EXCEL 2007
TAO MAU 4

BAI 6 NGAY 21.11.2009 UTBINH SOAN

TRONG BAI MAU 3 BAN PA TAO PUOC 1 BANG TINH CO 1 DONG MAT HANG VA 4 COT
TEN HANG NAM DUOT . PO LA CACH CO' BAN TAO 1 BANG DANH SACH PON GIAN MA
BAN THUO'NG XUYEN GAP PHAI TRONG UNG DUNG EXCEL . BAI MAU 4 NAY GIUP BAN
CHE BIEN TU MAU 3 DPE TAO 1 BANG TINH PHUC TAP HON . CACH THUC HIEN UT
BINH TU SUY LUAN VIET BAI NAY MA CHUA THAM KHAO VAO TAI LIEU SACH HAY
MANG . UTBINH RAT MONG NHAN PUOC Y K IEN BO SUNG , PONG GOP CUA CAC BAN
PRO GIUP UT BINH CHINH SUA CHO HOAN HAO TRONG BAI VIET KE TIEP . TU BAI
NAY CAC BAN CO THE BAT DAU CHE BIEN CAC MAU PHUC TAP HON NUA DUA VAO
MAU 3 VA MAU 4 CO BAN NAY .

1. Mg Chuong Tfinh : Nhap Shortcut ciia Chuong Trinh Excel 2007 tai Desktop dé
md giao dién > Chon Font va Size > Nhap Nut giao nhau cua Dong va Cét .

2. Mg File vura luu : Nhap Nut Office Button > Open > Hién ra Recent Documents
( Tai liéu vira m @i mé ) , chon Book1_20112009 > Pa hién ra noi dung File nay
trong Sheet 1. i

3. Chon Khd Gidy : Do néi dung bai nay tao Bang Tinh co chiéu Rong ( Width ) dai
nén ban can phai chon Kho Giay In Ngang , cach tao nhu sau : Nhap Nut Print
Preview > Page Setup > Chon Landscape > Paper Size chon : A4 210 x 297 mm
> Ok > Nhap Nut Close Print Preview .

4. Tao 4 Khdi MAT HANG dan n#di tiép : }

« Cach chon Khéi : Nhap O goc Trai trén > Giu PHim Shift > Nhap O day Phai
duci > Pa thay t6 xam Toan Khoi da chon > Ctrl+C dé Copy Khoi vua
chon.

« Nhap O C5 > Ctrl+V dé Dan vao tao Bang ndi tiép > Nhap O K5 va 6 05 dé
Dan tiép tu c > Banda c6 4 Khoi MAT HANG giong nhau no6i tiép nam
ngang > Nhap dup bén ngoai dé bién mat Vung Chon dang nhap nhay
(H2) .
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5. Tao 1 Dong phu 1én 4 Khdi MAT HANG : ,
e TO Khoi 4 O Mat Hang > Nhap x6 xuong cua Ins ert > Chon Insert Sheet
Row . (H3).
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6. Binh Dang lai Bang Tinh :
AY ~ 2 2 4 r N'm
e Chon toan bo Bang Tinh ( Ap dung cach chon Khoi ) .
? 4
e Tao Borders cho Bang Tinh . (H5) .
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7.

e O SO0 TT va O Ngay : Tao Khdi
Dong trong m@i vira tao : Tao Khai

— Tron — y .
— Tron — Nhap : MAT HANG — Canh Giua

Canh giva .

e NGi rong — Thu hep C6t va Dong cho phu hop my thuat.
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Piéu chinh Bang Tinh nim t rong Khd Gidy In Lanscape

: Nhap The Page Layout

> Giam dan trisd % cua Scale cho dén khi Mép Phai Gidy In nam bén ngoai

Bang Tinh hodc nam dé 1én Mép Phai Bang
xem trucc . (H7+8).

Tinh > Nhap Nut Print Preview de
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8. Céch tao 1 O chira nhiéu Dong vén ban : Chon 1 O > Nhép Van ban : S8 TT >
Enter > Chon lai Ovira nhap > Nut Wrap Text > Thu hep Cét > Ngi réng Dong >
Ban da cé O So6 TT chir SO nam trén chir TT trong 1 0 .(H9) .
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9. Tao 4 Mat Hang co 4 cot bén duTi :

e Mait Hang TIVI co 4 Cot [a : S6 TT — S6 Luong — Don Gia — Thanh Tién va 3
Mat Hang con lai cung co 4 Cot giong vay . Ban nhap lai noi dung cho 4 Cot
nay . (H10).
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Chon Khéi TIVIva 4 Cot > Ctrl+C > Ctri+V
Nhap lai Tén Mat Hang . (H11).

Dan tao du 4 Mat Hang >
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