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LOI GIOI THIEU

Excel 1 chuong trinh xir 1y bang tinh ndm trong b Microsoft Office cua
hang phan mém Microsoft duoc thiét ké dé gitp ghi lai, trinh bay cac thong tin
xur ly dudi dang bang, thuc hi¢n tinh toan va xay dung céc s6 liéu théng ké truc
quan c6 trong bang tir Excel. Cling nhu cac chuong trinh bang tinh Lotus 1-2-3,
Quattro Pro... bang tinh cta Excel cling bao gdm nhiéu 6 duoc tao boi cac dong
va cOt, viéc nhap dir liéu va 1ap cong thirc tinh toan trong Excel cling c6 nhiing
diém tuong tu, tuy nhién Excel c6 nhiéu tinh ning uu viét va c6 giao dién rat
than thién véi nguoi dung.

Hoc xong mdn ndy, sinh vién phai nam dugc cac van dé sau:

- Khai niém bang tinh

- Khai niém veé kicu dit liéu

- Ndm duoc khdi niém cac ham

- Hiéu dugc ciu trac cic ham

- Xir Iy duoc bang biéu

- Tinh toan duoc dir liéu.

- Sir dung duoc phan mém bang tinh Microsoft Excel dé tao 1ap, biéu dién

cac kiéu dir li€u: s0, chuoi ky tu, thoi gian va 1ap dugc cac bang tinh...

- Str dung va thao tac dugc voi cac ham trong bang tinh dé 1am céc bai tap

lién quan;

Ninh binh, ngay .. thang ...nam 2018
Tham gia bién soan
1. Chu bién ThS. Nguyén Ba Qudn
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MO PUN: BANG TiNH PIEN TU EXCEL
Ma mo dun: MD 13
Thoi gian thye hién mé dun: 60 Gid; (Ly thuyét: 14 gio; Thuc hanh, bai tap:
44 gid; Kiém tra: 2 gid)
Vi tri tinh chit mé dun:
- Vj tri: M6 dun duge bd tri sau khi hoc sinh hoc xong cac mon hoc chung.
- Tinh chat: La m6 dun co sé nghé.
Muc tiéu mo dun:
- Vé kién thirc
+ Trinh bay dugc cac cong cu trong bo phan mém Microsoft Office
+ Trinh bay va giai thich dugc y nghia, cong dung ctia cdc ham trong
bang tinh dién tr Excel;
- Vé ky nang
+ Sir dung duoc phan mém bang tinh Microsoft Excel dé tao lap, biéu
dién céac kiéu dix liéu: s6, chudi ky tu, thoi gian va lap duoc cac bang tinh...
+ St dyung va thao tac dugc Voi cac ham trong bang tinh dé lam cac bai
tap lién quan;
-Vé nang luc tu cha va trach nhi¢m
+ B tri 1am viéc khoa hoc dam bao an toan cho nguoi va phuong tién hoc
tap.
+ Can cu, chu dong trong hoc tap, ddm bao an toan trong hoc tap.
Noi dung moé dun:
1. Noi dung tong quat va phan phdi thoi gian:

Thoi gian
SH . A . Thuwe hanh, .
T Ten cac bai trong mo dun Tong Ly | thinghi¢m, |Kiém tra
s0O |thuyet [thdo luan,Bai
tap
Bai 1 : Tong quan vé Excel 8 3 5
1. Lam quen v6i MS Excel 0.5 0.5
. 2. Mot s thao tac trén bang tinh| 1 0.5 0.5
3. Dt li€u trong bang tinh 1 1
4. Cac thao tac co ban voi dit| 5 0.5 4.5
liéu trong bang tinh
5. Cac loai dia chi trong Excel 0.5 0.5
Bai 2: Cac ham co ban trong 28 7 20 1
Excel
5 1. Quy tic sir dung ham 0.5 0.5
2.Cac ham toan hoc 2 1 1
3. C}ap ham xu 1y dir li¢u dang 15 05 1
chuoi




4. Cac ham thong ké va théng

ké co diéu kién 4 15 23
5. Cac ham logic 12 15 10.5
6. Cac ham xu ly dir liu ngay

. 1 1
thang ,
7. Cac ham tim ki€ém va tham

% 7 1 5
chiéu
Bai 3: Cac ham co s¢ dir li€u 16 2.5 12.5
1. Cac khai niém co ban 0.5 0.5
2. Sap xép va loc dit liéu 3 1 2
3. Cac ham co s¢ dir li€u co ban| 12.5 1 10.5
Bai 4: Po thi va in 4n 8 1.5 6.5
1. Db thi 3
3.1In 4n 0.5 3.5
Cong 60 14 44




BAI 1
TONG QUAN VE BANG TiNH
MDb 13-01
Gidi thiéu:

Microsoft Excel 1 chuong trinh xir Iy bang tinh ndm trong b Microsoft
Office cua hiang phan mém Microsoft duoc thiét ké dé giup ghi lai, trinh bay céac
thong tin xu Iy duéi dang bang, thuc hién tinh toan va xay dung cac sb liéu
thdng ké truc quan co trong bang tir Excel. Ciing nhu cac chuong trinh bang tinh
Lotus 1-2-3, Quattro Pro... bang tinh cua Excel ciing bao gdm nhiéu 6 duoc tao
baoi cac dong va cdt, viéc nhap dir liéu va lap cong thire tinh toan trong Excel
cling ¢6 nhitng diém twong tu, tuy nhién Excel ¢6 nhiéu tinh ning wu viét va co
giao dién rat than thién véi ngudi ding.

Muc tiéu cua bai:
- Trinh bay duoc khai niém vé bang tinh
- Hiéu duoc cach thirc t6 chirc lam viéc ctia bang tinh
Noi dung chinh:
1. Lam quen véi MS Excel.
Muc tiéu:

- Gi6i thiéu lich sik phat trién ciing nhw cong dung ciia excel.

1.1. Gi6i thiéu vé bang tinh Excel.

Microsoft Excel 1a mot phan mém hay 1a mot chuong trinh Gmg dung, ma khi
chay chuong trinh ing dung nay s€ tao ra mdt bang tinh va bang tinh nay giap ta
dé dang hon trong viéc thuc hién:

e Tinh toan dai s, phan tich dir li€u

e Lap bang biéu bao cio, t6 chirc danh sach

e Truy cip cac nguon dit lidu khac nhau

e V& do thi va cac so do

e Tu dong hoa cac cong viéc bang cac macro

e Va nhiéu tmg dung khac dé giup ching ta c6 thé phan tich nhiéu loai hinh bai
todn khac nhau.

e Workbook: Trong Excel, mdt workbook la mot tap tin ma trén dé ching ta
lam viéc (tinh toan, v& d6 thi, ...) va luu trit dit liéu. Vi mdi workbook co thé
chtra nhiéu sheet (bang tinh), do vay chiing ta co thé t6 chtrc, luu trir nhiéu loai

thong tin c6 lién quan vé1 nhau chi trong mot tap tin (file). Mot workbook
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chtra rat nhiéu worksheet hay chart sheet tiy thudc vao bd nhé mdy tinh cua
chung ta.

e Worksheet: Con goi tat 1a sheet, 1 noi luu trit va 1am viée vé6i dir lidu, con
duoc goi 1a bang tinh. Mgt worksheet chira nhiéu 6 (cell), cac 6 duoc td chirc
thanh cac cdt va cadc dong. Worksheet dugc chuia trong workbook. Mot
Worksheet chira dugc 16.384 cot va 1.048.576 dong (phién ban cii chi chura
dugc 256 cot va 65.536 dong).

e Chart sheet: Ciing 1a mdt sheet trong workbook, nhung chi chira mot db thi.
Mot chart sheet rat hitu ich khi chiing ta mubn xem riéng 1¢ timg d6 thi.

e Sheet tabs: Tén cua cac sheet s& thé hién trén cac tab dit tai goc trai dudi cla
ctra s0 workbook. Pé di chuyén tir sheet nay sang sheet khac ta chi viéc nhap
chudt vao tén sheet can dén trong thanh sheet tab.

[Workshcct [ W [ C‘hartshcctJ [Chanshcct ‘ ‘

——

1048576 dong 16384 cot

‘ Worksheet

Cells

Hinh 7.3 Cac thanh phan ctia Workbook
Excel 2007 dung dinh dang tap tin mac dinh 1a “.XLSX” (dua trén chuian XML
gitip viée trao ddi dir lidu gitra cac Gmg dung duoc dé dang hon) thay cho dinh
dang chuan trudc day 1a “.XLS”.
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Hink 1.2. Giao dién Excel va cic thanh phin

e Nut Iénh Office chtra cac 1énh rat thuong hay st dung nhu tao tap tin mdi,
mo tap tin, luu tap tin, ... va danh muc céc tap tin d@ mé trude do6. Nuat 1énh
Office gidng nhu thuc don File cta cac phién ban trude. (Xem hinh 1.3)

Chung ta c6 thé ché bién thanh cac 1énh truy cap nhanh chtra cac 1énh ma ta
hay str dung nhat. Nhan vao dé mé danh muc cac 1énh va vao céc 1énh can
cho hién Ién thanh 1énh truy cap nhanh. Néu ché céac nat 1énh & day con qua
it ban ¢6 thé nhan chon More Commands... dé m¢& ctra s6 diéu ché thanh
1énh truy cdp nhanh. (Xem hinh 1.3 va 1.4)

e

Customize Quick Access Too%r

|~

New

Gre v | Open
v | save
Save E-mail
o Quick Print
Print Preview
Spelling
v | Unde
Brep
v | Redo

CHeN@ALLD

s

Hinh 1.3. Cac 1énh trong thuc don Office va bang lya chon 1é€nh truy cap

) Excel Options || X Exit Excel

Sort Ascending
Sort Descending
More Commands...

Show Below the Ribbon

Mipimize the Ribbon

nhanh
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D PECI&RBUCT

Hinh 1.4. Hop thoai dé ché bién thanh cac 1énh truy cap nhanh

1.2. Khéi dgng va thoat khéi Excel

Khéi dong.

Pé bat dau Excel 2010 tir trinh don Start caia Windows, chon Start — All
Programs — Microsoft Office — Microsoft Excel 2010. Mot bang tinh mdi,
xuét hién, sin sang cho ban nhap dir licu

| e = Backd - Microacht Eccel [
I o | e Peictess Pommin Dets Reww  View  adta o

e AN s B

g BI7U- B H-A- EEWEEE $-% 0 R Lndony F
. .

g &

* Pikecs Sehect-
ar - L

A 8 C D E F G H ) £ L ™M N

s

BiElslew

cEEERSRGERDE

ZTelho o baipa ko b
R EEREREE

VK| Shaet] Shecz Sheetz H
Rady | 2

Thoat khoi excel.

Chon File — Thoat.

Nhén Alt + F4.

Nhép vao nat Béng (X) & goc trén bén phai ctia cira s6 chuong trinh Excel
2010.

Néu c¢6 ging thoat khoi Excel sau khi 1am viéc trén mot bang tinh va
khong luu céc thay d6i mé&i nhét cua minh, Excel s& hién thi mét hop canh bao
yéu cau c6 mudn luyu thay d6i ciia minh hay khong.Dé luu thay d6i cta ban
trude khi thoat, nhap vao nat Luu. Néu khong mudn luu thay doi ciia minh, hiy
nhap vao Khong Luu.
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2. Mt s6 thao tic trén bang tinh

Muc tiéu:

- Trinh bay cac thdc tac co ban trén bang tinh.

- Thuc hién duoc cac thao tac co ban

2.1. Thao tac voi file

2.1.1 Tao tai li¢u

Chon ntit Office > New, mot hop thoai hién ra (xem hinh bén duéi) cung céap
nhiéu lwa chon dé tao workbook nhu: workbook tréng, workbook theo mau

dyng san, workbook dya trén mdt workbook da co. Pé tao workbook tréng,

ban chon Blank workbook va nhép nut Create.

Tao nhanh workbook <Ctrl+N>

Templaties

@ »] 4 5 |7 Microzoft Bx
ik

1 075 Project-An
3 Erint repart 03.04 200711

Ertaked Templales

#| || Blank Workbook

Blank Workbook

Pscenlly Used Tomplates

Blond Fressure Tracker

EL=[ENE

2 Excel Dptjons |13 EgitExcel l

i)

Hinh 1.9. Minh hoa tao mdi workbook

2.1.2. Mé tai liéu

Mot tap tin c6 san c6 thé dugc mo bang nhiéu cach:

- Chon nut Office = chon tén tap tin trong danh sach Recent Documents, co
thé c6 t6i da 50 tén tap tin duoc sir dung gan day nhét trong danh sach nay
(dé diéu chinh thi nhan vao nat Office >Excel Options <> Advance—> phan

Display = Show this number of Recent Documents ).

- Dung trinh quan Iy tap tin nhu Windows Explorer, tim dén noi luu trit tap

tin va nhap chudt hai 1an Ién tén tap tin.

- Chon nut Office =>Open, hop thoai Open hién ra. Trong hop thoai Open,

chang ta phai tim dén noi luu trit tip tin (tai Look In) va chon tén tap tin can

m¢ sau do nhan nut Open dé mo tap tin.

Goi nhanh hdp thoai Open <Ctrl+0O>
Céc tuy chon cua nat Open trong hop thoai Open: Open (m¢ binh thuong),
Open Read-Only (Khéng luu dé duoc nhimg thay ddi), Open as Copy (Tao ban
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sao cua tap tin va mo ra), Open in Browser (M& tap tin bang trinh duyét web

mic dinh), Open and Repair (Rt hitu dung trong trudng hop tép tin bi 151).

. Leokip [ Debeset N ¥ @-3 K L @3-
— on j"" Recent Hare See | Type Date Hodfied
o x KO ] KB Mirosolt Offih Exc.,. OFJ7)I004 2350
P [2 | 3 prieq] | Desbton 33KB Mizosoft Offich Bec.. 030712004 L:10PM
N A pai q1KD Mo s
4 pad |3ty M
L 5] 17KD W
5 pring] | Doumerks 2548 Mia
& pod | F Elrpueer g S s
67 KB
1 My Hetwork 3
Ll [ ks 3 BHE Mo
2 Pop s
2 tong o Chon workbook E’ d
st !
h E 5 cr ool _
CES ] stat ke, o 52K Mo Tiy chon Open
IRR: B TempstatE cample. «ds KB Mirosoft Office Exc... 0303 Merre
o N
ae Cac kiéu tip tin
Diich]
hieny Fibe pavins:
= Fies o LrPo: | e Pl £4.51*; ek * ks #.odsb; *.sclam; *.cb; = kg *eksg *.ity * bersg *.btml; by
To | (o= (oo ]
| messy 23 =10 O )
Hinh 1.10. Minh hoa md tip tin
2.1 hi tai lié
.1.3. Ghi tai li¢u

Mot diéu can luu ¥ khi 1am viéc trén may tinh 13 cac ban phai nhé thuc
hién Iénh luu lai cong viec da thuc hién thuong xuyén. Viéc ra 1€nh luu triv
khong tén nhiéu thoi gian nhung néu may bi hong hay ciip dién dot ngot co
thé mat tong ca gid lam vi¢c cua ban. Nhim an toan cho dir liéu, ban nén bat
tinh nang Auto Recover, Excel s€ tu dong thuc hi¢n Iénh luu theo thoi gian qui
dinh (mac dinh la 10 phuat luu mot lén). Pé su dung tinh ndng Auto Recover ban
chon ntt Office > Excel Options > Save, sau d6 danh dau chon ™ vao Save
AutoRecover information every minutes.

Pé luu tap tin <Ctrl+S> hodc <Shift+F12>
Pé luu tap tin véi tén khac nhan <F12>
Mot sb cach luu workbook:

=  Chon nut Office = Save

. Nhép chudt 1én nut J  trén thanh Iénh truy cdp nhanh (Quick Access
Tollbar).
= Dung t6 hop phim <Ctrl+S> hodc <Shift+F12>.
Néu tap tin da duoc luu trude do roi thi Excel s& luu tiép cac phﬁn cap nhat, con
néu 1a tap tin dugc ra 1€nh luu lan dau thi hop thoai Save As hién ra. Trong hop
thoai Save As, ban hdy chon noi luu 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 do nhén nut Save

dé Iuu trir.
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Hinh 1.11. Minh hoa luu tép tin

e Qui tit dit tén: Dat tén tap tin Excel dung chung qui tit dat tén tip tin cua
Windows. Tén tap tin c6 thé dai t6i 255 ky tu bao gom ca khoang tring. Tuy
nhién trong tén tap tin khong duoc dung cac ky hi¢u nhu: \ ? : * «“ < > |

o Dé bao mat tap tin, chung ta c6 thé gan mat mi bao vé, khi d6 can phai biét
mat ma mao1 duge phép mo tap tin (trir nhitng cach ta dao!).

B1. Nhén nat Office [] Save As, hop thoai Save As hién ra.

B2. Nhén nuat Tools [] chon General Options..., hop thoai General Options hién

ra

B3. Nhap mat ma mé va hi€u chinh workbook (hai mat ma nay nén khac nhau

dé ting bao mat). Sau d6 nhan nat OK

B4. Xac nhan lai mat md mé workbook. Sau d6 nhan nat OK

B5. Xac nhan lai mat ma hiéu chinh workbook. Sau d6 nhan nat OK

B6. Nhan nut Save dé hoan tat. Mat ma dai t6i da 15 ky tu va c6 phan biét chir

hoa va chir thuong.

Pé tang bao mat ta dung: Office >Prepare > Encrypt Document > dit mat ma

2 lan.

[7] &lvsays create hackup Eeenter password to proceed.
File sharing |
Password to gpen: | sessaee Caution: IF you lbose or Forget the password, & cannot b=
, recovered. It is advisable bo keep a list of passwords and
T RN | seentess their carresponding workbook and shest names in 4 safe

[] Reead-anly recom jad place. (Remember that passwords are case-sensithae, )

I [a]’s i| Cancel ] [ Ok ]l Cancel ]

Hinh 1.12. Ding mat ma bao vé workbook
Cac tuy chon trong hop General Options: Always create backup (tao ban sao c6
dudi *xIk trude khi gan mat mi), Password to Open (mat mi dé mo
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workbook), Password to modify (mat md dé cap nhat noi dung workbook),
Read-only recommended (mé dudi dang chi doc).
Dong workbook
Mot sb cach dong workbook:

- Chon nut Office - Close

- Dung chudt chon nit * & gdc trén bén phai (trén thanh tiéu dé).

- Dung t6 hop phim <Ctrl+F4> hodc <Ctrl+W>,
Néu workbook ¢6 su thay ddi noi dung thi Excel sé& nhéc ban luu lai cac thay doi
do.

2.2. Cac thao tac co ban
2.2.1. Thém bang tinh

C6 nhiéu cach thuc hién:

y M 4k M ¥
Nhan vao nut ¥< trén thanh sheet tab | Sheet] “Sheetd-<Ghoetd Ciﬂ)

Dung t6 hop phim <Shift+F11> chén sheet méi vao trudc sheet hién hanh.
Nhén chon nhom Home > dén nhém Cells = Insert = Insert sheet

Nhép phai chuot 1én thanh sheet tab va chon Insert..., hop thoai Insert hién
ra, chon Worksheet va nhan niit OK. Sheet mdi s& chén vao trudc sheet hién
hanh.

Frarvieer nk wvailabla,

12
13 ik Protect Sheet..

14 Tabk Color
15 Hide
16

i Select All Sheets Terplier on (e Gnire. — | [ o |

HoA b H| Sheetl | e ey

Hinh 1.14. Minh hoa chén sheet méi
2.2.2. Sao chép, di chuyén béng tinh
Nhép phai chudt 1én thanh sheet tab va chon Mover or Copy..., hop
thoai Insert hi¢n ra, chon Mover hodc Copy va nhéan nat OK.
2.2.3. Xéa, doi tén bang tinh
Déi tén worksheet
Nhép phai chudt 1én tén sheet can d6i tén ¢ thanh sheet tab, chon

Rename, gd tén mdi vao, xong nhan phim Enter. Tén sheet c6 thé dai toi 31
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ky tu va c6 thé dung khoang trang, tuy nhién khong duoc dung cac ky hiéu
dé dat tén nhu:
Xoa worksheet
Mudn x6a work sheet, ban 1am theo cac cach sau:
- Chon sheet mudn x6a=> chon nhém Home—> chon nhom Cells = Delete >
Delete sheet
- Nhép phai chudt Ién tén sheet mudn xda sau d6 chon Delete, xac nhan x6a
OK.
Mic dinh Excel md workbook méi ¢ 3 sheet, dé thay d6i vao: Office >
Excel Options > Popular > Include this many sheets <sb sheet>

3. Dir liéu trong bang tinh
Muc tiéu:

- Hiéu duoc cac loai dir liéu trong bang tinh.

- Ap dung thuc hién dir liéu trong bang tinh

Céac 06 trong bang tinh c6 thé chtra cac con so, cac chuoi van ban hay céac

biéu thirc toan hoc. Ngoai ra bang tinh con co thé chira cac biéu do, so do,
hinh anh, ... cac ddi tuong nay khong chira trong 6 ma ndi trén bé mit bang
tinh.

3.1. Dit li¢u kiéu chudi.

Kiéu ky tu, chudi ky tu:

Bao gom cac ky tu chit cai tir A dén Z (ké ca chir hoa va chit thuong) va
cac ky tu dac biét trén ban phim.

Mot day s6 co chira mot ky tu ciing thanh chudi ky tu (vi du: A123,
123a4, 123a,...)

Mot chudi sb bat dau bang s6 0 (vi du: 01234) khi nhap liéu néu thém dau
nhay () thi chudi sé sé& cling thanh chudi ky tw, vi khi nhap kiéu sd thi s6 0 dau
tién s& thanh vo nghia va khong hién thi duoc, cach nay thuong dung cho céc
truong hop nhap sb dién thoai hoac cic ma s bit dau bang 0.

3.2. Dir ligu kiéu sb.

Kiéu sb cho phép chung ta thuc hién cac phép toan hoc truc tiép nhu cong
(1), trir (-), nhan (*), chia (/), luy thura (*).

Kiéu sd cac phim s6 dugc nhap tir cac ky 0 dén 9 trén ban phim, sb gom
c6 s6 duong va s6 am, sd duong nhap vao 6 hinh thuong (vi dy: 8938), s0 am
dugc nhép bang hai cach 1a c6 dau trir phia trude, hodc diy sé s& duoc bao boc
boi dau ngodc don (vi dy: -8938 hoac (8938) ca hai cach nhap déu cho ra 8938)

Kiéu s6 bao gém ca cac sb thap phan (c6 chira ddu cach thap phan, ddu
phay (,) hay dau (.) tiy vao dinh dang). Vi du 9,534; 0,123...
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3.3. Dir li¢u kiéu ngay thang

Vé ban chat kiéu ngay thang, gi0 cling tuong tu nhu kiéu sb. Ciing co thé
dung thé thuc hién cac phép toan s hoc va ciing duoc hién thi mic dinh phia
bén tay phai trong 6 dir liéu.

Kiéu ngéy thang mac dinh @uqc dinh dang theo kiéu US la m/dd/yy,
chung ta co6 thé dinh dang lai theo ki€u Viét Nam.
3.4. Dir liéu Kiéu tién té

Currency: Dinh dang s6 kém theo kiéu tién té, khi st dung dinh dang nay

mic du diy sé duoc gan thém cac ky tu lién quan dén tién té nhung van giir
nguyén 1a kiéu s6 dé thuc hién cac phép tinh toan, day sé khong bi bién thanh
chudi ky tu.

4. Cac thao tac co’ ban véi dir liéu trong bang tinh
Muc tiéu: 7
- Hiéu dwoc cach thao tac co ban voi dir liéu trong bang tinh.
- Thue hién dwoc viéc nhdap va chinh swa dir liéu.
4.1. Nhap va dinh dang dir li¢u
B1. Trén worksheet, chon 6 can nhap liéu
B2. Nhap vao con sd, chudi vin ban, ngay thang hay thoi gian,... ma ban
can
B3. Nhap xong nhan Enter (6 hién hanh chuyén xubng dudi) hoic Tab (6
hién hanh chuyén qua phai) dé két thac.
Luu y:

e Néu nhip cic con s6 vao ma Excel hién thi ##### 1a do chiéu rong cot

khong di ban ban ting thém chiéu rong cot.

e Mic dinh Excel s& dung ddu cham (.) dé phan cach phan s6 nguyén va phan

s6 thap phan.

Khi nhap cac con s ma cac con s6 nay khong can tinh toan thi ban nén dinh
dang 6 1a Text trudc khi nhap (Home = nhom Number - chon Text tir danh
sach).

Ngay va thot gian nhap vao 6 thi n6 dung dinh dang ngay mac dinh trong

Control Panel = Regional and Language Options.

- Khi nhap ngay dung dau / hodc - dé phéan cach, vi du 10/05/2007 hozc 10-
05-2007. Khi mudn nhap ngay hién tai vao 6 hiy gd <Ctrl+;>. Khi mudn
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dung dinh dang ngay mac dinh cho 6 chira ngay thi chon 6 va gé
<Ctrl+Shift+#>.

- Khi nhap thoi gian va mudn dinh dang theo chuan 12 gio thi thém A hoic P
vao sau thoi gian nhap vao, vi du 8:30 AM hoac 4:15 PM, néu khong Excel
tu hiéu 1a AM. Khi mudn nhap thoi gian hién tai vao 6 hiy gb
<Ctrl+Shift+;>. Khi mudn dung dinh dang thoi gian mic dinh cho 6 chira
thoi gian thi chon 6 va go <Ctrl+Shift+@>.

e Mubn nhap cung mdt ndi dung cho nhiéu 6, ban hay chon cac 6 va nhap liéu
vao sau d6 nhan <Ctrl+Enter>. Ngoai ra con c6 thé str dung chirc ning
AutoFill (phan sau).

e Mudn nhép cung ndi dung trén cac 6 ¢ nhiéu sheet, ban hay chon céc sheet
do, sau do chon cac 0 trén sheet hién hanh, tiép theo nhap li¢u (co thé mat dir
lidu do bi nhap dé 1én cac 6 co dir liéu). Pé bo chon cac sheet thi nhap phai
chuot 1én thanh sheet tab va chon Ungroup Sheets.

F- B D E
1 Chwa dinh dang Binh dang Gidi thich Ghi chi
2 24666 34.666.00 ddng Tién té = 220 00 [Sdong]
3 0.4566 45.66% Phan trém 0.00%%
4 10-Mayv 10/05/2007 Dang nzav ngan gon dd'mm
5 10-May Thursday, May 10, 2007 Dang ngav chi iet  [3-F200]dddd, mmmm dd, vwvv
6 646564622 646,364,622.00 K¢ todn _(*#F0.00);,_(* FF0.00),_(* "-"770 (@D
7 8489325103 848-932.5103 S0 dién thoai
8 79300958230 7930095 823 0 $6 bao hiem xa héi =
E] 0.663 3:37:36 PM Thoa gian [$-F400]hmm:ss AMPM
10 025 14 Phan s& =77
11 646564622 6.4TE+08 Khoa hoe 0.O0E+00

Hinh 1.36. Vidu nhip cac loai dir liéu

Nhdp cac ky tw dac biét

B1. Mudn nhap ky tu ddc biét vao, trude tién chon 6 va dén noi can chén trong
0.

B2. Chon Insert - nhom Text = chon Symbol

B3. Trong hép thoai Symbol hdy chon ky tu cin, c6 thé d6i kiéu Font tai hop
Font.

B4. Nhéan nat Insert dé chén.
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A
Chwra dinh dang

2 54666

g 04566 Symbels | Spocial Characters

a 10-May

s 10-May Thf| BortrSmbel ™

6 646564622 i . . - -
7 8480325102 o] p '{ES ¢ rieie AHV3Io
& THI00988250 |0 |plo|t|v|mloalZ|w|l]{ P~
) 0665 T =1=1=1T=1=T=1=1=1=1=1=T=1=1=1~
10 0.25 P Ry B R e Ry Ry R R R R Ry Ry oy Ry
11 646564622 gja|ajojajojojo|jofojo(o)jo|o|d|i g
i E—I _gaoe1t\r'useds'rmtds:

7 slelelxle|=|™|2|2]|<|2]+]|x|=|n]|a
Es Symbcl 100 Character code: 100 fram; | Spmbal (decmal)
17
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Hinh 1.37. Vi du chén & vao 6
Hiuiy lénh (Undo), phuc héi Iénh (Redo), lip lai Iénh sau cung

e - - (S
Huy ]t}nI [huc héi 1énh
Hinh 1.38. Nt 1énh Undo, Redo
- Pé hiy mot 1énh vura thuc hién ban nhan chudt 1én nat *! hay dung phim
<Ctrl+Z>
- Pang nhap liéu vao 6 mudn hity thi nhan phim ESC
- Pé phuc hdi 1énh vira hity thi nhan nat ® hay dung phim <Ctrl+Y>
- Pé thyc hién lai 1énh sau cung nhan <Ctrl+Y>
Hiéu chinh ngi dung
Xoa ngi dung cdc o6
B1. Chon mot hodc nhiéu 6 can x6a
B2. Nhan Delete trén ban phim (x6a cach nay thi chi x6a ndi dung cac dinh dang
ctia 6 van con). Ngoai ra dé x6a ban c6 thé vao Home = nhom Editing > Clear
(< )va chon cac Iénh:
- Clear All: X6a tit 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 chi thich cta 6 néu co
- Luu y céc I¢énh trén khong x6a dugc dinh dang cua bang (table)
Nhdp dé lén 6 c6 san néi dung
Mubn nhap dé 1én cac 6 c6 san ndi dung, trude tién ban hiy chon 6 d6 va nhap
vao nodi dung moi. Khi d6, ndi dung cii ciia 6 s& mat di va thay bang noi dung
vira nhap de.
Hiéu chinh ngi dung cdac o6
Mudn hiéu chinh noi dung sén ¢ ctia 6 ban 1am céc cach sau:
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- Nhiap chudt hai lan 1én 6 can hiéu chinh = dung chudt hoic cac phim miii
tén di chuyén dén noi can hiéu chinh >dung phim Backspace hoic Delete
dé x6a mot sb noi dung sau d6 nhap vao ndi dung mai.

- Chon 6 can hiéu chinh va nhan F2 dé vao ché d6 hiéu chinh va lam tuong tu
nhu trén

- Chon 6 can hiéu chinh, sau d6 nhap chudt vao thanh cong thirc (Formula)

Dit liéu trong cdc 6 tudn theo mot quy ludt

Chudi s6 véi bude nhay 1a 1

e Dua con tro vé 6 dau tién ctia mién, g0 vao s6 bat dau. Vi du dé danh
s6 thtr tu cho mot s6 6 bat dau tir 1, ta gd 1 va nhin <!

e Tro chudt vao goc phai bén dudi cua 6 dé xuét hién dau + mau den,
gitt phim Ctrl trong khi kéo chudt theo ¢6t doc hodc hang ngang (thao
tac ndy dugc goi 1a dién tu dong — AutoFill). Két qua ta dugc chudi sb
1,2,3,...

STT Huo tén
1|Mguyén Thanh
2|Phan “an Huy
3[Mguyén Binh Huy
4]Lé Thi van
51Trén Thi Chi
o
Chuoi so0 véi budc nhay bat ky: A, | B |
s X A A ea , Y ~ 1
e Dua con tro vé 6 dau tién cta mién, go =] 5
vao so bat dau, vi du dé c6 chuoiso 0,5, _3 | 5_|
~ /( \ A ~ \ 14 4
10, 15, ... ta g0 s6 0 vao mot 6 nao do. =
e Nhan Enter dé xudng 6 dudi (hoac phim %
Tab d€ sang 6 bén phai), gd vao so ti€p ~ g

theo, vi du 5.
e Danh dau 2 6 nay, tro chudt vao goc phai bén dudi cia khoi dé xuat
hién dau + mau den, kéo va tha chudt tai 6 cudi cua mién.

a 1
5 g
10
15
20
25

Pién chubi ngay thang ting din
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