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Lai noi ddu
g7 [-m

Ban doc thin mén!

Nham dédp ing nhu cdu tyf hoe va ty thue hanh, ching
téi nhém bién soan, xin hin hanh gidi thidu cing quy ban
doc culin sdch *Ty hoe Microsoft Excel 2010".

Sach duge chia thanh 11 bai, tif can ban d&n ning
cao kém theo CD bai tip thuc hanh nhim gidp ban hge
mdt cdch nhanh ching va dé hifu nhur
Léyrn quen vdi Micrasoft Excel 2010
Khii el ed Bxin being finh
Too cag phép finh o bdn
Lam vigc vdi bang tinh, Macro, Termglates
Khal théc co s dd My
Eynh dgng frang va in
Coc thoo tdc od by
S dyng cac ham
Cac phirm tat

Chung tdi mong ring qua bd sdch nay, ban sé t hoe
vi thue hanh theo 16i cam tay chi viee mdt cich nhanh
ching nhit.

Chuc ban thanh cong!

L IR B O O R I

Nhém bién soan
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Bai 1. Lam guen v Micioseft Excal 2010

: E‘n ai"
L.n.m QUEH vm MICROSOFT EXCEL
2010
Khdl déng

1. Nhip Start > Programs > Microsoft Office =
Microsoft Excel 2010.
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2. Ban ct thé double click (nhép d8i) biéu tugng Microsoft
Excel trén man hinh (Desktop).
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W hoc Microsoft Excael 2010

Thodat
1. Click vio nat thodt trén thanh tiéu dé.
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Hodic:

2. Nhan td hgp phim Alt + F4 trén ban phim.

3. Click File > Exit

Information about Bookl
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Hon 1. Lam guien vo Wcrosolt Excel 2000

Zigo dign man hinh
Thanh tiéu dé (Title ban)

Thanh tiéu dé co ba nit phong to (Maximize - Restore
Down) thu nhd {Minimize) thodt (Close),

HAegipen Dl:rn'rl-ch“

Minimiza

Tu-t—ﬂ-n

k[t
Fl—u- Lwilk Feah
™ ol i [T -
Ldmena

Thanh Menu (Menu bar)

Thanh menu { Menu bar) gim cde the (Tab) nhu: Tab Home,
Tab Insert, Tab Page Layout, Tab Formulas, Tab Data,
Tab Review, Tab View va Add-Ins.

# Tab Home: ci cic lénh nhu Copy, Paste, dinh dang
Font chi, dinh dang Paragraph, cie kidu Style, cac
hidéu chinh Editing v.v..

Tab Hoern

i -y W (B oo
i E- A BEERED S iR
e .

» Tab Insert: co cic lénh nhy Tables, [lustrations,
Charts, Sparklines, Filter, Links, Text, Symbols.

Tab nsart

) |I=I H “ :l'\-l-rn

= ‘-'\.I—I-l-'
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Tl hpo Microsoft Excel 2010

¥ Tab Page Layout: co ciac lénh nhy tao Themes, dinh
dang trang (Page Setup), dinh dang gifly in (Scale to
Fit), vang hién thi ludi (Sheet Uption], Hﬁp 1;:.'[_-. (Arrangel.

Tab Page Layout

# Tab Formulas: ¢ cac lénh nhu Function Library, De-
fined Named, Formula Auditing, Caleulation.
Tab Formulas

T ee—
- B aa ]

e e

# Tab Data: & cie lénh nhuy Get External Data, Connections,
Sort & Filter, Data Tools, Outline.

Tab [hata

e https://tieulun.hopto.org



Bal 1. Lam gusan vl Microscft Excel 2010

¥ Tab Preview: ¢i cdc lénh nhu Proofing, Language,
Comments, Changes.

TalD Fravsaw

¥ Tab View: gim co cdc ché di hién thi tai liéu Work-
book Views, Show, Zoom, Windows va Macros.

Takb i

Thanh trang thai

Hién thi viing bdng tinh réng va hep.

- SR
Thanh cujn ngang va doc.

Bk e Sl . Sl S il e AP et s =

Gt

ngang
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I Ros MuUCIosoll excal S L)

igo igp fin

I .'"-:h."igl File = New, |:-:|:'.| thoan Avarialle 'I'q-:'r||_:-|.;11_|-;-; higrn ra

2. Chun Blank Workbook > dé tao bang tinh mai

» My templates: tao bang tinh mdi ¢ sin trong Excel

#  New [rom existing: tao mit tap tin Excel eo san

F  Office Unline Templates: Gm coe lemplites trisn mang.

|2 R https://tieulun.hopto.org



Bdi |, Lam guen w3i Mcoosolt Excel 2010

Md tap tin cd san
1. Nhip nat File > Open.

Hip thoai Open xuit hidn.

o T

AT

- = gl e b i

s '-\..I'!I-..i-: o
1

2. Nhip maditén danh sdch, tim nai chia tip tin ma ban
mudn mo

3. Nhap nut Open,

https://tieulun.rlogp.onig1



T hoc Microsoft Excal 2010

Luu tap tin
1. Nhép nit File > Save As.

Infarmation

Hip thoai Save As xuft hi§n.

Chon & dia luu tdp tin.
Bt tén cho tdp tin cin luu trong File name.
4. Click nit Save dé lu.

ga

14 e https://tieulun.hopto.org



Bai 1. Lam quen vai Microsaft Excel 2010

Cac thao tac soan thao bang finh

Cac phim thudng ding

» Dung phim Caps Lock: bit hode tit ché d§ chi hoa
hay thuing.

Hodie ding td hgp phim Shift vd phim ch¥r d& mudn chi

hoa hay chi thudng.

Chon khl

» Chon khéi vAn ban trong &: Double click inhdp
déi) vao & ein chon khéi hay diung chudt quét khii.

Chon &

=

» S dung chudt: ré chujt trén khéi 6 cin chon.

» Sif dung ban phim: chon vj tri 6, nhin va gid phim
Shift, sau d6 ding cdc phim di chuyén dén & cin chon.

A cu et i v K0 e e | s
4y Copy - -

r|"'."I" JFriman Bpani s Hr n-

o lradia " Faml

s S A EER EE [ cmn -

L Lol

o o

Xéa van ban (Delete)

1. Chon khidi vin bin edn x6a, nhin phim Backspace
hofic Delete trén ban phim.

2. Chon khdi véin bén ciin x6a, sau dé nhip ndi dung mdi.

https://tieulun.rlc_;mtp:or%



Tu hoe Microsolt Excel 2010

m

& Cui “wH Halrd ey A W _._H - = et vl
i Ty = =

= j'r:ﬁurunp l-:l"l'. g+ = = A EFH EE i Larrge & Cavdes = B
e o : e

Al

s s T o ik

-
R
3
Lr ]
..-:_i
@l

Lénh soo chép (Copy)

1. Chon khoi van ban edn sao chép, nhip nit Copy trén
thé Home (Clipboard) hodic nhin t8 hop phim tat Cerl+C.

Isme

-iu -1 K & = - e qu]*

-ﬁ\'.'
::;E,,_[i: Ue e SeAr FEE EE Eep
Cipkard Abgrmrnk

Al | Copy it TR Irlnumplulrrl

Tén sdn phdm
A
Lénh cdt (Cub)

1. Chon khdi van han cin cit va di chuyén, Click ndt
Cut trén the Home > Clipboard hofic nhén td hgp phim
tit Ctrl+X.
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1. L i i Microsol! Excal 2010

B

Lénh dan (Paste)

1. Chon vi tri noi mudn ddn van ban sau khi ding lénh
Copy hofic Cut, Click nit Paste hodic daong to hgp phim
Ctrl+V heic chon Paste trén thé Home > Clipboard

_

;E:H VI e o I I R -E -
.‘—“-?:*IFWMIR EI'F 0= H=|w A+ FEA £

Foml ] Abgnme

FELad 5
Al -5‘ .Il Tedin sain phadm

— _ o =

Tén sdn phim

il-ilull -

Hly bd cdac thao tae via thue hién
1. Click nat Unde (hodc ding td hgp phim Ctrl+#) trén
thanh menu dé huy bo thao tde vira thue hién,

- &7 TmE e Fe
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| s [ i i
a2 N T
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|:|.|::|:fl.1,‘
2, Click Redo dé& thue hién lai thao tic vitn Undo.
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Ty hoo Microsoft Excel 2010

Lam viéc vdi cac cla s6 bang tinh
Sap xép cdc bang tinh
1. Click VIEW > Window > Arrange All.

* Tiled: sip xép déu.
* Horizontal: Eﬁp '.u';p theo chidu ngang.
¥ Vertical: sip xép theo chifu doc.

» Cascade: sip xép ting.

Lam dn bang tinh
1. Click VIEW > Window> Hide,

=1 1Webm ali By i
Sy = 3
| e -MI it SR
;- A pr:‘:'-r - il P 8 e B
Aetdem
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Bail 1. Lam guen vl Miciosoft Exced 2000

Lam hién bang tinh
1. Click VIEW = Window> Unhide

Cac van dé lién quan can thiét

5u dung Reglonal Settings frong Confrol Panel

Cée dang thire di liéu thuting bi sai khi nhip vao Excel do
bdi dinh dang Hegional trong Control Panel.

kg Control Panel

1. Click Start = Control Panel,

2. Click Regional and Language.
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TiJ hpe Microsoft Exced 2010

3. Click Additional settings.

Viée nay rit quan trong, néu khing vite nhiap di ligu
chiie chin ¢ sal.

Thé Numbers

Quy dinh cic dang thiie cua s gdm: diu thip phian, diu
ngdn cach hang nghin v.v...

https://tieulun.hopto.org



Boi 1, Lam guen vdi Microsoft Excel 2010

¥ Decimal Symbol: xde¢ dinh diu thip phan.

¥ No of digits after decimal: xic dinh s6 thip phan
*  Digit grouping symbeol: xfic dinh & ngain eich hang nghin,
»  Digil grouping: xic dinh hang nghin

» Negative sign symbol: xdc dinh ddu lam déu dm.
¥ Negative number format: xic dinh kidu =0 dm,

¥ Display leading zeroes: xac dinh cd hofic khong co
80 O @ phia trude.

# List separator: xic dinh danh sich ngin cach.
Measurement system: hé thong phép do.
Standard digits: chuin don vi do.

Use native digits: si dung don vi do tf nhién,

The Cumency

Quy dinh dung thie cua don vi tién 1§ v cde thing s6 co
lign quan.

Rt by oy vy S e il e L
Sy, | ey, Mk, AL o

= T
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TJ hoe Microsoft Exced 2010

¥ Currency Symbol: xic dinh dfu ding lam ddn vi
tién té.

* Positive currency format: xdc dinh vj tri cua don
vi tién tg.

» Negative currency format: xdc dinh kifu s6 am.

The Time

Quy dinh dang thie cia di lidu gid, phat, gidy.

LR e
1= el Long s |
bk PR

b o LU

vh rwe, i ki et e
b i e ey ey s |

§ b0 S e rdare P 0 B R sy e E
Ferrdarn ey TSR el

= ————

¥ Sample: hién thi dang gi¢r hién hanh,
¥ Time formats: dinh dang gid.

» Long time: dinh dang kiéu gid.

¥» AM symbeol: xic dinh gi¢ budi sang.
» PM symbol: xie dinh gitr budi chidu.

22 S https://tieulun.hopto.org



Bai 1. Lam guen vdi Microsoft Excal 2010

Thé Date
Quy dinh dang thdc cia dF li¢u ngay, thing +a nam.

i R S ey

Pelend Tl rmdaln e
i o dey el dddd o dey of seor M omoey v pE

| il
B ot cheged grae nordeees] rderperd @ g e brbare
18 | e 28

o ey o e | —

» Short date: hién thj ngay thang hién dang s dyng.

¥#  Long date: xic dinh kiéw ngiy, thing, ndm v.v...

https://tieulun.hQpigforg



I hipc Microsol Excel 2010

o

T Bic 2|

'ﬁ— g
KHAI NIEM CO BAN BANG TiNH

Phén lén thid gian, khi ban nhip thing tin vao mat
bang tinh Excel, ban khing xde dinh rd ring loai dif liéu.
Thay vae dé, Excel kiém tra thing tin ban di nhip vho vi
dua vao dinh dang cia ban v nhing goi ¥ khée, phéan
loai né mot esich w djng. Excel phin biét gida bom loai di
lidw cdt 1o
» Text thong thuong. Loai di litu nay bao ghm cic

tiéu dé ejt, phdn mo ta va bit ki théng tin ma Excel

khing thé nhin biét nhu la mt trong cie loai di lidu
khae.

¥ Cécsd. Loai di liéu nay bao gom gid ca, sb nguyén,
phiin &d, ty l& phin tram va moi loai dir lidu 56 khac.

Cic 56 la thinh phiin co bdn eiua hiu hét cac worksheet

Excel.

» Ngay thing va thii gian. Loai dir lidu nay bao gom
ngay thang inhu Oct 3, 2004), thii gian (nhu 4:30
PM), vh thing tin ngay thang va dif ligu duge két hyp
(nhu Oct 3, 2004, 4:30 PM). Ban eé thé nhap thong
tin ngay thang va thir gian theo cde dinh dang khde
nhau.

» Cac gid tri ding hodc sai. Loai dit liéu nay (duge
goi la m{t gia tri Boolean trong thé gidi chuyén gial
¢t thé chita mit trong hai thi: TRUE hosic FALSE
iduge thé hién bing tat ca chid hoa). Ban khing can
esic loai dif lidu Boolean trong hau hét cdc worksheet.
(Lin duy nhit ban ciin s dyng nhing gid tri nay li
trong nhimg truong hop rit hiém ban mudn thém ma

24 S https://tieulun.hopto.org



Bai 2, Khdi nkdm oo ban bdng tinh

macro Visual Basic hoae ede cdng thae luong gid diéu

kién nhit dinh vao bang tinh cua ban. Bdi vi nhimg

chi diém nay rit cao cip va khing ap dung vao hiu
hét cac bang tinh, sdch nay st khong dé cap dén
chiing.

Mt edch hitu dung mé Excel higu dir ligu cua ban la
xem viée canh chinh 6. Exeel ludn canh trdi text (nghia la
Excel eanh thang nd trén mép trdi caa mot o). Mat khie,
né ludn Juin canh phdi cdc 38 vi ngay thing va nd canh
gia cic gia trj Boolean.

Thé nao la WorkBook

WorkBook la tap tin cua bang tinh Excel, ma trong ddé cb
nhigu Sheet.

Tuy nhién, ban khing nén md nhiéu WorkBook vi s& lam
cho may tinh coa ban chay chidm. Ban cé thé xac ldp ty
ding WorkBook bang cdch:

1. Nhap File > Option.

https://tieulun.hop@rorgéa



T hepc Mlicrosoft Excel 2010

Hip theai Exeel Options xuft hijn.
2, Nhip Formulas > chon § kiém Automatie.

Thé nao la WorkSheet

WorkSheet 14 mit bang tinh vi thuje mit WerkBook.
Mit WorkSheet gom cd ele edt, cdc hing va cdc 6. Mat
WorkSheet thuirng cd 16384 edt, 1048576 ding.

Vi du: cit B dong B -> B&.
Cée thao tdc co ban WorkSheet
1. Nhip chuét phdi vie Sheet.

Mt menu t&t xudt hién.

26 S https://tieulun.hopto.org



Bai 2 Khdai niém oo bdn bang finh

¥ Insert: chén Shest vao noi Sheet hién hanh,

¥ Delete: xta Sheet.

¥ Rename: dii tén Sheet

¥ Move or Copy: di chuyén hofic sao chép Sheet.
¥  View Code: khung xem mia Sheet.

¥ Protect Sheet: xdc lip ché di bdo mit Sheet.
¥ Tab Color: chon mau cho Sheet.

¥ Hide: lam an sheet,

» Unhide: lam hién thj Sheet.

= Select All Sheet: chon tit ca cde Sheet.

Xd ly dd ligu
1. Ding chudt ré didm ddu va didm culi &,

= Moo

e atd eperr L1 R Bl

e I;ul-!h-ﬂ-ll !; =i :‘"-L" i

tn

2. Nhan phim Shilt trén ban phim va sau dé di chuyén
con tro chudt dén cudi chd ma ban mudn chon.

- %

.;I_-l rra T 'y -'- e

Licsgry =

Mt vt I W2 - - A EW W e
(A2 T 3 el [ [ e

| Tada nalin phalem

E___‘_..I S S Y] g 1))
{ 56 hifmg  Dongel  Tdng s& ten
3
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1-..r hoo Microsall Excet 2010

i L

Mhap ad ligu
1. bat con tro chujt ndi ban muén nhip Text, sau khi
nhap xong Text nhiin Enter trin bin phim

Phuc héi trang thai ban dau
Khi ban gd nhédp thing tin Text b} sai ban 1:1.'|_ thé nhin
Undo trén thanh menu hoiie nhin to hgp phim tat (Ctri+Z),

Mt Undo MOt Reda

nl:‘ [, sigp  =f & 5 --F

i T —— -

- " | B EEE
ﬂﬂr‘ - i ™

Pl l!u.'lh_l_'.._l.-J.
3 Tlrrt.l:nllu.lll B juipsg  Donogd  THeg oF tifn

immu
Thi thit

B2t pabagii pedid Bebrily Livnglics Bgren ek Tnay bt vigd £ el ket b Llntgdg,

Lam vigc vdi cac &, cdl, dong
Lam viée vdi &
1. Trong tub Home dinh dau o,
2. Trong tab Cells > nhip Insert > Insert Cells.
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Bai 2. Khai niém cd ban bdng tinh

Shift cell right: chin viw viv diy cac 0 sang phai,
Shift cell down: chén vao va diy cic o xuing bén dudi.

oy w

Entire row: chén tat ca mit hang ngang.

¥ Entire column: chén 4t ca oot
3. Nhip OK
Xoacdc &

1. Bdnh diu cidc 0 can xoa.

2, Trong tab Cells, nhidp Delete > Delete Cells.

FERETS o e _

a— LY
W g e e Wi 1 h - W p—
T
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T hoo Micicsett Exceal 2000

Hop thoai Delete xuit hién

*  Shift cell left: xta vi diy cdc § sang trii.

¥ Bhift cell up: xéa cde & di chon.

#* Entire row: xda tit ca dong.

# Entire column: xéa tit ca mdt cit.

3. Nhap OK.

Luu §

N&U ban mesdin Rkl FIEH g o ¢ ] __‘-_*f;’_i_"' aart phini | ::7:'.'r:'i-r=' Leim b pavim,

Thém cac dﬁn{; vd :4&1‘

bé thém cic dong ngang.

1. Trong tab Home, chon dbng.

2. Nhip Insert, Insert Sheet Rows.

. e -
T T o Lttt wenl H— |
e -

:ul - I
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Bé them cac cot,
1. Trong tab Home, chon cit.
2. Nhép Insert, Insert Sheet Columns.

Xoa cac dong va cot
Xda cdc dbng ngang.

Trong tab Home > Cells, chon dong mi ban mufim xda.
2. Nhip Delete, Delete Sheet Rows.

B m s ke el o e TN I
— = . 3 - F B 'p—__-_ —
L] Y ImI r i__'F"' T I, L e e

Xoa cde ebt dpe.

1. Trong tab Home > Cells, chon cit ma ban muém xoa
2. Nhip Delete, Delete Sheet Columns.

https://tieulun.h_gﬂg—.om



Tl hgpc Microsoft Exced 2010

Luw §

oA b ¢ a # P .
Méu mucn xoa ndi dung chi cdn nhin phim Palete vl xda mét bdng

ik 'I"-I,-.-' [falete > Ln" |r ..- Ehﬁf L

Binh kich u-.Lrﬁc déng va cét

Chiéu cao déng
1. Chon dong ma ban mudn thay ddi.
2. Trong Home > Cells > nhip Format > Row Hieght.

il - ..----- [ [— E oy =3 '_ﬂ--r.
i i B W L R e R T — NNl s ]
= = = e o o =
-. . i
—‘!" T T TR TRIT TR T e PR
e —| [T  p——
- A W
<2
i
=i
—
=
s

3. Nhap gii tri md ban mudn, nhiap OK.

Chigu rong cét

1. Chon cot ma ban mudn thay doi.

2. Trong Home > Cells > nhiip Format > Columns Width.
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e iy, Bl ek p

B4i 2. Khai nipm oo bdn bdng tinh

Hép thoai Columns Width xudt hién.

3. Nhip gid tri ma ban muin, nhip OK_

Thii thug!

i ——
| A et Wil alq L

o R
Rt e B B He S A EEE EE

et ™ fr—
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B et Dat con ird chuft
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|.J15| "".:rlrlll}l'rl‘}|

Lam dn, hién déng va cot
1. Chegn dong hode cit ma ban muin Liim in hay hién.
2. Trong Home, nhip Format > Hide & Unhide,

I":‘ —— Es ®afl = B naza E Bw =5 i
i (T W Sl BEE FF B 00 0N S e | m—-— = = mm
— = —— = - )

' - : & o S -
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Tu hoe Microsoft Excel 3000

— ey —— e .

Mot menu xufit hién cdic tdy chan,

| pale e Uniide w_ [ Hide Botn
Ongarize Sherts Hide Cosumnes
Rename Sheet Hide Shest
Move o Cogy Sheel.. e
Tab Calor , R
S Unhide Shiet..
&)y Protect Sheet.. -
Losck et

Hide Rows: lam dn dong,

Hide Columns: lam dn obt.

Hide Sheet: lam An bang tinh.
Unhide Rows: lam hién ding.
Unhide Columns: lam hién cit.
Unhide Sheeti: [aim hién bang tinh.
Sao chép, cdt, dén va di chuyén

Sao chép

Y ¥ Y Y Yy

1. Chon ede & hodic ejt ma ban mudn sao chép.
2. Trong Home, Clipboard > nhip Copy theic nhin
Ctrl+C) tréen ban phim.

- = el = Ee—— —_
- B W [ —— §
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- —

e
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B 2. Kiheli pidim cd Ban bang finh

Cat
1. Chon cdc & hoac elt ma ban mudn cit,

2. Trong Home, CGlipboard > nhip Cut (hoac nhédn
Cirl+X) irén ban e

l‘j —— = as = wil e == o .
'_":.___--I B B S E—— -

i
%

Film

L

-

A 1 : . ; y i i e -\.
Néw ban diing idnh Cut (cat) «8 sau &0 dédn vao vi L' mdi thi 47 ey
trovg & &3 kiong con nia,

Dan
1. Chon cdc & hode egpt ma ban muin din.

2. Trong Hn-l:m:. Clipboard > xic dinh nai ban mudn
din nhip Paste (hodc nhiin Ctrl+V) trén ban phim.

: 4 e s i f s el e e P ‘
Fommimer 02 ¥ e pEE e e e ) S—
—
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Ty g Microsoft Excal 2010

Di chuyén
1. Chon cac o hode ¢ft ma ban mudn di chuyén.
2, Nhip va rié chuit tai duimg bién, sau d6 ré A8 vi tri mdi

&

red! - §d "ol & Pus= . E &8 = :—-
o L L Bk W R e l-h-ﬂﬂ'—'—lz!'T‘T"].] - -_ﬂ:
- s =TS = e = = el

|

Ll e T o S B ] i bt B R TR T TR 1

e i bl B ey B My el

=0

L2

Binh dang 56

1. Chon & dé dinh dang.

2. Trong Home, Number = nhip Format Cells: Number,

EE LS S e

R L L (LY
e | B 1 B - E-A- BN B e R b L e N
e

R : 2 L T N —
=1 - - 3 - -

| . T :g.c T ey PSP WIS R T L T
] l'lrnl-!phl- Il--q [T |EH*
Wl vied [T}

)
'L
s
R L1

Hjp thoai Format Cells xufit hién.
3. Chon the Number, sau d6 chon cdc tiy chon nhip OK.
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Bail 2. Khail nidon oo bdn bang tink

General: cde dang thie tdng quit.

Number: cic dang thie di ligu so.

Currency: cde dang thie dif lidu s ding don v tien té.
Date: cic dang thie dif liéu ngay.

Time: cac dang thie di liéu thai gian.

Percentage: cac dang thaic dd lidu phin trim.
Custom: eie dang thie dif lidu tay ¥ ngudi dang.

Vi du nhip: 3000d trong dang thic Number thi cho ra két
qué 30004,

Canh I& Text bang tinh

1. Chon & dé dinh dang.

2  Trong Home, Alipnment > nhip Format Cells: Alignmenit.

¥YY Y Y Y

¥ v

- s i ]
B s (B W- I B BEE FE Eeepaiee 1 - WA —r—al ! s

~ 8

Hép thoai Format Cells xudt hién
3. Nhip Alignment.
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T hoc Microsoft Excet 2010

Chon cdc tuy chyn:
Horizontal: canh chidu ngang

¥ Leflt: canh trdi.

# Right: canh phai.

¥ Center: canh giifa.

* JJustify: canh déu.

¥  Center Across Selection: canh diu gida.

Vertieal: canh & theo chifu doe
¥ Top: canh 1& trén
¥ DBoltom: canh lé duwdi.
Text Control: digu khién Text
¥  Wrap text: xudng dong ty ddng.
b Shrink to fit: canh dd liéu cho vita khit 4.
¥ Merge cell: két hgp nhigu & lai thanh mt 6.
Direction: hudng Text.
» Left-to-Right: tif trii sang phai.
¥ Right-to-Left: tir phai sang trdi.
Orientation: thay doi hudng caa dir lidu,
4. Nhap OK.
Thém dudng vién
1. Chygn 6 dé thém duting vién.
2. Trong Home > Font > nhip Format Cells: Font.

_

i Wimim i K S = mi B Beaw e
T i e | W 8 O WA EE B EF feegsoms: 4% ¢ W
Chgege . s - - H i

P R Y S s
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Hae 2. Kndi midrm co bdn bang fnh

3. Chon Border va sau do chon kidu

Style: kitu duiing vién.

v

Color: miu duling vién.
None: trd vié trang thdi ban diu.
Outline: tao duling vien ngodi.

Inside: tyo duing vién trong.

Border: cac kigu duimg vien.

. Nhip OK.

Chon mau

1. Chon & dé thém mau.

2. Trong Home > Font > nhip Format Cells: Font

= Y ¥ ¥ Y

'\:"::.. waiews  cln N e e Grrea
B Frenipan | FF B EHe B i BN e Fleepsimin- | %
- i
SRS O
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T hgc h'!li:rl:!mﬁ Exceal 2010

Hgp thpai Format Cellz xudt hién.
3. Chon Fill va sau &6 chon mau ma ban mudn.

Background Color: miu nin.

Pattern Color: miu hoa viin,

Pattern Style: kiéu hoa van.

Nhip OK.

Tim kiém Text

1. Trong Home, tab Editing > nhép Find & Select > Find.

| o I
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Baii 2. Khadi nidm cd bdn bang tink

Hip thoai Find and Replace xuit hién:

Find What: tim nji dung cin tim.
Within: tim trong Sheet hay Workbook.
Search: tim trong dong hay edt (Row/Column)

Look in: tim cong thie, gid trj hay ghi cha (Formulas
MNalues/Comment).

Match ease: tim chi in hoa hay thuing,

# Match entire cells contents: tim toan bd danh ssch
cAc .

2. Nhip Find Next bit didu tim.

Thay thé Text

1. Nhip tab Replace,

L o
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Tt hepc: Microsolt Excel 2010

¥ Find what: tim tif cin tim.

¥ Replace with: thay thé tir,

* Replace All: thay th# tit ci tu,
¥# Replace: thay thé timg ti.

¥ Find All: Tim tdt ca.

¥» Find Next: tim ké tiép.
2. Nhip Replace d€ tim va thay thé.
Chén hinh anh

1. Trong lénh Insert, tab Illustrations = chon Picture

I.'h'ul:d.. L] ™ f )

Hop thoai Insert Picture xuit hign.

2. Nhap mai tén danh sdch chon noi anh ma an o,
3. Chon anh.

4. Nhép Insert dé chén anh.

L e
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Bai 2. Khai miém cd badn bang fink

Too WordAri

1. Nhip Insert > trong tab Text > nhidp WordArt vi
sau db chon kiéu WordArt.

2. Chon Text nhip Font.
3. Fonl Size.

4. Chon mit kidu Font Vni-... (vi dy Vni-Helve), nhap
Text ma ban mudn.

LRSS TSI ——
=

W00 e . T Aemmi AW i
R a i) =] (Sl B R G s
= - e =
| = N T " - . |
i e i T T B S B e e (§ 15—
e
= pha Oiin
L]
- ToH AR auas
[
~i1
L]
-

ML L L '.“--._.r.h.-.-q

s 5 e emd e T == o, — — "
i ——— ;
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Tof hpe Microsolt Excel 2010

Chén biéu dé

Nhép Insert > Chart > xic dinh kifu biéu dé.
Column: biéu d6 dang cot

Line: biéu do dang dutng thing

Pie: hiéu d5 dang hinh bdnh.

Bar: bi¢u db dang thanh ngang.

Area: bidu 46 dang phiin ving.

Seatter: bidu dd dang phin bé.

Other Charts: cic dang biéu d6 khic.

YY YV YY Ve

HUEEdR . aiobakdrcw 8 QWi

- v L L) ‘.:'- -hi [ T

E ] U B 2o I O i B S e R e e
-
X
v
3
I'H
e
.l
B
| ]

2. Nhip Create Chart.
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Bai 2, Khai niém cd bén bdng tieihy

Tao nhanh cot dia chi
1. Nhipgia tri diu tién.

[} - RIS T . I

-
e FEs g RN W W LE ] -
ey

=

[ R SES el P e §

l;l-::._la- AT T I N L T T 0 TR — !.-!.... tig!'
&

Tao &t dja chi bang hdp thoai Series
1. Nhap gid tri diu tién.

B2 o= b "sle B - K
i B T W L Bl BEE PP Wotiee | -+ S T
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Iyl hpe Microsoff Excel 2010

2. Trong tab Home > Editing. nhip Fill > Series

x ¢ =il B
i Wl WA = - FEE B Emeas b

Clhon cae tay ¢hion
F Beries in: chon f check Rows (ghe hing), Columns (ehe i),
¥  Btep value: gia in dau

# Stop value: gia trj cudi.

4. Hhi’li.[.l OK
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B 2 Wh3i nidm cd bdn bdng tinh

Bién ndi dung vao mél &
1. Chon i

2. Gd nhdp Text vad sau dé két thde bing phim
Cirl+Enter

m

. P

. e 1 e

--E IE? T g e A R 0D i
L) <. .i”-_l._l.llll'!ii_l_i_l_f_l_._;

':.Hh—ml.-ﬂ:ﬂh‘ ..

,. I

e e - R P

ok EEE FF o s i R < =

1! I:'I
il

e s falafm|u (el

Xudng déng trong méol &
1. Chon &.
2, Go nhip Text va sau do két thic bang phim Alt+Enter.

:_.. . .y - Fem —_ l'l =S -
4 R Eede BEE B = ' M {3 jriemen s
mrws o S ey =
i .‘-'
| = 3 Y L N i T Y T | R
Wit e, il Y i (0 0

B

Lam én hién thanh céng thuc (Formular Bar)

Thanh cong thde la thanh hién thi ngi dung cun mit o,
khi ban elick chugt tai dd.
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Tl oo Microsoft Excal J10

1. Bé bit thanh cong thife chon dfiu eheek Formular,

é tét thanh edng thie chon diu check Formular.

Lam &n va hién thi thanh tya dé
1. Huy chon diu check headings d& lim dn thanh wa dé.
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Behl 2. Kkl nidm oo bdn bdng tinh

2. Chon diu check headings dé lim hién thi thanh tus dé.

BRI SRRl - == == — I i Ea _I'E;
Lam dn va hi€n thi dudng lugi
1. Trong View > Show, d€ dn duirng ludi hiy chon 6 check
Gridlines.

2. Trong View > Show, dé hién thj duimng ludi chon o
check Gridlines.
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T e Miciosol! Eocos 2010

Phong to hoge thu nho man hinh

¥ Foom: phing to hodc thu nho theo ty 18 5

¥ 100%: vung nhin chuan.

foom 100 'SI;:-:A:-
l hnm |

¥ ZLoom to Selection: phang o mit vung dang duge chon
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B4t 3. oo cac phep finh of B

'Em' 5
TAO CAC PHEP TiNH CJ BAN

Trong phan nay ban s& hoc:
¥ Phép tinh cong
# Phép tinh trif
* Phep tinh nhan
#  Phép tinh chia
¥ Tinh gia tri trung binh
= Tim gid trg thi da
Khdi déng Microsoft Excel 2010

1. Nhap not Start, nhip All Programs, Microsoft Office
= Microsoft Excel 20010

[ A Lk AT TI ]
S et i

e S
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T Fpe Microsoff Excel 2010

Excel a8 ma nhu minh hoa bién dudi:

|
j

PmEnE

i r

L= 1 — -

Phép tinh céng
2. Nhap chujt trai trong & Al dé dat con tré chudt @ da.

— . £ "aiil o [P [—

i e e e -

Gt nhdp.
Chi phi tign chg thiang 1272010,

i
al —— [T -m—— L B R o B
® A BEE e i i

e
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Bai 3. Too cac phéo tink cd ban

Hgp thoal Save As xuat |'.il._':I|.
. bat tén File.
Chon noi luu.
Nhap Save.

g &

=]
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Tif hoc Microsoft Excel 2010

8. Nhip trong i A2, & A2 lic nay duc bit sang.

FECES - .
- EEE FE Eeseeme- §-% 0 WA SR

8. Gé nhidp ngay'thing nhin phim Enter v twang uf go
nhép cho cac & B2, €2, D2, E2, F2. Nhy hinh minh
hpa bén dudi,

-

FL"_ - w cjEas el = e
i B W |

- —
Timsnmle iy S A

e #a -
B wu -
i = -
— - -

1

Luu y

Clio Jfn e ndy. ehf duy ahdt Sheet 1 Tuge of dora. B4 la mr
bang Lirth gt , o

Tét ca cde bang tinh khde - Sheet 1, Sheet 2, Sheet 3 .
{ban =& lam viéc vdi ci.ing sau) dé tao mit workhook.
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Bai 3. Tgo cde phép tinh cd BGn

Cong
1. Nhép trong 6 ET7.
2. Gb nhip =E3+E4+E5+E6 nhiin Enter.

=
| ke B e (D — "N | M
i LR ] & E ]
" QW PR T L (AP [ —!?r—| s | i .-----luI s
M i ey e —
= =

N
|
4. Nhip vao & ET7, nhin vao thanh Fomula Bar no sé
hién thi =E3+E4+E5+EG.
Thanh Formuia Bar
TS o e e E
3 .
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Tl heoc Microsoff Exced 2000

Céc cing thic lubn ludn bit ddu vdi ddu =.

Luw ¥

Ban chl tao mit cdng thilc chng cdc ehi phidan gif cho mdi mde
Eﬂj thyic Fﬁém

Thife hién phép cdng vdi ham (SUM) todn téng

1. Nhilp trong & C7.

2. Trién Toolbar, nhip bifu tuing E vi sau dé chon Sum.

afs = n g i [ = ,‘ w
| W T e R Ee—— - i
-
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Baai 3, Tae odc phép tinh oo bdn

3. Nhin phim ENTER.
Téng trong C7 nén la 40.

Luu y
By chl I mit chch khdc 8 cfing cdc ed. Biing clch nhilp bidu
tugmg EI trong Excel sang SUM 46 cfna cdc a8 to C3 qua CB.

Phép tinh tris
1. Nhép trong & C8, go nhap =C7-C8.

N b= S TSy ——

i | b 100 e

oyl
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Ty hos Microson Exced 2010

2, Nhin Enter, hiéu trong C8 nén & 30.
. e —— - -

ni= = G Tl e Beme = o 1 = e gy
-—':" "in Bl EEE RS Pmesem 8w W -_-E:-;g!— -! ally ]
2 -l = =

o kW

————

3. Nhdp trong & C8, nhin vae thanh Fermula Bar no sé
hién thj =C7-C6.

Thanh Formula
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Phép tinh nhdn
1. Nhip trong & F3.

B 3. Tan ode phép linh cd ban

E:— -  Lge el e f— B
- e R E— e

2. Go nhip =C3*E3.

-i-:-i-—.u-l = -
e L . N s
- i e
— - 2]
- iy -
= A = 1
e = =

3. Nhian Enter.
Tich trong & F3 sé la 100.
Bis w sl es = B ESF

— LI | B ) P Sk T
i L I
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Tu hoe Microsoft Excel 2010

4. Tuong ty tinh tich cho cde 6 F4, F5, F6, F7. N6 5& cho
ra kit qua cua & F7 la 1600,

5. Nhip trong 6 F7, nhin vio thanh Formula Bar nd sé
hién thi =CT*E7.
Tharih Formuka Bar
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Bai 3. Tgo cde phép tinh od bdn

Phép tinh chia
1. Nhap & F8, sau dé gd nhip =F7/E7.

3. Nhép trong & F8, nhin vao thanh Formula Bar nd sa
hién thi sFT/ET.
Thanh Formula Bpr

s el == P ‘ ‘ = a
A R e F W i)
i =

SEE SR |
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T b Microsot Exceal 2010

Tinh gid fri trung binh
1. Trong cde & Al1D d¥n C10, g6 nhap.

2000 | 2001 | 2002

2. Trong cdc & All d&én C11, gd nhép.

10000 | 8000 | 12004

Bi= = g el Bem- E =
S Brmpaa TP R W EE e o o WU pe—"——
" =
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Bai 3 Tgo ode phédp finh oo ban

4. Nhiapas D11
5. Nhip biéu tugng [£] vé chon Average.

=

o - R ) " - E &
T e, BB - ey @RS &R i 3oa WA B O,

YT
E= 1T

- B e -
@ EEwEE e

6. Nhian phim ENTER.
Gia tri trung binh la 10000.

[
E_'__ Er R T S — - K ®
,__-r- SO W R S 08 W
2 — = =
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Ty hoo Microsoft Excel 2010

7. Nhip 6 D11. Thanh Formula hién thi.
=AVERAGE(A11:C11)

Tim gié 1| 181 da
1. Nhip trong 6 E10, sau dé go nhip “tinh gid tri ti da”.

—_— @ AEC malle B —_— K
iR B BEE B Besasae Bu o W

ilm
E
I

-
-

-it-5-4 =

*”

e LR L
= =
= =
=u =
=
=

shiuii

R SR

2. Chon 0 Ell.
8. Nhip bidu tuigng E v chon Max.
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Bdi 3. Tao cac phép finh e ban

i - 2 LG - Eeew K
e B B R B S e poa g WA —

= [

LEERER]
allwwns

o "agil  Bemm

o B B s s W

. ma
s

e i ey e .
Hegide W armee  EmaiEw

i;ﬂ.l- - -

S D —a

|

4. Nhan ENTER.
Nhu Worksheet minh hon bén dudi:

e y = -
- P [ - -
B L - -y - -
B o - - -
1 N " - -
N v - [— F |
Freme—— I
- - - o
l . = - L
-
-
"
3 |
] |
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Tul hoc Microsoft Excal 2000

Gia trj toi da la 12000
5. Nhip 6 E11. Thanh Formula hién thi.

=MAX(A11:D11)
Thanh Farmuia

mai- s =y Sl — =
e PR B f e B A Bt 08 WA l_%
=

7. Nhip nut Close D dé dang bang tinh
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Bol & Ve v an s A

Bacd
VE VA IN BIEU PO

Khai niém vé bidu dé

Bidtu b lh mdt tap hop ede ky higw, gia tri minh hoa qua
hinh anh mdi quan hé g cdc dig lice trong bang tinh.
Trong Exeel vo sin mot so hiéu do cung ciap nhidu tinh
niing vy cho phép trinh bay cic thinh phan cua biéu do.
Cach sl dung biéu dé co bdn

1. Chon khoi di liéu cdn vé bidu dd.

R e A S A 2 e S RS £
[ i R S = iscea e = B W
e # # B B W W W §- 8 W

4 .
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Iy hine Microsalt Excal 010

Nhu hinh minh hoa bén dundi

.l-l-h.-—.llﬁ-!“-l—‘—'l"—

Chinh sda biéu dn
Cac thao tac chinh sda o0 ban:

» Bao gim, di chuyén, sao chép thay ddi kich thude, xoa

L

Céace thao tde khdc:

-

¥ DBé chinh sua biéu do, ta lick vao biéu db va chuyén
sang tab Design.

*

28 FRnE hkRded hdbdbdbdbi =2
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B d W wa in bikgu i

Ving lénh Type:
# Change Chart Type: thay (061 bicw dd.

» Bave As Template: luu lai bifu dé.

o

Change  Save Al
Chal Type Template

L

= Bwitch Row/Column: chuvén ddi hing/cit.

Ving lénh Data:

» Belect Data: chon lai vang dir lidu,

Tustich Sede
RowiColiamn ks
| Dala

@

=

Ving lénh Chart Layouts (¢hen lai b eue):

iCFal Layoady

Ving lénh Chart Style ichon kifu biew da)

R e R S
bt hd|bd u b hd hdhid
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Tl Poe Microsot BExscel 2000

Ving lénh Location ixac lap v1 trid -
» Move Chart: Di chuvén bidu 4.

In biéu d6

Viee in bhidu dd khing b gi khdie nhidu 20 vdi vite in khac
trong Excel.

I. 'I]-"- i:| |ru'|l LA |'|i4-'|_| -!l'l |!'|.‘_I;I'| |"h| CA T |:'||'1.:-?|.|I !'||'|l F'lll.l- r
Print va sau do chon eiac tay chon dé in.

2. D& in rieng biéu do, viée dau tién la phai chon bidéu do
va 1n.

B8 5L AG Rklnkhd b bd bd bbb 2
-....*..._ —-|-. “-. = o=y
r L ..'.-. TEr—Ew EN TR T T T BRIk L]

-
i

-
| ]
"

— T T——
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3.

4.

Bei b, Wé wd i Didu o8

Bé cho an toan, ban nén thye hidn vide xem trude khi
in bAng cdch nhip File > Print, khung bén phai hién

thi Lrang ma ban muorn in.

u ek sl Ny T
=

dnk (K hung wam g

Ban cd thé su dung phim tat Print (Ctrl +P) dé thyc

higén viée in.
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Ty hpo Microsoft Excel 2010

S | B ST 7

LAM VIEC VOl CAC BANG TiNH,
MACRO, TEMPLATES

Soo chep, di t:hu',rﬁn cac sheet

Ban cang ¢ theé ding chudt kéo va tha di liéu giga
cdc trang bang tinh, Néu di chuyén theo cach nay, dat con
tro ngay duirng bién cua & da chon, nhin gilr phim Al
trong lic ré qua bang tinh méa ban muin va sau 46 tha not
chudt ra.

Bé di chuyén dif lidu gidia cde eua s6 bang tinh bang
edch ré. Ban hay 4 hién thj tit cd oia 6 bang tinh, chon
lénh Arrange All tir thé View, chon Tiled, Vertical hofic
Horizontal v& sau dé nhdp OK.

MRl O

1. Chon khiéi dir ligu ma ban mubn sao chép hoac di
chuvén dén mit bang tinh khsc.
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Bai & Lam vide vl coc bdng finh, Mocro, lesmipiates

2. Néu ban mudn di chuyén thi chon lénh Cut trén the
Home (phim tat Cirl +X) va néu mudn sac chép thi
chon lénh Copy trén thé Home (phim tdt Ctrl + ()

™ — SR e S— St ‘ -
= By i g Sk R e w1 | -
1=

= — :—'ﬁmd
3. Mgt nhin di kiém bén dudi thanh trang thai “Select
destination and press ENTER or chooze Paste™ cho ta

biét cd thé din né ¢ noi khde. Nhdn phim Enter hoaic
chon Paste”,

Jtet —_— = oy el e Eeme -
p gty T EEE RN RS TP T N e———
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Ty Moo Microsoft Exced 2010

4. Click lén nhiin cua bang tinh ma ban mudn o chép
hodie di chuyén dir liéu dén,

—_ £d =Sl & | Pomm J—

BEIEEA

s

A‘:m‘-‘-"!‘:L — — u:-#

8. Click vao 6 ma ban mudn da liéw duve chén, nhan
phim Enter d¢ ddin dif liduw.

i {
E q
g |
:
B
El_'_.l_nn.. l-l_l-uﬂ.j'-f-q.._ - — - .:"l'[;:.

DI #éw duge dé4n vio Sheool 8

6. Han cd thé ding phim Ese trén ban phim dé huy lenh
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B 5. Lam vigc v cdc bang tinh, Macro, Templates

Lién két.dl liéu vao cac Sheel khac nhau

1. Chen cic & dif ligu ma ban muon lién két sang 1 trang
bang tinh khac.

2. Click nit Copy trén thé Home (phim tit Ctrl + C)
{luu ¥ khong dung lénh Cut “efit™).

:
i |
§

3. Click lén nhin cua trang bang tinh ma ban muin lidn
két dir lidu va sau d6 chon vi tri ban mudn sao chep

Chon w il sa0 chép

3 -.
‘F'.'::.:'.-..'-ﬂ_:F-'—'-'—'-"—' e B == ""‘I:
e
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T moc Microsoft Excal 2000

4. Chon léenh Paste Speeial trén the Home = Clip-
board > Paste = Paste Specieal

Favir fipprinl '_—"

5. Hop thoai Paste Special xuit hig¢n. Click nit Paste
Link dé ddn di lifu vao bang tinh.

il ARFT wWHLEE, = (M EERL ) 1 LEviend |3
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Bai 5. Lam vidie vdi cac bdng tinh, Mocra, Templotes

Qudn Iy cdc Sheet

Ban ¢o the dung each ré dié di chuyin va sno chép cic
trang bang tnh. Nhung ban o thé di chuyén hode sao
chép dion mit trang bang tinh khie bang chich:

1. Click chudt phai viao tab Sheet > Move Or Copy....

Hap thoai Move or Copy xuit hién, chon mdt =6 bdang tinh
tir danh zdch a0 xuing “To book™

2. Click chyn Create a eopy nitu ban muon san chep han
la di ehuvén trang bang tinh, khi hoan tat elick OK,

https://tieulun_;mato.pl;g



Ty hac Mecrosoflt Exced 2010

Ghi cac Macro

Ban cd thé tao cac Macro dé thue hién cong viéc cua
minh mit cach nhanh chéng khi ban phai lap lai edc bude
pgrong nhau,

Cae phim it ma ban xac dinh cho Maero s gat hda
bit el phim 14t nao dang cd trung Excel khi ed chic nang
Macro duge mo

Vi dy, néu ban xac lap che Macro phim Ctrl + P, ban
khong thé ding 16 hgp phim Ctrl + I dé in bang tinh e
chita Macro dang duge md. Ban nén xac lap phim Ctrl +
Shift + P dé ching khing tring vdi phim tdt dang co sin

Ban khing thé |i|.1r‘:|5; Wenh Urndo dé lam dao npuoe Tni
cie thao tic Maero
Thue hién
Md bang tinh ma ban muén ghi Macro.

1. Click Record Macro tir the Developer = Code

e
i (-]
[
ix
i
|
gl

-
i
7

i
|
L
[
l.

2.
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2l 0. L wids wili oac bang finh, Mo 0. lemplates
Theo mae dinh, Macro ¢6 sin bén trong cua 50 trang bang
tinh dang hién hanh, dé ghi mdt Macro ¢é sin bén trong
bang tinh hién hinh bang cach:
1. Chon Personal Macro Workbook, ti danh sach so
xuong Store Macro in
2. Nhap phian mo

ta Macro trong hop Description.

3. Nhip OK khi hoan tit ghi Macro.
Chay Macro

Bé xaic lip mot phim 4t cho Macro sau khi ban da ghi no,
1. Chon Developer > Code > Macros.

m

.m E o CTSPTFET S -,@. hﬂ" T - -!.I.l.u fenpuen ([ Imper

o~ B rater app e -I'h'n--.w- ranioe Btmeraen bwin = i
e ‘-} d.lm:-mm [ u- T b iy N St Oats

| Loy ]

| .

Hap theai Macro xuit hién.
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W hoc Microsoft Exced 2010

2. Click Options dé chpn Macro trong nghi van va mit
phim tdt.

3. Click Edit hoac Step Into, néu ban sé gip mdt man
hinh ma muiy tinh.

Han khing thé xea cie Macro duge hu il trong Personal

Macro Warkbook bang cach chon edc tén trong hip thogi Macro

vii click nit Delete. Ban phai khéng lam an cie Macro cus

Personal Macre Workbook dute luu b trong d6 bling ciach.

3. Chon Unhide tif the View > Window.

1 = = = £ T F R P
n —} l! j-\_l' j ™ v I_.:h-h_..,.l.._-.-.
O s | e wrg frrrer
b | | 4 “p*‘ A P A rg
iy $

4. Chon Personal. XL8B va click OK. Lic nay ban o6 thé
x0a Macro, sau khi x6a ban nén ldm dn lai Personal
Macro Workbook, bing cdch chon Hide ti View >
Window.
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Bai 5, Lam v wdi o bang tinh. Moo, Templates

Xoa Macro
1. Chogn the Developer = Code = Macro,

[ i
- g vy by * kl" & Freprie B var roprrie; limpes ﬂ
P e e Bt R —— =t 1 i s P = a1
R _. L ¥ S = - ]
i i e vty + e ' s Onsiag "8 wervin Jua Pashad
P L e kg i ety
— e

| ;
(1]

2. Click lén tén Macro mbd ban mudn xda va click De-
lete, click Yes khi duge yéu ciu lai viée mudn xoa.

8. Click Bun 4& chay Macro

Xdac 1gp mot Template

Ban ¢d thé tao mit khuin mau dé lam tang nhanh tée do
lam wigéc cua ban. ChAc template |a caAc tap tin dic hif
chuin edc thing tin bao gbm van ban, dinh dang va cic do
hoa bang tinh v.v...

Ban cd thé su dung khuén mau cho mdt cua 86 bang
tinh thay vi phdi lam no ti dau. Phan nay s@ hudng din
ban dng dung mit khudn mAu trén cic trang va hoc
cdch s dung ching lam nén tdng cho cde cua 56 bang
tinh mdi.

https://tieulun. heib.ofg



T e Miciosatt Excel 2010

Luu y

Neu ban tap mit ehudn mau cfa &6 tdng tinh mic dinh, Excel tyf

~4J
A3ng mdf bdn a0 bfing cdch nhip ndt New Brés tharh cdng cu. B8
i m@t khubn man mic dinh, chpn Save as Tl Flie > Dave Aa vl
Thyc hién luu
1. Nhip File » Save As.,

2. Chon thy muec XLSTAKRT tif mai tén danh sach va click
Save. Ban phai chon dung duting din sau: C:\Program
Files\Microsoft Office \(fMice 14\ XLSTART

[ Sy p—————— e S

e b e

e A g 1y

i mi

-l-l—_ T qp-“
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Bai 5. Lam vigc vGi cdc bEding finh, Macro, Temgiotes

50U dung Template

1.

Khi ban da tao m{t Template, chon File = Open chon
khuén mau (ban phai ma ding duing dan da lua.
Sau do thye hién ede thay ddi va click Save.

Nhirng trang khuén mau thutmg duge luu trd trong
folder Templates.

Néu ban da xac lap eie khuén mau miic dinh trong
Excel. Ban chi cin click niot New dé md ban san cua
khuin mau mac dinh.

B mé mit ban sao cua khudn miu trang bang tinh bang
cich chon the Home = Cells > Insert = Insert Sheet.
Biy gitr ban ed thé nhap di li¢u vao cda 50 bang tinh
vii thue hign bt ky sy thay doi nao,

Khi ban thye hién xong edc thay ddi cin 50 bang tinh,
click nut Save va sau dié Juu tip tin bing cich toy
chon mgt tén thich hgp.

https://tieulunWe.gg



Tu hoc Micrgsart Excal 2010 :

- A -

> (Bl

KHAI THAC €O sO pd LIEU

Téng quan vé cd sd dil ligu

Cor sd dir lidu (Database ) la mot tiap hgp ede thong tin
v Iuu trif theo mit cdu trie thing nhit cho nhu cau khai
thaic di liéu.

Trong Excel, oo 50 df liéu duge td chie thanh mit
bang gom dong ddu tién (Header Row) chifa tén vang tin
(Field) goi la tén vang tin (FieldName) vi cie dong con
lai goi 14 méu tin (Record). Bé khai thac thac cd sd dif higu
khing nén c6 dong hofic ot tring.

Chifc nang Sort (sdp xép)

Sdp xép co s dif ligu theo mit hofie nhifu truiing do
ta chi dinh.
s&p xép nhanh

Neu muin thue hign nhanh vige sap xep, ban eo the su
dung hai nit cong ey e san tren the Home > Editing = elick
chon Sort & Filter,
e e S St + . 1

[l - s md =l Be—— — B w0 |;_"'"_ o n
e B W He B RS e s oA WS e S ot
S o - 1 — = = - ——

Sort & Filbar
Nhung cdeh nay chi cho phép sip xép theo hang va
chi duge mit khoa sip xép duy nhat.
Click chon vao & bt k¥ mudn st dung lam khda sip xép.
Chon mét trong hai nut eing oy tudng dng:

¥ Sip xép tang dan.

g4 ¢ https://tieulun.hopto.org



B4, Khoi thae coed di b

#  Sdp xfp giam dan.

50 dyng menu I&nh

1. Chon khoi di liéu can sap zép, Home > Editing >
II Sort & Filter > Custom Sort.

= = ahd "".F [T L
Fam E TR T e S

Hjp thoai Sort xudt hién.
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Tid e Behicreesodl B o] 011

¥ac lap théng 56

» Sort hy: chon truing lam khoa sfp xép. o hai gia tri.
# Sdp xép tang dan,

»  SAp xép giam dan,

Néu gia tri bi trang ban cd thé sfip xép tidp.

¥ Add Level: them cap mdi

¥ Then by: 1_'|:|-;_||'| 1i|-'.|_| truddng néw co, riung lam khoa ."-:ip
aép tigp theo

# Copy Level: sao cheép cip sap xép,
*  Delete Level: xon cap sap i

» My data has header: Chon hoae khang chon sap
xep theo da lieu oje,

F Sort Options: gidp xac dinh tham eic tuy chyn.
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Beai &, Khal thae C:S_:!-'!.‘."dl]héu

# Case sensitive: phan iét chi hoa/thuiing.

# Sort top to bottom: sip xép i trén xudng dudi.
# Bort left to right: sdp xép tir wdi qua phai.
Ly

Ban o che af dung cang oy Sort Je sdp xdp cho nhank
Chife nang Filtar

Loe hoac mit teieh eac mau tin do ta quy dinh, cic
miu tin nay duic loe hodic 1y tit mot co sa dir lidgu.

Loc (filber)

1. Bt con tro chudt trong pham vi oo sd dir licu, Home
Editing > Sort & Filter > Filter, sau &6 xuit hién
cdc ky hifu gie dudi bén phai cua mbi tén truing,

- — -h--ré--.l- e T
L fomeE mw i B e '.!—-::: -r_.-

2. Click ky hi¢u loc cua tén trubng ¢6 lién quan,
=  Mjt tri ey thé: chon trye tiép tri do trong hop ligt ke.
» Mot tap tri: chon mye Number Filter, sie dinh cac

minh dé ean soaanh.

Tewin.
Aumer dnpiage
Forloran e 1qpr

R W | | oo o
https://tieulqutg:prg




T hac Bicrosoft Exced 2010

Néu chon Custom Filter, sau d6 quy dinh tdp tr] 44 trong
hip thoai Custom Autelilter

T 1

L.,
F,.rh _n| | ‘Dmes Mot Doual .
- et Y Greaber Than...

I:

{Ac ménh dé so sanh trong hip thoai Custom Auto Filter,

¥ Equal: so sinh bang.

* Does not equal: s0 sanh.

¥ [Is greater than: so gdnh ldn hon.

% Is greater than or equal to: 50 sanh lin hon hobc bing.
* Less than: s0 sdnh nho hon.
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El-:.'li &, Khal thac oo sd o gy

¥ Less than or equal to: s0 sanh nha hon hoge biing.
¥ Begins with: diéu kién bdr ddu.
* Does not begin with: didu kién khing bat ddu,

"F

Ends with: diéu kién két thic.

¥ Does not end with: dieu kién khing kit thac.
» Contains: didu kién co chi.

¥ Does not contains: diéu kién khiéng ci chia,

Chic ndng Subtotal

Thong ké tinh toan theo tiing nhém dif lidu trén nhimg
trudng chi dinh trén co sd dir lidu. Excel sé ty déng phin
tdch nhém dif lifu tinh todn va chién két qua ting hgp vao
dau ho@ic culi mbi nhim.

.':ag‘ﬁ'
My

Hop thoai Subtotal xuAt hién.

*] Chow Detail

-]Hml
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Ty hoc Microsoft Exced 2010

Mdc dinh cdac thing 80 sau:
¥ At each change in: chon truiing dung dé phan nhom.,
¥ Use Funetion: chon ham dé thong ké.

¥*  Add Sub Total to: chon nhirng trufing ndo muin thue
hién viee thong ké.

» Replace current SubTotal: thay thé nhitng gid tri
Subtotal hien oo,

* Page Break between groups: chon néu mudn tao
diu ngit trang gida cde nhom.

» Summary below data: chon néu mudn ding tong
kit dude chitn d snu mbdi nhom.

* Remove All xoa tit ca SubTotal hién cd.

Chia ndng Consolidate

Thang ké kit hup trén cae du liou tueing ung cua nhidu
Sheet hoae Book.

= I7 = N ®

Tewifo  Remowe Chali
Duplicates Walldalen © i
' Dsta Foch | .

Hop thoai Consolidate xuét hidn.
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Bl b, Khai thac oo s8 di g

Funection: chon ham é tinh.

» Reference: xac dinh pham vi di héu.

#  All reference: liét ké it ea ede pham vi tham gia
kitt hirp.

» Top Row: dung dang dir lide diu tién lam tiéu dé cit.

F  Left Column: ding ¢t dif li¢u ddu tién bén tridi lam
Licw dé ding.

F Create links to source data: chon néu mudn tao
lign kit vai di ligu nguin.

# Browse: lidt ké danh sdch cde file WorkBook.

¥ Add: hd sung mét pham vi duic chon tir Reference
vao All reference.

¥ Delete: x0a mot pham vi inéu xic dinh suai).

Chic ndng Data Validation

Quy dinh suf hyp ¢ cua dif liéu duge nhap vao bang unh.

Thé Seffings

https:/tieulun &@gTo. 8ty



Ty nol Microsoft Excel 2010

¥  Allow: chon kiéu di liéo 4é kiém tra.
# Data: quv dinh ditu kién.
¥ lgnore blank: bo gua nhing & trong.

» Apply these changes to all other cells with the
same settings: tic dong dén nhimg & khde néu ehing
et cung kidu dinh dang,

¥ Clear All: xda tit ea eqac quy dinh

Thé Input Message

T
W e = e b il
s b ], e S e s—

b Input message: niji dung thong bao nhap li¢u.

» Show input message when cell is selected: bav/
tit théong bao khi & la hién hanh.

» Title: titu dé théng bao
Thé Emor Alert

07 Sa https://tieulun.hopto.org




Bk &0 Khai thac oo s o Méu

» Bhow error alert after invalid data is entered:
bat/tit thing bdo 16i ngay sau khi dit lidu duge nhip.

Style: kitu bdao 16i.
# Title: tidu dé eun 56 bao 16i.
F Error message: ndi dung bao 15i.
Thiét 1ap dinh dang (Conditional Format)

Binh dang co diéu kién
1. Chon cdc 6 cin thiét ldp dinh dang e6 didu kién.
2. Click Home > Styles = Conditional Formatting

» Highlight Cells Rules: dinh dang Font, duting vien
cho cie gia tri.

» Greater Than: sv sanh lan hon.
Less Than: so sanh nho hon,
Between: so sdnh o gioa.
Equal To: so sdnh biing.

https://tieulun.hgpto.org
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T hoo Microsoft Excael 2010

Yy V-

W

v

@4

Text that Contains: ¢hua ngr dung.

A Date Occurring: khdi diu vdi ngay.

Duplicate Values: dinh dang gia tri bi trung.

Top /Bottom Rules: dinh
dang Font. duing vién cho
cac A L.

Data Bars: dinh dang dir
liéu theo vach duiing ke.

Color Scales: dinh dang
theo ty lg.

Ieon Sets: tao kifu dinh

dang cd bidu tudng chd = f_-u- Y
F s E
thich. s ity S anes
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dau B Endl thae oo 8 o i

S Chear Rules from Selected Cells
[ wanage Bules.. Clear Rubes from Entire Sheet
Clear Rules from This Table
Clear Rulbes from This PrveotTable

New Rule: tao midi kiéu dinh dang.

Clear Rules: xdn dinh dang.

Clear Rules from Selected Cells: xoa kieu dinh
dang dang chon,

# Clear Rules from Entire Sheet: xda kidu dinh dang
cho Sheet hién hanh.

Pinh dang theo tuy chon

1. Chyn cic & can thiét lap dinh dang e didu kién.

2. Trung Home > Styles > Conditional Formatting >
click Manage Rules.

B biew e
B e Ruies v
M'T — @
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Ty hoc Microsastt Excal 20010

Hip thoai Conditional Formatting Rules Manager xuft hién.

Show formatting rules for.

¥ Current Selection: chon khéi & hién hanh.
¥ This Wordbook: chon biang tinh.

¥ New Rule: thém kiéu dinh dang.

# Edit Rule: chinh sua dinh dang.

» Delete Rule: xoa dinh dang.

3. Xic lap xong nhap OK.

0f o https://tieulun.hopto.org



Bas 7. Ennh dang frong w in

Bac7

DINH DANG TRANG VA IN

Téng quan

Trong Excel ban ed the in ca WorkBook, in timg Shest
hofic chi mgt pham vi nao dé do ban chi dinh.

1. Click File > Print.

2.

Chon mdy in vA efi dat ede thing s6 mdy in.

Cac théng sé frang in

1. Chon the Page Layout > Page Setup

i 0 e CRE & 5

ey Bgegern Drunislen S FAed Baesl Bechgrosrd  Frrd
- | e - . e e
Vv Fagr Lrran T n
——r = . iy
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Iy hoc Microsaft Excel 2010

Thé Page

AR SRR S

w

8

e eekeaaees

Crmratem
ITA" & P EII'.'!L-I-—

| Saaling

LY T R e

L] g i S i) male by |1 il
P g |

Pt e e [t |

colic.. Jmwn. | Goee
Looe ! comest |

Orientation: chon hudng in.
Portrait: in doc.
Landscape: in ngang.

Scaling: xac dinh 0 1§ phong ' thu nho so vii kich
thudge chuan hodc in vis van vdi trang do ban chi dinh.

Paper size: chon kha gidy.

Print quality: chon 49 phin giai khi in.

First page number: chon cach danh =8 trang diu tién.
Print: bat diu in.

Print Preview: khung xem trang in.

Option: xdc dinh thém cde thing si khic.

i https://tieulun.hopto.org



20 T, Eanh cging trong va in

Thé Margin

4
|

Xic dinh 1& trang in.

» Left: l& trai trang in.

» Right: l& phai trang in.
# Top: ¢ trén trang in.

» Bottem: l¢ dugi trang in.

* Header: khoang edeh tit Header dén 1é giay trén nén
nhd hon Top.

Footer: khoang cdch tif Footer dén 18 gidy dudi.
Center on page: canh gitfa trang.

Horizontally: in theo chiéu ngang cua khd gidy.

Y ¥ ¥ ¥

Vertically: in theo chiéu doe khd giay.
https://tieulunWo.@rg



I hoc Microsott Excal 2000

Thé Headear/Footar
Tiéu dé trang in.

¥ Custom Header: dit tidu dé trén.

¥ Custom Footer: dit tidu dé dudi.

Thé Sheet
Xidc lap cde thong so Sheet.

100 S https://tieulun.hopto.org



Bt T Einh dgng Tong va in

¥ Print Arvea: xdc dinh vung .

¥ Print Titles: chon eac ding trén hay cle edt trii sé
duge in lap lai ¢ méi die trang mdi (Rows to repeat
top /AColumns to repeat at left)

#  Print: chi dinh ede yiu 10 trén bang tinh ed in ra hay khing.

¥ Gridlines: bavtat in dubimg ludi.

# Back and white: in triing den.

# Draft quality: in nhip.
Row and column headings: bit'tit in heading, dong,
cot dia cha.

¥ Comments: bitat in chad thich trong o.
Page order: chon in xubng/rdi sang trdi (Down, then
over) hodic in sang trdi rol xudng (Over, then down).

Thao tac nhanh

1. Chon thé Page Layout.

Nhém lénh Themes

b

»
"
=

Themes: chen kitu dinh dang cd sin.
Colors: chyn miu cho db thi.

Fonts: ddi mau font chil.

Effects: thém hiéu dng.

https://tleulunWo.qrg]



Ty oo Microsott Excel 2010

2. Chon the Page Setup, click Margins = Custom Mar-
gins: xac dinh 16 cho trang in

W
= = 3
0 | -ﬁ ="
l-n-m-:humunn foed sk Pral
E Tilies
e -0
¥  Orientation: chon hugng in.

# Portrait: in doc.

¥ Landscape: in ngang.

™
AR
w
# i
i
1 AL e
P —
I
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son . R dang trang v in

"
-

v

Print Area: xic dinh vang in

=

Hreaty Baih i

'; Gl Prind Arra r
I Llrar Prel Arra

Set Print Area; xén vung in.
Clear Print Area; xda vung in

Print Titles: chon nhing dong trén hede nhing cit
trai sé duge in lap lai @ moi ddu trang mdi i Rows to
repeat top/Column te repeat at left),

Y

Xem trudc khiin
1. Click File > Print (Ctrl+F2).

https://tieuIun_.mpto.ﬁjgl



Ty hoc Miciosoft Excel 2010

2. Chon céc nut cd lién quan.

¥ Next Page: hién thj trang k& tiép (néu o).

¥ Previous Page: hidn thi trang trude.

e i i iy s 115

Fagih p Py Tarwin prbn 5 Lneg man e i mg
I Fhadl oy G f e I Byl
| BN L iy LIeh ]
1 [T RAF T Piigd i g
[ N EE [ 1 hg
| Tl oy -
Taihi i [
Py it T I Tl
Fmii Wl SR i W g Dl
imem R (FELE Ly

MNexl Page

+§ oia

Previous Page

¥ Fit to Page: phéng to'thu nha.

-
9

|
it w0 Page
» Page Setup: chuyén sang hip thoai Page Setup.

» Margins: hatuit cic duiing bién cua |é va cdt.
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son S inh dang frang wa i

In ra giay
1. Click File > Print
2. 5Suf dung cac not ob hén quan

»  Printer: chon tén may in,

»  Mumber of copies: chon sd luong in mit trang thianh
nhiéu trang

y

Tages > Lo: in L trang d6n trang

P

Active sheet: in sheet hién hianh.
# Entire workbook: in tdt ca cic Sheet trong Book
# Portrait Orientation: in doo/'ngang kkhd gay

¥  Ad: chon khé gpiay .

P w1 femage

i By b rem il e merchiberah b
[ S -

Sesilen of Comes |

https://tieulunwto.?fgj



T hpe Microsoft Exced 2010

S(Bur
CAC THAO TAC D{ LIEU TRONG
MICROSOFT EXCEL 2010

Céac kidu dia chi

Néi chung cde phin mém xi Iy bdang tinh, chie nang copy
cing thic nghia la cing thie chi lAp mét lan, sau dd sao
chép cho edc & con lai.

Cach copy céng thic

1. Ré chujt tgi Fill handle eua 6 dé va thye hién ding
tde drag (kéol chudt cho cic 6 con lai.
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Ban cd the kéo va ré chudt theo 4 chidu 48 580 '..'F'I&E cang Hhie,

Néu tai & khéng ed nit Fill handle,
1. Click vao File > Options
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Bai 8 Cac thoo tidc d lidu trong Micrasoft Excal 2010

2. Click Advanced > chon Enable fill handle and cell
drag-and-drop.
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Ty hoo MiCrosolt Exced 20010

Cace kigu dja chi
Bja chi ludng ddi
Vi dy:

1. Tinh cit thanh tién cho eit E khi dé tai 6 E3 ta nhip
=C3*D3.

heing 127000 | Mg

Ténsinphim S8 n

— p L) T i Thinh ke |
10

Eduihing

Togoong T3

i ng 12000

Ténsinphim 56 longmua G ~ Thénh bdn
'mn - -
Buang 1] !

Thit
Rau
Téng chng

3. bBé sno chep xuing cac 6 wong W ta co.
=04*1d
=C5* 15

Ténedn phlls S o mes G Thainh slln

G i 0] 1
Ehatrg n w 1
Thil b1 w 1
o o E —
Téng oing
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Baid Coc thoo fae di eu rong Microsoft Exceal 2010

4. Thém dong tdng edng tai & A7, dé tinh téng cjng =8
lugng va thanh tién.

Tai & C7 go nhip:
=C3+C4+C5+C6 nhin phim Enter.

Chi phi wiln e g 126 :
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Ehatirg | i 100
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6. Cho ra két qua C7,D7 ET7 14 (40,40,400).

Tt —

Ui bl 1 cha i gy | L0
Tiimudnpbde 5 luong mee G Titw nh i
i | w
it g ]
Thi ]
LiPTH W0

Bia chi tuyét déi

Dang thde: 3COLUMN = 3ROW,

Vi dy: $A52, 81353, $C84.

Cd dinh ikhing thay déi) trong thao tac copy edng thite.
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Tu hgc Microsoft Excel 2010

1. Xétbdng tinh sau dé tinh cjt tibn VND, tai & B2 nhép
chng thiic =A2*$0C82.

Téng ty dgng cét dja chi
1. Nhip gid tri diu.
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Bai 8 Cac thao tae ol lkgu trong Microsoft Excel 2000

2. Nhin Ctrl+ré chuit tai Fill handle kéo xuéng dén gid
trj cudi.

Hod#c:
1. Nhap gii i déu.

2, Chon gia tri, click the Home > Editing > Fill > Series.
Thé Hesma

__: AT T e e e
e -'-ij_lllllh-.

H¢|p thoai Series hien thy.

F Beries in: xic ldp cho ding (Rows) véi eft (Columns)
¥ Step value: nhap gid tri diduw.
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T e Microsctt Excel 2010

¥ Stop value: nhip g tri cudi.
3. Click nut OK.

Pién ndi dung vao mét khdi &
1. Bdnh diu khéi .
2. Nhap du liiu va két thie biing phim Cirl+Enter.

Xudng dong trong mét &

1. Chen & 88 go nhip text, sau d6 ding té hyp phim
ALT+Enter.
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Ba 5. Cdac thao 1gc ad idu trong Microsoft Exced 2010

Chén ndi day trong mot &
1. G nhip “Aion hoe khiii lép 12 truirg Hofing Hoa Tham.

Db R T e |

|Mdn hygc kip 12 trulifng Hoding Hos Thim

4
2. Click chi 1 the Home > Alignment.
The Homa
:;“ ] e I ohid wf i 5 W -E_ I T——— P
i .’i::-b-nrﬁ‘ e g~ w-Ar BEE T Peepaimas % =

g — t‘m
i ".-_Ej-

A = 2
u e el | i 17 iroifeg Hrsieg Hos Thiom

Hop thoai Format Cells xuat hién.

3. Nhap the Alignment xie ldp cic thing s,
Text allgrmeant

¥ Horizonial: chon Center.

¥ Vertieal: chon Center.

g o | —
¥ Chon Wrap text. i e el

4. Click OK.

' o
!
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Ty hoe Microsoft Exced 2010

Két qui:
|
Miin e khi idp 12
Huiing Hos Thim
Trén nhidu & thanh mot &

1. Nhip ndi dung.

it

2. Chyn nhiéu d, click the Home > Alignment > Merge
and Center,
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Ban 8. Cac thoo tdc did liéu frong Microsoft Excel 2010

Két qua:

Pebidm beger keal] W L2 craifmg o ng Hos Thim

Sap x&p moi truding lam viée
$4p xép thanh céng thie (Formula bar)

1. Bé batint thanh edng thaie, st dung the View » Show
» Formula Bar,

+ G R

| :i:'IlilHH-Iﬁ
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A Gao 10 10 100
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T hoc Microso!t Excel 2010

Bal/1d1 dudng Ui
1. 5S4 dung thé View > Show > Gridlines.
Bat:

Bt

TR
Fagt Fage Bersk | Cuilew  Fall
lopzd Fiprs Wi THIPRR

Tat

Iol Greire G Hiradings Tosm 1% Toomio
SHEIER R
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Bl B, Cac hao 1O ol Ny hl':-"lg MlicrossTt Excal 20010

Cach phéng te/thu nhd man hinh Zoom)

Trong mit sb truiing hop ta cAn phéng lin'thu nha aia s
bang tinh dé yuan sdt khi ta cin.
Cach 1

1. Dung the View > Zoom.

-

Zoom: diru chinh ty 1& theo thing so.
¥  100%:; vung nhin chuin.

¥ Zoom to Selection: phing to viing nhin.

fopm 100K Ioemio |
Selection

'| Iaom |
Cach 2

1. Nhin phim Ctrl+Seroll (bdnh xe codn) chujt.
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U hoc Microsctt Excel 2010

Mét s digu cdn thiél trong hdp thoai Excel Options
1. Cliek File > Opilions

Hip thoai Excel Options xudt hién,
2., Chon the General.

A AT e e s T ﬂ
ey .
e b e =

Bl ige ||:
e =l

L N |

= ny

e e =

# Include thismany sheets: quy dinh s lugng sheet
trong ml book tmae dinh 1a 3)
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B A Cde thoo tdc dd Bu frang Microsoft Exced 2000

v

Use this font: font méec dinh duge dung.
Font Size: kich cd font.

Y

Default view for new sheets: ving nhin mac dinh.

User name: tén nguti ding.

Thé Advanced
1. Click the Advanced.

# Enable fill handle and cell drag-and-drop: khoa
nut Handle dé sao chep.

» Allow editing direetly in eells: khoa o, khong cho
chinh sua trong & (mubn chinh sua phai sua trén thanh
Formular barh

¥ Enable AutoComplete for cell values: khiong lay
lai tif bi tring.

https://tieulun.hagio.org e




Tu hipe Microsoft Excel 2010

.._.___I'L_.;E;|ig ?|—.
sr.r DUNG CAC HAM
Gidi thigu

Ham la mit doan chuong trinh c6 sdn trong Excel,
nhim dé thye hién cde yéu cdu vé tinh todn. Tén ham viét
béing chil hoa hay thuirng déu cb gia tri nhu nhau, Ham cd
thé chia tdi da 30 s8. Cdc ddi 26 phai duge ngin cdch bai
ddu quy dinh.

Néu khong tinh duge him s& tra vé mit trong clic ma 16i
nhu sau:

Bang ma 18|
" TN o eI |
(#VALUE | Khong tinh duge, tri sai T
_I_r‘H!_A_ - _r Gid tri tham t:hunu ‘khing tén tai
#NAME? | Khongnhindugetén
#NUM! | Trisdkhonghople
#DIVI0 . | Phép chia cho 0
#REF! | khong tham chifu dén dugc
|;~I-ETE‘_ e Ring ™ |
Cach nhép ham vdo bdng tinh
Nhap tnic tiép dang thie

1. Diehuyén dén & cdn nhap.
2. Nhip diu (=), sau d6 tén ham va eie ddi 0 cua nd.
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Bai 9. 80 dung cac ham

S0 dyng Function Wizard

1. D chuyén dén & cdn nhip.

2. Su dung lénh Function, chon the Formulas > Fune-
tion Library > Insert Function.

Hip thoai Insert Function xufit hién.

Hetaries et abiadiil s sl B s, s rameles oo O age.

e

#» Search for a function: nhip ham cin tim.

¥ Or select a eategory: nhim ham duge phiin chia
theo chie ndng.

r
)
L]
u
¥ Select a function: chon tén ham.
3. Chon ham tir danh sdch ham, nhip OK.
https://tieulun.hggto.qrg)



Ty hoc Microsoft Excel 2010

Luw ¥

Khi rihdp xong tén ham trén thanh clng thie, nhde (Ctri+Shift+A)
Excel a8 tif 4dng Jidn chim clp dAu ngodc va dang thic cla cde
28 88 vido Al Tée hdmi,

3% hmu chinh hil.m dinh vi tai & chia h&m dir vk
nhéin F2 hoae click chudt trén thanh ehng thic va sau do
chinh sua,

Cac nhém ham théng dung

Excel co trén 300 ham va ddy va 14 mdt cing cy tinh todn
manh mé, duge chia thanh nhiéu nhém khde nhau.

Mt 36 nhdm ham thing dung:
Nhém ham Logie.

Nhém ham sd.

Nhiém ham chuoi.

Nhém ham thii gian.

Nhdém ham tim kiém va tham chiéu,

Nhém ham co sd dif lidu.

Ngodi cie nhém ham oo ban trén Excel con cd cac
nhim ham quan trong khde, nhu haim vé tai chinh, ham
thing tin.

Nh&om ham 56 (Numberic Functions)
Ham ABSD
ABS: absolute

¥ Ca phap: ABSibigu thic).
P Cong dyng: tinh gid trj tuyét d8i cua (bidu thic),

Vi duy:
1. ABS(-10¥=10.

W Ew AL WAL N Sy
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Bai 9. 50 dyng cao hdam

bormmudan

IﬁiﬁJﬂﬁiﬁQ

ummmrmtw Tewk Dwfir i iociup & el [E T
h.lﬁﬂli-l'- - had = = Femr = Fafeerrer v K Tng = Funrhong = I-IJru.p-r d

Furaiman | 1]
o O .

W B e R R AP 0 i

o S

Ham (SSRT)
¥ Ca phiap: SQRT(biéu thic)

¥ Cong dung: tinh gis tri cAng bic 2 duong coa biéu thic.
Vi dy:

1. SQRTid)= 2 (dung).

2. SQRTV-4)(sail.

i e R e L R T
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Tt e Microsoft Exceld 2000

Ham INTQ

INT: Integer (88 nguyvén)

¥ Cud phip: INTbiéu thic)

F Cong dyung: tinh phdn nguyén eia (hidu thie),
Vi duy:

=INT(4.231} = 4

Ham MODO

»  Ci phap: MOD(biéu thie)
¥ Cong dung: tinh phian du eia phép chia (bidu thic)
Vi du:

=MOIN103) =1

Héam SUM{

¥ Ca phdp: SUMibiéu thie)

# Cong dung: tinh téng cde bidu thirc hodic ting cde 0.
Ham AVERAGE(Q

#» Ci phip: AVERAGE(bidu thdc)

# Cong dung: tinh trung binh cdng cua cdc (bidu thic)
hofie ede 6.

Vi du: tinh diém trung hinh.

F:; T L B | [ -—
- reansns | B P BATE A BEE FF i 0w
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B419. 50 dyng cdc hom

Ham PRODUCT(
¥# Co phiap: PRODUCT bifu thie)
¥ Cong dung: tinh tich cun cde (bidu thiel.

Wi du:
=PRODUCTV3.2)=6

e €l fu K --E B | e o [rreee.

My o - .
e Fremde B C U RS- FREEE s momie - § - ¥
— - —3 |

L= - ey 2l

Ham MAX()

»  Cu phap: MAX(biéu thic)

¥ Cong dung: tinh gid tri ldn nhit trong cdc (bidu thac),
Vi du; MAXI(-10,5,6,-9)=5

A e C— it i -.H - .‘*":"' [rr—"— - "
it ooy L BERR Bl R b Tt SRR Rl b R TR e
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Ty b Microsoft Excel 2010

Ham MING
¥ Ci phap: MIN(biéu thic)

¥ Coéng dyng: tinh gid tri nhé nhit trong cdc bifu thie.
Vi duy:
=MIN(10.7 8)=7

I::_“ £ l!ll L B -! Peu W T faregd
pra
Failr Fromuirgmn | ¥ 5 0" v s B B R W "R SRkt s B -8

Ham thdi gian (Date & Time Functions)
Hém NOW(

¥ Ca phap: NOW()

¥  Chng dyng: tinh gid trj ngay, gidé cua hé thiing may tinh.

| :]i“ Calgs T I -H N o Waam lerd ta
Lol

lh:lr — C r| e o EEE EE e scmie §

] u Fapmi . g e e

AL - S =nowy] T ——

n G b P S B O L A

i] Hﬂmamd
i
=

126 S https://tieulun.hopto.org



Bai ¥ 50 dung cdc hdm

Ham TODAY ()
¥ Ca phap: TODAYT)

¥ Cong dung: tinh gid tri ngay cua hié thing.

ic e T N -ee
i &
T Fromtraie | 8 4 UL B fe BEE R Remmacmen 3oy

I

Ham DAY(D

# Cd phap: DAY(hiéu thic ngay)

b  Cong dyng: tinh gid tri ngay trong biéu thue.
Vi dy:

=DAY(AL)=13

et s oK S " el e | e o
Pl ity | B f B | T L W | g e | o w s
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Tu hl:n: r-.-'lli:rcls.n:hfr Excel 2010

Ham MONTH{
» Cia phdp: MONTH(biéu thuae)

» Cong dyng: tinh gid tri thdng cua hiéu thie.
Vi du:
sMONTHIALI=Z12,

EI ;m fre . g s ™ -n U =
Copy =
s Fromurgar | B £ U= Do) - o EX W EE Huiogr s tonder = | § -

] b st L]
a - EOR oy
'! T IrE T s .

- P

Eﬁ

0

Ham YEAR()

¥ Cu phip: YEAR(biéu thae)

¥ Cong dung: tinh gid tri nAm cua hidu thie.
Vi du:
=YEARIAL)=2000,

m
i

i - - = v . L T3
e T Comw = —_— - L =al » A Wan i
™ Fromernie ¥ 7 Uc (- S A F W WA Bl ereacone -
l.'ll=-h1 u Frend [ Adigimarel
LF) - = £ criamgal)

| . i ol (S T 0 T T O M s i |
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Bai 9. 5U dyng cdc ham

Ham TIME(

¥ Ci phip: TIME (Hour, Minute, Second)

F Cong dyng: ddi 3 tri 58 Hour, Minute, Second thanh
dang biéu thie tucng ing.

Vi du:

TIME{6,15,30) = 6:15AM

_ﬂlﬂ

g o+ Calbn '|“__‘Il'n.+|--.ll-' | e Carier
P Fremairmn | F F U B S fe W R e nome e §

Ham HOUR(

#  Cu phap: HOUR(biéu thae)

F# Cong dung: tinh gid trj gid cua bisu thue.
Vi du:

HOURI6:02AM =6

https://tieulurl._%pt%%g
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Ham MINUTED
# Cu phap: MINUTE(biéu thire!
¥ Cing dung: tinh gia tri cua phat trong bidu thie,

Vi du:
MINUTE(6:00AM =0.

F Zpan N N e
W delate Bavenlly maneid bogesl  Tral  Duwie B Doshup B e Rkwis [— £luprntemin
Furvrid . l.lm-l'-"I [ = 5 Temr+ Bpigsry - B Tng v Parciss: s ierage B9 Crese rom e
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Bai 10, Cac ohim 14t

CAC PHIiM TAT

¥ F9: Khi muin tham khdo két qua tinh ra cua ham
dang dugc s dung lam déi 56 cho ham khdc hodc
dang la thanh phin cua mit cing thie, thi ta danh
diu toan bd dang thife cua ham dé trén thanh cong
thife vis nhdn phim F9, d& trd v trang thdi cd nhin
Ctrl+£.

# Ctrl + A: Sau khi viét tén him ding vae cang thie,
thue hién bude hal cia cong thie, thue hién déu md
ngodc va danh sdch 485 sd cia ham.

#  Ctrl + Shift +A: Tu déng dién thém cip ddu ngodc va
dang thic cua edc d8i 56 ngay sau tén ham.

# F4: Chuyén d6i gitta dia chi tuong doi va tuyét doi.
# F1: Mo hip thoai trg giip.

# F2: Hiéu chinh ham.

Phirn tét Chr

¥ Ctrl + 0: Ma tép tin.

Ctrl + N: Tao tap tin mdi.

Ctrl + 8: Luu tap tin,

Ctrl + P: Md hip thoai Print.

Ctrl + Z: Huy bo thao tdc vira lam.

https://tleulunwg.q@.l
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Ty hoe Microsott Excel 2010

v

¥ ¥.¥ ¥

3

=

Ctrl + F: Md hip thoai tim ki¢m.

Cirl + H: Md hjp theai thay thé,

Ctrl + G: Mo hip thoai “go to”

Ctrl + A: Chon tit ca vain ban.

Ctrl + K: Mo hjp theai Insert Hyperlink.
Ctrl + B: In dam.

Ctrl + I: In nghiéng.

Ctrl + U: Gach dudi.

Phim tét Alt
Nhiin va giif phim Alt d& hién thi cac nat chia cac phim tit

=
e
o

¥ ¥ X

Y

-

e

Alt + 1: Luu tip tin.

Alt + 2: Huy bo théac tdc via thyc hién.
Alt + 3: Lap lai thao tac vua huy bo.
Alt + 4: Xem vrude khi in.

Alt + H: Mo danh sach Home.

Alt + N: Mo danh sach Insert.

Alt + P: Mo danh sach Page Layout.
Alt + M: Md danh sidch Formula.
Alt + A: Md danh sach Data.

Alt + R: Md danh =sach Roview,

Alt + W: Mo danh sach View.

Ctrl + C: Lénh Copy.

Cirl + X: Lénh Cut.
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Boi 10 Coc philrn 141

=

Ctrl + V: Lénh Paste.

Phim tét Chrl wés All

W

YVVEF ¥ N ¥ OOF ¥ 3 IlY SRE N oo

¥ ¥ ¥ v W

Cirl + 1: Md hip thogi Format Cell.

Alt + Enter: Xuing dang trong mit 6.
Ctrl + ;: Bua vho git hién hianh cia mdy tinh.
Atl + =: Tinh tdng tu déng Auto Sum.

Ctrl - Xda cidc & da chon.

Ctrl + Shift + = Chin gic o tréng.

Cirl « SpaceBar: Chon todn bi dang.
Shift + SpaceBar: Chon todn bi cit.

Ctrl + Shift +-: Binh dang st General.
Ctrl + Shift + §: Dinh dang sd tién té,
Ctrl + Shift + %: Binh dang =8 phiin tram.
Ctrl + Shift + *: Binh dang si khoa hpe.
Ctrl + Shift +# Binh dang ngay.

Ctrl + Shift +@: : Dinh dang gif.

Ctrl + Shift +!: Binh dang s6 ¢6 diu phiy ngén edich
ngan tridu.

Ctrl + Shift +& : V& dutng vién xung quanh khai.
Ctrl + Shift + - Xda tit ca cic duiing bién,

Ctrl + 9: Che diu dong.

Ctrl + Shift + (: Khing che diu ding.

Ctrl + 0 (zero): Che diu eit.

https://tieulunf&m.o.ci%



Ty hoo Microsctt Excel 2010

¥ Ctrl + Shift + »: Khing che dau cit.

¥ Cirl + Shift + :: Chen gid hién hanh ciaa hi thing.
Thi thudt trong Excel 2010

Bt tén cho mot &

1. Chon & cdn dat tén.
2. Vao the Formulas > Define Name.

Hip thoai New Name xuit hién.
3. Trong & Names, go tén cin dat cho & Click OK.
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k. Bayi 10, Cac phinm tad

Phéng to man hinh (Full Screen)
1. Viao the View > Workbook View » Full Screen

Binh dang &
1. Chon d ean dinh dang.
2. Vio the Home > Cell > Format Cell.

T NS

= - S s X &L -ﬂ-_—_-v —_a
TE[ R B e b o e ——— —— s
; = |
'y e |
: P
E :'-";.'-.
! ;_:la_
" B e
Hip thoai Format Cell xudt hién. o
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Iy hoc MeCrasolt Excal 2010

3. Chon thé Number > Click vio Custom.

4. Trong & Type: nhip vao 000, khi d6 nhap vao Al la
sd 1, thi s& i dinh dang la 001,

Tao mgl ma cho tép tin

Boi vdi mat 0 tap tin déi lie ta cin tao mat ma dé bau
méit ddi vidi nhimg nguini khsc,
1. Click nit File > Save As.
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Bai 10. Cac phim tdt

— e e = —

Hip thoai Save As xufit hién.
2. Click it Tools s xwing > click General Options.

Hip thoai General Options xuit hién.

3. Trong 6 Password to open: gdo mit ma dé md tdp tin.

4. Trong & Password to modify: gb mit ma dé chinh sua
nji dung.

5. Click OK, xuit hién hp thoai xde nhin, gb lai mét
ma lan niia.

6. BPé hoan tdt click menu File > Save.

Lu §

Céch bd mar maA tuong Ly cdch tao. nhung x5 mat ma trong ¢
Fasduord o e [ Ban phai nhdr mAE ma
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Iy oo Microsott Excel 2010

S dung AutoCorrect - AutoFormat - AutoText
1. Click File = Excel = Options

g b Limaimg

[~ o T ]
@ -t i

g

3 U mmar T
s i sl

s Lk Cama

L T p—
[T Ty rp—

[T
o F s e = = =
=

Venin Fan- ki ~y W O

la—m -:r.-.-—qq-l--_.n
.; w—
3
.._ 1
I x

| b e
S 2 ag
kSt i s

Hip thoai Excel Optionz xudt hién.

2. Click Proofing > AutoCorrect Options.

= B

ﬂ e 1 B Bl ST SRS
Ll A R T R T TR EE YOy TE .;p—qq-l—.[
[rer——
s
damwrars

W et wrusde v 9 R
Lo BT B 1 greran ceam res ean gy

F e e el e e
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LE=NT 1 Irdep asi i cpgar v D oresk
. B R
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legpeeray urpag  (egak il 3
= '
o Laar
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Bai 10. Cac phim tat

The AutoCormrect
S dyng cho mét Wi edin phai 1ap di 1ap lai nhiéu lin mit
cach nhanh nhit

1.

Trong Replace as you type ithay thé khi ban gé
nhip) ban nhip vio & Replace ti nhip vio va & With
tir sé& duge thay thé, click nit Add dé thém vao danh
sach AutoCorrect.

bé xda tir, chon ti trong danh sich, elick ndat Delete.

Mgt 58 ty chon khide

b

b

-

Show AutoCorrect Options buttons: hién thi nit
thy chgn Autocorrect.

Correct TWo INitial CApitals: sua 16i hai i viét
hoa lién tiép.

Capitalize first letter of sentenees: viét chi hoa
ddu cau.

Capitalize first letter of table cells: viét chiar hoa
dfiu mdi & trong bang.

Capitalize name of days: viét chif hoa cho tén cun nghy.

Correct accidental use of cAPS LOCK key: sua
14i khi ding phim Caplock.
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Tu hoc Microsoft Excel 2010

Thé AutoFormat As you type:
Cédch xdc lp w ddng dinh dang khi nhip van ban.

»* Replace as you type: thay thé tir khi nhip vao.

F  Apply as you work: ty ddng 4p dung dinh dang khi
nhiip vao,

F  Automatically as you work: ty ding khi nhéip van
ban vao.

T e —

S ] I1B
L T T . 118

Thay d8i dan v| do cla thudc { Rulen
1. Click File = Excel > Options.
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Bai 10. Cac phim tail

Hop thoai Excel Options xuit hién.
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2. Click chon Advanced

3. Kéo thanh trugt xuing Display, myc Ruler Units »
chon don vi do thich hgp (thudng 14 Inches hofic
Centimets).

Quy dinh hi€n thi s& {4p fin

1. Click File > Exeel = Options.

=y & Trerrg

ikt (0 iy
@ Tre——————
ey ara
- = i 1 e e e e e
bl i e

https://tieulun.ho to.i)dr,lgI



Ty hoc Microsoft Excel 2010

Hip thoai Excel Optiona xudt hién

e oy by ! ety [0 HH
gt nan | g uma L]

[ e i ersirar: o P D b
e s b

[ TR —

e T e d]

8 rem s sy, "
e cmmae i wmn
L] i,
LS el el

I—ta sl dr=ybey
£ Bl b

2. Click mue Advanced.
3. Kéo thanh truge xuing Display, trong Show this

number of Recent Documents, chon sd tip tin e¢dn
hién thi, mac dinh 14 22.
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¥ nghia
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ddin ens miol s

Ham arcosin cua
mét s0. Két qua
cho ra la
goe theo din v
radiam i O idien
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|
Ham Cisin
hyperbol  npue

CUa moL s,

- Lap mit dia chi
(& thanh text,
cho cde sd tho
ty  hang et

rifng,

P iue. Tro clhe hdam

Cu phap
ABRSNUMBERK
Number la s6 Uhue
cin lay  gid i

I T (TR

ACOSINUMBER)

Number: la cos=in
cun Eac mudn Lim
Vi I..’i.l try Lt FIgE
[-1.11.
Muon chuyvén sang
dig thi nhan thém

kkaing

LU T

ACOSHINUMBER)
Number: lia mit =0
thye bit ki lan

- han bang 1.

ADRRESS

TROW_NUM.COL._
NITALABS-NUM. A
17Y SHEET TEXT)
Rovw_numi: =6 tha
b el ding Lrong
tham chifw.
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Ty hoc Miciosoit Excel 2010

|AND
|

| AVERAGE

| AVERAGEA

|
| CODE

L

Nivi ilidu
kién  kifm  tra.
Két qua tra v

TRUE

ca cAc ol S0

logme  la TRLUE,
' kEét qua tra v
la. FALSE
1At ca cile dbi =0
lgic ln FALSE.

Tinh trung bink

cac dai &0 Lrong
| vang

F [

i R

ThERLI

Tinh trung binh

| gde =4 trong mit
['ving eac o, Ham
tinh ca cac gia
tri text va trj
loggic  wai: Text:
gia tep o la WO,
Falzse = d), True
=11

: La code cua cac
k¥ by diu tign
| trong mét chudi
text. Ry ol nay
thujpe bi ky  ty
Lirihe
ilang =0

mia  may
Iain
dung.

ANDNLOGICILOG

G2 ...} Logic 1,
logic2...: la mhinmg
ddi =6 thay didu
kKi¢nt muan  kiém
tra. Cac ddi sd nay
c¢d thé “la TRUE
FALSE.  Co
thé kidm tra duoe

hav

M0 lan 50,

AVERAGE NUME |
ER1.NUMBER2,.|

| Mumber: o thé la

mit s, mdl toa A5 |

hdio.
AVERAGEAINTIM

BERI.NUMBERZ..
i

CODETEXT) Text: |

la’ chudi text bit
k¥ mia ban mudn |
tim code cus kv tu |
L
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Frg e, Tra cuu ham

COLUMN
- mgt tham chiéu,
|

1
E_II‘.DLUM NS
] thum chifu,

| S8 thit ty cat tmngT{‘GLUMN:RE

F1 Ref: o hogc
| viing mudn tim _

] sEr l.hu.‘r sl cit.

e

5-& cic edl trong mqt CﬂLUMNh

LARRAY)

| Array: la m¢t|
; mang, cing |
| thuie mang |

hofie mgt tham |

chidu dén mot |
| vung cic & ma |
ban muin bidt |
| s eft. :

B

DATE

DATE(YEAR, |
MONTH,DAY) |

' Béi sang dang ngay
!:m: gid tri nidm
 thing ngay nhdp |
i e vio.
DATEVALUE | Chuyén mit ngay ti
| dang van ban sang
i dgia | TOL SO BT,
DAVERAGE | Tinh gid tri trung
| binh cho cac gid tri | ATABASE.FIE
| trong mdt et (hang) | LD.CRITERIA
| cua mt danh ssdich | )
hodc mit co sa di |
lidu duge chon. |

Tinh nghy trong DAYISERIAL
thing vai déi s6 la NUMBER)
ngay duge nhip dudi |

dang thip phan hay

| v&n ban.

DATEVALUE(
DATA_TEXT)

DAVERAGE(D |

DAY

— e oL
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Tl hoo Microsoft Excel 2010

IF

Kiém tra néu didu

IFILOGICAL_

ki¢n duge thea mén | TEST,VALUE_

thi 1y gid tri 1, néu

khing thi ldy gid tri

2.

IF_TRUE, V.FI.L
UE_IF_
FALSE)

INT

Dung dé ldy phin |
| nguydn cua 50 chi
ra.

INTINUMBER |

| ¥ Number: cé

thé 1a 1 s5. 1|
toa d) & hay |

toa di khﬂu

e e e

MIN

MINUTE

| Tim sb

I6n nhét
trong mjt danh sdach
cic ddi s8. Bé qua

cdc gid tri logic.

'Tirn il n.hn nhﬁ;t.
trong mit danh sach
ede d8i s6. Bo qua
cic gid tri logic.

Dang doi mjt =0
thap phin ra phaot,
cho hién thj la mijt
80 nguyén tir 1 dén
59,

MAXINUMBE
R1,NumBEFt2,

toa 46 & hay
toa dj khai .

MIN (NUMB
ER 1 NUNIB
ERZ...)

Number: co
thié la 1 s8, 1

toa di Ir..hm 0.

| MINUTE(SER |
| IAL_NUM)
Serial_num: la
mi ngay g
ma Excel diung
trong tinh

todn thii gian.

..} Number: cfh!
{thé 1& 1 sf, 1 g

toa df hay 1|
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Phug s, Tra cdiu hdm

MONTH Dung dé ddi sb t.hﬁp | MONTHI)
phén ra thang. !
NOW Cho sé thi ty cua NOWI) |
ngay wva giod hién
hﬁl‘h = -.J = ——
SUM Dung dé tinh 'bl!ll'lg bUMlNUI‘r‘IEE
' cic ddi 8. | ' R1.LNUMBER2,
I * | ) Number: co
| thé 1a 1 86, 1
toa db hay toa
| — 1 LT
TEXT Ir Ding dé ddi =0 | TEXTINUMBE
[~ thanhcha. R)
TODAY }_Chﬂ- s thd ty cia | TODAY()
S ' ngay hién hanh. ,
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