Ll dete Excel 2007
1.0ffIce Excel.zoo7| o My 2

Bél 3 NGéY 17.11.2009 UTBINH SOAN

TRONG BAi NAY BAN SESTAO 1 BjNG TENH RL T THDNG DBNG HENG NG&Y Lé C¢
NHIgJ MFFT HANG . B&N SW TENH RA TPNG CONG C3 A CCC Mh T HENG BizNG CCCH CP
DBNG CDNG THZ C . B&l VI' TNéY Hf{ WNG Dda BeN TcO MdaJ Bj NG TéENH vé CCCH
NHAP LIgU VAO , SAUNQ@TINH TOAN T nDNG . VEMWI T HI C 1 TUAN NagN KHI
BEO CH' Bél VI' TNeY Sw C& NHI* U THI' U SE T CCC B&N THDNG Cj M . NalU CAN HOI
THJ Vas: utbinhdesign@gmail.com .3n{CTENH C2N C¢ : NHAN i TRE- DZNG.

THAM KHAQO THaM TAI :

MICROSOFT OFFICE : EXCEL ( Nh@p I°n link nay cuia Quan Tri'Mang) .
MS Excel - B " i 1: Blst LSu Microsoft Excel 2007

MS Excel - B " i 2: T%y chaAanh trong Excel

MS Excel - B " i 3: L"m vi<c vQi Workbook

MSExcel -B" i 4: Thao t 8c v Qi dv | i <u

MS Excel - B " i 5: Chanh sAa Worksheet

MS Excel - Bai 6: Tinh toan trong Excel

MS Excel - B ™ i 7: THo Macros trong Excel 2007
MS Excel - Bai 8: Sort and Filter

MS Excel - Bai 9: Graphics

MS Excel - B™ i 10: Bi u LN trong Excel 2007
MS Excel - B™ i 11: n"nh dHng b)ng t2nh

MSExcel -B"i 12: Ph8t tri n Workbook

MS Excel - B i 13: n°nh dHng trang t2nh v~ in

MS Excel - Bai 14: Layout

MAD BAf TAP : V' 0 MHng gM: M@ Excel L® caynhi‘w M@u .

E =] O E F G H 1 o K L M H o F o F = T
1 » Himg Thipc Phim - BACH HOA
: M Xwomg . Phivieg 3 . Buis 3

DANH SACH MUA SACH - GIAY - VIET - LICH

TEN HANG
Fl
TANG
SOCH SIAT TIET CH
5 HGLT y CONG
E =1 OoH THLHH =1 ooH THLHH =1 ooH THLHH =1 OoH THLHH
ovT ovT ovT ovT
7 upns | ELA TEH urpHG [ ELA TEH urphs | ELA TEH upns | OGS TEH
2 1112003 | gl w6 25000 150000 | Fum ns TO0a0 S50000 w | 00T {2000 S4000 | emka| 5O | FO000 1500000 2084000
a 2.11.2003 | degka| 005 | F5000 250000 Fa= 05 | 70000 420000 LkAn) 20000 1500000 | aegka| 520 | FOOO00 ) 15500000 17

3.11.2003 | auea) 123 1E+05| 15576000 | Ram | OT TO0a0 430000 033 | =gqon ST5000| aaebe| 410 | Z0000 | 12300000 ( oo yupn

1 6.11.2003 | auea| 020 | TOOOO 1400000 | Fa= 12 TO0a0 S40000 aTa G000 432000 | aagba| &6 | 0000 1350000 1652000

gz | SM.2003 [ aegkal 035 ES3000 2415000 | Faa | 20 TOOOO0 1400000 n | 123 5000 E15000 | angbs) 2222 F0000 | GEEE0000( -

4z | 3-11.2003 |a.gha| 016 | 25300 A04500| ram | 25 TO0a0 1750000 - | 560 aogn| 2240000 .. 452 | Z0000 | 13560000( 4rqrggnn

14 15112003 | aeghe| 256 | TI000| 1S6SS000( kem | 40 | TOO0OQ [ 2300000 .| 425 000 1275000 | Qagka| 260 | Z0000 TS00000 T05632000

g5 | 15-11.2003 | aegbal 024 SEO00 1554000 | Fam 55 Toooo0 FES0000 a | 0TS 2000 150000 | aegkal 254 | FO000 TO2O000|  goe 4000
20.11.2003 | aemta| 045 | 32000 4140000 | Ram [ 06 | TOO00 420000 - | 056 SE000) aewa| 1112 | 30000 | 3IZIE0000| ao2qzen00

1000
n | O35 7000 245000 aagraf 2350 30000 | TOSO0000 | Zqenqpon

22.1.2003 | aegks| 122 | BS000) SF2I6000( rem | 0S5 | TOOO0D SE0000

24.11.2003 | degka| 015 | SE000 ST0000| Fam | 03 | TOOO0 E3E0000 o3 5000 AS000 | deghal  TEH [ FOO00 | 2F40000 3EES000

FOO I I I I I B I I R

19 S0M.2008 | dama| 012 | AEOO0 ME2000 | Rum 410 TOO00 2500000 | 24T =000 TA1000 | Guwka| 3SD | F0000 [ 23400000 34093000
ING CONG | 628 EE-07 233 2E-07 28 SE-DE E 13 JE-08

0

z1

e

23 Ghidn 2, ngdy 30 thdng 11 ndn 2003

zd =3 hang Trl.r\a'ng



mailto:utbinhdesign@gmail.com
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61331_MS-Excel-Bai-1-Bat-dau-Microsoft-Excel-2007.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61420_MS-Excel-Bai-2-Tuy-chinh-trong-Excel.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61437_MS-Excel-Bai-3-Lam-viec-voi-Workbook.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61475_MS-Excel-Bai-4-Thao-tac-voi-du-lieu.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61526_MS-Excel-Bai-5-Chinh-sua-Worksheet.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61560_MS-Excel-Bai-6-Tinh-toan-trong-Excel.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61596_MS-Excel-Bai-7-Tao-Macros-trong-Excel-2007.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61641_MS-Excel-Bai-8-Sort-and-Filter.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61677_MS-Excel-Bai-9-Graphics.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61749_MS-Excel-Bai-10-Bieu-do-trong-Excel-2007.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61799_MS-Excel-Bai-11-Dinh-dang-bang-tinh.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61841_MS-Excel-Bai-12-Phat-trien-Workbook.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61888_MS-Excel-Bai-13-Dinh-dang-trang-tinh-va-in.aspx
http://www.quantrimang.com.vn/kienthuc/tin-hoc-van-phong/ms-excel/61967_MS-Excel-Bai-14-Layout.aspx

n ®NG TCC HAY DENG

f C8ch nQirXng hay Thu h!p CXt : ChKn D cSn nQirXng hay thuh!p CXtn'y >
n°scon tro tai gac Lay Phdi cua D Chlw Con Tro bi°th thanh D@u + > Ré qua
Phyi L” nQirXng CXt v' qua Tr8i L" thu hi p CXt .

Ad - G fe
B C ) D. _E
Vin Phong Phim : BACH HOA
hwdngd, Quédn 3

1] EC'N
LUFHG GLi

2ATT

4
c | TT | NGAY SACH
6

f C8&hnQirxnghay Thuh'p D _ng : ChKn D cSn nQirXng hay thu h! p D, ng
n"y > n°con tro tdi gac Lay Phai cua D Chlw Con Tro bi‘wh thanh D@ + > Ré
xuling d1d hay I°ntr°en L* thu hép Dang v’ xu=ng d} Qi " nQirXng D, ng .

A3 M fe | DANH SACH MUA SACH - GIAY - VIET - LicH

A B C D E F G H I J K L M N 0
1 |Crra Hang Vin Phong Pham : BACH HOA
2 35T XUreng, PhirdPng 9, Quédn 3
4 DANH SACH MUA SACH - GIAY - VIET - LICH
ol v\ Dé con trd goc déy Phai
5 Con tré bién thanh dau +
6 ré n&irong hay thu hep Dong

 THoOKh=Zi v TrXnD:
0 THo KhZicho D cSn nGirXng : ChKn D b°n Phyi ( D c@ mu rt'ng L°n gilu
hen n"y) > R° qua Trai L°nn D c@ mu ri'ng .

‘EB !
E

E 1] F G H | J K 18 ul H a F @ R = T u l
(8 8 8§ & B & & & & &8 & & & & ® §& & &8 & & & & & & § § § § |

| DANH SACH MUA SACH- GIAY - VIET - LICH

fe | DANH SACH MUA SACH - GIAY - VIET - LICH A/

—a | | e -




o Trrn D : ChKn D c@ Tr'" n sau khi LasTdo Khii > Nh@p x!' xulng cua
Format > Tab Alignment > ChKn Merge Cells > Ok > ChKn N¥ Middle
Align vasNut Center L® canh gilea > N¥ Bold L’ in Ltam .

’t“ﬁuqvp_ e Bookl - Microsoft Exce _ = x
N
- Home Insert Page Layout Farmulas Data Review Wiew Add-Ins @ - = X
iy = 1 1 Salnsert v -
B & |l Caibri ‘1 - A A [FE =] |S | cenena - ij‘ % ‘;,j i W [ﬁ
— 53 - =2 — P Delete IE'
Paste B 7 U B By A = = =||== = < § -~ 9, 9 [|%0 ;09| Conditional Format  Cell e Sort & Find &
= 4 l I I 4= ==F|E=EE @ l |[%60 +a] Formatting = as Table = Styles ~ LEjF"""'at' 2 Filter~ Select~
Clipboard = Font I= Alignment I= Mumber I= Styles Cells Editing
N3 ~ (@ | ¥
A B C D E F G H I J K L M N Q E

12

1 |Ctra Hang Vin Phong Phim - BACH HOA
2 |35 Ta Xworng , Phrgrng 9, Quan 3

3 |DANH SACH MUA SACH - GIAY - VIET - LICH Mumber | Migrment | Font | Border | Fil | Protection

4 Text alignment Crienkation

3 Horizontal: +* .

b General v e .

z ‘ertical: |D I T .

3 2 J—
Bittam v o || Text M

9 t )

10 * ’

1 Texk control .

12 Qegrees =

13

14 u 2

15 Right-to-left

16 Text direction:

5

|. TGO Bj NG

1. TeO CCC D TRaN CENG :

il
)l

= =4

ChKn Font : Times New Roman i Size 12 .

Nh@ Nut giao nhau gilea Ct't StuvasCXt Chv " L™nh dHng to”" n bX vkn byn slsp
nh€p n%i dung .

Nh€p tht hang chlwtr°n cung : C['A HANG TH['C PHAM BACH HQA > Enter >
nawxchon D A2 .

Nh@p ti°p vin ban : 35 T¥X11ng, Phling 9, Quén 3> Enter> nawchdn D A3
Nh&p ti°p vkn ban : DANH SACH MUA SACH i GIAY T Vlari LVCH > Enter >
nawchon D A4 .

Nh&p ti°p n¥i dung : SWTT > Nh@ Phim Mui t°n qua Phdi > nawxhdn D B4 >
Nh€p : NGéY > Nh@ Phim muit°n qua Phai > nawhon D C4 > Nh€p : TEN
HENG .

2. nI'NH DANG :

l

ChKn Kh3 gidy : Do n*i dung nhi®w n°n ban c@ chon Kh' gi@ ntwm Ngang

Nh@ Nut Print Preview > ChKn Myc Page Setup > ChKn Tab Page > ChKn
Landscape > Paper Size chon A4 210 X297 mm > Ok > Nh@ Nut Close Print
Preview L° tn'lai Trang nh©p li®u . (H1) .



Bookl - Microsoft Excel

Q.

= ',
Sl
i
~ Print Pre

@ T3 Next Page E

L4 Previous Page

Print  Page Zoom X Close Print
Setup Show Margins Preview
Print Zoom Preview

Page Setup

Page | Margins | HeaderjFocter | Sheet/

Cira Hang Thire Phim - BACH HOA
35 Ta Xwong , Phireng 9, Quén 3

A A i E 9 Portrait Land
DANH SACH MUA SACH - GIAY - VIET - LICH Ororgai @ Landscape

s6TT NGAY TEN HANG

Crientation

Scaling

(@ adjustbo: 100 % | % normal size

O Fit to page(s) wide by Eltall

Paper size: |

Print guality:

First page number:

R3a Phyi Gidy In : BHn quan s8t thdy vHch Lnng ¢ chdm tHicXt N |, Lalasria
Phyi cea Gidy in A4 ntum Ngang . N¥i dung nh€p vao khtng L11c trao ra khoi
mep n7y .

Tt Khiu Hang chlw: C[AHANG ... L"ncXt N > n® con tro tai Lay Phai A1 >
Con tro bi‘in thanh d@ + > R° xuling mu r'ng Dang nay > Size 14 > N¥% Bold
in L&m > N¥ Middle Align vasNut Center canh gilea .

H ng chv : 35 T¥4Xl1ng ... czng thoc hi<n c8c bl Qc gi=ng tr°n nhl ng Size
v@n gilwlasl2 .

L1 u Nh@ Nut Save > ChKn Desktop > File Name nh€p : DanhSach _1 > Save
As Type chon : Excel97 -2003 Workb ook > Save . (H2) .

(0l ) H9-™-0 )+ Bookl - Microsoft Excel _ = x

L=

| Home | Insert  Pagelayout  Formulas  Data  Review  View  AddIns

@ -
, , =
‘= < alnsert - | X -
By Com— N — BT A R
- % Delete - || (]~

EiE| - | $ - % o [|%3 ;%8| Conditional Format  Cell Sort & Find &

ZMIES [l 28 Formatting = 25 Table - Styles - | [51Format = || (2~ Fitter~ Select~

Clipboard & Font F] Alignment F] Number F] Styles Cells Editing

= 4

ot fmir om0 A

<

A2 -3 fx | 35 Tu Xwrorng, Phrging 9, Quén 3

A B [

1 Cira Hang Thyc Phim : BACH| )
DZ TR g, Phireng 9, Qudn 3 Save in: ‘@ Desktop V| @-32 X = =R
3_|DANH SACH MUA SACH - GIAY - VI [ Iy Recert rm EZ::JD“;::S
: soTr NGAY TEN HANG Mﬁ ‘-QMV MNetwork Flaces
: y o
7 Sogeunerts [ HINH MH EXCEL 16112009
z ) "C";’mputer B sorTwares
o £33 THANS 11 MAM 2009
‘ﬂ My Metwark.
10 Flaces
11 o
12 i
13
14
15
16
17
18
;3 Fiegame:  [Danhsach_t <— v/
Sawe as Lype: | xcel 9 0ok,
21
= —a =] I




T

Tt Khiu hang chlw: DANH SACH MUA SACH i GIAY T Vliarli LVCHL"n CXt N >
Format > Format Cells > Tab Alignment > ChKn Merge Cells > Ok > a94 tri'n
cg&cDcea D, ngthn 3th"nh1d,ng > R° mur'ng dang > ChKn Size 20 i Bold
T N¥t Middle Align vasNut Center . D, ngn”y L« Ll ac nQi rXng 1 Chlwto 7 In
nteam v° nWm giva ngay t©&m > Nh@ Nut Print Preview L° xem . (H3) .

Cita Hang Thuye Phim : BACH HOA
35 T Xworng , Phwrdng 9, Quédn 3
DANH SACH MUA SACH - GIAY - VIET - LICH

sOTT NGAY TEN HANG

3. TGO CCCD TaN HENG Vé CCCCHOT CHI TI' TCSA TONG TaN HENG:

BHNn quan s8t d1 Qi chv TgN HENG c- 4 MEt Hang SACH T GIAY T Viari LVCH MYi
MEt Hang cay 4 C't gitng nhau las : nyn ViTimh (n VT 1 SwlLli{ng - nynGia 1

Th

o

T

‘'nh Ti’ n . BHn chAcGn tHO chi ti"t cho 1 MEt Hang rii Copy > Paste cho 3 MLt
ng c, n IHi .

BHN L« nhtgp nXi dung cho D : SWTTi NGéY i TaN HANG

1
2

CAE. T, I ST

A B & 5 T u W W X ¥ rd AR AR AL AD AE
Cira Hing Thee Phim : BACH HOA
35 Ti Xwong , Phedmg 9, Quin 3

DANH SACH MUA SACH - GIAY - VIET - LICH
SO TT NGAYT TENEANG

BHN nQi rXng CXt cea S=TT 1 NG&Y, ri°ng MFT HANG ban c@ chdn nhiw D
re tluD C4 LL"n D AG4 v trXn D IHi .

ca 40— ~(> £ | TENHANG ——

1
2

o | W

w e |~

A B C 5 I u v w X A Z A AB AC AD AE AF AG AH Al Al
Cita Hing Thye Phim : BACH HOA

35 Ti Xeong , Phedong 9, Quin 3 \

DANH SACH MUA SACH - GIAY - VIET - LICH

SOTT NGAY | TEN HANG 1




f Nh@p vikn ban TDNG CDNG cho D k®ub°n > THo KhZiv' TrxnDchoDn'y > Td

Kh'u Hang nay , mu rt'ng , canh gilea vasin L&m > Nh@ Nut Print Preview .

(ea Hing Thow P : BACH HOA
35 T Xeomg | Boring 9, Quin3

SOTT NeAY

DANH SACH MUA SACH - GIAY - VIET - LICH
TENHANG

TONG CONG

f D11d TaN HANG cw4 MEt Hang 1 MidbMEt Hang cw4 C't . V&y ban trn 4 D L
tHo DMit H ' ng ( D) U Lwlaxws4 C't) .

0 M¢tt Hang SACH : ChKn 4 D tluC5 L"n F5 > Trt'n D > Ti°p tuc 4 D k°vti°p

cho thing MEt Hang : GIAY T Viari LVCH > Tt Khlu vastao vi‘th sexth@y
k°d qua viw lam. (H14) .

M ~(0 fjsom

A

1 |35TiXwon

3

B C )] E

1 |Cita Hing Vin Phins Phim : BACH HOA
g, Phirdng 3, Quén 3

// DANH SACHMUA SACH - GIAY - VIET - LICH

F

G H ] K L M i

Détao 4 0 MatHang
Dwdimai 0 co 4 ot

8011

NGAY /

10n6 cOng

/ TENEING /

-

(== - SRR T R

11

12

13

14

15

16

Nh€p t°n ME£t Hang : ChKn 1 0 > F2>G Mnhtg : SCCH i GIAY i Viar i
LVCH choti ng D> InL@m i Canh gilaa .
Nh€p t°n cho tlunng C't : Ch%l , miwclt caw 2 H ' ng chv . BHntrXn 2 O

tren vasdl 14 thanh 1 O > Nh@ x*' xulng Alignment > Tab Alignment

>

ChKn Wrap Text > BMchKn Merge Cells > Ok > GM: SIb > Enter > GM:
L{['NG.BHn L«c- 1 O 2 H ng chv . (H15).



I-/D@ Hw-~- (8 )= Bookl [Compatibility crosoft E - =7 X
= Home Insert Page Layout Formulas Data Review Wiew Add-Ins @ - T X
oo i — = ] =) = - -
B T | 2 Y C M o T 2T d
P_t = Iy A = i= || 0 Loo||| C a':) | Format _cu ¥ Deete - IEvsrteseFd&
aste B 7 U ~|mie - -|||= = == == - - By |[%0 0 onditional Forma el e 0 in
- | L{EEE R L il I|== == | || 8] Formatting ~ as Table = Styles ~ LEjFormatv 27 Filter~ Select -
Clipboard ™= Font (F] Alignment E} Humber (Fi Styles Cells Editing
D& - | ¥
L | Format Cells —
A B C D M N (8]
1 CiraHang Van Phong Phém : BACH HOA| | Mumber | algrmert | Font | sorder | il | protection
2 35Td Xwong , Phirdng 9, Quéin 3 Text alignment Orientation
Harizontal: * . =,
3 \ General - + Y - VIET - L:!:CH
i Wertical: 1] £ T .
SOTT | NGAY \ r | = e Y
4 Bottam v « || Text
5 \ SAC b . VIET
= +
z SOTT - Tex%tro\ .
7
2 [CJiterge celis; |
10 Right-ta-left
et Text direction:
E
13
14
15
16
17
18
OF Cancel
19 —c—
20

o D¥ng C!ng cy Format Painter I’ Copy L'nh dung : ChKn D vi atHo ( SDb
L{['NG ) > ChKn C'ng cy Format Painter > D vluatdo ca Khung nh@p
nh8y > Nh@p I°n D k°ti°p > BHn L« d&n nnh dungv'oDn'y ,M:n [ N
> Enter > GMGIC . Cpdyngti"p choD THENH TI‘ N > nihh dang cho
D.,ngn"y:Size 81 Inn@m 1 Canh Gilea . (H16) .

531 v A =
A B c [ E F [3 H 1 " K L M N o P a R 5 T u
1 |Cita Hing Vin Phong Phim : BACH HOA
2 |35TuXwong, Phurdng3, Quin 3
, , TRONCOVaBINHDANG pANH SACH MUA SACH - GIAY - VIET - LICH
A so TEN HANG T0NG cONG
s | TT | NGAY SACH GIAY VIET LICH
6 2] el THLNH
s6TT
7 LIONG GIL TIEN
2
g
10
11
12
13
14 =
15
16
17
12
19

0 Sau khi hoan chinh LEt t°n 4 C't
cho 3 MEt Hang can lai .(H17).

, bHn ¢c- th’ Copy > Paste 4 C''t nay

1 | Cira Hang Vin Phong Phim : BACHHOA
2 |35TiXwong, Phudngd, Quén 3

DANH SACH MUA SACH - GIAY - VIET - LICH

TEN HANG

TONG cONG

NGAY GIAY LicH

7
THANA T
TIEN !

E
LUONG

80
LUONG

38
LUGNG

oM
Gl

THEHH
TIEN

0N
Gl

THI N0
TIEM

O
Gl

THIHH
TIEN




1 IO KHUNG : ChKnto'n bXB)yng > Nh@ x* xuung More Borders
> Style chdn nat Lup > Nh@p Outline > Stylechn 5 n® Ly n

More Borders

> ChKn

mynh > Nh@p Inside . Quan sat k°u qua vlwa chdn trong Khung Preview > Ok .

(H18) .

= R - S Bookl [Compatibility Mode] - Microsoft Excel - X
En f y
Toa pE
Home Insert Page Layout Formulas Data Review View Add-Ins @ - T X
= = £} | Gensert- | E -
_] & Times Mew Rom ~ 12 A A | |= @ General - ﬂ ﬁ g & D ﬁ
By . =2 3 Delete ~ || @]~
Paste B I U-~ [t A~ | == =|&E = = | % - o, 9 ||%2 ;08| | Conditional Format  Cell Sort & Find &
- F oo s - ! Bt |8 [|%6 5% Formatting - as Table - Styles = || [EdFormat™ | (2~ Fifter~ Select~
Clipboard ™ Font e} Alignment e} Mumber F} Styles Cells Editing
A4 -2 Ele) ¥
& ‘ Format Cells =
[A] 8 | ¢ | o | e ] F [ a R s |1 | u b
1 |Cira Hing Viin Phong Pham : BACH HOA | Murnber ” Alignment || Fant |Bnrder ‘ Fill || Protection
2 |35TaXweng, Phrdng9, Qufin 3
Line Presets
. I
Style:
4| SO
s | TT | NGAY SACH unnjx Outine  Inside LicH TONG CONG
'3 saTT ) N THLINH Eorder EON THLNH
7 LUONG GU, TIEN G GI TIEN
: rd
3 Text Text
=
11
12 Color: Text Text
13 Aukomatic hd
14 =|
z BE B BE
16
17 The selected border style can be applied by clicking the presers, preview diagram or the
18 buttons above.
19
20
21
22
23
24
.
26
27
28
29

o Trong ct TDNG CONG c@ xar vach Llung gil@a : Czng trong Byng More
Borders , chKn bi’ u tl ang ¢c- vHch Lnng giva > Khung Preview Laoth@y
m@ vach gilea > Ok . (H19) .

Format Cells

<

buttons above,

The selected border skyle can be applied by

5 T
| Mumber || Alignnment || Font | Border | Fill || Prokection |

[_] Lire Presets
L Skyle: P - R

Nore = +
E _________ Mome  Outine  Inside TONG cOneG
H i am——— Border / I
I i 7
I . Texkt %xt
] Color: Texk Text
i .

ing the presets, preview diagram or the

oK ] [ Cancel




Il . NHAP NDI DUNG

ntikhi ban cung khtng c@ tao M@ Bang Timh m@ nhi°w thyyg giiun°w ch} a quen , bHn
chacCn Copy > Paste Cac Bi®u M@ d¥'ng sk tren Mang ( V'o MHng gM: M@ Excel ) .
Sau Labdn chi'c@ ninh Dang ldi chung theo yri°ng cua ban nhl : N r'ng hay thu
hip CXti D, ng1 ChKn Font i Size 7 Canh gilea vasnh©p li®u .

f Nh€p SWwThluT! tlynho L% hwn : ChKn D LCu ti°n > F2 > Nh€p : 1 > NhCp : 2
choDdl i Law> ChKn 2 D nay > n° con tro gac Lay Phdi D casstu 2 > Con tro
bi‘ln thanh D@ + > R° xuling tao t1” LT'ng cac swthlutl” can lai.

0 ChAL'nh c8c S=Thn To I" s=C p : ChKn c8c S=TT > X! xullngc €a
Number > ChKn Custom> Type nh€p : 00 > Ok > Canh gilea . (H11).

0 BHn quan s8t thdy cXt S= 13 ang S8ch c- c8c s= kh8c nhau . BHnc- th’
quy Linh cac s'unay miwstuca3 con su( Type nhSp : 000) .

1 Trong 1 C''t cwn®i dung gitlng nhau : C't nVT nh€p : Quy®n > Con tro cwd@u
+ r° xultng saxcho k°u qud cac D can®i dung giting nhau .

9 I2nh T>ng CXng s=11 ang S8ch :

Ctng Thic: SUM ( Qu® Kh=i ) Enter . [ GMchv SUM i GMddu ( -
Qu®@ Kh=i 7T GMddu ) i Nh@ Phim Enter ].
T T2nh Th™"nh Ti'nceaNg 'y 1.11.2009 = StulLl1'ng X nyn gia.
Ctngthlwc: = D8*E8 Enter (D81 E8I" t°n D).
0 T2nh Th'nhti’nc8cng’yc,nlHi : n°contrd tdi Lay Phdi cia D k°u qud
vl timh > Con tro bi°n thanh d@u + > R° xulng cac D can |di




