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PHAN II: UNG DUNG TIN HOC

Trong phén 1, chiing ta da tim hiéu mot s6 noi dung nghién citu két qua thi
nghiém céc chi tiéu co ly cua dat d4 bang phuong phap thong ké toan hoc. Theo
phuong phdp truyén thong (tinh todn thu cong), chiing ta ¢ thé gidi dugc nhiing
bai todn trén nhung s& ton nhiéu thoi gian. Dac biét trong trudng hop so luong
mau thi nghiém 16n (hang tram, hang nghin mau), viéc tinh toan s€ rit kh6 khan
va khoé tranh khoi sai sot. Ngoai ra, ching ta s€ phai gap mot s6 bai toan ngoai
noi dung phan I. D6 chinh 1a viéc tinh toan, xay dung cdc biéu d6 thi nghiém
trong phong (thi nghiém cat, nén mot truc, thanh phan hat, nén c6 két, cit ba
truc,...), biéu d6 thi nghiém hién trudong (xuyén tinh, nén tinh nén, nén tinh coc,
thi nghiém nén ngang, cét cdnh,...), bang téng hop chi tiéu co ly dét da, chuong
trinh tinh todn nén mong, xay dung mat bang vi tri cic cong trinh tham do, hinh
tru ho khoan (dao), mat cat DCCT, ban d6 dia chat, ban d6 DCCT,...

V6i su phat trién manh mé clia cong nghé thong tin, nhitng bai toan trén ¢
thé duoc giai quyét mot cdch nhanh chéng, chinh x4c bang nhitng cong cu tng
dung. D6 1a cic phan mém tng dung Excel va AutoCad.

Phian mém Excel c¢6 bang tinh linh hoat cling vé6i bi€u d6 sin c6 gidp chuing
ta giai quyét nhi€u bai toan vé thi nghiém trong phong, ngoai trdi, tinh todn nén
mong,... Excel con xay dung san cac dang tuong quan cung véi phuong trinh
tuong quan, phuc vu cho cong viéc xay dung moi tuong quan gitra cac dai luong.
Cac ham thdng ké san c6 trong Excel gitdp ching ta xac dinh cac dac trung thong

ké cua dat da.
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Tuy nhién, néu chi sit dung don thuan cic cong thitc trong Excel thi nhiéu
bai todn khong thé giai quyét mot cdch hoan chinh duogc. D€ ¢ thé giai quyét
dugc cac bai toan trén mot cach hoan toan tu dong, ching ta phai sit dung ngdn
ngtt 1ap trinh tng dung Visual Basic for Applications (VBA) trong Excel. VBA
gitip chiing ta lap cac ham tuy bién va thu tuc dé gidi quyét mot van dé nao dé.
Cac cong viéc dugc tinh toan hoan toan tu dong, nhanh chéng, két qua chinh xac
cao. Hién nay, sinh vién nhiing khod dai cuong duoc trang bi kién thiic vé Visual
Basic, d6 1a nén tang dé phét trién ngon ngit VBA. VBA 1 ngon ngit dé giao
ti€p, than thién v6i ngudi st dung. Khong chi riéng v6i nganh ky thuat, VBA cé
ting dung rat hiéu qua doi véi nganh kinh té, tai chinh, k& toan, xay dung,...

Phan mém AutoCad la phan mém chuyén vé€ linh vuc d6 hoa, gitp ching ta
xay dung cac ban vé& d6 hoa nhu mit bang vi tri cdc cong trinh tham do, hinh tru
ho khoan (dao), mat cat DCCT, ban d6 dia chét, ban d6 DCCT,... Phan mém nay
duge st dung rong rai trong linh vuc k¥ thuat, dac biét 1a trong xay dung va giao
thong. Trong AutoCad ciing cé ngdn ngit 1ap trinh ting dung VBA, rat thich hop
cho nhitng nguoi lam viéc thudng xuyén véi AutoCad.

Ngoai ra con ¢6 mot s6 phan mém tng dung khic cua nudc ngoai nhu
GeoSlope (Canada), phadn mém téng hop Plaxis (Ha Lan),... tng dung trong linh
vuc DCCT-DKT. Phan mém Plaxis dua vao 1y thuyét can bang gidi han thuan
tuy, giai quyét bai todn bing phuong phdp phan ti hitu han - mo hinh chuyén vi.
Ph4an mém tinh to4n 6n dinh mai doc, tudng chin gia cudng neo thép, lu6i vai
dia ky thuat, lu6i cot thép,... Phan mém GeoSlope duoc nhiéu nudc trén thé giGi

danh gi4 12 bo chuong trinh manh nhat, duoc dung phé bién nhat hién nay.

Do thoi gian ¢6 han nén toi chi trinh bay vé phan mém Excel, phdn mém

AutoCad va ngon ngit 1ap trinh VBA trong Excel 2003.
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CHUONG 1: PHAN MEM EXCEL

§ 1: Mo dau

Phin mém Excel chli yéu ding dé tinh todn, xay dung cdc bi€u do thi
nghiém dat da trong phong, hién truong,... Pay la chuong trinh cé bang tinh
manh nhat hién nay, cho phép thuc hién nhiéu cong viéc khiac nhau. Muc dich
clia bai giang la trang bi cho sinh vién nhiing kién thiic co ban vé phan mém
Excel, gitip sinh vién c6 thé st dung ngay khi viét d6 4n mon hoc, d6 4n tot

nghiép va tham gia san xuat sau nay. Chuong trinh hoc la Excel 2000 hoac 2003.

Hinh 1.1: Biéu tuong Excel

1. KHOI PONG EXCEL

Nhéy kép vao biéu tuong Excel trén man hinh (hinh 1.1), clta s6 phdn mém

Excel s€ hién ra (hinh v€ 1.2).

X Microsoft Excel - Book1 ’MM

EEI\E Edit Yiew Insert Format Tools Data Window Help == %]

el &Ry sBRC o- Q& = £ 2% S P o -
ST -w - B IUSEE=EEH$ %, WNE e A
\ a4 A =] B8 men §CCT Standard

s < > 2 & B \_ ' 1| Toolbar [=
2
i [E mon sacT Formular bar Formatting Toolbar

Column heading

10 Active cell

Worksheet

17 Row heading

2

;i JI Sheet name

e

1| 4[> W]\ sheef1 / sheetz / cheets / [4]

Read! LR

Hinh 1.2: Cua sé Excel
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2. CUA SO UNG DUNG CUA EXCEL

Cira s6 tng dung ctia Excel bao gom cac thanh phan sau :
a. Thanh tiéu dé (Title bar)
Biéu tuong Excel va tén file (Book1.xIs).
b. Thuc don lénh (Menu bar)
Bao gom cdc menu lénh, trong moéi menu ¢6 nhiéu cac menu con (hinh 1.3).

ﬂEile Edit Wiew Insert Format Tools Data Window Help
Hinh 1.3: Thanh Menu

c. Cdc thanh cong cu (Toolbars)

Toolbar 1a céc thanh cong cu, trén moi thanh nay cé nhi€u nit 1énh, giip ban
thuc hién nhanh cac chitc nang Iénh thay vi thuc hién bang 1énh don.

Excel ngdm dinh hién thi sdn hai thanh cong cu Standard va Formatting vi
chiing thuong dugc stt dung t6i (hinh 1.2, 1.4, 1.5). Trong qua trinh tinh todn va
xtr 1y, néu ban muon dung cdc thanh nao thi cho hién thi chiing lén, néu khong
thi gidu di dé giai phong khong gian trén man hinh.

DEed &RV {FBR T o- B® = A 203 Dy w0 )
Hinh 1.4: Thanh cong cu chudn (Standard Toolbar)

ndrial 0 B T U EEEBE B %, WY EE

il
@
b

Hinh 1.5: Thanh dinh dang (Formatting Toolbar)

d. Thanh coéng thirc (Formular bar)
Trén thanh cong thic ¢6 2 phan: phan bén trai hién thi dia chi 6 hién hanh
hodc tén kh6i (Name box); phan bén phai hién thi noi dung cta 0, gitp cho viéc

xem dif liéu nhap trong 0, nhat 1a xem lai cong thitc va cho phép di¢u chinh.
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e. Ctta s6 Workbook

La clra s6 1am viéc chinh. Trong 1 workbook c6 t6i da 255 Sheet, mdi sheet
dugc xem nhu 14 mot bang tinh dung dé chia dit liéu, biéu do, hinh anh,...

Maic nhién trong workbook c¢6 sin 3 sheet, ban ¢ thé thay ddi so sheet c6
sdn mac dinh nay khi tao workbook mdi bang cach chon : Menu\ Tools\ Options\
Tab General, khai bao s6 sheet trong Sheets in new workbook. Ngoai ra, trong
General ban c6 thé quy dinh font chit, kich c& chit (Size) mic dinh cho clra s6
workbook.

Worksheet 12 tu liéu so cap dé luu trit va lam viéc. Mot worksheet gom nhiéu
0 duoc thiét 1ap bai cac cot va cac hang, d6 la thanh phan ctia worksheet va dugc
goi 1a bang tinh. Céc cot cuia bang tinh duoc tinh bang chit, tir A, B, C,... dén IV.
Cac hang cua bang tinh dugc tinh tir 1 dén 16384.

Giao giira cot va hang goi 1a 0 (cell), mbi mot 6 ¢6 mot dia chi riéng biét
thong qua <dia chi cét> va <dia chi hang>. Vi du: Al, B4, ABI6.

Tén cua cdc sheet hién hanh & trén thanh tab, nim phia dudi clra s6
workbook. D€ di chuyén giita cdc sheet ta bam Ién tén clia sheet d6 hodc ding t6
hgp phim Ctrl+ PageDown, Ctrl+ PageUp. Tén cua sheet hién hanh s& duogc sang
va dam hon.

Goc phai va phia duéi 1a thanh di chuyén vi trf trong bang tinh.

3. QUAN LY WORKBOOK

a. Luu workbook

Khi ban luu workbook 1an dau tién, ban phai dat tén file va dia chi ban muén
luu. R6i sau d6 méi 1an ban luu workbook, Excel s& cap nhat vé6i nhitng thay déi
sau cung nhat.

» Luu workbook moi chua co tén:

- Chon Menu\ File\ Save hoac an nit Save EI trén thanh Standard, ctra s6
Save as hién ra (hinh 1.6).
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Chon 6 dia va thu muc (folder) trong hop Save in. Ban c6 thé tao folder
mdi dé luu workbook bang cach bam Create New folder réi go tén folder
md&i, OK. Trong hop File name, g6 tén workbook. Excel tu dong chen
duoi cho file 1a XLS.

, 2lx]
Save in: |E| Baigiang ﬂ = | @ > ﬂ? ~ Tools
Hinhree
Bieudo
M1
File name: Im j EH save I
Save as bype: IMicrosoFt Excel workboaok j Cancel |

Hinh 1.6: Cua s luu workbook chua cé tén.

» Tao mot ban sao cho workbook (luu workbook voi mot tén mai):

M6 workbook mudn tao ban sao cho né hay tén moi.
Chon Menu\ File\ Save As. Trong hop File name, go tén workbook méi
va duong dan.

Bam nat Save.

»  Luu workbook tu dong:

Chon Menu\ Tools\ AutoSave.
Danh dau chon Automatic Save Every, nhap khoang thoi gian dé Excel tu
dong luu (duge tinh bang phiit).

Chon cac lya chon khac néu ban muon.

Ghi _chii : Néu 1énh AutoSave khong c6 trén thuc don Tools, ban phai cai dat

chitc nang nay bang cach chon Menu\ Tools\ Add-Ins, ddnh d&u chon AutoSave

trong danh sach Add-Ins available.
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b. Tao workbook moi

- Chon Menu\ File\ New hoac an nit New E trén thanh Standard, cilra s6

New hién ra.

- Chon General, chon biéu tugng workbook.

c. Mo file workbook cé6 san trong dia

- Chon Menu\ File\ Open hoac 4n niit Open |E?'| trén thanh Standard, ctra s6

Look in hién ra.

- Chon 6 dia, folder chia file cdn md&, chon file cAn m& roi bAm Open.
d. Péng cita sé workbook dang lam viéc

- Chon Menu\ File\ Close hodc Ctrl+ F4, cira s6 Microsoft Excel hién ra
(hinh 1.7).

- Chon Yes dé luu file, No dé khong luu file, Cancel dé trG vé.

Microsoft Excel

! E Do wou wank to save the changes vou made to ‘Tao menu.xls?

[ Yes ] [ [l ] [ Cancel I

Hinh 1.7: Hop thoai khi thodt ra khoi Excel
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§ 2: Nhdp va hiéu chinh dit liéu

Khi tién hanh nhap, diéu chinh dit liéu hay trinh bay, xtt 1y bang tinh, thong
thuong phai xac dinh 6 hay khoi 6 (ving) ma ban muon tac dong 1én né trudc.
Chinh vi vdy ma can biét cach chon 6 nhu thé nao cho nhanh va ding, muc dau

tién sau day sé dé cap dén véan dé do.

1. CHON O

a. Chon 6 don
- Cach 1 : Bdm chudt trén 6 can chon.
- Cach 2 : Dung cdc phim di chuyén di chuyén dén 6 can chon.
b. Chon khéi 6 pham vi lién ké nhau
- Cach 1 : giit chuot trén 6 & 1 goc ctia khoi 6 can chon (con tro chudt ¢6 dang
9P tai 6 B2) kéo dén 6 & gdc doi dién ctia khoi 6 (D4) va nha chuot (hinh 2.1).
- Cach 2 : Chon 1 6 & gbc, giit Shift va bdm trén 6 & goc doi dién hoac go
céc phim di chuyén t6i.

A [ B [ ¢ [ D | Hinh 2.1: Chon khéi 6 lién

-E ké nhau bang cdch giit va kéo
& chuot

¢. Chon khoi 6 khong lién nhau

[L NP - ST C Y

Chon 6 hay khoi 6 tht nhat, gitt phim Ctrl va chon 6 hay khoi 6 khac.
d. Chon toan bo cac 6 trén hang hodc cot

- Chon hang : bam trén tén tiéu dé hang (Row heading).

- Chon cot : bam trén tén tiéu dé cot (Column heading).
e. Chon toan bé cdc 0 trén sheet

Bam trén 6 giao giita 2 thanh tiéu dé cot va hang (hinh 2.1), hoac Ctrl+A.
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2. CHON CAC SHEET TRONG WORKBOOK

Chon Cdch thuc hién

Mot sheet Bam trén tén cta tab sheet

Hai hay nhiéu Bam trén tén cua tab sheet thit nhat, gitt phim Shift va bAm
sheet ké nhau trén tén cua tab sheet thi hai.

Céc sheet khong | Bam trén tén cua tab sheet thit nhat, gitt phim Ctrl va bAm
ké nhau trén tén cua tab sheet khéc.

Tat ca cac sheet | BAm nit phai chuot trén tén cia mot tab sheet, chon Select
trong workbook | All Sheets trén thuc don tat.

3. CAC KIEU DU LIEU TRONG EXCEL

Dit liéu nhap c6 thé 1a nhan hay chubi ky tu (Label/ String), s6 (Value) hoac

cong thuac (Formula).
a. Nhén, chuoi ky tu (Label/ String)

Chubi 1a t6 hop cha s6, khoang trong, chit va cdc ky tu khong phai 1a so.
Chubi tu dong dugc canh 1€ trdi trong 6. Khi chudi nhap dai hon do rong cot thi
no tran qua 6 bén phai né€u 6 bén phai khong c6 dit liéu. Néu 6 bén phai cé dit
liéu thi chi c6 mot phin chudi vira ding do rong cta cot duoc hién thi. Nhu vay,
dé thay toan bo dit liéu trong 0, ban can phai diéu chinh lai do rong cot bing
cach giit va kéo chuot trén bién bén phai cua tiéu dé cot sang phai, hoac bam diip
dé tv dong diéu chinh do rong cot dua vao chudi dai nhat chita trong céc 0 trén
cot (hinh 2.2).

b. S6 (Number)

So 1a t6 hop cla s6, khong duge c6 khoang tréng, chit va cac ky tu khong
phai 1a s6, trir ky tu "." (quy dinh & Viét Nam 1a ","). Vi tri s6 mac nhién nam
bén phai 6 va c6 dang s6 tu nhién (General number). Khi s6 nhap qua 16n hoac

qua nho thi s6 cé dang s6 mil (scientific).
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D3 M =| O bén phai khong cwidth: 18.00 (1

Al B | ¢ b «#H) E |
Piéu chinh

q—o bén phai khang co dif ligu
12310 bén phai cd dit ligu

Bd man BCCT.
Khoa Bia

|#mmé

Hinh 2.2: Diéu chinh do rong cua cot

c. Cong thirc (Formular)

Trong Excel, ban c6 thé tu lap cong thiic hodc sir dung cac ham da dugc lap

san. Cac ham dugc 1ap sdn dé xur 1y so liéu, chudi, tinh todn trong tai chinh, k&

todn,... Cac ham nay s€ dugc hoc trong tiét 4.

» Cu phdp cua cong thiic

Pé phan biét vé6i cdc dit liéu khéc, cong thic duge bat du tir ky tu
theo 12 cdc toan hang va todn tir. Todn hang c6 thé 1a céc gia tri khong thay d6i

duoc (gid tri hang s6), dia chi 6 hay pham vi khéi 0, chudi ky tu, tén khoi hodc

ham.

» Cdc todn tu tinh todn trong céng thiic

- Toan tlr s6 hoc:

n_n
-

tiép

A

Toan tu Tén Vi du Két qua
Cong =242 4
- Trir/ am =4-2 2
* Nhan =4%7 8
/ Chia =12/4 3
A Lu§ thita =4n2 16
% DA4u phan tram =7*2% 0.14
0 Ngodc =3-(8/2) 1
- Toan tlr so sanh(so sanh hai gia tri va két qua 1a True hoac False):
Toan tu Tén Vi du Két qua
= Bing =7=9 False
Lé6n hon =7>9 False
< Nhoé hon =7<9 True
>= L6n hon hodc bang =7>=9 False
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<= Nhé hon hoac bang =7<=9 True

<> Khac =7<>9 True

- Toan tir noi chudi:

Toan tur Tén Vi du Két qua

& N6i hai chudi ="Hoa"&"hong" Hoahong

- Toan ti tham chiéu:

Toan tu Tén Vi du

Toén tlr tham chiéu pham vi ndm gitta 2 0, két
qua la mot tham chi€u dén tit ca cac 6 gitra 2 —Sum(B5:C8)
dia chi o. '

, Toén tir két hop, né lién két nhiéu tham chi€u | =Sum(C3,D5:E7)
thanh mot tham chiéu.

» Sao chép cong thiic tir 6 nay sang 0 khdc ké vdi né trén cung hang hay cot

Khi can sao chép cong thic, ta di chudt xuéng goéc phai dudi cung cta 0
cong thiic goc, khi d6 con trd chuyén thanh ky hiéu +*, giit phim phai chuot va
kéo (theo phuong diing hodc phuong ngang) dé€n cac 6 can sao chép cong thic.
Dit liéu sé tu dong dién theo phuong clia qua trinh sao chép.
» Tham chiéu 6

Cong thic ¢6 thé c6 tham chi€u dén 6. Néu ban muon 6 chita ¢6 lién quan
dén gia tri cua mot 6 khac, thi ban 1ap cong thic véi toan tir tham chi€u dén 6 do.
O chita cong thic 1a 6 1& thudc vi gia tri trong 6 dé 1é thudc vao gia tri cua 6
khac. Khi dit liéu ciia 6 ma cong thitc tham chi€u dén thay doi, thi gid tri trong 6
chita cong thic ciing thay déi theo.
»  Su khdc nhau giita dia chi tuong doi va tuyét doi

Khi ban tao cong thic, dia chi ctia 6 hay khai 6 thuong dugc can ¢ vao vi tri
tuong do6i doi véi 6 chita cong thitc d6. Dia chi cua 6 duoc xac dinh theo vi tri cot
va hang. Vi du: AC2, E10,...

Dia chi Tén goi Y nghia

=A2 | Diachi tuong d6i | C4c dia chi cot va hang s& duoc thay doi khi 6
chita cong thitc duge sao chép dén vi tri khac
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=$A%$2 | Dia chi tuyét doi | Cac dia chi cot va hang s€ dugc gilt nguyén khi
0 chita cong thiic dugc sao chép dén vi tri khac

4.NHAP VA SUA DU LIEU

a. Nhdp du liéu

Khi nhap dit liéu vao 6 trén sheet, thuc hién cac budc sau :
» Chon 6 can nhap dit liéu.
> G0 dit liéu can nhap vao 0 (dit liéu c6 thé 1a s6, chubdi hodc cong thiic).
> Keét thic nhap bang cdch go phim Enter hodc gd phim tab, khi d6 0 sdng
di chuyén xu6ng phia dudi 1 6. Néu sau khi nhap dit liéu (chua gd Enter),
muon bo dit liéu dang nhap thi go phim Escape.
Ghi chu: Sau khi két thic nhap, néu ban muon xéa dit liéu trong 6 thi chon
lai 6 va an phim Delete hay Spacebar + Enter.
b. Suia dir liéu
Sau khi nhap dit liéu, ban c6 thé stra lai dit liéu trong 6 béing cach sau :
> C4ch 1: Bam dip lén 6 can sira, di chuyén diém chen| dén vi trf can sira.
» Cédch 2: Go phim F2, diém chén | ndm sau dit liéu trong 6.
» Cich 3: Bdm lén thanh cong thic (Formular bar) tai vi tri can diéu chinh.
Sau d6 thuc hién cac thay déi hodc diéu chinh noi dung dit liéu mot céc binh
thuong. Cudi cling gd phim Enter dé hoan tat viéc sira d6i hoiac Escape dé huy
bo.
5.XULY DU LIEU

a. Xoa dit liéu trong o

Chon mot hoac nhiéu 6 ¢6 dit liéu can xod. Néu ban chi xod phan dit liéu cua
0 thi &n phim Delete. Néu ban muon xoa cac ndi dung khac thi chon Menu\ Edit\
Clear, c6 4 truong hop chon nhu sau:

» All: xoa toan bo dit liéu, dinh dang, chu thich.
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» Formats: chi xoa phan dinh dang cua 0.

» Contents: chi xoa phan dit liéu trong 6 (nhu phim Delete).

» Comments: Chi xoa phan chd thich trong 6.

b. Huy bo 1oi, hanh dong vira thuc hién

Bim niit Undo | trén thanh Standard Toolbar dé huy bd hanh vi vira thuc

hién. Néu ban khong muén bo hanh vi d6 thi bam nit Redo I,

¢. Ldp lai hanh dong cudi cang

Néu ban muon lap lai mot hanh dong cudi cung (vira thuc hién xong) thi

chon Menu\ Edif\ Repeat hoac 4n phim F4.

d. Di chuyén va sao chép dit liéu trong 6

>
>

>

Buoe 1: Chon cdc 0 chita dit liéu c4n di chuyén hoic sao chép.

Buoc 2: Bam nit Cut il (Menu\ Edif\Cut hoac Ctrl+X) néu ban muon di
chuyén. Bam niit Copy (Menu\ Edit\Copy hoac Ctrl+C) néu ban
muon sao chép.

Budc 3: Xéac dinh vi tri 6 can di chuyén hoidc sao chép dén, chi can xic
dinh 6 dau tién vi tri can ddn (c6 thé ndm trén sheet, workbook khdc hoic
cung sheet).

Buoc 4: Bam nut Paste EI (Menu\ Edit\Paste hoac Ctrl+V) dé dan.

. A % 2, A A A A A N A A z
e. Di chuyén hodc sao chép mot phan néi dung ciia moét 6 vao mot 6 khdc

>

Buéce 1: Bam dip trén 6 chida dit liéu (hodc 4n phim F2) cin di chuyén
hodc sao chép.

Bude 2: Chon cdc ky tu can di chuyén hoic sao chép bang cdch boi den.
Buoc 3: Bam nit Cut il (Menu\ Edif\Cut hoac Ctrl+X) néu ban muon di
chuyén. Bam niit Copy (Menu\ Edit\Copy hoac Ctrl+C) néu ban
muon sao chép.

Butde 4: Bam dip vao vi tri 6 can di chuyén hoac sao chép dén.
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» Buoc 5: Bam nut Paste EI (Menu\ Edit\Paste hoic Ctrl+V) dé d4n. Sau
d6 go phim Enter.

f. Dién dit liéu tu dong vao cdc 6 lién ké nhau

Béang cach gitt va kéo Fill handle clia 0, ban c6 thé sao chép dit liéu cha né
dén cic 6 khéc trén cing hang hodc cot. Fill handle 1a hinh vuong den nho nam
& gbc phai cha 6 hay khoi 6 dang chon. Khi con chuot diém trén dau Fill handle
ndy, con tro chuot bién doi thanh dau cong nho +.

Néu 0 chita cdc chu ky s6, ngay hodc thoi gian ma Excel c6 thé m& rong
trong mot ddy, thi cdc gia tri ting din thay vi sao chép. Ngoai ra, ban c6 thé tao
mot day tu dong dién khac cua riéng ban nhu 1a danh sich tén cic ban ciing
16p,... Mudn tao danh sach khai bao thi chon Menu\ Tools\Options\Custom Lists,
sau d6 1ap danh sach trong phan New List (hinh 2.3).

2l x|
Wigw Calculation | Edit | @eneral I
Transition Custarn Lists Chatt | Calar
Custom lists: List entries:
Sun - Add |
aum, Man, Tue e Ian
= Tue
Jan, Feh, Mar, Apr, May, Sed &I
January, February, March Thu N . 2 g
a8, b, ct, dd Fi Hinh 2.3: Danh sdch dé
Sat
dién dit liéu tw dong.
Impart list Fram cells: |$E$4:$E$? :“J Impart |
oK I Cancel |

Hinh 2.4 1a mot vi du vé dién dit liéu tu dong vé ngay trong tudn. Néu ban

muodn dién nhanh mot day s6 tu nhién thi khi kéo Fill handle, can phai gitt thém

phim Ctrl (con chudt c6 dang +*).
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A [ B [ ¢ A C

1 STT | Mgy 1| sTT

2 1 Sun . 2 1
3| 2 . 3| 2
4 3 i 4] 3
5 4 | - S| 4
6| 5 ! 6] 5
7| B I Z] b
D v 8| 7
9 Sat | =N
A0 0]

Hinh 2.4: Dién dit liéu tw dong.
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§ 3: Pinh dang bdng tinh

Trong Excel, viéc dinh dang bang tinh c6 y nghia quan trong. Viéc dinh dang
bang tinh ciing nhu thiét k€ giao dién, cang dep thi cang hip dan ngudi st dung,
ngudi doc. Diéu d6 thé hién thong qua viéc bo tri cac muc, phong chit (font), can

1€, to duong vién, mau sac chit, mau nén,... Sau day ta di vao timg phan.
1. PINH DANG DU LIEU VA O

Trén man hinh c¢6 thanh dinh dang thé hién trang thdi hay kiéu dinh dang ctia
0 hay khoi 6 (hinh 3.1). Khi muén thay d6i thi chon dit liéu va 6 (khoi 0) can
dinh dang, vao Menu\Format\Cells hoic Ctrl+1, clta s6 Format Cells hién ra
(hinh 3.2). Noi dung dinh dang goém cé Font, Alignment, Border, Patterns,
Number, Protection. Khi d6i tuong lua chon dit liéu trong 6 thi clta s6 Format
Cells chi c6 noi dung Font. Trang thai chit thé hién trong Preview.
il 10 - BIUSE=E 8%, W8 EE DA

Hinh 3.1: Thanh dinh dang (Format Toolbar)
a. Thay doi dinh dang chii trong 6 (tab Font- hinh 3.2)

> Font chit, kiéu Font (Font Style): chon kiéu font chit trong List Box & dudi.

Trong hop Font Style c6 céc dang lua chon sau:

Regular : chit binh thuong (khong bi nghiéng, khong bi dam,...).

Italic hodc nhap nit £ : chit bi nghiéng.

Bold hoac nhap Illflt‘ B . chit dam.

Bold Italic: chit dam va nghiéng.
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21

| Border I Patterns | Protection |

Murmber | Aligriment

Eont: Font skyle: Sizes
[¥narial [Bold Teaiic [tz
e ﬂ Regular =] e =]
T .nérabia Ttalic m
,\nirabiaH Eold 11
- w b
Undetline: Color:
[iore =] [ —] ol for
ffects——————— rEview
[ sStrikethrough
™ Superscript | AaBbCeYyZz
[ Subscript
This is a TrueType font, The same Font will be used on both your printer
and your screen,

o I Cancel

Hinh 3.2: Hop thoai dinh dang o.

Néu ban chon 6 hay khdi 6 thi toan bo noi dung déu cling kiéu font chit lua
chon, con néu chon mot doan dit liéu (biang cach boi den) thi chi thay doi trong
pham vi chon. Tuong tu véi cac dang dinh dang khac. Luu y chit tiéng Viét véi
kiéu g6 TCVN thi c6 ky hiéu ".Va...", con chit in thi duoi c6 thém chit H. Vi du:
"VnTime", ".VnTimeH". Ban c6 thé sit dung kiéu go Unicode véi céc font chit
con lai.

» Kich cé chit (Font Size): chon kich c& chit trong Size hoac chon " 7.

» Mau sdc chit (Color): chon mau sic chit trong Color hoic chon A Mac
dinh mau Automatic.

» Gach chdn dudi chit (Underline): chon kiéu gach chan dué6i chit & du6i

Underline hoac chon ¥ . C6 gach don, gach kép, gach 10i,... Mac dinh None.

> Vitri chit trén dong (Effects): chon ki€u vi tri chit trén dong, c6 céc kiéu sau:
- Strikethrough  : Chit bi gach 6 giita, vi du nhu—1669.
- Superscript : Chit & trén cao, vi du nhu 10°.

- Subscript  : Chit & dudi thap, vi du nhu 10;.
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b. Thay déi vi tri chit trong mét 6 hodc nhiéu o6 (tab Alignment- hinh 3.3)
> Vi tri chit theo phuong ngang (Horizontal): Ban c6 thé chon vi tri chit & theo

phuong ngang doi v6i 6 nhu sau:

- Left hodc chon ‘ : can trai chit trong 0.

- Center hoac chon : can gitra chit trong 0.

- Right hoac chon : can phai chit trong 0.
Mic dinh canh 1€ General, titc 1a khi dit liéu & dang chudi thi tu canh 1€ bén

trai, khi dit liéu & dang s6 thi tu canh 1€ bén phai.

Mumber l Font l Border l Patterns ] Protection]
Text alignmen Crientation
Horizonkal: -
|Genera| j |D jl L
T .
Wertical: o Text —e
x 0
|Bott0m j t .
.
.
Text control 0 3: Degrees
[ Wrap text
[ shrink ta fit
[ Meroe cells
a4 | Cancel |

Hinh 3.3: Hop thoai dinh dang Alignment

> Vi tri chit theo phuong ditng (Vertical): Ban cé thé chon vi tri chit theo
phuong ding doi vé6i 6 nhu sau:

- Top : Vi tri & trén trong 0.

- Center :vitri & giita trong 0.

- Bottom : vi tri & dudi trong 0.
» Dong chit quay trong 6 (Orientation): Ban c6 thé chon dong quay theo ¥
muon bang cach chon géc quay.
> Kiéu chit phdn bé trong 6: Binh thuodng dit liéu trong 1 6 tu tran sang cic 0

khéc khi n6 c6 do dai 16n hoic 6 ¢ chiéu rong hep. Dé khic phuc nhuoc diém
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nay, tuy yéu cau cua nguoi st dung ma Excel da dua ra nhiéu dang xur 1y khac
nhau, cu thé nhu dudi day:

- Wrape Text: Cho toan bo dit liéu thé hién trong 1 6 hién hanh, céc chit
tu ngat va dugc don theo hang ngang (hinh 3.4a). Muén xem dugc hét
thi phai kéo rong chiéu cao hang ra.

- Shrink to fit: Néu dit liéu trong 6 nim gon trong 6 thi khong tdc dung,
nhung khi dai hon 6 thi s& tu dong co nho lai dé hién thi toan bo dit liéu
cho vira 6 (hinh 3.4b).

- Merge Cells: Ghép cac 6 duoc chon thanh 1 6, dit liéu s& thé hién trén
toan bo 6 ghép do (hinh 3.4c¢).

Chii y : Khi ghép cdc 6 déu c6 dit liéu thi dit liéu ctia 6 dau s€ de lén dit liu
0 sau.
Vi du: 6 A2 chia dir liéu "Tin hoc tng dung", noi dung thé hién s& khac

nhau theo muc dich khéac nhau.

Fontl A2 j AZ j AZ j = |
A | A A | B |
1 1 1
Tin hoc (ng
2 |dung 2 |Tin hoc Umg dung 2 |Tin hoc fhg dung
2 3 3
A 4 A

(a) (b) (c)

Hinh 3.4: Cdc kiéu chit phdn bo trong 6

c. Thay doi duong vién trong mot 6 hodc nhiéu 6 (tab Border- hinh 3.6)

Khi ban da thé hién dit liéu trén céc 0, chinh stra lai, cong viéc tiép theo la

can to cdc duong vién, khung cho chudn, cho dep (hinh 3.5).
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Al B ¢c | D] E |

1

5 STT CHi TIEU KY¥ HIEU

9 t  |Da dm tirnhién W

4 2 |KLTT turnhign P

5 3 |KLTT khe Yo

5 4 |Khdi ligng riéng Fil

7 &  |Hésd 16 mng e

! € [P0 18 ming n

Format Cells

Murnber | Aligriment I Fant | Patterns I Protection |

Presets

rLine

Border

[one

Qutlne  Inside

Style:

Texk

21

Hinh 3.5: To duong

vién (khung) cua 6

Hinh 3.6: Cita s6 t6

duong vién (khung) ctia 6

The selected border style can be applied by clicking the presets, preview
diagram or the buttons abowve,

Cancel

o |

Noi dung gom céc phan sau:

> Vi tri duong vién trong 6 (Border): Ban chon vi tri cdc duong vién (nit chim

xuong la cé tac dung).

> Kiéu duong vién (Style): Chon kiéu nét dudng vién nhu nét don, nét doi, nét

dat, nét dam,...

» Mau sdc duong vién (Color): Ban c6 thé tuy y lua chon mau sic trong hop

cuodn tha xudng.

d. Thay doi mau nén trong o (tab Patterns- hinh 3.7)

Ban c6 thé thay do6i mau nén clia cdc 6. Co hai su lua chon 12 mau sic cta

nén (Color) va ky hiéu nén (Pattern).
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HS khoan (K2
Ky higu |85
Bosau |2.2-24 {

Cong trinh |
NQurot Igp chiror

Format Cells

Cell shading

MNurnber I Alignment | Font I Border

2l

| Protection |

Color:

| Mo Calar |

EEEEENEN
EEENENEE
EEENEDEEE
EEOECOEND
EO0O0O0O0ED

ERCCNEOEO
ERCEENN

Pattern: I - I

oK I Cancel

» Thay doi mau nén (Color): Chon mau trén bang mau.

ample Hinh 37 Cljfa SOA? tOA

mau nén cua o

» Thay doi t6 nén (Patterns): Chon ky hiéu nén trén hop cudn tha xudng.

e. Dinh dang so (tab Number- hinh 3.8)

Theo quy dinh & Viét Nam, s6 thap phan c6 dau "," dé€ phan chia, nhung theo

tiéu chudn clia nuéc ngoai (do mdy tinh cai dat tu dong), dau c6 ky hiéu ".". Vi

du: 15,35 (TCVN) c6 nghia la 15.35.

Ban c6 thé thay di theo quy dinh & Viét Nam bang céch thay doi trong phan

Start\Settings\Control Panel\Regional Options\Numbers\Decimal symbol.

KY HIEU GIA TR
W 286
i 1.80
ye
Fis 268
e
n

Format Cells 21|
| Alignment | Fank | Border | Patterns I Proteckion |
Category: ample
Generd -] | 180 |
Humber
Currency Decimal places: |2 5‘
Accounting
Date
Time [™ Use 1000 Separator ()

Perce_ntage Meqgative numbers:

Fraction

Scientific i
Texk 1234.10

Special (1234.10)

Custom =l izzean |

Murnber is used for general display of numbers, Currency and Accounting
offer specialized Formatting For monetary value.

[o]4 I Cancel

Hinh 3.8: Cita s6 dinh dang s¢
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» Dit liéu dang s6 mdc dinh (General): Trong Excel, dit liéu trong 6 mac dinh
& dang General. Tuy dang dit licu vao ma Excel cé thé tu dong chuyén sang
Number, Time, Date.,...

> Dit liéu dang s¢' (Number): Dang ndy dugc ph6 bién dung trong tinh todn.
Ban c6 thé lua chon s6 chit s6 sau dau "." bang cdch vao gid tri Decimal places

(hinh 3.8). Ban c6 thé tang (hodc giam) s6 chif s6 sau dau "." bang cach lwa chon

% (hoac *%) trong thanh Formatting Toolbar.

> Dit liéu dang ngay (Date): Ban c6 thé chon thit tw ngay, thang, nam theo y
muon, duoc thé hién trong Type. Vi du: 10-12-1989 hoic 10-12, 12-1989.,...

> Dit liéu dang gio (Time): Ban chon kiéu quy dinh thoi gian, c6 nhiéu kiéu
duoc thé hién & Type. Ky hiéu AM Ia biéu thi thoi gian tir 0hO dén 12h0, PM 1a
bi€u thi thoi gian tir 12h0 dén 24h0.

» Dit liéu dang chudi (Text): Khi & dang chudi, dit liéu s& tu dong nam bén trai
0 (ké ca vao bang s0).

> Dit liéu tu lua chon (Custom): Khi ban muon lua chon kiéu dit liéu cho riéng
minh, ban chon Custom. Trong Custom, chudi ndm trong “ * duoc tu dong dién

vao dit liéu (hinh 3.9).

A | B | Format Cells e S

| Aligriment: I Fank I Border | Patterns F‘rotectionl

[o] 4 I Cancel

1
L 600000 Cakegory: ample
L General AI 800 O00;E) |
4 Murnber
T Currency Tvpe:
. g;ﬁ;unt'ng [#ew wan #ee"(m)
— Time [h]:mm:ss ;l
L Percentage U e RO (R
g Fraction A -2 I 1 T e
— Scientific TOpt @, 40,0000 _(F* (4, ##0.00);
8 800 000(d) | |rext TR, 0,000, [ (4, 20, 00);_(F
10 Special HAR AR RRER)
10 Gt RA i ars ree o)
11
12 _oeere |
13 Type the number Format code, using one of the existing codes as a starking
— poink.
14
15
16
7|

Hinh 3.9: Cita s6 dinh dang Custom
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f. Bdo mdt o6 (tab Protection- hinh 3.10)

Khi ban muén bao mat cong thic hoic dé phong vao nhadm 6 thi ban chon

ché do bao mat 6. Lénh bao mat 6 chi c6 tac dung trong truong hgp khoa Sheet
hoac Workbook(hinh 3.10).

Trong 1énh bao mat 6 c¢6 hai lua chon nhu sau:

» Locked: Khod 6 (khong cho thay d6i noi dung 6) nhung vin nhin thay toan

bo nd1 dung 0.

» Hidden: Khéa 6 vao khong cho hién noi dung 6, dé phong vo tinh thay doi.

Khi chon nhitng 6 can bao mat xong, ban vao Tools\Protection\Protect Sheet

hoic Protect Workbook. Clta s6 Protect Sheet hoic Protect Workbook hién ra va

ban vao Password, ndi dung Password dugc ma hé