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840 CAU TRAC NGHIEM TIN HQC THI VIEN CHUC TINH HAI DUONG

Phuong an c¢6 dau * 1a Péap an dung

STT CAU HOI A B C D
, e Thiét dit cac
. An chut phai vao mot thu myc, | ) 0 thong tin chi | Doi ténthu | thudc tinh (chi | *Ca A va C déu
Cau 1 | chon Properties. Thao tac nay co A 2 ,
thi- tiét cta thu muc muc doc, an...) cho ding
' thu muc
Bam phim nao trong cac phim
Cau2 | Saudungdenal rong mot cap M tén Ién Mii tén xuéng | *Mii tén qua trai | 10 ten qua
Folder trén cura so TreeView cua phai
Windows Explorer:
L ey Dung t6 hop
Chon;cach "ao trong_cgc~ cac,h Dung chuot kich chon |  phim Alt + \ . A P \ A
n sau dé chuyén qua lai gitra cac AP ; 2 Ca A va B deu Ca AvaBdeu
Cau 3 , - vao tén tng dung ¢ Tab dé chon A
ung dung dang duoc kich hoat A . A khong dugc duogc
N _ trén TaskBar urng dung can
trén Windows: \ o
lam viéc
Chon nhiéu ‘ ‘
Folder, File *Chon nhiéu Chon nhiéu
lién tuc: Kich Folder, File Folder, File
Chon cau phat biéu khong chinh Chop mot FoIde_r/AFiIe: (I::houlgg:;l IFt|EI32 tlifg'm%rzlg?ﬁ tllfg'm%r:lg?ﬁ
Cau 4 ¥ , kich chuot tai tén F P

Xac.

Folder/ File

dau tién, roi
nhan gitr phim
Shift va kich
chuot tai tén
Folder/ File

phim Shift trong
khi kich chuét tai
tén cac Folder
File

phim Ctrl trong

khi kich chuot
tai tén cac
Folder File
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cudi
*Khong thé
C6 thé Copy toan b cai dat duoc vi b cai
A Windows XP Vao 6 dia Flash s dat A , Khdng ¢6 cau
Caus | ysB ¢o dung lrong 256MB Hoan toandugC | \vindowsxp | CAUAINg |46 nao ding
duoc khong: I6n hon 256
Mb
. Control Box la mot hop chua , N Cuec dai kich Cuc tiéu kich | *Tat ca céac lénh
Cau 6 A 2. bong mét cua s6 .2 e a R n
cac lénh dé: thudc cua so thudc cua so tren
Pé an hoic hién phan maé rong
cua tén File/Folder da duoc
Windows nhan dién (Vi du:
Cau7 EXE, TXT, INL....), ta phai Keyboard Date/Time System *Folder Options
Double Click chudt vao hiéu
tugng Nao trong cira sé Control
Panel (Xem hinh):
Start -Settings
2 ne e g - i - Control . . A ~ \ A
A bé cai dat may in ta thuc hién Start -Settings - *Cau A vaB déu | Cau A va B déu
Cau 8 . . : Panel - , i
cac thao tac: Printers and Faxes : diung sai
Printers and
Faxes
Pé chon cac biéu tuong nam
caug | C4chnhau trén man hinh nén Alt *Ctrl Enter Shift

Desktop, ta dung chudt nhap
chon tirng biéu tugng mot dong
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thoi bam git phim:

D¢ chon lién tiép cac bicu tuong
(Shorcut) trén nén Desktop, ta

A ) o
Céau 10 nhén gt phim nao khi kich Alt Ctrl Tab Shift
q chudt:
Dbé chup lai toan tg@ man hinh
Céau 11 | dang str dung ta bam phim nao Scroll Lock Pause Insert *Print Screen
sau day trén ban phim:
Cau 12 E‘,enﬁhﬂeréfg' ?1[;?1 |aé§étéak?gﬁ *T6 hop phim Alt+ | T4 hop phim T6 hop phim T6 hop phim
g dung dang du Tab Ctrl + Tab Shift + Tab Ctrl + C
hoat, ta st dung:
. : f Mo Double Click vao L A
A Dé cuc dai hoa kich thudc cua Kich vao nut ControlBox . . *Cac cach trén
Céu 13 2 . L s Title Bar cua ctra X
s0, ta thuc hién: Maximize va chon sé déu duoc
Maximize
beé di chuyén mot cira s6 hién
hanh trong moi truong
Cau 14 | Windows, ta thuc hién thao tép Double click chuot Click chuot | Right click chuot *Drag
nao sau day trén thanh tiéu dé
cua cura So: , ,
Pé di chuyén mot File hay mot | .y, , Nhan Ct,rl Pl Nnénctrl+c | NPan Ct’rl X
i Nhan Ctrl + X sau do sau do di . 1 2 sau d6 di
Folder trong Panel phai ctaa . PSRy . X Y sau d6 di chuyén PR .
A : . di chuyén dén noi can | chuyén dén £ R chuyén dén noi
Céau 15 | Windows Explorer, sau khi chon | . PR SN DN dén noi can di A 2
di chuyén dén va nhan noi can di can di chuyén

File hodc Folder can di chuyén,

ta thuc hién:

Ctrl+V

chuyén dén va
nhan Ctrl + V

chuyén dén va
nhan Ctrl + V

dén va nhan
Ctrl+ C
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Pé diéu chinh kiéu dinh dang
Ngay Thang Nam va Thoi Gian,

I
Cau 16 | ta phai Double Click chuét vao Keyboard Date/Time System SR;%'r?nsl
biéu tuong nao trong ctra so g
Control Panel (Xem hinh):
. Pé dong mot cira s6 (ing dung Click nut Close trén | g 10 hop | *CaAvaB déu | CaAvaB déu
Cau 17 o thanh ti€u dé cua ctra . , .
thuc hién: PR phim Alt + F4 ding sai
so trinh tng dung
q q , Nhap chuot
bé dong mot cira s6 trng dung Nhap chudt vao nat | vao hop dieu L2 P S S
Céu 18 | trong Windows ta thuc hién thao | Close ¢ goc phai trén khién Bam At\c; th 4ph|m Tfl ¢ C% cac’cau
tac sau: ctra s6 ting dung ControlBox, t* trén déu ding
chon Close
. . A RightClick chuot
Cau 19 Pé dong mot ung dung dang t;:;fllf t?éﬁ géocfgatrc?a Bamto hop | taitén ang dung | *Tat ca cac cau
chay, ta thuc hién: PP . | phim Alt + F4 | trén TaskBar roi | trén déu dung
SO trinh &ng dung d6
chon Close
*Vao Tools -
o Folder
beé giau cac Folder va cac File | Vao View - Customize Options - ) N A \ \ A
Céau 20 | da dat thuoc tinh Hidden, trong | This Folder - General - | View - chon CaA v B deu Caa Va-B deu
Windows Explore, ta thuc hién: Hidden Do not Show ding sal
Hidden Files
or Folder
*Start - Setting - Start -Setting - | Right click chugt Right click
2 LA dhe 4 X n TaskBar & Start Menu | TaskBar & vao cho trong chudt vao chd
Cau 21 be h_||_¢n lig ‘:‘;”%hho t{f? t_hanh - TaskBar Option - Start Menu - trén TaskBar - trong trén
askbarta thyc hien. Show Clock - Apply - TaskBar chon Cascade TaskBar -
OK Option - Windows ToolBars -
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Always On Address
Top - Apply -
OK
*Click phai chuot trén C“CAk phf" Click phai chuot
chudt trén N
IR ST Y thanh Taskbar, chon trén Desktop, , A gA
A bé hien thi ngay gio hé thong ) . X thanh . Ca ba cau deu
Céau 22 |, . .~ .| Properties, danh dau chon Properties, .
trén thanh Taskbar, ta thuc hién: Taskbar, chon : sai
chon muc Show Clock chon Setting
trong thé Taskbar Lock the Clock
Taskbar
*Chon View - Folder | View - Folder View Fol_der
; . i . Options - View -
2 i A the ~RAn ez oA \ Options - View - Bo Options - : :
bé hién thi phan mo rong cua . : . chon Hide File Xy o0 s on
A o C LA . chon Hide File View - Chon . Tat ca cac cau
Céau 23 | tap tin, tai ctra s6 cua Windows . Extension For N
. Extension For Known Show All . trén déu dung
Explorer ta thuc hién: : . Known File
File Types - Apply - | Files - Apply -
Types - Apply -
OK OK
OK
*WKi A
| TKICCUO ey chugt phai | Kich chudt phii
Ty A3 Kich chudt phai trén phai trén . A
B¢ hién thi Taskbar luén nam trén Desktop, trén thanh
A NPT Desktop, chon Taskbar, chon A
Cau 24 | trén céc cura so trinh tng dung T !~ = | chon Properties | Taskbar, chon
) e Properties va chon Properties va . D
dang m¢, ta thuc hién: va chon Always Properties va
Background chon Always .
On Top chon Auto Hide
On Top
, : Nhap phai chuot
] Nhap phai L -
A bé khai dong Explorer ta thuc Kich chen Start chuot tai nat tai bicy tu:qngAMy *Tat ca cac cau
Cau 25 . Programs - Windows Computer trén A AA . a4
hién: Start chon trén déu dung
Explorer Explore Desktop, chon

Explore
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q *Right click chu¢t vao | Double click Double click
Cau 26 bé khéi dong Explorer ta thuc biéu tu:c;ng_My chuot vao biéu | chudt vao bieu Tét ca déu ding
hién: Computer roi chon tuong My tuong My
Explore Computer Document
. Pé khai dong Explorer ta thyc | BAm t6 hop phim ALT | *Bam t6 hop Double Click Bam to hop
Cau 27 o . chudt vao nut .
hién: + Spacebar Windows + E N phim ALT + A
Iénh Start
q Double Click
) bé kr]m dpng mot trl‘n.h LfngA Click nut Start - chudt vao biéu “CAAVAB diu | CAAVAB diu
Céau 28 | dung nao do6 da duogc cai datlén | Programs - chon tén tuong diin <ai
may tinh thi ta thuc hién: trinh (g dung Shortcut trinh &
ung dung d6
Pé khoi dong trinh tng dung £z ] Kich chuot | Kichchuotphai | .« . .
Cau 29 | Windows Explorer, ta thao tac Nh an to hop ph'.fn phai vao Start | tai My Computer T? ¢ ¢ cac cau
_ Windows + E trén déu dung
nhu sau: - Explore - Explore
bé khoi phuc mot tap tin trong Chon tap tin - vao Chon tap tin - | Kich chudt phai *Ca B va C diu
Céu 30 | Recycle Bin veé vi tri cii ta thuc Menu Edit - chon vao Menu File | 1én tap tin - chon ,
- ding
hién: Restore - chon Restore Restore
bé kich hoat menu Favorjtes
Cau 31 | trong Explorer ta str dung to hop *Alt+ A Shift + F Alt+F Ctrl + F
phim:
*Gitr phim L s
P Iya chon nhidu File khong | Gitrphim Shiftva lan | Crrlvalan | CEEPRMAIVA T
Céu 32 | lién nhau trong ctra s6 Folder luot kich chu@t Vao luot kich chubt VAo CAC trénziéu sai
hién hanh, ta thuc hién: cac File can chon chudt vao cac AP
AP File can chon
File can chon
U S — Kich chon Start - Right Click | Right Click chudt | ,—«, . . .
Cau 33 Beé mo cura so tim kiem File hay Search - For Files Or | chuét tai biéu tai nGt Start - Tat ca cac cau

Folder ta thyc hién:

Foldes

tuong My

Chon Search

trén déu dang
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Computer -
Chon Search
Dé M¢ hoic Dong cira s6
A TreeView cua Windows TN e A oA A
Cau 34 Explorer, ta kich chon nit nao NUt s6 9 NuUt s6 6 Nut s6 7 Nut s6 1
(xem hinh) trén thanh cbng cu:
A q ~ *
Cau 35 | D¢ MO hop ControlBox cua mot Ctrl + Tab Alt+Space | Ayt 4 Tab Ctrl + Alt
ctra so, ta bam to hop phim: Bar
q Rig~ht qlick chuétvao | Chon Start - ‘ ‘
Cau 36 bé mad hop thoai TaskBar cho trong trén thanh Settings - *Cau A va B déu | Cau A va B deu
Option ta thyc hién: TaskBar, chon TaskBar & ding sai
Properties Start Menu
Pé mé hop thoai tim kiém cua ol Khong c6 to
Cau 37 | Windows, tai man hinh Desktop Ctrl+F Ctrl + Alt + F Phlml/\llzmdows hop phim nao
ta nhan t6 hop phim: ding
Kich phai
q » chuot tal DIEU | oo pigu turgn
) P& mé mot crasé tng dung | Kich dip chudttai |  twong ting n NG| xcacy tra lo
Cau 38 : L 2 , SO tng dung, N S
trong Windows, ta thuc hién: biéu tugng trng dung dung duoc £ trén déu dung
Nhan Enter
chon, chon
Open
A DPé mad mot tap tin trong DoubleClick chudt NhaP chuot, '\'ha'? phf‘ : C.h th, *Ca 3 cautrén
Cau 39 Windows Explorer, ta thuc hién: vao tén tap tin vao tap tin d6 | vao ten tap tin 46 déu dan
P ' ' T 4P roi an Enter roi chon Open &
Nhap phai s
. Dé phuc hdi mot tap tin trong Chon tap tin, chon chuot tai tap Chentaptin, | .~ sBvAC
Cau 40 ) . : chon File - N
Recyle Bin, ta thuc hién: Restore tin, chon la dang
Restore
Restore
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Kich chuot 1én

*Chon tap tin,

A Dbé phuc hoi mét tap tin trong Chon tap tin, chon AL chon trinh don CauBvaC
Cau 41 . - tap tin, chon . ,
Recyle Bin, ta thuc hi¢n: Restore File, chon dang
Restore
Restore
D¢ sao chép cac Foldker, F!Ie Click phai chuot tai Chon nut Copy,
dugc chon sang dia mém A:, ta A . Chon menu chon dia A:, e~ A aon
R - L , mot Folder, File duoc : . - . Cac cau trén
Cau 42 thuc hién thao tac: Chon cac A File - Send to | Click phai chuot N
i £ . chon, chon Iénh Send _ : R déu ding
Folder, File muon sao chep, sau _ - Floppy A: | tai dia A: va chon
. to - Floppy A: A
do: Iénh Paste
2 A g . Khi nhan
bé sao chép File hoac Folder da
LR ] CTRL +V
chon, ta nhan t6 hop phim Khoéng luu 6 dau ca chuong trinh
CTRL + C, chuyén dén Folder ong . uong WA A Luu tam trén
A . : L dAN a1k ma s€ sao chép theo mai tim theo *Luu & bo nhé , \
Céu 43 | dich (noi sao chép dén) va nhan dinh huéne ta di chon | dinh husn tam (Clipboard) dia cirng cua
CTRL + V. Héi sau khi tanhan | = . §ta ca cie 4 fiwong ' P may (Hard disk)
© e EA A doi tugong tur truoc ma ta da chon
CTRL + C thi dtr liéu can sao Z. .
1 \ an doi tuong tu
chép d6 luu ¢ dau: .
truoc
bé sao chép mét File dang chon | Kich chuét phai, chon K'Qh chugt Kich chuot phai, | ,~. - .. .
A . 2 phai, chon Ca2dap an A
Cau 44 | trong Explorer vao diamémta | Send to, chon Floppy chon Copy, chon . A e,
. Copy to, chon | ; va C déu ding
thuc hién: (A) 0 A, chon Paste
Floppy (A)
. , : *Nhan CTRL .
bé hép mot File hay Folder £ , Nhan CTRL +
¢ sao chep Mot File hay Folder |« o1y 4 X sau |+ C sau dé CTRL-
trong Panel phai caa Windows . 2 X Y Y Psau do6 chuyén \ A
A . . - | @6 chuyén dén noi can | chuyén dén X . A Ca3cauA B
Céu 45 | Explorer, sau khi chon File hoac A x A A dén noi can sao . X
sao chép dénvanhan | noican sao va C deu sai

Folder can sao chép, ta thuc
hién:

Ctrl +V

chép dén va
nhan Ctrl + VV

chép dén va nhan
Ctrl +V
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Dé sao chép mot tap tin tir 6 dia

Right click chuét vao

Right click
chuot vao biéu

Panh déy chon
tap tin, bam Citrl

2 \ ia ) i Ai a i I3 * A S
Céau 46 | C: sang 6 dia mém A: thi ta thuc biéu tuong tap tin ro} t}l:qng tap tin + C, mo 6 dia C"’l“ A,va ¢
o chon Send to - roi chon Send A oz déu diung
hién: mem A: va bam
Floppy(A) to - My
Ctrl+V
Documents
Dé sap xép cac biéu tuong trén o
A Desktop theo tén, ta kich chuot Tile Windows T|Ie_W|ndows *Arrange Icons | Arrange Icons
Cau 47 N X A \ : Horizontally - :
tai vung trong trén Desktop va Vetically - Name Modified By - Name By - Size
chon: odihe
Dé tao mot Folder méi trong
Cau 48 Windows Explorer;, ta chon Chon Edit - New Chon File - | Chon Edit - New *Chon File -
Folder cha ¢ cura s6 bén tréi Folder New Folder - Folder New - Folder
(TreeView) va thao tac nhu sau:
Nhap phai
2 A £ . Ap o chuot vao thu
A Be tao ShortCut cho mot thu | Nhap phai chuotvao | "+ vantin' | caAvaBdéu |*Ca A vaB déu
Cau 49 muc, tap tin trong Windows thu muc, tap tin do , . .
- do chon Open ding sai
Explorer, ta thuc hién: chon Create ShorrtCut .
With/ Create
ShortCut
, ’ Nhap phai
Nhap phai | *Nhap phai chudt chudt tai
. Dé thay doi biéu tugng cua chuot tai tai ShortCut, ShortCut, chon
Cau 50 ShortCut, ta thuc hién: Change ShortCut Icon ShortCut chon | chon Properties - Properties -
Change Icon Change Icon ShortCut -

Change Icon
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Dé thay doi cc biéu tuong
chuan cua Windows nhu: My

Nhip phai chuot tai
biéu tuong, chon

Nhap phai
chuot trén
man hinh nén,
chon
Properties va

Nhép chuot tai

Cau 51 : : chon Effect, biéu twong va | *Tét ca céc cau
Computer, Recycle Bin ta thuc Properties va chon tiép tuc danh chon Change trén deu sai
hién nhu sau: Change lcon dau chon biéu Icons
tugng can
thay doi va
chon tiép
Change Icons
Pé thay doi cach thé hién thong
A tin ngay thang nam, ta chon Start : *Regional i
Causz | Settings - Control Panel roi Display Settings Date/Time Mouse
chon:
Cﬁ:}%ﬂ‘i;‘ ';‘](6 *Right click Right click

Pé thay doi ché d6 bao vé man

Right click chu6t tai

tréng trén

chuét tai chd

chuét tai chd

. X0 g ) trong trén trong trén
Cau’s3 hinh thi ta thuc hien: cho trong trén Desktop | Desktop Desktop - Desktop -
- Properties - Setting Properties - P . P .
Desktop - roperties - roperties -
Background Screen saver Appearance
Right click Right click

Pé thay d6i ché do hién thi mau

*Right click chuot tai

chuét tai chd

Right click chugt
tai cho trong trén

chuét tai chd

A x . A trong trén trong trén
Cau 54 thi ta thuc hién: cho trong tren Desl_(top Desktop - Desktqp Desktop -
- Properties - Setting : Properties - .
Properties - Properties -
Screen saver
Desktop - Appearance
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Background
q 7 Kich chuot
X A 1,4 i A e A SRR * _ . _
bé th'fly doi ~kl tnc;?u cho daLAJ phan Kich chust phai tai phai tai biéu Start - Settings
cach chir so ¢ thap phan -2 tuong My Control Panel - Lo 0 s A
A ) s biéu tugng My : : Tat ca cac cau
Cau 55 | (Decimal Symbol) cho céac trinh Computer, Reginal Settings A AX . s
) A Computer, chon : . \ trén déu dung
urng dung trén Windows, ta thuc : . chon Regional va chon thé
- Regional Settings )
hién: Settings - Numbers
Number
*Right click : .
chuot tai chd | Right click chugt | ightelick
. . A gt J A S X X A chuot tai cho
2 RN A Right click chuot tai trong trén tai cho trong trén A A
A be¢ thay doi man hinh nén Xy A trong trén
Céau 56 N L cho trong trén Desktop Desktop - Desktop -
Desktop thi ta thuc hién: . ) : . Desktop -
- Properties - Setting Properties - Properties - .
Properties -
Desktop - Screen Saver ADDEArance
Background PP
;i ] ] 7 o Z 5 - ~ * Z o
Nhép phai chuot tai Ntlap phe\u Nhgp phal cﬂhuot NAhap_ph‘al
. X A chuot tai vung | tai vung trong chuot tai vung
2 R A ) vung trong tren e ~ n e ~
A D¢ thay doi mau nén cua trong trén trén Desktop, trong trén
Céau 57 - Desktop, chon !
Desktop, ta thuc hién: ) Desktop, chon | chon Properties - | Desktop, chon
Properties - Change : n .
Color Properties - Change Properties -
Background Background Appearance
Panh dau ik
2 &5 thuac tinh ca ta Right Click chudt vao | chon tap tin, Bgfnh _dau ﬁhon *T4t ca cac
Cau 58 be tha.y do\' thuoe tm_ cua tap biéu tuong tap tin va | kich chon nat tap tin, chon céch trén déu
tin thi ta thuc hién: ' : ' menu File va

chon Properties

Properties trén
thanh cong cu

chon Properties

ding
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Click menu
*Click menu Start, Click menu Start, chon
7 chon Setting, chon Start. chon Click menu Start, | Program, chon
bé thém mét trinh ing dung vao TaskBar & Start Settin’ chon chon Program, | TaskBar & Start
Cau 59 | nhom Programs trén Menu Start, | Menu, chon Add, chon trinr?’ﬁ:n ' chon trjnh ung Menu, chon
ta thuc hién nhu sau: Browse, chon trinh A 9 dung can thém Add, chon
. A dung can thém .
ung dung can thém X vao Browse, chon
\ vao S
vao trinh tng dung
can thém vao
Chon File(s) -
9 7 2 * i - i -
Dé thiét Iap thuoc tinh an cho | non File(s) - Chon Chon Chon File(s) o
A At A £ oo R Properties - Chon Properties - | Chon Properties - | Khong c6 cau
Cau 60 mot hoac nhiéu File ta co thé D S
thao tac nhur sau: Gener_al - Chon Chon General | Chon Gener_al - | tra o1 nao dung
’ Hidden - Chon Read Chon Archive
Only
o ik | | N
Cau 61 Dbé tim kiem mot tap tin hay mot | Click chudt vao nat | vao nat Start - | Bam to hop phim rond M
Folder, ta thuc hién: Start -Programs Search - Files Ctrl + A g My
Computer va
or Folders
chon Explorer
*Chon Start -
Setting - Start - Setting -
q v TaskBar & TaskBar & Start
Cau 62 bé ty dong an thanh TaskBar ta | Chon Start -Programs | Start Menu - | Menu - TaskBar T4t ca ddu sai
thuc hién: - Explorer TaskBar Option - Always ¢
Option - Auto | On Top - Apply -
Hide - Apply - OK

OK
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| - “Nhip chuot phaitai | Nhap chust | Nhp chugt phai | 1P ShUot
Dé tu dong sap xep deu cac vung trong trén phai tai vung tai vung trong P tréna trén g
Céu 63 | ShortCut trén man hinh nén, ta Desktop, chon trong trén trén Desktop, g
. . s A Desktop, chon
thuc hién nhu sau: Arrange Icons By va Desktop va chon Properties Sort va chon
chon Auto Arrange | chon AutoSort | va chon AutoSort Auto
7 ’ Kich chuot phai vao | Tur menu Start *Ca hai CAu tra
A bé xem cau hinh cua may tinh, biéu tugng My - Run, g6 vao | Phai mé may tinh | | . \
Cau 64 L L R o " . . A - 61 A va B déu
ta co the thuc hién: Computer trén man Dxdiag roi ra méi xem duoc din
hinh, chon Properties chon OK g
*Kich do6i
Crg‘grtn‘éict’e';"y Kich chuot phai
A Pé xem dung lugng cua 6 dia ta Kich chuot phai tf".' kich chuot ta',My Co[n putfa_r, Tat ca cAc cau
Cau 65 2R , My Computer, roi pe e R kich chuot phai A AA . 4
6 thé thao tac nhu sau: ; phai tai 6 dia . 2 X trén déu dung
chon Properties A ». | tal 6 dia can xem,
can xem, roi A
roi chon Format
chon
Properties
Nhap phai
. ‘ o NAhap phai chudt vao ch.uot vao tap Chon tap tin hay
bé xem duong dan cua tap tin tap tin hay thu muc, tin hay thu \- oA .
A . . thu muc, roi thuc CauAvacC
Cau 66 hay thu muc trong Windows chon Properties - muc, chon A . N
. : hién Iénh File - déu ding
Explorer, ta thuc hién: General, xem muc Properties - :
. Properties
Location General, xem
muc Path
2 A *Nhap chudt phai vao | Nhap chuot | Nhap chudt phai
bé xem tén va nhom lam viéc LA . Xy o oz
A R My Computer - phai vao My vao My Tat ca cac cau
Cau 67 | cua mot may tinh trong mang . N
2 Properties - Computer | Computer - Computer - trén déu sal
Lan, ta thuc hién: : )
Name Properties - Properties - Lan
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General -Lan Name
Dé x6a han (khong luu vao
A Recycle Bin) File hay Folder, ta .
Cau 68 ohai giit phim gi khi thyc hién Ctrl *Shift Alt Delete
Iénh Xx0a:
*Kich phai
chudt vao File
) Pé xo0a han mot File hqéc Fqlder Kich pfjéi chuot vz‘ilo Qoéc IfoldeAr Nhdn phim F2 réi | Ca A va C déu
Cau 69 duogc Iuu trong dia curng cua File hoac Folder can | can xo04, nhan chon Delete din
may, ta thuc hién: X04, chon Delete gitr phim Shift ¥ &
ddng thoi bam
Delete
Pé xoa han mot File ma khdng
Cau 70 | dua vao Recycle Bin, ta chon *Shift + Delete Shift + Ctrl Shift + Alt Ctr + Delete
File d6 roi nhan:
Pé x04 mot biéu tuong trén , : . o Dung chut keo .
A y 2 A Nhap phai chudt va Bam phim | vatha biéu tugng | *Cac cach néu
Cau 71 | Desktop ta chon bic¢u tugng can . A 2
OA VAL chon Delete Delete do6 vao _ trén déu duoc
RecycleBin
Panh dau chon
Right click chuot vao Chon File File hay Folder
CAU 72 Dé xo4 mot File hay mot Folder | bicu tugng File hoac | hoac Folder | can xoa roi Click | *Tat ca cac cau
ta thuc hién: Folder roi chon - va bam phim chuot tai nut trén déu dung
Delete Delete Delete trén thanh
cong cu ToolBar
CaU T3 Pé x04 sach tat ca File hoic RightClick chugtvao | *RightClick | RightClick chudt | Lz . s

Folder trong Recycle Bin thi ta

biéu twong Recycle

chudt vao biéu

Vvao biéu tuong
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thuc hién: Bin chon Properties | tugng Recycle | Recycle Bin -
Bin chon Explore
Empty
Recycle bin
. Dung cach KeovaTha cothe | o0 \windows trén : Folder *Tat ca cac doi
Cau 74 | tao dugc ShortCut cho doi tuong 2 . RecycleBin MyDocumnet A
\ n 0 dia C: AT 2 tuong trén
nao sau day: trén 6 Desktop
Dung chuot kéo va tha mét File
A tu Folder nay sang Folder khac . : 2 * . e a
Céu 75 ddng thoi bAm gii phim CTRL, Xoa Di Chuyén Sao Chép Doi Tén
do 1a thao tac:
Dung chuot kéo va tha mét File 7 7
Cau 76 | tu Folder nay sang Folder khac Sao Chép Xo& Dboi Tén *Di Chuyeén
trén cung 1 6 dia, do la thao tac:
Dung chudt kéo va tha mot Filg 7 7
Cau 77 | tu Folder nay sang Folder ¢ 2 6 *Sao Chép Xo04 boi Tén Di Chuyén
dia khac nhau, do la thao tac:
A Dung Creat ShortCut Wizard | ¢ e \vindows trén N Folder Tat ca cac doi
Céau 78 | khong tao duoc ShortCut cho 2 , MyComputer | MyDocumnet o
. . ~ 0 dia C: AT 2 tuong trén
doi tugng nao sau day: trén 6 Desktop
N . \ 2 .o s | Dung dé tinh
A . o Dung lam trinh duyét | Dung dé soan | *Quan Ly File va P
Céu 79 Explorer la chuong trinh: Internet théo vin ban Folder toan CaCAbang
luong, vat tu..
Gia st mdy tinh dang Online *Man hinh s& chuyén | May s€ bao
trén Internet, trong cua so6 tor Windows Explore | loi, "Internet S& khone 6 didu | T4t ca cac cau
Cau 80 Windows Explore ta go sang Internet Explorer | Explore could ong A i
A N DY gl xay ra deéu sali
www.vnn.vn vao thanh Address | va sé truy nhap dén not open

réi nhan Enter, diéu gi s& xay ra:

trang Vietnamnet

search page"
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cung mot luc

lea o tren man hinh hien co 4 chhv f:hu.ot *Kich chuot phai | Kich chuét phai
ctra s6 dang ma, theo ban céach ] p s phai tai : N : *s
R N o r iRy a Kich chuot vao nut A tai Taskbar, roi tai Start, roi
Cau 81 | nao sau day s€ thu nho tat ca 4 P A Desktop, roi o O
r oA A X n Min cua tirng cua soé chon Minimize | chon Minimize
ctra so trén xuong Taskbar mot chon : :
, Z.. . All Windows all Windows
cach nhanh nhat: Properties
ey —
May tinh tu | May tinh tu dong May t't]h
o \ . A . ) N thong béo
Gia sur trong cung mot Folder dong xo0a x0a Folder Y da Folder Y d tan
Cau 82 goc (6 dia C:), c6 hai Folder X | May tinh tu dong dat | Folder Y da ton tai va sao tai va khon
va Y. Khi ta thuc hién doi tén | tén cho Folder X la Y1 | ton tai \{a cho chép Folder X cho phé thgc
Folder X thanh Y thi: phép dditén | sang Folder goc | 12 PUeP U
Folder X khac 1én vice dol
tén Folder X
Bam t6 hop
phim
Hay chon cap thao tac la tuon ; Windows + F 3
) y Chon cap thao tac fa Uong | g4 o 4+ £ va Crl + | vaRightClick | *Ca AvaBdéu | Cahai AvaB
Cau 83 duong khi lam viéc voi UGt tai Mo , L
Windows Explorer: F chuot tal mot ding déu sal
' Folder bat ky
va chon
Search
Trén cura SO
q ListView cua
v Trén cura SO TreeView Windows ‘
Cau 84 Hay chon cau phat bieu ding | cua Windows Explorer | Explorercho | *Ca AvaBdeéu | CahaiAvaB
nhat: chi chon duwoc mot doi | phép chon diung deu sai
tuong dugc nhicu
doi tuong
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Cau 85

Hay chon cau phét biéu ding:

Khi tao méi 1 muc
nhom trén StartMenu
la ta da tao ra mot
Folder

Khi tao mai 1
muc chon trén
StartMenu la
ta da tao ra
mot ShortCut

Khi tao mai 1
muc chon trén
StartMenu la ta
da tao ra mot File

*T4t ca cac cau
trén déu dung

Cau 86

Khi da chon mét Folder (hoac
File), muén biét dung luong cua
Folder (hoac File) do, ta phai
chon ndt nao trong céc nut
sau(xem hinh):

NGt sb 4

NUt s6 5

*NUt s6 6

NGt b 7

Céau 87

Khi dang lam viéc véi Windows
Explorer, bAm t6 hop phim Ctrl
+ C sé tuong duong véi viéc
kich chon nut nao trong cac nat
sau (xem hinh):

*Copy

Cut

Paste

Delete

Cau 88

Khi dang lam viéc voi Windows
Explorer, bam t6 hop phim Ctrl
+V s€ twrong duong vai Viéc
kich chon nut nao trong cac nat
sau (xem hinh):

*Paste

Copy

Delete

Cut

Cau 89

Khi dang lam viéc véi Windows
Explorer, bam té hop phim Ctrl
+ X s€ trong duong vai Viéc
kich chon nut nao trong cac nat
sau (xem hinh):

*Cut

Copy

Paste

Delete

Cau 90

Khi dang 1am viéc vaoi Windows
Explorer, kich vao nat Copy ¢
trén thanh cong cu (xem hinh)

thi twong duong vai viéc bam t6

*Ctrl + C

Ctrl + X

Ctrl+V

Ctrl + G
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hop phim nao sau day:

Cau 91

Khi dang lam viéc vai Windows
Explorer, kich vao nat Cut ¢ trén
thanh cong cu (xem hinh) thi
tuong duong véi viéc bam t6
hop phim nao sau day:

Ctrl+C

*Ctrl + X

Ctrl+V

Ctrl+ F

Cau 92

Khi dang lam viéc véi Windows
Explorer, kich vao nuat Paste &
trén thanh céng cu (xem hinh)

thi twong duong vai viéc bam to

hop phim nao sau day:

Ctrl+C

Ctrl + X

*Ctrl +V

Ctrl + A

Cau 93

Khi dang mé 3 trinh (tng dung
nhu Windows Media Player,
Microsoft Word va Microsoft
Excel, dé chuyén qua lai giira

ctra 6 1am viéc cua 3 trinh ¢ng

dung nay, ta st dung t6 hop
phim nao sau day:

*Alt + Tab

Clt+ Tab

Shift + Tab

Alt + Space

Céu 94

Khi dang m¢ ba trinh tng dung:
Microsoft Word, Microsoft
Excel va Microsoft Acces, dé
chuyén qua lai giira ba trinh ¢ng
dung nay, ta nhan té hop phim
nao:

*Alt + Tab

Shift + Tab

Ctrl + Tab

Alt + Shift
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Khi kich phai chuot tai mot vi tri
trong trén Desktop, chon New,
chon Microsoft Excel Worksheet

*Trong Folder

Trong Folder

Trong Folder

Trong Folder

Céau 95 va g0 vao tén File la : . :
BangTongHop. Hay cho biét Desktop My Document | Microsoft Office | Microsoft Excel
Flie BangTongHop.XLS vira tao
luu ¢ dau:
Khi kich phai chudt tai vi tri
trong trén Desktop, chon New, Trona Eolder
A chon Microsoft Word Document Trong Folder My 9 Trong Folder *Trong Folder
Céau 96 NP Microsoft .
va g0 vao tén File la Baithi. Document Office Microsoft Word Desktop
Theo Anh(Chi), File Baithi.doc
vua tao duoc luu & dau:
Khi lam viéc véi Windows *Right Click tai ving Chon View -
A Explorer dé sap x¢p cac File | trong trong ListView - ; : Chon File - Chon View - As
Cau 97 < A o A : Customize :
hoac Folder trén ctra s6 chon View - Arrange . Properties Web Page
S o This Folder
ListView, ta thuc hién: Icons
Khi 1am viéc vai Windows . o *Hién thi Hién thi thanh
R . Hién thi thanh dia chi A 2 Ky 2 X
Cau 98 | Explorer ta chon View - Status Address Bar thanh trang cdng cu chuan Tat ca deu sai
Bar la dé: thai Status Bar | Standard Buttons
Khi lam viéc vai Windows 2 TLli A b
Cau 99 Explorer ta chon View - Hién thi thanh dia chi H'frgr:hlt;h;;nh Clg:]enghlchhfgnh Cac ‘céu trén
ToolBars - Standard Buttons la Address Bar ang g Cu deu sai
ey Status Bar | Standard Buttons
A Khi mét chuong trinh duoc gol, * A
Cau | it Restore trén thanh TitleBar Thu nho ctra 6 Phuc hoi Phong lén craso | Pong cira s6
100 oz _ trang thai cii
O tac dung: ‘
Cau Khi mét chuong trinh duoc gol, Phong Ion cua *Phuc hoi trang

101

trén thanh Title Bar, nat 1énh

Thu nho cua sb

SO

Pong cira $6

thai ca
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(Restore) c6 nghia la:

Khi Right Click chuét vao biéu

g’gg tugng tap tin va chon Copy la *Sao chép tap tin X04 tap tin Doi tén tap tin Di Chltji):] en tap
dé:
Cau | Khi Right Click chuét vao biéu A s Xeoa a4 *Di chuyén tap
103 fwong tap tin va chon Cut la dé: Sao chép tap tin Xoa tap tin bai tén tap tin tin
Cau Khi Right Click chuét vao biéu 7 Di chuvén ta
104 tugng tap tin va chon Delete la Sao chép tap tin *Xoa tap tin Daoi tén tap tin tiBr/1 4P
de:
Khi ta chon mot Folder hoac
Cau File & trén cura so ListView cua , , ’ ,
Windows Explorer, kich vao nat *Nut so 5 Nt so 4 NUt so 7 Nt so 1
105 hY N ~ A A
nao (xem hinh) sé thuc hién viéc
xoa Folder hoac File do6:
Khi ta kich phe,u chuét tai thanh *Thanh Taskbar
Taskbar, kich chon muc a2 | Thanh Taskbar
. AT Thanh tu dong an va sé A2 :
Properties, sé xuat hién hop Thanh Taskbar tu X A . 1s | twdong an khi
A , A Xy A Taskbar tu xuat hién tro lai . 2
Cau thoai Taskbar and StartMenu dong an va tu dong A X . : 2 ta di chuyén
: N £ A bAoA dong xuat khi ta di chuyén oy A
106 Properties (Xem hinh). Néu ta xuat hién trén man SN n 24 . . | chudt den vi tri
. I : R hién trén man | chuot dén vi tri AN
danh dau chon tai muc Auto- hinh hinh bét kv trén thanh bat ky trén
hide the Taskbar va chon OK thi 4 thanh Taskbar
g N Taskbar
co ket qua sé la:
Khi ta kich phai chu¢t tai vi tri *Sap xep cac Lo
J A s . LA iR 2 A ST Sap xép cac
A trong trén man hinh, kich chon Sap xép cac bieu biéu tugng | Sap xép cac bieu | , % .
Cau \ A s PO A s biéu tugng trén
107 muc Arrange lcons By va chon | tugng trén man hinh | trén man hinh | tuong trén man man hinh theo

tiép muc Modified (Xem hinh),
cO nghia la:

theo kich thudc

theo thoi gian
hiéu chinh

hinh theo tén

ngay tao lap
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Khi ta kich phai chudt vao biéu
twong Recycle Bin trén man

*X 04 hét tat

Béo rang trong

M cira 56
Recycle Bin va

Cau | \inh Desktop (Xem hinh). Néu | MO cuaso Recycle | canhiing gico | po o1 "minda | cira s6 khong co
108 ] Bin dé xoéa dur liéu trong Recycle X N .
ta kich chon muc Empty Recycle . rong gi ca vi trong do
a2 s Bin ~ X
Bin thi két qua sé la: da rong
Cau Khi tao mai 1 muc chon trén nan . CaAvaBdéu | CaAvaBdéu
109 StartMenu la ta da tao ra: Mot ShortCut Mot Folder ding sai
Cau Khi tao méi 1 muc nhom trén \ A CaAvaBdeu | CaA vaBdéu
110 StartMenu 1a ta da tao ra: Mot ShortCut Mt Folder ding sai
Khi xem thudc tinh caa mot File
Cau hoac Folder, théng tin nao trong
cac thong tin sau giup nguoi Attribute Location Size *Contains
111 . A : g
dung phan biét dugc File hoac
Folder:
Cau ‘ *File naudn File bi di chuyén , ‘
Khi x0&4 mot Shortcut thi: File nguon cling bi xo0a 1€ nguon sang mot Folder | Tat ca déu dung
112 khong bi xoa Khac
Kich chon nuat nao trong cac nat
Cau sau (xem hinh) thi twong duong , , , ,
véi viéc bam té hop phim Ctrl + Nutso 1 *Nut so 2 NUt so6 3 Nut so 4
113 A
C khi ta lam viéc véi Windows
Explorer:
Kich chon nuat nao trong cac nat
cay | S (xem hinh) thi trong duong , , ’ ,
114 véi viéc bam to hop phim Ctrl + *Nut so 1 NUt s6 2 NUt so6 3 Nut so 4

X khi ta lam viéc véi Windows
Explorer:
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Kich chon ndt s6 8 (xem hinh)

Cllilg s& tuong duong véi thao tac nao Bam Ctrl + H Bam Ctrl+ A | *Bam Ctrl + E Bam Ctrl + |
trong Windows Explorer:

A ] e K N « . Chon File - .
Cau Kich chon nut so 9 (xem hinh) Chon View - Exolorer Bar - Chon Tools - Chon File -
116 tuong duong vai thao tac: Explorer Bar - Folders pFoI ders View - Folders | View - Folders

A Menu Control Box cua mot cira : 2 Thay d6i kich I A
Cau 2 N O , Ap o oA Di chuyeén ctra R A Tat ca cac cau

s bao gom cac 1énh co churc Pong mot cura so f thudc hién thi cua N A 4
117 y SO o A trén déu dung
nang: ctra SO
PRI S . Man hinh, | *Man hinh, b xu
Céu M(;)t,may;tm%l de b an (PE:) phai Man hinh, may in, chudt, bo xt ly trung Man hinh, ban
¢ it nhat cac thanh phan sau A Ls . . N A \ ; A
118 P . _ chuot, ban phim ly trung tam tam(CPU), ban phim, chudt
mai hoat dong duoc: o . N
(CPU), may in phim, chuot
Muon danh dau chon cac tap tin
Cau hoac thu muc & cac vi tri khdng : .
119 | I1ién tuc, ta thuc hién danh diu Shift cul Alt Insert
chon va git phim:
Mudn tao mot Folder trén
Cau Desktop cua Windows, ta nhap Properties - x Properties -
120 phai chuét tai ving tréng trén New Folder Folder New - Folder New Folder
Desktop va chon:
Muon tao mot thu muc trén man
Cau hinh Desktop caa Windows, ta : * CauAvaC
191 Kich chuat phai vao mot ché Properties New - Folder | New - Shortcut diing

trong trén Desktop va chon:
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*Nhan phai
chudt trér]
man hinh nén,
Muén thay doi cac biéu twong | Nhan phai chudt trén chen o
A 2 : 2 £ Properties, Click vao biéu PP
Céu chuan (nhu My Computer, My | biéu tugng muon thay . Tat ca cac cau
: 2 ) Effect, danh tuong Change A
122 Documents, Recycle Bin...) ta doi, chon Properties, Z N déu sai
) dau chon vao Icon
thuc hién: Change Icon 2
biéu twong
muon thay doi
va chon muc
Change Icon
Start - *Start -
A Mubn thuc hién luu trix tap tin Start - Program - Program - | Start - Program - Program -
Cau X s o 2 Accessories - System | Accessories - Accessories - )
de phong khi xay ra su co, ta . Accessories -
123 _ Tools - Disk System Tools | System Tools -
chon: System Tools -
Defragmenter - Make a Character Map
Backup
Backup
Cau | Muon tim kiém File hay Folder ; I L *Tat ca cac cau
194 ta thyc hien: Nhan Ctrl + F5 File, Find Edit, Find daU sai
Cau MyCoputer la mot: File *Folder CaA va Bdeu | CaA va B dey
125 ding sal
Nhap phai chuét tai 6 dia C:
trong Windows Explorer (xem
Cau | hinh), chon muc nao trong Menu « , :
126 cho phép ta biét duoc dung Properties Format Open Find

lugng con trépg(chu’a str dung)
cua 0 dia C::
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Nhap phai chuét tai 6 dia C:
trong Windows Explorer (xem

Cau hinh), chon muc nao trong Menu Open *Properties Format Find
127 . - £
cho phep ta biét duoc dung
lugng cua 6 dia C::
Nhap phai chuét tai 6 dia C:
Cau trong Windows Explorer (xem
hinh), chon muc nao trong Menu *Properties Format Find Open
128 . £
cho phep ta biét duoc dung
luwong da sur dung cua o dia C::
Nhap phai chuot tai 6 dia C:
Céu trong Windows Explorer (xem * i :
199 hinh). chon muc nao trong Menu Format Properties Find Open
cho phép ta dinh dang 6 dia C::
NUt nao trong cac nat sau (xem
Céau hinh) cho phép ta thay doi cach o i
130 hién thi trong ctra s6 ListView Views Properties Delete Undo
cua Windows Explorer:
Cau Phan mem nao dl.l;m d? Y l?hong Windows XP *AutoCAD Windows Vista Linux
131 phai la hé diéu hanh:
Cau Phan mém nao sau day khong . . *Microsoft
132 phai 1a Hé diéu hanh may tinh: Windows 2000 Windows 98 MS-DOS Word
Cau Phim nao x0a ky tu phia (bén %
133 tr&i) cia vi trf con tro: PageUp Delete Page Down BackSpace
Str dung nut nao trong cac nut Khong c6 nit
Cau sau (xem hinh) cho phép nguoi TN oK A i A4 s i Zoa s . -
134 dung sao chép Folder(hozc File) NUt so 2 va 3 Nut so 1va?2 Nutso 1va3 nao thuc hién

tor no1 nay dén noi khac:

duoc diéu do
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Str dung nut nao trong cac nat
sau (xem hinh) cho phép ta thay

Cllggj doi dwoc cach hién thi trong cira NUt sb 4 Nt sb6 5 Nt sb 6 *N(t 56 7
so ListView cuaa Windows
Explorer:
cau | Taocb thé chép mot tip tin o6 (i ot cng 1 | ki i cung
kich thuée 2MB 1én dia mém Co *Khong 1l not dung tap | ki not dung tap
136 hav khana: tin d6 chi chura tin d6 chi chura
y Knong. van ban hinh anh
2 - 2 2 - , A 1 O a) * i O A
A Ta 0 the di chuyén ctra so toi Kich chuot Ién thanh Kich Chyf‘)t Ie‘ﬂn Kich .Cpuot;leﬂ IS
Cau At bt LI A o .~ ., 2 | thanhtiéu deé | thanhtiéu déroi | Ta ca cac cach
mot vi tri khac trén man hinh trang thai chiacuaso | . .. n - A A Ao
137 3 . No oy 2 rol gitr nguyén | gitr nguyén trang trén déu sal
bang cach: roi di chuyén L 2 o 2
va di chuyen | thai va di chuyen
7 N Kich ehudt | jeh chust lén
Cau Ta 0 the di chuyén ctra so toi *Kich chuét trai 1én phai len Thanh trana thai | Khona c6 cau
Mot vi tri khac trén man hinh | Thanh tiéu dé va git | Thanh tiu @& | .2 rang that ng ©
138 3 s A A 2 N ~ | cuacuaso roidi nao dung
bang cach: nguyén roi di chuyén | va gitt nguyén 2
XL 2 chuyen
roi di chuyén
A T al (Eua 50 Prmt(?rs’ d,e chgn ma}/ Chon Menu View va Ch.Qn \Menu *Chon Menu File Chon Menu
Cau | in mac dinh ta kich nut trai chuot Edit va chon N Tools va chon
NSV 1A chon Set as Default va chon Set as
139 vao tén may in va thuc hién lan : Set as Default : Set as Default
, L Printer : Default Printer .
luot cac thao tac: Printer Printer
*Kich chudt
o . L chhkchu(gt phztl trén phai trén Chon Start -
Cau Tai man hinh Windows, dé hién nén trong cua thanh Setting - Ca ba cau trén
140 thi gio hé thong trén thanh Desktop, chon TaskBar, chon ControlPanel. déu ding

TaskBar, ta thuc hién:

Properties va danh dau
chon Show the clock

Properties va
danh dau chon
Show the

chon Date/Time
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clock
R Tai muc Containing Text trong P *Nhap noi Nhap duong dan L on s A
Cau hop thoai Find (hoac Search) Nhap tén ;F”? va dung cua File | dén Folder can Teit cakcac C au
141 , . Folder can tim A R trén déu dung
cho phép nguoi dung: can tim tim
Cau . A . , . R X04 - Sao L 2 *Di chuyeén -
142 Thao tac Cut - Copy la thao tac: | Sao chép - Di chuyén chép Xoa - Di chuyén Sa0 chép
, ’ *Nhap phai
L A X oL LA Nhap phai chuot trén | Chon Start - | Nhap phai chuét | chudt trén vung
A Thao tac nao sau day dé sap xep . X A X ,
Céau o A peA vung trong Desktop, Program - trén Start - chon | trong cua thanh
cac ctra so trén Desktop theo
143 hana naana: chon Arrange Arrange Arrange TaskBar chon
g ngang. Windows Windows Windows Windows Tile
Horizontally
*Nhap phai ’
chuot trén Nhap phai chuot
C . ..z | Nhipphaichudttrén | wvongtrdng | trénvung trong
Cau sghiz taccégi?};a;;)d;?gndggfkfg viing tréng cua thanh cua thanh cta thanh Tat ca cc thao
144 P xep theo hana doc: P TaskBar - chon Tile TaskBar - TaskBar - chon | tac trén déu sai
g doc: Windows Horizontally chon Tile Cascade
Windows Windows
Vertically
, ’ *Nhap phai
) Thao téc nio sau day ding dé Nhap pf}al chuottrén | Chon Start - Npap phai chudt ctluot trqen vung
Cau T U Y vung trong Desktop, Programs - | trén Start - Chon | trong caa thanh
sap xep cac cua so trén Desktop
145 theo hana doc: chon Arrange Arrange Arrange TaskBar, chon
g doc. Windows Windows Windows Tile Windows

Vertically
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cu Windows Explorer:

*Nhap phai
chudttrén | Nhap phai chuot
) Thao tic ndo sau ddy ding dé N\hép phai chuot trén | ving trbng | trén yUng tréng q ,
Céu sp Xép CAC Cira s trén Desktop vung trong cua thanh cua thanh cua thanh Ca 3 thao tac
146 theo hang ngang: TaskBar - chon TaskBar - TaskBar - chon trén déu sai
' Cascade Windows chon Tile Tile Windows
Windows Vertically
Horizontally
Nhip phai
chudt trén | *Nhép phai chuét
A Thao tac nao sau day dung dé N‘hép ptl al Ch,u@t trén ang trong trén V ling tréong Ly n s A
Cau s4p Xép CAC Cira s trén Desktop vung trong cua tha}nh cua thanh cua thanh Tatcacac cau
147 theo kiéu xép ngéi: TaskBar - chon Tile TaskBar - TaskBar - chon trén déu sai
' Windows Horizontally chon Tile Cascade
Windows Windows
Vertically
Thao tac nao sau day sé khong
Cau thuc hién duoc véi 1 cura s *Di chuyén Pén Phuc hoi kich | Tat ca cac thao
148 dang & ché do cuc dai kich & thudc cura so tac trén
thudc:
Cay | haothenaosau day SEINC ¢y gy kich thuse | Phuchdikich | o | *Titca cic thao
149 Ién dugc Vol 1 cua so d"‘,“f% © ctra 6 thudc cia so Bong cura s0 tac trén
ché do cuc dai kich thudc:
Thao tac nao sau day tuong o B4m té hop o ,

Cau | duwong vei thao tac kich chon nut | Bam to hgp phim Ctrl him Bam t6 hop phim | *Tat ca cac thao
150 s0 8 (xem hinh) trén thanh cong +F Wingows L F Ctrl + E tac trén
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Thao tac nao trong cac thao tac
sau c6 thé thuc hién duoc trén ca

N&i rong hoac

clzgi‘ hai cira s6 TreeView va Sap xep FFi?éder hogc thuhep1cdp | *Mo 1 Folder Thﬁéiot'hlgleu
ListView cua Windows Folder '
Explorer:
Thao tac nhap phai chuét tai mot
Cau | biéu tuong trén Desktop va chon | Bam t6 hop phim Ctrl | Bam t6 hop *Bam t6 hop Bam t6 hop
152 muc Copy la tuong duong vai + M phimCtrl+V | phim Ctrl + C phim Ctrl + X
thao tac:

. Thao tac nhap phai chuét vao A
Cau biéu tugng cua tap tin, chon Sao chép tap tin X04 tap tin Doi tén tap tin *Xem thude
153 Y tinh tap tin

Properties la dé:
Thao tac Right Click chuot tai . Start - : Start - Settings -
Cau chd trong trén Desktop chon *Start - Settings - Settings - Start - Settings - |~ Pangl -
: , o Control Panel - Control Panel -
154 Properties tuong tng véi thao Display Control Panel System Add New
tac nao sau day: - Date/Time Hardware
Thao tac Right click chudt tai
viing tréng trén Desktop roi
Cau chon Properties tuong tng véi : . Regional
155 Viéc DoSbIe Click cﬁu@t vVao *Display Date/Time System Settings
biéu tugng ndo trong cta s6
Control Panel (Xem hinh):
Thao tac Right click chudt vao
biéu twgng My Computer roi
Cau chon Properties tuwong trng Voi : : Regional
156 viéc Double Click chuot vao Display Date/Time *System Settings

biéu twong nao trong cira s6
Control Panel (Xem hinh):
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Thao tac siap xép Folder hoic

Cau File c6 thé thuc hién trén cua sb TreeView *ListView Tre?V'e.W va th) n‘g. Co, cau
157 « : _ ListView tra loi ding
nao cua Windows Explorer:
Thao tac thu hep hoac néi rong
Cau mot cap Folder dugc thuc hién ListView TreeView - *TreeView Cég cau trén
158 trén ctra s6 nao cua Windows ListView déu dung
Explorer:
Thao tac thu hep hoac néi rong
Cau | motcip Folder duoc thuc hign List View *“Tree Viey | Cd hai cua so déu | Ca hai cira s6
159 trén ctra s6 nao cua Windows duoc déu khong dugc
Explorer:
Thyc hign chuoi tim kiem nao
Céau sau day s€ tra vé dung 3 tap tin
160 | (file): "dayl.doc", "sayit.ixt" va 72y 7ay?.* ary.* Ay
"pay.mon""
*Chuyén doi
qua lai gitra L, 2.,
Céau 5h , . ;. | Pong 1 ting dung dang |  céc ctra 6 Cuc d%‘ 1, amng Cuec tieu 1 ung
161 T6 hop phim Alt + Tab dung dé: chay trong Windows &g dung dung khi no dang | dung khi no
dang mé trong cuc tieu dang cuc dal
Windows
Cau Tf) hop phim nao sau déy dung
lep | dédongcuasomotuing dung Alt + F1 Ctrl + F1 *Alt + F4 Ctrl + F4
trén Windows:
Trén cia so List View cua
Cau Wi_n(_ipwsi Eprlorer_, dé‘hién thi _ _ _ _
163 chi tiet cac thong tin vé Folder Tiles Thumbnails List *Details

hay File, ta m& menu View va
chon:
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Trén Desktop, ta c6 thé dung

*Chon duoc hay
khong la con phu

Cau | ban phim dé chon dugc céc biéu Duot Khong duoc | thuge vao thao Khong cd tra loi
164 tuwong nam cach nhau hay L i o dang
khong: tac cua nguol Su
dung
*Click chon . It
Trong bang bén phai cua Click chon dbi twgng | d6i twong dau Click Eholldm;

A . 2 Al giAn A e e A2 . | tuong dau tien, an A Lo
Céau Window Explorer, d¢ chon dau tién, an gitr phim tién, an gitr & ohim Alt va Khong co cau
165 | (danh du) cac Folder, File lién | Ctrl va click déi tuong | phim Shift va 91‘."’ 1'2 4 nao dung

tuc ta thuc hién thao tac: cudi click ddi click doi twong
tuong cudi cuol
Trong bang bén phai cua
Cau Wlndow Eprlorer_, dé‘hién thi _ _ _ _
166 chi tiét cac théng tin vé Folders Tiles *Details Thumbnails Details Icons
hay Files, ta mé Menu View va
chon:
Cau Trong cac Folder sau, Folder Folf(;];nr?agoco
nao co thé chaa 2 Folder con Desktop C:\Windows *RecycleBin ,
167 ciing tén: chua 2 Folder
o con cung tén

A Trong cac phan mém dudi day, .

Cllgg phan mém nao khong phai 1a he MS Dos W;r:)%%ws Windows 95 *Acad
diéu hanh:

A Trong cac phan mém dudi day, .

?gg phan mém nao khong phai la hg Linux I\/Cl)lgfric;oft Windows 2000 | WindowsXP
diéu hanh:

cau Trong cua sé bén phai (List Click chon dé_i tuong | *Click chon | Click chon doi Khong ¢6 cau

170 View) cua Windows Explorer, | dau tién, an gitt phim | doi twong dau | tugng dau tién, an nao diing

dé chon(danh dau) cac Folder,

Ctrl va Click dbi

tién, an gitr

gitt phim Alt va
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File lién tuc, ta thuc hién thao tugng Cuoi phim Shiftva | Click doi twong
tac: Click doi cuoi
tuong cuoi
Trong cira s6 ListView cia
Cay | Windows Explorer, kieu hién thi . . *Ca AvaBdéu | CaAvaB ddu
171 nao _qho phép nguoi stir dung co Tiles Details diing <ai
thé biet dugc kich thudc cua mot
File c6 chira trong cura s6 do:
A Trong cira s6 Windows Explore, | Chon thu muc - Kich Chofl thu e *Ca hai cau tra
Cau 2 2R: pA A At b - Kich chuot | Chon thu muc - . . A
dé doi tén mot thu muc ta thuc chuot phai - Chon s < . loi A va C déu
172 o trai - Chon An phim F2 ,
hién: Rename dang
Rename
Kich chuot
7 phai vao View -
Trong cura so6 Windows : . ] Folder - i ]
A 2 axt hX e & b2 File - Properties - Kich : Properties, Kich | .o . . v n o
Cau Explorer, dé dat hoac go bo ne 2R o e A Properties - a2 o e Y tra loi A va
N . chudt dé go bo dau ] ~ .z | chuotdeé go bo )
173 thudc tinh cho Folder da chon ta " e N Kich chuot dée X . oA B dtng
O chon & tén thudc tinh o loa A dau chon ¢ tén
thuc hién 1énh: go bo dau N
2 oA thudc tinh
chon & tén
thudc tinh
. Trong cira s6 Windows Chon Folder - Nhap Chon Folder - . | *Ca hai cau tra
Cau 2 e Ar gA A At ba Nhap chuot | Chon Folder - An | .. . A
Explorer, dé doi tén mot Folder chuot phai - Chon L . loi A va C déu
174 . trai - Chon phim F2 ,
ta thuc hién: Rename dang
Rename
Trong ctra so6 Windows
Cau | Explorer, dé thiét lap thugc tinh - . View - . . Tat ca cé4c cau
175 cho cac Folder da duoc chon ta File - Properties Properties Edit - Properties trén déu dung

chon:
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Trong ctra 6 Windows

Thanh cong cu

A . ” * . A 5 7
Céu Explorer, kich thuoc cia cAc tap Thanh dia chi Address ',I'_hanh trang chuin Standard Tat ca cac thanh
176 ) iR A Bar thai Status Bar trén
tin duoc chon sé hién thi trén: Buttons
Trong hop thoai ShutDown *Khoi dong Khai dond lai ,
Céau Windows, khi chon Restart the o e RS lai may va vao notdeng fal Tat ca cac cau
A . 1~ | Thoat khoi Windows P G may va vao hé N A
177 Computer va chon Yes, c6 nghia hé diéu hanh A trén déu sali
N . diéu hanh DOS
la: Windows
Xoa tat ca cac 2:en oie 2 4 | Sao chép tatca
. : s : *Chon tat ca cactép | tép hd so va boitentatcacac | . tép ho so va
Céau | Trong mot ctra so tép ho so, bam X A N tép ho so va tap N
Y ho so va tap tin cé tap tin co o N tap tin co trong
178 Ctrl + A 1a gé: A LA . e 1A tin co trong tép O .
trong tép ho so do trong tép ho o , tép ho so do
) 0 s0 do o,
so do sang noi khac
Cau Trona mét Eolder ta khong thé: Tao hai Folder trung Tao hai File Tao Folder con | *Tat ca Cac cau
179 g me g the. tén trung tén va File trung tén | trén déu diing
Trong Windows cho phép dat
Cau | tén (File, Folder hoac ShortCut) . . . - .
180 | ké ca ky ty tring (khoang trong) 64 ky tu 16 ky tu 32kytu 255 ky tu
vai do dai toi da:
A Trong Windows Explore dé hién | . . : *Kich chudét | Kich chuot chon Kich chuot
Cau hi GAC tap ti ...z | Kich chuot chon File - . .. )
181 thi cac tap :un tqheo dar]g chi tiet Close chon V!ew - Viiew - chon_Vlew -
ta co thé thao tac: Details Thumbnails Titles
Cau | Trong Windows Explore, dé tao . *File - New - : File - Folder -
182 Folder mai ta thuc hién Iénh: File - New - Shorcut Folder File - Folder New
Trong Windows Explorer dé
Cau | hién thi cac Folder, File gom cac o : File - : : .
183 thong tin vé kich thudc, ngay View - Details Properties View - List File - Rename

gio tao lap, ta thuc hién:
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Trong Windows Explorer khi ta
an to hop phim Alt + Phim mi

Cau tén qua phai thi twong tng vai Up *Forward Cut Back
184 S RN
viéc Click chudt vao nut gi trén
thanh cong cu:
Trong Windows Explorer khi ta
Cau an t6 hop phim Alt + Phim mdii
tén qua trai thi twong ng Vo Up Forward Cut *Back
185 o A
viéc Click chuot vao nut gi trén
thanh cong cu:
cay | Trong Windows Explorer, bam Ca 2 cia s gay | C42cua s6 déu
Ctrl + A chi c0 tac dung trén cua Tree View *List View C s khéng co tac
186 2. c6 tac dung
SO: dung
Trong Windows Explorer, dé
Cau chon cung Idc nhiéu tap tin, thu :
187 muc khong nam keé nI;\au, ta Alt Shift Tab L
ding chudt két hop véi phim:
*Chon View -
Trong Windows Explorer, dé ToolBars -
Cau hién thi nhan caa cac nat 1énh Chon File - Properties Chon View - | Customize, tai | 1z .43 oo
188 trén thanh cdng cu thi ta thuc ' As Web Page | muc Text Options
hién: chon muc Show
Text Lables
Trong Windows Explorer, dé
(13563[5[; Eggytgingggigénc:/ﬁzEgcchtglgl)l{[?r?: View - List View - Titles | *View - Details View - Icons
ta chon lénh:
Cau Trong Windows Explorer, dé
190 khai dong chirc nang Search ta Cul+F Ctrl+G Ctrl + A Ctrl+H
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bam t6 hop phim:

7 Nhép duong
Cau Trorlg W1ndow§ EX}’)lO{‘GI’, de Dpub!(i Click Chuq(,)t da}’l C}la Foder *CAAVAB diu | CAAVAB diu
101 mo mot Folder nao d6 thita thuc | vao biéu tuong cua do vao thanh ding sai
hién: Folder d6 Ad\dress Bar
roi Enter
Kich phai ] . o
| .| *Kich phai chuottai | chuot tai File | |<ch phal chudt
A Trong Windows Explorer, dé tao | .. . ; tai File do, chon o AL en
Cau A . \ File d6, chon Send To, do, chon Ca3cautrén
trén Desktop mot Shortcut caa New, chon Create X s
192 o - . | chon Desktop (Create Create déu dung
mot File, ta thuc hién thao tac: Shortcut To
Shortcut) Shortcut To
Desktop
Desktop
cay | Irong Windows Explorer, d¢ | *ChonView-| Chon File- Chon File -
xem dung lugng, phan mé rong Chon View - List ; :
193 AR i Details Properties ReName
cua Cac tap tin, ta thuc hién:
A Trong Windows Explorer, khita | \ i e Xem chi tiet | Xem ngay gio tao | Xem thu muc,
Cau A . : Xem anh cua cac tap . A RO .
104 thao tac Ienh‘Vlev,v - '['humbnalls tin anh cua cac ]oal lap tap tl_n cua tap tap tin theg
nham co thé: tap tin bat ky tin dang danh sach
Trong Windows Explorer, thao
A , \ A £ A ‘A 2 1A A At A KT A4 A2 A4
Cau | tacnao sau da}y co ttle thxl_IC hién | Tro 1é€n trén mot cap Chon Folder Mé Eolder Tat ca cac thao
195 duoc trén ca hai cura so Tree Folders tac trén
View va List View:
*Bén tr@i la
Cau Bén tréi 1a cira 6 Trzgslfgw CaAvaBddu | CaAvaBdéu
Trong Windows Explorer: ListView, bén phai la A A M va
196 o A : bén phai la diung sai
cua so6 TreeView cira sb

ListView
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*Start -
Cau Trc,)ngAWnAldows XP, dé¢ thantac Start/Run réi g6 lénh Program_s - VYlndo;/vs XP, Y tra I5i A va B
cac tap Iénh Dos, ta thuc hién Accessories - | khong ho trg cac ,
197 CMD : dang
nhu sau: Command 1énh Dos
Prompt
Cau Trong Windows, cac nhém ki tu , *Cac ky tu ! Ca A vaB ddu Ca A va B @éu
108 nao dudi day khong st dung dé Cac chirs6 0...9 @HES NN & dine duoc khong dung
dat tén File: * () Hng aue duoc
Cau Trong Windows, ky tu phan T L2 Dau cham phay | *Khéng c6 cau
199 cach hang ngan 1a: Dau cham () Dau phay () 0) tra Ioi diing
Double Click
chuot vao biéu
Trong Windows, myén Xem Vao WindOV\{S é%%]guﬁg ‘
Cau dung luong cua mot 6 dia cing | Explorer, chon 6 dia chon 6%131 c’ém CaAvaBdeu | *CaAvaBdéu
200 hién c6 trén may (Vi du: dia can xem, chon Files - ' L, sai diung
. A : xem nhap nat
C:\), ban thuc hién: Properties . A
phai chudt,
chon
Properties
A : LA . *Nhiéu chuong £
Cau Trong Windows, ta c6 thé Chi mat chuone trinh Hai chuong trinh g dun Toida 10
201 chay(run) cung luc: ' & trinh ung dung chuong trinh
khac nhau
Cau Trong Windows, tén File nao *Win-Word va Win*Word*E | CaAvaBdéu | CaAvaBdéu
202 duai day 1a hop I€: Excel.doc xcel.doc hop 1€ khong hop 1€
Cau Tt menu Start cua Windows‘, go Béao 16i "Windows *Xuat hién Khona cé ai xa Kich hoat cac
203 CMD vao hop thoai Run roi can't open this man hinh giao g A gl xay chuong trinh
chon OK, di€u gi s€ xay ra: document” dién caa DOS diét Virus
Cau | \nindows 1a mot hé didu hanh: *Pa nhi¢m Ponnhigm | CeAvaBdeu | CaAvabdeu
204 ding sal
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Click phai :
x . *Click phai chuot trén chuot trén Chon F|Ie,_chc)n
A Xem duong dan caa mot File . e O Menu File, A \
Cau : File, chon Properties - File, chon . CauBvacC
trong Windows Explorer, ta thuc : Properties - .
205 hian: General, xem muc Properties - General. xem ding
o Location General, xem '
muc Path muc Location
A "Ta dat con tré trong Table, « A \ In nghiéng cac
Cz:gg chon Table - Select Table™. Phat | Xoa toan bo Table do Ch(‘.)rnagl):n 0o | Ke Igt]:t?lge cho Ky tu cé trong
biéu nay chinh la thao tac: Table
R Bam Ctrl + F2 thi tuong duong *Dvi
Cau . X : Print : i
207 vai chon muc nao trong menu Print Preview Properties Version
File (xem hinh):
Cau Bam F12 la tuong duong voi
208 kich chon muc nao trong menu Save *Save As Properties Send to
File (xem hinh):
Cau Bam t6 hop phim nao sé tuong
209 duong vai viéc kich chon nat *Ctrl + U Ctrl + X Ctrl +B Ctrl+ G
nay (xem hinh):
Chon File -
Kich chudt vao biéu | Open, chon b 2
‘ v tuwong Open trén thanh | dia va Folder ciirr? tg[]r:; (t)m
Cau | Cac budc tuan tu d€ mo mot tap c()ng‘cu, chonténtap |cé chfra tap tin cAn mé trohp ho *Cég cach trén
210 tin duoc luu trén dia la: tin can mé trong hop can mo, thoai O er?vz‘i P déu duogc
thoai Open va kich nit | Double Click | = nU![DO o
Open chuot tai tén P
tap tin
CAU | o piirn | Cubldungdéin | SUBAUING ey qing gé | CUTR ding 46
Céc phat biéu nao sau day la sai: SR de t6 dam van A canh phai van
211 nghiéng van ban ban canh trai van ban ban
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Cau | Cho biét tap tin no thi hanh ¢ng *WinWord.ex
212 dung Microsof Word: Word.exe o MSWord.exe Word.com

Choqn muc qnéo trong cac muc ‘ ‘
Cau | sau dé c0 thé dua hinh tron dang Bring to Eront Bring *CaAvaBdeu | CaAvaBdéu
213 duogc chon trong 3 hinh vé (xem g Forward duoc sai

hinh) Ién trén hinh tam giac:

Chovn muc qnéo trong cac muc ‘ ‘
Cau | sau d¢ c0 thé dua hinh tron dang Send to Back Send *CaAvaBdeu | CaAvaB deu
214 duoc chon trong 3 hinh vé (xem Backward duoc sai

hinh) ra sau hinh vudng:

Chon muc nao trong cac muc

trong hop thoai Change Case
Cau (Xen?. hinh) cho p;hel? ngu’ol,dung *UPPERCASE Sentece case Title Case lowercase
215 doi sang hoa tat ca cac ky tu

trong doan van ban dang dugc

chon:

Chon muc nao trong cac muc

trong hop thoai Change Case
Cau (xgz o hinh) Cl}o ph? p nguol d,ung *lowercase Title Case Sentence case UPPERCASE
216 doi sang thuwong tat ca cac ky tu

trong doan van ban dang dugc

chon:
Cau Chon muc nao trong hop thoai Chon kho giay la T4t ca c4c CAu
217 (xem hinh) cho phép nguoi dung *Landscape Portrait A4 va chon muc trén du sai
in ngang mot trang giay: Portrait

Chon muc nao trong hop thoai
Cau Font (xem hinh) cho phép ta * : :
218 | chuyén sang in hoa mot khoi van All caps Superscript Subscript Emboss

ban dang duoc chon:
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Chon muc nao trong hop thoai

g’ig d;%ngg;rzhhénnhgécgodﬂgeiFz(figc Superscript *Subscript All caps Small caps
s6):
Chon muc nao trong hop thoai
CZ:ZI(L)J g?nnht é);(ra]rg ?h'ghghcéhg Ft)r%?]p(iﬁ All caps Small caps *Superscript Subscript
$6):
Chon tiép muc nao trong Menu
Cau Format (xem hinh) cho phép Borders and
221 | ngudi ding c6 thé thay dbi dugc Font *Paragraph Shading Columns
khoang céch gitra cac doan van:
Chon tiép muc nao trong Menu
Céau Format (xem hinh) cho phép
222 | ngusi diing c6 thé thay déi duoc *Font Columns DropCap Change Case
kich thudc cua Font chir:
Chon tiép muc nao trong Menu
Céau Format (xem hinh) cho phép Border and
223 | ngudi ding c6 thé thay dbi dugc “Font Paragraph Shading Columns
mau sic caa Font chir:
Vao menu \ .

A . . A *Vao menu View - View - chon Vao menu Vao menu
Cau beé bat tat thanh céng cu sau chon Toolbars - kich Toolbars - Format - chon Format - chon
224 (xem hinh) ta thuc hién: ' . Toolbars - kich | Toolbars - kich

Standard kich .
. Standard Formating
Formating
7 7 Vao View - Options - | Vao View - *Vao Tools - T4t ca cAc CAu
Cau | bé tgé qua viéc tu dong kiemtra | Bo dau chon ¢ phan Options - Bo | Options, chon thé tra o1 trén dau
225 [61 ngir phép, ta thuc hién: Grammar va Word dau chon ¢ | Spelling&Gramm sai
count phan Spelling | ar, bo dau chon &
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va Grammar muc Check
Grammar as your
type
*Vao Tools chon
: : Options, chon the X T4t ca céac cau
Cau Dé cai dat ché do luu tai liéu tu Save, roi danh dau Vao Tools - Nhan t6 hop 14 1o trén dau
226 dong, ta thuc hién nhu sau: chon 6 Save Autosave phim Ctrl + S ,
ding
AutoRecover Info
Every
Cau Pé canh déu 2 bién cua 1 doan
997 van ban da chon, ta dung to6 hop Ctrl+ E Ctrl +R Ctrl + L *Ctrl +J
phim:

A Pé cheén biéu do biéu dién dix : .
Cau o \ ~ : Format - *Insert - Picture - | Insert - Object -
298 liéu trong ba-r}g dfl cl_lon, tathuc | Tools - Picture Chart Picture - Chart Chart Chart

hién Iénh:
Cau Be chen C?C ky tu d%c b'? tn . *Insert - View - Insert - Format - Insert
(Symbol) vao trong van ban ta View - Symbol
229 e Symbol Symbol - Symbol
thuc hién:
Cau Dé chén chir nghé thuat “Insert - . View - Picture -
v Insert - WordArt Picture - View - WordArt )
230 WordArt, ta chon: From File
WordArt
Cau Pé chén hinh anh vao van ban, | Chon Insert - Picture - Fc,:ii;(tﬂ;n_sgﬁ ~ | ChonFormat- | *Ca cau A va B
231 ta phai: From File N P Picture déu dang
Cau d?}el %Zegé?qotragubgg b'degilgﬂ *Insert - Picture - Insert - Format - Picture - | Insert - Object -
232 ' g me & o Chart Picture Chart Chart Chart

ta thuc hién:
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Pé chén mot biéu do biéu dién

*Insert - Object -

Cau dix liéu trong mot bang da chon Insert - Chart View - Picture Microsoft Graph Inser - Picture -
233 AT . - Chart Graph Chart
ta thuc hién Iénh sau: Chart
th(,)nqvunkg *Chon vung van
van ban can P .
R ban can chen
chen hinh, N .
, hinh, kich chon
YR X Chon vung van ban kich chon menu Insert, chon
A bé chén moét hinh anh vao van N a2 . menu Insert, : P Ly s
Cau \ . . X can chen hinh, kich ; Clip Art, trong | Tat ca cac cach
ban, Anh chi sé chon cach nao chon File, N o N 2A . 4
234 , X A _ chon menu Insert, . hop thoai "Insert | trén déu dang
dang nhat trong céc cach sau: trong hop : "
chon Break - ClipArt", chon
thoai "Insert R X
e hinh mong muon,
File" chon . ,
. A \ kich chon nat
hinh can chen, "Insert ClipArt"
kich Insert P
Cau Pé chén mot hinh anh vao van | Chon Insert, Picture, C_hon Inser_t, Chon Format, *Cau AvaB
) . Picture, Clip : X s
235 ban, ta phai: From File Art Picture dcu diung
View - Header
and Footer -
: Insert - Date and Time Kich chon nut
Cau bé chén Ngay thang nam hién - Chon kidu Naa Insert Date | *Ca hai cau A va | Ca hai cau A va
236 | tai vao van ban, ta thuc hién: non KicU Tgay trén thanh B déu ding B déu sai
thang nam - OK o
cbng cu
Header and
Footer
Khi ngudi dung chon muc In hoa tat ca cac | In thuong tat ca
Cau Sentence case trong hop thoai | . A oA . Ky tu cé trong cac ky tu co
237 Change Case(xem hinh), thi sé Inhoakytwrdaucau | InhoakytuS doan van ban trong doan van
c6 tac dung: duoc chon ban duoc chon
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Chon menu

Tools, chon *Chon menu Chon menu
Tools, chon
. e e ik AutoCorrect, Tools, chon )
Khi soan thao van ban tiéng A s LA . . Customize,
S . < Day 1a hién tuong la, | chon Spelling | Options, chon ;
A Viét, xuat hi¢n duong rang cua £ Uz x . . chon Spelling &
Céau 3 s 1a - o .27 .| cO0khanang do Virus | & Grammar Spelling & N
nam dudi dong van ban, dé xu ly A A A NP .. | Grammar va bo
238 A A , nén can phai queét va bo dau Grammar va bo X :
khong con hién tugng do, ta thuc : A . < : dau chon tai
S 1A ; L Virus trén may tinh chon tai muc | dau chon tai muc
hién lan luot cac thao tac: : muc Check
Check Check spelling as :
. spelling as you
spelling as you type
type
7 you type
Khi soan thao van ban, dé dinh
Cau | dang khoang cach gitxa hai dong Shift +5 Alt+1+5 Alt +5 *Ctrl +5
239 trong doan la 1,5 lines, ta st
dung t6 hop phim nao:
Khi soan thao van ban, dé dinh
Cau dang tang khoang cach gitra cac
240 dong trong mot doan vén ban Ién Ctrl+1+1 Alt+1+1 *Ctrl + 2 Alt + 2
gap doi (Double), ta bam t6 hop
phim nao:
banh s6 trang | Lam dau trang,
Danh s6 trane cho vin cho van ban, chan trang
A Khi sir dung 1énh Insert trén , rang lam chi cai to (Header and I A
Céau L o A ban, chen Symbol, PR N Tat ca cac cau
thanh Menu Bar, ta co thé thuc N dau dong Footer), chen A AA 4
241 o A o chén hinh anh, N trén déu dling
hién dugc cac cong Vviéc: (DropCap), Symbol, chen
WordArt AR o
cheén hinh anh, hinh anh,
WordArt WordArt
Cau Khi ta bam t6 hop phim nao
242 trong cac to hop phim sau s¢ *Ctrl + S Ctrl + O Ctrl + C Ctrl +V

tuong duong vai viéc Kich nut
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s6 3(xem hinh):

Kbhi ta chon Selection va chon

Chi in nhirng

Chi in trang nao

Thuc hién in tat

A * Ae w 5 \ H
Cau OK trong hop thoai Print (xem In khoi vén bn diroc tl,I Selecthn co chira tu ca nhiing y da
243 5 5 ~. chon c6 trong van . A
hinh) thi Word s¢: ban Selection néu trén
Cau Khi ta thyc hién thao tic ndy | Chén vao vinban 16 | *Thay doi Nhay dén trang 'Fllgnt;/Oanxo\?éio
244 (xem hinh) s€ co tac dung: Ky tu kich co chix 16 cua van ban bér%
. Khi thao tac trén bang, dé tach . e e A
Cz:zg bang tai vi tri dong con tré dang | *Table - Split Table Tab::gzo-v\?pllt Table - Split Cell Laé’ilc;écag ¢ su
dang ta thyc hién: 1 aung
A Khi thao téc trong Table d¢ tach : « : :
Cz:j,l(laj bang tai tri dong con tré dang Table - Split rows Tablcil' ISSlet Tal?IJ:b-ISpllt Tabl.?{;blsfht )
dang ta thuc hién:
Khi thoat Winword, may xuat e A g
hién théng b&o:"Do you want to Luu tap tin 5
cay | Mehinongbao. Loy o vaiodiava | Luutiptinvao | Khong co didu
save the changes you make the Thoat khoi Word e s ' N ,
247 I . thoat khoi dia gl xay ra ca
Document1?" Ta chon Yes cé
. 1a Word
nghia la:
Cau Khi thuc hién Ctrl + PageUp. Lén xubéng 1trang | *Lén xuéng 1 | Vé diu hodc cudi | Qua trai hoac
24g | nodc Ctrl +Page Down, con trg man hinh trang van ban don ua phéi 1 ky tu
s& di chuyén: & g quap yi
Cau Khi thuc hién thao tac nao sau dlgﬁtvcé?ln;érﬁ *Pat con tro qéu T?;:?rgic dtg?o
day s€ khong chon(boi den) tat Ctrl + A £ ’ van ban, nhan - I
249 ca ndi dung van ban: nhan Ctrl + Ctrl + Alt + End khong thuc hicn
L Eung ' Shift + End dugc
Cau | Khi thuc hién t6 hop phim Ctrl + | Luu ndi dung cta vin | Mo tap tin van | Déng ndi dung *In ndi dung
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250 P va chon nut OK cho phép ban hién hanh ban da luu van ban hién van ban hién
ngudi dung: trén dia hanh hanh
Cau Kich chon ndt s6 11 (xem hinh)
951 sé tuong duong vai viéc bam to *Ctrl + Z Ctrl + X Ctrl+C Ctrl +V
hop phim nao sau day:
Cau Kich chon vao nat nay (xem
259 hinh) s twong duong vei viéc *Ctrl + B Ctrl + C Ctrl + X Ctrl +V
bam t6 hop phim:
Kich vao nat nao trong cac nut
Cau sau (xem hinh) cho phép nguoi , , , ,
dung co thé thay doi kich c& chix *N0t so 2 NGt so 3 NUt so 1 NUt s6 4
253 . . va s
trong mot doan van ban da duoc
chon lya:
cau | Koty iy
lam cho khoi van ban dugc chon In dam *Gach chan L van , gy It
254 N Zox chir U co gach c6 trong doan
s¢€ nhu thé nao: A Y
chan van ban do
A Kich vao nat nay (xem hinh) sé 2
Cau lam cho khéi van ban dang duoc *In dam In nghiéng Gach chén Caml tharlg e
255 ~. bén tréi
chon sé:
Cau Kich vao nut s6 2 (xem hinh) la
256 twong duong vai viéc bam to *Ctrl + O Ctrl + N Ctrl+ S Ctrl +V
hop phim nao sau day:
. Kich vao nat s6 3(xem hinh) 1a N .
Cau tuong duong voi viéc ta thuc Chon File - Open Chon File - Chon File - Print | Chon File - Exit
257 o Y . A Save
hién thao tac nao sau day:
cay | Kichvao nat 50 4 (xem hinh) thi
258 twong duong vai viéc bam to *Ctrl + 1 Ctrl + A Ctrl + G Ctrl + B

hop phim:
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Kich vao nit s0 5 (xem hinh) thi

S8 | tuong duong voi viée bim t *Ctrl + U Cule SR T A+ shift+u | shift+U
hop phim:
4 14 Ai - r r * 3 i 3 ;
Cau | Lam cachnio duasiéuliénkét | Chonkhéi-Tools- | CMOMKNOT= 1 opon kngi - pam | 4 hal cau trd
NI : Insert - lo1 B va C déu
260 vao tai ligu: Hyperlink : Ctrl+K ,
Hyperlink ding
Cau bé chen so trang trong tai liéu, *Insert - Page Number View - Page Insert - Header | Cau B va C déu
261 ta thuc hién: g Number and Footer dling
View - Header
and Footer -
7 ’ Kich chon nut
Cau | Bé chen so trang vao van ban, ta Insert - Page NUMDers Insert Page | *Ca hai cau A va | Ca hai cau A va
262 thuc hién: g Number trén B déu dung B déu sai
thanh cong cu
Header and
Footer
7 ’ Format -
Cau | bé chen so trang vao van ban, ta *Insert - Page Header and View - Page Ca hai cau A va
263 thuc hién: Numbers Footer - Insert Numbers B déu dung
Page Numbers
5 « v . x| Chon 0 tai noi
bat con tro tai noi1 can A A - 2 gE A
A ST . chén hang trong Table can chen bat contro tai 0 *T4at ca cac thao
Céau bé chén thém maot hang trong chon Table - Insert - "| hang, chon cuoi cung bén téc trén diu
264 Table, ta thuc hién nhu sau: ' 9 Table - Insert | phai cua Table, ,
Rows Above hoac £ ) ding
- Cells - Insert | bam phim Tab
Rows Below :
Entire Row
Cau Pé chén thém mét hang vao ;)aar;[ ngntré)héan' \Qut:ri: aa:r:: ﬁg;rocgar: Chon Format - *Ca hai cau A
265 bang, ta thuc hién nhu sau: g i ' g Chon Insert rows | va C déu ding

chuot phai - Chon

chen - Chon
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Insert rows Table - Chon
Insert rows
X i 1A X *\ 7/ _ _
Cau DE chen tiu de tre}ng (oHea_dAer Insert - Header and View Edit - Header and Format
266 and Footer) cho van ban hién Eooter Header and Eooter Header and
hanh ta thuc hién: Footer Footer
Cau Dé chén vao van ban tai vi con | *Chon Table - Insert - | Chon Insert - Chon Format - Chon Format -
267 tré mot Table, ta thuc hién: Table New Table Table New - Table
Cau Pé chén vao vin ban tai vj tri N Insert - .
268 con tré mét biéu twong, ta chon: Insert - Symbol Picture Format - Symbol | Format - Picture
Cau beé chia cot cho van ban, ta chon Stvles and
269 muc nao trong Menu Format Font Change Case *Columns Fo)r/mattin
(xem hinh): g
A 2 hia ~A . . 1a 2 Format - :
Céau | bé chiacot cho vung van ban da *Eormat - Columns Format Edit - Columns Edit - Format
270 duoc chon, ta thuc hién nhu sau: Columns
Columns
cau | D e | oo spi,. | Windows- | Edt-Tooks | Cigcuten
271 Ién'?]_ ’ g pht... Split. .. Split. .. déu dung
Cau Pé chia nho 16 trong Table, ta *Chon Table - Split | Chon Table - Chon Format - Chon Format -
272 chon 6 sau do: Cells Merge Cells Split Cells Merge Cells
A Pé chia 6 dang chon trong bang : :
Cau . XA X Format - *Table - Split Format - Split
973 (Table) thanllwér;]rrl]l.eu 0, ta dung Table - Merge Cells Merge Cells Cells Cells
. D& chia tach mot 6 da chon . N .
Cau trong bang (Table) thanh nhiéu | Format - Merge Cells Table - Merge | Format - Split Table - Split
274 R o Cells Cells... Cells
0, ta thuc hién:
Céu beé chon (boi den) tat ca van Bam t6 hop phim Ctrl | Datcontro | Bam Ctrl + Home | *Dat con tro
275 ban, dong tac nao sau day la sai: + A dau van ban, roi nhan Ctrl + dau van ban,
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nhan Ctrl + Shift + End nhan Ctrl + Alt
Shift + End + End
2 N A Format -
Cau DE chon Font chi ngam d;r]h *Format - Font, chon Character Format - Tools -
(Default) trong soan thao van e L : Language - Set
276 \ . Font roi kich Default Spacing - AutoFormat
ban, ta thuc hién: Language
Default
, ., , , . A A ] A *2 . , I
Céu bé chon khoi tat ca van banta | Bam t6 hop phim Ctrl Ba}m © hqp Queét chuot 1én Ca h? ! dal? an
) phim Shift + £+ 2 e Tn A vaCdeéu
277 lam nhu sau: +A hét ca van ban ,
A ding
A Pé chon khoi van ban tir vi tri . N .
Cau 1 on tré dén cudi tu liéu, ta bAm Ctrl + Shift + A Ctrl + Shift + Ctrl + Shift + Ctrl + A
278 2 o Home End
to hop phim:
Nhan t6 hop 7
phim Alt + Gitr to hop phim
Cau | Dé chon Ienh trén thanh Menu, | Kich chuot tai tén muc ;ﬁ)n‘i‘jl”t%n ’ 0/11'; * C‘fét;‘; L | *Cacytaly
279 ta thuc hién cac cach sau: [énh trén Menu p Y n ycud my trén déu ding
chuyén dén Iénh (ky tu co
muc Iénh va gach chan)
<Enter>
bat con tro tai
. n dau hoac cuoi tu,
; Dung chudt 1« & hop phim | *Tét ca céc
Cau bé chon mot tir, ta thuc hién Double Click chudt tai | quét chon tat PP . NP
- < A NP Ctrl + Shift + cach trén deéu
280 thao tac: tir can chon ca cac ky tu R e
c6 trond tir do Miii tén phai duoc
g hoic Ctrl + Shift
+ M tén trai
Cau beé chon tat ca noi dun’g cua mot
281 tai liéu hién hanh ta bam t6 hop Tab + A *Ctrl + A Alt+ A Shift + A

phim:
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Dit con tré &
dau van ban,

bit con tro ¢ dau

Cau | Bé chon toan bo khéi van ban, ta | An td hop phim Ctrl + | ~%_ % doan vin ban bat | *Chi c6 A va B
o an té hop A At frk \ a7
282 thuc hién: A ; ky, an chudt trai la ding
phim Ctrl + ba 1an lién tuc
Shift + End Y
Cau bé chon toan bd noi dung van
283 ban cua mot tap tin hién hanh ta Tab + A *Ctrl + A Ctrl+ Alt+ A Shift + A
bam t6 hop phim:
2 I4 2 i * A ; 4
Céau Dbé chon toan bd van ban dang | Nhan t6 hop phim Ctrl g dh|(t)n g; elgclzjt Cg?; mﬁirr]rl: Ehdjt’ ,Tlfttficgfu
284 soan thao, ta thuc hién: + A a p " v cach treh e
All L ding
Cau Dé chon toan bo vin ban dang Chon menu Edit - Ch(‘).n m?nu *CaAvaBdéu | CaA vaB déu
\ - Edit, bam , ;
285 soan thao, ta thuc hién: Select All . -y ding sai
phim chir "L
A Pé chuyén doi doan van ban * Tools -
Cg:gg dugc chon thanh chir hoa, ta Cazgtrr&aél;gggrf& Change Case - Ié(;rsr:?tlsrcohacnge Formgta- Drop
thuc hién: UPPERCASE pap P
2 2 2 . * -
A bé chuyén doi noi dung tur bang Chon Table Chon Tools - Chon Format -
Cau bid . 1. Khi Chon Table - Convert Convert -
287 I€u sang van ban. S_au I chon Table to Text Table to Convert - Table | Convert Table
van ban ta thuc hién Iénh: Text to Text... to Text...
Pé c6 thé thyc hién canh trai,
Cau canh phai, canh gitra hogc canh Stvles and
288 deu hai bién cho mot doan van, Font Change Case *Paragraph Fo)r/mattin
ta phai chon tiép muc nao trong g
Menu Format (xem hinh):
Cau | Dé dat mat khau bao vé cho tai | File - Save As - Tools FZI; (c))?elcs‘:t-- Tools - Protect *Cau AvaC
289 | liéu dang soan thao, ta thuc hién: - Security Options Document déu dung

Security
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Pé dém trong 1 vin ban dang

Cau mé ¢ bao nhiéu dong, trang Format - Count Word Format - Tools - Count | *Tools - Word
290 , oY Word Count Word Count
q doan ta thao tac sau: ‘

_ | Pedichuyen con tr van ban ve *Alt + Home | Phim miii tén 1én | Alt + Page Up
Cau 0 dau tien hogc 0 cuoi cung Tab hoac Shift + Tab hoac Alt + hoac mi tén hoac Alt + Page
291 trong 1 hang cua 1 bang, ta ' ' T ' g

L. End xuong Down
nhan:
- B¢ di chuyen nhanh con tro vé _
292 dau dong van ban hi¢n hanh, ta Page Up Page Down Shift + Home *Home
nhan phim:
cau | Deédichuyennhanhdenmot | oy Npapss | TCUEC S T AG Nhap s | Ca3cautralo
293 | trang batky trong van ban hicn trang can dén Nhap so trang trang can dén trén déu din
vhanh ta dvung to hqp‘phl'r,n: can den &
CZZSZJ beé di chulyi/éetr} ghsrr:gn\:/e cuol tai «Ctrl+End CtrI+VITIz;1]geDo End PageDown
- Dé dinh dang chi s6 dudi nhu , _ , o ,
295 trong hinh (Xem hinh) ta t6 den *Ctrl+ dau = Shift+ dau = | Ctrl+ Shift+dau = | Alt+Ctrl+ dau =
S0 2 va bam t6 hop phim:

A bé dinh dang chi so trén nhu * : z

2| trong hinh (Xem hinh) ta to.den | Crl+ du = shift+ dau = | CU SO | A ctrie ddu =
s0 3 va bam t6 hop phim:

Cau pé \dinh dfc.l‘ng cot (chia doan van *Eormat - _

297 thanh nhiéu cot) cho doan van Insert - Columns Columns Table - Columns | Edit - Columns
ban da chon, ta thyuc hién:
2 4 e e Bat cac nit B N N

cay | D dinhdang Font hitindam | gy cac § hop phim | va | trén thanh | B2LC8 N BV |acay Ava g 1a

298 ghieng | Cctrl+BvaCul + 1 cong cu g dung

chon, ta thyc hién:

Formatting

cu Formatting
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Dé dinh dang gach chan cho mot

Cau doan van ban voi nét d6i. Sau | An to hop phim Ctrl + ‘ﬁ?ﬁ:OCTﬁer *An t0 hop phim | Ca 3 cau trén
299 khi chon doan van ban, ta thuc U phin Ctrl + Shift + D dcu dung
hign: Shift + U
- Pé dinh dang gach chan mot KhBng AU N6
300 doan vén ban dang chon VGi nét Alt + Ctrl + U Ctrl + Alt + U | *Ctrl + Shift + D C?’n
d6i ta nhan t6 hgp phim: ung

. Dé dinh dang gach chan mot .
ot | doan van bin v6i nét doi, ta bam Ctrl + U Ctrl SR+ et + shift+ D | crl + shift + A

t6 hop phim:

A Dé dinh dang gach chan mot « :
CaU 1 40an van ban véi nét doi, ta bAm Ctrl + B Ctrl+U | Ctrl+shift+y | CUl*Shift+
302 2 - D

to6 hop phim:
Cau b¢ dinh dang in dam (chir dam)
303 doan van ban da chon, ta thuc Alt+B *Cltr+B Format - Bold Edit - Bold
hién:
Cau hPe dinh dang kho,anﬁ ’cach 4 1 *Antd hop phim Ctrl | An t6 hop An t6 hop phim | Tat ca cac thao
304 | hang trong doan o chua con tro +5 phim Ctrl + 2 Ctrl + 1 tc trén dau sai
la 1.5, ta thuc hién:
Cau ggf&:@:%ﬁ r(?;lé;:: ig%&?}ot *Format - Borders and Format - Table - Borders Format -
305 : e g Shading. .. Borders and Shading... | Shading...
' Format - « Insert -
i .| Paragraph, tai Format - : Paragraph, tai
Edit - Paragraph, tai L Paragraph, tai e

A X 4 , , s . o muc Line ! muc Line
Cau bé dinh khoang cach truéc va | muc Spacing nhap cac Spacing nha muc Spacing Spacing nha
306 sau cho doan van, ta thuc hién: | gia tri tai muc Before pacing nnap nhap cac gia tri pacing nnap

va After

cac gia tri tai
muc Before va
After

tai muc Before va
After

cac gia tri tai
muc Before va
After
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Pé dong mot cira SO van ban

Cau dang saon thao, to hop phim nao Ctrl+F4 Ctrl+W Alt+F4 *Alt+W
307 N . ,

sau day khong dung:
Céau Pé dong mot tap tin vin ban *Ca A va B déu
308 hién hanh, ta dung t6 hop phim: Cul+W Crl +F4 Ctrl+F ding

A Dé dong ndi dung van ban cua oA 5 A LA
Cau | 2 tin hien hanh ta thyc hien to Ctrl + W Ctrl + F4 CauAvaB | Khong cocau
309 P ding nao dung

hop phim:

. X er e 1 .| Kich chon nat Close Kichchon |, ¢h chon menu Kich chon
Cau | bé¢ dong van ban dang soan thao clia cira S8 trinh & menu File - File - Close va menu File -
310 va luu vao dia, ta thuc hién: g Exit va chon Close va chon

dung chon Yes
Yes No
Mot chuong trinh ho

A 2 2 trg gb tiéng Viét (nhu | Chon bang md | Chon dung kiéu | .z, . . .
Cau e g0 dugc tleng,.\/'g t t rong VietWare, VietKey...) | vaFontchit | g6 vachédo gd Tat; caxca(A: yeu
311 Word, ta phai can: . . N . to ke trén

va dang duogc kich phu hop phu hop
hoat
Cau | Bé gop nhiéu 6 trong bang thanh . *Table - Format - Split | Tat ca c4c cau
312 mot 6, ta thuc hién: Table - Split cell... Merge cells cell trén déu sai
Click phai
o Click chon Menu thggﬁfﬁt;enw ‘ ‘
Céau | bé hién thi cac thanh cong cu,ta | View - ToolBars - - 9CU | «Cau A va B ddu | Cau A va B déu
. . C A da co, Click , .
313 thuc hién nhu sau: Click vao tén thanh . ding sai
. X vao tén thanh
cong cu can chon A A
cdng cu can
chon
Cau beé hién thi hoac khdng hién thi | Chon menu Edit, chon | *Chon menu | Chon menu Edit, Chon menu
314 mot thanh cdng cu trén man Show Toolbars, kich View, chon chon Toolbars, View, chon

hinh, ta thuc hién lan luot cac

chon tén thanh cong

Toolbars, kich

kich chon tén

Show Toolbars,
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thao tac:

Cu

chon tén thanh

thanh céng cu

kich chon tén

cong cu thanh céng cu
X X . I , 7 N _ > _
Cau ]?e hJen 'Ehl SO thur t\u cac dong View - Layout - Line Format : Tool - Layout - File - Page
cta van ban (Xem hinh), ta thuc Layout - Line : Setup - Layout -
315 . L Numbers Line Numbers .
hién thao tac nao: Numbers Line Numbers
Cau beé hién thi thudc ngang va doc
316 trong man hinh Windows, ta dat *Print Layout Online Layout Normal Outline
tai liéu ¢ ché do hién thi:
*Vao Tools -
Customize - Options
o roi danh dau chon cac | Vao Format - T4t cA CAC CAU
Cau bé hién thi toan bo thanh céng | muc "Show Standard Toolbgr - Vao View - Show tra o1 trén dau
317 cuy, ta thuc hién: and Formatting toolbar | Chon tat ca Toolbar din
on two rows" va cac tuy chon &
"Always show full
menus"
Tai muc vPap,er
A Pé in dimg trang vin ban, ta : chon kho giay *Chon muc Tai myc Paper
Cau . L2 n Tai muc Paper chon A4 va chon L, I
318 thuc hién _thao tac nao trong hop khé gidy Ad Landscape tai Port_ralt 6 muc chon kho giay
thoai sau (xem hinh): mae Orientation A8
Orientation
. Kich chuot vao biéu . g A
Cau Dé in mot tu liéu ta thyc hién: | tugng Print trén thanh ChonFile- | ps CTRL + P Cac cach trén
319 A 2 Print déu duoc
cong chuan
Cau | Be in vin ban hién hanh ta thyc *File - Print Print - File View - Print | File - Print File
320 hién nhu sau:
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Pé ké khung cho ca bang hoac

*Format -

Format - Borders

Cau | motsd 0 trong bang, sau khi bdi | Table - Borders and Borders and and Shading Tat ca cac cau
321 den phan can ké khung, ta thuc Shading Shading, chon e trén deu sai
hién: Borders chon Shading
. Dé ke khung va chon mau nén . Chon Insert - | *Chon Format - Chon File -
Cau = Chon View - Border
399 cho doan van ban da}ng duoc and Shading Border_ and Border_ and Border_ and
chon, ta thuc hién: Shading Shading Shading
Pé khai bao gidy in cho vin ban
Cau hién hanh (Vi du dé chon c& File - Print *File - Page File - Print Chi c6 cau A va
323 giay A4 cho van ban), ta chon SetUp Preview B dung
1énh:
Pé khai bao mot dong duoc Insert -
Céau chon la Heading cua Table, ta Format - Heading Heading *Table - Heading | Tool - Heading
324 chon dong d6 roi thuc hién thao Rows Repeat Row Repeat Row Repeat
thc: Rows Repeat
o Dev\'/‘('ﬁz ?;E;miguhgg)e;‘(]fmng Ctlr+V Shift+W Alt+W *AltHV
Pé kiém tra I6i chinh ta va van
Cau pham khi dang soan thao van fe X fe X fe 2 b X
326 ban, ta kich nélgt nao trong cac NGt s6 1 NGt $6 2 Nt so 3 NGt 6 4
nat sau(xem hinh):
Cau | DeluuFilevoimottenkhac | .~ oo oo ac | ChonFile- | Chon Edit-Save | Chon Edit -
327 trong Word, ta thuc hién: ' Save As Save
D& luu lai ndi dung van ban va
A khong thay doi tén File cua File ] : IS Kich chon menu *Kich chon
ggg BaiThi.DOC dang m¢ tur dia Kich f:?]cc))rr]] g‘;\?éj File, Nhg:|0+%hlm Edit, chon menu File, chon
mém A: sang dia C: ta thuc hién ' Replace Save As

lan luot cac thao tac:
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Kich chuét vao biéu

Cau Pé luu mot tai liéu, ban chon twong Save trén thanh Chon File - | Bam t6 hop phim *Céc céch trén
329 cach nao: ' R Save Ctrl+S déu duoc
cbng cu
Cau DPé luu mot tap t_in danig du’_gc
330 luu trude d6 voi mot tén File F9 F10 F11 *F12
khac, ta an phim:
- Dé luu tai lidu véi mot tén khac
thi kich chon muc nao trong Save *Save As Properties Send to
331 . .
menu File (xem hinh):
cay | P€mé hop thoai chon Font khi
337 | S0an thao van ban ta dung to6 hop *Ctrl+D Ctrl+F Ctrl+O Ctrl+T
phim:
A D¢ ma hop thoai dinh dang Font : .

ggg chir cho doan van ban, ta chon Insert - font File I-:cl)zrc])trmat *Format - Font | "€ -FIZ?];mat )

doan van ban roi thuc hién chon:

Pé mo hop thoai Fonts (dung deé
Cau | thay doi Font chtr, ¢ chtr, mau Ctrl + P *Ctrl + D Ctrl + V Ctrl + H
334 sac, ....) cho mot doan van ban

da chon, ta bam t6 hop phim:
A bé mo hop thoai Page Setup cua : .
Cau Microsoft Word, ta thuc hién *File - Page Setup Format - Page | File - Page - Page | File - Tool -
335 lenh: Setup Setup Page Setup
- Dé mo mot tai ligu trong Word
336 ta cO thé thao tac vai to hop *Ctrl+O Alt+O Alt+F4 Ctrl+F4
phim nao sau day:

Cau Dé n6i 2 6 lai voi nhau trong Chon Table - Split | *Chon Table - | Chon Format- | Chon Format -
337 Table, ta chon 2 6 sau do: Cells Merge Cells Split Cells Merge Cells
Cau bé phuc hoi lai trang thai trudc
338 do Eﬁa van ban, ta dgt‘mg t6 hop Ctrl+H Ctrl+R Cul+ 2 Cul+C
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phim:

A 2 , . . e s Ko $A . An té hO'p % 2 . % 2 .
Cau bé sang trang méi khi chua hét An t6 hop phim Ctrl him Alt + An t6 hop phim | An t6 hop phim
339 trang hién hanh, ta thuc hién: + Enter P Enter Tab + Enter Shift + Enter

2 Format - *Sir dyng chnrc ?Er? urll“gofrrr]l:tc
Céau beé sao chép dinh dang ta thyc : nang Format '8 A
L. Edit - Copy Format Format . o Painter trén
340 hién: . Painter trén thanh
Painter thanh
Standard )
o Formatting
225 be Sapé(hegndltrahciig?gr?hpang da Format - Sort *Table - Sort Tools - Sort Insert - Sort
Cau | D& sip xép di lieu trong Table, ] ] N ] ] Table - Format
342 ta st chung cac lenh: Format - Table - Sort Table - Sort Format - Sort Table - Sort
be sur dung chirc ndng ty dong | 7 o ’
Cau dang ghi tat (Auto Correct), ta | An t6 hop phim Shift+ An ohim F3 An t6 hop phim *An phim
343 g6 nhom Ky tu dai dién roi thuc F3 P Alt + F3 Space
hién:
bé sur dung van ban tu dong
Céau (Auto Text), ta gd cum ki tu go . «
344 tit ciia van ban ty dong va nhan Shift+F3 F3 Alt+F3 Tab+F3
phim:

A Dé sur dung van ban ty dong L LA p Bam to hop Lo R

gjg (AutoText), ta gb tir gb tit cua Bam to hf l?:g nim et phim Shift + | *Bam phim F3 Ei?rr]npt\?t 2023
van ban ty dong, sau do: F3 P
Cau Et)heeéagﬂi(ér:f; T:r?li;?zgz 25?;2 Format - Table - Split | *Table - Split | Table - Nhan chit | Chi c6 cau B va
346 gang fal dong Table Table "p C 1a dang

con tro, ta chon:
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. Format - *Table - Insert - | Table - Insert,
A I A Insert - Table, nhap Table, nhap Ay o sz
Cau bé chén vao trong vainbanmét | . T 2 s £ ..t | Table, nhap vao | nhap vao so cdt,
. Vao so cot, sO hang sau | vao so cot, so X o A s IR .
347 Table, ta thuc hién: 1A \ . SO ¢ot, SO hang S0 hang sau do
d6 bam Ok hang sau do X %
z sau d6 bam Ok bam Ok
bam Ok
2 ) * i - -
Céau bé tao dau va chan trang cho Format - Header and View Insert - Toolbars Edit - Header
o , N Header and - Header and
348 van ban, ta st dung Iénh: Footer and Footer
Footer Footer
Choncumtu, | N .
ca Pé tao mot siéu lién két Chon cum tir, sau d6 | sau d6 kich Saucggrl‘d‘;‘;l”ggé t CSZ?]” d?gctl‘l""
(Hyperlink) cho mot cum tirta | kich chuot vao Insert - chudt vao X ' At o
349 . . vao Insert - chudt vao Insert
thao tac nhu sau: File Format - :
: Hyperlink - Comment
Hyperlink
Cau bé tao mot van ban tu dong Insert - *Insert -
trong Word, sau khi quét chon Edit - AutoText Tool - AutoText
350 X o 1. - AutoCorrect AutoText
phan van ban, ta thuc hién:
Chon Format - Chon Table - *Chon Table -
: Chon Insert - Table;, Table, sau d6 Insert, sau do Insert - Table
Céau bé tao Table trong Word, ta sau d6 nhap vao so YA AR AT
a ne A L A nhap vao so nhap vao so cot, | sau d6 nhap vao
351 thuc hién: cot, s6 hang roi chon np A ps O X X ne A po
OK cot, so hang | s6 hang roi chon | so6 cot, so hang
roi chon OK OK roi chon OK
Cau bé thay doi cac thiet lap 1€ cua
352 trang giay, ta chon muc nao *Page Setup Print Preview Save Properties
trong Menu File (xem hinh):
7 7 N *Kich chudt vao Tools |  Kich chuot Kich chuot vao | Kich chuot vao
Cau bé thay doi duong dan mac dinh - Options - File vao Format - Tools - File File-
khi Iuu 1 tai liéu ta thao tac nhu | Locations, roi chon lai File Locations, roi Locations, roi
353 - b X /‘\ - /‘\' . 1 . )
sau: duong dan can thay | Locations, roi | chon lai dwong | chon lai duong
doi chon lai dan can thay doi dan can thay
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duong dan can doi
thay doi
D¢ thay doi huéng in cua mot
Cau trang giay, ta phai thao tac voi P : : .
354 muc nao trong hép thoai Page Orientation Margins Pages Preview
Setup (xerp hi,nh):

A bé thay doi kho giay ta phai Khéng cé muc
Cau L2, A n : N L
355 thao tac & muc nao trong hop Margins Layout *Paper nao thuc hi¢n

thoai Page Setup (xem hinh): duogc dieéu do6
bé thay doi khoang cach gitra
Cau | cac hang trong doan van, ta chon « Borders and
356 muc nao trong Menu Format Paragraph Font Shading Drop Cap
(xem hinh):
. File - Page File - Page setup \ A e
2 2. ’ 4 by * = = H
Cau Dbé thay doi kich c& giay ta lam File : Page setup, setup - Layout | - Margins - chon C?.baﬂcau t ra
_ Paper Size - chon kich A o s . |61 trén déu
357 nhu sau: c& qidv phil ho - chonkich ¢ | kich c& giay phu din
JEAYPIANOP 1 gidy phit hop hop ane
Cau | Dé thay thé mot tir trong vin ban qut ] B ep‘lacke - Sau (,:trHAH -‘Say FormaE ) Replace *Cau AvaB
AR . d6 nhap tir canthay | d6 nhap tircan| - Nhap tr can A e
358 hién hanh ta lam nhu sau: X £ P déu dung
the thay thé thay thé

. Pé thiét lap dinh dang in ngang | . Chon Tab Chon Tab Paper

ggg trang gidy, tai hop thoai Page C(:T]%T\ [Z?]ggggg:an Margin - chon ?Qr?gangnb?z;uet Size - chon
Setup ta thyc hién: ' P Portrait ' P Portrait
*Vao Format -
Cau Dé thiét 1ap Font chit mic dinh | Vao Tools - Options, Font, CP on Vao Tools - Cabacautra
< . . font chir va AutoText - PR
360 cho véan ban, ta thuc hién: chon Font mac dinh PN lo1 déu sal
kich c& chtr, SetFont

tiép theo chon
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Default
R bé thuc hién chic nang Print : .
Cau | preview, ta co thé ding té hop Ctrl+P *Ctrl+F2 Ctrl+F4 Edit - Print
361 , ) Preview
phim sau:
Kich chon ¢
biéu tuong
cay | D¢ thuc hién ghép (gop) nhicud | oy oo pape . | Merge Cells | Kichphi chudt | o0 o yran
362 thanhrl 0, sau Khl chQn_cac 0 Merge Cells trep thanh tai cac 0 boi den, déu ding
muon ghép va thuc hién: cong cu chon Merge Cells
Tables and
Borders
- Pé thuc hién in trang 5 va trang
363 12, tai muc chon Page trong hop 5-12 *5,12 512 5:12
thoai Print ta khai bao la:
cau pé thuc hién Ignh me mot tap
364 tin dang c6 luu trén dia, ta bam *Ctrl + O Ctrl + | Ctrl + E Ctrl + B
t6 hop phim:
Cau B¢ thyc hién sang trang mai khi T
chua hét trang hién hanh, ta Shift + Enter Alt + Enter *Ctrl + Enter A A
365 N L2 . i trén déu sal
dung cac t6 hop phim sau:
Pé thuc hién viéc tao nhitng ky
cay | dau dong hoac cac sb theo thir . *Bullets and
366 tu moi y theo dang liét ké trong | Borders and Shading Numbering Merge Cell Columns
van ban, ban sir dung chirc nang
nao sau day:
Cau | Dé tinh toan sb liéu trong bang, *Table - Eormula Insert - Table - Insert - | Insert - Table -
367 ta chon: Formula Formula Formula
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Dé tron (ndi) nhiéu 6 da chon

A « : :
ggg trong bang thﬁ?éhnmét 0, tathuc | Format - Merge Cells Me-rrgaflge_lls FormcaéliSSpllt Tabé:ee]lgpllt
*Bat bieu
Bat biéu tuong tugng Oval Bat biéu twong | Bat biéu tuong
Cau | Pé vé hinh tron trong vin ban, ta | Rectangle trén thanh trén thanh Oval trén thanh | Line trén thanh
369 thuc hién: Drawing, khi vé gitt | Drawing, khi | Drawing, khivé | Drawing, khi vé
phim Shift V¢ gilr phim gitr phim Citrl gitr phim Citrl
Shift
Kich chon
*Kich chon biéu tuong bié_u twong Kich chon bié:u Kich chon bié-:u
A 21 o < 1 A Line trén twong Oval trén | tugng Oval trén
Cau | bé vé hinh vudng trong van ban, | Rectangle trén thanh hanh thanh Drawin thanh Drawin
370 ta thuc hién: Drawing, khi vé gitr ¢ an . a . .? 9, a N .? 9,
ohim Shift D[aV\_/|~ng, [(hl khi vé gitt phim | khi vé gl phim
V€ gilr phim Ctrl Shift
Ctrl
Cau Dé xem 1 van bén,tru’(y,c khi inta _
371 co thé sur dung?fI Phlm tat nao sau *Ctrl + F2 Alt + F4 Shift + F3 Alt+5
ay:
. Dé xem phan théng tin cua van . . . *Hai thanh
Cg,:?g ban bi che khuat trén man hinh, Thanh t&icngon 1énh CJCZnDhrZC\;\?i?]g Tiﬂ%;?t?ggcu cudn ngang va
ta thao tac chuot tai: ' doc ScrollBar
Cau bé xem tru’f’yc trang in vén ban
373 (Print Preview) ta bam t6 hop Ctrl + F1 *Ctrl + F2 Ctrl + F3 Ctrl + F4
phim nao:
Pé x04 bo cac nut dinh dang
Cau | TabStop trén thanh thuéc ngang Format - Tab - £ *CauBvacC
374 tai dong chtra con tro, ta thuc Insert - Tab - Clear Clear All Bam Ctrl +Q déu dung

hién:
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A X g o mg A : % ] A *Chon Table - : .
Cau bé xo0a mot cot trong Table tai An phim Delete trén Delete - Chon Edit - Chon Edit -
375 vi tri con tro, ta thuc hién: ban phim Column Entire Column | Delete Column

A Poan vian ban da dugc chon co I ] 2 z2an. | *Chon FontSize | An phim mii
Cau o I . b~ 1A Bam t6 hop phim Bam so 16 & A N o
376 | 0 chit 14, muon tang c& chir 1€n Cltr+[ ban phim sé trén thanh cong tén (PageUp)

16 ta thuc hién: P Cu - g0 so 16 hai lan lién tiep
Cau D61 tuong nao sau day khong
377 chén vao van ban Word tir menu *Table Picture Symbol TextBox
Insert:
‘ *Hang dau ,
Péi véi mot doan van ban duoc Hangvdauvtlen, cua tle[l Cu? doe,}n Qh1 cO Mot s w ]

" . 1a s doan van ban d6 canh van ban do dong dugc chon Ca doan van
Cau | chonlua, canh doanvanbannay | ' ,. , .. . N - . " N .

R . ~~ | Ve trai, cac hang di sau | canh thutvao | s€thutvao mot | ban d6 thut vao
378 theo kiéu First Line Indent sé X n \ A \ , .y . \

1am cho: thut vao mot khoang | mot khoang so | khoang so vai cac | mot khoang
' SO Vi bién trai véi cac hang hang con lai
di sau
boi V('fiq Mot doan van ban duoc

Céu | chon, dé dinh dang khoang céch Format - Tab *Format - Format - Font Format - Border
379 gitra cac hang doi véi doan van Paragraph and Shading

ban d6, ban chon:
ggg Double Click chudt tai mot tir 1a: *Chon tir d6 X04 tir do Indamtirdé | Saochép tudo

. N Di chuyén tir d6
ggf Double Click chuot tai mot tir la: *Chon tir d6 Gachggan tu In dam tir do sang mot vi tri

khac

. Dix lidu ngudn (Data Source) re Dt pse et o | MOt File co s Mot File van ban | pzp o cac iy
Céau . PO : Mot File bang tinh cua ~lia trong Word co LA A X

dung dé tron thu (Mail Merge) dir liu cua S dir ligu trén deu
382 Dl A T Ae e Excel cau trdc dang
cé the lay tu: FoxPro duogc

bang
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Gia stir cO mot van ban ¢6 50
trang in, dé thuc hién in trang so

Cau | 12vatrang s 19 cho van ban | _ N
383 | nay, ta dinh dang sé trang in tai 12119 12:19 12...19 12,19
muc chon Pages trong hop thoai
Print la:
Gia su d3 v& dugc mot so dd, Chon cackdol Chon cac dbi
A 4 LA A tuong can X .
trong so d6 €O nhic¢u doi tugng ; ; tugng can nhom
iy X : 2 A e nhom, kich g )
roi nhau, néu ta di chuyén so do | Chon cac doi tugng g S 1s R va RightClick
g R e e Y S A , o chudt vao biéu A A A
A nay dén mat vi tri khac thi phai can nhom va kich chudt vao doi A s
Cau . 2 1A . e e x L2 tuong Draw x CauBvaC
di chuyén lan luot timg doi chuot vao biéu tugng A tuwgng chon, xuat A as
384 X . A A trén thanh A dcu dung
tugng trong so do do, thuc hién | Group trén thanh cong o hién hop chon,
A ~ ~ . /‘\ r ~ - Cong Cl.’l Ve
nhu vay sé gap nhi¢u kho khan. cu Drawing : . kich chon
A i K 12 TS 3 Drawing va : :
bé giai quyet kho khan nay, ta . Grouping va chon
S kich chon X
co the ' tiep Group
Group
Gia sur khi ta g6 2 ky tu th va
nhan phim Space (phim céch) thi
Cau | xuat hién cum ki tu Tin hoc trén . .
385 Cira 56 s0an thao van ban, dé Spelling Auto Text AutoCorrect Replace
thuc hién duoc ket qua nay ta s
dung chirc nang nao sau day:
Gia su trén man hinh Word Click phai
Cau . khong_ co thanﬂh coAnghcu i C_Ilck chonlmenu hchrL]JQtAtren “CAAVvAB A | Ca A vaB diu
386 ormatting, muon batt_ an View - Too.Bars - |t anh cong cu, ding sai
cong cu do6 1én, ta thuc hién nhu Formatting Click chon

Sau:

Formatting
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Hai ndt nao trong cac nat sau

Cau | (xem hinh) cho phep thuc hien *N(it s6 7 va 9 NGtsé7va8 | NOtsé8va9 | Nitsé7val0
387 di chuyén dir liéu trong mét van
ban:
. 7 Poi sang mau
| Hay cho biét khi thuc hien thao | . .| Tochodoan | Kekhungcho |5 pad) cpg
Cau 2 R N Cé Font chr lamau | van ban d6 c6 | doan van ban do VAN
tac nay (xem hinh) sé lam cho \ T s ) cac ky tu in hoa
388 . 1. _ do (Red) nén la mau do vai duong ké <
doan van ban duogc chon: 4 trong doan van
(Red) mau do (Red) N
ban do
Cau Hay cho biét Tab dang dugc * : :
389 chon I3 10ai Tab gi (xem hinh): Left Tab Right Tab Center Tab Decimal Tab
Cau | Hay cho biét tén lan luot cua cac *Cut - Copv - Paste Copy - Paste - Cut - Paste - Paste - Cut -
390 nut so 7, 8 va 9 (xem hinh): Py Cut Copy Copy
*Pinh dang cho khoi N A L Ze o
Céau Hay cho biét thao tac nay (xem van ban dang duoc Tim , In dam tu , Xoa het cac t}I
. \ 2. L LiA ~ | VNottawa co VNottawa co VNottawa co
391 hinh) dung dé: chon c6 kiéu Font chir . 1 . 1 1z
X trong van ban trong van ban trong van ban
la VNottawa
Cau oy C - *Dau Enter L
£ A o z _ A e 0o Xk
392 Két thuc mot doan van 1a ky tu: Dau ngé (~) Dau hoi (?) (Paragraph Mark) Dau cham (.)
*Khoang | Khoang trong & Khoang cach
Khi chon Fist Line tai muc Khoand tréna & mic trong 6 mac le | muac le béntrai | cho I€ trén va le
Cau Special trong hop thoai \0ang trong ) bén trai cho | cho cac dong cua | dudi gitra cac
, N Ié bén trai cho ca . X n o s \ A
393 Paragraph cho phép nguoi dung doan vin ban di chon dong dau tién | doan van ban dd@ | dong trong mot
dinh dang: ' ' cua doan van ChQn‘ (trr dong | doan van ban da
ban da chon dau tién) chon
*Chuyén doi con tro Chuyén doi
Céau | Khichon nat nay (Xem hinh) sé van ban dang & ndi dung van | Cahaicau Ava | CahaicauAva
394 cé tac dung: Header sang Footer va | ban & Header B déu ding B deéu sai

nguoC lai

sang Footer va
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nguoc lai

Néu doan van

ban dang co
. T S dinh dang
Cau Iljh;]da\ chon gt kho Vh?‘nr‘]’a”: Chuyén sang dinh | nghiéng thiss | CaAvaBddu |*Ca A vaB déu
395 ich vao nit nay (xem hinh) s& dang in nghiéng trg vé dinh sai dung
lam cho khoi van ban do: ' i
dang thuong
(khong
nghiéng)

Khi dang lam viéc vai mot tu
Cau licu, dé luu lai nhimng thay d6i «
396 trong tu liéu ban bam t& hop Ctrl+ U Ctrl+S Ctrl + L Ctrl+B

phim:

Cau Khi dang soan thao van ban, M hob thoai Eont M(E)Zt(‘;pat:;al *M6 hop thoai Khéng co tac
397 bam Ctrl + F 1a dé: P thoz Time Find and Replace | dung nao ca

Khi de}ng soan thao van ban,
Cau | bam o hop phim Ctrl + P s8 Nt 56 4 NIt 56 6 Nt 56 5 NGt $6 1
398 tuong duong vai viéc kich chon

nat nao(xem hinh):

Céau Khi dang soan thao van ban, *Poéng van ban dan D(()itellﬁ Vasli)lal;lan Dc(;llzrgoﬁl ; fincl? i

kich File va chon Close (xem 5 van be & ANE SO 1 Thoat khoi Word g thnt
399 hinh) 12 dé: soan thao thao va thoat dang chay trén

' khoi Word Windows

Cau Khi dang soan thao van ban, , , , ,
400 kich vao nut nao(xem hinh) sé Nt s6 1 *Nut so 3 Nt s6 2 Nt s6 4

thuc hién viéc luu trir dir liéu:
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Khi dang soan thao van ban,

Pong van ban

*Chuyén sang

Cau kich vao nit s6 5 (xem hinh) thi (_:Xhuyen sxa_ngﬂche d.('i dang soan Luu van ban Van;bap >ang
401 o roos _ kiem tra l0i tieng Viét N ché do xem
s€ 0 tac dung: thao lai . ..
trudc khi in
Khi dat con tré vao 6 bén phai
Cau | cudi Table, dé chén thém 1 dong : N Ca ba cau trén
402 trang nam cudi Table ta bdm Shift Tab Enter déu dung
phim:
Khi dat con tré vao 6 cuoi cung
Cau | bén phai caa Table, dé thém mot : .
403 hang mai nam cudi Table, ta Shift Ctrl Tab Alt
bam phim:
o ‘ *Xuat hiérl hop thoai | Viéc luu chi Mav tinh s& Ly ‘
Cau | Khi lan dau tién luu tu ligu, dieu | Save As d€ nhép vao xay ra khi lai 31/1 Lau trén & Khong c6 diéu
404 gi sé xay ra: tén tap tin va noi can bam t6 hop ' N gi xay ra ca
o en . dia hién hanh
luu gitr tap tin phim Ctrl + S
2 * A a O a ?
Cau Khi m¢ mot File ¢ trong Word | Trén thanh tiéu de cua Iren ;[haqnh Tren tqhant] corgg Trenvtharqlh C? ng
A o R et tiéu dé cua cucuacrasd | Cucua ctraSo tu
405 thi tén cua File d6 nam ¢ ctra so trinh rng dung o R e 1iA N A
cua so tu liéu | trinh (g dung liéu
*a _ 1 _
’ 7 File - Chon Print trén Flll'ii rﬁ;‘gt
Cau | Lam thé nao dé thuc hién Iénh in £ : thanh céng cu, L
Y X _ Bam Ctrl+P Properties - A X Number of
406 5 ban giong nhau: NN dong thoi an : ~
Nhap vao so 5 s A Copies - Nhap
phimso 5 N
Vao sO 5
Cau Luu File (tap tin) véi tén khac : *File - Save : :
407 trong MS Word ta thuc hién: File - Save As Edit - Save Edit - Save As
Céau | Microsoft Word hiéu ket thuc 1 Déu chém () Déu va (&) Déu ngé () ~Enter

408

doan van la:
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Phan biét tiéu

*Phan biét tiéu

. Muc chon Different odd and Phan bigt tiéu de dé giira trang Xod tiéu dé dé (Header and
Céau even trone nedn L 13 ho (Header and Footers) dAU tien vz (Header and "
g ngan Layout cua hop - N iAo au tien va Footers) gitia
409 : . 2. gitra trang dau tién va . N Footers) trong O
thoai Page Setup dung dé: . . cac trang con .1 trang chan va
cac trang con lai : van ban ,
lai trang I¢
Cau Muc Font Style trong hop thoai | .. 2 ~ binh dang binh dang mau binh dang co
410 Font cho phép nguoi dung: Binh dang kicu chi Font chir chir chir
Cau Muc nao trong menu File (xem Save As
411 hinh) cho phép ta thay d6i dugc *Page Setup Version Properties Webpage
hudng in cua tai liéu: Pag
Cau Muc nao trong menu File (xem
412 hinh) cho phép ta thay d61 duoc *Page Setup Properties Version Print
kho giay cua tai lidu:
Cau Muc nao trong Menu Format
413 (xem hinh) cho phép nguoi dung | *Borders and Shading Columns Change Case Drop Cap
ké khung cho doan van ban:
14 2 . * i -
Céau Muon an hay hién thanh vé Insert - Toobars - Tc}cl)lt?gs i View - Drawin Insert -
414 Drawing ta thuc hién: Drawing : g Drawing
Drawing
Cau Muon bat tat ch§ d0 danh chi so
415 duéi st dung t6 hop phim nao Ctrl+Shift+= Alt+Shift+= *Ctrl+= Shift+=
sau day:
Cau Muon chia van ban thanh nhiéu | V& cac doan thang d¢ | Table - Insert Insert - Columns *Format -
416 cot, ta chon van ban roi thao tac: chia cot - Columns Columns
A Mudn chia van ban thanh nhiéu . 2z Kich chon Chon Menu *Chon menu
Cau N oy A V& cac doan thang d¢ | Menu Table A A:
cot, ta chon van ban roi thuc S A Insert roi chon | Format roi chon
417 . chia cot roi chon Insert
hién: Columns Columns

Columns
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Mudn cho doan vin ban thut vao *Format - p File h p Formit " . | Tools - Options,
Cau dong dau tién cua doan, sau khi | Paragraph..., 6 muc | , aragrgp "."I aragraE o O o muc Line
418 thuc hién chon doan van ban, Special chon First o mhuc pecia muc mhe Option chon
thuc hién theo cach nao sau day: Line chon First Spa_cmg chon First Line
Line First Line
- Mudn chuyén khéi vin ban dang *Chon Table - Chon Table - Chon Table- | ~ o 1A g
dugc chon thanh Table, ta thuc Convert - Text to Table to Text Select Table - \ N
419 hién: Table - Convert Convert va C deu ding
A e 2 A Ao o » Ch()n Table, Ao 0 2 ,
Cau Muon chuyén mot khoi van ban | *Chon Table, Convert, Convert Table Chon Table, Tat ca cac cach
420 thanh bang, ta thuc hién: Text to Table t0 Text Select Table trén déu dung
A Muon dong File tai liéu dan : . p \ . A
Cau soan thao trogng Microsoft Wogrd, Chon File - Exit Chon File - Nh,ap chu_ot_vao “CaA va B deu
421 ta thuc hian: Close nat Minimize ding
Cau | Mudn phuc hoi mot thao tac vira Dlggg t\igﬂ ?AZE;‘E%?% Nhanté hogp | Vao Menu Edit *TAt ca cac
422 thuc hién, ta co thé: cu chun Phim Ctrl + Z chon Undo cach trén
*Tools - Tools -
Tools - Options - Edit Options - quls - Options - Customize -
Cau | Mubnthayddidonvidotrén | -Chondomvitrong | oo - | View - chondon | General chon
423 thudce do ta thuc hién: muc Measurement chon don vi V1 trong muc on vitrong
Units trong muc Measur_ement muc
Measurement units Measurement
units units
Céau MU(A).H Xem van l?ém_ }méc khi m .2 ; *Biéu tuong .2 . 2 .
424 ta Click chudt tai biéu twgng nao Biéu tuong so 1 62 Biéu tuong so 3 | Bicu tuong so 4

(xem hinh):
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: : | Tim kiem va Tim kiém va tha
A Neu chon muc nay trong hop | *Tim kiém va thay thé thay thé IR y Khoéng co cau
Cau : ; PO f A L o A o the cac tur Match s on e
thoai (xem hinh), thi sé c0 tac c6 phan biét chir hoa khong phén ) - | tra 101 nao ding
425 _ N . e case co trong van R
dung: chir thuong biét chir hoa \ hoan toan
N . ban
chir thuong
A New - Open va Save la tén goi e A .
i?é’ lin luot clia cc nit ndo sau day | *Natsé1,2va3 | NG 5042’3 V& | Natsé4,5va6 | Natsb5,6va7
(xem hinh):
A M()’ hép thoai 2 A - 9 A M
Cau SO . 2 . A : ‘ ' *Mao hop thoai Mo hop thoai
+ . ; . . . .
497 Nhan t6 hop phim Ctrl + F d¢: Mo hop thoai Font Dfslrtiemaend Find and Replace Search
Cau | Nhap ba lan chudt tai mot vitri | *Chon toan b doan | Sao chép doan | Di chuyén doan r{nh??rr:] \éa Iann
428 | bat ky trong mot doan vin la dé: vin do vin do vin do & Vzngdéo-
NUt nao trong cac nut sau (xem
Céau hinh) cho phép nguoi dung co NI A e e e X
429 thé thay doi Font chit cho mét Nut so 1 Nut so 4 Nut s6 2 NUt s6 5
khoi van ban da duoc chon lya:
Thanh cong C,O the th,ay dAOI
: kich thudc hop
i . . cu Drawing | Trong Textbox ta 3
A e LA A x 1A Gitr phim Shift khi oA XS Textbox bang
Céau Phét biéu nao sau day la khong i A chura cac cong | van co thé dinh . TS
. vé Elip sé tao ra hinh N ~ cach kéo tha tai
430 dung: n cu vé duong dang dam, .
vubng B N > cac nat xung
thang, hinh nghiéng,... A
tron quanh hop
v Textbox
2 \ * i
cay | Phétbidu ndo sau ddy lasai (v | Ctrl+Shift+F:Mo | ST S 4 shift+ = | ctl =
cbng dung cua cac td hop phim | hop thoai chon Font . ~ | Mo/Tatinchiso | Mo/Tat in chi
431 Zox. N chir gach chan N I
tat): chir trén so duoi

nét don
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Khong thé
A Phat biéu nao sau day vé chuong | Word 1a mot thanh | dung Word dé | Word c6 thé dugc | ., - Lo
Cau N : A A KA ] NP ) PR Khéng cd phat
432 trinh trng dung M_lcrosoft Word | phan cua bo_ Microsoft | tinhtoancac | sirdung dé thiet bidU N30 sai
la sai: Office bang tinh don ke trang Web
gian
Céau Phim nao sau ddy chuyén giira «
433 ché do ghi chén va ghi dé: Insert PageDown End PageUp
Cau Print Preview la tén goi cua nat
434 nao trong cac nut sau (xem *Nut so 5 NUt s6 6 Nut so 4 NUt so6 3
hinh):
Céau | Redo la nat nao trong cac nut 9, «
435 10, 11 va 12 (xem hinh): d 10 1 12
cau Redo la tén goi cua nit nao *N(t sb 12 NGt s6 6 NGt s6 10 NGt s6 5
436 trong cac nut sau (xem hinh):
9 . S 2 I3 N * H 2
- A S Chuyeén thanh chir in Crluyen‘thanp Chuyén thanh eruyen t;h anqh
A Sau khi chon mot doan van ban, 2 oz . .. | chir thuong tat .. -~z | chirhoatatca
Cau L2 ; : nghiéng tat ca cac ky . L chirin damtatca | , .
bam t6 hop phim Ctrl + Shift + . 1. ca cac ky tu L cac ky tu trong
437 . 2. tu trong doan van ban cac ky tu trong N
A dung dé: ; trong doan A doan van ban
do . T doan van ban do .
van ban do do
Poan van duoc
Doan vin chia thanh 3 cot,
Sau khi chon mot doan van ban, T cot 1 ¢o6 do rong
\ : duoc chia n A
A chon Format - Columns va khai 5 : . . 4cm,cot2cOd0 | orii o i
Céau A A A ) Poan van duoc chia thanh 3 cdt, A . Tatcacacy
438 bao cac thong so nhu § trong thanh 3 cot khoang cach rong 5 cm, cot 3 trén déu dung
hinh(xem hinh) va kich OK, luc ' o Tl c6 do rong 6 cm
\ <~ g s \. glra mol cot X i ,
nay doan vian sé co6 dinh dang la: 13 lem va khoang cach

gitra moi cot la
1cm
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Cau | Sau khi chon mot khoi van ban, | Canh gitra khoi van | Canh tréi khoi | *Tang kich c& Giam kich ¢&
439 bam t6 hop phim Ctrl + ] thi sé: ban van ban chir chir
: N Bi mat di tir
Cau Sau k,h ! Chon r,n(_)tA’khm van l?an, « 2 N VNOttawa In dam khéi van Khéng co tac
thao tac trén nat s6 1 (xem hinh) Thay doi Font chix Lo« \ X
440 X Lo e trong khoi van ban dung gi
se lam cho khoi van ban do: e
ban do
Sau khi da chon hinh tron trong
A 3 hinh v& (xem hinh), dé dem : i A s T 4 A s Ty 4
22;‘ hinh tron Ién trén cung cua 3 Bring to Front F(I?rr\:\?a% q Ca %VaCB deu | Caa ZZiB deu
hinh do, ta chon Draw - Order o
roi chon tiép muc nao:
Sau khi da chon hinh tron trong
Cau h‘?’ hh'”\h V€ (xem hinh), dé dua Send *CaAvaBdéu | CaAvaB ddu
442 inh tron xuéng dudi cung cua 3 Send to Back Backward duoc sai
hinh do, ta chon Draw - Order '
roi chon ti€p muc nao:
Sau khi da chon hinh vudng
Cau trong 3 hinh v& (xem hinh), d¢
dem hinh vudng 1én trén cung *Bring to Front Send to Back | Bring Forward | Send Backward
443 , . .
cua 3 hlph do, ta ghQn Draw -
Order roi chon tiép muc nao:
Sau khi da chon hinh vudng
trong 3 hinh v&, dé dua hinh
Cau | vudng vao nam gitra hinh tron . .
444 va tam gidc (xem hinh), ta chon Bring to Front Send to Back Bring Forward | Send Backward
Draw - Order roi chon tiép muc
nao:
Cau Str dung t6 hop phim nao sau N _ Ctrl + Shift + _ _
445 | day dé bat/tit ché do g6 chi sb Curl+= = Ctrl += Alt+=
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du6i(Cudc so):

Str dung td hop phim nao sau

ijg‘ day dé bat/tit ché do go chi s *Ctrl + Shift + = Ctrl + = Shift + = Alt + =
trén(So mi):
. Ta c6 thé di chuyén mot hinh Chicothédi -\ Chicothedi
Cau AT A " T : chuyén khi ca hai | chuyén khi ca
anh tur tu liéu nay sang tu liéu Pung Sali A A , A
447 TN : tu liéu déu phai | hai tu liéu déu
khéc, diéu nay ding hay sai: ) ye 1,
mao phai dong
Tai hop thoai Find and Replace,
A khi nguoi dung chon Up tai muc *Tuw vitricon | Tuvitri con tro I
Cau . R Y A e a1 . NP Y <. | Tatcacac cau
Search Options (xem hinh) thi Trén toan bo tu liéu | tro van ban tro | van ban dén cuoi P
448 NN XA . o trén déu sal
Word thuc hién vigc tim Kiem va vé dau tu liéu tu liéu
thay thé:
Cau Tai hop tho% P.age Setup, g‘ie *Chon Tab Margin - Chon _Tab Chon Tab Paper | Khong c6 cau
chon trang giay in ngang thi ta Margin - . s e 4
449 - Landscape : Size - Landscap tra 101 diing
thuc hién: Portrait
, banh dau ’
Cau Tai vi tri con tr, bAm t6 hop DBanh dau thQn twvi chon WVITT | hyanh du chon Danh dau ghor_1
, Y tri con tro cho dén con tro cho A A toan mot tur tai
450 phim Ctrl + A 1a d¢: SO Y toan bo tu liéu e \
cuoi tu licu dén dau tu vi tri con tré
liu
Panh dau
, , * 4 /( \ L \ . ['4 , 4 /{
Cau | Taivitricontrs bimtdhop | Danhdauchontirvi | chontirvitri |y, 44 ooy | Pénh dau chon
, . A tri con tré cho den con tré cho A . toan mot tur tai
451 phim Ctrl + Shift + End la dé: Lo den O toan bo tu liéu . .
cuoi tu Liéu dén dau tu vi tri con tro
liéu
Cau Tai vi tri con tro, bAm to hop | Dénh dau chon tir vi *Panh dau Panh dau chon | DPanh dau chon
452 phim Ctrl + Shift + Home la dé: tri con tro cho den chon tir vi tri toan bo tu liéu toan mot tu tai




Please do not copy without the author's permission. Email: diepdoan2003@gmail.com. FB: Diep Doan Phan. MB: 0987265525

cuoi tu lidu con tro cho vi tri con tro
dén dau tu
liu
A , . S *Format - .
Cau Tao danh sach danh dau dau Insert - Bullets and View - Bullets Tools - Bullets
A . Bullets and ) .
453 muc, ta thuc hién Iénh: Numbering : and Numbering | and Numbering
Numbering
Cau | Tén goi lan luot cua cac nit sd *Bold - Italic - UnldtZIrILCir_we _ | Bold - UnderLine | UnderLine -
454 3,4 va5 (xem hinh) la: UnderLine Bold - ltalic Italic - Bold
Cau Tén goi nao trong cac tén goi
455 sau duoc stir dung cho nat s6 10 Paste Save New *Format Painter
(xem hinh):
Cau Tén goi Undo dugc sir dung cho ’ , ’ ,
456 nat nao trong cac nut sau (xem *Nut so 11 NUt s6 3 Nut s6 10 NUt so6 8
hinh):
*Pat con tro
A Thao tac ndo sau day dung dé bat con tré trong bat con tré trong Table, chon Chon toan bo
Cau a ey Lox \ - p . Table - Insert - £
chén thém mot hang mai trong Table, bam phim trong Table, Table, bam
457 _ Rows Above
Table: Insert chon Insert g Insert
hoac Rows
Below
A L A1 2 Ta dung chudt quét Ta glung chu? t T"fl dung Ch;uot; *Tat ca cac thao
Cau Thao tac nao sau day dung dé Xt 1hs oz quét chon hét | quét chon hét tat AR
NP : chon hét tat ca cac AP . A tac trén déu
458 chon toan bé mot Table: hana ciia Table dé tat ca cac cot ca cac 0 cua dn
g clia Table d6 Table do g
L A s 2 | *Chon Tools - Options | Chon Format - Chon View - Chon File -
A Thao tac nao sau day dung dé .
Cau 2 LA : . . - General - Options - Ruler - Page Setup -
chuyén doi don vi do luong tr :
459 . ) Measurement Units - General - Measurement Measurement
Inch sang Centimeters: : : :
Centimeters Measurement units - units -
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Units - Centimeters Centimeters
Centimeters
Chon View - Chon Insert -
Cau Thao tac nao sau day twong tng | *Chon Format - Font, Font, kich Eont. kich chon Chon Table -
véi viéc kich chon nat nay (xem kich chon Bold tai chon Bold tai T Font va chon
460 S, Bold tai muc
hinh): muc Font style muc Font muc Bold
Font style
style
Thao tac tai muc nao trong hop
Cau | thoai Paragraph (xem hinh) cho x . i : . .
461 ohép thay di duoc khoang cach Spacing Indentation Line Spacing Aligment
gitra cac doan van:
Thao tac tai muc nao trong hop
Cau | thoai Paragraph (xem hinh) cho ol . . . .
462 | phép thay déi duoc khoang cach Line Spacing Indentation Aligment Spacing
gitra cac hang trong doan van:
Format - File - Page
Thuc hién thao tac nao sau day *Tool - Options - Options - View - Ruler - g
A 2 2 LA . n Setup -
Cau deé chuyén doi don vi do trén General - General - Measurement Measurement
463 thudc tir Inches sang Measurement Units - | Measurement Units - :
. _ : . . units -
Centimeters: Centimeters Units - Centimeters .
: Centimeters
Centimeters
Chon Formats . .
Thuc hién thao tac nao sau day | *Chon Tools - Options | - Options - Chon View - Chon File -
A 2 2 4Ae . . Rules - Page Setup -
Cau dé chuyén doi don vi do tur - General - General - Measurement Measurement
464 Inches sang Centimeters trén Measurement units va | Measurement

thuoc:

chon Centimeters

units va chon
Centimeters

units va chon
Centimeters

units va chon
Centimeters
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Trong bang (Table), de chen

Cau dong van ban trang nam trén | *Table - Insert - Rows | Table - Insert Table - Insert Table - Insert
465 mot dong van ban da dugc chon Above - Rows Below | Rows - Above Rows - Below
ta thuc hién:
Trong bang (Table), dé thém
mot dong mai va dong mai nay
Céu nam phia dudi dong hién tai Table - Insert rows - | Table - Insert | *Table - Insert - | Table - Insert -
466 (dong dang chon hoac la dong Below rows - Above Rows Below Rows Above
cé con tro dang ding), ta thuc
hién:
Trong bang (Table), dé thém
mot dong mai va dong maéi nay
Cau nam phia trén dong hién tai Table - Insert rows - | *Table - Insert | Table - Insert Table - Insert -
467 (dong dang chon hoac la dong Below - Rows Below | rows - Above Rows Below
c6 con tro dang dung), ta thuc
hién:
Trong bang biéu, muon day céac i A
Cau ky tu bén phai diém chén qua An phim Tab Qpntgtwg An t6 hop phim Fcrrr]r(i)nt r_n_?_nltj) ]
468 | phai mot khoang Tab, ta thuc P P Shift + Tab ormat - 'a
hien: Tab Insert
Cau Trong cac nut sau(xem hinh), , , , ,
nut nao khong dung dé thyuc hién *Nut so 1 NUt s6 2 NUt s6 3 Nt s6 4
469 : A
dinh dang cho tai liéu:
Cau Trong cac tén goi sau, tén nao
duoc str dung cho nat s6 8 (xem *Copy Cut Paste Save
470 N
hinh):
cay | Trongcac t6 hop phim sau, bam
471 to hop phim nao s€ cho ta thao *Ctrl + 1 Ctrl + A Ctrl + K Ctrl + H

tac tuong tu nhu ta kich chon
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nut nay (xem hinh):

Trong cac t6 hop phim sau, to

Cau | o phim nao ding dé canh dau *Ctrl + ] Ctrl + C Ctrl + B Ctrl + A
472 A < ]
hai bién cua mot doan van ban:
Trong cira s6 1am viéc véi *Trd lal trang .
Cau Microsoft Word, nut 66ng cu Xo4 khéi van ban th‘?" .rl(‘)' dur)g Phyc hf)l van ban | Cac Cal{ A B va
473 N 2. tai liéu trudc bi xoa C deéu sali
Undo dung dé: 46
Trong cura so Word, ta chon
Cau bang ma tiéng Viét nao phu hop
cho viéc nhap mot van ban bang TCVN3 - ABC VNI - WIN VietWare X *Unicode
474 1 L -
tieng Viét voi Font chir Time
New Roman:
Cau Trong hop thoai Font (xem
hinh), muc nao dudi day dung Shadow *SuperScript SubScript OutLine
475 [ s A oea
dé dinh dang chi so trén:
Cau Trong hop thoai Font, muc nao
476 dudi day dung dé dinh dang chi Shadow All Caps *Superscript Subscrip
SO trén:
Trong hop thoai Page Setup,
A chon Tab Margin, d¢ rong cua \ A %
Céu : e X . U *Nho hon 3 Khong nhat
477 tuy chon Header phai nhu thé Lon hon hoac bang hoac bang Bang nhau thidt

nao so vai do rong cua tuy chon
Top:
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Thuc hién canh trai,

Thay doi
khoang cach
gitra cac hang

Cau | Trong hop thoai Paragraph (xem | canh gitra, canh phai trong doan Canh thut dong | *Tat ca cac y da
478 hinh), ta c6 the: va canh déu hai bién | van cling nhu cho doan van néu déu dung
cho doan van khoang cach
gitra cac doan
van vai nhau
U ; . ;
A Trong hop thoai Paragraph, muc | Khoang cach ctua dong Pfhoang C‘?‘Eh Khoang cach cua Pfhoa\ng Caih
Cau \ : . DRI 2 cua doan hién . . .. .. | cuadong hién
Before trong vung Spacing dung | hién tai va hang ké L dong hién tai voi . X
479 X AN N tal v&i doan ; X oyon tai voi doan ke
de khai béo: trén S dong ke trén A
ke trén trén
A Trong hop thoai Print, tai muc , s s , In céc trang tur 1 A 2 s 1
Cau Cx1 a7 10 s o1~ | FIncactrang 1,3 vatu | Incactrang 1, | .« x| Khong co tra loi
480 Pages ta go: 1’%_7 10 c6 nghta trang 7 dén trang 10 3,7,vall den 3, trf(r)lg 7den nao dung
, , Tim kicm : *Tim kiém c6
Céau Trong hop thoai tim kiem, khi | Tim kiém trén toan bo | khong phén | Tim kiém chi trén han biét kv tu
481 chon muc Match case thi sé: tu licu biét ky tu hoa, | mét trang tu liéu P ' ‘y '
\ hoa, thuong
thuong
Trong Ighi soan thao van ban, dé
di chuyén con tré sang mot trang
Céu mai khi con tré dang dng tai . - Ctrl + Alt +
482 mot dong chua hét trang hién Shift + Enter Alt + Enter Ctrl + Enter Enter
hanh, ta nhan t6 hop phim nao
sau day:
* X - . ]
A Trong khi soan thao van ban, — Phuc ho',!a' X04 tat ca noi c a4,
Cau neudi dung bam té hop phim Luu van ban dang trang thai dune trone vin In van ban do ra
483 & ' soan thao trude do cua & ong may in

Ctrl + Z 13 dé:

van ban

ban do
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Cau | Trong mot doan vin ban, cd thé | Mot kiéu dinh dang Nhieu kicu Mot kleiu dinh et at ca cac y da
. X dinh dang dang da duoc A gA . 2
484 co: duy nhat . D S néu deu ding
khac nhau dinh san
. Trong MS Word, khi nhap van Chuyénvan | L,z ..
Cau | ponta sir dung phim Enter trong Sau diu cham ban tir Word Ket thic dogn Luu van ban
485 ; _ van
truong hop: sang Excel
Cau TrongvM87Word, sau khl C;hon; % e Tang kich c& e - .- | Giamkich co
486 doan van ban, ta thuc hién an to Canh gitra chit Giam kich co chir chit
hop phim Ctrl + E ¢6 nghia la:
Trqong gua trinh SOg}n thao van BAm Tab va
ban, dé dua con tré sang mot X
Cau | trang méi khi con tré dang ding . Enter cho dén
Y 1 £ o Shift+Enter Alt+Enter *Ctrl+Enter khi nao con tro
487 tai dong chua hét trang hién 511 ban san
hanh, ta nhan t6 hop phim nao v ,_g
A trang moi
sau day: ’
Cau Trong soan thao vén bén, dé An chudt phai
488 hién thi thanh thudc (Ruler), ta Format - Ruler *View - Ruler Insert - Ruler tai thanh cong
dung Iénh: cu, chon Ruler
Cau Trong Table, muon day van ban , Chon menu ’ ’
vao mot khoang Tab, ta thuc Nhan phim Tab ' *Bam Ctrl + Tab | Bam Alt + Tab
489 hien: Table - Tab
Cau Trong Word d& in trang van ban
490 s0 3 va so 7, tai muc Pages cua 3-7 *3,7 3:7 37
hop thoai Print la:
2 \ \ * i -
Cau | Trong Word, dé chen tiéu d€ dau Edit - Header and He;/dlg\rNan q Insert - Header | Tools - Header
491 va cuoi trang in ta thuc hién: Footer Eooter and Footer and Footer
Cau | Trong Word, d¢ chén tiéu dé dau |  Edit - Header and *\/iew - Insert - Header | Tools - Header
492 va cuoi trang in ta thuc hién: Footer Header and and Footer and Footer
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Footer
Cau Trong Word, dé mé hop thoai «
493 Font ta thuc hién t6 hop phim: Crl + B Cirl +1 Ctrl + U Cirl+D
Trong Word, d€ sao chép mot
doan van ban dén vi tri mai, ta
A thuc hién theo thir tu nao dudi WA RE *h1 _ ho  RE
G | day:bl: Chondoanvanban- | b1-b2-b5-b3 | PLO PO by p3 psopg | TPL7P2DS
b2: nhan Ctr + C - b3: Nhan Citrl
+ X - b4: Nhan Ctrl + V - b5:
Chon vi tri méi deén.:
Cau Trong Word, dé sap xép dir liéu
495 trong bang da chon ta thuc hién File - Sort *Table - Sort Tools - Sort Format - Sort
Iénh:
Trong Word, dé thuc hién in mot R
Cau lan c4c trang s0 5, trang s 12 va h:égogfg?ugu
tur trang 7 dén trang 10, tai muc 5-12,7-10 5,12:7-10 *5,7-10,12 o dUot y
496 " L cau nay trong
chon Pages trong hop thoai Print
A Word
ta khai béo:
Trong Word, dé thuc hién in van
Cau ban tir trang in s6 1 dén 17 tai _ N e o ah s
497 muc chon Pages trong hop thoai 1:17 1,17 1-17 Tat ca déu dung
Print ta nhap:
Trong Word, dé thuc hién in van
Cau | bantirtrang in s6 5 dén 12, tai . _ Khoéng ciu nao
498 muc Pages trong hop thoai Print >-12 512 5:12 ding
ta go:
Cau | Trong Word, dé thuc hién in vin _ « _
499 ban tir trang in s6 5 dén 16 tai 516 516 >-16 5:16
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muc chon Pages trong hop thoai
Print ta g0 la:

Trong Word, khi di chuyén mot
doan van ban dén vi tri mai, ta
thuc hién theo thr tu nao dudi

A *h1 A RO ha
CaU 1 4ay: b1: Chon doan vin ban- | bl-b2-b3-b4-b5 | PL7P3-D2-1py py pp_ps |P2-D3-Dl-bd
500 _ S Y b5 - b5
b2: Chon vi tri méi (noi dén) -
b3:Nhan Ctrl + X - b4: Nhan
Ctrl + C - b5:; Nhan Ctrl + V:
, *Table - Insert
Cau Trong Word, muon chen thém - Columns to Table - Insert
cot da chon trong Table, ta thuc Format - Columns the Left hoac Inser - Columns
501 2 Columns
hién: Columns to
the Right
Cau V6i bang ma TCVN3 - ABC, Vntimes New
h&y chon Font chir thich hop dé | Times New Roman VNI - Time *VnTime
502 N 2 At Roman
g0 dugc tieng VIiet:
Vai cac muc da duoc chon trong , , ,
Céau hop thoai Print (xem hinh), khi | Tat ca cac trang caatai | Trang hién *Mo6t khoi van Tat ca cac cau
503 ta kich chon OK thi Word sé liéu hanh ban dugc chon trén déu sai
thuc hién in:
ﬂmmem
Véi cac muc da duoc khai bao txgr;[ﬂ?//ig:?n Tim trén toan bo *Khong 6 CAL
Cau va chon lya trong hop thoai Tim tur Viettin va thay Vi tir Viettin van ban tfr,Viettin ra 1o r?é don
504 | (xem hinh), khi kich nit Replace | thé thanh Vietin A mot tr doc | V& thay thé thanh | T 7L 2 t‘;ar‘f &
All thi Word sg: ot ao Vietin

lap khéng
phai la thanh
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phan cua mot

tur khac
Tim tur Viettin
va thay the
Vai cac muc da duogc khai bao \Eglartlg \\;:;[tlpn Tim trén toan bo *KEt hop tit ca
Céau va chon lya trong hop thoai Tim tir Viettin va thay 13 mot tir dac van ban tr Viettin chc < dapnéu 5
505 | (xem hinh), khi kich nut Replace the thanh Vietin a0 khéna va thay thé thanh ytrén
All thi Word sé: A Vietin
phai la thanh
phan cua mot
tur khac
Vi cac thong so da duoc khai Céc trana sé 1. 5. 9 va Chi in cac Trond cac tran ,
Cau | bao 6 muc Pages trong hop thoai 0 trang <6 1’3 één trang so 1, 5, in ra %é tran s% *Tat ca cac cau
506 | Print (xem hinh), khi kich chon trar? P 9,13, 14 va " g trén déu dung
OK thi Word sé€ in: gso 15
Véi cac thdng so da dugc khai | -, : , p
Cau | bdo & muc Pages trong hop thoai Cactrangso 1, 5,9 | Cactrangsd | o, x (apadu | CaAvaB diu
. . S va tur trang 13 dén 1,5,9, 13 va . ;
507 Print (xem hinh), khi kich chon trana 15 15 sai ding
OK thi Word sé¢ in: g
A V61 mot doan Yan ?an da dlch In dam Ya *Gach chan doan | Gach chan doan
Cau | chon lua, ta bam to hop phim In dam gachchan | ando véi | van ban do véi
508 | Ctrl + Shift + D sé lam cho doan : doan van ban ) A .
. 1a as i e aas nét doi nét don
van ban do: do voi nét doi
* A A= LA 5 z A A= LA A A= - A A= -
) V61 mot doan van bin da duoc Cljuyen,dol tat ca cac Ch}ly§n d9| tat Chyyer} dolzlfy tu: Chu;/en fiol kxy
Cau Ky tu co6 trong doan ca cac ky tu dau cua moi tr | tu dau cua moi
chon, ta chon Format - Change NPV , . . 3y s ,
509 ~ 2oz . | van ban d6 thanh ky tu | c6 trong doan | thanh ky tu hoa, | tu thanh ky tu
Case - lowercase sé c6 tac dung: . . a2 L o N A
thuong van ban do cac ky tu con lai | thuong, cac ky
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thanh ky tu
hoa

trong tur la ky tu
thuong

tu con lai trong
tur la ky tu hoa

Chuyén d6i tat

Chuyén d6i ky tu

Véi mot doan van ban da dugc | Chuyén d6i titcacac | cacackytu | daucaamdite | *Chuyén doi ky
Cau chon, ta chon Format - Change Ky tu c6 trong doan | c6 trong doan | thanh ky tu hoa, | tw dau caa mdi
510 Case - Sentence case sé cO tac | van ban d6 thanh ky tr |  van ban d6 cac ky tu con lai | cau thanh ky tu
dung: thuong thanh ky tw | trong tu la ky tu hoa
hoa thuong
Chuyén doi tat | *Chuyén doi ky | Chuyén doi ky
) Vi mot doan van bn da duoc Ch'uyén ,déi tat ca cac c,é cacky tu | tu qéu cua mai tir ty dég cta méi
Cau hon. ta chon Eormat - Chanae Ky tu cO trong doan | c¢o trong doan | thanh ky tu hoa, | turthanh ky tu
511 CC on, 1 chof Fofmat = “NaNge | - an d6 thanh ky tu | van ban do | cAc ky tw con lai | thuong, cac ky
ase - Title Case sé c0 tac dung: . N . s A
thuong thanh ky ty | trong tir la ky ty | tu con lai trong
hoa thuong tu la ky tu hoa
Chuyén doi tat | Chuyén d6i ky tu | *Chuyén ddi ky
Véi mot doan van ban da duoc | Chuyén ddi tatcacac | cacackytu | daucaamdite | tu dau cua mdi
Cau chon, ta chon Format - Change Ky tu c6 trong doan | co6 trong doan | thanh ky tu hoa, | tur thanh ky tu
512 Case - tOGGLE cASE sé c0 tdc | van ban do6 thanh ky tu |  van ban do cac ky tu con lai | thuong, cac ky
dung: thuong thanh ky ty | trong tur la ky tu | tu con lai trong
hoa thuong tur la ky tu hoa
*Chuyén d6i | Chuyén d6i ky tu | Chuyén doi ky
Véi mot doan van ban da duoc | Chuyén doi tat ca cdc | tatcacacky | daucaamdite | tu dau cua moi
Cau chon, ta chon Format - Change Ky tu c6 trong doan tu 6 trong thanh ky tu hoa, | tuthanh ky tu
513 Case - UPPERCASE sé cO tdc | van ban d6 thanh ky tu | doan van ban | cac ky tu con lai | thuong, cac ky
dung: thuong do6 thanh ky tur | trong tir la ky tu | tu con lai trong
hoa thuong tu 1a ky tu hoa
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V&1 mot doan van ban da duoc
chon, thao tac nao sau day sé

Ta bam t6 hop phim

Chon Format -

Cau | chuyén doi ky tu dau cia mi tir | Shift + F3 cho dén khi *CaAvaBdéu | CaAvaB deu
. e v ar s . Xe a1 A Change Case - , .
514 c6 trong doan van ban do thanh nao xuat hién kicu : ding sai
, . s ) A A Title Case
Ky tu hoa, cac ky tu con lai trong | dinh dang yéu cau
tur 1a ky tu thuong:
V&1 mot doan van ban da duoc Ba}m o hqp
s A x phim Shift + *TAb ~2
A chon, thao tac nao sau day sé L2 . P Chon Format - Tat ca cac thao
Cau 2 Rt e n n L , Bam to6 hop phim Ctrl F3 cho dén N
515 chuyén doi tat ca cac ky tu co + Shift + A Khi N30 XUAt Change Case - tac trén deu
trong doan van ban dé thanh ky a2 N UPPERCASE ding
_ hién kieu chir
tu hoa:
hoa
V&1 mot doan van ban da duoc
R chon, thao tac nao sau day sé S . Bam td hop *Chon Format - L L2
g?g chuyén doi tat ca cac ky tu co Bam o hg[;\phlm Ctrl phim Ctrl + Change Case - Ei?rrp :I)t T”E 4
trong doan van ban do thanh ky F4 UPPERCASE P
tu hoa:
V6i mot doan van ban da duoc
A > 3 a * - A ;( 4 2 4 2
Cau Crt](_)nz tha?_ teic nao sau (,iay s& Chon Format Ba,m to hop B4m t6 hop phim B4m t6 hop
517 chuyén doi tat ca cac ky tu co Change Case - phim Ctrl + Cirl + A ohim Alt + F4
trong doan van ban do thanh ky UPPERCASE F4
tu hoa:
V&1 mot doan van ban da duoc
R chon, thao tac nao sau day sé S . Bam t6 hop *Chon Format - SO
(5:?3 chuyén doi tat ca cac ky tu co Bam E‘?Qﬁ?ﬁhg Curl phim Shift+ | Change Case - rﬁ?nmcftor |hf|p: 4
trong doan van ban d6 thanh ky F4 lowercase P

ty thuong:
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V&i mot khoi van ban da duoc

Cau | chon lua, lan luot kich nat s6 3 [ dam In nahién Gach chin *In dam va
519 va 5 (xem hinh)sé lam cho doan : ghieng ' gach chan
van ban do:
V&1 mot khoi van ban dang dugc , “HUY bd in
Cau chon c6 dinh dang la Bold, kich | In dam khoi van ban 4am kyhéi vn Lam dam thém Khéng cé tg;lc
520 | vao nut nay (xem hinh) sé co tac do " ban d6 khoi vian ban do dung gi heét
dung:
V&i mot khdi van ban dang duoC | ., 14 < . N . Wk
Cau | chon, hdy cho biét két qua khi d‘frzglcmf:]‘;aéncgaéf g;’sgebgovz‘g Chén vao tai vi tri '\S'Qadeff‘a”ZTlg
521 thuc hién xong thao tac nay s - con tro so 16 Otuay
<N chtr la 16 chir 16 ban
(xem hinh):
Cau Vi phén van ban dugc chon
529 lya, t6 hop phim Ctrl + B dung | Tao chit nho phia trén In nghiéng In gach chan *In dam
de:

A -3 A Nhiéu trang tu *TA+ m2 4
Cau Word c6 thé in: Nhicu trang tw liéu | "y 'y hang | Mot trang tur licu | VALCA CAC
523 lién tuc nhau - chon lua trén

lién tuc nhau
Cau Word Ia mot Chu’?nfg trinh tmg *Microsoft FPT Viét Nam Borland Netscape
524 dung cua:
Trong phan mém Vietkey, néu
Cau st dung bé ma UNICODE va - : . VnTimes new
595 Kiéu g5 TELEX dé gb Tiéng Time New Roman Vn TimeH Vn Time roman
Viét, st dung Font chi:

A C4c biéu thirc sau déy, cho biét *=AND(5>6, | _ _

2| bicu thirc nao c6 két qua la _OR(554,10>20) | OR(10>6.1>3 _OS£)AI1\|02(250§4’3 ‘AN%(EES‘)’?’”
FALSE: ) ! !

Cau Céc gié tri nao sau day khong « Ca 3 cau trén

527 phai 1a dia chi 6: 312345 12815 SHA$255 déu dung
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Cau Céc ham IF, AND va OR la £ Ngay Thang ol X
528 | thuac loai ham xir Iy dit liu: S0 Nam Logic Chus
Cau Cac ham nao sau day khong xu * Khoéng céu nao
529 | 1y duoc chudi ky tu Alphabet: Left Sum Len diing

A Cac ham nao sau day khong xur A Ay
Cau Iy duoc dit lieu kiéu ky ty Value Len Left Khong cau nao
530 Xy, ding

(chuoi):
Cau Cac loai dia chi sau, dia chi nao *
531 la khéng hop 1€ trong Excel: 145%E M3$345 $AALZ $220
cau Céc 0 dit ligu cia bang tinh | CAc gia tri logic, ngay, kéfcng;a “56 Cécdiligula | *Céc cau trén
532 Excel c6 thé chua: 50, chuoi ch%é)i/’ ’ cong thuc deu dung
7 , * \/ ié 0 \ \
Cau | Chutric ciamotdiachitrong | Ky Hiéu Hang va S& VaKéoHﬁ]‘;CTﬁ CaAvaBdiu | CaAvaBdu
533 Excel la: Tha Ty Cot Hang ' sai ding
Cau Cho biét dia chi nao sau day N
534 khong hop I: $71 V12 AA$12 XY?2
Cau Cho biét két qua cua biéu thic
sor | 1enh:=MAX(20,7/+MOD(20,7)+ 30 52 25 *35
MIN(20,7):
Cau Cho biet ket qua.Cua biéu thac v | Bidu thic sai ci
£36 sau: True False #Value ohép
=And("DaNang"<>"D*" False):

Cau | Cho biét két qua cua biéu thuc: N )
537 | =LEN(LEFT("DANANG" 2)): #VALUE DA 2 #NAME:
Cau | Cho biét két qua cua biéu thuc: N
538 ~Max(20,40)/Min(5,8): 8 40 20 5
Cau | Cho biét két qua caa cong thuc: oA 1R
539 | =LEN(MID("TIN HOC CAP 8 d 16 Bao loi




Please do not copy without the author's permission. Email: diepdoan2003@gmail.com. FB: Diep Doan Phan. MB: 0987265525

DO B", 9)):

Cau | Cho biét két qua cua cong thic N
540 ~RIGHT("TP_Da_Nang"6): DaNang a_Nang TPDaNa TP_DaNang_

Cho biét két qua cua cong thuc
Cau sau «
541 | =Min(5,7,9)+Max(5,7,9)+Mod(9 14 15 16 17

7).

Cho biét két qua caa cong thic
Cau sau: = 5 5 x4 8
542 | MIN(MAX(2,3,4),MIN(5,5,7,8))

Cho biét két qua cua cong thirc
Cau sau: »
543 | =AND(OR(FALSE,3>2),AND( 2 3 True False

TRUE,FALSE)):

Cau | Cho biét két qua cua cong thic N |
544 sau: =Average(3,7,5,9)/0: 6 0 #DIviol !
Cau | Cho biét két qua cua cong thic N
545 sau: =DATE(2004,16 1): 01/04/2005 04/01/2005 01/04/2004 04/01/2004
Cau | Cho biét két qua cua cong thuc N
546 sau: =Date(2008,10,0): 30/09/2008 30/10/2008 31/10/2008 01/10/2008
Cau | Cho biétkét qua ctacOnNgthic | |, & 4 iz 1 y:a Lalkiéudx | *CaAvaBdéu | CaAvaBdéu
547 sau: =Date(2008,3,4): La 1 kieu dit ligu Date liéu Number ding sai
Cau | Cho biét két qua cua cong thic N
548 | sau: =DAY(DATE(2004,3,0)) 28 29 30 31
ca Cho biét ket qua caa cong thuc
t10 sau: *2007 False 2006 B4o 13

=IF(AND(23>12,0R(12>23,23>
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12)),2007,2006):

Cau

Cho biét két qua cua cong thic

*
550 sau: =INT(345.97): 37 345.97 345 346
Cau | Cho biét két qua cua cong thic N )
551 | sau: =Max(20,40)/Min(5,8): 4 S 8 #NAME!
o ’ , La mot so co
Céau Cho biet ket qua cua cong thire | La mot so 6 mot so le | mot so I¢ thap | Cong thuc nay bi | *Céu C la dung
552 sau: =Round(1.64/3,1)*3: thap phéan phén, chia het [oi nhat
cho 3

Cau | Cho biét két qua cua cong thuc N
553 sau: INT(12.56)+SQRT(100): 12 56 10 22

A Pé tinh Binh quan cho cot Tong ~ _ _ .
Cau | 1 rong tir E6 dén E12. Ta sir _sUM(E6:E12) | AVCG(EBEL | SAVERAGE(E6 | *=AVERAGE(
554 A o . 2) +E12) E6:E12)

dung cong thirc nao sau day:
Cau De;tm,h gia trj trung binh cua cac =Round(Average(B1: | =Average(B1: | =Average(B1,C1, | *Tat ca déu
555 so co trong cac oABl, C1, D1, E1),0) E1) D1.E1) diing
E1, ta dung cOng thirc: ’ ’
bé tinh tong (Auto Sum) cac 6 o o ’
Céau lién tuc cua mot cot, ta dua con Nhan t6 hop phim Chon Data - *Nhan t6 hop Tat cacactra
556 tro ve 0 chira két qua roi thuc Ctrl+= Subtotals phim Alt+= |01 déu ding
hién:

A Dé tinh tong (Auto Sum) cé4c 6 N A A £z e A,

gg? I[én tuc cua mot cot, ta dua tro Data - Subtotals I?\Iihninpfﬁ :]_QP T]?r?]nctalhgpl -:-fa t g? czgrt]ra
vé 0 chira két qua roi thyc hién: P a P a otdeu dung

~ | Dé tinh tong céc gia tri trén ving L o
Cau b (O ' A _ _ =SUM(B5,B6, | =SUM($B$5:$B$ | *Tat ca cac cau
558 dia chi (B5:B7), ta thuc hién =SUM(B5:B7) B7) 7) trén déu diing

cong thuc:
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Pé tinh tong céc so trén cung 1

Cau | dong ghi tai cac 6 khong lién tuc —SUM(E3..G3) =SUM(A3..G | *=SUM(A3,C3,E | =A3+C3+E3..G
559 | gom 6 A3,C3 va khoi E3:G3. Str " 3) 3:G3) 3
dung cong thirc nao sau day:
Cau bé tinh trung binh cong cac 6 co
560 chtra dix Iiéu, Kiéu so trong mot SUM MIN MAX *AVERAGE
pham vi khoi ta sir dung ham:

. Pé tinh trung binh cong gia tri _ _ .~ | *Tatcacong
Cau | ftaicacoCl,C2vaca. Ta | =SUM(CLC3ys | AVERAGE(|=(CL+SUM(CZC| . i ian déu
561 AN - A C1:C3) 3))/3 ,

thuc hién cong thirc nao sau day: dling
v Chon menu | - cick vao biéu
A 2oa A A e A *Click vao biéu tuong Format -
Cau bé t6 mau néen cho 6 dir liéu, ta . n tugng Font Color | —z, . .» .,
A XA s Fill Color trén thanh Cells, chon A R Tat ca déu dang

562 chon 0 can to roi: o . X trén thanh cong
cong cu Formatting Font va chon cu
Color i

. Pé tong hop s6 liéu tir nhiéu R P
Cau bang tinh khac nhau, ta st dung Pivot Table Consolidate Caa Va_B deu Caa va B deu
563 A _ sai ding

cbng cu:

. Pé trich 3 ky tu HIK trong chudi Kms A s Ty A
CaU | EEGHIK chira tai 6 Ad caa bang =Right(A4,3) =Mid(A4,3,3) | =Left(A4,3) CaAvaBdeu
564 . N « .. ding

tinh, ta dung cong thic:
cay | Pe trich 3 ky tu HIK trong chudi , ‘
565 EFGHIK chta tai 6 A4 cua bang *=Right(a4,3) =Mid(a4,3) =Left(a4,3) Tat ca deu sai
tinh, ta dung ham:

Cau bé trich loc dr liéu tu dong *Data - Filter - Format - Filter Data - Auto Filter Data - Filter -
566 trong Excel thuc hién Iénh: AutoFilter - AutoFilter Advanced Filter
Cau Pé trich loc dit liéu tu dong . *Data - Filter - | Format - Filter -
567 trong Excel thuc hién lénh: Data - Sort Data - Filter AutoFilter Advanced Filter




Please do not copy without the author's permission. Email: diepdoan2003@gmail.com. FB: Diep Doan Phan. MB: 0987265525

Dé tron 2 6 dir liéu trén bang

Click vao biéu tugng

Chon Format -

Cau tinh, ta chon 2 6 can noi véi Merge and Center trén _Cells Ca ha; cag Ava | Ca hai gau A va
568 _ A Alignment - B déu ding B déu sai
nhau: thanh cong cu
Merge Cells
Nhap vao biéu
q o Chon viina dit liéu Insert - Chart, tuong Chart
Céu be¢ vé biéu do trong Excel, ta Insert - Cr?art ch.or; chon ki€u bieu | Wizard, chon *Ca 3 cau trén
569 thuc hién cac thao tac: x a2 iAo do, chon ving Kiéu biéu do, déu dung
Kieu biéu do.. NN . 2
dur liéu.. chon vung dix
liéu..
Cau Pé xac dinh bé rong cua cot Format - Column CEI?J Irtn-ns *Format - Edit - Column -
570 dang chon, ta thuc hién: Width Width Column - Width Width
7 Click vao biéu ‘ ‘
Cau bé xem tai liéu trudce khi in ta Chon File - Print tuong Print *CaAvaBdeu | CaAvaBdceu
571 thuc hién: Preview Preview trén ding sai
thanh cng cu
Cau bé xem va chon ham trong
Excel ta kich chudt vao biéu A *B C D
572 N N
tugng nao (xem hinh):
Ao A sy Chon cot can Ae Az *Chon cot can
A ISP N Chon cdt can x0a, vao L Chon cdt can xoa, ) P , -
Cau b¢ xba cot trong bang tinh ta X0a, vao z R X0a, nhap phai
. Menu Insert chon nhap phai chudt, .
573 thuc hién nhu sau: Menu Insert chuét, chon
Delete Column chon Delete Cell
chon Delete Delete
9 . 4 4 A - * i -
Cau bé x6a mot cot trong Excel tai | Bam phim Delete trén Ch%]eggle Chon Format - Dglgt%n_ EE?Eire
574 vi tri con tro ta thuc hién: ban phim Delete Columns
Columns Column
Cau bé x0a mdt Sheet da chon ta Chon Edit - Delete Nhap phai Chon View - *Cau AvaB
575 thuc hién nhu sau: Sheet chudt tai Delete Sheet dcu diung
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Sheet Tab -
chon Delete
A PP ~ Kich chu6t phai A 5
Cau bé x0a mot Sheet da chon trong L Format - A i N *CauAvacC
576 | Workbook ta thyc hign lenh: | Cait-DeleteSheet 1o i hige | i ten Sheetva diing
chon Delete
% ’ Kich chuot phai
A X U A ~ Bam phim PO A <A
Cau D¢ xoa mot Sheet da chon trong Edit - Delete Sheet Delete va chudt tai tén Cau A va cau
577 WorkBook, ta thuc hién Iénh: Sheet va chon C dung
chon OK
_ Delete
*An chuot phai
A 2 s A N . Chon menu N : \ . A
Cau bé xoa mot Sheet da chon, ta Chon menu View - File - Delete Ién tén Sheettai | Ca A va B déu
578 thuc hién: Delete Sheet Sheet Tab - ding
Sheet
Delete
~ L. 2 b A , T *Déu béng (:)
Cau | Bat daumot cong thirc ta co the Déu hoi (?) Diubing (=) |  DAutrir (9 hogc dau
579 st dung: A
cong(+)
. Biéu tugng nao trong cac biéu 3 S PR gt A
ggg tuong sau (xem hinh) khong Biéu tuong s6 1 Biéu u;qng S0 | Ca halzb\;zugtuqng C%C‘Ay geﬁ tren
dung dé sip xép dit lieu: cudung
Cau | Cho biét két qua cua cong thic N
581 sau: SQRT(100): 100 10 0.1 10000
Cho biet ket qua cua cong
Cau thuc:= «
582 | MIN(5,7,9)+MAX(5,7,9)+MOD 14 17 15 16
(9,7):
Cau Cho biét két qua khi thuc hién N
583 | biéu thirc. =Not(23+12=2007): True #NIA #REF False
Cau | Cho biét két qua tra vé khi thuc N
584 hien cong TRUE FALSE 2 5
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thuc:=NOT(AND(5>2;2>=2;9<
10)) la:

Cell hay 6 la su
giao nhau gitra

*Cell hay 6 la
su giao nhau
gitta mot hang

Cau 7 Mot Cell hay 6 duoc gﬂé)ltrg;e:;g?g mot hang va mét | va mot cot va
Chon cau phat biéu dang: tao ra bai mot hang AU cot va duoc Xac | duoc xac dinh
585 X b1 mot cot : A e e A
duy nhat P dinh boi diachid | bdi dia chi 6
duy nhat N A . X L AL A
gom so thir tu cot | gom ky hiéu cot
va ky hiéu hang va so thur tu
hang
Excel cho
A . phép n tat ca Excel cho phép in | *Excel chiin
Cau Chon ra cau phét biéu sai: Excel cho phep in cac mot vung dugc | duoc trang hién
586 ¥ ' WorkSheet hién hanh | WorkSheet c6 ' g due ¢ trang hic
chon lua hanh
trong
WorkBook
, Cat bo cac *Cat bo cac Cét bo cac
Cau | Chuac nang ctia ham TRIM(text) Cat bo cac khoang khoang trong khoang trong , X
N RN X A X JEONET yoo oo Y | khoang trong
587 la dé dung: trong dau chuoi Text cuoi chuoi dau, gitrava cuoi | .. X
, X gitra chuoi Text
Text cua chuoi Text
Cau | Chudi nao sau day 1a két qua cua s .
588 cong thirc: =Proper("Tin hoc"): TinHoc TIN Hoc tin hoc TIN hec
Cau Cong cu nao sau day cho phép
589 do tim dugc moi quan hé gitra Track Changes Spelling Protection *Auditing
cac 6 théng qua cong thirc:
Cau | Cong thic = ROUND(3.56,1) s& N Cau A va C déu
590 cho ra gia tri: 35 3.6 3.50 dung
Céau Cong thuc =Average(2,3,5) s€ 3.4 3.3 *3.333333... Cau B va C déu
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591 cho gié tri: dung
Cong thuc
Cau | =Choose(1,Choose(1,"Hai","Ba" WA A - np A S
592 ’llBénll)’IIHaiII’I,IBaII’IIBénII) Sé M(.)t Hal Bon Ba.
cho ket qua:
*Pém cac 6 ,
’ trong vung | Bém céc 6 trong
Céau Cong thirc =Countif(A2:A8, | bem cac 6 trong vung | A2:A8 co dir | ving A2:A8 co T4t ca diu sai
593 AB1) s&: A2:A8 ¢ chudi AB1 | lidu giéng nhu | chit ABL va c6 ¢
dir liéu 6 6 dia | dir liéu kiéu so
chi AB1
A Cong thure nao sau day cho phép o . Mid("Cong | *Left(RIGHT("C "
ggx lay ra chudi "Ty" tir chudi ky tu nght(H((:)?:QgZ)'l'y Tin Ty Tin ong Ty Tin L_erfitrf Sgggz-)ry
"Cong Ty Tin Hoc™: ’ Hoc",2,6) Hoc",10),2) '
Cau | Congthire nio sau day diing ¢t | «_g 110 AL-ALOO) Z'fﬁ;z, ﬁND “MIN(12,MAX( | ="Office"+RIG
595 phap: - AL ’Sai‘.‘.) &> 1:10)) HT("1997",2)
_— o n 4 *= "
Cau | Cong thirc nao sau day 1a mét | =IF(AND(1>2,"Ding" | - " (1>2 AND | =IF(OR(1>2,"Di | *=IF(OR(1>2,
596 cong thirc diing ct phap: )"Plng" "Sai") | >+ Dung’." | ng"),"Dung"."Sai | Bung"="Dung")
g g p p‘ 9 g b Sai") ") ’HDﬁng"’HSaiH)
— ") n_n =IF(OR("8ai" *— n
Cau Cong thirc nao sau day 1a mot uIIlF,(,IA,fI;EIE P:u,,rg’ﬁn ?) ="DPung","bu | =IF(1>2,"Pung", D_’LF("()) I':'Q}()l,?lZ,"
597 cong thre sai cu phéap: g", , "g" e & ng"="Sai"),"Db "Sai') ung ), Mg
,"Dung","Dung") s Sai")
ung","Sai")
Cau Cong thtrc ndo sau day sai ct *=|F(1>2:2,3) “MIN(1) “MAX(142,3) =SUM(A1:A10
598 phap: )
cau Cong thuc tai 6 C3 1a *La mot so
599 =RAND()*10. Két qua tai 6 do 9 8 10 ngau nhién c6

la:

gia tri trong
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pham vi tir 0
dén 10
Cong thuc tai 6 C5 la:
A _eALx N .
%8‘5‘ d?nAg Sgﬁm\%{ gmgafoﬁgemg =$B6*D$5 —$A5*D$4 =$B5*D$4 *=$A6*D$4
tai D6 la:
biachi 6
A A . SRV ‘Tén Sheet tham tham *"Tén Sheet tham | "Tén Sheet tham
Cau | Congihac tham chicu A UM | cnigwsbia chi 6 tham | chiéul'Ten | chiéu'!iachio | chiéu'&Dia chi
ang. chiéu Sheet tham tham chicu 0 tham chicu
_ chieu'
Cau beé an céc cot (Columns) dir liéu *Format - Format - Column Format -
602 da chon trong Sheet hién hanh, | Format - Hide Column Column - Hide Column -
ta thuc hién Iénh: Hide UnHide
Cau | bé biét ngay gio hién hanh ta st
603 g dyugg ham: Day() Date() *Now() Today()
Cau | 26 btftdf]hr?”%gncotﬁgg rr]‘g‘c')e:au *=DAY(DATE(2008, | =DAY(DATE | =DAY(DATE(20 | =DAY(DATE(2
604 | N9 g déy,g 6,0)) (2008,5,1)) 08,7,30)) 008,5,0))
Cau Pé che dau (Hide) cac cot da Insert - Columns - Format - *Format - Format - Cells -
605 duoc chon ta thuc hién Iénh: Hide Column Hide | Column - Hide Hide
Cau | Bé chén mot ham vao cong thac, | Kich chon Insert - ;?] t;?émr; CaAvaBdéu | *CaA vaB déu
606 ta thuc hién: Function R L sai ding
cong thirc ‘ ‘
7 Chon hang cin chen Chon hang Chon hang can | *Chon hang can
Cau bé chén thém hang trong bang VA0 For?nat chon ' | canchén,vao | chen, nhap phai | chen, nhap phai
607 tinh ta thuc hién nhu sau: ' Edit chon chuot va chon chuot va chon
Rows
Rows Insert Rows Insert
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Pé chén thém mot bang tinh

Cau . : Format - *|nsert - Khoéng thé chén
608 (Worksheet) St: uthu:c hién nhu Edit - WorkSheet WorkSheet WorkSheet tham
Dé chén thém mét hang (dong)
Cau tai vi tri dang dat con tré 0, ta . . Shift Cells e .
609 thuc hien lenh Insert - Cells, sau Shift Cells Right Down Entire Row Entire Column
do chon:
2 4 4 A > ’( * A A ’( O A ,:
Cau | Déchon cac khéi 6 khong lién | Chuat va bam kem voi Eehr‘;‘)\f;’lap?ﬁm émj(\)/ty\(% pam E:r‘:f’\fo‘,’lap?ﬁm
610 tuc trén bang tinh, ta str dung: phim Shift Enter Ctrl Alt
bé chon cac Sheet khong lién
Cau tuc trén Sheet Tab, ta chon lan N .
611 lurot tirng Sheet mot va bam kém Cirl Alt Shift Tab
phim:
Bam t6 hop phim
A 3 NN . v A Chon hét Ctrl + Spacebar | *Tat ca cac
Cau | be C-hf')n nguyfan C? 1 cot t? thuc | Nhap chu?t Ky hicu 65536 6 cia | khicontro Bang | céach trén déu
612 hién thao tac nao sau day: cot e , y A ,
cot do tinh dang & trén ding
cot do
Bam to hop phim
2 ’ 4 /4 i * ,( ) A
Cau bé chon nguyén ca 1 hang ta Nhap chuot So thir tw | Chon hét 256 Sh.'ﬂ * Spﬁaceqb ar ,Tat CAa cag
L L A \ NSRS . | khicontro Bang | cach trén déu
613 thuc hién thao tac nao sau day: hang O cuahangdo | , r trA ,
tinh dang & trén ding
7 hang d6
bé chon nhitng c6t khong lién
Cau tiép nhau, ta dung chudt kich . .
614 | chon ting cot mot, dong thoi 4n Shift Ctrl Tab Alt

gitr phim:
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Dé chon tat ca cac 6 co trong

%fg mot bang tinh WorkSheet, ta Bam Ctrl+F Bam Ctrl+D Bam Ctrl+C *Bam Ctrl+A
thuc hién:
cau Dé c6 dugc mot chudi chir in , ‘
616 hoa tir mot chuoi chir in thuong, *Upper Lower Proper Tat ca deu sai
ta sir dung ham:
A PP . e *Mid hoac co
Cau | bé co thé lay ra ky tu & vi tri bat : : 2 ?
617 ky trong chudi, ta sir dung ham: Right Mid Left the L,e_ft ket hop
q q véi Right
Cau bé cd thé lay ra ky tw o vitri | Left(Text,[Num_chars | *Right(Text,[ SUM(A1:A10) Average(Right(
618 | bén phai caa chuoi ta dung ham: 1) Num_chars]) ' Al:A10))
Pé c6 thé sap xép nhanh s6 liéu A s ST he n d
Cau | trong mot cdt, ta cd thé sir dung Bidu tuona s 3 Biéu tuong sd Jiaé C(t)uj[gﬁ dgg% ngat tigncggg
619 biéu tugng nao trong cac bicu Ng 4 Eoéé sg 4 ud'n
tuong sau (xem hinh): ' ung
S Kéo chudt tai
Céau bé dau (an) mot hang, ta chon | Chon Format - Sheet - | Chon Format - | vach ngan hang *CauBvaC
620 hang d6 va: Hide Row - Hide sao cho do cao dcu diung
- hang bang 0
Cau |Dédémcaco co d.u: liu, ta dung Count Countif *Counta Ca :} cau trén
621 ham: déu diung
A - A - -~ 4 *
Céu Beé di chuyen qua lai glua cag Shift + Page Up (Page Crl + Page Ctrl + Home Alt + Page Up
622 Worksheet (Sheet), ta dung to Down) Up (Page (End) (Page Down)
hop phim: Down) g
. Pé dinh dang Font chit cho mot
Cau T lia e ' *Format - Format Cells - | Format - Font -
623 vung di Ilc%%?]?hon ta thuc Format Font - Cells Cells - Font Eont Cells
Cau | bé dinh dang kHung ké (Border) Format Cells - Border Format - *Format - Cells - | Data - Cells -
624 | cho mot vung dir liéu da chon, ta Border Border Boder
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thuc hién:

Quét chon ca Sheet,

Quét chon ca

*Nhap phai chuot

Cau Pé ddi tén cho mot Sheet, ta o phii chust va Sheet, chon | vao tén Sheet tai | Chon Format va
625 thuc hién nhu sau: P j Edit va chon Sheet Tab va chon Rename
chon Rename
Rename chon Rename
Cau bé doi tén mot Sheet da chon ta Edit - Sheet - Rename Format - *Format - Sheet - Format -
626 o thuc hién: Sheet Rename Rename Rename Sheet
Cau Pé doi tén mot Sheet da chon ta Format - Rename Format - Edit - Sheet - *Format - Sheet
627 thuc hién: Sheet Sheet Rename Rename - Rename
. v s o . . *Tat ca cac
Cau | bé dong Workbook hién hanh ta | Kich vao nut Close tai | Chon File - £ . NP
628 thuc hién: cira s6 WorkBook Close Bam Cirl+F4 CaChdizré deu
) C . *Ca 2 cau tra
Cau | be dong Workbook hign hanh ta CTRL + F4 Shift + F4 File - Close | 15i A va C déu
629 thuc hién: g
ding
30 N Kich vao biéu
Cau e ke qkhun,g cho mét kho';.o ~ | Nhap phai chudt roi | tuong Border Chon Format - |y opi c6 B vaC
trong bang tinh, ta chon khoi 6 A Cells roi chon Y
630 . chon Border trén thanh la dung
do: . Border
cdng cu
Vao Format -
* gl : *Tools - Options - Cells - b6 dau :
A beé khac phuc hién tuong tu . A . chon 60 Vao View - Chon Sheet -
Cau A A e e oo Edit, bo dau chon ¢ 6
dong dién tur khi ta g0 tir twong Enable Format - Cell - Format -
631 L > +s 1~ .~ | Enable Autocomplete
tu nhu cac dong trudce d6 da co: Autocomplete | Autocomplete Autocomplete
for cells values for cells

values
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Dé kiém tra bang tinh c6 cac 10i
nhu: #DIV - 0?7, #NAME?,

Cau #VALUE!, ... hay khong, ta Trace Error Trace Evaluate *Error
632 thuc hién kich chon biéu tuong Precedents Formular Checking
nao trén thanh Formula
Auditing:
. Dé lam xuat hién mot hay nhiéu N
Cau cot da duoc che dau, ta thuc hién | Format - Hide - Row Format - Row Format - Format - Row -
633 n L - Hide Column - Unhide Unhide
Iénh thao tac:
Cau bé loc dir ligu tw dong ta chon Chon Format - Filter Chon View - *Chon Data - Chg?lt\;r'e_w )
634 khoi dur liéu can loc, sau do: ' AutoFilter | Filter - AutoFilter :
AutoFilter
2 * - i -
Cau beé loc dir liéu tu dong ta chon . Ch(-?n Data Chon View - Chor_1 View
635 khéi dix liéu can loc, sau do: Chen Format - Filter Filter - AutoFilter Filter -
i o ' AutoFilter AutoFilter
. Pé mg hop thoai dinh dang, ta
Cau A A oo Y *Format - . Format -
636 chon 6 can dé?gnqang roi thuc Format - Font Cells - Font Edit - Font Modify - Font
Cau | bé mao hop thoai Paste Function, View - Function Data - Format - *Insert -
637 ta thuc hién nhu sau: Function Function Function
Cau be sap xep co 59 di liu, ta Tools - Sort Insert - Sort Table - Sort *Data - Sort
638 chon:
A Pé sap xép dir liéu trong cot A s
ggg theo thir tu tang dan, ta chon *Ascending Descending Sort By Ca gétlzja:agren
Iénh Data - Sort, sau d6 chon:
Cau bé sap xép dir Iiég trong cot Sort
, - X : * )
640 theo thu tu tang dan, ta chon Ascending Descending Sort By Descending

Iénh Data - Sort, sau d6 chon:
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Bé thuc hién doi ky tw dau cua
moi tir trong bieu thac chuoi

Cau thanh chir hoa, cac ky tu con lai *Proper() Lower() Upper() Khop g co lenh
641 s nao dung
trong tur la chit thuong ta st
dung ham:
Cau bé thuc hién Iénh mé mot tap
642 tin hién CQ luu trén dia, ta bam *Ctrl + O Ctrl + 1 Ctrl + B Ctrl+ E
to6 hop phim:

. Pé thyc hién phan trang tai dong N

%2; dir liéu dang chon cho bang tinh |  View - Page Break V\/I(;]rslfsfrtu;et Insert - Rows Ins;rrte;lkP age
hién hanh thi ta thuc hién:

%22 25;gicéhlznbggigﬁgggp?\?r?g Ctrl + Tab *Alt + Enter Enter + Ctrl Alt + Shift

) C . . Kich chudt phai | L s A .
Cau bé xo0a mot Shee_tAhllen hanh, ta Edit - Delete Sheet View - Delete tai tén Sheet chon Cau A vaC
645 thuc hién: Sheet ding

Delete
Cau bia chi caa mét Cell 6 dang Cell nay la giao cua i(;gl(l: n :3(;(!)?] Ea}é tl ?igilihcehc: *Ca A va C déu
646 G$15 c6 nghia la: cotGvadong1s | dldocuadong ) tyetd dung
G vacot 15 dong

~ . B K- \ A \ * .
Cau Dia chi khoi na(A). sau day 1a hop AL:A12 $J$1000:$V1 SAS12:SAS] $1SASASL
647 [N 2345

A A \ *Cell nay la su giao C_eII nay la Su A s At Al A s i Al
Cau bia chi mét Cell 1a D10, ban nhau cia cot D VA giao nhau cua | Dy la dia chi bay la dia chi
648 hiéu nhu thé nao: hang th 10 cot 10 va hang | tuyét doi ve hang | tuyét doi ve cot

D

Cu | Diachindo sau Gy khong phi 39 D59 s 395
Cau | pia chi nao sau day 1a hop 1&: WW1234 AB90000 *AB4000 100C

650
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Céu bia chi nao sau (}tay la khong %7745 T60000 C20 A10
651 hop Ié:
%gg Pia chi 6 $A$23 la: *Pia chi tuyét ddi bia ngim(mg Diachihdn hop | Tat ca déu sai
Cau Dit liéu kiéu Ngay Thang Nam oA . X A .
653 la di licu kiéu: SO Logic Chuoi Cong Thirc
Cau Dt liu ki€u Ngay Thang Nam dd-mmmm- *Tay thugc vao
trong bang tinh duoc bicu dien & mm/dd/yyyy dd/mm/yyyy dinh dang cua
654 . yyyy e
dang: nguoi sir dung
Cau Dix liéu kieu Thoi Gian la di A : X A ,
655 licu Kidu: SO Logic Chuoi Cong Thuc
Cau Dit liéu trong bang tinh c thé | Céc tap tin vin ban Cac tap tin Cac Table cua *T4t ca Cac
656 duoc lay tir: dang Text DBF cua AcCcess dang ké trén
i ' i FoxPro '

. Dung ham SUM dé tinh tong gia _ S AL A
Cau | icacodilicusdtir BS dénB7,|  =sum(Bs.B7) | SUMBSIB | o \ems:Bg7) | TCA3 cau trén
657 P , _ 6,B$7) déu dung

ta viet cong thirc nhu sau:
Tatca cac *Tat ca cac
Céu L Tat ca cac WorkSheet | trang c6 trong | Mot ving duoc X A2
658 Excel cho phép in: c6 trong WorkBook WorkSheet lua chon thanh Qhan ke
S trén
hién hanh
Cau Gia st co cong thuc.
659 =Upper("da nang”) thi ket qua s& Da Nang dA nANG *DA NANG DA nang
nhu thé nao:
Gia su khoi AL:A5 lan luot cac
Cau 0 chura cac o 10,7,9,27, va 2.
660 Cho biét ket qua tai 6 B2 khi 11 *10 5 12

thuc hién cong thuec:
=AVERAGE(A1:A5,5):
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Giasir 6 A3 cogiatrila6, cho

gg‘;‘ biét két qua tai 6 B3 vi cong *py" FALSE #VALUE Ca %%Si‘;i"e”
thirc nhu sau: =IF(A3>=5,"Do"):
Gia str 6 E4 chura gia tri ngay
Cau 15/05/06 va 6 F4 chua tri ngay 5 4 1 5
662 28/05/06, Ham =INT(F4-E4)/7)
s& cho két qua 1a:
Gia str tai 6 Al c6 cong thuc:
Cau =(INT(50/3)+MOD(50,3))-
se3 | (ABS(-3)+MOD(50,3)) cho biét 16 15 14 *13
két qua tra ve tai 6 Al khi thuc
hién cong thuc trén:
Cau Gia s_fr tai 6 Al c6 cong thuc:
664 ="Hoi An,"&Max(2004,2005), FALSE Hoi An, *Hoi An,2005 Hoi An, 2005
cho biét ket qua tra vé tai 6 Al:
Gia st tai 0 Al c6 cong thuc:
Cau =(Int(100/6)+Mod(100,6))-
665 (Abs(-4)+Mod(16,160)) cho biét 16 8 4 *0
ket qua tra ve tai 6 Al khi thuc
hién cau Iénh trén:
Gia st tai 6 Al c0 cOng thtrc:=
INT(20,3)-
Cau | MOD(30,3)+SQRT(16)-ABS(- 3 4 c 6
666 4). Hay cho biét ket qua tra vé
cho 6 Al khi thuc hién céng
thic trén:
Cau Gia st tai 6 Al co giatri |f'\i "Tin
667 hoc van phong ca 2" va tai 6 A2 14 16 *15 17

c6 cong thuc =LEN(AL)-
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LEN(TRIM(MID(AL, 11,8))).
Cho biét ket qua tai 6 A2:

Gia st tai 6 Al c6 gia tri ngay la

Cau 05/01/2006 va 6 B1 co gi4 tri 5 (Néu la kiéu (ﬁégllgli%% ANJA *Ca A va B déu
668 ngay la 10/01/2006, ta c6 cong Number) Date) diung
thic 1a B1-Al thi ket qua sé la:
Gia st tai 6 A2 c6 cong thuc
Cau =E2+(F2*2)/100, néu ta sao _ *=H8+(18*2)/ | _ =G6+(H6*2)/10
669 | chép cong thirc nay dén 6 D8 thi =E6+(F6*2)/100 10(0 ) =E2+(F2*2)/100 ( 0 )
gia tri tai 0 D8 s¢ la:
Giastrtai 6 A2 cogiatrila6va
Céau 0 F2 c0 cong thtc T
670 | =IF(A2>9,IF(A2>5, "A""B"), A “C B Bao loi
"C") thi két qua tai 6 F2 Ia:
Gia str tai 6 C1 c6 cong thic =
Cau $A$1+B1, khi ta sao chép cong
671 thirc tir 6 C1 dén 6 E3 thi tai 6 =$A$1+B1 =$C$3+B1 *=$A$1+D3 =$C$3+D3
E3 s€ c6 cong thirc vao dudi
day:
Gia st tai 0 C1 co cong thuc:
Cau ="Tin hoc ) _ _ _ _
672 "&",'i&MQD(ZOOG,Z‘OlO). Hay *Tin hoc, 2006 Tin hoc, 4 Tin hoc, 2010 Tin hoc, -4
cho biét ket qua tra ve cho 6 C1
khi thuc hién cong thirc trén:
Gia str tai 6 C5 c06 cong thuc
Cau =$A5*C$4, khi ta thuc hién sao N o P P P
673 | chép cong thirc nay dén o D6 thi =$A6*D%4 =$A5*D%4 =$B5*D$4 =$B6*D$5

tai 6 D6 c0 cong thuc la:
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Gia str tai 6 D10 c6 cong thuc

=SUM(SDS2SDSQ)*ES2+VLO | _g 100 0010+ ;ggg;',fgf@ ~SUM($D$2:$D | *=SUM($D$2:$
Cau | OKUP(A2,$C$13:3D817,20), |\’ 0KUP(CASCSL3 | LOOKUP(CA, | S97G$2+VLOO | D$9)*G$2+VL
674 néu sao chép cong thirc nay deén $D$17 2 6) $C$13'$D$17’ KUP(C4,C13:D1 | OOKUP(C4,$C
6 F12 thi tai 6 F12 s& c6 cong ' o 2'0) 7,2,0) $13:$D$17,2,0)
thuc: "
Gia st tai 6 D2 0 cong thirc
A —_ * A Ja A
Cau | =B2"C2/100, ncusao cheép CONG | w_pgapgi00 | =E2*C2/100 | =B6*C6/100 | =B2*C2/100
675 thirc nay den 0 G6 sé co cong
thirc:
Giasirtai6 E2 cogiatrilasva
Cau 0 F2 co cong thic: = . 1R *
676 | IF(E2>=8,"Gisi" IF(E2>=6.5, Gioi Kha Bao loi False
"Kha")), két qua tai 0 F2 la:
Giastrtai6 E2 cogiatrila5va
Cau 0 F2 c6 cong thuc la 5 . «
677 | =IF(E2>=8,"Gioi" IF(E2>=6.5," Trung Binh Kha Gioi False
Kha™)), két qua tai 6 F2 la:
Gia st tai Sheetl c6 bang tinh
) Théng ké ban hang. Xac dinh | _ _ *=SUMIF($A | =DSUM($A$3:$ | =SUMIF($A$3:
o8 | congthic ding i o D8 detinh | TORCFEATSEO | 53:5A867A" | AS6"A"SDSS:S | $A6,ASDSS
tong Thanh tién cho mat hang c6 ’ ' $D$3:$D$6) D$6) D$6)
Ma la A:
Cau | Gia tri nao sau day khong phai la x
679 dia chi o: $H22 $C2%2 DA$22 SES2
Cau Gid tri nao trong cac gia tri sau *
650 khong phai 1a dia chi 0: $Z1 AAS2 Xv2 vi12
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*Pém sb 0 ¢ chua di

Pém s6 6 ¢c6
chua dir liéu

Pém s 6 ¢c6 chira

Pém s 6 bi 15i

CG:ST Ham COUNT cho phép: ligu kicu so trong mot | kiéu chudi | cdng thuc trong | trong mot pham
pham vi Khoi trong mot mot pham vi khoi vi khoi
pham vi khéi
Cau Ham n:é_o sau dﬁyN(_:hQ phép
682 chuyén doi mot chuoi so tir dang Val Upper *Value Lower
chir sang dang so:
Cau Ham nao sau day cho phép
chuyén doi mot chuoi Text tir *Upper Lower Len If
683 . .
dang thuong sang hoa:
*Tat ca cac ham
Cau Ham nao sau day khong xir ly trén la ham xu
684 |  duoc chudi ky ty Alphabet: Len Value Left 1y chudi ky tu
Alphabet
Cau Hgm nao sau day tra vé ~r‘fl(:)t _
685 chuoi chir hoa tir mét chuoi chir Len *Upper If Sumif
thuong:
Cau Ham nélo_ sau day tra vé tha t1_J,:
686 cua mot gia tri_ 'Erong mot tap cac *Rank Count Countlf Index
gla tri:
L s *Tat ca cac ham
Cau | ,,am naotrong cac ham sau . trén déu diing
khong phai la ham xu ly dir liu Trim Lower Upper 2 1 A 1A
687 ki X dé xu ly dur liéu
ieu chuoi: 2 X
7 Kiéu chuoi
Cau Ham Right(A1,3) cho két qua | *3 ky tu sau cing caa | 3 ky tu dau tr? tﬁﬁtkuykteut;l\f?’ Khéng cho két
688 nao dudi day: 0 Al tién cua 6 Al ' qua nao

cua 60 Al
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5 ki tu ké tur vi tri

Cau Ham Right(C2,5) cho két qua | 5ky ty dau tiéncuad | *5 ki ty sau ha kit thit 5 Khoéng co két
689 ndo dudi day: C2 cingciaoc2 | TMUKIWINES 0 4 o ding
cua 0 C2
Dung dé sap
cay | Haycho biét cong dung cua biéu | *Ding désapxépsd | xépsdlieu | Dingdésipxép | Dung dé sap
690 tugng so 3 ¢ trong hinh (xem liéu theo thir tu tang theo thir ty cacky tuwtr A | xep cac ky tu tur
hinh): dan (Ascending) giam dan den Z Z den A
(Descending)
*Dung dé sap
cay | Hay cho biét cong dung cua bicu | Dung dé sap xép s6 xép sb lieu | Dung desidpxép | Dung deé sap
601 tuong so 4 ¢ trong hinh (xem Iiéq theo thir tu tang theo thq tu cac k)'{ tutr A | Xep céc’ky tu tur
hinh ): dan (Ascending) giam dan den Z Z den A
(Descending)
Cau Hay cho biét két qua cua cong x3 5 Lii Khong c6 cau
692 thirc sau (xem hinh): tra 101 dung
- Hay cho biét két qua cua cong
693 thac sau: = 2 4 *3 0
COUNTA(3,"SONGHAN",7):
Hay cho biét két qua cua cong
Cau thac sau: " " S " " EPRT
694 =Choose(2,"Trung","Tam","Tin Trung Tin Tam Hoc
" "Hoc"):
. corses, | ANONOT| SRR e
au x A s : >5), > >8, a 3 cau deu
695 Hay chon ciu ding: AND(NOT(3>5),1<2) | 513y oho két | <2))) cho két qua diing
) cho két qua la True s X
qua la True la False
Cau v Trong Excel, dau phan | Trong Excel, | Trong Excel, dau *Khong co cau
696 Hay chon phat biéu ding: cach hang ngan la dau | dau phan cach | phan cach hang phat biéu nao
cham (.) hang ngan la | ngan la dau phay dung




Please do not copy without the author's permission. Email: diepdoan2003@gmail.com. FB: Diep Doan Phan. MB: 0987265525

khong phai
dau cham (.)

()

Cau Hién thj thong bao #VALUE | Khong c6 gid tri so dé | *Gia tri khong | Tri so khong hop |  Sai tén trong
697 dung dé thong bao oi: tinh dung kiéu Ié biéu thirc
Cau Két qua cong thac
698 =MID("KH12"&"DB",3,4)&"20 DB2006 *12BD2006 KH12BD2006 | Cong thuc bi 15i
06" la:

- Két qua cong thirc
coo | =MIN(MAX(1,7),2MOD(8.5)) 3 *2 1 7

la:
- Két qua cong thirc ] i ,

=VALUE(MID("CD-02324- Chuoi 2324 Chuoi 02324 *S6 2324 #VALUE!
700 " A
012" 5,4)) Ia:

- Két qua cua biéu thic =
-1 | NOT(OR(AND(6<8,7<8),3<5)) TRUE *FALSE Sai Pang

la:
Cau Két qua cua biéu thuc
202 =Not(Or(And(6<8,7<8),3<5)) True *False bung Sai

la:
Cau Két qua cua cong thic . N ,
703 =OR(2>3,4<1) cho gia tri: True Sal False bung
Cau Két qua cua cong thic nay N X o , Khong c6 cau
204 (=1=2) Ia: True False Loi cong thuc tra I diing
Cau | Kétqua cia cong thie: ="Nam N 2008 'V:f;ukg;‘:] 9T | ciavaBddu | *CaAVaBIa
705 "&2008 s& cho két qua a: il sai diing
Cau | Keétqua cuacong thire: ="Nam Niim 2008 Mot kiéudir | Loivi2kiéudi | *CaAvaBla
706 "&2008 sé cho ket qua la: liéu dang liéu khac nhau diung
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chuoi

. Két qua cua cong thuc: N
Cau | _office"&97 st cho mot kidu sé *Chubi Thoi gian Ngay Thang
707 - 1:A i Nam

dir liéu dang:

A , * A 7 A s ” X A 7 , A A 7 ” ~ PN 7 PN
Céu K&t qua ciia ham COUNTA() 1a: Tong cac 9 cochua | So 6o Achua SO0 c_:9 ch}ra dir thng c’o cau
708 du liéu du liéu liéu so nao diung
Cau | Ket qua cua ham Sqrt(Int(29/3)) *

. 1 2 3 4
709 la:
X P ~ z z 7 A
Cau Ke:[ qua cua rpot ph(?p SO sar_1h Qh1_ (notltrong Ca True va
hoac phép toan Logic bao gio True False hai gia tri: True
710 N AR 3 False
cling cho két qua la: hoac False
Cau Khi ban hanh cdng thae nhung
711 gia tri tham chieu khong co, s& Fasle #NAME? #VALUE *#N/A
bao 16i la:
Khi danh dau vao muc Wrap Canh 13 trai va | Thay d6i hudng
Cau Tex nam trong thé chon Tron hoac hay tron \ .~ | quay cuadw liéu | *Khong cé cau
. . LA : LA an phai cho cac 6 LA al 2 I 4
712 Alignment cua hop thoai Format cac 6 da chon N trong cac 6 da tra 101 diing
. 2, da chon
Cells, dung dé.: chon
Cau Khi dir liéu kieu So, kiéu Ngay 7
713 c6 do rong lon hon d¢ rong cua AARRNIANY! %%%%%%% R Khong hién thi
cot thi s€ xuat hién:
Cau Khi dit liéu kiéu so, kieu ngay 7
714 c6 d6 rong lon hon do rong cua 229222229977 ARLIRRERNTNNLY! *HHHHHHHH T Khéng hién thi
cot thi s€ xuat hién:
Khi dir liéu kiéu So, Ngay
Cau Thang Nam, Thoi Gian hoac * i
215 Logic tai mot Cell co d rong False RN Hg | 11

I6n hon do rong cua cot thi s&
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xuat hién:

Khi nhap dix liéu trong mot 6, dé

An tb hop

A X AR Ve _ * A R Ve < A s
| tuchenngdorguong | ATOMERIMOU- | pnimcr | *Anapim | AL op s
doé, ta lam nhu sau: SpaceBar
Cau Khi sao chép 6 B2 c6 cong thuc Ca ba cau trén
la = A1+$C3$2 sang 6 G4, ta co =F1+$C$2 =C3+$C$2 *=F3+$C$2 A
717 A oA N deéu sal
cong thuc 6 06 G4 la:
Cau Khi sao chép 6 B2 c6 cong thuc Ca 3 ciu trén
218 la =A1+$C$2 sang 6 G4, ta c6 =F1+$C$2 *=F3+$C$2 =C3+$C$2 daU sai
cong thuc ¢ 6 G4 la:
Khi ta nhap dix liéu dang Ngay
%‘5‘ ngsggl\g;“génﬁégn'z g;g' ?@a%/m Thoi Gian s6 Ngdy Thing Nam | *Chudi
Excel coi d6 1a dir liéu dang:
- Khi tao méi mot WorkBook, 6 *Tuy thudc vao
720 WorkSheet c6 trong mot 5 10 1 quy dinh cua
WorkBook d6 la: nguoi sir dung
Khi thoat khoi Excel, tai hop
A thoai thdng béao "Do you wantto | A o . | Khong luu tap | Bo qua thao tac . P
%‘f save the changes you made to iﬁgitgﬁéglvirt#%at tin, thoat khoi thoéat khoi Khoin iécorileu
Book1?" ta Click vao nut Yes thi & chuong trinh chuong trinh gl xay
c6 nghia la:
Khi thyc hién nhap di li¢u trong
%‘; tr%nieﬁdgg,Ctznnggnxtléorr]]gpdg;igm Ctrl + Enter Shift + Enter *Alt + Enter Enter + 1

nao dudi day:
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Khi thuc hién nhap dix liéu trong

Bam td hop

Cau |5 4& xuéng dong trong © ta thuc Bam to hop phim him *Bam t6 hop Bam t6 hop
723 ’ g dong _ g ' Ctrl+Shift P phim Alt+Enter | phim Alt+Shift
hién: Ctrl+Enter
Kich vao biéu twgng nao trong
Cau | cac biéu twong sau (xem hinh) 2 2 Biéu twong s6 | ,o:z £ s £
294 thi cho phép ta sap xép dit lieu Biéu tuong so6 1 2 Biéu tuong so6 3 | Biéu tuong so 4
tang dan (Ascending):
Kich vao biéu tuong nao trong
Cau | cac biéu tugng sau(xem hinh) thi iy ) *Biéu tuong iy £ 5 £
795 ¢6 thé chén ham vao trong cong Biéu tuong so6 1 & 2 Biéu tuong s6 3 | Biéu tugng so 4
thirc:
Kich vao nat biéu tuong trong
Cau | céc biéu tuong sau (xem hinh) " : Biéu tuong s6 | .z £ *Biéu tuong so
726 thi cho phép ta sap xep di liéu Bicu tuong s6 1 2 Biéu tuong s6 3 4
giam dan (Descending):
Cau | Ky hiéunao dung truéc mot s6 A s * (DAUNNAY | v ymi s sxe | ) (DaU Ngoic
727 dé chuyén sb d6 vé dang Text: = (Dau bang) don) (Dau nhdy doi) don)
Cau Ky tu nao sau day khong duoc / . S A
728 sur dung nhu mot toan tu:
*Tuy thugc vao
cach thiéet lap
Cau | Ky tu phan céch gitta cac dbi s6 SR Dau cham T cau hinh
729 cua ham(List Separator) la: Dau phay () phay (;) Dau cham () Windows do
ngudi dung qui
dinh
. e s i1 Tat ca cac dia
Cau | Loai dia chi nao sau day khong $Y1 AB$11 *$11$G chi trén déu
730 hop lé:

khong hop 1&
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MOdi Workbook ta co thé chén

Cau thém dé c6 tdi da bao nhiéu 16 36 *255 Khong gidi han
731 .
Sheet:
] * A ~ R r
A Muc Wrap Text cua thé . < y e Canh I¢ tréi va P.}Alan doa;n di | Thay dmﬁ hu’0~ng
Cau : 3 n : Tron hoac huy tron . A liéu (Xuong quay cua dir
Alignment nam trong hop thoai A an phaichocaco | |. P BT A
732 ) 2. cac 0 da chon N dong) trong cac 6 | liéu trong cac 0
Format Cells, dung dé: da chon N ~
da chon da chon
Cau Mudn an cgt trong bang tinh, ta *Nhap phai chudt - Chon View - Chon Format - Chon Edit -
733 chon c6t can an roi thuc hién: Chon Hide chon Hide Hide Hide
, ’ Format -
Cau Muon dat tén vung tham chieu *Insert - Name - Name - Insert - Name, | Format - Name,
cho mét khoi, ta chon khoi va Define, nhap vao tén | Define, nhap nhap vao tén nhap vao tén
734 o 2o A 2 IS .
thuc hién: muon dat vao tén muon muon dat muon dat
dat
. Chon Iénh Kéo chudt tai
Cau Muén dau (an) mot hang, ta Ch-ngolrerT;t(!wSehneueE ar) (Menu Bar) - | vach ngan hang, | *Cac céu B va
735 chon hang do va: : Format - Row | sao cho d¢ cao C déu dung
Hide : . 3
- Hide hang bang 0
*Nhan t6 hop
. Muén di chuyén dén 1 Sheet S .~ | Nhan chuot phim s 4
Cau khac trong WorkBook, ta thuc Nh;an Phlm Elz V890 | tren ten Sheet Ctrl+PageUp Caa va B deu
736 .. SO thur tu ciia Sheet X s oaA 9 ding
hién: can tac dong hoac
Ctrl+PageDown
Nhan t6 hop
£ .~ | Nhanchuot | phim Ctrl+Page
Cau | Muén di chuyén dén mot Sheet Nr:/aar;p;gmg%& c\:/filago trén tén Sheet Up hoic *Chi ¢6 ciu B
737 khac trong tap tin, ta thyuc hién: ' can di chuyén | Ctrl+Page Down | va C la ding

Sheet

dén

cho khi ndo dén
Sheet can di
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chuyén dén

Kich phai
Cau | Mubn doi tén mét Sheet ta thuc Format - Sheet - chudt vao tén Chon Edit - *Ca A va B déu
738 hién: Rename Sheet, chon Rename ding
Rename
Cau | Muén nhap ngay hé thong vao o N _ _ _
739 | hi¢n hanh, ta nhén t hop phim: Ctrl+; Curl+, Alt; Alt+:
; - ] - S X . ] . ] *TX S 7
Cau | Muon quay lui thao tac vira thuc lCJ:rl:gcl)( ;2?\ ?A?ﬁﬁi%?}g Chon Edit- | Bam to hop phim éTSttfilcggu
740 hién ta phai: g Undo Ctrl +Z cach tren e
cu duoc
Cau | Muon tra vé gia tri do tim trén N
741 hang ta ding ham: Vlookup Hlookup Index Match
. - . *Click phai
Cau | Mudn xoa bo mot cot khoi bang Nhin ohim Delete Nhan phim gilignpggtl %T}%%t chudt tai tén
742 | tinh, ta chon cdt d6 va thuc hién: P Ctrl+Delete e T cot, chon 1énh
[énh Insert
Delete
Cau | Muon xudng hang trong mot 6 Ctrl + Shift + N .
243 thi 4n t hop phim: Ctlr + Enter Enter Alt + Enter Shift + Enter
Néu chi sao chép cong thac cua
Cau | vung di liéu ngudn, sau khi thuc «
244 hien Edit - Copy va Edit - Past All Formulas Values Formats
Special, ta chon:
Cau Néu do rong cua dir liéu kieu so
745 trong vung Ién hon do6 rong cot R #NUM! #NAME? #DIV/0

thi & s& xuét hién;
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Néu ta nhap trong 6 Al gia tri

Cau 1 122152 thi két qua hién thi tai *=1>2 False True No
746 N
Formula Bar la:
Cau N€u ta nhap trong 6 Al gia tri
la: =1>2 thi két qua hién thi tai 6 1>2 *False =1>2 No
747 N
Al la:
Cau L2 . 2. TN A . Mo hop thoai Mo hop thoai Khéng cé tac
248 Nhan to hop phim Ctrl+P dé: M& hop thoai Print Font Find and Replace dung nao ca
. *Gop cac 6
A . . N .~ | Tao duong N .
Cau | Nut Merge and Center trén thanh | Tao mau néncho cac o | . x .2 ~ | GOp cac 6 duogc duoc chon va
- A vién cho cac 6 SR
749 cong cu cO chue nang: duogc chon chon canh gitra dir
dugc chon li2u
Cau Phép toan nao sau day chi thyc '
750 hién dugc véi~dﬁ: liéu kiéu Nhan *Hop Chia Cong
chuoi:
Cau Phep toan nao sau day khong *Tat ca cac
751 thuc hién duoc voi dir liéu kicu Nhan, Chia Luy Thura Cong, Tru phep toan ké
chuoi: trén
Cau | Phép toan nao sau day thuc hién A , ~er s A N *Tat ca Cac
752 duoc véi dit lidu kiéu sb: Nhan, Chia Lug thira, Hop Cong, Trr phép toan trén
Cau | Phim nao dlij% Aday cho IA).hep sua 5 ESC Tab *FD
753 _lai dir liéu trong 0
Cau So cot ¢cod trong\mot WorkSheet 8 65536 #0256 16
754 la:
Cau S6 hang c6 trong mot N
755 WorkSheet [3: 65346 65536 65416 65426
Cau St dung ham nao dé bien doi ky
756 tu dau cua moi tir thanh ky tu in Trim Lower Upper *Proper

hoa trong mot 6 chira kiéu di
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lidu kiéu chudi (Text):

Str dung ham nao dé bién doi ky

*T4t ca cac ham

v |waowmiintubiyn | mn | laer | uper | ko
lidu kiéu chudi (Text): thuc hién dugc
Sir dung Ky tu dau tién bén trai =INDEX($C$
A cua Ky Hi¢u va tra 6 Bang Tra | =VLOOKUP(LEFT(A | 10:3C$12MA | , A. \ A , \ A
%‘g‘ (xem hinh), dé diéntén San | 3,1) $B$10:$D$12,2,0 | TCH(LEFT(A | %chB deu | Caa vaB deu
Pham thi tai B3 ta stir dung cong ) 3,1),$B$10:$ '
thuec: B$12,0),1)
Str dung ky tu dau tién bén trai _
Cau cua Ky Hi¢u va tra ¢ Bang Tra | =INDEX($C$10:$C$1 [\Elllz_ﬁig%laé ;_'F' I,_A\(:)),(?LK;JCP&(I)E *Tat ca cac
o (xem hinh), dé dién tén San | 2 MATCH(LEFT(A3, | ‘o e e §$D $;1)2’ CH10- | cong thitc tren
Pham thi tai B3 ta sir dung cong | 1),$B$10:$B$12,0),2) 2 0) ’ 2.0) deu sai
thuc: ’
Cau Tai Cell Al c6 cbng thuc: _
260 =If(4>5,"'Sai","Bﬁng"), gia tri Sai 5 4 *Pung
tra vé tai Cell Al sé la:
Tai dia chi Al chtra gid tri ngay
thang nam sinh cua hoc sinh
Cau Nguyén Vin Binh I3 _ _ _ *=Year(Now())
761 12/10/1978, cong thirc nao sau =2004-A1 =2003-A1 =Now()-Al -Year(Al)
day cho két qua 1a sb tudi cua
hoc sinh Binh:
A Tai dia chi Al chura gia tri ngay _ .
C;gg thang nam sinh cua hoc sinh =2007-Al _Ye?;_(liday( _\)(—eYa(ragr-?:i?yo =Now()-Al

Nguyén Vin Binh Ia
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12/10/1978, cdng thuc nao sau
day cho két qua la so tuoi cua
hoc sinh Binh:

Cau

Tai mot dia chi 0, ta thuc hién
Mot ham tinh toan nhung bi sali

*
763 tén ham thi s& xuat hién thdng FALSE #NAME #VALUE! #NIA
béo 16i 1a:

Tai 6 Al chtra gid tri la 12, B2
Cau chuta gié\tri 2§. Tai C2 ta ban
264 hanh cong thac 50 40 30 *20

=AVERAGE(AL,B2) thi két qua

tai 0 C2 la:
Tai 6 Al chtra gia tri ngay thang
A nam sinh cia mot hoc vién *
C;g‘g‘ Nguyén Thi Ty 12 20/10/1980, | Year(Today())-Al 2006-Al Now()-Al Y_e\";‘gzg%’o)
cong thirc nao sau day cho két

qua 1a s6 tudi caa hoc vién nay:
Cau | Tai 6 Al dang c6 chira gid tri 12 | Ngay 10 thang 03 nam | _nang 10 Tgyhtguoc Va0 1 «Chic6 cau C
766 | 10/03/2008, vay gié tri do la: 2008 new 03 nam | dinh dang cua a ding

008 nguoi sir dung

Tai 6 Al dang c6 chua gia tri la:
cay | 29/02/2007,véi quy dinh Kicu , 5 _
267 ngay thang nam So *Chuoi Logic Cong thirc

DD/MM/YYYY thitai 6 Al
dang chira mot gid tri kiéu:

Tai 6 Al dang co6 chtra gia tri la:
Cau | 29/02/2008, véi quy dinh kiéu sS4 Ngay Thang | *CaAvaBdéu | CaAvaB déu
768 ngay thang ndm Nam ding ding

DD/MM/YYYY thi tai 6 Al
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dang chtra mot gia tri kiéu:
Tai 6 Al dang c6 chura gia tri la:
cay | 29/02/2008, véi quy dinh kiéu , )
769 ngay thang nam *S0 Chuoi Logic Cong thac
DD/MM/YYYY thitai 6 Al
dang chtra mot gia tri kiéu:
Tai 6 A1 nhap chudi "DA
Cau | NANG", cho biet ket qua khi "DA NANG" FALSE #VALUE *p
770 thuc hién cong thuc
=LEFT(AL):
Tai 6 Al nhap’chu’Si "DA
Cau NANG", cho biét két qua khi " " I
271 thuc hién cong thic DA NANG FALSE G #VALUE
=RIGHT(AL):
CaL Tai 0 Al nhap chudi "VAN
272 HOA", Cho biét két qua khi thuc VAN HOA VAN #VALUE! *V
hién Iénh ="Left(Al) la:
*Khong biét 1a
Kiéu dir ligu nao
Cau Tai 6 Al, ta nhap mot gia tri nhu (t:)gr11 ;ﬁlfﬁu%%
sau: 13/12/2004. Vay tai 0 Al Number Date Text Y
773 DA o vao cach thiet
chura mét gia tri kicu: A s \
lap cau hinh caa
Windows trong
ControlPanel
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Tai 6 A2, ta ban hanh cong thuc

Cau | =Mid("ABCDE",3,2)&Right(Le . . . . o " " "
774 | ft("ABCDE"4),2). Két qua tra BCDCD BCBC CDCD DEDE
vé tai 6 A2 la:
cau Tai 6 A5 nhap chudi “TIN
775 HOC", cho biét ket qua khi thuc T False #Value *e
hién 1énh:=RIGHT(A5):
Tai 0 B2 ¢0 cong thuc: =C1- *=E3. _D3- _D3-
Cau VLOOKUP.(A3’$E$i10:§G$12,’3’ =C3- VLOOKUP(C | VLOOKUP(C5,$ | VLOOKUP(D5
0)-$E2. Khi sao chép cong thuc | VLOOKUP(C5,$E$10 _ ) _
776 WA s A . . 5$E$10:3G$1 | E$10:$G$12,3,0) | ,$E$10:3G$12,
nay dén 6 D4 thi ta c6 cong thirc :$G%$12,3,0)-$E4
L ox . 2,3,0)-$E4 -$E4 3,0)-$E4
nhu thé nao:
Tai 6 B3 c6 cong thuc *=FA+SUMIE
Cau =D2+SUMIF($C$2:$C$6,A5,$E | =F4+SUMIF($C$2:$C ($_C$2'$C$6 C =FA+SUMIF($C$ | =F5+SUMIF($
o7 $2:$E$6)-C$3 khi sao chép cong | $6,C7,$ES$2:$ES6)- . $E$é'$E$é) 2:$C36,E7,$E$2: | C$2:$C$6,C7,$
thirc nay dén 6 D5 thi c6 cong D$5 ’ ' $E$6)-E$3 E$2:3E$6)-E$S3
, N -E$3
thirc nhu thé nao:
Tai 6 B3 ¢0 cong thuc:
~ | =SUMIF($C2:$C6,C7,$E$2:$ES | _ , =SUMIF($C$ | *=SUMIF($C4:$ | =SUMIF($C$2:
(72%131 6). Khi sao chép cong thiic nay 6%&2@%@5% 4:$C$8,E9,$E | C8,E9,$E$2:$E$ | $C$6,C9,$ES2:
den 6 D5 thi cong thuc trén s& ’ ' $2:$E$6) 6) $E$6)
bién doi thanh:
Cau Tai 6 C12 ta nhap vao gia tri la: ’
779 S24. Vay tai 60 C12 chua dix liéu Thoi Gian So Ngay Thang Nam *Chuoi
kiéu:
Tai 6 C2 c6 cong thuc: = E1- *=|5- =11- =15- =11-
Cau | Sumlf($B$2:$B$8,F13,$G$2:$G Sumlf($BéZ'$B$8 117 Sumlf($B$2:$ | Sumif($B$2:$B$ | SumlIf($B$2:$B
780 $8)+A$10. Khi sao chep cong $G$2'$G$é) +$E$10 B$8,J15,$G$2 | 8,J17,$G$2:$G$8 | $8,J15,$G$2:$
thirc nay dén 6 G6 thico cong | ' :$G3$8)+A$10 )+A$10 G$8)+$E$10




Please do not copy without the author's permission. Email: diepdoan2003@gmail.com. FB: Diep Doan Phan. MB: 0987265525

thire nhu thé nao:

Tai 6 E4 c6 cobng thuc =A2-

. : . =B3-
Cau B$1+$C2+A15, khi sao chép _ =A3- *=A3-
781 | cdng thic dén & E5 c6 cong thirc =B2-C$1+8C2+B15 C$1+$6C 3+Bl B$1+$C3+A15 | B$1+$C3+A16
la:
Cau | Thao tac loc dit liéu chi c6 thé . . . . N .
782 thuc hién duoc khi ta chon: View - Filter Format - Filter Edit- Filter Data- Filter
A Thao tac nao sau day cho phép ] i * —_—
Cau an/hién thanh cong thuc trén ctra | Chon View - Toolbars Chon Insert Chen Tools Chon View
783 IR Toolbars Formula Bar Formula Bar
50 bang tinh:
A Thao tac nao sau day cho phép 22 ’ Chon 'Eat ¢ Chon tat ca cac | *T4t ca cac thao
Céau Xe o iAo ~ Bam t6 hop phim cac cot co . ) oA a)
chon tat ca cac 6 c6 trong mot ) hang co6 trong tac trén deu
784 bana tinh: Ctrl+A trong bang bane tinh dd don
g tinh. tinh d6 g tinh do ung
Cau | Thao tac nao sau day cho phep B4m Cirl+V *BAm Ctrl+S |  Bém Ctrl+O B4m Ctrl+C
785 luu bang tinh:
Kich vao biéu
A Thao tac nao sau day cho phép 5 tuong P . A , \ A
C;gg thuc hién viéc sap xép dit liéu Vao MenSuogata el Ascending Ca ’%Vr? Bdeu | CaA ZgiB deu
trén bang tinh: hoac ung
o Descending ’
Cau | Thao tac sap xep chi co tac dung sé Ngay Thang Chudi *Tat ca cac
787 doi vai dir ligu kieu: Nam dang ké trén
Cau | Theo mic dinh, ky tu dang chudi . . *Canh trai . . N R
288 duoc: Canh phai trong 0 trong 6 Canh gitra trong 6 | Canh déu 2 bén
Céu Theo mac dinh, ky tu dang so *Canh phai trong 0 Canh gitra Canh tréi trong 6 | Canh déu 2 bén
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789 duoc: trong 6
. T6 chtrc ctia mot bang tinh dién . s s o
Céu , ) 256 hang va 65.536 *256 cot va 256 cotva 156 | 16 hang va 256
790 tir WorkSheet theo dang bang cot 65.536 hang hang cot
bao gom: ' ' '

Cau | Toantx "&" trong Excel dugc | NO&icac giatri 6 vai | Noi cac chudi | Noi cac chudi ky | *Tat ca cac cau
791 __ dungde: nhau s6 Vai nhau tu véi nhau trén déu dang
Cau | Tong so cot co t\rf)ng WorkSheet 8 16 65536 *Tong sAé 6\c()
792 la: trong mot hang

Tran Thanh Phuong c6 két qua

hoc tap cubi nam véi PTB = 7.0,
cay | Vvoicong thic xép loai hoc tap , B
793 sau: Yeu TBinh *Kha Gioi

=[F(DTB<5,"Y¢éu",IF(DTB<6.5,

"TBinh",IF(DTB<8,"Kha","Gioi

"))) thi Phuong duoc xép loai:

Trong bang tinh Excel, cho biét
Cau két qua khi thyc hién biéu thirc 1 x5 10 15
794 sau;=ABS(-10)+INT(20/4)-

SQRT(100):
cay | Trong bang tinh Excel, cho biét
295 ket qua khi thuc hién biéu thirc: 9 11 *1 10
= ABS(-5)+1-SQRT(25):

Trong bang tinh Excel, cho biét
Cau | két qua khi thuc hién cong thuc: 9 1 %2 10
796 =Len(Left("Tin Hoc Van

Phong"))+1:

cay | Trong bang tinh Excel, cho biét
297 ket qua khi thyc hién cong thuc: #Value! *#Name 1 #N/A

=lenght(Left("Tin Hoc Van
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Phong",1)):

Cau

Trong bang tinh Excel, cho biét
ket qua khi thyc hién 1énh: =

*
798 INT(13/2)+MOD(13,2)+SQRT( 10 4 ! !
9):
Cau Tr(_)pg bén~g_ tinh Excel, dix liéu _ _ _ ‘ _
299 kieu chuoi trong 6 mac dinh *Tréi Phai Gitra Deéu hai bén
duoc canh:
Cau T_rpng bang tinh Excel, dir liéu _ _ _ ‘ _
800 kieu so trong 6 mac dinh dugc Trai *Phai Gitra Deéu hai bén
canh:
Trong bang tinh Excel, dung
Céau ham SUM d¢ tinh tong céc gia _ =SUM(B5:B7 | =SUM(B5,B6,B7 | *Cac cong thuic
801 tri trén vang (B5:B7) ta thuc =SUM(B5+B6+B7) ) ) trén déu ding
hién cong thuc:
Trong bang tinh Excel, gia st tai
gg‘g hoc",’, Q\lﬂggé"’;‘)gcﬂ‘g;igt m " *Tin hoc,7 Tin hoc,3 Tin hoc,&7 Tin hoc,&3
tra vé tai 6 Al la:
Trong bang tinh Excel, gia s tai
Cau 0 Al c6 cong thﬁ:c:_ ="Tin _ . .
803 hoc,"&Abs(-10) cho biét ket qua Tin hoc, 7 *Tin hoc, 10 | Tin hoc, & -10 False

tra vé tai 6 Al khi thuc hién cau
Iénh trén:
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Trong bang tinh Excel, gia st tai

c6 cong thirc nhu thé nao:

0 Al c6 cong _ « | =D5+SUMIF( | ,_ _
Cau | thic:=C5+SUMIF(SBS2:3B86; | <o ooMIESBI2S | operepseD | o ouUMIF(S | =F8+SUMIF(S
: . : B$6;C5;$F$2:$F$6)- | C. . B$2:$B3$6;C5;$F | B$2:$B$6;C5;$
804 A2;$F$2:3F$6)-C$7. Khi sao E$7 5;3F$2:5F$6)- $2-9F$6)-ES7 | F$2-5F$6)-ES7
chép cong thie nay den 6 D7 thi E$7 ' '
c6 cdng thirc nhu thé nao:
Trong bang tinh Excel, gia sir tai
Cau 6 E12 ta c6 cong thirc:="Da *Pa Nang, s s
805 | Nang” &Min(2004,2005), két False 2004 baNang | baNang, 2005
qua tra vé tai 6 E12 la:
Trong bang tinh Excel, gia st tai
Cau 0 F12 ta c06 cong thirc: = "Pa s e s N s
806 | Ning,"&Min(2,5), két qua tra vé False ba Nang, ba Nang,2 ba Nang,5
tai 6 F12 la:
Trong bang tinh Excel, gia s tai
Cau 0 F12 ta c6 cong thuc: ="Viét *Viét . Viét
807 | Nam,"&Max(1812,2006), két False Nam,2006 | VIetNam, &I1812 |\ 29006
qua ve tai 0 F12 la:
Trong bang tinh Excel, tai 6 Al
Cau thuc hién cong thirc: ="Dba I KNS NS < <
808 Nﬁngj‘&","&Mo‘d(17,5) cho biét #VALUE! ba Nang,2 ba Nang,&5 ba Nang,&2
ket qua tra vé tai 6 Al la:
Trong bang tinh Excel, tai 6 B4 «
> A T =INT(E5/26)
c6 cong thuc: _ 7| =INT(C2/26)+SU | =INT(E5/26)+S
Cau | =INT(C2/26)+SUM(SD$2:$DS1 [‘)!$N2_T$(§§121§)H+150U$'\ég ;ggﬂ(fﬁ% M($D$2:$D$11: | UM($D$2:$D$
809 1;F10;$E$2:$E$11)-A2. Khi sao ' '$E$1i)—CZ’ E$2'$Ié$115— H13,9E$2:$E$11 | 11:H10,$E$2:$
chép cong thirc nay dén 6 D7 thi ' .C5 )-C5 E$11)-C5
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Céau Trong bang tinh, 6 hién hanh la | La 6 chua dix liéu dang | La 0 chuadir | La o chuadiachi | *C6 chua con
810 0: cong thuc liéu tham chicu tro bang tinh
Trong cac dia chi sau, dia chi
Cau nao hop I&: A$1(1), $A$B(2), .
811 $A$1(3), $1$A(4), $1A(5), (2),(4).(5) (2),(3),(5),(6) (1).(3).(6) (1),(2),(3),(6)
$A1(6):
Cau | Trong céc loai gia tri sau, gia tri «
812 nao khéng phai l1a dia chi 6: $21 $158k AAS12 B12
. Trong cac thanh phan sau, Excel et e e Lo
Cau LA a1, o Co so dur liéu 2 Bang tinh dién tir *Tat ca cac
813 €O thé xir 1y ?]L;g? nhing phan DataBase Bicu do Chart SpreadSheet thanh phan trén
Cau Trong cong thie dir ligu kicu | *Dit gitra 2 dau nhdy | Pat gira 2 dau | Dat gira 2 dau | Dat giira 2 dau
814 chuoi phai: o kép " " nhay don * ¢ ngoac vubng [] | ngoac moéc {}
Cau Trong Excel hay cho biét ket
815 qua cua bicu thuc sau: =2+(5*2) 20 17 *15 25
+ SQRT(9):
Cau Trong Excel, cho biét dja chi N
816 nao sau day khong hop Ié: 18$E BF$375 AA123 $CK20
Céau Trong Excel, c6 s6 dong va s6 X . 65356 dong, | 256 dong, 65356 | *Khdng co6 cau
817 cot téi da 1a: 65536 dong, 255Gt | 56 st cot tra 17 nao ding
Trong Excel, dé chen mot cot
Cau | vao trong bang tinh, ta di chuyén i i Format - *Insert -
818 con tré 6 dén vi tri can chén va Format - Cells Insert - Row Columns Columns
thuc hién:
T PP *Kich chon menu Kich chon Kich chon menu Kich chon
A Trong Excel, dé doi tén cia mot . PR . menu Format,
Céau o .~ | Format, di chuyén dén | menu Format | Format va chon : PR
Sheet hién hanh ta thuc hién lan . 3 . X X di chuyén déen
819 . . dong Sheet va chon | va chon dong dong Sheet .
luot céc thao tac: dong Rename
Rename Rename Sheet Rename

va chon Sheet
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Cau Trong E)fc?li de sap Xe_p oS0 Tool, Sort Table, Sort Format, Sort *Data, Sort
820 dur liéu, ta chon:
Cau Trong Excel, d€ tinh tong mot
891 vung dir liéu kiéu so ta sir dung Max Min *Sum Average
ham:
Cau Trong Excel, d¢é tinh tong véi « :
822 diéu kién da cho, ta dung ham: Max Sum Sumif Total
Trong Microsoft Excel, vai mot
Cau tap tin (Workbook) ta co thé N L
823 | cheén thém téi da bao nhiéu bang 16 32 255 Khong gici han
tinh (Sheet):
+,- (CONG LT | on /1 oo o
A N A A (Luy thtra: vu
.| Trong mot biéu thirc s hoc, cac | - (Congtrruutién | wutién 3/ oty Nnan |
Cau L, - . 1); A (Luy thtra: wu | (Nhéan chia vu . .A Ca 3 cau trén
toan tir duoc thyuc hién theo thr | ... 7"\ ‘¢ A : A AN ~ | chia uvu tién 2);+,- A
824 N tién 2); *,/ (Nhan chia | tién 1);™ (Luy A . ” deu sai
tu uu tién: A . A (Cong trir uu tién
uu tién 3) thira: vu tién
: 3)
2);
Dir ligu kiéu
Céau Trong mét cdng thic c6 thé T x. | Ngay Thang b A LA A *T4t ca Cac
875 chia: Dir liéu ki€u so, chuoi Nam, Thoi bia chi 6, khoi 0 thanh phan trén
Gian, Logic
A Trong mot cong thirc cua Excel, I
CaU 1 06 thé oo cac kidu dir licu nao sé Chudi Thoi gian Tat ca cac kiey
826 . dwr liéu da néu
sau day:
Céau Trong mot Worksheet, c6 tong \ . 256 dong x 255 cot x 65535 *256 cot X
827 s6 dong va sé cot la: 255 dong x 65535 €0t | gpgag cot dong 65536 dong
Cau | Vi cac dia chi 6 sau, cho biét N
828 dia chi nao khong hop 18: $15$XX BC$5 $G$10 AA20
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Vi cac dir kién da cho (xem

Cau | inh), hay cho bidt két qua tai xS "Ping’ | CONG thic ndy bi | Khong co cau
829 ] l0i tra loi ding
Cell B3:

A Véi cong thuc SMAAE LA Ar 15 A ap LiAr Ao e x A A
Cau ~Right("Officed7" 2) s& cho két Mot kieu d1£ _I|¢u MAQt kieu dg s 97 TatAca cac cau
830 qua: dang chuoi liéu dang so trén deu sai

V6i DTB cudi nam hoc 12 6.5,
Lé Hoang Vy s& dat xep loai gi
Cau khi biet rang cong thirc xep loai ,
831 hoc téap la: Yéeu TBinh *Kha Gioi
=[F(PTB<5,"Yéu",IF(DTB<6.5,
"TBinh",JF(DTB<8,"Kha","Gioi
M)):
A Gial cac Giai céc bai toan :

A Xay dung cac phuong . Z. A *Thuc hién
Cau Vi Excel ta c6 thé: an hoat dong kinh p\h ong trinh EOI utt hoa_thuofi duoc tat ca cac
832 doanh va hé phuong | linh vuc Kinh Tg, 8 cAu Ké trén

trinh Ky Thuat y
Cau | Véilenh sap xép dit licu, chon | *Sép xép dit ligu theo | aP XePd¥ | Sap xep dirlieu | Sap xep dir licu
>N 5ap XCp aur g, ehe b Xep CTIeY ligu theo thit | theo thir tu chix | theo thir tw chir
833 Ascending 1a de¢: tha tu tang dan A \
q tu giam dan thuong hoa

Véi quy dinh kiéu ngay thang
cay | n@m1a DD/MM/YYYY, thi tai 6 ,
834 C4 ta nhap vao gia tri la Thoi Gian *S6 Logic Chudi

29/02/2004, vay tai 6 C4 chua

du lieu:

| Xudung kytu dautien bentral |y o yp(LerT( | THEOOKYPL | —\1 0oKUP(LE | =HLOOKUP(L
Cau cua Ky Hiéu va tra ¢ Bang Tra _ LEFT(A3,1),$ )

. 2 i A iAo A3,1),$B$10:$D$12,2, ) FT(A3,1),$C$9:$ | EFT(A3,1),$C$
835 (xem hinh), d¢ dien tén San 0) B$10:$D$12, D$12.2.0) 9:$D$12.2,0)
Pham thi tai B3 ta st dung cong 2,0) " ' "
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thire:

Cau

Mudn tra vé gia tri do tim trén

*
836 cot ta dung ham: Vlookup Hlookup Index Match
Cau | Deédo tim vj tri cia mot gia tri N
837 | trong mot khdi, ta diing ham: Viookup Hlookup Index Match
Cau Hay cho biét két qua caa cong N < ,
838 | thic sau: =Match(1.{3,2,1},0): 1 2 3 Lot cong thirc
Cau Hay cho biét két qua cua cong 4 3 5 1
839 | thac sau: =Match(4,{4,3,2,1},0):
Cau 1MB (Mega byte) bang: 1024 GB *1024 KB 1000 KB 1000B

840
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B0 dé duwoc bién soan béi TS.Phan Vian Doan, NAPA

BO DPE TRAC NGHIEM THI VIEN CHUC GTIAO DUC
TINH QUANG NINH NAM 2019
PHAN KIEN THUC CHUNG
(KHOI MAM NON)

1. BO 420 cau tric nghiém Luiat Vién chuc 2010 - C6 dap an

2. B0 75 cau tric nghiém Nghi dinh 29/2012 cua Chinh phua vé tuyén dung. suir
dung va quan ly vién chuac - C6 dap an

3. BO 50 cau tric nghiém Nghi dinh 161/2018/ND-CP ngay 29 thang 11 nam
2018 cua Chinh phu stra ddi. bd sung mot sé quy dinh vé tuyén dung céng chirc, vién
chutrc. nang hang céng chuc. thiang hang vién chuc va thuc hién ché dé hop déng mot
sb loai cong viéc trong co quan hanh chinh nha nudc, don vi su nghié€ép cong lap (_Diéu
2)-C6 dap an

4. B8 150 cau tric nghiém Van ban sé O4/VBHN-BGDDT ngay 24/12/2015
cua B6 Giao duc va Pao tao ban hanh Piéu 1é trudong Mam non - C6 dap an

5. B6 10 bd dé thi tric nghiém thi vién chuc gizio duc mam non — dang boé dé
tric nghiém 60 cau - C6 dap an

QUANG NINH, THANG 9/2019
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This exam was written by Ph.D Phan VVan Doan. Please do not copy without the author's
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HUONG DAN VIEC PAT MUA BO PE THI VIEN CHUC
GIAO DUC KHOI MAM NON TINH QUANG NINH 2019

Vi thoi gian THI cua cac em & QUANG NINH chi con 7 ngay., nén
Thay da bién soan BQ PE THI VIEN CHUC GIAO DUC KHOI
MAM NON danh riéng cho cac em.

Gia cua b tai liéu nay la 400k (Ngoai sO& hitru bo tai li€u nay, cac em
con duoc cidp quyén vao GROUP: BC LOP ON THI VIEN CHUTC -
LUAT CUA THAY POAN & Nhém Luit Thay Doan dé duoc hoc bd

sung kién thuac)

Pé thuan tién cua viéc cho cac em s& hiru TRON BQ PE THI VIEN
CHUC GIAO DUC MAM NON TINH QUANG NINH 2019, cac em
vui long thuc hién vui long chuyén khoan cho Thay theo sb tai khoan
sau: 26010000064719 - Ngan hang Pau tu va Phat trién Viét Nam
(BIDV), Chi nhanh M¥ Dinh, Ha Noi, Chu Tai khoan: Phan Van Poan

Pé nhan duoc tai liéu va cap quyén vao 16p hoc cho cac em: khi cac em
chuyén khoan, cac em vui long nhian EMAIL cua cac em & NOI
DUNG CHUYEN KHOAN cho Théy.Sau khi nhan duoc tién Chuyén
khoan va email cua cac em, Thay s& giri ngay BO TAI LIEU va cap

quyén vao 16p hoc cho cac em
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This exam was written by Ph.D Phan Van Doan. Please do not copy without the author's
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B0 dé duwogc bién soan béi TS.Phan Vian Poan, NAPA

BO PE TRAC NGHIEM THI VIEN CHUC GIAO DUC
TINH QUANG NINH NAM 2019
PHAN KIEN THUC CHUNG
(KHOI TIEU HQCQO)

1. Bo 420 cau tric nghiém Luat Vién chic 2010 - C6 dap an

2. B8 75 cau tric nghiém Nghi dinh 29/2012 cua Chinh phu vé tuyén dung, sir
dung va quan ly vién chtrc - C6 dap an

3. B3 50 cau tric nghiém Nghi dinh 161/2018/NB-CP ngay 29 thang 11 nam
2018 cua Chinh phu stra ddi, bdé sung mot sé quy dinh vé tuyén dung céng chirc, vién

chtrc, nang hang céng chuc, thang hang vién chirc va thuc hién ché dé hop dédng mot

sb loai céng viéc trong co quan hanh chinh nha nudc, don vi su nghiép cong lap (Piéu
2) - Co6 dap an

4. BOo 120 cau tric nghiém Van ban sé 03/VBHN-BGDDPT ngay 22/01/2014
cuia B0 Giao duc va Pao tao ban hanh Piéu 1é truong Tiéu hoc - Cé6 dap an

5. Bo 10 bd dé thi tric nghiém thi vién chirc gizo duc tiéu hoc — dang bo dé

tric nghiém 60 cau - C6 dap an

QUANG NINH, THANG 9/2019
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HUONG DAN VIEC PAT MUA BOQ PE THI VIEN CHUC
GIAO DUC KHOI TIEU HQOC TINH QUANG NINH 2019

Vi thoi gian THI cia cac em & QUANG NINH chi con 7 ngay. nén
Thay da bién soan BOQ PE THI VIEN CHUC GIAO DUC KHOI
TIEU HQC danh riéng cho cac em.

Gia cua bod tai li€éu nay la 400k (Ngoai s& htru bd tai li€u nay, cac em
con duoc cidp quyén vao GROUP: BC LOP ON THI VIEN CHUTC -
LUAT CUA THAY DOAN & Nhém Luat Thay Poan dé duoc hoc bd

sung kién thure)

Pé thuan tién cua viéc cho cac em s& hitu TRON BQ PE THI VIEN
CHUC GIAO DUC TIEU HOC TINH QUANG NINH 2019, cac em
vui long thuc hién vui long chuyén khoan cho Thay theo sb tai khoan
sau: 26010000064719 - Ngan hang Pau tu va Phat trién Viét Nam
(BIDV), Chi nhanh M Dinh, Ha NoOi, Chu Tai khoan: Phan Van Poan

Pé nhan duoc tai liéu va cip quyén vao 16p hoc cho cac em: khi cac em
chuyén khoan, cac em vui long nhian EMAIL cua cac em & NOI
DUNG CHUYEN KHOAN cho Thay.Sau khi nhan duoc tién chuyén
khoan va email cia cac em. Thay s& giuri ngay BQ TAI LIEU va cap

quyén vao 16p hoc cho cac em



