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Bai 1 — Khéi dgng lam quen giao dién
1.1. Khéi dgng chwong trinh

D~é khoi dong Microsoft Excel 2013 ban nhap dup vao biéu tuong
san co cua chuong trinh trén man hinh Desktop cua may tinh.

Starting...

Mot ctra sO gioi thi¢u s€ xuat hién nhu hinh dudi day:
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T - o x
Excel Search for online templates O Sign in to get the most out of Office
Suggested searches:  Budget Learn more

Invoice  Calendars  Expense  List

Recent Loan  Schedule

Cong ty PM AVIN
Fw Writer - _Excel 2013

(@ Open Other Workbooks

Ban chon Blank workbook man hinh chinh ctia chuong trinh s€
xuat hién nhu hinh dudi day:

R
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Signin

Calibri i Ay S=E e B [cene - & Conditional Formatting ~ Ewln;m - X QY H
Paste = [ Format as Table - FxDelete -~ [T Lt s
ate - EE . - === - - <o o . ort & Find

v B I U- - DA '@ === 5 $-% * W8 57 Cell Styles ~ Bifomats v piters Socts
Clipboard  « Font ) Alignment i) Number ] Styles Cells Editing ~
@ @ .

A 8 c D 3 £ G H 1 J K L M N o =
1
2

Sheetl ® o 1 v

Du6i day 1a cic thanh phin co ban trén man hinh chinh

(1): Thanh cong cu nhanh: Chira cac Iénh thao tdc nhanh
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(2): Office button: Chtra 1énh thao tac véi tép

(3): Thanh céng cu Ribbon: Chira gan nhu toan bd cac 1énh thao
tac véi chuong trinh, ching dugc phan chia thanh cac nhém khac
nhau.

(4): Name box: Vung dia chi vi tri con tro hién thoi

(5): Fomula bar: Thanh cong thirc

(6): Man hinh nhép liéu: La phan 16n nhit trén man hinh cta
chuong trinh, day la vung chira dir liu trén bang tinh
(WorkSheet).

(7): Tiéu dé cot, hang WorkSheet: GOm c6t va hang tiéu dé, cot
thuong duge danh dau theo ky tu trong bang chir cai, hang duoc
danh dau theo day sb lién tiép (trong thuc t& co thé thay dbi cac
ky hiéu nay).

(8): Thanh cudn: Dung dé di chuyén vin ban 1én xudng, sang trai
sang phai.

(9): Thanh Sheet tab: Liét ké danh sach cdc bang tinh c6 trong tép
Excel (WorkBook), ngoai ra con chira thanh dicu khién d€ di
chuyén qua lai gitra cac Sheet.

(10): Thanh trang thai: Chira mét sO thong tin hién thoi cua van
ban nhu ché dd hién thi, phan tram hién thi, trang hién tai,...

1.2. Tao mgt bang tinh méi

Thuc chat sau khi khéi d@pg chuong trinh di tu dong tao ‘sﬁn cho
ban mdt bang tinh méi. Néu khong ban ¢6 thé thuc hién bang mot
trong céc cach sau day:

Céch 1: Nhip chon biéu twong Office Button
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| :
@ HOME INSERT PAGE LAYOUT
‘DE}E’ Calibri Sl - A A=
=|a -
Pafte » B I U- H-A- =
) Clipboard Font [Pl

Mot hop thoai xuét hién ban nhép chon New rdi chon biéu tuong
Blank Workbook ¢ hdp thoai bén tay phai.

Bookl - Excel 7 - 0O %

Sign in

New

Search for online templates P

Suggested searches:  Budget Invoice Calendars Expense  List Loan  Schedule

Account

Options

Céch 2: Nhap chudt vao biéu twong New trén thanh cong cu
nhanh.

x 2= ;

FILE HOME IMSERT PAGE LAYOUT

-

ks
D % Calibri 11 | A A
Bz ~ - N

Clipboard & Faont IF}

Past
EE‘. B I U~

-
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Trong truong hop chua théy biéu tugng nay trén thanh cong cu
ban chon mili tén tro xuong trong thanh ndy chon New.

H OB
FILE HOME INSER] Customize Quick Access Toolbar

il W Mew
D {}i;. Calibri
EFE“I M Remove from Quick Access Toolbar

Paste ¥ B I U - e

-

Clipboard s F Email
Quick Print

Print Preview and Print

Spelling
+ Undo
+ Redo

Sort Ascending
Sort Descending

Touch/Mouse Mode

More Commands...

Show Below the Ribbon

Céch 3: Nhéan t6 hop phim Ctrl + N

Bang mot trong ba cach trén mot bang tinh mai va rong sé duoc
tao, ban di chuyén téi 6 E1 nhan phim F2 va nhap vao d6 noi
dung sau: Nha sach Tri Viét. Bay gio hay chon Font 16n hon cho
ndi dung vin ban bang cach nhén t6 hop phim Ctrl + A sau do6
chon hop Font size trén thanh Ribbon chon gia tri 28.
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O -

INSERT

HS-
HOME

.

Pafti v

Times New Roma - |28 [=
.8
e

Font |10

B I U-

Clipboard &

PAGE LAYOUT

Bookl - Excel

FORMULAS ~ DATA  REVIEW  VIEW

E=nsert ~

B Delete -

[ Format
Cells

-1 2 Conditional Formatting =
[Z7 Format a5 Table -

. . o o
$-% BN Hearsyle-

Styles

General

o Allgnment [ Humber [

? B - 0O
Signiin

- A

g ]

Sort & Find &
£ 7 Filter - Select

Editing

@ FroDUCTNOTICE Excel hasn 11
1

sctivated. To keep using Excel without interruption, activate before Tuesday, November 20, 2012 Activate

=1 - 14

CONG TV CP PHAN MEM AVIN

G H 1 J K L M

CONG TY CP PHAN MEM AVIN

[ T AP SN

3B

Sheetl ® . 3
i) M o-————+ 1w00%

READY

Tiép theo ban nhin t6 hop phim Ctrl + B dé boi dam ndi dung
van ban, két qua chiing ta s€ dugc nhu hinh dudi day:

d - O = Bookd - Excel ? @ - 0O %
HOME | INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVEW VW Signin
o L. - —_— -
Dag Times Newfoma < |8 <] & & eneral -1 EB Conditional Formatting E“’In.m = QY H
, Em - [Z7 Format as Table = ¥ Delete - [~ a—
aste . A =8 . g m ol ort & Find
e BITU-[E-S-A 5% W3 GFeasye- & Formats &+ Fiter- Select~
Clipboard Font i) Alignment i) Number ] Styles Cells Editing ~
(D PRODUCT NOTICE Excel hasn't been sctivated. To keep using Excel without interruption, activate before Tuesday, November 20, 2012, Activate
E1 - fe || CONGTYCP PHAN MEMAVIN v
A 8 3 D E F G H 1 J K L M N o B
A = =
1 CONG TY CP PHAN MEM AVIN
2
3
4
5
6
7
8
9
10
11 -
Sheetl ® ] y
READY i M -—————+ 100%

O vi du trén chung ta vira nhap vao 6 E1 cila bang tinh méi dong
chit “Nha sach Tri Viét”. Tuy nhién khac véi1 Microsoft Word
2013, Microsoft Excel 2013 khong phai dung dé soan thao vin
ban ma Excel ¢6 tdc dung nhu mot bang tinh co thé thuc hién, xur
1y tinh toan rat nhiéu bai toan tir don gian dén phc tap.
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1.3. Thanh cong cu Ribbon

Thanh Ribbon la thanh cong cu chira gﬁn qhu toan bo cac lénh dé
thao tac véi chuong trinh, nhu céc 1énh vé hi€u chinh bang tinh,
ham, cdng thirc, hay xir 1y dir liéu,...

E@S ¢ D+ Bookd - Bedl 1@
HOME | ST PAGELWOUT  FORM A

X Ot N . ]
r o TimeshonBoma - - Sencl i

- §og s &2 o Condiional Fo
Formatting = T:

Paste

T S BT E

Cliphoard

Thanh Ribbon bao gdm céc tab (home, insert, Page layout,..) bén
trong la cac nat 1énh ctia Tab d6. Tuy tung ngir canh s dung cac
nut 1énh s& sang 1én cho phép ngudi dung thao tac. Nhu vay dé
thao tac v6i mot 1énh nao do trén thanh Ribbon ban can phai biét
né nim trong Tab Ribbon nao, sau d6 chon tdi Iénh can thao tac
trong Tab Ribbon do.

Gia sir ¢ vi du trudc dé co thé boi dam cho noi dung trong 6 E1
ban chon téi Tab Home trong tab nay ban chon biéu tuwgng Bold

H ©- O =
HOME IMSERT PAGE LAY
-
D E?;'\CUt Tirmes Mew Roma
X Copy ~
Paste N
- * Format Painter I u -
Clipboard ] For

Chi tiét cac Tab Ribbon

- Home: Xuét hién mic dinh trén thanh Ribbon, chira cac nhém
Iénh nhu sau:

HOME

o it - sert -

T % MimeNewkoma B -] A" & Gemeral - F& Conditional Formatting E““Ir\,m > QY i
. Eg - 5% Format as Table - & Delete ~ [~ I
aste Lm. CA- 5. B < o el ort & Find
e BIU-E- O-A $0% 0 W G syie- EiFormats £ fho Select-

Clipboard  fa Font 3 Alignment 3 Humber [ Styles Cells Editing
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+ Clipboard: Cét dan

+ Font: Font chir

+ Alignment: Can 1& noi dung

+ Number: Dinh dang dir li¢u

+ Styles: Dinh dang bang tinh

+ Cells: Thao tac véi Cell

+ Editing: Ham, loc, tim kiém dit liéu

- Insert: Xuét hién mic dinh trén thanh Ribbon, chira cac nhém
1€nh lién quan dén viéc chen cac doi tugng vao van ban, chi tiét
nhu sau:

4 omseRT
7 3 “‘" ) .’ l'f-7 ‘lJ.‘~ e /I‘/Il) ¥ Line [ slicer :
- - i e [ Column 7 Timeline L
PivotTable Recommended Table Nlustrations Appsfor Recommended PivotChart  Power Hyperlink
PivotTables - Office~ Charts View  EEWin/Loss
Tables Apps s Reports Sparklines Filters Links

+ Tables: Cac cheén bang vao thao tac vai bang
+ Ilustrations: Cac 1énh chén ddi tuong dd hoa
+ Charts: Lénh chén cac lién két

+ Text: Lénh lién quan dén viéc chén cac ddi tugng TextBox,
Wordart, Header & Footer,...

+ Symbols: Lénh lién quan dén viéc chén céc biéu tuong.

- Page Layout: Xuét hién mic dinh trén thanh Ribbon, chira cac
nhom I€nh lién quan dén bo cuc cua ban tinh.

PAGE LAYOUT

j [ Calors - E P I:h - EEE\ 5 Width: | Automatic - | Gridlines Headings " Bring Forward ~ [~ Align -
o Ly
[ElFonts~ [ D = T = \ \ .

%[ Height: |Automatic =| [] View  [/] View T3 Send Backward
Themes Margins Oriertation Size  Print Bresks Background. Prnt - o
[@]Effects - - heae - Tiles  CHlScale  [100% Print Print s Selection Pane

Themes Page Setup ™ Scale to Fit fa Sheet Options Arrange
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+ Themes: Tuy chinh nén cho bang tinh.

+ Page Setup: Céc 1énh thiét 1ap dinh dang trang in

+ Scale to fit: C6 dinh s trang in trong mot vin ban

+ Sheet Options: Tuy chinh Sheet

+Arrange: Cac 1énh sap xép cac ddi tuong trén vin ban.

- Formulas: Xuit hién mic dinh trén thanh Ribbon, chta céac
1€nh lam viéc véi ham va cong thure

FORMULAS
fx > autosum - [H Logical |EY Lookup & Reference « = =) Define Name ~ $oTrace Precedents 3] ’—‘
o |3 Recently Used = 1] Text - B Mth & Trig = o o8 Trace Dependents - \i’j Coteton £

Function IE Financial - |E Date & Time - |B More Functions - Manager 5 Create from Selection 3% Remove Amows = B} indow  Optiens=

Function Library Defined Names Formula Auditing Calculation

+ Function Library: Chira 1énh goi cac ham trong Excel.
+ Defined Names: Chitra Iénh dinh nghia ving lam viéc.
+ Formula Auditing: Chtra 1énh tham chiéu cong thirc.
+ Calculation: Tuy chon tinh toan trong Excel.

- Data: Xuét hién mic dinh trén thanh Ribbon, chta cac 1énh lam
viéc v6i dir liéu

DATA
B T L] Connections 8 Y EE [ Flash Fill f-= Consolidate B8 Group +
B Remove Duplicates £ What If Analysis~ @8 Ungroup ~
Get External Refresh z Filter .
Datar  All- Vo Advanced  Cgjymns =5 Data Validation ~ Ef subtotal
Connections Sort & Filter Data Tools Qutline ]

+ Get External Data: Liy dif liéu tir nhitng ing dung khac.
+ Sort & Filter: Chua 1énh sip xép, loc dir lidu.
+ Data Tools: Chira mot sb cong cu thao tac voi dir liu.

+ Outline: Chira cac 1énh nhém dir liéu.
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- Review: Xuét hién mc dinh trén thanh Ribbon, chira cdc nhém
1énh lién quan dén céc thao tdc nhu kiém tra nglt phap cho noi
dung bang tinh, tao ghi chu, bao mat bang tinh,...

REVIEW

? Q EJ Q& lJ D E ’S & Protect and Share Workbook

I Show All Comments 3 Allow Users to Edit Ranges
Spelling Research Thesaurus | Translate  New ; Protect Protect  Share
Comment 5 Shaw Tnke Shezt Workbook Workbook [ Track Changes =

Proofing Language Comments Changes

- View: Xuét hién mic dinh trén thanh Ribbon, chita cdc nhom
1énh hién thi, chi ti€t nhu sau:

VIEW
i 2 Mew Wi ;
|:| [ Page Layout /| Formula Bar Q [E) aQ & New Window  [=] Split EEJ D
= B Arange Al THide
Normal Page Brezk (5| cystom Views 4] Gridlines (] Hesdings Zoom 100% Zoomto Switch  Macros
Preview Selection 2] Freeze Panes - Windows= =+
Workbook Views Show Zoom window Macros

+ Workbook Views: Ché d¢ hién thi

+ Show: Tuy chon hién thi mét s6 thanh Panel

+ Zoom: Céc I¢nh phong to, thu nho ndi dung Workbook

+ Window: Chira cac I¢nh tuy chon hién thi nhiéu Workbook
+ Macros: Céc 1énh vé& Macros

An hién mot Tab Iénh

Dé lam an hay xuét hién mot nhoém 1énh hodc mot Tab 1énh trong
thanh cong cu Ribbon ban lam nhu sau:

- Nhip phai chudt vao mot khoang tréng bét ky trén thanh cong
cu Ribbon.
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H - O = Bookl -
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW

- % General

e=E B $-%

-

D B |Times Mew Roma '|28 '| A A

HeA- =

Clipboard & Font Add Group to Quick Access Toolbar

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

- M6t menu nhanh xuét hién chon Customize the Ribbon, hop
thoai Excel Option xuat hién va tré téi muc Customize the
Ribbon.

Excel Options.

Email
Fill Color v :ﬂm Sroy

G | . .
e E-E Customize the Ribbon.
Formulas
Choose commands from: ) Customize the Ribbon:
Proofing |Popu\ar Commands lz' Main Tabs
Save
Language All Chart Types... B Main Tabs
Borders ‘ 4 = [V Home
Advanced Calculate Mow Clipboard
= Center = Font
_ % Conditional Formatting 4 Alignment
Quick Access Toolbar Lel Connections Number
Be) Copy Styles
Add-Ins Custem Sort... Cells
3(3 Cut Editing
Trust Center A Decrease Font Size Insert
@’f ge:ze Ehe”:'l(“c | Page Layout
> Delete Sheet Columns
K VI F |
57 Delete Sheet Rows ormuias
(g
O
A
A

Filter Customizations: Reset -

Font Ihg

Font Color ‘ r - Import/E
4 [0 | b
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- Trong danh sach Main Tabs bén phia tay phai ctia man hinh 1iét
ké danh sach cac Tab Ribbon muén 4n Tab nao ban chi can bo
dau tinh ¢ dau tén Tab do. Nguoc lai muén hién chung 1én ban
danh dau tinh cho nhitng Tab bi an. Cudi cung nhap Ok dé luu
lai.

Luru y: Trudong hop mudn an toan bd thanh cong cu Ribbon ban
nhip chon biéu twong Minimize the Ribbon (hodc nhin t6 hop
phim Ctrl + F1) phia goc phai trén cua man hinh chinh.

7T H - 0O %
Sign in
E’“In sert - E AY H
@f‘ Delete - m
Sort & Find &
@Fnrmat* — 7 Filter = Select~
Cells Editing m
= p—y
Actrvate
W

Khi mudn hién lai thanh cOng cu nay ban nhép chuot vao nuat 1énh
d6 mot lan nira.

Tw tao mot Tab Iénh va cac nhém I¢énh trén thanh céng cu
Ribbon

Ngoai nhing Tab 1énh sén c6 Microsoft Excel 2013 con cung cép
cho nguoi dung chirc nang ty tao ra cac Tab I¢énh moi, cach thuc
hién nhu sau:

- Nhip phai chudt vao mot khoang tréng bét ky trén thanh cong
cu Ribbon.
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H ©- 0O = Bookl -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
r-3 —
D * TimesNewRoma - [28  -| A" A7 = = — &~ Ee General
Eg -
Pﬁjte,, B I U - DA =E=E=EE B 5%
Clipboard & Faont Add Group to Quick Access Toolbar

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

- M6t menu nhanh xuét hién chon Customize the Ribbon, hop
thoai Excel Option xuat hién va tro t6i muc Customize the
Ribbon.

Excel Options O

General :
sner E-E Customize the Ribbon,
Formulas
Choose commands from: (1) Customize the Ribben: ()
Proofing Popular Commands =] Main Tabs
Save
Il| tanguage I Al Chart Types... - Main Tabs
i - Borders |» El [/ Home
Advanced Calculate Now Clipboard
- = Center £ Font
Customize Ribben FZ Conditional Formatting » Alignment
Quick Access Toolbar L= Cannections Number
Ez Copy m Styles
Add-Tns Custom Sort... Cells
H cu Editing
Trust Center A Decrease Font Size & [¥] Insert
(£ Delete Cells... [ [7] Page Layout
% Delete Sheet Columns
? | Formul
X Delete Sheet Rows ormyes
129 Email
<» Fill Color |» @
Y Filter Customizations: | Reset
Font Ir
A Font Color - Import/E
4 m | b

G

- Bé thém mot Tab méi ban nhép chon nut New Tab, mot Tab, va
mot nhom I€nh méi xuat hién nhu hinh dudi day:
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TR S ————— )

G |
I ener E-E Customize the Ribbon.

Formulas

Choose commands from: (& Customize the Ribbon:
Proofing Popular Commands El Main Tabs El
Save
Language 11 All Chart Types... = Clipboard -

~+ Borders |> [ Font | |
Advanced Calculate Now L [ Alignment

= Center 3 Number L
Customize Ribbon Conditional Farmatting » Styles 3
Quick Access Toolbar EI Connections Cells

ER Copy Editing
Add-Ins Ettstom Sort... ENe\:lTabG(Custc(»z] )

=3 ew Group (Custom
Trust Center % Decrease Font Size ® [ Insert

5 beccsneicol S

elete Sheet Columns
5 Delete Shest Rows [ NewTab | tewGrovp | | Rename.. |
b e X Ctomiatons: [ gma©
ill Color
'V Filter = Import/Export = |
< T ] 3

- Ban c6 thé d6i tén cho Tab bang cach nhip chudt phai vao Tab
nay chon Rename.

i Rename ‘ @g.

Display name: |Cac lénh cda tai n
| ok || cance ]:

- Lam tuong ty dé ddi tén cho nhom 1énh

i Rename ‘ @g.

Display name: |Cac ham s dung N
| ok || cance ]:

- Ngoai ra ban co thé b xung cic nhom Iénh khac vao Tab nay
bang cach nhap chon Tab vura thém roi nhan nut New Group
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Két qua Tab cac Iénh cua t61 s€ c6 duge nhu hinh dudi day:

CEmp— e W)

I General
il | Formulas
Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toalbar
Add-Tns

Trust Center

E‘BIE Customize the Ribbon.

Choose commands from: (&

Popular Commands

All Chart Types...
Borders

Calculate Now
Center

Conditional Formatting
Connections

Copy

Custom Sort...

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows
Email

Fill Color

Filter

Font

Font Calor

Font Size

Format Cells...

Format Painter

Freeze Panes

Increase Font Size
Insert Cells...

Insert Function...
Insert Sheet Columns

wEEREwll > SN > FF SISl R e

=2

m

<< Remove

Customize the Ribbon:
Main Tabs

Main Tabs
= [¥]Home
Clipboard
Font
Alignment
Number
Styles
Cells
Editing
= [¥] Cac lénh cia t6i (Custom)
Céc ham sir dung (Custom)
(@] Insert
[/] Page Layout
[¥] Formulas
[¥] Data
] Review
[¥] View
[7] Developer
[¥] Add-Ins

m

a3

[ NewTab | [ MewGrovp | [ Renome.. |

Customiztons >

Impert/Export ™ | @)

(T

| »

==

Cong viéc cudi cing ctia ban 1a chon nhitng 1énh can thiét dé bo
xung vao cac nhoém Iénh twong tng. Cuoi cung nhap Ok d¢€ hoan

tt.

Tab 1énh ma chung ta vura tao khi xuét hién trén man hinh chinh
cua chuong trinh s€ nhu hinh dudi day:
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BEH S O & -
FILE HOME CACLENHCUATOL | INSERT

.-_: L4 A Decrease Font Size
ﬁwb X

= fx Insert Function
Conditional  Cut  Delete Sheet

Formatting = Colurmnns =) Merge & Center

Cac ham sirdung

Pay 1a mot vi du co ban ban hoan toan co thé tao ra cac Tab 1énh
duogc bo tri khoa hoc va thuén tién cho qua trinh sir dung cua
minh.

1.4. Thanh c6ng cu nhanh
= 0 & &l

HOME IMSERT PAGE LAYOUT

e .
D rx\ Calibri 11 -~ A A
. -

-

Thuong nam phia trén cung bén phia gbc trai cia manh hinh
chinh, chtra cac 1énh thuong st dung gitip ngudi dung co thé thao
tac mot cach nhanh trong, tuc thoi. Be thao tac ngudi dung co thé
nhap chuot truc tlep vao nat 1énh can thao tac trén thanh cong cy
nay.

B6 xung cic Iénh thwong sir dung c6 trong danh sich mic
dinh

Khi méi cai dat ban chi théy mdt s6 nat 1énh trén thanh cong cu
nay, mudn bd xung thém cac nut 1¢énh khéac ban nhép chuot vao
miii tén tré xudng rodi chon vao nit 1énh can bd xung (voi dicu
kién nat do chua c6 trén thanh cong cu).
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= O d «2 8

FILE HOME IMSERT pAGl Customize Quick Access Toolbar
-9 | o MNew

D & Calibri - |11

g - Open
Paste B T U- i, A
- ~ = = 1« Save
Clipboard ra Font Email
«  Quick Print

«  Print Preview and Print
Spelling

v Undo

« Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon
(Nhitng niit 1énh chua c6 déau tich 13 nhimg nut 1énh chua duoc
bd xung Ién thanh cong cu)

Nguoc lai ban c6 thé 1am 4n cac nat 1énh di béng thao tac tuong
tu nhung doi voi nhitng nut 1€nh da c6 trén thanh cong cu.
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= O & & -

FILE HOME INSERT paGE LAY Customize Quick Access Toolbar
o ¥ New

D % Calibri |11 | A

Eg - « Open
F'avztr: ~ B I U- - O~ s Save
Clipboard s Font Ernail
W Quick Print

«  Print Preview and Print
Spelling

« Undeo

« Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

(Nhitng ntt 1énh c¢6 diu tich 1a nhimg nut 1énh da c6 trén thanh
cong cu).

B4 xung céc 1énh khong c¢é trong danh siach mic dinh

Nhu phan trude di trinh bay chung ta c6 thé bd xung cac nut 1énh
c6 trong danh sach mac dinh lén thanh cong cu nhanh. Ngoai ra
Microsoft Excel 2013 con cho phép ban bd xung 1én thanh cong
cu nay nhirng nut 1énh khac khong cé trong danh sach mac dinh.
Cac budc thuc hién nhu sau:

Budorce I: Nhép chudt chon miii tén tro xuéng trén thanh céng cu
nhanh (Quick access toolbar), danh sach xuat hién chon More
Commands...
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= O Q< s
FILE HOME INSERT PAGE LAY Customize Quick Access Toolbar

.y v Mew
D % Calibri 11 - A

By - v Open

Past o

aste " B I U~

-

s Save

Clipboard Fant Email

v Quick Print

+  Print Preview and Print
Spelling

v Undo

+ Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

Hop thoai Excel Options xuit hién va tu dong tré t6i muc Quick
Access Toolbar.
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Excel Options I —— Y B ==
General .
EE Customize the Quick Access Toolbar.
Formulas
Choose commands from: Customize Quick Access Toolbar:(:
Proofing Popular Commands [+] For all documents (default) [+]
Save
Language <Separator> - H Save
i Borders » € Undo »
Advanced Calculate Now @ Redo »
Customize Ribbon = Center £ [ New
FZ Conditional Formatting » & Print Preview and Print
Quick Access Toolbar [ Connections % Quick Print
Add-Ins F& Copy Open
3l Create Chart
Trust Center Custom Sort... ‘
Add >> -
X Cut =
B Datashest Formating (=
& Decrease Font Size
Ex Delete Cells...
[ % Delete Sheet Columns
% Delete Sheet Rows
@9 Email
% Fill Color »
Y Filter il
[ Show Quick Access Toolbar below the Customizstions [ Reset » 1
Ribbon Import/Export ¥ |
<] i v

Bude 2: Ban dé y trong danh sach bén trai 1a cac nit 1énh cia
chuong trinh danh sach bén tay phai 1a cac ntt I¢nh hién co6 trong
danh sach Quick Access Toolbar. Pé bd xung thém mat nut 1énh
mai ban chon téi n6 trong danh sach bén trai roi nhép nut Add>>,
nguoc lai néu muén loai bé nat 1énh nao ban chon ti no trong
danh sach bén tay phai r6i nhip niit << Remove.

Luu y: Co mot nit 1énh dic biét do 1a dau ngan cach gilta mot
hodc mot nhém cac nuat 1énh, ban hoan toan co thé bd xung dbi
tugng nay vao thanh Quick Access Toolbar, nit Iénh c6 tén la:
<Separator>.

Buée 3: Cudi cung ban co thé sir dung biéu tugng miii tén 1én
xuong deé thay doi vi tri cac nut I¢nh trén thanh Quick Access
Toolbar.
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Customize Quick Access Toolbar G

For all documents (default) El

H Save

€ Unde 3

* Redo 3

[ MNew

@ Print Preview and Print

L7 Email

3 Quick Print (-]
Open

Customizations: i
Import/Export * |

2

[ ok || Cancel |

Sau khi hoan tat ban nhip chon niit Ok dé luu lai nhitng thay doi
Thay déi vi tri ciia Quick Access Toolbar

Sau khi cai dit ban s& thiy thanh c6éng cu Quick Acces ndm phia
trén cua ctra s6 chuong trinh tuy nhién ban ciing c6 thé di chuyén
n6 xudng dudi thanh Ribbon dé c6 khong gian rong hon. Cach
thuc hién nhu sau:

- Nhép chudt vao mii tén troé xubng trén thanh cong cu Quick
Access Toolbar.

- Trén danh sach d6 xudng chon Show below the ribbon
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(= O & & = §
FILE HOME IMSERT PAGE LAY| Customize Quick Access Toolbar
F-9 | ¥ Mew
D % Calibri |11 - | A
Egy - v Open
Clipboard & Font Ernail
v Quick Print

«  Print Preview and Print
Spelling

« Unde

« Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

Két qua chiing ta s& duogc nhu hinh dudi day:

xS T O & & -
FILE HOME CACLENH COATOL | INSERT

.-_: LI & Decrease Font Size
E; {J X

fx Insert Function
Conditional  Cut  Delete Sheet

Formatting = Columns Merge & Center
Cac ham sirdung
Luu ¥ Khi d3 ddi xudng dudi ban mubn trd lai vi tri cii hdy lam
tuong tu nhung khi d6 chon Show above the ribbon.
1.5. Office Button
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Office Button chtra cac lénh thao tac voi File Excel, nhu thém
méi, mo mot File da ton tai, in 4n, luu trit, hay stra doi cac thong
tin vé File,... Dé hop thoai Office Button xuat hién ban nhép
chudt chon biéu tugng Office Button bén phia trai thanh Ribbon.

H :

@ HOME IMSERT PAGE LAYOUT

-

alls

D“?E’ Calibri -l11 | A A
Em -

- HeA -

Clipboard s Font P

Past
EE‘. B I U -

-

Hop thoai Office Button s€ xuét hién nhu hinh dudi day:

Bookl - Excel 7 - B %
Signin
Protect Workboaok Properties -
Control what types of changes people can make to this workbook. size Not saved yet
Protect .
e Title Add atitle
Tags Addatag
Categories Add a category
,j Inspect Workbook Related Dates
= Before publishing this file, be aware that it contains
Check for Author's name and absolute path Last Modified
Issues - Created Today, 6:48 PM
Last Printed
a Versions Related Pecple
el £ There are no previous versions of this file. Juthar
9 Blue_Eagle
Versions -
Account Add an auther
Last Modified By Not saved yet
Options . .
& Browser View Options Show All Properties
Pick what users can see when this workbook is viewed on the Web. -

- Info: Chtra cac 1énh nhu Save, Save AS, Open,... Ngoai ra con
cho phép ngudi dung c6 thé thay doi mot sd thong tin vé File
trong danh sach bén phia tay phai ciia man hinh.
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Protect Workbook Properties
Control what types of changes pecple can make to this workbook. Size Mot saved yet
Protect . R -
e Title Add atitle
Tags Add atag
Categories Add a category
(€} Inspect Workbook Related Dates
- Before publishing this file, be aware that it contains:
Chert i Author's name and absolute path Last Modified
Issues ~ Created Today, 6:48 PM
Last Printed
*‘j Versions Related People
" Q i7] There are no previous versions of this file, Author
anage Blue_Eagle
Versions -
Add an author
Last Modified By Mot saved yet
Browser View Options Show All Properties
(1] Pick what users can see when this workbook is viewed on the Web. -

- Open: M¢ File méi va n6 cling chita danh sach File dd m&
trudce do.

Céing ty PM AVIN - Excel 7 - 0O %
Sign in

Recent Workbooks

[ Cono vy AmAvIN
F: » Writer - Book » Micresoft_Excel 2013

® Recent Workbooks

£@, SkyDrive
E\:I Computer

ol Add 2 Place

Account

Options Recover Unsaved Workbooks

- New: Tao mét File Excel, ngoai viéc lua chon mét bang tinh
rong ban ciing c6 thé tuy chon cac File mau ma Microsoft
Excel 2013 cung cap san.
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Céng ty PM AVIN - Excel ? - 0 X%

Signin

New

Search for online templates )

Suggested searches:  Budget Invoice Calendars Expense List Loan  Schedule

s

j Blank workbook Ta ke a
. tour

Account Blank workbook Welcome to Excel My financial portfolio

Options

- Print; In 4n vén ban, & day ban co thé lya chon may in va cac
tuy chon khac ngay man hinh bén phia tay phai

Céing ty PM AVIN - Excel 7 - 0O %

Signin

Print

Copies: |1
=
=

Print

CONG TY PM AVIN

Printer

Send To OneNote 2013
Ready

Printer Properties
Settings
Print Active Sheets
lv_—l Only print the active she. M
Pages: 3t =
Collated

EE 123 123 123

D Portrait Qrientation -
— - 1 Jof1 BE

- Share: Trong phan ndy ban c6 thé guri vin ban qua Email, Fax,
hay luu van ban thanh cac dinh dang khac nhau,...
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Céngty PM AVIN - Bxcel ? - o x
Sign in

Share

Coéng ty PM AVIN Invite People
F: » Writer - Book = Microsoft_Excel 2013

Step 1: Save your document to a SkyDrive location

Share Step 2: Share your document. We'll do this after you've finished saving,
.‘.\.. Invite Pecple E
SaveTo
Cloud
U
g Email

Account

Options

- Eport: Thay d6i dinh dang cua File Excel sang mot sd dinh
dang thuong gap nhu PDF/XPS...

Céng ty PMAVIN - Excel ? - 0 X%

Signin

Export

Create a PDF/XPS Document

Preserves layout, formatting, fonts, and images

[ 1] Create PDF/XPS Document

(L

Content can't be ezsily changed

Q- Change File Type Free viewers are available on the web
==
Create
PDE/XPS

Account

Options

Luu Pé dong cira sé Offie Button ban nhdp nut Back

hodc nhn phim ESC.
1.6. Cac thanh phan khic trén giao dién
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- Name box: Vung dia chi vi tri con trd hién thoi. Ngoai viéc
hién thi vung dia chi con tro hién thoi hop thoai nay con cho phép
ngudi dung nhap ving dia chi ma minh mudn di chuyén téi. Gia
sir ban mudn di chuyén dén 6 A5 (Cot A hang 5) ban nhap gié tri
nay vao hop Name Box rdi nhan Enter, 1ap tirc con tro chudt sé di
chuyén dén 6 AS.

H 5- DRk e - Cong ty PM AVIN - Bxcel ? ® - 0 X
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Signin
ol ] - 5 - -
T % lcamn T o w ==@o- = [eoa -] EE Conditional Formatting E“’In.iﬂ = ;Y %
. By - [Z7 Format a5 Table - < Delete - [0~ —
aste - i - - ESEE=E E s - - <9 0 . ort ind
"y BIU-[EH- DA SE=EEEH- 5% B8 Heasye- EiFormats & Filier~ Select -
Clipboard & Font T Alignment T Humber = Styles Cells Editing ~
) PRODUCT NOTICE  Bxcel hasn't been activated. To keep using Bicel without intermuption, activate before Tuesday, November 20, 2012 Activate
s - £ v
A B c D E F G H 1 J K L M N o B
1
2
4
s
6
7
E
)
10
11 -
Sheetl @ | v
READY i) M -——+ 1w00%

Tuong ty nhu vy ban mudn di chuyén va chon t6i vung dia chi
A1:B4 (Chon mdt vung lam viéc tir 6 hang 1 c¢ot A dén hang 4
cdt B), ban nhap vao 6 Name Box gia tri A1:B4.
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H - D Qe Céng ty PM AVIN - Excel ?E - O X%
HOME | INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW VW Sign in
% [caton s aw ==L 9 5 [ceent ~1 B Conditional Formatting -~ E““ln:zr{ - X~ ;Z\Y H
. Em - FZ7 Format as Table = T Delete = [3]+ —
Paste B Iu- . MHh.A- ===é&&= B- % oy G Q - ort & Find
~ i e £ 24 000 [ Cell Styles Eirormats &~ Fiere select
Clipboard & Font w Alignment w Number n Styles Cells Editing ~
@) PRODUCT NOTICE Excel hasn't been activated. To keep using Excel without intermuption, activate before Tuesday, November 20, 2012, Activate
A2 - fo || CONGTYPMAVIN v
A B c D E F G H 1 J K L M N o B

1

.|CONG T

Y PM AVIN

Sheetl

® ]

- Fomula bar: Chtra cong thirc cia 6 hién thoi. Ngoai viéc hién
thi hop thoai nay con cho phép ngudi dung nhap cong thirc cho 6
hién thoi. Dé thuc hién ban di chuyén chudt téi 6 can nhép cong
thirc roi nhap cong thirc cho 6 d6 trén thanh Fomular bar bat dau
v6i ddu =. Vi du ching ta c6 cong thirc ciia 6 A2 13 5 + 3.
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H s CéngtyPMAVIN-.. ? @ — 0O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VI»
X% ﬁ = % Conditicnal Formatting El i
Paste EE N Font  Alignment Number Formal s Teble Cells  Editing
- - - Cell Styles - -
Clipboard Styles S

Excel hasn't been activated. To keep using Excel without
0 L LIeTLe: interruption, activate before Tuesday, Novemnber 20, 2012,

SUM - X ﬁr v

A E C D E F G H |~

Activate

., CONG TY PM AVIN

w

=6+8|

Sheetl 4 »

Luwu ¥: V6i phép tinh don gian chung ta hoan toan c6 thé nhap
tryc tiép cong thirc vao thanh Fomular bar. Tuy nhién véi nhiing
phép toan phirc tap sir dung nhiéu ham két hop véi nhau, nhung
ham d6 ban ciing khéng nhé rd cach viét. Ban c6 thé nhap chon
vao biéu tuong fx dé bat hop thoai Insert Function.
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Insert Function

Search for a function:

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

Or select a categorny: | Most Recently Used

Select a function:

UM
AVERAGE
IF
HYPERLIMNE
COUNT
AN
SIN

SUM{numberl, number2,...)
Adds all the numbers in a range of calls,

T -

Help on this function ’

Hoac gb dau

= sau do chon cac ham bén hop thoai Name Box.

B HS-

0D @&

(Y] 5 Céngty PM AVIN - Excel 7?7 H - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in
S 16 = E % FEI Conditional Fermatting @ i
Bz~ B I U 3 Format as Tab
paste A B~ Number & Format as Table Cells  Editing
N »- A e + [P celistyles . .
Clipboard Font Alignment Styles ~
Excel hasn't been activated. To keep using Excel without interruption, activate before I:
o (R ETLILTE Tuesday, Movernber 20, 2012, Activate
SUM h x v F = v
AVERAGE !
IF |
HYPERLINK i
- i
cowr 5 TY PM AVIN |
MAX :
SIN i
SUMIF i
I
PMT : -
STDEV Sheetl D
More Functio..
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Chung t6i s& hudng dan ky hon vé cach sir dung vao thao tic véi
ham trong nhitng phan tiép theo.

- Man hinh nhap liéu: La phan thuong 16n nhét trén man hinh

cta chuong trinh, bao gdm cac cot tir (c6 tiéu dé) tir A dén XFD
va hang tur 1 dén 1084576.

=] 0. « = Céng ty PM AVIN - Excel 7T E - 0O %
HOME | INSERT ~ PAGELAVOUT  FORMULAS ~ DATA  REVIEW  VIEW Sign in
rY el = E - cert - .
™ % i u A s == = (Oenenl FE) Conditional Formatting E"‘“Injrt >-3
. By - $ - % » [FromatasTable- BxDelete + O]~ -
aste - . - - == = - ey
ey BIU- G- DoA- =S =E- g 7 Celt Styles - i Format - & -
Clipboard Font ] Alignment & Wumber l Styles Cells Editing ~
@) PRODUCTNOTICE  Excel hasnt been activated. To keep using Bxcel without interruption, activate before Tuestay, November 20, 2012, Activate
135 - fe v
A B c D E F 3 H 1 J K L M M=
£l
32
34
35 1
38
37
38
39
10
Sheetl @ “ 3

O cubi cing trong mot bang tinh ¢ dia chi 1a XFD:1048576.

Ma hinh nhép dit liéu ngoai chirc niang hién thi con cho phép
nguoi dung thao tac voi cac cong thirc co6 trong bang tinh. Gia tri
hién thi trén Cell khac cong thirc ma Cell d6 chira. Trong vi du
trén 6 B3 co gia tri 1a 14 va cong thuc 1a: 6+8.
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H - 0’ & s Céng ty PM AVIN - Excel T E - 0 X
HOME | INSERT ~ PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VIEW Signin
=7 . = - i ing - sert P12
D % Calri Ju ey ==Ee = General EE Conditional Formatting Emrn,m >4y
o By - $ - 9% » [FFomatas Table- ErDelete ~ [¥]- dhi~
aste - i - - === E e - [
ey BIU- - DrA- SEZEEH- ogoa I Cel Styles ~ 1 Format - & -
Clipboard Font n Alignment 5 Number & Styles Cells Editing ~
) PRODUCT NOTICE  Excelhasn't been activated. To keep using Excel without intesruption, actvate before Tuesday, November 20,2012, | Activate
B3 - o =648 v
A B C D E F G H 1 J K L M M=
~
- CONGTY PM AVIN
3 14
4 -
Sheetl ® 1 3

= M o-——4 100%

Dé nhap liéu cho Cell ban di chuyén t&i Cell cAn nhap dit liéu sau
do go truc tiép gia tri tai vi tri con tré dang nhép nhay. Néu muébn
thay ddi, tiry chinh cong thirc ban c6 thé nhin phim F2 hodc nhip
dap chudt vao 6 can thay ddi, khi do cong thuce xuét hién ban ¢6
thé chinh sira nhu khi 1am viéc trén thanh Fomular bar.

=] = Cong ty PMAVIN - Excel 7 E - 0O %X
HOME | INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Signin
X : . ; eneral 2 Conditional Farmatting Insert >-
o B - % Format as Table Delete -
Jaste 3 T
B 3] Cell Styles Format~ &~
Clipboard & Font Alignment Number Styles Cells Editing ~
o PRODUCT NOTICE  Excel hasn't been activated. Te keep using Excel without interruption, activate before Tuesday, November 20, 2012, | Activate
SUM - X « k| =6i8 v
A B C D £ F e H 1 J K L M M=
~
- CONG TY PM AVIN
3 :6+8‘
4 -
Sheetl ® 1 ¥
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- Tiéu dé cdt, hang bang tinh: La cot va hang dau tién trong
bang tinh. Cac cot thuong dugc danh dau bang cac ky tu, cic
hang duoc danh dau bang cac cb lién tiép. Cot vao hang tiéu dé
c6 nhiéu tac dung tu viéc xac dinh vi tri cia dia chi vung lam
viéc hién thoi dén viée thao tic véi toan bo dit lidu trong hang va
cot do.

- Thanh cudn: Dung dé di chuyén ndi dung bang tinh 1én xudng,
sang trai sang phai.

- Thanh Sheet tab: Mot Workbook (1 File Excel) chira nhiéu
WorkSheet (bang tinh), dé c6 thé thao tic v&i cic Sheet nay
chung ta st dung thanh cong cu Sheet tab. Vi cac 1€nh c6 trén
thanh cong cu nay ban cé thé thém, hiéu chinh, xda hay di
chuyén qua lai giira cc Sheet mot cach dé dang.

- Thanh trang thai (Status bar): Chira mot s thong tin hién
thoi ctia van ban nhu ché d6 hién thi, phén tram hién thi, trang
hién tai,...

H M oe—F—+ 100%

+ Thay d6i ché d6 hién thi bang thanh trang thai: Ban c6 t,hé thay
doi mét trong 3 trang thai trong bang tinh bang cach nhap chon
cac nat hién thi trang thai * I trén thanh Status.

+ Thay d6i ché do Zoom: D& phéng to thu nhé man hinh lam viéc
chinh, ban c6 thé so dung thanh trugt trén Status

= 4I7 5, \ . . X
ba . bau tién la thong tin md ta vé

phan tram hién thi (70%), bén canh 1a thanh truot néu vi tri danh
ddu ¢ chinh gitra 1a 100%, ban c6 thé tang hodc giam phan trim
hién thi bang cach kéo biéu twong danh dau vé mot trong hai phia
cua vi tri 100%.
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Bai 2 — Thao tac véi bang tinh
2.1. Thanh phin va céc thao tac co ban
Thém mét cira sd bang tinh (WorkBook) méi

Mac dinh khi khéi Microsoft Excel 2013 chuong trinh s€ ty dong
tao mot WorkBook méi, tuy nhién trong cac truong hop khac ban
c6 thé mo mot WorkBook mai bang cac cach sau day:

Céch 1: Nhip chon biéq tugng New trén thanh cong cu Quick
Access Toolbar (hoac nhan t6 hop phim Ctrl + N).
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H o B & = -
FILE HOME IMSERT PAGE LAYOUT
&D §$ Calibri -1 - A A

:ITEBI -
F'ETEtE " B I U - . Sy . A,
Clipboard Font P

Céch 2: Nhap chon biéu tugng Office Button

H -
@ HOME IMSERT PAGE LAYOUT
&DE}E’ Calibri 1 A A =
iy -
F'aT:tE ” B I U - - @},A, =
_ Clipboard Font T

Hop thoai Office Button xuat hién hay nhap chon New rdi chon
bicu tugng Blank WorkBook & hop thoai bén tay phai.
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Bookl - Excel R =

Sign in

New

Search for online templates o

Suggested searches:  Budget Invoice Calendars  Expense List Loan  Schedule

Account

Options

Cubi cung nhap nut Create

Luew ¥: Véi hai cach trén chung ta s& tao dugc WorkBook tring
tuy nhién Microsoft Excel 2013 con cung cép rat nhiéu cac mau
(Template) duoc xay dung san ma ban c6 thé ké thira va st dung
lai. Viée sir dung cac mau (Template) dugc xay dung san s& giip
ban tiét kiém thoi gian ciing nhu tiép cén voi cach trinh bay, bd
tri bang tinh hién dai, khoa hoc ciia Microsoft.

Ban c¢6 thé chon bt ky mot Templates nao ma ban muén thuc
hién.
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Cong ty P AVIN - Excel ? - 0 %

signin [
INEW =

search for online templates yel
Suggested searches:  Budget Invoice Calendars Expense List Loan Schedule

AUmE emULE DuugeL Aty monuny uage pannen Expense repunt

Print

Wome Invartory Contents st
gd betalls el ' holiday eFrust =

[T p———

Bid tracker Home inventory Holiday gift list

o ety oo 7 =] Home inventary

Provided by: Microsoft Corporation

Use this template to keep track of all the stuff in
your home by room and value, It lso gives you
information on your insurance company and
agent.

Download size: 57 KB

Rating: T % (20 Votes)

L]
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Cic thanh phan co béan

A B C D E F G H 1 J K L M [~
2
a
5
[
7
8
9
10
11
12
1z
14
15
16 -
Sheetl | Sheetz | Sheet3 (O] Ll »

Mot bang tinh bao gdom nhiéu WorkSheet (Sheet) trong mdi
Sheet chira cac hang (Row) va cdt (Column) tao thanh céac 6
(Cell).

- Sheet: La mot véi cac thanh phan nhu di n6i ¢ phan trudc. Ban
c6 thém méi, tuy chinh hay x6a bo mdt Sheet trén WorkBook.
Céc Sheet trong mdt, hodc nhiéu WorkBook c6 thé lién két léy
dir li¢u qua lai v6i nhau.

- Column: Cot ndm trong cac Sheet dugc danh déu, xac dinh bai
tiéu dé (dia chi) cot, vi du ching ta noi cot A, cot B hay cot
XA,... Ban ¢6 thé chén, x0a, di chuyén,... cac cOt trén mdt Sheet.

- Row: Hang nam trong cac Sheet duoc danh déu, xac dinh boi
tiéu dé (dia chi) hang, vi du chung ta n6i hang 1, hang 2 hay hang
1000,... Ban cling c6 thé chén, x0a, di chuyén,... cac hang trén
mot Sheet.
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- Cell: La 6 giao nhau gilta mot hang va mot c¢ot xac dinh nao do,
vi tri cua Cell hay con goi la dia chi cua Cell dugce xac dinh badi
tén cot va hang giao nhau chira nd. Gia st 6 A5 dugc hiéu 1a 6
giao gilta cot A va hang 5, thtr ty viét dia chi cua Cell 1a “Tén
cOt” + “Tén hang”. Md rong Cell chiing ta s€ c6 nhom cac Cell,
nhém cac Cell duge xac dinh boi 6 dau tién va 6 cudi cung trong
nhom. Nhu vay dia chi cia mot nhom Cell dugc viét nhu sau:
“Tén Cell dau tién”: “Tén Cell cudi cung”. Giai st nhom Cell tir
hang thtr nhit cot A t6i hang thir 5 cot E chiing ta s& c6 dia chi la:
AL:ES.

- Vung lam viéc hién thoi: La mot nhom cac Cell duge chon tai
mot thoi diém xac dinh va bao quanh boi mgt khung mau den.

H 0O Q@ & B EBook2 - Excel ? H - O %X
HOME  INSERT ~ PAGELAYOUT  FORMULAS — DATA  REVIEW  VIEW Signin
M| Calibri -l - = General  -| EZjConditional Formatting - = Insert - 2 - 47~
o By~ B I U- A A $ - % * [FFormatas Table~ FDelete - [T~ #-
aste .
") S A w8 88 7 Cell Styles ~ [ Format- & ~
Clipboard Font m Alignment 5 Number Styles Cells Editing ~
@ rroouctvomce 255;? hasn't been activated. To keep using Excel without interruption, activate before Tussday, November 20, Activate
£6 - £ v
A ] c D E E G H 1 J K L -
2
a
5
6
7
8
E
10
11
Sheetl | Sheetz | Sheet3 (O] “ v

fit M o-——+ 100%

Nhu vay dia chi vung lam vi€c hién thoi chinh 14 dia chi cua
nhom Cell dugc chon.

Thém mgt bang tinh (Sheet)

Tir ctra s6 WorkBook ban c6 thé thém moi mot Sheet bang cac
cach sau day:
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Cach 1: Nhap chon biéu twong Insert WorkSheet trén thanh
Sheet tab.

! =

Sheetl Sheet2 Sheet3 < 0

Céch 2: Nhén t6 hop phim Shift + F11

Béng mot trong hai cach trén mot Sheet mdi s€ dugce tao va cod
tén mac dinh 1a Sheet + SO thir ty ctia nhitng Sheet da tao trong
WorkBook.

Chon bang tinh thao tac

Pé chon mot Sheet can thao tac ban nhép trai chuot vao tén Sheet
do6 trén thanh cong cu Sheet tab. Sheet dugc chon c6 mau sang
hon cac Sheet con lai.

-
Sheetl @ Sheet3 ® q [

i M -——+ 100%

Cheén mgt bang tinh (Sheet)

Ngoai vi¢c thém mdi mot Sheet vao vi tri cudi cung ban cling co
thé chén mdt sheet mdi vao vi tri bat ky trén thanh Sheet Tab,
cach thuc hién nhu sau:

- Nhép phai chudt vao Sheet can chén mot Sheet moi, chon
Insert. ..
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Al M b v

A 8 c Insert... F G H 1 J K L -
1) R Delete

Rename

Move or Copy...

View Code

[ Protect Sheet...

Tab Color »

Hide

© e W e
21

-
o

Select All Sheets E
Sheetl | Shewse——wmecw ) ] 3

Hop thoai Insert xuét hién nhu hinh duéi day:

5
e e [
General Solutions
g & -
i Preview
Chart  MSExcel 40 MSExcel 5.0 revien
Maara Dialag
| My finandal  Welcome to
portfolio Bcel Freview not avaiable.
|

- Nhép chon WorkSheet trong Tab General sau d6 nhap Ok. Mot
Sheet mai s€ duoc chén vao trudce vi tri Sheet vira chon.

Poi tén cho bang tinh (Sheet)

Tén ma chuong trinh mac dinh dat cho Sheet thuong khong goi
m¢ va phan anh dugc ndi dung. Vi vay khi WorkBook cta ban
c6 nhicéu Sheet ban nén dit lai tén cho chiing. Cach thyc hién nhu
Sau:

- Nhép phai chudt vao tén Sheet can doi tén trén thanh Sheet Tab,
chon Rename Sheet (hodc nhap dup chudt vao tén Sheet can doi
trén Sheet Tab).
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Al - I

A E C _ Inzert...

Delete

|

Bename

Move or Copy...
Wiew Code

7 Protect Sheet...
Tab Color K

Hide

TR RS R ST, R TV R
o |

_—
Fo

Select All Sheets
Sheetl | Shee =SEEeE A e -

READY

- Con tro chudt s€ nhép nhay tai vi tri tén ctuia Sheet can ddi, ban
hay x6a tén cli va nhap tén mai cho Sheet.

(I

W~ o

b
=}

Sheetl | Sheetl00 & Sheet3 ® 1 3
i M o-——+ 0%

Luu y: Tén Sheet ban nén dit ngan ngon nhung goi md, tén Tab
khong nén str dung cac ky tu dac biét (?!@#,...) hodc déu khoang
trang. Dé tuong minh ching ta st dung ddu  dé phan biét cac
chir trong tén Sheet.
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s ]
Sheet1(’| CongTyPMAVIN | ‘sheet3 ® q v

] M o-——4 %

X6a mdt bang tinh (Sheet)
DPé x6a mot Sheet ban thuc hién nhu sau:

- Nhap phai chudt vao tén Sheet cin xda trénh thanh Sheet tab
chon Delete sheet.

Al v ke v

A B C D E Insert... . H 1 J K L -
L] & Do
2 Rename
; M C
4 Move or Copy...
5 & View Code
6 [ Protect Sheet..
7 Tab Color 3
8

Hide

9

Select All Sheets [
Sheetl | CongTyPMAVIN | Shee.. oo o

i M o-————+ 100%

- Hop thoai xac nhan thao tac xuét hién, néu déng y x0a ban chon
Delete, nguoc lai chon Cancel.

,
e . =

§ lj You can't undo deleting sheets, and you might be removing some data. If you don't need it, click Delete.

Di chuyén qua lai giira cic bang tinh (Sheet)
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Ngoai canh nhip chon téi Sheet can thao tac ban con co thé sir
dung cac cong cu trén thanh Sheet Tab d€ di chuyén qua lai gitra

cac Sheet

: Di chuyén t&i Sheet dau tién trong WorkBook.

* . Di chuyén vé Sheet phia truéc Sheet hién thoi

. Di chuyén vé Sheet phia sau Sheet hién thoi

Thay déi vi tri cac bang tinh (Sheet)

D¢ thay doi hay di chuyén Sheet tir vi ndy t6i vi tri khac trén
thanh Sheet Tab ban c6 thé thuc hién theo cac cach sau day:

Céach 1: Nhip giit chudt vao Sheet can di chuyén, kéo tha toi vi
tri ma1 trén thanh Sheet Tab.

Céch 2: Nhip phai chudt vao Sheet can di chuyén trén thanh
Sheet tab chon Move or Copy Sheet...

D E Insert...
I=_|?< Delete
Rename
Move or Copy...
qﬂ View Code
E Protect Sheet...
Tab Color »

Hide

Select All Sheets -
Sheet? Sheew | anees — ':J_+_\:'

Hop thoai Move or Copy xuat hién nhu hinh dudi day:
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' e l
Move or Copy “—— &Iﬂ

Move selected sheets
To book:

Book? |

Eefore sheet:
Sheetl -

(CongTyPMAVIN.________[s§
Sheet3

Il | sheets 1
Sheet? B
Sheets

Sheet9

Sheetll i

|:| Create a copy

m

QK ][ Cancel ]

. — T —

Trong muc To Book ban chon File Excel can di chuyén Sheet t&i
(c6 thé khong phai File hién thoi dang chira Sheet, trong hop
chon To book chua danh sach céc File Excel dang mé&). Tuong
ung véi File Excel can di chuyén té1 ban chon vi tri méi cho
Sheet trong muc Before Sheet (dtng trudc Sheet nao). Cudi ciing
nhap Ok dé di chuyén Sheet t&i vi tri méi.

Luu y: Néu ban muén Copy Sheet hdy nhap chon muc Create a
copy trong cura s nay.

Bédo méit cho bang tinh (Sheet)

bé ngan nguoi khac télC‘ dong vao mat Sh7eet ban c6 thé sir dung
phuong phap phan quyén va dit mat khau cho Sheet do. Cach
thuc hién nhu sau:

- Nhap phai chudt vao tén Sheet cin bio mat trén thanh Sheet tab
chon Protect Sheet...
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E| Insert...
L_';.; Delete
Rename
Move or Copy...
Q7 View Code
E Protect Sheet...
Tab Color r

Hide

Select All Sheets .Ir'\l

Shi

Hoac nhép chon Tab Review trén thanh cong cu Ribbon tim toi
nhom 1énh Changes chon Protect Sheet.

- Bing mot trong hai cach trén man hinh Protect Sheet xuit hién
nhu hinh dudi day:
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P il
Protect Sheet &Iﬂ

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allcuw all users of this worksheet to:

elecl locked cells

Select unlocked cells
Farmat cells

Farmat columns
Format rows

Insert columns
Insert rows

Insert hyperlinks
Delete columns
Delete rows 57

m

OEEE S II*-II_|

[ QK ][ Cancel ]

- Trong muyc Password to unprotect sheet ban nhap vao mat khau
kiém tra khi ngudi ding tic dong 1én Sheet. Trong danh sach tiép
theo Allow all users of this worksheet to ban tich chon cac chuc
nang cho phép nguoi dung sir dung (ngudi truy cép khong c6 mét
khau chi c6 thé thao tac voi Sheet twong Umg v&i nhimg chic
ning c6 danh dau trong myc nay). Mic dinh chuong trinh chi cho
phép nguoi truy cép chon cac Cell. Sau khi chon xong ban nhip
Ok, hop thoai yéu cau xac nhan mét khau xuat hién, ban nhap vao
mat khau da thiét 1ap trudc do.
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F ™
Confirm Password ‘ &lﬂ

Eeenter password to proceed.

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place. [Remember that passwords are
case-sensitive.]

e — g
Cubi cung nhip Ok dé hoan tat. Nhu vay khi nguoi dung (hay
ban than nguoi dat mat khau) truy cap vao nhiing chirc néng
khong dugc phép cua Sheet chuong trinh s€ xuat hién hdp thoai
canh bdo nhu hinh dudi day:

e L . =

The cell or chart you're trying to change is on a protected sheet.

A

= To make changes, click Unprotect Sheet in the Review tab [you might need a password].

Dé co thé thao tac tro lai voi Sheet ban nhip phai chudt vao tén
Sheet trén thanh Sheet tab chon Unprotect sheet.
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D E Inzert...
L_'}.; Delete
Bename
Move or Copy...
cﬂ Yiew Code
[ Unprotect Sheet...
Tab Color 3

Hide

Select All Sheets
i Sheet? Sheews | sneew | o0 )

Mot hop thoai xuét hién yéu ciu nhdp mat khéu, ban nhdp vao
mat khau da thiét 1ap luc trude cho Sheet 161 nhap Ok.

r ™
Unprotect Sheet M

Password: ----|

| ok || cancel |

e - . o 2 9

Luu mdt bang tinh (Sheet)

Sau khi két thiic 1am viéc v6i mot File Excel ban can luu n6 lai
trén 6 dia cimg dé c6 thé sit dung & cac lan tiép theo. Véi
Microsoft Excel 2013 ban c6 thé luu mdét WorkBook ba‘“mg cac
cach sau day:
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Céach 1: Nhip chon biéu twong Save trén thanh cong cu Quick
Access.

(2) ©- 0 B &
HOME IMSERT PAG

Calibri -1 -

Book2 - Excel 7 - 0 %
Sign i

Save As
& SkDrive E;I Computer

Recent Folders
Etl Computer Microsoft_Excel_2013
"‘ F: » Writer - Book » Microsoft_Excel 2013

My Documents.

o= AddaPlace Deskton

Néu WorkBook dugc tao méi va luu 1an dau tién, bang mot trong
hai cach trén hop thoai Save As sé xuat hién nhu hinh duéi day:
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r = N
S e W
Search Documents »2
— e — e - —

Organize » New folder 4= - @

[ bocuments Documents library

Arrange by:  Folder ~
& J1 = Includes:; 2 locations o=
I [=] Pictures =
> B Videos MName Date modified Type
./ Custom Office Templates 11/19/2012 717 PM  File folder
4% Computer .. My 150 Files 11/15/2012 %19 PM  File folder
4 El Local Disk (C:) |~ .. Snagit 11/17/2012 3:44 PM  File folder

I = Local Disk (D:)
I = Local Disk (E:)
I w Local Disk (F:)

5B CDDrve ) T 4 I r
[ZE L AR Cong TyPIM_AVIN| -
| Save as type: [Excel Workbook -
| Authors: Blue_Eagle Tags: Add atag
|
| [ Save Thumbnail
“ Hide Folders Tools - I Save ] [ Cancel ]

Ban chon duong dan luu File trén 6 dia cung rdi nhap tén cho
cho File vao muc File Name, cudi cung nhap nut Save dé luu lai
van ban.

Luu ¥: Dé luu lai File Excel v6i mot tén khac ban chon nit Save
As trong cua so Office Button.
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Bookl - Excel 7T - 0O x
Sign in

Save As
& SoDrive E;I Computer

Recent Folders
E:l Computer Microsoft_Excel 2013
— F: » Writer - Book » Microsoft_Excel 2013

My Documents

o AddaPlace Deskton

Browse

Account

4

Céc thao tac con lai giong nhu khi chon nit Save
Mé lai mot File Excel da ton tai

Dé mé mot File Excel dé ton tai ban co thé thuc hién theo mot
trong cac cach sau day:

Céch 1: Trong cira s6 Window Explorer nhap dup chudt vao biéu
tugng File van ban can mo.
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@@ || <« Witer .. » Microsoft_Bxcel 2013 = Search Microsoft_ ExcelL2013

Organize » Open = Print E-mail New folder =~ O @ |

Y Favorites Name Date modified Type
Bl Desktop ‘ Céng ty PM AVIN 11/18/20127:35 PM  Microsoft By
4 Downloads Microsoft_Excel 2013 11/19/20128:11 PM  Microsoft Wi

o
'“ Recent Places

o Libraries
@ Documents
J’ Music
[&=] Pictures
B8 videos v 4 n b

==l Cong ty PM AVIN Title: Add a title
HH
EEE Microsoft Excel Worksheet

Cach 2: Khéi dong Microsoft Excel 2013, tir thanh Quick Access
Toolbar nhap chon biéu tugng Open (hoac nhan t6 hgp phim Ctrl
+0).

=] DR e@®-
HOME INSERT PAGE LAVOLIT FORM
— Open
2 X ELE
[ o i
Paste
- A

Clipboard & Font [F1 Alignment P

i
o

-

Céch 3: Tur cira s6 Office Button nhap chon nat Open
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Céngty PM AVIN - Bxcel ? - 0O X

Sign in

I+]

Open
New

Recent Workbooks

E Cong ty PM AVIN
F: » Writer - Book » Microsoft_Excel 2013

@, SkyDrive Fi\Writer - Book\Microsoft_Excel_2013\Céng ty PM

(L) Recent Workboaks

Open

Save
Save As

Print Eltl Computer
=

o= AddaPlace

Share

Export

Close

Account

‘ ]

B'fmg mot trong hai cach 2 va 3 hop thoai Open xuét hién, hay
chon té1 File can mé 161 nhap chon nut Open.

[xa Open

Organize v New folder =~ 0 @

‘l*_-;' Recent Places o MName Diate modified Type

= |ibrarics 8% Cang ty PM AVIN 11/19/20127:55 PM_ Microsoft Excel W...
=

@ Documents
J’ Music
[&] Pictures

B8 videos

m

il Computer
&, Local Disk (C)
a Local Disk (D:)
a Local Disk (E:)
a Local Disk (F:)
& CD Drive (H:)

- 4 m 3

File name:  Cang ty PM AVIN - [ Al Excel Files -

Tools » | Open |v| | cConcel |
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Péng cira s6 bang tinh hién thoi

bpé doéng WorkBook hién thoi ban cé thé thuc hién theo cac cach

sau day:

Cach 1: Nh?ip chon biéu tuong Office Button, hop thoai Office

Button xuét hién nhép chon nut Close

Céng ty PM AVIN - Excel

@ Recent Workbooks E;I Compmer
Current Folder

@ SkyDrive Microsoft Excel 2013

F: » Writer - Book » Microsoft_Excel_2013
i;l Computer Recent Falders

Microsoft_Excel_2013

F: = Writer - Book » Microsoft_Excel 2013
+ Add a Place My Documents

Desktop

Account
Browse

? - 0O %
Sign in

Céach 2: Nhip chon nut Close window phia goc trén bén phai

man hinh tng dung.

1 @ - o (x)
Signin [
ng - E‘“Insert - 2 %T*
E" Delete - @' i -
EIFDrmat' ¢ -
Cells Editing ~
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Néu WorkBook hién thoi caa ban chua luu, chuong trinh s€ xuét
hién hop thoai xac nhan. Néu mudn luu lai thay ddi ban chon
Save, nguoc lai chon Don’t Save, néu muén hiy thao tic dong
WorkBook hién thdi ban nhép chon nut Cancel.

Microsoft Excel ‘ ﬂ

! ‘Want to save your changes to 'Cang ty PM AVIN.xlsx'?

Thoat khéi irng dung

Pé dong hoan toan umg dung Microsoft Excel 2013 ban c6 thé
lam theo mdt trong cac cach sau day:

Céch 1: Nhip phai chudt vao biéu twong Excel book ¢ goc trén
bén trai man hinh roi chon Close.

B,)H ©- O @&

I Restaore PAG
Move -
Size oA
= Minimize

o Maxmize
Ta

x  Close AlisF4  [Bsn'tbee

Céch 2: Tir ctra s6 Office Button nhap chon nut Exit
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Céng ty PM AVIN - Excel ? - 0O %

Info I nfo

New

Cong ty PM AVIN

Open F: = Whiter - Book = Microsoft_Excel 2013
Save Protect Workbook Properties
Control what types of changes people can make to Size 2.85kB
Save Protect s
smoehs oo | this werkbook. Title Add 3 title
Tags Add a tag
Print
Categories Add a cate...
Share
(a Inspect Workbook Related Dates
= Before publishing this file, be aware that it contains: )
et Checl for Docurent properties, printer path, suthor's Last Modified
Issues ~ name, related dates and absalute path Created
Close Content that people with disabilities find difficult Last Printed
to read B

Related People
Versions Author
o) Blu..

85 Today, 9:23 PM (autosave)
P S - Addanaut.,. |7

Account

Options

Manage

4

Bing mot trong hai cach trén néu WorkBook hién thoi ciia ban
chua luu, chuong trinh s€ xuét hién hop thoai xéc nhan. Néu
muén luu lai thay d6i va thoat khoi ing dung ban chon Save, néu
mub6n khong luu lai thay doi va thoat khoi umg dung ban chon
Don’t Save, cudi ciing néu mudn huty thao tac déng timg dung ban
nhap chon nat Cancel.

i ™
o ==

Want to save your changes to 'Cong ty PM AVIN.xlsx'?

If you click "Don’t Save”, a recent copy of this file will be temporarily available.
Learn more

[ Save J [Dog't Save] [ Cancel

2.2. Lam viéc v6i 0 (Cell)
Chon Cell
- Chon mét Cell
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bua chuyén chudt dén vi tri cia Cell mudn chon sau do nhép
chudt trai. Ban ciing c6 thé chon tir ban phim, ding cac phim miii
tén dé di chuyén Cell chon dén noi can chon. Cell dugc chon goi
1a Cell hién hanh, Cell hién hanh dugc t6 mot vién dam.

- Chon mét khéi céac Cell

Ban c6 thé su dung chudt hodc ban phim dé thuc hién viéc chon
mot khoi 6.

+ St dung chudt: Pua chudt vao Cell dau cua vung mubn chon

sau d6 nhap chudt trai vao Cell dau va kéo deén Cell cudi cung
cta vung chon.

+ Sir dung ban phim dé chon: Pua tré chudt vao Cell dau cua
vung muon chon, nhén gitr phim Shift + cac phim miii tén dé di
chuyén dén cudi ving chon.

Cell hay m6t nhém cac Cell da chon dugc bao quanh boi khung
mau den nhu hinh dudi day:

A B C D E F G

Sheetl )

Nhép, chinh sira ngi dung cho Cell
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pé nhap ndi dung cho Cell ban nhép chudt vao mot 6 va tién
hanh nhap ndi dung thi trén thanh cong thirc s€ hién thi ndi dung
cua 6 do. Ban ciing c6 thé thém bdt ndi dung cho 6 dang chon
bang cach nhap chudt dé dat diém cheén vao noi can thém, bdt
trén thanh cong thirc tir d6 ban c6 thé thém hoac bdt ndi dung cho
0 hién hanh.

- Soan thao cho Cell dau tién

+ Chon Cell cén soan thao.

+ Soan thao tryc tiép tai Cell hién hanh hiy nhap dap vao Cell
hién hanh d6 hay nhap chudt vao thanh cong thirc dé soan thao
hodc chon Cell hi¢én hanh va nhap dir liéu vao, Excel tu dong
chén dir li€u d6 tao vi tri Cell hién hanh.

- Nhap dir liéu vao tir ban phim

+ Excel s€ ty dong che lép cac Cell khac khi ban thuc hién viéc
nhap cac ky tu qua mot 6.

+ Nhan t6 hop phim Alt + Enter dé ngat dong trong mét Cell.

+ Pé chuyen sang nhap dir liéu cho Cell khac. Nhap chudt vao

Cell muén soan thao tiép theo, nhan phim Enter dé nhép Cell ké
dudi, hay nhap cac phim miii tén dé di chuyén qua lai 1én xudng.

- Chinh stra ni dung cua Cell

+ Pé thay ddi hay chinh stra ndi dung trong mét 6 nao do, hiy
chon 0 can chinh sua va nhay kép chudt vao 6 d6. Str dung céc
phim miii tén d€ di chuyén qua lai, dén dling cho can thay doi.

+ Néu khoéng chén con nhay, khi d6 ban go nhap di li¢u vao thi
nd1i dung cli bi mat hoan toan va thay thé vao la nfi dung maoi.

+ Ban c6 thé thuc hién theo mot cach khac, d6 1a chon Cell can
chinh stra nd1 dung nhap F2.
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- Thay d6i noi dung cta Cell
+Nhép chon Cell can thay d6i

+ Nhép thém hay nhan Delete dé xo4 ky tu dimg sau con nhay,
nhan phim BackSpace c6 hinh miii tén () nam trén phim Enter dé
x04 ky tu dung trude con nhay.

+ Thay dbi toan bd ndi dung cta Cell bang mot ndi dung méi, boi
den toan bd ndi dung cua Cell d6 va nhap ndi dung khac, tu dong
ndi dung cii s€ bi xo4.

- X04 ndi dung trong Cell
+ Chon mot hodc nhiéu Cell can xo04

+ Nhin phim Delete trén ban phim dé xoa tt ca noéi dung trong
nhting Cell dugc chon.

Sao chép, di chuyén dir li¢u

- Sao chép dit liéu (Copy): Dé sao chép dir lidu ban co thé thyc
hién theo cac budc sau day:

Buoc 1: Chon mot 6 hay mot khoi cac 6 can sao chép.

Buoc 2: Trong budc nay ban co thé thuc hién theo mot trong cac
cach sau day:

+ Cach 1: Tu tab Home trén thanh Ribbon tim t6i nhom
Clipboard nhap chon I¢nh Copy.

B HS 0Ok

HOME IMSERT PAC

= | Calibri - -
Paste -
. ¥ e BHA -

Clipboard & Fant [P
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+ Céch 2: Nhép phai chuét trén vung Cell duoc chon, chon 1énh
Copy.

x— Cut
g Copy
E Paste Options:

D

Paste Special...
Insert...
Delete...

Clear Contents

Filter 3
Sort ¥
L7 Insert Comment

Format Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...

+ Céach 3: Nhan t6 hop phim Ctrl + C

Luu y: Sau bude hai 6 hay khéi 6 duoc sao chép s& ¢ vién den
trang chay bao quanh.

+ Céach 4: Chon 6 hay khdi can Copy, dua con tro dén khung
dam bao xung quanh 6 hay khoi dén khi thay con tré c¢6 hinh mii
tén bon dau xuat hién. Nhan gitr phim Ctrl va kéo chudt dén noi
can Copy, tha chudt ra.

- Di chuyén dir liéu (Cut): Dé di chuyén dit liéu tir vi tri nay dén
vi tri khac ban c6 thé thyc hi¢én theo cac budc sau day:

Buée 1: Chon mot 6 hay mot khdi cac 6 can di chuyén dit liéu.

Buée 2: Trong budce niy ban c6 thé thuc hién theo mot trong cac
cach sau day:
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+ Cach 1: Ifr tab Home trén thanh Ribbon tim t&i nhom
Clipboard nhap chon Iénh Cut.

H ©- O G «&
FILE HOME  INSERT  PAG

"‘D Calibri -1 -

g~ B I U~ A A

Paste .
. ¥ e DA
Clipboard Font P

+ Cach 2: Nhip phai chudt trén ving Cell dwoc chon, chon 1énh
Cut.
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36 Cut
E® Copy
i Paste Options:

D

Paste Special...
Insert...
Delete..,

Clear Contents

Filter b
Sort b
L J Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...

+ Céch 3: Nhan t6 hogp phim Ctrl + X

Luu : Sau budce hai 6 hay khoi 6 duge di chuyén dif lidu s& c6
vién den trang chay bao quanh.

+ Céach 4: Chon 6 hay khéi can di chuyén dir liéu, dua con tro
dén khung dam bao xung quanh 6 hay khdi dén khi thdy con tro
¢ hinh miii tén boén dau xuét hién. Giit va ré chudt dén noi can,
tha chudt ra.
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- Dan dir liéu (Paste): Két qua cudi cung cua viéc Copy hay Cut
la dua dir li€u do dén vi tri moi. PE dan dit liéu da dugc Copy

hodc Cut ban thuc hién theo cac budc sau day:

Buoc 1: Nhép chudt chon t6i vi tri can dan dit liéu (chi can chon

6 dau tién)

Buoc 2: Thyc hién theo mot trong cac cach sau day:

+ Cach 1: Tu tab Home trén thanh Ribbon tim t&éi nhém

Clipboard nhap chon 1énh Paste.

B H S O & &

HOME IMSERT PAGI

LI 4 Calibri -1 -
DE@' B I U~ A &
¥ . DA

Clipboard = Fant

ul

+ Céch 2: Nhép phai chuot 1én vi tri dich, chon 1énh Paste.
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36 Cut
E® Copy
T}, Paste Options:
il s s ﬁ. il
]
s Lh 18R 2 e
Paste Special... L
Insert Copied Cells...
Delete..,

Clear Contents

Filter »
Sort b
L J Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...

+ Céch 3: Nhan t6 hop phim Ctrl + V
- Str dung Clipboard

Thanh tac vu Clipboard c6 tic dung luu lai tit ca nhiing gi ngudi
dung di Copy, Cut ké tir khi bat chirc ning nay. Dya vao nhimng
ndi dung d6 ban co thé st dung lai nhung két qua da thyc hién tur
nhting thao tac trudc do. Pé bat thanh tac vu nay ban nhép chuot
vao mili tén phia dudi nhom Clipboard trén tab 1énh Home.
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H S- D &
GO HOME | INSERT  PAC
o M [Calibri M
- s ru- A«
F'aftE < e Dy A -

Clipboard { 1 Fant e

Thanh tac vu Clipboard xuét hién bén trai man hinh chuong trinh
nhu hinh dudi day:

Clipboard M

Paste All Clear All
Click an Item to Paste:
i =

i

Options -

READY

Sau khi bat thanh tac vu nay mdi lan Copy hodc Cut ndi dung s&
duogc luu trong Clipboard va li¢t ké trong thanh tac vu nay va toi
da duoc 24 1énh.

Suamaytinhtainha.info Page 70



Gido trinh Excel 2013

Muon str dung ban chi can nhap chudt tgi vi tri can dan ndi dung,
sau d6 nhap chudt vao ndi dung can dan trén thanh tac vu.

A2 -

Clipboard X

Clear All

Click an Item to Faste:

€] CONG TY PM AVIN -

ﬂ:‘] (preview not availabls)

Options «

READY

Pé xo6a nhitng 1énh khong dung dén ban nhip chudt vao miii tén
bén phai ctia 1énh chon Delete.

Clipboard v

Clear All
Click an Item to Paste:

i

0 CONG [T Paste
7<  Delete

Options =

READY
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Truong hop mubn x6a tat ca 1énh c6 trong thanh tac vu ban nhép
chon nut Clear All.

Ban co thé thay doi mot sé tuy chon cho Clipboard bang cach
nhap chon nat Options

A2 - Je
. A B
Clipboard vX
Clear All
Click an Item to Paste:
L 2
| |

Show Office Clipboard Autornatically
Show Office Clipboard When Ctrl+ C Pressed Twice
Collect Without Showing Office Clipboard

Show Office Clipboard Icon on Taskbar

Show Status Mear Taskbar When Copying

r Sheett

READY

Viéc sir dung Clipboard s& 1am cham may tinh vi chiém nhiéu bo
nhd, vi vay néu khong stir dung nira ban tat chirc nang bang cach
nhép chon biéu tugng dau (x) phia goc phai trén cua thanh tac vu.

wu y: V&i cac budc trén ban s& dan toan b thanh phan ¢ trong
Cell hay nhom Cell da Copy hodc Cut. Tuy nhién trong mot s6
truong hop ban chi mudn 1ay két qua 1a gia tri hay cong thirc
hoac dinh dang,... cua Cell hay nhom Cell d6. Vi nhiing truong
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hop nhu vay chung ta phai sir dung Paste Options, ban c6 thé
thuc hién cong viéc nady theo cac cach sau day:

Céch 1: Str dung céc 1énh trén thanh cong cu Ribbon

- Tur thanh cong cu Ribbon nhap chon Tab Home sau do tim t61
nhom Clipboard. Nhap chudt vao miii tén phia dudi bi€u tuong
Paste.

H ©- O @ &
FILE HOME IMSERT PaGE L
<= ¥ |Calibri -l - =
PDEEI*BI!* A AN =
ste

- A A - &
Paste ont T

O LA %% 15

il =N il

R Sy

....... m

Paste Values

ol il s
r ]

&
123 123 123
Other Paste Options

ﬁ il s il
] P
& loo Llal m'?l

Paste Special...

- Mbt danh sach cac lua chon xuit hién

Trong muc Paste:

=
+ I paste: Dan toan bd ndi dung, dinh dang, cong thirc,...
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il
+ J Fomulars: Chi chon cong thirc

+ & Fomulars & Number Formatting: Chon cong thirc va dinh
dang
e

i . . . 4
+ '&" Keep Source Formatting: Gitt nguyén dinh dang goc

+ 2 No Border: Khong cé Border
Keep Source Column Widths: Gitt nguyén do rong cua cot

Transpose: Chuyén cot thanh hang, va nguoc lai

Trong muc Paste values

s

+ 123 Values: Chi chon dir liéu

+ '123 Values & Number Formatting: Chon di liéu va dinh dang
“ )

+ '123 Values & Source Formatting: Dir liéu va dinh dang goc

Trong muc Other paste options
% . .
+ & Formatting: Chon dinh dang

+ @ Paste link: Chon cac duong link

il
+ "l«] Picture: Chi chon cac hinh anh

il

=

+ '8’ Linked picture: Chon céc lién két hinh anh
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Néu nhimg tuy chon ké trén chwa dap ung dugc yéu cau ban cd
thé chon muc Paste Special... Hop thoai Paste Special xuat hién
nhu hinh dudi day:

r o — ™
Paste Special &Iﬂj
G —
- (71 All using Source theme
() Formulas (71 All except borders
() Values () Column widths
() Formats () Formulas and number formats
) Comments () Walues and number formats
) validation All merging conditional formats
Operation
@ Mone (71 Multiply
) Add ©) Divide
() Subtract
|:| Skip blanks DTranspnsg
Paste Link | ok || canc
o — = o

Tich chon cac dicéu kién can dén dir li¢u trong myc nay sau do
nhan Ok.

Cach 2: Sir dung popup menu, dé thyc hién ban nhap phai chudt
tai vi tri can dan dir liéu.
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X Cut
E® Copy
iy Paste Options:

111

—
=
Paste Special...
Insert...

Delete...

Clear Contents

Filter 3
Sort b

A Insert Comment

Eormat Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...

Trong muc Paste Options ban ¢ thé nhip chon mét trong céc tiy

chon sau day:
=

+ 40 Paste: Dan toan bd ndi dung, dinh dang, cong thue,...
=

+ "123 Values: Chi chon dir liéu

+ Lk Fomulars: Chi chon cong thirc

Suamaytinhtainha.info Page 76



Gido trinh Excel 2013

aa b

R

4

vp

+

b

Transpose: Chuyén cot thanh hang, va nguoc lai

Formatting: Chon dinh dang

+ @ Paste link: Chon cac duong link

Ngoai ra ban c6 thé di chuyén chudt téi muc Paste Special
menu khac xuat hién bén trai.

a6 Cut
Em Copy
‘-D Paste Options:

e, (e, el
DL?B ff

Paste Special...

.
£ %4
mr s

Insert Copied Cells...
Delete...

Clear Contents

Filter

Sort
[F Insert Comment
Format Cells...

Pick From Drop-down List...

Define Mame...

i

G Hyperlink...

e

(=2 ]

3

Paste Values

<y

il il
% &
123

123 123
Other Paste Options

?,; ol ol ol
a as,
2 lao Ll Ggl

Paste Special...

... Mot

Noi dung cac 1énh nay gidng nhu da trinh bay ¢ phan si dung

thanh Ribbon.

Pién dir liéu bang Fillhand

Pién dit liéu tu dong 1a ban sao chép nhitng dir licu giéng nhau
hay sap so thtr tu ting dan. Diéu nay gitp ban it ton thoi gian hon
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khi nhap mot sO lugng dir lidu gidng nhau, hay rat hiru ich khi
ban danh so thtr tu cho mdt danh sach dai.

- Piéu ndi dung hay cong thic giéng nhau cho nhiéu cot
Buoc 1: Chon Cell chira ngi dung can dién cho cac 6 con lai
Buée 2: Di chuyén chudt xudng phia goc phai bén dudi cua Cell

vira chon.

AWS AWT AWy AWV
10
11

12 GIOI THIEU SAN PHAM PHAN MEM KE TOAN AVIN

|5 Tén phin mém Gia thanh Chire ning
Gigi phap quan I toan diéndoc Ay dng da trén nhitng nén tang cong nghé mdi nhit hién nay cho phép hru
1 |Phanmam k& toan quanti Avin  |Lién hé véi AVIN irit va xir I dit ién Ion hoat dong & tin xudt cao. Ngodi ra diém manh cia chrong trinh I kha nang tinh gid thanh
5 theo nhiéu phirong phdp khdc nhan nhir trirc tiép, dinh mic, hé 6, 5 1€
5 |ninsimaono 000,000 10.000.000 | PEEP ?him mém @uan 1§ b hang tong the o5 the ap dung cho cic sin th, ca hang, shop bin ..
16 Chwong trinh cho phép tgo lip va in md vach ciing ahw bin hang, kiém ke hang hoa theo ma vach.
Giai phap phin mém quan If tng thé hiéu thude c6 thé ap dung cho cAc nha thudc, cira hang diroc pham, thirc
3 |AinDSM 2010 2.900.000 iphém chirc nang, ... Chwrong trinh cho phép theo di moi giao dich hoat déng ciia hiéu thudc ciing nr hoa héng
17 ctia céc trinh dioc vién, quan I nhip xuit tén thubc theo han sit dung, ..
Giai phap phin mém ké todn mien phi danh cho cac doanh nghiép nhd, doanh nghiép méi thanh lap hoac hoc
4 |min Free Editor 2010 Free sinh, sinh vién €6 nhu céu fim hiéu vé ké todn méy véi day di céc tinh nang phuc vu qué trinh hach todn ké toan
18 ctia doanh nghiép. Puge cip ahit theo cic QP va théng tw méi nhét cia BIC.
19

(Gid sir chiing ta dién ngi dung é C8 cho cdc é phia duwdi)

Khi con tré chudt chuyén thanh hinh ddu + mau den ban giit va
kéo chudt xuong dudi, sau khi qua hét nhitng 6 can dién dir licu
ban tha chudt.
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AWS AWT Awl AWV

1 GIOI THIEU SAN PHAM PHAN MEM KE TOAN AVIN

13 STT T&n phan mém Gid thanh Chi¥c ning
Giai phap quan I toan diéndwoc xiy dng
1 |Phin mam k& todn quan tridvin | Lién hé véi AVIN dira trén nhirng nén tang cong nghé mdi nhat
j hién nay cho phép hru trit va xir Iy diF lidu 16n
14 hoat déng & tin xuft cao. Ngodira diem
2 |Avin SLM 2010 5,000,000 - 10.000.000 Gm ?hap; p,han fmem dquan I'VEM },m% tong
15 thé 6 thé &p dung cho cdc siéu thi, cira hang,
Giai phép phan mém quén I tong thé hiéu
3 |Avin DSM 2010 2.900.000 thudc c6 thé ap dung cho cac nha thude, cira
16 hang dwrgc phé.m= thirc phé.m chirc nang, ...
Giai phap phin mém ké todn mién phi danh
4 |Awin Free Editor 2010 Free cho cac doanh nghiép nho, doanh nghiép méi
17 thanh I&p hoic hoc sinh, sinh vién cé nhu chu
18 Avin Free Editor 2011
19 Awin Free Editor 2012
20 Avin Free Editor 2013
21 A

Luu y: Ban c6 thé ap dung dé dién noi dung cho cac cot phia trén,
bén phai hay bén trai.

Budc 3: Thay doi két qua dir liéu sau khi kéo Fillhand. Sau khi
dién xong ndi dung ban c6 thé tuy chinh két qua bang cach nhap
chon nut Auto Fill Options.
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AWT

Avin DEM 2070

Lvin Free Editor 2070

Avin Free Editor 2011
Avin Free Editor 2012
Avin Free Editor 2013
Avin Free Editor 2014

Copy Cells

Fill 5eries

Fill Formatting Only
Fill Without Formatting
Flash Fill

ololo@ o &

+ Copy Cells: Copy toan bg ngi dung, dinh dang, cong thue,...
+ Fill Formatting Only: Chi Copy dinh dang

+ Fill Without Formatting: Chi lay dir liéu khong lay dinh dang.
+ Fill Series: Copy dit liéu trong d6 phan sé tang dan.

+ Flash Fill: Thyc hién Copy va bd qua cac dang dir liéu nhép
vao co do dai 16n hon 255 ky tu.

- Dién cac sb tang ty dépg: Gia sir van vi du lic trudc nhung 07(5t
sO thtr ty chua dugc dién vi danh sach thuong xuyén thay doi.
Bay gio chung ta s€ st dung Fillhand dé dién so thur tu ty dong.
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AWU13 - Fe
AWp AWQ AWR,
10
12 PHAN MEM KE TOAN AVIN
12
13 STT| Té&n ph&n mém Gia thanh

Phan m&m ks toa L
3N MEMEEOAN ) ian hé vai AVIN

14 quan tri Avin
15 Avin SLM 2010 5.000.000 - 10.000.000
16 Avin DSM 2010 2.900.000
Avin Free Editor Free
17 2010
18
Sheetl ()

READY

Budc 1: Ban nhap 6 AWP14 gié tri 1a 1, 6 AWP15 gia trj 13 2

AwWp AWQ AWR AWT

10
11| PHAN MEM KE TOAN AVIN
12
13 STT | Té&n phan mém Gid thanh

p |PhEnmEMKEIEN e s AVIN
14 quan tri Avin
15| 2 |winstmzoto 5.000.000 - 10.000.000
16 Avin DSM 2010 2.500.000

Avin Free Editor E
17 2010 ree
18
Sheetl @

READY
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Bude 2: Chon hai 6 nay sau khi da cé dir liéu

AWP AWQ AWR AWT

10
11 PHAN MEM KE TOAN AVIN
12
15 STT | Té&n ph3n mém Gid thanh

p [FhEnmEMkELREN ) s ba Vi AVIN
14 quan tri Avin
15| 2 |AvinSLM 2010 5.000.000 - 10.000.000
16 DSM 2010 2.900.000

Avin Free Editor E
17 2010 ree
18
Sheetl ®

READY

Buée 3: Di chuyén chudt xudng goc trai cta khung chon, khi
hinh chugt doi thanh hinh dau +. Hay gitt va kéo chudt xuong
dudi de dién so thur tu cho cac cot con lai trong danh sach.
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AWP AWQ AWR AWT

10
11 PHAN MEM KE TOAN AVIN
12
1 STT | Té&n ph3n mém Gid thanh

y [PhanmemkEtean | i b vai AVIN
14 quan tri Avin
15 2 |Avin LM 20710 5.000.000 - 10.000.000
16 3 [|Avin DSM 2010 2.900.000

Avin Free Editor
17 4 = Free
18
Sheetl @

Luu y: Viéc nhap di liéu cho mot s6 cot trude khi kéo Fillhanh
dé tao ra mét quy luat giup chuong trinh c6 thé tu tang gid tri cho
cac cot tiép theo. Néu bay gio chung ta thay gia tri cho BS va B6
lan luot 13 3 va 5 két qua s& thay doi nhu hinh duéi day:

AWP AWQ AWR

11 PHAN MEM KE TOAN AVIN
12
3 STT | Tén ph&n mém Gid thanh

p |Phan mEm k&A1 e he vei AVIN
14 quan tri Avin
15 2 |Avin SLM 2070 5.000.000 - 10.000.000
16 3 |Awin DSM 2070 2.900.000

Avin Free Editor
17| % |2010 Free
18
19
Sheetl @
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Nhu vay viéc dién dit liéu ting dan bang Fillhand khong ¢b dinh
gia tri cho moi lan tang thém. Gia tri d6 tuy thude vao dir li¢u
mau ma ban st dung.

Chén thém mét Cell

Pé thao tac voi hang, cot, 6 chung ta s& cung tim hiéu mét vi du
cu thé. Gia str chung ta c6 mdt bang danh sach hoc sinh tién tién
nhu hinh duéi day:

AWP AWQ AWR

11 PHAN MEM KE TOAN AVIN
12
3 STT | Tén phan mém Gid thanh

p [ThanmémkEiodn | ha vei AVIN
14 quan tri Avin
15 2 |Avin SLM 2070 5.000.000 - 10.000.000
16 3 |Awin DSM 2070 2.900.000

Avin Free Editor
17| % |2010 Free
18
19
Sheetl @

READY

Dé chén thém mot Cell vao vi tri 6 AWQ15 ban c6 thé thuc hién
theo cac buodc sau day:

Buée 1: Nhap chudt chon 6 AWQ15.
Buée 2: Nhép phai chudt chon Insert. ..
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36 Cut
E® Copy
i Paste Options:

111}

)
=
!

Paste Special...

Insert

Delete

Clear Contents
Format Cells...

Row Height...

Hide

Unhide

Hoac tur thanh cong cu Ribbon chon Tab Home, tim t6i nhom
1énh Cells nhap chon miii tén bén phai I¢nh Insert.

HOME
-
[mm|
H
Insert
1 EI' Insert Cells

El: Inzert Sheet Rows

Q Insert Sheet
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Mot danh sach xuét hién ban chon muc Insert Cells. ..

Bude 3: Sau bude 2 hop thoai Insert xuét hién nhu hinh dudi day:

[nsert )

(71 shift cells down
(") Entire row

I (7 Entire column I

[ QK ][ Cancel ]

e

Néu mudn chén thém Cell méi vao vi tri hién tai va chuyén toan
bd ndi dung cac ¢t trong Gng sang bén phai ban chon muc Shift
cells right, néu mudn chén thém Cell méi vao vi tri hién tai va
chuyén toan bo ndi dung cac cot twong (mg xudng phia dudi ban
chon myc Shift cells down. Cudi cting nhap Ok.

Két qua khi cheén thém mdt Cell médi vao vi tri hién tai va chuyén
ndi dung cac cdt tuong tng sang phai.
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AWP AWQ AWR AWT
12 PHAN MEM KE TOAN AVIN
12
- STT | Tén phan mém Gia thanh
Phin mam k& tod
1 | e mEmEEIOET ) isn he vai AVIN
14 quan tri Avin
T ———
N : Avin SLM 2010 2t pap phan mem
man i han hane
16| 3 |MvinDSM2010 ¥00.000
Awin Free Editor
17| 4 |00 Free
18
19
Sheetl )]

READY

Két qua khi chén thém mdt Cell mdi vao vi tri hién tai va chuyén
ndi dung cac cdt tuong rng xuong phia duoi.
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AWP ﬁWQ AWER

11 PHAN MEM KE TOAN AVIN
12
3 STT | Tén phan mém Gid thanh

p |PhanmemkEtoan |, Lo ha vei AVIN
14 quan tri Avin
15 2 5.000.000 - 10.000.000
16 3 |Awvin SLM 2070 --»‘DD.DDD
17 4 |Avin DSM 2070 Free

Aovin Free Editor
18 2010
Sheetl @

READY

Luu y: Vi thao tac chén thém Cell méi nhu vira hudng dan, ban
¢6 thé thuc hién cho mot nhom Cell.

Xoa Cell

DPé x6a mot Cell vao vi tri 6 AWQ15 ban co thé thuc hién theo
cac budc sau day:

Buée I: Nhap chudt chon 6 AWQ15 (Ia 6 vira thém & phan
trudce)

Buée 2: Nhap phai chudt chon Delete. ..
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X Cut
E® Copy
ry Paste Options:

o
=4

I1f};

Paste Special...
Inzert...
Delete...
Clear Contents
=| Quick Analysis
Filter 3
Sort b

Insert Comment

[ W

Eormat Cells...

Pick From Drop-down List...
Define Mame...

% Hyperlink...

Hoac tir thanh cong cu Ribbon chon Tab Home, tim t6i nhom
1énh Cells nhap chon miii tén bén phai 1énh Delete.

Suamaytinhtainha.info Page 89



Gido trinh Excel 2013

HOME

Tse

HH
Delete

-

E?‘ Delete Cells...

-
a

Delete Cells (Ctrl+-)
L4
»  LIElEte Sheet Lolumns

|=_|P< Delete Sheet

Mot danh séch xuét hién ban chon muc Delete Cells. ..

Bude 3: Sau bude 2 hop thoai Delete xuét hién nhu hinh dudi
day:

r Y
Delete @I&J

() Entire row

(") Entire column

[ oK ]l Cancel ]

Néu mudn x6a cdt hién tai va chuyén toan bd ndi dung cac cot
tuong rng sang bén trai ban chon muc Shift cells left, néu mudn
x6a ¢t hién tai va chuyén toan bd ndi dung cac cot tuong tng
1én phia trén ban chon muc Shift cells left Shift cells down. Cudi
cung nhip Ok.

Ciing voi vi du & phﬁn trudce, néu xo6a Cell hién tai va chuyén noi
dung cac cot twong g sang trai ching ta s& c6 két qua nhu hinh
dudi day:
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16

17
18
19

AWP

Gido trinh Excel 2013

AWQ

AWR

11 PHAN MEM KE TOAN AVIN

STT | Tén phin mém Gia thanh
p |PhanmeEmkEtodn | L e vei AVIN
quan tri Avin
2 5.000.000 -
10,000,000
3 |Awin DSM 2070 2.9500.000
Avin Free Editor
a 2010 Free
Sheetl +

READY

Két qua khi x6a Cell hién tai va chuyén noi dung cac cot tuong

ung lén trén.
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AWP AWQ AWR
12 PHAN MEM KE TOAN AVIN
12
g ST Tén phan mém Gid thanh
1 |PhenmemkEtodn | o hé véi AVIN
quan tri Avin
14
15 2 |&win D3M 20170 5.000.000 - 10.000.000
Avin Free Editor
15 3 5010 2.900.000
17 a Free
18
19
Sheetl @
Gop Cell

Trong vi du & phan trudc ban dé y tiéu dé cua danh sach hoc sinh
tién tién duoc chtra trong mot Cell, Cell nay dugc gop tir cac Cell
tr B2 dén D2 (B2:D2). Dé co thé g0p nhiéu Cell lai véi nhau ban
thuc hién theo cac budc sau day:

Bugc 1: Chon nhom Cell can gop, gia sir voi vi du trude chiing ta
chon cac 6 B5 dén D8 (B5:D8).
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A | B | C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT Té&n phan mém Gid thanh
. 1 :;":'n mém ké toan quan tri Lign hé véi AVIN
6 2 |AvinSLM 2070 5.000.000 - 10.000.000
7 3 |avinDSM 2010 2.900.000
8 4 |Avin Free Editor 2010 Free
9
Sheetl | Sheet? | Sheet3 )

Buoc 2: Tu thanh cong cu Ribbon nhép chon Tab Home, tim tdi
nhom Alignment.

Ho-
FILE HOME
== - % General -
_  $-%
SE = 13¥E K w0 om
an_—=n
Alignment Merge & Center
Merge Across
B Merge Cells
B Unmerge Cells

N}lép chut vao miii tén bén phai 1énh Merge, trong danh sach
d61 xudng ban c6 thé chon kiéu Merge cho cac Cell.
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+ Merge & Center: Nhom tat ca cac Cell can gop thanh mot Cell
duy nhat va can ndi dung vao gitra.

Két qua khi gop Cell bang 1énh nay:

A B Cc D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT | Té&n phin mém | Gia thanh
5
6 1
7
8
L]

Sheetl | Sheet? | Sheet3 )

READY

+ Merge Across: Nhom cac Cell hodc nhom Cell thanh cac Cell
16n theo chiéu doc.

Két qua khi gop Cell bang 1énh nay:
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A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT | Tén phan mém | Gia thanh
5 1
6 2
7 3
8 4
9

Sheetl | Sheetz | Sheet3 @

+ Merge Cells: Nhém tat ca cac Cell can gop thanh mot Cell duy
nhat.

A B c D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT ‘ T&n phin mém ‘ Gid thanh
5
6 1
7
8
g

Sheetl | Sheetz | Sheet3 ()]

READY
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Lury y: Trong qua trinh gop cac Cell c6 ndi dung, chuong trinh sé
xuat hién hop thoai canh bdo mat dir li¢u, néu dong y ban nhap
Ok.

F ™
e L T T =

H l"} Merging cells only keeps the upper-left cell value, and discards the other values,

Show Help ==

[ QK ] [ Cancel

Was this information helpful?

+ Unmerge Cells: Huy gop cac Cell, gop Cell béng mot trong cac
1€nh trén sau d6 su dung 1énh huy gop Cell, két qua s€ thu dugc
nhu hinh dudi day:

A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT | Tén phan mém | Gia thanh
5 1
6
T
8
9

Sheetl | Sheet2 | Sheet3 &

2.3. Lam viée véi cft

Chon cft
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Dé chon toan bd mot trong Sheet ban nhép chudt trai vao 6 ti€u
dé cua cot do, cot duoc chon s€ chuyén thanh mau sam. Vi du
dudi day chung ta vira chon c6t B.

B1 v Je

W e o= o b W R

=)
NS

-
&

Sheetl | Sheet2 | Sheet3 )

Trong truong hop mudn chon nhidu cot lién nhau mot lac ban
nhap chon vao tiéu dé cot dau tién, giit va kéo chudt dén cac cot
tiép theo, cudi cung tha chudt ¢ cot cudi cung. Hoac ban cling c6
thé thao tac b'?mg cach nhép chon vao tiéu dé cot dau tién, sau do
giit phim Shift va nhip tiép chudt trai vao tiéu dé cot cudi cung.
Két qua s& duoc nhu hinh duéi day:
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Bl v I

W0 =l h i s W R
o

e
MRS

.
']

Sheetl | Sheet2 | Sheet3 &

READY

Néu mudn chon céc cot khong lién nhau ban nhép chon chudt trai
vao tiéu dé cot dau tién, gitra phim Ctrl va nhip chudt trai vao
tiéu dé cot ciia cac cot tiép theo.
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G1 - fe

A==
ihEE oo nswnR

Sheetl | Sheet? | Sheet3 )]

READY

Hiéu chinh d¢ rong

Dé hiéu chinh d6 rong cua cdt ban cod thé thuc hién theo cac cach
sau day:

Céch 1: Str dung chuot

- Di chuyén chudt dén phan tiéu dé cot can thay dbi do rong.

- Khi d6 con tré chudt c6 dang mét mdii t€n hai chiéu, nhép gitr
chudt trai va kéo qua phai dé tang kich thude cot hoac kéo qua
trai dé giam kich thudc cot. Khi dat do rong vira y thi tha chuot
ra. Trong khi kéo chudt, gia tri do rong cdt xuat hién & khung
hinh chir nhat phia trén.
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E - D Ei é'?’ B
HOME IMSERT PAGE LAYOUT FORMULAS DA

“ - - —
D% Calibri -l A A T==
By ~
Paste ¢ B I U- H. H-A- =S==&E
Clipboard Faont ] Alignment
Bl -
A E

1
2

3

Céch 2: Str dung thanh cong cu Ribbon
- Nhép chon cot can diéu chinh do rong

- Tir thanh cong cu Ribbon nhip chon Tab Home, sau do tim t6i
nhom Cells. Trong nhém nay ban nhap chon bi€u tugng Format.
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E‘“Inrert - 2 - AY H

B Delete -
B ®- Sort & Find &
El Format - — 7 Filter = Select~

_| Cell Size
i[ Row Height...
AutoFit Row Height
L] Column Width...

AutoFit Column Width

Default Width...
Visibility
Hide & Unhide k

Organize Sheets
Bename Sheet
Move or Copy Sheet...
Tab Color k
Protection
7 Protect Sheet...
Lock Cell

Format Cells...

Danh séach xuat hién ban nhap chon mét trong cac chirc nang sau:

- Column’ Width...: Sau lghi ch(_)nvlénh nay hop thoai‘Column
Width xuat hién ban co6 thé thay d6i do rong cho cot béngvcéch
nhdp gid tri trong 6 Column Width, sau d6 nhan nat Ok dé xéac
nhan.
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Column Width (=T it

Column width: | 14,57|

QK ][ Cancel ]

b

- A}JtoFit Column Width: Chon 1€nh nay dé chuong trinh ty dong
thict 1ap do rong cho cot.

- Default Width...: Nhép chon 1énh nay dé thiét l1ap do rong theo
gié’ tri mdc dinh. Sau khi chon I¢nh nay hop thoai Standard Width
xuat hién.

Standard Width R

Standard column width: | 843

OK ][ Cancel ]

L =)

Ban c6 thé thay doi gia tri mac dinh cho lan sau b:;ing cach nhap
vao 0 Standard column width, cudi cung nhap Ok d¢ hoan tat.
Céach 3: Ban c6 thé thay dbi do rong cho cot bang cach nhap
chudt phai 1én phan ti€u d¢ cua cft can thay doi do rong, sau do
chon Column Width...
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Calibri i A A = =3
B I U- - O-A- =E==&3= H-
Font P Alignment P

T NOTICE Excel hasn't been activated, To keep using Excel without int
Calibri ~-|11 - A" & % - 95 »

B I =D~ A -5 8%«

B C D E F
X Cut
E® Copy
"r_h, Paste Options:
r=1
[
Paste Special...
Inzert
Delete

Clear Contents

Eormat Cells...
Column Width...

Sheetl | Sh Hide K

A

Hop thoai Column Width xuét hién, ban thiét 1ap do rong cho cdt
trong 6 Column Width.
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Column Width (=T it

Column width: | 14,57|

QK ][ Cancel ]

b

Cubi cung nhap Ok dé hoan tat.

Chén thém mdt cot

DPé chén thém mot cdt mGi vao Sheet ban c6 thé thuc hién theo
cac cach sau day:

Céch 1: Str dung thanh cong cu Ribbon

+ Chon cdt (hodac mdt Cell trong c)t) ma ban mubn chén cot méi
vao trudce no.

+ Tu thanh cong cu Ribbon nhe‘l’p chon Tab Home tim t61 nhom
Cells, trong nhom nay ban nhap chon miii t€n bén phai 1énh
Insert.

E‘“Insert A

E'I' Inzert Cells

S UMY Tncert Sheet Columns

Q Inzert Sheet

Danh sach xuat hién ban nhép chon muc Insert Sheet Columns,
modt c¢ot mdi s€ dugce chén vao bén trai cuia ¢t hién thoi. Dudi
day la vi du danh sach hoc sinh dugc chén cot méi dé luu thong
tin vé ngay sinh cuia timg hoc sinh.
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A B c D E F
1 ...'
2 PHAM PHAN MEM KE|TOAN AVIN
3
4 STT Tén phan mém Gid thanh
: 1 :\'::" mem k€todn quin i Lign h& véi AVIN
6 2 |twin SLM 2010 5.000.000 - 10.000.000
7 3 |&vin DSM 2010 2.900.000
8 4 |Avin Free Editor 2010 Free
9
Sheetl | Sheet2 | Sheet3 ® ‘

Céach 2: Nhip chudt phai vao Cell bat ky trén cot can chén cot
moéi trude nd, chon muc Insert. ..
X Cut
E® Copy
iy Paste Options:

il

[

Paste Special...

Insert

Delete

Clear Contents
Eormat Cells...

Column Width...

Hide

Unhide

Hop thoai Insert Xuét hién nhu hinh du¢i day
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i '
Insert &lﬂ

Insert
(71 Shift cells right

(7 shift cells down

() Entire row

ntire columni

oK ] [ Cancel

L _ A

Ban nhép chon Entire column sau d6 nhin OK.

Cach 3: Nh'?ip phai chuot 1én 0 tiéu dé cua cot can chén cdt mai
trude nd chon Insert.

Calibri ~|11 ~| A" &7 § - 9 »

D1 M 2 BI=O-A- ~
A B C D £ F G
% Cut
: By C
A BB Copy
2 PHAM PHAN MEM KE|TOAN A ~
' Iy Paste Options:
2 =2
4 STT Tén phan mém Gidth “
PP E— Paste Special...
; 1 Phan mé&m k& todn quan tri L8N hé vé /
Hwin Inzert
6 2 |Avin SLM 2010 5.000.000-1  Delete
7 3 |fAwin DSM 2010 2.900.000 Clear Contents
8 4 |Avin Free Editor 2010 Free Eormat Cells...
9 Column Width...
= Hide
Sheetl | Sheet2 Sheet3 (O 4

Xo6a mot cot

DPé x6a mot cdt trén Sheet ban c6 thé thuc hién theo cac cach sau
day:
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Céch 1: Str dung thanh cong cu Ribbon

+ Nhép chudt chon toan bd hoac nhép chon mét Cell trong cot
can xo0a.

+ Tur thanh cong cu Ribbon nhap chon Tab Home, tim t§i nhom
Cells, nhap chon miii tén bén phai cua 1¢énh Delete.
E" Delete -

EJ* Delete Cells...

% Delete Sheet Columns

|=_|P'i Delete Sheet

Danh sach xuét hién, ban nhép chon muc Delete Sheet Columns.

Cach 2: Nhip phai chudt vao 6 bat ky trén cot can xoéa chon
Delete...

Suamaytinhtainha.info Page 107



Gido trinh Excel 2013

36 Cut

E® Copy

T}, Paste Options:
il
B
Paste Special...
Insert...
Delete..,

Clear Contents

Filter b
Sort b
L J Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...
% Hyperlink...

Hop thoai Delete xuét hién ban nhép chon muc Entire column rdi
nhap Ok.
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'" ™
Delete M

Delete

() Shift cells left
(7 shift cells up

() Entire row

L QK ][ Cancel ]I

Céach 3: Nhap phai chudt 1én 6 tiéu dé cia cot can xdéa chon
Delete.

A B C D E
- db Cut
A 1 E2y Copy
2 PHAM PHAN MEM KE|TOAN AV © =**
' Iy Paste Options:
3 o =
4 STT Té&n ph3n mém Gid thar e
: 1 F’h_?i‘n mem ke toan quan tri Lién hé véi AV Paste Special..
Avin Inzert
6 2 |Awin SLM 2010 5.000.000 - 10. Delete
7 3 |Awin DSM 2010 2.900.000 Clear Contents
8 4 |Avin Free Editor 2010 Free Format Cells...
9 Column Width...
Sheetl | Sheet? | Sheet3 @ Hide

READY Unhide

An, hién cot

Trong mdt Sheet ban st dung rat nhiéu cot, tuy nhién khi in rat
hoac theo do6i ban lai chi can mot vai ¢dt, cac cdt con lai ban co
thé dé chung an di, khi nao can thao tdc méi cho hién 1én. Bé lam
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an hién cac cot trén Sheet ban ¢c6 thé thuc hién theo mét trong cac
cach sau day:

Céch 1: Str dung thanh cong cu Ribbon
+ Nhép chon cot can an

+ Tur thanh cong cu Ribbon nhép chon Tab Home tim t¢i nhém
1énh Cells. Tiép theo nhap biéu tuwong miii tén bén phai 1€nh
Format.
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E'I'Insert -

E" Delete -
EI Format -
| Cell Size
I[ Row Height...
LutoFit Row Height
'] Column Width...
AutoFit Column Width

Default Width...

Visibility
Hide & Unhide r Hide Rows
Organize Sheets Hide Columns
Bename Sheet Hide Sheet

Move or Copy Sheet.., Unhide Rows

Tab Color ’ Unhide Celumns

Protection
B°  Protect Sheet...
Lock Cell

Format Cells...

+ Danh sach liét ké cac 1énh trong muc nay xuét hién, ban di
chuyén chuét téi muc Hide & Unhide chon Hide Columns. Trong
vi du dudi ddy chiing ta ¢4 1am an cot C, ban dé y trong hinh anh
tiéu d& cot khong con lién tuc (B rdi dén D).
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cl - e
A B D E F G
1
2 PH/M PHAN MEM KE TOAN AVIN
3
4 STT Gid thanh
5 1 |Lién hé voi AVIN
] 2 |5.000.000 - 10.000.000
7 3 |2.300.000
8 4 |Free
9
Sheetl | Sheetz | Sheet3 ®

READY

Khi can hién cot C 1én dé thao tac, ban chon hai ¢6t B va D (Cot
trudc va sau c¢Ot an) nhu hinh dudi day:

Suamaytinhtainha.info Page 112



Gido trinh Excel 2013

Bl - fe
A B D E F G
1
2 PHAM PHAN MEM [KE TOAN AVIN
3
4 STT Gia thanh
5 1 |Lién hé v&i AVIN
6 2 |5.000.000 - 10.000.000
7 3 |2.300.000
8 4 |Free
9
Sheetl | Sheet2 | Sheet3 )

Thao tac tuwong tu nhu phan trén, ching ta chon 1énh Format
trong Tab Home, sau d6 chon Unhide Columns nhu hinh dudi
day:
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E‘I'Insert -
E?‘ Delete -
EIFﬂ-rmat*
_| Cell Size
I[ Row Height...
AutoFit Row Height
L] Column Width...
AutoFit Column Width

Default Width...

Visibility
Hide & Unhide L4 Hide Rows
Organize Sheets Hide Columns
Benarne Sheet Hide Sheet
Move or Copy Sheet... Unhide Rows
Tab Color ’ Unhide Columns
Protection
I:' Protect Sheet...
Lock Cell

Format Cells...

Cach 2: Nhép phai chuot 1én ticu d8 cot can an chon Hide.
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A B
- b
12
2 PHAM | &
i
3
4 5TT
g 1 |Liénl
6 2 |5.000
7 3 |2.500
8 4 |Free
9
Sheetl

READY

Copy

TOAN AVIN
Paste Options:

s

Paste Special...
Insert

Delete

Clear Contents
Format Cells...
Column Width...
Hide e
Unhide

Mudn hién cot da bi an br?mg cach nay ban chon hai cdt trudc va
sau cOt bi an, nhap phai chudt Ién phan tiéu dé chon Unhide.
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A B - E F G
—_— Cut
1 I:l - EE] Copy -
2 PHAI - , (E TOAN AVIN
- 'y Paste Options:
3 e
O
4 51T .
Paste Special...
5 1 |u Insert
[ 2 |5 Delete
7 = ) Clear Contents
8 = Format Cells...
9 Column Width...
Hide r -
Shee |:+:|
Unhide =

2.4. Lam viéc véi hang (dong)
Chon dong

DPé chon toan bd mot dong Sheet ban nhép chuo6t trai vao 0 tiéu
de cua dong do, dong dugc chon s€ chuyén thanh mau sam. Vi du
dudi day chung ta vira chon dong thir 4.
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Ad - Fe
A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
G\b STT Té&n phin mém Gid thanh
1 Phan mém k& todn quan fri Lign hé v&i AVIN
5 Avin
[ 2 |Awin SLM 20710 5.000.000 - 10.000.000
7 3 |Awin DSM 2010 2.900.000
g 4 |Avin Free Editor 2010 Free
g9
Sheetl | Sheetz | Sheet3 O]

READY

Trong trudng hop mudn chon nhiéu dong lién nhau mét lic ban
nhap chon vao tiéu dé dong dau tién, gir va keo chudt dén cac
dong tiép theo, cudi cung tha chudt & dong cudi cing. Hodc ban
cling c6 thé thao tac bang cach nhép chon vao tiéu dé dong dau
tién, sau d6 gitr phim Shift va nhép tiép chudt trai vao tiéu dé
dong cudi cung. Két qua s& duge nhu hinh duéi day:

Suamaytinhtainha.info Page 117



Gido trinh Excel 2013

- £
A B C D E

1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 STT Tén phan mém Gid thanh
5 1 zzi" memkEtodnquantri |, a1 hé véi AVIN
6 2 |Avin SLM 2010 5.000.000 - 10.000.000
7 3 |AvinDSM 2010 2.900.000
8 4 |Avin Free Editor 2010 Free
5R

Sheetl | Sheet2 | Sheet3 ®

Néu muén chon cac dC)ng khong lién nhau ban nhép chon chuot
trai vao tiéu dé dong dau tién, gitra phim Ctrl va nhip chudt trai
vao tiéu dé dong cua cac cot tiép theo.
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AB - F

A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
4 | STT Té&n phin mém Gid thanh
; 1 P"'!Eﬂ mem ké todn quan tri Li&n h& véi AVIN

Avin

6 | 2 |Awin SLM 2070 5.000.000 - 10.000.000
7 3 |Avin DSM 2000 2.900.000

s ||:| 4 |Avin Free Editor 2010 Free

Sheetl | Sheet2 | Sheet3 ®

Hiéu chinh chiéu cao

Dé hiéu chinh chiéu cao cua dong ban co thé thuc hién theo cac
cach sau day:

Céch 1: Str dung chuot

- Di chuyén chudt dén phan tiéu dé dong can thay doi chiéu cao.

- Khi d6 con tr6 chut c6 dang mot mii tén hai chiéu, nhap gitr
chudt trai va kéo 1én trén dé glam hoic kéo xudng dudi dé ting
chiéu cao cho dong. Khi dat chiéu vira y thi tha chudt ra. Trong
khi kéo chudt, gia tri chiéu cao cta dong xudt hién & khung hinh
chir nhat phia trén.
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AB A 5
A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
4 5TT Tén phan mém Gid thanh

Ph&n m&m k& todn quan tri

. P Lign hé vdi AVIN
5 |Height: 15.00 (20 pixels)

6 |_ 2 |Avin SLM 2010 5.000.000 - 10.000.000
7 3 |Avin DSM 2010 2.900.000
g 4  |Avin Free Editor 2010 Free
2]
Sheetl | Sheet? | Sheet3 )

Céch 2: Str dung thanh cong cu Ribbon

- Nhap chon dong can di€u chinh chiéu cao

- Tir thanh c6ng cu Ribbon nhip chon Tab Home, sau d6 tim t6i
nhom Cells. Trong nhom nay ban nhap chon bi€u tuong Format.
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Inset = 2.+ A H
f:[l&lete A ' Y
Sort & Find &
EIFﬂ-rmat*

— 7 Filter = Select~

Cell Size
'L Row Height...
AutoFit Row Height
L] Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide ¥
Organize Sheets
Bename Sheet
Move or Copy Sheet...
Tab Color 3
Protection
I:' Protect Sheet...
Lock Cell

Format Cells...

Danh sach xuat hi¢n ban nhap chon mdt trong cac chirc nang sau:

- Row Height...: Squ khi cl}()n léph nay hdp thoai Row Height
xuat hién ban c6 thé thay do1 chi€u cao cho dong hién tai bang
cach nhap gia tri trong 6 Row Height, sau d6 nhan nut Ok dé xac
nhan.
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o)

-
Row Height

j| Row height: 20

QK ][ Cancel ]

L4 L &
- AutoFit Row Height: Chon 1énh nay dé chuong trinh tu dong
thiét 1ap chiéu cao cho dong.

Céch 3: Ban c6 tl}é thay df)i chiéu cao cho dong balmg‘ cach nhip
chudt phai Ién phan ti€u dé cua dong can thay doi chiéu cao, sau
d6 chon Row Height...

Hop thoai Row Height xudt hién, ban thiét 1ap chiéu cao cho

dong trong 6 Row Height.
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A B C D E
1
Zcaibi -1 - A 45 - % 0 B KE TOAN AVIN
B I = ~
én phan mém iathan
4| l'err | Tén phan mé Gid thanh
% Cut in mém ké toan quan tri Lign hé véi AVIN
S Copy 1 '
& ‘-D Paste Options 1 SLM 2010 5.000.000 - 10.000.000
7 o = 1 DSM 2010 2.900.000
g o 1 Free Editor 2010 Free
Paste Special...
g
= Insert
1 Delete
1 Clear Contents
1 Format Cells...
1 Row Height...
Hide L | Sheet? | Sheet3 )
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Row Height (e

Row height: | 20|

QK ][ Cancel ]

L ~

Cubi cung nhap Ok dé hoan tat.

Chén thém mét dong

DPé chén thém mot dong méi vao Sheet ban co thé thuc hién theo
cac cach sau day:

Céch 1: Str dung thanh cong cu Ribbon

+ Chon dong (hodc mot Cell trong dong) ma ban mudn chén
dong méi vao trude no.

+ Tu thanh cong cu Ribbon nhé,p chon Tab Home tim t¢i nhom
Cells, trong nhom nay ban nhap chon miii tén bén phai 1énh
Insert.

E:“Insert S

#= Insert Cells

EE Insert Sheet Rows

Q Insert Sheet

Danh sach xuat hién ban nhép chon muc Insert Sheet Rows, mot
dong méi s€ dugc chén vao phia trén cua cot hién thoi. Dudi day
1a vi du danh sach hoc sinh dugc chén dong méi dé bod xung thém
danh sach hoc sinh dat danh hiéu tién tién cua 16p.
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AB - I
A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
r STT Tén phdn mém Gia thanh
. 1 Ph&n m&m k& todn quan tri LiGn hé véi AVIN
Avin
6
7 [ 2 [AvinSLM 2010 5.000.000 - 10.000.000
2 3 |Avin DSM 2010 2,300.000
g 4 |Avin Free Editor 2010 Free
10
11
12
13
Sheetl | Sheetz | Sheet3 (O]

Cach 2: Nhap chudt phai 1én Cell bét ky trong dong can chén
dong méi trude nod, chon muc Insert. ..
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X Cut
By Copy
& Paste Options:

111k

=
!
Paste Special...
Inzert...
Delete...
Clear Contents
=] Quick Analysis
Filter 3
Sort b
L7 Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...

Hop thoai Insert xuét hién nhu hinh dudi day
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ra '
Insert M

Insert
(71 Shift cells right
(7 shift cells down

() Entire column

oK ] [ Cancel

L T >y

Ban nhép chon Entire row sau d6 nhan OK.

Céch 3: Nhap phai chudt 1én 6 tiéu d& cua dong can chén dong
moi trude nd chon Insert.
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A B C D E
1
calbi <[ < A 4§ - % 0 = |1 KE TOAN AVIN
B I=0O-AH900
- I | err | Té&n phin mém Gid thanh
?‘; ;:’;r “jn me&m ké& todn quan tri Lién hé v&i AVIN
! ‘-D Paste Options: nSLM 2010 5.000.000 - 10.000.000
-y n DSM 2010 2.900.000
Piegpecial... n Free Editor 2010 Free
I Insert
1 Delete
1 Clear Contents
1 Format Cells...
1 Row Height...
Hide 1 | sheetz | Sheet3 ®

Xo6a mét dong

Dé x0a mot dong trén Sheet ban co thé thuc hién theo cac cach
sau day:

Céch 1: Str dung thanh cong cu Ribbon

+ Nhép chudt chon toan bd hoac nhép chon mot Cell trong dong
can xoa.

+ Tur thanh cong cu Ribbon nhip chon Tab Home, tim ti nhom
Cells, nhap chon miii tén bén phai cua 1¢énh Delete.
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E:“Insert -

E-’" Delete -
E?‘ Delete Cells...
2 Delete Sheet Rows

% Delete Sheet Columns

L_'}; Delete Sheet

Danh sach xuét hién, ban nhfip chon muc Delete Sheet Rows.

Céach 2: Nhip phai chudt vao 6 bat ky trén dong can x6a chon
Delete...
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X Cut

E® Copy

T}, Paste Options:
il
[
Paste Special...
Inzert...
Delete...

Clear Cantents

Filter b
Sort b
L7 Insert Comment
Eormat Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...

Hop thoai Delete xuét hién ban nhép chon muc Entire row 1O
nhap Ok.
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ra '
Delete &lﬂ

Delete

() Shift cells left
(7 shift cells up
@

() Entire column

==

Céach 3: Nhap phai chudt 1én 6 tiéu dé ciia dong can x6a chon

Delete.
A3 - fe
A B C D
Jcalibri <1 - A A G -0 e B
«.0 .00 L4 4
0 | KE TOAN AVIN
¥ cu
{ Tén phan mém Gia thanh
By Copy R m——
an mem Ke toan guan tri am = .
1 [y Paste Options: |y Lién hé& vai AVIN
¢ SR = n SLM 2010 5.000.000 - 10.000.000
=
Paste Special.. N DSM2010 2.900.000
H Inzert n Free Editor 2010 Free
q Delete
1 Clear Contents
1 Eormat Cells...
1 Row Height...
1 Hide
Unhide 1 | Sheet2 | Sheets ®
n oA b
An, hién dong
<

Tuong tu nhu thao tac vdi cft, trong qua trinh sir dung chung ta
s€ bat gap nhiing truong hop can phai an hay hién mot s6 dong
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trong bang tinh. Dé thuc hién cong vi€c nay ban co thé lam theo
mot trong cac cach sau day:

Céch 1: Str dung thanh cong cu Ribbon
+ Nhéip chon dong can an

+ Tur thanh cong cu Ribbon nhép chon Tab Home tim t¢i nhém
1énh Cells. Tiép theo nhap bi¢u tugng mii tén bén phai 1énh
Format.
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E‘“Insert -
E" Delete -
EI Format -
Cell Size
!C Row Height...
AutoFit Row Height

L] Column Width...

AutoFit Column Width

Default Width...
Visibility
Hide & Unhide

Organize Sheets
Rename Sheet
Mowe or Copy Sheet...
Tab Color
Protection
7 Protect Sheet...
Lock Cell

Format Cells...

Hide Rows
Hide Columns
Hide Sheet
Unhide Rows

Lnhide Columns

+ Danh sach liét ké céc 1énh trong muc nay xuat hién, ban di
chuyén chudt t6i muc Hide & Unhide chon Hide Rows. Trong vi
du du6i day chung ta di 1am an hang 6, ban dé y trong hinh anh
tiéu dé cot khong con lién tuc (5 roi dén 7).
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AB e Jx

A B 4 D E
1
2 PHAM PHAN MEM KE TOAN AVIN
3
1 STT Tén phan mém Gid thanh
. 1 i:j” mem kEodn quantri s hé véi AVIN
7 3 |avinDSM 2010 2.900.000
P 4 |Avin Free Editor 2010 Free
9
10
11
12
13
14

Sheetl | Sheetz | Sheet3 @

READY

Khi can hién c4c hang ndy 1én dé thao tac, ban chon hai hang 5
va 7 (hang trén va hang dudi cac hang bi an) nhu hinh dudi day:
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A5 - Fe
A B C D E
1
2 PHAM PHAN MEM KE TOAN AVIN
E]
4 STT Tén phan mém Gid thanh
- 1 ::i" memkElodnquantl |, ;a1 ha véi AVIN
5 3 |Mvin DSM 2010 2.900.000
a8 4 |Avin Free Editor 2070 Free
9
10
11
12
13
14
Sheetl | Sheet? | Sheet3 )

Thao tac tuwong tu nhu phan trén, ching ta chon 1énh Format
trong Tab Home, sau d6 chon Unhide Rows nhu hinh duéi day:
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E‘“Insert -

E" Delete -

EIFormat*

Cell Size

i[ Row Height...
AutoFit Row Height

L] Column Width...
AutoFit Column Width

Default Width...

Visibility
Hide & Unhide k Hide Rows
Organize Sheets Hide Columns
Bename Sheet Hide Sheet
Move or Copy Sheet... Unhide Rows
Tab Color ’ Unhide Columns
Protection
7 Protect Sheet...
Lock Cell

Format Cells...

Céch 2: Nhip phai chudt 1én tiéu dé dong can an chon Hide.
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A B C D E
2|cibi -[n -|x 4§ - % > = KE TOAN AVIN
3B I =0 A-E%0
4 I | arr | Té&n phan mé&m Gid thanh
5 :; ;:i n mé&m k& todn quan tri Li&n hé véi AVIN
6| [Ty Paste Options: | SLM 2010 5.000.000 - 10.000.000
7 “D DSM 2010 2.900.000
g Paste Special... Free Editor 2010 Free
9 Insert
1C Delete
11 Clear Contents
12 Format Cells...

13 Bow Height...
14 Hide
| Unhide Sheetz | Sheet3 @

Muédn hién c4c dong di bi 4n bé'mg cach nay ban chon hai cot
trudc va sau cOt bi an, nhap phai chudt 1€n phan tiéu dé chon
Unhide.
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A B C D I
2 PHAM PHAN MEM KE TOAN AVIN
Clcalbi i - A A -9 s

— Lo y ¥
LB I=2-4A Gia thanh
| I IPhZn mé&m k& todn quan tri

g ¥ cu n mém ké todn quan tri Lign hé véi AVIN
7 B Copy DsSM 2010 2.900.000
g ‘-|3 Paste Options: Free Editor 2070 Free

e
g O
10 Paste Special...
11 Insert
12 Delete
13 Clear Contents
14 Format Cells...
15 Bow Height...

Hide =

Sheet2 Sheet3 ()]

2.5. Mot s thao tac khac

Trong ph?m ndy chung t6i s€ cung cac ban di dinh dang mot bang
tinh dé c¢6 thé in ra may in bang cach van dung nhirng gi da hoc
tir ban dau toi bay git. Ngoai ra trong phan nay chung toi cung
gitip cac ban c6 thé thyc hién mét sé thao tac tinh toan don gian
trén bang tinh, do cling chinh 1a ndi dung quan trong nhit ma ban
can nam duoc khi nghién ctiru Excel. Tuy nhién trong phin nay
yéu cau dat ra la ban chi can lam theo hudng din, ching ta s& dé
cap nhiing van dé nhu 1am viéc voi dir li€u, st dung ham, cong
thirc trong cac phan tlep theo. Pé c6 thé theo ddi ndi dung phan
nay chiing ta s& bat dau voi mot bang tinh tho sau khi tinh toan
can chinh ndi dung dé co thé cho ra két qua cudi cing nhu hinh
dudi day:
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A B C D E F G H 1

1 BANG LUUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén I.u'o'r:g i N-gé\r I.u‘?'ng Phu cdp 1:6'“ Lwong chinh
3 ban cbng thing rng
4 1 |Mguydn Manh Hing 1,500,000 23| 1,326,923) 200,000 1,526,923
5 2 |Hoang Van Thuy 1,400,000 25| 1,166,667 350,000 500,000 1,016,667
& 3 Nguyén Ngoc 1,300,000 26| 1,126,667 210,000 700,000 636,667
7 4 |Pham Vin Huy 1,100,000 24| 830,000] 230,000 1,110,000
8 5 |Pham Ngoc Thach 1,200,000 21 840,000 840,000
] 6 |D8Thi Héng 1,100,000 20| 733,333 733,333
10 7 |MguydnvanTai 1,100,000 26| 953,333) 200,000| 400,000 753,333
11 8 |Hoang Thién Ménh 1,100,000 23 843,333 843,333
12 9 |Pham Ngoclong 1,100,000 24 880,000 240,000 1,120,000
13 10 Nguyén Thi Nga 1,100,000 25 916,667 250,000 1,166,667
14 11 |Nguy&n Bikc Nhin 1,100,000 20| 733,333 733,333
15 12 |Pham Van Td 1,100,000 24 880,000 880,000
16 Téng cdng 14,200,000 11,280,256| 1,680,000 11,360,256
17
18 Ghi chu: Ngay céng chan 1a 26 ngay.

Pau tién chung ta chuan bi dir liéu tho nhu hinh dudi day:

A B C D E F G H 1
1 BANG LUONG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu’u'r:g i Nfév Lu'r:rng Phu cdp 1:3“1 Lweng chinh

3 ban cdng thing ing
4 1 Nguyén Manh Hung 1,500,000 23 200,000
5 2 |Hoang Van Thuy 1,400,000 25 350,000| 500,000
6 3 |Nguyén Ngoc 1,300,000 26, 210,000] 700,000
7 4 |Pham Vin Huy 1,100,000| 24| 230,000
8 5 |Pham Ngoc Thach 1,200,000 21
9 6 |D&ThiHing 1,100,000| 20|
10 7 Nguyén VEn Tai 1,100,000 26, 200,000| 400,000
11 8 |Hoadng Thién Ménh 1,100,000 23
12 9 |Pham Ngoclong 1,100,000 24| 240,000
13 10 |Nguyén Thi Nga 1,100,000| 25 250,000
14 11 |Nguyén Birc Nhdn 1,100,000 20
15 12 |Pham VAnTd 1,100,000 24
16 Téng cong 14,200,000 1,680,000
17
18 Ghi chu: Ngay cong chan 13 26 ngay.
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Trén day 1a sb liéu bang lwong nhin vién ciia mot phong ban
trong cong ty A. Dit liéu cac cdt Luong co ban, ngay cong, phu
cip, tam ung cho trudc. Cac cong viée con lai ma ching ta phai
lam nhu sau:

1. Tinh c0t lwvong thang = Luong co ban / 26 * Ngay cong
2. Luong chinh = Lwong thang + Phu cdp — Tam tng

3. Tinh tong cong cac cdt Luong co ban, Luong thang, Phu cép,
Tam Ung, Luong chinh.

4. Dinh dang bang tinh nhu hinh trén.

Cin ctr vao yéu cau trén chung ta co thé chia cong viéc thanh cac
budc nho sau day:

Budce 1: Tinh gia tri ct lvong thang

- Ban nhép chudt chon 6 F4 (6 dir li¢u dau tién cua cot Luong
thang).

- Nhép diip chudt hodc nhan phim F2 dé dién cong thirc vao cho

6 nay, khi con tré chudt nhap nhay ¢ 6 nay ban nhap vao noi
dung sau day: =D4/26*EA4.

A B C D E F G H I
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu'o'r:g i Nigéy Lu'?'ng Phu cip 1:?"“ Lweng chinh

3 ban céng thang &ng
4 1 |Mguy&n Manh Hiing 1,500,000/ 231=04/26*c4]| 200,000
5 2 |Hodng Van Thuy 1,400,000 25 350,000| 500,000
6 3 |Mguy&n Ngoc 1,300,000 26 210,000 700,000,
7 4 |Pham Van Huy 1,100,000 24 230,000
] 5 |Pham Ngoc Thach 1,200,000 21|

Sau d6 nhan Enter, thao tac trén chung ta da dién vao 6 F4 mot
cong thuc (trong Excel ndi dung bét dau v6i dau = s& hiéu 1a bt
dau mot cong thirc). Sau khi Enter két qua cong thirc s& dugc tinh
ra nhu hinh duéi day:
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A B C D E F G H I
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu'o'r:g i Nféy Lu'?'ng Phu cap 1:?"“ Lwong chinh

3 ban cong thang “ng
4 1 |Nguy&n Manh Hung 1,500,000 23| 1,326,923| 200,000
5 | 2 |Hoang Van Thuy 1,400,000 25 350,000 500,000
6 3 |Nguy&n Ngoc 1,300,000 26 210,000 700,000|

- Nhiém vu tiép theo cua ban 1a tinh toan cho cac 6 con lai trong
coOt, ban nhép chon lai 6 F4 sau d6 di chuyén chuot xuéng chim
den cubi cua khung hinh chir nhat (Fillhand) khi con trd chudt
d6i thanh hinh du cong ban giira va kéo xudng t6i 6 F15.

A B C D E F G H I
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu’u'r:g i NFéy Lm:rng Phu cap 'I:gm Lwong chinh

3 ban céng thing ng
4 1 |Mguy&n Manh Hung 1,500,000 23| 1,326,923] 200,000
5 2 |Hoang Van Thuy 1,400,000 25 350,000) 500,000,
6 3 |NguyEn Ngoc 1,300,000 26| 210,000) 700,000,
7 4 |Pham Vin Huy 1,100,000 24 230,000
3 5 |Pham Ngoc Thach 1,200,000 21
9 6 |D& ThiHing 1,100,000 20|
10 7 |Mguyén van Tai 1,100,000 26| 200,000| 400,000,
11 8 |Hoang Thign Ménh 1,100,000 23
12 9 |Pham Ngoclong 1,100,000 24 240,000
13 10 |Nguy&n Thi Nga 1,100,000 25 250,000
14 11 |Nguy&n Bl Nhan 1,100,000 20|
15 12 |Pham VinTu 1,100,000 24
16 Téng ciing 14,200,000 1,680,000/

Sau d6 tha chuét ra, két qua tat ca cac 6 tir F4 dén F15 s& dugc
dién gia tri voi cong thirc twong ing dya trén cong thirc 6 F4.
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A B C D E F G H 1

1 BANG LUO'NG NHAN VIEN THANG 12/2013
STT Ho tén Lu'u'r:g i N-géy Lu'njrng Phu cap 1:?"1 Lwreng chinh

3 ban cong thang ¢ng
4 1 |Mguy&n Manh Hung 1,500,000 23| 1,326,923 200,000
5 2 |Hoang Van Thuy 1,400,000 35|_1,346,154| 350,000) 500,000
6 3 |Mguy&n Ngoc 1,300,000 26|_1,300,000( 210,000) 700,000
7 4 |Pham Vin Huy 1,100,000 24| 1,015,385 230,000
g 5 |Pham Ngoc Thach 1,200,000 21) 969,231
9 6 |DAThiHing 1,100,000 20| 846,154
10 7 |NguyEn van Tai 1,100,000 26| 1,100,000( 200,000) 400,000
11 8 |HoangThign M&nh 1,100,000 23| 973,077
12 9 |Pham Ngoclong 1,100,000 24| 1,015,385 240,000
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000
14 11 |Nguy&n Birc Nhan 1,100,000 20| 246,154
15 12 |Pham VinTu 1,100,000 24| 1,015,385
16 Téng cing 14,200,000 = 630,000

Buée 2: Tinh ¢t Luong chinh

- Chon 6 I5 sau d6 nhap vao cong thirc (Luong thang + Phuy cip —
Tam Ung): =F4+G4-H4

A B C D E F G H I
1 BANG LUONG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu'o'r':g e N“géy Lu'?'ng Phu cip 1:?"" Lwong chinh

3 ban cdng thang rng
4 1 |Nguyén Manh Hiing 1,500,000 23l 1,326,923| 200,000 =FA+G4-HA
5 2 |Hoang Vin Thuy 1,400,000 25| 1,346,154 350,000 500,000
5 3 |Nguyén Ngoc 1,300,000 26| 1,300,000 210,000 700,000

Sau d6 nhan Enter dé xac nhan dir li€u.

- Tiép theo ban kéo Fillhand cho cac 6 con lai trong cot (tir 15 t6i
115).
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