Trung Tam Tin Hoc Phuwong Nam Bai Thuc Hanh Word & Excel nang cao

PHAN WORD NANG CAO

bé 5:
Bai 1:
SUr dung van ban (dang dir liéu tho) cho san. Hay dinh dang van ban theo yéu cau sau
- Tao muc luc nhu mAu 1 dua vao dir liéu da cung cap san.
- Danh s6 trang bén [é phai trong phan header.
- O trang s6 3 trong tap tin dang tho , c6 hinh minh hoa ghi “Hlnh minh hoa chuyén sang trang ngang”. Hay chuyén trang
chira hinh minh hoa nay thanh trang ngang, cac trang khac van thiét k& theo trang doc.
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Bai 2. Dua vao dir liéu cho san ( tap tin DULIEUMAILMERGE.DOC va GIAYBAOTRUNGTUYEN.DOC) tao ra thu' mi nhu
MAu 2 luu vao thu muc 1am viéc vdi cac yéu cau sau:Chi merge nhitng thi sinh & nguyén vong 2 (NV2) va ¢ diém thi >=
19(diém) .

x [BG GIAO DUC VA BAD TAD CONG HOA XA HOI CHU NGHIA VIET NAM
Mau 2 Trwong DAl HOC VAN HOA Péc |ap - Tw do - Hanh phic
THANH PHO HO CHI MINH
Sé /OHVH HCM Tp. H6 Chi Minh, ngay 15 thang 9 nam 2008

GIAY BAO NHAP HOC NAM HOC 2008-2009
- Can ol chitiéu dao tao bac Bai hoc hé chinh quy cia Trudng Dai hoc Van héa TP.HCM nam hoc 2008-2009;
- Can cw chimg nhan ket qua thi tuyén sinh Dai hoc chinh quy nam 2008 va nguyén vong xét tuyén bac Dai hoc vao
Trwdng Bai hoc Van héa TP _HCM cia thi sinh
- Can cir Bién ban xac dinh diém xé tuyén nguyén vong 2 vao bac hé Chinh quy cia Héi déng tuyén sinh Truong
Dai hoc Van hoa TP.HCM hop ngay 12/9/2008

TRU'ONG BAI HOC VAN HOA TP.HCM THONG BAO:
Thi sinh:«Ho_va_tén» Sinh ngay- «Ngay_sinh», «Noi_sinh»
S6 bao danh: «Sébéao_danhx»
Tong diém: «Diémy» (diém)
D)3 tring tuyén bac Dai hoc hé chinh quy theo nguyén vong: «Nguyén_Vongs cia Truong Pai Van Hoa TP HCM
Thi sinh nhdp hoc vao lic 8 g 00, ngay 22/9/2010 (Thi Hai) tai Trwéng Pai hoc Van Héa TP.HCM. Bia chii 51
Quodc Hrong phwong Thao Bién, Quan 2. Tp. H6 Chi Minh

HIEU TRUONG

Dé 7:
1. Tir dir liéu cho sin trong thu muc XuLyVanBan thuc hién cic yéu ciu sau
a. Dung Style dé dinh dang vdn ban nhu’ m3u dudi day:

[ 1. Toan hoc théi so khai |

1. Ngudn géc

R&t 18U trutcic nhiing van b o nhat, d3 oo nltng b vE dho thay mit ken thit v& todn hoc va do thl
gian dha trén sao tréf, Vi dy cac nha o sinh w8t hoc a3 kham phé ra cac manh a3t thil hodng trong mit hang
diing & Mam Bhi dutic trang tri bel cic hinh khic Firb hoc wil thil glan khodng 70,000 TON[2). C0ng cac di khio
tign s durgc tim thay d chau Phi va Phap, thal gian khodng gilfa 35000 TCM va 20000 TEZM[3], cho thay cac o
gang s khal nhim dinh lubng thai gian[4].

2. Toan hoc cda ngudi Maya

Céc bing chirg cin 1B tai cho thiy wige dBm thét so khai chi ySu 13 do phy rdh, nhing noun gitk céc
wat danh dau chu ki sinh oo hang théng; v du hal muol tém, ha ru chin, hodc ba muti vach trén saong
hodc han da, theo sau 13 mot vach cach et khac Hon nira, cac tha sén da cd khdl nigm ve madt, hai va nhisu
clng nhu khong khi xem xét 54 bay thu[s][e]

b. Tao muc luc, yéu cau chi hién Ién 2 cap
Tao Tiéu dé cudi trang cé ndi dung la: S8 trang hién hanh trén Téng sé trang. (Vi du: Trang 3/15).
Chia phan chudng va in ngang kho gidy tr doan Toan hoc hién dai so khai chau Au

d. Tim kiém tif toan hoc c6 dinh dang gach chéan thay thé bang tr TOAN HOC vdi dinh dang sau:
size 14, chir in, mau do, highlight mau bat ky

e. Tao footnote & cudi trang d€ giai thich tir “*Sd khai” theo y clia ban ho&c tim ki€m dinh nghia trén
google.

f. Tao Macro tén MoFile vdi yéu cau tao file trang, dinh kém Macro nay vao tap tin
DuLieuThucHanh.Doc
2. Tir dif liéu cho s3n trong thu muc MailMerge héy trén thu vdi cac yéu ciu sau:
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Trung Tam Tin Hoc Phuwong Nam Bai Thuc Hanh Word & Excel nang cao

a. Thi sinh la Sinh vién c6 Ndi sinh la TP.HCM. Luu két qua tron thu vao thu muc Mail Merge véi tén
ThiSinh.Doc.

b. Thi sinh c6 Bi@mThi >=5, c6 Nghé nghiép la Céng nhan. Luu két qua trén thu vao thu muc Mail
Merge v@i tén KetQua.Doc

3. Tir dir liéu cho sin trong thu muc Table hay tao Form véi yéu cau sau:

a. Chén 3 checkbox: Tién mit, Chuyé&n khoan, Khac vao muc Hinh thirc.
Noi dén la Listbox gém cac tinh Ba Ria Viing Tau, Ha N&i, TP. H6 Chi Minh, Pa Ning

b. Xem file DuLieuThamKhao.Doc

Dé 8:
1. Tu dir liéu cho san trong thu muc XuLgVanBan thu'c hién cac yéu cau sau
a. Tao Style dé dinh dang van ban nhu mau dudi day:

| 1 Mo ta cau tao, tinh ndng, thong so ky thuat |

1.1 Mit sb dac diém céu tao
1.2 Tinhnang
1.2.1.1  Toc dd ban Iy thuyét: 600 phat/phit
i1.z2.1.2 Toc do ban trong chién dau: 40 phat/phit khi ban phat mat
1.2.1.3 #a 100 phat/phat khi ban liegn thanh
1.2.1.4 Ché do digdm xa 2 phat lién tiép:

Do céu tan oia sung khing cd ché db diém xa 3 phat lién tiép rhu M-16 hodc AR-15, rhuhg do nhip
bén chim hon hal loal sing ndy nén xa thi od the tép luyén viec bdp b, nhid cb ding lic &8 hal vien dan lién
tifp duios bdn ra, Phuong phap nay duioc nhigu xa thi gidi cla QENDVM s durg [En d&u trong Chign tranh vigt
Mam hign nay dang disoe 0 dung kha phd hién trén thé gidi ma khdng phu thudc vao tinh ning ola stng. Mat
xa thiicdp 1 oo the bin dEm xa hal vién AK-47 ting bia 55 7 & khodng cich 100 m wdl hal diém cham chi cach
nhau 10 dEn 15 cm.

b. Tao Tiéu dé dau trang cé ndi dung la: Ho Tén cua ban, déng khung, lam nén xam.
Tao Tiéu dé cudi trang c6 ndi dung la: S6 trang hién hanh trén tdng sb trang. (Vi du: Trang 3/5,
Trang 5/5). Trang chan canh trai, trang |é canh phai.
c. Tao Macro tén DinhDang véi yéu cau D@i Ié dong dau tién, Canh déu van ban theo 2 g, dinh
kem Macro nélybvéo tap tin DuLieuThucHanh.Doc
2. Tu dir liéu cho san trong thu muc MailMerge thu'c hién cac yéu cau sau
a. In Thong bao dén nhitng khach hang Con ng. Luu két qua trdn thu vao thu' muc Mail Merge véi tén
DanhSachNo.Doc.
b. In danh sach khach hang ¢ Cd s6 HTX Dan Sinh. Luu két qua tron thu vao thu' muc Mail Merge vdi
tén CoSo.Doc _
3. T dir lidu cho san trong thu muc Table hay tao Form véi yéu ciu sau:
a. Tén san pham la Listbox gdom May in laser, May in, May cat cé. Dan vi tinh la Listbox gom Cai,
Cudn, Thung.
b. Nhép S6 lugng, Don gia thi tu' déng tinh toan tai c6t Thanh Tién va Tong Cong. Xem file
DuLieuThamKhao.Doc

Dé 9:
Bai 1: ) _
Bang dir liéu da cho san, hay tao Style theo mau va trinh bay Muc Luc vdi Style da tao.Luu vao
thu muc dang lam viéc v@i tén BaiThiWordl.doc

MUC LUC
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T 1
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— d. Bém chudt vac t8m i liBU .. cooeiis oot oot e e e e s 2
T e Tarn ik liéu 2
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Bai 2:

Tao 01 Macro ghi lai thao tac cach chia cdt cho 1 doan van ban va tao chir roi déu dong c6 dinh dang

khung vién cho chir roi ( Macro luu véo tap tin BaiThiWord1.doc).

~ A
Yéu cau :

pé 10:
Bai 1:

Trinh bay van ban co dang nhu sau va luu vao thu muc dang lam viéc vdi tén BaiThiWordl.doc

CHUONG TRINH TINH TIEN
CUA HANG VAT LIEU XAY DUNG
Mi hing : [eimiing #|
S8 luong i50
Bon gid 100,000
Tién hing chirathué  :5,000,00C
Tiénthéu GTGT 500,000
Téng cng ©5,500,00C

(chon .khong nhap).

S6 lugng, don gia nhap gia tri vao.

Tién hang chua thué = s6 lugng * don gia

Tién thué GTGT = Chua thué * 10%

Téng cong = Chua thué + thué.

Bai 3 : Dung Form dé tao chuwong trinh tinh tién cua Ctra Hang Vat Liéu Xay Dung theo miu sau:

- M3 hang gbém : xi mang, cat, da 4x6, gach lat twong, gach lat nén, sit 4 ly

£ 01 K1 7 08 6 0 £ 7 08 05 K £ 8 06 K K0 £ 8 00 K 9 9 0 00 1 8 08 08 0 0 F 0 O3 3 0 1 06 03 £ £
HOA DON BAN HANG

TnnnnnnnnnInInInInRRRRRRRRRRn

£ K0 3 £ K K K8 K8 5 K 6 K K0 8 K K 6 K6 8 K K ¥ 8 0 i K K 0 0 K K 6 K K0 K0 6 6 O 0 £ £

R 000 =

Ho tén Ngudi mua hang:Tran Nguyén Thanh Nh3

Bia chi:615/109P Budng 3/2 P8 Q10 TP.HCM

Hinh thirc thanh todn:Chuyén khoan

Yéu cau:

o —

Tén hang hoa Ponvitinh S6 Ludng Thanh tién
1 | Tap Cuén 2 1,000 2,000
2 | viét Cay 3 2,000 6,000
3 | |Bach Gido Khoa *| Cuén 4 3,000 12,000
Tap TONG 20,000
viet THUE VAT 2,000
Sach Gido Khoa TONG CONG 22,000
Ngugi mua ky tén Ngay ..... thang ..... nam

i My A B

e Ho tén ngudi mua hang, dia chi, SO lugng, Pon gia cho phép nhap

e Tén hang hda 1a danh sach chon gdm: Tép, Viét, Sach gido khoa

e Hinh thirc thanh toan la danh sach chon gém: Tién mit, Chuyén khoan, Ghi ng

TunnRInIIRRIRRRRRRRRRRRRRY
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Bai 2:

Don vi tinh 1 danh sach chon gdm: Cudn, Cay.

Thanh tién, Téng, Thué VAT, Tong con sé tu tinh lai sau khi thay di S6 Lugng, Pon gia
Thanh tién = S6 Lwong * Pon gia

Téng = Tong(Thanh tién)

Thué VAT = Téng * 10%

Téng cong = Tong + Thué VAT

Dura vao dir liéu cho sin (tap tin DuLieuXuLyVanBan.DOC) dinh dang vin ban vdi cac yéu ciu sau:

Phan van ban theo chuong. Tiéu dé chwong 1a phan vin ban t6 mau cam.
Dinh 1& trang chin, 1¢ trong mdi chuong khac nhau.
Tao tiéu dé dau trang theo tiéu dé chuong.

Chén so dd t6 chirc va Tao Style gdm 3 cap nhu hinh:

Chwong1:  QUY DINH CHUNG

Pieul V i tri, chitc nang cua Thanh tra gido duc
1. Vitri :
Thanh tra gido duc dwoc to chitc & Trung wong thudc Bo Gido duc va Pao tao va

o dia phwong thuéc So Gido duc va Dao tao tinh, thinh phé trec thuée Trung wong.

2. Chirc nang
Picu2 Doi twyng cia Thanh tra gido duc
Piéu3 Nguven tic hoat dong cia Thanh tra gido duc

Chwong 2: TO CHUC, NHIEM VU, QUYEN HAN

CUA THANH TRA GIAO DUC
Piéu 4 To chirc cia Thanh tra gido duc

Thanh tra bd Thanh tra s&
Chanh | Phé chanh || Chanh | Phé chanh |
Thanhtravi&xl Thanh tra vién |

So do t6 chire
1. Thanh tra gido duc dwoc t6 chiec nhwr sau:
Thanh tra Bé Gidao duc va Pao tao (sau day goi tat 1a Thanh tra Bo):
2. Thanh tra Bo va Thanh tra Sé c6 con diu va tai khoin riéng.
Piéeu S Thanh tra B
1. Gioi thiéu "
Thanh tra vién dwoc bé nhiém, mién nhiém theo quy dinh cua phédp luat.
2. Chuvén mén
Thanh tra Bo cé cic phong chuvén moén do Bé trvong Bo Gidao duc va Pao tao
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pé 11:

Bai 1:
Trinh bay van ban vdi hinh thirc Form nhap liéu nhu sau va Iuu vao thu muc thi véi tén
BaiThiWord1.doc

Cong ty ABC Cong hoa Xa hai Chd nghia Viét Nam
126 BBP — QBT Béc 18p - Tu do - Hanh phc
(e £ 355)

Phiéu cham cong

Ngay : 24/04/2011 _
Ho tén nhan vién : Nguyén Anh Tun  Giditinh : [ Nam

| Stt Tén Cing viéc So cong Pan gia Thanh tién
1 ve 3 2 15,000 30,000
Bao vé

Chim séc cay

Hudng din
| 7éna cong 30,000
| S6 cong it nhat 0
|| Pon gia binh quan 2,500

Yéu cau:
- Trinh bay phiéu chdm cdng trén khé gidy A5, Left = 17, Right = 1”, Bottom 0.5”, Top = 0.5”
- Sir dung Form dé thiét k& nhap liéu.
- Ngay la Ngay hién hanh khi md tap tin, Ho tén nhan vién, Gidi tinh cho phép ngudi sir dung
nhap va chon.
- Tén cong viéc la 1 danh sach cd 3 cong viéc ( Bao vé, Chdm sdc cdy, Huéng dan ).
- S0 ¢cong, don gia cho phép nhap. DBon gia dinh dang theo dang #,#00.
- Thanh tién, Téng thanh tién, S6 cdng it nhat, Ban gid binh quéan sir dung cdng thirc trén Table
dé cai dat. binh dang theo dang #,#00
Bai 2:
Dua vao dif liéu cho sén ( tap tin DANHSACH.DOC va GIAYBAO.DOC) tao ra thu mdi luu vao thu
muc lam viéc theo nhu’ miu véi cic yéu cau sau:
- Néu thi khdi A thi chén vao chudi "Nganh Cong nghé thong tin”, néu khdi B thi chén vao
chudi “Nganh Sinh hoc”.
- Chi guri gidy bao cho nhitng ngudi c6 diém thi >= 22 va thi khdi A.
- Néu gigi tinh Ia Nam thi thém chir Anh trudc phan tén con ngugc lai thi ghi chir Chi.
- Tao Style :
» Hotents vdi Font chi, size, Color tuy y va ap dung cho Tén thi sinh.
» Thongtin ap dung cho thong tin Sobaodanh, Khoithi, diem

Trang: 5 Luu hanh ndi bé https://asean.edu.vn
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Trudng Pai hoc Khoa Hoc Ty Nhién CONG HOA XA HOT CHU NGHIA VIET NAM
227 Nguyén Van Cir - Tp HCM DPéc lap — Tu do — Hanh phiic
o
GIAY BAO TRUNG TUYEN

H&i dBng thi tuy&n sinh trudng Dai hoc Khoa hoc Ty nhién xin thdng bao dén.
Thi sinh : Tran Huy Anh

S6 bao danh : AOD456

Du thi : Nganh Céng nghé théng tin

D3 triing tuy&n ky thi tuy&n sinh dai hoc ndm 2010 vdi téng s& diém : 22|
Yéu cau : Anh Tran Huy Anh

T ngdy ..... thang ..... ndm 201... d&n ngdy ..... thang ..... ndm 201...

dén truong Pai hoc KHTN 1am thi tuc nhdp hoc

Ngay ..... thang ..... nam 201..,
Hiéu Trudng

Pé 12
Bai 1:
Trinh bay van ban cé dang nhu sau va luu vao thu muc dang lam viéc véi tén BaiThiWord1.doc

HOA PON BAN LE

Tén nguid mua hing' Nguyén Vin Chinh

Tén co quanCéng Ty XY 2|
+
STT Tén hang Ponvi | Solwgng | Domgia Thanh tien
I Gao Kg ] 5,000 50,000
Déu an Lit 2 40,000 20,000
Mi géi Thung q 50,000 360,000
Tong cong: 490,000

Yéu cdu: & nhifng vung t6 mau

- Tén ngudi mua, tén cd quan: Cho phép nhap.

- Tén hang, dan vi: chon trong danh muc cho san.
Tén hang: Gao, Dau an, Mi gdi.
DPan vi: Kg, Lit, Thing

- S0 lrgng, don gia: chi cho nhép so.

- Thanh tién tinh theo cong thic: SO lugng* Ban gia.

- Téng cdng: Cong cbt thanh tién.

Bai 2:
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Dua vao dif liéu cho san ( DuLieu.Doc), tao muc luc theo mau. (cé file mau BaiThamKhao.Doc)

L = LT - 1 1
1. Gioi thieu phan mem Microsoft Winword........cociciiiiiiinnisin s 1
2. Cach khéi dong.. R, |
3. Moi trwo'ng lam viec PP |
4. Tao mot taiCurrent Document ........................................................................... 2
5. Ghitai lieu CTRL + dlick bo follow link| | e 2
6. Mo tai lieu da- ton tai tren 1A, ..o ce e e e e re e re e e r e e e s e e e s se s se e snesnnens £
1. Thoat khoi moi trron g LM VIBCueeeeeeeuireriereeesenrasssssssrmrereerersnsssssssssssseressssanssnsssnsses £

. Chuong 1:50an thdo €0 BaAN ... s anaes 2
1. Mot 50 thao tAC S0AN ThA0 CO DA cvvvireieereneiiiii e reerrerasesrr s ererenssssssssressenssarsnnssns 2

a.  Nhapwan ban 2
b. Thao tac trén khdi van ban. .. 2
c. Sao chép: ... e ettt e e e e errans 2
d. Di chuyén KRBE VAN BAN oo 3
e. ThIBt 18D Tab e 3
Tiép tuc cho cac muc khac
Bai 3:
VE biéu do theo mau:
Bang so liéu doanh thu qui 1 cua cdng ty XYZ (dan vi: 1000 d6ng)
Thang 01 Thang 02 Thang 03
Daily s6 1 2300 2400 2500
Dai ly s6 2 1560 1780 1450
Dai ly s6 3 2600 2500 2470
Dai ly s6 4 1800 1900 1850
Bao Cao Doanh Thu Qui 1 Cong Ty XYZ
3000
25001
20001 B Thang 01
15001 B Thang 02
10001 OThang 03
500
0-
Pailys61 PDailys62 Dailysé3 PDailysé4s

Trang: 7 Luu hanh ndi bé https://asean.edu.vn



Trung Tam Tin Hoc Phuwong Nam Bai Thuc Hanh Word & Excel nang cao

pé 19:

1. Tir dif liéu cho san trong thu muc XuLyVanBan thyc hién cac yéu cau sau
a. Tao Style d€ dinh dang vén ban nhu mau dudi day:

C. Cac diém dén

I. Chau A

1. Trung Quoc

Bac Kinh (San bay quéic t& Thi Bd Bac Kinh)
Quang Chau {5an bay quic t& Bach Van Quang Chau)
Hiing Kiéing (San bay quéc té Hing Kdng)
Cdn Minh (5an bay qudc té Yu Gia Ba)
Thurgng Hai {San bay quic t8 Phid Bong Thuigng Hai)
2. Pailean

= Cao Hing (5an bay quic té& Cao Hung)

w  Pai Bic (San bay quic té Pao Vién Bai Loan)
b. Tao muc luc, yéu cau chi hién Ién 3 cap
Chia phan chudng va in gidy ngang tai cap dé muc tU An toan bay trd vé sau
Tao tiéu dé dau trang cé ndi dung la: Ldp Chirng Chi B Van Phong
Tao tiéu dé cudi trang la: SO trang hién hanh trén tong so trang. (Vi du: Trang 3/5, Trang 5/5).
e. Tao Macro tén Para vdi yéu cau: Tao khoang cach dong la gap doi, Canh déu van ban theo 2

I&, dinh kém Macro nay vao tap tin DuLieuThucHanh.Doc

f. Tao WaterMark la dong chit “Thi cudi khéa”

2. Tudi liéu cho sin trona thu muc MailMerge thuc hién yéu cau sau:
a. Dung Envelopes tao nhan bao thu gii dén khach hang 6 HTX dan Sinh theo vi du sau

R

an

el |
Ta: Cty TNHH ABC
Nha phan phoi chinh thirc cia Pepsi |
123 Phan Dinh Phung - TPHCM L

Béh: «TenKhachHang»
«CoSo»
«DiaChi»

3. T dir liéu cho san trong thu muc Table hdy tao Form vdi yéu ciu sau:
a. Tén cd sd la Listbox gom Co s Twéng An-Quan 10; HTX Duy Trinh-Quan Tan Binh; Co sd
Anh Duy-Quan Thu birc.
Don vi tinh 1a Listbox gdm Khdi , Cudn, Kién. S6 lugng la dit liéu ki€u sd
b. Tdng s6 lugng va téng s phiéu tu ddng tinh toan khi nhap dir liéu vao cdt s6 lugng.

Pé 21:
Bai 1:
Trinh bay van ban véi hinh thi'c Form nhap liéu va luu vao thu muc thi véi tén BaiThiWord1.doc

Phiéu dang ky tap chi

Ngay :@ 29/05/2011
Ho tén khach hang : L& Van Long Pia chi 255 Nguyén Biéu, Q1, Tp.HCM

[1 3 thang & 6 thang [ 1 N3m
I| stt Tén tap chi S6 lugng Pon gia Thanh tién
1 | [fin hoc va Bdisong | 12 4,500 54,000

Tin hoc va Boi séng

Thuédc va Surc khoe

Khoa hoc phé théng I~

I‘ Tong cong 12 54,000
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Yéu cdu:
- Trinh bay Phié&u Déng Ky Tap Chi trén khd gidy A5, Left = 1”, Right = 1”, Bottom 0.5, Top
= 0.5"

- SUr dung Form dé thiét k& nhap liéu.
- Ngay la Ngay hién hanh khi mé tap tin, Ho tén khach hang, Dia chi cho phép ngudi str dung
nhap va chon hinh thirc dat tap chi 3 thang, 6 thang, 1 nam.
- Tén tap chi la 1 danh sach ¢ 3 tap chi ( Tin hoc va Bdi séng, Thudc va Stc khée, Khoa hoc
phd théng).
- SO lugng, don gia cho phép nhap. Ban gia dinh dang theo dang #,#00.
- Thanh tién, Téng thanh tién, Téng s lugng str dung cdng thirc trén Table dé cai dat. Pinh
dang theo dang #,#00
Bai 2:
Dua vao dif liéu cho san ( tap tin DANHSACH.XLS va GIAYMOIL.DOC) tao ra thu mdi luu vao thu

muc lam viéc theo nhu’ mau véi cac yéu cau sau:

Cong ty Bach héa - Thu'c pham CONG HOA XA HOI CHU NGHIA VIET NAM
27 Nguyén Van Linh - Tp HCM Poc lap — Tu do— Hanh phiic
oo

GIAY MOT HOI NGHI KHACH HANG

Kinh gt : Ong Nguyén Trung Thanh

Paily: Cap 2 Khu vuc : Can Tha

Trong 6 thang dau nam 2011, don vi dat doanh s6 ban hang : 55000000

Cong ty xin mdi : Ong Nguyén Trung Thanh ngady ... thang ._... nam 201...

Lic 7030 dén hdi trudng Cong ty Bach héa - Thuc phdm dé du hdi nghi khach hana.
Su’ c6 mat cla qui khach hang 13 vinh du cho cong ty chiing toi.

Ngay .....thang ..... nam 201...
Giam doc

- Chi gui gidy mdi cho nhitng bai ly khéng & trong khu vu'c Tp H6 Chi Minh.

- Ngoai ra chi gui gidy mdi cho cac dai ly thoa diéu kién nhu sau :

» Daily Cap 1 dat doanh s6 ban hang >= 100,000,000

» Daily Cap 2 dat doanh s6 ban hang >= 80,000,000

- Né&u gidi tinh 13 Nam thi thém chir Ong trudc phan tén con ngugc lai thi ghi chir Ba.
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pé 22
Bai 1: .
TU dir liéu cho san (Form_Mau.Doc), trinh bay van ban cé dang nhu' :

THONG BAO TIEN DIEN
Ngay: 30/05/2011
Gt ghi dién: 21:15
E S
BIEN LUC TAN BINH
®T: 08. 22272266)
Tréan trong théng bao dén khach hang: Nguyén Vian Nguyén

Pia chi: 123 Nguyén Vian Cir

Héa don thang: 0572011

Chi s cu: 550

Chi s& méi: 600

Dién niang tiéu thu: 50

Tién dién: 75000

Tién tthué GTGT: 7500

Téng céng: 82500

Chiing t&1 s thu titn dién vao cudi thang 05/2011
Tréan trong théng bao

Ghi dién vien: Nguyén Van Nam

Yéu cau:

- Ngay, gid ghi dién: ldy ngay, gid hién hanh cta hé thdng.
- Khach hang, dia chi: Cho phép nhap.
- Hoa don thang: hién thang/ nam hién hanh
- Chi s6 cu, chi s6 mdi: Cho phép nhap.
- Pién nang tiéu thu: Chi s6 mdi — chi so cu
- Tién dién: Pién nang tiéu thu * 1500
- Thué GTGT: tién dién *10%
- Téng cdng: Tién dién + tién thué GTGT
- Ghi dién vién: cho phép nhap

Bai 2: Vé sg dd theo mau (diing Organization chart)

Sodob truy van con dang loai trir
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Bai 3: Tron thu theo mau

PHIEU TANG QUATET

Khach h@ng: Pham HE“mg Loan Khanh
Doanh s5: 300,000,000
Quating: Bia Hetheken

Yéu cau: Tron thu theo mau. ST dung tinh ndng Directory

- Khéch hang, doanh s6: trén tudng (ing theo file mAiu.
- Chi t3ng nhiing khach cé doanh s6 ban >=100,000,000
- Qua tang: Néu doanh s6 ban >=200,000,000 tang bia Heineken, ngugc lai tang nudc ngot.

pé 23

1. Tur dif liéu cho s3n trong thu muc XuLyVanBan thuc hién cac yéu ciu sau
a. Dung Style dé dinh dang toan bd ndi dung van ban nhu' mau dudi day:

| 1 Pac diem |

1.1 Khiquy&n

Ldp lanh nhat ciia M3t Trén 13 ving nbiét di t8 thidl ndm cch knodng S00 km bén trén auang quyéh,
woi nhigt o of 4,100 K.[43] Phdn nay cla M3t Tral di lanh d& tBn tai cac phin i nhy carbon monmdade va
e, o the duigc phét hign bal quang phi hép the ola dung. [48]

b. Tao muc luc vao cudi trang tur Style da dinh dang
c. Chia phan chugng va tao tiéu dé dau trang la tén cla tirng phan chuong tai liéu.
Tao Tiéu dé cudi trang cd ndi dung la: S6 trang hién hanh trén Téng sé trang. (Vi du: Trang 3/15).
d. Tim kiém tUr ciu trdc thay thé bang tir structure vdi dinh dang sau: size 12, nghiéng, mau xanh,
Highlight mau bat ky
e. Taitrang 2, chén 2 Fotnode sau hai dong chir Vung burc xa, Ving ddi luu la: “Tham khao tir trang
Web ciia NASA”
f. Tao Macro tén TieuDe vdi yéu cau Pong khung, to nén, ddi Ié trai phai, size 18, canh giira.
binh kém Macro nay vao tap tin DuLieuThucHanh.Doc
g. Tao WaterMark la dong chir “Thi cudi khéa 181"
2. Tir dir liéu cho san trong thu muc MailMerge hdy in Gidy mdi véi cac yéu cau sau:
@ N&u Nhan vién thuéc Nganh Ung Dung, thi chén Chudi Sanh A, Tang Trét.
Néu Nhan vién thudc Nganh Do Hoa thi chén chudi Lau 6, Phong 66 tai dong Vui long dén tai.
va chi In danh sach nhifng nhan vién cé Nai Sinh la Ha Noi hodc Sai Gon.
Luu két qua tron thu vao thu’ muc Mail Merge .
3. Tur dif liéu cho s3n trong thu muc Table hdy tao Form véi yéu ciu sau:
Chi cho phép nhap liéu dang s6 tai cdt Ménh Gia, S6 Té. Tu dong tinh todn tai ct Thanh Tién va Téng
Cong, Ngay |3y ngay cla hé thong
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Pé 27:
Bai 1:
Trinh bay van ban cé dang nhu sau va luu vao thu muc dang lam viéc véi tén BaiThiWord1.doc

Thanh phd Hé Chi Minh CONGHOA XA HOI CHU NGHIA VIET NAM
Quén (huyeén): Tan Binh Péc lap — Tu do —Hanh phic

Phuimg (X4, Thi tran) Phwéng 1 o
. THE (‘IT TRI
_Bau Cw Pai Pifu Quéc Héi Khéa XIII
Va Bau Cir Pai Biéu Héi Pong Nhin Dan Cac Cap
Nhién Ky 2011 — 2016
Ho vatén: Lé Thanh Hai
Nan sinh: 1977
Déan téc: Kinh Gi1é&1 tinh: Nam
Noi cu tri: 416 Au co, Phudng 1, Q. Tan Binh
Ngay 05 thang 05 nam 2011

TM. UY BAN NHAN DAN
CHU TICH

Nguyén Vin Son

Sé the cir tri: 3852

Yéu ciu:

Form:

- Quan: Chon trong danh sach(Tan Binh, Tan Phu)

- Phudng: Chon trong danh séch cho sdn (Phudng 1, Phudng 2, Phudng 3, Phuding 4).

Tron thu:

- Ho va tén, Gidi tinh, nam sinh, dan tdc, ndi cu trd, chi tich, s6 thé c tri: tron thu 1dy tU danh sach cho
san.

- Luu y: chi tron nhitng ngudi cé nam sinh>=1985 va dan tdc kinh.

Bai 2: Vé sd do theo mau

Tong
Giam Pic

Giam dbc Giam dac
Cﬁng_tyA M raasvasrnasraarnSonarnasnnarnnsh CﬁngtYB

-
! s
i

avussvuasPassuasnunnn l'lll'l.ll..'ll'l..&-l..-‘.‘l..ll‘-l.ill
- - - - -

e

- - - -

v v . v ¥
Tordng Phong|  |Truwdng Phong Traing Phongl  |Trudng Phong|  |Truwdng Phong
Kinh Doanh Ke Taan Kinh Doanh Marketing Ke Toan
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Dé 29:
1. TU di¥ liéu cho san trong thu muc XuLyVanBan thuc hién cac yéu cau sau
a. Tao Style dé dinh dang van ban nhu mau dudi day:
[VIIl. Héa hoc
VIII.1 Trang thai6xi hoa 1

o AlH duoc didu ché khi nhom bi nung néng & nhiét dd 1500 °C trong hidrd.

e ALO duogc diéu ché bing cach nung néng 6xit thong thuomg. Al,0s. véi silic &
nhiét 9 1800 °C trong chén khong.

e ALS duoc diéu ché bing cach nung néng ALS; véi vo nhom & nhiét dd
1300 °C trong chin khong. N6 nhanh chéng bi chuyén thanh céc chat ban dau.
Selenua dugc diéu ché twong ty.

« AlF, AICI va AlIBr ton tai trong pha khi khi ba halua dwgc nung néng cung véi
nhom.

VIIL.2 Trang thai oxi hoa 2
o Subdxit nhom, AlO c6 thé duge ton tai khi bot nhom chay trong oxv.
VIIL3 Trang thai 6xi hoja 3

b. Tao muc luc, yéu cau chi hién Ién 2 cap
c. Tao Tiéu dé dau trang theo phan trang cuia tirng chuong.
Tao Tiéu dé cudi trang c6 ndi dung la: SG trang hién hanh trén tong s6 trang. (Vi du: Trang 3/5,
Trang 5/5). Trang chan canh trai, trang |é canh phai.
d. Tim kiém tr kim loai thay thé bang tir hgp kim véi dinh dang sau: size 14, dam, mau do, Highlight
mau bat ky
e. Tai trang 6, chen 3 Footnode sau 3 dong chif Trang thai oxy héa 1, Trang thai oxy hoa 2, Trang
thai oxy hoéa 3 Ia: "Tham khao tlr trang Wikipedia.org”
f. Tao Macro tén DinhDang vdi yéu cau Dd@i Ié dong dau tién, Canh déu van ban theo 2 [é va
dinh dang Dropcap chif rdi 2 dong dinh kem Macro nay vao tap tin DuLieuThucHanh.Doc
2. Tir di¥ liéu cho san trong thu muc MailMerge thu'c hién cac yéu cau sau
a. In Thong bao dén nhirng khach hang Con ng & Cd sé HTX Dan Sinh va TNHH Tan Lap. Luu két
qua vao thu muc Mail Merge véi tén DanhSachNo.Doc.
3. Tirdir liéu cho san trong thu muc Table hay tao Form véi yéu cau sau:
a. Tén san pham la Listbox gom Gidy in A4, Gidy in A3, Tap viét 100 trang, Tap viét 200 trang.
Ban vi tinh la Listbox gdom Gram, Cudn.
b. Nhép S6 lugng, Don gia thi tu ddng tinh toan tai c6t Thanh Tién va Téng Cong.

PHAN EXCEL NANG CAO

Pé 5:
Bai 1.
Cho bang tinh nhu’ mau PHIEU NHAP trong sheet Bai 1. Hay 1ap cong thic tinh cho cac 6 cé dau ? va luu

bang tinh véi tén BaiThiExcel.xls vao thu muc dang lam viéc.

Cho san dif liéu thd trong sheet Bai 1
PHIEU NHAP
STT | Tén hang sita | Tén san phdm Ngay hét han Dan gia S0 lugng Thanh tién
Abbott Sira Similac Mom-700g ? ? 200 ?
200
200
200
200

[y

200
200
200

200

= 0|00~ |oh U | N

0 200
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Yéu céu

1. Trén Phiéu nhap, tao Datalist cho cot tén héng sita gém Abbott, VinaMilk, DutchLady.

2. Trén Phigu nhap, tao Datalist cho c6t tén san pham tudng (rng vdi tirng san phdm cua tirng hang sita.

Vi du: khi chon Tén hang sifa I3 VinaMilk thi trong cdt tén san pham chi xuat hién nhitng san pham stfa clia
VinaMilk.
Ggi y: Ding ham INDIRECT dé tham chiu dén tén viing dif lidu cho titng hing sifa.

3. Tinh ngdy hét han cho tiing san pham. Biét ngay hét han dua vao Ngay san xudt va thdi han sir dung cuia tiing hing
stfa.Trong do han sir dung cla sifa Abbott la 24 thang, han st dung cua sifa VinaMilk va DutchLady la 12 thang.
Ggi ¥: St dung ham Edate va ham do tim dé tinh.

4. Pon gid dua vao Tén hang sifa va tén san pham dé c6 dugc don gia tuong Ung.

5. Thanh tién = s& lugng * don gia. Trong dé giam gia 50% trén thanh tién ddi vdi nhitng san pham sifa chi con thdi
han ding <=1 (thang).

6. SU dung Conditional Formattlng dé t6 mau cho toan bd dong dir liéu ddi vdi san pham sira sip hodc da hét han
dung. Nhuhg san pham sip ho#c d3 hét han dung khi thdi han con ding <= 1(thang).

7. Thong ké tdng sb lugng da hét han cla tu‘ng hang sifa nhu mau “Bang Théng K&" trong tp tin da cung cap.

8. Yéu cau dinh dang cho c6t ngay cho tat ca theo kidu ngay/thang/nim, cot don gia, thanh tién theo kiéu 1.000 déng

Bai 2: Cho san dir liu tho trong sheet Bai 2

Dua vao thdng tin bang “Danh muc san pham” dé xay dung mdt mau(form) tim kiém thong tin dua vao Ma san
pham khi ngudi diing nhap vao 6 Ma san pham. Mau (form) xdy dung trong sheet Bai 2.

- Né&u théng tin ma san pham dugc tim tim thdy thi két qua xudt hién nhu mau 1

Thong tin can tim (méu 1)

M3 san pham Tén san pham Pon gia Ngay san xuat
Pd900 Sira Pediasuare - 900g 435,000 VND 27/03/2011

- Né&u thdng tin ma san pham khéng dudgc tim thay thi két qua xudt hién nhu miu 2

Thong tin can tim (mau 2)
Ma san pham Tén san phdm bon gia Ngay san xuat
AA333

Khong tim thdy thong tin clia ma san pham AA333
Gdiy:

- DUng dinh dang c6 diéu kién dé t6 mau chir cho cling véi mau nén ctia 3 6 (tén san pham, don gia, ngay san xuat)

Pé 7:
Tai Sheet ThucHanh hay :

1. Dung Conditional Formating dinh dang c6t Ma SO vdi yéu cau: Néu dir liéu nhap tring nhau thi to

mau bat ky cho 6 nay.
2. Khong ché dir liéu nhap tai cot Nganh. Chi cho phép nhap di liéu theo Bang Nganh Hoc. Xuat hién
thong bao 16i néu nhap vao khong dung.

3. Dung Pivot Table Théng ké Téng s6 Thi Sinh theo tirng nganh nhu' vi du sau

Count of Nganh
Nganh w | Total
Bia chat
Du lich

K& toan
Quan tn KD
Tau bién 5
10 |Grand Total 18
4. Yéu cau dung cdéng thirc mang, hay tinh téng s thi sinh thi Nganh Tau bién, c6 Ndi Sinh tai Bén Tre
5. Dung Data Table 2 bién Thong ké bang sau theo Nganh va Ngi Sinh

B S S

OO~ M &= W
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5. Dung Data Table 2 bién Thdng ké bang sau theo Nganh va Ngi Sinh

Quan tri Du Pia Tau K&
KD lich chat bién toan

Thanh Hoéa
Nha Trang
Tp.HCM
Kién Giang
Gia Lai
Pa Nang
Tay Ninh
Tién Giang

Long An

Bén Tre

Tai Sheet ThongTin hay thuc hién yéu ciu sau:
1. Khi click vao M3 S& ( 6 B4) sé& hién |én Ma SG thi sinh, dong thdi hién Ho Tén, Nganh, Ndi Sinh, Diém
tugng (’ng cua thi sinh do
2. K&t qua: Néu Diém thi >= 5 thi Pau, ngudc lai la Rét.

3. Sheet ThamKhao dé tham khao thém yéu cau lam bai (Khdng lam trém sheet nay)

pé 8:
Tai Sheet DulLieuTHi hay :

1. Lap cong thic tinh toan theo yéu cau sau:
< Doanh thu: = S6 Lugng * Bon Gia. Biét Ban Gia tra trong Bang Gia (Dung ham INDEX)
< Ghi Cha: Néu Doanh Thu < Téng Chi Phi ghi la Lo, con lai d€ tréng.

2. Dung Conditional Formating dinh dang dong c6 Ghi Chi la Lo theo yéu cau nhu sau: T6 mau va gach
ngang than chit

3. Khong ché dir liéu nhap tai cot Ma SP. Chi cho phép nhap di liéu theo danh sach tai sheet DanhMuc.

4. Dung Data Table 2 théng ké Téng Chi Phi theo bang sau

Anh | Phap | Pirc My | Nga | Cuba | Thai Han Qudc|Trung Quéc

CH-01
CH-02
CH-03
CH-04
CH-05
CH-06
CH-07
CH-08
CH-09
CH-10
5. Dung Pivot Table thdng ké Téng Chi Phi theo Ma SP cua tirng nuwdc mdéi nhu' vi du sau:

1 |Sumn of T8ng Chi Phi

2 M3 SP - | Xudt ®ir *|Total

3 |CH-01 Anh 65500
4 Cuba Q7500
5 Han quéc 5800
6 M 98005
7 MNga 92300
=] Thai 103050
9 |CH-01 Total 462155
10 [CH-02 Cuba 12000
11 Bilre 2000
12 Han quéc 48000
13 M 58800
14 Nga 20105
15 Phap 15000
16 Thai S0000
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6. Dung Validation dé tao list va lap cong thirc tinh toan theo yéﬁ cau sau

IN AN

Téng Doanh Thu 182024
Téing Chi Phil 462155
LsiA8 -280131]

Chon M3 San Pham

am tai sheet nay

< Khi click chon Ma san Pham s& liét ké danh sach cac Ma san pham, dong thdi hién Téng Doanh
Thu, T6ng Chi Phi, L3i 16 ctia tiing M3 san Pham tudng (ing.

< L3i/Ld =Tong Doanh Thu - Tong Chi Phi

% Xem sheet ThamKhao dé€ tham khao thém.

Dé 9:

Trinh bay bang tinh, I&p cbng thic tinh cho cac 6 cdé dau ? va luu bang tinh véi tén
BaiThiExcel.xls vao thu muc dang lam viéc.

Bai 1:

Sheet2

PHIEU BAN HANG

STT TEN HANG SO LUONG DPON GIA THANH TIEN
1 ? 2 ? ?
2
3
4
5
6
7
8
9
10

Thué VAT 10% ?
Tdng sb tién ?

QUY KHACH VUI LONG KIEM TRA KY TRUOC KHI KY NHAN PHIEU NAY

KHACH HANG NGU Ol GIAO THU KHO NGUOI LAP PHIEU
DANH MUC HANG
Tén hang Sé lwong tén Bon gia
Gach men ép tuwdng 50 100,000
P4 Granit lat nén 100 150,000
Gach men len twdng 200 100,000
Pa boéng kinh 150 5,000
S&t 4*3 mm 1,000 5,000
Xi méng Ha Tién 1,000 250,000

Yéu cau: Sheet! chira danh muc hang hoa, PHIEU BAN HANG trén Sheet?

1. Tén hang héa dia vao dir lidu trén Sheetl dé chon ( khdng nhép truc tiép)

oW

Thanh tién : s6 lugng * don gia

Pon gia : tir ¢6 khi ¢bt tén hang héa dugce chon

S6 lugng: chi cho phép nhap khi s6 lugng <=sb luong ton

5. Dinh dang c6t Don gia, Thanh tién, Thué VAT phan cach hang ngan va don vi tinh 1a VND.

Bai 2:
Sheet3:
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? ?
Kl: ai o Al nhap vao tén can
tim, néu tén co trong mang thi

athang  [Nnap [XuBl [Kygui | | 250 enchCotin
Giay thé thao 1000 800 200 Khong c6 (khong tim thay),
Ao thun nir 500 300 200
Ao so mi Nam 1500 1000 500
Ca vat 200 150 50
Giay Sandal 60 40 20

V& biéu d6 theo dir liéu Sheet3 c6 dang nhu du'di diy

BANG THEO DOI HANG HOA
Chart Title

16001
1400 1

12004

10004
800
6004
400+
200+

@ Mhap
 POE
O Ky gl

NN N N

Gigyth&thao  Acthunnt Ao so milNam Cavat Giay Sandal

Dé 10:
Trinh bay bang tinh, |&p cbong thlc tinh cho cac 6 c6 ddu ? va luu bang tinh vdi tén
BaiThiExcel.xls vao thu muc dang lam viéc.
Bai 1:
1. TU File di¥ liéu cung cdp, dinh dang bang don gia theo mau sau:

Bang Don gia
Tén Chau & | Chau [Chau| Chau |Cha

ronton ot [cnau i pi | TR Cane
Hoa Héng 90 105 115 135
Hoa Uat Kim Hwong 1 205| 215 235
Hoa Twong Tw ] 330 345 355 375
Hoa Dién Vi 415 430] 440 460
Hoa Tw Dinh Hwong 510 525| 535] 555
Hoa Cam Chwéng 615 630 640 660
Hoa Tigon 1,455 1.470| 1,480 1.500
Hoa Anh Thao 1290 1.305] 1.315] 1335
Hoa Cam Tua Cau 730 745| 755 775
Hoa Cuc Nhat 1.630 1.645| 1,655 1.675
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2. Tao thém Sheet co tén ChiTiet
Tim kiém trong bang HOA DPON BAN HANG
Tén hoa Tén chau Két qua
?

HOA DON BAN HANG

STT Tén hoa Tén Chau S6 Lwong | Pon gia | Thanh Tién
01 ? ? ? ?
02
03
04
05
06
07
08
09
10

-

Tong cdng:
Bang chi: ?
Yéu cdu: Sheet BangDanhMuc chira BANG DON GIA

a. Tén hoa, Tén chau dua vao dif liéu trén BangDanhMuc dé chon ( khéng nhap truc tiép)
b. S6 lugng: chi cho phép nhap khi s6 lugng tir 0 dén 10

c. Pon gia : Dua vao Tén hoa va Tén chau do trong BANG DON GIA dé Iay gia tri tuang

(rng. SUr dung cong th{'c mang.
d. Thanh tién : s6 lugng * dan gid. Tuy nhién, Néu SG lugng >= 5 thi giam 5%. S dung
cong thi’c mang.
e. Tinh Téng cdng. Viét bang chil: tu ddng qui ddi “Téng cdng” thanh chit ( s’ dung ham
VND(s8) co trong tap tin Doiso.XLA)
f. Nhap Tén hoa, Tén chau. Tinh két qua la Cé néu Tén hoa va Tén chau cd trong bang
HOA DON BAN HANG, ngudc lai Ia Khdng cé.
Bai 2: Tao thém Sheet cd tén ThongKe. Tinh bang thdng ké thanh tién theo miu. Té nén xanh
chir hong cho cac 6 cé gia tri > 0.

Théng ke téng thanh tién - Sw dung Table 2 bién

Tén Chau| Chau | Chau Chau Chau Chau Chau Thién Chau Ngoc Chau Chau Kim | Chau Tinh
Tén Hoa Pat Déng Bac Vang | Phalé Nga Luc Bao |Bao Binh| Cwong Yéu
Hoa Hong
Hoa Uat Kim Hwong
Hoa Twong Tw
Hoa Dién Vi
Hoa Tir Dinh Hwong
Hoa Cam Chwong
Hoa Tigon
Hoa Anh Thao
Hoa Cam Ta Cau
Hoa Cuc Nhat
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pé 11:

Dua vao dir liéu dugc cung cdp ( Baithi_excel.xls va tap tin Bangdanhmuc.txt) thuc hién cac

yéu cau nhu sau.

Bai 1: Sheet Chitiet, Bangdo

BANG KE PHAN PHOI VAT TU CAC CONG TRINH

Stt | Ngay xuat | Ma vat tw | Tén vat tw Tén céng trinh S6 lwong DPon gia Thanh tién
01 | 22/01/2009 XM Nha tré 150
02 | 23/01/2009 FE5 Xi nghiép ABC 100
03 | 22/02/2009 FET Xwdng In 200
04 | 15/02/2009 SON Khu dan cu X 600
05 | 20/02/2009 SCT Phong kham 170
06 | 20/03/2009 CA Nha tré 150
07 | 26/03/2009 | DA12 Xi nghiép ABC 106
08 | 29/03/2009 | DA34 Xwdng In 200
09 | 30/03/2009 GO Khu dan cu X 400
10 | 02/04/2009 XM Phong kham 100
11 | 15/04/2009 FE5 Nha tré 150
12 | 22/04/2009 FET Xi nghiép ABC 300
13 | 15/05/2009 SON Xwdng In 400
14 | 16/05/2009 SCT Khu dan cu X 650
15 | 17/05/2009 CA Phong kham 700
16 | 09/06/2009 | DA12 Nha tré 800
17 | 17/06/2009 | DA34 Xi nghiép ABC 200
18 | 22/07/2009 GO Xwdng In 450
19 | 25/07/2009 XM Khu dan cu X 320
20 | 28/07/2009 FET Nha khach 150

Yéu cau : thu'c hién cong thirc mang

1. Dya vao tap tin Bangdanhmucvattu.txt dugc cung cap thuc hién két ndi dir liéu gilra Excel va

tap tin TXT vao Sheet Bang do dé tao thdng tin bang do.
Néu khéng thuc hién duoc cé thé nhap vao théng tin.

2. Khdng ché dir liéu nhép ( Data Validation)

3. Tén vat tu : Dua vao Bang danh muc vat tu’ ( Trén Sheet Bang do) thuc hién do tim.

a. S6 lugng xudt phai >0, Thong bao 16i néu vi pham

b. Ma vat tu st dung List dé ngudi dung chon, thong bao I6i néu khong co.

4. Pan gia : Dua vao ma vat tu do tim trén bang Danh muc vt tu dé 18y don gid. Néu vt tu cung

(tng cho cong trinh Nha tré hay phong kham thi giam don gia 3%

5. Thanh tién : S6 lugng * DBon gia
6. SU dung Format Condition dé thuc hién t& mau nén cac dong cd thanh tién >10.000.000.

Bai 2: Sheet Thongke_SubTotals

BANG KE PHAN PHOI VAT TU CAC CONG TRINH
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Stt | Ngay xuat | Ma vat tw Tén vat tw Tén cong trinh Iwiig Pongia | Thanh tién

01 | 22/01/2009 XM Xi méng Nha tré 150 17,460 2,619,000
02 | 23/01/2009 FE5 Sat L50 Xi nghiép ABC 100 12,000 1,200,000
03 | 22/02/2009 FET Sét tron Xwédng In 200 11,000 2,200,000
04 | 15/02/2009 SON Son nwéc Khu dan cu X 600 10,000 6,000,000
05 | 20/02/2009 SCT Son chéng thdm | Phong kham Da khoa 170 18,430 3,133,100
06 | 20/03/2009 CA Cat té tudng Nha tré 150 7,760 1,164,000
07 | 26/03/2009 DA12 | Pa1.2 Xi nghiép ABC 106 | 22,000 2,332,000
08 | 29/03/2009 DA34 |Pa3.4 Xwéng In 200 | 25,000 5,000,000
09 | 30/03/2009 GO Gb Khu dan cu X 400 10,000 4,000,000
10 | 02/04/2009 XM Xi méng Phong kham Pa khoa 100 17,460 1,746,000
11 | 15/04/2009 FE5 Sat L50 Nha tré 150 11,640 1,746,000
12 | 22/04/2009 FET Sét tron Xi nghiép ABC 300 11,000 3,300,000
13 | 15/05/2009 SON Son nwéc Xwéng In 400 10,000 4,000,000

Dua vao thong tin dudc cung cap trén Sheet Thongke_SubTotal thuc hién yéu cau sau :

Thuc hién théng ké bang SubTotal

Tong thanh tién theo tirng cdng trinh va Tdng sé Iugng, thanh tién theo ting loai vat tu

pé 12:

T di¥ liéu cho san, 1ap cong thifc tinh cho cac 6 cd dau ?, Iam theo yéu cau va luu bang tinh véi tén

BaiThiExcel.xls vao thu muc dang lam viéc.

THONG TIN BAN THIET BI CONG TY XYZ
(6 THANG CUOI NAM 2010)

Ma Kho Tén Vat Tu Ngay thang SO Lugng Pon Gia Thanh Tién
KO1 Man hinh 01/07/2010 30|7 ?

KD2 Case 02/07/2010 20

Ko2 Mouse 08/07/2010 11

KO3 Case 09/07/2010 23

KD2 Man hinh 12/07/2010 23

KO3 Mouse 25/07/2010 11

KO1 Man hinh 30/07/2010 34

KO3 Power 01/08/2010 11

Tié'p tuc cho cdc vdt tir khac

BANG GIA BAN HANG THEO 6 THANG CUOI NAM 2010

Tén Vat Tu

Thang

Man h

inh

Case

Mouse

bia cing

UsB

Power

Tén Vat Tu

Man hinh
Case
Mouse
Bia ci'ng
USB
Power
Thdng ké tdng sé lugng theo tirng kho Thong tin da tao list
chon déi tugng TK [Téng sé lugng Ma kho Tén vat tu
Tén vat tu 7 KO1 Man hinh
M3 kho Ko2 Case
KO3 Mouse
Pia cling
USBE
Power
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Yéu ciu:
Kiém tra c6t ngay nhap trong 6 thang cudi ndm 2010.
Dung céng thifc mang, ham INDEX, MATCH dé tim don gia tudng (ing.
Dung cdng thirc mang tinh Thanh tién theo cong thirc: S6 lugng * Bon gia.
Pinh dang thang chén t6 mau xanh, thang 1é t& mau xam.
Bang théng ké thanh tién theo vt tu va thang ban.(Ding Table 2 chiéu dé théng ké).
Bang thdng ké s& lugng vat tu theo kho. (Dung cng thifc mang 1 chiéu dé thdng ké).
+ Tao list danh sach dong cho ma kho, tén vat tu.
+ Lap cbng thirc théng ké tuang Ung véi ma kho, tén vat tu theo gia tri ngudi dung chon trong list.

o n RN

Pé 19:
Tai sheet Dulieu
1. Chirc vu: Dung cdng thirc mang tra trong bang Théng tin tao list.
2. Dung Conditional Formating: T6 mau xen ké cac cdt, t& mau cho nhiing dong cé M& NV triing
nhau nhu hinh mau dudi day.

DANH SACH NHAN VIEN CONG TY ABC

Ma NV Ho Tén Ngay sinh Noi sinh Chifc vu SDT lién lac Nam vao lam  Phan xudng

NVO09 [Trinh Thi ¥an 30/08/1988|Thanh Hoa Nhan vign 9034014020 2000 Phan xudng I Danh hiéu Thi dua
NvV008 [Cao Thi Nguyén 08/11/1989|Nha Trang Mhan vign 222001141 2001 Phan xudng 11 [Nhac nha

NVD09 [PEng Thanh 17/05/1965|Tp HCM Mhan vign 4410500096 1990 Phan xuong I |Danh higu Thi dua
NVDO2 [Nguyén Thi Kigu 15/05/1990|Kién Giang Nhan vién 4500078803 2007 Phan suding I Danh hiéu Thi dua

3. Khdng ché dir liéu nhap: Tai cdt Phan xudng va Ghi chi, chi cho phép nhap dif liéu theo danh
séch tai bang Thong tin tao list. Cot ngay sinh tir 1/1/1950 dén 31/12/1994

4. Dung Pivot Table thong ké c6 bao nhleu Nhan vién dat Danh hiéu thi dua

5. Dung coéng thirc mang thdng ké s6 mau tin thoa didu kién tai 3 list sau theo nhu’ mau sau:

Thong ké sd mau tin thoa diéu kién tai 3 list sau
Chicvu| MNhan vién

Phan xudng|Phan xudng I K&t qua la > | 2

Ghi ché| Nhdcnhg [
Danh hiéu Thi dua |

Tai sheet ThongTinNhanVien

1. Khi click chon 6 G5 sé hién thong tin chi ti€t ciia nhan vién do.

Hoang Van
Pham Thi M¥
Tran Hoéng Hai
Nguyén Quang
Sir Tl'i Thanh

MNguyen Thi Ngoc
L& Thi Tudng
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Tai sheet SubTotal
1. Dung SubTotal Théng ké tdng s6 ngudi theo Chirc vy.
2. Thay thé tir Count bang chudi Téng s6 la . )
3. Dung Conditional Formating dinh dang mau nén cudi moi nhdm nhu mau sau

123 A B C T D | E L F | G | H
1 DANH SACH NHAN VIEN CONG TY ABC
|2 Ngay sinh MNoi sinh Chirc vu SDT lién lac Nam vao lam Phdn xuidng
[ [ - 3 BVO18 |[Poan Nguyen Mooc [ 12/03/1990(Bén Tre Bao ve 1500784512 2006 Phan sudng 11
= 4 [BVDDE |Binh Thi Thay 03/02/1991|Phu Yén Bao vé 6509966224 2009 Phan xudng I [Danh higu Thi dua
= | 5 |pvoz22 Nguyan Binh 20/07/1988(D3 NSFQ Bao vé 1900363636 2011 Phan wuding II_|Nhac nhd
- | B |BvO2S Nguyan Ding Thoy | 17/10/1920|Tay Minh Bao ve 2800787891 2011 Phan xutng II_[Danh hiéu Thi dua
= |7 Bao vé Tong s la 4
[+ 8 60001 |Béng Thanh 17/05/1965|Tp HCM Gigm dfc | 4410500096 1990 Phén »xudng 11 |Danh higu Thi dua
= |9 Giam dc Téng s6 1a [1
[ - 10 [NvOO9 [Trinh Thi Wan 30/08/1988|Thanh Hoa han vién [ 9034014020 2000 Phan xudng Danh higu Thi dua
1 [MVO02 |Cao Thi Mguyén 08/11/1989|Nha Trang han vién | 1222001141 2001 Phan xuang 11 [Mhac nhd
2 [NVDO2 [NguyBn Thi Kigu 15/05/1990|Kién Giang han vién [ 4500078803 2007 Phan wiudng Danh higu Thi dua
: 3 [NVOOS |TrEn Thi Thu 23/09/1990|Hung Yén Nhdn vién | SS00356666 2009 Phan wudng 1
= |14 |MV021 [VE Thi Yén 19/07/1920|Tién Giang Nhan vién | 3969696969 1999 Phan xudng I1
= | 15 |MVOO4 [Va Thi Digp 17/10/1979(Long &n han vién | 3805030303 1998 Phan xudng 111 [Danh higu Thi dua
= 1B MvE03 [Nguyen Hu 29/11/1971|B&n Tre han vién | 2055050505 1987 Phan xuing Nhac nhad
« 17 [Nv020 [Pham Thi M§¥ 04/12/1980IL4m Dong Nhdn vién | 5305000020 2011 Phén sudng [ |Mhac nhd
* |18 |NVO1S |Tran Hoang Hai 20/05/1980|Tp HCM Nhén vién | 6330733333 2011 Phan xudng I |Danh higu Thi dua
| 19 [MVD16 [Mguyen Quang 18/12/1980|Tp.HCM Hhan vién | 1245789991 2000 Phan xudng I
anirgvnn 15 Thi Thanh 15121983 Khanh HAa Mhan vign | 9NANRNSNEN 2nni Phan zfinn 1T INRAr nhet
A
De 21:

Dua vao dir liéu dudc cung cap ( Baithi_excel.xls ) thuc hién cac yéu cau nhu sau.
Bai 1: Sheet Chitiet, Bangdo

CHITI TXU TV TT QUi1VA2CHO CAC CONG TRINH

Stt | Ngayxu t | Mav tt Ténv tt Tén cong trinh S 1 ng n gia Thanh ti n
01 | 22/01/2010 XM Nha tré 150
02 | 23/01/2010 FE5 Xi nghiép ABC 100
03 | 22/02/2010 FET Xwéng In 200
04 | 15/02/2010 SON Khu dan cw X 600
05 | 20/02/2010 SCT Phong kham 170
06 | 20/03/2010 CA Nha tré 150
07 | 26/03/2010 DA12 Xi nghiép ABC 106
08 | 29/03/2010 DA34 Xwéng In 200
09 | 30/03/2010 GO Khu dan cw X 400
10 | 02/04/2010 XM Phong kham 100

Yéu cau : thuc hién cong thirc mang

1. Khdng ché dir liéu nhap ( Data Validation)

a. S0 lugng xuét phai >0, Thong bdo I6i néu vi pham

b. Ngay xuét vat tu phai trong pham vi 6 thang dau ndm. Thong béo 16i khi vi pham.

c. M3 vét tu s dung dif liéu Bang danh muc vat tu' ( Trén Sheet Bang do ) tao List dé
ngudi ding chon. Thang b&o 18i khi ma vat tu khéng c6 trong danh sach.
2. Tén Cdng trinh s(r dung List dé chon vdi dif liéu cé trén Sheet Bang do. Cho phép cap nhat thém
Tén cong trinh.
3. Tén vat tu : Dua vao Bang danh muc vat tu ( Trén Sheet Bang do) thuc hién do tim.
4. Pon gia : Dua vao m3 vat tu do tim trén bang Danh muc vt tu dé I8y don gid. NEu vat tu xudt
cho céng trinh trong Thang 2 hodac Thang 4 thi giam don gia 3%

5. Thanh tién : S6 lugng * Bon gia
6. S dung Format Condition dé thuc hién td mau nén cic cng trinh Khu dan cu’ X ¢6 thanh tién

>10.000.000.
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Bai 2: Sheet Thongke_SubTotals
Dua vao thong tin dugc cung cdp trén Sheet Thongke_SubTotal thuc hién yéu cau sau :

Thuc hién théng ké béng Pivot Table theo nhv mau sau :

Théng ké sb lwrgng va thanh tién tirng loai vat twe theo céng trinh

|Tén vat tw | »|Data [+

Cat t6 twérng Sen chong tham Xi méng
Tén céng trinh S6 lwong Thanh tién S6 lwong Thanh tién
Khu dan cw X 650 12350000 640 11520000
Nha tré 150 1164000 150 2619000
Phong kham Ba khoa 1400 10864000 170 3133100 100 1746000
Grand Total 1550 12028000 820 15483100 890 15885000

S dung Table 2 bién dé thuc hién thong ké c6 mau nhu sau :

Doanh thu thanh ti n ¢ a cac cong trinh theo thang

Thang 1 Thang 2 Thang 3

Xi nghi p ABC
X nglin
Nha tr

Dé 22:
Trinh bay bang tinh, lap céng thic tinh cho cac 6 cdé dau ? va Iluu bang tinh véi tén
BaiThiExcel.xls vao thu muc dang lam viéc.

Bai 1:

Sheet 1: BaiThi

THEO DOI HANG BAN

Khach Hang g So luong Thanh Tién
01/04/2011  |Anh Hai Ap thun tré em 30 ? ?
0204/2011  |Chi Mai A scrmi 20
03/M04/2011  |Anh Hai Ao thun ngwoni lém 30
03/04/2011  |Chi Mai A s mi 2]

04042011 |Anh Hai Ap thun ngudi lan 50
04/04/2011  |Chi Binh Khan nhd 80
... tiép theo cac dong dir liéu khac.
Sheet 2:
Bang don gia Danh Sach No Dau Ky
Ao thun tré em 20,000 Anh Hai 10,000,000
Ao thun ngudi Ién 50,000 Anh Nam 25,000,000
Noén 30,000 Chi Binh -
Ao so mi 100,000 Chj Mai 30,000,000
Quéan Jean nam 150,000
Khan nhd 10,000
Quén Jean niv 140,000
Ao khéac 300,000
Khan loai l&n 25,000

Yéu cau: tit ca dung céng thirc mang.
1. Kiém tra s6 Iugng nhap phai I6n han 0, cot ngay nhép trong thang 4 ndm 2011.
2. Don gia lay trong bang dan gia.
3. Thanh tién=S0 lugng * don gid. Néu ngay ban vao ngay 30/4/2011 thi tdng 10% trén thanh tién (dung
cdng thifc mang).
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4. T6 mau danh d&u 03 mau tin cé Thanh tién cao nhét.
5. Trong bang Theo D&i Cong Ng Tirng Khach Hang, chon tén khach hang tir List dong KhachHang dugc
tao ra tur c6t Khach hang trong bang Danh Sach Ng Bau Ky. Xuat hién:
+ Ng dau ky: 18y ng dau ky cua tirng khach hang trong bang s du dau
+ Ng phét sinh: tinh t6ng s6 tién phéat sinh trong bang ban hang
+ Ng cudi ky: Ng dau ky + Ng phat sinh
6. Chén thém 1 sheet mdi dat tén ThongKe. Dung Consolidate thdng ké so lugng theo Tén hang.

Tén hang Sé luong

Ao thun tré em 345
Ao so mi 695
Ao thun ngu i lén 440
Khan nhd 440
Khan loai 16n 107.5
No6n 30
Quan Jean nam 175
Ao khéac 41
Quan Jean nir 10

7. Tir bang thdng ké dudc tao ra & cu 7, vé biéu do theo mau sau:

BIEU DO THONG KE SO LUONG

%QQ

@Q

o

Aothun Aoso mi Aothun Khan nhd Khanloai  Nén Quan Aokhéac Quan
tré em nguoi I&n Jean nam Jean ni¥
I6n

pé 23:
Tai Sheet ChiTiet hay :

Khong ché dir liéu nhap: cot Ma HG chi cho phép nhap theo danh sach Ma ho & Bang Baon Gia bién.

Pinh dang: Dung Conditional t6 mau cho nhitng dong c6 S6 Ngoai Pinh Mdc la 0.

Tién Trong Pinh Mirc = SO Trong Dinh Mc * Bdn Giad. Vdi Ban gia tra trong bang Bon Gia (Yéu cau

dung ham INDEX).

4. Tién Ngoai Pinh Mirc = SG Ngoai Binh M(rc * ban Gia * 1.5. Vi bon gia tra trong bang Ban Gia (Yéu
cau dung ham INDEX).

5. Dung Pivot Table théng ké: Tién trong dinh mirfc va Tién ngoai dinh m{'c theo Khu Vut.

6. Dung cong thirc mang:

- Tinh Thanh Tién = Tién trong dinh mdc + Tién ngoai dinh mic

- Thong ké Tong thanh tién cla khu vuc A va B

Tai Sheet TongKet hay :

7. Dung Data Table 2 bién Thong ké Thanh Tién theo Ma Ho va Khu Vuc
THONG KE THANH TIEN THEO KHU VUC VA MA HO

W=
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8. TUirdir liéu Thng ké cla cau 7, hdy vé bi€u d6 dang Line nhu’ mau sau:

Biéu b6

pé 27:
Trinh bay bang tinh, 1ap cong thirc tinh cho cac 6 cd ddu ? va luu bang tinh véi tén BaiThiExcel.xls vao thu

muc dang lam viéc.

Sheet 1: BaiThi

Ngay Khach Hang Tén hang Dvt [S6 luong| Dongia | Thanh Tién
01/04/11 [Anh Khanh Ca trirng (10c) 30
02/04/11 |Anh Thanh Thit bap 20
03/04/11 |Anh Khanh Ca trirng (Bc) 30
03/04/11 |Anh Thanh Thit bap 5
04/04/11 |Anh Khanh Ca trieng (Bc) 50
04/04/11 |Anh Thanh Ca Vién 10
04/04/11 |Chi Nga Bao tir 80
05/04/11 [Anh Khanh Bau ca hoi 10
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P k3
... Xem dir liéu mau

Nhap mat hang cantim

9

Sheet2: BangDo

Bang do
Tén hang Pon vi Don Gia

Catrikng (10c) Wi 8 poo
Catrirng (30) Vi 9 000
B au ca hai Ky 30 D00
Thit bap Kg 80 po0
Murc Kg 120,000
Bao tir Bich 7 000
Bui ghe Kg 140,000
Card Bich 6 000
Ca chach Bich 6 500
Ca Vién Kg 45 D00

Sheet 3: ThongKe

Bang théng ké téng doanh thu cua tung khach hang theo mat hang
Catrkng (10c) [Ca tring (Bc) [Dauca hoi [Thit bap [Myc  |Baotld |Duighe |Card

Khach
Anh Khanh
Anh Hao
Chi Nga
Anh Thanh
Tdng cdng

Ca chach |Ca Vién

Yéu cau: Sheetl chifa dif iéu thi, Sheet2 chlra bang do, Sheet 3 chlra bang théng ké.
1. Ban vi, ddn gia lay trong bang don gia (Dung ham Index)
2. Kiém tra s lugng nhap phai I6n hon 0
3. Thanh tién=50 Iugng * don gid. Néu sd lugng ban I6n han 100 thi giam 10% trén thanh tién (dung
cong thirc mang).
4. Nhap mat hang can tim. Néu mat hang do cd ban trong thang thi ghi cé ban, ngudc lai ghi khong co
ban
5. T6 mau cho mat hang tim thay trong bang & cau 4.
6. Lap cdng thic cho bang thdng ké 1, tinh tdng doanh thu cua tirng khach hang theo mat hang (dting
table 2 bién).
7. Lap cong thifc cho bang thdng ké 2:
- Chon mét hang:Tao list d€ chon mét hang can tim 13y trong bang don gia (List dong).
- Chon khach hang: Tao list khai bao truc ti€p gém co 4 khach: Anh Thanh, Anh Khanh, Chi Nga,
Anh Hao.
- Tinh téng s6 lugng ban theo tirng khach hang tudng ('ng véi mat hang dugc chon. (Dlng cong
thirc mang dé théng ké).
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pé 29:

T dit liéu cho san hay thyc hién cac yéu cau sau:

1. LAp cdng thic tinh todn theo yéu cau sau:

M3 hang: tao List d€ 13y ma hang trong danh muc ma hang

Inch: tao List dé I8y Inch trong Sheet danh muc

Tén hang: gém 2 phan Tén va kich c& VD: M3 hang la PA, Inch la 29 ---> Panasonic 29 inch

Pon Gia: (Tra trong bang Danh muc, sif dung ham Index)

Thué: Néu mua Tivi cd Inch >32 thi chiu thué hang xa xi la 5%

Thanh tién: S6 lugng*Paon Gia+Thué . Néu ngay ban trudc ngay 15/5/2011 thi giam 10%

Qua téng: Néu mua mat hang I6n han 32 Inch thi téng “dan treo tudng”.

2. Dung Conditional Formating dinh dang dong c6 dan treo tuwdng theo yéu cau nhu sau: T6 mau va gach
ngang than chir

3. Khéng ché dir liéu nhap tai cot S6 Lugng, Chi cho phép nhap s6 > 0. Xuat hién théng béo 16i khong cho
phép nhap néu kiéu dir liéu khdng phai la s6

.
ixd

. . . . . .
DO I X X XK <

4. Trich nhitng dong c6 Doanh Thu >=5.000 USD cia Ma hang la PA
5. Dung Data Table 2 théng ké Téng Chi Phi theo bang sau
THONG KE THANH TIEN
21inch 32inch 42 inch 64 inch
PA
SA
SO
TO
6. DUng Pivot Table thdng ké Téng tién theo Ma hang sang sheet mdi theo nhu’ mau sau
Inch [+
M Hng [+|Data = 21 32 42 64|Grand Total
DE Sum of THnh Tién 2700 1736295 20062.95
Sum of 56 lwong 10 28 38
PA Sum of THnh Tién 4750 6340 2629375 37883.75
Sum of S6 lwong 19 15 30 64
SA Sum of THnh Tién 19655.2 19655.2
Sum of S6 hrgng 31 31
SO Sum of THnh Tién 14000 9560 18755.55| 42315.55
Sum of S5 hrong 50 20 21 91
TO Sum of THnh Tién 237669 23766.9
Sum of 56 hrong 34 34
Total Sum of Thnh Tién 21450, 16400 60785,05 450493| 14368435
Total Sum of S6 lwgng 79 35 93 51 258

7. Dung Validation dé tao list va lap cdng thirc tinh todn theo yéu ciu sau

< Lap cong thirc tinh todn cho & Tén (kAi chon m& hang thi tén hién theo), Thanh tién cua loai hang
theo Inch
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