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I.FORMAT PAINTER

La mot cong cu don glan giGp ban cé thé sao chép tat ca cai dat dinh dang cua 0 bao

gom

Font , mau sic, ving té , dudng vién va tham chi dinh dang so6 tir 1 O nay sang 1

O khac .
Cach thuc hlen nhu sau :

1.

Chon O ( hoic toan b6 nhém O ) cé dinh dang ma ban mudn sao chép . Ban co thé
sao chép tir 2 0 c6 2 mau khac nhau va dan dinh dang d6 vao toan bo day 6 méi .
Nhirng O nay dudc xen ké giira mau to .

Chon Home > Clipboard > Format Painter dé chuyén sang ché& d6 “ formatting
painter " ( T6 dinh dang ) . Con tré da bién thanh cai co .

Nhap vao O, ncgi ma ban muon né ap dung dinh dang > Ban nha chuot > Chuot
tré lai dién mao ban dau . Néu ban muédn sao chép dinh dang da dugc chon dén
nhiéu O cung mét lic, chi can ré dé chon mét nhém O cac hang , hoac cot thay vi
nhap mét 6

Excel khong cho phép ban ap dung [an thir 2 vao 1 O khac . Néu ban mudn thi
phai tré lai budc dau . C6 mot cach ap diing nhiéu [an : D6 la thay vi nhap 1 cai
vao Nuat Format Painter , ban nhap dip 1€n né va ban sé dugc ap dung nhiéu [an
vao cac O khac.
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5. Format Painter la 1 cong cu tot cho viéc sao chép dinh dang mot cach nhanh
chong nhung né khong phu hgp véi nhirng dac tinh khac cia Excel dugc goi la
STYLE ( Kiéu ) . V@i Style ban c6 thé chi ra mdét nhém cac cai dat dinh dang va sau
d6 ap dung ching bat ky ché nao ma ban mudn . Néu ban thay doi ki€u sau khi
ban da tao ra né, Excel tu dong cip nhat tit ca cac O ma ban vira dinh dang bang
cach st dung kiéu dé .

II.TAO DANG THUC SO

Trong Excel cd rat nhiéu dang thirc biéu dién dif liéu , ngoai dang thirc phd bién cho
hau khap cac quoc gia con c6 nhirng dang thirc do tung quéc gia qui dinh , trong
d6 c6 nhirng dang thirc nhu ( Soan theo KS NGUYEN PINH TE ) :

1. DANG SO ( NUMBER ) :

e Theo mac dinh phan cach giira S6 Nguyén va So Lé ( S0 Thap Phan ) la
dau cham (.) vi du : 45.2 - 1236.55, phan cach sb ngan la dau phay (,) vi
du : 123,456,568 . Tuy nhién ban cé thé thay ddi theo cach caa Viét Nam
[ S6 1é 1a dau phay ( vi du : 2345,23 - 1258,16 ) , s6 hang ngan la dau
cham ( 23.456 — 2.235.459 — 1.256.354.265 ) bang cach tré vé Windows
o Nhap Start > Control Panel > Nhap dap Ién Regional and Language

Options d&€ mé HT nay > Chon Thé Regional Options > Nhap
Customize d& mé HT Customize Regional Options > Chon Thé Number

Customize Regional Options

Humbers |Eurrenc_l,l Time | Date

Sample

Positive: |123,455,?39.Du | Negative: | -123.456.,789.00 |
Thay déu phéy bang Thay dau cham béng

déu chim déu phéy
Decirmal zpmbol; . w
Mo, of digits after decimal; | 2 w |
Digit grouping zymbol: |I w |
Digit grouping: | 123,456,729 w |
Megative sign spmbol: | w |
Megative number format: | 1.1 “ |
Dizplay leading zeros: | 07 w |
Lizt separator; | w |
teasurement sypstem; | 5. w |
I\ 0k, ] [ Cancel ] [ Apply ]

e Trong Decimal symbol thay ddu chdm bang dadu phay > Trong Digit
grouping symbol thay dau phdy bang dau chdm > Apply > Ok .



« K& tir bay giG, ban nhap theo ki€u Viét Nam ma ban dé dung ghi s6 Vi
du : S6 chan 1.320.456 — 5.689.231.256 - S0 le : 23,45 — 456,456

2. DANG NGAY ( DATE ) :

e Cach thé hién dir liéu dang ngay ciing ttuy thudc vao tirng qudc gia :
e Nhap Ctrl+1 dé mé HT Format Cells > Nhdp Thé Number > Trong
Vung Category chon Date > Trong Local ( Location) chon Vietnamese
> Trong Vung Type nhdp vao 1 dang mudn thé hién

Format Cells @E|

-

Murber | Alignment Fankt Border Fill Praoteckion
Category:
General Sample
MNumber |
Currency
Arccounking Twpe:
Time 1413101 ~
Percentage

14/3(2001 1:30 CH

Fraction 14432001 1;30 PM

?;‘:P“F" 14th3 0t
. 14 théng ba 2001
Special 14 mars 01 b
Custam
Locale {location):
Wigtnamess  f— w

Date Formats display date and time serial numbers as date values. Date Formats that
begin with an asterisk (*) respond to changes in regional date and time settings that are
specified For the operating system. Formats without an asterisk are not affected by
operating system settings.

_-'I Ok

] [ Cancel

3. DANG GIO ( TIME ) :

 Thao tac tuang tu nhu trén ban cé thé chon dang thirc biéu dién dir
liéu dang GIO cua Viét Nam . Vi du dé bi€u dién thdi gian la : 1 gi& 30
chiéu , ban cé thé sir dung 1 trong 4 cach :

Format Cells

Mumber | alignment | Fort | Border | Rl | Protection
Categary:

General Sample
MNumber

CuUrrency e
Accounking Tvpe:

Diate

Percentage igggg EI:
Fraction 1'3.3'0.55
Scientific s

Texk

Special

Cuskam

Locale (lacation):

Vietnamese ‘— W

Tire Farmats display date and time serial numbers as date values. Time Formats that
begin with an asterisk (*) respond to changes in regional date and time settings that are
specified for the operating system, Formats without an asterisk are not affected by
operating system setkings,

—M%

l [ Cancel




4. DANG TUY BIEN ( CUSTOMIZE ) :

e Excel cho phép ngudi dung sir dung dang thirc dir liéu tuy bién dé biéu
dien dir liéu dugc da dang .
e Trong Category nhap Custom > Trong Vung Time ban chon 1 dang
thirc, dang thirc d6 sé thé hién trong Type .

Format Cells

MWumber | alignment Font Border Fill Protection
Cateqgary:
General Sample
Murber
Currency
Accounting Tvpe:
Dake
Tirne # #¥0 -‘_
Percentage General P
Fraction ] 3
Scientific 0,00
Texk =
Special #.#%0,00
#oEF0_ . #E0D
# a0 n[Red](#, 20
#.4#0,00_);(#. #40,000
#. 0,00 [Red](#, 420,00
S #0052 £20)
$#. ##0_0 [Red](fa. 2400 b

Type the number Format code, using one of the existing codes as a starting point,

_N k. ll Cancel l

III.TAO MACRO DINH DANG SO

1. TAO MACRO :

Ban c6 thé tao mot s6 1énh , mot so thao tac. . . réi gan cho 1 phim , mét nat
dung cu nao dé goi la Macro . Mudn tao Macro bang cach ghi tirng budc thuc
hién mot so tac vu nao do .

Vi du : Nhdap chudi ngay , thang , nam hoéc dinh dang s6 , dinh dang Bang Tinh
réi gan tat ca cac thao tac nay cho 1 Phim . Khi stf dung lai cac thao tac do,
nguGi dung chi can bam vao Phim do, Excel sé [an lugt thu'c hién cac tac vu da
quy dinh

« TAO MACRO DPINH DANG SO :

e MGd Bang Tinh > Chon 1 0, 1 Vung hodc 1 Cot dif liéu > Thé View >
Nhap x8 xudng cua Macro > Chon Record New Macro dé hién thi HT
Record Macro .

e Record name go tén ( Khong dit khoang ) > Shortcut key go vao 1
Phim gan cho Macro dé sau nay khi can thuc hién thi ban chi cin bam
Phim Ctrl va Ky Tu cua Phim dé .Ban ciing cé thé bam giir Phim Shift
va Go Ky tu dé tao To Higp Phim : Ctrl+Shift+ Ky Tu .
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e Store Macro in : Nhdp x6 xudng chon 1 trong 3 pham vi (rng dung :
o This WorkBook : Ung dung macro cho Bang Tinh hién hanh .
o New WorkBook : tao va irng dung cho bang Tinh méi .
o Personal Macro WorkBook : Ung dung Macro ca nhan cho Bang
Tinh nay .
o Decription : Md ta ngan gon dic diém cua Macro . Ok dé bat dau ghi
tung Phim va Lénh . Khong ghi nira nhap Macro chon Stop Recording

Record Macro

Macro name:

muayvao |

Shortcut ke

Chrl+ IE <4

Store macro in:

| This Workbook e W

Description:
Tao Macro cho bt Mua vao | +

» Khi tao Macro dang s6 , ban can phai thuc hién bd sung : Ctrl+1 dé
md HT Format Cells > Category chon Number > Decimal places chon
3 > Panh dau chon Use 1000 Separartor > Chon dang s6 am theo
hinh > Ok > Nhéap Stop Recording dé cham dirt ghi .

Format Cells

| Alignrent || Faont || Border || Fill || Proteckion
Categary:
General t Sample
Murmber
Currency
Accounting Decimal ol T -
Date Cecimal places: Ey
Time: =t (] Use 1000 Separator {.)
Percentage B
Frackion Megative numbers:
Scientific _~ -1.234,210
Text_ 1.234,210
Special -1.234,210
Zustom -1.234,210

Mumber is used For general display of numbers, Currency and Accounting offer
sperialized Formatting Far monetary value,

_ki (o4 l [ Cancel




Sau khi tao Macro , ban muén sir dung chd nao ,nhap chudt vao chd
ay roi bAm T6 Hop Phim da gan cho Macro .

N€u & mét vi tri nao d6 khéng thi hanh dugc Macro sé xuat hién théng
bao loi > Néu biét 1ap trinh Visual Basic , ban nhap nat Deburg hoac
Tools Macro > Visual Basic Editor hoac Alt+F11 mé cira s6 ma ngudn
dé ban chinh sira .

Nuat Macro c6 3 tuy chon :

Sau khi tao mcro xong , ban nhap View Macros sé hién ra Bang Macro

- =

Save switch acro
Workspace Windows ~ ~

:; View Macros

@ | Stop Flecnrdlng

K E Use Relative References

Macro narnne:
vlacrol R R
MacrozZ E Step Into
2 MACRO
B‘.ﬂ." ﬂ.ﬂ. TAG Create

NHAP CHON 1 MACRO
NHAP RUN BE THUC THI

NHAP DELETE PE BO

MACRO Optians. ..
Macros in: | Al Open Warkbooks W
Description
TEST 1

Zancel




IV.TAO DINH DANG TRONG STYLE

Trong Excel c6 mét sd dinh dang chuan nhu NORMAL ( Pinh dang téng quat ), COMMA
, COMMA [0] ( Dau phay ) , CURRENCY , CURRENCY[0] ( Tién té ) va PERCENT (Phan
tram) cho dir liéu ki€u NUMBER ( S6 ) . Néu thay can thiét cho céng viéc cua minh,
ban c6 thé tao 1 Style mang tinh dac thu va dat tén cho né dé sir dung .

CAC STYLES ( KIEU ) :

e Vidu : ban tao 1 Style tén utbinh_1 bang cach sir dung : Font Tahoma — Size 12
point — T6 mau Po6 nhat . Cho phép cac ban tao 1 tap hdp cac cai dat dinh dang
dugc tuy bién , dat tén cho tap hgp do va luu no trong 1 File Trang Bang Tinh .
Sau d6 ban c6 thé ap dung cac cai dat nay & bat cir nci nao ma ban can .

e Moi Trang Bang Tinh Excel dudc bat dau véi 1 bd suu tap Style da dudc xdy dung
trudc . Microsoft thiét ké cac Styles nay véi 2 muc dich : D& ban truy cip nhanh
chéng dén mét dinh dang hiru ich va phd bién nhat - tao ra nhirng tai liéu tréng
dep mat.

e Mé Excel > Chon 1 6 > Ban vao : Thé Home > Styles > Cell Styles > Khi dit con
tro 1én 1 Style, 1ap tirc 6 dé sé dugc thay doi phan anh Style dé . P& ap dung Style
ban hay nhap lén no .

Paste 4 [B 2 1 [ -|[O- A

|'/tna a9 BO-4AD- Bookl - Microsoft Excel - @ X
ey - e ‘ .
- Home Insert Page Layout Formulas Data Review View Add-Ins @ - 7 X
== = = = 1 Sealnsert * ¥ -
j # Times NewRom - (11~ || A" 47| | = §||@/'| = General > ﬂ %‘}? 3" Insél lﬁ
= 53 = == I Delete ~ IE'
=

EII‘E? -§'§| - &3~ 5, s (%8 ;0| Conditional Formg pre Sort & Find &
— E @ 00 > Eormatting - as Taefe~ Styles ~ E_LIFormat' 2~ Filter~ Select~
Clipboard ™= Font Ta Alignm| Good, Bad and Meutral o

Al - I | Normal Bad | Good | Neutral

S |elee| o v & |w b=

=)

s

A B C D

tr

Data and Mode] =

ulation __r_,_.' Input Linked Cell Note

Titles and Headings

Heading 1 Heading2  Heading 3 Heading 4 Title Total

Themed Cell Styles
20% - Accentl 20% - Accemt2 20% - Accent3 20% - Accentd 20% - Accent5 20% - Accent6

40% - Accentl 40% - Accent? 40% - Accent3 40% - Accentd 40% - AccentS 40% - Accent6

Number Format

Comma Comma [0] Currency Currency [0] Percent

=] | Mew Cell Style...

-

= Merge Styles...

e MO ta Cell Styles va cong dung tirng Hang Muc :

o Good Bad and Neutral : Cho phép ban chon ching dé danh dau phan loai
nhirng tin tirc Tét - nhirng tin tirc xadu bang cach chon mau phd bién nhu doé
vang , xanh la cay .

o Titles and Heading : Bd sung dinh dang dudng vién dé tao nhirng Tiéu dé
hap dan.

7



o Themed Cell Styles : Cho ban 1 day 0 dugc 1am béng , t6 mau khac nhau dé
Iam hai hoa véi cac O khac dua vao chu dé cira s6 bang Tinh hién hanh .

o Number Format : Pay la nhirng Style duy nhat ma Excel cé trong nhirng
phién ban trudc dung ap dung 1 dinh dang s6 khac nhau nhu : Currency —
Percent . Chiing khdng thay ddi cac dién mao . Ban cé thé sir dung kiéu
Currency cho tat ca gié tri PO La trong Bang Tinh cua ban .Sau d6é tai 1 diém
ban c6 thé bo sung ki€u dé d€ xac 1ap nhirng ky hiéu tién té khac nhau, su
canh thang hodc s6 cac chir s6 thap phan . Su thay d6i nay cap nhat moi o
ma né str dung ki€u Currency .

» B8 sung Style Gallery vao Thanh Céng Cu Quick Access :

o Nh@p Thé Home > Styles > Cell Styles > Nhap Phai vao bét ky Style nao >
Chon Add Gallery To Quick Access , nGi ma noé co san trong moi lic . Nhap
vao NGt nay ban sé thay Style Gallery tucng tu . Ban ciing cé thé bo né
bang cach nhip Phai né > Chon remove From Quick Access Toolbar .

TAO STYLES :

Ban thuc hién nhu sau :
1. Pén 1 O trong chua dugc dinh dang trong Bang Tinh cua ban .
2. Chon Home > Styles > Cell Styles > New Cell Style > HT Style , Style name nhap
tén (utbinh_1). Khi Iap Style , ban chi muon Iap : Number , Font va mau nén
(Fill) cé thé x6a dau kiém Aligment ,Border néu mudn cac chi tiét nay khéng dua
vao Style sap tao > Ok .

D«,\IH ( FR=NE RIS

Home Insert Page Layout Formulas Data Review View Add-Ins

=g - == =- : 7
Times Mew Rom =~ 11 ~ || = = =||® = General © 2 ¥, [

B A =||®] |5 jg ﬂiﬂ e}
Paste B I U |||~ A || = =||:EE +E|| =g~ |||@8 - 5, » ||%8 %8|/ Conditional Format Cell

- s 4 Lg 2 d |l Formatting = as Table = Styles =
Clipboard M= Font IF] Alignment ] Number '—""——- Styles ﬁ

.. ox /
A G H I I 7K 1

Skyle narne: |utbinh_1 |
o — -

2

3 Style Includes (By Example)

4 = Mumber  Skandard

5

6 [ aligrment

7 '_h Eont Times New Roman 11; Text 1

8

9 [ Border

10 — IFil

Mo Shading

Ok l ’ Cancel

3. Ban tién hanh chon cac dinh dang trong Number — Font va Fill . Khi chon xong
bam Ok dé tao riéng cho ban 1 Style .

4. Khi tao xong , n6 xuat hién trong Nhom Custom ( Néu chua tao Style nao thi ban
sé khong thay Nhom Custom ) .



I.TAO STYLE :

e Nhap Thé Home > Format > Format Cells

;/Eg H 9 Ay B )+ MAU_Z - Microsaft Excel = x
g Home Insert Page Layout Formulas Data Review View Add-Ins @ - x
5 : Times NewRom = (11~ [A° A7 | [ = g\li?/"l = General - ijg‘ ﬂ _;‘dl‘ ;:S:;TE: ': ‘ﬁ lﬁ
et p a0 A E e | [ ol )| onotons ot o | P
Clipboard ™ Font o Alignment ] Number ] Styles Cell Size
N26 - F 3 | 30 Row Height... ¥
A B C D E & G H I I AutoFit Row Height i B
1 BANG BIEM MON TIN HOC £ umn Width.,
2 TT |HOQ VA TEN NAMSINH LOP |THUC HANH|LY THUYET]| AT I
3 1 |CaoHoang Hig{ 1993 A 5 e ——
4 5  |TéPhwongLan 1993 A 6
5 §  |Ohan TwomgLy 1992 A 7 Visibility
6 2 Téng Thi - My 1992 B 3 e Unhide L
7 4 |Tran Vinh Son 1993 B 5 Organize Sheets
3 7 Tit Hoang nam| 1993 B 3 Bename Sheet
9 9 |PéDingKhoa| 1993 B 10 Aove ar Copy Sheet...
10 3 |NguydnsenHi 1993 C 9 O )
1 6  |LeThi-MyHd 1992 C 10 protection
12 10 |Dinh Thay Hwol 1993 [ 9 =
13 (gy Protect Sheet..
14 (2)| LockCell
b s —

e Lua chon cac thudc tinh dinh dang cho Style ctia ban bang cach Click chudt vao
cac The:
o Number : chon loai dinh dang s6 nhu da trinh bay & trén .

Alignment Font Border Fill Protection
Cateqgory:
General Sample
Currency
Accounting : . ~
Dake Decimal places: |3 £
Time = | [¥] Lse 1000 Separator ()
Percentage
Fraction Megative numbers:
Scientific _’ N -1 10
Text 1,234,210
Special -1.234,210
Cuskorn -1.234,210

Mumber is used for general display of numbers. Currency and Accounting offer
specialized Formatting For monetary value,

K

] [ Caneel

o Alignment : béng Ié van ban trong O bang Tinh cé cac loai nhu ':
» Text Alignment , déng Ié van ban dir liéu , chon :

o Horizontal ( Theo chiéu ngang ) : Thong thudng Excel chon
General , theo loai nay van ban déong thang Ié bén Trai, dir liéu
s6 dong thang & bén Phai , dif liéu luan ky ( Logical ) x&p vao
gira O .

o Left ( Indent ) : Dit liéu déng thang Ié Trai .

o Right ( Indent ) : Dir li€u van ban dong thé‘mgAI‘é Phai .
o Center : Toan bo dir liéu canh hang vao giira O .

o Justify : canh thang I& Trai Lé Phai .

o Fill : Pién day du dir liéu .



o Center Across Selection : Canh giira ngang qua vung lua .

Format Cells

Murnber | Aligrment | Fank Border Fill

Texk alignment

Horizonkal:

General r\:
Left (Indent)

|
|
|
|
|
I Zenker
|
|
|
|
|

Right {Indent)
Fill
TdJustify
Center Across Selection
Distribuked (Indent)
[ shrink ko Fit

[ Merge cells

e Vertical ( Theo chiéu doc) :
o Bottom : Satday O .
oTop:léndinhO.

o Center : Vao giira O .

Werkical:

Bokkomn |.V

Diskribuked

» Text Control ( Ki€ém soat van ban) :

Texk control
|:| Wrap bext
[ ] shrink ko Fit
[ Merge cells
Right-to-left
Text direction:

Conkexk w

o Merge Cells : Tron cac O .
o Wrap Text : NGi rong van ban .
o Shrink to Fit : Vira khit chiéu rong dir liéu .

» Orientation ( Hwréng cta van ban ) :

Ban c6 thé Click vao cac nat ( M6i nat 15 dd ) hodc gé vao hop
Degrees .
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Orientation

Lo R |

~

o Font : Lua chon Font, kiéu, kich thuéc , mau va cac hiéu rng .
= Font : Ré thanh trugt dé chon Font chir .

Font Style ( Ki€u chir ) : Mdi Font chir cé thé cé cac kiéu chir riéng ,

hady ré Thanh trugt dé tim ki€u chir thich hop .

Size ( kich thudc hay cd chir ) : Tuy thudc va Font va kha nang cua
mady in , ban cé thé chon tir 1 dén 1638 hodc ré thanh truct dé lua
kich thu'dc Font va kié€u chir da chon .

Underline ( gach du@i ) : Nhdp xd xudng dé tuy chon .

Color ( Mau chir ) : Nhdp x6 xuéng chon mau chir > Nhap More Colors
dé chon thém Bang mau .

Effects ( cac hiéu irng ) : Chon 1 trong 3 hiéu (rng sau :

o Strikethrought : Gach giira chir .
o SuperScript : Tao chi s6 trén nhu X2
o SupScript : Tao chi s6 duéi nhu Fe304.

Format Cells

Murmber || Alignment | Font | Border Fill Protection
Fonk: Font skyle: Size:
Times MNew Foman Regular 11
T Sylfaen A g A
T symbol — | |Ikalic 9 5
Syskenm | |Baold 10 —
T Tahoma Biold Italic
12
es Mew R 14 hd
Underline: Color:
e v | | | []uormal fort
ffecks—— Presvisw
[T strikethrough
[ superscript AaBhCcYvZz
[Jizubscript:
Thiz is a TrueTvpe font. The same Font will be used on both wour printer and wour
sCreern,

_—b[ o] ] [ Cancel
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- Border ( Khung vién) :

= Style : Chon 1 kiéu dudng vién .

= Preset : Chon 1 mAu c6 san ( None : Khong tao Khung vién — Outline :
Tao khung vién bén ngoai — Inside : tao cac dudng ké ngang va doc

bén trong Khung ) .

* Border : Tao vién cho tirng canh khung

= Color : Chon mau cho dudng vién .

Format Cells

|Nurnt-er || Alignment || Fart | Baorder |

Fil | Protection |

Lirz Preseks
Style

MNone

____________ Border

+

Cutline  Inside

b

Text

butkons sbove.

The selected border style can be applied by clicking the presets, preview diagram or the

QK

] [ Cancel

Fill (Pd maunén):

= Background Color ; Chon mau nén .
» Pattren Color : Cac mau Pattern

= Pattern Style : Cac ki€u Pattern .

= Fill Effects : Hiéu (rng dé mau .

* More Colors : Chon thém mau.

Format Cells

| Murnber || Alignment || Font: || Border | | Pratection
Background Color: Pattern Color:
| Mo Colar | | Aukamnatic w |
u EEE N Pattern Skyle:
| 4
[
|
HEENR
EEEEENREEEN
AEEEEEEEER
HE ENEENR
[Fi_II Effects. .. ] [More Colors... ]
Sample \
K l ’ Cancel
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- PROTECTION ( Baové):
Co 2 chon lua : Locked va Hidden .

Format Cells

Murnber || Alignment Font Border Fill

LDCde i——
[ Hidden .‘_

Locking cells or hiding Farmulas has no effect until vou protect the worksheet (Rewview
tab, Changes group, Protect Sheet buttan),

[ oK ] [ Cancel l

Sau khi hoan tét Iva chon cac thudc tinh trong cac Thé, Click niat OK dé tré vé .
o Nhip Thé Home > Nhém Style , nhdp x6 xudng cia Cell Style > Chon New Cell
Style > Ra HT Style , Dit tén cho Style mgi vira tao ( utbinhl ) va dudi d6 tom tat
cac lua chon > Ok .

Style name: |ut|:|inh1| ‘*-—-— |

Style Inchudes (By Example)
Murnber Standard

Alignrment  General, Botkarn Aligned; Shrink To Fik
Forit Times hew Roman 11; Text 1

Border Left; Right; Top; Bottom Borders

Fill Shaded

Frotection Locked

—'~L 0] 4 l [ Cancel

II.AP DUNG STYLE :
Sau khi da tao Style , mudn sir dung né , ban thu'c hién :
1. Khdéi dong Excel > M@ bang Tinh cii > Chon viing dir liéu can ap dung Style .
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2. Chon Format > Style > Cell Style > Chon tén Style ma ban vira tao > Ok .

Custom
utbinh_1
Good, Bad and Neutral
|| Normal | Bad Good Neutral
Data and Model
|Ca'_cu'.ar'_-:-11 ||| | Explanatory... |Input Linked Cell Note
|Dutput | Warning Text

III. ICH LOT CHO VIEC TAO STYLE :

1. Chiing cho phép ban sir dung lai Pinh Dang ciia minh mét cach dé dang chi bang

cach ap dung Kiéu .

2. Ching cé tinh thdng nhat béi vi cac Kiéu chira tat ca cac dinh dang ma ban muén

(datao).

3. Excel tuv déng Iuu cac kiéu véi File Trang bang Tinh cia ban . Ban cé thé chuyén

Cac Kiéu tir S8 bang Tinh nay sang S8 bang Tinh Khac .

4. Néu ban muén thay ddi 1 Ki€u , ban chi can vai ci nhap chuét, sau do Excel tu

dong diéu chinh méi O ma sir dung cac Kiéu bé sung .

IV. CHINH SUA — SAO CHEP CAC STYLE :

Sau khi ap dung 1 Style , ban c6 thé chinh stra dinh dang 1 0. Néu ban thay rang minh
da qua lam dung Style va thay rang cac Style nay lu6én luén dang vi vay hay tao nhiéu
phlen ban cua cung 1 Style moi Style va cac cai dat tu’dng rng , hodc x6a mot sé O
ki€ém cha Style dé Style ciia ban khdng ap dung cac cai dat dinh dang ma ban thudng

xuyén thay déi .

1. CHINH SUA : Vao Home > Styles > Cell Styles .

Tim Style ma ban muén thay doi

dang trong Gallery , nhap Phai né > Chon Modify > Ap dung giéng nhu lic tao dé

stra .
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2. SAO CHEP : Thuc hién cac budc gidng trén thay vi chon Modify ban chon
Duplicate > Thay ddi dinh dang nhu mong mudn > Chon tén khac dé bd sung vao
Hang muc Custom .

3. XOA : Chon Delete .

V. CHUYEN DOI CAC STYLES GIUA CAC SO BANG TiNH :

Khi ban da tao ra mot vai Styles hiru ich , ban muon st dung chiing trong nhirng File
cua Trang Bang Tinh khac nhau . P€ sir dung chiing , ban can sao chép thdng tin Style
tir mot SO bang Tinh nay dén mét S6 Bang Tinh khac . Excel thu'c hién qua trinh nay kha
de dang .

1. M@ ca 2 File cua Bang Tinh Nguon ( Co chira cac Style ma ban muon sao chép ) va
bang Tinh Pich.

2. Dén So6 bang Tinh Pich > Chon Home > Styles > Cell Styles > Merge Styles > HT
Merge Styles xuat hién véi mot danh sach cua tat ca cac Files ma ban da mé gan
day trong Excel .

3. Chon File ma trong dé c6 Style ma ban mudn sao chép vao S6 Bang Tinh hién
hanh > Ok.

e Né&u co Style nao ma trung tén vgii Style hién hanh , né ra mot thong diép
canh bao ban . Néu muon ap dung, noé sé chép deé lIén khi ban nhap Ok .

o Ban cé thé sir dung cac Style ma ban vira nhdp . Bay gi& nhirng Styles nay la
nhirng ban sao chép ddc Iap cua cac Styles trong S8 bang Tinh Ngudn . Néu
ban thay doi Styles trong 1 S6 Bang Tinh , s& khong anh huéng dén cac
Styles trong S8 Bang Tinh kia trir khi ban nhdp cac Style dudc thay doi vao
no .

e Tha Thuat : Néu ban muén thém vao moét cach tu dong cac Styles caa ban
vao trong mot sé Bang Tinh Méi , hdy tao ra 1 Mau chira cac Styles nay .Cac
c6 thé tao ra cac S6 Bang Tinh Méi dua vao mau dé .

VI.TAT CHE PO XEM TRUOC :

Ché& d6 XEM TRUOC rat hitu ich .Tuy nhién néu ban dang sir dung mét s6 Bang Tinh
dugc dinh dang , ban sé thay tinh nang xem trudc bi giam téc d6 khi ban muén cudn
qua nhiéu tuy chon . Trong truéng hdp nay ,tot nhat nén tat ché dé xem trudc .

e Cach tat ché do xem trudc : NGt Office > Excel Options > Chon Popular > Hang
Top Options for working with Excel , tit : Enable Live Preview > Ok . Biy gio
ban cé thé di chuyén quanh Ribbon . Khi ban can thay déi mét dinh dang , nhap
vao nut tuong (rng trén Ribbon trudc khi ban xem né trong nhu thé nao .

15



