Mt so thao tac co ban trong Excel 2007, 2010

Cap nhat ngay 14/12/2015

Pit muc tiéu > Quan sat > Chon d6i tweng > Chon viéc > Hanh dong!

O (Cell)

Hang tiéu dé cot
Cot tiéu d& hang
bia chi cot

Dia chi hang
biachi 6

Dia chi twong ddi
Dia chi tuyét dbi
Dia chi hon hop
Thé cong thuc
Thé dit lidu
Thanh thé Sheet
Poan (0)

Khdi (6)
Mién/Ving (6)
Trang (tinh)
Quyén (sb tinh)
Text

Ham (Function)
Chart

Design

Legenda

Biéu thirc

2.-

G0 phim Home
PageUp/Down
GO Alt+Enter
GO Ctrl+Home
Go Ctrl+End
GO phim Delete

Khoi dong

Thoat Tai liéu
Thoat khoi Word
An/hién Ribbon
Mo¢ 1 thé Ribbon
Dit lai tiéu chuén
va dinh dang

Kich hoat Unikey

bat ma Unicode

1.- Quy wéc Thuat ngir va Ki hiéu co ban gan nhw Word
Giao cua mot cdt va mot hang.

Hang ngay phia trén ciia ving dit liéu, gdm chir cai A, B, C, ..., XFD.

Cot ngay bén trai cia ving dit liéu, gdom chir s6 ty nhién 1, 2, 3, ..., 1.048.576.

La mot [vai] chir cai.

La mot sb tu nhién.

Ghép tén cot trude voi tén hang. Xuat hién bén trai thanh Dia chi - Cong thirc.

Khi quét thi dia chi nay ciing chay theo, gia tri ciia 6 d6 s& bi thay doi.

Pia chi duoc léy ¢b dinh 6, cot hodc hang. Du con tré quét di dau ciling khong bi thay doi.
Chi c6 phan cot hodc phan hang 1a tuyét dbi.

Formulas, nim ¢ thanh thé Ribbon.

Data, nim & thanh thé Ribbon.

GOm céc tén ban dau cta cac sheet. Bén trai ¢ cac nat chuyén sheet, bén trai 1a thanh truot.
Nhiéu 6 lién tiép thang hang (ngang/doc).

Céc 6 nam trong mot hinh chit nhat. Mot 6 ciing coi nhumot khoi.

Hop cua [mot] vai khdi 6.

Wordsheet, 1a mot trang trong quyén so tinh. Goi tit 1a Sheet.

Workbook gém tat ca céac trang tinh, tao thanh mot File excel.

Van ban

Khi ¢ du dbi sé thoa man diéu kién thi né tra lai gi4 tri ma no tinh sin theo cong thirc xac dinh.
Biéu d6 dé biéu dién di liéu bang dd thi/hinh anh theo ddi truc quan.

Thiét ké.

Chu thich.

Mot hiang/bién s6 (dia chi 6 dir liéu)/ham lién két lai nho cac phép toan/ham...

Quy wdéc go van ban gan nhw Word (khi con tré dang hién)
V& 6 dau dong (néu khong hién con tro soan thao) // V& dau dong trong 6 (néu thay con tro).
Pua con tro vé vé trang trudc/sau khi con tré khong hién.

Pua con tro xudng dong trong 6 khi con tré dang hién.

Dé chuyén 1én dau tai ligu khi con tro dang hién.

Dé chuyén xudng cudi tai liéu khi con tro dang hién.

Pé Xoéa van ban trong 0, trén hang hay cgt da chon // Xo6a File khdi Folder dua vao sot rac.

3.- Thao tac chuan bi tac dong toan Workbook
Néu thay Biéu tugng Excel bat ky trén Desktop thi kich hoat ngay.
Trai lai: Vao Start > Programs > Microsoft Office > ... Excel > Send to Desktop > ...nt...
Nhay Close (ddu x nhé dudi goc phai trén ¢ thanh Cong cu).
Nhay Close (goc phai-trén) ¢ thanh Cong cu // Chon menu File > Exit Excl // G& Alt+F4.
Go Crtl+F1.
Nhay vio cudng thé twong tmg.
Vao Control Panel > Regions and Language > O Format chon Vietnamese,
va & Location chon Vietnam, trir khi ra nwéc ngoai phai chon khéac cho ph hop nhét!

Tim file Unikey > Kich hoat > Nhay nat M& rong > Panh déu kiém vao Vietnamese Interface
va Khéi dong ciing Windows, bo cac ddu kiém con lai > Nhay nit Pong.
Chu y: Néu thiy ViétKey ciing c6 mit thi phai Dong no lai dé khong bi xung dot.

Nhip phai niit E hodc V ¢ khay Hé thong > Danh diu Unicode dung sin.



bat ma TCVN3
Dit kiéu gd Telex
Dit s6 tai ligu
soan gan day

Tao tai liéu moi

Mo tai liéu cii
Luu véi mat khau

Dit ché d6 xem
tai liéu

Pit cic miu
van ban

Thiét lap trang in

Dbat do doi

(dé nhin cho 1)
Ché do xem dep
Ché d6 xem 2
trang

Nhap phai nit E hodc V & khay Hé thong > Danh dau TCVN3 (ABC).

Nhap phai niit E hodc V & khay Hé théng > Chi vao Kiéu g& > Chon Telex.

Chon menu File > Excel Options > Advanced > d¢én muc Display > Nhap s6 files vao Show
this number of Recent Documents >OK.

GO0 Ctrl+N // Chon menu File > New > Blank Workbook > Create.

G0 Ctrl+O // Chon menu File > Open > Tim trén cdy thu muc dén thu muc chira tai liéu > Open.
// Nhin vao Recent Documents xem c6 thdy tén File cin mé khong rdi kich hoat né.

Chon menu File > Save As > Tools > General Options > Dt cac mat khau (dé mo/dé stra),
khing dinh > OK.

Chon thé View, nhom Workbook View > Thtr c4c kiéu xem! Binh thuong chon:

Ché d6 dan trang in (Print Layout) / Nhém Zoom > Dit s6 phan trim. Thuong dat 125%.
Chon thé¢ Home, nhém Styles > Hiy thi nghiém xem timg mau! Thong thudng chon mau
Normal (Binh thuong).

Chon thé Pag Layout, nhom Page Setup > Margin: dé thiét 1ap 1&

trai/phai/trén/dudi/co gay khong (bao nhiéu cm); Orientations: Chiéu gidy;

Size: C& gidy, binh thuong dé A4; Columns: Dé chia cot bao; Line Numbers: Dé danh s6 dong, ...
Chu y: Can chi tiét hon thi chon Options phia dudi.

Chon thé View, nhom Zoom > Thir cac kiéu xem! Binh thuong chon: 125%

// O Win7 tr& 1én: Gitr phim Ctrl, vé chudt 1én/xudng dé xem to 1én/nho di.
Chon thé View, nhom Zoom > One Page dé xem binh thuong // Page Width.
Chon thé View, nhdém Zoom > One Page dé xem binh thuong // Two Pages dé
xem hai trang lién nhau.

3.- Thao tic cac O, Cot, Hang, Poan, Khoi, Mién va Trang

Chon mot [vai] 6
Chon khdi &

Chon vai khoi

Chon doan 6

Chon nhiéu cot
lién tuc

Chon nhiéu hang
lién tuc

Chon nhiéu cot
khong lién tuc

Chon nhiéu hang
khong lién tuc

Chon toan Sheet
Copy [vai] cot

Copy [vai] hang
Chuyén [vai] cot

Chuyén [vai] hang

Chén mot cdt mdi

Quét (bdi den) cac 6 can chon.

Quét (bdi den) vai 6 dau khdi, tay trai gitr Shift, tay phai dung chudt nhay vao 6 cudi khbi
// Quét tir goc cua khbi dén goc ddi dién (chéo).

Dung chudt quét (bdi den) mot khdi can chon > Giir ctrl > Chon tiép cac khbi khéc.

Quét (bdi den) vai 6 dau doan, tay trai giit Shift, tay phai dung chudt nhay vao 6 cudi doan
// Quét tir dau dén cudi doan.

Pua chudt 1én hang tiéu d8 cot > Quét tir trai sang phai dén hét cac cot can chon

// Nhap tiéu d& cot dau > Giir Shift > Nhép tiéu dé cot cudi.

Dua chudt ra cot tiéu dé hang > Quét tir trén xudng dudi dén hét cac hang can chon

// Nhip tiéu d& hang dau > Giir Shift > Nhép tiéu dé cot cubi.

Pua chudt 1én hang tidu dé cot > Quét tir trai sang phai dén hét cac cot can chon

> Giit Ctrl > Chon tiép...

Dua chudt ra cot tiéu dé han > Quét tir trén xubng dén hét cac hang can chon

> Giir Ctrl > Chon tiép. ..

Nhay chudt vao van ban > G& Ctrl+A // Nhay vao giao ctia hang tiéu dé cot va cot tidu dé hang.
Chon cac cot > Nhép phai, chon Copy > Tim ti€u dé cot noi can chén >

> Nhap phai, chon Insert Copied Cells.

Chon cac hang > Nhép phai, chon Copy > Tim ti€u dé hang noi can cheén >

> Nhap phai, chon Insert Copied Cells.

Chon cac cot > Nhép phai, chon Cut > Tim tiéu dé cot noi can chén vao >

> Nhap phai, chon Insert Cut Cells.

Chon céc hang > Nhép phai, chon Cut > Tim tiéu d& hang noi can chén vao >

> Nhap phai, chon Insert Cut Cells.

Tim tiéu dé cot noi can chén > Nhép phai, chon Insert.

Chén mot hang mé Tim tiéu dé hang noi can chén > Nhép phai, chon Insert.



Chén n cot méi
Chen n hang méi

Khir lodn voan
Huy chon

banh thong doan
B6 danh thong
Chinh kiéu
duong vién

Chinh mau nén va
mau duong

Can chinh van ban
trong 6

Xoa bo [vai] cot
Xoa bo [vai] hang
Che gidu [vai] cot
Xem cong thic

Chon n ¢t trdng > Nhép phai, chon Copy > Tim tiéu dé c6t noi can chén >

> Nhap phai, chon Insert Copied Cells.

Chon n hang > Nhap phai, chon Copy > Tim tiéu dé hang noi can chén >

> Nhap phai, chon Insert Copied Cells.

GO phim Esc.

Nhay vao mot 6 bat ky khac & ngoai ving da chon.

Thé Home, nhom Alignment > Nut Merge & Center.

Thé Home, nhom Alignment > Nt Merge & Center.

Céch 1: Chon th¢ Home, nhém Font > Chon nit tam giéc chi xudng

& canh khung ctra s6 > Chon mau thich hop.

Céch 2: Nhap phai, chon Format Cells > Chon mau khung/dudng thich hgp (Xem Preview
bén phai, c6 thé gip miu duong tha vao hinh miu & Preview, hay thao g& dudng nao do
& Preview bang cach nhay vao n6) > OK.

Nhap phai, chon Format Cells > Chon mau nén (Fill) va cong thirc (Patterns) thich hop
(Xem Preview bén phai) > OK.

Nhap phai, chon Cell Aligment > Chon mAu (trai, giira, phai, can ddi theo chiéu ngang/doc).
Chu y 1am nhu dinh dang ki tu/doan trong Word.

Nhap phai, chon Delete / G phim Delete.

Nhiap phai, chon Delete / G5 phim Delete.

Nhap phai, chon Hide.

Nhay dup vao 6 // Nhay don vao 6 va nhin két qua trén hop cong thirc.

Che gi4u [vai] hang Nhap phai, chon Hide.

Bo che gidu

Stra 6 rong cot

Stra @6 cao hang
Sép xép dit liéu

T6 mau nén/chit
& cot, hang, khoi
Tim kiém

[va Thay thé]

Loc dit li€u theo
gié tri can hién
Thoi khong loc
Truy cép dir li¢u
Nhéan biét nhap

sai kiéu dir liéu

Ty dién di liéu

Copy ngi dung 6

Copy cong thirc
khong c6 dau =

Chon viing c6 chita cot/hang bi an . Nhip phai, chon Unhide.

Kéo tha dudng bién! // Nhip phai tiéu dé cot > Chon Columm Width > Dit s6 vao > OK

Kéo tha duong bién! // Nhip phai tiéu dé hang > Chon Row Height > Pit s6 vao > OK

Chon thé Data, nhém Sort & Filter > Nhay ntit Sort > Chon Colummn, Values, Smallest to Largest
hay Largest to Smallest > OK. Céc gia tri & cac cot khac ciing thay dbi theo.

Chon thé Home, nhom Font > Nhay mili tén tam giac d6 xuéng & nat mau nén/chit > Chon mau
nén/chit minh mudn.
Chon thé Home, nhém Editing > Find > G0 tir khoa (nén Copy & van ban va Paste vao)
> Lap diéu kién tim & More, cach tim & Reading hightlight, ving tim ¢ Find in > Next.
Néu cén thay thé thi nhay Replace gb tir mau vao > Sau d6 c6 thé tim dan/thay dan/tim
thay thé tat ca!
Chon tit ca cac cot > Thé Data, nhom Sort & Filter > Nut Filter > B ddu kiém & Select
All > Danh diu kiém 6 cac gia tri cAn hién > OK.
Khi d6 chi cac ban ghi theo yéu cau s& hién ra.
Chon tat ca cac cot > Thé Data, nhom Sort & Filter > Nt Filter (dang bi t6 miu).
Nhay dap vao 6 dé dua con tré van ban vao dé nhap, stra, dinh dang.
Dua vao dic diém kiéu dit liéu khi vira nhap (chua dinh dang):
Néu 14 dir liéu s6 thin6 ty dong can 18 phai
Trai lai no tu dong cén 18 trai.
* Nhay 6 chtra dit liéu s6 doc 1ap, kéo tha goc phai dudi sang trai/phai thi 6 méi s& dugc ty dién:
Néu 1a s6 nguyén/thyc thi sé tu dién s& gidng s6 6 trude,
Trai lai, n6 s€ dugc tang 1én mot don vi (ké ca cac dang dir liu s6 khac nhau).
* Quét 2 6 chra dir liéu s6 doc lap, lién cot/hang, kéo tha goc phai dudi
sang trai/phai thi 6 bén canh s& dugc tu dién mot sé méi theo quy tic cap sd cong.
* Nhay 6 chtra dit liéu 12 két qua tinh toan theo mot cong thirc (Formulas), kéo tha goc phai dudi
sang trai/phai thi 6 méi s& duoc tinh todn theo ciing cong thirc nhur 6 mau.
* Chon khéi 6 > Nhan biéu thirc trén thanh cone thitc. e& Ctrl+Enter thi mav tu done 14n dav khéi!
Céch 1. Nhay dap vao 6 > Quét lay dir liéu > Nhap phai, chon Copy (dé dan di dau do).
Céch 2. Nhay don vao 6 > Pua chudt 1én hop cong thirc > Quét lay dir lidu > ...
Céch 1. Nhay dap vao 6 > Quét liy cong thirc trir ddu = > Nhap phai, chon Copy (dé dan di dau do).
Céch 2. Nhay don vao 6 > Pua chudt 1én hop cong thirc > Quét 1iy cong thirc trir ddu=> ...



Pinh dang text

Cin 1& van ban
Dinh dang 6 )

Nhap s6 bat dau 0
Tinh gia tri 6

Chon thé Home, nhom Font > Tir ddy c6 thé chon Font, C& , Mau chit, Mau nén, Béo/Gay, Gach chan/Bo
gach chan // Nhap phai, chon Format Cells > Thé Font > ... > OK.
Bold (béo), Italic (nghiéng), Underlin (gach chan), Effect (hi€u tng): StrikeThrough, Shadow, ...

Chon thé Home, nhom Alignment > T ddy c6 thé chon vi tri vin ban trong 6.
Nhap phai, chon Format Cells > Thé Number // Thé Home, nhém Number >
Nhay nat miii tén den tré xudng > Ta thdy c6 12 dang sb:

* General (thong thuong).

* Number (s0): s6 thuc (thap phan), s6 nguyén,...

* Currency (tién t¢): P06 la, Bang Anh, Yén Nhat, ...

* Accounting (ké toan)

* Date (ngay thang): Nhiéu dang thé hién theo nhiéu nuc khac nhau...

* Time (thoi gian): Nhiéu dang thé hién theo nhiéu nuéc khac nhau...

* Percentage (phan tram).

* Fraction (phan sd).

* Scientific (khoa hoc).

* Text (van ban): Dang ki tu va xau ki tu.

* Special (ngoai 1¢).

* Custom (tiy bién).

> Ta chon dang thich ho‘p r0i dinh dang thém cho phti hop.

VD: Ngay thang theo kiéu Viét Nam DD/MM/YYYY ngu(n ta hay dung theo France (Belgium).

r-ru-mur\A\ . TN 1 3R A 1 A,

Gd dau nhay va viét s6. VD: '0904070637 // Dlnh dang la text truoc khl 20 s0.

Gd du bang = <biéu thirc>. Nhé hoc ki cach dung cac Ham trude khi dung, kéo oan gia!

Tinh tong truc tiép Chon doan 6 can tinh tong > Liy them mot 6 nita > Nhay vao nut sigma trén thanh cong cu.

Sao chép dir liéul] Nhip phai, chon Copy // Nhip nut Copy trén thanh Céong cu ¢ thé Home // Ctrl+C.
Cit (Cut) dir liéul] Nhap phai, chon Cut // Nhip nit Copy trén thanh Cong cu & thé Home // Ctrl+X.

Dan binh thuong
Dan dac biét

K¢ khung cac 6
T6 mau nén cac &
Chuyén ma
TCVN3/Unicode,
Sao dinh dang

0, cot, hang

Sao dinh dang
nhiéu lan

K¢é khung khéi

Sao dinh dang
Sao dinh dang
nhiéu lan
Thiét lap In
van ban

Xem trudc khi in

Déi tén sheet
Xo6a mot sheet

Nhiap phai noi can dan vao, chon Paste.

Nhép phai noi can dan vao, chon Paste Special (néu mudn 1dy toan b thong tin All ciia 6 mau)
// chon Paste (néu mudn ldy mot truong cta thong tin: Formulas (Cong thirc), Values (Gia tri),
Formats (Pinh dang), ...

Nhap phai, chon Format Cells > Borders > ... . OK.

Nhiap phai, chon Format Cells > Fill > ... . OK.

Chon phan vin ban > Copy > Crtl+Shift+F6 > Chon mi ngudn va mi dich > Panh dau kiém

& Chuyén mi Clipboard > Chuyén ma > OK > Péng > Paste > D6i Font & mi méi.

Quét 6, cot hodc hang mau > Chon thé Home > Nhay don Chéi > Quét khdi can dinh dang.

Quét 6, cOt hoac hang méau > Chon thé Home > Nhay dap Chéi > Quét lan luot cac khoi

(6 nhiéu noi) can dinh dang theo miu > Nhay vao nat Choi dé tra Choi.

Chon thé Home, nhom Font > Nhay mili tén tam giac d6 xudng > Chon mau // More Borders >
> Chon méau khung, mau,... don, kép, chdm chim, ... > OK

!/ Nhép phai, chon Format Cells > Borders > ... . OK.

Quét khdi miu > Chon thé Home > Chéi dinh dang > Quét khdi khac can dinh dang. (]

Quét khdi miu > Chon thé Home > Nhay dup Chéi dinh dang > Quét lan luot cac khoi

(6 nhiéu noi) can dinh dang theo miu > Nhay vao nat Choi dé tra Choi.

Vao menu File > Print > Dit cac ché do tiy y: In tét ca cac trang (All Pages), In trang hién thoi
(Current Page), ..., > OK.

Chi in trang 1¢ (Print: Only Odd Pages); Chi in trang chin (Print: Only Even Pages), ... . OK.
Khi lam viéc v4i may in s€ hoc héi thém!

Vao menu File > Print > Print Preview > ... > Close Print Preview.

4.- Thao tac véi thé Sheet

Nhiap phai, chon Rename > Gb tén goi nhd ding quy céach.
Nhip phai, chon Delete.



Chén thém sheet
Di chuyén sheet
Hién phan khuat
Mo sheet bén trai
Mo sheet bén phai
Mo sheet trai nhat

Nhap phai, chon Insert > OK.

Kéo tha sheet dén vi tri méi.

Kéo tha thanh truot & thanh thé sheet.

Nhap nit Tam giac quay dinh sang trai khong co vach.
Nhap nit Tam gidc quay dinh sang phai khong c6 vach.
Nhap nit Tam giac quay dinh sang trai vach doc.

Mé sheet phai nhat Nhap nit Tam giac quay dinh sang phai vach doc.

Copy sheet

Nhay phai vao giao ctia hang tiéu dé cot voi cot tiéu dé hang, chon Copy > Md sheet (dich)
> Nhay phai vao giao ctia hang tiéu d& cot voi cot tiéu dé hang, chon Paste/Paste special
(néu chi mudn copy mét tinh nang: Formulas, Farmat hay Values...)

5.- Chén minh hoa vao Sheet, g?ln nhuw Word, c¢6 thém chén Biéu do

Xt ly d6i tugng
X6a dbi tugng
Chén anh tir File
Chén anh nghé
thuat

V¢ hinh hinh hoc

C6 két nhiéu hinh
G& b6 cb két hinh
T6 mAu nén hinh
Chén duong link

Chén Text Box
(hop van bén)
Chén Word Art
(chir ngh¢ thuat)
Chén biéu d6
(quy tic chung)
Chon vung dir li¢u
Chon loai biéu d6
Dan canh biéu d6
Chon noi dé b.dd
Stra thanh phan
Thay dbi thiét ké
Thay dbi kiéu
Sira tiéu dé

Stra chu thich
Stra van ban
Khung vién

Mau sic nén
Mau sic khung
Mau sic chir
Mau sic vién chir
Sao chép biéu dd
Di chuyén biéu d6

Chu y cua viéc
chén ham

Nhu trong Word: Nhip phai dbi trong da chén > Chon Format ... > Chon viéc > ... [ok].

Nhay dbi tugng > G6 phim Delete.

Chon thé Insert, nhém Illustrations (Minh hoa) > Picture > Tim anh cin chén trong méay > Insert.
Pé chén mot hinh anh nghé thuét (Clip Art) vao tai li€u: Chon thé Insert, nhoém Illustrations
(Minh hoa) > Clip Art > Nhay vao Go & muc Search > Tim anh cin chén trong méay > Insert.
Chon th¢ Insert, nhom Illustrations (Minh hoa) > Shapes > Nhay vao mau >

> Quét chudt chéo & gﬁn noi can chén ta thu dugc hinh cn v& > Bién tdp nhu hinh/anh.

Chon mét hinh, giit Ctrl chon cac hinh khac > Nhap phai, chon Grouping > Group.

Chon hinh can g& ¢6 két > Nhép phai, chon Grouping > Ungroup.

Chon hinh > Nhap phai, chon Format Shape > Chon muc, miu tuong tmg > OK.O

Chon van ban > Nhép phai, chon Hyperlink > Nhéap dia chi website/file > OK.

Tt d9, khi gitt Ctrl va nhay vao van ban thi Website/File d6 s€ dugc mo.

Chon thé Insert, nhom Text > Text Box > Chon mau > Nhép ndi dung vin ban.

Xir Iy hop van ban nhu hinh/anh!

Chon thé Insert, nhém Text > Word Art > Chon mau > Nhép ndi dung ciing véi Font, Size > OK.
Xu ly chit ngh¢ thuét nhu voi hinh/anh!

1/- Chon vung dit liéu dé v& biéu dd > 2/- Chon dang, mau biéu dd > 3/- Dan canh tiéu dé va ghi
chi > 4/- Xac dinh noi dé biéu d6 (ciing Sheet hay tach riéng) > 5/- Chinh stra cac thanh phan.
1/- D6 1a ving chira nhan cot (tén chudi), nhin hang (tén hang muyc).

2/- Chon thé Insert, nhom Chart > Chon dang va méu thich hop (truc giac thiy ngay).

3/- Nhay vao Biéu d6 > Chon thé Design, nhém Chart Layouts > Chon mau thich nhét.

4/- Nhay vao Biéu d6 > Chon thé Design, nhom Location > Move Chart > Chon ... > OK.

5a/- Nhay vao thanh phﬁn cu thé cta biéu d6 > Stra lai ndi dung // Binh dang vén ban.

5b/- Nhay vao Biéu d6 > Chon thé Design, nhom Chart Layouts > Chon mau khac thich hon.
5¢/- Nhay vao Biéu d6 > Chon thé Design, nhoém Type > Chon Change Chart Type > Mau khac.
5d/- Nhay vao tiéu d cii cia Biéu d6 > Boi den, gd noi dung méi.

5e/- Nhay vao Biéu d6 > Chon thé Layout, nhom Labels > Legenda > Chon miu méi.

5f/- Nhay vao thanh phén ¢6 van ban > Chon thé Home, nhom Font > Dinh dang nhu van ban.
5g/- Nhay vao Biéu d6 > Chon thé Format, nhom Shape Styles > Chon kiéu khung.

5h/- Nhay vao Biéu d6 > Chon thé Format, nhém Shape Styles, Shape Fill > Chon mau nén.

5i/- Nhay vao Biéu do > Chon thé Format, nhom Shape Styles, Shape Outline > Chon mau khung.
5j/- Nhay vao Biéu d6 > Chon thé Format, nhém WordArt Styles, Text Fill > Chon miu chi.
5k/- Nhay vao Biéu d6 > Chon thé Format, nhom WordArt Styles, Text Outline > Chon vién chit.
51/- Nhu Copy/Paste hinh/anh.

5m/- Nhu Cut/Paste hinh/anh // Kéo tha biéu dé.

9.- Tém tat cac ham co ban rat thong dung

Diu , (phiy) trong ngodc cia cac mau c6 thé khong phu hop véi Viét Nam, khi d6 thay
thanh ; (chim phay).

Ham kiéu van ban



Left
Right
Mid
Len
Lower
Trim
Proper
Upper
Value
Concatenate
Ham kiéu s
Abs
Int
Mod
Sgrt
Round
Cos
Exp
Power
Rand
Sin
Fact
Ln
Log10
Tan

Pi
Gced
Lcd
Fact
Trunc
Sign
Ham théng ké

Sum
SumSQ
Sumif
Product
Index
Min
Max
MinA
MaxA
Average

AverageA

Rank

Count
Countlf
CountBlank
CountA

LEFT(text,num_chars) = number chars ki tu bén trai text.

RIGHT(text,num_chars) = number_chars ki tu bén phai text.

MID(text,start num,num_chars) = number chars ki tu bén phai vi tri start num cua text.

LEN(text) = @6 dai xau ki tir cua text.

LOWER(text) = ddi text thanh chit in thuong.

TRIM(text) = cit bo cac ki tu tréng trudc va sau text.

PROPER (text) = ddi cac ki tw dau cac tir thanh chir hoa va cac chit khac thanh chir thuong.
UPPER(text) = di text thanh chit in hoa.

VALUE(text) d6i chudi chira s (text) thanh gié tri s6. Text phai duoc dat trong ddu ngodc kép ().
CONCATENATE(textl,text2.,...) = ndi cac text lai véi nhau.

ABS(number) = tri tuyét dbi ciia number.

INT(number) = phan nguyén ctia number, lam tron xudng s6 nguyén gan nhat.
MOD(number,divisor) = sé du khi chia number cho divisor.

SQRT(number) = can bac hai ciia number.

ROUND(number,num_digits) = lam tron number lay num_digits chit s 1é.
COS(number) = cos cuia goc number goc ¢ dang radians.

EXP(number)

POWER(number,power)

RAND() = cho s ngiu nhién trong khoang [0,1).

SIN(number) = sin ciia goc number goc ¢ dang radians. (]

FACT(number) = giai thira ciia s6 number. |

LN(number) = logarit co s e ciia s number.

LOG10(number) = logarit co s6 10 cua sé number.

TAN(number) = tan ctia gébc number goc ¢ dang radians.

P1() = 3.141592653589790

GCD(numberl,number2,...) = USCLN.

LCM(numberl,number2,...) = BSCNN.

FACT(number) = giai thira ctia s number.

TRUNC(number,num_digits) = cét bét phan thap phan cua s, khong lam tron.
SIGN(number) = diu ciia s6 number: 1 néu number > 0, 0 néu number = 0 va -1 néu number < 0.

SUM(number,number2,...) = tong ciia cac ddi sd.

SUMSQ(numberl,number2,...) = tong binh phwong cac sb.

SUMIF(range, criteria,sum_range) = tong ctia sum_range & viing chon thao mén diéu kién criteria.
PRODUCT (number1,number2,...) = tich ciia cac dbi so.

INDEX (array,rownum,colnum) = gia trj ctia 6 trong khdi array, giao ctiact colnum va hang rownum.
MIN(numberl,number2, ...) = min ciia cac dbi so.

MAX(numberl,number2, ...) = max cta cac d6i s.

MINA (valuel,value2,...) = gia tri nho nhat ciia cac gia tri ké ca kiéu sd, chi, logic.

MAXA (valuel,value2,...) = gia tri I6n nhat cta cac gia tri ké ca kiéu sd, chit, logic.
AVERAGE(numberl,number2, ...) = trung binh cong cac ddi so.

AVERAGEA (number,number2,...) = trung binh cong ctia cac d6i s6 va chap nhan ca gia tri logic
TRUE, FALSE trong day sb.

RANK( number, ref, [order]) = vi thtr cia number & vung ref theo thir ty order 0 1a gidam dan.
COUNT(valuel,value2,...) = s lwong cac gia tri a s trong danh sach bién.

COUNTIF(range, criteria) = s6 lugng cac gia tri trong mién range véi diéu kién criteria.
COUNTBLANK( range) - s6 lugng cac 6 tréng trong khdi range.

COUNTA(valuel,value2,...) = s6 luong gi4 tri khac trong (k& ca cong thirc) trong danh sach bién.



Ham thoi gian

Today
Year
Hour
Minute
Second
Now
Mounth
Date
Time
Day

Ham tim kiém

Vlookup

Vi du:
Hlookup

Vi du:
Ham logic

And
Or
Not

Tach gop Ho/Tén
Sép xép TCVN3
Tim tha thuét

Tron van ban

Tham khao thém

TODAY() = ngay thang nam hién thoi.

YEAR(serial number) = nam trong ngay thang nam.
HOUR(serial number) = gi¢ cua gio phut gidy.
MINUTE(serial number) = phut cua gio phut gidy.
SECOND(serial_number) = gidy cla gio phut gidy.

NOWY() = gio phut gidy hién tai.

MOUNTH(serial number) = thang trong ngay thang nam.
DATE(year,month,day) = xau ki tyr ngay thang nim day du.
TIME(hour,minute,second) = xau ki tw gio phut gidy day du.
DAY/ (serial number) = ngay trong ngay thang nam.

Vi du VLookUp HlookUp.Exl (Excel file)

VLOOKUP(lookup value,table array,col index num,range lookup) = do tim gia tri doc
lookup value trong bang table array (v6i dia chi tuyét ddi), 14y gia tri & cot col index num,
theo khoa tim range_lookup 14 1 hodc 0 twong tmg véi viée cot dau ciia bang c6 duogc

sap xép hay khong.

Néu range_lookup=0, cot dau tién trong table_array khong can sip xép theo thir tu nao ca.
Day 1a truong hop nay dugc st dung phd bién nhit, nhung néu Vlookup khong tim thay
lookup_value thi né cho gia trj 16i #N/A (no available).

Vi du VLookUp.pdf

HLOOKUP(lookup_value,table array,row_index num,ran ge _lookup) = do tim gia tri ngang
lookup_value trong bang table array (v6i dia chi tuyét dbi), 14y gia tri & cot row_index num,
theo khoa tim range_lookup 14 1 hodc 0 twong tmg véi viée cot ddu ciia bang c6 duogc

sap xép hay khong.

Néu range_lookup=0, hang dau tién trong table_array khong cin sip xép theo thir tyr nao ca.
Day la truong hop nay duoc str dung phd bién nhét, nhung néu Hlookup khong tim thay
lookup_value thi né cho gia trj 16i #N/A (no available).

Vi du HLookUp.pdf

AND(logical 1,logical 2,...)=hoi cac diéu kién logical 1, ..., logical n.

OR(logical 1,logical 2,...) = tuyén cac diéu kién logical 1, ..., logical n.

NOT(logical) = phu dinh diéu kién logical.

IF(logicaltest,truevalue, falsevalue) = néu thoa man logicaltest thi cho truevalue tréi lai falsevalue.
10.- Thi thuat khac!

Cai diit Add-ins Sort-TCVN3. Tii vé xem ki huwéng din va thuc hanh.

Cai diit Add-ins Sort-TCVN3. Tii vé xem ki huéng din va thue hanh.

Vao Google > Tim "Thu thuat Excel", ... > Mo cac két qua hoc tap thém,
vi déy chi 1a nhitng diéu co ban. C6 gi khong hiéu, khong hoi ai dwoc thi cir hoi Google!

Khi soan mdt vin ban dé gui cho nhiéu ngudi, ta soan vian ban chung lam mau va mot

file danh sach cac truong. Tinh ndng Tron van ban s€ tur dong ghép cac gia tri tir danh

sach vao van ban. VD: Vin ban chung 1a mot gidy moi, ho tén dé trong, dia chi dé tréng.
Danh sach ¢6 n ngudi. Méy s& tu dong tao ra n gidy moi. Mdi gidy moi s& co tén vao dia chi
cu thé lay tir danh sach ra va chuyén vao...

Sinh vién tu hoc (videos, bai tip va thi thi...) tai: http:/khoia0.com/Students.html

lightsmok@gmail.com
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