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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
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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.




Cac tac vu co ban trong
Microsoft Excel 2013

Excel 13 cong cu vo ciing manh mé dé xtr Iy cac luong dit liéu 1on. Tuy nhién Excel
cling hoat dong thuc su tdt ddi vai cac phép tinh toan don gian va theo doi hau nhu
bat ky loai thong tin ndo. Diém mau chdt dé giai phong tat ca nhirng tiém niang d6
la mang ludi cac 6. Cac 6 co thé chira s6, van ban hay cong thurc. Ban nhép dir li¢u
vao 6 va phan nhom trong cac hang va cot. Diéu d6 cho phép ban cong tong dir
liu, sa‘ip Xép va loc dit 1i€u, cho vao bang va tao céac biéu d6 dep mat. Hay tim hiéu

cac budc co ban dé ban c6 thé bat dau.

Meo Dé tham gia khoa dao tao gitp ban tao s6 1am viéc dau tién ctia ban, hay

xem Tao s6 lam viéc Excel 2013 dau tién cta ban. Dé tim hiéu thém vé céc tinh

nang moi, hdy xem Co gi maéi trong Exel 2013.

Tao mdt s6 1am viée méi

Céc tai lieu Excel duoc goi la s6 lam viéc. Mdi s6 1am viéc ¢6 céc trang tinh,
thudng duoc goi 1a bang tinh. Ban c6 thé thém bao nhiéu trang tinh tuy thich vao

sO lam viéc hoac co thé tao s6 lam viéc md1 dé tach biét dir liéu cua minh.

1. Bim Tép > Méi.

2. Trong phin Méi, hdy bdm S6 lam viéc trong.



56 lam viéc Tréing
+Dau Trang
Nhap dir li€u cia ban
1. Hay bim vao 6 trong. Vi du: 6 Al trén trang tinh moi.

Céc 6 duoc tham chiéu theo vi tri cia 6 trong hang va cot trén trang tinh, nhu vy 6

Al nam ¢ hang dau ti€n cua cot A.

2. Nhap chit hoic sb vao 0.

3. Nhan Enter hodc Tab dé chuyén sang 6 tiép theo.

Tim hiéu thém vé cac cach nhap dit liéu thu cdng vao cac 0 trang tinh.

+Dau Trang
Sir dung Tw dong tinh tong dé thém dir liéu

Khi ban d3 nhap s vao trang tinh, ban c6 thé mudn cong tong cac sé d6. Cach

nhanh nhat dé thyc hién diéu nay d6 la dung Tw ddng tinh tong.

1. Chon 6 bén phai hodc bén duéi cac s6 ma ban mudn thém.

2. Bim Trang dau > Ty dong tinh tong hoic nhin Alt+=.
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Tu dong tinh téng cong tong cac sb va hién két qua & 6 ban di chon.
+Dau Trang
Tao mot cOng thirc don gian

Cong tong cac s chi 1a mdt trong nhitng diéu ban c6 thé 1am, tuy nhién Excel ciing
c6 thé 1am cac phép toan khac. Hay thir mot s6 cong thirc don gian dé cong, trir,

nhan hay chia cac con s6 cua ban.

1. Hay chon 6 va nhap diu bang (=). Piéu d6 cho Excel biét ring 6 ndy s& chira
cong thirc.

2. Nhap t6 hop cac sb va toan tir tinh toan, gibng nhu dau cong (+) dé lam phép
cong, dau trir (-) dé lam phép trir, dau hoa thi (*) dé 1am phép nhan hoic diu

gach chéo (/) dé lam phép chia.
Vi du: nhap =2+4, =4-2, =2*4 hoac =4/2.
3. Nhin Enter. Viéc tinh toan duoc tién hanh nhu vay.
Ban cling c6 thé nhin Ctrl+Enter néu mudn con tré nim & 6 hién hoat.

Tim hiéu thém vé cich tao mot cong thitc don gian.

+DPAu Trang

Ap dung dinh dang s



Pé phén biét gitta cac loai s6 khac nhau, hiy thém dinh dang, giéng nhu tién t8,

phan trim hay ngay thang.

1. Chon 6 c6 céac sO6 ban muon dinh dang.

2. Bam Trang dau > Mii tén canh Chung.
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Néu ban khong nhin thiy dinh dang s6 ma ban dang tim kiém, hdy bam Thém
Pinh dang S6.

Tim hiéu thém vé cac cach dinh dang sd.
+Dau Trang
Hay cho dir li€u cia ban vao bang

Céch don gian dé st dung nhi€u sirc manh ctia Excel do 1a cho dit li¢u cua ban vao
bang. Bi€u d6 cho phép ban nhanh chong loc hodc sap x€p dir liéu cho nguoi maéi

bit dau.

1. Hay chon dit li¢u cua ban bang cach bam 6 dau tién va tha xuéng 6 cudi

cung trong dir li¢u cua ban.

Pé dung ban phim, hiy nhan giir Shift trong khi nhan phim mii tén dé chon dir

liéu.

2. Hay bam nut Phan tich Nhanh = & goc dudi cung bén phai cia vung

chon.
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3. Hay bam Bang, di chuyén con tro téi nit Bang dé ban co thé xem dir liéu
ctia minh tréng s& nhu thé nao. Néu ban thich nhiing gi minh thiy, hdy bdm

nut do.

BINH DANG BiEw B TdMGE  BANG  BIEU 80 THU NHO

B id

Bing PivotTable
Trdng

Bang giip ban sap x&p, od wh bom B ddr lidu

4. Bay gio ban c6 thé 1am viéc vai dit 1iéu ctia minh: Loc dé chi xem dit liéu
ban mudn hodc sip xép dir liéu dé bat dau tir d6, vi du nhu tir 16n nhit dén
nho nhit. Hiy bAm mii tén [~)¢ dau trang bang cua cot.

5. Pé loc dit liéu, hay bo chon hop Chon Tét ca dé xoa tat ca cac du kiém roi

chon cac hop dit liéu ban muon hién trong bang.
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6. Dé sip xép dir liéu, hdy bAm Sap xép tir A dén Z hoic Sip xép tir Z dén A.
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Tim hiéu thém vé loc dit liéu trong bang Excel.

+Dau Trang
Hién tong cho cac so cia ban

Céc cong cu Phan tich Nhanh cho phép ban cong tong cac s6 nhanh chong. Du d6
1a téng, trung binh hay phép dém ban mudn, Excel hién cac két qua tinh toan ngay

bén dudi hodc bén canh cac con so.

1. Hay chon 6 chtra cac s6 ban muon cdng hodc dém.

2. Hay bam nat Phan tich Nhanh [=¢ goc dudi ciing bén phai cta ving

chon.
3. Hay bdm Tong cdng, di chuyén con tré qua cac nit dé xem cac két qua tinh

toan cho dit li¢u cua ban ro1 bam nat do dé ap dung tong cong.
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Thém y nghia vao dir liéu ctia ban

Dinh dang c6 diéu kién hodc biéu d6 thu nho co thé to sang cac dir liéu quan trong

nhat hodc hién xu hudng dir lieu. Hay dung cong cu Phan tich Nhanh danh cho

Xem trude Tryc tiép dé thir.

1. Chon dir liéu ma ban muén kiém tra k¥ hon.

2. Bém nat Phan tich Nhanh =l xuét hién & gc dusi ciing bén phai ving

chon cua ban.

3. Tim hiéu cac tlly chon trén cé4c tab Pinh dang va Biéu dd thu nhé dé xem

ching anh hudng dén dir liéu cua ban nhu thé nao.
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Vi du: chon thang mau trong bd suu tap Pinh dang dé phan biét nhiét do cao,

trung binh va thép.
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4. Néu ban thich cach trinh bay dir liéu dang xem, hiy bam vao tiy chon dé.

Tim hiéu thém vé cach thtrc 4p dung dinh dang c6 diéu kién hodc phan tich xu

hudng trong dit liéu st dung biéu dd thu nhd.

+PAu Trang

Hién dir li€u cua ban trong biéu do

Cong cu Phan tich Nhanh d& xuit biéu d6 phu hop cho dir liéu ctia ban va cho ban

ban trinh bay truc quan chi sau vai lan bam.

ndo trong phu hop nhét ddi véi dir liéu ctia ban roi bAm biéu d6 ban mudn.

chon cua ban.
BINH DANG  BIEUBDD  TOMG  BANG  EIfU DO THU NHO
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GhichGi  Excel hién cac biéu d6 khac nhau trong bd suu tap ndy, tiy thudc vao

biéu d6 nao duoc dé xuat cho dir li€u cua ban.

Hay chon 6 chtra dit 1i¢u ban mudn hién trong bi€u do.

. Hay bdm nat Phan tich Nhanh = xuit hién & géc dudi cuing bén phai viing

Hay bam Biéu d0, di chuyén qua cac biéu do dugc dé xuat dé xem biéu do




Tim hiéu thém cac cach khac dé tao biéu do.
+Dau Trang
Luu tai li€u cua ban

1. Bam nat Lwu trén Thanh cong cu Truy nhap Nhanh hoic nhan Ctrl+S.

H| ©- :

Néu trude d6 ban da luu tai liéu cia minh thi ban d3 thuc hién xong.

2. Néu day 1a 1an dau tién, hay tiép tuc dé hoan thanh cac budc tiép theo:
1. Bén dudi Luu Nhw, hiy chon vi tri Iuu s6 1am viéc roi duyét toi thu
muc.
2. Trong hop Tén tép, nhap tén cho s6 1am viéc.
3. Bam Luru dé két thiic.

+PAu Trang
In

1. Bam Tép > In hoic nhan Ctrl+P.
2. Xem trudc cac trang bang cach bam cac miii tén Trang Tiép theo va Trang

Truwdec.
1 trén 3

Ctra s6 xem trude hién thi cac trang & dang den tring hodc c6 mau, tly thudc vao

thiét 1ap may in cua ban.



Néu ban khong thich cach thirc in trang hién tai, ban co thé thay ddi 18 trang hoic

thém diu ngit trang.

3. Bim vao In.

Tim hiéu thém vé cach in mét trang tinh hoic sb 1am viéc.

+Dau Trang
Pi xa hon nhirng diéu co ban

Hay di xa hon nhitng di€u co ban véi s6 lam viéc cua ban bang cach dung ham dé

tao cong thirc, dung slicer dé loc dir liéu trong bang Excel hay thém dudng xu

hudng hodc trung binh vao biéu dd.

+PAu Trang



MS Excel 2013 Cac ham tinh toan co ban
dung trong ké toan

I. HAM LOGIC.

1. Ham AND:

- Cu phdp: AND (Logicall, Logical2, ....)

- Cac dbis6: Logicall, Logical2... la cac biéu thuc diéu kién.

- Ham tra vé gia tri TRUE (1) néu tat ca cac dbi s6 ciia no 1a dang, tra vé gia tri

FALSE (0) néu mot hay nhiéu dbi s6 cta no 14 sai.
Luuy:
— Cac d6i sb phai 1a gia tri logic hodc mang hay tham chiéu c6 chira gia tri logic.

— Néu d6i s6 tham chiéu 1a gia tri text hodc Null (rdng) thi nhitng gia tri d6 bi bo

qua.
— Néu vuing tham chiéu khong chira gia tri logic thi ham tra vé 16i #VALUE!

-Vidu: =AND(D7>0,D7<5000)

2. Ham OR:

- Cu phédp: OR (Logicall, Logical2...)

- Cac d6i sb: Logicall, Logical2. .. 1a cac biéu thic diéu kién.

- Ham tra vé gia tri TRUE (1) néu bt ctr mot ddi s6 ndo cua no 1a ding, tra vé gia

tri FALSE (0) néu tét ca cac dbi sb cuia no 1a sai.
- Vidu: =OR(F7>03/02/74,F7>01/01/2002)

3. Ham NOT:



- Cu phdp: NOT(Logical)
- Pbi s6: Logical 1a mot gia tri hay mot biéu thirc logic.

- Ham dao nguoc gia trj ctia ddi sd. Str dung NOT khi ban mudn phu dinh gia tri

ctia ddi sb trong phép toan nay.

I1. NHOM HAM TOAN HOQC

1. Ham ABS:

- Lay gia tri tuyét d6i cia mot s6

- CU phap: ABS(Number)

- B6i s6: Number 1a mot gia tri s6, mot tham chiéu hay mdt biéu thirc.
-Vidu: =ABS(A5 +5)

2. POWER:

- Ham tra vé lily thira ctia mot s6.

- CU phap: POWER(Number, Power)

- Céc tham s6: Number: La mot sb thuc ma ban mudn 13y iy thira.

- Power: La s mil.

-Vidu =POWER(5,2) =25

3. Ham PRODUCT:

- Ban c6 thé sir dung hAm PRODUCT thay cho toan tir nhan * dé tinh tich ctia mot
day.

- Cl phap: PRODUCT(Numberl, Number2...)

- Céc tham sé: Numberl, Number?2... 1 ddy s6 ma ban mudn nhan.

4. Ham MQOD:



- Lay gia tri du ctia phép chia.
- CU phap: MOD(Number, pisor)
- Céc d6i s6: Number: S bi chia.
- pisor: Sé chia.
5. Ham ROUNDUP:
- Lam tron mot sb.
- Cu phap: ROUNDUP(Number, Num_digits)
- Cac tham s6:  Number: La mdt sé thue ma ban mudn 1am tron 1én.
- Number_digits: 1a bac sb thap phdn ma ban mubn 1am tron.
- Chay:
— Néu Num_digits > 0 s& 1am tron phan thap phan.
— Néu Num_digits = 0 s& 1am tron 1&n s6 ty nhién gan nhat.
— Néu Num_digits < 0 s& 1am tron phan nguyén sau dau thap phan.
6. Ham EVEN:
- Lam tron Ién thanh sé nguyén chin gan nhét.
- CU phap: EVEN(Number)
- tham sb: Number 1a s6 ma ban muébn 1am tron.
- Chay:
- Néu Number khong phai 1 kiéu s6 thi ham tra vé 16i #VALUE!
7. Ham ODD:

- Lam tron 1&n thanh s6 nguy@n Ié gan nhat.



- CU phap: ODD(Number)
- Tham s6: Number 1a 56 ma ban mudn 1am tron.
8. Ham ROUNDDOWN:
- Lam tron xudng mot sd.
- Cl phdp: ROUNDDOWN(Number, Num_digits)
- Céc tham s6: twong ty nhu ham ROUNDUP.
I11. NHOM HAM THONG KE.
A. Nh6m ham tinh tong
1. Ham SUM:
- Cong tat ca cac s trong mot vung dit liéu dugc chon.
- Cl phap: SUM(Numberl, Number2...)
- C4c tham s6: Numberl, Number2... 1a cac s6 can tinh tong.
2. Ham SUMIF:
- Tinh tong cua cac 6 dugc chi dinh boi nhing tiéu chuan dua vao.
- Cl phap: SUMIF(Range, Criteria, Sum_range)
- Céc tham sé: Range: La ddy ma ban mudn xac dinh.

- Criteria: c4c tiéu chudn ma mudn tinh tong. Tiéu chuan ndy c6 thé 1a s, biéu thirc

hoic chudi.
- Sum_range: La céc 6 thuc su can tinh tong.
-Vidu: =SUMIF(B3:B8,”’<=10")

- Tinh tong cua cac gi4 tri trong ving tir B2 dén B5 véi diéu kién 1a cac gia tri nho

hon hoic bang 10.



B. Nhom ham tinh gié tri trung binh

1. Ham AVERAGE:

- Tra vé gi tri trung binh cia cac di sd.

- Cuphdp: AVERAGE(Numberl, Number2...)

- Céc tham s6: Numberl, Number2 ... 12 c&c s can tinh gié tri trung binh.
2. Ham SUMPRODUCT:

- Lay tich cta cac ddy dua véo, sau d6 tinh tong cia cac tich do.

- Cluphdp: SUMPRODUCT(Arrayl, Array2, Array3...)

- Céc tham sb: Arrayl, Array2, Array3... 1a cac ddy 6 ma ban mudn nhan sau d6

tinh tong cac tich.

- Chuy:

- Céc dbi sd trong cac ddy phai cing chiéu. Néu khong ham sé& tra vé gia trj 161
#VALUE.

C. Nhém ham tim gia tri 16n nhat va nhé nhat:

1. Ham MAX:

- Tra vé s6 16n nhat trong day dugc nhép.

- Cu phdp: MAX(Numberl, Number2...)

- Céc tham s6: Numberl, Number2... 13 ddy ma ban mudn tim gia tri 16n nhit ¢

trong do.
2. Hdm LAGRE:
- Tim s6 16n tht k trong mot ddy dugc nhép.

- Cu phdp: LARGE(Array, k)



- Céc tham s6: Array: LA mot mang hodc mot ving dit liéu.

- k: La thir hang ctia s6 ban mudn tim ké tir s6 16n nhét trong day.
3. Ham MIN:

- Tra vé s6 nho nhit trong day dugc nhap vao.

- Cl phap: MIN(Numberl, Number2...)

- C4c tham s6: Numberl, Number?2... 12 ddy ma ban mudn tim gia tri nho nhit &

trong do.

4. Ham SMALL.:

- Tim s6 nho tht k trong mot dy duoc nhap vao.

- Cu phap: SMALL(Array, k)

- Cé4c tham sb:  Array: La mot mang hodc mot viing cua dir lidu.
- k: L& thtr hang ctia s6 ma ban mudn tim ké tir s6 nho nhat trong day.
D. Nhém ham dém dit liéu

1. Ham COUNT:

- Ham COUNT dém cac 6 chira dir liéu kiéu sd trong day.

- Cl phap: COUNT(Valuel, Value2, ...)

- Céc tham s6: Valuel, Value2... 1a mang hay day dit liéu.

2. Ham COUNTA:

- Pém tét ca céac 6 chtra dit liu.

- Cl phap: COUNTA(Valuel, Value2, ...)

- Céc tham s6: Valuel, Value2... 1a mang hay day dit liéu.

3. Ham COUNTIF:



- Hdm COUNTIF dém cac 6 chira gia tri s6 theo mot diéu kién cho trudge.
- Cl phap: COUNTIF(Range, Criteria)

- Cé4c tham sé: Range: DAy dit liéu md ban muén dém.

- Criteria: L& tiéu chuan cho cac 6 dugc dém.

- Vidy: = COUNTIF(B3:B11,”>100"): (Bém tét ca cac 6 trong ddy B3:B11 c6

chtra s6 16n hon 100)

IV. NHOM HAM CHUOI

1. Ham LEFT:

- Trich cac Ky tu bén trai cia chudi nhap vao.
- CU phap: LEFT(Text,Num_chars)

- Céc dbi s6: Text: Chudi vin ban.

- Num_Chars: S6 ky tu mudn trich.

- Vidu: =LEFT(TGi tén 1a,3) = “Téi”

2. Ham RIGHT:

- Trich cac ky tu bén phai cua chudi nhap vao.
- CU phap: RIGHT(Text,Num_chars)

- Cac d6i sb: tuong ty ham LEFT.

- Vidu: =RIGHT(T6i tén 13,2) = “Ia”

3. Ham MID:

- Trich céc ky ty tir s6 bat dau trong chudi dugc nhap vao.
- Cl phap: MID(Text,Start_num, Num_chars)

- Cac do1 so: Text: chuo1 van ban.



- Start_num: S6 thu tu cua ky tu bat dau duoc trich.
- Num_chars: S6 ky t can trich.

4. Ham UPPER:

- P6i chudi nhap vao thanh chir hoa.

- Cu phép: UPPER(Text)

5. Ham LOWER:

- P6i chudi nhap vao thanh chir thuong.

- Cu phédp: LOWER(Text)

6. Ham PROPER:

- Poi ky tir ddu cua tir trong chudi thanh chir hoa.

- CU phap: PROPER(Text)

- Vi du: =PROPER(phan van a) = “Phan Van A”
7. Ham TRIM:

- Cat bo cac ky tu tring & dau chudi va cudi chudi.
- Cu phép: TRIM(Text)

V. NHOM HAM NGAY THANG

1. Ham DATE:

- Ham Date tra vé mot chudi trinh bay mot kiéu ngay dic thu.
- CU phap: DATE(year,month,day)

- Céc tham sb:

- Year: miéu ta nam, c6 thé tir 1 dén 4 chit s6. Néu ban nhap 2 chir s6, theo mac

dinh Excel s& iy nam bat dau 1a: 1900.(Vi du)



- Month: miéu ta thang trong ndm. Néu month 16n hon 12 thi Excel s& tu dong tinh

thém céc thang cho s miéu ta nam.

- Day: miéu ta ngay trong thang. Néu Day 16n hon sé ngdy trong thang chi dinh, thi

Excel s& tu dong tinh thém ngay cho s6 miéu ta thang.
Luuy:

- Excel luu trix kiéu ngay nhu mdt chudi s6 1ién tuc, vi Vay co thé st dung cac phép

toan cong (+), trir (-) cho kiéu ngay. (Vi du)
2. Ham DAY:

- Tra vé ngay tuong Gmg véi chudi ngay dua vao. Gid tri tra vé 1a mot sb kiéu

Integer & trong khoang tir 1 dén 31.
- Cu phép: DAY (Serial_num)
- Tham so:

- Serial_num: LA dir liéu kiéu Date, c6 thé 1a mot ham DATE hoic két qua ctia mot

ham hay c6ng thtrc khac.
3. Ham MONTH:

- Tra vé thang ctia chudi ngdy duoc mé ta. Gia tri tra vé 14 mot s ¢ trong khoang 1

dén 12.
- CU ph&p: MONTH(Series_num)
- Tham sé:

- Series_num: La mot chudi ngay, c6 thé 1a mot ham DATE hoic két qua cua mot

ham hay c6ng thtrc khac.

4. Ham YEAR:



- Tra vé nam tuong tng vdi chuoi ngay dua vao. Year dugc tra veé 1a mot kiéu

Integer trong khoang 1900-9999.
- Cu phéap: YEAR(Serial_num)
- Tham sé:

- Serial_num: L& mot dir liéu kiéu ngdy, c6 thé 1a mot ham DATE hoic két qua cua

maot ham hay cdng thie khac

5. Ham TODAY:

- Tra vé ngay hién thoi cta hé thong.

- Cl phap: TODAY()

- Ham nay khong c6 cac ddi so.

6. Ham WEEKDAY:

- Tra vé s6 chi tha trong tuln.

- Cu phap: WEEKDAY (Serial, Return_type)

- Cac dbi s6: — Serial: mot s6 hay gié tri kiéu ngay.
— Return_type: chi dinh kiéu dit liéu tra vé.

V1. HAM VE THOT GIAN.

1. Ham TIME:

- Tra vé mot chudi trinh bay mot kiéu thoi gian dic thi. Gid tri tra vé 14 mot sb

trong khoang tir 0 dén 0.99999999, miéu ta thdi gian tir 0:00:00 dén 23:59:59.
- Cu phap: TIME(Hour,Minute,Second)
- Céc tham sb: Pugc tinh twong tu & ham DATE.,

- Hour: miéu ta gio, 1a mot sé tir 0 dén 32767.



- Minute: miéu ta phat, 1a mot sb tir 0 dén 32767.

- Second: miéu ta gidy, 1a mot sb tir 0 dén 32767.

2. Ham HOUR:

- Tra vé gid trong ngdy cta dir liéu kiéu gio dwa vao. Gia tri tra vé 13 mot kiéu
Integer trong khoang tir 0 (12:00A.M) dén 23 (11:00P.M).

- CU phap: HOUR(Serial_num)

- Tham sé:

- Serial_num: LA dir liéu kiéu Time. Thoi gian c6 thé dugc nhap nhu:
- Mot chudi ki ty ndm trong dau nhdy (vi du “5:30 PM”)

- M6t s thap phan (vi du 0,2145 mé ta 5:08 AM)

- Két qua cia mot cong thirc hay mot ham khac.

3. Ham MINUTE:

- Tra vé phiit ctia dit liéu kiéu Time dua vao. Gia tri tra vé 1a mot kiéu Integer trong

khoang tir 0 dén 59.

- Cu phéap: MINUTE(Serial_num)

- Tham s6: Serial num: Tuong tu nhu trong cong thirc HOUR.
4. Ham SECOND:

- Tra vé gidy cua dir liéu kiéu Time dua vao. Gia tri tra vé 12 mot kiéu Integer trong

khoang tir 0 dén 59.
- Cu phé&p: SECOND(Serial_num)
- Tham s6: Serial num: Twong ty nhu trong cong thie HOUR.

5. Ham NOW:



- Tra vé ngay gio hién thoi ctia hé thong.
- Cu phap: NOW()

- Ham nay khong c6 cac ddi so.

VII. NHOM HAM DO TIM DU LIEU.
1. Ham VLOOKUP:

- Tim ra mot gi4 tri khac trong mot hang bang cach so sanh no véi cac gia tri trong

cot dau tién ciia bang nhap vao.

- CU phép:

- VLOOKUP(Lookup Value, Table array, Col idx num, [range lookup])

- C4c tham so:

- Lookup Value: Gi4 tri cdn dem ra so sanh dé tim kiém.

- Table array: Bang chira thong tin ma dit liéu trong bang 12 dit liéu dé so sanh.
Ving dir liéu ndy phai 1a tham chiéu tuyét doi.

- Néu gia tri Range lookup 13 TRUE hoic duoc bo qua, thi cac gia tri trong cot
dung dé so sanh phai duoc sip xép tang dan.

- Col idx num: s6 chi cot dir liéu ma ban mudn léy trong phép so sanh.

- Range lookup: La mét gia tri luan 1y dé chi dinh cho ham VLOOKUP tim gia tri
chinh xac hozc tim gia tri gin dung. + Néu Range lookup 12 TRUE hoic bo qua, thi
gia tri gan dung duoc tra ve.

Chuy:

- Néu gia tri Lookup value nho hon gi4 tri nh nhat trong cot dau tién cta bang
Table array, nd s& thong bao 15i #N/A.

- Vidu: =VLOOKUP(F11,$C$20:$D$22,2,0)



- Tim mot gia tri bang gia tri & 6 F11 trong cot thi nhat, va ly gia tri tvong ung &

cot thur 2.
2. Ham HLOOKUP:

- Tim kiém twong ty nhu ham VLOOKUP nhung bang cach so sanh nd voi cac gia

tri trong hang dau tién cua bang nhap vao.

- Cl phap: HLOOKUP(Lookup Value, Table array, Col idx num, [range lookup])
- Céc tham s6 tuong tu nhu ham VLOOKUP.

3. Ham INDEX:

- Tra vé mot gia tri hay mot tham chiéu dén mot gia tri trong pham vi bang hay
vung dir liéu.

- CU phép:

- INDEX(Array,Row_num,Col_num)

- C4c tham so:

- Array: LA mot viing chira céc 6 hodc mot mang bat bién.

- Néu Array chi chira mot hang va mot cot, tham s6 Row _num hodc Col num
trong ung la tuy y.

- Néu Array c6 nhiéu hon mot hang hoac mét cot thi chi mét Row_num hoic

Col num dugc sir dung.

- Row_num: Chon Iya hang trong Array. Néu Row num duoc bo qua thi Col_num
la bt budc.

- Col_num: Chon lua ¢t trong Array. Néu Col num dugc bd qua thi Row_num Ia

bt budc.



MS Excel 2013 Cach dung cac ham co
ban trong Excel 2013

Ciing tuong tu nhu trong cac phién ban trudc, cach dung cac ham co ban trong

Excel 2013 khdng c6 gi thay doi:

1.Ham IF: Ham thudng c6 3 dbi sb: didu kién ban mudn kiém tra, gia trj trd vé néu
diéu kién dung, va gia tri tra vé néu diéu kién sai

C phap: =if(diéu kién kiém tra, gid tri tra vé néu dung, gia tri tra vé néu sai)
2. Ham SUM:

Cong tat ca c4c sb trong mot vung dit liéu duoc chon.

Cu phéap:

SUM(Numberl, Number2...)

Céc tham s6: Numberl, Number2... 12 c4c s can tinh tong,

3. Ham SUMIF:

Tinh téng cua cac 6 dugc chi dinh bai nhiing tiéu chuan dua vao.

Cu phéap:

SUMIF(Range, Criteria, Sum_range)

Céc tham so:

Range: LA ddy ma ban muén xac dinh.

Criteria: cac tiéu chuan ma mudn tinh tong. Tiéu chuan ndy c6 thé 1a sb, biéu thuc

hoac chuoi.



Sum_range: La cac & thuc su can tinh tong.
4. Ham AVERAGE:

Tra vé gi trj trung binh cta cac ddi sd.

Cu phéap:

AVERAGE(Numberl, Number2...)

Céc tham s6: Numberl, Number?2 ... 1a c4c 6 can tinh gia tri trung binh.
5. Ham MAX:

Tra vé sb 16n nhit trong day dugc nhap.

Cu phéap:

MAX(Numberl, Number2...)

6. Ham MIN:

Tra vé s6 nho nhat trong day duoc nhap vao.
Cu phéap:

MIN(Numberl, Number2...)

Céc tham s6: Numberl, Number2... 12 diy ma ban mudn tim gié tri nho nhat ¢

trong do.

7. Ham COUNT:

Ham COUNT dém cac 6 chira dit lidu kiéu s6 trong day.
Cu phéap:

COUNT(Valuel, Value2, ...)

Céc tham sb: Valuel, Value2... 1a mang hay day dit liéu.

8. Ham COUNTIF:



Ham COUNTIF dém céc 6 chira gia tri s6 theo mot diéu kién cho trude.
Cu phéap:

COUNTIF(Range, Criteria)

Céc tham sé:

Range: D&y dit liéu ma ban mudn dém.
Criteria: L& tiéu chuan cho céc 6 dugc dém.
9. Ham LEFT:

Trich céc ky tu bén trai cua chudi nhap vao.
Cu phap: LEFT(Text,Num_chars)

Céc ddi sé:

- Text: Chudi vin ban.

- Num_Chars: S6 ky tu mudn trich.

Vi du:

=LEFT(TGi tén 1a,3) = “Téi”

10. HGm RIGHT:

Trich céc ky tu bén phai ctia chudi nhap vao.
Cu phap: RIGHT(Text,Num_chars)

Céc di s6: twong ty ham LEFT.

Vi du: twong tu trén

11. Ham DATE:

Ham Date tra vé mot chudi trinh bay mot kiéu ngay dic th.



Cu phap: DATE(year,month,day)
Céc tham so:

Year: miéu ta nam, c6 thé tir 1 dén 4 chit s6. Néu ban nhdp 2 chit sb, theo mic dinh

Excel s& ldy nam bat dau 1a: 1900

Month: miéu ta thang trong nim. Néu month 16n hon 12 thi Excel s& tu dong tinh

thém céc thang cho s miéu ta nam.

Day: miéu ta ngay trong thang. Néu Day 16n hon sé ngdy trong thang chi dinh, thi

Excel s& tu dong tinh thém ngay cho s6 miéu ta thang
12. Ham TIME:

Tra vé mot chudi trinh bay mot kiéu thoi gian dic thi. Gid tri tra vé 1a mot sb trong
khoang tir 0 dén 0.99999999, miéu ta thoi gian tir 0:00:00 dén 23:59:59.

Cu phéap:

TIME(Hour,Minute,Second)

Céc tham sé: Puoc tinh twong ty & ham DATE.
Hour: miéu ta gio, 1a mot sé tir 0 dén 32767.
Minute: miéu ta phat, 14 mot sb tir 0 dén 32767.
Second: miéu ta gidy, 1a mot s6 tir 0 dén 32767.
13. Ham AND:

Cu phéap:

AND (Logicall, Logical2, ....)

Céc ddi sb:

Logicall, Logical2... la cac biéu thirc diéu kién.



Ham tra vé gia tri TRUE (1) néu tat ca cac ddi s6 ctia nd 1a dung, tra vé gia tri

FALSE (0) néu mot hay nhiéu dbi sé cta no 14 sai.
Luuy:
- Cac d6i sb phai 14 gia tri logic hodc mang hay tham chiéu c6 chira gia tri logic.

- Néu ddi s6 tham chiéu 1a gia tri text hodc Null (rdng) thi nhiing gia tri d6 bi bo

qua.
- Néu vuing tham chiéu khong chira gia tri logic thi ham tra vé 16i #VALUE!
Vi du:

=AND(D7>0,D7<5000)

14. Ham OR:

Cu phéap:

OR (Logicall, Logical2...)

Céc dbi s6: Logicall, Logical2... 1a c4c biéu thtrc diéu kién.

Ham tra vé gia tri TRUE (1) néu bat ctr mot d6i s6 ndo cua nd 1a dung, tra vé gid tri

FALSE (0) néu tit ca cac d6i s6 cua n6 13 sai.
Vi du:

=OR(F7>03/02/74,F7>01/01/2002)

15. Ham NOT:

Cu phéap:

NOT(Logical)

Déi s6: Logical 1a mot gia tri hay mot biéu thic logic.



Ham dao ngugc gia tri cua ddi sd. Su dung NOT khi ban mubn phu dinh gia tri cia

d6i s trong phép toan nay.

16. Ham ABS:

Lay gia tri tuyét dbi cia mot sd

Cu phap: ABS(Number)

Péi sb: Number 12 mot gia tri s6, mot tham chiéu hay mdt biéu thirc.
Vi du:

=ABS(A5 + 5)

17. POWER:

Ham tra vé iy thira ctia mot s6.

Cu phap: POWER(Number, Power)

Céc tham sé:

- Number: La mot sé thye ma ban mudn 13y iy thira.

- Power: La s mil.

Vidu

= POWER(5,2) = 25

3. Ham PRODUCT:

Ban c6 thé sir dung hAm PRODUCT thay cho toan tir nhan * dé tinh tich ciia mot
day.

Cu phéap:

PRODUCT (Numberl, Number2...)

Cac tham s6: Numberl, Number2... 12 ddy s6 ma ban mudn nhan.



18. Ham MOD:

L4y gia tri du cua phép chia.

Cu phap: MOD(Number, Divisor)

Céc ddi sé:

- Number: S bi chia.

- Divisor: Sé chia.

19. Ham ROUNDUP:

Lam tron mot sb.

Cu phéap:

ROUNDUP(Number, Num_digits)

Céc tham sé:

- Number: L& mot s6 thuc ma ban mudn 1am tron 1én.

- Number_digits: 1a bac s6 thap phdn ma ban mudn 1am tron,
Cha y:

- Néu Num_digits > 0 s& 1am tron phan thap phan.

- Néu Num_digits = 0 s& 1am tron 18n s6 tu nhién gan nhat.

- Néu Num_digits < 0 s& 1am tron phan nguyén sau dau thap phan.
20. Ham EVEN:

Lam tron Ién thanh s nguyén chan gan nhat.

Cu phap: EVEN(Number)

tham sb: Number 12 s6 ma ban muén 1am tron.



Chu y: Néu Number khong phai 1a kiéu s6 thi ham tra vé 16i #VALUE!
21. Hdam ROUNDDOWN:

Lam tron xudng mot sd.

Cu phéap:

ROUNDDOWN(Number, Num_digits)

Céc tham sd: tuong tu nhu ham ROUNDUP.



Meo hay cho Microsoft Excel 2013

Téch nhé dir liéu trong mét 6, chuyén dir liéu tir cot thanh hang va ngwoc lai,
thwe héa dir li¢u, t6 mau xen ké giira cac dong la nhirng meo gitp st dung
Microsoft (MS) Excel 2013 hi¢u qua hon.

Tach dir li¢u trong mot 6

Nguoi dung thudng gip tinh hudng ndy khi phai sap xép mot danh sach c6 ho tén
theo thir tu ctiia bang chir cai. Thong thuong, “Ho va Tén dém” s€ thudc mot 6, con
“Tén” s& nam trong mot 6 khac ngay bén phai 6 “Ho va Tén dém”, tic 12 S& co 2
cot 1ién ké nhau dé thé hién ho tén diy du. Tur do, viée sap xép thir tu dua trén
“Tén” s& duoc thuc hién dé dang. Nguoc lai, viéc nhap ho tén dﬁy du chi trong mot
6 duy nhit s& khién viéc sap xép gip khé khin, do Excel s& uvu tién dung chir cai
dau tién cua ho tén day du dé 1am viéc ndy, trong khi ching ta lai muén dya trén

chit cai dau tién cua “Tén”.
Cach 1:

Néu stir dung MS Excel 2013, ban c6 thé tdn dung tinh ning Flash Fill dé lay dir
liéu c6 quy tic dua trén dir liéu gbc. Theo d6, ban phai ty nhap dir liéu vao 6 dau
tién, nhung tir 6 thir hai trd di thi chuong trinh s& goi v két qua, nhiém vu cua ban
la nhan phim mii tén di xudng trén ban phim dé két qua ty dién cho toan bo danh

sach.



V6i cach ndy, ban c6 thé dé dang lay “Tén” tir 6 ho tén day di, nhung viéc lay “Ho
va Tén dém” thi kho chinh xéac vi sé tir trong “Ho va Tén dém” cua mdi ngudi 1a

khac nhau.

Ban c6 thé tan dung cach nay dé 1dy “Tén” ra mot cot riéng, rdi ding nd

dé sap xép cho toan bo danh sach, ma khong can phai 1y thém cot “Ho

A

va Tén dém”; hoan thanh thi x6a cot “Tén” d6 di la xong.
Cach 2:

Néu mudn tach cot “Ho va Tén” thanh hai cot riéng biét 12 “Ho va Tén dém” va

“Tén”, ban co thé thuc hién theo cac bude sau:
Buéc 1: Lay “Tén” tir cot chira ho tén day du
- Trén bang tinh, chon 6 s& chira “Tén”.

- Nhap vao ham:

=IF(ISERROR(FIND("

" TRIM(B3),1)),"",RIGHT(TRIM(B3),LEN(TRIM(B3)) -
FIND("#",SUBSTITUTE(TRIM(B3)," ","#",LEN(TRIM(B3))-
LEN(SUBSTITUTE(TRIM(B3)," ","™"))))))

Trong do, B3 1a mot 6 chira ho tén dﬁy du trong bang tinh, ban nén chon thao tac

VGi 6 dau tién trong danh sach.

- Nhin Enter dé xem két qua thu dugc cho 6 dau tién nay.



- Ré chudt vao gdc vudng bén dudi cua 6 két qua vira thu dugc, roi kéo xuong dé

nhan két qua twong tu cho cac 6 con lai.
Buoc 2: L€'1y “Ho va Tén dém”

Sau khi d4 ldy dugc “Tén”, ban chi cAn nhiap doan ma sau vao & muén chia “Ho va

Tén dém’:

=LEFT(B3,LEN(B3)-LEN(D3)-1)

Trong d6, B3 van 12 6 chita ho tén day du, con D3 12 6 chira “Tén” (6 chtra két qua

cua Buoc 1).
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Téch ho tén day du thanh hai cér riéng biét.



Xong, ban ciing ré chudt vao goc vudng bén dudi cua 6 két qua vira thu dugce, roi
kéo xudng dé ap dung cho tit ca cac dong con lai. Luu Y riang, cach 1am nay chi

chinh xac khi khdng c6 khoang tring du thira ¢ cudi tén day du.
Chuyén ddi giira cot va hang

Don gian, ban chi can Copy phén dit liéu d6, roi nhan chudt phai lén 6 dau tién cua

hang hoic cot can Paste ra, chon Transpose.
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Tuy chon Paste Transpose.

Thuwe hoa dir li¢u



Thong thudng, cac 6 dit liéu c6 duoc dua trén viéc goi ham sé& bién dong theo cac 6
c6 lién quan. Nghia 13, néu ban xé6a 6 chua dit liéu gdc thi cac dir liéu dugc tinh
toan dya trén nd ciing s& bi 16i. Vi vdy, trong mot sd truong hop, ban nén chuyén
nhitng dit liéu ndy vé dang cb dinh, bang cach Copy nhitng dit liéu d6, roi nhan

chudt phai vao vi tri mudn Paste, chon Values.
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Tuy chon Paste Values.

TO mau xen ké giira cac dong



Pé phan biét cac dOng ciia mot bang tinh trong Excel, ban nén td mau xen k& cho
chdng. Tuy nhién, thay vi phai ngdi lwa chon tirng dong, ban cé thé sir dung cong

cu c6 san dé t6 mau that nhanh chong.
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TUy chinh t6 mau cdn t6.

Cac budc thuc hién:

Buwoc 1:

Boi den ving chtra nhitng dong cin t6 mau. Sau d6, vao th¢ HOME, chon

Conditional Formating, New Rule.



Buwoc 2:

Tai muc Select a rule type, chon Use a formula to determine which cells to format,
nhap hAm=MOD(ROW/(),2=0) vao & Format values where this formula is true, rdi

nhan Format dé dinh dang mau muén dung.

Thao tac trén gilp ban t6 mau cho nhitng dong cd sé thir ty chin. Tuong tu, ban
cling d& dang td mau cho cac dong cé sé thir tu 16, bang cach doi ham trén
thanh =MOD(ROW(),2).

Trén thyuc té, ban chi can t6 mau cho céc dong chéan hodc 1¢, roi dé mau

trang (mic dinh) cho cac dong con lai.



St dung Data Validation trong
Microsoft Excel 2013

Data Validation 1a tinh nang hiéu qué trong Microsoft Excel khi ban can
chia s& bang tinh v&i mét nhiéu ngudi khac nhung lai mudn gitr cho néi
dung bang tinh théng nhat. Trong cac 6 da kich hoat Data Validation,
nguoi tao ra bang tinh c6 thé bat budc ngudi ding lwa chon di liéu tor mot
danh sach dinh trwéc, han ché cac 6 trong mot sb loai div liéu nhat hodc

mot vai thir khac thiét 1ap tiy chinh phirc tap cé lién quan.

Ban c6 thé sir dung tinh ndng Data Validation cho toan bd mét hang, mot
cot hoac chi cho céac 6 riéng 18. Bai viét minh hoa bang viéc ap dung cho tat

ca di¥ liéu dwoc nhap vao cét B.
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4 |Dogfish Head
5 |Shocktop
6 |Blue Moon
7 |Sam Adams
8 |Saranac
9 |Smutty Nose
10 | Shipyard

Sau khi chon c6t B, ban nhép vao thé Data trong menu Ribbon réi nhan nut

Data Validation trong nhém Data Tools.

Bookl - Microsoft Excel Preview
DATA REVIEWY WIEW

ctions § Clear ¥ o
. 2l | e EE = E*@ =4 E
ties f'rs Beapph

El Sort Filter I Textto Flash  Remove Dat Cons
1Ks Yo Advanced  columns il Duplicates Validation =

Sort & Filter Data Tools

Ctra sb Data Validation hién ra, ban cé thé thiét 1ap d& Excel gi¢i han di

liéu trong cac loai ngay thang, sb, sb thap phan, thoi gian hodc cé chiéu



dai nhat dinh bang cach chon trong thé Settings. Néu ban mudn tao danh

sach chon dwéi dang trinh don tha xudng, hay chon List.

Data Validation |2 i S

Settings IInputMessagE Errar Alert

Validation criteria

Allow:
Any value - Ignaore blank

Any value
Whole number
Drecimal

Date

Time

Text length
Custom

Apply these changes to all other cells with the same settings

o) [cne |

Céc lwa chon cho trinh don dwoc nhap vao 6 Source bang mét trong hai
cach sau. Cach 1: gd tryc tiép cac lwa chon riéng biét va phan cach voi
nhau bang dau phay. Cach nay kha co ban va hiru ich khi sb lwong lwa
chon it. Tuy nhién, néu ban cé nhiéu Iwa chon va muén quan ly ching dé
dang hon, ban nén st dung cach 2: gd trwéc cac lwa chon vao moét s6 6
gan nhau réi dung nat chon ving di liéu bén canh hép Source dé tham

chiéu dén nhirng 6 nay.



Data Validation |2 oo

Input Message | Error Alert |

Validation criteria

Allow:

| List Ignore blank
-[.J.a{a: ' In-cell dropdown
| between [ :

Source:
|1 - Poaor, 2 - Meh, 3 - Okay, 4 - Great, 5 - Superb

|:| Apply these changes to all other cells with the same settings

oy ) (o |
Ly

Data Validation L7 [

Q P

13 | settings | Input Message | Error Alert |
14 | Validation criteria
15 Allow:
16 1-Bad [ vist [#] 1gnore blank
17 2-Meh Dot In-cell dropdown
18 3-0ka T 1

- Y between
19 4 - Great
20 s b Source:

- Super =]
- = |=sPs16:5PS20 ]
= Apply these changes to all other cells with the same settings
Clear Al ok | cancel
L

Tiép theo, ta chuyén dén thé Input Message. Day la tuy chon dé hién thi
mot thédng bao hwédng dan giri dén nguwdi dung mbi khi 6 dir liéu Data

Validation dwoc chon.



4 - Great

Bold + Swee?

4-Great Bold +Savor D2t Validation
2-Meh Bland AT,
2 - Meh Bland
3-Okay Subtle Pum;’f Show input message when cell is selected
1-Poor Burnt Coffe | | When cell is selected, show this input message:
1-Poor Burnt Coffesd Title:
|4— Great _v.'reet Need Help?
Need Help? Input message:

Please Choose a Please Choose a selectlcun from the drop-down list. A
selection from
the drop-down

list.

Clear All Dq Cancel
I

Twong tw nhw thé, thé Error Alert s& hién thj thdng bao 16i khi ngudi ngudi
dung nhap dir liéu khédng phu hop véi yéu ciu cia Data Validation. Ban ¢c6
thé nhap bat cr ndi dung nao cho cac thdng bao nay nhwng tét nhat 1a nén

ngan gon va day da théng tin.

i Southern Tier 4-Great Bold +Swee* et at 2 % [
1 Dogfish Head 4-Great Bold +Savo| Data Validation . _
f Shocktop 2-Meh  Bland Settings ] r— [ Ervor Alert]
5 Blue Moon 2-Meh  Bland _— )
7 Sam Adams 3.0kay Subtle Purpgls ow error alert after invalid data is entered
)
i Saranmac 1- Poor When user enters invalid data, show this error alert:
3 Smuny Nose 1- Poor rnt Coffel Style: Title:
0 Shlpyard * reet Stop 3 Cusom Data Mot Accepted
Cusom Data Mot Accepted 2 1| Error message
Flease Choose an entry from the .
’ list.
- Please Choose an entry from the list. a
[ | [ coneet | | Help
3 — = — |
& | Clear Al OK Camcel
‘ . el |
1] a3

TAt ca da san sang, bay gi® mot mii nhd sé xuat hién bén phai méi 6 Data

Validation khi 6 nay dwoc chon. Néu ban nhap vao mii tén, mét trinh don



thd xudng s& mé ra dé& ban chon cac chi tiét tr danh sach trong 6 Source

cua thé Settings.

B10 ¥ Je || 4-Great

A B C D E i
1 |Pumpkin Beer Rating Flavor Color AC%
2 |lchabod 5- Superb Pumpkin Pie Medium 5.1
3 |Southern Tier 4-Great Bold +5Sweet Medium 8.6
4 |Dogfish Head 4-Great Bold+Savory Medium B
5 |Shocktop 2-Meh  Bland Light 4.5
& |Blue Moon 2-Meh  Bland Light 4.8
7 |Sam Adams 3-Okay Subtle Pumpkin Medium 4.6
g |Saranac 1-Poor Burnt Coffee Dark 4.3
9 |[Smutty Nose 1-Poor _ Burnt Coffee Dark 4.7
10 | shipyard [4-Great | ~eet Light 4.2
11
12
13
14

Khi lam viéc trong méi trurong Excel, néu khdng hai 1ong véi nhitng céu
hinh mé&c dinh trong dé, ban hoan toan c6 thé thay déi né theo y minh.
Béng cach do, Excel sé gitp ban lam viéc hiéu qua hon, hiru ich hon. Sau

day la 8 trong sb cac thiét Iap phd bién ma ban can quan tdm nhét.

1. Buong dan lwu File:

C6 nhiéu ngudi khéng thich str dung thu muc lwu file méc dinh 1a My
Documents. Vi thé nguoi ta cé thé nhanh chéng thay déi thuw muc méc dinh

nay bang céc thao tac sau.



-V 6i Excel 2007, tir ctra sé chinh ban nhan chon Office Button va click
vao nut Excel Options phia dwdi. Trong Excel 2003, chon Options tir danh

muc Tools.

- Trong Panel bén trai, chon muc Save. V&i Excel 2003, chon thé

General

- Trong 6 nhdp sau dong chi Default File Location, ban hay gd duwong
dén t&i thu muc ma minh muén lwu file hodc nhédn Browser dé duyét chon.

Sau cung nhén OK.



el Opor s

Popular =
4 H Customize how workbooks are saved.
Formulas
Proofing Save workbooks
~5ave _'] Save files in this format: Excel Workbook IE[

Advanced Save AutoRecover information every |10 , minutes

Gt aIniEn AutoRecover file location: E_C:\Users\ngncan‘-ﬁ.ppData\Rnaming‘-.Micrnsnft"-.Excel\.
Default file location: ;C:RUsers‘-.ngncan‘-.[}ncuments

Add_]:ns | S o P e e T el o e

Trust Center AutoRecover exceptions fon ﬁ;‘ Bookl B

Resources

|:| Disable AutoRecover for this workbook only

Offline editing options for document management server files

Save checked-out files to: i)
(71 The server drafts location on this computer

Server drafts location: ;.C:"-.Us ersingocan\DocumentsiSharePoint Drafts), '

Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel: (i) Colors...

i oK ] [ Cancel

2. S6 béng tinh (Sheets):

Mé&i mot cira sé méi duroe kich hoat sé bao gém 3 Sheet durgc cung cap
theo méc dinh, ban c¢é thé xdéa, thém va ciing cé thé thay déi sé bang tinh
mac dinh do.



Cdng trong Options, ban chon thé General cho Excel 2003 va muc
Popular Excel 2007. Tiép theo véi Excel 2007, nhdp sé Sheet tly y vao 6
tuy chon sau dong chi¥ Include This Many Sheets field. V&i Excel 2003,

nhdp sé Sheet tlly y vao 6 trong sau dong chi¥ Sheet in new workbook.

- -
oo
| “Popular | ‘5' 3 ;
‘_@ Change the most popular options in Excel.
| Formulas
Proofing Top options for working with Excel
Save Show Mini Toolbar on selection i
@ Enable Live Preview i
Advanced
D Show Developer tab in the Ribbon i
Customize Color scheme: | Blue IZI
Add-Ins ScreenTip style: | Show feature descriptions in ScreenTips IZI
Trust Center Create lists for use in sorts and fill sequences: | Edit Custom Lists... ]

Resources
When creating new workbooks

Use this font Eody Font EI
Font size: 11 EI
Default view for new sheets: | Mormal View EI

I Include this many sheets: 5 = I

Personalize your copy of Microsoft Office

3. M& mét file bang tinh cu thé khi khéi déng:

Ngoai viéc tao Shortcut cho mét file di¥ liéu ra ngoai Desktop thi viéc tw

déng mé file béng tinh cu thé nao dé trong Excel la cach tot nhat dé tiét



kiém thoi gian truy xuat khi thuong xuy@n lam viéc véi bang tinh dé. Tuy
thuéc vao méi phién ban Windows ma ban dang st dung, hdy mé thw muc
XL Start theo dwong dan:

- Windows XP: C:\Documents and Settings\user name\Application
Data\Microsoft\Excel\XLStart

- Windows Vista: C:\Users\user
name\AppData\Local\Microsoft\Excel\XLStart

- Windows 7: C:\Program Files\Microsoft Office\Office..\XLStart

Sau do chép hoéc file can st dung vao trong thw muc nay.

4. Con trd di chuyén:

Khi ban nhap dir liéu xong tai mét 6 va Enter thi |ap tiére con tro sé chuyén
xudng 6 phia dwéi, nhurng néu ban nhap lién tiép dir liéu tai céc 6 ké tiép
bén trai hodc bén phai thi sao? Va ching ta c6 thé thay déi sw di chuyén

cla con tro nhw sau:



- Ttr Options, chon muc Advanced véi Excel 2007 va thé Edit voi Excel
2003.

- Tiép theo, trong danh muc xé xubng duwdi dong chir After pressing Enter,
move selection trong Excel 2007, ban hay chon kiéu di chuyén la Right
hodc Left. Trong Excel 2003, tuy chon sau dong chi¥ Move Selection After

Enter.

scoons

m—

Papular : £ :
|| . :j Advanced options for working with Excel.
i Formulas

Proofing Editing options

Save After pressing Enter, move selection

I. Advanced l Direction: | Down IZI
D Automatically insert a decimal point
Customize
Places: 2
Add-Ins [¥] Enable fill handle and cell drag-and-drop
Trust Center Alert before overwriting cells
EI Allow editing directly in cells
BESRN Extend data range formats and formulas
Enable automatic percent entry
D Enable AutoComplete for cell values
|:| Zoom on roll with IntelliMouse

5. Kich thudc caa cac hang:



Nhw ban da biét, trong bang tinh Excel cé rat nhiéu hang véi sé thir tu tir
1. Trong trurong hop ban nhédp hang trém di¥ lidu va mudén dung chudt kéo
va thay dbi kich thuéce tirmng hang thi qua /a mét nhiéu thoi gian. Cé mot

cach c6 thé cdn déu kich thudce cia tat cé cac hang duoc chon nhu sau:

Ré chudt vao 6 thir tw sé 1 ngay dau tién réi nhan chudt trai déng thoi gidr
va kéo xudng duwéi dé chon toan bo sé hang can thay déi. Sau doé click
chuét phai vao khu vue cla cot chir sé thuw tir va chon Row Height. Tai day,

ban hay thay dbi kich thudc méc dinh theo y muén.

ful B i D
1
jCaIibri 11 A8 % oy G
§B I = 2-O-A-wmNE
& | Cut
53 Copy
[ Paste

Faste Special...
Insert

Delete

Clear Contents
fr' Eormat Cells...
Row Height...
Hide

=t 0 b fb =t RS N NS DISSRN OYPENS NESRe MRee BpSRLS) OF

Unhide




6. Dinh dang tép tin:

Khi chia sé mét tép tin Excel 2007 va 2010 (.xIsx) cho mét ai dé dang st
dung Excel 2003 thi chdc chdn ngudi dé khéng thé sir dung duroc ngay vi
van dé tuong thich gitra céc phién bén Office ma ho phai fim cach chuyén
déi vé dinh dang .xlIs. Chdng I ban phai chuyén vé office 2003 hay méi lan
mudn luu tép tin thi phédi vao Save as dé dinh dang lai. Do vay ban chi can

thay déi dinh dang tép tin méc dinh Ia xIs mét Ian duy nhét nhw sau:

Popular i
. H Customize how workbooks are saved.
Formulas
Froofing Save workbooks
Save ] Save files in this format: Excel Warkbook IZI
. E: Y | L
Advanced |¥| save AutoRecover information every |10 | minutes
Custamize AutoRecover file location: C:"-.Users‘-.ngncan"-,&ppData'xF‘.namingl.Micrc-scnft'ﬁ.Excel‘g
Default file location: ChUsersingocantDocuments
Add-Ins - - - —
- | =1
Trust Center AutoRecover exceptions for: li% Bookl IZI
Resources [] Disable AutoRecover for this workbook only
Offline editing options for document management server files

Véi Excel 2003, chon thé .... tir clra sé Options. V6i Excel 2007, chon muc

Save tir Panel bén tréi trong cira sé Excel Options.



- Ngay trong tiy chon dau tién sau dong chi¥ Save files in this format,
ban hay chon kiéu dinh dang tép tin la Excel 97 — 2003 Workbook ttr danh
muc xé xubng tuvong ng.

7. Kich hoat tinh ndng Wrap Text.

Wrap Text tam dich la tinh nang bao van ban, nghia la khi ban nhap mét
chudi dai van ban trong mot 6 sau do Enter qua 6 khéac, ban sé khdng nhin
thdy toan b néi dung duwoc hién thj trong 6 trudc dé vira nhdp hodc né sé
chiém dung ving bién cda céc 6 ké bén phai. Do doé chung ta cé thé khic
phuc diéu moét cach méc dinh cho toan bo bang tinh nhw sau:



= B B | S

Insert Delete Format
¢# Clear~

L - -

Conditional Format

Good, Bad and Neutral

' ] .
INDrmaI Meutral
Apply

Data and I
: - Modify. |

Calculatic Diiicate., | Input
Output Delete

Titles and Add Gallery to Quick Access Toolbar
Heading 1 Heading2Z  Heading3 Heading 4
Themed Cell Styles

20% - Accentl  20% - Accent2  20% - Accent3  20% - Accentd
40% - Accentl  40%- Accent2  40% - Accent3  40% - Accentd

60% - Accentl _ ccents f 60% - Accenta I
o [z Jaseenia— L s

Wl Alignment | Font | Border | Fill |Pmtf:cﬁm |

Text alignment Crientation

Horizontal:

! General

Vertical:
| Bottom
[ Justify distributed

Text control il

| ] I_:—l Degrees
[ shrink to fi —a

Merge cells

Right-todeft

Text direction:
! Context




- Tirthé Home trong ctra s6 Excel 2007, nhan chon biéu turong Cell
Styles trong nhém 1énh Styles, véi Excel 2003 ban nhan vao muc Style ttr

danh muc Format.

- Tiép theo, trong ctra sé bat ra hdy nhan chudt phéi vao 6 Normal ndm
dau tién va chon Modify. V&i Excel 2003, chon Normal trong Style Name va

nhén Modify réi chuyén qua buérc thir 4.

- Trong ctra s Style cta Excel 2007, nhan nut Format.

- Duyét chon thé Alignment, danh dé&u kiém truéc muc Wrap text trong

khung Text control. Nhdn OK 2 l&n dé thera nhéan.

8. Kich thwdc font cho Comment.

V&i méi Comment trong Excel, ban cé thé dé dang thay déi kiéu font va
kich thudrce font toe cac tuy chon duoc hién thij trong thanh céng cu hoac
click chuét phai vao n6é va chon Format Comment. Tuy nhién viéc thay déi
kich thuée font méc dinh cho tat cad céc Comment déi véi toan bd cac bang
tinh thi ban khéng thé thuc hién théng qua Excel dugc ma phai thiét 1ap

nhw sau:



, I

| Window Color and Appearance |

Inactive Window
Active Window
Mormal [isabled  Selected
Window Text

Message Box
Message Text

OK

To turn on Windows Aero, select a Windows themme. Colors and sizes selected
here apply only if you have selected the Windows 7 Basic theme or an Ease of
Access theme.

Item: Colorl: Color2
| ToolTip v (=

Font: Size: Colon

[Segoe U1 +| 14 -/ [ ~|

Ok J[ Cancel ]

V&i Windows 7:

Nhan chuot phai Ién man hinh Desktop va chon Personalize, chon biéu
twong Windows Color phia duwdi, trong ctra sé tiép theo hién ra hay nhén
tiép vao dong chi¥ mau xanh Advanced appearance settings. Tt danh muc
x6 xubng dwéi Item, ban chon Tool Tip, ttr d6 c6 thé dinh dang céc thudc
tinh tuong (rng phia duéi nhw kiéu font, kich thwdce va mau chir. Cudi ciing
nhén OK.



V&i Windows XP:

Nh&n chudt phéi [én man hinh Desktop va chon Properties, duyét thé
Appearance va nhan nut Advanced phia dwdi. Thue hién cac buwdce con lai

twong tw nhw déi véi Windows 7 & trén.



Cach chen chir, logo chim vao
Microsoft Excel 2013

Huéng din cac buéc tao watermark (anh hoic chir dwgc in mo dwéi nén vin ban)

trong tai li¢u Microsoft Excel 2013.

Gan day, ciing d4 ding bai hudng dan cach chén chix, logo chim (watermark) vao tai

litu Word 2013. Ban ciing c6 thé chén watermark vao bang tinh trong Excel 2013.

Tuy nhién, ban phai chén thu cong bang cach dung céc cdng cu Header va Footer.

Céach thuc hién nhw sau:

Buwéc 1: Mo bang tinh trong Excel va nhan vao tab (thé) “Insert” trong thanh Ribbon.

L] - i
Anal Marmow =111 * .ﬁ.- A - = '5?»" = =7t
I:'a:lr ¥ B I U - R A~ SE= EE
Clipboard & Font 7 Alignment
B2 r fx 6/1/2011
A B c D E
Start Date Days
2 |Crea1r3 budget template 1-Jun 10
3 |Send lempate o managers 15-Jun 1
i hlasamare samvelaio dost badsake iR leem 40

Buwéc 2: Trong muc Text, nhin vao “Header & Footer”.

m H = ExcelGanttChart.xlsx - Excel
Home nsert L Page Layout Farmulas Data Review View
¢
X



Lon -
TR — A=l [FB A WordAr- L Equation =
I —R": i, = 5 | k
! e, bt T hL" Signature Line - £} Symbaed
n Win/ Slicer Timeline Hyperlink Text Header
Loss Box & Foaoter I: DhJH!
B Filtars Lirks Teat SymbBals L
W
L M N 0 P Q R 5 T -

Luwu V: Néu cira sé Excel cua ban ¢6 kich thude nhd, muc Text ¢6 thé duge cho vao
mot nit s6 xudng. Trong truong hop d6, hdy nhan vao nut “Text” va chon “Header &

Footer” tir muc Text sO xudng.

ExcelGanttChartxlo - Excel T H - O X
Review View Lon =
l-5-%5- 1 m [ial] E=Line 5] Slicer fara 4 0
i . T A bl -
= W b W PivotChart F'¢Er e Colnn | BN Tialiog H}'p:‘li::'.k Text Symbals
"j w Eiae - View I win/Loss B -
Chats m Repofis Sparklines Filt#rs Lirmks -~

E G4 9

Tet  Headsr WordAn Slgnafure I:Ihjn.-r'l
Box & Footer L Line =

Text

Buwée 3: Xuit hién tab “Header & Footer Tools Design”. Bé chén vao mét birc anh

lam watermark, nhin vao “Picture” trong muc “Header & Footer Elements”.



m E . " H ExcalGanttChant xlox - Excel HEADER & FOOTE
Hame Insert Pugel.a}rﬂ-ut Farmulas Data Rewview View DESIGH

b [T L &= [ = =& A [ =l L
OL b &EHO g o s El Ot
Header Footer F'Age Mumber Current Current  File File  Sheet Picture Format o 1 Gota r
¥ ¥ Mumber of Pages Date  Time Path Mame Mame [;} Picture | Header Footer
Header & Footer Header & Footer Elements Mavigation
B2 | £ || &f1f2011
A B C O E F
Header
Start Date Days
2 Create budget template [ tdun [ 10
3 Send tempate to managers 15-Jun 1

Buéc 4: Hop thoai “Header & Footer Elements” xuit hién. Chon vi tri cua file anh

mudn chén. Trong vi du minh hoa ndy la chon anh luu trong 6 dia bang cach nhin

3

“Browse” ¢ canh “From a file”.

Insert Pictures

gy Fromafie gy

: Browne ¥
Browese files on your cosmputer o local network
[] Office.com Clip Art
Fermalty-free photos and dustrabons
™8 Bing Image Search
Be—sd  Cearch the web
. A iares
& o |'\‘ulr.'_.l_ Ve B

Frkatman el .cor

Alzo insert from:

Budre 5: Tim t6i vi tri file anh, chon anh va nhan “Insert”.




T & ¢ Libewrier » Documants ¢ My Decumants »

Organsze Miew folder

B Mticseseht Exet arss

] office geskprg
W Favortes
I Deskicp
B Dowrlcadi

¥ Recont placer

bt images

Diate oddfied Type

£/ E 303 P PHIG File

-

Al Pictures (" aeml;" wenk" o'

=Ly

Towols

-

Cancel

Budc 6: Trong khi header van mo, anh sé& duoc dai dién 1a “&[Picture]”. Tly thudc

vao kich thudc cta anh, ban co thé chén vao cac dong trong trudc “&[Picture]” dé

dua anh vao trung tdm trén bang tinh.

BHE S & s ExcelGanttChartxlsx - Excel HEADER & FOOTER
Hame Insert Page Layout Formulas Data Review View DESIGN
O O — = b [ |_ ' ;
R 8 EBEO & O o g2 2 oo
Header Footer Page Mumber Current Current  File File Shest Picture Format Goto Goto i
i * Number of Pages Date  Time Path MName Mame Picture | Header Footer
Header & Footer Header & Footer Elements Mavigation
B2 Y & || &fifao1
..... ~ -5 S -
A B G D E F
Header
&{Picture]
1 Start Date Days oy
2 Creale budget lemplate [ 4dun [ 10
3 Send termpate fo managers 15-Jun 1
A Idnmmnmes mamselobn doob hosddsn A0 L AN

Buée 7: Dé hién anh dudi ndi dung cua file, nhin vao mot 6 bat ky ngoai Header. Ban

s& nhan thay hinh anh duoc hién thi dudi phan vin ban va do thi trong file, nhung véi



day du mau sic vao co thé rat dam.

ExcelGanttChart xlo - Excal

ge Layaut Farrrulas Data Review Wiesw
u =
o™ - . = Insert
1 ~|A A = &~ : General r 7] oy | E
. i - * Delete
y- A - = & B+ & -9 » %) Conditional Formatas Cell o
" Farmatt ng - Table= Shdec= B2 Forma
igmment - ] Styles Cells
A B C D E F 3

i complefe dept budge  16-Jun
impleted budgets
fept results
ompany budget
1al budget

Create budget termplate
Send tempate to managers

nagers complete dept budgets

Collect completed budgets I

Compile depl results I —; /

Buée 8: Ban c6 thé dé dang lam cho anh mo di bang cach mo Header dé xuat hién tab

“Header & Footer Tools Design”. Nhin vao “Format Picture” trong muc “Header

& Footer Elements”.



m H © o s ExcelGanttChartxlsx - Excel HEADER & FOOTER
Hame Insert F'ngvl: !..a}rcul! Farmulas Dats Review Views DESIGN

N [ BB O e LR :
|_ j I..#_ e r? C a: :_:,_;.-] r ] N E o
Header Footer  Page Mumber Current Current File  File  Sheet Picture Format™ Goto Goto i
o ta Humber of Pages Date  Time Path MName Mame Picture | Header Footer
Header & Foater Header & Faoter Elements Mavigation
o1 ¥ | b2
A B C D E F
Header
1 Start Date Days |
Creale budge! template [ tdun | 10
3 Send tempate to managers 15-dun) 1
4 Mananem romplete dent bodne 1R-lun 1n

Buwéc 9: Nhin vdo tab “Picture” trén hop thoai “Format Picture” va chon

“Washout” tir danh sach s xudng & phan “Color”. Nhan “OK”.

ITEEUTT OO UWiET LIENeriy TIAVIgaraTy LI

I
Size Picture
,'.'l| Crop Tram
Left: o = Top: o =
Right: o = Bottom: o -
Image contral
galur: Automatic 3
:  |automatic
wdgettemplate | i:“:‘:‘:“ cropsate
npale lo manage -
rs complete dep
-ompleted budge
depl resuits
company budg
final budget
Compress...
Create B

Send tempate to managers |



Hinh anh s€ m¢ di bén dudi ndi dung van ban va biéu do.

ExcelGanttChartslex - Exeel

age Layaut Formulas Data Renview Wiy
. e = f [mmm 7= o
n - A a == - [F Genenl . :" | By [y B inse
- Sl - * &= Dely
i - | E=E = == - S -0y Y Conditional Formatas Cell
- E ' s Formatting - Table - Styles - L'.._— Fan
) Aalignment fa Number & Styles Cel
I
z I €l 7
A B C D E F G H

s complete dept budge  16-Jun| 10
ompleted budgets 30-Jun Z
dept results S-Jul 9
company budget 12 5

inal budget 19l 1

Create budget template .

Send termpate to managers

anagers comple te dept budgets .

Collect completed budgets I

Compile dept results I

Produce compa ny budget l

Present final budget |

27-Mayg-Jun 16-Jun26-lun 6-Jul 16-kul 26-Jul

Ban ciing c¢6 thé dung van ban 1am watermark bang cach nhap vin ban vao Header
(dang trudc 14 cac dong tréng dé dua vian ban vao trung tdm trén bang tinh), chon vin

ban va chon mau xam nhat.



ExcelGanttChart.ulox - Excel

noert Page Layout Formulaz Data R Wiew

- EF |Genenl . I:E” l;i ._._‘_‘.,i

o . [11 - A A ==
T - My A~ =E==FE& B- $-9%+* %28 Conditional Format as Cell
i - L == ] Formatting = Table = Styles -
Fent & Alignment =} Humber T Styles
£
- — " . .
A B C D E F G H =
Managers complete deptbudge  16-Jun| 10 | — a
e
Collect completed budgelseell god0dunl 2 | | om o o
Compile deptresults | | 5 | W WVeSih
Preduce company budget 12-ul] & H

Dé x6a watermark, ban chi cin mé Header mot 1an nita, chon “&[Picture]” xéa di,

sau d6 nhin vao mot 6 bat ky ngoai Header dé luu lai thay doi.



Céach tam thoi an hang, cot
trong Excel 2013

Hwéng din cach tam thoi an di va 1am xuét hién tré lai mot hodic nhiéu

hang/cot trong bang tinh Microsoft Excel 2013.

Excel 2013 c6 tinh nang cho phép nguoi dung tam thoi an di mot hodc nhiéu
hang/cot trong bang tinh Excel. Tinh ning nay rat hiru ich trong trudng hop ban chi
mudn in mot phan ciia bang tinh nhung khong mubn xoéa di nhitng hang va cot thira
khac.

Luwu V: Céc 06 trong nhitng hang va cot bi 4n van dugc bao gdm trong cic phép tinh

toan cua bang.
An mot hoiic nhiéu hang

Chon nhitng hang ban muén an di.
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Home Insert Page Layout Farmulas Data Review View

% . & - = |— "F =

5 Arial |10 A A — R A = Wrap Text |Date

E@ - :
Paste o B I U- . H-A- === &3 EMerge&Center - $ - %
Clipboard Font T Alignment T Mum
A3 > g 1/23/2010

A B c D E E G H I J
1 |OrderDate Region Rep ltem Units Unit Cost Total
2 1/6/10 Quebec Jones Pencil 95 1.99 189.05
3 1.-’23:’1[];0ntariﬂ _Kiuell jB'Inder EI}E 19.99 | 999.50 |
- 2/9/10 Ontario Jardine  Pencil 36 4. 99 179.64
5 _ 212610 Ontaric Gill Pen Zf 19.99 539.73
6 31510 Alberta Sorvino Fencil 56 239 167.44
7| AN Mynbae | lanae Hindar £ A oo 200 A0

Nhap chudt phai vao mét trong cac tiéu dé hang dugc chon, chon “Hide” tir menu

(trinh don) xuét hién.



H ©- ¢ z Samplel
Home Insert Page Layout Formulas Data Review Wiew
g" Arial [0 -|A A TE = ®- EWapTet Date

. ® - _

rasie o B I U~ i+ DA === &3 EMergeCenter - § - %
Clipboard f& Font fa Alignment F} ML

A3 - fx 1/23/2010

A B C D E F G H | J

Ulada  <[10 ~| A o $-% » B Units  Unit Cost Total

2 e — g 90 & 95 1.99 189.05

- i - - | 50 19.99| 99950

4 I _"”“““-M""ﬁ “lardine Pencil 36 499, 17964

5/ db Cut 5ill Pen 27 1999 53973

6 EBy Copy 3orvine  Pencil 56 2.99 167.44

7 Uy Paste Options:  Jones Binder G0 499 29940

8 - Andrews Pencil 75 1.99 149.25

g Jardine Pencil 90 499 44910

10 Thompson Pencil 32 1.99 6368

{q Inser Jones  Binder 60 899 53940

12 Delete WMorgan  Pencil 90 499 44910

13 Clear Contents  doward  Binder 29 1.99 57.71

14 E Format Cells... arent Binder 81 19.99  1.619.19

15 lones Pencil 35 499 174.65

Row Height...

16 = Smith Desk 2 125.00 250.00

17 e[ Jones  PenSet 16 1599 25584

1g  Unhide Vorgan  Binder 26 899 25172

19 1072210 Quebec Jones Pen 64 B.99 £75.36
L2 | 1458M0 Oneher Parant Ben 15 149 99 2949 Bf

Céc hang d4 chon s& bi an di, bao gdm ca tiéu dé hang.

Luu Y rang hang 3 va hang 4 trong hinh du6i day clng bi an di. Tach gitta hang 2
va 5 (& vi tri nhitng hang bi an) 14 mot duong ké dam. Khi ban thuc hién cac thao
tac khac trén bang tinh, dong ké dam ndy s& bién mat. Tuy nhién, ban c6 thé nhan

ra vi tri cac hang bi 4n bang cach xem tiéu dé hang nao bj thiéu.
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SampleDa

Home Insert Page Layout Farmulas Data Review View

% = brg i E — ‘,? =

c Arial |10 ~|A A = = %~ =& Wrap Text Date
= s & | I o
Paste. & B I U - - d-A- === &= EMerge&Center - $ - %
Clipboard s Font P Alignment Mum
A3 s S 1/23/2010

A B c D E 3 G H J

1 |OrderDate Region Rep Item Units Unit Cost Total
2 '23-' /610 Quebec Jones Pencil 95 1.99 1689.05
° | 2/26/10 Ontaro  Gill Pen 27 19.99 539.73
6 | 31510 Alberta Sorvino Pencil 56 299 167.44
7 4/1/10 Quebec Jones Binder 60 4899 29940

Pé 1am xuét hién lai mot hang, ban phai chon hang ¢ trén va hang ¢ dudi cac hang

bi an. Trong truong hop nay 1a hang 2 va hang 5. Sau d6, nhan chudt phai vao tiéu

dé cac hang da chon, nhan “Unhide” tir menu xuat hién.



B d - & s SampleD:
Home Insert Page Layout Formulas Data Review View
. % | s - r == =
| Arial 'IIU A A = - E* Wrap Text Date
':|T_£| - k. -

Paste ~ B I U-~- H+ O A == £ EME@E&CEM\H - £ -9
Clipboard & Font Fu Alignment [P Mun
A2 * .3 Fe || 1/6/2010

[ P E F G H | J

| Arial (10 - A = 95 9
1= J& o é ...... $ i = Units  Unit Cost Total

= - » B o 60 00
2| B I =2 A n a0 ¥ e e
5 | 2mmn Antarin Gl Pen 27 1999 539.73
i o Cut sonving  Pencil 56 299 167 44
7 EB Copy lones Binder B0 489  299.40
8| ' Paste Options: Andrews Pencil 75 199 14925
g =1 lardine Pencil 90 4.99 44910
10 ' "hompson Pencil 32 1.99 63.68
1 lones Binder 60 6.99 539.40
13  Inset dorgan  Pencil 90 499 44910
13 Delete {oward  Binder 29 1.99 57.T1
14 Clear Contents ~ Parent Binder 81 1399  1.619.19
15 /) Formatcells..  jones  Pencil 35 499 17465
16 ; Smith Desk 2 125.00 250.00
Row Height...

17 . lones Pen Set 16 1599 25584
18 -de Jdorgan  Binder 28 899 25172
19 Unhide N jones  Pen 64 899 57536
20 11/8M10 Quebac Parent Pen 15 1999 29985

Céac hang bj an s& xuat hién tro lai va duoc danh ddu clng véi cac hang xung

quanh.
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4M1M10 Quebec Jones

n di m§t hoac nhiéu cot

o

Binder

4.99

2599.40

Home Insert Page Layout Farmulas Data Review
(3) - F - = = "? =
5 Arial |10 | A A — — S = Wrap Text Date
aste 1,“\.. B I U - M~ @3‘7_&' = = = & = MergE&Center" $ - %
Clipboard Font r Alignment fum
A2 = I 1/6/2010
A B C D F G J
1 | OrderDate Region Rep Item Units Unit Cost Total
2 1/6/10 Quebec Jones Pencil 95 193 183.05
3 11'23!’1050n13n'ﬂ _Kiu&ll _Binder El}f 19.99 _ 999.50 _
4 - 2/9/10 Ontario Jardine  Pencil 36 499 17964
5 2/26/10 Ontario  Gill Pen 27| 1999 | 53973
6 _ op 3/15/10 Alberta Somnvino FPencil b6 299 167.44
7 G0

Ban ciing c6 thé d& dang an di mot hodc nhiéu cot. HAy chon cac cot ban mudn an,

nhan chudt phai vao mot trong cac tiéu dé cot, chon “Hide” tir menu xuat hién.



H ©- s SampleDa

FILE Home Insert Page Layout Farmulas Data Review View

b Arial [0 ~|A A == = - %Wrap Text |Murnber
Paste & B I U~ FH- H-A- E == &35 EMergetiCenter -+ $ - %
Clipboard s . — - slignment P Mum

Arial |10 | A" A $ - Oh 9

Bl = I =0-A-H-51 0

A M c [ o [F F [ 6 | W -
1 |OrderDate|Regio a6 Cut nits Unit Cost Total
2 1/6/10|Quebe Bz Copy 95 199  189.05
3 1/23/10|Ontarii . Paste Options: 50 1999 999 50
4 2/9/10| Ontaris 36 499 17964
5 2/26/10| Ontari 27 1999 53973
6 3/15/10| Albert; 56 299 16744
7 4/1/10|Quebe Insert 60 499 29940
8 4/18/10| Ontari Delete 75 199 14925
9 5/5/10| Ontaril T A N— 90 499 44910
10 5/22/10| Albert: — 32 1.99 63.68
11 6/8/10|Quebe . . 60 899 53940

¥ E | I'll!l t Ly

12  e2s0fontan =" 90 499 44910
13|  712/10|Quebe  H 29 199 5771
14 7/29/10|Quebe Unhide 81 19.99 1.619.19
15 8/15/10|Quebec |J|:rnes Pencil 35 499 174 65

Cac cot duge chon s& bi bién mét clng véi tiéu dé cot. Vi tri cot bi 4n duoc danh

dau bang mot duong ké dam.
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a6 : e =
Arial -0 -|A A = | - =* Wrap Text Murmber
Eg -
vaste. o MBI U - Hi- DA B== &= EMege&iCenter -+ | $ - %
Clipboard Font a Alignment P Mum
Bl " J Region
A C | B L E | F | & | K | _ J | K
1 | OrderDate |Rep Iﬂ-l Item Units  Unit Cost Total
2 1/6/10)Jones Pencil 94 1.99 189.05
3 1/2310 | Kivell Binder 50 19.99 99950
4 2/9/10(Jardine Pencil J6 4.99 179.64
5 2126M0)Gill Pen 27 19.99 h39.73
] 3M5M0)Somving Fencil a1 299 167.44
T 41/10|Jones Binder 60 4.99 29940

Pé 1am xuat hién lai nhitng cot bi an, gidng nhu v&i cac hang bi an, chon cac cot &
bén trai va bén phai cac cot bi 4n, nhin chudt phai vao mot trong cac tiéu dé cot,

chon “Unhide” tur trinh don xuét hién.



H - ¢ = SampleDa
Home Insert Page Layout Farmulas Data Review View
& E-Arial *:;_.'Iﬂ ' e = - %WrapTa‘t é.General
Paste B I U- - O-A- === &3 EMergefiCenter - % - %
Clipboard — - T nment M Mum
Arial 110 -|A" A %%
AL = B EEFSERER
A ¢ g 8 E | 6 | H | 1 | 4 | K

1 |OrderDate Rep g Cut ~ost Total

2 146/10 Jones  E2 Copy 99 189.05

3 1/23/10 Kivell 4 Paste Options: 199 | 999.50

4| 29110 Jardine .99 17964

5 2/26/10 Gil : 199 539.73

6 34"154’1{}!5@::9 o '83 | 16744

7 4/1/10 Jones Insert .99 299.40

8 4/18/10 Andrews Delete 99 149.25

9 5/5M10 Jardine Clear Contents 1.99 44910

L 5!22!1ﬂiﬁumpsm Format Cells... = —hi

11 B/8/10 Jones ) 1.99 539.40

i Column Width...

12 6/25/10 Morgan . 9% | 44910

13 71210 Howard | 99 171

14|  7/29/10 Parent il N 199 1,619.19

15 8/15/10 Jones Pencil 35 4.99 174.65

16 91110 Smith Desk 2 12500  250.00

CAac cot bi an s& xuit hién tré lai va duoc danh diu clng cac cot & bén trai va bén

phai no.
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= db E.Arial "_E'H]I ) AA B = £ - E_E-'WrapText
E‘% T e E— —
Paste o B I U- . H-A- === &3 E Merge&i Center ~
Clipboard r Font T Alignment
Al b 5 OrderDate
A B c D E F G
1 | OrderDate |Region Rep S |ltem Units Unit Cost Total
2 1/6/10 Quebec Jones FPencil 95 1.99 189.05
3 1/23110 Ontario  Kivell Binder A0 19.99 99950
4 2/9/110 Ontario Jardine Pencil 36 4.99 179.64
5 2/26/10 Ontario  Gill Pen 27 19.99 539.73
] 31510 Alberta Somrvino  |Pencil BB 299 167 44
T 4/1/10 Quebec Jones Binder 60 493 29940
8 4/18/10 Ontario Andrews [Pencil [, 1.99 149 25
9 5/5/10 Ontario Jardine FPencil 90 499 44910
10 5/22/10 Alberta Thompson |Pencil 32 1.99 G3.68
1 6/8/10 Quebec Jones Binder 60 8.99 53940
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Gan shortcut cho biéu twong
trong Excel 2013

Ban c6 thé gan shortcut ban phim cho biéu twong trong Excel 2013 bang cich

dung tinh nang AutoCorrect.

Ngoai gan shortcut ban phim cho biéu twong trong Word 2013, ban ciing c6 thé

gan shortcut cho biéu tuong Excel 2013, nhung khong theo cach lam truc tiép.

Duéi day 1a cach dung tinh ning AutoCorrect trong Excel dé tao ra phim tit d& nhé

cho mot biéu tugng.

Khi ban nhan vao “Symbol” & myc “Symbols” cua tab (thé) “Insert”, ban s& thiy 1a

khong c6 diu miii tén tro xudng cho thay co trinh don s6 xuéng nhu trong Word.

Baokl - Exeel 7T [E - 0O X

Lon =

PivotChart Text

Ngoai ra, cling khong c6 nut “Shortcut Key” trong hop thoai “Symbol”.



Symbols | Special Characters |

Font: [normal text 'v| Subset:| Latin-1 Supplement v
i[c=x]i]s] To[2]«[~]-[] ]2
o R T BRI AR AEARAY.
AlA|A|A|A|&|C|E|E|E|E|[T|T|T]|T|D
N[O|O|O|O|0|x|@|0U|U|0|U|Y|P|R]|a
4|3a|d|ad|a|e= elé|lé|lé|lil|li|T]|i|d .
Recently used symbals
£le|e|elx|@|®|™|2]#|<]2]+|x|=|u]

Umicode name:

Pound Sign Character code: 0043 | from: | Unicode [hex) E|

L S

P |

Tham chi khi ban nhdp chudt phai 1én mot tab & thanh Ribbon va chon “Customize

the Ribbon”, & trinh don xuit hién...

BEH 9 & s Book] - Excel
Hame Insert Page Layout Formulas Data Review View

= ‘el ] ra' - .I.:.‘;i—:.. L]
PrvotTable Recommended Table  Pictures Online Apps for  Recommended : 2 ' PivotCha
PreotTables Pictures @+~ Office - Charts - L ®
Tables AT s Charts
Add to Quick Access Toolbar
B2 ¥ Customize Quick Access Toolbar...
A B Show Quick Access Toolbar Below the Ribbon G H I
1 Customize the Bibbon... “l}
2 I |: Collapse the Ribbon
3
4 1

...khéng c6 nut “Customize” dudi danh sach cac 1énh & phia bén trai cua hop thoai

“Options”:



e E'-] Customize the Ribbon.
s =
Formulas
Sosail Choose commands frome Custornize the Ripbo
rocting Papulsr Commands E| bdain Tabs
Save
LiGiigE 1l Al Chart Types.. ~ Main Tabs
quag | Borders | v [# [+] Home
Advanced Gl Calculste Mow = [ Insert
= Center _ ® Tables
F% Conditional Formatting ¥ E llbustration
- h
Quick Access Toolbar gnnne:hnn# [ Apps
-2 Copy # Charts
Add-Ins % LA  Reports
s Cut . # Sparklines
Trust Center A Decrease Font Size [ Filters
ﬁ’: Delete Cells... ® Links
-.-:K Delete Sheet Columns  Text
:EX Dd:?eSh-::t Rows Ldd # Symbols
Lé'j Email " 7 = Barcode
A F_'" Coler 4 : | [E [+ Page Layout
v EIH:; ; B [+] Formulas
o x 2
A Fent Coler |® B I_E D"f
Font Size I- B /] Review
[E] Format Cells.. [ [of] View
% Format Painter [ [] Developer
EE] FreezePones . &[] Add-Ins
A Increase Font Size
= Inzert Cells... .IH m E.-:.I:un.:up! =
x Insert Function... | Mew Tab ey
“1° Insert Sheet Columns o
&= Insert Sheet Rows Custemizations: |
P Macre: T
. Merns f Contar = L
¢ [

Pé khic phuc han ché ndy trong Excel va gan phim tit cho mot biéu tuong, hdy dit
con tro vao mot 6 va sir dung nat “Symbol” trong muc “Symbols” cua tab Insert dé

chon va chén vao mot biéu twong, vi du nhu biéu tuong bang Anh.
Luwu y: Viéc chén mot biéu tuong trong Excel khong giéng nhu trong Word.

Chon biéu tugng trong 6 va nhan chudt phai, chon “copy”.



BH® & - Book - Excel
Home Insert Page Layout Farmulas Data Review View
| == | =l B .
& ? - - } ™ .’ 2 - i s
PrvotTable Recommended Table  Pictures Online ' Apps for | Recommended 2:iF i ! PreotCha
PivotTables Pictures &+ Office Charts . = i
Tables llustrations Apps Charts
B2 vl SV R £
Calibri -ln -
A : G ) E F G H I
1 ] — B I A-K A" 1
2| g '
3 X Cut
4| R Copy
3| ity Paste %‘thnﬁ:
ﬁ il
7 | 0O
8 [ E Format Cells...
9 | Pick From Drop-down List..
10|
11
Nhan tab FILE.
BH S & - Book1 - Exce
Home Insert Page Layout Farmulas Data Review View
= K s i B .
eI ? o led o B B2 i BB
PrvotTable Recommended Table | Pictures Online ' Apps for | Recommended i p " PivatChy
Preot T abiles Pictures &4+ Offece - Charts b B -
Tables Mustrations Apps Charts
B2 . > e I £
A B C (n] E F G H I
=]
2| E_]
3 1
4 1

Nhan vao “Options” trong danh sach & phia bén trai man hinh “Info”.



Info

Protect

BAccount

Options

Warkbook -

Book1 - Excel

Protect Workbook
Ceontrol what types of changes people can make to this workbook.

Inspect Workbook

Befare publishing this file, be aware that it contains

B Prnter path, authar's name and absalute P-:lt"l

B Content that people with dizabilities find difficult to read

Versions
7] These are no previous versions of this file.
Browser View Options

Pick what users can see when this workbook is viewed on the Web.

9

Trén hop thoai ""Excel Options”, nhan vao “Proofing” & phia bén trai.

[ % General options for working with Excel,

Formulas

Proefing [} User Interface options

Save (o] Show Mini Toolbar an selection
Language ¥ Show Quick Analysis options on selection
Adanced [¥] Enable Live Preview

Customize Ribbon

ScpeenTip style: | Show feature descriptions in ScreenTips i]

Chuick Access Toolbar When creating new workbooks
Add-Ins Use this as the default font: | Body Font E|
Trust Center Font sige: 1 E|

Default view for new sheete | Nomnal View Tl

Trén man hinh “Proofing”, nhan vao nat “AutoCorrect Options”.



Excel Options
"\/ ' Change how Excel corrects and formats your text.

ling Autolomect options
Change how Excel comects and formats text as you type | AutoCorrect Up‘tlons...{}

When correcting spelling in Microtoft Office programs

O Igrare wierds in UPPERCASE

Hl lmmsan scmads il smadeis o b

Tab “AutoCorrect” ctua hop thoai “AutoCorrect” duogc thiét lap v6i mot danh sach
mic dinh cac 16i chinh ta va biéu tugng s& dugc ty dong sira hodc chén vao khi ban gb

nhitng tir sai chinh ta hodc bd cac ky ty lién quan téi biu tugng do.

Danh sach nay cé thé dugc chinh stra, vi thé hiy ding né dé nhap nhitng chir viét tit
dé nho (nhung khong phai tir c6 nghia) dai dién cho nhiing biéu tuong ban thuong
dung.

Vi dy, trong vi du nay la nhap “BP” vao hop soan thao ¢ dudi muc “Replace” va dan
biéu tudng bang Anh vao hop soan thao bén dudi muc “With”, nhan “Add” dé thém

cap nay vao danh sach.



| AutaCarrect | AutoFormat As You Type | Actions | Math AutoCorrect |

[+] Show AutoCormrect Options buttons

[ Corraet Twa INitial Capitals

[+] Capitalize first letter of sentences

[+] Capitalize names of days

[+#] Corract acridental use of cAPS LOCK key
[+] Replace text as you type

Replagce: Wiithe

[ep 4

betwen bebween
beutiful beautiful
blase blase
bes boxes
brodeast broadcast

Nhan “OK” dé déng hop thoai “AutoCorrect” va nhan “OK” mot 1an nita dé dong
hop thoai “Excel Options”.

Bay gio, bt cir khi ndo ban mudn chén biéu trgng bang Anh vao mot 6, hdy gb “BP”

va mot ddu cach, biéu tuong bang Anh sé& ty dong duoc chén vao.



Excel Options

Ge
r text,
Foril | utoCorrect | autoFormat As You Type | Actons | Math AutoCorect
o E Show AutoCorredt Cptions buttons
Save

[+ correct Twa INitial Capitals ! AutoCorrect Options...
Lang [+] Capitalize first letter of sentences

[+ Capitalize names of day:

[+ Correct accidental use of cAPS LOCK key
Cust [+] Replace text as you type

e Replace: Withe
|| £
Add
between
Trust i beautiful

blase
boxes

Lip lai cac budc tuong ty dé chén thén chir viét tat 1am shortcut cho nhiing biéu tuong
khac.



EEEEEEEEEERERRERREREE.

Trai nghiém chi tiét cac tinh ning méi cia
Excel 2013

A A
& &
& &
& &
& &
& &
& &
& &
& &
& &
& &
& &
4 4
& &
& &
& &
& &
& &
& &
& &
& &
& &
& &
& &
& &
& &
4 4
& &
& &
A A

EEEEEEEEEEREERREREREE.



Mt phan khong thé thiéu ciia b Office 2013.

Trong hai bai viét cach day vai ngay, Genk d4 cd nhimg trai nghiém chi tiét vé cac tinh
nang noi bat trong tmg dung Microsoft Word 2013 cta bd tmg dung vin phong Microsoft
Office 15 (2013). Hom nay GenK tiép tuc gdi dén cac ban nhiing trai nghiém vé img
dung Microsoft Excel 2013. Excel cung véi Word 1a hai trmg dung c¢6 1é 1a duogc st dung
rong rai va pho bién nhit trong bo tmg dung Microsoft Office. Thé trong phién ban Excel

2013 nay Microsoft da cai tién Excel nhu thé nao?

Man hinh chii (Welcome)

Néu nhu trong cac phién ban Excel trudc ddy, khi ban mo mot tap tin Excel maéi thi Gimg
dung sé& hién thi 3 bang tinh v6n c6 ciia Excel kém theo thanh cong cu bén tréi chira cac

tac vu kém huéng dan, tir day ban co thé bat dau cong viéc ngay 1ap tuc.

fdlpe OF Vew juet Fomie ook Qe Wk el P A
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Search e
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Nhung dén phién ban Excel 2013 nay, giao dién ban thay dau tién khi khoi tao mot tap
tin Excel méi chinh 1a man hinh chao mung dugc cach tan hoan toan. Trén man hinh nay
chtra tac vu khac nhau nhu mé mét bang tinh méi, vao phan huéng dan st dung, cac

thdng k&... tly theo nhu cau sir dung ma ban Iya chon tac vu cho pht hop.

Excel 2013 Preview » -

Ngoai ra, cdng cu tim kiém phia trén ciing gitip ban nhanh chong tim ra t4c vu can tim

cling nhu cung cép cho ban kha ning dong bo véi thu muc truc tuyén trén SkyDrive.

Quan ly tai khoan truc tuyén va dich vu

Ciing gidng nhu Word 2013, Excel 2013 ciing chu trong dén viéc dong bo dit lidu véi cac
dich vu luu trit ddm may hay cac mang xa hoi, dic biét Excel 2013 cung cip tinh ning
d6ng bo hiéu qua véi dich vu luu trir ddm may SkyDrive ciia Microsoft hay cac dich vu
truc tuyén cia bén thir ba nhu Hinh anh & Video (Flickr, YouTube), luu tri truc tuyén
(SharePoint).
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Ngoai ra thdng tin vé tng dung bo sung cho Excel 2013 ciing nhu cac ban cap nhat duoc
déu dugc hién thi bén phai giao dién chinh. Twong tw nhu Word 2013, Excel 2013 ciing
cung cap cho nguoi dung tly chon cho phép thay doi mau nén cia tng dung.



Product Information

] Office

Subscription Product
Microsoft Office 365 Home Premium Preview

This product contaims

RO EA

Manage Account

3 Office Updates
L -._u Updates are automalssally downloaded and inttalled
E—. Vession: 15.04128.1014
Opsion =

About Microsoft Excel Preview
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Trong mot nd luc dé 1am cho céc tai lidu tro nén thuan tién va phl hop véi tiéu chi ddm
may, ctra s6 Open ctia Excel 2013 d4 duogc thay thé bang mot trang bao gdm cé noi luu
trit trc tuyén va ngoai tuyén. Ban c6 thé mo cac tap tin tir dia clng ctia ban hodc tir thu

muc trén tai khoan SkyDrive cua ban.
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Hon nita, tUy chon Add a place cho phép ban thém nhiéu tai khoan SkyDrive khac hoic
SharePoint, nén nhiing tai liéu c6 thé truy cap tir bat ci tai khoan no ban thich. Va tly
chon Recent s& 12 noi hién thi nhiing tai liéu ban d& mé gin day dé truy cap nhanh ma

khéng can phai duyét dén noi luu trir cia tap tin do.

Tang cwong bao mat




Do Excel 2013 d& mo rong sang cac dich vu luu trir ddm may nén mot ngudi co thé truy

cap vao mot tai khoan luu trit khac khong phai cta ho, va ho dugc cap quyén dé lam nhu
thé nhung khong déng nghia véi viéc ho cé thé thoai mai tac dong vao dir liéu duoc chia
sé. Excel 2013 c6 mdt tinh ning trong d6 gidi han quyén cho nguoi duoc chia sé dit lidu

bang cach ho chi duoc xem, cOn néu chinh sira thi ho can duoc cap quyén tir chinh tai

khoan chu cua dir liéu do.



