Bai tap thwc hanh Update Wednesday : 27/06/2018

BAI TAP THUC HANH EXCEL
A. Microsoft Excel (st dung file Du-lieu-mau-excel-ic3.xlsx d€ thuc hanh)
I. Thé File.
1. M@ tap tin Du-lieu-mau-Excel-ic3.xlsx trong thu muc Du-lieu-mau-thuc-hanh-IC3. Thuc hién :
a. Hién thi dudng phan cach trang in.
Hubing dén : File = Options = Advanced = Display option for this woksheet = & Show page breaks
b. In 3 ban sao clia Sheet Bangluong. St dung may in mac dinh.
Hubing dén : File = Print = Print Copies
c. Thiét Iap in mdi trang tinh (Sheet) trén 1 trang.
Hubing dén : File > Print = Settings = Fit Sheet on One Page
d. Danh dau bang tinh dang mé& la bang cudi cung va dong bang tinh.
Hubng dan : File > Info - Protect Workbook = Mark as Final
2. Mg tap tin Du-lieu-mau-Excel-ic3.xlsx trén may tinh, sau d6 cho phép chinh sira n6i dung

Hubng dén: Chon File = Open = tim dén vi tri luu tr file Du-lieu-mau-Excel-ic3.xlsx dé md = click
vao Edit Anyway...

3. Thut hién cac yéu cau trén tap tin Du-lieu-mau-Excel-ic3.xlIsx.

a. Luu tap tin véi ki€u dinh dang PDF vao thu’ muc Du-lieu-mau-thuc-hanh-IC3 véi tén Excel-ic3.Pdf
va khéng md tap tin.

b. Luu tap tin vdi tén Excel-ic3-2003.xls s dung cho phién ban 2003. Bong tap tin
Hubng dén: Chon File = Save as = Chon trong muc Save as type

4, MG tap tin Excel-ic3-2003.xls trén may tinh.Thuc hién chuyén d6i vé phién ban hién hanh cta Office.
Pong tap tin khi hoan tat.

Hubng dén: St dung Recent dé chon lai t3p tin d& dong trudc dé. Chon File = Info > Convert

5. Tao mdi bang tinh va luu vdi tén Baocao_Muaban.xlsx vao thu’ muc My Document. St dung mau Sales
Report cla Excel.

Hubng dén: Chon File = New = Sample Teplates =Chon tén mau trong danh séch = Click Create >
File Save = Chon thu muc lul t8p tin va nhap tén theo yéu cau.

6. MG tap tin Excel-ic3-2003.xIsx.Thuc hién cac yéu cau
a. D3t mat khau Open cho tap tin 1a IC3GS4. Ddng va mda lai tap tin dé kiém tra két qua.

Hubing dén: Chon File = Info = Protect Workbook = Encrypt with password = Nhdp mét khéu = Ok
> Nhép lai mét khdu 16n 2 - OK = Bong va luts tp tin

b. G& bdo mat khau Open cho tap tin. Ddng va ma lai tap tin dé kiém tra két qua.

Hubng dan: Chon File > Save as = Tools >General Option = Xoa bo mét khéu trong muc Password
to Open = Ok > Save.
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II1.Thé Home.
MG tap tin Du-lieu-mau-Excel-ic3.xlsx thuc hién :
2. Nhoém Clipboard
Trén trang tinh (Sheet) Clipboard : Thuc hién

% Sao chép 6 E3 dén cac 6 E4:E7

+ Sao chép 6 H3 dén cac 6 H4:H7 ( Chi ldy gia tri, khong Idy dinh dang )

% Sao chép 6 G3 dén cac 6 G4:G7

% Sao chép 6 G3 dén cac 6 G4:G7 ( Chi lay cong thirc tinh toan, khong I3y dinh dang )

+ Sao chép 6 E2 dén 6 G2 ( Chi lay thong tin binh luan — Comment )

+ Sao chép thong tin 6 A2:I8 dén A12:117 nhung chi I8y gia tri khong 1dy dinh dang va cong
thirc.

7

% SU dung cong cu Format Painter thuc hién sao chép dinh dang 6 D3 dén cac 6 D4:D7
% Sao chép dinh dang 6 A2 cho cac 6 D2, F2, H2.
3. Nhoém Font
Trén trang tinh (Sheet) BangLuong : Thuc hién
+ Di chuyén dir liéu 6 A3 sang & A2
% Dinh dang 6 A2 - Font : Tahoma, Size: 14, In dam (Bold) , Font Color : Blue

% Dinh dang cac 6 tir A4:M4 - Font : Arial, Size : 12, Fill Color : Olive Green, Accent 3,
Lighter 40% , Border : All Borders, Bottom Double Border

% Dinh dang 6 J15 - Border : Thick Box Border, Fill Color : Light Blue
% Dinh dang 6 A5:M14 - Border : All Borders

-

4+ Tang dinh dang Size 6 A2 1&n 1 cdp Size ( Hudng dan: S dung cong cu A

)
4. Nhom Alignment
Trén trang tinh (Sheet) BangLuong : Thuc hién
% GOp va canh gilra dir liéu ctia 6 A2:M2

Hubding dén: chon cdc 6 A2:M2 cdn gdp > chon niit Iénh gdp 6 (Merge & Center) cd biéu tuong a trong
nhom Alignment cua thé Home

% GOp va canh phai dir liéu cta 6 F15:J15
+ Dinh dang dé cac chif trong 6 B18 trong trang tinh BangLuong dugc ngat dong
Hubng dén: Co 2 céch
- Cach 1: chon 6 B18 = chon Wrap Text trong nhom Alignment ctia thé Home

- Cach 2: chon 6 B18 - click chudt phai chon Forat Cells = chon Tab Alignment = danh dau chon
6 muc Wrap Text > OK

+ Tang khoang cach € trai cho ndi dung trong cac 6 B5:B10

i
"l

Huéng dén: chon cdc 6 B5:B10 = Click vdo biéu tuong Increste Indent trong nhom Alignment
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5. Nhém Number
Trén trang tinh (Sheet) BangLuong : Thuc hién

+ Dinh dang dir liéu cac 6 tir F5:F14 sang ki€éu Currency, c6 2 ky sd sau diu phan céch thap
phan.

Hubing dén: chon cdc 6 tur F5:F14 = chon thé Home = chon danh sdch dinh dang trong hép

General M ,
nhom Number 2 Chon Currency

+ Dinh dang dir liéu cac 6 tir 15:114 sang kiéu $, khéng cd 2 ky s6 phan cach thdp phan.
% Xba bd dinh dang dit liéu cac 6 tir K5:K14 vé dang mac dinh (General) cua s6.
+ Dinh dang ngay thang cho 6 D5:D14 c6 hinh thiic thé hién ngay thang 1a March 14,2001

Hubing dén: chon cdc 6 tur D5:D14 = click mii tén tam gidc & goc phai duti nhém Number (hodc click
chudt phai vao 6 D5 ) = Chon Format Cells... = chon dinh dang tuong ung trong hdp thoai > OK

6. Nhom Cells
Trén trang tinh (Sheet) BangLuong : Thuc hién
% Chen thém 1 dong vao gilta dong 3 va 4 cla bang luong
Hubng dén:
Cach 1 : click chudt phai vao dong 4 cua bang luong - chon Insert
Cach 2 : Chon dong 4 = Insert (nhom Cells) > Insert sheet Rows
% Chen thém 1 cOt vao gilra cot Ngay sinh va Qué quan clia bang lugng, dat nhan la Pon vi
Hu6ng dén:
Cach 1 : click chudt phai vao cot chua nhan Qué quan = chon Insert
Cach 2 : Chon cot E (Cot chua nhan Qué quan) = Insert (nhom Cells) - Insert sheet Columns
% Chén thém 1 cit vao trudc cot STT
%Chen thém 1 trang tinh (sheet) vao giifa trang tinh BangLuong va Bieudo.
Huéng dén:
Cach 1 : click chudt phai vao thé Bieudo (Sheet Tab) > chon Insert > OK
Cach 2 : Chon thé Bieudo (Sheet Tab) = Insert (nhom Cells) = Insert sheet
+ Chén thém 1 6 vao trén 6 D6. D&y dif liéu hién cd xudng dong dudi
Hubing dén:
Cach 1 : click chudt phai vao 6 D6 - chon Insert - Shift Cells Down - OK
Cach 2 : Chon 6 D6 =2 Insert (nhom Cells) = Insert Cells > Shift Cells Down - OK
% Xba dong 1 cla trang tinh BangLuong
% Xba cOt A ( truGc cot SG TT)
+ X0a 6 D6 sao cho dif liéu & duGi dugc day Ién trén
+ X0Oa Sheet & giita Sheet BangLuong va Bieudo
+ Diéu chinh d6 cao dong 15 cla trang tinh thanh 40
Hubng dén:
Cach 1 : click chudt phai trén tiéu dé dong 15 > chon Row Height > Nhap s6 40
Cach 2 : Chon dong 15 >Format (nhom Cells)> Row Height
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% Diéu chinh d6 rdng cua c6t B thanh 40
Hubng dén:
Cach 1 : click chudt phai trén tiéu dé cot B = chon Column Width = Nhap s6 40
Cdch 2 : Chon cot B >Format (nhom Cells)> Column Width
% Diéu chinh d6 réng cta c6t C tu dong theo ndi dung hién cé
4+ An dong 18,19 clia trang tinh BangLuong
Hubng dn: Chon dong 18,19 = Format (nhdm Cells)> Hide & UnHide - Hide Rows
+ Hién thi thdng tin tir dong 21 dén 24 cua trang tinh BangLuong
Hubng dn: Chon dong 20,25 Format (nhom Cells)> Hide & UnHide - UnHide Rows
% Tao thém 1 trang tinh (Sheet) trudc trang tinh BangLuong va dat tén la Danhsach
Hubng ddn: Chon Sheet BanglLuong = Insert (nhom Cells)> Inser Sheet
Chon Sheet vira mdi tao xong = Format (nhom Cells) 2 Rename Sheet > Nhap vdo tén Danhsach
+ Di chuyén trang tinh Danhsach vé cudi ( sau trang tinh Clipboard)
Hubng dén: Chon Sheet Danhsach = Format (nhom Cells)=> Move or Copy Sheet
Chon (move to end) 2> OK
% Sao chép trang tinh BangLuong thanh trang tinh DSLuong dat & sau trang tinh Bieudo
Hubng dén: Chon Sheet BangLuong - Format (nhom Cells)=> Move or Copy Sheet
Chon M Create a Copy = chon Sheet Clipboard (vi tri copy) 2 OK
Tiép tuc thut hién thao tac doi tén sheet
% TO mau cho cac Sheet Tab cd cac mau tuy y
Hubng dén: Lén luot chon cdc Sheet Tab = Format (nhdm Cells)=> Tab Color = Chon mau
7. Nhom Editing — AutoSum
Trén trang tinh (Sheet) BanglLuong : Thuc hién

+ Xoa dinh dang 6 A2 bang c6ng cu Clear Format
Hubng dén: dt con tré véo 6 A2 = click véo nut Clear (nhém Editing) = Chon Clear Format
+ Chi bang 1 thao tac, hdy tinh tdng cla dif liéu trong cac 6 tir K5 dén K14. K&t qua tra vé trong 6 K15.
Huding dén: dst con tré & 6 K5 = dlick vao nut AutoSum (ky hién téng Sigma) trong nhém Editing
+Thiét 1ap cdng thitc cho & K15 dé tinh gia tri trung binh clia cac 6 tu' K5 dén K14
Hubding dén: co 2 cich
- Cach 1: tai 6 K15 = nhap cong thirc = Average(K5:K14) > nhan phim Enter

- Cach 2: dat con tro vao 6 K15 > click vao miii tén tam giac bén canh ndt AutoSum trong nhém
Editing ctia thé Home - chon Average - Enter

+ Tim va thay thé gia tri 40000 trén cdt luang ngay bang gia tri 42000

Hubng dén: chon khdi 6 F5:F14 = Find & Seelct (nhdm Editing) = Replace = nhép gid tri 40000
trong Find What, gid tri 42000 trong Replace with - Click chon Replace All

+ Tim nhifng 6 c6 binh luadn (Comment)
Hubing dén: Find & Seelct (nhdém Editing) = Comment = nhiing é ¢ binh luén (Comment) duoc chon
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8. Nhom Styles
Trén trang tinh (Sheet) BangLuong : Thuc hién

% SU dung dinh dang co diéu kién (Conditional Formatting) t6 mau nhitng 6 c6 ngay cong >25 co vdi

Light Red Fill with Dark Red Text [« ]
dinh dang

Huéng dan: Chon khdi ving dif lidu H5:H14 - Conditional Formatting (nhdém Styles) = Highlight Cell
Rules = Greathan = Nhap gia tri 25 va chon hinh thuc dinh dang

% SU dung dinh dang co diéu kién (Conditional Formatting) t6 mau cot nhitng 6 Thudng co gia tri cao
{ight Red il =

nhat vgi dinh dang

Hubing dén: Chon khéi ving dif liéu K5:K14 = Conditional Formatting (nhdm Styles) = Top/Bottom
Rules = Top 10 Items = Nhap gia tri 1 va chon hinh thuc dinh dang

% Tao mdi 1 Trang tinh (Sheet) cudi danh sach cac trang tinh
a) bDdt tén TienLuong

b) Sao chép dir liéu ving A1:M15 clia Trang tinh BangLuong sang trang tinh
TienLuong tai vi tri A1, chi |3y gia tri khong Idy dinh dang

¢) binh dang vlng dir liéu A4:M14 cla trang tinh TienLuong cd vdi hinh thirc Table
Style Medium 11

Huéng dén: Chon khéi ving dir liéu A4:M14 = Format As Table (nhom Styles) = Chon méu cd tén
Table Style Medium 11 > (Xac nhan ving chon co tiéu dé cot ) 2 Ok

d) Ap dung kiéu dinh dang Heading 1 cho & A2 trén trang tinh TienLuong
Hubng dén: Chon 6 A2 = Cell Styles (nhdm Styles) = Chon méu cd tén Heading 1

4+ Hiéu chinh mAu Styles Title c6 dinh dang Font: Tahoma, Size : 20, Font Color : Light Blue, Border
: tuy chon, Fill : tiy chon. St Styles Title cho 0 A2

Huéng dén: Cell Styles (nhom Styles) = Right Mouse vao mau cd tén Title = Modify = Xuét hién hdp

thoai Style = Click chon M vao cac muc muon thue hién hiéu chinh ( Font, Border, Fill) = Format dé
thue hién hiéu chinh > Ok = Ok khi hoan tat. Ap dung Styles cho 6 A2
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IV. Thé Insert
MG tap tin Du-lieu-mau-Excel-ic3.xlsx thuc hién :
1. Nhom Illustrations
Trén trang tinh (Sheet) Insert : Thuc hién
4 Chen tap tin hinh 64_TinhThanh_VietNam.jpg vao bén phai bang théng ké tai vi tri E3

Hubing dén: Picture (nhdém Illustrations) = Chon thu’ muc Du-lieu-mau-thuc-hanh-IC3 = Chon t3p tin
hinh 2> Insert

Nhom Cong cu Picture Tools
a) S dung mau dinh dang Soft Edge Rectangle cho hinh

Hubing dén: Click chpnﬂva"o hinh 2> Xuat hién thanh cong cu Picture Tools 2 Format > Nhom Picture
Styles 2 Click chon mau co tén Soft Edge Rectangle

b) Thay ddi dd cao cta hinh (Height : 4.59"), do rdng cla hinh (Width : 5.4").
Hubing dén: Click chon vao hinh = Xudt hién thanh céng cu Picture Tools = Format = Nhom Size >

Click vao dé’mdr hop thoai Format Picture - chon muc Size > Thay déi théng sé Height, Width

( Chii y muc ¥ Lock aspect ratio

- tu' dong cén chinh théng s6’)
c) ** Tao hiéu U'ng nghé thuat Photocopy cho hinh.

Huéng dén: Click chon vao hinh > Xuét hién thanh cong cu Picture Tools - Format = Nhom Adjust
> Artistic Effects = Click chon mau co tén Photocopy

d) ** Tao do sac nét cho hinh Sharpen 50%

Huéng dén: Click chon vao hinh > Xuat hién thanh cdng cu Picture Tools > Format - Nhom Adjust
= Corrections = Click chon mau trong nhom Sharpen and Soften.

4+ Chén mau hinh cd tén 13 Lightning Bolt vao vi tri bén phai hinh 64_TinhThanh_VietNam
Hubng dén: Shapes (nhdém Illustrations) = Basic Shape = Chon méu Lightning Bolt
Nhom Cong cu Drawing Tools
a) Thay d6i d6 cao 2”. DO rdng méc dinh thay déi theo.

Huéng dén: Click chon vao méu hinh = Xudt hién thanh cng cu Drawing Tools = Format = Nhom
Size 2 MdJ hop thoai Size and Properties.

b) Xoay hinh 90° sang phai

Hudng dén: Click chon vdo mau hinh = Xudt hién thanh céng cu Drawing Tools = Format = Nhom
Arrange = Rotate > Rotate Right 90°.

% Cheén luu d6 co tén la Basic Process vao vi tri dugi hinh 64_TinhThanh_VietNam

Hubing dén: Smart Art > Xuét hién cua s6 Choose Smart Art Graphic = Chon nhom Process > >
Click chon mau Basic

Nhom Cong cu SmartArts Tools
a) Thé hién luu d6 dudi dang Continous Block Process

Hubng dén: Click chon vao luu do > Xuat hién thanh cong cu Smart Art Tools > Design - Nhom
Layouts = Click chon mau Continous Block Process

b) Luu dd thé hién mau theo miu Colorful Accent Color.

Hubing dén: Click chon vdo luu do > Xuat hign thanh céng cu Smart Art Tools 2 Design = Nhom
Change Colors = Click chon mau Colorful Accent Color
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c) Mau thiét k& 3D-Inset
Hubing dén: Click chon vao lut dd = Xudt hién thanh céng cu Smart Art Tools = Design = NAdém
Smart Art Styles = Click chon méu 3D-Inset.

d) Xoay hudng luu d6 sang Trai
Hubing dén: Click chon vao lut dd = Xudt hién thanh céng cu Smart Art Tools = Design = Nhdm
Create Graphic 2 Click chon Right to Left.

e) Chuyén déi Luu d6 thanh mau vé (Shapes)
Hung dan: Click chon véo luts db - Xudt hién thanh céng cu Smart Art Tools = Design - Nhom

Reset - Click chon Convert to Shapes ( Chu y : Khdng con la Smart Art va khéng cho chinh sua bang
cong cu Smart Art).

2. Nhom Chart

+ Chén biéu d6 2-D Column c6 tén 13 Clustered Column vao vi tri dudi bang théng ké. Sir dung viing
dir liéu A3:C24.

Hubing dén: chon ving di liéu cdn vé biéu db A3:C24 > Insert > Chart = chon kiéu biéu dé Column
> Chon mau biéu db Clustered Column trong nhom 2-D Column

Nhom Coéng cu Chart Tools
a) Thé hién biéu dd dusi dang Layout 3 véi mau trinh bay Style 26

Hu6ing dén: chon biéu dd - Xudt hién thanh cdng cu Chart Tools - Design = chon kiéu thé hién
Layout 3 trong nhom Chart Layouts. Chon mau Style 26 trong nhom Chart Styles

b) Hiéu chinh viing tham chiéu di liéu ngudn cho biéu do 1a A3:D24

Huong déNn.: chon biéu dé - Chart Tools > Design = Click vdo Select Data trong nhom Data - Xuét
hién cua sé Select Data Source = Khai bao lai dia chi vung dir liéu trong muc Chart data range
=A3:D24 2> Ok

c) Thay ddi hinh thirc trinh bay biéu d6 theo thdng tin Tinh thanh.
Huéng dén: chon bidu dé = Chart Tools = Design = Click vao Switch Row/Column trong muc Data

d) Hiéu chinh ving dit liéu tham chiéu cua biéu d9, chi lay th(“)n,g tin cac thanh phd I6n : Ha Noi,
Pa nang, Pong Nai, Tp.H6 Chi Minh, Can Tha. Va chuyén vé hinh thifc thong tin Dién tich,
Dan so, Mat do

Huong dfn.: chon biéu dé - Chart Tools > Design = Click vdo Select Data trong nhom Data - Xuét
hién cua sé Select Data Source = Chon cdc muc trong Legend Entries (Series) khong su’ dung
>Remove = Ok khi hoan tat. Click vao Switch Rowy/Column.

e) Thay ddi mau trinh bay clia biéu d6 thanh dang Bar — Clustered bar

Hubdng dén: chon biéu d = Chart Tools = Design = Click vdo Change Chart Type = Chon nhom
Bar = Chon kiéu biéu do

+ ** Trén trang tinh (Sheet) Biéu dd : Thuc hién

a) V& biéu do dang 3-D Clustered Column cho vung dir liéu Bang thong ké dan s6
Hu6ng dan: chon vung dir liéu cdn vé biéu do (Trang tinh Bieu do) - chon thé Insert = dlick chon
biéu db trong nhom Chart = chon kiéu biéu dd

b) Thay ddi vi tri clia chd thich tir trai xuéng phia dudi

Hubng dén: dlick phéi chudt véo chu thich = chon Format Legend = chon vi tri Bottom (duti) Top,
Left, Right, Bottom, Top-right (trén, trdj, phai, phai trén)

c) Thay d6i mau nén ctia ving do hoa cua biéu d6 thanh mau xanh 13 cay

Hubing dén: chon ving dd hoa cua b/éZ/’a*é - dlick chudt phai > chon Format Plot Area = chon Solid
Fill 2 chon mau phu hop. (Tuy loai biéu do Ia hinh cot hay hinh tron ... tén vang do hoa va cac tur
khda cd thé thay doi)
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d) Thay d6i mau nén cua biéu dd thanh mau vang

Hubing dén: chon toan bd bidu dé = dlick chudt phai = chon Format Chart Area = chon Solid Fill >
chon mau vang.

e) Thay d6i kiéu bi€u do
Hubing dén: chon toan bd bidu dé = dlick chudt phai = chon Change Chart Type = chon kiéu biéu dé
phu hap yéu céu (Line, Bar, ...)

f) Chuyén bi€u d6 da dugc vé tir trang tinh (sheet) Bieu do dang Sheet3, khéng dung cac thao téc
Copy, Cut hay kéo tha

Hubng dan: click phai chudt véo biéu dd - chon Move Chart = trong cua sé hién ra click mii tén tam
gidc trong muc Object in dé chon Sheet3 > OK

3. Nhom Links
Trén trang tinh (Sheet) Insert : Thuc hién

a) Tai 6 A26 nhap chudi Doc Béo va thuc hién lién két dén trang web www.vnexress.net
b) Tai 6 A27 nhap chudi Biéu db va thuc hién lién két dén 6 A3 clia sheet Biéu do

4. Nhom Text

Trén trang tinh (Sheet) Bang Luong : Thuc hién

a) Chen tiéu dé dau trang cho sheet vdi yéu cau sau :
o O bén trai : Thong tin sheet ( Sheet Name)
o O bén phai : Ngay hién hanh
b) Chén tiéu dé cudi trang cho Sheet vgi yéu cau : Tac gia, Trang, Ngay
V. Thé Page Layout.
MG tap tin Du-lieu-mau-Excel-ic3.xlsx thuc hién :
1. Nhom Page Setup
Trén trang tinh (Sheet) Page Layout : Thuc hién
% Chon chu dé trinh bay cho trang tinh la Austin
Hubng dén: chon thé Page Layout = click chon Themes trong nhom Themes = Chon méu
4+ Thiét Iap lé trang theo m3u Narrow
Huding dén: chon thé Page Layout = dlick chon Margins trong nhém Page Setup = Chon mau
% Thiét 1ap trang in theo hudng gidy ngang, loai giay A4 Small
Hubding dén: chon thé Page Layout = click chon Orientation, Size trong nhém Page Setup = Chon mau
% Thiét 13p vung in tir A1:D73

Hubding dén: Chon khéi ving di liéu A1:D73 = Page Layout = Print Area trong nhom Page Setup -
Chon Set Print Area

+ Tao ngat trang k& tr dong 30 clia bang thng ké

Hubng dan: Click chon dong 30 2 Click Break trong nhom Page Setup = Chon Insert Page Break
4 In tiéu dé bang thong ké ( A3:D3) 1ap lai trén mbi trang. Khi sang trang

Hubng dén: chon thé Page Layout = dlick chon Print Titles
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2. Nhom Scale to Fit
+ Hay thiét 1ap d€ trang in c6 do rdng bang 2 lan chiéu cao
Hubing dén:

- Cach 1: chon thé Page Layout trong nhom Scale to Fit > chon Witdh: 1 page,Height: 2 pages
Cach 2: Click milii tén Dialog box launcher & goéc phai trong nhém Page Setup = & muc Fit to chon 1 by
2 tall

+ Hay thiét 1ap dé€ trang in chi con 80%
Hung dén: chon thé Page Layout = click chon Scale trong nhom Scale to Fit.
3. Nhom Sheet Options
+ Tat hién thi dudng IuGi phan cach 6 va tiéu dé cot cho trang tinh

Hubng dan: chon thé Page Layout = click bé chon View muc Gridlines, Headings trong nhom Sheet
Options.

% Cho phép in dudng Iugi phan cach 6 va tiéu dé dong cot
Hubng dan: chon thé Page Layout = click chon Print muc Gridlines, Headings trong nhém Sheet
Options.
VI. Thé Formulas.
1. Hay click chudt vao thanh Ribbon dé cd thé hién thj chirc ndng chén ham

Hubng dén: chon thé Formulas = chon Insert Function. (Péy 13 hdp thoai cho phép chén cdc hdm
duoc phan loai thanh cac nhom ham nhu logic, thong ké, ngay thang ... bao gom y nghia va cu phap)

2. Thay ddi cdng thirc trong 1 6
a. Dai cdng thirc trong 6 I5 thanh F5*H5 cla trang tinh BangLuong

Hubng dén: chon 6 I5 (6 cdn thue hién thay dbi cong thuc) = nhdp dé sua céng thuc cd sén thanh
F5*H5 > Enter

b. Thiét lap cong thic cho cac cot Phu cap, Thuc Linh trén trang tinh BangLuong vdi yéu cau :
v" Phu cdp : NE&u s0 ngay cong >25 thi phu cdp 50000, ngugc lai khong phu cap
v Thuc Linh : Luang Thang + Thudng + Phu cap

c. Thiét 1ap (hodc ddi) cong thirc trong & K15 dé tinh tdng (hodc tim gia tri I6n nhét, nho nhét, tinh gia tri
trung binh, dém cac gia tri sO) cac 0 tir K5 dén K14. Cla trang tinh BanglLuong

Huéng dén: doi qua lai
- Sum: tinh tng
- Min: tim gia tri nhd nhat
- Max: tim gia tri I6n nhat
- Average: tinh trung binh cong.
- Count: dém cac 0 ¢ gia tri la sO.
d. Dai dia chi trong 6 I5 trén trang tinh BangLuong
Hubng dén:
- TU tuong doi thanh tuyét doi : gé thém dau $ vao cong thirc F5*H5 > $F$5*$H$5
- Tl tuyét doi thanh tugng doi : xda cac dau $ trong cong thirc $F$5*$H$5 >F5*H5
- TU tuong doi thanh tuyét d6i theo dong = F5*H5 - F$5*H$5
- TU tuong doi thanh tuyét do6i theo cot - F5*H5 - $F5*$H5
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VII. Thé Data.
1. Nhom Sort & Filter
+ Sap x&p dir liéu trén trang tinh BangLuong
a. Sap xép theo 1 tiéu chi.
Hay sap x&p dir liéu cdt Tén trong trang tinh Du lieu thuc hanh Excel tdng (hodc giam) dan.
Hubng dén: cd nhidu cdch dé sép xép
- Chon 1 6 trong cot tén
- (dch 1: chon thé Data trong nhom Sort & Filter = chon A-Z (tang dén) hoac Z-A (giam dan)
- Cdch 2: dlick chudt phai = chon Sort 2 chon Sort A to Z (hodc Sort Z to A)
- Cdch 3: chon thé Home = click biéu tuving Sort & Filter = chon Sort A to Z (hodc Sort Z to A)
b. Sap xép theo nhiéu tiéu chi

S3p x&p dir liéu cot tén tang (gidam), néu 2 ngudi trung tén thi sap x€p theo ngay sinh tang dan, néu
trung ca ngay sinh thi sap xép theo qué quan giam dan.

Hubing dén: cd 3 cdch dé md chuc néng Custom Sort (3 cach nhu trén). Sau do thue hién

- Chon thé Data trong nhom Sort & Filter > cho biéu tuving Sort AZZA dé md chirc nang
Custom Sort

- DEthém 1 tiéu chi-> dlick vao nut Add Level = chon tiéu chi’ & muc Sort by, chon cdch sdp
Xép tang/giam J muc Order > OK
% Loc dif liéu trén trang tinh BangLuong
Dung chirc ndng loc tu ddng dé hién thi théng tin vé mit hang”"REDUCE”
Huding dén: Cling cd 3 cdch dé bét chuic ndng Loc tu’ déng Filter (tuong tu’ nhu Sort)

Click chon 1 6 trong bang diT liéu = chon thé Data = chon Filter = dlick mdi tén tam gidc tai cot dir liéu
dan loc (san pham) = bo chon & cac mat hang khdc (bo chon Select All cho nhanh), chi gilr lai muc chon &
madat hang cdn loc (Reduce). Mudn hién thi lai tét ca dit liéu thi click chon vao Select Al

VIII. Thé Review.

1. Nhom Comment

2. Nhom Changes

IX. Thé View.
1. Nhom Workbook Views

2. Nhom Show

3. Nhém Zoom

4. Nhom Windows
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