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Bii 1: Cdc phim idt théng dung irong Excel

F9: Khi muén tham khdo két qud tinh ra cia him dang dudc st dung lam d6i s6
cho ham khac hodc dang 14 thinh phan ctia 1 céng thitc thi ta danh ddu toan bg
dang thitc ciia him dé trén thanh céng thitc r6i nhan phim F9, d€ trd vé trang
thai cfi, nhdn Ctrd + Z.

Cirl + A: Sau khi viét tén ham diing vio céng thitc, thirc hién budce 2 cia céng
thirc, hién didu md ngodc va danh sich déi s6 clia ham.

Cirl + Shift + A: Tw dng dién thém cap didu ngodc va dang thiic clia cic déi s6
ngay sau tén ham (Khi di nhap xong t€n ham trén thanh céng thirc).

F4: Chuyén déi giita dia chi twong déi va dia chi tuyét déi.

F1: M3 hép thoai Trg gitp.

F2: Hiéu chinh him.

Cirl +O: M3 1 tp tin mdi.

Cirl + N: Tao 1 tap tin mdi.

Ctrl + S: Luu tap tin.

Cirl + P: M3 hgp thoai Print.

Cirl + Z: Hiy b6 thao tdc vira lam.



* Phim tdt Alt:

- Nhin piit phim Alt d€ hién thj cdc niit chifa cac phim tat sit dung vdi phim Alt.
Alt + F: M3 thire don ciia Office Bution.
Alt + 1: Luu tap tin.

Alt + 2: Hiy bé thao tic vira thyc hi€n.
Alt + 3: Lap lai thao tdc vira hiy bé.
Alt + 4: Xem trudce khi in.

Al + H: M3 thwe don Home.

Alt + N: M3 thue don Insert.

Alt + P: M4 thuc don Page Layout.

Alt + M: M3 thuc don Formula.

Alt + A: M3 thuc don Data.

Ali + R: M3 thuc don Review.

Al + W: M3 thae ddn View.

Ctrl + C: Lénh Copy.
Ctrl + X: Lénh Cut.
Cirl + ¥: Lénh Paste.

Cirl + F: M3 hgp thoai tim ki€m.
Cirl + H: M3 hép thoai thay thé.
Cirl + G: M3 hdp thoai po to.

Cirl + A: Chon it cd vin bdn.
Cirl + K: M3 hép thoai Insert Hyperlink (siéu lién két).

Ctrl + B: In dim.
Cirl + I: In nghiénpg.
Cirl + U: Gach dudgi.

- Dichuyén qua phdi, |PgUp |Lénmétmén hinh
qua trdi
Tl Lén xuéng mot & PgDn |Xudng mét min
hinh
Home Vé 6 dau tién cia Ctl+ |VEd Al
dong Home

Ctrl + Dichuyén vé tdi bién | Ctrl+ | Dichuyén tdi 6
phim miii | cia viing dif liéu hién |End | cuéiciling trén bdng
tén thGi tinh

End + Dichuyén qua mét
phim miii | khéi dit liéu bén
tén trong cot hodc dong




Cirl + 1: M3 hép thoai Format Cell.

Alt + Enter: Xuéng dong trong ciing 6.
Ctrl + ; : Pua vio gid hién hinh clia mdy tinh.
Atl + = : Tinh téng tr déng Auto Sum.

Cirl - : Xéa cic 6 di chon.

Ctrl + Shift + =: Chén cdc & tréng.

Ctrl + SpaceBar: Chon toan bd dong.
Shift + SpaceBar: Chon toan bd cét.

Cirl + Shift
Cirl + Shift
Cirl + Shift
Cirl + Shift
Cirl + Shift
Cirl + Shidft
Cirl + Shift

Ctrl + Shift + (: Théi che diau dong.
Cirl + 0 (zero): Che diu cdt.

+~: Dinh dang s6 General.
+$ : Dinh dang s& tién t€ vdi 2 s& 1&.

+ %: Dinh dang 56 phin trim khéng 13y 56 1€.
+ 4 : Dinh dang s6 khoa hgc vdi 2 sé 1&.

+ #: Dinh dang npay.
+ @ : Dinh dang gig.
+ ! : Dinh dang 56 c6 ddu phdy ngin cdch ngan triéu, 14y 2 s6 1.
Ctrl + Shift + & : V& dudng vién xung quanh khdi.
Cirl + Shift + _: Xéa tdt cd cdc duing bién.
Ctrl +9: Che ddu déng.

Cirl + Shift + ): Théi che diu céi.

Ctrl + Shift + : : Chén gid hién hinh clia hé théng.

L Bittén cho 1

&

- Chon & cAn dit tén.
- Vio thé Formular --> Define Name --> H§p thoai Define Name

hi€n ra.

- Trong 6 Names in Workbook: G& tén can dit cho 6 vio.

Bai 2: Thd thuit trong Excel

Mew Mame

Narne:
Scope:!

Cammenk:

)X

| wiorkbook,

Refers to | _sheet1 14042

[

[o]4

I [ Cancel

~2) Define Nar%e 5

i Use in Forlivula
Mame

Manager B Create from Selection

Defined Mames



II. Chifc ndng phéng to day min hinh (Full Screen):

- D€ phéng to diy man hinh: Vio thé 1énh View --> Trong viing 1énh Workbook

View --» Full Screen.

- b€ quay trd vé ché d6 binh thuésng: Click vao niit Close Full Screen.

a.

l"hﬂ;\'l H wy - I-5 =
udl
Haome Insert Page Layout
| (EE0 I ==
Mormal| Page Page Break Custom  Full
Layout  Preview Views Screen

Workbook Views

I Pinh dang s& 001 khi
nhap vao:

- Chon cdc 6 can dinh
dang.

- ¥io thé 1€nh Home,
trong ving Cell --> Format
Cell --> Hgp thoai Format
Cell hicn ra.

+ Chon thé Number -->
Click chon Custom.

+ Trong 6 Type: g8 vao
000 --> Ehi d6 ta nhap vao
6 s 1 thi s& c6 dinh dang
la 001.

%

Format Cells

Muriber | Alignment

Cateqgory:

General
Murmber
Currency
Accounting
Dake

Timne
Percentage
Fraction
Scientific
Text

SEecial

Formulas Data Review Wiew

Ruler ¥| Formula Bar

| Gridlines W| Headings

Zoom
Message Bar

Show/Hide

Fankt Barder Fill Prakection

Sarmnple
ool

Type:
oon

General A~
0

0.00

#2230

# #3000

£ RBD ) (# #2D)

#, 230 [Red](#, #40)

#,#40.00 0%, #40.00)

#,#40.00_;[Red]{#,#£0,00)

S, A0 (5, R0

$a, 240 3 [Red]($#, #40) b

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

I oK. M ’ Cancel




IV. Tao mat mi cho t3p tin:

- D8i vdi 1 s tdp tin déi lic ta cAn phdi tao mAt md khi md d€ trinh sy t6 mé ciia nhitng
npudi khic.

- Click chon niit Office Bution --> Click chon Save As --» Hop thoai Save As hi€n ra.

- Click chon niit Tools sé xuéng -->» Click chon General Options --> Hép thoai General
Options hién ra gdm cé cdc tiy chon sau:

- Trong & Password to Open: g6 mit mi dé md t4p tin vao.

- Trong & Password to Modify: g6 m4t mi d€ chinh sita néi dung tdp tin (it sit dung 6 nay).
- Read Only Recommended: thi€t 13p thugc tinh chi doc.

- Click nit OK --» Hi€n ra hgp thoai xac nhian p6 lai mat ma 1 lin nifa.

- P€ hoan tit ban phdi chgn menu File --> Save.

* Luu §:
- Cdch bd mit mi tuong ty cich tao nhung xéa mit mi trong 6 Password to Open vi ban
phdi nhé mat ma (6t nhit la ghi vio s6 tay). T
[] always create backup Rename
Filz shating Print
Password ko open: | Map Network Drive...

Passwiord ka modify:

[] pead-only recommended Web Options...

I QK [}J’ Cancel general[.‘rptions...[%

Compress Pictures..,

V. AutoCorrect - AutoFormat - AutoText:

- Click chon nit Office Bution --» Excel Options --» HGp thoai Excel Options --> Trong
muc Proofing, click chon niit AutoCorrect Options d€ hién thi hép thoai AutoCorrect
Options ¥di cac tuy chon sau:

1. Thé AutoCorrect:

- Dung dé€ lam cho mdét tir cin phdi lap di 1ap lai nhiéu 1dn 1 cich nhanh nhit (dudng tit),
chinh sita 16i khi khéng nhé 16 ring cach viét cia tir nay. Tit myc Proofing, click chon niit
AutoCorrect --> Hbp thoai AutoCorrect hién ra --»> Thé Autocorreci.

+Pé tao 1 tir mdi: Trong phin Replace as you type (thay thé khi ban g&) ban nhip vio 6
Replace tit g6 vio va 6 With tir s& dudc thay the --» Click mit Add d€ thém vao danh sich
AutoCorrect.

+ PéE xéa 1 tir: chon trong danh sdch --» Click miit Delete.

+ M6t s6 tuy chon khac:

- Show AutoCorrect Options buttons: hi€n thi miit tiy chon Autocorrect.

- Correct TWo INitial CApitals: Sita 16i 2 tir viét hoa lién tiép.

- Capitalize first letter of sentences: Viét chif hoa dau ciu.

- Capilalize first letter of table cells: Viét chit hoa ddu mdi 6 trong bang.

- Capitalize name of days: Viét chit hoa tén ciia ngay.

- Correct accidental use of cAPS LOCK key: sita 16i khi ding phim Caplock.

AutoCorrect options

Change how Excel corrects and formats text as you type: [ gutoCorrelq: Options... I




2. Thé AutoFormat As you type:

Gém cic thiét lip cho viéc ty dgng dinh dang khi nhip vin bdn.
+ Replace as you type: thay thé tir khi g6 vio.

+ Apply as you work: tw dgng ap dung dinh dang khi gé vao.

+ Automatically as you work: ty dgng khi nhip vin bdn vio.

SuboCorrect | AutoFormat As You Type |Smart Tags

Internet and netwaork paths with hvperlinks
Apply as wou work

Include new rows and columns in table
Automatically as wou wark,

Fill Farmulas in tables to create caloulated columns

[ K N l Cancel

VI. Thay déi don vi do clia Ruler:

- Click vao nit Office Button -->> Excel Options --> Hop thoai Fxcel Options
hi€n ra --> Trong muc Advanced, kéo thanh tnrgt xuéng ngay vung Display va
ngay myc Ruler Units --> Chon ddn vi do thich hgp (Thudng 1a Inches hodc

Centimets).

Display
I Advanced -|l

) Show this number of Recent Documents: |17 == I
Customize

Ruler units | Default Units
Add-Ins

Show all windows in the Taskbar
Trust Center Show formula bar
Show function ScreenTips
Show chart element names on hover
Show data point values on hover
For cells with comments, show:

{:} Mo comments or indicators

Resources

{3:} Indicators only, and comments on hover

(::) Comments and indicators




VII. Quy dinh viéc hién thi s6 1ap tin di md irong Office Bution:

- Click vao nit Office Bution --> Excel Options -->» Hgp thoai Excel Options
hién ra --> Trong muc Advanced, kéo thanh trugt xuéng ngay viing Display --=
Trong 6 Show this number of Recent Documents: chon s6 tip tin cin hién thi,
vdi mac dinh la 17 tap tin.

Display

Advanced
. Show this number of Recent Documents: |17 = ke
Customize
Ruler units | Default Units »

Add-Ins

Show all windows in the Taskbar
Trust Center Show formula bar
Resources Show function ScreenTips

Show chart element names on hover
Show data point values on hover
For cells with comments, show:
{:} Mo comments or indicators
{E} Indicators only, and comments on hover

{:} Comments and indicators

VIII. Protect Sheet:

- Cho phép ngudi diing bdo vé Sheet trong viéc dinh dang hoidc dicu chinh.

- Vao thé 1énh Review --» Trong viing Changes, click chon Protect Workbook sé
xuéng --» Chon cdc thi€t Iip bdo vé€ vin bdn cAn thiét.

_/E:' "LL’@I _J &1 Protect and Share Workbook
=" i Allow Users to Edit Ranges

Protect | Protect Share .

Sheet Workbook ~ Workbook L# Track Changes -

Changes

_J &l Protect and 5
oy
@Allow Users t
Protect Share
Workbook - Workbook L# Track Change

Restrict Editing

Protect Structure and Windows
Restrict Permission
v | Unrestricted Access

Bestricted Access

Manage Credentials



IX. Thao tic vdi nhiéu tip tin:

Khi md nhiéu t4p tin Excel, néu muén sip xép piita cdc cita 56 itng dung Excel:
vio thé 1&nh View --> Trong viing Windows, click chon cdc dang sip xé&p sau:
+ New Window: md 1 cifa s6 mdi.

+ Arrange All: sap x€p doc tat cd.

+ Split: phin chia lai cic cifa s6.

- Néu muén chuyén déi qua lai giita cdc cita s6 ing dung thi click chon niit
Switch Windows sé xudng vi chon tip tin cAn hién thi.

e % ;El =] split _;[H :‘J,TIJ

Mew  Arrange Freeze Save Switch
Window  All Panes = Workspace Windows =

windf

F\rrange

i Hurlzu:untal
7 Wertical
) Cascade

(] windows of active workbook,

\ Ok N’ Cancel

X. Tao chii thich (Comment):

- D4t con tr ngay vin bin cin tao chii thich.

- Vio thé 1énh Review --> Trong ving Comments, click chon nit New Comment
--» Nhap chi thich vao.

- D€ x6a b6 chii thich di tao: click chugt phdi ngay vi tri ciia chii thich va chon
Delete Comment.

ol ©d Td T4

Mew
Comment

3 Show All Comments

Comments %

e )
<% CHU THICH: I

SN

G
5



XI Thao tac vdi Ribbon:

- Ribbon 13 ddi ruy bing chita cic cdng cu 1€nh cia tiump thé 1€nh trong chudng trinh.
* P& thu nhé Ribbon, ta thuc hién cic bude sau:

- Click chugt phdi & viing thé 1énh d€ xuat hién popup menu --» Click tiy chon
Minimize the Ribbon. Khi d6, Ribbon chi hién ra khi ta click chon vio thé 1énh ma
théi. Khi khéng click chon thé 1€nh thi Ribbon sé& tw ddng in di.

Customize Quick Access Toolbar..,

Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon L}

XII. Thay déi wi tei cia Quick Access Toolbar:

- Quick Access Toolbar 1a thanh céng cu truy cdp nhanh chéng, dung chifa cac

nit 1énh thugng dugc sit dunp thudng xuyén nhu: Save, Undo, Redo.

* Ta c6 thé diéu chinh vj tri cia Quick Access Toolbar theo cdc budc sau:

- Click chugt phdi & viing thé 1énh d€ xuat hién popup menu -->» Click 1 trong 2 tiry
chon sau:

+ Show Quick Access Toolbar Below the Ribbon: d€ hién thi thanh cong cu bén dudi
vj tri cia Ribbon.

+ Show Quick Access Toolbar Abow the Ribbon: d€ hién thi thanh céng cu phia trén vi
tri cia Ribbon.

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

* Ta c6 thé tiy bi€n thanh céng cu Quick Access Toolbar theo cic bude sau:

- Click chugt phdi & ving thé 1énh d€ xuit hién popup menu --> Click tiy chon Customize
Quick Access Toolbar --> Ehi d6 hop thoai PowerPoint Options hi€n ra v8i muc chon la
Customize.

- Click chon cidc céng cu bén ving Choose command form --> Sau dé, click chon mit Add dé
dem cong cy vao Quick Access Toolbar.

-bé thay déi vi tri clia cdc cong cu trong Quick Access Toolbar, ta chi viéc di€u chinh 2 nit
Move Up d€ di chuyén 1&n hodc nit Move Down d€ di chuyén xudng.

-Péloai bd 1 céng cy ra khéi Quick Access Toolbar, click chon céng cu d6 va sau dé click
nit Remove.

- Niit Reset: cho phép trd lai gid tri mic dinh ban ddu cia Quick Access Toolbar.

LCustomize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon



Bai 2: Thd thuit trong Excel

I BPit tén cho 1 &:
- Chon & cin dit ién.

- Vao thé Formular -->» Define Name --> Hgp thoai Define Name

hicn ra.

- Trong 6 Names in Workbook: G& tén cdn dit cho 6 vao.

New Mame

Marme: || |

SCope: |W|:url<b0|:|k V |

Comment:

Refersto! | _sheet1 14042

][ Canicel ]

| o

II. Chitc ning phéng to ddy man hinh (Full Screen):

| a3 Define Nar%e |

S~ Use in Farl
Mame .
Manager B Create from Selection

1la

Defined Mames

- D€ phéng to diy min hinh: Vao thé 1énh View --> Trong viing 1énh Workbook

View --» Full Screen.

- D€ quay trd vé ché d6 binh thudng: Click vao miit Close Full Screen.

@)\ 9

i
_,/l Home Insert Page Layout Formulas Data Review View
f — Ruler | Formula Bar (%
(B B |3 EE e | 3
¥ Gridlines ¥ Headings
Mormal| Page Page Break @ Custom  Full . N Zoom
Layout  Preview Views Screen g553ge bar
Workbook Views [% Show/Hide

10



IIL. Dinh dang s6 001 khi IRkl s

nhip vao:

- Chon cdc 6 cin dinh
dang.

- Vio thé 1énh Home,
trong vung Cell --» Format
Cell --> Hop thoai Format
Cell hi€n ra.

+ Chon thé Number -->
Click chon Custom.

+ Trong 6 Type: g6 vao
000 --> Khi d6 ta nhap vio
& s6 1 thi s& c6 dinh dang
la 001.

IV. Tao mat mi cho t3p tin:

Mumber | alignment Fank Border Fill Protection
Categary:

General Sample

Murmber oot

Currency

Accounting Tvpe:

Date

Time uoo

Percentage General b

Frackion u]

Srientific 0.00

Text #, 240

#,#40.00

SEeciaI

& ##00 (2, 240)

#, ##0_1[Red]i#, ##0)

0, 00_; (%, 40,000

&, ##0,00_1[Red]i#, ##0,00)

S, R0 (5, #R0)

S, ##0_1[Red]ifs, #£0) A

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

I (a]4 M [ Cancel

- D&i véi 1 56 t4p tin déi lic ta cAn phdi tao m4t md khi md dé tranh sy 16 mo cilia nhitng

ngudi khic.

- Click chon nit Office Bution --> Click chon Save As --» Hop thoai Save As hi€n ra.
- Click chon niit Tools sé xudng --> Click chgn General Options --> Hép thoai General

Options hién ra gdm cé cdc tiy chon sau:

- Trong & Password to Open: g6 mit mi dé md t4p tin vao.
- Trong & Password to Modify: g6 m4t mi d€ chinh sita néi dung tdp tin (it sit dung 6 nay).
- Read Only Recommended: thi€t 13p thugc tinh chi doc.

- Click nit OK --» Hi€n ra hgp thoai xac nhian p6 lai mat ma 1 lin nifa.

- P€ hoan tit ban phdi chgn menu File --> Save.

* Lufu §:

- Cdch bd mit mi tuong ty cich tao nhung xéa mit mi trong 6 Password to Open vi ban
phdi nhé mat ma (t6t nhit la ghi vio s6 tay).

General Options

[] always create backup
File sharing

Web Options...

Password ko apen: || |

Password ko modify: |

[] pead-only recommended

I Ok M’ Cancel ]

General Options...

Compress Pictures..,

11



V. AutoCorrect - AutoFormat - AutoText:

- Click chon niit OHice Button -->» Excel Options -->» HGp thoai Excel Options -->= Trong
myc Proofing, click chon mit AutoCorrect Options d€ hién thi hép thoai AutoCorrect
Options ¥di cac tuy chon sau:

1. Thé AutoCorrect:

- Dung d€ lam cho mét tir cin phdi lip di 13p lai nhiéu 1dn 1 cich nhanh nhit (dudng tit),
chinh sita 16i khi khéng nhé r6 ring cach viét ciia tir nay. Tir myc Proofing, click chon niit
AutoCorrect --> Hbp thoai AutoCorrect hi€n ra --> Thé Autocorrect.

+Dé tao 1 tir mdi: Trong phin Replace as you type (thay th€ khi ban g6) ban nhip vio 6
Replace tit g6 vao va 6 With tir s& duge thay the --> Click mit Add d€ thém vio danh sich
AutoCorrect.

+ DéE xéa 1 tir: chon trong danh sdch --» Click mit Delete.

+ M&t s6 tiy chon khac:

- Show AutoCorrect Options buttons: hi€n thi miit tiy chon Autocorrect.

- Correct TWo INitial CApitals: Sita 16i 2 tir viét hoa lién tiép.

- Capitalize first letter of sentences: Vi€t chif hoa diu ciu.

- Capitalize first letter of table cells: Vi€t chit hoa ddu méi 6 trong bang.

- Capitalize name of days: Viét chit hoa tén ciia ngay.

- Correct accidental use of cAPS LOCK key: sita 16i khi diing phim Caplock.

AutoCorrect options

Change how Excel corrects and formats text as you type: [ gutaCarrelc\t Options... I

2. Thé AutoFormat As you type:

Gém cic thiét lip cho viéc ty déng dinh dang khi nhip vin bdn.
+ Replace as you type: thay thé tir khi g6 vao.

+ Apply as you work: tw dong ap dung dinh dang khi gé vao.

+ Automatically as you work: ty dgng khi nhip vin bdn vio.

AutoCorrect

SuboCorrect | AutoFormat As You Type |Smart Tags

: (== ]
Internet and netwaork paths with hvperlinks
Apply as you work
Include news rows and columns in kable
Automatically as wou work
Fill Formulas in tables to create calculabed columns

[ K N ’ Cancel

| |

12



VI. Thay déi don vi do ciia Ruler:

- Click vao mit Office Bution --> Excel Options --> Hép thoai Excel Options
hién ra --> Trong muc Advanced, kéo thanh tregt xuéng ngay ving Display va
ngay muc Ruler Units --»> Chon ddn vi do thich hgp (Thudng 1a Inches hodc

Centimets).

Display

Advanced |
. Show this number of Recent Documents: |17 = ke
Customize
Ruler units | Default Units »

Add-Ins

Show all windows in the Taskbar
Trust Center Show formula bar
Resources Show function ScreenTips

Show chart element names on hover
Show data point values on hover
Faor cells with comments, show:
{:} Mo comments or indicators
{E} Indicators only, and comments on hover

C} Comments and indicators

VIL Quy dinh viéc hién thi s6 tdp tin di md irong Office Bution:

- Click vao nit Office Bution --> Excel Options --» Hgp thoai Excel Options
hién ra --> Trong muc Advanced, kéo thanh trugi xuéng ngay viing Display --»
Trong 6 Show this number of Recent Documents: chon s6 tip tin cin hién thi,

vdi mic dinh la 17 tap tin.

Display

Advanced
. Show this number of Recent Documents: |17 = ke
Customize
Ruler units | Default Units

Add-Ins

Show all windows in the Taskbar
Trust Center Show formula bar
Resources Show function ScreenTips

Show chart element names on hover
Show data point values on hover
Faor cells with comments, show:
{:} Mo comments or indicators
{E} Indicators only, and comments on hover

C} Comments and indicators

13



VIII. Protect Sheet:

- Cho phép ngudi ding bio v& Sheet trong viéc dinh dang hoic diéu chinh.

- Vao thé 1énh Review --» Trong viing Changes, click chon Protect Workbook sd
xuéng -->» Chon cdc thi€t 14p bdo v&€ vin ban cin thiét.

- = _J €1 Protect and Share Warkbook
g' = @ ==

@Allow Users to Edit Ranges

Protect | Protect Share .
Sheet Workbook =~ Workbook Lo# Track Changes -
Changes

‘-LB u:ﬁ:‘] ? Protect and 5

@Allow Users t
Protect 5hare .
Waorkbook ~ Workbook ¢ Track Change

Restrict Editing

Protect Structure and Windows
Restrict Permission
v | Unrestricted Access

Bestricted Access

Manage Credentials

IX. Thao tic vdi nhi€u t4p tin:

Khi md nhiéu t4p tin Excel, néu muén sip x&p piifa cdc cifa sé ing dyng Excel:
viao thé 1énh View --» Trong viing Windows, click chon cac dang sip x&p sau:
+ New Window: md 1 cifa sé mdi.

+ Arrange All: sip xép doc tit cd.

+ Split: phin chia lai cdc cifa s6.

- Néu muén chuyén d6i qua lai giita cdc cita s6 iing dung thi click chon miit
Switch Windows s8 xudng vi chon tip tin can hién thi.

—"—t_ll ; E :T:: _'-_' ::e.:. g -.':e-:_.: ' | % ﬁ]

Mew  Arrange Freeze - ~ Save Switch
Window Al Panes~ ] Unhide | #14 Reset Window Position Workspace Windows =

Arrange
Ol
") Horizonkal
) Wertical
) Cascade

[ windows of active workbook

I Ok N[ Cancel




X. Tao chii thich (Comment):

- D4t con trd ngay van bin cin tao chii thich.

- Vio thé l€nh Review --> Trong ving Comments, click chon nit New Comment
--» Nhip chi thich vao.

- b€ x6a bd chii thich di tao: click chuét phdi ngay vi tri ciia chii thich va chen
Delete Comment.

o £t T4 T

7 Show &Il Comments

Mew  Delete Previous Mext )
Comment Show Ink
Comments %
o o 8]
«% CHU THICH:
1 I
5 :
it iy t

XI. Thao tic vdi Ribbon:

- Ribbon 14 ddi ruy bing chita cic céng cy 1€nh cia titng thé 1€nh trong chudng trinh.
* Pé thu nhé Ribbon, ta thuc hién cic budc sau:

- Click chugt phdi @ viing thé 1énh d€ xuat hién popup menu --» Click tiy chon
Minimize the Ribbon. Khi dé, Ribbon chi hién ra khi ta click chon vao the 1énh ma
théi. Khi khéng click chgn thé 1&nh thi Ribbon sé€ ty dgng in di.

LCustomize Quick Access Toolbar...
Show CQuick Access Toolbar Below the Ribbon

Minimize the Ribbon %

XII. Thay déi vi tri cia Quick Access Toolbar:

- Quick Access Toolbar la thanh céng cuy truy cap nhanh chéng, dung chita cic

nit 1énh thudng duge sit dung thung xuyén nhr: Save, Undo, Redo.

* Ta c6 thé diéu chinh vj tri cia Quick Access Toolbar theo cic budc sau:

- Click chugt phdi § viing thé 1énh d€ xuét hién popup menu --> Click 1 trong 2 tiuy
chon sau:

+ Show Quick Access Toolbar Below the Ribbon: d€ hién thi thanh cong cu bén dudi
vi tri cia Ribbon.

+ Show Quick Access Toolbar Abow the Ribbon: d€ hién thi thanh cong cu phia trén vi
tri cia Ribbon.

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon
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* Ta ¢6 th€ tiy bién thanh céng cu Quick Access Toolbar theo cdc budc sau:

- Click chuét phdi § viing thé 1€nh d€ xuét hién popup menu --> Click tiy chon Customize
Quick Access Toolbar -->= Khi dé hgp thoai PowerPoint Options hi€n ra vdi muc chon la
Customize.

- Click chon cac céng cu bén ving Choose command form --> Sau dé, click chon mit Add dé
dem céng cy vao Quick Access Toolbar.

-Ppé thay d6i vi tri cda cdc cong cu trong Quick Access Toolbar, ta chi viéc diéu chinh 2 nit
Move Up d€ di chuyén 1&n hoac nit Move Down dé€ di chuyén xudng.

- Pé€ loai bd 1 céng cy ra khdi Quick Access Toolbar, click chon céng cy d6 va sau dé click
nit Eemove.

- Niit Reset: cho phép trd lai gid tri mic dinh ban ddu cia Quick Access Toolbar.

LCustomize Quick Access Toolbar...

Show Ciuick Access Toolbar Below the Ribbon

Minimize the Ribbon

16



