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TUYEN BO BAN QUYEN

Tai liéu nay thudc loai sach gido trinh nén cac ngudn thong tin c6 thé duge
phép dung nguyén ban hoic trich dung cho cac muc dich vé dao tao va tham khao.

Moi muc dich khac mang tinh 1€ch lac hoac str dung v&1 muc dich kinh doanh
thiéu lanh manh sé& bi nghiém cAm.



LOI GIOI THIEU

Trong nhiing nim qua, day nghé da c6 nhimg budc tién vuot bac ca vé sb
lugng va chét lugng, nham thyc hién nhiém vu dao tao nguén nhan lyc k¥ thuat truc
tiép dap tng nhu cau xa hoi. Cung véi su phat trién cta khoa hoc cong nghé trén thé
gidi, linh vue Cong nghé thong tin da c6 nhitng budc phat trién dang ké.

Tin hoc vin phong 14 gép mot phan nho phat trién trong nganh cong nghé thong
tin hién nay, n6 da mang loi ich to 16n d6i v&i nguoi st dung. Dic biét trong cac linh
vuc van phong, tai chinh, ké toan... tai cac cong s&, co quan, truong hoc.

MGdi khi néi dén tin hoc van phong 1a néi dén tién ich vé phan mém Microsoft
Office ctia hing phan mém Microsoft bao gom Word, Excel, PowerPoint,. .. Microsoft
Excel 1a chuong trinh xir Iy bang tinh duoc thiét ké dé giup ghi lai, trinh bay cac
thong tin xtr 1y dudi dang bang, thuc hién tinh toan va xay dung cac s liéu thong ké
tryc quan co trong bang tir Excel. Excel hd tro dic luc trong viéc quan ly dir licu,
thong tin cho cac doanh nghi€p, co quan... Khong nhitng thuc hién trinh bay dir li¢u
ma con tinh toan, thao tac dit liéu chinh x4c, nhanh chong.

Trong sudt qua trinh viét gido trinh, tic gia d dugc cac thay cd gido khoa Cong
Nghé Thong Tin truong Cao Pang Nghé Cong Nghiép Thanh Hoa cung cp va hd trg
nhiéu kién thirc bo ich va can thiét, dé tac gia c6 thé hoan thanh gido trinh ctia minh.
Gido trinh nay 1a co hdi tac gia co thé tong két va ap dung nhiing kién thic ma minh
d3 duoc tim hiéu tai liéu trong va ngoai nude, nghién ctru va kinh nghiém giang day
tai truong Cao Pang Nghé Cong Nghiép Thanh Hoa.

Mic du c6 rat nhiéu cd ging, nhung khong tranh khoi nhitng sai sot, rit mong
nhan duoc su dong gop y kién cua doc gia dé gido trinh dugc hoan thién hon.

Tac gia xin chan thanh cam on Ban giam hiéu, phong Pao tao, cac 1anh dao cac
phong ban, cac khoa va cac ddng nghiém truong Cao Pang Nghé Cong Nghiép Thanh
Hoa di tan tinh giup d& trong sudt qua trinh hoan thanh cudn gido trinh nay.

Thanh Hoa, ngay 19 thang 05 nam 2018
Tham gia bién soan

1. Chu bién: Chu Thi Hoa Hong

2. Lé Van Linh

3.Le Ngoc Tam
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GIAO TRINH MO DUN

Tén moé dun: Bang tinh EXCEL

M4 s6 mé dun: MD 08

VI TRI, Y NGHIA, VAI TRO MO PUN:
Vi tri:

Mb dun duoc bd tri sau khi sinh vién hoc xong cac moén hoc/moé dun ky thuat
cO sO.
Tinh chat:

Bang tinh Excel 12 mo dun co sé nghé bat budc cta chuong trinh dao tao ap
dung cho nghé Cong nghé thong tin (tng dung phan mém).
Vai tro:

Excel 1a chuong trinh x@r Iy bang tinh nim trong bd Microsoft Office cua hing
phan mém Microsoft duoc thiét ké dé giup ghi lai, trinh bay cac thong tin xur 1y dudi
dang bang, thuc hién tinh toan va xay dung cac s6 liéu théng ké truc quan co6 trong
bang tir Excel.

Puoc st dung boi hau hét cac nghé

- Ké& Toan: sir dung EXCEL rat nhiéu.

- Nhan su: Tinh Iuvong, 1ap danh sach nhan vién,....

- Hanh chinh: Theo di vin phong pham, chim cong,....

- Gido vién: Tinh diém hoc sinh, 1p danh sach,....

- Ki su: Dung EXCEL dé tinh toan lién quan dén cic cong trinh xay
dung,...Va rat nhiéu cac nganh nghé khac déu sir dung EXCEL tir cip do
don gian dén nang cao.

MUC TIEU CUA MO PUN:
Kién thirc:

— Hiéu rd cdu tric bang, cac kiéu dir liéu va cac phép toan d6i véi cac kiéu dit licu
ctia bang tinh trong Excel.

— Trinh bay dugc cu phap, cong dung ctia cac ham trong Excel.

— Trinh bay dugc cong dung, cti phép cac ham trong co s¢ dir li¢u.

— Trinh bay dugc cac budc tao biéu dd, dinh dang biéu dd.

— Trinh bay dugc cac budc sép Xép, trich loc dir liéu.
Ky nang:

— Thanh thao cac thao tac tao bang, luu trit, nhap dir liéu, dinh dang bang,...

— Van dung duoc cac ham co ban trong exel, cdc ham trong co s& dir licu dé 1am céc
bai tap theo dung yéu cau.

- Sép Xép, trich loc dugc dit liéu theo mot sd yéu cau c6 do phtrc tap cao.

— Tao duoc cac biéu d6, dinh dang dugc biéu dd phu hop véi yéu cau bai toan.
Vé ning lwc tw chii va trach nhigm



— Chép hanh tét ndi quy xudng thuc hanh, ddm bao an toan lao dong va tac phong
cong nghiép.
— Rén luyén tinh kién tri, can than, chinh xéac.

Noi dung chinh:
Bai 1: Lam quen voi phan mém Microsoft Excel
Bai 2: Sir dung ham toan hoc va thong ké
Bai 3: Str dung ham xtr 1y dit liéu dang chudi
Bai 4: St dung ham xu 1y dir 1iéu dang ngay thang
Bai 5: Str dung ham logic va thong ké c6 diéu kién
Bai 6: Str dung ham tim kiém va tham chiéu
Bai 7: Sap xép va trich loc dir liéu
Bai 8: Lam viéc vd1 cac ham co so dir licu
Bai 9: Tao biéu d6 trong Excel
Bai 10. In 4n bang tinh



BAI 1: LAM QUEN VOI PHAN MEM XU LY BANG TiNH
MA BAI: MP 08 01

Gidi thiéu:

Excel cung cdp cho ngudi str dung kha nhiéu giao dién lam viéc. Tuy nhién,
ban chét thi chiing déu giéng nhau. Excel 1a chuong trinh dau tién cho phép nguoi sir
dung c6 thé thay ddi font, kiéu chit hay hinh dang ctia bang tinh, excel ciing dong thoi
201 ¥ cho ngudi str dung nhiéu cach xur Iy van dé thong minh hon. Dic biét 1a excel co
kha ning do thi rat tot.

Tai bai hoc nay, nguoi hoc duge tim hiéu vé giao di¢n exel 2013, tr d6 nguoi
hoc ¢6 thé thao tac duoc tép bang tinh, dinh dang tép bang tinh va bao mat bang tinh
giup quan Iy dit liéu mdt cach dé dang.

Muc tiéu:

- Trinh bay duoc khai niém vé bang tinh.

- Hiéu duoc céch thuc td chtc lam viée cua bang tinh.

- Trinh bay duogc cach dinh dang bang tinh, dir li¢u.

- Binh dang dugc bang tinh, dir li¢u.

- Bao v¢ dir lidu.

- C6 tinh sang tao, ty mi, can than trong cong viéc.

1. KHOI PONG PHAN MEM MICROSOFT OFFICE EXCEL
Nhép dtp vao biéu twong Microsoft Excel 2013 trén man hinh Desktop

oE
EXCell) 12
Chon Blank workbook man hinh chinh ctia chuong trinh
A B C
]
2
4
5
6
Blank workbook

s& xuat hién nhu hinh dudi day:
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Hinh 1- 1. Giao dién excel

Duéi déy 1a cac thanh phan co ban trén man hinh chinh:

(1): Thanh cong cu nhanh: Chtra cac 1énh thao tac nhanh.

(2): Office button: Chtra I¢nh thao tac véi tép.

(3): Thanh cong cu Ribbon: Chtra gan nhu toan bd cac 1énh thao tac véi chuong
trinh, ching dugc phan chia thanh cac nhom khac nhau.

(4): Name box: Vung dia chi vi tri con tr6 hién thoi.

(5): Fomula bar: Thanh cong thtrc.

(6): Man hinh nhép liéu: La phan 16n nhét trén man hinh ctia chuong trinh, day
la ving chtra dir liéu trén bang tinh (WorkSheet).

(7): Tieu dé cot, hang WorkSheet: GOm cot va hang tiéu dé, cot thuong duoc
danh dau theo ky tu trong bang chit cai, hang duoc danh diu theo diy sb lién tiép
(trong thyc té co thé thay d6i cac ky hiéu nay).

(8): Thanh cudn: Dung dé di chuyén vin ban 1én xudng, sang trai sang phai.

(9): Thanh Sheet tab: Liét ké danh sach cac bang tinh cé trong tép Excel
(WorkBook), ngoai ra con chira thanh diéu khién dé di chuyén qua lai giita cac Sheet.

(10): Thanh trang thai: Chira mot sd thong tin hién thoi cia van ban nhu ché do
hién thi, phan trdm hién thi, trang hién tai,...

* Gioi thi¢u thanh cong cu Ribbon

Thanh Ribbon 14 thanh cong cu chtra gan nhu toan bd cac 1énh dé thao tac véi
chuong trinh, nhu cac I¢nh vé hiéu chinh bang tinh, ham, cong thuc, hay xu ly dir
liéu,...



H - 0s Bookl - Excel 7@
HOME | INSERT ~ PAGELAYOUT FORMULAS ~ DATA  REVIEW  VIEW

ry jun] (=] A .
x cut LA g'\“.‘rapTaﬁ General v D @ éﬂm E)‘ @ ZAutuSum éY H
& Fill =

B2 Copy ~
y " .
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Clipboard IFl Font ] Alignment IFl Humber IFl Styles Cells Editing

Hinh 1- 2. Thanh cong cu Ribbon
* Chi tiét cac Tab Ribbon

- Home: Xuét hién mic dinh trén thanh Ribbon, chtra cac nhém 1énh nhu sau:

Times NewRoma * (28 = A" &'

BIU- E+ DA ==

HOME

& = » - e B
& o . B . %ConchtmnalFurmat‘th E“’In.ert 2 AY H

D Times New Roma |28 General . 7
: GFormatasTahle' S Delete ~ m'

il
11l
]
]

@ b
Paste BIU- &« & A-===E€£ $-% WA Sort& Find &
Ur s TAT == D - T LY o
.o GC&II Styles - ElFormat £ Eiere Select -
Clipboard = Font Irt Alignment fa Humber Irt Styles Cells Editing

Hinh 1- 3. Ribbon Home

+ Clipboard: Cat dan

+ Font: Font chir

+ Alignment: Can 1& noi dung

+ Number: Dinh dang dir liéu

+ Styles: Pinh dang bang tinh

+ Cells: Thao tac véi Cell

+ Editing: Ham, loc, tim kiém dir liéu

- Insert: Xuét hién mic dinh trén thanh Ribbon, chtra cac nhém 1énh lién quan
dén viéc chén cac doi tuong vao van ban, chi tiét nhu sau:

o INSERT

E\? D ] .’ I'F? \l'lz:'i\: I 14 Line [ slicer ,’;c:)

- W \ + e Column B Timeline
PivotTable Recommended Table Illustrations Appsfor Recommended .‘ lii PivotChart  Power ; T Hyperlink
PivotTables - Office = Charts B~ L7~ - View [ Win/Loss
Tables Apps Charts r Reports Sparklines Filters Links

Hinh 1- 4. Ribbon Insert

+ Tables: Cac chen bang vao thao tac véi bang

+ Mlustrations: Céc 1énh chén doi tuong dd hoa

+ Charts: Lénh chén céac lién két

+ Text: Lénh lién quan dén viéc chén cac dbi tuong TextBox, Wordart, Header
& Footer,...

+ Symbols: Lénh lién quan dén viéc chén cac biéu tuong.

- Page Layout: Xuit hién mic dinh trén thanh Ribbon, chtta cac nhom 1énh
lién quan dén bé cuc cua ban tinh.
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PAGE LAYOUT

ECD|D[' L1 “g‘."."iclth: Automatic *| Gridlines  Headings 1 Bring Forward ~  [2' Align~
S DOes T tomas

.Font M *.DHaght: Automatic = | v View  |¥| View "0 Send Backward - ] Group
Themes Margins Orientation  Size  Print  Breaks Backgrountl Print - C
. Effects~ - . « Arear - Titles 5] scale: 100% | Print Print g3 Selection Pane Rotate

Themes Page Setup IFl Seale to Fit G Sheet Options & Arrange

Hinh 1- 5. Ribon Page Layout
+ Themes: Tily chinh nén cho bang tinh.
+ Page Setup: C4c 1énh thiét 1ap dinh dang trang in
+ Scale to fit: C6 dinh s6 trang in trong mot van ban
+ Sheet Options: Tuy chinh Sheet
+Arrange: Cac 1énh sap xép cac d6i tuong trén vin ban.
- Formulas: Xuat hién mic dinh trén thanh Ribbon, chita cac 1énh 1am viéc véi
ham va cong thirc

FORMULAS
. Z;l\utoium M E Logical E Loockup & Reference IrZIE\’ (=] Define Name + E:“Trace Precedents @ ,_|
et LF‘r:c&nt\ ¢ Used~ [ Text~ |ﬂ Math & Trig - Name Usein Formula |=Trac& Dependents ‘/_' - \.ﬁ Caleulation =
Function IE Financial = @ Date & Time - I! Mare Functions - Manager ﬁ Create from Selection I-';\ Remove Arrows 4‘5( Window ~ Options~
Function Library Defined Mames Formula Auditing Calculation

Hinh 1- 6. Ribbon Formulas
+ Function Library: Chtra 1énh goi cac ham trong Excel.
+ Defined Names: Chtra 1énh dinh nghia vung lam viéc.
+ Formula Auditing: Chtra 1énh tham chiéu cong thirc.
+ Calculation: Tuy chon tinh todn trong Excel.
- Data: Xuét hién mic dinh trén thanh Ribbon, chita cac 1énh lam viéc véi dix

ligu
DATA
E ||=|_—‘\ [=] Connections 3| Y Clear E"l-?él = Flash Fill g+ Consclidate 5 Group -
Properties Reapply B-A Remove Duplicates E’:)\".'hat-lf;i\nal}fsls' =[] Ungroup -
Get External  Refresh Zl Sort Filter . Text to
Data ~ Al Edit Links o Yo Advanced Columns E/@ Data Validation - Relationships EE Subtotal
Connections Sort & Filter Data Tools Outline F]

Hinh 1- 7. Ribbon Data

+ Get External Data: Lay dit liéu tir nhitng tmg dung khéc.

+ Sort & Filter: Chira 1énh sép xép, loc dir liéu.

+ Data Tools: Chira mot s6 cong cu thao tac voi dir ligu.

+ Outline: Chtra cac 1énh nhém dir li€u.

- Review: Xuit hién mac dinh trén thanh Ribbon, chira cac nhom 1€nh lién quan
dén cac thao tac nhu kiém tra ngit phap cho noi dung bang tinh, tao ghi chd, bao mat
bang tinh,...

REVEW

ABC = L, Show/Hide Comment ‘&3 Protect and Share Workbook
v B B O 7 i ey

. 5 Show All Comments L’_'lAllow Users to Edit Ranges
Spelling Research Thesaurus  Translate New  Delete Previous Nedt g Protect  Protect Share

Comment 5 ShowInk Sheet Workbook Workbook [ Track Changes -
Proafing Language Comments Changes

Hinh 1- 8. Ribbon Review
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- View: Xuét hién mic dinh trén thanh Ribbon, chira cac nhom 1énh hién thi,
chi tiét nhu sau:
VIEW

T B2 New Window ;
l:‘ [l Page Layout /| Formula Bar Q [E)EI Q £ New Window [ Splie ED'-J D

" EArrangeAII EHicIe )
Normal Page Break 18] Custom Views (] Gridlines 7] Headings Zoom 100% Zoom.to B Panes - .Sw|tch Macros
Preview Selection reeze Fanes Windows~» =

Hinh 1- 9. Ribbon View
+ Workbook Views: Ché do hién thi
+ Show: Tuy chon hién thi mot sd thanh Panel
+ Zoom: Cac 1énh phong to, thu nhé ndi dung Workbook
+ Window: Chta cac 1énh tiy chon hién thi nhiéu Workbook
+ Macros: Cac 1énh vé Macros
An hién mot Tab 1énh
Pé 1am an hay xuét hién mot nhom 1énh hodc mét Tab 1énh trong thanh cong cu
Ribbon lam nhu sau:
- Nhép phai chudt vao mot khoang tréng bat ky trén thanh cong cu Ribbon.
- Mot menu nhanh xuit hién chon Customize the Ribbon, hop thoai Excel

Option xuat hién va tré té61 muc Customize the Ribbon.

G 1
sners E'-E Customize the Ribban.

Formulas
Choose commands from: Customize the Ribbon:

Preefing Popular Commands [=] Main Tabs

Save

Language 11 All Chart Types... - Main Tabs

g ' Borders v = [#] Home

Advanced 1 Calculate Mow Clipboard

= Center =
I Custemize Ribbon FZ Conditional Formatting 3

Quick Access Toolbar [.EI Connec tions v
B Copy Styles

Add-Ins Custom Sort... Cells
a6 Cut

Trust Center 4 Decrease Font Size
& Delete Cells... i
5 Delete Sheet Columns
5 1 F 1
2% Delete Sheet Rows | |- = remmees |
e Fre [
> it color . MNew Tab Mew Grou
T Fitter Customiza tions: Reset -

Font I-

A

Font Color - Import/E
[} »

Hinh 1- 10. An hién 1 tab

- Trong danh sach Main Tabs bén phia tay phai cua man hinh liét ké danh sach
cac Tab Ribbon mudn an Tab ndo chi can bé dau tinh & dau tén Tab d6. Nguoc lai
mudn hién chiing 1én ddnh dau tinh cho nhimg Tab bj an. Cudi cting nhap Ok dé luu
lai.

Khi muén hién lai thanh cong cu nay nhép chudt vao nut 1énh d6 mot 1an nira.

Tuw tao mot Tab 1€nh va cac nhom I€nh trén thanh cong cu Ribbon

Ngoai nhitng Tab 1énh sin c¢6 Microsoft Excel 2013 con cung cép cho ngudi
dung chirc nang tu tao ra cac Tab I¢nh moi, cach thyc hién nhu sau:

- Nhap phai chudt vao mot khoang trong bat ky trén thanh cong cu Ribbon.
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- Mot menu nhanh xuit hién chon Customize the Ribbon, hop thoai Excel
Option xuét hién va tro t6i muc Customize the Ribbon.

- Pé thém mét Tab méi nhép chon nat New Tab, mot Tab, va mdt nhém 1énh
moi xuat hién nhu hinh duéi day:

- C6 thé dbi tén cho Tab bang cach nhap chudt phai vao Tab niy chon Rename.

- Ngoai ra c6 thé bd xung cac nhém 1énh khac vao Tab ndy bang cach nhap
chon Tab vira thém roi nhan nit New Group.

Cong viéc cudi cuing ciia 1a chon nhitng 1énh can thiét dé bo xung vao cac nhom
lénh tuong tmg. Cudi cting nhap Ok dé hoan tt.

* Giédi thiéu Office Button

Office Button chira cac 1énh thao tac véi File Excel, nhu thém mdi, mé mot
File d4 ton tai, in 4n, luu tri, hay stra ddi cac thong tin vé File,... Bé hop thoai Office
Button xuét hién nhép chudt chon biéu tuong Office Button bén phia trai thanh
Ribbon.

=] =

HOPME IMSERT PAGE LAYOUT

Clipboard = Font =

Hinh 1- 11. Nat Office Button
Hop thoai Office Button s€ xuat hién nhu hinh duéi day:

Bookl - Excel 7 - A X
Signiin
Protect Workhook Properties -
» Cantrol what types of changes people can make to this workbook. Size Not saved yet
Protect ) R -
- Title Add 2 title
Tags Add atag
Categories Add a category
(E Inspect Workbook Related Dates
E Before publishing this file, be aware that it contains: -
Check for Author's name and absolute path Lest Modified
Issues Created Today, 6:48 PM
Last Printed
'_‘j Versions Related People
" Q 9 There are no previous versions of this file. Author
Egd Blue_Eagle
Versions -
Add an author
Last Modified By Mot saved yet
Browser View Options Show Al Properties
(1) Pick what users can see when this workbook is viewed on the Web. hd

Hinh 1- 12. Hop thoai office button
- Info: Chtra cac 1énh nhu Save, Save AS, Open,... Ngoai ra con cho phép
ngudi dung cé thé thay d6i mot sd thong tin vé File trong danh sach bén phia tay phai
ciia man hinh.
- Open: M¢ File mo1 va n6 cling chira danh sach File da mo trude do.
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- New: Tao mdt File Excel, ngoai viéc lva chon mdt bang tinh rong ciing ¢ thé
tiy chon cac File miu ma Microsoft Excel 2013 cung cap san.

- Print: In 4n vin ban, ¢ day c6 thé Iya chon may in va cac tuy chon khac ngay
man hinh bén phia tay phai

- Share: Trong phan nay c6 thé giri vin ban qua Email, Fax, hay luu vin ban
thanh céc dinh dang khac nhau,...

- Eport: Thay d6i dinh dang cta File Excel sang mot sé dinh dang thuong gip
nhu PDF/XPS...

Luu y: D& dong cira s Offie Button nhap nat Back K4 hogc nhan phim ESC.
* Cac thanh phan khac trén giao dién

- Name box: Vung dia chi vi tri con tro hién thoi. Ngoai viéc hién thi vung dia
chi con tré hién thot hdp thoai nay con cho phép ngudi dung nhdp vung dia chi ma
minh muén di chuyén t6i. Gia sir muén di chuyén dén 6 A5 (Cot A hang 5) nhap gia
tri nay vao hop Name Box roi nhan Enter, 1ap tic con trd chudt sé di chuyén dén 6
A5.

- Fomula bar: Chua cong thirc ctia 6 hién thoi. Ngoai viéc hién thi hop thoai
nay con cho phép ngudi dung nhép cong thire cho 6 hién thoi.

‘ SUM M X v [k v

Luu y: V&i phép tinh don gian chiing ta hoan toan c6 thé nhap truc tiép cong
thirc vao thanh Fomular bar. Tuy nhién voi nhitng phép toan phtc tap st dung nhiéu
ham két hop v&i nhau, nhung ham d6 ciing khong nhd rd cach viét. Co thé nhap chon
vao biéu tuong fx dé bat hop thoai Insert Function.

Insert Function - .&Iﬁ!

Search for a function:
Type a brief description of what you want to do and then "
click Go

Or select a categorny: | Most Recently Used El

Select a function:

AVERAGE

HYPERLINK
COUNT
AR

SIM S
SUM(numberl,number2,...)
Adds all the numbers in a range of cells.

| oK | | Cancel | I

Hinh 1- 13. Hop thoai Insert Function
Hoic gd diu = sau d6 chon cac ham bén hop thoai Name Box.
- Tiéu dé cot, hang bang tinh: La cot va hang dau tién trong bang tinh. Cac cot
thuong duoc danh dau bang cac ky tu, cac hang duoc danh dau bang cac cd lién tiép.
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Cot vao hang ti€u dé co6 nhiéu tac dung tu viéc xéac dinh vi tri cua dia chi vung lam
viéc hién thoi dén viée thao tac vai toan bo dit liéu trong hang va cot do.

- Thanh cudn: Dung dé di chuyén noi dung bang tinh 1én xudng, sang trai sang
phai.

- Thanh Sheet tab: Mot Workbook (1 File Excel) chtra nhiéu WorkSheet
(bang tinh), dé co thé thao tac vdi cac Sheet nay ching ta st dung thanh cong cu
Sheet tab. Vi cac 1énh c6 trén thanh cong cu ndy c6 thé thém, hiéu chinh, x6a hay di
chuyén qua lai giira cac Sheet mot cach dé dang.

- Thanh trang thai (Status bar): Chira mot s6 thong tin hién thoi cua van ban
nhu ché do hién thi, phan trim hién thi, trang hién tai,...

READY it M o-——+ 100%

+ Thay d6i ché d6 hién thi bang thanh trang thai: co thé thay d6i mot trong 3
trang thai trong bang tinh bang cach nhap chon cac nat hién thi trang thai

trén thanh Status.

+ Thay d6i ché d6 Zoom: Pé Ehc’)ni to thu nhd man hinh lam viéc chinh, c6 thé
st dung thanh trugt trén Status ba . Pu tién 14 thong tin mé ta

vé phan trdm hién thi (70%), bén canh 1a thanh trugt néu vi tri danh déu & chinh gitra
1a 100%, c6 thé ting hodc giam phan tram hién thi bang cach kéo biéu twgng danh dau
vé mot trong hai phia cta vi tri 100%.
2. THAO TAC CO BAN VOI BANG TiNH
2.1. Thao tic co ban véi tép bang tinh va giéi thiéu cac thanh phin trong bang

tinh

+ Thém mét ctra s6 bang tinh (WorkBook) méi

Maic dinh khi khéi Microsoft Excel 2013 chuong trinh s€ ty dong tao mot
WorkBook méi, tuy nhién trong cac truong hop khac c6 thé mé moét WorkBook méi
bang cac cach sau day:

Céch 1: Nhip chon biéu twong New trén thanh céng cu Quick Access Toolbar
(hodc nhan t6 hop phim Ctrl + N). @

Céach 2: Nhap chon biéu tugng Office Button

Hop thoai Office Button xuat hién hiy nhdp chon New rdi chon biéu tuong
Blank WorkBook & hop thoai bén tay phai.

Cudi cung nhip nut Create

Luwew y: Véi hai cach trén ching ta s& tao duoc WorkBook trang tuy nhién
Microsoft Excel 2013 con cung cdp rat nhiéu cac mau (Template) dugc xay dung san
ma co6 thé ké thira va sir dung lai. Viée sir dung cic mau (Template) duoc xay dung
san s& giup tiét kiém thoi gian ciing nhu tiép can voi cach trinh bay, bé tri bang tinh
hién dai, khoa hoc cua Microsoft.
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C6 thé chon bat ky mot Templates ndo ma muén thuc hién.Va sau d6 Click
chuot vao nut Creat.
* Cac thanh phin co ban

A B C D E F G H 1 1 K L M|+

Sheetl | Sheetz | Sheet3 ® 1 y

Hinh 1- 14. Giao dién work sheet

Mot bang tinh bao géom nhiéu WorkSheet (Sheet) trong mdi Sheet chtra cac
hang (Row) va cot (Column) tao thanh cac 6 (Cell).

- Sheet: La mot voi cac thanh phan nhu d néi ¢ phan trude. c6 thém méi, tiiy
chinh hay x6éa bo mot Sheet trén WorkBook. Cac Sheet trong mot, hodc nhiéu
WorkBook c6 thé lién két 1y dit liéu qua lai v6i nhau.

- Column: Cot nam trong cac Sheet duge danh ddu, xac dinh boi tiéu dé (dia
chi) cot, vi du chung ta noi cot A, cot B hay cot XA,... c6 thé chén, x6a, di chuyén,...
cac cot trén mot Sheet.

- Row: Hang nam trong cac Sheet dugc danh dau, xac dinh boi tiéu dé (dia chi)
hang, vi du chiing ta néi hang 1, hang 2 hay hang 1000,... ciing c6 thé chén, x6a, di
chuyén,... cac hang trén mot Sheet.

- Cell: La 6 giao nhau gitra mdt hang va mgt c0t xac dinh nao do, vi tri cia Cell
hay con goi 1a dia chi cua Cell dugc xac dinh bdi tén cot va hang giao nhau chira né.
Gia str 6 A5 duoc hiéu 1a 6 giao gitra cOt A va hang 5, thu tu viét dia chi cua Cell 1a
“Tén cot” + “Tén hang”. M& rong Cell chiing ta s€ c6 nhdém cac Cell, nhém céc Cell
dugc xac dinh boi 6 dau tién va 6 cudi cing trong nhém. Nhu vay dia chi cia mot
nhom Cell dugc viét nhu sau: “Tén Cell dau tién”: “Tén Cell cudi cung”. Giai sur
nhom Cell tir hang thi nhét cot A t6i hang tha 5 cot E ching ta s& co dia chi la:
Al:ES.

- Vung lam vi¢c hién thoi: La mét nhom cac Cell duge chon tai mot thoi diém
xéc dinh va bao quanh béi mot khung mau den.

Nhu vay dia chi vung lam viéc hién thoi chinh 1a dia chi cua nhém Cell duoc
chon.
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+ Thém m¢t bang tinh (Sheet)

Tir cira s0 WorkBook c6 thé thém méi mot Sheet bang cac cach sau day:

Céach 1: Nhép chon biéu tuong Insert WorkSheet trén thanh Sheet tab.

Céch 2: Nhan t6 hop phim Shift + F11

Bf?mg mot trong hai cach trén mot Sheet méi s€ dugc tao va cé tén mac dinh la
Sheet + S6 thir tu cua nhiing Sheet da tao trong WorkBook.

+ Chon bang tinh thao tac

Pé chon mot Sheet can thao tic nhdp trai chudt vao tén Sheet d6 trén thanh
cong cu Sheet tab. Sheet dugc chon co mau sang hon céac Sheet con lai.

+ Chén mot bang tinh (Sheet)

Ngoai vi¢c thém maéi mot Sheet vao vi tri cubi cung cling co thé chén mot sheet
méi vao vi tri bat ky trén thanh Sheet Tab, cach thyc hién nhu sau:

- Nhép phai chudt vao Sheet can chén mot Sheet méi, chon Insert. ..

Hop thoai Insert xuét hién nhu hinh duéi day:

Insert ==
| | Spreadsheet Solutions
2 . & Bu=
il Preview
Chart MS Excel 4.0 MS Excel 5.0 review
Macro Dialog
i B2 [x] |
My finandial  Welcome to I
portfolic Excel Preview not available.
Tarpietes on O com canca

Hinh 1- 15. Hop thoai Insert

- Nhip chon WorkSheet trong Tab General sau d6 nhap Ok. Mot Sheet méi s&
duoc chén vao trudc vi tri Sheet vira chon.

+ Poi tén cho bang tinh (Sheet)

Tén ma chuong trinh mac dinh dat cho Sheet thuong khong goi mé va phan
anh dugc nd1 dung. Vi vay khi WorkBook cua c6 nhiéu Sheet nén dit lai tén cho
chang. Céch thyc hién nhu sau:

- Nhép phai chudt vao tén Sheet can dbi tén trén thanh Sheet Tab, chon Rename
Sheet (hodc nhip dup chudt vao tén Sheet can dbi trén Sheet Tab).

- Con tré chuot sé nhép nhay tai vi tri tén ctia Sheet can doi, hay x6a tén cii va
nhdp tén masi cho Sheet.

Luu y: Tén Sheet nén dit ngin ngon nhung goi mo, tén Tab khong nén st dung
cac ky tu dic biét (2!@#,...) hodc dau khoang trang. Dé twong minh chung ta st dung
dau _ dé phan biét cac chir trong tén Sheet.

Sheett (| CongTyPMAVIN |Jsheet3 @ 1 ¥

= M o-—— 0%
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+ X06a mdt bang tinh (Sheet)

Pé x6a mot Sheet thuc hién nhu sau:

- Nhip phai chudt vao tén Sheet can x6a trénh thanh Sheet tab chon Delete
sheet.

- Hop thoai x4c nhén thao tic xuét hién, néu dong ¥ xoa chon Delete, nguoc lai
chon Cancel.

+ Di chuyén qua lai giita cac bang tinh (Sheet)

Ngoai canh nhap chon t6i Sheet can thao tac con co thé sir dung cac cong cu
trén thanh Sheet Tab dé di chuyén qua lai giita cic Sheet * * -

- Di chuyén t6i Sheet dau tién trong WorkBook.

* : Di chuyén vé Sheet phia truc Sheet hién thoi

» : Di chuyén vé Sheet phia sau Sheet hién thoi

+ Thay d6i vi tri cac bang tinh (Sheet)

Pé thay d6i hay di chuyén Sheet tir vi nay tdi vi tri khac trén thanh Sheet Tab
c6 thé thue hién theo cic cach sau day:

Céch 1: Nhap gitt chudt vao Sheet can di chuyén, kéo tha ti vi tri méi trén
thanh Sheet Tab.

Céch 2: Nhap phai chudt vao Sheet can di chuyén trén thanh Sheet tab chon
Move or Copy Sheet...

Hop thoai Move or Copy xuét hién nhu hinh duéi day:

Mowe or Copy L E | e S
Move selected sheets

To book:

Book2 [=1]
Before shaet:

Sheetl =

SheetlO =

Create a copy

[ o ] [ conest |

Hinh 1- 16. Hop thoai Move or Copy

Trong muc To Book chon File Excel can di chuyén Sheet t6i (c6 thé khong

phai File hién thoi1 dang chira Sheet, trong hop chon To book chua danh sach céc File

Excel dang mo). Tuong tmg véi File Excel can di chuyén téi chon vi tri méi cho

Sheet trong muc Before Sheet (dtng trudc Sheet nao). Cudi cung nhap Ok dé di
chuyén Sheet t&i vi tri méi.

Luu ¥: Néu mudn Copy Sheet hiy nhdp chon muc Create a copy trong cira so

nay.
+ Luu m@t bang tinh (Sheet)
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Sau khi két thuc 1am viéc véi mét File Excel can luu no lai trén 6 dia cung dé
c6 thé st dung & cac lan tiép theo. Vi Microsoft Excel 2013 c¢6 thé luu mot
WorkBook bang cac cach sau day:

Céch 1: Nhap chon biéu tuong Save trén thanh céng cu Quick Access.

Céch 2: Nhap chon nut Save trong clra sO Office Button

Néu WorkBook dl}’Q'C tao mdi va luu lan dau tién, bang mot trong hai cach trén
hop thoai Save As s€ xuat hién nhu hinh dudi day:

Save As @
L) (I3 » Librories » Dacuments » - | 43 [[[ Search Documents 2
Organize ~ New folder - ®

> [=] Documents B
Documents library Arrange by:  Folder

&' Music Includes: 2 locations

B Videos Name

Custom Office Templates
<8 Computer My ISO Files

&L, Local Disk (€ | = Snagit

- Local Disk (D3}

> - Local Disk (E)

w Local Disk (F9)

£2 €D Drive (HA

Tags: Add a tag

Hinh 1- 17. Hop thoai Save As

Chon duong dan luu File trén 6 dia cing roi nhap tén cho cho File vao myc File
Name, cudi cing nhap nat Save dé luu lai van ban.

Luu y: Dé luu lai File Excel voi mot tén khac chon ntit Save As trong cira sb
Office Button.

Céc thao tac con lai gidng nhu khi chon nut Save

+ Mé lai mot File Excel da ton tai

Pé mé mot File Excel dé ton tai c6 thé thuc hién theo mot trong cac cach sau

day:

Céch 1: Trong ctra s6 Window Explorer nhip dup chudt vao biéu tuong File
vin ban can mo.

Céch 2: Khai dong Microsoft Excel 2013, tir thanh Quick Access Toolbar nhap
chon biéu tuong Open (hoic nhan to hop phim Ctrl + O).

Céch 3: Tir cira s6 Office Button nhap chon niit Open

Bﬁng mot trong hai cach 2 va 3 hop thoai Open xuét hién, hay chon téi File can
mo roi nhap chon nat Open.
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i

» Microsoft_Excel 2013 < | 49 [ Search Microsoft Excel 2013 ol

=~ M @

Date modified Type

E| Céng ty PM AVIN 11/19/2012 7:55 PM  Microsoft Excel W...

= Pictures

BE videos

1% Computer
&L, Local Disk (C:)
s Local Disk (D)
s Local Disk (E)
s Local Disk (F)
&4 CD Drive (H:)

File name: Cong ty PM AVIN - [ Excel Files -]

Tools = [_open Jr] [ Coneml ]
Hinh 1- 18. Hop thoai Open

+ Pong cira s6 bang tinh hién thoi

bPé dong WorkBook hién thoi ¢o thé thuc hién theo cac cach sau day:

Céch 1: Nhap chon biéu twong Office Button, hdp thoai Office Button xuat
hién nhap chon nut Close

Céch 2: Nhéap chon nut Close window phia goc trén bén phai man hinh tng
dung.

Néu WorkBook hién thoi cta chua luu, chuong trinh s€ xuét hién hop thoai xac
nhan. Néu muén luu lai thay ddi chon Save, nguoc lai chon Don’t Save, néu mudn
huy thao tac dong WorkBook hién thoi nhap chon niit Cancel.

+ Thoat khoi rng dung

Pé déng hoan toan tmg dung Microsoft Excel 2013 ¢6 thé lam theo mdt trong
cac cach sau day:

Céach 1: Nhap phai chudt vao biéu tugng Excel book & goc trén bén trai man
hinh rdi chon Close.

Céch 2: Tir cira s6 Office Button nhap chon nat Exit

Bang mot trong hai cach trén néu WorkBook hién thoi ciia chua luu, chuong
trinh s& xuét hién hop thoai xac nhan. Néu muén luu lai thay ddi va thoat khoi ung
dung chon Save, néu mudn khong luu lai thay doi va thoat khéi tmg dung chon Don’t
Save, cudi cuing néu mudn huy thao tac déng ing dung nhap chon nut Cancel.

2.2. Lam viéc véi 6 (Cell)

Chon Cell

- Chon mét Cell

Pua chuyén chudt dén vj tri ctia Cell muén chon sau d6 nhép chudt trai. cling
c6 thé chon tir ban phim, dung cac phim mii tén dé di chuyén Cell chon dén noi can
chon. Cell dugc chon goi 1a Cell hién hanh, Cell hi¢n hanh dugc t6 mot vién dam.

- Chon mdt khdi c4c Cell

CO thé su dung chudt hoac ban phim dé thyc hién viéc chon mot khdi 6.
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