THOI KHOA BIEU
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Céac thao tac can thiet dé tao bang trong

hay déi kich thwé&c caa hang hay cét,
hém hoac x0a hang hay c6t cua bang




Trinh
bay
cO
dong
bang
bang

‘1. Tao bang. \

2. Thay doi dé réong cua cét hay ddé cao
cua hang.

3. Chen théeém hang hoac cét.

4. X0a hang hoac coét.



Em hay nhan xét vé ndi dung va cach
trinh bay cua van ban sau?

Tran Thi Lan: Toan 8, Ngir van 7, Vat |y 6
Mai Kim Chau: Toan 7, Ngir van 9, Vat ly 8
Nguyén Ngoc Hoa: Toan 6, Ngir van 7, Vat |y 7

Van ban 1

=> Cach trinh bay: Dal dong, kho nhin, kho
so sanh, chwa khoa hoc.



Em hay nhan xét vé ndi dung va cach
trinh bay cua van ban sau?

Ho va tén Toan | Ngirvan | Vat ly
Tran Thij Lan 3 7 6
Mail Kim Chau 7 9 8
Nguyén Ngoc Hoa | 6 7 7

Van ban 2

=> Céach trinh bay: Ngan gon, cu the, ro
rang, dé so sanh, khoa hoc.




1. Tao bang:

THOI KHOA BIEU
Thie hai | Thie ba | Thie twe | Thi¢ nam | Thie sau | Thie bay
Tﬁtl ‘Em hay neéu mc}t\-
Tiet 2 so vi du ve bang |
Tiet 3  trong cudc song? ’
Tiet 4 [~

Tiet §




1. Tao bang:
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1. Tao bang:
[béng bang 1a gi?

Trinh bay noi dung}

Ho va tén Toan | Nglrvan | Vatli
Tran Thi Lan 8 7 6
Mail Kim Chau / 9 8
Nguyén Ngoc Hoa 6 7 7

Bang diém



1. Tao bang:

wTrinh bay ndi dung bang bang |a bo tri ndi dung
van ban trong cac 6 theo hang va cac cét.

Trwée  khi  tao

bang ta can Xxac
dinh dieu gi?
Nt S
*Trwde khi tao bang ta can xac dinh ndi dung va so
hang, s6 cbt cua bang.




1. Tao bang:

TaocBang - Word
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1. Tao bang:

w. Cach thwc hién:

-B1: Chon Iénh Table trén dai Iénh Insert.

-B2: Kéo tha chuét dé chon so6 hang, so cot cho
bang.

> Mét bang trong dwoc tao véi s6 hang va so cdt nhw da
chon.



1. Tao bang:

Mudn nhap ndi dung vao 6 nao, ta nhay chudt dé dat con trd
soan thao tai 6 do.

N




2. Thay doi do rong cua cot hay dé cao cua hang:

Quan sat:

D& thay doéi do réng cua cc}t\
hay d6 cao cua hang, ta

\phéi lam gi? W

1
T

|




2. Thay doi do rong cua cot hay dé cao cua hang:

wB1l. Bwa con tro chudt vao duwdng bién cua cbt
(hay hang) can thay dbi cho dén khi con tré c6
dang "'||"‘ hoac %

wB2. Kéo chudt sang trai, phai (hodc 1én, xudng)

dé thay ddi kich thuwdc clia hang hoac cot.



2. T

hay doi dé réng cia cot hay dé cao cta hang:
Toan |Ngir Van| Vatli

Tran Thi Lan 8 7 6

Mai Kim 7 9 8

Chau

Nguyén ||~ 6 7 7

Ngoc Hoa

Tran Thi Lan

Mai1 Kim Chau

n |Ngir Van| Vatli
7
9
7

~ |00 |\

Nguyén Ngoc Hoa




& Cho hinh vé minh hoa sau: Em héy cho biét bang
dworc tao ra gom bao nhiéu hang, bao nhiéeu co6t?

Bang goém 2 hang 3 cot

= = 3 Table




7 Cho hinh vé minh hoa sau: Em héy cho biét bang
dworc tao ra gom bao nhiéu hang, bao nhiéu co6t?

3 % 3 Table

Bang goém 3 hang 3 cot




“® Cho hinh vé minh hoa sau: Em hay cho biét bang
dworc tao ra gom bao nhiéu hang, bao nhiéu co6t?

4 x & Table

Bang goém 4 hang 6 cot



=P

Em c6 thé st dung nut Iénh nao dé tao bang?
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a 120 || D& thay déi do rong cla cot, hay chiéu cao cla
@ h@ﬁ hang em kéo tha chudt khi con tro chudt cé hinh
] nao dudi day. !

\ hoadc //
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Em c6 thé tao bang gom bao nhiéu cét va bao
nhiéu hang?

-~

5 ¢c6t va 4 hang

o
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4 cot va 5 hang
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Bang c6 thé cd so cét, so hang rat I&n tuy vao
phan mem Word
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Tat ca déu sai




CAU HOI

. 1. Trinh bay cac bwéc dé tao bang?

@ 2. Trinh bay cac buéc dé thay ddi do rong cot dp cao hang?

3. Em hay trinh bay cac bwéc tao bang gom 2 hang
4 cot?



THO| KHOA BIEU 6.1

Quan sat ki
khoa bieu

2

Thihai | Thitba | Thittw | Thirsdu | Thir bay Thoi
Van AV Ly Toan Tin cua Io,p 6 Va CO
Toan CN Str CD CN \
nhan X |’?
Tin TD AV Sinh Toan & et g
Dia Van Sinh AV HDNG
THOI KHOA BIEU 6.2
Thiehai | Thirba | Thetw | Thenam | Thrsau | Thw bay
Van AV Ly Van Toan Tin
Toan CN Sw Van CD CN
Tin TD AV Nhac Sinh Toan
Dia Van Sinh Toan AV HDNG
SHDC MT D SHL

O INTldl



3. Chen them hang hoac coét:

TaoBang - Word Table Tools
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3. Chen them hang hoac coét:

H ~ TaoBang - Word
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3. Chen thém hang hoac cét:

w. Cach thwc hién:

-B1: Pwa con tré soan thao vao 1 6 trong bang

-B2: Trén dai |énh con Layout cua dai |Iénh nglr canh Table
Tools:

+Nhay Insert Above (hodc Insert Below) dé& chén mdt hang
vao trén (hoac dwéi) hang chira 6 c6 con tro soan thao.
+Nhay Insert Left (hodc Insert Right) dé& chén mot cot vao
bén trai (hoac bén phai) cét chira 6 c6 con tro soan thao.




3. Chen thém hang hoac cot:

H -0 = TaoBang - Word
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| =Lwu y: Cach khac chen thém hang, dwa con tro soan
thao sang bén phai bang (ngoai cdt cudi cliing), nhan
ENTER
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THO'I KHOA BIEU 6.3
Thirhai | Thirba | Thetw | Thirnam | Thwwsau | Thir bay
Van AV Ly Van Toan Tin
Toan CN Sw Van CD CN
Tin D AV Nhac Sinh Toan
Dia Van Sinh Toan AV HDNG
SHDC MT D SHL

" Nhan xét

vé TKB 6.3

va 6.47

-

THO'I KHOA BIEU 6.4

Thtr hai Thr ba Thor tw Thir nam Thir sau
Van AV Ly Van Toan
Toan CN Sw Van CD

Tin TD AV Nhac Sinh
Dia Van Sinh Toan AV

\/A NNhat




4. X0a hang hoac cot:
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4. Xoa hang hoac cot:

TaoBang - Word
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4. X0a hang hoac cot:

w. Cach thwc hién:

-B1: Pwa con tré soan thao vao 1 6 trong bang

-B2: Trén dai Iénh con Layout cua dai [énh nglr canh Table
Tools:

-B3: Chon I&nh Delete trén dai Iénh con Layout. Xuat hién
bang chon:

+Nhay Delete Rows dé x6a hang.

+Nhay Delete Columns dé x6a cot.

+Nhay Delete Table dé x6a bang.




4. X0a hang hoac cot:

*Lwu y: Phim Delete thwdng chi dung dé x6a ndi

dung trong cac hang, cot cua bang.



BB=! taapo

Ga o

Nhirng thao tac nao dwdi day cé thé thwc hién voi
cac hang va cac c6t cua bang?

-~

Thém mét hay nhiéu hang vao bang

o
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X6a mot hay nhiéu hang khéi bang
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Thém mot hay nhiéu cdt vao bang
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X6a mot hay nhiéu cot khdi bang
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Pé chén thém mét hang vao cudi bang, em co thé
thwe hién thao tac nao duw¢i day?

e
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Pat con tré soan thao vao trong mét 6 va nhan
phim Enter
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Pat con tré soan thao sang bén phai bang (ngoai
cOt cudi cung ) va nhan Enter
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Pat con trd soan thao vao trong mét 6 va nhan
phim Tab

AN
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~Dat con trd soan thao vao 6 cudi cling clia bang va

=

nhan phim Tab.
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" Khi dat con tré soan thao vao trong bang, chon Iénh

Table Tools -> Layout, c6t m¢&i sé€ dwoc chen vao
bang & vi tri nao néu chon I&nh Insert Left? J

- I

Bén trai cot cd 6 chlra con tro soan thao

AN

N
-

Bén phai cét c6 6 chira con tro soan thao
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Bén trai bang
-

AN

BEén phai bang
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NOi cot A voi cdt B dé co két qua dung:

A.Lénh B.CHU'C NANG A+B
1.Delete Rows a.Xoatoan bo bang 1+
2.DELETE b.X6a cot co con tro|
COLUMNS soan thao
3.DELETE TABLE |c.X6a hang co con tro| 5,

soan thao




CAU HOI

. 1. Trinh bay cac bwéc dé chén thém hang hodic ct?

. 2. Trinh bay cac buéc dé x6a hang hoiac cot?



THUC HANH
Em hay tao danh ba riéng cua em nhw mau:

DANH BA RIENG

ILé Ngoc Mai 0166645258
Pha:nmPhumg Anh 0986327854
Nguyén Van An 01666456789

-Hay dién tén cac ban cia em vao bang (theo th& tw chi cai
dé dé& tim)



THUC HANH
Tao bang theo mau dwdi day va dién két qua hoc tap cta em. Thuc
hién cac thao tac chinh stra bang va dinh dang van ban can thiét.
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ap Hococ ki 1l
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Mon hoc

Priemn kiem tra

Diém thi

Truang binh

MNgiy van

s.5

7.0

b

Lich sir

Pria li

Toan

“at li

Tin hoc

Cong nghé

Giao duc cong dan

Ao nhac va mi thuat




