BAI 11: THAO TAC VOI BANG TiINH (PHAN 1)

I. CAC THANH PHAN CUA WORKSHEET (BANG TiNH)
Mot bang tinh bao gdm cac hang (Row) va ¢t (Column) tao thanh cac 6 (Cell):

+ Column (cét):

- Cot nam trong cac Sheet dugc danh déu, x4c dinh bai tiéu dé (dia chi) cot. Vi du chung ta n6i cft A, cft

B hay ct XA, ...

- Nguoi dung c6 thé cheén, x6a, di chuyén, ... cac cOt trén mot Sheet.

+ Row (hang):

- Hang nam trong cac Sheet dugc danh du, xac dinh béi tiéu dé (dia chi) hang. Vi du chung ta néi hang 1,

hang 2 hay hang 1000, ...

- Nguoi ding ciing c6 thé chén, x6a, di chuyén, ... cac hang trén mot Sheet.

+ Cell ():

- Méi 6 duoc xac dinh boi cot va dong tuong rng goi la dia chi 6.
- Vitri cua 6 hay con goi la dia chi ciia 6 dugc xéac dinh bdi tén cdt va hang giao nhau chira n6é. Thir tu viét
dia chi ctia 6 12 “Tén ¢4t” + “Tén hang”. Gia sir 6 A5 duoc hiéu 1a 6 giao giita cot A va hang 5.
- M& rong 6 chung ta s€ c6 nhom céac 6, nhom cac 6 dugc xac a1 -
dinh boi 6 dau tién va 6 cudi cing trong nhom. Nhu vay dia A B

chi ctia mot nhom 6 duoc viét nhu sau: “Tén 6 dau tien”:
“Tén 6 cuoi cung”. Giai st nhom 6 tur hang thu nhat cot A
td1 hang thr 5 ¢ot E chung ta s€ c¢6 dia chi la: A1:ES.
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4+ Vung lam viéc hién thoi (range): La mot nhom cac 6 duge chon tai mot thdi diém xac dinh va bao

quanh bo1 mdt khung mau den.
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Nhu vay dia chi vung lam viéc hién thoi chinh 1a dia chi ctia nhém 6 duoc chon.

I1. MOT SO THAO TAC CO BAN TREN WORKSHEET

1. Chon bang tinh:

Pé chon mot Sheet can thao tac - nhip trai chudt vao tén Sheet d6 trén thanh cong cu Sheet Tab. Sheet
dugc chon c6 mau sang hon cac Sheet con lai.

i M o-——+ 100%



2. Thém m¢t bang tinh (Sheet)

T cira s6 WorkBook ¢6 thé thém méi mot Sheet 17
bang céc cach sau day: 18

-Cach 1: Nhip chon biéu tuong Insert Sheetl | Sheetz | Sheet3 (®)

worksheet ) trén thanh Sheet Tab.
- Cach 2: Nhén t6 hop phim Shift + F11
Bﬁng mot trong hai cach trén mdt Sheet méi sé dugc tao va c6 tén mac dinh l1a Sheet + S6 thir tuw ké tiép
cua nhitng Sheet da tao trong WorkBook.

3. Chén mot bang tinh (Sheet)

Ngoai viéc thém mdi mot Sheet vao vi tri cudi cung nguoi dung
9

~ roa A \ A Lr N C ALY 4 C jsert..
cling c6 the chén mdt sheet madi vao vi tri bat ky trén thanh Sheet 1‘1’ ?
2 pee
, A 12 Rename
Tabs, cach thuc hién nhu sau: - P
4 \ 14 &1 View Code
- Nhap phai chudt vao Sheet can chén mot Sheet médi, chon 15 B rotectSheet..
16 Tab Color 3
Insert... 17 e

18
e Select All Sheets
Sheet1 SheetL | e s

READY P

- Hop thoai Insert xuat hién Nhip chon WorkSheet trong Tab General sau d6 nhap OK. Mot Sheet méi s&
duoc chén vao trudce vi tri Sheet vira chon.
18

Sheetl @ sheet2 Sheets +

4. Poi tén cho bang tinh (Sheet)

Tén ma chuong trinh méc dinh dat cho Sheet thuong khong goi md . X - A __ !
va phan anh duoc nodi dung. Vi vay khi WorkBook c6 nhiéu Sheet L ] ) k & :ele
nén dat lai tén cho chung. Cach thyc hién nhu sau: i
- Nhép phai chudt vao tén Sheet can doi tén trén thanh Sheet Tabs, .
chon Rename Sheet (hoidc nhap dip chudt vao tén Sheet can dbi : '
trén Sheet Tabs). = .
sheetl | Shee _

- Con tro chudt s& nhip nhdy tai vi tri tén cta Sheet can doi, hdy x6a tén cil va nhap tén méi cho Sheet.

Luw ¥ Tén Sheet nén dit ngin ngon nhung goi mé, tén Tab khong nén sir dung cac ky tu dic biét (2!@#, ...)
hodc ddu khoang trang. Dé tudng minh chiing ta str dung ddu _ dé phén biét cac chir trong tén Sheet.



5. X6a mot bang tinh (Sheet)

Dé x6a mot Sheet thyc hién nhu sau: 9

10 Insert...
X , e ~ \ ~ A ‘ A 11 FR Delete

- Nhap phai chudt vao tén Sheet can xoa trénh thanh |, —

13 Move or Copy...
Sheet Tabs chon Delete. o [

15 [ Protect Sheet...
16 Tab Color »
17 Hide
18

Select All Sheets
Sheet1 Sheet2  cceee .-

- Hop thoai xac nhan thao tdc xuat hién, | Moot bl E Y E—— i

néu dé\)ng }'/ Xéa ban ChOl’l Delete ngu-o»c J_\‘ You can't undo deleting sheets, and you might be remaoving some data. If you don't need it, click Delete.
¢ S 5 v = %
lai chon Cancel.

6. Di chuyén qua lai giira cac bang tinh (Sheet)
Ngoai cach nhép chon t6i Sheet can thao tac, con ¢ thé si dung cac cong cu trén thanh Sheet Tabs dé di chuyén

qua lai gitra cac Sheet
: Di chuyén t6i Sheet dau tién trong WorkBook.

* . Di chuyén vé Sheet phia trudc Sheet hién thoi.

» . Di chuyén vé Sheet phia sau Sheet hién thoi.
7. Thay dbi vi tri cac bang tinh (Sheet)
Pé thay ddi hay di chuyén Sheet tir vi nay t&i vi tri khac trén thanh Sheet Tab va c¢6 thé thyc hién theo cac cach
sau day:
- Cach1: Nhép gilr chudt vao Sheet can di chuyén, kéo tha t61 vi tri méi trén thanh Sheet Tab.
- Cach 2: Nhép phai chudt vao Sheet can di chuyén trén thanh Sheet tab chon Move or Copy Sheet...

D E Insert...
% Delete
Eename

Move or Copy...

ql View Code
L, | Protect Sheet...
Tab Color 3

Hide

Select All Sheets -
Sheet? Shevio SnEEr = (3



+ Hop thoai Move or Copy xuét hién nhu hinh [ Move or Copy o e

dudi dﬁy Move selected sheets
. . . R To book:
Trong muc To book chon File Excel can di chuyén Bookz [~]

Sheet t6i (co thé khong phai File hién thoi dang chita || gefore sheet:

Sheet, trong hop chon To book chua danh sach cac

File Excel dang mo). Twong tmg véi File Excel can el

. A e . s 7. Sheet?
di chuyén t61 chon vi tri mdi cho Sheet trong muc ehests

Before Sheet (dung trudc Sheet nao). Cudi cing i i

nhip OK dé di chuyén Sheet tdi vi tri méi. [ create a copy

»

[..m

L —]

Luu ¥: Néu mubn Copy Sheet hily nhap chon myc Create a copy trong ctra sd nay.
I1l.  LAM VIEC VOI O (CELL)
1. Chon Cell

- Chon mot Cell = A B c D E F G

Pua chuyén chudt dén vi tri ciia Cell mudn chon 1
sau d6 nhip chudt trai. Ngoai ra, ciing co thé chon 1;
tir ban phim, dung cac phim mii tén dé di chuyén 1
Cell chon dén noi can chon. Cell dugc chon goi la i:
Cell hién hanh, Cell hién hanh dugc t6 mot vién 27

. 18
dam. =

A IS 20 =
- Chon mdt khoi cac Cell =k

21
Sheetl @

READY

C6 thé str dung chudt hodc ban phim dé thyc hién viéc chon mot khéi 6.

+ Su dung chudt: Pua chudt vao Cell dau cua vung muén chon sau d6 nhép chudt trai vao Cell dau va kéo dén
Cell cudi cing ciia ving chon.
+ Sir dung ban phim dé chon: Pua tré chudt vao Cell dau ciia ving mudn chon, nhan giit phim Shift + cac
phim miii tén dé di chuyén dén cudi ving chon.
Cell hay mot nhoém cac Cell di chon dugc bao quanh boi khung méau den nhu hinh bén:

2. Nhép, chinh sira, x6a ndi dung cho Cell

Pé nhéap nodi dung cho Cell nhap chudt vao mot 6 va tién hanh nhap ndi dung thi trén thanh cong thire (Formula

bar) s& hién thi ndi dung ctia 6 do.

Ho- . Ngoai ra c6 thé thém bdt ndi dung cho 6 dang chon
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DE N , z A 2 - .2 N N . A
ABC _ . bang cach nhap chudt dé dat diém chén vao noi can
v ia B G q
Spelling Research Thesaurus  Translate thém, bdt trén thanh cong thirc tir d6 c6 thé thém hoac
Proofing Language Comments
: - b6t ndi dung cho 6 hién hanh.
c2 - X v f @Y TNHH NGUYEN BD ; g ;
A B C D E F G
1
2 ey v o>
3
_._l

4 Soan thio cho Cell diu tién

+ Chon Cell can soan thao.



+ Soan thao truc tiép tai Cell hién hanh hdy nhap dup vao Cell hién hanh d6 hay nhép chudt vao thanh cong
thirc dé soan thao hodc chon Cell hién hanh va nhap dir liéu vao, Excel ty dong cheén dit liéu d6 tao vi tri Cell
hién hanh.

+ Nhip dir liéu vao tir ban phim

+ Excel sé& tyr dong che lap cac Cell khac khi thyc hién viéc nhap cac k¥ tu qué mot 6.

+ Nhan t6 hgp phim Alt + Enter dé ngit dong trong mot Cell.

+ Dé chuyén sang nhép dit liéu cho Cell khac. Nhip chudt vao Cell mudn soan thao tiép theo, nhan phim Enter
dé nhap Cell ké dudi, hay nhap cac phim mili tén dé di chuyén qua lai 1én xudng.

4+ Chinh sira ndi dung ciia Cell

- Céc cach thay d6i noi dung cua 6 (Cell):
+ Cach 1:
e Chon 6 cin chinh stra va nhay kép chudt vao 6 d6. Sir dung cac phim mili tén dé di chuyén qua lai, d&én
dung chd can thay doi.
e Néu khong chén con nhay, khi d6 g nhap dit liéu vao thi noi dung cii bi mat hoan toan va thay thé vao 1a
ndi dung moi.
+ Céch 2: Chon 8 (Cell) cén chinh stra ndi dung nhip F2.
- Céc budc thay doi ndi dung caa 6 (Cell):
+ Nhép chon Cell can thay doi.
+ Nhap thém hay nhin Delete dé xoa ky tu dimg sau con nhay, nhin phim BackSpace c6 hinh miii tén () nam
trén phim Enter dé xo4 ky tu dimg truéc con nhdy.
+ Thay ddi toan bo noi dung cua Cell béng mot ndi dung mai, bodi den toan bo ndi dung cua Cell do va nhap
ndi dung khéc, ty dong ndi dung cii s€ bi xoa.
- X04 ndi dung trong Cell
+ Chon mét hodc nhiéu Cell can xo04
+ Nhén phim Delete trén ban phim dé xo4 tit ca noi dung trong nhimg Cell duoc chon.

3. Sao chép, di chuyén, dan dir liéu 6 (Cell)
+ Sao chép dir liéu (Copy):

Pé sao chép dir li€u ban co thé thuc hién theo cac budc sau day:
- Buoc 1: Chon mdt 6 hay mot khdi cac 6 can sao chép.

- Budce 2: Trong budc nay cod thé thyuc hién theo mot trong cac cach sau day:

Céch 1: Tu tab Home trén thanh Ribbon tim téi HOME INS
nhém Clipboard nhap chon 1énh Copy e X Cut

2 Copy -
F'a:

-

Clipboard P




Céch 2: Nhap phai chudt trén ving Cell dugc chon, jdb_cut

(B CopyD
Chon lénh COpy. AD Paste Options:
Céach 3: Nhan t6 hop phim Ctrl + C = E

Paste 5pecial...
Inzert...
Delete...

Clear Contents

Filter 3
Sort 3
[ J Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...

‘% Hyperlink...

Cach 4: Chon 6 hay khdi can Copy, dua con tré dén khung ddm bao xung quanh 6 hay khéi dén khi thay con

trd ¢6 hinh mili tén bdn dau xut hién. Nhén gitr phim Ctrl va kéo chuot dén noi can Copy, tha chudt ra.

Luu ¥: Sau bude hai 6 hay khéi 6 duoc sao chép s& ¢6 vién den trang chay bao quanh (nhu hinh).

c2 - fr | CONG TY TNHH NGUYEN BUC
A B _ C | D E F

1

2 | TNHH NGUYEN BUC

3

4+ Di chuyén dir liéu (Cut):

Pé di chuyén dir li¢u tir vi tri nay dén vi tri khac c6 thé thuc hién theo cac bude sau day:
- Bu6e 1: Chon mot 6 hay mot khdi cac 6 can di chuyén dit liéu.
- Bu6e 2: Trong budc nay ban co thé thuc hién theo mét trong cac cach sau déy:

Céch 1: Tir tab Home trén thanh Ribbon tim t&i nhém Clipboard nhép HOME | INS

chon 1énh Cut. o

Céach 2: Nhap phai chudt trén 6 hodc ving Cell duoc chon, chon 1énh - Itj ER Copy -

aste
Cut. - ¥ Format Painter
Céch 3: Nhan td hop phim Ctrl + X Clipboard E

Céch 4: Chon 6 hay khdi can di chuyén dir lidu, dua con tré dén khung dam bao xung quanh 6 hay khdi dén
khi théy con tro ¢ hinh miii tén bon dau xuat hién. Giir va ré chudt dén noi can, tha chudt ra.
Luu ¥: Sau buée hai 6 hay khéi 6 duoc di chuyén dir liéu s& c6 vién den tring chay bao quanh.

+ Dan dir liéu (Paste):

Két qua cudi cing cua viéc Copy hay Cut 1a dua dit liéu d6 dén vi tri méi. Bé dan dit liéu da duge Copy hodc
Cut can thyc hién theo cc budce sau day:
- Buoc 1: Nhép chudt chon t&i vi tri cAn dan dit liéu (chi can chon 6 dau tién)

- Buoc 2: Thuc hién theo mot trong cac cach sau day:



Céch 1: Tir tab Home trén thanh Ribbon tim téi nhém Clipboard nhip chon H - DR &

1énh Paste. HOME  INSERT  PAGI
. X - Ny 1A s ar A it X | Calibri -1 -
Céch 2: Nhap phai chudt 1én vi tri dich, chon Iénh Paste. _' i -
Bz - B I U- A 4
Céch 3: Nhén t3 hop phim Ctrl +V Y He DA

Clipboard ra Fant ]

Luu y: Vi cac budce trén s& dan toan bo thanh phan c¢é trong Cell hay nhém Cell da Copy hodc Cut. Tuy nhién
trong mot sd truong hop ngudi dung chi mudn lay két qua 1a gid tri hay cong thire hoic dinh dang,... cua Cell

hay nhom Cell 6. Vi nhimg truong hop nhu vy chung ta phai sir dung Paste Options, c6 thé thuc hién cong
viéc nay theo cac cach sau day:

- Céch 1: Sur dung cac 1énh trén Trong muc Paste
A . il
thanh cong cu Ribbon M | Paste: Dan toan bo ndi dung, dinh dang, cong thic,...
- Ly il
o © hae Jr | Fomulars: Chi chon cdng thirc
HOME INSERT PAL .ﬂ.
Calbri <1 - “f. | Fomulars & Number Formatting: Chon cong thuc va dinh dang
B I U- A A s £
S Mo A- =4 | Keep Source Formatting: Git nguyén dinh dang goc
fon ] e A z
T = | No Border: Khong co Border
L[ 20 s
r = | Keep Source Column Widths: Gilt nguyén dd rong cua cot

Paste Values
= & [
123 123 23

Other Paste Options Trong ml.lc Paste VallleS

- N K
#8 | Transpose: Chuyén cot thanh hang, va nguoc lai

PAEG = T
: 123 | Values: Chi chon dir liéu
Paste Special... =

; % Values & Number Formatting: Chon dir li¢u va dinh dang
Céch 2: Su dung popup menu, = -

) ) ) ] & | Values & Source Formatting: Dit liéu va dinh dang goc
dé thyc hién ban nhap phai —

o X ] Trong muc Other paste options
chudt tai vi tri can dan dir liéu. =
%¢ | Formatting: Chon dinh dang

Paste link: Chon cac duong link

] | Picture: Chi chon cac hinh anh
=

¢l | Linked picture: Chon céc lién két hinh anh

+ Trong muc Paste Special: Paste Special !

() Al using Source theme

() Al except borders

() Column widths

() Farmulas and number formats

'::3 Values and number formats

All merging conditional formats

Operation

o Hone Multiply
-:.::- Add () Divide
() Subtract
[ skip blanks [ ranspose
Paste Link Cancal
Hang muc M0 td
All Dan ca gia tri va dinh dang cia viing nguon
Formulas Dén gié tri va cong thire, khong dinh dang
Values Chi dan gia tri va két qua caa cong thac, khong dinh dang
Formats Chi dan vao dinh dang, bo qua tat ca gia tri va cong thirc




Comments

Chi déan vao chu thich cua céc 6, bo qua tat ca gid tri va cong thirc

Validation

Chi dan vao cac qui dinh xac thyc dir li¢u cho vung dich

All using source
theme

Dan vao moi thir va ding mau dinh dang tir viing nguén

All except borders

Dan vao moi thir va loai bo cac khung vién

Column widths

Chi dan vao thong tin qui dinh chiéu rong cot

Formulas and
number formats

Dan vao gia tri, cdng thire va cac dinh dang géc cua cac con s, cac dinh dang
khéc bi loai bo.

Values and Dan vao gia tri, két qua cua cong thire va cac dinh dang géc cua cac con sb.
number formats

None Khong kém theo viéc tinh todn nao trén dir liéu sip dan vao.

Add Cong cac gia tri cuia viing ngudn vao cac 6 twong Gtng ¢ ving dich

Subtract Céac 6 mang gia tri caa ving dich sé& trir di cac 6 twong tng ciia ving nguon.
Multiply Céac 6 mang gia tri caa ving dich s& nhan véi cac 6 twong &ng cua vling nguon.
Divide Cac 6 mang gia tri cua vung dich s& chia cho cac 6 twong (rng cua ving nguon
Skip blanks Khong dan dé cac 6 rong ¢ viing nguon vao 0 ¢ gia tri & ving dich
Transpose Dan vao va dao dong thanh cot hoac nguoc lai

Paste Link Dan vao va tham chiéu 6 dich dén 6 nguon

4. Pién dir liéu bing Fillhand

Fillhand: La sao chép nhiing dir liéu gidng nhau hay sap s tht ty ting dan. Piéu nay giup ban it tén thoi gian

hon khi nhap mét ) luong dir lidu giéng nhau, hay rat hitu ich khi danh s thr tu cho mot danh sach dai.
- Pién ndi dung hay cong thirc gidng nhau cho nhiéu cot

Buoc 1: Chon Cell chirta ndi dung can dién cho cac 6 con lai A B c
1
2 |STT SAN PHAM
3 1 Déu gdi
4 | 2[statim1 |
6
Buoc 2: Gia sur chung ta dién noi dung 6 B5

+ Di chuyén chudt xuéng phia goc phai bén dudi ciia Cell vira

cho cac 6 phia duoi

chon.
+ Khi con tro chudt chuyén thanh hinh déu “+” mau den nhin A B
gitr va kéo chudt xuong dudi, sau khi qua hét nhiing 6 can dién }‘ _ _
dit ligu thi tha chut 2SI SAPHAM
r r A7 A e A A ’ A s A A 3 g
Luu y: Co thé ap dung dé€ dién ndi dung cho céac cdt phia trén, bén h SlSta tam 1
phai hay bén trai. 5 St m 1
6 Sira tAm 1
Buée 3: Thay d6i két qua dir liéu sau khi kéo Fillhand. Sau khi 4 a BEEBEE c D E
dién xong ndi dung ban c6 _thé tiy chinh két qua bang cach nhdp  , srr  six pHAM
o= 3 1 Déu géi
chon nat Auto Fill Options ™ 4 2(Stra thm 1
5 Sira thm 1
+ Copy Cells: Copy toan by ndi dung, dinh dang, cong thue, ... 4 Sifa tm 1
+ Fill Series: Copy dit liéu trong d6 phan s ting dan. ; % -
Copy Cells
+ Fill Formatting Only: Chi Copy dinh dang 9 O Fil eries

+ Fill Without Formatting: Chi 13y dit liéu khong lay dinh dang.
+ Flash Fill: Thuc hién Copy va bd qua cac dang dir li€u nhap 12

10 O Fill Eormatting Only

o
11 -
O Flash Fill

Fill Without Formatting

vao ¢o do dai 16n hon 255 ky tu.
5. Chén thém mét Cell (6):

Pé chén mot Cell vao vi tri 6 da chon thi ta thuc hién theo cic bude sau day:




- Budc 1: M6 hop thoai Insert
+ Cach 1: Str dung thanh Ribbon: Chon Tab Home, trong i B [T AutoSur
H

group Cells chon Insert->Nhan chon Insert Cells... et Delete Format D1

- - - & Clear~

EE Insert Sheet Rows

U nsert Sheet Columns

Q Insert Sheet N
, e . Apox A A A A BT C D E
+ Cé&ch 2: Nhap phai chudt vao 6 can thém, chon Insert... 1 — —
2 STT  SANPHAN ™ORN X RBIAN
3 1Dingsi ° 1=V ATECEA
4 2fswmtim1 ),
3 By Copy
6 ily Paste Options:
' 2
2 Paste Special...
10 Delete
1 E\Ear Contents
12 A Quick Analysis
13 Filter 3
14 Sgr; 3
i3 —
+ Cach 3: Nhan t6 hgp phim Ctrl + Shift + =
- Budce 2: Sau budc md hop thoai Insert xuat hi€n nhu hinh duéi day:
Insert R + Shift cells right: Chén thém Cell méi vao vi tri hién tai va chuyén toan

Insert bo ndi dung cua 6 tuwong (g sang bén phai.

() shift cells down + Shift cells down: Chén thém Cell vao vi tri hién tai va chuyén toan bd
() Entire row
I © Entire column I ndi dung cua 6 tuong ing xudng phia dudi.

|[ OK ]’ Cancel ]

6. Xda Cell (6):

Dé x6a mot Cell vao vi tri 6 da chon thi ta thyc hién theo cac budc sau day:
Buoc 1: Mo hop thoai Delete

+ Cach 1: Str dung thanh Ribbon: Chon Tab Home, trong %2 B 9 X Autosum - A i
A B H IEI & Fill- zY

group Cells chon Delete->Nhan chon Delete Cells... rocrt T root Sort & Find &

- - = Clear - Filter = Select =

iting

5% DeleteSheetRows [0 Cetls (Ctrien)

% Delete Sheet Columns

L L_‘X Delete Sheet o P
. ; £ . A A B c D E
+ Cé&ch 2: Nhap phai chuot chon Delete... . —
2 lsTT SANPHANT™=M |1 A A% 0 B
3 | Diugpi ° L= OAu-wAY
4| fswatim1 |
5
- Em Copy
6 ‘& Paste Options:
i i
8 Paste Special...
9
0 Insert...
11 Clear Coptents
12 /8 Quick Analysis
13 Filter 3
14 Sort 3

7 Insert Comment
+ Céch 3: Nhan t6 hop phim Ctrl + -

- Bu6e 2: Sau bude mé hp thoai Delete xuat hién nhur hinh dudi day:



Delete

Delete

» BEN

I Shift cells up

[ Entire row

() Entire column

Cancel

7. Gop Cell (6):

+ Shift cells left: X6a 6 hién tai va chuyén toan bd ndi dung cua 6 bén
phai vao. Vi du: Xo6a 6 A3:

A3 v fr Al - Jx
A B A B

1 1

2 STT SAN PHAM 2 |STT SAN PHAM

4 2|Stta tim 1 4 2 Sira thm 1

5 >

+ Shift cells up : X6a 6 hién tai va chuyén toan bo ndi dung cua 6 phia
dudi 1€n sang tuong Ung 1én phia trén. Vi du x6a 6 B3

Dé o thé gop nhiéu Cell (6) lai voi nhau ban thuc hién theo cic budc sau day:

- Butge 1: Chon nhom Cell (6) can gop.

- Buoce 2:

+ Tir thanh c6ng cu Ribbon nhap chon Tab Home,

tim t&i nhom Alignment.

+ Nhip chudt vao miii tén bén phai lénh Merge,

trong danh sach d6i xudng chon kiéu Merge cho

cac Cell.

e Merge & Center: Nhom tat
ca cac 6 can gop thanh mot
0 duy nhat va cin noi dung

vao gitta.

Merge Across: Nhom céc
Cell hoac nhom Cell thanh

cac Cell 16n theo chiéu doc.

© e N e e oW e

B3 - Jr B3 - Je
A B A B
1 1
2 |STT SAN PHAM 2 |STT SAN PHAM
3| 1[Diugsi | 3| i[statim1 |
= | | L ]
4 2 Sira tam 1 > 4 2
E—F‘ General -
ey P %0
AR
Alignment Merge & Center
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