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Trang 1

LO'1 NOI BAU
Cong tac van phong bao gém rat nhiéu cac cdng viéc va khdng thé thiéu dwoc sw tro giup
clia may tinh. Mdn hoc Tin van phong nham gitp cho ngwdi hoc st dung dwoc cac chire

nang co ban cua cac chwong trinh (rng dung trong bd Office do hang Microsoft cung céap.
Po

la, chwong trinh soan thao Word va bang tinh dién t&r Excel.

Hién nay, da co rat nhiéu tai liéu, giao trinh viét vé Tin van phong nhwng van chua

twong rng, phu hop véi yéu cau, ndi dung va thdi gian cho hoc sinh, sinh vién trong treéng.
Sau mot théi gian giang day ¢ khoa Cong nghé théng tin, trwwd'ng Dai hoc sw pham ky thuat
Hwng Yén, chung ti viét cudn sach nay nham cung céap tai liéu hoc tap cho sinh vién phu
hop v&i chwong trinh mén hoc Tin van phong. Cac doi twong hoc mén tin van phong tai
trrdng gom: hoc sinh cac I&p trung hoc thudc khoa Cédng nghé théng tin, sinh vién cac I6p
cao dang va dai hoc thudc khoa Sw pham k§ thuat. Chang téi da cd gang bién soan cac tai

liéu twong rng cho cac doi twong. Tai liéu nay gianh cho sinh vién cac I&p dai hoc - khoa
Sw

pham k¥ thuat voi thei lwong 4 dvht (2 dvht ly thuyét va 2dvht thwe hanh)

Chung td6i mong rang tai liéu nay dap (rng dwo'c mdt phan nao nhu cau cta hoc sinh,

sinh vién.

Khoa Cong nghé théng tin
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Chwong 1: Hwéng dan chung Vé soan thao van ban

1.1. Khai niém k¥ thuat soan thao van ban, nhirng yéu cau, va nhirng quy trinh

soan thao van ban

1.1.1. Khai niém vé k{ thuat soan thao van ban

85

74
74
75
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80
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85

85

Van ban la phwong tién dé ghi nhan nhirng théng tin, truyén dat cac théng tin t&r cha

thé nay dén chu thé khac bang mot ky hiéu hodc bang ngdén ngir nhat dinh nao do.

Ky thuat soan thao van ban la nhirng quy trinh, nhirng doi héi trong cac qua trinh dién

ra mot cach lién tuc tir khi chudn bi soan thdo dén khi soan thdo, va chuyén van ban dén noi
thi hanh. Gan lién v&i quy trinh va nhirng doi hoi la nhirtng quy tac vé viéc tb chirc bién soan,
thu thap tin tirc, kh&i thao van ban va ca ngdn ngir thé hién trong van ban.

1.1.2. Y nghia cta ky thuat soan thdo van ban

Ky thuat soan thdo van ban co rat nhiéu y nghia. Nhwng y nghia c6 tinh chat co ban nhat
phai

ké dén la lam cho nguwdi nhan dwoc van ban dé hiéu, va hiéu dwoc mot cach thong nhat.
1.1.3. Nhirng yéu cau vé viéc soan thao van ban

1. D& dam bao cho van ban dwoc ban hanh dung va coé chat lwong la phai nam virng

ndi dung cta van dé can van ban hoa.

2. Cac thong tin dwoc st dung dwa vao van ban phai cu thé va ddm bao chinh xac.



Khéng nén viét van ban véi nhirng théng tin chung va 18p lai tir cac van ban khac.
3. Pam bado cho van ban dwoc ban hanh dung thé thirc. Thé thirc dwoe nodi & day 1a

toan bd cac thanh phan cau tao nén van ban. Ching dam bao cho van ban co hiéu lwc phap
ly

va dwoc st dung thuan loi trwéc mat cling nhw 1au dai trong hoat ddng quan ly clia cac co

quan. M6t van ban day da cac thé thlrc yéu cau phai c6 cac thanh phan: qudc hiéu; dia
diém,

ngay, thang ban hanh van ban; tén co quan, don vi ban hanh; s6 va ky hiéu; tén loai va trich

yéu ndi dung; ndi dung; chi ky clia ngudi cd tham quyén; con dau hop thirc cla co’ quan;
dia

diém noi van ban dwoc gri dén (noi nhan), v.v...
4. Str dung cac thuat nglr va van phong thich hop. Néu thuat ngir va van phong khéng

dwoc lwa chon thich hop cho tirng loai van ban khi soan thao thi viéc truyén dat théng tin
qua

van ban sé thiéu chinh xac. Diéu do tat nhién sé anh hwdng dén ndi dung van ban.
5. Van ban phai thich hgp véi muc dich st dung. Vi du, khéng dung chi thi thay cho
thdng bao va nguwoc lai. Yéu cau nay doi hdi phai cd sy phan biét ré rang cac loai van ban
trwede khi lwa chon.

1.1.4. Tém tat cac bwée soan thdo van ban

1. Bwéc chuan bi

1. Xac dinh muc tiéu

2. Chon loai van ban

Trang 9

3. Swu tam tai liéu

- HO so nguyén tac

- Ho6 so ndi vu

4. Xin chi thi cap lanh dao

5. Hoi y kién cac co quan, td chire lién quan

6. Suy luan ( cac loai vi pham ma van ban c6 thé mac)

- Thadm quyén

- Hinh thirc

- Vi pham phap luat

2. Buée viét dw thao

1. Lap dan bai



2. Thao ban van theo dan bai

3. Kiém tra

3. Cac buéc in an va trinh ky van ban

1.2. Thé th(rc va b cuc van ban

1.2.1. Thé thtc van ban

Thé thirc van ban la toan bd cac bd phan ciu thanh van ban, nham dam bao cho van
ban co hiéu lyc phap ly va str dung dwece thuan lgi trong qua trinh hoat ddng cac co quan.
Thé thire 1a dbi twong chil yéu cla nhirng nghién clru vé tiéu chuan hoa van ban. Theo quy
dinh hién nay, thé thirc van ban quan ly hanh chinh cta ta bao gdbm nhirng yéu t6 sau:
- Quoc hiéu;

- Pia danh va ngay thang ban hanh van ban;

- Co quan (tac gia) ban hanh;

- S6 va ky hiéu cta van ban;

- Co quan ( ca nhan) nhan van ban;

- Tén loai van ban;

- Trich yéu ndi dung;

- N§i dung van ban;

- Chirc vu va chir ky cia ngudi cé tham quyeén;

- Con dau.

Tom lai, thé thire van ban la toan bd cac bd phan cau thanh van ban, nham dam bao
hiéu lwc phap ly cua van ban.

1.2.2. B6 cuc van ban

Trang 10

Th van ban thdng dung nhéat, hay dwoc st dung nhat la céng van hanh chinh. Ta hay
chon loai nay dé phan tich cac yéu t6 tao thanh van ban.

Van thw hanh chinh ( Cong van hanh chinh thwéng cé 4 phan cau tao nén:

- Tién dé

- Thwong dé

- Chinh dé

- Hau dé.

Tom tat bd cuc van ban thong thwdng

1. Phan tién dé



- Quoc hiéu

- Dia diém thei gian

- Co quan ban hanh

2. Phan thwong dée

- Noi nhan néu la céng van khong co tén goi

- Tén goi van ban

- SO va ky hiéu

- Trich yéu

- Can c ( tham chiéu)

3. Phan ndi dung (chinh dé)

- Khai thw (m& dau van ban)

- Than thw (cac van dé can dé cap trong van ban)

- Két thw (I cdm, xa giao)

4. Hau dé

- Ky tén

- Van ban dinh kém

- Noi nhan, ban sao

Dw¢i day la mau trinh bay cac thanh phan trong van ban quan ly Nha nwée: TCVN 5700-
1992:

Chu thich:

- O s0 1: ghi tac gia ban hanh van ban

- O s6 2: ghi qudc hiéu

- O s0 3: ghi s6 va ky hiéu van ban

- O s6 4: Ghi dia danh va ngay thang

Trang 11

- O s6 5a: ghi noi nhan van ban (trwdng hop van ban 1a cong van thuwéng)
- O s0 5b: ghi noi nhan van ban (trwdng hop la van ban co tén goi)
- O s0 6a: ghi tén loai trich yéu ndi dung (doi v&i van ban co tén goi)
- O s6 6b: ghi tén loai trich yéu ndi dung (ddi v&i céng van)

- O s6 7: ghi trinh bay ndi dung van ban

- O s6 8: ghi quyén han chirc vu cta ngudi ky

- O s0 9: chir ky ctia nguwoi c6 thAm quyén



- O s6 10: ho tén ngudi ky van ban

- O s6 11: dau cua co quan

- O 80 12: trinh bay cac yéu to cia mot van ban sao
- O s0 13: ghi dau mat hoac khan - O s6 14: ghi chi¥ "dy thao" néu can.
30

14

12

34

6b 6a

13 5a

7

8

11

Trang 12

12

9

10
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So do bo tri cac bd phan cau thanh van ban

Co quan chd quan qudc hiéu

Co quan ban hanh van ban Dia danh va ngay thang ban hanh van ban
S6 va ky hiéu van ban

Co quan (ca nhan) nhan van ban

Trich yéu ndi dung (Pdi v&i céng van)

clia van ban

(Doi véi cong van)

Tén loai va trich yéu ndi dung

(Doi v&i van ban co tén goi)

ndi dung cua van ban



Co quan ca nhan nhan van ban Chirc vu cua nguwdi Ky van ban

1.D4i voi van ban co tén goi: ghi Chir ky va dau cla co quan

day du tén cac co quan can giai Ho va tén nguoi ky

quyét va cé lién quan dén van ban

2. Doi voi cdng van: ghi tén cac

cOo’ quan co lién quan

1.3. Cach dung cac cham trong cau

Cac dau cham cau la nhirng dau viét c6 muc dich chi rd mach lac gitba nhirng tue;
nhirng ménh dé trong mot cau van, va gitra nhirng nhirng cau trong mot doan van. Khi
noi, nhirng mach lac nay dwoc biéu 16 bang giong néi, lic nhanh luc cham, luc to, luc
nho.

a. Dau phay

Dau phay (,) thwdrng cé 3 céng dung sau:

- Chia nhiéu tir hay nhiéu ménh dé cung thudc vé mét loai, ciing dong mot vai trd
gidong nhau.

Vi du: nhirng ban hanh ménh lénh gom cé: théng tw, huan thi, cdng van, sy vu lénh,
cong vu lénh, v.v...

- Ngan cach thanh phan phu dat trwée cha tie va dong tie, khi cau van ding my tie phap
dao ngr.

Trang 14

Vi du: Dw &n cat cong thw noi trén, cac nha thau phai cam kétthwe hién xong trong
thoi gian dw liéu.

- Déng khung nhirng chir hay ménh dé c6 muc dich gidi nghia hay nhan manh can
duwoc lwu y.

Vi du: Céng dién la ban van hanh chinh trong trwdng hop noi nhan gan noi g, sé
dwoc mang tay va dwoc goi la cong dién mang tay.

Trong van ban hanh chinh, con cé trwdng hop dung dau phay xudng hang nhw sau:
Tong giam doc trén trong kinh moi

Ong Tran Van M6,

Nghé nghiép: ...,

Cw ngu tai so...duwdng ... Ha ndi,



Pén van phong Téng céng ty vé viéc ... trong gi® lam viéc.
b. Dau cham phay
Dau cham phay (;) co6 cdng dung cia mot dau phay, nhiéu hon cdng dung ctia mot dau

cham, dung dé chia mot cau dai thanh nhiéu thanh phan cau, méi phan cau da dién hét mot
?r

nhwng nhirng y nay cé lién quan dén nhau.

Vi du: Vé phwong dién t6 chirc, co quan cdng quyén giong nhw mot to chirc tw nhan,

ngwdi bang quan khéng thay cé diém gi khac biét; vé phwong dién diéu hanh, co quan coéng
quyén da khac rat nhiéu mot to chirc tw nhan.

Trong van ban ciing co tredng hop dung dau cham phay xudng hang vira cé tac dung

ngan cach cac phan trong cau, dong thdi lam tang tinh trang trong ctia van dé. Cach thirc
nay

thwdrng ding trong phan thwong dé ctia van ban quy pham phap luat cling nhw van ban
hanh

chinh.

Vi du: "Tong Thanh tra Nha nwéce

- Can c Phap lénh Thanh tra nganh 1-4-1991;

- Can c vao Nghi dinh 244-HDBT, ngay 30-6-1990 ctia Hoi déng B trwdng vé td chirc cua
hé thong Thanh tra Nha nwdc va bién phap bao dam hoat dong thanh tra;

- Can cr vao Nghi dinh 191-HDPBT ngay 18-6-1991 clia Hdi dong Bo trwdng ban hanh quy
ché thanh tra vién;

- Sau khi thdng nhat y kién v&i Bo trwdng - Trwdng ban T chirc va Can bd cta Chinh pha,
Quyét dinh"

c. Dau cham

D&u cham (.) dung dé cham dt mét cau, cat doan mét y. Dau cham chi dung dé phan

cach gilra cac cau, khéng dwoc dung dé phan cach cac thanh phan trong cau. Phai can
nhac

trén co’ s& ndi dung y nghia, muc dich dién dat va két cdu nglr phap clia cau dé quyét dinh
viéc dung dau cham.

Trang 15

C6 hai co s& lay 1am can cir dé xét xem modt dau cham da dat dang vi tri hay sai vi tri:

1) N6i dung théng bao trong cau van da tron ven mét y. Khi chwa tron ven thi chwa dat dau
cham;

2) Twong (rng v&i ndi dung thédng bao trén cau da dwoc viét voi day da thanh phan.



d. Dau cham xudng hang

Dau cham xudng hang c6 ky thuat viét nhw dau cham, nhwng thwédrng dung dé cach doan
mach van.

Khi da dién ta xong mot y 1&én, chuyén sang y I&n khac nén dung dau cham xudng hang, lam
cho van

ban thém sw ré rang mach lac. Nguworc lai, trong van ban hét sirc tranh viéc dung dau cham
xudng hang

blra bai, dé lam van ban rdi rac, 16ng |éo.

e. Dau hai cham (;)

D4au hai cham dung dé bao hiéu loi trich dan, hodc cau van co tinh liét ké trong ndi dung
dién dat.

Chu y: Trong trwdng hop dau hai cham dwoc dat & cung dong véi nhibng cau van cod tinh
liet

ké thi khdng phai viét hoa chir cai dau dau tién cda ti viét lién sau hai dau cham).

Trong trwdng ho'p dau hai cham dwoc dat & dong trén, nhirng I&i trich dan dat & dong
dwdi va viét hoa chir cai cua tlr dau tién.

Vi du:

Piéu 1, Hién phap nwédc CHXHCN Viét nam quy dinh:

"Nwoc cdng hoa XHCN Viét nam la mot nwde doce 1ap, cd chi quyén, thong nhat va toan
ven lanh thd, bao gom dat lién, cac hai déo, vung bién va ving trovi."

e. Dau gach ngang

- Trong van déi thoai, dau gach ngang (-) & dau dong dung doi ngdi néi. Trong van chwong

hanh chinh, ddu gach ngang & dau dong c6 cdng dung chi rd trng chi tiét dwoc ké |é trong
mot doan

van.

Vi du: Ban sao kinh guri:

- Van phong Qudc hoi;

- Van phong Chinh phu;

- BO NOi vu.

"dé kinh tworng”

f. Dau ngoac don

Dau ngodc don () dung dé dong khung mét sy gidi thich hay ghi ct phap.
Vi du: Yéu cdu Quy co quan (Vu To chirc) biét chi tiét vé van dé noi trén.

g. Dau ngoac kép



Trong van chwong tong quat dau ngoac kép thwérng dung dé déng khung 1 n6i hay mét
doan trich nguyén van mot tdc pham. Trong van ban hanh chinh, ngoai cdng dung nai trén,
dau ngodc kép con dwoc dung dé dong khung 1 cha thich hay dan giai.

Vi du: “Dé kinh twdng”, “Dé thi hanh”, v.v...

Trang 16

Ngoai ra, trong van chwong hanh chinh nhirng dau cham cau sau day rat it dwoc st
dung vi ly do khéng thich hop véi dac tinh nhirng van ban hanh chinh.

- D4u ba cham (...) dung dé dién ta y twdng bé Itrng khéng noi hét.

- Dau cham hai (?) dung dé chi mét cau nghi van.

- Dau cham than (1) dung dé chi mot cau than, cham sau mot tiéng than.

1.4. M6t s6 quy dinh 18, kiéu chi¥ va c& chir trong van ban cta cac co quan Nha

nwoc

- Tai ¢6ng van sb: 1145/VPCP-HC ngay 1 thang 4 nam 1998 cua Van phong Chinh

pht. Lé van ban ap dung mang tinh chat tham khao dwoc quy dinh nhw sau: 1é trén: 25mm,
&

dwdi: 20mm, 1€ trai: 35mm, 1& phai: 20mm.

Néu van ban 2 mat lé trén: 25mm, lé dwdi:, | trai: 20mm, |é phai: 35mm, ¢& quy dinh:
TT Thanh phan thé thirc Kiéu chir C& chir Dang chiy
1 cdng hoa ... viét nam

Boc lap - Tw do - Hanh phuc

VnTimeH

VnTime

13

13

Pam

Pam

2 Chinh phu (cq ban hanh van ban) VnTimeH 13 Bam
3 S6: 09/1998/QP-TTg VnTime 13 Birng

4 Ha ndi, ngay thang nam 1998 VnTime 13 Nghiéng

5 Quyét dinh cla ...

vé cong tac phi

VnTimeH

VnTimeH



14

14

Pam

Pam

6 .... Vé cOng tac phi VNTime 14 Birng

7 Kinh guri:

B6 Tai chinh

VNTime 14 Birng

8 Trong cong tac... (NOi dung) VnTime 14 Birng

9 Piéu 1: VnTime 14 BDam

10 P6i voi gido vién (Cac khoan) VnTime 14 Bing

11 TM.Chinh pha VnTimeH 13 Bbam

12 Thu twdng chinh pha VnTimeH 13 Bam

13 Nguyén Van A VnTime 14 Bam

14 Noi nhan:

- Thwong vu Bo Chinh tri

- Thu twéng, cac phd TTg

VnTime

VnTime

12

11

Nghiéng(d

am)

Pirng

15 Mat Khan VnTimeH 13 Bam

16 xong hdi nghi xin tra lai VnTimeH 12 Bam

17 PL.300 (ky hiéu ngwei danh, so ban) VnTime 10 BPing
1.5. Mot s6 quy dinh 1€, c&, kiéu chi¥ trong van ban clia cac co quan Pang
Trang 17

- Tai hwéng dan sb: 01-HD/VPTW ngay 02 thang 02 nam 1998 cta Van phong
Trung uong quy dinh quy dinh : 1& trén: 25mm, 1& dwi: 25mm, | trai: 35mm, 1é phai:

15mm.



TT Thanh phan thé thirc Kiéu chir C& chir Dang chir
1 Bang cbéng san viét nam VnTimeH 15 Birng,

dam

2 tinh uy lang son (tac gia van ban) VnTimeH 14 Bung,
dam

3 Huyén uy quynh phu (cq cap trén) 14 Bing,

dam

4 S6 127-QD/TW VnTimeH 14 Birng

5 Ha long, ngay 20 thang 1 nam 1998 VnTime 14 Nghiéng
6 Thong bao VnTimeH 16 Ding,

dam

7 vé cong tac phi (trich yéu) VNTime 14 DPng,

dam

8 vé ché dd codng tac phi (trich yéu) VNTime 12 Nghiéng
9 Trong céng tac (NGi dung) VnTime 14 Prng

10 T/M ban thuwong vu VnTimeH 14 Bwng,

dam

11 Pho triedng ban VnAvant

H

12 Birng

12 Nguyén Hong Q VnTime 14 Dirng,

dam

13 Noinhan VnTime 14 Bung

14 Ban tuyén giao (noi nhan cu thé) VnTime 12 Bing
15 Mat Khan VnTimeH 14 BPing,

dam

16 Xong hodi nghi xin tra lai VnTimeH 14 Dang,

dam

17 T.31 QQD/TW 320 (Ky hiéu nguoi danh, méa

sO, sb lwong ban)

VnTime 14 DBrng

*\/i du vé bd cuc bién ban hdi nghi:



bién ban hdi nghi...

( Thi du HGI nghi céng nhan vién chirc co quan )

1. Khai mac... gio, ngay... thang... nam... tai...

Trang 18

2. Thanh phan hoi nghi

- S6 ngudi c6 mat ( hdi nghi quan trong ma it ngudi thi can ghi ca tén nhiing
nguwoi co mat)

- SO ngwdi vang mat ( c6 thé ghirdténvaly do)

- Sb dai bidu mai ( co thé ghi tén valy do )

3. Ly do héi nghi (ghi rd tén ngwdi khai mac, tuyén bo ly do )

4. Chuwong trinh hdi nghi (cac van dé can giai quyét )

5. Poan chu tich, doan thw ky (ghi tén nguwdi dwoe hdi nghi bau)
Phan th hai: Tién hanh héi nghi

1. B&o c4o (ghi rd tén ngwdi trinh bay, tom tat ndi dung bao cao )

2. Thao luan

- Nhirng van dé doan chu tich néu ra dé thao luan.

- Nhirng y kién thao luan.

- y kién két luan cua doan chu tich

3. Quyét nghi

- Ghi rd nhirng van dé hdi nghi thdng nhéat biéu quyét théng qua, ty 1&
phiéu: chong, thuan, trang.

- Phan cong chiu trach nhiém thwc hién

Phan th(r ba: Ghi nhirng s viéc két thuc hdi nghi

- y kién dong gop phé binh

- Cam twédng dai biéu

Phan két thuc

- Ngay gio két thuc

- Chi¥ ky cua thw ky va chu tich doan.

Néu bién ban c6 doc trwdc dé hoi nghi thdng qua can ghi thém ca phan
cudi cung: Bién ban da dwoc doc trwdc hdi nghi va dwoc toan thé hdi nghi nhat
tri thdng qua.

Néu c6 dinh kém nhirng van ban khac nhw nghi quyét, quyét tam thw...



can ghi rd vao phan chu thich.

Trang 19

Chwong 2: Soan thao van ban trén microsoft Winword

2.1. Gi¢i thiéu Winword

Winword la phan mém soan thdo van ban cao cap chay trén mai trwdrng Windows,
chuyén dung dé soan thao cac loai van ban, sach v@, tap chi,...phuc vu cho céng tac van
phong. Winword co cac tinh nang manh nhw sau:

- Giao dién d6 hoa thédng qua hé thdng thwe don va cac hép hoi thoai véi hinh thire
thAm my réat cao.

- C6 kha nang giao tiép di liéu véi cac irng dung khac.

- C6 cac bd chwong trinh tién ich va phu tro gitp tao cac van ban dang dac biét.

- Co chwong trinh kiém tra, stra 16i chinh ta, gd tat, macro gitp nguwéi str dung soan
thdo cac van ban nwdc ngoai va tang toc dd x&r ly van ban.

- Chirc nang tao biéu bang manh va dé dung.

- Word con cung cap nhiéu khuén mau, kiéu da dwoc dinh nghia san, gitp ban nhanh
chong va dé dang tao dwoc cac tai liéu va trang Web hoan hao va hap dan.

2.1.1. Khéi dong Winword

Nhay chudt vao nut Start [ chon program [ chon Microsoft Word hoac nhay chuét
vao biéu twong

2.1.2. Man hinh giao tiép cta Winword

Sau khi kh&i ddng, man hinh chinh cia Winword xuat hién nhw sau:

- Title bar ( Thanh tiéu dé): dong ch(ra tén cuta tép van ban.

- Menu Bar ( Thwe don hang ngang): dong chira cac 1énh ctia Winword, mdi [énh (rng
voi mot thye don doc ( Menu PopUp).

Thao tac dé mé& mét thwe don doc:

- Chi con trd chudt vao tén thwe don doc trén Menu Bar réi nhan nat trai chubt.

- Hoac g6 phim F10, roi dung phim mi tén di chuyén vét sang dén thwe don doc can
m® va an nut trai chuét.

- Hoac g6 Alt+ ky tw dai dién cua tén thuwc don doc ( ky tw cé gach dudi) trong cac
thwe don doc.

- Cac lénh dwoc in mau rd 1a cd thé chon va thyc hién duoc.

- Cac lénh c6 mau xam nhat la Iénh tam th&i khong thwe hién duoc.



- Cac ky tw dwoc gach duwdi thi co thé chon Iénh twong (rng bang cach nhan ky tw d6
(thay vi phai di vét sang dén [&énh va nhan Enter).

- Cac lénh co ghi kém t0 hop phim thi c6 thé chon nhanh bang cach nhan to hop phim
do ( vi du: ¢6 thé lwu van ban |én dia bang cach nhan Ctrl+S)

Trang 20

- Cac lénh c6 dau 3 cham (...) phia sau cho biét s& c6 mot hdp thoai xuat hién khi lénh
dwoc chon.

- Tools Bar ( thanh cdng cu): Chira mét sé biéu twong ( Icon) thé hién mét sb 1énh

thdng dung. Thay vi phai vao cac hdp menu dé chon lénh, chi can nhay chudt 1&n biéu
twong

cta lénh twong (ng. Vi du: Mudn Iwu van ban |én dia thay vi vao menu File chon Save, chi
can nhay chudt Ién biéu twong dia mém.

Cha y:

- Cac Tool Bar co thé tat hay mé bang lénh View/ToolBar

- Mudn biét y nghia cia mét biéu twong nao doé thi ra mai tén chudt ( khédng nhan nut chudt)
|&n biéu twong d6 va ché vai gidy.

- Formating Bar ( thanh dinh dang): Ch(ra cac hdp va biéu twong danh cho viéc dinh
dang van ban nhu kiéu, loai font, c& font, can lé ...

Ruler ( thwée): Hién thi thwéde theo chiéu ngang, doc van ban. Ruler cé thé tat hay mé
bang View/Ruler.

- Text area ( vung van ban): day la vung I&n nhat dung dé nhap van ban.

- Status Bar ( thanh trang thai): hién thi tinh trang cta clra s6 hién tai nhw so thr tu

trang, th(r tw ctra s0, tdng sb trang, vi tri con trd ( dong, cdt), gi®y, tinh trang cla Capslock,
Numlock, ... thanh nay nam & dong cudi cing man hinh.

Tools Bar Title

Bar

Formating Bar

Font Size

t

Font

Style

Drawin



Align

Numbering

Scroll bar

Rule

¢

Drawing

bar

Status

bar
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- Shortcut Menu: Kich hoat bang cach nhay nat phai ctia chuét. Thao tac nhanh theo
tirng doi twong ( thy theo vi tri con trd chudt ma kich hoat Shortcut Menu twong &ng).

- Scroll bar (cac thanh cudn ngang, doc) hay thanh trang thai, dé hién thi hoac che dau,
hay chon Option tir 18nh don Tools va mé khdi View ra trong hop héi thoai Option dé chon
tuy chon twong rng

2.1.3. Xt ly cac ctra s

Word cho phép lam viéc dong thdi véi nhiéu van ban trén cac clra s6 khac nhau. Khi
vira kh&i dong, Word mé modt ctra so v&i tén mac nhién la Documentl. Dé mé mot clra so
mé&i c6 thé vao Menu File chon New hodc Open

- Chon New: M& mot van ban mai ( hodc gd Ctrl+N hodc chon biéu twong )

- Chon Open: M& van ban da co trén dia. ( Ctrl+O hoac )

Tai mot theri diém chi cd mét clra sé dwoc kich hoat, mudn lam viéc véi mot clra sb
khac da dwoc mé: Go Alt+W, chon s thi tw twong (rng véi clra sd can kich hoat.

Pé tiét kiem bd nhé, nén dong cac clra sd khdng can thiét, chi gilr lai cac clra s6 can

trao doi di¥ liéu véi nhau. Mudn dong mot clra so thi nd phai dang dwoc kich hoat, vao
menu

File, chon Close (hodc nhay dup chudt vao hdp diéu khién trén thanh Menu Bar).
Chu y: Khi thwe don doc File dwoc kich hoat, gan cudi hép thwe don doc c6 danh sach

4 tai liéu dwoec soan mdi nhat, chi can Click tén tai liéu hodc nhan so th tw twong (rng dé
mo

tai lieu do. C6 thé khéng hién hodc thay dbi so tai liéu dwoe hién thi bang cach vao thue don
doc Tools, chon Options, Click muc General va thay dbi phan Recently user List File.

2.1.4. Lwu trir tai liéu



a. Dé lwu trlr mot tai liéu cod thé chon mét trong cac cach sau:

- G6 Ctrl+S ( hoac nhay chudt trén biéu twong

- Vao Menu File, chon Save.

Lan dau lwu trir tai liéu,hdp doi thoai Save as xuat hién, yéu cau nguwdi st dung nhap vao:
- Tén tép

- Thw muc dé chira tép lwu triv

- Kiéu loai tép: ( Click vao hdp Save File as Type), cho phép lwa chon mét trong cac

kiéu van ban dé dung cho WordPerfect, MS-DOS Text, Window Write...

- Hop Options cho phép dinh cac cau hinh khi lwu trir, Password cho tép...

- Cudi cung chon OK dé lwu

Ké tir d6, mdbi khi thwe hién thao tac lwu trir tép thi van ban sé dworc lwu vao tén tép da dat
theo dang cla lan ghi dau tién.

b. Ghi vao dia v&i mét tén khac: Vao menu File chon Save as, sau do6 cac thao tac tién
hanh twong tw nhw 1an ghi tép dau tién.
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c. Bt cau hinh cho tép lwu trir: Vao menu Tools, chon Options, lwa muc Save. Hop

dbi thoai Save Options xuéat hién.

M6t sO cau hinh hay s dung:

- Always create Backup Copy: Ludn tao tép phong ho ( *.BAK) khi lwu tép Ién dia.

- Allow Fast Save: Cho phép lwu tép nhanh ( chi lwu nhirng phan stra dbi khéng tao tép

* BAK)

- Save Autorecover info every: tw dong lwu tép tin sau tirng khoang thdi gian nhéat

dinh, néu hé thong bi sy cd bat ngd, thi khéi dong lai word, ban c6 thé clru dwoc mot phan
thédng tin. Mudn cau hinh nao cé tac dung, can danh dau X bang cach Click vao hdp trang
phia trwdc.

d. Lwu trir tai liéu dwdi dang HTML: vao thwec don doc File, chon Save as HTML...

HTML la moét dinh dang chuan duoc st dung cho cac trang WEB.

Chu y: cac muc Save, Save as chi lwu tai liéu trén clra s dang mo.

2.1.5. Két thuc Winword

Co thé dung mét trong 3 cach sau

- Nhay dup nut chudt vao Control Menu Box.

- VVao menu File, chon exit ( hodc Nhan Alt+F,X)



- Dung t6 hop phim Alt+F4.

Néu c6 thwc hién bét ky stra ddi nao trong cac van ban dang mé ma chwa lwu vao dia ( cho
dén

thdi diém thoat) thi Word sé hai lai:

Thoat khéng Iwu 1én dia Trd lai soan thao

2.2. Nhap va diéu chinh van ban

2.2.1. Cac phim thwdng dung trong Winword.

- Di chuyén con tré:

1 : di chuyén con tré qua phai mét ky tw

11 : di chuyén con trd xuong mét dong

[l : di chuyén con trd |&én mot dong

1: di chuyén con tré qua trai mot ky tw

Trang 23

Home : di chuyén con trd vé dau dong van ban

End : di chuyén con trd vé cudi dong van ban

PgUp: di chuyén con trd [én mét trang man hinh

PgDn: di chuyén con trd xudng mot trang man hinh

Ctrl-Home: di chuyén con tré vé dau van ban

Ctrl-End : di chuyén con trd vé cudi van ban

F5 : di chuyén con trd nhanh dén trang nao dé. Khi gé phim nay, hép déi thoai sau
hién ra:

- Phim xoa ky tuw:

Delete: Xoa ky tw dirng sau vi tri con tré

Backspace: Xoa ky tw dirng trwére con tro

Ctrl + Delete: Xoa tr dlrng sau con tro

Ctrl + Backspace: Xoa tir dlrng trwdc con tro

- Phim Insert: Dung dé chon cac thwe don doc bang ban phim.

- Phim Esc : Dung dé ngat mét cong viéc dang thwe hién.

2.2.2. Nguyén tac nhap mot van ban trong Winword

- Phim Enter dung dé ngat mét Paragraph. Khéng dwoc gb Enter dé ngat cac dong
trong moét doan ( Paragraph) (Tao dong méi trong doan van ban, nhan Shift + Enter)

- G cac dau: ngay sat ky tw cudi cung cla tr tréc va cach ky tw dau tién cla tir sau



mét ky tw trong

- V&i nhibng Paragraph co tinh chat diéu khoan, phai dung phim Tab sau tiéu dé cua
Paagraph do.

2.2.3. Thao tac trén mot khbi chon

Khoi ( Block) 1a mot doan van ban lién tuc.

a. Chon mét khoi:

Pwa con tré dén dau khdi réi dung mét trong cac cach:

- Gilr phim Shift, nhan cac phim 0, I, 1, [J, PgUp, PgDn, Home, End dén vi tri cudi.
- Ré chudt dén vi tri cudi.

- Gi(r Shift, dwa con tré chudt dén vi tri cudi réi nhay nat trai chuot.

Cha y:

- Néu chon mot s6 dong bang chudt, c6 thé ré chudt & bén |é trai cac dong.

- Chon toan bd van ban: g6 Ctrl+A

- Chon ttr vi tri con trd dén cudi van ban: gé Shift +Ctrl+End

- Chon tr vi tri con tréd dén dau van ban: gd Shift+Ctrl+Home

- Chon tr vi tri con trd dén dau dong : gé Shift+Home
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- chon ttr vi tri con trd dén cudi dong : gé Shift+End

1 Nhéan F8 nhiéu lan dé chon mét phan hay nguyén tai liéu. Trwdce tién nhan F8, sau

dé nhan F8 lan th hai dé chon tir hién hanh, 1an thir ba dé chon cau hién hanh, 1an th tw
dé

chon doan van ban hién hanh va lan th(* nam dé chon nguyén tai liéu
b. Chép mét khoi:

Chép khdi bang thye don doc:

- Chon khdi mudn chép

- Thye hién 1énh Edit-Copy trén thwe don doc ( hoac g6 Ctri+C)
- Di chuyén con trd dén vi tri moi

- Thye hién Iénh Edit-Paste trén thwc don doc ( hoac go Ctrl+V)
Chép khoi bang Tools Bar:

- Chon khdi mudn chép

- Nhay chudt trén biéu twong ctia Tools bar

- Di chuyén con trd dén vi tri moi

- Nhay chudt trén biéu twong ctia Tools Bar



c. Chuyén mét khoi:

Chuyén khdi bang thwe don doc:

- Chon khoi mudn chép

- thwre hién [énh Edit-Cut trén thwe don doc ( hoac go Ctri+X)

- Di chuyén con trd dén vi tri moi

- Thye hién Iénh Edit-Paste trén thuwc don doc ( hoac gbé Ctrl+V)

) Word cung cap hai tuy chon tac dong dén cach di chuyén va sao chép khoi khi st dung
ClipBoard. Dé xac 1ap céac tuy chon nay, hay chon Option tir I8nh don Tools, mé& khodi Edit:
+ Tuy chon Use the INS key for Paste dwoc chon, thita c6 thé dan bang cach nhan
Insert thay cho Ctrl+V (Néu khéng , phim Insert sé bat tat hai ché dd Insert va Overtype)
+ Tuy chon User smart cut and paste dwoc chon, thi Word sé xoa bét cac khoang

trong con dw lai sau khi cat chiy

Chuyén khoi bang Tools Bar:

- Chon khéi mudn chép

- Nhay chudt trén biéu twong ctia Tools Bar

- Di chuyén con trd dén vi tri moi

- Nhay chudt trén biéu twong cia Tools Bar

[ Lwu nhiéu khdi chi trong Clipboard: st dung thanh céng cu Clipboard dé cat hay chép
nhiéu khoi chir (toi da la mwdi hai)
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d. Xoa mét khoi

- Chon khbi mudn xoa

- GO phim Delete

Ghi chu:

1. Chon khdi chir

2. Nhan Ctrl + F3 dé xoa khdi va dwa né vao Spike

3. Lap lai bwéc 1 va 2 cho cac khoi chir khac mudn dwa vao Spike

4. Dat diém cheén vao vi tri dich sé chén chi¥ réi nhan Ctrl+Shift+F 3. Khi d& moi khoi

chir da dwa vao Spike sé& xuat hién trén tai liéu va Spike tr& thanh réng. Cac khoi dwoc dan
theo thir tw khi dwa vao Spike, va moi khodi chiv 1a mot doan van ban riéng.

2.2.4. Pinh dang van ban va cac doan

a. Dinh dang ky tw ( character)



Thay ddi mau ky tw ( Font): nhay chudt vao mi tén xudng trong hdp tén Font, mot
danh sach cac tén Font hién ra, tr d6 chon Font can st dung.

Thay doi c& ky tw ( Point Size): nhay chudt vao mii tén xudng trong hop Point Size,
chon s6 chi c& Font.

Chu y: néu mudn tang c& Font 1&n mét don vi thi nhan Ctrl+], néu mudn gidm c& Font di mot
don vi thi nhan Ctrl+[

Thay doi kiéu ky tw ( Type Style)

- C6 3 kiéu thé hién: Pam ( Bold), nghiéng ( Italic), gach dw&i ( Underline)

- C6 thé két hop nhiéu kiéu chir. Vi du: Dam nghiéng, nghiéng gach dudi...

- Mudn chon kiéu nao thi Click vao mét trong cac ky tw B, |, U trén thanh céng cu
ho&c st dung td6 hop phim Ctrl+B, Ctrl+l, Ctrl+U)

Pé dinh dang day da, chon Font trong menu Format, hop doi thoai xuat hién:
Gach dudi ( Underline):

1 None: Khong gach

[1Single: Gach nét don [ Double: Gach nét déi

1 Words only: Chi gach cac tir [1 Dotted : Gach nét durt

Cac hiéu wrng ( effects):

1 Strikethrough: Cé dwong ké ngang [IHidden: Khéng hién

ISuperscript: Chi s trén [1 Small Caps:CH IN NHo

1 Subscript: Chi s6 dwéi 1 All Caps: Chi in I&'n

Néu chon nuat Default thi cac théng s dinh dang sé dworc lay lam tri mac nhién cho méi lan
khoi ddong Word hoac mo mot tai lieu maoi.

b. Pinh dang Paragraph: cho phép thay dbi cac hién thi cia mot doan van ban.
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Vao menu Format, chon Paragraph, hop doi thoai sau xuéat hién:

- Trong Indentation:

Left ( Right) : dat 1é trai ( phai) cho doan van ban

Special first line : dat lui vao cho dong dau mot doan

- Trong Spacing:

Before: Khoang cach gilra doan dwgc chon va doan truwéce

After: Khoang cach gitra doan dwgc chon va doan sau

Line Spacing: Dat khoang cach gilra cac dong trong doan



Single: cach dong don Double: cach dong doi

1.5 lines: cach mot dong rudi Aleast: cach dong nhé nhéat

Exactly: cach dong chinh xac theo gia tri ctia con s do ngudi dung nhap

- Trong Alignment:

Left ( Right): canh déu theo bién trai ( phai) phim néng: Ctri+L (R)

Center: canh vao gitra Ctri+E

Justified: canh déu hai bén trai va phai (Ctrl+J) Left Center Right Justify

2.2.5. Cac loai dinh dang khac

a. Tao khung va lam nén ( Border)

Pé tao khung va lam nén cho mét doan van ban, trwdc tién: chon doan van ban can

tao sau d6 vao thwe don doc format, chon Border and Shading. Mét hép thoai xuat hién:
- Nhay chudt tai cac vi tri canh mudn lam khung ( Border)

- Nhay chudt tai cac dang dwdng lam hkung ( Line)

- Nhay chudt hép Shading va chon dang nén néu mudn lam nén cho doan van ban do.
Chu y, c6 thé nhay chudt vao biéu twong Border xuat hién thanh céng cu border nhw sau:
Vé cac duwdng bén trong khoi

b. Son dinh dang dung dé sao chép dinh dang ciia mot doan van ban.
Cach thuc hién:

- Pwa con tré vao viing van ban mau

- Nhay chudt 1én biéu twong Format Painter

( xuat hién chdi son bén canh con tré chudt)

- Ré chudt 1&n viing van ban can sao chép

ho&c c6 thé st dung dung phim: Lwa chon viing van ban can sao chép dinh dang, nhan
dong

thdi cac phim Ctrl+Shift+C, sau d6 lwa chon vung van ban can dinh dang va nhan phim
Ctrl+Shift+V.

c. Binh khoang cach Tab Stop ( Tab)
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M@i lan gd phim Tab, con tré sé dirng tai mét vi tri. Khodng cach ttr vi tri dirng cta

Tab nay dén vi tri dirng ctia Tab khac goi la chiéu dai ciia Tab Stop. Khoang cach ngam
dinh

14 0,5 inch (1.27cm).

Viéc thay ddi chiéu dai cia Tab Stop c6 thé thuc hién nhu sau:



- Vao thuec don doc Format chon Tabs...

M6t hop thoai xuéat hién:

- G6 vao vi tri ciia mdt Tab Stop, ¢6 thé chon ky tw trong Leader ( 2,3,4) néu mudn nhirng ky
tw nay trinh bay gitra hai Tab Stop.

- Chon < OK> hay go Enter.

d. Dinh s6 ¢6t ( Column)

Co thé trinh bay van ban trén nhiéu cét nhw dang bai bao bang thao tac:

- Chon ché dd Layout ( thwe hién 1énh View/Page Layout)

- Thwe hién 1énh Format - Columns.

- G6 sO cdt twong wng trong hdop Number of Columns

- Chon <OK> hay g0 Enter.

e. Bullets va Numbering

Co thé xac dinh cac dau cham den hinh tron ( Bulletes) hay danh sé ( Numbering) hay danh
ky tw Alphabe & dau cac doan.

Cach 1: Dung ky hiéu trén Tools Bar.

- Chon cac doan mudn dinh Bullets hay Numbering

- Nhay chudt 1én biéu twong dé dinh Bulletes hay biéu twong dé dinh

Numbering.

Cach 2: Dung thwc don doc:

- Chon céac doan mudn dinh Bulletes hay Numbering

- Thwe hién 1énh Format - Bulletes and Numbering.

f. Dinh dang nén (Background)

g. Binh dang tw dong (AutoFormat)

h. Dinh dang kiéu bang cach st dung hdp thoai Style ... Tl thwe don Format

chon Style, mét hdp thoai Style xuat hién, chon New, trong muc Name ban chon tén kiéu ma
ban mudn. Sau dé, ban dinh dang kiéu d6 bang cach nhay chudt vao muc Format trong hop
Style dé c6 thé dinh dang Font, Paragrah, Tabs, Boder ... [] Chon ShortcutKey... dé chon
phim g6 tat cho kiéu [ Assign [ Close [ OK.
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Chuwong 3: Trinh bay trang va man hinh

3.1. Binh dang trang

Vao menu File, chon page Setup, hhép dbi thoai sau hién ra;



a. Thiét l1ap c& gidy va huwéng in: chon Page size

- Nhay chudt vao mii tén xuéng & muc Page size dé chon c& giay. Co thé lwa mot trong cac
c& dwoe dinh nghia san. Muon tao trang in co kich thwdce tuy y thi thay ddi cac con so quy
dinh chiéu réng (Width) va chiéu cao ( Height). Khi dé c& giay dwoc goi la Custome size (c&
cua ngudi dung tw dinh nghia)

- Chon nut tac dung cho muc Portrait ( hwdng in doc) hoac Landscape ( hwéng in ngang)

- Trong muc Apply To ( ap dung cho) chon mét trong 3 kha nang:

. This Section - dé ap dung cho vung hién tai.

. This point Forward - ap dung cho viing ttr vi tri hién tai tré vé sau

. Whole Document - ap dung cho toan bg tai liéu.

- Chon OK dé xac nhan cac thong s6 mai thiét lap. Co6 thé chon Default dé lwu cac thédng sb
vao tép khuén mau st dung cho nhiéu tai liéu vé sau.

b. D&t I&, chon Page Margins.

- Thay dbi khodng cach t&r mép gidy dén phan van ban, gdbm cac phan Trén ( Top), Dudi
(Bottom), Trai ( Left), Phai ( Right). Sau khi thay di mét trong cac thédng s6 quy dinh 1&,
phan Preview sé cho thay hinh dang twong dbi cla van ban so véi kich thuwdc giay.

- Pé in tai lieu theo mat ddi xirng cua giay, chon tac dung cho muc Mirror Margins (lam mép
|& doi xtrng). Khi do, cac muc Left, Right sé dwoc ddi thanh Inside ( chi mép Ié trong),
Outside ( chi mép |é ngoai) va chuing sé thay dbi tuy theo cac trang chan, 1& cla tai liéu.

- Con sb trong hop Gutter dé chi khodng cach chira 1é cho viéc dong tap tai liéu.

- Muc Apply To va cac budec tiép theo thao tac twong tw nhw phan Page size.

* Cach dat 1& bang thude do.

Phwong phap nay thwdng két hop gitka cac thao tac xt ly chudt va cay thwéc ngang

trén man hinh ( viéc s dung phim mat nhiéu théi gian va phire tap hon). Viéc dat 1é anh
hwdng dén toan bd doan van ban hién tai. Trén thwéec sé cé cac mau hinh tam giac quy dinh
vi tri 1& hién tai. Muén thay doi chi can ré chudt 1én cac mau twong (rng, di chuyén dén vi tri
md&i roi tha chudt. Phia trai thwdc gobm 3 phan: hai mau hinh tam giac phia trén va mét mau
hinh vuéng bén dudi.

- Mau tam giac trén: dat 1é trai cho dong dau tién trong doan

- Mau tam giac dwoi: dat 1é trai cho cac dong con lai

- Mau hinh vuéng: dat |é trai cho ca doan
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Pé thay ddi |é trai cho toan bd van ban, di con trd chudt dén phan tiép giap gitia hai mau
tam giac cho dén khi xuat hién mai tén hai chiéu Roi ré chudt dé thay dbi. Moi khi ré
chudt, sw thay doi sé hién ra ngay trén man hinh.

3.2. Dat tieu de

Tiéu dé dau trang va cudi trang la van ban dworc in trén dau ( hodc cudi) mdi trang cla
tai lieu. Thwdng s dung muc nay dé thém vao tai liéu tén tac gia, tén tai liéu, co quan phat
hanh...Cé thé ap dung cac kiéu dat tiéu dé sau:

- Tiéu dé gidng nhau trén toan bd cac trang cua tai liéu.

- Tiéu dé cua trang dau tién khac véi cac trang con lai.

- M6t tiéu dé danh cho cac trang chan, tiéu dé kia danh cho céac trang |é.

Cac budc tién hanh dé dat tiéu dé:

- Vao thuwe don doc View, chon Header and Footer. Phan trinh bay tiéu dé sé xuat hién cuing
vOi thanh dung cu.

- G6 vao ndi dung tiéu dé dau trang & khung Header, tiéu dé cudi trang & khung Footer.
: chuyén dbi tieu dé dau/ cudi trang.

: xem Header ( hodc Footer) ké truéce

: xem Header ( hodc Footer) ké sau

: thwe hién ché doé chon Header va Footer nhw & cac trang truée.

: chén vao so trang...chén ngay hién tai...chén gi® hién tai.

: cho/ khédng cho phép hién thi van ban cua trang hién tai

cudi cung, Click nut Close dé tré vé ché dod soan thdo van ban théng thwong.

Pé kich hoat ché do stra doi tiéu dé, cé thé nhay dup chudt vao phan ghi tiéu dé ( phan
chir nhatt trong ché dd Page Layout)

3.3. Panh so trang

Vao thuc don doc Inert chon Page Numbers. Hop thoai Page Numbers xuat hién:

a. Chon vi tri danh sb trang

- Pau trang - Top of Page ( Header) hoac cudi trang - Bottom of Page ( Footer)

- Bén trai, phai, gitra hoac bén trong/ ngoai mép giay doi voi trwdng hop in theo hai mat doi
xirng cla trang giay.

b. Co/ khéng hién thi sb trang & trang dau tién cua tai liéu( Show Number on first

Page)

c. Nhay chudt nat Format dé thiét l1ap cac théng sb:



- B4t dau danh tr s6 may ( Start At) hoac tiép theo sb6 trang clia phan trwéc ( continue from
previous section)
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- Kiéu cach s6 ( Number Format)

chon OK dé xac nham cac thiét lap hoac Cancel dé bo qua.

3.4. Trinh bay man hinh

a. Cac kiéu xem trong tai liéu

C6 thé sir dung bon ché dé khac nhau dé xem tai liéu trén clra s man hinh. T thuc don
doc

View chon mét trong bdn kiéu sau:

- Normal (ché d6 binh thworng): day la ché dd mac nhién cta Word, phan I&n cac kiéu dinh
dang dac biét déu nhin thay dwoc trén man hinh. Riéng mét so trwdng hop dwoc don gian
hoa dé tang toc do truy xuét ( vi du: trong ché do nay sé khdng thay dwoc cac tiéu dé va so
trang, khong thuwc hién dwoc cac thao tac ve do hoa...)

Trong ché dd nay, cac trang ngan cach nhau béi dworng cham cham nam ngang.

- Outline ( ché d6 tdng quan): thworng dung dé xem cac muc tiéu dé Ién cla tai liéu, giau di
cac chi tiét nhd hodc chuyén chung dén mot vi tri méi.

- Page Layout ( ché dé trinh bay ngang): tai liéu sé dwoc hién 1én giong nhw luc dwoc in ra.
Cac tiéu dé dau va cudi trang, so trang déu dwoc thé hién. Mudn sl dung cac thao tac vé do
hoa phai chuyén qua ché do nay.

- Master Document ( ché do tbng quan tai liéu): twong tw nhw ché dd Outline nhwng & murc

cao hon. & ché dd nay c6 thé thao tac thém ca phan tai liéu con, két hop nhiéu tép vao mot
tai

liéu Ion...

b. Xem toan man hinh

C6 thé cho vung lam viéc cla nguwdi st dung nhiéu hon bang cach bé hét cac thanh Menu,
thanh cdng cu,...Dé thwe hién viéc nay, chon View- Full Screen. Tré lai man hinh ¢l bang
cach go Esc hay nhay chuét vao hop Full Screen.

c. Phong to thu nhé man hinh

- Nhay chudt vao biéu twong Zoom Control hodc vao thwe don doc View, chon Zoom.

- Chon mdt trong cac con sb quy dinh % van ban dwoce hién thi hodc tang giam con so tuy y
trong hdp Percent.

d. Hién thi tai liéu trwde khi in



Pé xem tbng quat toan bd tai liéu trwwde khi in, c6 thé thwe hién bang hai cach:

- Nhay chudt vao biéu twong Pint Preview trén thanh cong cu.

- Vao menu File, chon Print Preview.

Word sé thwc hién tach trang, danh soé trang... roi hién thi toan bé van ban lén man
hinh vé&i vi tri va ti | cha tai liéu so v&i trang gidy.

Trén thanh c6ng cu cua Print Preview, co thé thwe hién xem mot trang hién tai hoac nhiéu
trang. Dong thoi cling c6 thé sra chiva bang cach:
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- Pinh vi tri con trd van ban tai noi can stra.

- Néu con tré chudt cé hinh dang kinh ltp ( phdng to/ thu nhd) thi nhay chudt vao biéu
twong Magnifier trén thanh céng cu dé tr& vé ché dd binh thuwdng.

- Thuwe hién cac thao tac stra dbi nhw trong ché dé thuwérng.

Nhay chuét vao biéu twong Close dé thoat khdi ché do Print Preview.

e. Bat tat viéc hién thi thwéc, cac thanh céng cu:

- Thwdre: vao thwe don doc View, chon Ruler.

- Cac thanh céng cu: vao thwc don doc View, chon Toolbars. HOp Iwa chon hién ra cho phep
dat/ bd dau X vao 6 twong rng cla thanh cdng cu.
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Chwong 4: Lap bang biéu

4.1. St dung table

4.1.1. Tao mot bang méi

Cac bwdc tién hanh dé tao mot bang maoi;

- Pwa con tré dén noi can tao bang

- Vao thuc don doc Table chon Insert Table, hép thoai Insert Table xuat hién.

- Nhap sb c6t vao muc Number of Columns, s6 dong vao muc Number of Rows.

Nhap chiéu réng moi cot vao muc Column Width. Néu dé Auto, chiéu réng moi cot tuy
thudc vao so lwong cdt va chiéu rong trang in.

- Click nat Wizard hoac vao nut AutoFormat ... dé chon kiéu bang mau.

- Cudi cung, chon OK

Ta cling c6 thé nhay chudt vao biéu twong roi ré chudt dé chon sb codt va so dong .
4.1.2. Cac thao tac trong bang

- Khi van ban nam trong mét 8, nd sé tw ddng xudng dong khi chiéu réng 6 khéng da.



- C4c thao tac dé di chuyén con tré trong bang:

Pén 6 ké tiép Tab

Pén 6 trwde do Shift+Tab

Pén 6 dau tién cta dong hién tai Alt+Home

Pén 6 cudi cung cta dong hién tai Alt+End

Pén 6 dau tién trong cot Alt+PgUp

Pén 6 cudi cta cot Alt+PgDn

- Mudn danh dau doan nao trong bang, co thé ré chudt hodc nhan Shift kém véi cac phim
mi tén.

4.1.3. Stra doi trong bang

a. Chon cac 6, hang hay cdt.

- Chon mét &: di chuyén con tré chudt dén mép trai & dé cho dén khi thay mi tén
trang xuéat hién thi nhay chudt.
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- Chon mét hang: ré chudt tir 6 dau dén 6 cudi dong ( hodc vao thwe don doc Table,
chon Select Row).

- Chon mét cot: di chuyén con trd chudt [én mép trén cta bang dén khi thay mai tén
den chi xudng [ thi Click chudt ( hoac vao thwe don doc Table, chon Select column).
- Mudn chon nhiéu 6 trong bang thi chon mot & dau tién, sau dé di chuyén chudt dén 6
cudi, gitr phim Shift ddng thdi nhay chudt.

- Mudn chon toan bd bang: dwa con trd vao trong bang, vao thwec don doc Table chon
Select Table (hodc nhan Alt va s6 5 bén ban phim sd).

b. Chén thém cac 6, hang, ¢t vao bang:

- Chon 6 hoadc cac 6 mudn chén thém cac 6 mai vao ké sau do

- Vao thwe don doc Table, chon Insers Cells. Hop hdi thoai Insers Cells xuat hién.
Chon mot trong cac chire nang sau:

Shift Cells Right: chen cac 6 mai vao bén trai cac 6 dwoc chon

Shift Cells Down: chén cac 6 m¢i vao bén trén cac 6 dwoc chon.

Insert Entire Row: chen toan bd hang hay cac hang

Insert Entire Column: chen toan bd cot hay cac cét.

- Chon OK.

c. Xoa cac 0, hang hoac cét trong bang



- Trwére hét chon mét 6 bat ky trong hang, cét can xoa.

- Chon Delete Cells twr thwwe don doc Table.

- Chon Delete Entire Row: xoa toan bd dong

Delete Entire Column: xoa toan bd cot

- Chon <OK>

d. Di chuyén, sao chép cac 6, hang, cot trong bang.

- Chon céac 6, hang hay cot can di chuyén hodc sao chép.

- Pwa tré chudt dén phan dwoc chon, git nut bén trai, roi thwe hién mét trong cac dong
tac sau:

. Ré chudt dén vi tri mai roi tha nat trai chudt: di chuyén phan dwoc chon.

. Gitr phim Ctrl dong thdi ré chudt dén vi tri méi roi tha nat trai: Copy phan duoc
chon.

e. Thay ddi chiéu réong cot

Cach 1: Di chuyén con tré chudt dén bién phai cot, khi tré chudt cé dang mi tén hai chiéu
thi ré chudt dé thay doi chiéu rong cot.

Cach 2:

- Chon c¢6t can thay doi
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- Vao thuwc don doc Table, chon Cell Heigh And Width

- G6 con sO chi chiéu rdng cdt vao muc Width of Column

- G6 con sb chi khoang cach gitra cac cot vao muc Space Between Column.

- Chon < OK >

g. Thay dbi dd cao cla hang.

- Chon mét hodc nhiéu hang can thay doi

- Chon Cell Heigh and Width tw thwe don doc Table.

- Chon Row rdi thyc hién mot trong cac thao tac sau:

1 Chon Auto trong muc Heigh of Rows: Diéu chinh dé cao theo dd cao van ban cua
hang.

] Chon Al Least trong muc Heigh of Rows, roi dwa vao gia tri s6 chi do cao it nhat cta
hang. Néu ndi dung trong 6 vwot qua con s dwa ra thi Word sé diéu chinh lai.

] Chon Exactly trong muc Heigh of Rows, roi dwa vao gia tri s6 chi dd cao chinh xac

clia hang. Néu ndi dung trong 6 I&n hon thi sé chi bi mat mét phan.



- Chon <OK >

* Cha y: véi Office 2000 cac ban thwe hién cac bwéce thay dbi do rong codt nhw sau:
- Chon c¢6t can thay doi

- Vao thwc don doc Table, chon Table Properties.... chon muc Columns go con so vao
muc Preferred Width ... Chon < OK >

va chiéu cao dong dwoc tién hanh nhw sau:

- Chon mét hodc nhiéu hang can thay doi

- Vao thuc don Table, chon Table Properties.... chon muc Rows gé con s vao muc
Specify Height ... Chon < OK >

h. Gop, tach cac cét trong bang.

GOp nhiéu cot lai thanh mot:

- Chon cac 6 can gop ( c6 thé gdm nhiéu hang)

- Vao thwc don doc Table, chon Merge Cells.

Khi d6, cac dwéng ngan cach gitra cac 6 sé mat di, tao thanh mot cot duy nhat.
Tach mét cét thanh nhiéu cét nho:

- Chon c6t can tach ( c6 thé gdm nhiéu hang)

- Vao thuwe don doc Table, chon Split Cells. Hop thoai Split Cells xuat hién.

- Nhap vao con s6 chi so cdt can tach.

Chiéu rdng moi cot dwoe tao ra bang chiéu rdng cot ci chia cho sb cot.

4.1.4. Tao cac duwdng ke cho bang
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Cac duwdng phan cach trong bang c6 dang nét dit trén man hinh, nhwng khi in ra sé

khong c6. Néu can cé thé thém vao cac dwdng ké thay cho dwdrng nét dit. Trwde hét can
cho

hién thi thanh cdng cu ké khung trén man hinh bang cach nhay chuét vao biéu twong
Borders

Thanh céng cu ké khung ( Borders) xuét hién:

Chirc nang cua cac hop trén thanh céng cu:

- Hop dau tién chon loai nét ké.

- Bon hop tiép theo dung dé ké cac dwdrng Trén, Duwi, Trai, Phai so véi khdi dwoc
chon.

- Hop ké tiép ( Inside Borders) dé ké cac dwdrng ngan cach bén trong khdi dwoe chon.

- H6p Outside Borders dé ké cac dwérng bao quanh khdi dwoe chon.



- H6p No Borders dé xoa cac dwong ké.

- Phan cudi cung 1a hdp tao béng nén cho viing van ban dwoc chon.

Pé vé khung, tién hanh theo cac buéc:

- Chon khbi can ké

- Chon loai nét ké

- Nhay chudt vao hdp twong rng dé tao dang ké

Mudn xoa mot hodc nhiéu duwdong ké:

- Chon khbi

- Chon loai nét ké l1a None

- Nhay chudt vao hdp twong trng dé xoa

Xem qua trinh xoa hoan toan twong tw qua trinh ké, chi thay loai nét ke |a None.
4.1.5. Sap xép cac dir liéu trén mot bang

Co thé sap xép cac hang trong bang theo mét ¢dt nao dé. Dir liéu trong cdt phai cé
cling kiéu gdbm mét trong ba kiéu sau: Text ( van ban) - Number ( kiéu sd) - Date ( kiéu ngay

thang). Néu dir liéu & cac hang trong mot cot khac kiéu nhau thi chi dwoc phép sap xép
theo

kiéu Text.

Cac budc sap xép trén bang:

- Chon cac hang can sap xép. Néu sap xép toan bd bang thi chi can dwa con trd vao
mot & bat ky trong bang.

- VVao menu Table, chon Sort. Hop thoai Sort xuat hién

- Chon cac khoa sap xép trong hdp Sort By va Then By.

- Chon sap xép theo kiéu dir liéu nao ( Type): kiéu ky tw ( Text), kiéu s6 ( Number)
hay kiéu ngay ( Date).

- Chon thir tw sap xép: tdng dan ( Ascending) hoac giam dan ( Descending)

- Chon <OK > hay g0 Enter.
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4.1.6. Tinh tdng cudi cot s6 trong mdt bang

- Di chuyén con trd dén 6 dwdi cung cua cot so.

- Thwe hién [énh Table - Formula... Tai muc Formula ta gé cdng thirc hodc ham can
tinh vao do ( vi du: =SUM(ABOVE) hoac =A2+B2-C2

- Chon <OK >, két qua téng sé trinh bay tai 6 dwdi cung.

Théng thwérng quy trinh tao bang gdm cac bwéce sau:



- Thwe hién |énh Table - Insert Table hay nhay chudt tai biéu twong

- Dinh s6 cot va dinh do rong cot

- Nhap di¥ liéu cho bang

- Lam khung, ké dwong va dinh dang nén cho bang.

4.1.7. Chuyén ddi tir bang vé ché dod van ban & nguoc lai

Mudn chuyén dbi tlr ché do bang vé ché dd van ban, ta chon toan bé phan bang can
chuyén dobi va swr dung lénh convert table to text ...tv thwe don Table. Hoac nguworc lai.

4.2. Str dung draw table

Pé vé bang, hay chon Draw Table tir thwe don Table hay nhap [én nat nhan trén thanh cong

cu chuan Standard. Lac nay con tré chudt tré thanh cay bat chi va xuat hién mét thanh cong
cu nhw

sau:
Thr tw tir trai sang phai ta co:

Draw Table : vé cac 0 lwdi cua bang

Eraser: xoa cac 0 lwoi

Line Style: chon kiéu bién (hay khéng bién)

Line Weight: chon do rong bién

Border Color: chon mau bién

Borders: ap dung hay xoa bién khoi bang hiene hanh

Shading Color: ap dung cho mau bong

Insert: chén bang, cit, dong, 6 hay ap dung AutoFit

Merge Cells: trén cac 6

Align: chon kiéu can chinh cho chir trong 6 .

Distribute Rows Evently: lam cho cac dong c6 d6 cao bang nhau
Table AutoFormat: ap dung AutoFormat cho bang.

Changing Text Direction: xoay hwdng chir

Sort Ascending; sap xép cac dong trong bang theo thi tw tang dan.
AutoSum: chén cong thirc AutoSum vao 6 trong bang.
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Chu y: viéc thay doi cac xac lap trong cac cdng cu Line Style, Line Weight va Border Color
chi co tac

dung néu sau dé ban vé cac 6 lwdi, chir nd khdng co6 tac dung dén cac 6 lwdi da vé. (cac
cong cu nay



con cé tac ddng néu sau d6 ban stir dung céng cu Border).
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Chuwong 5: Cac hiéu rng dac biét

5.1. Chen thém cac ky ty dac biét

Word cho phép nguwéi st dung c6 thé chén thém nhiéu ky hiéu, font chir dac biét ma trén
ban phim

khong co, nhw ky hiéu : [, [J, [, [, [, [0 ...

Pé chén them mot ky tw dac biét, thwe hién theo trinh tw sau:

- Pwa con tré van ban dén noi can chén

- Vao thwe don doc Insert, chon Symbol, hdp thoai Symbol xuat hién:

- Nhay chudt vao hép Font dé chon bd Font chira cac ky hiéu.

- Nhay chudt vao ky hiéu can chén.

- Nhay nat Insert dé chén, nhay nat Close dé dong hop thoai Symbol.

Trwdng hop thwdng xuyén stir dung mét so ky hiéu dac biét nao do, nén dinh nghia
cho n6 modt td hop phim theo trinh tw sau:

- Vao thuwe don doc Insert, chon Symbol, chon ky hiéu can dinh nghia.

- Nhay nut Shortcut Key, hdp thoai Customize xuat hién.

- Con trd ltc nay nam & hop Press New Shortcut key, nhan t6 hop phim can dinh
nghia.

- Nhay nut Assign, nhay nut Close dé tré vé hdp Symbol.

- Chon mét ky hiéu khac dé dinh nghia hodc nhay nut Close dé déong hdp Symbol.

Ké tir d6, chi can nhan t6 hop phim da dinh nghia thi ky hiéu twong (*ng sé xuéat hién
tai vi tri con trd. Tat ca cac dinh nghia dwoc céat gitr trong tép *. DOT khi da thoat khéi Word.
5.2. Tao cac hiéu wrng dac biét nho WordArt

WordArt |a phan chuyén dung dé tao cac hiéu (ng dac biét doi voi van ban tron, vi
du, muodn tao chi¥ " khoa tin hoc " theo dang vong cung nhw sau:

Cach thyc hién:

- Binh vi tri con trd tai noi mudn chén

- Vao thuc don doc Insert, chon Object. Hop thoai Object xuat hién

- Chon Creat New/ Object Type, chon Microsoft WordArt 2.0.

- Man hinh WordArt xuat hién cling voi thanh céng cu.

- Nhap dir liéu vao ché YOUR TEXT HERE, rdi chon Font va dang trang tri trén

ToolBar.



- Nhay chudt vao vi tri bat ky ngoai khung tao hiéu trng dé tré vé soan thdo van ban

binh thwong.

Mbi khi mudn stra doi van ban dwoc tao ra bang WordArt 2.0 chi can nhay dap vao

vung van ban do.
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* Co thé thwe hién bang cach nhay chudt vao thanh cdng cu chira biéu twong

5.3. Tao chi¥ cai lén dau dong

6 thé stir dung kha nang Drop Cap dé tao chir cai I&én dau dong nhw trong doan

van ban nay. Bé thwc hién tao chir cai Ion, tién hanh cac bwéc sau:

- Chon chi¥ cai hodc doan van ban can tao

- VVao menu Format, chon Drop Cap. Hép thoai Drop Cap xuéat hién.

- Trong muc Position, chon Dropped hoac In Margin.

- Chon kiéu, c¢& Font, s6 dong van ban can chira cho chir cai ( Line to Drop)

- Chon <OK>

Pé huy bé hiéu trng nay, cac bwéc tién hanh twong tw nhw trong muc Position,chon None.
5.4. Tao cac cit bao

Pé xay dwng cac cot bao co dd rong bang nhau hay khac nhau trén toan b tai liéu hay

chi mét phan cua tai liéu, hay lam nhw sau:

- Dé chi tao cac cot bao trén mot phan tai liéu, hay chon phan do. Pé tao cac cot bao

trén toan bd tai liéu, hay dat diém cheén dau do trong tai liéu.

- Nhap lén nat nhan Columns réi kéo chudt dé chon so cot (tr 1 dén 6) hodc st dung

hop thoai Columns. Word khi d6 sé chia khoi chir dwoec chon, hay nguyén tai liéu, thanh so
cOt da chon. Cac cdt méi dau cé dod rong bang nhau va cach nhau 0.5 inches.

Néu trong danh sach Apply To, ban chon phan chon trwéc khi mé hdp thoai Columns

ra, hay chon Selected Text dé chi chia cot cho phan chon dé hay chon Whole Document dé
chia c6t cho nguyén tai liéu. Néu khéng chon phan chon, hay chon Whole Document dé chia
cOt cho nguyén tai liéu hay This Point Forward dé chi chia cot ké ti vi tri hién hanh cta diém
chén dén cudi tai liéu.

5.4. Chén hinh anh vao van ban

5.4.1. Chén hinh anh vao van ban

Pé 1ay hinh anh t&r mét tap tin dd hoa, hay lam nhw sau:

- D&t diém chén gan vi tri sé chén hinh anh vao tai liéu.



- Chon Picture tr 1&nh dorn Insert rdi chon From File. Khi d6 hdp thoai Insert Picture xuét
hién, twong tw nhw hop thoai Open dé mé cac tai liéu.

- Trong hoép thoai Insert Picture, chon tap tin hinh anh sé st dung (*.BMP, *.GIF, *.JPG,
* WMF). Chu y la néu chon tuy chon Preview trong hép thoai Insert Picture, thi ban co thé
xem trwdc dwoe hinh anh cua tap tin trong hop thoai doé.

- Nhap 1én nut Insert

C
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( c6 thé str dung chwong trinh Microsoft Clip Gallery. Chwong trinh nay cling véi mot tap
hop cac tap tin hinh anh kha day da luén dwoc kém trong bd Microsoft Office).

Ban c6 thé chén hinh anh bang cach chép hinh tir chwong trinh khac (chdng han nhuw
chwong trinh Office PhotoDraw hay chwong trinh Paint co trong Windows) nhw sau:

- Chon hinh anh ttr tr chwong trinh khac rdi chon Copy tir [énh don Edit cia chwong trinh
do.

- D&t diém chén vao vi tri sé chén hinh anh trong tai liéu Word.

- Chon Paste tir I&nh don Edit cia Word hay nhan Ctrl+V.

+ Khi da chén hinh anh vao, ban c6 thé doi né dén mét vi tri ndo trong tai liéu.

+ Ban c6 thé diéu chinh ndi dung ctia hinh anh bang cach chon Edit Picture trong Iénh
don Edit.

+ D& xo4 hinh anh, hay chon né rdi nhan phim Delete.

9.5. Microsoft Equation

Chuyén dé tao cac céng thirc toan va khoa hoc phtrc tap.

Cach thuc hién:

- Pat con tré noi mudn tao cong thuc

- Vao thwe don Insert, chon Object, chon Creat New rbi nhay dup chudt vao muc
Microsoft Equation 2.0 hoac Microsoft Equation 3.0

( hoac nhay chudt vao biéu twong néu cé). Trén man hinh hién ra:

- Tai vi tri nhap nhay cta diém chén ( néu khong thay diém chén nhap nhay, thi thuc
hién lénh View - Redraw). Tuy thudc vao yéu cau cta ban ma chon cac biéu twong gé céng
thire cho phu hop.

- Nhay chudt 1én hdop Control Box cua ctra s6 Microsoft Equation dé tré lai soan thao.

1 Néu khéng c6 muc Microsoft Equation 2.0 ho&c Microsoft Equation 3.0 thi c6 thé chuwa



dworc cai dat. Khi do cé thé bd sung bang cach chon Tool/Customize va chon thé Command,

chon va dwa biéu twong Microsoft Equation & muc Insert ra ngoai, sau dé nhan dap chudt
dé

khoi dong va cai dat bo sung.

5.6. Cac xt ly chi tiét

1. Tim kiém va thay thé (Find & Replace)

a. Tim kiém :
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- Vao menu Edit, chon Find (hoac go Ctrl+F)

- G6 vao chubi ky tw mudn tim vao hdp Find What

- Chon Search va chon tiép :

Up: dé tim lén dau van ban

Down : dé tim xudng cudi van ban

All : dé tim trong toan bd van ban

b. Thay thé :

- Vao menu Edit, chon Replace (hoac g6 Ctrl-H)

- G6 vao chubi ky tw cii trong hép Find what

- G6 vao chubi ky tw mai trong hdp Replace with

- Nhay chudt tai <Find next> dé tim chudi cii dau tién can.

- Chon <Replace> dé thay tuan tw, chon <Replace All> dé thay hang loat tép hay chon
<Cancel> dé ngirng khéng thay thé.

1 Ngoai ra cé thé chon phan thay thé mé& rong khi nhan vao nat More
2. Kiém tra 16i chinh ta (Spelling)

Cong cu nay chi st dung cho doan van ban tiéng Anh. Trong mdt doan van ban, nhat

la v&i cac van ban twong doi dai, nguwoi soan thao thwdng bi sai 16i chinh tad ma nhiéu lac
kho

phat hién dwoc. Trong Winword c6 cung cap mot chirc nang kiém tra 16i chinh ta trén cac
van ban dwa vao bd tir dién co trén may.

Thwe hién kiém tra 16i chinh ta bang Spelling:

- Di chuyén con trd dén vi tri mudn bat dau mudn kiém tra 16i chinh ta.

- Thwe hién 1&énh Tools-Spelling. Nhirng tlr ctia van ban khéng co trong tir dién sé

dworc trinh bay va nguoi st dung co thé thay thé bang tu khac hay khéng tuy v.

3. Pinh nghia tr go tat



a. DPinh nghia bang Auto Text:

- Danh dau cum tir can go tat, vi du go&: Cdng hoa xa hoi chl nghia Viét nam

- Vao thwc don doc Edit, chon Autotext, go vao cum twu thay thé trong hop Name, vi
du gb: ¢.

- Click vao nat Add, tré lai soan thao. Twr d6 vé sau chi can go: ¢j, roi an phim F3 thi
cum tr " CAng hoa xa hdi chu nghia Viét nam " sé xuat hién.

b. Dinh nghia bang AutoCorrect:

- Vao thwe don doc Tools, chon AutoCorrect, mét hdp thoai xuat hién :

- G6 tir thay thé vao muc Replace, nhan phim Tab

- G6 tr can dinh nghia vao muc With

- Nhay nut Add
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- Tiép tuc dinh nghia thém cac tir khac hodc nhay OK dé trd lai soan thdo. T do, chi
can go tl thay thé va mot khoang trang thi tlr da dinh nghta xuat hién.

c. Sir dung toc ky

Trang 43

Chwong 6: Troén van ban

6.1. Cac khai niém co ban

Chirc nang trén van ban thwong dung khi can gl céng van, gidy mai, thw tlr cho

nhiéu dia chi, ngwdi nhan khac nhau nhwng v&i ndi dung gidng nhau. Dé tranh khai phai
soan thao nhiéu van ban nhw vay, Word cé mét chirc ndng dac biét goi la Tron van ban
(Merge Document) cho phép tw déng tao ra cac van ban "gidng nhau " nhw vay tir mot
ban mau va cac so liéu can tron twong ng.

Main Document: van ban chinh (thw ttr, cong van...) chira ndi dung, cach trinh

bay, hinh anh gidéng hét nhau trong cac van ban tron.

Data File: van ban sé liéu bao gdm céac so liéu sé dwoc trdn v&i van ban chinh dé

tao ra cac van ban theo y mudn. Céac s liéu nay dwoc chia thanh nhiéu loai dwoc goi la
(Fields). M6i van ban dwoc sinh ra sé twong (rng v&i mot day div liéu ca trwdng trén.
6.2. Soan thao Data File

S6 liéu cha Data File dwoc ghi trong mot van ban riéng va dwoc thé hién trong

mot bang. SO cdt clia bang la sb trwdng twong rng cda so liéu. Méi hang 1a mot ban ghi

(trlr hang dau tién). Tén trwdng bat budc viét lién nhau



Vi du:

Hoten Tencoquan Diachi

Nguyén Van A Trwdng DHBK Ha noi

Tran Van B Trwong CDSPKT | Hwng yén

Lé Tién C Trwdng Tong hop Sai gon

Trong vi du trén Hoten, Tencoquan, Diachi la tén cua cac trwdng cua Data File.
6.3. Soan thao Main Document

Vi du:

Gidy moi

Kinh gri: <<Hoten>>

Co quan: <<Tencoquan>>

Pia chi: <<Diachi>>

Kinh m&i dai dién cta quy co quan téi dia diém A vao lac 8 gior dé hop mat
Trang 44

Trong vi du trén, van ban dwoc soan thao sau khi da gan voi Data File ctia vi du
muc soan thao Data File. Cac trwdng Hoten, Tencoquan, Diachi dwoc chén vao van ban
tai cac vi tri twong tng va dwoc thé hién trén man hinh giéng nhw hinh anh trén.
6.4. Cac bwoc tién hanh

] Tao tép nguodn lay tén la NGUON

] Tao tép mau lay tén la MAU

[ Thwee hién [énh Tools\Mail Merge ...

1 Chon Create [ 1 chon Form Letters ...[1 chon Active Window

'] Tai hop Get Data [ chon Create Data Source (néu chwa c6 tép ngudn), néu da
co tép NGUON thi chon Open Data Source (go tén tép NGUON da co)

1 Chon Edit Main Document

] Tién hanh cdng viéc soan thdo va chén ma trén tieng vi tri can thiét

1 Nhay chubt vao biéu twgng Mail Merge

V&i Office 2000 ban tién hanh cac buwéc sau:

] Tools\Letters and Mailings\Mail Merge Wizard...\Letters\Next (Step 1 of 6) [
Next (Step 2 of 6) 1 Next (Step 3 of 6)chon tép nguon sau dé nhay chudt vao OK
) Nhay chudt vao biéu twong More item ... va chon tén trwdng mudn chén [

nhay vao nut Insert [ nhay vao nut Close, twong tw nhw vay cho dén hét



1 Nhay chubt vao Next (Step 4 of 6)[INext(Step 5 of 6) I Edit indiviual letters
... chon OK.
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CHUONG 7: Gigi thiéu cong cu Drawing

Tao mot ddi twong do hoa

7l

Néu trén man hinh chwa cé thanh cdng cu vé do hoa, thi nhay chudt vao biéu twong
Drawing

trén thanh cong cu chinh dé tao thanh céng cu vé dd hoa (Office 95) nhw sau :
1234567891011 1213 14151617 18 19 20 21 22 23

y nghia cac thanh phan trén thanh cong cu do hoa (ttr trai sang phai)

1. Line (vé doan thang)

- Nhay chudt vao biéu twong Line, con tré bién thanh dau +

- Di chuyén dau + dén diém dau doan thang, nhan va git nut chudt trai.
- Ré chudt dén diém cudi clia doan can vé, tha nut chuébt.

. Rectangle (vé hinh chir nhat)

_Ellipse (v& hinh Elip)

. Arc (vé cung tron)

. Freeform (vé da tuyén tw do)

. Text Box ( tao hop van ban)

. Callout (tao hdp text cd nhanh) : twong tw nhw hdp Text Box

. Format Callout (dinh dang cho hép Callout)

O o ~N O O S~ W N

. Fill Color (d&t mau t8) : danh cho cac doi twong khép kin

10. Line Color ( dat mau vé)

11. Line Style (loai nét vé)
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7.2. Thay dbi cac doi twong vé

Trwoce khi thay doi doi twong da vé can chon cac doi twong bang nat thi 12 trén

thanh cdng cu vé do hoa (nat Select Drawing Objects). Cling mét ltic ¢ thé chon nhiéu
doi twong dd hoa (néu chon mot doi twong chi can Click vao doi twong do).

Cac bwdc tién hanh:

- Nhay chudt vao biéu twong Select Drawing Objects, dau + xuat hién

- DUNng thao tac ré chudt dé xac dinh mot hinh chir nhat



- T4t ca cac ddi twong nam trong pham vi hinh chir nhat sé dwoc chon

Cac dobi twong sau khi dwoc chon sé c6 cac 6 vudng nhé mau den, khi d6 co thé
thwe hién mot trong cac phép bién doi sau:

a. Thay doi vi tri. Nhan cac phim mi tén dé di chuyén hodac thuc hién cac buéc
sau:

- Di trd chudt vao doi twong cho dén khi co hinh mii tén bon hwdng xuat hién.

- Ré chuét dén vj tri mai réi tha nat chubt

b. Thay ddi hinh dang, kich thuwéec.

- Di tré chudt dén mot trong cac 6 vudng nhé mau den cho dén khi xuat hién dau
+ hodc mi tén hai chiéu.

- Ré chudt dé thay dbi hinh dang, kich thwée rdi méi nha nut chudt.

c. Sao chép, cat, xoa doi twong

- Xo&: nhan phim Delete

- Sao chép vao bd dém: nhay biéu twong Copy trén thanh céng cu
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- Cat vao bd dém: nhay biéu twong Cut

d. Xoay, lat cac doi twong:

- Lat theo truc thang dirng: nhay biéu twong Flip Horizontal :

- Lat theo truc nam ngang: nhay biéu twong Flip Vertical :

- Xoay mét goc 900 theo chiéu kim dong ho: Rotate Right

e. Mang ra trwdc/sau

Khi ¢6 hai d6i twong nam gan nhau sé c6 mdt phan chong 1&n nhau, viéc quyét
dinh doi twong nao nam trwdc tuy thudc vao thao tac Click 1&én nut Bring to Front hodc
Send to back

f. Thay doi tdng thé

Thao tac nay cho phép xac dinh tat ca cac yéu tb ctia ddi twong: loai nét vé, loai
mau to, kich thwdec va vi tri.

- Nhay dup chuét |én doi twong. Mot hdp thoai xuat hién:

- VVao muc Fill, Line, Size and Position dé xac dinh cac yéu té ctia doi twong

- Chon OK dé xac nhan cac thay déi, hoac ESC dé bo qua.
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Chwong 8: In an va thiét lap cac théng sb trang in



8.1. Hién thi tai liéu trwde khi in
Word cho phép ban hién thi ban in ra cudi ciing bang cach str dung Print Preview. Print

Preview hién thi ban xem trwdc ciia mét trang hién hanh hodc cua tat ca cac trang trong tai
liéu tai mot

thei diém. Ban ciing xem dwoc nhiéu trang cung mét ltuc. Cé6 mot s6 nat & phan trén cung
cua hdp

thoai Print Preview, cung cap cho ban nhirng muc chon xem truée khi in, nhw hinh 8.
Hinh 8
Hinh 9

Bang cach str dung Print Preview dé xem tai liéu dwoc in cta ban, ban c6 thé thwe hién cac
thay

doi, néu nhw nhirng gi ban thay khdng phai la nhirng gi ban mudn. Bé thuc hién cac thay
doi trong lac

in, ban c6 cac muc chon Print va hop thoai Page Setup. Hinh 9 hién thi ra mét trang trong
giong nhuw

thé nao khi chon muc xem truéc.
8.2. Thay ddi hwéng va c& gidy
Pai khi trong Iiic soan thdo mot tai liéu, ban co vai trang théng tin tai chinh c6 nhiéu cot. Ban

nhan thay rang khoéng thé dat vira tat ca cac cot trong mot trang cd dd rong la 8.5 inch va
chiéu dai la

11 inch. Tuy nhién, ban biét rang ban cé thé lam cho cac cét nam theo chiéu dai cta trang
thay vi theo

dod réng trang, ltc d6 théng tin tai chinh sé vira khit trong trang mét cach hoan hao. Diéu nay
cO nghia

la ban phai thay doi hwéng cla trang giay.
In

Phiing to Xem nhiéu trang

Zoom Rt lai cho day trang Help

Thwdc do Xem toan man

h&nh

Xem 1 trang
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Hinh 10

Hwéng trang mac dinh 14 theo chiéu doc (8.5x11). Néu ban mudn thay dbi chiéu nay thanh



chiéu ngang (11x8.5), ban c6 thé str dung cac muc chon Page Setup cla thanh thwe don
File. Hinh 10

hién thi cho ban thay hinh dang cuia trang theo chiéu doc va chiéu ngang.
Ban ciing c6 thé chon kich thwéc trang theo y mudn. Word cung cap cho ban vai kich thwéc

trang chuan dé chon, tham chi con dwa cho ban thém vao cac dang khéng chuan nhw la
dang danh

thiép hodc dang co nlra trang giay.

8.4. Dat 1é cho trang in

Hinh11

Phan Margins cta Page Setup cho phép ban thay doi cac 1&, thiét 1ap kich thwoc

phan dau va phan chan trang. Néu ban mudn in ban bao cao clia ban va trinh bay né
dwdi dang mot quyén sach, ban mudn co 1é phia ngoai réng hon 1é phia trong, dé ngu i
doc cé thé ghi vai diém ghi cha. Ddi véi muc dich nay, Word cap mdt muc chon goi la

|& phan chiéu (Mirror Margins).

Mirror Margins la cac lé, ma lé trai cla cac trang dwoc danh s chan nam cung

phia vé&i & phai cla trang 1& va |é phai cla trang danh s6 chan nam cung mét phia véi lé
trai cla trang 1&. Diéu nay dwoc goi la cac 1é dwoc phan chiéu.

Word 2000 cung cap muc chon ‘2 pages per sheet’, néu muc nay dwoc chon trong
Page Setup, hai trang tai liéu sé hién thi trong mét trang giay. Mét trang theo chiéu doc
sé& dwoc chia theo chiéu ngang, trong khi mét trang chiéu ngang thi dwoe chia theo chiéu
doc.
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& chwong trwéc, ban da thay dwoc cach thire chinh 1& doan va van ban trong tai

liéu. Chung ta ciing c6 thé canh |& van ban theo chiéu doc. Diéu nay ciing hiru dung khi
ban muodn tao ra mét trang tiéu dé cho tai liéu cta ban. Phan Layout clia Page Setup hd
tro’ cho ban bon cach chinh 1é van ban trong pham vi cac 1é trén va 1é dwoi.

Cac muc chon cho viéc canh lé doc mét van ban:

Top — Van ban dwoc canh véi 1é trén cung, day la canh 1é méac dinh

Centre — Van ban dwoc canh gilra, gitra € trén va 1é dwoi cung.

Bottom — Van ban dwoc chinh véi [é dwéi cling

Justify — Van ban dworc trai rong ra dé cho cac dong co cung khoang cach tir dong trén
cling & |é trén va dong cudi cung & & dudi cung.

8.5. In tai liéu



Ban da biét vé nhirng hd tro’ quan trong trong in do Word 2000 cung cap. Con ¢b
mdt vai muc chon khac ma ban cé thé st dung trwde khi ban that sw in. Cac muc chon
nay dwoc tim thay trong hdp thoai Print nhw trong hinh 12 dwoi day.

Hinh 12

Cac muc chon trong viéc in:

Néu két ndi téi nhiéu may in, ban co6 thé chon may in nao dé in

Thiét l1ap cac muc chon may in

Xac dinh mét trang hodc nhiéu trang dé in

Xac dinh s lwong ban in ra
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Trang 52

Chwong 9. Ty ddng hoa Word bang cach sir dung Macro

9.1. Gid¢i thiéu chung

Ta c6 thé tw ddng hoa mét sd tac vu don gian hay phire tap trong Microsoft Word
bang cach tao cac Macro. Mét Macro bao gdbm mét loat cac tac vu cia Word va cho
phép chung ta thi hanh cac tac vu dé bang cach chi phat mot [énh. Bang cach ghi lai
Macro, ta c6 thé tiét kiem dwoc nhiéu thdi gian va lam cho Word dé dung hon. Khi tao
Macro, diéu d6 c6 nghia la ban da tao cho Word mét chirc ndng méi.

9.1. Ghi Macro

Khi ghi Macro, ban sé Iwu lai nhiéu 1&énh Word. Sau nay ban c6 thé thyc hién lai

tat ca cac Iénh dé bang cach thi hanh Macro

Pé ghi macro, ta lam nhu sau:

1. Chon Tools => Macro => Record New Macro hay nhay dup Ién tir REC trén
thanh trang thai cua Word

Word sé m& hdp thoai Record Macro:

2. Thwe hién mét hay nhiéu bwéc tuy chon sau:

a. Pat tén cho macro trong muc Macro Name. Nén st dung tén macro dé

hiéu va ngan gon

b. Ghi chu cho macro trong muc Description. Ban ghi thém cac thdng tin

chi tiét hon cho phan ghi chu dé

c. D& gan macro cho nut nhan trén thanh céng cu hodc lénh don, ta chon

Toolbar. P& gan macro cho phim tat, chon nut Keyboard. Ntru khéng lam



nhw vay, ban thi hanh macro bang cach s dung hép thoai Macros

d. Theo ngam dinh, macro m&i sé dwoce lwu trong khudn mau Normal. Ntru
khdng, ban ¢d thé chon tén khuén mau trong danh sach Store Macro dé

macro chi hoat dong trong loai tai liéu do.

3. Nhap lén nat OK dé bat dau ghi lai macro. Khi Marco dang ghi, Word sé hién
thi biéu twong may cat xét bén canh con trd chudt va hién thi thanh céng cu
Stop Recording
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4. Thye hién tat ca cac tac vu ban mudn lwu trong Marco. CU v, macro khéng ghi
lai nhirng s kién chudt. Néu mudn tam dirng ghi cac tac vu chon nut Pause
Recording

5. Nhan nut Stop recording dé két thuc viéc ghi cac 1énh.

9.3. Quan ly cac Macro

- Thay dbi ghi chu, xoa macro hay thay déi ndi dung macro:

1. Chon Tools => Macro hay nhan t6 hop ALT + F8

2. Chon macro tir danh sach Macro Name

3. Thue hién cac diéu chinh twong rng véi cac nat 1énh

9.4. Thi hanh Macro

- Néu da gan macro cho thanh c6ng cu hay nat nhan Toolbars thi thi hanh maro
bang cach nhay dup lén nat nhan, chon I&énh hodc nhan t6 hop phim da dat

- Néu khong ta thwe hién bang cach:

1. Chon Tools => Macro

2. Trong danh sach Macro In, chon All Active Templates And Documents hay tén
khuén mau chira Marco

3. Chon macro tww danh sach Macro Name.

4. Chon nut Run

1 Than trong khi str dung cac macro nguon goc khdng rd rang, ching cé thé gay ra
nhirng hau qua khon lwdng, vi do cé thé la macro Virut. May thay, Word ciing c6 kha
nang nhan biét dwoc cac macro virut.
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Phan II. Microsoft Excel

Trang 55



Excel la mét phan mém chuyén dung cho cdng tac, ké toan, van phong trén méi trwdng
Windows c6 cac dac tinh va trng dung tiéu biéu sau:
- Thwe hién dwoc nhiéu phép tinh tr don gian dén phurc tap.

- T6 chire va lwu triv thdng tin dwédi dang bang nhw bang lwong, bang ké toan, bang thanh
toan,

bang thdng ké, bang dw toan ...
- Khi co thay doéi div liéu, bang tinh tw dong tinh toan lai theo sO liéu mai.

Thao tac trén bang tinh c6 thé tao ra cac bao cao tong hop hoac phan tich cé kém theo cac
biéu

do, hinh vé minh hoa ...
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CHUONG I: GIOI THIEU CHUNG VE MICROSOFT EXCEL

1.1. Gi&i thiéu man hinh giao dién cua excel (Excel 97)

1.1.1. Khéi dong Excel

Pé kh&i dong Excel, nhap 1én nit nhan Start trén thanh cong viéc, tré vao thw muc
Programs roi nhap 1én biéu twong chwong trinh .

Hod&c Excel, nhap lén nut nhan Start trén thanh céng viéc, trd vao thw muc Programs roi
chon

Run (] Browse [ Program Files [ chon biéu twong

1.1.2. Thoat khai Excel

Khi can thoat khéi Excel, ban chon mét trong nhirng cach thwe hién sau:

* Chon lénh: [Menu] File chon Exit.

* Nhan phim Alt+F4.

* Double Click trén nat diéu khién ctra s6 MS - Excel.

Lwu y:

*Khi d¥ liéu trén nhirng bang tinh trong Workbook chwa dwoc lwu vao tap tin thi Excel
sé xuat hién théng bao:

Chon nut:

Yes: Khi can lwu di¥ liéu trén bang tinh vao mot tap tin Workbook.

No: Khi khéng can Iwu di liéu trén nhirng bang tinh.

Cancel: huy bo Iénh thoat, dong hop thédng bao va tré vé man hinh bang tinh.
Help: Xem phan giup d& vé cac nut Iénh trong hdp doi thoai.

1.1.3. Gi&i thiéu man hinh giao dién cua Excel (Excel 97)
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1.1.4. Cira s6 trng dung Excel. (Excel Windows)

Ctra s (rng dung Excel gom cd nhirng thanh phan chinh nhw sau:

a) Thanh tiéu dé (Title bar): Gom nut diéu khién (Control), tiéu dé Microsoft

Excel, va nhitng nut: cwe tiéu hoa(Minimize), cwc dai hoa (Maximize), phuc hoi
(Restore).

b) Thanh menu lénh (Menu bar): Gom 9 nhém muc |énh chinh cia chwong trinh
Excel.

c) Thanh nat I&nh (Toolbar): Hién thi hai nat 1&nh: Standard Toolbar va

Formatting Toolbar. Trén moi thanh chira mét s6 nut 1énh tiéu biéu cho nhirng nut Iénh
théng dung cua Excel.

d) Thanh céng thirc (Formula Bar): Hién thi hdp tén, toa do 6, nat huy bd, nat lya
chon, nut ham, ndi dung di¥ liéu trong 6 hién hanh (6 c6 khung vién bao quanh trong
bang tinh).

e) Clra s bang tinh(Worksheet Windows)

f) Thanh tinh trang (Status bar): hién thi cac ché do hoat dong cla excel.

1.1.5. Clra s6 bang tinh Excel (Excel Worksheet Windows)

La khu vuc & gitra thanh cong thirc va thanh tinh trang. Clra s6 (rng dung Excel
godm c6 nhirng thanh phan chinh nhw sau:

a) Thanh tiéu dé (Title bar): gdm Menu diéu khién (control Menu), tén tap tin
workbook hién hanh va cac nut Minimize, Maximize, Restore.

b) Pwéng vién ngang (Column Border): Ghi ki hiéu tirng cét theo thir tw chir cai (twr
trai sang phai bat dau tte A dén IV). Nat phia ngoai cting bén trai la nat lwa chon toan b
bang tinh (select All).

c) Puwdng vién doc (Row border): Ghi s6 thi tw cla tieng dong (ttr trén xudng dwéi bat
dau tir 1 dén 16384).

Bar

Menu Bar

Title
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d) Man hinh (khu ve) bang tinh (Windows): hién thi mét pham vi nhd ctia bang tinh

(théng thudng 1a mét cdt 20 dong) véi nhivng dwdng ke lwéi (Gridlines) phan cach gilra



cac 0.

e) O hién hanh (Active Cell) hodc 6 Iwa chon (Selected cell): 1a mot 6 trong bang tinh
co khung sang vién quanh va cé mét méc vudng nhd & canh dwdi bén phai dung dé chi
6 hién hanh. Toa dd cta 6 hién hanh dwoc hién thi trong hdp tén trén thanh cong cu.

f) Thanh cudn doc/ngang (Scroll bar): 1a hai thanh canh vién bén phai va phia dwoi

bén phai ctia clra s6 Workbook. Trén thanh cd chira mot hdp cudn (Scroll box) va hai
nat mai tén (dung dé di chuyén dén nhirng khu vire khac ctia bang tinh khi stir dung thiét
bi mouse). Phia trén va bén phai clia hai thanh cudn la khung phan tach (Split box) ctra
sO.

g) Thanh thwéc trén bang tinh(Sheet tabs): hién thi mot s6 tén cta nhirng bang tinh

c6 trong Workbook khi chwa dat tén bang tinh thi Excel sé tw dat tén la Sheet #) bén trai
la nhirng nat di chuyén

Tab (Tab Scrolling), bén phai la khung phan tach (Tab Split),

Lwu y: Sau khi khéi dong , Excel sé tw ddng mé moét tap tin Workbook méi trong ctra
sO nay va dat

tén 1a BOOK( ([ Ia nhirng sb thir ty twong trng véi s6 1an mé bang tinh).

1.2. Cau tric bang tinh

So tay(Workbook): moét Workbook gom tir 1 dén 255 sheet riéng biét (thwdng so

mé&c nhién 1a 16 sheet). Tap tin Workbook thwéng dung dé tap hop nhirng loai bang
tinh di liéu, dé thi, macro, ... cd lién hé véi nhau. Excel khdng gi¢i han so lwong tap

tin Workbook dwgc mé nhwng phu thudéc vao bd nhé cua may.

Bang tinh (Sheet): mét bang tinh c6 trén 4 triéu & di liéu, dung dé nhap di liéu va
thwe hién nhirng yéu cau vé tinh toan , tao biéu mau, quan ly va khai thac co s& dir
liéu...Mb6i bang tinh dwoc dat tén la Sheet [ (T 1a sb thi tw) hodc mét tén goi cu thé.
Cot (columns): Cot 1a mét tap hop clia nhikng 6 trong bang tinh theo chiéu doc. Do
rong cot mac nhién 1a 9 ky tw (c6 thé thay dbi tri s6 nay tir 0 dén 255 ky tw ). Co téng
cdng 256 cdt trong mot bang tinh, moi cot duoc gan ky hiéu theo thi tw chir cai ( bat
dau tir A dén Z, AA dén AZ, BA dén BZ, .... va két thuc 1a 1V).

Dong (Rows): Dong la mét tAp hop clia nhikng 6 theo bang tinh theo chiéu ngang,
chiéu cao dong mac nhién la 12.75 cham diém (c6 thé thay dbi tri s6 nay tir 0 dén
409). Co tdng cdng it nhat 16384 dong trong 1 bang tinh, méi dong dwoc gan mot so
thr tw (bat dau tir 1 dén 16384...).



O (cell): O |a giao diém ciia mot cdt va mot dong. O dwoe xac dinh béi mét toa do

(dia chi) dwa theo ky hiéu cla cot va so th tw ctia dong. ( Thi du: toa do A1 l1a 6 dau
tién trén bang tinh, toa do D5 la 6 & trén cdt D va dong 5). Ngoai ra, Excel con xac

dinh 6 theo s th( tw cot va dong (C#R# khi chon théng s R1C1 & trén hop thoai

TAB VIEW trong Iénh [MENU] TOOLS >OPTIONS.
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7 Vung (Range): Vung la mét tap hop cla nhitng 6 ké can nhau va dwoc xac dinh béi
toa do 6 dau (thworng 1a & goc trén bén trai ) va toa dd 6 cudi (thuwdng la & géc dwéi bén
phai) ctia viing d6. Ngoai ra ban c6 thé st dung tén viing (xem cach dat va s dung tén
ving & phan sau) dé thay thé cho pham vi khai bao trong lénh thwe hién. Ving c6 khi |a
mét &, mdt nhom 6 hodc toan bd bang tinh. Trong Excel ban c6 thé lwa chon va lam viéc
voi nhiéu viing khac nhau cuing luc.

1.3. Cac khai niém co ban

1.3.1. Di chuyén con tré

a. 6 hién thei : Tai mot thei diém ludn ton tai con trd trong mot 6 trong

bang tinh. Tat cac cac Iénh nhw nhap dir liéu, gia tri sau khi tinh toan... déu

dwoe dwa vao 6 nay. 6 nay dwoc goi la 6 hién thdi cta bang tinh. Dé di

chuyén tir 6 nay sang 6 bén kia trén bang tinh, cac ban thuc hién nhw sau:

b. Cac phim di chuyén con tro

Phim Chuc nang

1 Lén trén mdt dong

1 Xubng dwéi mét dong

] Sang phai mot cot

1 Sang trai mét cot

PgDn Xudng dwdi mét trang

PgUp Lén trén maét trang man hinh

Alt+PgUp Sang trai mét trang man hinh

Alt+PgDn Sang phai mét trang man hinh

Ctrl+Home Vé 6 A1

c. Di chuyén con trd voi lénh Go To

Pé di chuyén nhanh chéng t¢i mot 6 trén bang tinh, ban cé thé st dung muc chon Go

To trong bang chon Edit hodc an phim F5. Khi nay hdp thoai Go To xuat hién, trong



khung Go To luén ghi lai dén mét 6 da dwoc liét ké trong danh sach nay, ban chi can
nhan chudt chon né. Néu ban can dich chuyén dén mét 6 khac, ban hay dwa vao toa do
trong khung Reference. Vi du nhw B6.

1.3.2. Céc kiéu di liéu trong bang tinh

1. D@ liéu dang chudi (Text)

a) Quy woe: Phai dwoc bat dau béi:

* Cac ki tw chiv tir A dén Z.

* Cac ki tw canh bién nhw sau: '," A\
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b) Dang thé hién: Phu thudc vao chiéu dai ctia chudi di¥ liéu nhap vao trong 6

* Khi chiéu dai cia chudi di¥ liéu nhé hon hodc bang véi do rong clta 6

- Chudi di¥ liéu nhap vao sé dwoc hién thi day da va vi tri phu thude vao ki tw
canh bién phia trwdc div liéu ( xem cdng dung cla nhirng ki tw canh bién & phan
lvuy ).

- Dang méac nhién cuta Excel |a canh chudi dir liéu vé bén trai ctia 6 (V&i ki tuw
canh bién dinh san la dau' ).

*Khi chiéu dai ctia chudi di¥ liéu I&n hon do rong cta 6 va

- Néu nhirng 6 l1an can bén phai ctia 6 di¥ liéu con trong thi chudi di¥ liéu nhap vao
sé& dwoc hién thi day du .

- Néu nhirng 6 1an can bén phai ctia 6 di¥ liéu dang chira tri thi chudi di¥ liéu nhap
vao dwoc hién thi cho dén pham vi ctia 6 chra tri ké can .

2. D@ liéu dang s6 (Number)

a) Qui woc: Phéai dwoc bat dau baéi:

*Cac ky tw soO tir 0 dén 9

*Cac dau: +, -, (, .,$

b) Dang thé hién: Phu thudc vao chiéu dai cta chubi s6 nhap vao trong 6

* Khi chiéu dai ctia chudi s6 nhd hon do rong cua 6 thi dang thirc s6 mac nhién
sé la dang binh thwdng (General) va dwoc canh vé bén phai cua 6.

* Khi chiéu dai cia chudi s6 l&n hon hodc bang dé réng cla 6 thi dang Excel sé
tw ddng chuyén sang dang KHKT (Scientific) hodc hién thi cac dau # # # trong 6.
Lwu y:

T dang thire s6 binh thwéng (General) nhap vao 6, ban c6 thé thay déi thanh



nhiéu dang thirc s6 khac nhau béi Iénh: [Menu] Format >Cells, chon Tab Number va
lwa chon dang thire trén khung Format Codes.

Pé co thé hién thi day du chudi so bi che khuat, ban chi can thay doi do réng cot.
Ban c6 thé nhap truc tiép nhirng dau phan cach s6 hang ngan hoac dau cham thap
phan.

Khi trong chudi s6 nhap vao cé chira cac ki tw dau nhw :+, -, /, hodc cé nhiéu
hon mét dau cham thap phan thi Excel sé ty dong chuyén sang dang chudi.

* Ban c6 thé thay doi dang thap va vi tri cta chudi s6 bé&i nhirng nat 1énh trong
Formatting Toolbar.

* Khi nhap dir liéu dang s6 vao bang tinh, ban nén st dung hdp phim so bén
phai.

3. D liéu dang cong thire (Formulas)

a) Quy woe: Phai dwoe bat dau béi cac dau: = hodc + .

b) Dang thé hién: Tri s két qua cta cong thirc trong 6 (cong thirc nhap vao chi
dwore hién thi trén thanh céng thire).

Lwu y:
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* Trong thanh phan ciia mét cong thirc co thé gom co s, chudi (phai dworce trong
cap nhay kep),

toa dd & tén vung, cac toan tir, cac loai hang (xem trong chwong vé ham).

* Cac loai toan t&r sty dung trong céng thirc:

- Toan tir tinh toan: + (cdng).- (Trir), *(Nhan), / (Chia), ALuy thira), % (Phan
tram).

Vi du Coéng thirc Két qua

=10+5*2 20.0

- Toan ti lién két: & (Lién két chubi).

Vi du: Cong thirc Két qua

="Ha n6i"&"la thu dé" Ha néila thu dé

="Ha ndi"&" "&"la tha d6" Ha ndi la tha db

- Toan t&r so sanh: = (Bang), <> (Khéng bang), > (L&n hon), >= (L&n hon hodc
bang), <= (Nhé hon hoac bang).

Vi du: Céng thirc Két qua



= A1>=25 TRUE (Khi A1>=125).

=A2<=65 FALSE (Khi A2>=65).

* PO wu tién cla toan tr nhw sau: trong biéu thire (), Luy thira Nhan/ Chia,
Cong/ Tru,...

* Khi trong pham vi cac 6 ghi trén céng thirc can tinh toan co chira cac di liéu
dang chubi, thi Excel sé& hién thi théng bao 16i #VALUE!.

4. Dir lieu dang ngay (Date), Gi¢ (Time)

* Quy wée va dang thé hién.

Nhap theo nhirng dang thirc sau:

Dang thirc Dang thé hién

m/d/y 1/1/94

d-mmm-yy 1-Jan-94

d-mmm 1-Jan

mmm-yy Jan-94

m/d/y h: mm 1/1/94 13:00

h: mm AM/PM 1: 00 PM

h:mm:ss AM/PM 1: 00: 00 PM

h: mm 13: 00

H: mm: ss 13: 00:01

Lwu y:

* Phai dwoc nhap theo dang thiec MM/DD/YY (Theo théng s Iwa chon trong
Control panel cua Windows).
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* Khi nhap khéng dung theo nhirng dang thirc trén thi Excel tw ddng chuyén sang
dang chubi.

* Ngoai ra, ban c6 thé nhap ngay, gi® v&i nhirng cach thye hién sau:

* Nhan phim: Ctrl-;(Nhap ngay hé thong hién hanh).

* Nhan phim: Ctrl-Shift -; (Nhap gi®& hé thong vao 6 hién hanh).

*Nhap ham = Date (YY,MM,DD) hay ham = time (hh, mm, ss), sau dé chon
lénh: [menu] format > cells, chon Tab number; va lwa chon dang hién thi ngay.
* Nhap tri s6 twong &ng voi thoi gian (Excel bat dau tinh t&r 01/01/1901 twong

tng véi s6 1) sau d6 lwa chon dang thé hién sé béi 1énh: [Menu] format > cells chon



Tab number.

* Ban c6 thé thwe hién tinh toan v&i nhivng dir liéu dang ngay, gid.

1.3.3. Cac loai dia chi: C6 ba loai 6 dia chi nhw sau :

a) Dia chi twong doi (Relative address): Dia chi tham chiéu c6 dang (<cot><dong>).
Khi chép dén vung dich, dia chi tham chiéu cta vung dichn sé thay dbi theo nghta
phwong, chiéu va khoang cach. Vi du: A1

b) Dia chi tuyét doi (Absolute address): Dia chi tham chiéu cd dang
$<coHt>$<dong>. Khi chép dén viung dich, dia chi tham chiéu cta vung dich sé gitr
nguyén giong nhw ving nguodn. Vi du: $A$1

c) Dia chi hén hop ($A1 hodc A$1): két hop ca hai loai dia chi trén, co dang
$<cot><dong> hoac <cot>$<dong>.

Lwu yv: Toa dd 6 ghi trong céng thirc dwoc cd dinh khéng thay ddi khi sao chép dén vi
tri moi .

Thi du: cong thirc trong 6 C5 la : $A$5+$B$5

khi sao chép dén 6 C6 la : $A$5+$B$5

1 Cach tao dia chi tuyét déi: Chon mot trong hai cach thwe hién sau:

a) Nhap truc tiép tr ban phim dau $ phia trwdce ki hiéu cot hay sb thir tw dong cla
toa do 6 can thwc hién.

b) Nhap (ho&c di chuyén diém nhay) vao toa dé 6 can thyc hién trén thanh cong
thirc, sau d6 nhan phim F4 dé Excel tw ddong thém dau $ vao toa do 6.

F4 F4 F4 F4

Vidu: A1 0 $AS1 0 AS1 11 $A1 0 A1
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CHUONG II: CAC THAO TAC VOI TEP BANG TINH

2.1. Lwu trir tép trén dia

2.1.1. Mo tép da co tén trén dia, tao tép, bao vé tép

a. M¢ tép: Vao thyc don File\Open hoac biéu twong trén thanh Standard Toolbar
va chon tép can mo.

b. Tao mét tép mai: Vao thwe don File\New hoac biéu twong trén thanh

Standard Toolbar

c. Dong mot tép: Vao thue don File\Close hoac chon biéu twong [ trén man

hinh.



d. Bao vé tép:

- Bao vé hoan toan: trong trwdng hop nay, ban chi cé thé mé bang tinh khi

ban tra i ding mat khau da dwa ra.

- Bao vé han ché: Khi thiét lap ché dd nay, bat ky ai cling c6 thé mé& bang

tinh nhwng chi trong ché dd chi doc. Dé thiét 1ap ché do bao vé cho mét bang tinh hién
thei (dang lam viéc), ban vao bang chon File, chon Save As... [1 chon muc chon
Options, mot hop thoai xuat hién. y nghia cua cac muc nhuw sau:

(-) Protection Password: khung nay dé dwa mat khau vao bang tinh. Day la ché

dd bao vé hoan toan. Mat khau co thé dai 15 ky tw ¢6 phan biét chir hoa, chir thwérng,
khi ban da dwa mat khau vao khung trén, Excel con cho xuat hién tiép hoi thoai Confirm
Password, yéu cau ban khang dinh mot 1an nira mat khau ctia minh

(-) Write Revervation Password: khung nay dé ban dwa mat khau cho ché dé bao

vé han ché, hoi thoai Confirm Password tiép tuc xuat hién dé yéu cau ban khang dinh
mét [1an nira mat khau nhu trwdng hop trén.

(-) Nut Read-Only Recommended: Néu chon nut nay thi ngay ca trong truéng hop

ban tra I&i dung mat khau cho ché dd bao vé hoan toan thi bang tinh ma ban da mé dwoc
cling chi trong ché dd chi doc.

c. Bat mat khau bao vé cho mét trang bang tinh

Pé bao vé trang bang tinh hién hanh, tir thwe don Tools chon [ Protection [

Protect Sheet. Sau khi da kich hoat ché dd bao vé, ban khéng thé thay dbi mot khoan
muc da “khoa”. Mudn xoa trang thai bao vé, ban chi can chon Iénh Unpotect Sheet tir
thuwe don Tools\Protect.

d. Dat mat khau cho moét WorkBook

Mudn dat mat khau bao vé cho mot tép WorkBook , tir thire don Tools ban chon
Protect [ Protect WorkBook. Luc nay céc trang bang tinh khéng thé copy, dich chuyén
hay doi tén dwoc. Dé xoa bé trang thai dé, ban chi can chon 1énh Unpotect WorkBook tir
thwe don Tools\Protect.
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2.2. Cac thao tac co ban

2.2.1. Nhap dir liéu vao bang tinh

1. Nhap di¥ liéu vao mét 6 trén bang tinh

1 Cac budc thwe hién.



1. Lwa chon & can nhap di liéu.

2. Nhap dir liéu tuy theo loai dang thirc.

3. Dé két thuc viéc nhap dir liéu ban chon mot trong nhirng cach sau:

* Nhan phim Enter hay nut Enter trén thanh cong thirc.

* Click vao 6 khac (Hay dung nhirng phim di chuyén dé két thac viéc nhap di
liéu va di chuyén 6 hién hanh theo hwéng phim ).

*Pé huy bo viéc nhap dir liéu dang thwc hién ban nhan phim Esc hoac nut Cancel
trén thanh céng thirc.

* Ban c6 thé lwa chon trwdc pham vi cac 6 can thwe hién, sau dé nhap dir liéu va
nhan phim Enter, Excel sé tw ddng chuyén 6 hién hanh dén nhirng 6 ké can trong pham
vi lwra chon.

* Khi nhap di¥ liéu méi vao 6 dang chura tri thi Excel sé tw ddng ghi de |én dir liéu
cu.

2. Cach nhap cung mét di¥ liéu vao cac nhém 6 trén bang tinh

1 Cac buwde thwe hién:

1. Lwa chon pham vi cac nhom 6 can nhap di liéu.

2. Nhap dir liéu tuy theo loai dang thirc.

3. Nhan phim CTRL-Enter dé két thic viéc nhap di liéu.

Lwu y:

* Trong Excel, ban ¢d thé nhap dir liéu vao mot nhém bang tinh cung lac.

2.2.2. Chinh stra di¥ liéu (xod, diéu chinh, khéi phuc)

1. Xoa dir liéu

Chon mot trong nhirng cach thwc hién sau:

a. St dung Iénh Clear trén Menu dé an dinh hinh th{rc xoa di liéu

1. Lwa chon 6 (hodc pham vi 6) can xoa.

2.Chon |énh [Menu] Edit>clear.

1 Xuét hién Menu phu

3. Chon lénh:

* All: Xoa toan bd ndi dung, dang thuarc ghi chu co trong 6.

* Formats: Chi xoa dang thirc (khéng xoa ndi dung ghi chu va tré vé dang thire
binh thwong).

*Notes: Chi xoa ghi chu (khéng xoa ndi dung, dang thirc).



4. Nhan phim Enter (hodc chon nat OK).
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b. St dung thao tac Drag Mouse dé xoa ndi dung trong 6

1. Lwa chon 6 (hoac pham vi 6) can xoa.

2. Di chuyén con trd Mouse vao méc vuéng nhé & canh dwdi bén phai (Fill
Handle) cua pham vi lwa chon.

(1 Con tré Mouse sé& doi thanh hinh dau +

3. Drag vao trong pham vi lwwa chon (phia trén hoac bén trai).

[ Khi Drag dén dau thi Excel sé lam dao mau dé phan biét.

c. S dung phim (hoac Right-Click) dé xoa ndi dung trong 6

1. Lwa chon 6 (hodc pham vi 8) can xoa.

2. Nhan phim DEL (twong dwong lénh [Shortcut] Clear > Contents).

2. Biéu chinh d liéu

1. Lwa chon 6 can thuc hién.

2. Nhan phim F2 (hoac Double click) dé chuyén ddi vao ché dé chinh sira d liéu.
] Xuat hién chi bao Edit trén dong tinh trang.

3. Thwe hién viéc thay ddi div liéu trén thanh cdng thirc hodc ngay trong 6 thuc
hién.

4. Dé két thuc viéc diéu chinh d@ liéu trong 6, ban chon mét trong nhirng cach
sau:

* Nhan phim Enter (hay nat Enter trén thanh céng thac).

* Click vao 6 khac (hay dung nhirng phim di chuyén dé két thic viéc diéu chinh
dir liéu va di chuyén 6 hién hanh theo hwéng phim).

3. Khéi phuc di¥ liéu

Pé huy bé mét hanh déng vira thwe hién, ban chon 1énh [Menu] Edit > Undo...

(hodc chon nat) Undo trén Standard Toolbar hay nhan phim Ctrl-Z ho&dc phim
AltBackspace).

2.2.3. Di chuyén di¥ liéu

Khi can di chuyén di liéu dén mét vi tri khac trong bang tinh (hodc dén cac bang
tinh khac), twong tw nhw Word ngoai ra dung nat phéi ctia mouse dé di chuyén trén
nhirng dwong vién cta pham vi lya chon

1. Lwa chon pham vi 6 (hodc khoi 8) chra di¥ liéu can thwc hién.

2. Di chuyén con trd Mouse dén nhirng canh vién cia pham vi lwa chon (cho dén



khi con tré Mouse chuyén thanh hinh mi tén).

3. Nhan nut phai Mouse trong khi Drag pham vi lwa chon dén vi tri can di chuyén
dén.

4. Chon lénh:

* Move: di chuyén d liéu.

* Shift Down and Move: di chuyén va chén d liéu hién hanh xudng dudi.

* Shift Right and Move: di chuyén va chén d liéu hién hanh qua phai
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Lwu y:

* Khi ban Drag vao trong pham vi 6 dang chira di¥ liéu thi Excel sé xuat hién hdp
théng bao:

- Chon OK: dé xac nhan viéc thay thé di liéu ci.

- Chon Cancel : dé huy bé viéc di chuyén di liéu.

* Toa dd 6 ghi trong céng thirc clia pham vi ngudn van dwoc gitr nguyén khi di
chuyén dén vi tri moi.

* Ban chi thuc hién cach Drag dir liéu trong pham vi cua mét bang tinh.

2.3.4. Sao chep dir kién

Khi can sao chép di¥ liéu dén nhirng vi tri khac trong cung mét bang tinh (hoac
vao cac bang tinh khac), ban chon mét trong nhirng cach thuc hién sau:

1. Sao cheép di¥ liéu binh thwong: twong tw nhw Word

2. Sao chép di¥ liéu voi nhirng théng s6 an dinh

1. Lwa chon pham vi 6 ( hodc nhém 8) chira di¥ liéu can sao chép:

2. Chon Iénh [ Menu] Edit> copy(hoac [ Shortcut] copy).

* Excel xuat hién dwong vién chuyén déng xoay quanh 8, khdi 6 lwa chon va théng bao
trén dong tinh trang: Select destination and press Enter or choose Paste.

3. Di chuyén 6 hién hanh vao pham vi can sao chép dén.

4. Chon lénh [Menu] Edit > Paste - Special (hoac [ Shortcut] Paste - special).

* Xuat hién hdp doi thoai Paste Special .

5. Lwa chon nut 1énh, théng s6 cac toan tlr can thwe hién trong hdp ddi thoai :
PASTE:

- ALL: sao chép toan bo (v&i day du cac thudc tinh trong 8).

- Formulas: chi sao chép ndi dung (nhw phan hién thi trén thanh céng thic)



- Values: chi sao chép gia tri (dung theo dang hién thi trén 6).

- Formats: chi sao chép dang thirc an dinh trong 6.

- Notes: chi sao chép cac ghi chu trong 0.

OPERATION:

- None: sao chép va thay thé gia tri trong 6 nguon.

- add: sao chép va cdng thém vd&i gia tri trong 6 nguon.

- Subtract: sao chép va trir bot voi gia tri trong 6 nguon.

- Multiply: sao chép va nhan véi gia tri trong 6 ngudn

- Divide: sao chép va chia v&i gia tri trong 6 ngudn

SKIP BLANKS:

- Khdng sao chép cac 6 trong cé trong pham vi nguon.

TRANSPOSE:

- Sao chép va hoan chuyén vi tri cot, ddng ctia pham ngudn thanh dong, cot trén pham
vi sao chép dén.
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PASTE LINK:

- Sao chép va lién két v&i div liéu trong pham vi nguén.

6. Chon nut OK.

3. Sao chép va chen dir liéu tai pham vi thyc hién

1. Lwa chon 6 hodc nhém 6 can sao chép .

2. Di chuyén con trd Mouse dén cac dwdng vién cua khoi 6 lwa chon ( cho dén khi
con trd Mouse chuyén thanh hinh mi tén).

3. Nhan phim Ctrl trong khi Drag khoi 6 Iwa chon vao canh dwéi hodc bén phai
clia vi tri can sao chép dén.

1 Excel xuat hién thém khung dwdng vién bao quanh khdi 6 lwa chon trong khi di
chuyén.

4. Tai vi tri can sao chép dén, nhan tiép phim Shift (xuat hién hinh twong

hoac ) va tha nut Mouse.

1 Excel sé sao chép dir liéu trén khdi 6 nguén va chuyén di liéu trén pham vi hién
hanh xudng dwdi hodc qua phai.

4. Drag Mouse bang nut phai Mouse trén nhirng dwérng vién cta pham vi lva

chon dé sao chép di¥ liéu voi nhirng thédng sb an dinh



1. Lwa chon pham vi 6 (hodc khoi 8) chira dir liéu can thwce hién.

2. Di chuyén con trd Mouse dén nhirng canh vién ctia pham vi lwa chon (cho dén
khi con trd Mouse chuyén thanh hinh mi tén).

3. Nhan nut phai Mouse trong khi Drag pham vi lwa chon dén vi tri can sao chép
dén.

4. Chon lénh:

* Copy :sao chép toan bd ( v&i day du cac thudc tinh co trong 6) .

* Copy formats: chi sao chép dang thirc an dinh trong 6.

* Copy values: chi sao chép gia tri ( dung theo dang hién thj trén 8).

* Shift down and copy: sao chép va chén di liéu hién hanh xudng dudi.

Shift right and copy: sao chép va chén di¥ liéu hién hanh qua phai.

2.3.5. Dién di liéu vao trong pham vi

Viéc dién d liéu vao nhirng 6 trén bang tinh ciing twong tw nhw viéc sao chép.
Trong pham vi nhirng 6 can dién sé gé cung mot di¥ liéu hodc sé cé gia tri tang hay giam
dan so véi 6 bat dau .

1. Dién d¥ liéu cé cung ndi dung vao trong pham vi lwa chon

1. Lwa chon pham vi thue hién 6 dau phai la 6 chira di liéu va cé nhirng 6 can
dién & ké can .

2. Chon Iénh [ Menu] Edit.

3. Chon:
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* Fill right: khi can dién 6 d@ liéu & cot dau tién vao bén phai cia pham vi lya
chon.

* Fill left: khi can dién 6 di¥ liéu & cot dau tién bén trai cta pham vi lwa chon.

* Fill down: khi can dién 6 di liéu & dong dau tién xuéng phia dwéi ctia pham vi
lwra chon.

* Fill Up: khi can dién 6 di¥ liéu & dong dau tién |én phia trén ctia pham vi lva
chon.

Lwu y:

* Ban c6 thé thye hién viéc dién dir liéu cho nhiéu pham vi lwa chon cung lac
(thwe hién viéc lia chon nhom 6 khong lién lac nhau khi chon Iénh).

= Ghon:



- Undo Fill...: dé& huy bé viéc dién di liéu vira thue hién.

- Repeat Fill..: khi can 13p lai 1énh dién dir liéu vira thuwe hién.

2. Dién dir liéu c6 ndi dung tang /giam vao trong pham vi lywa chon

a. Nhan nut trai Mouse khi Drag trén moc dién cta khoi 6 lwa chon

1. Lwa chon pham vi 6 chira d@ liéu dang ngay, dang chudi c6 chira chi s6 (néu la
di¥ liéu sb thi ban phai lwa chon it nhat 1a hai 6: 6 dau chra tri s bat dau, tri s6 trong 6
th(r hai dung dé tinh tri s bwé'c nhay, néu tri s6 I&n hon thi buwd'c nhay tang va nguoc
lai).

2. Drag trén moc dién ctia pham vi 6 lwa chon dén nhirng vi tri can dién & pham

vi lan can.

* Khi drag, Excel xuat hién thém mot khung vién bao quanh pham vi lwa chon va
thdng bao: Drag Outside selection to extend series or fill; drag inside to clear trén dong
tinh trang.

3. Tha phim Mouse.

] Excel sé tuy thudc vao di¥ liéu trong 6 bat dau ma thwe hién viéc dién di liéu
thich hop vao cac 6 trén pham vi lwa chon.

b. Nhan nut phai Mouse khi Drag trén moc dién cta khoi 6 lwa chon

1. Lwa chon pham vi 6 chira di¥ liéu dang ngay, dang chudi co chira tri s6 hay

dang so.

2. Nhan nat phai Mouse khi Drag trén moc dién cta pham vi 6 lwa chon dén

nhirng vi tri can dién & pham vi lan can.

1 Khi Drag, Excel xuat hién thém mot khung vién bao quanh pham vi lya chon,

va thong bao: Drag Outside selection to extend series or fill; drag inside to clear trén
dong tinh trang.

1 Khi dén vi tri mé&i, Excel xuat hién théng bao: Copy from selection trén dong

tinh trang va Shortcut menu( thay ddi tuy theo d liéu c6 trong pham vi lwa chon).

3. Chon lénh:

* Fill Series: khi can dién theo gia tri tuan tw ( tdng hoac giam).
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* Fill Formats: khi can dién dang thirc.

* Fill Values: khi can dién gia tri.

* Fill day(hodc Month, Year, Weekdays): khi can dién theo gia tri thoi gian.



3. St dung lénh fill Series

1. Nhap gia tri bat dau ( s, ngay ) vao trong 1 6.

2. Lwa chon pham vi thwe hién (bat dau tlr 6 chira gia tri dén cac 6 can dién & phia
dwdi hoac bén phai ).

3. Chon Iénh [ Menu ] Edit > Fill > Series.

* Xuat hién hdp doi thoai Series

4. Lwa chon nhirng théng so6 can thay doi:

* Series in: chudi s6 tuan ty trén cot /dong.

- Rows: dong

- Columns : cOt

* Type : Kiéu dién dir liéu

- Linear: cdng v&i tri s6 budc nhay.

- Growth: nhan véi tri sd bwd'c nhay.

- Date : theo dang ngay.

- Auto fill: theo ché dé dién tw déng.

* Date: dién di liéu ngay theo:

- Day : ngay.

- Weekday: tuan.

- Month: thang.

- Year: nam.

*Trend : hwdng tang.

* Step value: tri s6 bwdc nhay.

* Stop value: tri sO két thuc.

5. Chon nut OK.

4. St dung tinh nang AutoFill theo trat tw do ban an dinh

Pién gia tri vao pham vi lwa chon theo trat tw an dinh

1. Di chuyén 6 hién hanh vao pham vi can dién di liéu.

2. Nhap dir liéu (da co khai bao trong danh sach nhivng trat tw an dinh san).
3. Drag trén moc dién ctia pham vi 6 lwa chon dén nhirng vi tri can dién & pham
vi lan can.

] Excel sé thwc hién viéc dién dir liéu vao pham vi lwa chon theo nhirng trat tw da dwoc

an dinh.



2.3.6. Xt ly 6, cbt, dong trong bang tinh

1. Chén thém céac 6, cot, dong trong

Khi can chén thém 6, cot, dong trong trén bang tinh, ban chon mét trong nhirng
cach thuwc hién sau:
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a. Nhan Shift khi Drag khéi 6 lwa chon.

1. Lwa chon pham vi (6, c6t, dong) can thyc hién.

2. Nhan Shift khi Drag trén moc vudng clia pham vi lwa chon dén vi tri can chén
¢ phia dwdi hoac bén phai.

3. Tha phim Mouse.

] Excel sé chén thém céac 6, cot, dong trdng & vi tri thwe hién va tw ddng diéu
chinh cac toa do 6.

b. Dung Iénh Insert hoac cac nut Iénh Insert

1. Lwa chon pham vi (6, c6t, dong) can thwe hién & phia dwéi hodc bén phai vi tri
can chén.

2. Chon Iénh [Menu] Edit > Insert (hoac [Shortcut] Insert hay cac [énh Insert).

* Khi pham vi thwe hién la cac 6 : Thi Excel sé xuat hién thém hop doi thoai
Insert.

* Chon:

- Shift Cells Right: D& day khoi 6 hién hanh sang phai khi chén.

- Shift Cells Down: Dé day 6 hién hanh xudng dwéi khi chén.

- Entire Row: Dé chén cac dong trong phia trén pham vi lwa chon.

- Entire Column: Dé chén cac cét trong bén trai pham vi lwa chon.

* Khi pham vi thwe hién la cac cot, dong: thi Excel sé tw ddng chén cac dong
trong phia trén hoac cac cot trong bén trai.

2. Xoa cac 0, cot, dong

Khi can xoda cac 6, cot, dong trén bang tinh, ban chon mét trong nhirng cach thuc
hién sau:

a. Nhan phim Shift khi Drag khdi 6 Iwa chon

1. Lwa chon pham vi, 8, cot, ddng can xoa.

2. Nhan phim Shift trong khi Drag trén moc dién cla pham vi lwa chon Ién phia

trén hoac bén trai.



3. Tha phim Mouse.

] Excel sé xoéa céac 6, cot, dong & vi tri thwe hién va tw ddng don cac dong phia dwoi
hoac cot bén phai.

b. Dung lénh Delete trén Menu (hoac nut Iénh Delete)

1. Lwa chon pham vi (6, c6t, dong) can xoa.

2. Chon Iénh [Menu] Edit > Delete (hoac [Shortcut] Delete ).

* Khi pham vi thwe hién cac 0 thi Excel sé xuat hién thém hop thoai Delete.

* Chon:

- Shift Cells Left: dé xoa khdi 6 lwa chon va don cac 6 bén phai sang trai.

- Shift Cells up: Dé xo04a khoi 6 lwa chon va don cac phim dwéi 1én.

- Entire Row: dé xoa nhirng dong trong pham vi lwa chon.

- Entire Column: D& xoa nhirng cét trong pham vi lwa chon.
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* Khi pham vi thwc hién 1a cac c6t, dong: thi Excel sé xoa cac cét, dong & vi tri
thwe hién va tw déng don cac dong phia dwéi hodc cac cdt bén phai.

2.3.7. Str dung tén vung

Trong Excel, ban nén st dung tén vung dé dé dang goi nhé méi khi khai bao
pham vi cho cac toa dd 6, pham vi khdi 6, cdng thirc trong cac 1énh. Ngoai ra tén ving
con dwoc dung véi phim Goto dé di chuyén nhanh 6 hién hanh dén nhirng pham vi nay
trong bang tinh.

1. Quy wdc dat tén vung

+ Ky tw dau phai la ky tw chr, nhirng ky tw con lai co thé 1a ky tw chiv, ky sb, dau
cham, dau gach nbi...

+ Tén vung khéng nén dat trung véi cac toa dd 6 nhw (A$1 hodc R1C1) hodc co
chra cac ky tw trong.

+ Chiéu dai toi da cua tén vung la 255 ky tw, tuy nhién ban nén dat ngan gon va
goi nhd dé dé s dung.

+ Excel khong phan biét chir in hoa hay thwdng trong tén vung.

2. Pat tén vung

Dung lénh dinh dang tén cho twrng vung

1. Lwa chon 6, pham vi kh6i & ma ban can dat tén.

2. Lénh [Menu] Insert > Name > Define (hodc nhan phim Ctrl-F3).



] Xuat hién hop doi thoai Define Name.

3. Nhép tén can dat cho pham vi vira lva chon trén khung Name in Workbook
(hodc chap nhan tén lwa chon san cta Excel dwa vao cac chudi ki tw & phia trén hoac
bén trai cua pham vi lwa chon).

4. Thay doi (Hodc co thé khai bao lai) pham vi can dat tén, b&i mét trong nhirng
cach thwc hién nhw sau:

* Drag Mouse trén pham vi lwa chon trong bang tinh.

* Nhap toa dd trén khung Refers to (phéi bat dau béi ddu = nhw dang cdng thirc).
* Chap nhan toa dd gan san (theo sw lwa chon trén bwéc 1) trong khung Refers To.
5. Khi can thyc hién tiép viéc dat tén khoi, ban chon nut Add va lap lai cac buwéc
3vad4.

6. Lwa chon nut OK dé dong hdp dodi thoai va cham dat 1énh.

3. Xoa tén vung

1. Chon 1énh [Menu] Insert > Name > Define (hodc nhan phim Ctrl-F3).

] Xuat hién hop dbi thoai Define Name.

2. Lwa chon tén ving can xo4 trén khung Name in Workbook.

3. Chon nut Delete.

4. Lap lai cac bude 2,3 cho nhirng tén ving can xoa khac.

5. Chon nut close dé dong hop doi thoai.
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CHUONG lll: THAY BOI VA TRANG TRI DANG THUC

Dang thirc 1a mét tap hop cla nhirng dang thé hién lién quan dén hinh

thirc trinh bay cta di liéu trén bang tinh nhw: Font chiy, mau sac, cac mau

nén, dwong ké, kich thwdc cua codt/dong, vi tri cta dir liéu trong 6 hay trong

mot pham vi.

Ngoai nhirng dinh dang méc nhién Excel, ban c6 thé thay dbi dang thirc

dir liéu trén toan bd bang tinh hay c6 gidi han trong pham vi lwa chon hoac

chi cho mét vai ki tw trong 6.

3.1. Hwéng dan tdng quat viéc thay dbi dang thirc (Format)

Pé thay dbi dang thirc di¥ liéu trong pham vi lwa chon, ban chi can chon

mot trong nhirng cach thwc hién nhw sau:

* St dung nhirng Menu Iénh.



* Str dung Toolbar Formatting.

* Str dung cac phim gan san.

* Sr dung Format Painter.

* Swr dung Styles.

* Str dung dang thirc tw ddng (Auto Format) cua Excel.

1. Lwa chon pham vi can thuc hién.

2. Chon Iénh [Menu] Formats > Cells (hoac [Shortcut] Formats Cells
hay phim Ctrl-1).

Xuat hién hop thoai Formats cells.

3. Chon nhom Tab can thuc hién.

3.2. Thay ddi dang thé hién cla di¥ liéu dang so, th&i gian ( Number):
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Dang thé hién s6 la nhirng ma dang thirc dung dé thé hién cac gia tri so,
ngay, gi® trong bang tinh. Dang thirc s mac nhién 1a dang binh thwéng
(category).

Excel c6 tao san 11 nhém (Category) dang thirc s6 khac nhau nhu sau:
Nhom liét ké nhirng loai dang thirc

All Toan bg cac loai dang thuwc

Custom tw tao

Number S6

Accounting ké toan

Date ngay

Time Gio

Percentage phan tram

Fraction phan sb

Scientific Khoa hoc ky thuéat

Text Chuoi

Currency tién té

Mudn thay ddi dang thé hién cla di¥ liéu dang s0, thdi gian trén thanh
cong cu, ban thwc hién cac buoc:

1. Lwa chon pham vi can thuc hién.

2. Chon trong Toolbar Formatting (hay trong nhirng toolbar khac) nhw sau:



* Click vao nhirng nat Tools dé Iwa chon.

nut Cong dung

Dang tién té.

Dang phan tram

Dang phan cach(,)s6 nguyén va hai s &

Thém mot sb 1é.

Giam mot so 18.

3.3. Canh bién di¥ liéu trong 6 Alignment

3.4. Lwa chon Font chi¥ Font

3.5. Trang tri cac dwong vien Border

3.6. Tao cac mau nén trong 6 Patterns
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3.7. Bat/tat cac thong sb bao vé dir liéu va che dau dir liéu trén thanh céng thire
Protection

3.8. sao chép/huy bo dang thirc

3.8.1. Sao chep dang thirc

S dung nut Format Painter trén Standard Toolbar

1. Lwa chon pham vi chira dang thirc can sao chép (pham vi nguon).

2. Chon nut Format Painter trén Standard Toolbar.

Xuat hién hinh twong cay co vé.

3. Lwa chon pham vi can tiép nhan dang thirc (pham vi dich).

Excel sé thue hién viéc sao chép dang thirc ciia pham vi nguodn.

Lwu y:

* Trong buéc hai khi ban chon nut Format Painter b¢i thao tac:

- Click Chi thwe hién viéc sao chép dang thirc cho mot pham vi (mét 1an).
- Double Click: Thue hién viéc sao chép dang thirc cho nhiéu pham vi (nhiéu
lan) cho dén khi ban Click lai nat Format Painter hodc nhan phim Esc.

* Khi pham vi nguon 1a mot khoi 6 lién lac thi trong buwdc 3 ban chi can lwa chon 6 dau
tién trong pham vi dich.

3.8.2. Huy bo dang thirc

S dung Iénh Clear

1. Lwa chon pham vi ch(ra dang thirc can xoa (pham vi nguon).



2. Chon lénh [Menu] Edit > Clear.

3. Chon nut Format.

3.9. Thay ddi dinh dang c6t dong trong bang tinh

3.9.1. Che dau hién lai cac cot trong bang tinh.

1. Di chuyén 6 hién hanh vao cot can thyc hién ( hodc lwa chon pham vi chira cac
cot can thuc hién.

2. Chon Iénh [Menu] Format > Column.

Xuét hién Menu phu.

3. Chon lénh.

* Hide: Khi can thwc hién viéc che dau cét.

* Unhide: Khi can hién thi lai cac cot bi dau.

3.9.2. Thay dbi do rong cot

Khi can thay dbi dod réng cot hién hanh hoac cla cac cot trong pham vi lwa chon
trong bang tinh ban chon mét trong nhirng cach thwc hién sau.
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a. Nhap tri s6 an dinh trong l1énh [Menu] Format

1. Di chuyén 6 hién hanh vao cot can thwe hién ( hodc lwa chon pham vi chira cac
cot can thue hién.

2. Chon Iénh [Menu] Format > Column > Width.

Xuat hién hdp dbi thoai Column Width.

3. Nhap tri s6 trén khung column Width (tr 0 dén 255).

4. Chon nat OK (hodc nhan phim Enter).

b. Drag Mouse (& bén phai ki hiéu cot trén dwdng vién ngang): twong tw Word
3.9.3. Thay ddi chiéu cao dong

a. Nhap tri s6 an dinh trong l1énh [Menu] Format

1. Di chuyén 6 hién hanh vao dong can thwe hién ( hodc lwa chon pham vi chra
cac dong can thyc hién.

2. Chon Iénh [Menu] Format > Row > Height.

Xuéat hién hop doi thoai Row Height.

3. Nhap tri so trén khung Row Height (ttr 0 dén 409).

4. Chon nut OK (hodc nhan phim Enter).

b. Drag Mouse (& phia dwéi s6 thi tw ctia dong trén dwéng vién doc)



1. Lwa chon dong (hodc pham vi cac dong) can thwce hién.

2. Di chuyén con trd Mouse vao dwdng vién doc va & dwdng phan cach phia dudi
clia sO th(r tw dong can thwe hién.

Hinh twong con trd Mouse sé ddi thanh hai dwdng vién ngang.

3. Chon.

* Drag lén phia trén : Khi can thu hep chiéu cao dong.

* Drag xudng phia dwdi: Khi can gia tang chiéu cao dong.

* Double Click: dé excel tw déng diéu chinh chiéu cao dong (dwa vao chiéu

cao chudi di¥ liéu hién c6 trong dong).

3.10. Tap tin khuén mau (template)

Tap tin Template la mé hinh c6 thé 1am nén cho nhiéu trang bang tinh. Mot
Template c6 thé bao gom ca dir liéu 1an théng tin dinh dang. Téap tin Template 1a cong
cu tiét kiém thoi gian ly twdng. Tap tin Template la cach dam bao tuyét doi hinh thic
nhat quan gitra nhirng bao biéu, hoa don, cuing nhiéu tai liéu khac do ban tao. Bat ky
mét tap tin ndo cling c6 thé tré thanh Template.

3.10.1. Cach tao mét tap tin Template

1. Tao mét bang tinh chra ndi dung, hinh thirc can st dung lam khuén mau.

2. Chon lénh [Menu] File > Save As dé Iwu tap tin.

3. Chon Template trén khung Save File as Type.

4. Lwa chon 6 dia, thw muc can lwu trir trén cac khung Drivers, Directories).

Excel sé tw dong dat tén md rong cho loai tap tin Template la XLT.
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3.10.2. Cach str dung mét tap tin Template

1. Chon Iénh [Menu] File > Open.

2.Chon tap tin Template can thwc hién

Excel sé tw ddong thay ddi tén tap tin Template thanh tén tap tin bang tinh binh
thwdrng voi sO thr tw phia sau (twong trng voi so 1an dwoc vao).

3. Dién dir liéu vao bang tinh vira tao.

4. Lwu tap tin.

Luwu y:

* Khi can doc lai tap tin Template dé chinh stra, ban phai nhan thém phim Shift

khi lwa chon tén tap tin trong hop ddi thoai Open.
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CHUONG 4: SU DUNG HAM (FUNCTION)

Ham (Function) dwoc xem nhw la nhirng cdng thirc dinh san nham thwc hién cac
yéu cau tinh toan chuyén biét. Trén 6 thwc hién, ham sé cho két qua la mét gia tri hay
md&t chudi hodc mét thdng bao 16i. Excel co trén 300 ham dinh san va dwoc phan loai
thanh tyng nhom.

V@i tinh nang Function Wizard va ¢ bd sung thém nhiéu vi du trong ctra s6
Help, Excel sé giup ban st dung va khai thac ham trong bang tinh tré nén dé dang va
nhanh chong hon.

4.1. Dang thire tong quat ctia ham

=<TEN HaM>(ddi s6 1, ddi s 2,...,d6i sd n).

] Tén ham: St dung tén theo quy wdéc cia Excel.

1 Dbi s6: Phan Ién ham trong Excel déu cd doi s6. Doi s6 c6 thé 1a cac tri so,
chudi, toa dé 8, tén vung cong thire, nhiktng ham khac.

Lwu y:

* Ham phai dwoc bat dau bdi ddu = (hodc diu @).

* Tén ham nhap bang chir thwong hay chir in hoa déu cé gia tri nhw nhau, nhung
khéng dwoc viét tat.

*Poi s6 ciia ham c6 thé c6 hodc khdng tuy theo ham, nhwng phai dwoc dat trong
hai dau() va gitra cac ddi so6 dwoc phan cach nhau bdi dau phay.

* Trong mdt ham cé thé chra t6i da 30 ddi s6 (nhwng khong dwoc vuot qua 255
Ky tw).

* Trong ham khoéng dwoc chira ky tw blank (khoang trong).

* CO thé st dung ham dé lam dbi s cho mot ham khac nhwng khéng can phai
nhap dau = phia trwéc tén ham do.

4.2. Cach nhdp ham vao bang tinh

Ban c6 thé nhap vao bang tinh tirng ham riéng biét (hoac stir dung ham trong
nhirng cong thirc hay voi cac ham khac) voi nhirng cach thwc hién nhw sau:
*Nhap tir ban phim.

* Lwa chon trong bang liét ké tén ham.

* Str dung tinh nang Function Wizard.

a. Nhap ham tr ban phim



1. Di chuyén 6 hién hanh dén 6 can nhap.

2. Nhap dau = (hodc dau @).

3. Nhap ham t ban phim (tén, doi so phai theo ding dang thirc quy dinh).

b. Lwa chon trong bang liét ké tén ham

1. Di chuyén 6 hién hanh dén 6 can nhép.
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2. Chon lénh [Menu] Insert > Function (hay nhan phim Shift-F3 hodc chon nut
ham trén Standard Toolbar).

1 Xuat hién hop doi thoai Function wizard - Step 1 of 2.

3. Chon nhém ham can thwe hién trén khung Function Category.

1 Khi di chuyén thanh sang dén nhém ham nao trén khung Function Category,
Excel sé liét ké danh sach cac ham co trong nhém ham dé theo th tw chir cai trén
khung Function Name.

4. Chon tén ham céan thuc hién trén khung Function Name.

5. Chon nut OK

1 Excel sé tat hdp doi thoai va chuyén tén ham lwa chon va thanh céng thirc.
6. Nhap (hodc lwa chon) pham vi cho cac doi s6 theo yéu cau cla tirng ham.
Lwu y:

* Trong bwdc 4 ban cé thé di chuyén nhanh thanh sang dén tén ham lwa chon
trén khung Function Name bang cach an ky tw dau cGa tén ham can chon.

* Khi can xem thanh phan doi s6 cia mét ham trén thanh coéng thirc ban nhan
phim CTRL+A.

Cac gia tri 16i hay gép trong Excel

Gia tri 16i y nghia

#DIV/0 Ban da chia mét cho gia tri khdng. Léi nay thwérng xuéat hién khi cong
thirc co s6 chia chi dén mét 6 trong

#N/A Khoéng co théng tin cho phép tinh toan cua ban. Khi xay dwng mo hinh,
ban c6 thé go vao #N/A trong mot 6 dé cho biét ban dang cho di liéu.

Moi cong thirc st dung 6 chiva #N/A déu tra vé #N/A.

#NAME? Ban c6 thé str dung trong c¢dng thirc nhwng tén do khéng co trong hép
thoai Define Name. C6 thé ban go sai tén do hay tén d6 da bi xoa 16i. L6

do cling xuat hién khi ban quén dat chudi trong nhay kép dbi.



#NULL! Ban c6 st dung khoang trong gitra hai viing dé cho biét dé la giao diém,
nhwng cac vung khéng co 6 nao.

#NUM! Loi nay thwdng xuat hién khi ban st dung sai doi s6 trong ham. Loi nay
cOn mang y nghia rang két qua tra vé qua I&én hay qua nhé dé co thé trinh
bay trén Worksheet.

#VALUE

!

Ban da xay dwng moét cong thirc toan hoc nhwng sir dung cac 6 chir.
#REF! Ban da xoa mot ving 6 von dwoc st dung trong cdng thirc.
HHHEHE Két qua tra vé qua 1on so vai do rong cot hién hanh. Hay mé rong do
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rong cOt ra.

4.3. M6t s6 ham co ban

4.3.1. Ham thoi gian va mot sé ham don gian théong dung

4.3.1.1. Ham thoi gian

1. Ham DAY()

+ Chuwre nang: cho gia tri ngay trong di liéu dang ngay.

+ CU phap: = DAY (<d liéu kiéu ngay>)

Vi du:

= DAY(32501) = 24

= DAY("24- Dec-94")= 24

= DAY (B11) =24 (khi B11 ch(ra tri 24-dec-94).

2. Ham MONTH()

+ Chuwrc nang: cho gia tri thang trong di¥ liéu dang ngay.

+ CU phap: = MONTH (<di¥ liéu kiéu ngay>)

Vi du:

= MONTH (32501) = 12

= MONTH("24-Dec-94") = 12

= MONTH (B11) = 12 (Khi B11 ch(ra tri 24-Dec-94)

3. Ham YEAR()

+ Chuwrc nang: cho gia tri nam trong di¥ liéu dang ngay.

+ CU phap: = YEAR (<di liéu kiéu ngay>)



Vi du:

= YEAR (32501) = 94

= YEAR ("24-Dec-94")= 94

= YEAR (B11) = 94 (khi B11 chra tri 24-Dec-94).

4. Ham Today()

+ Chlrc ndng: cho két qua la ngay hién tai t&r hé théng ngay trong may tinh

5. Ham DAYS360()

+ Ch(rc nang: cho két qua la sd ngay gitra <biéu thirc1 > va <biéu thirc 2>, trong d6
<biéu thirc 1> va <biéu thirc 2> 1a cac gia tri ngay thang.

+ CU phap: = days360(<biéu thirc 1>,<biéu thirc 2>)

Vidu: 6 A11a 1/4/98 6 A2 |a 1/5/98, dé tinh khoang thei gian gitra 6 A1 va 6 A2, ban
viét:

=Days360(A1,A2) c6 két qua la 30

Ham trén twong dwong dwong voi ban nhap cong thiee:

=A2-A1

6. Ham NOW()
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+ Chirc nang: cho gia tri ngay, thang va th¢i gian hién thoi.

Vi du:

Nhap = NOW() trén 6 A5 = ] 7/25/94 15:10

7. Cac ham HOUR(), MINUTE() va SECOND()

Cac ham Hour(), minute() va second() cho phép ban lay ra gia tri ctia gid, phat va
giay cua di¥ liéu l1a ngay thang hoac th¢i gian

4.3.1.2. M6t s6 ham théng dung

1. Ham SUM()

+ Ch(rc nang: Tinh tdng céac gia tri s6 trong pham vi.

+ Cu phap: = SUM(danh sach cac gia tri).

Vi du:

= SUM(A1:A5) (Tinh téng sb trong pham vi t&r A1 dén A5).

= SUM(A1:A5,C6:C18)(tinh tdng s trong pham vi t&r A1 dén A5 va tir C6 dén
C8).

Lwu y:



* Khi & trong pham vi chi dinh c6 6 chira gia tri #/ALUE! thi ham sum sé cho tri
#VALUE!

* O chira di¥ liéu trong pham vi khéng dwoc tinh.

* S0 lwong pham vi trong ham tir 1 dén 30.

2. Ham AVERAGE()

+ Chuwrc nang: Tinh trung binh cdng trong pham vi.

+ Cu phap: = AVERAGE(danh sach cac gia tri).

Vi du:

= AVERAGE (B1:B5) (tinh trung binh céng trong pham vi t&r B1 dén

B5).

= AVERAGE (A1:A5,C6:C18) (tinh TB cdng trong pham vi tir A1 dén A5 va ti

C6 dén C8).

Lwu y:

* Khi & trong pham vi chi dinh c6 6 chira gia tri #V/ALUE! thi ham AVERAGE sé cho tri
#VALUE!

* O chiva div liéu chudi hodc 6 trong trong pham vi khédng dwoc tinh.

* SO lwong pham vi trong ham tor 1 dén 30.

3. Ham MAX(), MIN()

+ Cong dung: Ham Max: cho gia tri cao nhat trong pham vi khdi 6, ham MIN cho
gia tri thap nhat trong pham vi khoi 6.

= MAX (danh sach cac gia tri)

= MIN (danh sach cac gia tri)

Lwu y:

* Nhirng di¥ liéu chudi va ky tw trong (blank) co trong pham vi sé khdng dworc tinh.
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* Poi voi nhivng di¥ liéu dang ngay trong pham vi ciing dwoc tinh dwa vao tri s6 tuan tw
cua cac ngay do.

* Co thé lién két nhiéu thanh phan vao trong mot ham, nhwng phai dwoc phan cach voi
nhau b&i dau phay.

4.3.2. Ham van ban

1. Ham LEFT va RIGHT

+ Chirc nang:



= LEFT : Trich s6 ky tw bén trai chudi di¥ liéu hoac trong toa dd & chira dir liéu.
= RIGHT : Trich s0 ky tw bén phai chudi di liéu hoéc trong toa dd 6 chira dir
lieu.

+ Cu phap:

= LEFT ( <chudi ky tw>, <sé ky tw tach>)

= RIGHT (<chudi ky tw>, <sé ky tw tach>)

Vi du:

=LEFT ("Ha ndi", 2) = Ha

= RIGHT ( "Ha ndi", 2) = Gi

Lwu y:

* Chubi ky tw ghi truc tiép trén ham phai dwoc dat trong hai dau nhay kép.

* Néu sob ky tw can trich ghi Ién hon chiéu dai cta chubi di¥ liéu thi Excel chi ghi lai
dung do dai cta chubi.

* Tri s chiéu dai ctia chudi di¥ liéu dwoc tinh ké ca cac khoang trong trong 6.
2. Ham MID()

+ Chirc ndng: Cho két qua la mét chudi ky tw dworc 1ay ra trong <bt ky tw> theo
nguyén tac sau:

- LAy ra bat dau tw ky tw thé nhat <bt s6 1>

- LAy ra bat dau t ky tw thir nhat <bt s 2>

+ CU phap: = Mid(<bt s6 1>, <bt s 2>)

3. Ham LEN()

+ Ch(rc nang: cho két qua 1a mot sb biéu thi do dai cla <biéu thire ky tu>.

+ Cu phap:

= Len(<biéu thirc ky tw>)

4. Ham LOWER()

+ Chirc nang: chuyén @i tir <bidu thirc ky tw> thanh mot chudi ky tw 14

chir thwong

+ Cu phap:

= Lower(<biéu thirc ky tu>)

5. Ham UPPER()

+ Chirc nang: chuyén @i tir <bidu thirc ky tw> thanh mot chudi ky tw 1a

chi¥ hoa



+ Cu phap:
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= Upper(<biéu thirc ky tu>)

6. Ham PROPER()

+ Ch(rc nang: chuyén dbi tir <biéu thirc ky tw> thanh mot chudi ky tw ma
ky tw dau la chi hoa

+ Cu phap:

= Proper(<biéu thirc ky tw>)

7. Ham REPLACE()

+ Chlrc nang: dé lay ra trong chudi ky tw <bt ky tw 1> tr ky tw so <bt s6 1>
va lay ra <bt sé 2> ky tw. Thay vao d6 la <bt ky tw 2>

+ Cu phap:

= Replace(<bt ky tw 1>, <bt s6 1>, <bt s6 2>,<bt ky tw 2>)

8. Ham REPT()

+ Chirc nang: cho két qua 1a mot chudi ky tw dworc 13p lai <bt s6> 1an <bt
Ky tw.

+ Cu phap:

= Rept()<bt ky tw >, <bt s0 >)

9. Ham SEARD()

+ Chlrc nang: dung dé tim chudi <bt ky tw 1> trong chubi <bt ky tw 2>. Két
qua nhan dworc la vi tri bat dau xuat hién clha <bt ky tw 1> trong chubi <bt ky tw 2>. Néu
ban c6 chi thi <bt s6> thi viéc tim kiém dworc tién hanh bat dau tir ky tw thi (bt s6>. Néu
khdng c6 chi thi nay thi ngam dinh bat dau tir ky tw thi nhat.

+ Cu phap:

= Search(<bt ky tw 1>,<bt ky tw 2> <bt s6>)

Vi du:

= Search(“Hong”,”"Ngoc Hong Hong”) két qua nhan duoc 1a 6

Néu ban chi thi :

= Search(“Hong”,"Ngoc Hong Hong”,7) két qua nhan duoc 1a 11 vi bat
dau tim ky tw the 7.

10. Ham SUBSTITUTE()

+ Ch(rc nang: dung dé lay ra trong chudi <bt ky tw 1> mét chudi ky tw 1a



<bt ky tw 2> va thay

vao do la <bt ky tw 3>.

+ Cu phap:

= Substitute (<bt ky tw 1>,<bt ky tw 2> ,<bt ky tw 3>)

Vi du: = Substitute(“Nguyén Khanh Ngoc”,”"Ngoc”,”Linh") két qua nhan duwoc
la:

Nguyén Khanh Linh

11. Ham TRIM ()
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+ Chlrc nang: cho két qua 1a mot chudi ky tw dworc 1ay tir <bt ky tw > sau
khi da bd cac ky tw tréng & dau va cudi chudi ky tw. Ham Trim() con bd bot cac vi tri
trong gitra hai tir va chi dé lai mét ky tw trong.

+ Cu phap:

= Trim(<bt ky tw>)

Vi du:

= Trim(“Trung tdm Tw van”) cho két qua la: Trung tdm Tw van

12. Toan tor &

+ Ch(rc nang: dung dé ndi hai chudi ky tw.

+ Cu phap:

= "text 1" & "text 2

Vi du: & tai 6 A1 chra “Nguyén Khanh”, tai 6 A2 chira “ Ngoc” , tai A3 nhap
cong thirc

= A1&A2 , ban nhan dwoc két qua 1a: Nguyén Khanh Ngoc

13. Ham CONCATENATE

+ Chirc nang: ndi két cac chudi van ban thanh mét chudi van ban don

+ Cu phap: =Concatenate(<chudi ky tw 1>, <chubi ky tw 2>, ...)

14. Ham VALUE()

+ Chlrc nang: doi mot van ban sang mot so

+ Cu phap: Value(<chubi ky tu>)(cé thé chubi ky tw hoac 1a tham chiéu
mot co chura ky tw)

15. Ham CHAR()

+ Chirc nang: cho mét ky tw twong (*ng vé&i ma cua no.



+ CU phap: Char(<ma ASCII>)
16. Ham CODE()

+ Chlrc nang: cho ma twong &ng voi ky tw dau tién trong van ban.

+ Cu phap: =Code(<chubi ky tu>)

4.3.3. Ham s6 hoc

1. Ham ABS()

+ Chlrc nang: cho két qua la gia tri tuyét doi cta biéu thirc so

+ CU phap: =ABS(<biéu thrc s6>)

2. Ham SQRT()

+ Chlrc nang: cho két qua la can bac 2 cua <biéu thirc s6> voi diéu kién
<biéu thirc s6> phai I&n hon hodc bang 0.

+ CU phap: =SQRT(<bidu thirc s6>)

3. Ham MOD()

+ Ch(rc nang: cho két qua la sd dw cla <biéu thirc s6> chia cho sb n.

+ Cu phap: =Mod (<biéu th(rc s6>,n)
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4. Cac ham lam tron s6

a. Ham ROUND()

+ Ch(rc ndng: 1am tron mot so la <gia tri s6> véi <biéu thire s6> gia tri thap
phan.

+ Cu phap: =Round(<gia tri s6>, <biéu thirc s6>)

Néu <biéu thirc s6> la dwong thi lam tron <gia tri s6> theo cac so & (bén phai
clia gia tri s0)

Néu <biéu thirc s6> l1a m thi lam tron <gia tri s6> theo cac sb nguyén (bén trai
clia gia tri so)

b. Ham EVEN()

+ Chlrc nang: lam tron mot so téi s nguyén chan gan nhat cac so nguyén
twong rng dwoc lam tron xudng.

+ Cu phap: =Even (<biéu thirc s6>)

Vi du: ban c6 s 23.4 néu st dung ham Even(23.4) ta c6 két qua 1a 24

¢. Ham ODDY()

+ Ch(rc nang: 1am tron mot s6 téi s6 nguyén & nhat. Cac sd nguyén tuwong



tng dwoe lam tron xudng.

+ CU phap: =Odd(<biu thirc s6>)

Vi du: ban c6 so 23.4 néu sir dung ham Odd(23.4) ta c6 két qua 1a 25

d. Ham FLORR()

+ Ch(rc ndng: cho gia tri la bdi s6 cta <biéu thirc sd 2> gan véi <biéu thire
sO 1> nhat. Gia tri nay dwoc tinh nhd hon <biéu thire s6 1>

+ Cu phap: =Floor(<biéu thirc s6 1>, <biéu thirc s6 2> )

Vi du: =Floor(23.4,5) ta c6 két qua la 20

e. Ham CEILING()

+ Chlrc nang: cho gia tri la bdi s cla <biéu thirc sO 2> gan voi <biéu thirc
sO 1> nhat. Gia tri nay dwoc tinh 1&n hon <biéu thirc s6 1>

+ Cu phap: =Ceiling(<biéu thirc s6 1>, <biéu thirc sb6 2> )

Vi du: =Ceiling(23.4,5) ta c6 két qua 1a 25

f. Ham INT()

+ Ch(rc nang: cho két qua 1a phan nguyén cuta <biéu thirc s6>

+ Cu phap: =Int (<biéu thirc s6>)

Vi du: =Int(23.46) ta c6 két qua la 23

g. Ham TRUNC()

+ Ch(rc nang: loai bé céac gia tri sau dau cham thap phan

+ Cu phap: =Trunc (<biéu thirc s6>)

Vi du: =Trunc(23.46) ta co két qua la 23

1) Luwu y: Diém khac biét co ban gitka INT() va TRUNCY() 14 khi x@ Iy cAc gia tri am.
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Vi du: =Int(-100.99), cho két qua Ia -101

Nhwng két qua ham:

= Trunc(-100.99) cho két qua 1a -100

5. Ham FACT()

+ Chlrc nang: cho két qua la giai thira cGa <biéu thirc s6>

+ Cu phap: =Fact (<biéu thirc s6>)

Vi du: =Fact(3) co két qua la 6 (twong (rng v&i cdng thirc =1*2*3)
6. Ham COMBIN()

+ Ch(rc nang: cho gia tri la t& hop cta <biéu thirc sd 2> trong <biéu thirc sb



1>

+ Cu phap: =Trunc (<biéu thirc s6>)

Vi du: Gia sir c6 6 doi bong dwoc td chive theo thé thire thi dau vong tron, moi
doi déu thi dau mot tran vai ddi khac. Cac ban cé thé st dung ham Combin() dé tinh
xem c6 bao nhiéu tran béng da can té chire, ban nhap cdng thirc nhw sau:
=Combin(6,2), cho két quia la 15

4.3.4. Ham logic

1. Ham AND()

+ Ch(rc ndng: ham cho két qua la dung khi tat ca cac diéu kién trong danh
sach déu dung.

+ Cu phap: =And(didu kién 1, didu kién 2)

2. Ham OR()

+ Chlrc ndng: ham cho két qua la dang khi it nhat mot diéu kién trong danh
sach déu dung.

+ CU phap: =Or(diéu kién 1, didu kién 2)

3. Ham NOT()

+ Chlrc ndng: ham cho két qua la dung khi diéu kién sai. Nguworc lai, lam
cho gia tri sai khi diéu kién la dung.

+ CU phap: =Not(didu kién)

4. Ham IF()

+ Ch(rc nang: ham cho két qua la <gia tri 1> néu <biéu thirc logic> la dung,
nguoc lai két qua

nhan dwoc la <gia tri 2>.

+ Cu phap: =IF(<biéu thirc logic>,<gia tri 1>,<gia tri 2> )

Vi du: =IF(diem>=5,"D8"," Truot”)

4.3.5. Ham thong ké

1. Ham COUNT()

+ Chlrc nang: dém tat cac 6 chira gia tri la s6 trong danh sach.

+ Cu phap: =COUNT(danh sach cac gia tri)

2. Ham COUNTA()
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+ Ch(rc nang: dém tat cac 6 trong danh sach chira di liéu



+ Cu phap: =COUNTA(danh sach cac tri)

2. Ham COUNTIF()

+ Chlrc nang: dém tirng 6 khdng trong thod man tiéu chuan da dinh.

+ Cu phap: =COUNTIF(<Pham vi chira tiéu chuan>,<tiéu chuan>)

Vi du: COUNTIF( B1:B6,">=7") dém tat cac 6 tir B1:B7 c6 diém >=7

3. Ham RANK()

+ Chlrc nang: tim th& bac cua tri sb trong mot pham vi.

+ Cu phap: = RANK(<gia tri s6>, <pham vi day s6>,<0,1>)

- 50 0 ( hodc khong ghi): thir bac dwore tinh theo gia tri s6 gidm dan.

- 50 1: th& bac dwoc tinh theo gia tri s6 tang dan.

4. Ham SUMIF()

+ Ch(rc nang: cdng nhirng 6 thod man diéu kién nao do.

+ CU phap: = SUMIF(<cot 1> <didu kién>,<cot 2>)

Trong do: <cdt 1> 1a tham chiéu t&i moét day 6 dwoc kiém tra theo mét <diéu kién> nao
do da cho truwdre, <cot 2> la tham chiéu téi mot day 6 chiva gia tri tong, <diéu kién> co
thé 1a mét s6, moét biéu thire, hay mot chudi van ban xac dinh 6 nao doé can tinh tdng
nhwng phai dat trong nhay kép va cung kiéu div liéu véi kiéu dir liéu trong, <cot 1>.
Vi du: Gia str, ban c6 bang tinh sau, sau dé6 ban hay tinh tién thwong cta don vi

A. Tai 0 EB, ban nhap cong thirc =Sumlif(C2:C5,"=A",E2:ED), twong tw nhw vay ta tinh
dwoc cho don vi B, C.

ABCDE

1 TT Ho tén Bon vi S6 cdng Tién

thwdong

2 1 Lé Tuan Pong A 28 560000

3 2 Tran Anh Toan C 25 125000

4 3 Tran Thi Lan A 17 85000

54 Nguyén Thanh

Tu

B 27 270000

6

4.3.6. Ham tim kiém & tham chiéu

1. Ham VLOOKUP()



+ Chirc nang: Thwe hién viéc tim kiém tri x trén ¢t chi muc (cét dau tién) clia

bang tham chiéu va cho két qua twong (rng trong cot tham chiéu chi dinh.

+ Cu phap:

VLOOKUP( x, Bang t/c, cot tham chiéu, cach do)
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X : gia tri tim kiém c6 thé 1a mét chudi hodc mét sd hodc toa dd 6 chiva di liéu s6

hay chudi hodc biéu thirc c6 két qua la mét gia tri hay chudi.

Bang: La mét khdi cac 6, thwdng gdm nhiéu hang va nhiéu cot. Cét bén trai ludén

ludn chira céac tri dé do tim, cac cot khac chira cac tri twong tng dé tham chiéu.

Cot tham chiéu: La thr tw clia cdt ( tinh tir trai cta bang tré qua), cot dau tién cla
bang la c6t 1.

Cach do: La sd 0 hodc s 1, ngdm dinh 1a 1.

-Néu cach do la 1:

. Danh sach & cét bén trai ciia bang phai xép theo thr tw tdng dan.

. Néu tri dd x nhé hon phan tlr dau tién trong danh sach, lam cho tri 1a #N/A (

bat kha thi )

. Néu tri do I&n hon phan t&r cudi cuing trong danh sach, xem nhw tim thay &

phan t& cudi cung.

. Néu tri do x ding khéop véi mét phan tir trong danh sach ( khdng phan biét chi

hoa hay thwdng néu la chudi ), dwong nhién tim thay & tai phan t& d6 va cho tri 1a tri cta
6 nam trong c6t tham chiéu cung hang v&i phan tl nay.

- Néu cach do 1a 0:

. Danh sach & cot bén trai ciia bang khéng can thiét phai xép theo the tw.

. Néu tri do x khéng dung khdp véi bat ky phan tlr ndo trong danh sach ( khéng

phan biét chir hoa hay thwerng néu 1a chudi ) ham cho tri 1a #N/A ( bat kha thi )

. Chi khi nao tri do x dang khép véi mét phan ti trong danh sach ( khéng phan

biét chir hoa hay chi¥ thwérng néu la chudi ), m@i cho tri 1a tri cia & nam trong cot tham
chiéu cung hang v&i phan t& nay.

Vi du: Tinh lwong cho ba loai cdng lao ddng khac nhau, biét rang, sob tién cho

ttrng loai cdng lao ddng la: loai A: 20000 déng/ céng, loai B: 10000 ddng/cong, loai C:
5000d6ng/cong. Tién lvong dwoc tinh theo cdng thire: Tién lwong = s6 cdng [ so tién

mot cong.



Ta thwc hién nhw sau:

- Tao bang gdém 2 cot, cot A chi cac loai cong lao ddng (A,B,C) va cot B chi sb

tién céng twong ng.

- Chon 0 EB, lap cong thirc: = VLOOKUP(C6,$A%$1:$B$3,2,1)*D6

Copy cdng thirc nay xudng cac 6 E7, ES,...

Ta co két qua:

ABCDE

1 A 20000

2 B 10000

3 C 5000

4
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5TT Ho tén Loai SO cong Tién

6 1 Lé Tuan DPéng A 28 560000

7 2 Tran Anh Toan C 25 125000

8 3 Tran Thi Lan D 17 85000

9 4 Nguyén Thanh

TU

B 27 270000

1 Chu y, trong c6ng thirc ta dung dia chi tuyét doi $A$1:$B$3 dé dam bao dia chi nay
khéng bi thay ddi trong qua trinh Copy.

2. Ham HLOOKUP()

+ Ch(rc ndng: Thwe hién viéc tim kiém x trén dong chi muc (dong dau tién) ctia bang
tham chiéu va cho két qua twong rng trong dong tham chiéu chi dinh.

+ Hlookup(x, Bang t/c, Hang tham chiéu, Cach do)

Moi nguyén tac hoat déng ctia ham HLOOKUP nay gidng nhw ham VLOOKUP,

chi khac 1a ham VLOOKUP do tim & cot bén trai, tham chiéu so liéu & cac cot bén phai,
con ham HLOOKUP do tim & hang trén cung, tham chiéu so liéu & cac hang phia dwdi..
3. Ham ADDRESS()

+ Cu phap: =Address(<dong>,<ct>,<bt logic 1>,<bt logic 2>,<tén bang tinh>)
+ Chlrc nang: dung dé tham chiéu t&i mot dia chi theo cac sb, trong d6 <dong>,

<cot> la cac sb chi thir tw clia dong va cot clia 6 can tham chiéu.



- Néu <bt logic 1> 1a True (dung) thi 6 tham chiéu s dung theo dia chi tuyét doi.
- Néu <bt logic 2> 1a True thi dia chi la tuyét déi theo dong va cot.

- Néu <bt logic 2> |a False thi dia chi la tuyét dbi theo dia chi R1C1

Ban c6 thé chi dinh thém tén bang tinh néu can tham chiéu sang mot bang tinh
khac. Néu chi can tham chiéu t&i cac 6 trong bang tinh hién théi thi khéng cén
tham sb nay.

Vi du: =Address(3,2,True,True) két qua la: $B$3, néu ban chi thi
=Address(3,2,True,False) thi két qua nhan dwoc l1a R3C2

4. Ham CHOOSE()

+ Chlrc nang: dung dé lay ra mot gia tri trong danh sach cac gia tri dwoc chi dinh
+ Cu phap: = Choose(<bt s6>,<danh sach gia tri>)

Trong do: <bt s6> 1a vi tri can lay gia tri trong danh sach céac gia tri.

Vi du: gid st ban c6 bang tinh: néu trong 6 C5, ban nhap céng thirc:

A B = Choose(2,81,B2,B3,B4)

1 Ban Ban sé& nhan dwoc gia tri la: Ghé
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2 Ghé Ban ciling can lwu y rang, néu ban thay danh

sach

3 TU céc gia tri sé bi bao 16i. Cu thé 1a ban dwa vao

cong

4 Ban la Thwc =Choose(2,B1:B4) thi khong hop €.

5. Ham MATCH()

+ Ch(rc nang: dwa ra vi tri tim thay (hodc gan ding néu khéng tim thay) cua gia
tri can tim thay trong <vlng tim kiém>.

+ Cu phap: = MATCH(<gia tri tim kiém>,<ving tim kiém>,<dang>)

Trong do:

<gia tri tim kiém> |a gia tri dang s6 hodac ky tw dwoc dung dé tim kiém trong
<vuing tim kiém>

<dang> xac dinh cach thrc tim kiém va phai 1a mét trong 3 gia tri 1, 0 va -1 (day
la gia tri ngam dinh néu ban khong chi thi tham so nay).

6. Ham INDEX()

a. Dang tim kiém theo tham chiéu



+ Cu phap: =INDEX(<vung tim kiém>,<ddng>,<cét>)

+ Ch(rc nadng: dwa ra gia tri ciia mot 6 trong <viuing tim kiém> dwoc xac dinh boi
<dong> va <cot>

b. Dang tim kiém theo day

+ Cu phap: =INDEX(<day>,<ddng>,<cot>)

+ Chlrc nang: dwa ra gia tri cia mot 6 trong <vung tim kiém> dwoc xac dinh bdi
<dong> va <cot>

Vi du: gid st ta cé bang tinh sau: néu ban nhap céng thirc

=INDEX(A2:E5,1,1) sé& cho két qua: L& Tuan Béng

ABCDE

1 TT Ho tén Loai S6 céng Tién

2 1 Lé Tuan Béng A 28 560000

3 2 Tran Anh Toan C 25 125000

4 3 Tran Thi Lan D 17 85000

54 Nguyén Thanh

TU

B 27 270000

=INDEX({10,20,30,40,50,60}) sé& cho két qua: 20

Vi du ap dung cac ham Match() va Index(): gia st ta c6 bang tinh nhw trang sau:
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ABCDEFG

1 Danh muc vat tw

2MaVvT Tén VT DV tinh Bon gia

3 V001 Cassette Chiéc 300,000

4 V002 Bia Ha ndi 6,000

5V003 Ban la 100,000

6 Danh sach vat tw

7/ Ngay Ma VT Tén VT DV tinh Pon gia

8 1/8/98 V001

9 2/8/98 V002

Dwa vao Ma vat tw, ban hay dwa cac théng tin twong rng cua tirng loai vat tw nhu:

Tén vat tw, PBon vi tinh, Don gia; trong Danh muc vat tw vao Danh sach nhap vat tuw.



Tai 6 C8 (trong cot Tén vat tw), cac ban nhap cong thirc:
=INDEX(B3:E5,Match(B8,B3:E5,0),2). Ban s& nhan dwoc két qua la: Cassette. Trong
d6 ham Match(B8,B3:E5,0) cho két qua la 1, béi vi tim thay gia tri cta 6 B8 (V001)
nam & trong dong 1 cGa vung B3:B5 va nhw vay, cong thirc tré thanh:

= Index(B3:B5,1,2); két qua nhan dwoc 1a 6 trén dong 1 cét 2 clia ving B3:B5,

day chinh la 6 C3 nhw néi & trén. Twong tw nhw vay, ban sao chép cdng thirc nay sang
cac 6 con lai clia c6t Tén vat tw. Doi véi cot Pon vi tinh, ban nhap cong thuec:
=Index(B3:E5,Match(B8,B3:E5,0),3).

Trong cdng thire trén, s6 3 dé chi viéc xac dinh 6 can |ay gia tri trén 6 th ba cua
vung B3:B5, day chinh la cét DV tinh.

4.3.7. Mot s6 ham dé phan tich tai chinh

Excel cung cap rat nhiéu ham nhwng chi dé cap dén ba ham tai chinh hay dwoc st
dung nhéat la PMT, FV va RATE. St dung cac ham nay ban co thé tinh dwoc sd no phai
tra, gia tri dau tw trong twong lai va |ai suat cta dau tw.

1. Ham PMT()

+ Chirc ndng: Ham PMT tinh thanh toan dinh ky can thiét dé tra dan no vay sau so ky
han da dinh.

+ Cu phap: =PMT(rate, number of periods, present value, future value, type)

Trong do: rate: mire 1ai suat, number of periods: th&ri han phai trd, present value:

gia tri hién tai, future value: gia tri twong lai, type: thanh toan dau ky néu type=1, néu
type=0 thanh toan cudi ky).
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+ Vi du: ban vay mdt khoan no 1a 10000$ trong 3 nam vai lai suat 1a 9% ndm. SO no
phai tra hang thang la bao nhiéu?

Pwa con tré chudt vao 6 bang tinh va gé: = PMT(9%/12,36,10000) két qua sé tra vé
(-318.009%)

2. Ham FV()

+ Chlrc nang : tinh gia tri tai thdi diém thanh toan trong twong lai.

+ Cu phap: =FV(rate, number of periods, payment, present value,type)

Trong doé: rate: mdrc 1ai suat, number of periods: thdi han dau tw, payment: mirc

dau tw cho mdi khoang thdi gian (cho 1 nam, hodc 1 thang), present value: gia tri hién

tai,type: thanh toan dau ky néu type=1, néu type=0 thanh toan cudi ky).



+ Vidu: ban gwi s6 tién ban dau la 2000$ véi lai suat 10% nam. Sau 30 nAm ban sé
c6 mot so tién la bao nhiéu?

3. Ham NPER()

+ Chirc nang : tinh so ky can thiét twong lai.

+ Cu phap: =NPER(rate, pmt, pv, fv,type)

Trong doé: rate: mdrc 1ai suat, pmt: s6 tién tra cho méi ky, pv: gia tri hién tai, fv:

gia tri twong lai, type: thanh toan dau ky néu type=1, néu type=0 thanh toan cudi ky).
+ Vi du: giad st ban vay mdt khoan tién 1a 100000 véi 1ai suat 8% nam. Ban cd thé tra
dan 1000 trong mot thang va ban mudn biét trong thdi gian bao nhiéu thang?

Pwa con tré chudt vao 6 bang tinh va gé: = Nper((8/12)%,-1000,100000) két qua sé
tra vé 165.34

4. Rate()

+ Chlrc nang : Ham rate() cho phép ban xac dinh mc loi nhuan ctia mét khoan dau tw
phat sinh thanh toan dinh ky hoac thanh toan gép.

+ Cu phap: =RATE(number of periods, payment, present value, future value, type,
guess)

Trong d6: number of periods: théi han dau tw, payment: mc thanh toan cho

hang nam hoac hang thang), present value: mrc dau tw ban dau, guess: doi so tuy y cho
Excel diém kh&i dau dé tinh toan 1ai suat, néu ban bd qua Excel bat dau & 0.1 (10%)).
+ Vi du: Gia st ban dang xem xét khoan dau tw s& mang lai cho ban mén thanh toan
hang nam la 1000% trong 5 nam, khoan dau tw nay ton 3000%. Dé xac dinh mec loi
nhuan hang nam trén khoan dau tw, ban gé vao céng thire: =RATE(5,1000,-3000) tra
vé gia tri 20% murc |oi nhuan trén khoan dau tw nay.

5. S dung lénh Goal Seek dé dy bao: Iénh Goal Seek tim mét gia tri nao do

nham tao ra mét két quéa mong mudn, vi du nhw lwong dia CD phai ban dwoc dé dat
dwoc mot doanh s6 1000000$. Dé str dung Goal Seek, hay xac lap worksheet chira:
- Mt cong thirc dé tinh toan gia tri dich

- Mot 6 trong chira gia tri can tim
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- C4c gia tri can thiét khac cho cong thire

O trébng dwoc tham chiéu dén trong céng thirc va hoat ddng nhw mét bién dé Excel thay

doi. Dé duw doan bang cach str dung lénh Goal Seek, cach lam nhw sau:



1. Xay dwng worksheet chira mét céng thirc, mot & bién trong sé chiva gidi phap va cac
dir liéu can thiét cho phép tinh toan. Vi du: dé xac dinh sb lwong li ca phé phai ban gia
1.75% nham dat dwoc doanh s6 300008.

2. Trong worksheet, chon mét chira cong thuc (trong hop thoai Goal Seek 6 do dwoc goi
la Set Cell)

3. Chon Goal Seek tir 1énh don Tools, hdp thoai xuét hién.

4. Nhan Tab roi gb vao gia tri dich mudn dat dwoc trong muc To Value (gd vao gia tri
30000).

5. Nhan Tab dé chon muc By Changing Cell, ban cé thé ddi hop thoai Goal Seek di noi
khac néu can thiét dé chon 6 bién .

6. Chon OK dé tim gidi phap doanh sé. Luc nay, hép thoai sé hién thi théng bao sau khi
da két thic qua trinh 18p, va két qua cta dy doan sé dwoc hién thi trén worksheet. Nhuw
vay, lénh Goal Seek cho biét can ban 17.143 ly ca phé vé&i gia tri 1.75$ dé dat doanh sb
300008$.

7. Chon OK dé dong hop thoai Goal Seek lai.

6. St dung Solver dé can dbi gitra s6 lwong va gia ca

Khi van dé can dw doan can st dung nhiéu bién, ban nén st dung trinh bd sung
Solver dé phan tich kich ban. D& minh hoa cach st dung Solver, lay vi du mot tiém ca
phé c6 ban 3 loai thirc udng: ca phé thwéng, ca phé latte va ca phé mocha. Gia moi i
clia ching la 1.25%, 2$ va 2.25$. Hién ban chwa biét dwoc loai ca phé nao dwa lai loi
nhuan nhiéu hon. Mudn lam dwoc diéu nay, trwdc hét phai xay dwng dwoc 6 dich cho
muc dich clia van dé (vi du mét cdng thirc tinh doanh thu 1&n nhéat ) - va gan mot hay
nhiéu 6 bién dé Solver thay déi nham dat dwoc muc dich cta ban. Bang tinh con co thé
chira cac gia tri va cong thirc khac sir dung 6 dich va cac 6 bién. Mbi 6 bién déu dwoc 6
dich st dung thi Solver méi c6 thé lam dwoc (6 dich phai phu thudc vao cac 6 bién).
Bang duwdi day, 6 G4 1a 6 dich dé tinh tong loi nhuén cla 3 loai ca phé trén. Ca 3 dong
deu quy vé 6 G4, chiing cho biét cdong thirc trong 6 G4 phu thudc nhw thé nao doi voi 3
phép tinh toan kia. 3 6 bién D5, D9, D13 - d6 la 3 gia tri ban mudn Solver cho biét khi
no tim giai phap tdi wu nham thu dwore loi nhuan tdi da hang tuan. Ty G11:G13 1a danh
sach cac hang sé st dung nham dw doan. Vi du nhw chi ¢ thé ban 500 li ca phé moi
tuan, trong do so li ca phé mocha t6i da la 125 (vi con phu thudc vao sé ¢d la dé ché

bién thém vao ca phé mocha), tirc 2 loai ca phé kia tdi da la 350 li. Bang tinh phai chira



cac 6 dé chira cac gia tri hang (trong vi du nay la cac 6 g6:g8).

Mudn chay Solver , ban nhan chudt vao 6 dich - 1a 6 chira cong thirc dwa trén cac

6 bién muodn Solver gidi quyét ( 6 G4). Tw thwe don Tools, chon Solver, mdt hdp thoai
xuat hién. Vi 6 dich da chon nén muc Set Cell Target sé chira dia chi nay. Chon Max
vao muc Equal to [ chon muc By Changing Cells [ chon tirng 6 bién, 3 6 trong D5,
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D9, D13 c6 nhiém vu hién thi so li ca phé cho tirng loai [ nhan 1én nat Add dé dwa
hang th(r nhat vao hdp thoai Constraint , nhan 1&n 6 G8 chon [0 G11 (I nhan lén nut Add
dé dwa hang thr 2, nhan Ién 6 G7 chon [ G12 [] nhan 1én nut Add dé dwa hang thir 3 ,
nhan 1&én 6 D13 chon 71 G13 [1 chon OK dé dwa ca 3 hang vao hop thoai Solver [ nhan
Solver dé tinh toan két qua.

ABCDEFG

1234

Gia méi li ca phé

thwong la

1.25% Tong loi

nhuan

=D6+D10+D1

4

5 S0 li s& ban dwoc la Ca phé

thwong

=D5

6 Tong =D4*D5 Mocha+Latt

e

=D19+D13

7 Tong 3 loai =D5+D9+D13

8 Gia modi li ca phé latte 2.00$

9 S6 li sé ban dwoc Ia

10 Téng =D8*D9

11 Téidaca 3

loai

500



12 Gia mai li ca phé

mocha

2.25% Toida

M+La

350

13 S0 li sé ban dwoc la Toi da

Mocha

125

14 Tong =D12*D1

3

15

M6t s6 vi du (’ng dung dé giai hé phwong trinh 3 an s
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CHUONG V: LAM VIEC VOI CAC BANG TINH

TRONG TAP TIN WORKBOOK

5.1. Lam viéc v&i cac bang tinh trong tap tin workbook

Tap tin Workbook trong Excel 1a mét tadp hop cla nhirng loai bang tinh (c6 thé chira

tr 1 dén 255 bang tinh) khac nhau nhw: d@ liéu, do thi, Macro, ... va thwdng coé lién quan
vOi nhau.

Theo théng s6 dinh san cta Excel thi trong mdt Workbook ¢6 16 bang tinh di liéu
(Worksheet) va dwoc dat tén la Sheet 1 cho dén Sheet 16. Tén bang tinh dwoc biéu thi
trén nhirng Tab & canh dwoi, bén trai clra sd Excel.

Khi can lam viéc dén bang tinh ndo, ban chi can di chuyén vao Click vao Tab ch(ra

tén bang tinh do(Tab chira tén bang tinh hién hanh s& dwoc lam dam mau dé phan biét).
Pé di chuyén dén nhirng bang tinh khac trong Workbook, ban chon cac nat: (bang
tinh dau), (bang tinh cudi), (bang tinh ké céan).

Trong tap tin Workbook, ban c6 thé:

* Chén thém hoac xoa bot nhirng bang tinh.

* Poi tén bang tinh (chiéu dai toi da la 31 ky tw).

* Sao chép hodc di chuyén nhirng bang tinh trong pham vi Workbook hoac

dén nhirng tap tin Workbook khac

* Che giau nhirng bang tinh.



] M& nhiéu ctra s6 cho mét tap bang tinh

Ban mudn hién thi nhiéu ctra s6 bang tinh can thyc hién trén cing mot man hinh

dé dé quan sat:

+ Chon [énh [Menu] Windows > New Windows.

+ Lwa chon bang tinh can hién thi trén Tab Sheet.

+ Chon Iénh [Menu] Windows > Arrange, chon nut Tiled va OK.

3. Nhap chinh swra di¥ liéu trong bang tinh hién hanh.

4. Dé g& bd viéc lien két nhom ban chi can Click vao mét bang tinh khac ngoai nhém.
"1 Phan trang thanh céc khung ctra s6

T menu Window chon [énh Split. Sau khi ban da tach cira sb, lénh Split trén menu
Window bién thanh Remove Split, tra ca& hai vach phan chia vé vi tri mac dinh. Mudn di
chuyén tir khung ctra s6 nay sang ctra sd khac bang ban phim, ban nhan F6. Sau khi ban
tach ctra s thanh nhirng khung ctra sb, ban co thé gitr cd dinh khung trai, khung trén
ho&c ca hai bang |1énh Freeze Panes trén menu Window.

5.1.1. Chén thém bang tinh vao Workbook

a. Chen bang tinh chira di¥ liéu

1. Lwa chon mét (hoac nhdm) bang tinh trong Workbook.

* 1 bang tinh: Click vao Tab chira tén bang tinh can Iwa chon.
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* 1 nhém bang tinh ké can: Click vao Tab chiva tén bang tinh can lwa chon dau

tién, nhan phim Shift Click vao Tab chira tén bang tinh can lwa chon cudi cung.

* 1 nhdm bang tinh khéng lién lac: nhan Ctrl trong khi Click vao Tab chra trén

bang tinh can lwa chon.

* Toan b6 bang tinh: [Shortcut] Select All Sheets.

2. Chon lénh [Menu] Insert > Worksheet hodc nhan phim Shift-F11.

Excel sé chén thém nhirng bang tinh m&i & bén trai cia pham vi lwa chon

b. Chén bang tinh do thi

1. Lwa chon pham vi d liéu can minh hoa trén bang tinh.

* Click vao trén bang tinh va Drag trén pham vi ch(ra di¥ liéu can minh

hoa.

2. Chon lénh [Menu] Insert >chart va chon As New Sheet (Hodc nhan phim F11).

Excel sé chén thém bang tinh dd thi & bén trai cia bang tinh di liéu.



Lwu y:

* Khi can chén thém nhiing loai bang tinh khac, ban thwe hién nhw sau:

1. Chon lénh [Shortcut] Insert.

2. Chon loai bang tinh can chén trén khung New.

3. Chon nut OK.

5.1.2. Sao chép hoac di chuyén nhirng bang tinh trong Workbook

1. St dung Mouse

1. Lwa chon 1 (hoac nhém) bang tinh Workbook.

2. Chon:

* Drag dén vi tri m@i: dé di chuyén bang tinh lwa chon vao vi tri méi:

* Nhan Ctrl trong khi Drag vao vi tri moi: dé sao chép bang tinh lwa chon dén vi tri
an dinh.

Excel sé xuat hién hinh twong trang bang tinh va mét hinh tam giac nhd phia
trén Tab dé chi bao vi tri thuc hién.

2. Sr dung Menu Iénh

1. Lwa chon mét (hodac nhdm) bang tinh trong Workbook.

2. Chon Iénh [Menu] Edit > Move or Copy Sheet (hoac [Shortcut] Move or Copy
Sheet).

Xuat hién hop doi thoai Move or Copy

3. Lwa chon vi tri m¢i trong khung Before Sheet.

4..Chon:

* Nut OK: dé di chuyén bang tinh lwa chon vao vi tri moi.

* Bat thdng sO Create A Copy va chon nut OK: dé sao chép bang tinh lwa

chon dén vi tri an dinh.

5.1.3. Sao chép (hoac di chuyén) nhirng bang tinh tr Workbook hién hanh vao tap
tin Workbook khac
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a. Sao chép hoac di chuyén nhirng bang tinh ttr Workbook hién hanh vao tap tin
Workbook da tao

+) Str dung Mouse:

1. Poc va hién thi nhirng tap tin Workbook can thwc hién (tap tin nguon va tap tin

dich) trén cung mot man hinh.



2. Lwa chon 1 (hodc nhém) bang tinh trong tap tin Workbook nguén.

3. Chon:

* Drag dén vi tri m@i: dé di chuyén bang tinh lwa chon vao vi tri méi:

* Nhan Ctrl trong khi Drag vao vi tri moi: dé sao chép bang tinh lwa chon dén vi tri
an dinh.

Excel sé xuat hién hinh twong trang bang tinh va mét hinh tam giac nhd phia
trén Tab dé chi bao vi tri thyc hién.

b) Sr dung Menu lénh.

1. Doc lai tap tin Workbook can thwe hién (tap tin ngudn va tap tin dich).

2. Lwa chon mdt (hodc nhém) bang tinh trong tap tin Workbook nguon.

3. Chon lénh [Menu] Edit > Move or Copy Sheet (hoac [Shortcut] Move or Copy
Sheet).

Xuat hién hop dbi thoai Move or Copy.

4. Lwa chon tap tin Workbook dich trén khung To Book.

5. Lwa chon vi tri m¢@i trong khung before sheet:

6. Chon:

* Nut OK: dé di chuyén bang tinh Iwa chon vao vi tri mai.

* Bat thong so Create A Copy va chon nut OK: dé sao chép bang tinh lwa

chon dén vi tri an dinh.

b. Sao chép hodc di chuyén nhirng bang tinh ttr Workbook hién hanh vao tap tin
Workbook mai:

1. Lwa chon mdt (hodc nhém) bang tinh trong tap tin Workbook nguon.

2. Chon Iénh [Menu] Edit > Move or Copy Sheet (hoac [Shortcut] Move or Copy
Sheet).

Xuéat hién hop doi thoai Move or Copy.

3. Chon [New book] (tap tin dich) trén khung To book.

4. Chon:

* Nut OK: dé di chuyén bang tinh lwa chon vao vi tri moi.

* Bat théng s6 Create A Copy va chon nut OK: dé sao chép bang tinh lwa

chon dén vi tri an dinh.

Lwu y:

Khi str dung Mouse ban chi can Drag tén bang tinh Iwa chon ra khéi Workbook



hién hanh.

5.1.4. Doi tén bang tinh trong Workbook

1. Lwa chon bang tinh can thuc hién.
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2. Chon Iénh [Menu] Format > Sheet > Rename (hoac [Shortcut] Rename hay
Double Click trén Tab chira tén bang tinh).

Xuat hién hdp doi thoai Rename Sheet.

3. Nhap tén bang tinh ma&i (c6 gidi han 31 ki tw).

4. Chon nut OK.

5.1.5. Xoa nhirng bang tinh trong Workbook

1. Lwa chon mdt (hodc nhém) bang tinh can thwe hién.

2. Chon Iénh [Menu] Edit > Delete Sheet (hoac [Shortcut] Delete).

Xuat hién hdp thdng bao.

3. Chon:

* Nut OK: dé xac nhan viéc xoa nhirng bang tinh lwa chon.

* Nut Cancel: dé huy bd 1énh xoa bang tinh.

5.1.6. Che giau/hién lai bang tinh trong Workbook

a. Che giau nhirng bang tinh trong Workbook

1. Lwa chon mdt (hodc nhdm) bang tinh can thwe hién.

2. Chon Iénh [Menu] Edit > Format > Sheet > Hide.

b. Hién lai nhirng bang tinh trong Workbook

1. Chon Iénh [Menu] Edit > Format > Sheet > Unhide.

Xuat hién hop doi thoai Unhide.

2. Chon tén bang tinh can hién thi trén khung Unhide Sheet.

3. Chon nut OK.

5.2. Cac tinh nang tién ich

1. Thém chu giai cho 6

Excel cho phép ban gan nhirng chu giai vao 6 lwa chon trén bang tinh. N&i dung
cha giai nay co thé 1a chudi dir liéu (dung dé mé ta hay gia thich vé di liéu trong 0)
Trong bang tinh nhirng chl giai nay khéng xuat hién chung véi gitr kién trong 6,
nhwng ban cd thé xem lai trén hop dbi thoai. Khi can thiét, ban cé thé in chung voi

nhirng di¥ liéu trén bang tinh. O chl gidi dwoc danh dau bang diém nhé mau dé & goc



phai trén cla 6. Dé hién thi trong worksheet, hay dirng chudt trén & cho dén khi cha giai
dwoc xuat hién.

Nh& 1a cha gidi ton tai doc 1ap véi ndi dung trong 6, khdng ¢ sy chung dung &

day. Dé xoa ghi chu, hay chon & chira chu giai trén worksheet, chon clear tir 1&énh don
Edit r6i chon Comments tir Iénh don con clear.

2. Kiém tra 16i (spell checking)

Trwdée khi in hoac lwu dir liéu trén bang tinh vao dia, ban nén st dung Iénh

Spelling ctia Excel dé kiém tra I6i nham phat hién cac sai s6t (néu cé) trong qua trinh
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nhap liéu Excel sé kiém tra toan bo dir liéu (cac tr, chi¥) trong bang tinh hién hanh ké ca
nhirng di¥ liéu trong hdp Text box va biéu dd cla trang in, hodc dod thi hay chi trén mot
pham vi chi dinh nhw mét khdi, mot toe.

Excel sé phat hién 16i & nhirng tlr c6 trén pham vi kiém tra nhwng khéng co trong

pham vi d6i chiéu (la nhirng tir co trong tap tin tw diéu chinh hay bd nhé).

3. G6 tat (twong tw nhu Word).

Ngoai chirc ndng go tat, Excel con cd AutoComplete dé gitip ban d& dwoc cong

danh may cling nhw tang dd chinh xac cua muc nhap. Ban kich hoat AutoComplete nhuw
sau: chon Options t&r menu Tools, nhap tab EDIT, va néu nhw dac tinh nay chwa hoat
dong, hay chon tuy chon Enable AutoComplete For Cell Values (theo mac dinh la dwoc
kich hoat).

4. Kiém toan va giai thich bang tinh

Excel c6 mét s6 dac tinh manh mé va linh hoat, gitp ban kiém toan, g& rdi bang

tinh va giap ban giai thich cong viéc ctia minh. Mudn lam dwoc viéc nay, ban chon
Auditing trén menu Tools, nhap I1énh Show Auditing Toolbar, lGc nay thanh céng cu
Auditing xuat hién chira cac nut kiém soat cdng cu truy nguyén 6 (cell tracer) va chu
giai 6.

Khi st&r dung tinh nang Auditing Excel sé tw dong dat nhirng dwdng mdai tén va cac
khung mii tén va cac khung bao quanh cac 6 phu thudc dé dé dang theo déi méi quan
hé cla nhirng & chlra cong thirc hay nhirng 6 bi 16i v&i nhirng & phu thudc trong bang
tinh.

a. Theo doi nhirng 6 phu thudc vao cong thirc trong 6 hién hanh

1. Di chuyén 6 hién hanh vao 6 chira céng thirc can theo doi.



Néu 6 hién hanh khéng phai la cong thirc thi Excel sé xuat hién théng bao 16i.
2. Chon Iénh [Menu] Tools > Auditing.

3. Chon Iénh Trace Precedents (hoac nut trén Toolbar Auditing).

Xuat hién dwdng mai tén (bat dau tr 6 phu thudc dau tién, voi dau tén hudng
vé 6 chira cdng thirc) va mdt khung bao quanh céac 6 phu thudc.

b. Theo dbi veé sy phu thudc cua 6 hién hanh v&i nhirng 6 céng thirc

1. Di chuyén 6 hién hanh vao 6 can theo doi .

2. Chon |énh [Menu] Tools > Auditing

3. Chon Iénh Trace Precedents (hoac nut trén Toolbar Auditing).

Xuat hién nhirng dwérng mii tén (bat dau tir 6 hién hanh véi dau tén, véi dau
tén hwéng vé nhirng 6 chira cdng thirc).

c. Theo ddi 6 bi 16i

1. Di chuyén 6 hién hanh vao 6 can theo dbi .

Néu & hién hanh khéng phai la 6 bi 16i thi Excel sé xuat hién 6 bi 16i.
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2. Chon Iénh [Menu] Tools > Auditing.

3. Chon Iénh Trace Error (hoac nut trén Toolbar Auditing).

Xuat hién dwdng mai tén (bat dau tr 6 phu thudc dau tién, voi dau tén hudng
vé nhirng 6 bi 16i).

d. Xoa cac dwong mii tén va khung bao quanh

1. Lwa chon 6 can thuc hién.

2. Chon Iénh [Menu] Tools > Auditing.

3. Chon Iénh Remove All Arrow (hoac nut trén Toolbar Auditing):

Lwu y:

Khi chon théng s6 Hide All trong Tab View cta lénh Tools > Options thi
nhirng dwdng mii tén va khung bao quanh sé& khéng xuét hién.

Double Click vao dau hodc cudi mii tén dé lwa chon 6 hién hanh hodc nhirng
0 phu thudc.

Khi dong Workbook, Excel sé khong Iwu lai cac dwong mdi tén va khung bao quanh.
5. Thanh nat Iénh (thanh cdng cu Toolbar)

Toolbar (thanh céng cu hoac thanh nut 1énh) la thanh chira cac nut hinh twong

thay thé cho nhirng I@nh macro can thwc hién thwérng xuyén theo tirng nhém lénh



(nhwng chi c6 thé st dung khi c6 thiét bi mouse). Khi di chuyén con trd Mouse dén nut
Tool nao trén Toolbar thi Excel sé& hién thi mdt mé t& ngan gon vé cdng dung cla nat dé
(Tool Tip) va mét dong thdng bao trén dong tinh trang.

Ban c6 thé di chuyén Toolbar dén nhirng canh cta bang tinh nhw cac thanh Menu
l&nh ho&c vao mét vi tri bat ky trén bang tinh.

Ngoai thanh cdng cu chuan (Standard Toolbar) va Formatting Toolbar dang hién
thi trén man hinh Excel con tao thém mét so Toolbar khac nhw: Query and Pivot. Chart.
Drawing. Tip Wizard, Form Stop Recording, Visual Basic...

Ban dé dang thwc hién viéc tao méi cac Toolbar khac hodc chinh stra thay doi
nhirng nGt Tool trén nhirng Toolbar san co.

a. Bat/Tat hién thi, di chuyén nhirng Toolbar trén man hinh

+ Hién thi nhirng Toolbar trén man hinh

1. Chon I&nh [Menu] Views > Toolbar... (hodc di chuyén vao mét Toolbar dang

c6 trén man hinh va Click nat Phai Mouse).

Excel xuat hién hop dbi thoai Toolbar (hoac khung liét ké cac Toolbar).

Nhirng Tool bar dang hién thi trén man hinh sé dwoc danh dau dé phan biét.

2. Click trén nhirtng Toolbar can hién thi trén man hinh.

3. Chon nhirng théng s khi can thiét.

* Color Toolbar: Khi can c6 nhirng mau sac trén nhirng nut Tool.

* Large Buttons: Lam I&n cac nut Tool.

* Show ToolTips: Hién thi mé t& ngan vé céng dung cua nut Tool.

4. Chon nut OK.
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+ Pong (tat)Toolbar trén man hinh

Chon mot trong nhirng cach thwce hién sau:

* Click trén Control box clia Toolbar can tat.

* Thwc hién lai cac buwoc lénh 1,2,3

* Right- Click trén Toolbar bat ky sau do click trén Toolbar can tat.

+. Di chuyén Toolbar

Drag trén thanh tiéu dé (hodc & nhirng khoang trong)cta Toolbar can thyc hién
dén vi tri maoi

ho&c Double click trong Toolbar dé tw ddng chuyén Toolbar vé vi tri ban dau). Ban cé



thé di chuyén Toolbar dén vi tri bat ky (hodc vao cac canh) cla bang tinh.

b. Tao mé&i xo4, thay doi Toolbar

+. Tao m&i Toolbar

1. Chon lénh :[Menu] Views > Toolbar...(hoac di chuyén vao moét Toolbar dang
co trén man hinh va click nat phai Mouse).

Excel xuat hién hép doi thoai Toolbars (hoac khung liét ké cac Toolbar).

2. Nhap tén cho Toolbar can tao trén khung Toolbar Name.

3. Chon nut Customize.

Xuat hién hop doi thoai Customize va Toolbar vira dat tén.

4. Chon nhom Toolbar trén khung Categories.

Xuéat hién toan bd nhirng nat 1énh co6 trong nhdém Tool lwa chon trén khung
Buttons.

5. Chon:

* Xem c6ng dung cua nat Tool trén dong tinh trang:

- Click vao nut Tool can xem trén khung Buttons.

* B sung nut 1énh vao Toolbar (hodc tao Toolbar mai theo s6 thir tw thwe hién).
- Drag nhirng nut Tool Iwa chon trén khung Buttons vao trong nhirng Toolbar
dang hién thi hoac vao 6 bat ky trén bang tinh.

* Xoa nhirng nut Tool khéng can thiét trong Toolbar

- Drag nhi*rng nut 1&nh khdng can thiét ra ngoai nhirng Toolbar dang hién thi hoac
vao 6 bat ky trén bang tinh.

6. Chon nut Close

+. Xoa nhirng Toolbar tw tao hodc tré vé dinh dang ban dau véi nhirtng Toolbar
tao san cuia Excel.

1. Chon lénh: [Menu] Views > Toolbar...(hoac di chuyén vao mét Toolbar dang
c6 trén man hinh va click nat phai Mouse)

Excel xuat hién hop dbi thoai Toolbars (hoac khung liét ké cac Toolbar).

2. Click vao Toolbar can xoa.

3. Chon nut .

* Delete: Dé xoa nhirng Toolbar tw tao.

Trang 101

* Reset: Dé khéi phuc lai dinh dang mac nhién ban dau véi nhivng Toolbar da



excel tao ra.

4. Chon nut OK.

c. Chinh slra / thay ddi cac nat Tool trén Toolbar

1. Hién thi Toolbar can thyc hién trén man hinh.

2. Chon Iénh :[Menu] Views > Toolbar va chon nut Customize (hoac Right-Click

trén mot Toolbar bat ky va chon Customize).

Xuat hién hdp doi thoai Customize

3. Di chuyén va Right- Click vao nut Tool trén Toolbar can thuc hién.

Xuat hién Menu phu.

4. Chon.

* Copy Button Image: sao chép hinh anh nat Tool hién hanh vao Clipboard.

* Paste Button Image :sao chép vat thé trong Clipboard vao nat Tool hién hanh.

* Reset Button Image : tré vé hinh dang nut Tool nguyén thuy.

* Edit Tool Face: chinh stra hinh anh nat Tool.

* Assign Macro: gan macro vao nut [énh.

5. Chon nut Close.
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* Khi xuat hién hop doi thoai Customize, ban co thé dung Mouse dé thay doi cac

nut Tool trén Toolbar nhw sau :

Xoa nut Tool: Drag nut Tool ra khoi Toolbar.

Di chuyén nut Tool: Drag nut tool dén vi tri méi trong Toolbar.

Sao chép nut Tool: Nhan phim Ctrl trong khi Drag nut Tool dén vi tri can sao chép trén
Toolba

6. Macro

a. Khai niém

Macro la mét tap hop cac 1énh ty ddng hoa cac thao tac phai lap di 1ap lai. Macro
gidong nhw chwong trinh may tinh, nhwng chiang chay hoan toan trong Excel.

C6 2 cach tao macro: ghi macro hodc xay dwng macro bang cach nhap cac cau

lénh vao mot trang c6 tén la Modul. mudn nhap cac cau Iénh vao Modul, ban van dung
ngon ngir 1ap trinh Microsoft Visual Basic la mot ngbn nglr manh va ngay cang tr& nén
phd bién trong chwong trinh (’ng dung Microsoft Windows va Macintosh, né c6 nhirng

wu thé hon han ngdn ngi 1ap trinh Macro khac.



b. Cach ghi mét macro

Thay vi gd mot ky tw, ban cé thé yéu cau Excel tao Macro bang cach ghi [énh

menu, phim gd va cac hoat ddng can thiét khac, dé hoan thanh tac vu.
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Sau khi xong chudi hoat ddng, ban chay Macro thi hanh lai tac vu. BPung nhw ban
mong doi, kha nang “phat lai” rat hiru ich véi nhibng Macro tw ddng hoa tién trinh dai
lap di lap lai nhw nhap va dinh dang bang, hoac in muc nao do trong trang bang tinh.
Vé tdng thé, tién trinh Macro bao gom 3 budc: bwédce thir nhat ban khéi ddng

Macro recorder va dat tén Macro, buwdc ké tiép la thwe hién cac hoat ddng mudn ghi lai,
chang han nhw chon 1énh menu, chon 6 va nhéap liéu. Sau cung la ban tat Macro
recorder.

c. Chay Macro

Mudn thi hanh mét Macro, trivée hét ban phai chon viing ma ban mudn thwe hién

tac vu, sau do ban chon m Macro twr thwe don Tools [1 chon tén Macro trong danh sach,
roi nhan RUN. Lap tirc Macro sé thi hanh nhw yéu cau cia ban.

d. Gan mét lénh tat ( ShortCut Key ) cho Macro

T menu Tools chon Macro [ chon Macro trong danh sach, rdi chon Options [

gd phim tat vao muc ShortCut Key ' Chon OK dé tré vé hdp thoai Macro, roi nhan
Close dé tr¢ vé bang tinh. Mudn thi hanh Macro, ban chi viéc gé phim tat ma ban vira
dinh nghia.

e. Xem Macro

Khi tao Macro xong, Excel da ghi lai cac hoat ddng ctuia ban va chén ma Visual

Base twong (r‘ng vao module trong tap bang tinh. Mudn xem module nay, ban chon
Tools [1 Macro [1 sau d6 chon tén Macro vira tao va nhan nat Edit. Visual Base Editor
xuat hién - chwong trinh déc lap vé&i Excel - khéi dong.

7. Biéu d6 bang tinh

a. Cac buéc tao biéu dd

Bwdc 1: Nhay chudt vao biéu twong Chart Wizard: trén Standard Toolbar.

Khi d6 con trd chudt bién thanh hinh dau ( +). Hay vé phac hoa mét ving trén bang tinh
dé dat biéu do vao dé bang cach ré chudt tlr goc trén bén trai dén goc dwdi bén phai cla
viing. HOp doi thoai sau xuat hién: Nhay chudt tai nat Next> dé tiép tuc budce 2.

Buwdc 2: Chon kiéu dd thi. Excel cé nhiéu kiéu khac nhau, mudn chon kiéu nao thi



nhay chudt vao hinh kiéu dé dé chon. Nhay chudt tai nat Next> dé tiép tuc buée 3.
Buwdc 3. Chon kiéu chi tiét cho kiéu vira chon & budc 2.

Nhay chuét tai nat Next> dé tiép tuc budec 4.

Buwdc 4: DO thi "nhap ", dwa vao cac thao tac & 3 budce trwdc, Chart Wizard phac
hoa mét dé thi nhw sau véi cac théng soé cé thé thay dbi duoc:

- Data Series in: Chon Rows (hang) néu mudn phan tich di¥ liéu theo hang, chon
Columns (c6t) néu mudn phan tich div liéu theo cot.

- use First Row(s) for Category (X) Axis Labels: S& dung hang dau tién ( trong
khoi div liéu da chon ) gan nhan truc X.
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- Use First Column(s) for Legend Text: St dung ¢t dau tién ( trong khdi dir liéu
da chon ) gan gia tri phan ty |é truc Z .

Sau cung nhay chuét tai nat Next> dé tiép tuc budec 5.

Bwéce 5. Bwéde cudi cung, Chart Wizard hoi thém:

- Add a Legend?: C6 thém phan chu gidi khéng? Chon yes sé c6 khung bén canh
cho biét cac c6t mau gi. Chon No thi khdng cé khung nay.

- Chart Title: dat tiéu dé cho biéu do.

- Axis Title: Dat tiéu dé cho truc X va Z

Hop Category (X): G6 tiéu dé truc X

Hop Value (Z) : G6 tiéu dé truc Z

Sau cung chon Finish. Két qua ta cd mét biéu do.

Chu y: trong muc Chart Options. Trong Gridlines dé chi dinh cé hay khdng cé cac lan
phan chia ngang doc. Néu mudn ding lan phan chia ngang ta chi can Major Gridlines &
muc Value Axis.

b. Hiéu chinh biéu dd

- Chon: Nhay chudt vao biéu d6 mudn hiéu chinh, khung vién biéu do6 sé hién 8
num & 4 goc va diém gilra cac canh.

- Di chuyén: Dung chudt kéo pham vi biéu dé dén vi tri mai.

- Thay ddi kich thwée: Dung chudt ré cac nat trén khung vién.

- Pé hiéu chinh cac thanh phan bén trong biéu do, nhay déi chuét trong pham vi,
luc d6 excel sé cho phép can thiép vao tirng phan cla biéu do.

. Mudn chon thanh phan nao, nhay chudt vao thanh phan dé.



. Thay doi kich thwérce, vi tri clia tieng thanh phan duoc thao tac nhuw trén.

. Mudn dinh dang phan nao, nhay déi chudt vao thanh phan dé.

. Thay ddi kiéu biéu dién do thi: Thwe hién Iénh Format/Autoformat

Muc Galleries: Chon nhém do thi

Muc Formats: Chon kiéu dd thi trong nhém

. Xo4 tiéu dé cla biéu do: Nhay chudt vao tiéu dé, bam phim Del. Thyc hién
twong tw dé xoa tiéu dé cta X, Z va chu giai.

. Bé hiéu chinh tiéu dé cta biéu dd va cac truc ta can lam xuéat hién tiéu dé biéu
dod va cac truc: Thuc hién Iénh Insert/Title roi danh dau chon muc tiéu can dé hiéu
chinh. Sau d6 nhay dup chudt vao tiéu dé can diéu chinh roi tién hanh hiéu chinh
c. Vé db thi cac ham toan hoc

Pé vé do thi cho cac ham toan hoc, ban chi can cho mét doan soé liéu trén mién
xac dinh clia do thi d6. Sau do vé do thi dwa trén doan sb liéu mai tao.

Vi du vé doé thi ham sb: Y=2x2-3x+5.

Cach tao so liéu mau: néu tai 6 A1 ban gé vao -10, 8 A2 1a-9 ... va 6 A211a 10 (ban
co thé dé dang l1am diéu do) thi & 6 B1 ban hay go vao cong thirc=2*A1*A1-3*A1+5 va
kéo cong thirc dé xudng dén 6 B21.
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Chuwong 6: Két ndi cac bang tinh va tép bang tinh

6.1. Két ndi cac bang tinh trong cing mét tép bang tinh

(1 Cu phap : =<Tén bang tinh>!<dia chi 6>

1 Vi du: gia st ta dang & bang tinh "DMTK", ban mudn dwa gié tri ctia 6

A3 trong bang tinh "Ké toan", hay dwa con trd vé vi tri can nhan di liéu va dwa
cong thire :

=Ké toan!A3

6.2. Két ndi cac bang tinh trong cac tép bang tinh khac nhau

1 CU phap : =[Tén tép]<Tén bang tinh>!<dia chi 6>

0 Vi du: gia st ban c6 mot tép bang tinh 1a LUONG.XLS nam trong thw

muc Excel thudc 6 dia C. Trong tép bang tinh nay cé bang tinh THANG1,
THANG?2,... Ban lay di¥ liéu cta 6 A3 cla bang tinh THANGH1, ban chi thi:
='C:\EXCEL\[LUONG.XLS]THANG1'$B$3

Chu y: Cé mét dau nhay & dau va cudi tép bang tinh. Néu c6 dwdng dan thi dau



nhay mé dau & dau dwong dan.

6.3. Cac vi du rng dung

6.4. Tinh nang group va outline

Lién két dong hodc cot dir liéu chi tiét trén bang tinh vao trong cac nhéom
chinh theo tirng cap (nhw nhirng d& muc ctia mot dan bai ). Khi can thiét, ban c6
thé thuwe hién viéc lién ké d liéu trén bang tinh theo tirng nhém an dinh .

1. Lwa chon nhirng cot /dong trong bang tinh can lién két vao nhom

1. Lwa chon nhirng cdt (hodc nhirng dong ) can lién két vao nhom

2. Chon Iénh [menu] Data > Group And Outline> group.

Excel sé lién két cot /dong trong pham vi lwa chon vao nhém va xuat

hién

- C4c nut sO thi tw & bén trai dwdng vién doc ( hodc & phia trén dwdng vién
ngang) twong &rng voi tirng cap .

- Nhi*ng dau cham (.) phia trén ( hodc bén trai ) cdt /dong thwe hién va mét
nat dau trer.

Lwu y:

* Pham vi lwa chon c6 thé la nhirng cdt /dong tréng.

* Trong buédc1 khi pham vi lwa chon khéng phai la nhirng cét /dong thi
Excel sé& hdp dodi thai group .Chon columns( hodc Rows) va nut ok dé xac dinh cot
/dong thuwc hién
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Khi ban thwc hién viéc tao nhom trén cét /dong da dwoc tao nhom thi excel
s& chuyén pham vi trén vao nhém cap thap.

2. Ty dong tao nhdm dwa vao cét /dong chira cong thirc trong bang tinh

a. Di chuyén 6 hién hanh vao bang tinh chira di liéu can thuyc hién (6 chira
cong thirc)

b. Chon Iénh [Menu] Data > Group And Outline > Auto OutLine

3. Cach g& bo nhdém trén bang tinh

Khi can g& bé viéc lién két nhdm trén bang tinh ban chon mét trong hai
cach thwc hién sau:

a. G& bo tlrng nhém

1. Lwa chon nhirng ¢t (hodc nhirng dong can g& khéi nhém).



Khi pham vi lira chon khéng phai la nhirng ¢t dong thi excel sé hién hdp

doi thoai Ungroup. Chon Columns (hodc Row)va nat OK dé xac dinh cot

dong thuwc hién.

2. chon [énh [Menu] Data > Group And Outline> Ungroup.

Excel s& g& bo nhirng dong cét trong pham vi lwa chon ra khoi nhém.

b. G& bod toan bd nhém

1. Lwa chon bang tinh c6 chi*a nhém can g& bo.

2. chon [énh [Menu] Data > Group And Outline> Clear Outline.

Excel sé g& bo toan bd nhom coé trong bang tinh.

Lwu y:

Tén cla vung tin phai la di¥ liéu dang chudi (khédng dwoc dung sb, cong thire

toa do 6...)

* Nén dat tén ngan gon (kich thwoc t6i da 255 ky tw).va riéng biét

(khdng trung lap).
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Chuwong 7: Co s& di¥ liéu ( DATABASE)

7.1 . Gi¢i thiéu chung

Co s& di¥ liéu la tap hop théng tin, di¥ liéu dwore to chirc theo cau tric dong va cot dé co
thé
liet ké, truy tim, xo04, rut trich nhirng dong di liéu thod man mét tiéu chuan nao d6 nhanh
chong. Dé thuc hién cac thao tac nay ta phai tao ra cac vung Database, Criteria va Extract.
Vung Database 1a ving co’ sé& dir liéu gdm it nhat hai dong. Dong dau tién chira cac tiéu
dé cot, goi la tén ving tin ( Field Name ) cia CSDL. Tén cac vung tin phai 1a di liéu kiéu
chudi va khéng duorc trung 1ap. Cac dong con lai ltra div liéu, mdi dong goi la mau tin CSDL
(Record).

\Vung Criteria la vung tiéu chuan chira diéu kién dé tim kiém, xo4, rut trich, ... Ving

nay gom it nhat hai dong. Dong dau chira tiéu dé, cac dong con lai chira diéu kién .

Vung Extract 1a vung trich d@ liéu chra cac mau tin cta ving Database thoa man diéu

kién cla vung tiéu chuan. Ving Extract cling ¢6 dong dau tién chira cac tiéu dé mudn trich
rut.

Chi can vung nay trong trworng hop thwe hién thao tac rat trich, con thao tac tim, kiém, xoa,

khéng can dén vung nay.



7.2. Str dung hép dbi thoai Data Form

Pé giup ban dé dang quan ly di¥ liéu trong danh sach, Excel cho phép ban thém, bét va

tim kiém cac ban ghi bang cach s dung Form trong 1énh don Data. Khi chon Form, mot hop
thoai xuat hién trinh bay cac trwong trong danh sach va mét sd nat nhan Iénh quan Iy danh
sach. Tén clia WorkSheet hién hanh sé xuat hién trén thanh tiéu dé cta hdp hdi thoai. Theo

ngam dinh ban ghi dau tién trong danh sach sé xuat hién, va ban co6 thé cudn dén cac ban
ghi

khac bang cach st dung thanh cudn doc. Excel sé thém cac ban ghi mai vao cudi danh
sach.

Pé hién thi ban ghi trong, ban c6 thé cudn dén cudi danh sach réi nhap 1&n nat nhan New.
Mac

du ban c6 thé thém cac ban ghi bang cach go truc tiep vao WorkSheet, nhwng st dung Iénh

Form sé dé dang hon, va trong mét s6 trwdng hop s& nhanh hon. Mudn st dung hdp thoai
Data

Form, ban sé tién hanh cac budc sau:

1 Pat con tré 6 nam trong pham vi viing Database.

] Thwe hién 1énh: Data/Form. Mot hop thoai xuat hién. Trong d6 hién ndi dung CSDL
theo tlrng mau tin. C6 thé str dung cac phim sau:

] (100 : d@én mau tin trwdc/sau mau tin hién hanh.

] Enter : @&n mau tin sau mau tin hién hanh

1 PageUP/PgDn : d&n mau tin dau/cudi

[ Tab/Shift-Tab: di chuyén qua lai gitra cac khung di¥ liéu
Cong dung cua nhirng nut trong hop thoai :

New: nhap mau tin m&i

Delete: xo4 mau tin hién hanh

Restore : khoi phuc d liéu vira nhap/xoa

Find Prev : dén mau tin trwéc mau tin hién hanh

Find Next: dén mau tin sau mau tin hién hanh

Criteria : nhap diéu kién truy tim

Close : dong ctra sO Data Form
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ABCDEFG

1 TT Ho va tén Chirc vu S6 con Lvong Chirc vu

21LéThi Thu TP 2 840000 TP



3 2 Nguyén Ba Khanh NV 1 460000 GD

4 3 Tran Tién Tung NV 2 360000

54 Nguyén Thai Hoa GD 1 900000

6 5 Lé Thi Mai Anh NV 1 500000

78

TT Ho tén Chure vu

91 Lé Thi Thu 840000

10 4 Nguyén Thai Hoa 900000

¢ day: vung A1:E6 la vung Database, vung G2:G4 la vung Criteria, vung A9:C10 la vung
Extract.

7.3. Cac dang vung tiéu chuan

a. Tiéu chuén sb : 6 diéu kién c6 kiéu sb. Vi du: tiéu chuan S6 con bang 2

b. Tiéu chudn chubi: 6 diéu kién co kiéu chudi. Vi du: tiéu chuan Chirc vu 1a "GD": trong

6 diéu kién c6 thé chira ky tw dai dién ? hoac *. Vi du : tiéu chuan Tén bat dau bang "H".
c. Tiéu chuan so sanh: 6 diéu kién chira toan tlr so sanh kém v@i gia tri so sanh. Vi du: tiéu
chuan S6 con I&n hon 2.

d. Tiéu chudn cong thirc: 6 diéu kién co kiéu cong thire. Trong trwedng hop nay can chu y:
- O tiéu dé cha vung tiéu chuan phai la mot tiéu dé khac voi tat ca cac tiéu dé cta vung
Database.

- Trong 6 diéu kién phai lay dia chi cta 6 trong mau tin dau tién dé so sanh. Vi du: tiéu
chuén ky tw dau tién cla tén khac "H". Coéng thirc trong 6 diéu kién la: =LEFT(C2,1)<>"H".
e. Lién két tiéu chuén: Cé thé tim, kiém, xoda hay rut trich cac mau tin trong viing Database
bang cach giao (AND) hay hdi (OR) clia nhiéu diéu kién khac nhau.

- Vi du: S6 con bang 1 va Chire vu 1a NV hay S6 con Ién hon 2 va Chirc vu la GD.

7.4. Thao tac tim, kiém, rut trich va xoa (st dung AutoFilter va advanced Filter)

1. Tim kiém: thao tac nay chi can tao trwéc viing Database va vung Criteria, khdng can
tao vung Extract.

- Di chuyén con tré 6 vao vung Database.

- Thwe hién |énh : Data/Filter/Advanced Filter. M&t hép thoai xuat hién

- Chon: Filter the list, in place & muc Action (hién thi nhirng mau tin thod man diéu

kién ngay trén vung CSDL)

- Xac dinh dia chi vung Database vao hép : List Range



- Xac dinh dia chi vung Criteria vao hdp: Criteria Range

- G6 Enter hay chon OK, cac mau tin khéng thod man diéu kién trong vung Criteria sé
bi dau di, chi trinh bay cac mau tin thod man diéu kién.

Chu y: sau d6 muon liét ké lai toan boé ndi dung cac mau tin CSDL, dung lénh:
Data/Filter/Show All.

2. Rat trich
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- Trong thao tac nay can tao trwédc ving Database, vung Criteria va viing Extract.

- Di chuyén con trd 6 vao vung Database

- Thye hién |énh: Data/Filter/Advanced Filter. HOp thoai nhw chirc nang tim kiém hién
ra.

- Chon Copy to Another Location & muc Action.

- Xac dinh dia chi vung Database vao hop List Range

- Xac dinh dia chi vung Criteria vao hdp: Criteria Range

- Xac dinh dia chi cac tiéu dé cla vung Extract vao hép: Copy to

- G6 Enter hay chon OK, cac mau tin thod man diéu kién trong vung Criteria sé dwoc
chép vao vung Extract

1 Néu chon Unique Records Only: cac mau tin gidong nhau trong vung trich chi ton tai
mot mau tin

1 Néu khéng chon Unique Records Only: trich day dd cac mau tin thod man diéu kién
clia vung tiéu chuan.

3. Xoa: thyc hién cac buwéc nhw thao tac tim kiém

- Sau khi trong viing CSDL liét ké cac mau tin thod man diéu kién trong ving Criteria,
chon cac dong nay va thwc hién lénh Edit/Delete Row

- Thuwe hién |énh Data/Filter/Show All dé trinh bay tré lai cac mau tin bi dau.

7.5. Cac Ham co s& dir liéu

Ham DSUM, DAVERAGE, DCOUNT, DCOUNTA, DMAX, DMIN.

+ COng dung:

= DSUM: Tinh tbng s6 clia nhirng mau tin thoa diéu kién trén cot khai thac trong CSDL.
=DAVERAGE: Tinh trung binh céng cta nhirng mau tin thoa diéu kién trén cét khai thac
trong CSDL.

= DCOUNT: Bém téng s6 nhirng 6 chlra di¥ liéu s6 ctiia nhirng mau tin thoa diéu kién trén

cot



khai thac trong CSDL.

= DCOUNTA: Bém tdng sb nhitng 6 chiva di¥ liéu ctia nhirng mau tin thoa diéu kién trén
cot khai thac trong CSDL.

= DMAX: Tim tri s6 cao nhat cia nhirtng mau tin thoa diéu kién trén cot khai thac trong
CSDL.

= DMIN: Tim tri s6 nhé nhéat cla nhirtng mau tin thoa diéu kién trén cot khai thac trong
CSDL.

+ Cu phap:

= DSUM (Vung CSDL, ¢t n, viing tiéu chuan).

= DAVEGE(Vung CSDL, cét n, ving tiéu chuan)

= DCOUNT (Vung CSDL, cét n, ving tiéu chuan).

= DCOUNTA(Vung CSDL, cét n, viing tiéu chuan).

= DMAX (Vung CSDL, cbt n, vung tiéu chuan).

= DMIN (Vung CSDL, cét n, ving tiéu chuan).

Lwu y:
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* SO ¢6t khai thac phai la tri s6 |&n hon hay bang 1, va khéng dwoc Ién hon sé cot co
trong khoi khai thac.

* Xem cach khai bao pham vi va ghi diéu kién trong chwong CSDL.

* Khi trong CSDL khodng c6 tri thoa diéu kién thi cac ham trén sé cho tri 0.

1 Kiém tra di¥ liéu ngay khi nhap. Néu co6 nhiéu ngwdi dung dong thdi sir dung mot danh
sach,

thi ban c6 thé kiém tra thdong tin dwoc hoc nhap vao xem c6 sai sét gi khdng. Dé st dung
tinh

nang kiém tra di¥ liéu, hay lam nhw sau:

1. Chon cac 6 trong cot mudn bao vé dir liéu theo kiéu kiém tra. Cac 6 do co thé la 6 da
chira

dir liéu hay 6 trong, la noi ban sé thém moi cac ban ghi.
2. Chon Validation tir I1&nh don Data, mot hdp thoai xuat hién va mé khoi settings ra.

3. Trong danh sach d6 xudng Allow, chi dinh dang ban mudn cho di¥ liéu sé nhap vao. Cac
tuy

chon cla ban c6 thé la Any value, Whole Number, Date ...
Khi chon xong danh sach dé xubéng Allow, mét s 6 nhap khac sé xuat hién dé ban chi

dinh diéu kién, chang han nhw cac s6 nhé va sb Ién nhat dé Excel c6 thé chap nhan.



4. M& khoi Input Message ra roi chon Show Input Message When Cell is Selected dé chap
nhan vao théng tin hwéng dan sé xuét hién khi 6 dwoc chon.

5. Trong muc Input Message, nhap vao cac théng tin hwéng dan nhap (bwoc nay la tuy
chon).

6. M& khoi Error Alert ra réi chon Show Error Alert After Invalid Data Is Entered dé Excel sé
thdng bao 16i khi ngwei duing nhép liéu sai.

7. Trong danh sach dé xudng Style, chon mét trong nhirng tuy chon sau: Stop (dé ngwng
nhap

liéu), Warning (dé nhac nh& nguwdi dung nhwng van cho nhép liéu) va Information dé théng
bao cho nguwdi dung).
8. Trong muc Error Message, gé vao ndi dung nhap thdng bao 16i khi di¥ liéu bi nhap sai.

9. Chon OK dé hoan tat hop hdi thoai Data Validation. Néu ban da chon Iwa trong bwéc 7,
ban

co thé nhan dwoc thdng bao 16i khi nhap dir liéu sai.
7.6. két hop so liéu trong bang tinh (Consolidate worksheet)

Cong dung: Tao modi quan hé ndi két gitra cac dir liéu dang so clia nhirng bang tinh lya
chon

vao

trong moét bang tinh tdng hop. Ban co thé két hop sb liéu cla cac bang tinh Iwa chon trong
cung

1 tap tin Workbook hoac cua nhirng tap tin Workbook khac véi nhau.

1. DPoc lai tap tin Workbook chira nhirng bang tinh can két hop va hién thi cac clra sb
bang tinh trén cing mét man hinh(dé dé dang xac dinh pham vi can thich hop).

2. Lwa chon bang tinh va pham vi dung dé chira nhirng di liéu két hop (chi can chon toa
dd 6 dau trong mot bang tinh bat ky).

3. Chon Iénh [Menu] Data > Consolidate.

Xuat hién hdp doi thoai Consolidate.

4. Lwa chon pham vi chra dir liéu trong bang tinh can két hop:

Chon mot trong hai cach thuwc hién sau:

* Di chuyén vao bang tinh can thwe hién va Drag trén pham vi lwa chon.

* Nhap toa dd 6 trén khung Reference (xem dang thirc trén phan lwu ).
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5. Chon nut Add.

Xuat hién pham vi vira khai bao trong khung All References.



6. Lap lai cac buée 4,5 cho nhirng bang tinh can két hop khac.

7. Chon nhirng théng sé trén khung Use Labels In:

* Left Column: Khi can dung c6t di¥ liéu dau tién & bén trai nhirng cot so liéu trong
pham vi lwa chon lam c6t tiéu de.

* Top Row: Khi can dung dong dir liéu dau tién & phia trén nhirng dong so liéu trong
pham vi lwa chon lam c6t tiéu dé.

8. Thay ddi loai ham can tinh toan trong viéc két hop trén khung Function khi can thiét (dinh
dang mac nhién cua Excel la ham Sum).

9. Chon nut OK.

Excel sé goi két xuat vao pham vi lwa chon trong budce 2.

Lwu y:

* Pham vi viing ch(ra di liéu can két hop co thé la:

- Nhi*ng vung khac nhau trong cung mét bang tinh.

- Gilra nhirng bang tinh trong cung tap tin Workbook.

- Gitra nhirng tap tin Workbook dang hién thi trén man hinh hoé&c trong dia.

* CO thé két hop toi da 255 khu vuc.

*\/ung chra di¥ liéu can két hop c6 thé chira cot dong tiéu dé hoac khong.

* Nhap pham vi viing chira di liéu két hop trén khung Reference:

- Tén hodc toa do cla vung: khi thwe hién viéc két hop trong ciing mét bang tinh.

- Tén bang tinh! Tén hoac toa dd cha vung: khi thuc hién viéc két hop gitra cac bang
tinh trong cung mét tap tin Workbook.

- [Tén tap tin]tén bang tinh tén hoac toa d6 cha vung khi thuc hién viéc két hop gitra
cac tap tin trong thw muc.

- Tén dudng dan [Tén tap tin] tén bang tinh hoac toa dd cua vung khi thwc hién viéc két
hop gilra cac tap tin Workbook khac thw muc.

* Chi c6 di liéu loai gia tri méi dwoc tdng hop (chudi dang thire khdng co gia tri thue hién).
*Co0 11 ham twong thich voi tinh nang nay la : Sum; Average; Count; Max; Min...

* Chon nut Browse khi can lwa chon cac tap tin Workbook chira bang tinh can két hop khac
tré

dia.
* Ban c6 thé sir dung céac ki tw dai dién (*,?) trong phan tén tap tin khi khai bao trén khung
Reference.

* Chon théng s6 Create Links to Source Data khi can tao thém s lién két v&i nhivng di liéu



ngudn trén cac bang tinh.

7.6. Sap xép va tinh tong cac nhém so liéu

Thwc hién viéc th-:f‘mg ké, tinh toan & mdi nhdm di liéu trén nhirng coOt lwa chon trong pham
vi viing CSDL. Excel sé tw ddng phan tach cac nhém div liéu dong thei chén vao cudi moi
nhém nhirng dong thong ké tinh toan va mét dong tdng két & cudi pham vi viing CSDL.
Cac bwdre thwe hién:
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Sap xép lai pham vi viing CSDL theo thi tw ctia vung tin can thuc hién viéc thong ké

hay tinh toan.

+ Di chuyén 6 hién hanh vao vuing tin can sap xép.

+ Chon nut trén Standard Toolbar.

1. Di chuyén 6 hién hanh vao trong pham vi ving CSDL.

2. Chon Iénh [Menu] Data > Subtotals.

Xuéat hién hop doi thoai Subtotals.

3. Lwa chon viing tin chira di¥ liéu can phan tach theo nhém trén khung At Each Change in:
+ Click vao Menu drop-down.

+ Click vao tén vung tin lwa chon.

4. Lwa chon ham st dung trong viéc thong ké hay tinh toan trén khung Use Function:

+ Click vao Menu drop-down.

+ Click vao ham lwa chon.

5. Lwa chon nhirng vung tin chira di¥ liéu can thwc hién viéc thong ké hay tinh toan trén
khung

Add Subtotal to:

+ Click vao Menu drop-down.

+ Click vao nhirng tén vung tin lyra chon.

6. Lwa chon nhirng thédng sb khac trong hdp ddi thoai khi can thiét.

7. Chon nut OK.

Lwu y:

Khi can huy bé viéc thong ké tinh toan vira thwe hién ban chon Iénh [Menu] Edit >
Undo Subtotals (hoac chon lai Iénh [Menu] Data Subtotals va chon nut Remove All).
Cac Iwa chon khac trong hop ddi thoai Subtotals:

Replace Current Subtotals: bat tat viec thay thé cho pham vi di¥ liéu hién hanh.

Page Break Between Groups: Bat tat viéc tw dong tao dau ngat trang gitra cac nhom



di¥ liéu.

Summary Below Data: bat tat viéc tw ddng tao cac dong thdng ké tinh toan phia dwoi
cac nhom dir liéu.

7.7. Tinh nang Pivot table

CSDL 1a mot tap hop cta nhirng mau tin CSDL dwore trinh bay theo céu triic cot/dong

(mdi vung tin twong ng voi mot cdt va méi mau tin twong rng véi 1 dong cla bang tinh).
Tuy

nhién v&i cau truc nay, ban sé gap kho khan khi can phan tich hay tong hop dir liéu theo
trng

dé muc. Nay voi tinh nang Pivot Table ctia Excel, ban c6 thé dé dang sap xép va trinh bay

nhirng ving tin trong CSDL, dé cé thé nhanh chong phan tich hay thdng ké dir liéu theo
nhiéu

hwdng khac nhau.

* M6i Pivot Table gdbm c6 bon thanh phan nhw sau:

- Page: hién thi mot muc tin trong ving tin lwa chon 1am dé muc chinh cho Pivot Table ( cé
thé c6 hodc khong).

- Row: hién thi nhi*ng muc tin trong viing tin lwa chon nhw nhitng dong tiéu dé (c6 thé cé
hoac khong).

- Column: hién thi nhirng muc tin trong viing tin lwa chon nhw nhirng cot tiéu dé (co thé co
hoac khong).
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- Data : viing di liéu can tinh toan hay thong ké twong (rng véi cdt/dong tiéu dé (bat budc
phai c6).

7.1. Tao Pivot Table

Pé tao mot Pivot Table trén bang tinh, ban phai thyc hién tirng bwéc theo sy hwéng dan
cua tinh nang Pivot Table Wizard nhuw sau:

Budc 1:Xac dinh loai di¥ liéu ctia CSDL can thwce hién

Buwdc 2:Lwa chon pham vi ving chira CSDL trén bang tinh

Buwdc 3:Tao cau tric cho Pivot Table

Buwéc 4:Khai bao vi tri cia Pivot Table trén bang tinh va an dinh nhirng thdng sé cho Pivot
Table .

* Cac bwéce thwe hién :

1. Chon Iénh [Menu] Data > Pivot Table



Xuéat hién hop doi thoai Pivot Table Wizard Step 1 of 4:

2. Xac dinh loai di¥ liéu dé tao Pivot Table :

+ Click vao moét trong nhirng thong so sau:

1 Microsoft Excel List or Database: CSDL (ho&c danh sach hay bang ké cé dong dau
chira tiéu dé cét).

1 External Data Source: st dung CSDL cua nhirng chwong trinh khac hay trong tinh
nang Microsoft Query.

] Multiple Consolidation Ranges: t¢ nhiéu viing CSDL két hop lai.

I Another Pivot Table : tr Pivot Table khac.

+ Chon nut Next >.

Xuéat hién hop doi thoai Pivot Table Wizard step 2 of 4

3. Lwa chon pham vi ving chira CSDL trén bang tinh:

+ Drag trén pham vi vung CSDL (hoac nhap toa do cua pham vi trén khung Range)
Excel xuat hién dwdng vién chuyén dong xoay quanh khoi 6 Iwa chon .

+ Chon nut Next >

Xuat hién hop doi thoai Pivot Table Wizard step 3 of 4

4. Tao cau truc cho Pivot Table :

+ Drag cac nut tén vung tin (bén trai cta hop doi thoai vao trong nhirng thanh phan cua
Pivot Table .

+ Chon nat Next >.

Xuat hién hop doi thoai Pivot Table Wizard step 4 of 4

5. Khai bao vi tri ciia Pivot Table trén bang tinh va an dinh nhirng théng sb cho Pivot
Table :

+ Khai bao vi tri ctia Pivot Table trén bang tinh: Click vao mét 6 trong trén bang tinh
(hoac nhap toa dd 6 trén khung Pivot Table Starting Cell.

+ Dat tén cho Pivot Table trén khung Pivot Table Name

+ Lwa chon (bat/tat) cac théng so6 cho Pivot Table :

Trang 113

- Grand Totals For Columns: hién thi dong tébng cdng cla cac div liéu & phia dudi
bang.

- Grand Totals For Rows: hién thi c6t tong cdng ciia cac dir liéu & bén phai bang.

- Save Data With Table Layout: lu di¥ liéu véi nhirng dinh dang cua bang.



- AutoFormat Table: sir dung v&i tinh nang AutoFormat.

+ Chon nuat Finish.

Excel sé tao mot Pivot Table trén pham vi an dinh.

Lwu y:

Trong buwéc 3, khi 6 hién hanh dang nam trong ving CSDL thi Excel sé tw déng lwa
chon pham vi ctia vung trén .

Trong budc 5, néu ban khéng khai bao pham vi chira Pivot Table thi Excel sé tw dong
chén mét bang tinh méi bén trai bang tinh hién hanh ) dé chira Pivot Table.

Khi 6 hién hanh dang & trong mét Pivot Table ma chon Iénh [Menu] Data > Pivot Table
thi Excel chuyén thang vao hdp doi thoai Pivot Table step 3 of 4

7.2. Khai thac va chinh stra Pivot Table

1. Di chuyén 6 hién hanh vao trong Pivot Table can thyc hién.

2. Chon mét trong nhirng cach thyc hién sau:

* Chon I&énh [Menu] Data > Pivot Table ( Excel chuyén thang vao hép ddi thoai Pivot
Table Wizard step 3 of 4), sau d6 thwc hién tiép viéc chinh stra hodc khai bao thdng sob trén
nhirng hop dbi thoai.

* Double Click trén nhirng tén vung tin (Excel sé& xuat hop dbi thoai Pivot Table Field),
sau do lwa chon nhirng théng s6 can thwc hién trong hdp doi thoai.

* Drag truc tiép tén cac vung tin dén cac pham vi khac cta Pivot Table khi can thay doi
cau truc cta Pivot Table .

* Double Click trén nhitng muc tin, Excel sé tw ddng sao chép di¥ liéu lién quan dén

viing tin va mau tin cGa 6 hién hanh vao trong bang tinh ma&i phia trweéc bang tinh chira
Pivot

Table.

7.3. Lam viéc v&i nhirng vung tin trong Pivot Table

1. Chon mét trong hai cach thwc hién sau:

* Di chuyén 6 hién hanh vao tén ving can thwc hién trong Pivot Table va chon Iénh
[Menu] Data > Pivot Table Field.

* Double Click trén tén vung tin can thwc hién

Excel xuat hién hop thoai Pivot Table Field

2. Lwa chon nhirng thong so can thwc hién

* Nhap tén vung tin can thay doi trén khung Name

* Thay ddi thanh phan cutia ving tin trén Pivot Table :



- Click vao cac nut: Row, Column, Page trén khung Orientation.
* Lwa chon viéc thong ké, tinh toan ctia vung tin trén khung Subtotals
* Chon nut Delete dé xoa vung tin trén Pivot Table

* Bat/tat viéc hién thi cac muc tin ¢o trong ving tin trén khung Hide ltems
3. Chon nut OK
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Vi du vé tao Pivot Table

Month Region Category Amount 1

/

Di chuyén 6 hién hanh vao 6 bat ky

Jan North Hardware 18500 Trong pham vi: A1:D28

Jan North Software 975 2/ Chon Iénh [Menu] Data>Pivot Table
Jan North Other 530 3/ Chon nut Next trén HDT Pivot Table

Jan South Hardware 21554 Wizard Step 1 of 4

Jan South Software 1125 4/ Chon nut Next trén HDT Pivot Table
Jan South Other 850 Wizard Step 2 of 4

Jan West Hardware 29750 5/ Khai b&o céu truc cho Pivot Table :
Jan West Software 1290 - Drag vung tin Month vao khung

Page

Jan West Other 1500 - Drag vung tin Categary vao khung

Row

Feb North Hardware 15350 - Drag vung tin Region vao khung
Column

Feb North Software 500 - Drag vung tin Amount vao khung

Data

Feb North Other 1100 - Chon nut Next

Feb South Hardware 15690 6/ - Chon nut Finish

Feb South Software 1800

Feb South Other 1400

Feb West Hardware 15400

Feb West Software 900

Feb West Other 150



Mar North Hardware 23500
Mar North Software 1190
Mar North Other 1356

Mar South Hardware 22500
Mar South Software 2500
Mar South Other 590

Mar West Hardware 18650
Mar West Software 1050
Mar West Other 275

Month Jan

Sum of

Amount

Region
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Category North South West Grand Total
Hardware

Other

Software

18500

530

975

21554

850

1125

29750

1500

1290

69804

2880

3990

Grand Total 20005 23529 32540 76074
Region (All)



Sum of

Amount

Month

Category North South West Grand Total
Hardware

Other

Software

69804

2880

3390

46440

2650

3200

64650

2221

4740

180894

7751

11330

Grand Total 76074 52290 71611 199975
Region (All)

Sum of

Amount

Category Amount
Month Hardware Other Software Grand Total
Jan

Feb

Mar

69804

46440

64650

2880



2650

2221

3390

3200

4740

76074

52290

71611

Grand Total 180894 7751 71611 199975

Category (All)

Month Jan

Sum of

Amount

Region

North South West Grand Total

Total 20005 23529 32540 76074
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Chwong 8: M6t so bai tap ng dung —in an

8.1. In toan bd dir liéu trén bang tinh hién hanh

Pé in nhanh toan bd di liéu c6 trén bang tinh hién hanh ra may in (v&i nhirng thong sb
mac nhién cua Excel), ban chon mét trong hirng cach sau:

1. S&r dung nut Print, Print Preview trén Standard Toolbar

1. Tao m&i (hodc doc lai) tap tin ch di¥ liéu can in vao man hinh bang tinh hién hanh.
2. Chon mot trong hai nut sau:

* Print Preview: dé xem trang in trén man hinh.

*Print : dé in bang tinh hién hanh.

2. S dung lénh Print trén Menu

1. Tao mai (hoac doc lai) tap tin ch div liéu can in vao man hinh bang tinh hién hanh.
2. Chon lénh [Menu] File > Print.

Xuat hién hdp doi thoai Print.

3. Lwa chon va thay d6 cac thdng sé khi can thiét (xem phan huwdng dan chi tiét & nhirng

muc sau.)



4. Chon nut OK.

Excel xuat hién théng bao vé tinh trang in hién hanh, va tw dong chuyén toan bo dir liéu co
trong bang tinh ra may in.

Lwu y:

*Pé huy bd viéc in dang thwe hién, ban can nhan phim Esc (hodc nut Cancel).

* Khi st dung nut Print, ban khong thé lwa chon céac théng sb in can thiét.

8.2. Lwa chon pham vi khoi in

Trong Excel, ban c6 thé a4n dinh pham vi khoi di¥ liéu can in. pham vi lwa chon cé thé
la:

* MOt hoac nhirng khoéi div liéu trong bang tinh hién hanh.

* M6t hoac nhirng trang in trong bang tinh hién hanh.

* Mot sd nhirtng bang tinh trong Workbook.

1. In mét khdi hodc nhirng khdi div liéu trong bang tinh hién hanh

- Lwa chon pham vi khdi (ho&c nhirng khdi) di¥ liéu can in.

- Chon lénh [Menu] File > Print (ho&c nhan phim CTRL-P).

Xuat hién hop doéi thoai Print.

- Chon théng s6 (o) Selection trén khung Print What.

- Chon nut OK.

Lwu y:

* Khi lwa chon pham vi khéi in khéng lién lac véi nhau thi Excel sé in mbi khoi trén
nhirng trang in riéng biét (theo thw tw dwoc lwa chon).

2. Lwa chon mét hoac nhirng trang in trong bang tinh hién hanh

- Chon lénh [Menu] File > Print (ho&c nhan phim CTRL-P).

Xuat hién hdp doi thoai Print.

- Chon théng sb (o) Selection trén khung Print What.

- Chon théng sb (o) Page (s) trén khung Page Range.
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- Nhap so trang bat dau (hodc dung cac nat tang .gidm tri so)trén khung Form, nhap so
trang két thac (hodc dung cac nuat tang. gidm tri s) trén khung To.

- Chon nut OK.

Lwu y:

*Ban nén chon nut Print Preview dé xem trang in trén man hinh trweéc va sau khi thwe hién



buwéc 5 dé kiém soat sb trang can in.

3. Lwa chon mét sd bang tinh can in trong tap tin Workbook

- Lwa chon nhirng bang tinh can in.

- Chon lénh [Menu] File > Print (hoac nhan phim CTRL-P).

Xuat hién hop ddi thoai Print.

- Chon théng s6 (o) Selected sheet (s) trén khung Print What.

- Chon nut OK.

Lwu y:

*Ban nén chon nut Print Preview dé xem trang in trén man hinh trwedc va sau khi thwe hién
bwdc 4 dé kiém soat viéc in.

4. In toan b nhirng bang tinh c6 chira dir liéu trong tap tin Workbook

- Chon lénh [Menu] File > Print (ho&c nhan phim CTRL-P).

Xuat hién hdp doi thoai Print.

- Chon théng sb: Entire workbook trén khung Print What.

- Chon nut OK.

Lwu y:

* Chi ¢6 nhirng bang tinh chira di¥ lieu mé&i dwoc in.

* M6i bang tinh sé dwoc in trén nhiing trang riéng biét.

8.3. Lam viéc v&i man hinh trang in

Trwoce khi thue hién viéc in div liéu trong bang tinh hién hanh ra giay, ban nén kiém tra
lai ndi dung va hinh thirc cta di liéu trén man hinh trang in dé tranh nhirng sai sét.
Trong man hinh trang in, ban co6 thé:

* Phong to/thu nho ti lé hién thi trang in.

* Piéu chinh kich thwéc cac 1@ trai, phai, trén, dwdi cta trang in va cla ving
HEADER/FOOTER.

* Thay dbi do rong clia cac cot.

1. Hién thi man hinh trang in

1. Tao mai (hoac doc lai) tap tin workbook chira dir liéu can in vao man hinh bang tinh
hién hanh.

2. Chon mét trong nhirng cach thyc hién sau:

* Chon nut Print Preview trén Standard Toolbar.

* Chon Iénh [Menu] File > Print Preview .



* Chon nut Print Preview trong nhirng hdp dbi thoai: Print hodc Page Setup.
Xuat hién man hinh hién thj toan bo trang in hién hanh.

Lwu y:

* Ban can phong to/thu nhd man hinh trang in, ban chon nGt Zoom hoac di chuyén con tré
Mouse (c6 hinh kinh ltp )vao vi tri can hién thi va Click Mouse.

2. Gi¢i thiéu cac nut 1énh trong man hinh trang in
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+ Next: hién thi nhirng trang in (néu co).

+ Previous: hién thi nhirng trang in trwdc do (néu co).

+ Zoom: phong to/thu nho ti Ié cia man hinh trang in.

+ Print: Thwe hién 1&nh in, chuyén vao hop ddi thoai Prin.

+ Setup: Chuyén vao hdp doi thoai Page setup.

+ Margins: diéu chinh cac lé va do rong cot.

+ Close: dong man hinh trang in va tr& vé bang tinh(khong thwe hién Iénh in).
+ Help: xem giup d& vé cac nut 1énh trong man hinh trang in.

Lwu y:

* Khi khdng ¢6 nhirng trang in ké tiép hodc trwde do thi nhirng nut [énh

next, Previous sé bi mo.

* Nhan phim Enter (hodc nhan phim mii tén xudng) thay cho phim Next.

* Nhan phim mi tén |&n thay cho phim Previous.

* Nhan phim Home/End dé hién thi trang in dau/cudi.

3. Diéu chinh kich thwéc cla cac 1é trang in, ving Header/Footer va dé réng cot
trén man hinh trang in

1. Chon nut Margins (trong man hinh trang in).

Excel xuat hién cac moc vudéng & cac |é trai, phai trén, dwdi cta trang in, viing
Header/Footer va & hai bén cot dir liéu.

2. Drag trén nhirng moc vuéng cua lé hodc cot can diéu chinh kich thwée.
Trén dong cudi ctia man hinh trang in sé xuat hién kich c& hién hanh mai khi
Drag trén nhirtng moc vudng. excel sé tw ddng diéu chinh 1& va do rong cot trén
trang in va trong bang tinh theo kich thuwéc maoi.

8.4. Lwa chon/ thay dbi cac dang thirc cla trang in

1. Thay ddi cac dang thirc clia trang in.



1. Chon 1énh [Menu] File > Page Setup (ho&c chon nut Setup trong hép doi
thoai Print).

Xuat hién hdp doi thoai Page Setup.

2. Lwa chon va an dinh cac thdng so can thwe hién trén cac Tab

Page Tab:

+ Orientation: dé thay dbi chiéu in.

- Portrait: in theo chiéu dai cta trang giay.

- Landscape: in theo chiéu ngang cua trang giay.

+ Scaling: thay ddi ti 1& kich c& dir liéu trong trang in. Ty I1& mac nhién la 100%
(c6 gia tri thay doi tr 10 dén 400%).

+ Paper: dé thay dbi kich c& trang in.
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+ Print Quality: dé thay dbi chat lwong (s6 cham diém trén mét inch).

+ First Page Number: an dinh s6 trang in bat dau.

Margins Tab:

+ Top/Bottom/Left/Right: dé thay d6i khoang cach giira cac lé cta trang giay va
vung Header/Footer.

+ Center on Page: canh di liéu theo:

- Horizontally: chiéu ngang trang in.

- Vertically: chiéu doc trang in.

Header/Footer Tab: Tiéu dé dau va cudi trang in (xem phan chi tiét trén muc
Header/Footer).

Sheet Tab:

3. Chon nut:

* OK: cham dwt viéc khai bao, Iwa chon nhirng théng sb can thwe hién va
dong hop doi thoai Page setup.

* Cancel: huy bo lénh va déng hop thoai Page setup.

*Print Preview: xem trang in trén man hinh.

2. In tiéu dé dau (Header), tiéu dé cla (Footer) trén trang in

Dung dé in nhirng dong dir liéu trén dau va cudi cia cac trang in.

a. Tao tiéu dé dau, cudi trén trang in

1. Chon Iénh [Menu] File > Page Setup, chon Tab Header/Footer.



Xuéat hién hop doi thoai Page Setup.

2. Chon:

* Nhirng tiéu dé san co trén khung Header hoac Footer (Click vao drop
down, sau do click trén tiéu dé lwa chon)..

Xuat hién hop doi thoai Header hodc Footer.

3. Di chuyén vao cac khung di¥ liéu can nhap (trai, gitra, phai) twong (*ng
vOi nhirng vi tri trén trang in.

4. Chon:

* Nhap/chinh stra ndi dung dir liéu.

* Nhap/ xoa cac ma can thwe hién (chon cac nat hinh twong trong hdp doi
thoai ho&c nhap truc tiép cac ma tie ban phim ).

5. Chon nut OK (dong hop doi thoai Header ho&c Footer).

6. Chon nut OK (d6ng hop dbi thoai Page setup).

b. an dinh nhirng cdt/dong tiéu dé di liéu cla bang tinh trén cac trang in
Dung trong trwdng hop bang tinh cé nhiéu trang in va can phai xuat hién lai
nhirng cot/dong tiéu dé & phia trén hodc bén phai cta khdi in.

* Cac bwoéce thwe hién:
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1. Chon 1&énh [Menu] File > Page Setup (ho&c chon nut setup trong hdp doi
thoai Print).

Xuat hién hop doi thoai Page setup.

2. Chon Sheet Tab.

3. Chon:

* Row to Repeat at Top: dé lwa chon dong lam tiéu dé & phia trén khoi in
(nhap pham vi cta khoi thi tw ctia dong trén khung hodc Drag trén nhirng dong
Ilwa chon trong bang tinh hién hanh)..

* Columns to Repeat at Left: dé lwa chon cét lam tiéu dé & bén trai khoi in
(nhap pham vi theo ki hiéu cua cot trén khung hoac Drag trén nhirng cét liwa chon
trong bang tinh hién hanh).

4. Chon nut OK.

Lwu y:

* Pham vi dung lam nhirng cét/dong tiéu dé bat budc phai lién lac.



*Pé huy bd pham vi dung lam cdt/dong tiéu dé ban chi can xoa toa dd hién

thi trén khung Print Titles.

3. an dinh/huy bd viéc phan trang trén bang tinh

Trong Excel viéc phan trang dwoc thue hién tw ddng dwa vao kich thuwdc cua
trang in. Tuy nhién ban c6 thé an dinh viéc phan trang & nhirng vi tri can thiét trén
bang tinh theo chiéu ngang, chiéu doc hoac ca hai.

a. Thwc hién viéc phan trang ¢ vi tri chi dinh trong bang tinh

1. Chon vi tri can thuyc hién nhw sau:

* Dong phia dwi cla vi tri can phan trang theo chiéu ngang.

* COt bén phai cta vi tri can phan trang theo chiéu doc.

* Dong phia dwdi va cot bén phai cla vi tri can phan trang theo chiéu ngang

va chiéu doc.

2. Chon Iénh [Menu] insert > Page Break.

Tai vi tri vao lénh xuat hién cac dwdng phan trang.

b. Huy bo viéc phan trang trén bang tinh

1. Lwa chon toan bd bang tinh hodc di chuyén 6 hién hanh vao phia dwéi hay bén
phai cla ngat trang can huy ba.

3. Chon lénh [Menu] Insert > Remove Page Break.



