B CAUH, IONTxPLY THUY eTi TINH™ C NANG CAO

COu 001/ Trong MiWwhuyais a’'f 1 H Wiached sailg@éntimeters,
n g |ath chin:

Vao File-> Option-> Display-> Advanced> Show measurements in Unit-of
kich ch n Centimeters

Vao File-> Option-> Display-> Advanced> Show measurements in Unit-of
kich ch n Centimeters

Vao File-> Option-> Advanced> Display-> Show measurements in Unit-of
kich ch n Centimeters

Vao File-> Option-> Advanced> Display-> Show measurements in Unit-of
kich ch n Centimeters

ng8p 8n: C

Cau 002 / Trong Word 2010, vthao tac ki phim chut phfi t4 khung séhthfo v Enp b
n g |ath chin:

X- di [nge
M" m tmenutbch acac’inhtacdn g [ i° nng®
Chn “iL ° nge
| n"i I nge
ng8p 8n : B
Cau 003/ Trong Micro§oWord 2010, mun hwitht r ang i n t r°itmthmhim: h3 nh,

Vao File-> Print

Vao Filei View Onscreen
Vao Filei View
Vao File-> Save & Send

ngp 8&n @ A

COu 003/ Trong MiWwhrno stoht@onikohr d ©u0 fGthtelb, s au Kk hi
n g @ath chin:

Vao File-> Option-> Save-> Server drafts location> kich ch n Browse
Vao File-> Option-> Save-> AutoRecover file location=> kich ch n Browse
Vao File-> Option-> Save-> Default file location=> kich ch n Browse

Vao File-> Option-> Save-> Save files location=> kich ch n Browse

ngp 8n: A

CObu 005/ Trong MiWiRjosiaf tb3Wdhr ¢p hZd®BR@hiatrhis au khi
nh€ tr o g nitedendmgivh p phim:

a2 -> D



Ctrl+T

Shift + +

Ctrl + Shift + =
Alt + F8

ngp 8n: C
COu 006/ Trong MiWhrchisbrhin4kio,r dintagi®cihion; L

Vao File-> Print va go 4 vao, tp Copies

Nhih £ h p phim Ctrl +P+4

Vao File-> Properties va go $# vao hp Copies
Vao Home-> Print va g6 S 4 vao hp Copies

ngp 8n: A

Céau 007/ Trong Microsoft Word 2010, thao tac vao EHl®ptions-> Advanced>
Display-> Show measurements in Unitofkichchn Cent i métataclin: ng<€

Chugd " il L H nCentimeters sang Inches
Chuy " il L H ninches sang Centimeters
Chuyd il L H nMetves sang Centimeters
Chuyd il L H nMillwetres sang Centimeters

ng&p 8n: B
COu 008/ Trong MiWtLongaktc Won iitg s2dpnyy &h p phim:

Ctrl + [
Ctrl + ]
Home + L
Ctrl + S

ns8p 8n B

COu 009 / Trong Nghmpdnh2o ¢ GH (Patagrap),phat\sf n&o sau
Loy | 7 sai:

Ch n nat Center trén thanh congec a n kh hilnchanh heb L« vam byj a trang
Kho[ng cach canh ¢ mHonhién la ¥z inch

K h iFbml't nGt canh ct né £co6 tac dngtrénBicfc § cth L v Enrrong tai fiu
Hai oY canh QLHb bi t 1a : First Line va Hanging trong paragraph

n8p 8n: C

Cau 010/ Trong Word 2010, khi vao File > OptionSave-> Default file location:-> kich
chn Br owsmthchig:€

X-a tdnb mhwlh ®p fcikdi sh thfo €
X-a tdnBb mh | €@u fihtdosau khi so
Chn t hc@romnthWelh ® p feikHi sh thlo €
Chn t hc@tbmnth | €u f ithtdo sau khi so



ns§p

8n:



COu 011/ Tr oWmnhWomit dW 0 hi@tec i n:

n€a ¢ picthttrdihdbpHic a Y o v fniva doing thao tac kéofltiWweanh Q
Ch n n0t Increase Indent trén thanh cong ¢

Kéo tH L \Wh canh @t r ° nc ngahge

Vao Format> Paragraph, i ch'nh s a cac théngstrong m ¢ Indentation

ngp 8n: A

CoOu 012 [/ Tr oMhg hiwo mhdthgghhHTh vy i L v [in,rsaulikhigh phim
chu t phivao hinh[n h , * itag #&ch n:

AutoShape

Format AutoShape
Format Picture
Auto Picture

ngp 8n: C

COlu 013 / Tr oMg 2Wdr [chhibdddidclhnh{Cspel Il i ng) khi Lan:
bln, ° ntgtiec hin:

Vao File-> Option-> Proofing-> i ch n Check spelling as you type
Vao File-> Option-> Proofirg -> ch n Check spelling as you type
Vao File-> Option-> Proofing-> ch n Checkgrammar with spelling
Vao File-> Option-> Proofing-> b ch n Checkgrammar with spelling

ngp 8n: A
COu 014/ TromMji Wo? atlc 2@@fb@ch, thiaotdm " o sau LOy |~ s

Quétkhi  vn,rch rbs kich ¢ trong h p font size

Quétkhi v [n,mhalbchy t ph{i, ch n font ¢ font trong h p thod
Quétkhi v [n,rch rkich ¢ font trong hp thoH

Quétkhi vM,mhabst €hmgvi k 2 cclth mdmg8mun

ngp 8n: B

COu 015/ Tr o Wga aVo ¢nhl @290 lvOH " Blimithg’ cho nhiy dong khong
lién tip, phatbdk n~" o sau LOy | ° L¥ng:

Ch n Format Painter trén thanh ribbon

Chn L¥%ng n%t Format tr°n thanh ribbon
Khéngthchin ‘lc€

S dngchc ntng Copy v~ PastQ@lntchooh@ugong hor t cut m

ngp 8n : A
Cau 016/ Trong Word 2010,kp ‘nhfiletaili u ‘lc€ | € untidhg nao:

A. .DOC
B. .DOCX
C. XPS



D. .PDF
nCP CN: B
Cau 017/ Trong Word 2010, khisingt hp ph2m Shi fitathchEnt er , ng€

K/ t hc v fnmi nidvabd Fulmt %Hov kin m
Tai li u £sang trang mi

ndh veE&guadéngmi nheng cthhi@ac kI o
NU L« tcht @3 o&lnchguactm i

ngp 8n: B
Cau 0B/ Trong Word 2010, th p phim Alt + Entercécilc ntng g3 :

Kif t h%cev Emoldvabd Fuint SHov kin m
Tai li u £sang trang mi

néh v&gumadéngmi nheng cthhi@ac kL o
NU L«  tcht @3 o&ohcdguactm i

n8p B§n:

Cau 019/ Trong Word 2010, khi vao Fite Options-> Save files in this format bbih ch n
Word 972003 Document (*.doc)> BEh S a v ‘ei fa thrc di@:

Leu fii mniethgv.DOC ¢a Word 2003
Ch nfilev i "niidhg.DOC ¢a Word 2003
Tim filev i "ntidhg .DOC ¢a Word 2003
Xéafilev i niidchg .DOC ¢a Word 2003

ngp 8n: A

COu 020/ Tr o Wihd Wdiruda dechutrong table, phatd n " o sau L ©y
L Yan g :

NhEh  p h 2 i Thajdd quia 6 Kti/p, nEvf h p phim Shift+ Ta WLi  t heo

he g ‘rcile

Nhkh  p h 2 mWiEahuye qua G Wti/p, nnt hp ph2m ShWfit ttheEmnt er
he g ‘rcile

Nhth  p h2 m rfil Wil chiiwhquaditi/p, nth ph2m miW it thebr §i
he g ‘rcile

NhEh  p h 2 m miWili chuydmuald {ivp, ntsh - ph 2 m mh Wi ° i hxew
he g ‘rcile

ngp 8n : A
Céau 021/ Trong Word 2010, tding St yl e ¢- { nghoa g3 :

C%n g n gShyle mongvth]gi ith itrang

M ttbhp c'8fcdhly | @anhmtténgiriéngvad d " ngh§d °thi c§c L
t @g khac Bag m t thao tac duy nt

M tlodtaili u Hibit

M, t thanh pfin "nh dhg ch dung trong trang web



ngp 8n : B
Cau 022/ Trong Word 2010, khidchn nh€© t r€o ngitpschim: v

Word Options - - [ ® =]
General E
= Customize how documents are saved.
Display
Proofing Save documents
| Save Save files in thj E
Language | Save AutoRecover information every |10 | minutes
‘77 Keep the last autosaved version m1cose without saving
Advanced
AutoRecover file location: | C\Users\USER\AppData\Roaming\Microsoft\Word\ Browse...

Customize Ribbon
Default file location: C:\Users\USER\Documents),

Quick Access Toolbar

Offline editing options for document management server files
Add-Ins

Save checked-out files to: 7

Trust Center ) The server drafts location on this computer

@ The Office Document Cache
Server drafts location: | C\Users\USER\Documents\SharePoint Drafts\ Browse...

Preserve fidelity when sharing this document: @ UNG DUNG CNTT NANG CAO.docx E]

[] Embed fonts in the file (i
Embed only the characters used in the document (best for reducing file size)

Do not embed common system fonts

Bd t 2 nh nitlhngtheoalou k2 1€ phutt

T t 2 nh ntlhnrytheoaclou k4 1€ phatt

Thoét kh i Microsoft Word 2010 sau 10 phut

L ©u li'di va thoat khi Microsoft Word 2010 sau 10 phat

ngp 8n : A

Cau 023/ Trong Word 201@hi s a " ilin ttiy ch n "nb d-hg trong mt style, phat BM nao
sau Loy | " L%¥ng:

THICTL 8h v iEn cWStyde®hdg hldiy nitidhg

ChLeh vin "bhhmnliyaic midhg

Chnhng Wovin bamngt leadiy L

Tha'y ‘rniidhgchotoanpc §cth L v & n Helcdeapg tti n Wormh ¢ - ¢ %n
dthg

ngp 8n: C
Cau 024 / Trong Word 2010, templatébm n h i ° ‘nc dim§ aho clc&@ai lu m i:

Blank.Dot
Default. DOT
Document.DOT
Normal.DOT

ngp 8n: D
Cau 025 / Trong Word 2018, p thod trong hinh €c h o p h Rath aihgne



Spelling and Grammar: English (U.5.) | P | 2

Mot in Dicbonary:
Speeling - [ Ignore Once ]
(4
- [ Ignore All I
I Add to Dictionary I
Suggestions:
pieling - I Change ]
Spelling
Speeding I Change All ]
Steeling
Peeling = I AutoCorrect ]
/| Dictionary languaage: |English (U.5.) Izl
[] chedk grammar
[ Options. . ] [ Lindo ] [ Close |

n" i mau ch Speeling
Xba ch Speeling
Tim ch Speeling
Tim ch Speeling

ngp 8n: D
COu 026 / Tr oMhgnnh rill * tR@éh &iliu I ° ntgtec hi n:

Ch n Sekct Object trén thanh cong,c  t 3 m  ctg@n ch n, nhh Enter khi chn
xong

Gi phim Shift+ Chnmi "iL° ng€
Gi phimCtrl+chnmi "iL’ ng€
Gi phimAlt+chnmi “iL’ nge

ng8p 8n: B

Céau 027 / Trong Word 2010, cac thmg Block Arrows, Stars and Banners, va Callouts co {
nghoa g?3:

Cackwi tr , cigkatlenr®y d
Céac ch LQClip art trong b s € b Microsoft Clip Gallery
Céac ch LQShapes

Cacthutng k: thu# c h€ah x8&c L
ngp 8n: C

Cau 028 / Trong Word 2010, khisin Addc a h p thdd trong hinh €, ‘nita€ c hi n:



| AutoFormat I Actions
AutoCorrect | Math AutoCorrect | AutoFormat As You Type

[¥] Show AutoCorrect Options buttons

[7] Correct TWo INitisl CApitals

Capitalize first letter of sentences

[¥] Capitalize first letter of table cells

[¥] capitalize names of days

[¥] Correct acddental usage of cAPS LOCK key

Replace text as you type

Replace: With: @ Plain text Formatted text

|cnTT | Céng nghe Théng tin|

cna | can P
colection | collection =
Comanies | companies |_|
comany | company

comapnies | companies

comapny | company B

Automatically use suggestions from the spelling chedker

o ][ oo |

Cho phép thay tht vi/tftdb A CNABHO AICL M imgh t i no
Thay th]tHic[t vilftcb A CNABDHO AIC: MThimgh ti no
Xéatc[t viftcb A CNTTO

Timtdict viftdb ACNTTO

ngp 8n: B

Cau 029 / Trong Word 2010, phavi n " o s au [llady W& khilangvi carbng ch
L

Outline view:

C6 thwthay dill tric t ng thAg, a céac tai liu dai Bag cach chxemnhngme t Q°u L
Cothad dang sp x/plldth t ¢ § Qm E

C6 thwhang cap hieb giang &t Qtforig talli u

CotiMkemtailiu tr ong.ckiinsao tr €

ngp 8n: D

Cau 030 / Trong Word 2010,ch/]L, ttb bing (Table), muntachmtdthanhnh@ * i n g€
ta th ¢ hi n:

Table-> Cells

Table tools-> Layout-> Split Cells
Tools-> Layout

Ch nchuytphlii Split Cells



ngp 8n: D
Cou 031 / Tr oMvgrdnkh bifisawdd dhin,s€bdb fulin t caumivakyt
I'fu cau €1 ‘& "itthanhch innugdtagch t h g, vih ptholtrong hinh €  ‘nitae
th ¢ hi n:
AutoCorrect: English (US) I [t
I AutoFormat | Actions
AutoCorrect ’ Math AutoCorrect | AutoFormat As You Type
[ Show AutoCorrect Options buttons
[ Correct TWo INitial CApitals
[7] capitalize first letter of sentences
[7] capitalize first letter of table cells
[] capitalize names of days
["] Correct accidental usage of cAPS LOCK key
[T]iReplace text as you type:
Replace: With: @ Plain text Formatted text
J
(© | ©
() € L4
0 | ® Ti
(trn) : ™
— :
Automatically use sugagestions from the spelling checker
Bahchn fiCorrect Two I nitian Capital so
Bahchn fACapitalize first |letter of
Bahchn fCapitalize name of dayso
Banchn fiCorrect accident al usage of <cAPS
ng8p 8n: B
COu 032 [/ Tr oshgywiWalgi d chp0gb 6hgn vl cil, g » L ~itatmeg €
hi n:
Nhbh phim Insert
Nhkh phim CapsLock
Vao File-> Options-> Advance-> B ch n m ¢ Use Overtype Mode
Vao File-> Options-> Advance-> B ch nm, ¢ Use Smart cut and paste
ngp 8n: A
Cau 033/ Trong Word 2010, khi%oth[o v Enn Wkblai bdo thigiant | €u Wt n nly €

tath ¢ hi n:

Vao File-> Options-> Save chn th i gian 0 m, ¢ Save AutoRecover info every
Vao Home-> Options-> Savech n th i gian {4 m, ¢ Save AutoRecover info every

sentences

L OC



Vao View-> Options-> Save chn th i gian 1 m, ¢ Save AutoRecover info every



D. Vao Insert> Options-> Save chn th i gian &4 m, ¢ Save AutoRecover info every
ngp 8n: A

Cau 034 / Trong Word 2010WWord nhch bil /i hai ky t Lfu tién trong mtt L ‘& gd
b2ag ch inthi £thay ch inth haibfagch t h @, vih pthddtrong hinh€ ‘nitae

th ¢ hi n:
AutoCorrect: English (Us) I (ol

| AutoFormat I Actions
AutoCorrect l Math AutoCorrect I AutoFormat As You Type

[7] Show AutoCorrect Options buttons

[7] Correct TWo INitial CApitals

[ capitalize first letter of sentences

[ capitalize first letter of table cells

[] capitalize names of days

[7] Correct accidental usage of cAPS LOCK key

["]iReplace text as you type:

Replace: With: @) Plain text Formatted text

Automatically use suggestions from the spelling checker

Banchn fACorrect Two Initian Capitalso
BunchniCapitalize first |letter of sentenceso
Bunchn fACapitalize name of dayso

Banchn fACorrect accident al usage of cAPS LOC

ngp 8n: A

COu 035 / TroMmdiwWgr dfhthed B , d &nh “st@thlhining€

Vao Home-> Paragraph> nhih vao nit Bullets hido Numbering
Vao Home-> Font-> nhah vao nat Bullets hieb Numbering

Vao Insert> Paragraph> nhbh vao nut Bullets hieb Numbering
Vao Insert-> nhih vao nat Bullets heb Numbering

ngp 8n: C
COu 036 / Tr o\hgnha&lder htto 2f00lo0t,e rl t[n S n ntgtamoy vin b

A. Vao View-> Nhom Header and Footer nhah nat Header Heb Footer



Vao Insert> Nhom Header and Footer nhh nit Header heb Footer
Vao Page Layout> Nhém Header and Footer nhbh nit Heder héb Footer
Vao Page Layouw> Nhom Page Setup nhbh nit Header higb Footer

ng&p 8n: B

COu 037 [/ Tr oM gchweace style ndtiifR]s/b L c hYo VY bn ,
L@chot mvinnth “mg, i@ @ ng:

Layout co $b

Templatec6 9h

References cdn

Page c6 &

ngp 8n: B

COu 038 [/ Tr o\bdghoimeshivk th2 O b O e KGtrén<€©a s soth thlo,
n g |ath chin:

Vao View-> L §Hh ¢h n Ruler

Vao View-> L §Hh ¢h n d) ¢ Outline

Vao View-> Show/Hide-> L' §th iy vad m) ¢ Ruler
Vao Insert> L' §hh iy c Ruler

ngp 8n: A
COu 039/ Trong MiWgbo storfatitagtWahgd® 2010, L

Vao View-> Page Break

Vao References> Captions> Break

Vao Page Layout> Create> Page Break
Vao Inset -> Pages> Page Break

ngp 8n: D
COu 040 / Tr oMingva@odngdmuteniplate) cdll , ° ntgtkec hi n:

Vao File-> Save
Vao File-> Save As
Vao Filel New
Vao Filei Open

ngp 8n: C
COu 041 / Tr oM b dWbondcach@ih 6ac kyt, ‘nita@ chin:

Vao Home-> Fontnttsh  n %t mi i i-%ch nAdbahce> dah &
Expanded hieb Condensed+tm, ¢ Character Spacing.

Vao Insert> Font it n %t mi i i-%ch nSphcig> chil re
Expanded heb Condensedt m, ¢ Character Spacing.

Vao Page Layout> Font nitth  n Y4t ml i i-%ch nSphcing> clil 2
Expanded heb Condensed+tm, ¢ Character Spacing.

t



Vao Home-> Fontnftih  n %t ml i i-%ch nCharacter Spa€ing ch n
Expanded hsb Condenseddt m, ¢ Character Spacing.

ng&p 8n: A
CObu 042 |/ Tr OMHy VM mgdabg phétdy n" o sau LOy | 7 sai

Chnchut tr 8i t rcfdw tritnhia nHiiTabt h €
Vao Page Layout> H p thdd Paragraph> Tabls

Vao Home-> H p thdd Paragraph> Tabs

Vao View-> Tabs

ngp 8n: D

COu 043 [/ Tr oMHgra mio(tedpla®)an, Sau khilam xongduv imt v £ n
binteh g ( Bl ank d o ctadme nltQuiphinm yvmgge

A. .doc
B. .docx

C. .dotx

D. .pdf

ngp 8n: C

CauGt4 / TrongWehnbid “ 20 d 0 Wt B nt@tec hi n:

Vao References> lllustrations-> Chart
Vao Insert> lllustrations-> Chart
Vao Mailings-> lllustrations-> Chart
Vao Review> lllustrations-> Chart

ngp 8n: A
Cau 045/ TrongVo r d  2V@irh @& thaylthfinh n g nhidth gHoBit , ° irtagthec hi n:

Vao Mailings-> Edit-> nhah nGt Find/Replace> More-> Format
Vao Insert> Edit-> nhih nit Find/Replace> More-> Format

Vao Page Layout> Edit-> nhbh nGt Find/Replace> More-> Format
Vao Home-> Edit-> nhbh ndt Find/Replace> More-> Format

ns8p 8n: D

Cau 046 / Trong Word 2010, khi chén himih vao trongmt v[nwachn A Squareo tro
hinh\&  ‘nita@ c hi n:



\ w4
CalibriE~ 11 ~ A" J IEEE Oy |

(& o

Paste Options:
@ A

Add Text

o

T
-
LR

Edit Points

Bring to Front | ¥

Send to Back | »
Hyperlink...

Insert Caption...

B @ &g

Wrap Text » [n Line with Text

Set as Default Shape 2quare

Mare Layout Options... Tight

Format Shape... Through

& [

Top and Eottom
Behing Text
In Front of Text

Edit Wrap Points

EREEEEEER E

More Layout Options..,

V £ nin Sbao xung quanh hinfnh

Hinh[nh" ph2 ac twp@e vb clfme vin b
Hinh[nh ' ph2a sf@u vin b
Hinh[nhging nhigtmhg vihn b

ngp 8n: A
Cau 047 / Trong Word 2010, khissngt hp ph2 m CtlirtdthecthinZz, ng€

Hy thao ta8d alh.gngn c

H ykilgu ¢ athaotacheln h p h & gan ntEhv€kJ/1 qul hi n td
n-ndp tin Lang m

Quamt trafingnivin b

ngp 8n: B
Cau 048 / Trong Word 2010Qc¢ac cH]l, inbh, phatbid n~" o sau LOy |~ L¥ng:

Intoan b v £ fn hbb cac trang cha ITriéng bi t
Khtng in ‘ccgtlnhrang L€

CoO thWn hai mHutrén i kz may in nao mt cach t L, ng
Ch' in phfn Header/Footer

ngp 8n: A



Cau 049 / Trong Word 2010, khi chén himih vaotrongmt  v[nwachn Al n Front

T e x org hihhrg,  nita@ c hi n:

| ]

CalibriE~ 11 ~ A" A" iE3E Gy 3y

BIEETA L2

Cut

42 Copy
{4 Paste Options: o)
5 A
B AddText
< Edit Points
£J; Bring to Front »
2% Sendto Back [ »
?o Hyperlink...
ﬂ;] Insert Caption...
€] Wrap Text y | €] In Line with Text
Set as Default Shape € square
._@ More Layout Options... ﬁ Tight
3"!/ Format Shape... ﬂ Through
E Top and Bottom
[ Behind Text
€] InFront of Text
:&I Edit Wrap Points
] More Layout Options..,

V £ nn Sbao xung quanh hinfnh

Hinh[nh" ph2 ac twpen v clme vin b
Hinh[nh" ph2a s@mu vin b
Hinh[nhging nhigtmhg vihn b

ngp 8&n: B
Cau 050/ Trong Mosoft Word 2010, phatt# n " o sau LO©y | 7 sai

Thanhribbon8t hdaiych® ntng d”" nh “n#& bdmighsol
Thanh ribbon c6 W ‘& tly bijh d dang

Backstage View c6 N & tly bijh d dang

Quick Access Toolbar cOW ‘& tuy bih d dang

ngp 8n: B

Céau 051/ Trong Mirosoft Word 2010Qeac chc  n £ n g §nh varvideo ¥rém thanh
Ribbon,phatbM n" o sau LO©y | " sai:

Cho phép chén céac hifhh trong Clipboard
Cho phép chén cac Video trong may tinh

Of



n§p

Cho phép chén cac hifihhtrong Website
Cho phép chén céac Video trong Clipboard

§n: C

Cau 052/ Trong Mirosoft Word 2010, khi chén hlmin vao trong mt v [in wa clon

i Be

ns§p

hind Tex€0 nta@®aohgn:h3 nh v

A o
CalibriE~ 11 ~ A" " iEEE &

Paste Options:
= (%A
B3 AddText
< Edit Points
€3, Bring to Front | »
24 sendto Back [ »
&, Hyperink...
fi_] Insert Caption...
€] Wrap Text y | €] In Line with Text
Set as Default Shape i Square
(3 More Layout Options... e Tght
\'3}/ Format Shape... ﬂ Through
i{] Top and Bottom
[ Behind Text
12| InFront of Text
;&I Edit Wrap Points
] More Layout Options...

V £ nn $baoxung quanh hinfinh

Hinh[nh" ph2 ct vfin v clme vin b
Hinh[nh ' ph2a sf@u vin b
Hinh[nhging nhigtmhg vihn b

8§n: C

Céau 053/ Trong Word 2010Qeacchc n &£ nlg, phétbiMs n" o sau L Oy

ns§p

Ldp trinh vix ly

X lyflnh/ viddgm Lhn gi
Sdhthfo v Enpdlniinh

Trinh dj n bai thuy} trinh

8§n: A

Cau 054 / Trong Word 2010QV i 2 ¢ h  knh othg &\ styges, phatbd  n ™ o

sal:

S

au

L Oy



n§p

COu

n'nhdh g
D d"ng

vlh m t cch nil quan
"t hn#i gchgV £ fn nbt kiWwi khéac (Style set khac)

T%h m c |, ¢ (table of content) nhanh chong

D. dang phan bi

8 n:

055

D

c 8hc viton t fnong

vin

b

( : /  Tr o8 @ o Wonh @p@ 811 dv, fnmia khéng pfi mHi cong
chinh s alY, trong hinh €t h 3" i ta agsh n:

T R R N

“ H I:' rn e

=
Paste

v

Insert

J Format Painter

Clipboard

ns§p

Cau 056 / Trong Word 2010, vm, t "iL° mng®inh[nh, ch ¢

n§p

Paste
Cut

Copy

Format Painter

8§n:

A

Trong sit Vv bong'm
Xoay 1 goc bilkz

Cdug ttheo mt hinh dh g

TS% hi u_ ng Bcong hinh

8n:

D

Cau 057 / Trong Word 2010Q¢ § c

ns§p

L €eu
L €eu
L €eu
L €eu

8n:

B

cho tr e

ntng n"o sau LOy ki

t 2 ntbophtbidd ™o ssau LOy | " sai

‘edaced t i rndvhg .doc,bdocx
"¢ Gac & tin dhg .pdf
"¢ Gac th tin HTML
"¢ Gac & tin dhg .txt

Cau 058 / Trong Word 2010, khi dan céd dung t nhiQi ngu n
lod b tHicfc §cngdhggcvachd8§n ¢ 8c

x I {,

ngp

Q

Copy

i ta th€hi n:

Copy Special
Paste Spaal

Paste

8 n:

C

t ext

v fnrkhab nhau, mun
Jdahda alfgn vdammg rbmat



Cau 059 / Trong Word 2010QEH Wb ; a Header & Footer, phatlwi n”" o sau LOy |~

L* dfutigncdmi YWovEn b

Khongxwlhin khi [hn vin b
XuHhin“mi trafng vin b

Ch'xudlhin® t r afug vlEnn b

nganC
COlu 060 [/ Tr onphgngWidsbthurthQ XY Gnglh veiEnhhadao t8c n"o sa

Di chuyw thanh Zoom g - ¢ i Er€pHi trang Word
S dngchc ntng>2dime w

Gi. phim Ctrl va dung nut ¢cun (nut gi a) ¢ a chut

S d ngt h pphim Ctrl + [ va Ctrl +]

ng&p 8n: D

Céau 061 / Trong Word 2010, sau khi dantm i dunfn khichmobéch Ag a
Paste Options trong hinl&yv ‘nita€ c hi n:

im Ctrl va dung
Paste Options:
F=4 ¥ 2 ,A I ;¢ B

Keep Text Only (1)

N i dung sao chépgn g nhidhgin g ¢
N idung saochépgn g nhidh g vihm n dd
N, i dung s

hdhg vihmndd
X6a n i dung sao chép

ngp 8n: B
Cau 062 / Trong Word 2010, khisl ngchc ntng-> HBmemat ‘R@mthmt er, ng-€
hi n:

Tomauchomt WHWovEwn b

Sao crh@&pgchmt HovEwn b
Taychnmausbomb ‘nhigcamt Wovin b
KTkhungchomt Yiovhn b

n8p 8n: B
COu 063 / Tr omhgnnwoildm OWoOr d Ar fn,v nmt®chim: b

Vao Home-> WordArt
Vao Insert-> WordArt
Vao Layout-> WordArt
Vao View -> WordArt



ns§p

8 n:



COu 064 / Tr oMhgp Wit chg 2n0gl OL, anlbgy netle as L an ge L€
m LWehén vao ngaytv triconty, ‘nitp@ chin:

Vao Insert, ki ch n Screenshot
Vao Insert, ki ch n Picture
Vao Insert, ki ch n Clip Art
Vao Insert, kin ch n Chart

ngp 8n: A
Cau 065 / Trong Word 2010, khisl ngchc  n t n g> VS pelwiitath c i g:€

Xem MVhwi2 gbéc nhin khac nhau

Chi a [vralam 2opfn gi ng nhau

T8§c hh LwEnn Lba mga nct i tin khac
Xem JVh rch]b in b

ng&p 8n: A
COu 066 / Tr oMgbc Wop r idagtfBcthilnd , L

Vao Insert-> Page Break

S d ngt h pphiasmd&Ctrl + Enter
Vao Page Layout> Breaks-> Column
Vao Page Layout> Columns

ng&p 8n: B

Cau067 Trong Mi r osV&h nhi uegrctd co@gtio@ong dhi Ct ng ngh
Thtng ti nog t'nitdnvaopachn: v
Page Layout References Mailings Review View Format

Edit Shape ~ $ shape Fill ~ A TextFill - )|} Text Dire:

[ /) A .
Draw Text Box Abc +  LZ Shape Outline ~ A\ ', v (7 Text Outline ~ ] Align Tex

w' Shape Effects ~ y Text Effects ~ &2 Create Lil

Shadow
Reflection
Glow

/\ Bevel
7 &

'\ 3-DRotation *
7

AN Transform



Shadow
Reflection
Glow
Transform

ngp 8n: D
Cau 068 / Trong Word 2010, phdti n~" o sau HOy |~ L¥ng nh

Khong thA d. ng DropCap cho kytth 2¢ca Y o v £ n
Khong thAgteh chan tng ch trong Word

Khong thAt h a ymaui sb trang gby ¢ a Word

Khong thAkTk h un g clh o t v B n fg&Fextbox

ngp 8n: A

Cau 069 / Trong Word 2010, khisi ngchc ntng>H8mei k ef hatoahgrh, ng€

Gt h cH®nvimw
Gt h ngéng tino
X-athl ov £ n
ngnhal d&o vinxdac

ng8p 8n : B

COu 070/ Trong MWhaolsao fngdhvgo rbd aiggaddhiichfi C! n g
ngh Thtng ti nog t nigdin vaoParchn: v

AL A —
Page Layout References Mailings Review View Format
Edit Shape ~ & Shape Fill ~ A TextFill - |1} Text Dire:
Draw Text Box » [Z Shape Outline ~ /’Z\X 7\ v {2 Text Outline ~  [=] Align Tex
U Uy =
¥ ' Shape Effects ~ v Text Effects *| &2 Create Lil
) ' Shadow
Reflection
Glow
/\ Bevel

S o !

'\ 3-DRotation *»
>~

AN Tanstom >




Shadow
Reflection
Glow
Transform

ngp 8n: A
Cau 071/ Trong Word 2010, khisl ngcongect r °n t kaf Rutl et®th chimg €

E[ 9~ = UNG DUNG CNTT NANG CAO.docx - Microsoft Word

m Home Insert Page Layout References Mailings Review View
ti = ] € \ " =
J J-_,J = V| Ruler 3 j_ J One Page _‘:ﬁ‘ 'j 1) View Side by Side [ 5j —_
i \ Lms e L =3
| S

1 Gridlines 33 Two Pages
Print |Full Screen’ Web  Outline Draft Zoom 100% Arrange Split Switch Macros

— = New A
Layout| Reading Layout | Navigation Pane S Page Width | window Al Windows

CanhQL &h v iEn

Canh Qtrang gby

n &8 n Bl \&h chuyM giao trén thantt &
n8§nhBIVdibdb ful i n tm°n vin b

ng&p 8&n : A
Cau 072/ Trong Word 2010, tdung Wor d Art c¢- { nghoa g3:

Mt "iL’ hg€h ngh thud

M t “iL’ hg@®inh[nh

Mt iL°hd® vihwni bk2 chtdv€hhn'rdg3nh t he€e
M tcobng ¢ d an\WEdh

ngp 8n: A

CoOu 073/ Trong MWHh olsao fngch\8ng piin chiu tho dongd’ch
AiCing ngh
Thing ti noE t nigddnvaobachn: v



o —— ST wewrs vews - S 3 T — —

Page Layout References Mailings Review View Format

Edit Shape ~ 1 Shape Fill - - ATM Fill = lm Text Direr
Draw Text Box Abe Abc |~ LZ Shape Outline » A\—\ / « et Outline » [ 5] Align Tex
* «f Shape Effects ~ v Text Effects ~ &2 Create L
Shadow
Reflection
Glow
/\  Bevel
Ja

* 4  3-D Rotation *
7

#N Tansform » ¢

Shadow
Reflection
Glow
Transform

ngp 8n: B

Cau074/T ong WorW h20Kkh@nhg cdch giacacdongtrongm Hovini, nge
ta th ¢ hi n:

Paragraph> Alignment
Paragraph> Before
Paragraph> After
Paragraph> Line Spacing

ngp 8&n : D
Céau 075/ Trong Word 2010, ph&Wdi n”" o sau LO©y | ° L¥ng:

Ch' coBulletscochc n £ n ghll FBnmih Yilo v £ n
Bullets v Qchdnmentnghithg§ntiosd £ n

Ch' c6 Numberingcdéchc  n £ n ghl Fil8mih Yido v £ n

Bul l ets v Qkhonmtbéehci mdg npbimh § nth od £ n

n8p 8n: B
Cau0 76/ Trong Mi r shohfkhdngachgia 208 © , d L¥hg vtkrnong Lo
h3

bln,saukhichn ( bt i th L e frhintBtchutphivachn Par agr apgEh nhe€
n g @a b ch n pHn nao:



Indents and Spading | Line and Page Breaks |

General

Alignment: EI
Outline level: |Body Text E

Indentation
Left: 0" = Special: By:
Right: 0" = | (none) E[ e

[ Mirror indents

Spacdng
Before: 0pt : Line spacing: At:
After: wpt [ Multiple E[ 115 [

[ 7| Don't add space between paragraphs of the same style

Preview

e Tl S s Tkt Sl Tikock Sabem i Tk S i Tt Sam i T S i Tokoct S ok Tkt S i T
Sz Taoct Saem it Taoc: S e Tiot Saem iz Tacos S s Tioot Saem ol Taocs Saem 2 Taot Saem i Tao Sz Taot
ST Tk et Tt i Tt

| Tebs.. | [setAspDefart | | ok || cancel

Alignment
Specid
Before

Line spacing

ngp 8n: D
COu 077 [/ Tr oMkhugahodnt 2R @ 0 L nhilta tmcdhiéh:

Home-> Bullets
Home-> Border
Home-> Shading
Home-> Underline

ngp 8n: B

Cau 078/ Trong Mirosoft Word 2010S¢ § ¢ nd'g@h chan xanhl, xuHhi n khi séh thlo
vidgn dghatbh n”" o sau LOy | ° L¥ng:

Do may b nhi m virus

GY%h mau xanh la do sai chifht m." ladolhg phap co i QL
GY%h mau xanh 1a do ngohap co wh QL. m.” la dolsai chinhlt
Wordt Lng t h°@ cho L



ngancC

COu 079 [ Tr d/\tlh@whldhtﬁnga_:hch@i&l @scld, \'ﬁ'hg vtkrno fing nlL d . 2
d, ng . liphm, AL i ne _alpmtiudd Faggraptctrong hintey  ni tp@ c hi n:
i‘var:gr'apm : ;
| Indents and Spacing | Line and Page Breaks |
||| General
Alignment: Left B
Qutline level: Body Text B
Indentation
Left: 0 = Special: By:
Right: = (none) [=] S
(7] Mirror indents
Spacing
Before: opt - Line spacing: At:
After: 10pt & Multiple vl (115 =
[ Don't add space between paragra
Double
Previw Atleast
Exactly
Multiple
Single
Double
Multiple
1.5 lines
ngp 8n: C

Cau 080/ Trong Word 2010, oh

Cell Margins

ntng cn déWnrinei 6 trong fing biw:

Split Cells
Mail Merge
Merge Cells
ngp 8n: D
COu 081 / Trong Wogédtréa@@agh, dh¥mncgh Iml i t °n
Wid9- 87 NG DUNG CNTT NANG CAO.doc - Micrasoft Wor (E=2Fall X )
Home | Inse Q
T cut : ——
‘_ﬁ _I; = FE (LT | aasboenc| asebccde AaBbCo aaBbce AAB dasbec. acsveco A ?B:E:Im
Pﬂjﬂ 3;;""‘“?“""’ RO R ] TNormal | fNoSpaci.. Headingl —Heading2 Title Subtitle  Subtle Em.. - §{‘f.§'?5 :‘Selmv
Clipboard 5 Styles | Editing
o eSS ———" e — e o




Phéng to/thunhv £ fn b

Nh8jfjh LI rfatiégcal vnn b
fnhin thaoh the

§ n/hi n thanh Ribbon

ngp 8n: D

Cou 082 [/
Lhnjphfm AL

T r oAshqh Kbng cchzii@ 1 @ § c L d , ¥hg vtbrndnldgngl @
n e . alpmttoi Raggrapkctrong hinkE,  "ni¢a@ ¢ hi n:

rarsgraph, | ==

Indents and Spacng | Line and page Breaks |
General
Alignment: Left E
Qutine level: BodyText  [v]
Indentation
Left: 0" = Spedial: By:
Right: 0 (none) (=] :
"] Mirror indents
Spadng
Before: Opt 5~ Line spacing: At
After: 10pt 5 Multiple L1S 5
|| Don't add space between paragr r
Double
Preview g::;sy‘
Multiple ? |
Single
Double
Multiple
1.5 lines

ngp 8&n: B

Cau 083/ Trong Word 2010,cbh nt ng Re Tfinlte tWdamg U h

Xem t ht

ndnhirnth vin b

Xem c 8 Wikagfnmbl ©y
Mra tmanmivt

Xemb gcca
ngp 8n: A
COlbu 084 |/

v [nn tdikhEin

T r oMkhugaehodnt 208 @ O fnn L bntgtec hi n:



Page layout> Page Borders

Home-> Borders and Shadingé
Insert-> Shapes

Insert-> Table

ng&p 8n: B

Cau085MTr ong Wo Mt h & ikkdofhg cadh gia2¢tga v Enyw iy p thdd
Columns trong hinh&  ‘nita€a chn:

Columns M
Presets
_ == S=E=E | == ; \ ==
One Two Three Left Right
Number of columns: |1 = Line between
Width and spacding Preview
Col #: Width: Spacing:

P:_{ 6.5" .
]

Equal column width

———

~—

Apply to: | Whole document E Start new column

[ OK ] [ Cancel

Number of columns
Width

Spacing

Line between

ngp 8n: C
COu 086 [/ Tr oMlgranMdlndao 20 1vOi wilb , ° irtagthec hi n:

Vao File-> ch n New

Vao Insert> ch n Blank Page
Vao Review-> ch n New

Vao View-> ch n new Window

ngp 8n: D
Cau 087 / Trong Word 2010, phat®i n”“ o sau L©O©y | 7" sai

Mau trang gby ¢ aWord cO th\ ibagchc ntng Shading
Chc ntng Save wmg Sawe REIfd fu€gi vin b
Chc ntng Pac ady¥gnkdhglledbnhiu Yo v £ n



D. K 2cacln nht hi€Ema Word cho phép la 1
ng&p 8n: A

COu 088 / Tr oMb° Wod én @gd2coga Lv v il p thod
Columns trong hinh&  ‘ni ta€a ch n:

Columns M
Presets
One Two Three Left Right
Number of columns: |1 % Line between
Width and spacing Preview
Col #: Width: Spacing:

[ ] [s5 2

[

Equal column width

———

~——

Apply to: | Whole document B Start new column

L OK J[ Cancel

Number of columns
Width

Spacing

Line between

ngp 8n: C
Cau 089 / Trong Word 2010, maichén hinfn h ¢ h ¢n ,v Limgti®c hi n:

Vao View-> ch n Zoom

Vao Insert> Ch n Picture

Vao Home-> Ch n Shading

Vao Page Layout> Ch n Page Color

ns8p 8n: B
Cau 090/ Trong Word 2010, i | €yinfti I te° v ‘kitathac hinn g€

Vao File-> ch n Save as
Vao File-> ch n Open
Vao File-> ch n Close
Vao File-> ch n Save

ngp 8n: A
COu 091 / Tr oMhgp 2Mdrondm 30 h &€ L € o mgaEatimh



Calibri (Body] = 11 = A" A7

B I E®-A-d&-

Del ete Cell é
Merge Cells

Cell Alignment

Table Properties

ng&p 8n: B

Cau 092 /TrongVor d 20110¢° ngMhacav tchkidngh tr :

Centimeters
Points
Inches
Pixel

ngp 8n: D

=

COu 093 / Tr oMhgn miXo Ftido v2penl Obhtathec hi n:

Bhuh ch nphimchuttrdilFn t rtAnv £ o
Bl ch n phim chuttrdi 2 Fnt* n %4 ov £ n
Bhin ch nphimchuttrai3Fn t rtAnv £ o
Bhh ch nphimchuttrdi4Fn t rtAnv £ 0

ngp 8n: C

Cut

Copy

Paste Options:

Insert *
Delete Cells...

Select

Merge Cells

Borders and Shading...
Text Direction...

Cell Alignment
AutoFit

Table Properties...

COu 094 / Tr oM b a Wothid a 2 9 [n@rond dac 6, vi h p thod ATabl e

Optionso &r mgpRLathnnh v



Table Properties |_:E|] 2 |

Table | Row |Colgmn| Cell |5]tText|

Size

[ Prefeped widih: s 7 PR e
Alignment Table Options gin

E | Default cell margins
= Top: |0 2 e posm [
| Bottom: ;D:. : Right: |0.08" :

Default cell spacing

(] Allow spacing between cells |07

Optons
Automatically resize to fit contents

| ok || Ccancel

[Eordersandﬁhading... ] [ Options. .. ]

o ] [ ol ]

Top
Bottom
Left
Right

ngp 8n: C

COu 095 / Tr oMin kidfogredch @adcac@iong 1.5 line trong m W, o
ng®@as dngt h pphim:

Ctrl + Shift+ 5
Ctrl+5

Shift +5
Alt+5

ngp 8&n: B

Cau 096 / TronyVord 2010, mun t r 3 n h[nbonykh giyn t th engngdneg
ng®\al achn:

Left
Portrait
Right
Landscape

ngp 8n: D



dQ(tém géac ¢t)ic a dngl Lfu

Cau 097 / Trong Word 201G 19t Lng c 8¢
i e§ nnhgeRarktBnn h v

m i trang, trong hp thod Table R oper t

Table Properties M

‘ Table ] Row [Colgmn [ Cell IAItText‘

Row 1:
Size

[7] specify height:  |0" | Row heightis: |Atleast

top of each page

[‘ Previous Row ] [' Next Row

Specify height

Allow row to break pages

Repeat as header row at the top of each page
Next row

ngp 8n: C
Cau 098 / Trong Word 2010, muttbch r hi ¢ Hro, Vitatedhi n:

Vao Page Layout> Ch n Dropcap
Vao View-> ch n Dropcap
Vao Home-> ch n Dropcap
Vao Insert> ch n Dropcap

ngp 8§n: D
Cau 099/ TrongWord 2010,0b ntng n”" o sWwhwhih®©y khlng th

Tuy bih giao din

Sodhthfo v fnml déng
Saoth tho video

Ldp trinh dung Macro ht VBA

ngp 8n: C

Cbu 100

/[ Tr oAshgyWalr o [inZha@nb Png, kHis d, ng dal phy WHhan
tachctvachn ( bt

ithLemmibcuwywt nh€ tréo nmitaRdchh v



m Home Insert Page Layout References Mailings Review View
Dy 5 =] S g ™ \ L Q N ™ = I \ 5 A l ]
= L j (e HIE] L 4= u falk+ > f 5 = _ ® —-‘ = (<~

k

Cover Blank Page Table Picture Clip Shapes Smartart Chart Screenshot  Hyperlink Bookmark Cross-reference  Header Footer Page Text Quick Wor
v - - v Number ~ Box~ Parts~

Page~ Page Break Art
Page Insert Table
Stt ma sinh viéen  ho va tén sinh vién
3 Insert Table A
% DrawTable 1 sv001 Tran lan anh
ot Conyert Text to Table
k;ﬁ Excel Spreadsheet

|l nsert Tabl eé
Draw Table

Convert Text to Table

Quick Tables

ng&p 8n: C
Céau 101/ Trong Word 2010, phdtdi n" o sau L©O©y | " sai

N, i dung sao chép tExcel €t L n gHuttong Table

Vic ch ™ n vi dres® “vni omtenhénbrtbg h hn
COthW €u Wntharh deh g . PUp d tnén PowerPoint

Lam t_ ng d ng cho phép dd th[o va thi k/jcac b\ mXu, bao cao

ngp 8n: C
Céau 102 / Trong Word 2010, phdti n~" o sau L©O©y | " sai

Vi@h  k huth gv fnva vigh khung tranglacingmh t 2 nh nkng

Cé thneanh Q(trai, pHi, gi. a) cho t ng tab stop

C6 thwdling i kz hinh[nh nao lam Hi g’ch dong (bullety min - | = n- _cva k2 ch t
L

CéthAdUngdropcapchokyﬂqutng LY%ng | 7 d,ng
ns8p 8n: B

COu 103 / Tr oMb ° WoQchbd a[d b0 frdngthinh € ‘nitp€a chn:



Cust
Copy

Paste Options:

B & >

By
=

& Save as Picture...

P Change Picture...

Hyperlink..
Insert Caption..
Wrap Text

Sige and Position...

Format Picture,

Hyperlinké

|l nsert Captioné
Wrap Text

For mat Pictureé

ngp 8n: B
Céau 104 / Trong Word 2010, phdtdi n~" o sau L©O©y | 7 sai

Co6 thAEhén hindnh vao pin  t QLFwitrarly va cui trang (headeand footer)

Co6 thW nh dthg khac nhau cho trang hva [Gecho pin header va footer

Co thAL § n"Hrang cing mt ltic t4 nhiQu v t r fu trgnd, cli trang, bén tréi, ph , é )
Co6 thWHuheader/footerfmtheochqudc v fnn b

ngp 8n: D
Cau 105 Trong Word 2010, Q" i ° mg€[ng (table), phatbd n~ "o sau LO©y |~ sai

CothMb bing v im tc tvamthang

Co thwtinh toan cac cong tie ph ¢ tt trong ng

CO thWHp 1Y phfn  t Q¢ aulnd khi qua trang i

COothAM h aly , m'ng ¢ amto (Cell) trong fng ma khong lanfn h * ¢ Bac
0 khac trong cung ¢

ngp 8n: B

COu 106 / Trongi Wbdkhdy 2 GBINhQcko hcfryh Lnh€ trong h3r
v€ ‘nitpachn:



~
Caption

Caption: —

= — Format: ~]

Options Indude ghapter number
Label: Figure P I e th st

Position:  Below selected item

Exdude label from caption

Examples: Figure II-1, Table 1-A

Caption
Label
Format
Position

ng&p 8n: C
Cau 107 / Trong Word 2010, phai n~" o sau L©O©y | 7" s ai

VEcac ¢hh ¢ a ling (draw table) c6 thd Y4 n \tach cac 0 (split cells)
X0a cac €nhh ¢ a ling cé th\d Y2 n \itr nl'cac 6 (Merge cells)

Co thWiJich t h e ong ké€trong mt 6

COothWeEL “ehgviitheokid r Lt ng c €a

ng&p 8n: C
Céau 108/ Trong Word 2010, phdtbi n~" o sau L©O©y | " sai

COthAt h ~ n [iv(text) vdo Fu i’ ng€E (shape)

Co thAchuyd “ilt, 'i " mg€En "y t I ~° mgEEkHAc nhanh chéng
Coth\hh - m (gr dug\ewifiau L

Cothithiact ¢ h on v i no b hgSliape

ngp 8n: B

CObu 109 / Tr omdgnhdvgcldct 20 nhe t gkhinchn h3 nh v
iUpdate page niutmthehis: onl yo, ng®e

Muc luc

i 7]~ 3 Update Table..

Update Table of Contents

Word is updating the table of contents. Select one of

™y the follow tons:
Contents v yﬁfwwsm
BaAll e evasaniny Update ntire table

o J[ comd

A. Conht t hisg yrang



Chnht t hieyel ¢
XéatHcl[s trang
XéatdicIm. cl c

ng&p 8n: A
COu 110 / Tr onggbc Wo T idegthBONilnd , L

Page Layout> Breaks-> Column
Insert-> Page Break

S d ngt h pphim & Ctrl + Enter
S d ngt h pphim &bAlt + Enter

ngp 8n : A
Céau 111/ Trong Word 2010, phdtdi n~" o sau L©O©y | 7 sai

Co6 thwehen cac cong tit todnhe v ofn walgim cadcdng thc nay t L ng
C6 th\ehén céc ky t LHb bi t c6 trong céc font chtrong may

C6 th\W nh dhg ' u_ ng ch b3ag WordArt

CotWamvicviblng t2nh nh€ trong Excel

ng&p 8n: D

Cou 112 / Tr olidgniMgcldct Z@HO nhte t &khhchn h3 nh
iUpdate entitatachimbl ed, nge

Muc luc

Update Table of Contents

Word is updating the table of contents. Select one of

i [} - (S UpdateTable.., the following options:

Contents

Chnhd t hia yrang
Chnhd t himyl ¢
XéatHc[s trang
Xéaticmclc

ngp 8n: B

COu 113 / Trong Word 20 1\Whnhkhdiageach ggaccacn ” o
d, ng trdongkkllo

5

Home | Insert  Pagelayout  References  Mailings  Review  View > @
= 7 A ! Y=, FE=ESE A = A 34 Find ~
B GalibriBody) ~ 11+ A" A [ M| aasbcene| assbeede AaBbCi AaBbce AQDB 4asbec. acsveen A 2, Replace
fa
Paste B 7 U ~abe x, X* < f Normal |1 NoSpaci.. Headingl Heading 2 Title Subtitle  Subtle Em... _ Chang

. A [E SR Change
+ < Format Painter = 2 H 7 Styles~ | I Select~
Clipboard Font 5 Paragrapl 5 Styles Editing




Vao Home-> Paragraph> Ch n bW " hge>ch n 1.5

S d ngt h pphimCtrl+5

Vao Page Layout> Paragraph> ch n m) ¢ Line spacind ch n 1.5 lines
Vao View-> ch n Spacing va ¢m 1.5 lines

ngp 8n: D

Céau 114 / Trong Word 2010QU \wh khac nhau gia Footnote va Endnote, phaWhinao
sau L@y |~ L%

Endnot " cu itrang, FooteAn" cuii vian b

Endnote An" cu i v [in,fFoothote An" cu i trang

Endnote An" phfn Footer ca v fnpFodbinote An” cu i trang
Endnote An" cu i trang, Footnote An" phfn Footerca v fnn b

ng&p 8n: B

Cau 115 / Tr o MMghuyio rnch A8nghtl &b i LSkl h v dinfbodkmark),
v, ih pthddtronghinh €  ‘nita@ chin:

(‘Bookmark M‘
Bookmark name:
book2 add |
book1 - [QeIT]
Go To
I
: B- |2 Update Table... | St;}t Ey: VOV e
Location
C OI] tel]tS || Hidden bookmarks
Bai1l |! [ concel | !'
R o A e
A.
Add
Delete
Go To
Cancel

ns8p 8n: B

Cau 116 / Trong Word 2010, kkiitm cl.ct Lng ;i ‘lhgB o s aupHLlc@y c

Styles
Paragraph
Numbering
Hyperlink

ngp 8n: A

COu 117 [/ Tr o\hgn ciahictd ch@ormi®, chcl nt ng n " ‘ocss au
d, ng:

A. Insert Bookmark



Insert Citation
Insert Caption
Insert Quick Parts

ngp C8n:

CObu 118 [/ Tr onMHym tWiéulién Kch 1Li0 , 1 Lc h©hn §n tlraodmgy svok n
v, i h p thod Edit Hyperlink trong hinh @ ‘ni tp*€a ch n:

Link to: Text to display: |Muc luc } ScreenTip... |

it in: SR men £
m&?ﬁ'w Lookin: | [ My Documents @
Web Page . Bluetooth Exchange Folder
%{’“Z‘t . Journals
My Data Sources
Place in This @ My Music
Document Browsed |g=| My Pictures
Pages | || My Recordings
1 =@ My Videos
Create New Recent |+ NetBeansProjects
Document Files % | desktop.ini
Docl.xml

Address: ’ht‘tp: [fwww.citd.vn|
E-mail Address

Existing File or Web Page
Place in This Document
Create New Doament
E-mail Address

ngp 8&n: B

COu 119 / Trong Word 2&khiahchicnimot tlLhaWneg tlh €, nd €
tWwbrati La bao nhi°u h"ng v ¢

Label name: IMy Label| ‘
Top margin: l0 ( :7 Label height: 5§—£I
Side margin: [_h] Label width: m|
Vertical pitch: 8.5" j Number across: @i
Horizontal pitch: I5 5" b] Number down: :I
Page size: ELether landscape (11 x 8 ¥2in) [ZI

Page width: ill' t :~:] Page Height: 8.5" ! ]

Lok J[ concel |

A. 2hang 2ct

k



2hangi 3¢t

3hang 2c¢t

3hang 3¢t
nyganaA

COu 120 / Tr odg \pathedth? @ § @t trabgcli /. t rfangn g€
ta th c hi n:

Vao File-> Optioni > Advance-> Ch n Print XML tags

Vao Filei > Option-> Advance-> Ch n Print only the data from aa from
Vao File-> Option-> Advance-> Ch n Print page in reverse order

Vao File-> Option-> Advance-> Ch n Print in background

ngp 8§n: C

COu 121 [/ Tr oMlgmtWiéulidnKRcb (1i0 , 1 Lc h€©hng tfir 3lhahndg r o n ¢
sdth, v i h p thdd Edit Hyperlink tong hinh €, “nita€a ch n:

Link to: Text to display: jMUVCYh.}F

Name of new document:

Full path:
C:\Users\USER \AppData\Roaming Microsoft\Word) Change... ] [ e
Place in This
Document
i When to edit:
Create New S
Document ) Edit the new document later

(@) Edit the new document now

E-mail Address

Existing File or Web Page
Place in This Document
Create New Document
E-mail Address

ngp 8n: A
Cau 112/ Trong Word 2010, 0b  n £ n g mb Bb Xm

Developer
Equation
Macros
Compae

ngp 8n: A



COu 123 / Trong WorcdiZ2i@imege tkehb!l d,antg2 i mivig n”
kht!n'ghlre

Split Table
Convert to Text
Split Cells
Split Rows

ngp 8n: D

Cau 124 / Trong Word 2010t “tng (@eld) vQs kyt t r o n g[n, v Lhnp thdd Field
trong hinh €, ‘nita€achn:

Ploase choose a fleld Fiedd properties
Categories: Ok the button below 1o set advanced field options

Formula

v

< Preserye formatting durng updates

Desaription:
Calculate the resull of an expression

Fiedd Codes o Canced

NoteRef

NumChars
NumPages
NumWords

ngp 8&n: B

COu 125 / Tr osg \rathedth? @ @&t t £ an dhtrdng 1 (teverse
or der )tath ahgre

Vao File-> Print-> Nhdp t4 Pages: 40

Vao File-> Print-> nhdp t4 Pages: 40+1
Vao File-> Print-> nhdp t4 Pages: 40#1
Vao File-> Print-> nhdp t4 Pages: 40=1

ngp 8n: A



Céau 126 / Trong Word 2010, trongch ntngt h €

tbrat pfnm@n n~" 0o sau W@y ldeh i ng t

Microsoft Word
Microsoft Excel
Microsoft Access
Microsoft PowerPoint

ngp 8n: D

COu 127 [/ Tr on §ncwhimhoEc 2 0 1y ffieldeth n

ganhintd c hogt ri®d &chn:
Lanwin it T as v, A A
JfiUpdip r yEW-A-Y

Thoi gina: 27/107/17

Update Fleld 3 Pa:teOptiOn;:

¥ Update Field

Eldt Fleld Edit Field...
Toggle Field Codes

A Font..,
Toggle Field Cc 5 ramoreen.

E.:_ Bullets

EE Numbering
Numbering A spes
Update Field

Eidt Fieldé
Toggle Field Codes
Numbering

ngp 8n: A

Céau 128/ Trong Word 2010, tiReferences khéng ch
LOy:

Insert Index

Insat Citation
Insert Caption
Insert Figures

ngp 8n: D

t 2 nh

ntng

n-

( Madp tind Mangiia ) ,

b iVedmnhd ti i

(0]

trong

c



COlu 129 [ Tr oshgyiWo r dl u2 @il Otirndinbg t afb,lchec snatnngg v £ n
n" o saucsldayg: L€

Convert to text

Convert Text to Table

Convert Table to Text
Convert to Table

ngan B

COu 130 / Tr oMhg hiWeircghi2 0t1h0€ (IMe mghénthémekabi mu
t Ty Vv fn vieme bt r€o n'gitaRachh v

Van ban

Ho va tén: «Title»

Hightlight Merge Fields
Address Block
Greating Line

Insert Merge Field

ngp 8n: D

Cau 131/ Trong Word 2010, khi c6 @hitai Il u hd-b khinhiu  higkhh s am ttai li u
Wo r d WWTh pleac tai liuthanhmtbfnduyntiichc ntng n " ‘occsgag L ©y L€

Merge Documents
Combine

Compare

MS Word khéng h tr

ngp 8n: B

Caul 32 / Tr on gWhiWidhrHadér 0alfddter,clt ntng Vi ew @S o sau
d, ng:

Web Layout
Print Layout
Outline
Draft

ngp 8n: B

Cau 134/ Trong Word 2010, khdteh]L Ifnv}  ( Track Chang&€sdc nh€ tro
dongchbgkhmgang ¢+ { nghoa g?3:



File Home  Insert  Pagelayout  References Mailings | Revie

VoM % ¥ @t
spelling & Research Thesaur rach

h T us Word | Translate Language | New
Count - - <

Language

Ho va tén: «Title»

khi cé nhiéu tai liéu hodc khi nhiéu ngudi chinh sira mét tai liéu Word va dé két hop cac tai liéu thanh

- mét ban duy nhat, chirc ndng nao sau day duoc s dung

khi ¢6 nhiéu tai liéu hodc khi nhidu nguwoi chinh stta mét tai lieu Word va dé két hop céc tai liéu thanh

mot ban duy nhat, chitc ndng nao sau day dwoc st dung

Cacdongchm i K& t8&m vao
Cacdong chl « xdm

Céc dong ch L ‘& ghi chu

Céac dong chb tring I

ng&p 8n: B
COu 134 / Trong, dNofrant2 oM @ dkaiyc ritget tha

12
72
255
2000

n8p D8 n:
Cau 135/ TrongWord 2010,ct ntng n o s athchi@y'lckht ng L€

Chénvabiéndptpn h Llmn gi

Tdhb ¢ § cWrifhichile L

Ch ™ n E8oildeol[rv o vin b
Lcp trinh VBA

ns8p 8n: B

Cau 136 / Trong Word 2010Qkhac bit gi a MasteDocument vi cac &b tin Word théng
t heg, phatbM n~" o sau LOy | " L¥%ng:

Ch alién K} Jnlm ttd h p céc & tin Word riéng bit
Ch aliénk} /nimttdphp c § c, ctiehgditm
Ch alién K} Jnlm ttdp h p céac & tin riéng bit

Ch alién K} LJh m ttd h p cac website riéng Hi

ngp 8n: A

Céau 137/ Trong Word 2010, phat®i n~ o sau L©O©y | 7" sai
D¥%ng tr acW hCehaa ndgeiSitdieshthfoay L
D¥%ng Spel |l i nwkiW&traGwv a mwm¥mbH kz mgén ng nao trén th
gi. i hi n nay

D¥%ng Aut owh&yacac \@/Ftébbdg cac (cm)t mong min



D¥%ng Aut oW Qahnh@clinhdd v Enmh b
ng&p 8n: B
Céau 138/ Trong Word 2010, phat®di n~“ o sau L©O©y | 7" sai

Ghi chu cui trang (footnote) ludn Xtdihi n“ phiaclicinggca trafmg ven b
Ghichtcli v [n(endrpte) lubn Xl hi n sau ghi chd cu trang

CothM hay &8ch'slfSmh not e v™ endn dto e ttmpve d Y%n g
cac s

Trong m t trang, c6 thW. a c6 footnote va c6 endnote

nap an: B
COu 139 [/ Tr oMigmd\Wodrctio n2t0 v@inn Lintgtiec hi n:

Vao File-> Info -> Protect Document> Encrypt with Password

Vao File-> Info -> Protect Document- Mark as final

Vao File-> Info -> Protect Document Restri¢ Editing

Vao File-> Info -> Protect Document> Restrict Permission by People

ngp 8n: A

Cau 140/ Trong Word 2010Q¢ac chc  n Hfmdging &hi séh sach, phatbdi n~" o sau L ©y
sai:

T%h m c |, ¢ (table of content) tl, ng

Thbmcl| cbgcachgdaotn gQmic v~ §tmang €I ‘& g nhdt L ng
Dung heading style khishthfo c&8cQ ti °u L

S dngconge Tr ac k CMEém géd n ildung

nN8p 8n: D

Cou 141 / Tr oMy WordBd@diOnr ¥ic v° phong c8ct
ng®aal achn:

MXu v EnrfTerbplate)

M>u thi k/](design theme)

Phong c §hqdocumdantriStylb)

M> “nh dhg

ngp 8n: A

COu 142 [/ Tr olgv War o finkio Kbéng chd sao chép vaoh s a, sau
khibbh v " o fiYes | n§t ®rot Ect €oamtpiclong h3nh v



[FEY . T . i . E 3 [ |
ﬁ  Final - o [ B ¥ Previous ;j By
= TE ) 4 E
g - A |24 : &
|2 show Markup ~ = ; P} Mext - i
ick o Accept Reject Compare Bloc Restrict|
iges - _.E Reviewing Pane ~ " - - ‘\uthors - |Editing
Tracking Changes Compare Protect

Restrict Formatting and Editing = X

1. Formatting restrictions

[] Limit formatting to a selection of
styles

Setlings...
2. Editing restrictions

a 5 R e . R , . [¥] allow only this type of editing in
ninh stra moét tai liéu Word va dé két hop cac tai || e

L No changes (Read only) El
fwoc st dung
Exceptions (optional)

Select parts of the document and
choose users who are allowed to

hinh stra mot tai liéu Word va dé két hop cac tail | feediven

Groups:

[T]|Everyone | =

Twoce sir dung

ﬁ More users...

hinh sira mot tai liéu Word va dé két hop céc tai | | 3 startenforcement

Are you ready to apply these
settings? (You can turn them off

Twoe st dung aten)

I Yes, Start Enforcing Protection

V' o tiding g€
Vao md khx

Vo t°[n vin b
Ch nyéudublov

ngp 8n: B
Cau 143/ Trong Word 2010, phat®i n~“ o sau L©O©y | " sai

Template cha ¢ 8hcdhg vachltricgamt  vin b

Template khong cha cac thanh gim v fnn nbh @n h 3th b v ny bW k&
Template cOtW. ‘& | €u , tndi npihv, i 18N § i khac

Template c6 t\lung cho nfutdp t i rn khac nhaub

ns8p 8n: B
Céau 144/ Trong Wor@010, phdtbM n~" o sau L©O©y | 7 s ai

Sau khi nh- m (hg€ o po)thWmB &dhgt'n g i I mg€Eriéng bi t
Cothah h - m ¢ h Uin gng€E§achintinh
Coth\gch chibm t "Il  hg@vaomt d ., nfh vin b

K2 ¢ h cdabh@éinh sai khi nhdm €b3ag nhau

ngp 8n: D

COu 145 [/ Tr oM baWwo bgrayihdvDm c Lfipage Layo&ito tr ol

ng®Qalachn:



'3n ban.docx - Microsoft Wor

Page Layout References Mailings Review  View
Colors ~ — [y = ¥=) Breaks ~ E i L Indent Spadin B = Align =
A B OEE AR @0 e ER R R RET
Fonts = - £ Line Numbers b ’ EE Left: 07 + | y= Before: 0 pt - — P Gro
Themes Margins Orientation Size Columns ‘Watermark Page Page s o 4= Paosif T3 B Selectio
. Effects = - - & - b Hyphenation * - Color - Barders | S% Right: 07 SIS ater 10pt Ba Pane y Rotat
Themes Pag tup Page Backgr d Paragraph Il
W ---------------------------- 4 3

Margins
Orientation
Size
Columns

ng&p 8n: B

Céu 146 / Trong Word 2010, khi'dih s a hinhfnh,chcntng n”" o saw hih©y kh?ng
L e

T h a'ymal sb

Xoay 1 gbc bl kz

Nhom cac hinfjnh |4 v. i nhau

X6a mau @ ¢ a anh

ng&p 8n: D
Céau 147 / Trong Word 2010, phdtbi n~" o sau L©O©y | " sai

Cotehp 1 m™ n  h4 nrigvalchen o thoog £ fn b
Cothabiéntp ‘lcBnhfnhvimts t 2 nh nflang ch b
CothAbfomd  vion t b § nkhac sag éhép tm
Cothndungcacmiu (t emdb at aJnmkin b

ngp 8n: C

Cau 148/ Trong Word 2010, vh, pthdd f Page s et §lhidbbntcho nigDihf fnédar eent
odd and ‘dtakaxchn: nge



Page Setup . E e e S

- peem— - [ .

Section
Section start: Mew page IZI
Suppress endnotes
Headers and footers
[¥]iDifferent odd and even:
[| Different first page

Header: |0.5"
I From edge:

L LANIE] L3

Footer: |0.5"

I Page
Vertical alignment: | Top |Z|

Preview

Apply to: | Whole document |E| IIJnE Mumbers... I I Borders... |

o] o)

Trang chib va trangTc - k 2, ¢ khactihhae

Trang chia va trangTc - fu ttang, cui trang khac nhau
Trang chib vatrangTc -  Qkhéc nhau

Trang ¢/ va trangTc - | hig@ang in khac nhau

ngp 8n: B
COu 149 / TrongachitW €eu2fyonibnguaimhdh g Hh€:

Wordpad

Notepad

Microsoft Word 2003
Paint

ngp 8n: C

Cau 150 / Trong Word 2010, khigoth[o tcp tin trac_ngiem.docx, mun | €u t h " nh
trac_nghiem.pdf va khéng' nkhitdp t i n pdf ‘sigauh ckimi | €u, ng+e€

Vao Filei Save&Send> Create PDF/XPS Documentib Create PDF/XPS, b
ch n Open file after publishing

Vao Filei Save, Save as type, PDF(*.pdf), afOpen file after publishing



Vao Filei Save, Save as type, PDF(*.pdf), ¢h n Open file after publishing publishing

Vao Filei Save&Send> Create PDF/XPS Documentib Create PDF/XPS, ch
Open file after publishing

ng&p 8n: A



MODUL 8

Cau 001 / Micrsoft Excel 2010, khilbih vao Addcahpthdd @A Excel Optionso t
vE, ‘nitae chin:

S @ Customize the Ribbon.
Formulas
Choose commands from: (i) Customize the Ribbon: (i
Fragfing 1 Popular Commands E] | Main Tabs IZ] i
Save
§] All Chart Types... - Main Tabs
tanguage  Borders | [= [V|Home
Advanced || Calculate Now Clipboard
= Center Font
Customize Ribbon «_‘;’ Conditional Formatting » Alignment
ST :;% Connections Number
Quick Access Toolbar % Copy Styles
4f Custom Sort... Cells
WEE & cut 3 Editing
Trust Center A~ Decrease Font Size i Insert
% Delete Cells... Page Layout
' Delete Sheet Columns Formulas
=5% Delete Sheet Rows Data
= E-mail Review (==
&y Fill Color |» [¥] View
= Filter << Remove [7] Developer [Z]
Font T |L 2 [¥] Add-Ins
A Font Color [» Background Removal
Font Size e
%' Format Cells...
-/ Format Painter
Bﬁ Freeze Panes >
A’ Increase Font Size
5= Insert Cells...
Jx Insert Function...
d,{' Insert Sheet Columns
~= Insert Sheet Rows [ New Tab ] [ New Group ] [ Rename... ]
) Name Manager & ~
[ OK ] [ Cancel

Thém mt cdng ¢ vao thanh céng,c
Xba m t céng ¢ trong thanh cbéng,c
Thém mt nhém cho thanh cong ¢
n" i tén chothanh cong.c

ngp 8n: A
Céau 002 / Microsoft Excel 2010, ph&Wbi n”" o sau L©O©y | ° L¥ng:

Chiucaocamt 1 cldiv itac 6 khac cung dong

Co thwr m t hang héb ¢ t khéng cho Hitd th

Khong thA»r m t hang héb ¢ t khdng cho N th

Co thwtlly chin h, rlng ¢ a cac 6 trong cuing ¢ t khac nhau

ngp 8n: A

Cau 003 / Microsoft Excel 2010, mnworkbook c6 chavingd liut A2: D16, ttAong L -
ch a tén cac bhang, ct D ch a gia tr mib h 'WiJ/n S Ufn xud hi n cac nib hang
iANh?! megthcc n"o sau LOy | 7" L¥ng:



=]

=COUNTIF(ANh:mo, A2: D16)

=COUNTI F(

1

Nhtmo, A2: A16)
=COUNTI F(ANhtmo, D2: D16)
=COUNTI F(A2: A16, 0Nh® md)

ng&p 8n: D

Cau 004 / Microsoft Excel 2010, ivh p thdd Info trong hinh ¢, 1 achn A Pr ot ect

n g @a cé thith ¢ hi n:

[ ™ Bookl - Microsoft Excel
“ Home Insert Page Layout Formulas Data Review
[ save A
Information about Bookl
B save As
[Z Open a Permissions
& Close _’_Jx‘ Anyone can open, copy, and change any part of this workbook.
Protect
Workbook ~
Propert
Recent ;
Prepare for Sharing Title
New [ J Before sharing this file, be aware that it contains:
Author's name
Print Check for
Issues -
Save & Send
. d 58 PM
Help 2 Versions
J ) There are no previous versions of this file.
|] Options Manage
@ Exit Versions »

Phat hin truy a khéng phép [ing tinh

C " iHum& khXu cho ng tinh

X-a c¢8c th?tnigbmngtmh i °n quan L
Khing clmg t€whimg °n Logoga ¢

ns8p 8n: B

Cau 005 / Microsoft Excel 2010, vm t ¢ ¢h |i's1 (CSLL) ¢, a Excel, phéat b
I © LYng:

Tén céac ving tin (field) dhla tipg (Vi t) khong co di
Céac d li' u trong cuing mt dong pifi gi” ng nhau
Coti La, t255 ¢

Vic nidhgld ceh lisskhéngin h “md JfpEoéndthc tr ong

ngp:En
Cau 006 / Microsoft Excel 2010, congthcung fgun " o s au L ©Oy

COUNT (2, 0abo,5,4) | 4
=l F(54, 0Sai o0,0n%%ngo) |~ fASaio

n-

Wor k&
0O sau L©
L.
L Yan g :

h 3 k

= F(F2=i900L BGF2=/u.00,)0 NBO 'o/fqd | I ~ igBO t

=ROUND(72.16,1) cho ra/k qui 1a 72

ngan: B



Cau 007 / Microsoft Excel 2010, khiln v " o A Ad v a n c_ @ Broperties tpoagript | e s 0 ¢
thod | nf o & h ®iEedthwn chin:

XA - o . Bookl - Microsoft Excel )
Home Insert Page Layout Formulas Data Review View
[ save s
, Information about Book1
L save as
7 Open a Permissions
a 14 Anyone can open, copy, and change any part of this workbook.
' Close cay 4
Protect
Workbook *
Properties ~
Recent
3 Show Document Panel
. Prepare for Sharing =) Edit properties in the Document
New 7y Before sharing this file, be aware that it contains: Panel above the workbook.
. ChecT‘for Author's name %l Advanced Properties
Print l'sue; < Show the Properties dialog box,
Save & Send Last Modified
Help Versions s
»J ) There are no previous versions of this file. e
Y
2] Options Manane | Daltad Dannla

Ma hoa cac thw tinh nang caq @ 4 ng tinh
Phat hin truy e khdng phép [ngtinh

Vao cac thuc tinh nang caq @ 4ng tinh

C " iHumd& khXu cho ng tinh

ng&p 8n: C
Céau 008 / Microsoft Excel 2010, phdt%i n”" o sau L©O©y | " sai

=INT(5.2) 14 5
=INT(5.9) 12 6
=ROUND(5.9,2) 12 5.9
=ROUND(5.9;1) Ia 10

ngp 8n: B

Cau009/Micosoft Excel 2010, kaldngtsca o= c$hARGHOBS, 7C5L L an
cbng th c trong F9 la:

=$D7+E$11
=$A7+B$11
=$A7+ES$7
=$D3+E$7

ngp 8n: C
COu 010 / Microsoft “Hxc ofi tedd{ie@der) Vdbifranc h " n ¢ § ¢

(footer) vaot an g Wn2mihmll & hpthdd fipage Setup® mip® trong
ta th c hi n:



- Page Setup M

| Page |Margjng| Header Footer | Sheet |

Header;

[ (none)

Custom Header... | | Custom Footer...

Footer:

F'aqe 1, Hach Toan K& Toan Trén Excel

‘ FPage1 Hach Todn K& Tosn Trén Excel

[ pifferent odd and even pages
[7] Different first page

Scale with document

[] align with page margins

print... | | PrintPreview | | Options... |

| ok || cancel |

Vao Page Layout> Print Title
Vao Page Layout> Themes
Vao Page Layout> Print Area
Vao Page Layout> Background

ngp 8n: A
Cau 011 / Microsoft Excel 2010, cdiig s liu n h €& hWihwp hgga highe
nhil (t4 6 dal ?) theotht gifm dfn, congthc n " o sau LO©y | ° L¥ng:

o D P P e

. | DiEmTB | DiEmTB | DiEmTB |
Ho Tén d £ £ Xép hang

1 | HocKy | [ HocKy Il | cdnam
2 |Thay 9 10 9.5 2
3 Hoang 8 7 7.5
4 |Linh 5 6 5.5
5 Nga 8 2 5
6 |Binh 6 9 7.5

=RANK(D2,$D$2:$D$6)

=RANK(D3,D2:D6)
=RANK(D2,$D$2:$D$6,1)
=RANK($D$2:$D$6D2,1)

ngp 8n: A



Céu 012 / Microsoft Excel 20104 A2 c6 gia trs 25, H 6 B2 g6 vao cong trc
=S QRT( AZ2ijanhhn glsdg} qu:

0

5
#value!
#Name!

ngp 8n: B
Cau 013/ Trong Microsoft Excel 201@pt t i n Ex c e Inh@®wmmpla: at e c- L

A. .XlIsx
B. .xls
C. xlsb
D. .xltx

ng&p 8n: D

COu 014 / Trong Microsoft Excenpca@dairkivMs h™ m n" o
thamanmt Qtkin cha: tr €

SUMIF
COUNTIF
COUNT
SUM

nCP CN : A

Cau 015 / Trong Microsoft ExceD20, vicongthc =Lower ( i htita@mhT Tlo©® , ng€
k/} qur:

HT CNTT
ht cntt

Ht Cntt
#NAME?

ngp 8n: A

Cau 016 / Microsoft Excel 2010, vh, p thdd New trong hinh € ¢ § ¢ c ttohg@ungto
m-yclh AOffice.com Tem@athahieed cho ph®p nge



(XIied =~ T

Book2 - Microsoft Excel

“ Home Insert Page Layout Formulas Data Review View
=l save
Available Templates
B save As
. * {2} Home
&7 Open
-~
[ Close
Info | [_' &
Recent Blank Recent Sample My templates MNew from
workbook | templates templates existing
m Office.com Templates Search Office.com for templates >
Print e
; 7 W, = | v SRR RN RRS
/ / ’ o
Save & Send —— — — — 0,‘ n— n— e
i Analysis Annual Assets Books Budgets Business Calculator Calendars
elp =
|:] Options
S J 7 7 7 J 7
Exit 4 4 y 7_/ 4 4 7 - ‘
B
Charts Design Sets Diagrams Education Event Financial Food and Forms
Management Nutrition
‘ 7 —— E:./ ‘ 7 5 —5
=4 _lly | o | ol .y oy
Hourly Industry Inventories Invoices Lists Logs Meonthly Order
Ch n cac Template theoYbt Office.com
Ch n céc gling cdo theo ld t Office.com
L€eu c8c Wt Office.coin e o 0
<
M c8c tcm& m

n§p

8 n:

A

Céau 017 / Microsoft Excel 2010, vcdng th c

qul:

DT
TT
KTDT
TTKT

n§p

8n:

A

Cau 018 / Microsoft Excel 2010, vcdng th c

S 123
S 12
Chuy i
S 23

ns§p

Cau 019/ Microsoft Excel 2010, v
trang tinh hin td |

8 n:

1230

C

* inagl @ ch n:

Ri g h tT(of, T2T) kidnbh€ °Lc 6}

Mi d( iml23taokh2’lc3}jqu’ n g€

me n u WioPrrkobt oeockt 0

& WHlomgd h 3 nh

\"



@\,j’ SRR

.a. Home Insert

Page Layout Formulas Data Review View

el save
B save as
(.7 Open

[ Close

Recent

New

Print

Save & Send

Help

] Options

B3 Exit

Information about Book2

Permissions

:r_;ljj;) Anyone can open, copy, and change any part of this workbook.
Protect
Workbook ~
Mark as Final

Let readers know the workbook is final
and make it read-only.

(%) Encrypt with Password fit contains:
_ﬂj Require a password to open this jth and author’s name
workbook Iities find difficult to read
‘_:) Protect Current Sheet
LTI Control what types of changes people an

make to the current sheet

Protect Workbook Structure
A1 Prevent unwanted changes to the structure
of the workbook, such as adding sheets

of this file.

% Restrict Permission by People
Q Grant people access while removing their
ability to edit, copy, or print,

~  Add a Digital Signature
Ensure the integrity of the workbook by
adding an invisible digital signature.

Mark as Final

Encrrypt with Password
Protect Current Sheet
Protect Workbook Structure

n§p

8n:

C

Boo! icrosoft Excel T

Properties ~

Title
Tag

categories

Related Dates

Céu 020 / Microsoft Excel 201011 A2 c6 gid trs 10, H 6 B2 g6 cong the
=PRODUCT ( A'2itabhih, ‘Lo &l

#Value!

50
10
2

n§p

8n:
Cau 021 / Microsoft Excel 2010, khidhd li' u vao ing tinh, phatbBMd  n " o s

B

D, li ukiW S sSmkb "nh canh Qtrai

D, li ukiMkyt sSmid "nth
D li" u ki th i gian £mkb "nLh
D, Ii" u kiw ngay thang&mko “nlh

ns§p

Cau 022 / Microsoft Excel 2010, khivao Review Pr ot ect

th c hi n:

8n:

Qttah |
Qphp |
©Qphfi

A

au

She &t nhtgree

Loy |

trong



™ B R au Ke toan may ompatibility Mode] = Microsoft Exc

Home Insert Page Layout Formulas Data Review View
o E =D & ) & d Shaow/Hide C en [ Z5 0 R g}’il Protect and Share Workbook
Hf7 = 2 J . : B B E I b
v Jj L.LJ _3% _a “d d Cd LN g n;‘g—:J

% Show All Comments @ Allow Users to Edit Ranges
G Protect § Protect Share

Spelling Research Thesaurus | Translate New

Comment o ) [ Show I"kr‘ Sheet WWorkbook Warkbook 52 Track Changes ~
Proofing Language Comments Changes
C10 . Jx | Ti&n gl*i ngén hang (VND)
A B | C [ D E F G H I
s BANG DANG KY DANH MUC TAI KHOAN
7
PR P 5. s - SL Tén S6 Dw S6 Phat S6 Phat SL Tén S6 Dw
[ SoHieuTK | Loai TK Tén Tab Khodn PiuKy | PauKy | SinhNo | SinhCoé | CudiKy | Cudiky
9 7 1111 N Tién mat tai quy. ngan phiéu (VNB) 10.000,000f 5,500,000 15,500,000
107 1121 N Tién qiri ngan hang (VWD)
117 1331 N Thué GTGT dwoc khau trir ciia hang hoda, dich w
12 141C N Tam trng (Chi C)
137 1421 N Chi phi ché két chuyén
147 1521 N Nguyén vat liéu chinh
15 153 N Cdng cu dung cu 100 100
167 154 N Chi phi SXKD d& dang
17 7 155 N Thanh pham tdn kho san pham 700 4.000.000 200 (4.000.000)
187 157 N Hang gvi di ban
197 2111 N Nha clra, vat kién tric
207 2112 N May méc, thiét bi
217 2141 Cc Hao man TSCB hiru hinh lly ké (%)
22 3311.HA C Phai tra ngan han - Cty Hoang Anh
237 33311 C Thué GTGT hang ban ndi dia 500,000 500,000
247 3341 C Phai tra cong nhan vién

Blo v trang tinh hin td b3ag md khX
Blo v tHic[ tH c[ trang tinh Bag md khXu
Xo6a o v tHic[ trang tinh Bag md khX
X6a trdag tHi [ trang tinh

ngp 8§n: A

Céu 023 / Microsoft Excel 201011 A2 c6 gia trkhong (0), H 6 B2 gbcong th ¢ =5/A2,
n g @anhh ‘lc¥e}qu

0

5

#Value!
#DIV/0!

ns8p 8n: D
COu 024 / Micr \0eotf t° ifEghecéiin: 2010, L

Vao Home-> Cells-> Format-> Hide&Unhide chn Hide Columns
Vao Data-> Cells-> Format-> Hide&Unhide chn Hide Columns
Vao Formulas> Cells-> Format-> Hide&Unhide chn Hide Columns
Vao View-> Cells-> Format-> Hide&Unhide chn Hide Columns

ngp 8n: A

Cau 025 / Microsoft Excel 2010, vh p thdd Customt n %t @A Cel | St gkheso tron
bbh vao mtl achn, ° ntatec hi n:



c@ o @
& C . . | B |l P T Fl T Autosum - 'A F
d@ac = tz; 2 || =T = A 3] Fil - LT ﬁ
enters $ - % 3 | %@ % Conditional Format | Cell | Insert Delete Format Sort & Find &
c 4 > | Formatting ~ as Table - (Styles || ~ . - L Clear~  Fijter~ Select~
Chipboa - Font Alignment . Number  Custom -
A3 - feoo1111 ??_ke-elec s AeE- [... AeE-_I... AP ¥ [... AP 9 I... C?A0 ¢...
A B c D E Flc¥ag ... . . . Dezimal [0]_..  Dezimal_UX
s BANG DANG KY DANH MUC TAlI KHOAN “ Header1 Header2 . - Nomal - Stylel
1 - . SLTn S5 Dw S5 Phal Normal_DK-C... Normal_Sheet3 omma [0]_M. omal_Sheeti_I  Wahrung [0]_.. Wahrung_UX
SéHiguTK | Loai TK Tén Tai Khoan T s : 4 « 5 o ok o ok =g
8 Dauky | DauKy | SinhNo injpaviuuan.. n50evuean.. UnA_FTC_OF.. EHoigk | Hoogk | =3 (0....
9 ] Tién mat tai quf, ngan phiéu (VND) 10.000.000] 5.500.00 o . 5 . = =
0 = Titn gi#i ngan hang (VND) 2 PR.. #EE8 9% ¥ BOOK. J0F[0]... Z0i_Hl... B3 (0]...
1 N Thué GTGT duroc khau triz clia hang héa, dich vy 1200 BE(ER... —#% Bookl FHMWO0L.. FH_Bo.. HEY po
g2 L Tom. g [Chic) HEGY Lis. BE Liscdveis  &HE % ' 3
-dwgis 0]_B... Bookl ¥ ([000) Li. M List-dwgis
13 N Chi phi chd/ ket chuyén - e 0L LGS oLk v
14 N Nguyén vat liéu chinh Sopd Fad and Neutial
15 N Cong cu dung cu 100! Normal Bad Good Neutral
16 N Chi phi SXKD d& dang Data and Model
17 N Thanh pham tdn kho sén phim 700, Calculation | FEiERAE Explanatc Foliowed Hyp...  Hyperlink llnput
18 N Hang gii di ban
19721 N Nha cra, vat kién tric s Note [output ] warningText
207 21 N May méc. thiét bi Tities and Headings
r > TP T A S
21 4 c Hao mon TSCO htku hinh Iy ké () Heading 3 Heading 4 I'itle
22 HA C Phai tra ngan han - Cty Hoang Anh
237 33311 C Thué GTGT hang ban ndi dia Themed Cet Styles
247 3341 C Phai tra céng nhan vién 20%-Accentl  20%-Accent2  20%-Accent3  20%- Accentd  20%-Accent5  20% - Accent6
257 3 8 Phai tra nhai nan khar

Ch nm tkiWi cach (style)chomt v Yang (‘rcahmg eéor € L €
X6am t kil cach (style)chomt v %2ng (‘rcaimg é¢9r € L €
Chép mtkiW cach (Style)tmt v %ng (‘rcahmgedr € L€
n&nhmgkiv@cach (style)tmt v %ng (‘rcahmgedr € L€

ngp 8n: A
COu 026 [/ Micr dsi/plédpt nBxameilathxching,€ L

Vao Insert-> Page Setup> Print Titles

Vao Page Layout> Page Setup> Print Titles
Vao File-> Page Seip -> Print Titles

Vao Format> Page Setup> Print Titles

ngp 8n: A
COu 027 [/ Mi cr \othémhinHn B x cigelghe€honl 0, L

Vao Fomulas> Picture
Vao Data-> Picture
Vao Insert> Picture
Vao Review> Picture

ngp 8n: C

Cau 028 Microsoft Excel 2010, sau khichm tvang (range) valin v~ o i Gr eat er Th
ca AHighlight Cells Ruleso tr€ nuoitafE6haprvabi t i onal
1 cons W6 hiu_ ng:

C8§c ' ngo i “ulibdgkhiga®oaédh HBNh'&shd
C8§c ! trong wribdkhigiatamaysd i K i@n'e shp
C8c ! trong  wr4bdkhigiataqagdah h i el €& nhd
Céc o trong viing (Range)dm i bd khigiatrc adé)n h hin'& shd

nsganB
COu 029 [/ Mi cr dtshod ykiWEangierdgang bl @ , ° lhtaytkec hi n:



Vao Page Layout> Orientation kich chn Portrait/Landscape
Vao File-> Page Setup kich’'ch Portrait/Landscape

Vao Format> Page Setup> Kich ch n Portrait/Landscape
Vao Home-> Orientation-> kich ch n Portraint/Landscape

ngp 8n: A

COu 030 / Mi cr g @ flnhhBnghbbdttréngdatk,sdthlo, t a
dBl hang hebgt , ° irtegl ‘@ chn:

Vao Review> Freeze Panes
Vao View-> Freeze Panes

Vao Page Layout> Freeze Panes
Vao Home-> Freeze Panes

ng&p 8n: B

L 8nh

Cau 031 / Microsoft Excel 2010, sau khiolm tvang (range) valin v~ o i Gr eat er Th
ca fAHighlight Cells Ruleso tr€ noitaEBhabrvabi t i onal

1 con § L'WE6 hi u_ ng:

@‘d R u n may ompatibility - ct
m Home | Insert  Pagelayout  Formulas  Data  Review  View
= ¥ Cut = DA v o= 5 < . = | s B, Cwm T 5 X Autosum +
&) B Copy - Arial 10 A A == Y = Wrap Text Custom kgy A‘d ;‘4 =2 o L8 @ r
Past - il B Kee =35 == 5 8 = v <0 .00  |Conditional| Format Cell | Insert Delete Format S
ot Fromatpainter| B L L | H~ | A |[EE E FF EMegekcenter- § - % 0 | WD Faev:\a'tt’lor:;' a5 Table ~ St;lees- it ad B3
Clipboard Fol . lignment Numt Editir
_II ! i » I
ci1 % £« | Thu& GTGT duorc khiu trir clia hang hoa, dich vu L) Liohtioht Celts Rules > {275 Greater Than..
A B C D E F G ) M
2 % F T =10) Top/Bottom Rules » —Ji‘J Less Than...
s BANG DANG KY DANH MUC TAI KHOAN Lo
7 < -
= Between...
SéHiGuTK | Loai TK Tén Tai Khoan SLTén | S6Dw | SOPhAt | SOPY El poem | e
8 g ¥ Dau Ky Dau Ky Sinh No | Sinh( _
9 71111 N Tién mat tai quy. ngén phiéu (VND) 10,000,000 5,500,000 ng Color Scales » —_JEI} Equal To...
107 1121 N lién qiri ngan hang (VND) :
17 1331 N Thué GTGT dwoc khau triv cia hang hoéa. dich vu 1= ] 3
12 141C N am (ng (Chi C) =| Ion Sets » __—;M Text that Contains...
137 1421 N Chi phi ch¢ két chuyén
147 1521 N Nguyén vat liéu chinh & NewRule = J’ A Date Occurring...
157 15 N Céng cu dung cu 100 E)  Clear Rules o
167 154 N Chi phi SXKD dé dang ) Manage Rules; =
177 155 N Thanh pham ton kho san pham 700 4.000..~ iie— ¢ L L
187 157 N Hang qivi di ban
197 2111 N Nha cira. vat kién tric More Rules..
207 2112 N MaAv mae thidt hi

C&§c ! ngo’ i “uddbdgkhightgaddh b BhEeshp
C&§c ! trong weriibdkhigiataqadd h k&h'e ahdp
C&c ! trong  weribdkhgiataqagdah h ik el €& nhd
Céc o trong ving (Range)dm i bd khigiatrc adé)n h hin'& shd

ng8p 8n: C
Cau 032 / Microsoft Excel 2010, cadMid i u théng dng la:

Chyi , inkngay thang

S , logic, ngay thang

KiW cong thc, ham, s, ngay thang

Chu i, s , logic, ngay thang, M cong thc

ns8p 8n: D

COu 033 / Mi cr @skonf tt rEoxncge’|hphznibiMd OFd dEbm t phép so
sanh,khign s o s &nh kita§achmhau, ng+e€



DHI A # 0
DHI £ &0
DRI fi<>0
DHIfi > < O

ngp 8n: C

Cau 034 / Microsoft Excel 2010, vh pthdd A For mat Ce8 | KdhidihglSong h3 nh
ca ! cdhe khikhonglihchn AUse 1000 setpradchatc®r (, ) 0, ng:+

£9 v (® < | 10000000
E — -
4 — —==h
5
‘ Number | Alignment I Font I Border I Fill I Protection ]
6
—7 = Category:
—<3D General ~ | Sample
oD 1,000,000
8 _ Dau Ky Currency Soved A
9 [ 10,000,000 Scounting Decimal places: [0 |4
a = —
0, Time Use 1000 Separator (,)
11 Percentage
12 Fraction Negative numbers:
3 Scientific
13
] Text 1,234
- Special (1,239)
15 Custom (1,239
16
17
18 |
19 |
20 =! . -
al
22 | Number is used for general display of numbers. Currency and Accounting offer specialized formatting
23| for monetary value.
24 |
2|
26 |
27 | [ ok || cancel
28 [

Céac dil ph§y ¢ a $ thdp phan trong 6&chuy thanh din chisin
Céc dil ph¥y ¢ a s thdp phan trong 6&hi n ra

Cac dal phy/ ¢ a s thdp phan trong 68mEl L i

Cac dil chn ¢ a $ thdp phén trong 6&mHA L i

ngp 8n: A

Cau 035 / Microsoft Excel 20101 A2 c6 gia frchy i 2008, H 6 B2 g8 vao cong ffc
=VALUE ( A2 fanhhn gcdst qu”

#NAME!

#VALUE!

Gia tr kiwi chy i 2008
Gia tr kiw s 2008

ngp 8n: D



Cé;lu 036 / Microsoft Excel 2010]% A2 gd vaocongthc = MAX( 30, TOotar6h, 5), ng
L& Kk} qu:

30
5
65
110

ngp 8n: C

Cau 037 / Microsoft Excel 2010, vh, p thaH

< ( ] f Ced Rhismin¢hmong h3 nh
Unhdhgca ! cdhi®ladhgkMi ng” vy

r mat
h §inad Achinm, ng<€

Number IAligmentI Font | Border | Fill IProtecﬁon|

Category:
» | Sample

Number 10000000
Currency

Scigunﬁng General format cells have no specific number format.
a

Time
Percentage
Fraction
Scientific
Text
Spedial
Custom

General
Date
Time
Scientfic

ngp 8n: B

Cau 038/ Microsoft Excel 2010, vcongthc =Upper ( fi T TitakfEeD Tlo®} n g€
qul:

TT KTDT
tt ktdt

TT

KTDT



nCP CN:

A

Céau 039/ Microsoft Excel 2010, vcong th ¢

= Mo d ( Z 6tanhdh , ‘lciEpad

5
6
4
3
nN8p 8n A
COu 040/ Micr oWwhrdténmEx ovédn g2 @ T &,n gleg
hi n:
EV 391 3 mau Ke toan may day.xls [Compatibility Mode] - Microsoft Excel
7 Home Insert Page Layout Formulas Data Review View
g 7 ; o 1 ~3) Define Name ~ f;‘FTrace Precedents ﬁshow Formulas
‘}L"_ z ') = = i 8 S2 Use in Formula ~ "CfTrace Dependents ¥i» Error Chec ) v
B Aut(iSum ,,‘gi?;, B Create from Selection | % Remove Arrows v (£) Evaluate Fo
Function Library Defined Names Formula Auditing
A9 * £| 1
\ A B c D E F G H
5
s BANG DANG KY DANH MUC TAI KHOAN
7
| SOHieuTK | Logi TK Tén Tai Khodn Sgu NewName O R cSu(;.D:y
g [ 1111 N Tién mat tai quy, ngan phiéu (VND) S | 15,500,000
10 | 1121 N Tign giri ngan hang (VND) N e
1] 1331 N Thué GTGT dwoc khau trir clia hang héa, dich vu SCOPE: Workbook E]
12] 141.C N Tam trng (Chi C) Comment: T
13| 1421 N Chi phi ché két chuyén
14| 1521 N Nguyén vat liéu chinh
15| 163 N Cdng cu dung cu
16| 154 N Chi phi SXKD d& dang
AT 155 N Thanh pham ton kho san pham . (4.000.000)
18| 157 N Hang gtvi di ban Refersto: | _gpmrKisass:scs1s
19 2111 N Nha civa, vat kién tric
207 2112 N May mac. thiét bi
217 2141 C Hao mon TSCB hiru hinh liy ké ()
22 3311HA C Phai tra ngan han - Cty Hoang Anh
237 33311 c Thué GTGT hang ban ndi dia 500,000 500,000
Ch nving (range), vao Inset Define Name>" blng @A New Na mdatén Hii
cho vung
Ch n ving (range), vao Formulas Define Name>" blng A New Neme 0
LHutén cho vung
Ch nvung (range), vao Home Define Name>‘ bflng fANew Na mHatén H i
cho vung
Ch nvung (range), vao Data Define Name>" b[n g A New Na mdatén H i
cho vung
ngp 8n: B

Céu 041/ Microsoft Excel 2010, khi/yi s

#VALUE!
#N/A
#NAME?
#DIV/0!

nCP CN:

ai

A

t °n

h

m" ittarnbdn g'Lc ®12quith

nitp@® ct rong h

hi

t o8n.



Cau 042/ Microsoft Excel 2010, vngay h th" ng ¢ a may tinh la : 31/12/201641© A2 gb
vao cong thc =Today(1 , ~ ntgn&h ‘lc¥}qu:



31/11/2016
#VALUE!
#NAME!
30/12/2016

ngp 8n: D

COu 043 / Mi cr bvhhd ¢ac o6 IdE kQE e | reteh1L 6, vi h Ip thod

fiFor mat Cel Is onita®axchrg

h3nh v

Number | Alignment | Font I Border I

Fill

| Protection |

Text alignment
Horizontal:
=TI | ndent:
YerﬁZai: - !0 :'3",

Center -

[ ] Justify distributed

Text control
[7] wrap text
[ shrink to fit
[ Merge cells
Right-to-eft
Text direction:

Context [ v]

Orientation

-~ X m —

Wrap text

Shrink to fit
Merge cells
Justify Distributed

ngp 8§n: C

Céau 044 / Microsoft Excel 2010/)m

t h2Gts5 N#hir IL° n,

nG , "olgrdy _d € Whthi Kp lod

| achncongthc:

|
| F( B35, % K kb)g
=1l F(B3%& %, oKk 0ng
| F( B&%;, ®rK#1W0n0g

ngp 8&n: B

L

L

L

F(B3&®, ERSE @mKhtng L

t h 2 c x8piloH h

L -
kh@gg E B3 alMirig hdhta ng€

Le



Céu 045 / Microsoft Excel 2010,{g8 tH0 Alchagiatr2 8 4 5V@4 6 BL co K} qu 1a
2800 0, ita@d¥ao cong th:

=MOD(A1,1000)
=ROUND(A1,3)

=ROUND(A1;3)
INT(AL)

nCP CN: C

Cau 046 / Microsoft Excel 2010, chia man hinh thén’hgﬁéc hang ngang cho Zhg tinh
Ex cel n§hivaolView> arrange All>h pthdd A Ar r alogves OWiam g €
| achn:

b= ke 7“\-@4-@ Iﬂ

m Home  Insert  Pagelayout  Formulas  Data  Review | View o
(=) z
;AJ J ‘;J IJ ‘A A \ ﬂ;:' _ng‘ i,} % 3:_«} = split (1] View Side by Side % jjﬂ =

= 72
Normal| Page Page Break ' Custom Full | [T Gridlines [¥] Headings Zoom 100% Zoomt New Arrange Fre d ve Switch | Mac
Layout Preview Views Screen o o Selection | Window An Panes 1 o t Wol k space Windows ¥
Workbook Views Show Zoom Window Macros
A9 ~ & A | ‘1111
] mau Ke toan may day.xls [Compatibility Mode] o B = Book2
= - = e = _— 2 3 =
‘ O . S o L BN A B c D E F G H ] J
5 i Diém T8 | Diém TB | DIEmTB |
HoTén 3 3 N X&p hang
. I & i ” 1 HocKy |l |HocKyll | canam
s BANG DANG KY DANH MUC TAI KHOAN | | 2 [Thay 9 10 95| 2
7 3 Hoang 8| 7| 7.5
SéHieuTK | Loai TK Tén Tai Khoan SLIon 1l 50D 4 [Linh 5 5 5.5

8 Dau Ky Dau Ky 5 Nga 3 2| 5

9 Tién mat tai quy. ngan phieu (VND) ko3 10.000.000 inh 7

10 Tién glvi ngan hang (VND) g8 Bin 5 3 £

1 Thué GTGT dwoc khau trir cia hang héa, dich vu 7

12[141C am (g (Chi C) 8
ﬁﬁﬁl 1 Chi phi ché két chuyén = 9

14| 1521 Nguyeén vat liéu chinh 10
15| 153 Céng cu dung cu 100 1

16 4 Chi phi SXKD d& dang

17 Thanh pham tén kho san pham 700 12

18 Hang gri di ban 13

Titles
Horizontal
Vertical
Cascade

ngp 8§p: C
Cau 047 / Microsoft Excel 2010, congth n " o €£dchal i AVELWE!s

=COUNTA(fAAO; 13; 4)
=MAX(fAAO; 13; 4)
=COUNTIF(A1: A10; 0AD)
=COUNT(fiAd; 13; 4)

ngp 8n: B
Cau 048 / Microsoft Excel 2010, thanhfphith 3 trong ham VLOOKUP la:

Blhg do

Cach do

C ttham chiy Wb K} qui
Dong tham chiy Wby k/T qui”

ns8p 8n: C

Cau 049 / Microsoft Excel 2010, sau khi ahl ¢ t va liain phim plfi chu t, khi bah vao Hice
ca



Menu trong hinh &  ‘ni tp@ c hi n:



Xéact L'« ch
Phéongtoct L'« ch
ct La ch
tomauct L'« ch
LS8p 8&n: C
Cau 050 / Microsoft Excel 2010fjmtrong mt d tinh cé cac ki hu  # # @# L -L ic -
Hangcha ! L cao qa thgi’nén khong thiWd th h/lch a s
Ctcha ' L r ngogud l@inénkhéng Mdth h/ich as
Tdp tin ch a ng tinh b nhi m virus
Cong th ¢ nhdp vao 6 bsai va Excel thong baoil
ngp 8n: B
Cau 051 / Microsoft Excel 2010, ki 1a ip h p nhiQu 6 K]cch ttb thanh hinh chnhd, v, i
c §cachHkhi Tcttwdn sau LOy, cO©u n" o | I Yan g
B1o E10
B1-E10
B1:E10
B1..E10
ngp 8n: C
Cau 052 / Microsoft Excel 2010, sau khi ohl ¢ t va b phim chut phli, khi bbh vao
ACol umn
Wi d t dha Meidu trong hinh&  ‘nita c hi n:
Home Insert Page Layout References Mailings Review View
By 7“} CupnfBoy: T|H: DIATK AaBbCcDc | AaBbCcDc AaBbCi AaBb
Pavs’te )FormatPaintev B 7 U -abe x, X° fiNormal |7 No Spaci.. Headingl Headin
Clipboard Font Paragraph ¥ S
R e e : T
Home Insert Page Layout Formulas Data Review View
HE O o E amnse Q [ Y @ B EAIw  Diesense
Normal| Page Page Break Custom Full Gridlines [V] Headings Zoom 100% Zoomto New Arrange Freeze . )
Layout  Preview Views Screen Selection \'\.’lndo»v All  Panes~ 24 R w
= Workbook Views | ’:hf:r.u Arial vi16 * A A" S ~% :E Window
' cs v K Bl I EO-A-H-MRI
T B C— [ D E F G H [
# cut
5 :
fpare I 43 Copy
s BANG DANG K\ DANH MUC TAI K| & Pasteoptions:
7 =)
g | SOHiGuTK | Loai TK TenTAiKhd Paste specia.. SEJ;; eS;uDv:; ::‘:';“':; :;:"c"; CS:OT“’(‘; csl;%il)ll('y
9 N Tién mat tai quy. ngan phidu(  insert 10.000,000| _5.500.000 15,500,000
.. 107 1121 N Tién givi ngan hang (VND) Delete
111331 N Thu GTGT duoc khautrircd
12| 141.C N Tam tmg (Chi C) S sopens
13 1421 N Chi phi ché két chuyén & Format Celis...
14 [ 1521 N Nguy&n vat liéu chinh S
15 153 N Céng cu dung cu RO 100 100
16 154 N Chi phi SXKD d& dang Hide
B 177 185 N Thanh phdm ton kho san phar  unhide 700 4,000,000 200] (4.000,000)
18] 157 N Hang gt di bén
10 ¥ 2444 [ Mha ~Afun GAH Lidin tnin ]
Xéact L« ch
ChnhbQr nggt L'« ch

nghoa



ChnhchiQcaoct L'« ch
Témauct L« ch

ng&p 8n: A

Cau O§3/ Microsoft Excel 2010, trénGHome ¢ aothanh c()nggcRibbon, khibbin vao
bWw ‘n® Al ncrease Delcd nMadgha, c htgt€ehemg d

T £ n"gTthep phan va lam tron s
Gi[m s ITthdp phan va lam tron s
Lam tron S va Iby 2 $ 1Tthdp phan
n nh dhg $ theo phan,Ip

ng&p 8n: A
Cau 0§4/ MicrosdfExcel 2010, trén fiHome ¢ a Ehanh cﬁng_:ncRibbon, khi i vao
bW ‘'h® fADecrease Delku mikem,chmt@cmg d

T £ n"gTthep phan va lam tron s
Gilm s ITthdp phan va lam tron s
Lam tron S va Iby 2 $ 1Tthdp phan
n nh dhg $ theo phan Ip

ng&p 8n: B
COlu 055 / Mi cr oPagiefntt & %o e, ki G Décac |8 ch n dan

LFobit (paste Spé&cidalbpiatnth2ens3th@® ong ¢ Sita
[ achn:

1

ch®p

n



1111

Tién mat tai quy, ngan phiéu (VNBD)

[ 10,000,000] 5,500,000 [
Sl a——

N

1121 N Tién gl¥i ngan hang (VNBD)
1331 N Thué GTGT dwoc khau trlv clia hang héa
141.C N Tam (rng (Chi C)
1421 N Chi phi che két chuyén
1521 N Nguyén vét liéu chinh
153 N Cdng cu dung cu @
154 N Chi phi SXKD d& dang ) values
155 N Thanh pham ton kho san pham ) Formats
157 N Hang q¥i di ban @ Comments
2111 N Nha clra. vat kién triic ® Vbt
2112 N May mdc. thiét bi 5
2141 & Hao mon TSCB hiku hinh liy ké (*) Operation
3311.HA C Phai tra ngan han - Cty Hoang Anh © None
33311 C Thué GTGT hang ban ndi dia ©) Add
3341 c Phai trd céng nhan vién @ Subfract
338 & Phai tra, phai ndp khac o
341 C Vay dai han [~ Skip blanks
411 C Nguén von kinh doanh
413 C Chénh léch ty gia hoi dodi Paste Link
414 C Qui dau tw phat trién =

A. A4 [ o I Al mhitAn Arhica nhan nhAD RAm tnvAs

All

Formulas

Values

Formats

ngp 8n:

C

() All using Source theme
(") All except borders
() Column widths
() Formulas and number formats
() Values and number formats

All merging conditional formats

(©) Multiply
() Divide

[ Transpose

[ ok || cancel




Céu 056 / Microsoft Excel 2010, chapkiWi “nh dhg hivd th d iilu ng”"y n~oc sau LG
apdngtioBltheohngs liu nh<€ tr€ong h3nh v



A B
1| 05/06/17] Mon DS—Jun-EDl?!

ddd dm-yy

ddd ddmmyyyy
dddd ddmm-yyyy
dddd ddmmmyyyy

ng&p 8n: D

Cau 057 Microsoft Excel 2010, khi co vgng giatr B4 /JhiB20chact fiv8itén nhan
vi °npigdudwy b i tongé&l @2 mMOGn vi°n c- “ttaghbng danh
vao cong thc:

=COUNTA(B4:B20)
=COUNT(B4:B20)
=SUM(B4:B20)
=COUNTBLANK(B4:B20)

nCP CN: A
COlu 058 / Mi cr WPagiefntt & %o e, khiz 0 Décac |8 ch n dan

LHobit (paste Spégcvidalb) clcdnghda nhsw " imh®p, nge
ch n:



1111 N Tién mat tai quy. ngan phiéu (VND) ! [ 10,000,000] 5.500.000 !
1121 N Tién gi¥i ngan hang (VNB) , I A S— - . "
1331 N Thué GTGT dwoc khau trir cla hang ha] Paste SPeCwa
141.C N Tam trng (Chi C) =
1421 N Chi phi ch¢ két chuyén
1521 N Nguyén vat lidu chinh (© All using Source theme
153 N Céng cu dung cu () All except borders
154 N Chi phi SXKD d& dang () Column widths
155 N Thanh pham ton kho san pham () Formulas and number formats
157 N Hang qivi di bar ba’p () Values and number formats
2111 N Nha cira, vat kién tric All merging conditional formats
2112 N May mdc. thiét bi E
2141 &5 Hao mon TSCB hiku hinh liiy ké (*) Operation
3311.HA C Phai tra ngan han - Cty Hoang Anh © None () Multiply
33311 C Thué GTGT hang bén ndi dia ©) Add () Divide
3341 C Phai tra cdng nhan vién @ Subfract
338 C Phai tra, phai ndp khac o
341 C Vay dai han ["] skip blanks [} Transpose
411 C Ngudn von kinh doanh
413 C Chénh l&ch ty gid hoi doai Paste Link [ oK ] [ Cancel
414 C Quy dau tw phét trién
A. A0 [ o I Al mhitAn Ahiva nhAn nhAD nAm tncAs
All
Formulas
Values

Formats



ngp 8n: D
Cau059 Mi cr os of tWinEcéoseh a @GN0 ,= 5L v " ita$ @ ng cacdhén:

Ham IF va ham AND
Ham IF va ham OR
Ham IF va ham NOT
Ham IFvakyt &



ngp 8n: B
COu 060 / Mi cr \abdwbdins lEwdehgpHn 2 6 L € mcod ko ™ L
hp | T jtalnaghen:

BiW “ £t _ ng (Clumn)

BiWwW ™ tthg thanh (Bar)

BiW ™ L “&hg gid khic (Line)
Biw © tthg qut tron (Pie)

ngp 8n: D
COu 061 / Micr vrasiefntt & %o e, kbiz 0 mdcac |8 ch n dan

Lot (paste Spé&cidalbpiatnth2enc3th@® ong cSica * ch®p
| achn:

1111 N Tién mat tai quy. ngan phiéu (VNB) ! 10,000.000] 5.500,000! !
1121 N Tién gri ngan hang (VND) - - L N
1331 N Thué GTGT duoc khiu trir cia hang hoal Pastespecial I |10 o
141.C N Tam (ng (Chi C) e ]
1421 N Chi phi ché két chuyan T ]
1521 N Nguyén vat lidu chinh ; () All using Source theme
153 N Cdng cu dung cu () Formulas () All except borders
154 N Chi phi SXKD d& dang () values (©) Column widths .
155 N Thanh Phém ton kho san pham () Formats () Formulas and number formats |
157 N Hang qiri di bép () Comments () Values and number formats I
2111 N Nha cira, vat kien tric () Validation All merging conditional formats
2112 N May méc. thiét bi = 2 =2
2141 62 Hao mon TSCD hiru hinh Iy ké (*) Operation
3311 HA C Phai tra ngan han - Cty Hoang Anh @ None () Multiply
33311 C Thué GTGT hang ban ndi dia ©) Add ) Divide
3341 C Phai tra cdng nhén vién @) Subtract
338 C Phai tra, phai ndp khac o
341 C Vay dai han [] Skip blanks ["] Transpose
411 C Ngudn von kinh doanh
413 C Chénh 1ach ty gia hoi doai Pocte Lk oK ——
414 C Quy dau tw phét trién [ ] [

A. ADA4 > I A mhitAn Ahiva nhAn nhAD nAm tncAs

All

n



Formulas
Values
Formats

ng&p 8n: C
COu 062 [/ Mi cr \aeauhfbtin metblngetihh ra2gy 1, 0°,ntgtec hi n:

Microsoft Excel labbu c pHi L §tnahg ¢ tri bén pifi fulm i trang
CothAk h ai b § pandlighbthkhdmg

Ch L § n"Hrang in o b[ng tinh gm nhiQu trang

V tric as trang lubn luén ¢g ¢ .d&n pHi

ng&p 8n: B
Céau 063 / Microsoft Excel 2010, congth n”" o sau LO©y | ° L¥ng:

=SUM(C1..C5)
=SUM(C1):SUM(C5)
=SUM(C1C5)
=SUM(C1:C5)



ngp 8n: D

COu 064/ Mi cr oWlrfham tihk tocueglbintPo@ ¢ Hny t dly S, v i menu
AutoSum (vir )L nh€ t r€o nita@Echm v

mau Ke toan may day.xis [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View
i & #5943 Define Name ~ $ieTrace Precedents 8§ Show Formulas ‘j L] 7
ﬁ z ‘ ﬁj @ @ ~AJ @ ﬂ @ IfrEI g S2 Use in Formula ~ =:§ Trace Dependents "i Error Checking ~ St Ly 3
Insert AutoSum|Recently Financial Logical Text Date& Lookup & Math More Name ~ Watch  Calculation ;]
Function - Used ~ - - - Time ~ Reference ~ & Trig * Functions = Manager BS Create from Selection { Remove Arrows ~ a Evaluate Formula  window Options ~
Sum I};-r\('lxrqulib‘!'.)v', Defined Names | Formula Auditing | Caley
C Average S| [51?
Count Numbers C D E B G H | J K |
891 211 | cira, vt kién tric
20 © 2117 2 méc. thiét bi
21 2143 M mon TSCO hiu hinh Iy ké ()
22 331 More Eunctions... tra ngan han - Cty Hoang Anh
23 3331 - Q GTGT hang ban ndi dia 500.000 500.000
247 3341 C Phai tra céng nhan vién
25" 338 C Phai tra, phai ndp khac
267 341 C Vay dai han
277 411 [§ Nguén vén kinh doanh
287 413 C Chénh léch ty gia hoi dodi
297 414 C Quy dau tw phat trién
1307 421 C Loi nhudn chwa phén phdi nam treéc
7317 5111 C Doanh thu ban hang héa 5.000.000 5.000.000
327 621 N Chi phi NVL truc tiép
337 622 N Chi phi NC tre tiép
347 6271 N Chi phi nhan vién PX
35" 6274 N Chi phi khdu hao PX
36 632 N Gia von hang ban 4.000.000 4.000.000
377 6421 N Chi phi nhén vién quan ly
38" 6424 N Chi phi khau hao TSCD
397 7111 C Caéc khoan thu nhap khac - phai ndp thué thu nhap
an’ 811 N Chi nhi khar
Sum
Average
Count Numbers
Max

ns8p 8n: B

Cau 065/ Microsoft Excel 2010, ham OR latm h © m Wehw gamacho gid'th Yang (true) ,
phatbWb n~" o sau LOy | " L¥ng:

Cé it ntlhai b\ th ¢ QL KI n¢ aham co gia'tt ¥n g
THicTcacbWth ¢ Qikinga h ‘QnpHilco giatr L ¥an g
Chcfnmtbiwthc Q@Kn n~ pahBmcogiatl Y%n g

THicTcacbWth ¢ Q@ kinga h ‘QnpHilco gia tr sai
ngp 8n: C

Cau 066/ Microsoft Excel 2010t D2 c6 cong thc =B2*C2/100. Khisao chép cong tlc
L/h 1 Gé6ta<omgdlg the:

=E7*F7/100
=E6*F6/100
E2*F2/100
B6*C6/100

ngp 8n: B

COu 067/ Mi cr oWt ham tthixtagegla m2 diy Q v i menu AutoSum (\@
L)

nh<€ tr o& g nilte¥ea ¢hn:v



T

Home Insert

Pagelayout | Formulas | Data R

eview View

& & Define Name ~ $iaTrace Precedents 8] Show Formulas I
FIZBE@AE @ - . S [ B3| E ®
se in Formula ~ 3 Trace Dependents ¥ Error Checking ~
lnseft Financial Logical Text Date& Lookup & Ma_th More Name ® 2 . Watch Cal(qlatlon @
Function - Used ~ - - - Time ~ v &Trig~ F - M Create from Selection = /7, Remove Arrows @ Evaluate Formula  window Options =
b % snmiﬁi Function Library Defined Names Formula Auditing Caleu
L average K| 12 = N
4} Count Numbers 3 Cc D = F G H | e bl el Pl |
(197 2111 N 3 cira, vt kién tric
207 211} y méc. thiét bi
217 2147 Min > mon TSCO hiru hinh |Gy ké (*)
221 1 More E 3i tra ngan han - Cty Hoang Anh
(237 333 < riué GTGT hang ban ndi dia 500.000; 500.000
(247 3341 C Phai tra céng nhén vién
25 : 338 C Phai tra. phai ndp khac
267 34 C Vay dai han
217 41 [§ Ngudn vén kinh doanh
287 41 C Chénh léch ty gia hdi doai
297 414 [ Quy dau tw phat trién
[,30 [ 42 c Loi nhudn chwa phan phdi nam trwéc
'31 [ 1 C Doanh thu ban hang héa 5.000.000 5.000.000
327 62 N Chi phi NVL truc tiép
337 622 Chi phi NC truc tiép
34" 6271 Chi phi nhan vién PX
35" 6274 Chi phi khau hao PX
36 632 Gia %n hang ban 4,000.000 4.000.000
377 642 Chi phi nhan vién quan Iy
387 6424 Chi phi khau hao TSCD
A 39" 7 C Céc khoan thu nhap khéc - phai ndp thué thu nhap
. lan¥ 214 N Chi nhi khar
Sunm
Average

Count Numbers
Max

ngp 8n: A



Cau 068 / Microsoft Excel 2010, muhin “Lh@® il @ r ong Woirtaktscthenet , n g€

Vao Page Layout> Paragraph> No Border
Vao Home-> Paragraph> No Border

Vao View-> Show-> bhin ch n Gridlines
Vao Review-> Show Ink

ngp 8n: A

Céu 069 / Microsoft Excel 20104 A2 c6 gia tr2017i kiwi chy i, t4 o B2 gd
congthc =V LAUE ( A2 8hh, "Lonkg ol

20197 kiW S
20191 ki chy i
201721 kiW s
201721 kiW chu i

ngp 8n: D

Cau0D / Microso Wby ral:‘gbé‘t‘t'rteq c 2t0%1mg/ gtt mii@ng ving CSDL theo
L@kin ‘lcdntl,” vingtiéuchdh , ° ntgsed ng ham:

DSUM(database, field, criteria)

DGET(database, field, criteria)

DAVERAGE(database, field, criteria)
DCOUNT(database, field, criteria)

ng&p 8n: C



Cau 071/ Chohgs liutigq | €hng nhon v i§kmdumgthaekyt au dqag

ma nhanviénvatravaqin g k@ théng tin phong ban,céngth n”" o sau LOy |~

A B C D B B G B I
1 STT |MANV HO VA TEN [PHONG BAN
2 1|K20TC LAN BANG MA
3 2|C15KT HOA TC KT TV T
4 3|Go6TV HONG Tai Chinh Ky Thuat [TwVvan |PaoTao
5 4|K03DT cuc
6 5|C18TC TUAN
7

=VLOOKUP(LEFT(B2,2),$F$3:$1$4,2,0)
=HLOOKUP(LEFT(B2,2),$F$3:$I$4,2,0)
=HLOOKUP(B2,$F$3:$I$4,2,0)
=VLOOKUP(B2,$F$3:$1$4,2,0)

ng&p 8n: B
Céy 072/ Micrgsoft Excel 20104 © A2 g6 cong thc =IF(3>50,100,1F(5<6,200,300)),
n g @anhh L¥FIqu:

200
FALSE
100
300

ngp 8n: A

COu 073 /[ Mi cr 0l efgit trthxcc et1® mg 6ttin ®@&ng Uling CSDL theo
L@kin ‘lcdntl,” vingtiéu chdh , ° ntgsed ng ham:

DSUM(database, field, criteria)
DGET(database, field, criteria)
DAVERAGE(database, field, criteria)
DCOUNT(database, field, criteria)

ngp 8n: B

Céau 074 / Microsoft Excel 2010, phdti n”" o sau L©O©y | " sai
Khi khéng wrap text, d1i' u ¢ am t & c6 th\I. ‘& hiwd th tran sang 6 bén‘hh i 6
nay khéng cé dli’ u
Khi khong wrap text, ciu cao ¢a hang cha 6 nay luén ludn tl, n g, |In WHiW th
tr nvGn idung
Cacs khihiwith coth & | " m t r nhdhg%yhdtptde o L
KiW $ c6 thAL & canh gia d ¢ va ngang nmt 6
ngp 8n : B
Céau 075/ Microsoft kcel 2010, phatbd n " o sau LOy | ° sai

A. CO thAtim ki/fn m t gia tr trong sheet hin t hay trong toan workbook

h3nh

\



CothMim kimcacd li uphthpvicini dunmdhg L
CothWt ®* m t heochdy¢ctn gtcrt € €
Co thwtim kiJnm céng thc

ngan:A
Cau 076/ Microsoft Excel 2010, khissng h" m LEFT(t extitathohim_chars) ,

LBy ‘LcBum_chars ky tbén trai chui text
LBy ‘lc®um_chars ky tbén plji chy i text
LBy ‘lceum chars kyt gi achyitext
LBy ‘lc®um_charskt bén ngoai chu text

ng&p 8n: A
Céau 077 / Microsoft Excel 2010, phdti n”" o sau L©O©y |~ sai

####: khlakgquf 2nh L€

#VALUE!:d liu kht'ng L Yugat¢dhgeghe y°u c
#DIV/0!: chia cho gia tr0

#N/A: khong co d li' u WInh toan

nganA
Céau 078 / Microsoft Excel 2010,[gi t h2ch n" o sau LOy | " sai

#DIV/O! La |, i chiachos O

#NAME? |a Excel khéng M4 céc tén tham Kio /3
#REF! |a tham ko Jitving khénghp |
#N/Al'lacongthe L ealv™ ™o b

ns8p 8n: D
Cau 079 / Micrsoft Excel 2010, khisdng h " m UPPER4&thehin:), ng¥€

i thanh chui text thanh chui c6 ch in hoa cu i
i thanh chuyi text thanh chui c6 ch in hoa Lfu
i thanh chui text thanh chuich i n ° ngh €
i thanh chui text thanh chui ch in hoa

R s R L |

ns8p 8n: D

Cau 080 / Microsoft Excel 2010, vth i gian hin td 14 10 gi 32 phat 00 giay, ngay
31/12/2016,phatkd n~" o sau LOy | sai:

=TODAY() c6 K} qul 1a 31/12/2016
=NOW() c6 K} qul 31/12/2016 10:32:00
=DATE(TODAY()) c6 K} qui 31
=MONTH(NOW()) c6 K} qul 1a 12

ngp 8n: C



Cau 081 / Microsoft Excel 2010, cho cac @Btl:B3 cocacgidts au 1, A AMna8 , phst
sau LO©y | 7 sai

=SUM(B1:B3) fag 4
=SUM(B1, B2, B3) bug 4
=B1+B2+B3 fag 4
=COUNTBLANK(B1:B3) bxag 0

ngp C8n:
Cau 082 / Microsoft Excel 2010, khis,ng h~ " m | NT ( mtatmbln:) , ng€

Tinh giai th a ¢ a number

Tinh pHn nguyén ca number

T2 n h dchhiga umber

T2nh b3 nhanmbeehng c

ng&p 8n: B
Céau 083 / Microsoft Excel 2010, phawinaos au L ©y | ° L Y¥ng:

=CEILING(12.4,5) la 15
=CEILING(12.4,5) |a 12
=FLOOR(12.4,5) 1a 15
=FLOOR(12.4,5) 1a 12

ng&p 8n: A

Céau 084: Trong Excel 2010,vmt wor ksheet &khig trong h3nh v

Q

congthc =VLOOKUP( 4, Altadh, Z®PGU; ng€
A | B
9.5 Gioi
7.5 Kha
6.5 TB Kha
5 TBKha
1 Yéu

1

a0 Bh W N e

B
Kha
Yl
#N/A

ngp 8n: D
Cau 085: Trong Excel 2010, khisng h" m SQRT ( ntatmbtem: ) , ng€

Tinh giai th a ¢ a number

Tinh pHn nguyén ca number

T2 n h dxhhiga umber

T2nh b3 nhanmbeehng c



n8p 8n: C

Céau 086: Tong Excel 2010, phati n~" o sau L©O©y | " L¥ng:
=COUNT(AAO,O0BO,1,2) | " 4
=COUNTA(AAO,O0BO,1,2) I " 2
=COUNTA(AAO,O0BO, 1,2) |~ 4
=COUNT(AAO, O0BO,212,2) | " 3

ngp 8n: C

Cau 087: Trong Excel 2010, chopgiatr ¢ acongthc s au L Oy : |l F( AND(5>3, .
2
3
Cébngthccd]icuphap
FALSE

ngp 8n: A
Cau 088 / Microsoft Excel 2010, khis,ng h " m NOMAthghim g €
Tim ngay hin th i
Tim ngay va gi hi n td
Timgi hinthi
Tim thang hin th i
ngp 8n: B
Cau 089 / Microsoft Excel 2010, k§d congthc | F( OR( 10> 8 itarhth) lc, 3) , n
kJ} qui:

2

3

L, i ca phap
FALSE

ngp 8n: A

Céau 090 / Microsoft Excel 2010, phdt%i n”" o sau LO©y | " sai
=LEFT(A511X0123406,3)+1 | " 512
=MID(A511X012340, 4, 1) &0Y0 |~ nXYOo
=MI D(fi511X0RI2@BHTO(, M5 11DX01 24406, 1) |~ @A51
=MAX(A511X012340) Il #VALUE!

nCP CN: A
Cau 091 / Microsoft Excel 2010, khigng h " m TOD®ath ohjn: n g€
Tim ngay hin th i
Tim ngay va gi hi nth i
Timgi hinthi
Tim thang hin th |



ngp 8n: A

Céu 092 / Microsoft Excel 2010, mu Iby cackyt gi acachuitrong 6 A2, bif riag Wl
chiQudaichyilas ITthi€lbr1kyt, ncdi@a2kyt, nitp€ d ngcongthc:

=MID(A2,(LEN(A2)+1)/2,IF(MID(LEN(A2,2)=1,1,2))
=MID(A2,(LEN(A2)/2,IF(MOD(LEN(A2),2)=1,1,2))
=MID(A2,(LEN(A2)/2+1,IF(MOD(LEN(A2,2)=1,1,2))
=MID(A2,A2/2,IF(MOD(LEN(A2),2)=1,1,2))

nCP CN: A

Cau 093 / Microsoft Excel 2010Q¢ 8§ ¢ h“ @l ¢ Rus (CSDL) nh€ DSUM,
phatbki n~" o sau LOy | " sai:

Co6 cung mt dthg tham $ L'fu vao la (database, field, criteria)

Ch'tinncacd li u° ¢ tfield W cacdongdli u t ‘©hgrihga QLK n criteria
C8§c d,ng khg8c @RKault rQu8gANE %2n g L i
PHitlh r a Q@¥mg tdkies d ng

ngp 8n: C

Cauu 094 / Micr owshii ™ Exhcpetthgc2@aldb g "2, salE khi

D (

L «

biwvi © theodhgctvachnlvingd liu,vihpthdd fAFor mat Data Series

v€, ‘nita@ chin:

i 1
G (e 1 a |1 (1 s
ts C

| Series Optons 1 Series Options
A$2$A$6,Sheet1]$B$2$B$6,1) Fill Series Qverlap

F G H | J K L Separated Overlapped
Border Color

Border Styles

Shadow Gap Width
Glow and Soft Edges No Gap [ Large Gap

3-D Format

[
=]

Plot Series On

919 @ Primary Axis
8 a Secondary Axis
7 4
6 Q S g
5 = oz
a
3
2 4
1
0 O— T —t —O —

Thay Hoang Linh Nga Binh
Chin APriimaoy AX
Chn fASecondary Axi so
Chn fiBorder Coloro
Chn fAiBorder Styleso



ngp 8n: B
Cau 095 / Microsoft Excel 2010, phatbi n”" o sau L©O©y | " sai

Sau khi €x o n“gth, &6 thAehuy “ilchy id, I u (dataseriesy¢ t h” " nh ‘hc"' ng v~
1Y

Sau khi €xo n g th'khong tehuys "~ ilkiw ™ thi (chart series) sandldg khé&c L €

Sau khi€x o n"gth, L6 thAt h a ymalicat ngthanhpfin t ralh g L

Sau khi€x o n“gth, khong c6 ththivd th mT i Gt on_ g va tr c ngang ca b = L

nygan:B
Clu 096 [/ Mi crosoft Excel 2010, c8c so s8nh n

=SUM(B1:B4) Rag v i =SUM(B1, B2:B3,B4)
=AVERAGE(B1:B4) fag v i =SUM(B1:B4)/COUNTA(B1:B4)
=AVERAGE(B1:B3) fug v i =(B1+B2+B3)/3

=LEFT(B1) bRag v i =VALUE(LEFT(B1))

ngp 8n: A

COu 097 / Microsof €biMX theoldhgx@vhehn lsvagd likuhi L« v
khichn fiiSecondahpthddx ifsFooromat Dat a ESenithk@&s 0 trong
hi n:
= - : m
de- Bu|Bululs (e R
2 il | seresoptons | | series Options
AS2:5AS6,Sheet1!SBS2:5BS6,1) Eil Series Qverlap
F G H | J K L Bordar Color Separated f Overlapped
Border Styles
Shadow Gap Width
Glow and Soft Edges No Gap [ Large Gap
3-D Format
}170 Plot Series On
9 T34 @ Primary Axis
8 + 9 5 Secondary Axis
7 4
6
5 =z
4
3+
P
14
0 - T T — T
Thay Hoang Linh Nga

Thémtrcth 2vaobw ~ L
Xoatr cth 2trong bW = L
Th° mndgviencabw ~ L
X- a’ ng¥encabWw L



ns§p

8 n:



COu 098 [/ Mi cr Wb b fcta sifthwiénesd tén2aGinh0vign cha trong 6 A2,
congthc n" o sau LOy | " L¥ng.

=LEFT(TRI M(A2), FI-ND(fio, TRI M(A2))
LEFT(TRI M(A2), FI NDY)fAodo, TRI M(A2) &00)
LEFT(A2, FEIND( /o, A2)

LEFT(A2, FIND( Ao, A2&00)

ngp 8n: B

Cau 099 / Microsoft Excel 2010, 'vmat wor ks he&thigbleé8gtihc: nh v
=| NDEX( B2: CbtarBch 1')c¥} qolg €

| A | B [ ¢
1 |sTT  [TEN NGAY SINH
2 1|HOA 20/02/97
3 | 2|LAN 10/12/90
4 3|NA 01/05/87
5 | 4{THUY 12/12/89

Lan

Na

Thuy

Hoa

ngp 8§n: B

COu 100 / Microsof €biVX theoldhgx®vaein ‘sl b i jlL I «
sau khi tish phim chut phli v, i menu trong hinh&  ‘ni ta€a ch n:

BIEEZEA-D-C

‘10
| 9 +— % Cut
8 — <2 Copy
AN g Paste Options:
& 2
f o - H  Reset to Match Style
; 4 +— Font...
; 3 4+ Change Chart Type...
| 2 1 3 i3 . . g3 Select Data...
| s g y ] Move Chart...

Thiy Hoang Linh Nga Binh

Assign Macro...

% Format Chart Area...

A. Font



Change Chart Type...
Select Da...
Move Chart...

ngp 8n: B

Céau 101 / Microsoft Excel 2010, phawi

n"~o s

PivotTable c6 titinh nhém cho ni@u ¢ t
PivotTable tinh thng ké AT khi cac I3 d |i u khéng tach thanh g ¢ t riéng bi t
PivotChart gngi n g~ th. b 3 n A ngty hdeli' ulat PivotTable

PivotChart c6 ti\. ‘& vEma khéng £n PivotTable

au

Loy | 7 sai

ngp 8n: D

Céau 102 / Microsoft Excel 2010, congth n ™ o s a G qull©4n gc:h o k
=TEXT (12345, 0 @#, $12#5.@00) c- gi § tr
STEXT(A12340+51234%06) c- gi § tr
=TEXT(A31/ 12/ 20160, O3MMDeéchr@®d / yyyyo) c- g
=TEXT(A31/12/20160,14/2006/33y y/ ddo) c- gi §
ngp 8n: A

Cau 103 / Microsoft Excel 2010, sau kigihiw * theo dhg ¢ t va muin

Lfu la giatrnh nhHitréntrc,v il achn

t hiaigtr kh i

AAXi ts_a@pthdo nfisFoo rcmat

S a . v B
tronghinh€, nig@ a iit hay L
= = | W~ = Wrap 18Xt Lustom v = - y | r Fa
53 ™" | B g N
- v _VJ - & | YA
= = | i€ iE | = Merge & Center $ 9 Format Axis &u
natl S
Alignment Number f
| Axis Options Axis Options
Number Minimum: @ Auto ) Fixed 0.0
G H 1 J K 3 = =
! Fill Maximum: @) Auto () Fixed [10.0
Line Color Major unit: @) Auto () Fixed ;:1,0
Line Style Minor unit: @) Auto () Fixed 0.2
[7] values in reverse order
Shadow

I

10
9 -
8
7
6
5
4
3
2
1
5—9—« T T T
Thay Hoang Linh Nga Binh
Minimum:
Maximum:

Major Unit:

Glow and Soft Edges
3-D Format

Alignment

[7] Logarithmic scale Base: |10

[]

Show display units label on chart

Display units: | None

Major tick mark type: | Outside |Z|
Minor tick mark type: [None El
Axis labels: Next to Axis E‘

Horizontal axis crosses:
@ Automatic

@) Axisvalue: |0.0

) Maximum axis value

i 8§
tr

AXi

t

r

s 0



Minor Unit;

ngp 8n:

104
hhn

COu
th 2 t

14

A

B &

Il 15 khach hang

v

met kh| v |[Khuve ~

| 16 |L& Thi Hoang

18(B

Il 17 |Nguyén Nhat Linh

22

18 |Pham Thi T Quyén

17

Il 19 L& Thi Ngoc Anh

24

| 20 Tran Thi Bich Ngoc

W w|>|P>

16

G. I
Al5:B17
B15:B17
Al15:B16
Al15:B15

nCP CN:

Cau 105/ Microsoft Excel 2010, d vao s n £ m

C

g uinhph cHp t h © nWinhigi4 thph, Lchd TN chocac6tD 3 /Jhl D6
TY4o6D3gbcongthc n~" o s alqull®yngc:ho kK
A C D E

1 Ngay lap: 10/09/16

2 MSNV |[HoTén Ngayvaolam |Phucdp TN

3 BVO05B Lé Thi Hoang 01/02/13(?

4 |5X02B Nguyén Nhat Linh 15/03/07

5 [KTO2A Pham Thi TG Quyét 22/04/11

6 SX03B Lé Thi Ngoc Anh 14/05/16

7 [BVO4A |Tran Bich Ngoc 25/07/08

8

9 Bang Quy dinh phu cdp thdm nién
10 giai thich Nim TN Phu cip
EEL Nam TN<3 0| 200000

12 3<=Nam TN <5 3| 1000000

13 S5<=Nam TN <10 1500000

14 10<=Nam TN<15 10| 3000000

15 15<=Nam TN 15| 5000000

16

=VLOOKUP((D1-C3)/365,$D$10:$E$15,2,1)

=VLOOKUP(($D$1C3)/365,$C$10:$E$15,3,1)
=VLOOKUP(($D$1C3)/365,$D$10:$E$15,2,1)
=INDEX($C$10:$E$15,2,(DL3)/365)

nCP CN:

C

Mi c r btsch danh s&Eix cdaekhactzhanikhdiy, ¢ Bc tiéu
‘20 @@t €k rEo’malh clad v B n LA

| " € gra t\ng nhan vién va tra trongihg

nh€e &rong

h



Cau 106 / Microsoft Excel 2010, sau kigibiwi ™ theo dhg ¢ t va mun

kho[ng chia chinhWtr, c,v il achn

a . v ,
v€ nig€ a it hay L
== | % =34 WIap 18Xt Lustom >
== = 2= | 5 Merge & Center $ %00 .0
Alignment Number
G H | J K L
—o
10
9
8
7
6
5
4
3
2
1
0 T T T
p—ro
Thiy Hoang Linh Nga Binh
Minimum:
Maximum:

ns§p

Cau 107 / Microsoft Excel 2010, vb[ng $ |i" u

Major Unit:
Minor Unit:

§n: C

t hiaig tr ¢ac

iAXi ts_a@pthddo nisFoo rema tt rAxn g

| | Axis Options

Number

Fill

Line Color

Line Style

Shadow

Glow and Soft Edges

3-D Format

Alignment

Axis Options
Minimum:
Maximum:
Major unit: @) Auto

Minor unit: @) Auto

[7] values in reverse order

@ Auto (@)
© Auto ®

Fixed

Fixed
©) Fixed
) Fixed |

[7] Logarithmic scale Base: |10

Display units: [None

L |

_| Show display units label on chart

Maijor tick mark type: [outside
Minor tick mark type: f@\eﬁivrm

Axis labels:

Horizontal axis crosses:
@ Autpmatic

() Axis value: l0,0

) Maximum axis value

[=]

[Next to Axis [+ |

nhe

t r€o Wtiph timg tightg a v

nh ng Ma hang co ky tlfu | fi DadS, d, ny goy thce:
T SO T D E G
7
H I DONGIA| S8 .
MA TEN SE Y ..| Thanh ——
STT 3 3 (Pong/lit|lwgng(lit| . Ma hang
3 HANG | HANG ) ) tién
9 1{D00 Dau 12000 5|  60000|D*
10 2|D01 Dau 12000 24| 288000
11 3(x92 Xang 17000 13| 221000
12 | 4|N4 Nhot 50000 35| 1750000
=SUMIF(B9:B12,G9,F9:F12)
=DSUM(A8:F12,F9,F9:F12)
=DSUM(A8:F12,F8,G9)
=SUMI F(F9: F13,B9: B12, 0No0)

nCP CN : A

h3r



Céau 108 / Microsoft Excel 2010, vch/]LL. Mark as Final,phatd n~" o sau L Oy | L
Ch' L ‘& phépxem n i dung ¢ a cac sheet
ChL'e& ph®pintituagy a iih ng 6 tr ng (khdng co d i u)
Ch L& ph ®pivttrhcaaycacsheet trongfi tin
n § n B b[d quyQn ¢ a tac g vao m i sheet
ngp 8n: A
COu 109 / Micrwwsvitb ‘EfbcleN = BhOorbymt L X nh€ trong
hinh\&  ‘nita@ c hi n:
Nam 2012|N&m 2013|Ndm 2014|Nim 2015|N3m 2016
Quy 1 12 33 14 17 9
Quy 2 34 94 13 21 55
Quy 3 100 31 42 145 99
Vao Insert-> Sparklines> Line
Vao Insert> Charts-> Line
Vao Review> Sparklines> Line
Vao Review> Charts-> Line
ngp 8n: A
Cau 110 / Microsoft Excel 2010, i ch/]L, blo md : AEncrypt wiitathcpasswor
hi n:

n Hbmd khX khi m td tin

n Humd khX khi chnh s a n i dung
ntomd khi  k h i i dtihtréioyep tih
n Humd khX1 khi nén & tin

ngp 8n: A

Cau 111 / Microsoft Excel 2010, vch/JL, blomd : 0 Pr ot ect Cllitathehim: sheet ¢

n Hbmd khX khi m td tin

n Hbmd khXu khi chnh $ a n i dung ¢ a sheet hin t4
ntomd khi  k h i i dtihtréioyep tih

n Humd khX) khi nén & tin

n8p 8n: B

Cau 112/ Microsoft Excél 0 1 Dhhd i t siéu lién K} v, i websitewww.citd.vntrong

trang chinh, vi h p thcH Al nsert Hype&mlci MKIce xttr a rogthidmgsmph aw : 0
tin gi:


http://www.citd.vn/

» ——————————————————————————————————————————————————
Link to: Text to display: Tén Tai Khoan | saeenip...
] Look in: :, toan may T.P DAO i
ok [l K =]
Exizting File or e
WWeb Page | Cac de thi ke toan may Bookmark. ..
Current i
= .. faynama
Folder . TQTK?
Place in This
Document Browsed
Pages
Create Mew Recent
Document Files

Address: Ehtn:l:ﬂwww.citd.vn|

E-mail Address

Thong tin \Qsiéu lién K}

N i dung hMi th siéu lién K}
N, i dung ¢ a website

Tén ¢ a trang ch

ns8p 8n: B

Cau 113/ Microsoft Excel 2010, vch/]L, blo md

th ¢ hi n:

n Humd khXi khi m tdp tin

n Humd khXi khi chnh s a n i dung ¢ a shee
hi ntd Hmmd khXy  k h i i dbhtréioyip tin
n Humd khXi khi nén & tin

ngp 8n: A

Cau 114 / Microsoft Excel 2010, vb[ng $ Ii" u
ct nhn Hy?)Bao@sai:d

nhe

fiProtect

Wo r'ktao ok

t r€ocang th & 3Qhdia trieho

Sstri



nh | 19/01/16

10 | May ti 107

11 Mayin 15/02/16 20

12 M4y tinh 28/03/16 15

13 Mayin 10/03/16 50

14 |

15 Bang do

16 M3 hang/Thang 1 2 3

17 |May tinh 200 220 250 |
18 | May in 20 25 30

=HLOOKUP(MONTH(BI ) , $B$16: $D$18, | F(AL0=0MS§y
=VLOOKUP(A10,$A$16:$D$18,IF(MONTH(B10)=1,2,IF(MONTH(B10)=2,2,3)))
=INDEX($B$17:$D$18, MATCH(A10,$A$18,0), MONTH(B10))
=MATCH(A10,$B17:$D$18,0)

nCP CN:

D

Cau 115 / Microsoft Excel 2010, khizb[ng t gia ngdit trén tragn Web trc tuy/h vao

t2nho,

blng ExWélo,chligthdl fANew Web Quer 0 mth@chimnong
Ny e
Aress: it vitcombark com v ExchangeRates/ Clle] @9 22 Bl B otons..
Click [#] next to the tables you want to select, then dick Import.
> 4 Trang chii | Ca nhan | Doanh nghiép | Dinh ché tai chinh | Tuyén dung | Nha dau tv | Gidi thiéu =
Vietcombank
www.vietcombank.com.vn \ )
Trong muc nay @ Trang chu » Ty gia ngoai té .' Lua chon dich vu
e Sl e CEXETT
Ban tin ty gia Ty gié cac ngoai t& clia Ngan hang thurong mai ¢8 phan Ngoai thurong Viét Nam
Diém dat ATM
Soido website Bl | reste||| e e vt Ve chisyin i) | ks
AUD AUST.DOLLAR 17,170.60 17,274.25 17,428.34
CAD CANADIAN DOLLAR 17,367.74 17,525.47 17,752.66
CHF SWISS FRANCE 22,425.50 22,583.59 22,876.35
DKK DANISH KRONE 3,494.30 3,603.90
|
A.
Vao Home-> From Web
Vao Data-> From Web
Vao Review-> From Web
Vao View-> From Web
ngp 8n: B
Cau 15 / Microsoft Excel 2010,Mbln g | €hn g n h&Dijtraago-NGg  H *&hm gv

CB<1, 200, Orye1,200/000: NIh €L €hn g

Con K

CB

> 2 | ng ©2040000000

t hhigbhilyg€ L €hn g cnactinmay (Tig € 6 cd dhl:

t hs

h3nh

Tt



A B C D E
1 STT  |HOTEN LUONG CB |THUONG |GHI CHU
2 1|Nguyén Ngoc An | 1200000
3 2|Lé Hoang Nam 2500000 ?
a 3|Tran Thi Lan 800000
5 | 4|Hoang Thi Nga 1750000

=IF(C3<1200000,IF(C3>2400000),1200000)
=IF(C3<1200000,IF(C3>2400000,2400000,C3),1200000)
=IF(C3<1200000,1200000,IF(C3>2400000,2400000,C3))
=IF(C3,1200000,F(C3,2400000,0))

ngp 8n: C

Cau 117 / Microsoft Excel 2010, khidd cong thc t4 6 A2 ¢ a sheet h h ‘©n gn tham
chi/u Jid Ii" uvao 6 B2 trong sheet2 vanhariv 5 0 § 0ta gd nag €ng thc:

Sheet1!B2*5000
B2!sheet2*5000
Sheet2!B2*5000
B2*5000

ng&p 8n: C

COu 118 / Microsoftt nifEchc eht 2@ 1cBp gmg Eh&cad gitr m

trongmt Pi v o tWad giddrll é;t Ll'ng tinh va khéng,ag vao, vi h p thod
Field Setti@&gtita@rching h3nh v

inval ue



Value Field Settings ? X

Source Name: Total

Custom Name:  Sum of Total

| Summarize Values By | Show Values As

Summarize value fiedd by

Choose the type of calculation that you want to use to summarize
data from the selected field

Al
Count

Average

Max

Min

Product v )

Number Format ox Cancel
A. 4
Chin Product trong fASummari ze Values ByoO
Chn Max tr ongVaf SuiuensmaBryioz e
Chn Count trong fASummari ze Values ByoO
Chn Average trong fiSummari ze Values ByoO

ngp 8n: C

Céau 119/ Microsoft Excel 2010, ph&Wbi n”" o sau L©O©y | ° sai
=LEFT(A511X012340,3)+1 |~ 512
=MID(A511X012340, 4, 1) &0Y0 |~ AXYO
=MI D(A511X0RRPGHAD(A51)X012840, 1) |~ Ab51
=MAX(A511X012340) Il #VALUE!

nCP CN: C

Cau 120/ Microsoft Excel 2010, vm't s heet EpHat®Mh 3nnlo wau L Oy



1

2

3 AMa Tén

4 L Nhém

5 M Vang

6 N Sat

=VLOOKUP(ALO, A3: B6, 2, 0) | - AiNh1 mo
=HLOOKUP(AMO, A3: B6, 3, 0) | - iLo

=V L OOK U RAB:BA\0) la #REF!

=VLOOKUP( AMO, A3: B6, 2, 0) I AV ™ ngo

ngp 8n: D

COu 121 [/ Micr vshbopd li' B theoahu ¢c2 @iiglie, sali khi cm ving
cfnspxpvachn A Cust om, cSoirCtod ou, mnra B pthod Sokt yomg hinh
ch athdng tin gi:

X 59t s v —— mau Ke toan may day.xls [Compatibility Mode] - Microsoft Excel SN 2|
Home Insert Page Layout Formulas Data Review View V4 0 o g R
c9 - F« | Tien m3t tai quf, ngan phiéu (VND) v

4] A [ B ] C [ D E F G| H ] I RS

6 BANG DANG KY DANH MUC TAI | [ “4| Add Level H X Delete Level H 153 Copy Level ” allw [ Options... ] [¥] My data has headers

7 Column Sort On Order

8 S6HiéuTK | Loai TK Tén Tai Khlj| [Sortby  sgHiguTk =] values [x] Atz =]

9 | N Tién mat tai quy. ngan phié

10| 1121 N Tién gi¥i ngan hang (VNB)

1] 1331 N Thué GTGT dweoc khau trir

12| 141.C N Tam tng (Chi C)

13| 1421 N Chi phi ché két chuyén

14| 1521 N Nguyén vét liéu chinh

15| 153 N Cdng cu dung cu

16| 154 N Chi phi SXKD d& dang

17| 155 N Thanh pham ton kho san

vang ¢n ss X/p
C tcfn s xp
S x/p theo ct
Sdb x/p theo vung

ngp 8n: C

COu 122 [/ Mi cr s o fdte teng tda brag2imglMi t, , Lirtagg®vao
cébng thc:

O Th& WEEKDAY ( NOW( ) )

o Tth& WE BAY(TODAY())

=1 F( WEEKDAY( NOW&GWEEKDAYHNOWHN] p) 0 Ch
O Th& EOMONTH( WEEKDAY( TODAY())

nCP CN: A




Cau 123 / Microsoft Excel 2010, vm, t Woorksheet hkhigoveor ong h3nh v
congthc =1 NDEX( B2 : O&nhh 3 lc®)qu> ng €



b
>
=
(g]

1
2 Thay 7
%l Hoang S
4 Tuan
5 Lan 10

Thy

Tubh

Hoang

Lan

ngp 8n: B

COu 124 [ Micr\vssppd li' B theoah ¢2 @udg0ue, sal khi chn vung
cfnspxpvachn A Cust om, cSoirGod ou,mnma B pthod Solt rodg hinh
ch athéng tin gi:

A B B D E
Don vi tinh : D&
cHi TIEU ME | Tl may Ghi chii
1 2 3 E 5
1. Doanh thu ban hang va cung cip dich vu 01 | VIL.2S 17,564,099, 736

Cachspxpd liu trongcoh¥%eng L€
Cachspxpd liutrongct “Edn

Cachspxpd liu trongcdinng L€
Cachspxpd liutrongct kh¥achnl €

ngp 8n: B

Cau 125/ Microsoft Excel 2010, vm't  wo r k s lorgdinh enkhi g0 vaor
congthc = MATCH( A1, Atanhf 1 YcE} quig €
T4 A 8 c

1 10 5 | 20 |

N



D. Bao]i
ng&p 8n: A
Cau 126 / Microsoft Excel 2010, phaWbi n~ o sau HL ©y | ° s ai

Ch'cotisdpxpmt ¢ ¢h li'si (CSDL) milfn 1 ¢t (ving tin

Ch' cfn Hiton ty chy ttY ving &n s x’p Wp x/p m t CSDL ma khongfn ch n

vung
CSDL

Vi clct L ng (Auto Filter) mt CSDL €d atréncacdli u L a n @ ¢ tq\Vungdin)

PHi tY r.amt r @ ¥k n L tckhet/h hanh rat tiéh (Advanced filter)

ng&p 8n: A

Cau 127 / Microsoft Excel 2010, khidd li' utrongmt v %n gn vdcé micch ki S

numinlclby10$ caontdict,vi menu ANumber &i hiteeaéhnt r ong

r

6 1 2l Sort Smallest to Largest

i

1. Doanh thu ban hang va cung cip dich

o

2. Cac khoan giam trir
3.D
9 (10=
10 4.G

5. L reater Thar
1" (20= y - Number Filters »
12 6.0 NP -
13 7.C —

" . v (Select All) A

14 -1 R N S v 945,000

8.C Betwes v 42679574
~ v 234,100,126
16 9.C . 7 276,869,106

10. . v 333,754,107
17 {30 Above Averag
18 11. g ; OK Cancel

R<q P

Ready istom Lilte

Greate Than...
Less Than...
Top 10...
Below Average

ns8p 8n: C

Cau 128 / Microsoft Excel 2010, khiginglc n©ng cao ( Adwiaimg e d

L@kinl (nK), Wh@tobsau LOy | sai

D, nfuch nK |~ c8catédlisuspL) ti n c

Dong Kti/pch a ¢ &dki nlAND v, i nhau

Céac dong (tr d , nfw) khiac nhau ¥hi n Qi ki n OR

Khis d ngcongthc t r on @kvntkn gt B Qg & i ¥V YW@ ki nLdpHi
gingvi tQcawndd i u

ngp 8n: D
Cau 129 / Merosoft Excel 2010, phdtW n " o sau LOy | 7 sai

Fi

t

e



Group va Subtotal cho phép gom nhém va timyttheo tng nhém

Khongdnsp xpd li u tcrthé cac ving tinfa gom nhom, Exceldd X/p

Ch' tinh t ng cho céac gia'ts

Co thWHudong tinh'tng @i’ i hokb fulm i nhém

ng&p 8n: B

Cau 130 / Microsoft Excel 2010, khidd li' utrongmt v ¥%n gn vadcé mickivi S , n/u

munliclBycacsln hhn truntgyib3mennu ofi Mumber &i higer o tr
tal achn:

g 1 z+ Sort Smallest to Largest
7 1. Doanh thu ban hang va cung cpdich 2, . —
8 2. Cickhoan giém trir ' : ' _
3.0
9 (10= -
10 4.6 : ,
5‘ L' areate har
11 (20: oo i ) Number Filters ’
12 6.0 reater Than Or Equal T«
Thar »
13 7.C
v (Select All) A
14 -T ess Than Or tqual 7 945,000
15 8.C Betwee v 42,679,574
v 234,160,126
16 9.C R v 276,869,106
10. ot v 333,754,107 v
17 {30 Above Averag
18 11. Ballnis &iaaimn OK Cancel
Ready Custom Lilte
Greater Than...
Less Than...
Above Average
Below Average
ngp 8n: C
Cau 131/ Microsoft Excel 2010, phdWi n~" o sau LOy | 7 sai
=LEN(AS511X1121106,3) |~ 8
=MID(AB511X111106,4,1) | " HAXO
=MID(AB511X111106,1,2) | " A510
=MAX(A511X11110) I " A511X11110

n8p 8n: D

Cau 132 / Microsoft Excel 2010, trong trworkbook Excel 2010, 6 A2 c6 gia thy i ATrung
tam Phat tid CongNghTht ng t ivhon pdi §sabi L ©y |~ sai :

=Trim(A2) la abtHl c[ kholn trdag gia tr chy i trong 6 A2

=find(A2) la tim v tri kho[n trdag ¢ a chui trong 6 A2

=Trim(A2)blag ATr ung WtCenmNghA 8¢t ngritino
=Find( fgi, A2) b



ngp 8n: A

COu 133 / Mi cr \bkivb fratcacE K o rmhdp vad @ tlvOng 6, {i h p thdd
AnDat a
Val i dat i on&khitch o nfgn dit® nthe tvywce eDad’ atathamigge m

Settings  Input Message @ Error Alert

Validation criteria

Allow:

Decimal v [¥]Ignore blank
Data:

v
Minimum:

200 i 3
Maximum:

500 =

| Apply these changes to all other cells with the same settings

Clear All OK | Cancel

Yéu du cac d |i' u nhdp trong khdgngt 200t i 500
Yéu du cac d Ili' u nhdp ngoai khgng t 200 t i 500
Yéu du cac d |i" u nhdp khac 200,ti 500

Yéu ducacd i unhd blagt 200t i 500

ngp 8&n: B

Céau 134 / Microsoft Excel 2010, chotm wor ks heet &khigobveor ong h3nh v

congthc =1 NDEX( A1l°® iBanid? ,’ [2¥},qun g €
(4] & [ 8 [ ¢
1H Huong
2L Lién
3 N Na
4
5
H€hng
Lién
Na
#Value!

ngp 8&n: B



Cau 135 / Microsoft Excel 2@, chofng$ li'u  n h € t rE€wn @ kgt haleéc ky
t béentraidy A WoGhcoigthc cho fitadachnnge

A B8 C D
1 Chudi l Két qua
2 ABC_GH
3 DGEI_KL
a MN_PQ
- DUKLM_MN |

=MID(B2,1,3)
=MID(B2,1,LEN(B2)-3))
=LEFT(B2,3)
=LEFT(B2,LEN(B2)2))
nCP CN: B

Cau 136 / Microsoft Excel 201 khichnm tvang nkp d 1i" u, v i h p thdd AiDat a
Validati onmtr édhgphb? nhaehengtinggie: 06 ch

Dong ch s€hi nra khi chnm t 6 trong ving
Dong ch sEhi n ra khi chn m t 6 ngoai ving
Dong ch s€ghi Iéncac 6 trong vung
Dong ch s€ghi lén cac 6 trong vung

ngp 8n: A

Cau 137 / Microsoft Excel 2010, chfrig S liu n h € t r€odnagaolet® kihsink
vientravaobn g WL @ p lod . Winh gia tr cho cac 6.t E 2 77n B31, khi gd cong
thctd * E2fathchige



