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% Néi dung chinh e
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1. Binh dang bang tinh
» Dinh kich thwdc cot
» Dinh kich thwdc dong

» Trinh bay n0i dung
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d pinh kich thuéc cot e

= Pinh d6 réng cdt bang chudt

Nhan va kéo chudt trén
dwdng bién phai cua ky
Microsoft Excel - Book1 higu:cot-de dinh do rong |Z”E|E|

@_] File Edit ‘iew Insert Format Tools  Data i Type aquestionforhelp = 2 & X
{0 S A1 AFAD - E 100 i (B == - O :

B2 - pomhoc o sé
I C I = -

A B I~ C [ D E_© 1 =&
" Nhap dup chudt dé E

Excel tw dong dinh
do rong cot vira voi
ndi dung cac 6
. g -
| ¢ | |

Tin hoc g Xir ly bar Excel

| &

o b | —

M 4 » ¥ Sheetl  Sheet2 / Sheet3 /
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d

Dinh kich thwéc cot

= Pinh d6 rong cho nhiéu cot:

1. Chon cac cbt

2. Format > Column > Width...
3. Nhap doé rong cot (diém anh)

Format | Tools  Daka  Window  Help Type a queskiop
2 Cells... i+l || B | = = -ad
Ry b
Calurin FIITS width...
Sheet » AutoFit Selection
AutoFormat. .. Hide:
iZonditional Formatking. .. nhide
Skyle. .. Standard Width, ..

|

Column width:
Ik || i_ancel |
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% Dinh kich thwdéc dong g —

= Pinh chiéu cao dong bang chudt

Nhap dip chudt d& )

Excel tw dong dinh
chiéu cao dong vuwa

Nhén va kéo chut
= trén dwong bién dwoi
cda ky hiéu dong dé ow———

Tools 2 AL r A

dlnh chiéu cao don V@i nGi dung cac 0
g/_/ /h:\;. —T T = = gﬂm - {h =
/ - "« XUt Iy béng tinh
/ / ,B//I/ C D E = Enrderse ?

1
% hoc
2/ cCo SO

M 4 » ¥ Sheetl  Sheet2 / Sheet3 /

XU ly béru_ Excel
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% Dinh kich thuwéc dong e

= Pinh chiéu cao cho nhiéu dong:
1. Chon cac dong
2. Format > Row > Height...
3. Nhap chiéu cao dong (diém anh)

Farmat | Tools Data  ‘Window  Help Ty

S Cells,. Chrl+1 B I | =
Row MM Height...
Column b AutoFit Row Height
Sheet 3 Hide Ruow height:
AukoFormat. .. Unhide Ok | | Cancel
iZonditional Farmatking. ..
Skyle. ..
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% Trinh bay ndi dung S —

o
-

= Trinh bay n6i dung O:
« Canh bién
 Dinh dang chi¥
 Pong khung
= Thao tac:
1. Chon 6 hay vung can dinh dang.
2. Format > Cells...

= Nhap chudt phai > Format Cells...
& CTRL+1
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\ Canh bién nganQ

Horizonkal:

iaeneral F;

zeneral
Left (Indent

Right (Indent)

Fill

Juskify

Center Hoross Seleckion

\

Yerkical:

Canh bién doc{

Bakkam

R
Bokkarn
Juskify

Hién van ban
theo chiéu doc

Khoang cach

............................ bién trai
Aligrment — tns
Horizon *
General e b
Yertical: o0 B ; Fot b
Boktom W ?E
. *.
T .
[ ] wrap text CU(’jn van ban trongﬁ
[ shrink to fir 6 thanh nhiéu dong,
P e cels néu di liéu dai hon

Text direction:

Conkexk

do rong cua cot
) rong ot

4

£ |

QK | | Zancel
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Fonk: Font skyle: Size:
Arial Reqular 12
T vnTime A 9 A
T .¥nTimeH | Ikalic 10 =
ABC Sans Serif Biold 11
Airial | | Bold Italic v
Undetline: Color:
Mone W Aukormatic W Mormal ot
Effects Presvigin
[ ] Strikethrough
[] Superscript AaBbCcYys z
[ ] subscript

This is a TrueType font, The same fonk will be used on both vour prinker

and wour screen,

|_ 4 _| | Zancel
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% Trinh bay noi dung S —

= PDéng khung: thé Border

Format Cells

: , | Mumber | Aligrment | Fort | Border | Patterns | Protection | Chon Kiéu
binh cac
Kh Presets Line — /J(hung
ung s j P Style: —
+++++++ : NDFIE - ——
HIIII'IE-' QLIHII'IE-' ................ ———
= N O I Chon mau
Khun
S Colar: /ﬁ N 9
...... Automakic W
o
The selected border style can be applied by clicking the presets, preview
diagram or the buttons above,

QK | | Zancel
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% Trinh bay ndi dung

>

= TO mau: the Patterns

=IN% &2
=|IINZ 8
[ | Bukamatic
EEEERERERERERREN
AEEEEREEERENREN
N AR R R
N | N
| | |
H = HEEREBR

Format Cells

| Murnber || Alignment || Font || Border | Patterns |F‘ru:ntectiu:un|
iZell shading

iColor: S ~

= Chon mau toj

Mo Color

ERERNRRERRERN

! "R R R R R B

|!| HEEEN

| | n

Sample
| | |
- e _
Pattern: W

@hon mau t(“)J

QK | | Zancel
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% NOi dung chinh

2. Pinh dang di liéu sb
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1 LN

Pinh dang di¥ liéu sé P —

\.

= Thay ddi cach hién thi s6, khédng lam thay ddi gia tri.

E7 Microsoft Excel - Book1 S6 hién thj trén M=E=3

] Fle Edit  Wiew Insert  Format  Tools  Data  Wind thanh Céng thire -8 X

a9z EisE s~ e [EE] - O

D4 v A 12500

A E C [ E "~

; .

g Truoc khi dinh dang Sau khi dinh dang 4
3 1200 1,200 Kg
4 12500 $1 2,500.00]
5 4/30/1975 30/04/75
6 9:15:05 AM 09:15:05

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


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

% Dinh dang dir liéu s

=
-

= Thé Number:
e Chon loai dinh dang:

Number: dang s
Currency: dang tién
té

Percentage: phan
tram

Custom: dinh dang
d liéu theo theo
mo&t chudi dinh dang
duwoc lap

ry
N

Format Cells

Cakteqary: Sample
| 775
Murnber
CuUrrency
Accounting General format cells have no
Diate specific number Format,
Time
Percentage
Frackion
Scientific
Text - 2
ey bPinh dang General sé
Cust s A A 3 i
Lo hién s6 mac dinh nhw
khi dwoc nhap vao

(] 4 ] [ Cancel
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ry
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% Dinh dang dir lieu s o ——

=
-

= Dang so (Number)

Format Cells

So chir s Iéj

Murnber | Alignment || Font || Border || Patterns || Praotection |

iCateqory; Samnple
Genetal 1,200.00 o

\ £ A
Currency Decimal places: | = E Chén dau phan
Accounting s p h h ‘ N
DEte i %__,\CGC ang ngan
Time [¥]iUse 1000 Separatar (,);
Percentage ; |: .................. |:, ........ e
Frackian Megative numbers:

Scientific R .
Text 1,234.10 h 18 1 A A
Special {1,234.10) ~\Dang hien th! SO am
Zuskom (1,234,100

Murnber is used For general display of numbers, Currency and Accounting

affer specialized Formatking for monetary walue.,

Ik, ] [ Cancel
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ry
N

= Dang tién té (Currency)

Format Cells

Murnber | Alignment || Font || Border || Patterns || Praotection |
Cateqary: Sample 3
General YMD 1,200.00 -
Murnber

CUFFEenCy Decimal places: |2 ¥

Accounting

Drate Symbal: /:
Time YD W

Percentage . )

Frackian Megative numbers:

Scientific -WHD 1,234,110

Text WHND 1,234, 10

Special YND 1,234,100

Custam FYND 1,234,100

\
iCurrency Formats are used for general monetary walues, Use Accounting 3
formats ko align decimal points in a colummn,
Ik, ] [ iZancel

So chir s Iéj

Ky higu tién té |

Syrnbiol:

L ——

% Dinh dang dir liéu s =/

WhD

U155
YU

UZ5

VEE:

Y

WST

KiF

X

v

Dang hién thj s6 am
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% Dinh dang dir liéu s =/

ry
N

= Dang ngay (Date)

Format Cells

Murnber | aligriment || Fonk || Border || Patterns || Protection |
Category: Sample
General 30/4/1975
Mumber
Urrency Twpe: | |
.ﬁ.n:n:cuuntini Hﬂm = g
;‘me t 14/3{2001 1:30 CH
ercentage 141312001 1:30 PM
Er?"ct't'?lc'? 14 tha 01 =
CIEnEITIc 14 thang ba 2001
Text 14 mars 01 A
Special _
Cuskam Locale (locakion): | |
Yietnamese F /
Telugu ”
_ Thai n
Date formats display date A Turkich cept For
items that have an asterisk (4 1y ainian rders
with the operating system. |4,
zbek (Cyrillic)
zbek {Latin —
W
ancel |

Dang hién thi |

Dang thirc thp’i
gian theo qudc gia
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% Pinh dang di liéu sé o ——

=
-

= Pinh dang tuy bién (Custom)
TR 5 chudi dinh

Mumber |.ﬁ.lignment | Font | Borde dang (format)

iCateqory: Sample A

iGeneral 30004175 trong O Type
Murmber

CUrrency Tvpe:

Accounting Ve

- ddfmmpyy]

Time General ry
Percentage 0 B
Fraction 0.0a

Scientific #, #80

Texk A+, ##0.00

Special R0 R, e

Cson MR v

Type the number Formak

poirt. Nhirng chudi dinh dang
c6 san, hay da dwoc lap

[ Ok ] [ Close ]
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1 LN

Pinh dang di liéu s6 P —

- f‘

= Pinh dang tuy bién

Lap chudi dinh dang so, dung cac ky hiéu sau:

— #: dai dién cho mot s6, néu khdng cé sb thi dé trong

— 0 : dai dién cho mot s6, néu khong cé sb thi hién sd 0

— , . : du chdm thap phan va dau phan cach hang ngan

— Hang chudi : hién thj cung v@i sb, phia trwdc hay phia sau

(dat trong cap nhay keép)

Lap chudi dinh dang thi gian, dung cac ky hiéu sau:
dm,y,h,m,s

twong rng vai 6 thanh phan cla mét gia tri thdi gian
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Pinh dang di¥ liéu sé

d

= Pinh dang tuy bién

E3 Microsoft Excel - Book1

@] Eile Edit  iew Insert Format  Tools  Daka Window  Help

Lﬂ|-_,l| 7|0 ~| = vE;.ﬂ.rial

16 - | B I U|E = = &5

Type a queskion for help oo

B3 - A 43001975

A

B

-

[

1
7
3

| 4
5
5
7

Truoc khi dinh dang

Chuéi dinh dang

Sau khi dinh dang

1200

B HEE "Kg

1,200 Kg

12500

# ###.00 "Déng"

12,500.00 Pong

4/30/1975

ddimmiyy

30/04/75]|

9:15:05 AM

hh:mm:ss

09:15:05|

9.7

#.00

9.70

W 4 » Wl Sheetl {Sheet2 f Sheets /

I«
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% Néi dung chinh -

3. Inan
> Thiét 1ap vung in
» Inramayin
» Dinh dang trang in
» Tao ngat trang


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

% In ra may in LS

= Lénh: File > Print...
& Phim tat: CTRL+P

Chon may in

Printer
Mame: rjﬁ HP LaserJet 2200 Series PCL W | Properties... |
i 4 Skatus: Idle
Dinh cac ind Pri
' _ Type:  HP Laserdet 2200 Series PCL | Find Printer.... |
trang N where:  LPTL: 86 ban in
Comment < A g
In toan b6 cac (] Print ko file

rintrany’ - trang trong vung in Copies

G al > Mumber of copies: ¥ Dlnh thw
OPagels) From: | 3| Io: - tw khi in
In mét Sé Print what Ijg Ijg . nhleu ban
' () Selection () Entire workbook

trang Nhat | & acive shestrs) ,
Xem truoc

dinh
‘/ﬂl cactrangin | [ ok || cancel
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1 LN

Dinh dang trang in -

= Lénh: File > Page Setup...
- Thé Page: hwéng in, loai giay in, ty & in, ...

i . Page Setup
Hwong trang in: = LW y—
< .Page | Margins | Header/Footer | Shest |
doc hoac ngang |

= Orientation [ -

Prink. .. ]

E}’/ lé o, trang o Sﬁ\ E' (%) Portr ait E () Landscape [ Frint Preview ]
yi Ki > Scali Options. ..

voi kich thuwde thye S Seins [_options... |

. (%) Adjust ko: 100 % % normal size

‘ Chon kh6 gléy Irﬁ\ () Eitta: |1 % pagefsiwide by |1 =
) T

Chét lwong in

:\ /\(diém anh/inch)
Paper size: Letter b
Ad F 30dpi — |00 dpi F
TERTIE M e T ——
fir: | ~ fiber: Ak
AS
ES (J15) b
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Dinh dang trang in o —

1 LN

= Lénh: File > Page Setup...
« Thé Margins: dinh & giay, canh bién, ...

Page Setup

'D!\nh Ie N Page | Margins | Headet/Footer | Sheet
tre.n, dU’(.)’L Top: Headet: [ Prirt. .. ]
trai, phai 3 3 B

L 1 ¥ 05 2
/\‘\ [ Prink Preview ]

[
Canh gitra theo s e
bé doc trang giay

options. .. ]

Do rong tieu
dé dau trang

~ Botkom: Footer: |

1 B 05 ﬁf_)@ rong tiéu
» 5 | CEnter on page dé cudi tran
Canh gilra theo bé Pliorizantaiy: [ vertically gl
ngang trang giay J

[ oK ][ Cancel ]
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L ——

Dinh dang trang in J

= Lénh: File > Page Setup...
Thé Header/Footer: Tiéu dé dau va cudi trang

1 LN

[ ]
Page Setup
Chen cac thong | Page | Margins | Header/Footer | sheet
tin: sO trang, tac A~ Ee. )
gia, tén tai liéu, ... [ Frint Frevien |
Header: o [ options... |

~. | BatDauExcel

Cuskom Header... ] [ uskom Foater, ., ]

/7[
F

~n A \/
Nhap Nnol dung trl_,l’C Footer:
Cwan Iy hoc sinh, Trang 107

tiép vao vung tiéu dé
-

Eudn 1 koo sink Trang M

Ik ] [ Cancel
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Dinh dang trang in L —

1 LN

* Tiéu de dau va cuoi trang: Hiéu chinh néi dung
cua tiéu dé dau va cudi trang (dwoc chia thanh ba
phan)

Chén sb Chén | Chéntén | Chén tén _
Nut dinh trang giv tap tin bang tinh x
L~ Ectthe kext, chop- Q) \n. Ol
dang ChU’ ber, date, i ile \ tab name: posit  [he Ch N | |
insertion P S the edit box, BN\ C op\ \te bukkon, en | Cancel |
Toinsert pickure: phe. \the Inserk Pick ‘e rma\ your picture, pll e the hinh
cursor in the edit boxaxd press the Format Pic \ butkaol, //
Dinh dang
A [B)a] @lo) &)®E) @)% == hinh

Right section:

&[Date] \ ‘ Trang &[FPage]/&[Fages]

Chén dwérng déﬂ
va tén tap tin

Left section:
Tidu dé...

_enter section:

Chén téng
sO trang



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

% Néi dung chinh N

4. Giao tiép gitra Excel va Word
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g Giao tiép gitra Excel va Word J<;,__.=_
—

= Khai niém Bang biéu trong Word c6 nhirng tinh
chat twong ddong v&i Bang tinh:
«  GOm nhiéu dong, cét giao nhau tao thanh cac 6
« Co thé 1ap nhirng cong thirc don gidn trong Bang biéu
« Trinh bay ndi dung trong Bang biéu twong tw nhw

Bang tinh

= M6t sy khac biét 1a Word chu trong dén hinh
thirc trinh bay, nén viéc dinh dang Bang biéu da
dang hon Bang tinh trong Excel

=  Trong mdt Van ban can nhirng tinh toan phirc
tap, nén st dung Bang tinh dé thwc hién, sau dé
sao chép di¥ liéu sang Van ban
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% Giao tiép giitra Excel va Word

EO0501-Summary.xls

Bang biéu trong
Word c6 thé sao
chép vao Excel
nhu mét bang
tinh

E0502-Memo.doc

E0505.doc

D liéu sao
cheép tr Excel
vao Word co

dang bang biéu

E0505-Word Table.xls
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