BAI 19: TAO VA LAM VIEC VO'I BANG
1. Tao bang

a. Tao bang
Dat con trd vao vj tri can tao bang, thwc hién mét trong cac cach sau:
Cach 1: Vao Insert -> Table sau d6 ta ré chudt chon sb cot + sd hang can thiét roi
kich chuét ta s& dwoc bang can tao
Cach 2: Insert -> Table -> Insert table...:
- Number of columns: sb cot
- Number of rows: s hang

Cach 3: Insert -> Table -> Draw table: vé bang
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b. Chon thanh phan ctia bang
Cach 1: Layout -> Select -> Select Cell/ Select Column/ Select Rows/Select Table
Cach 2: Chon truc tiép
- Click chuét vao bén trai nhw hinh dé chon bang:
- Puwa chuét 1én dau cot, ta sé thay moét mii tén mau den chi xubng, Click chudt dé
boi den cbt.
- Pwa chudt gan sat hang, sé thay con trd chudt nghiéng sang bén phai, click mot

cai dé boi den.

- Boi den 6 trong bang: dwa chudt dén goc trai phia dwdi 6 sao cho xuét hién mi tén
nhé mau den, click chubt.
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c. Thay dbi kich thuwéc cta cot (hang)

Cach 1: Bua con trd vao vién &/cot/hang dé thay ddi kich thuéc 6/cot/hang
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Cach 3: Chon cét hoac hang -> Layout, dién théng sb tai nhom Cell Size. Cai phia

trén la chinh hang, phia duw&i la chinh cot.
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* Chinh kich thwéc cot, hang vira véi ndi dung bén trong
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3. Thao tac véi bang

a. Chén thém hoac x6a 6, dong va cobt

+ Chén 6, dong va cot
Cach 1:

B1: Nhép chon vj tri can chén.

B2: Chon thé Layout (hhém Rows & Columns) - tuy chon cac Iénh sau:
- Insert Above: chén thém dong vao phia trén dong hién hanh.
- Insert Below: chén thém dong vao phia dwéi dong hién hanh.
- Insert Left: chén thém dong vao bén trai dong hién hanh.

- Insert Right: chén thém dong vao bén phai dong hién hanh.
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Cach 2:
B1: Danh du & mudn chén vao bén trai hodc bén phai hodc phia trén
B2: Chon thé Layout (nhdm Rows & Columns) — Launcher trong hép thoai Insert Cells:
- Shift cells right: 6 m&i chén vao day 6 dang chon sang bén phai
- Shift cells down: & m&i chén vao day 6 dang chon xubng dudi
- Shift cells row: chén thém dong mai

- Insert entire column: chén thém c6t maoi
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() Insert entire column

OK Cancel
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+ Xoa 6, dong va cot

B1: Chon dong, cot, 6 can xéa (hodc chon khéi 6)

B2: Chon thé Layout (hnhém Rows & Columns) — Delete:

- Delete Columns: x6a cét dang chon.

- Delete Rows: x6a dong dang chon.

- Delete Table: x6a bang dang chon.

- Delete Cells...: xuat hién hop thoai Delete Cells, tuy chon Iénh sau:
Shift cells left: x6a 6 dang chon roi day cac 6 con lai sang trai.
Shift cells up: xb6a 6 dang chon rdi day cac 6 con lai lén trén.
Delete entire row: x6a nguyén mét dong.
Delete entire column: x6a nguyén mot cot.

b. Tach mét 6 thanh nhiéu 6

B1: Chon & muén tach
B2: Chon thé Layout (nhoms Merge) — Split Cells, xuat hién hop thoai Split Cell:
- Number of columns: xac dinh sé cot.
- Number of rows: xac dinh sé hang.
- Merge cells before split: tron cac 6 lai trwde khi tach.
* Tach bang: nhap chon vao dong mudn tach bang, chon thé Layout
(nhém Merge) — Split Table
c. Gop nhiéu 6 thanh mot 6
B1: Chon cac 6 mudn gop.
B2: Chon thé Layout (hhém Merge) — Merge Cells.
* X6a hét tat ca dong tréng gitra hai bang thi hai bang dé sé gop lai mét mang duy nhét.
Dinh dang van ban trong &: Chon 6 can dinh dang ->C1: Trong Tab Layout -> Alignment

C2: click chudt phai -> Cell lignment
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THUC HANH 8 - CAC CONG CU TRO GIUP SOAN THAO

Bai 1: Trinh bay van ban dwéi day va lwu van ban vé&i tén Lop_STT_TH7_Bai1.docx

THUC BON
& MON KNQI Vi vevveeieiiiee e Xup cua
B MON MEBN ..t Thit khi tiéu
© MON XA0.....uuuiuiiiiiiiiiieiiee et Bo xao hoa thién ly
Canh.... Canh chua cé l6c
38 MON tran MIENg......cccciiiiieieeeeeeeceeee e, Trai cay miét vuwon

THUC HANH 9 - TAO VA LAM VIEC VO'I BANG

Bai 1: Pinh dang theo mau sau

O

MAT TROT BE CON

Ngoai kia ¢ ¢6 bé nhin qua khe nghe tiéng dan cla tdi. Ngodi kia cd chu bé tréo cdy me mét xoe tron lang nghe. Dan i
hat cau gi ma 530 ¢0 bé cuti ngd ghé. Dian toi hat cu gi ma sao chi bé ngdi ma mang. Hanh phic von don sa, dai toi
dau cd nad, timq dém cd bé chd nhu chd timq aidc ma.

gay xua cling nhu bé tudi con tha ti van thudng trdm nghe. Nba bén ¢d anh linh rdi xa qué hay chai dan rt khuya. Ban anh d3 cho ti
dong song mang canh budm khat vong.

Tudi tho d di qua, gid ddy hat bén em, tiing dém ti van chd nhiing mét trdi bé con.
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Bai 2: Tao bang, nhap dir liéu cho bang

BANG DIEM KIEM TRA MON TIN HOC

i Ho TN DIEM15 | DIEM Hocki

()| @ | &

TRUNG
BINH

Bai 3: Tao bang, dinh dang bang, xoay chir
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