 1 0 0 )
O Tin hoc ciin bén 20 25 45
O Windows 30 60 90
a Wianrd _ 48 48 96
HOC PHAN 2 0 0 0
O C#Hu trdic mdy tinh 72 0 72
O Excel | 30 60 90
Q CSDL_ ‘ 48 48 | - 96
HOC PHAN 3 0 0 0
0 Pascal 30 60 72
{1 Lap trinh C++ 30 60 90
Q PTTKhé thGng 48 48 B 96
HQC PHAN4 0 0 | 0
0O Pé Hoa | 72 0 | 72
O C++ , 304 ’ 60 90
O Access ' ' '
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BAI TAP THUC HANH MICROSOFT WORD

BALTAP 2
TAP CHi
PC WORD VIET NAM

& - ;

% B HO VA TEN & i resis s s st .
&2 w Diachinhntapchi: ..o e s b s e
2 e ———
© = HAY DANH DAU VA0 THANG MUON DAT

@ S 2 {3+ 415 {6 i 7 1819 1011112,

Q:i0:iQ:0:Q:0:Q0:1Q:0:4Q:0

1,05

7,200 RPM

MOT SO PHIM SU DUNG TRONG TABLE

| Segate Barracuda ATA I, § dia cho 6c d6 t6i 7,200 vdng/phit

(RPM) va dung lugng téi 40 Gbytes rat hiéu qud cho ¥ng dung

d€ ban, | :
Giaodién | Gbytesda | T6c do fim doc | Til¢ Gsnghiép ;
dinh dang (msec) vu khéng thye
hién dugc (Gs)
Ultra ata 10->40 8.9 350
100 ’
* Nha phan phéi duge Gy quyén cia segate
- COMPUTECJSC & :8.8398126 Fax: 8.8326190

1 I N . . n y
TR TTIR IR i pi e EELIRSRFTSTE 15t

Tab Dén 6 k& ti&p Shift-Tab Dén 6 tritoc d6 |
Alt-Home | P&n 6 ddu tién trén hing | Alt-End P&n 6 cui cling trén hing
Alt-Pgup | Dén 6 diu tién trén ¢t Alt-PgDn Pé&n 6 cudi cling trén cdt
- Livé motkity I Ti€n t6i mot ki ty

T Lénhangtrén |4 Xudng hang dudi

Alt F5 Chon todn b bang Ctrl-Tab ChénmtkityTab |
Enter |‘Chén m{t Paragraph mdi F9 Tinhlai cdng thic
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BAI TAP THUC HANH MICROSOFT WORD

BAI TAP TO HOP

BAILTAP 1

Tao tap tin Pentium4.doc v6i ndi dung sau

Intel® Pentium® 4

note

‘ Intel da_co thé thay dbi nhiém vy cha
Petium 4-M sau khi hang nay dua ra myc

tidu Petium M ft tidu hao néng lugng, tieu

chi hang ddu cho dong chip notebook
khong day Centrino. Vi chip Pentium M da
dudc thiét k& dé sl dung ft néng lugng
hon, né sé ludn dugc cac nhé sdn suét
may tinh gon nhe dén nhan.

Sdn phdm mdi nhat cia dong chip di déng Pentivm 4 mdt trong & dong
chip mdi ciia Tntel, di ddnh ddn mdl thay ddi tip trung vao sdn phdm
book P4, loai chip 3.06CiHz va cdc anh c/u em 2,.4CHz, 2.66CHHz= va
2.8CiHz, dioe ché taocho cde loai mdy tinh sdch fay Ion hon va céng
sudt manh hon. Cdc logi chip ndy cung cép 18c dg déng hé cao hon vagid

ha hon so vii nhing sdn phdm trude trong dong chip di déng 4-M.

lntel cling dd can thigp mét chit vao

“ADN" clia chip Petium 4 di ddng mdi
ndy. Tinh- nang nay cho phép chip
3.06GHz chay & tdc d6 cham 1.6GHz khi
khong phai x' 1y nh&m gitp ti€t kiém ning
lugng va tang thai gian sif dung pin.

Binh minh - Theo CNET.

B& x{ Iy Intel® Pentium® 4 véi cong nghé
siéu phdn ludng sdn sang dap Ung nhiing doi hoi

khit khe nhét ngay nay, cing nhu céc ng dung
trong tuong lai. Vi vay, néu dang tim mdt may vi tinh
dang tin cay cho doanh nghiép cta minh,

ban chl cén tim hai chii
Intel Inside®.
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BAI TAP THUC HANH MICROSOFT WORD
. 191 Chng “‘ W@ Cp-SARS

.ité'n sT Paul Gully, My (CDC), tién si Stephen Ostroff ﬁ‘*\* CNM
ddai dién cla Y té cho biét: “ loai siéu vi triing ca biét (gf"\‘- :

Canada vé SARS ndy c6 thé dong vai trd quan AN NN ‘_/ }
cho biét, chinh phl nudc trong, song lidu né cd phai 1a ) , 7 /\ )
nay rdt coi trong nhiing tac nhan duy nhdt khong hay WA @\l
kinh nghiém qi ba cla con cé sy tham gia cla mﬁ?‘
Héng Kong trong viéc nhiing y8u t6 khac, la didu rét dan
kiém soat sy lay lan cla luutam”. -

HGI chiing ho hdp cép
nang. Ong ngi:" Su
nhiém bénh &
Canada chi xay
ra qua tiép xdce
truc tiép. Vi thé,
cach lay lan &
Héng Kong la rat
dang nghi ngg".

Clng chia s& quan diém nay, tién sT Frank Plummer thudc
Phong thi nghiém Vi sinh Canada cling nhén dinh "
Chung 1oi rat ban kho#n tai sao vi rit SARS chl dugc tim

th&y trong khoan 40% ca bénh § Canada . :

. Trudng khoa vi sinh cliabénh vién Mount Sinai —
Canada, 6ng Donald Low lai to ra bi quan:” trong -
/thoi gian t6i, khdng chi SARS ma con mét dich cum
nguy hiém khac s& tan cbng -loai ngudi trén dién rong'.
Cudi cling, cac nha khoa hoc diéu nhat trf réing. vén con
nhiéu dleu bl m&t &n chira déng sau nan dich viém phéi nay.

Phé gidm dbc Tfung tam
kiém soat-va phong bénh
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BAI TAP THUC HANH MICROSOFT WORD

BAILTAP3

ot sang sém thang

|.\/.|tu nam 1883, vla
thiic gidc, toi da

thdy Sherlock Holmes, &n
mc té chinh dlng bén
ddu .giudng minh. L&
thudng, anh hay day
mudn ma theo déng hd
lic nay chl mdi 7 gig 15.
t6i ngudc nhin anh, hoi
ngac nhién. Anh mat toi
cling thoéng vé byc dgc,
vi chinh t6i cling quen day
mudn.

- Téi ldy lam tiéc v da
danh thic anh déy,
Holmes noi.

- C6 chuyén gl th&7. Hoa
hoan a7

- Khéng, c6 mot than chi
dang chd. Mot tiéu thu tré
dang thang thot lo au va

khdn khodn xin gap toi.
C6 &y hién ngbi dgi dudi
phong khach. Khi nhiing
tidu thu tré dam bing qua
thanh phd vao lic mdi
rang sang nhu thé nay va

.dadm danh thdc nhing
~ ngudi chua quen biét day,
“thi chéc hén ho phai gap

chuyén gl dé rét dang lo.
Vy nay cé 18 rat thu vi,
dang cho anh ghi chép,
nén toi tin chéc anh mudn

‘theo ddi ngay tU ddu. Toi

nght nén danh thic anh,
dé anh khdi bd 18 mdt dip
may.

- O, anh ban vang, toi
khéng doinao chiu dé 18
mot dip may, vi bt cif ly
do gl.

- T6i hoi ha méc quan do,

va chl vai phut sau da

Umuyﬁ)z bwz/it/ﬁam — Uﬁc_im #t Sherlock o"/o['mz;

theo chan ban t8i xudng
phong khéch. Cd tidu thu
mac bd qudn ao den,
guong méc khudt sau mot
tdm mang nho thd, dang
ngdi bén clia s8, cb voi

~ ding ngay day khi chiing

10i budc vao.

- Chao tiéu thu, - Holmes
niém nd — Toi la Sherlock

“Holmes. Con day Ia ban

t6i, bac si Watson. Tiéu -

- thu c6 thé trd chuyén vdi

anh 8y c8i md, nhu vdi
chinh ti. A, r&t ming Ia
ba Hudson d& tinh vy
nhom gitp 10 sudi va toi
xin phép dugc mdi tiéu .
thu mét tach ca phé nong,
vi t6i thdy tiéu thu dang
rét run ién.

o1 run khong phai vi trgi Iy
¢0 pai khe dip.
S Vayihivily dogt?!

2 Visgy. thua ong,
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% C6ng nghé xit 1y hinh &nh

BAI TAP THUC HANH MICROSOFT WORD

BAITAP 1

BAITAP ON

BIEU TUGNG CUA SU THANH DAT

Digital Il quyén ning cda
Canon mang dé€n nhitng.
hinh dnh trung thyc, mau
sdc sOng dong va chi tiét
sdc nét hon.

% Chit lugng 6ng kinh tuyét

hdo ctia Canon. Hon sudt
60 ndm qua, Canon khong
nging ch€ tao ra nhiing

~6ng kinh chufn x4c ma

ngdy nay dd trd nén no1
tiéng trén todn thé gidi

% Cong nghé PictBridge k&t

néi bit ky mdy 4nh
DIGITAL IXUS véi moi
mdy in 6  cOng

* PictBridge tudng thich v

tdn hudng ch€ dd in tryc
ti€p dé dang ma khong
can ding d&n mdy tinh.

¢ Phiéu tham dy chuong trinh khuy&n mai chung niém vui, chung nu cu‘(‘n - \‘\‘
| Thong tin ngudi tiéu diing: ;
L HO VA BN ereeereeoseereseesesessessenesone e —— S8 CMND: ...ovvvvevrerrierene ' E
o | Dlen thoe,u. ettt eae s Bxa chi .................................................... i
E Thong tin nguﬁl bdn 1é: i
D HO VA 1 e toeeeeeeseeeso oo S6 CMND: ..o y
E Pién thoai:........ e Dla chi kinh doanh ....c..ocovevevennreneinnnn, E
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BAI TAP THUC HANH MICROSOFT WORD

BAITAP2

“Nrung Quéc c6 tdi
10 ngudi dugc
ding vao hang ngii

i phd dbla, so v6i ndm
ngodi chi c6 3 ngudi.
~ Ngudi gidu nhit Trung
Qufc hién nay 1a Larry
~Rong Zhijian v6i s8 tai
khodn uéc lugng 1a 1.64 ti
USD. Ong 14 con trai cla
cyu Phé Thii Tudng Trung
Qudc Rong Yien.

— T 01/11/2005
Dé&n 01/01/2006 _

yanmar ddi do

tir Ranggoon tdi

thi d6 hanh
chinh mdi mang tén
Pyinmana, cdch d6 khodng
390 km vé& phia bfc. Mot
s6 nha phén tich cho réng
céc nhd ldnh dao quin sy
cao cip cla Myanmar lo
ngai tin cOng va mot vi tif
céch xa by bién c6 th€ an
toan hon vé& chién luge.

§ duy.tri “tritng
| phat” déi v6i
tom nhép tit An

b6 va Th4i Lan,

CHUONG TRING DU LJOH HANG TUAN

Nha Trang - D2 Lat_ 04 ngdy - 0w 250.000°  Chd nhat
. C6n Dio | 03 ngiy Méybay  2.295.000" Tht 3

Xuyén Viét 11 ngdy 0 6 6.820.000¢ Thit 4

Phii Quéc 03 ngay M4y bay 3310000  thts

------------ LSNP 0B IS IeTE NI RITIIITIPIIRIIIIOIETITY

NI A AR Y R R E R N R A R R R AR N RN N N R AN NN Y
. .

v Viing tau - Tham quan biing trirc thiing (435.000% ngdy/ khéch)
v Phan Thiét - Tham quan bing tryc thing (354.000% 2 ngay/ khéch) '
v ‘Ban Mé Thugt - Tham quan bing tryc thing.(1.258.000" 5ngay/ khéch) :

. .
"rarrereverevevese TEOP TR ITISNIIVIIINIITIRIPINIIOISIAITILTY (XXX R Y] (A EEEENXER XN N XX XXX AR R AR RS RN Y N A
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. BAITAP THUC HANH MICROSOFT WORD

TIN TRONG NUGC | o
4 ‘Dai hoi 14n thet 11 Hei Tin Hoc TP, HO CHE MINH .o..civcevieerresnsescsssssssssnes 11
4 Tin V& Tudn L& Tin Hoc 7 Tai HA NOI...ovvererrserennesinssmecsesersecsmisisnes .16
s Phan M&m Oracle VErsion 8.0 ......cveueeeiericeemenenneisienenemssssssss s ssnnns - 17
HQC TAP — TRAO POI KINH NGHIEM
@ Tim Ki€m vin ban trong WInWord 6.0.......vvveereerissssmmssssanssessmsssmmnssess 125
. @ Virus Word Macro ....evvevvevenvreseens: SO PSPPI 130
@ Céc thd thuit chinh sfa vin ban.......... e 131
MUA G- G PAU? | .
B Cd-Rom COta'Lib SEH 1.97 wouvvvvererurmrereesssnsssssssssssassrsssssssssssssnsssassssssssssssss 156

I ik Yad 6OP |

| AT486DX4/100 A
PENTIUM100 721 360 34" 30 360 | . 25 7
PENTIUM120 733 366 35: ' 26 366 - 25 14
PENTIUM133 |° 768 384 36 34 .| 384 26 18

Trang 22




BAI TAP THUC HANH MICROSOFT WORD

2 e meord 97
Excel.; 97
Xy thudt 14p trinh C..

Ng6n ngt 14p trinh C \\: MTM

Co s6 d6 hoa méy tinh

...Pham vin Kt _
..)...Quéch Tuén Ngoc

65.000 d

75.000 d

60 000 d
70.000 d

Hodng Klem‘(chu bi€n) 20.000 d

o *

anlr\ pl\uc & gi 9 céd nguai c'la bd
va cé cude doi d€ di fim kth )

hiic md van chdng tim va. Cé |
P s}

mBi ngudi c6 mdt cdm nhdn ridng v hanh |

phic nhung nhin chung con ngudi chi cédm

thdy hanh phic khi hai long va vui sudng -

vdi mét didu gt dé. Mst ngudi hanh khat
© cé thd rét hanh phic khi cé dugc mot mai

‘ nha, Mét cs gdi ban hang rong ciing sé »

cam thdy vat vui khi busn ban dét khach.

Con l'\ahlr\ pl\uc 50| véi ngud: clf\a dé la khi
thdy con minh khdn 1&n thanh ngusi..
Hanh pl'\uc l& nhu ’rhé &o
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BAITAPS

(7/082005)

FONE & INTERNET CARD OCI | FONE CARD VNN INTERNET CARD VNGT (TIE)
Thé 50.000D B4n 47.000P NET CUA BAN : Mua 1 ting 1
Thé 100.000D Bén 95.000D Bén 100.000P Mién phi i 0" — 7" -
Thé 200.000D B4 190.000D | B4n 200.000D NET TOI DA : 30 ngay khong tinh
Thé 300.000D | B4n285.000D | Béin 300.000D cude chi vdi 200.000D -
Thé 500.000D0 | B4n 475.000D | Bén 500.000D NET HAT DE : diing | dugc 6 !

/7 l’gt»anﬁ nﬂang gt edn a6t &zt
Nhan ﬁﬂdng anh ﬂay nqunﬁ mat loam rngd
Lén cufl ang em aiing chdng ude mo
Hk nﬂﬁn 41 w3t mink xa nhaw mat

dW;in dt Sk o6 gl ma rgdn ngal.

D(a. Em dt a%zﬂ ed nhd M&ng a?nﬂ.

< & oo

Hay chi xem nhu gib thodng qua manh.
Tréi thuong y8u chi vul trong chée lat.
Xa Anh #di Em budn nhung khéng khée.
Em tii him nhung khéng odn trdch Anh,
Tai doi Em chuydn 4 tinh mong manh,
Qué khi 8y mét khing trdi d8 va.

3 @ W

Ndi Xui't Nhap

1EC cvvimreverenns oo CAng S2i GOn

2 ' Cang Hii Phong

" 3. DAuDiesel.....ccourrrrminiene A0 oo irssssseres ;1 ROOOROTOS Céng Cén Tho
4. Ximang ... 150 i ;1 RIS Céng DA Ning




BAITAP THUC HANH MICROSOFT WORD

“-"— (Vd'i sy tham gia cia

08

U ngay 22/5 dén ngay 4/6, ngudi hdm mé bdng dé sé dugc theo dbi cac tran diu
béng dé Gidi vo djch Futsal chau A Ian 7/2005 dién ra tai nha thi ddu Phu Tho va
nha thi ddu Quén khu 7 TPHCM. ’

2q doi ﬂéng den i
ede nude twnj khu
vie, gidi [dn .r;d‘i/ da
thu /;dl- 1d [qgr‘ng ede,
dsi  whitu  what  ka

twde Jf'n 'nay

)z 6

E 3 gﬂu ddu tren 6 [;arzg,

tuy:n (tht c/Vam 4E
ndm gfung [;ang ala
d)to‘ng .r](o‘ng.. .Uz'aq
vd g{y'zyyz:éan,

% Giai chink thic khai

'22/5_&,11 nha th dau

J4I YO prom rursaL

M{M FEF FEXCGHE K WR MThes ‘\W\\A

mae vao 14 gid chidu

Phi ':7/179. bran [;éng
ddu Hen si dién "a

gila (Z/i;ftld\/am va

g(yngyzaéari '

FUTSAL
CHAU A 2005

pOI BONG

Trurig Quéc, Théi Lan, Maldives,
Turmenistan

"4?- DE g/:(:ell' [{-;‘ ade d‘gc

Eéng sau khi /z'é‘t thiid
vong 1, & Jéi zfd‘ng
ddu cde ﬂﬁny 1 brank
aip vang, 16 doi eon

[qi LY _h:f'/ll tye tl'tan/z"»
' cu')b bae.
. '\/IéC gidi duoc to chirc la diéu kién rat t6t cho b6 mén bong da trong nha cla V/et Nam

B cé d/éu k/én co sdt, hoc hdi k/nh nglném nang cao trinh do. ‘ .
; . Theo www.hty.com.vn

Uzbekistan, Palestine, Philippines, Macau

Iran, Kuwait, Bhutan, Libing

Han Qufc, Pai Loan, Tajikistan, Quatar

Nhét, Malaysia, Indonesia, Guam

Viét Nam, Iraq, Hongkong, Kyrgyzstan
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BAI THUC HANH MICROSOFT EXCEL

BAI TAP

BAI TAP 1: Tgo Workbook luu véi 1én BTEXCELLXLSX gom:

1. Pit tén Sheetl 1a CAN BAN, nhép dif liéu va trinh by nhu miu sau:

BANG DU TRU VAT TU
Stt Vit tu Ponvi | Dongid S6 Thanh tién | Tra truée | Thi€u
‘ lugng
1 | Xi ming Bao 50000 120
2 | D4t Xe 150000 5
3 | b4 Kh6i 320000 - 6
4| Gach vien | 200 2000
5 | Pinh Kg . 7000 3
6| Son -- Kg 20000 12
7|GH | Mét 18000 | 35
Yéu cdu tinh:

1. Thanh tién = .Don gid * S6 lugng
2. Tra trudc = 40% * Thanh tién

3. Con thi€u = Thanh tién - Tra trudc.
2. Chon va dat tén cho Sheet2 1a LUONG THANG 1, nhép dit lxéu va trlnh bay theo miu sau:

BANG LUONG NHAN VIEN THANG 1/2004

3. Chon va dit tén cho Sheet3 1a HANG NHAP, nhdp dt li¢u va tinh bay theo miu sau:

1. Ludng = Ludng cd bin * nghy c6ng

*2. Tam ting = haj phén ba lwong (2/3 * Lueng)
3. Conlai = Ludng trlt cho tam dng ,
4, Tinh t6ng cong cho céc cft Luong, tam ng, con lai.

1STT | HQ va tén Chéc vy |- LCB Ngay | Lwong | Tamudng | Conlai
Lo ' cOng ' ’
1 |HoangVanTim | TP 1200 25
2 |L&ThiHéng | NV 1600 24
3 |Ng6ThiT6Nga | PP | 1500 26
4 |TtinPinhDiing | NV 1300 20
5 | L4m Anh Huy KT 1800 23
6 | Ly Minh Triét BV | 1500 24
7 | H6 Thi Sen PP 1400 27
3 Téng cong
Yéu cdu tinh:

| BANG KE HANG NHAP
| Chiing ti¥ | Dingidi | S6'lugng | Pongid | Trigid Thué | Cuéc CC | Cong
B50  |Bangd 40 25 '
B51 Té g 15 45
B52. Ném bdng 105 35

Trang: 2




BAI THUC HANH MICROSOFT EXCEL

Yéu cdu tinh:

1.

2
3,
4

Tri gid = S6 lwgng * Pan gid

. Thué = Tri gid * 4.25%

Cude CC = S6 lugng * 1.5

. Cong = Tri gid + Thué& + Cudc CC

BAI TAP 2: Tgo Workbook luu véi tén BTEXCEL2.XLSX gom:
. Chon va dit tén cho Sheetl 12 DU LICH, nhﬁp' dit liéu va trinh biy theo miu sau‘

BAO CAO CHI TIET CﬁA CONG TY DU LICH XYZ
TUAN LE KET THOC

Pia:diém

Dichuyén |  And

_ Phucvp .

Viing Tau

- 120000

Nha Trang

420000 | -

Da Lat

Tong cong

720000

Thy'c thu

Yéu cdu tinh:
Cot Di chuyén c6 gid tri bing 20%.ciia An &
Cot Phuc vu c6 gid trj bing 80% cda An &

.U’:b.‘".‘\’i“

Cong = Di chuyén + An ¢ + Phuyc vy
Tré trudc =% * Cong

Tinh hang Téng cdng cia m3i cot c6 ddu ?
Hang Thyc thu = 90% cda hang Téng cong

2. Chon va dit tén cho Sheet2 12 BAN HANG,hhép.dﬁ‘ liéu va trinh bay theo miu sau:
BAO CAO BAN HANG

Tén
~ hang

DPdn Cia hang s6 1

Cia haing s 2

Tdng cong

S6Iwgng | Tién

% MH

Bdnh

gid | S8lugng Tién
5000 50 :

35

Thanh tién |

Keo

3000 .45

40

Sita .

4500 50

65

Dutng

5500 25 S

-~ 35

9500 | 65

Bot ngot

Téng chng 7

15

Yéu cz’iu tinh:
1.

A e

Tién (clia titng cita hang) = Pon gid * S¢ lugng
Thanh tién (6ng céng) = Thanh tién (c¥a hiang 1) + Thanh tlén (cﬁ’a hang 2)
Tinh T6ng chng cho cot tidn cla clta hang 1, 2 v& c6t Thanh tién.

%MH = Thanh tién ting mit hang (téng cfng) / Téng cong thanh tién (dinh dang %)

Thém c¢6t Thu& va tinh Thu& = 8% cla Thanh tién & c6t Téng cOng.

DPéng khung, luu bang tinh,

Trang: 3




BAI THUC HANH MICROSOFT EXCEL

BAI TAP 3: Tao Workbook Iy v6i 1&n BTEXCEL3.XLSX gom:
1. Chon va dit tén cho Sheetl 12 HANG NHAP, nhép dit liéu va trinh bay theo mau sau:

1. Pinh dang khung bang tinh nhv miu.
. Dién s6 th ty. -
. Tao cdc ddu phan cdch hiing ngin cho dif liéu loai s6.

. Thu& = Trj gid * 5,25%

2
3
4. Trjgid = S6 hugng * Don gid.
5
6

. Cutde chuyén chd = 88 lugng * 1500 va tinh Cong = Trj gid +thué + Cudc chuyén ché

BANG Kf. HANG NHAP RHO

S .86 | Pon | i | . Cuthc R
T RS 'lddng i id Thué chuyfn_ Cong
Toof o AN s e chd

Video 100 | 4000000

Ghé 50| 150000 |

Giudng 58| 1200000

Bin 199 | 600000

St 6mm 150 700

St 8mm 1200 1200

Ximing loai2 | 500 49000

Gach block 1200 1700 |

Yéucdu:

2- Tam ¥ng = 2/3*(Luong + PCCV)
3- Lanh = PCCV + Luong — Tam dng

4- Tinh gid tri cdc cot vdo cdc 6 c6 dau (%)

16n nhat; Gid trj nhé nhat

7. Sao chép Sheet HANG NHAP sang mdt Sheet khdc sau d6 dit tén 1a KHACH HANG
2, Chon va dat tén cho Sheet2 la BANG LUONG, nhip di liéu va trinh béy theo méu sau:
BANG LUGNG NHAN VIEN
ST HO.&TEN :['NGAY'|'LUONG | PCCY_| TAMUNG | LANH
1 Nguyén Viét An 26 4000 :
2 | Trin Qu8c Binh 24
'3 | L& Quang Ha 28 3000
4 | Bli Bich Hing 27 5000
5 | NguyénThé Hing BV 1300 | 28 3000
6 | Ly Diing Khiém KT 1500 | 26 3000
7 | Nguy&n Hoang Théi NV 1200 | 24
8 { | H6Vin Ti€n PG 1700 | 25 :
9 Lé Thj Lé Uyén TP 1400 27 2000
10__| Nguyén Hong Xuyé€n NV 1200 | 29 o 4000
. Trung binh *) *) *) * -
! Cao nhit *) *) (*) (*)
Thap nhét *) *) *) (*)
Téng cong *) *) *) *)
Yéu cdu tinh: 1- Ludng = LCB * Ngay cong

: Téng cong ; Trung binh ; Gig trj

Trang: 4




BAI THUC HANH MICROSOFT EXCEL .

BAI TAP 4: Tao Workbook luu vdi tén BTEXCEL4.XLSX

tinh THUE biét :

Théanh tlén = Gid * S lu'q’ng (tinh cho tirng thdng)
Chuyén chd = Thanh tién * Hé s6 chuyén chd (tinh cho titng théng)
Tinh téng Thanh tién va chuyén chd cho titng mét hang vao cdc 6 [T1] t6i [T8]
Pit tén Sheet 13 BIEN BAN va dinh dang bing tinh theo miu:
Sao chép Sheet BIEN BAN thanh 1 Sheet khdc va dit tén 1a THONG KE

Thém vio cdc cht THUE cho ting thdng sau cot Thanh tién trong Sheet THONG KE, rbi
- N&u mijt hang ¢6 Gid >= 200 thi Thu€ = 10% * Thanh tién

- Con lai Thué =8%* Thanh tién.

BALTAP 5: To Workbook luu véi tén BTEXCEL5.XLSX

BIEN BAN THONG KE
KHO BEN NGHE

HE SO CHUYEN CHG | THANG 04/2004 2.5%| THANG 05/2004 2.25%
STT | MAT HANG IGIA S-LUONG | T-TIEN | C-CHE | S-LUGNG | T-TIEN | C-CHG
el [T [T2) [T3] [T4]

1 TV miu 14" 120 12

2 |Piu Video 140 10

3 |Ampli 70 25

4 [Cassette 50 15

5 (Radio 30 20

6 |Photocopy 140 10f-

L [T5] [T6) [T7] [T8]

1 |Mainboard 350 10

2 |biacing 220 25

3 |Pia Maxell 60 100 150
- 4 ’|Pia 65 150 150

5 {Verbatim 120 20 15

6 |Ram 15 50 50

7 |Banphim 5 100 50

8 [Mouse. 5 50 50

o Yéu u‘lu tinh:

PIEM THUR VIDEO |
” . Tén v Pon Ngay Ngay Thanh
St | Ma phim Logi Phim gid thud ‘trd tién
1 S ) Fl 10/11 11/11
) 2 S2 F2 10/11 12/11
3 S3 F3 10/11 10/11
4 Cl Fl 10/11 11/11
5 | Fl 10/11 12/11
6 C3 .~ F2 10/11 10/11
7 T1 F3 10/11 13/11
8 T2 Fl 10/11 11/11

Trang: 5




BAI THUC HANH MICROSOFT EXCEL

9 T3 F1 ~ 10/11 10/11
10 14 | F2 | | 1
' Téng ?
Yéu cdu tinh:

1- Ddn gid tinh theo Loai. Néu Loai Phim 12 F1 thi bing 2000, cdn lai I3 1500

2- Cot Thanh tién : N&u trd trong ngdy thi bdt 500, cdn lai bing s6 ngay thué nhin véi Pon gid
3-Téng 12 t(‘)ng cong cdt Thanh tién

BAI TAP 6: Tqo Workbook liu v6i tén BTEXCEL6.XLSX
BANG LUONG THANG ..../20.....

s0| - R NGAY | CONG TAM | THUC
rr| HO TEN BAC CONG | NHAT LUONG UNG LANH
1 | L& Minh A )
2 | Hoang Long B 22
3 | Ly Hing C 23 N
4 | Cao Loan A 25 B ] B
5 | Hoang Bich C 24 -
6 | Kim Hing A 23
7 | Kim Ngin A 25
8 | Kim Huong B 24
Yéu cd‘u tinh:

1- Dt tén Sheet 1A THANG 11

2- Cot C6ng nhét phy thugc vao Béic. Néu Bac A thl 40000, B4c B thi 30000, con lai 1a
20000

" 3- Ludng=Ngdy ebng * Cong nhat
4». Tam.itng = 40% * Luong
5- Thytc 1dnh = Lueng - Tam dng .
6-" Thém cdc dong va tinh Tinh T6ng cfng, Trung binh, Cao nhﬁt Thép nhi't cho c4c cht
7- Sao chép dit li¢u cia Sheet THANG 11 sang Sheet 2 va dit tén Sheet I THANG 12,
Thay d8i s6 liéu cot ngay cong cla Sheet THANG 12 va xem két qua.

BAITAP 7; Tqo workbook Iuu véi tén BTEXCEL7.XLSX
BANG LUGNG THANG 1/2020

- He . | Chdc | Cong | Ngdy | | Tam"}" Thye
|V | nhat | ebng | LU0 | Thubng | PCCV ) 0| joh
1 Hing A GD 24
2 Diing B NV 23
3 | Thanh D 19% 19
4 Huynh C NV 27
5 Hong B NV 25
6| Ha A PP . 22
7 Long D NV - 19
8 | Tim C TP 27

Trang: 6




BAI THUC HANH MICROSOFT EXCEL

Yéu clu tinh:

1-

Cong nhat dya vao Loai. N&u Loai Ia A thi 70000, néu Loai 12 B thi 50000, n€u Loai 13
C thi 40000 con lai biing 30000 ’
Lvdng = Cong.nhat * Ngay cong

Thuéng dya vao Ngay cong. N&u I6n hon 26 thi biing % Luwong, n&u 16n hon 20 thi bing
Y4 Ludng con lai khong ¢6 thudng,

PCCYV dya vao Chufe vu, N&u GD thi biing 30% Luong, néu TP thi bing 20% Llro'ng
né&u PP thi biing 10% Ludng, con lai khdng c6 PCCV :
Tam itng dya vio Ngay cong. Né&u Idn hon 26 thi bing 3/5 Luong, n€u 16n hon 22 thi
bing V2 Lvong, n€u 16n han 20 thi bing 1/5 Ludng, con lai khéng c6 Tam wng
Thyc lanh = Long + Thudng + PCCV - Tam tng

Thém cdc dong va tinh T6ng, Trung binh, Cao nh4't v Th&p nha't cho céc cdt

BAI TAP 8: Tao workbook luu véi t&n BTEXCEL8.XLSX

BANG TONG HUP VAT TU THANG

So | M3 Tén Uuo | Pon | S& Tidn | Thu€¢ | Chiphi | Thanh
tt | vattw vittw | tién | Gid | lugng | vattw | GTGT | Khéc Tién
1 | ALO0l 50 a

2 | CE02 : {15

3 | FEOl 30

4 | CE02 . 40

5 | FEO4 | 150

6 | FEOl - o 100

7 | AL02 . 120

8 | CE02 | . 170

9 CE02 : 35

10 | FRO4 30

11 | ALO3 : O 100

Yéu cdu tinh:

Tén v4t to' dya vio 2 ky ty ddu cia Mi vt tv. Néu i AL thi ghl 12 Nhém, néu la FE thl
ghi 12 S£t, con 1a CE thi ghi Ia Xi ming

Uu tién dugc ghi 13 C n€u 2 ky ty cubi cla Mé vat tu 12 03 hogc 04, ngudgc la1 ghila K
Don gid dya vao 2 ky tr ddu cla Mi vt tu. Néu I AL thi 700, n&u FE thi 500, con 1
CE thi120 |

Tién vat tu = Dd‘n gid * 8¢ lu’q‘ng

Thu& GTGT dya vio Uu tién, N&u 1 K th bﬁng 10% ciia Tién vt tu, cdn lai béng 5%
cla Tién vat tv

Chi ph1 khdc dya vao 2 ky ty ddu clia Ma vit to. Néu 1a AL thi biing 2% ctia Tién vét
tu, n€u 13 FE thl bing 1.5% ctia Tién vt tu, cdn 12 CE thi bing 1% ctia Tlén vit to
Thanh tién = Tién vt tu + Thu€ GTGT + Chi phf khéc

Tinh cdc Téng, Trung binh, Cao nha't vi Thap nhi't cho cdc cot

- Trang: 7




BAI THUC HANH MICROSOFT EXCEL

BAI TAP 9: Tqo workbook luu v8i 1&n BTEXCEL9.XLSX

KHACH SAN DAY SAO BANG THONG KE TIEN PHONG
S| M3 Tén . . Tuln Ngay .
t| s |Phong| &7 | "B 755 Tpon | Thanh| S5 | Dun | Thank zgzg
t | Phdng | Thué Tuén | Gid | Tién | Ngay | Gid | Tién &
1| A001 15/9/20 | 27/9/20 IR -

2 | B002 11/9/20 | 19/9/20

3| coo4 | 1479020 179120
4| A005 20/9/20 | 27/9120

5| €002 29/9/20 | 12/10/20

6 | D009 .27/9/20 | 17/10/20

7| BOOI 17/9/20°1 23/9/20

BANG(HATHUEPHONG

Loai | Gid | Gid Tén Tra

phong | tudn- | ngdy | phong | truée

A 50 8 | Pac biét 30%

B 37 6 | Hang nhdt | 20%:

C 24 4| Hang nhi 10%

D 6 1 |Binhdén | 5%
Yéu cdu tinh:

1-

Tén phong thué dya vio ky ty ddu cia Ma s6’ phdng thué vi Béng gid thué phdng
$6 Tudn thué phu thudc vio Ngay thué vi Ngay trd :

S6 Ngay thué phy thudc vio Ngay thué va Ngay tra

Pon gid tudn va Pon gid ngdy dyva vio ky ty ddu cla Mi s6 thué phong va Bang gié thué
phong

Thanh tién ngay = S6 ngay thué * Don gid ngay

Thanh tién tuén = S6 tuin thué * Pon gid tudn

T6ng cong = Thanh tién ngay + Thanh tién tudn

. Thém viocudi bdng 2 cot Tra trude va Con lai

Cot Trd truwde dya vio ky ty ddu Ma s6 phbng thué va Bdng gid thué phong (nhin téng’

- cfng)

10- Con lai = Téng c6ng Tré trude |

BAI TAP 10; Tqo workbook_ IUu véi tén BTEXCEL10.XLSX

B&NG THANH TOAN TIEN NHA THANG 7/2020

s0
TT

MA [PON| S0 |TIEN | TIEN | TIEN | TIEN | THANH | TRA | CON
NHA | GIA | THANG | NHA | PIEN | NUGC | DVU | TIEN | TRUGC | THIEU

A-NO1.

A-NO3

B-D07

D-D14

C-C05

o [ iIN | —

B-D04

~J

C-NO3 | ' R R N |

Trang: 8




BAI THUC HANH MICROSOFT EXCEL

BANG PON GIA THUR NHA VA DICH VU

MA NHA A B C D

DON GIA | 800000 { 600000 | 400000 | 300000
TIENDIEN | 30000 | 28000 20000 18000
TIENNUGC | 12000 | 10000| 8000| 6000
TIEND VU | 100000 | 90000 | 70000| 50000
TRATRUSC| 70%| 60%| 50%| 40%

Yéu cdu tinh:

7.

- Ddn gid dua vao ky ty ddu cia M nhd, Bing don gid thué nhi va Dich vu. Né&u thue

Dai han thi tinh 80% Pon gid (dya vao ky ty gifta cia M nha 1a D dé biét D?u han hay
N d€ biét ngdn han)

So théng dwa va 2 ky ty sau ciia Ma nha (d6i ra ki€u s6)

Tién nha = Pon gid * S8 thdng

Tién dién, Tién nuéc, Tién dich vu dya vao ky tr ddu clia M nha, Bang don gig thué
nha va dich vy (nh6 nhan véi S6 thdng)

Thanh Tién = Tién Nha + Tién dién + Tién nu‘é‘c + Tién dich vy.

- Trd truc dya vao ky tr ddu clia Ma nha, Bang don gid thué nha va dich vu (nhédn vdi

Thanh tién). N&u thué Dai han thi khong cdn Trd trudc,
Con thi€u = Thanh tlén Tra trude

BAI TAP 11: Tao workbook |UU v&i t&n BTEXCELM. XI.SX

TAM

TLANH

-

sO i | LOAI | CHOC | CONG | NGAY _ "TLANH
| TOTEN i | o | NmAT | cong | UONG | PCCV | PCBH | THUGNG | o © . usp) | (vaD)
| | VoHdng | A2 CN 24 ,
[, |viDing [B01 | N 2
3 |LéThanh | C0O3 | QD 21
"4 | B§ Thanh | D02 CN 19
T s. |LwTuin | AM | CN 20
6 | Lwu T DOl | QD 22
7 |miaTy  [co2 | N 25
"3 | NguyénTi | BOI CN 2
"9 | LeHuynh [ D03 CN 27
10 | Le Vii- BO2 QD |- 26
| BANG TIEN CONG NHAT

LOAI | CONG NHAT | PCCV | PCPH | THUGNG | TAM ONG

A 5 10 15 20 60%

B 4.5 9 12 18 50%

C 4 8 9 15 50%

D 3. I s 7. 12 40% =

Yéu cdu tinh:

1_.
2_
3-

4-

-Tinh Cong nhét, dya vao ky ty ddu Loai bic vi Béng tién cong nhat.

Tinh Luong = COng nh4t * Ngay Cong |

PCCY (phy cp chifc vu) : Néu Chife vu 12 QD (qudn d8c) thi dya vao k¥ ty ddu Loai
béc va Béng tién cong nhét. Ngugc lai khong c6 PCCV

PCPH (phy c&p déc hai) : NEu Chitc vy 1a CN thi dwa vao ky tr ddu cda Loai béc va
Bdng tién cdng nhét, Ngvgc lai khong c6 PCPH

Trang: 9




BAI THUC HANH MICROSOFT EXCEL

cong nhét. Ngudc lai khong cé Thudng

Thuéng : N&u Ngiy cong trén 22 ngdy thi dya vio ky ty ddu ciia Loai bde va Béng tién

Tam ¢ng : Néu bic thg 1a 01 hogc 02 (2 ky tuf cudi ctia Loai bic) thi dya vao ky tv ddu

ctia Loai bdc vi Bdng ti€n cdng nhdt. Nguge lai khong cd Tam dng (nhin vdi Luong)

Thyc lanh (USD) = Luong + PCCV + PCPH + Thudng - Tam ing

8- Thyc lanh (VND) = Thyc ldnh (USD) * Ti gid (Xem nhu ti gid hién thdi la 15770)
9- Tao bdng thong ké sau : _
LOAI A B C D
sO LUQGNG
TONG LUONG (USD)

BAI TAP 12: Tqo workbook Iuu véi t&n BTEXCELIZ.XLSX

BANG TONG HQP VAT TU THANG 12/2020

1- Tén vt tu: Dya vao 2 ky ty ddu cda M4 vét tu' va Bang vAt tu va chi phi

2
3
4
5

va chi phi. Ngugc lai thi bing 0 (nhin véi Tién vat tw)

[«
T

phi. Ngugc lai thi bing O (nhdn véi Tién vét tu)

7

Thanh tién = Tién vat tu + Thué GTGT + Chi phf

s0 MA TEN vy PON s0 | mEN | THUE | cmx | THANH
TY | VATTU |VATTU| TIEN | GIA | LUUNG | VATTU | 6TGT | PHi | TIEN
1 ALO1 o500 |

2 CE02 15

3 | FEO0I 30

4 | CEol 40

5 | FEO4 100

6| FE02 150

7 | ALO2 120 o
8 | CE04 75

9 FE03 90

10 | ALO3 170

_BANG BON GIA VATTU' BANG VAT TU VA CHI pui _
01 02| 03 04 Tén vt tv | Thu€ Chi phi

AL| 150| 140| 125 110 AL Nhom 10% 7%
CE| ~500] 480| 470| 450 CE Xi ming 9% 5%
FE| 100] 90 85| 82 | FE_ Sit 8% 6%
’Yéu cdu tinh:

Uu tién : N&u 2 ky ty sau cia Ma vAt tu 13 03 hofic 04 thi ghi Ia C. Ngudc lai ghi K
Pon gid : Dya vaio M& vat tw va Bang don gid vat tu
Tién vat tu = Don gid * S6 lu’q‘ng
Thu¢ GTGT : Néu Uu tién 12 K thl dya vio 2 ky ty ddu ciia M3 vat tae va Béng v4t tu

Chi phi : N&€u Uu tién 13 C thi dya vao 2 ky ty ddu ca Ma vAt tu va Bang vAt tu va chi

Trang: 10
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BAI TAP 13: Tao workbook luu v&i tén BTEXCELI3.XLSX

1. Chon Sheet 1, V& biéu dd sau:

Qudc gia | Singapore | Indonesia | Malaysia | Philipines | Thailand | Vietnam
S4 lugng 7300 4500 7900 2000 7300 1400
Lvwgng khich du lich ndm 2019
B Singapore
B Indonesia
O Malaysia
O Philipines
W Thailand
Vietnan_i
2. Chon Sheet 2, V& biéu do sau: o
’ TINH XUAT KHAU CAC SAN PHAM
Pau | Caosu | Caphé | Thit | Hat diéu
12019 | 80681 | 75105 | 110502 _8389 53460
2020 | 90000 | 91795 | 45335 | 4263 | 66093
[ Lugng sdn phé“i'm xud't trong 2 niim 2019, 2020
! .
120000
100000
| .
L 0000 18 W 2020

s0 LUGNG KHACH DU LICH TRONG NAM 2019

20000 N
0

Piu Caosu Caphé - Thit Hat diéu

Trang: 11
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BAI TAP 14 Tao workbook luu véi tén BTEXCEL14.XLSX
CHUNG TU CUNG UNG ,
CUA HANG | THANG | SANPHAM | 6 LUONG | PONGIA | DOANH SO
S6 1 5 - JVC 57 10000
S6 4 6 SONY | 97 12000
86 1 3 SANYO 47 11500
S6 4 5 IVC 74 10000
S6 2 11 SONY 88 12000
S6 3 5 SANYO 90 . 11500
861 5 HITACHI . 98 20000
S63 3 PANA 35 14300
S62 6 Ve 53 10000
S6 3 11 JIVC . 7 10000
56 4 3 SONY 67 | 12000
S6 1 5 SANYO 20 11500
S 4 5 HITACHI 35 © 20000
S6 4 12 PANA | 40 14300
Yéu cdu tink:

BAI TAP 15: Tao workbook luu v8i &n BT_On1.XLSX

1. Tinh Doanh s6 = S6 lugng * Pon gid.
2. Sip x&p cic miu tin theo Thdng véi tht ty gidm din n&u cing thdng thi x&p theo
Ciia haug v8i thi ty ting din
3. Sdp x&p lai cdc mAu tin theo Sdn Phém véi thit ty ting dén, néu cling Sdn phdm thi
x€p theo Doanh s’ véi thit ty gidm din
Dit tén Sheet 12 DATA
Rit trich cdc m3u tin Cita hing 56’1 ,
" Rut trich cféc sdn phim HITACHI va c6 doanh s§ >= 300000 va <= 600000
Rut trich cdc sin phdm PANA hoic SANYO c6 doanh s& 16n hon 500000.
Rit trich cdc sdn phdm bédn trong thdng 1 va thdng 12.

®© N oL

BANG T INH TIEN DIEN THANG 05/2020

1 | Anh A001 2500 2890
2 | Binh A004 2300 2623
3 | Ngoc 'C002 - 5420 5567
4 |Lan B003 2500 3205
5 | Huynh €001 3200 4165 .
6 {Thi B004 300 412
7 | Hong A003 1700 2100
8 | Hoang C003 2460 3500
9 | Minh B002 213 213
10 | Thé A001 254] 2571 N

Trang: 12
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BANG DON GIA TREN 1 KW

BANG THONG K&

450 500 1020 S0 higng
350 550 1000 , Tién phdi tra
500 525 1050
325 600 1100

Yéu cdu tinh:

BAIT

Rl

1. Don Gid dya vio vao Bang don gid va M4 hd.

Thanh tién =Pon gid * Kw dién tiéu thy
Léip bdng théng ké.

Tir bang théng ké V& biéu d 3D-Column so sénh t lé tong s6 tién phéi trg glu'af cdc
ho (d6 thi c6 tiéu dé, cudc chli cdc vang dif ligu) ’

AP 16: Tqo workbook luu véi fén BT_On2.XLSX

BANG THONG KE NHAP NHIEN LIEU

2,

6 THANG PAU NAM 2020
] DOOBP 2000
2 DO1ES 3000
) 3 X92SH 2500
' 1 4 NATCA 1500
, 5 | DOOTN 2000
: . 6 | NO6MO 4000
7 N89BP 3500
BANG II
X Xing 3000 3.0% BP British Petro
- D | Diu | . 12000 2.5 % ES Esso
N 'Nhét 2500 2.0 % SH Shell
CA Castrol
MO | Mobil
Yéu cﬁu tinh:
© 1. Teénhang: Dyavao ky ty ddu tién cla M hang va tra trong Bang I

Hang SX : Dya vao hai ky tr cudi cda Ma hang. N&u 1 TN thi Hang SX 13 "Trong
nudc", ngodi ra tra trong Bang II

Don gid: Dwa vio ky t ddu tién cda M& hang va tra trong Bdng I :
Thu€ = S lugng * Don gid * Thué xust. Trong d6 néu Hang SX 13 "Trong nwdc” thi
Thu€ xudt 12 0, ngugce lai dya vao ky ty ddu tién cia Ma hang va tra trong Bang I
Thanh tién = S¢ Lugng * Don gié + Thué. '

. Rit trich c4c sdn phdm 12 Déu.

Trang: 13




BAI THUC HANH MICROSOFT EXCEL

BAI TAP 17: Tao workbook luu véi tén BT_On3.XLS

BANG TONG HGP TIEN DIEN

MA Kws CHi 50 PK SO TIEU THY TIEN PHAITRA PHU TdNG
PK | DM | cO | MOI | TODM | VDM | TPM_ | VPM | THU | CONG
A001 | [CTO] 1002 1305 | [CT1] | [CT2] [CT3] [CT4] | [CT5] | [CTe6]
B001 2756 3015
AQ002 2875 2950
C001 5891 6111
A003 4562 | 4700
A004 5023 5100
C002 10581 | 14560
B002 7565- - 9845
A005 9800 | 10520
B003 | - 7521 7850
B004 6540 6700
BANG QUI PINH
MA PK A | B C
Kw DM 100 200 300
TRONG DM (don gid) 450 1000 640
VUGT DM (don gid) 550 1020 950
1L PHU THU (don gid) 20 250 50
Yéu cdu tinh: |
1. [CTO} : S8 Kw dugc cho trong dinh mifc. Tinh theo ky ty ddu cia MA PK (mi dién k&)
va dya vio s6 liéu trén hang Kw PM trong BANG QUI DINH
2. [CT1]:S6 Kw ti€u thy trong dinh mifc (TDM)
3. [CT2]; S6 Kw tiéu thy vugt dinh mic (VDM)
4. [CT3] : S6 tién phai trd trong dinh muc. Tinh theo ky ty ddu cia MA PK va du‘a véo .
hang TRONG PM ciia BANG QUI PINH
5. [CT4] : S6 tién phdi trd vugt dinh mic. Tinh theo ky ty ddu cia MA DK va dya vao
hang VUQT PM trong BANG QUI DINH
6. [CT5] : S4 ti€n phy thu. Tinh theo ky ty ddu cua MA DK va dya vao hang PHU THU
trong BANG QUI DINH |
7. [CT6] : 6 tién phdi trd = [CT3] + [CT4] + [CTS5]
8. -Lap bang thong'ké sau: '

BANG THONG K&
MA PK A B C
S6 lugng
Téng Tién

9. Tix bing thong ké vé dé thi 3D-Pie minh hoa Téng tién cia MA DK
10. Ruit trich cdc mAu tin tidu thu dién vugt dinh mic.

Trang: 14




BAI THUC HANH MICROSOFT EXCEL

BAl TAP 18: Tgo workbook fuu véi tén BT_Ond.XLS

BANG 1 BANG 2
TONG KET $6
_ DANH MUC VA DON GIA CAC MAT HANG LUGNG
| _ “Pdn gid tinh Y ngay Mi‘hing | S&" lugng |
M bang | Tén hang 1/10/2004 | 1/11/2004 | 1/12/2004 | 1/1/2005 M
M | Mouse 20 25 24 22 MO
MO | Monitor 200 198 210 205 | K
K | Keyboard 15 10 21 18 H
i Hard Disk 300 280 320 310
CHUNG TU BAN HANG
Thanh _ |

S§higu | Ngaybén | Ténhang | S6lugng | Dongid | tén -
M-010-L1 | 10/10/2004 | Mouse

MO-080-L1 | 15/10/2004 | Monitor
T M-100-L3 | 20/10/2004.| Mouse

M-020-L2 | 25/11/2004 | Mouse

H-300-LI | 2/12/2004 | Hard Disk
K-100-L3 | 15/1/2005] Keyboard
K-500-L3 | 10/1/2005 | Keyboard
MO-150-L1 | 5/12/2004 | Monitor
H-030-L2 | 15/12/2004 | Hard Disk
MO-250-L1 | 15/15/2004 | Monitor

Diéu gidi :
+ Nhém ky t bén u{u ctia cot 6 hiu (,hl md hang

+ Nhém ky s8 & giita clia cot s6 hiéu chi 6 lugng cla cdc chitng tiY

+ Hai ky tw bén phéi cla cOt s8 hiéu chi loai hang
Yéu chu:
|. Xdc dinh tén cdc mat hang dya vao nhém ky ty bén trdi cla 6 hidu va BANG 1
2. Xdc dinh s8 lugng hang dya vao nhom ky s6 clia S& hiéu '
3. Xdc dinh don gid dya vao tén hang va ngay bén & BANG 1
4. Tinh thinh tién. Bi€t : Thanh ti€n = 8¢ lwgng * Don gid

_ N&uhang loai 3 thi gidm gid 3%, hang loai 2 gidm gid 1.5%

" con hang loai 1 v6i s8 lugng 16n hon 100 thi gidm 0.5%
5. Tinh Thu€ . Thu€ = Thanh tién * He s¢ thu&
’ N&u s6 lirgng hang nhé hon 100 thi ktiéng tinh thué,

Ngude lai, n€u hang loai 1 hoiic 2 thi hé s6 thué 12 5%; cdn lai hé s8 thu€ 12 3%

6. Riit oiich cdc mit hang bdn dugce trong thdng 12 ndm 1996
7. Lap bing t8ng két s8 lugng cda cdc mit hang bén duge & BANG 2
8. Sdp x&p cdc chitng I ting din theo ngdy bdn .

n

Trang: 15




