PHAN 6

XU LY BANG TINH EXCEL

Gi4o vién bién soan:
Lwong Viét Nguyén
Pham Hong T héi
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GIOl THIEU

Excel 1a chuong trinh xir Iy bang tinh nam trong bd Microsoft Office ciia hang

phan mém Microsoft.

Ciing nhu cac chuong trinh bang tinh Lotus, Quattro Pro, ... bang tinh cia Excel
ciing bao gdm nhiéu & duoc tao bai cac dong va cot, viéc nhap dir liéu va lap cong
thirc tinh todn trén Excel ciing c6 nhitng diém tuong tu, tuy nhién Excel c¢6 nhiéu tinh
nang uu viét va cd giao dién rat than thién véi nguoi sir dung.

Hién nay c6 nhiéu phién ban cia Excel nhu Excel 5.0, Excel 95, Excel 97, Excel
2000. Chuong trinh ndy huéng dan sir dung Excel 2000, néu ban chua tirng sir dung

cac phién ban trudc cia Excel thi viéc hoc chuong trinh nay ciing khéng ¢o gi tré ngai.

Khi hoc Excel ban nén xem phan |y thuyét va minh hoa, sau d6 khéi dong Excel

vira hoc vira thuc tap.

v Dic diém cua Excel 2000
Excel 2000 lamot phan trong bo Office 2000 caa Microsoft chay trén méi truong
tr Windows 95 tro nén do d6 Excel 2000 c6 nhiéu diém giong véi Word 2000 trong

céch dinh dang vatrang tri, khi sir dung Excel 2000 can chily mot sb diém sau:

Hau hét céc nguyén tic va céc thao téc thuc hién trong Excel 5.0, Excel 95 va
Excel 97 déu c6 thé thue hién trong Excel 2000.

Cé&c tép tao boi Excel 5.0, Excel 95 va Excd 97 déu twong thich trong Excel
2000, nhung cac tép tao boi Excel 97 s€ khong tuong thich voi cac phién ban truéc,
tuy nhién néu can Excel 97 co thé ghi tép dudi dang tuong thich véi cac phién ban

truoc.

* Bo Offce 2000 bao gom Word 2000 (soan thao van ban), Excel 2000 (Xt |i
bang tinh), Access 2000 (quan tri co so dir liéu), Power Point 2000 (thuyét trinh) va
Outlook 2000 (thu tin dién tir), FrontPage (1ap trinh Web).
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BAI THUC HANH SO 1 (3 tiét)
Tao bang tinh don gian

1 NOIDUNG THUC HANH
s/ Lam quen voéi Excel

o Céch khoi dong, tat chuong trinh Microsoft Excel 2000.

0 Thao tac man hinh cua Microsoft Excel: Thanh thyc don, thanh cong cu,
thanh dinh dang, thanh trang thai.

Vs Thao téc voi bang tinh trong mét Workbook

0 Céc khé niém co ban Workbook, Worksheet va céc thanh phan mot
bang tinh.

0 Chon mét bang tinh, d6i tén bang tinh.
0 Cheén, x6a, di chuyén hoic sao chép bang tinh
v Thao tac vai Fledi liéu
0 Mo file co san, tao mot file méi, ddng file hién thoi.
o Ghi file hién thoi vao dia, ghi vao dia voi tén khéc.
v Nhap dir liéu
o Nam duoc céc kiéu dir liéu trong Excel: kiéu sb, ky tu, kiéu ngay thang,
kiéu cong thirc
o Céch di chuyén con tré trong bang tinh.
0 Cé&chnhap, siravaxoadir li¢u trén bang tinh.
v Thao t&c vai hang, cot, 6 trong bang tinh
0 Caéc céch chon, chén, hay: Hang, cot vad
0 Thay dbi d6 rong hang va cot
v Sao chép vadi chuyén dit liéu
0 Céch sao chép vadi chuyén dir liéu.

0 Sao chép dinh dang, chen ghi cha
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2 TOMTATLY THUYET

2.1 M6t sé thao tac co ban véi file div liéu
Khaoi dong Excel : Start /Programs /Microft Excel.
Thoét khoi Excel: File/ Exit hoac Alt + F4.
Mo file moi: File /New
Ghi file vao dia: File/Save
Ghi file hién thoi vao dia voi tén khéc: File / Save As.

Goi filecii: File /Open.

2.2 Man hinh Excel

- Lam an/hién thi céc thanh cong cu

- Di chuyén vi tri hién thi ciia c&c thanh cong cu
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2.3 Bangtinh

Trén mdi bang tinh c6 nhiéu cdt (Column) va dong (Row), viing giao nhau gitta
cot vadong goi 1a 6 (Cell).

Cét: Co tat ca 256 cot duoc dat tén theo thir tuw A, B, C,... &én V.

Dong: C6 65536 dong, dat tén theo thir ty 1, 2, ... 65536.

O: M&i 6 déu co dia chi riéng, dia chi ndy duoc xac dinh bang tén caa cot vatén
ciadong tao ra6 do (tén cot ludn ding trude tén dong). Vi du: 6 C8.

Ving: Latap hop nhiéu & dang lién nhau, dia chi cia ving duoc xéc dinh bang
diachi cia ¢ goc trén tréi vaé & goc dudi phai ciaving, vangan cach bang dau hai
cham (). Vi du: viing C3:E13.

2.4 Cac thao tac v&i moét bang tinh
Bdng tinh: Trong mdi tép Excel s& ¢6 nhiéu bang tinh véi tén mac dinh 1&
Sheet1, Sheet2, Sheet3,...Ta 00 thé thao tac vai céc bang tinh nhu sau

Kich hoat bang tinh

- Click chuot vao tén sheet trén danh sach cac sheet.

- Duing céc nat chuyén 41 wir &1 DT

- Click n(t phai tai viing cac n(t chuyén va Click vao tén sheet can thiét.
Cac thao tac vai sheet : Click nat phai chudt vao tén sheet va chon cac 1énh
sau:

- Rename: d6i tén bang tinh

- Insert: chén thém bang tinh

- Delete: x0a bang tinh

- Moveor copy: di chuyén hoic sao chép bang tinh.
2.5 Céc kiéu div liéu

Trong mot 6 chi ¢ thé chira mot kiéu dir liéu, kiéu dit liéu dugc phan chia nhu
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251 Kiéu sb:

Excel hiéu 1a dang chudi phai nhap dau nhay don

Ky tu gd vao la s, & ché do mac dinh di B AT IRRY -
ligu dang s5 & hién thi phiabén phai cia, néula (it o : O
r 2 r 2 _—4
s0 am co thé nhap dau (-) phiatrudc hoac dé trong | 4
ngoic don. : D ez by _F_F
P : 145
25.2 Kieu chuoi: 5 L ASAT
Ky tu g& véo la chir, mic dinh s3 hién thi ¢ f 3 .
phia bén tréi cia 6. Khi dir liéu la kiéu 5, mudn | &| |=@aens B4
9 Z5-Naw- 1558
1]
11

() vao trudc.

2.5.3 Dir li¢u kiéu ngay thang:

Nhap ngady thang binh thuong véi dau phan cach 1a gach ngang (-) hay gach ding

(/). Phan théng Excel cd thé hién thi sb hoac chir bang tiéng Anh, quy dinh cach hién

thi trong hop thoai Format Cell.

25.4 Kiéu cong thic:

Dit liéu kiéu cong thuc s8 1a nhitng phép toan hay
cac ham, mubn nhap dir liéu dang cong thirc phai nhap
dau bang truéc (=) .

2.6 Nhap, stra, xb6a div liéu

Nhap hang : Chon 6 tréng ® G dix liéu ¢,

|
B
3

A c
=(A2+A3)/3

Nhap cong thirc : Chon 6 trong ® G6 dau bang (=) ® G6 biéu thirc ¢,

Siratoadn bo dit liéu : Chon 6 can sra® G dir liéu mai ¢,

Siramot phan dit liéu : Chon 6 can sta® Nhan F2 hoic Click chudt 1én dong

nhap dit liéu ® Chuyén con tro text toi vi tri can sira, x6a bat hoic chén thém

dit ligu ¢,

Xéadir liéu : Chon 6 can xéadit liéu ® Nhan phim Delete.

béanh s tha tu
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A B Pé danh sb thir tu cho céc danh muyc trén bang tinh, cé thé
; S.iT L:fi " nhap s6 vao tirng 6 theo tha ty 1, 2, 3, ... binh thuong. Tuy
3 B | nhién Excel cho phép thuc hién cong viéc nay mot cach nhanh
- < chéng hon, thuc cht day 1a phuong phép sao chép lity ké co thé

thuc hién theo céc budc sau:

B1: Nhip hai sb ndo d6 véo hai 6 ké LD ca;El 5%? % l'i!aﬁv 0o
| - =
tiép nhau trén cing mot cot hoac mot dong. A[B C¢C|D|E F G

O ] I G
B2: Chon ca hai 6. 2 P 2 i -3
3] 3 21
B3: Pua tro chugt dén goc co dau 4| 4 -19
‘. , R : 5 5 ! A7
cong cua khoi chon (goéc dudi phai). Click g P B | 15
& drap theo cot hoic dong dé sao chép. Sb & ; ; i ﬁ
cac 6 duoc sap chép dén s8 co gia tri theo % 3 ?
. , 1 -
thtr tu tang hoac giam dan theo mot cong sai 11 |1 5
nhét dinh bing hi¢u s6 ciahai 0 dautien. Vi 12 | 12 1\ :
du: W
Néu sb trong hai 6 dau 1a1 va 2 (Cong 1? - 25|
sai =1) thi sb 6 cac O ké tiép a3, 4, 5... et

Néu s trong hai 6 dau la1 va3 (Cong sai =2) thi s6 ¢ cac 6 ké tiép 1a5, 7, 9...

2.7 Cac thao tac véi hang, cét, 6

Chon hang, cot 6

Click chudt vao tiéu dé hang néu chon ca hang, vao tiéu dé cot néu chon
ca cot, vao 6 néu chon 6.

Chon céc hang, cot, 6 lién nhau: chon phan tir dau khéi. Gitr Shift va
Click chudt vao phan tir d6i dién & cudi khdi.

Chon céc hang, cot, 6 roi rac: chon mot phén tir. Gitr Ctrl va Click chon

céc phan tir con lai.

Chén thém hang, cot, 6 : Chon sb hang, cot, 6 can chén. Click nat phai chubt,

chon Insert hoac dung Insert => Rows (hoac Columns hoac Cells).

Hay hang, cot, 6 : Chon sd hang, cot, 6 can huay. Click ndt phai chudt, chon

-7-
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Delete hoac dung Edit => Delete.
Thay dbi d6 rong cot
- Chon céc cot can diéu chinh d6 rong
- Dt tro chudt & mép phai ving tiéu dé va ré chust hoac ding thuc don
Format / Column / Width.
Thay d6i d6 cao hang
- Chon céc hang can diéu chinh do cao
- Dat tré chudt & mép dudi ving tiéu dé va ré chudt hoic ding thuc don
Format / Row / Hight.

2.8 Sao chép va di chuyén, x6a div liéu

2.8.1 Sao chép dir ligu

C6 thé thuc hién cac cach sau:

Céach 1:
Dung dugc trong moi truong hop
B1: Chon khbi muén sao chép.

B2: Click biéu tuong copy hoic sir dung trinh don Edit\Copy (Ctrl+C), ciing c6
thé right click va chon Copy.

B3: Chuyén 6 chon dén vj tri dich, click biéu twong Paste hoic sir dung trinh don
Edit\Paste (Ctrl+V) hay right click va chon Pagte.
Cach 2

Chi dung khi viing dich ké bén viing ngudn va vang nguon chi nam trén mot cot

hoac mot dong. Sau khi chon vung thuc hién:
- Edit\ Fll\ Down : Chép xuéng dudi.
- Edit\ FllI\ Right : Chép sang phai.
- Edit\ Al Up : Chép léntrén

- Edit\Fill\Left  : Chép sang tréi.
-8-
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Céch 3:

Giéng nhu céch 2 nhung diing chudt.

Sau khi @4 chon khdi duatré chuot dén goc dudi phai, tro chudt s& chuyén thanh
dau cong (+), click & drap vé phiamubn sao chép.

2.8.2 Di chuyén va xda dir liéu

B1: Chon khéi mubn chuyén dit liéu

B2: Chon Cut c6 thé thuc hién cac cach sau:

- Right Click vachon Cut.

- Chon Edit\ Cut (Ctrl+X).

- Click biéu tugng Cut.

B3: Di chuyén t6i dich sau d6 chon Paste ¢ thé thyuc hién cac cach sau:

- Right click tai 6 dich vachon Paste.

_ Edit\ Paste (Ctrl+V).

- Click biéu trgng Paste (trén thanh cdng cu)

2.8.3 Xoadir ligu:

O khéng bi x6a. Chon khdi dit liéu mudn xéava thuce hién mét trong nhitng cach

- Rignht click vachon Clear contents.
- Chon Edit\ Clear\ Contents.
- Nhan phim Delete.

Sau khi x6a, néu mudn lay lai dir liéu c6 thé sir dung tinh nang Undo bang mot
trong 3 céach sau: Chon Edit\ Undo, nhan Ctrl+Z, hoic click biéu twong Undo trén

thanh cong cu.
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2.9 Sao chép dinh dang, chen ghi chu

29.1 Sao chép dinh dang:

Chi sao chép dinh dang cua 6, khong sao chép ndi dung 6. Néu mubn céc 6 khac

c6 dinh dang gidng nhu mat & ndo do ta co thé thuc hién nhu sau:
B1: Chon d cd dinh dang mudn sao chép
B2: Click biéu tugng Format\ Painter

B3: Click vao 6 hoic click & drap 1én khdi mubn sao chép.

2.9.2 Chen ghi chu (Comment):

Mdi 6 déu co thé chén ghi chd, khi duacon tro chugt dén goc bén phai cua 6, ghi

chl s3 hién thi. Bé chén chi cha can thuc hién:

Right click tai 6 muén chén ghi chi va chon Insert Comment (hoic sir dung trinh

don Insert\ Comment).

Chon Format\ Comment dé dinh dang kiéu chir (font) sau d6 nhap ghi chu binh
thuong.

2.9.3 Chinh sira va xo0a ghi chu:

- Chinhsira : Right click tai & mudn chinh sirava chon Edit Comment

- Xoba - Right click tai  muén x6ava chon Delete Comment.

3 TO CHUC THWC HANH
Gi&o vién nhac lai ly thuyét, huéng dan sinh vién 1am theo céc thao tac. Chon 1
trong 2 bai thyc hanh trong muc Bai thuc hanh trén [6p dé sinh vién ty 1am dudi sy
huéng dan cia gido vién.
4 BAITHYC HANH TREN LOP
Bai 1. Thyuc hién cac cong viéc sau:
Khoi dong EXCEL, thyc hién céc thao tac phdng to thu nho cira 5

WORKBOOK, dinh dang man hinh (an/hién thi thanh cong cu, cac ché do

hién thi), di chuyén thanh cdng cu, st dung céc thanh trugt ngang truot doc
-10-
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dé duyét cac Cell trong Sheet.
Tao mot Bang dir liéu tly y cO céc cot chira cac kiéu dit liéu khéc nhau & trén
Sheet 1, vi du nhu hinh duéi.

a | B | C D
1 |Danh sich hoc sinh lép 10A
2
3
4 |5t Heo vatén |Ngiy einh
5 1|Trén 21159/80
Thanh
g5 2|Heoang 42080
Tuén
7
g
9

Doi tén Sheet vira nhap ("Sheet 1") thanh “Cac kieu du lieu”. Chén thém
Sheet méi vao trudc Sheet ndy, xda Sheet co tén "Sheet 2", chuyén Sheet
“Cac kieu du lieu” 1én trudc Sheet vira chen moi, sao chép Sheet “Cac kieu
du lieu” thanh sheet méi co tén “Kieu du lieu”.

Ghi CSDL da tao |én dia véi tén “Lam quen voi Excel.xIs” va déng cia s
WorkBook.

Mo tép “Lamquen voi Excel.xIs”.

Thoat khoi EXCEL.

Huéng din

1. Khoi dong Excel: Start\ Programs\ Microsoft Excel sau dé thuc hién cac thao téc:
cho hién thi/an thanh cong cy, di chuyén, phéng to, thu nho cira so.

2. Nhap dir liéu vao bang tinh: Click hoat 6 can nhap di liéu, sau ¢6 nhap vao noi
dung. Cac ki ty gd vao s3 thé hién trong 6 nhap va trén dong nhap dir liéu (Formula
bar). Trong qua trinh nhap co thé sir dung két hop c&c soan thao nhu End, Home,
Backspace, Delete.

3. Nhan phim Enter dé chuyén sang 0 tiép theo hoic ciing ¢6 thé sir dung c&c phim
miii tén ¢, &, &, &. Néu thay doi y dinh nhap dir liéu, nhan phim ESC. Khi d6
dir liéu vira go s€ khéng duoc nhap vao 6 hién thoi.

Nhap dir liéu kiéu text : Khi dir liéu nhap vao | chir céi théng thuong (text)
Excel s3 tu dong dong hang text ndy vé mép tré caad.
-11-
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- Néu text dai hon d¢ rong cua 6, Excel cho phép kéo dai ki tu sang céc 6
1an can ¢ bén phai, néu 6 bén phai réng (xem diz liéu trong 6 Al hinh
trén).

- Néu céc 6 bén phai da chira dir liéu thi mot phan text vira go (xem diz
liéu trong cac B5, B6 - di liéu gd vao |a "Tran Thanh Binh" va "Hoang
Tudn HOng") s3 bi che khuit, tuy nhién, tat ca cac dong text duoc da
dugc ghi vao 6 nay.

Nhap dit liéu kiéu sd : S6 dugc nhap vao s& dugce don sang bén phai 6.

- Mot cach ngam dinh, phan thap phan duoc ngian cach véi phan nguyén
bai diu chim (.). Do d6 chiing ta phai go sb 345.6 chir khong dugc gb
345,6. Néu gb 345,6 Excel s3 hiéu do ladir liéu kiéu text.

- Khi s6 dugc g6 vao dai hon do rong cia mot 6, Excel s3 thé hién sb d6
duéi dang du phay dong (hoac dang khoa hoc, vi du nhu 3E+04) hoic
HHHHH#, DE xem toan bo sd, can nai rong do rong cot.

Nhap dir liéu kiéu ngay thang : Nén gb theo cac khudn dang ma Excel co thé
tu dong nhan biét. Bang sau day liét ké cac khuén dang ngay thang (Date) va
thoi gian (Time) cua Excel.

Go Kiéu Ghi chu
4—Apr d—mmm Ngay, thang
9/23/89 m/d/y Théng, ngay, nam
23—-Sep-89 | d-mmm-yy Ngay, thang, nam
Sep -89 Mmm —yy Théng vanam
12:01 Am h:mm AM/PM | Gid, pht sang hoic chiéu
12:01:00 Am h:mm:ss Gio, phut, gidy sang hoac
AM/PM chiéu
12:01 h:mm Gio, phat
12:01:00 h:mm:ss Gio, phit, gidy
9/23/89 12:00 = m/d/yy h:mm Théng, ngay, nam, gio, phat

CuuDuongThanCong.com
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- C6 thé gd dau "/ " hoic diu "-" dé ngan céach giita cac ki ty chi ngay
thang. Vi du: 2/19/80.
- C6 thé gd ngay va gid trong cing mot 6 nhung bat budc ngay va gio
phai phan cach nhau boi mot diu tréng. Vi du 2/19/80 1:30 AM.
4. Thao tac vai bang tinh
Chuyén d6i Sheet hién thoi bang cach Click tén Sheet can dén.
Doi tén Sheet 1 (vira nhap) thanh “Cac kieu du lieu” nhu sau:
- Chon Sheet ¢6 tén "Sheet 1" ® Nhan chudt phai chon Rename va go vao
tén mai (“Cac kieu du lieu”’), hoac
- Kich @ap phim tréi chuét 1én tén Sheet 1. GO vao tén mai.
Chen thém 1 Sheet vao trudc Sheet “ Cac kieu du lieu”
- Nhén chugt phai tai Sheet “Cac kieu du lieu” chon Insert...
- Hop thoai Insert xuat hién chon Worksheet vanhan OK
Xba Sheet 2
- Click Sheet 2
- Nhén chugt phai tai Sheet 2 chon Delete. Néu trén Sheet khdng co di
lidu thi Sheet d6 s& xda, con néu Sheet ¢ dir liéu khi d¢6 xuat hién hop

thoai nhu sau:

Microsoft Excel

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

[ Celete ] [ Cancel ]

- Néu mubn x6a chon Delete nguoc lai nhan Cancel.
Di chuyén Sheet “Cac kieu du lieu” 1én trugc Sheet vira chén
- Click Sheet “Cac kieu du lieu”
- Click & Drap |én trudc Sheet vira chén.
Sao chép Sheet “ Cac kieu du lieu” véi tén la*“Kieu du lieu”
- Click Sheet “Cac kieu du lieu”
- Gitr phim Ctrl va Click & Drap khi d0 € tao thém 1 Sheet mai va thuc
-13-
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hién doi tén Sheet vira sao chép.
5. Ghi CSDL datao lén dia

B1: M¢ thuc don File, Click chudt vao Iénh Save (hoac Click chudt vao nit Save
& trén Standard toolbar).

B2: Néu day la lan dau tién luu file vao dia, Excel s& xuat hién hop hoi thoai
Save As (xem hinh dudi).

B3: Trong Save As HE

hop Savein Click T 100 t pocuners =] = E T
' Bookl Save I
chuét vao nat :auooonf el |
combo, xuat hién ::ua options... |

cau trac folder (thu 2

muc), Double
Click chuot vaotén

File name: 00k, j
cac thu mucC dé Sawe as bype: IMicr-:-soft Excel Workbook j

chon thu muc 8 luu trix file.

Vi du: néu mudn luu trix file trong thu muc Baangtinh trén 6 C, hay Click chuot
vao nit Combo, sau d6 Double click vao tén 6 dia C va Double click tiép vao tén thu

muc Bangtinh (xem hinh dudi).

Save As

EEEE

4

Savein: |[_J Bangtinh

é Deskhop

¥

S
e N
=0 3% Floppy () Cancel |
=3 Marketingl (iC:)
- Ophions... |

Metwork Meighborhood
[ online Services

=% Internet Locations (FTR)
W& AddjModify FTP Locations ¥

File: mame: IBou:ukl j

Save as bype: IMicrosoﬂ: Excel Workbook, j

B4: Click vao hop File name, x0a chir Bookl, go tén file méi |a Lam quen voi

Excel. Tén file trong mdi truong Windows cho phép toi da 255 ki tu.
Chay: Khdng nén nhap tén bang chir Tiéng Viét co dau.

-14 -
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B5: Nhan phim Enter hoac Click niit Save.

Excel ty dong gan phan mé rong . XL S vao tén file. Do do tén file day du ldc nay
|a Lam quen voi Excel xIs. Tén file vira dat s8 xuat hién trén thanh tiéu dé caa bang
tinh.

Ghi chu:
Trong truong hop tén file vira gd vao tring véi tén file co sin tai chinh thu muc

vira chon, s& xuat hién théng béo tuong tu nhu sau

Microsoft Office Excel

! 'E The File Lam quen wai Excel.xls already exists. Do wou want ko replace the existing File?

[‘res][ Mo ]

May théng béo rang da ton tai file Lam quen voi Excel.xIs tai thu muc Bangtinh
cua b dia C, ban c6 mudn thay thé file cii hay khong? Néu Click bat Yes, may s& xéa
file cii va ghi noi dung coa file moi vao dia véi tén cii. Néu chon No, thi file cii s
duogc gitr nguyén vandi dung caafile méi s€ khdng dugc ghi vao dia.

Khi ghi filetir 1an thir hai tre di, Iénh Save s& ghi dit liéu duoc bd sung hoic thay
do6i caafile d6 vap diamakhdng xuat hién hop hoi thoai.

6. M¢ tép Lamquen voi Excel.xls trong thu muc Bangtinh ¢ 6 dia C raman hinh

Khi muén mé mot file da duoc luu trix tir diara man hinh dé 1am viéc tiép, hay
thuc hién cac budc sau:

B1: M¢ thuc don File, chon lénh Open (hoic Click nit Open &trén Standard
toolbar). Xuat hién hop hoi thoai Open.

B2: Trong hop Savein, chon 6 diavathu myc luu trix file cin mo.

B3: Double click vao tén file can mg. Hoic Click chon tén file can mé va Click
vao nut Open.

Ghi chu:

Mot cach ngam dinh, Excel luu trir 4 file dwoc md gan nhat ¢ cudi thuc don file.

Do d6, dé¢ mé mot trong 4 file d6 chi viéc Click vao thuc don File va Click vao tén file

ciAn mo.
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Tir Windows 95 trg 1én, c6 thé ma file duoc sir dung thuong xuyén bang céach
Click vao n(t Start, tro tiép vao Documents va Click vao tén file can mo.

Tai mot thoi diém cd thé mé nhiéu file cia Excel. C6 thé xem danh sach céc file
dang mo & dudi thuc don Window. Khi can Click hoat file ndo, hdy Click vao tén file
do.

7. Thoat khoi EXCEL.

Ciing nhu céc chuong trinh ung dung khéc, truge khi thodt can phai luu lai dir

lieu, sau d6 thod bang mot trong nhitng cach datrinh bay trong phan Iy thuyét.

Vi du: Chon File\ Exit hoic bam phim Alt + F4

Bai 2.
1. Nhap bang tinh sau (ghi véi tén la LUONG):

A B C D E F G H

1 BANG LUONG THANG 6 NAM 2006

2 Stt Ho vatén Ngdy sinh LuwongCB S ngdy cong Thuong  Phat Tongthu

3 1 LéThiTéo  12/03/1956 276 20
4 2 LovanChi  03/11/1967 290 23
5 3 PaoThi Phéo 05/10/1968 254 18 200
6 4 HaThiNo 09/04/1972 290 24
7 5 DdVanlLiéu 23/06/1977 333 26
8 6 ViiVinXién 14/05/1976 290 19

2. Sir dung céc chirc nang Copy, Cut, Paste, Paste Specidl,... trong Menu EDIT dé b
sung vao CSDL trén cho du sd nguoi trong Co quan 1a 30 ngudi.

3. Sao chép CSDL trén sang Sheet khéc

4. Cheén thém vao sau cot Luong CB mot cdt Phu cap. Chén thém 1 ngudi vao trudc
"Pao Thi Pheo"
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5. Xdadong nguoi co tén Vii Van Xiém, xoa cot Ngay sinh
6. Stranguoi tén "bao Thi Pheo” thanh " Bam Thi Pheo". Siramuc luvong CB tir 276
thanh 285, tir 333 thanh 359.
7. Xoadir liéutai 6 F5.
8. Thu hep cdt S6 ngay cong va Luong CB, ting do rong dong sb 2.
9. Hay thyc hién ndi dong 1.
10. Ghi File LUONG hién tai thanh File LUONG-T6-2006.xIs
11.Dong File hién thoi
Hudéng dan:
1. Trudc tién can khai dong Excel va ghi tép voi tén LUONG. Sau d6 nhap dir liéu
nén sir dung mot sb thi thuat nhap dit liéu nhanh nhu sau:
Néu dir liéu can nhap 1amot ddy sd hoidc chir tudn theo mot quy luat nao do,
vidu ¢t STT: 1, 2, 3, 4, ... taco thé nhap nhanh nhu sau:
B1: GO dir liéu vao hai 6 dau cia ddy (hoic chi can gb vao mot 6 dau cia day
trong trudng hop can nhap day thang hoac ngdy trong tuan).
B2: Chon hai (hoic mot) 6 dau.
B3: it tro chudt tai Fillhandle cho bién thanh ddu +. Sau d6 ré chudt sang phai hoac
xudng dudi dé tang day so.
Minh hea:

Thao tac Két qua
A B Fillhandla A B

(2 W] N A1 Y RS
(W] I ] 8] RS
| 0| | ol e —

Néu can nhap dir liéu gibng hét nhau trong mot hoac vai ving, hay lam nhu

sau:
B1: Chon viing dinh vao dit liéu (lién nhau hoic cach nhau).
B2: GO dir liéu vao 6 hién thoi.
-17 -
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B3: Giir Ctrl vanhan Enter.

Vi du bang trén: O D4, D6, D8 déu co dir liéu la 290. Bé nhap nhanh dir liéu
vao c&c 6 nay can thyc hién nhu sau: Phai chon cac 6 D4, D6, D8 (gi# phim Ctrl khi
chen céac 6 khéng nam canh nhau). G6 sb 290" vao 6 D8. Tiép tuc gi# Ctrl vanhan

phim Enter, két qua ca bén 6 D4, D6, D8déu co cling sd 290",

Xem hweéng dén trong hinh sau:

Thao tac K ét qua
D E D E D E

4 290
5

6 290
7

8 290 290
9

Chon 6 D4, ~ & Gitra Ctrl gb

D6, D8 GO 6 290 Enter )

2. Sir dung céc chtc nang Copy, Paste... ¢é bd sung vao CSDL trén cho du sb nguoi
theo yéu cau.

3. Sao chép CSDL trén sang Sheet khéc bang céch giira phim Ctrl chon tén Sheet can
sao chép vaClick & drap dén vi tri mudn dat Sheet.

4. Cheén hang, cot. B6i khi sau khi gd dir liéu, ta co nhu cau chén thém hang, cot hoic

6 dé dién thém dir liéu. Céc thao tac chén thém dugc thuc hién nhu sau.
Chén hang
B1: Chon sd hang can chén bang céch ré chudt tai viing tiéu dé hang.

B2: Click nit phai ciia chudt tai viing chon dé xuét hién thuc don ngan va chon

[énh Insert (hoac mo thuc don Insert va chon [énh Rows).
B3: Néu can thiét, gd noi dung vao céc hang trong vira chén thém

Vidu:
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Truse khi chén Sau khi chén va go
th&m néi dung

A A
1 100000 1 100000
2 500000 2 300000
3 3 E00000
4 4
Chen cot

B1: Chon s ¢t can chén bang cach ré chuot tai vang tiéu dé cot.

B2: Click nit phai cia chudt tai viing chon dé xuat hién thuc don ngan va chon

[énh Insert (hoac mo thuc don Insert va chon [énh Columns).

B3: Néu can thiét, g noi dung vao céc cot trong vira chén thém

Vidu:
Truée khichén Sau khi chén va gb thém ndi dung
A B A B C
1 |3t | Ngay sinh 1 =it Ho wa tén Mgy sinh
2 2
3 3
4 4

5. Huy hang, cot vao . Khi can huy hang, cot hoac 6 hay thuc hién theo cac cach sau.
Huy hang
B1: Chon sd hang can huy bang cach ré chudt tai ving tiéu dé hang.

B2: Click nit phai ciia chudt tai viing chon dé xuét hién thuc don ngan va chon
[énh Delete (hoac mo thuc don Edit va chon Iénh Delete).

Vidu:
Trude khi huy Sau khi huy
A A
1 100000 1 100000
2 300000 2 500000
3 S00000 3
4 4
Huy cot

B1: Chon sb cot can hay bang céch ré chudt tai viing tiéu dé cot.

-19-

CuuDuongThanCong.com https://fb.com/tailieudientucntt


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

B2: Click nit phai ciia chudt tai viing chon dé xuét hién thuc don ngan va chon
[énh Delete (hoac mo thuc don Edit va chon Iénh Delete).

Vidu:
Trudc khi huy cot Sau khi huy cot
A B C A B
1 =it Ho va tén 1 =i Ho va tén
2 z2
3 3
1 7

6. Stravaxodadir liéu. Sau khi gd dit liéu, ddi khi tacan siralai dit liéu cho chinh xé&c.
C6 thé siradir liéu trong céc truong hop sau:
Thay toan bo dix liéu cii bang di liéu hoan toan moi
B1: Chon & chiradir liéu mudn thay thé.
B2: GO dur liéu mai.
B3: Nhan phim Enter.

Vi du : Néu mudn thay s "276" trong 6 D3 boi s6 258, hay Click chudt vao 6
D3, g6 258 vanhan Enter.

Stramdt phan ndi dung trong 6
B1: Chon & can srandi dung.

B2: GO phim F2 hoac Click chudt vao dong nhap dir liéu sao cho Xuat hién tro
text & cudi phan dir liéu trong 6 hién thoi hoac trong dong nhap dix liéu.

B3: Néu can thiét, ding cac phim miii tén dé chuyén dén céc vi tri can sira.

B4: X6a phan dir liéu sai bang céc phim Delete hoic Backspace hoic gd thém
phan dir liéu can b6 sung.

B5: Nhin phim Enter sau khi sraxong di liéu.

Vi du: néu muén sta " Pao Thi Phéo" thanh " Bam Thj Phéo" tai & B5, hdy Click
chugt vao 6 B5. Sau khi nhan phim F2, con tré text xuat hién ¢ cubi phan dir li¢u, ding
phim 3 dé chuyén tro text toi sau chir “0” xo6adi, gb vao chir "m" va an phim Enter.

7. Xoéadu liéu
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B1: Chon 6 F5 chiradi ligu cin x6a

B2: Nhan phim Delete.
8. Thay doi d6 rong hang va cot

Trong Excel, mdi cot c6 do rong mac dinh cho phép gd 8 ki tu (theo font chuan)
vado cao ngam dinh 14 12.75 cham diém (point). Trong thuc té, sau khi nhap dir liéu,
tinh toén, phan tich vaxa ly dir liéu chiing ta phai diéu chinh lai d rong cac cot ciing
nhu d6 cao cac hang.

Thay d6i d6 rong cot

B1: Chon s cot can diéu chinh d6 rong.

B2: Pat chudt & mép phai viing chon tai phan tiéu dé cot sao cho bién thanh dang
miii tén hai dau

B3: Click & drap sang tré hodc phai dé giam hoic tang d6 rong cot.

Thay d6i d6 cao hang

B1: Chon s hang can diéu chinh do cao.

B2: it chudt & mép dudi ving chon tai phan tiéu d¢é hang sao cho bién thanh
dang miii tén hai dau.

B3: Click & drap xuéng dudi hoic 1én trén dé giam hoic ting d6 cao ciahang.
Ghi chu:

Néu mudn do rong cot hoac do cao cia hang virakhit véi ndi dung dai nhat duogc
chira trong n6, hdy Double click vao mép phai hoac mép dudi trong cac ving tiéu dé
cot hoac hang.

9. Thuc hién ndi dong 1.

B1: Chon céc 6 can ndi

B2: Nhan biéu tugng Merg cell dé ndi céc 6.
10.Ghi File LUONG hién tai thanh File LUONG-T6-2006.xIs

File\ Save as khi d6 xuét hién hop thoai nhap tén File méi vao trong khung File
name & LUONG-T6-2006
11.Bong file hién thoi. Chon thuc don File/Close.
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Néu noi dung file co thay doi, s& xuat hién théng b&o. Chl y lya chon céch tra 1oi

thich hop (Yes - néu mudn luu nhitng thay doi, No - néu khéng mudn luu lai nhirng
thay doi).

5 BAITAP VE NHA

Bai 1. Tra loi cac cau hoi sau

1.
2.
3.

4,
5.

Hay trinh bay cac cach khoi dong va thoét khoi Excel.

Phén biét sy khac nhau gitramot Workbook va mot Worksheet.

S6 hang va sd cot trong céc phién ban khéc nhau ciia Excel (Excel 5.0, Excel
7.0, Excel 97) 6 giéng nhau hay khong?

Céac diachi vung A1:C4, C7:C12, B6:E6 chi nhirng 6 nao trong bang?

Phén biét s khac nhau gitra cac loai dia chi Cell, vung.

Bai 2. Tra loi cac cau hoi sau

1.

Phan biét sy khéc nhau sau khi gd mat chudi ki tu vasau khi gb mot day 0.
Tai sao khi gd sb 100000 dudi dang 100 000 vao mot 6 ciia bang tinh vanhan
phim Enter thi dix liéu lai nam bén tré 6.

Tai sao khi gb ngay 26 thang 3 nam 1999 duéi dang 26/3/99 va nhan phim

Enter thi dit liéu lai ndm bén tréi 6.

Bai 3. Tra loi cac céu hoi sau

1. Néu céc thao tac chon, chén, hiy hang, cot vao.

Néu s khéc nhau gitr viéc huy mot 6 va xoéadit li¢u trong mét 0.
Hay néu céch lam cho d6 rong caa 5 cot lién nhau trong mot bang tinh vira
khit noi dung ciia chiing chi bang hai dong tac chuot.

Thay d6i do rong cot, do cao hang bang chudt va bang thyc don c6 gi khéac?

Bai 4. Néu chirc nang cua cac I¢énh New, Save, Save As, Open, Close va Exit trén thyc
don File. Cho biét sy gibng vakhéc nhau giir hai Iénh Save va Save As.

Bai 5. M¢ ctra so Excel, quan st va hoc thudc tén c&c phan tir trong bang tinh Excel.
Thuc hién céc thao tac phong to thu nho cira s6 WORKBOOK, sir dung céc thanh
trugt ngang truot doc dé duyét cac Cell trong Shest.
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Bai 6. Nhap céc dit liéu vao bang tinh theo mau sau. Khi nhap, chd y sir dung cac ki
thuat nhap nhanh. Sau khi nhap dit liéu xong, kiém tra vadiéu chinh dir liéu cho that
chinh xé&c. Ghi vao diavdi tén BD10A .xls

A B C D E F G
1 Bangdiém hocki |
2 Mbn: Toan
3 Lép:10A
4
5
6 He sb 1 Hesb2 Hésd3
7 |STT Ho vatén Ngdy sinh |M 15' 1T HK
8 1|LéVin Thanh 17/06/1983 7 9 7 8
9 2 Hoang Québc Tuin 05/04/1983 8 10 9 9
10 | 3 |/Nguyén Manh Ha 12/09/1983 5 6 7 6
11 = 4|LéThuNga 24/04/1983 9 7 8 9
12 | 5/PhamHdngVan |12/01/1983 8 9 6 8
13 | 6 /NguyénThu Thay 06/04/1983 4 5 4 5
14 7 Hoang Van Trang '12/09/1983 9 7 10 8
15 8|viiTuinHung  |20/06/1983 9 8 8
16 = 9|ViiThanhHing |25/09/1983 9 9 10
17 | 10|LéHing Nga 15/03/1983 6 7 5

Bai 7. Mo file BD10A xls (d4 thyc hién trong bai tap trén). Ding Save As dé ghi lai
thanh file BD10B.xls trong cling thu muc. Sau d6 sira lai theo mau sau vaghi lai vao
dia

A B C D E F G
1 Bangdiém hocKi |
2 M6n: Toan
3 |Lop:10B
4
5
6 He sH 1 Hes62 Hesh3
7 |STT Ho vatén Ngdy sinh M 15' 1T HK
8 1 Nguyén Van Anh 06/07/1983 6 8 7 7
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9 2 Vii HoaBinh 06/07/1983 4 5 5 4
10 | 3 /Hoang Manh Thing | 07/06/1983 8 9 10 9
11 | 4 Nguyén Hoang Hai | 08/01/1983 7 8 8
12 | 5 Pham Héng Van 07/03/1983 9 9 9
13 6 Hoang Thu Trang 06/05/1983 9 9 10
14 | 7 Pham Anh Tuan 18/05/1983 5 7 7
15 | 8 Tran Thanh Hai 05/08/1983 9 8 10 10
16 | 9 NguyénHoang Ha | 06/07/1983 9 9 10
17 | 10 Nguyén Thanh Ting | 15/06/1983 8 7 8

Bai 8. M¢ file BD10A xlIs chén thém cot gigi tinh va dién dit liéu, thuc hién viéc ndi
theo mau dudi, vaghi lai vao dia

A B C D  E F G
1 |Bang diém hoc ki |
2 Moén: Toan
3 Lép: 10A
4
5
6 |STT |Ho vatén Ngdy sinh |Gisi Heésb1l |Hé s6 HésH3
tinh 2
M |18 1T | HK

1|LéVain Thanh 17/06/1983 Nam 79 7 8

2 Hoang Qubc Tuan | 05/04/1983 Nam 8 10 9 9
10| 3 |/NguyénManh Ha 12/09/1983 Nam 5 6 7 6
11,  4/LéThuNga 24/04/1983 |Nit 9 7 8 9
12, 5 PhamHongVan |12/01/1983 Nit 8 9 6 8
13| 6|Nguyén Thu Thay 06/04/1983 Nir 4/ 5 4 5
14| 7 /Hoang Van Trang |12/09/1983 Ni 9 7 10 8
15 8 Vii Tuan Hing 20/06/1983 /Nam 9 8 8
16, 9 ViiThanhHing  |25/09/1983 Nit 9 9 10
17 10 LéHang Nga 15/03/1983 | Nit 6 7 5

Bai 9. Hay nhap vatrinh bay bang tinh sau:
. [alB] ¢ [ o | E [ F [G][ H
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BAO CAO THUE KHO THANG 12/2001

Ngay ldy hang: 29/12/2001
Ma& | Ténkhach | Mit Ngay gui | Séngdy | Pon | Ponvi S6 Thanh
3 | SIT % N s N L g . )
0 hang hang hang gui gia tinh lugng tien

41 1 | MS 19-11-2001 Kg 40
5| 2 | BX 10-11-2001 Tén 51
6| 3 | AN 05-11-2001 Kg 38
7| 4 | MS 06-11-2001 Kg 29
8| 5 | BV 29-11-2001 Mét 26
9| 6 | TX 29-11-2001 Kg 37
10 7 | AG 14-11-2001 Mét 22
11
12 BANG 1 BANG 2
13| Ma| S Vv X G N :gﬁ TéenKH
14| Mat | oz Vii X G5 Nong M | Minh

hang mang san Nhat
15 | PN 1 6000 12000 | 6500 9000 8500 g |Binn

gial Minh
16 32”2 9000 1600 | 6000 8000 8000 A | AnThé
17 T | Thien

Long

Sau d6 thuc hién céc yéu cau sau:

1. Nhap dir liéu c0 sir dung tha thuat nhap dir liéu nhanh

2. Sira“G6 & Gach”, don gia 2 ciia Sat: 9000 & 7800.

3. Ghi file hién thoi veo diavai tén BC_Thuekho 12-2001.xIs

4. bong tép BC_Thuekho_12-2001.xls.

5. M& tép BC_Thuekho_12-2001.xIs ¢6 san tir diaraman hinh

6. Ghi file hién thoi vao diavai tén khac: BC_Tkhol12-2001.xls

7. Hay thuc hién ndi céc dong 1, 2, 12 gidng nhu trén

8. Thoat khoi Excel

Bai 10. Tra loi cac cau hoi sau

1. Doi tén céc sheet chira dit liu trong céc file BD10A xIs va BD10B.xIs thanh
tén maéi la HKI1-10A vaHKI-10B.

2. Chen thém 5 bang tinh trong file BD10A .xIs va sau d6 x6a ching di.

3. Néu sy khac nhau gittaxdafile va xéa bang tinh.

CuuDuongThanCong.com
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4. Sao chép sheet HKI-10A trong cing file BD10A xIs va doi tén thanh HKI-
10A Sau d6 tu vao diém hoc ki 11 cho céc ban.

5. Lam tuong tu dbi vai file BD10B.xIs.
6. Sao chép cac sheet HKI-10A va HKI-10B sang cung file mai co tén la
BDKHOI10.xls.
Bai 11. Tra loi cac cau hoi sau
1. Thuc hanh lai tit ca céc thao téc sao chép vadi chuyén dir liéu d& néu trong
ba.

2. Néu sy khac nhau gitra viéc sao chép tat ca di liéu trong mot bang tinh sang
bang tinh khéc vaviéc sao chép chinh bang tinh d6 thanh hai ban.

3. Hay phén biét sy khéac nhau gitt viéc xod mot file, xod mot bang tinh va xoa
dur liéu.

4. Hay phén biét sy khac nhau gitta viéc dat tén file va dat tén cho bang tinh.
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BAI THUC HANH SO 2 (3 tiét)
Tao bang tinh v@i cac ki€u dir liéu va céng thifc trong EXCEL

1 NOIDUNG THUC HANH
v/ Dbinh dang dir liéu

0 Céc céch dinh dang dir liéu kiéu s, ngdy thang, dinh dang Font chit,
dinh dang vi tri, ddng khung bang, t6 mau,...

vV Sir dung cong thirc trong Excel
0 Céc phép toan sb, chudi, so sanh
o Cé&ch lap congthtc
o Khé niém diachi twong ddi, dia chi tuyét dbi
0 Sao chép cdng thirc, sao chép co tinh toan
v Lién két dit lidu giira cac bang tinh
v Timkiém vathay thé
v Sap xép dit liéu
0 Céc céach sip xép ting hoac giam: trén mot cot, trén nhiéu cot, theo noi
dung ctua hang.

0 Sap xép theo thang, ngay hoic theo thir tr do nguoi ding tao
2 TOMTAT LY THUYET
2.1 Pinh dang kiéu chip
Pé dinh dang kiéu chir cho dir liéu c6 thé thuc hién theo c&c budc sau:
B1: Chon khéi muén dinh dang.
B2: Chon Format\Cell (Ctrl+1)

B3: Chon céc dinh dang trong bang Font: Font, Font style (kiéu chir), Size (kich

cd), Underline (gach duéi), Color (mau), Preview (xem trudc),

-27-

CuuDuongThanCong.com https://fb.com/tailieudientucntt


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

Lua chon Effects.

+ Strikethrought: Gach

ngang.

+ Superscript: Chi s

trén (x%).

+ Subscript: Chi 85 dudi

(H20).

* Trén cing mot 6 dé

dinh dang kiéu chir khac nhau

cho dir liéu, chon khéi (click

& drag) roi dinh dang binh
thuong.

2.2 Dinh dang vi tri
Dir liéu nhap vao
bang tinh ¢ vi tri mac
dinh tUy theo tirng kiéu dix
lieu. Tuy nhién co thé
dinh dang lai theo cac

budc sau:
B1: Chon khdi dit liéu.

B2: Click chon céc biéu
tuong

=
dinh

dang vi tri trén thanh cong

cu hoac chon Format\ Cell

Format Cells

Murnber | Aligriment Bordsr | Patterns | Prakeckion |

Faont: Font style: Size:
I.ﬁ.rial IReguIar I 10
T amerigo Md BT g &
T &merType Md BT g
Antigue Olive j 0 j
Lindetline: Color:
INnne j I Autamatic j ' biormal font
ffects Feview
[ sStrikethrough
[ Superseript AaBbCeYyiz
[~ subscript

This is & TrueTwpe font. The same Font will be used on both your prinker
and your screen.

(04 I Cancel |
Format Cells EHE
Mumber  Alignment | Fonk | Border | Patterns | F'ru:uteu:tiu:unl
Text alignment —Orientation
Horizonkal: Indent: [+
1General j IEI ﬂ /‘.
T . .
Yertical: e ||« *
x "
IB:::ttu:um ht k .
*
Texk conkrol .

[~ Wrap text
[ shrink ta Fit Degrees
[ Merge cells

(0] 4 I Cancel

(Ctrl+1), trong hop thoai Format\Cells chon bang Alignment:

- Khung Horizontal: Click ma khung ndy dé lya chon cach hién thi hang ngang.

Céc muc lya chon trong khung Horizontal gom: Genara: Tong quét, Left (Indent):

CuuDuongThanCong.com
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Tré, Right (Indent): Phai, Center: Giira, Justify: Déu 2 bén, Fill: Vira bang 6, ving,

Center Across selection: Gitra vung

- Khung Vertical: Click ma khung nay dé lua chon céch hién thi hang doc. Céc

muc lya chon trong khung Vertical
gom: Top: Phiatrén, Center: Giira, +
Botton: Phia dudi, Justify: Déu 2 bén
- Khung Orientation: Kiéu chir
dung hoac nghiéng (Chinh do
nghiéng trong khung Degrees).

Binh thirdng Canhphii| Canh gifta
]

B %f

o R Center

11 \éi"}q}

z c

. . |Top
Shrink to fit
Botton
Canh gifta nhiéu &

- Lwa chon Text control: Wrap text : Nhiéu dong trén 6, Shrink to fit: Vira

bang 6. Merge cells: N&i nhiéu 6.

2.3 Dinh dang sé

Clng mdt gia tri nhung s ¢d nhi
thé thuc hién nhu sau:

B1 : Chon khdi mudn dinh dang.

B2: Chon
Format\Cell (Ctrl+1),
trong hop thoai Format

éu cach thé hién khéc nhau, dé dinh dang sd ¢o

Format Cells

Alignment | Fonk | Eiorder | Patterns | Protection |

_akeqory:

Cdll chon bang Number.

Chon muc Number
(sd) trong khung
Category.
- Decimal places: Lay

bao nhiéu sb lé.

Decimal places:

[ Use 1000 Separatar ()

Meqgative numbers:

ample

3647483
Liy thém' hodc
gidm bét =8 18
thap phimn).

- Use 1000 Separator:
Dung dau phay (,)
phéan cach hang

Murnber is
offer specialized Formatting For monetary value,

used For general display of numbers, Currency and Accounting

ngan.

- Negative numbers:

Cancel

[ o |

CuuDuongThanCong.com
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Chon céch thé hién sb am.

* CG thé chon Custom dé dinh dang lai s6. Nhap cac dang can thiét trong khung
Type.

Murmber | Alignment: I Font I Border I Patterns I Protection I
Category: —Sample
Eeniral ;I 3,432 Mhap dang cdn thigt IJ
CE;‘:;EY _— vao khung Type
Accounting |# ##0
Dake !
Time General -
Percentage 0 ﬂ
Fraction 0,00
Scientific
Texk #,¥#0.00
Special -2 RE I Eu)
% *! # 280 0 [Red](#,#20) |
ot tane Custatm
Delete |Béng el i dgng.
Nhém Ma dinh dang Nhép s6 9990, -9990, 085 sé thé hién
(Category) (Format code) 9990 -9990 0.85
Number 0 9990 -9990 1
0.00 9990.00 -9990.00 0.85
# ##0 9,990 -9,990 1
##4#0.00 9,990.00 -9,990.00 0.85
# #0; [RED] (#440) 9,990 (9,990) 1

Dé dinh dang s6 ¢ don vi theo y mudn, phai nhap chir can thiét ¢ trong khung

Type trong ngoac: [$ I Regional Settings Properties HE |

Vi du nhap m& ###0 [$ d] Regiondl Settings  Mumber | Eurrenu:yl Time | Date |
2 hién thi dang: 1,000 d Appearance samples
chay: |7F'|:usitive: |123;455;?=39.nn chon dfu phiy {,) Jio
O ché d mac dinh ,
. ) . Decimal symbal Ii
Excel € dung dau phay (,)
i ohan cich c&c hing Mo, of digits after decimal: |2 j
ngan va ding diu chdm () Digit grauping syrbol; I
dé phan cach ) thap phan. Mo, of digits in group: |3 j
|ehon df chim ()
0k Cancel Al
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Mubn doi dau phay (,) phan céch hang ngan bang dau cham (.) phai diéu chinh

trong Windows nhu sau:

Chon Start\ Settings\ Control

Panel\ Regional settings vachon Mumber | Alignment | Font | Border | Patterns | Protection I
, Z z Cakegory: ~Sample
bang Number. Chon dau cham (.) y— BREEE
. N Murmber
trong khung Decimal symbol va Currency P
, L Accountin 34 "
chon dau (,) trong khung Digit H 3E4Eg?
Ime
rouping symbol. Percentage 4-Mar
JroUpIng Frartien 4-Mar-97
?g:?“'c 04-Mar-57
: b A ) Mar-97
2.4 Pinh dang ngay thang EE.:?;L o I =
Khi nhap ngay thang can
A 4 . N 4 41 A Date Formats display dake and time serial numbers as date values, Use Time
nhap thang truoc ngay sau, co the farmats ta display just the time partion,
chi can nhap ngay, thang vanam

Excel s2 1y theo thang nam hién |

Cancel

hanh ciia hé thong. Clng mot ngay
nhung c6 thé chon cach hién thi khac nhau.
Trong hop thoai Format Cell, ¢ khung Category ¢ bang Number chon muc
Date, va chon céch hién thi bén khung Type.
* Ngay thang hién thi theo dang tong quat m/d/yy (thang/ngay/nam), néu khong

viray véi cac dang cé san, co thé tao ramot dang hién thi riéng bang cach chon muc

Custom trong khung Category, va Format Cells 2]
~ A - & X Nurnber |P.Iignment I Font I Border I Patterns I Protection |
g0 dang can thiet vao khung Type, Categery 5
. L s £ [General -] | 1Li081963 |INhdp dang cdn thigt J
Vi du dd/mm/yyyy (2 SO ngay/z SO NE;E; vao Khung Type
, , Currency Tvpe:
thang/4 SO nam) nhu 25/11/1998. g;izuntlng Idd,l'rnm,l'ww
Tirne General -
Percentage 0 ﬂ
Frackion 0.00
Scientific #4080
Text #,330.00
Special L S RHE )]
Custom # ##0 ) [Red](#,##0) hd
Type the number Formak code, using one of the existing codes as a starting
paoink.

oK I Cancel
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Chuy:
Nhém | M3 Binh Dang | Nhip ngay 25/11/1998

O ché do mic dinh khi nhap | (Category) | (Format code) s& thé hién
Nl A A . , N dimfyy 25/11/98
dir liéu can nhap thang truéc ngay 4 vy e
sau. Mudn diéu chinh nhap ngay Date  |d-mmm 25-Nov
. p ~ n THAm-Yy MNov-98
trudc thang sau hdy thuc hign T IR

trong Windows nhu sau:

Chon Start\Settings\Control Panel\Regional settings va chon bang Date. Sau d0
nhap trong khung Short date format nhap 1& dd/mm/yyyy (ngay 2 sb, thang 2 s5, nam
4 35).

2.5 Keé khung cho bang tinh

Céc duong ké dong va cot trong Excel s3 khdng thay khi in ra gidy, néu can co

khung ké phai thyc hién ké khung nhu sau:
B1: Chon 6, viing mudn ké khung.

B2: Chon Format\ Cell va chon bang Border.

B3: Chon cac dang ké khung Format Cells
trong hop thoai: None: khong ke Number | algrment | Font [ Barder || pattems | protectin |
khung, Outline : ké vong chung quanh e 12;8: |
khéi hoiic 6, Inside: ké cac dudng bén e ot 1 el
trong khéi chon, Style: chon dang Bmde; L
duong ké, Color: Chon mau. _ Ted | Text o
C6 thé chon tirng duong ke trong o | o
khung Border, dang khung sz hién thi i | o 5]

o khung TeXt, Click vao céc dll'(‘)'ng ké The selected border style can be applied by clicking the presets, preview

diagram or the buttons above,

dé chon hoic x6a.

()4 I Cancel

2.6 T6 mau

Muc Parttern trong hop hoi thoai Format Cells ding dé t6 mau cho céc 6 dugc

chon. Trong do:

Pattern: mau nén.
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Color: mau td. Chon No Color - huy t6 mau nén.
Sarrple: hién mau t6 theo céc thdng sb viraduoc chon.

Format Cells EHE

| Protection |

Cell shading
Calar:

|| Mo Color |

EENEEEEER
EEEEEEER
E00ONEEEE
EO0OECEEO
AEEEC m

N mCOm]
AN /[NEEN

Pattern: I vl

ample

QK I Cancel

2.7 Swdung cong thirc trong Excel

Cong thirc co thé vi latry cot caa bang tinh. Mot cong thirc d6i khi chi [a mot ki
hiéu todn hoc diing dé mé ta mdi lién hé giira cac con sd, vi du nhu 5+4+10 = 19; hoic
c6 thé lamat cong thirc phic tap nhu d g = 1/2(d x+d y) + 1/2(d x- d y) cosq +xysin2q.

Trong Excel, cong thirc bao gio ciing phai bat dau boi dau bang "=". Dang tong
quét cua cong thirc trong Excel nhu sau:

= <Biéu thirc>
trong d6, <biéu thirc> 1a tap hop céac hang, cac dia chi 6, cac ham, céc phép
todn,...
2.7.1 Phép toan sb (Xép theo thir tyr wu tién)
%: Phan tram, /; Lay thua, *. /: Nhéan, chia, +, -: Cong trur.
Vi du: 5+ 2/2-4*10*15%/3 {két qua = 7}

2.7.2 Phép toan chudi: &: Nbi chudi
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2.7.3 Cac phép toan so0 sanh:

>: Lén hon, <: Nho hon, =: Bang, >=: Lén hon hoic bang, <=: Nhoé hon hoic
bang, <>: Khéc. Trong céc phép toan co thé sir dung céc dau ngodc, Excel s8 uu tién

tinh céc biéu thic bén trong ngoic trudc.
Vi du: (1+(7-5)°2)* (3+5)"2  {= 320}

Néu co nhiéu phép todn ciing do wu tién thi vu tién tinh toén tir tréi qua phai.
2.8 Cach lap cbng thic

Cong thirc trong Excel 1a sy két hop dir liéu giita cac 6, thong qua céc phép toan.
Khi nhap cong thirc vao 6 phai bat dau bang dau bang (=), dit liéu nhap vao cong thirc
|a céc con sb, dia chi cia 6, viing hoic ngdy thang, néu co dang chudi phai dé trong
du nhay déi (7).

Vi du: = (A4+B4-100)/4

N Microsoft Excel - Book?2
(dir ligu 6 A4 cong voi 0 B4 vatrr §is

100, tat ca chia4).

| NnTime
Co thé gd dia chi 6 vao cdng thirc ID ﬁﬂ‘@&&" % i)
hay dung tré chuot click chon 6, vung : 113 ﬂ —

mubn nhap, tén cia d, ving S8 ty dong B C

Két qha
hién thj
=2+30/5+3 20
=A2¥213 160
=(A2+A3)3| 60
=A4*20%-2| 10
=A3*A4{0) |#DIV/0!
#VALUE!
#NAME?
#NUM!
#REF!

dugc nhap vao cong thuc.
Céng thie
2.9 Cac bao 16i thwéng gap khi

nhap cong thic:

#DIV/0: Trong cong thuc co phép

toan chia cho khong (zero).

#NUM: C&c con sb trong cong thirc

khong hop ly.

1
2
5
4
5
B
7
8
9

#REF. Trong cong thtc cd tham

chiéu dén nhitng 6 khong ton tai hoac da bi

—
o

x0a.
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#VALUE: Trong cdng thic ding sai kiéu dir liéu, nhu cong trir c&c dir liéu dang
chudi 1am cho két qua tré nén vo nghia.

#Name: Sir dung tén 0, viing khong hop ly hoic nhap dir liéu dang chudi khéng

dé trong dau nhay d6i.
2.10 Dia chitwong d6i va tuyét doi
. ZEERY & B
Tén ciamoi 6 hay vung duoc goi ladiachi 2 ;I _| =AD*B$2

cuad hay viing d6. Co 2 loai dia chi: diachi A B C
USD| Ty gié VND
100) 10,0007 1,000,000 |

tuong d6i va dia chi tuyét doi.

2.10.1 Pia chi twong doi: gg

Pia chi binh thuong caa 6 hoic ving khi 5 |Cong thitc 6 C2 12 =A2*B$2
nhap vao trong cong thirc goi ladia chi twong | Khi an _Chép Zutag 0 CJ va

L C4 s€ tr¢f thanh

dol. Vi : = B5+F4-D6 C3:=A3*B$2 {=800,000}

Khi sao chép cong thirc (click & drap) cic Ch: =A4*B§2 {=500,000}
dia chi tuong di trong cong thirc s3 tu bién doi NEw CT 6 €2 13 =A2 *B2
theo vi tri twong ting & noi duoc chép dén. RloGvacisEl

. . . B 13| C3:=A3*B3 {=0}
Vi du 1: khi sao chép cong thac ¢ vi du CA:=A4*B4  {=0]

trén sang 6 bén phai s d6i thanh =C5+G4+E6

Vi du 2: khi sao chép cong thac ¢ vi du
trén xuéng phia dudi st doi thanh =B6+F5+D7

2.10.2 Pia chi tuyét di:

Céc dia chi trong cong thirc dirng sau |D = E | 5 @. :-lr,, | ¥ By
dau $ s& tro thanh dia chi tuyét d6i. CO thé 2 3 = AD*FED

C

chi dat giatri tuyét ddi theo dong va cot.

Vidy: =$B$5+$F4-D$6

$B$5: Pat giatri tuyét dbi ca cot 1an
dong (co thé nhan F4).

Click & drag tai g6c co dfu
cfng ciia & b dir lign dang
thite 3€ a0
! va

$F4: Dat giatri tuyét ddi theo cot.
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D$6: Pat giatri tuyét d6i theo dong.

Khi sao chép cong thic (click & drap), céc dia chi tuyét d6i trong cong thirc s3
khong thay doi.

Vi du 1: khi sao chép cong thiac ¢ vi du trén sang 6 bén phai s doi thanh
=$BF5+$FA+ES6.

Vi du: khi sao chép cong thac o vi du trén xudng phia dusi s doi thanh
=$B$5+$F5+D$6

2.11 Lién két div liéu

2.11.1 Lién két dir ligu giira cac bang tinh

Trong mot tép Excel bao gdm nhiéu bang tinh (Worksheet), khi tao ra cong thirc
c6 thé sir dung dit liéu trong cac bang tinh khéac nhau. Mudn nhap dia chi ciamot 6 ¢
mét bang tinh khéc vao cong thic, can nhap tén cia bang tinh d6 vaky tu (1) truéc dia
chi 0.

Vi du: =D4+Sheet2!D4 (6 D4 cuabang tinh hign hanh cong véi 6 D4 & bang tinh
Sheet?)

2.11.2 Lién két dir ligu giira cac tép Excel:
M céc tép mudn lién két trén ciing
mot cira so Excel, muén nhap diachi 6 &

mot tép khéc vao cong thac, nhap tén tép

(C6 thé nhap tén tap vadia chi can thiét

vao cong thirc, hoac di chuyén quatép tin
can thiét, click vao 6 cd dia chi muén

nhap, Excel s tu thém diachi d6 vao

cong thirc) d6 (ca phan ma rong xIs)

trong dau ngoac vuéng [], vatén bang tinh
(Sheet), tat ca co thé dé trong dau nhay fo

don‘’ vaky tu (!) ¢ truécdiachi 6.

Vi du: =D4+'[ktoan.xls]Sheetl’'!|D4
(6 D4 cuabang tinh hién hanh cong vaoi 6 D4 ¢ Sheetl cuatép ktoan.xsl)
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Pé chuyén doi giira céc tép trong cira so Excel, chon Menu Window\Tén tép.

2.12 Sao chép cong thirc PRI 02 o Bl 17

C6 2 cch dé sa0 chép |®] Fle |gdit View Insert Format Tools Data Wi
obng thirc Hi y Undo Paste  Ctrl+2
‘ ! 0E E‘g. Copy Ctr+-C
Céch 1: Puatré chuot . B Paste Chrl+y

dén goc c6 dau cong caa d

chon, (tro chuot s& chuyén

thanh déu cong), Click & drap
heo cot hodc de P Al " Commenis
theo cdt hoac dong dé sao P ¢ Validation
chép. " Yalues " All except borders
" Formats
Céch 2: Edit\Copy, sau _
L, Operation —
d6 di chuyén dén 6 dich chon: & None ¢ Multiply
. . " add " Divide
Edit\Paste Special\Formulas ¢ Subtract
2.13 Sao cheép dir liéu co :
oK Cancel | PasteLink
tinh toan

Ciing nhu sao chép di liéu khdng co tinh todn, can thire hién 1an luot cac budc sau:
B1: Chon khbi muén sao chép.
B2: Thyc hién mot trong nhirng cach sau:
+ Click biéu tuong Copy.
+ Chon Edit\ Copy (Ctrl+C)
+ Right click vachon Copy.

B3: Di chuyén dén 6 trén tréi caa ving mudn chép dén, ving ndy co thé trén

cung mot bang tinh, trén hai bang tinh cia mét tép hay trén hai t¢p khac nhau.

B4: Chon Edit\ Paste Special. Trong hop thoai Paste special, chon mot trong
nhirng céch tinh toan khi sao chép dir li¢u trong khung Operation:

+ None: Chép khdng tinh toan.

+ Add: Cong viing ngudn véi ving dich.
-37-
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+ Subtract: Trir viing dich véi viing nguon.

+ Multiply: Nhan viing ngudn véi viing dich.

+ Divide: Chiavuing nguon cho viing dich.

(Mac dinh, Excel chon None)

B5: Click nit OK dé sao chép.
2.14 Tim kiém va thay thé

2.14.1 Tim kiém:
B1: Chon Edit\ Find (Ctrl+F).

B2: Nhap cac ky ty mudn tim trong
khung Find what va Iga chon cach tim

kiém:

Hip thoai Find

Find (tirn ki) HE

Find what: m

[Nh2p nhitng ki by rudn fim kiém -
™ Match case ﬂ
[ Find entire cels anky Replace. .

Search: |8yF!crws vl
Look in: |F|:urrr||.das "l

+ Match case: Tim kiém c6 phan biét chir thuong va chir in.

+ Find entire cellsonly: Chi tim dir liéu dung riéng trong 0.

+ Search: Chon cach tim theo cot (By Columns) hoac theo dong (By Rows).

+ Look in: Chon loai dit liéu can tim.

B3: Click ndt Find next dé 1an luot tim.

2.14.2 Thay thé:
B1: Chon Edit\ Replace (Ctrl+H).

B2: Nhap céc ky tu can tim trong

’ Hip thosi Replace
khung Find what vanhitng ky tw muon | ({3 (thay thé) EHE
thay & khung Replace with, cac lya Fﬁﬁvﬂ Find Next
chon khéc ciing giéng nhu & phan tim
on kné cing gidng iz & phin i |y dos
kiem.
e Z I~ vch frpo
. . , . 2 1A ﬁ -
B3: C,“Ck nut Find Next de lan I Fid entie cels orly Replace &l
lrot tim kiem. Khi tim thay click nat Sanh m

Replace dé thay thé, (Replace All tu
dong thay thé tat ca nhitng vi tri tim thay).
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2.15 Sap xép dir liéu

Pé sip xép lai dir liéu trong

bang tinh thyc hién cac budc sau:

B1: Chon vung hoac nhitng

dong mudn sap xép.

B2: Chon Data\ Sort. Néu ¢
budéc 1 chon viing Excel & hién
thi hop thoai Sort Warning, trong
hop thoai nay co thé lya chon mot

trong hai diéu kién:

+ Expend the selection: Mo
rong khdi chon, chon tat ca cac
dong trong khéi d& chon.

+ Continue with the current
selection: Chi sip xép trong khéi

chon.

Sort Warning EHE
Microsoft Excel found data next bo your Sort. .
Since you have not selected this data, i —
corbed.

Cancel
~what do you want to do?- ==
F@mmdﬂmsab:hf
(™ Continue with the current selection
-:—srr Ho & Tén Chte danh | Long | Thuéng
5| | |Dinh quéc Gidmdde | 1000/ 100
6] 2 |Phan vin PGifmdéc | 800 80
1| 3 |Nguyén vin |&SH P.Gifmdéc | 800 80
8| 4 [Tetnkim  [(¥REB K todn tnebmg | 600] 50
9| 5 [paovin | TPTéchte | 500 50
10 6 [Nguyén héng |NPeRd| T.PKEhoach | 500 50
1| 7 [Pham thu W PPTichie | 400] 50
12| 8 [Trdn dinh 8 PPK€hoach | 400 50
13| 9 |Dwong hing |WYEFMNI T.P. Ky thust | 500 100

Click nut Sort dé chuyén sang buéc 3.

+ O truong hop trén néu chon Expend the selection, khi sip xép cot Tén, Excel s

mé rong khbi chon, chon tat céc cac dong 5, 6, 7, 8,...13

+ Néu chon Continue with the current selection, chi sip xép trong khéi chon,

nhitng dir liéu & céc cot khéc s& khdng thay doi theo.

Vi du: Khi tén An dugc sip xép lén dau,
nhung ho vatén dém, chirc danh, luong,... s€

khong thay d6i 1én dau (trong truong hop nay

nhu vay la sai).

B3: Trong hop thoai Sort chon céc tiéu

chuan sip xép nhu sau:

+ Sort by: Chon tén cot lam tiéu chuan

sap xép chinh.

CuuDuongThanCong.com

Sult HE
Sort by
| (+ fscending
Descending
Then by
| 3] s
(" Descending
My list has
 Headerpow  © Noheader row
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+ Then by: Chon tén cot |am tiéu chuan phu néu & cot chinh ¢ nhiéu 6 giong

nhav.
+ Ascending: Sap xép theo thu ty tir A-Z
+ Descending: Sip xép theo thu ty tir Z-A.
- Header row: Trong khi chon c6 dong tiéu dé (ss khong sap xép dong nay).

- No header row: Khong c6 dong tiéu de.

BANG LUGNG THANG |
Tigid hien hanh (USD/YNDY - 10,000

N (TT Ho & Tén, Chifc danh, ). Néu
W chon Heardes sow khi slp x€p dong

LN ML chon No hearder row, dbng tigu

IERRER i o bj dao xusing theo the t (sai).

B4: Click OK dé sip xép.

3 TO CHWC THUC HANH

Gi&o vién can giang ly thuyét lién quan nhu noi dung tom tat ly thuyét, co minh
hoa trong céc thao tac. Chon bai thuc hanh tai 16p caa gido trinh huéng dan cho sinh
vién thuc hién.
4 BAITHUC HANH TREN LOP
Bai 1: Nhap vatrinh bay bang tinh sau. St dung cong cu dinh dang Font

Nha hang SAO DEM

Dac biét Ga 7 mdn

bia chi 14 Xuan Thiy, Ciu Gidy
biénthoai | 035-9550000
STT Mon
1 Galuoc
2 Ga nuong
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Gahip hanh
Gahap chao
Gaquay

Ganiu Cari

Gatan thubc bac
Mé cra 77 - 12" hing dém

Giabinh dan (300.000d/mdn)

N ook W

Huéng dan:

Dong dau tién duoc dinh dang Font Arial Narrow va Tahoma, Size 26 (nhap
chir binh thuong vao 6 A1 sau d6 Doubleclick vao 6 Al vaclick & drag chon
chir "nha hang" rdi chon Font 1a Aria Narrow, chon chit "SAO PEM" va
chon Font Tahoma)

Cac 0 khac nhap binh thuong sau d6 chon lai Font Time New Roman.

Bai 2: Nhap vatrinh bay bang tinh nhu sau sir cdng cu dinh dang Number

A B [ C [ D [ E [ F T & [T H [ [ 4 [ kK [ L
1 Ehach San Hoing Gia Format Cells HE
2 | Ti agay Jalig (o] Il Number | Aligrment | Fort | Border | Patterns | Protection |
= - urnoer
3 Tén | Neay den Neay di Phi (&) Tien phong . — O?Sample el LR
4 |Huén 16101 GIE2001] 1240005  750.0004 Eenera.—z[ ‘ 750000 Khung nhép dang thng quét
5 |Chwong 16/01 6212001 58,000.0 1200004 Mumber _
— Currency Type:
£ |[Chien 546001 &/5/2001)  F2,000.0 100.0004 Accounting >
A Date -
7 |Thing 66/01 &7F2001 &7.000.5 250.0004 Tine AR R T =
g |Giau 3601 &5/2001] 240,000.0 3200004 Percentage _(i‘“ #,##D.DD_};_}:s* (#,##D.DD);;
9 [Sang 2601 6772001 102,000.0]  820.000d] | [reten S 0,003, L (, #40.005.(
10 |Pha A/6i01 652001 655,000.0 450.0004 Text #4200 = |
: Special #4440 [$0]
11 |Qud 601 £f7/2001]  350,000.0 50.0004 M #, #4047 =l
[z dfy ddimmiyyy | #4000 | ##00[$d) e
i Type the number format code, using one of the existing codes as a starting
4] Dang thng quat il
5]
B
% QK I Cancel I

Huéng dan:

B1: Nhap dir liéu cho bang tinh trén. B4i véi cot E sb tién khdng nhap “d” sau sd

tién tass phai dinh dang

B2: binh dang dir li¢u

Chon & hay doan can dinh dang
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Format\Cell trong hop thoai Format Cells chon bang Number trong khung

category chon Date dé dinh dang ngay thang, Number dé dinh s5.

- Néu mudn dinh dang Date, Number theo ¥ mudn chon Custom va nhap

vao dang can thiét trong khung Type véi yéu cau trén hdy nhap vao dang

téng quét ¢ phiadudi cho cac cot tuong tng.

- Véi 6 B2 vaD2 trong khung Type nhap kiéu dinh dang: d-mmm

Bai 3: Hay nhap bang tinh véi dir li¢u sau:

Ho dém Tén
Nguyén Hoang |Ha
Pham Hoang Hai
Vil Hong Thang
Pham Thanh Tung

Vi Thanh Thuay
Tran Hong Ha
Vi Van Thanh

Pham Tuan Hung
Vii Hong Thay
Tran Thanh Ha
Hoang Minh Thanh
bang Manh Hung

Ngay sinh | Chirc vu

Lop

06/07/1983 |L6p truong | 10A

06/07/1983 |Lop trudng | 10B

07/06/1983 |L6p trusng | 10C

08/01/1983 |L6p truong | 10D

07/03/1983 | LGp pho
06/05/1983 | L&p phd
18/05/1983 L &p phd
05/08/1983 |L6p ph6
06/07/1983 |L6p pho
15/06/1983 L &p phd
17/03/1983 Lép pho
16/05/1983 L &p phd

10A
10A
10B
10B
10C
10C
10D
10D

Két qua
Kha
Gioi
B
Kém
Gioi
Gioi
B
Kém
Kha
Kha
Gioi
B

1. Sap xép dir liéu ting hoic giam dan theo noi dung cia mot cot (Sap xép dir

liéu tang cua cot Lop)

2. Sap xép dir liéu theo noi dung cua hai hodc nhiéu cot (sip xép danh séch cén

bo theo cac cot Lop, Churc viu, Ho démva Tén)

3. Sap xép xép dir liéu theo ndi dung caa hang

4. Sap xép theo tht tu do nguoi ding ty tao trong custom list (tu tao danh sach
theo thir tu: Gioi, Kha, TB, Kem)

CuuDuongThanCong.com
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5. Sap xép theo thang, ngay hoic theo thir tw ciia danh sach tu tao
Hudéng dan:

1. Sap xép dit liéu tang hodc giam dan theo ndi dung caa mot cot

B1: Click vao mot 6 trong cot chiradir liéu mudn sip xép.

B2: bé sip xép theo thir ty tang dan, Click nit Sort Ascending £4.

Dé sip xép theo thtr tu tang dan, Click nit Sort Descending &+.

Vi du: Dé sip xép danh sach theo thir tu gidtri tang dan cia cot Lop, click chudt

vao mot 0 bat ki trong cot nay va Click vao nit Ascending trén thanh cong cu.
2. Sap xép dir liéu theo noi dung caahai hoac nhiéu cot
B1: Click mot 6 trong danh sach mudn sap xép.

B2: Thuc hién Data/ Sort, xuat hién Sort 1]

hop hoi thoai Sort. Sort by
I -] & tscending

B3: Trong cac hop Sort by va Then ™ Descending

Then by

I ﬂ " sscending

B4: Chon céc tuy chon khéac néu can  Descending

L \ ; . Then by
thiet vakich OK. Trong My list has ¢ hai || ~] " psrending

tuy chon: Header row - trong vung dir li¢u ™ Descending
My list has

by click chon tén cé&c cot muébn sip xép.

vira chon c6 dong tiéu dé, No header row -
N R . 3 @ Header row € No header row
trong vung dit li¢u vira chon khdng co

dong tiéu dé. Thong thuong, nén dé trang Options... oK Cancel

thai chon ngam dinh caia may.
Lap lai c&c budc 2-4 néu can thiét.
Ghi chu:
Néu cot ta chi dinh trong hop Sort by céc giatri trung nhau, ta cé thé sip xép
céc gia tri ndy bang céch chi dinh cot khéc trong hop Then by dau tién. Néu
céc gia tri trong cot thir hai dugc sip xép nay tring nhau, ta cé thé chi dinh

cot thir batrong hop Then by tha hal.

Néu ta can sap xép nhiéu hon ba cot, hdy sip xép nhiing cot it quan trong nhat
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trudc. Vi du nhu, néu ching ta muén sip xép danh sach cén bo theo céc cot
Lép, Chirc v, Ho démvaTeén thi phai sip xép hai 1an. Pau tién, chon cot Tén
trong hop Sort by va Click nit OK. Lan thir hai, kich Lép trong hop Sort by,
kich Chutc vu trong hop Then by thir nhat, chon Descending va kich Ho dém
trong hop Then by thir hai va kich OK.

3. Sap xép xép dir liéu theo ndi dung caa hang

B1: Click mot 6 trén danh sach dir

Sort Options 21X
ligu muon sap xep. First key sort arder oK
" T - |
B2: Thyuc hién Data/ Sort.
Cancel
. , . £ " Case sensitive
B3: Click nat Options, xuat hi¢n
hop hoi thoai . rientation
op hoi thoai Sort Options. e
. . . . - '
B4: Dudi Orientation, Click Sort Sort left to right
left to right, va sau do Click OK.
B5: Trong céc hop Sort by va Then by Click cac hang mudn sip xép.
4. Sap xép theo thir tu do nguoi dung ty tao trong (custom list)
Néu mubn sip xép dir CrETEE 1]
Cn " , J Yiew I Calculation I Edit I General | Transition
|IeU tha) mOt thu tu khm Custom Lists | Chart I Color
, A . h , Custom lists: List entries:
ther ty ngam dinh cia méay, Gioi, kha, TB, Kem = add
. . Sunday, Monday, Tues
ching ta phai tu tao mot | [san, reb,mar, Ao My _ pelete |
anuary, February, Mai
danh sach theo thir tu do
minh dit ra. Vi du nhu, néu
, . . . [ =
Sé.p Xép C@t Xép |0a| trong Press Enter bo separate list entries.
. ) .2 2 z Import list from cells: I j‘_] Imiport |
mot bang diém tong ket
theo thir ty ting dan ngam
) g g 11’ I Cancel I

dinh caa Excel, thi két qua
s8 dwoc sip theo thir ty sau: Gioi, Kem, Kha, TB. Tuy nhién, dé hop |i hon, ching ta
phai tu tao danh sach theo tht tu: Gioi, Kha, TB, Kem va sip xép bang diém theo thi
tu d6. Hay lam nhu sau:
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B1: Néu ta da nhap vao bang tinh danh sach cé&c phan tir theo thir ty riéng caa
minh thi hdy chon danh sach d6. Vi dy, hdy g6 vao cac 6 A1:A4 cac giatri sau Gioi,
Kha, TB, Kem va chon bon 6 nay.

B2: Thyc hién Tools/ Options, Click muc Custom Lists.

B3: Bé sir dung danh sach da chon, Click nit Import.

Néu chua thyc hién buéc 1, hdy gd danh sach méi bang cach Click New list trén

hop Custom lists va sau d6 gb céc phan tir cia danh séch trong hop List entries. Céac
phan tir cach nhau boi dau phay hodc dau ENTER. Click nat Add.
Ghi cha:

Mot danh sach tu tao co thé chira chudi ki tu hodc chudi ki tu xen 13n cac con Sb.
Néu muébn tao danh séch chi chira c&c con sb, dau tién chon du sd 6 tréng chira cac
phan tir cia danh sach. Thyc hién Format / Cells, va Click myuc Number. A'p dung kiéu
dinh dang Text cho céc 6 tréng va sau d6 gd danh séch céc sd trong céc 6 vira dinh

dang.

5. Sap xép theo thang, ngay hoac theo thir tw ciia danh séch tu tao

B1: Chon mét 6 trong viing hoac toan bo viing dix liéu mudn sip xép.

B2: Thuc hién Data/ Sort.

B3: Click Options.

B4: Dudi First key sort order, Click danh sach ty tao va Click OK.

B5: Click chon bt ki lra chon khéc néu can thiét.
Ghi chu:

Trat tu sip xép theo thir ty cua danh sach tu tao chi & dung cho cot duoc chi
dinh trong hop Sort by. Bé sip xép nhiéu cot theo thir ty caa danh sach tu tao hdy sip
xép tirng cot riéng biét. Vi du, dé sip xép theo céc cot A va B, theo thir tu ndy, dau tién

sap xép theo cot B, va sau d6 chi dinh thir ty cia danh sach ty tao bang céch sir dung
hop hoi thoai Sort Options. Tiép theo, sip xép theo danh séach ciia cot A.
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Bai 3: Nhap vatrinh bay bang tinh nhu sau

A B C D E 3 G H
3 Mgy Tran ddu KétQuad | Bifm
4 DH KHTN 1 3 Khon Finh Té 4 1
5 | DH JHNV 0 0 Khoa Su Pham| 4 1
6 | DH Céng Neh# 2 0 DH Ngoai Ngit 3 3
| apmoos  [RELE0a et 4 g 4112005  [aaphons L 0
8| Khoa Finh Té 5 3 Khoa Ludt 0 0
9 | Khoa Ludt 1 0 DH JHNV 2 1
10| Khoa S Pham 3 1 DH EHTN 0 0
11 Vin phong 3 1 DH Céng Nghe| 2 3
12
13 Béng difm sau 2 hrot
PHEHTN | pEXENy | Do cone PHNER| b kemTé| KhoaLuit | —°%® | van phong
14 Tghe Hgi pham
15 3 1 3 6 4 0 B 1
16| =DS+H1l | =D6+HI0 | =D7+H1? |=D8+H7| =D9+H5 | =DI0O+H9 |=DI1+H6 |=DI12+HS
i _
18]
19 Céng thic cia cac &
120 ket oqua phia trén.
21

CuuDuongThanCong.com

1. Trinh bay bang tinh nhu trén
2. Sip xép Piém cua cac tran dau ngay 4/11/2005 theo thir ty giam dan néu
tring Diém sap xép theo cot két qua giam dan, trang két qua sap xép cot Tran
d4u tang dan.
3. Tinhdiém sau 2 lugt dau cia c&c doi.
A E C D E | F | & | H [ I
1 Format Cells
2 o Lich thi hoo lcy ;I Number I Alignment I Font
3 N’g&y ” Tﬁ& Presets
4 | 21-04-2001[M
5 | 23-04-2001|
6 | 25-04-2001|Bia 10,000.0 Border —
7 | 27-04-2001 30,000.0 F T TTo
g | 29-04-2001[F 30,0000 j rest | | —
3 85,0000 rext | Te =
10 = ol
11 ﬂ ’T J ‘—l ll | futamatic "I
? Chon Formart b Cell L., Al = e == 2
= B mad cifa 58 nay. The selected border style can be applied by dlicking the presets, preview
i diagram or the buttons above,
14
15 oK Cancel
16
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5 BAITAP VE NHA

Bai 1. Néu céc thao tac sip xép dir liéu theo mot cot, theo nhiéu cot va theo thi

tu cua danh sach tu tao.

Bai 2: Nhap vatrinh bay bang tinh nhu sau

BAO CAO THUE KHO THANG 12/2001
Ngay ldy hang: 29/12/2001

~ « | Ténkhach | Miat | Ngaygiri | S6 ngay | Pon | Ponvi ) i
STT | Maso | " “hang | hang |  hang gii | gia | tinh | lueng | TMAMNtEN
1 MS 19/11/2001 Kg 40
2 BX 10/11/2001 Tan 51
3 AN 05/11/2001 Kg 38
4 MS 06/11/2001 Kg 29
5 BV 29/11/2001 Mét 26
6 X 29/11/2001 Kg 37
7 AG 14/11/2001 Mét 22
BANG 1 BANG 2
Ma S \% X G N M&KH Tén KH
Mit hang St Vai N Go Nong san M Minh Nhét
mang
Pongial 6000 | 12000 | 6500 9000 8500 B Binh Minh
DPon gia2 9000 | 1600 | 6000 8000 8000 A AnThéi
T Thién Long
Bai 3: Nhap vatrinh bay bang tinh nhu sau
BANG KE BAN GASCHO PAI LY: QUACH THI TEO
X ~ . P Pon vi .. | Thanh
Stt Ngay Ma gas Tén gas So lwong tinh Pon gia tidn
1 24-06-2002 | 12bd 50
2 24-06-2002 | 45bd 270
3 24-06-2002 | EIf 50
4 25-06-2002 | 48u 240
5 25-06-2002 | 12u 30
6 25-06-2002 | 45vn 40
7 25-06-2002 | Elf 70
8 26-06-2002 | 45bd 450
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-47 -

https://fb.com/tailieudientucntt



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

BANG 1
Ma 12bd 12u 45bd 48u 45vn
Gia 30000 32000 2000 2000 2100
A Binh duong . Binh duong .
Tén 12kg Uni 12kg 45kg Uni 48kg | Vn45kg
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