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Tu hoc
Microsoft EXCEL

TOURO UNIVERSITY INTERNATIONAL
College of Business Administration

£ P s T i g

x| Gi6i thiéu

Hai muoi nam truée day 1a bang tinh dién td LOTUS. Trong nhitng thap ky giita,
bang tinh dién tr ndy da ndi 1én 1a mot cong cu kinh doanh nhiéu mat, rat manh.
Lotus dang dugc Microsoft Excel thé hién v6i quy mo 16n trén moi trudng lam viéc
cho du la nhitng bang tinh dién tr ngay nay c6 hinh thiic va chic nang rat giong véi
Lotus.

Toi c6 thé néi chic chin la chua timg c6 mot phat minh sdng ché nao nhu phat minh
v€ bang tinh dién tir da thuc hién dugc cudc cdch mang hoé vé céach thic ma cac con
s da thao ting ca linh vuc kinh doanh. C6 1€ ban phim dugc cho la c6 anh hudng 16n
hon dén cong viéc buén bdn. Nhung trén thé gi6i hién nay, khé c6 thé tudng tuong
duoc con ngudi tién hanh kinh doanh nhu thé nao néu thi€u mot san phdm giéng nhu
MS Excel. Mot bang tinh ¢6 thé luu trit va thuc hién duéi bat ky dang dit liéu nao ma
nhitng dit liéu nay s& phi hgp dé luu trit theo dinh dang kiéu bang. Tir viéc tinh todn
dén thong ké, bang tinh dién tir va kha nang tao ra cac biéu do, d6 thi va nhitng trinh
dién truc quan khac trén co s& cac so liéu da khién cho toan hoc trong cong viéc kinh
doanh tré nén don gian hon va hiéu qua hon.

Moéi tap tin MS Excel gobm c¢6 mot s6 tinh, hoac mot tap hop céc trang
trong tai lieu Excel. Méi s6 tinh gom c6 cdc bang tinh hodc cdc bang tinh, trong d6
dugc chia thanh céc dong va céc cot. Méi mot muc nhap trong moi cot 1a mot muc
nhap trong cdi goi 1a “6”. Bang cdch nhap cac s6 vao trong mdi 0, va tao ra cic trang
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tinh dugc lién két v6i nhau trong cing mot bang tinh, ban c6 thé tao ra nhitng macro
ma c6 thé lién két cac trang va cho phép mot trang s€ thuc hién véi cac dit liéu xuyén

sudt cac hang muc khac nhau.

Ban khong can phai la mot thay phii thuy vé dinh lugng d€ tan dung céc uu thé vé siic
manh ctua Excel. Trong module nay, ban s€ hoc dugc mot s6 meo nhd va nhiing Gng
dung véi Excel ma ching s&€ md& rong tdm nhin vé cong nghé thong tin cho ban.
Tham chi néu ban 12 mot ngudi c6 kinh nghiém sir dung Excel thi ban van c6 thé hoc
hoi dugc thém céac ky thuat khi ban doc bai nay.

Huodng dan s dung Excel

Giao dién cua Excel

Clos:
Title bar Toolbar Menu bar et Close Excal
|Ar?§l‘ gilo B ”B I |'_§ _ 333 *”3 | £_§|
Active A fud =| Product
~__A 5 [ & [ 5
1 |Product  l¥ear Sales Salesperson Region
Fill 2 Berr— 1992]  $7 G686 Davalio Marth
Adie " I = produce 7 19593 $2956 Buchanan |WWest
r‘m: : 5] 1992 $3,165 Buchanan South
po 5 |Dairy _ 1993 4 448 Buchanan Morth
& |Dairy _ 1993 75 Buchanan East
R | 7 |Produce 1993 F4.923 Davalio South
OW _ | & Dairy 1993 $2.733 Davalio YWest
eadings N = . | A3 ) ;
h M3 Produce 1993 #4580 | Davalio East
10 Produce _ 1992 $797 Buchanan Marth
|11 [Dairy 1253 $8,751 Buchanan Wyest -
4] 4% [bilSheett (Shestz [ Stests / I« f El
Ready [l I \ =] | =iz
o
Tab scrolling buttons Active sheet Sheet tab Worksheat

Thuat ngir interface (giao dién) thudng c6 mai lién hé véi phan mém. Thuét
nglr nay chi don gian cb nghia 1a cach th'c ma mét dng dung trinh bay véi
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ban hé théng menu, hdp thoai va cac bé tri chung cla (ng dung do6 trén man
hinh. Giao dién cla Excel rat don gidn nhung rat hiéu qua. Chi véi mét 1an
nhap chudt, ban c6 thé sip xép mét danh sach hoan chinh hoic thay ddi bat
ky mot con s6 nao thanh mét sé hiéu tién té. Chi bang moét 1an kéo chudt ban
c6 thé tao ra mét loat cac thang trong nam hodc ca ngay trong tuan, hodc
copy moét cong thiic doc theo moét cdt hodc mot dong. Tuy bién menu va
toolbar (thanh céng cu) ciing chi can hai lan nhap chudbt.

Vang dung nhu vay, giao dién cla Excel dudc thiét ké rat hoan hao. Dudi day
la &nh chup cla Excel. C6 thé ban da quen thudc véi cac thanh phan & phia
trén cda anh. Lui xudng phia dudi, ban sé biét thém cac chi tiét khac cla
Excel.

Hay ghi lai cdn than tén cla cac thanh phan trén clta s6 nay. Trong bay
gidng nay t6i phai luén nhic dén tén clia chung. Tai thdi diém nay, t6i chi gidi
thiéu ngén gon nhimg thanh phan quan trong.

O hoat dong (Active cell)
Ban st dung 6 hoat déng dé noi cho Excell biét vi tri ban muén nhap
dir liéu hoac stra dir lieu. D& di chuyén sang mét & khac don gian chi
can s dung phim mdii tén trén ban phim. Ban ciing c6 thé bam vao bat
Ky vi tri ndo trong van ban dé chuyén 6 hoat déng dén d6. Trong bai
gidng nay, toi sé luén goi dudng vién cla 6 hoat déng la con tré.

Trang tinh (Worksheet)
Trang tinh noi ban nhap céac dir lié vao, day chinh la néi lam viéc cla
ban. Mét trang tinh gém 265 cét (tiéu dé cac ¢t ndm & phia trén dau)
va 65,536 dong (tiéu dé clia cac dong nam & phia bén trai). Néu ching
ta n6i rang moi dong cao 0.25 inch (5 mm) thi toan bbd trang tinh sé
cao 1,365 feet va 4inch (409,60m)! Nhan 265 véi 65,635 thi ban sé
biét dudc s& & trong moét trang tinh (16.777.216 6) va ban c6 thé cé
bao nhiéu trang tinh cling dudc. Ban hay tu th&r nghiém xem.

D3au dién tu déng (Fill Handle)
Fill Handle nam & go6c phai phia du6i clia con trd. Nhiém vu cla nd
(giéng nhu tén goi clia nd) 1a dién vao cac 6 khac ndi dung cla 6 hoat
déng. Tuy thudc vao ndi dung cla cac 6, Fill Handle sé tao ra cac két
qua khac nhau. Fill Handle sé khéng st dung Fill Handle dé chon cac
0.
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Thé trang tinh (Sheet tab)
Khi ban khdi déng Excell 1an dau, ban sé thay ba thé trang tinh nam &
phia dudi man hinh. Méi mét tab tuong (ing v6i mét trang tinh ma ban
c6 thé st dung trong mét sé tinh hién thdi. D& kich hoat mét trang hoat
déng khac, ban hay gilr phim Ctr va bam PgDn hoac PgUp. Ban ciing
c6 thé thuc hién bang canh nhap chuét vao thé ma ban muén.

Thanh cong thirc (Formula bar)
Pay la thanh phan t6i quan trong cla giao dién trén thanh céng thic
ban c6 thé nhin thdy phia sau cla trang tinh, vi du nhu céng thic thuc
dé tao ra gia tri trén mot 6. Hay s dung thanh codng thiic dé€ soan thda
mot ndi dung clia bat ky mét 6 ndo. Cong dung phd bién nhat clia nd
la & theo ddi, giéng nhu la d& hién ra Ocac ma thuc sufl.

T4t ca cac trang tinh s& tao ra mét s6 tinh. Khi ban Iuu, tat ca sé tinh sé& cling
dudc luu chit khdng phai chi riéng mot trang tinh.

Thanh c6ng cu (Toolbars)

Thanh céng cu thuc chéat | nhiing phim 1&nh tdt ma ban ciing c6 thé tim thay
trén menu. Hinh anh dudi day chi ra mét phan cla thanh cong cu.

DPat chubt 1én trén mot nat (nhung khéng bam) va mot
Cilra s6 Huéng dén xuat hién cho ban biét tén ctia nut |%EJL§‘ AR

, , 2 N 2 N LN n I o _ +.0 .00 |
do. Trong vi du G day, con tro chudt dang chi vao lénh B % e .+-° [
Autosum (tinh téng tu déng ).

Trong bai giang nay, tdi sé luén goi mét nat trén thanh céng cu bang tén
dudc xuat hién trén Clra s6 Huéng dan. Khi ban phai bam vao mét nat trén
thanh céng cu, ban hay st dung chiic nang cla s6 huéng dan dé xac dinh vi
tri cGa né. Bung lo 1&ng, ban sé hoc dudc diéu nay rat nhanh chéng.

Thong thudng sé c6 hai thanh céng cu xuét hién dong thdi- Thanh céng cu
chuén va Binh dang. Ban cé thé nhin thdy thanh danh muc cac thanh céng
cu ¢6 san trong Excel bang cach chon muc View/Toolbar trén menu. Hai
thanh céng cu dau tién sé dudc danh dau & bén canh. Néu mét trong hai
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thanh nay chua dugc danh dau 1a hdy dam bao la hai thanh nay luén dugc
danh dau.

Bay gid hay cudn ngudc lai phan dau (hodc bam vao lién két top dudi day) va
bam vao nut Tutorial d& chuyén t6i trang hai ctia bai gidng nay. BAm vao nut
Home dé quay tré vé trang chd.

Budc dau

Muc dich

Trong phan nay, ching t6i s& hudng dan ban lam bai tap. Ban chi can lam
theo cac trong phién ban Excel cla ban 1a dudc. D& chuyén nhanh gilia
Excel va trang huéng dan nay, ban hay nhan Alt+tab. Bai tap nay sé gidi
thiéu vGi ban mot sé Iénh ma ban sé thudng xuyén s dung trong cong viéc
hang ngay bao gébm nhap dir liéu, lua chon céac 6, tao ra mot danh sach va
tinh téng clia cac s6 trong mét cot. Ban khéng phai nhd tat ca cac thir can
trinh bay & day, chi can ban thich 1a dugdc.

A . B | ¢ [ b | E |
2 A . 2 1 My Company
Bang dau tién cua ban |2
| A 2. 1 2 A e 3 |First Quarter Report
Hinh bén phai la phan dau tién |, *
clia bai tép. Khi ChUng ta da 5 |Clerk Jdanuary  February March
o B |B. Bennet a1 63 67
nhap xong du liéu, hay trinh bay [7 .. Clarke 50 &7 53
. A ¥ , 8 |P. Thompsan 42 49' 451
lai cac 6 cho dep han bang cach |5 1z " t
10

dinh dang lai

Buéc d4u tién 1a khdi ddng Excel. N&u ban khéng cé mét sé tinh trang trén
man hinh, hdy bam Ctrl+N trén ban phim. Lénh nay sé tao ra mét sé tinh
mai.

Trong Excel, m6t 6 dudc xac dinh bdi dia chi clia chinh 6 d6. Dia chi chi cla
mot & gébm cb dong va cdt. Trong vi du & hinh bén, con tré dang 4 vi tri D8.
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OK, hay b4t dau lam bai tap, lam theo tling budc mét.

DPat con trd vao 6 A1 va gb tén cong ty clia ban vao. Bam phim Enter.
Con trd sé& chuyén xuéng mét dong. BAm phim Enter va gd OFirst
Quarter Report[] ( B4o cao Quy Mét ). Ba&m Enter hai lan.

Con trd ltc nay dang & vi tri A5. G6 cac ky tu vao cac 6 tir A5 dén A9.
Hay bam Enter sau méi 1an nhap di liéu.

Khi ban da 1am xong, hay st dung mi tén trén ban phim dé chuyén téi
6 BS.

Tai 6 B5, ching ta s& bat dau mét danh sach. Mét danh sach 1a mét ving
gbm cb cac 6 chra moét tap hop cac gia tri logic. Vi du, cac thang clia mot
nam, cac sé tu 1 dén 10.

Tai 6 B5, g6 OJanuaryd (thang Mét) va bam Ctrl+Enter (ch&t khong
phai chi bam riéng phim Enter). Con trd sé& khéng chuyén xuéng dong
dudi !

P4t con trd chudt 1én trén Fill Handle khi con trd van dang & trong 6
B5. S& xuat hién mét ddu cong dam G do. Kéo con chudt sang phai hai
6. Clra s6 huéng dan sé cho ban biét danh sach hién dang & thang Ba
(March). Tha chudt ra.

IJanuarE 1

Bay gid thi chiing ta c6 thé nhin thay ba thang da dudc nhap vao, hay
st dung mi tén xuéng mét Ian dé chuyén t6i 6 B6. Gilr phim Shift va
bam mii tén Phai hai 1an, sau d6 bam mdii tén Trai hai l1an. Ban da
chon dugc chin 6. Bay gio Excel da biét la ban muén lam gi vi nhiing
6 nay.

January  February March
51 53
a0
42
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Nhap tat ca cac con sé cb trong hinh th( nhat cta trang nay va bam
Enter sau méi 14n nhap. Sau khi ban nhap con s6 42, hay quan sat
xem vi tri con tré dang & dau. Tiép tuc nhap nét 12 con sé.

Khi ban két thiic hdy bAm mot mdi tén bat ky trén ban phim. Diéu nay
sé bd lua chon clia 12 6 ké trén.

Luu y 1& mét s& doan van ban trong codt A bi cat b 1a do cac 6 tir B5
dén B8 khong c6 dl chd. Hay md rong cot A cho phu hop. Di chuyén
con trd dén vach ngan cach gilra tiéu dé cot A va cot B. Con tré chudbt
sé chuyén thanh vach ngan c6 mii tén hai bén. Bam vao vach ngan
cach va kéo chudt sang bén phai mét chat. Ban c6 thé 13p lai viéc nay
néu codt A van chua dud ché.

A b B |
by Company |

Chuyén dén 6 B9, gilr phim Shift va bam mdii tén phai hai 1an dé chon
ba 6 t6ng. Ching ta muén tinh téng cla tat ca cac sé trén. Khi ban
muén tinh téng ctia mot viing (mét tap hop cac 6 lién ti€p ) Cac con s6,
hay lua chon cac 6 trong ving nay chi khéng phai la cac con sé dé
tinh t6ng. Bay gid hay bdm vao nat AutoSum trén thanh céng cu. Ving
dugc chon da nhap téng ctia méi cot .

| A |
:)ﬁtcﬁum i

Hay nhin Ién thanh Cong thiic, ban sé& nhin thdy =SUM(B6:B8). Day la lan
dau tién ban nhin thdy mét ham cla Excel. Tham chi€u dén 6 B6:B8 nghia la
tor & B6 dén B8 mét cach lién tuc. Bay gid thi da ré réil Ham nay tinh téng tur
B6 dé&n B8. N&u ban doc tu trai qua phai thi diéu d6 c6 nghia la B9 bang téng
cla cac 6 tir B6 dén B8. Ba&m midii tén Phai va luu y 1a Excel da diéu chinh
ham SUM dé tinh t6ng clia cac gia tri trong cot C va D.

That tuyét diéu!

Két luan

Chung ta da hoc dugdc 1a bam phim Enter sé chuyén con tré xuéng dudi mét
hang. Néu khéng muén nhu vy, hay bam Ctrl+Enter (va thudng la ban muén
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nhu vay ). Dé tao ra mét vung lua chon nhd, hay st dung k§ thuat Shift + mi
tén, diéu nay s& nhanh hon nhiéu khi ban chuyén sang cadm chuét. Ching ta
cling da biét cach md réng chiéu ngang mét cdt bang cach kéo vach ngan
cach gilta cac tiéu dé clia cac cot sang bén phai.

Viéc Excel tu ddng md rong ti Thang Mét dén Thang Ba bang cach kéo Fill
Handle ciing la mét diéu tuyét vai. Cudi cung chungta hoc dudc cach di
chuyén con trd xuéng phia dudi mét cot cac con s6 va bam vao biéu tuong
AutoSum thi sé tinh dudc téng clia tat ca cac con s6 do.

£l
il! D& xo0a bd ndi dung trong mét 6, hay chuyén con trd t6i & d6 va
bam nut Del trén ban phim. Néu ban muén stia I6i trong mét 6, hay di chuyén
dén 6 d6 va bam phim F2 trén ban phim. Hay s dung mdi tén Trai va Phai
va di chuyén con tré chén. Slra ding cac 16i va bam Enter sau khi hoan
thanh.

Bay gid da hoan thanh xong bang, hay thém mét vai thu
khac dé cho bang dep hon.

L]

/~== Muc dich

Trong phan nay chung ta sé hoc cach dinh dang cac 6. Viéc dinh dang
khéng lam thay d8i ndi dung clia mdt 6 ma chi thay déi hinh thic cia 6 doé.
Hau hét cac dac tinh dinh dang déu cé thé thuc hién dudc trén thanh céng cu
Formatting nhung dé thuc hién dudc nhanh hon ching ta c6 thé st dung cac
phim tat c6 san trong Excel. Trong trang nay t6i khdng trinh bay tat ca cac
nat ma ban phai can bam. Lam nhu vay sé tang thai gian tai trang nay
xuéng. Hay sl dung cac Clra s6 Huéng dan dé tim ra Iénh.

DPinh dang bang A [ B8 [ ¢ [ 0 [ E ]

tinh ctia ki€u chir (dam,

F. Thompson |5 4200 | §F 4900 § 4500
Total § 143.00 % 169.00 % 169.00

) 1 My Company
Hinh bén phai nay la 3
bang ma ban sé nhin 3 First Cluarter Report
~ o 4

th?y khi d!m: dapg Xorlg' 5 |Clerks January February March

Hay luu y dén cac thuéc | 6 |8 Bennst § A51.00 § F300 $ 67.00
7 |J Clarke Poo000 ) F 57000 F 5300
B8
5

—
=
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nghiéng). Tat ca cac con sé nay da co ky hiéu tién té cling nhu 1a ¢ hai dau
thap phan.

Khi ban phai nhap gia tri tién té vao bang, ban diing tuw minh nhap cac ky
hiéu tién t& nay ma hay dé Excel lam viéc d6 cho ban.

Cudi cung, phan tiéu dé nhé OFirst Quarter Report] dudc dat & chinh gilra
ban bao cao va phan OTéng s60 dudc chuyén sang bén phai ciia 6.

Nao, hay bat dau thuc hién.

Bam phim Ctrl+Home dé& chuyén t6i 6 A1. T& danh sach Font Size (
mét danh sach dd xuéng véi s6 10 trong d6) hay chon sé 14. Diéu nay
sé lam tang kich c¢d clia doan van ban 1én 14 cham

Chuyén dén tir OClerkd (bang cach st dung mii tén xuéng). Gilr phim
Shift va ba&m mdi tén Phai ba Ian. Ban c6 nhé khong, gilr phim Shift va
Bam mdt mdi tén sé tao ra mot vung dudc chon. Bay giG hay bam Citrl
+ B trén ban phim ( hoic bam vao niat Bold trén thanh céng cu
Formatting).

Bam mii tén Xuéng mét |1an, ban sé& chuyén dén 6 A6. Bam phim Shift
+ mii tén Xudng 4 1an. B&m Ctrl +| d& chuyén vung dudc chon sang
kiéu nghiéng ( hoac bam vao nut Italic trén thanh cdng cu Formatting).
Bam vao mii tén Phai, ban sé& chuyén dén & B6. Chon tat ca cac gia tri
s6 (bam phim Shift + mii tén Phai va Xudng). Ban hay tim nat
Currency Style trong thanh cong cu Formatting. Khi ban thuc hién
xong, tat ca cac sé da dugc dinh dang theo gia tri tién té.

8% .

Currency Skyle |
-

Bang cach sl dung cac miii tén, ban hay chuyén con trd xuéng 6 A9
(diéu nay cling sé bd lua chon céac 6). Trén thanh cong cu Formatting
ban hay tim ra ba nat d& can |1& cho cac gia tri nhap vao cac 6. Align
Left (can € trai), Center (gilta) va Align Right (Can |é phai). BAm vao
nat Align Right va chir OTotald sé& chuyén sang phia bén phai clia 6
A9. Céng viéc gan nhu 1a xong!

Chuyén t6i 6 A3. Phan tiéu dé nho can phai dudc cai dit vao gitra ban
bao cdo. Do ban bao céo trai dai tir cot A dén cot D, hdy bam phim
Shift + mii tén Phai ba lan. Bay gid hay bam vao nat Merge and
Center (Hdp nhat va Can gilra). Lénh Hgp nhat va Can gilta sé lam
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cho vung dugdc chon thanh mét 6 duy nhét va ndi dung dudc dat & gilra
6 doé.
EEER

Merge and Center
L

Két luan

Chung ta da hoc dudc thém vai diéu méi. Vi du, bdm phim Ctrl + Home sé
chuyén con tré vé & A1. Sau khi dinh dang kiéu va ¢& ch(, nghiéng, dam,
chuing ta hoc dudc cach dinh dang moét con sé (hodc mét ving dudc lua
chon) thanh gié tri tién té bang cach don gidn 1a bAm vao nut Currency. Cudi
cling, ban c6 thé can gilta cac ndi dung dudc nhap vao trong mét 6, lua chon
doé rong clia bang va bam vao nat Merge and Center.

Toi c6 mot diéu ngac nhién danh cho cac ban. Ching ta chua thuc su hoan
tat bang nay. Chung ta can phai nhap thém hai dong dit liéu nira & phia dudi
bang, mot trong sé d6 c6 chita cac cong thiic.

Muc dich

Trong muc cudi cling clia phan bai tap nay, ching ta sé hoc cach tao ra mét
cong thiic ngay ti dau. Viéc tao ra mét cong thic la rat phé bién trong Excel.
Vi du, néu ban muén trir hai gia tri v6i nhau hoac mudn tim ra gia tri clia 12%
clia mét 6 nao dé, ban can phai nhap mét cdng thiic ndo trong mét 6.

Tao ra mét céng thirc ngay tir dau

Hinh bén phai nay chi ra hai

o ” . n 5 | Clerks January February March
doan van ban da dugc nhap [ g (g Aenne § 51.00 § 6300 § 67.00
. , . 8 |F. Thompson 4200 % 4900 F 49.00
ULast yearl] (nam truGc) va | g Total $ 14300 § 169.00 § 159.00
96 chit [Differencel] (khéC 10 .f__ast wvear §133.00  § 155.00  § 173.00
11 Differance

biét) vao trong 6 A10 va A11. [iz

D& can |1& phai cho ca hai 6 nay, hay chuyén t6i 6 A10, chon mét 6 phia
dwois va bam vao nat Align Right. Ca hai 6 nay sé déu bi tac dong bdi Iénh
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nay. Bay gid hay chuyén dén 6 B11, va gé s6 138 va bam phim Tab. G6é s6
155 va bam phim Tab. Cudi clng, g6 sé 173 va bam phim Enter.

Nao, & phan nay c6 vai diéu tha vi. Néu ban gd cac gia tri va st dung phim
Tab dé chuyén sang bén phai, khi ban bam phim Enter tai diém cuéi cling
clia dong thi Excel sé& chuyén con trd xuéng dudi muc nhap dau tién tai chd
ban bat dau bAm phim Tab!

Né&u ban s dung Excel 2000 thi cac con s6 sé tu dong chuyén sang dang
tién té. Néu khéng, ban can phai dinh dang lai ching sau. Bay gid hay
chuyén t6i 6 B11.

Hay tao ra mot cong thdc ma lay gia tri cla nam nay trir di gia tri clla nam
trugc.
* Trong 6 B11, bam d4u + trén ban phim. Viéc gé dau = trong mét 6 1a
d&u hiéu dé Excel biét 1a sdp c6 mét cong thirc.
= B&am mii tén Lén hai 1an. M6t dudng vién nhé chay xung quanh 6 B9
va 6 B9 xuét hién & phia sau dau bang.
*» Bam ddu O (du tri) trén ban phim. Excel sé& quay trd lai cong thic
trong 6 B11. Bay gid bdm mdi tén Lén mot 1an. Céng thic bay gid sé la
= B9-B10. B4&m phim Ctrl+Enter dé khéng cho con trd chuyén xuéng

dong dudéi.
9 Total §_143.00 | § 169.00 | § 169.00
10 Last year\ § 130,00} $ 155.00  § 173.00
E Difference|=B3-B10] |

= Dat con tré chudt lén Fill Handle trong 6 B11 va kéo sang hai 6 bén
canh. Cong thiic da dudc copy sang c6t C va D. Hay st dung mdii tén
trén ban phim dé chuyén sang bén phai va quan sat sé thay trént hanh
Cong thic, 6 C11 cha Iénh = C9-C10 va 6 D11 chla lIénh S9-D10.
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Két luan

Khi ban can phai tao ra mét cong thic, hay chuyén con trd dén 6 sé thé hién
k&t qua clia cong thiic va bAm dau =. Tiép theo hay s dung phim mii tén dé
chi tGi 6 dau tién trong cong thic. Sau d6 gd vao ddé mét toan tr va lap di lap
lai cho dén khi ban chon dudc tat ca cac 6 trong céng thiic. BAm phim Enter
hoac Ctrl+Enter sau khi da hoan thanh xong.

ﬂ Ban ciing c6 thé gd cac hang sé vao trong codng thic ctia ban. Vi du
dé tim ra két qua cla 15% gia tri trong & D5, coéng thiic sé la = D5*15%. Bén
toan ti phd bién nhat la cdng (+), tri (-), nhan (*) va chia (/). Bén toan tdr nay
c6 thé duoc tim thay trong phan ban phim nhap liéu phia bén phai cla hau
hét cac ban phim. Diéu nay sé thuan tién cho bna bdi vi ban khéng can phai
bam phim Shift va gé * hoac +.

Nhéap va quan ly dir liéu
Khai niém vé sé tinh va trang tinh

Trong Excel, tdt ca nhiing th(t ban nhap vao déu dudc dat trong mét trang
tinh. M6t trang tinh [& mét Iu6i mfa ban c6 thé nhin thay khi ban bat dau
chuong trinh nay. M&i mét hinh chir nhat trong trang tinh dudc goi [a mét 6.
Dé xac dinh vi tri cla moét 6, ban phai tham chiéu dén dia chi ctia 6 d6. Mot
dia chi 1a su tuong tac gitta mét dong va moét codt va dudc tham chiéu dé sl
dung la khai niém OC6t Dongd. Vi du, ban c6 thé tham chiéu dén 6 gilia
dong 5 va cot B, d6 la 6 B5, rat don gian.

G duGi mbi trang tinh ban sé& nhin thdy cac thé c6 tén 1a Trang 1, trang 2
.v.v.Nhiing thé nay la nhing trang khac nhau ma ban déu c6 thé sl dung.
T4t ca cac trang nay sé tao ra mét sé tinh, gidng nhu 1& mét quyén sach co
nhiéu trang, mét sé tinh ¢ thé cé nhiéu trang tinh. D& chuyén sang trang tiép
theo hoac trang trudc d6, don gian chi can bam chudt vao thé trang tinh ma
ban mudn dén.

Khi ban khdi déng Excel, bang viéc dat ngdm dinh, ban c6 thé nhin thay cac
trang tinh trong moét sé tinh trdng. M&i mét trang tinh déu hoan toan doc lap
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Vi cac trang khac. N&u ban muén, ban cé thé lién két cac trang tinh lai voi
nhau dé tir mét trang nay co6 thé tham chiéu sang trang khéac. Trong trudng
hop nay, mét cdng thic tai mét trang tinh c6 thé c6 moét phan dudc tham
chiéu dén cac 6 khac trong mét sé tinh khac.

D& thay d6i gia tri ngdm dinh trong cac trang tinh trong mét sé tinh méi, ban
chon muc Tools/ Options. Trong thé General ctia hép héi thoai, hay thay ddi
gia tri cia muc Sheets in new workbook va bam OK. Gia tri nay sé dugc sl
dung cho ca nhiing Ian ti€p theo khi ban tao ra mét sé tinh méi.

Luu y la khi ban luu cac cong viéc cla banlai thi c6 nghia la ban luu toan bo
ndi dung clia sé tinh, chit khéng phai chi luu néi dung clia trang ma ban dang
lam viéc trén do.

2 . ~ ? A gxnm gaa
Cua so6 ung dung va cua so tai lieu

Excel 1 mét giao dién nhiéu tai liéu (MDI) giéng nhu Word va PowerPoint.
Diéu nay c6 nghia Ia ban c6 thé md nhiéu tai liéu ciing mét luc. Khi ban tao
ra mot s tinh méi, s6 tinh méi nay s& nam Ién trén trén sé tinh hién thoi.
Trong trudng hdp nay, Excel dugdc goi la clra s6 (ing dung. Clta s6 (ing dung
nay gém co thanh tiéu dé (Title bar), thanh menu (menu bar) va céac thanh
cong cu (toolbars). Clia s6 tai liéu chi cé6 mot s6 tinh ma théi.

Ba&i vi mét clra s6 (ing dung cé thé c6 nhiéu cia s6 Tai liéu, d6 1a ly do vi sao
ban c6 thé nhin thay hai ddu x (nat déng) & phia bén phai trén ciing cla giao
dién Excel. D4u x trén la cla (ing dung va dau x dudi la cla tai liéu.

Né&u ban muén di chuy&n dén mét sé tinh khac ciing dang dugc md, hau bam
Ctrl+Tab trén ban phim. D& déng sé tinh hién thai lai, hdy bam vao nat x thir
hai 3 gbc phai phia trén, hoic bam Ctrl+F4.

Thém va Paéi tén trang tinh

Né&u ban muén tao thém mét trang tinh méi trong sé tinh hién thoi clia
ban, hay st dung chiic nang Insert/Worksheet (hodc bam phim Shift+F11).
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Khi ban chén thém mét trang tinh méi thi trang tinh d6 sé dudc chen vao
ngay truGc trang tinh hién thgi. S6 lugng cac trang tinh chi bi gidi han bdi bd
nhé trong may tinh cla ban. Hau hét cac may tinh déu dd bé nhé dé ngudi
diing c6 thé chén thém hang ta cac trang tinh nira.

Ban hoang toan c6 thé thay déi vi tri clia cac trang tinh nay. Dé di
chuyé&n mét trang tinh sang mét vi tri khac trong sé tinh hién thdi, hay dat con
trd 1én trén thé cla trang tinh d6, bam va kéo chudt sang trai hoac sang phai
tuy vao vi tri ban muén dat lai ching. Khi ban kéo moét thé trang tinh thi cé
mét hinh tam giac den nhd xuat hién di chuyén theo con chudt mét thé moét
lan. Tam giac nay chi vao vi tri clia trang ma ban dang di chuyén sé& chén
vao dé ngay khi ban tha tay ra khoi chudt. Trong hinh vé dugi day, trang tinh
1 dang dugc di chuyén dén vi tri clia trang tinh 2 hién thdi. Khi ban tha tay ra
khoi chudt thi trang tinh 1 sé dudc dat gilra trang tinh 2 va 3

[ sheet1 ; SheetZ Zj_'[zew i

C6 mét diéu nira la ban muén d&i tén cla thé dé tén c6 y nghia hon.
Ban c6 thé xac dinh ndi dung cla trang tinh mét cach dé dang, dé déi tén
thé, ban hay nhap dup vao dé. Tén cla trang tinh da dudc chon. Hay gé tén
méi cla trang tinh d6 vao (khéng qua 31 ky tu) va bam Enter. Khéng can
phéai bdm Del hodc Backspace, chi don gian la gb ngay tén vao.

Khi ban Iuu lai cong viéc clia ban, ban da Iuu toan bo sé tinh véi tat ca
cac trang tinh trong dé. Ban khéng can phai quan tdm dén viéc luu ting trang
riéng. Sau d6, khi ban mé& mét sé tinh ra, con trd sé& dat tai vi tri ma n6 6 do6
khi luu 1an cudi cung (nghia 1a & cung trang tinh, cung 6).

Di chuyén téi nhirng trang tinh khac

Viéc st dung Ctrl+PgUp va Ctrl+PgDn dé chuyén téi nhiing trang khac sé rat
hiéu qua khi ban muén chuyén t6i vai trang tinh tru6c va sau d6. Néu ban
mudn chuyén téi trang tinh & xa trang tinh hién thdi thi hay st dung Tab
scrolling buttén (cac niat cudn tab). Nhimng nat nay sé phat huy hiéu qua nhat
khi ban ¢6 rat nhiéu trang tinh trong mét sé tinh.
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[ 4]» EI \ Sheet1  Sheetz £
Feady

NGt bén trai ngoai clng sé hién thi trang tinh dau tién trong sé tinh
(khéng phai la kich hoat trang tinh nay ma chi dé cé thé nhin thay trang tinh
d6). Nut bén phai ngoai ciing sé hién thi ra trang tinh cudi cing (mét 1an nira,
khéng kich hoat ma chi @& nhin thay). Hai nut & gitta sé cudn khu vuc cac thé

sang trai hoac sang phai. Khi ban nhin thdy trang tinh ban mudn tim, hay
bam vao thé cla trang d6 va kich hoat vao né.

Excel cho Office 97 gi6i thiéu cach chuyén sang trang tinh khac hiéu
qua hon nhiéu khi clra s6 tinh cia ban ¢6 nhiéu trang tinh. Bam chudt phai
vao béat ky nat ndo trén Tab scrolling bar va mét danh sach cac trang sé tinh
s& xudt hién trong mét menu phim tat. BAm chuét trai vao trang ban muén
tim va ban sé ding G vi tri do.

23
24| | v Sheetl
25

26 Shest3
144 [p

Ready

Ky thuat nay trinh bay dudc t6i da 16 trang. Néu ban c6 nhiéu hon thi
muc cudi cung cdu menu phim tat sé& ghi More sheets. N&u trang tinh ban
can khong hién thi trén menu phim tat thi ban hay bam vao muc More sheet,
cudn clra s& cac két qua va nhap dup vao tén cda trang tinh ma ban muén
kich hoat.

Xoa moét trang tinh trong mét s tinh

Dé xo0a hoan toan mét trang tinh, ban hay bam chuét phai trén thé cla trang
nay chon muc Delete trén menu phim tit. BAm nat Yes dé khang dinh lai
hanh dong clia minh. Cach lam dai hon la chon muc Edit/Delete sheet. C6
thé 1a ban muén dudc doc muc Canh bao it nhat 1a mét 1an trong doi.

Tong két
Phan nay ban c6 co héi dé dudc thuc hanh nhiing gi ma ban da hoc trong
trang nay.
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= Bam Ctrl+N dé tao ra mét s6 tinh méi.
* Chon muc Insert/Worksheet. Bay gid hdy bam phim F4 mugi 1an trén
ban phim cla ban. Phim F4 sé lap lai hanh déng cudi cling cla ban.
= Trang tinh hién tai sé la trang 14. Kéo trang 14 sao cho trang nay nam
gitra trang 9 va 10.
*= Bam chudt phai vao bat ky mét nat nao trén thanh cudn tab va chon
Trang 2. Trang 2 da dugc kich hoat.
= Nhap dup vao thé Trang 2, gé [OSring budgetd (ngan quy mua xuan)
va bam Enter.
= Bam Ctrl+PgUp ba lan. Oops! Xa qua. Bam Ctrl+PgDn mét lan.
» Bam chudt phai lén trang 1, chon Delete va bam vao Yes.
Trong nhiing phan sau ctia ch dé nay, ching ta s& hoc cach di chuyén bén
trong mét trang tinh. Ching ta ciing s& nhap va stta déi di liéu, ciing nhu 13
lam cach ndo dé lua chon cac 6.

Di chuyén va nhap dir liéu

NhCrng phim tat trén ban phim cé lién quan dén viéc di
chuyén

Mot trang tinh c6 dén 65,536 dong va 256 cot. Hay tudng tuong do 1a
mot cudn s6 k& toan dai gan 5000 mét va ban c6 mét trang Excel. D& di
chuyén con tré sang mét & khac, st dung cac phim mi tén trén ban phim.
Né&u ban muén di chuyén t6i mot 6 khéng nhin thdy dudc trén man hinh thi
hay st dung nhiing phim sau day.

Chuyén t6i Bam
Xuéng moét man hinh PgDn

Lén mbét man hinh PgUp
Sang phai mét man hinh Alt+PgDn
Sang trai mét man hinh Alt+PgUp
TrG vé 6 A1 Ctrl+Home

Di chuyén t6i & cu6i cung cla trang Ctrl+End

tinh (& géc bén phai cudi cung cla

vung da dugc st dung)

Bat ky dia chi nao Ctrl+G (chuyén t6i), nhap dia chi va
bam Enter
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Nhap dir liéu

M6t 6 chi cé thé chira mét trong ba loai dif liéu sau:

Bang dir liéu Vidu

Chu January, John, Total, 321-6744

S6 145,56 . 9,23%

Cong thic = A2*56%, = G6/(B3+A10), =(F4-
F12)"2

Khi ban da nhap xong ndi dung cho mét 6, hay bam phim Enter. Con
trd sé tu ddng chuyén xuéng dudi moét hang. Ban ciing c6 thé bam vao bat ky
mi tén nao trén ban phim, va con trd sé& di chuyén theo huéng dé. Trong khi
ban dang g& ndi dung vao mét & thi ban muén thay déi, hay bam Esc.

Ban sé& thudng xuyén mudn thuc hién diéu gi d6 véi dir liéu ma ban
vifa nhap vao. Vi du, cé thé ban muén t6 dam hoac dinh dang cac con s6
thanh cac gia tri tién t&. N&u ban bam phim Enter thi con trd sé& chuyén
xuéng dudi moét dong, do vay ban lai phai chuyén lai con tré 1én mét dong.
Viéc nay sé rat khong hiéu qua va réat ton thdi gian.

Thay vi thé ban hay bam Ctrl+Enter. Nhu vy sé ngan D& ngan
khéng cho con trd di chuyén sang bat ky noi nao khac. Ban c6 khéng cho

thé dinh dang ngay lap tdc. con ré
Khi ban phai nhap di liéu vao trong mét viing cac 6 | €UYen
xubng

(mot tap hgp lién tuc), thay vi st dung mdi tén dé di chuyén | qusi, hay

trong viing nay va nhap di liéu, truéc hét ban hay lua chon cac t();ém phim
trl +
Enter

6, sau d6 ban nhap cac gia tri vao. D& lua chon cac 6, vi tri cla

con trd lai gbp bén trai trén cung cla vung nay va bam
Shift+Mai tén Phai hodc Xudng. Néu ban thich Iuya chon bang con chubt hon
thi hay bam vao diém gilta clia 6 trén clng phia bén trai va kéo ngay téi goc
déi dién cla ving dugc chon.
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Ngay khi ban Iuya chon mét vung, hay 1 ﬂ455| B ??3|| C
nhap giéa tri dau tién va bam Enter hoac Tab [ 3 74
(khéng dung mii tén) dé nhap gia tri tiép i i .

theo. Uu diém khi st dung ky thuat nay la
con trd sé chi di chuyén trong ving dugc
chon. Viéc bam phim Enter s& chuyén con trd xuéng va sau dé t6i cot tiép
theo. Si dung Tab d& chuyén sang bén phai va sau dé 1a dong tiép theo.

Dé& xo4 bd lua chon cac 6, chi can don gian 1a bam vao mét phim mii
tén bat ky trén ban phim.
Trong hinh vé & trén, bdm phim Enter sau khi gd sé 253 sé& lam con

trd chuyén xudng 6 B1 va san sang dé nhap dir liéu ti€p theo. Bang du6i day
mo ta b&n cach gé trén ban pim ma ban c6 thé st dung dé nhap di liéu vao
vung da dudc lua chon tu truéc.

Bam T6i

Enter Xubng dudi va sang cot ti€p theo
Shift+Enter Lén trén va sang cét phia truéc
Tab Sang phai va sang dong ti€p theo
Shift+Tab Sang trai va Ién dong phia trén

Con c6 cach khac dé nhap dir liéu vao cac dong ma khéng can phai lua chon
truGc cac 6. Nhap cac dir liéu va bam phim Tab ch{t khong phai la phim
Enter. Sau khi ban da nhap hét tat ca cac gia tri vao dong do, hay bam phim
Enter va Excel sé& tu ddng chuyén con tré xuéng dudi 6 dau tién ma ban bam
phim Tab. Vi du, néu ban muén nhap tiéu dé clia mot cot trong bang, hay
b&m phim Tab sau mai 1an nhap tiéu dé. Sau khi nhap tiéu dé cudi clng, hay
bam phim Enter va con tré sé& tu déng chuyén xuéng phia duéi tiéu dé dau
tién.

Di chuyén bén trong mét khu vuc

Excel goi mét khu vuc Ia mét hinh chir nhat cé chla cac du liéu da dugc nhap
vao. Mot danh sach cac tiéu dé cha cot 1a mot vi du vé mot khu vuce. Hay tao
ra mot khu vuc nhé va hoc cach di chuyén nhanh chéng khu vuc d6.
= Hay chuyén dén 6 C5, gili phim Shift va bam mi tén Phai bén I1an, sau
d6 bam mdi tén Xudng ba lan.
* Nhap s0 liéu va bam Ctrl+Enter.



www.vncold.vn www.vncold.vn www.vncold.vn

= Bam Shift+Backspace dé xoa bd phan Iua chon va con trd bay gid da
36 C5.

Céch s dung cac phim trén ban phim sé dudc giai thich & phan sau. Nao,

bay gid ching ta c6 mét khu vuc gom 20 6 va con trd dang & trong khu vuc,

hay thr st dung cac phim di chuyén du6i day dé di chuyén (theo trinh tu do):

Chuyén t6i Bam

Cot cudi cung cla vung Ctrl+mdi tén Phai
Dong cudi cung cla ving Ctrl+mdi tén Xudng
Cot dau tién cda vung Ctrl+mi tén Trai
Dong dau tién cda ving Ctrl+mdi tén Lén

= Né&u 6 hoat déng dang chla gia tri thi khi b&m Ctrl+mdi tén thi con tro
sé di chuyén theo huéng cla mii tén cho dé&n khi gap dudc mot 6
tréng.

= Né&u 6 hoat déng 1a 6 trAng thi khi bAm Ctrl+mdi tén thi con tr§ sé di
chuyén theo huéng mii tén cho dén khi né gap duodc 6 khong tréng.

Téng két thuc hanh

N&u ban muén, nhiing chi dan du6i day sé giup ban nhé dudc nhiing gi ban
da hoc
= Trong mét trang tinh tréng, hay gé [JReceivablé] vao & A1 va bam
Ctrl+Enter. BAm Ctrl+B dé t& dam phan vira nhap.
* BAm mdi tén Xudng hai l1an. Gé OEast] va bdm Tab. G& tu CONorth[,
bam phim Tab mét lan nira. Gé [JWest[] va bam Enter.
= Gilt phim Shift va bam mi tén Phai sau d6 bam mii tén Xuéng mot 1an.
= Nhap cac sé tir 1 dén 16 va nhé bam Enter sau méi lan nhap.
= Di chuyén con tré xuéng dudi s6 2, gilr Shift va bam mdi tén Phai hai
lan.
= BAm vao nat AutoSum trén thanh céng cu Standard dé tinh téng cla tat
ca cac gia tri trén.
= Chuyén con trd xuéng 6 A3 va bam Ctrl+mdii tén Phai, sau d6 la mdi tén
Xuéng.
= BAm Ctrl+Home dé chuyén vé A1.
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Trong phan tiép theo clia Khoa hoc nay, ching ta sé hoc cach stra dir liéu.
Trén thuc t&€, hay bam vao nat Next bay gid!

Soan thao néi dung trong mot 6

C6 rat nhiéu cach dé 16t da mét con méo

Chung ta déu 1a con ngudi, diéu d6 c6 nghia la ching ta déu c6 thé pham sai
lam hoac thay d&i y kién cla minh. Excel cung cap rat nhiéu cach dé siia doi
ndi dung cla riéng ting 6. TU Edit 14 ndi vé hanh dong slra chita mét phan
cac két qua cong viéc cla ban. Hou hét cac ing dung déu c6 menu Edit,
trong d6 c6 chifa cac cong cu cho phép ban thay d6i mot phan hoic toan bo
két qua cong viéc cta ban. DU ban da st dung phuong phap nao di chang
nifa thi hay luén nhé phai bam phim Enter hodc Tab sau khi ban slra d8i dir
liéu.

Bang dudi day chi ra cac k§ thuat ma Excel cung cap dé soan thdo ndi dung
clia mot 6:

Khi ban.... Con trd chén xuét hién
Bam phim chlc nang F2 Tai cudi clla muc nhap liéu
Bam vao thanh cong thic Nai ban vira bAm

Nh&p dup vao bén trong mét 6 Noi ban vira nhdp dup

Khi ban dang slra soan néi dung clia mét 6, thanh trang thai (3 phia duGi bén
trai) hién 1én chir OEdit0. Trong ché& d Edit, ban c6 thé st dung cac phim
khac nhau dé di chuyén bén trong dudng bién ctia 6.

= Mii t&n Phai ho&c Trai dé di chuyén mét ky tu cho moét lan bam.

= Bam nat Home dé chuyén t6i diém dau tién cda dir liéu nhap.

= Bam End dé chuyén xudng diém cudi cling cla dir liéu nhap.

= SU dung Ctrl+mii tén Trai hodc Phai dé€ di chuyén dén tu tiép theo
hoac tu phia truée.

= SU dung phim Del hoic Backspace dé xoa mét ky tu bén trai hodc bén
phai.
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= Bam Ctrl+Del d& xo4 tat ca ca ky tu tir diém con trd chén dén hét.
= Bam F2 mét |1an nita dé thoat ra khdi ché do Edit.

Rat nhiéu ngudi ding c6 mét théi quen xau 1a bAm vao bat ci vi tri nao trong
trang tinh ngay sau khi ho vira két thiic soan sra mét 6. Mac du la viéc nay
dudng nhu khong gdy anh hudng gi vGi nhiing dit liéu nhap 1a van ban,
nhung né sé gay ra hau qua khong tét néu nhu 6 c6 chira cong thic. Trong
trudng hop nay, Excel sé hiéu 1a ban muén s dung 6 ma ban bam vao coéng
thiic. Ban khéng nén s dung ky thuat nao ma chi t6t cho mét vai trudng hap
nay nhung khong t6t cho nhing trudng hop khac. Khi ban dang soan slfa mot
6, hay bam phim Enter ho&c Ctrl+Enter hoac Tab.

Xoal/ Thay thé phan nhép liéu

Dé xo04 ndi dung ctia mdt 6, don gian la ban chuyén t6i 6 d6 va bam Del (ch(
khéng phai |a Backspace) trén ban phim ctia ban. Néu ban muén xoa nhiéu
6 lién ti€p, hay lua chon viing can xoa trudc bang cach bam Shift+mdi tén,
sau d6 bam Del. Toi khéng goi y dé cac ban s dung phim Backspace dé
x0a mot 6 bdi vi nut nay chi ¢6 tac dung déi véi mét 6 riéng 1é chit khdong co
tac dung vé6i mét vung dudc chon.

Bay gid néu ban mudn thay thé néi dung clia mét 6 bang nhiing thiic khac thi
khong can phai xoa ndi dung ctia 6 doé trudc. Bon gian chi can nhap dé 1én
ndi dung hién thai. Khi ban thoat ra khoi 6 d6 thi ndi dung cli sé tu bién maét.

Néu ban dang soan sa ndi dung mét 6 va ban muén huy bo tat ca nhiing
tht ban vira stta, hay bam Esc.

Lénh Undo rat manh

Khi ban déi y déi véi hanh déng ban vira thuc hién xong , ban c6 thé dé dang
Undo lai 1an sta d8i cudi ciing. Trong ngli canh nay, phan slra déi cling c6
thé thuc hién v6i mét muc méi ma ban vira méi nhap vao.
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S dung lIénh Undo rat dé& dang, chi don gian bam vao Ctrl+Z =

o cu
(c6 trong tat ca cac (ng dung clia Office) hodc bam vao nut %—'
? 2, . \ g D-
Undo trén thanh cdng cu chuan. Lénh Undo quay tro lai hanh

dong vira xay ra. Khéng cé cach nao dé ban cé thé nhay
cach, nghia 1a bé qua ba hanh déng cudi va chi Undo lai
hanh déng tha tu. Trong Excel, ban c6 thé Undo t6i da 1a 16
lan.

Ban hay dé y dén mii tén den nhd & canh nut Undo khéng? Bam vao miii tén
nay sé& lam xuat hién mét danh sach cac hanh déng ma ban cé thé undo.
Undo c6 mét anh ban hang xém, d6 la ngai Redo. Lénh Redo cho phép ban
undo Undo (ban c6 chd y dén chir hoa khong?). N6i cach khac, néu ban bam
lénh Undo nhiéu |an thi ban c6 thé si dung Redo. Mbi |an bam Redo sé& huy
mét Iénh Undo vua thuc hién xong.

Ban ciing c6 thé tim thdy cac 1énh Undo va Redo trong menu Edit. Menu nay
cling cho ban biét cach s dung bam Ctrl+Z d& Undo va Ctrl+Y dé Redo.
Né&u nhimng lénh nay bi ma di thi c6 nghia la khéng c6 gi d& Undo hodc lénh
cudi cling khéng thé dugc undo lai.

Né&u ban dang ¢6 gang thuc hién mét hanh dong nguy hiém ma khéng thé
undo lai dudc thi Excel sé& canh bao vGi ban la hanh déng nay c6 dinh va sé
dua ra cho ban Iua chon ho3c la huy bo hoac la tiép tuc. Hay lua chon mot
cach khén ngoan.

Thuc hanh téng hop

Thuc hanh lam nang cao tay nghé, vi vy ban nén thuc hanh.
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e Nhap bang & hinh bén A [ B [ € ]
. R ; 1 |Apertore Camera Store
vao trong mét trang tinh 5 March Sales
trdng (k€ ca hai 16i sai). |2
L R oe 4 Seatle Los Angeles
Cb thé ban can phai mo 5 Ihk-34 45 2
A A A B |Ti-34 37 51
ron t.
ong cac C('i , 7 |Total 1
e Khi nhap du liéu ¢ dong 5 )

va 6, bAm phim Tab & cot
A va cot B. Tiép theo
bam Enter sai khi da
nhap nhing du liéu trén
cét C.

e Chon B7 va C7 (Shift+Right arrow) va bam AutoSum.
e Bam Ctrl+Home dé chuyén dén 6 A1 va bAm phim F2.
e Xo4 ky tu ol trong chit Apertore va thay thé né bang ky tu Oull. B&m
Enter ngay sau khi lam xong.
e Chuyén dén B4, bAm F2 va s(ra lai 16i thanh OSeattle[. BAm Enter.
e Chuyén dén 6 A7, g6 OSum[] dé thay thé& dir liéu hién tai va bam
Enter.
e Bam Ctrl+Z (hodc nhdp chuét va biéu tudng undo), ngay sau d6 phai
undo lai.
Xin chdc ming. Bay gid ban da quen véi viéc nhap va stra dir liéu. Ban ciing
da hoc cach Iua chon cac 6 va cach xoa hoac thay thé ndi dung clia cac 6.
BudGc quan trong ti€p theo la hoc moi thir vé quan ly tap tin.

Quan ly tap tin trong Excel

TruSc khi ban ti€p tuc v6i phan nay, hdy nhin mét s6 phim tat, hdy xem
nhiing biéu tugng ban phim nhd ma ban can phai hoc thudc Idng va sl dung
hang ngay.

Ctrl+S Luu s6 tinh hién tai
Ctrl+O M3 hop thoai Open
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Ctrl+W Déng s6 tinh hién thdi lai

Ctrl+N Tao ra mét s6 tinh méi

Ctrl+Tab MG ra moét s6 tinh hién dai

F12 M3 1énh Save As

Alt+F4 Thoat khdi Excel va cé hop thoai hoi

c6 luu khong (néu co).

Luu ban tinh cua khach hang

Sau vai phut 1am viéc ban nén Iuu lai cong viéc ctia minh vao 6 ciing. Déi véi
lan luu d4u tién cho moét s6 tinh, 1énh Save As xuét hién yéu cau ban cung
cap tén. hay di tru6c va gé tén vao, sau d6 bam Enter dé Iuu cong viéc cla
ban lai. Sau dé, luu lai tai liéu ma khéng hoi bat ky cau hdi nao. Tap tin méi
de trung Ién tap tin cl cla ban.

Dé& an toan, hay Iuu cong viéc cla ban lai ¢ 5 phat mét 1an. Piéu nay rat dé
dang, chi can bam Ctrl+S va ban da hoang thanh xong. Néu ban muén s
dung con chudt thi hdy bdm vao nut Save trén thanh cong cu. Chi can nhé
luu thudng xuyén la dugc.

M3 mot sé tinh

D& md& mét sé tinh, ban hay bam Ctrl+O hoic bam vao niut Open. Hop thoai
Open sé xuat hién cho ban thdy moét danh sach cé tap tin Excel trong cac thu
muc (folder) hién tai (ban sé& tim hiéu thém vé cac thu muc sau). Nhap dup
lén trén tap tin ma ban muén ma ra va ban da c6 tap tin do.

Né&u ban muén mé mét clia s6 tinh ban méi lam viéc gan day, hay bam vao
menu File va nhin vao phan dudi ca menu nay. & d6, ban sé tim thay danh
sach cla nhiing tap tin dugc md gan day nhat. Chi can bam vao tén cla tap
tin va Excel s& md tap tin d6 ra. Excel ngdm dinh dat hién thi 4 tap tin dudc
md& gan nhat. D& tang gia tri nay lén, hay chon menu Tools/Options va bam
vao thé General. Hay tim muc Recently used file list va tang gia tri nay lén
thanh 9.
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Khi ban m& nhimng tap tin da co ti trudc hodc luu nhing tap tin mai, danh
sach nay sé dua nhimng tap tin dudgc ma gan nhat 1én trén dau.

Déng s tinh

Sau khi ban da lam xong viéc v6i mét sé tinh thi ban c6 thé déng sé tinh dé
lai bang cach bam Ctrl+W (W & day la Window) hodc chon muc Close trén
menu File. Viéc déng s6 tinh lai s& gidi phong cho bd nhé clia may tinh va c6
thé ddy nhanh tién d6 khac. Ban khéng can phai dégn s6 tinh ma ban da lam
cho né. Béi vi Excel la mét giao dién nhiéu tai liéu va ban c6 thé c6 hang ta
céac s6 tinh ma& cling mét ldc 1a chuyén binh thudng.

Tim hiéu cach quan ly tap tin trong Excel

Khi ban can phai quan ly tap tin trong Windows thi thudng 1& Windows.
Explorer hodc My computer. Trén thuc t&, mdi ngudi dung can phai lam quen
véi hai d&c tinh nay clia may tinh. Viéc quan ly Windows ciing cé thé thuc
hién ngay trong Excel.

M6t Iénh Excel ma bén trong d6 cé mot bd quan ly tap tin chinh 1a Iénh Open.
M®bi khi ban can phai thuc hién mét cdng viéc ndo d6, hay bam Ctrl+O va
chlic nang clia mét tap tin nam ngay dudi ngén tay ctia ban.

T
= , .

Néu ban phim cla ban c6 biéu tuong Microsoft Windows phia bén
trai phim Space, gilta phim nay va bam phim chir Oe] dé m& Windows
Explorer. Chiic nang nay van hoat dong ké ca khi cac (ing dung gan day da
duoc tai vao. Bai vi t6i thdy chiic nang nay rat hay nén téi chi cho cac ban.
Gilr biéu tudng clia Windows va bam vao phim chir OdC dé thu nhd céac biéu
tuong va ban cé thé nhin thdy man hinh nén.

Lua chon tir hai tap tin trd 1én
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Lua chon mét tap tin thi rat don gian (chi cadn bam I1én tap tin d6) trong hop
thoai Open. Nhung néu ban can, ban cé thé chon nhiéu tap tin cing mét ldc.
N&u ban muén mé hai sé tinh thi diing dung 1énh Open hai Ian. Hay chon hai
tap tin roi mé ra.
= Né&u mudn chon cac tap tin lién ti€p, hay bam vao tap tin dau tién, sau
doé gilr phim Shift va bam vao tap tin cudi cung. Thao tac nay sé chon
tat ca cac tap tin G gilta hai tap tin dugc bam do.
= NE&u ban muén chon cac tap tin khong lién ti€p thi hdy bam vao tap tin
dau tién, sau dé gilt phim Ctrl va bdm lan lugt vao cac tap tin ban
muén chon. Chi c6 céc tap tin ban bAm vao méi dudc chon.
»  Gilr phim Ctrl va bAm vao tap tin dudc chon, thao tac nay sé bd su lua
chon tap tin do6.
Diéu tha vi 6 day la c6 mot s6 tap tin dudc chon sé bi tac dong bdi bat ky
lénh nao ma ban thuc hién sau dé. Thong thuong, khi ban badm vao nat Open
thi s& md tat ca cac tap tin da dudc chon.

opn  HH|
Look in: II:l My Docurnents j = | @ X 5 + Tools -

- Fayments functions, xls
Wookup avec Isna,xls

My Documents

nsnes | = (= e [
\Web Folders .
5 Files of kype: I.ﬁ.ll Microsoft Excel Files (*.x%; *.xls; *.x; *.hkm; *.htrl; = | Lﬂﬁ"l

Hinh vé trén day la hop thoai Open. Thanh Places Bar chiém phan I6n tur
phia bén trai. Danh sach d6 xuéng Look in cho phép ban truy cap vao & ciing
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cuc bo va 6 dia mang: Thanh céng cu & phia trén cling dudc s dung cho
nhiing tac vu phé bién. & dusi cling, ban sé& nhin thay hop ky tu File name va
File of type. Cudi cuing la nut Open va Cancel.

Danh sach File name cho phép ban nhap mot phan tén cla tap tin véi cac ky
tu thay thé dé co6 thé nhin thady moét tAp hop con céac tap tin trong thu muc
hién tai. Vi du, khi m& hop thoai Open, nhap bud* va bdm Enter thi sé& chi
hién thi cac tap tin bAng dau bdi bud (budget chit khéng phai 1a Budweiser).
Ban c6 thé st dung hai tir thay thé néu ban chi biét cac ky tu bén trong cla
tén tap tin nay, *inv* bén trong tén cla né.

File of type cho phép ban chon kiéu cla cac tap tin ma ban muén hién ra
trong danh séach. Vi du, ban muén md& (va chuyén déi) tap tin Lotus 123®,
ban hay chon tap tin Lotus 1-2-3 (*.wk?) trong danh sach.

Quan ly cac tap tin trong Excel (va trong Office)

Lénh Open méi (cling nhu la Save As) tuong tu nhu mot sé trinh duyét
Internet. Vi nut Favorites va Back, ban c6 thé di chuyén nhanh chéng dén
nhimng vi tri khac. Trudc hét, hday xem xét thanh Places.

History (Lich si)
Bam vao nut History sé hién thi nhiing phim tat t6i cac tap tin va cac thu muc
ma ban lam viéc gan day nhat. Nhip dup vao phim tat cla tu muc dé xem
ndi dung clia n6, nhap dup vao tai liéu Excel d& ma tai liéu nay ra. Khi xem
xét phan History, ban c6 thé nhin thay phan tiéu dé cot 6 phan dau clia danh
sach cac tap tin. Hai cot tha vi 1a Name va Modified, bAm mot lan vao phan
tiéu & Name thi n6 sé sép x€p cac tap tin theo mét trinh tu gidm dan. Ban
hay nhé la phan History chi hién thi nhiing vi tri ma ban da s dung gan day
nhat!

My Documents (Tai liéu cla toi)
Né&u ban da lam viéc véi cac (ng dung ctia Microsoft Office mot thdi gian thi
c6 thé la ban da quen thudc véi thuat nglr nay. Tuy nhién, néu ban s dung
Windows NT thay vi Windows 95/98, thi tén cta thu muc cé thé thay déi la
Personal chit khdng phai la My Documents. Thu muc nay la loai thu muc
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riéng clia ban. Diéu d6 khdng c6 nghia la ban phai luu tat cac tap tin cla ban
vao thu muc nay. Thuc vay, ban cé thé sir dung thu muc nay nhu 1a thu muc
gbc cla cac thu muc ca nhan clia ban. Tén cta thu muc nay cling c6 mot y
nghia nao do, tat ca cac tai liéu do ban tao ra déu la tai liéu cta ban.

Desktop
NUt nay sé nhanh chéng dua ban dén man hinh nén cla ban. Pay khéng
phai la vi tri t6t d& luu nhiéu tai liéu nhung c6 thé man hinh nén cutia ban sé
chlra dung cac phim tat t6i cac tap tin cla ban. Nat Desktop rat hitu dung
néu ban can phai st dung dén né.

Favorites (ua thich)
Pay 1a moét 1énh rat hay. Khi ban khéng cd quéa nhiéu lua chon déi véi nhimng
tap tin dudc hién thj trong muc History thi ban c6 toan quyén diéu khién muc
Favorite. Néu ban thudng xuyén st dung mét thu muc nao dé thi hay tao n6
& trong Favorite. Thuc ra la gidng nhu trén Internet, Favorite, trong nglr canh
nay c6 nghia la nhiing nai ban thudng xuyén dén. Hay lua chon mét thu muc
(hodc mét tai liéu) d& dua vao trong muc Favorite, sau d6 chon Tools/Add to
Favorites & phia cudi bén phai cla thanh cong cu. Favorites 18 mét chic
nang dac biét t&t voi ca 6 dia mang. Théng thudng trén mang cuc b, ching
ta hay c6 thu muc Public (cong cdng), day la nci moi ngudi luu nhiing tap tin
dung chung, dé xod mét muc trong danh sach nay, hay lua chon né va bam
vao phim Del.

Web Folders (Cac thu muc trén Web).
Cac thu muc Web chi hitu dung khi ban (hodc nhimng ngudi khac) dua cac tai
liéu Office Ién trén Web Server. Web Server la mot may tinh dac biét dugc st
dung cdu hinh d& xem xét ndi dung cla Web (vi du nhu trén mang cuc bd
Intranet). Ban c6 thé md& hodc luu mét van ban Office truc ti€p trén Web
Server néu ban c6 quyén. Ban hay hdi ngudi quan tri mang vé quyén nay.
Hau hét moi ngudi dung déu khéng thich st dung chlc nang nay.
Thanh céng cu & phia trén clng chifa cac nit ma ban cé thé truy cap nhanh
t6i cac lénh ma ban thudng xuyén s dung (thdm chi ca nhing lénh khéng
thudng xuyén 183m). Hay dua con trd chudt I&n trén mét nat nao d6 dé biét
chdc nang cla né.

Back (Quay lui)
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S dung nut back dé quay trd lai cac thu muc trudc d6. Khi ban thudng xuyén
phai vao cac thu muc hoac thay déi cac & dia thi diéu nay rat hitu ich néu ban
can phai quay ngudc trd lai cho tGi khi dung nai ban tim kiém. Néu ban da
quen thudc véi trinh duyét internet thi lic nay cé & rat dé hiéu. Pua con trd
lén trén nat Back sé dua ban trd vé thu muc nao ban khong nhaé.

Up One Level (Lén trén mét cap)
NGt Up khac véi nat Back & ché 1a nat Up sé chuyén ban 1én trén mét cap
trong cau trdc thu muc phan cap (hay goi la chuyén dén thu muc me). Vi du
nhu néu thu muc My documents la thu muc géc trong & dia cing clia ban
(trong khi d6 nat Back lai c6 thé khéng hoat dong). Mét 1an nita ban c6 thé
nhin thdy muc My computer trong danh sach cac 6 dia.

Search the Web (duyét Web)
MG trinh duyét Web cla ban va hién thi 1én trang tim ki€m MSN hoac tim
ki€m ngam dinh cGa ban. Néu ban muén xem mét bang (hodc mét anh) trén
www, hay tim kiém né bang cach s dung trinh duyét ctia minh, sau dé su
dung Iénh copy va paste dé dua ndi dung nay trong ing dung clia ban nhu 13
Excel ho&c bat ky mét ing dung Office nao.

Delete (X0a)
D& x6éa mét van ban (hodc nhiéu van ban), ban hay lua chon va bam vao nut
Delete. Ban sé dudc hoi dé khang dinh lai hanh dong ciia ban. (Cac) tap tin
sé dugc chuyén dén Thing rac trir khi tap tin ma ban muén xéa 1a mét tap tin
& trén mang. Trong trudng hop nay thi tap tin sé bi xéa vinh vién.

Creat New Fold (Tao thu muc mdi)
Hay bam vao nut nay dé bt dau sdp xé&p va t6 chiic cac tap tin cla ban. Toi
khuyén ban truéc khi tao cac thu muc méi 4 tai day. Viéc bam vao Creat New
Folder sé& lam xuat hién hop thoai hdi tén cda thu muc nay. Nhap tén va bam
Enter. Thu muc md&i dudc tao sé trg thanh thu muc hién thdi.

Views (Xem)
Cho phép ban xem ndi dung clia thu muc hién thoi theo bén cach khac nhau,
List, Details, Properties va Preview (Danh sach, Chi tiét, Thudc tinh va Xem
trudc). Méi cach xem nay sé hién thi cing mét tap tin theo nhiing cach khac
nhau. BAm vao miii tén chi xuéng & canh nut nay hoac bam truc ti€p vao nat
nay dé chuyén sang ché& dd xem khac.
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S dung ché& do List d& don gian xem danh sach tat ca cac tap tin trong mot
thu muc xép theo cac hang.

Details sé& hién thi tat ca cac tap tin theo mét hang véi phan tiéu dé 6
phia trén. bAm vao céc tiéu dé sé& sdp x&p céac tap tin theo danh sach tang
dan hoac gidm dan néu bam thém mét Ian nita.

Properties sé& hién thi trén mot viing riéng cac théng tin clia van ban
(tac gid, ngay tao, cong ty). Théng tin nay cé thé dugdc tuy chon bang cach st
dung Iénh Properties trong menu File.

Preview sé& hién thi mét ving nhoé vai dong dau tién cla trang tinh
dang hoat déng khi ban Iuu lan cudi cung. Chic nang nay rat hitu dung khi
ban khéng thé nha trong s6 tinh ctia ban c6 nhiing gi. Cé mét diéu ky cuc la
dé chiic nang preview nay hoat déng dudc thi ban phai kich hoat chiic nang
nay trong lénh Properties (Save Preview Picture trong thé Summary), néu
khong thi mét dong théng bao Preview Not Available (khédng c6 chlc nang
Preview) sé xuét hién.

Tools (Cac cbéng cu)

Mb&t danh sach Tools chlra cac 1énh chang han nhu Find, Delete, Rename
and Add to Add to Favorites (Tim kién, Xo4a, Thay déi tén, va thém vao muc
ua thich). Hay quén viéc st dung chiic nang Delete trong menu nay di, don
gian chi can bam nut Del trén ban phim ctia ban. Tuong tu, dé déi tén tép tin,
chi can bam F2 (giéng nhu trong Excel). Cé mdt cach dé thay déi tén mot tap
tin 1a chon tap tin d6, dgi moét giay va bam vao tén tap tin mot lan nira. Mot
hép c6 dudng vién xuat hién. Hay d6i tén tap tin bang cach nhap tén mdi
Vao.

il

L oy
= Khi ban d&i tén mét tap tin thi ban can phai chd y mét s6 diém, diéu
nay phu thudc vao phan cai dat cdu hinh may tinh cla ban. Néu ban nhin
thdy phan dudi cla tap tin (.xIs) & cudi moét tap tin thi hay gé ca .xls (ding
quén dau cham) vao phan cudi clia tén mdi. Néu khong thi hé thdng clia ban
sé khéng thé nhan ra dudc 1a d6 chinh 1a mét tap tin Excel.
Print (In)
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Lua chon chiic nang nay va tap tin s& md trong Excel trong mét hoac hai
giay, va gli t6i may in ngam dinh, sau doé tu déng déng lai.

Add to Favorites (Thém vao muc ua thich)
S dung lua chon nay dé& thém mo thu muc hodc mét tap tin vao trong danh
sach duoc hién thi bdi nat Favorites (nat to & phia bén tay trai). Néu ban
mudn thém mét thu muc thi khéng can nhap dup Ién né ma don gidn chi can
chon né théi. Sau d6 s dung lua chon nay trong menu Tools. D& xo4 mot
muc trong danh sach Favorites, hay bam chudt phai Ién thu muc d6 va chon
muc Delete.

Properties (Cac thuoc tinh)
Lua chon Properties s& hién thi cac thudc tinh clia mét sé tinh. M6t vai thudc
tinh dugc tu ddng cai dat cho ban khi ban luu s6 tinh nay, tuy nhién ban nén
tu cai dat cac thudc tinh khac. Title, Subject va Category ( Tiéu dé, Cha dé,
va Phan loai) 1a nhiing vid du rat t6t. Ban c6 thé tim thay lénh Properties
trong menu File. Cai dat Iénh properties cho mét tai liéu sé cho phép ban tim
ki€m céac tap tin trén & cling clia ban dua trén cac thudc tinh do ban quy dinh

Né&u ban cho rang cac thudc tinh 1a nhing th( t6t thi ban cé thé cai dat dé
Excel tu dong yéu cau ban dién cac thong tin trong hop thoai Properties khi
ban luu sé tinh 14n dau tién. Ban hay chon Tools/Options va bam vao thé
General. Hay kich hoat chiic nang Prompt for workbook properties (nh&c nhé
dién cac thudc tinh clia s6 tinh) va bam vao nat OK. Néu ban phai tao hang
ta cac s6 tinh méi tuan thi t6i khuyén ban nén st dung chlc ning nay.

Map Network drive (anh xa cac & dia mang)

Pac tinh nay chi hitu ich khi ban dang két néi véi mét hé théng mang. anh xa
mét & dia mang giéng nhu 1a gan mét tén cho mét thu muc. Cac tén nay chi
cd mét chir cai duy nhat va sau do 1a dau hai chdm. Ban phai c6 quyén truy
nhap t6i hé théng mang d6 dé anh xa mét thu muc clia mang nay, déng thdi
ban ciling phai biét tén cla hé thdng mang d6. Hay hdi ngudi quan ly mang
vé cac chi tiét cla hé thdng mang nay. Sau khi chon 1énh tir nat Tools, chi
cai ti€p theo van chua sl dung dén sé hién 1én (H:,M; hodc bat c( 1a chir gi).
Duéi d6 ban hay gd vao dudng dan t6i thu muc ma ban muén anh xa theo
dang sau:
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\\server_name\folder_name\subfolder_name.

Sau khi ban da hoan thanh anh xa thi tén cla cac 6 dia s& xuat hién trén
danh muc d6 xuéng Look in.

Find (Tim kiém)
Chiic nang nay sé lam xuét hién mot hop thoai Find. Trong phan nay ban cé
thé chon tén tap tin, hodc mét thudc tinh, hodc cac & dia hodc cac thu muc
dé tim kiém. Ban c6 thé nhap vao tat ca cac chi s& ma ban biét. Tham chi
ban con cé thé gidi han thdi gian khi tap tin nay dudc luu Ian cudi cung. Bam
vao day dé tim hiéu thém vé lénh Tim ki€m

Cu6i cung, hau hét nhiing 1&énh nay (va mét vai I1énh khac) c6 thé dudc tim
thdy trong menu phim tat bang cach bam chuét phai trén mét tap tin hoac
moét nhém cac tap tin dudc chon. Chidc nang dudc ua thich la muc Send To
trong menu d6. Chiic nang nay cho phép ban nhanh chéng tao ra mét ban
sao clia (cac) tap tin dé trén dia mém, tao ra phim tat t6i tap tin d6 trén man
hinh nén, thadm chi khdi ddng chuang trinh gui thu dién t& ngadm dinh cla ban
va tap tin dugc chon sé trg thanh phan dinh kém cla thu dién tu.

Di chuyén/ Sao chép mot tap tin

Hop hdi thoai Open khéng cho phép ban kéo mét tap tin t6i mét thu muc
khac dé di chuyén né giéng nhu trong Windows Explorer. Nhung ban cé thé
Cut tap tin d6 va Paste n6é vao mét thu muc khac. Chon mot tap tin, bam
Ctrl+X dé Cut tap tin d6, di chuyén dén mét thu muc khac va bam Ctrl+V dé
paste nd vao vi tri ma ban muén.

T
= ) s e 12 L
Pay la mét meo nho ma khéng nhiéu ngudi biét [lam ma ban c6 thé
st dung trong hdp thoai Open d& xem xét ndi dung clia mot dia mém. Ngay
sau khi hop thoai Open xuét hién, hay gé a: va bAm Enter. Vang, ban c6 thé
chon & dia mém ti danh muc Look in: nhung meo nhd nay nhanh hon rat
nhiéu. Ban cling c6 thé s dung meo nay déi véi cac 6 dia mang. Ban c6 moét
& dia mang dudc anh xa tén la G, P: hodc bat ky tén nao khac khéng? Chi
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can gbé nhanh chit cai, ddu hai chdm va bdm Enter. Ban sé 4 vi tri d6 trong
nhay mét. Gé C: va bam Enter ban sé quay trd lai 6 dia ciing ctia ban.

. ~
Thuc hanh tong hop
Hay thuc hanh mét chat dé ban thdy vui hon va nhé dudc nhiing gi ban da
hoc trong phan nay.

= Tao ra mét sé tinh trdng. Trong 6 A1, hdy nhap doan van ban OSpring
2000 budgetLl.

= Chon File/Properties. Trong hép Title, hay gbé [IBudget Spring 2000L.
Bam Tab
Trong hop Subject hay gd [Expenses]. B&m Tab hai lan
Trong hdép Manager hay gé (Joan CummingsC]. BAm Tab hai lan.
Trong hép Category hay gé [Budget]. Bam OK.

= Bam Ctrl+S dé luu s6 tinh nay. Hay xac dinh vi tri ban muén luu tap tin
va bam vao Create New Folder (Tao thu muc méi). Go OPracticeld va
bam Enter.

= Bay gid gd OBudget 2000 1a tén tap tin va bAm Enter va déng sé tinh
lai.

= Bam Ctrl+O dé khdi déng 1énh Open. BAm vao nut Up One level.

B&m mét 1an vao thu muc Practice dé chon thu muc nay.

= Tu nat Tools hay chon muc Add to Favorites. Bay gio thu muc Practice
nay da co trong nat Favorites 16n. BAm vao Favorites, xac dinh vi tri va
nhap dup vao d6 dé xem ndi dung.

= M6t 1an nira bam vao nat Up One Level.

» T nut Tools hdy chon Find. Tt danh sach Property (dugi day), hay

chon muc Manager. Trong hop Value hay gé [0Joanl] va bam Add to
List.
Quay trd lai danh sach Property, chon Title. Trong hop Value hdy go
Obudgetd (khéng c6 trich dan), sau d6 bam Add to List. Xem xét hdp
Find files that match these criteria. Hady dam bao 1a Iuva chon Search
subfolders d& dudc kich hoat.
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Bam Find Now. Dgi vai giay (can cé 15 giay dé tim kiém) va tai liéu sé
xuat hién dudi hinh thiic phac thao trong hé théng clia ban. Nhap dup
vao Practice.

= Tap tin Budget 2000 sé& xuat hién. BAm chudt phai vao n6 va chon muc
Delete. Hay xac nhan hanh dong cua ban.
Bam vao Up One Level, xac dinh vi tri va bam vao thu muc Practice.
Bam chubt phai va chon muc Delete.
B&m vao nut Favorites dé xac dinh vi tri va bAm vao phim tat Practice.
Bam chubt phai vao né va chon muc Delete.

Toi hy vong la bay gid ban da quen thudc hon nhiéu véi cac tac vu quan ly
tap tin. Bay gid ban c6 thé t6 chic sap x&p tai liéu cla minh va tim lai ching
khi can thiét.

Con cac cong thuec thi sao?

Né&u ban di chuyén hodc copy mét s6 tinh c6 chita cac cong thiic ma chi dén
nhiing trang tinh khac trong sé tinh clia ban Excel sé thay d&i cac céng thic
dé chung tiép tuc chi d&n sé tinh géc chir khéng phai 1a s6 tinh méi. Day 1a
mot s6 van dé rat quan trong déi véi cong thic cta ban. Vi du, trong Book 1,
ban c6 cac cong thiic trong Sheet 1 chi dén cac 6 trong trang tinh 2. Néu ban
copy Sheet 1 t6i mét sé tinh khac trong Sheet 2. N&u ban copy Book 1 t6i
mot bang tinh khac (nhu Book 2 chéng han) thi céng thiic da dudc copy sé
ti€p tuc chi dén Book 1.

Trong Book1-Sheet1 cong thiic =A1*Sheet2!C1 s& bi thay déi thanh
A1*[Book1]Sheet2!C1 trong Book2 ngay sau khi copy. Ban c6 luu y dén
[Book1] da dudc dua thém vao cong thic hay khéng? Néu ban muén cai dat
cong thiic trong Book2-Sheet1 dé chi dén gia tri nay trong Book1 thi diéu nay
la t6t. Nhung ngudc lai, néu ban muén copy cac cong thiic dé tham chiéu dir
liéu trong Sheet2 trong bang tinh mdi, ban can phai bo [Book1] trong tat ca
cac cong thac.

Cach don gidn nhat dé xoa tat ca cac tham chiéu dén sé tinh cii trong vé tat
ca cac cong thirc l1a bna hay st dung I1énh Replace. Hay nhin vao mét trong
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s6 cong thiic trong trang tinh m&i vira dudc copy va tim xem cac tham chiéu
t6i bang ¢l (ching dudc ndm trong dau ngoadc vuéng, vi du nhu [Book1]).

Chon I&énh Edit/Replace trong trudng Find what, g6 [Book1] va dé cho muc
Replace with tréng. Cudi cung, bAm vao 1énh Replace all. Dugc roi, diéu
nay c6 vé nhu khé hiéu, hy vong réng trang tinh dugi day sé lam cho diéu
nay tré nén dé dang hon,

Book1 Book2

Sheet1 Sheet2 Sheet1 (Copy tu Book1) Sheet2
A1=5 C1=4 A1=8 C1=12
=A1*Sheet2!C1 = =A1*[Book1]Sheet2!C1=32

20

Coéng thic trong Sheet1 cho gia tri 20 (5*4). Sau khi dudc copy sang Book2,
cong thdc trong Sheet1 sé chi dén Sheet2!C1 nhung & trong Book1 cong
thiic nay cho gia tri 32 (8*4). Trong vi du nay, day khéng phai la diéu ban
mudén. Ban muén cong thiic G trong Book2 chi dén Sheet2!C1 trong Book2!
Bang viéc bd [Book1] trong tat ca cac cong thiic, ching sé chi dén trang tinh
tuong Ung trong trang tinh hién tai. Luc nay céng thic sé cho gia tri dung la
96 (8*12).

Binh dang du liéu (A)

Doi diéu vé dinh dang

Dinh dang cac 6 nghia |a thay déi hinh thic bén ngoai clia cac 6 d6. Khi ban
dinh dang mét & hodc mét viing dudc chon, Excel khéng bao gid thay déi noi
dung clia 6 d6 ma chi thay déi hinh thiic bén ngoai ma théi. Trong phan nay,
chlng ta sé xem qua cac tinh nang dinh dang cla Excel, cac tinh nang ma
Excel cho phép ban st dung. Sau d6, ban c6 thé (ng dung, va tao ra dinh
dang tuy chon cling nhu 1a xo4 bd dinh dang trong mét 6. C6 hai nai ban c6
thé dinh dang Excel. D6 la thanh céng cu Formatting va menu Format. Hay
b4t d4u vdi thanh céng cu.
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Thanh céng cu Formatting

Thanh céng cu Formatting thudng 1a thanh céng cu th(t hai tinh tr dinh cla
man hinh cla ban. Muc dich clia né 1a cung cap dudng truy cap nhanh chéng
dén cac dac tinh dinh dang: C& chi, Ki€u chit cling nhu [a mau sdc va can |é.
Hinh dudi day chi ra day la thanh céng cu tréi ndi, do vay ban c6 thé nhin
thay tiéu dé cla chung.

* Formatking
Arial vl':"'|BIg!

—— ]
B % %, WM EE DA

Khi t6i n6i dén mét 1énh tir thanh cdng cu nay thi ban hay s dung Clia sé
Tro gitp dé tim ching. Hay nho 1a Cta sé trg giup chi xuat hién khi ban dua
con tré chudt (khéng bam).

Kiéu chir

Hai nat d4u tién 1a Font and Font Size dudc s dung dé diéu chinh kiéu
chii va ¢ chii cac dir liéu trong mét 6. Kiéu va kich ¢& chir ngdm dinh
trong Excel 1a Arial va 10 chdm. Chadm & day la don vi do chi dugc sl
dung dé do kiéu chir. M6t cham & day la 1/72 inch (linch = 2.56cm).
Khong phai tat ca cac kiu chir nhung hau hét déu tuan theo quy luat
nay. Do vay, dé in ra tiéu dé cao 1/4 inch, hay cai dit c& chir 1a 72/4 =
18 cham.

Arial 1a mét kiéu chir khéng chan dudc nhin thay rat ré trong cac bang.
Serifs 1a cach goi tat cla cac phan nam & duéi cla cac ky tu. Time
New Roman & mét kiéu serif, viéc st dung kiéu nay gip doc cac van
ban dai d& dang hon, giéng nhu Microsoft Word.

Né&u ban muén thay d&i ki€u va ¢ chir, ngdm dinh trong tat ca cac s6
tinh, hay chon Tool/Options. Trong thé General, thay d&i phan cai dat
cla cac muc Standard Font va Size. Ban s& dudc nhac 1a phai khéi
dong lai Excel.

Font Style (kiéu chi})
Thuat ngr nay chi d&n nhiing tac déng 1&n ki€u chd khéng tac dong 1én
ban than chi. Dam, Nghiéng, va Gach chan la cac kiéu. Nhiing dac
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tinh nay sé khong thay ddi chii, chi thay déi kiu ctia chir ma théi. Con
c6 céac kiéu khac ma ban c6 thé st dung. & day chi cé ba kiéu théng
dung nhat. Vi du, néu ban muén nhap kiéu gach chan hai dong thi ban
chon Format/Cell. BA&m vao thé Font va Iua chon muc Underline trong
danh sach d6 xuéng.

D& thay ddi nhanh noi dung clia cac 6 thanh dam, nghiéng, hodc gach
chan thi ban hay bam Ctrl+B, Ctrl+| and Ctrl+U theo th( tu tuong Gng.
Bam mot 1an dé co6 tac dong, bAm thém mét 1an nita dé€ bd tac dong.
Chu y 1a nat Underline chi gach chan doan van ban ch khéng phai la
toan bo 6. D& vé dudng ké xung quanh 6, ban phai si dung lénh
Borders ma sé dudc thao luan dudi day.

Aligment (Can 1€)

SU dung cac nut can 1€ Trai, Gilta, hodc Phai cho cac 6. Trong mot
vung lua chon. Trong mét viing lua chon, mdi 6 sé& dudc can |é riéng.
C6 nhiéu lénh d& cin |& trong Excell hon 1a so véi thanh céng cu
Formatting! Néu ban tang chiéu cao dong, c6 thé ban ciing phai can
theo chiéu dimng cla ndi dung. Sau khi nhap dir liéu, baAm Ctrl+1 (hoac
chon muc Format/Cell), trong thé Alignment hdy chon muc Center
trén danh sach dé xudng. Ban ciing c6 thé chon muc Top hoac
Bottom (ngam dinh).

A B |

spring Budget

Merge and Center (Hdp nhat va Can gilia)

Pay 1a Iénh hai trong mét. Lénh nay sé hdp nhat mét ving lua chon
thanh mot 6 va can gitra phan noi dung. D& st dung chiic ndng Merge
and Center dé& chuyén t6i 6 c6 chita cac dif liéu can gilta, hay chon va
sau d6 bAm Merge and Center trong thanh céng cu. Néu c6 6 nao
khac trong vung dugdc chon c6 chira th( gi d6, ban sé nhan dudc thong
b&o canh béo 1a viing dugdc chon chira cac gié tri dit liéu hédn hop. Néu
ban thuc hién lIénh nay thi ndi dung clia 6 can trai sé dudc ti€p tuc s
dung.
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N&u ban mudn bdé phan hgp nhat mét 6 I6n, bdm Ctrl+1 (ho&c chon
Format/Cell), trong thé Alignment, khong thé kiém tra dudc muc
Merge Cells. Trong hinh vé dudi day, doan ky tu [IResearch
Expensesl[] dugc nhap vao trong 6 A1, sua d6 cac 6 A1:D1 dudc chon
trudc khi nhdp vao muc Merge and Center. N&u ban thay d&i d6 rong
cla bat ky cot ndo trong ving cac 6 16n thi tiéu dé van & gitra. Luu y 14
cac thang trong dong 4 duodc can gitra chi bang cach s dung riéng
mot chut Center thoi.

A | 8 | ¢ [ b |

1 FResearch Expenses

2 =econd Cluarter

3

4 Apr hay Jun

& | Development § 450000 % BF0000 )% 570000
B |Testing § 380000 § 490000 F 350000
7 |[Total § 530000  § 1160000 % 3950000

Numeric format (Dinh dang s6)
Thanh céng cu Formatting gém cé ba nut bam thuan tién dé dinh dang
cac
s6: Currency Style, Percent Style and Comma Style (Kiéu tién té, Kiéu
phan tram, va Kiéu dau ph4y). Nhimg con sé & bang trén da dudc dinh
dang vGi nat Currency Style. NEu ban muén dinh dang nhimng gia tri
trén (hoac 1a xoa bd) khong cb ky hiéu tién té, hay st dung nit Comma
Style. Luu y 1a Currency and Comma Style sé dién thém hai dau thap
phan vao gia tri thdm chi ca khi gia tri dudc nhap vao la mét s6 day da.
Xem phan du6i day dé xoa dau thap phan.
SU dung Percent Style dé chuyén gia tri thap phan thanh gia tri phan
tram. Vi du, 0.05 dugdc dinh dang thanh 5% mac du 14 Excel van coi
5% nhu la 0.05 khi tinh toan, luén nhé day chi 1a dinh dang. Néu ban
muéh thi ban ciing c6 thé nhap 5% nhu gia tri trong 6. Excel hiéu nghia
clia ky tu %. Do vay, gd 30% tdng mot 6 sé& hién thi 30% nhung Excel
biét gia tri nay thuc su la 0.3.

Adding/Removing decimals (Dién thém/xo4a di d4u thap phan)
Hay s dung dau thap phan tdng dan hoic giam dan dé lam theo ding
nhu vay. M6i I4n bdm vao nhing nat nay sé tang hodc gidm s6 dang
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sau diu thdp phan mét lan. Vi du, néu ban dinh dang 6 theo phan
tram, Excel s& khong hién thi bat ky d&u thap phan nao xung quanh
gia tri d6. C6 thé ban muén tang thém mét chir s6 dang sau s6 thap
phan dé xem gia tri dudc chinh xac hon.

Vi du, 27% cb6 thé 1a tir 26.8% hodc 27.2%. Tang thém mét chiic sé
sau dau thap phan dé dua ra gia tri chinh xac hon. N&u ban muén
gidm chi s& sau dau thamp phan dé khéng hién thi ra nira, y hiéu dau
thap phan ciing sé bién mat.

Indentation (Thut dau dong)
M®i 1an bam chudt vao nut Increase Indent thi van ban sé IUi vao bén
phai ba dau cach. Diéu nay sé rat hitu dung néu banmudbns phan cap
mot cot cac tiéu dé van ban.

Trong bang minh hoa bén phai, cac 6 tu A | B |
. e s ap | A o s N ~ 1 |Expenses
A2:A5 da lui vao mét lan. bBac tinh nay sé 5| Car $ 125.00
gilp ban tim ki€ém cac muc la mét tap hon 3 | Hotel $ 235.00
R R , L . B 4 Restaurants | $ 135.00
con cua mét nhdm. Ban ¢ thé bam vao nut & | Total 5 495 00

Increase Indent nhiéu lan. Ban cé thé diéu
chinh d6 réng clia cot dé xem tat cac dir liéu c6 trong d6. DE xoa bd
dau thut dau dong, hay bam vao nat Decrease Indent.

Borders and colors (Budng vién va mau sac)

S dung nut Borders dé tao thém cac dong vao xung quanh cac 6.
Khéng giéng nhu Underline, 1énh tao dudng vién khong vach mét
dudgn dudi ndi dung clia & ma chi 6 dudng vién xung quanh 6 d6. Bam
vao miii tén nhd chi xuéng dé hién thi ra bang mau clia cac dudng vién
khac dudc cai dat tir trwocs ma ban cé thé st dung. Pudng chdm &
moéi mau sé xac dinh noi ma Excel muén xoa bdé dudng vién. Ban
khéng co nhiéu co hdi lua chon vé cac kiéu dudng vién: manh, dam,
dudng kép. Trong bang mau, hay st dung dudng vién bén tay trai phia
trén dé xoa bo tat ca duding vién trong viing dudc lua chon.

\Tr
Khi bang mau dudng vién dudc hién thi, mét thanh mau xam
sé xuéat hién & phia trén cung. Diéu nay c6 nghia la bang mau nay c6 thé di
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chuyén dudc. Keé dudng vién mau xam lén trén sé tinh clia ban néu ban
mudn dung ndé moét lic. S dung cach nay thi ban khéng can phai quay trd lai
nut Borders. Diéu nay cling sé chuyén t6i nat Fill Color va Font Color.

Nt Fill Color dugdc st dung dé d6 mau da dugc lua chon vao ving da dudc
chon. Bam vao miii tén nhd chi xuéng dudi dé xem thém mau. Tham chi néu
ban khéng c6 may in mau, nuat Fill Color c6 thé dudc st dung dé in nhiing
bang mau xam. hay th( nghiém v6i may in cla ban dé tim xem nhiing phan
t6 bong mau xam tuong Uing véi t& mau. D& xoa bd mau td, hay chon No Fill
ch( khéng phai la mau trang.

S dung mau cho phéng chir cling theo céac tuong tu nhu vay. Nhung dac
tinh nay sé chi td6 mau cho cac phong chir. Mau cda phdng chir khéng lam
cho phan néi dung in trg thanh mau xam véi may in laser. Noi dung clia mot
6 luén in la mau den tri khi ban c6 may in mau. D& bé mau cho phéng chi,
hay chon Automatic.

|
ﬁ Day 1a mot meo rat hay. NEu ban ¢c6 mét 6 ma ban  khong

muén in ra, hay cai dat mau trdng cho phéng chir. Ban van cé thé nhin thay
n6i dung cla 6 do6 trong Thanh Cong thic.
0‘*'_’

= Pay Ia mot bi mat it dugc cong b, néu ban can thi co thé sir
dung. Excel cho phép ban s dung nhiing phéng chii, ¢ chir va mau sic
trong riéng mot . Vi du, néu ban can té dam mét tir don trong mét cau, hay
bam Ctrl+B, nhap tif nay vao va bam Ctrl+B mot 1an nita dé xoa bé thudc tinh
nay ti€p tuc nhap dir lieu. P& s dung mau phéng chif khac nhau, hay hién
thi bang mau Font Color va chon mét mau, sau dé nhap thém doan van ban.
Dudi day 1a mét vi du c6 phan phong dai 1én:

A |
1 |%ou can have different font attributes in a single cell.
2 |Even different colars.

And different forts. Why not?
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Thuc hanh téng hop

Né&u ban muén, nhiing chi dan dudi sé gitp ban nhdé lai nhiing gi ban da hoc.

Bam Ctrl+N dé tao ra mét s6 tinh méi.
Nhap nhiung du liéu duédi day vao trong trang tinh. Bung dinh dang gi
hét.

A | B | ¢ | D |
1 |Business Report
2
3
4 |Expenses  Morth WWest South
5 |Car 250 320 210
B |Hotel 5 530 310
7 |Total

Chuyén téi A2 va nhap OMonth of(] sau d6 bam Ctrl+B. Tiép tuc nhap
(OMarch 200000 va bam Enter.

Chon A5:A7 va bam hai lan vao nut Increase Indent, bAm vao nat
Italic.

Chon B5:D6 va bam vao muc Comma Style, sau d6 bam hai lan vao
muc Decrease Decimal.

Chon B4:D4 va bam vao muc Center and Bold.

Chon A1:D1 va bam vao muc Merge and Center.

e Chon B7:D7, bam Alt+= (hoic bam AutoSum). BAm vao muc

Currency Style, sau d6 bam hai 1an vao muc Decrease Decimal.

Trong phan sau, ching ta sé hoc thém vé dinh dang trong Excel. B&m

vao nut Next va ban sé vao phan dé.

Pinh dang df liéu (B) = &

Hiéu vé dinh dang

Bay gid ban da hiéu (ing dung dinh dang cho mét 6 khéng lam thay d&i dir
liéu trong & d6. Trén thuc t&, n6 lam thay déi dinhdang clia cac 6. Hay lam
mot thdr nghiém nhd. Trong mot 6, gb bat ky mot sé nao va bam Ctrl+ Enter.
Bam vao nut Currency Style, con sé nay sé dudc xuét hién dudi dang tién té.

Nao bay gid hay bam nut Del d& xoa ndi dung.
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Hay gd mét con sé khac va bam Ctrl + Enter.
Con s6 mGi nay lai xuat hien duGi dang tién
té. BAm nut Del chi xoa bd phan néi dung chir
khong xoé bd dudc phan dinh dang. Hinh bén
tay phai minh hoa rd nét tai sao bam Del lai
chi xoa ndi dung. Hai tang nay bao gbm céac
ki€u théng tin khac nhau.

Viéc bam phim Del trén ban phim xoé I6p content, con I6p Format thi khéng
thay d&i. Théng thudng, khi ban nhin vao trang tinh, ban sé they trang tinh
cla ban gdbm dong thdi ca hai 16p.

Loai bo dinh dang cua cac o.

Loai bd dinh dang ctia mét 6 1a xoa bd I6p Format. D& thuc hién diéu nay,
hay chon I&én Edit/Clear/Format. Dang tiéc 1a khdng cé phim tat nao trén ban
phim d& thuc hién Iénh nay. Luu y la menu con Clear ciing c6 ca lénh
Content ( ging nhu 1& bam phim Del) va All. S dung All & xoa cé hai 16p.

3

E Ban c6 thé dua thém nuat Clear Formatting vao thanh céng cu
Formatting theo nhiing buéc sau:

- Chon Tools/ Customize. Bam vao thé Commands.

- Trong danh sach Edit, hay tim muc Clear Formatting

- Kéo nut G bén canh vao thanh Formatting

- Mét nat méi sé van con & dé cho dén 1an khéi ddng sau clia chuong

trinh Excel

Lénh dinh dang 6

Menu Format chira rat nhiéu lua chon. Lua chon thudng xuyén la lua chon
Cell. Ban c6 thé dé dang lam hién thi hdp thoai Format Cell bang cach bam
Ctrl+1. HOp thoai Format Cells chfa rat nhiéu Iuva chon dudc chia thanh
nhiéu thé. Du6i day la phan gii thiéu ngan gon tong thé, ban sé biét chi tiét
hon & phan sau:

V4

So:



www.vncold.vn www.vncold.vn www.vncold.vn

Trong thé nay, ban sé tim thay tat ca cac dinh dang s6 c6 trong Excel. Néu 6
hoat ddng cé chita mét sé thi ban c6 thé nhin thay gia tri dang thay déi trong
viing Sample ( Méu) khi ban chon dinh dang. & duéi cla thé Sé, ban c6 thé
nhin they phan mé t& ngén gon vé dinh dang dudc chon cling v6i mét sé goi
y vé cach st dung. Mét sé dinh dang cho phép cac ban xac dinh cac s dudi
dang thap phan, cac ky hiéu tién t&, va cach hién thj cac gia tri am.

Muc Date rat hitu dung. Néu chlra mét 6 cb chira gia tri ngay thang hap 1é thi
ban c6 thé dinh dang & nay theo rat nhiéu cach khac nhau. Loai text cho
phép ban dinh dang 6 chira sé liéu dudi dang text d&€ nhiing gia tri nay khéng
thé st dung dugdc dudi dang cong thic. Ban ciing phai luu y dén su phan loai
gitra Currency ( tién té) va Accouting ( ké toan). Su khac biét gilta hai loai
dinh dang nay 1& muc Currency sé& dat ngay ky hiéu tién té vao sat ngay phia
bén trai cia dau hiéu. Trong dinh dang Accouting, biéu tuodng tién té sé& cin
c(r theo 1€ trai cla 6.

Alignment (Can |€): Gidng nhu tén cla thé nay da chi ra, thé nay gom co
céac lua chon dé can 1&, huéng va cach géi cac doan van ban.

Font (chit): Thé nay dua ra cac lua chon chuén vé kiéu chita. Héu hét cac
lua chon nay déu giéng trong thanh céng cu Formatting trir menu d6 xuéng
danh sach cac Gach chan, 6 d6 ban c6 thé chon kiéu khac nhau cho dudng
ké don hoic dudng ké kép.

Borders ( Vién): Thé nay cho phép ban chon dé tao ra tat ca cac loai vién
bao gom ca dudng mau cua vién va do day.

Pattern ( Mau): Cho phép ban chon mau sdc ma cac mau ctia phan loc. N6
c6 thé rat hitu ich trong dé thi khi phan danh bang xam |a chua dd. Ban c6
thé chon tUr &c bang loc clia cac duoi va cac dudng dé ap dung cho phan lua
chon clia ban.

Protection ( Bao vé): Néu ban chua quen thudc vGi dac tinh bao vé trong
Excel va cach thuc hién né thi thé nay c6 phan hoi kh6 hiéu. Hau hét thoi
gian ma ban s dung d3c tinh nay la déi véi cac 6 khong bao vé.

Con thu gi khac trong menu format khong?
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Trong menu Format, ban sé tim thady mét s muc khac. Day 1a phan trinh bay
ngan gon cho nhiing muc dé. Conditional Formatting (Pinh dang ¢6 luac
chon) va Style (Kiéu) s& dudc trinh bay trong hai trang tiép theo.

Format Rows (Dinh dang cac dong)

Lua chon Rows dugdc st dung dé xac dinh gia tri s6 dudi dang cac cham. Gia
tri nay sé trd thanh chiéu cao clla mét dong hoan chinh. Khéng c6 cach nao
dé ban c6 hai chiéu khac nhau ctia mét hang. Thay vé st dung Iénh nay, tét
hon 1a ban hay kéo duding phan cach phia duéi ctia mét dong, Clra s& huéng
dan sé& hién thi chiéu cao clia dong d6. Xem muc canh bao vé thay déi chiéu
cao dong G phan cudi cla trang nay.

Chon chtc nang AutoFit dé cé dudc chiéu cao clia dong dudc diéu chinh mét
cach tu dong theo chiéu cao cta ¢ chi to nhat ctia dong d6. Mot cach khac
dé lam viéc nay la nhdp dup vao dudng phan cach phia dugi cia mét dong.
SU dung chic nang Hide (&4n) hodc Unhide (khéng an) dé gidu hodc bo lua
chon gidu mét dong di. Khi mét dong dang & ché dd 4n thi chiéu cao cla
dong d6 bang O. D& bd lua chon 4n clia mét dong di thi khé hon mét chat. Vi
du, dong 10 hién dang & ché do an. D& bd lua chon an cho dong do, cach dé
nhat 1a chon bat ky 6 nao trong dong 9 hodc 11. Sau d6 chon muc
Format/Rows/Unhide. Hay gidu cac hang ma ban khéng mudn in.

Format Column (Dinh dang céac cét)

Cac lua chon trong menu con rat gidng v6i muc Rows. Kéo duong phan cach
gilta hai cot dé thay d6i do rong cla cot. D& cot dd rong giéng nhu d6 réng
cla dir liéu nhap I6n nhat trong cot, hdy nhap dup vao dudng chia cach bén
phai (giéng nhu chon muc Autofit).

S{ dung Hide (gidu) hodc Unhide (lam hién) mét cot. Mot 1an nita, dé
lam hién I&n mét cot dé hon 1a gidu né di, hay chon hai 6 trong bat ky dong
nao clia c6t E va G. Sau d6 chon Format/Column/Unhide. Gidu cac cot di
néu ban khéng muén in.

S{ dung lua chon Standard Width (d6 réng chuan) néu ban muén cai
d&t do rong cla tat ca cac cot ma ban khéng mudn tu minh thay déi dé rong
cla cot.



www.vncold.vn www.vncold.vn www.vncold.vn

y

ﬂ Ban c6 thé ddu ca dong 1an cot bang cach bam chudt phai vao tiéu
dé clia dong/cot trén bat ky diém nao cla tiéu dé dong/cot da dudc lua chon
(néu ban c6 nhiéu hon mét lua chon). Néu ban c6 cét C, D va E dang bi gidu,
hay chon cot cb tiéu dé tir B dén F, bam chudt phai vao B hoac F va chon
Unhide. Diéu nay sé lam hién |én tat c& cac cot gilta B va F. Ky thuat nay
cling thuc hién dugc véi cac dong.

Format Sheet (Dinh dang trang tinh)

Hay s dung tuy chon Rename dé déi tén cla thé trang tinh. Néi
chung tat ca cac thé thudng hay dudc déi tén. Néu cb nhiéu trang tinh trong
mot s& tinh thi rat khé nhé ndi dung clia tiing trang tinh. Viéc thay déi tén cla
trang tinh c6 thé dudc thuc hién d& dang hon bang cach nhap dap vao chinh
thé d6. G6 tén va sau d6 bam Enter (tén c6 thé gém ca chii hoa, chir thudng,
dau cach va khéng qua 31 ky tu).

Hay st dung chiic ndng Hide va Unhide dé gidu hodc lam hién ra mot
trang tinh trong mot sé tinh. Diéu nay sé rat hitu ich d& cac di liéu nhay cam
khéng bi truy cap.

S{ dung Bachground d6 mét hinh anh 1én nén ctia mét trang tinh, cac
hinh &nh nay dudc xé&p thanh tiing 16p nhu ngéi. Excel hd tro rat nhiéu kiéu
dé hoa (JPG, GIF, WMF va nhiéu loai khac). C6 1& chiic nang duy nhat dé
ban thuc hién thao tac nay la ban mudn xuét ban trang tinh ctia ban I1én trén
Web. Hinh &nh nén sé& khoéng duoc in dudc ra. D& bo lua chon nén, hay chon
Format/Sheet/Remove Background.

Luu y vé viéc gidu cac hang, cac cdt va cac trang tinh

Khi cac sé tinh hodc cac trang tinh dang & ché dé bao vé thi ban khoéng thé
lam hién ra cac dong, cac cot, va cac trang. Mac du la cac du liéu dang dudc
bao vé nhung codng thldc trong cac 6 cla cac dong, cac cdt, cac trang tinh
nay van lam viéc binh thudng.

2 - A an s - N
Canh bao vé viéc thay ddi chiéu cao cua dong

Khi ban thay déi chiéu cao clia mét dong thi ché dd tu déng sé tat. Ché dd tu
dong nay sé thay ddi chiéu cao clia dong bat ky khi nao cac ky tu trong d6
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tang 1én. Sau khi ban tu thay d&6i chiéu cao va tang kich c& cla cac di liéu
nhap vao trong dé thi ban c6 thé gap tinh trang tuong tu nhu hinh dudi day:

A | B | C D |
1 [PTO[GCT Summary
2

D& stra 16i nay, nhap dup vao dudng phan cach phia duéi hang dé.

Thuc hanh téng hop

Né&u ban muén, nhiing chi dan dudi day sé giup ban nhé dudc nhiing gi da

hoc.

e Bam Ctrl + N d& tao ra mét sé tinh méi.

e Trong 6 A1 bam Ctr+; (d4u cham ph&y) va Ctrl+Enter. Dléu nay sé in
ngay hién thadi.

e Bam Ctrl+1 dé hién thi hop thoai Format Cells.

e Trong muc Dates, hay th( thay d&i kiéu va xem xét mau trén day. Bam
Enter khi ban nhin thdy muc ban thich.

e Trong 6 A2 hay nhap 1450 va bam Ctrl+Enter, sau do6 la Ctrl+1.

e Chon muc Currency va badm Enter. Ky hiéu tién té dudc dat lién véi cac
s0.

e Chuyén dén bat ky 6 nao trong cot F. Chon muc Format/Column/Hide.
Cot F hién dang bi gidu.

e Bam vao tiéu dé cuta cot E (chinh vao chir cai E) va kéo ngay tdi tiéu dé
cét G.

e Bam vao nuat bén phai clia chudt trén tiéu dé cla cé cot E hoac G va chon
muc Unhide.

e TUu menu Format hay chon muc Sheet sau d6 la muc Hide. Trang tinh
hién thoi da dudc giau.

e Chon Format/Sheet/Unhide. Chi trang tinh nao bi gidu méi dudc danh
dau, badm OK. Trang tinh lai dugc nhin thay.

e Trong mét trang tinh m&i, nhap CSales Report]. Chon A1:E1 va bam vao
Merge and Center. Tiéu dé dudc can gilra A va E.

e Bam Ctrl+1 (hodc chon Format/Cells), trong thé Alignment, khéng thé
kiém tra muc Merge cells



www.vncold.vn www.vncold.vn www.vncold.vn




