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CHUONG 5. MICROSOFT EXCEL

5.1. Gigi thiéu Microsoft Excel

Excel 1a mot phan mém Iap bang tinh nam trong b Office cia Microsoft. Excel gidp

nguoi ding dé dang:

Tinh toan, phan tich sé liéu

Lap thdng ké, bao cao

Truy xuat dit liéu tir cac co s dit liéu khéc

Lap d6 thi thong ké va so dd

Tao macro dé tu dong hoa cac cong viéc thudng nhat

Va nhiéu tinh ning @ng dung trong timg linh virc khéc nhau.. .

Céc tir khoa can 1am quen va y nghia cua ching:

Workbook: 1a mét file dit liéu c6 nhiéu bang tinh(worksheet)

Worksheet(con goi la sheet): 13 mot bang tinh, sé dong hién tai cia mot
worksheet 1a 1,048,576 va sb cot 1a16,384.

Chart sheet: 13 sheet chira d6 thi.

Ribbon: Nhém cac 1énh trén menu truyén théng thanh cac cum lénh dé dé dang
truy cap trén man hinh. Cé cac nhom Ribbon chinh: HOME, INSERT, PAGE
LAYOUT, FORMULAS, DATA, REVIEW, VIEW.

5.1.1. Céc thanh phan trong cira s6 Excel

@ H : 7 B - O X

FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign s

D0 = & WP -

O chi¥a cong thive —

Ribbon menu

BS ‘\ - fa e

Biachi | C D E F G H -
cla cell Cell Cot L Thanh cudn doc ‘_\\\*
< Dong /
|:.| Thanh cudn ngang
Thanh Mat workbook Cac ché db xem Phong to/thu nhd
trang thai méc dinh workboolk workbool

Sheet A/+ r

-
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5.1.2. C&c kiéu dir liéu va cach nhap

£ Céc kiéu dir ligu

Cac kiéu dit liéu co ban thuong dung trong Excel gom: kiéu ky tu, kiéu sd, kiéu

ngay thang. Mic dinh, khi nhap liéu trong Excel, kiéu ky tu s& ty dong giéng hang trai, kiéu

s6 va kiéu ngay sé giong hang phai.

Nhap dit liéu cb dinh: click chudt/di chuyén chudt bang phim tab/ key up/ key
down dén cell can nhap > nhap di liéu > enter.

Nhap cac ky tu dac biét: Insert > Symbol - chon bang md - chon ky
hiéu—> Insert

Nhap dir liéu bang céng thire: bt dau 1a dau = hoidc +, theo sau 1a dia chi 6 dit

liéu cing véi cac toan tir hodc ham (ham s& dugc trinh bay ¢ phan sau)

A B C
1
2 | Vidu vé dang hién thi cha kiéu dir liéu
3 M3 sinh vién Ho tén Mgay sinh
4 19615001|Lé Anh Thw 5/10/1994
5

Kiéu sb Kiéu ky tu Kiéu ngay

Cacluu y:

Néu nhap sé ma khdng can tinh toan, nén dinh dang kiéu Text trudc khi nhap:
vao Home—> Number—> Text - OK.

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 khong Excel ty hiéu 1a AM. Vi du 6:30 AM hoic
5:15 PM.

Dé nhap cting mdt ndi dung cho nhiéu 6 > chon cac 6 >nhap liéu tai 6 dau

tien>nhan <Ctrl+Enter>.

_ Clear~

Huy bo thao tac nhap liéu Clear All

& Clear Formats

Nhan Ctrl-Z: hiy dit liéu vira nhap

' 5i lai Clear Contents
Nhan Ctrl-Y: phuc héi lai Iénh vira huy Clear Content
Clear Comments

Hiéu chinh noi dung 6
Hiéu chinh: Chon 6 can hiéu chinh = nhan F2->nhap

nodi dung moi.

Clear Hyperlinks
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- X6éa ndi dung: chon cac & can x6a ndi dung = nhan Delete. Cach nay chi x6a dit

liéu, dinh dang cua 6 van con

- Dé x6a dinh dang: chon céc 6 can x6a ndi dung > Home—=> Clear=> chon tlly

chon

Clear All: xda tat ca noi dung va dinh dang
Clear Formats: chi x6a dinh dang

Clear Contents: chi x6a noi dung

Clear Comments: x6a chu thich cua 6

Clear Hyperlinks: x6a lién két di liéu

c. Cong cu nhap liéu tu dong

- Dung AutoFill: AutoFill cho phép nhap liéu tu dong theo mau co san. Cac dang

AutoFill trong Excel gom:

o Tu dong lap lai gia tri da dugc nhap trude do. Chirc nang nay doi khi ciing

gay phién toai cho nguoi dung trong trudng hop khdng muédn 1ap lai tu
dong. Dé bat hoac tat chirc ning nay, ta thuc hién: File tab = Options >
Advanced-=>chon (bat) hoic bo chon(tat) tai checkbox Enable

AutoComplete for cell values.

o Battat Fill handle: fill handle 1a chirc
nang tu dong cai dat trong Excel cho 2 AutoSum AY H
s : Z
phép nguoi dung sao Al Sort & Find &
Fill - chép cong thic , dir ST Filler Select-
' Editing
[l Down liéu cho cac dong, cot
Right , ) .,
& up mot cach tu dong. Tuy nhién, ching ta ciing c6 thé tat
€ Left chtre nang ndy bang cach vao File
tab->Options->Advanced->Enable fill handle and
Series cell drag-and-drop.
Justify A . .
B Flash Fil . bien dir liéu cho dong/cot

lién ké: chtrc ning nay cho phép nguoi ding sao chép
dir liéu sang cot hoac dong ké cua dit liéu dang c6 mot cach nhanh
chdng. Thuc hién: chon cot/dong (tréng) lién ké caa dit liéu, chon
biéu tuong tuong tng trén tab Home-> Editing>Fill > chon vi tri
dé dién dir liéu: Down/Right/Up/Left.

Trang 154



Ths. Tran Duy Thanh(thanhtd@uel.edu.vn) Giao Trinh Office 2013 co ban

= Truong hop mudn tao mot ddy dit liéu tu dong, ching ta ding

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,...

Series. Thuc hién:

e Chon 6 dau tién trong ddy—> nhap gia tri dau 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 Month
() AutoFill Year
|:| Trend
Step value: 1| Stop value:
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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 Quarter3)

Qtr4, Qtrl, Qtr2,...

textl, textA

text2, textA, text3, textA.,...

1st Period

2nd Period, 3rd Period,...

Product 1

Product 2, Product 3,...

e Linear : tao mot diy duoc tinh toan bang cach cong thém gia tri vao cho mdi
6 tinh ké tiép trong Step value.

e Growth: tao mot ddy tinh toan bang cach nhan gia tri cho mdi 6 tinh ké tiép
véi gia tri trong Step value.

e Date: tao mot diy ngdy ting dan theo gié tri xac dinh trong Step Value va
don vi trong Date unit.

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

handle trén bang tinh.

o Dién tu dong chudi sb, ngay, thang ndm va cac chudi ky tu dinh dang
khac: chitc nang nay cho phép ngudi dung nhap mot day gia tri theo thu
tu ting dan cua day gia tri biét trudc. Bang sau cho goi Y cua cac gia tri

nhap vao tuong (ng Vi gia tri ma rong.

Inzert...

% Delete

Eename

5.2. Quan ly worksheet

Move or Copy...

5.2.1. CAc thao tac trén worksheet Q] View Code
N n l:' Protect Sheet...
a. Thém mot worksheet
Tab Color 3
Hide
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- Click Insert Worksheet & button bén phai caa worksheet hién hanh

- Hoic R_Click trén tén sheet, chon Insert > xuét hién hop thoai Insert > chon
Worksheet.

b. Xo6a worksheet

- R_Click trén tab worksheet can x6a > Delete

c. Doi tén worksheet

- R_Click trén worksheet can d6i ttn=>chon Rename =gb tén méi = enter

- Hoac double_click trén worksheet->gd tén magi—>enter.

d. 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 mudn di chuyén worksheet >thuc hién thao tac 1 va 2 roi nhan OK.

Move or Copy ?

Move selected sheets l' Ch(_)n ten tap tin Chua

To book: / worksheet sau khi copy. Mic
Bookl v dinh la tén workbook hién

Eefore sheet:

[maove to end) \\
2. Chon vi tri dat worksheet
[] Create a copy o 3. Chon Create a copy néu

mudn tao ra bang copy trén

Cancel cling mot ciing mot tap tin

e. Quan ly ndi dung trén bang tinh

- Chon toan bo ndi dung bang tinh: click chon géc trén
cung caa bang tinh (bén trai cot A va phia trén dong
1). 1 ]

- Chon dong/cét: click trén tén dong(vd: 1) /tén cot

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

cuia dong hay canh trai/phai cua cot roi double click.
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f. Tim va thay thé dit liéu

Find what:

5.2.2. In Worksheet hay Workbook

Click Find & Select trén nhom Editing cua tab Home

Chon Find hoac Replace, hop thoai XUat hién

Find

Reglaci/
Replace with: \

Replace All

Find and Replace

1.Nhap noi dung can tim

2.Nhap noi dung can thay thé

Eeplace Find All

Find Mext Close

TZYH

Sort &  Find &
Filter = Select =

Y@ Find.

22c Replace...

= GoTo..
/ Go To Special...

Formulas
Comments
Conditicnal Formatting
Constants
Data Validation

[+ Select Objects

EL; Selection Pane...

Mot workbook c6 thé chira nhiéu worksheets di liéu riéng Ié. Ching ta c6 thé in

tat ca hay mot phan worksheet, hay worksheet bat ky duoc chon hoac tat ca worksheet c6

noi dung & cling mot thoi diém. Mic dinh, Excel chi in Worksheet hién hanh. Dé thuc hién

Iénh in, chon File = Print hoic nhan Ctrl + P, hop thoai xuat hién. Thuc hién theo céc

huéng dan sau:

Print

Print

Printer

Send To OneMate 2013

Nhip s0 bancanin

D Reacy i

Printer Properties

Chon méy in va thiét lap
thube tinh

=

== Print the entire workbook

— Print Selection

Inly print the current selection

lgnore Print Area

EL Laa

Print Active Sheets:in

Settings
~ Print Active Shests .
~—  Only print the active sheets
+—
Print Active Sheets
Only print the active sheets
Print Entire Workbook
-

-+

worksheet hién hanh

Print Entire Workbook-In tat
ca worksheet trong workbook

Print Selection: In ndi dung
dwoc chon trong worksheet
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Settings
Print Active Sheets . Nhap sb trang can in néu bang tinh cé

= Only print the active sheets | nhién trang

Pages: |1 - to [5 v ]

.| ]- Collated || Chon thir tir xuat hién cac ban in
1,2 1,23

| \  Portrait Orientation +——1 Chon hudéng giay in: P?rtra.tt (thang ding),

Lanscape (ndm ngang)
I Ad .
21emx29.7 em 1 Chon kho giav in. Mac dinh 1la A4
Marmal Margins
b4 z -

Left: 1.78cm  Right: 1.78 cm ‘-H"""---_ Canh chinh 1é cho trang in

™ NoScaling

Dhioo_print sheets at their actual sze ¥~ Thiéy Iap ti 16 trang in v ndi dung

Page Setup |

Settings /
o | Mrimd frdmem Chosds

_-lt Mo Scaling

T Print sheets at their actual size
L] a0

4 Fit Sheet on One Page -— Néi dung coa Sheet trong 1 trang
#_*  Shrink the printout so that it fits
om one page

Fit All Columns on One Page .1 (o giiin chifu réng cdc cdt ira trong 1 trang
shnnk the printout so that it is

one page wide

& Fit All Rows on One Page

«— Co gidn chifuréng cic dong viratrong 1 trang

Shrink the printout so that it is
one page high

Custom 5caling Options...

19 NoScaling
:IM Print sheets at their actual size

-

Page Setup

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

5.2.3. Thiét lap tdy chon trong Page Setup

- Ribbon >Page Layout >>Page Setup, man hinh xuat hién
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?
Page Setup ;
Page Margins Header/Footer Sheet
Orientation
(®) Portrait () Landscape
Scaling
'Zﬁi'adjustto: 100 -+ % normal size
) Fitto: 1 +| page(s) wide by |1 = tan
Paper size: A4 W
Print guality: | 600 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 sb trang va cd thé thu nho hay phong to tai liéu khi in.

o Tab Margin:

= Nhap cac gia tri vao Top (I¢ trén), Bottom (1é dudai), Left (I¢
trai), Right (I& phai), Header (I¢ tiéu dé dau)

» I

Page Setup
Page Header/Footer | Sheet
Top: Header:
19 5 0.8 5
Left: Right:
1.8 (= 1.8 5
Bottom: Footer:
19 5 0.8 5
Center on page
[ Horizontally
[] wertically
Print... Print Preview Options...
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o Tab Header/Footer:
Header chira céc thdng tin xuét hién & ¢au mdi trang va Footer chira

cac thdng tin cudi trang

Page Setup ?

Page Margins Header/Footer Sheet

Gigo trinh Ms Excel 2013

Header:
Gidao trinh Ms Excel 2013 W
Custom Header... Custom Footer...
Footen
v
Trang 1

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

Scale with document

Align with page margins

Primnit... Print Preview Options...

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

Header ?

Header

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button,

Al B @|e] &2 |k

Left section: Center section: Right section:

oK Cancel
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Cac ky hiéu trong cira s6 Custom va y nghia dugc mé ta bang bang sau:

Biéu twong Ky hiéu Chirc nang

A Format text binh dang ndi dung cho Header/Footer

B &[Page] Hién thi s6 trang

& &[Pages] Hién thi tong s trang

&[Date] Hién thi ngay thang nam

@ &[Time] Hién thi gio

= &[Path]&[File] | Hién thi duong dan day du dén noi luu tap
tin va tén tap tin

A &[File] Hién thi t&n tap tin

& &[Tab] Hién thi tén sheet

2 Chen hinh anh online

trang chin va céc trang lé.

Different Odd & Even Pages: dat noi dung header/ footer khac nhau cho cac

- Different First Page: dit noi dung cua header/ footer ¢ trang dau tién khéc voi

header/ footer cua cac trang con lai trong tai liéu.

- Scale With Document: kich thudc chir cua header/ footer sé tang giam theo tai

liéu khi tai liéu stir dung chirc nang in c¢6 sir dung ti 1€ phong to/ thu nho.

- Align With Page Margins: 18 trai va 1é phai cua header/ footer canh déu véi 18

trai va I phai cua tai liéu.

o Tab Sheet:
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Page Setup ?

Page Margins | Header/Footer Sheet

(o]

Print area: | 3D55:5M511 3.5
Print titles
Rows to repeat at top: £1:51 Bz
Columns to repeat at left: | §A:54 Bz
Print
[ Gridlines Comments: Monel W
[ ] Black and white :
Cell grrors as: | displayed W
[ ] Draft guality
|:| Row and column headings
Page order
)] Down, then over |E=g= ===
. EE [EJE. EE
() Over, then down | ==flzT=l==
B .8lE 38
Print... Print Preview Dptions...

Print area: quét viing can in

Print titles: chon ndi dung tiéu dé s& duoc lap lai cho mdi trang
o Rows to repeat at top: dong lap lai trén cung
o Columns to repeat at left: cot lap lai bén trai

Gridlines: lya chon néu mudn in duong ludi cho bang tinh

Page order: chon thir tu in ndi dung céac trang.

5.3. Thao tac trén Cell

5.3.1. Cac thao tac trén cell

a.

Di chuyén gitra céc 6

Lén cell phia trén: nhan phim miii tén 1én ( Up Arrow key)

Xudng cell phia dudi: nhan phim mili tén xudng (Down Arrow key)

Di chuyén sang 6 bén trai: nhan phim mii tén trai (Left Arrow key)

Di chuyén sang & bén phai: nhan phim miii tén phai (Right Arrow key) hoic
nhan phim Tab.

Di chuyén man hinh hién thi

Di chuyén 1én man hinh trén: Page Up
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Di chuyén xubng man hinh duéi: Page Down
Di chuyén sang trai/phai: Alt-Page Page Up or Alt-Page Down
Di chuyén dén vi tri dau tién caia dong hién hanh : nhan Home

Di chuyén dén vi tri dau tién caa worksheet : nhan Ctrl + Home

, A Y ? =
X6a mot cell hay nhiéu cell SEIEE =]
Chon mét hoic nhiéu cell can x6a> R_Click > P&t

(®)iShift cells left!

Delete, man hinh xuét hién, chon mét trong cac () Shift cells up

lya chon sau: [_) Entire row

i) Entire column

= Shift cells up: sau khi x6a cac 6 dit liéu s& dich chuyén 1én trén

= Shift cells left: sau khi x6a cac 6 dir liéu

s& dich chuyén sang trai

= Entire row: x6a luén dong dang chira cell/céc cells mubn xo6a

= Entire column: x6a ludn cot dang chua cell/cac cells mudn xda.

d. Thém vao cell/row/column

Chon vi tri can thém, R_Click=> Insert, man hinh xuat hién, chon mét céc tiy

chon sau:

Insert 2 . Shift cells
right: day céc 6 dit liéu dang c6 tir vi tri chon sang

Insert
() shift cells right phai
() Entire row " Shift cells
./ Entire column down: day cac 0 dir liéu xudng phia dudi

Cancel . Entire

row: thém vao 1 dong

= Entire column: thém vao 1 cot

5.3.2. Sao chép dix liéu cia mét cell hay nhiéu cell

Chon cell/cac cell can sao chép dir liéu
Nhéan Ctr+C hoic R_Click, chon Copy
Di chuyén dén vi tri can dat dix liéu, nhan Ctrl-V trong trudng hop khong thyc

hién cac tuy chon, Excel s€ copy dang cong thirc/noi dung/dinh dang da sao chép
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dén vi tri moi. Thong thudng, 1am viéc véi dir liu trén Excel lién quan dén cac

dia chi cua cell nén ching ta khong nén nhan Ctrl-V ma thuc hién R_click va

chon cac tuy chon nhu sau :

3 Cut
Eey Copy
T}‘ Paste Options:

o, e, e
DL23 j:f

Paste Special...

Delete...

Clear Contents

Filter
Sart

Insert Comment

N

Format Cells...

Define Name...

Hyperlink...

| @B

e
ad
£8

Insert Copied Cells...

Vb

Pick From Drop-down List...

Paste Values
il il il

% &
123 123 123
Other Paste Options
.nﬂ il s
a4 )
& leo &l

Paste Special...

Chon biéu twong sao chép twong
ung hoac click Paste Special, man
hinh Paste Special xuat hién

Paste Special ?
Paste
(") All using Source theme

_J Formulas -:::Z- All except borders

() Values () Column widths

() Formats (") Formulas and number formats

() Comments () Values and number formats

'3::1' Validation All merging conditional formats
Operation

(®) None () Multiply

O Add ) Divide

(O Subtract

|:| Skip blanks |:|Transposg

Paste Link Cancel

- "0 = All: twong g véi Ctrl-V, sao chép tat ca

il

123 =¥ Values: chi sao chép gia tri

- F 3 Formulas: sao chép cong thuc

il

* 2 = A by \ A \ H
. &y Transpose: sao chép hoan chuyén dir li¢u dong thanh cot va nguoc lai

=P

"
o4

1
L}

il

=>» Formats: sao chép dinh dang

- '@ 2 Sa0 chép lién két

il

%

- " 3 Formulas and number formats: sao chép cbng thire va dinh dang

Tk

il

= All except borders: sao chép tat ca khéng sao chép border

=> All using Source Theme: gitt nguyén do rong cot

4 . o .
- # =»Keep Source Formatting: sao chép gitr nguyén dinh dang

il

- '3 93 Value and Number formats: sao chép gid trj va giit dinh dang s6

- =>»Picture: sao chép hinh anh
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o

- ‘&l 3 Link Picture: lién két hinh anh

- None: khdng kém theo viéc tinh toan ndo trén dit liéu sap dan vao

- Add: cong céc gié tri cua viing ngudn vao cac 6 twong tng & ving dich

- Subtract: c&c 6 mang gid tri cia vung dich s€ trir di cac 6 twong (thg cua vung
nguodn

- Multiply: cac 6 mang gia tri ctia viung dich s€ nhan vai cac 6 twong (rng cuia vung
nguodn

- Divide: cac 6 mang gia tri cua vung dich sé chia véi cac 6 tuong tng cua vung

nguodn

5.3.3. Merge /Split Cells
- Gop (merge) nhiéu cells thanh 1 cell.
o Chon cac 6 can merge, Ribbon Home = chon Merge & Center.
o Muén bo merge, chon lai & vira dugc merge, vao Ribbon Home = chon
UnMerge Cells (Split Cells).

5.3.4. An/hién dong va cot
- R_Click trén dong/cot can an (hide) = Hide
- Pé hién tro lai dong/cot da an> R_Click trén dong/cot bat ky—=>Unhide

5.4.Pinh dang va cac ché dd xem bang tinh

5.4.1. Pinh dang chung
Cac tinh nang dinh dang ctia Excel dugc bd tri twong tw nhu Ms Word 2013. Khi can dinh

dang, ta chi viéc chon dir liéu can dinh dang va nhan vao biéu tuong tuong (ng

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
.x'. - & - = — = .
|__L| [_ Arial -1 AN === & =F Wrap Text General -
B
Paste B I U- - H-A- === £33 EMergeiCenter - B0+ 0+ 50 35
Clipboard Font P Alignment P} Number P
Nhém dinh dang font chir Nhom canh le/giong hang Pinh dang so

5.4.2. Pinh dang Cell/Worksheet
Dé dinh dang phic tap hon véi cac kiéu dir liéu twong (ng cua bang tinh, ta c6 thé thuc

hién bang cach:
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Chon cell/vuing dit liéu/bang tinh can dinh dang
Chon Home >nhom Cells > Format - Format Cells hoic R_Click, chon

Format Cells.

2
Format Cells E
Mumber | Alignment Font Border Fill Protection

Categonry:

General Sample

Currency

Accounting : . =

Date Decimal places: |2 -

Time [] Use 1000 Separator [.)

Percentage

Fraction Megative numbers:

Scientific 1234.10

Text 123410

Special 123410

Custom -1234.10

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

a. Dinh dang hién thi dix liéu

Chon tab Number, muc Category:

General: hién thi dinh dang cua gia tri trong 6 hién hanh theo dinh dang chiing ta
dang chon

Number: dinh dang kiéu sé

Currency: dinh dang tién té

Accounting: dinh dang ky hiéu tién té

Date: dinh dang kiéu ngay thang

Time: dinh dang kiéu gio

Percentage: dinh dang ti I& phan tram (%)

Fraction:hién thi s6 dudi dang phan sé

Scientific: hién thi s dang E+n. Vi du con s6 10987654321 dugc dinh dang hién
thi la 1.10E+10
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- Text: dinh dang dir liéu dang van ban

- Special:dinh dang sb theo mot sb truong hop dic biét nhu: ma buu dién, sé dién
thoai, s6 bao hiém...

- Custom: tiy chinh cac dinh dang do nguoi dung thiét 1ap

b. Binh dang vi tri van ban

Chon tab Alignment

Format Cells ?

Mumber Allgﬂﬂ'IEﬂt Font Border Fill Protection

Text alignment Orientation
Horizontal: ] * .
General ¥ | Indent ’_
Wertical: 0 = Z .
Bottom W ¥ Text _’

Justify distributed t . )

Text contral * "

[] Wrap text 0 + | Degrees

[] shrink to fit

|:| Merge cells
Right-to-left

Text direction:

Context W

- Text alignment:
o Horizontal: chon vi tri chit theo chiéu ngang (left, center, right, justify...)
o Vertical: chon vi tri chit theo chiéu doc (top, bottom, center,...)
- Text control:
o Wrap text: noi dung dugc xudng hang trong cing 1 cell tiy thudc vao do
rong 6 va do dai noi dung.
o Shrink to fit: giam kich c& chir dé tat ca noi dung trong 6 vira voi do rong
cot
o Merge cells: néi cac 6 chon thanh mot 6
o Right-to-left Text: lya chon trinh tu doc va canh 1&
o Orientation: nhap gié tri goc quay tai Degrees dé xoay chit.

c. binh dang font chix
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Gidng nhu dinh dang font & Ribbon

- Font: chon kiéu Font cho cac 6

- Font style: chon kiéu thudng, in nghiéng, in dam...ctia Font chir.

- Size : kich thudc font chir

- Underline : chon dang gach chéan van ban

- Color: chon mau cho vin ban

- Normal font: néu duoc chon Excel s& loai bo font dang chon va tré vé binh
thuong

- Effects Strikethrough: gach ngang van ban

- Superscript: tao van ban chi sb trén

- Subscript: tao vin ban chi s6 dudi

- Preview: xem trudc dinh dang

d. Pinh dang duong vién

- Line: chon kiéu va kich c& duong ke, sau d6 chon céc biéu tegng ¢ muc Border
dé ke

- Presets: chon khong ké duong bao (None)/ké duong bao ngoai(Outline)/duong
bao trong(inside)

- Color: Chon mau cho duong ké

- Border: chon biéu tugng trong tng dé ké/khong ké duang bao cho cac &

e. T6 mau cho cell

- Background Color: chon mau nén cho cac 6. Fill Effects cung cap cac hiéu ung
t6 mau nén

- More Colors: b6 sung thém cac mau va cong cu pha ché mau.

- Pattern Color: cac mau mau nén

- Pattern Style: cac kiéu mau t6 nén 8. Dung Sample dé xem trudc két qua.

5.4.3. Pinh dang dir liéu ¢é diéu kién
Dinh dang dit liéu c6 diéu kién dung dé dinh dang (t6 sang) nhitng ving gia tri theo mot
diéu kién nao ¢6 ma khong can thyc hién viéc rat trich hay loc dit liéu.
Thuce hién: quét chon dong/cot dit liéu can danh gia, chon Home = nhém Styles > chon
Conditional Formatting, hop thoai xuat hién, ¢ 2 nhdm chinh:

- Nhém Highlight Cells Rules: 1am néi bat céc 6 theo mot trong cac diéu kién.

o Greater Than... (I6n hon)
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o Less Than... (nho hon)
o Equal To (bang)
o Between (gitra 2 gia tri)
o Text that Contains (6 chir 6 chira chudi ky tu quy dinh),
o A Date Occurring (theo quang thoi gian),
o Duplicate Values (6 dir liéu trung nhau).
Vi du:
KHOI THI| TOAN LY HOA SINH DIEN UU TIEN BIIE;‘;\I:T TONG PIEM| KET QUA
A 6 3 5 Greater Than ? |
A 7 ] 4
B 7 5 Format cells that are GREATER THAN: |
A 0 5 8 7 f& with |Light Red Fill with Dark Red Text |w | | |
A 8 ¢ ]
A 8 g Cancel -
B 6 g
A 5 6 5 MIEN NUI 0.5 16.5|RGT
A 7 7 5 THANH PHO 0.1 19.1|RGT

- Nhom Top/Bottom Rules:gom cac diéu kien

(@)

(@)

(@)

Top 10 Items: danh dau 10 6 c6 gia tri 16n nhat

Top 10%: danh dau 10% cac 6 c6 gia tri 1on nhat

Bottom 10 Items: danh dau 10 6 c6 gié tri nho nhat

Bottom 10%: danh dau 10% cac 6 c6 gia tri nho nhat

Above Average: 0 c0 gia tri 16n hon gia tri trung binh cua cot/hang

Below Average: 6 cé gia tri nho hon gia tri trung binh cta cét/hang

- Kiéu danh gia mirc d6 hién thi

(@)

(@)

Data Bars: lra chon nay cho phép nhan dién muc d6 di liéu nhap vao
nhiéu hay it

Color Scales: t6 mau dir liéu theo 3 mau khac nhau, tng véi méi mau la
muc do hién thi dir li¢u tir thap dén trung binh dén cao

Icon Sets: thiét 1ap cac biéu twong trude 6 dit liéu dé truc quan bang tinh

5.4.4. Thao tac trén nhiéu cira sé6 Workbook

a. Freeze va Split

- Khi thao tac trén danh sach dai hay tinh toan can nhiéu tham chiéu, ta sir dung

tinh nang Split d¢ chia cira s6 bang tinh.

(@)

Dit con nhay tai vi tri can chia trén bang tinh
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o Chon View »>Window->Split > mac dinh bang tinh chia lam 4 vung.
o B¢ chia, chi can double click vao ranh chia trén bang tinh.

- Khi bang tinh c6 sé cot/dong hién thi vigt qua man hinh xem/nhap dix liéu,
ching ta cd thé dung chirc ning FreePane dé giir cd dinh mot sb cot/dong nao d6
dé xem/nhap dit liéu cac cot/dong con lai. Thuc hién:

o Chon cot/dong can cé dinh
o Chon
= View - FreePanes: ¢ dinh dong phia trén va cot bén trai 6 hién
tai
= Freeze Top Row: ¢ dinh dong dau tién
» Freeze First Column: ¢ dinh cot dau tién
o Néu mudn bé chirc ning nay, vao View > UnFreePanes

b. Hién thi nhiéu ctra s6

- M& workbook thanh cira so tht 2: View Arrange Windows 2
tab->Window ->New Window.

Arrange
- Sap xep cac cua so can xem: ’

() Horizontal

o Nhom Window->chon Arrange All. ) Vertical
o Hop thoai Arrange Windows—> click (O Cascade

Tiled, Horizontal, Vertical, or [] windows of active workbook

Cascade Cancel

o Chon Windows of active workbook dé chon xem workbook hién hanh
o Click OK

5.4.5. Céac ché ap xem workbooks

a. Cac tuy chon xem

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in
Al h Je v
A B C D E F G H | =
o
g Normal View Page Layout Page Break View
4 -
'— Sheetl ) 3
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