BAI 1. BAT AU VOI MICROSOFT OFFICE EXCEL

|. LAM QUEN VOI MICROSOFT OFFICE EXCEL

Microsoft Office Excel la chwong trinh thudc bd phan mém Microsoft
Office dugc str dung trong hau hét tat ca cac van ph ong trén toan thé gi¢i. Excel
la chuong trinh bang tinh ¢é thé (’ng dung cho céc cong viéc quan ly, ké toan,
thong ké ...

1. Khéi dong

Céach 1: Nhan nat Start, Chon Programs, chon Microsoft Office, chon
Microsoft Office Excel 2003.

Accessaries
M@ WMicrosoft Office

Programs
Microsaft Office Tools 3

._:: Documents 4 Symantec Client Security ¥ || 8| Microsoft OFfice Access 2003
Settings N Wigthey 2000 » Microsaft Office Excel 2003
% Zentris 3000 @ Microsaft Cffice Cutlook 2003
Search 3 YeryDOC PDF To Word Converker P @ Microsoft Office PowerPoint 2003
¥ [#] Microsoft OFfice word 2003

| Help and Support

Run..,

Log OFF Adminiskrakar., .

Turn OFf Computer, .,

Hinh 1. Kh&i dong chuong trinh Excel E‘E

Microsoft

Céch 2: Nhéan chudt vao biéu twgng Microsoft Office Excel 2003 |office Excel
trén man hinh nén. 2l

2. Gidi thiéu bang tinh Excel

S VI /B (o7l £ Microsoft Excel - Book1

dﬁng ChU’O’ng trinh E‘_] File Edit ‘“iew Insert Format  Tools  Data  Window Help - & X

Excel, chlng tacd mot : 3 (= i (3|3 3@ - # 0 - o - faa o - @ [

$  bang - tinh |, B == =582 ho A

(Workbook).  Trong - = 3 — .

mot s6 bang tinh co réat 7 B | O T E T =

nhiéu trang bang tinh. 1 =
- M6t bang tinh g

gém c6 256 cot duoc |

danh chi sd theo chit | 5

cdi A, B, C..Z, AA, | B , ¥

AB. AC... vA 65536 :Ea:wr n\Sheet1 {Sheet2 [ Sheets / [<| — el

dong dwgc danh chi s6 - . -

theo s6 thit tir 1,2,3...65536 Hinh 2. Ctra s chwong trinh Excel
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- Theo mac dinh, moi 1an tao bang tinh mai thi Excel tao 3 trang bang tinh
trang dat tén la Sheetl, Sheet2, Sheet3. Sau nay chiing ta c6 thé chén thém céc
trang m@i va ching duwoc dat tén la Sheet4, Sheet5, ...

33 |
4 4 » P Sheetl ( Sheet2 / Sheet3 /

Hinh 3. Ba trang bang tinh c6 tén la Sheetl, Sheet2, Sheet3

- O (Cdl): O cua trang tinh la giao clia mdt cot va mdt dong. O trén trang
bang tinh c6 dia chi viét theo trat tw xac dinh gdbm chi cai t én cot ding trudc va
sO thir ty dong dirng saul.

A | B | ¢

e | LD RO —

Hinh 4. Biachi 6 la Al
VD: Pia chi 6 dau tién la Al va dia chi 6 cudi cung trén trang bang tinh la
V65536
- Clra s0 bang tinh: Cira s6 bang tinh Excel c6 céc th anh phan chinh sau:

Microsoft Excel - Book1

@_1 Fil=© Ed Miew Inserk Format  Tools Qata“ Window  Help -8 X
RREN" | EYFE RN - RS AGRNS BNl RN
g /vl i - B LU ES|I= %R0 O A

A1 - A

A B I] C b T e T F T 6 J

1 "
5 Thanh cong cu Thanh thyc don Iénh /
: — - Puong vién doc
4 | | Thanh tiéu d& Thanh cong thirc
5
E /
/ — Nhép di¥ liéu vao day | Thanh cudn doc
& || Bwong vién ngang
g
1? Trang tinh SheetL, ... | [Thann trang thai Thanh cudn ngang
12 _ . l F
M < » W} Shestl /Sheet2 / Sheet3 / ¢ >
Ready TN

Hinh 5. Giao dién chuong trinh Excel

+ Thanh tiéu dé: Cho biét tén chuong trinh (rng dung, tén tép tin.

+ Thanh thuc don Iénh: Cung cap cac nhém Iénh lam viéc véi bang tinh.

+ Thanh cong cu: Cung cap cac nut thao tac nhanh.

+ Thanh cong thirc (Formula Bar): Gom 6 Name Box hién thi toa do 6
soan thao vandi dung di liéu cua 0.
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+ Puong vién ngang: Ghi tén cot tir trdi sang phai theo chir cai A, B...Y,
Z, AA, AB,...IV. Mdi cdt c6 chira 65536 0.
+ Purong vién doc: Ghi s6 thir tv dong tir 1 dén 65536. Moi dong chia
256 0.
+ Thanh trwgt ngang, doc: Cho phép hién thi nhitng 6 bi che khuét.
+ Thanh trang thai: O dugi day cira s6 Excel cho biét thdng tin vé bang
tinh, vé trang thai soan thao, két qua cong don gian.
> Ready: Pang san sang lam viéc.
» Enter: Bang nhép di liéu hay cong thtrc.
> Pointer: Bang ghi cong thirc tham chiéu dén mot dia chi.
» Edit: Dang diéu chinh di liéu hay cong thic trong 6 hién tai .
+ Clra s0 Bang tinh (Worksheet Window) la phan 16n nhét dung dé nhap
di¥ liéu, tinh toan, vé do thi...
Il. CAC THAO TAC CO BAN
1. M@ bang tinh méi

- Chon biéu tong: —1
- An t0 hgp phim: Ctrl + N
- Chon menu File -> New

2. Lwu bang tinh

- Chon biéu twong: 'H
- An t6 hop phim: Ctrl + S
- Chon menu File -> Save

3. Bdng bang tinh

- Chon biéu tuong:

- An t6 hop phim: Ctrl + W
- Chon menu File -> Close
4. M@ bang tinh

~u
- Chon biéu tugng: —
- An t0 hop phim: Ctrl + O
- Chon menu File -> Open

5. Trang hién hanh, 6 hién hanh
- Trén mot bang tinh hién hanh, tai mot thoi diém chiing ta chi co thé thao
tac v&i cac 6 trén mot trang cla bang tinh va doé goi latrang hién hanh.

10
1
12
4 4 » w[ySheetl ; Sheet? f Sheet3 /

Hinh 6.Bang tinh Sheetl dang la trang hién hanh
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Dé chuyén trang thai hién hanh dén trang khac, ching ta chi can thao tac
don gian lanhap chudt vao phan chira tén clia trang bang tinh.

- Trén trang hién hanh, tai mot thoi diém ching ta chi thao tac dwoc voi
mot 6, goi 1ad hién hanh.

A B | ¢ | D | E
1 |Trung tam Tin hoc
2
4 4 » v} Sheetl /Shest2 { Sheeta / [<
Feady LM

Hinh 7. O A1126 hién hanh

6. Nhan dang con tro

Trén trang hién hanh, chiing ta sé thay cac loai con tré sau:

- Con trd 6: X&c dinh 6 nao la 6 hién hanh trén trang. Mot duong bao
dam xuat hién trén 6 hién hanh.

- Con tré soan thao: Co h‘|nh| mau den, nhap nhay, xac dinh vi tri nhap
di liéu cho 6.

- Con tré chudt: Thay doi hinh dang tuy thudc vi tri clia né trén trang
bang tinh.

—=

A

I

Con tro chudt dang chit thap trang khi & trén céc 6.

1 Jabc

Con trd chudt cé dang chir | khi & phia trong 6 dang soan

thao.

7. Cach nhap va chinh stra di liéu trén 6 hién hanh

- Céc phim thvong dung

+ Phim Tab: Di chuyén con tré 6 sang phai mot cot

+ Phim Enter: Di chuyén con tré 6 xudng dong dudi va két thic viéc
nhap/chinh stra dit liéu.

+ Céc phim miii tén <~ Ty —: Di chuyén con trd & dén cac dia chi bat ky
trén trang.

- Nhap di liéu:

+ Nhap chudt vao 6 can nhap hodc st dung cac phim mdi tén dé chuyén
trang thai hién hanh vé 6.

+ GO phim dé nhap ki tv vao 6, néu sai thi st dung phim Delete hodc
Backspace dé xéa ki tu, st dung phim Home/End dé di chuyén nhanh trén dong
nhap

+ Nhan phim ESC néu mu6n két thic nhap nhwng khong lay dir liéu da
nhap. Nhan phim Enter dé dwa di liéu cho 6 vakét thic nhép.

- Chinh stra di¥ liéu:

Dé chinh stra dir liéu d& nhap trén mot 6, chiing ta nhap ddp chudt vao 6
d6 roi chinh stra dit liéu. Nhan phim Enter dé két thlc chinh stra.
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BAI 2: SOAN THAO NOI DUNG BANG TiNH

1. Nhap di¥ liéu kiéu s6 va van ban

- D{r liéu m6t 6 clia bang tinh sau khi nhap sé d woc chwong trinh ty dong
phan loai va dwa vé mot trong céac kiéu di¥ liéu sau: Kiéu s6 (Number), kiéu van
ban (Text), kiéu logic, ki€u ma6i (Error)

+ Kiéu s6: Khi nhap di¥ liéu s6 vao 6 -> s6 duoc canh sang phai.

Di liéu ki€u sd duoc tao bai cac ki tw cho phép do1aa 0123456789 (
), [ $+-.

NEu mudn nhap s6 am, danh dau “-” vao truéc s6 dé hodc nhap sé vao
gitra cap dau ngodc don (). DE nhap s6 c6 phan thap phan, st dung dau “,” ngan
cach véi phan nguyén.

+ Di liéu ki€u ngay thang trong Excel dwgc xem la kiéu so. Kiéu nhap
ngay thang dwoc hé diéu hanh qui dinh trong muc Regional Setting dat trong ctra
sO Control Panel ctia hé diéu hanh. Khi nhap kiéu ngay phai chi y la mdy cla
ban dang dat hé ngay la ngay/thang/nam (mm/dd/yyyy hay la dd/mm/yyyy).

B7 - 2
A B | C | D
4
5 15/08/2007 gia tri nay kidu sd
B 08-15-2007 gid tr nay kigu van ban
7 | |

Hinh 8. Giatri ki€éu s6 mac dinh dwoc can 1€ phai

Kiéu ngay: khi nhap di¥ liéu vao 6 -> di liéu dwoc canh sang phai.

Khi nhap s6 ma canh sang tra thi phai xoa bé dinh dang hodc dinh dang
lai.

- Chuong trinh Excel tw dong diéu chinh do rong hang, cot dé hién thi hét
div liéu trong moét 6 nhung néu mét 6 da cd dinh d6 rong lam cho dir liéu s6
khong thé hién dwgc hét thi ching ta sé nhin thdy dang thong bao “#it”.

Lwu v: Giatri ctia di liéu s6 sau khi nhap la khong thay doi khi ching ta
thay doi khuon dang hién thi di¥ liéu tr én man hinh.

Vi du: Ching ta nhap gia tri vao 6 D4, D6, D7 déu la 20000000. Sau dé
thay doi khuon dang 6 D6 va D7 chlng ta c6 dwoc cac dang thé hién sO khac
nhau nhung gié tri di¥ liéu van khéng thay déi, @ 6 D7 van la 20000000 duoc
hién thi rd rang trén thanh cong thirc.

o7 - A& 20000000

A B | C | D |
3
4 |Gia tri nhap vao 13 20000000
5
B |Thay ddi khudn dang 1&n 1 20.000.000
7 |Thay ddi khudn dang 13n 2 | QDDDDDDD!I

Hinh 9. Thay d6i khuén dang s nhwng khong lam thay doi gia tri
+ Kiéu van ban: Khi nhap dir liéu vao 6 -> dir liéu dwoc canh sang tréi.
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Dt liéu kiéu van ban dwogc tao bdi cac ki tw, ki tw s6 hoac | akhoang trong
vacéc ki ti khong phai 1asb.

Khi ki t nhap vuot qua do dai 6 va 6 bén phai con trong thi Excel tiép tuc
hién thi phan ki tw con lai clia 6 d6 sang bén phai.

Khi ki tv nhap vao vuot qua do dai 6 ma 6 bén phai da co dir liéu thi
Excel che dau cac ki tw virot qua 6 nhung diéu dé khong lam thay doi gia tri die
liéu nhap cua o.

2. Chinh stra di¥ liéu trong 6

C6 3 cach dé chinh stra di¥ liéu trong 6

Céch 1: Nhap dip chudt vao 6 mén chinh stra dé chuyén 6 sang trang thai
soan thao khi d6 c6 thé chinh stra dit liéu. Nhan phim Enter dé két thc.

Cach 2: Chon 6 mu6n chinh sira sau d6 nhan phim F2 khi dé ta sé thdy
con trd chudt nhap nhay, chinh stra di liéu r6i nhan phim Enter dé két thic.

Céch 3: Di chuyén chudt Ién thanh Formula Bar sau dé nhay chu6t vao
vi tri can chinh stra, nhan phim Enter dé két thic.

3. Thao tac chon/hay chon 6, dong, cot

3.1 Chon mét 6 ,
Dé chon mot 0, chlng ta chi can nhap chudt v ao 6 do.

3.2 Chon vung 6 lién tuc hinh chir nhat

- Nhép chudt vao 6 trén cling bén tréi

- Gilt phim Shift vanhap chudt vao 6 dudi cung bén phai

- Tha phim Shift dé két thuc viéc chon

Trong tredng hop nay dia chi vung 6 dwoc viét theo khudn dang (dia chi 6
trén cung bén trai:dia chi 6 dwdi cung bén phai), taich nhau béi dau hai cham “;”

VD: Chon ving 6 (A1:D6). Nhap chudt vao 6 Al sau d6 nhéan va git
phim Shift rdi nhap chudt vao 6 D6 ta chon dwoc mot ving 6 nhu hinh.

A1 - B 'O trén cing bén trai
A | B | C | D
(2 trén cling bén tral

O | e DD B | —

& ddi cling bén phid

Hinh 10. Chon vung 6 lién tuc

3.3Chonvung 6roi rac

- Bau tién chon mot 6 hodac mot vung 6 lién tuc hinh chit nhat

- Gilt phim Ctrl trong khi chon mdt hoac mdt vung 6 lién tuc hinh chiy
nhat ti€p theo.

Lwu v: Ching ta co thé nhanh chéng thay d6i ving chon bang cach nhap
chu6t mot lan nira trén cac 0 da chon dé hiy chon makhéng can phai lam lai tir
dau.
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- Chi tha phim Ctrl khi két thuc.

3.4 Chon mot cot, day cot lien nhau, day cot roi rac

2 Chon mot cot: D& chon mdt cdt, ching ta nhip chudt v o tén cot co
trén dwdng vién ngang.

& Chon day cot lien ké nhau

- Nhép chudt v&o tén cot dau tién (bén trd hodc bén phai cla day) trén
duwdng vién ngang

- Gi{r phim Shift vanhap chudt vao tén cot cudi cling cling clia day

- Sau khi lya chon xong thi tha phim Shift ra.

& Chon day c6t roi rac

- Trwéc tién ching tachon cot hoac day cot lién nhau

- Gilr phim Ctrl trong khi chting ta nhdp chudt chon day cot tiép theo.

- Sau khi Ira chon xong thi tha phim Ctrl.

B F H

[

o | = (LD D] —

Hinh 11. Chondaycétroirac A,C,D, E, G

3.5 Chon mét dong, day dong lién ké nhau, day dong roi rac

& Chon mét dong

- D& chon mdt dong, chiing ta nhip chudt vao s6 thit tw dong co trén
dudng vién doc.

2 Chon déy dong lién ké nhau

- Nhap chudt vao s8 thir tw dong dau tién (trén cing hodc dudi cling cla
day) trén dwong vién doc.

- Giit phim Shift vanhép chudt vao s tht tw dong sau cling clia day.

- Tha phim Shift ra

A B [
20 11 |Pham Lé Mga ft
12 |Trén Dinh Chitu P. Bang ky dét dai
13 |Pham Eun Ton P. quy hoach giao dit
|14 [Poan Van Thin P_ding loy dit dai

Hinh 12. Chon day dong lién ké 21, 22, 23
# Chon day dong r ¢i rac
- Trwéc tién ching tachon dong hoac day dong lién nhau
- Gitt phim Ctrl trong khi chiing ta nhép chudt chon s6 thi tw dong tiép
theo, tha phim Ctrl khi két thic viéc chon dong.

3.6 Chon toan b6 bé,ng tinh
Céch 1: Chi can nhap chudt vao 6 giao nhau clia duong vién ngang va
dwong vién doc.
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c12 A A
A | B |
e DANH SACH CAN BO CON
5 HE CHUONG TRINH ()

Céch 2: Bam t6 hop phim Ctrl + A

3.7 Huay chon

Pé hiy chon cac 6, ching ta chi can nhdp ddp chudt v &0 6 bét ky trén
trang bang tinh.

4. Bién s6 thi tw tyw dong

- Nhap mot s6 vao mot 6 bat ky

- Nhéan vagilt phim Ctrl

- Tro chudt vao hinh vuong nhé & géc dudi, bén phai 6 do, con trd chuyén
thanh hinh dau céng cé mi.

3 Microsoft Excel - Book1

Eﬁl File Edit Yew Inserk Formak  Tools Data  Windoy

HRR=A" RERES WA WS A BN RN

: Arial -10 -| B I U|= -
B3 - B &

E_ |

I=
i
i
J

w0 e L R —
1#

Hinh 13. Con tré chudt chuyén doi thanh dau chi thap den

- Nhéan va kéo chudt xubng theo chiéu doc, ching ta sé thdy s6 thi tw
duoc dién tu dong vao cac 6 tiép theo, tang dan.

5. Sao chép, di chuyén, x6a, chen cac 6
5.1 Sao chép cac 6
Thao tac sao chép mot 6 trong Excel khdng chi bao gom sao chép ndi
dung, dinh dang ctia 6 d6. Ching ta c6 thé nhin thdy trong bang dudi day nhiéu
muc lra chon khi dan mét 6 da sao chép.
All — Sao chép tét ca (ndi dung, dinh dang...)
Formulas — Sao chép cong thirc
Values — Sao chép giatri
Formats — Sao chép dinh dang
Comments — Sao chép cha thich
All except borders — Sao chép tat ¢ trir dwong vién
Column widths — Sao chép do rong cot

YVVVVYVVY
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» Formulas and number formats — Sao chép cong thirc va dinh dang

SO
» Values and number formats — Sao chép giatri vadinh dang s6
Paste Special @@
Paste
®ial: () validation
() Formulas () All except borders
() values (3 Columin widths
() Formats (") Formulas and number Formats
() Comments ) Yalues and number formats
Opetation
() Mone {3 Mulkiply
O add ) Divide
() subkract
[] skip blarks []Transpose
[ Paste Link ] [ K ] [ Cancel ]

Hinh 14. Lwa chon khi dan mot 6 da sao chép

- Thao tac sao chép gi(ra cac 6 trén cung trang bang tinh.

+ Chon 6 can sao chép (6 nay cé thé lamot 6 hoac mot ving 6).

+ Nhén nat Copy hoac bam t6 hop phim Ctrl + C dé sao chép.

+ Chuyén con trd dén vi tri mudn dan.

+ Nhén nGt Paste hodc bdm t6 hop phim Ctrl + V dé dan céc 0.

- Thao tac sao chép gira cac 6 khac trang bang tinh

+ Trén trang bang tinh hién hanh, chon céac 6 can sao chép

+ Nhén vao nit [énh Copy hodc str dung td hop phim Ctrl + C

+ Chuyén trang thai hién hanh dén trang bang tinh khac hay mé tép bang
tinh khéc.

+ DPat con vao vi tri mén dan

+ Nhén n(t Paste hodc bam to hop phim Ctrl + V dé dan cac 6

5.2 Di chuyén céac 6

- Chon céc 6 can di chuyén

- Nhan nat Cut hoac bam t6 hop phim Ctrl + X

- Chuyén con trd dén vi tri muén dan

- Nhan nit Paste hodc bam t6 hop phim Ctrl + V dé dan cac 6

5.3 X6a ndi dung cac 6

- Chon cac 6 mu6n x6a

- Nhép chon thuc don 1énh Edit -> Clear -> Contents hodc nhdn phim
Delete

6. Thém/xda dong, cot

- Thém dong

+ Chon vi tri mén thém dong, bdi den mot hodc mot s6 dong mudn thém.
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+ Nhap chon thuc don 1énh Insert -> Rows dé tao mot dong tréng nam
gilra hai dong. Dong méi sé co dinh dang giéng nhu dong dwoc lwa chon.

VD: Mu6n thém 3 dong vao vi tri dwdi dong sb 6 trong danh sach, ta boi
den 3 dong s3 7, 8, 9 sau d6 nhap chon menu Insert chon Rows, ta sé c6 d uoc 3
dong mai vao vi tri dwéi dong so 6.

A B C
13| 4 |NazbnMeoc Khut WanPhéng |
14 5 |Mzuyen Thi My ot ]
15 & Med Thi Heong Thanh tra
7 |Trén Thi Tam VanPhong |
2 Meuvén Thi Lan Anh U
g Pham Céng Hoan P. quy hoach giao dit
19 10 |Pham Thanh Lam nit

Hinh 15. B6i den s6 dong mudn thém

- Xba dong

+ Chon mot hodc nhiéu dong mubn xoa.

+ Vao thue don 1énh Edit -> Delete.

- Thém cot

+ Chon vi tri mudn thém cot, bdi den mot hodc mot s6 cot mudn thém.

+ Nhap chon thuc don 1énh Insert -> Columns, mot cot moi xuét hién.

- X06a cot

+ Chon mot hodc nhiéu cot mudn x0a.

+ Vao thuc don I1énh Edit -> Delete.

7. Thao tac véi bang tinh

7.1 Chen mot trang vao bang tinh

Khi tao bang tinh thi mac dinh cé 3 trang bang tinh (Sheet), tuy nhién
nguoi dung co thé chen thém nhiéu trang bang tinh méi.

Céch 1: Nhap chon thue don 1énh Insert -> Workshest.

Cach 2: Nhan phai chudt 1én trang bang tinh bat ky, chon muc Insert...
sau d6 lva chon Worksheet vanhan vao nat OK. Mot bang tinh méi xuét hién.

7.2 DOi tén trang bang tinh

Pé dé quan ly ndi dung cé trén céc trang bang tinh, ching ta nén ddi tén
céc trang bang tinh cho phu hgp véi nbi dung chira trong trang. T én trang bang
tinh c6 thé chira dau céch, chir céi, chir so, ddu gach d wdi.

Thuc hién cac budc sau dé doi tén trang bang tinh:

- Nhéan phai chudt vao tén trang bang tinh mudn thay doi

- Chon Rename

- GO tén madi roi nhan Enter

[« « v whSheetl {shestz {Sheet3 /] 5 |4 4 » v }\Nam hoc 2007-2008  Shest2 / Sheet3 |

7.3 X0a mot trang bang tinh ]
- Nhap chon thec don 1énh Edit -> Delete Sheet hodc nhap phai chubt
vao tén clia trang mudn xo6a lam xuat hién hop 1énh, chon Iénh Delete.
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Inserk. ..

Delete

Rename

[Move ar Copy...
Select all Sheets
Tab Color. ..

QJ Yiew Code
'\ShEE L5 IEEtE A ONEeLy 7

Hinh 16. Thao tac x6a bang tinh Sheetl
Trong tredng hop trang bang tinh dang chura dir héu Excel sé hién thi hop
thoai yéu cau nguoi dung khang dinh viéc hiy bé. Nhan nat Delete dé thyc hién
viéc xd6a hodc nhan nit Cancel dé bo qua thoi khong xoda.

Microsoft Excel

! "_-. Data may exist in the sheet(s) selected For deletion. Ta permanently delete the data, press Delete.

| Celete | [ Cancel ]

7.4 Sao chép béang tinh

C6 thé sao chép mdt hodc nhiéu trang bang tinh sang vi tri mgi hodc sang
bang tinh khéc.

- D€ sao chép mot trang bang tinh chiing ta thuc hién cac b wdc sau:

+ Nhép chon tén trang bang tinh can sao chép.

+ Gilt phim Ctrl roi kéo - tha tén trang bang tinh do6 sang vi tri méi.

- Sao chép nhiéu trang tir bang tinh nay sang bang tinh khac

+ Chon cac trang bang tinh can sao chép. C6 thé st dung phim Shift ho
tro dé thao tac chon nhiéu trang lien k& ho&c st dung phim Ctrl ho tro dé chon
Ccac trang roi rac.

+ Nhap chon thyec don lénh Edit -> Move or Copy Sheet... hodc nhap
phai chudt vao vung trang dugc chon lam xuat hién hép chon Iénh va sau dé
chon 1énh Move or Copy...

+ Trong hop thoai Move or Copy:

» Trong phan To book hdy chon bang tinh nhan bang sao chép

> Trong phan Before sheet vi tri dat trang sao chép la trwdc trang nao
hodc dé vé cudi day trang co trén bang tinh (tiéng Anh la move to
end)

> Tich chon vao 6 Create a copy (néu ladi chuyén trang bang tinh
thi khéng tich vao 6 Create a copy)

> Nhéan nit OK dé hoan thanh viéc sao chép
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BAI 3: THAO TAC B INH DANG
1. Thao tac dinh dang 6
Ching ta c6 thé thay d6i cach hién thi di¥ liéu mot 6 bang thao tac dinh
dang. Thao tac dinh dang khong |am thay doi gia tri cla di¥ liéu chira trong 6.
Excel cung cdp nhiéu dang biéu dién di liéu trong 6 gom:
» General: Dang chung do Excel qui dinh sau khi nhap di¥ liéu v ao
0.
» Number: Dang s6.
> Currency: Dang tién té.
> Date: Dang ngay thang.
» Time: Dang thoi gian.
» Text: Dang van ban.
Custom: Dang do nguoi dung tv dinh nghta theo cac qui dinh ma Excel
hé tro.
1.1 Binh dang di liéu s6 thuc
- Chon 6 c6 chtra di¥ liéu s6
- Nhap chon thuc don Iénh Format -> Cells xuét hién hop thoai Format
Cdlls.
- Chon thé Number
- Chon muc Number trong nhém dinh dang Category tich chon vao 6
Use 1000 Separator (.) (st dung ddu chdm dé ngan cach phan nghin). Ching ta
c6 thé thay gia tri ctia 6 dwgc dinh dang sé hién thi @ muc Sample.
- Nhan nit OK dé két thuc.

Format Cells EJ g

Mumnber | alignment Fonk Border || Patterns | Protection
Category: Sample

General 1.000.000

Currency Decimal places: | o »
Accounting

Date

Tirre [*]iUse 1000 Separator £.);
Percentage Negaki bers:

Fraction Megative numbers;

Scientific 23

Texk 1.234

Special (1.234)

Zuskom (1.234)

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

[ Ok ] [ Cancel ]

Hinh 17. Binh dang di¥ liéu kiéu so thuc
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1.2 Binh dang di¥ liéu theo dang ngay thang

Khudn dang mdc dinh cla Excel khi nhap dit liéu kiéu ng ay thang vao
bang tinh la thang/ngay/ndm (mm/dd/yy hodc mm/dd/yyyy). Ching ta c6 thé
thay d6i cach biéu dién dir liéu theo ngay/thang/ndam nhu sau:

- Talwa chon nhitng 6 chtra di liéu ng ay thang.

- Nhap chon thuc don [énh Format -> Cells xuét hién hop thoai For mat
Célls.

- Chon thé Number

- Trong hdp danh sach Category nhép chon muc Custom

- O 6 Type nhap chudi ki tw dd/mm/yyyy

- Nhén nit OK dé két thac.

Mumber | Alignment Fonk Border | Patterns || Protection
Cateqgory: Sample

General

Mumber

Currency Tvpe:

Accounting

Date ddfmmyyyyl

Time General ~
Percentage 0

Fraction 0,00

Scientific #4480

Text &, F#0,00

Special bR RE-JE-E 1)

EECTIN | |¢.e00Red)E00) v

Type the number Format code, using one of the existing codes as a starting
poink,

[ Ok ] [ Cancel ]

Hinh 18. Binh dang di¥ liéu kiéu ngay thang

1.3 Binh dang di¥ liéu dang tién té

- Chon nhitng 6 c6 chira dii liéu dang tién té

- Nhap chon thuc don Iénh Format -> Cells xuét hién hop thoai Format
Cdls.

- Chon thé Number

- Trong hdp danh sach Category nhép chon muc Custom

- O 6 Type nhap day ki tw ###0 [$VND]

- Nhén nat OK dé két thic.
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Mumber | Alignment Faonk Border || Patterns | Protection
Cateqgory: Sample

General 1,000,000 YMD

Mumber

Currency Tvpe:

Accounting

Date #.AF0[FYND]

Time General ~
Percentage 0

Frackion 0,00

Scientific #4880

Text &, #20,00

Special #AHO (R RO

I | | ee0) (o). #40) v
Twpe the number Format code, using one of the existing codes as a starting
poink,

[ K ] [ Cancel l

Hinh 19. Binh dang di¥ liéu kiéu tién té

1.4 Binh dang di liéu theo ki€u phan tram )

Trong Mot vai treong hop, ngudi st dung mudn biéu dién mot s dudi
dang phan tram. Vi du: 0,98 s& duwoc hién thi 98% thi chling ta thwc hién nhw
sau:

- Chon 0 ¢6 chtra di¥ liéu muon hién thi d wgi dang phan tram.

5]

- Nhan chudt vao n(t /o trén thanh cong cu.

2. Binh dang 6 chra van ban

2.1 Thay doi kiéu chit, c& chir, dang chi

Trong Excel viéc thay doi kiéu chit, c& chik, dang chir dam/nghi éng/gach
chan dugc thao tac gidbng nhu trong Word.

2.2 Thay d6i mau chi* va mau nén

- Thay d6i mau chi

+ Chon ch* muén thay doi mau

+ Nhén chudt vao mii tén trd xubng trén thanh dinh dang Font Color

A - , chon mau theo y thich.
- Thay déi mau nén
+ Chon cac 6 mudén thay doi mau nén
Cach 1: Nhéan chuét vao mii tén tré xubng trén thanh dinh dang Fill

O - , chon mau theo y thich.
Cach 2:
+ Nhap chon thuc don Iénh Format -> Cells xuat hién hop thoai Format

Color

Cdlls.
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+ Chon thé Patterns

> Lua chon mau nén trong bdng mau Color. Thao tac nay twong tw

nhu thao tac t6 mau nén 6 bang cach nhan vao mii

tén trd xudng

trong hop Fill Color trén thanh dinh dang réi chon mau muén t6.

> Luwa chon méu hoa tiét trang tri cho 6 trong bang mau

Murnber = ""| % % % ﬁ Patterns | Protection
prmm— A o
cell shadng = |[|1| N\ 7% i
| | Aukarmatic |
..:Illlllll
EESgEEEEEEN
u | ‘111
] - -
- m EEN
EE e DEEEN
Pattern: I.v-
| ok || camcel |

Patterns

Hinh 20. Thay doi mau nén va hoa tiét trang tri

2.3 Sao chép dinh dang 6

- Chon 6 da duoc dinh dang trivéc. Néu chon cd vung 6 thi
vling 6 d6 phai c6 cuing kiéu (kiéu chit, mau chi...)

- Nhén nit Format Painter J | di chuyén con tré
chudt téi vi tri mudn sao chép dinh dang khi d6 b én phai con trd
Xuat hién thém mot chdi quét son nho.

- Quét 1én 6 hodc viing 6 dé ap dung sao chép dinh dang.

2.4 Bat thudc tinh Wrap Text cho 6

Pay la mot cong cu cho phép tu dong xudng d ong trong
mot 6 néu nhu di¥ liéu nhap vao vuot qua doé rong o.

Format Cells

| Bumber | Algnment | Font |
Text alignment
Harizantal:
..General g v.'
ﬁerticai: ‘

:Bottam w

Text control

[ Merge cells
Right-to-left

- Chon 6 muén ap dung dét thudc tinh

+ Nhép chon thyc don 1énh Format -> Cells xuét hién hop
Célls.
+ Chon thé Alignment

+ Trong phan ch¢ Hinh 21. Nhap chon Wrap text trong m
tinh tv dong dwa ndi dung 0 xuong aong Iam cho nol aung awvgc ni

thoai Format

uc Text control
en aay au.
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~ Luuy: Dé x06a bo dinh dang 0 ta lwa chon 6 can g& bd dinh dang sau dé
nhap chon thic don 1énh Edit -> Clear -> Format.

3. Can g, vé duong vién 6

3.1 Can vi tri chir trong 6: Gilra, trai, phai, trén, dudi

Khi nhap dit liéu vao bang tinh, Excel sé phan tich xem néu di liéu dang
van ban thi tv dong can Ié bén tréi, néu dir liéu dang s6 thi can Ié bén phai. Tuy
nhién, chiing ta cé thé chon céach can 18 khac cho phu hop véi muc dich trinh bay
bang tinh. Cach thuwc hién nhu sau:

- Chon 6 mudn ap dung dinh dang.

Céch 1: Néu can ndi dung 6 do theo chiéu ngang thi nhdp chudt vao mot
trong ba nat can trai, can phai, can gilra trén thanh céng cu.

Cach 2: Néu mubn can ndi dung 6 d6 theo ca chiéu ngang va chiéu doc
thi ta nhap chon thuc don 1énh Format -> Cells xuét hién hop thoai Format
Cells.

+ Chon thé Alignment

Trong phan Text alignment c6 2 huéng can chinh Ié

> Horizontal (theo chiéu ngang): Dung dé can chinh theo I& trai valé
phai cla 6.

> Vertical (theo chiéu doc): Dung dé can chinh theo I& trén valé dudi
cua o.

+ Nhén nt OK dé két thic

3.2 Hoa nhap day 6 dé tao tiéu dé bang biéu

C6 thé hoanhap nhiéu 6 lién nhau thanh mot 6.

A | B | € [ D

BANG TINH Gi( DAY

1

Céch thuc hién nhu sau:

- Chon céc 6 can hoanhap

Cach 1:

+ Nhap chon thye don 1énh Format -> Cells xuét hién hop thoai For mat
Cdls.

+ Chon thé Alignment

+ Trong phan chon Text Control, tich chon Merge cells dé hoa nhap cac

0.

+ Nhan nit OK dé két thuc
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Format Cells

Mumber | Alignment | Fank Border || Patterns || Prokection
Text alignment: Qrienkation
Horizonkal: [+~ .
|General v| *
Yertical: 0 ; :
|Bottam v| >t< Text =%
.
Text control I .
[ shrink to fit Degrees
[+] Merge cells
Right-ta-left
Text direction:
|Cu:unte><t b
[ o4 ] [ Cancel

Hinh 22. Héa nhép 6

il
Cach 2: Nhan nat Merge and Center ;3 trén thanh cong cu.

3.3 Thay doi huéng chir trong 6

Muon thay d6i hudng chir trong 6 thi thie hién céac thao tac sau:

- Chon vuing 6 muon thay doi huéng chi

- Nhap chon thuc don 1énh Format -> Cells -> chon thé Alignment.

- Trong phan Orientation, nhap chudt vao mdi tén mau do, kéo quay trén
dwong cung tron dén do nghiéng phi hop. O trong 6 Degrees sé hién thi do
nghiéng cla van ban.

- Nhén vao nit OK dé hoan thanh.

Orientakion Crrienkatian Qrienkakion Qrientation
.. .. .. Fa
* * * *
T T d—‘/ T ’ T "
Bl Text — BN * A * | | -
% ) % x| | ‘s, ) ¥ | )
t t ) t - E | )
* . * * | *
* + * *
Degrees Degrees Degrees %! Deqrees

Hinh 23. Thay déi huéng viét di lidu
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3.4 Thém dwong vién cho 6, ving 6
Céch 1: Sir dung nat Border s trén thanh cong cu
- Chon vung 6 muén vé duong vién

- Trén thanh cdng cu For matting, nhap chudt vao tam gidc | =& - & -

nhd (=" 1am xuét hién bang Iva chon duwong vién.

__j Draw Borders. .,

Céch 2: Sir dung hop thoai Format Célls

Céch nay dung dé tao dwong vién 6 hay ving 6 theo yéu cau phirc tap
hon. Ta thuc hién nhw sau:
- Chon 6, vung 6 can ké dudng vién
- Nhap chon thuc don 1énh Format -> Cells -> chon thé Border
- Trong thé Border, nhip chon kiéu dang dwong vién & phan Line Style
(dwdng vién manh, dam, dwdng vién doi, dit quang...), chon mau duong vién &
phan Line Color.
- Trong phan Presets c6 3 kiéu tao duong vién
» None: Khong tao duong vién
> Outline: K& nhanh dudng vién ngoai
> Inside: Ké nhanh duong vién trong ving 6
- Trong thé Border, Excel con cho phép nguoi dung tv vé duong. vién
bang cach nhdn vao mdt trong 8 nut (ngang, doc, chéo) ndm xung quanh mau 0.
Pay cling la cdng cu duing dé xda bd dwong vién da co trudc.

Format Cells @E|

Mumber | Alignment Faont { | Patterns | Protection

Presets Line

| Stvle:
Mone  ===—=-

Mone Cutline Inside | oo —_——
Border e Ema——

Text Text

Texk Text

Calar:
Auktomatic
[

The selected barder stvle can be applied by dlicking the presets, presiew
diagram or the buttons above.

[ oK ][ Cancel ]

Hinh 24. Tao dutng vién cho bang
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BAl 4: CONG THUC VA HAM
1. Tao cong thirc co ban

1.1 Tao cong thirc s6 hoc co ban

- Cong thirc duwoc tao ra dé tinh toan vatra lai gia tri cho 6 bang tinh. Phai
nhap ki ty “=" truedc khi nhap nbi dung cong thirc. Ki tw nay gitp Excel nhéan
biét vathuc hién cong thirc.

Vi du: Mudn tinh téng gia tri cé trén 6 C5, C6 va két qua dat & trén 6 D6,
chiing tanhép céng thirc “=C5 + C6” vao 6 D6.

D& - fe =C5+CH —
A B oh—%- | b0 |
1 BANG THEO DOI TAI LIEU | Thanh cong thire
5 Formula Bar
T TEN SACH TONG SO
g 1]€6ng nghé thdng tin va may tinh 75
5 2| Sty dung hé gjiéu hénh WS Windiows 52 127}
7 | 3|Sl dung phan mém soan thao van ban Word 21
8 | 4|50 dung t;éng tinh dién tir Excel 70
g 5| Co ban vé mang may tinh va Internst ]

Hinh 25. Tao dwdng vién cho bang

- K&t qua tinh toan s& hién thi tai 6, con ndi dung cong thirc (gom ca ki tw
=) ¢6 thé nhin thdy trén thanh cong thirc Formula Bar.

- Chuing ta c6 thé chinh stra ndi dung cong thirc va cudi cung lanhan phim
Enter dé cong thirc duoc tinh toan lai vatra veé gia tri cho 0.

1.1.1 Phép toan trong cong thrc s6 hoc

Danh sach cac phép toan va céc ki tw khac dung trong cong thirc s6 hoc
duoc liét ké trong bang sau:

Kitw Dién giai
+ (cong) Phép cong
- (trw) Phép trir
*  (sa0) Phép nhan
/' (gach chéo) Phép chia
() (cap dau ngoac don) Toan tlr trong dau ngoac ludn duoc tinh toan truéc
A (dau mi) Phép mii (VD: 23 twong duwong 2*2*2)

1.1.2 Phép so sanh trong cong thirc LOGIC

Cong thirc logic cé két qua tra vé chi la TRUE (dang) hoac FALSE (sai).
Danh sach céc phép so sdnh dung trong cong th rc logic duoc liét ké trong bang
sau:

Toan tir Dién giai (Vi du)
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Béng (A1=B1)

> Lon hon (A1>B1)

< Nho hon (A1<B1)

>= L6n hon hoic bang (A1>=B1)
<= Nhé hon hodc bang (A1<=B1)
<> Khéng bang (A1l<>B1)

1.1.3 Th ty tinh toan
Khi tinh toan, Excel sé uwu tién cac phép toan logic triéc roi méi dén phép

toan s6 hoc. Thi tw thwc hién cac phép toan sé hoc trong Excel ¢ mirc wu tién

nhu sau:
Th ty Phép toan Chirc nang
1 - Pao dau
2 % Lay phan tram
3 A Phép |y thira
4 * va/ Phép nhan vachia
5 +va- Phép cong vatrl
6 & Phép néi chudi, vi du =“Viet"&“Nam” s&
cho chudi ki ty VietNam
7 Cac phép toan so sénh

Dé lam thay doi trat tv tinh toadn, chiing ta chi dwoc dung cap dau ngoac

don dé nhom céac biéu thiérc wu tién tinh tredc.

VD: =10+5*2 két qua duogc 20.
=(10+5)*2 két qua duoc 30.
1.1.4 Cach nhap cong thtrc vao 6
- Nhap dap chubt chon 6
- TruGc tién nhap ki tv “=" sau dé nhap ndi dung céng thirc
- Nhan phim Enter dé két thic vathuc hién tinh toan cong thic.
1.2 Nhan biét va sira 16i
- L& #taat
L6i xay ra khi chiéu rong cot khong da dé hién thi két qua tinh toan. Stra

16i bang cach ting chiéu réng cot dé hodc thu nho k ich thudc phéng chik.

- LGi #VALUE!
Loi xdy ra do nguoi st dung dir liéu hodc toan tlr tham gia v ao cong thirc

khdng ding yéu cau cua cong thirc.

» Cong thirc toan hoc song lai tinh toan trén 6 chira di liéu ki€u van
ban. Stra 16i bang cach nhap lai dia chi hodc din h dang lai 6 chira
dir liéu.

> Cong thtre str dung di liéu la dia chi 6 chira cong thirc khac. Stra 10i
bang cach thay ddi cong thirc.

- L&i #DIV/0!
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Loi xay ra khi chia mot s6 cho 0 hoic méau s6 cla phép tinh | & mot 6
khong c6 dit liéu. Stra 16i bang cach nhap cong t hirc khac.

- L6i #NAME?

L&i xay ra khi Excel khong xéc dinh duoc céc ki tu trong cong thirc. Vi du
s dung mét tén vung 6 chua dwoc dinh nghia.

- L6i #N/A

L 6i xay ra do khéng co dir liéu dé tinh toan

- L6i #NUM!

L6i xay ra do st dung dir liéu khong dung kiéu s 6. Can dinh dang lai di
liéu tham gia vao cong thtrc.

2. Bia chi tuyét doi va dia chi twong doi

2.1 Bia chi tvong doi va tuyét doi

Céc 0 la thanh phan co s& ciia mot bang tinh Excel. O c6 thé chira cac két
qua tinh toan theo mét cong thirc nao d6 voi su tham gia cla nhiéu 6 khac,
chéng han chira tdng s6 clia cac 6 trong ¢ ting cdt hay cuing dong.

Dia chi 6 dwgc phép c6 mat trong cbng thirc va ty dong diéu chinh theo
thao tac sao chép cong thirc nén chang ta cd kha niém dia chi tham chiéu tuyét
d6i, dia chi tham chiéu twong d6i, dia chi tham chiéu hén hop.

- Bia chi tham chiéu tuyét d6i: Chi dén mot 6 hay cac 6 cu thé.

- Bia chi tham chiéu twong d6i: Chi dén mdt 6 hay cac 0 trong s so sanh
v&i mot vi tri nao do.

- Pia chi tham chiéu hon hop: C6 moét thanh phan 1a tuyét déi, phan con
lai Ia twong doi.

2.2 Bia chi tham chiéu twong doi

Dia chi tham chiéu tuvong d6i goi tit 1a dia chi twong ddi co trong cong
thirc sé thay doi theo vi tri d khi chiing ta thuc hién sao chép cong thirc tir mot &
dén céc 6 khac.

Vi du: Chung tanhap cong thtrc trong 6 C1 la=(A1+B1)/2

Khi sao chép cong thirc nay dén 6 C2 thi nd tv dong thay doi dia chi dé
tré thanh cong thirc 1a =(A2+B2)/2. Khi sao chép cong thirc nay dén 6 C3 thi nd
S8 tir dong thay ddi dia chi dé trd th anh cong thirc la=(A3+B3)/2

2.3 Bia chi tham chiéu tuyét doi

Dia chi tham chiéu tuyét d6i goi tat 1a dia chi tuyét d6i. D4u (d6 la) $
thém vao trudc chir cai chi cot hodc trwde s6 thi tw dong khi viét dia chi tuyét
doi trong cong thic. Lac nay, dia chi 6 ghi trong cong thirc sé c6 dinh khong
thay doi theo thao tac sao chép cong thirc tir gilra céc 0.

Néu c6 cong thirc F2=$C$4+$D$4/5 thi khi sao chép sang 6 F3 nd van la
=$C$4+$D$4/5, khi sao chép sang badt ky 6 nao cong thirc van 1a
=$C$4+$D$4/5.

3. Thao tac véi ham
3.1 Gi6i thiéu vé ham
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- Ham cd thé tham gia nhv mot phép toan trong cong thirc. Ham <& tra vé
mot gia tri (kiéu s6, kiéu ngay thang, kiéu xau ki tw...) hay mdt thdng bao 16i.

- Dang thirc chung ctia ham nhu sau:

<Tén ham> (B i sb 1, Bdi s6 2,..., Boi s6 n)

- Danh sach déi s6: Phan Ién cac ham trong Excel déu c6 mét hoac nhiéu
doi so. Doi sb co thé la mdt gia tri ki€u so, mot xau ki tw, dia chi 6 hay v ung 6,
tén vung, cong thirc, hay nhirng ham khac.

Vi du: Hinh duéi minh hoa mét cong thirc ¢6 st dung ham. O D9 chira
giatri trung binh cdng clia cac s6 tir 6 C5 dén C9. Ham EVERAGE s2 tinh gia
tri trung binh céc 6 trong danh sach ddi sé.

AYERAGE

= X J|&] —AVERAGE(C5:C9)

A,

B

D

Function Arguments

AVERAIGE
Mumberl [C5:C9

Numberz

arrays, ot references that contain numbers,

the average.

Formula result = 55,4

Lol ra| = 9 [02 [~ (5 [0 | k| b —

Help on this Function

Returns the average {arithmetic mean) of its arguments, which can be numbers or names,

Mumber1: numberl;numberz; ... are 1 to 30 numeric arguments For which vou wank

x

[(fed] = 47sy52,21;70;59}
(el =

= &5, 4

I Ok ][ Cancel ]

Hinh 26. Cac bu¢c nhap tham sé vao ham AVERAGE

* Cac budc dé nhap mot ham:

Khi con trd nhap véan ban dang & tai Vi [insert | Format  Took  Data  Window
tri cadn nhap ham thi nhén chuft vdo menu Cels... £ 9 -
Insert ->chon fX Function. Rows = = 3|

Caolumns
Worksheet
) chrt.. TAI L]
Symbal. ..
Page Break.
S Eunction.., :
Marme 3
WS
| Commert 0 ban ¥o

HOp thoai Insert Function xuét hién

Hinh 27. Lam viéc v&i ham

> Trong hop Or select a category: chon All dé hién thi tat cd cac

ham.
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» Trong muc Select a function: lva chon ham can thuc hién & khung
bén dudi.
> Nhan OK dé két thuc.

Search For a Function:

Type a brief description of what wou want to do and then
click. Go

O select a cakeqgary: | All w

Select a funckion;

CORREL s

COLMTA
COUMTELAMNE
COUNTIF 5

COUNT{valuel;valueZ;.)
Counts the nurmber of cells that contain numbers and nurbers within the lisk

of arguments,

Help on this Function [ fa]y ]’ Cancel ]

Hinh 28. Hdp thoai Insert Function

Néu biét chinh xac tén ham va cach dién céac tham s chiing ta c6 thé gb
truc tiép trén thanh cong thirc.
- Thong thwong Excel ngdm dinh dau phady “;” dé ngan cach cac doi sb
trong ham.
- Tiéu chuan nhan hai gia tri :
0 - xép hang gidm dan (s6 16n nhat xép thir nhat).
1 - xép hang tang dan (s6 nhoé nhat xép thir nhat).
3.2 Cac ham thuong dung
a. Nhém ham toan hoc
+ ABS(s0) : Tra lai tri tuyét ddi clla mot s
Vidu: ABS(-5) ->5
+ INT(s0) : Lam tron mot sb t¢i sd nguyén gan nhat
Vidu:INT(3.2) -> 3,INT(-3.2) -> -4
+ MOD(s0, n) : Tra lai s6 du ctia phép chia s6 cho n (chia lay phan dw)
Vi du : MOD(10,3) ->1, MOD(11,3)->2
+ ROUND(s0, n) : Lam tron s6 dén chir s6 thap phan thi n
Vi du :ROUND(123.456,2) -> 123.46 ; ROUND(123.456,0)->123;
ROUND(123.456,-1)->120
+ SQRT(s0) : Tinh can hai clia s6 . Vi du : SQRT(25) ->5
b. Nhdm ham logich
+ AND(diéukién 1, diéu kién 2,...)
Cho két qua laphép Va cla céc biéu thirc logic. Ham AND cho két qua
DBang néu tat ca cac diéu kién trong danh sach déu Bung
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Vi du AND(1001>100,LEFT("excel",2)="ex") bang TRUE
+ OR(diéu kién 1, diéu kién 2,...)
Cho két qua laphép Hodc clia cac biéu thirc logic. Ham OR cho két qua
Bung néu c6 mot trong cac diéu kién trong danh séach | a Blng
Vi du OR(3>2, 5=8) bang TRUE
+ NOT(diéu kién)
Cho két qua laphép pht dinh cta biéu thic logic. Ham NOT cho két qua
DBung néu diéu kién la Sai va nguoc lai.
Vi du NOT(3>2) bang FALSE
+ |F(diéu kién,biéu thirc 1, biéu thirc 2)
Ham IF cho két qua: néu diéu kién ding thi ham cho giatri labiéu thirc 1,
nguoc lai cho gia tri 1a biéu thirc 2. Biéu thirc 1 vabiéu thirc 2 co thé la
hang, biéu thic , chudi, ham khac
Vi du nhap cong thirc =IF(D2>5,"TB","Yéu") trong 6 D3
Néu nhap 6 trong D2 ta c6 két qua Ia"TB"
Néu nhap 4 trong D2 ta c6 két qua la"Yéu"
c. Nhém ham thong ké
+ AVERAGE(s01, s62,...) : Tinh trung binh cdng cla cac s6 trong danh
sach
Vi du: Trong cac 6 B1,B2,B3 chtra lan lgt 4, 8, 3; thi khi d6
AVERAGE(B1:B3)->5
+ COUNT(danh sach céc giatri) : Tra vé s6 6 chira cac gia tri trong danh
sach
Vi du : =Count(2,”ab”,3,-1) -> 3
+ COUNTA(danh sach cac giatri) : Tra vé s6 6 chira cac gia tri trong
danh sach trir nhitng 6 trong
+ Countif(vung di liéu, vung diéu kién) : Bém cac 0 trén vung dii liéu
thod man tiéu chuan trong ving diéu kién
+ MAX(danh sach céac d6i s6) : Tim giatri I6n nhat clia cac gia tri trong
danh sach
Vi du DU liéu trong cac 6 D1,D2,D3 lan I gt 1a5,7,9; trong 6 D4 nhap
cong thirc =MAX(D1:D3) khi d6 D4 bang 9
+ MIN(danh sach cac doi s6) : Tim giatri nho nhét clia cac gia tri trong
danh sach
+ SUM(danh sach cac d6i s6) : Tinh tdng cac s6 trong danh sach
Vi du DU liéu trong cac 6 D1,D2,D3 lan l ¢t 1a5,7,9; trong 6 D4 nhap
cong thirc =SUM(D1:D3) khi d6 D4 bang 21
+ RANK(n, Danh sach cac s0) : tra vé thr bac cla s6 n trong danh sach
céc s6. Ham nay thuong dung dé xép vi thi
d. Nhém ham chubi (Text)
+ LEFT(chudi,n) : cho két qua la chubi con dwoc trich ra tir bén tréi cla
chubi n ky tu
Vi du LEFT("Lé Thi Minh Nguyét",6) bing "L & Thi", LEFT("ABCD" 2)
bang AB
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+ RIGHT(chudi, n) : cho két qua la chudi con dwoc trich ra tir bén phai
clia chudi n ky tu
Vi du RIGHT("Lé& Thi Minh Nguyét",11) bang "Minh Nguyét"
+ MID(chugi, n1, n) : cho két qua lachudi con dugc trich tir vi tri n1, dd
nKky tw
Vi du MID("Lé Thi Minh Nguyét",8,4) bing "Minh" , MID(ABCD,?2,2)
bing BC
+ LEN(chu6i) : Tra lai chiéu dai cta chudi
Vi du LEN("L& Thi Minh Nguyét") bang 18
+ UPPER(chugi) : B6i chudi thanh chir hoa (khdng chinh xéc khi dung
vGi Font tiéng Viét)
Vi du UPPER("Thomas") bang THOMAS
+ LOWER(chu6i) : B&i chudi thanh chir thudng (khdng chinh xac khi
dung véi Font tiéng Viét)
Vi du UPPER("Thomas") bang thomas
+ PROPER(chudi) : D6i chir cai dau tién cla céc tir thanh chit hoa, con
lai la chii thuong
Vi du PROPER("bill gates") bang Bill Gates
e. Nhdm ham ngay gi ¢ (Date & Time)
+ DATE(year, month, day) : Tra vé ngay ing v&i ngay, thang, nam cung
cap trong tham sé.
Vi du Date(2000,10,20) biing 22/10/2000
+ DAY (dit liéu ki€u ngay) : Tralai gia tri ngay cta di¥ liéu kiéu ngay
Vi du DAY ("24/02/2003") bang 24
Chu y: Tham sb ki€u ngay ¢ trat tw ngay - thang - nam tuan theo thiét 1ap trong
Control Panel trong may cua ban. Trwéc khi st dung cac ham cé lién quan dén
kiéu ngay hay kiém tra xem may dang dat trat tv ngay / thang / nam hay thang
/ ngay / nam.
+ NOW() : Trd lai gio hién hanh cla hé théng
+ MONTH(d® liéu ki€éu ngay) : Tré lai gia tri thang cla di liéu kiéu
ngay
Vi du MONTH("8/3/2004") bang 3 (gia st may dang dat ng ay theo trat tu
ngay/thang/nam)
+ YEAR(d® liéu kiéu ngay) : Tra lai gia tri nam cta dir liéu kiéu ng ay
Vi du YEAR("8/3/2004") bing 2004
f. Cac ham tim kiém
+ Ham VLOOKUP(x,bang, cot tham chiéu, cach do) : do tim tri x & cot
bén tréi cla bang, khi tim co thi 1éch qua bén phai dén cot tham chiéu dé Iy tri
trong 6 & do tng voi vi tri clia X + Bang : gobm khéi céac 6, thuong goém
nhiéu hang va nhiéu cot. Cot bén tréi lubn ludn chira cac tri dé do tim céc cot
khéc chira céc tri tvong (ing dé tham chiéu
+ COt tham chiéu : thiv tw cta c6t (tinh tlr trai cla bang tré qua) cot dau
tién cla bang lacot 1
+ Céch do : s6 0 hodac s6 1. Ngam dinh a1
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+NEucachdolal:
- Danh sach & c6t bén trai clia bang phai x€p theo thi tw tang dan
- Néu tri do dung khép véi mot phan t& trong danh sach (khéng
phan biét chir hoa hay la thuong néu 1a chudi ) cho tri latri clia 6 nam trong cot
tham chiéu cung hang vi phan tir nay
+ Néu tridolao:
- Danh sach clia cot bén tréi clia bang khong can phai xép theo thir
tw
- Néu tri do ding khép véi mét phan tir trong danh sach (khéng
phan biét chir hoa hay la thuong néu la chudi ) cho tri latri ciia 6 nam trong cot
tham chiéu cung hang vGi phan tir nay
Vi du : Tinh lvong cho 3 loai cdng khac nhau , biét riang s tién cho tirng loai
cong lao dong la: Loai A : 20000, loai B :10000, loai C : 5000. Tién lvong dugc
tinh theo cong thirc tien=s6 cong * s6 tién 1 cong
Ta chon 6 E6 nhap cong thirc =VLOOKUP(E6,$A$1:$B$3,2,1)*D6 Copy cong
thirc nay xudng 6 E7, E8, E9 ta c6 két qua & cot TIEN nhu bang :

A B C |D |E
1 A 20000
2 B 10000
3 |C 5000
4
5 |TT Ho TéN L Oal S6 CONG TIEN
6 |1 Tuén A 10 200000
7 |2 Anh B 12 120000
8 |3 Lan C 18 90000
9 |4 Minh B 20 200000

Chuy : trong cong thirc ta dung dia chi tuyét d6i $A$1:$B$3 dé dam bao dia chi
nay khong thé thaqy ddi trong qua trinh Copy
+ Ham HLOOKUP(x,Bang,Hang tham chiéu, cach do) : Do tim tri x &
dong trén cung cua bang khi tim c6 thi léch xuéng dong dwéi dén dong tham
chiéu cla bang dé lay tri trong 6 do tng Vi vi tri clia x
+ Bang : gom khdi cac 6, thuwdng gom nhiéu hang va nhiéu cot. Dong trén
cung ludn ludn chira cac tri dé do tim cac dong khéc chira cac tri tvong (ng dé
tham chiéu
+ Dong tham chiéu : thv ty cta dong (tinh tlr trén cla bang tré xubng)
dong dau tién clia bang ladong 1
+ Céch do : s6 0 hodc s6 1. Ngam dinh a1
+NéEucachdolal:
- Danh sach & trén cling ctia bang phai xép theo thi tv tang dan
- Néu tri do dang khép véi mot phan tir trong danh sach (khong
phan biét chit hoa hay Ia thudng néu 1a chudi ) cho tri l1a tri ctia 6 nam trong
dong tham chiéu cung cot v&i phan ti nay
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+ NEu tridolao:

- Danh sach clia dong trén clia bdng khong can phai xép theo thir tw

- Néu tri do dung khép véi mot phan t& trong danh sach (khong
phan biét chit hoa hay la thuong néu 1a chudi ) cho tri latri clia 6 nam trong
dong tham chiéu cung cot voi phan ti nay
Vi du : Tinh luong cho 3 loai cong khac nhau , biét riang s tién cho tirng loai
cong lao dong la: Loai A : 20000, loai B :10000, loai C : 5000. Tién | wvong dugc
tinh theo cong thirc Tién=s6 cong * so tién 1 cong
Tachon 6 E6 nhap cong thirc =HLOOKUP(E6,$A$1:$C$2,2,1)*D6 Copy cong
thirc nay xudng 6 E7, E8, E9 ta cd két qua & cot TIEN nhu bang :

A B C D |E
1 A B C
2 20000 10000 5000
3
4
5 TT Ho TéN LOal S6 CONG TIEN
6 1 Tunhan A 10 200000
7 2 Anh B 12 120000
8 3 Lan C 18 90000
9 4 Minh B 20 200000
Bai tap:
1. M6& bang tinh méi va nhap di¥ liéu vao Sheetl bao gom cac muc nhuw
hinh.
AYERAGE > X & =VLOOKUPDS 50513 5E515,2:0)
A B | ¢ | D | E | F | 5 | H
3
4 |STT Ho va ten Nim sinh| Chitc va |Hé sé lu'o’ng| Phu cap clitc \1_1”
5 1|L& Binh Thao 1960]5idm déc 4| =vLOOKUP(DS: §0513 §E518.2:0)
G 2[{Bidi Trung Thanh 1963 |Phi Giam déc 42
7 3|Mguyén Manh Tudn 1972[Phd phing 35
g 4|Mguyén Phong Hai 1979 Trur&ng phang 38
9 5{B&ng Wan Hoang 1960|Phé Giam dic 339
10 B[LE Thi Thu 1981 [Mhin vién 2,34
11 7 [Pharm Trong Thsfmg 19584 |Mhan vién 21
12|
(13 Clute vu Phu cap
14 | Gidm dac 200.000
| 15 | Pha Giam dic 150.000
| 16 | Treérng phing 120.000
| 17 | Phi phang 100.000
15 Nhén vién 0

2. Bang db6i chiéu dwgc nhap trén cung trang bang tinh trong vung 6
D13:E18 gbm c6t chirc vu va phu cép.

3. Thuc hién dién phu cap vao bang lvong chinh mot cach ty dong tai 6
F6 theo cong thirc =VLOOKUP(D5;$D$13:$E$18;2; 0).
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Gidi thich cong thirc VLOOKUP(D5;$D$13:$E$18;2; 0) nhv sau:

- Vung giatri timkiém lagiatri tai 6 D5

- Vung bang déi chiéu la$D$13:$E$18, véi dia chi tuyét doi.

- Cot tra lai két qua lacot thi 2 trong bang doi chiéu — cot phu cap.

- Cudi cuing sB 0 cho biét khong can sap xép cot dau ti én trong bang déi
chiéu theo trat tu gia tri tang dan.

4. Cubi cung la sao chép cong thirc tai 6 F5 dén cac 6 dudi.
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BAI 5: BIEU DO, DO THI

Tu dong vé biéu do la mot chirc nang duoc wa thich nhéat ctia bang tinh
Excel. Céc biéu do, do thi la nhitng hinh &nh minh hoa rét truc quan, day tinh
thuyét phuc. Nguoi xem rit ra ngay dwgc nhitng két luan can thiét tlr cac biéu
d6, d6 thi ma khéng can giai thich. Ngoai ra ching ta dé dang tao ra nhiéu kiéu
biéu do, d6 thi khac nhau dwa vao nhitng so liéu trén bang tinh hién hanh. Excel
con cho phép thay ddi cach trinh bay, diéu chinh dudng truc, duong biéu dién,
thém ghi chu...

1. Tao céc kiéu biéu do, do thi khac nhau
BOi den vung di liéu can lap biéu do
Céch 1: Nhay vao biéu tvong Chart Wizard trén thanh cong cu.

Céch 2: Nhap chudt vao menu Insert -> Chart -> xuét hién hop thoai
Chart Wizard.

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types | Cuskorn Types

Zhart bype: Chart sub-kype:

ol ECEI ~ m

o il
|ﬁLine

¥ ] Pie

. Y (Scatter) ﬂ
@y Doughnut L4 Illlll,
@r Radar

@ Surface

8 Eubble w

Clustered Column, Compares values across
cateqories.,

[ Press and Hold ko YWiew Sample ]

[ mext> |[ Enmsh |
Hinh 29. Chon kiéu biéu do hay do thi

Chon kiéu biéu do (VD: Biéu do hinh cot dirng) -> Next chuyén sang
budc tiép theo -> Next chuyén sang budec tiép.
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Chart Wizard - 5tep 3 of 4 - Chart Options

Titles Axes Gridines | Legend | Datalabels | Data Table

Chart title:
THU MUA LLICTG THLIC THU MUA LUT'NG THULC
Category (%) axis: 120
100
Yalue () axis: @ a0 []
= S Okhs 1
S0 LUCMG g 60 4 — B Kho 3
-ﬂ - O Kho 3
20 4 —
L _ _
i | il i 1l
[ Cancel ] [ < Back “ Mext = ] [ Finish ]

Hinh 30. Thém tiéu dé chung va tiéu dé truc ngang, doc

- GO tiéu dé cho biéu do vao dong Chart title.

- GO tiéu dé truc Y vao trong 6 Value (Y) axls.

- Nhén nGt Next dé chuyén sang bwéc chon noi dat biéu do, do thi, chon
Sheet2 trong 6 Asobject In.

- Nhan ndt Finish dé két thuc.

2. Sira doi biéu do, do thi

2.1 Thém tiéu dé, chd thich y nghta cac truc do thi

& Thém tiéu dé

- Nhap phai chuét vao vung tréng trong do thi lam xuét hién hop Iénh,
chon Iénh Chart Option.

B[ ¢ [ b [ E [ F [ 6 [ H
4
5
5 THU MUA LUFONG THUC
7
B 150 x .
? g 7| Format Plot Area. .,
10 5. 100 4
11 5 E Chart Type...
12 E)I a0 Source Data.,.
13 n | _
14 0% . ; [ Chart Options. ..
15 ci | i |l »| Location. ..
18 3-D Wiew. ..
17
18 Chart Windov
4 4 » M}y Sheetl / Sheet2 ' Sheet4  Sheet] Clear

Hinh 31. Phai chudt chon Chart Options dé chinh sira do thi  1& mai
hodc chinh stra lai tiéu dé.
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- Nhan OK d€ két thuc.

& Chu thich y nghTa cac truc do thi

- Nhap phai chudt vao vung tréng trong do thi lam xuét hién hop Iénh,
chon Iénh Chart Option.

- Trong hop thoai Chart Option, chon thé Legend sau do tich vao 6
Show L egend (hién thi chi thich).

- Trong muc Placement, chiing talwa chon ché do hién thi chd thich (trén,
dwdi, trai, phai...)

- Nhan OK d€ két thuc.

& X6abd tiéu dé, chu thich

- Nhép chudt chon tiéu dé hay cha thich.

- Nhan phim Delete dé xo6a bo.

2.2 Hién thi di? liéu kem do thi

Trong nhitng trdng hop ngudi dung mudn di liéu co sé phai di kém
cung vai biéu do thi thuc hién thao tac sau:

- Nhép phai chudt v&o ving tréng trong do thi lam xuét hién hdp Iénh,
chon Iénh Chart Option.

- Trong hdp thoai Chart Option, chon thé Data Table sau d6 danh dau
chon vao 6 Show datatable.

- Nhan OK d€ két thuc.

Titles Bxes aridines | Legend | Datalabels | Data Table
[¥]Show data table!
........................................ THU MUA LUONG THUC
Show legend kewvs
120
g M
= 0 1 [] O khe 1
2 & 4 - B Eho 2
-l
B a0 4 || O Kho 5
20 4 ||
I:l T - - -
Rui | G 1l Gr 1
o Khs 1 B 5 &
BEho 2 &3 E5 EQ)
OKhe 3 33 &5 i
[ ik ] [ Cancel

Hinh 32. Hién thj di liéu kém do thi
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BAIl 6: HOAN THIEN TRANG BANG TINH VA IN AN
1. Thay dai Ié clia trang in

- D& thay d6i 18 cla trang in ta nhap chudt vao File -> Page Setup...->
Chon thé Margin.

Page Marglns Header/Footer Sheet
2,5 £ 1,3 £
Options. ..
Left: Right:
1,9 = 1.9 B
Bokkorn: Fooker:
2,5 S 1,3 S
Center on page
[] Horizonkally [] wertically
[ (0 ][ Cancel ]

Hinh 33. Thé Margin — thiét dat Ié cho trang bang tinh

Trong thé Margin co cac hdp thoai sau:

+ Top/Bottom/L eft/Right: DE thiét 1ap khoang cach Ié trén/duwdi/trai/phai
clia trang in. Thong thwang, don vi do la Inches. Co6 thé nhap gia tri truc tiép
vao 6 hodc sir dung mii tén I1én xubng dé tang giam khoang cach.

+ Header: Thiét lap khoadng cach danh cho vung dau trang.

+ Footer: Thiét 1ap khodng cach danh cho ving chéan trang.

+ Center on page: Can chinh dit liéu vao gitra theo hai chiéu.

» Horizontally: Chiéu ngang trang in.
» Veritically: Chiéu doc trang in.

C6 thé nhan vao nat Print Preview dé xem cac thiét dat trén dwoc ap
dung vao tai liéu nhu thé nao. Nhan vao ndt Print néu muén in ngay, nhan vao
ndt Options néu muén thay doi thong s6 clia may in.

2. Thay doi trang in

- Nhap chubt vao File -> Page Setup...-> Chon thé Page. Thiét dat céac
thong so sau:

- Muc Orientation: Cho phép thay do6i hwdng trang in

> Portrait: In theo chiéu doc clia trang giay.
» Landcape: In theo chiéu ngang cla trang gidy.
- Muc Scaling: Cho phép thay doi ty I¢, kich thwéc ndi dung trang in.
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> Adjust to: C6 thé phong to hodc thu nhé ndi dung theo ti Ié phan
tram so v&i kich thuéc chuan 100% ban dau.
- Muc Paper size: Cho phép chon kho gidy (A3, A4, Letter,...)

- Nhan OK dé két thuc.

3. Chinh stra dé in vlra trong so trang dinh tr wéc

- Néu mudn thu nhd ndi dung dé in trong mot trang ta thwc hién nh v sau:
+ Vao menu File -> Page Setup...-> Chon thé Page.
+ Trong hop chon Fit to, gd s6 1 va xbéa bd gia tri trong 6 bén phai. Khi
do, tat ca dir lieu trong mot bang tinh, d0 nhiéu hay it, déu duoc sip xép dé chi

in ramot trang gidy.

Scaling
(7 Adjust ko: |100 3 % normal size
(%) Fit by |1 % | pagels) wide by

Y
= kall

Hinh 34. B4t Fit to bang 1 dé in ndi dung trong 1 trang

- Twong tw nhu vay ta c6 thé can chinh dé cho in vira s6 trang nh v mong
muén (VD: Mudn in tong so 1a5 trang, tacling chi viéc g6 sd 5 vao hdp chon Fit

to).
4.1n an

Nhap chon thuc don 1énh File -> Print hodc bdm t8 hop phim Ctrl + P

lam xudt hién hop thoai.

Printer

Mame: | HP LaserJet 2300 Series PCL 6 v

Status: Idle =——

Type: HP LaserJet 2300 Series PCL &

Where: DOT4_001

Camrent:

[ Prirk ko File

Print range Copies

®al Mumber of copies: |1 &

() Pagefs)  From: ol To %

Print what ﬂ@ ﬂ@ Callate

() Selection ) Entire workbook

©ifctive sheet(s)
o] oo

]

Hinh 35. Hop thoai Print

& Chon may in: Trong muc Printer, nhan vao 6 Name dé chon may in.

£ |ntoan bd bang tinh:
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M6t bang tinh gdm nhiéu trang bang tinh, mdi trang bang tinh lai chira dir
liéu doc lap voi nhau, vi vay can than trong khi thuc hién thao tac nay, tranh
|&ng phi gidy.

- Trong phan Print What, nhan chon Entire workbook.

- Nhén nat Preview dé xem lai c4c trang sép in.

& |ntoan bd trang bang tinh hién hanh

- Trong phan Print What, nhan chon Active sheet(s).

- Trong phan Print Range, nhan chon vao All.

- Nhén vao nuit Preview dé xem lai cac trang sap in.

& |n mo6t vung 6 dinh trwéc

DEé in mot phan trang bang tinh hién hanh (VD: M6t day cot, vung 6...),
chon ving 6 dinh in (s dung phim Shift va Ctrl ho trg thao tac chon) truéce khi
md& hop thoai Print.

- Trong phan Print What, nhan chon Selection.

- Nh&n vao nut Preview dé xem lai cac trang sap in.

& In mot phan trang bang tinh

Trong mot trang bang tinh ma ta c6 10 trang nhwng ta chi muén in tir
trang 2 dén trang 5 thi talam nhu sau:

- Trong phan Print Range, nhan chon vao Page(s).

» GO sb thi tw trang mudn in dau vao 6 From, s6 thi tu trang in cudi
vao 0 To

» Trong trwdng hop chi muén in ra mot trang thi gd s6 thiv tu to dé
vao ca hai 6 From vaTo.

# |In bang tinh ra nhiéu ban

- Chuling ta c6 thé dat s6 ban in sé in ra gidy trong phan Copies chon 0
Number of copies.

- Thuong lamay mac dinh lain hét ban in nay dén ban in khac (nhan chon
Collate)

- Néu muon in song song cac trang gidbng nhau thi bdé chon trong 6
Collate.
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