Chuong 3
BANG TINH DPIEN TU MICROSOFT EXCEL 2016

Chuwong ndy sé cung cdp cho cdc ban cdc kién thirc vé
thao tdc voi bang tinh, can chinh bang tinh dé tao diroc mot
ban bdo cdo. Ngodi ra cdc ban con dwoc tim hiéu y nghia va
cdch sw dung cua cdc ham co ban trong Excel va ung dung
chiing vao trong nhitng céng viéc thuwc té qua nhitng vi du va
bai tdp cu thé.

3.1. Lam quen véi Excel
3.1.1. Gidi thiéu vé Microsoft Excel

Excel 1a mdt chuong trinh xur ly bang tinh (spreadsheet)
trong bd tmg dung Microsoft Office. Py 12 mot phan mém
dugc sir dung rong rai nhat hién nay trong linh vuc xu Iy
bang tinh, dic biét trong cong tic ké todn. Ngoai céc chirc
nang thuc hién tinh toan trén cac loai s6 liéu, Excel con c6
thé vé& biéu dd, t6 chiic cdc bang dit liéu, hay ty dong héa céc
téc vu bang Macro.

Mot tai lidu (file) Excel dugc goi 1a mdt s tinh (workbook),
dic biét 1a trong d6 c6 thé chta t6i tdi da 256 trang tinh
(worksheet) c6 thé hoat dong ddc lap hodc tuong tic véi
nhau. Mdi trang tinh c6 téi 1.048.576 dong va 16.384 cot
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cho thiy Excel c¢6 thé cung cip cho nguodi ding mot kha
nang luu trit rat 16n.

3.1.2. Khoi dong va thodt Excel

Khot dong Excel

C6 thé diing céc céch sau dé khoi dong Excel.

- Cdch 1: Ttr man hinh desktop, nhap ddp chudt vao biéu

X3

tuong Excel 2016 c6 trén man hinh

- Cdch 2: Khoi dong tur Start.
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Sau khi khoi dong chuong trinh Excel, ban c6 thé tao ra
mot sb tinh (file) méi dya trén mot tai liéu miu (template).
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Excel 2016 cung cép nhiéu tai liéu mau khadc nhau dé ban
lua chon (c6 thé c6 sin hodc c6 thé tai thém vé tir Internet).
Ban c6 thé tao mot bang tinh tréng, chua dinh dang béng

cach chon Blank workbook.

Tao bang
tinh trong

hién thi
cac file

moéi mé

Dong bang tinh

Sau khi hoan tat 1am viéc véi mot bang tinh ban c6 thé
doéng bang tinh (luu y viéc dong bang tinh khac véi lai thoat
khoi Excel).

- Péng bang tinh ma khong thoat khoi Excel: chon File
- Close.

- Thodt khoi Excel: nhap chudt vao nit Close phia trén,

bén phai thanh tiéu dé Il (hodc bim t6 hop phim Alt + F4).

Chii y: Néu bang tinh c¢6 noi dung chua dugc luu, Excel
s€ hién hop hoi thoai canh béo.
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Microsoft Excel *

Want to save your changes to 'Book1 (version 1).xIsb'?

Canc

Luu ndi dung
méi va dong
bang tinh

Dong bang
tinh va khong
luu ndi dung

Huy viéc dong
va tiép tuc lam
viéc v6i bang

3.1.3. Cdc thanh phan trong civa sé lam viéc ciia Excel

Khi mé mot trang tinh Excel 2016, giao dién cta phan
mém gdm nhiéu thanh phan nhu sau:

s Tozetanwaeaoo cowmu

* Thanh tiéu dé (Title bar)

Ném phia trén ciing cua cira s6 chwong trinh va chta:

- Thanh c6ng cu truy cap nhanh (Quick Access Toolbar).

- Tiéu dé tai liéu dang m¢ (Wordbook title).
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- Nut trg gitp (Help button).

- Niit tiy chon hién thi Ribbon (Ribbon Display Option
button).

Cé4c nit dieu khién cta s6 chuong trinh Ung dung
(Minimize, Restore Down/Maximize va Close).

« Hé thong Iénh (Ribbon).

Nam ngay dudi thanh tiéu dé gom céc thé Iénh va céc
nhém 1énh.

* Thanh cong thirc (Formula bar)

Nam phia dudi Ribbon, ban c6 thé 1iy cong thirc hoic gb
1énh truc tiép vao ddy khi xdy dung cic cong thirc.

* Thanh chon trang tinh (Sheet Tabs)
Nam phia dudi viing ludi, hién thi cédc trang tinh hién ¢
trong cira s tinh.

* Thanh trang thai (Status bar)

Nam phia dudi cing ciia man hinh ¢ng dung, cung cip
cdc thong tin vé tai liéu hién hanh va hd trg mot sd chirc
nang cho chuong trinh trng dung.

e Thanh cudn (Scroll bar)

Thanh cudn ngang (Horizontal Scroll bar): cho phép dich
chuyén man hinh sang bén trdi hodc phai cta tai liéu.

Thanh cudn doc (Vertical Scroll bar): cho phép dich chuyén

man hinh I€n phia trén hodc xudng phia dudi cua tai li€u.
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3.1.4. Nhap dir li¢u vao o

Viéc nhap dir licu vao trang tinh 1a nhéap dir licu truc tiép
cho tung 0.

Viéc nhap dir li€u c6 thé thuc hién tai 6 hién hanh hoic
thong qua thanh cong thuc.

- Nhép dit liéu tryc tiép vao 6: Khi nhap xong thi bim
phim Enter, khi d6 mic dinh con tré 6 s& nhay ngay xuéng 6
bén dudi.

- Nhép dir liéu thong qua thanh cong thirc: dat con trd
vao thanh céng thirc, nhap dir liéu va nhan Enter dé két
thic, hodc nhip vao nit Enter trén thanh cong thuc
(trong truong hop nay con trd 6 s€ gitr nguyén tai vi tri 6 vua
nhap li¢u).

- Huy nhép dir li¢u: Trong qua trinh nhap li€u, néu mubn
huy thao téc, ban hiy bam nit Cancel ¥ trén thanh cong thic.

- Stra dit liéu: dit con trd 6 tai O can sira va bam phim F2
hoac nhép dap chudt tai 6 khi dé con tro van ban sé€ XUuét
hién cho phép ban stra dit li¢u trong 6.

- C4c kiéu dit liéu

Excel phén biét cdc kiéu dir liéu khdc nhau dé c6 thé xu
1y tinh toan. Mdi 6 chi luu trit duy nhat mot trong ba kiéu dit
li€u: van ban (text); s6 (number); cong thtrc (formulas).

Khi ban nhap dir li€u vao mot 6, Excel s€ tw nhan biét
duoc kiéu dir liéu.
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Chii y: mot cong thirc tuong ty nhu mot biéu thire todn hoc,
bat dau boi dau “=”, bao gdm céc s6 hang va cdc phép todn.
Khi ban nhap cong thirc vao 6 va nhén Enter, Excel s& tu dong
tinh todn va hién thi gié tri két qua ctia cong thic trong .

3.2. Cac thao tac véi bang tinh
3.2.1. Chon 0, dong, cgt, bang tinh

Trong qua trinh lam viéc v&i trang tinh, ban sé thuong
xuyén phai chon mét hay nhiéu viing trong trang tinh, mdi
viing ¢6 thé nhiéu 6. Pé thuc hién didu d6 ban thyc hién
nhu sau:

* Chon mot vung

- Cdch 1: nhap chudt vao 6 dau tién cua viing, giit va ré
chudt dé chon vung.

- Cdch 2: nhap chudt vao 6 dau tién cua ving, giit phim
Shift va ding cdc phim miii tén dé mo rong viing chon.

- Cdch 3: nhap chudt vao 6 dau tién cta viing, bAm phim
F8, ding phim miii tén dé mo rong ving chon va két thic
bam F8 hoic Esc.

e Chon toan bg trang tinh

- Cdch 1: Bam vao nit Select All & géc trén bén tréi
vung ludi

- Cdch 2: Dung phim tat Ctrl + A (tuy nhién, néu trang
tinh ¢6 chira dit lidu thi to hop phim tat nay chi chon viing

bao gom tat ca cic 6 c¢6 chtra dir liéu chir khong phai toan bo
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trang tinh. Pé lua chon toan bod trang tinh ban bam Ctrl + A
hai 1an).

* Chon dong hodc cot

- Nhép chudt vao dau dong hoac dau cot.

- Ding to hop phim Ctrl + Shift va phim miii tén trai/
phai dé chon cdc 6 trén dong ké tir 6 hién hanh dén dau/ cubi
cua dong.

Dung t6 hop phim Ctrl + Shift va phim mii tén 1én/ xudng
dé chon céc 6 trén cot ké tir 6 hién hanh dén daw/ cudi ciia cot.

3.2.2. Chen o, dong, cgt vao bang tinh

Chen mot 6 vao vi tri hién hanh: Home = Cell = Insert.
O hién hanh sé& dugc ddy xudng dudi.

Chen cot/ dong vao bang tinh.

- Cdch 1: it con tro & vao mot 6 bat ky cua dong phia
trén dong mdi/ cdt bén phai cot mdi = Trong thé Home,
nhom 1énh Cell, nhép chudt vao miii té€n cua nut 1€nh Insert,
chon Insert Sheet Rows/ Columns.

- Cdch 2: Nhéap chudt vao dau dong/ cot bén dudi/ phai
ctia dong/ cot moi dé chon toan bo dong/ cot d6 > bam td
hop phim Ctrl + Shift + “+”. Mdi 1an bdm chén thém mot
dong/ cot.

3.2.3. Xéa 6, dong, cét khoi bang tinh

X6a 6 hién hanh hoac cac 6 dugc chon: Home - Cell 2>

Delete. Cac 6 bén dudi s€ duoc dich chuyén 1én.
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D —4
€ X nm
Insert Delete Format

Cells

Dé dich chuyén cdc 6 xung quanh sau khi x6a, ban nhap
chudt vao nut miii té€n cua Delete va chon Delete Cell. ..

. £A A Delete ? X
Dich cic 6 bén phai sang
Delete

Dich cdc 6 bén duéi 1én @ shift cels e
—J Shift cells u
SrEntire ro
Xéa cdc dong e

-——e‘Entire colum
Xda cac cot Cancel

Xba cot/dong trong bang tinh

- Cdch 1: Pat con tro 6 vao mot 6 bat ky cua dong/ cot
can x6a >Trong thé Home, nhém 1énh Cell, nhip chudt
vao mii tén cua nut 1énh Delete, chon Delete Sheet Rows/
Columns.

- Cdch 2: Nhap chudt vao dau dong/ cot can x6a dé chon
toan bo dong/ cot d6 > bam td hop phim Ctrl + “-”. Mbi lan
bam chén thém mot dong/ cot.

3.2.4. Hiéu chinh kich thwdc dong va cot
Khi nhap mot van ban dai, ban ¢ thé dung to6 hop phim
Alt + Enter dé ngét dong, hodc dinh dang tu dong cudn dong
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bang 1énh Wrap Text. Ngoai ra ta ¢ thé sir dung céc 1énh
dé diéu chinh d6 rong va chiéu cao ciia & cho phi hop véi
dir licu.

Hiéu chinh do rong cot

- Hiéu chinh d6 rong cot tuy y: dinh vi con chudt tai
bién phai ciia Column heading, ré chudt va thay d6i do rong
cua cot.

- Hiéu chinh d6 rong cu thé: dat con tré vao 6 hodc cot
can diéu chinh, chon Home > Cell = Format - héi thoai
Column Width..., sau d6 nhap do rong trén hdp hoi thoai
Column Width va chon OK.

Column Width

Column width: 8:05|

oK Cancel

- Tuy chinh d6 rong mac dinh: Home - Cells = Format
= Default Width..., nhap d0 rong trén hop hoi thoai
Standard Width va chon OK.
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Standard Width ? X

Standard column width: 8,0514

OK Cancel

- Céc thao tac dugc lam tuong tu voi viée diéu chinh
chiéu cao dong (Row Height).

Str dung AutoFit

AutoFit 1a chirc nang ty dong di€u chinh do rong cua cot
hodc chiéu cao cua dong, sao cho viura du chtra dir li€u cho 6
hién hanh. C6 hai cach thuc hién sau:

- Home = Cells = Format = AutoFit Column Width/
Row Height.

- Dinh vi chu¢t tai bién phai cia Column heading hodc
bién duéi cia Row heading roi bam dip chudt.

Chii y: Céc ban c6 thé chon nhiéu dong/ cot dé thuc hién
Iénh AutoFit cung luc.

3.2.5. Tron, tach o6 trong bdng tinh

Trong qua trinh thao tic voi bang tinh, doi khi ta phai tron
va tach 6 dé thiét 1ap dang ctia bang tinh.

Luya chon viing can tron/ tach, kich chudt vio biéu tuong
Merge & Center trong ving Alignment < Merge & center -

3.2.6. Cé dinh dong, cét

Poi khi trong qué trinh thyc hién thao tic dbi véi céc
vung dir li¢u trong bang tinh ma bang tinh qua dai va rong,
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khé quan sét do di chuyén bi mat dong hodc cot tiéu dé, Excel
cho phép ta ¢ dinh dong va cot tiéu dé trong bang tinh.

Pé ¢b dinh dong va cot trong bang tinh, ta thyc hién thao
tac sau: dat chudt vao 6 bén dudi dong va bén phai cot can
b dinh, lua chon thé View - Freeze Panes.

Wl © Tell me what you want to do...

ﬁ_\') =] E [ split View Side by Side
L @ 7D B -

Hide Synchronous,
) Switch

indow Position Windows

100% Zoomto New Arrange Freeze
Selection Window All  Panes - Unhide

Zoom Freeze Panes
Keep rows and columns visible while the rest of
the worksheet scrolls

| l ‘ Keep the top row visible while scrolling through
the rest of the worksheet.

: Freeze First Column
Lﬁ;‘ — Keep the first column
through the rest of the worksheet.

3.2.7. Cé dinh tiéu dé ciia bing tinh cho cdc trang

Khi in ra bang tinh qud dai hodac qud rong, Excel cho
phép ta hién thi c6 dinh céc tiéu dé & tit ca cdc trang in dé
tién theo doi thong tin trén bang tinh.

Pé hién thi ¢ dinh tiéu dé bang tinh cho cic trang in, ta
tién hanh céc thao tic sau:
Page Layout = Page Setup - Print Titles > Rows to

repeat at top/ Columns to repeat at left, roi lua chon dong va
Ot can ¢d dinh & cic trang in.
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Page Setup
Page Margins  Header/Footer Sheet |

Print area:
Print titles
Rows to repeat at top:

Columns to repeat at left:

Print
[ Gridiine Comments:  (None)
D Black and whit Cell grrors as:  displayed
|:| Draft gualit

|:| Row and column heading

Page order

==

@ Down, then ove ‘:'é'
d

im0
T |

0
i

El
O Over, then dow EE .

0L
]

Print... Print Preview Options...

3.2.8. Tao va hiiy bé dwong vién trong bing tinh

Trong Excel, dir lidu dugc thé hién trong cdc bang bd tri
theo cdc hang va cot, nhung khi in ra cdc bang biéu chua c6
dudng vién bang, dé tao dudng vién bang ta tién hanh céc
thao tic sau:

- Bu6e 1: Chon viing can tao vién bang.

- Buréc 2: Chon Home = Font = Fomat Cells = Border,
roi chon Style (kiéu duong vién); Color (mau sic vién);
Preset, Border (vi tri cdc vién), r6i bAm OK.
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Format Cells ? X
Number  Alignment Font Border Fill Protection
Line Presets
Style:
None  =====—-=--
None Qutline Inside
Border
Text Text
Color: Text Text
Automatic 7

The selected border style can be applied by clicking the presets, preview diagram or the buttons
above.

Cancel

3.2.9. T6 mau nén cho bdng tinh

Dé trinh bay bang biéu trong bang tinh cho sinh dong, ta

¢6 thé t6 mau cho céc 6 trong bang tinh.

D¢ t6 mau nén cho cic 6 trong bang bi€u, ta tién hanh

cac thao tac sau:

- Buoc I: Chon vung can t6 mau.

- Buéc 2: Chon Home - Font 2 Kich vao mui tén cua

biéu twong Theme Color '~ - Luwa chon mau mubn to.
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Theme Colors

Standard Colors

[ | | L]
No Fill

% More Colors...
3.2.10. Sao chép, di chuyén, xéa dir li¢u trong béing tinh
Ccft, sao chép va ddn dit lieu

Khi ban sao chép (copy) hay cit (cut) dir li€u tir mot ngué)n
nao d6, dir liéu s€ dugc dua vao bd nhd dém (clipboard)
dung chung cho cdc chuong trinh rng dung. Tur d6 ban cé
thé dan (paste) dir li¢u trong bd nhé dém vao cac 6.

Pé sao chép hoac di chuyén dir li€u ban thuc hién thao
tac theo thtr tu sau: chon 6/vung chura dit li¢u nguén - trong
thé¢ Home (nhoém 1énh Clipboard) chon lénh Copy B
(phim tat Ctrl + C) hodc Cut (phim tit Ctrl + X) >
chon 6/ viing dich = chon Iénh Paste .. (phim tat Ctrl + V).

Sur dung Paste Special

Day la tinh nang dan dac bi¢t cuia Excel, cho phép ban
sao chép cong thirc, gid trj va kiéu format cho ving dit liéu.

Pé m& Paste Special ban c6 thé thuc hién mot trong hai
cich sau:

- Trong thé Home, nhém 1énh Clipboard, nhip chudt vao
miii tén cua I1énh Paste, chon Paste Special.
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- Kich phai chuét, chon Paste Special.

Paste Special ? X
Paste

@ Ai O All using Source them

O Formula O All except border

O Value O Column width

O Format O Formulas and number format

O Comment O Values and number format

O Validatio All merging conditional format
Operation

@ Nan O Multipl

Ond O pivid

QO subtrac

[[] skip blank [ Transpos

Paste Link Cancel

Trong viung Paste

All: ddn toan bo dir liéu ngudn.

Formula: dan cong thuec.

Value: dén gia tri.

Format: dan dinh dang.

Comment: din ghi chu.

Validation: ddn cdc luat kiém tra dit liéu hop I¢.

All using source theme: ddn toan bo dit lidu ngudn cing
véi mau dinh dang dugc 4p dung cho dir lidu nguff)n.

All except borders: ddn toan bg, ngoai trir dinh dang
khung vién.

Column widths: chi dan do rong cua cot.
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Formulas and Number Formats: ddn cong thirc va nhitng
dinh dang vé s6 cua dir liéu ngudn.

Values and Number Formats: dan gid tri va nhiting dinh
dang vé so cua dit liéu nguodn.

All merging conditional formats: dan cac ludt dinh dang
theo diéu kién cta dit liéu nguén.

Trong vung Operation

Add: cong gid tri dir liéu ngudn vao dir liéu dich.

Subtract: trir gid tri dit liéu ngudn tir dit liéu dich.

Multiply: nhan gid tri dit liéu nguodn véi dir liéu dich.

Divide: chia gid tri dir li¢u dich cho dir li¢u nguén.

Cdc tity chon con lai

Skip blank: chi ddn nhitng 6 ngudn c¢6 chta dir liéu.

Transpose: khi ddn mot vung, Excel s€ chuyén vi tri cOt
thanh dong va dong thanh cot.

Paste link: ddn dit liéu ngudn dong thoi lién két véi dir
liéu dich, khi dit liéu ngudn thay doi thi dir liéu dich ciing
thay ddi theo.

3.2.11. Pinh dang kiéu dir liéu cho cdc truwong (cét)
trong bang tinh

Cdc kiéu dir liéu

Excel phédn biét cdc kiéu dir liéu khac nhau dé c6 thé xu
1y tinh toan. Mdi 6 chi luu trit duy nhat mot trong ba kiéu dit
liéu: van ban (text); s6 (number); cong thirc (formulas).
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Khi ban nhap dir liéu vao mot 6, Excel s& ty nhan biét
duoc kiéu dit liéu.

Chu y: mot cong thure tuong tr nhu mot biéu thire toan hoc,
bat dau boi dau “=”, bao gdm céc s6 hang va cdc phép todn.
Khi ban nhap cong thic vao 6 va nhan Enter, Excel sé& tu dong
tinh todn va hién thi gié tri két qua ctia cong thic trong .

Pé dinh dang lai kiéu dit liéu cho cdc vung trong bang
tinh, ta thuc hién céc thao tac sau:

- Budc 1: Chon ving dit liéu can dinh dang.

- Budc 2: Home = Format Cells 2 Number = lua chon
cac kiéu dit liéu phit hop.

Format Cells ? x

Number ~ Alignment  Font Border Fill Protection

Category:

Sample
Number
Currency
Accounting
Date

Time
Percentage
Fraction

General format cells have no specific number format.

Scientific
Text
Special
Custom

3.2.12. Cin chinh Ié cho div liéu trong é

Pé can chinh 1& cho dir lidu trong mot vung, ta thuc hién
c4c thao tac sau:
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- Buoc I: Chon vung can can chinh.

- Buéc 2: Home - Font - Fomat Cells > Alignment -
Lua chon cdch cin 1& phit hop.

Format Cells

Number | Alignment ~ Font Border Fill

Text alignment

Horizontal:

Vertical: o
Bottom v X T N

Justify distribute

Text control .
0 + Degrees
[ wrap tex
[ shrink to fi
[ Merge cell

‘ OK ‘ Cancel
3.2.13. Dinh dang vin ban trong bdng tinh

Pé dinh dang vin ban trong bang tinh ta chon thé Home
- Font > Fomat Cells = Font > tir d6 chon kiéu chit, c¢&
chit va font chitr cho phu hop.

Format Cells
Number Alignment  Font | Border  Fil Protection
Eont: Size:
Calbri Rex n
T Calibri Light (Headings) ~ s ~
Halic o
Bold 10
Bold Ita
2
v 14 v
Color
None - I C oo
Effects Preview
[ strikethroug
[ superscrip AaBbCcYyZz
[ subscrip
his is a TrueType font. The same font will be used on both your printer and your screen.
oK Cancel
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3.2.14. Pién dir liéu tw dpng cho bing tinh

Excel cho phép ta dién dir lidu ty dong trong bang tinh
boi tinh niang cho phép tu dong nhan dién va thiét 1ap
cong thuec.

Dé thuc hién dién sb tha tu dong ta thyc hién cdc thao
tac sau:

- Burée 1: Tao hai 6 thir ty dau tién.

- Burde 2: Dung chudt chon viing hai 6 d6, di chuyén con
chudt t6i ndm diéu khién (géc dudi, bén phai cia ving da
chon) [ rdi kéo dén hét ving can dién, Excel s& ty dong
dién cdc 6 con lai theo ding vét ta da tao cho hai 6 dau.

Pé dién ngay, thang tu dong ta can gd dir liéu cho 6
du tién va thyc hién thao tdc kéo nim diéu khién nhu
céach trén.

Khi cin ta c6 thé lya chon Tuy chon ty dong dién ™~
ngay sau khi kéo ndm diéu khién dé thay d6i cich dién
tu dong.

3.2.15. Tao tiéu dé dau trang, tiéu dé cudi trang

Trong Excel, ta ciing c¢6 thé tao tiéu dé dau trang va tiéu
dé cudi trang cho trang in.

D¢ tao tiéu d€ dau trang va cudi trang cho trang in ta thuc
hién cac thao tac sau:

- Budc I: Chon thé View > Page Layout.
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