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BAI 2 NGAY 14.11.2009 UTBINH SOAN

UT BINH SE CAM TAY CHI VIEC CAC BAN CO NGHIA LA BAI NAY VIET RAT CHI TIET ,
BAN NAO DO’ NHAT CUNG CO THE THU'C HIEN BPUQC . BAN SE NHAP VAN BAN CHO
CAC BE MUC , BINH DANG GIUA VAKHO LON . NHAP THO NOI DUNG TRONG BANG
VA TO BEN N‘EN 'sO TRANG CHO CAC O PEU NHAU THEO CHI PINH KHO CUA CAC BAN
TAO VIEN DOI CHO KHUNG VA NET MANH TRONG BANG . CANH SO LE CAC HANG CHU
BEN DUOT .

THUC TAP TAO BANG TINH THEO MAU DUOT DAY
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1. CHUAN BI :
« Nhap Shortcut tai Desktop dé mo Chudng Trinh Excel 2007 .
e Chon Font : Times New Roman — Size 12 pt .
» Nhap Nut giao nhau giua Chu va S6 TT dé€ chon toan Bang ap dung dinh dang

2. NHAP THO NOI DUNG :

e Chon O A1 va gé nhap ndi dung Hang trén cung > Enter > PachonOA2 >
Nhap néi dung Hang thir 2 > Enter > Pa chon O A 3 > Nhap ndi dung Hang
thir 3.
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e ChiY : Trong luc nhap ndi dung néu can chinh sua , ban nhap Phim F 2 d&
hién ra con tro dé t6 den hay phim mui tén di chuyén con tro dé chinh sua.

e Enter > Pa chon O A4 > Nhap chu : THANG > Nhap Phim Mui tén qua Phai >
Nhép 01 ( Nhung ¢ chi thay hién s6 1) > Tiép tuc nhap cac s6 con lai.

e Enter > Pa chon 0 A5 > Nhap chu NGAY THI ( DuGi chu THANG ) > Nhap 07
du@i s6 1 > Chon 0 dudi s6 29 nhap 03 > Chon O dudi s6 12 nhap 23 > Chon
cach O s6 30 nhap 18 > Chon cach O s6 26 nhap s6 21 .

e Cot N nhap MON THI > Phim Mui tén Xuong > Nhap Tin Hoc > Phim Mui tén
Xuong > Nhap Anh Van > Phim Mui tén Xuong > Nhap Hoa Van.

e Tiép tuc nhap tho cac dong con lai. (H1).
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3. DPINH DANG :
« Hang chit dau tién : TRUNG TAM DAO TAO NGOAI NG TIN HOC

o Tao gi6i han 1 Khdi : Quan sat thay O cudi cung la C6t N , quét Khoi
Hang chir nay dén Cot N.

o Tron cac O hanh 1 O : Nhap Phai Ién Kh6i vua quet > Chon Format Cells
> Panh dau Merge Cells > Ok > Pa tao cac O thanh 1 Khdi > Nhap Nut
Center dé chinh Hang chu nay vao Giua O

o M0 rong chiéu cao Khdi nay : Pé con tro d’ay Phai ® 1 > Con tro bién
thanh dau + Reé xuong 1 khoang > Pa noi rong chiéu cao Khéi nay >
Nhap Nut Middle Align cho hang chu nam giu’a Khoi > Chon Size 16
Chon Bold . (H2).
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e Hang chir : LICH THI CHUNG CHI QUOC GIA va TIN HOC — ANH VAN — HOA

_VAN NAM 2009 N
o Chua Y : Khéng dudc chon 1 [an 2 Hang Chir vi ching sé bi trén la n vao
nhau . Chi chon moi l[an 1 Hang chir > Thuc hién cac buGc giong trén
(H3).
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o NOi rdng Cot A : Dé con tro day Phai O A > Con tro bién thanh dau + Ré

xuong 1 khoang > Pa ndi rong chiéu cao O A nay.

Tao s6 cap ( Nhuw 01 -02-03...)

o Chon Khéicacsé > Nhap x6 xuéng cua The Home \Number > Chon
Custom > Khung Type nhap : 00 > Ok > Pa hién ra cac so6 déu la so cap

(H4).
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e Noi rong Chiéu cao déu nhau cho cac O chira S6 :

o Chon Khdi cac O chira S6 > Format > Row Height > Hién co chiéu cao [a
15.75 > Nhap 25 > Ok > Pa nci rong chiéu cao Khoi . (H5) .
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o Cac O chira S5 c6 nén den sé tr &ng : Chon cac O can c6 nén den s6 trang >
Nut Fill Color chon Pen > Nut Font Color chon Trang > Nhap bén ngoai .

e Cac O s6 cb sd canh giita : Chon Khéi > Nhap Nut Center va Nut Middle Align
(H6) .
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4. TAO BANG :

e Tao Vién Pup cho Khung
Border > More Borders > Phan Style chon net dup
Khung Preview da thay Khung net dup .

o

: Chon Khéi cho Bang > Nhap x6 xudng Nut

> Chon Outline >

Tao nét manh vach chia 6~trong Bang : Phan Style chon nét manh > Chon

Inside > Khung Preview da thay net manh trong thanh dirng va ngang cua

Bang > Ok . (H7).
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5. VACH GIOT HAN RIA MEP PHAI GIAY IN :

cho biét do la ranh mep Phai cua giay in

Ban chi thay vach dt'rng c6 nét cham khi nhap Nat Preview . Vach dirng nay
. Do do ban can phai diéu chinh

sao cho vach nay nam sat mep Phai cua noi _dung ban da nhap

Hién nay ban thay vach nay nam lan qua Phai 1 cot, can phal chinh lai nhu

sau : Nat Preview > Nhap Page Detup > Margins > Left va Right chon 0 >
Chon Horizontal > Ok . Néu chua dat két qua ban thu hep Cot N lai. (H8).
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6. HANG CHU DUOT THUT LE SO HANG CHU TREN :

o Ban quan sat thay cac hang chu du@Gi thut [é so voi Hang chu : HOC VIEN
LUUY.
¢ Cach lam thut I€ nhu sau R
o Hang chir : NHAN HO SO’ PANG KY KY THI . . : Chon 0 A9 > Ctrl+X
( Cit) > Ctrl+V (Dan ) vao 6 C9.
o Hang chir: H‘O SO’ GOM : Chon O A10 > Ctrl+X ( Cat ) > Ctrl+V
( Dan ) vao O C10.
o 2 Hang chir chét : Cat tung hang chwy 0 A11va 0 A12 > Danvao 6
Di1vabD12.

7. O CO CHU NGAY THI THANG PUNG :

e Chon Khdi c6 3 6 > Nhap Phai Ién > Format > Format Cells > Merge CellS
> Ré& Kim chinh thang du’ng > Ok > Banda tréon 3 O thanh 1 va c6 chir
NGAY THI thing dirng giéng trong M3u Bai . (H10)
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8. KET QUA :

Nhap Nut Print Preview > Khi ban xem thay nhu thé nao se in giong nhu vay . O
day ban thay mép Trai va Phai cia Bang da dugc canh chinh Horizontal déu nhau
, ham trong khung giay in ( Giua giay in ) . (H9) .
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9. TO MAU BANG TINH :

Am A

Chon khoi can
Chon 1 kiéu . (H11).

to > Chon Conditional Formatting > Chon Nhom Color Scales >

(Oa) H9-®-1 )~
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