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CHUONG 3: XU LY BANG TiINH VOl MICROSOFT EXCEL

3.1. KHAI NIEM CO BAN TRONG EXCEL

3.1.1. GIOI THIEU MICROSOFT EXCEL

Excel la gi: o

Microsoft Excel 1a mot phan mém hay la mot chuwong trinh rng dung, ma khi chayr chuong trinh
mg dung nay s& tao ra mot bang tinh va bang tinh nay gitip ta dé dang hon trong viéc thuc hién:
= Tinh toan dai s, phan tich dit liéu

= Lap bang biéu bao céo, t6 chirc danh sach

= Truy cdp cac ngudn dit liéu khac nhau

= V& do thi va cac so dd

= Ty dong hoa cac cong viée bang cac macro

= Va nhiéu tmg dung khac dé gitip ching ta c6 thé phan tich nhiéu loai hinh bai toan khac nhau.
3.1.2 CAC THANH PHAN CUA CUA SO EXCEL

Cé4c thanh phan cia Workbook v q
Excel 201x dung dinh dang tap tin mac dinh la “.XLSX” (dya trén chuan XML gitp viéc trao doi
dir liéu giita cac img dung duge dé dang hon) thay cho dinh dang chuén trudc day 1a “.XLS”.
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Hinh 95: Giao dién Excel

Nguyén Tran Phiong - Khoa Co ban & Mén chung
69



Truwong Kinh té Ky thudt Hoa Binh - Bai gidng hoc phan tin hoc

Phéong Thunho Canh  Xoay
to chir chw ‘gifradoc chir
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Chir nghién Té nén anh giita Giamthut  Dang sb
Gach chan Mau chix Canh phai dau cac dong (tién té)
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Dang s6
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thap phin
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Hinh 96: Tong quan giao di¢n lién quan dén van dé dinh dang trong Excel 201x.
= Nut [énh Office chira céc 1énh rat thuong hay sir dung nhu tao tap tin méi, mé tép tin, luu tap

tin, ... va danh muc céc tap tin da mo trude do. Nut 1énh Office giéng nhu thuc don File cua cac

phién ban trudc.

= Chung ta c6 thé ché bién thanh cac 1énh truy cip nhanh chira cac 1énh ma ta hay str dung nhat.

Ly = 24X s . 1A UL A A A Ta R ,\
Nhan vao | T d& md danh muc cac 1énh va vao cac 1énh can cho hién 1én thanh 1énh truy cap

nhanh. Néu céc nit Iénh & day con qua it ban c6 thé nhan chon More Commands... dé md cira s6

diéu ché thanh 1énh truy cap nhanh.
Cac Iénh trong thwe don Office
Customize Quick Access Toolbar
Mews
Open
V| Save
E-mail
Cuick Print
Print Preview
Spelling
v | Undo
v | Redo
Sort Ascending
Sort Descending

Open Recent File

Maore Caommands...

Show Below the Ribbon

Hinh 97: Nhiing menu duoc hién thi.
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Bang lwa chon Iénh truy cap nhanh
Excel Options E\ El

G I : ;
snes Customize the Ribbaon,

Formulas
LChoose commands from: (i

Froofing |P-:|pular Commands

Save

il Anchart Types..,
Borders

Calculate Mow
Center

:| Conditional Formatting
Connections

Copy

Custom Sort...

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows
E-mail

Filter

Fant

Fant Calor

Faont Size

Language

Advanced

Customize Ribbon

e

Quick Access Toolbar
Add-Ins

Trust Center

PR TS T

Format Cells...
Format Painter
Freeze Panes
Increase Font Size
Insert Cells...
Insert Function...
Insert Sheet Columns
Insert Sheet Rows
Macros

Merge & Center
Mame Manager
Mew

LDl v et i e

Customize the Ribbon: (i
|I‘.Ia|n Tabs L

Main Tabs

=1 [¥] Home
Clipboard
Fant
Alignment
Mumber
Styles
Cells
Editing

Insert

Page Layout

Formulas

riew
"

veloper E]
Add-Ins

EBackgraund Remaval

Mew Tab ] [ﬂewGrnup] [ Rename... ]

Customizations: i
Import/Export ~ |0

Hinh 98: Hop thoai dé ché bién thanh cac Iénh truy cap nhanh.

Ribbon la gi?

Ribbon: Excel 201x thay doi giao dién nguoi dung tir viée sir dung cac thanh thuc don truyén théng

thanh cac cym 1énh dé dang truy cap duoc trinh bay ngay trén man hinh goi 1a Ribbon. Cé cac
nhom Ribbon chinh: Home, Insert, Page Layout, Formulas, Data, Reviews, View, Developer, Add-

m Home Insert Page Layout Formulas Data Review
5 Caton T A ==y =
EFgs
Paste f B 7 U~ | [ frad
Clipboard = Font ) Alignment

View

General
$ %

Mumber

<0 .00 Enditi =
50 0 Conditional Format Cell

al@ o @ =

. *j ﬂ:l;‘ 7 g=lnsetr E v W \;a
<3 )
= A i g L
e Sort & Find &
Formatting = as Table = Styles = L;jF':'"'“at' 2" Filter~ Select~

Styles Cells Editing

Hinh 99: Thanh c6ng cu Ribbon )
= Home: La noi chtra cac ntt 1énh dugc str dung thuong xuyén trong qué trinh 1am viéc nhu: cat,

dan, sao chép, dinh dang tai li¢u, cac ki€éu mau co6 san, chén hay x6a dong hoac cdt, sap x&p, tim

kiém, loc dir liéu,...

= Insert: Chén céc loai dbi tuong vao bang tinh nhu: bang biéu, vé& so dd, do thi, ky hiéu, ...
= Page Layout: Chtra cac nut 1énh vé viéc hién thi bang tinh va thiét 1ap in 4n.

= Formulas: Chén cong thue, dit tén vung (range),

cong cu kiém tra theo ddi cong thirc, diéu khién viéc tinh todn cua Excel.

= Data: Cac nut 1énh thao ddi véi dir lidu trong va ngoai Excel, cac danh sach, phan tich dir

liéu,...

= Review: Céc nut 1énh kiém 13i chinh ta, hd trg dich tir, thém chi thich véo céac 6, cac thiét lap

bao v¢ bang tinh.
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= View: Thiét 1ap céc ché d6 hién thi cua bang tinh nhu: phong to, thu nhd, chia man hinh, ...
= Developer: Tab nay mic dinh dugc an vi n6 chi hitu dung cho cac 1ap trinh vién, nhitng ngudi
c6 hiéu biét vé VBA. Pé md nhém nay nhén vao nit Office |[Excel Options |Popular | Chen
Show Developer tab in the Ribbon.

= Add-Ins: Tab nay chi xuét hién khi Excel m& mot tap tin c6 st dung céc tién ich bd sung, cac
ham b sung,...

St dung thwe don ngir canh (shortcut menu)
Khi mu6n thue hién mét thao tac nao do6 trén ddi trong (6, ving, bang biéu, do thi, hinh v&...)

trong bang tinh, ban hiy nhap phai chudt 1én dbi tugng d6. Lap tirc mot thanh thuc don hién ra
chura cac 1énh théng dung c6 thé hiéu chinh hay 4p dung cho dbi twong ma ban chon.

Calibri + 11 = A" A" $§ = % + [

B J =3O~ A~ 5850

[, Paste Options:
=
Paste Special...
Insert...
Delete...
Clear Contents
Filter
Sort

Insert Comment

N

5 Format Cells...
Pick Fram Drop-down List...
Define MName..,

& Hyperlink...

==

) ) i Hinh 100: Thuc don ngir canh.
3.1.3. CAU TRUC CUA MQT WORKBOOK

Workbook:
La h¢ truc toa do B¢ - Cac véi goc toa do 1a giao ciia dong va cot nhu hinh bén. Mo61 mdt 6 (cell)

tuong duong voi mot diém trong h¢ truc toa do:
Trong Excel, mdt workbook 1a mot tap tin ma trén do ban lam vi¢c (tinh toan, vé dd thi, ...)valuu
trir dir liéu. Vi mdi workbook c6 thé chira nhiéu sheet (bang tinh), do vy ban c6 thé t6 chirc, luu
trit nhiéu loai thong tin ¢ lién quan v&i nhau chi trong mot tap tin (file). Mot workbook chira rat
nhiéu worksheet hay chart sheet tity thudc vao bo nhé méy tinh cua ban.
——
1
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Hinh 101: Géc toa do trong Excel
Worksheet:
Con goi tat 1a sheet, 1a noi luu trit va lam viéc voi dir li¢u, né con dugc goi 1a bang tinh. Mot
worksheet chtra nhiéu 6 (cell), cac 6 duoc td chirc thanh céc cot va cac dong. Worksheet dugc chira
trong workbook. Mot Worksheet chira dugc 16,384 c6t va 1,048,576 dong (phién ban cii chi chtra
dugc 256 cot va 65,536 dong).
Chart sheet: . )
Ciing 1a mot sheet trong workbook, nhung n6 chi chira mét do thi. Mgt chart sheet rat hitu ich khi
ban mudn xem riéng 1¢ timg dd thi.
Sheet tabs: v 7 q 7
Tén cua cac sheet s€ thé hién trén cac tab dat tai goc trai duoi cua ctra sO workbook. B¢ di chuyén
tir sheet nay sang sheet khac ta chi viéc nhap chudt vao tén sheet can dén trong thanh sheet tab.

Workbook

Worksheet Worksheet Chartsheet Chartsheet

1048576 déng 16384 cot

) ) Hinh 102: Lugc db phan cap trong Excel.
3.1.4. CAC KIEU DU LIEU & CAC TOAN TU
Kiéu chudi, ky ty (Text) , ’
= Viéc nhap du liéu kiéu ky tu: Vi Excel viéc nhap céc ky tu chit (A -> Z), s0, cac dau chinh
ta..., va nguyén tic bo dau tiéng Viét thuc hién giéng nhu nhap dit liéu trong bang biéu trén g
dung Word. Bén canh d6 c6 mét vai diém khac:
wCiéc ky tw canh bién: Ché do nhap mic nhién canh trai trong 6.
@ ' (d4u nhay): Canh chudi vé bién trai 6
@ " (d4u nhay kép): Canh chudi vé bién phai 6
@ A (ddu mii): Canh chudi giira 6
@ Néu do rong 6 nho hon chiéu dai ctia chudi thi: Néu cac 6 1an can cing hang con tréng thi dit
liéu s& 14n chiém sang dé thé hién day du; Néu cac 6 lan can cung hang da c6 dit liéu thi phan dit
liéu thiéu chd s& bi khuét.
Pinh dang sb.
Trong EXCEL 201X:
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General -
%0 .00
$ - % 00 .0

Mumber )

_ Hinh 103: Céc kiéu dit liéu co ban trong Excel.
Bi: Lua chon vung can dinh dang.

B2: Home | Number chon
Bs: Trong tab Number cta Format Cells | Number.

Format Cells I_? %
MNumber |.|5.Jignn1ent| Font | Border I Fill |Prctectior|
Category:
General - | Sample
Currency
Accounting Decimal places: |2 =
Date =FCma places: =
Time [T use 1000 Separator )
Percentage
Fraction Megative numbers:
Scentific -1234.10 L
Text 1234,10
Spedl (1234, 10)
Custom (1234,10)

Mumber is used for general display of numbers. Currency and Accounting offer spedalized
formatting for monetary value.

| ok || cancel |

Hinh 104: Giao dién tab Number trong Excel
Chu y: Trong E03, o budc la Bz: Format | Cells.

3.1.5. CACH NHAP DU LIEU
Nhap ligu, higu chinh ) N q
Cac 0 trong bang tinh co6 thé chira cac con s, cac chudi van ban hay céac biéu thure toan hoc. Ngoai
ra bang tinh con co thé chira cac biéu d6, so do, hinh anh, ... cac dbi twong nay khong chira trong
6 ma ndi trén bé mit bang tinh.
Nhap li¢u
Nh4p s, chudi, thoi gian, ngay théng nim
B1. Trén worksheet, chon 6 can nhap li¢u
B2. Nhép vao con sd, chudi vin ban, ngdy thang hay thoi gian,... ma ban can
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B3. Nhap xong nhan Enter (6 hién hanh chuyén xubng dudi) hoic Tab (6 hién hanh chuyén qua
phai) dé két thuc.

Luuy:

= Néu nhép cic con sé vao ma Excel hién thi ##### 1a do chiéu rong cot khong da ban ban ting
thém chiéu rong cot.

» Mic dinh Excel s& dung ddu chim (.) dé phan cach phan s6 nguyén va phan sb thap phan.

. Khi nhap cac con sb ma cac con s6 nay khong can tinh toan thi ban nén dinh dang 6 1a Text
trude khi nhap (Home | nhdm Number |chon Text tir danh sach).

= Ngay va thoi gian nhdp vao 6 thi n6 dung dinh dang ngay mac dinh trong Control Panel
|Regional and Language Options.

= Khi nhap ngay dung diu / hoic - dé phan cach, vi du 10/05/2007 hoic 10-05-2007. Khi mudn
nhap ngay hién tai vao 6 hdy g6 <Ctrl+;>. Khi mudn dung dinh dang ngiy mic dinh cho 6 chira
ngay thi chon 6 va go <Ctrl+Shift+#>.

= Khi nhép thoi gian va mudn dinh dang theo chuan 12 gio thi thém A hodc P vao sau thoi gian
nhap vao, vi du 8:30 AM hoic 4:15 PM, néu khong Excel ty hiéu 1a AM. Khi muén nhap thoi gian
hién tai vao 6 hay gd <Ctrl+Shift+;>. Khi mudn dung dinh dang thoi gian mic dinh cho 6 chira
thoi gian thi chon 6 va gd <Ctrl+Shift+@>. Muén nhap cing mot ndi dung cho nhiéu 6, ban hiy
chon cac 6 va nhap lidu vao sau d6 nhan <Ctrl+Enter>. Ngoai ra con ¢o thé sir dung chirc nang
AutoFill (phan sau). Mudn nhép cung ndi dung trén cac 6 & nhiéu sheet, ban hiy chon céc sheet
d6, sau d6 chon céac 6 trén sheet hién hanh, tiép theo nhap liéu (c6 thé mat dit liéu do bi nhap de
Ién cac 6 co dit liéu). Pé bo chon céc sheet thi nhdp phai chudt 1én thanh sheet tab va chon Ungroup
Sheets.

A B D E
1  Chua dinh dang Dinh dang Giai thich Ghi chi
2 54666 5466600 déng Tien té £ 22000 [Sdong]
3 04566 45 66% Phan trém 0.00%
4 10-May 10/05/2007 Dang nzav ngan gon dd'mm/vvvy
5 10-May Thorsday, May 10, 2007  Dang ngay chidér  [5-F800]dddd, mmmm dd. vy
& 616564622 64656462200 K& toan _(F==20.00_0_(* (z==0.00)_(*"-"77 . _(@_)
7 8489325103 848-932-5103 S6 dién thoa e
8 7300958230 7930 005 823 0 S bac hifm x3hol FEEEEEE 2R =
9 0665 35736 PM Théd dan [5-F400 mmss AMPM
10 0.25 1/4 Phén s6 #M
11 6465646212 6.47E+08 Khoa hoc 0_00E+00

Hinh 105: M6t vi du nhap céc loai dix liéu
Nhap cac ky tw dic biét ’ .
B1: Muon nhap ky tu dac biét vao, trudc tién chon 6 va dén noi can chen trong 6.
B2: Chon Insert | nhém Text | chon Symbol
Bs: Trong hop thoai Symbol hay chon ky tu can, c6 thé doi kiéu Font tai hop Font.
Ba: Nhan nat Insert dé cheén.
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Il B i (o]

1  Chwa dinh dang ; —

2 54666

3 0.4566 Jymbols | Spedal Characters

4 10-May

P 10-May  Th Fork: Syrabol vl

fi AGdaaa462] | . . -
L ¥ £ | L K| A V(D

7 B4ROQ325103 B '{ﬂ (I) ' 1 ¢ H —

s 79300938230 Tt|B|plo|tjvmo|l|(w|[l[{]]|]||~-

9 0668 il EnlEniEeE el il Enl il il Enl inl il Enl Bl Bl =

10 0.25 Sy iy e By B B By R By Ry g R

11 aiaseainll EypEypEpEppEp RSN R R R Iy i g

12 - Rec=rchy used symbnoks:

13 A | -

- slele|¥|@ =™ t]2]<|>]+|x|=|u|a]

15

16 Syrmbal; 100 Charedier code: (100 From: Symbol {decmal) H‘|

17 [W] [Cln:al

18

Hinh 106:Vi du chén vao mot 6
Hiy lénh (Undo), phuc héi 1énh (Redo), 1ip lai [énh sau cung

= T : T‘ = [
Huylénh  Phuc hoi lénh

= Dé hay mot 1énh vira thyc hién ban nhan chudt 1én nut 9 hay diing phim <Ctrl+Z>
= Pang nhép liéu vao 6 mudn hay thi nhan phim ESC

= Dé phuc hoi 1énh vira hity thi nhan nat o hay diing phim <Ctrl+Y>

= Pé thyc hién lai 1énh sau cuing nhan <Ctrl+Y>

Hiéu chinh ndi dung

Xo6angidungcacd .

Bi: Chon mdt hodc nhi€u 6 can xo6a

B2: Nhan Delete trén ban phim (x6a cach nay thi chi x6a ndi dung cac dinh dang cta 6 van con).

Ngoai ra dé x6a ban c6 thé vao Home [1[Jnhém Editing [J[IClear ( £ ) va chon céc 1énh:
= Clear All: X6a tat ca noi dung va dinh dang

= Clear Formats: Chi x6a phan dinh dang ctia 6

= Clear Contents: Chi x6a ndi dung, con dinh dang

= Clear Comments: Chi x6a cac cha thich ciia 6 néu c6

Luu y: c&c Iénh trén khong xoa duoc dinh dang cua bang (table)
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Nhap dé Ién 6 c6 san ndi dung

Muén nhap d¢ 1én cac 6 ¢ san noi dung, trudc tién ban hdy chon 6 d6 va nhap vao noi dung mai.

Khi d6, ndi dung cii ctia 6 s& mat di va thay bang noi dung vira nhap de.

Hiéu chinh ngi dung cac 6

Muén hiéu chinh noi dung sin c6 caa 6 ban lam céc cach sau:

B1: Nhdp chugt hai l@n 1én 6 can hiéu chinh | ding chudt hodc cac phim miii tén di chuyén dén
noi can hiéu chinh Cdung phim Backspace hoic Delete dé x6a mot sé ndi dung sau d6 nhap vao

noi dung mai.

B2: Chon 6 can hiéu chinh va nhan F2 dé vao ché d6 hiéu chinh va lam twong tu nhu trén
Bs: Chon & can hiéu chinh, sau dé nhap chudt vao thanh céng thic (Formula)

S dung chirc niing AutoFill

Str dung cdng cu ndy Excel s& gidp ban dién tu dong dir liéu theo cac mau AutoFill c6 sin. Ngoai

ra ban con cd thé tao thém cac mau phuc vu cho cong viéc caa minh.

Danh sach mét sé AutoFill co san:

Céc gia tri khéi dau

Chudi sau khi mé réng

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-99, Apr-99

Jul-99, Oct-99, Jan-00

15-Jan, 15-Apr

15-Jul, 15-Oct

1999, 2000 2001, 2002, 2003
1-Jan, 1-Mar 1-May, 1-Jul, 1-Sep,...
Qtr3 (or Q3 or Quarter3) Qtr4, Qtrl, Qtr2,...

Product 1, On backorder

Product 2, On backorder, Product 3, On backorder,...

Textl, textA text2, textA, text3, textA,...
1st Period 2nd Period, 3rd Period,...
Product 1 Product 2, Product 3,...
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Bang 7: Cé&c khd ndng cé thé AutoFill
»» Ban mudn dién cac sb 1¢ trong khoang tir 1 dén 25 vao cot A ban lam nhu sau:
B1: Chon 6 dau tién Al va nhdp vao sb 1
B2: Chon 6 tiép theo A2 nhép vao sé 3 (budc nhay bang 3-1 = 2, Excel s& cong s6 2 vao 6 chira sb
1é trude d6 dé co dugc sb 1¢ ké tiép).
B3: Chon hai 6 A1:A2, di chuyén chudt xuéng ddu vudng nhé mau den (Fill handle) & goc dudi
bén phai ving chon cho chudt bién thanh diu cong mau den.
B4: Giir trai chudt kéo xudng phia dudi cho dén khi hién sb 25 thi ding lai.

A B c A B c A B c
1 1 ] 1 1 I 1 Tl
rd 3 rd 3 zZ 3
3 3 o 3 5
4 i 4 4 1
5 Fill handle s s 9 |
B B 6 11
7 = ; 7 13
2 Keéo };1161{ 2 15
g g g 17
10 10 = 10 19]| Nut AutoFill
11 11 v 1 21 Options
12 12 12 13
13 13 13 25
14 14 14 =

- - -

i ¢k v sheetl . IS i« ¢+ | Sheet1 . [NIRNLE i« « » v Sheet1 . [N
) . Hinh 107:Vi du Vé cai dit sb thir tu.

> Khi ban mudn dién ty dong (sao chép) dir liéu hay cong thirc ciia 6 hién hanh cho céc 6 bén trai,
bén phai, phia trén hay bén dudi no thi ban lam theo cac cach sau:
Bi: Chon 6 hién hanh dang chira dit liéu hay cong thirc can sao chép, sau d6 giir Fill handle va kéo
theo hudng ban can (1én, xudng, trai hay phai). Khi d6 dit liéu hay biéu thirc s& dugc sao chép.
B2: Chon 6 chira dir liéu (hay cong thirc) can sao chép va tit ca cac 6 can sao dit liéu dén, sau d6
vao Home | nhom Editing |Fill |chon hudng phu hop (Down, Right, Up, Left).
[Ty tao danh sach AutoFill ban vao nat Office [Excel Options [Popular |trong phan trong phan Top
options for working with Excel |chon Edit Custom Lists |hgp thoai Custom Lists hién ra. Tai day,
ban hdy nhép vao danh sach trong khung List entries, sau khi nhap xong nhan nat Add dé thém vao
Custom lists va ké tir lic nay ban c6 thé sir dung chirc niang AutoFill voi danh sach ty tao ciia ban.
= Mubn x6a mot danh sach thi ban chi can chon danh sach d6 va nhan nat Delete.
= Néu mudn hiéu chinh danh sach thi chon danh sach d6 va hiéu chinh trong 0 List entries, sau
khi hiéu chinh xong nhan nut Add.
Sir dung chirc niing Automatic Completion N ’
Churc nang Automatic Completion giap ban nhap cac chuoi van ban giong nhau ¢ cac 6 dugc nhanh
chong hon. Tuy nhién, chirc ning ndy d6i khi ciing 1am ban khé chiu, dé bat tat ban vao nat Office
| Excel Options |chon Tab Advance |tai Editing options |Enable AutoComplete for cell values.
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Custom Lists

Cusbom Lists

Custom lists: List entries:
NEW LIST A, C,D,EF,GHLILKL
Sun, Mon, Tue, 'Wed, Thu, Fri, < M,N,O,P QRS T,UY W

Sunday, Monday, Tuesday, Wec Y, Z

Jan, Feb, Mar, &pr, May, Jun, ]
January, February, March, April

Press Enter to separate lisk entries,

Irnport list Fram cells: e

I oK l’ Cancel I

Hinh 108: Cai dit danh sach.
Sir dung chirc nang AutoCorrect . )
AutoCorrect gilp ban stra cac 16i chinh ta nhap liéu khi nhap bang tiéng Anh, ngoai ra n6 con gidp
nhap nhanh céc ky hiéu hay cac doan van ban lap di 1ap lai. Ching ta c6 thé thém vao céc cum tur
ma chung ta thuong hay dung vao danh sach cua AutoCorrect. Pé thém tir vao danh sach
AutoCorrect lam theo céc budc sau:
B1: Chon nut Office |[Excel Options |Proofing [AutoCorrect Options
B2: Tai Tab AutoCorrect chon Replace text as you type thi chicc nang nay maéi ¢6 tac dung
Bs: Trong hop Replace gb cum tir thuong hay g6 sai (hodc gd vao méa tc ky)
B4: Trong hop With g6 cum tir dung vao (hoic gd vao nguyén ban caa ma toc ky)
Bs: Nhan nat Add dé thém vao danh sach
Dé hiéu chinh mot myc tir trong danh séch thi chon muc tir ¢6 va g6 noi dung méi vao hai hop
Replace va With, sau d6 nhan nat Replace. Mudn x6a mét muc tir trong danh sach thi chon muc
tir 6 va nhan n(t Delete.
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AutoCorrect: English, {LL5.)

AutaCarrect | AutoFormat &s You Type | Smart Tags

Show AutoCarreck Ophons butkons

Correct TWio IMikial Capikals

Ceplians. ..
Capitalize First letber of sentences =AHet
Capitalize names of days

Correct accidental use of cAPS LOCE key
Replace kext as vou bype

Replace: With:

wr| Cing hida %8 hii Chi Mohia Yigk Marm

usualyl Lsualky »
Ve very

wirtualyl wirtLEly

wis-a-vis wis-3-vis

Ry WELY W

[ i ][ Cancel ]

) ] Hinh 109:  Minh hoa thém ma téc ky vn va nguyén van.
3.2. CAC THAO TAC CO BAN

3.2.1. XU LY TREN VUNG (RANGE)

Thao tac vei 6 va vung

Nhan dang 6 va vung (cells, range)

bia chi mot 6 trong Excel dugc xac dinh bdi tiéu dé cot va sb thir tu cua dong. Mot vung trong
bang tinh dugc xac dinh bang dia chi ctia 6 & goc trén bén trai ctia ving va dia chi 6 goc dudi bén
phai cua vung (co du : phan cach). Dac biét, dia chi cua cd mot cdt hoac dong dugce xéc dinh 1a
<tén cgt>:<tén cit> (vi du cot A thi duoc xac dinh ngin gon 1a A:A) va <sé dong>:<sé dong> (vi
du dia chi ciia ca mot dong 4 12 4:4).

Vi du: Hinh bén duéi 6 hién hanh co dia chi 1a B11 vi n6 c6 tiéu dé cot 1a B va s dong 1a 11, ving
dugc bao boi nét chim dut co dia chi 1a H2:H12 vi 6 dau tién cua ving co dia chi 1a H2 va 6 cubi
ctua vung la H12.
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A B & D E F G H ™3
1 Baitednddute| B
2 Tin Pdutwtéida Sudt thulgi Sé'nidm TP dii han i RR-ItRR |
3 Trdi phiéu dﬁrlu’ 250% hing ndm ddohan (l-yes,O-no) DPadnhgia !(l-yes. 0-no) !
4 | ACME Chemical | i 865% 11 1 1-Cuckytsti O !
5| DymaSar || 9.50% 10 1 3Tl 1 |
6 | Eagle Vision I b 10.00% 6 0  4Khidt | 1 i 3
7 MicoModeling | | | 875% 10 1 1-Cckitstf 0 !
8 opiPo | | 9.25% 7 0 3Tt | 1 |
O | Sabee Systens &) = 9.00% 13 1 2R&tt&t 1 o0 | >
10 Tdéng ddu tu: v Téng: I Tdna: | | Téng: :
11 —Fiéndanges] $730,000 Yéucdu: 5375000 Cho phép: | $262.500 i
12 Fi=E11"505 IHil-B1 35 | T
13 |
1 Bll
15
A [
M 4 » M| GRiPT-TH , QHTT-TH. DHV-TH . Investment - TH  Giai PT . QHTT . DH]NN B

Hinh 110: Diachi 6 va ving
Chgn ving i )
Néu dung chudt, trude tién ban dung chudt di chuyén 6 hién hanh dén gbéc trén bén trai ctia vung
can chon, sau d6 giit tréi chudt kéo xudng dudi qua phai dén vi tri 6 cudi cing ciia ving va tha
chuot. Néu ding phim thi sau khi chon 6 dau tién ban giit phim Shift trong khi nhan phim | va ¥
dé dén 6 cudi cua vung va tha cac phim. (Ban cling c6 thé lam nguoc lai 1a chon 6 cudi cua vung
trude va kéo chon dén 6 dau tién).
Khi mudn chon ca sheet hién hanh thi nhan <Ctrl+A>, con mudn chon ca workbook (nghia 14 chon
tat ca cac sheet) thi nhap phai chudt 1én thanh sheet tab va chon Select All Sheets.
Sao chép va di chuyén viing ’
Sao chép (copy) gitip ta nhan ban mdt ving nao d6 dén madt noi nao do6 trong bang tinh va dir li¢u
gbc con nguyén, con di chuyén ving thi cling nhu sao chép nhung dit liéu gbe s& dugc di doi dén
vi tri méi. Bé sao chép hay di chuyén trudc tién ban phai chon viing can sao chép hay di chuyén,
sau d6 c6 thé dung nit 1énh, phim tit hay dung chudt dé thyc hién:

Bl

= Dung Ribbon: Chon ving |Home |nhém Clipboard |[nhin nit hay & (Copy hay Cut),

dén noi dich va Home [nhém Clipboard |nhén nut J (Paste). Ban c6 thé goi céac 1énh trén tir thyuc
don ngit canh |[nhap phai chudt.

w Chudt: Chon vung |giit trai chudt va gitr thém phim Ctrl néu 1 sao chép (khong giit thém phim
Ctrl s& 1a 1énh di chuyén) [kéo chudt t6i noi dich can sao chép hay di chuyén dén va tha chudt.
Dan dac biét (Paste Special) ‘ ,

Trong qua trinh sao chép doi khi chung ta can dan ndi dung da sao chép hay cat tir bd nhé vao voi
mét sb chon loc nao do, khi do thay vi dung 1énh Paste ban hay st dung Paste Special... Sau khi
chon viing, ra 1énh Copy, dén dich can sao chép dén va nhip phai chudt, chon 1énh Paste Special....

hdp thoai Paste Special c6 mot s6 lua chon nhu bang sau:
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Paste Special @@
Paste
@&u O all using Source theme
() Formulas () 2l except borders
() Values () Column widths
() Formats () Formulas and number formats
() Comments () values and number Formats
() validation
Operation
(=) Mone ) Mulkiply
O add ) Divide
() Subkrack
[ skip blanks [] Transpose
[ Ok l [ Cancel ]
Hinh 111: Giao dién Paste Special
Hang muc Mo ta
All Dan ca gié tri va dinh dang cua viing nguon
Formulas Dén gié tri va cong thurc, khong dinh dang
Values Chi dan gia tri va két qua cta cong thirc, khong dinh dang
Formats Chi dan vao dinh dang, bo qua tat ca gié trf va céng thuc
Comments Chi déan vao chu thich cua céc 6, bo qua tat ca gia tri va cong thirc
Validation Chi dan vao cac qui dinh xac thuc di liéu cho vung dich

All using source theme

Dan vao moi thir va ding mau dinh dang tir viing nguon

All except borders

Dan vao moi thir va loai bo cac khung vién

Column widths

Chi dan vao thong tin qui dinh chiéu rong cot

Formulas and number
formats

Dan vao gia tri, cong thire va cac dinh dang goc ctia cac con so, Cac
dinh dang khéc bi loai bo.

Values and number
formats

Dan vao gia tri, két qua cua cong thirc va cac dinh dang goc cua cac
con sd.

None Khong kém theo viéc tinh toan nao trén di liéu sap dan vao

Add Cong CAc gia tri cua ving nguon vao cac 6 twong GNg & vung dich

Subtract Céac 6 mang gid tri cua vung dich s€ trir di cac 6 twong irng cua vung
nguon.

Multiply Céac 6 mang gia tri ctia ving dich s& nhan vaéi cac 6 tuong (rng cua
viing nguon.

Divide Céac 6 mang gia tri cua vung dich s€ chia cho cac 6 tuong thg cua
viing nguon

Skip blanks . Khéng dan d¢ cac 6 rdng ¢ viing nguon vao 6 ¢d gia tri & ving dich

Transpose Dan vao va dao dong thanh cot hoac nguoc lai

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

Bang 8: Mo ta chirc nang Paste Special
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Pbat tén vung )

Viéc dat tén vung co loi rat 1on trong qua trinh thao thac va xu ly tinh toan nhu: ving dugc gan tén
s& gitp goi nhd va d& hiéu cong dung cua né hon 1a cac dia chi don thuan, dat tén gitp viéc tham
chiéu tinh ton it sai so6t hon va di chuyén hay chon cac ving di duoc dit tén rat nhanh chong tir
Name box (hoic dung Go to — F5).... Tén dai ti da 255 ky tw khong chiza khodng tring va dau
chdm, tén phai bér dau 12 ky te khong duoc bat du 1a s, tén khong duoc dit gidng cac dia chi
tham chiéu. Dé dit tén trude tién ta chon ving can dat tén | chon nhom Formulas |Defined Names
|Define Name, hop thoai New Name hién ra. O ddy, ban hiy nhap tén ving vao hop Name chon
Scope, nhap chu thich néu can, xong thi nhén OK. Ngoai ra ban con c6 thé dat tén truc tiép tor hop
Name box hoac dat tén cho vung chon tir Formulas |Defined Names |Create from Selection hoéc
dung thuc don ngir canh.

Marne:

Scope: wiorkboak, i

Carmmenk:

Refersto: | _sheetzijads:dasl3 Fi
I (oS ][ Cancel ]

Hinh 112:  Djt tén ving bang Define Name
Muon mé hdp thoai quan ly cac tén da dat ban vao nhém Formulas |Defined Names |[Name

Manager. Tir hop thoai ban c6 thé dit tén méi, hiéu chinh thong tin cho cac tén hién hodc xo6a tén
ctia cac ving khong dung dén, ...

Thém chu thich cho 6 7

Thém chu thich vao cac 6 gitp cho viéc hi¢u chinh va hi€u thong tin ma 6 dang chtra dugc rd rang
hon. Bé thém chi thich va 6, chen 6 [chon nhém Review [Comments |[New Comment va hay nhap
chu thich vao. Ngoai ra ban c6 thé nhdp phdi chudt 1én 6 can chu thich va chon Insert Comment.
= Pé doc cha thich chi can ré chudt 1én 6 c6 cha thich hodc vao Review |[Comments |[Next hay
Previous.

= Pé an/ hién chu thich vao Review [Comments [Show All Comments (an/ hién tat c4) hodc Show/
Hide Comment (an/ hién chi thich 6 dang chon).

= Hiéu chinh cha thich vao chon 6 can hiéu chinh chu thich |[Review [Comments |[Edit Comment.
Ngoai ra & nhanh ban c6 thé nhap phai chudt va chon Edit Comment tir thuc don ngi canh.

x X0a chu thich vao chon 6 can x6a cha thich |[Review |[Comments |Delete. Hoic nhap phai chudt
va chon Delete Comment.
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lﬁ BalTHS.xlsx - B X
A L C D E ; G 3 T

1 Bai todn ddu tu =
2 Tién  Daututéida Sudtthulgi S6mdm  TPdiihan RR-It RR

3 | Trdi phida isaeot % | kimgeim | ddoksm | (lyes,8mo)| Pauhgid | (i-yes, $m0)

4  ACME Chemical Variable cel 8.65% 11 1 1-Cue ki 6t 0

§ Dwsar | e o0 | 10 1 3T :

6 Eagle Vision | Variable oell 10.00% 6

T  MicroModeling .:: Constraint cell | [Setcen | 10

3 ope %

9 | Sabre Systems | | 9.00% 13

10 Téngddutw: | Tdng: Téng:

11 Tiéndanged:  $750,000 Yéu cdu: $375000  Cho phép:  $262,500

12 Fl=B1rS0% HN=B11355

4> b GRiPT-TH QHTT-TH, DHV-TH . Investment - TH . Giai PT . QHTT . DHY

) ) A Hinp 1133 Minh hoa cho hién cac chu thich
3.2.2 CAC THAO TAC TREN COT VA DONG
Chen, x6a 6, dong va cft
Chung ta c6 thé chén thém cac 6 vao bén trai hodc bén trén cua 6 hién hanh trong worksheet va
dich chuyén cac 6 dang chon qua phai hodc xudng dudi. Tuong tu, ta c6 thé chén thém cac dong
bén trén, chén thém cac cot vao bén trai va cb thé xda di cac 6, cac dong va cot.
Chén 6 trong
B1: Chon cac 6 ma ban mudn chén cac 6 tréng vao d6 (mudn chon cac 6 khong lién tuc thi gitt Ctrl
trong khi chon céc 9).
B2: Chon Home |chon nhoém Cells |Insert |Insert Cells. ..
B3: Chon lgya chon phu hop trong hop thoai Insert
Chén dong
B1: Chon mot hodc nhiéu dong lién tuc hoac cach khodng ma ban mudn chén sb dong tuong Ung
phia trén cac dong nay.
B2: Chon Home |chon nhom Cells [Insert |Insert Sheet Rows
;'*ﬂ Insert =
;i‘“ Delete =
LEj Format =
e

lls

Hinh 114:  Chuc nang 6, cot, dong, sheet
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A g C D E F G H I i
1 Bai todn déu tu
2 Tiéen Ddu twt6i da [Sudt thulgi] Sé'na -ItRR
3 Trai phiéu ddu tu 25.0% hing nam | dsio Mm:::s. 0-no)
4 | ACME Chemical ) 8.65% 11 | Insert 0 -
K DvnaStar ............ ‘ 850% 1
5 Espievimon [T :
7 | MicoModeling i A 10 | Oentire row 0
8 OptiPo | ‘* 7 ) Entire calumn 1
9  Sabre Svitem:s ------------ ‘ 13 Q
101 ; : Téng: [ Ok ] [ Cancel l _1
11 7 Nhap phai chuot Yéucdu: $375,000  Cho phep:  $262.500
12 sau kll] Ch(}]] cac 1 Fil=B11"50: Hil=EN"35:

0 va chon Insert

H, DHV-TH | Investment - TH .~ Giai PT “QHTT

Hinh 115:  Minh hoa chén cac dong trong 1én trén cic dong dang chon
Cheén cot
B1: Chon mdt hodc nhiéu cot lién tuc hodc cach khoang ma ban muébn chén sb cot twong tng phia
bén trai cac cit nay.
B2: Chon Home |chon nhém Cells |Insert |Insert Sheet Columns
Xoa cdc 0, dong va cjt
B1: Chon céc 6, cac dong hodc céc cot can xoa
B2: Chon Home [Cells |Delete |chon kiéu x6a phi hgp (xem hinh)

Delete E]g|

Delete

'@ Insert)= x -
£a

a2 Insert Cells,.. —

Xoacac o —

E l\\} haa | ©shift cell left]
Xoa dong — = Insert Sheet Rows Ject~ | O shift cells up
) . () Entire row
Xoacdt —— % Insert Sheet Columns

() Entire column

] .__:_|_ Insert Sheet
G T H T

_ L
N

[ (0] 4 I [ Cancel

Hinh 116:  Xdéa 06, dong, cot, sheet
Thay déi d réng cot va chiéu cao dong , , o
Trong worksheet ta c6 thé qui dinh d6 rong cot tir 0 dén 255, day chinh 1a so ky tu ¢6 the hién thi
trong mot dong. Do rong mic dinh cua cot 1a 8.43 ky tu, khi do rong 1a 0 thi cot duoc an di. Tuong
tu, chiéu cao ctiia dong qui dinh tir 0 dén 409, day 1a don vi do ludng bang diém (point: 1 point =
1/72 inch). Chiéu cao mic dinh ctia dong 1a 12.75 point, khi chiéu cao 14 0 thi dong bi an di. Cac
budc diéu chinh dong cot:
Bi1: Chon dong hodc cot can diéu chinh chiéu cao hoic do rong
B2: Chon Home |Cells |Format |Chon Iénh phu hop

Nguyén Tran Phiong - Khoa Co ban & Mén chung
85



Truwong Kinh té Ky thudt Hoa Binh - Bai gidng hoc phan tin hoc

> Row Height... chon Iénh nay dé qui dinh chiéu cao ctia dong.

>2 AutoFit Row Height chon 1énh nay Excel s& tu canh chinh chiéu cao dong cho phu hop vé6i ndi
dung.

>2 Column Width. .. chon 1énh nay dé qui dinh d6 rong cot.

2 AutoFit Column Width chon 1énh nay Excel s€ tu canh chinh d¢ rong cot cho phu hop véi ndi
dung.

2 Default Width... chon 1énh nay khi ban mudn qui dinh lai d rong mac dinh cho worksheet hay
ca workbook. Ta c6 thé qui dinh chiéu cao dong va do rong cot cho ca worksheet hay ca workbook
bang cach chon ca worksheet hay ca workbook truéc khi thuc hién 1énh. Ngoai cach thay dbi chiéu
cao dong va d¢ rong cot nhu trén, ta con co thé dung chuot dé thao tac nhanh hon. Muébn thay ddi
d6 rong cot nao hay ré chudt dén phia bén phai tiéu dé cot d6 cho xuat hién ky hiéu va kéo chudt
vé bén phai dé tang hoic kéo vé bén trai dé giam do rong cot. Tuong ty, mudn thay dbi chiéu cao
dong nao hiy ré chudt dén bén dudi sd thu ty dong cho xuat hién ky hiéu va kéo chudt 1én trén dé
giam hodc kéo xudng dudi dé ting chiéu cao dong.

Ta c6 thé qui dinh chiéu cao dong va do rong cot cho ca worksheet hay ca workbook bang cach
chon ca worksheet hay ca workbook trude khi thyc hién 1énh.

Ngoai cach thay d6i chiéu cao dong va d6 rong cot nhu trén, ta con cé thé dung chudt dé thao tac
nhanh hon. Muén thay doi do rong cot nao hiy ré chudt dén phia bén phai tiéu dé cot d6 cho xuat

hién ky hiéu + va kéo chudt vé bén phai dé tang hoac kéo vé bén trai dé giam do rong cot. Tuong
tu, mudn thay doi chidu cao dong nao hiy ré chudt dén bén dudi sé thir tw dong cho xuét hién ky

hiéu f va kéo chudt 1én trén d€ giam hodc kéo xudng dudi dé tang chiéu cao dong.

D + E 3 Trai phiéu dau
fI_ ACME Chemical
d Suét thulgi S6mam ~ | ° DymaStar & .
: . 6 Eagle Vision
hing ndm ddohan | AFE VISION e
'I I | 11 7 | MicroModeling

, ’ Hinh 117:  Thay ddi kich thuéc dong cot
Noi (Merge) va bo noi cac 6 (Split)
Néi nhiéu é thanh mot 6
Khi ndi nhiéu 6 thanh mét 6, néu tat ca cac 6 déu co dit liéu thi ban can chuyén hét dit liéu 1én 6 &
gdc trén cung bén trai ciia nhém 6 can merge vi chi co dit liéu cta 6 nay duoc giit lai, dit liéu cua
cac 0 khac sé bi x06a.
B1: Chon cac 6 can nbi lai.
B2: Chon Home |Alignment |chon Merge & Center. Bé canh chinh dit liéu trong 6 dung cac nat
canh chinh trong nhom Algnment.
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—

= General -
E' $ - % %58 50
::-ﬂ Merge & Center
_% fMerge Across
THE Merge Cells i—
HH Unmerge Cells

) o _ Hinh 118:  Ghép nhiéu 6 thanh mot
Chuyén mgt 6 da noi vé lai nhiéu o
Sau khi chuyén 6 da ndi vé lai nhiéu 6 thi ndi dung sé hién tai 6 & goc trén cliing bén trai.
B1: Chon 6 dang bi ndi.
B2: Chon Home |Alignment |chon lai Merge & Center hoic Unmerge Cells déu dugc.
Di chuyén trong bang tinh va sir dung phim tit
Ban c6 thé dung chudt, cac phim <N,V (thanh cudn doc, thanh cudn ngang), sheet tab, cac t6
hop phim tit dé di chuyén qua lai giita cac sheet hay di dén cac noi bat ky trong bang tinh.
Thanh cuén doc, thanh cuén ngang
Thanh cudn doc va thanh cudn ngang duoc goi chung 1a cac thanh cudn (scroll bars). Bdi vi man
hinh Excel chi c¢6 thé hién thi (cho xem) mot phan ciia bang tinh dang thao tac, nén ta phai dung
thanh cuon doc @é xem phan bén trén hay bén duwéi bang tinh va dung thanh cuon ngang dé xem
phan bén tréi hay bén phdi cia bdng tinh.
= Thanh cudn doc 1a thanh dai nhat, nam doc & bén 18 phai; hai dau c6 hai miii tén 1én va miii tén
xudng; ¢ giita c6 thanh trugt dé cudn man hinh 1én xudng.
= Thanh cudn ngang 1 thanh nam ngang, thtr hai tir duéi man hinh dém Ién. C6 hinh dang gidng
thanh cudn doc, chi khac 13 ndm ngang.

14 2l

Hinh 119:  Thanh cudn ngang
Thao tac:

= Nhip chudt vao miii tén sang trai dé cuén man hinh di sang trai.

= Nhip chudt vao mili tén sang phai dé cuén man hinh sang phai.

Thanh Sheet tab

Dé di chuyén qua lai giira cac sheet ta nhap chudt 1én tén cta sheet trén thanh sheet tab. Ngoai ra
chung ta c6 thé dung <Ctrl + Page Up> dé di chuyén dén sheet lién trude sheet hién hanh va
<Ctrl+Page Down> dé di chuyén dén sheet lién sau sheet hién hanh. Dé tré vé sheet dau tién ban
nhap chudt va nit M trén thanh sheet tab va dé dén sheet cudi cing thi ban nhp chudt vao nut

trén thanh * sheet tab. Néu mudn dén mot sheet nao d6 trong truong hop c6 qua nhidu sheet thi

hHihH

ban hiy nhap phai chudt vao than va chon tén sheet can dén.
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Dén sheet dau

| 4 4 » ¥ Sheetl ~ Sheet2 ~ Sheet3 ~ ¥J

Sheet hién hanh Tao sheet ma&i

Vé sheet trwede | Pén sheet cudi
Pén sheet sau

Hinh 120: Giao dién thanh sheet tab

Sir dung cac té hep phim tat dé di chuyén
Dé dén duoc noi can thiét trong bang tinh ngoai viéc dung chudt cudn cac thanh cudn ngang va

doc, cac phim miii tén thi ban nén nhd cac t6 hop phim ¢ bang bén dudi dé gitip di chuyén dugc

nhanh hon.

Nhan phim Di chuyén
— hodc Tab Sang 6 bén phai
«— hoac Shift + Tab Sang 0 bén trai
0 Lén dong
! Xubng dong
Home Dén 6 & cot A ciia dong hién hanh
Ctrl + Home Dén dia chi 6 Al trong worksheet
Ctrl + End Dén dia chi 6 c6 chira dit liéu sau cung 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 mot manh hinh
Page Up Di chuyén 6 hién hanh 1én trén mét man hinh
Page Down Di chuyén 6 hién hanh xudng dudi mot man hinh
F5 Mo hop thoai Go To

End + — hodc Ctrl + —

Dén 6 bén phai dau tién ma trudc hodc sau nod 1a 6 trong

End + <« hodc Ctrl + «

Dén 6 bén trai dau tién ma trude hodc sau no 1a 6 trong

End + 1 hoac Ctrl + 1

Lén 6 phia trén dau tién ma trén hodc dudi nd 1a 6 trong

End + | hoac Ctrl + |

Xuong 6 phia dudi dau tién ma trén hoac dudi n6 1a 6 trong

Ctrl + Page Up

Di chuyén dén sheet phia trudc sheet hién hanh

Ctrl + Page Down

Di chuyén dén sheet phia sau sheet hién hanh

Bang 9: Cdc phim tdt di chuyén nhanh trong bang tinh

3.2.3 CAC LENH XU LY TAP TIN (WORKBOOK)

Tao méi workbook

Chon nut File | New, mot hop thoai hién ra (xem hinh bén dudi) cung cap nhiéu lya chon dé tao

workbook nhu: workbook trong, workbook theo miu dung sin, workbook dua trén mot workbook
da co. Pé tao workbook tréng, ban chon Blank workbook va nhap nut Create.
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