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BAI 1 NGAY 13.11.2009 UTBINH SOAN
UT BINH (62 TUOI ) bA PHAN LA TU HOC TREN SACH VA TREN MANG NEN

MAT RAT NHIEU THI GID BE TU TIM HIEU

. KHI BI THI LUC TUNG SACH -

VAO MANG TU GOOGLE PEN FORUMS DEN cAc TRANG WEB CAN THIET . CO

MOT THOT GIAN NUA NAM _HOC PHOTOSHOP VO1

NGUYEN NHA VA POI

KHI NHO JACKIE 1510) CHI DAN GO BI.

BAY GIU' CAC BIEU MAU CUA NHA NUO'C DA PHAN DUNG EXCEL

. KHI UT

BINH LAM BAO CAO KHONG NHAP LIEU BUQC VA KHONG IN BUOC TRONG
CAC MAU NAY DO PO UT BINH PA NHO HOI GIA SU TIM DUM 1 THAY PEN
NHA DAY . HOC BEN PAU THI UT BINH VIET RA DEN PO VA PHO BIEN CHO
CAC BAN DOT NHU UT BINH CO TAI LIEU THAM KHAO - TU HOC . UT BINH
MONG RANG PA LAM MOT PIEU CO ICH GIUP CAC BAN “TRE HAM HOC HOI

CO €O HOI THUC HANH BANG TINH EXCEL

BI THI HOI UTBINH

utbinhdesign@gmail.com HOAC SU PHU PHUONG DAY KEM CUA UT BINH
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1.CACH NOT RONG COT VA NOT RONG DONG :

o NGi rong cot : Dé con tro tai day Phai cua 1 O co cac chu Cai, con tro bién thanh
dau + > Ré ngi rong hay thu hep Cot .

F22 - Je |
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1 TRUNG TAM DAO TAO NGOAINGU TIN HOC HIEN CHUYEN v .
2 24134 AP BINH PHUGC - BINH HOA - THAN AN - BINH DUGNG '\ Con Tro
3 DT:0904.457.530 bién thanh
a Dau +
5 BAO CAO TIEU THU HANG HOA L D] LT
; _——————————— Thu hep Cét
7 MAT HANG SO LUONG PON GIA [[HANH TIENGHI CHU
. LMAY VI TINH :
9 |PENTIUM CELERON 55 535 Khach hang tmh
10 PENTIUM PIII-500 60 560 Nhiéu noi
;1 LMATHANG KHAC :
12 HP LASER JET 1100 28 415 Khach hang TP
13 EPSONLQ - 2180 16 605 Nhifu noi
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« NOi réng Dong : Dé con tro tai day Phai cua 1 O co cac chu' SO, con tro bién thanh
dau + > Ré ngi rong hay thu hep Dong .

2.CACH TAO CAC NUT CONG CU THUONG SU DUNG :

o Tao cac nit céng cu thudng sir dung d3 t tai Customize Quick Access Toolbar dé
nhap Ién khi cdn ma khong can phai mo ra mat thoi gic .

e Nhap Nut Office Button > Excel Options > Customize > Vi du chon Print Preview >
NGt Add > Pa hién ra Print Preview trong Cot Customize Qu ick Access Toolbar >
Ok . C6 thé chon thém cac céng cu khac cac budc giong vay.
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3.CACH NHAP NOI DUNG VAO BANG TiNH :

e Chon Font : Times New Roman — Size: 12 pt.

« Nhap Nut giao nhau giva Hang va Cét dé chon tat ca.

« Nhap tho ndi dung ctia 1 Cot . Bit dau tu O A1 dén cac 6 dudi dé6 > Nhap PHim Tab
dé qua Cot k& bén > Nhap PHim Mui tén I1én dén O dau tién cua Cot B ( O B1)

« Sau khi nhap day du néi dung trong Bang Tinh ban dinh dang lai .

4.CACH IN — CHON KHO TRANG — CANH LE — PHONG TO :

« Nhap Nut Print Preview se hién ra cac cong cu dé chon lua su dung.
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[PENTIUM PII-500 & 560 33600 |Nhiéu noi
2MAT HANG KHAC :
[HP LASER JET 1100 % 415 11620 [Khich hang TP
[EPSON Q- 2180 16 605 0680 Nhigu noi
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e Nat Print > Hién ra Bang Print , nhap Ok dé in Bang nay
o N@u mubn in twng Trang chi dinh : Chon Page , nhap tén Trang b3t dau trong
From va tén Trang cuoi trong To .
o Qui dinh s6 ban in trong Number of copies .
o Nhap Properties dé su dung cac thudc finh cua May In.
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1. Nuat Page Setup :
e Chon Tab Page, va chon:

o Chon Khd dirng ( Portrait ) hodc Khé ndm ngang ( Landscape ) .
o Nhap sb liéu trong Adjust to dé canh noi rong hay thu hep 2 [é Trai Phai, &
day cac ban quan sat mep cach Ié ngan khi nhap Adjusttola: 85.
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Preview: Page 1 of 1
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o Nhap sb6 liéu trong Adjust to dé canh ngi rong hay thu hep 2 [é Trai Phai, 6 day
cac ban quan sat mép cach Ié RONG khi nhap Adjust to la : 100 .

CACH RIA GIAY

e Chon Tab Margins va nhap s6 liéu vao cac 6 dé canh chinh Pinh
(Height) - Trai (Left) — Phai (Right) — Chan Trén (Bottom) — Chan DuGi (Feater)

TRUNG TAM DPAO TAO NGOAINGU TINHOQC HIEN CHUYEN
2A/13A APBINH PHUGC - BINH HOA - THAN AN - BINH DUONG
BT : 0904.457.530

BAO CAO TIEU THU HANG HOA

RONG HON

/

ma HANG SO LUONG PON GIA | THANH TIEN
1.MAY VI TINH :
PENTIUM CELERON 55 535 29425
PENTTUM PIII-500 6 56 33600
2 MAT HANG KHAC -
HP LASER JET 1100 28 415 11620
EPSONLQ - 2180 16 605 9680
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trong Muc Center On Page , Canh Trang nam giva ¢ Binh ( Horizontally) — & giira
Trang (Vertically).
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« Chon Tab Header / Footer : Nhdp x6 xudng va chon 1 kiéu danh s6 trang
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Nhap Tab Sheet :

o Trong PRINT c6 4 kiéu chon In : Gridines ( C6 luéi ) — Black and White (
Trang va Pen ) — Draft quality ( Khong Tab ) — Row and column headings (
Hién tén cot va hang ) . Nhap Options dé tuy chon trong May In.

o Trong Page Order : Chon Down , then Over ( DuGi Ién trén ) — Over, then
Down (Trén xuong duGi ) .
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5.CACH CHON CAC HANG PUNG IN PAM :

« Chon Khéi phan sb liéu ( Giu phim ré tu dinh Trai qua Day Phai ) > Nhap x6 xudng
cua Thé Home > Tab Font > Chon More Borders
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Clipboard ™ F (F Mumber (F Styles Cells

E13 - | Bottom Border
A Top Border c D | E | F
1 |TRUNG TAMPAO TAO LeftiBerder
2 24134 AP BINHPHU'G Right Barder NG
: DT : 0904.457.530 No Border RE CHON KHO!I
EH | AnBorders o = =
5 e [IEU THU HANG HOA
3 Thick Box Border
7 MAT HAN i | gottom Double Border PON GIA | THANH TIEN|GHI CHU
a 1.MAY VI TIN Thick Bottom Border
T d Bottom Bord B
9 [PENTIUM CELERON op ang moflom Barcer 535 29425  |Khach hang tinh
10 [PENTIUM PIII-500 Top and Thick Bottom Border 560 33600 |Nhifu noi
- ++i | Top and Double Bottom Border
2.MAT HANG K|

1 —— 1 Draw Borders
12 [HP LASER JET 1100 | Draw Border 415 11620 Khach hang TP
13 [EPSONLQ - 2180 #a| Draw Border Grid 605 9680 Nhicu noi
14 (2  Erase Border
4 2 Line Color 3
15 Line Style 3
17
- H | More Borders... ‘—-——
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e Chon 1 nét trong Style > Nhap Ién du'ong dirng trong O Text hodc cac 6 co cac net
phtu hop xung quanh O Text > Sé Preview cho ban xem két qua da chon > Ok .
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15 The selected border style can be applied by clicking the presets, preview diagram or the
buttons above.
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6.CACH CHINH BANG TINH NAM TRONG TRANG GIAY :

Vach dirng c6 cham cham la ria cta trang giay in , trong hinh cho thay ria Trang
giay in tai mep cua C6t Thanh Tién . Khi in se mat c6t ghi chu . Can giam Scale cho
dén khi thady vach nam trén ria Phai ciia cot Ghi Cha .
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« Khi chinh Scale 85, nhap Preview se thay Bang Tinh trong Trang Gidy In
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7.TINH THANH TIEN :

o Chon bat cir Dong nao dé tinh thanh tién bang cong thirc : S6 luvcng X Pon gia . SO
lwong Dong 9 la B9 va Pon gia cua Dong 9 1a C9 . Ban cé cdng thirc dé nhap la :
=B9*C9 > Enter > Sé ra két qua thanh tién.
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1 |TRUNG TAM DAO TAO NGOAINGU TIN HOC HIEN CHUYEN
2 |2A/13A AP BINH PHUGC - BINH HOA - THAN AN - BINH DUGNG
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a
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6
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7 K 1.MAY VI TINH :
9 |PENTIUM CELERON 55‘ 535 5 | =Co9*B9 [Khach hang tinh
10 | PENTIUM PIII-300 60 560 Nhiéu noi
11| LMATHANG KHAC :
12 HP LASER JET 1100 28 415 Khach hang TP
13 EPSONLQ - 2180 16 605 Nhiéu noi
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« Tinh két qua cua cac O con lai : Pé con tro day phai cua 0 vira finh > Con tro bién
thanh dau +, ré qua cac O con lai > Ra Két qua thanh tién cua cac Dong . Nhap O

c6 két qua la 0 > Nhap PHim Delete dé xoa no .
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