TRUGNG GAD DANG NGHE

MON HOC:TIN HOC VAN PHONG

Truong Cao dang Nghé iSPACE
Khoa Mang & Truyén Théng
fit@ispace.edu.vn



mailto:fit@ispace.edu.vn

ﬁa‘ce

MON HOC:TIN HOC VAN PHONG

IIIIIUNG CAO DANG NGHE

Bai 1:
Bai 2:
Bai 3:
Bai 4:
Bai 5:
Bai 6:
Bai 7:
Bai 8:
Bai 9:

=

el o S S S S SR S S S S S i i

@2008 - 2011 Khoa CNTT Email: fit@ispace.edu.vn

Bai 10:
Bai 11:
Bai 12:
Bai 13:
Bai 14:
Bai 15:
Bai 16:

GIOI THIEU BO UNG DUNG VAN PHONG

SU DUNG MICROSOFTWORD SOAN THAO VAN BAN
KY THUAT GO BAN PHIM

CHIA SE VA CAI BAT THONG SO TRONG MSWORD
DINH DANG VAN BAN

TRON THU

IN AN VAN BAN.

GIOT THIEU PHAN MEM XU LY BANG TINH

SU DUNG MS EXCEL DE TAO BANG TINH

PO THI VA IN AN BANG TINH

GIOT THIEU UNG DUNG TRINH CHIEU

SU DUNG MS POWERPOINT BE TRINH CHIEU
GIOT THIEU CAC UNG DUNG VAN PHONG KHAC
TIM KIEM THONG TIN TREN INTERNET

SU DUNG E-MAIL TREN OUTLOOK EXPRESS

HOI THOAI INTERNET
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TRUONG CAO DANG NGHE QUY DINH HOC TAP

Tat chudng dién thoai Lang nghe
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e Ns g N bong gop y kién Khong hat thuoc
Hoi lai nhung gi va chlga sé kinh trong 16p hoc
chua hieu nghiém
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S,L\aggsm 8: GIOT THIEU PHAN MEM XU LY BANG TINH
TRUGNG CAD BANG NGHE

Biét sir dung r'ng dung xtr ly bang tinh xtr ly dir li€u: Bang luong, bang cham
cong, bang thong keé...

Gidi thiéu cac chuong trinh bang tinh
Gigdi thiéu MS Excel

Lam viéc véi i'ng dung MS Excel
Pinh dang bang tinh

Bao mat thong tin
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;J LEARNING BY DOING

TRUGNG CAD BANG NGHE

+Gigi thiéu cac chuong trinh bang tinh
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[TRUONG CAD BANG NGHE

Phan mém xir ly bang tinh Excel la mot trong nhirng phan mém xu ly bang tinh
dang dugc sir dung rat rong rai va hau hét trong cac linh vuc...

+Gidi thieu MS Excel

Q:E Microsof.t‘
_13.0ffice Excel.2007

@ 2006 Microsoft Corporation. All rights reserved,
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+Lam viéc vai MS Excel

+ Cac thanh phan

+ Cach nhap liéu

+ Cac thao tac: chon khoi, copy, cut...
+ Thao tac trén cot, hang

+ Lam viéc vdi Word Sheet

+ Dinh dang bang tinh

+ D3t mat khau cho tai liéu
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R LEARNING BY DOING

TRUGNG CAD ANG NGHE

splace Bai 8: GIOT THIEU PHAN MEM XU'LY BANG TINH

+Lam viéc vai MS Excel
+ Cac thanh phan
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LEARNINE BY DOING

TRUGNG CAD ANG NGHE

Bai 8: GIOT THIEU PHAN MEM XU LY BANG TINH

+Lam viéc vai MS Excel
+ Cach nhap liéu
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[TRUGNG CAD BANG NGHE

+Lam viéc vai MS Excel
+ Cac thao tac: chon khdi, copy, cut...

53 thir t Ho va tén Noi sinh i ) i
o Paste Special
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LEAHNINE BY DOING

TRUGNG CAD DANG NGHE

+Lam viéc vai MS Excel
+ Thao tac trén cot, hang
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TRUGNG CAD BANG NGHE

+Lam viéc vai MS Excel
+ Lam viéc vGi Word Sheet
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TRUGNG CAD BANG NGHE

+Lam viéc vai MS Excel
+ DPinh dang bang tinh
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TRUGNG CAD BANG NGHE

Bai 8: GIOT THIEU PHAN MEM XU LY BANG TINH

+Lam viéc vai MS Excel
+ D&t méat khau cho tai liéu

Bookl - Microsoft Excel

I Review View Developer
I - Show/Hide Comment @ I@ @ ﬁPr:
" Show All Comments el Al
Mext .. Pmtect Protect Share
.2 Show Ink Sheet 'Workbook ~ Workbook _Lg# Tre
omments ‘ Changes
Protect Sheet
E F 3 Prevent unwanted changes to the

data in a sheet by specifying what
information can be changed.

For example, you can prevent
people from editing locked cells or
changing the formatting of the
document.

You can specify a password that
can by entered to unprotect the
sheet and allow these changes.

@ Press F1 for more help.
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Protect Sheet 7

TS|

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

| select lodked cells

(V] select unlocked cells
| Format cells

| Format columns

| Format rows

™| Insert columns

| Insert rows

| Insert hyperlinks

| Delete columns

| Delete rows o
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i | Cancel
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