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BAN BIEN SOAN CHUYEN DE

Chii bién: Thac si Nguyén Vin Xuan - Giang vién Khoa Ngoai ngir - Tin hoc

Tham gia bién soan:
1. Thac si Hoang Tuan Long
Giang vién Khoa Ngoai ngit - Tin hoc — Chuong 2
2. Thac si Nguyén Vin Xuan
Gidng vién Khoa Ngoai ngit - Tin hoc — Chuwong 1,3
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HOQI PONG THAM PINH CHUYEN PE

(Thanh ldp theo quyét dinh s6 778/0D-T05, ngay 10 thang 4 nam 2025

cua Hiéu truong Truong Dai hoc Canh sat nhan dan)

Chwrc danh
A Don vi N
TT Ho tén Chirc vu A | trong hoi dong
cong tac i
tham dinh
1 | PGS TS Nguyén Thanh Phuc Phd Hiéu Truong TO5 Chu tich
2 | ThS Nguyén Thanh Trung Truong phong TO5 Uv phan bién 1
3 | ThS Tabuc Giam doc TT TO5 Uv phan bién 2
4 | ThS Nguyén Huy Théng Can bo TO5 Thu ky
5 | TS VG Thanh bat Truong khoa TO5 Uy Vién
6 | PGS TS Ngo Phan Nhan Phd Truong phong TO5 Uy vién
7 | ThS Tran Quang Phuc Can bo TO5 Uy vién
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LOI NOI PAU

Trong thoi dai ngay nay, cong ngh¢ thong tin dugc img dung rong rai trong
moi linh vuc, dic biét 1a trong cong tac cong an. D& quan 1y, xdy dung va khai
thac hiéu qua cac hd so, van ban, dit lidu, nguoi st dung khong chi can co
chuyén mén nghiép vu ma con phai trang bi kién thirc nén tang vé Tin hoc, bao
gdm: st dung thanh thao may tinh, mang Internet; nim viing quy trinh thiét ké,
xady dung van ban, dit liéu; soan thao ndi dung thuyét trinh; thuc hién tinh toan
va thong ké s liéu. ..

Nhim hd trg cong tac giang day mon "Tin hoc" va dap tmg nhu cau hoc tap
cua sinh vién, Truong Pai hoc Canh sat nhan dan da td chirc bién soan tai liéu
Bai tap tinh hudng “Hé thong bai tp co ban va nang cao mon Tin hoc”. Tai lidu
nay bao gém cac ndi dung chinh:

Chuong 1. Microsoft Word;

Chuong 2. Microsoft Excel;

Chuong 3. Microsoft PowerPoint.

Heé thong bai tap giup sinh vién cung cb kién thire di hoc, dong thoi hd tro
giang vién trong qué trinh giang day, gép phan nang cao hiéu qua hoc tip va
thuc hanh.

Trong qua trinh bién soan, nhom tac gia da tuan thu cic quy dinh vé thé
thire trinh bay chuyén dé, dong thoi dua vao nhiéu vi du minh hoa thyc té. Tuy
nhién, kho tranh khoi nhiing thiéu sot, vi vay, chung t61 mong nhan dugc nhiing
y kién dong gop quy bau tir quy thay co va sinh vién dé tai liéu ngay cang hoan
thién hon.

Trwong Dai hoec CSND
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Chuwong 1
MICROSOFT WORD
|. BAI TAP THUC HANH

BAI 1. THAO TAC CO BAN

- Khoi dong Microsoft Word tir man hinh nén Windows.
- Str dung thanh menu Ribbon

- Chon 1énh View\Ruler dé bat\tit thudc; vao File\Options\Advanced
chon don vi la Centimeters.

- Tim hiéu Home\Font dinh lai (Font), ¢& chit (Size), kiéu chit dam (Bold),
mau (Color), chitr nghiéng, chir gach chan.

- Pinh lai trang vin ban menu Page Layout\Page Setup, kho gidy (Page
size): A4, kiéu gidy: dung, 1& trén (Top): 2cm, 1& trai (Left): 3cm, 1& phai
(Right): 2cm, & duéi (Bottom): 2cm.

- Str dung Iénh Undo va Iénh Redo: Nhéap vao mot doan van ban tuy y. Xoa
bo mot sb tir trong doan van ban. Nhép chon 1énh Undo, sau do nhép chon Redo.
Cho nhan xét két qua.

BAI 2. NHAP VA VA PINH DANG VAN BANG: KHOANG CACH
GIUA TRUOC POAN VA SAU POAN (SPACING) LA 6 PT, KHOANG
CACH GIUA CAC HANG (LINE SPACING) LA 1.3

MOT SO QUY TAC SOAN THAO VAN BAN CO BAN

Ngay nay chiing ta khong thé tim thdy mdt vin ban chinh thirc ndo ctia nha
nudc ma khong dugc thuc hién trén may tinh. Cong viéc soan thdo van ban gio
day di trd nén quen thudc voi tat ca moi ngudi. Tuy nhién khong phai ai ciing
ndm vimg cac nguyén tic gd vin ban co ban nhit ma chung toi sip trinh bay.
Ban than t6i dd quan sat va nhan thdy rang 90% sinh vién tot nghiép cac truong
dai hoc khong nam virng (tham chi chwa biét) cac qui tic nay!

Khai niém ky tu, twr, cau, dong, doan
Khi 1am viéc v&i vian ban, ddi twong chu yéu ta thudng xuyén phai tiép

xuc 1a cac ky tu (Character). Cac ky tu phan 16n dugce gd vao truc tiép tir ban


Le Hoai Duong
New Stamp


phim. Nhiéu ky tu khac ky tu trang (Space) ghép lai voi nhau thanh mot tir
(Word). Tap hop cac tir két thac bang dau ngat cau, vi du ddu cham (.) goi 1a cu
(Sentence). Nhiéu cau c6 lién quan véi nhau hoan chinh vé ngir nghia nao dé tao
thanh mét doan van ban (Paragraph).

Trong céc phﬁn mém soan thao, doan van ban dugc két thuc bf?mg cach
nhan phim Enter. Nhu vdy phim Enter dung khi can tao ra mot doan vin ban
méi. Poan 1a thanh phﬁn rat quan trong ctua van ban. Nhiéu dinh dang s¢ dugc
ap dat cho doan nhu can 18, kiéu dang,... Néu trong mgt doan van ban, ta can
ngat xubéng dong, lic d6 dung to hop Shift+Enter. Thong thuong, gidn cach giita
cac doan van ban s€ 16n hon gitra cac dong trong mot doan.

Nguyén tic tw xuéng dong ciia tir

Trong qua trinh soan thao van ban, khi g& dén cubi dong, phan mém s&
thue hién dong tac tu xudng dong. Nguyén tic cia viéc ty dong xubng dong 1a
khong dugc lam ngét doi mat tir. Do vay néu khong du chd dé hién thi ca tur trén
hang, may tinh s& ngat ca tir 46 xudng hang tiép theo. Vi tri ciia tir bi ngat dong
do vay phu thudc vao rat nhiéu yéu t6 khac nhau nhu d6 rong trang gidy in, do
rong cira s6 man hinh, kich thudc chir. Do d6, néu khong co 1y do dé ngat dong,
ta ctr tiép tuc gd du con tré dd nam cudi dong. Viéc quyét dinh ngit dong tai dau
s€ do may tinh lya chon.

Céch ngat dong tu dong ctia phan mém hoan toan khéac véi viéce ta sir dung
cac phim tao ra cac ngat dong "nhan tao" nhu cac phim Enter, Shift+Enter hodc
Ctrl+Enter. Néu ta st dung cac phim nay, may tinh s& luén ngét dong tai vi tri do.

Nguyén tac tu xudng dong ciia tir 1a mot trong nhiing nguyén tic quan
trong nhat cua soan thao van ban trén may tinh. Pay 1 dic thu chi c6 dbi véi
cong viéc soan thao trén may tinh va khong c6 dbi véi viéc gd may chir hay viét
tay. Chinh vi diéu ndy ma d nay sinh mot s6 qui tic méi dic thu cho cong viée
soan thao trén may tinh.

Mét sé quy tic gb vin ban co ban

Khi g vin ban khong dung phim Enter dé diéu khién xudng dong.
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That vay trong soan thao vin ban trén mdy tinh hay dé cho phan mém tu
dong thuc hién viéc xubng dong. Phim Enter chi dung dé két thlic mot doan vian
ban hoan chinh. Chl y rang diéu nay hoan toan nguoc lai so véi thdi quen cua
may chit. Vi may chir ching ta luén phai chu dong trong viéc xudng dong cua
van ban.

Giita cac tir chi dung mot ddu trang dé phan cach. Khong str dung dau
tring dau dong cho viéc can chinh 18.

Mot dau trang 1a di dé phan mém phan biét duoc cac tir. Khoang cach thé
hién giita cac tir cling do phan mém ty dong tinh toan va thé hién. Néu ta dung
nhiéu hon mét dau cach giita cac tir phan mém s& khong tinh toan dugc chinh
xéac khoang cach giira cac tir va vi vay van ban s& duoc thé hién rt xau.

Cac ddu ngit cau nhu chdm (.), phay (,), hai chdm (:), cham phay (;),
cham than (1), hoi chdm (?) phai duoc gd sat vao tir dung trudc nd, tiép theo 1a
mot dau trang néu sau d6 van con nodi dung.

Ly do don gian cua qui tic nay 1a néu nhu cac dau ngit cau trén khong
dugc gd sat vao ky tu cua tir cudi cing, phan mém s& hiéu rang cac dau nay
thudc vao mot tir khac va do dé c6 thé bi ngat xudng dong tiép theo so véi cau
hién thoi va diéu nay khong ding véi ¥ nghia ctia cac dau nay.

Céac ddu mo ngodc va mod nhay déu phai dugc hiéu 13 ky tu dau tir, do d6
ky tu tiép theo phai viét sat vao bén phai cia cac dau nay. Tuong tu, cac dau
dong ngodc va dong nhay phai hiéu 13 ky tu cudi tir va duge viét sat vao bén

phai cua ky tu cudi cung cua tir bén trai./.
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BAI 3. BPINH DANG WORDART, CHIA COT, TAO DROP CAP.

CHO PEM TAY PO

ho nam
cach trung
tam thanh

phé Can Tho khoang
1km vé phia tiy song
Hau, toa lac trong
khubén vién cong ty
Hoé1  cho trién  1dm
quéc té Can Tho. Diu
moi  tai  thanh  148p
trong thoi gian gan
day, nhung chg dém
Tay B6 dugc xem la
mét diém van hoa du
lich ddc trung, noi bat
va hip din ¢ Can Tho
hién nay. Chg dém
Tay D6 khong chi thu
hit nguoi dan dia ph-
wong ma ké ca du
khach gan xa. Cho
dém Tay D6 hién nay
c6 kién trac hai hoa
vl canh quan moi

truong xung quanh va

hoan toan  mang

phong cach Nam bJ.

Cho duoc chia theo

ting gian hang rét
tht tg va thong
thodng. Cho du cac
thuong dan c6 bay
ban nhiéu chung loai
mit hang thi van trong
rit gon gang va tham
my. Puong di bo mua
sim trong long cho
hoan toan nhya hoa va
thoang rong. Cac san
pham tai cho dém Tay
P6 déu duge chon
loc, phong phu va da
dang, dap Ung moi
nhu ciu cua du khach
trong viéc lga chon
san pham. Pi kém véi
hang hoa, chg dém
Tay D6 con c6 nhiing
dich vu giai tri nhu:
tro choil dién tu, san

khau ca nhac ngoai

tro1 va cac chuong
trinh giai tri thu gian
khac... Pén cho dém
Tay P06, du khach sé
that su c6 mot chuyén
du lich htru ich va
nhimg ky niém kho
phai. Vi ngoai viéc
mua sam nhitng moén
qua ky niém hay
nhiing san pham céan
dung trong sinh hoat,
du khach con duoc
thuong thircc nhiing
nét dep trong doi séng
sinh hoat dam da ban
sic dan toc ma chi co
& ha ngudn song Mé
Ko6ng nodi tiéng méi c6

duoc.
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BAI 4. DPINH DANG (BULLETS), (NUMBERING)
4+ Internet 12 cong cu kha tiéu biéu dé trao d6i thong tin trén cac may
tinh toan cau.
* Internet cung cip cho cac nha nghién ciru va nhiéu d6i tuong khac
cho thong tin can thiét.
+ Internet khong phan biét vé khoang cach truy cép.
+ Internet khong c6 mot cha so hitu kiém soat.
v’ Ban chi dao quoc gia vé CNTT.
v' Khoa hoc CNTT - Vién dai hoc mé Ha Ngi.
v’ Vién CNTT Dai hoc Cin Tho.
v’ Trung tim Ngoai ngit-Tin hoc thanh phé Cin Tho..
1) Internet 1a cong cu kha tiéu biéu dé trao doi thong tin trén cic mdy
tinh toan cau.
2) Internet cung cap cho cac nha nghién ctru va nhiéu d6i tugng khéc
cho thong tin can thiét.
3) Internet khong phan biét vé khoang céach truy cap.

4) Internet khong c6 mot chi s¢ hitu kiém soat.
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BAI 5. VE HINH AUTOSHAP

Bo nhé ngoai

BO XU LY TRUNG TAM

B diéu khién B s6 hoc/logic

| t

Thiét bj vao B nhé trong L | Thiétbira

A 4

LOI I’CHVO’I ...........,.....l....:.....:........
LOI ICH VOI CHINH PHU

NGUOI TIEU DUNG
Cai thién strc khoe Cong dong

. Giam nguy co cac bénh truyén qua Nang cao higu qué va kiém soat
thuc pham. thyc pham.

. Nang cao nhan thiic v& vé sinh co ban. Giam chi phi cho sirc khée cong
. Ting sy tin cdy vao viéc cung cap thuc dong.

pham. Tao di_é”u kién thu@q loi cho sw
. Cai thién chét lwgng cudc sbng (s phat trién thwong mai
khée va kinh té - xa hpi)

BAI 6. NHAP CONG THUC TOAN HOC

® Tim gidi han cua nhitng ham s6 sau day

a)f()—X a Xx—>a
b) f (x) = 34X X >0
sin x
2
C)f(x)zw X—)l
2x—1 2
1- J_cosx s
d) f(x)= X —> =
A 1- fsmx 4
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BAI 7: THUC HIEN PINH DANG CHI SO TREN VA CHI SO DUOI:

H,S04; m?, m; °C, U=RI?

2x2+5x3+ 6x2—x -1 =0

BAI 8. CHEN HINH, PINH DANG HINH VAO VAN BAN
KHAI NIEM VE NHUNG THANH PHAN CO BAN NHAT CUA MAY TiNH

Trong sb chiing ta chic khong ai 14 khdng ting duoc sé hiru 1 hay it nhét

1a 1 bo may vi tinh. Nhung thuc té lai
cho thay rang 1 hodc it nhat 1a 1 trong
cong déng st dung tin hoc lai khong hiéu
& vé nhimg gi dang nam trong cai may
tinh ma ching ta dang st dung, lam viéc
va gap hang ngay. HOm nay man phep

mo chil dé nay nham muc dich "x6a mu tin hoc" cho nhiing gi ma chung ta con
thiéu s6t. Mu chd nao x6a chd ay, chic chin co nhitng phan ban co thé da biét
va, nhung ciing c¢6 nhimg phan ma chung ta lai chua biét. Vay hiy cing nhau
trau doi thém nhung gi duoc xem 1a co ban nhat sau day.

1- Hé thong

Khi ban lam chi mgt may tinh, tirc ban dang s& hitu mot hé théng tinh vi
va phuc tap. D6 1a mot hé thong bao gdbm CASE (thung chira hay con goi 1a vo
may). Thing mdy c6 rat nhiéu kiéu va kich ¢&. Cac thanh phan dién tir s& duoc
gan vao thing chira bang cac két ndi nhu b¢ vit, hoc dung, cac 16 danh cho cac
cong va thiét bi vao/ra.
2- Bo mach chu (motherboard) hay con goi la

mach hé théng. Co rat nhiéu thanh phﬁn linh kién
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dién tir dugc gan vao bo mach, con 1 s6 khac c6 thé dugc tich hgp/han ludn vao
bo mach. Thuong bo mach dugc cau thanh boi cac vi mach, tu, chip va cé cac
khe cam cho memory, sound card, graphic card... hodc socket (d€ cam) cho b0

vixu ly.

3- Bo vi xir ly (processor) viét tit cia Central
Processing Unit (CPU) chtra dung va thuc thi cac
chi thi co ban cho viéc t6 chitc 1 mdy tinh. B vi
xt 1y chta dyng 2 thanh phan: thanh phan diéu
khién (Control unit ) va thanh phan tinh toan logic

(Arithmetic Logic Unit).

7 B6 vi xtr Iy hoat dong theo mdt chu ky duoc goi la
Machine Cycle gom: Fetch - Decode - Execute- Store ¢ thé hiéu don gian la
"dwa ra diéu kién - ma hoa - thyc thi- dwa vé bo nhd". Vong xoay nay duoc bd vi
xtr 1y thyc hién va dém nén chung ta c6 khai niém vé xung nhip. Mdi 1 xung
nhip (1 gidy) thi CPU thuc thi dugc 1 vong 1é€nh ta goi la hertz. Nhu vay ngay
nay véi bo xir Iy 3.2 Ghz thi mdy tinh c6 thé xir Iy dugc 3 triéu 200 nghin 1énh
trong vong 1 giay.

BAN PA SO HUU MQT BQ MAY TiNH CHUA ?

10
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BAI 9. TAO BANG

DANH SACH HOQC VIEN

STT Ho va tén Ngay sinh Gioi tinh Noi sinh
1 | Nguyén Thanh Hung 20/12/1978 Nam Hau Giang
2 | Pham Vin Diing 12/09/1972 Nam Can Tho
3 | Thiéu Thi Kim Chi 24/12/1970 Nir Vinh Long
4 | Tran Thi Diém 18/10/1975 N Tra Vinh
5 | Lé Hung Lam 12/11/1976 Nam An Giang

THONG BAO

CHUNG CHI ABC

TR \\\\\\\ \\ \\\\ e \\ \ \ \\\\\\\\\\ \ TR \\\\\\\
Ky nang Glao trmh h(_)c Ngay hgc
# LIFE — LINES, SUPER — *  Giang
ANH KIDS. Thir2, 4,6 vién uy tin,
VAN | % PERSON TO PERSON. hode thir3. 3. | hidu kinh
% TACTICS FOR LISTENING. b nghiém.
#* WIN, WORD, EXCEL,
POWER POINT, , * Thi
TIN INTERNET. Tfm 2”4’ 6 CCQG sau
HOC | # PASCAL, ACCESS, hoae t;m 32 | khi két thic
VISUAL FOX, JOOMLA, ' khoa hoc.
DREAMWEVER.

11
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BAI 10. SU DUNG PIEM DUNG CUA TAB TREN THUOC

DANH SACH

STT Ho va tén Dia chi S6 dién thoai

1 Nguyén Vin Thanh 85, Tra Noc 07103.222.111

2 Nguyén Thanh Thay 91, Ninh Kiéu 07103.732.688

3 Tran Thanh TAm 90, Phong Pién 07103.444.555

4 Lé Minh Hudng 32, Binh Thuy 07103.555.111

5 Thai Gia Bao 23, Thét Not 07103.828.321

HO SO HQC VIEN DU THI

|5 (RS LA TR
NGAY SINN....coviiic e, NOTSINN: (i
Diachi:....ccooi, Dién thoai: ....cccceveeiiiii,
SE ChUNE MUNN UL oottt

BAI 11: AUTOCORRECT

Trong BAI TAP 3; Dung lénh EDIT\REPLACE thay thé dau “,” thanh
dau “;” ; va tao AUTOCORRECT khi gd TN thi d6i thanh Tra Néc, khi g8
NK thi d6i thanh Ninh Kiéu, khi g6 PP thi d6i thanh Phong Pién, khi g6 BT
thi d6i thanh Binh Thiiy, khi g6 TN thi d6i thanh Thét Nét.

12
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BAI 12. MAILMERGE
Tao 2 tap tin PHIEUDUTHI.DOCX va DANHSACHHOCVIEN.DOCX
(tao hai tap tin riéng biét), st dung chirc nang Mail Merge (tron thu).

1. Tao tap tin PHIEUDUTHI.DOCX

SO GIAO DUC VA PAO TAO CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUNG TAM NGOAI NGU - TIN HQC Poc 1ap — Tu do — Hanh phuc
PHIEU DU THI
Khoa ngay thang nam
Mon: Tin hoc  Trinh do: A Anh
Ho va tén: 3x4
Ngay sinh:
Noi sinh:
La thi sinh: Trung tam Ngoai ngir - Tin hoc.
S6 bao danh:
Dja diém thi: Trung Tam Ngoai Ngit - Tin hoc.

(Thi sinh ghi 10 ho va tén)
cevveeeeeenn, NEAY  thdng  nam

Giam Doc

13
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2. Tao tap tin DANHSACHHOCVIEN.DOCX

SBD HQ VA TEN NGAY SINH NOI SINH
1 Trinh Van Trung 03/01/1984 Can Tho
2 Lam Hoang Anh 04/01/1979 Vinh Long
3 Lam Pai 05/01/1984 Can Tho
4 Huynh Hong Nguyét 07/01/1985 Kién Giang
5 Tran Thi Minh Anh 08/01/1980 Ha Noi
6 Nguyén Thi Mai Phuong 09/01/1982 TP. HCM
7 Tran Minh Thuy 12/01/1981 Vinh Long
8 Mac Thi Thu Huong 16/01/1970 Hai Duong

14
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BAI 13: Soan thao viin ban sau

CHON THIET BI WI-F]

Mo hinh mang Wi-Fi co ban gdm thiét bi phat (wireless ADSL router, wireless router — bo dinh

tuyén - hodic access point) va cac thiét bi thu nhan tin hiéu dau cudi (card mang Wi-Fi). Tay theo
ha tAng mang, nhu cau sir dung va khong gian 1ip dit ma ban chon thiét bi mang khong day cho
phu hop.

Thiét bj dau phat

Access point hoat dong nhu bd chuyén mach mang (switch) véi
muc dich chia sé két néi Wi-Fi nén chi c6 vai tinh niang don gian,
cac ché do bao mat nhu ma hoa WEP64/128 bit, WPA/WPA-PSK
hodc chuan xac thuc 802.11x (tham khao chi tiét bai “Mang Wi-Fi”

trong s6 nay). Wireless router ciing c6 chirc ning chia sé két néi Wi- -~ e k=

Fi nhung duoc trang bi nhitng tinh ning bao mat tot hon, ting cudng tinh ning ma router ADSL
chua cé.

Céc wireless router hién nay déu duoc tich hop tuong lira (Firewall) voi nhiéu chinh sach bao
mat. Ngoai ra, tuy nhu cAu ma ban c¢6 thé lua chon wireless router ¢6 tich hop cac tinh nidng noi
bat nhu mang riéng a0 (VPN), VoIP, cong mé rong c6 kha ning giao tiép véi cac thiét bi ngoai
vi (thiét bi luu trir, may in)... Wireless ADSL router ciing duoc trang bi nhitng tinh ning bao
mat tuong tu wireless router nham bao vé md hinh két ndi mang t6t hon. Ngoai ra, wireless
ADSL router con dong vai tro ciia modem/router ADSL (cong RJ-11) nén ban doc khong can
phai trang bi thém.

Chon chuin WLAN

Tuy muc dich va khong gian sir dung, cac chuan 802.11g va 802.11n thuong duoc cin nhic dé
lwa chon; tham khao céc chuan mang Wi-Fi trong bai “Mang Wi-Fi”. M6 hinh mang Wi-Fi
chuan 802.11g thich hop cho viéc chia sé két ndi Internet may tinh, thiét bi di dong, may choi
game giai tri... Mang Wi-Fi chuan 802.11n véi bang thong rong, ving phi song tot va kha ning
can nhiéu thép thich hop cho viéc xay dung mot hé théng mang phuc vu nhu cau giai tri da

phuong tién, trinh dién phim anh chét luong cao (HD, full HD...) hoic chia s¢ dit liéu v6i dung

wong 16n ma van dam bao chat luong cung do tin cay cao.

15
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SAN PHAM THONG SO KY THUAT

» Wi-Fi: 802.11a/b/g/n, Wi-Fi MIMO, 6 anten trong.

> Bao miat: Md héa WPA2, WPA2-Enterprise, WPA-
Enterprise, WPA. Tuong lra SPI. Xac thuc 802.1x, xac

Cisco :
thuc qua Radius.
Linksys . )
» Cong giao ti€p ngoai: 4 Ethernet 10 /1100 /1000Mbps, 1
E3000-AP

USB, 1 WAN.

» Tinh niang: Cisco Connect, DHCP server, VPN, Parental
control, Quality of Service (QoS), Loc dia chi MAC.

BAI 14: Soan thao viin ban sau

hanh phé Can Tho nam ¢ trung tam dong bang @‘NG -D .
song Ctu Long, gitta mot mang ludi song ngoi %
ching chit Can Tho tiép giap voi 5 tinh: phia
bac giap An Giang va dong bac giap Pong Thap, phia DU LI"[CH
nam giap Hau Giang, phia tay giap Kién Giang, phia
d6ng giap Vinh Long. Can Tho c6 nhiéu hé thong song G{N T®©
ngoi kénh rach nhu song Hau, song Can Tho, kénh Thot
Nét, rach O Mén...
hi hau Can Tho diéu hoa dé
chiu, it Dbdo. ' Quanh nim
néng am, khong c6 mua lanh.
Mua mua kéo dai tur thang 5 dén  thang
thang 4 nam

27°C. Thanh

11, mia kho tir thang 12 t&i §

sau. Nhi¢t do trung binh 1a
phd Can Tho c6 3 bén cang co6 thé tiép nhéan tau trén 10.000 tan phuc vu
cho viéc xép nhan hang hoa dé dang. Tir xa xua Can Tho di dugc coi 1a
trung tdm lGa gao ciia mién Tay Nam b, hién nay 12 mot trong nhimng noi

san xuat va xuat khau gao chinh cua ca nudc. Véi dat dai phi nhiéu, bén
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canh thé manh vé cay lua va cay an qua cac loai, Can Tho con ¢c6 nguén
thuy san kha phong phu, chu yéu tom cd nudc ngot va chan nuodi: lon, ga,
vit. Cac nganh cong nghiép hién c¢6 chii yéu 1a dién ning (nha mdy dién
Tra Noc, 33.000 kw); ki thuat dién, dién tir, hoa chat, may, da va ché bién
ndng san, thuy san... 1a thé manh cta thanh phd.
Pia danh Can Tho c6 xudt x& tir tén “cam thi giang” (song tho, dan) cho thiy
day la vung van hoa song nudc. Con
song gan lién v6i moi hoat dong kinh i . .

, DEN CAN THO DI NHUNG DAU ?
té, van hoa cu dan.
Nét doc dao tw nhién va kién trac do o
Chg noi Cai Rang.
Vuon co Bing Ling.
Nha c6 Binh Thuy.
Vuon My Khanh.

thi cia Can Tho 1a mang luéi kénh

rach. Kénh rach ciing 1a "duong phd",

A

n6 mang vé dep cho mdt do thi lon
tung dugc ménh danh 1a Tay D6. Can Tho lai ¢6 vé dep binh di nén tho cua lang
qué song nuodc, dan cu tap trung dong duc, lang xém tru phu nip dudi bong dura.

Can Tho noi tiéng vé1 bén Ninh Kiéu, vuon co Bang Lang.

KHUYEN MAI 50%

TOURDULICH cipy 7O

Phtt Quéc....cvveen.. Can Tho 1.590.000 VND
Can Tho ......ccvvvrens Séc Tring 2.300.000 VND
Can Tho.................. Bac Liéu 3.500.000 VND
M§ ThO ...ovvververeiane. Bén Tre....ocovvverrernnnnn. 4.000.000 VND
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BAI 15. PINH DANG VA TRANG TRi BANG, CHEN HINH VAO BANG

KET QUA THI TIN HQC CHUNG CHI A

PIEM
. NGAY

TT HO VA TEN NOISINH | 5| o | -
SINH > > | x |uW
4 =2 0O Q
= | = N

ot
1 | Lé Hoang Nam 20/12/1975 | Can Tho 6 5 3
2 | Truong Truong Giang | 08/09/1974 | Soc Trang 5 4 2
3 | Vii Thi Kim Loan 01/10/1973 | Can Tho 7 6 3
4 | Nguyén Thi Hang 06/09/1974 | Can Tho 5 3 2
5 | H6 Thanh Lam 09/10/1972 | Hau Giang | 7 4 3
6 | Nguyén Thanh Son 24/04/1972 | Thot Not 6 3 2
7 | Bui Thi My Pao 04/10/1973 | VinhLong | 8 5 3
8 |LéLam Pat 02/11/1972 | Pong Thap | 7 5 2

BAI 16: Soan thao viin ban
CONG HOA XA HOQI CHU NGHIA VIET NAM

Poc 1ap — Tu do — Hanh phuc

BIEN BAN
POI CHIEU CONG N VA THANH LY HOP PONG
SO: 93/HDMB-PTTS
HOm nay, ngay 10 thang 09 nam 2011, dai dién hai bén la:
BEN A: CONG TY COCACOLA

- Pia chi : 99 Ly Tu Trong, Thanh phé Can Tho.
- Dién thoai : 071.809999.
- Do Ong : Tran Thanh Thanh, Phé Giam déc lam dai dién.

BEN B: CONG TY PEPSICOLA
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- bia chi : 77 Tran Hung Pao, Thanh phd Can Tho.

- bi¢n thoai :071.807777.

- Do Ong - Tran Tudn Tudn, Giam dbc 1am dai dién.

Hai bén tién hanh d6i chiéu chimg tir va thanh 1y hop dong sé 93/HDMB-PTTS
ngay 08/09/2010 gdm cac diéu khoan sau:

Piéu 1: Dya vao diéu 1 cia hop dong, bén A di giao hang cho bén B gom :

TEN HANG PVT SO LUQONG THANH TIEN
- Puong trang ............... 1 200.50.......oeeeeieieeseeeeen, 100.000
- Bot ngot Vedan............. TAN oo, 25.00 ..o, 60.000
- Bot ngot A-One............ TAN. oo, 200.00...ceeeeeeeeeee e, 220.000
-Vang SIC...coveeeeenne. N T 1025, 123.000
Tong cong: 503.000
Piéu 2: Bén B d3 thanh toan tién hang cho bén A.

1.  Phibuthu452 oo, 10/03/2009..........ovvrererenn 200.000 USD

2. Phiéu thu 4526+457+459.......11/03/2009 .........ccocovrrrrrrnns.. 200.000 USD

3. Phibuthu463 .....ccccoevnnnn.e. 12/03/2009.........ooeeerrernnn 110.000 USD
Tong Cong: 510.000 USD

Piéu 3: Can dbi cong no giita hai bén.
- Tinh hét ngay 15/09/2011, bén A con ng lai bén B: 7.000 USD. Bén A sé&
hoan lai cho bén B ngay sau khi bién ban dugc hai bén ky.
- Sau khi bén A thanh toan xong, hop dong dugc thanh 1y.
Bién ban duoc 1ap thanh 02 ban co gia tri ngang nhau, mdi bén giit 01ban.
PAI DIEN BEN A PAI DIEN BEN B

(Ky va ghi 10 ho tén ) (Ky va ghi 10 ho tén )
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BAI 17: Soan thao viin ban

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) Djc 13p — Tu do — Hanh phiic

Sé: /GGT-...(3).... e (4)...., ngay ..... thing ..... nam 20...
GIAY GIOI THIEU
.............................................. (2) ..c.oceoveeveenenn tran trong gidi thiéu:
T3 T ) N Y
L] 10 (ST | SRR
Puoc ¢t dén: ..o, () S
N VEBC: c vttt ettt ettt et ettt et et eee ettt ettt ettt ettt et et ettt ettt ettt

Pé nghi Quy co quan tao diéu kién dé ong (ba) co tén ¢ trén hoan thanh nhiém vu.
Gidy nay cé gia tri dén hét ngay.............. /.
QUYEN HAN, CHUC VU CUA NGUOI

Noi nhdn: KY
- Nhu trén;
- Luu: VT. (Chir ky, diu)

Ho va tén
Ghi chu:
(1) Tén co quan, t6 chtrc cht quan truc tiép (néu co).
(2) Tén co quan, to chirc ban hanh vin ban (cip gidy gidi thiéu).
(3) Chir viét tit tén co quan, t6 chirc ban hanh vin ban.
(4) bia danh
(5) Ho va tén, churc vu va don vi cong tac cua ngudi dugc gidi thi¢u.

(6) Tén co quan, t6 chirc dugc gioi thi€u téi lam viéc.
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BAI 18: Soan thao viin ban

TEN CO QUAN, TC CHU QUAN (1)  CONG HOA XA HQI CHU NGHIA VIET NAM

TEN CG QUAN, TO CHUC (2) Doc 1ap — Tu do — Hanh phuc

S6:  /BB-...(3)....

BIEN BAN
............ 4) e,
TROT ZIAN DA QAU ettt en e enenea
DA QM oo
Thanh Phan tham QU ........c.o.eceeiiieees ceeeeeeeee ettt enenea
Chu trl (CHU t0@): o e e e e e s e e nne e e e
Thu ky (nguoi ght bi€n BAN): ......ooiiiiiis e

No1 dung (theo dién bién cudc hop/hoi nghi/hdi thdo):

Cudc hop (hdi nghi, hdi thao) két thiic vao ... gior ..., ngay .... thang ... nim...

THU KY CHU’TQA'

(Chit ky) (Chit ky, diu (néu cd))
(5)

Ho va tén Ho va tén

Noi nhan:

- Luu: VT, ho so.

Ghi chu:

(1) Tén co quan, t6 chtrc cht quan truc tiép (néu co).
(2) Tén co quan, to chirc ban hanh vin ban.

(3) Chir viét tit tén co quan, t6 chtrc ban hanh vin ban.
(4) Tén cudc hop hoac hdi nghi, hdi thao.

(5) Ghi chirc vu chinh quyén (néu can).
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BAI 19: Soan thao viin ban
BO NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phic

S6: 01/2011/TT-BNV Ha Ni, ngay 19 thing 01 nam 2011
THONG TU

Huwéng din thé thire va ki thuét trinh bay vin ban hanh chinh

Cian ct Nghi dinh sd 48/2008/ND-CP ngay 17 thang 4 nam 2008 cua
Chinh phu quy dinh chirc nang, nhiém vy, quyén han va co ciu to chirc cia B
Noi vu;

Can cit Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nim 2004 cua
Chinh pha vé cong tac van thu;

Can cit Nghi dinh s6 09/2010/ND-CP ngay 08 thang 02 nim 2010 cua
Chinh phu sira d6i, b sung Nghi dinh s6 110/2004/ND-CP ngay 08 thang 4 nam
2004 cta Chinh phu vé cong tac van thu,

Bo Noi vu huéng dan thé thire va k¥ thuat trinh bay van ban hanh chinh
nhu sau:

Chuong 1.
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi va doi twong ap dung

Thong tu nay huéng din thé thirc va ky thuat trinh bay van ban hanh
chinh va ban sao vin ban; duoc ap dung ddi véi cac co quan nha nudc, to chirc
x4 hoi, to chirc xa hoi - nghé nghiép, td chtrc kinh té va don vi luc lugng vii
trang nhan dan (sau day goi chung 1 co quan, t6 chic).

Diéu 2. Thé thire viin bin

Thé thirc van ban 1a tap hop cac thanh phan cu thanh vin ban, bao gdm
nhimg thanh phan chung ap dung ddi véi cac loai van ban va cac thanh phan bo

sung trong nhing trudng hop cu thé hoic dbi véi mot sb loai van ban nhat dinh
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theo quy dinh tai Khoan 3, Piéu 1 Nghi dinh sé 09/2010/ND-CP ngay 08 thang
02 nim 2010 ctua Chinh phu stra d6i, bd sung Nghi dinh sé 110/2004/ND-CP
ngay 08 thang 4 nam 2004 ctia Chinh phii vé cong tac van thu va huéng din tai
Thong tu nay.

Pi¢u 3. Ky thuit trinh bay vin ban

K§ thuat trinh bay vin ban quy dinh tai Thong tu nay bao gom khd gidy,
kiéu trinh bay, dinh 1& trang van ban, vi tri trinh bay cac thanh phan thé thirc,
phoéng chit, ¢& chit, kiéu chir va cac chi tiét trinh bay khac, dugc ap dung d6i voi
van ban soan thao trén may vi tinh va in ra gidy; van ban duoc soan thao bang
cac phuong phap hay phuong tién k¥ thuat khac hodc van ban dugc lam trén
gidy mau in san; khong ap dung dbi v6i van ban dugc in thanh sach, in trén béo,
tap chi va cac loai an pham khac.

Pi¢u 4. Phong chir trinh bay viin bin

Phong chit str dung trinh by van ban trén may vi tinh 12 phong chir tiéng
Viét cua bd ma ky tu Unicode theo Tiéu chuan Viét Nam TCVN 6909:2001.

Piéu 5. Kho gidy, kiéu trinh bay, dinh I¢ trang vin béan va vi tri trinh bay

1. Kho gidy

Vin ban hanh chinh dugc trinh bay trén kho gidy kho A4 (210 mm x 297 mm).

Céac van ban nhu gidy gidi thiéu, gidy bién nhan hd so, phiéu gui, phiéu
chuyén duoc trinh bay trén kho gidy A5 (148 mm x 210 mm) hodc trén gidy mau
in san (kho A5).

2. Kiéu trinh bay

Vin ban hanh chinh duogc trinh bay theo chiéu dai cia trang gidy kho A4
(dinh hudng ban in theo chiéu dai).

Truong hop ndi dung van ban cé cac bang, biéu nhung khong duoc lam
thanh cac phu luc riéng thi vin ban c6 thé duoc trinh bay theo chiéu rong cia
trang gidy (dinh huéng ban in theo chiéu rong).

3. Dinh 18 trang van ban (dbi v&i kho gidy A4)
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Lé trén: cach mép trén tir 20 - 25 mm;

Lé dudi: cach mép duéi tir 20 - 25 mm;

L& trai: cach mép trai tur 30 - 35 mm;

L& phai: cach mép phai tir 15 - 20 mm.

4. Vi tri trinh bay céc thanh phan thé thirc vin ban trén mot trang gidy khd
A4 dugc thuc hién theo so d6 bd tri cac thanh phﬁn thé thirc van ban kém theo
Thong tu nay (Phu luc II). Vi tri trinh bay cac thanh phéan thé thirc van ban trén
mot trang gidy khd A5 duoc ap dung tuong tu theo so do tai Phy lyc trén.

Chuong 2.
THE THUC VA KY THUAT TRINH BAY VAN BAN

Piéu 6. Qudc hiéu

1. Thé thirc

Qudc hiéu ghi trén vin ban bao gém 2 dong chit: “CONG HOA XA HOI
CHU NGHIA VIET NAM” va “Péc lap - T do - Hanh phiic”.

2. K¥ thuat trinh bay

Qudc hiéu dugc trinh bay tai 6 s6 1; chiém khoang 1/2 trang gidy theo
chiéu ngang, ¢ phia trén, bén phai.

Dong tht nhat: “CONG HOA XA HOQI CHU NGHIA VIET NAM”
duoc trinh bay bang chit in hoa, ¢& chit tir 12 dén 13, kiéu chit ding, dam;

Dong thir hai: “Pdc 1ap - Tw do - Hanh phiic” duoc trinh bay bang chir
in thuong, ¢ chit tir 13 dén 14 (néu dong thir nhét c¢& chit 12, thi dong thir hai
c& chit 13; néu dong thtr nhat ¢& chir 13, thi dong tht hai ¢& chir 14), kiéu chir
dung, dam; dugc dit canh gitra dudi dong tht nhat; chir cai dau cua cac cum tir
duoc viét hoa, gilra cac cum tur c6 gach ndi, co céach chit; phia dudi c6 duong ké
ngang, nét lién, c6 do dai bang do dai ciia dong chit (str dung 1énh Draw, khong

dung 1énh Underline), cu thé:
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

Hai dong chir trén duoc trinh bay cach nhau dong don.

Piéu 7. Tén co quan, té chirc ban hanh viin ban

1. Thé thtic

DPdi vé6i cac BO, co quan ngang B9, co quan thudc Chinh phu; Van phong
Québc hoi; Hoi déng dan toc, cac Uy ban cua Qudc hdi hodc Hoi déng nhan dan
va Uy ban nhan dan cac cép; Poan Pai biéu Quéc ho1 tinh, thanh phé truc thudc
Trung wong; Tap doan Kinh té nha nudc, Tong cong ty 91 khong ghi co quan
chu quan.

Tén co quan, t6 chitc ban hanh vin ban bao gdm tén cta co quan, to chirc
cha quan truc tiép (néu co) (ddi voi cac t6 chirc kinh té c6 thé 1a cong ty me) va
tén clia co quan, t6 chtrc ban hanh van ban.

a) Tén cua co quan, tO chtrc ban hanh vian ban phai duoc ghi diy du hoic
duoc viét tit theo quy dinh tai van ban thanh lap, quy dinh chirc nang nhiém vu,
quyén han va co ciu t6 chitc bo may, phé chuan, cip gidy phép hoat dong hoic

cong nhan tu cach phdp nhan cua co quan, té6 chic c6 tham quyén, vi du:

BOQ GIAO THONG VAN TAI TAP POAN PIEN LUC VIET NAM
HOI PONG NHAN DAN UY BAN NHAN DAN
TINH NGHE AN TINH THAI NGUYEN

b) Tén cua co quan, to chirc chii quan truc tiép co thé viét tat nhimg cum
tir thong dung nhu Uy ban nhan dan (UBND), Hoi dong nhan dan (HDND), Viét
Nam (VN), vi du:

UBND TINH QUANG BINH VIEN KHOA HQC XA HQI VN
SONOI VU VIEN DAN TQC HQC
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2. K¥ thuat trinh bay

Tén co quan, td chirc ban hanh van ban duoc trinh bay tai 6 s6 2; chiém
khoang 1/2 trang gidy theo chiéu ngang, & phia trén, bén trai.

Tén co quan, t6 chirc chil quan truc tiép duoc trinh bay bang chit in hoa,
cung ¢& chit nhu ¢& chit cia Qudc hiéu, kiéu chir dimg. Néu tén co quan, tO
chtrc cha quan dai, c6 thé trinh bay thanh nhiéu dong.

Tén co quan, to chitc ban hanh vin ban trinh bay bang chir in hoa, cling c&
chit nhu co chir cua Quéc hiéu, kiéu chit dtmg, dam, dugc ddt canh gitra dudi tén
co quan, to chitc chil quan; phia dudi c6 dudng ké ngang, nét lién, c6 do dai bang
tir 1/3 dén 1/2 do dai cua dong chit va dit can déi so véi dong chit. Trudng hop

tén co quan, to chirc ban hanh van ban dai co thé trinh bay thanh nhiéu dong. ..

II. CAU HOI TRAC NGHIEM

Cau 1: Dé khoi dong Word, ta thuc hién:

A. Start\Accessories.

B. Start\Programs\Microsoft Office\Microsoft Word 2010.

C. Kich chuét vao biéu twong Word 2010 trén man hinh nén Windows.
D. Ca (B), (C) déu dung.

Cau 2: Trong Word, dé bat hoic tat thudc (Ruler), ta thuc hién:

A. View\Toolbars. B. Insert\Ruler.

C. View\Ruler. D. Tools\Options.

Cau 3: Thudce (Ruler) dugc tinh theo don vi:

A.cm. B. mm.

C. inch. D. Tuy chon trong File\Options.
Cau 4: Trong Word, dé luu tai liéu, ta thuc hién:

A. File\Save. B. Nhap biéu tuong 'i"

C. Nhan Ctrl + S. D. Ca (A), (B), (C) déu dung.
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Cau 5: Trong Word, dé ma file van ban, ta thuc hién:

A. Nhép biéu tuong L B. Nhén Ctrl + O.
C. File\Open. D. Ca (A), (B), (C) déu dung.

Cau 6: Cac biéu tuogng trén thanh cong cu IEI=

theo thu tu tuong
duong cac t6 hop phim:

A. Ctrl+L, CtrlI+R, Ctrl+C, Ctrl+D. B. Ctrl+L, Ctrl+C, Ctrl+R, Ctrl+J.

C. Ctrl+L, Ctrl+E, Ctrl+R, Ctrl+J D. Tét ca déu sai.

CAau 7: Trong Word, dé chon mét cu, ta thuc hién:

A. Nhan phim Ctrl va nhap bat ky dau trong cau.

B. Nhan phim Shift két hop véi cac phim mili tén.

C. Ca (A), (B) déu ding.

D. Ca (A), (B) déu sai.

Cau 8: Trong Word, néu thuc hién sai mot thao tac, chang han x6a nham
mot tir, ta sir dung Iénh Undo dé:

A. Huy bo thao tac do. B. Bé x6a van ban.

C. Pé luu tai liéu. D. Khéng thuc hién gi ca.

Cau 9: Trong Word, dé thay ddi kich c& chir (Size), ta chon:

AT T B. Home\Font.

C.2 = D. Ca (B), (C) déu dung.

Cau 10: Trong Word, dé ting ¢ chi, Ta thuc hién:

A. Chon khéi van ban muén thay doi, sau d6 nhan to hop phim Ctrl + 1.

B. Chon khéi van ban muén thay dbi, sau d6 nhan to hop phim Ctrl + [.

C. Chon khdi van ban mubn thay doi, sau d6 nhan phim Ctrl + C.

D. Chon khdi vin ban mudn thay doi, sau dé6 nhan phim Ctrl + V.

Cau 11: Trong Word, dé sao chép vin ban, ta thuc hién:
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A. Chon khéi vin ban muébn sao chép, sao d6 nhap vao biéu twong Copy
=3, di chuyén didm chén dén vi tri cdn ban sao, nhip vao biéu tugng Paste 4 |

B. Chon khéi vin ban mudn sao chép, sao d6 nhap vao biéu tuong Paste
24 di chuyén diém chen dén vi tri cAn ban sao, nhép vao bidu tuong, nhip
Copy 53

C. Chon khéi van ban mudn sao chép, sao d6 nhap vao biéu twong Copy
=3, di chuyén diém cheén dén vi tri cin ban sao, nhip vao biéu tuong Cut & .

D. Ca (A), (B), (C) déu sai.

Cau 12: Trong Word, dé tim kiém va thay thé mot chudi ky tuy, ta thuc hién:

A. Edit\Find. B. Ctrl + F.

C. Ctrl + H. D. Ca (A), (B), (C) déu sai.

Cau 13: Trong Word, dé chén nhiing ky hiéu dac biét khdng co trén ban
phim, ta thuc hién:

A. Insert\Picture. B. Insert\Symbol.

C. Insert\Picture\Symbol. D. Insert\Symbol\Picture.

Cau 14: Trong Word, dé chia cot, sau khi chon phan vin ban can chia, ta

thuc hién:
A. Insert\Columns. B. Page Layout\Columns.
C. Insert\Break Columns. D. Page Layout\Paragraph.

Cau 15: Trong Word, dé chén cong thtic toan hoc vao van ban, ta thyc hién:

A. Format\Font. B. Insert\Symbol.

C. Insert\Object. D. Insert\Equation.

Cau 16: Trong Word, dé nhap vin ban vao hinh Shapes, ta thyuc hién:

A. Khong lam duoc. B. Nhap phai chudt vao hinh, chon Insert Text.
C. Double click vao hinh v&. D. Nhap phai chudt vao hinh, chon Add text.
Cau 17: Trong Word, dé chén hinh vao van ban, ta thuc hién:

A. Insert\Pictures. B. Insert\Diagram.
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C. Insert\Object. D. Insert\Symbol.
Cau 18: Trong Word, biéu twong nao dung dé chén mot bang mai:
A &, B. 4.

C. 4. D. .

Cau 19: Trong Word, biéu twong <l dung dé:

A. Tao chir ngh¢ thuat. B. Tao Textbox.

C. P6i mau chir. D. Tat ca déu sai.

Cau 20: Trong Word, dé tao chit 16n dau doan, ta thuc hién:

A. Insert\Drop Cap. B. Insert\Tabs.

C. Insert\Change Case. D. Tat ca déu sai.

Cau 21: Trong Word, dé xem tai liéu trudc khi in, ta thuc hién:

A. File\Print Preview. C. Ca (A), (B) déu ding.

B. File\Print. D. Ca (A), (B) déu sai.

Cau 22: Trong Word, dé diéu chinh I& trang in, ta thuc hién

A. View\Print Layout. B. Layout\Page Setup.

C. Ca (A), (B) déu ding. D. Ca (A), (B) déu sai.

Cau 23: Trong Word, dé dinh dang doan vin ban, ta thuc hién

A. Page Layout\Paragraph. B. Page Layout\Alignment.
C. Format\Preview. D. Paragraph\Spacing.

Cau 24: Trong Word, mudn tao tiéu dé dau trang va chan trang, ta thuc hién
A. View\Header & Footer. B. View\Switch Header & Footer.
C. Header & Footer\Drawing. D. Insert\ Header & Footer.
Cau 25: Trong Word, dé chuyén bang thanh vin ban, ta thuc hién:

A. Tools\Options\Text. B. Layout\Convert to Text.
C. Table\Convert Table to Text. D. Khong thuc hién duoc.

Cau 26: Trong Word, dé chon Font chit, ta nhan to hop phim
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A. Ctrl + Shift + F. B. Ctrl + Shift + =.

C. Ctrl + U. D. Ctrl + B.

Cau 27: bé thoat khoi Word, ta nhan t6 hop phim:

A. Alt + F4, B. Ctrl + F4.

C. Alt + Enter. D. Alt + End.

Cau 28. Mubn két thic Word, ta ding Iénh nao sau day?

A. File/ Exit B. Table/ Close

C. Tools/ Exit D. File/ Close

Cau 29. Pé tao vian ban mgi, ta thuc hién lénh sau:

A. Edit/ New B. File/ New

C. View/ New D. Tools/ New

Cau 30. Mudn luu mot vin ban, ta sir dung t6 hop phim nao?

A.Ctrl + O B.Ctrl + P

C.Ctrl + N D.Ctrl +S

Cau 31. Bé xda ki tu trong vin ban, ta sir dung nhitng phim nao trén ban phim?

A. Backspace, Delete B. Delete, Insert

C. Backspace, End D.Ca 3y trén

Cau 32. Khi dang soan thao vin ban str dung bo gd Tiéng Viét Vietkey, to
hop phim Alt + Z c06 chiic nang:

A. Chuyén ché d6 g6 Tiéng Anh sang Tiéng Viét khi dang & ché d6 g
Tiéng Anh.

B. Chuyén ché d6 gd Tiéng Viét sang Tiéng Anh khi dang & ché do g
Tiéng Viét.

C. Chuyén ché d6 bang ma Unicode sang TCVNS3.

D. Ca A va B déu dung.

Cau 33. Trong Word, ta st dung 1énh Home/ Font ... dé:

A. Tao bang B. Binh dang ki tu
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C. Chén hinh anh D. Chia cot

Cau 34. Thuoc tinh dinh dang Ky tu co ban gém c6:

A. Phong chi B. Kiéu chix

C. C& chir va mau sic D.Ca 3y trén

Cau 35. Trong Word, muén dinh dang trang ta dung lénh:

A. File/ Page Setup B. Home/ Page Setup

C. Page Layout/ Page Setup D. View/ Page Setup

Cau 36. Mudn ma mét file vian ban di c6 san, ta dung lénh:

A. File/ New B.View/Open C. File/ Open D. Edit/ Open

Cau 37. bBé chia mot 6 thanh nhiéu 8, ta chon & can tach rdi thuc hién thao tac:

A. Table/ Split Cells B. Table/ Select

C. Layout/ Split Cells D. Insert/ Split Cells

Cau 38. Mudn tao bang trong Word, ta thuc hién thao tac:

A. Insert/ Table/ Table B. Table/ Insert/ Table

C. Table/ Insert D. Insert/ Table

Cau 39. Lénh Home/Editing/ Find ... dung dé:

A. Thay thé tir, cum tur B. Binh dang tir, cum tur

C. Tim kiém tur, cum tir D. X6a, stra tir, cum tur

Cau 40. Hay chon dap an sai: Dé gop nhiéu 6 thanh mot 6, trudc hét ta
chon sé 6 can gop roi thuc hién:

A. Nhan chuét phai, rdi chon Merge Cells

B. Nhan chon Windows, rdi chon Merge Cells

C. Chon Layout/ Merge Cells

D. Chon trén thanh cong cu

Cau 41. Trong Word, mudn quay lai thao tac / Iénh vira thuc hién ta bam t6
hop phim
A.Ctrl+Z B.Ctr+ X C.Ctrl+V D.Ctrl+Y
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Cau 42. Trong Word, t6 hgp phim ndo cho phép chon toan bo van ban:

A.Cirl+F B.Alt+F C.Ctrl+A D. Alt + A

Cau 43. Trong Word, cong dung cua té hop phim Ctrl + H Ia:

A. Tao tép van ban méi B. Chuc ning thay thé

C. binh dang chir hoa D. Luu tép van ban

Cau 44. Trong Word, t6 hop phim Ctrl + V duoc ding dé

A. Cit mot doan van ban B. Dan mot doan van ban tir Clipboard

C. Sao chép mdt doan van ban D. Cit va sao chép mot doan van ban

Cau 45. Bé cheén tiéu dé trang, ta thuc hién:

A. Insert/ Header and Footer B. Tools/ Header and Footer

C. View/ Header and Footer D. Format/ Header and Footer

Cau 46. Trong Word, dé sao chép mét doan vin ban vao Clipboard, ta danh
d4u doan van ban d6 roi:

A. Chon Home/ Copy B. Bam t6 hop Ctrl + C

C. A va B déu dang D. A va B déu sai

Cau 47. Trong Word, t6 hop phim nao cho phép ngay lap tic dua con tro
vé dau dong dau tién caa vin ban

A. Shift + Home B. Alt+ Home C. Ctrl + Home D. Ctrl + Alt + Home

Cau 48. Trong Word, muén trinh bay van ban theo kho gidy ngang trong

ctra s6 Page Setup ta chon muc:
A. Portrait  B. Right C. Left D. Landscape
Cau 49. Khi soan thao van ban, néu két thuc 1 doan va mudn sang 1 doan méi:
A. Nhan Ctrl + Enter B. Nhan Enter
C. Nhan Shift + Enter D. Khéng can nhan
Cau 50. Trong Word, t6 hop phim nao cho phép ngay 1ap tic dua con tro
vé dong cudi clng cia vin ban:

A. Shift + End B.Ctrl+ End C. Alt+ End D. Ctrl + Alt + End
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BAI 1

Cho vung dir liéu sau:

Chuwong 3
MICROSOFT EXCEL
|. BAI TAP THUC HANH

BANG PIEM TRUNG BINH LOP B3 - CSDT - D328

. Ma . n .z, [T tuém Dat gidi [Piém |Piém |Trung |Thir |Xé
STT |Chire vy nganh Hovaten Inict HCM ® [xrKH N.CﬁH thwong | cong b‘lnhg hang loali)
Lép truong | 0028|Huynh Vin An 8.3 78] 17
Hoc vién 0032|Lé Thanh Binh 6.2 4.5 5.7
Hoc vién 0021|Nguyén Cao Cuong | 3.5 6.2 7.0
Hoc vién 0022|Lé Van buc 6.5 4.8 5.2
Hoc vién 0137|Tran Thi Giang 6.0 7.3 6.5
Hoc vién | 0044|Tran Nhat Hao 5.4 50 48
Tiéu di trwo{ 0012[Huynh Minh Khang | 5.6 71] 64
Tiéu doiphé| 0086|L& Chi Khanh 8.0 8.1 7.9
Bi thu 0123|Pham Truc Lam 7.1 1.6 71
L6p pho 0047|Tran Dirc Viét 9.0 85 80
_Bang diem cgng Pat giai | Nhat| Nhi | Ba |Khong dat
Lép truong 0,3
Lop pho 0,3 Muc cong| 0,3 | 02 | 0,1 0
Tiéu doi truong| 0,2
Tiéu doi pho 0,2
Bi thu 0,3
Hoc vién 0
Cau hei:
1. Panh STT (001, 002, ...)
2. Tinh cot diém cong cho céc thanh vién giir chic vy.
3. Tinh cot diém thuong cho cac thanh vién dat giai NCKH.
4. Xép loai cho cac thanh vién (5-7: Trung binh, 7-8: Kh4, 8 trg 1én: Gioi)
5. Sap xép cot thtr hang.
6. C6 bao nhiéu ban c6 tén bat dau bang chit "K" ¢6 diém trung binh trén 7?
7. Tong diém caa nhiing ban dat giai nghién ctru va dat loai gioi tro 18n?
8. LAy phan nguyén diém trung binh cua tit ca cac thanh vién.
9. Sap xép thar hang tir theo trinh tu tir I6n nhat dén nho nhat

10. Hay t6 mau nguyén dong cac hoc vién c6 diém trung binh tir 7.0 tré 1én
11. Ding Data Validation dé kiém soat diém thuong toi da 1a 2 diém, chia I¢
toi1 2 so sau dau thap phan.
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12. St dung Subtotal dé tinh tong diém cong theo chic vy cta cac hoc vién
trong 16p.
13. Str dung lénh VBA dé thuc hién yéu cau ¢ cau hoi s6 3.

BAI 2:

Cho vung dir liéu sau:

1: St dung bang phu dé dién loai phong.

2: Str dung ham thich hop dé dién gia tién thué.
3: Sir dung ham thich hop dé dién vao cot véi nhitng ai c6 ¢6 ky hiéu V
hodc dién 0 vai nhitng ai ko c6 voucher theo bang 3.
4: Str dung ham thich hop dé tinh s tuan thué.
5: Str dung ham thich hop dé tinh sé ngay lé.

6: Xép loai phong theo gia tién thué.

7: Hoan thanh bang thong ké sau.

34

Danh sdch khach hang tra phong ngdy 19/11/2023 tai khach san X
Loai
STT|Ho va ténnguoithué ~ [MAphong  [phong|XL phong|Gié tén|[Ngiydén [Ngaydi  |SO tuan|Ngay k¢ | Giam gid(%) | Thinh tién
1{Nguyén Dirc Anh V3-101-STD 2011012023 19/11/2023
2|H0 Truong Trung Chinh {207-SUP 01/11/2023]  20/11/2023
3|Lé Thé Bao V/3-105-STD 05/10/2023]  21/11/2023
4{Han Xuan Dat V/2-303-DLX 121102023 22/11/2023
5|Duong Qudc Dat 301-DLX 18/11/2023|  23/11/2023
6{Nguyén Tran Huy Hoang [202-SUP 28/10/2023]  24/11/2023
7|NguyénTa Vit Amh [V1-501-SUT 03/11/2023]  25/11/2023
8|Cao Trin Thé Arh 108-STD 06/10/2023  26/11/2023
9|Nguyén Thinh at V1-404-SUT 10/112023|  27/11/2023
10|Trinh L& Anh Dién 106-STD 30/10/2023]  28/11/2023
Loai vouher 1 2 3
Phantramgiam | 10] 20| 30

Ky hisu Loai phong Loai phong Tién thué(l ngay)

STD Standard Standard 500,000 VND

SUP Superior Superior 800,000 VND

DLX Deluxe Deluxe 1.500,000 VND

SUT Suit Suit 3.000,000 VND

Bang 1 Bang 2
Cau héi:
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Bang thng ké
Loai phong S6 ngudi thué Tong tién thué
Standard
Superior
Deluxe
Suit

8: Loc ra loai phong Standard c6 sé tuan thué bang 4

9: TG mau nguyén dong véi khach hang ¢ phong Suit

10: Dung Data validation dé cho phép nhap cac ngay dén trudc hoic trong
ngay hém nay.

11. Bt mat khau cho file excel 1a: “123@acb”

BAI 3

Cho vung dir liéu sau:

DANH SACH DIEM TIN
Tong Xép |Tién
STT|Ho va tén Gidi tinh |[Ngay sinh |Ma HS |Word |Excel |PPT |diém [Diém TB|loai |thuong
1{Nguyén Ngoc Kiéu Diém |Nit 08/01/2004|DT02 10 10{ 8
2(Nguyén Doan Truomg ~ |Nam | 23/04/2005|NH08 2| 4 6
3|Nguyén Thao Huyén  |Nir 11/05/2004|XG 11 9 7| 10
4|Chau Ngoc Hung Nam  |15/08/2004|DT04 71 9 6
5|Phan Thi Nhung Nir 31/10/2004|DT07 4 8] 9
6|Pham Thi Thuy Trang  [Nir 12/09/2004| XG09 9 6| 7
7|Trin Trung Trién Nam  |20/11/2004|XG17 717 7
8Nguyén Bao Chinh Nir 08/01/2004| XG06 8 6 9
9| Trinh Lé Anh Dién Nam | 18/04/2004|NH22 51 8 6
10|Nguyén Dodn Quang ~ |Nam | 17/09/1998|DT26 9 9| 10
Tién thuong
M sb Gioi Kha

DT 500,000 VND|500,000 VND
NH 400,000 VND 400,000 VND
XG |300,000 VND|300,000 VND

Cau hoi:
1. Tinh tong diém caa mdi hoc sinh.
2. Tinh diém trung binh, 1am tron toi s6 thap phéan thir 2 va tao 1 cot lay
phan nguyén cua diém trung binh.
3. Pién xép loai voi diém trung binh: Gigi tir 9-10, kha 7-9, TB <7.
4. Tinh tién thuong.
5. Tinh tong diém cta vira ma hoc sinh DT, vira xép loai kha.
6. Pém c6 bao nhiéu ban diém ca word va excel >=7.
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7. Loc tén ban nao c6 ca 3 mén >=7.
8. LAy phan du cta tong diém vai diém cua excel.

9. Loc va sap xép lai tén c4c ban ni theo bang chit céi.
10. T6 mau nguy@n dong véi hoc vién co diém trung binh thap nhat 16p.
11. Dung Data Validation dé chi cho phép nhap m¢ trong hai gii tinh 1a
“Nir”” hoac “Nam”

BAI 4:

Cho vung dir liéu sau

BANG DANG KY MUA GIAO TRINH

STT| Maso Mon hoc Tin chi| S6 tiét| Gia |S6 hrong|gido trinh ¢ Th(;;oilan Tong tién
1{1-CT-4 Chinh tri 50
2(2-CT-4 Chinh tri 45
3|1-DTH-2 |Dan toc hoc 40
4|2-DTH-2 |Dan toc hoc 42
5[1-THDC-3|Tin hoc dai cuong 47
6[1-TGH-2 |T6n gido hoc 52
7\3-CT-4 Chinh tri 56
8[2-THDC-3 |Tin hoc dai cuong 59
9[2-TGH-2 |Ton gido hoc 39
10|3-TGH-2 |T6n gido hoc 37
Tén moén hoc
CT Chinh tri
DTH Dan toc hoc
TGH Ton giao hoc
THDC Tin hoc dai cuong
Bang 1
M3 gido trinh Gia giao trinh
1 2 3
CT 50.000 45.000 40.000
DTH 40.000 37.000 35.000
TGH 42.000 38.000 32.000
THDC 48.000 44.000 40.000
Béng 2
Cau héi:

1: Lap cbng thirc dién cot Mon hoc dwa vao Ky tu chir trong M4 s6 va Bang

2: Lap cdng thire dién s tin chi dwa vao ky tu s6 cudi cling cua Ma sd.

3: Lap cdng thire dién s tiét da vao ky tu s6 cudi ciing cua M4 sd.
Biét: M6n hoc 4 tin chi c6 sé tiét hoc tap 1a 60 tiét, 3 tin chi co s6 tiét hoc tap
la 45 tiét, 2 tin chi cd sb tiét hoc tap 1a 30 tiét."

4: Lap cong thire dién Gié gido trinh dwa vao "ky tu sé dau tién caa M4 sb",
"ky tu s6 cia M4 sd
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5: Lap cong thac dién xép loai mon hoc dugce dang ky nhiéu nhat dua vao sb
luong hoc vién dang ky mon hoc

6: Lap cong thic tinh thoi gian hoc dya trén s tiét mén hoc, biét mdi tuan
hoc vién hoc 6 tiét. Lam tron dén don vi "Tuan"

7: Lap cdng thic tinh tong so tién caa ting loai gi4o trinh ma hoc vién dang
ky mua. Biét: Tong tién = Gia gi4o trinh x S luong hoc vién ding ky".

8: Tinh cac s liéu tai bang thdng ké sau.

Théng ké

Mon | Chinh tri Dan toc hoc | Ton giao hoc| Tin hoc dai cuong
Tong tién

Sé gi4o trinh ¢ gia lén hon 40,000:

9: Loc ra gi&o trinh cia mén Chinh tri ¢ s6 lugng hoc vién dang ky hon 45.
10: T6 mau nguyén dong véi mon hoc cé tong tién Ion nhat hodc cac mon hoc
Chinh tri.
11: Dung Data Validation dé sé luong sach phai 1a sé nguyén duong.
BAI 5:

CHI TIET LUONG MOT SO TRUNG BOI TAI TRUGNG BAI HOC CSND NAM 2023
S6 hoc
Chuyén|Quan  [S6 S6 hoc [vién nam & |Hé sé |Tong mic

STT |Trung doi nganh | sd tiéu doi [vién nit |0 ghép  |phu cép |[lrong (VND)
1|B3-CSPT-D32S 52
2|B2-TSCS-D32S 48
3|B1-KTHS-D31S 48
4|B1-CSDT-D32S 51
5|B2-CSMT-D31S 50
6
7
8
9

B1-DTHS-D30S 52
B3-TSCS-D32S 48
B1-QLHC-D31S 52
B2-DTHS-D31S 50
10|[KTHS-D32S 50

MA NGANH VA CHUYEN NGANH
Ma nganh Chuyén nganh HE SO PHU CAP THEO TUNG KHOA

CSPbT Canh sat diéu tra Khoa D30S D31S[D32S

DTHS Diéu tra Hinh sy HE 6 phu cap 06 05104

QLHC Quan li hanh chinh

CSMT Canh sat ma tay

KTHS Ki thuat hinh su

TSCS Trinh sat canh sat
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BANG THONG KE | Lwong coban | 1800000
Ma nganh  |[CSDT|{DTHS|QLHC|CSMT|KTHS|TSCS
Tong s6 hrong
S6 trung doi

Cau hei:

1. Lap cdng thirc cho cot Chuyén nganh va tra tén chuyén nganh trong
bang Ma nganh va chuyén nganh. VD:B3-CSDT-D32S --> Canh sat diéu tra

2. Tinh sb tiéu d(f)’i cua tung trung d,(}i, biétﬁ mdi tiéu doi tdi thiéu 10 hoc
vién va chénh léch vai s6 lugng d6 nho nhat co thé.

3. Tinh sé hoc vién nit mbi trung doi, biét nganh CSPT va PTHS ¢6 5
hoc vién nit, nganh KTHS ¢0 1 nit va nhitng nganh con lai la 4 hoc vién nt.

4. Tinh s hoc vién nam I¢ & ghép véi trung doi khéc, biét mdi phong &
chi co toi da 10 nguoi .

5. Lap cong thuc cho cot Heé sé phu cap dua vao bang Hé sé phu cap theo
tung khoa.

6. Tinh cot Tong muc lwong= Hé s6 phu cap* Quan sé* Hé sé phu cap.

7. Pinh dang Tong muc lwong c6 dau phay ngan cach phan nghin.

8. Thém mét cot thir hang, tinh tha hang tong mirc luong cua ting trung
doi theo tha ty giam dan.

9. Hoan thanh bang théng ké bang cac phuong phép thich hop.

10. Loc ra céac 16p CSPT hoic nhitng 16p c6 tong muac luong 16n hon
40,000,000 VND.

11. T6 mau nguyén dong véi trung doi c6 nhiéu hoc vién nir nhat

12. Dung Data Validation kiém soét tén I6p chi dugc nhap cac I6p D31S
hoac D32S.

BAI 6:
Cho vung dir liéu sau:

BANG TIEN LUONG CUA CBCS THANG 10/2023
Luong co Tién
STT|M& nganh [Ho va tén Chuyén nganh |ban Hé s6|Phu cap |thuong |Tong tién
1{PTOI  |Nguyén Vin A 756 0.6
2|TS02  |Nguyén Thi B 756 0.5
3|QLHCO08 |Lé Vin C 75.6] 0.8
4|TS03  |Nguyén Minh D 756 0.8
5/TS07  |Hoang Manh E 756 0.6
6|QLHC04 |Lé VanF 756 0.4
7|PT05  |Nguyén Vin G 75.6| 0.7
8|QLHCO1 |V Vin H 756 0.4
9|PT02  |Nguyén VanI 75.6| 0.6
10[PT09  [Nguyén VinJ 75.6| 05
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Bang do

Ma nganh bT TS QLHC
Chuyén nganh| Diéutra | Trinh st | Quan Iy hanh chinh
Bang lay tién thuong
H¢ sb 01,03,05| 02,04,06 07,09 08,10
bT 6 6 6 7
TS 5 7 4 7
QLHC 5 6 7 6

Pé bai:
1: Pién cot Chuyén nganh dya vao bang do.
2: Tinh cot Phu cap=Luong co ban*Hé s6 (chi Iy phan nguyén).
3: Tinh cot Tién thuong dua vao ma nganh va bang lay tién thuong (co su
dung ham MOD).
4: Tinh cot Tong tién=Phuy cap+Tién thuong.
5: Tao thém cot "Thir hang™ sau cot Tong, tinh thir hang cac dong chi theo
gia tri Tong tien giam dan.
6: Rut trich cac dong chi chuyén nganh diéu tra, Tong tién tir 50$ tro Ién.

7: Hoan thanh Bang théng ké

Bang thing ké
Ma nganh bT TS QLHC
S6 lwong dong ch
Tong tién

8: T6 mau nguyén dong véi hoc vién hoc nganh Quan ly hanh chinh.
~9: DUng Data Validation dé cho phép cdc & mé nganh chi toi da 06 ky tu
va ket thac bang 1 con so.

BAI 7:
BANG THONG KE TOI PHAM NAM 2023
STT|Ma toi |Téntoipham |Toidanh |Hinh phat [Ngay bt [Noi bat Truy nd
1|TCTSAO |Nguyén Vin A 1000000 TP. Hb Chi Minh
2|GNCO  [Nguyén Vin B 7 nam tu Pa Niang
3|BBMTBO |Huynh Vin C 5000000 Cén Tho
4|BBMTB1 [Nguyén Thi D 5000000 Bén Tre
5(GNC1  |Vd VanE 7 ndm ti Ha Noi
6/CGTSDO |Tran Vin H 1 nam tu Da Nang
7|TCTSAL |Phan ThiM 1500000 Can Tho
8|GNC2 Trin A 7 nam tu Tién Giang
9|GNC3  |Pham Vin Q 7 nam ti TP. H6 Chi Minh
10{BBMTB2 |Ho Xuan A 5000000 Ha Nbi
11{TCTSA2 |Nguyén B 2000000 Ha Noi
12|CGTSD1 |Lé ThiB 1 nam to Pa Ning
13|CGTSD2 |Lé Van C 1 nim t Can Tho
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Tén toi pham Ngay bit

Nguyén Van A|  01/05/2023
Nguyén Vin B 26/07/2023
Huynh Vin C 28/02/2023

Nguyén Thi D 01/06/2023 Ma toi Téi danh
V5 VanE 01/05/2023 CGTS Cudp giat tai san
Tran Van H 12/03/2023 TCTS Trom cap tai san

Phan Thi M 15/02/2023 GN Giét nguoi
Tran A 01/05/2023 BBMT Budn ban ma tuy

Pham Vin Q 15/02/2023
Ho Xuan A 11/07/2023

Nguyén B 31/01/2023

LéEThiB 18/05/2023

LéVanC 14/02/2023
Cau hoi

1. Lap cong thac cho dién dit liéu cot Toi danh.
2. Lap cbng thiic cho cot Ngay bat.

3. Tinh tong s tién phat caa toi danh trom cap tai san véi hinh phat hon
1000000 VND.

4. Bém sb t6i pham c6 toi danh bi phat to.

5. Sap xép céc toi pham theo su tang dan cua ngay bat.

6. Dung ham mod dé biét ddi twong bi bat & quy nao.

7. Lap cong thac cot Truy nd, biét toi pham bi truy nd bi bat & Ha Noi.
8. Trich xuat ra céc toi pham budn ban ma tuy.

9. Sb tuan dién ra hoat dong diéu tra bat toi pham.

10. T6 mau nguy@n dong vai c4c tén tdi pham bi bat & Ba Ning

11. Dung Data Validation nhap ma toi danh két thiic bang 1 Ky tu sé.

BAI 8:
Bang thong ké tinh hinh t§i pham thang 2
STT M3 Tén | S6vu | Muac dod thang 1

1 01MT 12
2 02KT 10
01MTR 17

01TC 35

03KT S

04MT 2

02TC 24

02MTR 7
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Ki

hiéu

Mtrc do

1

it nghiém trong

Nghiém trong

Nghiém trong

2
3
4

bac biét nghiém trong

Bang sb liéu thang 1:

Thang

1

01IMT

01IMTR

01TC

02KT

02TC

03KT

04MT

10

15 25

32

Yéu cau:

© 00 N O 01 & W —

Loai 1, 20-50 vu: Loai 2, >50: Loai 3
10. Trich cac loai toi pham c6 sé vu tang so voi thang 1

11. T6é mau nguyén dong vai toi pham dac biét nghiém trong
12. Dung Data Validation kiém soét dit liéu s6 vu phai 1a s6 nguyén.

BAI 9:

Cho vung dir liéu sau:

. bién STT trong bang theo dang 01, 02, 03....

. bién tén céc loai.

. bién dir liéu vao cot mie do.

. Dya vao bang théng ké thang 1, dién cac di lidu

. Tong sb vu ¢d mie d6 nghiém trong va tir 10 vu tré 18n:

. S6 loai 6 mtrc d6 "Nghiém trong™ va cd trén 10 vu:

. Dién cot tinh hinh, néu s6 vu 16n hon thang 1 thi "Tang", it hon thi "Giam"

. Thém 1 cot, xép thir hang cac loai ¢ s vu tir cao dén thap
. Thém 1 cot, phan loai tinh hinh (theo boi s6 cua 10). Vi du: <20 vu:

BANG THONG KE BIEM CAC MON L LUAN CHINH TRI CUA MOT SO HOC VIEN NAM 2023

Chuyén Tu tuong |Lich sit|Diém [Diém Xép |Thir
STT|Tén Trung doi Chic Vu  |nganh  |Triét |CN KHXH [KTCT|HCM  |Pang |cong | TB | Loai| hang
Bui Btrc Hao B3-CSBT-D32S |Hoc vién 7 8 9 4 5
Tir Dinh Hoang B1-TSCS-D32S |Ldp phd 8 9 9 7 6
Tran Vin Kién KTHS-D32S  [Hoe vién 6 1 9 8 8
V6 Quéc Hoa BI-CSDT-D32S |Ldp trudng 9 5| 7 8 6
Lé Tién Hai B2-QLHC-D32S |Hoc vién 8 6 7 9 9
Hoang Van D B1-TSCS-D32S |Hoc vién 8 6 5 7 8
L& Thé Bao B3-CSPT-D32S |Lép pho 5 4 7 8 9
Cao Tran Thé Anh B2-QLHC-D32S |Lép trudng 6 6| 7 3 9
Duong Quéc Pat B1-TSCS-D32S [Hoc vién 8 8 8 7 7
Nguyén Tran Huy Hoing [KTHS-D32S  |Hoc vién 6 5 9 8 9
Piém cong theo chirc vu
Chac vy Ldp truéng Ldp pho Hoc vién
Diém cong theo chirc vu 0,3 0,2 0
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Ma nganh va chuyén nganh

Ma nganh Chuyén nganh
CSPT Canh sat diu tra
TSCS Trinh sat canh sat
QLHC Quan li hanh chinh
KTHS K1 thuat hinh sy

Cau hoi:
1. Bién sd thtr ty dang 01, 02,...Lap cdng thac cho cot tén chuyén nganh.
2. Hoan thanh cot diém cong
3. Hoan thanh cot diém trung binh, xép loai hoc vién, biét diém <5 la yéu,
5<diém<7 la tb,7< diém<8 la kha,>8 la gioi
4. Xép thtr hang cua cac hoc vién
5. Cho lap ra hai cot phy, hoan thanh bang thong tin
6. Loc ra cac hoc vién thuoc chuyén nganh Bieu Tra Hinh Sy ¢6 diém
Triét Ion hon 5
7. Hoan thanh bang s6 liéu
7 ” , Bang thong ké ‘
Tong diém mon Trié,t cua sinh vién thuoc chuyén nganh Canh sat diéu tra
Sp hoc sinh rét rpén Tq tuc”yng HCI\{I
SO h()(} sinh c6 diém 'I:riét la diém chan
S6 hoc sinh ¢6 diEm TB dau 5
8. T® mau nguyén dong hoc vién c6 diém trung binh cao nhat
9. Chén biéu do diem TB theo cdc mon hoc vao trong sheet mai, dat tén
sheet la: Biéu d6 minh hoa.

BAI 10:
BANG THONG KE TIEN GUTXE CUA CAN B(, HOC VIEN TRUONG PHCSND TRONG THANG 10
STT | Maxe |Loaixe Ho va tén Ngay bit ddu |Ngay két thiic|S6 ngay giri| % gidm gi4| Thanh tién

1 | AO0LL V5 Quic H 01/10/2023 | 22/10/2023

AQ3VX Huynh Khanh D 01/10/2023 | 15/10/2023

BOLTCV Lé Tién H 03/10/2023 | 25/10/2023

BO2L Pham Nguyén Nhut H| 02/10/2023 | 11/10/2023

CO3TCV BuibucH 04/10/2023 | 10/10/2023

CO4VX V6 Thanh H 05/10/2023 | 29/10/2023

BO3VX Hoang Vin b 01/10/2023 | 12/10/2023

BOLTCV Lé VanHuynh B | 03/10/2023 | 30/10/2023

A0IL Lé Quang B 04/10/2023 | 11/10/2023

CO1VX Nguyén Bac D 02/10/2023 | 18/10/2023

Ky hiéu xe Loai xe Giam gia

A Xe gidng vién 3%

B Xe can bo 2%

C Xe hoc vién 5%
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Phan loai xe

L

VX

TCV

Kiéu xe

Xe may

Xe di€én

Xe 0 t0

Cau héi:

1: Ghi STT theo dang 01, 02,...

2: bién cot loai xe

3 : Pién cot % giam gi&
4: Tinh s ngay gui = ngay két thic - ngay dau
5: Thanh tién tinh nhu sau-: Tuan : 30000; Ngay : 5000
6: Thém cot thir hang bén trai cot Thanh tién
7:Tinh tong tién gui xe dién caa hoc vién
8: Bém sb giang vién giri xe trén 20 ngay
9: Loc nhimg ngudi ¢4 tién guri xe trong thang trén 50000

10: T6 mau nguyén dong véi nguoi c6 s6 ngay giri nhiéu nhat

11: Dung Data Validation dé nhap liéu véi quy tac ngay két thic phai sau

ngay bat dau.
BAI 11:
BANG THONG KE TIEU THU SAN PHAM
STT|Mai sén phim | Paily | Tén hang - Tén hing sin xuit | S6 lwong | Pon gid| Thanh tién
8 CDR-SS | SGN 96
2 KEY-DE | HNN 35
3 MOU-IM | DNA 19
4 KEY-SS | HNN 39
5 CDR-DE | SGN 20
6 KEY-SS | HNN 35
7 KEY-DE | DNA 17
8 MOU-IM | HNN 22
9 CDR-DE | DNA 53
10 | MOU-IM | SGN 88
TONG CONG
THOI GIAN VAN CHUYEN
STT|MA DPON HANG|NGAY GIAONGAY NHAN|SO NGAY| SO TUAN

1 22103/2022 | 11/05/2022

2 05/01/2022 | 20/01/2022

3 06/11/2022 | 15/11/2022

4 18/04/2022 | 15/05/2022

5 30/08/2022 | 01/10/2022

6 03/09/2022 | 28/09/2022

7 20/11/2022 | 02/12/2022

8 10/10/2022 | 29/10/2022

9 27/08/2022 | 30/09/2022

10 23102/2022 | 01/04/2022
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M3 hang - Tén hiing sin xuit
SS IM DE
Ma hang Tén hang Samsung IBM Dell
CDR CDRom 30 25 20
KEY Keyboard 10 17 15
MOU Mouse 5 9 13
Ty gia 23.800 VND
THONG KE
Két qua

Tdng sb tién Keyboard ciia Pai Iy HNN
Tong loai san pham cua hing Dell dai Iy DNA

Cau héi

1. Cén cu vao 3 ky tu bén trai va 2 ky tw bén phai cua Ma SP trong Bang
1, hdy tra trong Bang 2 dé dién gia tri cho cot Tén Hang - Tén Hang San Xuat.

Vi du : Ma SP 1a CDR-SS thi c6 Tén Hang - Tén Hang San Xuit 13 :
CDRom - Sam Sung

2. Hay dién Pon Gia cho mat hang dya vao thong tin ¢ Bang 1 va Bang 2.

~ 3.Tinh Thanh Tién = S6 Luogng * Pon Gi4, néu S6 lugng >=50 thi thanh

tien duoc giam 5%

4. Thém cot Thir hang bén canh c6t thanh tién

5. Loc ra nhitng thong tin ¢6 lién quan Pai ly DNA

6. Thém cot Ma hang bén canh cot Thir hang, néu so ki ty cua Tén hang -
Tén héng san xuat nho hon 15 thi tra vé "Ma 1", con lai "M3& 2"

7. Bién vao bang THOI GIAN VAN CHUYEN:

Pién vao 6 Ma hang = M4 san pham - S luong - Pai ly

Tinh s6 ngay van chuyén va dién vao 6 SO NGAY

Pién vao 6 SO TUAN, VD: 3 tuan 2 ngay

8. T6 mau nguyén dong don hang co s6 tuan gui l6n hon 2

9. Dung Data Validation kiém soat ngay nhan phai trong nam 2022.
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BAI 12:

BANG THONG KE TIEN GUT XE CUA HQC VIEN TRUGNG DHCSND THANG 11

STT|Ho va tén M3 xe |Loai xe |Gid | S0 ngay gii|S6 tuan|S0 ngdy dur |% Gim gié | Thanh tién | Thir hang
1{Huynh Thanh Phong |V21
2|Ding Dinh Tan W16
3|Lé Ngoc Sang S14
4|Tran Thanh Nhan ~ [S17
5|Nguyén Van Phi  |V09
6Tran Ngoc Phat ~ |A25
7\Pham Trong Tai ~ |W27
8|Vii Nhat Nam Al2
9|Phan Nhu Khoa ~ |WO7
10|Nguyén Viét Quang |A10
Béng 1: Loai xe
A AIRBLADE
\4 VISION
S SH
W WAVE
Bang 2: Gia gui xe
Gié giri AIRBLADE |VISION SH WAVE
8000 7500 9500 6000
Cau hei:

© 0o NOo g B~ WDk

10: Tinh tong thanh tién tirng loai xe
11: Loc néng cao theo loai xe SH

12: TG mau nguyén dong véi hoc vién di SH.
13: Dung Data Validation dé nhap mé xe ¢6 cau trac: C6 dung 03 k ty, két
thac bang 1 kys tu so.

45

: Dwa vao ki tu dau tién cia ma xe két hop vai bang 1 dé tim ra loai xe.
: Dua vao loai xe két hop véi bang 2 tim ra gia.

: Dua vao 2 ki tu cudi cung ctia ma xe dé tim ra sé ngay gui
: Sb tuan=Sb ngay guri/7
: S6 ngay du sb du cua s6 ngay gui/7
: Tim % giam gia (néu sb tuan >2 thi giam 5%,>1 thi giam 3%)
: Thanh tien=Gi&a*S6 ngay gui-%Giam gia*Gia*So Ngay guri

: Sap xép tht hang caa thanh tién (Theo thi tu giam dan)
: Lap bang thong ké s luong cua tung loai xe
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BAI 13:

, R Moén oR X ,
Chire biém HV |Piem| Keét Thw
TT Ho va té Lé . . . |Kh
S ovaten vu op cong | Tin hoc| AVL1 | AV2 Thé chit| 1AM TB | qua oa hang
1|Nguyén Vin Linh TPT |B3-CSDT-D30S 4 7 9 7
2|Pinh Vin Tuin HV [B3-TSCS-D31S 9 8 6 6
3|V Tudn Minh HV |B3-CSDT-D32S 10 6 8 8
4|Lé Xuan Toan HV  [B3-QLHC-D30S 8 10 3 9
5|Pinh La Dinh TP (B3-KTHS-D32S 7 6 5 9
6|Lé Minh TP (B3-KTHS-D33S 6 5 9 8
7|Trdn Vin Sang HV |B3-TSCS-D31S 9 5 5
8|Nguyén Thi Ngoc Kidu [HV ~ [B3-CSPT-D30S 4 10 6
9|Lé Van Thanh Cong |TDT [B3-TSCS-D32S 5 10 6 10
10|Tran ThiNgoc Linh ~ [HV  |B3-CSDT-D32S 9 8 10 5
™oT 0,2 Céc Iop tham gia tuyén
TDP 0,2 chon
HV 0
Khoa CSbT TSCS QLHC KTHS
Tong diém
Cau hoi:

1. Cot diém cong: néu 1a TDT, TDP cong 0,2 , néu 1a HV cong 0 (st dung
ham VLOOKUP)

2. Cot HV nam ghi theo ting khoa, VD:30S 1la HV nam 4....(str dung ham
if, right)

3. Tinh cot diém trung binh ding ham average.

4. bién cot két qua biét néu diém thé chat Ion hon 8 va diém trung binh
I6n hon 7 thi dat con lai rét. ( su dung ham IF, AND )

5. bién cot khoa dya theo tén 16p, VD: B3-CSDPT-D32S & khoa
CSPT....( st dung ham LEN, RIGHT, LEFT)

6. Tinh tht hang dua theo cot diém trung binh. (st dung ham RANK)

7. Loc ra cac 1p cd hoc vién tham gia tuyén chon. (Advanced Filter)

8. Tinh cot diém tong cong cac khoa. (sir dung ham SUMIFS)

9. T6 mau nguyén dong hoc vién c6 diém TB thap nhat

10. Dung Data Validation kiém so4t diém Tin hoc nho hon hoac bing 10

11. Xay dung biéu db dang cot diém trung binh theo cac mdn hoc.
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BAI 14:

BANG THONG KE TIEU THU SAN PHAM
STT|Mé san pham Paily [Tén hang - Tén hing sin xuitS6 lwong[Pon gia Thanh tién
8 | CDR-SS | SGN 9%
2 | KEY-DE | HNN 35
3 | MOU-IM | DNA 19
4 | KEY-SS HNN 39
5| CDR-DE | SGN 20
6 | KEY-SS HNN 35
7 | KEY-DE | DNA 17
8 | MOU-IM | HNN 22
9 | CDR-DE | DNA 53
10 | MOU-IM | SGN 88
THOI GIAN VAN CHUYEN
STT|[MA PON HANG|NGAY GIAONGAY NHAN|SO NGAY| SO TUAN
1 22/03/2022 11/05/2022
2 05/01/2022 20/01/2022
3 06/11/2022 15/11/2022
4 18/04/2022 15/05/2022
5 30/08/2022 01/10/2022
6 03/09/2022 28/09/2022
7 20/11/2022 02/12/2022
8 10/10/2022 29/10/2022
9 27/08/2022 30/09/2022
10 23/02/2022 01/04/2022
BANG TRA TEN HANG, TEN HANG SAN XUAT| VA DO’T GIA
M3 hang - Tén hiing san xuat
SS IM DE
Ma hang [Tén hang Samsung IBM Dell
CDR CDRom 30 25 20
KEY Keyboard 10 17 15
MOU Mouse 5 9 13
Ty gi 23,800 VND
THONG Kk Két qua

Tong sd tién Keyboard ciia Pai Iy HNN

Tong loai san pham ciia hing Dell dai Iy DNA

Cau héi:

1. Can cur vao 3 ky tu bén trai va 2 ky tu bén phai cia M& SP trong Bang
1, hay tra trong Bang 2 dé dién gia tri cho cot Tén Hang - Tén Hang San Xuat.
Vi du : M4 SP 1a CDR-SS thi c6 Tén Hang - Tén Hang San Xuit 1a: CDRom -
Sam Sung

2. Hay dién Pon Gia cho miat hang dya vao thong tin & Bang 1 Bang 2.
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3. Tinh Thanh Tién = S6 Lugng * Pon Gid, néu S6 luong >=50 thi thanh
tién dugc giam 5%.

4. Thém cot Tht hang bén canh cot thanh tién.

5. Loc ra nhitng thong tin c6 lién quan Dai ly DNA,

6. Thém cot M4 hang bén canh cot Tha hang, néu sé ki tu cua Tén hang -
Tén hang san xuat nho hon 15 thi tra vé "Ma 1", con lai "M 2",

7.Dién vao bang THOI GIAN VAN CHUYEN: Dién vao 6 M3 hang =
M4 san pham - S6 lugng - Dai ly. Tinh s6 ngdy van chuyén va dién vao 6 SO
NGAY. bién vao 6 SO TUAN, VD: 3 tuan 2 ngay.

8. T6 mau nguyén dong tat ca cac ma hang CDROM bén & HN hoic SG.

9. Dung Data Validation kiém soat ngay nhan cling hoic sau ngay giao.

BAI 15:
Cap bac Thoi gian  [Tham [Hé s6 [Phu cap |Tién
STT |Ho va tén M3 s ham Chirc vu |vao nganh [nién [lrong |dac biét [rong
Nguyén Vin Phu 01-Thg.Ta 15/05/2004
Nguyén Thanh Minh |01-Tr. T4 15/05/2010
Pham Trong Tai 04-Th.Uy 15/05/2021
Nguyén Viét Quang |03-Tr.Uy 15/05/2018
Huynh Thanh Phong [01-D.Uy 15/05/2011
Tran Thanh Nhan  |02-D.Uy 15/05/2011
Vii Nhat Nam 01-Tr.Uy 15/05/2018
Tran Ngoc Phat 02-Thg.Ta 15/05/2004
Lé Ngoc Sang 02-Th.T4 15/05/2010
DPing Pinh Tan 01-b.Uy 15/05/2011
Théng ké Két qua
S6 ngudi ¢6 cip bac Pai Uy
S6 ngudi ¢ cap bac Thuong té va luong trén 10tr
Tinh tong tién lrong cua nhitng ngudi trén 10tr
Tinh tong tién leong cip bac Pai Uy va lwong trén 10tr
Cép bac ham | Thwong T4 |Trung Ta| Thiu Ta| Pai Uy Trung Uy Thiéu Uy
Hé sb 7,3 6,6 6 54 4,6 4,2
Chirc vu Truéng phong|Phé phong|Phé phong| Dai doi truong | Pho dai doi truong | Tiéu doi truong
Ki hiéu Thg.T4 Tr.Ta | Th.Ta p.Uy Tr.Uy Th.Uy
Capbacham | ThuongTa | TrungTa| ThiéuTa| Pai Uy Trung Uy Thiéu Uy
Miasd | Heé sd Phu cip dic biét
01 0,8
02 0,7
03 0,6
04 0,5
Cau hoi

1. Biét thAm nién tir 15 nim s& duoc cong nhan 1a gan bé, néu sé tham
nién du ra 1 ndm la cuc yéu nganh va du trén 1 nam la rat yéu nganh, cho phép
thém cot phu dé xac dinh.
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2. bién sb tha ty vao cot STT véi dang 001,002,003
3. Hoan thanh cot cap bac ham, chic vu, phu cap dac biét dya vao bang

do ¢o sin

4. Hoan thanh cot Tién luong biét Tién luong= tong hé sb luong(co ban
va phu cap)*Luong co ban(1800000) va dinh dang VND
5. Hoan thanh c6t Tham nién
6. Hoan thanh bang théng ké
7. Thém cot Tha hang bén phai cot Tién luong va sap xép theo thtr hang

tién luong tir thip dén cao

8. Loc ra nhitng ngudi ¢ tham nién l6n hon 10 nam
9. T6 mau nguyén dong nhiing dong chi giitu chirc Truéng phong
10. Dung Data Validation kiém soét thoi gian vao nganh truéc nim 2024

BAI 16:
BANG LUONG CBCS CONG AN NHAN DAN
STT|  Hotén M nganh | Nam sinh | Don vi cong tic | Capbc || 1o 0| Phu cap) Tong) Thir | Chite
tinh | lwong| thém [lrong|hang| vu
01|Vii Nhat Nam CA-01-453 | 21/09/1983|CAT Cao Bing | Trung ta
02|Nguyén Thanh Thu |CA-02-345 | 14/11/1993|CAT Pak lik  |Thuong ty
03|Nguyén Vin Pha  [CA-01-349 | 03/02/1989|CAT Quang Ngai | Trung ta
04|Trin Ngoc Nhw ~ |CA-02-456 | 21/02/1990|CAT Ca Mau  |Thiéu ta
05|Lé Ngoc Sang CA-01-401| 15/08/1994|CAT Gia Lai  |Trung ty
06|Ding Pinh Tan  |CA-01-789 | 20/08/1983|CAT Ha Tinh  |Thuwong ti
07|Pham Trong Tai  |CA-01-459|17/06/1992|CAT Pak lik  |Thuong ty
Bé,ing dir liéu 1 i
Cap bac Hé s6 luong
Thuong ta 7,3
Trur)g ta 6,6
Thiéu ta 6
Thuong uy 5
Trung Gy 4,6
Bang 2
Don vi CAT Cao bing |CAT Pik Liak [CAT Ha Tinh |CAT Quang Ngii [CAT Ca Mau |CAT Gia Lai
Phu cip thém 50% 40% 10% 0% 20% 40%
Cau hei:

1. Tim hé s6 luong (VLOOKUP) céc cap bac théng qua bang do 1.

2. Tim phu cap thém bién giéi (HLOOKUP) qua bang do 2.
3. Tinh mic lwong nhan dwoc cia CBCS bang cthuc = hé s6 lwong*
lrong co ban + phu cap thém*Luwong co ban.
4. Xép hang mic luong( RANK) nhéan duoc theo tir 16n dén bé
5. Duya vao 2 s6 sau dau gach ngang (MID & LEN ) d¢ xac dinh giéi tinh
neu "01" la Nam, "02" la Ni.
6. Timra (COUNTIFS) s6 nguoi nhan duoc muac lwong > 1000000 ¢ ho
bat dau bang chir "N".
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7. Tinh téng tién lwong (SUMIFS) phai tra cho nhimg ngudi lanh dao sinh
trong nam 1983.
8. Néu cap bac c6 chir "ta"(IF & RIGHT) thi 1a 1anh dao, nguoc lai la can
bo thuong
9. Tinh s tudi va ngay Ié cia CBCS ¢6 ¢ trén (INT & MOD)
10. Loc ra nhirng can b ¢6 mace luong >1000000
11. T6é mau nguyén dong véi CBCS la nir.

12. Dung Data Validation dé nhap nam sinh phai I16n hon nam 1960.

BAI 17:
THONG KE TQI PHAM TRONG HUYEN X
STT| HO VA TEN GIOI TINH | NAM SINH | MA PHAM TOI [ TOIDANH| MUC PO
Nguyén Sinh Nam 2004 bB1
Nguyén Vian Nam Nam 1995 13
Pham Cao Kién Nam 2002 bB1
Ng6 Anh Vii Nam 2006 R2
Lé Thanh Hoai Nir 2007 R2
Tran Thi Hoa Nir 2008 13
b4 Van Nga Nit 2005 13
Cao Hoang Nam Nam 2005 R2
Nguyén Tén Tai Nam 2007 PB1
Tran Vin Huang Nam 1955 N4
b Vin Nam Nam 1990 N4
Cao Trung Phat Nam 2008 13
TILE %
GIET NGUOI
CO Y GAY THUONG TiCH
DANH BAC
CUOP GIAT TAI SAN
TEN TOI DANH
MA PHAM TOI TOI DANH
1 Giét nguoi
2 Cb y gay thuong tich
3 Danh bac, t6 chirc danh bac
4 Cudp giat tai san
MUC PQ CAC TQI DANH
MA PHAM TOI PB R I N
MUC DO NGUY HIEM  |Dic biét nghiém trong Rat nghiém trong |1t nghiém trong Nghiém trong
SO TIEN THU GIU TRONG CAC VU PANH BAC
POI TUGNG Nguyén Vin Nam Tran Thi Hoa Do Van Nga Cao Trung Phat
TIEN THU BUGC 50.000.000,00 | 100.000.000,00 49.220.200,00 | 18.865.245,00

Cau hoi:

1. Tinh céc bang thong keé.
2. Tinh thir hang cac ti 1&. Chinh tién thanh vnd va c6 ddu phay ngan cach.
3. Tra bang d¢é dién toi danh theo ma va in hoa mdi chir cai dau.
4. Tra bang dé dién mirc d6 va in hoa c4c chir céi.
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5. Loc cac ddi tuong la tré chua thanh nién vi pham.

6. Tinh s6 toi pham giét ngudi sinh sau ndm 2004.

7. Tinh s6 ngudi trung binh pham toi dic biét va rat nghiém trong.

8. tong sb tién thu duoc tir cAc vu danh bac trén 45000000 va ddi tuong Vi

~ 1 n

pham co6 chir "'n" trong tén.
9. T® mau nguyén dong vai c4c tén toi pham sinh nam 2000 trd vé trudc
10. Dung Data Validation kiém soat nim sinh truéc 2010

BAI 18:
BANG THONG KE SU Li VI PHAM NONG BQ CON
Tén trwong hop Téng thu xir Ii vi

Stt | Mi vipham | Dia diém vi pham Thoi gian vi pham | Mikc phat | S6 trwomg hop pham
01|M10T Binh Tan 18/10/2023 23
02{M2XM Go Vép 17/10/2023 17
M1XD Tan Phu 03/10/2023 52
M3XM Binh Thanh 09/01/2023 9
M20T Phii Nhuan 16/10/2023 49
M2XD Tan Binh 27/10/2023 51
M30T Go Vip 19/10/2023 19
M10T Phi Nhuan 20/10/2023 25
M2XD Binh Thanh 05/10/2023 16
M10T Binh Tan 18/10/2023 22
M20T Go Vip 21/10/2023 35
M3XM Go Vip 28/10/2023 18
M1XD Tan Phi 05/10/2023 45
M2XM Binh Thanh 19/10/2023 55
M1XM Phi Nhuan 24/10/2023 20

Bang tra tén vi pham - mirc phat
Mirc phat
Mi phuong tién Tén phuong tién Mirc 1 Mikc 2 Mikc 3

oT O to 7.500.000 17.000.000 35.000.000

XM Xe may 2.500.000 4.500.000 7.000.000

XD Xe dap 90.000 350.000 500.000

Phat b sung (twéc gidy phép)
Mirc 1 Mirc 2 Mirc 3
O t6, Xe may 10 - 12 thang 16 - 18 thang 22 - 24 thang

Cau héi:

1. Panh sb tha ty cho bang (¢ dang 01,02,..).

2. Cén cir vao 2 ki ty bén tréi, 2 ki ty bén phai bang 2 dé dién tén TH vi
pham. Vd: M10T: Muc 1 O t6.

3. Lap cong thizc Hinh phat b sung.

4. Lap cong thuc tinh mc phat.

5. Tinh tong thu XLVP = Muc phat*Sé trudng hop.

6. Binh dang dau phay ngin cach hang triéu, hang nghin, hang trim. Pon
vi VND.
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7. Thém cot "Thir hang” bén phai cot Tong thu XLVP, tinh thir hang tong
thu theo gia tri giam dan.
8. Tinh tong trudong hop vi pham ciia Xe may & GO vap.
9. Sé loai vi pham c6 s6 TH cao hon 20 TH & Binh Tan.

10. Ung dung ham mod dé t6 mau do cot dia diém (cach 1 6 td mot 6).

11. Loc ra nhitng vi pham ¢ muac 1 caa 0 to.

12. T6 mau nguy@n dong véi dia diém c6 téng thu 16n nhat.

13. Dung Data Validation kiém soét thoi gian vi pham trudc 01/01/2024.

BAI 19:
POI TUONG QUAN LY NGHIEP VU SUU TRA MA TUY
L. NAM . PHAN| HE |DANH| CANBQ |THEO
STT| HQVATEN SINH SOHOSO LOAI |LOAI| MUC |PHU TRACH| QUY
1 [Phan ThiN 2003 | 370122/05B1//010101SN
2 [Nguyén Bio C 1999 |  4970522/02A2//010101SN
3 |Nguyén Ngoc Kicu D | 2004 |  8881222/03B3//010101SN
4 |Pham Thi Thao H 2005 | 10451023/04C3//010101SN
5 |Tran Anh T 1998 | 11560423/01A4//010101SN
6 |Tran Thiy T 2002 | 22310723/03B2//010101SN
7 Vo VinN 1998 |  2970219/02B1//010101SN
8 |Trin Cong N 2000 | 10370618/04B1//010101SN
9 |Duong Van T 1990 | 250322/01C4//010101SN
10 [Huynh U 2006 | 380921/02B3//010101SN
11 |K'sorB 1989 |  4970522/02A2//010101SN
12 [Nguyén Tuén A 2001 |  8880322/03B3//010101SN
13 |Trwong Thanh N 2007 | 10451023/04C3//010101SN
14" [Huynh Thanh H 1988 | 11560423/01A4//010101SN
15 |Luu Quang V 1987 | 21310723/03B2//010101SN
16 [Nguyén Quoc T 1995 | 9970219/02B1//010101SN
17 |Pham Van T 1987 | 170918/04B1//010101SN
18 |Lé Pinh H 2005 | 2500322/01C4//010101SN
19 [Nguyén Hing M 2005 | 2520322/01C4//010101SN
20 |Tran Dirc L 1980 | 11370620/04B1//010101SN
21 |BuiDic L 1995 | 260522/01C4//010101SN
22 |Bui Khic H 1993 |  380821/02B3//010101SN
23 |BUi Hoang Thiy T 1997 |  4970522/02A2//010101SN
24 |Bui Khiic Nhan H 1998 |  8880322/03B3//010101SN
25 |TaVinD 2005 | 10451023/04C3//010101SN
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BANG POI CHIEU
A |Co diéu kién, kha nang hoat dong pham toi
Phdi’l L LR ‘n . X n nt
loai B |Cé biéu hién nghi van hoat dong pham toi
C |C6 dau hiéu pham toi cu thé
01 |San xuat trai phép chat ma tay
He 02 |Van chuyén va mua ban trai phép chat ma tay
oai 0 T4 chirc st dung hoic chira chap sir dung tri phép chit ma tiy
' 04 |San xuat cong cu, phrrong tién phuc vu Vviéc sir dung va dieu ché chat ma tiy
05 |Lam sai trai cac hoat dong hop phap ve ma tiy
1 |I-Dicotienan
Danh 2 |ll -Dacotien sy
muc 3 |- Chua ¢ tién an tién su
4 |IV - Nguoi nudc ngoai dang dinh cu
BANG THONG KE 02
SO HS PHU TRACH X.HANG
Hong Phuc
Anh Thuy
Ngoc Uyén
Qudc Thuan
Huyén Huy
. . - Thanh Ph
BANG THONG KE 01 ong
— < - = Phuong Dung
So6 d6i tuwong (ho so) trén 18 tudi Thé Anh
S0 doi tugng (ho s0) dudi 18 tuoi Pong Uyen
So6 doi twong Suu tra A Thiy Hong
S6 d6i twong Suu tra B Anh Linh
S6 d6i twong chua co tién an, tién sy Kim Yén
BANG PHAN CONG
Thing | 01 02 03 04 05 06 07 08 09 10 1 12
Cdin | Hong | Anh | Ngoc | Quéc |Huyén | Thanh |Phuong| Thé | Pong | Thay | Anh | Kim
bé Phiic | Thuy | Uyén | Thuan | Huy |Phuwong| Dung | Anh | Uyén | Hong | Linh | Yén

Pé bai: S6 hd so ¢6 dang *'sé hod so, thang nim lap (mmyy)/phan loai,
hé muc, danh loai//010101SN"*

1. Nhap dir liéu nhu bang tinh.

2. Bién vao 6 phan loai theo Bang ddi chiéu.

3. Bién vao 6 hé loai theo Bang ddi chiéu.

4. Bién vao 6 danh muc theo Bang d6i chiéu.

5. bién vao 6 can bo phuy trach theo thang lap ho so.

6. Dung ham INT va MOD dé hoan thanh bang chia Theo Quy.
7. Thng ké cac noi dung trong Bang thdng ké.
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8. Tong hop s hd so phu trach cua mdi can bo va xép hang theo Bang

thng ké 02.

9. Loc ra s6 hd so chi ¢6 2 s6 hd so. Vi du: 260522/01C4//010101SN.
10. T6 mau nguyén dong véi dbi tugng thudéc Phan loai A.

11. Dung Data Validation kiém soat nam sinh trugc 2023.

BAI 20:

TINH HINH TOI PHAM 6 THANG PAU NAM 2023
STT| MA TD TOI DANH MUC PO Ki HIEU MP | SO LUONG
1 | TCTSO1
2 DB01
3 [CYGTT02
4 MTO04
5 LDO1
6 GNO04
7 HDO03
8 TNO3
MA TD TQI DANH
TCTS Trém cép tai san
DB banh bac
CYGTT Cé y gay thuong tich

MT Buén ban ma tuy

LD Lira dao chiém doat tai san

GN Cé y giét nguoi

HD Hiép dam

TN Tham nhiing

BANG THONG KE 6 THANG DAU NAM
MATD |[TCTS DB CYGTT |MT |LD |GN |[HD|TN
SO LUONG 134 123 321 343| 172| 24| 84| 10

THONG KE PHAM TOI
C6 bao nhiéu ti danh c6 mirc do INT va ¢6 56 lwong dudi 150
C bao nhiéu toi danh c6 mirc 46 DBNT va c6 6 lwong trén150
Tong cac ti danh c6 mirc do INT va c6 6 lwgng >100

Cau hei:
1. Dya vao bang MA TD va TOI DANH lap cong thirc cot TOlI DANH.
2. Lap cong thac tim mac do,néu 2 ki tu cudi caa MA TD 1a"01" 1a "it

nghiém trong™,"02" la “Nghiém trong","03" la "Rét nghiém trong™ con lai la
"Pic biét nghiém trong 3. KI HIEU TD néu 2 ki tu cudi cua MA TD la"01" la
"INT™"02" [2a "NT","03" 1a "RNT con lai la "DBNT".

4. Dya vao bang thong ké 6 thang dau nam dé dién vao cot sb luong.

5. Dung ham countifs va sumifs dé tinh vao bang thong ké pham toi.

6. Thém mot cot thir hang va xap xép thar hang s6 luong tir cao dén thap.
7. Xap x¢ep lai bang theo thir tu thir hang cao dén thap.

8. Loc cac toi danh ¢6 sb lwong nho hon 100 hoic [6n hon 200

9. TG mau toi pham DPac biét nghiém trong.

10. Dung Data Validation kiém soéat nhap liéu sb lugng ludn duong
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BAI 21:

Bing két qui
_— , © TEN TIENG |[TAMLY | . . |TONG| . .
STT|  HQVATEN  |CHUCVU|MANGANH| o [LOGICHOC| (o HOC DIEM CONG| /oo - IKET QUA
1 | NguyénBao Trinh Co A 8 75 7
2 [Nguyén Ngoc Kicu Diém| Khong A 7 7
3 | Nguyén Thao Huyén Co B 75 76 8
4 Phan Thi Nhung Khong C 85 8 7
5 | PhamThi Thuy Trang | Khong B 9 78 78
6 |  Duong Qudc Pat Co A 6,5 6,7 6
7 | Nguyén Ta Viét Anh Co C 6,5 5
8 Lé Thé Bao Khong A 5 6
Ma nganh Tén nganh
Nganh A Didu tra
hoc B Trinh sat
C Ma tuy
Diém cong
Chic vu Diém
Co 1
Khong 0
Cau hei
1. TEN NGANH: can ctr vao ki tu dau caa MA NGANH.
2. PIEM CONG: cin cir vao CHUC VU.
3. TONG DIEM: tiéng anh+logic hoc+tdm Iy hoc+diém cong.
4. KET QUA: tong diém tir 20 trd 1én thi dau, dudi 20 thi rot.
5. Lap danh sach hoc vién c6 chuc vu.
6 .Thir tu két qua.
7. Tong diém Tiéng Anh cuia cac hoc vién ho Nguyén.
8. T6 mau nguyén dong vai hoc vién hoc nganh Piéu tra ma cé tong diém

[6n hon 20.
9. Dung Data Validation kiém soat qué trinh nhap liéu, md nganh chi nhan

cacgiatriA,BvaC
I1. CAU HOI TRAC NGHIEM

Cau 1: Khi sir dung Excel, dung chic nang Iuu tép (File, Save As) va trong

phan “File name” ta gd vao chudi BAILAM thi tép d6 duoc luu trong dia véi tén

thuc té 1a
A. BAILAM.XLSX. B. BAILAM.DOCX.
C. BAILAM.TXT. D. BAILAM.
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Cau 2: Trong Excel, khai niém “workbook” thyuc chat 1a
A. Tép. B. Gom nhiéu khéi chira sb liéu giéng nhau.
D. Sheet hién hanh. C. Gém nhiéu Sheet c6 tén gidng nhau..

Cau 3: Trong Excel, khi m¢ menu File, chon Close 1a ta mudn

A. Bong lai mot Workbook. B. Thoat khoi Excel.

C. Ca hai cau (a), (b) ding. D. Ca hai cau (a), (b) sai.

Cau 4: Trong Excel, chtic ning Freeze Panes ding dé

A. Che dit liéu (hide) mot s6 hang. B. Che dix liéu (hide) mot sé cot.
C. (A), (B) dung. D. (A), (B) sai.

Céau 5: Trong Excel, dé canh trai dit liéu trong mot 6, sau khi chon 6 do

A. Ta click vao biéu tuong canh trai. C. Ca hai céu (a),(b) sai.

B. Ta nhan t6 hop phim Ctrl + L. D. Ca hai cau (a), (b) ding.

Céu 6: Trong Excel, khi m& menu File, chon New ta s¢ cO mot tép bang
tinh mai véi s6 luong sheet 14

A 3. B. Khong qua 5.

C.1. D. Tuy thudc vao cau hinh caa Excel.

Céu 7: Trong Excel, sheet chira con tré khi vira mé moét tép bang tinh duoc
quyét dinh boi

A. N6 1a sheet ddu tién cta tép. B. N6 1a sheet 1am viéc lac tép duoc luu
vao dia.

C. No la sheet cudi cta tép. D. PBuoc qui dinh san trong Microsoft Excel.

Cau 8: Trong Microsoft Excel, ta ¢d thé luu mot tép vai tén la

A. shd15.docx. B. sbd15.xlIsx.

C. (A), (B) sali. D. (A), (B) dung.

Céu 9: Thanh cdng cu nao sau day chi co trong Excel ma khéng co
trong Word

A. Formulas. B. Standard.
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C. Insert. D. Page Layout.

Cau 10: Trong Excel, dé ké khung cho mét ving bang tinh di chon, ta

thuc hién
A. Format cells\Border and Shading. B. Format cells\Border.
C. Format cells\Sheet. D. Format cells\Style.

Cau 11: Trong Excel, & nhap mot céng thic vao 8, ta thuc hién:

A. Chi can nhap dung cong thtc vao 6.

B. Nhap cong thirc vao 6 sau do gd thém phim F2.

C. Nhap dau = vao trudc cong thac do.

D. Nhap dup véo 6 trudc khi nhap cong thirc vao.

Cau 12: Trong Excel, phim nao duéi ddy c6 chirc ning chuyén doi giita cac
dang dia chi?

A. F1 B. F2. C. F3. D. F4.

Cau 13: Trong Excel, dit liéu kiéu sb khi nhap vao 6 & dang mic dinh

s¢ duoc
A. Canh phai. B. Canh tréi.
C. Canh giira. D. Canh déu.

Cau 14: Trong Excel, dé thyc hién tinh tong ta c6 thé ding nit [énh nao ?
A EZ, B. %, C. =, D. i,

Céu 15: Trong Excel, chirc nang cua phim F2 la

A. Chuyén sang ché d6 hiéu chinh. B. Luu tap tin.

C. Chuyén dbi giira cac dang dia chi. D. Thoat khoi chuong trinh.
Cau 16: Trong Excel, n(t =3 dung dé

A. Canh I& cho c4c 6 s6. B. Thay d6i kich c& chi.

C. Thay d6i d6 rong cua 0. D. Ghép nhiéu & thanh mét 6 va canh gita.
Cau 17: Trong Excel, dé nhap va hién thi kiéu ngay nhu 26/09/2012, ta can:
A. Vao Control Panel thiét 1ap kiéu dinh dang ngay dang dd/mm/yyyy.
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B. Vao Format\Cell thiét Iap kiéu dinh dang ngay dd/mm/yyyy.
C. Phai thuc hién ca hai thao tac A va B.

D. T4t ca déu sai.

Cau 18: Trong Excel, dé ddi tén Sheet

A. Nhip phai chudt vao tén sheet can d6i tén, chon Rename.

B. Nhap vao sheet can d6i tén, vao File\Rename.

C. Ca (A) va (B) déu ding.

D. Ca (A) va (B) déu sai.

Cau 19: Trong Excel 2010, mot Sheet co:

A. 16.384 cot. B. 1.048.576 dong.

C. Tén cot cudi cung l1a XFD. D. Ca (A), (B), (C) dling.

Cau 20: Trong Excel, dbi v4i mot Sheet, ta c6 thé thuc hién thao tac
sau day:

A. Doi tén Sheet. B. Copy toan bd noi dung Sheet.

C. Ca (A), (B) déu dung. D. Ca (A), (B) déu sai.

Cho bdnq tinh véi cac sé liéu duedi day, cdac cau héi sau déu ldy sé liéu trén

bang nay: (cau 21 — 37)

A B C D E F G
1 5 3 2 1| HONG Al
2 10 5 4 2| HUE B22 2
3 15 7 6 3] HOA C105
4 20 9 3 4| LAN D4321
5 25 11 10 5| DAO E345
6 TRUE | FALSE | 0300212012] 26-Mar-12| ___ _
[ A B C ™ "g 20 401
5] 10 20 30 | Ehac I D | 30/ 50l
9 Bang 1

Cau 21: Hay cho biét gia tri cua cong thuc: = IF(AND(A1>B1,D1>C1),2,3)
Al B. 3. C.2.  D. Cong thuc c6 15i ¢t phép.
Cau 22: Hay cho biét két qua caa cong thirc: = SUM (B1:B5)

A. 18. B. 35. C. 19. D.16.
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Cau 23: Hay cho biét gia tri cua cong thic sau:= MONTH(E6)

A. VALUE#? B. 12. C.3. D. 2.

Cau 24: Cho biét két qua cua cong thic: = MOD(B3,3)

A. 1l B.7. C.3. D. 2.

Cau 25: Cho biét két qua cua cong thicc: = AVERAGE (D1:D5)

A.3. B. 3.5. C.2 D. 5.

Cau 26: Hay cho biét két qua cua cong thic:
=IF(MIN(A2:A5)<AVERAGE(B1:D1);:COUNT(BL:C5): MAX(MOD(A2:B2)*5:B5))

Al B.5. C.11. D.10.

Cau 27: Hay cho biét két qua caa cong thic:
=IF(RIGHT(F3:3)=105:110: IF(VALUE(MID(F3:2:3))=105;RIGHT(F3:3)/7:100))

A. 105. B.110. C. 100. D. 15.

Cau 28: Nhap cong thirc nao sau ddy cho két qua la chir A

A. LEFT(F1,1). B. RIGHT(F1,1).

C. MID(FL,2,1). D. LEFT(F2,1).

Cau 29: Nhap cong thtrc nao sau ddy cho két qua 12 6

A. AVERAGE(C2:C4) B. LEN (E3)*2.

C. MAX(C1:D3. D. AVERAGE (C2.C5).

Cau 30: Cho  bhiét két qua caa cong  thuc:
=IF(YEAR(F6)>A1;DAY (F6);MONTH(F6))

A. 4. B. 26. C.5. D.35.

Cau 31: Tai 6 G2 c6 nhap cong thuc = 2*B$1-$C2 va hién thi gié tri 1a 2.
Khi sao chép cong thirc nay dén 6 H1. Thi tai 6 nay c6 gia tri 1a bao nhiéu ?

A. 2. B. 4. C. 0. D. -2.

Cau 32: Cho biét két qua cta céng thic sau:
=HLOOKUP(LEFT(F1,1) $A$7:$C$8,2,0)

A. 10. B. 20. C. 30. D. #N/A.
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Cau 33: Cho biét két qua cua cong thac sau khi thuc hién:
=VLOOKUP(LEFT(F1,1),$E$7:$G$8,2,0)

A. 10. B. 20. C.#N/A D. 40.

Cau 34: Cho biét két qua cua cong thic sau: =E1&" "&E?2

A. HONG HUE. B. HONGHUE.

C. HONG. D. Sai cu phap.

Cau 35: Cho biét két qua ctia céng thic sau:
=COUNTIF($A$1:$3A$5,">=10")

Al B.5. C. 4. D. 3.

Cau 36: Cho biét két qua cua cong thic sau: =LEN(E1)

A. 1l B.5. C.6. D. 4.

Cau 37: Cho biét két qua cua cong thuc sau: =RIGHT(F4;LEN(F4)-1)

A.4321. B.321. C.D4321. D. Ldi ct phap.

Cau 38. Bé lya chon céc ving lién ké nhau trong bang tinh, ban can st
dung chudt két hop véi phim nao

A. Ctrl B. Ctrl va Shift C. Alt D. Shift

Céu 39. Trong Excel, tai 6 A2 co gia tri 0. Tai 6 B2 g6 vao cong thtic
=5/A2 thi nhan duoc két qua:

A.0 B.5 C. #VALUE! D. #DIV/0!

Cau 40. Khi g8 cong thirc xong roi nhan Enter, may hién ra #N/A c6
nghia la:

A. Tham chiéu 6 khong hop 18 B. Gia tri tham chiéu khong ton tai

C. Khong tham chiéu dén dugc ~ D. Tap hop rdng

Cau 41. Khi g8 cong thirc xong roi nhan Enter, may hién ra #REF! c6

nghia la:
A. Tham chiéu 6 khong hop 18 B. Gia tri tham chiéu khong ton tai
C. Khéng tham chiéu dén duoc D. Tap hop rong
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Céu 42. Khi chon trong muc Edit/ Paste Special chi muc Comments

dung dé:
A. Chép dinh dang B. Chép gia tri trong 6
C. Chép bé rong 6 D. Chép ghi cha

Cau 43. Khi dang 1am viéc vai Excel, ¢6 thé di chuyén tir sheet nay sang
sheet khac bing céch st dung cac phim hoic cac té hop phim:

A. Page Up, Page Down B. Ctrl + Page Up, Ctrl + Page Down

C.Ca A va B déu dung D.Ca A va B déu sai

Cau 44. Trong Excel, ham tinh gia tri 16n nhat trong céc 6 thuoc khdi 6
C12:C15 la:

A. Max C12:C15 B. Max(C12:C15)

C. Max(C12,C15) D. Max(C12;C15)

CAu 45. Trong Excel, dé luu tap tin dang mé dudi mot tén khéc, ta chon:

A. File/ Save As  B. File/ Save C. File/ New D. Edit/ Replace

Cau 46. Trong Excel, dé xuéng dong trong mot 6, ta sir dung t6 hop phim:

A. Alt + Enter  B. Spacebar + Enter  C. Shift + Enter D. Ctrl + Enter

Cau 47. Trong Excel, dé chén thém cot, ta chon lénh:

A. Format/ Columns B. Insert/ Rows

C. Insert/ Columns D. Insert/ Cells

Cau 48. Trong Excel, @& ma menu File, ta str dung to hop phim:

A.Ctrl+0O B.Ctrl + F C.Alt+F D.Alt+0O

Cau 49. Trong Excel, dé bat tit thanh cong thic, ta ding Iénh:

A. View/ Formular bar B. View/ Toolbars

C. View/ Status bar D. View/ Ruler

Cau 50. Trong Excel, muén kiém tra phién ban dang sir dung, ta chon:

A. Help/ Microsoft Excel Help B. Help/ About Microsoft Excel

C. Tools/ Help D. Edit/ Guide
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Chuwong 4
MICROSOFT POWERPOINT

|. BAI TAP THUC HANH
BAI 1: Lam quen véi PowerPoint

Muc tiéu

- Biét khoi dong phan mém PowerPoint.

- Biét tao méi va lwu mot bai trinh chiéu.

Y&u cdu cia bai thec hanh

- Khai dong va lam quen vaéi moi truong lam viéc cua PowerPoint.

- Tao mét bai trinh chiéu méi.

- Dat hinh nén cho bai trinh chiéu.

- Luu bai trinh chiéu 18n b nhé ngoai va déng bai trinh chiéu.

- M lai bai trinh chiéu d3 tao.

BAI 2: Dung PowerPoint dé soan mot bai trinh chiéu dé giéi thiéu vé

ban than.

Muc tiéu

- Biét cach thém slide méi vao bai trinh chiéu.

- Biét cach dinh dang phong chix, dinh dang doan, Ié trong hop vin ban trén
trang chiéu.

- Biét cach thém mot sé d6i twong vao trang chiéu nhu hop van ban, chit
nghé thuat, tiéu dé trén, tiéu dé dudi, sé trang, hinh v&, tranh anh, bang
biéu, 4m thanh; dong thoi hiéu chinh vi tri, kich thuéc va mot s cac
thugc tinh khéc cua cac ddi tuong do.

Y&u cdu cia bai thuc hanh

- Bai trinh chiéu duoc luu 1én bd nhé ngoai vai tén tép 1a Bai2.pptx.

- Bai trinh chiéu gom 7 slide dugc danh sb trang va chon tén tac gia 1a noi

dung cua tiéu dé dudi cua céc slide.
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- Slide 1 gém tiéu d&: “Giéi thiéu vé ban than” viét bang chir nghé thuat,

phia dudi c6 dé tén tac gia. Vi du nhu sau:

Téc gia: Nguvén Xuan Quvnh

Dia chi: Lop K59A khoa GDQP
Trueong DPHSP Ha Noi

P

Email: quynhnx@gmail.com

- Slide 2 khéi quat vé noi dung s& dugc trinh bay trong bai trinh chiéu;

gom thong tin ca nhan, sé thich, thanh tich hoc tap/cong viéc, qué quan.

Thanh tich hoc tap/cdng viéc
Qué huong

AWN=

- Slide 3 ¢6 nodi dung ghi trong hai cot: mot cot chen mot bac anh cua ban
than, mot cot ghi cac théng tin: Ho va tén, ngay thang nam sinh, qué

quan, khoa, l6p, truong dang hoc.

;
S ki SO ——————— g
Thoéng tin ca nhan| |

> Diachi: Lép K59A —Khoa
GDQP

» Quén Quan: Ba Vi. Ha Noi

- Slide 4 c6 noi dung gigi thiéu vé so thich bang van ban va ¢ chén hinh
anh hoac bai hat minh hoa cho s¢ thich.
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*$* Thich nghe nhac

Bai hat véu thich:

Bai ca ngwoi

gidao vién nhan dan

~

- Slide 5 ¢6 no dung gidi thiéu vé két qua hoc tap 1a mot bang diém hoc tap

gom nim cot véi tidu dé& cot 1a: STT, Tén moén hoc, Piém diéu kién,

Piém cudi ky, Piém trung binh mén. Céc tiéu dé nay duogc cin giita trong

cot tuong tng. CAc dir liéu trong cac cot STT, Diém diéu kién, Biém cudi

ky, Diém trung binh mén duoc can 18 giira, con cac dit liéu trong cot Tén

moén hoc duoc can 1& déu hai bén.

STT
1
2 Van 8
3 Anh o

- Slide 6 c6 noi dung gidi thiéu vé qué quéan bang cach chén mét doan clip

tu lam.

Qué kwong

> |

<l > 000000

L P

- Slide 7: Két thic bai gioi thiéu hién thi mot 161 chao véi ndi dung “Rét

vui dugc 1am quen véi tit ca cac ban” viét bang chir nghé thuat, va dung

cdng cu v& hinh trong PowerPoint dé v& mot hinh mat nguoi cudi.
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BAI 3: Thiét 1ap hiéu tng cho cac doi twong, tao lién két cho cac slide
ciia bai trinh chiéu

Muc tiéu:

- Biét c4ch tao hiéu tmg cho cac dbi tuong cd trén trang chiéu nhu hiéu tng
bién mat, hiéu @ng xuat hién hay hiéu tng nhan manh.

- Biét cach tao lién I1ét cho cac slide.

Yéu cau:

- Mo tép “Bai2.pptx” da thiét ké trong Bai thuc hanh 2.

- Tao hiéu &ng xuat hién cho cac ddi tuong trén ting slide (hiéu ang tly
chon).

- O slide 2, mdi noi dung duoc lién két dén cac slide twong @ng.

Gi&i thiéu vé ban than

A WN =

- O slide 3, tén qué quan dugc lién két téi slide 6 cua bai thuc hanh, phan

tén truong duoc lién két téi website cua truong.
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- Dudéi mdi trang déu c6 cac ndt bam: quay vé slide dau, quay vé slide vira
xem trudc do, chuyén dén slide tiép theo va chuyén dén slide cudi cung.

Bai thuc hanh lam thém

Bai 4: Dung chuong trinh Microsoft Office PowerPoint dé tao ra mot bai
giang ngin (khoang 10 — 12 slide) mé ta cac thao tac co ban khi day vé phan
mém nay.

Bai 5: Anh (chi) dung chuong trinh PowerPoint tao mot bai trinh chiéu
khong quéa 20 slide giéi thiéu vé trudong Pai hoc Canh st nhan dan.

Bai 6: Anh (chi) ding chuong trinh PowerPoint dé soan mot bai giang (tir 15
— 20 slides) vé mot cha dé c6 lién quan toi ndi dung nganh hoc cua anh (chi).

II. CAU HOI TRAC NGHIEM

Cau 1: Trong PowerPoint, thé Transitions dé thuc hién

A. Pinh dang mau nén cho Slide. B. Hiéu tng cho Auto Shapes.

C. Hiéu tng chuyén tiép Slide. D. Trinh dién.

Cau 2: Trong PowerPoint, phim chtic niang nao dé trinh dién tir slide
dau tién:

A. F4. B. F5. C. F6. D. F10.

Cau 3: Trong PowerPoint, thao tdc nao cho phép thuc hién trinh dién tu

slide hién tai
A. F5. B. Slide Show\Show.
C. View\Slide show. D. Kich EEE | duai khung bén phai.

Cau 4: Trong PowerPoint, 1énh nao sau day chén thém Slide méi tréng
A. Insert\Slide. B. Insert\Duplicate Slide.

C. Insert\New Slide. D. Insert\ File.

Cau 5: Trong PowerPoint, thé Animations dé thuc hién

A. binh font. B. binh maunén.  C.Tao hiéu tng. D. Trinh dién.

Cau 6: Khi sir dung PowerPoint, nhan t6 hop phim Ctrl + N s& c6 tic dung
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A. M& mot tép méi. B. Chen vao moét Slide mai.

C. Di chuyén dén Slide dau tién. D. Chen vao mét siéu lién két.

Cau 7: Khi str dung PowerPoint, nhin phim shift dong thoi véi phim F5 ¢
tac dung:

A. Bit dau Show tir slide hién hanh. B. Luu tép dang soan thao vao dia.

C. Chen vao mét siéu lién két. D. Bit dau Show tur slide 1.

Cau 8: Trong PowerPoint

A. Khi ta thay doi font chit cia mot slide thi font chir trong mot slide khéc
ciing thay doi.

B. Ta khong thé thay doi font chit trong toan bo mot slide.

C. Ta khong thé thay d6i mau cua text.

D Cabacau (A), (B), (C) sai.

Cau 9: Sau khi da thiét ké xong bai trinh dién, cach 1am nao sau diy khong
phai dé trinh chiéu ngay bai trinh dién d6?

A. Chon Slide Show -> Custom Show B. Chon Slide Show -> View Show

C. Chon View -> Slide Show D. Nhan phim F5

Cau 10: Thao tac chon File -> Close dung dé

A. luu tap tin hién tai B. mé mét tap tin nao do

C. Bong tap tin hién tai D. thoat khoi Powerpoint

Cau 11: Sau khi da chon mot doan van ban, cach nao sau day khong phai
dé 1am mat di doan van ban d6?

A. Nhan t6 hop phim Alt + X.

B. Nhip chudt trai vao nat 1énh Cut (biéu tuong 1a céi kéo) trén thanh
cong cu.

C. Nhan phim Delete.

D. Chon Edit -> Cut.
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Cau 12: Pang trinh chiéu mot bai trinh dién, muén dung trinh dién ta

nhan phim
A. Tab B. Esc
C. Home D. End

Cau 13: Muén mé mot tap tin da ton tai trén dia, dau tién ta phai

A. Chon File -> Open B. Chon File -> New

C. Chon File -> Save D. Chon File -> Save As

Cau 14: bé dinh dang dong chir “Gido an dién ta” thanh “Gido an dién ta”
(Kiéu chir dam, nghiéng, gach dudi), toan bo cac thao tac phai thuc hién 1a

A. Pua con tré vin ban vao giita dong chit d6, nhan Ctrl + U, Ctrl + | va
Ctrl+ B

B. Dua con tro vin ban vao giita dong chit do, nhin Ctrl + B, Ctrl + U va
Ctrl +1

C. Chon dong chit d6, nhan Ctrl + U, Ctrl + | va Ctrl + B
D. Nhan Ctrl + U, Ctrl + 1 va Ctrl + B

Cau 15: Bé luu lai tap tin GADT.PPTX dang mo, ta c6 thé
A. Chon File -> Save

B. Chon File -> Save As

C. Chon File -> Save hoic File -> Save As déu duoc

D. Chon File -> Close

Cau 16: Dé huay bo thao tac vira thuc hién ta nhan té hop phim
A. Ctrl + X B.Ctrl +Z
C.Ctrl+C D. Ctrl + V

CAau 17: Thao tac chon File -> Open 1a dé

A. M& mdt presentation da co trén dia

B. Tao mdi mot presentation dé thiét ké bai trinh dién

C. Luu lai presentation dang thiét ké
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D. Luu lai presentation dang thiét ké vai mot tén khéc

Cau 18: Trong khi thiét ké gido an dién tir, thuc hién thao tac chon Insert ->
New Slide 1a dé

A. Chén thém mot slide méi vao ngay trudc slide hién hanh

B. Chén thém mot slide mai vao ngay sau slide hién hanh

C. Chén thém mot slide mai vao ngay trude slide dau tién

D. Chén thém mét slide méi vao ngay sau slide cudi cling

Cau 19: bé tao mot slide giéng hét nhu slide hién hanh ma khdng phai thiét
ké lai, nguoi st dung

A. Chon Insert -> Duplicate B. Chon Insert -> New Slide

C. Chon Insert -> Duplicate Slide D. Khéng thuc hién duoc

Cau 20: Bé can 1é cho mot doan van ban nao do6 trong gido an dién tir dang
thiét ké, trudc tién ta phai

A. Pua con tro vin ban vao giita doan vian ban can can 1¢

B. Chon ca doan vin ban can can 1&

C. Chon mot dong bat ky trong doan vin ban can can 1¢

D. Ca 3 cach néu trong cau nay déu ding

Cau 21: Muén xo6a slide hién thoi khoi gido an dién tir, nguoi thiét ké phai

A. Chon tit ca cac ddi tuong trén slide va nhan phim Delete.

B. Chon tat ca cac d6i twong trén slide va nhan phim Backspace.

C. Chon Edit -> Delete Slide.

D. Nhan chuét phai 1én slide va chon Delete.

Cau 22: Pé luu mot doan van ban di duoc chon vao ving nhg dém
(clipboard) ma khdng 1am mat di doan van ban dé ta nhan té hop phim

A. Ctrl + X B.Ctrl + Z

C.Ctrl+C D.Ctrl + V
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Cau 23: Pang thiét ké gido an dién tir, trudc khi thoat khoi PowerPoint néu
nguoi str dung chua luu lai tap tin thi may sé hién mot thong bao. Bé luu lai tap
tin nay ta sé kich chugt trai vao nat nao trong bang thong bao nay?

A. NUt Yes B. Nut No

C. Nut Cancel D. Nut Save

Cau 24: Mudn sao chép mot phan caa doan vin ban trong mot Text Box,
ta phai

A. Chon phan vin ban can sao chép, nhan Ctrl + C roi dua con tro van ban
dén vi tri can sao chép, nhan Ctrl + V

B. Chon phén vin ban can sao chép, nhan Ctrl + V rdi dua con tré vin ban

dén vi tri can sao chép, nhan Ctrl + C

C. Chon Text Box chira doan vin ban do, nhan Ctrl + C roi dua con tro van

ban dén vi tri can sao chép, nhan Ctrl + V

D. Chon Text Box chita doan vin ban d6, nhan Ctrl + V rdi dua con tro van

ban dén vj tri can sao chép, nhan Ctrl + C

Céu 25: Khi thuc hién thao tac chon Insert -> Movies and Sounds nguoi
str dung

A. Chi duogc phép chén hinh anh vao gido an

B. Chi dugc phép chén &m thanh vao giéo an

C. Chi duogc phép chén phim vao gido an

D. C6 thé chén am thanh hoic phim vao gi4o an

Cau 26: Sau khi da chon mot s6 dbi tugng trén slide hién hanh, nhan té hop
phim nao sau day s& lam mat di cac d6i twong d6?

A. Alt + X B. Shift + X

C.Ctrl + X D. Ctrl + Shift + X

Cau 27: Thuc hién thao tac chon Slide Show -> Custom Animation 1a dé

A. Tao hiéu tmg dong cho mot ddi tugng trong slide

B. Tao hiéu tng chuyén trang cho céc slide trong bai trinh dién
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C. Pua hinh anh hozc 4m thanh vao bai trinh dién

D. binh dang céch bé tri cac khdi van ban, hinh anh, d6 thi ... cho mét slide

Cau 28: PowerPoint cho phép ngudi sir dung thiét ké mot slide chu chua
cac dinh dang chung cua toan bo cac slide trong bai trinh dién. Dé thuc hién diéu
nay, nguoi dung phai

A. chon Insert -> Master Slide

B. chon Insert -> Slide Master

C. chon View -> Master -> Slide Master

D. chon View -> Slide Master

Cau 29: Chon cau sai trong cac cau sau, Trong khi thiét ké gido 4n dién tur
bing PowerPoint,

A. Khong thé tao chi sé trén (vi du s6 2 trong X2) nhu trong MS-Word

B. C6 thé sao chép (copy/paste) mot doan van ban tir tap tin Word sang

C. C6 thé dung WordArt dé tao chir nghé thuat trang tri cho giéo an

D. C6 thé chén céc biéu d6 vao gido an dién tir

Cau 30: May tinh dang két ndi Internet, str dung siéu lién két (Hyperlink)
s& cho phép ngudi dung lién két dén

A. Chi cac tap tin c6 sin trong cac 6 dia cuia may tinh dang soan thao

B. Chi cac slide da co trong giao an dang soan thao

C. Chi céac trang Web c06 trén mang

D. Tat ca cac tap tin, cac slide dd c6 trong mdy va cac trang Web

Cau 31: Mudn md mot tap tin da ton tai trén dia, sau khi khoi dong
PowerPoint ta nhan t6 hop phim

A.Ctrl + O B. Ctrl + N

C.Ctrl+S D.Ctrl + C

Cau 32: Khi dang trinh chiéu (Slide Show) mét bai trinh dién, mudn
chuyén sang man hinh cua mot chuong trinh ¢tng dung khac (43 mo trude) dé

minh hoa ma khéng két thic viéc trinh chiéu, ta phai
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A. Nhan t6 hop phim Ctrl + Tab B. Nhan t6 hop phim Shift + Tab

C. Nhan t hop phim Alt + Tab D. Nhan té hop phim Esc + Tab

Cau 33: Chon phat biéu sai:

A. Khi tao hiéu tng dong cho mét khéi vin ban ta cé thé cho xuat hién lan
lwot tirng tir trong khdi van ban khi trinh chiéu

B. Sau khi d3 tao hiéu tmg dong cho mot dbi twong nao do6 ta khong thé
thay doi kiéu hiéu tmg cho dbi tuong do

C. C6 thé thyc hién hiéu tng chuyén trang cho 1 slide bat ky trong bai
trinh dién

D. C6 thé thuc hién hiéu ung chuyén trang cho tat ca céc slide trong bai
trinh dién

Cau 34: Am thanh dua vao bai trinh dién

A. Thuc hién duoc chi khi tao hiéu tng dong cho d6i twong trong slide.

B. Thuc hién duoc chi khi tao hiéu &ng chuyén trang giira céc slide.

C. Thuc hién dugc ca khi tao hiéu tng dong va hiéu ing chuyén trang.

D. Khéng thuc hién dugc ca khi tao hiéu ung dong va hiéu ang
chuyén trang.

Cau 35. Sau khi thiét ké xong bai trinh dién, cach nao sau day khong phai
dé trinh chiéu ngay bai trinh dién d6?

A. Nhan phim F5 B. Chon Slide Show -> Chon Cusstom Show

C. Chon View -> Chon Slide Show D. Chon Slide Show -> Chon

View Show
Cau 36. Muébn xo04 di mét cot bang biéu trong Slide hién hanh ta thuc
hién Iénh:
A. Chon cot d6, nhan chudt phai 1én ving dd chon va chon Delete columns
B. Nhan chudt phai I&n viing bat ky thudc cot d6 va nhan phim Delete
C. Pua tré vao van ban vao & bat ky thuoc cot dé va nhan phim Delete
D. Chon cot 6, nhan chudt phai 1én ving da chon va nhan phim Delete
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Cau 37. Bé huy bo thao tac vira thyuc hién ta nhan té hop phim:

A. CTRL+Z B. CTRL+C

C. CTRL+X D. CTRL+V

Cau 38. Bé dua ho tén cuia minh vao cubi mdi slide 1am tiéu dé chan trang,
nguoi thiét k& phai:

A. Chon view -> chon Header and Footer-> Chon thé Slide, nhap ho tén
vao hop thoai FOOTER va nhan Apply to All.

B. Chon Chon view -> chon Header and Footer-> Chon thé Slide, nhap ho
tén vao hop thoai FOOTER va nhan Apply

C. Chon Insert -> chon Header and Footer-> Chon thé Slide, nhap ho tén
vao hop thoai FOOTER va nhan Apply to All

D. Chon Insert -> chon Header and Footer-> Chon thé Slide, nhap ho tén
vao hop thoai FOOTER va nhan Apply

Cau 39. Tai mot Slide hién hanh ta bam delete (trén ban phim) lénh nay sé:

A. Thém slide B. Thém slide hién thoi

C. Xoa slide do D. khdng thuc hién

Cau 40. Pé tao mot slide giéng hét slide hién hanh ma khong phai thiét ké
lai, ngudi sir dung can chon:

A. Vao Insert -> chon New slide B. Vao Insert -> chon Duplicate

C. Vao Insert-> chon Duplicate slide  D. Khong thuc hién dugc

Cau 41. Thém 1 slide réng ta thuc hién:

A. Insert-> Tab B. Insert -> Picture slide

C. Insert-> new slide D. Insert-> duplicate slide

Cau 42. Sau khi thiét két song mot gido an dién tir, do sé luong slide qué
nhiéu, néu anh (chi) muén in 6 slide trén 1 trang ta thuc hién Iénh nao sau day ?

A. Chon File-> chon print -> Chon Print Whats -> Chon Handouts

B. Chon Format -> print whats-> Chon Handouts

C. Chon File ->chon print ->Chon Handouts
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D. Chon Insert ->Chon print whats-> Chon Handouts
Cau 43. Mudn chit “Powerpoint” trong mot vin ban dinh dang thanh

Powerpoint” ta:
A. Chi béi den chir Power nhan t6 hgp phim CTRL+U.

B. Nhan t6 hop phim CTRL+U+B

C. Pua con tro vin ban dén chir “Powerpoint” va nhan to6 hop phim
CTRL+U

D. Nhan t6 hop phim CTRL+B

Cau 44. Mubn xo4 Slide hién thoi khoi gido an dién tir, nguoi thiét ké phai:

A. Chon Edit -> Chon Delete Slide

B. Chon tat ca cac ddi tugng trén Slede va nhan Backspace.

C. Nhan chudt phai 1&n slide va chon Delete Slide

D. Chon tat ca cac d6i twong trén Slide va nhan Delete

Cau 45. bé thiét 1ap théng sé trang in ta tuc hién

A. Chon File -> Chon Preview B. Chon File -> Chon Properties

C. Chon File -> Chon Page Setup D. Chon File -> Chon print

Cau 46. Sau khi chon Format -> chon Slide Design, néu chon mét mau
(Design Template) nao d6 dé tao kiéu thiét ké chung cho cac slide thi sau d6 ngui
stir dung:

A. Khéng thé dinh dang mau chit, kiéu chit trong slide.

B. Chi c6 thé thay doi kiéu thiét ké cho tat ca cac slide.

C. CO6 thé thay doi kiéu thiét ké cho tirng Slide.

D. Khéng thé dinh dang mau hoic hoa vin trong Slide.

Cau 47. Khi tao hiéu ung dong cho 2 dbi twong A va B trong mot Slide,
nguoi thiét ké da xac 1ap thoi gian dé B tu dong xuat hién sau A 1a 5 gidy. Vay
khi trinh chiéu:

A. Khi A di xuét hién, ¢t 5 gidy sau thi B Xuat hién 1 1an
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B. Sau khi A xuat hién néu nguoi sa dung nhap chuét thi B lap tac
xuat hién

C. B ludn ludn xuét hién sau A 13 5 gidy khi ngudi st dung c6 nhap chuot
hay khong

D. Khi A d3 xuat hién néu nguoi st dung nhap chuét thi 5 gidy sau B méi
xuét hién.

Cau 48. Thao tac chon Slide Show -> Custom Animation 13 dé tao
hiéu ang:

A. Chi cho déi twong la khéi vin ban

B. Chi cho di tuong 1a khéi van ban va hinh anh

C. Chi cho d6i twong I hinh anh.

D. Cho tat ca cac dbi tuong

Cau 49. Lénh tir t6 hop phim CTRL+N trong chwong trinh Microsoft
Powerpoint nham dé:

A. Khong thuc hién duoc B. Mo Presentation da co

C. Pong 1 Presentation D. Tao Presentation mai

Cau 50. Vao Slide show -> Slide Transition -> Chon Automaticcally after
00:05 gidy bam Apply to all slide s& thuc hién dugc [énh trinh chiéu:

A. Mbi Slide duoc trinh chiéu 00:05 gidy bat dau tir Slide hién hanh duoc
trinh chiéu.

B. Chi can kich chudt mét lan Slide dugc trinh chiéu 00:05 gidy bat dau tir
Slide hién hanh duoc trinh chiéu

C. Céc Slide khong tu dong trinh chiéu.

D. Cé4c Slide phai tuan thu sy theo trinh tu 12 trinh chiéu 1au hon 00:05 giay
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