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CHUONG 4. GIOI THIEU MICROSOFT EXCEL
M4 bai: MH05-04
Muc tiéu:
— Trinh bay dugc céc thao tac véi WorkSheet;
— Thuc hién duoc cac dinh dang bang tinh;
— Reén luyén tinh can than, ti mi va sang tao trong hoc tap.
Noi dung:
Excel 1a mot phan mém 1ap bang tinh nam trong bo Office caa Microsoft. Excel
giup nguoi ding dé dang:
- Tinh toan, phan tich sé liéu
- Lap thdng k&, bao céo
- Truy xuét dit liéu tir cac co so dir liéu khac
- Lap do thi thong ké va so d6
- Tao macro dé tu dong hda céc cdng viéc thudng nhat
- Vanhiéu tinh ning ¢ng dung trong timg linh vuc khac nhau...
Céc tir khoa can 1am quen va y nghia cua ching:
- Workbook: 1a mét file dir liéu c6 nhiéu bang tinh(worksheet)
- Worksheet(con goi 1a sheet): 1a mot bang tinh, s6 dong hién tai caa mot
worksheet 1a 1,048,576 va sb cot 1a16,384.
- Chart sheet: I sheet chira d6 thi.
- Ribbon: Nhém cac 1énh trén menu truyén théng thanh cac cum lénh dé dé
dang truy cap trén man hinh. C6 cdc nhém Ribbon chinh: HOME, INSERT,
PAGE LAYOUT, FORMULAS, DATA, REVIEW, VIEW.



85

1. Cac thanh phan trong cira sé6 Excel

g d 3 7 B - 0O X

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign »
O chira cdng thirc — Ribbon menu

| Piachi | C D E F G H -

; cla cell Cell Cﬁt '/' Thanh Cl..llfm dDC \“\\*

3 | | Déng /

4 Thanh cudn ngang

5 1]

; Thanh Mot workbook || Céc ché dé xem || Phéng to/thu nhé

3 trang thai méac dinh workbook workbook

D / -

Sheetl +) 4 »

2. Céc kiéu dir liéu va cach nhap
2.1. Céc kiéu dar ligu
Cac kiéu dir liéu co ban thuong dung trong Excel gdm: kiéu ky tu, kiéu s6, kiéu
ngay thang. Mic dinh, khi nhap liéu trong Excel, kiéu ky tu s& tu dong gidng hang trai,
kiéu s6 va kiéu ngay sé& giong hang phai.
- Nhap dit liéu cé dinh: click chuot/di chuyén chudt bang phim tab/ key up/ key
down dén cell can nhap = nhap dix liéu > enter.
- Nhap céc ky tu dac biét: Insert - Symbol - chon bang ma - chon ky
hiéu—> Insert
- Nhap dit liéu bang cong thic: bat dau 1a ddu = hoic +, theo sau 1a dja chi 6

dit liéu cuing véi céc toan tir hoac ham (ham sé& duoc trinh bay & phan sau)

A B C
1
2 | Vidu vé dang hién thi cha kiéu di¥ liéu
3 M3 sinh vién Ho tén MNgay sinh
4 19615001|Lé Anh Thw 15/10/1994
5
Kiéu sb Kiéu ky tu Kiéu ngay

Cacluu y:
- Néu nhap sé ma khong can tinh toan, nén dinh dang kiéu Text trudc khi nhap:
vao Home—> Number-> Text - OK.
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Nhap ngay va thoi gian: can dinh dang mic dinh trong Control Panel
—>Regional and Language Options trudc Khi nhap.

Khi nhap thoi gian va mudn dinh dang theo chuan 12 gio thi thém A hoic P
vao sau thoi gian nhap vao, néu khdng Excel ty hiéu 1a AM. Vi du 6:30 AM
hoac 5:15 PM.

Dé nhap cting mot noi dung cho nhiéu & > chon cac 6 =>nhap liéu tai 6 dau

tien>nhan <Ctrl+Enter>.

_ Clear~

. Huy bo thao tac nhdp liéu Clear All

Nhan Ctrl-Z: hiy dit liéu vira nhap %, Clear Formats
: 3i lai Clear C
Nhan Ctrl-Y: phuc hoi lai I1énh vira huy Clear Content

Clear Comments
. Hiéu chinh ngi dung 6

Hiéu chinh: Chon 6 can hiéu chinh = nhin F2->nhap

Clear Hyperlinks

noi dung mai.

Xda ndi dung: chon céac 6 can x6a ndi dung = nhan Delete. Cach nay chi x6a
di liéu, dinh dang caa 6 van con

Dé x06a dinh dang: chon céc 6 can x6a ndi dung > Home-> Clear> chon tly
chon:

= Clear All: x0a tat ca noi dung va dinh dang

» Clear Formats: chi x6a dinh dang

= Clear Contents: chi x6a ngi dung

= Clear Comments: x0a chd thich cua 6

= Clear Hyperlinks: x6a lién két dir liéu

. Cong cu nhap liéu tu dong
Dung AutoFill: AutoFill cho phép nhap liéu tu dong theo mau cé san. Cac
dang AutoFill trong Excel gém:

o Tu dong lap lai gia tri da dugc nhap trudc do. Chirc nang nay doi khi
cling gay phién toai cho ngudi ding trong trudng hop khdng mudn lap
lai tu dong. Dé bat hoac tat chirc nang nay, ta thuc hién: File tab >
Options = Advanced>chon (bat) hoic bo chon(tit) tai

checkbox Enable AutoComplete for cell values.
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o Battit Fill handle: fill handle 12 chirc nang tu dong cai dat trong Excel
cho phép nguoi dung sao chép cong thuc | 3 autoSum - AY H
: Z
, dir liéu cho cac dong, Fill~ Sort & Find &
_ ¢ Clear~ Hter - .
Tl Fill = cot mot cach tur dong. gar B Filter ~ Select
D Editing
= Tuy nhién, ching ta
2] Right . . , N
& U cling c6 thé tat chirc nang nay bang cach vao File
Left tab->Options->Advanced->Enable fill handle
and cell drag-and-drop.
series... = Pién dir lidu cho dong/cot lién ké: chirc nang
Justify N p ~ 1A A
B Flash Fil nay cho phép nguoi dung sao chep dir li¢u sang cot

hoac dong ké cua dit liéu dang c6 mot cach nhanh
chong. Thuc hién: chon cot/dong (trdng) lién ké cua dir liéu,
chon biéu tuong tuong wng trén tab Home-> Editing=>Fill >
chon vj tri dé dién dir liéu: Down/Right/Up/Left.

= Trudng hop mubn tao mot day dit liéu tu dong, ching ta dung
Series. Thuc hién:

e Chon 6 dau tién trong ddy—> nhap gié tri du tién caa day

e Home-> Editing=>Fill>Series>man hinh xuat hién

Series ?

Series in Type Date unit
(®) Rows (®) Linear ® Day
() Columns ) Growth Weekday
() Date Maonth
() AutoFill Year
[ ] Trend
Step value: 1| Stop value:
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GIA TRI NHAP VAO | GIA TRI MO RONG
1,2,3 4,5, 6,...
9:00 10:00, 11:00, 12:00,...
Mon Tue, Wed, Thu,...
Monday Tuesday, Wednesday, Thursday,...
Jan Feb, Mar, Apr,...
Jan, Apr Jul, Oct, Jan,...
Jan-07, Apr-07 Jul-07, Oct-07, Jan-08,...
15-Jan, 15-Apr 15-Jul, 15-Oct,...

2007, 2008 2009, 2010, 2011,...

1-Jan, 1-Mar 1-May, 1-Jul, 1-Sep,...
Qtr3 (or Q3 or Quarterd) | Qtr4, Qtrl, Qtr2,...

textl, textA text2, textA, text3, textA,...
1st Period 2nd Period, 3rd Period,...
Product 1 Product 2, Product 3,...

Linear : tao mot day duoc tinh toan bang cach cong thém gia tri vao cho

mdi 6 tinh ké tiép trong Step value.

Growth: tao mét day tinh todn bang cach nhan gia tri cho mdi 6 tinh ké

tiép vai gia tri trong Step value.

Date: tao mot ddy ngay ting dan theo gia tri xac dinh trong Step Value

va don vi trong Date unit.

AutoFill: tao mot day dix liéu gidng nhau bang cach di chuyén ky hiéu Fill

handle trén bang tinh.

o Dién tu dong chudi sd, ngay, thang nam va cac chudi ky tu dinh dang
khac: chirc nang nay cho phép ngudi dung nhap mot day gia tri theo
the ty ting dan cua ddy gia tri biét trudc. Bang sau cho goi y cta céc

gié tri nhap vao tuong rng vai gia tri mao rong.
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3. Quan ly WorkSheet
3.1. Cac thao tac trén Workshet

a.

Thém mgt worksheet

Click Insert Worksheet ¢ button bén phai cua
worksheet hién hanh

Hoac R_Click trén tén sheet, chon Insert >
xuit hién hop thoai Insert > chon Worksheet.
Xba worksheet

R_Click trén tab worksheet can x6a = Delete
Doi tén worksheet

R_Click trén worksheet can do6i tén->chon

Sheet e,

Insert...
|=_|P'i Delete
Bename
Move or Copy...
{'ﬂ Yiew Code
{7 Protect Sheet...
Tab Color ¥

Hide

Select All Sheets

Rename —g0 tén méi - enter

Hoac double_click trén worksheet->g6 tén mai—>enter.

Sao chép worksheet

Chon worksheet can thao tdc =>chon Move or Copy, man hinh xuat hién.

Thuc hién trinh tu cac thao tac tir 1 dén 3 nhu hinh va nhan OK.

Néu mubn di chuyén worksheet >thyc hién thao tac 1 va 2 roi nhan OK.

Move or Copy ?

Move selected sheets

To book:
Book1 A/v

/

1. Chon tén tap tin chira
worksheet sau khi copy. Mac

Eefore sheet:

[move to end) I

|:| Create a copy

2. Chon vi tri dat worksheet

3. Chon Create a copy néu
mubn tao ra bang copy trén

~linA MAT AlinA MATL tan tin

Quan ly ngi dung trén bang tinh =] s
Chon toan bo noi dung bang tinh: click chon géc trén cung e
cia bang tinh (bén trai cot A va phia trén dong 1). . :
Chon dong/cot: click trén tén dong(vd: 1) /tén cot mudn 1 t! )

chon (vd: A)
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- Thay d6i d6 rong dong/cot vira khit véi noi dung: dua chudt vao canh

trén/dudi cua dong hay canh trai/phai cua cot roi double click.

f. Timva thay

thé dir li¢u

"oy i

- Click Find & Select trén nhém Editing cua tab Home

- Chon Find hoac Replace, hop thoai Xuat hién

Find

Reglaci/
Find what:

Find and Replace

Sort & Find 8
Filter = Select =

5@ Find.

.- Replace..

1.Nhap noi dung can tim

Replace with: y\

2.Nhap noi dung can thay thé

Replace All Bep

3.2. In Worksheet

lace Find All

Find Mext

Close

? =2 GoTou.
/ Go To Special.

Formulas

Comments
Conditicnal Formatting
Constants

Data Walidation

[¢ Select Objects

E[;, Selection Pane...

Mot workbook cé thé chara nhiéu worksheets dir liéu riéng Ié. Chlng ta c6 thé in
tat ca hay mot phan worksheet, hay worksheet bat ky duoc chon hoic tat ca worksheet
c6 ndi dung & cling mot thoi diém. Mic dinh, Excel chi in Worksheet hién hanh. Dé thuc
hién Iénh in, chon File = Print hodc nhan Ctrl + P, hop thoai xuat hién. Thuc hién theo

cac huéng dan sau:

Prrint

Printe

= ;

eady

Settin

i

Print

r

Send To OneNote 2013

-
Printer Properties

gs

Print Active Sheets
Only print the active sheets

-

Nhip 6 ban cin in

B

Print Active Sheets
Only print the active sheets

Frint Entire Workbook
Print the entire workbook

Print Selection

Only print the current selection

Ignere Print Area

! LB

-

Chon mdy in va thidt lap
thuée tinh

Print Active Sheets:in
worksheet hién hanh

Print Entire Workbook:In tat
cd worksheet trong workbook

Print Selection: In n61 dung
dwoc chon trong worksheet
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Settings
Print Active Sheets . Nhiép sb trang can in néu bang tinh cé
=" Only print the active sheets | nhiéu trano
Pages: |1 - to |5 - ]
g Collated - Chon thi* ty xuét hién cac ban in
1,23 1,23 1,23
| ] Portrait Orientation «———1 Chon hwéng giay mn: P?rtra_tt (thang dirng),
Lanscape (ndm ngang)
| Ad .
21emx 297 cm h.._,___‘__ Cht_}ﬂ kho giﬁ}' . :'v'IﬁC dlﬂh la Ad
Marmal Margins
Left: 1.78cm  Right: 1.78 cm “"'--q.._._‘q_ Canh chinh 1& cho trang mn
r]_r Ma Scaling
[(ice  Print sheets at their actual size "‘“‘-—-h._,_‘_‘q_' Thiét lﬁp ti 1& trang in véi ndi dllﬂg
Page Setup |

Settings /
| e | Mirimd Fmdomem Tlhmede

Ul—n.l No Scaling

T Print sheets at their actual size
™

4 FitSheet on One Page — Né&1 dung cua Sheet trong 1 trang
*[_*  Shrink the printout so that it fits
* on one F.?Hl:
St fitAllColumnsonOnePage 1 Co giiin chiéu rong cac cot vira trong 1 trang

Shrink the printout so that it 15

one page wide
g

" Fit All Rows on One Page +— Co gidn chiéu réng cic dong vira trong 1 trang

Shrink the printout so that it is

one page high

Custom 5Scaling Options...

"9 Mo Scaling
Dm Print sheets at their actual size

-

Page Setup

- Thuc hién chon cac théng sé nhu hinh va nhan nat Print.

- Trudng hop mudn thiét 1ap thém cac dinh dang khac cho trang in nhu cho
xuat hién header/footer hay tiéu dé trang, v..v., ta click chon Page Setup dé
tuy chinh.

3.3. Thiét ldp tuy chen trong Page setup
- Ribbon 2 Page Layout =Page Setup, man hinh xuét hién
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2
Page Setup :
Page Margins Header/Footer Sheet
COrientation
(®) Portrait () Landscape
Scaling
'Zfi'adjustto: 100 |+ % normal size
() Fitto: 1 + | page(s) wide by |1 = tall
Paper size: A4 v
Print guality: |&00 dpi W
First page number: | Auto
Options...

o Tab Page:
= Orientation: chon Portrait (trang thang dung)/ chon
Landscape(trang nam ngang)
= Scaling: x4c dinh ti 1¢ trang in. Ta c6 thé nén noi dung in vao
mot/mot sé trang va ¢ thé thu nho hay phong to tai lidu khi
in.
o Tab Margin:
= Nhap céc gia tri vao Top (Ié trén), Bottom (I& dudi), Left
(1& trai), Right (1& phai), Header (lé tiéu dé dau)
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| Header/Footer I Sheet |
Top: Header:
IE= los 3]
Left: Right:
1.8 |3 1.8 |3
Bottom: Footer
E= los [
Center on page
[ Horizantally
[] vertically
Print... | | Print Preview | | Options... |
| ok || canca |

o Tab Header/Footer:
Header chira cac thong tin xuat hién & ¢iu mdi trang va Footer

chira céc thdng tin cudi trang

| Page | I'.I'Iargins| Header/Footer | Sheet |

Giao trinh M= Excel 2013

Header:
|Giéu trinh Ms Excel 2013

|§ustu-m Header... | | Custom Footer... |

Footern

gy __——————————— =»

|:| Different odd and even pages
|:| Different first page

Scale with document

Align with page margins

Print... | | Print Preview | | Dptions... |

| oK || Cancel |

Tuy chinh Header va Footer, ta vao Custom Header hay Custom Footer



