TIN HOC 6 TRUONG THCS BUI VAN THU
CHUDPEE
UNG DUNG TIN HOC
SOAN THAO VAN BAN VA SO PO TU DUY

BAI 4: TRINH BAY THONG TIN DANG BANG

1. Cach chén bang va nhap ngi dung
- Pé tao bang, ta dung 1énh Table trong dai 1énh Insert.
- Cac budc tao bang
+ B1. bit con trd soan thao vao vi tri can chén bang moi
+ B2: Trong dai 1énh Insert, chon 1énh Table. Khi d6 ving tao bang xuat hién.
+ B3: Trong ving tao bang, kéo tha chudt dé xac dinh s hang va s cot cia bang
- Nhay chudt vao timg 6 ctia bang dé nhap ndi dung
2. Cac thao tac co ban trén bang
a) Thay ddi kich thwéc ciia hang va cot
*Cach thay dbi kich thude cua cot: Chon mot duong bién cua cot, dua chudt vao duong
bién nay dén khi con tré chudt c6 dang mili tén hai chiéu thi kéo tha chudt sang trai hodc phai.
*Cach thay doi kich thudc ctia hang: Chon mot dudng bién ciia hang dua chudt vao dudng
bién nay dén khi con tro chudt co dang miii tén hai chiéu thi kéo thachuot 1én trén hodc xuéng
duoi
b) Chen thém hoac x6a hang va c6t
- Cach thém cot Nhay chudt vao nhanh Layout cua dai 1énh Table Tools.
+ Trong nhdm Row & Columns, chon 1énh Insert Left, cot tréng chén vao bén trai.
+ Trong nhém Row & Columns, chon 1énh Insert Right, cot tréng chén vao bén phai.
- Cach x0a hang
+ Nhay chudt vao nhanh layout cta dai 1énh table tools.
+ Trong nhom Row & Colums, nhay chudt vao 1énh Delete
3. Chon 0, hang, ¢t va bang
+ Di chuyén chudt gan t6i d6i twong, dén khi chudt thay d6i hinh dang thi nhay
chudt dé chon doi tuong.
Bai tip ciing ¢6  (Vao duong link bén dudi dé lam)
https://forms.gle/nUVVvDKhFLz7fihn67
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