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Quick test

Bai 1: Anh hudng déng thdi ciia cdc Sheet khic nhau
- Néu ta muén xé6a cic irang bdng tinh riéng biét tir 1 nhém, nhan giit phim Cirl irong
lic click chon tén nhin cia cdc trang bdng tinh muén xéa tir nhém.
- D€ Ira chon cdc trang bang tinh khéng k& cdn, click t&én nhin cia trang bang tinh ddu tién
trong nhém sau dé nhin gitt phim Ctrl trong liic click 1én cdc nhdn phu d€ b8 sung nhiéu

trang bdng tinh idi nhém.
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- Danh sdch s6 cdc thay d6i khic s& anh hudng dén tit cd bang tinh trong mét nhém. Ta cé
thé chén va xéa cic cdt, dong trong toin b6 nhém, xéa sach dit li€u trong tit cd cdc trang
bdng tinh trong 1 nhém v ki€m tra chinh i 14t cd cdc trang bdng tinh trong 1 nhém.

1. Md hay tao cifa s6 bang tinh chifa nhiéu trang bang tinh khic nhau ma ta mudn hoat
déng dudi dang 1 nhém, néu ia dy dinh nhip dif liéu & cdc trang bang tinh khiac nhau ciing
1 liic, chic chin ring cdc 6 thich ing ciia tit cd cdc trang bang tinh la d€ tréng vi the ta
khéng thé ghi dé dir liéu ton tai.



2. D€ Iya chon 1 nhém cdc trang bang tinh k& cin nhau, click 1én nhin ciia trang

bang tinh dau tién, nhin giit phim Ctrl va ti€p tuc click 1én nhin ciia trang bang tinh
cuéi cung, cic nhin chon sé& trd lai tring vi ta s€ nhin thiy tir [GROUP] & thanh tiéu dé,
cho bi€t ring ta ¢ thé xit 1§ trén 1t cd cdc trang bang tinh nay dudi dang 1 nhém.
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3. Khi ta dd chon 1 nhém ctia cic trang bang tinh thi ta c¢6 the nhip dit li€u tir bing tinh
theo tip nhém bing cdc g6 né vao bat k¥ bang tinh don 1€ nao.

Vi du:

- Néu ta nhip chit “SSDG" vao 6 C12 clia bang tinh diu 1ién duge hién thi & hinh bén,
n6 hi€n thi ra ¢ 6 C12 cfia tit ¢ cic bdng tinh trong nhém.

4. Ta c6 th€ ing dung dinh dang cho it ¢d cdc trang bdng tinh trong 1 nhém.

Wi du:

- Néu ta muén in kiéu chit ddm cho 1 chudi cdc tiéu dé o6t va dong xuit hién & dong 4
va ¢6t C, trén mdi trang bang tinh ta cé thé chon cdc cét thich ing & bat ki 1 trang bang
tinh nao va tam ting dung kiéu chit ddm cho chiing.

- Cdc tiéu dé trén tit cd cic trang bang tinh clia nhém sé& dugc in dim.

5. Ta ¢6 thé imng dung toian b nhém cilia dinh dang khic dnh hwdng dén nhiéu tran,
bing tinh khic nhau.

* Vi du:
O diy cdc tiéu dé céi cla cdc irang bing iinh d& dudc canh hing phii.

6. Ta c¢6 thé tinh cdc téng trén tit cd cdc trang bang tinh trén 1 nhém, dude cung cip cdc trang
trinh bay trong 1 ki€u giéng nhau.

7. D€ lam viéc trén cdc trang bang tinh riéng biét 1an nita, click phdi chuét 1én bit ky nhin
chon Ira nao va chon Ungroup Sheets tir menu xuat hién. Ta ciing cé thé click 1én bit ki nhém
nio nim ngodi nhém dé€ hiy bé tit cd cdc trang bang tinh trong nhém, néu nhém dé bao gém
tit cd cdc trang bang tinh trong cita sé bang tinh, click 1én bat ki nhin don nio d€ xdéa bd
nhém.
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Bai 2: Sao chép, di chuyén giifa cdc Sheet

- Ta ciing ¢6 thé ding chudt kéo va thd dif li€u giita cdc trang bang tinh. BE di chuyén dit

li€u theo cach nay, dit con trd ngay dudng bién clia cic 6 di chon va nhin giif phim Al

trong lic ré qua nhin trang bang tinh mong mudn.

- M6t khi Fxcel kich hoat déng trang bang tinh dé thi cho dén khi ta ¢6 dit li€u d di€ém phdi va
sau d6 thd chudt ra. DE sao chép dit liéu nhin giita t6 hgp phim Ctel + Alt trong qua trinh ré.

- D& dang sao chép va di chuyén dit li€u cdc cilta s& bang tinh. Chi cit hodc sao chép dit liu
nhi thudng lam bing 1énh Cut hodc Copy. Kich hoat cita s6 bdng tinh d€ nhin dir liéu hodc
chon no tir thuc ddn Windows. Sau ciung, chon & dich va chon 1€nh Paste.

- D€ di chuyén dit liéu piita cic cifa 56 bang tinh bing cich ré. Hiy hién thi tit ¢ cdc cifa 56
bdng tinh cing lic. M3 cd cdc clta 6 bang tinh, chon 1énh Arrange All tir thé View, chon
Tiled, Vertical hodc Horizontal rdi click nit OK. Lic d6 ré dir liéu tir 1 s6 bang tinh niy dén 1
s6 bang tinh khic. D€ sao chép dit li€éu nhin giit phim Cirl trong qud trinh ré chué.
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1. Chon khéi dit liéu muén sao chép hodc di chuy€n dén 1 bdng tinh khic.

2. Néu muén di chuyén thi chon niit 1énh Cut trén thé Home (Ctrl +X). Néu mudh sao
chép thi chon niit 1énh Copy trén thé Home (Ctel + C).

3. M6t nhin s& di kém dit liéu dude chon, cho ta biét ¢6 the ddn né & 1 ndi khic, dudi
dang 1 18i ggi ¥ phy, thanh trang thdi doc “Select destination and press ENTER or choose
Paste - Chon lua dich va nhdn Enter hodc chon Paste™.

M 4 » M| Sheetl ~ Sheet3 | Sheet2  Sheetd
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4. Click 1én nhin clia trang bang tinh ta mudn sao chép hodc di chuyén dir liéu dén.

5. Click vao 6 ta mudn géc trdi bén trén viing dit liéu ta chén. Liic dé nhin giit phim
Enter d€ dan di liéu hodc sao chép vio trang bang tinh mdi.

6. N&u ban ding cdc nii 1énh Copy hodc Cut trén thé Home (hodc i phim id1), thi ta c6
thé ddn chudi dif liéu twong ty theo cac 14p lai bing cdch thic hién bude 4 va 5. Khi di
hoan tit, nhin phim ECS d€ xéa nhan tir dit liéu ngudn, néu ta ding 1€nh Cut hodc ta ddn
dit liéu tir phim Enter thi ta chi ¢é 1 1dn d€ ddn dit liéu tir Clipboard.



Bai 3: Cach xdy dyng cic céng thitc d€ tham chi€u dén cic Sheet khic nhau

- Mic dii céng thitc duge trinh bay & bude 5 va 6 clia phin trrde chi tham chiéu dén cic &
don 1€ trén cdc trang bdng tinh khic nhau, ta ciing ¢ thé diing cdc ving Options tir 1 hay
nhiéu trang bang tinh trong cic céng thitc ciia ta.

- Ta ¢6 th€ tao cdc tham chi€u 3 chiéu va tham chi€u dén 1 6 hodc viing trong nhiéu trang
bang tinh khic nhau bén 1 s& bang tinh don 1€, cic tham chi€u 3 chiéu bao gém t&n bang tinh
diu tién 1 ddu 2 chim, tén bang tinh dudi ciing, 1 ddu chim than vi & hoic viing tham chiéu.
* Vi du: tham chi€u 3 chiéu Sheet 1 18i Sheet4!Al,C5 tham chi€u dén ving A1:C3 trén cic
trang bang tinh Sheetl dén Sheetd. Mt tham chi€u 3 chiéu cé thé don gidn 13 céng thitc mau
dugc trinh bay & bude 5 va 6 thinh =Sum, chon lya (Quarier 1: Quarier 1: Quarier 4!E5). Vi
s& duge Iwu tir viée chon lya mdi 6 tham chi&u riéng biét. DE nhip céng thitc nay ta nén gé
=Sum, chon cdc trang bang tinh Quarier 1 dén Quarter 4, click 1én 6 E5 va nhdn phim Enier.
- Enter cho phép ta tao cic céng thifc tham chi€u dén dit liéu trong cic cifa s6 bang tinh khic
(cdc céng thirc nay goi la cong thifc lién két) cin bdn, phudng thitc 1a thudng gidng viéc xdy
dung cdc céng thitc ma phdc thio dif liéu tir nhiéu trang bang tinh khic nhau, nhung thay vi
ban chon lua cdc 6 hodc cdc viing tir 1 hodc nhiéu cita s§ bing tinh khic. D&i vdi nhitg chi
ti€t phy, ki€m tra tai liéu ciia Excel cia ta.

1. Lam kich hoat trang bang tinh va 6 d€ chita céng thitc. Tuy thuc vio hoan cdnh dé, ta
cling can b sung dit liéu mé td, nhi cdc tiéu dé ciia trang bang tinh va cic tiéu dé cét dong.
2. G6 1 ddu bing (=) d€ cho Excel biét li ta cé ¥ dinh nhip 1 céng thitc.

Bii 4: Cdch lién k&t dit liéu trong cdc Sheet khic nhau

- Lénh Paste Link d€ dif liéu ma ta dang ddn sang trang bdng tinh péc. Tuy nhién, ta
khéng thé sita ddi cic dit li€u duge lién két va bi€u thi cdc thay ddi trén trang bing
tinh géc.

- Ta ciing ¢6 th€ lién két dit liéu bén trong cling trang bang tinh nh v4y.

1. Chon 6 hoic cdc 6 c6 chita dit liéu ma ta muén lién két trong 1 trang bdng tinh
khac.

2. Click niit Copy trén thé Home (Ctrl + C) (khéng dung 1énh Cut).

3. Click 1&n nhin ctia trang bdng tinh ta muén lién k&t di li€u vio va sau dé chon 6 &
ndi vj iri dit liéu ta sao chép. Chon lya 6 phia trén bén trii cia ving n€u ta dang ddn
vio nhiéu 6.

4. Chon 1&énh Pasie Special tir thé Home --> Clipboard --» Pasie -->Paste Specical --»
Hép thoai Paste Special xuit hién. Click niit Paste Link dé€ ddn dit liéu vio bdng tinh.
Dit liéu durge dan vio sé& lién két vio dit liéu trang bang tinh tir d6 né sao chép néu dit
li€u trang bdng tinh goc thay déi dit liéu trong trang bdng tinh nay 1 cich twong ing.
5. Kich hoat 1 trong cdc 6 v8i dit liéu lién két. Lwu ¥ ring thanh céng thitc bao gém 1
céng thitc cé chita cd trang bdng tinh va tir d6 dit liéu duge lién két.

6. Néu ta muén ki€m tra lai di li€u dugc lién két, quay lai trang bdng tinh péc va thay
d8i trong cdc tri lién két.

7. Néu muén lién két thém dit liéu vao, chi viéc lam theo cdc quy tic tir bwde 1 dén
budc 4 trén.



3. Kich hoat trang bang tinh chia dif liéu si¥ dyng trong céng thitc. O s& thu duge 1

bdng nhin vi céng thitc s& bao pém tén trang bang tinh dwge theo sau bdi 1 ddu chim
than va tén & (N&u tén trang bdng tinh bao gém cic khodng tring thi né s& kém theo bén
trong cic diu ngodc don).

4. G6 1 him 56 trong phép toan.

Vi du:

- B6 sung gid tri ¢ 6 hién dén gia tri ¢ 6 twong ty khdc, g6 1 didu cgng +.

5. Khi da hodn thanh viéc xdy dung céng thitc, nhin phim Enter, Excel s& thu hdi trang
bang tinh mi ban di khdi déng céng thitc, hién thi cic két qud cilia cong thiic trong &
chon vi céng thitc cia bdn thin né trong thanh céng thitc (khi 6 né duge chon).

Bai 5: Cich qudn 1§ cic Sheet

- Ta c6 thé ding cich ré dé€ di chuyén va sao chép cdc trang bang tinh bén trong cita s6
bing tinh hién hinh.

- Hon nifa, ta c6 thé di chuyén hodc sao chép cic trang bang tinh bén trong bdng tinh hién
hinh dén 1 cifa s6 bdng tinh dang t6n tai khic bing cac tiy chon click chuét phdi vio tab
sheet --»> Move Or Copy Sheet, trong hép thoai Move or Copy chon 1 s6 bdng tinh tir danh
sich “To book” s6 xudng (né hién thi danh sich ciia tit cd cdc cifta s8 bang tinh dang md).

- Liic d6, chgn 1 bdng tinh mi ta muén dit trang bdng tinh & phia trnrde, click chon Create A
Copy né€u ta mudn sao chép hon la di chuyén trang bang tinh va sau ciing click mit QK.
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- Theo mic dinh, Excel tao cdc cita s6 bang tinh bao pébm 3 trang bang tinh, néu ta

tao cdc cita s6 bang tinh théng thuéng ma bao pém nhiéu hon cic trang bang tinh, ta

¢6 thé cé Excel tr déng tao cdc cita 58 bang tinh réng 16n (v6i nhiéu trang bang tinh) chon
Excel Options tir Ofice Button, sau do chon 1€nh Popular vd nhap 1 gid iri vao hdp
Include this many Sheets (tir 1 dén 255) roi click nit OK.

1. D€ di chuyén 1 trang bdng tinh 1am hoat déng né bing cich click 1én nhin trang bing
tinh ciia né rdi ré nhin trdi hodc phdi di di chuyén trang bing tinh t6i ndi mong muén, khi
ta ré tré chuét thinh 1 bi€u twgng (gidng nhir 1 & gidy) cho bi€t trang bang tinh dang di
chuyén va 1 hinh tam gidc cho bi€t ndi trang bdng tinh s€ di chuyén dén.

2. Khi ta nhd chuét ra, bing tinh dugc thd ra trong di€ém mdi clia né, ta cé thé di chuyén
trang bdng tinh khic nhau ciing 1 lic biang cich sit dung k¥ thudt nay trudc khi nhém
ching lai.

3. Thay vi muén sao chép 1 trang bdng tinh nhdn giit phim Ctrl trong lic ré tén nhin trang
bang tinh ciia né. Khi ta r& con trd chudt trd thinh 1 bi€u tugng giéng nhir té gidy cé dau
céng (+) cho bi€t trang bdng tinh dang dugc sao chép va 1 hinh tam gidc cho biét ndi 1
trang bdng tinh s& dvgc dat xubng.

4. Khi ta nhd chuét, 1 bdng sao cia trang bdng tinh duge thd & vi tri thiét k&, bdng sao nay
c6 tén cia trang bdng tinh géc. Theo sau bdi 56 cia bdng sao bén trong cdc didu ngoidc don,
néu ta muén ia c6 thé sao chép cdc trang bang tinh khic nhau 1 cich don gidn bing cich
nhém chiing trudc khi ta nhin phim Ctrl va ré né.

5. Khi x6a bdng tinh ta chi cin click phdi trén bang tinh va chon Delete tir menu

hién ra. Ta ciing c6 th€ x6a cic bang tinh khic nhau cing 1 Lic bing cich nhém cic bang
tinh lai trwde khi ta chon Delete.

6. Khi ta xéa 1 hodc nhiéu bang tinh, ta s& thi’y hgp thoai nhwr hinh dudi hién ra. Click
chon niit Ok khi ta muén xéa. Click chon niit Cancel d€ bé qua.

Microsoft Office Excel

I '_x Data may exist in the sheet(s) selected For deletion. To permanently delete the data, press Delete.

| Delete | [ Cancel ]

7. Lwu ¥ ring ta b8 sung cdc trang bang tinh mdi bing cich chon 1énh Insert tir thé Home
--» Cells --> Insert --> Insert Sheet.



Bai 6: Cach ghi cac Macro

- Nhr d4 dé c4p, ban cé thé tao cic Macro dé thire hién tréi chdy céng viéc ciia minh khi
ban phdi lap lai mét chudi cic bude giéng nhau. Cach d€ nhit d€ tao mét Macro 1a ghi ng,
thi céng m¥ nghé, 1i bio cho Excel phdi ghi chi mét loat cic thao tic, roi thue hién cic
budc ban muén Macro ty déng thi hianh, trude khi ban ghi mét Macro ban cin hoach dinh
g, rdi chay theo trinh tyr cic budc tir mGt dén hai lin trede khi ban thd'y sy muén ghi né.

- Ngoii ra, khi ¢6 dip ban nén ghi mét vai sai s6t. Khéng c6 cich niao nhanh chéng va dé
danp d€ én dinh chiing ngoai cdch nit ngin phin phi Macro theo cing tén.

- Cdc phim tit ma ban chi dinh cho Macro s& gat qua bat cit phim 14t nio dang c6 cilia
Excel khi 56 bang tinh cé chiic Macro dugc md. Vi dy, néu ban chi dinh cho Macro phim
Ctrl + P, ban khéng thé dung 6 hgp Ctrl + P d€ in mét khi s6 bang tinh dé ¢6 chita Macro
dang md, vil§ do niy ban nén dung 6 hgp phim Ctrl + Shift lic nido ¢ thé ching s€ it
twong phdn vdi cic phim tit dang co.

- Ban khéng thé ding 1énh Undo d€ ddo ngugc lai cdc hiéu ing cia Macro. Mat khic phaii
chay Macro mét cich cAn thin. Néu ban cim thiy lo 1ing hodc néu 14n diu tién ban chay
mét Macro mdi thi ban nén luu 56 bang tinh ciia minh trrde khi chay Marco. Vi cich nay
ban c6 thé chay phién bdn trée dé ciia cifa s6 bang tinh néu Macro chay gip s cé.

- Néu ban tuy chon Personal Macro Workbook, thi né van dugc chon cho dén lic ban
chon trong mét tiy chon cé sin khiac. Vily do nay t6t hon hét ban hi'y quay trd lai hép
thoai Record Macro va chon This Workbook, trir khi ban muén tdt cd cac Macro lién
ti€p trong Personal Macro Workbook.

- M3 mét 56 bdng tinh muén ghi Macro. Chon trang bang tinh chiu tic dung va
néu cé thé, chon pham vi hoat dgng cilia né.

- Chon Record Macro tir thé Developer --» Code.

- Nhip vao t€n Macro trong hép thoai Macro name. (Cho di Excel dé nghi mét
tén. Chﬂzng han Macro 1 hodc Macro 2, thi t6t hon ban nén nhip mét tén mé td
nhifng diéu giip ban d€ ggi nhd myc dich clia Macro).

- Cdc tén ¢6 thé 1én tdi 62 k¥ tr, phdi bit ddu bing mét Miu tu, va cé thé chita
cic miu tw, cdc $6 va cdc mi.
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- P€ tao mét Macro ban ¢é chay nhanh chéng vdi mét phim tdt cé chita Ctrl céng véi
mét mau tr trong hép vin bdn Short Cut Key.

- Ban ciing c6 th€ dé gitt Shift trong khi nhip m§t miu ty d€ tao ra mét 16 hgp phim tat
ma véi né ban phat 1énh biang cach nhin Ctrl + Shift céng véi mau ty.

- Hi'y xem lai phdn 18i khuyén vi chi thich quan trong cho phin nay.

- Theo mic dinh, Macro dugc hru trit ¥a sdn cé bén trong s6 bang tinh hién hanh, dé
ghi mét Macro cé sin bén trong tit cd cdc sé bdng tinh thay vi chi mét s6 hién hanh,
hd'y chon Personal Macro Workbook, tir danh muc 56 xudng Store Macro in. (Personal
Macro Workbook 1li mét bdng tinh dic biét in, Macro dugc vy teit 8 diy va lu6n cé
sdn). Tuy chon Auother dirge diing dé lwu Macro trong s& bdng tinh méi.

- Néu ban mudn, hiy nhap mgt phan mé td Macro ciia ban trong hép vdn bdn
Description. Excel ty déng nhip mét phan mé ta 16m tit ¢6 th€ ghi tén va ngay nhip
ciia ban. Phan mé td nay chi ra lan nita khi ban chon mét Macro d€ chay nhwr da gidi
thich trong phin ké ti€p cilia cdc trang.

- Nhip OK dé€ bit dau ghi Macro. Néu ban muén ngung viéc ghi macro thi ban chon
1énh Stop Recording dwge thay thé bing 1énh Record Macro.

Bai 7: Cach chay Macro
- Mét khi ban d& ghi mét Macro, d6 1a mét vin dé dé& dang dé chay né, xem lai todn b‘c?'-
trinh cac hoat dgng bing mét 1€nh duy nhat hodc 4n titng niit mét trén ban phim. Ban cé the
chay bat k¥ Macro ndo ban d ghi, cung cip mi sé bang tinh luu tr trong né md. Thit ra cé
hai cich d€ chay Macro: Ban 6 thé chay bit ki Macro nio tir thé Developer --> Code, hon
nita néu ban 4n dinh mét phim tit cho Macro, ban chi cin nhin timg phim & hgp mét dé thire

hi€n 14t cd cic 1énh duge hru irit trong Macro.
- D€ 4n dinh mét phim 4t trén Macro. Sau khi
ban di phi no, chon Developer --» Code -->
Macros, chon lya Macro trong nghi vdn, chon
niit Options va chon mét phim tit nhy duge mé
14 trong cdc trang trude diy (ban cé thé bo
sung hodc sita d6i mdt mé 14 tir day.

- Higu chinh cdc Macro 1d mét trinh xi 1§ lién
hdp chinh ding ma bao ham sy hiéu biét diéu
gi d6 vé Macro cilia ngén ngit lap trinh dirge
vi€t trong d6, (cdc Macro la chudng trinh may
tinh nhé can thiél).

- Néu ta click nit Edit hodc Step Into trong
hép thoai mét cich ngdu nhién. Ban cé thé
‘gidp mit véi mGt man hinh clia md mdy tinh

" khéng thé hiu dugc.
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- Ban khéng thé xéa cic Macro duge Iwu irit trong Personal Macro Workbook vanp

cich chon lya cdc tén cia ching trong hdp thoai Macro vi click nit Delete. Thay viban

phdi “khéng 4n”, cic Macro clia Personal Macro Workbook nay dwgc hru trif trong d6 bing
cdch chon Unhide tir thé View --» Window, chon Personal. XLSB va click OK. Lic d6 ban co
thé x6a Macro, sau khi x6a ban nén 4n lai Personal Macro Workbook, bing cich chon Hide ta
thé View --> Window.
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- NEu cin thié€t, md cifa s6 bang tinh ban mudn ding,
click hoat trang bdng tinh mong muén va chon hya bit kj cic 6 nio ma ban muén lam viéc.

- Chon Developer --» Code --> Record Macros.

- Ban nén xem hép thoai Macro, theo mic dinh liét ké& cdc Macro trong tit cd cdc s6 bdng tinh
md (ban cé thé thue hi€én mét cich chon lua khic tir danh muc 58 xuéng Macro In d€ xem cdc
Macro tir bit ki mét trang cdc clta 56 bang tinh md nao) Personal Macro Workbook luén luén
c6 sdn khi ban dang lam viéc trong Excel, click 1én trén tén clia Macro ban muén chay. Phin
mb td clia né xudt hién 3 diy clia hép thoai.

- D€ x6a mét Macro ban chon thé Developer --> Code -->= Macro, click 1€n i€én Macro
ban muén xéa va click nit Delete, click Yes khi duge yéu cau d€ xic dinh lai viéc
muén xéa.

- Click nit Run dé chay Macro cida ban (ban ciing cé thé double click 1én mét tén cia
Macro d€ chay Macro)...

- T4t cd cdc hanh dgng duwge hru trit itrong Macro s€ duge thife hién mét cach tr déng.
* Vi du:

- Néu Macro dudgc thiét k&' dé dat mét dusng béng npoii quanh 6 chon lwa, né ciing
thue hi€én nhu v3y.

- Né€u ban dé dp dung 1 phim tit t6i Macro ciia ban, ban c6 thé chay cic Macro chi
bdng cich nhin t6 hgp timg phim thich hgp, khéng cin qua cic hé théng menu.

* i du:

- Né&u ban da thi€t k&€ Macro d€ chon cdc tiy chon thiét dit trang xdc dinh (cé thé in
theo huéng nim ngang) cdc tiéu dé diu va cudi dic biét va & giita trén trang va ban da
dira cho Macro bang phim tit Ctrl + Shift + P. Ban c6 thé chay Macro 1 cich ddn gidn
nhit 1a nhin Cirl + Shifi + P.



Bai 8: Cdch thi€i 14p 1 Templaie

- Khi ban thudng xuyén phdi xdy dung 1 cita s6 bang tinh ma c¢é cich nhin va thiét ké

twong ty, ban cé thé nr tao 1 khuén miu d€ lam ting nhanh t6c d6 lam viéc clia ban. Cdc
template 1a cdc tip tin dic biét chifa ti't cd théng tin bao gdm vin bdn, dinh dang va cdc chi
dan thi€t k€ trang, cic céng thifc, cdc macro va cic d6 hoa v6n khéng thay déi tir mét cita s6
bdng tinh tiép theo.

- Ban ¢6 th€ sit dung khuén miu dudi dang diém khdi ddu cho mét cita s6 bang tinh thay vi x4y
dung né tir nén. Phan nay s& hudng d&n ban cich xdy dung khuén mdu, va trén tdp hop cic
trang, ti€p theo ban s€ hoc cich sit dung chiing lam nén tdng cho cic cita s6 bang tinh mdi.

* Luu ¥:

Viéc sit dung cdc cita s6 bang tinh lam nén ting Template 1a diéu hoan toan nén lam. Chi md
cita s8 bang tinh, xéa bat ki dit li&u nio khéng gidng nhau, tir cta sé bang tinh nay dén cita s6
bdng tinh khic, cit gii bdt k¥ théng tin phd bién nio khéng thay déi va lwu idp tin vira sita déi
dudi dang 1 Template, nhw du'gc mé ta tir budc 2 dén bude 7 dudi day.

- Ban cling co thé tao khuén mau ma Excel st dung theo mic dinh khi ban tao ra cic cia 56
bdng tinh, trang bang tinh mdi...

Wi du:

- Néu ban tao mét khuén mau cita s6 bang tinh mic dinh Excel ty dgng md 1 bdn sao clia né
viao mdi lan ban lwu lai 1 tdp tin bang tinh mdi bing cach click niit New trén thanh céng cy
hodc Ctrl + N. D€ tao 1 khuén mdu nhir thé, hiy xdy dung t4p tin sao cho né cé vai trd lam cifa
<6 bang tinh mic dinh. Chon Save as iir Office Button, nhip Book lam tén file.

- Chon thyw muc Xlsstart tir danh muc Save In va click nit Save. Phdi chon ding

dudng dan sau: C:\Program Files\Microsofi Office\Office I2\XL.START.

- Trudc tién, can xdy dung mét cita s6 bang tinh chifa cdc trang bang tinh, vdn bin bao gom
cic tiéu dé, cdc tiéu dé cot va dong, cdac cong thite, dinh dang... ma ban muén chia trong cdc
cifa s6 bang tinh dia trén cdc khuén miu hiy chic chin khuén miu khéng bao him théng tin
nhir dit li€u ban hang, vén la phian dugc dinh S trén cdc bdng tinh riéng biét.

- Chon Save As tir Office Buiton --> Xudt hién hgp thoai Save As. G6 1 tén cho khuém mau.
- Chon Excel Template tir hdp danh sach Save As Type.

- Excel dé nghi sit dung hé sd Templates trong hdp thoai Save In. N&u thich ban ciing cé thé
lru khuén mAu & 1 trong cic hd sd phu cilia ban bing cich click vao niit Create New Folder.

- Sau cung, ban chi cin click chugt vdo nit Save d€ lvu lai Templates ciia ban.

Save in I ®LSTART
ﬁ. 314 Floppy (A2

Y
[ fa “e@ Local Disk ()

My Re:-cent [y Program Files

Documents 5 Microsaft Office
| Cfficelz
[T =
e DATA PHUMNGLYD:)
Desktop e BACK UP (E:)

e DATA THINH (F:)

)

My Documents
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Bii 9: Cdch sit dung 1 Template

- Mét khi di xdy ding duge Template, viéc tao ra cdc cita s6 bang tinh trén nén tding

nay la diéu dé dang thuc hién.

- V& mat 1§ thuyét, ban c6 th€ ding cdc File ciia bdng tinh c6 quy tic dé 1am nén ting cho
bang tinh mdi, ban ciing nén tranh rii ro do viéc vi€t d& 1én phan géc. Nhung khi ban da dai
nén tang cho 1 cita s6 bang tinh trén 1 khuén mau, Excel s& ty tao 1 bdn sao chép cic File.

- Né&u ban muén sita déi Template péc hon la chi tao 1 cifa 56 bang tinh mdi dia trén dé thi
ban phdi:

- Chon Open tir Office Button --> Chgn hé sd chifa khuén mau via md khuén mau cin sita déi
(Phdi md ding dudng ddn di luu).

- Sau dé thirc hién cdc thay d6i mong muén va click niit Save. Biy gid tit cd cdc cita s6 bdng
tinh mdi ban dat nén ting trén khuén miu di dugc sita déi s& phin dnh cdc thay déi nay.

- Nhifng trang nay mé 13 cich sit dung cac khuén miu théng thudng duge hru trif trong ho so
Templates hodc cac hé sd phy ciia né. N&u ban di thi€t dit cdc khuén miu mic dinh trong
Excel, ban s& khéng phdi thyc hién bt ci diéu gidac bict dé st dung chiing. Chi viée click
niit New dé ma 1 ban sao ciia khuén mdu s§ bang tinh mdc dinh (ban ciing ¢6 thé chon New
tir Office Button va chon Blank Wordbook it hop thoai New).

- Dé md 1 bdn sao clia khuén miu trang bdng tinh mdc dinh don gian chon thé Home --»
Cells -->> Insert --= Insert Sheet.

- Excel cung cdp 1 s6 cdc khuén mau di duge thyc hién sin. Chiing nim trong nhin

~Spread Sheet Solutions cia hép thoai New, ban nén kiém tra chiing.

- Vio Ofice Button --> Chon New --> Hgp thoai New Workbook hi¢n ra.

- Chon niit 1énh Templates --> My Templates: n€u ban luu tof khuén mau trong hé so
Templates.

- Click 1&n nhén tiéu biéu cho hé s phy ma ban lvu trit khuén mau trong dé. Vi du: click 1én
nhin Spreadsheet Solutions néu ban luu trit khuén mdu trong hé sé phy ciia Template. Vi
Click 1én khuén mau ciia ban rdi click chgn OK, ban ciing cé thé double click 1én khuén mau
muén st dung.

- Excel tao 1 cifa sé bdng tinh dua trén khudén miu nhr dwge trinh bay. Luu ¥ ring tén cita 58
bang tinh 14 phin bi€n d&i tén khuén miu (né la tén cia khudn miu cdng v6i 1 s8 1in phil hop
s6 14n ban md 1 t4p tin cifa s6 bang tinh mdi cin cif vao khuén mau). Diy 1a 1§ do tai sao ban
khéng nén ghi dé khuén mau géc khi ban lvu.

- By gi6 thi ban c6 thé nhap dit liéu vao cita sé bang tinh clia ban va thuc hién bat ky thay
déi nao ban thich.

- Khi ban thifc hién xong cic thay d6i dén cita sé bdng tinh, click nit Save va sau dé lvu tap
tin bing cdc ding hodc dn dinh ién Excel dén né hodc 1 s6 tén khic ma phi hgp véi né hon.
Cdch nay hé so duge hién thi & diy chi khi chiing chita cic khuén mau Excel.
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