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Bai 6: Kidm tra ki€n thitc
Quick test

Bii 1: WorkBook
I. Khdi ni¢ém:
+ La t4p tin clia Bdng tinh Excel, ma trén d6 ta c¢6 nhiéu WorkSheet (Bang tinh).
+ Trén 1 WorkBook ta c6 t6i da 14 255 Sheet.
+ Ta ¢6 thé md nhiéu WorkBook cing 1 lic, méi 1 WorkBook sé& ¢6 1 cita s riéng biét.
Tuy nhién, khéng nén md qua nhiéu vi s& lam t6n b6 nhd --> Chim may tinh.
+ Cdc t4p tin WorkBook c6 phin md réng 1a * XLSX
+ 56 lwgng Sheet mic dinh (Defaut) trén 1 WorkBook khi khdi déng 1a 3 Sheet, ia ¢6 thé
quy dinh ting hodc gidm trong Office Button --> Excel Options --» Popular --> Chon muc
Include this many sheets.
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II. Cdc thao tic cd ban vé WorkBook: _—
Hay chinh la cic thao tic vé tip tin bang tinh: @% =
+ Ma mdi 1 WorkBook: Office Bution --> New (Clir + N).

+ Md 1 WorkBook di cé: Office Button --> Open (Cltr + O) j

+ Liru va dat t€én cho WorkBook: Office Bution --» Save As
(Ctrl + S) (Xac dinh tén va ndi luu) e =
+ Luu sy thay déi trén WorkBook: Office Buiton --> Save

+ DPong 1 WorkBook: Office Bution -->» Close (Atl + F4)

# Luu ¥:

- Khi thao tdc vdi tip tin (WorkBook) phdi xdc dinh & dia va

=
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L Bii 2: WorkSheet
I Khii ni¢m:

- La Bdng tinh, la déi tugng lim viéc tnfc 1iép ciia ta va 1 Sheet ludn thuge 1 WorkBook
nao do.

- Cdu triic 1 Sheet nhir sau: la tip hdp cic Column {cét), Row (dong) va Cell (6).

- Cu th€ ia ¢é trén 1Sheet nhy sau:

+ 16384 cdt, cdc cGt duge dinh dia chi tir A, B, ... ,Z, AA, AB, ..., BA, BA, ..., XFD.

+ 1048576 dong, cic dong dugc danh dia chi tir 1048576.

+ 16384 x 1048576 6, 6 1a phan giao ctia 1 ¢t va 1 dong.

bia chi 6 dugc tinh dya vio dia chi cbt vi cia dong tudng ing.

Vidu: cGt A, dong 3, 6 A3,....

Nhin xét: s& lugng 6 trén 1 Sheet rit 16n (16384 c6t x 1048376 dong).

* Luu §:

- Sheet hién hinh la Sheet hién dang lam viéc hodc dang dugc chon. Pé chon 1 Sheet thita
click chugt, nhi¢u Sheet thi nhan Shift + Click tai dong SheetTab (dong tén cdac Sheet do).

- Thém 1 sheet ta click vao niit Insert Wooksheet tai dong SheetTab hoic 16 hgp phim Shift
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II. Ciic thao tic ¢d bdn vé Sheet:

Ta d€ § cdc thao tic cd ban sau: Click chugt phdi tai dong SheetTab d€ kich hoat

ShortCut menu clda nd, tip 1énh gém:

+ Insert: chén Sheet vao vi tri Sheet hi€n hanh.

+ Delete: x6a Sheet hi€n hanh.

+ Rename: d6i tén Sheet hién hinh.

+ Move or Copy: di chuyén hodc sao chép Sheet.

+ Select All Sheet: chon tdt cd cac Sheet.

+ View Code: xem mi Sheet dudi dang ngén ngit Visual Basic.

+ Tab Color: chon miu cho Tab Sheet.

+ Hide: 4n sheet hién hinh. Insert...

+ Unhide: hién Sheet. Delete %

+ Protect Sheet: thiét 14p ché dé bdo mit cho Sheet. Rename
Move or Copy...
= View Code

g Protect Sheet..
Tab Caolor 3

Hide

Select All Sheets

= = A

| "Sheet4

Bai 3: X 1y dif li€u trong bang tinh
I. Banh ddu khéi é:
- Diing chuét: drag chuét tai vi tri ddu va cudi ciia khéi 6.
- Diing ban phim: nhin Shift + <B& phim di chuyén con trd>.

- Diing chuét va Shift: click chuét vdao 6 du tién + nhian phim Shift va click chudt vao & cudi

cin chon.

*# Luwu ¥:

<B§ phim di chuyén con tré> gém:

- Qua trdi / phdi.

- Lén /xuéng 1 dong.

- Lén /xuéng 1 trang min hinh: PageUp / PageDown.

- V& ddu / cudi khéi dit liéu: <Ctrl + PapeUps> / <Ctrl + PapeDown:>. LA

II. Banh ddu khéi dong, cét:
Click chugt (drag) tai diu dong / diu cbt dé.
* Luu §:
- D€ bd ddnh dau, click mouse tai 1 vj tri bat k¥ trén bang tinh.
- D€ danh dd rdi rac, ta nhan thém phim Ctrl.
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IMI. Panh ddu tat cd cdc 6: 1048576R x 16384C  + ( F |

Click chuét tai 6 giao ciia dong va cét dia chi.  [&y A B C D E
(Row Header va Column Header) hodc nhin 1
Cirl + A. 2
3
4
IV. Cdch nhip dif liéu va hi€u chinh: 5
Nguyén tic chung: 6
Budc 1: dinh vi con trd 6 tai muén nhip. 7
Bude 2: nhip dit li€u va két thic bing <Enter>. &
* Luu §:
- b€ hi€u chinh dit liéu, ta dinh vi con tré tai 6 d6 va hi€u chinh trén thanh céng thiic hodc
Double click chuét va hiéu chinh ngay tai 6 dé. lhaaal

)
V. Cach phuc héi lai trang thai trude do:
Khi cé 1 thao tdc sai, ta ¢6 thé trd vé tinh trang trwrde d6 clia né bing it 1énh: Undo trén
thanh menu (Cir + Z).
* Luu §: ﬁ“ﬂ\ = R R
- Lénh nay rit hay dugc dung d€ phuc héi lai nhifng thao tic sai. o
-Pé phuc héi lai cic thao tic vira Undo thita cé thé ding 1énh Redo (Cirl + Y) nim k€ nit
Undo.

Bai 4: Cdc xit 1§ vé 6, ¢t va dong

Nguyén tic chung:

Chen déi twgng trude, xit 1§ sau

I Cdc xit1¥ vé c6t, dong:

1. Chén cdt, dong:

Budc 1: Panh dau Céiis) / Dong(s) d€ xdc dinh vi tri chén va s6 lugng chén.

Budc 2:

- Chen cot: Home --»= Cells --3» [INSERT] --> Insert Sheet Column(s). _
L4

;,"-—"[nsertq - )}_7 i

S Insert a

97 neE g2 Insert Cells

o Delete ~ .

‘= Format ~ o

= el & Insert Sheeﬁ}gnlumns
ells

L_,J Insert Sheet

- Cheén dong: Home --> Cells --= [INSERT] --= Insert Sheet Row(s). E
g= [nsertq E - )3_7 §

S= Insert Cells

Nhém phét tri€n péﬁn mém sinh vién hoc sinh

Insert Sheet Rows %

1
t

el LU

l_mj Insert Sheet




2. Xoba cdgt, dong:
Budc 1: Bdnh didu Céi(s) / Dongis) dé€ xdc dinh.
Budc 2:
- Xéa cot: Home --»= Cells --> [DELETE] --> Insert Sheet Columnis)
S=lInsert - zE -
;"E'Insert' ;i‘“Deletej] j* W &

Commh 0.

I Delete F*  Delete Cells... .
:-:anrmat* =
o '#' Delete Sheet Columns
A Delete Sheet %

- Xo6a dong: Home --> Cells --> [DELETE] --> Insert Sheet Rowis).

= Insert - Xz - % E
3 Deleteq j*

Commh 0.

I Delete Cells... ]

—* Delete Sheet Bows [%

- g=lnset- I - % L’i
LW Delete Sheet % Delete| | [@]-

Emak 0. i

* Luu ¥:
- Néu x6a néi dung, nhin phim Delete.
- X6a bdng tinh: Home --> Cells --»> [DELETE] --> Delete Sheet.

% Delete Cells... ,
Delete Sheet Rows

Delete Sheet Columns

d % 'Y

MNealate Shaat I

3. Thay déi kich thudc:

# Do rong Cot:

Budc 1: Bdnh diu Cét(s) d€ xdc dinh.

Budc 2: Dung l€énh Home --= Cells -->[FORMAT] --» Column Widih va nhap gia tri twdng
ng vio. - — i
=) Format ||| (2~ Ei?tr:ravt anlaT;

S Cell Size Column Width (2]
) + ;
% Delete - *E R Colurnm width:
-.Ej Format.= AutoFit Row Height
% e i [ (0] 4 ] ’ Cancel ]
Cells 1 Column ﬂldtrk

Cdch khdc: Trd mouse tai bién trén giita cic c6t va drag sang trdi / phdi d€ thay déi.

F10 v [ Width: 20,00 (145 pixels] |
A B iy c
1 STT Hovitén Chic vu

2 1 TrdnQuiThinh  Trudng nhém
3 2 éTr:’fn Tuin Quy P]::lé nhém
4 3 TrdnXudng Phing PhS nhém



*  Chiéu cao Dong:

Budc 1: Panh ddu Dong(s) dé€ xdc dinh

Budc 2: Dung lénh Home --> Cells --» [FORMAT] --> Row Height va nhap gia tri
fugng wng.

— SOt & Fini . [Ty ([ |
e Format 7| | <2~ Fitter~ Sele Row Height 20X
Cell Size Row height:
) RowHeight... N

[ (8] 4 l[ Cancel ]

Cich khdc: Trd mouse tai bién trdi giita cic dong va drag sang 1én / xuéng dé thay déi.

A B C
1 STT Hovitén Chite va
k) 2 Thi B
{ HElght 2000 B2 pT;els] {Lhinh Trudng nhém
7 Tran Tuan Quy Phé nhém
F ey Trtiraong Phng Pl

* Luu §:
- BE€ diéu chinh kich thudc vita khit vdi dit liéu trong 4, ta Double click tai bién tudng
ing cia Cgt / Dong.

4. Hién, che Cot / Dong:

Buwdc 1: Banh dau Cgi(s) / Dong(s) dé€ xdc dinh.

Budc 2: Dung 1€nh Home -->» Cells --> [FORMAT] --> Hide & Unhide --> xac dinh dong
hodc cét mudh in.

- Dit liéu trén c6t / dong bi che van khéng bj mit.

+ Hide Rows: 4n dong.

+ Hide Columns: 4n cét. E i‘jﬂ ‘»_*T ;Insm ’ ; ’ W lﬁ
= Delete = L

. Py - »
+ Hide Sheet: an bang tinh. litional Format  Cell Fromats]| 2 Sort & Finc
. ‘e . stting = as Table = Styles ~ o Format = T Filter~ Sele
+ Unhide Rows: hién dong. ? o L
. - - Cell Size L
+ Unhide Columns: hién cét. i

. . - . i[ Row Height... |
+ Unhide Sheet: hién bang tinh. - F

I ] AutoFit Row Height

5 Column Width...
AutoFit Column Width
Default Width,.,

Visibility
Hide Rows Hide & Unhide »
Hide Columns Organize Sheets Q
Hide Sheet Bename Sheet
Unhide Rows Maove or Copy Sheet..,
Unhide Columns Tab Colar k
Protection



II. Cdc xit 1y vé &:
Phén nay quan trong vi s dung rit nhiéu. Ta quan tim dén cic thao tic sau:

1. Chén 6:

Budc 1: Pdnh diu 8(s) d€ xdc dinh vj tri chén va s lugng chén.,

Budc 2: Dung 1€énh Home --» Cell --» Insert Cell, va chon 1 trong cac tuy chon sau:
+ Shift cell right: chén vao va ddy cdc 6 tai vi tri cii sang phdi.

+ Shift cell down: chén vao va diy cdc 6 tai vi tri cii xuéng dudi.

+ Entire row: chén cd dong.

+ Entire column: chén cd céi.

o= [nsertT| - {_;\7

3 Insert Cells..

Insert Sheet Bows%

C LU WMo

[

& Insert sheet Columns
._mj Insert Sheet

2. Xoa o

Budc 1: Banh diu 6 d€ xdc dinh.

Buéc 2: Dung 1€nh [EDIT] --> Delete, va chon 1 trong cac tuy chon sau:
+ Shift cell left: x6a vao va day cdc 6 tai vi tri ¢ sang trdi.

+ Shift cell up: x6a vao va day cic 6 tai vi tri cii 1én trén.

+ Entire row: xda cd dong.

+ Entire column: x6a cd cit.

* Luu ¥:

- Néu x6a ngi dung nhin phim Delete.

Delete E] E|

Delete
¥ petete || [g]- L0 U St
: B | Shift cells ups
% Detete Cells. ©ishit cells up;
() Entire row
=" Delete Sheet Rows () Entire column

Delete Sheet Columns

l Ok, l [ Cancel

vl %

Delete Sheet




3. Sao chep:

Budc 1: Panh diu 6 d€ xdc dinh.
Budc 2: Dung 1¢énh Home --= Clipboard --» Copy (Cirl + C).

Budc 3: Xdc dinh vi tri dén dung 1énh Home -->> Clipboard --» Paste (Ctrl +V).

Cach khac:

+ Nhin Ctrl + Drag mouse tai bién clia khéi, sau dé kéo r& dén vi iri mdi.

+ Chon 6 diu dé€n 6 cuéi nhin Cited + D.

4. Di chuyén:

Budc 1: Panh ddu 6 d€ xdc dinh.

LR

A

100%

Budc 2: Dung 1¢énh Home -- Clipboard --» Cut (Ctrl + X)

Budc 3: Xdc dinh vi tri dén ding 1énh Home --> Clipboard --» Pasie (Cirl + V).

Paste :),\\5 B

Cidch khdc: Nhin Drag mouse tai bién ciia khéi, sau d6 kéo 1& dén vi tri méi.

5. Dinh dang dit liéu sé:
Budc 1: Pdnh diu 6 d€ xdc dinh.

1 1005&%"

Budc 2: Dung 1énh Home --»> Number --» Cell -->»

Chon thé Number, vi chon dang thifc cia dit liéu s6 nrong itng.
- Ta quan tim dén cic dang thifc théng dung sau:

+ Number: ciac dang thifc cia dit liéu sé thit su.

+ Currency: cic dang thitc clia dit li€u s6 cé ding

don vi tién té.

+ Date: cic dang thitc ciia dit liGu ngay.
+ Time: cic dang thirc cia dit liéu gid.
+ Percentage: cic dang thirc cia dit liéu s6 cé

dang phin teim.

+ Custom: cho phép lva chon theo ¥ ngudi

sit dung.

Vi du: d€ nhip $100,000.12 thi:
Budc 1: nhap 100000.12
Budc 2: dung Currency vd chon dang 51,234.10

* Luu ¥:

- V& bdn chat thi dit liéu Date & Time ciing la

dang Number.

Category:

zeneral
Murnber
CUrrency
Accounting
Date

Time

Percentage
Fraction
Scientific
Texk
Special
Cuskarn

Clipboard T«
B B
1 1EIEI'5‘E-
2
:
s
5 _
:
Percentage -
'$ - % o || 5%
Mumber "K
Fonk Border Fill Prokection
Sample
100%:
Decimal places: |0 &



6. Canh lé:
Budc 1: Pdnh diu 6 d€ xdc dinh.

- - - = =r— @ - :.:
Budc 2: Dung l1énh Home -->» Number --» Cell --> Chogn the =¥ =
Alignment, va chon dang thiic canh 1€ twong ing. = E =|¥F o
* Horizontal: canh chiéu ngang. Alignment N
+ Left: canh 1€ trdi.
" R_lght canh lé phiil Font Border Fill Protection
+ Center: canh lé iita Texk alignment Crientation
. ) & gk ) . Horizonkal: * .
+ Justify: canh 1€ d&éu 2 bén. k pa— 3 .
+ Center Across Selection: canh lé Yertical: 0 x T
gilfa xuyén qua mdt phan di chon. Bottom v S| Text —*
* Vertical: canh 1€ theo chiéu doc. : Y
+ Top: canh 1€ theo dinh trén. Text control .
+ Bottom: canh 1€ theo ddy dudi. Eﬂrap e 0 ~ | pegrees
. . T . Shrink ko Fit
* Text Control: cac kiéu dicu e
. . [ Merge cells
khi€n Text, gomi ) Right-ta-left
+ Wrap text: cuén Text xuéng dong Toeod dredtfome
(khi dung 1€) Context v
+ Shrink to fit: canh dif li€u vira khit thwdc 6
+ Merge cell: trén nhiéu 6 lai thanh 1 6 duy nhit.
‘+ Orientation: thay déi hudng ciia dit liéu trong 6 (xoay text theo cic hudng).
7. Font chif:
Budc 1 : Panh diu 6 d€ xdc dinh.
Budc 2 : Dung 1énh Home --> Number --> Cell --> Chon thé Font,
va chon dang thifc cla font cia dit ligu.
*# Cac gia tri théng dung: Calibri -1 - A AT
- Font : chon tén Font; B I U -l A~
- Font 5tyle : chon kicu Font.
. . Font Er\
- Size : chon kich thudc.
- Undertline : chon kiéu gach dudi.
- o A - T :
- Color : Ch(_)[l mau sac (cua I[Oﬂﬂ Murber | Alignment |§ Fonkt f Border Fil Prokection
e © gd
Effect: gom Fonk: Font skyle: Size:
+ Strikethrough : pach xuyén qua Calibri Regular 1
chit (ABC). ﬁ Cambria EHeadinisi ~ ] ~
Ttalic a
+ Superscript : chif chi s6 trén (X3). T .TMC-OngDa Biold 10
petscrip sotrén (Xs). | L e Fiold Ttalc
+ Subscript : chit chi s6 dudi (H20). T wnarial Harrow 1z
T vndrial MarrowH hal 14 hal
Underline: Color:
Mone +| ' - []rorma font
Effects Presview
[ strikethraugh
[1 superscript AaBbCcoYyZz
[] subscript




8. budng vién:
Budc 1 : Pdanh ddu Ors) d€ xdc dinh.  caipri -1 - | B

Eottom Border

Budc 2 : Dung 1€nh Home --> Font -->» B £ u-[(@> A
Chon niit 16:111 B?rder, va chon dang font % -
thitc ciia kiéu vién twgng iing.

Chon More Border d€ 14y kiéu dudng vién khic

*# Cac gia tri thong dung:

Top Border
Left Border
Right Border

Mo Border

Sivl kj; - due ok All Borders
- : ¥ .
I}' c cu cua l['d[lg 1cn e

x =& - - =
- Color : mau sic cia dudng vicn. Thick Box Border

EBottom Double Bor

i | Fill Pratection

Number || Aligrment Fonk |

Line Presets o+ Thick Bottom Border

o =HE +

Mone Qukline

Top and Bottom Border

Top and Thick Bottom Border

Top and Double Bottom Border

Tttt orEmETE e s Draw Borders
------ N - Iﬁ Draw Border
g Draw Border Grid
Color: 22 Tt &7 Erase Border
Automatic v | . . o Line Color "

Line Style 4

FH More Borders...

9. Miu sic (mau va miu nén):

Budc 1 : Panh diu O d€ xdc dinh.

Budc 2 : Dung 1énh Home --> Font.

Chon thé Fill --> chgn méiu (Background Color), mau nén
(Patiern Color) tudng ing va ki€u clia méiu nén (Patiern Style).

Murnber || alignment Fonk Prokection
Background Color: Pattern Calars
| Mo Calor | | Auktomatic W |
m EEE e Pattern Skyle:
| v)
|
|
HEE N
EEEEEREEEN S e
Calibri 11 T A A
FEEEEEEEEREENR
B 7 U~ |3 A~
1 EEEEN | L0122 | RS P -
[ Font '?\
Fill EFfects... l ’Mu:ure Colors., ..




10. Bdo vE &:

Budc 1 : Banh diu O d€ xdc dinh.

Budc 2 : Dung 1€énh Home --> Font.

Chgn thé Protection, va chon dang thitc tudng ng.

Calibri -1 A AT

'B I u'lll_d'll{-h'&‘l

Font T
MNurnber || Alignment Fonk Border Fill PrDtE%Dn
Locked
[] Hidden

Locking cells ar hiding Formulas has no effect unkil vou prokect the worksheet (Rewview
kab, Changes group, Prokect Sheet bukkon),

Bai 5: Mét s6 thao tac khic trong thé Home

1. Paste Special (Pasie):
- PASTE SPECIAL: Sao chép (dan) tir Clipboard viao (do 1€énh Copy),

vdi cdc tuy chon dic bi€t sau. Cy thé: -

- =l ! -
- PASTE: Chon 1 trong cdc kic¢u sao chép sau: B N Calibri
+ All: Sao chép tit cd cdc yéu 16 lién quan dén O. | Paste’| s |B 7 U~
+ Formulas: Sao cheép céng thic. B, Ppaste
Formulas
Paste Special Paste Values
Mo Borders

®ial: ) all using Source theme Transpose

) Formulas ) all except borders Paste Link

{3 Yalues " Column widths Lﬁl ——

) Formats ") Formulas and number Formats i Bast N ik

aste as erlin
() Comments () values and number Formats 9 =P
{3 validation k8l As Picture g
Operation

{*) Mone {7 Mulkiply

O add O Divide

{3 subtract

[ skip blanks [] Transpose

Paste Link, [ (0]4 l [ Cancel

11



+ Values: Sao chép pia tri.

+ Formats: Sao chép sy dinh dang.

+ Comments: Sao chép chi thich.

+ Validation: Sao chép biéu thitc quy dinh tinh hgp 1€ ciia dit liéu nhap.
+ All except borders: Sao chép it cd trir dutng vién.

- OPERATION: sao chép cé sit dyng todn i :

+ None: khéng dung todn tf.

+ Add: sao chép céng (két qud = 6 dich + & nguén).

+ Subtract: sao chép trir (két qua = 6 dich - 6 ngudn).

+ Multiply: sao chép nhin (k&t qui = 6 dich * 6 ngudn).

- Skip blanks: b qua nhiing 6 réng.

- Transpose: sao chép chuyé'n vi (d6i vi tri cot dong).

- Paste Link: sao chép cé lién két (1 hinh thitc lién két dif lidu).

Sort & Find &
2. Clear: 27| Filter = Select ~
- Ding 1énh Home --> Fditing --> Clear c2  Clear All
Xéa dit liéu trong 1 khéi 6. G6m cdc muc sau: % Clearfnrm[§5
+ All: x6a tat cd. Clear Contents

E - :
+ Format: xéa su dinh dang. %ﬁ \j?a Clear Comments
+ Contents: x6a ngi dung. sort & Find &
. . N ™| Filter = Select~
! + Comment: x6a ghi chi. B

4. Find & Select (Editing):
- Dung l€énh Home --> Editing --> Find & Select.

. x s E -
- Find (Ctrl + F): tim ngi dung 3 W’ [ﬁ
Tim ki€ém, gbm cic théng sé: Sort & Find &
. e PN 27 Filter~ Select
+ Find What: tim néi dung can tim. Editing

+ Search (Hudng tim): By Fow / Column: tim theo dong / cot.
+ Look in (1’{11 dinh ndi dung chudi cin tim): Formulas / Values / Comment (Cong thie / Gia
tei / Ghi chu).

+ Maich case: phin bi€t chif hoa / thudng. At %
+ Find entire cells only: tim ding 1 tir trong cell hién hinh. “ac Beplace..
+ Find Next: bit ddu fim. | ot
Go To Special...
Find and Replace @ Formulas
Comments

Find | Feplace

LConditional Formatting
Find whak: || V| |N|:| Farrnak Set | [ Farmat. .. v]

Constants

Data Validation

[] Match entire cell contents

[ Find &l HEinthext l [ Close ]

Select Objects

g

Selection Pane...

12



3. Replace (Editing):

Tim ki€m va thay thé.

+ Replace with: tir cin thay thé.
+ Replace: thay thé

+ Replace All: thay thé tdt cd

+ Cac muc khic: tudng ty nhu
Find.

6. Goto (Editing):

Dinh vi nhanh dén vi tri ndo dé
trén.

Sheet théng qua dia chi nhiap
vio.

II. S& dyng d6i tugng hinh dnh va cdc cdng cy vé:

Find and Replace

?X

Find Replace
Find what: | A | Mo Format Set | [ Format... v]
Replace with: A | Mo Format Set | [ Format... -.]
within: | Shest w | [Match case
Search: | By Rows 3 [] match entire cell contents
Lookin: |Formulas »
[ Replace Al ] [ Replace I [ Find All ] [ Find Mext ] [ Close ]

oo PX

3o to:

Reference:

[ Special...

l

Ok l [ Cancel

- Chén 1 Déi twgng / Hinh dnh vio Sheet, ta dung 1énh: [[INSERT)] --> Dllusirations v chd

trong cac loai sau:

+ ClipArt: hinh dnh tit the vién cé sin cia office.

Insert Page Layout Form

+ From File: hinh dnh twong iing véi 1 file (*BMP, *WMF ..). || 53 [P 3D
+ AutoShapes: déi tugng hinh dnh Vector .

* Y& bicu do:

Picture| Clip Shapes SmartArt

% Art <
[ Mlustrations

Chon khéi 6 liéu cin v& bi€u dé --» Insert --> Chart --» Xdc dinh kiéu biéu d8.

+ Column: biéu dé dang cot.

+ Line: biéu d6 dang dudng thing.

+ Pie: bi€u d6 bdnh.
+ Bar: bi€u d6 thanh ngang.
+ Area: biéu d6 phin ving.

+ Scatter: bi€u dé phin b6, gidi ric.

* Tao WordAn :

Al xSyl )

Column  Line Pie Bar Area Scatter Other
- - - - - - Charts ~
Charts [

- Tao dang chif nghe thuat -->» Insert --» Text--» Xac dinh kiéu chir nghe thuat

Alad 29 A A A A

Text Header WordArt|Signature Object Symbol

Box & Footer - Line =
% Text

l

AAAAA
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I M6t sé6 k¥ thudt xit 1§ nhanh:

1. Diing chuét dé 14y dia chi:

Trong 1 céng thitc, d€ 13y dia chi nhanh va chinh xic, ta Click / Drag trén O / Khéi 6 muén'y
dia chi.

2. Chuyén ddi qua lai giifa cdc dia chi:

Tudng ddi --------------—-- > Tuyét d6i —-----oemeeeee > Hén hgp (hdén hgp dong, hén hgp cét
Nhéin Fd4 Nhin F4

Vidu: A2 - > (F4) A2 - > (F4) A$2 - > (F4) $A2

3. Dién tri ting tv déng bing chué:

- Co 3 cach: 1
+Cdch 1: 2 + Cach 2: 2
- Budc 1 : Nhdp gid trj ddu va - Budc 1: Nhip gid tri ddu. 3
gid trj k& 1ip. _ Budc 2: Nhin Crel + drag N
_ Budc 2 : Panh ddu 2 6 trén mouse tai Fill handle kéo ;
va drag mouse tai Fill xudng dén gid tri cudi. .
nandle cia ching. 8
A +

+ Cach 3:
- Budc 1: Nhip gid tri dau.
- Buéc 2: Chon gia tri vda chon thé Home --> Editing --> Fill --> Series.

z - A7 : x - A7 :
8 7 &a - YA \:?E'l
. %Ur‘t& Find & Comuk Gy Ciemad T
27 “Filter~ Select ~ @ Down
Editing [# Right
& Up
& Left
Series.. % _ :
Justify Series @E|
I Seties in Twpe
- Series in: Xac dinh gia tri hi€n thi theo dang ) Rows &) Linear
dong (Rows) hodc dang cgt (Columns). (& Columns () Growth
- Step value: nhdp gid tri dau. gia::"
“ Lo
- Stop value: nhap gia tri cudi.
- Click niit OK. [ Trend
Step value: |1 Stop walue: |10
K l [ Cancel ]
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4. Dién ddy cing 1 ndi dung vao 1 khéi é:
- Budc 1 : Pdnh diu khéi 6.

- Bude 2 : Nhip dit liéu va két thic bing <Cirl + Enters. SSDG SSDG

SSDG S5DG S5DG

S5DG S5DG

5. Xuéng dong trong 1 6: SSDG  SSDG

- Diing 6 hgp phim <ALT> + <Enter>. 55DG  SSDG
| ]

6. N6i dung (dai) ddy trong 6 va giita 6:
* Thao tic: Nhap dong chit “Nhém Phat Tri€én Phin Mém Sinh Vién Hoc Sinh”

Nhdm phét tri€n péﬁn mém sinh vién hoc sinh

-->» Kéo rong 6.

--» Chon thé Home --> Alignment. |Nhom phat tri€n p.ﬁn mém szinh vién hoc sinh

| &~ |

B

i= iE

Alignment J\

* Trong hép thoai xdc dinh cdc théng sé sau:
- Text allgnment: Murber | Alignment: Fonk Border Fill Protection

+ Horizontal: chon Center.

+ Werical: chon Center.

Texk alignment: Crientation

Horizontal: ..
- Text control: chon Wrap text. | |Center v \
Yertical; 0 2 T
o - E | Tewt —e
--» Ké&t qud nhu sau: enter 3 x .
. *.
Nhém phit tri€n Text cantrol .
phin mém sinh 0 = Degrees
vién hoc zinh
u [ Merge cells
7. Ttén & (nhiéu 6 thinh 1 6):
- Bugc 1: Nhip néi dung. Nhém phit trién
phin mém sinh
vién hoc szinh
- Budc 2: Chon nhiéu 6 --» chon thé Home --» Alignment --» Merge and Center.
= =8~ =] o -
I =¥ = K&t qua:
|= = =||<E £E| ﬂi Nhém phat tri€n phdn mém sinh vién hoc sinh
Alignment El




Bii 4: B6 tri méi tre8ng lam vigc
L. B tri thanh céng thifc (Formula bar):
- La thanh hi€n thi ngi dung ciia 1 6 khi ta dinh vi con tré tai 6 dé.
- D€ Bit / Tt thanh cong thirc, ta dung 1€nh: Thé View --» Show/Hide --> Formula Bar.

Ruler %Formula Bar
V| Gridlines Headings

Message Bar
Show/Hide
F3 - \ f | “Nhém phit trién phin mém sinh vién hoc sinh I ¥

A B C D E E G H Farmula Bar

. Bat/ tit dudng ludi:
- Thé View --» Show/Hide --» Gridlines.

Fuler ¥ Formula Bar
Gridlings | Headings
Message Bar
Show/Hide

IT. Cach Zoom man hinh:
Trong 1 s6 trudng hgp, cAn phéng 16n 7 thu nhé cita s6 bang tinh d€ d€ quan sdt & géc
dg téng quat, khi dé ta diing 1€nh.

* Cach 1:

Thé View --» Zoom riew | View | Develope
LY - i} I — I .. !__:_

- Zoom: di¢u chinh kich thudc theo théng s6. = i =) “J

- 100%: ‘i-'f_lng nhin Chugﬂ' Zoom .]..EIU% Z::u::nm_t::n

- Zoom to Selection: phdng to vung nhin Zmnéﬂ'mlﬂﬂ

dang chon. A

*Cach 2:

foom r>_(|

Nhin phim Ctrl + Scroll chué.

Magnification

) Fit selection

{3 Custom: o,

[ Ok l[ Cancel ]




IV. Mét s6 myc can thiét irong Excel Options:

- Chon Office Bution --> Excel Options. Ta quan tim dén nhitng myc trong thé Popular.
- Include this many sheets: quy dinh s6 lugng sheet trong 1 book (mic nhién 1i 3).

- Use this font: font mic nhién duge dung.

- Font Size: kich thwdc font chif mac nhién.

- Default view for new sheets: ving nhin mac nhién.

- User name: tén ngudi s dung.

Excel Options K

[_ Popular _] ScreenTip style: | Show feature descriptions in ScreenTips A
Farmulas Create lists for use in sorts and fill sequences: Edit Custon
Proafing When creating new workbooks
save Use this font: [WNI-Times
Advanced Font size:

Customize Default view for new sheets: | Marmal View hd
Adddns Include this many sheets: 3 e
Trust Center Personalize your copy of Microsoft Office
Resources User name: |55D0G |
Choose the languages you want to use with Microsoft Office
w
< | >
[ (8] 4 ] ’ Cancel
o

* Trong thé Advanced:

- Enable fill handle and cell drag-and-drop: khéa niit Handle d€ sao chép.

- Allow editing direcily in cells: khéa 6, khéng cho chinh sita irong 6 --> Muén chinh sita
phii sita trén thanh Formular bar.

- Enable AutoComplete for cell values: Khéng 1dy lai tir bi triing.

Excel Options @@

N
Popular After pressing Enter, move selection
Farmulas Direction: | Down
Proofing |:| Automatically insert a decimal point
Save
Enable fill handle and cell drag-and-drop
Advanced | Alert before overwriting cells
Custamize |:| Allow editing directly in cells
Extend data range formats and formulas
Add-Ins [] Enable autamatic percent entry
Trust Center |:| Enable AutaComplete far cell values
|:| Zoom on roll with IntelliMouse
Resources Alert the user when a potentially time consuming operation occurs
When this number of cells (in thousands) is affected: |33554 3
Use system separators
w
< >
0K l [ Cancel




* Trong thé Advanced:

- Enable fill handle and cell drag-and-drop: khéa nit Handle d€ sao chép.

- Allow editing directly in cells: khéa 6, khéng cho chinh sita trong 6 -->> Mu6n chinh sita
phdi sia trén thanh Formular bar.

- Enable AutoComplete for cell values: Khéng 1dy lai tir bi triung.

Excel Options @g]

S
Popular After pressing Enter, maove selection
Formulas Direction: | Down w
Proofing |:| Automatically insert a decimal point
Save
Enable fill handle and cell drag-and-drop
Advanced | Alert befare overwriting cells
Customiza |:| Allow editing directly in cells
Extend data range formats and formulas
Add-Ins [] Enable automatic percent entry
Trust Center |:| Enable AutoComplete for cell values
|:| Zoom on roll with IntelliMouse
Resources Alert the user when a potentially time consuming operation ocours
When this number of cells (in thousands) is affected: |33554 3
Use system separators
w
< >
K l [ Cancel

~ THUC TAPBAI9
BANG CHIET TINH GIA THANH

. LAP CONG THUC CHO COT PHi VAN CHUYEN ( Phi VC ) , BIET RANG :

Phi vC =(PG Nhap*SL)*5%

Két qua : 56250 . Ré xudng , két qué‘: 112500,236000,167700,18375,159000,59125
. LAP CONG THUC CHO COT THANH TIEN , BIET RANG :

Thanh tién =PG Nhap*SL+Phi VC

Két qua : 1181250 . Ré xuong , két qua :
2362500,4956000,3521700,3858875,3339000,1241625

. LAP CONG THUC CHO COT DG Xuét dé c6é mirc I6i la 10% :

PG Xuat =Thanh tién+2%*Thanh tién

Két qua : 1024875 . Ré xuong , két qua :
2409750,5055120,3592134,3935925,3405780,1266458

. Dinh dang cac O chira tri dang s6 , khong co s6 lé va dau phan cach hang Nghin :
Chon Khdi 3 Cdt Phi VC, Thanh tién , PG Xuat > Nhap xd xudng ciia Number > Cot
Category chon Number > Hang Decimal Places giam con 0 > Panh dau kiém Use
1000 separator > Ok > Nhap bén ngoai bang Tinh > Toan bo gia tri chon da c6 dau
phan cach hang nghin va khong cé so lé .

18



F3 - S | =(D3*E3)*5%

A B C D E E G H I
1 BANG CHIET TINH GIA THANH
2 |STT | Tén mat hiang PVT |PG Nhip SL Phi VC |Thinh tién | DG Xust
3 1 PDUGNG KEG 7500 150 536,250 1,181,250 1,204 875
4 2 TRUNG CHUC 10000 225 112,500 2,362,500 2,409.750
5 3 BJ KEG 40000 118 236,000 4956,000] 5,055,120
& 4 SUA HOP TB00 430 167,700 3,521,700 3,592,134
7 5 MUOI KEG 3500 105 18375 385,875 393 593
g (] GAO KG 6000 530 159 000 3,339,000 3,405,780
=] 7 BOT KEG 4300 275 59,125 1,241,625 1,266,458
10
11 Yéucdu:
12 1. Lip céng thifc cho &t phi van chuyén (Phi VIC), biét rdng
13 Phi VC = (BPC Nhip *5L)*3%
14 2. Lip céng thifc cho c&t thinh tién biét:
15 Thinh tién = PG Nhip*SL+Phi VC
16 3. Ldp céng thidc cho cét PG Xuidt d€ cd midc 141 14 10%
17 PG Xuit = Thinh tién + 2% Thinh tién
18 4. Pinh dang cdc & chifa tri dang s5: khéng cd 56 1€ vi cd ddu phin cdch phin nghin
19

_ THUC TAP BAI 10
BAI TAP VE NGAY THANG

HAY LAP CONG THUC RA THU CUA GIA TRI NGAY :

Tinh Thir trong Thang : Dung HAM =Weekday(A3) . Kétqua: 3

SO NGAY CO TRONG THANG TINH PEN 27.6.2006 :

Dung HAM Date ( year,month,day) : Dung HAM =Day(A3). Két qua : 27

Lap cong thirc xem Nam cé Nhuan hay Khong Nhuan :

Dung HAM : =if(mod(year(A3),4)=2,”Nhuan”,”Khong nhuan”)

Két qua : Nhuan

Cot Ngay stra lai : 27/06/2009 > Nhap ngoai Bang Tinh > Két qua : Khong Nhuan.
: 27/06/2010 > Nhap ngoai Bang Tinh > Két qua : Nhuan.

Cot Ngay stra lai

HD: Diing him Choosze phéi hdp vdi him Weekday nhu sau:

[+a)

9 |2. Lip céng thifc in ra s6 ngdy cd trong thing clia thing & 6 B21.

10 HD: # S8 ngiy trong thing = ngiy ddu thang sau - ngiy ddu thang hién tai

11 # Diing him Date(year,month,day) d€ trd vé mét ngay

12 Hoac dung him Datedif( ngiy ddu thing hién tai, ngdy ddu thing sau, "d").
13 3. L4p cdng thifc xdc dinh xem ndm cia ngdy & 6 B21 cé phai 13 nim nhuin?

14 Biét ring: 1. Nim nhudn 13 nim chia hét cho 400( diéu kién 1)

15 HD: ding him if{or (dkl, And (dk2.1,dk2.2)),"nim nhudn","khéng nhuin")

16 4. Thit g6 cdc gid tri ngiy khic nhau @ 6 B21 vi ki€m tra k&t qui hién 1én & cdc 6 con lai
17

1§

A B C D E F
1 BAITAP VE NGAY THANG
2 Ngdy Thi |58 ngiy trong thing | Nim nhuin hay khéng nhuin
3 | 6/27/2006 3 27 Nhuan
T
5 Yéucdum:
6 |1, Hiy 1ip céng thiic in ra thif (tiéng Viét) cda gid tri ngdy.

G

Choosze(Weekday(B21),"Chi Nhit","Thi# Hai", "Thi Ba", "Th? Tu", "Thd Nim", "Thit Sdu", "Thn? Bay")

H
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