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% Hiéu chinh bang tinh

= Dinh dd rong cot bang chudt

Nhan va kéo chudt trén
dwdng bién phai cua ky
Microsoft Excel - Book1 hleu CQt de d!nh dQ rong |Z||E|[z|
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% Hiéu chinh bang tinh o —
d

= Dinh dd rdng cho nhiéu cot
» Chon cac c6t
» Format > Column > Width...
» Nhap do rong cot

Format | Tools Daka Window  Help Type a queskior
A7 Cells.. Chrl+1 B I | == [
F.ow b
i_olurmn b {I:I} width, ..
Shest l* AutoFit Selection Colinng L
autoFarmatk. .. Hide Colurmn width:
iZonditional Farmatting. .. Unhide e || Cancel

Skyle. .. Standard ‘Width., ..
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% Hiéu chinh bang tinh S —
—

= Dinh chiéu cao dong bang chuét

Nhan va kéo chudt A Nhap dup chuot dé
trén dwong bién dudi Ex_ciel tw d(_)r‘lg d!n‘h
= cua ky hiéu dong dé chieu cao dong vua

dinh chiéu cao don " vGi ndi dung cac O
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% Hiéu chinh bang tinh

= Dinh chiéu cao cho nhiéu dong

» Chon céac dong
» Format > Row > Height...

> Nhap chiéu cao dong

Skyle. ..

Conditional Formatting., ..

Format | Tools Data  Window  Help Ty

S Cells, Crl+-1 B I | =
Row MM Height...
Colurriry 4 AutaFit
Sheek 3 Hide
AukoFarmat. .. Unhide
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% Trinh bay néi dung F
= Trinh bay n0i dung 0
» Canh bién
» Dinh dang chir
»bong khung...

= Thao tac
> Chon 6 hay ving can dinh dang
» Format > Cells...
Hoac:
#Nhap chudt phai > Format Cells...
=CTRL+1
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% Trinh bay noi dung e

Hién van ban
theo chiéu doc

= Canh bién: thé Alignment

Khoang cach
bién trai

[ Canh bién ngang I
| Murnber |.ﬁ.||gnment| Fank H Eh:uru:l% / Patterns /Atectinn |
Harizantal: Text alignment Gr%tinn
General F E\ Horizonkal; * .
Seneral A General v *
LEFt II'||:|E:I'||: i "."E!r'til:Ell' 0 s T
o 0 b1 =
: Eottom v x || TEET*
Right {Indent) / ° A .
Fill B // .
Juskify et Nerl .
iZenker Across Seleckion Ol
|:| Wrap bext
[] shrink ko it il Degrees
. Right-to-left Cudn dong van ban trong 6
Yertical: L N Y > ~
Text direction: Tw d6ng diéu chinh co chir
Bottom 3 Context v Trén cac 6 chon thanh mét 6
TDE . ,
Bottam =
QK iZancel
Juskify i | | | |
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Font: Font style: Size:
Arial Reqular 1z
Hp vnTime A 9 A
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Airial | | Bold Italic v
Underline: iZolor:
Mone W Autornatic W Mormal Font
Effects Presvig
[ ] strikethrough
[[] Superseript AaBbCcYy z
[ ] subscript

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

and your screen,

|_ ik, _| | Cancel
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Pinh cac
canh

| Murmber || Aligrrment || Fonk | Border

Presgts

Patterns || Protection |

The selected border skyle can be applied by clicking the presets, preview

diagrarn o the buttons above,

Lime B
Skyle:
Mone ===—=-
Colar: e
futomakic |«

Cancel
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Trinh bay néi dung

TO6 mau: thé Patterns

Format Cells

| Murnber || alignrment || Fonk || Border | Patterns |F‘ru::te::tiu:un|
Cell shading
r___ Chon mau to |
— Mo Color
— el
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% Noéi dung chinh

= DPinh dang di liéu sb
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d

Pinh dang di¥ liéu sé -

Thay ddi cach hién thj di¥ liéu sb trong 6

E3 Microsoft Excel - Book
@_] File Edit ‘Wew Insert Format  Tools Data  Window  Help
E.ﬂ.rlal - 16 - B I |

ﬂ(125m:])
B ~—C D

Truocc khi dinh dang Sau khi dinh dang
1200 1,200 Kg

12500 $12,500.00

4/30/1975 30/04/75

9:15:05 AM 09:15:05

M 4 » ) Sheetl / Sheet? f Sheeta /
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% Pinh dang di¥ liéu sé - S

>

= Thé Number
» Chon loai dinh dang  FRiEiss

: alignrnent || Fonk || Border || Patterns || Proteckion |

— Number: dang s6 Catogor: E—

« A ~ | 775
— Currency: dang tién té Mumber
CUFrency
. A = A ki
— Percentage: phan tram E._EEE”” " Sal TR
=
— .. Percentage
Fraction
— Custom: dinh dang d&@ || 7ex " Pinh dang General )
A A ~. ial H . .
lidu theo theo mot chudi || |cuatom X hidn oh M
. . sé hién s6 mac
dinh dang duworc lap. dinh nhuv khi duwoc

\_ nhap vao )

2K l [ Zancel
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Dinh dang dir liéu s

=

Loail dinh

Format Cells

V 4
N

dang Number

Murnber | alignment || Faont || Border || Patterns || Protection |
Category: Sample p
Gzener al 1,200.00 //
CUrrency Decimal places: | 2 %

Aocounting s
L %-
Time [v]iUse 1000 Separator (,):

Percentage Megative numbers:

Fraction =g '

Scientific

Text 1,234.10 -
Special (1,234.10)

Zustom i(1,234.10)

Chén dau phan
cach hang ngan

Murnber is used For general display of numbers, Currency and Accounking
offer specialized Formatting for monetary value.

)

Cancel
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V 4
N

% Dinh dang di lieu s =

= |oai dinh dang Currency

Format Cells

Murnber | alignment || Faont || Border || Patterns || Protection |
Category: Sample

General YD 1,200.00 ]
Murnber

CLFrency Decimal places: | 2 %

Accounting =
Date Symbal: //
Time YD W

Percentage , :

Fraction Megative numbers:

Scientific -VRD 1,234, 10

Text YD 1,234, 10

Special (YND 1,234,100

Cuskam (WND 1,234,100

N
iCurrency formats are used for general monetary walues, Use Accounting
formats to align decimal points in a column,
K, ] [ Zancel ]

Ky higu tién té |

Symbol;

WhD

IS5
LU

UZs

VEE:

Y

WST

KA

e

>

| Hién thi s6 am |
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d

Dinh dang dir liéu s

Format Cells

V 4
N

Loai dinh dang Date

Murnber | Aligriment " Fonk || Border || Patterns ” Protection |
Cakegory: Sample
aeneral 30/4/1975
Murmber
CUFrency Twpe: | |
il | (L0 L
Timne 14/3{2001 1:30 CH
Percentage 14/3{2001 1:30 PM
Scientific 14 thang ba 2001
TE:{t_ 14 mars 01 b’
Special _
Cuskom Locale (locakion): s
YWietnamese F _—
Telugu s
_ Thai W
Date Formats display date ar 1 rkich cept fFor
items that have an asterisk () 1 zinian rders
with the operating system. |4,
zbek {(Cyrillic)
IUzbek (Latin

< |

ancel |
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g Pinh dang di¥ liéu sé [ ———

Format Cells

Nhéap chudi dinh

Murmber | Aligriment || Fant || Border || Patterns || Prokection |

Cakeqory: Sample dang (format)
iaeneral 30/04)75 A

cencral >4 trong O Type
CUrrency Type: / il

Accounking P

Do ddfmmyyy|

Time General S

Percentage 0 3

Fraction Q.00

Scientific #, 840

Text #,##0,00

Special # R0, ##0) \\

CETT | | ¢e#0][Redl(#, #40) NN

Nhirng chudi dinh

dang c6 san, hay
Type the number format code, using one of the existing codes as a startin ~ ~
oairt. : ? : da duwoc lap

Ik, ] [ Close
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% binh dang di¥ liéu sé e

= Dinh dang tuy bién

> Lap chubi dinh dang sb, dung cac ky hiéu sau:
# :dai dién cho mot s, néu khéng cé sb thi dé tréng
0 :daidién cho mét sb, néu khéng co s6 thi hién s6 0
, . :dau cham thap phan va dau phan cach hang ngan
Hang chudi :

hién thi cung voi sb, phia trwdc va/hay phia sau sé
> Lap chubi dinh dang thoi gian, dung cac ky hiéu sau:
d,m,y,h,m,s

Twong tng voi 6 thanh phan cia mot gia tri thoi gian.
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g Pinh dang di liéu sé

= Dinh dang tuy bién

Viéc dinh dang nham

hién thi ndi dung

trong 6, khéng lam

E3 Microsoft Excel - Book1 thay doi kiéu di liéu oi=]
(=] Fle  Edit  Wiew Insert Format  Tools  Data  Window Type & question for help v - .
H= NGRS - HEL (W A|B I U S == E|E- O A
D% v s 4/30/1975
A E - D

1

2 Trudce khi dinh dang |Chudi dinh dang |Sau khi dinh dang

3 1200 # #H## "Kg" 1,200 Kg

4 12500 ####.00 "Dong" 12,500.00 Pdng

5 4/30/1975 ddimmiyy 30/04/75]|

6 9:15:05 AM hh:mm:ss 09:15:05

7 9.7 #.00 9.70
Mo h % Sheetl  Sheet? f Sheet3 / | < * ]
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% Néi dung chinh o

= |n bang tinh
» Dinh dang trang in
> Thiét 1ap vung in
> Inramay in
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% Dinh dang trang in

/

= File > Page Setup...

> Thé Page: hwéng in, loai gidy in, ty 1& in...

-

Hw&ng trang in: Hiig2 S,

dQC hOéC ngang ......... F‘ age ........... | Margins || Header,ﬂ;nnter || Sheet |
~ j\\ Crientation :
e [ Prink... l

Ty Ié 0/0 trang IN SO L IEE}P'u:url;railz A| {:}I:andscape [ Prink Preview l
| VO kich thwéde thuc Jas o)

(%) adjust to: (100 5 %% normal size
[Chon kh6 g|éy in 1\ () Fitto: |1 > | pagels) wide by |1 & kall
; L
Paper size: Letker b
[ Ché’t IU’O’ng in \\>‘F‘rint quality: 300 dpi "
(dlem anh/InCh) First page number: Auko
(0] 4 ] [ Cancel
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% Dinh dang trang in S —

= File > Page Setup...
> Thé Margins: dinh |1& gidy, canh bién...

. )Y Page Setup
Dinh 1& _
trén, dU’é’L Page | Margins | Header/Fooker || Sheet
trai, phai Top: Hegder: [ pie.. |

[ Prink Prewview l

[

o rong tiéu |
dé dau trang

Eottorn: Fooker: R L
1 E s & D‘Q rong tieu
dé cudi trang

z
A

Opkions. .. l

Left: Righik:
075 = 0,75 =

ngang/doc trang giay

[ Canh gitra theo bé

[/

~

Center on page

?Hnrignntallyj [ ] wertically

[ oK ][ Cancel l
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% Dinh dang trang in 4_!

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

Page Setup

Chen cac thong tin
sb trang, tac gia,
tén tai liéu...

| Page || Margin5| Header/Footer | Sheet |

EatDauEscel ’ Prink... ]

[ Prinkt Presiew ]

Header:
[ Oplions. .. ]

BatDauExcel

Cuskom Header, .. ] [ iZustom Footer, ., ]

|
F

ooker:

'ZZZ'u-E'nn I% hoc sinby, Trang 107

y vao vlng tiéu dé

[ Nhap ndi dung tuy

—\{

Euan Ij hoo =ink Trang 1M

Ik ] [ Zancel
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% Dinh dang trang in g

= Tao tiéu dé trang tuy vy
Custom Header.../Custom Footer...

Cheén sb Chén |] Chéntén || Chéntén _
Nut dinh trang gio tap tin bang tinh %]
~  Brck the bext, chaop q\ \n. O
dang ChU’ ber, date, i ile \ tab name: posi hie Chén | |
insertion P Nq the edit box, BN \c op\ \be button, | Cancel |
Toinsert pickure: phe. \the Inserk Pick ‘e rma\ wour pickure, pll g2 the h\lnh
cursor in the edit boaxd press tha\Format Pic  butkal, /(
Dinh dang
() [8)lz] @e] )@= @)% == hinn
Left section: Cenkter section: /\ Right seckion:
Tigu dé... &[Date] \ ‘ Trang &[Page)/&[Pages]
Chén téng Chén dwdng dan
sO trang va tén tap tin
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g Thiét Iap vung in g T ——
d

= Bang tinh c6 rat nhiéu 8, thédng thwdng chi can in
mot ving bang tinh nhat dinh — chira ndi dung
can in.

= Thiét 1ap ving in
» Chon vung
> File > Print Area > Set Print Area

= Huay vung in
> Chon vung in da thiét 1ap
» File > Print Area > Clear Print Area
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= File > Print...
& CTRL+P

Chon cac
trang in

Chon may in

Printer
Mame: r;ﬁ HF Laserlek 2200 Series PCL w | Properties, .. |
Skakus: Idle : -
Tvpe: HP LaserJet 2200 Series PCL | Find Printer... |
Where: LPT1: Sé bén in
Conment:
[ ] Print ko file
Print range Copies
@ al Mumber of copies: ¥ Dlnh thtr
O Pagefs)  Erom: ¥| Io: 3 tw khi in
Print what Ijgl Ijg Callate nhiéu ban
() Selection (") Entire workbook
(%) Active sheek(s)
<[ Xem trude trang in } [ o« | [ conce
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