BAlI THYC HANH WINDOWS

Bai 1.
1. Khoi dong may tinh.
2. Tim tap tin Typing.exe trén 0 dia R. M tap tin vira tim duoc va thyc hanh gb ban phim bang
10 ngon.
3. Tim tap tin va tao cac shortcut cua tdp tin tim dugc trén man hinh desktop:
= Shortcut Soan thao Van Ban tham chiéu dén chuong trinh Winword.exe trong thu muc
Program Files trén 6 dia C.
= Shortcut Ban Phim tham chiéu dén chuong trinh Typing.exe trén 6 dia R.
= Shortcut May Tinh tham chiéu dén chuong trinh Calc.exe.
= Shortcut Ve Hinh tham chiéu dén chuong trinh MsPaint.exe.
4. Dong tat ca cac cira s6 dang mo.
5. Doi tén cac shortcut sau:
= Shortcut May Tinh thanh Calculator.
= Shortcut Ve Hinh thanh Draw Tool.

6. Xoa cac shortcut: Soan thao Van Ban, Ban Phim.

7. Bat chirc ning ty dong sip xép cac shortcut (HD: right click vao ving trong trén Desktop,
chon Arrange Icon, danh dau vao Auto Arrange). Quan sat. Thir di chuyén mét shortcut.

8. Tat chirc ning tu dong sip xép cac shortcut. Di chuyén shortcut Draw Tool nam trudc
shortcut Calculator.

9. BO tri cc shortcut theo sé thich riéng cua ban.

10. Thuec thi cac chuong trinh sau:

= MS Word.
= MS Excel.
= Paint (HD: Start—>Programs— Accessories—Paint)

11. Chon ctra s6 hién hanh 1an luot 1a: MS Excel, MS Word, Paint. (HD: nhan Alt+Tab hodc
click vao biéu tugng MS Excel trén thanh Taskbar).
12. Lan luot cuc tiéu (Minimize) cac ctra s6 dang mo.
13. Lan luot khoi phuc kich thudc ctra ) (HD: right click vao nut dai dién cho cua s6 nam trén
thanh Taskbar, chon Restore).
14. Di chuyén cic cira s6 sao cho phu hop véi ¥ ban.
15. Thay di kich thudc cac cira s6 sao cho pht hop véi ¥ ban.
16. Sép Xép cac cira sb dang m¢ (HD: right click vao viung tréng trén thanh Taskbar).

= (Cascade Windows, nhan xét.

= Tile Windows Horizontally, nhén xét.

= Tile Windows Vertically, nhan xét.

= Minimize All Windows, nhan xét.
17. St dung Task Manager dong ung dung Microsoft Word (HD: Nhan t6 hop phim
Ctrl+Alt+Del, chon Task Manager, chon thé Applications, click chon Microsoft Word, nhén nat
End Task, dong Task Manager).
18. M Control Panel va thuc hién cac chirc nang sau:

= Hiéu chinh Date/Time



Doi ngay thanh 12/31/2003.
Doi gio thanh 12:30 AM.
Doi ngay/gio theo diing véi ngay/gio hién tai.

= Hiéu chinh Display

Chon Background 1a Windows XP. (HD: m¢ Display, chon thé Background, chon
Windows XP)

Chon Screen Saver 1a Marquee, dat thoi gian cho (Wait) 5 phut.

Thiét 1ap do phan giai 1a 1024x768 va Medium (16 bit).

= Hiéu chinh Mouse

Téc d6 trung binh cho Double click.
Hiéu chinh con tré chudt c6 hinh khung long (Dinausor). HD: double click vio biéu
tuong Mouse trong control panel, chon thé Pointer, trong 6 Sheme chon Dinausor.

= Higu chinh Regional settings:

Decimal symbol 1a ddu chdm.
Digit grouping symbol 13 dau phay.
List seperator 1a dau phay.

Short date format: dd/mm/yyyy
Currency symbol: VND

19. Tim tap tin dang *.doc c6 kich thudc 16n nhét trong 6 dia C, chép vao My Document.
20. Khdi dong lai may tinh.

Bai 2.

1. Tim céc tdp tin sau va tao shortcut trén desktop:

= CALC.EXE — Calculator

= TYPING.EXE — Typing Keyboard
2. Tim va md céc tap tin

= NOTEPAD.EXE

= MSPAINT.EXE

3. Mo Windows Explorer. Thiét 1ap cac tiiy chon sau:

= Bét khung cdy thu muc (tree pane).

= Bat ché d6 hién thi tap tin/thu muc an.

» Bat ché do hién thi phﬁn ma rong tap tin.
= Hién thi khung phai dang Details.

4. Tao cay thu muc nhu hinh v&:

D:\

—BAN GIAM HIEU
—KHOA

DONG NAM A
KINH TE

TIN HOC

L PHONG BAN



5. Tim cac tap tin dang *.BMP trén dia C, sap xép két qua theo kich thudc giam dan va chép 5
tap tin co kich thudc 16n nhat sang thu muc PHONG BAN.

6. Dung Paint tao tap tin trong thu muc DONG NAM A véi tén 1a AMDUONG.BMP véi ndi
dung sau:

TN Y ANG

7. Chép tap tin AMDUONG.BMP sang thu muc KHOA.

8. Doi tén tap tin AMDUONG.BMP trong thu muc KHOA thanh AD.BMP.

9. Chép tap tin AD.BMP sang thu muc KINH TE.

10. Doi tép tin AMDUONG.BMP trong thu muc trong DONG NAM A sang thu muc KINH TE.
11. Str dung phim Print Screen va chwong trinh Paint dé ghi lai hinh anh cta shortcut Calculator
trén desktop luu thanh tdp tin MayTinh.bmp dat vao thu muc TINHOC.

12. Chép tap tin MayTinh.bmp vao thu muc KINH TE.

13. D6i tén tap tin MayTinh.bmp trong thu myuc KINH TE thanh MT.bmp.

14. Nén tit ca tap tin trong thu muc KINH TE thanh tép tin NEN.ZIP dét trong thu muc KHOA.

15. Xem céch hién thi cac tap tin va thu muc trong khung bén phai cta Explorer theo dang List,
Details.

16. Thiét 1ap thugc tinh an va chi doc cho tat ca tép tin trong thu muc KINH TE.

17. Click menu Tools, chon Folder options, chon thé View, trong muc Hidden files and folders:

= Chon muyc Show hidden files and folders, nhin Apply, nhan xét;
= Chon muc Do not show hidden files and folders, nhan Apply, nhan xét.
= Tit chirc ning Hide file extensions for known file type, nhdn Apply, nhan xét.
= Bit chirc nang Hide file extensions for known file type, nhin Apply, nhan xét.
18. Tim va khoi dong chuong trinh Unikey.
= Mo bang diéu khién chuong trinh Unikey chon bang ma VNI Windows va kiéu go VNI
hoac TELEX.
= Biét chtc nang khéi dong cuing Windows.
= Pong bang diéu khién.
= Bat/ Tat chirc nang go tiéng Viét.
19. Khéi dong chuong trinh Microsoft Word.
= Pinh dang font chii: VNI-Times
= Nhap chudi vin ban: QUE HUONG.
= Pinh dang font chii: Arial. M& menu ctia chuong trinh Unikey, chon bang ma Unicode.
= Nhap thém chudi vin ban: Qué huwong 1a chum khé ngot.
= Luu van ban vura nhap thanh tap tin QUEHUONG.DOC va thu muc PHONG BAN.
20. Xo6a cay thu muc vira tao.
21. Trong menu Start—Programs tao folder My Applications
22. Tim céc tap tin sau va tao shortcut trong folder My Applications:

= UNIKEY.EXE— Bo go tieng Viet



= NOTEPAD.EXE — Soan thao
= SOL.EXE — Solitaire
23. Tao cay thu muc nhu hinh v&:
D:\
DA LAT
NHA TRANG
TP HO CHI MINH

UAN 1
UAN 3
QUAN 8

24. Dung Paint tao tap tin trong thu muc DA LAT véi tén 1a CAYTHONG.BMP nhu sau:

25. Chép tap tin CAYTHONG.BMP sang thu muc NHA TRANG

26. D6i tén tap tin CAYTHONG.BMP trong thu myuc DA LAT thanh PINE-TREE.BMP

27. M¢ tap tin CAYTHONG.BMP, Iuu véi tén méi RUNG THONG.BMP dit trong thu muc
DA LAT va hiéu chinh lai nhu sau:

RUNG THONG
28. Doi tap tin PINE-TREE.BMP trong thu muc trong DA LAT sang thu muc NHA TRANG.
29. Nén tat ca cic tap tin trong thy muc NHA TRANG thanh tip tin GOTHONG.ZIP dit trong
thu myc TP.HO CHI MINH.

30. Giai nén tap tin PINE-TREE.BMP trong tap tin nén GOTHONG.ZIP vao thu muc QUAN 3.
31.Giai nén 2 t3p tin PINE-TREE.BMP va CAYTHONG.BMP trong tdp tin nén
GOTHONG.ZIP vao thu muc QUAN 1.

32. bat thudc tinh 4n va chi doc cho tit ca cac tap tin trong thu muc QUAN 1.

33. X6a cay thu muc vira tao.

Bai 3.
1. Tao cay thu muc sau trén 6 dia D, v6i MSSV 1a ma sb sinh vién, HOTEN 1a ho tén khong go
diu tiéng Viét, SOMAY la sb thir tu may ban dang thuc tap.




D:\

|—MSSV-HOTEN-SOMAY
GIAODUC

t:DNHOC
PTTH
KHDT

YTE

|:BEN HVIEN
TTYTDP

2. Dung Paint tao tap tin chuthapdo.bmp luu vao trong thw muc BENHVIEN véi ndi dung sau:

"

CHU THAP PO

Chép téap tin chuthapdo.bmp sang thu muc YTE.

D6i tén tap tin chuthapdo.bmp trong thu muc YTE thanh tap tin ctd.bmp.

bit thugc tinh chi doc cho tép tin ctd.bmp trong thu muc YTE.

Chép tap tin chuthapdo.bmp trong thy muc BENHVIEN sang thu muc YTE.

Nén tit ca cac tap tin trong thu muc YTE thanh tap tin YT.ZIP dat vao thu muc KHDT.
. Chép cac thu myc con cua thu myc YTE sang thu muc KHDT.

9. Giai nén 2 tap tin trong tap tin nén YT.ZIP vao thu muc MSSV-HOTEN-SOMAY.

10. Dt thudc tinh 4n cho céac tap tin trong thy muc MSSV-HOTEN-SOMAY.

11. X6a cay thu muyc trén 6 dia D.

12. Tao cdy thu myc sau trén 6 dia D.

D:\
|—MSSV-HOTEN-SOMAY
TUNHIEN

HOAHOC

TINHOC

VATLY
XAHOI

©No oA

':DONGPHUONGHOC
NGUVAN

13. Tim va chép tap tin Bliss. BMP vao thu muc NGUVAN.

14. Sao chép tap tin Bliss. BMP sang thu muc XAHOIL.

15. D6i tén tap tin Bliss.BMP trong thu muc NGUVAN thanh tén méi PhongCanh.BMP.

16. Doi tap tin PhongCanh.BMP sang thu muc XAHOL.

17. Nén tat ca cac tdp tin trong thu muc XAHOI thanh tép tin Hinh.ZIP dét trong thu muc
MSSV-HOTEN-SOMAY.

18. Giai nén tap tin PhongCanh.BMP trong tép tin nén Hinh.ZIP vao thu muc TUNHIEN.

19. Thiét 1ap thudc chi doc cho tép tin Hinh.ZIP.

20. Thiét lap thudc an cho tap tin PhongCanh.BMP trong thu muc TUNHIEN.



Bai 4.
1. Khéi dong trinh duyét Internet Explorer. Thuc hién cac yéu cau sau:
= Truy cép trang www.ou.edu.vn, xem thong bao; chuong trinh dao tao cuia nganh dang
hoc; xem thoi khoa biéu cé nhan, . . ..
= Thiét 1ap Home Page: www.ou.edu.vn
= Thém vao Favorites: www.ou.edu.vn va 2 trang web cuia bao dién tir ban yéu thich.
2. Sir dung Google dé tim kiém:
= Thong tin vé marketing voi cac tir khoa sau:
— marketing.
— marketing plan.
— marketing plan va Philip Kotler.
— marketing plan va khong chira cum tir Philip Kotler.
— marketing plan va Philip Kotler.
— marketing plan va Philip Kotler tir nhiing site ciia Viét Nam.
— marketing plan va Philip Kotler tir nhiing site cua Viét Nam, loai tai li¢u 1a .doc.
= Thong tin vé hoi nghi APEC 2006
— trong site vnexpress.net.
— khong thugc site vnexpress.net.
= Hinh anh:
— Ban d6 Viét Nam, ban d6 thanh phd Ho Chi Minh.
— Chan dung Philip Kotler, Tim Berner Lee.
3. Tao mot tai khoan e-mail Yahoo c6 tén dang nhdp 1a TEN_MSSV cua ban.



BAlI THYC HANH WORD

Bai 1.
1. Chuén bj méi truong lam viéc trong MS Word dé tién hanh soan thao mét van ban:
= Tit chic ning kiém 18i tir vung va 16i van pham tiéng Anh (b6 dau check Spelling va
check grammar trong Spelling & Grammar option).
* Chon ché d6 hién thi van ban la Print Layout. Hién thi hai thanh cong cu Standard va
Formatting.
= Mo chuong trinh gd tiéng Viét Unikey, chon bang md VNI-Windows, font chit VNI-
Times.
2. Nhap dir lidu tho (chua dinh dang). Trong khi nhap va hi¢u chinh vin ban, chon ché do
Insert hodc Overtype va quan sat hi€u ung nhap. Cheén Symbol trong bang font Windings.
3. Luu van ban thanh tap tin D:\BT1.DOC.
4. DPinh dang theo yéu cau sau:
= Sir dung cac chiric nang dinh dang trong hop thoai Font dé dinh dang font.
= DPinh dang doan: Thut dau dong 1.5cm, khoang cach sau mdi doan 1a 12pt, khoang cach
gilia cac dong 1a 1.5 lines.
= K¢ khung van ban.

Trinh bay font chi

Microsoft Word 12 mdt chuong trinh xit 1y vin bdn khd manh, c6 thé gitip

ngudi soan thdo mot van badn nhanh va dep.
That th&, Word cho phép dung chit binh thudng, hoic 1am cho chi¥ réng
ra theo ti 1&, hoic cho chit co lai theo ti 1&, hoic cho chW® ca ch xa

nhau, hodc lam cho chﬁgﬁnlainmu, chit nghiéng, chit dam, chit gach dudi nét don,

gach..., ehitbi-gachngans, chit c6 béng, chill chil cd duitmg vi€m, chi ndi 1én,

B , N chit dugc nang cao
, CHU HOA NHO, CHU HOA, ay . _ .

chit dudc ha thap
hay céc kiéu chit chép chép sdng dong. Ta c6 thé cheén céc ky tu dic biét nhu: <
B/ AO vao vin ban. Cédc lya chon Superscript va Subscript gitp ta tao

céc biéu thirc don gian nhu ax’ + bx +¢ hodc H, + Y2 O, = H,0.




Bai 2. Chon bang ma VNI-Windows, font chit VNI-Times, nhap dit li¢u tho (chua dinh dang)
va luu thanh tap tin D:\BT2.DOC. Thyc hanh cac dinh dang sau:
1. Dinh dang trang: khd A4, 18 trai 3cm, 1& phai 2cm, 18 trén 2.5cm, 18 dudi 2.5cm.
2. Dinh dang font chil:

» Tuya dé: Font VNI-ThuPhap hodc Font VNI-Brush

= Poan 1: Font VNI-TIMES

= Poan 2: Font VNI-Book

= Poan 3: Font VNI-PRESENT

= Poan 4: Font VNI-HELVE

= Poan 5: Font VNI-Centur
3. Thuc hanh chon khéi dong, khéi cot. Cac ky tw dau dong: Font VNI-Brush.
4. Dinh dang doan:

= Canh 1 cho cac khé tho (tri, phai, gitra).

= Céch khoang gitta hai kho tho 1a 12pt.

Rem Van Reée
Nguyén De
€6 nha vién ngoai ho Vuong,
Zia tu nghi cling thudng thudng bic trung.
6t trai con thit rot 1ong,
2uong Quan 1a chit, ndi dong nho gia.

Dau long hai 4 t6 nga,

7huay Kiéu la chi, em la Thay Van.

7ai cot cach, tuyét tinh than,

76t ngudi mot vé, mudi phan ven mudi.

Van xem trang trong khéc v,
Rhusn tréing ddy dan, nét ngai nd nang.
Foa cudi, ngoc that, doan trang,

Wsy thua nudc téc, tuyet nhudng mau da.

Xiéu cang sac sdo man ma,

So bé tai sac, lai 1a phan hon.

£an thu thay, nét xuan son,

#%o0a ghen thua tham, liéu hdn kém xanh.

76t hai nghiéng nuéc nghiéng thanh,
Sic danh doi mot, tai danh hoa hai.
7hong minh von sdn tinh troi,
Zha nghé thi hoa, di mui ca ngam.

Bai 3. Dung Microsoft Equation tao cac cong thirc toan hoc, Iuu thanh tap tin D:\BT3.DOC.
1. Chinh hop — T6 hop:
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Bai 4. Chon bang mi Unicode, font chit Times New Roman. Thiét 1dp AutoText cho chudi
van ban Happy New Year. Nhap van ban tho, dinh dang trang, dinh dang font, dinh dang canh 1é
cho cac doan; dung chirc ning Check Spelling and Grammar dé kiém tra tir vung va van pham.
Luu thanh tap tin BT4.DOC.



Happy New Y ear

No more champagne

And the fireworks are so through
Here we are, me and you
Feeling lost and feeling blue

It's the end of the party

And the morning seems so grey
So unlike yesterday

Now's the time for us to say...

Happy new year

Happy new year

May we all have a vision now and then

Of a world where every neighbour is a friend
Happy new year. Happy new year

May we all have our hopes, our will to try

If we don't we might as well lay down and die
You and I

Sometimes I see

How the brave new world arrives

And I see how it thrives

In the ashes of our lives

Oh yes, man is a fool

And he thinks he'll be Okay

Dragging on (hoo-hoo), feet of clay (hoo-hoo)
Never knowing he's astray

Keeps on going anyway

Seems to me now

That the dreams we had before

Are all dead, nothing more

Than confetti on the floor

It's the end of a decade

In another ten years time

Who can say (hoo-hoo) what we'll find (hoo-hoo)
What lies waiting down the line

In the end of eighty-nine.

Bai 5. Chon font chir VNI-Times thudc bang md VNI-Windows dé nhdp van ban tho. Pinh
dang doan gém: canh 18 vin ban, khoang cach trudc mdi doan 1a 12pt; danh s6 thtr tu don cép;
dit tab trai, tab giita, tab s6. Luu thanh tap tin D:\BT5.DOC.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phic
---000---

BIEN BAN
Poi Chiéu Cong No' Va Thanh Ly Hop Pong

Hom nay ngay 01 thang 08 nam 2003

Cong ty TNHH ANH DUONG

Dia chi: 999 Tran Hung Pao, Quén 1, thanh phé H5 Chi Minh. Dién thoai: 8123456
Do 6ng: Lé Hitu Thanh, giam déc cong ty lam dai dién.

Ctra hang bach hoa s6 5

Dia chi: 123 dai 16 Hoa Binh, thanh ph Can Tho. Dién thoai: 063-654321

Do 6ng: Tran Vin Ngot, ctra hang trudng lam dai dién.

Hai bén tién hanh d6i chiéu chimg tir va thanh 1y hop dong s6 001/HD-MB ngay 01/07/2003
gom cac diéu khoan sau:

: Bén A da giao hang cho bén B gom:

Diéu 2:

Didu 3:

Bai 6.

Tén hang PVT Sbluong Thanh tién
Banh choco tn 120.5 1,000,000
Keo déo Angon kg 50.25 250,000
Tdng cong: 1,250,000

Bén B di thanh toan tién hang da mua cho bén A 1,050,000.

Cén ddi cong no giita hai bén tinh dén 01/08/2003, bén B da thanh toan xong sd tién trong hop

ddng s6 001/HD_MB. Hop ddng dugc thanh 1y.
Hop ddng duoc thanh 1ap 4 ban ¢6 gi4 tri nhu nhau. Mdi bén giir 2 ban.

Thanh phé Ho Chi Minh, 01 thang 08 nam 2003

Pai dién bén A Pai dién bén B

Lé Hiru Thanh Tran Vin Ngot

Thyc hién cac yéu cau sau:

1. Chon font Arial thugc bang ma Unicode dé nhép van ban tho.
2. Thuyec tap cach chuyén ddi van ban tir bang ma Unicode sang VNI-Windows. Huéng dan:

Chon va sao chép doan vin ban can chuyén ddi bang ma vao bd nhé bang 1énh Copy.
Chon Iénh ‘Céng cy...[CS+F6]’ tir menu tit ctia chuong trinh Unikey

Danh d4u ‘Chuyén ma Clipboard’

Chon mi ngudn va mi dich tir hop thoai Unikey Toolkit

Click nut ‘Chuyén ma’

Dan doan van ban da dugc chuyén ddi béng Iénh Paste.

3. Luu thanh tap tin D:\BT6.DOC.
4. Thuc hién cac dinh dang:

Chon khé gidy A4, 18 trai va 18 phai 3 cm, 18 trén va 1& dudi 2 cm.
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= Chon font chit phu hop.

» Thut I&, khoang cach doan, khoang cach dong.
* Panh ddu ddu dong da cip (outline numbered).
= Tabs c6 ky tu dan (tab leader);

= K¢ khung cho trang véan ban.

THONG BAO CHIEU SINH

Khéa 2
KHAI GIANG NGAY 25/12/05

(A
CHUONG TRINH PAO TAO

I. MUC TIEU

Theo quyét dinh s6 111/QD,ngay 09/05/94 ctia Hiéu trudng bai hoc M¢ TP.HCM, vé viét
thanh 1ap trung tdm tin hoc Ung dung. Nay Trung tam Tin hoc Ung dung m¢ khoa dao tao
Chuyén d¢ Tin hoc dé dap tng nhu cau hoc tap cia dong dao hoc vién va sinh vién. Muc tiéu dao
tao nhu sau:

1. Trang bi cho hoc vién nhiing kién thirc co ban,cdc phan mém imng dung va ngén ngiv ldp
trinh‘ manh va hiéu qua, giup cho hoc vién su dung thanh thao tin hoc trong hoat dong
nghé nghiép.

Hinh thanh ch)o hoc vién tinh doc lap, sang tao, tw duy logic va kha nang tu hoc tap,
nghién cuu dé ty cdp nhdt, ndng cao trinh do trong linh viee Tin hoc.
. BAN GIANG VIEN

TS. LE HAI HANH

ThS. HA XUAN

KS. TRAN HAI YEN

ThS. CAO THANH VAN

ThS. NGUYEN THANH NAM
CN. LE HOAI TRUNG

.NOI DUNG PAO TAO

Nhap moén Tin hoc
Ngon ngit Java
Db hoa

Lap trinh Web

IV. THOI GIAN HQC
Kho hoc chia 1am 4 hoc ky. Mdi ngay tir 7°30 dén11"00. Gitta hoc ky 1a thoi gian thi va
nghi gitta hoc ky. Hoi chi tiét va dang ky tai:
TRUNG TAM TIN HQC
bai hoc Mé Béan cong Tp.HCM
@ S$6 97 V5 Vian Tan Q3.

Bai 7. Thuc hanh cac dinh dang font chit, dinh dang doan, chia c6t (Column), tao chit 16n dau
doan (Dropcap), chén symbol, dat tab, chén hinh, chén bang, tao autoshape. Luu thanh tép tin
D:\BT7.DOC.
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w BONG BOT TU TIN TUOI 20

Hai muwoi tuéi: Tim dang dao dat mau.
Hai muwoi tuéi:Hon quay trong gio bdo.
Gdn dang san va tho thit cang da.

Lua tudi d3 sinh ra va lon 1én véi su song.

thdng nhit dat nudc. Khong nhu thé hé C6 mot cau hoi kha thi vi dit ra cho
cha anh hai muoi ndm trudc, bay gio ho co mot sb ban tré: néu dugc chon thoi diém dé
trdam ngan 16i dé budc. Nhidu ngudi trong sb sinh 1a:1955,1965, 1975 ban s€ chon thoi
ho da chon con duong dﬁy trach nhiém. Mot diém nao? Tudi d6i muoi trong giai doan
s6 ho con dang may mo tim kiém 16i di va

B(’) 1a la tudi dep nhét cia doi nguoi. mot so it khac van thd o dimg bén 1¢ cude

Cutt Mai Cong-Nbay-PV Dai

KHAI GIANG THONG BAO
LOP MOI

TEN LOP GIAO VIEN BUOI HQC
Tréan Thanh Son Thi 2,4,6
Nguyén Thanh An Tht 3,5,6
Lé Hoang Van Thi 2,4,6
Déng Thanh St Thir 3,5,7

Anh van thuong mai

Anh vin giao tiép

Cong ty Hoa Héng BANG LUONG
Phong kinh doanh ---000---

TT HOQ TEN LUONG PHU CAP | THUC LANH
01 | TranNgoc  An 1,200,000.55 500
02 | Vii Dinh Nam 1,000,000 300
03 | V& Thi Thanh 800,000.7 300

TONG
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Bai 8. Dinh dang Style, tao muc luc gom céc cép L, 1, a. Luu thanh tip tin D:\BT8.DOC.

KHAI NIEM CAN BAN

l. Tinhoc

Dir liéu 1a tap hop §é, van ban, am thanh‘, hinh anh... dugc cung cép cho may tinh, sau do
chung dugc xir Iy d€ xuat ra nhitng thong tin can thiét. o o
Thong tin la tap hop cac dir liéu sau khi dugce xir 1y cho ta nhitng hi€u biét vé mot van dé nao do.
Tin hoc 1a khoa hoc nghién ctru vé luu trit va xir 1y thong tin mot cach tu dong.
Il. Bon vilwu triv

Bit 14 don vi luu trit nho nhét trong may tinh, bit c6 mot trong hai trang thai 1a 0 hoac 1.

— 1 Byte =8 bit

1 Kilobyte (KB) = 1024 Byte
— 1 Megabyte (MB) = 1024 KB
1 Gigabyte (GB) = 1024 MB
1 Terabyte (TB) = 1024 GB
lll. May tinh

1. May tinh (Computer)

May tinh 1a cong cu luu trir va xu 1y dir liéu mét cach tu dong, thue hién cac phep tinh s6 hoc
va luén 1y theo nhiing quy trinh dinh trudc va cung cip nhitng thong tin theo yéu ciu.

2. Phan loai may tinh
— Microcomputer
— Minicomputer
— Mainframe
—  Supercomputer
3. Cacthé h¢ may tinh
May tinh thé hé thir nhét st dung bong dén chan khoéng, trong lugng 16n, toa nhidu
nhiét va kich thudc may 16n.
—  May tinh thé hé th{r hai sir dung transitor.
—  May tinh thé hé thir ba st dung IC.
—  May tinh thé hé thir tu st dung LSI (Large Scale Integration) va VLSI (Very Large
Scale Integration).
4. Tb chirc may tinh
Thiét bi nhap (Input device)
— Ban phim (Keyboard)
— Chuét (Mouse)
— May quét (Scanner).
b. Thiét bi xXuit (Output device)
— Man hinh
— Mayin
c. CPU (Central Processing Unit -bg xi ly trung wong)
B) nhé (Memory)
— B0 nhé chinh (Primary memory) gdm 2 phan:
' RAM (Random Access Memory - B nhé truy cap ngau nhién)
[1 ROM (Read Only Memory) - B nh¢é chi doc
— B0 nh¢ phu (Secondary memory) 1a noi luu trit chuong trinh va dir liéu nhu:
[J Pia mém (Floppy disk)
[ Piacong (Hard disk)
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[J Pia quang (CDROM, DVD...)
[1 Flash Drive...

Bai 9. In tron thu (Mail Merge). Tao hai tap tin: tap tin dit li¢u chira thong tin sinh vién va tap
tin chinh 1a mau xac nhan sinh vién.
1. Tao tap tin D:\DS.DOC nhu sau:

TT | MSSV HOTEN NGAYSINH | KHOA NK

1 | 30300036 | NGUYEN HAIBINH | 16.11.1985 | CNSH | 2003-2007
2 | 20300635 | NGUYEN THAI SON | 11.12.1984 | CNTT | 2003-2007
3 | 20461076 | PHAM THU CHUNG | 22.03.1986 | CNTT | 2004-2008
4 | 704C1077 | VO THI MAI VY 28.10.1986 | XHH | 2004-2008
5 | 40503001 | VO THUY AN 06.10.1985 | TCKT | 2005-2009
6 | 40503003 | NGUYEN THIBINH | 26.06.1986 | QTKD | 2005-2009
7 | 40503007 | TA THI DUONG 19.01.1987 | QTKD | 2005-2009
8 | 40503012 | NGUYEN HONG HA | 15.09.1987 | QTKD | 2005-2009
9 | 40503018 | PHAM KIM NGAN 11.12.1987 | QTKD | 2005-2009
10 | 40503021 | NGUYEN THI THAO | 19.10.1986 | QTKD | 2005-2009

2. Tao tap tin D:\GCN.DOC. Thong tin vé MSSV, HOTEN, NGAYSINH, KHOA, NK duoc
chén tir tap tin DS.DOC d3 duogc tao ¢ cau 1, trong d6 hinh logo Pai Hoc M dugc 13y trong 6
dia R:\BaitapTHDC\LogoDHM gif.

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAI HOC MO TP. HCM Dac lap — Tu do — Hanh phiic

SO e, / BPH Tp.H6 Chi Minh, ngay .... .thang .... ndm 200...

GIAY XAC NHAN

Phong Quan 1y Dao tao , truong Dai hoe Mé Thanh phé HO Chi Minh x4c nhan:

e Hovatén: <HOTEN>
* Ngay sinh: <NGAYSINH>
« MSSV: <MSSV>

dang 1a sinh vién khoa <KHOA> _namihoc <NK>¢ta Truong.

TL. HIEU TRUONG
Noi nhén: TRUGNG PHONG QUAN LY BDAO TAO
- SV <HOTEN>
- Luu

Bai 10. Pinh dang tab c6 diu chdm va danh diu dau dong da cip (outline numbered). Luu
thanh tap tin D:\BT8.DOC.
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Cong Hoa Xa Hoi Chu Nghia Viét Nam
Boc Lap — Ty Do — Hanh Phuc

GIAY PE NGHI BAN NGOAI TE

Kinh giri:. NGAN HANG TMCP XUAT NHAP KHAU ABANK
PHONG KINH DOANH NGOAI TE

CONG LY oo Ma s6 khach hang (CIF NO): ..veveveeeeeeeeeeeeeeeeeeeeeeseeeeeees
8 D ¥l 4§ RSSOt
Dién thoai: ....cccoovvvvevneiieriiene FaX: e

Cong ty chiing t6i d& nghi Quy Ngéan hang ban cho chiing t6i sé ngoai té voi ndi dung sau:
1. Sé lugng ngoai té:
2. Muc dich str dung ngoai té:(danh ddu X vao 6 thich horp)

[ Tra ng vay cho Quy Ngan hang hO‘p G0N/ KN WOC SO
7 Ky quy / thanh todn L/C tra ngay s6: .......ococeveveueeenne. ngay dao han:.........cccoeceevvevceiniennnns
7 Ky quy / thanh todn L/C tra chim $6: ......c.oveoveveeeenee. ngay dao han:.........cccoecveevvevcviniennnns
"] Thanh toan theo phuong thitc: D/P §6: .........oovvve.... D/A S oo,
[ Thanh toan theo phuong thitc TTR: ...ccooiiiiiieie e
] COMETACT SO oo DAY ceeeenreenieenieenieeneenreereeneeseesreeas
) TOVOICE SO: oo NEZAY: cevevrererreerrerenreeerenseseeseseseennes
[ NOAP WY thAC QUAI c..eeeieie ettt sttt ettt st et e b et et e ebeese e besbeeseensesaeeseenes
[ MUC GICh KhAC: ...ttt s s
Y, 1B Yo 1] o 3 o PRSPPI

3. Ty gi4 (danh déu X vao 6 thich hop):
O “Uy quyén cho Ngan hang dung ty gia ban ngoai t¢ theo biéu ty gia cia Abank tai thoi
diém ban ngoai t&.
I O Ao T I 114 USSP
4. Phuong thic thanh toan:
" Ngan hang dugc phép trich tai khoan tién VND ctia ching t6i $:..........ocovvvvvevereereeeenan,

tai Quy Ngan hang va chuyén s ngoai té Ngin hang ban cho chiing t6i vao tai khoan:....................
............................................. tai Abank.

Chung toi cam két st dung s6  ngoai t¢€ do Quy Ngan hang ban theo dung phap luat va cac quy
dinh hién hanh cua Chinh Phu Ve quan Iy ngoai hbi. Chung t6i xin chiu hoan toan trach nhiém
trudc phap luat vé viéc st dung s6 ngoai t€ nay.

TP.HCM, Ngay ... thang ... nam

Keé toan trudng Giam doc

Bai 11. Tao tap tin van ban D:\BT11.DOC. Dinh dang van ban dang Column, tao chir Drop
Cap, dinh dang doan, tao chit Word Art, chon chiic nang xoay hinh (Rotate), chén AutoShapes,

chén table.
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70,481 v8.¢ONng NI NN\

ién nay tai TpHCM, viéc truy
cap Internet bing coéng nghé
ADSL gitip ngudi dung co thé
lust WEB véi toe do cao va do
tin cdy cao hon nhidu so véi
trudc ddy. Viéc canh tranh,
giam gia giira cac nha cung cip
dich vu cang gitp cho nguoi
dung c6 nhidu co hoi dé sur
dung Internet tbc do cao voi
mot chi  phi thiap. ADSL
(Asymmetric Digital Subscriber
Line - dudng thué bao sb bt
d6i ximg) 1a cong nghé cho
phép truyén dit liéu va truy cép
Internet toc do cao qua dudng
day dién thoai. ADSL 1a mdt
trong nhiing két ndi Internet
phé bién cung cdp biang thong
16n cho viéc truyén tai dir liéu hay con
goi la mang bang rong (Broadband

Ry Dl St L Ly

Ry

ADSL tan dung bang thong chua
dugc ding dén cua duong day cap. Mot
duong day co6 bang thong l6n hon
100MHZ, trong d6 phan danh cho tin
hiéu thoai chi chiém c6 4KHZ, phﬁn con
lai chua dugc dung dén. Cong nghé
ADSL di tan dung phan du thira nay dé
truyén dir lidu. diéu do6 co nghia 1a, ban
6 thé vira giri fax trén cing mét duong
day dién thoai. Dt liéu Internet dugc
truyén doc lap voi dir liéu thoai khong
thay d6i ma tbc do Internet lai rét cao.
Pay 1a mot wu diém ndi bat cua cong
nghé ADSL so voi cong nghé két ndi
Internet qua modem quay sé thong
thuong.

Véi thé manh vé tde do truyén dir
lidu cao va kha niang két ndi Internet lién
tuc ciia minh, ADSL rét thich hop cho
cong viéc hoi thao qua mang, xem phi
nghe nhac‘, choi game truc tuyén, video

Internet).

theo yéu cau.

IS ettt et
THOI KHOA BIEU
Thw . o
an = > g
C N >\7
2 > z S <
Gio
07" 30 Ly Ly Ly
09"30 | thuyét thuyét thuyét
; Nghi Nghi Nghi
09 745 Thuc Thuc Thuc
11 h 30 hanh hanh hanh

Bai 12. Tao va dinh dang Autoshape, sir dung cong cu xoay va lat hinh, nhdp chir vao hinh.
Luu thanh tap tin D:\BT11.DOC.
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The Communication Process

Message i Receiver

Encoding Decoding

Message

Feedback

Bai 13. Tao tap tin van ban D:\BLT2 2.DOC.

) 19 A M “/’7 thanih ua ((\ﬁ St
( N A A Y A \\\\\Q‘Q\\\ <
= T = R = B SRR 3 KK 3 K3
NI, 1a chi viét tit ciia T6 chirc Thwong mai Thé giéi (World
W(@[ﬂ]@] 'ﬂ’[f@](é]@ @’l'n[@@ﬁ]@m w Trade Organiza,tion) - to chirc quoc te duy nhat dwa ra
Werld Trace @[@@ﬁﬂ[@@ﬂ]@ﬁﬂ T nhimg nguyén tic thuwong mai giira cac quéc gia trén thé
World T['[f@@]@ @[f'@@[mﬂz@{h]@m o gi6¢i. Trong tim ciia WTO chinh 1a cic hiép dinh da va

dang dwoc cac nwée dam phan va ky két.

WTO duoc thanh lap ngay 1/1/1995, ké tuc va diéu tiét cac hoat dong hop tac kinh t& qudc té
mo rng pham vi diéu tiét thuong mai quic té dang dién ra so6i ndi, dién hinh 13 Ngan hang
cla to chuc tién than, GATT - Hiép dinh Qudc té Tai thiét va Phat trién, thuong duoc
chung vé Thué quan Thwong mai. GATT ra biét dén nhu 13 Ngan hang Thé gigi (World
doi sau Chién tranh Thé gi6i lan thi 11, khi ma Bank) va Quy tién t& Qudc té (IMF) ngay nay.

trao luu hinh thanh hang loat co ché da bién

WTO a qgi?

(WTO — World Trade Organization)

Lich sir hinh thanh va phat trién: Chirc nang chinh:
Ngay thanh lap: 1/1/1995 1. Quan Iy cac hiép dinh vé thuong mai qudc té.
Tru sé chinh:  Geneva, Thuy S§ 2. Dién dan cho cac vong dam phan thuong mai.
Thanh vién: 148 nudc (tinh dén ngay 3. Giai quyét cac tranh chip thuong mai.
13/10/2004) 4. Giam sat cac chinh sach thuong mai
5

Ngan sach: 162 triéu francs Thuy Sy (sé ligu

. Tro gitp vé ky thuét va dao tao cho cac qudc
nam 2004). gia dang phat trién.

Tong giam ddc: Supachai Panitchpakdi (Thai Lan) | 6. Hop tac véi cac td chiic quic té khéc.
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Bai 14. Dinh dang Style, Bullets va Numbering. Luu thanh tap tin D:\BT14.DOC.

Piéu 1:

Pieu 2:

Pieu 3:

Diéu 4:

Piéu 1:

Diéu 2:

Piéu 3:

QUI PINH TAM THOI VE SU DUNG INTERNET
O PAI HOC MO BAN CONG TP.HCM

I. NH’NG QUI DINH CHUNG

Pai hoc Mé Ban cong Tp.HCM thong nhit quan ly va kiém so4t mang thong tin Internet &
Truong; quan ly cac cua di dé két ndi Internet; va kiém soét cac ndi dung thong tin duoc dua vao
truyen tai trén mang.

Céc dich vu do mang Internet ¢ Dai hoc M¢ Béan cong Tp.HCM cung cAp bao gdom: thu tin dién
ti, truyén tép dir liéu, truy nhép tir xa, truy nhdp cac co sd di li€u theo cac phuong thirc khac
nhau.

Moi thong tin dwa Véo,’truyén di va nhan dén trén mang phai tuén tha cac qui dinh & "Quy ché
tam thoi vé quan ly, thiét lap, su c}ung mang Internet & Viét Nam ctia Chinh phu (Ban hanh kém
theo Nghi dinh cia Chinh phu s0 21- Chinh phu ngay 5-3-1997 va cac qui dinh khéc cé lién
quan)”.

Quy dinh nay ap dung cho tat ca cac may tinh, cac mang thong tin may tinh & Pai hoc Mé Ban
cong Tp.HCM hodc cac co quan, to chirc, ca nhan c6 st dung mang Internet cua Pai hoc Mé Ban
cong Tp. HCM.

Il. DOI VOI NGU'O'l SU DUNG

béi tuong dugc st dung mang Internet cia Pai hoc M¢ Ban cong Tp.HCM la cac co quan, td
chirc va ca nhan thudc Pai hoc M Ban cong Tp.HCM. Nha truong khuyén khich viéc sir dung
hi¢u qua cac dich vu Internet trong cong tac dao tao, nghién ctru khoa hoc va cac cong tac khac o
truong va ¢ cac don vi.

Nguoi sir dung ¢6 trach nhiém tuan thu qui dinh cua nha nude vé str dung Internet va chiu su
kiém tra ciia co quan c6 trach nhiém khi can thiét.

Nguoi st dung phai tuan theo cac hudéng dan cta cac can bo va co quan cé trach nhiém quan 1y,
khong duoc ty ¥ sira ddi céu hinh va sb IP dugc gan cho may cua minh, khong dura ngum khac
tén truy nhap va mat khau cua minh... ; Nguoi st dung hoan toan chiu trach nhiém ve€ ndi dung
thong tin do minh dwa vao hay truy xuét trén mang. Nguoi st dung c6 thé st dung dich vu
Internet vao bat ky thoi gian nao thuan tién. Tuy nhién, vi loi ich chung, Trudng c6 nhing yéu
cau sau:

e Néu cao y thuc trach nhiém trong viéc bdo quan phuong tién;

e St dung hiéu qua va tiét kiém thoi gian truy xuat trén mang. Khi can truyén tai thong tin 16n
nhu tai cac phan mém...nén st dung tranh thoi gian cao diém dé giam anh huong dén cong
viéc cuia nguoi khac.

Bai 15. In tron thu (Mail Merge). Tao hai tap tin: tap tin dir li¢u chira thong tin khach moi va
tap tin chinh chira ndi dung thu moi.
1. Tao tap tin D:\BT15_DS.DOC

DANHXUNG HOTEN

Ong Nguyén Thanh Tu
Ba Phan Nguyén
Bac Lé Quang hoang
Chu Ly Tuc Ha

Co Han Thanh Tuén
Dwong Lwu Tuan Nghia
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2. Tao tap tin D:\BT15_TM.DOC. Thong tin vé DANHXUNG, HOTEN la duoc chén tir tap tin
BT15_DS.DOC da dugc tao ¢ cau 1.

THIEP MOT TAN GIA

Nhan dip tan gia nha mdéi, gia dinh ching t6i tran
trong kinh moi <<DANHXUNG>> <<HOTEN>>

~Dén dy bubi tiéc tra than mat tai s6 3597 duong
Nguyén Van Linh Q7.

Vao luc 18h ngay 20/11/2005.

Su ¢6 mit clia <<DANHXUNG>> 14 niém vui 16n
cho gia dinh chung t6i.

Han hanh duogc don tiép.

Bai 16. Tao va dinh dang Autoshape. Luu thanh tap tin D:\ BT16.DOC.

CHU TRINH VE NGUON NHAN LUC

v Tra cong
AN Phat trién

Bai 17. Tao table. Luu thanh tap tin D:\BT17.DOC.

Uy Ban ND Tp HCM BAO CAO TON KHO
Cong ty BH Téng hop Qui Nam 1999
Tp HO CHI MINH

TON | NHAP | XUAT | TON
L PAU | TRONG | TRONG | CUOI

SL{TT |SL | TT | SL | TT | SL | TT
1 10 | 10 | 20 | 20 | 25 | 50 | 5 | 60
2 20 ( 8 | 30| 12|40 | 20| 10 | 24
3 12
4 22
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BAI THUC HANH EXCEL

Bai 1. Khoi dong Microsoft Excel, trong bang tinh Sheet! thyc hién lan luot cac yéu cau sau:
1. Do6i tén bang tinh Sheetl thanh BT1.
2. Lan luot chon céc 6 hién hanh: E5, H10, IV1, A65536, Al
3. Nhép céc dir li¢u sau:
= Tai 6 Al nhép chudi: Trung tam Tin hoc
* Tai 6 D3, D4 nhap lan lugt cac ngay: 08/03/2011, 20/11/2011
= Tai 6 D5 nhép sd: 350; tai 6 E5 nhap s6: 2; tai 6 F5 nhap cong thirc: = D5 * E5
4. Nhan xét vé viéc tu dong canh 18 cac dit liéu da nhép & trén
5. Chon Font mac dinh l1a Font Times New Roman
6. Chon dang nhap ngay trong Control Panel 1a dd/mm/yy, nhap ngay 26/03/2011 nhan xét vé
canh 1&.
7. Luu tap tin bang tinh v&i tén 1a BAITAP.xls trong 6 dia D.
8. Dong tap tin bang tinh.

Bai 2. Mo tap tin BAITAP.xls, chon Sheet2, ddi tén thanh BT2 va 1ap bang tinh nhu sau:

CUFA HANG VAT TU
STT| Ténvattw | Donvi| Sélweng | Pon gia T:;Z:h
1|Cat Khéi 50 60000
2|Gach 6ng Vién 4000 350
3|S5t Kg 150 3600
4|Xi mang Bao 200 45000
Téng cong

1. Chén thém dong trong trudc dong c6 STT 1a 2, sau d6 nhap Tén vat tu 1a Da, Pon vi 1a Khéi,
s6 lwong 1a 40, Pon gia 1a 100000. Pién lai cot STT.

Cheén thém cot Chuyén cho trude cdt Thanh tién.

Tinh c6t Chuyén chd = Pon gia * S6 lugng * 0.5%.

Tinh ¢t Thanh tién = S6 luong * Pon gia + Chuyén chd.

Tong cong cot: Chuyén chd, Thanh tién.

Luu tép tin BAITAP.xls.

Bai 3. Trong tap tin BAITAP.XLS chon Sheet3, doi tén thanh BT3 va lap bang tinh sau:
BANG THANH TOAN LU'ONG THANG

MPC = 400000
MLCB = 830000

o0k wbd

STT| Hovatén Chire | | cB |PCTN| Thuong | TT¥©

vu lanh
1 |Nguyén Vi Lan HT 5.47 8
2 |Huynh Thay Anh HP 522 5
3 |Ngé Thanh Van TP 3.3 4
4 |Nguyén Thi Ha PP 4.62 3
5 |Hé Minh Tam NV 3.88 2
6 |[Tran Hiéu Trung GV 4.08 1
7 |Lé& Thoy van GV 5.22 1
Téng cong
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Tinh c6t Thuong = MPC*PCTN*50%

Tinh ¢4t Thuc lanh = (MLCB*LCB)+(MPC*PCTN)+Thudng+400000
Tinh tong cong cot: Thuong, Thuc lanh.

Luu lai va dong tép tin BAITAP.XLS.

Bai 4. Lap bang tinh sau va luu trén D:\BAITAP4.xls.

BANG THANH TOAN LUONG THANG

hAoN-=

TONG QUY LIFONG 25000000
STT| Hovaten |S"®| |cB | NLV | Lwong |Thuéng| 1Y©
vu ldnh
1 [Lé Xuan Anh GD 170000 24
2 |Trén Thé My PG 150000 22
3 |Lé Van Hoa TP 130000 24
4 |V& Thé Hing PP 110000 25
5 |Lé Ngoc Hanh NV 100000 25
6 |Trin Van Tinh Y 80000 28
7 |Pham Thily Van Y 90000 26
TONG:| 7 ? ? ?

1. Tinh c6t Luong: Néu NLV <=24 thi Luong = LCB*NLV,
Nguoc lai Luong = LCB*24+LCB*(NLV-24)*2
Tinh tong cong cot: NLV, Luong.
Tinh c6t Thuong = (TONG QUY LUONG - Tong Luong) / Tong NLV * NLV
Tinh Thyc lanh = Luong + Thuong.
Tinh tong cong cot: Thuéng, Thuc lanh.

o kowbd

Bai 5. Lap bang tinh sau va luu trén D:\BAITAPS .xls.

BANG DIEM THI CUOI KHOA
Man thi: Lap trinh Can ban

. Thue Ly .z Két | Xép | Xeép
TT [Hotén hanh | thuyét Diém qua | loai | hang
1 |Nguyén Hitu An 4 g
2 |Pham Vii Bao 7 7
3 |Lé Minh Churong 7 2
4 |6 Phong Phu [ 5
5 [Nguyén Hai Minh 5 4
6 |Nguyén Quy Son g 10
7 |Mai Cong Tam 6 B
8 [Nguyén Thanh Ting 8 g
9 [Hoynh Trung Tudn 8 7
10 |Lé Thiy Van g 6
Biém trung binh ?
Diém Ién nhat ?
Diém bé nhét ?

1. Tinh ¢t Piém = (Thyc hanh + Ly thuyét * 2)/3
2. Tinh cot Két qua, biét réng: Néu Piém >=5 thi Pau, nguoc lai Rot.
3. Tinh cot Xép loai, biét rﬁng:
Néu Diém nho hon 5 thi Xép loai Kém.
Néu Piém tir 5 dén can 7 thi Xép loai Trung binh.
Néu Piém tir 7 dén can 8 thi Xép loai Kha.
Con lai thi Xép loai Giéi.
4. Tinh cot Xép hang.
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5. Tinh Diém trung binh cta cot Piém va lam tron (Round) dén 1 chit s thap phan.

6. Tinh Diém lon nhat cua cot Diém.

7. Tinh Diém bé nhit cta cot Diém.
Bai 6. Lap bang tinh sau va luu trén D:\BAITAP6.xls.
TiNH HINH KINH DOANH THANG 07/2010

: Tén Loai ez - <. 5| Songay | Tinhtién | Tinh tién | Thanh
S6TT N di N di Sot \ .
© khach phong gay den gay d o tuan =} theo tuan | theo ngay tien
1 |Thanh B 01/07/2010{ 29/07/2010
2 |Tén A 02/07/2010{ 19/07/2010
3 |Thao A 05/07/2010{ 13/07/2010
4 |Hai C 07/07/2010| 25/07/2010
5 |Td B 08/07/2010| 20/07/2010
6 [Hing C 09/07/2010{ 21/07/2010
7 |Dung B 10/07/2010{ 25/07/2010
Bang gia
Loai | Bongia |Bon gia
phong| tudn | ngaylé
A 130 20
B 95 15
C 65 10
1. Tinh S4 tuan 14 phan nguyén (Ngay di -Ngay dén)/7
2. Tinh SO ngay 1¢é 1a phan du cua phép chia nguyén cua (Ngay di —Ngay dén) cho 7
3. Dua vao Bang gia, tinh tién theo tuan= Pon gia tuan*So tuan.
4. Dua vao Bang gia, tinh tién theo ngay 1é=Don gid ngay 1¢* SO ngay 1é.
5. Tinh Thanh tién = Tinh tién theo tuan + Tinh tién theo ngay 1é.
6. Lap bang doanh thu cua Thanh tién theo tirng Loai phong.
Loai phong (A B C
Doanh thu
Bai 7. Lap bang tinh sau va luu trén D:\BAITAP7.xls.

Céng ty du lich ABC

DANH SACH KHACH DU LICH

. . . TEN DIA Lo .| TONG

STT HO LOT TEN MADL | o song | GIAVE |CHIPHI CONG
1 [Nguyén Héu An VTA
2 |Pham Vi Bio NTB
3 |L& Minh Chuong  |BLB
4 |V& Phong Phi BLA
5 |Nguyén Hai Minh VTB
6 [Nguyén Quy Son VTA
7 |Mai Cong Tam NTB
8 |Nguyén Thanh Tiing VTB
9 |Hiynh Trung Tuén BELB
10 |Lé Thoy Van NTA
11 |Nguyén Hiku Hanh BELB
12 |Tran Trung Hiéu VTA
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Bang 1

MA DP|TEN DIAPHUONG | GIAVE | CHIPHIA | CHIPHIB

VT VNG TAU 100000 500000 450000
NT  |[NHA TRANG 300000 700000 650000
BL  |PALAT 250000 600000 550000

1. Trong cot MA DL, hai ky tu trai 1a MA DP, ky tu phai 1a CHI PHI. Dya vao Béng 1:
= Lap cong thirc dién c6t TEN BIA PHUONG.
= Lap cong thirc dién cot GIA VE.
= Lap cong thuc dién cot CHI PHI.

Tinh 6t TONG CONG = GIA VE + CHI PHI.

Sép xép thir tu theo TEN DIA PHUONG ting dan.

Tinh Subtotal ctia c6t TONGCONG theo timg TEN DIA PHUONG.

Tinh doanh thu theo tirng dia phuong:

MA DP T NT BL
Doanh thu

o prwN

6. Trich danh sach khach du lich theo ting dia phuong ra mét vung riéng trong bang tinh.
Bai 8. Lap bang tinh sau va luu trén D:\BAITAP8.xls.

MA TEN NGAY sO HUE

m HANG HANG BAN LIFO'NG TRI GIA THUE HONG THU
1 TV 5/10/08 30
2 TL 10/10/08 20
3 MG 28/10/08 10
4 MG 7/11/08 5
5 TL 14/11/08 15
i] TV 20/11/08 20
7 TV 2/12/08 45
8 TL 21/12/08 20
TONG
Bang 1 Bang 2
THO'I BIEM ™ TL MG MA HANG 1K TL MG
1/10/08 250 300 280 TEN HANG TI VI TU LANH |MAY GIAT
1/11/08 240 280 270 TY LE THUE 0% 5% 10%
1/12/08 210 250 230

Duya vao Bang 2, hiy 1ap cong thic dién vao cot TEN HANG.

Duya vao Bang 1, hdy 1ap cong thic dién vao cot TRI GIA= DON GIA* SO LUONG.
Dua vao Bang 2, hay lap cong thirc dién vao c6t THUE = Ty 1& thué * TRI GIA.

Lap cong thirc dién cot HUE HONG nhu sau:

Néu hang béan trong thang 10: HUE HONG = 1% * TRI GIA
thang 11: HUE HONG = 2% * TRI GIA
thang 12: HUE HONG = 3% * TRI GIA
5. Lap cong thitc dién vao c6t THU = TRI GIA - THUE - HUE HONG
6. Tinh tong cac cot: TRI GIA, THUE, HUE HONG THU
7. Sap xép thur tu theo MA HANG ting dan, néu cing MA HANG thi sip theo SO LUONG
giam dan.
8. Tinh thong ké doanh thu theo ting loai hang ban.

TEN HANG [TI VI TU LANH [MAY GIAT
DOANH THU

hPobdb-=
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9. Dung ham DSUM lap cong thic tinh bang thdng ké tong s6 lugng ban trong timg thang cia

moi mat hang.

THANG 10

THANG 11

THANG 12

TV

TL

MG

10. V& biéu d6 so sanh s lugng hang béan trong ting thang.
11. St dung Pivot Table lap bang thong ké nhu ciu 9.

12. Trich danh sach cac mat hang ra mot vung ri€ng trong bang tinh.
Bai 9. Lap bang tinh sau va luu trén D:\BAITAP9.xls.
Céng ty Du Lich QUE HYONG

hoobN-=

oo

7.

BAO CAO DOANH THU QUY 4/2008

. ] i s L . TENDIA | THANH | GIAM
STT |TEN KHACH HANG LUONG MA SO TEN XE PHUONG TIEN GIA THU
1 |CTY HOA HONG 50[HVTA
2 |XN MAY SAIGON 30{TBLA
3 |CTY NHAT TAN 10|TVTB
4 |XN GIAY DA QA1 10[MNTE
5 [XNINQS5 50[HNTB
G |CTY PHAT BAT 20(MBLE
7 |CTY THINH PHAT B0[MVTA
8 |XNIN KHAI HOAN 40{TNTA
Bang 1
MA XE |TEN XE VT NT pL
T |[TOYOTA 50000 80000 100000
M [MERCEDES 50000 90000 110000
H [HUYNDAI 40000 70000 90000
Bang 2
MA BIA PHUONG VT NT BL
TEN DPIA PHUFONG VONG TAU |NHA TRANG |DA LAT
MA SO bao gbm:
= Kytu dau 12 mi xe.

= Hai ky tu gitta 1a ma dia phuong.
= Kytu cudi 14 loai dich vu.

Tir Bang 1, viét cong thuc dién TEN XE.
Tir Bang 2, viét cong thuc dién TEN DIA PHUONG.

Tir bang 1, tinh THANH TIEN = SO LUONG * DON GIA.

Tinh GIAM GIA, néu loai dich vu 12 “A” thi GIAM GIA =0,

Nguoc lai GIAM GIA = 10%*THANH TIEN.

Tinh THU = THANH TIEN — GIAM GIA

Tinh TONG THU cua timg dia phuong, két qua Iuu vao bang sau trén cuing bang tinh:

MA BIA PHUFONG

VT

NT

BL

TONG THU

Sép xép bang tinh theo thir ty TEN XE tang dan.
8. Su dung Pivot Table lap bang thdng ké tong THU theo timg TEN XE cua timg TEN DIA
PHUONG.
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9. Dua vao bang két qua tinh dugc tr cau 6, vé dd thi dang cdt. Yéu cAu mdi coOt thé hién mét

VUNG TAU

NHA TRANG

DA LAT

TOYOTA

MERCEDES

HUYNDAI

dia phuong.
Bai 10. Lap bang tinh sau va luu trén D:\BAITAP10.xls.
CONG TY DU LICH CHAN TROI MO

TT

MA DU LICH

DIA DIEM
DU LICH

PHUONG TIEN
LOAI DV

CHI PHi

PHU THU

TONG TIEN

NTX1N

NTX1V

HNB2V

HNB1N

BLX1N

HNX1V

NTB2V

HNX2V

oo~ ||| —=

BpLB2v

Bang 1

MA BP

DIA DIEM
DU LICH

CHIP

Hi

MAY BAY

XE DU LICH

LOAI 1

LOAI 2

LOAI 1

LOAI 2

NT

NHA TRANG

1550000

14583000

950000

847000

BL

DA LAT

1280000

1170000

672000

540000

HN

HANO

4150000

3970000

3050000

2750000

Bang 2
MAPT B X
PHUONG TIEN| MAY BAY XE DU LICH

MA DU LICH bao gom:
= Hai ky tu dau la MA PP.
» Ky tu tha ba 1a MA PT.
= Ky thtr tw 1d LOAI CHI PHI
= Kyty cudi cho biét du khach Viét Nam (V) hay nudc ngoai (N).
1. Duya vao MA DU LICH va bang 1, hiy dién gia tri cho c6t DIA PIEM DU LICH.
2. Duya vao MA DU LICH va bang 2, hay dién gié tri cho ¢cot PHUONG TIEN - LOAI DVU du
lich. Gia tri dién vao cot nay c6 dang nhu sau, vi du MA DU LICH 1a NTXIN, thi gi tri dién
cho c6t PHUONG TIEN - LOAI DVU la XE DU LICH LOAI 1.
3. Dua vao MA DU LICH va bang 1, dién cot CHI PHI.
4. Tinh cot PHU THU: chi 4p dung cho khach nudc ngoai:
= Néu di Da lat hoic Nha trang thi phu thu 50% trén chi phi.
= Néu di Ha Noi thi phu thu 75% trén chi phi.
Tinh c6t TONG TIEN = CHI PHI + PHU THU.
Sép xép bang tinh theo thir tu ting dan cua DIA DIEM DU LICH.
Tinh subtotal ctia c6t TONG TIEN theo timg DIA PIEM DU LICH.
Dinh dang cic cot tién theo dang c6 phéan cach giita phan ngan.
Tinh gia tri cho BANG THONG KE.

©oo NGO
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BANG THONG KE
BIA BIEM DL NHATRANG | BALAT | HANOI
TONG SO KHACH

10. Dwra bang thong ké, 1ap do thi cho biét sé lugng khach di du lich theo timg dja diém.
11. Trich danh sach cac khach hang di bang mdy bay ra mot bang riéng.
Bai 11. Lap bang tinh sau va luu trén D:\BAITAP11.xls.

Cong ty TNHH Nong Thon

BAO CAO THU MUA HAT DIEU

Ngay S6CT Mi hang | Sélwong |[Dongia| Trigia | Van Thué
(kg) (VNB) | hang | chuyén
10/03/01|DN-005 N-15 250500
10/03/01|LD-001 N-15 65500
11/04/01| TN-002 X-10 60500
12/04/01|LD-002 X-10 120500
15/04/01| TN-004 X-10 50000
12/05/01|LD-004 X-05 170000
12/05/01|SB-012 N-20 75000
12/05/01|LD-005 X-05 70000
16/05/01|DN-012 X-05 85000
17/05/01| TN-005 N-20 45000
Téng cong
Bang gia
M& hang N-15 N-20 X-05 X-10
Bon gia 2000 1800 2500 2300
Bang chi phi
| Gia van chuyén ;
Khu virc (1 kg hang) Thué
DN 25 0.50%
LD 50 0.40%
SB 25 0.50%
N 40 0.25%

Tinh gia tri cho ¢t Pon Gia dua vao Ma Hang va Bang gia.

Tinh cot Tri Gia Hang = S6 Luong * Pon Gia.

Tinh c¢ot Van Chuyén dua vao 2 ky tu dau tién ctia S6 Ching Tir va Bang chi phi.

Tinh c6t Thué dua vao 2 ky tu dau tién ciia S6 Ching Tir va Bang chi phi.

Thém cot Thanh tién = Tri gia hang + Van chuyén + Thué.

Tinh tong céng cho cac cot: S6 luong, Tri gia ha‘lng, Van chuyén, Thué, Thanh tién.

Thém cot Tong cong trong Bang chi phi, tinh tong cong van chuyén theo timg khu vyc biét
rang 2 ky ty dau ctia s6 chimg tir 1a ma khu vuec.

N O R WON=

28



BAlI THYC HANH POWERPOINT

Bai 1. Dung AutoContent Wizard tao mdt bai trinh bay mdi, loai bay trinh bay la Generic.
Bai 2. Tao mot bai trinh bay vé su phat trién ciia Internet.
1. St dung mau thiét ké Capsules.
2. Gom c6 cac slide sau:
= Slide tidu dé
Tiéu dé chinh: “Su phat trién cuia Internet”
Tiéu @€ phu: MSSV-Ho tén
= Slide 2
Dang trinh bay: ti€u dé va ndi dung
Tiéu dé: “Lich st cua Internet”
Noi dung:
— Internet dugc phat trién tir thap nién 1970s
— Dung trong quan doi, chinh ph, vién nghién ctru
— Nam 1972: ¢6 thu dién tir
— Nam 1990: c6 World Wide Web
= Slide 3
Dang trinh bay: tiéu dé, ndi dung bén phai, hinh bén trai
Tiéu dé: Cac ¢t moc
No6i dung:
— 1976 nit hoang Elizabeth 1a ngudi dau tién goi thu dién tur
— 1994: Nha Trang c6 website
— 2001: mdi ngay c6 9.8 ty thu dién tir dugc goi di
= Slide 4
Dang trinh bay: tiéu d&, do thi bén tréi, ndi dung bén phai
Tiéu dé: Cac cot moc
Noi dung:
— K& tir dau thap nién 1990s, s6 ngudi st dung Internet ting khong ngimg
— 1995: 16 triéu
— 2000: 359 tri¢u
— 2005: 1,018 tri¢u
Dit liéu v& do thi:
1995 1997 1999 2001 2003 2005

16 70 248 479 719 1018
Tiéu dé cua do thi 1a Sy ting trudng cla Internet (triéu ngudi)”

3. Dung Slide Master chén vao ho tén va ngay vao goc phai cua slide.
4. Thiét 1ap hiéu ing di chuyén slide 14 “box-in”.



Lich sir cla Internet

Internetdwrge phattrién tir thap nién
) ) 1970s
SUf PHAT TRIEN CUAINTERNET Dingtrong quan ddi, chinh phil, vién
nghién ciru
MSSY— HO TEN Nam 187 2:cd thur dién tly
) N3m 1990: cé World Wide Web

Cac c6t moc Cac cot mébe

+ 1976 — ni¥ hoang Elizabeth 1& 24 tang tndmg il et wte mgen + KB Hir 350 thédp nign
— [ ngwidAu tign gdi the dién tir S 1990s, s ngudi st
&) ] - 1994 Nha Tréng c6 website | dung Internet téng
» 2001—mingdy ¢ 48,51 thur ] khong ngung
dién tir dwoc gi di - 1985 18 tricu
G : ] — 2000: 359 trigu
— 2005: 1,015 tridu

Bai 3. Tao mot album anh gdm céc hinh trong thu muc My Picture (Blue hills, Sunset, Water
lilies, Winter). Thém hiéu tmg di chuyén slide.

Bai 4. Tao mot bai trinh bay mé ta vé mot dia diém nghi hé.

Bai 5. Tao bai trinh bay gi6i thiéu vé thanh phd noi ban cu ngu.

30



