Ti t1+2+3: Giaoans 1-S ti t3-T ngs gi gingO0
BAI 1. LAMQUENYVY INGH TINH CV NPHONG

BAI2.NH NGKI NTH CC S
Sonngay 02 thang 10 m 2008

. M ctiéu:
Ki nth ¢
Bi t cvaitro, vtric atin hcv nphongtrong is ng;
Bi t Cc m ctiéu, ni dung ch ng trinh ngh; cac bin phdp mb o
an toan va vsinh moi tr ng;
Bi t ccacthanhpmc bncagiaodinh 1 uhanh Windows;
Lamvi ¢ ctrong mdi tr ng Windows, phan bi ccac it ng
va lam ch cac thao tac v chu t
Nm ctmaquantrngcaTinhcv nphong
Lam ch c cac thao tac v chu t
Lam vi ¢ trong méi tr ng Windows, phan bt ccac it ngtrong
Windows
K n ng
Lam ch cé&c thao tac v chu t;
Lam vi ¢ trong méi tr ng Windows, phan bt ccac tt ngtrong
windows
II.Baim i

TG | N |1 DUNG | PH NG PHAP

BAI1. LAMQUENV INGH TINH CV NPHONG

1.Tinh cva ngd ngc atinh ctrong
is ng. Thuy t trinh
Hi n nay cong nghthdéng tin ang dn thay
th nh ng cbng c truy n th ng, gop phn
thdc ys phattrintrénttc caclnhv c
khoa hc, k thut, gidodc, kinht,xahi...
2. Tinh cv icbng tac v n phong.
- Cong ngh théng tin co nh h ngrtl n
n cong vic trong vn phong.
- Cac may tinh thay th ng thi cho cac
may ch, may tinh bm tay va cacth s,
fax, th i nt thay th mt phn cac cong
vV n..
- Cac phn mm son tho vn bn va cag
thit b in g nvimay tinh cho phép nhanh
chong th ¢ hi n cac cong vic v n phong
- Nhi umay tinh  cktn iv inhauthdng
qgua mng cc b va kt ni mng Internet
giap cho vic trao i théng tin din ra nhanh




chong.

3. Vaitrovav tric aTin h c v n phong
trongs nxu tva is ng.
-Huhtcachot ngvnphong ulién
guan n may tinh va cac ph mm son
th o.

- Tin h ¢ v n phong gitp cho céng \d co
hi uqu h n,kinht h n

- Tin h ¢ v n phong khong ththi u trong x&
h i ngay nay

BAI2.NH NGKI NTH CC S
1.H i uhanhlagi?
-H iuhanhlatp hpcdt chc cac Thuy ttrinh

ch ng trinh thanh nt h th ng v i nhi m
V. mbogiaotipgi ang idungva may
tinh, cung cp cac ph ngtinvadch v
ng i s dng d dang thc hin ch ng
trinh, qun i ch't ch# tai nguyén ca may
tinh, t chl ¢ khai thac ching nt cach hiu
qu .
-H i uhanh Windows la h i u hanh a
nhim (timtthi imcdth thc hin
nhi u céng vic hay chy nhi u ch ng trinh
khac nhau.)
-Giaodinving is d nglagiao din
ho tr cquand id ngcaccas
2. Thaotacvichu t.

Di chu t

Nhay chut

Nhay up chut

Nhay nat phi chu t

Kéo th chut
3. Méitr ng Windows.
a)C as b ngchn.
Trong Windows ng i dung thc hin cac
cong victhbngquacacas.
b) B ng ch n Start va thanh cong \a.
- B ng chn Start cha mi nhdm | nh cn
thit s d ng Windows
- Thanh cbng vic cha biu t ng cac
ch ngtrinh angm
c) Chuyn ic as lamvic.

Th ¢ hi n1trong cac cach sau:

Thuy t trinh, mo t




- Nhay vao biut ng ch ng trinh t ng
I ng trén thanh cong w

- Nhdy chutvao mtv tribtkitréncas
mu n kich hot

- Nh n gi phim Alt va nhn phim Tab cho
tich ngtrinhnmunchn

Hot ng3:Th chanh
N idung th c hanh.
1. Luy n cac thao tac chu
2. Timhi uynghacacacbiut ngtrén man hinh lam \¢
3. Phan bit cac thanh pm trong méi tr ng Windows. Tim hiu c a s va cacg
b ngchn
lamvicvic as

Ti t4+5+6: Gidoans 2-S ti t3-T ngs gi aging3
BAI3.LAMVI CV IT PVATH M!C
Sonngay 10 thang 10 mm2008

. M ctiéu:

Ki nth ¢
Hi u ccacht chl cthdng tin phan @ trén a;
Onlivaluy ntpcacthaotacvt pvath m c;

K n ng
Th ¢ hanh thanh tlo cac thao tac: xem,d mi, i tén, xo4, sao
chép...tpvath mc
S d ng chutthanh tho

. " n nhl p.

lIl. Ki #mtrabaic$: H i uhanhlagi?

IV. Baim i:

TG | N | DUNG | PH NG PHAP

Hot ng1: T ch cthongtintrén may tinh
-H i uhanht chc thGng tin trén a
thanh cadh m c. Th mc ¢t ch c| Thuy ttrinh
phan cp, mMc trén cung c gi lath
m cg c,dovycacht chl c nay con gila




t ch ccay

- Cac thao tac thong thngv ith m c:
m ,t o m i, sao chép, di chuy, xoa, i
tén...

Hot ng2.Lamvicvitpvath mc
1.Chn it%ng.
Th mc va tp c gi chung la i
t ng.$it ng cchnst cboil-Thuyttrinh

en.

-$ chn it ng: Nhay chut i
t ng o

-$ loib%k tqu ch n: Nhay chut bén
ngoai it ng O.

-$ chn ngthinhiu it ng lién
ti p nhau: Nhay vao it ng u tién,
nh n gi phimShift va nhay vao it ng
Cu i cung.

-$ chn ngthinhiu it ng:Nhn
gi phimCtrl va nhay vao&ng it ng
c n ch n. Khi khébng munchn it ng
adchnchcnnhay chutvao it ng
0.

2. Xemt ch ccactpvath m ctrén
&a.

- Co th dung My Computer He Windows
Explorer xem tai nguyén trén may tinh.

s
« C1: Nhay Up vao biu t ng ===
(My Computer)

- Chnnat*=—"""  (Folder) Tré
thanh cong c.
( C2: Nhay chut phi vao Start
Explore
-$ m mtth mcvahinth cacth m c bén
trong no ta £ng co th nhdy Up chutlén tén héc
biut ngcath mc
3. Xemnidungth m c
- Nhay chut biut nghdcténcath
m C.
- Nhay nat View xem nidungth mc
v icacmc chiti t khac nhau.
-N uth mccoth m cconnhay du (+)
hi n th

- Minh ho b*ngvid

- Thuy t trinh

- Minh ho b*ng vi d

- Thuy t trinh

n- Minh ho b*ng vid

- Thuy t trinh

- Minh ho b*ng vi d




- Nhay nat Back hinth | ith m cv&
xemtr ¢ O0.NhaynatUp xemth mc
m+c ath mc ang chinth
4.Toth mcmii

M th m cta €t obéntrong nd

- C1: File\New, chn Folder.
- C2: Chut phi ti kho ng chng, chn

New, ch n Folder.

GOténchothm cm it ovanhn Enter.
5.$ iténtphd'cth mc

-Chnth mcmun itén

- File/ Rename

- GO tén mir i Enter.

*T p angm mun iténphi ongli
6. Saochéptpho cth m c.

-,- nfile/fth muc c n sao chép.

- Edit\Copy (CTRL+C)

-M th mchdc anichhath mc
v&a sao chép cm Edit/ Paste.
7.Dichuyint pho'cth m c

-.,- nfile/th muc c n di chuyn.

- Edit\Cut (CTRL+X)

-M th mchdc anichtath mc
v&a ch n Edit/Paste.

8. Xoatphocth m c.

- ,- nfile/th muc c n xoa.
- File\Delete
- Windows hin th mt h p thoi: ch n

Yes xo0a,chnNo b%

9. Khoéi ph ¢ ho ¢ xoa {ncactp vath
m ¢ ab xoa.

- Nhay upvao biut ng Recycle Bin
-Chn it ngmun kh6i phc (hd'c xoa
h/n)

- Nhay File/Restore  khdi phc hd'c
File/Delete xo& Hn

$ lam sch strac m Recycle Bin va m
Empty the Recycle Bin. Nt mu n khoi
ph c toan b nhay Restore all

- Thuy t trinh

- Minh ho b*ng vi d

- Thuy t trinh

- Minh ho b*ng vi d

- Thuy t trinh

- Minh ho b*ng vi d

- Thuy t trinh

- Minh ho b*ngvid

- Thuy t trinh

- Minh ho b*ngvid




llI. S) d ngnat phichu t
$ s dngbngchntttathchin
1. Nhay chut philén it ng, bng
chnttsuthin
2. Di chuyn chut trén bng chn tt
nlnhcnchn
Nhay chut (trdi) chnlnht ng!ngva
a thém cac thong tin o ¢ n thi t.

Hot ng3:Th chanh
-Xemt ch c théng tin trén may.
-Th chincacthaotacvt pvath mc
-Quan sat, h ng dn

$anh gia , nhn xét rat kinh Nghim € @ QIA0 VIEN .........vviviiiiiiiieeieie e e

Ti t7+8+9: Gidoans 3-S ti t3-T ngs gi aging6
BAI4. M TS* TINHN NG KHAC TRONG WINDOWS
Sonngay 15 thang 10 nm 2008

. M ctiéu:
Ki nth c
Hi u kh&i nim ngtt
K n ng
Bi tkh i ngvaktthuc cac ch ng trinh;
Bi tto ngtt;
N m c¢mts tinh nngkhac trong Windows: mtai li um i m
gn ay,timkimth mcvatp
. " n nhl p.
lll. Ki #m tra bai c$: Ki mtramts thaotacvit pvath m ctrén may
V. Baim i:

TG | N | DUNG | PH NG PHAP
Hot ng1:Kh+i ngvaktthdcch, ngtrinh
1. Kh+i ng
C1: Dung bng ch n Start. Thuy t trinh

- Nhay Start/All Programs di chug n|Minhha
nhom cthach ngtrinhcnkhi ng.

- Nhay vao ch ng trinh cn khi ng
trong nhom

C2: Nhay up chut vao biut ng ca
ch ng trinh.

2. K tthac

Ch n mt trong cac cach sau k t thac




ch ng trinh:
Nhay File/Exit (hdc File/Close)
Nhay nut CloseX) t i goc trén bén
ph i man hinh
Nhay chutphit itén ch ng trinh trén
thanh cong vic ch n Close (Nhn Alt + F4)

Hot ng2: To ng t-t (truy c. p nhanh)

- Dung nat phi chu t kéo th t p ra man

hinh lam vic - Thuy t trinh
-Trongbngchnttxuthi nchn Create
Shortcut Here - Minh ho b*ng vi d

Hot ng3: M+m ttaili um im+g/n ay

Nhay Start/My Recent Documents va nhay Thuy t trinh
vao tén tp - Minh ho b*ng vi d

Hot ng4: Timmtt phayth m c

1. Nhay Start/Search
2. L a chn cho vic tim ki m. Cung| - Thuy ttrinh
Cc pténtp hayth m ¢ mu ntim.
3. Nhay Search - Minh ho b*ng vi d
*L uy: Coth h nch phmvitimki m:
Tim hinh nh. Chn Pictures
music, or video
Tim v n b n. Ch n Documents
Ch n Computer or people tim
may tinh trong rng

Hot ng5Th chanh

1. Kh i ng va kt thdc ch ng trinh - H ngdn
I'ngdng - Gi ithich
2. To ngtt

3 M mttaiiumim gn ay.
Timki mtpvath mc

$anh gia , nhn xét rat kinh Nnghim € @ QIA0 VIEN ........uuviiiiiiiiiiiiieii i mmmme e

Ti t10+11+12: Giaoans4-S ti t3-T ngs gi aging?9
BAI 5. CONTROL PANELVAVI CTHI TOLTH TH* NG
Sonngay 25 thang 10 nm 2008
. M ctiéu:

Ki nth ¢
Hi u cmts ch cnngc a Control Panel.
Nm cnidungcamts thit"th thng ngin.

K n ng



Thay i cmts tulbin ngintrong Windows.
Co kh n ngcai" t may in trong Windows.

. " n nhl p.

lll. Ki #m tra bai c¢$: Khong

V. Baim i:

TT | N | DUNG | PH NG PHAP

Ho t ng 1:. Control Panel.

- Control Panel la ntt p h p cac ch ng
trinh dung cai "t cac tham sh th ng. | Thuy ttrinh
- Nhay Start/ Control Panel m c a s |Minhha
Control Panel.
- $ k't thic Control Panel tle hin mt
trong cac cach sau:

Nhay File/Close trén thanhihg ch n

Nhay nut CloseX)

Nh n Alt + F4

Hot ng2: Mts thit'th th ng

1. Thay ithu ctinh man hinhnn
- Chn Control Panel/Appearance and - Thuy t trinh
themes/Display khh  ng Display xu't

hin <ca s Display  Properties - Minh ho b*ngvid
- Trong trang Desktop: Thay i man hinh
nn:

Ch n mt nh trong hp Backgroung
ha'c nhay vao nat Browse tim nh  lam
man hinh nn

Nhay Apply/Ok

- Trong h p Screen Save"t tr ng thai
ngh b ov man hinh:

Ch n hinh nh ¢ a man hinh nghrong
danh sach

Nhay Settings s a .

Nhay Preview xem tr c tr ng thai

achn

Trong hp Wait "t s th i gian (phut)
quy nh bt u trng thai ngh c a man
hinh.

Nhay OK
* Thao tac nhanh:

Céac thit " tv man hinh c6 thth ¢ hi n sau
khi nhay chut phi lén mt ch2 tr ng trén
man hinh lam vic va ch n Properties.




2. Thit ' tcacthbngs khuv ¢
Ch ng trinh Regional Settings cho phép
thi t " t cac tham skhu v c.
- Nhay Control Panel/Date, time, Language,
and Regional Options.

Trong h p tho i Date, time, Language, and
Regional Options co ththay ith igian va
ngay thang, quy cach mth...

Hot ng3: Cai' tmayin

1. Nhay Start/printers and Faxes/Add a |- Thuy ttrinh
printer. Xut hin hp thoi Printer - Minh ho b*ng vi d
Wizard. Nhay Next.

2. Tuan theo cac ¢ldon trén man hinh:

- Chn Local printer attached to this
computernumayin cnitr ctip
vao may tinh

- Ch n A network printer, or a printer
attached to another computemun 6 la
may in mng

- Nhay Next

3 Nh p tén (name), a ch (Url) cho may
in m ng hd'c ch n Browse for a printer

xac nh may in. Nhay Next

4. Ch nmay in. Nhay Next/Yes.

5. Ch n Yes/Next.

6. Nhay Finish k t thac.

Hot ng4: Th chanh

- Khi ngvasdngmts ch ng

trinh trong Control Panel Quan sat, h ng dn
- Thay imts thit"th thng n

gin
- Cai may in

Hot ng5C ngc

Nh clicac khdinimc b n:
- M ts ch cnngca Control Panel
- Thay inhanh va chinh xac cac tham
S ngincah thng
- Cai"t cmayin




Ti t13+14+15: Giaoans5-S ti t3-T ngs gi aging12
BAI 6. ONT2P VATH3 CHANH T" NG H4 P
Sonngay 2 thang 11 m 2008

. M ctiéu:
Ki nth ¢
Thanh tho trong cac giaotpc b nv ih i uhanh Windows
K n ng
Th chinttmts thaotaccb n lamvi c trong Windows
. " n nhl p.
lll. Ki #m tra bai c¢$: Khong
IV.Baim i:
TT | N 1 DUNG | PH NG PHAP

Hot ngl: N idungth c hanh, éntp.

H csinhtholunvatr | icaccau

hobdn t p ma giao vién ara. Thuy t trinh
Lam cac baitp phn1va?2 Minh h a

Th chanhtrén may ppn3 nphn9..

Hot ng2: T chcontp

1. Kh i ngWindows 98
Nhdy Up chut vao biu t ng My | Th c hanh trén may
Computer tré man hinfDesktop. Nhay
chut phi vao aC: xem dungH ngdnth chanh
| ngca a, 4s d ngbao nhiéu vaNh nxet, anh gia
con tr ng bao nhiéu. Bhg cacht ng t
ta c6 th xem dung | ng, ngay thang
t ol p, cacthuctinh cat p tin hay th
m c b tkl.

2. Nhay up chutvao aC:. xémni
dung ca no. Sau 6 nhay up chut vao
th m cMy Document,t o m im tth
m ¢ cO tén Thuc hanh” trongth m c
hi n th i (My Document).

3. Totipha th mc “Bai tap 1" va
“Bai tap 2’ trong th m ¢ “Thuc hanh’
v&at o. Quay tr v My Computer.

4. Nhay up chut vao aD: m

a. Copy mtt ptinhayth m cbtkl
cotrong aD:vaoth m c “Baitap
1. Sau O dichuynth m c haytp tin
véa mi copy & th m c “Bai tap 1"
sang th m c “Bai tap 2.

5. Quay tr | ith m c My Document va




xoa th m ¢ Thuc hanh vao thung rac.
Sau 6vao biut ngthungrac Kkhoi
phcli.

6. Tr v man hinhDesktop, nhay chut
ph i vao n n man hinh, chn Properties,
ch nli nhnn,chnman hinh icho
may.

7.S dng cHc nng tim kim ca
Windows tim xem c6 tp tin hay th
m C nao co témMhuc hanht ntitrén

a C: hay khdéng. (nhay cha vao nut
Start, chn Find/Files and Folder, anh
ténth m c hatptincntim)

8. Tim hiu cac chc nng hin th c a
thanh Task bar. Di chuy n thanh Task
bar n cac bién ca man hinhritr v
v tric).

9. Nhay chut vao nut Start, chn
Programs, ch n Accessories chn
Games chn mt trong 4 tro chi va
chith .

10.Thoat k®bWindows va t t h/ n may.

Hot ng3: T ch cth chanh

H c sinhInl tth c hanh cac n | Quan sat, h ng dn
dung& mc3 nmc 9 theo h ng dn
C a giao vién.

Gido vién quan sat, hng dn, gi i

ap cacthcmcc ah csinh

Hot ng4:.T ngkt, &nhgiabaith c hanh

Giao vién nhn xét anh gia kt qu bai
th ¢ hanh:

- M!c hiuva phéan bit cmt
s thanh phn ¢ b n c a Windows,
cac chc nngc bncamts
b ng chn.

- K nngs dngchut

Cac thao tac thc hin ¢ bn vi

Windows

$anh gia , nhn xét rat kinh Nnghim € @ QIA0 VIEN .........uuiiiiiiiiiiiiieii s mmmme e



Ti t16+17+18: Giaoans6-S ti t3-T ngs gi
NTH CC B6N

BAl 7.ONL5IM TS KlI

aging15

Sonngay 06 thang 11 nm 2008
. M ctiéu:
Bi tkh i ng, thoat kbbWord va mts thao tac trén microsoft
Word, cach gé wn b n b*ng ti ng Vi t.
. " n nhl p.
lll. Ki #m tra bai c$: Khéng
V. Baim i:
TG | N | DUNG | PH NG PHAP
Hot ng1: Kh+i ng WinWord
Co th dung mt trong cac cach sau:
Thuy t trinh
Cach = Kh i ng t%& thanh Task| minh h a
Bar: Chn Start/Programs/Microsoft
Word.

Cach 2 Nhay up chut vao biu
t ngMicrosoft Word () trén man hin
(ho'cdivtsang nbiut ngMicrosoft

Word r i b m Enter).
Cach 3 Nhay chutvao biut
Microsoft Word

ng
trén thanhlrask Bar.

=

Ho t

ng 2: K tthuc phién lam vi c v i Word.

- $

l uvnbncoth th chinmttrong
cac cach sau:

— Cach 1: Chn File® Save.

— Céach 2: Nhay chi vao nat Inh
thanh cong cchu n.

— Cach 3: Nhnt h p phim Ctrl + S.

trén

- $ ktthic phiénlam vicviv nbn,
ch n File® Close h6c nhay chut t i nat
bén phib ng chn.

X

- $ k t thac phién lam vic v i Word, ta
th ¢ hi n cac céach sau:
— Céch 1: Cn File® Exit .
— Céach 2: Nhay vao nul@ trén thanh
tiéu goc trén bén ph man hinh
Word.

- Sonthovnbnth ng bao gm:
gb nidung vn bn, nhdng, in ra.
Vnbncéth | utr s dngli.

- Cho cac nhom tlo lu n: Tr c khi
k t thac phién lam vic v i Word, ta
th ¢ hi n thao tac gi?

- GV giithiucaccachluv nbn.

- Phan bit s khac nhau gia File ®
Save va Fil® Save As




Ho t

ng3: Sonth ovnbn, ngin

a.M+tpvnbn.
~Tovnbnmi

Cachl Ch n File® New;
Cach 2 Nhay chut vao nat
cbng c chun;

Cach3Nh nt h pphim Ctrl + N.

trén thanh

-M+mtt pvnbn aco:
Cach 1 Ch n File® Open

Céch 2 Nhay chut vao nat Open
thanh cong cchu n;

Cach3Nh nt h pphim Ctrl + O.

trén

tvn : Sau khi khi ng, Word
m mtvnbntrngviténtmla
Documentl
- Cho HS ¢ SGK va tr | i cac cau
hot sau 6 GV gi i thich thém.
H. C6 bao nhiéu cach tomtvn
bnmi?

H. Hay néu cac cach mmttp vn
bn &aco?

- COth nhay Upchutvaovnbn
cnm m v nbn.

Ho t

ng 4:. Cac thao tac biéntpv nb n.

-Ch nvnbn

— S d ng ban phim: di chuy con tfaot i
uphnvn bn cn chn Nhn phim

Shift ngthik thpvicac phim ch

chuyn con tbonh : =, ®, -, , Home,

End, ... acontto nv tricui.

—S d ng chut: Kichchutvao v tri u

phnvnbncnchn bmchut trdi va

gi chutkéotiv tricui.

- Xoav nb n.

— Xoa mt vai ki t:

Backspaceha'c Delete

—Xoaphnvnbnl n:
+ Chnphnvnbnmunxog;

+ Nhn mt trong 2 phim xoa Ha chn

Edit@ Cut.

- Sao chép

+ Chnphnvnbnmunsao chép

+ Chn Edit® Copy. Khi 6 phnvn

bn d&chn ¢l uvao Clipboard;

+3% aconttovnbntiv tri cn sag

chép;

+ Ch nEdit® Paste

- Di chuy#n
+Chnphnvnbncndichuyn

+ ChnEdit® Cut (phnvnbnti

b xoa valu vao Clipboard)

+$ acontbot iv trimi

dung céac phin

0

—

tvn : Munthchinmtthao
tacviphnvnbnnaothitr cht
cnchnphnvnbn 6(anhdu).

-H ngdnHS c¢cSGKvatrl icac
cau Rb(coth s d ng cac HS & bi t).

H. C6 bao nhiéu cach chv n b n?

H. So sanh cach xoa ki tb*ng céac
phim Backspace lo Delete ?

H. So sanh hai thao t&ao chépvaDi
chuyn?

- Trong th ¢ hanh ta c6 thdung phim




+ Ch n Edit® Paste tt th chinnhanh cac thao tac nh
Ctrl+ A chntoanbv nbn
Ctrl+Ct ng ngl nh Copy
Ctrl+ Xt ng nglnhCut
Ctrl+V t ng ngl nh Paste

Hot ng5:Th chanhh ngd/insonvnbn, ngin

-H ngdnhcsinhinl tcéac thao

Th ¢ hanh theo bai p mQu. thc sonmtvnbntingVit.
- Phan bit con tov n b n va con %
chu t.

- Phan bit ch chen va ch e.
Phan bit tinh nng ca cac phim

Delete va Backspace.

- Yéucucac nhobmnip onvnbn

trén.

-H ng dn HStoth m c cho riéng

minhva luvnbn

- H ng dn HS th c hi n cac thao ta¢

sonthovnbnting Vit, chnh

savnbn.

- Hay luvnbnvao th m c riéng

c a minh

-Sachavnbnvaluli.

- Saochéponvnbntrénvaluli

v itén khac.

- Xoa onvnbnv&a sao chép.

- K t thac Word.

Hot ng6:Ki#gmtraltit
Hayt sonth om tgi yxin phép ngt8h ¢ cho minh?

Ti t19+20+21: Giaoans7-S ti t3-T ngs gi &agi ng 18
BAI 8. 09NH D5NG V N B6N
Sonngay 15 thang 11 nm 2008
.M ctiéu:
Ki nth c:
Hiunidungvic nhdngkit, nhdng onvnbnva nh
d ng trang.
K n ng:
Th chin ¢ nhdngkit, nhdng onvnbn.
. " n nhl p.
lll. Ki #m tra bai c¢$: Khong
IV. Baim i:



TG | N | DUNG | PH NG PHAP
Hot ngl:0nhdngkit :
nh dng vn bn latrinh bay caAc pm| tvn @ GV ara2vnbnconi

vnbnnhmmc ichchovnbn cro
rang va p, nhn m nh nhng phn quan
tr ng,gidpng i cnmbtd h ncacni
dungchyucavnbn.

- Xac nh phéng ch, ki uch, c3ch, mau
scvnbn.
- Cach 1: Sd ngl nh

Format® Font ...
- Cach 2: S d ng cac nat Inh trén thanh
congc nhdng.

dung ging nhau, mtvnbn &
nh dng va mt vn bn cha
d ng. Cho HS so sanh 2wvb n trén.
-$ vnhbn c trinh bay rd rang
+p mt... tacn phi nh dng vn
bn Vyth naola nhdngvnbn?

C
nh

-GV giithiumts thu ctinh nh
dngkit.ChoHS aranhngthuc
tinh khac

Ho t

ng2: 0 nhd ng on

- Cnl,khongcachgiacac onvnbn,
nh d ng dong u tién, khong cach gia
cac dong, ...
Cach1S dnglnh
Format® Paragraph ...
Cach 2 S dng cac nat Inh trén thanh

- GV giithiumts thuctinh nh
dng onvnbn.
Cho HS tim hiu céc thuc tinh con li.

-$ nhdng onvnbntr cht
phi xac nh onvnbncn nh
d ng

1C1:$"tcontBvaotrongo nv nbn

congc nhdng. C2:.Chnmtphn onvnbn
C3:Chntoanb v nbn
Hot ng3: Onhdngtrangv nb n
- Kichth ccaclvah ngagiy. - GV gi ithi u cac thuctinh nhdng
- S dnglnh: trangvnb n.
L& trén

File® Page Setup

L& phai
L& trai

L& dusii

Ho t

ng 4:.. Th chanhnh.p nhd ngv nb n sau:

X

Nh p ch vi t cho may tinh
L utr,hinthvain nvnbnch Vit

Goch Vit

Ki u g0 Telex
Ki ugd VNI

B mach Vit

ly ch vi ttrong mdy tinh




Vi ttrén toan Quc la b ma Unicode.
B phdng ch Vi t

Time new roman, Arial, . . . vb ng m Unicode).
Cacphnm mh2tr ch Vit

Vietkey

Unikey.

Hot ng5:.T ngkt, anhgiabaith c hanh

Gido vién nhn xét anh gia kt qu bai
th ¢ hanh

Hinnayb md cqui nh s dngtrong vn b n hanh chinh gé ch

$ hinth c ch Vi tthi phéng ch Vi tphiphuhpvib ng ma(VvD:

$anh gia , nhn xét rat kinh Nghim € @ QIA0 VIEN .........vviiiiiiiiiiicce e e

Ti t22+23+24: Giao ans8-S ti t3-T ngs gi &agi ng 21
BAI9. LAMVI CV IB6NG TRONGV NB6N
Sonngay 19 thang 11 nm 2008
. M ctiéu:
Ki nth c:
Bi t c khinao thithéngtinnénthicd i1d ngbng.
N m ¢ nidung cac nhom hh chinh khilam vic v i b ng.

K n ng:
Th ¢ hin cvictobngvanhpd li ucho bng, thém bt
hang ct, chinh r ng hang, ct, tach, gp 6 c a b ng.
Bi ts d ng b ng trong son th o.
. " n nhl p.
lll. Baim i
TG | N | DUNG | PH NG PHAP
Hot ngl: .Tobng
a. T ob ng b ng m ttrong cach sau: tvn :Tath ngdpcacvnbn

Table...rich'ras c tvas hang ¢ng nh |° GVgiithiumts bngbiu

h p thoi Insert Table. v tricntob ng.

- Cach 2: Nhay nut Inh &  (Insert Table

trén thanh cong cchun ri kéo th chut

xungd ivasang ph chns hang va

s ctchobng;s hangvasctc abng
chinth hangd icung.

. Céch 1: Chn | nh Table® Insert @ |fong 0 co nhing bng biu nh b ng
s li u iutra, bngthikhoabiu, ...

cac s o chinh xac cho r ng céac cttrong| $ tobngtr cht acon v




b. Ch nthanh ph nc a b ng.

- $ ch n 6, hang, ct hay toan bng, ta thc

hi n m t trong cac cach sau:

— Cach 1. Dung Inh Table® Select, ri

ch nti p Cell, Row, Column hay Table.

—Cach 2:Ch ntr cti ptrong bng.

c). Thay ikichth cc act(hang).

- Cach I Dung | nh Table® Cell Height

and Width (m t s phién bn office: Table

Properties).

- Cach 2:$ a con tbovao  ng bién ca

hang hdc c t, khi con teecd hinh mi tén hai

chi u thi kich chut, gi va kéo th theo y

minh.

- Cach 3:Dung chut kéo th cac nat had'c
trén thanh th ¢ ngang htcd c.

Insert Table 3]

Table size

MNumber of columns: 5|

LEARE RS

Number of rows: 2

AutoFit behawvior
(%) Fixed column width:
() AutoFit to contents
O AutoFit to window

Auto

4

Table style: Table Grid

AutoFormat..,

|:| Remember dimensions for new tables

[ ok J[ canem |

- Mu n thao tac vi ph n nao trong
b ng, tr ctiénphich nphn 6.

- ChoHS ¢ SGK. M2iHS <cchoc
| p nghe mt thao tac chn 6, hang, ct,
toan bng.

H. Thao tac nay t ng t v i thao tac
nao ahc?

- Khit o b ng, cac ct, dong va 6 trong
bngth ng ucoé dairngbng
nhau, vivymuns d ngcnphi
chnhsalichohply.

Ho t

ng 2: Cacthaotacvib ng

a. Chen thém hoc xoa 6, hang, ct.

— Ch n 6, hang, ct ¢ n chén hay xoa.

— Dung céac Inh Table® Insert ho'c Table
® Deleterich rdvitica it ngst
chen.

b) Tach mt 6 thanh nhi u 6.
—Chndcntach

— S dng | nhTable® Split Cells ... hd'c
nat | nh &  trén thanh cong cTable and
Borders.

—Nhps hangvasct cntach trong hp
tho 1.

c) G p nhi u 6 thanh mtao.
—Chncéacélinnhaucng p.

—S dng |l nhTable® Merger Cells ha'c
nhay nut Inh I trén thanh cong ¢

d) nhdngvnb ntrong o.
Vnbntrongcacd ¢ nhdngnh vn
b n thdong th ng.

e)Quay ch: Chn & cn quay, vac

- Cac nhém tho lu n va trinh bay.
+ Thém 6, hang, ¢
+ Xoa 6, hang, d




Format\Text Derection. . . HTXH- ch ki u
cn quay_OK +$ nhdngkit

ik khung, td nn: Ch nving d li u- Vao| *®nhdng onvnbn
Format\ Border and Shading HTXH it
Border —k khung ti ay cé th ch n ng
g ch chéo trén 6, Sharding-tom OK

g)S p x p trong b ng:
-Chnctcnspxp

- Th chinl nhTable® Sort ...

- Chnkiuspxptng/gim

- Nhay natOK.

Hot ng3:.Th chanh

TH4 C HANH THEO M5 U

Hot ng5:.T ngkt, anhgiabaith c hanh

Gido vién nhn xét anh gia kt qu bai
th ¢ hanh

$anh gia , nhn xét rat kinh nghim ¢ a giao vién

Ti t25+26+27: Gidoans9-S ti t3-T ngs gi agi ng 24
BAI 10. TH3 C HANH SO5N TH60 V N B6 N HANH CHINH

Sonngay 28 thang 11 nm 2008
.M ctiéu:

Ki nth c:
Bi t cach trinh bay nts v n b n hanh chinh théng dg
K n ng:

Sontho c cac vn b n hanh chinh théng dg;




Bi ts d ngbngtrongsonthovnbn.

. " n nhl p.
[ll. Baim i:
Th c¢ hanh theo nYu:

#$% &$'
$ "% +

&( $) * + , |

"#$% &# " #' $% &#HH'

(
)

TH4 C HANH T6 NG H7P

T™H Gl

| VI TINH

S KHOAH CCONGNGH VAMOITR : NGTP.H; CHIi MINH

TINTRONGN C

H CT2P VATRAO 0" | KINHNGHI M

1.

5.
6. 8ng d ng CNTT vao CAD trong ckhi ki n

7.

TP HCM trin khai d an CNTT k hoch
2004-2008

2. Giaodin i nt antoan
3.
4. Sai gon Time Daily t chl c thi thit k trang

H ith o snphmc a Oracle

Web.
M ng Vinanet mi

traicva ho.
Seagatehgc ng nhh ngtiVi t Nam

TINT C

T ng lai c a Windows
IBM b%k ho ch Net PC

. B omtman hinh

. Dung Foxpro qunlybn

. Nangcp b nh

. Thayb mngmi

. Cu c thi tin h ¢ khéng chuyén toan qa
n m 2008

. Ch ngtrinh chng Virus mi

T ng hoé trong cbng tac m phong

T TINHOe




C NGHOAXAH |CH< NGH=AVI TNAM
O cl.p-T do-H nhphac

Bubn h>, ngay 06 thang 09 rm 2008

GI?Y XIN PHEP

Kinh g) i: Gido vién ch nhi m va giao vien bmoén | p 2A3.

Ténemla:Tr n Huy Hiu h c sinh | p 2A3

HOm nay em vit gi y nay kinh mong giao vién cho em c¢ ngh h c vai
hoém, vily do em bs t cao khongth ntr ng c.

EmxinHakhi ih cliemstchép baivalambaiy

R tmongs ngycagiao vién.

Em xin chan thanh en n!

Ph huynh hc sinh

T ng k t, anh gia bai th ¢ hanh

Giao vién nhn xét anh gia kt qu bai
th ¢ hanh

Ti t28+29+30: Giao ans10-S ti t3-T ngs gi agi ng 27
BAI11.M TS* CH CN NG SO5N TH6 0 NANG CAO
Sonngay 2 thang 12 m 2008

. M ctiéu:

Ki nth c:
N m c cach nhdngki udanhsachlitkévasth t,ngttrang

va anh s trang

Nm ccacb cchunb invnbn.

K n ng:
Ren B n ng th ¢ hanh thanh tlo cac kiu nh dng, ngt trang va
anh s trang.
. " n nhl p.
. Baim i
TG | N | DUNG \ PH NG PHAP

Ho t ngl.0 nhd ng ki#u danh sach:

$ nhdngkiudanhsachtasd ngmt| tvn :Ngoainhngkiu nhdng
trong hai cach sau: nh chung ta & h ¢, Microsoft Word

) 4 - AN con cung cp cho chung ta t nhiu
Cach I Dung | nh Format ® Bullets ki u nhd ng khac.




and numbering ...
and Numbering.
- Cach 2 S d ng cac nut Inh Bullets
ho'c Numbering trén thanh cong ¢ nh
d ng.

hu b vi c nhdng kiudanh sach
chcnchnphnvnbn 6rikichvao
cac natt ng!ngtrong cach 1.

m h p tho i Bullets

- GVgiithhumts onvnbnco
nh d ng ki u danh séach.

- Cho cac nhdbm a ra cac vi d khac
minh ho nh d ng ki u danh sach?

Hot ng2:Vitch | n udong

Vao Format\Drop caps... HTXH
Chnkiuch I ncochnh |, khéng co
chnhl,chns dongtrixu ng, chn OK

Ho t

ng 3: Chiacttrongv nb n

Vao Format\Columns... HTXH
S ctcnchia, rngct, khong cach

gi acéac ct,ch n OK

Ho t ng4: Saoch

ép nhdn

B1: Chnvnbncnsaochép nhdng;

B2: Nhay uUp vao nat format painter tré

thanh céng ¢
B3: kéoth chuttrén oncn nhdng.

1)

3

J]
Farmat Painter

v

Hot ng5:Chenmts

it%ng ' chit

1. Ngttrangva anhs trang.

a. Ng-t trang:

Vi cngttrang cth chinnh sau:
—$"'tcontBovnbn v trimunngt
trang.

— Chn | nhinsert® Break ...
Page breaktrong h p tho i Break
— Nhay chut vao nutOK.

richn

- Coth nhnt h p phim Ctrl + Enter
ng ttrangtiv tricontr v nb n.
2.0anh s trang.

— Ch ninsert® Page Numbers
—Position:ch nv tric a's trang.

— Alignment: chn cach cn | cho s
trang: tradi Left), phi (Right), gi a
(Center).

— Show number on first page ch n anh
s trang hdc khdong anh s trang trang
utiéncavnbn.




3. Chentiéu [/ u-cu itrang
Vao view\header and footer
Nh ptiéu trang

Close.

4.Chéncackit ' chit
Vao insert\symbol-HTXH

Ch n kit ¢ nchén-Insert

Hot ng6:H ngd/nth chanhtheo nvu

M ts quit-cgbvnbnec, bn

1. Khong dung phim Enter Gi acacé&ch dung
I u khi nxu ng dong. 1 d u cach, khéng dung
Trong khi son thao d ucach udongcho

v nbn trén may tinh viccnl
Xxu ng dong khi cha k t 3. Dungtcau
thic o nthikhéng c Cacdungtcau ()
nh n phim Enter (ph GG O...phi c
nh n Shift Enter) "tsat& ! ngtr cno

2. S dngducach (kit

tr ng)

Ch@Vi ttrongso nth ovnb n

1. X _lych vi ttrong may tinh
Nh p ch vi t cho may tinh
L utr,hinthvain nvnbnch Vit
2. G6ch Vi t
Ki u g0 Telex
Ki ugd VNI
3.B mach Vit
Hinnayb md8 cqui nh s dngtrongvnbn
hanh chinh g chVi t trén toan Quc la b ma Unicode.
4. B _phdng ch Vi t
$ hinth c ch Vi t thi phéng ch Vi t phi phu
h pvib ngméa(VD: Time new roman, Arial, .. .M Nng
m Unicode).
5. Cacphnmmmh2tr ch Vit
Vietkey
Unikey.
Hinh anh trongv nb n




Giao an nghtin h c v n phong

1. Hinh nhtrong vn b n:
Hinh nht v#(t v#t&thanh cong c Drawing mun ghi ch Ién hinh v thi
nhay chutp it ihinh 6 vachn Add text) khi
Hinh nh & Picture....
2. Cac thao tac trén hinmh:
Cheéen hinhnh vao vn b n
Ch n hinh nh nhay chut ph i chon Format. . ..
Ch nv trinh hinth trongvnbntilayout ( giavnbn, nd ivn
bn,..)
Thay ikichth c,dichuyn,...

Vi tch@ n / udong

Vao Format\Drop cap. . . B thoi xu t hi n, chn mOu ch c6 chnh | had'c
khéng chnh | sau 6 ch n dong rt xu ng, chn Fontch n u mu nthay |
r ich n OK.

Khisonthovnbn,mZi onvnbncHvit cmtch cadiln udong

Ti t31+32+33: Giaoans11-Sti t3-T ngs gi agi ng 30
BAI12.M T S* CONG C! TR4 GIUP
Sonngay 08 thang 12 nm 2008
.M ctiéu:

Ki nth c:

Bi ts dnghaicongcth ng cdungtrongcachsonthovnbnla
tim ki m va thay th.

Hiu cynghacacicnngt ngsatrongWord.

Coth | pdanhsachca&gdéttvas dng tngtc go.

K n ng:
Rén K n ng th ¢ hanh tim kim va thay th trong son th o.
. " n nhl p.
. Baim i
TG | N | DUNG | PH NG PHAP
Ho t ngl. Tim ki m va thay th
a. Timki m: tv n : Trong khi son th o, ching

$ timkimmtt&ho'ccmt& tathc tafcét,h mu ntimv,trim tt&(c mt&)
hi ntheo cac b ¢ sau: nao 6 hay g¢ng co th cn thay th

GV: Phan ThNga



Giao an nghtin h c v n phong

- ChnlnhEdit® Find ... hd'c nhn't
h p phimCtrl + F. H p thoi Find and
Replaces# xu t hi n.
- GO & hd'c cm t& ¢ n tim vao 6Find
what
- Nhay chut vao nutFind Next.
Cmtktim c(uco)# chinth
d idngb “boi en”. Ta co th nhay nut
Find Next tim ti p hd'c nhay nuCancel
(hu: b% ong hpthoi.
b. Thay th :
Ch n Edit® Replace... hd'c nhn 't
h p phimCtrl + H. H p thoi Find and
Replacexu t hi n.
- GO c mt&c n tim ki m vao 6Find what
va gb cm t& thay th vao 6Replace with
(thay th b*ng);
Nhay chut vao nutFind Next
c mt&c ntimti p theo (nu co)
- Nhay nutReplacen u muén thay thc m
t& v&a tim thy (va nhay vao nuReplace
All nu mu n thay th t ng tt c céac
c mi&timthy) b*ng ¢ m & thay th;
- Nhay chut vao nutClose ong hp
tho i, k tthdc vi c tim va thay th.
c) M ts tuAchn trong tim ki m va
thay th .
Nhay chut Ién natl e ]
s tulch nth ngdung nh:
Match case Phén bit ch hoa, ch
th ng.
- Find whole words only. T& ¢ n tim la
m t t& nguyén wn.

n

thit "tmt

chung Bbng mt t& hay cm t& khac.
Cong ¢ Find vaReplacec a Word cho
phép thc hin iu é mt cach d
dang.

-GV giithhumt onvnbnco
nhi u t& (c m t&) gi ng nhau, va mwun
thay th t&(c mt& o b*ngt&(c mt&)
khéc.

- Cho HS néunms tr nghpcn
dung ch ¢ n ng tim ki m va thay th.

- Ta 9gng c6 th thay th m t t& hay
c m t& b*ng mt t& hay ¢ m t& khac
trong v n b n b*ng cach thc hi n theo
cacb csau:

- Chu y: C4c I nh tim ki m va thay th
"cbhithuichtrongtr nghpvn
b n c6 nhiu trang.

Word cung cp mts tul chn
gitp cho vic tim ki m ¢ chinh xac
h n.

Hoa:; hoa

N u tim & Hoa va anh du vao 6
“Find whole word only” thi nhng &
nh : Hoan, Thoa, ...#6khdng ctim
du c6 ctha & hoa.

Hot ng?2:Gott

va s alB:

-SalB:H sonthovnbnt ngsa
cac Ri chinh t khing i1dung gd vnb n.
- GO t-t: chophépng idungs d ng mt
vaikittt t nggb cc mtcm
t&daith ngdp,lamtngtc go.

-$ bt/ttchcnngnay, s dnglnh

tvn :Tacdéththitl p Wordt

ng sa l2i x y ra trong khi géb wn
b n. Ngoai ra c6 ththi t| p go tt
congvicsontho ¢ nhanh hn.

VD: g0 “nga” may ¢t
“ngh a”

ng s a thanh

GV: Phan ThNga



Giao an nghtin h c v n phong

Tool® Auto Corect m hp thoi|VD: 9o “TV" thay cho *Trng
Auto Correct va chn (1% ch n 6 Replace| ¥ N9

text as you type . Thém cac& gb tt hd'csa l2im i

vao danh sach nayg cach sau:
— GO &vi tttvao ctReplacevacm
t& y vao 6With;

— Nhay chut vao nut thém

vao danh sacht ngs a.

Hot ng3:Cngc

Nh n m nh:

— So sanh drc n ng Tim ki m va Thay
th .

— T isao trong khigdwbnti ng

Vi t Oikhicac kit tawa gb bin
thanh ki t khac khbng mong mun.

Hot ng4:Th chanhtheo nvu

$anh gia , nhn xét rat kinh Nghim € @ QIA0 VIEN .........vviviiiiiiiiieee e e

0AY THON V =D5

Sao anh khéng vth m thén v

Nhin n ng hang caunngm ilén

V naim tquaxanhnh ng c

Latruc chengangmtch i n
Gio theo li gi6, may  ng may
Dong n ¢ bu n thiu hoa b p lay
Thuynai ubnsbdngtrng 6
Céch tr ngv kptinay

M khach ngxa, khach ng xa
Ao em trng qua nhin khéng ra

ay s ng kh6éim nhéan nh
Aibittinhaic6 m a?

a.LutpviténVI_DA.DOC th m cc ariéng minh.
b.LulitpviténVIDAL.DOC, nhdngch nghiengva m cac onth t&"
Gio theo ... ti nay”

c. M t p VIDAL.DOC , sao chép kht& “sao anh ...” n“..tinay”vaocuitp
VI_DA.DOC

d. Dichuynkhit&“M khach..“ n“ m a"trongtp VIDAL.DOCvV cuitp
va xoa khi ““Gio theo ...” n*tinay’,sau 6l ulicacktqu athchin.

GV: Phan ThNga



Giao an nghtin h c v n phong

Tr ng THPT Th xa Tra Vinh NG HOA XA H<| CH= NGHA VI?T NAM
$ clp-—T do-Hnhphic

Tra Vinh,ngay thang m
THONG BAO
VI/v L p danh sach khen thng H c ki |

$ chunbs ktH ckil, Ban Giam hiu yéu cu céc | p th ¢ hi n cac vic sau ay:

-H pkim i m, &anh gia xp lo i h nh ki m t&ng h ¢ sinh trong Hc ki I.

-L p danh sach ngh khenth ng nh ng h c sinh c6 thanh tich xtis ¢ (theo n@u).

-L p danh sach nimg thanh niénu tu ngh k t n p vao$oan TNCSHCM.
Yéu cu cac | p th ¢ hi n nghiém tdc thong bao nay.

Ban Giam hu
N inh n:
-Caclp
-L uvP
Danh sach hc sinh  ngh khen th + ng
Stt |H vatén 0i#m trung binh cac mén h ¢ 0TB |H.L c¢ | HKi#m

TILIH|X|I [VI|S|D|N|C

Ti t34+35+36: Giaoans13-S ti t3-T ngs gi agi ng 33
BAI 13. KICU VA SD D! NG KICU

Bai 14: CHUEN B9INV N B6N
Sonngay 17 thang 12 nm 2008

l.M! C TIEU
Ki nth c.
Hi ukhdinimki utrongvnbn,liichs d ngki utrongvnbn
Bi tnguyéntc nhdngvnbnb'ngapdngkiuvaphanbitv i nhdng
tr ctip.
Bi@tham s thit "ttranginvacacbcthchininvnbn
K n ng.
Th chin ccacthaotacsd ng ki u nh d ng.
Th c hiin "tcactham s kh giy,h nggiy, kichth ctrang, | trang;
Xemvnbntr ckhiin.
. " n nhl p.

. Baim .
TG | N | DUNG | PH NG PHAP

Ho t ngl.Kh&ini mv ki#u

Gido vién @n d t: Trong n®i
onvncamtvnbn u
phi ¢ nhd ngtheo mt
ki unao 6.$onvncémi

GV: Phan ThNga




Giao an nghtin h c v n phong

I

Drefault Paragraph Font

Heading 1

pt
b ||
=1
b ||
=1
m
=13

m
14 pr

Heading 2
Heading 3

HEADING 4

Wglslznfsn

Iormal

- Chu ¥ N u khong thy ki u ¢ n thi t trong hop
ki uhay s d ng | nhFormat\Styles and
Formatting... bi t cac ki u khac.

"ctrng nhdngcakiu
¢ ap dng cho noé.

V yki ula:SGK

Giao vién @n d t (SGK) chi u

“hinh 14.1” 1én man chu

Ki u o nv n: Giao vién n

d t (SGK)

Ki ukit:Gidovien@ndt

(SGK)

GV h ng dn “hinh 14.2”

$ bit cac kiu hién cé trong

v n bnnhady mi tén bén phi

h p Style s# m m t danh sach

hinh 14.2 M2i ki u mang mt

tén khac nhau. cac ki oan

vncobiut ng T, kiukit

d cphéanbitb ia

Em hay cho biét vic s dung

ki u emlailiichgi?

- Gv nhn xét, anh gia.

KL: Nhanh chéng hn, ti n d ng

h n, cH ¢ n th c hitn mt thao

tac t ngay nhiu kt qu

inh d ng.

Hot ng2:Mts quyt-cgdv

nbanc b n

1, Khong dung phim Enter # i u khi#n
Xu ng dong
Trong son th o v n b n trén may tinh hay
chophnmmt ngthchinvicxung
dong. Phim Enter chisd ng Kk tthicmt
o nv nbnhoancmh. Chay¥ng i unay
hoan toan ng c | i so v i thoi quen ca may ch.
V imay ch ta phihoantoanch ng trong
viéc xu ngdongcav nbn.
2,9 d ngd ucach
Gi acac&ch dung mtd u cach phén
cach. Khéng sd ng cach u dong cho vic cn
| .
M tducach la phn mm nhn bit
c cac ki t. Kho ng cach th hi n gi a cac &
c)ng do phn mm t
N u ta dung nhiu h n mt d u cach gia cac &
phn mm ¢ khdng tinh todn ¢ chinh xac
kho ng cach giacac&vavivyvnbnst ¢

ng th hi n va tinh toan,

th hinrtxu

|

GV: Phan ThNga



Giao an nghtin h c v n phong

Hot ng3:invnbn

a. Xemtr ckhiin: cho ¢ | p xem trang wn
M c as Preview,s d ng mttrong hai cachb n ( &in $n) nhng cha
sau: c nhdngv trang in
- Cach I Ch nl nhFile® Print Preview. vacomts vn trong
. Céch 2 Nhay nut Inh & trén thanh céng c trinh bay, yéu as HS nhn
chu n. xet:
1, Trinh bay vn b n nh

b.Inv nb n. th @hplicha v b"
Tathchinvicinvnbnb*ng mttrong cagc ¢, nhdng..?

cach sau/2, L giy nh wy co
. C&ch 1 Dung | nhFile® Print... nén hay khong?...

-Cach2Nhnt h pphimCtrl+P
- Cach 3:Nhay chut vao nut = trén thanh cong
c chun inngaytoanbv nbn.

Q2

Ho t ng4: Th c hanh

Nhpvnbn

$ nh dang trang in
Xem trang tr c khiin
Invnbn

$anh gia , nhn xét rat kinh Nghim € @ QIA0 VIEN .........uviiiiiiiiiieciec e e

........ e
TH3 C HANH T" NG H4 P

KICM TRAH CKFI
Sonngay 26 thang 12 nm 2008

I.M! C TIEU

Ki nth c.
Hi ukhainimki utrongvnbn,liichs d ngkiutrongvnbn
Bi tnguyéntc nhdngvnbnb'ngapdngkiuvaphanbitv i nhdng
tr ctip.
Bi@thams thit "ttranginvacacbcth chininvnbn
K n ng.
Th chin ccacthaotacsd ng ki u nh d ng.
Th c hiin "tcactham s kh giy,h nggiy, kichth ctrang, | trang;
Xemvnbntr ckhiin.
. " n nhl p.
. Baim .
1.Th ¢ hanh theo Bu
GV: Phan ThNga



Giao an nghtin h c v n phong

2.LuvnbnviténHS...

3. Sao chép thém mmOu gi y m i, nh d ng trén cung nt trang
3.$ nhdngtrangin

4. Xemtr ckhiin.

Quéh nganhnfcmn ngchua
Lang téi nghéo tcaylénsi a
Anh \$i t6i haing ixal
T%ph ngtr i ch&g h n quen nhau
Sung bén sing, u sat bén u

ém rét chung cm thanh 6i tri k

$ ng chi,

Ru ngn nganh gib nthan cay
Gian nha khéng fit k gio lung lay
Gingn cgc anh ng i ilinh
Anhv itéi atngc nnénglnh
Strunng iv&ngtran tm hoi

Ao anh rach vai qun tdi c6 vai mnh va
Mi ng c ibu tgia chan khdng giay
Th ng nhautay m | y ban tay

$ém nay &ng hoang s ng mu i

$! ng c nh bén nhau chgi"ct i

$ u slng trng treo.

&% &( $) * +

*

"HE &H#' " #' $% &HH
(
)




Giado an nghtin h c v n phong

Ti 140+41+42: Giaoans15-S ti t3-T ngs bai agi ng 39
Bai17: Gl 1THI UV B6NG TINH EXCEL
Sonngay 2 thang 1 m 2009
.M ctiéu:
Ki nth c:
Bi t cac tinh nng chung ca ch ng trinh bng tinh
Hi u cynghavaphanbitcac it ngchinhca man hinh Excel
Bi tkhainimv achH va 6 tinh
K n ng:
Kh i ng vaktthuac Excel.
Nh pd li uvao 6tinh

. " n nhl p.
lll. Baim i
TG N | DUNG PH NG PHAP
I.Gi_iThi uv Excel Gv.B ng tinh gm nhi u 6 t o thanh t nhiu

8 |La mt thanh phn trong b |dongva ct
Microsoft office chuyén dung |S d ng giiquytcbngvictinhtoan&
x Iy b ng tinh. ngin npHctp.

[I. Kh+i 06ng Va Thoat Khd
Excel

1/Kh+i _ ng
- Nhnlién ti

ut trai chut 2 | Gv. V#va gi i thi u man hinh Excel .

r ; - Thanh cd
I n VaO bl u t ng Mlcrosoft Thanh tiéu Thanh Menu ar:: cong
Excel trén man hinh . -

- Nhnnattrailintitibi u | EomEE— =y
t ngMicrosoft Excel & trén ) [ - - [n ]SS2 Be %, dgfeelo A
thanh office JDWH\@@\JJHS amjlnvnv\gzfuzm\ﬂamm gy
- Nh nnat phich R B\Cf\D\E'NG\H\I\z
2
t ngMicrosoft Excel 5 ‘\ Ténct Thanh CongTh! ¢
Open 5] W i contr
- T&Start\Program\ 0 < Man hinh
Microsoft Excel = Tén Dong
2/ Thoat khoi excel f Thanh
- Vao File\exit B Thanh chn b ng tinh /nC;an
- Nh n Alt+F4 - J
7 - Nhnchuttinatd gOC | [ i = Yo
trén bén phi ]| 0 S EEE S A e e LN 2 HE D0 || Bt [T | s

Tr! ¢ khi thoat kb Excel
cnphil uch ngtrinhli
[l .Man Hinh Excel

Thanh tr ng thai

GV: Phan ThNga




Giado an nghtin h c v n phong

O ( Cells)
Dong (Rows) Hs. Xac nhv tritheoh ngdn .
10’ . C t(Colums) Gv.Giithiuv achm tcachtrcquan
Trang ( workSheet)
*$acho A B Cc|D
$acit ng i:$ achcoth 1 C1
thay i <Tenct><Téndong> 2 $B$3

$acHtuyt i:% achkhong
thay i trong bt k1 tinh hung| M2i 0 trong bng tinh co mt a cH riéng .
nao . Khi ching ta mung truy cp d i u chung
8’ $< Tén c t>$<Tén dong> tadatrén ach thchin.

$achhnhp:La achc

nh ¢ t ha'c dong.
$< Tén ¢ t><Tén dong>
< Tén ¢ t>$<Tén dong>

Dichuy n 6
Nh nchutvao 6 mun nhd'cs
d ng cac phim mitén ..

|V. Thao taC tren t p tln Savein: @ Ty Documents M ‘ @ i ﬁf = Taok «
T (0] t t|n m |Z10E THI DAI HOC () visual Faxpro Projects Hoem
P & ) )
hY . 1 ownlnads bai taap 1o
Vao File\New () hd'c Ctrl +N - iy
. I My Documents Dba\ tapso6 Ehbds
M T p tin 0y Heml %ba\ thuc dungso 1 %HOCEONG
N . . |10y Hel sort bai thuc hanh 2 [ie]
Vao FI Ie\o pe n ( Ctrl +O) Hp th O | 5 gm; Music %Ea\ thuc hanhis0 3 %LUONGZ
. My Pictures atapl LUONG
Xu t h| n: DMiWebs @BANGDDIEM oy
C h t t O gsow BCCESS EEANG DIEML %m\
- SOAN EXCEL o A
n p necnm pen ' 15040 WoRD HpteveL Behorteut to y Compn
L ut p t|n |Z17a1 LEEU MeG Kpreies HTien pron
- . . | Ftrang chut fies KprEsels A
Vao File \ save ( Ctr|+S) I‘p tho i A l?ll\fiatNamIntemetGataway_Fi\as e | e .
xuthintim c File name go té reprss [T 1 Ee ]
t p tln Vao Vé. Chn Save . T saveastpe: IM\cmsoftExceIWmeaok j Cancel

Khitptin acoténnumunl u
thém mt tén khac thi vao File\Save
as
T i File name nhp vao tén khac
Save

V/ cach nh p va chthh s) a d@li_u
1/ Cachnhpd li u

$ acontbovao 6 cn nh p b*ng
cach nhn chu t ho'c phim nm)i tén
2/ Chnh s a

Ch ndécnchHnhsa, chnthanh
cong thc hd'c nhn F2 hdc nhn
Upchuttid o,

Mu nxbéad liucicnchnoco
d li uc nxoéavanhn phim Delete

Th c¢ hanh

GV: Phan ThNga




Giado an nghtin h c v n phong

1. Kh i ng Excel

2. Lam quen vi man hinh bng tinh
3. xac nh ach

4. Nh pd Ii ucho®&ngo

5. L ubngtinh

I.C ngc :H ngdnHsnml i

C u trdc bai hc b*ng cach quan sat hin
nhiV . D' ndo : Xem tr c baithao tac

trén b ng tinh trong giao trinh.

-

$anh gia, nhn xét rat kinh Nnghim ¢ @ QIA0 VIEN .........covviiiiiiiiiiie e e

Ti 143+44+45: Giaoans16-S ti t3-T ngs bai agi ng42
Bai18: D LI U TREN B6NG TiNH
Sonngay 10 thang 1 m 2009
I. M ctiéu:
Ki nth c:
Bi tcackiud li ucéth tinh toan vi Excel
K n ng:
Phéan bitli ud li utrén trang tinh
Thanh tho cac thao tac di chugvachn it ngtrén bng tinh.

. " n nhl p.

. Baim i:

TG N | DUNG PH NG PHAP
1.Ch n Vung Cho B ng Tinh V#hinh mo t

Ch nc b ngtinh
Nhntidgiao i mgi athanhtiéu (dong,
c t) hd'c CTRL+A

Chnildonghtclct
Nh ntithanhtiéu (dong,ct)
Ch n nhiudong, nhiuc't
Nh n va di chuyn chut ti thanh tiéu
dong(ct)
Chnnhngdé! ngli nnhau
Nh n va di chuyn chut trén khi mu n chn
ho'c nhngi Shift + cac phimmitén chn.
Ch n céc 6 khéng! ng li n nhau
Nh ngi phim Ctrl va thao tac cht

GV: Phan ThNga




Giado an nghtin h c v n phong

2/ Ki#u d@li_u
Trong 1 6 chcdéth chhalkiud li u
Kiud li uph thucvaokit wutrong6
a/Kius Hinth bénphib

- S nguyén, sth ¢ ( Number)

- Ti nt(Currency)

- Th igian (Time)

- Ngay thang ( Date)
Ki_u ngay thang D u ng n cach la (-) htc
(/) , Hi nth bén phi 6

b/ Ki_u cht®i Hi n th bén trai 6
Chay :

chungtanhpvaodu () tr c.
*Qui nhkiud li us trongh th ng
Vao Start/setting/control

chn kiu d liu cn thay
Currency, Date, Time) Apply-Ok

nhpdu(=).

*Khi nhp s nu mn Excel hiu la ch@i

panel/regional
language option HTXH chm customze HTXH
i ( Number,

c/Ki ucongthc:D li ulacac phéptoan ha
cac ham.Munnhpd li uki ucongthcphi

A B C

1 Con meo
2 123456 22/12/2004
3 22314| 123456
4 | =A2+A3

N

du 0 cﬁhg
th! ¢

GV Trong khinhpli uth ngxy

ra cac tr ng h p sau ay
A B C
1
2 Y
ar #
3 Xin chao qui v
4 |
Do daicad liunhiuhn
Yy ngcaob.
Cnthay i rngcactchophu

h p.

Th c hanh

HBCNG D5N MD $E U

Kh i ngmay

Co6 th chia nhém hic 1 HS 1 may

6n nhch ngi

Kh i ng may

M ch ng trinh Excel

Quan sat, xac nh v tri, thanh phn trén man
hinh.

HBCNG D5N THBF

NG XUYEN

- Xac nhvangd li utheo nfu.
- Thao tac trén ng tinh

- Xac nhvangd li ut&Al
-Nhpvaos 1,2

- Thao tac vichu t

- Ch nv ng b ngtinh: Kéo th chu t

- G p, tach 6: Merge cell

- Chen thém o (Columns), dong(Rows),

n K9

HBCNG D5N K@ THUC

- T tmay

-Thoat k®b cac ch ng trinh ang hin
hanh, nuchaluthicp phil utr c
khit t may.

- M2i Hs ngi may nao thi ph Shut down
may O.

GV: Phan ThNga



Giado an nghtin h c v n phong

Ti t46+47+48: Giaoans17-S ti t3-T ngs bai agi ng 45
Bai 19: L2P CONG TH C TiNH TOAN
Sonngay 15 thang 1 m 2009

.M ctiéu:

Ki nth c:

Hi u ¢ khainim, vaitro ca cong thc trong excel

Bi t cach nhp cong thc vao 6 tinh

K n ng:
Nh pvas d ng cong thc trén trang tinh.
. " n nhl p.
lll. Baim i
TG N I DUNG PH NG PHAP
I. Congth ¢ Cong thclas kth pgi acéac

Bt ub'ngdu (=)
D liunhpvaolacaccons ach 6,vung
ho'c ngay thang , u d ng chi thi phi "t
trong du nhay o6i *”
II. Cachl.p céng th ¢
Coth gd achH 6 vao cong thc
Hay dung con #chu t nhdp chn 6, vung #t
ngnhp ach.
*Saochépcongtlc:$ acontbo ngocd i
bén phi 6 cong th ¢ khi con tPaxu t hi n+
Doubl click
Cac phép toan théng thng : =,-,*, /

M. M ts IBth ngdgpkhil.pcobngth c

ham, cac phép toan .

A | B C D

\l
(0]
ril
>
N
+
o8]
N
+

C2

4
5

(e0]
(]
| —»

AWIN|EF

-Trong ch ng trinh cé phép téan

#Div /0! chiacho O
#Num! -Cac con skhoéng hp li
#Ref! -Cé tham chiu n nh ng 6 khéng
#Value! t ntiho'c &b xba
#Name! -Trong ch ng trinh dung sai ki d
li u
-S d ngtén 6, vung khong Ip li
Th c hanh:
CACPHEP TOANS H C
X y (X+y)*2 X2+y2+2*X*y xly | 3%y
9 5
125 | 48
32| 18
29| 12

Dung cac phéptodns h ¢ tinh cac gidtr chocac 6 tr ng ?

GV: Phan ThNga



Giado an nghtin h c v n phong

HBCNG D5N MD $E U
C6 th chia nhdm htc 1 HS 1 may
. . 6n nhch ngi
1 | Khi ngmay Khi ng mé?y
M ch ng trinh Excel
HBCNG D5N THBF NG XUYEN
- Nh pd li uchobng tinh -Nh pd li utheo ndu
- Thao td&c nh dng d liuva nh dng| - Khinhpd li umun xung dong trén @
b ng tinh thi phi nh n Alt+Enter
- L pcongthctinhtoan ngin -Xac nhkiud li ulachi hay s theo
5 - qui nh nhpcho ang
- Ch'nh s a nhp sai.
- Tinh toan theo cong tlo
-M2ibaitp cnhptrén 1 Sheet
L u baitp v itén bai thc hanh s 3 trong
th m ctén HS
HBCNG D5N K@ THUC
- T tmay -Thoat k®b cac ch ng trinh ang hin
hanh, nuchaluthicp phil utr c
3 khi t t may.
- M2i Hs ng i may nao thi ph Shut down
may 0.
VI.C ngc /0 &% !'$, 128"" 18, ( s ",
( (& 0&% 3 4)5
Ti t49+50+51: Giao ans18-S ti t3-T ngs bai agi ng 48
Bai 20: D! NG HAM
Sonngay 17 thang 1 m 2009
.M ctiéu:
Ki nth c:
Hi u  c khai nim, vai tro ca ham trong excel
Bi t cu phap ca ham va cach np ham vao trang tinh
K n ng:
Nh pvas d ng ham ngi ntrén trang tinh.
. " n nhl p.
. Baim i
TG N | DUNG PH NG PHAP

[. Nh. p ham cho b ng tinh
Céch 1: Nh p ham tH ban phim
=Tén ham(danh sach cac is)
Céch 2:

GV: Phan ThNga




Giado an nghtin h c v n phong

1. $"tcontkbsonthotiv tricnnhp
ham.

Nh nvao nitbiut ng c a cac hamfx , | Ch N nhom ham

hao'c dung bng ch n Insert / Function.

Trong h p tho i Paste Function, th hanh
xay d ng ham nh sau:

Ch n nhédm ham @ th ¢ hin trén khung
Funtion Category

Chn tén ham o thc hin trén khung
Funtion Name, nm OK

Mthp ithois#hinth h ng dn
nhpcac is tul thuc vao chc nng ca
ham. Nhpcac is cnthit, chnnat OK
Kk t thac.

.M ts hamth ngdung
1. Nhém ham th i gian
=Date(yyyy,mm,dd) : Cho ra ngay thangm.
=Day(dd/mm/yyyy): Cho ra ngay trong thang
=Month(dd/mml/yyyy):
=Year(dd/mm/yyyy):
=Weekday(dd/mm/yyyy): cho ralthtrong tun
(L:CN,....,7:th7)
=Time(hh,mm,ss): Cho thgian
2. Nh6m ham toan hc
=Round(x,n): lamtron x nnch s
=Int(x): | p ph n nguyén khéng v t qua x
=Mod(s b chia, s chia) : Chialyd .
=Sumif(vung, i u ki n, vang tinh tng): Tinh
t ngtrénvungdli u thea i ukin.
=Countif(vung, i u ki n): m cac 6 gia trtrén
vangd li u thea i uki n.
3. Nhédm ham th ng ké
=Sum(gtl, gt2, gt3,...)
=Max(gtl, gt2, gt3,. . .)
=Min(gtl, gt2, gt3,...)
=Average(gtl, gt2, gt3,...)
=Count(vung d li u): $ m nh ng 6 trén vung
d liulas.
=Counta(Vung d li u):$ m nh ng 6 trén vung
d liuk c chkivakit tr ng.
=Rank(gia tr, danh sach): Tmg ké v th! cac
gia tr trong danh séach.
4. Nhom ham ¥ ly chuB
= Left(chwi, s kit)

Nh p vao cac tham bin (cac is)

=round(345.677,1) chora 345.68
=Round(345.678,-2) cho ra 300

$ m xem c6 bao nhiéu ngi nam
Tinh t ng cac gia trc a nh ng

ng in trénctD

GV: Phan ThNga



Giado an nghtin h c v n phong

= Right(chi, s k
=Mid(chuw2i, v tri,
=Upper(ch@i)
=Lower(chuwi)
=Propper(chi)
=Trim(chuw2i)

it)
s kit)

=Value(chi s ): chuy n chi2i s sangs.

Len(chuBi)

21 |14 |5

46

nam

22 |36 |6

6

nam

27

17 |24

4

nu

=Countif(E1:E5,”"Nam”)
=Sumif(E1:E5,’nu”,D1:D5)

r +,

) - ).

Th c hanh

678 |[9:<= F?@>

>?7@7?

>S?7@A

>?@B

>?@C

>? PIA

>9=>7=?

>?=A

>?=B

o) 6

EE

6

EE

6

EE

6

EE

6

EE

6

Mmoo >

EE

G1H: 17

HEK G1H:

# !

1. Nh pd li uchobng tinh

2. Tinh i

mt ng

Th chanhkimtra 1tit
@LM /@NEK OE6 G1PE Q6@8=6 R@<E

I
S> EK;TIUE #@VE @JG ?2?W>S\WERBG?W?ESD Y Y Y
S? 1 I1<EK ZEG6 >CWSAW?SSF?>WSCW?ESF
SA I@QPE 61[ G1PE SCWSFWPSEWY>?W?$SD
SB @\EK#@VE LG ?DW>SW7RILS>W?ESD
SC 1 67, E6@E ??W>>W?25SEDW>?W?$SC
SD 6 @JEK 61] EK6"@ >CWSAW?2SSBWSFW?5SF
SF 7_EK 6" 1U SCWSFW?S$BCWSFW?ESD
SX /,JG :GE6 10 ?DW>SW?SSEXW>SW?$SC
Sa 6 @JEK =6@8E6 OE ?2?W>>W72ASSTWSAW?ESD
>S 7_EK#@VE 6GI1LE >CWSAW?PSHWSBW?ESF

1. Nh pd li uchobng tinh

2. Tinh s ngay
3. Tinhs tun
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Giado an nghtin h c v n phong

4. Nh pvao ngia
5. Tinh thanh tin.
$anh gia , nhn xét rat kinh Nnghim € @ QIA0 VIEN.........covviiiiiiiiiiie et e

Ti t52+53+54: Giao ans19- S ti t3-T ngs bai agi ng 51
Bai 21: THAOTACV ID LI UTREN B6NG TiNH
Sonngay 22 thang 1 m 2009

. M ctiéu:
Ki nth c:
Bi t cac thao tac ¢hh s a, sao chép va di chuyd li u trén trang tinh
K n ng:
Th ¢ hi n cac thao tac sao chép va di chud i u
. Baim i
TG N | DUNG PH NG PHAP
1. Sao cheép, di chuyn , xoa dali_u
. sao Chép Menu edit

- Chnvungd li ucnsaochép
- Nh nphichu t\ Copy

- $ aconttb nv trimi

- Nh nphichu t\Paste

X0a

- Chnvungd li ucnxoa

- Nh nphichu t\Delete

Di chuy n

- Chnvungd li ucndichuyn
- Nh nphichu t\ cut

- $ aconttb nv trim i
Nh n phichu t\ Paste Céac nut Inh trén thanh cong ¢

Standar

2. Sao chéo cong thc

$ acontthb ngodcd ibén phid cong
thi c,gi chutvadichuyncho nhtv tri
¢ ntinh. Hdc nhay Up chutt i cong

th! c.

Th c hanh:

GV: Phan ThNga




Giado an nghtin h c v n phong

1. M trang bngtinh & co6
2. Tinh giatrc adétinhbng cachsd ng ung ach
3. L ubngtinh
R 6<#@J 1E RGE6| #@VH R7N| '@ | GE | / #GTHS8

> | EK;TIUE 6 /0=6 =6G CDl X>| CC| XA F

? | GE6 6@JE6 =6G1[E F ?A| D> F?| F?

A | 6TIE6 I@PE 9QE6 F? DFfl D?| CB| BA

B| 1 6 9@E6 BA C| BA| CC| CD

C| 6,TJE6 6 9T1E CDl BD| X> F| DD

D| =@8G I,JEK 97_EK DDl F?| ?A| F?| DD

F | eP#@VE 97 _EK FF BD| DF| BA| FD

X| 1 #@VE 97 EK D> F> C| CD| CB

a | M6@E 6 PEK FD DD| BD| DD| AX

>S EKT1UE #@VE 78= F F?| F?| CB| DC

Ti t55+56+57: Giaoans19-S ti t3-T ngs bai agi ng54
Bai 22: NH2 P-TIM VA THAY TH NHANHD LI U
Sonngay 26 thang 1 m 2009
.M ctiéu:
Ki nth c:
Bi ts d ngtinh nng tim va thay th
K n ng:
S d ngthanh tho tinh nng tim va thay th
Il. Baim i:

TG N | DUNG PH NG PHAP

1.Tim ki m va thay th Trong khi th ¢ hi n trén bng tinh
Vao Edit chn Find (replace) chung ta c6 th tim ki m (Find) thay
H pthoixu thin: th (replace) 1 kit,1#&hay1cm
Co6 2 tiH t&nao 6

- ThHFind la tim kim: t i Find what: nhp

vaod li ucntim. Rinh nndt Nextnu

mu n tim 8&ng & had'c nh n nat find all nu

mu ntimttc cac&

- ThHreplace la thay th Nh p vao Find

What & ¢ n thay va nhp vao replace withst

c thay bng sau 6 nh n vao nut Replace

GV: Phan ThNga




Giado an nghtin h c v n phong

thay &ng & ho'c nh n vao replace all
thay ttc .
- Ch nClose Kk tthuc.

Trong khinhpd li ucdénhiuc m

Vao Tool chon Autocorect option. . fin :ﬁ‘}gh;%ﬁﬁ;gm rt]g Cth'dr: g6 g6

tho i xu t hin tt

T iReplace:Govaomt& cvittt VD:

b*ng va ti with gb ¢ m t& ¢ n thay bng Reblace: CH

Nh n OK. With: C<NG HOA XA H<| CH=
NGH>A VI?T NAM

2.Chcnnggodtt

Th c hanh
1. M m ttrang tinh & co
2. th c hi n cac thao tac tim km, thay th trén trang tinh
3. Th chinchcnnggo tt.

$anh gia, nhn xét rat kinh Nnghim ¢ @ QIA0 VIEN .........oovviiiiiiiiiiie e e

Ti t58+59+60: Giao ans20-S ti t3-T ngs bai agi ng 57
Bai 23: TRINH BAY TRANG TINH
Sonngay 26 thang 1 m 2009
I. M ctiéu:
Ki nth c:

Bi t i uchnhhang,ctva nhdngd li utrén trang tinh

Bi t cac thao tac chen, xda hangt &én trang tinh

Bi t k#khung, t6 mau cho 6, g, tach 6

K n ng:
Th c hi nthanh tho ki nthl ¢ & h c trén may
II. Baim i:
TG PH NG PHAP N 1 DUNG
1.0 nhd ng b ng tinh
- Thay i r ngct(Columns width)
- Chnctcnthay i rng
- Vao Format \ Columns \width p tho i
xu thin,
-t i Column width nhpvao r ngcn thay
i . OK.
*Ngodiracot thay itr cti pb*ngcah

GV: Phan ThNga




Giado an nghtin h c v n phong

nhn Upchuttic nhbénphic atéu ct
ho'c nhngi chu tva di chuyn.

Thay i chi#u cao dong( rows height)

Chnctcnthay i r ng:VaoFormat\
rows \height hp thoi xu thi n, tirows
height nhp vao chiu cao cnthay i .OK
N ivatach 6
-Ni:Chnnhngdécnni vao
format\Cell\Aligenment \Merge cells

Ho"c ch n nat merge cells trén thanh cbng.c
-Tach:chtach 6 ani

Ch n 6 cntach vao format\Cell\Aligenment
b%d u ch nt i Merge cells

- Chén , xo04 dong(ct)
Xoa dong(ct)
- Ch ndong (ct) c n xo&
- Nh nnut phichu tch n Delete
Chén dong(ct)
- Chnvtricn chénd i(dong cn chén
),bén phi (c tc nchen)
Nh n nuat phichu t ch nInsert

[1l/ 0_nh d ng font

- Chnwvungcn nhdng

- Vao Format\Cells hp tho i xu t hi n:
Y nghacac yut trong Format Cells:
Thl Number: $ nh dng céac kiu d i u
chun: s, ngay, thang, tnt, phn trm,
phan s..
Thl Alignement: Cho phép on chinh v tri ,
h ng vittrong mt 6, theo chiu ngang hay
chi u ! ng. thm chi chéo goc v goc nghiéng
tuly.
Thl Font: Cho phép nh dng cac xau ki t,
hoan toan ging nh trong b son tho
Winword.
Thl Border. Cho phép n nh cac kiu kH
khung cho mt 6, m t vung 6.
Thl Pattern: Cho phép t6 mau n cac 6
Thl Protection: Cho phép o v d i u
trong mt 6, mt vung 6 bng cach n i ho'c
khoa khéng cho tham np.

H p tho i Format cell
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Giado an nghtin h c v n phong

Font :

Font style :

Size:

Color :
Underline:$ nggchd i
Effects: gch 4 strikethrough)
Ch s trén (superscript), Chs d i (
subscript)
Chncihcnng nhdng.OK
VI/ KJKhung td n n ThHkHkhung ( Border)
- Chnvungcn nhdng
- Vao Format\Cells hp thoixu thi n.
- Ch n thHBorder k# khung .
Chn i kHchnmaucho ng
kKHOK
- Ch n thHParttem té n n
ChnmaunnChn OK.
V/0 nhd ngs
-Ch nvungcn nhdng ThHt6 n n ( Parttem)
-Vao Format\Cells hp thoixu thi n.
-Ch n thHnumber .
-Ch n Ki us ( Number, currentcy, time,date

)cn nhdng.

-Chn OK.
N ucnmtthay ikhac thichn Custom
Ch nkiu nhdngOk

ThHNumber
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Ti 161+62+63: Giaoans21-S ti t3-T ngs bai agi ng 60
Bai 24: TH3 C HANH
Sonngay 05 thdang 2 m 2009

.M ctiéu:
Ki nth c:
Ap d ng ly thuy t th hanh trén may
K n ng:
S d ng thanh tho cac thao tac trinh bay trang tinh
II. Baim i:
Tg |N IDUNGH NG DKN |PH NGPHAPT' CH CTH3CHI N
HBCNG D5N MD $E U
Co6 th chia nhém hic 1 HS 1 may
Khi ngmay 6n_nhch ng i
Kh i ng may
M ch ng trinh Excel
- Nh pd li uchobngtinh - Nh pd li utheo ndu
- Thaotdc nhdngd liuva nhdng| - Khinhpd li umunxungdong trén 6 thi
béng tinh ph i nh n Alt+Enter
- K#khung, t6 nn cho bng tinh -Xac nhkiud li ulacha hay s theo
qui nh nhpcho dng
- Ch'nh s a nh p sai.
-M2ibaitp cnhptrén1 Sheet
- K#khung, t6 nn cho bng tinh
- Thay i réngctcho phuhp
-$nhdngd li u.
-$nhdngctthanhtin bnglcé nv
tint la“ ng”
- L ubaitpvitén bai thc hanh s 2 trong
th m ctén HS
HBCNG D5N K@ THUC
- T tmay - Thoat kb cac ch ng trinh ang hin hanh,
nuchaluthicpphilutr ckhitt
may.
- M2i Hs ngi may nao thi ph Shut down
may 0.

Ti t64+65+66: Giao ans22-S ti t3-T ngs bai agi ng 63
Bai25:B* TRID LI UTREN TRANG TiNH
Sonngay 12 thang 2 m 2009
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. M ctiéu:
Ki nth c:
Bi t tIJ.KLI icau-% tr c khil p trangKih;
K n ng:
L p ctrangKivh d a trénN© k t PQ phanKah.
[ll.  Baim i:
TG [N IDUNGH NG DKN |PH NGPHAPT' CH CTH3CHI N

BR TRI DS LI?U TREN TRANG TiNH

- Yéu cu NO T-Un nghién tu VJi KWQL

[J.KL1 i N©O cau-% sau:

1.X ctiéu |l p trangKivh?

2.D.liunhplJoVYldZd

3. C n Kifh KWiZ[? \J. s.]

TJo?

4. B.KLMI. li unh th.TJo chott?

-Nh n”_t,cht .1J. b.sung.

- -Lu.vi- csinh ayYhhngvn .
c na- i KLL itr ckhil ptrangKiivh.

ng cong thc

- Nghién ¢u bJ KWQJ.KL | i NO cau-%
thong qua idi nNaT-Unc[ nh.

-.d-Um.e-G nhn”_t1J.b.sung.

- Ghinhnki nthc.
Hi u".TZ- aN avi ¢ phankéh bJ KWO

- Yéu cu NO T-Um nghién tu VJi KW
[J.KL1 iYi4 cau-% trén.
1.X ctiéul p trangKinh?
2.D.liunhpldoYldZ

Thy c¢s.m.r ngsovibd KWwa.

-fL. i C:

+ ' c tiéu.dZW3advi c Kivh doanh slJ. hoa
h ngNg KiMh ti nth nglJ.t ng thu.

3. C n Kifh KWiZ[? \J. s.]
TXo?

ng cong thc |+ D (i u cho tr$c: f. | . hoa hng 5,8%, tin
th ng 508 cho @ i m, ZhO.bAJ. s. i m
4. B.KLKI. li unh th.TJo cho tt? th ng iv it&gYWph nm m.

-L u .1J. phankKdéh v.N@ ph ngKlgh |+ D (i u nhp )*(thay ith ng xuyén:S.
bJy trangKith sau khiN© T-Um Klfh bdy. || ng phn m mbOn C.

$a8yYk n . muchtNabdi- c. + D(li ucn+nph: Doanh s, ti n hoa hng,

tinth ng, tng doanhthu,s im t C
v im2 YWphnmm,tngs. im t
C.

+Congthccns(- ng (+nh+./n.
+ 012h 3*y: NEuN© ph ng  Klgh bJy.
-.1 ¢ sinh bit ¢ N©h Klgh bJy trangKihh
IJ.”.TZ- aNaTU

Th ¢ hanh

GVyéucuHSs dngcackinthc ahc

ma cac bai thc hanh & néu.

Trong qué trinh hc sinh th ¢ hanh trén may, giao vién quan sat varig dn, gi i
apnhngthcmccahcsinh-h ngdnh csinhthc hi ncac thao tac kho.

hoan thanh trinh tcac yéu cu

$anh gia , nhn xét rat kinh nghim ¢ a giado vién

GV: Phan ThNga
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Ti t67+68+69: Giaoans23-S ti t3-T ngs bai agi ng 66

Bai 26: D D! NG HAM LOGIC

Sonngay 21 thang 2 m 2009

.M ctiéu:
Ki nth c:
Hi um c ichs d ngva cach nlp ham logic ph bi n
K n ng:
Th c hi n cac tinh toan vai u ki nv i ham logic
II. Baim i:
TG N | DUNG PH NG PHAP
Ham IF:

N ubiuthc i uki n dngthi ham
nh n gia tr khi ang, nu khéng #nh n gia tr
khi sai.

Cu phap: =IRBi uth c i ukin, giatrkhi
ang, gia trkhi sai).

Bi uthhc i ukinlabiuth clogic btKki,

nh ngiatr ang hdc sai.

Vid : =IF E4>=4.75, trocap khong).V i

bcl nglnhnhdcb'ng4,75thi c

h ngph cp,conng clikhéng ¢

h ngch phcp

Ham AND:

Tr v TRUE nuttc céc biuthc
logic trong danh sach cacis c aham ula
TRUE; tr v FALSEnucoitnhtmt is
la FALSE.

Cua phap: AND(logical 1,logical 2, ...)
Logicall, logical2, ... 1a1t30 i ukin
logic.
* Ghi chu
Cac is phicégiatrlogic hd'c philacac
m ng hay tham chu cH a gié tr logic
Numt is lamng hay tham chu cha
v n b n hd'ccac 6 2ng thi nhng gia tr nay b
b%qua.
N u vung c ch nh khéng cha gia tr
logic nao thi ham trv [2i #VALUE!.
Vid : AND(2*3=6,3*3=9,6+9=15)
b?ng TRUE

AND(2*3=5,3*3=9,6+9=15)
b?ng FALSE

Vd:
=if(DTB>=5, “lenlop”,”khong len
lop”)
A | B|C | D E
1 LT |TH |TB | KQ | Gcha
2 |8 7 7.3
3 |5 5 5.0
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N u vung A1:C3 c6 cha nh ng gia tr TRUE
thi AND(A1:C3) brng TRUE

N u vung A1:C3 c6 cha mt gia tr FALSE,
cac gia tr khac A TRUE thi AND(A1:C3)
b*ng FALSE

Ham OR:

Ham gttr v ktqu la TRUE nu cé it nht
m t bi u th! ¢ Logic trong danh sach céaci s
c aham ucé giatrla TRUE.

Ham gftr v ktqu la FALSE numibi u
th! ¢ Logic trong danh sach caci s ¢ a ham
cé giatr la FALSE.

Cu phap: OR(Logical 1, Logical 2,. . .)

* Ghi chu:

Cac is philagia tr logic hdc mtm ng
ho'c m t tham chiu c6 ch a cac gié trlogic.

8 8.0

4 8
5 |2 |5 140

N u TB>=5 va khéng c6 moén nao <
thi KQ1a*“$ u”, conlila “H%g”
=If(and(C2>=5, A2>=5, B2>=5),
“$ u”,"HIMG”)

Ho"c

=If(and(C2>=5, min(A2:B2)>=5),
“$ u”,"HIMG”)

Vid :
OR(2*3=6,3*3=9,6+9=15)
b*ng TRUE

OR(2*3=5,3*3=9,6+9=15)  ‘ng

Numt is lamtmng hdc mt tham| FALSE

chiucé chamtchei kit,s hd'c ka 6

r2ng, cac giatr 6 ¢ b¥qua.

N u khong cach ¢ cH nh khéng cé gia

tr logic nao, ham#str v gia tr 12i #VALUE!

Tacdéth s d ngmtcong thc mng OK

ki m tra mt gid tr n*m trong mt m ng. $

nh p mt coong thc OR nh la mt m ng, ta

nh nt h pphim Ctrl + Shift.

N u vung A1:C3 c6 cha mt gia tr FALSE,

cac gia tr khac la TRUE thi OR(A1:C3) *ng

TRUE.

Th ¢ hanh

R 6<#@J 1E RGE6| #@VH R7N| @ | GE | / #GTHS8 X@ L

> | EK;TIUE 6 /0=6=6G CD| X>| CC| XA F
? | GE6 6@JE6 =6G1[E F ?A| D>| F?| F?
A | 6,TIE6 I@PE 9@E6 F? DFf D?| CB| BA
B| 1 6 9@E6 BA C| BA| CC| CD
C| 6TJE6 6" 9.TLE CD| BD| X> F| DD
D| =@8G I,9EK 97_EK DD| F?| ?A| F?| DD
F | 6 P#@VE 97 _EK FF BD| DF| BA| FD
X| 1 #@VE 97 _EK D> F> C| CD| CB
a | M6@E 6 PEK FD DDl BD| DD| AX
>S | EK;T1UE #@VE 78= F F?| F?| CB| DC
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Giado an nghtin h c v n phong

Ti t70+71+72: Giao ans24- S ti t3-T ngs bai agi ng 69
Bai 27: TH3 C HANH SD D! NG HAM LOGIC
Sonngay 04 thang 3 m 2009

[. M ctiéu:
Ki nth c:
Hi um c ichs d ngva cach nlp ham logic ph bi n
K n ng:
Th c hi n cac tinh toan vai u ki nv i ham logic
II.Baim i:
1. CACHAM TOAN H C - MATH FUNCTIONS
X y Mod(x,y) | Int(x/y) Sqrt(x+y) | Round(x/y,2) Power(x,4) | Product(x,y)
7 2
13 -4
15 66
8 8

Dung cac hamtoan h ¢ tinh giatr chocac 6 tr ng ?

2. CACHAM LU NLY - LOGICAL FUNCTIONS

a b c m=a>b | n=b>c | And(m,n) Or(m,n) And(m,Or(m,n))
4 5 14
2 12 32
24 14 16
24 24 16
Dung cac hamlu nly i nvaocac o6tr ng?

3. CACHAM X LY CHU | (TEXT FUNTIONS)

M t Ma

hang H Mé&lo i | STTH ngia|S | ng Gi mgid | Thanhti n
Kaki 2 K1252 80000 15

Jeanl |[J2011 200000 24

Jean2 |J0982 150000 12

Kaki 1 K5801 120000 30

Yéuc u

1.L pcobngth cchoc tMaLo i,bi tr ng: Kyt cu icungc aMaH laMalo i
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Giado an nghtin h c v n phong

2.L pcongth cchoc tSTTH ,bi tr ng:3kyt gi ac aMaH 1aSTTc ahoa n.
3. Tinh ¢ tgi m gia sao cho:

N uMalo ilalthiGi mgid=30%* ngid*S | ng

N uMalo ila2thiGi mgid=50%* ngid*S | ng
4. Tinhc tthanhtin= ngia*S | ng-Gi mgia

C.QUATRINHH NG DKN

TT [N IDUNGH NGDKN |PH NGPHAPT" CH CTH3CHI N |TGIAN

HBCNG D5N MD $E U

C6 th chia nhdm htc 1 HS 1 may
6n nhch ngi

Kh i ng may

M ch ng trinh Excel

1 | Khi ngmay

HBCNG D5N THBF NG XUYEN

- Nh pd li uchobngtinh - Nh pd li utheo ndu
- Thaotdc nhdngd li uval - Khinhpd li umun xu ng dong trén ¢
nh d ng b ng tinh thi phi nh n Alt+Enter
- Tinh toan Bbng cac ham n| - X4c nh ki ud li ula ch@i hay s theo
gi n. qui nh nhpcho ang
- Tinh toan Bng ham Logic - Ch'nh s a nh p sai.

- Tinh toan Bng ham tham - Tinh toan Bbng cac ham ngin

5 chiu - Tinh toan Bng ham Logic
- Tinh toan tng h p. - Ki mtraktqu sau khitinh toan
- K# khung, t6 nn cho bng| - M2ibaitp cnhptrén 1l Sheet
tinh - K#khung, t6 nn cho bng tinh
- Thay i rdéng ctcho phuhp
-$nhdngd li u.
-L u bai tp vi tén bai thc hanh s 4
trong th m ctén HS
HBCNG D5N K@ THUC
- T tmay -Thoat kb cac ch ng trinh ang hin
hanh, nuchaluthicpphil utr c
3 khi t t may.
- M2i Hs ng i may nao thi ph Shut down
may 0.

KICM TRA 09NH KF
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L. p b ng tinh va tinh toan theo yéu tu.

B ngchititnhpxut

Loih Ngay Ma Tén Loi S| ng|$ ngia|Thanhtin
X 01/10/98 | TRBL-TB 100
N 15/10/98 | CBMT-TH 50
X 02/11/98 | TRBL-DB 20
X 15/10/98 | TRBL-TH 50
X 30/10/98 | CBMT-DB 100
N 05/11/98 | CBMT-TB 500
X 11/11/98 | CBMT-TH 30
Yéuc/ u:

1. $invaoctténdavaokit ucamdhang:Nukyt ula“T"thi in
ténla“Tea”, kyt ula“C”thi i ntén la“Coffee”.
$i nvaoloihangdavao2kytcuic amahang vatén hang ng ph.
.$invaoct ngiddavao2kytcuic amahang:rukyt ula“T”thi
in ngid“Tea’,nukyt ula“C’thi i n n gia"“Coffee”,

4. Tinh thanhtin=s | ng* ngia.

5. $ nh d ng trinh bay bng tinh.
$anh gia , nhn xét rat kinh Nnghim € @ QIA0 VIEN .........uuiiiiiiiiiiiiieii e e

2.
3

Ti t73+74+75: Giaoans25-S ti t3-T ngs bai aging72
Bai28: 3 PX P-L CD LI U
Sonngay 10 thdng 3 m 2009

. M ctiéu:
Ki nth c:
Hi u khai nim danh sach dli u,cachspxpd i u
Bi tcachlcd li ut&danh sach
K n ng:
Th chinspxp,lcd li utuaychn
II.Baim i:

TG N | DUNG PH NG PHAP

1/Spxpd liu
- Chnvungd liucnspxp
- Vao Data\Sort . Hp thoixu t hi n

H p tho i Sort.

Sortby : Ct utién nhttrong khéa p x p
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Giado an nghtin h c v n phong

Then by : Ct utiénth 2,tH 3trong khda
X p.

Ascending : Spxptngdn

Descending: x pgimdn

My List Has : header row ( Ho no header row )
mi nd li ucd hdc khdng c6 dong tiéu
OK.

2/L cd@li u
L ct ng (Autofilter)
- Chnmind liucnl c(k ¢ dong
tieu )
- Vao Datal\ Filter\ Autofiltert ng cac
m)itén ¢ chen vao bén phcac tén
tr ng
- Chnm)iténtic tchhad li ucnlam Lecd liut n
tituchun | c 9
- Ch nmttrong cac mctimenu:
All: Hi ntoanb b n ghi
Blank : Ch hi n b n ghitr ng
Nonblank : Chhi n cac bn ghi khéng trng
Custom. . : Dung céac toan so sanh
Th c hanh
~ Tén Nga N Nh. n Thanh Gia
TT | Ma hang nr?. g Ngay ban xét tin Thu Th+ng thanh
1 | B2|Giy 12/05/1998 15/05/1998 ? 500 ? ? ?
2 |AL | Vi 07/01/1998 17/04/1998 ? 2000 ? ? ?
3 | D3 | Xim ng | 30/07/1998§ 28/09/1998 ? 6000 ? ? ?
4 | C2| Gch 01/02/1998 01/12/1998 ? 1800 ? ? ?
C ng ? ? ? ?
Yéucu:
1/Thu :MaAlal%,Bla5%,Cla7%,Dla10 % Thanim

2/Nh.nxét: Cnd vaothigian!| ukhonh sau:
-D

-Ban chy :th ng 2% Thanh tin; Ban
khac khéng

i 30 ngay : Ban cty; T&30 ngay n 89 ngay : Ban
3/ Th + ng cho nhan vién ban hangrcd vao nhn xét nh sau :

cth ng

GV: Phan ThNga
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Giao an nghtin h c v n phong

4/ Gia thanh = Thanh tin + Thu + Th ng

Ti t76+77+78: Giaoans26-S ti t3-T ngs bai agi ng75
Bai 29: TH3 C HANH
Sonngay 19 thdng 3 m 2009

.M ctiéu:
Ki nth c:
Hi u khai nim danh sach dli u,cachspxpd i u
Bi tcachlcd li ut&danh sach
K n ng:
Th chinspxp,lcd li utuaychn
II.Baim i:
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TT [N IDUNGH NGDKN |PH NGPHAPT' CH CTH3CHI N | TGIAN

HBCNG D5N MD $E U

Co6 th chia nhém hic 1 HS 1 may
6n nhch ngi

Kh i ng may 15’
M ch ng trinh Excel

1 | Khi ngmay

HBCNG D5N THBF NG XUYEN

- Nh pd li uchobngtinh - Nh pd li utheo nfu
- Thaotdac nhdngd li uval| - Khinhpd li umun xu ng dong trén ¢ 35’
nh d ng b ng tinh thi phi nh n Alt+Enter

- Tinh toan Bbng cac ham n| - Xa&¢c nhkiud li ula ch@i hay s theo
gi n. qui nh nhpcho dng

- Tinh toan Bng ham Logic - Ch'nh s a nh p sai.

- Th ngkétngh p. - Hoan thanh Ing tinh bng cach dung cac

- K# khung, t6 nn cho bng ham Logic,
tinh - Spxpd liu

-Lcd liuc bnvalcco i ukin

Ki mtraktqu sau khitinh toan

M2ibaitp cnhptrén 1l Sheet

K# khung, t6 nn cho bng tinh

- Thay i réngctcho phuhp

-$nhdngd li u.

-L u bai tp vi tén bai thc hanh s 6
trong th m ctén HS

HBCNG D5N K@ THUC

- T tmay -Thoat kb cac ch ng trinh ang hin

hanh, nuchaluthicpphil utr c

3 khi t t may.

- M2i Hs ng i may nao thi ph Shut down
may 0.

Ti t79+80+81: Giaoans27-S ti t3-T ngs bai agi ng78
Bai 30: BICU DIMN D LI UBNNG BICU 0;
Sonngay 06 thang 4 m 2009

.M ctiéu:
Ki nth c:
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Bi@vaitrocabiu trongbiudind
d liuvacacb ctobiu

li u,kh nngtobiu t&bng

K n ng:
T obiu t&danhsachdli u;
Th ¢ hi nthao tac sa bi u
I.Baim i:
TG N | DUNG PH NG PHAP
T ngvtbiu lamtch cnng

1.Cacb ctobi#u >, > th

Cacb cth chin:
Lachnphmvivangd li u (tieu
s li u) c n minh ho.
M b ng chnl nh Insert, chn Chart
Xu t hi ncac hp thoi Chart-Wizard, h ng
don ta thao tac&ng b ¢ xay d ng bi u
Co4b ccnphitunt th chin.
B c1:. Chnkiubiu , th.
B c2:Xac nhvungd li u.
B ¢ 3: Thém céc tiéu , cha gii va nhiu
| achnkhéc.
B ¢ nay co nhiul achn cho phép trinh
bay céc chi tit trén bi u
ThHTitle s#cho phép:
$intiéu cabiu
Chart Title.
Cha thichynglacatrc X vao
tr ng Category (X) axis.
Chuthichynglacatrc Y vao
tr ng Value (Y) axis.

vao tr ng

ThH Axes cho phép: ghi chd cho caccr
ThH Gridline cho phép cm hi n th cac

ngkHoé !l i d sosadnhcao c acac
giatr.
ThH Legend cho phép kri n i "t cac chu

gi i
ThH Data label cho phépa& ch n c6 ghi kem
cac con s gid tr ¢ th cnh th hay
khong.

ThH Data table cho phépa chn hin th
vungd li uc s kembéncnhbiu

B c4:chnni "thiu

N u ch n As new sheet thi Exce¥so bi u

c a thich nht c a bng tinh
Excel.Cac biu th la nh ng
hinh nh minh hor ttr c quan, y
tinh thuyt ph c. Ng i xem rut ra

ngay cnhngktluncnthit
t& cac biu
* Cac th, biu hinh ct cho

phép minh ho di n bi n theo dong
th i gian. Cac biu  hinh qut tron
chophépdint t: I phntrm..

Xac nhlivungd li u
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Giado an nghtin h c v n phong

hay th trénmttrangmi.Tr nghp
mu n dan biu ngay trén bng tinh ang
xét hdy chn As object In.
Ch n Finish  k t thac.

2. Cac thao tac khac

$ nhlikichth c,dichuyn:
Bi u la mt it ng riéng bit trong
trang bng tinh. Sau khida to ra bn cé th
di chuy n, co gian kich th c.
Tr chtcnchnbiu b*ng cach nhn
chu t vao nd, mt khung hinh ch nht v i
caicmc nhv it ngsthinra.
$ thay i kich th c, th ¢ hin thao tag
nhnvakéothchutticac mc nhv
b n goc hdc gi a cac cnh.
$ di chuyn, nhn vao vung trong khung
hinh ch nh t va kéo th sang nim .
$ xod, nhn phim Delete.

3.n n

Co th ch n in riéng biu ha'c in
kemvitrangd liuc s candé. Khiin
riéng trén mt trang biu St gidn  v&a

v ic trang. Vid
id:
T& b ng tng kt1 ng theo phong
ban ta cO th v# bi u thy rd
h n phan b I ng nh hinh bén
d i
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Giado an nghtin h c v n phong

Th ¢ hanh:

N IDUNGH NG DKN |PH NGPHAPT' CH CTH3CHI N | TGIAN
HBCNG D5N MD $E U
Co6 th chia nhém hic 1 HS 1 may
6n nhch ngi
Kh i ng may
M ch ng trinh Excel
HBCNG D5N THBF NG XUYEN
- M bngtinh &césliu -Chnwvungd li uv#bi u
- Th chincacthaotac##biu t ng
-L u baitp vi tén bai thc hanh s 7
trong th m ctén HS

Kh i ng may

HBCNG D5N K@ THUC
- T tmay -Thoat kb cac ch ng trinh ang hin
hanh, nuchaluthicpphil utr c
khi t t may.
- M2i Hs ng i may nao thi ph Shut down
may 0.

Ti t82+83+84: Giaoans28-S ti t3-T ngs bai agi ng8l
Bai 31: TH3C HANH T" NG H4 P
Sonngay 14 thang 4 m 2009

.M ctiéu:
Ki nth c:
Th chanhmts kinthhc dhc
K n ng:
Nh pd li u,| pcbngthctinh, nhdng trang tinh
V#bi u
II.Baim i:
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Giao an nghtin h c v n phong

Bait p

Yéudu:S dnghamahc vaod li uchoctméiloi, ténhang, sl ng, n gia, thanh tin
bi t r*ng:
1. Maloi:Lalkit bén trdi ca ma hang
2. Tén hang: Nu méa loi A thi tén hang l1a BAN
Nu ma loi 1a B thi tén hang 1a BAN NHIA
S | ng:Lahaikit bén phic a ma hang
$ ngi& NumaloiAthi n gid 1000000
NI mé loila B thi n gia 500000
Thanhtin: Bsngs | ngnhén n gia.
V#bi u
. $ nhdngbngtinh
L ub ngtinh

hw

®© N o
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