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Chuong 5:
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Bai I: Cic kiéu dia chi
Bai 2: Cic kiéu dif licu
Bai 3. Mot s6 k¥ thudt xif Iy nhanh trong bing tinh
Bai 4: B4 tri moi trudng 1am viée
Bai 5: Kiém tra kién thifc
Quick test
_ . Bai 1: Cdc ki€u dia chi
I. Pac trung cua Excel:
N6i riéng va néi chung cho cic phin mém x I§ bang tinh khic, 1a chifc ning copy céng ihP
nghia 1 céng thitc chi 14p 1 ldn, sau dé sao chép cho cdc 6 con lai.
* Wi dy: Xét Bdng tinh sau:
*# Cach copy cong thirc:
- Drap chuét tai Fill handle cia 6 d6 va thuc hién dgng tic drap (kéo) chugt cho cdc 6 con lai.
- Chon khdi 6 can copy céng thifc -->» Ctrl + D.
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4 NV | 4 NV

* Nhin xét :

- Sau khi copy, céng thirc tai cic 6 D3, D4, D5 phdi thay déi (Vi néu nguge lai, s& cho két qud
sai) -->» Sinh ra cdc ki€u dia chi diing trong céng thiic.

* Luu §:

- C6 thé kéo chuét theo 4 chicu d€ sao chép céng thirc.

- C6 thé dung cap lénh Home Copy d€ sao chép céng thitc.

- Néu tai 6 khéng cé nit Fill handle thita vao Office Bution --> Excel Options --> Advanced
-->» Chon Enable {ill handle and cell drag-and-drop.


http://www.mediafire.com/?m3ouduqkqil

* Yi du:

=B2*%(C2

Popular A i, : . J . 2
; Advanced options for working with Excel.
Farmulas
Proafing Editing options
Save After pressing Enter, move selection
Avariced Direction: | Down %
|:| Automatically insert a decimal point
Customize
Add-Ins al::ule fill handle and call drag-and-dropi
Trust Center Alert befare overwriting cells
[v] Allow editina directly in cells bt
Resources LAl >
K l [ Cancel
II. Cidc ki€u dia chi:
1. Bia chi twdng déi:
* Dang thitc : <COLUMN><ROW:=
- Vidu: Al, B2, C5
* Tinh chat :
- Thay ddi twdng itng trong thao tic copy cong thic.
1) Xét vi du: Tinh c6t thinh tién cho ¢6t D khi A B C
d6 tai 6 D2, 1a phdi nhip: 1 Ténhing Podn gid S8 Itdng  Thanh tién
2 |cam | 12000] 10]=c2*B> |
Ty . o . n . . 3 Chanh 3000 3
B¢ khi sao chép xudng cic 6 tudng tng, ta co: . _qhan 15000 2
.. Nho 3
=B3*C3 (tai 6 D3)
5 Quit 10000 20

Excel Options

3

= B4 * C4 (tai 6 D4)

2) Gid sit thém dong Téng cdng tai 6 A6, d€ tinh téng cdng ciia S6 lugng va Thanh tién
thi tai 6 C6, ta lap cong thic:

= C24+C3+C44C5.

L= T B

A B C D
Ténhing Bon gid  S6Iugng  Thinh tién
Cam 12000 120000
Chanh 5000| 25000
Nho 15000 180000
Quit 10000} 20, 200000
Tdéng cdng |:C2+C5+C_—1+C5

Sau d6, kéo ngang (drag) qua phdi dé€ tinh cho 6 D6.

= I R SO SV I

A B
Tén hiang Bon gid
Cam 12000
Chanh 5000
Nho 15000
Quit 10000
Téng cdng:

C D
S8 hwdng  Thanh tién
10 120000
5 23000
12 1 30000
20 200000
47] -




2. Dia chi tuyét déi:
* Dang thitc : $<COLUMN=>$<ROW:>

- Vi du: $AS1, $B$2, $C$5. i 5 o
X Tih chat 1 _TiénUSD | Tién VND L@;‘g_i‘ﬂfisp%
e J . 2,  100]=A2%SCS2 | 16050]
- C6 dinh (kh6ng thay d6i) trong thao tic copy céng 200
thic. a 300
- Vi dy: Xét bang tinh sau, d€ tinh cét Tién VND, - 200
khi d6, tai 6 B2, ta nhip céng thitc: = A2 7 $C$2
Sau dé, sao chép cong thifc nay cho cidc 6 con lai.
A B C D
3. Dia chi hén hgp: 1 BANG CUU CHUONG
* Dang thitc: $<COLUMN»<ROW> ) : 3 p
Hoic «<COLUMN=>$<ROW:= 3 1 2 3 4
- Vidy : Lam Bdng citu chucng tir 2 dén 4 a 2 4 6 8
* Tinh chdt: suy ra tir 2 dang trén. 5 3 6 9 12
* Nhin x&t: tuy tumg bai todn ma ta dung loat dia chi 6 4 8 12 16
niao sao cho phii hgp nhat. B 3 10 15 20
* Liru ¥: d€ biéu dién 1 khéi 6 bing dia chi, ta st dung ° E 12 18 24
dang : < PIA CHI O PAU »: <DIACHIO CUGL >  ° ’ 14 21 28
- Vi du: AZ:C10,$A52:$C$10... 10 8 10 2 =
11 9 18 27 36

Bai 2: Cac ki€u dit ligu

L Kiéu Text:
- La dang dit li€éu c6 tinh t6ng quat nhit ciia Excel.
- Vi du: cot Ho tén, Ghi chi...
1. Quy wdc nhip:

Excel Options

Lotus compatibility

Microsoft Office Excel menu key:
Transition navigation keys

Lotus compatibility Settings for:

] Transition farmula evaluation

|:| Transition formula entry

*

A4

[ Ok l [ Cancel

Phdi dirgc bat dau bdi: Popular
- Cdc k? tytir A > 2 Formulas
Ehi nhap vao cac k¥ tu luén luén Proofing
hién & bén trii 6.
i N . Save

- Cdc k¥ tw canh 1€, pom:

kjl :. c £ Advanced
+ Canh trii:
+ Canh Phﬁl o Customize
+ Canh giifa: * Add-Ins
+ Canh dz’f}f o % ER
* Luu ¥:

- Khi s dyng cdc k¥ tv trén d€ canh 1€ ta phdi xét lai théng s6 trong Excel Options -->

Advanced --» Chon Transition navigation keys.




2. Sy hién thi:

+ NEu d6 dai <= d6 réng 6: hi€n thi binh thudng.

+ Néu d§ dai => dé rfng 6: ¢6 2 khd ning xdy ra.

- O k& ti€p dng: dif liéu s& trin qua.

- O k& tiép khéng rdng: dit liéu s& che khuit.

* Cach gidi quyét: Diéu chinh d6 réng clia 6 d€ dit liéu hién thi lai binh thuéng.

3. Todn tir:

- C6 duy nhit 1 todn ti1a phép NOI CHUOI (k¥ tw). K¥ hi€u la ddu: & , ding d€ néi néi
dung 2 chudi véi nhau.

- Vidy: = "ABC™ & “"DE” == “ABCDE".

- Hodc Al & A2 —> Néi ngi dung clia 2 6 Al va A2 lai véi nhau.

* Luu ¥:

- Trong céng thitc dit liéu Text bat budc phdi dugc dait irong ddu nhay kép “~

Theo mic dinh, dif li¢u Text s€ duge canh trdi. Vi du:

A B C D E F G H
1 Chic vu Tén CV
2 TP =IFA2="TP", " Trudng phong" IF A2="PP","Phé phdng"”,"Nhin vién"))
31 PP P{ IFilogical_test, [value_if_true], [value_if_false]] |
4 NV MNhén vién

II. Kiéu Numberic:

- La loai dit liéu th€ hién pgid tri con 58: gdm 56 4m, s& dudng, s& thip phin, phin s&, s6

phin itrim... _
1. Quy wdc nhap: Format Cells 2)X
- I ” -
* Phai du'(_ic bat dau béi: Wuriber | Alignment Faonk Border Fill Prokection
+ Cac ky tr s6 tirs 0 dén 9 e
+ Hoic cic ddu: +,-,(.... Genera Sample
P Murnber
- Khi nhiap cic k¥ tu s6 thi Currency 01
£ - ‘e ropon - Accounting Tvpe:
luén luén hién & 6 bén phdi. Diate —JSE
- -~ I Tirme
- Viduy: nhap s6 01,02,03... Percentage p— =
e . Frackion ]
Luu ¥: Scientific 0.00
- Khi nhip vao thi s6 0 s€ bi Text #,##0
o .o . Special #,3#0.00
mat di --> d€ hi€n thi l€én ta m #, R H0_) (%, #40)
. #2200 [Red]ie, #20)
chon theé Home --> Number #,##0.00_%;(#, ##0,00)
cr 1 n . #, 440,00 [Red](#,£40.00)
--> Hi¢n hop thoai Format S, #H0_ 058, #20)
cells -3 Number --= Cusiom 4, ##0 ) [Red]ib#, #40) M
-->» Trong muc Type ta nhap
00 vio. Twpe the number Format code, using one of the existing codes as a starting point,
General =
$ - % o+ %0500
Ok l [ Cancel ]
Mumber E




2. Sy hi€n thi:

- Phy thugc vao chiéu dai ciia dit liéu s&, néu chiéu dai 16n hon hay bing dé réng ciia

c6t thi s& hién thi HHEH4HE hodc chuyén sang dang s6 khoa hoc (Scientific).
Y

3. Todn i 1 @!

* GAém cdc todn 1 sau:

+ Todn 1 + : phép cdng.

+ Todn 1T - : phép trr.

+ Todn 1 * : phép nhin.

+ Todn 1t / : phép chia.

+ Todn tr » : phép liy thira.

+ Todn ti¥ % : phép phin trim.

* Luu ¥:

- Dang ihitc thé€ hién cda 1 s§ bj phu thudc vao quy dinh trong Conirol Panel.

- Khi nhip 1 56, ta chi cAn nhap tri dai 56 clia né ma khéng cin phdi nhip dang thire,

visau nay ta ¢ thé thay déi dinh dang lai chiing theo nhw ¥ muén.

* Vi du:

- Néu 1a $100,000 thi chi can nhap 100000

- Néu 1a $100,000.123 thi chi can nhap 100000.123

- Theo mic dinh, dit liéu sé& s& dudc canh phdi.

M. Ki€u Date & Time:

- La loai dit liéu thé€ hién gid tri Ngay va Gi¢ trong bdng tinh.

1. Quy udc nhap:

- Hoan todan phy thudc vio su quy dinh cia Contirol Panel.

* Vi du: d€ nhdp gia tri ngay 15 thing 06 nim 1998 thi:

+ Néu Control Panel quy dinh dang DD/MM/YY thi ta phdi nhap: 15/06/98.
+ Néu Control Panel quy dinh dang MM/DD/Y'Y thi ta phdi nhip: 06/15/98.
+ Néu Control Panel quy dinh dang YY/MM/DD thi ta phdi nhap: 98/06/15.

2. Sy hién thi:
- Phu thuéce vao chiéu dii cia dit liéu Ngiy va Gig, néu chiéu dai ldn hon hay biang d6
réng clia ¢t thi s& hi€n thi {HEE5E

3. Todn hr:

* Chil ¥ cic phép todan sau:
+ {Ngay} — {Ngay}

+ {Gig} — {Gig}

+ {Ngay} + hoidc - {S6}

+ {Gig} + hodc - {56}



IV. Kiéu Logic:
1. Quy uwdc nhap:
- Chi ¢6 2 gid tri la: True (Pung), Sai (False).
+ True: twong ing vdi 1 biéu thitc logic (ménh dé toan hoc) diing.
+ False: twong itng vdi 1 biéu thifc logic (ménh dé todn hoc) sai.
* ¥idu: “316n hon 27 == Tri ding (True).

“Chit A gidng nhw chit BC™ => Tri sai (False).

2. Todn t:

* Thudng s dyng cic todn 1 so sinh:
* 3 : 1dn hdn

*# 3= = :16n hon hay bing
* < : nho hdn

* & = : nhé hon bing

* —: bing

* <= 1 khac

* Vi du:

= (5 »=2)

= ("A" <= “BC7)

V. Kiéu céng thiic:

1. Khii nicém:

- Céng thitc 1a sy phéi hgp cilia cdc hing s, ki€u dit liéu, todn tif va cdc him mét cich
hap 16.

2. Quy udc nhap:

- Phdi bit diu bdi diu bing (=) hodc diu céng (+).
* ¥i du:

= 12.5 + SQRT(4) - VALUE{*123")

SUM = (* X « f| =If(E35,"Dau","Rot")

A B C D K B G



Bai 3: M6t s6 k¥ thuat xit 1§ nhanh trong bdng tinh

II. Mét sé k¥ thudt xi¥ 1§ nhanh:

1. Dung chuét d€ 14y dia chi:

Trong 1 céng thitc, d€ 1dy dia chi nhanh va chinh xdc, ta Click 7 Drag trén 6 / Khéi 6
muén 1dy dia chi.

2. Chuyén déi qua lai giita cic dia chi:
Tuwong déi --------—-—-—-—-- > Tuyét dél - > Hén hgp (hén hgp dong, hén
hgp céi)
Nhin F4 Nhin F4
Viduy: A2 - > (F4) 3A32 - = (F4) A2 - > (F4) $A2

3. Dién tri ting ty dgng bing 1 + Cach 2: N 1
- Cé 3 cich: 2. - Budc 1: Nhap gia tri dau. 2
+ Cdch 1: - Budc 2: Nhan Ctrl + drap 3
- Bude 1 : Nhip gid tri ddu va mouse tai Fill handle kéo 4
gid tri k& tiép. xudng dén gid tri cudi. ;
- Buéc 2 : Danh déj 7 - ;
va drag mouse tai ‘ 2|_ ¢ g

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

SO Y

E Bi Ciemal 0
~ [sort& Finda
-i'%ilter* Select~ @ Down
. [® pignt
2 ue
[l Left

Series... %

Justify

Series EJE|

- Series in: Xdc dinh gid tri hién thj theo dang Series in Trpe
) Rows (%) Linear

dong (Rows) hodc dang c6t (Columns). @ Cohumns O growth

- Step value: nhip gia tri dau. O pate
- Stop value: nhip gid iri cubi. Akl
- Click mit OK. [ 1rend
Step walue: |1 Stop walue: |10

a4 l [ Cancel




4. Dién diy ciing 1 néi dung vio 1 khéi &:
- Bugc 1 : Danh diu khéi 6.
- Bude 2 : Nhip dit liéu va két thiic bing <Cirl + Enter>.

S5DG SSDG S5DG

) S5DG s5DG

3. Xudng dong trong 1 6: SSDG SSDG

- Diing 16 hgp phim <ALT> + <Enter>. SSDG  SSDG
1 SSDG S5DG 1

6. NGi dung (dai) diy trong & va giita &:
* Thao tdc: Nhip dong chit “Nhém Phat Trién Phin Mém Sinh Vién Hoc Sinh”

Nhém phét tri€n pgﬁn mém sinh vién hoc sinh
| ]

--> K¢€o rgng 6.

--» Chon thé Home --> Alignment.

Nhém phdt tri€n p.ﬁn mém sinh vién hoc sinh

|Kad

141

]

¥

i
i

-

Alignment EI\

* Trong hgp thoai xdc dinh cdc théng s& sau:
- Text alignment:

. Mumber | Alignment Font Border Fill Protection
+ Horizontal: chon Center.
. Text alignment: Crientation
+ Vernical: chon Center. _ ?
* Horizonkal: * .
- Text control: chon Wrap text. p— 3 .
Yertical: 0 > T
LN kd = —_—
--= Két gqud nhu sau: Center M w || Tt T*
k
. +
Nhém phit tri€n Texk control .
phin mém sinh : —
0 w Degrees
vi€n hoc sinh
L [ Merge cells
F. Trgn 6 (nhiéu 6 thanh 1 6):
- Budc 1: Nhiap ndi dung.
tp ot dung Nhém phat trién
phin mém sinh

vi€én hoc sinh

- Budc 2: Chon nhiéu & -->» chon thé Home --» Alignment --» Merge and Center.

|| = Ké&t qua:

Nhém phdt tri€n phdn mém sinh vién hoc sinh

i
11
]
141
U]l
¥
"
1
2l 4

Alignment




Bii 4: B8 tri méi trung lam viéc

L. Bé tri thanh céng thitc (Formula bar):
- La thanh hién thi néi dung ctia 1 & khi ta dinh vi con tré tai 6 dé.

- P& B4t / T4t thanh cong thirc, ta dung 1€nh: Thé View --> Show/Hide --> Formula Bar.

%Farmula Bar
| Gridlines Headings

Show/Hide
E3 v fc | "Nhém phit trién phdn mém sinh vién hoc sinh I !
A B c o E E G H Formula Bar

I. B4t/ tdt dudng ludi:
- Thé View --= Show/Hide --» Gridlines. ¥ Formula Bar
Gridlin[’%s ¥ Headings

Show/Hide

II. Cach Foom mén hinh:

Trong 1 sé trudng hdp, cin phéng 16n 7 thu nhé cita s6 bang tinh d€ d€ quan sit & géc dé

t6ng quat, khi dé ta diing 1énh.

*# Cach 1:

Thé View --> Zoom.

- Zoom: diéu chinh kich thuéc theo théng sé.

fiew View Develope
- 100%: vung nhin chuan. P i
- Zoom to Selection: phéng to ving nhin N L _.:.:\J
Zoom 100% Zoomto
dﬂﬂg Ch(_)ﬂ. Selection
E'j'jnh
¥ Cach 2:
Nhin phim Ctel + Scroll chuét. Zoom i3
Magnification

{1 Fit selection
O Custom: | 100 | %

[ Ok l [ Cancel




IV. M6t s6 muc cin thiét trong Excel Options:

- Chon Office Button --> Excel Options. Ta quan tdim dén nhitng muc irong thé Popular:
- Include this many sheets: quy dinh s6 lugng sheet trong 1 book (mic nhién la 3).

- Use this font: font mac nhién dudgc ding.

- Font Size: Kich tlharde font chif mic nhién.

- Default view for new sheets: ving nhin mic nhi€n.

- User name: tén npudi sir dunp.

Excel Options @@

[ Popular ] ScreenTip style: | Show feature descriptions in ScreenTips #
Farmulas Create lists for use in sorts and fill sequences: Edit Custan
Praofing When creating new workbooks
save Use this font: VNLTimes
Advanced Fant size: 12 W
Customize Default view for new sheets: | Mormal View w
Add-Ins Include this many sheets: 3 £
Trust Center Personalize your copy of Microsoft Office
Resources User name: 550G

Choose the languages you want to use with Microsoft Office
w
< >
i QK ] [ Cancel
i —

* Trong thé Advanced:

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

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

- Enable AutoComplete for cell values: Khéng 14y lai tir bi tring.

Excel Options @@

~
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 averwriting cells
Customize |:| 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 occurs
When this number of cells (in thousands] is affected: 33554 5
Use systemn separators
-
£ >
OK ] [ Cancel




