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Excel 12 mét chuong trinh bang tinh, c¢6 nhiéu tinh nang thong minh ndm trong bo
MS Office. Ung dung nay cho phép ching ta s& tao ra m¢t bang tinh va bang tinh nay
gifip ta dé dang hon trong viéc thyc hién:
- Tinh toan dai s6, phan tich dit liéu
- Léap bang bigu bdo cdo, t6 chltc danh sdch
- Truy c@p cdc ngudn di liéu khdc nhau
- V& dd thi va cac so dd
- Ty ddng hoa cdc cong viéc bang cdc macro
- Va nhieu ting dung khac dé gitlp chiing ta c6 thé phén tich nhi€u loai hinh
bai todn khdc nhau.

Xudt phdt nir thuc t& nhu cau hoc tip cta hoc sinh - sinh vién chuyén nghanh Tin
hoc ting dung néi chung va hoc sinh - sinh vién truong Cao ding nghé Giao thong van
tai Trung wong 1 néi ridng. Ching t8i viét cudn bai giang bam sét theo d& cuong mon hoe
ctia chuong trinh trong Nha trudng khong chi lam gido trinh ndi bo ma con lam tai liu
gidng day cho gidng vién khi lén [6p va lam tai li¢u tham khdo cho sinh vién.

Noi dung cla cudn gido trinh nay bao gdm:
Churong 1: Tt o"yng qudt vé Microsoft Excel
Chirong 2: lam viéc voi cdc dir liéu Excel
Chirong 3: Gidi thiéu, swr dung cdc ham va tinh todn trong excel
Churong 4: D6 thi trong Excel
Chuong 5: Co s0 dir liéu trong excel
Chuong 6: Dinh dang trang va in bang tinh excel
Dix rit cb ging nhung khong thé trdnh khoi nhitng sai sét. Rat mong nhin duge sy
gép ¥ cla edc ban va thiy ¢b gido aé cudn gido trinh ngay cang hoan thién hon
Xin chdn thanh cam on!
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CHUONG 1: TONG QUAT VE MICROSOFT EXCEL

Muc tiéu:

Sau khi hoc xong chwong ndy, nguoi hoc cé kha nang:

- Trinh bay diy du céc buée md va dong chuong trinh Excel, céc bude thao téc véi
6, ving va cac budc 1am viéc voi Workbook & Worksheet

- Thyuc hién cac budc mo, dong chuong trinh ding cach; Thao tac véi 6, ving va
thao tac véi Workbook, Worksheet mot cach thanh thao

- Nghiém tic, can thén, chinh x4c khi thyc hién bai hoc.

Néi dung chwong:

1. Giéi thiéu Microsoft Excel.
1.1. Cac khai niém co bdn

Microsoft Excel 1a mt phan mém hay 12 mét chuong trinh g dung, ma khi
chay chuong trinh (rng dung nay s€ tao ra mot bang tinh va bang tinh nay gitp ta
dé dang hon trong viéc thyc hién:

- Tinh toan dai sd, phan tich dir liéu

- |Lap bang biéu béo cdo, to chirc danh sich

- T'Truy cap cdc ngudn dir liéu khic nhau

-[TV& db thi va céc so dd

- /Ty ddng héa céc cong viée bang cic macro

- ['Va nhiéu tmg dyng khac dé gitip chiing ta c6 thé phan tich nhiéu loai hinh
bai todn khac nhau.

- _|Workbook: Trong Excel, m{t workbook 1& mot tdp tin ma trén d6 ban lam
viéc (tinh todn, v& do thi, ...) va luu trir dir liéu. Vi mdi workbook c6 thé chira
nhiéu sheet (bang tinh), do vay c6 thé t& chirc, lru trir nhiéu loai théng tin c6 lién
quan véi nhau chi trong mét tap tin (file). Mot workbook chira rat nhiéu
worksheet hay chart sheet tiy thudc vao bo nhd may tinh.

- [ 'Worksheet: Con goi tit 1a sheet, 12 noi luu trit va lam viéc voi dir ligu, nd
con duoc goi 1a bang tinh. Mot worksheet chira nhidu 6 (cell), cac 6 duoc td chirc
thanh cdc ct va cac dong. Worksheet dugc chira trong workbook. Mot
Worksheet chira dugc 16,384 ¢t va 1,048,576 dong (phién ban cii chi chira dugc
256 cot va 65,536 dong).

- _|Chart sheet: Cling 1a mot sheet trong workbook, nhung nd chi chira mot
dd thi. Mot chart sheet rit hivu ich khi ban mubn xem riéng 1¢ tirng dd thi.

-ISheet tabs: Tén cia cdc sheet s& thé hién trén cdc tab dit tai goc trai dudi
clia cira s6 workbook. Dé di chuyén tir sheet nay sang sheet khdc ta chi viéc nhip
chudt vao tén sheet can dén trong thanh sheet tab.

1.2. Giao dién Excel
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-[INit 1énh File chira cic 1énh rat thuong hay str dung nhu tao tap tin méi,
mo tap tin, luu tap tin, ... va danh muc céc tap tin da mé trudce do.
- Chiing ta c6 thé ché bién thanh céc 1énh truy cap nhanh chira cdc 1énh ma ta

hay sir dung nhit. Nhin vao | d& mé danh muc cdc 1énh va ¥ vao cdc 1énh cin
cho hién 1&n thanh 1énh truy cép nhanh. Néu cdc niit 1énh it ta c6 thé nhin chon
More Commands... & md cira s6 diéu ché thanh 1énh truy cip nhanh,

Fagelayout  Formules osta  Review

Information about Bookl

Customize Quick Access Toolbar
MNews
Cpen
V| save
E-mail
Quick Print
Print Preview
Spelling
Undo
Redo
Sort Ascending
Sort Descending
Open Recent File

o |

ore Commands...

Show Below the Ribbon




1.3. Ribbon:

Excel 2010 thay dbi giao dién ngudi dung tir viée sit dung céc thanh thue don
truyén thong thanh cdc cym 1énh d& dang truy cdp dugc trinh bay ngay trén man hinh
goi 12 Ribbon. Cé cdc nhém Ribbon chinh: Home, Insert, Page Layout, Formulas, Data,
Reviews, View, Developer, Add-Ins.
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- Home: La noi chita cdc nit 1énh dugc st dung thuong xuyén trong qua trinh 1am
viée nhu: cét, dén, sao chép, dinh dang tai liéu, cdc kiéu miu c6 sin, chén hay x6a dong
hodc cot, sép xép, tim kiém, loc dit liéu,

- [Insert: Chen céc loai d6i tugng vao bang tinh nhu: bang biéu, v& so dd, do thi,
k¥ hiéu, ...

-[1Page Layout: Chtra cdc nit 1énh vé viéc hién thi bang tinh va thiét 14p in 4n.

- [IFormulas: Chén cong thirc, dat tén ving (range),

cong cu kiém tra theo ddi cong thire, didu khién viéc tinh todn cia Excel.

- UData: Cic nit 1énh thao d6i v6i dit lidu trong va ngoai Excel, cic danh séch,
phén tich dit liéu,...

-Review: Céc niit 1énh kiém 13i chinh ta, hd trg dich tir, thém chu thich vao céc 6,
céc thiét 1ap bao vé bang tinh.

- View: Thiét 1ap cdc ché dd hién thi ciia bang tinh nhu: phéng to, thu nhé, chia man
hinh, ...

- "1Developer: Tab nay mic dinh duge 4n vi n6 chi hitu dung cho cdc 1ap trinh vién,
nhimg ngudi c¢é hiéu biét vé VBA. Pé mé nhém nay nhin vao nit File = [1Excel
Options = Popular —> Chon Show Developer tab in the Ribbon.

- Add-Ins: Tab nay chi Xuét hién khi Excel m& mét tép tin c¢6 st dung céc tién ich
bo sung, cic ham bd sung,...

Sur dung thyc don ngir canh (shortcut menu)

Khi muén thyc hién mét thao tic ndo d6 trén ddi twong (6, viing, bang biéu, do thi,
hinh v&...) trong bang tinh, ban hiy nhdp phai chudt 1én ddi twong d6. Lap tirc mot
thanh thyc don hién ra chira cdc 1€nh théng dung cé thé hiéu chinh hay dp dung cho doi
tuong ma ban chon.

2. Mé Excel, dong Excel, phéng to thu nhé cira sb
2.1. Mé Excel

Thao tic:

B1. Tir man hinh (ctra $6) chinh cia Windows nhe"ip chudt nit Start & goc
dudi bén trdi



B2. Di chuyén chuét 1én trén dén chit All Programs, rdi di chuyén chut sang
phai chon Microsoft Office, sau d6 di chuyén chudt dén chit Microsoft Office
Excel 2010 thi dirng lai.

B3. Nhip chuét vao biéu tuong [¥ MEEEEREEENE ¢ khoi dong Excel.

Dong Excel:

- Nhdy vao nit X ¢ phia trén géc phai

C2; File = Exit
2.2. Phéng to, thu nhé civa sé Excel

Thu nho Phéng to Dong

1

Céc nit diéu khién ctra s6 Excel

* Thu nhé cira s6 Excel:

Thao tic nay chi thuc hién dugc khi cira ) dang md to Nh;"ip chudt chudt vao
nit = & géc trén ciing bén phai. Khi d6 cira s6 Excel s& dugce thu gon lai thanh
mot bidu tuong trén thanh Taskbar ctia Windows bén canh niit Start.

* Phéng to cira s6 Excel

Thao tdc nay chi thuc hi¢n dugc khi cira ) dang bi thu nho

Nhap chudt vao biéu tugng thu gon ciia Excel trén thanh
Taskbar bén phia dudi man hinh

* Thodt khoi Excel

Thao tic:

Nhap chuét vao nit = & géc trén ciing bén phai dé thodt khoi Excel. Hodc
ciling c6 thé thoat Excel bang cdch nhan nit Office [ [ chon Exit Excel.
3. Thao tic v6i 6 va ving
3.1. Nhgn dang 6 va viing (cells, range)

Dia chi mét 6 trong Excel duoc x4c dinh bai tidu dé cot va sd thir ty ciia dong. Mot
viing trong bang tinh dugc xic dinh bang dia chi ciia 6 & géc trén bén trdi cia ving va
dia chi 6 goc dudi bén phai clia ving (c6 déu : phén cach). Dac biét, dia chi ctia cd mdt
ot hodc dong duge xéc dinh 12 <tén cét>:<tén cdt> (vi du cot A thi duge xéac dinh ngin
gon 12 A:A) va <s6 dong>:<sé dong> (vi du dia chi clia ca mot dong 4 1a 4:4).

Vi du: Hinh bén dudi 6 hi¢n hanh c6 dia chi 1a BIT vi n6 c6 tidu dé cot la B
va 56 dong 12 11, ving dwogc bao béi nét chdm dit cé dia chi 1a H2:HI2 vi 6 dau

A 5 N s e 2 gn . oA Ks o N ~
tién cia vung c6 dia chi 1a H2 va 6 cuoi cia vung la H12.
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3.2. Che¢n viing:

Ding chudt di chuyén 6 hién hanh dén géc trén bén trii cta ving cén chon, sau d6
gitr trdi chudt kéo xudng dudi qua phai dén vi tri 6 cudi ciing ciia ving va tha chudt.

- Dung phim thi sau khi chon 6 dau tién ban giit phim Shift trong khi nhan phim &
diu [1va [1dé dén 6 cudi cua viing va tha cic phim. (Ban ciing c6 thé lam nguoc lai 1a
chon & cudi cia ving trude va kéo chon dén 6 dau tién).

Khi mudn chon ca sheet hién hanh thi nhin <Ctrl+A>, con mudn chon ca workbook
(ngha 14 chon tit ca cdc sheet) thi nhip phai chudt 1én thanh sheef tab va chon Select
All Sheels.

3.3. Sao chép va di chuyén viing

Sao chép (copy) gitp ta nhin ban mot ving nao d6 dén mot noi ndo d6 trong bang
tinh va dit liéu gbc con nguyén, con di chuyén ving thi ciing nhu sao chép nhung dit
lidu gbc s& dugc di doi dén vi trf méi. Pé sao chép hay di chuyén trude tién ban phai
chon viing cin sao chép hay di chuyén, sau dé c6 thé ding nit 1énh, phim tit hay diing
chudt dé thyc hién:

- Ding Ribbon: Chon viing [|Home ->[nhém Clipboard =>[Inhin nit _ hay

% (Copy hay Cut), dén noi dich va Home>nhém Clipboard = Inhin nit 7
(Paste). Ban c6 thé goi cdc 1énh trén tir thyc don ngit canh->nhip phai chudt.

= [IChudt: Chon viing [I[/giit trdi chudt va giit thém phim Ctrl néu 1 sao chép
(khéng giir thém phim Ctrl s& 1a 1énh di chuyén) (][ /kéo chudt téi noi dich can sao chép
hay di chuyén dén va tha chudt.

Dan dic biét (Paste Special)

Trong qua trinh sao chép déi khi ching ta can d4n ndi dung di sao chép hay cit tir
bd nhé vao véi mét sb chon loc nao d6, khi d6 thay vi ding 1énh Paste ban hiy sir dyng
Paste Special... Sau khi chon viing, ra 1énh Copy, dén dich cén sao chép dén va nhap
phéi chudt, chon 1énh Paste Special.... hop thoai Paste Special cé mot s6 lra chon nhu
béng sau:



Paste Special rngl

Paste
@{gll' O all using Source theme
) Farmulas (0 il ecept borders
O Yalues © Column widths
O Formats ) Formulas and number Formats
O Commants O Vahges and number formats
0 yalidation A . o
Operation
&) Nane: ) Mulkiply
) agdd © i
) Subtract
[ skip planks ] Transpase
=

Giai thich hdp thoai Paste Special

Dén cé gié tri va dinh dang cua ving ngun

All

Formulas Dén gia tri va cong thirc, khong dinh dang

Values Chi dén gi4 trj v két qua cia cong thirc, khong dinh dang

Formats Chi déan vao dinh dang, bé qua tit ca gid tri va cong thic

Comments Chi dan vao chi thich ciia cdc 6, bo qua tit ci gid tri va
cOng thirc

Validation Chi dén vao cdc qui dinh xdc thyc dir ligu cho ving dwh

All  using  source Din viao moi thir va ding mau dinh dang tir viing nguon

theme

All except borders Din vio moi thit va loai bo céc khung vién

Column widths

Chi dan vao théng tin qui dinh chiéu rong cot

Formulas and number
formats

Dén vao gid tri, cong thirc va cac dinh dang goc cia cic
con $0, cic dinh dang khéc bi loai bo.

Values and number Dién vio gid tri, két qua cia cong thirc va cic dinh dang

formats gdc clia cic con sb.

None Khong kém theo viéc tinh todn ndo trén dir liéu sap dan
vao

Add Cong cic gid tri cua ving ngudn vio cic O tuong Gng &
vung dich

Subtract Céc 0 mang gid tri cia vung dich sé trir di cac 6 twong Ung
clia viing ngudn.

Multiply Céc 6 mang gia tri cua vung dich s€ nhin v6i cac 6 tuong
ting ciia viing ngudn.

Divide Cédc 6 mang gia tri cuia ving dich sé chia cho cdc 6 tuong
g clia ving ngudn

Skip blanks . Khong dan dé céc 6 rdng & ving ngudn vao 6 ¢6 gid tri &
vung dich

Transpose Dén vao va d4o dong thanh cdt hoac nguoc lai

Paste Link Dén vao va tham chiéu 6 dich dén 6 ngudn

2.4.Dat tén vang

Viing dugc gan tén s& gitip goi nhé va d& hiéu .Tén dai t6i da 255 ky tu khong chira
khodng trang va ddu chdm, tén phai bat ddu la ky nr khong duoc bit dau 14 s, tén
khéng dugc dat gidng cac dia chi tham chidu. Dé dat tén trudc tién ta chon viing can dat
tén [J[Ichon nhém Formulas = Defined Names = [1 Define Name, hop thoai New Name




hién ra. O déy, ban hiy nhép tén viing vao hop Name chon Scope, nhap chi thich néu
can, xong thi nhdn OK. Ngoai ra ban con c6 thé dat tén tryc tiép tir hop Name box hoic
dat tén cho viung chon tr Formulas > Defined Names > Create from Selection
hoédc duing thuc don ngir canh.

* Thém chui thich cho 6

Thém chi thich vao céc & gitp cho viéc hiéu chinh va hiéu théng tin ma 6 dang
chira duge rd rang hon. P& thém chd thich va 6, chon 6 1 chon nhém Review
- Comments | New Comment vi hiy nhép chi thich vao. Ngoai ra ban c6 thé nhdp
phdi chuét 1én 6 can chii thich va chon Insert Comment.

-[1Pé doc chi thich chi can ré chudt 1én 6 c6 chi thich hodc vio Review
> Comments =>Next hay Previous.

-[1Pé& 4n/ hién chu thich vio Review [1[1Comments [1[1Show All Comments (in/
hién tét ca) hodc Show/ Hide Comment (an/ hién cha thich 6 dang chon).

-[MHiéu chinh chi thich vio chon 6 cén hiéu chinh chi thich : [Review =
Comments = || Edit Comment. Ngoai ra @& nhanh ban c6 thé nhap phai chudt va chon
Edit Comment tu thue don ngir canh.

- [1X6a chi thich vao chon 6 cin x6a chi thich : 7| Review = Comments = Delete.
Hoic nhép phai chudt va chon Delete Comment.

u_‘]:,-“'-\ dev - = %
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2.5. Chén, xoa 6, dong va ct

Chiing ta ¢6 thé chén thém céc 6 vao bén trai hodc bén trén ciia 6 hién hanh trong
worksheet va dich chuyén cic 6 dang chon qua phai hodc xubng dudi. Twong ty, ta cé
thé chén thém cdc dong bén trén, chén thém cic cdt vao bén trdi va cé thé x6a di céc 6,
cac dong va cit.

Chén é trong

B1. Chon céc & ma ban mudn chén céc 6 trdng vao d6 (mudn chon Sealnsert -
cdc 0 khong lién tyc thi gitt Crr! trong khi chon céc 8). 3% Delete ~

B2. Chon Home : chon nhém Cells -Insert - |Insert Cells... B3. | [ElFormat~
Chon lra chon phit hop trong hdp thoai Insert i

Chén dong

B1. Chon mét hodc nhiéu dong lién tuc hodc céch khoang ma ban mudn chen sé
dong twong ung phia trén cac dong nay.

B2. Chon Home -[ ichon nhém Cells - | Insert -| | Insert Sheet Rows
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B1. Chon mdt hodc nhiéu ¢t lién tuc hodc cach khoang ma ban mudn chen s6 cot
tuong ung phia bén trdi cac cdt nay.

B2. Chon Home : [Ichon nhém Cells -[]Insert -[ | Insert Sheet Columns

Xb6a céc 0, dong va cot

B1. Chon céc 6, cdc dong hodc céc cdt can x6a

B2. Chon Home -[ICells -~ Delete - chon kiéu x6a phit hop

. Delete
a=Insertis| | X ~ A? ‘
Noacic b — R -

5= Insert Cells... [% SN () IShift celis left]
o | hd & VLS
X0a dong —— s insert Sheet Rows Ject ~ 85“& cells up
: - | uu _ l Entire row
Xoacot — ,5. Insert Sheet Columns O Entire column
15 Insert Sheet

G ] H ! Fl:[ OK ][Cancel]

2.6.Thay doi d rgng ct va chiéu cao dong

Trong worksheet ta ¢6 thé qui dinh d6 rong cot tir 0 dén 255, day chinh 1a sb ky tu
¢6 thé hién thi trong mot dong. D6 réng mic dinh ctia cot 1 8.43 ky tu, khi d6 rong 12 0
thi ¢t duge 4n di. Tuong ty, chiéu cao cia dong qui dinh tir 0 dén 409, day la don vi do
luomg bang diém (point: 1 point = 1/72 inch). Chiéu cao mic dinh cta dong la 12.75
point, khi chiéu cao 12 0 thi dong bi 4n di. Céc bude diéu chinh dong cot:

B1. Chon dong hodc cot cin diéu chinh chiéu cao hodc d6 rong

B2. Chon Home - | Cells - || Format - [|Chon 1énh phil hop

-T1Row Height... chon 1énh ndy dé qui dinh chiéu cao ciia dong

-[AutoFit Row Height chon 1énh nay Excel s& ty canh chinh chiéu cao dong cho
phtt hop v&i ndi dung.

-0 Column Width... chon 1énh nay dé qui dinh d¢ rng cot

-[1AutoFit Column Width chon 1énh nay Excel s€ tu canh chinh d¢ rong c6t cho phu
hop v6i ndi dung.



-[1Default Width... chon 1énh nay khi mubn qui
dinh lai 36 rong mac dinh cho worksheet hay ca
workbook.

Ngoai cach thay d6i chiéu cao dong va d6 rong
¢t nhu trén, ta con ¢ thé ding chudt dé thao téc
nhanh hon. Mudn thay ddi d6 réng cot nao hiy ré
chudt dén phia bén phai tidu d& cot d6 cho xuét hién
Iy hicu T va kéo chudt v& bén phai dé tang hodc
kéo vé bén trai dé giam d6 rong cot. Tuong tw, mudn
thay d6i chiéu cao dong nao hay ré chudt dén bén
dudi sb thir tw dong cho xudt hién ky hiéu 'I' va
kéo chudt 1én trén dé giam hoic kéo xudng dudi dé
ting chiéu cao dong.

> -

@-

g=Insert ~
5 Delete -

Cell Size
:E Row Height...
AutoFit Row Height
Column Width...
AutoFit Column Width
Default Width...
| Visibility
Hide & Unhide
| Organize Sheets
Bename Sheet
Move or Copy Sheet...
Tab Color
| Protection
&g Protect Sheet...
_.'J Lock Cell

| 5" Format Cells...

r &

= | - Sort& Find&
L.;J_FO"HB‘-"_'_ 2~ Filter~ Select~
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Trai phiéu
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2.7. Néi (Merge) va bé néi cdc o (Split)
Néi nhiéu 6 thanh mét 6

Khi noi nhiéu 6 thanh mot 6, néu tat ¢ cic 6 déu co dit liéu thi ban cin chuyén hét
dit li€u lén 6 & goc trén ciing bén trdi cla nhém 6 cin merge vi chi ¢6 dit li€u clha 6 nay

duoc gite lai, dit li€u cla cdc 6 khdc s€ bi xda.
B1. Chon cdc 6 can nbi lai.

B2. Chon Home - ||Alignment - _|chon Merge & Center. Dé canh chinh di liéu
trong 0 diing cdc niit canh chinh trong nhém Algnment.

General v

B w

Bl S v % » | %%

Merge & Center

Merge Across

Merge Cells

BB @ ©

Unmerge Cells

2.8.Chuyén mét 6 di néi vé lgi nhiéu 6
Cdch thuc hién:
B1. Chon 6 dang bj nbi.

B2. Chon Home -I| Alignment - chon lai Merge & Center hoic Unmerge Cells déu

duoec.



4. Di chuyén trong bang tinh va sir dung phim tit

Ban c6 thé diing chudt, cic phim miii tén, thanh cuén doc, thanh cuén ngang, sheet
tab, cdc t6 hop phim tit dé di chuyén qua lai giira cac sheet hay di dén cac noi bat ky
trong bang tinh.
4.1.Thanh cuébn doc, thanh cuén ngang

Thanh cudn doc va thanh cubn ngang dugc goi chung 1a cic thanh cudn (scroll
bars). Bi vi man hinh Excel chi ¢6 thé hién thi (cho xem) mét ph?m ciia bang tinh dang
thao tdc, nén ta phéi ding thanh cuon doc dé xem phan bén trén hay bén dudi bing tinh
va diing thanh cuén ngang dé xem phan bén trdi hay bén phdi cia bang tinh.

- Thanh cuén doc 13 thanh dai nhét, ndm doc & bén 1& phai; hai diu c6 hai mii tén
1én va miii tén xudng; & giita ¢6 thanh trugt d& cudn man hinh 1&n xudng.

- Thanh cudn ngang 13 thanh nim ngang, thit hai tir duéi man hinh dém 1&n. C6
hinh dang gi6éng thanh cuén doc, chi khéc 1a nim ngang.

] |

Thanh cuén ngang

Thao tic:

- [JNhip chudt vio miii tén sang trai dé cudn man hinh di sang trai.

-[1 Nhép chudt vao mili tén sang phai dé cudn man hinh sang phai.
4.2.Thanh Sheet tab

Pé di chuyén qua lai giita c4c sheet ta nhap chudt 1én tén clia sheet trén thanh sheet
tab. Ngoai ra chiing ta c6 thé ding <Ctrl + Page Up> @é di chuyén dén sheet lién truéc
sheet hién hanh va <Ctrl+Page Down> dé di chuyén dén sheet lién sau sheet hién hanh.
Pé tror vé sheet dau tién ban nhép chudt va ndt M trén thanh sheet tab va dé dén sheet
cubi ciing thi ban nhép chudt vao nit trén thanh * sheet tab. Néu mudn dén mot sheet
nao d6 trong truong hop c6 qua nhiéu sheet thi ban hay nhip phai chugt vao thanh

M4 » M yichon tén sheet can dén.

| 4 «» | Sheet1, Sheet2 , Sheet3  ¥J
Pén sheet dau Sheet hién hanh Tao sheet mdi
Vé sheet trudc | Pén sheet cudi
Pén sheet sau

4.3. Sir dung cdc to hgp phim tit dé di chuyén

Dé dén dugc noi can thiét trong bang tinh ngoai viéc ding chudt cubn cic thanh
cudn ngang va doc, cic phim miii tén thi ban nén nhé cic t6 hop phim & bang bén dudi
dé gitip di chuyén dugc nhanh hon.



Nhan phim Di chuyén
— hodc Tab Sang 6 bén phai
«— hodc Shift + Tab Sang 6 bén trdi
1 Lén dong
l Xudng dong
Home Dén 6 & cot A cia dong hién hanh
Ctrl + Home Dén dia chi 6 Al trong worksheet
Ctrl + End Pén dia chi 6 c6 chira dir lidu sau cing trong worksheet
Alt + Page Up Di chuyén 6 hién hanh qua trai mot man hinh
Alt + Page Down Di chuyén 6 hién hanh qua phai mét manh hinh
Page Up Di chuyén 6 hién hanh 1én trén mot man hinh
Page Down Di chuyén 6 hién hanh xudng dudi mét man hinh
Fs Mo hdp thoai Go To
End +— hodc Ctrl + —| Dén 6 bén phai dau tién ma trude hodc sau no 1a 6 tréng
End +« hoidc Ctrl + «| Dén 6 bén trai dau tién ma trude hoic sau né 1a 6 tréng
End + 1 hodc Ctrl + 1 | Lén 6 phia trén dau tién ma trén hodc dudi né 1a 6 trong
End + | hodc Ctrl + | | Xubng 6 phia dudi déu tién ma trén hodc dudi no 1a 6 tréng
Ctrl + Page Up Di chuyén dén sheet phia trudc sheet hién hanh
Ctrl + Page Down Di chuyén dén sheet phia sau sheet hién hanh
5. Thao tie voi Workbook

5.1. Tgo moi workbook

Chon niit File -[1New, m0t hop thoai hién ra (xem hinh bén dudi) cung Cép nhiu
lya chon dé rao workbook nhu: workbook tréng, workbook theo miu dung sin,
workbook dwa trén mdt workbook di c6. Pé tao workbook trbng, ban chon Blank
workbook va nhip niit Create.

B : = %
Recent Blank Fecent Sarmple My templates  New from
werkhook templates templates enisting
m g ey ko
Print — S— c—
\ t
share - -__ t—=] = B
,,,,,,, Budgets Exper F 1
Help reparts
£ £adins =
|£) options Tl = [ = ——
< =
=
Li

5.2. Mé workbook ¢é sén trén dia

MGt tap tin ¢6 san c6 theé dugc md& bang nhiéu cdch:



1. Chon niit Office [1[Jchon tén tdp tin trong danh sich Recent Documents, c6 thé
c6 tbi da 50 tén tap tin dugc sir dung gan diy nhat trong danh séch nay (dé diéu chinh
thi nhén vao nit Office - [1Excel Options - [] Advance - [phén Display - [ Show this
number of Recent Documents .

2. Diing trinh quén 1y tip tin nhu Windows Explorer, tim dén noi luu trir tap tin va
nhip chudt hai 1in Ién tén tap tin.

3. Chon nut Office [7 [JOpen, hdp thoai Open hién ra. Trong hop thoai Open, chiing
ta phai tim dén noi luu trir tap tin (tai Look In) va chon tén tip tin cAn mé sau d6 nhén
nit Open dé mé tap tin. Céc ty chon ciia nit Open trong hdp thoai Open: Open (mé
binh thuomg), Open Read-Only (Khong huu dé dugc nhing thay d6i), Open as Copy
(Tao ban sao cua tip tin va md ra), Open in Browser (M& tap tin bﬁng trinh duyét web
mic dinh), Open and Repair (R4t hiru dung trong trudng hop tip tin bi 15i).

Laok in: :I My Documents v |

| —)Downloads
_,J 5] My Data Sources
My Office Live | | =AMy Music
Workspace :]My Pictures
} My Received Files
. My Scans
My Recent P
Duciments | [Ty videos
My Virtual Machines

= _)5Snaglt Catalog
w test
Desktop LMy Sharing Folders
%]l‘est‘xlsx

My Documents

5.3. Luu workbook
Khi lam viéc trén mdy tinh la cdc ban phéi nhé thyc hién Iénh hru lai cong viéc

di thyc hién thuong xuyén. Viéc ra 1énh luu trir khong tén nhiéu thdi gian nhung néu
mdy bi hong hay cfip dién dot ngdt c6 thé mat tong ca gid 1am viée ctia ban. Nhim an
toan cho dir 1idu, ban nén bat tinh nang Auto Recover, Excel sé ty dong thuc hién 1énh
Iwu theo thoi gian qui dinh (méc dinh 14 10 phut luu mét 1an). Dé sir dung tinh ning
Auto Recover ban chon niit File - [ Excel Options - || Save, sau &6 danh déu chon vio

* | minutes.

; : 10
Save AutoRecover information every
M0t s6 cdch luu workbook:

1. Chon niit File - [ Save

2. Nhap chudt 1&n nit @l trén thanh 1énh truy cdp nhanh (Quick Access Tollbar).

3. Ding t6 hop phim <Ctrl+S> hodc <Shift+F12>.

Néu tap tin da duge luu trude d6 rdi thi Excel s& luu tiép cdc phan clp nhat, cdn
néu 12 tip tin dwoc ra 1énh luu 14n dAu thi hop thoai Save As hién ra. Trong hop thoai
Save As, ban hay chon noi Iuu trir tap tin (tai Look In) va dat tén cho tap tin tai hop File
name, chon kiéu tap tin tai Save as type va sau d6 nhin ntt Save dé lwu trir.
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-[1Qui tit dit tén: Dit tén tip tin Excel ding chung qui tit dit tén tip tin cla
Windows. Tén tap tin ¢6 thé dai t6i 255 ky tu bao gdbm cé khoang trang. Tuy nhién
trong tén tap tin khong dugce dung céac ky hiéu nhu: \ 2 : % “< > |

- [1Pé bao mat tap tin, ching ta c6 thé gdn mat ma bao vé, khi d6 cin phai biét mét
ma moi dugce phép mé tap tin (trlr nhimg cach ta dao!).

B1. Nhén niit File - |Save As, hop thoai Save As hién ra.

B2. Nhén nit Tools - [Ichon General Options..., hop thoai General Options hién ra

B3. Nhip mit md md va hiéu chinh workbook (hai mit ma nay nén khac nhau dé

ting bao mat). Sau d6 nhan nit OK

B4. Xdc nhan lai mat md mé workbook. Sau d6 nhén nit OK
B5. Xéc nhan lai mat ma hiéu chinh workbook. Sau dé nhén nit OK

B6. Nhén nit Save dé hoan tit.

General Options 1]@
[C] Always create backup
File sharing

Password to open: ssesee

Password to modify: e

[] rRead-only recommended
l OK J [ Cancel I

Confirm Password

Reenter password to proceed.,
[ane e

Caution: If you lose or Forget the password, it cannot be
recovered, It is advisable to keep a list of passwords and
their caorresponding workbook and sheet names in a safe

place. (Remember that passwords are case-sensitive.)

[ OK l I Cancel ]

Dung mdt ma bdo vé workbook

Céc tuy chon trong hdp General Options: Always create backup (tao ban sao co
dudi *xlk trudc khi gin mat ma), Password to Open (mit mi dé md workbook),
Password to modify (mét mi dé cap nhat néi dung workbook), Read-only recommended

(m¢ dudi dang chi doc).

5.4.Dong workbook
- Mt s6 cach dong workbook:
1. Chon nit Office - [ Close

2. Diing chudt chon niit * & géc trén bén phai (trén thanh tisu dé).
3. Diing t& hgp phim <Ctrl+F4> hodc <Ctrl+W>. Néu workbook c6 sy thay dbi néi

dung thi Excel s& nhic ban luu lai cic thay ddi do.

- Sdp xép workbook



Chi m¢ nhiéu workbook ciing Itic va can tham khao qua lai, dé thuén tién ta nén sép
xép lai: Ré chudt nhan vio nhém 1énh View - Clchon nit Arrange All - Chon kiéu b tri
thich hop.

6. Thao tac voi Worksheet
6.1.Chén thém worksheet maoi vao workbook

C6 nhiéu céch thuc hign:

1. Nhan vio nit “4 trén thanh sheet tab 4 4 * * | Sheet2 ~Sheets = ©J

2. Duing t6 hop phim <Shift+F11> chén sheet mgi vao trude sheet hign hanh.

3. Nhén chon nhém Home - [|dén nhém Cells - Insert - Insert sheet

4, Nhé‘ip phai chudt 1&én thanh sheet tab va chon Insert..., hop thoai Insert hién ra,
chon Worksheet va nhan nit OK. Sheet méi s& chén vao trude sheet hién hanh.

Insert E|
General | Spreadshest Solutions
A a & = =
L .yt L
= =4
prer
Chart  MSExcel 4.0 MSExcel 5.0 il
| Macrg Dialog
Preview not available,

6.2. Dii tén worksheet

Nhép phai chudt 1én tén sheet can dbi tén ¢ thanh sheet tab, chon Rename, go tén
mdi vao, xong nhdn phim Enter. Tén sheet c6 thé dai t6i 31 ky ty va c¢6 thé dung
khoang trang, khong dugc dung céc ky hiéu dé dat tén nhu: : /\ ? *

6.3. Xoa worksheet

Mubn x6a work sheet, ban 1am theo céc céch sau:
1. Chon sheet muén x6a (171 chon nhém Home - chon nhém Cells - Delete - Delete

sheet

2. Nhip phai chudt 1én tén sheet mubn x6a sau @6 chon Delete, x4c nhan x6a OK.



6.3. Sip xp thie tw cdc worksheet

C6 nhiéu cach thyc hién sip xép worksheet nhur:

1. Nhap trii chudt 1én tén sheet cin sip xép va gitr chudt kéo dén vi tri méi va tha
chuot.

2. Khi ¢6 qud nhiéu sheet thi ding cdch nay, nhip phai chuét 1én tén sheet can sap
xép, chon Move or Copy.... hop thoai Move or Copy hién ra. Hay nhap chon 1én tén
sheet trong danh sdch ma ban mudn di chuyén sheet dén trudc né, sau d6 nhin OK.

Insert... Move or Copy ﬁi@
| Date
g Delete Move selected sheets
Rename To book: B
Move or Copy... DS LENH KHOP KHONG PHAN BO NGAY 23-0CT-2009.x0s  +
& view Code Befere sheeti
2
&y Protect Sheet,, Sheet?
Sheet3
Tab Calor (move to end)
Hide
|
Select All Sheets [[] Create a copy
pheet2 | Sheers
[ oK ] [ Cancel

6.4. Sao chép worksheet

Nhip phai chudt 1én sheet, chon Move or Copy...- | chon vi tri dit ban sao trong
ving Before sheet - (| @nh du chon vao hop Creat a copy - ['nhén nit OK. Ngoai ra
dé sao chép nhanh ban nhan gii phim Ctrl roi ding chudt chon 1én tén sheet can sao
chép - [ gitr trdi chudt ré dén vi tri dit ban sao trén thanh sheet tab [ 1tha trai chudt.

- Bé sao chép nhiéu sheet cting lic ciing 1am trong ty nhung phai chon nhidu sheet
truGe khi thuc hién 1énh. Dé chon dugc nhiéu sheet ban hay giit phim <Ctrl + nhéip
chudt> &é chon sheet.

- [1Pé chép mdt hay nhiéu sheet sang mdt workbook khdc, ban hiy m& workbook
do 1én sau do thuc hién 1énh Move or Copy... va nhd chon tén workbook dich tai To
book (néu chon workbook dich (rew book) thi s& sao chép céc sheet dén mot workbook
moi).

6.5. Chon mau cho sheet tab

Vigc t6 mau gidp quan 1y thanh sheet tab duoc tot hon. Bé t6 mau cho cdc sheet tab
ban chi can nhip phai chu6t 1én tén sheet can t6 mau, tiép theo hdy chon Tab Color va

chon mau thich hop.



| Theme Colors
H EEENEN l

' Insert... ‘
| L;g Delete I I I I

Rename | Standard Colors

Mave or Copy... | | PEEER .:
@ vewcose | oo |
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6.6. An/ Hién worksheet

Mubn 4n sheet ban chi can nhap phai chudt 1én tén sheet mudn an va chon Hide thé
1a sheet da duoc 4n. Khi mudn cho hién tré 1ai mdt sheet, ban nhip phai chudt 1én thanh
Sheet tab va chon Unhide. .. sau d6 chon tén sheet can cho hién va nhén nit OK.
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