MON HOC: TIN HOC CO SO

Chuwong 3:
Xw ly bang tinh

BO mon Tin hoc co s& 7~
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% Néi dung L ——

4
= Bai 1: Téng quan
= Bai 2: Cac ham co ban
= Bai 3: Binh dang bang tinh
= Bai 4: Cac ham diéu khién
= Bai 5: Co so dir lieu

= Bai 6: Biéu do
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MICROSOFT EXCEL

Bai 1:
Tong quan

BO mon Tin hoc co s& 7~

—
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% Néi dung chinh S —

s
1. Gigi thiéu
2. Bang tinh
3. Dia chi tham chiéu
4. Khai niém vung

5. D liéu
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% Néi dung chinh Qe —

=
1. Gidi thiéu
» Khoi dong chwong trinh
> Man hinh giao tiép
» Chtrc nang
> Su hinh thanh va phat trién
» S dung tro giup
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Khéi dong chwong trinh L —

;,‘
= Cach 1: Start > All Programs
> Micrsoft Office > Microsoft Excel

1 LN

) LAC VIET mbdzoo0z b

faf  Microsoft Office » Microsoft Office Access 2003 Developer Extensions  #
@ Skartup 4 @ Microsaft Office Tools »
@ Svmantec Client Security

E Microsoft Office Access 2003

@ applian FLY Plawer

F3 Microsoft Office Excel 2003
ﬂ- Internek Explorer @ Microsoft Office FrontPage 2003

g Remote Assistance @ Microsaft Office PowerPaint 2003

@ Windows Media Plaver
CURTGETETER A ) windows Movie Maker

ﬁ| Log CFF |.E'l | Turn OFF Computer
I - - N =
'4 Start & =

| Microsoft Office Word 2003
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% Khoi dong chuwong trinh

= 4

= Cach 2: Nhap dup lén biéu twong Excel trén man
hinh nén Windows

-l * . - .\-.' v ‘
[y Computer - 34 "
A : .
Recycle Bin
*
I

=

OfFice W
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% Man hinh giao tiép * GO
Thanh tiéu dé

E3 Microsoft Excel - Book1

=3
) Gl (S S V& RS9 F -GGl r @

E.ﬁ.rial = @l $ o

@I_] File Edit Wiew Insert Format  Tools  Data  Window  Help
Cac thanh

cong cu

=i da e A
- f

B C E
1
-7

E

Thanh
cbng thurc

Thé bang
tinh

AL

il

2

G
T
[Céc nut cudn BE*I » M Sheetl / Sheet? / Sheetd /
bang tinh Ready
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g Cdc chirc ndng s

4

= Lwu trdr di¥ liéu
= Tinh toan
= Loc va thong ké dir liéu

= Tao biéu do
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EJ Microsoft Excel - Quan ly hoc sinh

@_1 File Edit \Miew Insert Format Tools Data  Window  Help Type a queskion for help = — & X
P EH RS R F D E 0% o @ Eivm-ﬂmes -1z L|B|L U |EEEE b @
511 - A =MAX[G4GY)
A E C D E F 3 H I ] Ea
i BANG KET QUA HOC TAP
2 STT HO VA TEN il PIEM| KET XEP LOAI AEF
3 THCE |WORD |[EXCEL| TB | QUA HANG
4 | 1 [MOUYENQUAC [THANG 5 6 5/ 53 Dau  |Trung binh 5
5| 2 [NGUYEMNLE HOAT 7 7 7 7.0 Daun [Khd 4 1
6 | 3 |TUBUC LIE# 7 2 7 73 Pan |Khd 3
7 | 4 |NGUYENHA HAI 10 9 10| 9.7 Pan  |Xuft sic 1
2 | § |VO THI HOAI 4 5 4 43 Rét 6
9 | 6 [TRAN VAN HAI 2 g 3| 83 Pan  |Gidl 2
10 PIEM TRUNG BINH 7.0
11 PIEM TRUNG BINH CAQO NHAT | 9.7
12 PIEM TRUNG BINH THAP NHAT | 4.3
M 4 » M Sheetl / ¢ » E

Ready
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% Cédc churc ndng - Biéu do 3-D Column /===

BIEU PO GIA TRI XUAT KHAU THEO QUY

45000T//////T

40000 -

O Khoang san
B Nbng san

O Hai san
35000 T - |

0000, ‘ '. “ S O Dwoc phdm
25000 ‘

20000- |

15000 - |

10000 - ’

" Dwoc phdm
5000 Hai san
0- Nbéng san
Y . Khoang san
QUY 1 QUY 2 g
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% Cdc chirc ndng - Biéu dé Line

BIEU DO GIA TRI XUAT KHAU THEO MAT HANG

50000
45000
40000
35000
30000
25000
20000
15000
10000

5000

—— QUY 1
-8 QUY 2

QUY 3
—=QUY 4

Khodngsdn  Néng san Haisdn  Dwoc phdm
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g Swr dung tro’ giup | —

= Excel cung cap mét Hé théng tro gitp, chlra théng
tin vé cac thanh phan trong chwong trinh, cac ham,
cac chwc nang, ...

= Ngoai ra, co thé tim théng tin tro gitp truc tuyén:
 http://office.microsoft.com

« Tim kiém nhirng thu thuat, kinh nghiém lam viéc v&i
Excel trén http://www.google.com
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% St dung tro’ giup ——

—e:ff‘

= Help > Microsoft Excel Help (F1)

Help Type aguestion forhelp = o B X
& Microsoft Excel Help F1 " y €0 .00 .Egl . Sy o ﬁ -
Shawy the QOffice fssiskant
i_ontack Ls :'

Excel HEIi v W

Detect and Repair. ., .
= Assistance

Ackivake Product, ..

i“heck For Updates

Search For:
Customer Feedback Options. .. M
Ahout Microsoft COffice Excel ] é_% Table of Contents
Seealso NG
* What's Mew

B *  Conkack Ls

*  Accessibility Help

*  Opline Conkent Settings., ..
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% St dung tro’ giup , —

sinh :
: @ Microsoft Excel Help
' r— g Type aquestionfor help = o & X

Tl [y I .

See Also

[ | A

Returns the largest value in a set of values,

Syntax 20 ra
MAX(number1,number2, ... ,l.@ M worksheet function —
Mumberl, numberz, ... are 1 to 30 numbers For which wou want o find the =

@ Change how Solver
finds solutions

maximum value,

Remarks B
g MaxA worksheet
Function

® ‘You can specify arguments that are numbers, empty cells, logical walues, or
kext representations of numbers, Arguments that are error values or text tha
cannot be translated inko numbers cause errors.,

@ Surnmary Functions For

If an argument is an array or reference, only numbers in that array or
reference are used, Emphy cells, logical walues, or text in the array or
reference are ignored. IF logical walues and kext must naot be ignored, use
MaxA instead.

o If the arguments conkain no numbers, M returns 0 (zera),

Example
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A\

% NQi dung chinh

2. Bang tinh
» Khai niém
» Thao tac bang tinh
» Quan ly tap tin

16
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g Kh3i niém [ ———

= Bang tinh gdm nhiéu dong va nhiéu cot, giao nhau
tao thanh cac 6

= C0 65536 dong

= Co256cOt(A,B, ..., Z AA, BB, ..., IV)

= M&i 6 c6 mdt dia chi duy nhat, dang <Cét><Dodng>

Vidu: 6 C4la 6 & c6t C dong 4

- Ohienhanhladchdacontrdo [ |
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Forrnak

- 12

Tools  Data

1S65530

)

T

Il

Goo2E

Goo2Y

635530

65531

65532

Bo533

Goo34

G2535

Go530

Dong cudi
cung

O co6 dia chi
1IS65530
_

M 4 » M} Sheetl  Sheet2 / Sheet3 / | <

Feady

Cot cubi

n
\cug
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% Thao tac bang tinh o —

= M6t tai liéu Excel (workbook) gdm nhiéu bang tinh
(mac dinh 1a 3). M&i bang tinh thwdng dung dé
chtra mét loai thong tin nhat dinh trong tai liéu

4 4 » »}Doanh thu /Bigu da £ Thing k& £ Sheetd / |

= Cac thao tac trén worksheet:
e Thém
« Xoba

« Pditén
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Thao tac bang tinh

1 LoV

= Thém: Insert > Worksheet

Insert |E|
aeneral | Spreadshest Solutions |
= e fl=
3 =
Chart  MSExcel 4.0 M5 Excel 5.0 REHE
Macro Dialag
Preview nok available, lrISEI"t. "
Deleke
Fename
Mowve or Copy...
Templates on Office Cnline oK Cancel
| | | l Select All Sheets

& Thao tac nhanh

Tab Calar...

Wiew Code
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Thao tac bang tinh

1 LN

= Xoa: Edit > Delete Sheet

Microsoft Excel

! "_l., Data may exist in the sheet(s) selected For deletion, To permanently delete the data, press Delete,

Delete

| Cancel |

%]

&,

& Thao tac nhanh

Insert...

Delete

F.ename
Mowve ar Copy...
Select all sheets

Tab Calor, ..

Q'ﬂ View Code

—_—
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% Thao tac bang tinh (suwra) P —

= Poi tén:
1. Format > Sheet > Rename
2. Nhap tén moi

Alnsert. .
\ Bigu db —

Mowve ar Copy...

Select All Sheeks

, Tab Color,
“ Thao tac nhanh [ <4 L
= View Code
. Sheet

!
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d ;

Quan ly tap tin

Lwu: File > Save...
CTRL+S

Mo File > Open...
CTRL+O

Tao moi:File > New...
CTRL+N

Tao ban sao:
File > Save As...

|

—

Edit  Wiew Insert Format  Tools  Data  Window

kM
ke

k45

gy

Save as Web Page...

Save Workspace, .,

File Search...

Permission

Web Page Preview

Page Setup...
Prinkt Area
Print Preview

Print...

kel

Properties
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% NQi dung chinh

3. Dia chi tham chiéu

24


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Dja chi tham chiéu (Reference) PP ——

J

= Mot 6 6 dia chi duy nhat.
= Co6 ba loai dia chi tham chiéu.

Twong d6i  |C34
Tuytdéi | $C$34
H6én hop $C34, C$34

= Chuyén dbi nhanh gilra cac loai dia chi: phim F4
Vidu: C34 F4 $C$34 F4 C$34 F4 $C34 F4 C34
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% Néi dung chinh p—

4. \Vung tinh
» Khai niém

» Cac thao tac

26
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% Khai niém

= Vung (Range) la mét tap hop 6, dang chir nhat,
dwoc xac dinh bdii :
<Pja chi 6 trén trai>:<DBja chi 6 dwdi phai>

/\/Ung C3:E4

gom 6 6:
C3, D3, E3,
\C4, D4, E4

E3 Microsoft Excel - Book1

M 4 ¢ »'Sheetl / Sheet? / Sheetd /
Ready
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( Cac thao tac g ——

= J

= Chon: Nhan va kéo chudt tir 6 dau dén 6 cudi cla

vung.
= Chon nhiéu vung: Nhan CTRL trong khi chon tirng
vung roi rac.

Microsoft Excel - Book1 |:||E|[z|
‘] Fle Edit Wiew Insert Format  Tools Data  Window  Help Type a question for help = O @ X C P ‘ N
.§Lg|u.1|.,|zv E_inrial -1z - | B I U|E=EZ=E |-~ Z aCVlJng rol
H2 . P rac dwoc chon
B8 | ¢ | b [ E [ F | & [ »m <«
1
2 I
3
2
5
B /.
M 4 » ¥\ Sheetl f Sheet? f Sheet3 / ¢ | =l
Ready ExT
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( Cac thao tac g —

Chon toan ?J
bd bang tinh ‘

(CTRL+A)

Window  Help Twpe a question for help = o
12 | B I U\ EESE=E| =] H b A~

- - b - B
E & E E

0

H I
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% Cac thao tac S

>

= XOa:
Buwdc 1: Chon vung
Buoce 2: Edit > Delete

Buwée 3; Chon cach thire don 6

Delete

Do6n cac 6 bén phai sang el

() shift cells up

D&n céc 6 bén dudi 1én |

, {:} Entire row
() Entire column

Xoa toan b dong
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g Cac thao tac

7

e ——
. .*——

=

= Ghi chu: Microsoft Office cung cap mét ving nhé
dém (Clipboard), phuc vu cho cac thao tac di
chuyén, sao chép vung tinh.

= Khi cat (Cut) hay chép (Copy), ndi dung vung tinh
dwoc dwa vao vung nhé dém. Co thé dén (Paste)
nOI dung trong vung nh¢o dém vao nhirng vung

khac trong bang tinh.

\ung nguoén

cat
/

 Chep *

BO nh& dém

Dan

>| Vung dich
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% Cac thao tac g

J

= Di chuyén

Edit | Yiew  Inserk  Format

Buwoc 1: Chon vung

Can't Undo Chrl+2

Buwdéc 2: BDwa vao vung nh¢ déem Ml CantRepeat  Chrl+Y
Edit > Cut hay CTRL+X  |[# ©ut Chrl+

=3 Copy Chrl+C

Buwoc 3: Chon 6 dau vung dich _sk Office Clipboard. ..

Buworc 4: Dan tw vung nh¢ dém 4 Paste Chel+y

Edit > Paste hay CTRL+V Paste 3pecial...
Paste as Hvperlink,
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% Cac thao tac e

J

= Sao chep

Edit | Wiew Insert  Formakt

Buwodc 1: Chon vung

Zan't Undo i_krl4+7

Buoc 2: Pwa vao vung nh& dém | cCanbbBepsat Chrley
Edit > Copy hay CTRL+C | ©ut Chrl+:3

3  Copy Chrl+C

Buée 3: Chon 6 dau vung dich .
woc 3: Chon 6 dau vung dic _eb Office Clipboard. ..

Buwodrc 4. Dan ti b6 nhd dém Yy Paste Chrl+y
vao vung dich Paste Special...

Edit > Paste hay CTRL+V Paste as Hyperlink
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% Cac thao tac

J

= Sao chep dac biét:
1. Edit > Paste Special...

2. Chon cach thic dan ndi

dung tw vung nh& dém

[Dén toan bod

| Chi dan cong thirc

Chi dan gia tri
cua cong thirc

Paste Special

() Formulas

() Values
{:I' Formats

Cl' Cormrments

Dperation

{E‘a Mone
() add
() Subtract

[ ] skip blanks

| Paste Link |

() validation

() all except borders

() Colurmn widths

() Formulas and nurmber Formats

() Walues and number Formats

) Mulkiply
() Divide

|:| Transpose

| QK | | iZancel
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( Cac thao tac g ——

= 7

= Chen vung:

Buwoc 1: Chon vung
Insert

Buwdce 2: Insert > Cells... ,:} Shift calls nght

Buwrée 3; Chon cach thirc don 6

{__} Entire row
() Entire colurnn

[ Ok, ] [ Cancel

= Chén dong: Insert > Rows

= Cheén cot: Insert > Columns
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% Néi dung chinh -

5. D liéu
> Kiéu dir lieu
» Nhap liéu
> X0 Iy dir liéu
> Tim kiém va thay thé

36
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Kiéu dir Ilé u L —

- f‘

= N&i dung nhap vao bang tinh, hay dwoc tinh toan,

1 LN

goi la di¥ lieu
= Excel chia thanh 4 kiéu di¥ liéu sau:
e Chuoi
« SO
 Thoigian
« COng thwrc

= M6t 6 chi co thé chira mot loai di liéu
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5. File Edit Wiew Insert Format  Tools Data  Window  Help

H™ eSS A0 R j Arial -1z =|B I U]
=

w

E

123
0123 |
0908123456 |

D liéu chudi mac dinh
dwoc canh trai trong 6
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g Kiéu dir liéu o —

=

= Kiéu s (Number)

E3 Microsoft Excel - Book1

5 Fl= Edit ‘ew Insert Format Tools Data  Window  Help Type a question for help = o @ X
il 3] F9 -2 e -2 -|B I USE=E-5-
E3 - (0123 )
A B o~— D E F G H =
| 1 | | |
‘ 2 256 123 | | &
[ 3 512 0123 |
4 1024 0908127456
| 5 2048
| 6 4096 | | |
L . 1] . . . b
O, | £ Shest2 f Sheet3 / >
Feady

Bé nhap 1 chudi gom céc chir so:
nhap dau nhay doq, réi nhap so.
Excel khong tinh dau nhay don nay.

D liéu sé mac dinh
dwoc canh phai trong 6
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g Kiéu dir liéu S —

= Kiéu thoi gian (Date/Time)

D@ liéu thoi gian trong Excel dwoc ma hoa thanh mot
con s6 gom 6 thanh phan:

nam, thang, ngay, gio, phut, giay
Mbc thoi gian la 1/1/1900 00:00:00
Dang thirc théi gian phu thudc vao hé diéu hanh

Windows, mac dinh la: A& 1/5/2008
thang/ngay/nam gi&:phut:giay B
30/4/1975
Kiéu chudi e AL IoTE
: | 1/5/2008]
Kiéu thoi gian :/ 5/1/2008
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g Kiéu dir liéu P —

= Kiéu cdng thirc (Formula): Phai bat dau bang dau =
= COng thirc twong tw nhw biéu thirc toan hoc, cé thé
gom céc thanh phan sau:
« Hang sb

« Phéptoansd hoc: + - * /

 Phép toan so sanh: = >= <= <>

« Hang chudi (phai dat trong cap dau )
« Phép ndi chubi: &

« Dia chi tham chiéu 6, vung

 Ham (Function)
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g Kiéu di¥ liéu -

Ham | [ Dia chi tham chiéu | [ Hang chudi |

! N, <
=IF(MIN(D8:G8)>=5,"Dau’,"Rét”)

E3 Microsoft Excel - Quan ly hoc sinh E”E”zl

] pile  Edi Wiew Insert  Format Oata window  Help Type aquestion forhelp = 2 @ X
H3 - @MIN[DS:GS}?ZS,"Déu","m

A C B E——t—1 G

BANG KET QUA HOC TAP
HO VA TEN DIEM PIEM XEPLOAT
THCB |WORD |[EXCEL| TB

NGUYEN QUAC |[THANG 5 5 53 Trung binh
NGUYENLE HOAT 7 7l 7.0 K ha

T B LIEW 7 7l 73 F hd
MGOUYEN HA HAI 10 Q.7 Xt sic
(O THI HOAI 4 43 |
TRAN VAN HAT 3 2.3 qu |Giéi

CATERT TR D TRIL =0

1
2
3
4
5
6
!
&
9

1%
M 4 + M} Sheetl /
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[ Nuthay (ESC NGt nhap (ENTER) |
Microsoft Excel |:||E|rz|
@_] File Edit Yiew Tools [Data  ‘Window  Help Type a question For help = o & X
RN = REYP= PRI\ 9 -] 5 - 1@ Biv - B z]=[S]H] . 5 :
C4 - X A 40 o
A B C D E F G -~
1 | DANH SACH SINH VIEN NHAN HOC BONG —
2| MSSV LOAIHB HOC BONG > Vi tri nhap duw liéu
3 001 A 50
4 002 B 40 «
5 003 C
5 004 C
7 005 B i
8 006 A
g 007 B
10 008 C
11 009 A N
M 4 » W] Sheetl  Sheet2 f Sheet3 / < |
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¢ Nhap lie
ap lieu
w VAP lig —

= Cob thé nhap di¥ liéu vao 6 hoac thanh céng thirc.

= Pé két thuc nhap liéu:
« ENTER: Con trd 6 sé di chuyén dén 6 bén duwoi.
« TAB: Con trd 6 sé di chuyén dén 6 bén phai.
= Nhan ESC dé huy nhap liéu cho 6.
= Nhan ALT+ENTER dé xubng dong trong 6.
= Hiéu chinh d liéu:
1. Pwa con trd 6 dén 6 can stra.

2. Nhan F2 hodc nhap chuét vao thanh cong thirc.
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d

Nhap liéu

= Xo6a di lieu: Edit > Clear > ...

Edik | Wieww  Inserk  Format  Tools  Data Window
N Can't Undo Ckrl+2 Ey @A~ F |9 - |
L3 PRepeat Borders  Chrl4y
& Cut Chrl+ R o
= Copy Chrl4C
b Office Clipboard. ..
% Paste Chrl4+Y
Paste Special...
Paste as Hyperlink
Fill 3
Clear » All
Delete. .. Formats
Delete Sheet Contents  Del
Move aor Copy Sheek. .. Comments

/X(')a toan bd )
Xoa dinh dang
Xb6a ndi dung

Xoa ghichu )
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g Nhap liéu

= Chép di¥ liéu kiéu cong thic:

« Chwa dja chi twong dbi: dia chi sé thay dbi theo chiéu
va khoang cach.
 Cha dia chi tuyét doi: dia chi khong thay doi.

ES

w

A @%f[ﬁ)

A

E

O I N WL PR

86 hrong Pon @a Tllﬂl]ll tien

/

B[ = —$A2*sz

—$A2*st
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d Xu 1y div liéu - Thé quén 6

= Nam tai goc dwdi phai con tré 6.

A

B

C

2
12

S6 lwong Pon gia Thanh tién

| 1 [:][:]!;CThé quan 6 |

= Dwa vao thé quan 6 dé thuc hién mét sb thao tac

nhw: chép dir liéu, dién day so, ...
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g Xw ly dir liéu - Chép dir liéu nhanh .7/~
d

1. Pwa chubt chi vao thé quan 6.

2. Nhan va kéo chuét theo chiéu doc (cdt) hoac
ngang (dong).

A | B | € | D | |sSélwong Pon gia Thanh tién
S6 lwong Don gia Thanh tién A 20 100
5 20] 100} 12 15 180
12 15 8 19 152
8 19 9 25 225

g 25 =

TT=SL*DG _ |
chi twong doi) str dung the quan 6
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g X ly dir liéu - Dién day sé

= Cach 1:

1. Nhap gié tri thr nhat cho 6 dau.
2. Nhan va giir CTRL.
3. DPwa chubt chi vao thé quan 6.
4. Nhan va kéo chuét theo chiéu doc hodc ngang.

E

(5

Nhan va kéo chudt
trén thé quan 6
(chép dir lieu)

—_—n s s e

-
o] (52 RN PSRN,

CTRL + Nhén\

va kéo chudt
trén the quan 6
(dien day sO)
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g X ly dir liéu - Dién day sé

= Cach 2:
1. Nhap gia tri cho hai 6 dau tién, theo
cOt hoac dong.
2. Chon hai 6 nay.
3. DPuwa chubt chi vao thé quan 6.

4. Nhan va kéo chuét theo chiéu doc
hoac ngang.

Hai gia tri dau la:
8:00 va 9:00
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% Tim kiém _Agm_

-
= Cho phép tim kiém di¥ liéu trong bang tinh.
= | énh: Edit > Find

& Phim tat. CTRL+F

Find and Replace

Find | Replace |

Find what:

| Options ==

Find Al || Find Mext | | Close



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Thay thé | —

=
= Cho phép thay thé nhanh chéng d liéu trong
bang tinh.
= Lénh: Edit > Replace
= Phim tat. CTRL+H

Find Replace |

Find what: | w |
Replace with: | w |
Opkions =

Replace Al ] [ Replace ] [ Find Al ] [ Eind Mexk l [ Close ]
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