BAlI THUC HANH 5. TRINH BAY TRANG TiNH CUA EM

(Thei wong: 2 tiét)

A - Muc dich, yéu cdu

» Thuc hién dwoc cac thao tac dieu chinh d0 rong cua cdt, d6 cao cua hang,

chén, xod hang, cot cua trang tinh;

» Thuc hién dwuoc cac thao tac sao chép va di ::hu}'éﬂ di¥ liéu, cong thirc.

B - Nhitng diém cin leu y va goi ¥ day hoc
Tride khi tién hanh GV cén chudn bi tép bang tinh Bang diem lop em va

So_theo_doi_the luc trén cac may tinh, san sang cho bai thwe hanh.

Trede moi bai tap. GV céan thao ludn va thong nhét vdi ca 16p céach tién hanh
cong viec. Co thé s dung may chiéu (Projector hodc Overhead) hay gidy khé
16n dé hwdng din ca 16p cing theo déi Ciing cé thé chia nhém HS dé hudng
dan timg nhém. hodc GV chi hwdng din mdt s6 HS dai dién cia moi nhém,
mdi HS nav & cé trach nhiém tr& v& nhém dé hwdng din lai cac ban cing
nhom.

Vi cach t6 chitc thue hanh nhe trén, ban dau c6 thé dan dén viéc mét thdi gian
do HS chua quen. Vi vdy. GV cén chudn bi ki ludng, hudng din chi tiét cho
HS dai dién nhom. GV quan sat, theo dé1 va hd tro kip thén khi HS dai dién tro

vé hirdng dan lai cho nhom cua minh.



Can lwu v rang trong bai thwe hanh phai danh thoi gian @& HS thwc hanh véi
may tinh. Vi viy. co thé danh thdi gian cua tiét i thuvét (nfu con) hodc giao

cho HS chuin bi trirde & nha nd1 dung s& thire hanh

a) Vi bai tip 1, dé chén thém cbt trong vao trede cot D, can nhay chudt vao tén
cot D de chon cét nay (hodc chon mat 6 cua cot D) sau do chon lénh Insert
trong nhom lénh Cells trén dai lénh Home (hodc nhay miii tén trén 1énh Insert
roi chon Insert Sheet Columns). Sau d6 nhép néi dung cho cét diém Tin hoc.
Thuc hién cac thao tac teong tw dé chén thém hang trong: nhay chudt vao tén
hang de chon hang, sau d6 chon 1énh Imsert trong nhdm 1énh Cells trén dai
lenh Home. Luu v da HS phan biét: khi d3 chon (moét hoac nhiéu} cot (hodc
hang), cac cot (hoac hang) sé dwoc tw dong chén thém vao trang tinh sau chon
lenh Insert. Vay thi viec chon Insert Sheet Columns (hay Insert Sheet
Rows) co ve nhur thao tac thira? Tuyv chon nay co tac dung chén thém cot (hay
hang) khi khéng chon cét (hay hang) ma chi cin dat con tro soan thao & cdt

(hay hang).

Dé c6 duoc két qua nhw hinh 1.55a (SGK), can chén mét hang bén trén va mét
hang bén dwdi hang chira tiéu dé Bdng diém lop 74. Luu v hang mon luon dwoc
chén 1én phia trén cta hang dwoc chon. Can nhic HS khéng xod dong tiéu dé
ri g6 lai, ma phai tim cdch chén thém cdc hang & vi tri thich hop dé c6 két qua

nhir yéu can.

Khi chén thém cét Tin hoc, céng thitc tinh diém trung binh c6 thay déi. Pia chi
cac 0 tinh trong cong thire dwoc tw ddng didu chinh va van tinh diém trung binh
cua céc diém Todn, Var i va Neir van (1 cong thire ban dau la
=(C5+D3+E3)/3 dwoc didu chinh thanh =(C5+E5+F5)/3). GV can cho HS thay
s difu chinh tr déng nay van dam bao viéce tinh diém trung binh cua ba mon,
cho dis ¢6 vige chén thém cét. Dé tinh diém trung binh cia bon mén (thém mén
Tin hoc) can chinh sta lai céng thie tai & G5 1a; = (C3+D5+E5+F35)/4. HS 6
thé tién hanh sira timg cong thirc tir & G3 dén 6 G13. Tuy nhién. GV hwdng din
HS sao chép cong thire, chi can chinh sira cong thire tai 6 G5 cho dung sau 46
diing 1énh Copy va Paste (hodc kéo tha nit dién) dé sao chép cong thike vao
cac 6 tinh tir G6 dén G13. Luu ¥. HS c6 thé mdi 1in ding 1énh Copy trede mdi
lin dung lénh Paste, nén huirong dan HS cach lam nhanh hon 13 nhay nut 1énh
Copy mét lan réi nhay nit 1énh Paste cho céc 6 dich. GV cé thé gigt thidu la



co ché cua viée sao chép vao bo nhé cia may tinh (Clipboard) dé HS hiéu 15
cac thao tac vira thuc hién.

Dé di chuvén cot Tin hoc vé phia bén phai. trrde hét can chén thém cét méi
vao vi tri trwoc cot Diém trung binh, sau do chon cot Tin hee, chon lénh Cut,
Chﬂ}?éﬂ sang cot mot duge chén vao va chon lénh Paste. Cudi cung chon lénh
Delete dé xoa cot Tin hoe cii. Luu v, néu chon ca c6t D (Tin hoc) va ding lénh
Cut, thi khi chuvén sang ¢t méi phai chon 6 tinh du tién cia cdt mdi rdi nhay
mit lénh Paste. néu khong may s& bao 16i. Néu chi chon néi dung (tir & D4 dén
D13) rdi dung 1énh Cut, thi phai chon 6 cing hang 4 tai cot md (G) réi chon
1énh Paste. Can nhan manh cho HS thay bang tinh thuc hién viéc sao chép dis
liéu v&i nguvén tic gitf nguyvén dia chi teong d6i gitva cac 6 tinh cho nén viée
chon & dich dau tién 13 rat quan trong, néu chon vi tri & dich dau tién dung, tAt

ca cac 0 dich sau s duoc tr dong dién ding vi tri

b) Vo1 bai tap 2. cach tét nhat 13 to chike cho HS hoat dong theo nhom. HS =& cung
nhau ti thire hién. so sanh vdi két qua d3 nhan dwoc khi thee hién bai tap 1, cing
trao d6i va it ra két ludn. GV véu céu dai dién mot s6 nhom phat bidu vé két
ludn cta nhém minh. Cubi ciing gido vién tdng két lai dé ca 16p c6 nhan xét
dung nhir san:

Khi chén thém mot ¢t vao gifka cdc cot chika cdac 6 co dia chi trong cong thikc,
dia chi cdc 6 trong thire dwoc difu chinh tv dong. nhwng khong cé dia chi ca 6
trong ng trong cot moi dwoc chén théem wvao. Vi duo cong thirc
=B6+C6+D6+E6 trong 6 F6 s& duoe didu chinh thanh =B6+C6+D6+F6, néu
chén thém mot cot vao trede cot E (khong gé:-m ¢ E6 md dwoc thém vao, cot F
ban dau tro thanh cot G). Nhung néu st dung ham =SUM(B6:E6) trong & F6,
ham s& dwoc dicu chinh thanh =SUM(B6:F6), gom ca dia chi 6 E6. Nhd 46 ta

c0 the thém di¥ l1gu tinh toan vao 0 E6 ma khong can nhap lair ham.

Trong treong hop chen thém cot trong vao ngay trrdc ot co cong thire (vi du
thém cot vao tnedc cot F), ca cong thikc va ham van diege g1tk nguvén, dia chi cua
cac & mdi trén cing hang khéng dwoc thém vao ca trong cong thikc hodc ham.
Neéu vi li do thidéu thot gian, giao vién co thé giao bai tdp nay vé nha dé cac em

tw tim hidu.
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Bai tip 3 nham gitp HS hifu dwoc nguvén tic didu chinh dia chi khi
sao chép cong thirc, 46 14 nguvén tic gitr nguyén vi tri twong d6i gitra 6 dich va
cac 0 tham gia trong cong thic. Mic du co thé st dung ham hodc cong thike aé
tinh, nhung o dav nén sir dung cong thirc. Vi ding céng thirc, HS g6 dia chi va
cé thé s& nhé, hifu sdu hon céng thirc ma cdc em gd. Do véy. cdc em dé theo
dd1 va so sanh sir thay dbi khi sao chép cong thikc. Vi du, o 6 D1 ta nhap cong
thire =A1+B1+C1, cho két qua 1a 6 (=1+2+3): khi sao chép cong thikc nay & &
D1 sang 0 D2, ta1 6 D2 cong thiee 38 la: =A2+B2+C2, cho két qua la 15
(=4+5+6); Nhr vav co thé hifu 1a khi dia chi hang cua & dich tang 1én 1 (tir D1
sang D2), thi dia chi hang cua céc 6 tinh trong céng thirc cling tang trong mg

len 1 (Al thanh A2, Bl thanh B2 va C1 thanh C2).

Twong tr nhwe vav, khi sao chép cong thirc tir D1 sang E1 thi dia chi cdt cua 6
dich tang lén 1, do vav cac dia chi cot trong cong thirc ciing tang lén 1 (Al
thanh Bl, Bl thanh Cl1 va Cl1 thanh DI1) va cong thic tm1 El s la
=B1+C1+D1.

Viéc sao chép cong thie tir D1 sang E2 s& dan dén ting ca dia chi hang 1én 1

va dia chi c6t 1én 1. Ta1 6 E2, cong thikc s& 1a = B2+C2+D32.

Cé the gidi thifu véu cau HS vé nha tim hiéu thém muc d) cua bai tap 3, khong
nhat thiét phai thire hanh & 16p.

Va1 bai tap 4, dé c6 deoc viéc hién thi di lidu ngay giong nhw hinh 1.57 trong
SGK, tranh lam HS lung tung, GV dat hoac hwong dan HS dat tuy chon dinh
dang di ligu ki ngay thang trrde khi thuece hanh bai nay. Dat tuv chon dinh
dang di¥ liéu kifu ngay thing bang cach chon cic & can dinh dang va hién thi
hop thoat Format Cells. Mo trang Number trén hop thoai nay roi nhay chon
Date trong 6 Category, chon kiéu thich hop trong 6 Type réi nhay OK.
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HS c6 thé d3 quen biét cach didu chinh d6 réng c6t va d6 cao hang cua bang
trong van ban Word. Do vay. GV chi can hirdng din cac em phai kéo tha vach
phéan céch tén hang va tén cét (chir khong phai bién cia cdc & tinh) khi muén
diéu chinh. Lwu ¥ theo déi s thay d6i cia con tro chudt, khi con tro chudt
chuyén thanh mii tén hai chifu méi c6 thé nhan gif va kéo dé thay 461 46 rong

cua cit va d6 cao cua hang.



