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Microsoft Excel 2007 Bai 1. Lam quen v&i bang tinh

| Bail
LAM QUEN VOI BANG TINH

1.1. Giéi thiéu Excel
1.1.1. Excel la gi?

I\/I icrosoft Excel 1a mot phan mém hay 1a mot chuong trinh Gng dung, ma khi chay
chuong trinh ang dung nay s& tao ra mot bang tinh va bang tinh nay giup ta dé dang
hon trong viéc thuc hién:

@ Tinh toan dai s6, phan tich dit liéu

@ Lap bang biéu bao céo, t6 chirc danh séch

@ Truy cap cac nguon dir liéu khac nhau

& V& dd thi va cac so dd

@ Tu dong hoa cac cong viée bang cac macro

< Va nhiéu tmg dung khac dé gitp ching ta c6 thé phan tich nhiéu loai hinh bai toan

khéc nhau.

e Workbook: Trong Excel, mot workbook la mét tap tin ma trén d6 ban lam viéc (tinh
toan, v& d6 thi, ...) va luu trix dit liéu. Vi mdi workbook c6 thé chaa nhiéu sheet (bang
tinh), do vay ban c6 thé to chic, luu trir nhiéu loai thong tin c6 lién quan véi nhau chi
trong mot tap tin (file). Mot workbook chira rat nhiéu worksheet hay chart sheet tly
thudc vao bo nhd may tinh caa ban.

e Worksheet: Con goi tit I sheet, 1a noi luu trit va 1am viéc véi dit liéu, né con duoc
goi la bang tinh. Mot worksheet chira nhiéu 6 (cell), cac 6 dugc to chirc thanh cac cot
va cac dong. Worksheet duoc chaa trong workbook. Mot Worksheet chira duoc
16,384 cot va 1,048,576 dong (phién ban ci chi chira dugc 256 cot va 65,536 dong).

e Chart sheet:’ Cing la mét sheet trong workbook, nhung‘né chi chira mot do thi. Mot
chart sheet rat hitu ich khi ban muon xem riéng lé tirng do thi.

 Sheet tabs: Tén cua cac sheet s& thé hién trén cac ngan (tab) dat tai goc tréi dudi cua
ctra s6 workbook. Bé di chuyén tir sheet nay sang sheet khac ta chi viéc nhap chudt
vao tén sheet can dén trong thanh sheet tab.

Workbook
1 1 1 1 1
[ Worksheet } [ Worksheet } [ } L Chartsheet } [ Chartsheet } L }
|

1048576 dong 16384 cot

Hinh 1.1. Cac thanh phan cua Workbook
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Microsoft Excel 2007

Bai 1. Lam quen v&i bang tinh

Excel 2007 dung dinh dang tap tin mac dinh la “.XLSX” (dua trén chuan XML gitp

viéc trao d6i dit liéu gitta cac (ng dung duoc d& dang hon) thay cho dinh dang chuén
trude day la “.XLS”.
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dong
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sheet
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hudng gitra
cac sheet

Thgnh
cuon
doc

Phéng
to, thu
nho

Hinh 1.2. Giao dién Excel va cac thanh phan

Nt 1énh Office chtra cc 18nh rat thuong hay st dung nhu tao tap tin méi, ma tap tin,
luu tap tin, ... va danh muc cac tap tin d@ mo trudc do. Nat Iénh Office giong nhu
thuc don File caa c&c phién ban trudc. (Xem hinh 1.3)

Chung ta c6 thé ché bién thanh céc 1énh truy cap nhanh chtra cac Iénh ma ta hay st
dung nhat. Nhan vao * dé ma danh muc cac lénh va [¥| vao céc Iénh can cho hién 1én
thanh Iénh truy cap nhanh. Néu ché cac nit Iénh & day con qua it ban c6 thé nhan
chon More Commands... dé mé ctra s6 diéu ché thanh 1énh truy cap nhanh. (Xem
hinh 1.3 va 1.4)

Tran Thanh Phong



Microsoft Excel 2007 Bai 1. Lam quen v&i bang tinh

E‘E Customize Quick Access Toofpar
D Recent Documents
New
1 DichWulnternet.xls = Mew
":‘J‘j Open 2 Dichvulnternet.ls [=1 |yl'r| Cpen
e 3 08-AnXLS = |_J| S
. 4 Widu TNCTVM.XLS = —
Save .
H 5 08-AnXLS = E-mail
= 6 TheoDuoikho.xls = i i
ﬁ Save As b | _ Chuick Print
7 TheoDoikhoxls = Brint Previ
rint Preview
& It note XLS =
@ Emi - T spelling
W | Undo
Prepare # ——
| n..l'r| Redo
@ Send ¥ Sart Ascending
- Sort Descending
EEE: Publish  #
Mare Commands...
L
Clase Show Below the Ribban
[5] Excel Options | |X Exit Excel | Minimize the Ribban

Hinh 1.3. Céc Iénh trong thuc don Office va bang lua chon Iénh truy cap nhanh

Excel Options L

%

Popular ; F
4 Iﬂﬂ Customize the Quick Access Toolbar,
Formulas
Choaose commands from: (i Customize Quick Access Toolbar (i
Proofi
reeting | Popular Commands w | Faor all documents (default) w
Save
Advanced = Separators ~ =l save
Calculate Mow ¥} Undo »
- Customize q Calculate Sheet ™ Redo >
Adddns Create Chart Lﬁ Open

Custom Sort...
Datasheet Farmatting
Delete Cells..

Delete Sheet Columns
Delete Sheet Rows
E-mail

Insert Cells...

Insert Hyperlink

Trust Center

Resources

Insert Picture from File
Insert PivotTakle
Insert Sheet Columns
Insert Sheet Rows
Mew

COpen

Paste Special...

Print Preview

Cuick Print

Reda 3
Repeat

Save
w Reset
€k Mirink fenn s 5

Show Quick Access Toolbar below the Ribbon

O PG ?@P LU Y~ EEPTE Y SR EE0E

[ Ok l [ Cancel

Hinh 1.4. Hop thoai dé ché bién thanh céc Iénh truy cap nhanh
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Microsoft Excel 2007 Bai 1. Lam quen v&i bang tinh

1.1.2. Ribbon la gi?

ibbon: Excel 2007 thay ddi giao dién ngudi dung tir viée sir dung cic thanh thuc don

truyén thong thanh cac cum lénh d& dang truy cap dugc trinh bay ngay trén man hinh goi
la Ribbon. C6 cac nhom Ribbon chinh: Home, Insert, Page Layout, Formulas, Data,
Reviews, View, Developer, Add-Ins.

-

Home Insert Page Layout Formulas Data Review View Developer Add-Ins - 7 X
& Calibri MR = — General < Fg_gll Conditional Formatting = || 3= Insert = % ‘:ﬁ
B3|l u-[As||IE=EZEH-|%-% g% Format as Table ~ = Delete -
Paste - e Sort & Find &
S /[ A & T 5 Cell Styles ~ £ Format - iv Filter » Select =
Clipboard ™ Font L] Alignment (F] Mumber M« Styles Cells Editing
-
Home Insert Page Layout Formulas Data Review View Developer Add-Ins @ - 7 X
] (8] clip Art My Line = |l Area - [E5] Text Box |2 signature Line ~
L_L?Shapes - &b Pie ~ |';'-Scatter' -] Header & Footer g Object
FivotTable Table Picture Column Hyperlink
o T2 Smartart SiBar~ ) Other Charts - Al wordart - {2 symbol
Tables INustrations Charts F] Links Text
Home Insert Page Layout Farmulas Data Review View Developer Add-Ins @ - 2 X
Colars = 3 = F=L || 053 width: |Automatic - || Gridlines | Headings
e B DieE @ &3 ; %
. Fonts -;1__|J Height: |Automatic ~ ||| W View | |V View
Themes Margins Orientation  Size Print Breaks Background Print . Arrange
[©] Effects - - - + arese - Titles || [ Seale: 100% Print Print -
Themes Page Setup Fi Scale to Fit P Sheet Options M
o
. Home Insert Page Layout Formulas Data Review View Developer Add-Ins = 4
ﬁ ¥ AutoSum ﬁ Logical ~ f_lv g =) Define Name - f:ﬂTrace Precedents @ a
ﬁ( Recently Used = CA Text = fﬂ ~ fi Use in Formula E'Cf Trace Dependents $ .
Insert _ . ) ame . 2 ; Watch || Calculation LL'.:E]
Function @ Financial ~ f‘i‘? Date & Time = ﬁ_]' Manager B Create from Selection || 4 Remave Arrows ~ @1 Window || Options ~
Function Library Defined Mames Formula Auditing Calculation
- Home Insert Page Layout Formulas Data Review View Developer Add-Ins @ - =7 X
E @ [Gs] connections 4] & Clear E Ea |53 Data validation = | & Group ~ 43
= | Z¥ Z|a | E =
L %1 Properties i\; Reapply [E‘_u Consolidate « Ungroup »~ 7=
Get External | Refresh Z¢ Sort Filter Textto  Remove ,
Catas All- =2 Edit Links A 07 advanced || columns Duplicates (=9 What-If Analysis - || B Subtatal
Connections Sort & Filter Data Taals Outline F
-
- Home Insert Page Layout Formulas Data Review View Developer Add-Ins @ - 7 X
% [, Research \j A ) Delete L) Show/Hide Comment @ L@ Q €H Protect and Share Workbook
Q__aThesaurus “ 1 Previous 45 Show All Comments @Allow Users to Edit Ranges
Spelling ., Mew o Protect  Protect Share
g Translate Comment o Mext ) Show Ink Sheet Workbook * Workbook _La} Track Changes =
Praofing Comments Changes
~ Home Insert Page Layout Farmulas Data Review View Developer Add-Ins @ - = X
L Page Break Preview = C{ ] @ £ New Window [ | 1] % 3
I:'ﬂ Custom Views = = Arrange All | N El;‘ ==
Mormal| Page Show/Hide|| Zoom 100% Zoomto Save Switch Macros
Layout = Full Screen - Selection I;E Freeze Panes ~ [T] | 414 Workspace Windows ~ ks
Workbook Views Zoom Window Macros
- Home Insert Page Layout Formulas Data Review View Developer Add-Ins W - T X
ﬂ E Record Macro |-ma o " % Properties @ ji- Map Properties :jﬂlmport aﬁ
I_Q E Use Relative References %" = Q;'IJView Code fﬁ Expansion Packs <_7J Export <
Visual Macras . Source . Document
Easic I\ Macro Security c ﬂ Run Dialog *§ Refresh Data Panel
Caode Caontrals XML Madify
Hinh 1.5. Thanh c6ng cu Ribbon
Tran Thanh Phong 4



Microsoft Excel 2007 Bai 1. Lam quen v&i bang tinh

e Home: La noi chua cac nat Iénh dugc st dung
thudng xuyén trong qua trinh 1am viéc nhu: cat, dan,
sao chép, dinh dang tai liéu, cac kiéu mau co san,
chén hay x6a dong hoic cot, sap xép, tim kiém, loc
du liéu,...

Khi ban tro chudt vao nit
Iénh nao do trén Ribbon,
ban s& thdy xuit hién
thong tin vé nat 1énh do,

s . ) bdo cho ban biét cong
e Insert: Chen cac loai doi tugng vao bang tinh nhu: dung cia ndt lénh dang

bang biéu, vé& so dd, o thi, ky hiéu, ... muén st dung. Khi mudn
e Page Layout: Chwa cac nit lénh vé viéc hién thi || st dung nut Iénh d6 ban

bang tinh va thiét lap in an. hdy nhap trai chudt vao
e Formulas: Chén cong thirc, dat tén ving (range), f| nutdo mot lan.

cong cu kiém tra theo ddi cong thirc, diéu khién viéc

tinh toan cua Excel.

e Data: Céc nut lénh thao dbi vai dit liéu trong va ngoai Excel, cac danh sach, phan tich
dir liéu,...

e Review: Céc nt Iénh kiém 16i chinh ta, ho tro dich tir, thém chd thich vao céc 6, cac
thiét lap bao vé bang tinh.

e View: Thiét 1ap cac ché do hién thi cua bang tinh nhu: phéng to, thu nho, chia man
hinh, ...

o Developer: Ngan nay mac dinh duoc ;‘m Vi né chi hitu dung cho cac lap trinh vién,
nhitng nguoi ¢6 hiéu biét vé VBA. Bé md nhom nay nhan vao nat Office - Excel
Options = Popular = Chon Show Developer tab in the Ribbon.

e Add-Ins: Ngan r;éy chi xuat hién khi Excel mé maot tap tin ¢6 st dung céc tién ich bd
sung, cac ham bo sung,...

St dung thwc don ngiv canh (shortcut menu)

Khi muén thuc hign mot thao tac nao d6 trén doi tugng (6, viing, bang bicu, do thi, hinh
VE...) trong bang tinh, ban hay nhap phai chudt 1én doi tuong dé. Lap tirc mot thanh thyc don
hién ra chira cac 1énh théng dung c6 thé hiéu chinh hay ap dung cho doi tugng ma ban chon.

A B C D E F G H
1 Kich thwée thing hanp1imm Kich thin&e thiing hang 2 (m Thanh thuc don nhd phia
2 D R Arial <10 < A" AT § % +» F| R C A h d ~ ph
3 400 100 B I [= M- A-wmE 50 50 tl’?ﬂ th;l,rckh(fn ng‘}I C;lf]ﬂ
S | Gia dinh chiéu dat thLﬂnc bdea p EPRITRIS e bAAAShpgng Ié'n. [ﬂhﬁng neu t ,ay 2 ,ong_ can t Iet
6 GoiA I sé thing hang | %  Cut 6 2 &n 56 can tim |= ban c6 thé tat di:
7 53 Copy X , .
8 P71 400A +4008 3 | paue s Nhap nut Office - Excel
3 |PT2 1007 + 5065 [ 1 et special. Options -> Popular -
10 |PT3 1004 + 50B . ..
11 \Ham muc tiéu A Insert... ic BO ChOl’l ShOW M|n|
12 Delete... i
13 |Lap bai toan Delete Toolbar on selection.
14 A Clear Contents
15 |Dai 400 Filter »
16 |Ring 100 Sart "
17 |Cao 100 =
18 | Nghigm 1 Y | A Insert Comment
19 |Rang bugc thém % Format Cells...

. bl -
ig il 10 Fick From Drop-down List...
73 MName a Range...
23 Ham muc tiéu @, Hyperlink..
24 70
4 4 » »| Sheetl ~Sheet2 .~ Sheet3 . ¥J [ | [—T— [

Hinh 1.6. Thuc don nglr canh
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Microsoft Excel 2007 Bai 1. Lam quen v&i bang tinh

1.2. Mé Excel, dong Excel, phéng to, thu nhé cira s6
1.2.1. Mé Excel

Thao téc:

B1. Tir man hinh (ctra s6) chinh ciia Windows nhap chudt nit Start ¢ goc dudi bén tréi

B2. Di chuyen chudt Ién trén den chir All Programs, roi di chuyén chudt sang phai chon
Microsoft Office, sau d6 di chuyén chudt dén chir Microsoft Office Excel 2007 thi dirng
lai.

B3. Nhép chudt vao biéu tugng I MIEEEEEIEESEEENEN 38 khoi dong Excel.

L Adobe Desi 7.0
HTML Help Workshop nhe Lesigner

Inkel Metwork Adapters » Microsoft Office Tools 3
Tpswitch WS _FTP Pro v | 5 Microsoft Ofice Access 2007

LAC WIET mbdz00z ’

E‘ Microsoft OFfice Excel 2007 k
Liatro SWF Decoder vl B

[ Microsaft OFfice InfoPath 2007

Macromedia || {7 Microsoft Office Onemote 2007
dition
Metasploit 2 P Il [~ Microsoft Office Outlook 2007

on

Microsoft Developer Metwork, IIF Microsoft Office PowerPoint 2007

[iw' Microsoft Office Word 2007

47 RealFl

Micrasaft Office Tools 2 Ay

AllP _ R ke Assist
rograms B Mazilla Firefox y| E- Remote Assistance

Nero 7 Premium ' @ Solution Center

8% TuneUp Utiities 2006

: Offline Explorer Pra »

MNTFS4DO0S 4
@ Windowes Media Playver

Hinh 1.7. Céc budc khai dong Microsoft Excel

1.2.2. Phéng to, thu nhé cira sé Excel
Thu nho Phong to bong

= X

Hinh 1.8. Céc nt diéu khién cira s6 Excel

Thu nhé cira sé Excel

Thao tac:

Thao tac nay chi thuc hién duoc khi cira $6 dang mao to

Nhap chudt chudt vao nit = & goc trén cuing bén phai. Khi d6 cira s6 Excel s& duoc thu gon
lai thanh mot biéu tugng trén thanh Taskbar cua Windows bén canh nit Start.

Phong to cira so Excel

Thao tac: 9

Thao tac nay chi thuc hién duwoc khi cira so dang bi thu nho

Nhap chudt vao biéu tuong thu gon cua Excel BRUEEEEEEEREEEEN trén thanh Taskbar
bén phia dudi man hinh.

Tran Thanh Phong 6
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1.2.3. Thoat khoéi Excel

Thao téc:
Nhap chudt vao nit * & géc trén cling bén phai dé thoat khoi Excel. Hoc ciing c6 thé thoat
Excel bang cach nhan nat Office > chon EXit Excel.

-

1.3. Di chuyén trong bang tinh va sir dung phim tit

Ban c6 thé dung chuot, cac phim € > T, thanh cuén doc, thanh cudn ngang, sheet tab, cac
to hop phim tat dé di chuyén qua lai gitra cac sheet hay di dén cac noi bat ky trong bang tinh.

1.3.1. Thanh cuén doc, thanh cudn ngang

hanh cudn doc va thanh cuén ngang dugc goi chung l1a cac thanh cudn (scroll bars). Boi

vi man hinh Excel chi cd thé hién thi (cho xem) mét phan cuaa bang tinh dang thao tac,
nén ta phai dung thanh cuén doc d@é xem phan bén trén hay bén dwéi bang tinh va ding thanh
cush ngang dé xem phan bén trai hay bén phdi cia bang tinh.

e Thanh cudn doc la thanh dai nhat, nam doc & bén 1& phai; hai dau c6 hai mii tén 1én
va miii tén xuéng; & giira co thanh truot dé cuén man hinh I1&n xudng.

e Thanh cuén ngang la thanh nim ngang, tha hai tir duéi man hinh dém Ién. C6 hinh
dang gidng thanh cudn doc, chi khac 1a nam ngang.

L | 1iil | [

Hinh 1.6. Thanh cudn ngang
Thao tac:
o Nhéip chudt vao mii tén sang trai d& cuén man hinh di sang trai.
o Nhép chudt vao miii tén sang phai dé cudn man hinh sang phai.

1.3.2. Thanh Sheet tab

¢ di chuyén qua lai giira céc sheet ta nhap chudt 1&n tén cua sheet trén thanh sheet tab.
Ngoai ra chung ta c6 thé dung <Ctrl + Page Up> dé di chuyén dén sheet lién trudc sheet
hién hanh va <Ctrl+Page Down> dé di chuyén dén sheet lién sau sheet hién hanh.

Dé trg vé sheet dau tién ban nhap chudt va nat . trén thanh sheet tab va dé dén sheet cudi
cung thi ban nhap chudt vao nat » trén thanh sheet tab. Néu mubn dén mot sheet nao do
trong truong hop ¢6 qua nhiéu sheet thi ban hay nhap phai chudt vao thanh # < » » va chon
tén sheet can dén.

| 4 4 v v Sheetl  Sheet? .~ Sheet3 -~ %J

Pén sheet dau ‘ Sheet hién hanh Tao sheet moi
V& sheet truéc | Dén sheet cudi
Dén sheet sau

Hinh 1.7. Thanh sheet tab
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1.3.3. Sir dung cac to hop phim tit dé di chuyén

D

dé gitp di chuyén dugc nhanh hon.

Bing 1.1. Céc phim tét di chuyén nhanh trong bang tinh

¢ dén duoc noi can thiét trong bang tinh ngoai viéc dung chudt cudn cac thanh cudn
ngang va doc, cac phim miai tén thi ban nén nhé cac té hop phim ¢ bang 1.1. bén dudi

Nhén phim Di chuyén

- Hoac Tab Sang mot 6 bén phai

< Hoac Shift + Tab Sang mot 6 bén trai

0 Lén mot dong

3 Xubng mot dong

Home Pén 6 & cOt A cla dong hién hanh

Ctrl + Home Dén dia chi 6 Al trong worksheet

Ctrl + End Pén dia chi 6 co chira dit liéu sau ciing trong worksheet
Alt + Page Up Di chuyén 6 hién hanh qua trai mot man hinh

Alt + Page Down Di chuyén 6 hi¢n hanh qua phai mdt manh hinh

Page Up Di chuyén 6 hién hanh 1én trén mot man hinh

Page Down Di chuyén 6 hién hanh xudng dudi mot man hinh

F5 Mo hdp thoai Go To

End + > hodc Ctrl + > | Pén 6 bén phai dau tién ma trude hodc sau nod 1a 6 tréng
End + € hoic Ctrl + € | Pén 6 bén trai dau tién ma trude hodc sau nd 1a 6 tréng
End + T hoic Ctrl + T Lén 6 phia trén dau tién ma trén hodc dudi né 1a 6 trong
End + 4 hodc Ctrl + | Xubng 6 phia dudi dau tién ma trén hodc dudi no 14 6 trong
Ctrl + Page Up Di chuyén dén sheet phia trudc sheet hién hanh

Ctrl + Page Down Di chuyén dén sheet phia sau sheet hién hanh

1.3.4. Truy cip Ribbon bing ban phim p
Bat/ tat thanh
M 6i nhin qua giao dién Excel chling ta c6 thé tuong rang phai Ribbon <Ctrl+F1>
sa dung Ribbon bang chudt khdng thé dung to hop
<ALT+ky tw dai dign> vi khdng cd cac ky gach chan nhu cac phién ban trugc. Tuy nhién
thanh Ribbon van cé thé truy cap bang ban phim.

‘ i ‘. Bookl - Microsoft Excel - = X
=/ nme I F‘agelﬁyout Formulas ii w View Developer ﬁns © - T x
: ”EF i orus i
=1 & | |Calibri == =" General < .19.1 g Insert - x - ﬁl? L?a
h e e . |
J_‘Q B I U~AAVIE=E==EH %% ¢ =% Delete = j T
Paste - Styles || .4, ] Sort & Find &
z .0 .00
- | A = E “da 5.0 - =l Format > || 2~ Fiter~ Select~
Clipboard M= Font U] Alignment ] HNumber T= Cells Editing
l:;q = &)+ Bookl - Microsoft Excel = v
/ Home Insert Page Layout Formulas Data Review View Developer Add-Ins @ - = x
™
fjljrs e F=L Nidth: Automatic = | Gridlines | Headings T
. J 5 Ij _u-_:ﬂ ;.:J "j o : -
[TF|onts ~ H JIE|ght' Automatic ~ ||| [[vGliew | [vHiew
Themes Margins Orientation Size Print EBreaks Background Print . Arrange
Effect - S = P Tiujf ﬂScale 100% Print Print -
. Th @ -age ﬂl ] (%) Scale to Fit (F] et Opti (]
== = e

Hinh 1.8. Céc ky tu dal dién cta nhom Iénh va céc nat 1énh
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e Khi mudn truy cap dén cac nhém Iénh trén thanh Ribbon nhu Home, Insert, ... ta nhin
phim ALT mét lan (khéng can giir phim ALT). Céc ky tu dai dién cho cac nhom lénh s&
hién Ién, ban chi can nhan phim trén ban phim twong @ng Ky tu dai dién can truy cap.
Ngoai ra ban ciing c6 thé dung cac phim € > T 1 dé di chuyén trong thanh Ribbon.

e Dé biét ky tu dai dién cho cac nat 1énh, ban hiy nhan nhin t6 hop phim <ALT + Ky tw dgi
di¢n cia nhom I¢nh>. Vi du nhom Iénh Page Layout (ky tu dai dién la P) > <ALT+P>.

e Khi muén thuc hién mét 1énh ndo do trén thanh Ribbon thi ta di chuyén (€ > TJ) dén
Iénh d6 va nhan phim Enter hay ding <ALT + Ky tw dai di¢n cho niit lénh>.

e Khi mubdn tré lai vang 1am viéc trén bang tinh, ta nhan phim ALT mot 1an hodc nhén
phim ESC.

1.4. Thao tac véi workbook
1.4.1. Tao méi workbook

Tao nhanh workbook
<Ctrl+N>

hon nat Office > New, mdt hop thoai hién ra (xem hinh bén

dudi) cung cdp nhiéu Iya chon dé tao workbook nhu: workbook tréng, workbook theo
mau dung sin, workbook dua trén mot workbook di c6. Pé tao workbook tréng, ban chon
Blank workbook va nhip nut Create.

———————P
New Workbook E]@
) = A |5 Microsoft Ex
| | - ~
@ Templates Blank Workbook
Elank and recent
Recent Docgments
j Hew Installed Templates Blank and recent
% 1 Containerxls
My templates...
- 2 07-Soldiers Field Project-An
o Mew from existing...
3 Print report 03-04 2007 .xls
4 papercut-print-log-2007-04) Microsoft Office Online o
5 Print Report.xls Featured
5 & papercut-print-log-2007-03, Agendas Recently Used Templates
7 budget.xls Budgets
8 Popupmenu.xls Calendars
9 tonghophamExcel.xl

Expense reports
install as addin.xls

> DichVulnternet.xls
IRR.xls

Forms

Inventories

Invoices
4 CKl.xls Blood Pressure Tracker

Lists
08-An.XLS

3 DichVulnternet.xls Plans

hiencongthucxla Planners 2

[ Excel Options | | X Exit Excel |

Ready | ° [EEmrTer (F) 2

Hinh 1.9. Minh hoa tao mé&i workbook
1.4.2. Mé workbook ¢é sin trén dia

Mt tap tin c6 san cd thé duoc mé bang nhiéu cach: Goi nhanh hop thoai
1. Chon nut Office = chon tén tap tin trong danh sach Recent Open <Ctrl+O>

Documents, c6 the c6 toi da 50 tén tap tin dwoc sir dung gan
day nhat trong danh sach nay (dé diéu chinh thi nhan vao nat Office - Excel Options -

Advance - phan Display - Show this number of Recent Documents 7 =),

2. Dung trinh quan ly tap tin nhu Windows Explorer, tim dén noi luu trir tap tin va nhap
chudt hai 1an Ién tén tap tin.

3. Chon nut Office - Open, hop thoai Open hi¢n ra. Trong hop thoai Open, chiing ta phai
tim dén noi leu trix tap tin (tai Look In) va chon tén tap tin cAn mé sau d6 nhan ndt Open
dé ma tap tin.
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Céc tuy chon cua nat Open trong hop thoai Open: Open (ma binh thuong), Open Read-Only
(Khéng luu dé duoc nhimng thay doi), Open as Copy (Tao ban sao cua tap tin va mé ra), Open
in Browser (Mg tap tin bang trinh duyét web mic dinh), Open and Repair (Rat hitu dung
trong truong hop tap tin bi 15i).

= d
j New Recent Lock in: |5) Dataset v @~ X CiE-
| Conf] 3 My Recent Name Size | Type Dake Modified
2 open —— 2 075 Documents | | gy . 27KE  Microsoft OFfick Exc... O7/07/2004 2:23 FM
el % 3 Print @Desktnp E_']BaiZ-Z.xIs 33KE  Microsoft Offick Exc...  09/07/2004 1:10 PM
- @Baia_llxls 41 KB Mici FE IEES, = Tutint=Turlutut: i3 e
4 papg &Mv ] ai I .
D etments ai3-2.xls 17 KB Mic
5 Print " EBaid-1.xls ZEKE Mo Noi luu workbook
6 papd C;’mputer @_]Bais-l.xls S9KE Microsoft Office Exc...  14/07/2004 5:13 PM
» — ‘3 My Metwork @_]Baiﬁ-l.xls 67 KB Microsoft Office Exc...  23/07/2004 5:00 PM
- = Places @_]Baiil.xls 48 KB Microsoft Office Exc...  26/07/2004 11:04 AM
8 Popy B Bair-2. s soft Office Exc...  26/07/2004 3:43 FM
" 9 tong| Hpai-1.:s Chon workbook osoft Office Exc...  17/08/2004 4:06 PM
s @_]Phu\uc.xls - oft Office Exc... 29/08/2004 11:28 AM
» X @_]Phu\ucl.x\s 15 KB  Microsoft Office Exc...  03/08/2
Eich @_]StatExample.xls SZKE Microsoft OFfice Exc...  29/08/2 Tuy Ch(_)n Open
IRR. IE_]TempStatExampla.xls 31KB  Microsoft OFfice Exc... 0308/, -
L K.
08-A Cac kieu tap tin
’ Dich
hien File: name: 4
Vidu y .
Files of bype: | al Excel Files (*.l¥y * s ¥, sy *,dshy *,darn; *, ks *, kg *.ds; *, by *.hkmy *.hkml; * mht; 4
\4
Tools - Open v] [ Cancel
Ready | P35 [ EEEE] SN e === ()

Hinh 1.10. Minh hoa m¢ tap tin
1.4.3. Lwu workbook

M ot diéu can luu y khi lam viéc trén may tinh la cac ban phai nh thuc hién Iénh luu lai
cbng viéc da thyc hién thuong xuyén. Viéc ra 1énh luu trir khdng ton nhiéu thoi gian
nhung néu may bi hong hay clp dién dot ngot cé thé mat

tong ca gid 1am viéc cua ban. Nham an toan cho dit liéu, ban
nén bat tinh nang Auto Recover, Excel sé tu dong thuc hién
Iénh luu theo thoi gian qui dinh (mac dinh la 10 phat leu mot
lan). Bé sir dung tinh nang Auto Recover ban chon nit Office
- Excel Options > Save, sau d6 danh dau chon M vao Save

10 -

AutoRecover information every minutes.

Mat s cach luu workbook:
1. Chon nut Office = Save

2. Nhap chuét Ién nat i trén thanh Iénh truy cap nhanh
(Quick Access Tollbar).
3. Dung t6 hop phim <Ctrl+S> hoac <Shift+F12>.

Néu tap tin da duoc luu trude do6 roi thi Excel s& luu tiép céc
phan cap nhat, con néu la tap tin duoc ra 1énh luu lan dau thi
hop thoai Save As hién ra. Trong hop thoai Save As, ban hay
chon noi luu trir tap tin (tai Look In) va dat tén cho tap tin tai
hop File name, chon kiéu tap tin tai Save as type va sau d6
nhan nit Save dé luu tri.

Dé luu tap tin <Ctrl+S>
hodac <Shift+F12>
Pé luu tap tin véi tén
khac nhan <F12>

Dé cac phién ban Excel
trudc mo duogc tap tin tao
bai Excel 2007, ban nén
luu tap tin theo kiéu

Excel 97-2003 Workbook (*.xIs)

Cai thém Office 2007
Compatibility Pack cho
Office 2003 va Office XP
dé doc dugc dinh dang
mai cua Excel 2007
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- A 7 C .
y ¢ s Cd
@ = ""Lj Save in: ‘@VBA v| @ La X '—‘jv
Recent Documents | |5 My Recert | B 100ThTh.5Ls
j New L9 bacuments B container. xls
1 Container.xs (@ Desticp Epichvulnternet xls
2 e 2 Print Report.ls B, s
— 3 o7 sproverTrRe] |y i Kbook
[l ls
[ 4 Prin{ report 03-04 OELMENES Noi luu workboo
Conyert [y
5 papgreut-print-lo d Computer
’ e CUT-print-1o) %My Nebwork,
ave
ui‘ = % 7 budgetxs Places

H save| 4 L 3
bat tén workbook

@ Print! Print

] e ARSI Cy Céc kiéu tap tin Ra lénh luu
Properties

_ﬁ Seng Web Options.. ‘_
General Options...

;5: Publ Compress Pictures File name: |Container‘x|s v|
= I Save as bype! |Exce|9?-ZUU3Workbook("‘.xls) v|

N
J Close \ 4
Tools , N Save -Cancel
Céc tuy chon Luu
200 I T 15

M 4 » M| Sheetl - Sheet2 -~ Sheet3 %1
Ready ﬂ

0| 100% (=

()

Hinh 1.11. Minh hoa luu tap tin

e Qui tat dat tén: Dat tén tap tin Excel ding chung qui tit dat tén tap tin caa Windows.
Tén tap tin co thé dai toi 255 ky tw bao gdom ca khoang trang. Tuy nhién trong tén tap
tin khong duoc dung cac ky hiéu nhu: \ 2 : * « < > |

e Pé bao mat tap tin, chung ta c6 thé gan mat mi bao
vé, khi d6 can phai biét mat ma méi dugc phép mo Mat ma dai téi da 15 ky

tap tin (trir nhitng cach ta dao!). tw va c6 phan biét chi

B1. Nhén nut Office © Save As, hop thoai Save As hoa va chir thuong.
hién ra. Dé tang bao mat ta dung:
B2. Nhan nut Tools - chon General Options..., hop Office >Prepare >
thoai General Options hi¢n ra Encrypt Document =
B3. Nhap mat ma mé va hié}l chinh workbook (hai d3t mat ma 2 1an.
mat ma nay nén khac nhau dé ting bao mat). Sau do -

nhén nat OK

B4. Xéc nhan lai mat ma mo workbook. Sau d6 nhan nit OK
BS5. Xéc nhan lai matvmé hiéq chinh workbook. Sau @6 nhan niut OK
B6. Nhan nut Save dé hoan tat.

Confirm Passwor.d

General Options

] Abways create backup Reenter password to proceed.
File: sharing | |
Password to open: |-oooooo. |

Zaution: IF wou lose or Forget the password, it cannot be
recovered, It is advisable bo keep a list of passwaords and
their corresponding workbook and sheet names in a safe
place, (Remember that passwords are case-sensitive,)

Password to modify: |uuuu |

[ Read-anly recommended
[ (04 l[ Cancel ] [ [o]4 l[ Cancel ]

Hinh 1.12. Dung mat ma bao vé workbook

Cac tuy chon trong hop General Options: Always create backup (tao ban sao c6 dudi *.xlk
truac khi gén mat ma), Password to Open (mat m& dé moé workbook), Password to modify
(mat ma dé cap nhat noi dung workbook), Read-only recommended (m& dudi dang chi doc).
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1.4.4. Dong workbook

Mét s6 cach dong workbook:
1. Chon nut Office > Close
2. Dung chudt chon nit * & gdc trén bén phai (trén thanh tiu de).
3. Dung t6 hop phim <Ctrl+F4> hoic <Ctrl+W>.

Néu workbook cd su thay ddi noi dung thi Excel s& nhic ban luu lai cac thay d6i do.

1.4.5. Sip xép workbook

hi mé nhiéu workbook cting ldc va can tham khao qua
lai, dé thuan tién ta nén sap xep lai: Ré chudt nhan vao

nhém Iénh View = chon nit Arrange All > Chon kiéu bd

tri thich hop.

Di chuyén gitra cac
workbook <Ctrl+F6>
hoac <Ctrl+Tab>

*'E;a.\‘- = RAE) - Microsoft Excel - B X
)
—/ Home Insert Page Layout Formulas Data Review Wiew Developer Add-Ins L7

J i | 5 L{ ] E:\J £33 New Window ||| 11 % 3
E| [ = Arrange All — i;‘ ==3
Mormal| Page Show/Hide | Zoom 100%: Zoom to . Save Switch Macros
Layout - Selection lﬂ Freeze Panes = [ | 2 Workspace Windows = =
Workbook Views Zoom Window Macros
| c13 - £ | viivan
&H] print Reportxls [Compatibility Mode] - B x
I i) K A B
1 Copies |~ |Printer |~|Document Name * |Clien 1 Kich thwéc thung hang
2 1 Printer3 Wicrosoft Word - Bai tap toan 1a. PCLA 2 D =] 'ﬁ'rrange
3 1/ Printer1 Wicrozoft Word - Bai 1.doc PCLA 3 400 100 | d
4 1 Printer3 Microsoft Word - Do_thi.01.doc  PCLA 2 II =]
5 1 Printer3 Syllabusvn.pdf PCLA P P - .
6 1 Printer2  MS07-PO1aV.pdf PCLA 5 |Gia dinh chiéu gét thing {:} Harizankal
7 2 Printer3  MS07-PO1bV.pdf PCLA 6 |Goi A la s0 thing hang 1 i
3 1 Printerd  BaiTHZxls PCLA 7 i al:
9 1 Printer3 Microsoft Word - Baitap toan 1a. PCLA. 3 PT1 4004 + 400B b et

10 1 Printer3 Wicrosoft Word - Baitap toan 1a. PCLA 3 PT2 100A + 50B < {:} Cascade

11 1 Printer3 Microsoft Word - Do_thi01.doc  PCLA 10 \PT3 100A + 50B < =

12 1 Printer3 Microsoft Word - BT do thi va hai PCLA, 11 |Ham muc tidu A

13 1 Pr!nter3 I.l!crusoft‘fu‘uru-t:altap 1atoan PCLA 12 D I'."'."il-lljl:lws DF ackive Wl:lrktll:ll:lk

14 1 Printer3 Wicrozoft Word - Do thi C1 C2 C3 PCLA = — —

15 1 Printer3  Microsoft Word - Do tni G4 CE.do PoLA |12 L8P bai toan

16 1 Printer3  Microsoft Word - Do thi C1 C2 c3PCLAM [ 14| A

17 1 Printer2  Microsoft Word - Do thi C4 C5.do PCLA || 15 |Dai 400 Ik, Zancel

18 1 Printer3 MS08-PS02aV[1].pdf PCLA 16 Réng 100

19 1 Printerd Microsoft Word - Baitap toan 1a. PCLA 17 |Cao 100 -

20 1 Printer3 Microsoft Word - Do_thi.01a.rtf PCLA 18 Ngh\ém 1 ~J 1 N

21 1/ Printard M2NE_PRN1 AV Shimia P01 0 PO1A S

M4 rH papercut-print-log-2006 M 4 F M| Sheetl Sheet2 - Sheet3 ¥1
Ready | P uﬁ 01 1}, 20056,,(=), U o

Hinh 1.13. Sap xép cac workbook trong cira s6 Excel

1.5. Thao tac véi worksheet
1.5.1. Chén thém worksheet moéi vao workbook

C6 nhiéu céach thuc hién:

1.

Nhén vao nit %2 trén thanh sheet tab |4 * » * | Sheetl Sheet? - Sheet3 @

Dung t6 hop phim <Shift+F11> chén sheet méi vao trudc sheet hién hanh.
Nhan chon nhém Home = dén nhoém Cells = Insert > Insert sheet

Nhap phai chudt 1én thanh sheet tab va chon Insert..., hop thoai Insert hién ra, chon

Worksheet va nhin nt OK. Sheet mégi s& chén vao trudc sheet hién hanh.

Tran Thanh Phong
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—— [

General | spreadsheet Saltions
T — : EE=

? 2 . & @
8 Delete % DEERTE  Chat M Excel4.0 MSExcel5.0 IR

= Macro Dialog
9

Rename
10 M C

Mave or Copy...
11 )
12 Q*_-J View Code Previgw not avalable,
13 (&g Protect Sheet...
14 Tab Colar 3
15 Hide
16
17
M 4+ M| Sheetl | smeeczromeew =

Hinh 1.14. Minh hoa chén sheet md&i

1.5.2. D6i tén worksheet

Mac dinh Excel m¢
workbook méi c6 3
sheet, dé thay ddi vao:
Office - Excel Options
- Popular = Include
this many sheets <sé
sheet>

hip phai chuot I1&n tén sheet can doi tén & thanh sheet

tab, chon Rename, g& tén moi vao, xong nhan phim
Enter. Tén sheet c6 thé dai t6i 31 ky tw va co thé ding
khoang trang, tuy nhién khéng duoc dung céac ky higu dé dat
ttnnhu:: /\ ? *

1.5.3. Xb6a worksheet

Mubn x6a work sheet, ban 1am theo cac cach sau:
1. Chon sheet muén xda = chon nhém Home = chon nhém Cells = Delete = Delete sheet
2. Nhap phai chuot Ién tén sheet muén xoa sau d6 chon Delete, xac nhan x6a OK.

1.5.4. Sap xép thir tw cac worksheet
C6 nhiéu céch thyc hién sap xép worksheet nhur:
1. Nhap trai chudt I&n tén sheet can sip xép va giit chuot kéo dén vi tri méi va tha chuot.

2. Khi ¢6 qua nhiéu sheet thi diing cach nay, nhap phai chuot 1&n tén sheet can sip xép, chon
Move or Copy.... hop thoai Move or Copy hi¢n ra. Hay nhap chon [én tén sheet trong danh
s&ch ma ban muon di chuyén sheet dén trudc no, sau d6 nhan OK.

.‘/ﬁr}\‘\ =} & & |7 Book? - Microsoft Excel - = x
o =
Home| Insert | Page Layout | Formulas Data Review View | Developer Add-Ins @ - = x
== ¥ | calibri 1 v [ == S | Genenal At Move or Copy
J—{ﬁ |B 7 U-[|A A - |8~ % | E: 5
Pt 7 [E e A P I e styes | Cells |~ Move selected sheets
Clipboa... Font F} Alignment ) Number = Editing To baok:
| AL v ( f | |Book2 v|
A B c D E E G H | Before sheet:
1 Sheet1 ~
Sheet3
3 e Sheetd
4 Sheets
5 Delete R
5 Bename Sheet?
= Sheetd b
7 Maove or Copy... %
3 & view Code |:| Create a copy
9 (3 Protect Sheet... ok l [ Cancl ]
10 Tab Color 13
i Hide
12
13
Select All Sheets L
H 4 » M| Shee + Sheetd ~Shes| m [
Ready | 3 =a 100% (=) {1} (s
N H < A A r
Hinh 1.15. Minh hoa sap xép Sheetl den trudc Sheet6
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1.5.5. Sao chép worksheet

hap phai chuot 18n sheet, chon Move or Copy...~> chon vi tri dit ban sao trong ving

Before sheet > danh diu chon vao hop Creat a copy = nhin nit OK. Ngoai ra dé sao
chép nhanh ban nhan giiz phim Ctrl rdi dung chudt chon 1én tén sheet can sao chép > gitr trai
chudt ré dén vi tri dat ban sao trén thanh sheet tab - tha trai chuot.

e Dé sao chép nhiéu sheet cung luc ciing 1am twong tw nhung phai chon nhiéu sheet trude
khi thuc hién 1énh. Dé chon dugc nhiéu sheet ban hiy giit phim <Ctrl + nhép chujt> dé
chon sheet.

e Dé chép mot hay nhidu sheet sang mot workbook khac, ban hiy m& workbook d6 1én sau
d6 thuc hién 1énh Move or Copy... va nhé chon tén workbook dich tai To book (néu chon
workbook dich (new book) thi s& sao chép cac sheet dén mot workbook méi).

Move or Copy Eg|
Move selected sheets
A B c D E F G H L 10 book:
1 Bdo Cdo Ban Hang [
2 (Tudn 12 tir 7den 14-12-95) BaiTHz s .
3 |sTT] MEHD Mt hang Neav | Ponvi | SLuong | Don gis |[Thanh hénl Before sheet:
4| 1 |sDiM2 07-12-98 5 Function
5 | 2 |HDMs4 12-12-95 2 o Eﬁitail N
6 3 |CDMT4 0§-12-9§ 12 g Baﬁ; ; "
7 4 |sDiM4 09-12-98 Insert.., aitap:
8| 5 |HDM64 11-12-98 (Gr:f;'ffe'at'o ond)
9 6 |CDM74 07-12-9§ Rename
107 |sDivz 10-12-98 T Create a copy
11§ |CDMT4 14-12-58 & | view code
12 9 |sDiM4 13-12-98 oK ] [ el
1310 |[sD1M2 | 141298 .
14 Téng Céng
15 Bing Danh Muc Hide
16 Mi Tén mit hing Donvi | Don gid
17 SM4 Dia mém 1.4Mb | Thing 140 Select All Sheets
M 4 » M| Function . Baitapl ,~ Thuc hanh . Baitap2 | Baitap3 ~Gmbag—rrom | I | I

Hinh 1.16. Minh hoa sao chép sheet Baitap3 thém mot ban trudce khi tinh toan

1.5.6. Chon mau cho sheet tab

Vlec t0 mau giip quan ly thanh sheet tab dugc t6t hon. Dé t6 mau cho cac sheet tab ban
chi can nhép phai chudt 1én tén sheet cin t6 mau, tiép theo hdy chon Tab Color va chon

mau thich hop.
:‘: [y Protect Sheet.. i ;: i i J

Tén Tab Color [}s » | Theme Colors
Danh My Hide O

4Mb Select All Sheets L
BaimpB*m——. IIIIII

Standard Colors
| ] EENEEN

Mo Color

L

i) | More Colors..

Hinh 1.17. Minh hoa t6 mau cho sheet tab Baitap3
1.5.7. An/ Hién worksheet

hi ban khdng mudn ngudi khac thiy mot hay nhiéu sheet nao d6 thi ban c6 thé an né di.
Khong thé 4n hét cac sheet trong workbook ma phai con lai it nhat mot sheet khong bi
an. Mubn an sheet ban chi can nhip phai chudt 1én tén sheet mudn an va chon Hide thé 1a
sheet d3 duge 4n. Khi mudn cho hién tré lai mot sheet, ban nhép phai chuét 1én thanh Sheet

Tran Thanh Phong 14



Microsoft Excel 2007 Bai 1. Lam quen v&i bang tinh

tab va chon Unhide... sau d6 chon tén sheet can cho hién va =
nhéan nat OK. Dé ngan can nguoi st
dung cho hi¢n lai, x6a,
chén thém, d6i tén, sao
chép sheet ban vao:
Nhom Review > Nhom
Changes - Protect
Workbook - Protect
Structure and Windows
- chon Structure 2>
o | [ condl | nhép mat Hiﬁ ‘Vé‘l xac nhan
ai.

Hinh 1.18. Minh hoa cho hién lai sheet Baitap3
1.5.8. Sir dung cac ché d9 hién thi trong qua trinh thao tic

Trong qua trinh thao tac trén bang tinh d6i khi ching ta cin phéng to hay thu nho cac cira
s6 dé c6 dugc goc nhin t6t hon, hodc xem nodi dung cua cing mot worksheet dudi nhiéu
goc d6 khac nhau, hodc chia cira s6 worksheet thanh nhidu ngin dé dé& dang tham chiéu, hay
giit ¢ dinh tiéu dé mot danh sach dai trong khi cudn céc thanh cudn,...

S dung thanh Zoom
Excel 2007 b tri thanh cong cu Zoom dung dé phong to thu nho khung lam viéc cua bang
tinh. Thanh zoom nam ngay & goc dudi bén phai man hinh va c6 thé giap thu nhé va phong to

khung 1am viéc tir 10% dén t6i 400%, phong to thi nhan va nat dau cong con thu nhé thi nhan

vao nut dau tru.
100% (=) 0 ()

Hinh 1.19. Thanh Zoom

Xem va so sanh worksheet trong nhiéu civa so

Tinh ning nay dic biét hitu ich khi ban mubn xem mot worksheet hay cac worksheet trong
cung mdt workbook dudi nhiéu goc d§ khiac nhau, moi mot nhan ban dé xem s€ dugc gan
thém chi so phia sau tén tap tin. Chon nhém View = Window - New Window

i3] BaiTH3.xIs:2 [Compatibility Mode] -2 x 2] BaiTH3xIs:1 [Compatibility Made] - ax
A B G D E F ¥ E

1 9./ V& dé thi Stocks . R L

P Bién déng Gia co6 phiéu cha céng ty Dell

3 | Gid co phiéu clia cong ty may tinh Dell

4

5 Date Volume Open High Low Close 45,000,000 1 B

6 18/07/2002( 25,747,800 26.07 26.74 259 26.05 40,000,000 < 27

7 _ 17/07/2002[33,386.100]  26.73|  26.99] 2575 2634 25,000,000 4

8 16/07/2002 | 37,944,000 25.45 26.98 249 26.19 =Yolume

9 15/07/2002|34.244,700] 2481 2549] 2412| 2544| | | 20.000.000 open

10 12/07/2002( 36,616,900 25.46 2565 24.91 25.03| || 25,000,000 7 1
11 11/07/2002] 38,858,700 23.56]  24.181 22.75 23.93 20,000,000 - High

12 10/07/2002 29,687,100 24.94 251 23.58 23.67 15,000,000 4 Low

13 09/07/2002( 29,692,400 24.53 25.23 23.99 2474 o Close

14 08/07/2002] 23,122,000 25.78 26.17 24.42 24.75 10,000,000

15 05/07/2002 11,701,600 251 26 24.96 25.99 5,000,000

16 03/07/2002 21,995,300 2412 2476 23.65 2468 ol

17 02/07/2002( 26,389,200 248 25 24.38 2454

18 01/07/2002 21,323,100 25.99 26.1 25.07 25.16 §

19 2

20

21 I
€4 » W[ DelStock | Stocks2 Thanh-Cot -~ Pareto-(NIL—i.__ RIS R Cung-Caul -~ Cung-Cau2 DT Pie -~ Stocksl | DellStock . Stocks2 -~ Thanh-Cot .~ Pareto-Pie [ JNILJIFILE

Hinh 1.20. Xem ddng thoi Stock2 va DellStock trong cting workbook
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Dé so sanh hai worksheet thi sau khi 1am buéc trén ban chon tiép nhoém View - Window -
View Side by Side. Khi str dung chirc ning nay khi ban cudn thanh cubn & ctra s6 nay thi ctra
sO kia ciing dugc cudn theo. Pé tit tinh ning cudn ddong thoi nay ban vao View > Window
- Synchronous Scrolling (néu né dang bat).

Chia khung béing tinh lam nhiéu phén va c6 dinh ving tiéu dé

Tinh ning rat hay duoc ding khi thao tac trén cac danh sach dai hodc trong tinh toan can phai
thue hién nhiéu viéc tham chiéu.

Dé chia ctra s6 bang tinh: Dat 6 hién hanh tai vi tri can chia trén bang tinh, sau d6 chon View
- Window > Split. B¢ bo khung bang tinh thi nhan nat Split lai mét lan nira hoac nhap
chudt 2 1an 1én duong chia doc va ngang. Ngoai ra, & dau cta cac thanh cudn doc va ngang co

n £ A A A s 1R = n . ,
mat ngan nhé ma khi ré chudt Ién s& co6 biéu tuong =& B (cong cu chia nhanh khung bang
tinh), ban gilr trai chudt va kéo ra noi muon chia trén ctra s6 lam viéc ctia bang tinh.

2] BaiTHE xls [Compatibility Mode] Q = X || & BaiTH6.xIs [Compatibility Mode] - B X ||BeaiTHexls [Compatibility Mode] - O x
B C D E B c D E B C D E F
1 [Tennwée ] 1990 1991 1992 1</l 1 [Tennwec ] 1990 1991 1992 ¢ 1 [Mennwec ] 1990 1991 1992 19¢
2 Cambodia 6.15 1192 1570 2 |Cambodia 6.15 192 1570 2 |Cambodia 615 1192 1570 1
3 Indonesia 2614 | 2643 2884 3 |Indonesia 2614 | 2643 2884 ||| 3 |Indonesia 2614 2643 2884 2
4 Malaysia 7636 | 8095 7685 4 |Malaysia 7636 | 8095 7685 4 |Malaysia 7636 8095 7685 8
5 Myanmar 262 157 1.44 5 |Myanmar 2.62 157 144 5 |Myanmar 262 157 1.44
6 Philippines 27.82 29.60 2913 6 Philippines 27.52 29.60 29.13 6 |Philippines 27.52 29.60 2913 3
7 |Singapore 19759 [ 18919 18258 1 T_|Singapare 197.59 | 189.19 18258 1 7 |Singapore 19759 18919 18258 17
§ Thailand 3413 | 359 3697 8 |Thailand 34131 3536  36.97 § Thailand 3413 3596 3697 3
9 Vietnam 2642 | 3289 3242 9 |Vietnam 26420 3263 3247 9 Vietnam 2642 3259 3242 2
10 Indonesia 0.41 19.89 1521 10 |Indonesia 0.41 19.89 1521 10 | Indonesia 041 1989 1521
11 Malaysiz 16.67 15.15 519 11 [Malaysia 16.67 15.15 5.18 11 Malaysia 1667  15.15 519 1
12 | Philippines 125 5.76 391 12 |Philippines 1.25 5.76 39 12 | Philippines 125 5.76 391
13 Singapore 13.81 9.16 7.38 13 |Singapore 13.81 9.16 7.38 13 | Singapore 13.81 9.16 738 1
14 | Thailand 19 29 16 14 19 84 14 |Thailand 13.39 15.14 13.81 14 | Thailand 17 99 15 44 19 84 1
WAk | AS) 44 v v | aseA R W 4 b M ASEAN . Row Sort [ TR

Hinh 1.21. Minh hoa chia 4, chia 2 doc, chia 2 ngang

Ngoai viéc chia khung l1am viéc, Excel con hd trg ban cb dinh mot vung nao do trén cua sO
lam viéc vi du nhu dong tiéu dé ciia mot danh sach. Viéc co dinh nay rat hitu ich vi n6 giup ta
ludn thiy dugce dong tiéu dé mac du da cuon man hinh xudng phia dudi dé nhap liéu. Dé ¢
dinh ban hay dat 6 hién hanh tai vi tri can ¢ dinh, sau d6 chon View > Window - Freeze

Panes = chon kiéu c¢b dinh phui hop. Néu chon:

o Freeze Panes: S& c6 dinh dong phia trén va cot bén tréi 6 hién hanh
e Freeze Top Row: Co6 dinh dong dau tién dang nhin thay cua danh sach
e Freeze First Column: Co dinh ¢4t dau tién dang nhin thay cua danh sach

i3] BaiTHE xls [Compatibility Mode] - B x ||BfeaiTHexls [Compatibility Mode] - = x ||E]eaiTHexls [Compatibility Mode] - = x
=] C D E F B £ D E F B E D E F
1 Tén nwéc 1990 1991 1992 19¢ 1 Tén nwérc 1990 1991 1992 19¢ 1 | Tén nwéc 1990 1991 1992 194
18 Malaysia 11.66 10.68 10.49 34 |Malaysia 9.56 8.60 7.80 2 |Cambodia 6.15 11.92 15.70 1=
19 Myanmar 51.29 53.39 35 |Philippines J.04 -0.58 0.34 3 |Indonesia 26.14 2643 28.84 2
20 Philippines 18.92 18.67 17.29 1 36 |Singapore 9.01 7.26 6.23 1 4 |Malaysia 76.36 80.95 76.85 8
21 Singapore 521 559 5.59 37 |Thailand 1117 8.56 8.08 5 |Myanmar 262 157 144
22 Thailand 2873 27.06 26.09 2 38 |Vietnam 510 5.96 8.65 6 |Philippines 2752 29.60 2913 3
23 Brunei 19.20 15.67 12.58 39 |Brunei 0.90 -3.70 7 |Singapore 19769 18919 18258 17
24 Indonesia 5.05 547 6.36 40 |Cambodia 1.16 7.69 7.02 8 |Thailand 3413 35.96 36.97 3
25 Malaysia 7.26 6.60 6.63 41 \Indonesia 3.83 §.89 724 9 |Vietnam 2642 32.59 3242 2
26 Myanmar 12.97 14.65 42 Lao PDR 6671 413 6.85 10 |Indonesia 0.41 19.89 15210
27 Philippines 10.34 §.54 5.44 43 Malaysia 11.09 7.39 7.85 {IL“E 11 |Malaysia 16.67 15.15 5.19 1
28 Singapore | 6.06 6.31 6.36 44 | Philippines 379 0.46 1.55 12 |Philippines 1.25 5.76 N
29 Thailand | 5.05_' 543 5.54 45 | Singapore 6.89 6.60 8.15 13 |Singapore 13.81 9.16 T.38 1
30 Brunei 274 3.63 -1.02 - 46 | Thailand 11.22 8.35 7.23 I 14 | Thailand 13.39 15.14 13.81 1
W4 » ¥ | ASEAN . Row Sort {JNI[_u JRRIRRE: | 4+ <« » v | ASEAN - Row Sort [N JRRRREEE [ 14« » W | ASEAN . Row Sort (TR R

Hinh 1.22. Minh hoa cd dinh céc tiéu dé

DPé bo ¢ dinh thi vao View > Window > Freeze Panes > Unfreeze Panes
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S dung Watch Window

Tinh ning nay gitp ta theo ddi cac 6 trong qua trinh tinh toan. Ban mudn giam sat 6 nao thi
dua n6 vao danh sach giam sat & cira sd cia Watch Window. Goi ctra s6 Watch Window ban
chon nhom Formulas & Formula Auditing = Watch Window, sau d6 chon 6 can theo ddi
va nhin vao nit Add Watch trén cira s6 Watch Window.

Watch Window v X
2, Add Watch...
Eioak Sheet Tarne Cell Walue Farmula
BaiTHS.xls  Investment D10 $65,858 =3SUMPRODUCT($D$4: 4049, $B54: $643)
BaiTHS.xls  Inwvestment F11 $375,000 =B11%50%
BaiTHS.xls  Investment H10 $262,500 =SUMPRODUCTI$H4:$H$9, $B$4: $E$9)

3

Hinh 1.23. Ctra s6 Watch Window

1.6. Thao tac v6i 6 va vung
1.6.1. Nhén dang 6 va vung (cells, range)

Dia chi mot 6 trong Excel dugc xac dinh bai tiéu dé cot va sb thr tu cua dong. Mot ving
trong bang tinh dugc xac dinh bang dia chi cia 6 & goc trén bén trai ciia ving va dia chi
6 goc dudi bén phai ciia ving (co6 dau : phan cach). Pac biét, dia chi ctia ca mot cot hodc
dong dugc xac dinh 1a <¢én cgt>:<tén cor> (vi du cot A thi duge xac dinh ngrfm gon la A:A)
Va <sé dong>:<sé dong> (vi du dia chi cia ca mot dong 4 13 4:4).

Vi dyu: Hinh bén dudi 6 hién hanh c¢6 dia chi 1a B11 vi n6 c6 tiéu dé cot 1a B va s6 dong 1a 11,
vung dugc bao bdi nét cham dut c¢é dia chi la H2:H12 vi 6 dau tién cua vung cé dia chi la H2
va 6 cudi cia vung la H12.

A B c D E F G H f
1 Baitedanddutw|
2 Tin Ddututéida Sust thulgi S6'mim TP dii han | RR-ItRR | i
3 Trai phiéu ddy tu 25.0% hing nim ddo han (l-yes, 0-no) Pdnhgid | | { 1-yes, (-no) |
4 | ACME Chemical | M 8.65% 11 1 1-Cue kv - !
5| DymaStar | | b 950% 10 1 3Tét T
6 | EagleVision | | b 10.00% 6 0  4Kndst | 1 | 4
7  MicroModeling | | b 8.75% 10 1 1Cwkit 0 |
8 optibo | | ) 925% 7 0 3T ) 1
9 | Sabre Systems | | o 9.00% 13 1 IR&ttSE 1 0 : "
10 | Téng ddu tu: v Téng: Téng: Téng: i
11 —Fién-danges:p] 750,000 Yéucdu: $375.000 Chophép: | 5262500 |
12 Fll=E1150s: | HH1=E1355 ' 1
s =T
14
15
. -
M 4+ M| GaiPT-TH . QHTT-TH. DHV - TH | Investment - TH . Giai PT . QHTT . DfIN m -

Hinh 1.24. Dia chi 6 va vung
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1.6.2. Chon vung
) Dé chon ca dong: diing chudt nhdp
N ¢u dung chudt, trudce tién ban dung chudt di Ién 6 thir tw ciia cdc dong hoic
chuyén 6 hién hanh dén goc trén bén trai <Shift+Spacebar>
cua vung can chon, sau do gilr trai chudt kéo
xudng dudi qua phai dén vi tri 6 cudi ciing cua
vung va tha chudt. Néu dung phim thi sau khi
chon 6 dau tién ban git phim Shift trong khi
nhin phim > va ¥ dé dén 6 cudi cua ving va
tha cac phim. (Ban ciing co thé lam nguoc lai la

Dé chon ca cot: ditng chudt nhép lén
tiéu dé ciia cdc cft hoic
<Ctrl+Spacebar>
Mudn chon ving cach khoang hiy
gilt phim Ctrl khi chon.

chon 6 cudi cia vimg truée va kéo chon dén 6 Chon ca worksheet <Ctrl+A>
dau tién).
, , A B c D E F [ H B
Nhap chuot & day néu B e | e e s it B [irtan
muén Chon Cé Sheet 4 [ACME Chemical 865% 11 : 1 1-Cufe ke t6t : )
- - 5 9.50% 10 1 3-Tét ) 1 =
- = g R = (e B I .
v q 8 925 7 0 3-Tét 1
9 vs .00% 3 -RAt 6t i
3 Trsdi phigu M 25.0% hing nim o o v To | == ) Te]rn? T : 12 = -
r Tiéndang cs:  $750,000 Yéucdu: $375000 Chophép:  $262500
4 | ACME Chemical ! 2 65% 12 Fii s
e 13
5 DwnaStar ! . 050% 4 @
----- ] 15
G e . R ] 108 16 N
T Glll: tral C}l,u(.)t trOI,l.g ---.t. 8 T‘-‘ G‘C — F M G PT - TH QHTT IH DHV - TH]. I:Ei{ﬂf tﬁ.'}“L{gl iPT - QHTT ‘jl Kl Da ‘Chon
: khi kéo kén 6 cuodi |-+ . :w S vung
va tha chudt - §13% ! 0 "'Td“ : 1 =
g9 T ; ] 2.00% 13 1 2-Rit tdt 0
10 | Téng ddu tu: Téng: Téng: :
11| Tiéndangcé: $750,000 Yéucdu: $375000 Cho phép:
12 Gy Protect Sheet.. | Fil=E1503: HI1=B11365
13 Tab Calor v
14 Hide - )
15 - | Nhan phai chuét 1én
/ thanh sheet tab
16 Select All Sheets
17 ' ! 1
M4 r M| GEiPT-TH . QHTT-TH ~ DHV -TH | Investment - TH - Gigi®T ~QHTT DI-|I 4 il » M

Hinh 1.25. Minh hoa chon ca bang trén

Khi muén chon ca sheet hign hanh thi nhan <Ctrl+A>, con muon chon ca workbook (nghia la
chon tat ca cac sheet) thi nhap phai chuot 1én thanh sheet tab va chon Select All Sheets.

1.6.3. Sao chép va di chuyén ving

Sao chép (copy) gilip ta mhén bin mot ving nao d6 dén mot || <Ctrl+C> sao chép noi

noi nao do trong bang tinh va dit liéu goc con nguyen, con dung vao by nh&
di chuyén vung thi cling nhu sao chép nhung dir liéu goc s& <Ctrl+X> cit noi dung
duoc di doi dén vi tri méi. Dé sao chép hay di chuyén trude chon vao bd nhé

tién ban phdi chon viing can sao chép hay di chuyén, sau d6 c6

thé duing nut 1énh, phim tt hay dung chudt dé thyc hién:

e Dung Ribbon: Chon vung - Home = nhém Clipboard >
nhén nat =2 hay 4 (Copy hay Cut), dén noi dich va Home
- nhém Clipboard = nhan nut B (Paste). Ban c6 thé goi cac 1énh trén tir thuc don ngir
canh = nhép phai chudt.

e Chudt: Chon ving = giir trai chudt va giit thém phim Ctrl néu 1a sao chép (khong giit
thém phim Ctrl s& 1a 1énh di chuyén) = kéo chudt t&i noi dich can sao chép hay di
chuyén dén va tha chuot.

<Ctrl+V> dan noi1
dung tr bd nhé vao vi
tri 6 hién hanh
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1.6.4. Dan dac biét (Paste Special)

Trong qué trinh sao chép doi khi chiing ta can dan noi dung da sao chép hay cit tir bo nhé
vao v&i mot sb chon loc nao do, khi do thay vi dung 1énh Paste ban hay su dung Paste
Special... Sau khi chon ving, ra 1énh Copy, dén dich can sao chép dén va nhip phai chudt,
chon 1énh Paste Special.... hop thoai Paste Special c6 mot sb lira chon nhu bang sau:

Paste Special

2X

Paske
G}&II (7 all using Source theme
() Formulas () all except borders
) values () Column widths
() Formats () Formulas and number Formats
() Comments () Yalues and number Formats
() Walidation
Cperation
() None () Mulkiply
O agd ) Divide
() Subkract
[ skip blanks [ Transpose
Paste Link [ [al'd l [ Cancel ]

Hinh 1.26. Hop thoai Paste Special

Bdng 1.2. Giai thich hop thoai Paste Special

Hang muc Mo ta

All Daén ca gia tri va dinh dang cua ving ngudn

Formulas Dén gia tri va cong thirc, khong dinh dang

Values Chi dén gi4 tri va két qua cua cong thirc, khong dinh dang
Formats Chi dan vao dinh dang, bo qua tat ca gia tri va cong thiic
Comments Chi dan vao chii thich cua cac 6, bo qua tit ca gia tri va cong thirc
Validation Chi dan vao cac qui dinh xac thyuc dit liéu cho vung dich

All using source theme

Dan vao moi thir va diing mau dinh dang tir viing nguon

All except borders

Dén vao moi thur va loai bo cac khung vién

Column widths

Chi dén vao thong tin qui dinh chiéu rong cot

Formulas and number
formats

Dén vao gia tri, cong thirc va cac dinh dang gdc cua céc con so, cac
dinh dang khéc bi loai bo.

Values and number
formats

Dan vao gia tri, két qua cua cong thirc va cac dinh dang gdc cua cac
con s0.

None Khong kém theo viéc tinh toan nao trén dir liéu sap dan vao

Add Cong cic gia tri cua ving ngudn vao cac 6 twong tng & ving dich

Subtract Cac 6 mang gia tri cia vung dich s€ trir di cac 0 tuong ng clia ving
ngudn.

Multiply Céac 6 mang gia tri cuia vung dich s€ nhan véi cac 6 tuong g cta
viing ngudn.

Divide Cac 6 mang gia tri ctia vung dich sé chia cho cac 6 tuong ung cia
viing nguon.

Skip blanks Khoéng dan dé cac 6 rong ¢ viing ngudn vao 6 co gi tri & vang dich

Transpose Dén vao va ddo dong thanh cdt hodc nguoc lai

Paste Link Dan vao va tham chiéu 6 dich dén 6 ngudn

Tran Thanh Phong
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1.6.5. Dat tén vung

iéc dat tén vung c6 loi rit 16n trong qua trinh thao thac va xu

ly tinh todn nhu: ving dugc gan tén sé giup goi nhé va dé
hiéu cong dung ctia né hon 1a cac dia chi don thudn, dat tén gitp
viéc tham chiéu tinh todn it sai sot hon va di chuyén hay chon cac
vung da dugc dit tén rat nhanh chong tir Name box (hodc ding
Go to — F5).... Tén dai t6i da 255 ky tu khéng chira khoding
tring va diu cham, tén phai bdt ddu la ky tw khong dugc bat dau
1a s6, tén khong duoc dit gidng cac dja chi tham chiéu.

Dé dat tén trudc tién ta chon vung can dit tén = chon nhém

Dé st dung tén da
dat nhan F3
Dé xuét cac tén di
dat ra worksheet:
chon é trong trong
sheet, nhén F3,
chon Paste List

Formulas = Defined Names - Define Name, hop thoai New Name hién ra. O day, ban hiy

nhép tén vung vao hdp Name chon Scope, nhap chu thich néu can,

xong thi nhian OK. Ngoai

ra ban con c6 thé dit tén truc tiép tir hop Name box hoic dit tén cho ving chon tir Formulas
—> Defined Names - Create from Selection hodc dung thyc don ngir canh.

Elj— Nhap phai chudt st = = =
A 1én ving vira chon D Delete... | H
1 Bai todan da va Ch()n Name a Clear Contents
2 Ranae ... da Sudtthulq  Filter * | RR-itRR
3 Trdi phiéu ddu tu T hing ndm Sort b | {1-ves, O-no)
4 [~ 865% -4 Insert Comment a
2 Hame: |Suat_thu_|0i_hang_nam | 930% g? Eormat Cells... !
; Srope: |Workbook v| LU Pick From Drop-down List... !
. F— BN 4]
Comment: | 54t tho loi hang nam| Name a Range...
8 925% | © = % 1
9 5.00% | B Hyperink.. 0
N i | T ]
10 i & o
1 Befers bo: | —fnvestment - TH1§D$4:$D$9 = | “= VNITime - 110 = A" o7 $ - % 1
| $262,500
[ K ] [ Cancel ] | B 7 I= i {h - A - €0 .00 OF *
12 - D : - e HIt= B 385
13
M 4 » M| GaiPT-TH ~QHTT-TH “DHV - TH | Investment - TH . Giai PT “QHTT .~ DHV|]

&

=1 Trai_phieu_dai_han ittty ='Investrent - THLL. Workboak  Tréi

(e ) (o ] [eoe
MName Yalue Refers To Scope Comment
R0 _tu 75,0... =Investment!$B44:... ‘Workbook  Tign d&u b
= Max_dau_tu {"187,500 *;"187,5... =Inwestment!$CH4:... SWorkbook  B:&u b kdida
‘= Nam_dao_han 1m0 te "o, =Investment!$E$4:..,  Workbook  MEm d&o han
=l Rui_ra ottty ... =Investment!$HE4:. .. Wiorkbook  Riiro
‘=1 50at_thu_loi_hang_nam  {"8.65%";"2.50%";... ='Investment - TH'l... ‘Workbook  Sudt thu lgi hang nam

phigu dai han

Refers to:

X |=Investment!$B$4:$B$9

2.7 |

Close

Hinh 1.28. Hop thoai Name Manager
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Mubn mé hop thoai quan 1y cac tén di dat ban vao nhom Formulas - Defined Names >
Name Manager. Ttr hop thoai ban c6 thé dat t€én mai, hi¢u chinh thong tin cho cac tén hién
hodc xda tén cua cac vung khéng dung dén,...

1.6.6. Thém chu thich cho 6

hém chd thich vao cac 6 gitp cho viéc hiéu chinh va hiéu

thong tin ma 6 dang chita dugc rd rang hon. Dé thém chu
thich va 6, chon 6 > chon nhém Review - Comments > New
Comment va hay nhap chii thich vao. Ngoai ra ban co thé nhdp
phdi chuét 1én 6 can chu thich va chon Insert Comment.

Dé hiéu chinh hién
thi cta chu thich
vao: Office 2
Excel Options >
) . Advance > Display
e Dé doc chu thich chi can ré chudt Ién 6 c6 cha thich hoac vao > For cells with

Review - Comments = Next hay Previous. comments show

e D¢ an/ hién chu thich vao Review -> Comments > Show All
Comments (an/ hién tat ca) hoac Show/ Hide Comment (an/ hién chu thich 6 dang chon).

e Hi¢u chinh cht thich vao chon 6 can hiéu chinh chu thich - Review - Comments -
Edit Comment. Ngoai ra d¢ nhanh ban c6 thé nhap phai chuot va chon Edit Comment tir
thuc don ngtr canh.

e Xoba chu thich vao chon 6 can xo6a chu thich > Review > Comments > Delete. Hoic
nhap phai chut va chon Delete Comment.

2] BaiTH5.xlsx —
A B C D E F G H T
1 Bai todn ddu tu -
2 Tién Pdututéi da Susbt thu lgi S6'ndm TP dii han RR.[t RR
3 Trdi phién a4 variable el ')‘“c hing nim diohan  (l-yes,0-no) Panhgii  (1-yes, 0-no)
4 | ACME Chemical | Yariable cel 2.65% 11 1 1-Cuc ki tét 0
pommmees Wariable cell .
] DvnaStar : - 950% 10 1 3-Tét 1
e Wariable cell :
6  Eagle Vision | e 10.00% 6 0 4-Khd 16t 1
7 | MicroModeling Coonstraint cell I |Set cell I 10 |Constraint cell I Cuc kﬁ Coonstraint cell I
8 OptiPro | :/ 9256 7 0 -Tét 1
9 | Sabre Systems : 9.00% 13 1 -Rit 6t 4]
10 Téng ddu tu: Téng: Téng: Téng:
11 Tién dang ca: $750,000 Yéu cdu: £375.000 Cho phép: 262,500
12 Fi= ET1"5i Hii= B35
12 E
M4+ M| GEiPT-TH ~QHTT-TH DHY - TH | Investment - TH .~ Gigi PT ~QHTT DH".|_I| L | 1l » |_I|.:E

Hinh 1.29. Minh hoa cho hién céac chu thich

1.6.7. Chén, x6a 0, dong va cot

hing ta c6 thé chén thém cac 6 vao bén trai hoic bén trén cua 6 hién hanh trong

worksheet va dich chuyén cac 6 dang chon qua phai hoic xudng dudi. Tuong ty, ta c6
thé chén thém céc dong bén trén, chén thém cac cot vao bén trai va co thé xda di cac 6, cac
dong va cot.

Cheén é trong
B1. Chon c&c 6 ma ban muon chén céc 6 trong vao d6 (muon chon cac 6 khdng

Salnsert -
lién tuc thi gitr Ctrl trong khi chon cac 0). § :let .
B2. Chon Home ->chon nhdm Cells - Insert = Insert Cells... ih e
B3. Chon lya chon phu hgp trong hop thoai Insert. A rormat -
Cells
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A B C D E F G H | i
1 |Bai todn ddu tu
2 Tién PBdututéi dafSuit thulgi] S6ng : -ItRR
3 Trai phiéu ddu tu 250% hing nidm | dd0 ha ves, (-no)
4 | ACME Chemical ‘ 863% 11 Inserk Q =
5 DwnaStar ‘ 1
6 | Eagle Vision b 6 1
7 | MicroModeling | ‘ 10 () Enttire row 0
B OptiPro h 7 | ©Entire column 1
9 | Sabre Systems | ‘ 13 1]
101 Nh’( h.q- h : Téna: [ Ok, l [ Cancel ] _1
11| T ap p al C Uf)t Yéuecdu: $375.000 Cho phép: $262.500
12 §au\kh| Ch(-)n cac Fil=E1"50% Hil= B35
13 0 va chon Insert
M4 4 » W GEPT-TH - QATT-TH . DHV - TH | Investment - TH Gz PT ~ QHTT

Hinh 1.30. Minh hoa dich cac 6 dang chon vé bén phai va chén 6 tréng vao

Chen dong

B1. Chon mét hoac nhiéu dong lién tuc hodc cach khoang ma ban mudn chén sé dong tuong

ung phia trén cac dong nay.

B2. Chon Home = chon nhdm Cells = Insert = Insert Sheet Rows

"'/--33.\'. (= =)= BaiTHS.xls [Compatibility Mode] - Microsoft Excel - = X
j/ Hogge ut  Formulas Data Review  View Develaper  Add-Ins "@) - 3 X
=] K| vniTimes ~|10 ~|||| | ¢  General - A g= [nsert?| 3 - 47~
N 2B I O-|A A |E 5= | Insert Cells

- i || e A |3E 5| ®| T 3| v »j = Insert Sheet Rows

Clipboard ™ Font P} Alignment IF] Number = 4 %

| A9 \ - S | Sabre Systems B3| tnsert sheet

A B C D E F G 2
1 Bai toan dju tu
2 Tién  Ddututéi da Sudt thulgi Sé'nim TP daihan RR-It RR
3 Trdi phién ddu tu 25.0% hing ndim dsdo han (l-ves.0-no) Pdnhgid (l-ves, 0-no)
4 I,—‘xC.ME ‘ Chon Sé déng 865% 11 1 ]—Cl__j\? ki tét 0 3
5 Dvy Cﬁn Chén thém 250% 10 1 3-Tét ' 1
B Eagle , N N e 1000% [+] 4] 4-Khd tét 1
T | Mig cac dong tren no 873% 10 1 1- Cute ki tét 0
a OptiPro * Q25% 7 4] 3-Tét 1
9 [Sabre System= | A 9.00% 13 1 2Ratt 0
10 Téng ddu tu: Téng: Téng: Téng:
11 Tiéndangco: $730.000 Yéucdu: $375000 Cho phép:  $262,500
12 Fll-E1503 HI=E1"355
M 4+ M| GaiPT-TH ~QHTT-TH_“DHV - TH | Investment - TH .~ Giai PT ~QH{INI__u.____ [
Ready | 5 Average: 277375 Count 18 Sum: 33.255 |Jﬁ|ﬁ| M| @58 (=) [1] (F)

Hinh 1.31. Minh hoa chén c&c dong tréng 1én trén cac dong dang chon

Cheén cot

B1. Chon mét hodc nhiéu cot lién tuc hoic cach khoang ma ban mudn chén sé cot tuong ng

phia bén trai cac cot nay.
B2. Chon Home = chon nhom Cells = Insert = Insert Sheet Columns

Tran Thanh Phong

22



Microsoft Excel 2007 Bai 1. Lam quen v&i bang tinh

Xoba cac 6, dong va cét .
B1. Chon céac 6, cac dong hoac céc cot can xéaﬁ
B2. Chon Home - Cells - Delete - chon kiéu xda phu hgp (xem hinh)

Delete @E|

Delete

g [n5E|1?| x - 13,7

=  Insert Cells... — _
[% nd &
ol

Insert Sheet R«
a (::) Enkire raw

Xbacac 6 —

=
Xo6a dong —=
o

Xoba cot —3 & | Insert sheet Columns — & B
Jl2d | Ingert Sheet —
& T H T I I Ok l ’ Cancel ]

Hinh 1.32. Céac lua chon x0a cac 6, cac dong hay cac cot

1.6.8. Thay d6i d§ rong cot va chiéu cao dong
rong worksheet ta ¢6 thé qui dinh do rong cot tir 0 dén 255, day chinh 1a s6 ky tu c6 thé
hivén thi trong mot d(‘)pg. Do rong mac dinh cua cot Ié} 8.43 ky tu, khi d6 rong la 0 thi cot
duoc an di. Tuong ty, chieu cao cua dong qui dinh tu 0 den 409, day la don vi do luong bang
diém (point: 1 point = 1/72 inch). Chi€u cao méac dinh cua dong la 12.75 point, khi chieu cao
14 0 thi dong bi an di. Cac budéc dicu chinh dong cét:
B1. Chon dong hoic cot can diéu chinh chiéu cao hodc d6 rong

B2. Chon Home > Cells > Format - Chon Iénh phu hop (xem hinh)

Home Data Review View Developer Add-Ins
- e - * J ;
General A || §onsert b ,%? \_ﬁ
| % = o | I Delete - j'

Sart & Find

Styles _ SA \
27 Fitter - se1ze-Chiéu cao dong

::I Farmat =

Cell Size L Tu‘ déng chinh
3C  Row Height... [% chiéu cao dong

Standard Width ? X

Skandard column width: . L h A ”
AutoFit Row Height .I/D() rong cot

ii todn diu tu [ ox || cawa ||FS column ﬁidth---//Tu dong chinh d¢
Tién |Ddutwtélda - rerd \ AutoFit Column Width—"|  rong cot
31 &1 25.0%% 3 -1 =Y ) Wi ~ A A A =
Trdi phiéu ddu tu . 25.0% hiang ndm ddo han (l-ves, (-no) Default Width... Pit do rong cot mic
\l'l:n"‘l--\.wi-\-.l: I' I o AL oL 11 1

dinh cho sheet
Hinh 1.33. Qui dinh d6 rong cot va chiéu cao dong

e Row Height... chon lénh ndy dé qui dinh chiéu cao cua dong

e AutoFit Row Height chon Iénh nay Excel sé& tu canh chinh chiéu cao dong cho phi
hop vai noi dung.

e Column Width... chon Iénh nay dé qui dinh d6 rong cot

e AutoFit Column Width chon 1énh nay Excel sé tu canh chinh d6 rong cot cho phu
hop vai noi dung.

e Default Width... chon 1énh nay khi ban mudn qui dinh lai 6 rong mic dinh cho
worksheet hay ca workbook.

Ta c6 thé qui dinh chiéu cao dong va d6 rong cot cho ca worksheet hay ca workbook béng
cach chon ca worksheet hay ca workbook trudc khi thyc hién 1é€nh.
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Ngoai c4ch thay dbi chiéu cao dong va do rong cot nhu trén, ta con c6 thé dung chudt dé thao
tac nhanh hon. Mudn thay di do rong cot nao hay ré chudt dén phia bén phai tiéu dé cot do
cho xuét hién ky hieu  va kéo chugt vé bén phai dé tang hoc kéo vé bén trai dé giam do
rong cot. Twong tw, mudn thay ddi chiéu cao dong nao hay ré chudt dén bén dudi sb the tu
dong cho xuat hién ky hieu F va kéo chust 1én trén dé giam hoic kéo xuéng dudi dé ting
chiéu cao dong.

0 ..l.. E 3 Tr4i phiéu ddu
51_ ACME Chemical |
d Sudt thulgi  S6ndm 2 DynaStar S
- b Vizion
hing ndm d3ohan | ? Eagle Vision S—
7 7 | MicroModeling !
I ze5e | 1 licroModeling o

Hinh 1.34. Minh hoa dung chudt thay d6i do rong cot va chiéu cao dong
1.6.9. Néi (Merge) va bé néi cac & (Split)
Noéi nhiéu é thanh mot é
Khi néi nhiéu & thanh mét 8, néu tt ca cac 6 déu co dir liéu thi ban can chuyén hét dir liu
Ién & & goc trén cung bén trai caa nhém 6 can merge vi chi cé dit liéu caa 6 nay duoc gitr lai,
dix liéu cua cac 6 khac sé bi xoa.
B1. Chon cac 6 can ndi lai.

B2. Chon Home = Alignment > chon Merge & Center. B¢ canh chinh dir liéu trong 6 dung
cac nut canh chinh trong nhém Algnment.

-
— Hom Page Layout Farmulas Data Review View Develop
= & \e - ==
] MI-Times 10 - =8| | = General

Paste -

-

=== =] [ - % o[

Clipboard 1= l-.-1erge§genter
| B2 - \ I3 | Tiean = | Merge Heross
f A B \ C D E Merge Cells
La g e : Unmerge Cell
1 Bai todn dau tu =nmerge e
2 Tién |Ddun A B ii han
3 Tr4i phiéu ddu tw 25 1 BRai todn diu RO _
o iy HE=E=2 =
4 | ACME Chemical ; ] 2 P4l
) DwnaStar ‘ 3 Trii phiéu Tién i = === ﬁq
4 | ACMFE Chemical ; Alignment Fi

Hinh 1.35. Minh hoa néi hai 6 B2:B3 va canh giita ca chiéu ngang va doc
Chuyén mét é da néi vé lai nhiéu 6
Sau khi chuyén 6 da ni vé lai nhiéu 6 thi noi dung sé& hién tai 6 & goc trén cling bén tréi.

B1. Chon 6 dang bi ndi. ‘
B2. Chon Home - Alignment = chon lai Merge & Center hoac Unmerge Cells déu duoc.
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1.7. Nhap li€éu, hiéu chinh
. ) . Dé xudng dong
ac 0 trong qbéng tinh c6 thé chira cac con so0, cac chuodi Va'}n ban trong 6 dung
hay cac biéu thirc toan hoc. Ngoai ra bang tinh con c6 thé chura <ALT+Enter>
cac biéu 6, so dd, hinh anh, ... cac d6i twong nay khong chira trong 6
ma ndi trén bé mit bang tinh.

1.7.1. Nhap liéu

Nhdp sé, chudi, thoi gian, ngay thdng nim

B1. Trén worksheet, chon 0 can nhép liéu

B2. Nhép vao con sd, chudi vin ban, ngay thang hay thoi gian,... ma ban can

B3. Nhap xong nhan Enter (6 hién hanh chuyén xudng dudi) hoic Tab (6 hién hanh chuyén
qua phai) dé két thuc.

Luu y:

e Néu nhap céac con s6 vao ma Excel hién thj ##### 1a do chiéu rong cot khong du ban ban
tang thém chiéu rong cot.

e Mic dinh Excel s& dung ddu chim (.) dé phan cach phan s6 nguyén va phan s6 thap phan.

@ Khi nhap cac con sé ma cac con sé nay khéng can tinh toan thi ban nén dinh dang 6 1a
Text trudce khi nhap (Home = nhém Number = chon Text tir danh sach).

& Ngay va thoi gian nhap vao 6 thi né dung dinh dang ngay mac dinh trong Control Panel
= Regional and Language Options.

& Khi nhap ngay dung dau / hoic - dé phan cach, vi du 10/05/2007 hogc 10-05-2007. Khi
mudén nhap ngay hién tai vao 6 hay gd <Ctrl+;>. Khi muén ding dinh dang ngay mac
dinh cho & chira ngay thi chon 6 va g6 <Ctrl+Shift+#>.

@ Khi nhap thoi gian va mudn dinh dang theo chuan 12 gio thi thém A hozc P vao sau thoi
gian nhap vao, vi du 8:30 AM hoic 4:15 PM, néu khong Excel tu hiéu 1a AM. Khi muén
nhap thoi gian hién tai vao & hdy gb <Ctrl+Shift+;>. Khi muén dung dinh dang thoi gian
mac dinh cho 6 chaa thoi gian thi chon 6 va g6 <Ctrl+Shift+@>.

% Mudn nhap cing mot ndi dung cho nhiéu 8, ban hdy chon cac 6 va nhap liéu vao sau do
nhan <Ctrl+Enter>. Ngoai ra con c6 thé sir dung chirc nang AutoFill (phan sau).

+ Mudn nhap cling noi dung trén cac 6 & nhiéu sheet, ban hdy chon cac sheet d6, sau d6
chon cac 6 trén sheet hién hanh, tiép theo nhap liéu (c6 thé mat dix liéu do bi nhap d¢ 1én
cac 0 co dir lieu). Bé bo chon cac sheet thi nhap phai chudt 1&n thanh sheet tab va chon
ungroup Sheets.

A B D E
1 | Chwa dinh dang Binh dang Giai thich Ghi cha
2 54666 54.666.00 dong Tién té 2 220 00 [Sddng]
3 0.4566 45.66% Phan tram 0.00%
4 10-May 10/05/2007 Dang ngav ngan gon dd/mmivvvy
5 10-May Thursday, May 10, 2007 Dang ngay chi tiet [$-F800]dddd, mmmm dd, vyyy
6 646564622 646,564,622.00 K¢ toan _(* 222000 ) _(* (2220.00),_(*"-"77__(@_)
7 8489325103 848-932-5103 $6 dién thoai ZE-ZEE-2EEE
8 79300958230 7030095 823 0 SO bao hism xAhdi ## #£ 282 £22 2
9 0.665 353736 PM Théi gian [S- P-lOO]hmm ss AM/PM
10 0.25 1/4 Phén s6 #7
11 646564622 6. 47E+08 Khoa hoc 0.00E+00

Hinh 1.36. Vi du nhap cac loai dir liéu
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Nhdp cac ky tw dic biét

B1. Muén nhap ky tu dic biét vao, trudc tién chon 6 va dén noi can chén trong 6.
B2. Chon Insert - nhom Text - chon Symbol

B3. Trong hop thoai Symbol hdy chon ky tu can, cé thé dbi kiéu Font tai hop Font.
B4. Nhan nat Insert dé chén.

A B o D

1 | Chwa dinh dang - B

2 34666

3 04566 Symbols | Special Characters

4 10-Mav

5 10-Mavy  Thi Eont: | Symbal L

6 646564612 e - - - &
o € vt K| A v/ o

7 8489325103 B /'ﬂ q} ! J CE H —

s 79300958230 | 6lplo|t|v|mlo| v {]|]|]|}]|~|C

5 0.663 ===~ T=1=1Tal"T=T=1=1=17

10 0.25 i Sy R Iy B Ry RS RO I g R E— p——

11 6465646212 SN NN RS NS RS N I NS S N S R R R

Lz - Recently used symbols:

13 (o -I .

14 D€£‘¥|©‘® ™ i‘i‘s‘2‘+|x‘=‘p‘q

15

= Syrbal: 100 Character cade: (100 from: | Symbal {decimal)

17 g 7

Insert i Close
(=) =0

Hinh 1.37. Vi du chen & vao 6
Huiy Iénh (Undo), phuc hoi lénh (Redo), lap lgi Iénh sau cung
=l “|1'* T" fe5
Huay lénh  Phyc hdi lénh

Hinh 1.38. NGt Iénh Undo, Redo

e Pé hiy mét 1énh vira thyc hién ban nhan chuét 1én nat ! hay dung phim <Ctrl+Z>
e Pang nhap liéu vao 6 mudn huay thi nhan phim ESC

e Dé phuc hoi Iénh vira hity thi nhan nit © hay dang phim <Ctrl+Y>

e Dé thyc hién lai 1énh sau cing nhan <Ctrl+Y>

1.7.2. Hi€u chinh ngi dung

Xoa ni dung cdc o

B1. Chon mét hoic nhiéu & can xda

B2. Nhan Delete trén ban phim (x6a cach nay thi chi x6a ndi dung cac dinh dang cia 6 van
con). Ngoai ra dé x6a ban c6 thé vao Home > nhém Editing > Clear (“£) va chon céc
1énh:

Clear All: X6a tat ca ndi dung va dinh dang

Clear Formats: Chi x6a phan dinh dang cta 6

Clear Contents: Chi x6a ndi dung, con dinh dang

Clear Comments: Chi x6a cac chu thich ciia 6 néu c6

Luu y cac lénh trén khong xoa dwoc dinh dang cua bang (table)
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Nhdp deé lén 6 co san ngi dung
Muodn nhap dé Ién cac 6 c¢d san ndi dung, trudc tién ban hay chon 6 d6 va nhdp vao ndi dung
mai. Khi do, ndi dung cii cia 6 s€ mat di va thay bang ndi dung vira nhap de.

Hiéu chinh ngi dung cdc o
Muon hi€u chinh ndi dung san c6 cia 6 ban lam cac cach sau:

1. Nhdp chuét hai ldn 18n 6 can hiéu chinh > ding chudt hodc cac phim miii tén di chuyén
dén noi can hiéu chinh >dung phim Backspace hoic Delete dé x6a mot sé ndi dung sau
d6 nhap vao ndi dung moi.

2. Chon 6 can hiéu chinh va nhin F2 dé vao ché d6 hiéu chinh va lam twong tu nhu trén

3. Chon 6 cin hiéu chinh, sau d6 nhép chudt vao thanh cong thirc (Formula)

1.7.3. St dung cac ky thuat khi nhap liéu
S dung chirc nang AutoFill . N N
Str dung cOng cu nay Excel s€ gitp ban dién ty dong dir liéu theo cac mau AutoFill c6 san.

Ngoai ra ban con ¢6 thé tao thém cac mau phuc vu cho cong viéc cia minh.

Bing 1.3. Danh sich mot s6 AutoFill ¢6 sin

Céc gia tri khéi dau Chudi sau khi mé rong

1,2,3 4,5,6

9:00 10:00, 11:00, 12:00

Mon Tue, Wed, Thu

Monday Tuesday, Wednesday, Thursday
Jan Feb, Mar, Apr

Jan, Apr Jul, Oct, Jan

Jan-99, Apr-99 Jul-99, Oct-99, Jan-00

15-Jan, 15-Apr 15-Jul, 15-Oct

1999, 2000

1-Jan, 1-Mar

Qtr3 (or Q3 or Quarter3)
Product 1, On backorder
Textl, textA

1st Period

Product 1

2001, 2002, 2003

1-May, 1-Jul, 1-Sep,...

Qtr4, Qtrl, Qtr2,...

Product 2, On backorder, Product 3, On backorder,...
text2, textA, text3, textA,...

2nd Period, 3rd Period,...

Product 2, Product 3,...

e Ban muon dién céc s6 1¢ trong khoang tir 1 dén 25 vao ct A ban lam nhu sau:

B1l. Chon 6 déu tién Al va nhap vao sé 1

B2.

B3.

B4.

Chon 6 tiép theo A2 nhap vao s6 3 (budc nhay bang 3-1
= 2, Excel s& cong s6 2 vao 6 chira s6 e trude do dé co
duoc sb 16 ké tiép).

Chon hai 6 A1:A2, di chuyén chudt xuéng dau vudng
nho mau den (Fill handle) ¢ goc dudi bén phai ving
chon cho chudt bién thanh dau cong mau den.

Giir trai chudt kéo xudng phia dudi cho dén khi hién sb
25 thi dung lai.

Bat tit AutoFill Options:

Office > Excel Options
- ngan Advanced -
Cut, Copy, and Paste >
chon/ bé chon Show
Paste Options
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-

=
m
[}
[
=
m
[}
[
-
m
I

1 1 1 1 1 1

2 3 2 3 2 3

3 3 ] 3 5

a |:/ T a a 7

E Fill handle s s 9 1
6 6 6 11

7 2 - 7 13

a | Kéo Xllf)n{ 8 15

g g 9 17

10 10 10 19]| Nat AutoFill
11 11 V 11 21 Options

12 12 12

13 13 13

14 14 14

4 4+ » »| Sheet1 [Nl (0 W < » v sheet Tl (0 4 4« » | sheet1 < TINl] .:2

Hinh 1.39. Minh hoa str dung AutoFill

e Khi ban mudn dién ty dong (sao chép) dir lidu hay cong thirc ctia 6

hién hanh cho cac 6 bén trai, bén phai, phia trén hay bén dudi nd Sao chép xudng
thi ban lam theo cac cach sau: duéi <Ctrl+D>
Sao chép sang

phai <Ctrl+R>

1. Chon 6 hién hanh dang chira dir liéu hay cong thirc can sao chep,
sau d6 gitr Fill handle va kéo theo hudng ban can (1én, xuong, trai
hay phai). Khi d6 dir liéu hay biéu thirc s€ dugc sao chép.

2. Chon 6 chura dit liéu (hay cong thirc) can sao chép va tit ca cac 6 can sao dit liéu dén, sau
d6 vao Home - nhom Editing = Fill > chon huéng phu hop (Down, Right, Up, Left).

= =
—-") Home Farmulas Data Review View Developer Add-Ins L7/
"—A"J 4 | Calibri @ 11; = |? % General T A g Insert ~ z - W \?a
B \B 7 U-|A A E==EHE- I Delete - | |[8]~
Paste  _ ||\ — Styles || . B
- S A |£= iE|| 8| | a8 58| - = 35 Down
Clipboard = nt i Alignment fa|| Mumber = Cells [® Right %
| c2 N\ fe | =B2+A2 & ue
A B C D E F G H = Lert
1 A B A+B )
2 1 10 11 A B c j | Series..
3 3 g 1 A B A+B Justif
| 4 ¥
2 1 10 11
< 5 6
3 3 8 11
3 7 4 al s 6 1
6 9 2 5 7 4 1
7 6 9 2 11

7

Hinh 1.40. Minh hoa sao chép cong thirc tir C2 cho cac 6 C3:C6

e Tu tao danh sach AutoFill ban vao nat Office > Excel Options - Popular - trong
phan trong phan Top options for working with Excel = chon Edit Custom Lists = hop
thoai Custom Lists hién ra. Tai day, ban hdy nhap vao danh sach trong khung List entries,
sau khi nhap xong nhan nut Add dé thém vao Custom lists va ké tir lac nay ban c6 thé sir
dung chirc nang AutoFill véi danh sach tu tao ctia ban.

e Mudn x6a mot danh sach thi ban chi can chon danh sach d6 va nhan nat Delete.

e Néu mudn hiéu chinh danh séach thi chon danh sich d6 va hiéu chinh trong 0 List entries,
sau khi hiéu chinh xong nhan nit Add.
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Cuskom Lists

Cuskom fisks: Lisk entries:

, /0 EF G H LK L,
JOJ
Z

PJ QJ RJ 5J TJ LIJ I\'IIJ WJ

MEW LIST A
3un, Mon, Tue, wed, Thu, Fri, = M
Sunday, Manday, Tuesday, Wei W
Jan, Feb, Mar, Apr, May, Jun, J
January, February, March, April

=7

1

1]

-

JAR]

Press Enter ko separate lisk entries,

Import lisk From cells:
I oK ] l Cancel ]

Hinh 1.41. Hop thoai Custom Lists
St dung chirc nang Automatic Completion

Chtic ning Automatic Completion giup ban nhap cac chudi van ban giéng nhau & cac 6 dugc
nhanh chong hon. Tuy nhién, chitc nang nay doi khi cting lam ban kho chiu, dé bat tit ban
vao nut Office > Excel Options = chon ngan Advance -> tai Editing options > Enable
AutoComplete for cell values.

Swr dung chirc nang AutoCorrect

AutoCorrect gilip ban stra cac 16i chinh ta nhap liéu khi nhap bang tiéng Anh, ngoai ra né con
gitp nhap nhanh cac ky hiéu hay cac doan van ban lap di lap lai. Ching ta c6 thé thém vao
cac cum tir ma ching ta thuong hay dung vao danh sach ciia AutoCorrect.

Pé thém tir vao danh sach AutoCorrect lam theo cac budc sau:

B1. Chon nut Office > Excel Options = Proofing = AutoCorrect Options

B2. Tai ngan AutoCorrect chon Replace text as you type thi chirc nang nay mai co tac dung
B3. Trong hop Replace g& cum tir thuong hay g6 sai (hoac gb vao ma téc ky)

B4. Trong hop With g& cum tir dung vao (hoic gd vao nguyén ban cua mé toc ky)

B5. Nhan n(t Add dé thém vao danh sach

Pé hiéu chinh mot muc tur trong danh sach thi chon myc tir do va go noi dung méi vao hai
hop Replace va With, sau d6 nhan nit Replace.

Mubn x6a mot muc tir trong danh sach thi chon muc tir d6 va nhan nit Delete.
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AutoCorrect: English (U.5.) @g|

AukoCarrect | AutoFarmat As You Type | Smart Tags

Show AukoCarrect Options bukbons

Correct TWwho IMitial CApitals -

Zapitalize First lekter of sentences
Capitalize names of days
Carrect accidental use of cAPS LOCK key

Replace text as you bype

Replace; wiith:
v Cdng hiva %8 héi Chit Mghia igt Mam
usualy usualky ~
wEYr wEry
wirtualyl wirtually
wis-a-vis wis-a-vis
wrey wEry L
[ o4 ] [ Zancel ]

Hinh 1.42. Minh hoa thém ma téc ky vn va nguyén van

1.8. Dinh dang
1.8.1. Pinh dang chung

4c nat dinh dang thong dung cua Excel dwgc bd tri rat thuan loi truy cap trong nhc')‘m
Home cua thanh Ribbon. Trong qua trinh soan thdo, tinh toan trén Excel, moi khi can
dinh dang ban chi viéc nhan chu6t Ién nat 1énh phu hop duéi day.

Phéng Thunho Canh  Xoay Cac loai dinh
to chlt chix gitta doc chir dang so
N o Canhlé |Canhlé | Wrap Text Dangsé
Font chir— C6 chir trén | dugi NGi 6 phan tram
Times NewRom =~ 12 -~ || A &7 | [ = =|[#-| | = General -
B I U-|ii~|d-A-||EE=E(EEEH |8 % %058
Font F] Alipnmant [= Mumbdr u
Chir dam K& khung Canh tréi Tang thut Dangso | Giamso
he nohic T6 ok Canh gita dau cac dong (ké toan) | thap phan
Chir nghién | One‘n | g _ Giamthut  Dang so Tang sb
Gach chan Mau chit Canh phai dau cac dong (tién té) thap phan

Hinh 1.43. Binh dang vin ban va s6

Khi can céc dinh dang phuc tap hon ma trén thanh Ribbon khdng cé ndt Iénh thi ban truy cap
vao hop thoai Format Cells: Chon Home - nhom Cells - Format - Format Cells...
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Format Cells

Mumber | Alignment ||

Format Cells

specialized Formatting For monetary value,

Mumber is used for general display of numbers, Currency and Accounting offer

Fank || Border || Fill || Prokection | ‘ Mumber |’__:\1|ignment Font || EBorder ” Fil ” Protection
Category: Text alignment Crrienkation
General Sample Hotizonkal: ..
’—| R
Currency General - .
Scinuntlng Decimal places: vertical: ‘ 0 £ T
ate e
; Text ——*#
Time [] use 1000 Separator ¢,) Bottom b * .
Percentage 3
Fraction Megative numbers: . b
Scientific Text control .
Text 0
Special (1234.10) Wrap text m De
. -_ grees
Custem {1z34.10) [ shrink ta fie
[ Merge cells
Right-to-left
Texk direction:

Format Cells

| Murnber || Alignrment | Font

Format Cells

This is a TrueType font. The same Fonk wil
screen.

be used on bath vour printer and your

‘ Border || Fill || Prokection | ‘ Mumber || Alignment || Font |} Fill ” Protection |
Font: Fant style: Size: Line Presats
Times New Roman 11
g Al | Mone  m=eee—-
9 2
10 = Mone Qutline
_____
12 s e Eorder
14 il o L
Underline: Color:
|mone | [ | []norms font o Text
Effects Preview Color:
[ strikethrough Autornatic v . -
[ Superscript AaBbCcYvZz W Automatic |
[ subseript Theme Colors

an be applied by clicking the presets, preview diagram or the

Standard Colors
L ]} EEEEN

More Colors...

0K Cancel

Format Cells

?X

Format Cells

Fill Effects... ] [ More Colors, .=

Sample

| Murnber || Alignment || Fant || EBarder | |Protectinn | ‘ Murnber || Alignment || Font || EBorder ” Fill
Background Color: Pattern Color: Locked
| Mo Color | ‘ Aukamatic “ | [ Hidden
Pattern Stvle: Lacking cells or hiding Formulas has no effect until you protect the worksheet (Review
L EEN H N " o] | tab, Changes group, Pratect Sheet button),
v

L

L

mmE

EEEEEEENEN —
FEEEEEEEER om] [ =]

o

H EEEEN

Hinh 1.44. Cac ngan cua hop thoai Format Cells
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Bdng 1.4. Giai thich hgp thoai Format Cells

Ngin Number

Category Danh séach cac loai dinh dang s, gi4 tri (xem bang 1.5)
Sample Hién thj dinh dang cua gia tri trong 6 hién hanh theo cic dinh dang ban chon
Decimal Tbi da co6 thé co6 30 sb sau dau thap phan, chi 4p dung cho dang Number, Currency,
places Accounting, Percentage, va Scientific.
Use 1000 Chon 6 nay néu mudn c6 diu phan cach giita hang nghin, triéu, ty...chi 4p dung cho
Separator (,) | dang Number.
Negative Chon loai dinh dang thé hién cho s6 am, chi 4p dung cho dang Number va Currency.
numbers
Symbol Chon loai ky hiéu tién té, chi ap dung cho dang Currency va Accounting.
Type Chon kiéu hién thi phii hop cho gié tri, chi 4p dung cho céc dang Date, Time,

Fraction, Special, va Custom.
Locale Chon loai ngdn ngit khac dé ap dung dinh dang gia tri, chi ap dung cho cac dang Date,
(location) Time, va Special.

Ngin Alignment

Text Horizontal Cé cac lua chon dung dé canh chinh ngi dung 6 theo chiéu ngang. Mic
alignment dinh Excel canh 18 trai cho van ban, 1& phai cho gia tri , cac gia tri luan 1y va cac 16i

duoc canh gitra.

Vertical C6 céac lya chon ding dé canh chinh ndi dung theo chiéu doc. Mic dinh
Excel canh 18 du6i cho vin ban.

Indent Thut dau cac dong nodi dung cia 0.

Orientation Chon cac hudng ctia van ban trong cac 0.

Degrees Dit gia tri do dé xoay vin ban. Céc gia tri tir -90 dén 90 do

Text control

Wrap text Noi dung trong 6 dugc xuong nhi€u dong tuy thudc vao do rong cdt va do
dai noi dung. (xem chi tiét phan dudi)

Shrink to fit Giam kich c& chir dé tat ca ndi dung trong 6 vira voi do rong cot

Merge cells N&i cac 6 chon thanh mot 6 (d3 trinh bay phan trén)

Right-to-left | Text direction Xac dinh trinh ty doc va canh 1€
Ngan Font
Font Chon kiéu Font cho céac 6, font méc dinh 1a Calibri.
Font style Chon kiéu thuong, in nghién, in dam...cua Font chi, kiéu mdc dinh la Regular.
Size Kich thudc font chit , tir c& 1 dén 1638 va mic dinh la ¢ chix 11 point.
Underline Chon kiéu gach chan cho vin ban trong danh sach, mic dinh 1a None.
Color Chon mau cho vén ban, méc dinh 1a Automatic (do Excel ty chon mau)
Normal font | Néu chon sé loai bo cac dinh dang Font khéc va tré vé dang blnh thuong
Effects Strikethrough Co thém duong gach ngang vén bin A
Superscript Lam cho vin ban co lai va day 1én trén ™ vay né
Subscript Lam cho vin ban co lai va diy xudng dudi . me ndy
Preview Xem trudc két qua dinh dang ban vira chon
Ngan Border
Line Chon kiéu va kich co cac duong ké khung, sau d6 chon cac nut bén hop Border dé ké
Presets Chon khong ké khung, ké duong bao va ké cac duong phan cach giira cac 6
Color Chon mau cho cac duong k&
Border Céc nit bao quanh hinh minh hoa ding dé ké& cic dudng bao cac 6
Ngan Fill
Background | Chon mau nén cho céc 6. Fill Effects cung cap cac hiéu tmg t6 mau nén (xem chi tiét
Color phan dudi). More Colors B sung thém cic mau va cong cu pha ché mau.
Pattern Céac mau mau nén va Pattern Style cac kiéu mau t6 nén 6. Xem trudc két qua chon
Color mau va kiéu miu tai Sample
Ngan Protection
Locked Khoa viéc thay d6i, di chuyén, x0a, ... cac 6, chi co tic dung khi sheet dugc bao vé
Hidden An cong thure trong 0, chi co tac dung khi sheet dugc bao vé (xem phan sau)
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Bdng 1.5. Cac kiéu dinh dang $6

Pinh dang Mo ta

General Excel mac dinh dung ki€u nay d€ dinh dang gia tri, khi s6 dai hon 12 s6 thi dinh dang
General chuyén sang dang SCientifiC

Number Dung de dinh dang cac con s, ban c6 thé chon diu phan cach thap phan va qui dinh
sO con s6 sau ddu thap phéan, dong thoi c6 thé chon kiéu hién thi s6 am.

Currency Dung @€ dinh dang cac don vi tién t€ cho cac gia tri, ta c6 thé chon dau phén cach thap
phan va dinh s con s6 sau ddu thap phan, dong thdi c6 thé chon kiéu hién thi s6 am.

Accounting | Dung dé dinh dang céc don vi tién t€ trong ké toan, no dat ky hiéu tién té va gia tri ¢
hai cot khac nhau.

Date Dung dé dinh dang céc gia tri ngay va thoi gian tiy theo chon lya tai phan Type va
Locale (location). Cac Type c6 dau (*) 14 dinh dang ldy tir hé thong (Control Panel).

Time Dung dé dinh dang céc gia tri ngay va thoi gian tiy theo chon lya tai phan Type va
Locale (location). Cac Type c6 diu (*) Ia dinh dang 14y tir hé thong (Control Panel).

Percentage | Dinh dang nay lay gié tri trong 6 nhan véi 100 va thém dau % vao sau két qua, ban c6
thé chon déu phan cach thap phan va qui dinh s6 con s sau dau thap phan.

Fraction binh dang nay hién thi con sb dudi dang phan s0 tuy theo Type ban chon.

Scientific Hién thi con s6 du6i dang khoa hoc <Con sé E+n>. Vi dy, s6 12345678901 dinh
dang theo Scientific 1 1.23E+10, nghia 1 1.23 x 10™°. Ban c6 thé chon d4u phan cach
thap phan va qui dinh sb con s sau dau thap phan.

Text DPinh dang ndi dung 6 0 giong nhu nhiing gi nhap vao ké ca cac con sd.

Special binh dang céc con s6 dang ma buu chinh (ZIP Code), s6 dién thoai, s6 bao hiém ..

Custom Dung dé hiéu chinh cac mi dinh dang dang 4p dung hay tao méi cac dinh dang do ban

ap dung. Ta c6 thé thém vao tur 200 dén 250 dinh dang ty tao tiy theo ngdn ngir va
phién ban Excel. (xem phan sau)

St dung Wrap Text

Khi ban muén doan vin ban dai trong 6 ¢6 nhiéu dong thi ban dung chirc nang wrap text hodc
dung <Alt+Enter> dé xubng dong tai vi tri mong mudn.

B1. Chon 6 can dinh dang Wrap text, vi du 6 Al

B2. Chon Home > Alignment -> chon Wrap Text ( =), Néu dong khong tu dong mé rong
la do 6 bi thiét 1ap chiéu cao c¢o dinh, ban vao Home - Cells - Format - tai Cells Size
chon AutoFit Row Height.

—-/l Home e Layout Formulas Data
. Calibri 11 - |l Gener:
23 Y

— o
El'!
=== |5 -
& |

B I U-|A A =
][ ST ESIRIEE:
Font L] Alignment IFi Humt
- j_,}|
A

itng quang cdo da phrong tién vii kha néng
tirong tic va sdng tao cao, nhét 13 khi st dung
video, thu it manh s chi ¥ cua ca doanh nghiép
1An ngwedi tidu dimg. Dang banner irong tic nay cai
thién r& rét sie trai nghiém cua ngwad tién d‘@ trén
moi tnrong online, tir do ting thém co hdi ngwdd
1 xem bém vao quang cdo va ghi nhé thwong hidu.

—

Hinh 1.45. Minh hoa Wrap Text
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Xoay chir (Orientation)
B1. Chon cac 6 can xoay chit A1:D1

B2. Chon Home - nhoém Alignment = Orientation > Angle Counterclockwise

nsert Page Layout Formulas Data Review v
=| ; General = &
= | $ - % 2|
Styles
B g >
%?/ Angle Counterclockwise —‘i_
{? Angle Clockwise | ;
A £ B C | Vertical Text T
1 [Ngwéi mua® Sé lwong Gia Tha & Rotate Text Up :
2 Binh 1 5 250 5 o
3 |Binh ’ § 250 5 | Rotate Text Down
4 Binh 1 § 250 &% B Format Cell Alignment
5 |Binh 3 F 250 3% 50
6 |Bic 1 5 126 § 125
7 Duc 4 5 125 § 5.00

A B Cc
&
L& 3
& ‘\éf\ .
o ) o
Binh 1 $§ 250 §
Binh 1 5 250 5§
Binh 1 5 250 %
Binh 3 5 250 5§
Brc 1 $ 125 §

Hinh 1.46. Minh hoa xoay xéo tiéu dé danh sach

Dinh dang khung (border)

250
250
250
7.50
1.28

K& dudng bao xung quanh ving B2:E18 d¢am, c6 dudng phan cach giita cic 6 bang nét manh

va mau tat ca duong k& 1a mau do.

B1. Chon danh sach can ké& khung B2:E18
B2. Chon Home - nhom Cells - Format - Chon Format Cells
B3. Vao ngin Border, chon mau 12 Red (M) tai Color

B4. Chon Style 1a nét ddm
B5. Chon Style 1a nét manh

, sau do chon nut Outline tai Preset
, sau do chon nut Inside tai Preset

B6. Nhan OK hoan tat
y Home Incerf Fage Layout Formulas Data Review Wiew Developer Add-Ins
m el I__:I g=Insert ~ =
B ~3 I Delete ~ E
[ A= g _“f,e'l $ 5 Foymat - || &2
e [F} Alignment (F] Mumber (F Styles cqis
B2 - \ fe | NgLi mua ,/
A B 1 D E F G H J K L N
1
2 Ngwei mua 50 Ieng Gia Thanh tien Format Cells
3 Binh 1 5 250 % 250
4 Binh 1 5 250 % 2.50 Number | Alignment | Fork Border Fill Protection
5 Binh 1 5 250 % 2.50 U Proset
6 Binh 3 5 250 § 7.50 ne resete
7 Biic 1 $ 125 $ 1.25 Style: : I
8 120 4 5 125 § 5.00 Mone — =====- :
9 o 6 5 125 § 7.50 DI ee— iy e
10 120 6 5 125 § 7.50 = -
1 Hoa 1 5 100 § 1.00
12 Hoa 2 5 100 § 20| || | S
13 Hoa 2 $ 100 § 2000 | Text Text
14 Hoa 2 $ 100 § 2.00
15 Hoa 3 5 100 § 3.00 Color: Test Test
16 Thanh 1 5 125 % 1.25 I
1T [Ngwori mua - S6 lwgng Gia Thanh tien | | 1'25 $ 2'50
18] [o : : 23 125§ 250
19 Binh 1 250
20 EZ 3 2 ':' The selected border style can be applied by clicking the presets, preview diagram or the
2 e 1 = buttons above.
= | —
23| fe s |
24 ioa 2 2
25| | : a
R =
27 | [Mhanh 2 55 oK Cancel
7 : o |

Hinh 1.47. Minh hoa k& khung cac 6 B2:E18

Tran Thanh Phong

34



Microsoft Excel 2007 Bai 1. Lam quen v&i bang tinh

Hiéu ieng 16 nén 6 (Fill effect)

B1. Chon ving can t6 mau nén B2:E18

B2. Chon Home = nhém Cells & Format = Chon Format Cells

B3. Vao ngéan Fill > Chon Fill Effects...

B4. Chon cac mau can phdi hop: Color 1 (vi du 1a mau vang Yellow) va Color 2 (Blue)
B5. Chon Shading styles 1a Vertical va chon kiéu thi 3

B6. Nhan OK hai lan dé hoan tat.

= Home = i Data Review View Developer Add-Ins
= == 1 1 || G=Insert ~ Y - A
j * 10 ~||A AT = —I|‘W/'| General - j:___ 1 4 =' 7
- 53 =3 3 I Delete ~ j' =
Paste I U~ A= = =||<EiE| Conditional  Format  Cell oo Sort &
- 7 — = = - Formatting ~ as 1able Format > || &2~ Fijter
Clipboard ™ Font (F] Alignment (Fi My Styles Cells Editii

B2 - \ fe | NgLrFi mua s
A B ¥: D F G
Gradient |

E
1
2 Ngw&i mua : So lweng Gia Thanh tién | 5 R | L
3 Binh 1 ) 2505 2.50 Calor 1:
4 Binh 1 5 2505 2.50 umber | Alignmen © o colors
5 Binh 1 5 2505 2.50 =
6 Binh 3 s 250§ 750 Eackoroundiioy Color 2:
7 Birc 1 5 125 § 125 | Mo
8 Burc 4 $ 125 § 5.00
9 Burc 6 b 125 % 7.50 N
10 Birc 6 b 125 § 7.50
1 Hoa 1 b 1.00 5 1.00
12 Hoa 2 5 1.00 - 5 2.00 HE
13 Hoa 2 5 100 % 2.00 HE : Shfding styles Yariants
14 Hoa 2 5 1.00 : 5 2.00 HE Horizontal
5 oo . St I
17 §.. ] : Opisgoraive \ | W
18 () Diagonal down Sample:
19 O From carner
20 Al () From certer
21 o1 |
22 A — m
23

R¥]

24 ['l oK ,}J[ Cancel ]
25 1 T
26 " ;
gg [ oK ] [ Cancel ]

Hinh 1.48. Minh hoa t6 mau nén bang Fill Effects

1.8.2. Bang va dinh dang bang (table)

xcel thiét 1ap san rat nhiéu biéu mau dinh dang bang va con hd trg tao thém céc biéu miu
mdi. Excel chi cho phép x6a cac biéu mau tu tao thém va cho phép x6a dinh dang bang.
Ngoai ra ta c6 thé hiéu chinh dinh dang bang khi can thiét.

Ap dinh dang bing cho danh sdch va chuyén danh sdch thanh bang

B1. Chon danh B2:E18

B2. Chon Home - nhdm Styles = chon Format As Table

B3. Ctra s6 Style liét ké rat nhiéu biéu mau dinh dang bang, chon mét trong cac biéu mau. Vi
du chon mau Light s6 9

B4. Cira s6 Format As Table hién 1én nhan OK dé xac nhan.

e Dé tao miu moi thi tai bude 3 chon New Table Style..., sau d6 dit tén cho biéu mau moi
va nhan Format dé ché bién biéu mau.

e Mubdn x6a mdt mau tu tao thi vao Home = Style >Format As Table, tai phan Custom
nhap phai chudt 1én biéu mau va chon Delete.

e Cac tuy chon hiéu chinh bang c6 ¢ Table Tools = ngan Design trén thanh Ribbon
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Ey Home THSETT PaUT T - L3, Data Review View Developer Add-Ins = &

oy \ = = -

J : rial -l - A== gll@"l = Layes ; = :_.Hi # I—jd ;’*T:’]‘I;::te . > W lﬁ

o - - g <0 .00

S ' H 18 - e o | g s Table - syes - | [ Format - i Fier Setect~

Clipboard = I Alignment 5 Numb
E18 » (0 O\ /& =c1s*D1s
A B c D E F G

1
2 Ngw&i mua 56 lweng Gia Thanh tién

3 Binh 1 $ 250 % 2.50
4 Binh 1 5 250 % 250

5 Binh 1 5 250 %

6 Binh 3 5 250 %

T Dirc 1 5 125 %

8 Birc 4 $ 1256 §

9 Birc 6 5 125 §
10 Bic 6 5 125 §
11 Hoa 1 5 100 %
12 Hoa 2 5 100 5
13 Hoa 2 $ 100 §
14 Hoa 2 5 100 $
15 Hoa 3 5 100 %
16 T - ha $
17 5
18 3
19
20
21

i MNew Table Style...
og | |[Ihanh 2 $ 155 25013 lid] Mew PivotTable Style...

Thanh 2 § 125 § 2500

Hinh 1.49. Minh hoa 4p dung kiéu mau dinh dang bang
X6a kiéu dinh dang bing dang dp dung va chuyén bing vé danh sdch

e Dé x6a mot kiéu dinh dang bang dang ap dung, trude tién hiy chon bang, tai ngan Design
vao nhom Table Styles chon More (™) = chon Clear. Pén luc nay ving chon van con 1a
bang do vay nod cé cac tinh nang cta bang.

e Dé chuyén mot bang vé thanh danh sach thi chon bang, sau d6 vao ngan Design, tai nhom
Tools chon Convert to Range.

1.8.3. Sir dung miu dinh dang tai li¢u (Document Themes)

Cac mau tai liéu dung san giup nguoi s dung tao nén cac tai lieu co dang vé chuyén

nghiép va rat dé s dung. Céc biéu mau tai liéu dugc thiét ké sdn v6i nhidéu mau, font

chit, hinh anh, db thi,... v6i nhiéu hiéu img dep mat. Ngoai ra ching ta con co thé hiéu chinh

va ché bién cac miu nay.

e D¢ ap dung biéu mau tai liéu ban vao chon nhom Page Layout - Themes = Chon mot
biéu mu tir danh séch.

e (6 thé hiéu chinh bidu mau: vao Colors dé chon lai mau, vao Fonts dé chon lai kiéu Font
va vao Effects dé chon lai hiéu ung.

e Luu y bang phai ap dung Style thi méi c6 tac dung.

e Tao biéu mau moi Colors va Font ban vao Page Layout = Themes = chon Colors >
chon Create New Themes Colors hay Page Layout - Themes - chon Fonts - chon
Create New Themes Fonts. Nh¢ Iuu lai (Save) sau khi tao.

e Khi doi kiéu mau khac dong loat cic dbi twong dugc 4p dung bicu miu thay doi dinh
dang va khong bi thay d6i ndi1 dung.
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Built-In
Aa E'Aa ’]"Aa T‘ Aa T
Office Apex Aspect Civic
Aa ﬁ Aa ﬂ Aa 1 Aa i|
Concourse Equity Flow -Foundry
Aa i‘“ﬂa EIIAa 1 Aa i|
Veden Webo | Medue Opuient
:-Aa 1 Aa : Aa 1 Aa 1
e
Aa 1 Aa Aa !F‘ Aa i|
Technic Trek : Urban Verve
Mare Themes on Microsoft Office Online...
Browse for Themes...
g save current Theme...

D E F G H I J

N B C
VinaPhone 40%
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Viettel Mobile 20%
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EVN Telecom 1% J
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Thi phén di ddng Viét Nam 2006

5§;ne EVN Telecom
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viettel Mobile
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MobiFone
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D e E G H 1 1

Mang E]  Thiphin £

Thi phén di déng Viét Nam 2006

VinaPhone 40%

MobiFone 35%

Viettel Mobile 20% S-Fone EVN Telecom

S-Fone 4 # 1 ;

Viettel Mobile VinaPhone
= EVN Telecom 1% Y| 20% /-10‘5.
MobiFone
5%
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Hinh 1.50. Minh hoa 4p dung biéu mau tai liéu Office va Apex

1.9. In 4n

1.9.1. Cac ché dd hién thi trang trong Excel

xcel 2007 hd trg manh hon trong viéc in an, v6i nhiéu ché do xem
tryc quan gitp ban c6 thé thdy dugc két qua in ngay trén man hinh.
C6 3 ché do hién thi 1a Nornal View, Page Layout View va Page Break
Preview. Dé truy cap cac ché d6 xem vao nhom View > chon Workbook

Views > chon kiéu xem.

e Normal View: Pay la ché d6 ban sir dung thuong xuyén trong qua
trinh nhép liéu, tinh toan, ... trén bang tinh va 1a ché d6 mic dinh cua
Excel.

e Page Layout View: La ché d6 xem trudce khi in, trong ché @6 nay ban van c6 thé tinh toan
va nhap liéu.

e Page Break Preview: Hién thi bang tinh Excel v&i cac ddu phan trang, tai day ban c6 thé
chia lai trang bang cach kéo tha cac dudng chia cach trang.

W 4+ W freerspane , StockData | Stwokchat  Range | Autord

Xem trudc
khi in
<Ctrl+F2>

Ra lénh in
<Ctrl+P>

4 v W] freezePane , StockiData . StockChan _ Range . Autord

»_ fremzePane. StoeDats , StockChart  Range . Autoid

Hinh 1.51. Céac ché d6 xem trang
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1.9.2. Thiét 1ap théng s cho trang in

at ca cac tuy chon thiét 1ap thong s6 trang in co tai nhom Page Layout > nhoém Page
Setup (Margins: tuy chon 1& trang, Orientation: chiéu trang ngang hay doc, Size: tay
chon kho gidy, Print Area: tuly chon vung in, Breaks: tuy chon ngit trang, Background: chen

hinh nén, Print Titles: tuy chon in tiéu dé 1ap lai trén moi trang,..

). Ban c6 thé thiét lap cac

thong sb tai day hodc vao hop thoai Page Setup dé diéu chinh. Dé vao hop thoai Page Setup

ban vao nhoém Page Layout = dén nhom Page Setup > nhin vao nat ™ .

sert Page Layout Formulas Data Review View Developer Add-Ins
|:| Fén IM \_@ = ’;\ '=,'i'| 1 Width: Automatic ~  Gridlines | Headings
I—l: d = =
J . ' || Height: Automatic = | ¥ View | V| View
Margins Crientation Size Print Breaks Background Print . ; .
- - *  Aregr v Titles ] Scale: 1w00% 7 ||| (¥ Print Print
Page Setup Scale to Fit F] Sheet Options =
Page Setup Page Setup
|Margins Header/Footer | Sheet Page Header/Footer | Sheet
Origntation Top: Header:
() Portrait (*) Landscape |1 :| |U-5 :|
Scaling
@) pdijust to: %normalsize Left: Right:
() Fit kot l:lpage(s) wide by l:ltall 0.27 |3 0.3 3
Paper size: |A5 v|
Print guality: |6DD dpi V| Biotkam: Fooker:
| s s
Firsk page number: (Gl G EEER
Harizantally
[ wertically
Frint. .. ] [Print Previeg] [ Options. .. ] Print. .. ] [Print Previeg] [ Options. .. ]
[ o4 l ’ Cancel ] I Ok l ’ Cancel ]

Page Setup Page Setup
Page Margins Page Margins | Header/Footer |
FreezePane Prink area: |.q1 1247 E’i:;
Prink kitles
Header: Rows ko repeat at bop: |
|FreezePane v | Columns to repeat at left: |
Prink
Custom Header,., ] [ Custom Footer... .
Gridlines Comments: |(N0ne) v |
Eooter: EBlack and white
sy s § Cell errors as: |displayed W |
|Page 1 w | [ Draft quality
Row and column headings
‘ | Page order
Page 1
Down, then over  |E=g=) Ea==]
2 B EEQE ARE]
[ pifferent odd and even pages O Ovwer, then down B SE 5
[ cifferent Firsk page -
Scale with document
[ align with page margins
Print. .. ] [ Print Preview ] ’ Options... ] ’ Print... ] [ Prink Preview ] ’ Options... ]
[ Ok l ’ Cancel ] [ oK l ’ Cancel ]

Hinh 1.52. Thiét lap cac thong sd trang in
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Chiéu trang in (Orientation)

1. Ribbon - Page Layout - Page Setup - Orientation - chon Portrait (trang doc)/ chon
Landscape (trang ngang)

2. Trong hop thoai Page Setup > chon ngin Page > Orientation = chon chiéu trang in
Portrait / Landscape

Khé gidy (Size)

1. Ribbon > Page Layout - Page Setup = Size = chon khé gidy ,
2. Trong hop thoai Page Setup = chon ngan Page - Page size = chon giay

Canh Ié gidy (Margins)

1. Ribbon > Page Layout = Page Setup > Margins > chon kiéu chira 1&

2. Trong hop thoai Page Setup - chon ngan Margins = nhép cac gié tri vao Top (18 trén),
Bottom (1& duéi), Left (1& trai), Right (1& phai), Header (1& tiéu dé dau trang), Footer (1&
tiéu dé chan trang). Ngoai ra con c6 tiiy chon canh giita: Horizontally (canh giira trang
theo chiéu ngang) va Vertically (canh giita trang theo chiéu doc)

Chon vang in (Set Print Area)

Quét chon ving can in, vao Ribbon > Page Layout > Page Setup - Print Area > Set
Print Area.

Ngit trang (Page Break)

e Chén ngit trang ngang: Di chuyén 6 hién hanh dén noi s& chén ngit trang tai cot A, sau
d6 vao Ribbon > Page Layout > Page Setup >Breaks = Insert Page Break. (Néu
khong dé & cot A s& ngat trang theo chiéu ngang va doc)

e B¢ ting diu ngit trang: Di chuyén 6 hién hanh dén 6 nam ngay dudi dau, sau d6 vao
Ribbon - Page Layout - Page Setup > Breaks - Remove Page Break.

e BO tit ca danh dau ngit trang: Ribbon = Page Layout - Page Setup > Breaks > Reset
All Page Breaks.

Thém hinh nén (Background)

Vao Ribbon - Page Layout - Page Setup ->Background > chon hinh luu trit trén may >
nhan nut Insert

In tiéu dé dong va cét (Row and column headers)
Vao Ribbon - Page Layout - Sheet Options > Headings = chon Print

A B C
1 [hwa dinh dang Pinh dang| Kién dinh dang
2 54666 54 666.00 dong Currency
3 04566 45 66% Percentage
4 10-May 10/05/2007 Short Date
5 10-Mav| Thursdav, Mav 10, 2007 Long Date
6 646564622 646,564,622.00 Accounting
7 8489325103 848-932-5103 Phone Number
8| 79300958230 79 30095 823 Opocial Security Numbd
9 0.665 3:57-36 PM Time
10 0.25 1/4 Fraction
n 646564622 6. 47E+0D8 Scientific

Hinh 1.53. Minh hoa chon in tiéu dé dong va cot
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In tiéu dé cét va dong lip lai 6 cdc trang

B1. Vao Ribbon - Page Layout - Page Setup = Print Title

B2. Tai 6 Rows to repeat at top ta quét chon dong s6 1 vao > $1:$1
B3. Tai 6 Columns to repeat at left ta quét chon cot A 2> $A:$A
B4. Nhin OK hoan tat.

__________________ T —| B C D E E G
1 iTén chitiéu 'Tén nwée 1990 1991 1992 1993 1994 1
2 \Exports of goods and senices (% of GDP 'Cambodia 6.15 11.92 15.70 13.00 21.65
3 \Exports of qoods and semices (% of GDA Page Satu (6.29
4 'Exports of goods and senices (% of GDH = b k @El 1,33
5 1Exports of goods and senvices (% of GDN | page | Margins | HeaderfFooter | Sheet 1.50
6 !Exports of goods and services (% of GDR 3.83
7 !Exports of goods and senices (% of GDR | Print area: | | B3.61
8 |Exports of goods and services (% of GDR | Print titles 8.79
9 \Expors of goods and senvices (% of GDR =7 | p4.40

' " R 1< k ak top: : =
10 Exports of goods and senices (annual % e $:$1 F&_ 9.10
11 EExports of goods and senvices (annual % | Columns torspeat at left: | §a:ga FE| | p2.4s
12 :Exports of goods and senices (annual % | pyne 9.79
13 :Exports of goods and services (annual % - 8.62
14 Exports of goods and senvices {annual % Gridines ) Comments: | {None) Y| 422
15 |Exports of goods and senices (annual % Dl elack and _Wh'te Cell errors as: | displayed || B1.87
16 |Food exports (% of merchandise exports [ Draft quaity
17 Food exports (% of merchandise exports Row and column headings 2.74
18 \Food exports (% of merchandise exports| Page order 9.88
19 iFood exports (% of merchandise exports| ® Down, thenover  [==a= e
20 :Food exports (% of merchandise exports OB Jth : EEQE AR 4.32
21 :Food exports (% of merchandise exports| wer, then aoan -\ e =l 4650
22 'Food exports (% of merchandise exports) P1.07
23 'Food imports (% of merchandise imports| 437
24 |Food imports (% of merchandise imports| 7.76
25 Food imports (% of merchandise imports| [ Brint... ] [ Print Freview ] [ options. . ] 5.36
26 ;Food imports (% of merchandise imports — —
27 EFUDd imports (% of merchandise imports 8.10
28 :Food imports (% of merchandise imports I s l ’ Cancel ] 523
29 :Food imports (% of merchandise imports T T T e T 434
e Y I L R e e e 1 ass LY = T 7 TA 2092 4 N9 A Nne 4 on

Hinh 1.54. Minh hoa chon in 13p lai cac tiéu dé dong 1 va cot A

Diéu chinh ti I¢ phong to/ thu nhé trang in

Trong mot sd truong hop ta can in nén hay phong to ndi dung vao mot sf) trang nhat dinh khi
do ta dung Ribbon —> Page Layout - Scale To Fit = Scale. Ta c6 thé thu nho tai liéu dén
10% va phong to t&1 400%.

Ngoai ra ta c6 thé ép Excel in tai lidu ra véi sb trang ta qui dinh tai Ribbon - Page Layout
-> Scale To Fit > Width va Ribbon - Page Layout - Scale To Fit - Height.

In dwong ludi ciua cdac 0

Pé in duong ludi ké cac 6 trong bang tinh ta chon Ribbon - Page Layout > Sheet Options
- Gridline = Print.

Thém théng tin vao dau trang va chén trang (Header va Footer)

Header chira cac thong tin xuat hién & dau mdi trang va Footer chira cac thong tin xuat hién &
cudi mdi trang. Cac phién ban trudc ta ding ngan Hearder/ Footer trong hop thoai Page Setup
dé thém Header va Footer nhung phién ban nay lam bang mét cach khac d& dang va truc
quan hon, dic biét c6 thé chén hinh vao.

Vao Ribbon = View = chuyén sang ché do xem Page Layout - Tién hanh thém Header va
Footer vao.

Luwu y ban phai nhép chudt vao vung Header hodc Footer thi nhém 1énh Design moi hién ra.
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Dﬂ = Wi AT A= BaiTH6.xls [Compatibility Mode] - Microsoft Excel Header & Footer Tools

HY),

—/ Home Insert Page Layout Formulas Data Review View Developer Add-Ins Design

= 13 =

= = - ) N [ : ; F 7 i .

j Q Q _jj % S/ LJ al E Different First Page Scale with Document
Header Footer Page Mumber Current Current File File  Sheet Picture Format Goto Goto Different Odd & Even Pages (¥ Align with Page Margins

- - Mumber of Pages Date Time Path Mame MName Picture || Header Footer
Header & Footer Header & Footer Elements Mavigation Options

Hinh 1.55. Cac nuat 1énh trong thanh Design
Baing 1.6. Cac ma 1énh va nlt 1énh trong Header va Footer

Nt Iénh | Ma Iénh Chirc nang
Q &[Page] Hién thi sO trang tai liéu
Page
Mumber ] ] ]
_ j &[Pages] Hién thi tong so6 trang dugc in
I‘-J;mher
of Pages
% &[Date] Hién thi ngay hién tai
Current
Date
“1y &[Time] Hién thi gio hién tai
Cur_r-ent
Time
. &[Path]&[File] Hién thi duong dan day du dén noi luu tap tin va Tén tap
e tin
ile
Path ]
L‘T‘j &[File] Hién thi tén tap tin
il
File
MName
_IJ &[Tab] Hién thi tén sheet
Sheet
Mame
lal Khdng cé Chén hinh lya chon vao. Ban phai tim dén hinh can chén
—— vao trong hop thoai Insert Picture, chon hinh va nhan ntt
Insert.
:ﬁ', Khéng c6 Thiét 1ap cac thong cd cho hinh chén vao.
Format
Picture

Do Excel dung ky hi¢u & dé bat dau ma 1énh, do vy trong truong hop doan van ban trong
Header va Footer can dung ky hi¢u & thi ban hdy nhép ky hi¢u nay 2 lan &&. Vi du ban
muon nhap “Cong thuc & Ham” vao Header thi hdy nhap “Cong thirc && Ham”.

Cac Iya chon khac cua Header va Footer:

e Different First Page: Néu chon thi ban c6 thé thiét 1ap thong tin khac vao header/
footer cua trang ddu tién so voi header/ footer cta cac trang con lai trong tai lidu.

o Different Odd & Even Pages: Néu chon, thi ban c6 thé dit header/ footer khac nhau
cho céc trang chan va céc trang 1¢.

e Scale With Document: Néu chon, kich thudc chit cia header/ footer s& ting giam
theo tai liéu khi tai liéu sir dung chirc ning in c¢6 diéu chinh ti 1é phong to/ thu nho.

e Align With Page Margins: Néu chon, 18 trai va 1& phai ciia header/ footer canh déu
v6i 18 trai va 18 phai cta tai liéu.
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1.9.3. Thiét 1ap thong s6 hp thoai Print

Bé goi hop thoai Print, ban chon nut Office = chon Print hay nhin t6 hop phim
<Ctrl+P>. Dung hop thoai nay dé chon may in, chon trang can in, chon so lugng ban sao
va mdt so tuy chon khac.

Print ?)X
Printer
May In ——Tepe— AT T | [Popetes, | LDiCt 13D
Skakus: Idle _ thong_ 50
Type: HP LaserJst 5100 PS may in
Where: IP_192.68.5.61
Commment: ] Prit to File — In luu vao
, Print range Copies t@p tin
In tat C? —— @ al Mumber of copies: |1 I — So lu’O'ng
In theo SO —— () Pagetsy  From: 5 Im & ban in
trang qui dinh . .
Print what Ijﬂ Ijﬁ Cgllate L Kiéuin
oo . () Selection () Entire workbook
Qui dlnh IlF)l —— (&) Active sheek(s)
dung can [T1anare print areas
e

Hinh 1.56. Hop thoai Print

e Selection: Chi in ving dang chon trudc nhéan 1énh Office > Print

e Active sheet(s): Chi in sheet hi¢n hanh hay cac sheet dang chon.

e Entire workbook: In toan b workbook

e Table: Chi cé tac dung khi 6 hién hanh dang trong mot bang, néu chon thi chi in bang
nay.

e Ignore print areas: Khi chon, Excel s& bo qua tit ca cac thiét lap vung in da thuc
hién.

1.9.4. Cac lwu y khéc

Ngdn khong cho in mét so viing
Trong mdt s6 trudng hop, dit lidu c6 cac thong tin nhay cim ma ban khong muén in ra. Khi
do6 ban lam theo cac cach sau.

e An cic dong hay cot chira thong tin d6. Home = Cells & Format = Chon 1énh an.

e T6 mau chir gidng véi mau nén cia céc 0.

e V¢ hinh d¢ 1én vung dir li¢u nhay cam.

Ngdn khong cho in cdc déi twong

Mot sb ddi tuong trén bang tinh nhu dd thi, hinh v&, SmartArt ma ban khong muén in thi lam
nhu sau:

B1. Nhap phai chudt 1én dbi twong va chon Size and Properties.

B2. Chon ngan Properties trong hop thoai

B3. Bo lua chon tai Print Object.

©OOOOOOOOO
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Bai 2. Str dung cbng thac va ham

Bai 3. V& so db va db thi

Bai 4. Sur dung tinh nang nang cao

Bai 5. Phan tich di liéu bang cac cong cu cua Excel

Bai 6. Crystal Ball va Excel

Bai 7. Mot s6 bai toan (ng dung

Bai 8. Lap trinh trong Excel véi VBA

Phu luc A. Danh muc va cach sir dung ham
Phu luc B. Phim tat
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	Workbook: Trong Excel, một workbook là một tập tin mà trên đó bạn làm việc (tính toán, vẽ đồ thị, …) và lưu trữ dữ liệu. Vì mỗi workbook có thể chứa nhiều sheet (bảng tính), do vậy bạn có thể tổ chức, lưu trữ nhiều loại thông tin có liên quan với nhau...
	Worksheet: Còn gọi tắt là sheet, là nơi lưu trữ và làm việc với dữ liệu, nó còn được gọi là bảng tính. Một worksheet chứa nhiều ô (cell), các ô được tổ chức thành các cột và các dòng. Worksheet được chứa trong workbook. Một Worksheet chứa được 16,384 ...
	Chart sheet: Cũng là một sheet trong workbook, nhưng nó chỉ chứa một đồ thị. Một chart sheet rất hữu ích khi bạn muốn xem riêng lẻ từng đồ thị.
	Sheet tabs: Tên của các sheet sẽ thể hiện trên các ngăn (tab) đặt tại góc trái dưới của cửa sổ workbook. Để di chuyển từ sheet này sang sheet khác ta chỉ việc nhấp chuột vào tên sheet cần đến trong thanh sheet tab.
	Hình 1.6. Thanh cuốn ngang
	Đ
	ể di chuyển qua lại giữa các sheet ta nhấp chuột lên tên của sheet trên thanh sheet tab. Ngoài ra chúng ta có thể dùng <Ctrl + Page Up> để di chuyển đến sheet liền trước sheet hiện hành và <Ctrl+Page Down> để di chuyển đến sheet liền sau sheet hiện hành.
	Hình 1.7. Thanh sheet tab
	Có nhiều cách thực hiện:
	Nhấn vào nút / trên thanh sheet tab /
	1. Nhấp trái chuột lên tên sheet cần sắp xếp và giữ chuột kéo đến vị trí mới và thả chuột.
	N
	hấp phải chuột lên sheet, chọn Move or Copy…( chọn vị trí đặt bản sao trong vùng Before sheet ( đánh dấu chọn vào hộp Creat a copy ( nhấn nút OK. Ngoài ra để sao chép nhanh bạn nhấn giữ phím Ctrl rồi dùng chuột chọn lên tên sheet cần sao chép ( giữ tr...


