EAI LI E U‘Co M Thu vién tai liéu hoc tap, tham khao online 16n nhit

Mai céc em hoc sinh ciing quy thay c6 gido tham khao ngay hudng dan giai bai tap Tin hoc 16p 7
Bai thuc hanh 1: Lam quen véi Excel ngian gon va day du nhit, duoc chdng tdi bién soan va chia
sé dudi day.

Bai 1 (trang 14 SGK Tin hoc lép 7):

Khaoi dong Excel.

a) Liét ké cac diém gidng va khac nhau gitra man hinh Word va Excel.

b) M& mot vai dai I1énh va quan sat cac I1énh trén cac dai Iénh do.

¢) Kich hoat mét 6 tinh va thyc hién di chuyén trén trang tinh bang chudt va bang ban phim.

Quan sét sy thay doi cac 6 trén hang (cot bén trai) va tén cot (hang trén cing).
Tra loi:

a) So sanh man hinh Word va Excel:

* Gibng nhau:

- Céc thao tac khoi dong, luu két qua, va thoat khoi chuong trinh.

- Péu c6 thanh tiéu d8, thanh chira cAc dai lénh, cac thanh cdng cy, thanh trang thai, hai thanh

cudn va vung nhap liéu.

* Khac nhau:

Excel Word

\Vung nhap liéu cé dang bang tinh. Vung nhap liéu c6 dang trang giay.
Tén mac dinh la Bookl. Tén mac dinh la Document1.

Co thanh c6ng thuec. Khéng c6 thanh cdng thuc.

Co dai Iénh Formulas va Data nhung khong  C6 dai 1énh References va Mailings nhung khong

cé cac dai Iénh References va Mailings. c0 cac dai Iénh Formulas va Data .
Quan ly dir liéu bang bang (hang va cot). Quan ly dix liéu bang ki tw, hang, doan, trang.

b) Quan sat cac 1énh trén mét vai dai lénh:
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- Dai lIénh Home:

X H9-~-|s Book1 - Microsoft Excel - O X
Home | Insert Page Layout Formulas Data Review View & e = eP 23
Calibri 11 - = o 3 - A7,
=) g B 7 U~ A A - e L. @ ;‘?1
—h H.'a - u - & ‘i_ - -
Paste . @ Alignment Number Styles | Cells
s ‘; i | Sy A~ - - - - AP
—_— | —
Clipboard Font [ Editing

+ Lénh pase dé dan dir ligu.

+ Lénh & dé di chuyén dix liéu.

+ Lénh 23 4é sao chép dir liéu.

+Lénh B £ T 7 4 dinh dang kiéu chir (in dam, in nghiéng hoic c6 gach chan).

+Lenh &M" "7 4 dinh dang phéng chi, ¢ chi.

+ Lénh == & dinh dang mau nén, mau chi.

+ Lénh = va dé dinh dang cin chinh vi tri dit liéu trong 6 tinh.
- Dai Iénh Insert:

X Ed9-™~-|s Book1 - Microsoft Excel - O X

Home | Insert | Page Layout Formulas Data Review View & 0 o P &
F e e a2 5 @ 40

PivotTable Table | lllustrations Charts Sparklines Sjicer Hyperlink = Text  Symbols

v - v v v

Tables Filter Links
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=

+ Lénh Table dé tao bang.

raal

+ Lénh P9 & cheén anh vao bang tinh.

+ Lénh & 4 chen hinh vé dac biét vao bang tinh.

Al

+ Lénh ©harts 3¢ tao biéu do.

0
+ Lénh smbels 38 viét cac ki tu toan hoc, ki tu dic biét.

- Dai lénh Page Layout:

|I|' H9 ~-|= Bookl - Microsoft Excel - O ot
mme Insert | Page Layout | Formulas Data Review View & @ = & =
i Orientation = »—, Breaks = =
Aq] o p= =il = @
- Size = ~ Background
Themes Margins - - Scale Sheet | Arrange
v @' - l_ﬁlﬁ'rint Area Llj_':;;,'] Print Titles to Fit~| Options ~ -
Themes Page Setup ]

- Dai lénh Formulas:

EE9- ™= Bookl - Microsoft Excel - 0 %

MHDME Insert Page Layout @ Formulas | Data Review View & e o pF 3
Z AutoSum ~ Logical ~ - ;
fe & G- g o @

Recently Used = [A Text v
Insert & @ ﬁ Defined Formula @ Calculation

Function @ Financial = E“ Date & Time = ﬁ]r Names » Auditing = -
Function Library

- Dai 1énh Data:
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[XI[ HY-t-|s Book1 - Microsoft Excel B O 3

Me Insert Page layout Formulas | Data | Review View & @ o &@ =
= ' - ! = : =4 ~

2 REUE VS E B2 s
by & — [

Get External Refresh Z| sot | Fiter o | Textto Remove Outline
Data - Al = 7 | Columns Duplicates gﬂ‘-}' ¥
| Connections | Sort & Filter ‘ Data Tools
- Dai 1énh Review:
X Ed9--~-|+ Book1 - Microsoft Excel — O 4

Home Insert Pagelayout Formulas Data :Review View & o o P 23

4 Spelling E} 'L] [ B | ﬁﬂ Protect Sheet @
), Research & o [ #}} Protect Workbook @

Translate New

<> Thesaurus Comment 2|25 K& Share Workbook 3~
Proofing | Language Comments Changes |
- Dai Iénh View:
XEd9-~-|= Book1 - Microsoft Excel — a X

mme‘ Insert Page Layout Formulas Data Review View & @ o & =
: G| | Q| =&

Show Zoom | Window Macros

- v v -

Workbook Views | ‘ Macros

b)
- Pé kich hoat mét 6 tinh, em chi can nhay chudt chon 6 tinh d6, vi du trong hinh dudi ddy dang

chon 6 tinh A1l:
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[Ef o9 -¢-|s Bookl1 - Microsoft Excel — O X
Home | Insert Pagelayout Formulas Data Review View & @ o & =
= n ibri . - poy [ v A v
‘j & Calibri 1 = % A ) T
- Bav B Z U ~ Y, ® Yy
Paste kﬁ vvvvvv 5 A A Alignment Number Styles  Cells E #
ol B T I e e ol R P
Clipboard Font ™ Editing
Al v (= £ v
A | B C D - F G T
1] la E
2 4
3 \
4 | v
W 4 b | Sheetl /Sheet2 ~Sheets /¥3 ~ []4] i l (208
= [ R ——c
- Di chuyén trén trang tinh:
+ Bang chut: Giir chudt vao 2 thanh cudn dé di chuyén trén trang tinh.
] HD~ ™= Bookl - Microsoft Excel - O X
File Home  Inset  Pagelayout  Formulas Data Review View © @ o & £2
Al - (= S |}
A | B | ¢ | b | E F G L A

2

ENEATS PRI it \I

4 4 » M| Sheetl Sheet? . 'Sheet3 ~¥J -

T4

hai thanh cuon

r[IIv

Ready |

([EHOm 100 =) 0

@ et

+ Bang ban phim: Str dung cac phim 1, |, <, —, Enter, ... ¢ di chuyén qua lai giira cac 6 tinh.

+ Khi di chuyén qua lai gitra cac 6 tinh, cac nut tiéu dé cot va hang cua 6 dang ding c6 ma khac

S0 véi mau cua cac hang cot con lai:
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Al - (¢ fe

Blwin|-|

Bai 2 (trang 14 SGK Tin hoc lép 7)

Nhap dix liéu thy y vao mot 6 trén trang tinh. Hay ding phim Enter dé két thiic viéc nhap dir li¢u

trong 6 d6 va quan sat 6 dugc kich hoat tiép theo.

Nhap dit liéu tuy y vao mot 6 khac, nhung thuc hién mét trong cac thao tac sau khi go:
a) Nhan phim Tab b) Nhan cac phim mii tén

¢) Nhan phim Esc ~ d) Nhay chugt trén mot 6 khac

Quan sat két qua nhap dir liéu va 6 duoc kich hoat tiép theo, rt ra cac két luan vé cac cach co thé

dé két thac viéc nhap di liéu vao mot 6.
Thoat khoi Excel ma khong Iuu lai két qua nhap dir liéu caa em vira thuc hién.
Tra loi:

- Khi nhan phim Enter , 6 tinh bén dudéi 8 tinh hién tai s& dugc kich hoat.Vi du sau khi nhap dit

liéu 6 tinh D1 va nhan phim Enter :

XId9-®~-|s Bookl - Microsoft Excel - O X
“ Home Insert Page Layout Formulas Data Review View @ e o B
D2 M 23 I~
A B c [ o | E F G BE
1 viduy nhap dirliéu bang tinh 1
2 | 2 | E
3
4

- Nhap dir liéu vao mét 6 khéac, vi du 6 D2:

a) Khi nhan phim Tab, & tinh bén phai 6 tinh hién tai (E1) s& duoc kich hoat.
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X Hd9-~-|= Book] - Microsoft Excel - 0 %

m Home Insert Page Layout Formulas Data Review View @ 9 = e 28
£l - (" £ =
A B £ D E F S [
1 |vidu nhap di¥ lidu bang tinh E|
2 | L
3 4
4 |
b)

- Khi nhan phim miii tén 1, 6 tinh bén trén 6 tinh hién tai s& dugc kich hoat, trudng hop 6 tinh

hién tai ¢ hang 1 thi kich hoat chinh 6 tinh hién tai (D1).

FA™ R AR SR Book1 - Microsoft Excel - O X

Home Insert Page Layout Formulas Data Review View © 0 o P R
D1 v (" S | bangtinh v
A B C D E | F _ G | H [fj

vidu ‘nhép dirlieu  [pb&gtinh 1 D

alwm ]

- Khi nhan phim miii tén |, 6 tinh bén dudi 6 tinh hién tai (D2) s& duoc kich hoat.

AR e A R Bookl - Microsoft Excel - El %

m Home Insert Page Layout Formulas Data Review View @2 0 = pE 22
D2 MG | v

A B | D E | F G | H
1 |vidu nhap dir ligu bang tinh
2 | op _|

3 |
4 |

L % i

- Khi nhan phim mili tén <, 6 tinh bén trai 6 tinh hién tai (C1) s& duoc kich hoat, truang hop 6

tinh hién tai ¢ cot 1 thi kich hoat chinh 6 tinh hién .
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Xl d9-~-™~-|= Book1 - Microsoft Excel O X

Home Insert Page Layout Formulas Data Review View @ o o P =3B

c1 v £ | dirlidu v

A B C D | E | F G H ko

1 |vidu nhap ldit liéu .béngd}h E

—2 | e =
3
4

- Khi nhan phim miii tén —, 6 tinh bén phai 6 tinh hién tai (E1) s& duoc kich hoat.

X A9~ Bookl - Microsoft Excel

Home Insert Page Layout Formulas Data Review View @ 0 o e 2
El - (" £ =
A oI [ - [T E F G R
1 |vidu nhip dir liéu bang tinh H
2 | i
3 |
4]
¢) Khi nhan phim Esc, & tinh hién tai (D1) s& duoc kich hoat.
Xld9~--|s Book1 - Microsoft Excel ] X
Home Insert Page Layout Formulas Data Review View © 0 o @ R
D1 v (" f< | béngtinh v
|4 & | B8 | & b | E [ F G N
1 |vidu nhap dir liéu b{g tinh 1 E]
2 \
3 \
4 ]

d) Khi nhay chuét 18n mét 6 tinh khac, thi chinh 6 tinh dugc nhan vao s& duogc kich hoat. Vi du

nhay chuét vao 6 tinh C3:
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X9~ |s Book1 - Microsoft Excel - O X
Home Insert Page Layout Formulas Data Review View @ 0 o B 2R
c3 v & _f:'r v
A B | ¢ | b | E F G H &
1 vidu nhap dir liéu bang tinh ::
2 E
El (& ]

Bai 3 (trang 14 SGK Tin hec lép 7)

Khai dong lai Excel va nhap dit liéu ¢ bang dudi day vao trang tinh:

A - | ¢ D E
1 Danhsach ldpem
2 Stt Ho va tén
1 Dinh Van Hoang Anh
2 Lé Thi Hoai An
3 Lé Thai Anh
4 Pham Nhw Anh
5 Vi Viét Anh
6 Pham Thanh Binh
7 Tran Qudc Binh

‘mmummhw

Luu bang tinh véi tén Danh_sach _lop_em va thoat khoi Excel.

Tra loi:

- Budc 1: Khai dong trang tinh: Nhay chudt vao nat . trén thanh cong cu dé mao bang chon

Start, chon Microsoft Excel dé khoi dong Excel:
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Microsoﬂkxcel 2010

@ Microsoft Office 2010 Upload Ce...

Microsoft PowerPoint 2010

L0 @ e

- Bué6c 2: Lan luot nhap dii liéu vao cac 6 nhu trong hinh, c6 thé sir dung chuét hodc cac nit miii

tén di chuyén, phim Tab,.... trén ban phim dé di chuyén qua lai gitta cac 6 tinh:

Home Insert Page Layout Formulas Data Review View

B10O v F v

A B C D E F G o
1 |Danh sachlépem
2 |5t Hovatén
3 1 Pinh Van Hoang Anh =
4 2 L& Thi Hoai An
3 3 LB Thai Anh
6 4 Pham Nhw Anh
7 5 VU Viét Anh
8 6 Pham Thanh Binh
9 7 Tran Qudc Binh
10 A 4
M 4 » M| Sheetl ~Sheet? ~Sheet3 ~¥J 4] i | » [
Ready | (B2 B 100% (<) ) (+) .

Lﬂ, Save As

- Budce 3: Luu bang tinh vai tén Danh_sach _lop_em: M& bang chon File va chon :

ctra s6 Save As hién ra, em hay thuc hién nhu sau dé luu tép tin:

Website: https://tailieu.com/ | Email: info@tailieu.com | https://www.facebook.com/KhoDeThiTaiLieuCom



https://tailieu.com/
https://www.facebook.com/KhoDeThiTaiLieuCom

AI LI E U 'Co M Thu vién tai liéu hoc tip, tham khao online 16n nhat

@ Save As A
“— « 4 Il > MyComputer » Desktop v Search Desktop el
Organize New folder Bz - (2]
o
A Mame Date modified Type
s Quick access .
B Desktop€—= New folder 1- chon durong 11/26/201712:49 ... File folder
P &) Book1 dan lru tep tin 11/28/2017 1:53PM  Microsoft
& Downloads
=l Documents # ¥ < I 2. dat ten cho tep tin ?
File name: | Danh_sachj'np_em vl
Save as type: | Excel Workbook ~ ‘
Authors: Windows User Tags: Add atag
[] Save Thumbnail A llllﬂ\' Save
~ Hide Folders Tools = Save Cancel

- Budc 4: Mo bang chon File va chon — dé dong tép tin:

FAIR™ B Ad LRl Danh_sach _lop_em - Microsoft Excel - O X
Home Insert Pagelayout Formulas Data Review View ¥ @ = & 2
Shiicnsimioie P Categia

New Relate

: - Prepare for Sharing Last M

Print ('L.{}: Before sharing this file, be aware Cioate

that it contains:
Save & Send Check for Document properties, Last Pr
Issues - printer path and author's
e name Relate
£ Content that people with Autho
disabilities find difficult to
:] Options read

Last M| _
BxifN .

S Vacalnwa Ralata
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