TIN HQC PAI CUONG
CHU PE 4: MICROSOFT EXCEL 2010
Vo1 chui dé 4, sinh vién can nam dwoc cac néi dung kién thire trong tam sau:
- Vi tri, tén goi, chitc ndng cia mét sé thanh phdn co ban ciia man hinh lam viéc;
- Cac khdi niém co ban trén sé tinh;
- Cdc thao tac co ban véi sé tinh;
- Cac kiéu dir liéu va thao tac trén dir lidu.
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1. S6 tinh\(Workbook): 14 mot file Excel gom nhiéu trang tinh (worksheet). Tuy
nhién, khi m¢ méi mot so tinh thi mic dinh c6 3 trang tinh: Sheet1, Sheet2, Sheets.

2. Trang tinh (worksheet): 13 mot trang hay mét thé trong sb tinh, mic dinh 1 file
Excel méi ¢6 3 trang tinh (sheet); tén cac trang tinh chira trén thanh thé tén trang tinh.
3. Cot (Columns): Trén mot trang tinh c6 16.384 cot duge danh chi sé (tén) bing cac
chit cai in hoa nhu A, B, C,...AA, AB,...

4. Hang (Rows): Trén mot trang tinh c6 1.048.576 hang duoc danh chi sé (tén) bang
cac chir sd nhu 1, 2, 3...
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5. O (Cells): La giao cua cot va hang. Mdi 6 c6 mét dia chi phan biét dung dé xac dinh 6.
Dia chi 6 c6 dang: <Chi s6 cot><Chi s6 hang>. Vi du: A1, B2.

- O hién thoi: 12 6 ma con tro 6 dang tré vao, c6 duong vién dam.

- Con tré 6: 1a con tré chudt trong trang tinh ¢6 dang hinh chir thap.
6. Vung (Ranges): gom nhiéu 6 lién tiép nhau theo dang hinh chit nhat, duoc x4c dinh
boi dia chi vang. Dia chi viing c6 dang;:
<dia chi cia 6 goc trén bén trai>:<dia chi 6 géoc dusi bén phai>
Vi du C5:F10 12 mét ving chit nhat dinh vi bang 6 dau tién 1a C5 va 6 cubi 1yFio.
Noi dung 3: Cac thao tac co ban véi s6 tinh
1. Tao s6 tinh méi

- Khi ban khoi dong excel, s6 tinh méi hién thi va ty dong‘@at tén 1a Booki. Khi tao
thém s6 tinh mai dong thoi, Excel 1an luot dit tén mic dinh 1anBook2, Books... Khi thoat
Excel va m¢ lai sau d6 thi s6 tinh danh sé lai 1a Booki.

- Pang md Excel c6 thé tao mot s6 tinh méi nhwsau:

+ Nhan vao thé File, chon New, chon Blank workbook va nhan Create;

+ Hodc nhan + @

- Pé tao ra sb tinh tr miu dang cé,sin, Nhan vao thé File, chon New, chon
Templates, va chon mau c6 san.
2. Mé sb tinh
- Pé 1am viée v6i mot s6 tinh daeo, trude tién phai mé s6 tinh nhu sau:
+ Nhan nut thé File, choh Open, chon file va nhin Open;

+ Hode.nhan + (@)

- C6 thé m¢é mot hay'nhiéu sé tinh cung 1 ltc.
- Nhan, vao thé File, myc Recent dé hién thi cic tép tin dugc st dung gan day
nhét, nhip vao tén dé chon file.
3. Luau sé.tinh
- Pé st dung file 1an nira, can phai luu sé tinh nhu sau:
+ Nhén thé File, chon Save (hoic Save as); hoic nhan vio biéu tuong dia
mém #|; hoic nhan + (38
+ Sau d6 chon duong dan va dit tén file.
- Pé luu cac thay d6i trong file c6 sin (da dat tén): Nhan thé File, chon Save; hoic
nhén vao biéu tuong dia mém M/; hoic nhan + ()

- Pé luu s6 tinh ¢6 sin véi tén méi, hoic vi tri khac trén bo nhé ngoai:
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+ Nhéan thé File, chon Save as hoic F12
+ Sau d6 nhap tén va chon duong dan.
4. Péng so tinh

- Néu ban khong diing dén s6 tinh dang mé nira, luu nhirng thay d6i va dong n6 dé

bao vé khoi nhitng nguy co thay doi tu dong tir hé théng:
+ Nhén thé File va chon Exit;
+ Hodc nhan nut Close E3l;
+ Hodc nhan Alt + F4.

5. Chuyén déi giira cac s6 tinh

- Khi m¢ dong thoi nhiéu s6 tinh trén man hinh, ban c6 thé chuyén ddi giira cac s6

tinh (tai liéu) nhu sau:

+ Trong thé View, nhom Window, chon Switch"'Windows va chon tén file;

+ Hoic Chon tén file can chuyén dbi trén thanh Taskbars;

+ Hoic néu cac cira s6 dang ¢ dang thu shé,thivkich chuot vao cua sb tuong
ung.
i itz G i el |
1. Dir liéu kiéu sé:

- Dit liéu s6 gébm cac dang: S6 ¢ cde.dinhidang: S6 thong thuong (Number), tién té
(Currency), phan trim (Percentage), phan sé/(Fraction), khoa hoc (Scientific); Kiéu sé ¢
dang ngay (Date); Kiéu sé ¢ dang gid(Time).

- Khi nhép vao céc gié tri s6 macdinh cin 18 phai 6.

- Néu s6 nhap vaequanlon o voi d@o rong 6, Excel sé ty dong chuyén sang sé dang
khoa hoc (diing chir E,dé biéu dién) hoic hién thi 15i ###sssss
2. Dir liéu kiétlogic:

- La kiéu'dit licu nhan mot trong hai gi4 tri 12 TRUE (dting) hoic FALSE (sai).

- Mae,dinh dir liéu logic nhéap vao duoc can gitta 6.

3. Dir liéu kiéu chubi (Text):

- Khi nhap vao bao gdm cac ky tu chit va chir s. Theo mic dinh dit liéu kiéu chudi s&
duoc canh trai trong 0.

- Néu d6 rong <= do rong cua 6 thi hién thi binh thuong; Nguoc lai, c6 2 kha ning
xay ra: Néu 6 ké tiép rong dir liéu sé tran qua, néu 6 ké tiép khong rong dir liéu sé bi che
khuét.

4. Dir liéu kiéu cong thire (Formula):
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- Microsoft Excel s& hiéu dit liéu kiéu cong thirc khi ta nhap vao bit dau bang dau =,
sau dau bang 1a biéu thire c6 su két hop cua cac toan hang va cic toan tu.

- CAc toan hang 14 céc gi4 tri tham gia vao tinh toan, c6 thé 1a: hang, ham, dia chi 6,
dia chi viing, tén vung.

- CAc toan tir va do vu tién: Toan tu sb: +, -, %, /, ~, %, liy didu am (-); Toan tu
chudi: & - cong xau; Toan tir so sanh: >, <, >=, <

+ Do vu tién cua cac toan tu:

PO UU TIEN | TOAN TU Y NGHIA

1 ) Diu ngodc don

2 o Lu¥ thira

3 Déiu cho séam

4 . Nhan/ chia

S - - Cong/ trir
= <> Bing nhau, khic nhau

6 > >= Lén hon, 16n hon hodc bang
<, <= Nho hon, nhé hon ho@c bang

7 NOT Phu dinh

R AND Va (didu kién déng th&i)

9 OR Ho#c (diéu kién khéng déng thoi)

10 & Toan ur ghép chudi

Chu y:
- Néu trong cong thtc c6 nhiéu dau ngodic thi'quy tic tinh nhu sau: Ngoic trong tinh
trude, ngoac ngoai tinh sau; Trong ngoac tinh, tredc, ngoai ngoic tinh sau; Uu tién cao
tinh truée, vu tién thap tinh sau; Bén trai tinh/truéc, bén phai tinh sau.
- Néu mudn nhap chudi sb (vidu: sd'dién thoai) thi thue hién mét trong 2 cach:

Cach 1: Nhap dau nhay don(") trede khi nhap dir liéu

Cach 2: Pinh dang khdéi ean nhap dit liéu thanh kiéu chudi (Text): Thé Home,
nhom Cell, chon lénh Format\ Format Cells (hoac Chuét phai\ Format Cells), chon
Number\ Text,

- Chudi xuatthién treng cong thic thi phai trong cap dau nhay kép (“ 7).
- Do daistdi da cua'mot 6 chira cong thuc 1a 8.192 ky tu.

1. Di chuyén con tré trén trang tinh: dé di chuyén trén trang tinh ta c6 thé thuc
hién nhu sau

- Dung cac phim miii tén;
- Home: Di chuyén dén c6t A caa dong dang thyc hién;
- Ctrl + Home: Di chuyén dén 6 tinh Az;
- Ctrl + End: Di chuyén dén 6 cubi ciing cua ving dir liéu;
- Ctrl + G (hoic F5): Xuat hién hop thoai Go to dé di chuyén nhanh nhat dén 6 can
thiét;
4|Page



- PageUp: Lén 1 trang man hinh;

- PageDown: Xudng 1 trang man hinh;

- Tab: sang 6 bén phai;

- Shift + Tab: sang 0 bén trai;

- Thanh cuén: Nhan vao miii tén dé di chuyén thanh cudn theo hang hay co6t. Nhan
vao hop cuon dé di chuyén dén mot vi tri trong trang tinh.

2. Nhip dir li¢u vao trang tinh:

- Dit liéu trong Excel ¢ thé 1a gia trj s6, chudi, logic va cong thie. Khiffthap dit liéu
vao 1 6 thi di chuyén con tro 6 dén 6 can nhap, ding ban phim hoic chugt dé dvaidir liéu
vao, sau d6 nhan Enter (hoic nhin phim di chuyén con tro) dé dua con tré.6 sang 6 khac
dong thoi ghi nhan dit liéu vao 6.

- Stra dit liéu trong 6: Di chuyén con tro 6 t6i 6 cansa réi nhan phim F2 hoic Click
diap vao 6 can sta dit liéu, sau d6 tién hanh hiéu chinh ditdiéu, nhan Enter hoic dua con
tro sang 6 khac dé ghi nhan.

3. Nhip dir liéu ngay thang:

- Khi nhap ngay, c6 thé nhap dudi dang.sé hay chit.Dinh dang mic dinh cua ngay
phu thudc vao thiét 1ap cua hé thong. Co6 thé thay déismic dinh nay trong Control Panel
nhu sau:

+ M¢ Control Panel: Start\ Control'Pangel;

+ Chon Clock, Language andRegion\ Region and Language: thiét lap
trong hop thoai Region and Language.

- Gi4 tri ngay thang khong nhat thiét phai diy di ngay, thang, nim; Excel ¢ ging
hét stre dé hiéu ngay masban nhap vao. Néu Excel khong thé hiéu gia tri ngay thi no sé
hién thi dudi dangchudi (Text), va s& giy ric réi néu gia tri ndy co6 mat trong cong thire
nao do cua trang tinh.

4. Thao tac chen\(b6i den)

- Tru6e khi thyc hién mot thao tac, ban phai chi ra viing hay phan nao cia bang tinh
chiu anhyhuong cua thao tac @9, c6 thé 1a 1 6, 1 viing hay ca bang tinh. Nhirng 6 da chon
s& dugc t6 ddm dén khi huy chon biang cach nhin chuét vao 6 khac hay nhin mot phim
mii tén.

- Céc truong hop chon nhu sau:

+ Mot 6 tinh: Nhén vao 6 tinh d6 hoic di chuyén con tro 6 téi 6 do;
+ Chon 1 viing: Nhan vao 6 dau tién va kéo dén hét pham vi can thiét, hoic nhan
vao 6 dau tién, giir Shift va nhan vao 6 cudi cing;

+ Toan bo hang: Nhan vao chi s6 hang khi xuét hién ;
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+ Toan bo cot: Nhan vao tiéu dé cot khi xuat hién miii tén huéng xudng;
+ Toan bo trang tinh: Nhan nat Select All (14 nat giao giita hang tiéu dé va cot chi
$6);
+ Ca vung di liéu: Ctrl + A;
+ Céac 6, vung khong lién ké nhau hoic cac cot hay cac hang khong lién ké: chon 6,
ving, c6t hay dong @9, giir phim Ctrl, chon cic 6, viing, cic dong hay cot tiép theo;
+ Nhiéu dong: Chon dong dau tién va kéo xubng cac dong tiép theo;
+ Nhiéu cot: chon cot dau tién va kéo dén cac cot tiép theo.
5 Xoa dir li¢u:
- Chon vung dir liéu muén x6a;
- Nhian phim Delete hoic trén thé Home, nhém Editing, chon ‘Clear\ Clear
Contents.
6. Sao chép va di chuyén dir liéu:
- Excel cho phép sao chép hoic di chuyén noi dung tu vi trénay sang vi tri khac su
dung cac lénh nhu sau:
+ Cut: X6a noi dung cta pham vi cheirva dua vao Office Clipboard (bé nhé tam
thoti);
+ Copy: Sao chép néi dung cua‘pham vi chon vao Office Clipboard;
+ Paste: Dan bat ky noi dung nao déutir Office Clipboard vao vi tri da chon;
+ Paste Special: Piéu ¢hinh lsa chon dan.
- Lva chon c4c 1énh trén bangicach:
+ Trén thé Home, chon treng nhém Clipboard;
+ Hoac nhén ehu6t phai, sau d6 chon 1énh twong tmg;
+ Hoic'dung phim tit: Ctrl + X, Ctrl + C, Ctrl +V.
- Thyéhién.sao chép hoic di chuyén nhu sau:
+ Ghon pham vi can copy hoic di chuyén;
+:Chon Iénh Copy hoic Cut;
+ Di chuyén t6i vi tri moi;
+ Chon Ién Paste hoic Paste Special. Néu chon Paste Special (chudt phai\ Paste
Special) thi c6 hop thoai Paste Special cho phép diéu chinh lya chon dén:
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Paste Special ? X
Paste

() Formulas (O All except borders

O values O Column widths

(O Formats (O Formulas and number formats

(O Comments () values and number formats

(O validation All merging conditional formats
Operation

@® None O Multiply

O add O Divide

O subtract

[C] skip blanks [Jtranspose

Paste Link E ——

Muc Paste: Chon mot trong cac kiéu sao chép

All: sao chép tit ca cic yéu t6 lién quan dén 6
Formulas: sao chép cong thire

Values: sao chép gia tri

Formats: sao chép sy dinh dang

Comments: sao chép chu thich

Validation: sao chép biéu thirc quy/dinh tinh hop 1¢ cua dit liéu nhap

All expept borders:§ao c¢hép tit ca trir duong vién

Muc Operation: sao chép ¢ sir dung toan tir

None: Khong dung toan tu

Add: Sao'phép cong, két qua = 6 dich + 6 ngudn
Substract: Sao'phép trir, két qua = 6 dich — 6 ngudn
Multiply:‘Sao nhan, két qua = 6 dich * 6 nguon

Divide: Sao chép chia, két qua = 6 dich / 6 ngudn

Skip blanks: bo qua nhimg 6 rong

Tranpose: sao chép chuyén vi (doi vi tri cot dong)

Paste link: sao chép co lién két (6 dich s& 1a mot cong thire: =<dja chi 6 ngudén>)

7. Sit dung 1énh Undo va Redo

- Lénh Undo cho phép huy thao tac vira thuc hién trén trang tinh:

+ Thuc hién: Nhan vao nat 2 trén thanh c6ng cu hoic Ctrl + Z.
+ Excel c6 thé Undo t6i da 100 1énh sir dung gan nhat.

+ Undo khoéng c6 tac dung véi 1énh luu trir tép tin.
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- Lénh Redo cho phép lam lai thao tac vira huy:
+ Thuyc hién: Nhin vao ntt ' trén thanh cong cu hoic Ctrl + Y hoidc nhén F4.
+ Excel ghi lai téi da 100 thao tac cudi cting bi huy dé c6 thé thuc hién Redo.
8. Sit dung lénh Fill:
- Sir dung 1énh Fill dé dién dit liéu tu dong dua trén dir liéu ban dau va theo mot xu
thé cu thé.
- Str dyng thé Home, nhém Editing, nhan vao ntt Fill é thyc hién nhu sau:
+ Nhap dit liéu ban déau;
+ B6i den viing can dién di lidu;
+ Nhan nut Fill va chon chiéu phit hop.
Hoac:
+ Nhap dit liéu cho cac 6 ban dau;
+ Boi den cac 6 dit liéu ban dau;
+ Pat chudt vao goc dudi cing bén phdi, khi cé,dan cong mau den thi kéo
xudng duéi hoic sang ngang t6i du s6 6 minh can;

+ Sau khi kéo chuét, xuit hién biéu twong = (nat Auto Fill Option); nhén vao
biéu tugng nay dé chon lya chon phu hop.

(& Copy Cells

| ©  Fill Series

O  Fill Eormatting Only

I O  Fill Without Formatting

- C6 thé nhap dit lidu giong nhau cho 1 viing bang cach:
+ Boiden vung;
+ Nhap gidtri;
+ Nhan Ctrl + Enter.

(To be continued...)

8|Page



