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Bai 1.
TONG QUAN VE MS EXCEL

Muc tiéu:

Sau khi hoc xong phan nay nguoi hoc c6 kha nang:

- Trinh bay duoc mot sé khai niém vé bang tinh Excel;

- Thuc hién khoi dong va thoat khoi chuong trinh tmg dung, cac thao tac ddi voi 6,
vung, WorkSheet va Workbook;

- Ren luyén y thirc lao dong, tdc phong cong nghi¢p, co trach nhiém va sang tao.
Noi dung:

1.1. KHAI NIEM.
1.1.1. Excel la gi?

Microsoft Excel 14 mot phan mém hay 13 mot chuong trinh tng dung, ma khi chay
chuong trinh img dung nay sé tao ra mdt bang tinh va bang tinh nay gitip ta dé dang hon trong
viéc thuc hién:

- Tinh toan dai sd, phan tich dir li¢u.

- Lap bang biéu bao cao, t6 chtrc danh sach.

- Truy cép cac ngudn dir liéu khac nhau.

- V& db thi va cac so dd.

- Tu dong hoa cic cong viée bang cac macro.

- Va nhiéu tng dung khac dé gitp chung ta c6 thé phan tich nhiéu loai hinh bai toan
khac nhau.

= Workbook: Trong Excel, mot workbook 1a mot tap tin ma trén dé ban lam viéc (tinh
toan, vé do thi, .. ) va luu trit dit liéu. Vi mdi workbook co thé chta nhiéu sheet (bang tinh), do
vay ban c6 thé t6 chure, Iuu trit nhiéu loai thong tin c6 lién quan véi nhau chi trong mot tap tin
(file). Mot workbook chira rat nhiéu worksheet hay chart sheet tily thudc vao bo nhd méy tinh
cua ban.

= Worksheet: Con goi tat 1a sheet, 1a noi luu trit va 1am viéc véi dit liéu, nd con dugc
goi 1a bang tinh. Mot worksheet chura nhiéu 6 (cell), cac 6 duoc t6 chirc thanh cac cot va cac
dong. Worksheet dugc chira trong workbook. Mot Worksheet chta dugc 16,384 cot va
1,048,576 dong (phién ban cii chi chira dugc 256 cdt va 65,536 dong).

= Chart sheet: Ciing 1a mot sheet trong workbook, nhung né chi chtra mot d6 thi. Mot
chart sheet rat hitu ich khi ban mudn xem riéng 1¢ tirng do thi.

= Sheet tabs: Tén ctia cac sheet s& thé hién trén céc tab dt tai goc trai dudi cua cira s6
workbook. D€ 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 163584 cot

Hinh 1.1: Céc thanh phan ciia Workbook
Exqel 2010 dung dinh dang tép tin mafl~c dinh 1a “.XLSX” (dya trén chuéq XML giup
viéc trao doi dir liéu gitra cac ung dung dugc de dang hon) thay cho dinh dang chuan trudc day
la “.XLS”.
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Hinh 1.2: Giao dién Excel
Nt 1énh Office chira cac 1énh rét thuong hay st dung nhu tao tip tin méi, mo tap tin,
lwu tép tin, ... va danh muc cac tip tin di md trude do. Nat 1énh Office gidng nhu thuc don
File cia céac phién ban trudc.
Chiing ta c¢6 thé ché bién thanh céc 1énh truy cip nhanh chira cac 1énh ma ta hay st

dung nhat. Nhin vao | ¥ dé m¢ danh muc cac 1énh va check v vao céac 1énh can cho hién 1én
thanh 1€nh truy cap nhanh. Néu cac nut Iénh & day con qué it ban c6 thé nhan chon More
Commands... d€ md cua s6 di€u ché thanh 1€nh truy cép nhanh.

2



Home Insert Page Layout Formulas Data Review View

[ save .
— Information about Book1
ave As

& Open ‘ Product Activation Required
i Close il Microsoft Office Monde 2010 requires a valid product license, Activate your

! t""t product key now to cbtain a valid product license,

Activate
Info.
Recent

L Permissions

New 0= ;

Lﬁj? Anyone can open, copy, and change any part of this workbook.
Print Protect

Workbook ~

Share
Help ey Prepare for Sharing

\ f * Befere sharing this file, be aware that it contains:
] Options Chieckifor Decument properties and author's name
Exit Issues |

L Versions

’tg Yeu can open or delete a version file, Most autosaved versions are deleted when

M = you close this file.

verag?;r?,_e, %) There are no previous versions of this file.

Hinh 1.3: Céac 1énh trong thyc don Office.
1.1.2. Ribbon la gi?

Ribbon: Excel 2010 thay d6i giao dién ngudi dung tir viée sir dung céac thanh thuc don
truyén théng thanh cac cum 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-Ins. Bé 1am an hodc hién cac Ribbon ta nhan t6 hop phim Ctrl+F1 hoic
double click vao menu 1énh.
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Hlnh 1.4: Thanh 'C(A)ng cu Ribboh.
1.1.3. Giéi thiéu man hinh lam viéc ciia MS Excel.
1.1.3.1. Thanh tiéu dé (Title bar).
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Hinh 1.5: Thanh Tiéu dé (Title Bar).
1.1.3.2. Thanh chtra cac Iénh thé.



- Home: La noi chtra cac nat Iénh duoc sir dung thuong xuyén trong qua trinh lam
viéc nhu: cat dan, sao chép, dinh dang tai liéu, cac kiéu mau co san, chén hay x6a dong hoic
cot, sap xep, tim kiém, loc dit liéu,. ..

- Insert: Chén cac loai d6i trong vao bang tinh nhu: bang biéu, vé& so do, dd thi, ky
hiéu, ...

- Page Layout: Chira cac nut 1énh vé viéc hién thi bang tinh va thiét 1ap in 4n.

- Formulas: Chén cong thirc, dt tén ving (range), cong cu kiém tra theo doi cong
thue, diéu khién viéc tinh toan cia Excel.

- Data: Cac nit 1énh dbi v6i dit liéu trong va ngoai Excel, cac danh sach, phan tich dit
liéu,...

- Review: Cac nut 1énh kiém 13i chinh ta, hd tro dich tir, thém chu thich vao cac 6, cac
thiét 1ap bao vé bang tinh.

- View: Thiét 1ap céac ché d6 hién thi cua bang tinh nhu: phéng to, thu nhd, chia man
hinh, ...

- Developer: Tab nay mic dinh dugc 4n vi n6 chi hitu dung cho cac 1ap trinh vién,
nhitng ngudi ¢6 hiéu biét vé VBA. Bé md nhom nay nhan vao nut Office Excel Options -
Popular - Chgn Show Developer tab in the Ribbon.

Add-Ins: Tab nay chi xuat hién khi Excel mo mét tap tin co sir dung cac tién ich bd
sung, cac ham b sung,. ..

1.1.3.3. Thanh trang thai.
| 4 4 » M| Sheetl - Sheet2 . Sheet3 ¥J

Pén sheet dau

| Sllleet hién hanh Tao sheet moi
Vé sheet trudc | Pén sheet cudi

Pén sheet sau
Hinh 1.6: Thanh trang thai.

1.1.3.4. Thanh cuon (Scroll bar).

Thanh cuén doc va thanh cuén ngang dugc goi chung la cac thanh cudn (scroll bars).
Bo1 vi man hinh Excel chi c6 the hién thi (cho xem) mot phén cua bang tinh dang thao tac,
nén ta phai dung thanh cuon doc @é xem phan bén trén hay bén dudi bang tinh va dung thanh
cuon ngang dé xem phan bén trai hay bén phdi cua bang tinh.

- Thanh cuén doc 14 thanh dai nhit, ndm doc & bén 1& phai; hai dau c6 hai miii tén 1én
va mii tén xudng; ¢ gitra c6 thanh trugt d€ cudon man hinh 1€n xuodng.

- Thanh cuén ngang 1a thanh nam ngang, thir hai tir dugi man hinh dém Ién. C6 hinh
dang giong thanh cudn doc, chi khac 1a nam ngang.

14 3l
Hinh 1.7: Thanh cubn ngang.

- Cach sir dung thanh cubn.

+ Nh:?:lp chudt vao miii tén sang trai dé qcuép man hinh di sang trai.

+ Nhap chudt vao miii tén sang phai dé cudon man hinh sang phai.

1.1.3.5. Thanh thudéc ké (Ruler).



1.2. KHOI PONG VA THOAT, PHONG TO, THU NHO CUA SO.

1.2.1. Khéi dong.

Co 3 céach khoi dong chuong trinh img dung Excel:
- Cach 1:

Budc 1: Tir man hinh (cira s6) chinh caa Windows nhap chuét nit Start & goc dudi bén
trai.

Budc 2: Di chuyén chudt 1én trén dén chir All Programs, roi di chuyén chuét sang phai
chon Microsoft Office, sau do di chuyén chudt dén chir Microsoft Office Excel 2010 thi dirng
lai.

Budc 3: Nhép chuét vao biéu tugng L MEEERESIERENN] 48 khoi dong Excel.

- Cach 2: Di chuyén chudt dén biéu twong chuong trinh Microsoft Office Excel 2010
trén desktop.

- Cach 3: Di chuyén chudt dén biéu twong chuong trinh Microsoft Office Excel 2010
trén thanh cong viéc ¢ phia dudi nang hinh.

1.2.2. Thu nho.
Thu nho Phong to Dong

L

Hinh 1.8: Cac nut diéu khién cira s6 Excel.

Thao tac nay chi thuc hién duoc khi ctra s6 dang mé to, nhip chudt chudt vao nat = &
gbc trén cung bén phai. Khi dé cua s6 Excel s€ dugc thu gon lai thanh mot biéu tuong trén
thanh Taskbar ciia Windows bén canh nut Start.

1.2.3. Phdng to.

Thao tac nay chi thuc hi¢n dugc khi ctra ) dang bi thu nhd.

Nhép chudt vao biéu tuong thu gon cua Excel trén thanh

Taskbar bén phia dudi man hinh.
1.2.4. Thoét.

Nhiap chudt vao nat = & goc trén ciing bén phai dé thoat khoi Excel. Hodc ciing c6 thé
thoat Excel bang cach nhan nut Office = chon Exit Excel.

1.3. THAO TAC VOI O VA VUNG.
1.3.1. Chon vung.

- Néu dung chudt, trudc tién ban dung chudt di chuyén 6 hién hanh dén goc trén bén
trai ctia ving can chon, sau d6 giir trai chudt kéo xudng dudi qua phai dén vi tri 6 cudi cing
cua vung va tha chudt.

- Néu dung phim thi sau khi chon 6 dau tién ban giit phim Shift trong khi nhan phim
>va Vdé dén 6 cudi cua vung va tha cac phim. (Ban cling c6 thé lam nguoc lai 1a chon 6 cudi
ctia viing 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 1 chon tit ca cac sheet) thi nhap phai chudt 1én thanh sheet tab va chon Select All
Sheets.



1.3.2. Sao chép va di chuyén vung.

Sao chep (copy) giip ta nhan ban mot vung nao do dén mot noi nao do trong bang tinh
va dir liéu goc con nguyén, con di chuyén ving thi cing nhu sao chép nhung dir liu goc s&
duoc di doi dén vi tri méi. Dé sao chép hay di chuyén trudc tién ban phai chon vung cén sao
chép hay di chuyén, sau d6 c6 thé dung nat 1énh, phim tit hay dung chudt dé thyc hién:

- Céach 1: Dung Ribbon.
Budc 1: Chon vung.
Budc 2: Click vao menu Home.

Buéc 3: Nhannat — hay * (Copy hay Cut).
Budc 4: Bit con tré dén noi dich va click menu Home = chon 7 (Paste).
Luwu y: Ban c6 thé goi cac 1énh trén tur thuc don ngir canh > nhép phai chuot.

- Céch 2: Dung Chugt.

Budce 1: Chon vung.

Budc 2: Giir trai chudt va gitr thém phim Ctrl néu 13 sao chép (khong giit thém phim
Ctrl s& 14 1énh di chuyén).

Budc 3: Kéo chudt t&i noi dich can sao chép hay di chuyén dén va tha chudt.

1.3.3. Chén, xo04 6, dong va cét.
Chung ta ¢ thé chén thém cic 6 vao bén trdi hodc bén trén cta 6 hién hanh trong

worksheet va dich chuyén cac 6 dang chon qua phai hoac xuong dudi. Tuong tu, ta c6 thé chén
thém céc dong bén trén, chén thém cac c)t vao bén trai va co6 thé xda di cac 6, cac dong va cot.

- Chén 6 tréng.

Bué6c 1: Chon cdc 6 ma ban muon chén cic 6 trong vao d6  |g=nsert s X - ;’37 ?,J

(mudn chon cic 6 khong lién tuc thi gitr Ctrl trong khi chon céc 6). Zea Insert Cells...
Budc 2: Chon Home = Insert = Insert Cells. .. . i
. \ N . ! sert Sheet Rows ;
Budc 3: Chon lya chon phu hgp trong hop thoai Insert. 3| InsemShest B

‘:f Insert Sheet Columns

= ;_mj Insert Sheet =
14 N 0
Hinh 1.9: Chén 6 trong.
- Chén dong.
Buéce 1: Chon mot hodc nhiéu dong lién tuc hodc cach khoang ma ban muén chén sb
dong tuong rng phia trén cac dong nay.
Budc 2: Chon Home = Insert = Insert Sheet Rows. Sealnsert =
% Delete =
_:_l Farmat =

Cells



A B C D E F G H
1 Bai todn diu tu
2 Tién Ddu tu t6i daJSuat thu lgi
3 Trai phiéu ddu tu 25.0% hing nam
4 | ACME Chemical i 8.65%
5  DymaStar | h 9.50% /mA» oé' Y 1
6 Eagle Vision .......... ‘ i 6 () shift cells Q 1
7 | MicroModeling """""""" ‘ 10 O Entire row 0
- i . = S :
9 | Sabre Svstems ......... ‘ 13 0
10 E .- . ’ Tdensz [ oK ] [ Cancel J ﬁ
11 1 Nhap phai chuot Yéucdu: $375.000 Cho phep:  $262,500
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Hinh 1.10: Minh hoa chén cac dong trong 1én trén cac dong dang chon.
- Chen cot.

Budc 1: Chon mét hodc nhiéu cot lién tuc hodc cach khoang ma ban mubn chén sb cot
tuong Umg phia bén trai cac cdt nay.

Budc 2: Chon Home - Insert 2 Insert Sheet Columns.

- X6a cac 6, dong va cét.

Budc 1. Chon céc 6, cac dong hodc cac cdt can xoa.

Budc 2: Chon Home = Cells > Delete < chon kiéu x6a phu hop.

T+ Delete|~| [B]~ £l L"

O o Ty

Xoba 0 P Delete Cells... 1
Xba don
, ,\g | = Delete Sheet Rows |
Xo0a cot

é_ #'  Delete Sheet Columns

5w | Delete sheet

Hinh 1.11: Minh hoa x6a ca 6, dong c0t.
1.3.4. Thay d6i d6 rong cdt va chiéu cao hang.

Trong worksheet ta c6 thé qui dinh d6 rong cot tir 0 dén 255, day chinh 1a s6 ky tu c6
thé hlen thi trong mét dong. D6 rong mac dinh cia cot 1a 8.43 ky tu, khi d6 rong 1a O thi cot
duoc an di. Tuong tu, chiéu cao cia dong qui dinh tir 0 dén 409, day 1a don vi do luong bang
diém (point: 1 point = 1/72 inch). Chiéu cao mic dinh cta dong 1a 12.75 point, khi chiéu cao 1a
0 thi dong bi an di. Cac budc diéu chinh dong cot:

Budce 1: Chon dong hodc cot can diéu chinh chiéu cao hodc do rong.

Budc 2: Chon Home - cell = Format - Chon 1€nh phu hop.
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Zell Insert Delete Format Sort & Find 8
fes~ - - - € Clear~ Filter - Select -

Cells | Cell Size
I[ Row Height...
AutoFit Row Height
1 Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide 3
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color 13
Protection
7 Protect Sheet...
Lock Cell

Format Cells...

Hinh 1.12: Danh sach Format tuy chinh d6 cao cua dong, do rong cua cot.

- Row Height...: Chon 1énh nay dé qui dinh chiéu cao cua dong.

- AutoFit Row Height: Chon 1énh nay Excel s& tu canh chinh chiéu cao dong cho phu
hop véi ndi dung.

- Column Width... : Chon Iénh nay dé qui dinh do rong cot.

- AutoFit Column Width: Chon 1énh nay Excel sé€ tu canh chinh d6 rong cot cho phu
hop v6i ndi dung.

- Default Width... : Chon 1énh nay khi ban mudn qui dinh lai d6 rong mic dinh cho
worksheet hay ca workbook. Ta co thé qui dinh chiéu cao dong va d¢ rong cot cho ca worksheet
hay ca workbook bang cach chon ca worksheet hay ca workbook truéc khi thuc hién 1énh.
Ngoai cach thay ddi chiéu cao dong va d6 rong cot nhu trén, ta con co thé dung chudt dé thao
tac nhanh hon. Muén thay d6i d6 rong cot nao hay ré chudt dén phia bén phai tiéu dé cot do
cho xuét hién ky hiéu va keo chudt v€ bén phai dé tang hodc kéo vé bén trai de giam d6 rong
cot. Tuong tw, mudn thay doi chiéu cao dong nao hay ré chudt dén bén dudi sd tha tu dong cho
xudt hién ky hiéu va kéo chudt 1én trén dé giam hoic 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
béng cach chon ca worksheet hay ca workbook trude khi thyc hién 1€nh.

Ngoai cach thay doi chiéu cao dong va do rong cot nhu trén, ta con c6 thé dung chudt
dé thao tac nhanh hon. Mudn thay d6i do rong cot nao hiy ré chudt dén phia bén phai tidu dé

cot do cho Xuét hién ky hiéu "E" va kéo chudt vé bén phai dé tang hoac kéo vé bén trai dé giam
do rong cot. Twong ty, mudn thay doi chiéu cao dong nao hiy ré chudt dén bén dudi so thir tu
dong cho xuit hién ky hidu i va kéo chudt 1én trén dé giam hojic kéo xubng dudi dé ting
chi€u cao dong.

D & E 3 Trai phiéu diu
_{I_ ACME Chemical
dSuitthulgi S6nam - | o Dvesmr i
~ - 6 Eagle Vizion .
hingndam ddohan ¢ e e ooreres
T =652 | 11 7 | MicroModeling :

Hlnh 1.13: Kéo dan dong, cot bang cach dung chuot.
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1.4. DI CHUYEN TRONG BANG TINH VA SU DUNG PHIM TAT.
1.4.1. Sheet Tab.

Dé di chuyén qua lai giita cac sheet ta nhip chudt 1én tén cia sheet trén thanh sheet tab.
Ngoai ra chiing ta c6 thé dung <Ctrl + Page Up> dé di chuyén dén sheet lién trudc sheet hién
hanh va <Ctrl+Page Down> dé di chuyén dén sheet lién sau sheet hién hanh. Dé tro vé sheet
dau tién ban nhap chudt va ntit M trén thanh sheet tab va dé dén sheet cudi cung thi ban nhap

chudt vao nit trén thanh ™ sheet tab. Néu mudn dén mot sheet nao do trong truong hop c6 qua
nhiéu sheet thi ban hdy nhap phai chudt vao thanh ™ * * ¥ v3 chon tén sheet can dén.

154 4 » M| Sheetl -~ Sheet2 -~ Sheet3 %J

Pén sheet dau

| Sllleet hién hanh Tao sheet maoi
Vé sheet triedc | Pén sheet cudi
Pén sheet sau
Hinh 1.14: Huéng dan sir dung thanh sheet tab.
1.4.2. Sir dung cac t6 hop phim tit dé di chuyén.

Pé dén duogc noi can thiét trong bang tinh ngoai viéc ding chudt cudn cac thanh cudn
ngang va doc, cadc phim miii tén thi ban nén nhé céc t6 hop phim & bang bén dudi dé gitp di
chuyén dugc nhanh hon.



Nhan phim Di chuyén

— hoac Tab Sang 6 bén phai.

«— hodc Shift + Tab Sang 6 bén tréi.

0 Lén dong.

! Xubng dong.

Home Pén 6 & cOt A cua dong hién hanh.

Ctrl + Home Pén dia chi 6 Al trong worksheet.

Ctrl + End Pén dia chi 6 c¢6 chtra dir liéu sau ciing 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 mot man hinh.

Page Down Di chuyén 6 hién hanh xudng dudi mot man hinh.

F5 M6 hop thoai Go To.

End + — hoic Ctrl + —Pén 6 bén phai dau tién ma trudc hodc sau no 1a 6 trong.

End + < hodc Ctrl + «Pén 6 bén trai dau tién ma trude hoac sau nod 1a 6 trong.

End + 1 hodc Ctrl + 1 [Lén 6 phia trén dau tién ma trén hodc dudi né 1a 6 trong.

End + | hoic Ctrl + | [Xubng 6 phia dudi ddu tién ma trén hodc dudi né 13 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.

1.5. THAO TAC VOI WORKBOOK.
1.5.1. Tao méi workbook.

- Cach 1: Chon menu File - New, mét hop thoai hién ra (xem hinh bén dudi) cung cap
nhiéu lya chon dé tao workbook nhu: workbook trong, workbook theo mau dung san, workbook
dira trén mot workbook da co. Pé tao workbook tréng, ban chon Blank workbook va nhip nut
Create.
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Hinh 1.15: Man hinh kh¢éi tao Workbox maéi

- Cdch 2: Chon biéu twong = trén Ribon.
- Cach 3: Nhdn t6 hop phim Ctrl + N.
1.5.2. Mé workbook c6 séiin trén 6 dia.

- Céch 1: Chon menu File > Recent - chon tén tap tin muon mé (c6 toi da 1a 50 tén
tap tin dugc str dung gan day nhat trong danh sach nay. D€ diéu chinh danh sach thi nhan vao
nat File >Options > Advance >phan Display - Show this number of Recent Documents).

- Cach 2: Dung trinh quan ly tdp tin nhu Windows Explorer, tim dén noi luu trix tap
tin va nhap chudt hai lan 1én tén tap tin.

- Cach 3:

Bude 1: Chon nut File >Open. ‘

Budc 2: Tim 6 dia noi chura tap tin = chon tap tin can md.

Budce 3: Click Open. i

Céc tuy chon ctua nut Open trong hop thoai gom:

Open (m¢ binh thuong).

+

+ Open Read-Only (Khéng luu dé duge nhimng thay doi).
+ Open as Copy (Tao ban sao cua tép tin va mo ra)
+ Open in Browser (M¢ tap tin bang trinh duyét web mac dinh).
+ Open and Repair (Rat hiru dung trong truong hop tap tin bi 101).
@. - « DATA L) » Dannlceds » v iy P
Ygemas v L= Toader o
Tl F=
o -
& swiou e
P I_J':u;:rt:-mlw‘n el neng cos
Fe h P - g Al Evcet Pl »
e+ [ oo 1] [ o

Hinh 1.16: Man hinh huwéng ddn mé Workbox cé san.
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1.5.3. Luwu workbook.

Mot diéu can luu ¥ khi 1am viée trén may tinh 14 cac ban phai nhé thyc hién 1énh lwu lai
cong viéc da thuc hién thudong xuyén. Viéce ra 1énh luu trit khong ton nhiéu thoi gian nhung néu
may bi hong hay ctp dién dot ngdt c6 thé mat tong ca gio lam viéc ctia ban. Nham an toan cho
dir li¢u, ban nén bat tinh nang Auto Recover, Excel s€ tu dong thuc hién 1énh luu theo thoi gian
qui dinh (mic dinh 1a 10 phat luu mét 1an). Bé st dung tinh ning Auto Recover ban chon niit
Office - Excel Options - Save, sau d6 danh d4u chon Mvao Save AutoRecover information

~
v

10 .
every minutes.

Mot sé ciach luu workbook:

1.5.3.1. Luu tap tin mai.

Buére 1: chon 1 trong 3 cach:
- Cach 1: Chon nut Office > Save.

- Cach 2: Nhép chudt 1én nit = tren thanh 1énh truy cap nhanh (Quick Access
Tollbar).

- Cach 3: Dung t6 hop phim <Ctrl+S> hoic <Shift+F12>.

Néu tap tin da duoc luu trude do roi thi Excel s& luu tiép cac phén cap nhat, con néu
1a tap tin duoc ra 1énh Iuu 1an dau thi hop thoai Save As hién ra.

Buéc 2: Trong hop thoai Save As, ban hay chon noi Iuu trir tap tin (tai Look In) va
dat tén cho tép tin tai hop File name, chon kiéu tp tin tai Save as type va sau d6 nhan nat Save
dé luu trir.

Coodl Warkbook (*, xhea) ~

] Hinh 1.17: Minh hoa luu tap tin. ,
Qui tat dat tén: Dat tén tap tin Excel dung chung qui tat dat tén tap tin cuia Windows.
Tén tap tin c6 thé dai t6i 255 ky tw bao gdm ca khoang trang. Tuy nhién trong tén tap tin
khong dugc dung cac ky hidu nhu: \? @ % “ <> |,

1.5.3.2. Lwu tap tin da ton tai dwéi mot tén méi (vi tri lwu trir moi).

Budce 1: Chon nuat Office - Save as.

Budc 2: Trong hop thoai Save As, ban hdy chon noi luu trit tap tin (tai Look In) va
dat tén cho tap tin tai hop File name, chon ki€u tap tin tai Save as type va sau d6 nhan nat Save
dé Iuu trit.

12



1.5.4. Déong workbook.

- Céch 1: Chon nut Office > Close.
- Céch 2: Dung chudt chon niit ** & géc trén bén phai (trén thanh tiéu dé). 7
- Cach 3: Dung to hop phim <Ctrl+F4> hogc <Ctrl+W>. Neu workbook cd s thay doi
noi dung thi Excel sé nhac ban luu lai cac thay doi do.
1.5.5. Sip xép workbook.

Chi mé nhiéu workbook cting I va can tham khéo qua lai, dé thuan tién ta nén sap
xép lai: Ré chudt nhan vao nhom Iénh View - chon nut Arrange All > Chon kiéu bo tri thich
hop.

ra " o

SEFORSEMD CONFRMNG

......

Hinh 1.18: Sap xép cac workbook trong cira so Excel.
Céc kiéu sap xép:
- Tiled.
- Horizontal: Sap xép cac cura s6 dir liéu dang mo dang nam ngang.
- Vertical: Sap X€p cac cua sO dir liéu dang mo dang nam doc.
- Casscade: Sip xép cac ctra sO dit liéu dang m& dang xép tang.

1.6. THAO TAC VOI WORKSHEET.

1.6.1. Chén thém worksheet maéi vao workbook.

- Cach 1. Nhin vao nat = trén thanh sheet tab - * " | Sheet2 [ Sheet3 %

- Cach 2. Dung t6 hop phim <Shift+F11> chén sheet méi vao trude sheet hién hanh.

- Cach 3. Nhan chon nhém Home =>dén nhom Cells = Insert = Insert sheet.

- Cach 4. Nhép phai chudt 1én thanh sheet tab va chon Insert..., hop thoai Insert hién
ra, chon Worksheet va nhan ntit OK. Sheet méi s& chén vao trude sheet hién hanh.
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Hinh 1.19: Minh hoa chén sheet mai.
1.6.2. Doi tén.

Nhép phai chuot 1én tén sheet can d6i tén & thanh sheet tab, chon Rename, g0 tén maoi
vao, xong nhan phim Enter. Tén sheet c6 thé dai toi 31 ky tu va cé theé dung khodng trang, tuy
nhién khong dugc dung cac ky hi¢u d¢ dat tén nhu: : /\ ? *

1.6.3. Xoa.

Muén x6a work sheet, ban lam theo cac cach sau:

- Céch 1: Chon sheet muén x6a >chon nhém Home >chon nhém Cells > Delete
- Delete sheet.

- Cach 2: Nhap phai chudt 1én tén sheet mudn xo6a sau d6 chon Delete, xac nhan x6a
OK.

1.6.4. Sap xép.

C6 nhiéu cach thyc hién sap xép worksheet nhur:

- Cach 1: Nhép trai chudt 1én tén sheet can sap xép va giit chudt kéo dén vi tri méi va
tha chudt.

- Cach 2: Khi ¢6 qua nhiéu sheet thi dung cich nay, nhap phai chudt 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 sach ma ban mudn di chuyén sheet dén trudc né, sau d6 nhan OK.

Mowve or Copy

Insert...

L,ﬂ—' Delete Mowve selected sheets
To book:

|DS LEMNH KHOP KHOMG PHAM BO MGAY 23-0CT-2009,xls % |
Mowve ar Copy...

| Before sheek:
G wiew Code ——
(£ Protect Sheet.., Shestz

Bename

Sheets

Tab Color . {move to end)

Hide

Select All Sheets D Create a copy
Sheet2 | Sheets ~td

ﬁ[ QI ] [ Canicel
Hinh 1.20: Di chuyén hoic copy Sheet.

1.6.5. Sao chép.

- Cach 1: Nhép phai chu(f)t, 1én sheet, chon Move or Copy...?ch(_)n vi tri dat ban sao
trong vung Before sheet ->danh dau chon vao hop Creat a copy > nhan nit OK.
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- Cach 2: Pé sao chép nhanh ban nhan gii phim Ctrl rdi dung chudt chon 1én tén sheet
can sao chép > gitr trai chudt ré dén vi tri dat ban sao trén thanh sheet tab >tha trai chudt.

+Dé sao chép nhibu sheet cung luc ciing lam twong tu nhung phai chon nhiéu sheet
trude khi thuce hién 1énh. Dé chon duoc nhiéu sheet ban hiy giit phim <Ctrl + nhap chugt>
dé chon sheet.

+bé chép mot hay nhiéu sheet sang mdt workbook khéc, ban hay m& workboolg do 1én
sau d6 thuc hién 1énh Move or Copy... va nhé chon tén workbook dich tai To book (néu chon
workbook dich (new book) thi s€ sao chép cac sheet dén mot workbook mai).

1.6.6. An/hién worksheet.

Khi ban khong mudn nguéi khac thdy mot hay nhiéu sheet nao d6 thi ban c6 thé an né
di. Khong thé an hét céac sheet trong workbook ma phai con lai it nhat mot sheet khong bi an.

- Mudn 4n sheet ban chi can nhép phai chuot 1én tén sheet mudn an > chon Hide thé
la sheet da duogc an.

- Khi mudn cho hién tré lai mot sheet nhap phai chuét 1én thanh Sheet tab > chon
Unhide... sau d6 chon tén sheet can cho hién va nhan nat OK.

Insert... e i .
| petet Unhide 7 =
A Delete
Unhide shest:
Rename —
-
Move or Copy... bang 3
@ View Code
: /
2y Protect Sheet..
Tab Colar 3
Hide

Unhide... ﬁ Ok ] [ Cancel

Select All Sheets
Sheetl | Sheet2 ¥

Hinh 1.21: An/Hién cac Sheet.

1.7. SU DUNG CAC CHE PO HIEN THI TRONG QUA TRINH THAO TAC.

Trong qué trinh thao tac trén bang tinh doi khi chung ta can phong to hay thu nho cac
ctra s6 dé co duoc g6c nhin tdt hon, hodc xem noi dung cta cung mot worksheet dudi nhiéu
gbc do khac nhau, hodc chia ctura s6 worksheet thanh nhiéu Tab dé dé dang tham chiéu, hay
gift ¢d dinh tiéu dé mot danh sach dai trong khi cudn cac thanh cuén,...

1.7.1. Sir dung thanh Zoom.

Excel 2010 b tri thanh cong cu Zoom dung dé phong to thu nho khung lam viéc cua
bang tinh. Thanh zoom nam ngay & goc dudi bén phai man hinh va c6 thé giup thu nho va
phong to khung 1am viéc tir 10% dén t&i 400%, phong to thi nhin va nit ddu cong con thu nhod
thi nhan vao nuat déu trir.

EFER=Ye

Hinh 1.22: Thanh Zoom.
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