TRUONG PAI HOC BACH KHOA TAP BAI GIANG
KHOA XAY DUNG CAU-DPUONG Mon: Tin hoc UD- Phan duong 6 to

Tong so tiét : 30 tiét - Hinh thie thi : thi thue hanh tai phong may

PHAN 3 : UNG DUNG EXCEL TRONG TINH TOAN
THIET KE PUONG( 8 TIET)

1. Muc dich mon hoc :

e Gidi thiéu cho sinh vién nhiing kién thdc co ban, thao tic co ban vé phan mém
ting dung Excel ctia hang Microsoft — Mot phdn mém tng dung chuyén nghiép
vé bang tinh hién nay.

e Gi6i thiéu cho sinh vién mot s6 tng dung nang cao cta Excel dé tang tinh tu
dong, chuyén nghiép hoa bang tinh; giai quyét dugc cac cong viéc phic tap
trong tinh toan, xu ly so liéu.

2. Yéu cau dat duoc :

e Sinh vién phai nam dugc cac khai niém co ban vé Excel.

¢ Sinh vién phai thao tac tot khi st dung Excel.

e Sinh vién phai thong thao mot s6 ham ¢6 sin thong dung trong Excel dé thiét
lap duoc cac bang tinh tu dong theo dinh hudng cua nguoi su dung.

e Hoc vién phéi sit dung thanh thao chifc ning v& biéu do, dé thi trong Excel tir
budc thi€t lap biéu do, hiéu chinh biéu do, xac dinh tuong quan giita cdc dai
luong ve.

e Sinh vién phai stt dung thanh thao chic nang tim 10i giai t6i wu baing SOLVER
dé c6 thé giai quyét dugc céc bai todn phai tim 10i giai theo phuong phép diing
dan.

[ ]

3. Cac yéu cau khac :

e V¢ phan mém Excel : Excel 2000 — du chiic nang d6 thi, Add — Ins & Solver.

e V¢ kién thitc cua sinh vién : thanh thao vé soan thao & c6 khdi niém vé ngon
ngtt 1ap trinh.

e Sinh vién nén c¢6 may tinh dé doc hi€u & 1am truéc vi du, bai tap tai nha.

4. Phan phoi so tiét hoc :
10 tiét hoc duoc phan phéi thanh 02 budi 1y thuyét + thuc hanh tai phong may.
5. Phuong phap giang day, hoc tap :

- Bai giang & bai tap duoc phat trude, sinh vién phai nghién ctu truée bai giang &

phan bai tap & nha trude khi di hoc & thuc hanh.

- Doc bai giang theo trinh tu tir dau téi cudi; vira doc vira lam céc vi du & bai tap

theo cac chuong, muc tir dé t6i kho.

- Vi du, bai tap duoc thuc hién trong 1 s6 tinh; Ghi toan bo noi dung vao 01 dia

mém 1,44 MB hoic dia CD dé gido vién kiém tra khi di thuc hanh.

- Ghi chép cdc van dé chua rd can giai thich thém vao mat tring cuia tap bai giang

dé gido vien hudng din, giai thich thém trong qu4 trinh hoc & thuc hanh.

Bai giang EXCEL - GV Th.S Nguyén Bién Cuong - Trang 1 -



5.1.Phan ly thuyét :
Chuong 1 : Cac khai niém co ban ( 1 tiét LT + 1 tiét thuc hanh )

5.1.1. M¢& dau

5.1.2. Man hinh giao dién

5.1.3. Cac khai niém co ban

5.1.4. Cac thao tac co ban

5.1.5. Cong thtc trong 6 tinh

Chuong 2 : Sit dung cac ham c6 san trong Excel ( 1 tiét LT + 1 tiét thuc hanh )

5.1.6. Khai niém

5.1.7. Phan loai ham

5.1.8. Cau tric ham

5.1.9. Phuong phap khai thac ham

5.1.10.M6t s6 ham thong dung trong Excel & céc vi du, bai tap

Chuong 3 : Tim 10i giai bang Solver (1 tiét LT + 1 tiét thuc hanh )

5.1.11. Khdi niém vé bai todan ding dan

5.1.12. Mo hinh bai todn ding dan

5.1.13. Lap mo hinh bai toan ding dan trong Excel

5.1.14. Giai bai todn ding dan bang Solver

5.1.15.C4c vi du minh hoa, bai tap

Chuong 4 : Biéu do - do thi trong Excel (1 tiét LT + 1 tiét thuc hanh )

5.1.16. M6 dau

5.1.17. Trinh tu x4c lap biéu do

5.1.18. X4c lap chubi s6 liéu vé biéu do

5.1.19. Thiét lap biéu do

5.1.20.Hiéu chinh biéu do

5.1.21.X4c dinh tuong quan gitta c4c dai luong vé biéu do

5.1.22. Céc vi du, bai tap

5.2.Phan bai tap :

5.2.1. Bai tdp chuong 1 :

5.2.2. Bai tdp chuong 2 :

5.2.3. Bai tap chuong 3 :

5.2.4. Bai tap chuong 4 :

Bai tap cdc chuong da dugc 16ng ghép trong bai giang & cac chuong. Sau khi da
lam hét cac bai tap, sinh vién nén tu tim cach giai quyét cac cong viéc cua minh trong
qud trinh 1am cdc d6 4n mon hoc, d6 4n tot nghiép bang Excel dé hi€u can k& thém ly
thuyét da dugc trinh bay.
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CHUONG 1: CAC KHAI NIEM CO BAN

1. M6 dau

1.1. Khdi niém va lich si phdt trién ciia Excel :

Excel 12 mot ting dung trong bo OFFICE ctia haing MICROSOFT; Ung dung nay
chuyén nghiép vé xit Iy bang biéu, bang tinh . . .

Excel du nhap vao Viét Nam khoang nam 1993 véi phién ban dau tién 1a Excel
4.0. Do mot s6 han ché vé nén MICROSOFT nhanh chéng nang cép phan mém nay
len Excel 5.0. So v6i Excel 4.0, phién ban Excel 5.0 c6 diém khac biét ndi bat 1a
ngon ngit tao 14ap cac thu tuc ( Macro ) va ham ( Function ) cia nguoi dung dugc st
dung ngon ngit 1ap trinh Visual Basic, va noi dung duoc chira trong mot trang tinh
riéng biét ( Module).

Vao cac nam 1995, 1997, 2000, 2002 déu c6 cédc phién ban Excel méi ngay
cang duoc hoan thién, gin giii v6i ngudi st dung va phdt trién céc tng dung lam
viéc nhom, tao cac siéu lién két . . . Hién nay da c6 phién ban Excel 2003 trong bo
OFFICE tuong ting.

Trong gido trinh nay s& gidi thiéu co ban trén nén Excel 2000 thudc bo
OFFICE 2000.

1.2. Khd ndng cua Excel :

Excel dugc hiéu nom na nhu mot bang tinh dién tir ( vi giao dién chinh cta né

bao gdbm mot bang cé nhiéu hang & cot ). Excel c6 cdc kha nang sau day :

e Kha nang soan thao : c6 thé stt dung Excel nhu mot phadn mém soan thio vin
ban ( Vi du : nhu Word ), song né dic biét manh vé chiic nang bang biéu, d6
thi.

e Kha nang lap trinh : c6 thé st dung Excel nhu mot ngon ngit lap trinh dé giai
quy€t cac cong viéc, bai todn trong ly thuyét cling nhu trong thuc t&€ ( Vi du :
nhu Pascal, V.B.. ).

e Kha ning phan tich, st 1y, tong hop cac co s& dit lieu : Excel hd tro cdc cong cu
dé c6 thé st 1y cdc co s& dif liéu nhu Foxpro, Access . . .

e Ngoai ra Excel con ¢ mot s6 chiic nang diac biét nhu tao cic do thi, biéu do;
tim 101 giai theo ly thuyét t6i uu; tao cac bang biéu nhiéu chiéu . . .

Co6 thé noi hién nay Excel 12 mot ting dung khong ¢6 déi thu canh tranh ( trudc day

¢6 Quattro, lotus ).

1.3. Cdc wu, nhuoc diém cia Excel :

1.3.1. Uu diém :

- Rdt dé sit dung : giao dién cua Excel rat gan giii v6i nguoi dung, ngudi ding
c6 thé str dung Excel tuy theo trinh do, tuy theo mic do hiéu biét nhiéu hay
it vé Excel.

- Truc quan : cac cong thitc, cic ham do ngudi dung thiét 1ap trong 6 tinh lap
tiic € tra gid tri ngay sau khi duoc nhap; Vi vay ngudi dung dé dang kiém
soat két qua ngay trong qua trinh thi€t k& tinh toan.

- Dinh dang don gidn : s6 liéu dau vao, cic két qua tinh toan trung gian dugc
hién thi ngay trong trang tinh cho phép ngudi dung dé dang dinh dang, trang
tri trude khi két xuat, in an.

- Khd ndng lam viéc nhém : mot s6 tinh ctia Excel cho phép nhiéu ngudi ¢
thé thiét k&, kiém tra trong cing mot thoi diém.

1.3.2. Nhuoc diém :
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- Dé nhdm ldn : cdc cong thic, cic ham do ngudi dung thi€t 1ap trong 6
tinh khé kiém soat cau tric, rat dé bi xod, bi stta déi trong qué trinh
thiét k€&, st dung.

- Khé bdo mdt : céc trang tinh, s6 tinh khé che dau, bdo vé néu c6 nhu cau.

- Bi khong ché’kich thudc : do kich thudc trang tinh ¢6 giGi han nén khong
thé st 1y cdc co s& dit liéu c6 s6 cot hodc hang 16n hon kich thu6e trang
tinh.

14. Ung dung Excel trong thuc té :

Mic di ¢c6 mot s6 nhuge diém nhu vira néu, song cdc uu diém cuia Excel van 1a co
ban, né cho phép giai quyét duoc hau hét cac cong viéc, bai toan nho va vira trong thuc
t€ hoc tap, san xuét véi thoi gian thiét k€ rat ngan. Chinh vi vay, trong cong tdc tinh
toan, thiét k&€ cdac cong trinh cau-dudng hién nay, hau hét déu st dung Excel nhu mot
cong cu dé tinh todn, st 1y s6 liéu trong cac khau cong tdc nhu : tinh toan thiét k€; lap
khdi todn, du todn; lap hé so du thdu; kiém todn két cau trong thi cong; 1ap quyét toén;
lap cdc phi€u kiém dinh chat lugng vat liéu & céu kién . . .

2. Man hinh giao dién cua Excel :
Sau khi khoi dong Excel , man hinh giao dién thong thuong nhu 6 hinh 1 :

FA Microsoft Excel - Book1 HEE

J File Edit Yiew Insert Format Tools Data Window Help NS
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2.1. Dong tiéu dé ( Title bar ): chita biéu tuong,

tieu dé cua ting dung Microsoft Excel va tén s6 tinh
hién hanh dang lam viéc (Book1 ).

2.2. Menu ngang ( Menu bar): IJ File Edit Wjew Insert Format Tools Data Window Help

M6i menu duge thiét ké dé thuc hién mot nhém cong viéc ndo dé. Trong cdc menu
nay lai chita cdc menu 1énh ( menu item ). Mdi menu 1énh dugc chon thuc chat 1a viéc
goi mot thi tuc ¢6 sin trong Excel thuc hién. Cu thé :

- File : chtta cdc menu Iénh quan 1y tap tin, cai dat trang in, in an trang tinh . . .

- Edit : chita cic menu lénh hé tro qu4 trinh soan thdo, thiét k€ trang tinh, s6 tinh.

- View : chita cac menu Iénh quy dinh ché do nhin clia ctlta s6 soan thdo, quéan ly

céc d6i tuong clia clra s6 nhin.

- Insert : chita cic menu Iénh dé cheén cdc doi tuong vao trang tinh, sé tinh.

- Format : chita cic menu Iénh dé dinh dang cdc d6i trugng trong trang tinh, s6

tinh.

- Tools : chita cic menu 1énh 1a cac ing dung nang cao ctia Excel, hodac cho phép

thay déi lai cdc quy dinh c6 trudc ( cac mac dinh ) trong Excel.

- Data : chita cic menu lénh dé quéan 1y cdc CSDL, c4c bang nhiéu chiéu . . .

- Window : chita cdc menu lénh quan 1y viing soan thao, cac s6 tinh dang dugc

mo. ..

- Help : Chtta c4c 1énh tro gitp.

2.3. Cdc thanh cong cu ( Tools bar ): Excel thiét k&€ nhicu dai cong cu; Mbi dai
cong cu dugc thiét k&€ dé thuc hién mot nhém cong viéc nao d6. Trong dai cong cu lai
chita cac cdc nit 1énh. M6i nit 1énh duoc chon thuc chat 1a viéc goi mot tha tuc cé san
trong Excel thuc hién ( giong nhu viéc chon mot menu 1énh ). Viéc thiét k& cac nut
1énh cho phép nguoi st dung khong can nhé tén cac 1énh trén hé menu ma chi can nhé
biéu tuong clia niit 1énh. Diéu nay cho phép ngudi dung sir dung t6t céc 1énh khi khong
am hiéu nhiéu tiéng Anh. Cdc thanh cong cu thong thuong phdi cé bao gom :

- Thanh cong cu chuédn ( Standard ) : chifa cdc nit 1énh vé luu trit tap tin, hd trg

soan thao, in 4n . ..

D@E|§@."~Bf°|% E,@"ﬂvnv &z A %¢§L|ﬂ.@mn% - 3@,
- Thanh cong cu dinh dang ( Formatting ) : chita cdc nit lénh vé dinh dang ki€u
chit, cd chit, phong cach trinh bay van ban . . .

| arial - 10 - BIQ|§§E|§%,T&E;'?S

1

EiE L -D-A-

2.4. Thanh céng thitc( Formula bar ) : Excel dac biét khac Word 1a & chd trong
man hinh giao dién c6 bo tri mot thanh cong thic.
Thanh cong thic ¢6 3 phan :

Cong thic trong
0 tinh hién hanh

C1 | =| =A1+E

Dia chf cla 0 A | B C 8] | E |
tinh hién hanh 1 £ 2 7

Khung dinh vi xdc
dinh vi tr{ 6 tinh
hién hanh

- Phan bén trdi : chia dia chi cta 6 tinh hién hanh, hoac tén ving dia chi hién hanh
do nguoi dung da dinh nghia.
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- Phén ¢ giita : chita 1 dau bang cho phép ngudi diing nhap cong thiic hodc ham vao 6
tinh.

- Phan bén phdi : hién thi gi4 tri, cong thitc hodc hAim ngudi ding da nhap vao 6 tinh.
Khi thiét k€ trang tinh, s6 tinh bdo gid cling phai cho hién thi thanh cong thitc dé dé
dang theo doi c4c cong thiic, ham da nhap vao cic 6 tinh.

2.5. Dong trang thdi ( Status bar ) : bo tri & day

Ready

man hinh soan thao dé theo ddi qud trinh soan thao,
chinh stra dit liéu, hién thi c4c dong trg gitip khi soan thdo . . .

2.6. Tiéu dé hang, tiéu dé cot : ving soan thao cua Excel c6 rat nhiéu hang & cot,
vi vay dé x4c dinh dia chi cdc 6 tinh theo hang & cot Excel cau tao dong tiéu dé hang &
cot ddu tién cta vung soan thao, dong tiéu dé cot & hang du tién cua viing soan thao.

A | B ¢ | D~ E | F | G |

Tiéu dé cot

Tiéu dé hang Khung dinh vi

2.7. Puong 6 luéi : dung dé phan chia pham vi ciia cdc hang, cot tir d6 xac dinh
duoc cac dia chi cac hang, cot & 6 tinh hay ving 6 tinh.

2.8. Khung dinh vi ( KPV ) : 1a mot khung sim mau vién quanh 1 6 tinh, c6 thé di
chuyén bang cdc phim mii tén hoac trd chuot. Khi KPV ndm & 6 tinh nao thi é tinh
do duoc xem la 6 tinh hién hanh. Lic nay gia tri hodc cong thic trong 6 tinh s&€ duoc
hién thi & viing bén phai ctia thanh cong thic.

2.9. Tro chuot : trong Excel khi trd chudt nim trong viing soan thao s& 1a 1 dau
thap mau trang dung dé chon déi tuong, di chuyén; Ngoai viing soan thao trd chuot la
mot miii tén nhu trong Worrd dé chon d6i tugng hodc chon Iénh.

2.10. Go trang tinh ( Sheet tabs ) : [MT4» »I["Sheetl 7 sheetz 7 Sheets 7 |
l1a noi chtra céc tén trang tinh ( sheets ) vi *
trong 1 s6 tinh ctia Excel ¢6 nhiéu trang tinh.

2.11. Thanh truot ditng, thanh truot ngang : dung dé di chuyén ving nhin sang
phai, trai; hoac 1én trén, xuéng dudi vi trang tinh ctia Excel rat rong.

3. Cac khai niém co ban :

3.1. 86 tinh ( Workbook ) : Excel quan 1y cac File duéi dang céc s6 tinh. Mot s6
tinh c6 tén mic dinh 12 bookl1, book2 . . . Trong mot sé tinh ¢6 t6i da 255 trang tinh;
Mot s6 tinh mé6i dugc mé s& c6 mic dinh 3 trang tinh Sheet1, Sheet2, Sheet3.

3.2. Trang tinh ( Sheet ) : dugc ciu tao nhu mot bang tinh ¢é nhiéu hang, nhiéu
cOt. Mot trang tinh ¢6 65536 hang & 256 cot. Cac hang duoc danh so tr 1 dén 65536,
cac cot thong thuong duge danh so tr A, B. .. dén IU, IV.

3.3. 6 tinh ( Cell ) : day 1a don vi co ban trong Excel dung dé chita dit liéu.

- Mot trang tinh s& chita 65536x256 = 4 triéu 0 tinh;
- Mot s6 tinh s& chita 255x65536x256 =~ 1ti 0 tinh.
Dit liéu ngudi dung nhap vao 6 tinh c6 thé 1a :

Gjam?wmmnmma
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- Gid tri : s0, chudi . ..

- bia chi;

- Cong thic;

- Ham.

Excel sé st dung dit liéu trong cac 6 tinh thong qua dia chi cta 6 tinh do.

4. Cac thao tac co ban :

4.1. Muc tiéu chon, doi tuong chon :

Khi thao téc trong Excel, bao gid cling phai thuc hién nguyén tac : chon doi tugng
truGe khi xtr 1i d6i tuong d6 ( Select then Action ). C6 nhi€u cdch chon déi tuong, &
day s€ gi6i thiéu 2 cach co ban nhat : khi dung tré chudt & khi dung ban phim .

4.1.1. Chon 1 o tinh :
Di chuyén khung dinh vi dén 6 tinh d6 bing tré chuot hodc ban phim.
4.1.2. Chon I vung 6 lién tuc :

Dung tro chudt : chon 6 tinh & géc trén bén phai clia viing can chon, giit ndt trai
chuot khi di chuyén tro chuot dén 6 tinh & géc duéi bén trdi ctia ving.

Dung ban phim : di chuyén KDV dén géc trén bén phai clia viing can chon, giit
phim Shift khi di chuyén KDV dén 6 tinh & géc duéi bén tréi clia ving.

Vung 6 dugc chon s& chuyén sang mau A | B | C D
den, riéng 0 tinh hién hanh van s€ c6 mau
trang.

Vi du hinh bén vung 6 A1:C3 duogc chon
¢6 mau sam, 0 tinh Al 1a 6 tinh hién hanh
nén c6 mau sang

4.1.3. Chon vung 6 gidn doan :

O | P |G S |-

Duing tro chu¢t : chon vung 6 tinh A | B | ¢ | b | E

dau tién, de gitt phim Ctrl khi chon

cac vung 6 tinh tiép theo.

Diuing ban phim : chon vung 0 tinh

dau tién, nhan t6 hop phim Shift +

F8, chon vung 06 tinh ti€p theo . . .
Két qua chon nhiéu viing 0

xem hinh bén.

Luu y:Viéc chon nhiéu ving 6 tinh

truoc khi dinh dang sé cho phép

gidm bot so luong cdc thao tdac khi

thiét ké trang tinh, sé tinh.
4.1.4. Chon hang, nhiéu hang :
Dung tré chudt : chon s6 thit tu hang trong cot tieu dé hang; Néu muén chon nhiéu
hang gii niit trdi chuot khi di chuyén trd chudt dén cdc hang tiép theo.
Dung ban phim : chuyén KDV dén 1 6 tinh bt ky trong hang can chon, nhin t6 hop
phim Shift + SpaceBar dé chon hang. Néu mu6n chon nhiéu hang giit phim Shift khi
di chuyén tré chudt dén cac hang tiép theo.
4.1.5. Chon cot, nhiéu cot :
Diing tré chudt : chon s6 thit tu coOt trong hang tiéu dé cot; Néu muon chon nhiéu cot
gift nidt trai chuot khi di chuyén tro chuot dén céc cot tiép theo.
Dung ban phim : chuyén KDV dén 1 6 tinh bét ky trong cot can chon, nhan t6 hop
phim Ctrl + SpaceBar dé chon hang. Néu muén chon nhiéu hang giit phim Shift khi
di chuyén trod chudt dén cac cot ti€p theo.
4.1.6. Chon trang tinh, nhiéu trang tinh :
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Di chuyén tr6 chuot dén tén trang tinh, nhan nit trdi chuot chon tén trang tinh
trong Sheet Tabs ( xem muc 2.10 ); Muon chon nhiéu trang tinh dé gitt phim Ctrl khi
chon céc trang tinh k& tiép.

4.1.7. Chon cdc doi tuong khdc :

Di chuyén trd chuot dén doi tuong, nhin niit trdi chuot dé chon doi tuong.

4.2. Dichuyén trong trang tinh, giita cdc trang tinh, giita cdc so tinh :

4.2.1. Di chuyén trong trang tinh :

Dung céc phim miii tén hodc trd chuot dé di chuyén khung dinh vi .

4.2.2. Di chuyén giita cdc trang tinh :

Tai 1 thoi diém, Excel chi lam viéc véi 1 trang tinh, trang tinh nay duoc goi 1a
trang tinh hién hanh. Muon chuyén sang 1am viéc véi 1 trang tinh khdc dung trd chuot
chon tén trang tinh trong Sheet Tabs hodc nhan t6 hop phim Ctrl+Page Up ( dé téi
trang tinh truGc ) hodc Ctrl + Page Down ( dé t6i trang tinh sau ).

4.2.3. Di chuyén giita cdc so tinh :

Néu c¢6 nhiéu s6 tinh duoc m& dong thoi, tai 1 thoi diém, Excel ciing chi lam
viéc v6i 1 s6 tinh, s6 tinh ndy ciing duoc goi 1a s6 tinh hién hanh. Mu6n chuyén sang
lam viéc véi 1 s6 tinh khac chon Menu Window, chon tén trang tinh can chuyén t6i
trén Menu.

4.3. Ddt tén :

4.3.1. Bdt tén cho so tinh :

Chon Menu File — Save hodc nhéin t6 hgp phim Ctrl+S dé vao ché do dat
tén. Nhap tén s6 tinh vao muc File name r6i nhan OK hoiac ENTER.

4-3-(2j1 (flql ﬁzrflflo g(?rrrlflzittlnh— Tools Data ‘Window Help

Sheet- Rename hodc nhip dip cels... il || @ = A AL E |

vao tén trang tinh trén Sheet Bow | & oo, 0% |

Tabs dé vao ché do dat tén.
Rename I—'
Hide G

-

-

Calumn

Nhap tén trang tinh réi nhan

ENTER. AutaFormat. .. o
Tén trang tinh nén dat theo Coreans] Feri i, 5 . |
cach dat tén ctia DOS va phai Background...

¥ I

thé hién duoc y nghia cla
trang tinh. Nhu vi du bén,
trang tinh 1 & 2 duoc dat tén dé biét
ching chtra ndi dung bai tap 1_1 va

(144 [#[+ Bail_1 “Bail 2§ Sheet3 7 |

1_2.
Luu ¥ : khong nén ding ddu gach ngang ( - ) ma insert Fomat Took Data Window ek
nén diing ddu noi dwdi () khi ddt tén. Rows B0 - |@y
4.3.3. Bdt tén cho vung o tinh : i':';t'krznh;t ru | == = B
Mot viing 6 tinh lién tuc ¢6 thé duoc il chr..
dat thanh mot tén cho dé st dung hoac truy | D | E
cap dir héu Fe Function...
Cich dat tén : Chon ving 0, goi Define. .
Menu Insert-Name-Define; Nhap tén ving Ricture ,
0 vao muc Names in worbook & nhén niit ¥

Add trong hop thoai ( xem hinh trang sau ).
Luu y : ciing nén ddt tén cho ving o tinh theo
nguyén tdc ddt tén cua DOS dé tranh cdc phién phiic sau nay.
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Mot ten dat nhdm c6 the 2]

x04 bo. .
, , . Mames in workbook;
Cach xoa : goi Menu — o |
Insert-Name-Define; Chon -
tétn vung O trong muc Clase

Names in worbook & nhén
ntt Delete trong hop thoai.

Refers to:
|=shest11$ag1:4Cs5

4.4. Nhdp dit liéu vao o tinh :

Di chuyén dén 6 tinh cin nhap dit liéu, nhap dit liéu r6i xac nhan bang cich
nhan phim ENTER hoiac TAB. Nhan ENTER dé nhap dit liéu theo cot, nhan TAB dé
nhap dir liéu theo hang.

Khi dir liéu da dugc nhap, Excel s€ tu dong nhan dién dit liéu. Trong moi trudng
hop Excel s& dién dich dit liéu ra dudi dang s6 ( Number ) d€ han ché s6 lugng bo nhé
phai quan 1y dit liéu trong cac o tinh ( ki€u dit liéu s6 c6 s6 byte nho nhat ).

A | B e ] D | B F |
123456789 123456789 5/9/2004 25/05/2004 1,00:00 AM Excel
33116 0 0416667

1
2
3
4

Khi dit liéu nhap vao 6 tinh dién dich dugc ra dang s6 Excel s& tu dong céan 1€
dit liéu & bén phai ctia 6 tinh nhu 6 6 Al, C1, El.
Khi dit liéu nhap vao 6 tinh khong thé dién dich dugc ra dang s6 Excel s& hiéu
d6 12 1 chudi & tu dong can 1€ dit liéu & bén trdi cua 6 tinh nhu 6 6 Bl, D1, F1.
Trong Excel ki€u dinh dinh dang mic dinh 1a kiéu My ( English-United States ),
vi vay 6 Bl nhap vao 123456789 sé dugc hiéu la dang chubi vi dinh dang kiéu M§
ding ddu chdm (. ) dé ngan cach phan nguyén & phan thap phan chit khong phai dau
phdy ( , ); Tuong tu, dinh dang ngay theo kiéu My Ia thdng/ngay/nam (M/D/Y) vi vay
néu nhap dit liéu nhu & 6 D1 Excel s& hiéu d6 1a 1 chudi, khong phai mot ngay ( vi
trong nam khong c6 thang 25 ).
Ngay 9 thang 5 nam 2004 nhu da nhap & 6 C1 dugc Excel xtr 1y dudi dang s6 1a
38116 ( vi ngay g6c — ngay dau tién duoc dinh nghia — ngay tht 1 — la ngay 01
thang 01 nam 1900 ). Theo c4ch dinh nghia nay thi ngay 01 thdng 01 nam 1901 la th&
367, ngay 9 thang 5 nam 2004 1a ngay tha 38116.
1:00:00 AM & 6 E1 s& duoc Excel dién dich ra s6 0,0416667 dé xir Iy nhu & 6
E2 (0,0416667 = 1/24).
Luu y _: dé d6i kiéu dinh dang s6, ngdy - theo kiéu Viét Nam tién hanh nhu sau :
Nhan nit Start dé khoi dong Menu Start cia Window;
- Chon Settings — Regional and Language Options;
- Trong muc Regional Options d6i kiéu English (United States) thanh Vietnamese
hoac French ( France ) r6i nhan nuit Apply.
4.5. Chinh sua dit liéu trong 6 tinh :
Dit liéu da nhap vao 6 tinh c6 thé c6 cdc sai s6t can phai chinh stta. Cdch chinh sira
dir liéu c6 cac budc nhu sau :
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- Chon 6 tinh can chinh stra;
- Vao ché do chinh sira ( Edit ) bang cac cach :

0 Nhan phim F2;

0 Nhap dip nut trai chuot;

0 Nhap chuodt nat trai chudt vao vung bén phai cua thanh cong thic;
- Thuc hién céc thao tac chinh stra dit liéu (giong cac thao tac soan thao trong Word).
- Xéc nhan viéc chinh stta bang cdch nhan ENTER hodc TAB; Huy bo viéc chinh stra

bang céch nhan phim ESC.

Luu ¥ : Khi dang thuc hién viéc chinh sita dit liéu trong 6 tinh, dong trang thdi sé hién
thi chit Edit; Lic nay khi chon hé Menu, chi c6 mot s6 lénh lién quan dén cong tdc
soan thdo méi cé hiéu luc; cdc lénh khdc sé bi mo di; muon goi cdc lénh nay bdt budc
phdi xdc nhdn viéc chinh sva dit liéu.

4.6. Thao tac sao chép :

Cong tac sao chép cho phép ngudi diung cé thé rit ngin qué trinh thiét k& trang
tinh, s6 tinh trong Excel.

Dé sao chép noi dung trong 1 6 tinh hodc viing 6 tinh dén vi tri méi, trinh tu thuc
hién nhu sau :
© Chon 6 tinh hodc viing 6 tinh ( 6 tinh nguon );
® Thuc hién thao tdc chép ndi dung ( Copy ) bang cac cich :

0 Nhan t6 hop phim Ctrl + C;
Goi Menu Edit — chon 1énh Copy;
Nhan nit 1énh Copy trén thanh cong cu chuin
Dua tré chudt vao trong vung chon, nhan nit phai chuot
roi chon Iénh Copy trén Menu rit gon;
© Di chuyén KDV dén vi tri cin sao chép dit liéu t6i;
O Thuc hién thao tic dén ( Paste ) bang cdc céch :
0 Nhén phim Enter hoic t6 hgp phim Ctrl + V;

Goi Menu Edit — chon 1énh Paste;
Nhan nit 1énh Paste trén thanh cong cu chudn;
Dua tré chudt vao trong ving chon, nhan nit phai chuot
roi chon 1énh Paste trén Menu rit gon;
Ghi chu :
@ Pé sao chép 1 nodi dung dén nhiéu dia chi, thuc hién cic buéc @ - @; & buéc ©
chon viing 6 s& dugc sao chép noi dung téi roi thuc hién buéc @
@ Néu vang 6 tinh nguén ké lién vang 6 tinh dich c6 thé dung chic nang Fill Hand dé
sao chép. Fill Hand 12 mot niit nhd mau den nam & goc
du6i cung bén trai cua 0 tinh hién hanh hoac ctua vung H I 1
chon. Khi tré chudt vao vi tri nay thi trd chuot sé trg
thanh mot dau + mau den ( thay vi thong thuong 1a mau Vdae | Vdip
trang ). Gitt nit trdi chuot trong khi kéo ndi dung cua

O 0O

Nt Iénh
Paste

O0Oo

vung chon dén cac vi tri méi. Néu 6 tinh dich 1a 1 so, 412500 24.00
nhan nut Crtl trong qua trinh sao chép, sau d6 nha nut 39150 46
trdi chuot trudc, nha phim Crtl sau cac gia tri khi sao 270,50 00
chép s€ duoc tang 1 don vi. Cich nay thuong dugc dung

dé danh so thit tu. Fill Hand
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4.7. Thao tdc cat ddn :
© Chon 6 tinh hoic viing 6 tinh ( 6 tinh nguon );
@® Thuc hién thao tac cat ( Cut ) bang cdc céch :
0 Nhén t6 hop phim Crl + X;
0 Goi Menu Edit — chon 1énh Cut;
0 Nhén nit lénh Cut trén thanh cong cu chuédn W i)
0 Dua tré chudt vao trong ving chon, nhan nit phai chuot
roi chon 1énh Cut trén Menu rit gon;
© Di chuyén KDV dén vi tri cin sao chép dit liéu t6i;
O Thuc hién thao tic dan ( Paste ) twong tu nhu trén;
4.8. Thao tdc di chuyén :
Thudng dugc st dung khi muon di chuyén 1 vang 6 tinh da nhap di liéu dén vi tri
mdi.

4.8.1. Di chuyén bdng cdch cdt-ddn : thuc hién nhu thao tac cét-dan.
4.8.2. Di chuyén bdng cdch ré-thd :
© Chon 6 tinh hoac ving 6 tinh;
® Dua tro chudt vao 1 trong 4 duong bién cua ving 6 cho dén khi n6 trd thanh
1 mii tén. Giit ndt trdi chudt trong qué trinh “ RE “ viing 6 dén vi tri méi réi
“THA” chuodt. Vung chon s€ dé 1én vi tri méi. Muon vung chon chén vao vi tri
mdi, gitt thém phim Shift trong qua trinh ré-tha.
4.9. Thao tac chén, xod :
4.9.1. Chén thém o tinh :
© Chuyén KDV dén vi tri can chén thém o6 tinh;
® Goi thu tuc chén 60 tinh bang cach : Goi Menu Insert — Cell[| hodc nhap phai
chuot chon 1énh Insert.
© Chon mot trong cdc tuy chon 6 hop thoai Insert : [ 2] x|
- Shift cells right - 6 tinh hién hanh s€ dich sang phai. —_—
- Shift cells right - 6 tinh hién hanh s€ dich xudng dudi. £ Shift cells right
- Entire row — chén thém 1 hang, hang hién hanh s€ dich | @& s i gam
xuong dudi. T —
- Entire column — chen thém 1 c6t, cot hién hanh s€ dich
sang phai.
4.9.2. Chén thém hang : [ ok | cancel |
Cdch 1 : nhu trén — chon Entire row.
Cdch 2 : © Chon hang ( hodc nhiéu hang );
® Goi thu tuc chén hang bang cich : Goi Menu Insert — Row hodc nhap phai
chuot chon 1énh Insert.
4.9.3. Chén thém cot :
Cdch 1 : nhu trén — chon Entire column.
Cdch 2 : © Chon cot ( hoac nhiéu cot );
® Goi thu tuc chén cot bang cdch : Goi Menu Insert — Column hoac nhéap phai
chudt chon 1énh Insert.
4.9.4. Chén thém trang tinh :
© Chon trang tinh can chén thém 1 trang tinh truée no;
® Goi thi tuc chén trang tinh bang céch : Goi Menu Insert — Worksheet hoac
nhap phai chudt vao tén trang tinh chon 1énh Insert — chon Worksheet - OK.
4.9.5. Xod 6 tinh :
© Chuyén KDV dén vi tri cin xo04 0 tinh hodc chon viing 6 tinh cin xo04 khoi
trang tinh;

" Entire T
' Entire column
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® Goi thu tuc xo04 bang cdch : Goi Menu Edit — Delete[ ] hoac nhap phai chuot

chon 1énh Delete! |
© Chon mot trong cac tuy chon & hop thoai Delete : 2]l
- Shift cells left - 6 tinh bén trai s€ dich dén 6 tinh hién Delete
hanh. T
- Shift cells up - 6 tinh phia du6i s€ dich dén 0 tinh hién | ~ Shit cells up
hanh. P
- Entire row — x04 c& hang hién hanh, hang duéi dich Entire row
len " Entire colurnn
- Entire column — xo04 ca cOt hién hanh, cot phai dich ok | cancel |
sang.

Luu ¥ : cdch trén dé xod cd o tinh, phdi rdt thdan trong khi dung thao tdc nay. Trong
truong hop chi can xod noi dung trong 6 tinh thi thao tdc hoan toan khdc :
O Chuyén KBV dén vi tri cdn xod 6 tinh hodc chon viing 6 tinh cdn xod noi dung;
® Goi thii tuc xod bang cdch : Nhdn niit Delete hodc goi Menu Edit [ Clear [ All
hodic nhdp phdi chuot chon Clear contents!]
4.9.6. Xod hang :
Cach 1 : nhu trén — chon Entire row.
Cdch 2 : @ Chon hang ( hodc nhiéu hang );
® Goi thu tuc x04 hang bang céch : Goi Menu Edit — Delete... hoac nhap phai
chudt chon 1énh Delete...
4.9.7. Xod cot :
Cdch 1 : nhu trén — chon Entire column.
Cdch 2 : © Chon cot ( hoac nhiéu cot );
® Goi thu tuc xo0d bang cdch : Goi Menu Edit — Delete... hodc nhap phai chuot
chon 1énh Delete...
4.9.8. Xod trang tinh :
© Chon trang tinh hoéc nhiéu trang tinh cin xo04;
® Goi tht tuc xod bang cach : Goi Menu Edit — Delete Worksheet hoidc nhap
phéi chuodt vao tén trang tinh chon lénh Delete... sau d6 xdc nhan bang cach
nhan nuit OK.

4.10.Pinh dang o tinh :

Khi nhap dit liéu vao 6 tinh, nhu chiing ta da biét Excel sé tu dong nhan dién dit
liéu dong thoi ciing tu dong dinh dang di liéu. Dit liéu trong 1 6 tinh chda t6i 6 noi
dung dinh dang :

- Number - dinh dang kiéu dit liéu;

- Alignment - - dinh dang, cdn chinh 1¢;

- Font - dinh dang kiéu chit;

- Border - dinh dang dudng vién;

- Patterns - dinh dang nén;

- Protection - dinh dang thudc tinh bao vé.

Dé dinh dang 1 6 tinh hodc viing 6 tién hanh nhu sau :
© Chon 6 tinh ( hoac vung 0 tinh );
® Goi ché do dinh dang ( Format ) bang cach : goi Menu Format — Cell] hodc nhap
phai chuot — chon lIénh Format Cell;
© Thuc hién cidc noi dung dinh dang réi nhan OK;

4.10.1 Dinh dang kiéu dit liéu trong 6 tinh ( Number ) : nhan chon Number g& chon.

Bai giang EXCEL - GV Th.S Nguyén Bién Cuong - Trang 12 -



- General || ki€u tOng quit;  [eee—m—_pG——"m 7]x]

- Number [ kiéu s0; trong
do : Decimal p]ace quy dinh Murnber | Alignrnent I Farik I Border I Patkerns I Prokection I

viéc hién thi s6 s6 1& thap  Category: "Samp'e
phan, Use 1000 Separator Eﬁﬂ”ﬂ
quy dinh viéc dung dau Currency Decimal places: |2 5‘
chdm ngan cach hang nghin, BE'EC"-""“""J
. ” ake
triu, t1. .. i . Time [™ Use 1000 Separator ()
- Currency ] kiéu tién t&; EE”?"‘“QE Megative numbets:
. . 2 Factian -
- Accounting [ kiéu thanh Srientific
todn; Text 1234,10
.2 s Special -1234,10
- Date | ki€u ngay; Custarn =2 |-1z3410 =

- Time [ kiéu gio;

- Percentage || kiéu phan
tram;

- Fraction [ kiéu dién tich;
- Scientific [ kiéu khoa hoc;
- Text [ kiéu chudi;

Murmber is used for general display of numbers, Currency and Accounting
offer specialized Formatting For monetary walue,

- Special [ kiéu dic biét; ok | cancel
- Custom ] kiéu ngudi dung
tu dinh nghia.

4.10.2 Pinh dang lé dit liéu trong 6 tinh (Alignment ) :

- Horizontal || can chinh theo chiéu ngang 6 tinh. Khi nhan nit tam gidc bén phai s&
c6 thuc don lya chon :

Format Cells e |
Murnber  Alignment | Fork
Mumber — Alignment | Fonk I Border | Patterns I PrDtectiDnI
Texk alignment
Text alignment rarientation
Horizonkal:
ceneral - Harizontal: Indent: .
= *
N - 0 ; .
Left (Indent) b . .
Center Yertical: 2 Text —#
Right .
FiIII; IEh:uttu:um j k ’_
Justify .
Zenter Across Selection g * -
. Left (] can 1€ trai; Text control [0 =] pegrees
. Center ] can giita; ™ ‘Wrap text
. Right [ can 1€ phai; I Shrink ko fit
. Fill [] lam day noi dung I~ Merge cells
vung chon bang cdch lap di
lap lai dit liéu goc trong 6
tinh;
. Justify [ tu dong xuéng ok | cancel |

hang khi dit lieu dai qua
chi€u rong 6 tinh;

. Center Across Selection |1 Pua no6i dung & 6 tinh dau tién cua ving chon vao chinh
gitra;
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- Vertical [] can chinh theo chiéu ding 6 tinh. Khi nhin ndt tam gidc bén phai sé c6
thuc don lya chon : . Mumber  Alignment | Font
. Top [ dit liéu nam & dinh 0 tinh;
. Center || dit liéu nam & gitta 0 tinh;
. Bottom ] dit liéu ndm & ddy 0 tinh;

Texk alignment

Horizonkal:

. Justify O ty dong xuéng hang khi dit lieu dai qué [0 [
chiéu rong o tinh; Vertical:
Ngoai ra con c6 céc hop kiém tra : Bottom v
- Wrap text [ tu dong xuong hang &can 1€ 2 bén; Top N
- Shring to Fit — tu dong thay ddi c& chit cho vira diing ceniel
chiéu ngang o6 tinh; - |Justify e

- Merge cell | gop cac 6 tinh trong vung chon thanh 1 6 tinh duy nhat.
Thudc tinh Orientation cho phép trinh bay dit liéu trong 6 tinh theo huéng thing
diing hodc xién goc ( thong thudng 1a nam ngang ).
Bai tap 1.1 : Soan thao 1 trang tinh ¢6 ndi dung nhu hinh duéi :

Al B | ¢ | pp | E | F | 6 | HwH | 1 |
1 Bing tinh kh&i litong dio dip phuong dn 1
2 |8TT Ténecoc Keoich | Fdao Fdip Fibdio Fibdip Vdio Vdip
3 1 A=KMD 4,23 0,13
4 2 H1 100,00 4,02 0,35 4, 13| 0;24! 412,50 24,00
3 3 H2 100,00 3,21 0,57 392 D46 39150 46,00
& 4, H3 100,00 3,60 0,79 3,71 0,68 370,50 6E00
7 5 H4 100,00 3,39 1,01 3,50 090 34950 90,00
8 5 Hb5 100,00 3,18 1,23 3,29 1,12 32850 112,00
9 7 Ho 100,00 2,97 1,45 308 1,34 307500 134,00
0| & H7 100,00 2,76 1687 2,87 1,56 285,50 156,00
11| 9 H= 100,00 2,55 1,29 2,66 1,78 265,50 178,00
12| 10, H9 100,00 2,34 2,11 2,45 2,000 24450 200,00
13| 11 EKEMI1 100,00 2,13 2,33 2,24 2722 223500 222,00
14| 12) H1 100,00 192 2,55 2,03 2440 202500 244,00
15| 13 H2 100,00 1,71 2,77 1,82 2,06 181,50 266,00
16| 14 H3 100,00 1,50 2,99 161 2,88 180,50 288,00
17| 15| H4 100,00 1,29 321 1,40 3,10 139,50 310,00
18| 16 HBb5 100,00 108 3,43 1,19 3,32 118500 332,00
19| 17 H&o 100,00 0,87 3,65 0,98 354 97500 354,00
20| 18 H7Y 100,00 0,66 3,87 0,77 3,76 U500 37,00
21| 19 H= 100,00 0,45 4,09 0,56 398 55,500 398,00
22| 20 H9 100,00 0,24 4,31 0,35 4,20 34,500 420,00
23| 21 KM 100,00 0,03 4,53 0,14 4,42 13500 442,00

- Nhap chudi : Bang tinh khai lugng dao dap phuong 4n 1 vao 6 tinh Al;

- Chon vung 0 Al:Il & B3:B23; Goi Menu Format — Cell — Alignment —
Horizontal - Center Across Selection — OK;

- Nhap s6 liéu vao cac 6 A2:12;

- Chon ving 6 A2:12; Goi Menu Format — Cell — Alignment — Horizontal —
Center- OK;

- Nhap s6 1 vao 6 A3; Chon 6 A3; dung Fill Hande d€ sao chép dit liéu dén céc 6
A4:A23 — Khi sao chép nhin thém phim Crtl dé dit liéu tu ting gi4 tri.

Bai giang EXCEL - GV Th.S Nguyén Bién Cuong - Trang 14 -



- Nhap dit liéu vao céc 0 tinh con lai;
- Chon vung 6 C3:123; Goi Menu Format — Cell — Number- Decimal place chon 2
dé hién thi 2 s6 1& thap phan; Nhan trdi chuot dé bat hop kiém tra phia truéc Use
1000 Separator dé xac nhan quy dinh viéc dung dau chdm ngan cach hang nghin,
triéu, ti.
Déi tén trang tinh thanh BT1_1
4 10.3 Pinh dang kiéu chit trong 6 tinh (Font ) :
- Font : chonkiéu chir, | e 2
- Font style : chon phong
cich chit ( thong thuong, | MHumeer | Algnment

| Border I Patterns I Pratection I

nghiéng, dam, vira nghiéng | £t Fonk style: Size:
vua dﬁm), I.";';TII‘HE - _I IRegular |12
y R ~, MnTeknicalH - q -
- Size : chon kiéu chir; - B VnTiani Heavy = o 0 A
- Underline : chon kiéu MnTifani HeavyH Bold 11
' Bold Italic .~ -

gach dudi chir;

- Color : chon mau séc chir; | Hnderline: Colar: - .

- Striketthrough : Ghi chu [hiore x| | Automatic w| ! Bermalfont
loai bo chi; FFects RN

- Superscrip : chon chix ™ strikethrough

thanh chi s6 trén; I Superscript AaBbCcYyZz

_ Subscrip : chon chit thanh | | [ Stbscrit

chi s6 dudi.
This is a TrueType font. The same font will be used on bath vour prinker
and your screen.

(a4 I Cancel

4.10.4 Pinh dang duong vién 6 tinh (Border) :
Cac duong ludi ( Gridline ) thudng khong dugc hién thi khi in 4n trang tinh; vi
vy d€ vién quanh trang tinh phai dinh dang kiéu dudng vién.

- None : khong vién vung Formatiells 2] x|

chon;

- Outline : chi vién nét Murmber I Alignment I Fonk |F‘atterns I Pru:uteu:tu:unl
xung quanh vung chon; Presets Line

- Inside : chi vién cac nét Style:

bén trong ving chon; | i L) Gl ‘ None == — -

- Line Style xdc lap kiéu Mone Outline  Inside —_—
dudng vién; Border N
- Color : x4c lap mau cta | =" - | |7 T~ -
duong vién. o _—
Nguyén tic chung : bao = Text

gi0 cling x4c dinh mau
duong vién trong Color
truéc; Xac dinh kiéu dudng

I Aukomatic VI
vien trong Line Style va o]

cuoi cfmg XAac dlnh vién O The selected border stvle can be applied by clicking the presets, preview
dau trong Presets hoic diagram ar the buttons above,
Border bing cdch bat tat

céc niit biéu tuong. ok | cancel
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Bai tap 1.2 : Soan thao 1 trang tinh ¢6 n6i dung nhu hinh duéi :

A | B | o | D | E | F G H I
1 Bing tinh d& am ki thi nghigm dim nén dagchudn mao st
Kha
: " Khai Khai _ | Kb lugng
Lin dim L;‘,l S5 hiéu luij‘”;op lugng hép | lugng hep l””i’;idat ntge | Dédm
nén righism hép Gh(gj va datam |va dat khé (GleGh) [ Crw - Gle) (%)

5 ' Gw(g) | Gkig) ) (z)
| 3 1 2 19,32 126,52 116,21 96,29 10,31 10,64
4| I 2 5] 19,25 132,41 121,37 102,12 11,04 10,21

5 Trung binh 16,73
| 5 | 1 3 19,34 128,68 116,01 96,67 12567 13,11
7| I 2 7 19,33 131,22 118,31 98,98 1291 13,04

] Trung binh 13,07
|9 1 4 19,36 134,13 118,22 98,86 1591 16,09
0| IO 2 10 19,31 138,99 122,32 103,01 15,67 165,18

11 Trung binh 16,14
| 12 | 1 11 19,36 129,01 110,98 91,62 18,03 19,568
13| IV 2 13 19,52 130,22 112,02 92,70 18,20 19,63

14 Trung binh 19,66

13 1 15 19,34 132,08 111,56 92,22 20,52 22,25

16 v 2 18 19,57 138,02 116,39 Q702 21,63 22,29

17 Trung binh 22,27
| 15 | 1 21 19,30 135,01 111,66 92,36 23,35 25,28
19 VI 2 23 19,28 134,44 111,32 92,04 23,12 25,12

20 Trung binh 25,20

- Nhap chudi vao 6 Al; Dinh dang dé chudi vao giita ving 6 A1:11;
- Nhap hang tiéu dé A2:12; Nhé ring khi cAn xudng hang trong 1 6 tinh thi nhan t6
hop phim Alt+Enter;
- Nhap ky tu I vao 6 A3; chon vung 6 A3:A5; Goi Format — Cell — Alignment —
Merge Cell dong thoi dinh dang cén chinh cho chudi vao giita 6 tinh theo ca chiéu
ngang & chiéu diing;
- Nhap & dinh dang céc dit liéu trong vung 6 B3:14 & 6 I5;

- Nhap chubi :

trén;

- Chon viing 6 A3:15; Dinh dang dudng vién ( bat ca niit Outline & Inside );

“Trung binh” vao 6 AS5; dinh dang can chinh 1€ dé c6 két qua nhu

- Quan sat trang tinh trén nhan thdy : cac viung dit liéu phia dudi giong viung di liéu
vira nhap, vi vay dé nhanh chéng ta diing thu tuc sao chép bang cich :
0 Chon vung 6 A3:I5;
0 Thuc hién thao tac sao chép;
0 Chon vung 6 : A6:120;
0 Thuc hién thao tac dan;
- Stra hoac nhéap lai dit liéu trong viing 6 tinh vira sao chép cho diing véi bai tap.

4.10.5 Pinh dang nén o tinh (Patterns ) :
Dé trang tri 6 tinh, nhan manh c4c 6 tinh quan trong c6 thé dinh dang nén 6

tinh.
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- Color : x4c dinh mau nén
cia o tinh; Fomatcels 5
- Pattern : xic dinh kiéu to
nén khi nhan vao nit tam
gidc bén phai, chon cdc | ©ellshading
kiéu t6 nén bang cach nhian el

nut trdi chuot dé chon. I e o

Murnber I Alignrment I Forik: I Border  Patterns |F'ru:uteu:tic:n|

N1 |
= [\ 7/ &

||! Automatic |

EEEEEEENR
EEEEEERENE
EDDEEENENE
EOODOEODEEDO

sl
E&ight GreenE
EECOONEEEO
ERECEEEN ok Cancel

ample

HD0 [(EEEN
EER ((O0FEN
OO mE.
OO0 0NEEN
EE ((OFEN
EE (EEEN
EN (([EEEN
B (JONEN | |

B
o
w
=
T
=
=

1

4.10.6 Pinh dang thuéc tinh bdo vé o tinh (Protection ) :
Cic 0 tinh quan trong thudng s& dugc dat thuoc tinh bao vé sau khi trang tinh, s6
tinh da duoc thiét k& xong.
- Locked : thuoc tinh bao
vé; Cac o tinh dugc dat
thucf)c tinh Ilé.y 5@ khf)ng Murnber I Alignrment I Fonk I Border I Patterns
duoc phép chinh sta khi
trang tinh da duoc bao vé;
- hidden : thuoc tinh 4n
cong thirc; Cac 6 tinh dugc
dat thuoc tinh nay s€ khong Lacking cells ar hiding Farmulas has no effect unless the

hién thi cong thuce khi trang warksheet is pratected. To protect the worksheet, choose
tinh da 'd b3 A Protection From the Tools menu, and then choose Proteck
n a dugc bao ve. Sheet. A password is optional,

v Locked
[ Hidden

ok I Cancel
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Bai tap 1.3 : Soan thao 1 trang tinh ¢6 ndi dung nhu hinh dudi :

al B8 | ¢ | o | B | B | & [ H |

! KET QUA THI NGHIEM NEN BE TONG
| 2 |Ponvi d€ ughi : Chag ty cong trinh giaothéng Ba Ning Phudng phéapthir : TCVN 3118 - 1993
| 3 |Cong trinh : Cdu Thuan Phide Mic Bétding ¢ 3504 Phu gia SIKAR4

4 |Hangmuc : Bétdng coc khoan nhdi Mody nén @ 17/03/04

L Crimg 4 1y da)

5 5TT Kf“;fl Kich thric | Neay dic | Ted) man l]l;:.'lc(];:;) R dﬂﬁﬂ;],_) st(: :QN."l:mJ) GRichi
| 6 | CocCl 15x15=15 120204 28 L4292 635,11
171 VI8 M6 15xl5=l5 120204 28 1431 636 00
18 | {BT dancoc) | 15x15x15 | 120204 28 1432 636 4d

9 Trang bink 035,85
|10 CocC2 15x15=15 190204 27 L422 632 00

1] 2 i M 15x15=15 190204 27 1413 628 00
| 12 ] {BT1Ramcoc ) | 15xl5xl5 190204 27 L417 629,78

13 Trang bink 629,93
| 14 | CocC3 15x15=15 200204 26 1409 626 2
EENRE: M4 Mo 15=15=15 20,0204 26 1401 622 AT
16 { BT miteoc) | 15xl5xl5 | 200204 26 1411 27,11

L7 Trang bink 625,33
| 13 | CocCo 15x15=15 210204 25 1400 e 22
112 4 VI8 M5 15xl5=l5 210204 25 1330 61333
E (BT iancoc) | 15xl5x15 | 210204 25 1379 612 29

21 Trang bink olo, 15
|22 | CocC5 15x15=15 220204 24 1366 607,11
123 | 3 M M5 15x15=15 220204 24 1345 597,78
| 24 | { BT miYcoc ) 15x15=15 220204 24 1341 596,00

25 Trang bink 600,30

- Nhap s0 liéu;

- Dinh dang dudng vién dé trang tinh c6 két qua giong nhu hinh;

- Tat thuoc tinh dudng vién bang cdch : goi Menu Tools — Options[] - View - tat
hop kiém tra Gridline — OK.

- Chon 06 tinh G5 — nhan phim F2 dé vao ché€ do Edit Cell — quét chon s6 2 trong
chubi (daN/cm?2) - goi Menu Format — Cell — bat hop kiém tra Superscrip — OK
dé s6 2 trd thanh chi so trén - (daN/cm?);

- Thuc hién tuong tu & 6 tinh HS.
4.11.Dinh dang chiéu cao hang :

Cdch 1 : Pua tr6 chudt vé ddy so thi tu ciia hang trén cot tiéu dé hang; giit nut trai

chuot & kéo 1én trén hoidc xuong dudi dé thay doi chiéu cao hang. Cach nay chi thay

déi duoc chiéu cao 1 hang duy nhét. C6 thé nhdp dip trai chuot dé Excel tu dong thay
déi chiéu cao hang cho phu hop véi dit liéu trong hang. 2] x|

Cadch 2 : Dung dé thay doi chiéu cao nhiéu hang : _

@ Chon cdc hang can thay ddi chiéu cao ; Sl 2

® Goi Menu Format — Row — Height — nhép chiéu cao ok |

: : ()4 Cancel
hang méi — OK. |
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4.12.Dinh dang dé rong cot :
Cdch 1 : Dua tré chuot vé bén phai s6 thi tu clia cot trén hang tiéu dé cot; gilt nit trai
chuot & kéo sang phai hodc sang trai dé thay d6i do rong cot. Cdch nay chi thay déi
duoc chiéu cao 1 cot duy nhat. C6 thé nhap dup trai chuot dé Excel tu dong thay déi do

rong cot cho phu hop véi dit liéu trong cOt. 2] x|
Cach 2 : Dung dé thay doi do rong nhiéu cot : Coluamn wickh —

@ Chon céc cot can thay déi do rong;
® Goi Menu Format — Column — Width — nhép do rong ok | canel |
cot mé6i - OK
4.13.Qudn ly ciia s6 nhin :
4.13.1.Chia cdt cita s6 nhin :
Khi trang tinh qua rong hodc dai, néu di chuyén KDV xuéng dudi hodc sang
phai s€ khong quan sat dugc dit liéu & bén trén hoac bén trai, dac biét 1a cac hang hoac
cot tieu dé. Pé co dinh 1 phan bén trén & bén trai clra s6 c6 thé 1am theo céch sau:
Cach 1 : di chuyén KDV dén vi trf can c6 dinh phin bén trén & bén trai; Goi Menu
Window — Chon Freeze panes dé «“ Ho4 d4 “ ctra s6 nhin;
Cach 2 : Goi Menu Window — Chon 1énh Split dé chia cét cira s6 nhin bing 1 day chit
thap; C6 thé di chuyén day chit thap bing trd chudt dé thay déi cac phan cua cira s6
nhin.
Muon huy bo cdc lénh trén goi lai Menu Window [ Unfreeze panes hodc
(Remove Split )
4.13.2. Nhin 2 hodc nhiéu so tinh trong ciing 1 cvia s :
- M céc s6 tinh;
- Goi Menu Window — chon Arrange - OK
4.13.3. Nhin 2 hodc nhiéu trang tinh ciia 1 sé tinh trong cung 1 cita so :
- Md so tinh;
- Goi Menu Window — New Window dé tao thém 1 cira sé nhin méi cho sé tinh;
- Goi Menu Window — chon Arrange - OK
4.14.In dn trang tinh, sé tinh :
4.14.1.Dinh dang trang in : goi Menu File — Page Setup s€ c6 hop thoai nhu

| Margins I Header/Footer I Sheet |

Cirienkation PYint. . |
{* Portrait "~ Landscape T - |

Scaling Cpkions, .. |

& adiustto:  |100 =2 % normal size

" Fit ko |1 5‘ pageis) wide by |1 E‘ kall

Paper size: I.ﬁ.4 j
[

Prink guality: IEvDEI dpi

First page number: I.ﬁ.utcu

(] 4 I Zancel
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Sau:

- Page : Chon trang in;

. Portrait:in doc;

. Landscape : in ngang;

. Adjust to:dinh ti 1¢ khi in;

. Fit to:ty diéu chinh kich thu6c dé in trong s6 trang chi dinh;
. Paper size:dat kho gidy in;

. Print quality : dat mat do in;

. First page number:dat s6 trang dau tién.

- Margins : Can

chinh 1€ trang in.

.Top: 1€ trén;

. Bottom: 1&€ du6i;

. Left: 1€ trai;

. Right: 1€ phai;

. Header: 1& cla

tieu dé dinh trang

n;

. Footer: 1€ cua

chan trang day

trang in;
Horizontally:

can dir liéu chinh

gitta theo chiéu

ngang trang in;

. Vertically: can

dit liéu chinh

gitta theo chiéu

ding trang in;

- Header/Footer:
bat tieu dé &
chan trang cho
trang in.

. Header: dat tiéu
dé trang in; Néu
muon dat theo y
minh nhan
Custom Header
va cai dat lai.

. Footer: dat chan
trang cua trang
in; Néu muon dat
theo y minh nhan
Custom  Footer
va cai dat lai.

Page Setup

Page | HeaderFooter | Sheet I
Top: Header:
|1,5 E‘ |c|,? 5‘
Left: Right:

F =

2l x|

Prink... |
Print Presiew |

Opkions, ..

Eokkorn: Fooket:
|n,9 5‘ 0,5 =
Center on page
[v Horizonkally [ Yertically
(0] 4 I Cancel |
Page Setup 2 x|

Page I Margins ~ Header/Footer | Sheek |

Header:

Prink, .. |
Prink Preview |

S A - |

Zustom Header. .. |

Cuskom Fooker, ..

Options, ..

Fooker:

I(nu:une]l

-

o |

Zancel
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- Sheet: bang diéu khién in ( hinh trang sau );

. Print area: dat ving in ( nhap dia chi ving 6 tinh cin in néu thay can thiét)
. Row to repeat at top: dat dong dau tién cho moi trang in néu thay cn thiét ( nhap truc
ti€p cac hang hoac chon trén trang tinh );

. Column to repeat at left: dat cot ngoai cung bén trdi cho moi trang in néu thay can
thiét ( nhap truc ti€p cac cot hoac chon trén trang tinh );

. Gridline: Néu hop kiém tra nay duogc bat thi cic dudng luéi sé duoc hién thi khi in;

. Black  and

White: Néu hop 21|

kiém tra nay dugc

bat thi chi in 2 Page I Margins I Header/Footer
mau den & trang; Print area: I jﬂ Print. .. |
. Draft quality: | printtitles i i |
Neéu hop kiém tra P st

. P R N Rows ko repeat at top: |$5:$5 j‘_]
nay duoc bat thi Options. ..
s& bat ché do in Columns ta repeat at left: I jﬂ
nhép : Prink
. Row and colomn [ aridines [ Row and column headings
heading: Néu hop I Black and white Comrments: I{Nu:une]l j
kiém tra nay dugc I Draft qualicy
bat thi hang & cot Page arder
tieu dé sé duoc in ————

N SRR ¥ Down, then over EE EIE BB
cung bang di " Cver, then down ==k
liéu; =0 EERE [SEE

Down, then

over: In tu trén o | cancel |
xuong dudi, tu
trai sang phai cho dén khi hét cac 6 tinh c6 chuia dir liéu;
. Over, then down: In tur tr trai sang phai , tir trén xuoéng dudi cho dén khi hét cac 6 tinh
c6 chia dir liéu;

4.14.2. Xem trang trudc khi in :

Nén kiém tra trang in trudc khi in dé ddm bao tinh ding dan, hop 1y cla trang in
vi trang tinh ctia Excel rat rong ( 1 Sheet thong thuong chia trén 500 trang in A4 ).

Goi Menu File — Print preview hoac nhan nit 1énh Print preview trén thanh
cong cu chuan.

Trong cira s6 nay c6 thé dinh truc ti€p cac 1€ in bing cdch nhan nit Margins, sau
d6 dung trd chuot dé diéu chinh 1€ trén, duéi, phai trai.

Pé in 4n, nhan nit Print, dé thoit khoi ctra s6 nhan nit Close.

4.14.3. In dn trang tinh :

Goi Menu File — Print hodc nhén t6 hop phim Crtl + P hoac nhén nit lénh Print
trén thanh cong cu chuan.
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 Name : chon ton 2/

Irlnay in cho phu | .
Qp’ . Mame: I@HF‘ LaserJet 1200 Series PCL j Propetties. .. |
Print range -

chon A/l dé in tat || >tatusi  Ide
ca cdc trang; chon Type! HF Laserlet 1200 Seties PCL
K .

Pages From .. To || ¥heret  LPTL:
dé in tir trang . . . || Somment: I~ Print ta File
dén trang. . . Print range Copies

Print what : || & y
chon Selection d€ || ¢ pagetsy eom: | 1o | =

Murnber of copies: IE
chi in ving chon;
Active sheets dé in | [Frintwhat W Collate
1] 1]

ca trang tinh hién " Selection " Entire workbook
hanh; Entire & active sheet(s)
workbook dé in tat
ca cac trang tinh Preview | ok | cancel
trong s6 tinh;
. Copies : chon s6 lugng ban in trong Number of copies; Tat Collate néu muén cac
ban in khong nhu chi dinh trén hop thoai.
. Print to File : Truong hop khong c6 mdy in, dé tranh tinh trang mang File dén
mdy khdc lai khong in dugc do Excel khdc Version c6 thé bat thudc tinh Print to
File sau d6 dat tén cho File chita ndi dung in & sao chép File 4y di in & mot may
tinh khac.
Cu6i cting nhan OK dé bat diu in.
Luuy : - Trudc khi in phdi kiém tra chinh xdc xem mdy in dd san sang chua ?
- Truong hop in trén mang, phdi xdc dinh ro tén mdy in can in, tranh tinh
trang muon in ra ¢ mdy nay, song mdy in d phong khdc lai thuc hién cong tdc in dn.
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