LIBRARIES

AND

LITERACY

ARCHIVES

5.1 Ké hoach Bai giang Gi&i thiéu vé Microsoft Excel

Trwéce khi I6p hoc bat dau

Thiét Iap May tinh Hoc vién:

1. Sao chép Student Folder (Thw muc Hoc vién) |1én trén desktop (man hinh may tinh).
2. Chuén bj ban in clia cac tai liéu sau:

e 5.0.1 S6 tay Hoc vién Gidi thiéu vé Microsoft Excel (tr Thw muc Hoc vién)

e 5.3 Khdo sat Bai gidng Gidi thiéu vé Microsoft Excel

e 5.4 Chirng nhan Khoéa hoc Gidi thiéu vé Microsoft Excel néu in

trwdc chirng nhan B4 tri May tinh cho Gidng vién:

Dam bao may chiéu LCD va may tinh 1am viéc t6t. Hoan thanh Thiét
lap. May tinh Hoc vién trén may tinh dung dé trinh bay.

M& cac tai liéu dwdi day trén may tinh ctia ban, sau dé thu nhd ching xubng thanh
c6ng cu chi dé lai man hinh may tinh ctia ban xuét hién.

e 5.2 Bai Trinh bay Gid¢i thiéu vé Microsoft Excel
e T Thw muc Hoc vién
o 5.0.2 Trd Thi d6 cac Thanh phan Man hinh cia Microsoft Excel
o 5.0.3 Hoat déng Lap ngén sach
Trong I1&p
Cho hoc vién biét rang Gidi thiéu vé Microsoft Excel la mot khéa hoc kéo dai tir hai
(2) dén bdn (4) gi¢r, dworc thiét k& dé giup hoc vién lam quen véi cac thuat ngir, thanh
phan man hinh va cac chirc ndng dwoc st dung thuwéng xuyén do Microsoft Excel
cung cap. Khéa hoc sé tap trung vao cac quy wéc dat tén tép va quan ly tép. Hoc vién
sé tao va lwu bang ngan sach lam viéc dé st dung phuc vu cho lgi ich ca nhan cla
minh.

Hoan tat phan gi¢i thiéu. Héi xem da hoc vién nao cé kinh nghiém lién quan chua.
Giai thich rd rang chung ta sé chi tim hiéu cac van dé co ban do day chi la khéa hoc
so cap. Dat cau hdi vé ky vong cla hoc vién... vi du: “Ban hy vong sé hoc duoc gi
hém nay?”

Mé réng 5.2 Bai Trinh bay Gi&i thiéu vé Microsoft Excel (PPT).




St dung céc théng tin hwéng dan dwéi day dé thuyét trinh cdc slide PPT. Yéu
cau hoc vién ghi chép lai vao sé tay hoc vién (cac dong chdm trong sé tay hoc vién la
danh cho muc dich nay) khi can thiét. KHUYEN KHICH hoc vién dirng ban lai dé hoi
khi ho cé bét ky thdc mac nao.

Muc tiéu hoc tap:

. Xac dinh dwoc cac phan chinh cla clra s6 Microsoft Excel.

o Xac dinh dwoc muc dich cua cac Iénh trén thanh menu.

. Thao tac véi cac nat trén thanh céng cu.

o Giai thich muc dich cta cac tly chon cé sén dé in bang tinh.

. Nhap va dinh dang van ban va sb trong cac 6.

o Di chuyén thanh céng tir & nay sang 6 khac cé chira céng thirc va van ban.
. Sao chép, Cat va Dan van ban va céng thirc.

. Hiéu r6 vé tham chiéu 6.

. Thuc hién cac phép tinh toan hoc co ban trong bang tinh.

Hb tro hoc vién mé& Microsoft Excel trén may tinh ctia hoc vién dé ho cé thé theo dbi khi
ban trinh bay vé cac tuy chon Excel dwéi day trén man hinh. Ban cé thé xem ban in cta
sb tay hwdng dan hoc vién dé duoc hd tro. Ban cé thé danh nhiéu hoéc it thdi gian hon
cho céc tuy chon khac nhau va trinh bay ca céac tuy chon khéng dworc liét ké néu ban
biét dwoc hoc vién sé st dung chung cho cac muc dich cu thé. Ban cling co thé boé qua
tuy chon néu cdm thay ching khéng mang lai loi ich gi cho hoc vién — ban cé thé cho
hoc vién biét rang trong budi hoc thr hai ban sé xem xét cac tuy chon va di sau vao cac
tuy chon khéng dwoc gidng day & budi dau tién.

e Phan trén ctua Ctra s6 Excel
v Quick Access Bar (Thanh Truy cap Nhanh)
v Title Bar (Thanh Tiéu dé)
v" Minimize/Maximize Bar (Thanh Thu nhé/Phéng to)
v' Tabs Bar (Thanh Tab)
e Cac Tuy chon Diéu hwéng
v' |-Beam (Con tré hinh chir 1)
v Horizontal Scroll Bar (Thanh cuén ngang)
v Vertical Scroll Bar (Thanh cudn doc)
e Cac tuy chon Tab File (Tép)
v' Save (Lwu)
v' Save As (Lwu duwéi dang)
v Print (In)
o Orientation (Hwéng)
o Scaling (Ty 1€)



Thanh phan Ribbon (Thanh Tab)
1. Nhom Tab Home (Man hinh chinh):
v Clipboard (Bang tam)
o Cut (Cét)/Copy (Sao chép)/Paste (Dan)
v" Font (Phéng chir)
o Face
Color (Mau)
Size (C& chir)
Kiéu chir (B (In dam), | (In nghiéng), U (Gach chan))
Border (Vién)
o Shading (T6 béng)
Alignment (Can chinh)
o Horizontal (Ngang)
o Vertical (Doc)
o Wrap Text (Ngat dong Van ban)
o Merge Cells (Gop O)
Number (S6)
Styles (Kiéu) (Pinh dang nhw Bang)
Cells (O) (Pinh dang)
Editing (Chinh stra)
o Autosum (Tw tinh téng)
o Sort/Filter (S&p xép/Loc)
o Find/Select (Tim kiém/Chon)
2. Nhom Tab Insert (Chén)
v' Tables (Bang)
v" lllustrations (Hinh minh hoa) (Hinh anh/Hinh)
v' Charts (Biéu do)
3. Nhém Tab Page Layout (B6 cuc Trang):
v' Page Setup (Thiét Iap Trang) —Margins/Orientations (L&/Huwéng)
4. Nhém Tab Formula (Céng thirc) (cac tiy chon nang cao — cé thé bd qua dbi véi hau
hét hoc vién)
5. Nhom Tab Data (D liéu) (cac tuy chon nang cao — c6 thé bé qua dbi véi hau hét
hoc vién)
6. Nhém Tab Review (Xem xét):
v" Spelling (Soat chinh ta):
7. Nhoém Tab View (Xem):
v' Freeze Panes (C6 dinh Ngan):
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5.0.2Tro Thi dé cac Thanh phan Man hinh cda Microsoft Excel
1. M& tép 5.0.2 Tro Thi d6 cdc Thanh phan Man hinh cta Microsoft Excel trén man
hinh.

2. Yéu cau hoc vién tim va mé tép 5.0.2 Tro Thi d6 cac Thanh phan Man hinh cta
Microsoft Excel trong thw muc hoc vién trén man hinh may tinh cta hoc vién.

3. Yéu cau hoc vién lam viéc mot minh hoéc cling mét doi tac khac dé hoan tat 5.0.2
Tro Thi dé cac Thanh phan Man hinh cua Microsoft Excel.

5.0.3Hoat déng Lap ngan sach

Dam bao réng ban da c6 ban in cla tép 5.0.3 Hoat déng Ngan sdch dé theo déi trudc
khi bat dau trinh bay hoat dong dé hoc vién thwe hanh theo.

Mé& rong tép 5.0.3 Hoat déng Ngéan sdch va yéu cau hoc vién tham khao hwéng dan
khi tao bang ngan sach hang thang. Cung cdp mau ngan sach da hoan thién. Bay gi®
dong tép 5.0.3 Hoat dong Ngéan sach.

Mé& mét tai liéu Excel méi va hd tro hoc vién thwe hanh. Sir dung File/Save As (Tép/Lwu
dwéi dang) dé Iwu tép vao Thw muc Hoc vién trén man hinh va hd tro hoc vién lam
twong tw trwdc khi ban bat dau thwe hién theo hwéng dan hoat déng.

Bwéc 1: Nhap va dinh dang van ban

o) Van ban can nhap Dinh dang
A1 Thu nhap Hang thang In dam
A2 dén A19 Cac loai thu nhap ctia ban | N/A
C1 Chi phi Hang thang In dam
C2 dén C19 Cac loai chi phi ctia ban N/A
E1 S6 dw In dam
Bwéc 2: Nhap va dinh dang sb
o} Van ban can nhap Dinh dang
B2 dén B19 Tbng thu nhap ctia ban Loai tién té
D2 dén D19 Tbng chi phi ctia ban Loai tién té
Bwéc 3: Nhap va dinh dang cong thurc
0 Cong thirc | Pinh dang
B20 Ty tinh téng | Loai tién té
D20 Ty tinh téng | Loai tién té
E20 =B20-D20 Loai tién t& va In dam;
Mau D néu gia tri Am va mau Xanh néu gia tri
dwong




Bwéc 4: Dinh dang vién ] ,
Dung chuét, nhap vao 6 A1 va kéo cho dén khi con tré
Calibri =1l ~ A" A" chudt & trén 6 E20. Nha chudt. Ban nén danh du bang
B 7 UG H-)d-A- bang mau xanh. Trong nhém Home/Font (Man hinh
chinh/Phéng chi¥), tim bieu twong vien. S dung menu

Font . 2 A R
L tha xuéng dé& chon All Borders (TAt ca Vién).

Vi du vé Ngan sach da hoan tat

Clipboard Font Alignment
114 - 2
A B C D E

1 Monthly Income |Amounts |Monthly Expenses Amounts |Balance
2 Salaried Work 53,886.00 |Car Payment 5 350.00

3 IRA Distribution | $ 200.00 |House Payment 51,050.00

4 Contract Work 5 600.00 |Phone 5 160.00

5 Utilities 5 350.00

6 Grocery Store 5 400.00

7 Gasoline 5 300.00

8 Car Insurance 5 100.00

9 Toll Road 5 220.00

10 Personal Maintenance | S 100.00

11 Restaurants 5 300.00

12 Entertainment 5 100.00

13 Babysitters 5 350.00

14 Home Maintenance 5 40.00

15 Car Maintenance S5 120.00

16 Medical 5 300.00

17 Pet Medicine 5 125.00

18 Gifts 5 100.00

19 Loan Payment 5 250.00

20 $4,686.00 $4,715.00 | § (29.00)
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Cac Ngudn Tai liéu Trwe tuyén va Thong tin B6 sung trong Sé tay Hoc vién

Chi cho hoc vién xem tai liéu 5.0.4 Cdc Nguén Tai liéu Truwc tuyén vé Microsoft
Excel trén man hinh. Bé nghi ho tim tai liéu nay trong thw muc hoc vién trén man hinh
desktop clia ho va mé né. Bam bao ho co thé dung phim Ctrl/Nhap chudt dé mé céac
lién két.

Sau do, tuy thudc vao cac mirc d6 ky nang ctia hoc vién va thoi gian cho phép, ban cé
thé chon huéng dan bat ky tai liéu nao thém trong s6 tay hoc vién ho&c trong danh
sach nguén luc.

TROQ GIUP HOC VIEN TRONG VIEC SAO CHEP CAC TAP TIN TRONG THU MUC
HOC VIEN SANG O USB HOAC O LUU TRU TRUC TUYEN CUA RIENG HO.

5.3 Khéao sat Bai giang Gidi thiéu vé Microsoft Excel

Yéu cau hoc vién hoan thanh tai liéu phat tay ban in 5.3 Khdo sat Bai giang Gioi
thiéu vé Microsoft Excel va thu lai trwdc khi hoc vién roi I6p.

5.4 Chirng nhan Hoan thanh. Tuy thugc vao kha nang in &n clia ban, hay lam moét
trong nhirng diéu sau:

. Goi tirng hoc vién 1én dé in cho ho Chirng nhan Hoan thanh t» may tinh cta
ban. Ban c6 thé dé nghj ho tw danh may tén ho. Ky chirng nhan.

o Néu may in khéng cé sdn trong phong hoc, chuén bj s8n cac chirng nhan da in
trwde va viet hoac danh may trwédc tén cac hoc vién. Ky cac chirng nhan trwéc
gi® hoc dé s8n sang cho viéc phan phat.
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