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Khi doc qua tai ligu nay, néu phét hién sai s6t hoic noi dung kem chat luong
xin hdy thong bdo de chding toi stra chira hoac thay thé bang mot tai liéu clng
chu dé cua tac gla khac. Tai li¢u ndy bao gom nh1eu tai liéu nho co cung chu
dé bén trong nd. Phan ndi dung ban can c0 thé nam 6 giira hodc & cuoi tai lidu
nay, hiy st dung chirc nang Search dé tim ching.

Ban c6 thé tham khao nguon tai liéu duoc dich tir tiéng Anh tai day:
http://mientayvn.com/Tai_lieu da_dich.html

Thong tin lién hé:
Yahoo mail: thanhlam1910 2006 @yahoo.com

Gmail: frowrthes@gmail.com

Theo yéu ciu cia khich hing, trong mdt nim
qua, ching t6i di dijch qua 16 mén hoc, 34
cubn séch, 43 bai bio, 5 sb tay (chua tinh céic
tai liéu tir nim 2010 tré vé truéc) Xem & diy

DJCH VU Chi sau moét lan hién lac, viéce

DICH dich duoc tién hanh
TIENG

ANH
CHUYRN Gia ca: cé thé giam dén 10

A L L —
NH.ANH

NHAT VA Chat lu'(_)'ng:Te}.o dung niém tin cho

CHINH kh’éch hang bang c6ng nghé 1.Ban

XAC thay duoc tog‘tn bé ban dich: 2.Ba’n

NHAT danh gia chat luong. 3.Ban quyét
dinh thanh toan.




CHUONG 1
KHOI PONG VA MAN HINH EXCEL

1.1 Khoi dong
1.2 Man hinh
1.3 Ra khoai excel

1.4 y nghia cac thanh cong cu


chuong 1 Khoi dong va man hinh excel.ppt
chuong 1 Khoi dong va man hinh excel.ppt
chuong 1 Khoi dong va man hinh excel.ppt
chuong 1 Khoi dong va man hinh excel.ppt

1.1 Khoi dong

T  Nhay double chut vao biéu twong
Microsoft Excel trén man hinh.

& Launch Internet Explorer Browser

E Microsoft Office Excel 2003
lgzl Microsoft Office PowerPaint 2003

W Microsoft OFfice Word 2003
j My Compukter
8a) sthswCD 2001

Microsofk

Ciffice Exce
) H-Il'_I:._E_' el (*} windows Media Player

AL
L P

IE_J Mero StartSmart




1.2 Man hinh

1.2.1 Céc thanh phan cia man hinh
Excel

1.2.2 CA&c thanh phan cia cira so Bang
tinh

1.2.3 Dich chuén con tré 6 trong bang
tinh.
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chuong 1 Khoi dong va man hinh excel.ppt
chuong 1 Khoi dong va man hinh excel.ppt
chuong 1 Khoi dong va man hinh excel.ppt

1.2.1 Cac thanh phan ciia man hinh

Excel

EThanh tiéu dé (Title bar)

ECac thanh Menu

EThanh Cong thic (Formula Bar)

EThanh Trang thai (Status bar)

EThanh thé tén bang tinh (Sheet tabs)
EThanh cuén Doc (Vertical Scroll Bar), cudn
Ngang (Horizontal Scroll Bar)

ECira so Bang tinh (Worksheet Window)
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1.2.2 Cac thanh phan ciia cira so Bang

tinh

BCot (Column): tr A, B, C, ...AA, AB
dén IV 256 ct.
flEHang (Row): 65.536 hang.
IO (Cell):
B Lavitrigiao nhau caa 1 dong

va 1 cot
B Diachio0: tathwong dung tén

cot trude, dong sau. Vd : A2




1.2.2 Cac thanh phan ciia cira so Bang

tinh

B2 Vung (Range)
HL A tap hop nhiéu 0 lién tiép nhau
BDia chi vung :
@@Dia chi 0 goc trén bén trai
E@Dau 2 cham (;)
@Dia chi 0 goc dwdi bén
phai
Vd: A2:B4 <



1.2.3 Dich chuén con tré 6 trong bang

tinh
BAn cic BChuyén té6i cac hang,
phim mui [cot lan can.
ten:
BPgUp, BLén hoac xudng moét
PgDn : man hinh
BHome: HVé 6 At
BSang phai mot man
hinh

BTab :




1.2.3 Dich chuén con tré 6 trong bang

tinh

BShift + [WSang trai m6t man

Tab : hinh.

BEnd + HPén 6 cudi cung cla
Home: |bangtinh

BF5, dia BVE 6 do, Vidu dé vé
chi 0, nhanh 6 H22, ta an phim
Enter: F5, g6 H22 roi nhan

phim enter.




1.3 Ra khoai excel

E2Chon File / Exit
EBBHodc nhan Alt + F4
BNhay dup chudt tai dau trir cia goc
trai tren man hinh
EINhay vao dau : B trén cung & goc phai
trén man hinh

— S

File Edit VYiew

EEFEIEIRE




1.4 y nghia cac thanh cong cu

1.4.1 Y nghia cac biéu twong trén thanh
cong cu (Toolbar)

1.4.2 Y nghia cac biéu twong trén thanh
cong cu (Formating)

1.4.3 Y nghia cac thanh phan cia thanh

cong thiwre (Formula bar)
<
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chuong 1 Khoi dong va man hinh excel.ppt

Toolbar

Help : Tro giip

Tip Wizard : Goi v

Zoom Control : Phong ro, thu nho bang tinh
Drawing : Vié mor hinh

Texbox : Hép van ban

ol o) =) R e = e

AutoSum : Tinh rr:i}?g‘

Function Wizard : Goi ham

Sort Acsending : Sap xép tdang

Sort Decsending : Sdp xép giam -
Chart Wizard : Vé do thi




Formating

Font Color : Mau chit

Color : Mau nén

Borders : Pucng viéen

Decrease Decimal : Bot di 1so thdp phan

Increase Decimal : Tang them 156 th.p.

\
B (]l []23] (= ¢ [0 ¢ (m o
\

Cormma Style : D tich nghin, triéu, ty
Percent Style: Nhdn voi 100 va dién ddu e

Currency Style : Dién ddu tién té

Center Accross Columns : Cdn vdo giita ciia nhiéu 6



Formula bar

Hop Tén (Diachi ) 6 hiéntai  Noi dung 6 hién tai

C1 i - li 1¥BI

\\ﬁt gol ham

Nt huy bo néi dung vir/gﬁ Nt dien noi dung vira go



CHUONG 2 3
CAC THAO TAC VOI BANG TINH

2.1 LUU (GHI) DATASHEET LEN PIA
2.2 MO DATASHEET PA CO TREN PIA

2.3 PONG DATASHEET

2.4 CHEN THEM MOT BANG TINH

2.5 XOA BOT 1 DATASHEET

2.6 POI TEN DATASHEET

2.7 SAO CHEP / CHUYEN MQT DATASHEET
2.8 TACH DATASHEET -
2.9 AN VA HIEN LAI 1 DATASHEET
2.10 BAO VE BANG TINH

2.11 CHON NHIEU BANG TINH

)z
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2.1 LUU (GHI) DATASHEET LEN PIA

2Ghi 1 file moi
4+ Chon File \ Save as
2Ghi 1 File voi tén cu
4+ Chon File \ Save or H
*0Ghi file dang trang \Web
4+ Chon File \ Save as web Page
HGhi bang tinh theo dang dir liéu kKhac
4+ Chon File \ Save As

4+ Trong khung Save As type: chon dang
dir liéu can ghi. <



2.2 MO DATASHEET DA CO TREN DiA

IM & File da co trén dia — o
) i Open Read-Cnly
A Chon File \ Open
Mo cac File chi doc Onen and Repar..

A Chon File \ Open \tai nit opeD
chon Read only _
TMé File di mé gan nhat

A Chon File xuat hién 4 File ¢ dwoi
cua bang




2.2 MO DATASHEET DA CO TREN DiA

LTwe dong mé cac File khi khéi dong
Excel

C1: Click Start \ Run \ g0 1énh khéi dong
Excel kém theo céc files can mé. VD:
C:\DANHSACH.xls

C2: Lwu Files vao trong the muc
XLSTART cua office.

<



2.3 PONG DATASHEET

IFFile / Close, or

FAIt + F4

Excel s€ héi :
BDo you want to save change to
<File name>.XLS ?

BChon Yes dé ghi lai, chon No sé&
khong ghi.



2.4 CHEN THEM MOT BANG TINH

Insert Worksheet, hoac
EIChuot phai tren sheet chon insert

Insert..,

Deleke

E.ename

Mowe ar Copy...
Seleck all sheets

Tab Caolor, ..

G Wiew Code
. M|% Sheets 4 Sheetl £ Sheet? % Sheet3 [ SHeetd & Shests 7




2.5 XOA BOT 1 DATASHEET

@Edit chon Delete sheet hoac
@Menu tat Delete sheet



2.6 POI TEN DATASHEET

OChon sheet vao Format / Sheet /
Rename

Hhoiic Menu tat /Rename

OGO vao tén méi , Enter hoac OK



2.7 SAO CHEP/ CHUYEN MOT

DATASHEET

Cl : Gitr Ctrl trong khi kéo tha Sheet la
copy. khong giir Ctrl la move.
C2 : Edit\ Move or copy sheet.
Before Sheet la copy or move truéc
bang tinh.
Great a Copy chon la copy.




2.8 TACH DATASHEET

BC1l: Troé chudt vao thanh tach xuat hién
miii tén 2 dau, kéo tha nd tai vi tri can
tach.

BC2: Puwa con tré 0 vé vi tri can tach,
Window / Split. bé tach chon Window /
Remove Split

BC3: Puwa con tré 0 vé vi tri can tach,
Window / Freeze Panes. bé tach chon
Window / Unfreeze Panes

<



2.9 AN VA HIEN LAI 1 DATASHEET

TChon Format, Sheet, Hide dé an
bang tinh

TPé hién lai bang tinh Format, Sheet,
Unhide



2.10 BAO VE BANG TINH

I Tool / Protection

TChon Protect Sheet dé bao vé bang
tinh,

TGO mat khau Password. 2 1an

lwu V: mdt khau trong Excel phan biét
chir hoa voi chir thwong !

TDé bé bao vé: chon Tool / Protection /
Unprotect Sheet g6 mat khau vao.



Protect Sheet x|

[ Protect worksheet and contents of locked cells

Password to unprotect sheet:

I*aﬂw Confirnn Password

Reenter password ko proceesd,

Allow all users aof this warkshe I

v Select locked cells
W select unlocked cells iZaukion: If vou lose or Forget the password, it cannok be

mllFormat cells recovered, It is advisable ko keep a lisk of passwords and

r F ' "' n their corresponding workbook and sheek names in a safe

- Fnrmal: CoiLrnns place. (Remember that passwords are case-sensikive, )
arrnak rows

™ Insert columns
I~ Insert rows p— I

Zancel

I Insert hyperlinks

¥ Delete columns
¥ Delete rows -

| Ik, I i—ancel




2.11 CHON NHIEU BANG TINH

ILién ké: gitr Shift
FiICach nhau: Giw Ctrl

IDé bé viéc chon mét bang tinh : giir

Ctrl roi nhay chudt vao bang tinh dé.



CHUONG 3
XU LY DU LIEU TRONG BANG TINH

3.1 CAC KIEU DU LIEU

3.2 CAC TOAN TU TRONG CONG THUC
3.3 NHAP DU LIEU

3.4 SUA, XOA DU LIEU

3.5 CAC THAO TAC VOI KHOI

3.6 XU LY O, COT, HANG

3.7 PINH DANG DU LIEU

3.8 PAT TEN CHO O

3.9 GHICHUCHO O

3.10BAOVE O
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OO

3.1 CAC KIEU DU LIEU

1.1 Dang chuéi (Text)
1.2 Dang s6 (Number)
1.3 Dang cong thirc (Formulas)

3.1.4 Dang ngay (Date), gio' (Time)
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3.1.1 Dang chuoi (Text)

DKy tw gd vao cd it nhat mot ky tw 13 chir

Vi du : Excell 2002, 1A2...

TChuoi thwong duge can trai trong 6

TKhi can nhap kiéu chudi gom cac sé , gd
dau nhay don (°).sau d6 go gia tri so can nhap.
Vi du : ‘009

TKhi nhap chudi qua dai muodn trinh bay
nhiéu dong trong mét 6 dung té6 hgp phim Alt
+ Enter.




3.1.2 Dang so (Number)

BKy tw gd vao la cac so (0,1,2...9) va co
thé bat dau bang dau trir dé biéu dién so
am

@i du : 1234, -1325...

E@So thuwong duge cin phai trong 6.




3.1.3 Dang cong thurc (Formulas)

##### |LOI dO rong
#VALUE! |LOi gia tri

#DIV /0! |LO6i chia cho O
#NAME! |Sai tén

#N/A Loi dir liéu

#REF! Sai vung tham chiéu
#NUM! |Loi dif liéu kiéu so
#NULL! |LOi dif liéu rong




3.1.4 Dang ngay (Date), gio’ (Time)

F'Nhap MM/DD/YY hoac DD/MM/YY

FNhap ham = DATE(YY,MM,DD)

FSau do chon Format, Cells, Number, Date
va chon dang thé hién ngay & khung bén
phai.

FCtrl + ; (dau cham phay) cho Ngay hé thong
FCtrl + Shift + ;  cho Gi¢ hé thong

FDir liéu ngay thang dwoc can phai O. -



3.2 CAC TOAN TU TRONG CONG THUC

Toa
Toa
T

n twr so

n tir chuoi

oan tw so sanh
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chuong 3 xu ly du lieu trong bang tinh.ppt

3.2.1 Toan ti sO

+  ¢cong

- tru

*  Nhan (vi du=10*50 két qua 500)
/ chia =126/3 =42

A 1y thira = 5"2=25

% phantram =50%%*600 = 300



3.2.2 Toan tir chuoi

& Noi chuoi = “Tin”& “hoc” Tin hoc



3.2.3 Toan twr so sanh

>]én hon
>=16m hon hoiic bing
<> Kkhac

< nho hon

<= nhé hon hoic bang
C&c toan iz so sanh cho két qud 1a True
(Pung) hodac False (Sal).

<




3.3 NHAPDU LIEU

3.3.1 Dir liéu bat ky
ir liéu trong cac 6 giong nhau

3.3.3 Dir liéu trong cac 0 tuan theo mot
guy luat

3.3.4 Dir Liéu Kiéu Cong Thirc

3.3.5 Cong thitrc mang
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B Duacon tré 0 vé 0 can thiét.
E Nhap du licu
B Dé két thuc Enter or Tab
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3.3.2 Dir liéu trong cac 6 giong nhau

IPanh khoi mién can dién dir lidu (Vi du
Al:B5)

G vao dir liéu (vi du s 2000)

IKét thac an phim Ctrl+Enter.

DKét qua la:mién Al:B5 sé dwoce dién
kin béi s6 2000.




3.3.3 Dir li€u trong cac 60 tuan theo mot

quy luat

ElChudi s6 véi buée nhay la 1

EIChuoi s6 véi bude nhay bat ky

ElChuoi Ngay thang ting

EDicn vao mot danh sach tu tao



chuong 3 xu ly du lieu trong bang tinh.ppt
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chuong 3 xu ly du lieu trong bang tinh.ppt

EChuodi so v6i buéc nhay 1a 1

EDua con tré vé 6 dau tién go vao so bat
dau,vi du 1

e

BTré chudt vao moc dwédi cia 0 xuat
hién dau + mau den, giir Ctrl kéo va tha
chudt tai 0 cuoi (AutoFill).Két qua cho
ta dwoc chudiso 1,2,3,......



EChudi s6 véi buéc nhay bat ky

MPuwa con tré vé O dau tién gd vao so bat
dau, Vi du dé c6 chudi so chan ta 9o 2.
Ve 6 dwéi (hodac bén phai), gb vao so
tiép theo, vi du 4.

MPanh dau khoi 2 0 nay, tré chudt vao
moc dwdi xuat hién dau +, kéo tha chudt

tai O cuoi.




EChuoi Ngay thang ting

IPua tré 0 dau tién gé vao ngay thang
nim bit dau.

ETro chudt vao goc dudi cia 0 xuat hién
dau +, bam giitr NGt phai, kéo tha tai 0

cuoi mien.



Trong menu tat chon:
Fill Days:  dé ting 1 ngay
(vd:15/04/1999,16/04/1999,17/04/1999)
Fill Months: dé ting 1 thang
(vd:15/04/1999,15/05/1999,15/06/1999)
Fill Years:  dé tang 1 nam

(vd:15/04/1999,15/04/2000,15/04/2001)




EDien vao mot danh sach tw tao

@ Tool / Option / Custom List

ETrong khung List Entries 1an lwot nhap
cac gia tri cho danh sach,hét méi gia tri
bam Enter dé xudng dong.

Vi du : Thw Hal Enter Thit Ba Enter.

e ——

Cuoi cung ta dwee hinh nhw sau:



Cusstom Lists Chart Caolor I Module General ] Module Format

Customn Lists: List E nines: oK
“| |ThitHai = l—l

Sun, Mon, Tue, Wed, Thu™  |Th Ba
Sunday, Monday, Tuesday Thit Tur Cancel |
Jan, Feb, Mar, &pr, May, i Thit Mam
January, Febmaary, March, . Thit Sau

Thit Bay

Chu Mhat

Add
Dl e

Press Enter to separate kst entries.
|mport List from Cells: | ot

Pé sir dung:
@ Nhap mot gia tri co trong danh sach
B Dién ty dong dén O cuodi mién




3.3.4 Dir Liéu Kiéu Cong Thirc

IIPhai bat dau béi dau = hodc cac dau +,-
roi nhap cong thire vao.
IKhi can lay so liéu ¢ 0 nao nhay chuédt

vao 0 do hoac go vao dia chi O.



3.3.5 Cong thirc mang

A B C D Két thiic bang
1| Ma | Sé |Pgia| Thanh phim:
hang|lugng tién Ctrl + shift +
2 A 5 2 10 enter
3| B 10 4 40
5/ A | 20 8 160 :
6| B 25 10| 250 C2:Co)}

Sum | 75 30| 550 Result = 550




3.4 SUA, XOA DU LIEU



chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt

3.4.1 Stra

BNhay double chudt tai 6 (hoic an phim
F2)
BNhap dir litu moi cho 6 d0, sau d6 an

phim enter




3.4.2 Xoa

el

MPuwa con tré 0 vé 0 hoiac chon mién can

thiét An phim delete




3.5 CAC THAO TAC VOI KHOI

3.5.1 Panh dau (chon) khoi

L
O1

2 Copy, x04, dan khoi dung by nhé

eém

QL

3.5.3 Copy, chuyén khoi dung chudt



chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt

3.5.1 Panh dau (chon) khoi

a). Khoi 1a mot mién lién tuc

D). Khoi la cac mién roi rac



chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt

a). Khoi 1a mot mién lién tuc

BChon khoi bat ki : giit phim Shift khi
quét khoi.
PChon 1 cot : an trai chudt tai tén cdt
hoac Ctrl + Space.
MChon 1 hang : an trai chudt tai so tha
tw cia hang hoac Shift+ Space.
MChon toan bd bang tinh: an té hop
phim Ctrl + Shift + Space.

4




EChon ving, giir Ctrl, bam nut trai va ré
chudt tai cac mién khéc.

b). Khoi la cac mién ro1i rac

A

E

-

0

T [ T S e R o O O O O T L T




3.5.2 Copy, x04, dan khoi dung bo nhé

dém
MCopy : chon biéu twong

Copy, hodc an

Ctri+C , hoac chon Edit, Copy.

MXda : Chon biéu twong C
+ X, hoac chon muc Edit, C

Ut, hoac an Ctrl

it

PPaste, an Ctrl+V . hoac chon muc Edit,

Past

MLAy khoi tir bo nhé dém_dan vao béng

tinh




3.5.3 Copy, chuyén khoi dung chudt

@ Copy: dwa chudt dén borders of ving
chon, giir Ctrl roi kéo tha.

T Bam giir nUt phai chudt , kéo va tha
khoi tai vi tri dich.

Copy - copy toan b, bao gom cd dir
liéu va Khuon dang.
Move - chuyén dir liéu . <

Copy value : chi copy dit liéu.
Copy format: chi copy khuon dang.



3.6 XU LY O, COT, HANG

3.6.1 Thay déi kich thwée cot, hang

3.6.2 Chen thém ¢ot, hang, 0

3.6.3 X04 ¢ot, hang, O

3.6.4 Chuyén hang thanh c§t va nguoc
ail

3.6.5 An / hién Cot / hang

3.6.6 Co dinh cdt, hang tiéu dé

o



chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt

3.6.1 Thay doi kich thwéc cot, hang
Mot c¢ot / mot hang:

A B

> C D

:I\ Kéo va tha vach nay tai vi tri mai
"

dé thay déi do rong cot C

A B

GERREL] FRERE]]

I .I Kéo va tha vach nay tai vi tri mai dé
/ thay ddi chiéu cao hang 4



3.6.1 Thay doi kich thwéc cot, hang
B Nhiéu cft / nhiéu hang:

Format, Column, Width.
Format, Row, Height.

GO vao do rong twong wng
OK




3.6.2 Chen thém cot, hang, 0

Flnsert, Column.

.I Nnse rt, ROWS. Inserkt

(™ shift cells right
WChon Insert / Cells, & g i o

xuat hién hop thoai ¢ Entrerow

Entire colurmn

Insert . .
<




3.6.3 Xo4 cft, hang, O

IF Chon khoi tén cac cot (cAc chir A,
B,...), Chon khoi so thir tw cac hang (cac
s0 1, 2, ...) Chon khoi cac 6 can X0A.

IF Chon Edit/ Delete.



3.6.4 Chuyén hang thanh cot va nguoc

lai
WChon khoi c4c 6 mudn cuyén
WCopy hoac Ctrl + C
WEdit / past special / danh dau chon &
0 Transpose
BOk



3.6.5 An / hién C¢t / hang

BEChon cac ¢t hoiic cac hang can an di
BEChon Format/ Column (Row)
BChon Hide

BChon cac cot (cac hang) lien ké voi
nhau.

BChon Format / Column (hoac Row) /
Unhide.




3.6.6 Co dinh cdt, hang tiéu dé

I Pua con tré vé 6 chuan dé co dinh. O
nay phai nam ngay dwéi hang va ngay
b&n phai cot can co dinh.

El1Chon Window / Preeze Pane (or
split.

EOPé huy chon Window / UnPreeze
Pane (or remove split)




3.7 PINH DANG DU LIEU

3.7.1 Pinh dang ky tw

7.2 Pinh dang so
7.3 Pé an (che di) cac con so6 0

Qo

|w|

4 Canh bién (dong hang)
3& Ké khung
7.6 TO mau
3././ Dinh dang tw dong =N


chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt

3.7.1 Dinh dang ky tu

a). Dung chuot
b). Dung menu
c). Dung ban phim



chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt

varme ——[s][12 [3][n] 7] 0] |
T A i

Font| | Font Size Color| |Font Color




b). Dung menu
Il Format / Cells / Font

= Format Cells

Mumbe: r aigamenl T Font: T Bordes T Fatterns T F'n:utectiu:un]

Font: Font Style: Size:
[¥nTime [Regular [12 o |
nTekmical * 9 + Cancel
T _¥nTeknicalH Ital 10 ;I
T Vnlitam Heav Haold 11
Bold Italic [ * + Help

Underhne: Colo

IHI:I’IE |£I | Automatic |+ [¥ Hormal Font

Effects Previcw

[ Stikethrough

[ Superscopt AaBbCoYydz -
[ Subszcript

Thiziz a Truelype iont The zame fare wil be wzed an both pour priater and vour screes.




c). Dung ban phim

WmCtrl + B In dam
WCtrl + | In nghiéng
WmCtrl + U Gach chan
WCtrl +5 Gach ngang

BCtrl +Shift + F Mo danh sach Font
chuwr
BCtrl + Shift + P M¢& danh sach co

chir <




3.7.2 Pinh dang so

Sé Dung bi€u tudng Péi thanh

123 Currency Style (dién dau tién|$123.00
te)

123456 |Comma Style (DAau tach nghin, |123,456.00
triéu, ty. )

0.156 |Percent Style (Nhan vGi 100 va|15,6%
diéu dau %

12.346 |Increase Decimal (lay thém 1]12.3460
sO thap phan)

12.346 |Decrease Decimal (Giam di 1/12.35

sO thap phan)




3.7.3 Pé an (che di) cac con so 0

-
-
-
-
-

Chon céac 0 can thiét

Chon Format, Cells

Chon Number

Trong 0 custom go vao 0;0;
OK




3.7.4 Canh bién (dong hang)

a) Dung biéu twong

b) Dung Menu


chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt

ng biéu twong

C#n mot tigu dé vao ]

gitra nhiéu &
C#n thang trai C#n thang phai
Can vao giua
vidu:
A B [ O E F = H
DAl HOC CONG NGHIEP TP. HCM
KHOA QUAN TRI KINH DOANH Cgng Hoa Xd HGI Chl Ngld VISt Nam

foc Lip = Ty Do - Hanh Phuc

B N L I S R




b) Dung Menu

I Format/ Cells Chon Alignment

Format Cells

Mumber  Alignment | Fank I Baorder | Patterns | F‘ru:utectin:unl

Text alignment

Horizonkal:

ICenter bl

Werkical:

[T -

™ Justify distributed
Texk conkral

Indent:

P =

[ Wrap text
[ shrink ko Fit

[ Merge cells
Righk-to-left

Text direction:

IC:::nI:E:-:I: j

—rientakion

Ly |

0 5‘ Degrees

2K, I Cancel




3.7.5 K¢ khung

a) Dung chuot

b) Dung Menu


chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt

a) Dung chuot

B Click vao
biéu twong
border trén
thanh cong cu




b) Dung Menu

Format Cells

Murnber | Alignment Fonk
Presets
Mone 2kline
Border
- Texk

diagram or the buttons above,

B} Format/ Cells / border

Color:

Aubormaktic W

The selected border stwle can be applied by clicking the presets, prewiew

ik | | iZancel




3.7.6 To mau

El Format/ Cells / Patterns
I Chon Patterns dé d:it mau nén

I Chon Color dé dit mau to.



3.7.7 Dinh dang tu dong

2 Format / Autoformat

T able Format:
______________________________ Sampl OK
I - i + ” - g
E:::::E 13 e Jan Feb Nar Total Cancel
Classic 3 East 7 ¥ 5 19 -
Accounting 1 West 6 4 7 17 Options >>
Accounhting 2
Accounting 3 south 8 [ -, 4
Accounting 4 Total 21 18 21 60 Help
Colorful 1
Colorful 2
Colorful 3 hd

Formats to Apply

[Xx Mumber [X Font [x Alignment

[X Border [X Patterns [* Width/Height




3.8 PAT TEN CHO O

8.1 Pat tén cho 6 hay nhom 6 bang tay
8.2 Pat tén theo tiéu dé cua cdt hay
ang (tu dong)

.8.3 Dan tén vao cong thirc

3.8.4 Vé nhanh mot 6 (hay mién) d& dwoc
at té

8.5 Xoa tén

w

08

003|

W Qu



chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt

3.8.1 Pit tén cho 6 hay nhém 6 bang tay

BQuét khoi ving Cach 1
BNhay chuot vao hop Name

box IR0
BGo tén roi Enter | o —

Chu V: tén khong co khodng
trang va khong dau.



Cach 2

TQuét khoi vung

Hinsert, Name, Define (or Ctrl + F3)
HGO6 tén vao khung Names is Workbook
roi OK

Names in Workbook: | DK l
|TungLuung
ll Close I

Add

Delete

- <4
Refers to:
|=Sheet11$E$8




3.8.2 Pit tén theo tiéu dé ciia cft hay

hang (tw dong)

FChon 0 hay nhdm 0 can d:it tén gom ca
cac tiéu dé cdt hoic hang

Finsert / Name / Create (hoac Ctrl +
Shift + F3), Ok

[ Eotbom row

- [~ Right colurmn

‘ ] o I Cancel




3.8.3 Dan ten vao cong thirc

20Khi nhap hay sira coOng thirc
TAn F3 hoic chon muc Insert / Name /
Paste).



3.8.4 Vé nhanh mot 6 (hay mién) d3 dworc

dat tén
Cach 1.
'] Nhay chuot tai ¢ cua hop Name Box

va chon tén can thiét tir danh sach.
Cach 2:

T  Nhay F5 Chon tén can thiét tir danh
sach OK




3.8.5 Xoa tén

B Chon Insert / Name / Define

@ Chon tén can x04a tir danh sach
@ Chon Delete

B Chon OK hoac Close




3.9 GHI CHU CHO O

3.9.1 Tao ghi chu

3.9.2 Xem, Swra, Xoa cac ghi chu



chuong 3 xu ly du lieu trong bang tinh.ppt
chuong 3 xu ly du lieu trong bang tinh.ppt

3.9.1 Tao ghi chu

I Veé o0 can tao ghi chd

B C1:Shift+F2

El C2: Chon Insert/ Comment
C

N

GO0 noi dung vao.

G H I J K

r
- A
Xép loai béng .
Trung binh ] 0| Keém
Kha 100 B ing nay [mign |7 ;

khong cho thay
comment ToolS / [iss... il Howmds

Juore d&t tén 13
11 |Trung binh 0

- - Bang<eploal
Options/ View [z :

Bidrm TB | Xé&p loai

i s =




3.9.2 Xem, Swra, Xoa cac ghi chu

Cuk

Copry

b i 2

mChQn Vi eW / Paste
COm ment Paske Special. ..

Inserk...

Delete, ..

HChuot phai chon S
Edit conment, Delete Eeit Comment
comment

ks

Celete Comment

ShowHide Comments

S Format Cells,.,
Pick From Drop-down Lisk, ..
Add Watch
Create List. ..

Hyperlink. ..

E @

Look Up...




3.10BAOVE O

-Chon 6 hay nhém 6 can bao vé

-Chon muc Format/ Cells/Protection

- Trong hop thoai danh dau chon vao
Locked: dé khoa khong cho stra doi
Hidden: déa che dau cong thiic

OK <
Sau do phai bao vé bang tinh thi nhiing
thiet Idp trén mdi cO tac dung .



CHUONG 4
HAM TRONG EXCEL

4.1 QUY TAC SU DUNG HAM
4.2 NHAP HAM VAO BANG TINH
4.3 MOT SO HAM THUONG DUNG


chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt

4.1 QUY TAC SU DUNG HAM

" Cau trdc cia ham :
=Tén ham (doi so 1, doi so 2,...)
Chuy:
B CAc d6i s6 cach nhau bang dau , or ;
E Kiéu Text trong cong thirc phai nam
trong dau nhay doi. « «




4.2 NHAP HAM VAO BANG TINH

ENhap truc tiép
Nhap dau =, tén ham va cac doi so
EDung insert \Function \Wizard

f -

Insert Function

Search for a Funckion:

Type a brief description of what you want to do and then

click Go

Or select a categaory: |All -
Mosk R, Ely Used

Select a funckion; Emlljs Sl 8

AES ﬁhancial_ i‘

ACOS Date & Tln_'le

ACOSH Math &. Trig

ADDRESS Skatistical

AND Lookup & Reference

AREAS Dakabase

ASTH Text hd
Logical

ACOS(number) Information

Feturns the arccosine of a number, in radians in the range 0 ko Pi, The
arccosing is the angle whose cosine is Number,

Help an this Funckion

Ik

Zancel




All : Tat Ca Cac Ham

Financial : Ham Tai Chinh

Date & Time . Ham Ngay Va Gio
Math &Trig: Ham Toan Va Lwong Giac
Statistical  : Ham Thong Ké

Lookup & Reference :Ham Tim Kiém
Va Tham Chiéu



4.3 MOT SO HAM THUONG DUNG
4.3.1 Ham ngay thang
4.3.2 Ham ky tw
4.3.3 Ham toan hoc

4.3.4 Ham logic
4.3.5 Ham thong ké

436 Ham Tim Kiém Va Tham
Chiéu.

<


chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt

4.3.1 Ham ngay thang

1. DATE
2. DAY 6. HOUR
3. MONTH 7. MINUTE
4. YEAR 3. SECOND
o. WEEKDAY 9. TIME

10. NOW


chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt
chuong 4 ham trong excel.ppt

4.3.1 Ham ngay thang

DATE(YEAR, MONTH, DAY)
Chi ra ngay dang sé trng véi ngay thing
nam
Vidu: = DATE(06,09,27)
tra vé két qua 27-09-2006

<



4.3.1 Ham ngay thang

DAY (Date)
So ngay trong thdng ciia bién ngay thang
date
Vi du := DAY(“27-09-06”)tra veé 27
= day (“27-sep”) tra vé 27

<



4.3.1 Ham ngay thang

MONTH(Date)
So thdng ciia bién ngay thang date
Vi du := MONTH(“27-09-06")trd vé 09
= MONTH (“27-sep”) tra vé 09



4.3.1 Ham ngay thang

YEAR(Date)
So nim ciia bién ngay thdng date

Vi du := YEAR(“27-09-06") trd vé 06



4.3.1 Ham ngay thang

WEEKDAY (Date)
Tra vé gid tri tiv thir (1 dén thir 7) ciia div
licu ngay.
VD: =WEEKDAY(“07/04/2005”)  Két
qua 5 (Thw 5)

<



4.3.1 Ham ngay thang

Ham HOUR : Tinh phan gio twong irng
Cu phap : HOUR(Time)
Vidu : hour(“12:10”) = 12




4.3.1 Ham ngay thang

Ham MINUTE : Cho két qua 1a may
phut
Cu phap : MINUTE(Time)

Vidu : =MINUTE(""1:10:30") = 10



4.3.1 Ham ngay thang

Ham SECOND : Cho két qua 1a may
giay
Cu phap : SECOND(Time)

Vd :

=second(*“13:20:30”) kq 30 giay



4.3.1 Ham ngay thang

Ham TIME : tra vé hh:mm:ss
CU PHAP: TIME (hh,mm;,ss)
VD:

=TIME(2,4,5) RESULT 2:04:05 AM



4.3.1 Ham ngay thang

Ham NOW : Cho ngay, gio' hién tai cua
hé thong
Cu phap : NOW()



4.3.2 Ham ky ty

1. EXACT

2. FIND 9. LOWER

3. SEARCH 15 prOPER

4. FIXED 11. TRIM

2. LEFT 12. LEN

6. Right 13. REPLACE
7. Mid 14. REPT

8. UPPER 15. SUBSTITUTE

<
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4.3.2 Ham ky ty

=EXACT (Textl, Text2)

B Nhan gia tri TRUE hay FALSE phu
thugc vao hai chuoi textl va text2 cé
giong hét nhau hay khong

Vi du:

=EXACT(“EXCEL”,”’EXCEL”) trd vé
TRUE

=EXACT(“EXCEL”,”Excel”) trd vé

FALSE <



4.3.2 Ham ky ty

FIND(find_text,within_text,start_ num)

Vi tri cia chuodi con (Find_ text)
trong chubi 1én (text) bat dau tir vi tri
start_num



FIND(find text,within_text,start _ num)

A
1 Data
2 Miriam McGovern
Description
Formula (ReSlFJ)HZ)

=FIND("M",A2) 1
=FIND("m",A2) 6
=FIND("M",A2,3) 8




SEARCH(find_text,within_text,start_nu
m)
Tim vi tri ciia ky tu trong chudi
Vd:
=SEARCH("e",”Statements”,6) Result: 7

=SEARCH(“Margin”,”Profit  Margin”)
Result: 8




4.3.2 Ham ky ty

FIXED(number,decimals,no_commas)

B Chuyén so (number) thanh chudi
dang c6 dinh véi decimal so6 thap phan .



A
1 Data
2 1234.567 <
3 -1234.567
4 44,332
=FIXED(A2, 1) 1,234.6
=FIXED(A2, -1) 1,230

=FIXED(-1234.567, -1, TRUE)  -1230
=FIXED(44.332) 44.33




4.3.2 Ham ky ty

LEFT(Text, Number)
Lay Number ky tw bén trai ciia Text
Vidu:
= LEFT(“EXCEL”,3) tri vé EXC



4.3.2 Ham ky ty

Right(Text, Number)
Lay number ky tw bén phai ciia text
Vidu:
= RIGHT(“Excel”,3) trd vé cel



4.3.2 Ham ky ty

Mid(Text,n1,n2)

Trich chudi tr vi tri thi nl1 va lay n2
Ky tw vé phia bén phai.

Vd:
=MID(“EXCEL”,3,3) sesult CEL

<



HAM UPPER : Chuyén ky tw chudi sang
chwr in
CU PHAP : UPPER(“Text”)
Vd:

=Upper(“Total”’) Result TOTAL



4.3.2 Ham ky ty

HAM : LOWER : Chuyén sang chir
thwong
CU PHAP: LOWER(“Text”)
vd:
=Lower(“E. E. Cummings “) Result e. e.
cummings

<



4.3.2 Ham ky ty

HAM : PROPER : Chuyén cac ky tu dau
ciia chuoi thanh chir hoa
Cu phap: Proper(“Text”)
Vd:
=Proper(“this is a TITLE ) Result This

Is A Title
<



4.3.2 Ham ky ty

HAM TRIM : Tra vé chuéi ky tu sau khi
da cat cac ky tw trang ¢ hai dau chudi va
trong chudi.

CU PHAP : TRIM(“Text”)

Vd:

=Trim(“Tin  hoc”) result: Tin hoc

<



4.3.2 Ham ky ty

HAM LEN : két qua 1a 1 s6 do dai ciia
chuoi
CU PHAP : LEN(“TEXT”)
Vd:

=len(“My computer”) Result: 11

<



4.3.2 Ham ky ty

HAM REPLACE : Lay ra trong chudi n ky
tw va thay bang chudi méi.

Cu phap:
REPLACE(old_text,start num,num_cha
rs,new_text)

\Vd:

=replace(“nguyén thu bé”,9,3,”thi”)

Result: Nguyén thi bé
<




4.3.2 Ham ky ty

HAM REPT : Cho két qua 1a 1 chudi ky
tu dwore 1ap lai
Cu phap: REPT(Text,number_times)
Vd:
=REPT(“thanh théo”, 3)
Result: thanh thao thanh thdo thanh thao

thanh thao




4.3.2 Ham ky ty

HAM SUBSTITUTE : Lay ra trong
chudi mot chudi ky tw va thay bang
chuéi Ky tu méi.
Cu phap :
SUBSTITUTE(Text,old text,new _text)
Vd: =Substitute(“Nguyén khdnh
an”,”khanh”,”’thi”)

Result : Nguyén thi an.




4.3.3 Ham toan hoc

L. PI(): 10. MDETERM
2. ABS 11. SQRT
3. ACOS 12. TRUNC
4. ASIN 13. COUNTIF
2. ATAN 14. SUM
6. COS 15. SUMIF
L. SIN 16. ROUND
8. DEGREES 17 INT, MOD
9. LOG
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4.3.3 Ham toan hoc

P1(): Tra vé so pi bang
3.141492654.




4.3.3 Ham toan hoc

ABS(Number)
TTri tuyét doi cha so

Vidu:

=ABS(2)=2
=ABS(-2)=2



4.3.3 Ham toan hoc

ACOS(Number)
@ S6 trong khoang tir -1 dén 1. Gia tri
goc, Tra vé theo radian tir O dén pi .Néu
muon chuyén két qua sang do, Nhan né
vai 180/pi()

Vd:
=ACOS(-0.5)*180/PI() = 120




4.3.3 Ham toan hoc

ASIN(Number)
1 Ham Arcsin cia X, X name trong
khoang tir -1 dén 1. Gia tri goc tra vé
Theo radian tir —pi/2 dén pi/2.

\Vd:

=ASIN(-0.5)*180/PI() = -30
<




4.3.3 Ham toan hoc

ATAN(Number)
T Tra veé Gia tri géc —pi/2 dén pi/2

Vd:
=ATAN(1)*180/PI() = 45



4.3.3 Ham toan hoc

COS(Number)
' Ham Cos cuaa goc X, x la goc theo
radian, néu la d0 phai nhan nd véi
P1()/180

Vd:
=COS(60*PI()/180) =0.5



4.3.3 Ham toan hoc

SIN(Number)
Ham sin cua x

=SIN(30*P1()/180) =0.5



4.3.3 Ham toan hoc

DEGREES(angle)

2 Doiradian sang do

Vd:

=DEGREES(PI()) = 180




4.3.3 Ham toan hoc

LOG(Number, Base)
@ Logarir co so base ciia number)

vd:
=LOG(10) =1

=LOG(8,2) =3



4.3.3 Ham toan hoc

MDETERM(array)
2 Pinh thitc ma tran cho béi dia chi

vung.

MDETERM(A1:C3) equals:
Al1*(B2*C3-B3*C2)+ " 8
A2*(B3*C1-B1*C3)+
A3*(B1*C2-B2*C1)

Fa Gy ho e




RESULT =6

i, E r (-

4 =MDETERM(A1:C3)

| | MDETERMI array) |

RESULT = 20



4.3.3 Ham toan hoc

SQRT(Number)

T Ham cin bac hai ciia so.

VD!
=SQRT(16) = 4



4.3.3 Ham toan hoc

TRUNC(Number)
T Cit bé phan thap phan cia so chi
lay phan nguyén.

Vi du:
=TRUNC(2.789) tra ve 2
=TRUNC(-2.4) tra vé -2



4.3.3 Ham toan hoc

COUNTIF(Range,Criteria)
Pém so 0 khong rong theo diéu kién
cho trude.

=COUNTIF(A2:A4,”K”) = 2




4.3.3 Ham toan hoc

SUM(numberl,number?, ...)

Tinh tong cac so

=SUM(AL1:A5) = 16




4.3.3 Ham toan hoc

SUMIF( range, critera, sum_range)
HTinh tong thoa dieu kién.

=SUMIF(A1:A5,"B",B1:B5)
=600




4.3.3 Ham toan hoc

ROUND(number,num_digits)
 Lam tron 1 s6 thap phan
Number: SO thap phan.
Num_digits: LAy bao nhiéu so 18.

=Round(1234.5678,2) = 1234.57
=Round(1235.4648,-2) = 1200
=Round(1235.4648,-3) = 1000




4.3.3 Ham toan hoc

INT: Tim phan MOD: (Tim phan
nguyén ciia doi so  du cia phép chia)
Cu phap : Cu phap :
INT(Number) Mod(Num,divisor)
Divisor : So chia




INT(Number) Mod(Num,divisor)

A B C D
. Ngay | Ngay S6 |Sé ngay
dén di |tuan lé
2(10/04/04/30/04/04| _ 2

A 6
=INT((B2-A2)/7) / \_

=MOD((B2-A2),7)

<



4.3.4 Ham logic

Nhom ham luan ly

Phép todn so sanh : cho két qua la 1

trong 2 gia tri dac biét :

HTrue : twong dwong voi 1

HFalse : twong dwong vaéi O
Céac phép toan so sanh gom : =, <> , <,
<= > >z,



4.3.4 Ham logic
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4.3.4 Ham logic

IF(logical test,value If true,value if false)
Ham IF(Pieu kién,Gia tri PK dung,Gia

tri PK sai)

.

Szl * ¥ o A& =FA?-S5"BEu","RAt™)

F.Y B C D

1 di€fm | k&t qusd
2 O |=IF(A2>=53,"Dau","Rdt")
3 4|Rat
4 5|Piu e
5 4 |Rat
6 9 (Piu



Vi du ham IF.xls

4.3.4 Ham logic

Dung ham IF long nhau
IF(PK,KQ Dung IF(DK,KQ Dung,...))

DEeEsE & B o- & = -2] [l B 2 wn-Tives

B2 i B =IF(A2<S "Hém" IF(A2<7, "Trung binh", "Khd ")

A B C D E F

. Pifm Loai
? 6|Trung binh |:IF(A2¢:5,"Ke’m",IF(Md?,"Tmng binh","Kha"))
; 7 Khd " T
4 8 Khi
5 3 Kém
6 5 Trung binh
7 9 Khi



vi du ham if long nhau.xls

4.3.4 Ham logic

AND: tra vé két qua ding hoiic sai.
Cu phap : AND(DK1,DK2.... DKN)

© o T
=AND(TRUE, TRUE) | (TRUE)
=AND(TRUE, FALSE)  (FALSE)
=AND(2+2=4,2+3=5) | (TRUE)

<



VI DU VE HAM AND.xls

4.3.4 Ham logic

OR: cho két qua la True khi it nhat 1
trong cac doi so co gia tri True.

Cu phap : OR(PK1,DK2,.........DKn)
=OR(TRUE) e TRUE
=OR(1+1=1,2+2=5) FALSE
=OR(1+1=1,2+2=4) TRUE
=OR(TRUE,FALSE,TRUE)| TRUE

<



VI DU HAM OR.xls

4.3.4 Ham logic

NOT(logic): Ham phu dinh

Example:
Formula |Description (Result)
=NOT(FALSE) TRUE
=NOT(1+1=2) FALSE




4.3.5 Ham thong ké

1. AVERAGE

2. COUNT

. COUNTA

. LARGE

. Min, MAX

. MODE

. Rank

. SMALL <

[ \‘” g
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4.3.5 Ham thong ké

=AVERAGE(numberl,number2,...) Tinh
trung binh cong cua cac s6 numl, num2,..
Vidu:=AVERAGE(10,8,9,3) = 7.5

—AVERAGE(A1:A4) =6

<




4.3.5 Ham thong ké

=COUNT (num1l,numz2,...)
DPém s0 0 chira gia tri so

JAN
Data
78 Sales
12/8/2008 Formula Result
=COUNT(A2:A8) 3
19] |=COUNT(A5:A8) 2

22.24| |=COUNT(A2:A8,22222)| 4

< #DIV/0! <




4.3.5 Ham thong ké

=COUNTA(numl1,numz2,...)
Pém so 6 chira gia tri khac rong
A
Data
2y Sales Formula Result
12/8/12008 || _COUNTA(A2:A8) 6
19| =COUNTA(A5:A8) 4
-y oa | =COUNTA(A2:A8,22222) | 7
vd TRUE =COUNTA(A2:A8,'"'two"") 7
ol #DIV/0! <




4.3.5 Ham thong ké

LARGE(array,k)
I Phan tir I6m thir K trong vung
A B
1|Data Data
2 3 q Eormula Description
3 5 2 (Result)
=LARGE(A2:B6,3 5
4 3 4 =LARGE2A2:B6,7; 4
5 5 6
6 4 7 <




4.3.5 Ham thong ké

Min(huml,numz2) Max(numl,numz2)
Tim s6 nhé nhat Tim s6 16m nhat

=MAX(A2,A4) = 7
=MIN(A2:A4) =5

<



4.3.5 Ham thong ké

MODE(humberl,number?2,...)
T Tra lai gid tri hay gip nhat trong
vung

=MODE(A2:A5) = 5
=MODE(1,2,4,5,2) = 2

<




4.3.5 Ham thong ké

Rank(number,vung dir licu,Order)
HXeép hang so trong danh sach cac so
Number: so can tim hang

\Vung dir liéu: phai giir co6 dinh

Order = 0 hay khéng c6 déi sé6 nay: sé gia
tri l6n nhat sé xép thir nhat.

Order > 0 sé cO Qia tri nhé nhat sé xép thir

nhat. <



VI DU HAM RANK.xls

4.3.5 Ham thong ké

=SMALL (array,k)
Phan tir nhé thw k trong ving

=SMALL(A2:A5,1) = 5
=SMALL(A2:A5,2) = 5
=SMALL(A2:A5,3) = 6
=SMALL(A2:A5,4) = 7

<




4.3.6 Him Tim Kiém Va Tham Chiéu

1. MATCH
2. INDEX
3. VLOOKUP
4. HLOOKUP
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4.3.6 Ham Tim Kiém Va Tham Chiéu
MATCH(Gia tri do,Day gia tri, cach do)
I CoOng dung: cho biét gia tri dO0 nam
vi tri thir may cuaa day gia tri tinh tir bén

trai qua, tir trén xuong.
@ Céach do : 0 do tuyét doi.
T Céach do: 1do twong doi.



A B

1|Product |Count
2| Bananas 25
3|0Oranges 38
41 Apples 40
5| Pears 41

Description

Formula

(RESY
=MATCH(39,B2:B5,1) 2
=MATCH(41,B2:B5,0) 4




4.3.6 Ham Tim Kiém Va Tham Chicu
INDEX(Bang tra, dong, cot)

=INDEX(A1l:E3,2,3) = 40
=INDEX(A1:E3,3,2) = 60

=INDEX(A1:E3,MATCH(15,A1:E1,0),MATC
H(35,A2:E2,0)) = 60



4.3.6 Ham Tim Kiém Va Tham Chié¢u
Vlookup(Gia tri tim,bang,cét can tim
trong bang,cach do)

Cong dung: Tim gia tri theo cot

Gia tri tim: Gia tri s€ dwore do tim.

Bang: vung chira gia tri do, thwong dung
dia chi tuyét doi.

Cot: so thir tw ciia cot trong bang.

Cach do: 0,1


VLOOKUP.xls

Vi du: cach do twong doi (1)
Vidu:4

Vwot tir 1 dén 100kw don gia 500ng.d
Vwot tir 101- 200kw don gia 750ng.d
Vwot tir 201- 300kw don gia 1000ng.d
Vwot tir 301- 400kw don gia 1300ng.d
Vwot trén 400kw don gia 1500ng.d

<


VD CACH DO TUONG DOI.xls

4.3.6 Ham Tim Kiém Va Tham Chié¢u
Hlookup Do gia tri theo hang

Cu phap: Hlookup(Gia tri
tim,bang,dong,cach do)


VI DU HLOOKUP.xls

|7 Ih I°° I'\’ i

CHUONG 5
lap bieu do, do thi (CHART)

. Khai niém ve do thi

. Dir liéu dé vé biéu do

. Cac loai bieu do

.Dung Chartwizard dé vé biéu do
. Chinh stra do thi


CH??NG 5.ppt
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CH??NG 5.ppt

1. Khai niém ve do thi

> Biéu do 14 hinh vé biéu dién gia
tri trong mot hodc nhiéu day so bién
thién.



2. Di¥ liéu de vé biéu do

v Dir lieu de vé bieu do la phai 13
kieu so.



3. Cac loai biéu do

v'Biéu do khu vwe (Area)

v'Biéu do thanh (Bar)

v'Biéu do cot (Column)

v'Biéu do dwdng (line)

v'Biéu do hinh dia (Pie)

v'Biéu do vanh khan (Doughnut)
v'Biéu do kiéu (Radar)

v'Biéu do XY (Scatter)
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Standard Types | Custom Types

i_hart bype: i_hart sub-type:

_“_ Zolurnn |
™~
P Line

3 Pie

- WY (Scatker)
W
7 Croughnuk .

@« Radar
@ Surface

@ Eubble [v]

Stacked Area, Displays the trend of the
contribution of each value over time or
Ccategories,

I Press and Hold ko Yiew Sample

i ek = H Firiish




Chart Wizard'- 5tep 1" of' 4 - Chart Type

Standard Types | iCuskom Twpes

i_hart bype: i_hart sub-type:
_“_ iZolurmn ~

=

- Lime

3 Pie

- WY (Scatker)
i Area

Ve Croughnuk
@« Radar

@ Surface

@ Eubble [v]

Cluskered Bar, Compares values across
cateqories,

I Press and Hold ko Yiew Sample

Cancel l l Mexk = II Finish




Standard Types

i_hart bype:

E Bar

-4 Line

(P Fie

- WY (Scatker)
i Area

Ve Croughnuk
@« Radar

@ Surface

os Bubble

_uskom Types

H Zolunn ~

i_ancel

i_hart sub-type:

alshs

Cluskered Column, Compares wvalues across
cateqories,

I Press and Hold ko Yiew Sample ]

‘ ek = H Firiish




Chart Wizard'- 5tep 1" of' 4 - Chart Type

Standard Types | Custom Types l

i_hart bype: i_hart sub-type:
_“_ iZolurmn A

E Bar

g Line

(P Fie

- WY (Scatker)
i Area

Ve Croughnuk
@« Radar

@ Surface

os Bubble

Line with markers displayed at each data
value,

i Press and Hold to Yiew Samele I

i i_ancel I < Back, i Finish I




Standard Types | Custom Types |

i_hart bype: i_hart sub-type:
_“_ iZolurmn ~

E Bar
P Line
o [IN——

- WY (Scatker)

i area

Ve Croughnuk

@« Radar
@ Surface

os Bubble

o

Fie, Displays the contribution of each value
ko & kaokal,

Press and Hold ko Yiew Sample

Cancel < Back, l Mexk = I[ Finish




Chart Wizard™- S5tep 1 of 4" - Chart Type

Standard Twpes | Custom T

YES

iChart bype:

ﬂ Zolurnn

E Bar

2 Line

(@ Fie

- R (Scatter)

i Area

0
@« Radar

@ Surface

0s Bubble

Chart sub-type:

[

Coughnut, Like a pie chart, but can conkain
mulkiple series,

Press and Hold to Yiew Sample

| Mk I | Finish




Standard Types | Custom Types

i_hart bype: i_hart sub-type:

il Colurnn

E Bar

-4 Line

(P Fie

- WY (Scatker)

i Area

Ve Du:uughnulz

i
@ Surface

@ Eubble |

F.adar with markers at each daka point,

I Press and Hold ko Yiew Sample ]

Cancel l ‘ Mexk = JI Finish l




Chart Wizard'- 5tep 1" of' 4 - Chart Type

Standard Types | Custom Types

i_hart bype: i_hart sub-type:
_“_ iZolurmn ~

E Bar

-4 Line

(P Fie

P A [ Scatker)
i Area

e Croughnuk
@f Radar
@ Surface

@ Eubble [v]

2|9
z 0

Scatker, Compares pairs of values,

I Press and Hold ko Yiew Sample

Cancel l l Mexk = II

Finish




4. DUng Chartwizard dé vé biéu do

v'Quét khoi vung dir liéu

vInsert / Chart

Tén hang |So luong
May p3 933 6
May p4 1500 10
My p3 850 15
May in hp 20
May in canon 25




4. DUng Chartwizard dé vé biéu

Chon
kiéu
chart

0

Chart Wizard - Step 1 of'4"- Chart Type

Chart bype:

E Bar

|ﬁ Line:

i Pie

w0 Y (Scather)
‘ Area

D Doughnuk
@r Fadar

@ Surface

o4 Bubble

Standard Tvpes | iCustom Types

M a2 ﬁ m

Chart sub-tyvpe:

il
i

] @

iZlustered Column, Compares values across
categories.,




4. DUng Chartwizard dé vé biéu do

Chart Wizard - S5tep 2ot 4 - Chart Source Data

Daka Range Series

v'Chon
data

nguon dé | R
Ve.

R I T T -

Daka range:

Series in: () Rows
(%) Colurns

iZancel ][ < Back | Mext = | Finish |




4. DUng Chartwizard dé vé biéu do

" Tén
§ chu

20 —

5 — [Fee thich

10 —

5 —l— -
; S T /
maiy P53 333  muiy P4 mady PS S50 mady in HP matiy in
1500 Cancon

Seties
Series] J tame: |

Tén cua
J Yalues: |=5heet3!$B$3:$E$?‘ : t r‘l.j c
fAdd | Remove | h Oa n h

AN /

A\

Cakegory () axis labels: |=5heet3!$.ﬁ$3:$.ﬁ$? j’r;%

@ Cancel | = Back Mext = Einish




Xac dinh cac tham sé cho do thi

- -,
Chart Wizard - Step 3 of 4 - Chart Options E]
N T I|:|ES ___________ l Axes l Gridlines l Legend l Data Labels | Data Table
Chart kikle:
[HOAL RGN BALIN HAGNG HOAD RON BAUN HABNG
Caktegory () axis: a0
| TEAN HAZNG 25 - m
20 |

Yalue () axis:
50N LOGTNG

15 1

HHH

mady  mady  mady  madyin mady in
P3333 P4 P3 3550 HP Canan
1500

TEAN HABNG

O zad lGdT

£A0N LODING

®| iZancel < Back Mext = Finish




Xac dinh cac tham sé cho do thi

Chart Wizard - Step 3 of 4 - Chart Options

4 2
H'EN Titles l Axes lGridIines Legend  Datalabels | Data Table

Label Conkains

TH I [ Series name HOAD AON BADN HABNG
[ ]

| Category name

< 25
CAC [T : m

[ 15

GIA | |~ = -
Eparator; | ﬂ 0 T
R | |

maiy P53 mauiy P4 madp P30 madyin madyin
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5. Chinh stra do thi

" Format Chart area. .,
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CHUONG 6
QUAN TRI DU LIEU

6.1 KHAI NIEM CO BAN

6.2 SAPXEP DU LIEU

6.3 LOC DU LIEU

4 CAC HAM CO SO DU LIEU

6.5 TONG KET THEO NHOM
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b4 Microsoft Excel - co so du lieu
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Nhap Co so dir lieu
Nhap binh thwong nhw cac dir liéu

khac trong excel



/' Theémn mau tih moi

Thém trwe tiep : nhap thong tin cho

dong dwoc thém

Thém bang chirc nang Form
Panh khoi phan CSDL vao Data /
Form / chon New va nhap thong tin
méi / xong nhan Enter.
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6.2 SAPXEPDU LIEU

I"P4anh dau khoi CSDL
FData / Sort

(%) Aiscending
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Then by
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(%) Header row () Mo header row
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6.2 SAP XEP DU LIEU
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6.3 LOC DU LIEU

(ADVANCED FILTER)
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1. AUTO FILTER

v" Panh dau vung CSDL vao Data /

Filter / AutoFilter
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11 nguyen thdi |tudh 5/15/1979 nhin vién 286 29
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1. AUTO FILTER

All : cho hién tat ca dir liéu
Top : cho hién 10 ngwoi dau, cuoi danh
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1. AUTO FILTER

Custom : cho hién theo diéu kién

: Phep
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1. AUTO FILTER

*Blank : chon néu vung trong

=Non Blank : chon néu vung khong
tréng

*Bo ché dp loc tw dong - Data / Filter /
AutoFilter



2. ADVANCED FILTER
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2. ADVANCED FILTER

v Quét khoi vung SCDL Data / Filter /
Advanced Filter
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6.4 CAC HAM CO SO DU LIEU

DSUM(DATABASE,FIELD,CRITERIA)
DAVERAGE(DATABASE,FIELD,CRITERIA)
DMAX(DATABASE,FIELD,CRITERIA)
DMIN(DATABASE,FIELD,CRITERIA)
DCOUNT(DATABASE,FIELD,CRITERIA)
DCOUNTA(DATABASE,FIELD,CRITERIA)
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6.5 TONG KET DL THEO NHOM

1. Subtotals

2. Pivottable
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1. Subtotals
>Sort dir liéu cot can tong hop
»Xac dinh khoi vung dir li€u
»Chon Data / Subtotals

Subtotal
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Use funckion:

Sum W
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Huy bo
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[ Page break bebween groups

4 51 tv below data
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2. Pivottable

v" Chire nang tong hop va phan tich
DL tir 1 béng DL cho truéec



2. Pivottable
B1: X4ac dinh khoi DL chon Pivot Table

PivotTable and PivotChart Wizard - Step 1 of 3

Where is the data that wou want bo analyze?

() External data source

L

(3 Multiple consolidation ranges
Anaother PivotTable report or PivotChart report

What kind of report do wou want ko creake?
(*) PivotTable
() PivotChart report {with PivotTable report)

< Back Finizh




2. Pivottable

B2: Chon ving DL chira CAc so (néu chon
B1 thi thoi)

PivotTable and PivotChart Wizard - Step 2 of 3 1?2 1%

Where is the data that wou wank Eo use?

Range: |:ZaFBEkiCEIS . [Eirnﬂse... |

[ Cancel ][ < Back ]




2. Pivottable

B3 : Chon noi xuat Result

PivoiTable and PivotChart Wizard - Step 3 of 3

YWhere do wou wank to put the PivatTable report?
() Mew worksheet

{(#) Existing worksheet
Sheet11$a412] B

lick. Finish to create wour PivotTable report.,

Qpkions... | | Cancel || < Back | Mext = L Finish J




2. Pivottable

PivotTable and PivotChart Wizard - Layout
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2. Pivottable

B4 : Excel trinh bay 4 khu vwe Page, Row, Column,
Data.

Page: yéu to nay dong vai tro t.hop cao nhat

Row : yéu té dong vai tro T.hop thir 2

Colunm : yéu t6 nao déng vai tro phan tich

Data : mudn phan tich chi tiéu nao



2. Pivottable

PivoiTable and PivotChart Wizard - Layout
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7.1 CHON CO GIAY, HUONG IN

7.2 PAT LE

7.3TAO TIEU PE PAU / CUOI TRANG
7.4 CHEN /XOA DAU NGAT TRANG

7.5 LAP LAI TIEU PE CUA BANG TINH
KHI SANG TRANG

7.6 KHONG IN LUOI CO SAN CUA BANG
TINH
7.7 IN BANG TINH


chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt
chuong 7.ppt

7.1 CHON CO GIAY, HUONG IN
» Flle, Page Setup, Page

Paoe Setup

argins l Header [Fooker l Sheet l

Print...
El {+ Parkrait E (" Landscape E e —
Scaling Qpkions. ..
f+ Adjust to: Iﬂ % normal size
™ Fitko: |1 ~+ pageisiwide by |1 ~2 tall
Paper size: a4 |
Print guality:  |300 dpi ]

Firsk page number: |.ﬁ.ut|:|

- K Cancel




7.2 PAT LE

v Chon File, Page Setup, Margins

Page Setup

LR 2 PYiAE. .,
25 “= 1.3 ==
Prink Preview
options. ..
Lefk: Rightk:

Bokkom: Fooker:
enkter an page
[ Horizontally [ wertically

- )4 I Cancel




7.3 TAO TIEU PE PAU / CUOI TRANG

“* Chon File, Page Setup
<+ Chon Header \ Footer
Page Setup 3

Page l Margins EHEEdEF.I'FDDtEFEI Sheet l

Prink...
Prink Preview
Head
Dpkio
{none) ]
iCustom Header. .. uskom Fooker. ..
Fooker:
{none) I

(0]'4 Zancel
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Header
WE.&:I:: seleck the text, then choose the Font button, o

To insert a page number, date, time, File path, filename, or tab name: position the
insettion point in the edit box, then choose the appropriate butkon, Cancel
To inserk pickure: press the Insert Pickure button, To Format your picture, place the
cursar in the edit box and press the Format Pickure butkon,

Al 8la] B[] al®lg) |
Left section: Center seckion: Right section:

trung tim THTE GV Mhuydn Van Binh

Footer ) E]T

WME:{I:: seleck the text, then choose the Fonk bukton, O
Toinsert a page number, date, time, file path, filename, or tab name: position the

insertion paink in the edit box, then choose the appropriate butkon, Cancel
Toinsert pickure: press the Insert Pickure bukton. To Format wour picture, place the
cursor in the edit box and press the Format Pickure bukkaon,

Al 8|8 el a &g |

Left section: Center section: Right section:

Erinh dang bdng tinh trang & [Fage]/f[Pages]







7.4 CHEN /XOA DAU NGAT TRANG

0 Chon 0 noi ta muon bat dau trang
maoi.
0 Insert, Page Break

0 Xoa mot dau ngat trang <
0 Chon toan bé bang tinh.
0 Insert, RemovePage Break



7.5 LAP LAI TIEU PE CUA BANG

TINH KHI SANG TRANG

J Chon File, PageSetup, Sheet

Page Setup

Page l Margins ] Header [Footer
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Print area; |
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Columns ko rep
Prink

[ Gridlines

[ Black and white

| Draft quality

Page order

{* Diowwn, then over
[ Ower, then down

Prink...

\ Fink Presview

i
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| Row and column headings
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7.6 KHONG IN LUOI CO SAN CUA

BANG TINH
J Chon File, PageSetup, Sheet

Page Setup
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Page l Margins ] Header/Fooker | Sheet ]
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Prink...

Print area; |

Print Litles ) ;
Print Presview

Rows ta repeat at top: |
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7.7 IN BANG TINH

Trwdce khi In néen:
Chon muc File, Print Preview.

Pé in tirng phan bang tinh

U O O O

Chon muc Flile, Print.



7.7 IN BANG TINH

Printer

Marne: ||;‘;$ Microsoft Office Document Image Wriker ] Properties, ..
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. . . . Find Printer...

Type: Microsoft Office Document Image Wriker Driver
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| Prink ko file
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