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Chu dé: Microsoft Office



a Noi1 dung

L
= (G161 thieu phan mém Excel

= Cac thanh phan co ban

= Cac thao tac vo1 06 va vung

= Mot s6 phim di chuyén nhanh
= Thao tac vo1 menu ngit canh
= Nhap li¢u va dinh dang

» M6t sb thu thuat can biét
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. Gi6i thiéu phan mém Excel

L
= Phan mém cho phep tao cac “bang tinh™

(spreadsheet)
= Giup dé danh thuc hién cac viéc:
= Tinh toan, phan tich dir liu
= Lap bang biéu bao cdo, to chitc danh sach
= Truy cap cac nguon dit liéu khac nhau
= V& d6 thi va cac so dd

= Tu dong hoa cong viéc bang cac macro
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Cic thanh phén trong giao dién diic trung cita Microsoft Excel
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. Cac thanh phan co ban

= Workbook: chira tit ca dit liéu dé nguoi dung excel
lam viec, Iuu thanh 1 tap tin, mot workbook thuong
gom mot sO sheet (bang tinh) va cac dir li€u khac
(cac macro, cau hinh view,...)

= Sheet: mé6t ludi chir nhat cac 6 (cell), to1 da 16.384
cot va 1.048.576 dong (trong cac phién ban cti chi
256 cot x 65536 dong), cac sheet nén dat tén theo dur
liéu n6 chira dé dé xur Iy va thao tac

= Cell: mot 6 dé dién dir liéu, nguoi dung co thé dinh
dang cling nhu chon mau, ki€u chir va cac quy cach
trinh bay dir l1€u cua 0
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Thao tac voi 0 va vung

g

Cac cot trong Excel dugc danh thtr tu theo chit (A, B,...,
Z,AA, AB,...)
Cac dong trong Excel dugc danh thir tu theo so (tu 1)
O (cell): dugc xac dinh bang ¢t va dong chira 6 do, vi du
B1 trc 1a 6 ¢ cOt thir 2 dong dau tién
Vung: 1a mot khoi chir nhat, duge chi ra boi vi tri cua 6
tral-trén va 6 phai-dudi, vi du H2:121 tirc 1a vung tur cOt H
to1 cot I, tir dong 2 td1 dong 21
Chon vung:

= Giit chuot tir 6 dau tién, kéo tdi 6 cudi cung roi tha chudt

= Su dung phim shift két hop vé1 cac phim di chuyén
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M¢t bang tinh dic trung trong Excel, cac 6 va ving duoce chi ra béi dia chi cot-dong
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M6t so phim di chuyén nhanh

g

Phim

Di chuyén

Phim

Di chuyén

— [ Tab
«— [ Shift + Tab

!
Home

Ctrl + Home

Ctrl + End

Sang 6 bén phai

Sang 6 bén trai
Lén dong trén

Xubng dong dudi

Dén c6t A cung dong

Dén 6 Al trong
worksheet

Dén 6 co chlra dir
li€u sau cung trong
worksheet

Page Up

Page Down
Ctrl + Page Up

Ctrl + Page Down
F5
Alt + Page Up

Alt + Page Down

lén man hinh trén
xuéng man hinh
dudi

dén sheet phia
trudc

dén sheet phia sau
MG hop thoai Go To

Sang trai mot man
hinh

Sang phai mot
manh hinh
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M6t so phim di chuyén nhanh

2

Phim Di chuyén

End + — hodc Ctrl + — Dén 6 bén phai dau tién ma trudc hodc sau
no la 0 trong

End + < hodc Ctrl + « Pén 6 bén trai dau tién ma trudc hoac sau
no la 0 trong

End + 1 hoac Ctrl + 1 Lén 6 phia trén dau tién ma trén hoac dudi
no la 6 trong

End + | hodc Ctrl + | Xubng 6 phia dudi dau ti€én ma trén hoac

dudi no la 6 tréng

Truong Xuan Nam - Khoa CNTT



" Thao tac voi menu ngir canh

= Mot so thao tac hay dung: cowrt 7|11 |A&
= Sao chép / cat dan ndi dung L

S— i
_l.j _t_‘l[_'l b
T4 Paste Options:

s Cheén/x06amot o
O Ghép nhiéu 6 lém mét F'ﬂl.'t-i Specia

= Di€u chinh kich c¢& dong cot

= Tinh chinh trinh bay cua 6 e

= Dinh dang di liéu trong 6 | e

= Kéo /tha/ do1 tén bang tinh
"*_-j-v Hyper
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. Nhap liéu va dinh dang

L

= Dung cac phim di chuyén, sau do bat dau go dé
nhap dir li€u, két thuc bang enter hoac tab

= Stra dit liéu d3 c6 bang cach bam F2

= Dit liéu g6 vao co thé co cac kiéu dit liéu khac
nhau, kiéu dir li€u lieén quan to1 viéc excel s€ thuc
hién tinh toan nhu thé nao. Vi du lay 2 gia tri
ngay thang tru di nhau s€ ra s0 ngay gitra hai thoi
diem
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% Nhap liéu va dinh dang

b

b
Co thé dé excel tu dong dinh dang hoac “giup’
excel bang cach chi ra ki€u dir iéu

A 3 | D |l E
1 Chwa dinh dang Dinh dang Giai thich Ghi cha
2 31666 54,666 00 dong Tien té = %20 00 [Sdong]
3 04566 45 66% Phantram  0.00%
4 10-May 10052007 Dang nzay ngan gon dd'mm/vyyy
5 10-May Thursdav, May 10, 2007 Dang ngav chi tiét [S-F800]dddd. mmmm dd, vvvv
6 646564622 646,364,622 00 Ké toan _(* 2,220 00_):_(* (2,520 00)._(*"-"?)_(@_)
7 8489325103 848-.932-5103 So diénthoa  #==-z2=.zs==
8 79300958230 7930 095 823 0 So bac hifm xAhi == == === === &
9 0665 3:5736 PM Théi gian [S-F400Thmm'ss AMPM
10 021 1/4 Phan 56 £
11 646564622 6.47E+08 Khoa hoc 0.00E-00
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o\ Mot s0 thu thuit can biét

= Pién dir liéu theo loat; stra dung chirc nang auto fill
hoic dung ban phim két hop vé1 chudt. Hai tinh

hudng:
= Dién ca loat dit liéu giong nhau
= Dién dit lidu thay doi (ting, giam dan)
= Stra d6i dinh dang mic dinh vé s0, dau ngin ngay

thang trong Control Panel => Reglonal and
Language Options (Excel mac dinh dung dau cham

dé dinh dang so thap phan)

= Djéu chinh dinh dang ngay thang nam, gi0 phut giay
d6i véi cac kiéu dir liéu thoi gian
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Bai tap 1

2
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HO SO TRUONG THCS PAU NAM
Tén trudong
Ma treong: Nim bdo cdo:
1. Thong tin dinh dang tredng
Tinh/thanh phé: Tén hiéu tnrong
Huyén/quan: Bién thoai
Na/phuing: Fax:
Bia chi treong: Email:
Web:
Trirang b gidi: S6 diém trrong:
Ngiy thing Ngwivi bdo cdo Chirc vu
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Bai tap 2

a3

A B C D E F G
BO GIAO DYC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQC HA NOI Déc 1ap - Ty do - Hanh phic

olo olo

DANH SACH SINH VIEN HE 2010-2011 KHOA BPQ'T1

Mén: VIE212: Tin hoc cor s Lésp: THCS01 10

STT| Ma SV Ho va tén Ngay sinh | Gidi tinh SV Lép Ghi chi
1 [ 1007050009 |Vii Nguyét Anh 11/1/1992 Ni¥ 4D-10
2 [ 1007010028 |Nguyén Thi Ngoc Bich 7/13/1992 M TA-10
3 [ 1007060010 |Bui L& Yén Chi 2/8/1993 g 4NB-10
4 [ 1007010040 |Nguyén Céng D 9/23/1991 Nam TA-10
& | 1007030016 |Dang Mai Thuy Dworng 3/22/1992 Ni¥ 2P-10
6 [ 1007060018 |Nguyén Thai Kim Dwong 7/5/1992 N 4NB-10
7 | 1007010053 |Bii Thi Hrerng Giang 3/14/1992 Ni¥ TA-10
8 | 0904040028 |Lai Mgoc Han 2/4/1991 Ni¥ 3TC-09
9 [ 1007050025 |Mac Hdng Hanh 1/7/11992 Ni¥ 4D-10
10 [ 1007050033 {Hoang Thu Hong £/29/1992 NiF 4D-10

Ha MNGi, Ngay ... thang ... nam 2010
TL HIEU TRUFONG

NGUG LAP DANH SACH
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Thang 1 Thang 2 Thang 3 Thang 4

Thang 5

27 03 10 17 24 31 07[14]21 28 07 14 21 28 04111 18 25 02 09[16]2:
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30 06 13 20 27 03 10 17 24 03 10 17 24 31 07 14 21 28 05 12 19 2
31 07 14 21 28 04 11 18 25 04 11 18 25 01 08 15 22 29 06 13 20 2

Thw sau
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Tét Tay Tét Am Lich Gib td

30/4-1/5

Tét Am Lich: nghi 07/2-21/2 (dw kién)
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