EXCEL 2007
Tao Mau 3

BAI 5 NGAY 20.11.2009 UTBINH SOAN .

NOI DUNG BAI VIﬁT NAY UT BINH TU PI CHO - NAU AN VA BAY GIO DON LEN BAN
AN . CAC MON AN NAY RAT THONG DUNG MA BAN HANG NGAY THUONG AN . VOI
KINH NGHIEM HOC TAP EXCEL PUOC 4 BUOI HY VONG SE LAM HAI LONG NHUNG
BAN MO’I TIM HIEU HOC TAP EXCEL . PIEM NHAN MANH TRONG BAI VIET NAY LA
HAY NHIN KY 1 DONG DUO’I PO cod BAO NHIEU coT DE TU PO BAN TAO KHO1 CHO
DONG TREN VA TRON NO VA DUO’NG NHIEN BAN DA CO CAC cOT BEN DUO’I DE NHAP
TEN CHO TUNG COT . NGOAI RA CON HUO’NG DAN KY CACH TAO BO CUC DAN TRANG
CHO BANG TINH , XEM TRUO'C KHI IN VA CHINH KICH CO TRANG IN.

1. Chon Font : Times New Roman - Size 12 > Nhap Nat giao nhau .

2. Nhap 0 Al : Cong Ty TNHH HOAN MY > Enter .

3. Nhap O A2 : 123 Lé Loi, Quan 1, Saigon > Enter .

4. Nhap O A 3 : Pién Thoai 1234.567§ > Enter .

5. Nhap O A4 : DANH SACH HANG DIEN TU > Enter.

6. Nhap O A5 : S6 TT > Phim Mui tén qua Phai > Nhap : Ngay > Phim Mui tén qua
Phai .

7. Tao O MAT HANG : Trong Mau nay ban thay MAT HANG nam trén 4 C6t bén duGi .
Vay ban se Ré tao Khoi gom 4 o> Nhap Nut X0 xuong cua Merge &Center >
Chon Merge Cells dé tron 4 o) lai > Nhap : MAT HANG . (H1) .
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8. Nhap Vin ban cho 4 Cot bén duGi :
e Chon O C6 la Cot 1, nhap : TIVI > Phim Mui tén qua Phai .
e Nhap Cot 2 la AMPLI > Phim Mui tén qua Phai .
e Nhap Cot 3 la LOA > Phim mui tén qua Phai .
« Nhap Cot 4 1a MICRO .




9. Do Nbi dung Bang Tinh nay it c6t nén chon Khé Gidy dirng : Nhap Nut Print
Preview ( Xem Bai trucc huong dan tao Nut nay ) > Nhap Page Setup > Chon
Portrait > Paper Size chon : A4 210 x 297 mm > Nhap Nut Close Print Preview
dé tré vé trang trudc .(H3) .
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10. Tao Khung cho Bang Tinh d,é’ dé nhin thay giup tao dinh dang thuan Igi : Ré tao
Khoi tu O So TT den day Phai cua khoang 10 Dong > Nhap x0 xudéng cia
Bottom Border > Chon More Borders > Style chon 1 nét manh > Nhap Outline va
Inside > Xem két qua hién trong Preview > Ok . (H4) .

I-l:!%- H9-®-0Q )+ Book2 - Microsoft Excel - |
- Home Insert Page Layout Formulas Data Review Wiew Add-Ins @ - =
o S — | Sa - -
b mmenenton-n K ¥ (S = <[o] [ F (e |y o B e 2T
=] 53 == § == 3 Delete - E -
Paste B 7F U~ - ~|||[= i= e $ - % » |59 ;08| Conditional Format  Cell - Sort & Find &
- 7 ‘ = ” & —— | | | @ | - H Ll -).nl Formatting = as Table = Styles ~ EjFO”‘"Et = || &~ Fitter~ Select~
Clipboard ™= Font P Alignment ] Number [ Styles Cells Editing
F15 - (™ I |
[al s ] ¢ [ o [ E | F G H 1 J K L M N a P
1 Céng Ty TNHH HOAN MY :
2 123 Lé Lei, Quin 1, Saigon .
n s, Qui _ g Format Cells
3 Dién Thoai 1234.5678
. DANH SACH HANG BIEN TI'_’)—' | Mumber || Aligrment || Font ‘ Border | Fill || Protection ‘
— Line Presets 4
EN Y P MAT HANG
o T1| Ngay = Skyle:
6 i TIVI |AMPLI| LOA |MICRO Nome  —meam-
7 —_—
8 Mone Outline  Inside
9 EBorder
0
1 . BN Text Text
»
13 Color: Text Text
=
5
16
The selected border style can be applied by clicking the presets, preview diagram or the
17 buttons above.
18
19
20
21
22
-
24 T




11. Ban thay Bang Tinh cach xa Mép Giay bén Phai . C‘é‘m,cﬁinh cho sat Mep Phai nhu
sau : Nhap The Page Layout > Nhap Nut x6 xuong dé tang tw 100% Ién 145%
thi thay Bang Tinh da sat Mép Phai . (H5).
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12. Ban Pinh Dang lai tirng Dong — Tung C6t — Cho In dam — Canh giwa Middle Align
va Center . (H6) .
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13. Pinh dang Kich thudc cho Bang Tinh

: NGt Print Preview > Page Setup > Chon

Left = 0 va Right = 0 > Chon Horizontally > Ok > Pa thay Kho giay vua y . (H7) .
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14. Cach chinh noi rdng Width cho Bang Tinh

Preview: Pagel of1

: The Page Layout > Nhap tung nhap

X6 xuong cua Scale va quan sat thay Bang Tmh dén gan Mep Phai cua Kho Giay
hoac de lIén Mep Phai Kho giay > Nhap Nut Print Preview dé xem két qua khi in .
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Céng Tv TNHH HOAN MY
123 Lé L, Quan 1, Saigon .
Pién Thoai 12345678
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MAT HANG
TIVI AMPLI LOA MICRO

SO0 TT| Ngay

15. Tao Khdi cho van ban Tong Cong day Trai Bang Tinh : Tao Khdi O A15 va B15 va
tron 2 O lai, nhap : Tong Cong > In dam — Gach dudi .

16. Save : Nut Office Button > save As > Chon Excel 97- 2003 > Luu tai esktop —
Pat tén : Book1_20112009 > Save. ]

17. Ban c6 thé trinh bay lai Hinh thirc cia bang Tinh nay theo Y ban bang cach
Chon Font — Size — Mau — Khung vién dup . (H10).
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