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Bai 1 — Khai dong lam quen giao dién
1.1. Khgi dong chucng trinh

P& khdi dong Microsoft Excel 2013 ban nhap dip vao biéu tugng san ¢ cla chudng trinh trén man
hinh Desktop clia may tinh.

? - 0O %

Excel SESECRIOEONMERMPELE &) Sign in to get the most out of Office
Suggested searches:  Budget Leam more
Invoice  Calendars  Expense  List

Recent Loan  Schedule

Cén
EaV

=3 Open Other Workbooks

Ban chon Blank workbook man hinh chinh ciia chuang trinh s€ xuat hién nhu hinh dudi day:
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=]
HOME | INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVEW VW Signin
% [catoi Ju A w S=E®- = [senenl -1 E& Conditional Formatting - Ew]n:m - X %'Y H
Ea - [ Format as Table - Bx Delete ~ [@]~ I —
- e - == &= - - 0 €0 00 o ort ind
y BT U- -2 A@, =E= H- $-%° 98 Geasyle- EFormats £ v Fijer Select~
\\\\\ ] Styles Editing ~
w (@) p & .
8 c D E F H 1 J K L M N 0
1
2
s ®
. ®
8
9
10
11
12
Sheetl ® o

Dudi day la cac thanh phan cg ban trén man hinh chinh

(1): Thanh cong cu nhanh: Chifa cac Iénh thao tac nhanh
(2): Office button: Chira Iénh thao tac vai tép

(3): Thanh céng cu Ribbon: Chlra gan nhu toan bd cac Iénh thao tac v&i chuong trinh, ching dugc
phan chia thanh cac nhém khac nhau.

(4): Name box: Vung dia chi vi tri con tro hién thdi
(5): Fomula bar: Thanh cong thtrc

(6): Man hinh nhap liéu: La phan I6n nhat trén man hinh ctda chuang trinh, day la vung chira dit liéu
trén bang tinh (WorkSheet).

(7): Tiéu dé cot, hang WorkSheet: Gom c6t va hang tiéu dé, cot thudng dugc dénr] dau theo ky tu
trong bang chir cai, hang dugc danh dau theo day so lién ti€p (trong thuc té cé thé thay doi cac ky
hiéu nay).

(8): Thanh cudn: Dung dé di chuyén van ban Ién xudng, sang trai sang phai.

(9): Thanh Sheet tab: Liét ké danh sach cac bang tinh cé trong tép Excel (WorkBook), ngoai ra con
chifa thanh diéu khién dé di chuyén qua lai gitta cic Sheet.

(10): Thanh trang thai: Chfa mét s& thdng tin hién thdi cia vén ban nhu ché dd hién thi, phan trdm
hién thi, trang hién tai,...

1.2. Tao mot bang tinh mai

Thutc chat sau khi khai dong chuong trinh d3 tu dong tao san cho ban mot bang tinh méi. Néu khong
ban ¢ thé thuc hién bang mot trong céc cach sau déy:

Cdch 1: Nh&p chon biéu tugng Office Button

=| -
HOME | INSERT  PAGE LAYOUT
X - - =
[ o |Calibr -ju -A A=
Egy ~
Paste ¢ B I U- H- O-A- =

Clipboard Font [P

M6t hdp thoai xuét hién ban nh&p chon New rdi chon biéu tuang Blank Workbook & hdp thoai bén tay
phai.
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Bookl - Excel 7 - 0O x

New

Search for online templates o

Suggested searches:  Budget Invoice Calendars Expense List Loan  Schedule

Cach 2: Nh3p chudt vao biéu tugng New trén thanh cong cu nhanh.

35 @O

FILE HOME IMSERT PAGE LAYOUT

ks
D db Calibri -1 - A a
Bz ~

Paste " B I U- #- H-A-

-

Clipboard Faont IF

Trong trudng hgp chua thdy biéu tugng nay trén thanh cdng cu ban chon miii tén trd xudng trong
thanh nay chon New.

H OB
FILE HOME INSER] Customize Quick Access Toolbar

alla | o MNew
D {}i;. Calibri

Faste EFE“' N Remove from Quick fAccess Toolbar
) ~ B I U-~- e

-

Clipboard F Email
Quick Print

Print Preview and Print
Spelling

+ Undo

+ FRedo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

Cdch 3: Nhén t6 hgp phim Ctrl + N

B&ng mot trong ba cach trén mot bang tinh méi va rong sé dudc tao, ban di chuyén téi 6 E1 nhan
phim F2 va nhap vao do6 ndi dung sau: Nha sach Tri Viét. Bay giG hdy chon Font I6n han cho ndi dung
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vén ban bang cach nhan té hgp phim Ctrl + A sau dd chon hdp Font size trén thanh Ribbon chon gid
tri 28.

H - [ Bookl - Excel ? @ - O X
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW Signin
o
| Ex Times NewRoma ~ |28 = A A
B -
Paste B I U- 8
— - g
Clipboard & Font |10 A
@ PrRODUCTNOTICE Excelhasn 1 st
12
E1 - “ CONG TV CP PHAN MEM AVIN
16
A 8 clis p E F G H 1 J K L M N o
0 A by P
1 2 CONG TY CP PHAN MEM AV
B b2 -
< %
= »
4 *
s 8
s 7
7
8
9
10
1
Sheetl ® < v
READY i) M -——F——+ 100%

Tiép theo ban nhan t6 hgp phim Ctrl + B d& bdi dam ndi dung van ban, két qua chiing ta s& dugc nhu
hinh duGi day:

H ©- 0o = Bookl - Excel T E - O X
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Signin
= Ao = = - ¢ h -
B ®  MimeNewfoma |8 <A & == D S [senerd -1 E& Conditional Formatting Emln ert = %Y H
. Em - FZ7 Format as Table ~ T Delete ~ [3]~ p——
aste Llm . LA =E==&= H- . % g o ort & Find
ey BIU- e bop- SSEEE $-% 0 BB Heasye- i Formats @ Firere select~
Clipboard 1 Font Al Number 5 Styles Cells Editing ~
@) PRODUCT NOTICE Excel hasn't been activated. To keep using Excel without interruption, activate before Tuesday, November 20, 2012, Activate
E1 - fe | CONGTYCP PHAN MEM AVIN
A 8 c D E F G H 1 J K L M N 0 =
Y = =
1 CONGTY CP PHAN MEM AVIN
2
4
5
6
7
8
9
10
11 -
Sheetl ® gl v
READY i M -————+ 100%

O vi du trén chiing ta vira nhdp vao 6 E1 clia bang tinh mdi dong chit “Nha sach Tri Viét”. Tuy nhién
khac vdi Microsoft Word 2013, Microsoft Excel 2013 khdng phai dung dé soan thao van ban ma Excel
¢ tac dung nhu mét bang tinh cd thé thuc hién, x ly tinh toan rat nhiéu bai toan tir don gian dén
phuc tap.

1.3. Thanh cong cu Ribbon

Thanh Ribbon la thanh cdng cu chirfa gan nhu toan bd cac 1énh dé thao tac véi chuong trinh, nhu' céc
Iénh Vé hiéu chinh bang tinh, ham, cong thirc, hay x ly diT liéu,...

go ¢ 0+ Booll-Eicd 13
HOME  INSIRT  PASELAYOUT ~ FORMULAS ~ DATA  REVEW ~ VEW
@ % Gt f == = ) 7 mx B2 Y dutosum - A
& TimesNewhoma (8 <A F === § FwTee Generd . L:—‘ B[ = E v
B3 Copy ~ Yy Y 0 H Fl- z H
2 ITU-fr DA E== €% EVagbleterr §-%1 938 Conditional Fomatas Cel  Insert Delete Fomat Sort & Find &

ase B
« ¥ Fomat Paiter Fomattingr Tabler Sylesr  + + o+ 0@ i Selet

Clpboare 5 Font 5 Algnment B Wmbe Syles Cells Ediing

Thanh Ribbon bao gom céac tab (home, insert, Page layout,..) bén trong la cac nit Iénh cta Tab doé.
Tuy ting ngilr canh st dung céc ndt 1énh sé sang 1én cho phép ngudi dung thao tac. Nhu vay dé thao
tac vdi mot Iénh nao do trén thanh Ribbon ban can phai biét nd nam trong Tab Ribbon nao, sau dé
chon tdi 1énh can thao tac trong Tab Ribbon do.

Gia st G vi dy truGc dé ¢ thé bbi ddm cho ndi dung trong & E1 ban chon téi Tab Home trong tab nay
ban chon biéu tugng Bold
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BEH - O =

HOME IMSERT PAGE LAY

wley W
D db Cut Tirmes Mew Roma
Em Copy -~
Paste N Py 1- u -
- * Format Painter =
Clipboard ] For

Chi tiét cac Tab Ribbon
- Home: Xuat hién mac dinh trén thanh Ribbon, chra cac nhém |énh nhu sau:

HOMF

&

Past:

BBk

+ Clipboard: Cat dan

+ Font: Font chir

+ Alignment: Can [é n0i dung
+ Number: Dinh dang dir liéu
+ Styles: Dinh dang bang tinh
+ Cells: Thao tac vdi Cell

+ Editing: Ham, loc, tim ki€ém d{r liéu

- Insert: Xuat hién mac dinh trén thanh Ribbon, chifa cac nhém Iénh lién quan dén viéc chéen cac doi
tugng vao van ban, chi tiét nhu sau:

INSERT
s = s, = ~
> =1 s =0 F === =
- 7 T i : =
PivotTable Recommended Table llustislions appsfer N PivetChart  Power Hyperlink
BiuntTahlec - o ke - Visw

Tables Apps Crarts & Reports

+ Tables: Cac chén bang vao thao tac véi bang

+ Illustrations: Cac Iénh chen d6i tugng d6 hoa

+ Charts: Lénh chen cac lién két

+ Text: Lénh lién quan dén viéc chen cac doi tugng TextBox, Wordart, Header & Footer,...
+ Symbols: Lénh lién quan dén viéc chén céc biéu tugng.

- Page Layout: Xuat hién mdc dinh trén thanh Ribbon, chira cac nhdm Iénh li€én quan dén bo cuc cla
ban tinh.

PAGE LAYOUT

1 colors - @ @ IE IE% ,% [Eé %o Width: | Automatic - | Gridlines Headings ' Bring Forward ~  [2 Align -

[A]Fonts - T [|Height: Automatic -| [/ View [V View 5 Send Backward -
Themes Margins Orientation Size  Print Breaks Background Print - -
. [@effects- . . - Aear - Titles | el Scale  [100% 2| [lprint [ Print [ Selection Pane
es

Them Page Setup & Seale to Fit G SheetOptions & Armange

+ Themes: Tuy chinh nén cho bang tinh.

+ Page Setup: Cac lénh thiét Iap dinh dang trang in
+ Scale to fit: CO dinh s6 trang in trong mot van ban
+ Sheet Options: Tuy chinh Sheet
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+Arrange: Cac |énh sdp x€p cac ddi tugng trén van ban.
- Formulas: Xuat hién mdc dinh trén thanh Ribbon, chira cac Iénh lam viéc v&i ham va cong thitc

FORMULAS
um - Logical * |EY Lookup & Reference « = &l Define Name ~ $2oTrace Precedents [ ’—‘
= 5 Y
Text~ Math & Trig = N 28 Trace Dep AR
5 ame Watc| alculation
Function | Date & Time - [B More Functions - Manager [ Create from Selection I Rem Window  Options - B
Function Library Defined Names Formu Calculation

+ Function Library: Ch(ra Iénh goi cac ham trong Excel.

+ Defined Names: Ch(ra Iénh dinh nghia vung lam viéc.

+ Formula Auditing: Ch(ra Iénh tham chiéu cbng thurc.

+ Calculation: Tuy chon tinh toan trong Excel.

- Data: Xuat hién mac dinh trén thanh Ribbon, ch(ra cac Iénh lam viéc vdi dit liéu

DATA
B F =] Connections 5l Y EEI = Flash Fill B0 Consolidate B8 Group ~
B AlZ -
BB Remove Duplicates [ What-If Analysis~ @8 Ungraup ~
Get External  Refresh z| Sort Fitter Textto
Data~  All~ : Vo Advanced  ¢gjymns S5 Data Validation ~ Eff subtotal
Connections Sort & Filter Data Tools Outline ]

+ Get External Data: Lay dir liéu tir nhitng (tng dung khac.
+ Sort & Filter: Ch(ra Iénh sap x&p, loc dir liéu.

+ Data Tools: Chira mot s6 cong cu thao tac véi dir liéu.

+ Outline: Ch(ra cac Iénh nhém dir liéu.

- Review: Xuat hién mac dinh trén thanh Ribbon, chira cac nhém Iénh lién quan dén cac thao tac
nhu kiém tra ngir phap cho noi dung bang tinh, tao ghi ch(, bao mét bang tinh,...

REVIEW

A\/BC a |:—= ] Q IJ [:‘ Q @ Protect and Share Workbook
& 5 Show All Comments EZ Allow Users to Edit Ranges
e Protect Protect Share

Spelling Research Thesaurus  Translate  New : hare
Comment & Show Ink Sheet Workbaok Warkhook [ Track Changes -

Froofing Language Comments Changes

- View: Xuét hién mac dinh trén thanh Ribbon, ch{fa cdc nhdm 1énh hién thi, chi tiét nhu sau:

WIEW
i 2 New Wi ;
|:| [ Page Layout 7| Formula Bar Q [E) al & New Window (=] Split EEJ D
Em B Armange Al THide
Normal Page Brezk (5| cystom Views 4] Gridlines (] Headings Zoom 100% Zoomto Switch  Macros
Preview Selection | 2] Freeze Panes - Windows *
Workbook Views Show Zoom Window Macros

+ Workbook Views: Ché& db hién thj

+ Show: Tuy chon hién thi mét s& thanh Panel

+ Zoom: Cac Iénh phoéng to, thu nhé ndi dung Workbook

+ Window: Ch(ra cac Iénh tuy chon hién thi nhiéu Workbook
+ Macros: Cac lénh vé Macros

An hién mét Tab Iénh

DE lam &n hay xuét hién mét nhém 1énh hodc mét Tab 1énh trong thanh céng cu Ribbon ban lam nhu
sau:

- Nhap phai chudt vao mot khoang trong bat ky trén thanh cong cu Ribbon.
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E o - D B Bookl -
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW

a - -
D b Times Mew Roma = (28 ~| A A
Ey ~

’?/' % General
&= 3= - $ -9

Paste i B r u- . &,A, =

-

Clipboard Fant Add Group to Quick Access Toolbar

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

Customize the Ribbon...

Collapse the Ribbon

- MOt menu nhanh xuat hién chon Customize the Ribbon, hop thoai Excel Option xuat hién va tro tdi
muc Customize the Ribbon.

ccoono A i
| —

|
G | .
2 = Customize the Ribbon. I

Mew Tab New G
Fill Color 3 Mew Grou
aktes Customizations: Reset -

Font Ihg

Font Color b F Import/E

=
Formulas
Choose commands from: Customize the Ribbon:
Proofing Popular Commands Main Tabs
Save
| 1 AllChart T - Main Tabs
Language i e Pt
| B orders ' [ £ [¥]Home
Advanced Calculate Now Clipboard ‘
o = Center = Font
Customize Ribben % Conditional Formatting 4 Alignment
Quick Access Toolbar E.EI Sonnschons | 4 Blumber
XY Copy Styles
| add-Ins Custom Sort... Cells
& Cut Editing
Trust Center ::‘9 Drecrease Font Size Insert
B ge:eta ;]EIIS---C | Page Layout
x elete Sheet Columns
& V| Fi |
X Delete Sheet Rows ormuias
]
D
Y
A

- Trong danh sach Main Tabs bén phia tay phai cia man hinh liét ké danh sach cac Tab Ribbon mudn
an Tab nao ban chi cdn bd dau tinh & dau tén Tab d6. Ngudc lai mudn hién ching Ién ban danh diu
tinh cho nhitng Tab bi &n. Cudi cing nhap Ok dé€ luu lai.

Luts y: Trudng hdp mudn &n toan bd thanh céng cu Ribbon ban nh&p chon biéu tugng Minimize the
Ribbon (hodc nhan t6 hgp phim Ctrl + F1) phia géc phai trén ciia man hinh chinh.

? H - 0O X
Sign in

E:“Insert - 2 A
E"Delete - m' ZY H

o Sort & Find &

= Format - — 7 Filter~ Select~
Cells Editing m
Ry

Activate

b

Khi mudn hién lai thanh céng cu nay ban nhap chudt vao nut Iénh dé mot lan nira.
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Tu tao mot Tab Iénh va cac nhom Iénh trén thanh cong cu Ribbon

Ngoai nhitng Tab Iénh s&n cd Microsoft Excel 2013 con cung c&p cho ngudi diing chirc néng tu tao ra
cac Tab Iénh mdi, cach thuc hién nhu sau:
- Nhap phai chudt vao mot khoang trong bat ky trén thanh cong cu Ribbon.

H ©- 0O = Bookl -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW

-3 —
D gﬁ Times New Roma ~ (28 ~| A" A7 = = H - Ee General
fy -

F'a:l:r:‘f B I U- -~ @)vAvg

== BH- $-%

Clipboard & Fant Add Group to Quick Access Toolbar

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

Collapse the Ribbon

- MOt menu nhanh xuat hién chon Customize the Ribbon, hop thoai Excel Option xuat hién va tro tdi
muc Customize the Ribbon.

T
ETEe e
i
General :
it E-E Customize the Ribbon. I
Formulas
Choose commands from: (i Customize the Ribbon: i
Rracfing Popular Commands [=] Main Tabs
Save
Il . 1Ll Al Chart Types - Main Tabs
snguage ypes-. =
| Borders » El [¥| Home
Advanced Calculate Now B Clipboard |
— = Center = [ Font
Custemize Ribben FZ Conditional Farmatting » [ Alignment
Quick Access Toolbar Ll Cannections 2 Number
Ez Copy = [ Styles
Il | Add-Ins Custom Sort... Bl Cells
¥ Cut [ Editing
Trust Center A Decrease Font Size ® [¥] Insert
i Delete Cells... Page Layout
> Delete Sheet Columns Formulas
2% Delete Sheet Rows
199 Email
o e . Hen Grou
T Filter Custemizations: | Reset |
Font I
A Font Color - Import/E
4 I ] 3

- D& thém mdt Tab méi ban nhdp chon nit New Tab, mdt Tab, va mét nhém 1énh méi xuét hién nhu
hinh dudi day:
Eecl Opions— R e

F s
I General =
=] Customize the Ribbon.
Formulas
LChoose commands from: Customize the Ribbon: &
Procfing Popular C d Main Tab
opular Commands E‘ zin Tabs Iz‘
Save
Language 11 Al Chart Types.. = Clipboard Sl |
Borders ¥ Font I
Advanced Calculate Now L [ Alignment
= Center 3 Number =
Custemize Ribbon FZ Conditional Formatting L Styles 3
Quick Access Toolbar El sonnections Ce.H.s | &
Em Copy Editing
Add-Ins Ettstom Sort... Bl [¥] New Tab (Custom)
3 ) MNew Group (Custom)
Trust Center A" Decrease Font Size B [¥] Insert
5 Delete Cells... 51 [F] Dana | sumuet o
xj Delete Sheet Columns
i Delete Sheet Rows [(NewTab ] [ MewGroup | [ Rename.. ]
(L Email Customizations: | Reset = |0
<2 Fill Color r
'V Filter i Import/Export ¥ |
< i | b

- Ban c6 thé ddi tén cho Tab bang cach nhap chudt phai vao Tab nay chon Rename.
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Remame ‘ &lﬂ

Display name: |Caclénh cla tai
| |

Remame

Display name: |Cac ham s dung

- Ngoai ra ban ¢d thé bb xung cac nhdm Iénh khac vao Tab nay bang cach nhdp chon Tab vira thém
r6i nhan nut New Group

KEt qua Tab cac Iénh cua tbi sé cd dugc nhu hinh dugi day:

Il | Advanced

Customize Ribbon '
Quick Access Taolbar !
Add-In |
3 Fill Color » Formulas
W Filker [¥| Data
Font ir  [¥] Review
A Font Color r @ [7] View |
 FontSize I- = . L |
=] Format Ceiis... = :
¥ Format Painter & @] Add-Ins 2 |
(5] Freeze panes ' [ Tab | [NewGroup | [Rename. | |
%ﬂ Customizations: | Reset
I - getiEspot 70
<] il | »
[ ok || cance |

C6ng viéc cubi cing cla ban la chon nhitng 1énh can thiét d& bé xung vao cac nhém lénh tucng ng.
Cudi cung nhap Ok dé hoan tat.

Tab lIénh ma ching ta vtra tao khi xuat hién trén man hinh chinh cla chuong trinh sé nhu hinh dudi
day:
x: = R O & & v
FILE HOME = CACLENHCUATOI = INSERT

.-_: L4 A Decrease Font Size
E; fb X

fx Insert Function
Conditional  Cut  Delete Sheet

Formatting - Columns Merge & Center

Cac ham st dung
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Déy la mét vi du co ban ban hoan toan cd thé tao ra cac Tab 1énh dugc bd tri khoa hoc va thuén tién
cho qua trinh s dung cta minh.

1.4. Thanh cong cu nhanh
E 0 & -

HOME IMSERT PAGE LAYOUT

& Igl - L
D o Calibri 11 ~| A A
Fr -

ThuGng nam phia trén cing bén phia goc trai cia manh hinh chinh, chra cac Iénh thutdng st dung
gillp ngudi dung co thé thao tdc mdt cach nhanh tréng, tirc thdi. D€ thao tac ngudi dung cd thé nhap
chuot truc ti€p vao nut Iénh can thao tac trén thanh cong cu nay.

Bo xung cac Iénh thudng sir dung cé trong danh sach méc dinh

Khi mdi cai dat ban chi thdy mdt s6 nit 1énh trén thanh c6ng cu nay, mudn bé xung thém cac nut
lénh khac ban nhap chudt vao miii tén tré xudng r6i chon vao nut Iénh can bd xung (vdi diéu kién nat
do chua co trén thanh cong cu).

= O & < §

FILE HOME IMSERT pPAG| Customize Quick Access Toolbar
alls b o Mew

D Calibri |11

Egy ~ Open
Paste B I U- @&, A& .
. L = R 1 W Save
Clipboard Fant Email
o Quick Print

«  Print Preview and Print
Spelling

« Undo

« Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

(Nhitng ndt 1énh chua c6 dau tich 1a nhitng nat 1énh chua dugc bd xung Ién thanh cdng cu)

Ngudc lai ban ¢ thé 1am &n céc nat 1énh di bang thao tac tuong tu nhung déi vdi nhitng ndt 1énh da
c6 trén thanh cong cu.
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= O B -

FILE HOME INSERT PAGE LAY Customize Quick Access Toolbar
alls L Mew

D &b Calibri |11 - A

Eg -~ « Open
I:'a":te ~ B I U- Hi- O- =« v Save
Cliphboard & Faont Ernail
W Quick Print

«  Print Preview and Print
Spelling

« Undo

+ Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

(Nhirng nat 1énh c6 dau tich la nhitng ndt Iénh da cé trén thanh cong cu).
Bd xung cac Iénh khdng cé trong danh sach mic dinh

Nhu phén trudc da trinh bay ching ta ¢ thé bd xung cac ndt 1énh ¢b trong danh sach mdc dinh Ién
thanh cong cu nhanh. Ngoai ra Microsoft Excel 2013 con cho phép ban b6 xung Ién thanh cong cu nay
nhirng nat Iénh khac khong c6 trong danh sach mac dinh. Cac budc thuc hién nhu sau:

Budc 1: Nhap chudt chon mii tén tré xudng trén thanh cong cu nhanh (Quick access toolbar), danh
sach xuat hién chon More Commands...

= O Q& @ :

FILE HOME INSERT PAGE LAY Customize Quick Access Toolbar
alle v Mew

D % Calibri -111 - A

By - v Open
Pajtr: ~ B I U~ H- O~ s Save
Clipboard = Fant Email
v Quick Print

+  Print Preview and Print
Spelling

v Undeo

v Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

HOp thoai Excel Options xuat hién va tu dong tré t&i muc Quick Access Toolbar.
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i - [ oo
Excel Options pa—
o E-E Customize the Quick Access Toolbar.
Formulas
Choose comman ds from: (i Customize Quick Access Toolbar:(:
Procfing Populer Commands =] For all documents (default) =]
Save
Language <Separator> B = Save
% Borders » € Undo 3
Advanced Calculate Now & Redo r
Customize Ribbon = Center E [ New i
FZ Conditional Formatting » s Print Preview and Print
Quick Access Toolbar [z Connec tions €2 Quick Print
Add-Ins Ee Copy pest
3l Create Chart
Trust Center Eutsmmsmm S— E] |
X, Cu
Detosheet Formating B3
A Decrease Font Size
¥ Delete Cells...
%' Delete Sheet Columns
33 Delete Sheet Rows
(09 Email
& Fill Color »
Y Filter -
- " Custs ti i Reset ~ i
[ Show Quick Access Toolbar belowthe ~ oomeeons
Ribbon Import/Export ¥ |
»

Bubc 2: Ban d€ y trong danh sach bén trai 1a cac nit Iénh cla chudng trinh danh sach bén tay phai la
cac nat 1énh hién cd trong danh sach Quick Access Toolbar. D& bd xung thém mdt ndt 1énh mdi ban
chon tdi nd trong danh sach bén trai r6i nhap nut Add>>, ngudc lai néu mudn loai bo nit IEénh nao
ban chon t&i n6 trong danh sach bén tay phai r6i nhap nit << Remove.

Luts y: C6 mot nit 1énh dac biét do la dau ngan cach gitta mot hodc mot nhdm cac ndt 1énh, ban hoan
toan cd thé bd xung déi tugng nay vao thanh Quick Access Toolbar, nit I1énh cd tén la: <Separator>.

Bubc 3: Cudi cing ban ¢ thé st dung biéu tugng mii tén 1&n xudng dé thay ddi vi tri cac nat Iénh
trén thanh Quick Access Toolbar.

Customize Quick Access Toolbar (i
For all documents (default) El

Save

Undo »
Redo »
Mew |

Print Preview and Print

Email

Quick Print n
Open

Customizations: i
Import/Export * |

BEWD Y SO

3

[ ok || Concel |

——— 2

Sau khi hoan tt ban nhap chon nit Ok dé luu lai nhitng thay doi
Thay dai vi tri cua Quick Access Toolbar

Sau khi cai dat ban sé thay thanh cong cu Quick Acces nam phja trén cla clra s6 chuong trinh tuy
nhién ban cling cé thé di chuyén n6 xudng dudi thanh Ribbon dé cd khdng gian rong hon. Cach thuc
hién nhu sau:

- Nhap chudt vao mili tén tré xudng trén thanh céng cu Quick Access Toolbar.
- Trén danh sach dd xudng chon Show below the ribbon
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B d O & & :

HOME IMSERT PAGE LAY| Customize Quick Access Toolbar

s v Mew
D &b Calibri |11 - A
Eg - « Open
Path ~ B I U~ Hiv+ O], sae
Clipboard & Font Email
w  Quick Print

«  Print Preview and Print
Spelling

+ Unde

+ Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon
Két qua chung ta sé dugc nhu hinh dugi day:
xS T O @ & -
FILE HOME CACLENH COATOL | INSERT

.-_: LI & Decrease Font Size
ﬁwb X

. fx Insert Function
Conditional  Cut  Delete Sheet

Formatting = Columns Merge & Center

Cac ham sirdung
Luts y: Khi d& ddi xubng dudi ban muéh trd lai vi tri cli hdy lam tuong tu nhung khi dé chon Show
above the ribbon.
1.5. Office Button

Office Button chira cac |énh thao tac vdi File Excel, nhu thém md&i, m& mot File da ton tai, in an, Iuu
trit, hay sira ddi cac thdng tin vé File,... D& hdp thoai Office Button xudt hién ban nhdp chudt chon
biéu tugng Office Button bén phia trai thanh Ribbon.

H :

@ HOME IMSERT PAGE LAYOUT

e
D & Calibri 11 - A A
Eg -

4
il

Paste » B I U~ it~ @)7_&-

-

Clipboard Font P

HOp thoai Office Button sé xuat hién nhu hinh dudi day:
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©

Info

New

Open

Save As

Print

Share

Export

Close

Account

Options

Bookl - Excel

Info

Protect Workboaok Properties -
Control what types of changes people can make to this workbook. size
Protect
Workbook - Title
Tags
Categories
@ Inspect Workbook Related Dates
= Before publishing this file, be aware that it contains
Check for Author's name and absolute path Last Modified
= Created
Last Printed
a Versions Related Pecple
" £ There are no previous versions of this file. Juthar
lanage
Versions -

e Browser View Options
x1)

Last Modified By

Show All Properties

Pick what users can see when this workbook is viewed on the Web.

2

Not saved yet
Add atitle
Addatag

Add a category

Today, 6:48 PM

- B8 X

Signin

Blue_Eagle

Add an author

Not saved yet

- Info: Chifa cac Iénh nhu Save, Save AS, Open,... Ngoai ra con cho phép ngudi dung cé thé thay ddi

mot s6 thong tin vé File trong danh sach bén phia tay phai cia man hinh.

Info

ol

Protect
Workbook =

(%)
L/

Check for
Issues =

q]

Manage
Versions -

%

Protect Workbook Properties ~

Control what types of changes people can make to this workbook. Size Mot saved yet
Title Add a title
Tags Add a tag
Categories Add a category

Inspect Warkbook

Related Dates

Before publishing this file, be aware that it contains:

Author's name and absolute path

Versions

£ There are no previous versions of this file.

Browser View Options

Last Modified

Created Today, 6:48 PM

Last Printed

Related People

Author

Blue_Eagle

Add an author

Last Modified By Mot saved yet

Show Al Properties

Pick what users can see when this workbook is viewed on the Web.

- Open: M3 File mdi va nd ciling chlfa danh sach File da md trudc dé.

©

Info
New
Open
Save
Save As
Print

Share

Account

Options

Céing ty PM AVIN - Excel

Open

(D) Recent Workboos
& skDrive

B Computer

ol Add a Place

Recent Workbooks

g Cono by AmAVIN
F: » Writer - Book » Microsoft_Excel 2013

Recover Unsaved Workbooks

z -

o x
Signin

- New: Tao mdt File Excel, ngoai viéc Iua chon mét bang tinh rdng ban ciing c6 thé tly chon cc File
ma

mau

Excel 2013 cung cap san.

Microsoft
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Céing ty PM AVIN - Excel

New

Search for online templates o

Suggested searches:  Budget Invoice Calendars Expense List Loan  Schedule

L 8 g
2 ->
3
4 Blenk workbook Ta ke a
5 mEm=n
6 tour
z -
Blank workbook Welcome to Excel My financial portfolio

? - O %
Signin

- Print: In &n vén ban, & day ban cd thé Iua chon
phia tay phai

may in va cac tuy chon khac ngay man hinh bén

Céing ty PM AVIN - Excel

Print

E‘ Copies: |1 -
CONG TY PM AVIN
Print
Printer
,; Send To OneNote 2013
D reaey
Printer Properties
Settings
L-_—I Print A eets .
Only ctive she.
Pages: 2o <
= Collated
l—EE 123 123 123

D Portrait Crientation -

? -0 x
Signin

oE

- Share: Trong phan nay ban cd thé gui vén ban qua Email, Fax, hay luu vén ban thanh céc dinh

dang khac nhau,...

Céing ty PM AVIN - Excel

Share

Coéng ty PM AVIN

F: » Wiiter - Book » Microsoft_Excel 2013

Invite People

Step 1: Save your document to a SkyDrive location

Share Step 2: Share your document. We'll do this after you' ving.
&% Inite People H

SaveTo
Cloud

[[“Jj Email

? -0 x
Signin

- Eport: Thay déi dinh dang cta File Excel sang mét s& dinh dang thudng gép nhu PDF/XPS...
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Céng ty PM AVIN - Excel ? - 0O X%

Export

E:I_ Create PDF/XPS Document F/XPS Document
= Pres 5, and images
B- Change File Type Freevi

=l

Create

PDF/XPS

Luts y: D& ddng clra sd Offie Button ban nhap nut Back hodc nhan phim ESC.

1.6. Cac thanh phan khac trén giao dién

- Name box: Vung dia chi vi tri con trd hién thdi. Ngoai viéc hién thi ving dia chi con trd hién thdi
hdp thoai nay con cho phép ngudi ding nhdp ving dia chi ma minh muén di chuyén tdi. Gia st ban
mudn di chuyén dén 6 A5 (Cot A hang 5) ban nhép gia tri ndy vao hdp Name Box rdi nhan Enter, 1ap
tirc con trd chudt sé di chuyén dén d A5.

H ©- D& & Cong ty PM AVIN - Excel 7?7 B - O %
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW VW Signin

= o = =, -

D& Calbri n AL S=E®- B [cenenl vy ik

NS -
Pt . B T u- fi- M-A- ===e= B $-% 2 Sort & Find &
- €7 Filter~ Select
Clipboard & Font w Alignment Number Cells Editing ~
) PRODUCT NOTICE Excel hasn't been activated. To keep using Bxcel without intermuption, activate before Tuesday, November 20, 2012. | Activate
AS - L
A 8 c D E F G H 1 J K L M N o
1
2
3
1
s
6
7
8
9
10
11
Sheetl ®

Tuong tu' nhu vy ban mudn di chuyén va chon tdi ving dia chi A1:B4 (Chon mét viing 1am viéc tir &
hang 1 c6t A dén hang 4 cot B), ban nhap vao 6 Name Box gia tri A1:B4.

H ©- 0@« Céng ty PM AVIN - Excel 7@ - 0 %
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW VW Sign in

% [caton B <A ~1 E& Conditional Formatting - E““ln:zr{ - X ;Z\Y H
e BT 7 Format as Table - FDelete -+ [T+ I
aste . CA - o el o ind

s BEru-=-2-4 9 [ Cell Styles - EFormat- @~ Firere select
Clipboard 1 Font r Styles Cells Editing ~
@) PRODUCT NOTICE Bxcel hasn't been activated. To keep using ivate before Tuesday, November 20, 2012. Activate
A2 - fo || CONGTYPMAVIN

A B c D E F G H 1 J K L M N o

1

.|CONG T

Y PM AVIN
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- Fomula bar: Ch(ra cong thirc cua 6 hiéﬁ thdi. Ngoai viéc hién thi hop thoai nay con cho phép ngudi
dung nhap cong thiric cho 6 hién thagi. Bé thuc hién ban di chuyén chudt téi 6 can nhap cong thuc roi
nhap cong thirc cho 6 d6 trén thanh Fomular bar bat dau vdi ddu =. Vi du ching ta c6 cong thic cia
0A21a5 + 3.

H s CongtyPMAVIN-.. 2 H — O X
HOME ~ INSERT  PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VI»

X% ﬁ = % Conditicnal Formatting = #
B ~ Format as Table
Paste & Font  Alignment Number Cells  Editing
- - - Cell Styles - -
Clipboard Styles -~

Excel hasn't been activated. To keep using Excel without
interruption, activate before Tuesday, Novemnber 20, 2012,

SUM - X ﬁr v

A E C D E F G H |«
1

0 PRODUCT NOTICE Activate

., CONG TY PM AVIN

=6+8|

w

Sheetl 4 3

Luts y: VGi phép tinh don gian ching ta hoan toan cé thé nhép truc ti€p cong thirc vao thanh Fomular
bar. Tuy nhién véi nhitng phép toan phuc tap st dung nhiéu hérp két hgp Vai nhau, nhung ham dé
ban cling khdng nhd rd cach viét. Ban cd thé nhap chon vao biéu tugng fx dé bat hop thoai Insert
Function.

rInsert Function ‘ - ‘_ !L&Iﬂi

Search for a function:

Type a brief description of what you want to do and then I
click Go

Or select a category: | Most Recently Used

Select a function: |

|
HYPERLINK |
COUNT
MAX
SIN r

SUM{numberl, number2,...)
Adds all the numbers in a range of calls,

Help on this function [ ok ][ canca |

Hodc gb dau = sau do chon cac ham bén hdp thoai Name Box.
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H ©- 5 Céng ty PM AVIN - Excel 7 ®H - B8 X%
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Sign in

% 16 % Conditional Formatting @ #

Bz ~ Format as Tabl
e & MNumber ormates bl Cells  Editing
- Cell Styles - -

Past

Clipboard & Font Alignment Styles ~

o PRODUCT NOTICE Excel hasn't been activated. Te keep using Excel without interruption, activate before Activate
Tuesday, Movernber 20, 2012,

SUM - X v K| = v
[sum ||, c
AVERAGE
IF

HYPERLINK
«ur 5 TY PM AVIN
SIN
SUMIF
PMT

D E F G H 1 J -

STDEV Sheetl 14
Mare Functio.,

Chlng t6i s& hudng dan k§ hon vé cach st dung vao thao tac véi ham trong nhiing phan tiép theo.

- Man hinh nhap liéu: La phan thudng I8n nhat trén man hinh cta chuong trinh, bao gom cac cot tur
(cé tiéu dé) tur A dén XFD va hang tir 1 dén 1084576.

=] 0B & = Céng ty PM AVIN - Excel 73 - B %X
HOME = INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Signin
ol — - ing v 50 - - Ay,
B Calibri n a s == = [Genersl FZ Conditional Formatting E““[n,srt Z -4
b Bp - § - 9% » [FromatasTable- FxDelete | [~ M-
aste - Ho- - - EEEEE B ey
ey BIU- - DA SESEE B g 57 Cell Styles - i Format- &
Clipboard 1= Fant n Alignment G Number Styles Cells Editing -
) FRODUCTNOTICE Excel hasn't been activated. To kesp using Excel without interruption, activate before Tuesday, November 20, 2012, Activate
135 - F v
A B c D E F G H 1 J K L M M=
31
32
33
34
35 I:-
£
37
38
39
10

O cubi cling trong mdt bang tinh cé dia chi Ia XFD:1048576.

Ma hinh nhdp dif liéu ngoai chifc ndng hién thi con cho phép ngudi dung thao téc véi cac cdng thirc
¢ trong bang tinh. Gia tri hién thij trén Cell khac cdng thirc ma Cell dé chra. Trong vi du trén 6 B3 ¢
gia tri la 14 va cong thlc la: 6+8.
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H - 0B B Cang ty PM AVIN - Excel 7 E - O %
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Signin
ol - - - sert ~ - Ay
D X P Tn ks ==He- = General E Conditional Formatting E“’In.ert > -y
5 By - $ - % » [FFormatasTable- FrDelete + [~ -
aste L. BepA. === B —
e e BIU-E- H-A- SEEEE b [ cel styles - B fomat- &
Clipboard & Font n Alignment L Number & Styles Cells Editing A
) FRODUCT NOTICE  Excel hasn't been activated. To keep using Excel without interruption, activate before Tuesday, November 20,2012, | Activate
B3 M feo| =048 v
A B c D £ F G H 1 J K L M M=
~
. CONGTY PM AVIN
3 14
4 -
Sheetl ® ] v

DE& nhép liéu cho Cell ban di chuyén t&i Cell can nhép dir liéu sau dd gb truc tiép gia tri tai vi tri con
trd dang nhdp nhdy. Néu muén thay déi, tuy chinh cdng thic ban cé thé nhdn phim F2 hodc nhap
dup chudt vao 6 can thay ddi, khi dé cdng thirc xuét hién ban c6 thé chinh stra nhu khi lam viéc trén
thanh Fomular bar.

=] s Cang ty PM AVIN - Excel 7@ - 0 %X
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Signin
* -
Eg - -
Clipboard Fant Alignment Humber Styles Cells Editing ~
) PRODUCT NOTICE  Excel hasnt been activated. To keep using Excel without interruption, activate before Tuesday, November 20,2012, | Adtivate
SUM - X v K || =68 -
A B C D £ F e H 1 J K L M M=

. CONG TY PM AVIN

3 ~6+8

Sheetl ® < v

- Tiéu dé cot, hang bang tinh: La cot va hang dau tién trong bang tinh. Cac c6t thudng dugc danh
déu bang céc ky tu, cac hang dugc danh d&u bang céc 6 lién tiép. Cot vao hang tiéu dé cd nhiéu tac
dung tu viéc xac dinh vi tri cia dia chi vung lam viéc hién thgi dén viéc thao tac vdi toan bd dir liéu
trong hang va c6t do.

- Thanh cudn: Dung dé€ di chuyén ndi dung bang tinh 1én xuéng, sang trai sang phai.

- Thanh Sheet tab: Mot Workbook (1 File Excel) chira nhiéu WorkSheet (bang tinh), dé€ c6 thé thao
tac vai cac Sheet nay ching ta sir dung thanh cong cu Sheet tab. VGi cac Iénh c¢6 trén thanh cng cu
nay ban co thé thém, hiéu chinh, xda hay di chuyén qua lai giita cac Sheet mét cach dé dang.

- Thanh trang thai (Status bar): Chira mdt s6 théng tin hién thdi ciia van ban nhu ché& do hién thj,
phan trdm hién thi, trang hién tai, ...

H M -—F—+ 100%

+ Thay déi ch& dd hién thi bang thanh trang thai: Ban c thé thay ddi mét trong 3 trang thai trong
bang tinh bdng cach nhap chon cac nat hién thi trang thai * &8 trén thanh Status.
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+ Thay d6i ché dd Zoom: DE phdng to thu nhd man hinh l1am viéc chinh, ban cé thé sir dung thanh
trugt trén Status bam. Pau tién 1a thdng tin md t& vé phan trdm hién thi

(70%), bén canh la thanh trugt néu vi tri danh ddu & chinh gilta la 100%, ban cd thé tdng hodc giam
phan trdm hién thi bang cach kéo bi€u tugng danh ddu vé mét trong hai phia cla vi tri 100%.

Bai 2 — Thao tac vé@i bang tinh
2.1. Thanh phan va cac thao tac cc ban
Thém mét cira s bang tinh (WorkBook) mdi

Mac dinh khi khdi Microsoft Excel 2013 chuadng trinh sé tu dong tao mot WorkBook mdi, tuy nhién
trong cac trudng hop khac ban ¢ thE€ mé mdt WorkBook mdi bang cac cach sau day:

Cdch 1: Nh3p chon biéu tugng New trén thanh cdng cu Quick Access Toolbar (hodc nhan té hdp phim
Ctrl + N).

BHOS ¢ DR & = -

FILE HOME IMSERT PAGE LAYOUT

il

Clipboard Fant

Cdch 2: Nhp chon biéu tugng Office Button
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H :

@ HOME IMSERT PAGE LAYOUT

alle =
D db Calibri 11 <A A
E L
F'a:te ” B I U- . Hh-4p- =
Clipboard Font Fl

Hop thoai Office Button xu&t hién hdy nhap chon New rdi chon bi€u tugng Blank WorkBook & hdp
thoai bén tay phai.

Bookl - Excel 7 - 0O x

New

Search for online templates o

Suggested searches:  Budget Invoice Calendars Expense List Loan  Schedule

Cudi cung nhap nut Create

Luw y: V&i hai cach trén chung ta sé tao dugc WorkBook trang tuy nhién Microsoft Excel 2013 con
cung cap rat nhiéu cac mau (Template) dugc xay dung sdn ma ban ¢6 thé k& thira va st dung lai.
Viéc st dung cac mau (Template) dugdc xay dung san sé gilp ban tiét kiém thdi gian cling nhu ti€p
can vdi cach trinh bay, bd tri bang tinh hién dai, khoa hoc cua Microsoft.

Ban c6 thé chon bat ky mét Templates nao ma ban muén thuc hién.

Céng ty PM AVIN - Excel ? -\ X%

NEW -

Search for online templates 0

Suggested searches:  Budget Invoice Calendars Expense List Loan  Schedule

Bid tracker Home inventory Holiday gift list

Va sau do Click chuot vao nut Creat.
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4 Home inventory

soft C

keep i

size: 57 KB

o (20 Votes)

Cac thanh phan co ban

A B C D E F G H 1 J K L M [+]

Sheetl | sheetz | Sheets | (&) [A] D

i M -——+ 100%

MOt bang tinh bao gom nhiéu WorkSheet (Sheet) trong mdi Sheet chifa cic hang (Row) va cot
(Column) tao thanh cac 6 (Cell).

- Sheet: La mét véi cac thanh phan nhu da ndéi & phan trudc. Ban c6 thém mg’ji, tuy chinh hay xéa bo
mot Sheet trén WorkBook. Cac Sheet trong mdt, hodc nhiéu WorkBook co thé lién két 1dy dir liéu qua
lai v&i nhau.

- Column: COt nam trong cac Sheet dugdc danh dau, xac dinh bdi tiéu dé (dia chi) cbt, vi du ching ta
ndi cot A, cot B hay cot XA,... Ban cd thé chen, x6a, di chuyén,... cac cot trén mot Sheet.

- Row: Hang nam trong cac Sheet dugc danh dau, xac dinh bdi tiéu dé (dia chi) hang, vi du ching ta
ndi hang 1, hang 2 hay hang 1000,... Ban cling cé thé chén, xda, di chuyén,... cAc hang trén mét
Sheet.

- Cell: La 0 giao nhau gitta mo6t hang va mét cot xac dinh nao do, vi tri cua Cell hay con goi la dia chi
clia Cell dudc xac dinh bdi tén cdt va hang giao nhau chlra nd. Gia sir & A5 dugc hiéu la & giao gilta
cOt A va hang 5, thr tu' viét dia chi cia Cell la “Tén c6t” + “Tén hang”. M& rong Cell ching ta sé cé

www.clevercfo.edu.vn Trang 25



nhom cdac Cell, nhdm cac Cell dugc xac dinh bdi 6 dau tién va 6 cudbi cung trong nhom. Nhu vay dia
chi cia mét nhom Cell dugc viét nhu sau: “Tén Cell dau tién”: “Tén Cell cubi cung”. Giai s& nhom Cell
tU hang thir nhat cot A tdi hang thir 5 cot E ching ta sé cd dia chi la: Al:E5.

- VUng lam viéc hién thdi: L& mét nhdm cac Cell dugc chon tai mdt thdi diém xac dinh va bao quanh
béi mot khung mau den.

H D@« = Book? - Excel 2@ - 0O %
HOME  INSERT ~ PAGELAYOUT — FORMULAS ~ DATA  REVIEW  VIEW Sign in

M| Calibri -l - © |General  -| EZConditional Formatting - Elnset - 2. - v~
Pt Bz~ B T U- A A - $-9% » [FFormatasTable~ ¥ Delete - [¥]- #i-
aste |, -
LW H. OH-A w0 28 9 Cell Styles ~ ElFormat~ &£
Clipboard 1 Font = Alignment = Number Styles Cells Editing ~
@ ProvucTonce ;;;;I hasn't been activated, To keep using Excel without interruption, activate before Tuesday, Movember 20, e
£6 - fe

A B c D E F G H 1 J K L -
2
4
5
6
7
8
9
10
11

Sheetl | Sheetz | Sheet3 *® “ v

READY 2 M -————+ 100%

Nhu vay dia chi vung lam viéc hién thgi chinh la dia chi ciia nhém Cell dugc chon.
Thém mat bang tinh (Sheet)

TU clra s6 WorkBook ban cd thé thém mdi mét Sheet bang céc cach sau day:
Cdch 1: Nh3p chon biéu tugng Insert WorkSheet trén thanh Sheet tab.

! S

Sheetl | Sheet2 Sheet3

fit M o-—F—+ 100%

Cdch 2: Nh3n t6 hgp phim Shift + F11

Bang mot trong hai cach trén mot Sheet mdi s€ dugc tao va cd tén mac dinh la Sheet + SG th(r tu cla
nhirng Sheet da tao trong WorkBook.

Chon bang tinh thao tac

Dé chon mot Sheet can thao tac ban nhap trai chubt vao tén Sheet do trén thanh cng cu Sheet tab.
Sheet dugc chon cé mau sang han cac Sheet con lai.

i M o-——+ 100%

Chén mat bang tinh (Sheet)

Ngoai viéc thém mdi mdt Sheet vao vi tri cudi cing ban cling c6 thé chén mét sheet mdi vao vi tri bat
ky trén thanh Sheet Tab, cach thuc hién nhu sau:

- Nhap phai chudt vao Sheet can chen mot Sheet mdi, chon Insert...
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ALl - Jx v
A B C Insert... F G H 1 J K L I[=

1 1 R Delete

2 Rename

2 Move or Copy

. Mov By

5 Q] View Code

6 L7 Protect Sheet...

7 Tab Color 3

8 Hide

9

10

. Select All Sheets - -

Sheetl | Shewee——omeww— ) 14 v

HOp thoai Insert xuat hién nhu hinh dudi day:

r n
= .
General | Spreadsheet Solutions
g & e
il orevicn
Chart  MSExcel 40 MSExcel 5.0 review
Mz Dizlog
My finandial  Welcome to
portfolio e Preview not availsble.
|

- Nhap chon WorkSheet trong Tab General sau dé nhap Ok. Mot Sheet mdi sé dugc chén vao trudc vi
tri Sheet vira chon.

Pai tén cho bang tinh (Sheet)

Tén ma chuadng trinh mdc dinh dat cho Sheet thudng khéng ggi mé va phan anh dugc ndi dung. Vi
vay khi WorkBook ciia ban cd nhiéu Sheet ban nén dat lai tén cho chidng. Cach thuc hién nhu sau:

- Nh3p phai chudt vao tén Sheet can ddi tén trén thanh Sheet Tab, chon Rename Sheet (hodc nhap
dulp chudt vao tén Sheet can doi trén Sheet Tab).

Al v S

=
m
]

Insert...

|

Delete

Bename

Move or Copy...
View Code

I:' Protect Sheet...
Tab Color 3

Hide

TN R I T, R TSR R
o |

-
Fa

Select All Sheets

—

Sheetl | Shee ;

READY
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- Con tro chudt s& nhdp nhay tai vi tri tén cla Sheet can ddi, ban hay xda tén cli va nhap tén méi cho
Sheet.

s (I

Sheetl | Sheetl00 | Sheetd ® 1 v
B M o-——+ 1%

Lut y: Tén Sheet ban nén dat ngan ngon nhung ggi md, tén Tab khong nén sur dung cac ky tu dac
biét (?!@#,...) hodc ddu khoang trdng. D& tudng minh ching ta s dung ddu _ dé phan biét cac chir
trong tén Sheet.

Sheet1(’| CongTyPMAVIN | )sheet3 ® 1 [

i M -———+ %

Xd6a mot bang tinh (Sheet)
Dé xda mot Sheet ban thuc hién nhu sau:
- Nhap phai chudt vao tén Sheet can xda trénh thanh Sheet tab chon Delete sheet.

Al e fe
A B C D E Insert... H 1 J K L -
1 ' E‘X Delete
2 Rename
; Move or Copy...

5 (ﬂ Yiew Code
6 E Protect Sheet...
7 Tab Color 3

Hide

Select All Sheets
Sheetl CongTyPMAVIN | Shee_.  —_ . ___ -

i M -——+ w00%

- Hop thoai xac nhan thao tac xuat hién, néu dong y xda ban chon Delete, ngudc lai chon Cancel.
Microsoft Excel o T—— l&r

l & You can't undo deleting sheets, and you might be removing some data. If you don't need it, click Delete.

Di chuyén qua lai giira cac bang tinh (Sheet)

Ngoai cdnh nhap chon tdi Sheet can thao tac ban con cd thé sir dung cac cdng cu trén thanh Sheet

Tab dé& di chuyén qua lai gilta cic Sheet g

: Di chuyén tdi Sheet dau tién trong WorkBook.
* 1 Di chuyén vé Sheet phia trudc Sheet hién thdoi
» : Di chuyén vé Sheet phia sau Sheet hién thoi
Thay ddi vi tri cAc bang tinh (Sheet)
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Dé thay d6i hay di chuyén Sheet tir vi nay tdi vi tri khac trén thanh Sheet Tab ban cé thé thuc hién
theo cac cach sau day:

Cédch 1. Nhap gitt chubt vao Sheet can di chuyén, kéo tha tdi vi tri méi trén thanh Sheet Tab.
Cdch 2: Nhap phai chudt vao Sheet can di chuyén trén thanh Sheet tab chon Move or Copy Sheet...

D E Insert...
L_';( Delete
Rename
Move or Copy...

View Code

=2

Protect Sheet...
Tab Color »
Hide

Select All Sheets -
Sheet7? Sheew Sreery l:'f:l

HOp thoai Move or Copy xuat hién nhu hinh dudi day:

r' ™
Move or Copy — &Iﬂ

Move selected sheets
To book:

Book? |

EBefore sheet:

Sheetl -
Sheet3
Sheett
Sheet?
Sheets
Sheet9
Sheetl sl

|:| Create a copy

’ QK ][ Cancel ]

e ==}

Trong muc To Book ban chon File Excel can di chuyén Sheet téi (co thé khéng phai File hién thdi dang
chira Sheet, trong hop chon To book chua danh sach cac File Excel dang m@). Tuang Ung vdi File
Excel can di chuyén tdi ban chon vi tri mdi cho Sheet trong muc Before Sheet (ditng trudc Sheet nao).
Cudi cling nhap Ok dé& di chuyén Sheet tdi vi tri méi.

Luts y: Néu ban muén Copy Sheet hdy nhdp chon muc Create a copy trong clra s6 nay.
Bao mat cho bang tinh (Sheet)

D& ngdn ngudi khac tdc ddng vao mdt Sheet ban cd thé sir dung phuong phdp phan quyén va dat
mat khau cho Sheet dd. Cach thuc hién nhu sau:

- Nhap phai chudt vao tén Sheet can bao mat trén thanh Sheet tab chon Protect Sheet...
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E Inzert...

b3l

Delete
Rename
Move or Copy...

View Code

£l 21

Protect Sheet...
Tab Colar k
Hide

She _E.>E|El:t All Sh-:—.ets T

Hodc nhap chon Tab Review trén thanh cong cu Ribbon tim t&i nhdm lénh Changes chon Protect
Sheet.

- Bdng mot trong hai cach trén man hinh Protect Sheet xudt hién nhu hinh dudi day:
[ Protect Sheet M1

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

| select locked cells "

Select unlocked cells
Format cells

Format columns
Format rows

Insert columns
Insert rows

Insert hyperlinks
Delete columns
Delete rows hi

m

OOOEEEEEEEE

| ok || canca |

- Trong muc Password to unprotect sheet ban nhdp vao mét khau kiém tra khi ngudi dung tac dong
|én Sheet. Trong danh sach ti€p theo Allow all users of this worksheet to ban tich chon cac chiric nang
cho phép ngudi dung st dung (ngudi truy cdp khdng cd mét khau chi cd thé thao tac vdi Sheet tuong
Ung v@i nhitng chiic nang cé danh dau trong muc nay). Mac dinh chuong trinh chi cho phép ngudi
truy cdp chon céc Cell. Sau khi chon xong ban nhap Ok, hdp thoai yéu ciu xac nhdn mét khau xuét
hién, ban nh&p vao méat khau da thiét 1ap trudc do.
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P ™
Confirm Password ‘ &Iﬂ

Beenter password to proceed,

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place. [Remember that passwords are
case-sensitive.)

- g

Cudi cung nhdp Ok dé hoan tat. Nhu véy khi ngudi dung (hay ban than ngudi dat mat khau) truy cép
vao nhirng chirc ndng khong dudc phép cua Sheet chudng trinh sé xuat hién hdp thoai canh bao nhu
hinh dudi day:

oot e

The cell or chart you're trying to change is on a protected sheet,

To make changes, click Unprotect Sheet in the Review tab [you might need a password].

DE cb thé thao tac trd lai vSi Sheet ban nhdp phai chudt vao tén Sheet trén thanh Sheet tab chon
Unprotect sheet.

D E Inzert...

L_'}.; Delete
Bename
Move or Copy...

cﬂ Yiew Code

" Unprotect Sheet...
Tab Color ¥
Hide

Select All Sheets
i Sheet? Sheews | sneeww )

M&t hdp thoai xuét hién yéu cdu nhdp méat khau, ban nhdp vao mét khiu da thiét 1ap Iic trudc cho
Sheet roi nhap Ok.

il N
Unprotect Sheet @lﬂ

— i

Password: | ssws|

[ QK ][ Cancel ]

b iy

Luu mot bang tinh (Sheet)

www.clevercfo.edu.vn Trang 31



Sau khi két thiic 1am viéc véi mot File Excel ban can Iuu nd lai trén & dia cling dé€ cd thé sir dung & cac
lan ti€p theo. VGi Microsoft Excel 2013 ban cd thé luu mot WorkBook bang cac cach sau day:

Cdch 1. Nh3p chon biéu tugng Save trén thanh céng cu Quick Access.

@m(E)S- D B &
FILE

HOME INSERT PAG
LT 4 Calibri -1 -
=

Cdch 2: Nhdp chon nit Save trong clra sd Office Button

Book2 - Excel ? - 0O x
Sign i
Save As
& SwDrive E;I Computer
Recent Folders

i:l Computer Microsoft_Excel_2013
L= F: » Writer - Book » Microsoft_Excel 2013

My Documents
= AddaPlace Deskto

»

Néu WorkBook dugc tao mdi va luu lan dau tién, bdng mot trong hai cach trén hop thoai Save As sé
xuat hién nhu hinh dudi day:

T -

{ \ . H[j v Libraries » Documents » - I 47| | Search Documents el [
e - = ————
Organize = New folder 4= - @
» E& D it: :
T Ceemas Documents library e
? 'J" Meaic Includes: 2 locations £
> =] Pictures -
> B Videos Mame Date modified Type
¥ Custom Office Templates 11/19/2012 717 PM  File folder
i 4 8 Computer . My 150 Files 11/15/2012 919 PM  File folder
> Local Disk (¢ | J Snagit 11/17/20129:44 PM  File folder
I > s Local Disk (D3
> a Local Disk (E:)
> a Local Disk (F:)
A2 enpriven T L = . '
FIEGEL B Cong TyPM_AVIN -
Save as type: [Excel Workbook v]
Authors: Blue_Eagle Tags: Add atag
[F] Save Thumbnail
= Hide Folders Tools - [ Save ] [ Cancel ]

Ban chon duding dan luu File trén 6 dia ciig roi nhap tén cho cho File vao muc File Name, cudi cling
nhap nat Save dé luu lai van ban.

Luts y: D& Iuu lai File Excel v8i mot tén khac ban chon nit Save As trong clra s6 Office Button.
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Boolkd - Excel ? - 0O X
Sign in
& skDrive E;I Computer
Recent Folders

Ej Computer Microsoft_Excel 2013
— F: » Writer - Book » Microsoft_Excel 2013

My Documents
sl Addapiace Deskiop

Browse
Account
4 »

Cac thao tac con lai gidng nhu khi chon nat Save

MGd lai mot File Excel da ton tai

D& ma3 mdt File Excel da ton tai ban cd thé thuc hién theo mdt trong cac cach sau déy:
Cdch 1: Trong clra s Window Explorer nh3p dlp chudt vao biéu tugng File van ban can mé.

== samr- - —o=

&\ ym] - <« Witer... » Microsoft_bxcel 2013 = [ #3 | Search Microsoft_ Excel 2013 2|
e S S

Organize » Open > Print E-mail MNew folder 8= « [ @

0 Favorites T
Bl Desktop
& Downloads

MName : Date modified Type

|7 Cang ty PM AVIN 11/19/2012 7:55 PM  Microsoft
Eﬁ Microsoft_Excel 2013 11/19/2012 911 PM Microsoft W

| Recent Places

w4l Libraries
@ Documents
J’ Music
[&=] Pictures I
E Videos v 4 1 3
!Ti 1 Cong ty PM AVIN Title: Add a title
| 3 Microsoft Excel Worksheet

Cdch 2: Khéi ddng Microsoft Excel 2013, tir thanh Quick Access Toolbar nhdp chon biéu tugng Open
(hodc nhan td hgp phim Ctrl + 0).

@ 4 DR e@-

HOME INSERT PAGE LAvOLIT FORM

= M |Calibri 11 | = B
DE@v B I U~ Ax ===H-

Pe & E. DA == 9

Clipboard & Font [F1 Alignment P

Cdch 3: T clra s6 Office Button nh&p chon nit Open
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Céng ty PM AVIN - Excel ?7 - O %
Sign in

@ A s Recent Workbooks

Céng ty PM AVIN

F: » Writer - Book » Microsoft_Excel 2013 i
& SkyDrive Fi\Writer - Book\Microsoft_Excel 2013\Céng ty PM
EltI Computer
o= AddaPlace

Account
- _ D mome Ul Wb mnlen .

B3ng mot trong hai cach 2 va 3 hdp thoai Open xuat hién, hay chon tdi File can md rdi nhap chon nit
Open.

X en

" I
f o Jkasbd | < Wiiter- Book » Microsoft Excel 2013 - [

Organize v New folder =~ [ @
l RecentPlaces  *  Name ’ Date modified Type
e |85 congty PM AVIN 11/19/2012 55 PM  Microsoft Excel W..
. Libraries
@ Documents
J’ Music
[E5] Pictures
B videos

m

1% Computer
&L Local Disk (C5)
a Local Disk (D:)
ca Local Disk (E:)
ca Local Disk (F:)
& CD Drive (H:)

L [ 3

File name: Caing ty PM AVIN ~ [ Al Excel Files -

Tools ~ [ Open |V] [ Cancel ]

Péng cira s6 bang tinh hién thoi
DE& déng WorkBook hién thdi ban cé thé thuc hién theo cac cach sau déy:
Csch 1: Nh3p chon biéu tugng Office Button, hdp thoai Office Button xuét hién nhap chon nit Close

Céng ty PM AVIN - Excel ? - 0O %

Signin

Open

@ Recent Workbooks E;I Computer
Current Folder
@ SkyDrive Microsoft_Fxcel 2013

F: = Writer - Book » Microsoft_Excel 2013

El‘;l Computer Recent Falders

Microsoft_Excel_2013
F: » Writer - Book » Microsoft_Fxcel_2013

+ Add a Place My Documents

Desktop

Account
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Cach 2: Nhap chon nut Close window phia goc trén bén phai man hinh (fng dung.

1 @ - o (x)
Signin [
ng - E‘I'Insert - 2 ;T*
E" Delete - @' i -
EIFDrmat' ¢ -
Cells Editing ~

NéEu WorkBook hién thdi cia ban chua luu, chudng trinh sé xuat hién hop thoai xac nhan. Néu mudn
luu lai thay doi ban chon Save, ngugc lai chon Don't Save, néu mudn hdy thao tac déng WorkBook
hién thdi ban nhap chon nat Cancel.

=TI

! ‘Want to save your changes to 'Cang ty PM AVINxlsx'?

[ Save J [Doﬂ'tSav&l [ Cancel l

Thoat khéi irng dung
DE& ddéng hoan toan (ing dung Microsoft Excel 2013 ban cd thé lam theo mét trong cac cach sau day:
Cach 1. Nh3p phai chudt vao biéu tugng Excel book & gdc trén bén trai man hinh réi chon Close.

@a - 0 & &
I

Restore PAG
Maove -1 -
Size oA

- Minimize .
o Maxmize -
[ %  Close AlisF4  Bsn'thbee

Cdch 2: TUr clra s6 Office Button nh3p chon nut Exit

Céng ty PM AVIN - Excel ? - 0O X
Signiin
Cong ty PM AVIN
F: = Whiter - Book = Microseft_Excel_2013
Protect Workbook Properties =
Control what types of changes people can make to Size 8.85KB
Protect this workbook. Titl Add a titl
Workbook - itle Add a title
Tags Add a tag
Categories Add a cate...
,a Inspect Workbook Related Dates
=4 Before publishing this file, be aware that it contains:
. 023
Check for Document properties, printer path, author's Last Modified Today, 9:23 ...
Issues~ name, related dates and absclute path Created
Content that people with disabilities find difficult Last Printed oy 797 .
to read !
Related People
Account i P
Versions Author
. Q Blu...
Options M B Today, 9:23 PM (sutosave)
ansge Ere e Addan aut.,, T
v
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Bang mot trong hai cach trén néu WorkBook hién thdi clia ban chua luu, chuong trinh sé xuat hién
hdp thoai xac nhan. Néu muén luu lai thay doi va thodt khoi ing dung ban chon Save, néu muén
khéng Iuu lai thay ddi va thoat khdi ng dung ban chon Don't Save, cudi cing néu mudn hty thao tac
doéng Ung dung ban nhap chon nat Cancel.

. N

1 ‘Want to save your changes to 'Cang ty PM AVIM.xlsx'?

If you click "Don’t Save”, a recent copy of this file will be temporarily available.
Learn more

[ Save ] [D‘Oﬂ't Sa\re] [ Cancel

2.2. Lam viéc v@i o (Cell)
Chon Cell
- Chon mot Cell

Pua chuyén chudt dén vi tri ciia Cell muén chon sau dé nhap chudt trai. Ban cling ¢ thé chon tir ban
phim, dung cac phim mii tén dé di chuyén Cell chon dén nai can chon. Cell dugc chon goi la Cell hién
hanh, Cell hién hanh dugc t6 mot vién dam.

- Chon mot khoi cac Cell
Ban c6 thé sir dung chudt hodc ban phim dé thuc hién viéc chon mdt khdi 6.

+ SU dung chudt: Pua chudt vao Cell dau cda vung mudn chon sau dé nhap chudt trai vao Cell dau
va kéo dén Cell cudi cung cua vung chon.

+ S dung ban phim dé chon: Pua trd chudt vao Cell ddu ctia ving mudn chon, nhén gill phim Shift
+ cac phim mi tén dé di chuyén dén cudi viing chon.

Cell hay mot nhdm cac Cell da chon dugc bao quanh bdi khung mau den nhu hinh dudi day:

A B C D E F G

10
1
12
13
14
15
16
17
18
19
20 =
21

Sheetl )

Nhap, chinh sira noi dung cho Cell

DEé nhap ndi dung cho Cell ban nhip chudt vao mdt 6 va tién hanh nhap ndi dung thi trén thanh céng
thirc sé hién thi ndi dung cta & dd. Ban cling ¢ thé thém bét ndi dung cho 6 dang chon bang cach
nh&p chudt dé dat diém chén vao ndi can thém, bét trén thanh cdng thirc tir d6 ban cd thé thém hodc
bét ndi dung cho 6 hién hanh.

- Soan thao cho Cell dau tién
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+ Chon Cell can soan thao.

+ Soan thao truc tjé’p tai Cell hién hanh hdy nhap ddp vao Cell hién hanh dé hay nhap chudt vao
thanh cong thdc dé soan thao hodc chon Cell hién hanh va nhap dir liéu vao, Excel tu dong chen dir
liéu d6 tao vi tri Cell hién hanh.

- Nhap d{t liéu vao tir ban phim
+ Excel sé tu dong che Iap cac Cell khac khi ban thuc hién viéc nhap cac ky tu qua mot 6.
+ Nhén t8 hgp phim Alt + Enter d€ ngat dong trong mét Cell.

+ D& chuyén sang nhap dir liéu cho Cell khac. Nhap chuot vég Cell mu’c“)'n soan thao ti€p theo, nhan
phim Enter dé nhap Cell k€ dudi, hay nhap cac phim miii tén dé di chuyén qua lai Ién xudng.

- Chinh stra ndi dung cta Cell

+ D€ thay doi hay chinh stra ngi dung trong mdt 6 nao do, hdy chon 6 can chinh sita va nhéy kép
chudt vao & dé. St dung cac phim mdi tén dé di chuyén qua lai, dén ding cho can thay déi.

+ Néu khong chén con nhay, khi dé ban go nhap di liéu vao thi ndi dung cli bi mat hoan toan va thay
th€ vao la ndi dung mdi.

+ Ban c6 thé thuc hién theo mdt cach khac, dé 1a chon Cell cdn chinh stra ndi dung nhép F2.

- Thay d6i néi dung cua Cell

+Nh&p chon Cell can thay déi

+ Nh3p thém hay nhin Delete dé& xoa ky tu di’ng sau con nhdy, nhdn phim BackSpace ¢ hinh mi
tén () ndm trén phim Enter dé€ xoa ky tu diing trudc con nhay.

+ Thay ddi toan bd ndi dung cta Cell bang mét ndi dung mdi, bdi den toan bd ndi dung cta Cell d6
va nhap ndi dung khac, tu dong ndi dung cii s€ bi xoa.

- Xoa ndi dung trong Cell
+ Chon mot hodc nhiéu Cell can xoa
+ Nh&n phim Delete trén ban phim dé xoa tat ca ndi dung trong nhiing Cell dugc chon.
Sao chép, di chuyén dir liéu
- Sao chép dir liéu (Copy): D€ sao chép di liéu ban co thé thuc hién theo cac budc sau déy:
Bubc 1: Chon mét 6 hay mot khdi cac 6 can sao chép.
Bubic 2: Trong budc nay ban cd thé thuc hién theo mét trong cac cach sau day:
+ Cdch 1. TU tab Home trén thanh Ribbon tim t&i nhém Clipboard nhap chon Iénh Copy.
H ©- 0D @ «&

HOME INSERT PAC

ey X Calibri 11 -
Paste 2
. w0 - &,A,

Clipboard & Font [P

+ Gach 2: Nhap phai chudt trén vung Cell dudc chon, chon Iénh Copy.
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x Cut
g Copy
3 Paste Options:

D

Paste Special...
Insert...
Delete...

Clear Contents

Filter 3
Sort »
L7 Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...

+ Cdch 3: Nhan t6 hgp phim Ctrl + C
Lus y: Sau budc hai 6 hay khéi 6 dudc sao chép sé co vién den trdng chay bao quanh.

+ Cach 4: Chon 6 hay khoi can Copy, dua con trd dén khung dam bao xung quanh 0 hay khéi dén khi
thay con tro cd hinh miii tén bon dau xuat hién. Nhan gilr phim Ctrl va kéo chudt dén nai can Copy,

tha chudt ra.

- Di chuyén dir liéu (Cut): D& di chuyén dif liéu tir vi tri nay dén vi tri khac ban cé thé thuc hién theo

cac budc sau day:

Bubic 1: Chon mdt & hay mdt khdi cac & can di chuyén dit liéu.
Bubc 2: Trong budc nay ban cd thé thuc hién theo mdt trong cac cach sau déy:
+ Cdch 1. TU tab Home trén thanh Ribbon tim t&i nhém Clipboard nhap chon lénh Cut.

B EH S O & «

FILE HOME INSERT PAG
"'D Calibri -1 -

- B I U~ A A

Clipboard Font

Paste

-

il

+ Gach 2: Nhap phai chuot trén vung Cell dugc chon, chon Iénh Cut.
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& Cut
E® Copy
T}, Paste Options:

D

Paste Special...
Inzert...
Delete...

Clear Contents

Filter 3
Sort 3
Insert Comment

L7

Format Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...

+ Cdch 3: Nhén t6 hgp phim Ctrl + X
Lut y: Sau budc hai 6 hay khdi 6 dugc di chuyén dir liéu s& cb vién den trdng chay bao quanh.

+ Cdch 4 Chon 6 hay khéi can di chuyén dif liéu, dua con tréd dén khung ddm bao xung quanh 6 hay
khGi dén khi thay con tro co hinh miii tén bon dau xuat hién. Gilr va ré chudt dén ngi can, tha chudt
ra.

- Dan dir liéu (Paste): K&t qua cudi cling cua viéc Copy hay Cut la dua dif liéu d6 dén vi tri mdi. Dé
dan dir liéu da dugc Copy hodc Cut ban thuc hién theo cac budc sau day:

Budc 1: Nhap chudt chon tdi vi tri can dan dir liéu (chi can chon 6 dau tién)
Budc 2: Thuc hién theo mot trong cac cach sau day:
+ Gach 1: T tab Home trén thanh Ribbon tim t&i nhém Clipboard nhap chon Iénh Paste.

B H S O & «&

HOME IMSERT PAGI

o, X Calibri -1 -
D EEI' B I U~ A A

Past

— » . DA~

Clipboard = Fant T

+ Gach 2: Nhap phai chudt 1én vi tri dich, chon Iénh Paste.
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X Cut

E® Copy

T}, Paste Options:
il il e
123 .ﬁf f-;E

Paste Special...

b

Insert Copied Cells...
Delete...

Clear Contents

Filter b
Sort b
U7 Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...

+ Cdch 3: Nhdn t6 hgp phim Ctrl + V

- SUr dung Clipboard

Thanh tac vu Clipboard c6 tac dung Iuu lai tdt ca nhitng gi ngudi dung da Copy, Cut k& tir khi bat
chlic ndng nay. Dua vao nhitng ndi dung dé ban cd thé st dung lai nhung két qua da thuc hién tir
nhitng thao tac trudc dé. D€ bat thanh tdc vu nay ban nhdp chudt vao miii tén phia dudi nhém
Clipboard trén tab Iénh Home.

H ©- O & 2
FILE HOME IMSERT PALC
S ¥ Calibri -1 -

D) - B I U~ A A

F'aftE < . Py . _Eh )

Clipboard | Font T

Thanh tac vu Clipboard xuat hién bén trai man hinh chugng trinh nhu hinh dudi day:
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Clipboard M
Paste All Clear All
Click an Item to Paste:
B s -
sy
-
Options -

READY

Sau khi bat thanh tac vu nay mdi [an Copy hodc Cut ndi dung sé dugc luu trong Clipboard va liét ké
trong thanh tac vu nay va t6i da dugc 24 Iénh.

Mudn st dung ban chi can nhap chudt téi vi tri can dan ndi dung, sau dé nhap chudt vao ndi dung
can dan trén thanh tac vu.

A2 -

Clipboard v

Clear All

Click an Item to Paste:

€17 CONG TY PM AVIN -
ET!:‘J (preview not available)
Options +

READY

Dé xda nhiing 1énh khéng dung dén ban nh&p chudt vao miii tén bén phai cta lénh chon Delete.
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Clipboard Tx

Clear All

Click an Item to Paste:

e ]

0 CONG [T Paste
7<  Delete

Options =

READY

Trudng hdp mudn xda tat ca Iénh cd trong thanh tac vu ban nhap chon nut Clear All.

Ban c6 thé thay d6i mét sd tuy chon cho Clipboard bang cach nhap chon nit Options

A2 - I

Clipboard MRS

Clear All

Click an Item to Paste:

LT 2

Show Office Clipboard Automatically
Show Office Clipboard When Ctrl+C Pressed Twice
Collect Without Showing Office Clipboard

Show Office Clipboard Icon on Taskbar

Show Status Mear Taskbar When Copying

f Sheet1

READY

Viéc s dung Clipboard sé€ lam cham may tinh vi chi€m nhiéu bd nhdg, vi vay néu khong st dung nira
ban t3t chiric ndng bang cach nh&p chon biéu tugng déu (x) phia géc phai trén cta thanh tac vu.

Lut y: V&i cac budc trén ban s€ dan toan bo thanh phan cé trong Cell hay nhém Cell da Copy hodc
Cut. Tuy nhién trong mot s6 trudng hgp ban chi mudn lay két qua la gia tri hay cong thdc hodc dinh
dang,... cta Cell hay nhdm Cell d4. V&i nhitng trudng hgp nhu vay ching ta phai st dung Paste
Options, ban cd thé thuc hién cdng viéc nay theo cac cach sau day:

Cach 1: S dung cac lénh trén thanh cong cu Ribbon

- TU thanh c6ng,cu Ribbon nhap chon Tab Home sau dé tim t&i nhom Clipboard. Nhap chudt vao mii
tén phia dudi biéu tugng Paste.
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H - O & «
FILE HOMAE IMSERT PAGEL
= X Calibri ~l1 -| =
DE‘EI'BIQT A A =

Paste .

_ N e D A &
Paste Font M
= il .%. ‘

O LA % (2

== il =

e | 28

HEI m

Paste Values
ol il =

o &
123 =123 123
Other Paste Options
R R T

E“m@ir'—“l

Paste Special...

- MGt danh sach cac lua chon xuat hién
Trong muc Paste:

+ LI paste: Dan toan bd néi dung, dinh dang, cong thrc,...
+ Jr Fomulars: Chi chon cbng thirc

+ "k Fomulars & Number Formatting: Chon cong thirc va dinh dang

e

+ & Keep Source Formatting: Gilt nguyén dinh dang goc

+ 2 No Border: Khong c6 Border

+ Keep Source Column Widths: Gilr nguyén do réng cua cot

+ Transpose: Chuyén cbt thanh hang, va ngugc lai

Trong muc Paste values

s

+ 123 Values: Chi chon dir liéu

+ 153 Values & Number Formatting: Chon d{r li€u va dinh dang
g

+ 'i23 Values & Source Formatting: Dif liéu va dinh dang géc

Trong muc Other paste options

e

+ 12 Formatting: Chon dinh dang
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e

+ ‘= Paste link: Chon cac dudng link

+ Picture: Chi chon cac hinh anh

il

+ & Linked picture: Chon cac lién két hinh anh

Néu nhiing tuy chon ké trén chua dap ('ng dudc yéu cdu ban cd thé chon muc Paste Special... HOp
thoai Paste Special xuat hién nhu hinh dugi day:

r F T o — )
Paste Special p—_— 2 S
Paste

@ Al () All using Source theme
(") Eormulas (71 All except borders
() Values () Column widths
(") Formats (") Formulas and number formats
() Comments () Values and number formats
Validation All merging conditional formats
Operation
@ Mone () Multiply
) Add ) Divide
() Subtract
|:| Skip blanks DTranspnsg
o) (e
L= _— A

Tich chon cac diéu kién can dan dir liéu trong muc nay sau d6 nhan Ok.

Cdch 2: St dung popup menu, dé thuc hién ban nhap phai chudt tai vi tri can dan dir liéu.
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d6 Cut
By Copy

T}, Paste Options:

il
i

&

11l 3

Paste Special...
Insert...
Delete...

Clear Contents

Filter 2

Sort »

L7 Insert Comment

Eormat Cells...

=]

Pick From Drop-down List...

Define Mame...

&n Hyperlink..,

Trong muc Paste Options ban cd thé nhap chon mdt trong cac tuy chon sau day:

+ LI paste: Dan toan bd néi dung, dinh dang, cong thrc,...

+

+

+

+

+

e

123 Values: Chi chon diI liéu

Jc Fomulars: Chi chon cong thirc

£ Transpose: Chuyén cot thanh hang, va ngugc lai
b Formatting: Chon dinh dang

@ Paste link: Chon cac dudng link

Ngoai ra ban co thé di chuyén chubt tdi muc Paste Special

... MGt menu khac xuat hién bén trai.
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3{ Cut

Em Copy
AD Paste Options:
il il il e n“ e
o
O b2 LA L8R 2
Paste Special... » | Paste
- il ol ol ol
Insert Copied Cells... 0 fr % %.‘
Delete... oOe, s ?
£ B
Clear Contents M rm
Paste Values
- @
Filter po 123 7123 7123
Sort , Other Paste Options
EI u“ il il il
ol a
[ Insert Comment 2 lao Ll Ggl
Format Cells... Paste Special..

Pick From Drop-down List...
Define Mame...

‘% Hyperlink...

NOi dung cac Iénh nay gidng nhu da trinh bay & phan s dung thanh Ribbon.

Pién dir liéu bang Fillhand

Dién dir liéu ty dong la ban sao chép nhiing dir liéu gidng nhau hay sdp s6 th( tu tdng dan. Diéu nay
giup ban it ton thai gian han khi nhap mét s6 lugng dir liéu gidng nhau, hay rat hitu ich khi ban danh

sO thir tu cho mot danh sach dai.
- Diéu ndi dung hay cong thirc gibng nhau cho nhiéu cot

Budc 1: Chon Cell chra ndi dung can dién cho cac 6 con lai

Budic 2: Di chuyén chudt xudng phia géc phai bén dudi cta Cell vira chon.

AWS AWT AwU AWV
10
11
12| GIOI THIEU SAN PHAM PHAN MEM KE TOAN AVIN

13

" STT Tén phin mém Gid thanh Chirc néng

i phép quan 1§ toan diéndirge xy dung dira trén nhitng nén tang céng nghé mdi nhit hign nay cho phép hru
1 |Phan m&m k&todn quantri Avin  [Lién h& v&i AVIN trik va xi I u 16n hoat dong & tan xuat cao. Ngodi r: ianh ciia chong trinh 1a kha nang tinh gid thinh
theo nhiéu phuong phap Khdc nhan nhw trec tiép, dinh mic, he

15

Giai phap phan mém
- 2 |[AvinSLM 2010 5.000.000 - 10.000.000 pep &
6

an
ip cung

3 |avin DSM 2010 2.900.000 i moi giao dich hoat déng cia hidu
17 theo han s dung. ...
o céc doanh nghiép nho, doanh nehiép mdi thanh lap hodc hoc
4 | Avin Free Editor 2010 Free £ tor ¢ & céc tinh néng phuc vu qua trinh hach todn ké todn
18 ciia doanh nghi¢p. Prgc cip nhit theo cdc QB va thong tr méi nhit cia BTC

19

(Gia sur chdng ta dién ndi dung 6 C8 cho cac 6 phia dudi)

Khi con tro chudt chuyén thanh hinh ddu + méau den ban gilr va kéo chudt xudng dudi, sau khi qua

hét nhitng 6 can dién d liéu ban tha chudt.
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AWS AWT AWU AWY

10
11 GIOI THIEU SAN PHAM PHAN MEM KE TOAN AVIN
12
13 STT Tén phin m&m Gid thanh Chitc ning
Giai phap quan I toan diéndirgc xay dung
1 |Ph&n m&m k& todn quan tri Avin Lién hé vdi AVIN d.p:ﬂ trén ohitng nen tang cor}g r._lghF mo{ f]ha,t
hién nay cho phép hru trir va xr Iy dir liu lon
14 hoat ddng & thn xuft cao. Ngodi ra diem
2 |Avin SLM 2010 5,000,000 - 10.000.000 Gl:al pt»hap: p'ha.ﬂ mem qua:,l l}r,t?an hang torl‘g
15 thé co the ap dung cho cac siéu thi, cira hang,
Gidi phap phin mém quén I tong thé hién
3 |Avin DSM 2010 2.900.000 thudc c6 tha 4p dung cho cdc nha thude, cira
16 hang dwge phZ:iIIl; thre phém chirc ning, ..
Gii phép phin mém ké todn mién phi danh
4 |Avin Free Editor 2010 Free cho cdc doanh nghiép nho, doanh nghiép mdi
17 thanh lap hosic hoc sinh, sinh vién cé nhu ciu
18 Avin Free Editor 2011
19 Avin Free Editor 2012
20 Avin Free Editor 2013

21 A

Luts y: Ban c6 thé &p dung dé dién ndi dung cho cac cbt phia trén, bén phai hay bén trai.
Bubc 3: Thay déi két qua dir liéu sau khi kéo Fillhand. Sau khi dién xong ndi dung ban c6 thé tuy
chinh két qua bang cach nhap chon nit Auto Fill Options.

AWT

Avin DEM 2010

Avin Free Editor 2070

Avin Free Editor 2011
Avin Free Editor 2012
Avin Free Editor 2013
Avin Free Editor 2014

38

-

Ht
2 Copy Cells

Fill Series

& Fill Eormatting Only
2 Fill Without Formatting
Elash Fill

@]

+ Copy Cells: Copy toan bo n6i dung, dinh dang, cong thurc,...

+ Fill Formatting Only: Chi Copy dinh dang

+ Fill Without Formatting: Chi lay dif liéu khong Idy dinh dang.

+ Fill Series: Copy dif liéu trong dé phan sb tang dan.

+ Flash Fill: Thuc hién Copy va bd qua cac dang dif liéu nhap vao cé do dai I6n han 255 ky tu.
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- Dién cac s6 tang tu dong: Gia st van vi du IUc trudc nhung cdt s thlr tu chua dugc dién vi danh
sach thudng xuyén thay doi. Bay gid ching ta sé st dung Fillhand dé dién s6 th(r tu' tu dong.

AWU13 - Jx
AWP AWQ AWR
10
11 PHAN MEM KE TOAN AVIN
12
13 STT| T&n ph&n mém Gia thanh
PhanmemkEtoan |, s pavéi avIN
14 quan tri Avin
15 Avin SLM 2010 5.000.000 - 10.000.000
16 Avin DSM 2010 2.900.000
Avin Free Editor r
17 2010 ree
18
Sheetl ()]

READY

Buodc 1:Ban nhap 6 AWP14 gia trila 1, 6 AWP15 gia tri la 2

AwWp AWQ AWR AWT

10
11| PHAN MEM KE TOAN AVIN
12
13 STT | Té&n phin mém Gid thanh

p |PhEnmEMKEIEN e s AVIN
14 quan tri Avin
15| 2 [AvinsLm2010 5.000.000 - 10.000.000
15 Avin DSM 2010 2.500.000

Avin Free Editor E
17 2010 ree
18
Sheetl @

READY

Budc 2: Chon hai 6 nay sau khi da co dir liéu
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ﬂ AWQ AWR AWT
10
1 PHAN MEM KE TOAN AVIN

12

-

STT | Té&n phin mém Gid thanh

Phiin mam k& toa L
1 qu;':tr:i:?n B3N lign hé vai AVIN
14 !

15 2 |Avin SLM 2070 5.000.000 - 10.000.000

15 DSI'U'I 2010 2.900.000

Avin Free Editor
17 2010

18

Free

Sheetl @

Py

READY

Bubdc 3: Di chuyén chudt xudng gdc trai ciia khung chon, khi hinh chudt déi thanh hinh ddu +. Hay
gitr va kéo chudt xudng dudi dé dién s6 thir tu’ cho cac cdt con lai trong danh sach.

AWP AWQ AWR AWT
10
11 PHAN MEM KE TOAN AVIN
12
13 STT | Tén phan mém Gia thanh
Phan m&m k& tod e e
1 [ EnmEMEEIOEN ) jan he vai AVIN
14 quan tri Avin
15 2 |Avin SLM 2010 5.000.000 - 10.000.000
16| 2 |Avin DSM2010 2.900.000
Avin Free Editor
17 4 =lo Free
18
Sheetl i'i-)

Luts y: Viéc nhép dit liéu cho mét s6 cdt trude khi kéo Fillhanh dé tao ra mdt quy luét gilp chuong
trinh c6 thé tu tang gia tri cho cac cot ti€p theo. NEu bay gid ching ta thay gia tri cho B5 va B6 [an
lugt 1a 3 va 5 két qua sé thay d6i nhu hinh dudi day:

AWP AWQ AWR
11 PHAN MEM KE TOAN AVIN
12
13 STT | Ténphan mém Gid thanh

1 [PhanmemkEtoan | e ha vi AVIN
14 quan tri Avin
15| 2 |AvinSLM 2070 5.000.000 - 10.000.000
16| 3 |AvinDSM 2010 2.900.000

Avin Free Editor
17| # o010 Free
18
19
Sheetl @
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Nhu vay viéc dién dif liéu tdng dan bang Fillhand khong c6 dinh gia tri cho moi [an tdng thém. Gid tri
do tuy thudc vao dir liéu mau ma ban st dung.

Cheén thém mot Cell

PE thao tac véi hang, cot, 6 ching ta sé cung tim hi€u mdt vi du cu thé. Gid sir ching ta c6 mét bang
danh sach hoc sinh tién ti€n nhu hinh dugi day:

AWP AWQ AWR
11 PHAN MEM KE TOAN AVIN
12
13 STT | Ténphan mém Gid thanh
p [PhanmemkStoan | L. ha vei AVIN
quan tri Avin
14
15| 2 |AvinSLM 2070 5.000.000 - 10.000.000
16| 3 |AvinDSM 2010 2.900.000
Avin Free Editor
17| # o010 Free
18]
19
Sheetl )

DE chén thém mét Cell vao vi tri 6 AWQ15 ban c6 thé thuc hién theo cac budc sau day:
Bubc 1: Nhap chudt chon 6 AWQ15.
Budc 2: Nhap phai chubt chon Insert...

2 Cut

E® Copy

y Paste Options:

il

=

I1f};

Paste Special...
Insert

Delete

Clear Contents
Format Cells...

Row Height...

Hide

Unhide

Hodc tir thanh cong cu Ribbon chon Tab Home, tim t&i nhdm |énh Cells nhap chon miii tén bén phai
|énh Insert.
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HOME

L]
&=[1]

==
Insert

L

1 EI' Insert Cells

El: Inzert Sheet Rows

Q Insert Sheet

MGt danh sach xuat hién ban chon muc Insert Cells...
Budc 3: Sau budc 2 hop thoai Insert xuat hién nhu hinh dudi day:

' T
Insert &Iﬂ

Insert
i@

(71 shift cells down

(") Entire row
I (7 Entire column I
| [ oK ] [ Cancel ]

e

Néu mudn chén thém Cell mdi vao vi tri hién tai va chuyén toan bd ndi dung cac cdt tuong ('ng sang
bén phai ban chon muc Shift cells right, n€u mudn chén thém Cell mdi vao vi tri hién tai va chuyén
toan bo ndi dung cac cot tuong ng xudng phia dudi ban chon muc Shift cells down. Cudi cung nhap
Ok.

K&t qua khi chén thém mét Cell méi vao vi tri hién tai va chuyén ndi dung cac cot tuong (’ng sang
phai.

AWP AWQ AWR AWT
11 PHAN MEM KE TOAN AVIN
12
5| ST Tén phdn mém Gid thanh
y |PhanmemkEtodn | i s vai AvIN
14 quan tri Avin
Giail phap phan mé
15| 2 Avin SLM 2010 2 Plap phian mem
man B han hane
16 3 |Awin DSM 2070 --—'DD.DDD
Avin Free Editor
17| % |2010 Free
15
19
Sheetl )

READY
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K&t qua khi chén thém mét Cell mdi vao vi tri hién tai va chuyén ndi dung cac cdt tucng rng xudng
phia dudi.

AWP hWQ AWER

11 PHAN MEM KE TOAN AVIN
12
3 STT | Tén phan mém Gid thanh

p |PhanmemkEtoan |, Lo ha vei AVIN
14 quan tri Avin
15 2 5.000.000 - 10.000.000
16 3 |Awvin SLM 2070 --»"DD.DDD
17 4 |Avin DSM 2070 Free

Aovin Free Editor
18 2010
Sheetl )

Luts ¥: V6i thao tac chén thém Cell méi nhu vira hudng dan, ban cé thé thuc hién cho mdt nhém Cell.
Xoa Cell

DEé xda mot Cell vao vi tri 6 AWQ15 ban ¢ thé thuc hién theo cac budc sau day:

Budc 1: Nhap chudt chon 6 AWQ15 (la 6 vira thém & phan trudc)

Budc 2: Nhap phai chudt chon Delete...
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6 Cut
Em Copy
iy Paste Options:

I1I};

=
=
il
Paste Special...
Insert...
Delete...
Clear Contents

=| Duick Analysis
Filter 3

Sort 3

Inzert Comment

W

Eormat Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...

Hodc tir thanh cong cu Ribbon chon Tab Home, tim t&i nhdm |énh Cells nhap chon mii tén bén phai
|énh Delete.

HOME

=

HH
Delete

-

Ex  Delete Cells...
Delete Cells (Ctrl+-)
% Delete Sheet Columns

=X

|=_'>.; Delete Sheet

MOt danh sach xuat hién ban chon muc Delete Cells...
Butdc 3: Sau budc 2 hop thoai Delete xuat hién nhu hinh dudi day:
I'-Delete &lﬂw

Delete

@ :
|| ) Shift cells up
(") Entire row

() Entire column

[ ok || cance |
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Né&u mudn xda cbt hién tai va chuyén toan bd ndi dung cac cdt tuong Ung sang bén trai ban chon muc
Shift cells left, n€éu mudn xda cbt hién tai va chuyén toan bd ndi dung cac cot tuang (ing I€n phia trén
ban chon muc Shift cells left Shift cells down. Cu6i cung nhap Ok.

Cling v6i vi du & phan trudc, néu xda Cell hién tai va chuyén ndi dung cac cdt tucng (ing sang trai
chuing ta sé cd két qua nhu hinh duéi day:

AWP AWQ AWR
11 PHAN MEM KE TOAN AVIN
12
. STT | Té&n phin mém Gid thanh
1 |PhenmemkEtodn | cah hé véi AVIN
14 quan tri Avin
5.000.000 -
15 2
10,000,000
16 3 |&win DSM 2070 2.9500.000
Awin Free Editor
17| % 2010 Free
18
19
Sheetl )]

READY

Két qua khi xda Cell hién tai va chuyén ndi dung céc cdt tuang (ng Ién trén.

AWP AWQ AWR

11 PHAN MEM KE TOAN AVIN
12
15 STT | Tén phan mém Gia thanh

1 [PhenmemkEtodn | i ha véi AVIN
14 quan tri Avin
15 2 |Avin DEM 2070 5.000.000 - 10.000.000

Avin Free Editor
15 3 2010 2.9500.000
17 a Free
18
19
Sheetl )

Gop Cell

Trong vi du & phan trudc ban dé y tiéu dé clia danh séch hoc sinh tién tién dugc chlra trong mot Cell,
Cell nay dugc gop tu cac Cell tir B2 dén D2 (B2:D2). Bé cb thé gbp nhiéu Cell lai v8i nhau ban thuc
hién theo cac budc sau day:

Budc 1: Chon nhém Cell can gop, gia st véi vi du trudce ching ta chon cac 6 B5 dén D8 (B5:D8).
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A B C D E

2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT Té&n phin mém Gid thanh
- 1 ::i” mem kEtoan quantil | a0 he vei AVIN
6 2 |AvinSLM 2010 5.000.000 - 10.000.000
7 3 |avin DSM 2010 2.900.000
8 4 |Avin Free Editor 2070 Free
g
Sheetl | Sheet? | Sheet3 )

Budc 2: Tu thanh cong cu Ribbon nhap chon Tab Home, tim t&i nhém Alignment.

H3 o
FILE HOME
==_ £ - = General -
_ $ - % »
= ERSES T &0 .00
. ==n
Alignment Merge & Center

¥ Merge Across

Merge Cells

] B0 @A [

Unmerge Cells

Nh&p chudt vao miii tén bén phai Iénh Merge, trong danh sach ddi xudng ban cd thé chon kiéu Merge
cho cac Cell.

+ Merge & Center: Nhom tat ca cac Cell can gbp thanh mot Cell duy nhat va can néi dung vao gitra.
K&t qua khi gop Cell bang |énh nay:

A B o D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT | Tén phdn m&m | Gid thanh
5
6 1
7
8
9
Sheetl | Sheetz | Sheet3 ®

READY

+ Merge Across: Nhdm cac Cell hodac nhom Cell thanh cac Cell I6n theo chiéu doc.
K&t qua khi gop Cell bang |énh nay:
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A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
1 STT | Té&n phin m&m | Gid thanh
5 1
6 2
7 3
g8 4
9

Sheetl | Sheet? | Sheet3 @

+ Merge Cells: Nhém tat ca cac Cell can gop thanh mét Cell duy nhat.

A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT ‘ Té&n phin mém ‘ Gia thanh
5
6 1
7
8
9

Sheetl | Sheet? | Sheet3 ()]

READY

Luw y: Trong qua trinh gop cac Cell co6 ndi dung, chuang trinh sé xuat hién hop thoai canh bao mat
dir liéu, néu dong y ban nhap Ok.

F ™
e L I ==

§ l1 Merging cells only keeps the upper-left cell value, and discards the other values.

Show Help > >

[ QK ] l Cancel

Was this information helpful? |

+ Unmerge Cells: Hay gdp cac Cell, gbp Cell bdng mot trong cac Iénh trén sau do s dung Iénh huy
gop Cell, két qua sé thu dugc nhu hinh dudi day:
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A B C D E

PHAM PHAN MEM KE TOAN AVIN

P

V5]

STT | Tén phan mém | Gid thanh

i

1

0 e~ &

Sheetl | Sheet2 | Sheet3 ()

2.3. Lam viéc v@i cot

Chon cot

DE chon toan b mot trong Sheet ban nhdp chudt trai vao 6 tiéu dé cta cbt do, cot dugc chon sé
chuyén thanh mau sam. Vi du dudi day ching ta vira chon c6t B.

Bl - Je
A B C D E F G
1
2
3
4
5
6
7
8
9
10
1
12
Sheetl | Sheet? | Sheet3 ()

READY

Trong trudng hdp mudn chon nhiéu cot lién nhau mot lic ban nhap chon vao tiéu dé cot dau tién, gilr
va kéo chubt dén céc cdt tiép theo, cudi cling tha chudt & cot cudi cung. Hodc ban ciling ¢ thé thao
tac bang cach nhap chon vao tiéu dé cot dau tién, sau do gilr phim Shift va nhap ti€p chudt trai vao
tiéu dé cot cudi cung. Két qua sé dugc nhu hinh dudi day:
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Bl e Je

[T - Y T, (R S U Sy =
3

e
(==

[
[~ ]

Sheetl | Sheet2 | Sheet3 ()

READY

NEu muodn chon cac cot khong lién nhau ban nhap chon chudt trai vao tiéu dé cot dau tién, gitra phim
Ctrl va nhap chuot trdi vao tiéu dé cot cua cac cot ti€p theo.

Gl - fe
A B C D E F G H

1 =
2

3

4

5

6

7

8

9

10

11

12

Sheetl | Sheet? | Sheet3 )]

Hiéu chinh do rong

Dé hiéu chinh dd rong cta cot ban cé thé thuc hién theo cac cach sau déy:
Cdch 1. S dung chudt

- Di chuyén chudt dén phan tiéu dé cdt can thay ddi do rong.

- Khi d6 con tré chudt cé dang m@t mi tén hai chiéu, nhap gilr chudt trai va kéo qua phai dé ting
kich thudc cot hodc kéo qua trai dé giam kich thudc cot. Khi dat do rong vura y thi tha chudt ra. Trong
khi kéo chudt, gia tri do rong cot xuat hién & khung hinh chit nhat phia trén.
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H - O & « :
HOME ~ INSERT  PAGELAVOUT  FORMULAS DA

‘ Y - —
D % Calibri 11 A A T == B
Eg ~
PﬁftE¢ B I U- . H-A- ===é&E3=
Clipboard ra Font P} Alignment
B1 h

Width: 14.57 (107 pixels)

1
2
3

Cach 2: S dung thanh cong cu Ribbon
- Nhap chon c6t can diéu chinh do6 rong

- TU thanh chg cu Ribbon nhap chon Tab Home, sau dé tim t&i nhom Cells. Trong nhédm nay ban
nhap chon biéu tugng Format.

&= Insert - E: %Y H

%‘: delete m Sort & Find &
il Format= &~ Fijter - Select -
_| Cell Size
i[ Row Height...
AutoFit Row Height
L] Column Width...

AutoFit Column Width

Default Width...
Visibility
Hide & Unhide k

Organize Sheets
Bename Sheet
Move or Copy Sheet...
Tab Color K
Protection
7 Protect Sheet...
Lock Cell

Format Cells...

Danh sach xuat hién ban nhap chon mot trong cac chic nang sau:

- Column Width...: Sau khi chon I&nh nay hdp thoai Column Width xu&t hién ban c6 thé thay doi do
rong cho cdt bang cach nhép gia tri trong & Column Width, sau d6 nhan nit Ok dé xac nhan.
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_
Column Width |m

Column width: |14.57|

| ok || Ccancel |

R

- AutoFit Column Width: Chon Iénh nay dé chuang trinh tu’ ddng thiét 1ap d6 rdng cho cbt.

- Default Width...: Nh&p chon Iénh nay dé thiét Iap dd rong theo gia tri mac dinh. Sau khi chon 1énh
nay hop thoai Standard Width xuat hién.

-
Standard Width

=)

Standard column width:

g.43|

Lox |

Cancel ]

R ——————————

Ban co thé thay ddi gid tri mdc dinh cho [an sau bang cach nhdp vao 6 Standard column width, cudi
cung nhép Ok dé hoan tét.

Cach 3. Ban ¢ thé thay ddi dd rong cho cdt bang cach nhap chudt phai 1én phan tiéu dé cia cot can
thay d6i do rong, sau dé chon Column Width...

Font

4
Il
Il

<
k>
I

Alignment

oy

i

T NOTICE Excel hasn't been activated, To keep using Excel without int
Calibri - |11 - | A"

B
| 36
| Emy
o
l
Sheetl Sh

Copy

Paste Options:
r=1

[

Paste Special...
Inzert

Delete

Clear Contents
Eormat Cells...
Column Width...
Hide

Unhide

"8 -% 0 EH
....... < 50
D E
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HOp thoai Column Width xuat hién, ban thiét 1ap d6 rong cho cot trong 6 Column Width.
[ Column Width (B[l |

Column width: | 14.57|

[ QK ][ Cancel ]

b

Cudi cung nhap Ok dé hoan tét.

Chén thém mot cot

DE chén thém mot cdt mai vao Sheet ban cd thé thuc hién theo cac cach sau déy:
Cdch 1. ST dung thanh cong cu Ribbon

+ Chon c6t (hoac mot Cell trong cot) ma ban mudn chén cot mdi vao trudc no.

+ TU thanh cong cu Ribbon nhap chon Tab Home tim t&i nhom Cells, trong nhdom nay ban nhap chon
mi tén bén phai Iénh Insert.

E‘”Insert =

E'I' Inzert Cells

S UMY Tnsert Sheet Columns

Q Inzert Sheet

Danh sach xuat hién ban nhap chon muc Insert Sheet Columns, mot cot mdi sé dugc chén vao bén
trdi cla cot hién thagi. Dugi day la vi du danh sach hoc sinh dugc chen cot méi dé Iuu thong tin vé
ngay sinh cua ting hoc sinh.

A E C D E F

1

2 PHAM PHAN MEM KE|TOAN AVIN

3

4 STT Tén phan mém Gid thanh

: 1 :\:j" mé&m k&todn quan i Lign h& vai AVIN

6 2 |Awin SLM 2010 15.000.000 - 10.000.000
7 3 |Avin DSM 2010 2.900.000

8 4  |Avin Free Editor 2010 Free

9

Sheetl | Sheet2 | Sheet3 (] [

Cach 2: Nhap chuot phai vao Cell bat ky trén cot can chén cot mdi trudc nd, chon muc Insert...
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a6 Cut

By Copy
T}, Paste Options:
il

[

Paste Special...

Insert

Delete

Clear Contents
Eormat Cells...

Column Width...

Hide

Unhide

HOp thoai Insert xuat hién nhu hinh duégi day

Inzert
(71 Shift cells right
() Shift cells down

() Entire row

T s i

IrInse'rt 'Li_hlg1

4

Ban nhap chon Entire column sau dé nhan OK.

Cach 3: Nhap phai chudt 1én 0 tiéu dé cua cot can chén cot mdi trudc nd chon Insert.

Sheetl | Sheet2 Sheet3

Xd6a mot cot

DE xda mot cdt trén Sheet ban cé thé thuc hién theo cac cach sau day:

o
)

Calibi ~|11 ~| & A7 $ - % »

D1 M fe B
A B C D

. o

2 PHAM PHAN MEM KE|[TOAN A ™

X b

4 STT Tén phan mém Gid th

: 1 ;‘:in meém k& todn quan tri Neneneil

6 2 |Avin 5LM 2010 5.000.000 - 1

7 Avin DSM 2010 2.500.000

8 4 |Avin Free Editor 2010 Free

9

I =0 - A8
£ F G

Cut

Copy

Paste Options:

]

=4 =

Paste Special...

Insert

Delete

Clear Contents

Format Cells...

Column Width...

Hide
4

Cach 1: S dung thanh cong cu Ribbon
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+ Nhap chudt chon toan bo hodc nhap chon mot Cell trong cot can xoéa.

+ TU thanh cong cu Ribbon nhap chon Tab Home, tim t&i nhdom Cells, nhap chon mdi tén bén phai
cua lénh Delete.

E‘“ Delete -

E’“ Delete Cells...

LxJ Delete Sheet Columns
5% Delete Sheet

Danh sach xuat hién, ban nhap chon muc Delete Sheet Columns.
Cach 2: Nhap phai chu6t vao 6 bat ky trén cot can xda chon Delete...

& Cut

E® Copy

ki

i Paste Options:

D

Paste Special...
Insert...
Delete...

Clear Contents

Filter b
Sort »

Insert Comment

[

Format Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...

HOp thoai Delete xuat hién ban nhap chon muc Entire column r6i nhap Ok.

i Delete Lilér

Delete

(71 5hift cells [eft
() Shift cells up

() Entire row
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Cach 3: Nhap phai chudt 1én 6 tiéu dé cua cot can xda chon Delete.

A B C D E
af Cut
1 B
z 2 Copy
2 PHAM PHAN MEM KE|TOAN AV = ="
ry Paste Options:
3 RS
4 STT Té&n phin mém Gid thar ==
. 1 F’h.?i'n mam k& todn quan tri LI&n hé véi AV Paste Special...
Avin Insert
6 2 |Awin SLM 20170 5.000.000 - 10. Delete
7 3 Avin DSM 2010 2.900.000 Clear Contents
8 4 |Avin Free Editor 2010 Free Format Cells...
9 Column Width...
Sheetl | Sheet? | Sheet3 @ Hide
e

An, hién cot

Trong mot Sheet ban s dung rat nhiéu cot, tuy nhién khi in rat hodc theo doi ban lai chi can mot vai
cOt, cac cot con lai ban cd thé dé ching an di, khi nao can thao tac mdi cho hién Ién. D& lam an hién
cac cdt trén Sheet ban cd thé thuc hién theo mdt trong cac cach sau day:

Cach 1: S dung thanh cong cu Ribbon
+ Nh&p chon cdt can &n

+ TU thanh c6ng cu Ribbon nh&p chon Tab Home tim t&i nhdm 1&nh Cells. Tiép theo nh&p biéu tugng
mi tén bén phai Iénh Format.
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E‘“In:&rt -
E?‘ Delete -
EI Format -
| Cell Size
I[ Row Height...
AutoFit Row Height
L] Column Width...
AutoFit Column Width

Default Width...

Visibility
Hide & Unhide g Hide Rows
Organize Sheets Hide Columns
Bename Sheet Hide Sheet

Move or Copy Sheet...
Tab Color ¥

Unhide Rows

Unhide Columns

Protection
I:' Protect Sheet...
Lock Cell

Format Cells...
+ Danh sach liét k& cac 1énh trong muc nay xuét hién, ban di chuyén chudt tdi muc Hide & Unhide

chon Hide Columns. Trong vi du dudi day ching ta d& lam &n cbt C, ban dé€ y trong hinh anh tiéu dé
c6t khong con lién tuc (B r6i dén D).

cl - fe

A B D E F G
1
2 PH/M PHAN MEM KE TOAN AVIN
4 STT Gid thanh
5 1 |Lién hé voi AVIN
] 2 |5.000.000 - 10.000.000
7 3 |2.300.000
8 4 |Free
9

Sheetl | Sheet? | Sheet3 ()]

Py

READY

Khi can hién c6t C 1én dé thao tac, ban chon hai cdt B va D (Cot trudc va sau cbt an) nhu hinh dudi
day:
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Bl - S

A B D E F G
1
2 PHAM PHAN MEM [KE TOAN AVIN
3
4 STT Gid thanh
5 1 |Lién hé voi AVIN
6 2 |5.000.000 - 10.000.000
7 3 |2.900.000
8 4  |Free
9

Sheetl | Sheet? | Sheet3 )

READY A)

Thao tac tuong tu nhu phéan trén, chidng ta chon Iénh Format trong Tab Home, sau dé chon Unhide
Columns nhu hinh dugi day:

E‘“In:&rt -

E?‘ Delete -
EI Format -
_| Cell Size
'L Row Height...
AutoFit Row Height
L] Column Width...
AutoFit Column Width

Default Width...

Visibility
Hide & Unhide L4 Hide Rows
Organize Sheets Hide Columns
Benarne Sheet Hide Sheet
Move or Copy Sheet... Unhide Rgws
Tab Color ’ Unhide Columns
Protection
I:' Protect Sheet...
Lock Cell

Format Cells...

Cach 2: Nhap phai chudt 1&n tiéu dé cot can an chon Hide.
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1 6 Cut
i B2 Copy K
2 PHAM | & = TOAN AVIN
| Iy Paste Options:
3 e
4 STT O
Paste Special...
g 1 |Liénl
Insert
[ 2 |5.000 Delete
7 3 |2.500 Clear Contents
8 4 |Free Format Cells...
9 Column Width...

Sheetl = is )
— ]

Mudn hién cbt d3 bi 8n bang cach nay ban chon hai cot trudc va sau cdt bi &n, nhap phai chudt 1én
phan tiéu dé chon Unhide.

A B - E F G
—_— ¥ Cut
1 I:I - By Copy -
2 PHAI - | (E TOAN AVIN
- iy Paste Options:
3 e
0
4 51T .
Paste Special...
5 1 (u Insert
[ 2 |5 Delete
7 = ) Clear Contents
-] 4 [k Format Cells...
9 Column Width...
Hide -
Shee ()
Unhide =

2.4. Lam viéc véi hang (dong)
Chon dong

DE chon toan bd mot dong Sheet ban nhap chudt trai vao 6 tiéu dé clia dong do, dong dugc chon sé
chuyén thanh mau sam. Vi du dudi day ching ta vira chon dong thr 4.
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A4

- 5

B C

D

PHAM PHAN MEM KE TOAN AVIN

STT Té&n phin mém

Gia thanh

[=] £] ~ o

Phan m&m k& todn quan tri
Avin

Li&n hé voi AVIN

2 |Avin LM 2070

5.000.000 - 10.000.000

3 |Avin DSM 2010

2.900.000

4 |Avin Free Editor 2010

Free

Sheetl Sheet2 Sheet3

(]

READY

Trong trudng hdp mudn chon nhiéu dong lién nhau mot Itc ban nhap chon vao tiéu dé dong dau tién,
gilr va kéo chudt dén cac dong tiép theo, cudi cling tha chudt & dong cudi cling. Hodc ban cling cé thé
thao tac bang cach nhap chon vao tiéu dé dong dau tién, sau do gilr phim Shift va nhap ti€p chudt
trdi vao tiéu dé dong cudi cung. Két qua sé dugc nhu hinh duGi day:

- I
A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
a 5TT Té&n phin m&m Gid thanh

Phan mé&m k& toan quan tri

Lién hé vai AVIN

5 Avin
6 2 |Avin SLM 2070 5.000.000 - 10.000.000
7 3 |Avin DSM 2010 2.900.000
8 4 |Avin Free Editor 2010 Free
SR
Sheetl | Sheet? | Sheet3 ®

NEéu mudn chon cac dong khong lién nhau ban nhap chon chudt trai vao tiéu dé dong dau tién, gilra
phim Ctrl va nhap chu6t trai vao tiéu dé dong cua cac cdt tiép theo.
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AB - 3

A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
4 | STT Tén phan mém Gid thanh
: 1 F‘P'!an meém ké toan quan tri Lién hé v&i AVIN

Avin

6 | 2 [Awvin SLM 2010 5.000.000 - 10.000.000
7 3 |Awin DSM 2070 2.900.000

8 ||:| 4  |Avin Free Editor 2010 Free

Sheetl | Sheet? | Sheet3 )

Hiéu chinh chiéu cao

Dé hiéu chinh chiéu cao clia dong ban cd thé thuc hién theo cac cach sau déy:
Cdch 1. S0 dung chudt

- Di chuyén chudt dén phan tiéu dé dong can thay déi chiéu cao.

- Khi d6 con tro chubt cé dang mét miii tén hai chiéu, nhap gilt chudt trdi va kéo Ién trén dé giam
hodc kéo xudng dudi dé tang chiéu cao cho dong. Khi dat chiéu vira y thi tha chudt ra. Trong khi kéo
chudt, gia tri chiéu cao clia dong xuat hién & khung hinh chir nhat phia trén.

AB - I
A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
4 STT Té&n phin mém Gid thanh

Ph&n mém k& todn quan tri

- Lién hé voi AVIN
5 | Height: 15.00 (20 pixels) 'en nevel

6| 2 |Avin SLM 2010 5.000.000 - 10.000.000
7 3 |Avin DSM 2010 2.900.000
g 4 |Avin Free Editor 2010 Free
9
Sheetl | Sheet? | Sheet3 )

Cach 2: S dung thanh cong cu Ribbon
- Nhap chon dong can diéu chinh chiéu cao

- TU thanh c6ng cu Ribbon nhdp chon Tab Home, sau dé tim tSi nhdm Cells. Trong nhdém nay ban
nh&p chon biéu tugng Format.
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Insert - -
e 2 by
g Delete - '

— Sort & Find &
[=] Format ~

— 7 Filter = Select~

Cell Size
I[ Row Height...
AutoFit Row Height
L] Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide ¥
Organize Sheets
Bename Sheet
Move or Copy Sheet...
Tab Color k
Protection
[B°  Protect Sheet...
Lock Cell

Format Cells...

Danh sach xuat hién ban nhap chon mot trong cac chirc nang sau:

- Row Height...: Sau khi chon [énh nay hdp thoai Row Height xu&t hién ban cd thé thay déi chiéu cao
cho dong hién tai bang cach nhap gia tri trong 6 Row Height, sau d4 nhan nat Ok dé xac nhan.

r I
Row Height M

j| Row height: | 20|

[ ox ] [ comeer |

e = — A

- AutoFit Row Height: Chon Iénh nay dé chuong trinh tu dong thiét 1ap chiéu cao cho dong.

Cach 3: Ban o thé thay dbi chiéu cao cho dong bang cach nhap chudt phai Ién phan tiéu dé cla dong
can thay doi chiéu cao, sau dé chon Row Height...
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A B Cc D E
1
zCalibri /11 <] A AT § - % o KE TOAN AVIN
B I =D A-H 0N

| [err | Tén phan m&m Gia thanh
p!
g6 Cut in m&m k& toan quan tri Lidn hé véi AVIN

IER Copy ! '
& -D et Onn 1 SLM 2010 5.000.000 - 10.000.000
7 - 1 DSM 2010 2.900.000

=4 =
g 1 Free Editor 2010 Free

Paste Special...
g
3 Insert
1 Delete
1 Clear Contents
1 Format Cells...
1 Row Height...

Hide L | Sheetz | Sheet3 )

HOp thoai Row Height xuat hién, ban thiét Iap chiéu cao cho dong trong 6 Row Height.
[ Row Height @l&r

Row height: | 20|

[ oK ][ Cancel ]

Cudi cling nh&p Ok dé hoan tét.

Chen thém mot dong

DE chén thém mét dong méi vao Sheet ban cé thé thuc hién theo cac cach sau day:
Cdch 1. S dung thanh cong cu Ribbon

+ Chon dong (hoac mot Cell trong dong) ma ban mudn chen dong mdi vao trudc no.

+ TU thanh cong cu Ribbon nhap chon Tab Home tim t&i nhom Cells, trong nhdm nay ban nhap chon
mi tén bén phai Iénh Insert.

g‘I'Insert =
EI' Insert Cells

§l= Insert Sheet Rows
Q Insert Sheet
Danh sach xuat hién ban nhdp chon muc Insert Sheet Rows, mot dong mdi sé dugc chén vao phia

trén cla cot hién thdi. DuGi day la vi du danh sach hoc sinh dugc chén dong mdéi dé bé xung thém
danh sach hoc sinh dat danh hiéu tién ti€n cta IGp.
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AB - k2

A B (5 D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT Tén phan mém Gid thanh
. N Phan m&m ké todn quan tri Lign h& vei AVIN

Avin

6]
7 4@ 2 |Avin SLM 2010 5.000.000 - 10.000.000
] 3 |Avin DSM 2010 2.500.000
g 4 |Avin Free Editor 2010 Free

Sheetl | Sheet? | Sheet3 (O]

Cach 2: Nhap chu6t phai 1én Cell bat ky trong dong can chén dong mdi trudc nd, chon muc Insert...

X Cut
By Copy

o

& Paste Options:

111

=
!
Paste Special...
Inzert...
Delete...
Clear Contents
=] Quick Analysis
Filter k
Sort 2
L7 Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...
HOp thoai Insert xuat hién nhu hinh dudgi day

IrInsvart Mw

Insert
(71 Shift cells right
(71 5hift cells down

A

() Entire golumn

E_[ i) (el |

Ban nhap chon Entire row sau dé nhan OK.
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Cach 3: Nhap phai chudt 1én 0 tiéu dé cua dong can chén dong mdi trudc né chon Insert.

1

1
1

1

A B c D E

B

*
BB

Y

G

calibri <1 -l & & % - 9% o B | KE TOAN AVIN

I =&-A I
| err | Tén phin mé&m Gid thanh
;:i: in mem ké toan quan tri Lién hé vai AVIN
Paste Options: nSLM 2010 5.000.000 - 10.000.000
=Y n DSM 2010 2.900.000
Piegpecial... n Free Editor 2010 Free
Insert
Delete
Clear Contents
1 Format Cells...
Row Height...
Hide 1 | Sheetz | Sheet3 )

Xd6a mot dong

DEé xda mot dong trén Sheet ban co thé thuc hién theo cac cach sau day:
Cach 1: S dung thanh cong cu Ribbon

+ Nhap chudt chon toan b6 hodc nhap chon mét Cell trong dong can xda.

+ TU thanh cong cu Ribbon nhap chon Tab Home, tim t&i nhdom Cells, nhap chon mdi tén bén phai
cua lénh Delete.

E:“Insert -

E" Delete -

E}c
.

7

L4

x
Ex

Delete Cells...

Delete Sheet Rows

Delete Sheet Columns

Delete Sheet

Danh sach xuat hién, ban nhap chon muc Delete Sheet Rows.
Cach 2: Nhap phai chudt vao 6 bat ky trén dong can xoéa chon Delete...
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J6 Cut
ER Copy
i Paste Options:

T

Paste Special...
Insert...
Delete...

Clear Contents

Filter 3
Sort 3
Insert Commment

L

Eormat Cells...
Pick From Drop-down List..
Define Mame...

% Hyperlink...

HOp thoai Delete xuat hién ban nhap chon muc Entire row roi nhap Ok.

- ™
Delete &lg

Delete

() Shift cells |eft
() shift cells u

==

Cach 3: Nhap phai chudt 1én 6 tiéu dé cua dong can xda chon Delete.
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A3 - fe

A B C D E
JCalibi -1 - AT A -0 0 B

(B 1 =0 A 5 9% Y | KE TOAN AVIN
-~

% Cut — —
"By Copy L T“en pﬂhar’w mem _ Gid thanh
| T3 Paste Options: :n mé&m ké toan quan tri Li&n hé véi AVIN
[ .:f.‘ % nSLM 2010 5.000.000 - 10.000.000
1 Paste Special... nDSM 2010 2.900.000
Insert n Free Editor 2010 Free
[} Delete
1 Clear Contents

1 Format Cells...
1 Row Height...
Hide

Unhide

1 | Sheet? | Sheet3 @

An, hién dong

Tudng tu nhu thao tac vdi cot, trong qua trinh sC( dung ching ta sé bat gdp nhiing tfu"dng hgp can
phai an hay hién mdt s6 dong trong bang tinh. D€ thuc hién cng viéc nay ban c6 thé lam theo mét
trong cac cach sau day:

Cach 1: S dung thanh cong cu Ribbon
+ Nhé&p chon dong can &n

+ TU thanh c6ng cu Ribbon nh&p chon Tab Home tim t&i nhdm 1&nh Cells. Tiép theo nh&p biéu tugng
mi tén bén phai Iénh Format.
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E‘“In:ert v

E" Delete -

EIFormat*

Cell Size

i[ Fow Height...
AutoFit Row Height

{':', Column Width...

AutoFit Column Width

Default Width...
Visibility
Hide & Unhide L4 Hide Rows
Organize Sheets Hide Columns
Bename Sheet Hide Sheet
Move or Copy Sheet.., Unhide Rows
Tab Color ’ Unhide Columns
Protection
l:' Protect Sheet...
Lock Cell

Format Cells...

+ Danh sach liét ké cac Iénh trong muc nay xuat hién, ban di chuyén chuf)t téi muc Hide & Unhide
chon Hide Rows. Trong vi du dudi day ching ta da lam an hang 6, ban dé y trong hinh anh tiéu dé
c6t khong con lién tuc (5 roi dén 7).

AB - e
A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT T&n phin mé&m Gia thanh
s 1 E:j” memkEtosn quantil s ha vai AVIN
7 3 |Avin DSM 2010 2.900.000
g 4 |Avin Free Editor 2000 Free
9
10
11
12
13
14
Sheetl | Sheet2 | Sheet3 (]

READY

Khi can hién cac hang nay 1én dé thao tac, ban chon hai hang 5 va 7 (hang trén va hang dudi cac
hang bi 4n) nhu hinh dudi day:
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A5 - 5
A B 9 D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT Tén phan mém Gid thanh
- 1 :i” mem kEtodnquanti |\ ;a0 hé véi AVIN
5 3 |Avin DSM 2010 2.900.000
&8 4  |Avin Free Editor 2010 Free
9
10
11
12
13
14
Sheetl | Sheet? | Sheet3 ®

Thao tac tucong tu nhu phan trén, chidng ta chon Iénh Format trong Tab Home, sau dé chon Unhide
Rows nhu hinh duéi day:

E‘“Insert -

E" Delete -

EIFormat*

Cell Size

i[ Row Height...
AutoFit Row Height

L] Column Width...

AutoFit Column Width

Default Width...
Visibility
Hide & Unhide k Hide Rows
Organize Sheets Hide Columns
Bename Sheet Hide Sheet
Move or Copy Sheet... Unhide Rows
Tab Color ’ Unhide Columns
Protection
7 Protect Sheet...
Lock Cell

Format Cells...

Cdch 2: Nh3p phai chudt 1én tiéu dé dong can an chon Hide.
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A B C D
2cabn - - & 4§ % » B KE TOAN AVIN
5 B Ig@)._&.:::::::.%g_)og ~
4 I | arr | T&n phan mé&m Gid thanh

,_X_\ Cut = T —
n mé&m k& toan quan tri Li&n hé V& AVIN

2 By Copy
6 [T4 Paste Options: SLM 2010 5.000.000 - 10.000.000
7 “D DSM 2010 2.900.000
2] Paste Special... Free Editor 20010 Free
9 Insert
10 Delete
11 Clear Contents
12 Format Cells...
13 Bow Height...
14 Hide

Unhide Sheetz | Sheet3 @

READY

Mudn hién cac dong da bi &n bang cach nay ban chon hai cdt trudc va sau cot bi 8n, nhdp phai chudt
Ién phan tiéu dé chon Unhide.

A B C D I
2 PHAM PHAN MEM KE TOAN AVIN
Clcalbi i - A A -9 s

= - - b ~
, BI=0A-0 Gia thanh
I [ IPhEn m&m ks todn quan tri L

5| X Cut Lién hé vei AVIN
7 By Copy DSM 2010 2.900.000
g ‘-|3 Paste Options: Free Editor 2070 Free

e
g O
10 Paste Special..
11 Insert
12 Delete
13 Clear Contents
14 Format Cells...
15 Bow Height...

Hide Sheet2 | Sheet @

2.5. Mot so thao tac khac

Trong phan nay chiing téi s& cling cac ban di dinh dang mdt bang tinh dé& cé thé in ra may in bang
cach van dung nhiing gi da hoc tir ban dau tdi bay giG. Ngoai ra trong phan nay ching téi cling gitp
céc ban cd thé thuc hién mdt s6 thao tac tinh toan don gian trén bang tinh, dé ciing chinh 1a ndi dung
quan trong nhat ma ban can ndm dugc khi nghién clru Excel. Tuy nhién trong phan nay yéu cau dét
ra la ban chi can lam theo hudng dan, chdng ta sé dé cap nhitng van dé nhu lam viéc véi dit liéu, sir
dung ham, c6ng thic trong céc phan tiép theo. D& cd thé theo ddi ndi dung phan nay chiing ta sé bat
dau vSi mét bang tinh thd sau khi tinh todn cdn chinh ndi dung dé cé thé cho ra két qua cudi cling
nhu hinh dudi day:
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A B C D E F G H 1

1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén I.l.ro'r:g L N-gé\r meng Phu cap 'I:am Luong chinh
3 ban coéng thang tng
4 1 Nguyén Manh Hiung 1,500,000 23] 1,326,923 200,000 1,526,923
5 2 |Hoang Van Thuy 1,400,000 25| 1,166,667] 350,000 500,000 1,016,667
5 3 |Nguy&n Ngoc 1,300,000 26| 1,126,667| 210,000 700,000 536,667
7 4 |Pham Vin Huy 1,100,000 24 880,000 230,000 1,110,000
& 5 |Pham NgocThach 1,200,000 21 840,000 840,000
9 6 |D&ThiHang 1,100,000 20| 733,333 733,333
10 7 Nguyén Vin Tai 1,100,000 26 953,333 200,000 400,000 753,333
11 8 |Hoang Thién M&nh 1,100,000 23 843,333 843,333
12 9  |Pham Ngoclong 1,100,000 24| 830,000/ 240,000 1,120,000
13 10 Nguyén Thi Nga 1,100,000 25 916,667 250,000 1,166,667
14 11 Nguyén Bikc Nhan 1,100,000 20| 733,333 733,333
15 12 |Pham Vin Td 1,100,000 24| 330,000 230,000
16 Téng ching 14,200,000 11,280,256] 1,680,000 11,360,256
17
18 Ghi chu: Ngay cong chén 1 26 ngay.

Pau tién ching ta chuén bj dit liéu thd nhu hinh dudi day:

A B C D E F G H 1
1 BANG L'ONG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu'u'r:g o Nféy Lu’r:rng Phu cip 'I:am Luong chinh

3 ban cong thang irng
4 1 Nguyén Manh Hung 1,500,000 23 200,000
5 2 |Hoang Vin Thuy 1,400,000 25 350,000/ 500,000
6 3 |NguyEn Ngoc 1,300,000 26 210,000/ 700,000
7 4 |Pham Van Huy 1,100,000 24 230,000
8 5 |Pham Ngoc Thach 1,200,000 21
9 6 |BdThiHing 1,100,000| 20|
10 7 |Nguyén vanTai 1,100,000| 26 200,000 400,000
11 8 |Hoang Thién Ménh 1,100,000| 23
12 9 |Pham Ngoclong 1,100,000 24 240,000
13 10 |Nguy&n Thi Nga 1,100,000 25 250,000
14 11 Nguyén Dirc Nhan 1,100,000 20|
15 12 |Pham VanTu 1,100,000 24|
16 Téng cong 14,200,000 1,680,000
17
18 Ghi chu: Ngay cong chén 13 26 ngay.

Trén day la so liéu bang luang nhan vién cia mot phong ban trong cong ty A. DU liéu cac cot Luang
cd ban, ngay cong, phu cap, tam ng cho trudc. Cac cong viéc con lai ma chdng ta phai lam nhu sau:

1. Tinh ¢t luong thang = Luong cd ban / 26 * Ngay cong

2. Luang chinh = Lugng thang + Phu cap — Tam (ng

3. Tinh t6ng cdng cac cdt Luong cd ban, Luong thang, Phu cdp, Tam (g, Luong chinh.
4. Pinh dang bang tinh nhu hinh trén.

Can clr vao yéu cau trén ching ta cd thé chia cng viéc thanh cac budc nhé sau day:
Budc 1: Tinh gia tri cot luang thang

- Ban nhap chudt chon 6 F4 (6 dir liéu dau tién cua cot Luang thang).

- Nh&p dlp chubt hodc nhan phim F2 dé dién cong thic vao cho 6 nay, khi con trd chudt nhap nhay &
0 nay ban nhap vao ndi dung sau day: =D4/26*E4.
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A B C D E F G H 1

1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
STT Ho tén Lu'o'r:g i Nigéy Lu'?'ng Phu cip 1:?"" Lweng chinh
3 ban cdng thang rng
4 1 |[Nguy&n Manh Hiing 1,500,000) 231=04/26%¢4]| 200,000
3 2 |Hoang Van Thuy 1,400,000 25 350,000 500,000
5 3 |Mguy&n Ngoc 1,300,000 26 210,000| 700,000
7 4 |Pham Van Huy 1,100,000 24 230,000
a8 5 |Pham Ngoc Thach 1,200,000 21

Sau do6 nhan Enter, thao tac trén ching ta da dién vao 6 F4 mot cong thuc (trong Excel ndi dung bat
dau véi ddu = sé hiéu la bat dau mot cong thic). Sau khi Enter két qua cong thiic sé dudc tinh ra
nhu hinh dudi day:

A B C D E F G H I
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
STT Ho tén Lu'o’r:g i Nféy Lu'?'ng Phu cap 1:?“" Lwong chinh
ban cdng thing rng
4 1 Nguyén Manh Hung 1,500,000 23| 1,326,923 200,000
5 | 2 |Hoang Van Thuy 1,400,000 25 350,000| 500,000
6 3 |Nguyén Ngoc 1,300,000 26| 210,000 700,000

- Nhié,m vu ti€p theo cua ban la tinh toan cho cac 6 con lai trong cot, ban nhap chon lai 6 F4 sau doé di
chuyén chudt xuéng chdm den cudi cia khung hinh chit nhat (Fillhand) khi con tré chudt doi thanh
hinh dau cong ban gilra va kéo xudng téi 6 F15.

A B C D - E G - I

1 BANG LUO'NG NHAN VIEN THANG 12/2013
STT Ho tén Lu’u'r:g e Nngéy Lu’r:\'ng Phu cip 'I:am Lweng chinh

3 ban cdng than irng
4 1 |Nguy&n Manh Hing 1,500,000 23| 1,326,923 200,000
5 2 |Hoang Vin Thuy 1,400,000 25 350,000 500,000
6 3 [Nguyén Ngoc 1,300,000 26 210,000 700,000
7 4 |Pham Vin Huy 1,100,000 24 230,000
8 5 |Pham Mgoc Thach 1,200,000 21
] & |B&ThiHang 1,100,000 20
10 7 |Mguy&n van Tai 1,100,000 26 200,000 400,000
11 8 |Hoang Thién Ménh 1,100,000 23
12 9 |Pham Ngoc Long 1,100,000 24 240,000
13 10 |Nguy&n ThiNga 1,100,000 25 250,000
14 11 |Nguy&n Birc Nhan 1,100,000 20
15 12 |Pham Vin T( 1,100,000 24
16 Téng cong 14,200,000 1,680,000

Sau dé tha chuodt ra, két qua tat ca cac 6 tir F4 dén F15 sé dudc dién gia tri v8i cong thdc tuong Ung
dua trén cong thirc 6 F4.
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A B C D E F G H 1
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu'o’r:g i Nf‘ay Lu'?'ng Phu cip 1:?“" Lwong chinh

3 ban cong thang ng
4 1 |Nguy&n Manh Hiing 1,500,000 23| 1,326,923 200,000
5 2 |Hoang Van Thuy 1,400,000 25| 1,346,154| 350,000) 500,000
6 3 |Nguy&n Ngoc 1,300,000 26| 1,300,000( 210,000 700,000
7 4 |Pham Vin Huy 1,100,000 24| 1,015,385 230,000
8 5 |Pham Ngoc Thach 1,200,000 21] 969,231
9 6 |pdThiHing 1,100,000 20/ 246,154
10 7 |Mguy&n van Tai 1,100,000 26|_1,100,000(  200,000) 400,000
11 8 |Hoang Thién Mé&nh 1,100,000 23| 973,077
12 9 |Pham Ngoclong 1,100,000 24| 1,015,385 240,000
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000
14 11 |Nguy&n Biec Nhan 1,100,000 20| 846,154
15 12 |Pham VinTu 1,100,000 24| 1,015,385
16 Téng cong 14,200,000 ™ 680,000

Budc 2: Tinh c6t Ludng chinh

- Chon 6 I5 sau d6 nhap vao cong thiric (Luang thang + Phu cap — Tam (ing): =F4+G4-H4

A B C D E F G H I
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu'o'r':g e Nngéy Lu'?'ng Phu cip 1:?"" Lwong chinh

3 ban cdng thang rng
4 1 |Nguyén Manh Hing 1,500,000 23| 1,326,923| 200,000 =FA+GA-HA
5 2 |Hoang Vin Thuy 1,400,000 25| 1,346,154| 350,000 500,000
5 3 |Nguyén Ngoc 1,300,000 26| 1,300,000 210,000 700,000

Sau d6 nhén Enter d€ xac nhan dir liéu.

- Tiép theo ban kéo Fillhand cho cac 6 con lai trong cbt (tur I5 tGi 115).

A g C D E F G H 1

1 BANG LUO'NG NHAN VIEN THANG 12/2013

STT Ho tén Lu’u'r:g i Nng‘ay Lu'?'ng Phu cip 1:?"“ Lwong chinh
3 ban cong thang ng
4 1 |Mguy&n Manh Hing 1,500,000 23| 1,326,923 200,000 1,526,923
5 2 |Hoang Van Thuy 1,400,000 25| 1,346,154 350,000] 500,000 1,196,154
6 3 |Mguy&n Ngoe 1,300,000 26| 1,300,000)  210,000] 700,000 210,000
7 4 |Pham V&n Huy 1,100,000 24| 1,015,385 230,000 1,245,385
g 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |p8ThiHéng 1,100,000 20| 846,154 846,154
10 7 |Mguy&n van Tai 1,100,000 26| 1,100,000  200,000] 400,000 900,000
11 8 |Hoang Thién Mé&nh 1,100,000 23| 973,077 973,077
12 9 |Pham MgocLong 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
14 11 |Nguy&n Dirc Nhan 1,100,000 20| 846,154 846,154
15 12 |Pham Vin Tu 1,100,000 24| 1,015,385 1,015,385
16 Téng cing 14,200,000/ 1,680,000
17
18 Ghi chu: Ngay cdng chin 13 26 ngay.

Bubic 3: Tinh hang téng céng

- D€ tinh hang tdng cdng ban nhdp chon & D16 va nhap vao cdng thic sau: =SUM(D4:D15).
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A B C D E F G H I

1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu':rr:g i N‘géy Llrr:rng Phu cap 'I:am Lrrerng chinh
3 ban céng thing ng
4 1 |Nguy&n Manh Hung 1,500,0001 23| 1,326,923| 200,000, 1,526,923
5 2 |Hoang Van Thuy 1,400,000 25| 1,346,154 350,000| 500,000 1,196,154
] 3 Nguyén Ngoc 1,300,000 26| 1,300,000 210,000) 700,000 810,000
T 4 [Pham Van Huy 1,100,000, 24| 1,015,385 230,000 1,245,385
8 5 |Pham NgocThach 1,200,000! 21| 968,231 969,231
9 6 |D&ThiHing 1,100,000} 20| B46,154 846,154
10 7 Nguyén WVin Tai 1,100,000 26| 1,100,000 200,000) 400,000 900,000
11 8  |Hoang Thién Ménh 1,100,000! 23| 973,077 973,077
12 9 |Pham NggcLong 1,100,000! 24| 1,015,385 240,000, 1,255,385
13 10 Nguyén Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
14 11 Nguyﬁn Birc Nhan 1,100,000 20 846,154 846,154
15 12 |Pham VinTa 1,100,000 24| 1,015,385 1,015,385
16| Tdng cong =sum(D4:D112Rx1C
17 SUM{numberl, [number2], ...)
18 Ghi chu: Ngay céng chdn 1a 26 ngay.

Nh&n Enter dé xac nhan céng thuc.

- Tiép theo ban kéo FillHand sang bén phai tir 6 D16 dén & 116 dé dién cdng thic tucng &’ng cho cac
0 trong hang nay.

A B C D E F G H I

1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu'u'r:g o NF‘ay Lu'r:rng Phu cap 'I:am Lwong chinh
3 ban cong thang wng
4 1 |Nguy&n Manh Hiing 1,500,000 23| 1,326,923) 200,000, 1,526,923
5 2 |Hoang Van Thuy 1,400,000 25| 1,346,154  350,000| 500,000, 1,196,154
5 3 |Nguy&n Ngoc 1,300,000 26| 1,300,000) 210,000| 700,000, 810,000
7 4 |Pham Vin Huy 1,100,000 24| 1,015,385 230,000, 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |D&ThiHing 1,100,000 20| 846,154 246,154,
10 7 |Nguy&n van Tai 1,100,000 26| 1,100,000  200,000| 400,000, 900,000
11 8 |HoangThién Ménh 1,100,000 23| 973,077 973,077,
12 9 |Pham Ngoclong 1,100,000 24| 1,015,385 240,000, 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
14 11 |Nguy&n Birc Nhan 1,100,000 20| 846,154 846,154
15 12 |Pham VinTu 1,100,000 24| 1,015,385 1,015,385
15| Téng cong 14,200,000| 281| 12,811,538 1,680,000/1,600,000] 12,891,538
17 A
18 Ghi chu: Ngay cong chan 13 26 ngay.

Budc 4. Binh dang bang tinh: Sau khi dién day da ndi dung chdng ta ti€n hanh dinh dang bang tinh
tuan tu nhu sau:

- Dinh dang tiéu dé cho bang tinh: Ban gdp cac 6 tir B1 dén 11, chon c3 chit 16 va dé ki€u chir dam.
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H - O Q& & = Céing ty PM AVIN - Excel
HOME = INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

- . | = - i -
D Calibri Aa == = General FZ Conditional Formatting =l

Ea - % - % »  [FFormatas Table - ExD
Paste . lE. AL === e It =
e v @ru- - 04 sE=es= <8 [T Cell Styles = £

Clipboard & Font [F} Alignment F] Mumber F] Styles C

o PRODUCT NOTICE Excel hasn't been activated. To keep using Excel without interruption, activate before Tuesday, Novemnber 20, 2012,

Bl - A || BANG LUONG NHAN VIEN THANG 12/2013
A B 5 D E F G H 1
1 | BANG LUO'NG NHAN VIEN THANG 12/2013
2
Lvo o| Nga Luo - T: .
STT He tén r:g i Agay i e Phu c3p ’am Lwong chinh
3 ban edng thing irng
4 1 |Nguyé&n Manh Hung 1,500,000/ 23| 1,326,923| 200,000 1,526,923
5 2 |Hoang VEn Thuy 1,400,000 25| 1,346,154| 350,000| 500,000 1,196,154
6 3 |Mguy&n Ngoc 1,300,000 26| 1,300,000 210,000| 700,000 810,000

- Ké khung cho bang tinh: Cac dudng ké trong bang tinh ma chiing ta nhin thdy thuc chat chi d& phan
dinh hang va c6t, ching sé khong dudc in ra. Néu mudn bang tinh dugdc ké 6 ching ta can tao dudng
vién (border) cho bang tinh. Cach thuc hién nhu sau:

+ Chon vung 0 ké border tir 6 B3 dén 116 nhu hinh dudi day:

A B c D E F G H 1

1 BANG LUO'NG NHAN VIEN THANG 12/2013

2

: STT Ho tén qul:;i e ':::; I;:::: Phu cap .ll.::nr: Lvong chinh
4 1 Mguy&n Manh Hing 1,500,000 23 1,326,923 200,000 1,526,923
5 2 Hoang Van Thuy 1,400,000 25 1,346,154 350,000 500,000 1,196,154
6 3 Mguy&n Ngoc 1,300,000 26 1,300,000 210,000 700,000 810,000
7 4 Pham V&n Huy 1,100,000 24 1,015,385 230,000 1,245,385
] 5 Pham Ngoc Thach 1,200,000 21 969,231 969,231
9 6 90 ThiHang 1,100,000 20 846,154 845,154
10 7 Mguy&n Vin Tai 1,100,000 26 1,100,000 200,000 400,000 900,000
1 2 Hoang Thi&n Ménh 1,100,000 23 973,077 973,077
12 9 Pham Ngoclong 1,100,000 24 1,015,385 240,000 1,255,385
13 10 NguyBn Thi Nga 1,100,000 25 1,057,692 250,000 1,307,692
14 11 Nguyén Birc Nhan 1,100,000 20 846,154 845,154
15 12 Pham VEnTd 1,100,000 24 1,015,385 1,015,385
16 Téng cing 14,200,000 281 12,811,538 1,680,000 1,600,000 12,891,538

+ TU thanh Ribbon nhép chon Tab Home, trong nhédm lénh Font nh3p chon mii tén bén trai biéu

tuong More borders “ . Danh sach dé xuéng ban chon Iénh All Borders.
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+ Nhu vay

Bottom Border
Top Border
Left Border

Right Border

Mo Barder
All Borders

Cutzide Borders

Thick Box Border

toan bd vung chon da dugc ké khung.

A B C D E F G H I

4 1 |Nguy&n Manh Hiing 1,500,000 23| 1,326,923 200,000 1,526,923
5 2 |Hodng Vin Thuy 1,400,000 25| 1,346,154| 350,000 500,000 1,196,154
6 3 |Nguyén Ngoc 1,300,000 26| 1,300,000 210,000 700,000 810,000
7 4 |Pham Van Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |D&ThiHing 1,100,000 20| 846,154 846,154
10 7 |Nguyén V3n Tai 1,100,000 26| 1,100,000 200,000| 400,000 500,000
11 8 |Hodng Thién Ménh 1,100,000 23| 973,077 973,077
12 9 [Pham Ngoc Long 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,632
14 11 |Nguy&n Birc Nhidn 1,100,000 20| 846,154 846,154
15 12 |Pham V&nTu 1,100,000 24| 1,015,385 1,015,385
16 Tong cing 14,200,000 281| 12,811,538 1,680,000/ 1,600,000 12,891,538
17

18 Ghi chu: Ngay céng chdn |13 26 ngay.

Tuy nhién ching ta can hiéu mét chit vé mau sac cua Borders ban ti€p tuc nhap chon mdi tén bén

trai bi€u tugng More borders

moOt mau nhat dinh & bang mau bén tay phai.

H -

Borders

“ Bottom Border
== Top Border

[ Left Border

) Right Border
Draw Borders

T Draw Border
D’ Draw Border Grid
# Erase Border
E Line Color

Line Style

HH More Borders...

B Automatic

Theme Colors

' H EN

White, Background 1, Darker 3
EEEEER

wvar More Colors...

" . Trong danh sach dé xudng ban di chuét t8i muc Line Color, chon

(menu trén da dudc thu gon dé chiing ta dé dang quan sat hon)
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- Dinh dang dong tiéu dé cta danh sach

Dong tiéu dé cla danh sach bat dau tir B3 dén 13, d€ dinh dang ban chon ving di liéu B4:14. Nhip
phai chubt chon Format Cells...

3{, Cut
By Copy
i)

Paste Options:

0

Paste Special...
Inzert...
Delete...

Clear Contents

& Quick Analysis
Filter 3
Sort 4
I 7 Insert Comment
Format Cells...

Pick From Drop-down List...
Define Mame...

% Hyperlink...

HOp thoai Format Cells xuat hién ban chon t&i Tab Alignment.

[ T F
| Wumber | Alignmznt | Tont ;)

Line Presets
Syle | | =1 [T
| [ ol R o
Fong ~ rmmemme——— |t | = L.

None  OQutline  Insice

Dorder

Automatiz

above,

H
I
I
i
I
I
H
i
I
The seletted border style can beapplice by clicking the presets, preview diagram or the buttons |

] [ LEncel l

Trong muc Horizontal va Vertical ban chon gia tri Center, thiét 1ap thudc tinh nay c6 tac dung can noi
dung vao gitra Cell. Tiép theo tich chon muc Wrap text, nhirng cell dugc thiét 1ap thudc tinh nay néu
nOi dung vugt qua do rong cua Cell s€ tu dong xudng dong mdi va tang do cao clia dong phu hgp Vdi
noi dung.

Tiép tuc nhap chon Tab Font trong muc Font style ban chon Bold dé t6 dam chif trong dong tiéu dé.
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R - -
Format Cellc T— 020202 [T
U R EEEEEEEEEEEESSSSSSS—S_—_—_—_—_-_-_- —
]S
|| N I P S, I I
Il | HUmMRST I Allgnment | e | Doracr I rimn I Frolccuion

Il
| Size:

Font style:

‘:ﬂz;‘]ia"«ﬁir'a'
>

I wormal ront

Sau khi thiét 18p xong thuéc tinh cho céc Cells & Tab Alignment va Tab Font ban nhap chon Tab Fill d&
dat mau nén cho cac Cells. Tab Fill xuat hién ban chon tdi mau xam nhu hinh dudi day:

i | Number | Alignment | Font | Border |

Eackground Color:

Mo Calar

1l

Bl

B

Bl

1B

1Bl

1Bl

Bl

1Bl

1Bl

L

:H "] strikethrouah

I | Supzrscript AaBbCcYyiz

R T

0 i} subscript

L

L

Bl

|| Thic is 3 TrueTune Font. The came fand will be used on hoth vour srinter and sour screen,

|I e = b FERS R RER R e i i b b

L

I

B

B

Bl

i

L]

[ f e 1 - 1
|I l R I | Larce |
. 00000O0————— —— j

RN

;| Protection |

Pattern Color:

=]

| Automatic

Pattern Style:

=]

|
|
a
]
a
]
|
|

| Fill Effedts... | | More Colors... |

Cudi cing nh3p Ok dé thuc hién cac thay d6i. K&t qua sau budc nay ching ta s& dugc nhu hinh dudi
day:
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A B C D E F G H 1

1 BANG LUUO'NG NHAN VIEN THANG 12/2013

2

2 sTT Ho tén I'“T;?‘W ::: I:rh:nf Phu c3p I:: Lwong chinh
4 1 |Nguy&n ManhHing | 1,500,000 23| 1,326,923| 200,000 1,526,923
5 2 |Hoang van Thuy 1,400,000 25| 1,346,154 350,000| 500,000 1,196,154
6 3 |Nguyén Ngoc 1,300,000 26| 1,300,0000 210,000| 700,000 810,000
7 4 |Pham vin Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21 969,231 969,231
9 6 |DdThiHang 1,100,000 20] 846,154 846,154
10 7 |Nguy&n vanTai 1,100,000 26| 1,100,000) 200,000| 400,000 900,000
11 8 |Hoang Thién Mé&nh 1,100,000 23| 973,077 973,077,
12 9 |Pham Ngoc Long 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
14 11 |Nguy&n Dirc Nhan 1,100,000 20 846,154 846,154
15 12 |Pham VanTu 1,100,000 24| 1,015,385 1,015,385
16 Tong cing 14,200,000 281| 12,811,538| 1,680,000|1,600,000] 12,891,538

- Binh dang dong téng cdng clia danh sach: D& dinh dang dong tdng cdng ban chon ving Cell tir B16
dén 16, nhap phai chudt chon Format Cells... Hop thoai Format Cells xuat hién ban nhap chon tab

Font.

f
Furmial Cells

| I I
7

Trong muc Font style chon gid tri Bold dé€ bdi ddm chir. Tiép tuc chon tdi Tab Fill dé thiét 1ap mau nén
cho dong téng céng. Trong Tab nay ban chon mau ddm han mdt chit so vai dong tiéu deé.
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,

| MNumber I Alignment I Font I Border |

| Protection |

Background Colon Pattern Color

Automatic E

Pattern Style:

I~

H EEEOC W[

| Fill Effects... | | More Colors... |

Cubi ciing nhap Ok dé thuc hién thay déi. Sau budc nay bang tinh chiing ta sé nhu hinh dudi day:

A B C D E F G H I

1 BANG LUO'NG NHAN VIEN THANG 12/2013

2

3 N e A e g
4 1 Nguvén Manh Hung 1,500,000 23| 1,326,923 200,000 1,526,923
5 2 |Hoadng Van Thuy 1,400,000 25| 1,346,154 350,000| 500,000 1,196,154
6 3 |Nguyén Ngoc 1,300,000 26| 1,300,000| 210,000| 700,000 810,000
7 4 |Pham Van Huy 1,100,000 24| 1,015,385 230,000 1,245,383
8 5 |Pham Ngoc Thach 1,200,000 21 969,231 969,231
9 6 |pdThiHing 1,100,000 20| 846,154 846,154
10 7 Nguyén Van Tai 1,100,000 26| 1,100,000 200,000| 400,000 500,000
11 8 [Hoang Thién Ménh 1,100,000 23 973,077 973,077
12 9 |Pham Ngoc Long 1,100,000 24| 1,015,385 240,000| 1,255,385
13 10 |Nguyén ThiNga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguyén Birc Nhan 1,100,000 20| 846,154 846,154
15 12 |Pham Van Ta 1,100,000 24| 1,015,385 1,015,385

- Dinh dang cac c6t s6: Cac cot sé trong bang :cl'nh chua dugc dinh dang theo quy cach (cé dau phan
cach hang nghin) vi vay tugng doi khé nhin. Bé dinh dang cac cot nay ban trong c6t D ban chon cac 6
tu D4 dén D16 sau d6 nhan phim Ctrl chon ti€p vung th(r hai tir F5 dén 117 két qua sé nhu hinh dudi
day:
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A B C D E F G H 1

1 BANG LUONG NHAN VIEN THANG 12/2013

2

5 STT Ho tén Lm:;:w :I:: I::;:: Phu cdp .:_:: Lwong chinh
4 1 |Nguy&n Manh Hing 1,500,000 23| 1,326,923 | zoo,ooo| 1,526,923
5 2 |Hoang vin Thuy 1,400,000 25| 1,346,154| 350,000/ 500,000 1,196,154
6 3 |Nguy&n Ngoc 1,300,000 26| 1,300,000 210,000 700,000 210,000
7 4 |Pham Van Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |90 ThiHang 1,100,000 20| 846,154 846,154
10 7 |Mguydn vin Tai 1,100,000 26| 1,100,000 200,000 400,000 900,000
1 8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077
12 9 |Pham NgocLong 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Mguy®n Thi Nga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguy&n Dirc Nhidn 1,100,000 20| 846,154 846,154
15 12 |Pham VanTu 1,100,000 24| 1,015,385 1,015,385
16 | Tromgcong  aaz00o00|  om 1210538 " ses0.000] seoocon|| 12891538

Ti€p theo ban nhap phai chudt chon Format Cells, hOp thoai Format cells xuat hién ban chon Tab
Number.

(@ ——— i »
Format Cells (B

e — - ———
Mumber | aligrment | Font [ borcer | rill [ srotection
Catagonye
General " amplz

00,000
Currzrcy
Accounting n 5 P

Ueamral pleces U
Date Pz =
Time 7] Use 1000 Scparator ()
Percentzge
Fracticn Megative nunkers:
Scientiic D -
Test 1,732
Special [1,224)
Custam [.239]

Mumber is uzed for genzml display of numbers, Currency and Accounting offer sprdalized
formattirg for monetary value.

(]

="

+ Category: Ban chon muc Number

+ Decimal places: 0 (khdng c6 s6 Ié sau ddu phay)

+ Tich chon muc Use 1000 Separator (,). S& dung d&u phéy 1a ddu ngdn cach hang nghin.
+ Negative numbers: Chon gia tri dau tién

Cudi cuing nh3p Ok dé& hoan tat, sau budc nay ching ta da hoan thanh tinh toan va dinh dang cho
bang tinh.

www.clevercfo.edu.vn Trang 89



A B C D E F G H I
BANG LUO'NG NHAN VIEN THANG 12/2013

STT Ho tén LW':E i Nfév L“?“g Phu cip 'I:gm Luong chinh
3 ban cdng thiang wng
4 1 |Nguy&n Manh Hing 1,500,000 23| 1,326,923| 200,000 1,526,923
5 2 |Hoang Vin Thuy 1,400,000 25| 1,346,154 350,000| 500,000 1,196,154
6 3 |Nguy&n Ngoc 1,300,000 26| 1,300,000 210,000| 700,000 210,000
7 4 |Pham Van Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham NgocThach 1,200,000 21| 969,231 969,231
9 & |94 ThiHing 1,100,000 200  B46,154 846,154
10 7 |NguydnvanTai 1,100,000 26| 1,100,000 200,000| 400,000 900,000
11 8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077
12 9 |Pham NgocLong 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n ThiNga 1,100,000 25| 1,057,692 250,000 1,307,692
14 11 |Nguy&n Dirc Nhin 1,100,000 20{ 846,154 846,154
15 12 |Pham Vin Tu 1,100,000 24| 1,015,385 1,015,385
16 12,811,538] 1,680,000] 1,600,000 12,891,538
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Bai 3 — Lam viéc véi dir liéu

3.1. Kiéu dir liéu va cach dinh dang

3.1.1. Kiéu chudi

Kiéu dir liéu nay bao gdbm cac ky hiéu tir a dén z, tir A dén Z va cac phim s trén ban phim ngoai ra
nd con cd mot s6 cac ky hiéu trén ban phim.

DIr liéu loai chudi thuding dugc dung dé md t3, giai thich cac thanh phan cho rd rang nd khdng dung trong
tinh toan.

Néu cac kiéu dif liéu dugc nhdp vao khdng hgp 1€ thi Excel tu dong chuyén cac dif liéu nay thanh di liéu loai
chudi.

DiT liéu loai chudi khi diing trong cong thifc phai dugc rao trong cdp dau nhay kép (" ").
Khi mudn thé hién s& dudi dang ky tu, ban nhdp thém dau nhay don () trudc dir liéu chudi dang s6.
3.1.2. Kiéu ngay thang

Ki€u dir liéu ngay thang dugc thé hién ngay thang ndm gid phdt gidy hay thang ngay ndm... cach thé
hién ngay thang tuy theo su’ lua cho cta chdng ban

Chon cach thé hién ngay thang
Nhé&p phai chubt vao 8 hay nhom 6 ki€u ngay thang can dinh dang chon Format Cells.

}{ Cut
By Copy

[y Paste Options:

il il
=4 =

&

Paste Special...
Inzert...
Delete...

Clear Contents

Filter 3
Sort 3
I Insert Comment
Format Cells...
Pick From Drop-down List...
Define Name...

gg Hyperlink...

HOp thoai xuat hién ban chon t&i Tab Number.
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Format Cells

Humber Al.ignmentl Font | Earderl Fill |Pmtectian.|

Category:
General Sample
MNumber
Currency

Accounti ni Type:

i 143712
Time
14/3/2012
::E;E;:Ege 14/3/20121:30 CH
iantifi 14/3/20121:30 PM
Scientific
Text 14 Thg3 12
Speci 14 Thang Ba 2012
pe st 14 mars 12 il
Custom

Locale [lacation):

T - |

-

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.

[ ok || caneel

+ Category: Chon muc Date

+ Locale (Location): Chon gia tri Viethnamese

+ Type: Chon kiéu ngay thang can dinh dang.

Chon céach thé hién gié

Nhé&p phai chubt vao 8 hay nhdm 6 ki€u ngay thang can dinh dang chon Format Cells.

a6 Cut
Em Copy

.D Paste Options:
-

B

Paste Special...
Insert...
Delete...

Clear Contents

Filter 3
Sort »
(7 Insert Comment

Format Cells...
Pick From Drop-down List...

Define Name...
% Hyperlink...

HOp thoai xuat hién ban chon t&i Tab Number.
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1:30:55 PM
13:30:55

Time formats display date and time serial numbers as date values, Time Tormats that begin with
asterisk [ respond to changes in regional date and time settings that are specified for the

i oK i [ cancel |

+ Category: Chon muc Time

+ Locale (Location): Chon gia tri Vietnamese
+ Type: Chon ki€u thdi gian can dinh dang.
Mét s6 dang thé hién.

- Thé hién cua ngay thang

m/d/yy

d- mmm- yy

d- mmmm

mmm- yy

- Thé hién cla gid phut gidy

h:mm AM/PM

h:mm:ss AM/PM

h:mm

h:mm:ss

m/d/yy h:mm

3.1.3. Kiéu dir liéu Formula

Kiéu dif liéu dang cdng thirc bat budc dau tién phai 1a ddu bang (=), ti€p theo sau la cic hang, bién,
ham va két hgp vdi cac toan tr (s6 hoc, luan ly, quan hé).

Trong & c6 kiéu dif liéu dang cdng thirc, sau khi chuyén con trd qua 6 khac thi Excel chi hién thj két
qua tinh toan cla cong thirc chr khéng hién thi cdng thirc.

Trong hinh anh dudi day phan khoanh tron la gia tri cia cong thic trong hinh chir nhat.
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13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692

14 11 |Nguy&n Birc Nhan 1,100,000 20| 846,154 846,154
15 12 |Pham Van Tu 1,100,000 24| 1,015,385 1,015,385
16 [ Trongoome  Clooooos)  oma| sosivsos| nososon|nsooon] 1zs9n.59

17

3.1.4. Kiéu s hoc

Ki€u dir liéu nay bao gdbm cac phim s6 tir 0 dén 9 va cac ky hiéu nhu' +, -, *, (), ., =, $, %.

DU liéu ki€u s6 mac nhién dugc canh phai trong 6, néu dod dai cta s 16n han dd rong cda 6 thi nd tu
dong chuyén sang hién thi kiéu khoa hoc (s6 mii) hodc hién thi trén cac 6 ky tu (###), lic nay ban
chi can ndi rong 6.

Dé dinh dang cho dit liéu ki€u s6 ban thuc hién nhu sau:

- Chon 6 hoac nhodm 6 can dinh dang dir liéu, nhap phai chudt chon Format Cells.

a6 Cut
B2 Copy
"|3 Paste Options:

Paste Special...
Insert...
Delete...

Clear Contents

Filter 3
Sort 13
I3 Insert Comment

Format Cells...

Pick From Drop-down List...
Define Mame...

% Hyperlink...

HOp thoai Format Cells xuat hién ban chon t&i Tab Number.
- D€ dinh dang cho di liéu theo dang s& ban chon gid tri Number trong muc Category.
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")

- |
®
S -

i decimai piaces: |G =
LT e
Wl | | ¥ Use LOGD Separator ]
Bi | |Percentage

] Megative rumpers:

L}

»

EET

“umberis used for cereral display of numbers. Currenay 2nd Accounting offer specialized
frmatting fer monetan valus,

2
=

Caneel

+ Decimal palces: S8 chif s6 sau d&u phay.
+ Use 1000 Separator (,): Tich chon muc nay dé€ phan céach chif s& hang nghin.
+ Negative numbers: Chon ki€u hién thj dir liéu
- D€ dinh dang dir liéu dang tién té trong muc Category ban nhap chon muc Curency.
I T Tl T TS . L ey
e e .. . ... . U

Furrmal Cells

r T T T T 1
Number | Algnmert | Fonl | Euider | Fill | Froledion |

' |
| |
|| cetegery |
.I = = T A . I
|| | Gereral & sampie i
|| | Nunber |
I Accouit g Decimal pl . iﬁi |
Iil Dale Decimal places: |2 = Ii
Time . -
Pareentage Sumbol: | 5 U
Fraction Megative numoers:
_?::;”ﬁﬁf 175410 »
2 §1,234.10
Snerizl (51,234.10)
Cusztom [51,234..0)

Currency formats zre used for generzl monetary values, Use Accounting formats to align

decimal poinls in g columr,

+ Decimal palces: S8 chif s& sau d&u phay.
+ Symbol: Biéu tugng cua loai tién té.
+ Negative numbers: Chon ki€u hién thij dir liéu.
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- P& dinh dang di liéu ki€u phan trdm ban chon Percentage trong muc category:

e = e 3 - g Tzl

Fofmal el s —~— —— e
T = —— —

r

| 1 T T T T |

| | Numper | Aignment | ront | Barder | Fll | Proledion |

i : : : : : !

Il Category

|| ——— -

| Ceneral A Sampie

||| Number

| 1]

| Cedral places: |2 -

0l

|

|

|

|

N .
Wi | | 2PEciai
i | | Custom

Pereenlage formdly mulliphy Ihe el walue oy 100 ard displays The resull wilh o percenl symbuol,

—

+ Decimal palces: SG chil s6 sau ddu phay.
3.1.5. Kiéu mang
Ban c6 thé st dung cdng thirc mang (Array formula) dé thiét k& cdng thirc vdn cho ra nhiéu két qua.

Cong thic mang lam viéc vdi hai hodc nhiéu tap hgp gia tri khac nhau goi la d6i s6 cia mang, no sé
cho ra moét hay nhiéu két qua khac nhau.

NOi dung ctia mang cd thé chira gid tri s6, chudi, cic gia tri luan Iy hodc gia tri 10i.

+ Gia tri s6 trong mang bao gom cac gia tri s6 nguyén, s6 thap phan hay s ky thuat.
+ Chudi trong mang phai ndm trong cip dau nhdy kép.

+ Gia tri luan ly la Ture hodc False.

Trong mang khong co nhitng ky hiéu dac biét nhu %, $...

Mang thé hién theo nhiéu cach khac nhau, vi du: Mot ma trén hang thé hién qua mang nhu sau:
(1l213l41516l71819)

Cac d6i s6 cua mang phai cé kich thudc hang, cot bang nhau.
3.2. Pinh dang dir liéu
3.2.1. S&r dung thanh cong cu Ribbon

Dé dinh dang dit liéu cho Sheet béng thanh cdng cu Ribbon chiing ta quan tdm t&i Tab Home, gdbm
cac nhom lénh nhu Clipboard, Font, Alignment va Number.
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HOME

il
D db Calibri
Eg -
Past
aste ” B I U -~

b

Clipboard =

'%'-Eh'

Alignment

- Clipboard: D3 trinh bay cac phan trudc, bao gobm cac Iénh cat dan dir liéu.

- Font: Bao godm céc lénh dinh dang Font chif cho ndi dung céc Cell, d€ thuc ban chon Cell hodc nhém
Cell can dinh dang Font chit, sau d6 cd thé thao tac véi cac Iénh sau day:

" Calibri =11

HTH

Mumber -

$ - % ¢

.0 .00
00 3.0

b

e MNumber e

Font: Chon kiéu font chir cho ndi dung Cell bang cach nhap chon miii tén

bén phai cla biéu tugng nay. Danh sach xuét hién ban chon t&i Font chil can thiét 1ap.

Theme Fonts

¢} Calibri Light {Headings)
€} Calibri (Body)
All Fonts

¢ ligency B

¢ Aharoni 111 11N
() ALGERIAN

(} sndaius s ]
{} ingsanaifew atan
{} angsanatEC e
(} Aparajita LLEIge
{F Arabic Typesetting o 21
F Arial

¢} Arial Black

€} Arial Marrow

(} Arial Rounded MT Bold
} Arial Unicode MS
) Bazkerville Old Face

11

+ "| Font Size: Chon c& chif cho ndi dung Cell bang cach nhdp chon miii tén bén phai biéu tugng
nay. Danh sach xuat hién nhap chon c& chit can thiét Iap.

1 -
9

10

11

12

14

16

18
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+ A Increase font size: Téng Font chii 18n mot don vi.

+ A Decrease font size: Giam Font chit di mot dan vi.

+ B Bold: Thiét Iap chir dam

+ Italic: Thiét lap chi{r nghiéng.

+ = 7 Underline: Thiét lap chir gach chan

+ — 7 Borders: D& v& dudng vién cho bang tinh ban nhdp chon miii tén bén phai bi€u tugng nay.
Mot danh sach kiéu Border xuat hién nhu hinh dugi day:

N&u dé y ban sé thdy & mdi kiéu Border déu cé hinh anh md t3, vi nhu k& minh bén tréi, minh bén
phai, hay khung ngoai cling hodc toan bd viing chon,... Ty tiing trudng hdp cu thé ban nhdp chon
mau phu hdp, néu van chua hai 16ng véi danh sach nay ban cd thé nhdp chon muc More borders. HOp
thoai Format Cells xuat hién va tro t&i Tab Border nhu hinh dudi day:

s ™
Format Cells " — - - u—“ ot e
MNumber Nignmentl Font |B ''''' order Fill |Pr0ted:iun
Line Presets
ne
Mone ===
......................... — Nome  Outime  inside
___________ - Border 1
Text
Lolor:
Automatic

The selected border style can be applied by clicking the presets, praview diagram or the buttons
abaove,

[ OK ]’ Cancel ]

Trong clfa s6 nay ban cd thé tuy chinh cach ké khung cho bang tinh ngoai ra ban con c6 thé thay doi
mau cho cac dudng ke.

+ 2 - Fill color: Thiét 1&p mau mém cho nhédm Cell hién thdi, dé thuc hién ban nhdp chon biéu
tugng nay dé thiét 1ap mau nhu md ta hodc nhap miii tén bén phai cla biéu tugng. HOp mau xuét
hién ban chon nhap chon mau can thiét 1ap.
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Iy -

Theme Colors

Standard Colors

EN EEEER
Mo Fill

vy More Colors..

;A Font color: Thiét Iap mau chir cho ndi dung nhdm Cell hién thgi, cach lam tugng tu nhu phan
trén.

- Alignment: Can chinh ndi dung trong cac Cell

+ Top Align: Can ndi dung bat dau tir dinh cta Cell

+ Middle Align: Can ndi dung vao gitra Cell (tinh theo chiéu doc)
+ = Bottom Align: Can n0i dung dudi day cua Cell

+ 7 Orientation: Xoay chiéu ndi dung trong Cell
-

o Angle Counterclockwise

% Angle Clockwise

Ib Vertical Text

T8 Rotate Text Up

|& Rotate Text Down

%) Format Cell Alignment

Nh&p chon biéu tugng nay mét danh sach xuét hién ban cé thé xoay chiéu cho ndi dung theo nhirng
hinh anh mo ta cua tung Iénh.

+ I8 Wrap text: Chon Iénh nay néi dung cta Cell sé tu tran khi vugt qua do rong cua Cell.

+ Align Text Left: Can ndi dung theo I€ trai cua Cell.

+ Align Text Center: Can ndi dung vao gitfa Cell (theo chiéu ngang)

+ Align Text Right: Can ndi dung theo € phai cua Cell

+ Decrease Indent: Giam d6 réng cla lé cho ndi dung trong Cell
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+ = Increase Indent: Tang do rong cua Ié cho ndi dung trong Cell
+ " Merge: GOp céc 6 lai v8i nhau, nhap chon biéu tugng nay ban s& cd 4 Iua chon gbp Cell nhu

hinh dudi day:

-

E Merge & Center
Merge Across
B Merge Cells

E Unmerge Cells

- Number: Si dung nhém 1énh nay dé dinh dang dit liéu dang s&

General Number Format: Ki€u dinh dang, ban nhdp chon biéu tugng ndy mét danh sach cac

ki€u dinh dang sé xuat hién nhu hinh dudi day:

General -

:

General
Mo specific format

=
]
]

MNumber

—
3

Currency

i1

-

Accounting

Short Date

Long Date

Time

t7 Percentage
0
]/ Fraction
2
102 Scientific

More Mumber Formats...

Ban cd thé chon t3i mot ki€u dinh dang bat ky nhu kiéu tién té, kiéu phan tram, hay kiéu s6 thdng
thudng,...
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+ - Accounting number format: Dinh dang dir liéu s8 ki€u dir liéu k& toan, dé thuc hién ban nhap
chon milii tén bén phai biéu tugng nay, mét danh sach liét ké xuat hién nhu hinh dudi day:
£~
% English (United States)
£ English {United Kingdom)
€ Euro (£123)
¥ Chinese (PRC)
fr. French (Switzerland)

Meore Accounting Formats...

7y

Né&u khdng ung y vdi nhitng mau cd san ban cd thé nhap chon muc More Accouting Formats...

PR — S —— P lesa”

T EE L3 I T BB B

| — I T T T T !

| | Munber | Algrment | Font | Border | Fll | Protection |

i

|

|

I sample

I
.l ﬂﬁf””:'"; Decimal places: |2 5 i
== —— N | |
M| |lee Symool: | E e~ | | 1
L] Fercentage e |
18| Irracteon Megative number:: 1
|0 e entife [(fpoma g
W (5 L e —
W 51,234.10 Il
|l >pecial 151,234.10) ]
W] |Custom 151,274,10) ]
|H [
L [
I ]
|Hl |
I li
|Hl |
I Ii
(il ¥ <1
Hl |
B |
|E | Furreney formate are nsed for general monetaryvalues. Lse Arcnonting formats te alion |
I!I decimal nonts in a column, I
I |
N |
Hl |

N
[ [5]4 ] [ Cancel ]

Trong hdp thoai Format Cells ban cd thé cé thém Iua chon vé kiéu dinh dang Accouting.

+ [ percen style: Nhap chon bidu tugng nay dé dinh dang di liéu kiu phan trm.

+ % Comma Style: Ludn dinh dang s& d& dang s8 thuc vdi hai s6 sau day phéy.
.0
+ " Indcrease decimal: Téng s6 chi sd sau day phay.

+ “%|Decrease decimal: Giam s§ chit s5 sau day phay.
3.2.2. S&r dung hop thoai Format Cells

Chon 6 hodc nhém 6 can dinh dang, nhap chudt phai chon Format Cells... HOp thoai Format Cells xuat
hién nhu hinh dudi day:
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Tamnls

| Tal
al Dedmal places: | 3 =i
L T —_
ml’ i Symbal; |5 -
! Perrentage . . E .
[ Frartinn Heaative numbers:

Sgedai
Custom (52224 210)

-

'l
o}
]
3
-
-
"

rurreney farmats zre nsed for cereral monetan valugs. lce Arcannting formats te alion

darim.

-
-
|¥ -
u
=3
]
L
-]

=
-
®
£

- Trong Tab Number cho phép ban dinh dang kiéu hién thi dit liéu. Tucng (ng vdi ki€u dir liéu ma ban
chon trong danh sach Category, cac thudc tinh s€ xuat hién & phan chinh cia man hinh. Cac thuc
tinh nay thay doi tuy thudc vao kiéu dinh dang ma ban da chon.

- Tab Alignment: Chira cac Iénh cdn I€ cho ndi dung trong Cell.

- —_— =

oy [

Format Cells . | BEEEEE ™ WTS— e "0,
| _ |
| | Mumber | Alianment | Fant | Rarder | =il | Protection | |
| p— L I H H i |
| Tert alignment Cirientation |
| |
I Horizantal (L I
|| [T | ~ | 1rdent: [ . |
I — = . — [ . |
| Verial |C (=} | T . L
I — [ & || o —a i
il |Betom I~ | % | ; [l
Bl I |t 1 il
Justify distributed .
Text cantral .
[¥] wirap text il = | Degrees
Shuink Lo Til
[] Merge cells

Right-to-left
Teal direclivn:

carves ]

+ Horizontal: Lua chon vi tri ctia ndi dung trong Cell theo chiéu ngang, cé thé 1a can trdi, cdn phai, &
gilra hay dan déu,....
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Left (Indent) -
General A

Center

Right {Indent)

Fill

Justify

Center Across Selection
Distributed Indent] e

+ Vertical: Lua chon vi tri ciia ndi dung trong Cell theo chiéu doc, cé thé 1a trén dinh, dudi day, hay &
gitra.

Vertical:

Bottom -
Top -
Center

Justify

Distributed i

+ Indent: Ban nhap vao khoang cach [é cho ndi dung trong Cell

+ Wrap text: Tich chon muc nay néu ndi dung vuct qua dé rong cua Cell s& dugc day xudng dong
dudi.

+ Merger Cells: Tich chon muc nay néu mudn gop cac Cell lai véi nhau.
+ Orientation: Xoay ndi dung trong Cell bang cach nhap gia tri vao 6 Degrees.
- Tab Font: Thiét lap Font chir cho ndi dung cac Cell.

= —— T W ee—e— P L) [ |
Tormat Ceis am A WEIEES O OW e - | ——
; - — . )
| 1 g T N T X 1 |
| Y| Burder | Fill | Proledion | |
| ) |
I Fonz: Fant style aze: I
| | | Callbri Regular 11 |
[Nl = rrrerrrsrerry——— ——— |
|| | _CAliEritight iHeacings) + | UL - a - |
1| d | talic 9 =l ||
al | | ] | zeld 10 '
LN | sl atic EE I |
| | mr . |l
| | - |1z -
Underine: Color
hone [~ [ - | 7] Nomsl font
Effzcts Preview
[ Stricethrough
[ supemsuipl ABLCYyZ:
E Sukseipt
Thkis is a TrueType font. The same fontwill be used on both vour printer and your screen.

[ ox ][ comel |

+ Font: Danh sach cac Font cd trong hé théng may tinh
+ Font style: Kiéu Font cé thé 1a nghiéng, ddm hodc binh thudng.
+ Size: CG chir
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+ Underline: Chon kiéu chit gach chén.
+ Color: Mau chir

+ Effects: Tich chon cac muc nay dé tao cac hiéu Ung cho chi.

- Border: Ké khung cho bang tinh

= [y e
T i

|

|

|

I Line Presct:

|

| Shyl (BN e W

1P |Ejweze

| || el |

i [E—
Ii: Mone  Cufline  Insde
Il Border I}
1Bl — i
1l ledi] |4 L i
il — i
i i
1Bl . i
il rent i
Bl il
M — I
1] Automatic |- - 18l
Bl — 1
] = T ]
i | ] i il
M il
A il
|Bl | Tre selected border style (an be applied by CIKKIng the presets, preview diagram or the puttons | |f
BT apove, ]
I i
| il
| il
| il
B il
B il
W] Il
W - - [l
L (ol4 || Cancel |
B JE |
L_"—-— —

+ Style: Chon ki€u dudng ké khung cho bang tinh
+ Color: Chon mau cho dudng ké.

+ Presets: Co6 3 lua chon la khong ké khung, ké vién ngoai cung va ké tat ca cac dudng chi tiét.

+ Border: Cac tuy chon khac vé ké khung, vi du chi ké nét trén, dudi hodc chéo,...
- Fill: Thiét Iap mau nén cho Cell
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=y

I
| _ |
| 5
| Backaround Color: Fattern Color:
I . —1
% |L No Colar JI Automatic !L!
| - I B . Eattern Stwiz:
| - B 1
Il __ [l
Ll L | T
B — |
i — 1]
i HEE N 1]
i TItE i L
H % R R J R B R RB
i _ o —
L] m . NN EE N L]
i
L e T —
1] | Fill Effects., | | More Colors.. |
i
1B
i
1B
i
Bl Szmple
| Semele
i
I
B
1B
1Bl
B 5
W ]
L] [ e [ —— | 1N
l L I | Jl'

|
| —

+ Background Color: Chon mau nén cho Cell
+ Pattern Color: Mau mau

+ Pattern Style: Kiéu clia mau

- Protection: Khoa hodc &n céc Cell

3.3. Tim kiém dir liéu

Ban cb thé tim kiém di liéu trén Sheet Excel theo cac budc sau day:

Budic 1: Pua con trd vao bang tinh, nhdp chon mét 6 trong bang tinh hodc Iua chon mdt ving dé gidi
han pham vi can tim kiém.

Budc 2: Tur thanh cong cu Ribbon nhap chon Tab Home tim t&i nhdm Iénh Editing.

2 A
o- 2y ik
Sort & Find &

— 7 Filter~ Select~

Editing

Trong nhdm lénh nay ban nhap chon muc Find & Select, mot danh sach xuat hién nhu hinh dudi day,
ban chon t&i muc Find...
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E'AY H

Z
-
. Sort & | Find 8
— 7 Filter - Select~
Editing @ Find...
a Rr—
*8€ = Find (Ctrl+F)
= GoTo..
Go To Special..
Formulas
Comments

Conditicnal Farmatting
Constants
Data Validation

[§ Select Objects

E[:;; Selection Pane...

Hodc nhén t6 hdp phim Ctrl + F. Bang mét trong hai cach trén hdp thoai Find and Replace xuét hién
nhu hinh dudi day:

= — = e — = —= E— ]
Find and Replace | ¥ 2|
Find | Ranlara |
= L = |
Find what 22 ||
| Options == |
| Findan | | Findhet | | close ||
L. _ - -l

H&y tim hi€u cac chlic nang cla hdp thoai d€ c6 thé sir dung né mét cach dé dang, dau tién ban hay
nhap chon nit Options >> dé ma rong hop thoai.

i T o TR WA TR BE e w 3
Find and Replace | s by |

Find Replace

Find what: 23 E | MNa FormatSEtl [ Format... -

within: | Sheet [ Match case

|:| Match entire cell contents
Search: | By Rows E -

Look in: | Formulas E

| Fndan | | EindNest | | close |

+ Find What: D& nhap di liéu can tim.
+ Within: Cho phép ban tim dir liéu trén bang tinh hay sd bang tinh.
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+ Search: Co hai chifc nang: By Row tim theo dong. By Column tim theo cot.

+ Look in:

Formalas: Chi dinh viéc tim ki€m trén thanh cong thdrc.

Values: Chi dinh viéc tim ki€ém cac gia tri.

Note: Chi dinh viéc tim cac ghi chu trong 6.

+ Match Case: Néu chon chifc ndng nay thi viéc tim ki€m s€ phan biét chit hoa va chir thudng.
+ Format... Dung dé dinh dang cho dif liéu nhép & khung Find What.

+ Find All: Tim kiém tat ca.

+ Find Next: Tim tirng muc mot.

+ Options: Dung dé bat cac chic néng dinh dang tim kiém.

Budc 3: Nhap dir liéu can tim kiém.

Bubc 4: Nhdp Find All hay Find Next: dé thuc hién tim kiém.

Bubc 5: Nhdp Close dé dong hdp thoai.

Tim kiém va thay thé dir liéu

Lénh Replace cho phép ban tim ki€m va thay thé dif liéu cii bang dir li€u mdi trén nhiing di liéu hién
¢ trong file cia ban. Cac budc thuc hién nhu sau:

Bubic 1: Pua con trd vao bang tinh, nhdp chon mdt 6 trong bang tinh hodc Iua chon mdt ving dé gidi
han pham vi can tim kiém va thay thé.

Budc 2: Tu thanh cong cu Ribbon nhap chon Tab Home, tim t&i nhdm Iénh Editing.

2 A
o- 2y ik
Sort & Find &

— 7 Filter~ Select~

Editing

Trong nhom Iénh nay ban nhap chon muc Find & Select, m6t danh sach xuat hién nhu hinh dudi day,
ban chon t&i muc Replace...
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E'AY [H]

Z
-
. Sort &  Find &
— 7 Filter ~ Select =
Editing #§ Find...
3¢ Replace..
=2 GoTo.
Go To Special...
Formulas
Comments

Conditional Formatting
Constants
Data Validation

[+ Select Objects

Hf Selection Pane..

Hop thoai Find and Replace xuét hién véi nhitng tly chon dé ban xac 1ap.

I 2 e ] i "~ =1 o
Find and Replace ¥ =
.
Find | Renlars |
= L = |
Find what: L] =l | NoFormatset | | Format. -
A | Y P
Within: |[3heet o | L WAL kdat
- = o=, e W
|| Watch entire cell contents
Search: | By Rows 1=
e | —— |
Look in: |Formulas |-l | Options << |
L pt
| Fndan | | Finanest | |  close |

+ Find what: D& nhap dif liéu can tim kiém.

+ Replace with: Dif liéu mdi dung dé thay thé.

+ Within: Cho phép ban tim d{r liéu trén bang tinh hay s6 bang tinh

+ Search: Co hai chific ndng: By Row tim theo dong, By Columns tim theo cét.

+ Look in: Co6 ba chirc nang sau:

Formalas: Chi dinh viéc tim ki€m trén thanh cong thdrc.

Values: Chi dinh viéc tim ki€ém cac gia tri.

Note: Chi dinh viéc tim cac ghi chu trong 6.

+ Match Case: Néu chon chifc ndng nay thi viéc tim ki€m phan biét chit hoa va chir thuGng.
+ Format... DUng d€ dinh dang cho dir liéu nhap & khung Find What va khung Replace with.
+ Replace All: D& thuc hién tim kiém va thay thé tat ca.

+ Replace: Dé thuc hién tim kiém va thay thé tirng tir mot.

+ Find All: Tim tat ca.
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+ Find Next: Tim tirng muc mot.
+ Options: Dung dé bat cac chiic ndng dinh dang tim kiém va thay thé.
Budc 3: Nhap dir liéu can tim kiém va thay thé.

Budic 4: Nhdp Replace All hay Replace dé thuc hién tim ki€ém va thay thé. TUr hdp thoai nay ban ciing
6 thé tim ki€m ma khong thay thé dir liéu méi hdy nhap Find All hay .

Budic 5: Nhap Close dé ddng hop thoai.

3.4. Sap xép va loc dir liéu

3.4.1. Sap xép dir liéu

PE sdp xép dit liéu ban thuc hién theo cac budc sau déy:

Budc 1: Nhap chon vao cdt can sap x€p trong vung dif liéu. Gia sir chiing ta c6 bang s6 liéu dudi day:
T R

A B C D 3 F G H 1
1 BANG LU'O'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu’u'r:g i Nféy Lu':.\'ng Phu cdp 'I:am Luong chinh
3 ban cdng thing ng
4 1 |Mguy®n Manh Hing 1,500,000 23| 1,326,923| 200,000 1,526,923
5 2 |Hodng Win Thuy 1,400,000 25| 1,346,154| 350,000 500,000 1,196,154
6 3 |Mguydn Ngoc 1,300,000 26| 1,300,000  210,000{ 700,000 810,000
7 4 |Pham Van Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21] 969,231 969,231
9 6 |DfThiHing 1,100,000 20/ 846,154 846,154
10 7 |Mguy®n vin Tai 1,100,000 26| 1,100,000 200,000 400,000 300,000
11 8 |Hoang Thién Ménh 1,100,000 23| 973077 973,077
12 9 |Pham Ngoc Long 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Mguy&n Thi Nga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguy&n Birc Nhan 1,100,000 20| 846,154 846,154
15 12 |Pham Van Tu 1,100,000 24| 1,015,385 1,015,385
16 Téng cong 14,200,000 281| 12,811,538] 1,680,000|1,600,000) 12,891,538
17
18 Ghi chu: Ngay céng chan 13 26 ngay.

Yéu cau can sdp x€p theo Ho tén ban nhap chon vao 6 bat ky trong cot nay.
Budc 2: Tu thanh cong cu Ribbon nhap chon Tab Data sau d6 tim t&i nhom Sort & Filter.

> 2y

’ Sort & Find &
— 7 | Filter~ Select -

2] SortAtoZ
El Sort L to A
Custorn Sort...

W FEilter

Trong nhém nay ban c6 thé chon bi€u tugng Sort A to Z d€ sp x&p dir liéu giam dan, hodc chon biéu
tugng Sort Z to A dé sap x€p dir liéu tang dan. Ngoai ra ban ciling c6 thé chon nit Custum Sort dé co6
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nhiéu tuy chon sap x€p han.

Sort

o S |

I 2] Add Level “ 7 Delete Level “ ER Copy Level ‘

I DOptions... ‘

My data has headers

Calumn
Sort by

Sort On

Iz‘ Values

Qrder

[+] atoz

[=]

DE bd xung cac diéu Igién sdp x€p ban nhdp chon nat Add Level sau d6 chon trutng can loc trong 6
Sort By ti€p theo la ki€u sap x&p trong 6 Order.

- i)
Sort (2
I +§-lAdd Level “ ){Qelete Level “ E@ Copy Level ‘ B I Options... ‘ My data has headers

Column Sort On COrder

Sortby |Hetén [=] |values [+] |Atoz [=]
| Thenby | Liurong co ban El Values E Smallest to Largest El
Il | Then by Ngay céng El Aalues El Smallest to Largest El
|
I

—

]I Cancel
3.4.2. Loc dir liéu

Loc 13 cach dé dang va nhanh chéng dé tim va lam viéc véi dir liéu trong ving dif liéu dugc chon.
Vung di liéu dugc loc hién thi cdc mau tin dap ('ng tiéu chudn ma ban chi dinh cho mét trudng. Excel
cung cap hai 1énh: AutoFilter dung dé loc tu’ ddng véi tiéu chudn don gian va Advanced Filter dung dé
loc cho tiéu chuén phuric tap hon.

Viéc loc khong giéng viéc sép x&p, loc mau tin ¢4 tac dung che tam thdi cac mau tin ma ban khéng mudn
hién thi va noé khong sap x&p trat tuw cdc mau tin do. Khi da loc cac mau tin, ban 6 thé chinh stra, dinh
dang cic mau tin ndy trong cd sA dir liéu ma khong anh hudng dén cac mau tin khc.

Loc tu dong bang AutoFilter

Loc tu dong la cach loc don gian va nhanh nhat. Trong dé ban c6 thé chon nhirng tiéu chudn do Excel
phat hién thay cé trong trudng dit liéu hodc ban ciling cé thé si dung cac cau lénh di theo nd. Cac
budc thuc hién nhu sau:

- Chon t&i vung dir liéu can loc

- TU thanh c6ng cu Ribbon nhap chon Tab Data tim t&i nhdm lénh Sort & Filter. Khi dé trén vung dir
liéu & dong dau tién mdi 6 sé& xuat hién mdt biéu tugng hinh tam gidc nho phia goc phai.
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B3 h fe STT

A B C D E F G H I
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
. STT Ho tén I.u‘:r:‘ Nj :I::yv ::::gv Phu c& = T:nr: —|Lwong chl'rE—
4 1 |Nguyén Manh Hing 1,500,000 23| 1,326,923 200,000 1,526,923|| &
5 2 |Hoang vin Thuy 1,400,000 25| 1,346,154| 350,000| 500,000 1,196,154
& 3 |Nguyén Ngoc 1,300,000 26| 1,300,000 210,000| 700,000 810,000
7 4 [Pham Van Huy 1,100,000 24( 1,015,385 230,000 1,245,385
8 5 [Pham Ngoc Thach 1,200,000 21 969,231 969,231
9 6 |06 ThiHang 1,100,000 20( 846,154, 846,154
10 7 |Nguyén van Tai 1,100,000 26| 1,100,000) 200,000 400,000 500,000
11 8 |Ho&ng Thign Ménh 1,100,000 23| 973,077 973,077
12 9 |Pham Ngoc Long 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 Nguyén Thi Nga 1,100,000 25( 1,057,692 250,000 1,307,692
14 11 Nguyén Birc Nhan 1,100,000 20| 846,154 846,154,
15 12 [Pham VanTd 1,100,000 24| 1,015,385 1,015,385
16 Téng chng 14,200,000 281| 12,811,538 1,680,000/ 1,600,000 12,891,538
17
18 Ghi chu: Ngay c8ng chdn 13 26 ngay.

- Bay gi& muén loc theo cdt nao ban nhap chon biéu tugng hinh tam gidc ¢ cdt dd. Mot danh sach
xuat hién trong menu nhanh nhu hinh dugi day:

2l SortAtoZ
2] SortZtoA

Sort by Color +
Text Filters b
Search Pe.

-] [Select Al -

-+ B4 Thi Hing

--[#] Hodng Thién Ménh
¥ Hoang Van Thuy
-] Nguy&n B Mhén
-] Nguy&n Manh Hing
-] Nguy&n Ngoc

-] Nguy&n Thi Nga
-] Nguy&n Vin Tai

[+ Pham Mgoc Long

Ml e

[ OK ][ Cancel ]

+ Sort A to Z: Sap x€p di liéu tang dan
+ Sort Z to A: Sap x&p dir liéu giam dan
+ Sort by Color: Sap x&p di liéu theo mau nén cua Cell.

www.clevercfo.edu.vn Trang 111



7l
&l

Sort Ato 7

Sort £ to A

Sort by Color

Text Filters

Search

-~ [Select Al

-] D& Thi Hing

[ Hoana Thién Ménh
-[¥] Hoang Van Thuy
[ Mguyén Birc Nhin

[ Mguyén Ngoc
Nguyén Thi Mga
-] Nguyén Van Tai
[+ Pham Mgoc Long

M3 e

-] Nguyén Manh Hing

*

m

| oK

][ Cancel ]

Sort by Cell Color
Mo Fill

Custom Sort...

Khi ban di chuyén chudt dén muc nay mdt menu nhanh xuét hién bén trai liét ké cdc mau nén cla Cell
0 trong cot hién thdi ban co thé chon mot mau bat ky nao do dé sap xép dir liéu theo mau do.

+ Filter by Color: Loc dif liéu theo mau nén cua Cell

2l
il

v

Sort Ato Z
SortZto A
Sort by Color

Filter by Color
Text Filters

(Select aAll)
Churang Van Tam
B&nag Minh Tudn
Binh Van Nam

Hoéng Thi Héng Thanh

Lai Thi Thu Trang
L& viEt Bang

Luang Minh Céng
Mauyén Thanh Lam
Mauyeén Thi Hué

| ok

] [ Cancel

]

Filter by Cell Color

]
I

Mo Fill

Khi ban di chuyén chudt dén muc nay mdt menu nhanh xuét hién bén trdi liét ké cdc mau nén cua Cell
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6 trong cdt hién thdi ban co thé chon mot mau bat ky nao do dé loc dit liéu theo mau do.

Gia st chdng ta chon mau vang nhu hinh trén két qua sé dugc nhu hinh duéi day:

aAle[ ¢ [ o [el] ¢ [ e [ w [ v |
L1
2 Bang lwong nhén vién thang 12 ndm 2009
3
Lwong co' | Nga . . )
A i Ho tén = h;.r;l = nﬁg:vv L|.r1:|'r|gth‘.irr"v Phumpv Tam i~ Lm:rngchlr"v‘
15 6|Lai Thi Thu Trang 1,100,000 22 930,769 300,000 630,769
16 10|Nguy&n Thi Hué 1,100,000 24 1,015,385 1,015,385
18
19 Ghi chi: Ngay céng chuén 13 26 ngay
20
,l
Luuy.

+ Trong trudng hgp ban mudn loc ra nhitng Cell khdng cd mau nén ban chon muc No Fill.
+ Néu mudn hay gia tri loc ban nhap chon lai muc da dudc danh dau loc trudc do.
Filter by Cell Color
ol I
I

Ma Fill
- Text Filters: Loc d{f liéu dang Text
8] SotAtoZ

Z]l SotZtoa
Sort by Color g

Teut Filters 2

Search

-] [Select Al

-[#1 B4 Thi Hang

-] Hodng Thién Ménh
-] Hoang Van Thuy
-+ Nguy&n Birc Mhan
-+ Nguy&n Manh Hing
-+ Nguyén Ngoc

-] Mguyén Thi Mga
-] Mguyén Van Tai

-] Pham Mgoc Long

e

m

Equals...

Does Mot Equal...
Begins With...

Ends With...
Contains...

Does Mot Contain...

Custom Eilter...

[ QK ][ Cancel ]

Khi di chuyén t&i muc nay mot danh sach xuét hién bén tay trai ban cé thé chon:

+ Equals...: Loc nhitng gia tri bang... Sau khi nhap chon muc nay mot hop thoai xuat hién nhu hinh
dudi day:
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E

|
Custom Autohiier - =i
- . I
| \
! MOV MOWS WINErNe: |
| . |
i Hoien I
| p— —
| equals [E A lwi
! —_l L —
1] -
il o
Il — 1
Ll Bl I=i
Ol == p==
| bl
N S S S 1l
§j Use T 1o repiesent any single charadie il
| Use * 4o represent any series of charaders L
Ll : b
[} ol
r ' oK 'l caneat |10
L L I L it
I L]
— =

Ban nhap gia tri can tim & hop thoai dau tién bén tay trdi, gida st chdng ta mudn tim nhan vién cé ho
tén la “Bang Minh Tuan”.

s T [e—

Coctom AuoFiliar p— T T . | |

Custiom ARloris: — :

| o roves whiere I

i Shiow rows where il

| Hy tén Il

| ||

I equals |1 'Hoang Thin Ménh (=l I I

] = oA = |8l

L] = and = I

i B =i

] Il

] ) I

!I Use Tta represent any sinale charader I!I

[| Use=torepresent any series of characters |i|

L] L]

| f — I — — 1 [l

] | Uk | | cCancel | [

] : s n |
. | — L 'J
Cudi cung nhap nut Ok dé hoan tat, két qua sé dugc nhu hinh dudi day:

A B [4 D E F G H 1
BANG LUO'NG NHAN VIEN THANG 12/2013
. Lwong cor| Ngay Lwong - Tam ,

: E‘ﬂ"'v Ho tén T ban =| cangv| things Phu c3 | g~ Lwong nhlrE—
11 8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077
17

18 Ghi chu: Ngay cdng chén 13 26 ngay.

Luts y: Ngoai viéc ngd truc tiép gid tri can loc ban cling cd thé nhdp vao 6 hinh tam giac cudi 6 nhap
nay dé chon tinh xac gia tri can loc.

Custom AutoFilter - m

Show rows where:

Ho tén
equals Hodng Thién Ménh E
@ And ©) Or B4 Thi Hang

"
Hoang Thién Ménh |—,_:'
|| [Hoang vin Thy E
s
M Manh HL
i Use 7to represent any single character NSEE: Ngagc ung

Use *to represent any series of characers

| | ok || cance |

+ Does not equal...: Loc nhitng gia tri khéng bang... Sau khi nhdp chon muc nay hdp thoai Custom
AutoFilter xuat hién nhu hinh duéi day:
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»E

r

| !

| !

| !

I !

| 1 |

| =11

| I
Ll [
L I
Ll -1 m
Ll =0
i i
| ]
!} Use 7 to reprecent any cinale character :!:

| Uise = o regresent any series of cnaraciers [l
1 1l
Ll f _— | 1 m
1l [ Ok I | Cancei | i

| 1l
X — i)

Van véi danh sach trudc ching ta mudn loc ra nhitng nhan vién cé ho tén bat dau 1a “Nguyén” ban
thiét Iap thong s6 nhu sau:

£

S—

| [
T [ —|

| iCustom Autofiter ==

%

m_.

! | 2N0W TOWS WINere,

i Hg tén

Il :

- ; ; ™1 = —

I I begins with m MNauyen| !L!
(Al @ And O Or

Bl - = = i
i =1 =1l
i!i i!
I!I Use 7 to represent any single character |
|0l Use * ta represent any series of characters

Bl

| [ o 1 _ 1
Il | Ok | | Cancei |
il : L 1

I —— ]

Cudi cung nhap Ok dé hoan tat, két qua sé dudc nhu hinh dudi day:

A B C D E F G H 1
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
. ST Ho tén = Lu‘::i mj I:I::yv ::::gv Phu ca; = ::n': —|Lwong chl’rE-
4 1 Nguyén Manh Hung 1,500,000 23| 1,326,923 200,000 1,526,523
[ 3 Nguyén Ngoc 1,300,000 26| 1,300,000 210,000| 700,000 810,000
10 7 Nguyén Van Tai 1,100,000 26| 1,100,000 200,000| 400,000 500,000
13 10 Nguyén ThiMNga 1,100,000 25| 1,057,692 250,000 1,307,692
14 11 Nguyén Birc Nhan 1,100,000 20 846,154 846,154
17
18 Ghi chu: Ngay cdng chan 13 26 ngay.

+ Begins With...: Loc dif liéu bat dau vdi... Sau khi nhdp chon muc nay hop thoai Custom AutoFilter
xuat hién nhu hinh dudi day:

Van véi danh sach trudc chiing ta mudn loc ra nhitng nhan vién cd ho tén khac “Lé Viét Bang” ban
thiét Iap thong s6 nhu sau:
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H
&

[ S - | e | e | |
| Customs Autofitter ==
= — ol
e e [
0] 2STHR PRV Wiais i7l
17l Hp tén Il
Il o I'l
Il : . : [ I ——— 1 L
1] does not equal | ™[ |hNguyen hManh Hung =1 [
Bl - - _ —
I @ And ) Or [
Bl —_— —_ — I
Bl | =1 [
Bl I =
Bl [
] . ) L]
|8l Use 7 to represent any sinale character I
U Use * o represent any series of characiers U
Bl L]
18] I . 1| - \ 1]
:!: | R | | Al | :!}
a — )

Cudi ciing nhdp Ok dé hoan tat, két qua trong danh sich khéng con Nguyén Manh Hung nhu hinh
dudi day:

a B c D E F G H 1
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu'u'r:g e NFéy Lu'r:rng Phu can 'I:am Lrong chinh

3 - ¥ ban|~| céng~| thing~ | ung~ -
5 2 |Hoang Van Thuy 1,400,000 25| 1,346,154|  350,000) 500,000 1,196,154
5 3 |Mguy&n Ngoc 1,300,000/ 26| 1,300,000 210,000 700,000 810,000
7 4 |Pham Vin Huy 1,100,000 24| 1,005,385 230,000 1,245,385
3 5 |Pham Nggc Thach 1,200,000 21 969,231 969,231
9 6 |DAThiHing 1,100,000 20| 846,154 846,154
10 7 |Mguy&nvanTai 1,100,000 26| 1,100,000) 200,000 400,000 900,000
11 8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077
12 3 |Pham Ngoclong 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000, 1,307,692
14 11 |Nguy&n Birc Nhan 1,100,000 20) 846,154 846,154
15 12 |Pham Vin Ta 1,100,000 24| 1,015,385 1,015,385
16 Téng cfng 14,200,000 281| 12,811,538 1,680,000|1,600,000) 12,891,538
17
18 Ghi chu: Ngay cdng chdn 13 26 ngay.

+ End With...: Loc d{r liéu két thuc vdi... Sau khi nhap chon muc nay hdp thoai Custom AutoFilter xuat
hién nhu hinh dugi day:

Van véi danh sach trudc chiing ta mudn loc ra nhitng nhan vién cé ho tén két thic bang “Tam” ban
thiét 1ap thong s6 nhu sau:

i !
Custom AutcFilter [ = i:h,l
Shww rows where:
Ho ién
ends with |Z| Hﬁng| |Z|
i @ and O or
B =
| | | ]
|| Use 7 to represent any single character l

e ™ Lo repiesenl dny serie: ol chdraclers

| ok ][ cancel ]I

Cudi cung nhap Ok dé hoan tat, két qua sé dudc nhu hinh dudi day:
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A E C D E F G H 1

—_— = = =
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
STT Ho tén Lu‘o’r:g pd Nfay Lu'?'ng Phu can 'I:am Lweng chinh
- -T| ban|~| cdng~| thing~ -| iUng~ ~)
9 6 |D&ThiHing 1,100,000 20| 846,154] 846,154
17
18 Ghi chu: Ngay céng chin 14 26 ngay.

+ Contains...: Loc dif liéu chtra... Sau khi nhap chon muc nay hop thoai Custom AutoFilter xuat hién
nhu hinh dudi day:

Custom AutcFilter [ ? ﬂh,l

Show rows where;
Ho tén
contains |E| | |z|
| @ And () Or
] |
| Use 7 to represent any single cheracter I
Llse * tn represent any series of chararters

r o [ema

Gia su ching ta muodn tim nhitng nhan vién c6 ho tén chira tr “Thi” ban thiét 1ap gia tri cho hop thoai
nay nhu hinh dudi day:

=

8 " [ o [—]
Custom AutoFilter | F | ———
Show rowrs whara:
Ho tén
I [
conLains L! Iy u
@ And Or ]
[+] [=118
Il Use 7torepresent any single character I
Use * to represent any series of characters
| [ oK J [ Cancel l
b o
Sau khi nhap Ok ket qua sé dudc nhu hinh duéi day:
A B C D E F G H 1
- T ~ =~ 3
1 BANG LU'O'NG NHAN VIEN THANG 12/2013
2
STT Ho tén Lu’u'r:g i Nféy Lu'r:rng Phu cin 'I:am Lwong chinh
- -T| ban v| cbng~| thing~ -] bng~ -
9 6 |90 ThiHang 1,100,000 20/ 846,154 846,154
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692| 250,000 1,307,692,
17
18 Ghi chu: Ngay cang chdn I3 26 ngay.

+ Does not contains...: Loc dir liéu khong chira... Sau khi nhdp chon muc nay hop thoai Custom
AutoFilter xuat hién nhu hinh duéi day:
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[

Bl Use 7 to represent any single character

| ) : — .
| Use ™ [0 FeEpresemnt any series or cnaracrers

et B T o (R i s H—"__ 4
ST T AUTO TILET e
Show rows where
M tim
does not contain =i (Rl
=i ==
[ i@ And 1 Or

— — 18l
! r_ I

[
i

=

Gia s can loc ra nhitng nhan vién co tén khong chira tir “Van” ban thiét 1ap gia tri cho hop thoai nhu

Sau.
(i ———— o jeeaal)
i_ustom Autoriiter 0 [a—
Show rows where:
Ho tén
L P [ I P
dogs nat contain | 7| | Yan [aall
i © And ©) Or
— — !
[ | |
[ | =0 N
Bl vicn 74 ramrmcnmt s cim ol cdam e e il
§| Yse T ta represent any single character il
'I Use * to represent any series of characters H
I (a4 [ Cancel |
! | I
| |
. A
~, > AN \ s an
Két qua cudi cung nhu hinh duci day:
A B C D E F G H 1
—_— a ~ e
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
. Lwong co’| Nga Lwon, - Tam .
STT Ho tén ,g f v i e Phu cin L Lwong chinh
3 - <-T| ban|~| ecbng~| thing~ v| ng/ -+ ~)
4 1 |Mguy&n Manh Hung 1,500,000 23| 1,326,923| 200,000 1,526,923
6 3 |Mguyén Ngoc 1,300,000 26| 1,300,000 210,000] 700,000 810,000
3 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9| 6 |p&ThiHing 1,100,000 20| 846,154 846,154
11 8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077,
12 3 |Pham MgocLong 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
14 11 |Nguy&n Birc Nhan 1,100,000 20| 846,154 846,154
16 Téng cong 14,200,000 281| 12,811,538 1,680,000|1,600,000] 12,891,538
17
18 Ghi chu: Ngay céng chan 13 26 ngay.

+ Custom Filter...: Tuy bién diéu kién loc. Sau khi nhap chon muc nay hop thoai Custom AutoFilter
xuat hién nhu hinh dudi day:
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I P |
e ———

]
|

dass not contain = I\En]

]
«

CEEOE
K]

1

1
e e — 2 i

Thuc chat tat ca cac Iua chon trén déu nam trong hai hop chon dau tién bén tay trai.
rCustDm AutoFilter - @l&r

Show rows where:
Ho tén

does not contain E Wan |z|
s

beging with

does not begin with I
ands with E

| does not end with 1

contains I

m

_ o ) [Coomea |

D&y con goi la cac didu kién loc, tuy nhién véi nhitng gi d3 hudng dan mdi Ian loc chlng ta chi c6 thé
ldy dir liéu ra véi mot diéu kién (bang, khdng bang, chilra, khong chira,...). Trong phan nay ching ta
s€ hoc cach loc dif liéu véi hai diéu kién két hgp nhau gia st nhu tén chira tir “Thi” va két thic bang

“Thanh”, hay tén khdng chua tir “TAm” hodc chlra tir “Tién". D€ lam dudc diéu nay ching ta quy lai
v4i clia sd Custom AutoFilter va thiét 1ap nhu hinh dugi day:

Gia st chding ta loc nhithg nhan vién cé ho 1a “Nguy&n” nhung tén khac “Lam”".

Custom AutoFilter _ i 1 -

Showe rows where:

Ha tén

begins with |Z| Nguyén E|
@ And ) Or

ends with |Z| Hang E|

Use 7 to represent any single characer
Use * to represent any series of characters

[ o ][ conen |

Trong hai muc And va Or ban tich chon And vi day la hai diéu kién say ra dong thdi. K&t qua cudi
cung sé nhu hinh dudi day:
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C

D

E

F

G

H

BANG LUO'NG NHAN VIEN THANG 12/2013

Lo o| Nga Lwor - T .
STT Ho tén r:g € igay i ne Phu cip ’am Lwong chinhk
- T ban | ~| coéng~| thing~ ~| ng~ -
4 1 Nguyén Manh Hing 1,500,000 23| 1,326,923 200,000 1,526,923
17
18 Ghi chu: Ngay cong chin 13 26 ngay.

- Trong phan ti€p theo: Microsoft Excel 2013 cung cap cho ching ta cac tuy chon khac.

2l SotAteZ
Z] sotZtoh
Sort by Color

T;,'\ Clear Filter From "Ho tén"

o | Text Filters

L

[ [Select All)
-[1©4 Thi Hang
-[1Hodng Thién Ménh
-[1Hoang Van Thuy
-] Mguy&n Btrc Mhin
-] Nguy&n Manh Hing
-] Mguyén Ngoc
-] Nguyén Thi Nga
-] Nguyén Vin Tai
-] Pham Ngoc Long

m

Cancel

Dau tién la hdp nhap tim ki€m ban cd thé gb gia tri can tim kiém tai day dé& thu gon diéu kién loc. Sau
do tich chon cac két qua can loc.
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A

Sort Atod

Sort £ to A

Sort by Color

T;,'\ Clear Filter From "Ho tén"

Hodc cd thé nh&p chon (Select All) dé chon tat ca. Cudi cing nhap Ok dé hoan tét.

Text Filters

Ngu}rénl

[ [Select All Search Results)
-] Add current selection to filter
-] Nguy&n B Mhén

[+ Nguy&n Manh Hang
-] Nguy&n Ngoc

-] Nguy&n Thi Nga
-] Nguy&n Vin Tai

| ok

][ Cancel ]

Loc nang cao Advanced Filter

Loc di liéu véi cd ché loc tu ddng bang AutoFilter chi c¢d thé tién hanh trén mét trudng dir liéu nao dé
nén con rat nhiéu han ché. Co ché loc cao cdp bang Advanced Filter s&€ cho phép loc trén nhiéu
trudng khac nhau goi la vung tiéu chuén loc (Criteria Range), nd tao diéu kién cho viéc loc dif liéu da

dang hon. Dé tién theo ddi phan nay ching ta s lam viéc véi bang dir liéu dudi day:

16 |
17

18

A B c D E F G H 1
BANG LUO'NG NHAN VIEN THANG 12/2013

sTT Ho tén I.uo'n:g L Nngéy Lm,rng Phu can 'I:gm Lweng chirk
- ban ~| cong-| thang - ~| ng ~ -

1 |Nguy&n Manh Hing 1,500,000 23| 1,326,923] 200,000 1,526,923
2 |Hoang Vin Thuy 1,400,000 25| 1,346,154| 350,000| 500,000 1,196,154
3 |Mguyén Ngoc 1,300,000 26| 1,300,000) 210,000] 700,000 210,000
4 |Pham Vin Huy 1,100,000 24| 1,015,385 230,000 1,245,385
5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
6 |pdThiHing 1,100,000 20| 846,154 846,154
7 |Mguyén van Tai 1,100,000 26| 1,100,000 200,000| 400,000 900,000
& |Hoang Thign Ménh 1,100,000 2| 973077 973,077
9 |Pham Ngoclong 1,100,000 24| 1015385 240,000 1,255,385
10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692] 250,000 1,307,692
11 |Nguyén Birc Nhan 1,100,000 20| 846,154 846,154
12 |Pham Vin T 1,100,000 24| 1,015,385 1,015,385
-

Ghi chu: Ngay céng chén 13 26 ngay.

Cac budc thuc hién nhu sau:
Budc 1: Xac dinh vung dir liéu can loc, & day vung dif liéu cia chung ta tur 6 B4 dén 117 (B4:117).
Budc 2: Tao vung diéu kién, day la budc quan trong lién quan dén két qua dir liéu dugc loc ra. Vdi loc
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nang cao chung ta sé cd nhitng diéu kién loc sau day:

- Nhiéu diéu kién loc cho mot cot: Gia sir chdng ta mudn loc nhitng ngugdi c6 Ho tén la Ludgng Minh
Tam, Pham Xuan Tién, Lé Viét bang. Khi dé ban can xay dung vung diéu kién loc nhu hinh dudi day:

K L M

Nguy&n Manh Hing

Hoang Van Thuy

Nguyén Ngoc

Pham Van Huy

[=- LS I - R ¥ B - S T )

Pham Ngoc Thach

Vung diéu kién loc bat dau tir 6 L4 dén 6 L7 (L4:L7), néu d€ y ban sé thdy tén cot tring vdi tén cot
trong bang dif liéu can loc, t6t nhat ban nén Copy tir bang dif liéu can loc d& dam bao tinh chinh xac.
Ti€p theo la tén nhirng ngudi can loc dugc viét trén cac dong tiép theo.

- Hai hay nhiéu cot théa man diéu kién: Gia st chdng ta can tim nhitng nhan vién c6 tén la “Minh”
lam viéc “23"” ngay cong va co phu cap I6n han 100.000 vnd.

Khi d6 ching ta can xay dung vung diéu kién nhu hinh dudi day:
K L M M

Ho tén Ngay cdng Phu cip

4 *Minh 23 =100000
3

- Thao man mot diéu kién & mot trong cac cot: Gia sur chdng ta can tim nhitng nhan vién cé luong
thang >1.000.000 vnd, hodc c6 phu cap > 200.000 vnd, hodc c6 ngay cong =26.

Khi d6 chung ta can xay dung vung diéu kién nhu hinh dudi day:

K L M N O
25
26

. - Ngay
Lwrong chinh Phu
. ng chin U c3p cong

28 =1000000

29 =200000

30 26
31

- Hai hay cot déu phai thao man mot hodc nhiéu danh sach diéu kién cho trudc iing vdi ting cot. Gia
s chung ta can loc nhitng nhan vién c6 Ludng cd ban >1.000.000 va thuc linh >1.200.000 hodc
nhing nhan vién cé luong cd ban <900.000 va thuc linh <900.000.

Khi dé ching ta can xay dung vung diéu kién nhu hinh dudi day:
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34

. Luo'ng cof ban Luong chinh

36 =1000000 =1200000
37 <300000 <900000
38

Budc 3: Thuc hién loc dir liéu
TU thanh Ribbon nhap chon Tab nhdm Data tim t&i nhdm lénh Sort & Filter.

DATA

) . ¥
2| Y Els
z| Sott | Filter Text to
A Vo Advanced  gpymns

Sort & Filter

HOp thoai Advanced Filter xuat hién nhu hinh duéi day:

- = - B
Rvancerl DS -

Action
@) Filter the list, inplace

Copy to anotherlocatior

1

&

List range: 505251514

Criteria range:

1

#

i ]
1

Copy to

#

Unique records only

- Filter the List, In- Place: Cho phép ban dat cac ~m5u tin dugc loc (cdc mau tin thod man diéu kién)
ngay trén cd s dif liéu cli, va tam thdGi che cac mau tin khac khong thoa diéu kién trong cd sé dif liéu
ca.

- Copy to Another Location: Cho phép dat cac mau tin dugc loc (cdc mau tin thoa digu kién) & mot noi
khac va nadi nay dugc chi dinh trong hop Copy to.

- List Range: Chtra vuing dit liéu tham gia vao dé loc trong cd s& dit liéu.

Ban cd thé diéu chinh dia chi 6 trong hop nay dé gidi han cdc mau tin tham gia vao dé loc bang hai
cach sau:

+ Nh&p chudt vao hdp List Range dé chén con nhdy va nhép dia chi tuyét déi 6 vao khung tir ban
phim.

+ Nhép chudt vao hdp List Range d€ chén con nhdy, di chuyén chudt dén géc trén bén trai ciia mau tin dau
tham gia vao d€ loc, nhap chudt trai ré xudng goc dudi bén phai cia mau tin cuGi tham gia vao dé loc trong
cd sa dif liéu, tha chudt. Vung dugc chon sé cd vién den trang chay xung quanh.

- Hop Criteria Range: Ch(ra dia chi tuyét ddi 6 cta vung tiéu chuén hay con goi la ving chira cac diéu
kién. Ban can phai dién ro dia chi khoi 6 nao chira diéu kién dé Excel can c cao cac diéu kién dé ma
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loc ra nhitng mau tin theo dung yéu cau.

+ Nh&p chubt vao hdp Criteria Range dé chén con nhdy va nhap dia chi tuyét ddi 6 chira diéu kién
vao khung tur ban phim.

+ Nh&p chudt vao hép Criteria Range dé€ chén con nhay, di chuyén chudt dén gdc trén bén trai cla
dau khdi 6 chira diéu kién, nhap chudt trai ré xudng goc dudi bén phai cia cudi khéi 6 chlra diéu kién
trong cc sé dir liéu, tha chudt. Viung dudc chon co vién den trang chay xung quanh.

- Copy to: Néu chon chirc ndng Copy to Anther Location & phan trén, thi hdp Copy to cho phép ban
chi dinh dia chi & dé€ chlra cdc mau tin dugdc loc.

- Unique Records Only: N&u chon hgp ki€ém nay thi Excel cho phép hién thi mét mau tin duy nhét
trong cac mau tin gibng nhau. Ngugc lai khdng chon thi Excel cho hién thi hét tat ca cac mau tin
giong nhau.

- Lua chon céc chirc néng trong hdp thoai xong, nhdp OK dé thuc hién

Luts y: Mubn bo diéu kién loc dé hién thij toan bd dir liéu ban nhap chon nut Clear.

DATA
A 7 A s Clear ¥
2l e
b Reapply
Il Sort Filter Text to
o T Advanced Columns

Sort & Filter
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Bai 4 — Cong thi’c va ham
4.1. Mot so6 khai niém
4.1.1. Piachio

Dia chi tuong déi

Ban goi A1 la dia chi tugng d6i cta 6 A1, A1:B3 la dia chi tudng dbi cia vung dir liéu tur 6 A1 dén 6
A3. budc st dung khi ching ban tham chiéu téi mot 6 hay mot vung di liéu nao dé. Khi ban kéo
Fillhand cho cac & khéac dia chi sé thay déi chi s& hang cdt theo.

Dia chi tuyét doi
Co dang: $Cot$Dong

La loai dia chi khi ditng trong cdng thirc tinh todn, sao chép cdng thiic di noi khac, nd khdng thay doi
dia chi.

Vi du: Ban c6 bang tinh sau nhung nhap cong thifc cho 6 D1 la: =$BS1, thi khi Copy cong thirc dén
bat ky 6 nao trong bang tinh, dia chi nay khdng thay déi va cho két qua luén giéng nhau:

A B C D E F

1

3

13

45

| 34

o e e Wk e
M =] & o n

Bja chi hén hop

Pia chi hon hgp 6 hai loai.

Loai 1. Pia chi tuyét doi cot, tuong doi dong.

Co dang: $Cot Dong

La loai dia chi ma khi ban dirng trong cong thirc tinh toan sao chép cong thirc di ngi khac n6 khong bi
thay doi dia chi cot ma chi thay doi dia chi dong.

D1 - 2 =581

Formula Bar
C

1

3
13

DU
Lo ownoenlon
L

[ B N TV B S T
M~ W Ln

34

Loai 2: Dia chi tuong dobi cot, tuyét doi dong
Co dang: Cot$Dong

La loai dia chi ma khi ban di'ng trong cong thirc tinh toan, sao chép céng thirc di noi khac né khong
bi thay d&i dia chi dong ma chi thay ddi dia chi cot.
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D1 - I =B51

3
13
45
34

UU
LhoLnoLnoenlen
L |

Lnods W kg e
B =] @ W Ln

4.1.2, Pia chi vung dir liéu

- Banh dau 6 hay khdi 6 can dat tén.

- Nhap chudt vao khung Name Box trén thanh cong thirc.
- Nhap tén cho 6 hay khdi 0.

- D3t tén xong, nhan Enter dé& chap nhan.

Al - |1
A B C D

1 1 5 5
2 3 3 5
3 13 6 5
4 as 7 5
5 34 2 5
6

4.2. Cac phép toan

4.2.1. Dit liéu chudi

Dif liéu chudi cho phép ban thuc hién dugc trén cac phép toan quan hé va phép todn ndi chudi.
Toan tir quan hé

=: Bang

<: Nho hon

<=: Nho han hodc bang

> L8n hon

>= L&n han hodc bang

<> Khac nhau

Thuc hién phép so sanh, két qua s€ la: Néu dung cho ra gia tri TRUE, ngudc lai sai cho ra gia tri
FALSE.

4.2.2, Dir liéu s6 hoc

D liéu s6 cho phép ban thuc hién dugc trén cac phép toan: Toan hoc, luan ly, va quan hé.
Toan tir s6 hoc cé cac ky hiéu

+: Phép cong
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-: Phép trir

*: Phép nhan
/: Phép chia
%: Phan tram
~: SO0 mi
Toan tir NOT

S6 0 mang gia tri True va cac s6 khac 0 mang gia tri False. Tai 6 A5 ban nhap 0, 6 A6 ban nhap 1. Tai
0 B5 ban gb cong thic: NOT(A5) roi nhan Enter ban kéo Fillhand cho 6 con lai.

B6 - fo || =NoT(AB)
A B C D E

1

2

4

5 1__FALE

n_i| of_true |

Toan tir AND

Ban nhp lai gia tri vao 6 B5 1a 1 6 B6 1a 1, di chuyén t6i 6 C5 va gd vao cng thiic: =IF(AND(A5=1,B5=1)
,TRUE, FALSE), sau dé ban nhap Enter, roi kéo Fillhand cho 6 con lai:

Co - I =I:|:A\ID|:AE=1,BE=1},TRUE, :ALSE]
A B C (] E F G H
1
2
4
3 1 1 TRUE
6 | o 1| FALSE I
7 =
Toan tu OR

VGi bang dir liéu nhu hai vi du trén, ban di chuyén chudt t6i 6 C5 va nhdp lai cdng thic sau:
=0R(A5=1,B5=1,TRUE, FALSE), nhap xong nhan Enter.

C6 - I =0OR(A6=1,B6=1,TRUE, FALSE)
A B C D E F G

1

2

4

5 1 1 TRUE

6 1] TRUE 1

7 =F,
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Toan tir quan hé co cac ky hiéu:
=: Bang

<: Nho han

<=: Nho hon hodc bang

>: L6n hon

>=: Lén hon hodc bang

<>: Khac nhau

Thuc hién phép so sanh, két qua s€ la: Néu dung cho ra gia tri la TRUE, ngudc lai néu sai cho gia tri
la FALSE.

D7 - fo || =IF(B7=C7,TRUE FALSE)
A B c D E F G
1
2 1 3 FALSE
3 5 5 TRUE
a a 1 FALSE
2 3 2 FALSE
6 3 A_FALSE
7| 1 o rase |
8 =

PO uu tién cua cac toan tur

Trong cong thirc toan tir nao c¢é do uu tién cao, dudc thuc hién trudc. Cac toan tir cd do uu tién bang
nhau, Excel tu dong thuc hién tu trai qua phai.

Toan tir Do uu tién
0 1 (cao nhat)
A 2
*va / 3
+va - 4
=, <, <=, >, >=, <> va NOT, AND, | 5 (thap
OR nhat)

4.2.3. Dir liéu ngay thang
Ban c6 thé sir dung cac phép todn s6 hoc (cdng va trir) va cac phép toan tir quan hé.

Vi du: Bang ’g’nh tfén cOt A va B la nhiing dir liéu dugc ,nhép’ttr ban phim. Trudc khi thuc hién cong thirc
hay chon kiéu hién thi cho 6 d6. O Al va B1 chon kiéu hién thi Ngay/ Thang/Nam (trong hop thoai la:
14/3/2001, Vietnamese, Date).

O A2, B2 chon kiéu hién thi Ngay/Thang/N3m (trong hdp thoai 1a: 14/march/2001, Vietnamese, Date).
O A3, B3 chon kiéu hién thj Ngay/Thang/Ndm (trong hdp thoai 1a: 14/Mar/01, Vietnamese, Date).
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O C1,C2, C3 chon kiéu hién thij s6 (trong hdp thoai 1a: - 1234, Number).
O D1,D2,D3 chon kiéu hién thi Ngay/Thang/N&m.
Cong thiac 6 C1 =B1- Al

Cong thdc 6 C2 =B2- A2

Cong thdc 6 C3 =B3- A3

Cong thirc 6 D1 =A1+ 5

Cong thic 6 D2 =B2+ 5

Cong thic 6 D1 =A3+ 5

Cong thic 6 E1 =A1<B1

Cong thirc 6 E2 =A2>B2

Cong thic 6 E3 =A3=B3.

E4 - I
A B C D E F
1 8/1/2013 9/1/2013 31 06/08/2013 TRUE
2 | 8-January-2013  9-January-2013 31 06/09/2013 FALSE
3 8-lan-13 9-Jan-13 31 06/10/2013 FALSE
4] ]
3

Lul y: Mubn cho 6 hay khdi 6 hién thi s6 binh thuong hdy nhan Ctri+ Shift+ ~.

4.3. Cong thi'c, ham

4.3.1. Cong thirc trong Excel

CU phap. = (Cong thirc).

Phén loai:

- Cong thdtc chi gom cac s6: Loai cong thifc nay gom cac toan tr va toan hang

- ‘Cc“)ng thirc chi cé cac dia chi 6: Loai cong thifc nay gom cac toan tir va cac dia chi 6 hodc dia chi cac
vlung.

- ,C6n‘g thlfl’(‘: Vl‘:l’a cod dizichi 0 vlra co sO: Loai cong thirc nay gom cac toan tlr, cac dia chi 6 hodc dia chi
cac vling va cac con s0.

- Cong thdtc chi c6 cac ham: Loai cong thirc nay s dung cac ham trong Excel.

- COng thirc tdng quat: Thanh phan cla cac loai cdng thirc nay bao gdm cac ham, cac phép toan,
sO, ky tu, 6 dia chi.

Cdch nhdp cdng thic: D€ cb thé nhip céng thirc cho mét Cell nao dé ban nhdp dip chudt hodc di

chuyén chudt dén Cell d6 nhan phim F2. Khi ddu nhac chubt xut hién hdy nhép céng thifc cho
Cell bdt dau vdi ddu (=).
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B2 - > v k& =A2+B2

I e [
[ 12cr£ F5I=L24E2 |

F=NR VNI 5

Vi du tai 6 C2 chung ta cé cong thic la: A2+B2

Pé chinh st cdng thirc ban thao tac tudng tu nhu cach trén hodc cé thé nh&p chon 6 chira cng
thd'c can stra sau do ti€n hanh stra cong thdc trén thanh Formula.

c2 - X .fr

1
| |
2 | 1200 75|=A2+B2

2
-

Lut y: M6t cach dan gian han dé€ nhép céng t,hl:I’C cho Cell la ban chon téi Cell do r6i go truc tié€p
cong thirc. Tuy nhién cach nay khong dung dé chinh sira cong thirc.

4.3.2. Ham trong Excel
Khai niém
Ham 13 mot cdng thitc dugc dinh nghia san trong Excel nhdm thuc hién mot chirc néng tinh toan riéng

biét nao do. Trong qua trinh tinh toan va xt ly doi khi cac ham do Excel cung cap khong dap Ung
dudc vi vay ban c6 thé viét ra nhitng ham méi thich hdp cho riéng minh.

Cau truc

CU phap. = Tén ham (d6i s 1, doi s6 2, ..., doi s6 n)

Giai thich:

- D&u (=): Bt budc phai cé trudc ham, néu khdng co diu béng Excel sé& hidu do 1a mot chudi binh
thudng, nd khong tinh toan gi ca.

- Tén h%m: Mudn st dung mot ham nao ddé ban phai ghi tén ham do ra, tén ham khong c6 khoang
trang dé Excel nhan dién va thuc hién ding ham can dung.

- Dau ngodc dan bat "(": Sau tén ham la dau ngodc dan md, nd phai dugc dirng ngay sau tén ham
khdng dudc co khoang trang.

- Cac doi so (doi so 1, doi s6 2, ..., d6i sO n): La gia tri hay 0 hodc khoi 6 dugc ham sif dung, ngoai ra
chling ban cd thé st dung cac ham lam d6i sd cho ham khac hay ndi khac di la ham [6ng nhau, trong
Excel cho phép t6i da 7 mdc ham [6ng nhau.

- D4u ngodc don déng ")": Dung dé két thiic mét ham.
S« dung ham
PE sir dung cac ham trong Excel, ban cé thé nhép truc ti€p tén ham va cac ddi s6 tor ban phim.
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c2 - X v K =sum({A2:B2)

A B C D E
1
2 | 120 75| =sum({22:p2
3 SUM({numberl, [number], ...)

Hodc dung hdp thoai Insert Function. D& goi hdp thoai Insert Function ban lam nhu sau:

- TU thanh cong cu Ribbon nhap chon Tab Formula, tim tdi nhém Function Library nhap chon Iénh
Insert Funtion

FORMULAS
2 AutoSum - Logical = @ Lookup & Reference -
Recently Used = Text - @ Math & Trig -

Insert

et EFinanciaI' E Date & Time - MMore Functions =

Function Library

Ho3c tir thanh cdng cu Formula Bar nh&p chon biéu tugng Insert Function.

c2 - fe || =sum(az:B2)
A B o Insert Function F
1
2| 120 75 135]
3

HOp thoai Insert Function xuat hién nhu hinh dugi day:

T

S ———— T T
P _ || |
AT U O —_—
Search for a Tundtion
e |
Type a brief description of what you want to do and then | Go |
click Gl —
Or select a category: | Most Recently Used |E|

Select a function:

HYPERLIMEK

COUNT

AN

SIN &
SUM({numberl,number2,...)

Adds all the numbers in a range of cells.

Help on this function

- Nh&p vao mii tén hinh tam gidc cta chlic ndng Or select a function d€ xut hién danh sach cac
nhém ham.
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™
Search for a function:
Go

Type a brief description of what you want to do and then
click Go

Or select a category:  Most Recently Used

Finaricial
Date & Time

kath & Trig
HYPERLINK Statistical

COUNT Lookup & Reference
MAX Database

Text

Logical
SUM(numberL numb e e tion

Adds all the numberEngineering i

Help on this funcdiion [ 0K ] ’ Cancel ]

- Trong khung Select a function thé hién cac ham ciia nhdm ham dugc chon trong khung Or Select a
function. Phia dudi khung Select a function cho ban biét nhitng thong tin vé ham dugdc danh dau
trong khung Select a function.

Search for a function:

Type a brief description of what you want to do and then
click Go

Or select a categorny: | Most Recently Used IZ|

Select a function:

AVERAGE
I
HYPERLINK
COUNT
MAX

SIN

{numberL,number2,...)
dds all the numbers in a range of cells:

Help on this function

- Ban ciing c6 thé nhap vao Help on this Function dé biét thém céch st dung cia ham.

Search for a function:

Type a brief description of what you want to do and then
click Go

Or select a category: | Most Recently Used |Z|

Select a function:

SUM(numberl,numberZ....)
Adds all the numbers in a range of cells,

Help on this function
R ——
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- Chon mot ham thich hgp can s dung, nhap OK hop thoai Function Arguments hién Ién.
Function Arguments L] » y l 7|

SUM

Mumberl | AZ:02| - 12075]

) [

Mumbe:2

= 195
Adds all the numbers in a range of cells,

Numberl: numoerl number2,... are 1 to 255 numoers to sum. Logical values and
text arc ignored in cells, included f typed as argument:,

Formula result = 195

{ Hep on this fundion |

- p—

- Trong hop thoai, nhap cac thong so6 can tinh toan cho ham.
- Nh&p dir liéu xong, nhdp OK hay nh&n phim Enter dé thuc hién tinh toan.
Hién thi tat ca cac cong thirc trong bang tinh
PE hién thj tat ca cdng thirc cd trong bang tinh ban lam nhu sau:
- TU thanh cong cu Ribbon nhap chon Tab formula, trong Tab nay tim t8i nhém Formula auditing.
- Danh sach I&énh trong nhdm xu&t hién ban nh&p chon 1énh Show Formulas hodc nh&n t& hgp phim
Ctrl + ~.
FORMULAS

%:0Trace Precedents 1%

o% Trace Dependents Y0 ~

% Remove Arrows ~ (&)

Formula Auditing

Hién thi dudng dan téi cac thanh phan cong thirc
- Chon 6 chra cong thic can xem
- T thanh cong cu Ribbon nhap chon Tab Formula, tim t&i Tab Formula auditing.
- Nhap chon Iénh Trace Precedents.

FORMULAS

Oy
#.0 Trace Precedents E
(=]
!
ot Trace Dependents ™) -
R\ Remowve Arrows - (&)

Formula &uditing

Vi du dudi day 6 C2 cd cong thic la : =SUM(A2:B2)+C6
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c2 - F =SUNM[AZ2:B2)+C6

oy o 4 207|

LN b= Wk =
b

12

4N

Luts y: DE xda cac dudng dan ndy ban nhap chon Iénh Remove all arrows

FORMULAS
E‘.:“ Trace Precedents @

(=]
o,
olt Trace Dependents ™! -

I_';\ Remove Arrows -

Formula Auditing
Hién thi duwdng dan clia cac thanh phan trong cong thirc téi két qua.
- Chon 6 thanh phan trong cong thirc can xem.
- TUr thanh cong cu Ribbon nhap chon Tab Formula, tim t&i Tab Formula auditing.
- Nhap chon Iénh Trace Dependents.

FORMULAS

Oy

#.0 Trace Precedents E

Vi . o
Watch

I_';\ Remove Arrows - Window

=7% Trace Dependents

Farmula Auditing

Ciling Vdi vi du trudc ching ta xem 6 C6 la thanh phan cla két qua nao.

A B C D

1

2 120 75 207

4

5

6 | 12
| ]

7

Luts y: D& xda cac dudng dan nay ban nhap chon Iénh Remove all arrows
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FORMULAS

Oy
+o Trace Precedents

(=]
o,
olt Trace Dependents ™! -

I_';.\ Remove Arrows -

Formula Auditing

4.4. Phan loai ham

- Nhém ham Financial (tai chinh): Nhém ham nay cung cap cho ban cac ham nham tinh todn vé mat
tai chinh nhu: tinh tién dau tu, tinh tién Igi nhuan.

- Nhom ham Date & Time (ngay thang va thdi gian): Nndm ham nay cung cap cho ban cac ham
nhdm tinh todn vé thdi gian gitta hai méc ngay, ddi mét ngay sang dang sb...

- Nhém ham Math & Trig (toan hoc va lugng giac): Nhom ham nay cung cap cho ban cac ham
nham tinh toan vé toan hoc va ky thuat can ban.

- Nhém ham Statistical (théng ké): Nhom ham nay cung cdp cho ban cac ham nham tinh toan vé
thong ké nhu tinh toan xac suat...

- Nhom ham Lookup & Reference (tim kiém va tham chi€u): Nhdm ham nay cung cap cho ban
nhirng thong tin vé bang tinh nhu: tra vé s6 cot cia mét tham chiéu...

- Nhom ham DaTabase (co sé dir liéu): Nhdm ham nay cung cap cho ban cac ham nham trg gitp
nhitng théng tin vé cc s& dif liéu chang han: Tinh gia tri nho nhat va 16n nhét trong co sé dif liéu...

- Nhém ham Text (van ban): Nhdm ham nay cung cap cho ban cac ham nham quan ly van ban.

- Nhom ham Logical (luan ly): Nhdm ham nay cung cap cho ban cac ham nham tinh todn cac gia
tri bang cac bi€u thirc ludn ly dua trén nhitng diéu kién cla bang tinh.

- Nhém ham Information (théng tin): Nhdm ham nay cung cap cho ban cac ham nham tinh toan
va tra vé cac thong tin chung trong bang tinh.

Bai 5 — Tim hi€u mot s6 ham co ban
5.1. Nhom ham tai chinh
Ham DB

Tinh khau hao cho tai san st dung theo hudng khau hao gidam dan cho tiing ky cd dinh tai mot thai
diém nhét dinh.
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Cu phap.: =Db(Cost, Salvage, Life, Period, Month).

Giai thich:

- Cost: Nguyén gia tai san c6 dinh

- Salvage: Gia tri con lai cla tai san dén thdi diém tinh khu hao.

- Life: Thdi han s dung cua tai san

- Period: Thdi ky ban tinh chi phi khau hao.

- Month: S& thang trong ndm dau tién. Néu bo qua muc nay thi dugc hiéu Ia 12 thang.
Ham DDB

Ham DDB tra vé gia tri khdu hao ciia mot tai khoan cho mét thsi han nhat dinh bdng cach dung
phuaong phap ké toan giam gap doi.

Cu phap.: =DDB (Cost, Salvage, Life, Period, Factor)

Gidi thich:

- Cost: Nguyén gia tai san c6 dinh

- Salvage: Gia tri con lai cda tai san sau khi khau hao.

- Life: Thdi han s dung cua tai san

- Period: Thdi ky ban tinh chi phi khau hao.

- Factor: La kiém sodt ty suét tinh chi phi khdu hao, bd d6i s6 nay thi Excel méc dinh 1a 2.
- Hai muc Life va Period phai dugc tinh cing thdi diém chdng han: ngay, thang hay nam.
Ham FV

Ham FV tinh gia tri tuang lai cia moét khoan dau tu.

CuU phap. =FV (Rate, Nper, Pmt, Pv,Type)

Giai thich:

- Rate: Ti I€ lai suat trong mot thai han.

- Nper: La tdng sd thdi han thanh todn ciia mét chu ky kinh doanh.

- Pmt: La khoan thanh todn cho mdi thdi han (bao gom von va I3i suat). Khong thay ddi trong suét
thai ky kinh doanh.

- Pv: Gia tri hién hanh cta khoan dau tu. Néu bo qua doi s6 nay thi mac dinh la 0.
- Type: Méc dinh thdi di€ém phai trd. Co hai gid tri 1 va 0.

+ Néu Type=1: Thanh todn vao dau mdi thdi diém.

+ N&u Type=0: Thanh todn vao cudi mdi thdi diém.

Ham IPMT

Ham IPMT tra vé gia tri khoan l3i thanh toan trong mét thai han da cho.

Cu phap.: =IPMT (Rate, Per, Nper, Pv, Fv, Type)

Giai thich:
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- Rate: Ti I€ Iai suat

- Per: ThGi han mudn tim 13i suat.

- Nper: Téng s6 ky han.

- Pv: Gia tri nién khoan hién nay. Khi tinh khoan thanh toan vay, Pv sé& hién thi s& khoan vay.

- Fv: Gia tri nién khoang trong tucng lai hay s6 du sau lan thanh toan cudi cung, boé qua doéi nay thi
mac dinh la 0.

- Type: Xac dinh thdi diém thanh toan. C6 hai gid tri 1 va 0.

+ Néu Type=1: Thanh toan vao dau mdi thai diém.

+ Néu Type=0: Thanh todn vao cudi mdi thdi diém

+ Né&u bo qua déi nay thi Excel hiéu Type=0.

Ham IRR

Ham IRR s& tra vé ti suat doanh Igi ndi tai dua trén mét loat luu chuyén tién mat.
Cu phap. =IRR(Values, Guess)

Gidi thich:

- Values: M8t mang hay tham chiéu dén cac 6 gid tri luu chuyén tién mat.

- Guess: Két qua udc tinh. Bo qua gia tri nay thi Excel mac dinh la 10%.

Ham ISPMT

Ham ISPMT tinh toan Iai suat phai tra trong mot thdi gian da cho.

Cu phap. =ISPMT(Rate, Per, Nper, Pv).

Gidi thich:

- Rate: Lai suat dinh ky.

- Per: ThGi han mudn tim 13i suat.

- Nper: Téng s6 ky han.

- Pv: Gié tri nién khoan hién nay. Khi tinh khoan thanh toan vay, Pv s& hién thi s& khoan vay.
Ham MIRR

Tra vé ti 1é doanh thu ndi tai cho mét loat Iuu chuyén tién mét. Chirc ndng nay bao gém gia tri dau tu
va tién I0i cla tai dau tu tién mat.

CuU phap.: =MIRR( Values, Finance_rate, Reinvest_rate)

Giai thich:

- Values: Mot mang hay tham chiu dén céc 6 gia tri luu chuyén tién mat.

- Finance_rate: L&i sudt phai tra cho khoan tién sir dung trong luu chuyén tién mat.
- Reinvest_rate: Lai sinh ra do tai dau tu tién mat.

Ham NPER

Ham NPER dung dé xac dinh sd thdi han cho mét khoan dau tu’ dua trén mét khoan chi dinh ky khdng
doi va mot ti I 13i suat khong doi.
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Cu phap.: =NPER(Rate, Pmt, Pv, Fv, Type)
Glai thich:
- Rate: Lai suat dinh ky.

- Pmt: L3 khoan thanh toadn cho mdi thdi han (bao gom von va I3i suat). Khong thay ddi trong suét
thai ky kinh doanh.

- Pv: Gia tri nién khoan hién tai, hay tdng sd gia tri tir bay gi& dé tinh cho cac khoan thanh toén trong
tuong lai. Khi tinh khoan thanh toan vay, Pv sé hién thj s6 khoan vay.

- Fv: Gia tri nién khoang trong tuong lai

- Type: Xac dinh thdi di€ém thanh todn. C6 hai gid tri 1 va 0.
+ Néu Type=1: Thanh todn vao dau mdi thdi diém.

+ Néu Type=0: Thanh todn vao cudi mdi thdi diém

+ Néu bd qua déi nay thi Excel hiéu Type=0.

Ham NPV

Ham NPV tinh gia tri hién tai cia mét khoan dau tu. Hdm nay st dung dé tinh mdt ti 1& chiét khiu
hodc chi tra trong tudng lai, va gia dinh viéc thanh toan vao cudi ky.

Cu phap.: =NPV(Rate, Valuel, Value2...)

Giai thich:

- Rate: Lai suat dinh ky.

- Valuel, Value2...: La gid tri thanh todn & mdi ky. Trong ham nay ban cd thé str dung dugc 29 ddi s6.
Ham PMT

Ham nay dung ,dé’ tinh khoan thanh toan cho mot s6 tién vay. Trong tinh toan gia sur ti 1€ 1ai suat va
s6 chi khéng doi.

CuU phap.: =PMT(Rate, Nper, Pv, Fv, Type)

Gidi thich:

- Rate: Lai suat dinh ky.

- Pv: Gié tri nién khoan hién nay. Khi tinh khoan thanh toan vay, Pv s& hién thi s& khoan vay.
- Fv: Gia tri nién khoang trong tuang lai

- Type: Xac dinh thdi di€ém thanh todn. C6 hai gid tri 1 va 0.

+ Néu Type=1: Thanh todn vao dau mdi thdi diém.

+ Néu Type=0: Thanh todn vao cudi mdi thdi diém

+ Néu bd qua déi nay thi Excel hiéu Type=0.

Ham PPMT

Ham nay dung dé tinh tdng khoan tién phai tra trong mot ky han da cho d6i véi mot khoan dau tu.
CU phap.: =PPMT(Rate, Pen, Nper, Pv, Fv, Type)

Giai thich:
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- Rate: Lai suat dinh ky.

- Pen: Ky han tinh lai suat.

- Nper: Téng s6 lan phai chi tra.

- Pv: Gia tri nién khoan hién nay.

- Fv: Gia tri nién khoang trong tuang lai

- Type: Xac dinh thdi diém thanh toan. C6 hai gid tri 1 va 0.
+ Néu Type=1: Thanh toan vao dau mdi thai diém.

+ Néu Type=0: Thanh todn vao cudi mdi thdi diém

+ Né&u bo qua déi nay thi Excel hiéu Type=0.

Ham PV

Ham PV dung dé tinh gia tri thuc cia mét khoan dau tu
Cu phap. =PV(Rate, Nper, Pmt, Fv, Type)

Gidi thich:

- Rate: Lai suat dinh ky.

- Nper: Téng s6 ky han.

- Pmt: La khoan thanh todn cho mdi thdi han .

- Fv: Gia tri nién khoang trong tucng lai hay s6 du sau lan thanh toan cudi cung, bé qua doéi nay thi
mac dinh la 0.

- Type: Xac dinh thdi diém thanh toan. C6 hai gid tri 1 va 0.
+ Néu Type=1: Thanh todn vao dau mdi thai diém.

+ Néu Type=0: Thanh todn vao cudi mdi thdi diém

+ Né&u bo qua déi nay thi Excel hiéu Type=0.

Ham RATE

Ham nay xac dinh 13i suat cia mét khoan vay dua vao s6 [an thanh toan, khoan thanh toan va khoan
vay goc.

Cu phap.: =RATE(Nper, Pmt, Pv, Fv, Type, Guess)

Giai thich:

- Nper: Téng s6 ky han.

- Pmt: La khoan thanh todn cho mdi thdi han .

- Pv: Gié tri nién khoan hién nay. Khi tinh khoan thanh toan vay, Pv s& hién thi s& khoan vay.

- Fv: Gia tri nién khoang trong tuong lai hay s6 du sau lan thanh toan cudi cung, bo qua doi nay thi
mac dinh la 0.

- Type: Xac dinh thdi diém thanh toan. C4 hai gia tri 1 va 0.
+ Néu Type=1: Thanh todn vao dau mdi thdi diém.
+ Néu Type=0: Thanh todn vao cudi mdi thdi diém
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+ Néu bd qua déi nay thi Excel hiéu Type=0.

- Guess: Du doan cla ban vé 1ai suat dinh ky la bao nhiéu, néu bé qua doi nay thi Excel s€ mdc dinh
la 10%.

Ham SLN

Ham SLN tra vé chi phi khau hao cho mét tai san trong khoang thdi gian quy dinh. Ham nay dung mo6
hinh khau hao déu nghia la gia tri khdu hao & tat ca vac ky la nhu nhau.

CuU phap. =SLN(Cost, Salvage, Life)

Gidi thich:

- Cost: Nguyén gia tai san c6 dinh.

- Salvage: Gia tri con lai cua tai san sau khi khau hao.
- Life: Thdi han s dung cua tai san.

Ham SYD

Ham SYD tra vé khau hao clia mot tai san cho mdét thdi han nhat dinh bang cach dung phuong phap
tong s6 nam.

CuU phap. =SYD(Cost, Salvage, Life, Per)

Giai thich:

- Cost: Gia tri ban dau cua tai san.

- Salvage: Gia tri con lai cua tai san sau khi khau hao.

- Life: Thdi han s dung cua tai san.

- Per: Thai han (s dung cung dan vi vdi Life).

Ham VDB

Ham VDB tra vé tdng chi phi khdu hao cho mét tai san sir dung trong nhiéu ky.
CuU phap. =VDB(Cost, Salvage, Life, Start_Period, End_Period, factor, No_Switch)
Gidi thich:

- Cost: Gia tri ban dau cla tai san.

- Salvage: Gia tri con lai cda tai san sau khi khau hao.

- Life: Thdi han s dung cua tai san.

- Start_Period: Ky han dau tién tinh chi phi khau hao.

- End_Period: Ky han cudi cung tinh chi phi khau hao.

- Factor: DGi s6 ki€ém soat ty sut tinh chi phi khdu hao. Néu bo qua déi s6 nay thi Excel s& méc dinh
la 2.

- No_Switch: Da6i s6 nay la mot gia tri logic cd hai gid tri TRUE hodc FALSE, cho phép ban dung
phuong phap khdu hao déu (dudng thang) hodc khéng dung.

+ Né&u No_Switch=TRUE thi Excel khdng s dung phuong phap khdu hao déu (dudng thang).
+ Néu No_Switch=FALSE hay bd qua ddi nay thi Excel s€ sif dung phudong phap khau hao déu.
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5.2. Nhém ham ngay thang

Ham Date

Ham nay tra vé két qua la ngay thang dugc dinh dang 'ng vdi ngay thang nam nhap vao.
CU phap: =DATE(Year, Month, Day)

Giai thich:

- Year: S6 ndm, s6 ndm nay nam trong khoang tir 1990 dén 1999.

- Month: S& thang trong ndm, néu gia tri nay I16n hon 12 thi Excel tv déi la 12 thang =1 ndm va tra vé
k&t qua sd ndm + s8 ndm da quy ddi va sd thang trong nam.

- Day: SO ngay trong thang. Néu s nay I6n han s6 ngay trong thang, lic nay Excel tu ddng dé 30
hay (28, 29, 31) ngay=1 thang, va tra vé két qua la s6 thang+ s6 thang da qua doéi va s6 ngay trong
thang.

Ham DATEVALUE

Ham nay tra vé sd th(r tu (v6i ngay 1 thang 1 nam 1900 la s6 thir ty 1, ngay 2/1/1900 la ngay s6 th(r
2..., ngay 1/2/1900 la ngay th& 32) cta chudi ngay da nhap.

CU phdp: =DATEVALUE(Date_text)

Giai thich:

- Date_text: La chudi ngay thang mudn chuyén thanh s thr tu.

Ban cd thé& nhép thir vao ngay 17/07/2006 la ngay th{ bao nhiéu (rng vdi ham trén.
Ham DAY

Tra vé gia tri ngay cua dir liéu loai ngay thang nam, chgf)i s6 c6 thé 1a mot chudi van ban chdng han:
"4- 5- 03" hodc "15- Apr- 1995", Excel sé tu’ dong chuyén thanh dir liéu ngay thang nam.

CU phap. =DAY(Serial_number)

Glai thich:

- Serial_number: La gia tri ngay, tham chi€u 6 chira ngay thang hay van ban trong cap dau ngoac.
Ham HOUR

Ham nay cd tac dung tra vé gia tri gid.

CuU phap.: =HOUR(Serial_number)

Glai thich:

- Serial_number: La gia tri giG, tham chi€u 6. Ban nhap gid phudt, gidy ham nay sé tra vé gia tri giG
dugc dua vao.

Ham MINUTE

Ham nay co tac dung tra vé gia tri phat.

CU phap.: =MUNITE(Serial_number)

Glai thich:

- Serial_number: La gia tri giG, tham chi€u 6. Ban nhap gid phudt, gidy ham nay sé tra vé gia tri giG
dugc dua vao.
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Ham MONTH

Ham nay tra vé gia tri thang cta dir liéu loai ngay thang nam

CU phap.: =MONTH(Serial_number)

Glai thich:

- Serial_number: La gia tri giG, tham chi€u 6. Ban nhap gid phuat, gidy ham nay sé tra vé gia tri giG
dugc dua vao.

Ham NOW

Ham nay tra vé ngay gid hién hanh trong hé thong may tai vi tri 6 hién hanh.

CU phap: =NOW(). Ham nay khong co dGi s0.

Ham SECOND

Ham nay tra vé gia tri giay tai 6 hién hanh

CU phap.: =SECOND(Serial_number)

Giai thich:

- Serial_number: La gia tri giG, tham chi€u 6. Ban nhap gid phuat, gidy ham nay sé tra vé gia tri giG
dugc dua vao.

Ham TIME

Ham nay tra vé gia tri giG phut gidy tai 6 hién hanh, vdi cac gia tri dugc nhap trong nhitng doi cla
ham.

CU phap. =TIME(Hour, Munite. Second)

Giai thich:

- Hour: Gia tri chi giG.

- Munite: La gia tri chi phdt. Néu s6 nay 16n hon 60 thi Excel s& tu dong chuyén d6i 60 phit =1 gi.
KEt qua tra vé la gia tri sO chi giG + s6 gid da quy doi va gia tri s6 phut sau khi doi.

- Second: La gia tri chi gidy. Néu s6 nay I6n han 60 Excel s8 tu ddng chuyén dc“ji 60 giay=1 phut. Két
qua tra vé la gid tri s6 chi phut + s6 phut da quy doi va gia tri s6 giay sau khi doi.

Ham TODAY

Ham nay tra vé gia tri ngay thang nam hién hanh tai 6 dugc kich hoat. Nhung chi cho biét ngay thang
nam khong hié gid phut giay.

CU phap: =TODAY() Ham nay khdng cd dai so.

Ham WEEKDAY

Ham nay tra vé gia tri th(r trong tuan (s6 nguyén) tai 6 hién hanh cta dir liéu dugc nhap vao la loai
ngay thang nam.

CU phap.: =WEEKDAY(Serial_number, Return_type)
Glai thich:

www.clevercfo.edu.vn Trang 142



- Serial_number: Ch(fa gia tri ngay thang ndm, né cd thé 1a chudi van ban hay mot dang khac cla
ngay ,théng nam, chdng han: "4- 29- 03" hodc "29- Apr- 2003" véi cac dang nay Excel sé tu dong
chuyén sang dang ngay thang nam.

- Return_type: D&i nay quyét dinh cach biéu dién két qua, cd ba gia tri 1, 2 va 3 dé biéu dién két qua
nhu sau:

+ Néu nhap vao gia tri s6 1 cho doi Return_type: Excel quy dinh s6 1 alf chd nhat, s6 2 la th hai... s
7 la thir bay.
+ Néu nhap vao gia tri s6 2 cho doi Return_type: Excel quy dinh s6 1 la thd hai, s6 2 la th( ba... s6 7
la chu nhat.

+ NéEu nhap vao gia tri s6 3 cho doi Return_type: Excel quy dinh s 0 la th( hai, s6 1 la th(r ba... s6 6
la chu nhat.

+ Néu bd qua ddi nay thi Excel hiéu Ia gia tri s6 1.

Ham YEAR

Ham nay tra vé gia tri nam, tai 6 hién hanh cuta loai dif liéu la ngay thang nam.

CU phap. =YEAR(Serial_number)

Giai thich:

- Serial_number: Ch(fa gia tri ngay thang ndm, né cd thé 1a chudi vdn ban hay mot dang khac cla

ngay thang ndm, chang han: "9- 15- 03" hodc "15- Sep- 2003" vdi cac dang nay Excel sé tu dong
chuyén sang dang ngay thang ndm.

5.3. Nhom ham tim kiém va tham chiéu
Ham HLOOKUP

Ham nay cé cong dung la tim trong hang trén cung cla bang va tra vé mot gia tri trong hang trén cung,
vGi su’ kiém tra cot tudng Uing cua gia tri dugc tra vé thoa man diéu kién.

CuU phap.: = HLOOKUOP ( lookup_value, Table_array, Row_ index_num , Range_lookup)
Gidi thich:

- Lookup_value: Gia tri can tim kiém.

- Table_array: La mang, tén, ddy hay viing dé tim kiém théng tin.

- Row_index_num: Th{r tu cia hang can tim

- Range_lookup: La gia tri Logic (TRUE=1, FALSE=0) quyét dinh ham s& so chinh xac hay tudng doi
vGi doi s6 Lookup_value.

+ Néu Range_lookup=1 (TRUE): So tuang dai.

+ Néu Range_lookup=0 (FALSE): So chinh xac.

+ Né&u bo qua déi nay thi Excel hiéu la Range_lookup =1.
Ham INDEX

Ham INDEX c6 hai chdc ndng sau:

- Chiic ndng mang va chdc nang tham chiéu 6.

Cu phap.: =INDEX(Array, Row_num, Column_num)
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Gidi thich:

+ Array: La mang dugc xac dinh trudc.
+ Row_num: S6 hang trong mang.

+ Column_num: S6 cbt trong mang.

- Chirc nang tham chiéu

Dung dé& tim phén tl trong dia chi & hay day 6 tai dong va cot ban qui dinh, két qua tra vé 1a ndi dung
hay dia chi 0 cua 6 trong bang.

Cu phap. =INDEX (Reference, Row_num, Column_num, Area_num)

Giai thich:

+ Reference: L& mot ddy hay nhiéu ddy goi 1a khu vuc (Area) ndi dung khu vuc cd thé Ia cac con s6, chudi,
cong thirc.

+ Row_num: SO hang trong bang.

+ Column_num: S0 c6t trong bang.

+ Area_num: D4i s8 nay dung dé nhén dién tirng khu vuc, chang han sé 1 Ia khu vuc dau...
Ham MATCH

Ham nay tra vé vi tri cla gia tri thoa man diéu kién cho trudc.

CU phap:

= MATCH(Lookup_valua, Lookup_array, Match_type)

Gidi thich:

- Lookup_valua: La gia tri dé€ tim trong bang cho trudc.

- Lookup_array: La bang gidi han dé tim gia tri.

- Match_type: La d6i sé nhan mot trong ba gia tri 1, 0, va -1, né quyét dinh so sanh doi Lookup_valua nhu
thé nao.

+ Néu Match_tyoe = -1: Tim (tim trong bang) s6 I16n hon gan nhat hay bang s6 da cho, va diéu kién
trong bang dir liéu phai dudc sdp x€p theo th(r tu giam dan.

+ Né&u Match_type = 0: Tim (tim trong bang) s6 bang s6 da cho.

+ Néu Match_type = 1: Tim (tim trong bang) s6 nho hon gan nhéat hay bang s6 da cho, va diéu kién
trong bang dir liéu phai dudc sdp x€p theo th(r tu tang dan.

+ Né&u bo qua déi nay, Excel hi€u Match_type = 1.
Ham VLOOKUP

Ham nay thuc hién tim gia tri dugc chi dinh trong do6i Lookup_value, va tim & cot dau tién trong bang
cho trudc. Két qua la giao cua hang vira tim dé vdi cot chi dinh trong dbi Col_index_num.

CU phap:
=VLOOKUP(Lookup_value, Table_array, Col_index_ num, Range_lookup)
Glai thich:
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- Lookup_value: Gia tri can tim trong cot th(r nhat cua bang gidi han.
- Table_array: Bang gi6i han dé& do tim.
- Col_index_num: S8 th( tu’ cbt trong bang gidi han dé tra vé két qua.

- Range_lookup: La gia tri Logic (TRUE=1, FALSE=0) quyét dinh so chinh xac hay so tuong déi Vi
bang gidi han.

+ Néu Range_lookup = 1 (TRUE): So tucong doi.

+ Néu Range_lookup = 0 (FALSE): So chinh xac.

+ Néu bd qua ddi nay thi Excel hiéu la Range_lookup = 1.

5.4. Nhom ham thong ké

Ham AVERAGE

Ham nay tra vé gia tri trung binh cong cla cac so.

CU phap.: =AVERAGE(Number1, Number2, ...)

Giai thich:

- Number1, Number2, ... La cac s6, dia chi 6 hay day 6, cdng thifc. Trong ham nay ban cé thé ding
dén 30 dai.

Ham COUNT

PEm s6  trong day 6, dém céc 6 cd chlra s6 hodc ngay thang con cac kiéu dir liéu khac khéng dém.
CuU phap.: =COUNT(Valuel, Value2, ...)

Giai thich:

- Valuel, Value2, ... C6 thé 1a nhiing gid tri s6, dia chi 6 hay day 6, cdng thirc. Trong ham nay ban si
dung t6i da la 30 dai sO.

Ham COUTA

Dém s6 6 trong day 6, dém cac 6 cd ndi dung bat ky.

CU phap.: =COUNTA(Valuel, Value2, ...)

Giai thich:
- Valuel, Value2, ...CS thé la nhitng gia tri s6, dia chi 6 hay day 6, cdng thrc.
Ham MAX

Ham nay tra vé gia tri I6n nhat cla cac so.
Cu phap.: =MAX(Number1, Number2, ...)

Giai thich:
- Number1, Number2, ... C4 thé 1a gid tri s8, dia chi 6 hay day 6, cdng thirc.
Ham MIN

Ham nay tra vé gia tri nhé nhat cta cac s6.
CU phap.: =MIN(Number1, Number2, ...)
Glai thich:
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- Number1, Number2, ... C4 thé 1a gid tri s8, dia chi 6 hay day 6, cdng thirc.

Ham MODE

Ham nay tra vé s6 nao xudt hién nhiéu nhat trong day sé da cho. Néu trong day sé khong cd s6 nao
xuat hién [an th( hai thi ham sé tra vé thong bao 10i.

CU phap: =MODE(Number1, Number2, ...)

CU phap:
- Number1, Number2, ... C4 thé 1a gid tri s8, dia chi 6 hay day 6, cdng thirc.
Ham RANK

Ham nay tra vé th&r hang ctia mot s6 trong day 6 cho trudc.

CuU phap.: =RANK(Number, Ref, Order)

Giai thich:

- Number: La s6 mudn xem th{ hang.

- Ref: MOt mang, dia chi 6 hay day 6 cé chira s6 muon tim th hang.

- Order: Doi nay cd gia tri s6 0 va 1, qui dinh cach xép thd hang.

+ Néu Order=1: Excel sé& sap x&p th hang theo th(¥ tu tr nho dén I16n.
+ Néu Order=0: Excel sé& sap x&p thr hang theo th(r tu tir I6n dén nho.
+ Né&u bo qua déi nay thi Excel s& hiéu Order = 0.

5.5. Nhém ham xir ly chudi

Ham LEFT

Ham nay tra vé s6 ky tu bén trai ciia chudi cho trudc & doi Text.

CU phap. =LEFT(Text, Num_chars)

Giai thich:

- Text: L& chudi vén ban d€ Iay ky tu.

- Num_chars: La tdng s6 ky tu’ can 13y ra (s6 nguyén).

Ham LEN

Ham nay tra vé chiéu dai clia chudi ky tu, mot khoang tréng dugc xem nhu mot ky tu'.
G phdp: =LEN(Text)

Giai thich:

- Text: La chudi vén ban can tinh chiéu dai.

Ham LOWER

Ham nay cd tac dung chuyén tat ca cac chil hoa thanh chir thudng.

CU phap.: =LOWER(Text)

Giai thich:

- Text: La chudi can chuyén dsi thanh chit thuding.
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Ham MID

Ham nay cé cdng dung chon va I8y ra cac ky tu trong chudi cho trudc. Ky tu dau dugc 1ay ra cin clr
vao ddi Sbanrt_num va ti€p tuc 18y ky tu k& ti€p cho dén khi sd ky tu' Idy ra bang d6i Num_chars thi
két thuc.

CU phap.: =MID(Text, Sbanrt_num, Num_chars)

Gidi thich:

- Text: L3 chudi dé I8y cac ky tu.

- Start_num: La vi tri bat dau I1dy ky tu.

- Num_chars: Téng s8 ky tu’ can |4y ra.

Ham PROPER

Ham nay c6 tac dung chuyén chudi bat ky sang dang céc chit cai d&u trong mét tir thanh chit hoa.
C phdp: =PROPER(Text)

Gidi thich:

- Text: La chudi v&n ban can chinh stra.

Ham REPT

Ham nay tra vé chubi ky tu dugdc 13p nhidu [an.

CU phap.: =REPT(Text, Number_times)

Gidi thich:

- Text: la chudi ky tu mudn 13p lai

- Number_times: La s6 [an 13p cta chudi Text.

Ham RIGHT

Ham nay tuong tu ham LEFT nhung né 1ay ky tu bén phai cta chudi ky tu.
CU phap.: =RIGHT(Text, Num_chars)

Gidi thich:

- Text: L3 chudi van ban dé 14y ky tu.

- Num_chars: La tdng s6 ky tu’ can 13y ra (s6 nguyén).
Ham TEXT

Ham nay chuyén kiéu dir liéu s6 hay ngay thdng thanh kiéu di liéu chudi theo mdt dinh dang cho
trudc.

CU phap.: =TEXT(Value, Format_text)
Giai thich:
- Value: La gia tri s6, tham chi€u 0 ch(ra s6 hay cong thurc tra vé so.

- Format_text: BGi nay dung dé xac dinh chudi két qua hién thi nhu thé nao? Co thé dung céc ky hiéu
dé dinh dang cho chuoi.

Ham UPPER

www.clevercfo.edu.vn Trang 147



Ham nay chuyén chudi van ban bat ky thanh chudi hoa.
Cii phdp: =UPPER(Text)

Giai thich:

- Text: La chudi vdn ban hay tham chiéu 6 ch(ra chudi vn ban can chuyén thanh chif hoa.
Ham VALUE

Ham nay chuyén chudi s6 thanh gi tri s6.

Cii phap: =VALUE(Text)

Gidi thich:

- Text: La chudi s6 mudn chuyé&n sang dang gia tri s6.
5.6. Nhom ham luan ly

Ham AND

Ham nay tra vé gia tri TRUE néu tat ca cac dbi s6 dung vdi diéu kién, ngugc lai chi cdn mot doi so sai
thi ham sé tra vé FALSE.

CuU phap.: =AND(Logicall, Logical2, ...)

Giai thich:

- Logicall, Logical2, ...La céc d6i sd biéu dién tiing didu kién ban cd thé str dung tdi da 30 d6i.
Ham FALSE

Ham nay tra vé gia tri FALSE, ban cé thé thay thé bang cach nhép gia tri nay bang ban phim.
CuU phap.: =FALSE() ham nay khong cé dai so.

Ham IF

Ham nay dung dé Iua chon mdt trong hai, kiém tra diéu kién & déi Logical_test néu ding thi tra vé
doi Value_if_true, ngudc lai sai tra vé doi Value_if_false.

CU phap. =IF(Logical_test, Value_if_true, Value_if_false)

Giai thich:

- Logical_test: La diéu kién cho trudc bat ky, diéu kién nay phai tra vé TRUE hay =1 hodc FALSE hay
=0.

- Value_if_true: D&i s& nay la bat ky, nd dugc thé hién néu kiém tra diéu kién & déi Logical_test Ia
didng (TRUE hay =1).

- Value_if_false: Di s& nay la bat ky, nd dugc thé hién néu kiém tra diéu kién & ddi Logical_test |a sai
(FALSE hay =0).

Ham NOT

Ham NOT lay phu dinh mot diéu kién trong doi Logical va né tra vé két qua mot gia tri Logic TRUE=1
(ddng) hoac FALSE=0 (sai).

CuU phdp: =NOT(Logical)
Glai thich:
- Logical: La gia tri biéu thdc ludn ly bat ky cd thé danh gid TRUE hay FALSE.
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Ham OR

Ham OR tra vé hai gia tri la TRUE hodc FALSE. Ham nay chi can mot doi dung tra vé TRUE, tat ca cac
doi déu sai tra vé FALSE.

CU phdp: =0OR(Logicall, Logical2, ...)

Giai thich:

- Logicall, Logical2, ... La mét s& hay mot diéu kién nao dé cd thé 1a TRUE hodc FALSE. Trong ham
nay ban co thé s dung dén 30 dai.

Ham TRUE

Ham nay tra vé tri TRUE, ban c6 thé thay thé bang cach nhap gia tri nay tir ban phim.
CU phap: =TRUE() Ham nay khong cd ddi so.

5.7. Ham toan hoc va lugng giac

Ham ABS

Ham nay lay gid ti tuyét d6i cia mot so va cho két qua tai 6 hién hanh.

CuU phap.: =ABS(Number)

Giai thich:

- Number: La s6 hay dia chi 6 can lay gia tri tuyét dai.

Ham CEILING

Lam tron mot s6 theo hudng tang dén s6 gan nhat hay mét boi s6 gan nhat cia mot s6 cd nghia.
CuU phap. =CEILING(Number, Significance)

Giai thich:

- Number: La gia tri s6 (tham chiéu 6 cha s6 hay cong thirc tra vé s6) mudn lam tron.
- Significance: La gia tri bdi s6 ma ban mudn lam tron.

Ham EVEN

Ham nay co tac dung lam tron 1én s6 nguyén chan gan nhét.

Cu phap.: =EVEN(Number)

Gidi thich:

- Number: La gia tri s6 mu6n lam tron.

Ham FACT

Ham nay tinh giai thira ctia mot so.

CU phap.: =FACT(Number)

Giai thich:
- Number: La s6 can tinh giai thira.
Ham FLOOR

Ham nay lam tron xuéng boi s6 da cho gan nhat va tién dén 0
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CuU phap.: =FLOOR(Number, Significance)

Giai thich:

- Number: La s6 ban mudn lam tron.

- Significance: La boi s6 mud6n lam tron dén.

Ham INT

Ham nay tra vé gia tri Ia phan nguyén cia mot s6 thuc va nd lam tron xudng cua sé thuc do
CuU phap. =INT(Number)

Gidi thich:

- Number: La s6 can lam tron.

Ham MOD

Ham nay tra vé phan du cua phép chia.

CU phap.: =MOD(Number, Divisor)

Gidi thich:

- Number: S0 bi chia.

- Divior: S8 chia (phai khac 0, néu la s8 0 Excel béo 16i).

Ham SQRT

Ham nay c6 tac dung tinh can bac hai cia mot s6.

Cu phap.: =SQRT(Number)

Gidi thich:

Number: La s6 dudng I6n hon 0 can tinh can bac hai, néu s6 nay 1a s6 &m ham tra vé 15i.
Ham SUM

Ham nay tra vé téng clia mot chudi so.

Cu phap.: =SUM(Number1, Number2,...)

Gidi thich:

- Number1, Number2, ... ¢ thé 1a nhitng gia tri s8, cong thirc, dia chi 6 hay ddy ... trong ham nay ¢
thé 13y tGi 30 dai sG.

Ham SUMIF

Ham nay tra vé mét gia tri 1a tdng ciia mot day 6 trong ham thoa diéu kién.
CuU phap.: =SUMIF(Range, Criteria, Sum_range)

Gidi thich:

- Range: La day 6 dé thuc hién viéc kiém tra theo tiéu chuin nao do.

- Criteria: L& mét s8, biéu thic hay chudi dé xac dinh cai ndo can tinh tong va déi nay dua trén déi
Range dé kiém tra.

- Sum_range: D3y 6 dugc tinh tong.
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Bai 6 —In an

6.1. Pinh dang trang in

Ban can dinh dang cho trang in trudc khi thuc hién viéc in bang mot trong hai cach sau day:
Cdch 1. S dung thanh cong cu Ribbon

- TU thanh cong cu Ribbon ban nhap chon Tab Page Layout

PAGE LAYOUT

O X Das &N BE

Margins Orientation  Size  Print  Breaks Background Print
- - = Arear -~ Titles

Page Setup ]

- Margin: Can Ié cho trang in, ban nhdp chon muc Iénh nay mét danh sach xuat hién nhu hinh
dudi day:
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L]

Margins
Normal
Top: 075" Bottom: 0.75"
Left: 07" Right: 07"
Header: 0.3" Footer: 03"
Wide
Top: 1" Bottom: 1"
Left: 1" Right: 1"
Header: 0.5" Footer: 05"
Marrow
Top: 075" Bottom: 0.75"
Left:  0.25" Right: 025"
Header: 0.3" Footer: 0.3"

Custom Margins...

Chiing ta c6 thé chon cdc mAu cé san hodc nhdp muc Custom margin... dé cd thém céc lua chon.
Sau khi chon Iénh Custom Margin hop thoai Page Setup xuat hién nhu hinh dudi day:

I e ] e |
E— e e
- aaaaaaa
3 T I

5| Header/Footer | Sheet |
Tom Headen
. ——— rs r— A
LU =T ua -

|

]

II Left: Right:

[ 07 = 07 =

]

]

I| []

|

| Il

| B

| B

FI Bottom: Footea M

075 5 03 =5
Center on page
D Harizantally
[C] vertically
Print... ] [PrintPrwie-\._ul ’ QOptions... ]
[ QK J ’ Cancel ]

- Orientation: Chon chiéu cho trang giay in, nhap chon Iénh nay ching ta sé cé’ hai lua chon
Portrait (in theo chiéu doc cta kho gidy) va Landscape (in theo chiéu ngang cua kho gidy)
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Y
Cirientation

-

j Portrait
Landscape

- Size: Chon khé gidy cho trang in, ban nhap chon 1énh nay mot danh sach liét ké céc~kh6’ gidy
xudt hién, thong thudng ching ta chon khé gidy A4 dé in cac van ban. Ngoai nhitng mau cd san
ban cling c6 thé chon More page size dé tly chinh khd gidy theo yéu cau st dung

I .

Letter
8.5"x11"

8.5"x14"

Executive
7.25"x10.5"

A4
8.27" x11.69"

[
r
J Legal
4
P

Envelope #10
412"x95"

Envelope DL
4.33"x8.66"

Envelope C5
6.38"x9.02"

Envelope B5
6.93"x9.84"

Envelope Monarch
3BT x75"

More Paper Sizes...

- Print Area: Chon vung in, dau tién ban chon ving di liéu cén in sau d6 nhdp chudt vao biéu
tugng nay chon Set print area.

P!

Print
Area =

E‘E‘F Set Print Area
Clear Print Area
Nhu vay khi thuc hién in @n may tinh chi in vung dit liéu ma ban da chon va thiét lap la vung in

an. Néu mudn hay danh dau vung in an ban chon lai vung dir liéu da thiét Iap ldc trudc nhap
chon lai biéu tugng Print Area chon Clear print area.
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=

Print
Area~

E‘# Set Print Area

Clear Print Area

- Print title: Trong trudng hgp mudn tiéu dé cho tat ca cac trang ban chon Iénh nay. HOp thoai
Page setup xuat hién va trd tdi Tab Sheet nhu hinh dudi day:

I E— [
Mage Sectup — [ ]
| Page | Margine | HeaderFooler | i
I =1
Frint area: 1231
Primt titics
Fows o repeat at top:
Columns o repeat at [2ft:
Prnt
[ P T —1
| Lafidiines Comments: (Mcne) =
i
[T Blark and whita —
| Black andwhite .
Cell grors ax | disolayed [«
[T Draft guality
D Row and column headings
..........
Hage order
@ Down, then over iﬁ_ﬁrlﬁ = i
) Ouer, then down | =B |
SIS _SgE. S
[y N T N T N 1]
| Print.. | | Prnt 2review | | Options. |
[ . 1 - . 1
| QK | Cancel |
b —f

Ban nhap chon vao 6 vuéng nho phia bén phai cia muc Row to repeat at top:

Print titles
Bows to repeat at top: l'
Columns to repeat at left: Rz

MGt hop thoai nho (Page setup — Rows to repeat at top) xuat hién ban nhap chudt chon téi dong
tiéu dé can in cho tat ca cac trang, khi do dia chi cta dong dugc chon sé dugc Iay vao hop thoai
xuat hién luc trudc.

Fage Setup - Rows to repeat at top: l ? |ﬁj
| 52:32| =

Tiép theo ban nhan Enter dé xac nhén va nhdp Ok trong hdp thoai Page Setup dé€ luu lai nhitng
thay doi.

Cdch 2: Sir dung hop thoai Page Setup, dé si dung hdp thoai nay ban nhdp chon biéu tugng
Page setup & phia goc phai dudi cia nhom Iénh Page Setup.
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PAGE LAYOUT

O3 Dles & b

Margins Orientation  Size  Print  Breaks Background Print

A A A Area~ A Titles
Page Setup @
~ . ~ Ay LA N PN
HOp thoai Page setup sé xuat hién nhu hinh duGi day:
- Tab Page
[ip—— E— Lo jeea
Fage Setup == (0 ———
Orientation
| AT @ Portrait AL ~ Landscape
|74 | |
I
Scaiing
@ Adjusttor 100 = % normal size
) Fit to: i = page(s) wide by |1 = taii
—
Paper size: Letter B
L
[ [ 1
FTINL guairdy. LU api u
First page number: |Auto
r ] r 1 r 1
|l Print... J| IlPrintPrevieyll |l Onptions... ]I
| oK | | cancet |
L J L J

+ Orienbantion: xac dinh hudéng trang gidy d€ in dit liéu.
Portrait: in dif liéu ra theo chiéu doc cua trang giay.
Landscape: dir li€ ra theo chiéu ngang cua trang giay.

+ Scaling: xac dinh ty |é dif liéu in ra gidy va thay dai in ra khit véi chiéu ngang hay chiéu doc cta gidy. C6
cac chlc nang cho ban chon nhu sau:

Adjust to: thay d6i ty 1é cta dif liéu khi in ra gidy, gia tri nay nam trong khodng tir 10% dén 400%,
mac dinh la 100%.

Fit to: thay d&i vira khit theo chiéu ngang cla gidy.
Wide by: thay d6i vira khit theo chiéu doc cla trang gidy.

Pager Size: Iua chon céc khé gidy. Nhap vao miii tén hinh tam gidc dé€ bat danh sach cac khé gidy va
chon mdt khd gidy thich hap.

Print Quality: lua chon chat lugng in (chat lugng in c6 nghia la s6 cham dié’m’ trén mot Inch, s6 nay
cang Ién thi khi in ra dit liéu s& min hon), nhap vao mii tén hinh tam giac dé chon s6 cua chat lugng
in. Théng thudng ngudi ban chon 600dpi.
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Fist Page Number: chi dinh danh s6 trang dau tién cho bang tinh cé nhiéu so trang.

+ Nh&p cac nut Print, Print Preview va Option dé€ in bang tinh, xem bang tinh trudc khi in va cac tuy
chon trong khi in.

- Tab Margin

— — [
e e—

lieederTocter | Jneei

Tom: Hzader:

0,75 03 =

Harizantally

Yerlicelly

+ Top: dinh khoang cach tir mép trén cua trang gidy dén ndi dung di liéu can in. Trong Excel mac
dinh cho khoang cach nay la 1Inch.

+ Header: dinh khoang cach cua tiéu dé dau trang. Trong Excel mac dinh cho khoang cach nay la
0.5Inch.

+ Left: dinh khoang cach tir mép trai cla trang gidy dén ndi dung cta dir liéu can in. Trong Excel mac
dinh cho khoang cach nay la 0.75 Inch.

+ Right: dinh khoang cach tir mép phai cua trang gidy dén ndi dung cta dif liéu can in. Trong Excel
mac dinh cho khoang cach nay la 0.75 Inch.

+ Bottom: dinh khoang cach tir mép dudi cua trang gidy dén ndi dung cua dif liéu can in. Trong Excel
mac dinh cho khoang cach nay la 1 Inch.

+ Footer: dinh khoang cach cua tiéu dé cudi trang. Trong Excel mac dinh cho khoang cach nay la
0.5Inch.

+ Chirc nang Horizonbanlly: Néu nhap chon chiic nang nay thi Excel sé in dir li€u & gilra tG gidy theo chiéu
ngang, ngugc lai khong chon thi Excel s& in dir liéu bén trdi td giay.

+ Chdc ndng Vertically: Néu nhap chon chirc ndng nay thi Excel sé in di liéu & gilra td gidy theo chiéu
doc, ngudc lai khdng chon thi Excel sé€ in dif li€u bén trai tg giay.

+ Nh&p cac nut Print, Print Preview va Option dé€ in bang tinh, xem bang tinh trudc khi in va cac tuy
chon trong khi in.

- Tab Header / Footer: In cac tiéu dé dau va cudi trang.
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oo Tt D — [y~ -~
ol bl - 20920 s ==
! -

I T I 1

% | Page | Margins | | Sheet |

. 1
iy I
iy I
iy I
iy I
[ :
| negucrh.

i 1
| | |inone] [l
i 1=t
| r 1T |

: !Lgustom Header... J Il Custam Footer... J

|

| | Footer:

| ™1
| [nane} | =l

[

ar

ifferent odd and even pages

ifferent first page

| [

<

D
Scale with document
A

] |

iign with page margins

E

r
| Print..
L=

r
| Print Preview

1| . H
L =] =T I

+ Header va Footer: chuong trinh dé nghi str dung muc c6 san dung dé lam tiéu dé dau hay cudi
trang. Nhap vao mdii tén hinh tam giac dé bat danh sach, chon trong danh sach nay mét muc dé dung
lam tiéu dé dau hay cudi trang.

+ Custom Header: tao tiéu dé dau trang tuy y. Nhap vao nut Custom Header hop thoai sau hién 1én
man hinh nhu sau:

o —— e )

Header

To format text: scled the text, then thoose the Format Text button,

To insert a page number. date, tme, file patn, fiename, or tab rame: position the

inserion point in the edt box, then choose the appropriate button,
| | Toinsert picture press the Inser: Picure button, To formatyour picture, place the
‘ curscr inthe edit box and press the Format Picture button,
T = =)
(2] Ea=
Left section: LCentersecion: Right sedior: |
- - -

1
p

Céc biéu tugng trong hdp thoai

Bi€u

tugng Ma Cong dung

Biéu tugng nay dung dé dinh

dang Font chif cho tiéu dé,

&[Page] In s0 trang hién hanh

www.clevercfo.edu.vn

Trang 157



E &[Page] In téng s6 trang clia bang tinh.
&[Date] Hién thi ngay hién hanh
&[Time] Hién thi gid hién hanh

G

&[Path]&[File] Hién thi tén & dia chira tap tin
bang tinh va tén tap tin bang tinh
dang st dung.

A &[File] Hién thi tén tap tin bang tinh
dang st dung.
= &[Tab] Hién thi tén bang tinh hién hanh.

&[Picture] Co tac dung ldy hinh anh tir bén
ngoai vao.

£

Co tac dung chinh stra hinh anh
dugc dua vao & budc trén.

+ Left Section: Khung nay cho phép ban nhép di liéu bét ky (chil, s6...) va nd sé& hién thi ndi dung
trong khung nay Ién goc trén bén trai cua trang gidy.

+ Center Section: Khung nay cho phép ban nhép dit liéu bat ky (chit, s6...) va nd s& hién thi ndi dung
trong khung nay |én gilfa trang giay.

+ Right Section: nhap dif liéu bat ky (chif, s8...) va nd sé hién thi ndi dung trong khung nay 1én gdc
trén bén phai cla trang giay.

+ Custom Footer: Tuong tu nit Custom Header.

+ Nh&p cac nit Print Preview va Option dé in bang tinh, xem bang tinh tréc khi in va céc tuy chon trong khi
in.

6.2. Xem va thuc hién in an
PE in vén ban ban ¢ thé thuc hién theo cac cach sau day:

Cdch 1: Nhén biéu tugng Print trén thanh Quick Access Toolbar
H ©- D Q&&= -

VGi cach nay vdn ban s€ dudc in tat ca cac trang ra may in mdc dinh trén may tinh. V&i van ban chia
nhiéu ndi dung ban khong nén sur dung cach nay vi dé dan dén tinh trang may in bi hdéc gidy gilra
trirng vi in qua nhiéu trang cung mét ldc.

Cdch 2: Nhap t6 hgp phim Ctrl + P hodc nhdp chon nit Office Button. Cra s& Office Button xuét hién
ban chon muc Print.
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Céng ty PM AVIN - Microsoft Excel Preview 2 - 0O x

Printer

/ Snagit1l
Ready

- 1 of1 BE

Khung bén trai chra cac tuy chon in an, khung bén phai la man hinh xem trudc khi in cta trang van
ban dau tién. Dugi day la y nghia va cach tuy chon cac tham so6 trudc khi in an:

- Number of copy: S8 ban sao chép tir ban in, vi du ban mudn in hgp ddng thanh 2 ban dé gui khach
hang va luu lai ban dién gia tri la 2.

- Print: Chon mdy in d€ in van ban, trong may tinh cd rat nhiéu may in khac nhau vi vy ban can phai
chi dinh may in sé in van ban, néu khong Microsoft Word 2013 s€ Iay may in mac dinh cGa may tinh.

- Print What: Cho phép tuy chon cac trang in, ban nhap vao trang bt dau in trong muc Pages va
trang cudi cung dudc in trong muc To.
Settings

Print Active Sheets

Only print the active sh...

Pages: -| tO -
||=|:|-|=|:| Collated .
123 123 123
j Paortrait Orientation -
J Letter .
5" x11"
Maorrmal Margins
Left: 0.7" Right: 0.7" -

Ngoai ra ban c6 thé nhdp vao Active Sheets dé c6 thém tly chon.
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Settings

j__l Print Active Sheets
Only print the active sh...

-

i
£

 —

Print Active Sheets
Only print the active sheets

Print Entire Workbook
Print the entire workbook

Print Selection

Only print the current selection

Ignore Print Area

Mormal Margins
Left: 0.7" Right: 0.7"

jj Mo Scaling .

100 Print sheets at their act...

-

+ Active sheets: Chi in Sheet hién thdi
+ Entire workbook: In toan bd cac Sheet cé trong WorkBook.

+ Selection: Chi in vung dif liéu dudc chon.
- Other Settings: Cac tuy chon khac khi in an

100

! Copies: |1 -
Print
I:,,__I Print Active Sheets
Only print the active sh...
Pages: |1 : to |1 :
||=D-|=D Collated .
1,23 123 123
j Portrait Crientation -
J Letter .
a5"x11"
MNormal Margins
i Left: 0.7" Right: 0.7"
[ Mo Scaling

-

Print sheets at their act...
Page Setup

-

+ Collated: Khi in copy thanh nhiéu ban, ban cé thé chon muc Collated d€ in ting b6 (lan lugt ting
trang va bat dau lai khi hét trang cudi cung) hodc chon UnCollated dé in lién tuc (hét cac ban copy
cla trang dau tién roi mai dén trang ké tiép)

+ Portrait Orientation: In theo khé gidy ngang hay doc.
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Print

Copies: |1
-}
=

Print

lj__l Print Active Sheets
-
Only print the active sh..

Pages: |1 :| to |1 -
= Collated
||=|:||E| 1,23 123 123 "
Portrait Orientation -
Letter .
85" x11"

Marrmal Margins
Left: 0.7" Right: 0.7"

Mo Scaling

gl E O )

Print sheets at their act..

-

Page Setup

+ Chon khd gidy cho v&n ban

I:I Letter
a5"x11"

Legal
8.5"x14"

Executive

7.25"x10.5"

Ad
8.27" x11.69"

k| E] E]

Envelope #10
412" x8.5"

Envelope DL
433" x 8.66"

Envelope C5
6.38" x9.02"

Envelope BS
6.93" x9.54"

Envelope Monarch

387" x7.5"

More Paper Sizes...

+ Last custom margin settings: Chon Ié cho trang in
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Print

123 123 123

Portrait Orientation -

Letter
85" x11"

Mermal Margins
Left: 0.7" Right: 0.7"

Mo Scaling
Print sheets at their act...

L)\ 5 | || )

-

=]
t=]

Page Setup

Print

=

Print

Copies: |1

Copies: |1 -
ol
=
Print
Ij__l Print Active Sheets .
Only print the active sh...
Pages: |1 :| to |1 :|
= Collated
e -

Print Active Sheets
Only print the active sh...

4k

Pages: |l :| to |1

Collated

||=|j|=|:| 123 123 123

Portrait Orientation -

Letter
8.5"x11"

Mormal Margins
Left: 0.7" Right: 0.7"

i e S

Mo Scaling

-

Print sheets at their act...

=]
t=]

Cu6i ciing ban nh&p chon ndt Print d& thuc hién in van ban

Page Setup

|
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