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DT B>NH SW C2M TAY CH>VI® C CCC BEN CE NGHKA Lé B&I NeYVIETRLTCHI TI' T
BEN NEO D& NHLTCZNGCE TH' THECHISNnJOC . BeN SY NH{P VI N BjN CHO
cCCn‘ MBC , nI'NH DENG GIpA Vé KHP LWN . NHAP THD NDI DUNG TRONG BANG
Vé TD nEN NaN Sy TRIWNG CHO CAC D nalJ NHAU THEO CH>n VNH KHP C3A CCC BeN
TGO VI‘ N nDI CHO KHUNG Vé NET MjNH TRONG Bj NG . CANH SO LE CAC HANG CH [w
BaN DJ [ul .
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1. CHUAN BI":
1 Nh@p Shortcut tai Desktop L* m1" Ch} { ng Trimh Excel 2007 .

1 ChKn Font : Times New Roman 1 Size 12 pt .
1 Nh@ Nut giao nhau gilea ChlowvasSWwTT L™ chKn to” n Byng 8p dyng L"nh dHng

2. NHAP THD NDI DUNG :

f ChKn D A1 v" gMnhtgp nXi dung H ng tr°n c¥ng > Enter > naxchon DA 2 >
Nh€p n¥i dung Hang thlu 2 > Enter > nawxchdn D A3 > Nh€p n'i dung Hang
thlu3.
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Ch¥h : Trong luc nh@p nti dung n°w c@n chinh sia , bHn nhdp Phzm F 2 L’
hi°n ra con tro L° t! Len hay phisn mui t°n di chuy®n con tro L® chinh sl'a.

Enter > nawchdn D A4 > Nh€p chlw: THCNG > Nh@ Phimm Mui t°
Nh€p 01 ( Nhl ng chi'th@y hi®n slvl ) > Ti°p tuc nh€p cac sucan

n qua Phai >
lai .

Enter > nawxchdn D A5 > Nh€p chlwNGAY THI ( D1 1u chlwTHANG ) > Nh&p 07
dl1u sl > ChKn D dl Qi s= 29 nh€p 03 > ChKn D dl Qi s= 12 nh€p 23 > ChKn

c&ch D s=30 nh€p 18 > ChKn c§ch D s= 26 nh€p st21.

Ct N nh€p MON THI > Ph2m Meit°n Xu=ng > Nh&p Tin Hoc > Ph2m Msit°n

Xuting > Nh@p An h  \sERh?m Mei t°n Xu=ng > NhCp Hoa VL n.
Tiyp tuc nh@p th! cac dang can lai. (H1) .

12 |* L& phi thi - The hoc vién
13

024 - ( k|

A B C D E F G H 1 J K L ] N (8]
1 |TRUNG TAM PAO TAO NGOAI NGU TIN HOC
2 [LICH THI CHUNG CHI QUOC GIA
3 |TINHOQC - ANH VAN - HOA VAN NAM 2009
4 | THANG 1 2 3 4 5 6 7 8 9 10 11 12 MON THI
5 NGAY Tl 27 24 30 27 25 29 27 31 28 26 30 28 TINH HQC
6 7 3 23 ANH VAN
7 18 21 HOA VAN
8 [HOC VIENLUU Y
9 [NHAN HO SG DANG KY THI TRUGC 01 TUAN CHO MOI KY THI
10 |Hé so gbm -
11 (*2anh3x 4

3. nI'NH DANG :

1 H'ngchv LSuti°n: TRUNG TAM n AO TAO NGOGl NGp TIN HI C

0 THO giQi hun 1 Khii : Quan sat th@ D culi cung lasCtt N
H ngchv n"y L"n CXt N .

, QU@ KhZi

o Tr'ncac D hanh 1 O : Nh@ Phdi I°n Khii viwa quat > ChKn Format Cells
> nanh d@ Merge Cells > Ok > naxtdo cac D thanh 1 Khii > Nh@ Nut

Center L'° chinh Hang chlwnay vao Gilea D .
0 M r'ng chiw cao Khti nay : n°controlay PhaiD 1 >

Con tro bi‘nn

th"nh ddu + R° xuling 1 kho)xng > nawu rt'’ng chi‘w cao Khiu nay >
Nh@ Nut Middle Align cho hang chlwntim gilea Khu > ChKn Size 16

ChKn Bold . (H2) .
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Y H ngchv : LVCH THI CH{UNG CHI' QURC GIA v" TINHOCi ANH VI NOA
VEN NIFEM 2009

o Ch¥%h : Khtng Ll cchon 1 1@ 2 H' 'ng Chv v3ch¥ng sy b™trXn Its n vao

nhau . ChAachKn mYil¢n 1 H" ng chv > Th)¥c hi®n cac bljw giting tr°n

(H3) .
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o N rfng C't A: n° con tro Lay Phai D A> Con tro bi°n thanh deu + Ré
xulng 1 khoyng > namu r'ng chi‘w cao D A nay .

f THos=cktp( Nh1-0D-D3...)

0o ChKn KhZi c8cs= > Nh@ x* xuling cua The Home \Number > ChKn
Custom > Khung Type nh€p : 00 > Ok > nahi®n ra cac stul°w lasstucktp
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f N rng Chi°w cao L'°w nhau cho cac D chlua Sl:

0 ChKn KhZi c§c D chna S= > Format > Row Height > Hi°n cachi®w cao las
15.75 > Nh€p 25 > Ok > nauu rt'ng chiw cao Khid . (H5) .
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 C8 DchnaS=c- n'nlens=tr Isng: ChKnc8cDcSnc- n’nlensZtrisng >
N¥4 Fill Color chKn nen > N¥ Font Color chKn Trisng > Nh@p b°n ngoai .

 C8 D s=c- s3canhgiva : ChKn KhZi > Nh@ Nut Center vasNut Middle Align
(H6) .
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4. TGO BiING:

1 THo Vi’ n n¥%p cho Khung ChKn Khz=i cho Byng > Nh@ x!" xutng Nut
Border > More Borders > Ph@n Style chon nat Lup > ChKn Outline >
Khung Preview Laxth@ Khung net Lup .

f THo n® mynh vHch chia D trong Byng : Ph@n Style chdn n® mynh > ChKn
Inside > Khung Preview Laith@ nat manh trong thanh dluing vasngang cua
Byng > Ok . (H7).
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The selected border style can be applisd by clicking the presats, previ
buttons sbove.
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5. VECH GIWI HEN RCA MEP PHjI GILY IN:

1 BHNn chAthdy vHch Lnng ¢- n® chdm khi nhdp N¥4 Preview . VHch Lnng nay
cho bi‘u Lawlasranh map Phdi cua gi@ in . Do Lawban c@n phadi Li®w chinh

sao cho vach nay ntun sat map Phadi cua n*i dung ban LanhCp .

Hin nay ban th@y vach nay ntwm I@ qua Phai 1 ¢t't , c@ phdi chinh lai nhl
sau : N¥4 Preview > Nh@ Page Detup > Margins > Left vasRight chon 0 >
ChKn Horizontal > Ok . N°w chl a Lat k°d qua ban thu hep C't N lai . (H8) .
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6. HENG CHy D WI THRTL SO HENG CHu TRaN :

1 BHNn quan s8t thdy c8c h"ng chlwd} 1u thut I°sso viu Hang chlw : HI CVIgN
L{ U Y.
1 C8&hI|"m thyt!|” nh} sau:
0o H'ngchv : NHAN HsS[ nl NG KVKYTHI ..: ChKn D A9 > Ctrl+X
(Cht)> Ctrl+V(D8n)v'oDC9.
0 H'ngchv : HsSf G@M : ChKn D A10 > Ctrl+X ( Clst ) > Ctrl+V
(D8&n) v oD CI10 .
0 2 H'ngchv ch-t: Cht tling hang chlwO A11 v D A12 > D&nv'oD
D11 v'  DD12.

7. D CQ CHJWNGAY THI THE'NG n [UNG :

f ChKn KhZic- 3 O > Nh@ Phai I°n > Format > Format Cells > Merge Cell S
> Ré Kim ch mh thyng Lnng > Ok > BHn L«trXn 3 Dthanh 1 v" ¢c- chv
NGéY THI thyng Lnng gi=ng trong Mtsu B"i . (H10) .

8. Karl QUA :

Nh@ Nut Print Preview > Khi ban xem th@y nh} th°wnaeo sadn giltng nhl v€y . a
L© ban th@ m®p Tr8i v’ Phyi cea Byng L« L1 ac canh chmh Horizontal L’ u nhau
, nkkm trong khung gi@y in ( Gilea gi@y in) . (H9).




