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Muc tieu bai hoc

« Thém hodc thay doi cic s6 va nhan
* Nhap cac cong thirc can ban

* Quan ly cac trang tinh

* Pinh dang dit liéu

« Sap x€p hoacloc dit liéu

« Tao va thao tac v&i biéu do
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Workbook (So tinh) Mot tép tin Excel chitra mot hoac nhiéu trang tinh
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Tim hiéu céc thuat ngi¥ can ban

« Bio cdo hodc tai liéu dé theo doi cac thong tin dang sb

e Viéc t0 chirc thong tin trén trang tinh dwoc thwce hién theo
cach ro rang dé ban va bat ky ai khac ciing c6 thé sir dung dé
phan tich ndi dung

- Bao gébm cac nhin va cdc mo6 ta phu hop nam trong ban bao cdo dé
ngwoi st dung cé thé hiéu ndi dung ho dang xem

- S dung cac thanh phan thiét ké dé nhan manh vung dit liéu
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Quan |y cac so tinh

« Tao m&i mot so tinh trong

Khi ban khéi dong Excel, mot so tinh tréng hién thi va tw dong dwoc
dat tén la Book1

Moi khi ban tao ra mot sé tinh médi trong ciing mét phién lam viéc,
Excel sé danh s6 1an lwot 13 Book2, Book3,...

Khi ban thoat khoi Excel va bat ddu kh&i dong lai no, Excel lai bat dau
danh so6 tir 1

Pé tao mé&i mot so tinh trong:
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Quan Iy cac sé tinh

» Tao mot sé tinh méi tir s6 tinh mau

- D& tao so tinh m&i str dung mdt mau nao do, nhip chudt vao thé File,
va sau do chon New

( 3 = - 3 TR
@lﬂ""@"h — Bookl - Microsoft Excel ——— L‘El@
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| save
Available Templates Blank workbook
B saveAs
« »
B;x Open ﬁ Home
S = &
[ Close \ﬁ b A
Info @;‘ .
Recent ‘ Blank Recent Sample My templates ~ New from
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Print - E“‘ B -
save & Send Q Lg_ L%g - 1
Access Agendas Books Budgets Calendars Cards
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1] Options — b] — — —— ===\
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Charts and Faxes Flyers Forms Inventories Invoices D
diagrams

Create |

Labels Letterhead Letters Lists and Memos

checklists
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* Nhap dir liéu trong trang tinh

Labels Van ban dwoc nhip vao trong 6 dwoc hién thi moét cach chinh xac nhw khi
(Nhan) ban nhip liéu; mac dinh dwoc can 1é trai.

Values (Gia Gia tri dang s0; mac dinh dwoc can 1é phai.

tri)

Formulas Bao gom cac tham chiéu 6, cac toan t todn hoc, va cadc ham (cac 1énh tinh

(Cong thirc)  toan) thao tac trén dir liéu.
- Nhap van ban hoac nhan

- Nhip chudt vao 6 d€ chon né va sau d6 nhip liéu
- Sir dung phim Backspace hodc Delete d€ khac phuc 16i nhap liéu dau vao

- Khi ban két thiic viéc nhap liéu, nhan ENTER dé di chuyén dén 6 tié€p theo,
hoac nhan TAB dé di chuyén dén 6 tiép theo & bén phai
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Quan |y cac so tinh

- Nhan giap cho ban phac thao dwoc moi '?Agciompm ’ ¢ 0 e |-
A e , \ " ~ 1:n 2| a1 Q2 Q3 Q4 Total
quan hé giira cac thanh phan dir liéu 3 Region1  Sa1000 275000 280,000 310000 $1,406,000
4 |Region 2 125,000 127,000 122,000 126,000 5 500,000
, ~ A o 2 2 ~ 1eA 5 Region 3 96,000 100,000 102,000 105,000 $ 403,000
- Ban c6 thé nhap hodc chinh stra dit liu ¢ resl ¢ 200 s sozo00 § 505000 § sez000 52,209,000

mot cach truc ti€p trong 6 dang hoat dong, hoac st dung thanh cong thirc
dé nhap dir liéu dai.

- Nhan c6 thé chiva dén 32,767 Ky tw

- Néu mot nhan dai hon do rong ctia o :

- Hién thi ndi dung de 1én dwong vién cii cia cdt cling nhw de 1én vi tri clia cac 6
trong lién ti€p

© CClI Learning Solutions Inc.




Quan |y cac so tinh

* Nhap cac sd hoac ngay thang

S6 1a cac gia tri hang s6 mac dinh dwoc can 1é phai trong 6

Néu ban nhap cac ky tw khac véi cac chir s, Excel xtr Iy toan bo dir
liéu nhap vao 6 do6 la nhan

Excel hién thi cac gia tri khong c6 dinh dang

Khi ban nhap cac gia tri ngay thang, nhap & dang s6

- Mac dinh cac gia tri ngay thang la m-d-yy

- Cac gia tri ngay thang c6 thé khong hién thi & dang diy da ca ngay, thang,
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 Moving Around the Worksheet

Scroll Bars

Nhap chudt vao cidc miii tén & phia cubi dé di chuyén dén mot dong
hoac mot cot tai mot thoi diém. Nhip chudt va kéo hop cudén dé hién
thi vi tri kKhac trong trang tinh.

Left, Right, Nhan cac phim chi hwéng dé di chuyén dén mot 6 tai mot thoi diém.
Up, Down

Home Di chuyén dén cot A trong dong hién tai.

CTRL+ Di chuyén téi 6 Al.

HOME

CTRL+END Di chuyén t&i 6 cudi cung cé dix liéu trong ban bao cdo cua ban.
CTRL+G or Hién thi hop thoai Go To dé cho phép ban di chuyén nhanh chéng dén
F5 dia chi 6, tén ctia dai 6, hodc diu trang (bookmark). Ban cling c6 thé st
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Quan |y cac so tinh

 Lwru cac so tinh
- D€ lwu nhitng thay doéi dwoc thwe hién véi mot tép tin dang ton tai:
- Nhap chudt vao thé File va sau d6 chon Save; hoac
- Nhap chudt vao thé File va sau d6 chon Sdve; hoac
- Nhain CTRL+S
- Lan diu ban lwu tép tin, hdp thoai Save As sé luén xuat hién

- Mac dinh, thw muc My Documents bén trong thw vién Documents la
dwong dan lwu tép tin
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Quan |y cac so tinh

« Mé& cac so tinh
- P& md& mot tép tin:
- Nhap chudt vao thé File, sau d6 chon Open. Chon tép tin ban mudn va sau
do6 chon Open; hoac
- Nhan CTRL+0; hoac
- Nhéip chudt vao thé File, chon Recent d€ hién thi cic tép tin hay dwoc st

dung gan diy nhit, va sau d6 nhap chuot vao tén tép tin

- Khi ban m¢& mot tép tin da dwoc lwu dwéi dang dinh kem trong thw

d1en . @ Security Warning  Data connections have been disabled [ Enable Content ]
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Quan |y cac so tinh

* Pong cac so tinh
- Khi ban khéng mu6n lam viéc v&i so tinh hién tai, lwu nhitng sw thay
doi lai va dong so tinh dé bao vé tép tin khoi nhirng thay do6i ngoai y
muodn, hodc dé giai phong tai nguyén cta hé thong cho cac tép tin khac
- Pé doéng so tinh:
- Nhip chudt vao thé File va sau d6 chon Close, hoac
- Nhan CTRL+W hoac CTRL+F4, hoac

- Nhép chudt vao nut Close cda trng dung

© CClI Learning Solutions Inc.




Thao tac v&i noi dung

e Cach dé nhAit dé thay d6i noi dung cia 6 1a nhap ndi dung mai
cho 0, sau d6 nhan ENTER

e D& stra 10i nhap liéu, nhAn BACKSPACE hodac DELETE

« Pé kich hoat ché d6 chinh stra cia Excel:
- Nhan phim F2, or
- Nhép dap chudt vao 6 dé; Excel sé hién thi diém chén van ban

- Sau khi kich hoat, lwa chon phan van ban trong 6:
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Thao tac vé&i n

* Chon caco

- Trwéc khi thwe hién mot hanh dong bat ky, ban can phai chi ra dai 6
hodc mot phan cia trang tinh bi anh hwdng béi hanh dong do6

- Mot dai c6 thé 1a mot 6 don, rgét v|21i 0. ho|éic ca trang tinh
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Single cell (0 don)  Nhap chudt vao mot 6

Extend the selection Nhap chudt vao 6 diu tién va kéo dén 6 cudi cung trong dai 6 can chon;

(Mé rong vung chon) hoac nhip chudt vao 6 dau tién, gitt phim , va nhip chudt vao 6 cudi
trong dai 0.

Entire row (Ca dong) Nhap chudt vao tiéu dé dong khi ban quan sat thiy. =+

Entire column (Ca Nhap chudt vao tiéu dé cot khi ban quan sat thdy .

cot)

Entire worksheet (Cd Nhap chudt vao nit Select All

trang tinh)

Non-adjacent cells, Nhap chudt vao 6, cot, hodc dong, gittr phim , sau d6 nhip chudt vao 6,
columns, or rows c6t, hodc dong can chon tiép theo.

(Cac 0, cac cot, hoac
cac dong kKhong lién
ké)
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* Str dung tinh nang Thwc hién lui lai (Undo) hoac Thwc
hién lap lai (Repeat)
- Excel c6 thé thwc hién lui lai dén téi da 100 1énh vira dwoc stt dung

- “Lich st cAc hanh dong vira thwc hién” dwoc hién thi khi ban nhap chudt
vao mii tén bén canh nut Undo

- Lénh Undo chi c6 thé dwoc thwe hién theo th tw ngwoc lai véi cac thay
doi da xay ra lan lwot trong trang tinh

- Tinh nang Repeat chi c6 thé str dung dwoc néu da c6 mot hoac nhiéu
lénh da dwoc thuc hién lui lai

- Ciing c6 “lich st cAc hanh dong vira thwc hién” giéng nhw 1énh Undo
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Thao tac véi ndi dung

* Sao chép va di chuyén dir liéu
Cut (Cat) Chuyén ndi dung ctia mot 6 hodc cia dai 6 vao trong Office Clipboard.
Copy (Sao chép) Sao chép ndi dung cua 6 hodc dai 6 vao trong Office Clipboard.
Paste (Dan) Dan bt ky hoac tit ca cac noi dung tir Office Clipboard vao mét hoac
nhiéu vi tri.
- Tré chudt vao dwong vién clda 6 chira néi dung ban muon di chuyén va sau d6 kéo noi
dung cua 6 téi vi tri méi.
- Tré chudt vao dwong vién cia 6 chira néi dung ban muodn sao chép, nhin phim CTRL va
sau do6 kéo ndi dung cta 6 té&i vi tri moi.

- Marquee chi ra ving dit liéu ban mudn sao chép hoac cit. D€ x6a hinh chir nhat chuyén
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- Khi ban nhan DELETE hoac st dung lénh Cut, thong tin sé bi x0a,
nhwng bat ky dinh dang nao 4p dung cho dir liéu d6 van con ton tai
trong vi tri ban dau

- Ban cin st dung lénh Clear dé xem thém cac tuy chon 1én quan dén
viéc x6a cac dinh dang. Lénh nay nam trén thé Home, trong nh6m

Editing __%(“_ =}
 Stir dung Office Clipboard e
] TV Comedy
- C6 thé lwu trit 1én dén 24 dai 6 trong Office Clipboard tai I
mot thoi diém. Ban c6 thé dan bat ky hodc tit ca cdc muc e
nay theo bat ky thi tw nao oo
- Hién thi Office Clipboard bit cit liic ndo st dung Clipboard
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Thao tac véi ndi dung

« Thay doi do rong cot
- Thay doi d6 rong cot dé hién thi nhiéu ky tw hon

- Khi mét muc nhap liéu vao trong mot 6 dai hon so véi dé rong cot tiéu
chuin, Excel hién thi nhan bang cach ghi tran sang cac 6 khac néu cac 6
dé con trong

- Dit liéu la gia tri van ban hoac ngay thang, né xuat hién véi ky hiéu #:

| 4] A | 8 | ¢ | o | e | F | & |
1 2013-2014 Packages

2

3 Tour Prices Breakdown [(Average based on 4-day Trip) |

4 Travel ltem Group Tour Flight Hotel Misc.

5 Perth Camel Train 20| #HHEEE| 800.00 | 500.00

& Queensland Camel Camp 10| 500.00 | 800.00 | 550.00 100.00

7 Sahara 3| 750.00 | HHHEEHE| SRR 200000

& Morocco S| IREHRHHE| SRR HERERRD 150.00

9 Uluru 3| 600.00 900.00 600.00 300.00

Dubai 8| 400.00 | HH##HHE|  000.00
Mingin County 20| 500.00 | & 750.00 300.00
12 'Westwood Cemetery 25 50.00 250.00 800.00 200.00
13 |Forest Lawns 10 50.00 250.00 200.00 200.00
14 'Whatley House 10 50.00 300.00 | 500.00 300.00
Edinburgh Castle 20 50.00 | #HE#EH| 700.00
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Thao tac véi ndi dung

- DO rong cot c6 thé dwoc thiét lap trong khodng tir 0 dén 255 ky tu
- Dé thay do6i do rong cot:

- Trén thé Home, trong nhém Cells, chon Format, va sau Colum it
d6 chon Column Width; hoic Lo J[ const |

- Dat vi tri tré chudt trén dong tai vi tri canh phai cta tiéu dé cét dwoc diéu

? L] /4 ~ =N
chinh; khi ban quan sat thay biéu twong +
M25 - (= 5 ]
~ = A A A ? A Width: 11.00 (82 pixels)
- Dbeé kiém tra do rong cua cot,
o . A B | c p T e | F | @
~N A \ 2=
nhap chudt vao canh phai 812013-2014 Packages
= 3 Tour Prices Breakdown {Average based on 4-day Trip)
4 Travel ltem Group Tour Flight Hotel Misc. (Total Cos]
5 Perth Camel Train 20| #EssE 300,00 500.00
6 Queensland Camel Camp 10 900.00 ¢ 800.00 [ 550.00 | 100.00
7 |Sahara 5| 750.00 | HeEHHEE| dEHEHE) 200000
8 Morocco 5| HERERE  dHRHERE | dEERHE | 150,00
9 |Uluru 5| 600.00 900.00 500.00 300.00
10 |Dubai B| 400.00 | #HEEE|  500.00
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Thao tac véi ndi dung

 Piéu chinh chiéu cao cua dong

- De diéu chinh chiéu cao ctia dong: RowHeight B s
: Row heght
- Trén thé Home, trong nhom Cells, nhap chudt vao o ] o

Format, va sau d6 chon Row Height; hoac

- Dat vi tri tré chudt vao canh duéi cta tiéu dé dong dwoc diéu chinh. Khi
noé thay do6i thanh+
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A ~ 7 ’ \ A ~ A I?-III-I lZL ‘m z A
 Thém hoac xo0a cac dong, cot, hoac 6 iyl 5= gle B
5 Insert Sheet Rows

- Dé chén mot cot vao phia bén trai cda cot da chon: S Insert Cels..

- Trén thé Home, trong nh6ém Cells, nhip chudt vao miii tén ctia ;
. & Insert Sheet Columns
Insert, chon Insert Sheet Columns; hoac EEl nsert sheet

- Nhin CTRL+PLUS (diu cdng) tir ban phim s6, chon Entire column va nhip chudt
vao OK; hoac

- Nhéip chudt phai vao cot da chon va chon Insert
- DE chén mot dong 1én trén dong da chon:

- Trén thé Home, trong nhém Cells, nhap chudt vao miii tén cia Insert, chon Insert
Sheet Columns; hoac

- Nhan CTRL+MINUS (d4u trtr) tir ban phim s6, chon Entire row va chon OK; hoac

- Nhap chu6t phai vao dong da chon va nhip chudt vao Insert Insert ===

Insert
() shift cells right

() Entire row

N A \ A v A A \ . z A . A 2
A M"'NAayYyYy "mmno a a a

(71 Entire column

0K l [ Cancel
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Thao tac véi ndi dung

’ s N a - A F E AutoSum +
* Xo0a cac dong, cot, hoac 6 = | ——
Delete Forma

- 2 Clear~

- Peé xoba Cét da Ch(_)n: % Delete Cells...
A ” , - n . ~ A ” ?“ Delete Sheet Rows

- Trén thée Home, trong nhém Cells, nhap chudt vao miii tén cua Dele #  oeiee snee: corumns

Delete Sheet Columns; hoac G| Delete sheet

- Nhin CTRL+MINUS tir ban phim s, chon Entire column va chon OK; hoic
- Nhip chudt phai vao cot da chon va sau dé chon Delete.
- Dé xb6a dong da chon:

- Trén thé Home, trong nhém Cells, nhap chudt vao miii tén ctia Delete, va chon
Delete Sheet Rows; hoac

Delete
() Shift cells up
() Entire row
() Entire column

Loc | cencd
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Thao tac véi ndi dung

* Quan ly cac trang tinh

- S dung cac nit cudn thé dé hién thi nhiéu thé trang tinh

1 2
J_¢_‘ 1 PaAutién 3 Trwéce do
M4 4 » M| Sheetl ' Sheet? . Sheetd . ¥1 . £
T T £ L i -V 2 Tiep theo 4 Cuoi cung
3 4

- Pat tén cac trang tinh

- Tén cta thé trang tinh c6 thé dai dén 31 ky tw
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Thao tac véi ndi dung

* Cheén hoac x0a cac trang tinh

- D€ chén mot trang tinh méi:

Trén thé Home, trong nhém Cells, chon Insert, va sau d6 chon Insert
Sheet; hoac

Trong vung dién tich cic thé, nhiap chudét vao I .asert Worksheet) dé
tw dong thém mot trang tinh vao cudi cac thé trong soé tinh hién tai; hoac

Nhan SHIFT+F11; hoiic

- Nhap chudt phai vao thé ban muon thém mét trang tinh méi, chon Insert,
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Thao tac véi ndi dung

- Luwu lai so tinh trieéc khi ban xéa trang tinh trong tredng hop ban
mudn chuyén vé phién ban trwéc clia tép tin

- Khong phuc hoi dwoc mot trang tinh da bi x6a

- D€ x6a mot trang tinh, chon trang tinh va sau do:

- Trén thé Home, trong nhém Cells, nhap chudt vao miii tén xuéng cia Delete, va
chon Delete Sheet; hoac

- Nhap chudt phai vao thé trang tinh va chon Delete
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Cong thirc 1a mot phép tinh toan st dung cac dir liéu so (hoac
cac kiéu dit liéu khac) trong 6 hoac véi cac 6 khac

C6 thé duwoc lién két tir trang tinh nay véi cac trang tinh khac
* c6 thé sit dung mét 6 lam diém tham chiéu, hodc ban c6 thé
tao ra nhirng cong thirc phirc tap véi nhiéu 6 tham chiéu cung
v@i cac ham tich hop

bé bat dau nhap céng thirc, ban cin nhip diu bang (=)

- C6 thé nhap dia chi ctia 6 trong cong thitc bang cach nhap trwec tiép
vao 0, hodc nhap chudt vao cac 6 lién quan
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Tao cac coéng thirc don gian

 Co thé st dung phim F2 dé thay doi cong thirc
 C6 thé sao chép 6 chira cong thirc sang cac 6 khac
- Cac tham chiéu trong 6 sé tw dong thay doi khi dwoc dan vao mot 6
mol
 Excel tinh cac cong thirc theo “thr tw tw nhién”:

- Cac phép mii thwc hién trwéece tién, sau dé dén phép nhan va chia, sau
do la cong va trw

= A \ 2 ~ - A = X
A QLA & 6 a aye aye - ) ) ) )
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e Néu c6 mot 16i ndo dé xuit hién hoic c6 sw khong dong nhat
trong cong thirc, mot dé xuat dé sira 10i sé hién thi

e Fxuat hién & goc trén bén trai cia 6 dé canh bao 6 do6 co sw
khac biét trong viéc st dung cong thirc so v&i cac 6 dirng
canh

e Giup ban phan tich dit liéu trong trang tinh bang cach st
dung cong thirc dé chi ra xu hwéng hodc cac mo hinh trong
dir liéu

 Khi dit liéu dwoc str dung dé phan tich hoac so sanh, ban ¢6
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Tao cac coéng thirc don gian

* Str dung cac ham san cé trong Excel
=FUNCTION (cac gia tri hodc tham chiéu 6)
=SUM Tinh téng cac gia tri trong dai cac 6 xac dinh.

=AVERAGE Tinh gid tri trung binh céng cla cic 6 xac dinh (téng cac gia
tri trong dai 6 chia cho s6 cac chit s6).

=MIN Hién thi gid tri nhé nhat trong dai 6 xac dinh.
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Tao cac coéng thirc don gian

* Cell ranges in function should be set up as:

<first cell address>:<last cell address>
- CO thé xac dinh dai tham chiéu 6 mot cich truc tiép hoac str dung
phwong phap “tro-téi”
 Khi tinh toan gia tri tong, stt dung =:==-&n thé Home trong
nhom Editing == i

Search for a function:

- S dung miii tén canh cong cu AutoSum T

COUNTIF

Z AutoSum| - &r 3

E  5um

Counts the number of cells within a range that meet the given condition.
Average

Count Numbers

Max

ok || concd |

Min

More Functions...
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Tao cac cong thirc dorn gian

 Stir dung dia chi tuyét doi va twong doi
- Khi sao chép cong thirc st dung dia chi 6 twong doi va dan né vao 6
khac, Excel sé tw dong diéu chinh tham chiéu 6 trong 6 dwoc dan dé
phan anh vi tri ma&i
- Dia chi tuyét do6i ctia 6 dé cap dén vi tri chinh xac hodc cod dinh
- Dé€ thay doi dia chi 6 twong do6i thanh dia chi 6 tuyét déi:
- Nhip diu $ treérc s6 dong hodc ky tw ctia cot; hoac

- Nhan F4 moi khi ban nhap dia chi 6
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Tao cac coéng thirc don gian

- CO thé chira ca tham chiéu tuyét d6i va tham chiéu twong doéi

D4u ($) biéu thi mot tham chiéu tuyét doi

$B6 c6 nghia tham chiéu cot la tuyét doi - nghia 13, dia chi 6 luén tham
chiéu dén c6t B

B$6 la tham chi€u két hop. Trong dia chi 6 B$6, tham chiéu dong la tuyét
doi - nghia la, dia chi 6 lu6n tham chi€u dén Dong 6

- $B$6 la tham chiéu tuyét doi

o Catham chiéu cot va dong la tuyét doi
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Pinh dang co nghia la gi?

« Pinh dang dé cip dén viéc thay doi giao dién ca di liéu dé thu hut sw chu y
vao cac phan trong trang tinh, hodc 1am cho dit liéu tré nén dé doc hon
* C6 thé dinh dang mét 6 hodc dai 6 vao bat ky thoi diém trwedc hodc sau khi
nhap dir liéu
« D€ 4p dung dinh dang:
- Trén thé Home, nhap chudt vao lénh dé 4p dung dinh dang ttr nhém thich hgp; hoac

- Trén thé Home, trong nhom thich hop, nhip chu6t vao Format Cells: Dialog box
launcher; hoac

- Nhén CTRL+ 1 ; hodc
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Pinh dang co nghia la gi?

 Dinh dang cac gia tri s6 va cac chir so thap phan

— C&c s6 hién thi chinh xac nhw lic ban nhap ngoai trir phan dudi so
khong

- Cac s6 16m hon dd rong cua 6 sé duoc biéu dién & dinh dang ky hiéu khoa
hoc

' h'
Format Cells @g

Number | alignment | Font | Border | Fil | Protection

Category:

- Dé€ dinh dang cic 6 da chon ma
7 /4 (4 . General » | Sample
chwra cac gia tri:

Currency

Accounting i : =

Date Dedmal places: m

i Time Use 1000 Separator (,)
Percentage

Fraction Megative numbers:

Sdentific -1234,10 n

Text_ 123410

Special (1234.10)

Custom (1234.10)

- Trén thé Home, trong nhém

—

MNumber is used for general display of numbers, Currency and Accounting offer specialized
formatting for monetary value,
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Pinh dang co nghia la gi?

- D€ st dung cac tuy chon mac dinh cho cac gia tri,trén thé Home, trong
nhom Number, nhap chudt vao miii tén cia Number Format, va

nhap chudt vao dinh dang; hodc mat
ABC S ot
1y e
E Currency

Accounting

i
g
g

- Nhap chudt vao moét trong nhitng ntit s - % >
trong nhom Paragraph ctua thée Home _

% Percentage
1/2 Fraction

2  Scientific

10

More Mumber Formats..,
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Pinh dang co nghia la gi?

« Thay doi canlé 6
- Can lé dé cap dén vi tri cia di liéu trong 6
- C6 thé can ndi dung 6 theo chiéu ngang (d6 rong cot) va can ndi dung 6

theo chiéu doc (chiéu cao cia dong)

Eﬁ Wrap Text

iE iE

| &r
| £ 45 Merge & Center =

]
]
T

Alignment ]

- Dé€ thay d6i can 1é ctia cac 6 da dwoc chon:

- Trén thé Home, nhém Alignment, nhip chudt vao tuy chon; hoac:

Format Cells

- Trén thé Home, trong nhém Alignment,
nhip chudt vao Format Cells: Alignment

[ Justify distributed

Text control
irap text
shrink to fit
Merge cells

Right-toJeft
Text direction:

e [3]
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Dinh dang co nghia la gi?

Horizontal - General,
Left (Indent), Center,
Right (Indent)

Thay doi can 1é ndi dung ctia bat ky 6 nao vé tong quat (mac
dinh), trai, phai, hodc gitra.

Horizontal - Fill

Nhin ban noi dung 6 dé chén vao chiéu rong cia 6 méot cach
hoan toan.

Horizontal - Justify

Can déu hai bén van ban sang ca phia bén trai va bén phai cta
6. Excel tw dong bao van ban khi hinh thirc cin déu vin ban
dwoc str dung.

Horizontal - Center
Across Selection

Can gitra tiéu dé xuyén qua nhiéu cot cho cac tiéu de.
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Vertical - Top,
Center, Bottom,

Can noi dung cua 6 vao phia trén, giira, hodc dwdi cua 6, khong lién quan
dén can lé theo chiéu ngang. S&r dung l1énh Justify sé diéu chinh n6i dung

Justify, or ¢ gitta phia trén va phia duéi cua cac 6 dwoc tron

Distributed

Orientation Xoay cac gia tri dé€n goc tir 90° 1én tdi -90° xudng, hodc hién thi muc dir
liéu theo chiéu doc. Excel diéu chinh chiéu cao ciia 6 mot cach tw dong.

Wrap text Diéu chinh cho nhan phu hop trong cdt dang ton tai bang cach tao thém
cac dwong va dan do cao dong. Tinh nang nay c6 thé tim thiy trong thé
Home va trong nhom Alignment.

Shrink to fit Tw dong diéu chinh c& chit van ban dé€ vira véi Khoang trong co thé.

Merge cells

X6a dwong vién gitra cac 6 va coi cac 6 dé nhw 1a mot 6 méi 1én hon. Cac
6 c6 thé duoc tron theo chiéu ngang, theo chiéu doc, hoac ca hai. Tinh
nang nay cé thé dwoc st dung tir thé Home va trong nhém Alignment.

Text Direction

Hién thi cic ky tw tir phai qua trai khi nhip van ban bang tiéng Do Thai,
A rap,... hodc dé né thanh Context cho Excel xac dinh chiéu hién thi vin
ban.



Pinh dang co nghia la gi?

« Thay doi font chir va kich thwéc

- Dé dinh dang cac 6 da chon:

Calibri “lu -lA N

- Trén thé Home, trong nhém Font, nhap chudt vao
dinh dang mong mudn; hoac

- Trén thé Home, trong nhém Font, nhap
chudt vao Format Cells: Font Dialog . - —
box launcher, va sau d6 chon tuy chon jcatn ;

Cambria (Headings + | T - | (s -

-
Format Cells @E

“t| Border | Fil | Protection |

{ N = elvetica i |:| I?Iic ° l:‘
thich hop tir thé Font; hodc || B o e

B Adobe Arabic 2 | |14 <z

Underline: Color:

|None |Z| |_ |Z| Mormal font
Effects Preview
Strikethrough
Superscript I AaBbCcYyZz
Subscript

This is & TrueType font. The same font will be used on both your printer and your screen.
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Pinh dang co nghia la gi?

* Ap dung cac dwong vién cho 6

I
M
i
i

- D€ 4p dung dwong vién vao 0:
Borders
- Trén thé Home va trong nhom Font, nhip chudt — ="
Left Border

] Right Border

vao mii tén cia -‘Borders)

o Chtra tiy chon Draw Border dé thém dwong vién =~ tesorde

All Borders
Qutside Borders

bao quanh cac 6 ban chon

52 IR s

Thick Box Border

Bottom Double Border

Thick Bottom Border
Top and Bottom Border

Top and Thick Bottom Border

Top and Double Bottom Border

2

raw Borders
Draw Border
Draw Border Grid

Erase Border

I o & [

Line Colaor

Line Style

More Borders..,

| 0
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Pinh dang co nghia la gi?

- Trén thé Home, trong nhom Font, [wmecas

nhap chudt vao Format Cells:
Font Dialog box launcher, chon ||| == o
thé Border, va sau d6 chon tuy TUTTIT) e o e
chon: : :
Text
o o Color:
Line Chon phong cach cho . )
dworng hodc mau sac cla
< Y The selected border style can be applied by dicking the presets, preview diagram aor the buttons
dwong vién abore.
Presets Lwa chon moét tuy chon |
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Pinh dang co nghia la gi?

* Ap dung mau sic va cadc mau (patterns) BHa- ===+

Theme Colors

- To apply color or pattern to cell: T

- Trén thé Home, trong nhém Font, nhap chudt vao miii tén I I II II ll Il

Standard Colors

cua @-(Fill Color), hodc, &] LLLLLLL

rFD m ) More Colors...

rmat Cells " ‘

| Number | mignment | Font | Border | Fil | protection |
Background Color: Pattern Color:

| Automatic El

Pattern Style:

| [=]

N EEEOO (O[]
H EEEEN N
H EEEED| O
O mEEED =
C T T IEIES R
LN 1 1 ISI=hE Qi
ol M EEEOCD| .
N EEEDOCD | .
Flm mEEDCD | m
N m mmEoC =L

%
-
]
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Pinh dang co nghia la gi?

* Str dung phong cach 6

- Chon tir nhém Styles trong the Home.

Good, Bad and Neutral [«]

Data and Model

Calculation Check Cell Explanatory ... |Input Linked Cell Note

Titles and Headings

Heading 1 Heading 2 Heading 3 Heading 4 Title Total

Themed Cell Styles

20% - Accentl  20% - Accent2  20%- Accent3  20%- Accentd  20% - Accent>  20% - Accentb

40% - Accentl  40% - Accent2  40% - Accent3  40% - Accentd  40% - AccentS  40% - Accent6

Number Format

Comma Comma [0] Currency Currency [0] Percent E

iE  Mew Cell Style...
Merge Styles...
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Pinh dang co nghia la gi?

- Styles based on common formatting attributes

- Ban dinh nghia cac phong cich trong mot sé tinh. Ban khong thé lwu
chiing trong mot tép tin mau

- Khi thay d6i mot phong cach, Excel 4p dung thay do6i dé cho tit ca cac
6 st dung phong cach trong moi trang tinh cda so tinh

- Khong thé xac dinh dwoc 6 d6 dang sir dung phong cach nao
- Tén ctia phong cidch khong thé dwoc xac dinh ro rang trong trang tinh

- Duwa trén phong cach cua theme dang dwoc st dung
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rd

Sw dung bo kiém tra chinh ta

e Chikiém tra cac nhin van ban
« Khong thé kiém chirng sw chinh xac cda cac s6, ngay thang va
cac gia tri thoi gian mot cach tw dong
 Bé kich hoat tinh nang Spelling:
- Trén thé Review, trong nhém Proofing, chon Spelling; hoac

- N h é’n F 7 Spelling: English (U.5.)

Mot in Dictionary:
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Sap xép hoac loc dir liéu

« Sap x€p dir liéu
- DE& sap xép dir liéu:
- Trén thé Data, trong nhém Sort & Filter, nhap chudt vao Sort A to Z hoiac
Sort Z to A; hoac
- Trén thé Home, trong nhom Editing, nhiap chudt vao Sort & Filter.

- Kich hoat hdp thoai Sort cho phép ban st dung nhiéu hon mot tily chon sap xép
bang cach nhip vao nit Sort trong nhém Sort & Filter nam trén thé Data

Sort &B
["r“'glgddLevd “ xQdEtELE\I‘d ” 123 Copy Level ”E\E’ My data has headers

Column Sort On Order

Sartby | E“ |Values E| |“toz |z||
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Sap xép hoac loc dir liéu

Add Level, Delete Thém, x6a, hodc sao chép cac cot hodc dong sap xép

Level, Copy Level

Move Up/Move Di chuy&n mirc d6 sap x€p da chon 1én mic dd sap xép cao
Down hon hoic thip hon trong thi tw sap xép.

Options Sip x&p theo cot hodc dong hay sip x&p tir ty seoprons (2 I

qua phai, va lwa chon tiéu chudn sdp xép c6 || ===
Crientation
biét chir in hoa, in thwong hay khong Sort top to bottom

() Sort left to right

ok || Conee
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Sap xép hoac loc dir liéu

Sort On

Luwa chon 6 dit liéu dé sap xép, bao gobm Values (gia tri), Cell
Color (mau cda 6), Font Color (mau chit), hodc Cell Icon (biéu
twong cua 0).

Order

Lwa chon khi nao ban mudn dit liéu dwoc sap xép theo thi tw
tang dan (A dén Z, nhé nhat tdi 1on nhat) hoac theo chiéu gidm
dan (Z dén A, 16n nhat dén nhé nhat).

Sort by

Lua chon cot diu tién ma Excel sé st dung dé sap xép co s& dir
liéu (mic dd sap xép chinh).

Then by
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Sap xép hoac loc dir liéu

* Loc thong tin
- An di nhitng ban ghi ban khong quan tam.
- Khong lam thay doi n6i dung hodc thir tw cia thong tin
- Cac biéu twong AutoFilter & phia bén phai ctia tén cit hodc truwong

- St dung cac biéu twong nay dé chon cac diéu kién cho nhirng ban ghi ban
muon hién thi

- Dir liéu khac & trong cac cot c6 thém cac tiéu chuin lwa chon khac

Numbers Bao gobm 10 gia tri trén cung, trén/duwdi gia tri trung binh.
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Sap xép hoac loc dir liéu

- Dé kich hoat 1énh Filter, trén thé Data, trong nhom Sort & Filter,
nhap chudt chon Filter

[4] A B | e |
Media Type

1 |Name - Genre |v| (DVD/Blu-ray~|

2 |Indiana Jones Trilogy Action Blu-ray

3 Lord of the Rings Collection Action Blu-ray

4 Finding Nemo Animation Blu-ray

3 |Lion King Animation Blu-ray

- St dung cac miii tén nay dé loc théng tn va chi hién thi dit liéu

- DPéxba bd loc:
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~ . A AV 7 2« A 2 X — ' ::-' 'i
* Pé tao bieu do, chon cac dai 0 cua H }L}‘k ?E - ;ﬂ & G??
- v - v W Charts =

biéu do6 va sau do, trén thé Insert, ) —
trong nhém Charts, chon ki€u biéu do

« Dé hiéu chinh biéu do, lwa chon déi twong trong biéu do va
sau do st dung cac lénh trong dai ribbon Chart Tools

- C6 thé nhing biéu do trén cung trang tinh chra dit liéu, hodc c6 thé
dat cac biéu do vao cac trang tinh riéng ré

- MOoi tap dir liéu trong biéu do 1a mot chudi dir liéu
- Pwong nam ngang ctia bi€u do 1a truc X (X-Axis), va dwong nam doc
ctia biéu do la truc Y (Y-Axis)
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Lam viéc v&i bieu do

e Phan 4nh chinh xac bat ky m6 hinh di liéu hodc xu hwéng
phat trién cda dit liéu
e Bi€u d6 dworc tao ra dua trén cac 6 ban chon truéc khi kich
hoat tinh nang biéu do
- Neé&u dit liéu trong biéu d6 khéng phu hop véi viéc phan tich dir liéu, kiém tra
cac chuoi dit liéu dwoc st dung trong biéu do
- Thay do6i ki€u bi€u d6 dé minh hoa cho t6t hon cho dit liéu

EH9--| Eco Cruises - Studentxlsx - Microsoft Excel

- ome Insert Page Layout Formulas Data Review View

o 35 é@g\u@\u\u hd bl bk bd: 2

T
Change Save As Switch Select CLRE
Type | Data | Chart Layouts Chart Styles Location

Chart Type Template Row/Column Data
AEEEGHE e m——
ile i La

Home Insert Page Layout Formulas Review View Design ayout Format

B Format Selection Chart 1
Pictur Shap Text Chart Axis  Legend Data Data Axes  Gr dl Plot  Chart Ch rt 30 Tre dl L es Up/Down  Em
&5 Reset ta Match Style Box Title ~ Titles ~  Labels~ Table - Area~ Wall~ Floor~ Rotatio Bars - Bal -

Current Selection Insert Background

™ R AR R Eco Cruises - Student.xlsx - Microsoft Excel

e Insert Page Layout Formulas Review View

A = - - |= Align - .
3 r ﬁsh ape Fill = o, Text Fill -_J] Bring Forward |E'.N|9|'1 é‘[l Height: |3.78"
By Format Selection E E E E E Abt 7 shape Outlin A A A ~| &2 Text Outline ~ | [ Send Backward ~ [f] Group -
©C £ Reset to Match Style ) Shape Effects &) Text Effects = Eb Selection Pane ), Rotate - *3% BRIy 6-55

Shape Styles ] WaordArt Styles Arrange Size



Lam viéc véi biéu do

* Lwa chon loai biéu do

Column So sanh cac gia tri theo thoi gian hodc cac thé loai dit liéu
theo chiéu doc.

Line So sanh xu hwéng tiép theo.
Pie So sach cac chudi dir liéu vdi tdng gia tri.
Bar So sanh cac gia tri theo thoi gian hodc cac thé loai dit liéu

theo chiéu ngang.

Area So sanh sw thay doi lién tuc ctia cac vung dir liéu.
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* Lwa chon loai biéu do

Hién thi xu hwéng dir liéu dwoc biéu dién ba chiéu va mot bé

Surface mat lién tuc.

Doughnut Ch{l”\C nang giAé'n% biéu d‘c“). ?inh~bé?h, nhung cho phép biéu dién
nhiéu hon mot tap hop diém dir liéu.
So sanh ba gia tri dwoc hién thi giong bi€u d6 phan tan (scatter),

Bubble nhung dwoc biéu dién bang hinh bong béng.

Radar Xac dinh cdc mé hinh hoac xu hwéng véi cac diém twong kng véi
cac duong.

Cylinder Chirc n\éng giong nhw bi€u do6 thanh va bi€u doé cot, nhung st
dung hinh tru.

S Chirc nang giong bi€u d6 thanh va biéu do6 cdt, nhung st dung
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Lam viéc v&i bieu do

* C6 thé st dung bat ky biéu do6 nao dwéi dang hai chiéu hodc
ba chiéu
« Dé thay doi ki€u biéu do, nhap chudt vao biéu do va:
- Bén dw¢i Chart Tools, trén thé Design, trong nhém Type, chon Change
Chart Type; hoac

- Nhap chudt phai vao ving dién tich vé ctia biéu do6 va sau d6 chon Change
Chart Type e (9 i)

i, W Aol Q

A e | vl ARl lan] o]
[ Manage Templates... | [ setasDefaut chart | [ o || cancel ]
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 Thay do6i bo cuc cia biéu do

i 1] jwg| du f8] ] i

Chart Axis Legend Data Data Axes  Gridlines
Title = Titles = e Labels = Table = K e

Labels Axes

Chart Title Thém tiéu dé cho biéu do

Thém cac tiéu dé vao truc ngang va doc; ban cling c6 thé tuy chinh
Axis Titles  cac muc trong biéu d6, chang han nhw don vi sir dung trong truc
doc.

Bao gdbm phan giai thich cac chudi dit liéu (legend) va vi tri clia né
Legend o A
trong biéu do.

Data Labels Bao gom cac nhan di liéu trén biéu do.

Hién thi dit liéu ctia bi€éu do va nam bén dwéi biéu do.
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San sang dé in an

« Thay doi cAch hién thi trang tinh st dung thé View:

riew

_Eﬁ Synchronous Scrolling
Mew  Arrange Freeze _ _ o Save Switch
Window All  Panes~ L] Unhide | 34 Reset Window Position Waorkspace Windows =

Window

I Split (1 view Side by Side =)
o H EBE - H ==

Zoom 100% Zoomto
Selection

Zoom

Zoom Thay doi d6 phong dai theo phan tram dé phong to hodc thu
nho trang tinh.

100% Diéu chinh d6 phéng dai vé 100% ngay lap tirc.

Zoom to Phong dai vao mot vung 6 da chon trong trang tinh.
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e Diéu chinh cach hién thi: 2= c v

New Window M& mot clra sO m&i chira mot ban sao cda trang tinh.

Arrange All Sap x€p tat ca cac ctra s6 trén man hinh vao mot trong cac bd cuc sau:
tiled, horizontal, vertical hodc cascade

Freeze Panes Khoéa cac dong & phia trén hodc cac cot bén trai cia cac 6 duoc chon

Split Tach trang tinh thanh bon khung.

Hide An ctra s6 hoat dong; diéu nay hitu ich khi ban dang 1am viéc véi nhiéu

ctra sO va ban muén Excel chi hién thi cic ctra s6 xac dinh

Unhide Hién thi mot hop thoai liét ké cac ctra s6 dang bi An dé€ ban c6 thé chon
va hién thi lai ttrng ctra s6 mot.

View Side by Side D3t hai ctra s6 dang m& canh nhau trong mét ctra s6 tng dung Excel.

Synchronous Cudn céc trang tinh trong moi khung dong thoi.

Scrolling

Reset Window Khoi phuc lai cac trang tinh dwoc hién thi thanh cac kich thwdc bang
Position nhau.

Save Workspace Lwu bd cuc hién tai cla cac ctra s6 (dwoc goi la khong gian lam viéc) dé

ban c6 thé st dung né sau.

Switch Windows Bi€u dién mot danh sach cac s6 tinh dang mo.



San sang dé in an

* Tuy chinh ban in

- DE&xem trudc cac ngat trang ndam & vi tri nao, nhap chudt vao File va sau dé chon
Print

- Dé& x06a ngit trang, chon cing mot 6, va sau dé trén thé Page Layout, trong nhom
Page Setup, nhip chon Breaks, va sau d6 chon Remove Page Break

- Muo6n x06a tit cA ngit trang trong trang tinh tai mot thoi di€ém, sit dung Reset All Page
Breaks

- Excel b6 qua cic ngat trang néu ban st dung Fit to

- Page Break Preview la mot cach hién thi dac biét cia trang tinh ma trong dé s6

= A ] Ay \ N

&
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San sang de in an

 Dé thay doi thiét 1ap trang:

- Trén thé Page Layout, trong nhom Page Setup, nhap chudt vao tuy
chon thay doi; hoac
Insert Page Layout Formulas Data Review W

ENFY=

Margins Orientation Size Print Breaks Background Print
< < = Area - 4 Titles

Page Setup Fa

- Trén thé Page Layout, trong nhom Page Setup, nhap chudt vao Page
Setup Dialog box launcher
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San sang de in an

 Cac thiétlap trang

Orientation Thiét 1ap Portrait hoac oo -
landscape [Page || Marans | reader/Footer | sheet |
= v 7 4 2 4 Orientation
Scaling bat kich thwéc cua trang tinh o bargat S
theo ty 1&, hoac dé st dung tinh |
Scaling
nang tw co dan ty 1é dé vira © adusttor 100 [£] % normal sze

o A ~ ) Fit to: page[s} wide by 13II
trang tinh trong mot sd trang

Paper size: |Letber (8.5x 117

L]

Print quality: |600 dpi

Paper Size Ch(_)l’l kh6 gié’y First page number:

print... | | PrintPreview | | Options... |

o | Co Lo
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San sang de in an

« Thé Margins (Lé trang)

Margins Thiét 14p lwong khoang trong Page setup . AL =)

| Page |{Mergins || Header/Footer | Sheet |

tlr cic canh cda gidy xung

Top: Header:
quanh vung dién tich dwogc in

trong trang tinh. Tuy chon
Header thiét 1ap khoang cach ef ane
gitra tiéu dé va canh trén cia
trang, trong khi dé tuy chon

Bottom: Footer:
Footer thiét 1ap khodng cach N
gitra chan trang va canh dwdi [ Horizontally

Vertically

Print... ]lPriltPrevieg] [ Options. .. ]
| =
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San sang de in an

- Cach khac dé thay doi lé
trang:

- Trén thé Page Layout, trong + =~~~ ~ ° ° ° "~ ::-

nhom Page Setup, nhip —EEE [
chudt vao Margins; hoic I A S

N\

A

a0

- Nhip chudt vao thé File, meroB

chon Print, chon Show ol
Margins va sau do kéo mnE 5

0.0

o .

P T R« R < ]
WG
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San sang de in an

 Thé Header/Footer

- Tiéu dé trang la van ban dwoc in trén moi trang ctia trang tinh

- Chan trang la van ban dwoc in & dwdi moi trang
rF'ageSetuF:b ‘ @

- M6t vai tiéu chuan cho Tiéu dé

va chan trang la c6 san hoic

tl_l' tao Header:
|(none} El

- MOoi tiéu dé hodc chan trang =SS T

Footer:

| (none) El

gom co6 ba phan: Left, Center,

Different odd and even pages
Different first page

Scale with document

Align with page margins

Print... ] ’Pri'ltPrevieg] [ Options... ]

B (o) (ew |
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Header

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, flename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

Toinsert picture: press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button.

Cley

Left section: Center section: Right section:
Format Thay ddi font chir va c& chir dworc File Path  Cheén duong dan va tén tép tin hién
Text nhap vao mét trong ba phén. tai vao tiéu dé hodc chan trang; hién

thi thanh ma &[Path]&[File].
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San sang de in an

e Thé Sheet
(Pogeserp AL TN ‘25| Pprint area

[ Page [ margns [ eaderfFooter | [ Shest } |

Lwa chon phan trang tinh ban muén in.

Print area: |
Print titles o 0
Rows to repeat at top: | Prlnt tltles

l' Columns to repeat at left: |

L&p lai cac tiéu dé cot hoac dong trén moi

Gridines Comments: (Mone) I
Black and white cel . Id'spl 5 E trang dU’Q’C In
Draft qusity el errors as: | displaye
Row and column headings P r i n t

Page order

(@ Down, then over
) Over, then down

In cac phan cu thé cla trang tinh trong
ban bao céo

print... | | PrintPreview | | options... |

- S
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San sang de in an

* In trang tinh

- DE€in trang tinh, nhap chudt vao thé File, va chon Print

=3 = ——— ——— ~—
Eld9-e- Stock Prices - Studentxlsx - Microsoft Excel [= [ 5 e |
Home Insert Page Layout Formulas Data Review View & 0 = B 22
H Save —
Print e
B save As
Copies: 1 s -
Open ol duentures
= or Print _Dam __ SroewPrise
. T )
[ Close Tz 2530 §
16ianr1s 3000 Sl
Info Printer @ fiing pad P =
sferis EEE
Kerox WorkCentre . it popst e
Recent Ready 27-Fer1s 2520 e o
a1z 2883
N Printer Properties st o= aso
ew A
Settings et sl 200 L4
Shpraz i ELTINE
Print Active Sheets . wi i
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San sang dé in an

- Tdng s6 trang trong vung hién thi in nam & phia dwi bén trai cia ban
xem trudc

- Biéu do6 trong ban xem trwéc cua trang tinh hodc ban in dwa trén vi tri
cua né trong trang tinh

- €6 thé di chuyén biéu d6 dén mot trang tinh médi, hodc chén ngat trang
gitra dir liéu va bi€u do
- Sau khi ddm bao san sang dé€ in, ban c6 thé chon tuy chon Print

- Mac dinh, Excel chi in trang tinh dang dwoc kich hoat trong so tinh
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Tong két bai hoc

« Thém hodc thay doi cic s6 va nhan
* Nhap cac cong thirc don gian

* Quan ly cac trang tinh

* Pinh dang dit liéu

« Sap x&p va loc dit liéu

« Tao va thao tac v&i cac biéu do
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1. Motb la:

a. Mot treong bén dwdi ribbon dé hién thi tham chiéu

b. Cac hép mau xdm nam & vi tri trén hodc bén trai trang tinh dé chi ra cac cot va cac
dong

c. Giao cua moét cot va mot dong
d. Batky dap an nao & trén
e. ahoacc
2. Bwdc nao dudi day ban nén stt dung dé hién thi mot danh sach cac mau
s6 tinh?

a. Trén thanh cong cu truy xuat nhanh, chon New.
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Cau héi on tap

3. Lam cach nao dé ban diéu chinh dwgc do rong ciia mot cot?

d.

e.

Trén thé Home, trong nhém Cells, nhdp chudt vao Format, chon Column
Width.

Trén thé Home, trong nhém Cells, chon Format, chon Row Height.
Nhap chudt va kéo duwong ké & bén phai tiéu dé cot.
Bat ky dap 4n nao & trén

a hoacc

4. Khi ban chen mot dong méi, n6 sé dwoc dat & dau?
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Cau héi on tap

5. Ban nhip moét dia chi 6 vao trong cong thirc nhw thé nao?
a. Ban c6 thé nhip ndé mot cach tha cong.
b. Ban c6 thé chon 6 va ti€p tuc nhip cong thirc.
c. Ban c6 thé nhip chudt vao 6 dwoc chira trong cong thirc thay vi nhap dia chi 6.
d. Batky dap an nao & trén
e. aorc
6. Quan sat bang thong tin dwdi day, va sau do6 chi ra két ludn nao ban cé thé dwa
ra tw dit liéu:
e ek 1 [weskz [weeks Jweska

Widgets 80 85 90 80
Gagdgets 150 175 200 180
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Cau héi on tap

7. Taisao c6 thé ban muén dit treong Last Name lam khoa sap xép chinh
va tredong First Name thanh khoa sap xép thir hai?

T4t ca cac thao tac sap x€p can chira it nhit hai treong sap xép.

a
b. Ban muén nhém tit cd moi ngwdi cé cung tén dau (first name).

o

Ban mudn sap xép theo thi tw nhitng nguwdi c6 cung tén cudi (last name).

=

Ban mudn loc dit liéu dé hién thi tit cad nhitng nguwdi c6 cung tén cudi (last
name).

8. Thuat ngit “Series” dé cip dén diéu gi?

a. Mot tip hop dir liéu dwoc str dung trong bi€u doé
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Cau héi on tap

9. Néu ban muon dwa ra mét xu hwdng lién tuc, kiéu bi€éu dé6 nao ban sé tao
ra?

a. Column (cot) c. Line (dwong)
b. Bar d. Pie (hinh banh)
10.Tai sao ban mudn xem trang tinh trwdc khi n6é dwoc in ra?
a. Dé quan sat n6 xudt hién nhw thé nao khi dwoc in

b. D€ tranh lang phi gidy néu can phai thay doi
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Cau héi on tap

11. Ban c6 thé chén ngit trang nhw thé nao?

a
b.

i

=

Trén thé Insert, trong nhém Setup, chon Page Break.
Trén the Insert, trong nhom Break, chon Page.
Trén the Page Layout, trong nhém Page Setup, chon Page Break.

Trén thé Page Layout, trong nhom Page Setup, chon Breaks, Insert
Page Break.

12. CAac nut nao dwdi diy ban sé str dung dé chen tén tép tin vao trong tiéu
dé hoac chan trang?
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