IIG Viét Nam Bai tap MOS Excel 2016

BAI TAP MOS EXCEL 2016

BAI 1: GIOI THIEU MICROSOFT EXCEL 2016
I. Bai tap thuc hanh:

|Bai 1:

Trong bai tap nay, ban s& bat dau Excel va truy cdp mot s6 cong cu dé xem chiing hoat dong nhu thé nao.
1 Khdi chay Microsoft Excel.

Man hinh Excel Startup dwoc hién thi. Tw ddy, ban co thé chon mo mét so lam viéc hién co hodc tao mot s6 lam
viéc moi bang mau so lam viéc.

? - O X

Excel Search for online templates O Sign in to get the most out of Office

Learn more
Suggested searches: Budget Invoice Calendars

Expense List Loan Schedule

Recent

You haven't opened any workbooks recently. To
browse for a workbook, start by clicking on Open
Other Workbooks. A B e

_ - — >
Open Other Workbooks 3
- : Take a
5
6 tour
B;\kwodd)ook Welcome to Excel
Ermm EE——" [T

oare

RIS 2013

mEmEmmE

My financial portfolio Home loan comparison Any year calendar m

2 Nhip chon Blank Workbook dé tao mét s6 1am viéc tréng moi.

Office Backstage View duoc sit dung dé thuc hién cdc chire ndng quan ly tép tin nhw in, chia sé, xudt hodc
thay déi cdc tuy chon Excel.

Nhap chon thé File.

Nhiap chon nut &l Back dé quay lai S6 tinh.

Str dung con tro chudt dé tro dén thé View.

Lueu y cdch thé View noi bdt dwdi dang mau khdc ngay cd khi ban chiwa nhap vao.
Nhép chon thé View dé kich hoat no.

Tré chudt toi the Page Layout, nhdm Workbook Views va cha y cach mau cua nit thay di.

© o0 N oo o0 B~ W

Nhip chon vao Page Layout dé xem cach ché do xem thay doi.

10 Trén thé View, nhdm Workbook Views, chon Normal dé chuyén vé ché d6 xem mic dinh.
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11 Di chuyén con tro dén thanh trugt Zoom & dudi ciing bén phai ctia man hinh. Nhip va kéo thanh trugt sang
phai cho dén khi ban thay ty 1¢ phan trim thu phong thay d6i khoang 200%.

12 O phia bén phai ciia Ribbon, nhip chon nut ~ Collapse Ribbon.
Lwu y ban c6 thé thdy mét vai hang khdc trén man hinh. D€ tam thdi hién thj thé Ribbon, chi cén nhép vao bat
ky thé nao.

13 Nhap vao th¢ Home, sau d6 chon thé Formula.

14 Nhip chudt vao mot ving tréng ciia thanh tiéu dé Excel dé an Ribbon mét 1an nira.

15 Nhip va kéo thanh truot theo cach khac dé phan tram thay doi thanh 50%, sau d6 kéo thanh truot dé tra vé thu
phong dén 100%.

Ribbon cé thé duoc dét lai dé mé lai.

16 Nhip chon nut [ Ribbon Display Options, sau d6 nhap vao Show Tabs and Commands dé hién thi lai toan
bd Ribbon.

17 Di chuyén con tr6 1én dau man hinh va nhap chon mét s6 thé d€ xem cac 1énh dugc phan loai va nhom trén cac
thé nhu thé nao.

18 Bém (Al) dé hién thi cac phim tit trén tab.

19 Bém (PJ dé hién thi thé Page Layout.

20 Sau d6 nhan (MJ @& hién thi Margins options.

W3 DeH

|
Margins Orientation Size  Print Breaks B3
2 - - Area ~

Normal

S Top: 0.75 Bottom: 0.75

L] Left 0.7 Right: 0.7

T Header: 0.3 Footer: 0.3
Wide

T Top: 1 Bottom: 1"

‘ | Left: 1 Right: 1"

11 Header 0.5" Footer: 0.5
Narrow

i — Top: 075 Bottom: 0.75

‘ ‘ Left: 25 Right: 25

et Header: 0.3 Footer: 0.3

m Custom Margins...

21 Bim dé huy tuy chon nay.
Luu y réng cdc phim van duoc hién thi trén thé, vi vdy ban cd thé tiép tuc st dung ban phim dé chon Iénh khdc.

22 Bim hai 1an nita cho dén khi cac phim tit khéng con xuét hién.

Bai 2: |

Bai tap nay cung cap k¥ nang cho viéc lam thé nao dé nhap dir li€u van ban vao mdt 6 trang tinh, dir li€u s€ dong
vai tro l1a nhan hoac ti€u d€ cho cac 6 khac c6 chira dit li€u so.
1 Trong so lam viéc trong méi, bam vao 6 A2.

2 Nhép vao: Price Quote va nhin (Enter)
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~N oo o1 b~ W

10

11

Lwu y 6 hién hoat hién tai ld A3. Khi ban nhén , Excel sé hoan thanh muc nhép di¥ liéu trong 6 hién tai,
sau dé di chuyén con tré 6 dén 6 k€ tiép.

BAm hai 1in dé di chuyén xuéng hai hang.

Trong 6 A5, nhap: Airfare va nhan (Enter),

Trong 6 A6, nhap: Hotel va bAm (Enter),

Trong 6 A7, nhap: Car Rental va bim (Enter).

Trong 6 A8, nhap: Taxes va bam (Enter),

Luu y: Néu ban di nhdp sai gid tri vao 6, chi can chon 6 va nhdp lai muc nhdp chinh xac dé thay thé gid tri
khdng chinh xac.

Bay gio hay thur mot tinh nang dwoc goi la AutoComplete, trong do Excel xdc dinh xem ban dang lap lai cing
mot van ban nhw trong mot é trudc do va hoan thanh no cho ban. Néu dé la van ban ban mudn, ban chi can

nhan dé chap nhan né.
Trong 6 A9, nhap: A.

s [ |

Lueu y rang Excel tir ddng cung cap cho ban mét nhén van ban, dwa trén muc nhdp trede dé ciia ban. Bdy gio
ban co thé nhan phim dé chap nhdan hodc tiép tuc nhdp gia tri ban muon.

Bo qua nhin duoc d& xuit va tiép tuc nhap phan con lai cta vin ban: irport Fees.

Luu y rang van ban mo rong xa hon chiéu rong cot mac dinh cho muc nhdp van ban nay. Néu ban nhdp dir liéu
trong cét tiép theo, phan cia nhdan moi nay tran vao cot tiép theo sé xuat hién dé dwoc cat bo.

Trong 6 A12, nhap: Airline:

Lueu ¥ rang lan nay tinh nang AutoComplete khong bdt. Piéu ndy la do cdc 6 trong (A10 va All) dang ngdn
Excel khoi "looking up" mot gia tri twong tu trudc do trong cot nay.

Nhap ndi dung sau vao cac 6 con lai:

A B C

Price Quote

Cell Text :

ik HOte': —_— 5 |Airfare
B12 Great West Airline 6 |Hotel
B13 Hotel Zathura ; Car Rental
g

8 |Taxes
g |Airport Fees

12 |Airline:  Great West Airline
13 Hotel: Hotel Zathura

Bai 3:

Bai tip nay trinh bay cach nhap dit liéu s6 vao 6 cua trang tinh.

1
2

Trong & B5 cua sé tinh, nhap: 450.
Trong 6 B6, nhap: 1.050.
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3 Trong 6 B7, nhap: 225.
4 Trong 6 B8, nhap: 46,50.
5 Trong 6 B9, nhép: 9.9.
6 Nhép vao 6 A9.
Luu y trong 6 A9 phcfn ctia muc nhdp van ban da tran vao 6 B9 hién bj an vi mot gia tri duoc nhdp vao 6 B9.
Tuy nhién, thanh céng thirc cho thdy dit liéu trong 6 A9 khéng thay doi.
7 Nhép vao 6 D8 va nhap: 3.1%.
Excel dién gidi cdc gid tri dd nhdp dwéi dang sé va can chinh chiing ¢ bén phdi ciia 6. Tuy nhién, néu ban nhdp
bat ky ky tir khong thé nhdn dang nao, hodc chén dau phdy, hodc dau thdp phdn & sai vi tri, Excel sé xit Iy toan
bo noi dung cia 6 do duoi dang nhan va can chinh né ¢ bén trdi cua 6.
8 Trong & D9, nhap: 2,2% (bao gdm dau phay).
A B C D
2 |Price Quote
; Airfare 450
6 |Hotel 1,050
7 |Car Rental 225
8 |Taxes 46.5 3.10%
9 |Airport Fe 9.9 2,2%
10
12 |Airline:  Great West Airline
13 |Hotel: Hotel Zathura
Lueu y rang Excel can chinh dit liéu & phia bén trdi ciia 6. Vi ban dd nhdp dau phay thay vi dau cham, Excel
gid dinh rang muc nhdp 6 la gid tri vin ban.
9  Di chuyén tré lai 6 D9 va nhap: 2,2% dé thay thé cac ni dung khong chinh xéc ciia 6 do.
Bai 4:

Bai tap nay ching t6 viéc sir dung ngay thang.
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Luu y rand Excel sg gzt ngay ¢ ginh dgng Mie dink va can chinh ngay ¢ bén phgi.

Enter
Enter
A B € D E
2 |Price Quote
3 |Asof: 30-Jun Expires:  15-Jul-13
4
o
5 |Airfare 450
6 |Hotel 1,050
7 CarRental 225
8 Taxes 46.5 3.10%
9 |Airport Fe 9.9 2.20%
10
12 Airline:  Great West Airline
13 |Hotel: Hotel Zathura
14

diéu khién (Control Panel) ciia Windows.

6 Chon 6 B3.

Bai tap MOS Excel 2016

1  Trong 6 A3, nhap:
As of: va nhan

2  Trong 0 B3 nhap:
30 Jun va nhan

3  Trong 6 D3 nhép:
Expires: va nhan

4  Trong 6 E3 nhap:
Jul 15, 2013 va nhin

5 Chon 6 E3.

Gia tri ngay cho 6 nay
ciing xudt hién trong
thanh céng thirc. Chudi
gia tri ngay twong ung
voi cai dat trong Bdng

BG6i vi ban chwa bao gom ndm trong gid tri ngay nay, Excel gia dinh d6 la nam hién tai va thém né cho ban.

Neu ban muon mot nam khdac, ban phai nhdp no nhw la mot phan cua ngay.

[Bai 5:

Trong bai tdp nay, ban s€ luu s6 lam viéc mdi ma ban vira tao ra.

1 Trong Thanh cong cu truy cdp nhanh (Quick Access Toolbar), hiy nhip vao Save.

Office Backstage View hién thi va lénh Save As dicgc chon. Méc dit ban di nhdp vao Save, Excel sé tir dong
chuyén sang Save As cho bat ky so lam viéc méi nao chua tung dwoc luu trucc day. Lénh Save sé luu so lam
viéc hién tai vao dia si dung cung mot tén va vi tri luu triv. Lénh Save AS la can thiét dé yéu cau ban gan tén

80 lam viéc va vi tri lwu tri.

Book1 - Excel

Browse

Save As
&& SkyDrive B;’ Computer
Recent Folders
N My D
L‘; Computer ly Documents
Desktop
* Add a Place

2 Nhép vao My Documents. Ngoai ra, hily nhap vao nit Browse néu thu muc mong muén khong duoc hién thi
trong cac Recent Folders hoac Current Folder.

Hop thogi Save As hién duoc hién thi véi néi dung thu muc My Documents duoc hién thi.
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3 Trong ngan bén trai cia hop thoai Save As, diéu hudng dén noi cac tap tin dit li¢u sinh vién dugc dat cho phﬁn
mém hoc tap nay. Kiém tra voi nguoi hudng dan cta ban néu ban khong chic chén vé vj tri do.

Luu y rcing Excel da nhap tiéu dé hién tai ciia s6 lam viéc lam dé xudt cho tén tdp tin. Ban co thé sir dung tén
nay hodc thay thé bang tén ban chon.

Bt cit khi ndo van ban dwoc danh dau (Z255) trong mét hép, ban cé thé bt dau nhdp dé thay thé van ban hién
tai thay vi xoa cdc ky tw dau tién va sau dé nhdp vao tén maoi.

4 Nhap vao trudng File name va nhap: Price Quote 0630 - Student véi Student 1a tén ciia ban.

Save As [ x|
1 [ » Libraries » Documents » v o Search Doc L
Organize v New folder §= ~ @
A i S 5 . 5 A
— Name Date modified Type Si
Custom Office Templates
[ Favorites ] AirKm Awards
B Desktop £ AutoFill Series
& Downloads 7] Balance Sheet
=1 Recent places B Clear Formats Demo
" Customer Feedback
4 Libraries £°] Department Budget
| Documents 7 Eco Cruises %5
&' Music vl % >
File name: | Price Quote 0630 - Student v
Save as type: | Excel Workbook v
Authors:  JMartinez Tags: Addatag
[]Save Thumbnail
~ Hide Folders Tools v [ save | Cancel

0630 trong tén bang tinh giip phdn biét tap tin nay véi nhiéu tdp tin bdo gid khdc ma nguoi ding cé thé da
lwu trie trén cung mot 6 dia.

5 Nhip chon Save.
Luu y rang thanh tiéu dé bay gio chira tén tdp tin méi la xdc nhdn truc quan rdang tap tin gio- ddy da dwoc luu.

Lueu y: Ban ciing ¢6 thé nhan ENTER sau khi nhdp tén tdp dé hru.

|Bai 6:

Trong bai tip ndy, ban s& tao mot s 1am viéec méi bang cach sir dung cac phuong thirc khac nhau.
1 Nhén CD+),

Bay gio ban sé co mgt s6 lam viéc trong maoi co tén Book?2 trén man hinh, xuat hién trudc bat ky sé lam viéc
nao khac hién dang mo.

2 Néu cira s6 Excel dugc phong to dén toan man hinh, hdy nhap vao nit 7 Restore Down dé thay d6i n6 thanh
ctra so.

Hai 56 lam viéc hién co thé nhin thay trén man hinh cua ban.
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BHo- ¢ ; ||
H S - Book2 - Excel 2@ - 0O %
HOME = INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW signin [
. I 2 @|i= - - -
Ds@ [Calor '|“ Ja  ==Ev = |[Genera Bl &) Conditional Formatting E"Insen > éY H
o By~ - [ Format as Table X Delete ~ [T~ Jo—
aste - - - s EE=EEeE B - 0 00 e ol in
of ¢y BIU-EH-O-A S=S=E= $-% 0 BB sty EiFormat~ @+ Fiker~ Select~
g Cipboard Font [ Alignment [ Number o Styles Cells Editing ~
AL - £ v
1 A B C D E F G H J L M N o [=]
0 —
32
413
5(4
6ls
716
8l7
9ls
10] o
1110
12 11
13 12
14] 13
150 14
16| 15
16 S
RE Sheetl | @ 41 3]

Luu y n%ng thanh tac vu Windows hién thi hai sé lam viéc hién dang mo.

3 Nhip chon File dé hién thi Backstage Office va sau d6 nhap chon New.

Ngoai tity chon Blank workbook, mét sé mau sé lam viéc khdc ciing sdn cé.

4 Cudn man hinh xudng, chon Vacation items checklist, sau ¢ nhip chon Create trong cira s6 bét 1én tiép theo.

Excel hién hién thi danh sach kiém tra ky nghi day mau sdc.

P

7

“on (1

checklist

PHE Y

tems

- Double-click done when item ha:
P> packed or repacked.

TIPS

Vacation Items Checklist ®

- Packlight -

il

| >

READY H M -—F—+ 100%

Pay la mét vi du vé cdch sir dung cdc mau cé thé giip ban tiét kiém thoi gian va cong sirc khi tao mét bang
tinh. Nhiéu phan tw ban thay trong tai liéu nay sé dwoc trinh bay sau hon trong phan sau.

Ban ciing ¢ thé chon tir cdc mau cia riéng minh, tir trang web ciia Microsoft hodc cdc trang web Internet
khac. Dé sw dung mau tir trang web cua Microsoft, hdy s dung tinh nang tim kiém.

5 Nhép chon File mgt 1an nira va nhip vao New.

6 Nhép: budgets trong hop van ban tim kiém va nhin (Enter),

Tét ca cde mdu cé san trong trang web co lién quan dén khéa tim kiém ciia ban hién dwoc hién thi. Nhin lect
qua thanh cudn doc cho biet nhieu mau cé san co lién quan den budgets. Ban co thé sir dung bang Category ¢
bén phdai dé dung bo loc dé tim cac mau phu hop nhat voi nhitng gi ban dang tim kiem.

7 Trong bang Category ¢ bén phai, hiy nhap vao Budget, Business, Expense, Industry va Small Business.
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Vacation items checklist1 - Excel ? - 0O X

Signin

New

€} Home  budgets 0

= Category
Budget
Business
Expense
Industry

Small Business

(LR R

T Calculator

el o i Char

Blue

Event budget Small business expense sheet
Finance - Accounting

Account Graph

Graphics

Options

MR e N e ow s e e s s s

Landscape

8 Cudn xuéng man hinh, nhip vao Travel expense calculator, sau d6 chon Create trong cira so bat 1én tiép theo.

|Bai 7:

Bai tap nay chi ra 1am thé nao dé chuyén ddi gita nhiéu s6 1am viéc dugc md cing mot luc.
1 Nhéip chon thé View.
2 Trong nhém Windows & bén phai, nhap chon Switch Windows.
3 Nhiap chon Vacation items checklist1.
S6 lam viéc nay bay gio sé dwoc hién thi trén dau trang cia cdc sé lam viée khdc.
4 Tro6 chudt vao nut Excel trén thanh tac vu & cudi man hinh.
5 Nhiap chon Price Quote 0630 - Student.

S6 lam viéc nay bdy gio sé dwoc hién thi trén dau trang cua cdc so lam viéc khdc.

|Bai 8:

Trong bai tdp nay, ban s€ st dung mot ) k¥ thuat khac nhau dé luu va sau d6 dong nhiéu sb 1am viée.
1 Nhap chon File va sau d6 Open.

2 Nhip chon Computer, sau d6 Browse.

3 Pidu hudng dén noi cac tap tin dir liéu sinh vién duoc dinh vi, theo chi dan cta nguoi huéng dan.
4 Nhéap chon tap tin Popular Tours va nhip chon Open.

Gia sie rang bdy gio ban dad hai long voi viéc xem ndi dung cua so lam viéc nay va ban khong can phdi tiép tuc
Xem no nita.

5 Chon File, va Close.

Tdp tin Popular Tours khdng con trén mdn hinh nita. By gio déng mét sé lam viéc khdc bang cdach sir dung
nat Close.

6 Trén thé View, nhom Windows, hiy nhap chon Switch Windows.
7 Nhip vao Vacation items checklist1.

8 Nhap vao niit X Close ¢ goc trén bén phai cua s lam viéc nay.
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9

10

11

12

Bai tap MOS Excel 2016

Néu hdp thong bao bat 1én duoc hién thi v&i cau hoi: " Do you want to save the changes you made to Vacation
items checklist1?", hay nhép chon Don’t Save.

Péng s6 lam viéc khac, nhing sir dung nit déng trong ban xem truede trong thanh tac vu.

Tr6 téi nit Excel trén thanh tac vu, sau d6 tré dén s6 lam viéc EventBudgetl va bam nut Ed Close & s6 lam

viéc d6. Nhap vao Don’t Save trong hop thong béo bat 1én néu né xuat hién.

Tro té1 nit Excel trén thanh tac vu, sau do nhép vao sb 1am viéc Book? dé kich hoat né, va nhan +. Nhéip
vao Don’t Save trong hdp thong bao bat 1én néu nd xuat hién.

Nhap vao nat X Close & goc trén bén phai cta so6 tinh Price Quote 0630 — Student.

Tat ca cac s6 lam viéc bdy gio sé dwoc dong lai. Va boi vi khong co s6 lam viéc nao khac hién dang mo, Excel

ciing sé bi dong.

Bai 9:

Trong bai tip ndy, ban s& kiém tra mot bang tinh dé n6 twong thich trude khi luu nd & dinh dang xls.

1
2

5

Mo Excel.

Trong man hinh khai dong Excel, nhap vao My financial portfolio dé tao mét s6 lam viéc méi bang mau nay,
sau d6 nhap vao Create trong ctra s0 bat 1én xuat hién tiép theo.

Nhéap chon File.
Nhip chon Check for Issues.

Issues ~

Inspect Workbook

s
(\j Before publishing this file, be aware that it contains:
Check for

name and absolute path

rg{ Inspect Document

[Y] Check the workbook for hidden properties
or personal information.

[T Check Accessibility

Check the
with disabilities might find difficult to read

rkbook for content that people

f this file.

. Check Compatibility
Ll] Check for features not supported by earlier
versions of Excel.

Document properties, content type information, printer path, author's

Nhip chon Check Compatibility.

Microsoft Excel - Compatibility Checker 2 SN |

The following features in this workbook are not supported by earlier

0 versions of Excel. These features may be lost or degraded when
opening this workbook in an earlier version of Excel or if you save
this workbook in an earlier file format.

Select versions to show ¥

Summary Occurrences
Significant loss of functionality 0 a
Some formulas contain references to tables that 14

are not supported in the selected file format.

These references will be converted to cell Find Helo
references. Excel 97-2003
Location: ‘PORTFOLIO’

_Some formulas contain references to tables that 30 N

[T] Check compatibility when saving this workbook.

oK

Copy to New Sheet

Poc cac thong tin, sau do nha‘ip OK.

Vi muc dich cua bai tap nay, ban sé tién hanh luu so lam viéc ¢ dinh dang cii hon, mdc du co cdc van de twong

thich chira dwoc gidi quyét.

Nhiap chon File va sau d6 nhip vao Save As.
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8 Nhép chon Computer, va chon My Documents, hoic vao mot thu muc khac theo chi dan cua ngudi hudng
dan.

9 Trong hop thoai Save As, bim vao miii tén Save as type, rdi chon Excel 97-2003 Workbook (*.xIs).

Hop thoai Save As hién thi tat ca cdc sé lam viéc hién cé cung logi. Khong co tdp tin nao khdc trong thu muc

BN
nay.
X X
) B » Libraries » Documents » v & Search Documents r
Organize v New folder g= v @
»
Microsoft Excel o Name Date modified Type Size
1. Custom Office Templates 3/23/20133:24PM  Filefolder
¢ Favorites
B Desktop

% Downloads

OF
. Recent places

- Libraries
E} Documents
J\ Music v <

File name: ‘ My financial portfoliol

Save as type: ‘ Excel 97-2003 Workbook v
Authors: JMartinez Tags: Addatag
[[] Save Thumbnail
4 Hide Folders Tools ~ Save ‘ Cancel

10 Thay ddi File name thanh My financial portfolio - Student va nhép vao Save.
Hép thoai Compatibility Checker duwrge hién thi lai diedi dang canh bdo.
11 Nhap chon Continue.

Defined names or formulas in this workbook may display different values when they are recalculated in an earlier version of Excel if they:

o « Reference cells outside of the row and column limit of an earlier version of Excel

« Include functions that are not supported in an earlier version of Excel
+ Use formula limits that are not supported in an earlier version of Excel (such as greater than 7 levels of nesting)

Do you want Excel to recalculate all formulas when this workbook is opened?

Ys | [ Mo | [ Hep |

Hép thong bdo nay mé ta mét so van dé ban c6 thé gip phdi khi sie dung phién ban Excel cii hon. Hop thoai
Compatibility Checker cung cap cho ban chi tiét vé su khdc biét. Boi vi ddy la mét canh bdo tiéu chudn cho
bdt ky sé lam viéc nao cé chira cong thire, nhitng van dé nay cé thé khong dp dung cho sé lam viée hién tai.

12 Nhép chon Yes.

13 Poéng s6 lam viéc.
14 Khoi tao Excel, chon s6 tinh My financial portfolio - Student va mé né.

Tén bang tinh trong thanh tiéu dé by gio- hién thi nhan [Compatibility Mode] bén canh né. Piéu nay cho thdy
$6 lam viéc nay s dung dinh dang tap tin cho phién bdn Excel cii hon.
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H - s My financial portfolio - Student [Compatibility Mode] - Excel ?27 H - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in
oD @ [es 2 v | ®®|nsert ~ - ]
‘ ‘j j( SegocliLight -|10 -|A & =B_ Fo = General = F{j Conditional Formatting % Insert E e\,\y H
5 — 3 ~ L‘ Format as Table - < Delete ~ [¥|~ S‘— i F A8
aste A === i B - €0 00 s ort & Find &

2 B I U i - A E=E=EE B $-% 1 %% 7 Cell Styles~ B Formats @ Fiter~ Select~
Clipboard 1 Font ] Alignment [F Number F Styles Cells Editing A
Al Y f ¥

A H P
1
MY PORTFOLIO Total Value of Portfolio: $49,654.10

15 Pong lai s6 1am viée va khong luu bat ky thay doi nao.

[Bai 10: |

Bai tap nay trinh bay cach chon pham vi 6 bang chudt trong trang tinh trong dé ban c6 thé nhanh chong xac dinh
pham vi.

1 Khoi dong Excel voi mot s6 lam viée tréng méi.
2 Chon mét 6 don 1¢ bang cach nhip vao 6 A9.
3 Chon mot dai 6 béng cach giir nat chudt trai trong 6 A9, kéo chuot dén 6 C5, roi nha chuot.

Man hinh sé tréng giong nhw vi du sau:

L S0 MmN n s W

4 Chon toan bo cot bﬁng cach nhép vao cot E header ¢ du trang tinh.

5  Chon toan bo hang bang cach nhép vao tiéu dé hang 14 ¢ phia bén trai ciia trang tinh.

6 Chon toan bo trang tinh bang ‘Cé.Ch nhép vao Select All‘é goc trén cung bén trai cua trang tinh (hinh tam giac
mau xam ¢ bén trai cua ti€u dé cot A va phia trén tiéu dé hang 1).
Bay gio hdy chon nhiéu hon mét ddi 6 khéng lién tuc.

7  Chon pham vi 6 tir B4 dén B7.

8  Giit va chon cdc 6 tir D11 dén E18.

9 Tiép tuc gitr € va chon céc 6 tir F2 dén D3. Giai phong Ct) .

Man hinh hoan thanh sé xudt hién twong tw nhu vi du sau:
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0N RWN

g
1
12
13
14
15
16
17
18

19

Bay gio, hay sir dung ban phim dé chon mét ddi 6.
10 Chon 6 A9.

11 Trong khi nhan giit phim (8hif), bAm céc phim miii tén thich hgp dé mé rong pham vi dén 6 C5. Giai phong
phim

Bay gio- hdy thir chon mét ddi 6 khdc bang cdch sir dung phwong phép khéng ding ban phim.
12 Chon 6 E10.
13 Trong khi nhan gitt phim (8hf), nhip vao 6 G15.
14 Poéng va hay s6 lam viée.
I1. Bai tap ly thuyét:
Liét ké mot sb loi ich cua viée st dung trang tinh (Worksheet).
Giai thich su khac biét gitta mot Worksheet va Workbook.
Giai thich cach cac 1énh dugc nhom lai trén Ribbon va cach ban truy cép ching.

Giai thich cach ban c6 thé truy cap Ribbon bang ban phim va sau d6 1a cach truy cép cac lénh.

g ~r W N

Giai thich khi nao t6t hon 14 tao mot s6 lam viée tréng va khi nao t6t hon 1a tao mot s lam viéc méi béng cach
sir dung mot template.

(e}

Giai thich sy khac biét gitra viéc stir dung 1énh Save va Save As.
7 Cung cép cac vi du vé cac loai dit liéu khac nhau.

8 Liét ké cac dinh dang khac nhau ma ban co thé su dung dé nhép ngay dé Excel nhéan ra n6 dudi dang gia tri
ngay thang.

9  Giai thich Iy do tai sao ban s& luu s6 1am viéc bang dinh dang cac phién ban Excel trudc.

10 Giai thich cach ban c6 thé chon cac ving khac nhau cua trang tinh cing mot lic va tai sao ban c¢6 thé mudn sir
dung tinh nang nay.

BAI 2: XAY DUNG DU LIEU TRONG O
I. Bai tap thuc hanh:
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Bai 1:

Bai tap nay trinh bay cach chinh stra ndi dung cia cac 6 chlra van ban, sO va ngay thang.

1
2

10

11

Néu can, hay khoi dong Excel va md s6 lam viéc World Travel Destinations.
Luu s6 lam viéc duéi tén World Travel Destinations - Student.

True tién, ban nhdn thdy rang EqQypt va France cé thanh phé thii dé ciia nhau. Ban sé chuyén doi chiing bang
cach thay thé cac 6 bang cac gia tri chinh xadc.

Chon 6 B8, g&: Cairo va bAm (Enter),

Chon 6 B9 va go: Paris.

Bay gio hdy thir sir dung ché do chinh sira dé sira doi ndi dung ciia mét 6.

Chon 6 A2 va nhin (F2).

B4m phim hai lan.

Nhap: na va nhan (Enter),

Noi dung cua 6 bay gio sé la Argentina.

T ié'p theo, thue hién mét sé chinh sira cho cdc sé.

Chon 6 C4 va g6: 30.510.

Chon 6 C3, bAm (F2) va b4m (Home), Nhap: 768 va nhan dé gia tri cudi cung hién thi 1a 7,686,850.

Ban ciing cé thé sira doi cdc gid tri ngdy thang. Luu y rang chudi thang va ngay trén mdy tinh cia ban sé tity
thudc vao cai dat khu vuc trén may tinh cia ban.

Chon 6 B22, nhin va nhin o) dé din@i con tré & bén trai gia tri thang 1. Bam va nhép: 6 dé
thay doi thang sang June, sau d6 nhan .

Cuoi cung, chinh sia phan con lagi cia trang tinh.

Str dung 2, (Delete), (Backspace) 15 ¢4 phim ban phim khac khi can thiét dé sira cac 6 dugc chi dinh
nhu sau:

Cell Should Be A 8 c
s 1 Country Destination  Size (sq km)
AS Brazil 2 |Argentina BuenosAires 2,766,890
A10  Germany 2 |Australia Melbourne 7,686,850
Al4 Italy 4 |Belgium Brussels 30,510
. . 5 |Brazil Rio de Janeiro 8,511,965
A20 United States of America e gl —
B14  Rome 7 |Cuba Havana 110,860
B19  London 8 |Egypt Cairo 1,001,450
9 |France Paris 547,030
ci3 3,287,59% 10 |Germany Berlin 357,021
cn 1,892 11 |Hong Kong Hong Kong 1,092
12 |Iceland Reyjkavik 103,000
13 |India Mumbai 3,287,590
14 |Italy Rome 301,230
15 |Netherlands Amsterdam 41,526
16 South Africa Cape Town 1,219,912
17 |Spain Barcelona 504,782
18 Thailand Bangkok 514,000
19 |United Kingdom London 244,820
20 United States of America New York 9,629,091
2
22 List updated on: 30-Jun-13

12 Luu s 1am viéc nhung khong dong.

Trang 13/155



IIG Viét Nam

13 Trén Thanh cong cy truy cap nhanh, nhip vao Undo.

Bai tap MOS Excel 2016

Gid stk ban thay doi y dinh vao thoi diém nay va can phai ddo nguwoc thay doi cudi ciing dwege thiee hién.

Gid tri trong 6 C11 da thay déi vé 101,092.

Néu sau dé ban quyét dinh rdng thay déi thue sw chinh xdc, ban cé thé lam lai hodc lap lai thay doi cudi cung

dwoc thuc hién.

14 Trén Thanh coéng cu truy cdp nhanh, chon Redo.
Gid tri trong 6 C11 da thay déi vé 1.092.

1

5 Luu va dong so lam viéc.

Bai 2:

Bai tap nay cho thdy cach sao chép va di chuyén ndi dung ciia cac 6 tir mot phan cua trang tinh niy sang trang tinh

khac. N6 cling thé hién viéc str dung cac nhan van ban lam ti€u d¢ hang va cot.

Mo s6 1am viéc Office Expenses va luu n6 dudi dang Office Expenses - Student.

Gia su rang can thém hai chi phi khdc vao bang tinh. Bé lam diéu nay, ban co thé chi can nhdp dit liéu vao o

Gia st mot s0 chi phi van gitr nguyén nhu nhau moi thang. Cdc gid tri nay co thé dwoc sao chép sang cac 6

1
trong ngay bén duwdi dir liéu hién cé.
2 Nhap dit liéu méi nhu sau:
Cell Should Be
A1l Advertising
A12 Utilities
B11 250
B12 325
Ban ciing co thé thém nhiéu dir liéu hon trén cdc cot.
3 Nhap dir li€u méi sau:
ICell Should Be
Cc4 February
D4 March
khéc.
4 Nhap chon 6 B5 va kéo chudt xudng dé chon 6 BS.
)

Trén thé Home, nhdm Clipboard, chon Copy.

=)

1 |Tolano Adventures
Office Expenses

B

January

Rent
Telephone
Internet
Photocopier

5000,
150,
125

80

Wi N WM b W N

Supplies
Courier

11 |Advertising
12 |Utilities

250

65
250
325

February March

Lueu y rang ving chon xudt hién xung quanh cdc 6 B5 xuong B8 dé cho biét rang ban da sao chép ni dung ciia

chang vao Clipboard.
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6 Chon 6 C5 va trong nhom Clipboard, bam Paste.
Luu y rcing Excel da sao chép dir liéu tie tat ca cdc é duoc danh dau vao dung vi tri, mdc du ban chi chon mot
0. Excel sé tw dong thay the ngi dung cua (cac) 6 hién co bang cdac muc da sao chép.
Ban ciing co thé nhan dé dén cdc muc nhdp vao vi tri nay. Tuy nhién, ky thudt nay sé chi cho phép ban
dan muc nhdp mot lan va sau dé sé tu dong tat vung chon.
7 Chon 6 D5 va nhén (Enter),
Goi y: Ngodi ra, ban co thé tié}) tuc su dung nut Paste dé dén cdc gid tri nay vao nhiéu é dich nhw ban mudn,
mién la vung chon xuat hién xung quanh cac 6 dang dwoc sao chép.
8 Chon cic 6 tir B9 dén B12 va nhip Copy.
9 Chon cac 6 tir C9 dén D12 va nhap Paste.
10 Chon 6 E9 va nhép Paste.
11 Chon 6 F9 va nhap vio Paste.
12 Chon 6 G9 va bam Paste.
13 Nhip vao Undo trong Thanh cong cu truy cip nhanh, sau d6 nhap vao n6 thém ba lan nita.
Tiép theo, hay xem cdch Office Clipboard hoat dgng.
14 Nhap dit liéu méi sau:
Cell Should Be
Cc9 a5
C10 150
C11 325
C12 350
D9 175
D10 168
D11 300
D12 3ee
Bdng tinh hoan chinh sé trong giéng nhw sau:
A B C D
1 |Tolano Adventures
2 |Office Expenses
:‘ January February March
5 Rent 5000 5000 5000
6 Telephone 150 150 150
7 |Internet 125 125 125
8 |Photocopier 80 80 30
9 Supplies 250 95 175
10 |Courier 65 150 160
11 |Advertising 250 325 300
2 |Utilities 325 350 300
13 |
15 Luu s tinh.
[Bai 3: |

Bai tap nay trinh bay cach sir dung tinh nang Dan dac biét bé“mg cach st dung s6 1am viéce chuyén biét lam ndi bat
cac kha nang ctia no.
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1 MG sb tinh Paste Special va luu thanh Paste Special - Student.

Cot A va C chwea cac gia tri die liéu trong cac 6. Cot B chira cac cong thirc tham chiéu cdc 6 trong cot A. Cac
cong thirc sé duoc thdo ludn chi tiet hon trong cdc bai hoc sau.

Trudc tién, hdy thur chi dan cac gia tri tir cot A va B vao mot tdp hop cdc 6 dich.
2 Chon cac 6 A2: B6 va trén thé Home, nhdm Clipboard, bAm chon Copy.
3 Chon 6 G3. Trén thé Home, nhém Clipboard, bam chon vao miii tén ¢ Paste.

Mot trinh don tha xuéng dwoc hién thi.

“_
L]
Paste

-

Paste

O T S ST Y
B Ok B B
e D e
£ Lg8
Paste Values
iR
123 123 "123
Other Paste Options
Qa O O

O
"f,‘mgﬂ

Paste Special...
4 Nhap vao Paste Special ¢ cudi trinh don tha xudng.

5 Trong hop thoai Paste Special, chon Values va chon OK.

A B (e D E F G H

1 |Values  Formulas Values

2] 1017 202 606

3 20.20 40.40! 70.7 10.1 20.2

4) 353030 560.60} 80.8 20.2 40.4

5 | 4.04E+01 8.08E+01 90.9 30.3 60.6

6 JFRED _ fred __ 1JOE 404 808

7 FRED fred

8 & (Ctrl) ~

Goi y: Ngoadi ra, ban ciing c6 thé chon biéu twong ngodi ciing bén trdi trong phan Paste Values ciia trinh don
tha xuéng. Pdy la phirong phdp truy cdp tinh nang nhanh hon thay vi sir dung hép thoai Paste Values.

Bay gio so sanh ngi dung cua tung bg trong hai bd 6 nay - tat cd dir liéu trong cdc 6 nguon da chon dwoc dan
vao cac 6 muc tiéu.

6 Chon 6 B2, nhin vao Formula Bar, sau d6 chon 6 H3 va nhin vao thanh Formula Bar mét lan nira.
7  Lap lai budc 6 cho mdi bo 6 twong ung dudi B2 va H3.

Vi ban dd chon Values, cdc cong thirc trong cét B duoc danh gid va cdc két qud dwoc tinh toan duoc dan vao
cac 6 muc tiéu.

Ciing lieu y rang khong cé dinh dang 6 nao dwoc dan vao cac 6 muc tiéu.
8 Chon cic 6 B2: B6 va trén thé Home, nhém Clipboard, bdm Copy.

9 Chon 6 H3. Trén thé Home, nhém Clipboard, hiy nhip vao mii tén & Paste va tro dén biéu tugng ngoai ciing
bén trai trong phan Other Paste Options cua trinh don tha xudng.

Lueu Y rang cdc 6 trong H3: H7 duge hién thi bang cdch sir dung cdc dinh dang sap dwoc dan, ngay cd khi ban
chura thue sy nhap vao biéu tuwong dan. Pdy la mot minh chitng vé kha nang Live Preview cia Excel — ban ¢6
thé xem truoc cac hiéu ung ciua mot thay doi dinh dang vi no sé xuat hién trén trang tinh. Neu sau do ban di
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10

11
12
13

14

15
16

chuyén con tré chudt ciia minh ma khéng can nhdp, dinh dang sé hodn nguyén tré lai. Kha nang Live Preview
6 san cho hau hét cac tity chon dinh dang trén Ribbon. N6 khéng cé san tir bat ky hdp thoai dinh dang nao.

Nhap vio biéu twong ngoai ciing bén trai trong phan Other Paste Options ciia trinh don tha xudng dé thuc hién
thay d6i vinh vién.

Bay gio hdy xem diéu gi sé xday ra khi ban chi dan cdc cong thirc vao cdc 6 muc tiéu.
Vi cac 6 B2: B6 van dugc chon, chon 6 D2.
Trén thé Home, nhém Clipboard, hiy nhip vao miii tén ¢ Paste dé hién thi menu Paste.

Chi vao céc biéu twong khac nhau (nhung khong nhép véo bét ky biéu tuong nao trong sd d6) trong trinh don
tha xudng Paste dé xem cach trang tinh bi anh huong.

Cdc tiy chon Paste Special thuong dioc sir dung cé san trong trinh don tha xudng nay dé dé dang lya chon.

Nhap vao bi¢u tugng Formula (hang trén cung, thir hai tir bén trai trong phan Paste) trong trinh don tha xuong.
A B C D E F G H |
1 Values  Formulas Values
2 10.15 202! 60.6] 1212
3 20.20} 4040: 70.7 141.4 10.1 20.2
4| s30.30! mi 80.8| 1616 202  40.40
5 4.04E+01i 8.08E+01: 90.9 181.8 30.3 560.60
6 |FRED  ifred ___1IOE joe 40.4 8.08E+01
7 2 (Ctrl) + FRED fred

Cac cong thirc trong cdt B hién duoc sao chép vao cot D, tham chiéu cdc gia tri trong cot C. Pdy la mot vi du
vé dia chi twong doi, dwoc gidi thich chi tiet hon trong bai hoc sau. Luu y rang tuy chon nay khong sao chép
dinh dang tir cot B.

Goi y: Ngodi ra, ban ciing cé thé chon tity chon Formulas tir hép thoqi Paste Special.
Bay gio hay thwr tuy chon Transpose.
Chon cac 6 A2: B6 va trén theé Home, nhém Clipboard, bAm Copy.

Chon 6 B9. Trén thé Home, nhém Clipboard, hiy bam vao mili tén & Paste va bAm vao biéu twong cudi ciing
(hang thir hai, phia bén phai) trong phan Paste ciia trinh don tha xubng.

Goi y: Ngodi ra, ban ciing cé thé chon Transpose tir hdp thoai Paste Special.

A B C D E F G H
1 _Values Formulas Values
277771017 2021 606 1212
3 i 20.20 4040} 70.7 141.4 10.1 20.2
41 $3030  $60.60! 80.8  161.6 202 40.40
5 | 4.04E401 8.08E+01 90.9 181.8 303 $60.60
6 JFRED ___fred __ 1JOE joe 40.4 8.08E+01
7 FRED fred
8
9 10.1 20.20 530.30 4.04E+01 FRED
10 20.2  40.40 $60.60 8.08E+01 fred

= (Ctrl) ~

17 Luu va dong s6 lam viéc.

Bai 4:
Bai tap nay cho thdy cach sao chép va di chuyén ndi dung ctia cac 6 tir mot phin cua trang tinh ndy sang trang tinh
khac.

1 Néu can, hdy mé so tinh Office Expenses — Student.
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10
11

12

Di chuyén ngi dung ciia mot 6 dén mét 6 trong khdc.
Chon 6 Al2.

bat con tro 1én bét ky canh nao trong bdn canh cua 6 Al12.

)
8 Photocopier 80 80 80
9 |Supplies 250 95 175
10 |Courier 65 150 160

11 |Advertising 4 250 325 300
12 |Uti|ities Q 325 350 300

3

Con tro sé chuyén thanh con tro mau tr ang voi mii tén bon dau (
Bam va giir nat chudt trai va kéo 6 xuong 6 C13. Nha nut chudt trai.

Luu y rcing, khi ban kéo dir liéu xung quanh trang tinh, dia chi 6 ciua 6 dwoc chon sé duoc cdp nhdt va hién thi
bén canh o da chon.

Bay gior di chuyén néi dung ciia 6 nay sang mét 6 khdc c6 chiva dir liéu.
Lip lai cac budc 3 va 4 dé kéo 6 C13 dén A6.

Mot hép théng bdo xudt hién cing véi cdu héi: There’s already data here. Do you want to replace it? Néu ban
VO tinh chon sai 0, ban co thé huy thao tdac nay. Néeu khong, ban co thé tiep tuc di chuyén.

Microsoft Excel

! There's already data here, Do you want to replace it?

oK Cancel

Trong hop théng bao, bdm OK.

Tiép theo, hay thir di chuyén mét nhém 6 dén vi tri khdc.

Chon c4c 6 tir C4 dén D12.

Nhiap va kéo cac 6 ndy xudng dé goc trén bén trai ciia dai 6 nam trong D9. Nha niit chudt trai.
Bay gio sir dung phwong phdp kéo va tha dé sao chép cdc é.

Vi dai 6 D9 dén E17 van duoc chon, di chuyén con tro dén mot trong bdn canh.

Bam va giir CtD), sau d6 bAm va gili nlt chuot trai.

Kéo dai 6 da chon vao cac 6 tir B7 dén C15.

Chii ¥ biéu twong + bén canh miii tén trong khi ban dang giit. Ban thuec sit ¢ thé nhan hodc tha bt ky liic
nao trong khi kéo chuét. Piéu ndy cho phép ban thay doi y dinh giita di chuyén va sao chép va quay lai.

Tha nat chuét va Ctrl),
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A B C D E
1 |Tolano Adventures
2 |Office Expenses
4 January
5 |Rent 5000
6 |Utilities 150
7 |Internet February March
8 |Photocopier 5000 5000
9 |Supplies 150 150|February March
10 | Courier 125 125 5000 5000
11 |Advertising 80 80 150 150
12 95 175 125 125
13 150 160 80 80
14 325 300 95 175
15 350 300 150 160
16 325 300

13 Pong s6 lam viéc ma khong luu céc thay doi.

[Bai 5:

Bai tap nay trinh bay cach thém va x6a cac hang, cot va 6 trong sb 1am viéc.
1 M¢ sb tinh Office Expenses — Student.
Chén mét hang mdi phia trén mét hang dir liéu.
2 Chon bit ky 6 nao trong hang 5.
3 Trén thé Home, nhom Cells, bdm vao miii tén Insert va bAm Insert Sheet Rows.

Lwu y rang néu ban dd nhdp vao nut Insert thay vi mii tén bén duwdi, tdt cé dir liéu bén duwdi 6 hién hoat
trong cting mét cét sé bj dich chuyén xuéng mét hang va di liéu trong cdc cdt xung quanh sé khéng di
chuyén. Khi ban bdm Insert, Excel dién gidi y ban la chi chén cdc é chir khéng phdi todn b cdc hang.

Bdy gio chén hai hang & giira dit liéu.
4 Nhéap vao tiéu dé hang mau xam cho cac hang 7 va 8.

Luu y biéu tuwong = tiéu de hang xudt hién dé cho ban biét rcing toan by hang sé dwoc chon.
5 Trén thé Home, nhom Cells, bam Insert.

Vi ban di chon toan bg cdc hang (hai trong s6 chiing trong trwong hop nay), Excel sé chén c&c hang thay vi
cdc 6. S két hop ciia cac budc 4Va'5 la mot phwong phép phé bién dé thém hang moi vao mét trang tinh. Mot
phirong phép khdc la sir dung Menu phim tdt - & bude 5, nhdp chudt phdi vao bat ky déu trong khu viee da chon,
sau d6 nhdp vao Insert. Phirong thirc nay phé bién vi Shortcut Menu chi hién thi cdc 1énh phit hop nhdt cho
(cdc) 6 dd chon tai thoi diém nhan chudt phdi.

Bay gio chén mot cot ¢ phia bén trai cua dir liéu.
6 Nhip vao tiéu dé cho cot B.
Luu y rcing biéu twong tiéu dé cot xuat hién (¥) cho ban biét rcing toan bo cot sé dwoc chon.
7  Trén thé Home, nhém Cells, bAm Insert.
Goi y: Cach khdc, trén thé Home, nhém Cells, bam vio miii tén cho Insert va bam Insert Sheet Columns.

8 Nhap cac gia tri nhu sau:
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10
11

12
13

14
15

16
17

Cell Value

A7 Janitorial
A8 Vehicle

C7 100

Cc8 475

Go hodc sao chép cac gia tri trong 6 C7 dén C8 sang 6 D7 dén ES.

Bdy gio xéa mot hang dir liéu, sir dung phuwong thire Shortcut Menu.

Nhép vao nat chon hang mau xanh nhat cho hang 8.

Nhip chudt phai vao bat ky vi tri nao trong hang 8, sau d6 nhap vao Delete.

Luu y rcing khi toan by hang dwoc chon, Excel sé xoa toan bg hang ma khong can cho thém 1énh. Ban cé thé
lam diéu twong tw cho toan b mot cot.

Chon bét ky 6 nao trong cot B.

Trén thé Home, nhém Cells, bAm vao miii tén Delete va bAm Delete Sheet Columns.

A B G D
1 |Tolano Adventures
2 | Office Expenses
4 January February March
5
6 Rent 5000 5000 5000
7 |Janitorial 100 100 100
8 |Telephone 150 150 150
9 |Internet 125 125 125
10 |Photocopier 80_' 80 80
11 |Supplies 250 95 175

Bay gio xoa noi dung cua mét o.
Chon 6 C8.
Bim (=),

Lueu ¥ rang phim nay loai b6 ndi dung ciia 6, nhung khéng loai bo dinh dang 6 (diéu nay sé dwoc minh hoa
trong mot bai hoc khdc trong sach nay). Cau triic ciia bang tinh ciing khong bi anh huéng. Bdy gio hay thir
x0a toan b o.

Trén Quick Access Toolbar, nhip vao Undo d dao nguoc thao tac xoa.

Trén thé Home, trong nhém Cells, bAm Delete.

A B C D
1 |Tolano Adventures
2 |Office Expenses
4 January February March
5
6 |Rent 5000 5000 5000
7 |Janitorial 100 100 100
8 lTelephone 150| 125.| 150
9 |Internet 125 80 125
10 |Photocopier 80 95 80
1 |Supplies 250 150 175
12 |Courier 65 325 160
13 |Advertising 250 350 300
14 |Utilities 325 300

Vi ban da chon chi mot 6, Excel chi loai bo 6 do va tat ca dir liéu trong cot bén duoi sé thay doi. Néu ban muén
Xem tat ca cdc tuy chon xéa 0, hay mo hop thoai Delete cells.
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18 Nhap vao Undo dé dao ngugc thao tac xoa.

Bai tap MOS Excel 2016

19 Véi 6 C8 van dugce chon, trén thé Home, nhém Cells, bAm vao miii tén Delete va bam Delete Cells.

20 Véi tiry chon Shift cells up dugc chon, bam OK.

Hay xem diéu gi sé xay ra khi ban xéa mot ddi o.

21 Nhip vao Undo dé dao ngugce thao tac xoa.

22 Chon cac 6 tir C7 dén C8 va trén thé Home, nhém Cells, bAm Delete.

Trong tinh hudng nay, Excel cho rang ban muon di chuyén cdc é sang trdi, thay vi lén.

23 Nhip vao Undo dé dao ngugc qua trinh xoa.

24 Luu va dong so6 lam viéc.

Bai 6:

Bai tdp nay trinh bay cach sira di do rong cot va cach hién thi ndi dung 6.

1 M¢ sb tinh Price Quote 0703 va luu né 1am Price Quote 0703 - Student.

2 Chon bat ky 6 nao trong cot A.

3 Trén thé Home, nhom Cells, bAm Format va bdm Column Width.

Column Width ?

Column width: 843

[OK}

Cancel

4 Trong 6 Column Width, g5: 14 va (Enet),

5 Lap lai cac budce tu 2 dén 4 cho cot C v6i chiéu rong 1a 6.

nhan

Bdy gio hay thi sir dung tuy chon AutoFit cho cdt B. Ban sé chon 6 B13 vi né rong hon chiéu rong cot hién tai,
nhung sé khéng lam cho toan bé cot qud réng doi véi nhiéu 6.

6 Chon 6 B13.

7  Trén thé Home, nhém Cells, bAm Format va bAm AutoFit Column Width.

Ban ciing cé thé sir dung chugt dé AutoFit. P6 la mot phicong phdp nhanh hon so véi sir dung trinh don vi né

chon 6 rong nhat trong cot dwoc chon.

8 Di chuyén con tro chudt sang canh phai cia tiéu dé cot A . Con tré chudt s& thay ddi thanh con tré hai dau.

9 Bam dup vao vj tri do.

Cot A hién nay qua rong dé cé thé thcfy dwoc mot cach truc quan. Su dung chuot dé diéu chinh chiéu rong.

10 Di chuyén con trd chudt dé tré dén canh phai cta tiéu dé cot A.

Con tré sé thay doi thanh mét thanh doc véi cdc miii tén trén moi canh (‘+’)

11 Nhap va kéo sang trai dé giam chiéu rong.

Luuy rcfng mot thong diép man hinh xudt hién khi ban kéo chiéu rong cot, cho ban chiéu rong cot hién tai dwoi

dang tham chiéu truc quan.

12 Tha nat chudt khi chiéu rong cot vira phai dé hién thi toan bo ndi dung cua 6 A9 (Airport Fees).
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A B C D E
1 |Tolano Adventures
Price Quote
As of: 3-Jul Expires:  18-Jul-13
Airfare 450
Hotel 1,050
Car Rental 225
Taxes 46.5 3.10%
Airport Fees 9.9 2.20%
Airline: Great West Airline
Hotel: Hotel Zathura

3

13 Di chuyén con tré chudt dén canh dudi clng cua tiéu dé hang 1.

Con tré chuét sé thay doi thanh con tré hai dau.

14 Nhip va kéo tiéu dé hang 1 xubng cho dén khi n6 cao gip doi chidu cao hién tai — khoang 30,00 (40 pixel).

_‘I_ Price Quote
Z |Asof:

3

Height: 30.00 (40 pixels) B
Tolano Adventures

3-Jul

15 Nhap va kéo tiéu dé hang 4 1én dén d6 cao khoang 9.00 (12 pixel).

16 Luu va dong so tinh.

s o

WL N U BWw N

~

A B C D E

1 |Tolano Adventures

Price Quote

As of: 3-Jul Expires:

Airfare 450

Hotel 1,050

Car Rental 225

Taxes 46.5 3.10%

Airport Fees 9.9 2.20%

Airline: Great West Airline

Hotel: Hotel Zathura

w

Bai 7:

Bai tp nay thé hi€n cach an va hién cac hang va cdt.

1 Mo sb tinh Political Contributions va lwu né dudéi tén Political Contributions - Student.

Lueu ¥ rang dwong nhw ¢6 mét khodng cdch gitka cdc cét B va D, va giita cdc hang 15 va 16.

2 Chon cotB dén D.

Goi y: Ngodi ra, ban c6 thé chon bat ky pham vi 6 ndo bao gom cd cét B va D dé cho biét rang ban dang chon

cOt an giita hai cot nay.

3 Trén thé Home, nhém Cells, bAm Format, bAm Hide & Unhide rdi bAm Unhide Columns.

Mot tiéu de cot hién xudt hién voi mot mo ta hap dan.

4  Nhéap chudt phai vao dong kép phan chia tiéu dé giita cac hang 15 va 17 (nhu dugc hién thi ¢ day) va

sau d6 nhap Unhide.
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Bdng tinh gio ddy sé trong giong nhw sau:

A B C
1 |Political Contributions Declaration
2 |ForJohn Goodheart
3
4 |Contributor Amount Add'l Amt
5 |J. Abrams 450
6 |P.Bodwick 100
7 |B.Cherry 300
8 |K.Gurmit 500
9 |M.Jenns 250
10 |T. Koehns 100
11 |/A. Moham 95
2 |G. Muir 250
13 |M. Nohrs 175
14 |F. Peans 375
15 |G. Singh 150
16 |S. Sleazy 500 350,000
17 |T. Wong 325
18 |Total 3,570

Bay gio an hang va cot mét lan nita.

5 Chon cot C.
6 Trén thé Home, nhém Cells, bAm Format, bAm Hide & Unhide rdi bAm Hide Columns.
St dung chugt dé an mot hang.
7 Di chuyén con tro chudt dén canh duéi cing cia tiéu dé hang 16.
Con tré chudt sé thay doi thanh con tré hai dau.
8 Bam va kéo tiéu dé hang 16 Ién trén cho dén khi chiéu cao 1a 0,00 (cham vao canh dudi cing ctia hang 15).
9 Luu va dong s6 lam viéc.
[Bai 8: |

Bai tap nay trinh bay cach tinh nang lam viéc ctia AutoFill:

1

Mo s6 tinh Department Budget va luu dudi tén Department Budget - Student.
Pau tién, nhdp cdc gid tri ban dau cia chudi.
Chon 6 C4 va go: Jan.

<A \ 4 . , AL A , TR re N A P ,
Chon lai 6 C4 va dinh vi con tré chudt trén nit AutoFill & goc dudi cung bén phai ctia 6 E"Con tro
chudt sé thay déi thanh dau +.
Chon va kéo chudt sang 6 E4.
Excel ciing hién thi gia tri AUtoFill cudi ciing lam meo man hinh trong khi ban kéo chudt qua cdc 6. Bay gio,
hay quan sat hiéu iing ciia viéc sir dung AutoFill trén cdc 6 chira cdc gid tri 6.

|an | A

T
Mar

Chon céc 6 tir C6 dén C18 va sir dung chudt dé kéo niit AutoFill sang cot E.
Lap lai cho hai trang tinh khac.
Chon Sheet?2.
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7 Chon 6 C4 va gd: Apr. Chon 6 C4 dén C18 va sir dung chudt dé kéo nut AutoFill sang cot E.
8 Chon Sheet3.

9 Chond C4vagd: 7. Chon 6 C4 dén C18 va st dung chudt dé kéo nut AutoFill sang cot E.
10 Chon Sheetl 1an nita.

A B C

1 |Tolano Adventures
2 |Department Budget
4 Jan Feb
5 |Revenues:

6 Sales 6500
7 Other Revenues 35
8 Total:

9

10 |Expenses:

1 Rent 5000
12 Telephone 150
13 Internet 125
14 Photocopier 80
15 Supplies 250
16 Courier 65
17 Advertising 250
18 Utilities 325
19 Total:

6500
35

5000
150
125

80
250
65
250
325

6500
35

5000
150
125

80
250
65
250
325

11 Luu s tinh.

Bai 9:

© 00 N oo o1 b~ W

Néu can, hily mé s6 tinh Department Budget - Student.
Nhap dup vao thé Sheetl.

Nhan thé cho trang tinh nay hién duogc t6 sang.

Nhap vao: Quarter 1 dé ddi tén thé va bam (Enter),

Bam chudt phai vao thé Sheet2 va bam Rename.

Nhap vao: Quarter 2 dé déi tén thé va bAm (Enter),
Nhap vio thé Sheet3.

Trén thé Home, nhém Cells, bAm Format, chon Rename Sheet.

Nhap vao: Quarter 3 dé ddi tén thé va bam (Enter),
Nhiap vao thé Quarter 1.
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Bai tap MOS Excel 2016
A B C D E F
1 |Tolano Adventures
2 |Department Budget
4 Jan Feb Mar
5 Revenues:
6 Sales 6500 6500 6500
7 Other Revenues 35 35 35
8 Total:
9
10 Expenses:
1 Rent 5000 5000 5000
12 Telephone 150 150 150
13 Internet 125 125 125
14 Photocopier 80 80 80
15 Supplies 250 250 250
16 Courier 65 65 65
17 Advertising 250 250 250
18 Utilities 325 325 325
19 Total:
20
Quarter 1 | Quarter2 | Quarter 3 [©)

10 Luu sb tinh

Bai 10:

Bai tip sau day bao gom viéc thém mot trang tinh méi vao s tinh:

1
2

Chon s6 tinh Department Budget - Student.

Néu can, hiy nhép vao thé bang tinh Quarter 1 dé hién thi trang tinh nay.

Nhip vao nat New sheet dé thém trang tinh méi.

Lueu ¥ rang trang tinh méi duwoe thém vao bén phdi ciia trang tinh hién dang dwgc hién thi.
Nhiap chudt phai vao thé trang tinh méi va nhap chon Rename.

Nhiap vao: Company dé d6i tén thé va bAm (Enter),

Trén thé Home, nhém Cells, bam vao miii tén bén dudi Insert va chon Insert Sheet.

Luew y rang thi tuc ndy thém trang tinh méi & bén trdi cia trang tinh dang hoat dong thay vi bén phdi. Trang
tinh bay gio trong giong nhw vi dy sau:

A B C D E E G H | J K L M -
1 :l
2
3
4
5
6
74
3 -
» Quarter 1 Sheet2 Company Quarter 2 Quart ... (# ] »
READY i) M -———+ 10m

Resize handle

Véi viéc bé sung trang tinh thir hai nay, sé lirong thé by gio: c6 thé vieot qud khéng gian c¢é sdn dé hién thi tat
ca, dan déen mot so theé trang tinh bj an khoi ché do xem.

Dit con tro 1én nam diéu khién Resize handle nam ¢ phia bén trai ctia thanh cudn ngang sao cho con tro chudt
thay dbi thanh 4P,

Bém va kéo nut diéu khién Resize handle sang phai hodc sang trai nhu mong mudn.

Bay gio hdy nhdp dir liéu vao trang tinh moi nay va thir xéa no.
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9

10

11

12

13
14

15
16

17

Chon trang tinh Sheet 2 va nhap tén cua ban vao 6 Al.
Trén thé Home, nhém Cells, bam vao miii tén cho Delete rdi bAm Delete Sheet.

Néu khéng c6 gi dwoe nhdp vao trang tinh, Excel sé xéa né ma khéng can thém bat ky 10i nhdc nao. Tuy nhién,
néu trang tinh chira dir liéu, Excel sé dwa ra mot thong bao canh bao vé noi dung div liéu co thé anh huong dén
dit liéu khdc trong so tinh.

Ié You can't undo deleting sheets, and you might be removing some data. If you don't need it, click Delete.

Nhiap vao Delete.

Trang tinh da bi x6a khoi s6 lam viéc va trang tinh trong Company duwoc hién thi. Bdy gic ban sé tao bang tinh
Quarter 4 bang cdch tao mét ban sao ciia bang tinh Quarter 1.

Nhap chudt phai vao thé bang tinh Quarter 1 va bom Move or Copy.

Move selected sheets
To book:
Department Budget - Student.xisx
Before sheet:
Quarter 1
Company
Quarter 2
Quarter 3

Create a copy

Hép thoai Move or Copy hién xudt hién truée trang tinh Quarter 1. Theo mdc dinh, Excel sé di chuyén trang
tinh hién hoat hién tai sang vi tri moi. Chon hop kiém Tao ban sao sé tao ban sao cia trang tinh hién hoat. Ban
ciing muon bang tinh nay ¢ phia xa bén phdi.

Chon hop kiém Create a copy.
Nhiap chon (move to end) trong danh sach Before sheet va nhian OK.

Excel hién dd tao ban sao cua trang tinh hién tai, bao gom tén trang tinh. Vi khéng cé hai trang tinh ¢ thé cé
cung tén chinh xac, Excel da noi thém mot so o cudi tén trang tinh moi.

Bam dup vao thé Quarter 1 (2) va thay d6i no thanh Quarter 4.
Chon 6 C4. Nhap: Oct va chon 6 C4 lan nita. Sir dung chudt dé kéo nat AutoFill sang cot E.
Bdy gio di chuyén mét trong cdc bang tinh dén mot vi tri khdc.

Nhiap vao thé Company va kéo né dén vi tri mgi & bén trai cua thé trang tinh Quarter 1, nhung khong nha nut
chuét.

Trang 26/155



IIG Viét Nam Bai tap MOS Excel 2016

B>
==
0
o
m
m
[}
T
[
=

L M =

I

-~ o wm obs W N

=)

v
» Ez%aner 1 | Company | Quarter2 | Quarter3 | Quarters .. (¥ < >
READY i) M -———+ 100%

18 Tai vj tri mgi, nhg nut chugt.

19 Luu sb tinh.

Bai 11:

Bai tap nay thé hién cach an va hién mot bang tinh:

1 Chon sb tinh Department Budget - Student.

2 Chon trang tinh Quarter 1.

3 Trén thé Home, nhém Cells, bAm Format, tro chudt vao Hide & Unhide, réi bAm Hide Sheet.
Bdng tinh Quarter 1 hién bi an. An mét trang tinh khéc bang cach sir dung menu chudt phdi.

4 Nhéap chudt phai vao thé trang tinh Quarter 2 va nhip vao Hide trong trinh don bét 1én.
An tat ca cdc trang tinh con lqi.

5 Lap lai budc 4 véi trang tinh Quarter 3 va Quarter 4.

6 Lap lai budc 4 voi trang tinh Company.

Microsoft Excel

A workbook must contain at least one visible worksheet.
To hide, delete, or move the selected sheet(s), you must first insert a new sheet or unhide a sheet that is already hidden.

OK

7 Bam OK dé dong hop thong bao.

B6 an tirng trang tinh bi an. Excel khong cho phép ban hién nhiéu trang tinh ciing mét lic.

8 Trén thé Home, nhém Cells, bAm Format, tro chudt vao Hide & Unhide, réi bAm Unhide Sheet.
Ghi chii: Néu sé lam viéc khéng cé bat ky trang tinh bi an nao, muc Unhide Sheet dirgc t6 xdm.
Hép thoai Unhide hién thi danh sdch tdt ca cdc trang tinh hién dang bi an trong sé lam viéc nay.

9  Chon trang tinh Quarter 1 va bam OK.

St dung menu chu¢t phai dé hién thi hép thoai Unhide.

10 Nhap chudt phai vao thé trang tinh Quarter 1 va nhap vao Unhide.

11 Chon bang tinh Quarter 4 va nhan OK.

12 Lap lai cac bude 10 va 11 cho bang tinh Quarter 2 va Quarter 3.

S6 lam viéc hién dwoc khoi phuc voi tat cd cac trang hién thi theo trang thdi ban dau ciia chung.

13 Luu s tinh.
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Bai 12: \

Bai tap nay cho thay cach thém mau vao cac thé trang tinh c6 thé gitp xac dinh cac trang tinh:

8

1

o O WDN

~

10

Chon Department Budget - Student.
Chon trang tinh Quarter 1.
Trén thé Home, nhém Cells, nhan Format va tro toi Tab Color dé hién thi bang mau.
Lueu y: Bang mau ciing c6 thé duge hién thi bang cdch nhdp chudt phdi vao thé trang tinh.
Nhap chon Blue trong phan Standard Colors (thir ba tir bén phai) ctia bang mau.
Lueu y cach thé trang tinh hién thi dong mau xanh bén dwdi no.
Quarter 1
Nhiép vao thé Quarter 2.
Lueu y cach Excel hién thi mau day di cho thé Sheetl.
PITRCRl Quarter 2

Lap lai cac budc tir 2 dén 4 cho cac tthé Quarter 2, Quarter 3 va Quarter 4, chon cac mau khac nhau cho mdi
thé.

Khi hoan tat, hily nhap vao thé Company.

Cdc thé trang tinh ciia ban sé trong giong nhw vi du sau:

Luu va déng so tinh.

. Bai tap Iy thuyét

Gia str ban d4 sir dung 1énh Copy va sau d6 1a 1énh Paste dé sao chép ndi dung ctia 6 Al sang 6 B1, nhung ban
khong mudn sao chép dinh dang 6 sang 6 B1. Ban c6 thé lam gi dé stra chita no?

Cung cép cac vi du vé khi st dung 1énh AutoFit s¢€ 1a tuy chon tot nhat dé thay ddi do rong cua cot.
Giai thich cach nhan Delete dé x6a ndi dung ctia mot 6 khac véi viée sir dung 1énh Delete Cells.
Cung cép cac vi du vé thoi diém ban c6 thé mudn an cac hang hodc cot.

Giai thich su khac biét gitta viéc sir dung tinh nang Copy va AutoFill.

Ban s& thiét 14p cac gi tri nhu thé nao néu chudi AutoFill khong phai 1a chudi chung, ching han nhu cac ngay
trong tuan, thing hodc nim?

Cung cép cac vi du vé thoi diém ban c6 thé mudn sao chép mot trang tinh (Worksheet).

Do dai tdi da cta tén Worksheet 12 bao nhiéu?

Ban c6 thé thém bao nhiéu worksheets méi vao sb tinh Excel?

Khi ban chén mdt worksheets méi bang cach st dung tab Insert Worksheet, tab trang tinh méi s& xut hién:
a. O bén trai cua tab trang tinh hién tai

b. O phia xa bén trai cua tit ca cac tab trang tinh
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c. O phia xa bén phai cia tit ca cc tab trang tinh
d. O vi tri ngau nhién, ty thudc vao trang tinh nao dang hoat dong
e. Obén phai cta tab trang tinh hién tai

BAI 3: SUDUNG CAC CONG THUC VA HAM
I. Bai tap thuc hanh:
Bai 1:

Bai tap nay thé hién mot s6 kha ning cong thirc ctia Excel:

1 Mé sb tinh Quarterly Income Statement va luu dudi tén Quarterly Income Statement - Student. Hay chic
chan rang bang tinh Quarter 1 dugc chon.

2 Chon 6 C8va gd: = ¢6 + ¢7 (nhung chua nhin (Enter)),

Excel bdy gio hién thi (cac) 6 nao ban da chon lam mot phcfn cua cong thure. Ban co thé sir dung cong cu truc
quan nay dé xem diéu gi dang xday ra trén man hinh khi ban thiét lgp cong thirc.

4 Jan

5 |Revenues:

6 Sales 6500
T Other Revenues 35
8 Total: =c6+c7

3 Bim dé hoan thanh cong thirc.
4  Chon 6 C8 lan nira.

Trong 6 C8, Excel hién thi sé 6535, la tong ciia cdc s6 trong é C6 va CT. Luu ¥ cong thire dwoc hién thi trong
thanh cong thurc.

a 35 fe || =C6+CT< Formula displayed in the
A B c b Formula Bar

5 |Revenues:

6 Sales 6500 6500

7 Other Revenues 35 35

8| Total 6533

5 Trong 6 C7, gd: 125 va nhin (Enter),

Excel da tw dong tinh toan lai gia tri duwoc hién thi trong 6 C8 vi né chua cong thucc tham chiéu dén cdc gid tri
trong 6 C6 va C7 va thay doi trong cd hai (hodc ca hai) sé lam cho Excel cdp nhdt tong trong 6 C8. Piéu nay
chitng minh loi thé ciia viéc sir dung cdc cong thirc trong mét bang tinh va sir dung tham chiéu é chir khéng phai
noi dung o.

6 Trong 6 D6, g6: 6000 va nhin (Enter),

Lan nay, gid tri dwoc hién thi trong 6 C8 khéng thay doi khi ban thay doi gid tri trong 6 D6. Hay nhé rdang cong
thirc trong 6 C8 €O tham chiéu 6 téi 6 C6, chir khéng phdi DB.

Khi ban nhdp cong thirc vao trang tinh, ban cé thé sao chép céng thirc sang vi tri khdc, néu thao tac céng thirc cho
Vi tri méi giong nhau. Vi du: ban cé thé sir dung ciing mét céng thirc dé tinh tong doanh thu cho méi thang trong
hai thang tiép theo, ngoqi trir viéc ban phdi sir dung cdc 6 tirong ing cho méi thang trong hai thang dé. Thay vi
nhdp céng thire vao méi 6 hai lan, ban chi can sao chép céng thike.

7 Chon 6 C8 va, trén thé Home, nhém Clipboard, bam Copy.
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8

10
11
12

13
14

15

16
17
18
19
20

Chon céc 6 tir D8 dén E8, trén thé Home, nhom Clipboard, bAm Paste.

Né;u ban thay doi mét gid tri trong mét é dwoc tham chiéu, tdt ca cac 6 phu thudc vao gid tri do ciing sé thay
doi.

Chon tirng 6 trong pham vi tir C8 dén ES.

Lueu y rang Excel da diéu chinh cong thire trong moi 6 nay. Piéu nay dwoc goi la dia chi twong doi.

Bay gio- hdy nhdp mot cong thire twong tu, lan nay thém ba cét.

Chon 6 F4 va nhap: Total.

Chon 6 F6 va nhap: = C6 + D6 + EB.

Chon 6 F6 1an nita va sao chép cong thirc nay xudng cac 6 tir F7 dén F8.

Néu mot gia tri duoc thay doi trong mot 6, Excel sé tinh toan lgi tat ca cac cong thirc tryc tié}) hodc gian tié})
tham chiéu 6 nay.

Trong 6 E7, go: 80 va nhén (Enter),

Trén Thanh Quick Access Toolbar, nhip vao Undo dé xem cac gia tri dugc hién thi trong cac 6 E7, E8, F7 va
F8 co thay ddi vé gia tri trude d6 ciia chiing hay khong.

Trén Thanh Quick Access Toolbar, bam Redo dé ap dung lai thay doi trong 6 E7.
A B C D E F
1 |Tolano Adventures
2 |Department Budget
4 Jan Feb Mar Total
5 |Revenues:
6 Sales 6500 6000 6500 13000
7 Other Revenues 125 35 80 240
8 Total: 6625 6035| 65801 19240
9
10 |[Expenses:
1 Rent 5000 5000 5000
12 Telephone 150 150 150
3 Internet 125 125 125
14 Photocopier 80 80 30
15 Supplies 250 250 250
16 Courier 65 65 65
17 Advertising 250 250 250
18 Utilities 325 325 325
19 Total:
Company Quarter 1 Quarter 2 Quarter 3

Chon 6 C8 va, trén th¢ Home, nhom Clipboard, bim Copy.

Chon trang tinh Quarter 2, sau d6 chon céc 6 tir C8 dén E8, trén thé Home, nhom Clipboard, bam Paste.
Chon trang tinh Quarter 1, sau d6 chon 6 F4 dén F8 va, trén thé Home, nhém Clipboard, bam Copy.
Chon trang tinh Quarter 2, sau d6 chon 6 F4, trén thé Home, nhém Clipboard, bAm Paste.

Liap lai cac bude tir 16 dén 19 cho hai trang tinh con lai: Quarter 3 va Quarter 4.

Hang loat cdc buéce tir 16 dén 20 cho thdy cach dé sao chép cong thirc tie mot trang tinh sang trang tinh khdc.
Két qua cudi ciing cé thé dat dwoc bang cach sir dung it thao tac nhap chudt hon bang cach thuc hién budée
16 truoc, sau do lap lai buoc 17 cho ca ba trang tinh hang Quarter. Sau do thuc hién budc 18 va lap lai buoc
19
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cho ciing ba trang tinh. Sau dé ban cé thé lam bude 20. Piéu nay c¢é thé nhanh hon vi tdt cd nhitng gi ban
phdi lam la sao chép mot lan va dan ba lan (mét lan cho moi trang tinh). Voi nhiéu kinh nghiém trong viéc
sao chép va dan, ban sé tim thdy cdc phim tat ciia riéng ban dé thyc hién cdc téc vu dé dang hon.

21 Luu va dong so tinh.

Bai 2:

Bai tap nay thé hién kha nang cong thirc ctia Excel trong viéc trg gitip phan tich what-if:

Hay tudng twong rang ban la mét ngueoi mua nha tiém ndng lan dau tién. Bang tinh ndy sé gitip ban xdc dinh mirc
dé thé chap ma ban cé thé gia dinh cho mirc @ thu nhdp hién tai va mirc d wu tién chi tiéu ciia ban. Nhiéu to
chike tai chinh dwa vdo hai tiéu thirc tinh todn khi quyét dinh liéu c¢é chdp thudn don xin thé chap hay khéng: tong
no va toXng 56 ng. T (5ng dich vu no la ty lé phcfn tram cua t(fng thu nhap can thiét dé trang trdi cdc chi phi co ban
ciia mot ngéi nha, bao gom cdc khodn thanh todn thé chdp (goc va 1di), thué tai san, nhiét heong, va phi chung cir.
Tong so tién nay khong thé vueot qua 32% tong thu nhdp ciia nguoi mua. Tong so no la ty Ié phan tram ciia tong
thu nhdp can thiét @é trang trdi nha va tdt ca cdc khodn no khdc, chang han nhuw thanh toan bang thé tin dung va
cho vay mua xe hoi. Ty Ié phan tram ndy khong thé vuwot qua 40% tong thu nhdp ciia ngudéi mua.

1 Mo so tinh Personal Budget va luu duéi tén Personal Budget - Student.

Pau tién, tinh todn khoan chi tra hang thang tai nha ciia ban bang cdch giam tong thu nhdp hang thang lén
25%. Tinh todn nay gia dinh rang thué thu nhdp va cdc khodn khdu trir bién ché khac sé tang lén dén 25% tong
s6 tién lwong cia ban. Ban can cd tién lwong gdp ciia ban va ldy sé tién tra tai nha cho nhitng tinh todn nay.

2 Chon 6 B4, g6: = b3 * 0.75 va nhan (Enter),
Bay gio tinh todn s6 dw ciia ban ma ban tich lity nhw la tiét kiém trong tai khodn ngdn hang.
3 Chon 6 B22, gd: = b4-b20 va nhén (Enter),

Thoat nhin, ban c6 vé san sang ndp don xin thé chap dé mua can nha dau tién cia ban! Cé vé nhw rdt hop Iy
rang cdc khoan thanh toan tién thué nha hién tqi cia ban sé tro thanh khoan thanh toan theé chap hang thdang
maoi va ban co thé du kha nang mua nha trong pham vi gia do.

4 Chon 6 A7, gb: Mortgage payments va bam (Enter),

Sau khi xem xét mot sé ngdi nha, bdy gio ban cé thé woc tinh thué tai san va phi can hé hang thdng ciia ban.
5 Chon 6 B8, g6: 125 va nhan (Enter),
6 Chon 6 B9, g6: 100 va nhan (Enter),

Thu nhdp ciia ban khéng con cé thé bao gom tat cd chi phi ciia ban nita. Ban sé phdi cdt giam mét sé chi phi
cua ban.

7 Chon 6 B17, gd: 100 va nhn (Enter),
8 Chon 6 B14, g5: 100 va nhan (Enter),
Cat giam chi phi cua ban sé phai bao gém viéc nhdn duoc mot thé chcfp nho hon.
9 Chon 6 B7, g6: 1285 va nhin (Enter),
V6i chi phi hang thang ciia ban hién dang dwoc kiém sodt, hdy tinh ty 1é chitng nhdn thé chdp.
10 Chon 6 D3, g6: = A7 va nhan (Enter),

Luu y rcing ban co thé tao tham chiéu 6 t6i mot 6 chira gid tri van ban, nhw dwoc minh hoa ¢ day.
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11 Chon 6 E3, g&: = B7 va nhén (Enter),
Ngodi ra, ban c6 thé sao chép cong thirc tir 6 D3 sang 0 E3. Excel sé tw dong diéu chinh cong thirc dé tham
khdo 6 ké tiép ¢ bén phai.

12 Nhap céc cong thirc sau vao cac 6 dugc chi dinh:

D4 = A8
D5=A9
D6 = A15

D7 Total housing costs
D8 Ratio (max 32%)

Cdc bude 10-12 minh hoa cdch sir dung cdc cong thike dé sao chép cdc gid tri tie mét 6 nay sang é khdc.
Trong nhém é ndy, cdc sé dwoc chon dwoc ldy tir ngdn sach cd nhan va dwoe sir dung cho phép tinh khdc
trong cong thirc dwoc nhdp trong buée 15 bén dudi. Néu cdc sé trong ngan sach cé nhan dwoc thay doi, cdc
tinh toan nay duwoc cdp nhdt cung mot lic.

13 Chon cac 6 D4 dén D6 va, trén the Home, nhom Clipboard, bam Copy.
14 Chon 6 E4 va, trén thé Home, nhom Clipboard, bam Paste.
15 Nhép céc cdng thure sau vao cac 6 dugc chi dinh:

E7 = E3+E4+E5+E6

E8 =E7/B3

Ban tinh todn tong no dich vu la 39% (0,39), cao hon mirc t6i da cho phép 32%. Bdy gio tinh todn tong ty 1é
dich vu no.

16 Nhép céc cdng thirc sau vao cac 6 dugc chi dinh:

D12 = D7

D14 = A1l
D15 = A18
D16 = A19

D17  Total debt costs
D18  Ratio (max 40%)
17 Sao chép ndi dung ctiia 6 D12 sang 6 E12.

18 Chon cac 6 tir D14 dén D16, sau d6 nhap vao nut AutoFill (+) & goc dudi cung bén phai cua khdi nay va kéo
no qua cot E.

19 Nhép cac cong thirc sau vao cac 6 dugc chi dinh:
E17 = E12+E14+E15+E16
E18 =E17/B3

Ban dd tinh todn tong ty 1é ne la 55,25% (0,5525) - cao hon mikc t6i da cho phép 40%. Ban ¢6 qud nhiéu
khoan thanh todn no (v cdc khoan thanh todn bdt budc khdc) dé tra cho méi thang dii diéu kién cho khodn
vay thé chdp nay. Ban sé can phdi diéu chinh nhiéu hon trong 16i song ciia minh dé di diéu kién cho mét khoan
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thé chap, chang han nhuw giam hodc tra hét no thé tin dung, khodn vay sinh vién va thanh todn xe hoi. Ban
ciing nén xem xét tim cdch dé tiang thu nhdp hang thang ciia ban, chdang han nhw thay déi cong viéc khdc véi
mike lwong cao hon. Pdy la mot bat ngo: ngdn sach cd nhdn cia ban cho thdy rang ban cé thé di kha ndng
thanh todn thé chdp, nhung t6 chire tai chinh ciia ban yéu cdu hai tinh todn bé sung dé xdc dinh tinh di diéu
kién ciia ban. Nhitng tinh todn nay dwong nhw khéng hop Iy, nhung trén thuc té dwoc thiét ké dé ngan nguoi
mua nha tiém nang tich liiy nhiéu no' hon ho ¢6 thé xir Iy, diéu nay cé thé dan dén cdc van dé tai chinh nghiém
trong trong twong lai va tham chi co thé pha san ca nhdn hodc tich thu nha thé chdp.

Gia su ban tri hoan mua nha mai trong vai thang va tdp trung vao viéc tra hét ng. Ban ciing co thé cdi thién
thu nhdp ciua minh thém 100 do la mot thang. Cudi cung, ban mién cuong ha thap ky vong cia ban cho mot

ngoi nha, gidi quyét theo mét cdch it ton kém hon.

20 Nhap cac gia tri sau vao cac 6 dugc chi dinh:

B19 100
Bi18 0

B7 1000
B3 4100

Mirc thu nhép nay van chwa di. Ty 1é dich vu no tong ciia ban (6 E8) 1a 31%, thdp hon mikc t6i da cho phép la
32%. Tuy nhién, ty Ié dich vu tong no ciia ban (6 E18) 12 40,8%, cao hon mitc t6i da cho phép la 40%.

Gid sir ban c6 thé tang thu nhdp thém 100 d6 la mét thing.
21 Thay d6i noi dung cta 6 B3 14n nira thanh: 4200.

Piéu nay cho thdy cach ban cé thé sir dung tham chiéu 6 rat hiéu qua trong phdn tich What-if. Bang tinh chira
nhiéu cong thire, nhing chiing dwrge tinh todn rat nhanh dé ban cé thé xem két qua khi thiee hién diéu chinh.
Véi nhitng thay doi ndy, ban sé cé thé ngp don xin thé chdp va tw tin rang don ding ky ciia ban sé thanh cong.

Bdng tinh hoan chinh sé trong giong nhw sau:

A B C
1 |Personal Budget
2
3 |Monthly Gross Salary 4200
f Monthly Take Home Pay 3150.|
2
6 |Expenses:
7 |Mortgage payments 1000
8 |Property taxes 125
9 Condo monthly fee 100
10 |Food 250
11 |Car payments 300
12 |Car insurance 150
13 |Parking 130
14 |Clothing 100
15 |Heat & electricty 50
16 |Phone 60
17 Entertainment 100
18 'Student loan payments 0
19 Credit card payments 100
20 Total Expenses 2465
21
22 |Savings/Withdrawals 685

Gross Debt Service:
Mortgage payments
Property taxes
Condo monthly fee
Heat & electricty
Total housing costs
Ratio (max 32%)

Total Debt Service:
Total housing costs
Other debts:

Car payments

Student loan payments
Credit card payments
Total debt costs

Ratio (max 40%)

1000

125

100

50

1275
0.303571

1275

300

0

100
1675
0.39881

22 Luu va dong s6 tinh.

Bai 3:
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Bai tap nay trinh bay cach tao cac cong thirc tham chiéu dén cic 6 ndm trong cac trang tinh khac.

1

g A~ W N

Mo s6 tinh Quarterly Income Statement - Student.

Nhip vao thé Trang tinh Company dé lam cho trang tinh hoat dong.
Trong 6 C4, g&: Qtr 1 va nhéan (Enter],

Trong 6 C6, g&: = (nhung chua nhin (Enter)),

Nhap vio trang tinh Quarter 1 va chon 6 F6.

Lueu y rang viing chon hién xudt hién quanh 6 F6 va thanh céng thirc hién thi = 'Quarter 1°! F6 véi ddu nhdy
don xung quanh tén trang tinh.

Béam (Enter),

Sao chép ndi dung ctia 6 C6 (trong trang tinh Company) vao cac 6 tir C7 dén C8 bang phwong phap wa thich
cua ban.

Lueu y rang Excel sé tw dong diéu chinh phan tham chiéu 6, trong khi van giit nguyén thanh phan tham chiéu
trang tinh.

Chon 6 C4. Sau d6 bam vao 6 diéu khién AutoFill (+) & goc dudi cling bén phai va kéo né qua trang tinh dén
cot F.

Liap lai cac bude tir 4 dén 7 cho ba quy khac trong cac cot tir D dén F.

A B (@ D E F
1 |Tolano Adventures
Quarterly Income Statement

Qtrl Qtr 2 Qtr 3 Qtra

2
3
5 |Revenues:
6

Sales 19000 19500 19500 19500
Other Revenues 240 105 105 105
8 Total: 19240 19605 19605 19605

10 |[Expenses:

Rent

2 Telephone
13 Internet

10 Luu s tinh.

Bai 4:

Bai tap nay thé hién cach tinh tong ctia mot hang hodc mot cot sb.

1
2
3

bam bao Quarterly Income Statement - Student dang mo.
Nhip vao thé bang tinh Quarter 1 va chon 6 C19.
Trén thé Home, nhém Editing, hiy bAm AutoSum.

Luru ¥ rang 6 hién tai hién thi = SUM (C11: C18), véi ddi 6 C11: C18 duwoc danh diau va mét vimg chon xung
quanh pham vi é dé. Excel ciing nhdc ban vé cdc cach khdc dé nhdp cong thire ndy bang cach sir dung cdc gid
tri dir liéu riéng lé.
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A B
1 |Tolano Adventures
Department Budget

Revenues:
Sales
Other Revenues
Total:

IS v N LA WwN

Expenses:
Rent
Telephone
Internet
Photocopier
Supplies
Courier
Advertising
Utilities
Total:

W

-l

L O W - oW

o

Jan Feb

6500

6625

o o o o

[EsuM(ELLC18)

6000
35
6035

5000
150
125

80
250
65
250
325

Mar

6500
80
6580

5000
150
125

80
250
65
250
325

SUM(number1, [number2], ...

Total

19000
240
19240

4 Bim dé chép nhén cong thirc nhu duoc hién thi.

Bai tap MOS Excel 2016

Excel luén bao gom 6 ngay phia trén 6 hién hoat déng, ngay cd khi 6 trong va mé réng cot hién tai cho dén khi
tim thay o trong. Van con so trong cdc 6 phia trén pham vi dda chon, nhung chung khong dwoc bao gom ty dong
Vi O it nhat mot 0 trong gitta chung. Ban co thé mo rdng pham vi theo cach thu cong dé bao gom cac 6 bo

sung.

5 Chon 6 C19 lan nita va sao chép 6 nay sang cac 6 tir D19 dén E19.
6 Chon 6 F11 va g&: = SUM (nhung chua nhin (Enter).

Lueu y: Ban cé thé nhdp tham chiéu 6 va tén ham bang ky tw chir thwong hodc chit hoa. Excel sé chuyén doi tat

ca thanh chir hoa.

7 Su dung chudt dé chon pham vi 6 tor C11 dén E11. Sau d6 nhén (Enter),

Trong trieong hop nay, Excel cho phép ban bé qua viéc nhdp ddu ngodc don cudi ciing cho ham nay. Tuy nhién,

Excel khéng luén cho phép diéu nay.

8 Chon lai 6 F11 va sao chép n6 vao cac 6 tur F12 dén F19.

Cac phép toan $6 hoc khdc ¢é thé dwoc thuce hién trong mot cong thirc nhuw phép nhan. Néu mét 6 ¢6 chira mét
cong thirc khdc voi cac 6 xung quanh no (néu co), Excel sé hién thi mot biéu twong diem danh dau.

9 Chon 6 F14.
10 Nhap: = C14 + D14 + E14 va nhén (Enter),

Trang tinh phdi giong nhur vi du sau:
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11
12

13

14

A B C D E F
1 |Tolano Adventures
2 |Department Budget
4 Jan Feb Mar Total
5 |Revenues:
6 Sales 6500 6000 6500 19000
7 Other Revenues 125 35 80 240
8 Total: 6625 6035 6580 19240
9
10 |Expenses:
1 Rent 5000 5000 5000 15000
12 Telephone 150 150 150 450
13 Internet 125 125 125 375
14 Photocopier 80 80 so” 240
15 Supplies 250 250 250 750
16 Courier 65 65 65 195
17 Advertising 250 250 250 750
18 Utilities 325 325 325 975
19 Total: 6245 6245 6245 18735

Lueu y biéu tiwong ¥ trong 6 F14. Biém danh ddu nay la 10i nhdc nhé rang é nay chira cong thire khdc véi cdc
6 xung quanh né. N6 khéng phdi la mét biéu twong 16i vi cong thire khdc nhau c¢é thé ¢é chii y. Dé xéa biéu
twong, hdy nhdp vao thé smart (thdng minh).
b | 240|
PR !

750
The formula in this cell differs from the formulas in this area of the spreadsheet.

Chon lai 6 F14, dinh vi chudt qua thé thong minh, nhép vao mili tén va chon Ignore Error.

Chon 6 C19 1an nita va sao chép n6 vao cac 6 tir C19 dén E19 trong cac trang tinh Quarter 2, Quarter 3 va
Quarter 4.

Chon 6 F11 trong trang tinh Quarter 1 va sao chép né vao cac 6 tir F11 dén F19 trong trang tinh Quarter 2,
Quarter 3 va Quarter 4.

Luu va déng so tinh.

Khéng can phai quan tam dén giao dién ciia bang tinh ciia ban. Tai thoi diém nay, diéu quan trong la phai dam
bao dir liéu la chinh xac. Hiéu chinh giao dién cua bang tinh co thé dién ra sau do. Chung ta sé xem xét dinh
dang trong bai hoc tiep theo.

Bai 5:

Bai tap nay thé hién viéc sir dung ham SUBTOTAL.

1

Mo s6 tinh Weekly Expense Report va luu dudi tén Weekly Expense Report — Student.
Pau tién, sir dung ham SUM truyén thong dé tinh cdc gid tri tong phu trong cét C.

Chon 6 C6 va sau do, trén thé Home, nhém Editing, hay bAm AutoSum. X4c minh rang chi c6 6 C5 dugc chon
lam ddi s6 cho ham SUM va nhan (Enter),

Chon 6 C9 va sau do, trén thé Home, nhém Editing, hay bam AutoSum. Xac minh ré'mg chi c6 6 C8 duoc chon
1am déi s cho ham SUM va nhan (Enter),

Chon 6 C13 va sau do6, thé Home, nhém Editing, hiy bAm AutoSum. X4c minh rang ca hai gia tri expense
trong cac 6 ¢ trén déu duoc chon va nhén (Enter),
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5 Liap lai budce 3 hodc 4 (tiy thudc vao viéc c6 mot hodc hai gia tri dé cong lai) cho mdi 6 con lai trong 6 C17,
C21, C24, E6, E9, E13, E17, E21 va E24.

A B C D E F G

1 |Tolano Adventures

2 |Weekly Expense Report

3 SUM SUM + SUBTOTAL
4 Office Travel Director Expenses Expenses Expenses

5 |Cape Town Jamie Gibson 122.05 122.05 122.05
6 |Subtotal for Cape Town 122.05 122.05

8 |London Andrew McSweeney 234.62 234.62 234.62
9 |Subtotal for London 234.62 234.62

1 |New York Madison Cowell 178.92 178.92 178.92
12 |New York Nick Klassen 199.25 199.25 199.25
13 |Subtotal for New York 378.17 378.17
15 |Sydney Curtis Gorski 82.54 82.54 82.54
16 |Sydney Lawrence Jang 101.76 101.76 101.76
17 Subtotal for Sydney 184.30 184.30
19 Tokyo Christie Akira 287.92 287.92 287.92
20 Tokyo Kanda Yamoto 274.10 274.10 274.10
21 Subtotal for Tokyo 562.02 562.02
23 |Toronto Toby Belanger 164.29 164.29 164.29
24 |Subtotal for Toronto 164.29 164.29
25 |Grand Total - All Offices
26 Average
27 |Count
28 |Highest
29 Lowest

Tinh dén thoi diém nay, cd hai cét C va D déu giong hét nhau. Cdc gid tri tong phu da dwgc tinh cho méi van
phong du lich. Bay gio ban sé co tinh tong so tién cho tat ca cdc van phong.

Dé lam diéu nay, ban sé co y tao tong so khong chinh xac cho cot C, ma ban sé sw dung cho muc dich so sanh.

6 Chon 6 C25 va sau do, thé Home, nhom Editing, hily bAm AutoSum. Chon céc 6 C5: C24 va nhin (Enter) 7
Nhép céc cong thure sau:
0 Cong thuc
C26 =AVERAGE (C5: C24)

C27 = COUNT (C5: C24)

C28 =MAX (C5: C24)

C29 =MIN (C5: C24)
Bay gio nhdp cdc cong thire chinh xdc cho cot E. Tong sé ciia = SUM (E6, E9, E13, E17, E21, E24) tinh toan
chi diea trén cdc gid tri tong phu.

8 Chon 6 E25 va sau d6, th¢ Home, nhom Editing, hay bam AutoSum.
Dé chon cdc 6 riéng 1é thay vi pham vi ddy dit nhir ban da lam & buée 6, ban phdi sir dung phim D)
9 Chon 6 ES, giit phim, sau d6 bAm vao timg 6 E9, E13, E17, E21 va E24. Nha phim (N) va b4m (Enter),

Lueu Y rang tong sé 16n trong cot E la mét nira ciia tong sé 1om trong cét C. Diéu nay chitng t6 rang gia tri thir
hai la dem hai lan tat cd moi thir trong cét C.

Bay gio tinh todn chi phi trung binh hang tuan cho tat ca nhéan vién 10
Chon 6 E26 va nhap cong thirc sau:
o) Cong thire
E26 = AVERAGE (E5, E8, E11, E12, E15, E16, E19, E20, E23)
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11

12
13

14

Lueu ¥ rang cdc 6 trong ham AVERAGE nay khéng giong véi ham SUM 6 trén. Mike trung binh dwoc tinh bang
SO tién chi tiéu ciia tieng cd nhan, khong tinh tong sé phu cho vin phong.
Nhap phan con lai ctia cong thirc tom tat:

o) Cong thic

E27 = COUNT (E5, E8, E11, E12, E15, E16, E19, E20, E23)

E28 = MAX (ES5, E8, E11, E12, E15, E16, E19, E20, E23)

E29 =MIN (E5, E8, E11, E12, E15, E16, E19, E20, E23)
Nhue ban c6 thé thdy, cdc bude 10 va 11 té nhat va dé bi 16i.
Ngodi ra, ban cé thé Idp lai cdc budc 8 va 9 dé sir dung niit AutoSum trong Ribbon dé dé dang hon: nhap vao
miii tén Autosum, chon ham tom tat mong muon, sau dé sir dung phim d@é chon timg 6 nay.
Lueu y: D6i véi bude 11, ban ciing c6 thé sao chép cong thire AVERAGE tir 6 E26 dén cdc 6 nay va thay doi
tén ham. Ban sé can thay doi tham chiéu é thanh tham chiéu 6 tuyét doi trude khi sao chép. Cdc tham chiéu 6
tuyét doi dwoc trinh bay sau trong bai hoc nay.

A B C D E F G

1 |Tolano Adventures

2 |Weekly Expense Report

3 SUM SUM + SUBTOTAL
4 |Office Travel Director Expenses Expenses Expenses

5 |Cape Town Jamie Gibson 122.05 122.05 122.05
6 |Subtotal for Cape Town 122.05 122.05

8 |London Andrew McSweeney 234.62 234.62 234.62
9 |Subtotal for London 234.62 234.62
10
11 |New York Madison Cowell 178.92 178.92 178.92
12 |New York Nick Klassen 199.25 199.25 199.25
13 |Subtotal for New York 378.17 378.17
14
15 |Sydney Curtis Gorski 82.54 82.54 82.54
16 |Sydney Lawrence Jang 101.76 101.76 101.76
17 |Subtotal for Sydney 184.30 184.30
18
19 Tokyo Christie Akira 287.92 287.92 287.92
20 |Tokyo Kanda Yamoto 274.10 274.10 274.10
21 |Subtotal for Tokyo 562.02 562.02

2
23 |Toronto Toby Belanger 164.29 164.29 164.29
24 |Subtotal for Toronto 164.29 164.29
25 |Grand Total - All Offices 3290.90 1645.45
26 |Average 219.39 182.83
27 Count 15 9
28 |Highest 562.02 287.92
29 |Lowest 82.54 82.54

By gio hay sir dung ham SUBTOTAL va xem né hoat dong nhuw thé ndo.
Chon 6 G6 va nhap: = SUBTOTAL (9, G5).

Béy gio, nhap cac cong thirc tong phu con lai:
o) Cong thirc 6
G9 = SUBTOTAL (9, G8)

G13 =SUBTOTAL (9, G11: G12)
G17 =SUBTOTAL (9, G15: G16)
G21 =SUBTOTAL (9, G19: G20)

G24 =SUBTOTAL (9, G23)
Luu ¥ rang ban c6 thé chon 6 hodc dai 6 thay vi nhdp dia chi tham chiéu 6 vao ham, néu diéu d6 d& dang hon
cho ban.

Chon 6 G25 va nhap: = SUBTOTAL (9, G5: G24).
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Nhdp cdc ham thong ké con lai bang cdch sit dung SUBTOTAL.

15 Nhap céc Séng thirc sau:
O Cong thuc 6
G26 =SUBTOTAL (1, G5: G24)
G27 =SUBTOTAL (2, G5: G24)
G28 =SUBTOTAL (4, G5: G24)

G29 =SUBTOTAL (5, G5: G24)

Bai tap MOS Excel 2016

Bude 15 dé dang hon nhiéu so véi bude 10 vi ban chi can chon toan bé pham vi o trong cot (bao gé‘m téng 56
I6m). Ham SUBTOTAL chi don gidn la bo qua suw hién dién ciia bat ky ham SUBTOTAL nao khac trong pham
vi 6 db. Két qud la cot G hién thi cdc két qua tuong tu nhu cot E. That dé dang trong c¢ot C de nhdp cdc cong

thiee do, nhung ket qua khong chinh xac.

A B
Tolano Adventures
Weekly Expense Report

Office Travel Director
Cape Town Jamie Gibson
Subtotal for Cape Town

London Andrew McSweeney
Subtotal for London

S0 e N oUW =

-

New York Madison Cowell
New York Nick Klassen
Subtotal for New York

Sydney Curtis Gorski
Sydney Lawrence Jang
Subtotal for Sydney

© o U n R W~

Tokyo Christie Akira
0 |Tokyo Kanda Yamoto
1 |Subtotal for Tokyo

NN
=)

N
)

9
3

23 |Toronto Toby Belanger
Subtotal for Toronto

25 |Grand Total - All Offices

26 Average

27 Count

28 |Highest

29 |Lowest

%)
B

v}
o)

@

€ E G
SUM SUM + SUBTOTAL
Expenses Expenses Expenses

122.05 122.05 122.05
122.05 122.05 122.05
234.62 234.62 234.62
234.62 234.62 234.62
178.92 178.92 178.92
199.25 199.25 199.25
378.17 378.17 378.17
82.54 82.54 82.54
101.76 101.76 101.76
184.30 184.30 184.30
287.92 287.92 287.92
274.10 274.10 274.10
562.02 562.02 562.02
164.29 164.29 164.29
164.29 164.29 164.29
3290.90 1645.45 1645.45
219.39 182.83 182.83
15 9 9
562.02 287.92 287.92
82.54 82.54 82.54

16 Luu va dong sé tinh.

Bai 6:

Bai tép nay trinh bay cach st dung ham IF:

Ban sé sir dung mot bang tinh sé tinh s6 diém du lich dwoc cung ccfp cho khach hang dwa trén 6 tién ho chi
tiéu. Poi v6i moi dé la mét khach hang chi tiéu, chirong trinh gidi thuéng 100 diém AirKm. Ngodi ra, chiong
trinh trao gidi thudng cho khdch hang thém 20 diém cho méi dé la néu tong sé tién vuot qud 500 dé la.

1 Mo s6 lam viéc cia AirkKm Awards va luu duéi tén AirkKm Awards - Student..

Pau tién, tinh toan so diem cho moi do la.

2 Chon 6 D5, g: = C5 * 100 va nhan (Enter),

3 Chon 6 D5 lan nira va sao chép n6 xudng cac 6 tir D6 dén D20.

Bay gio tinh todn diém thuwéng cho méi dé la, nhung chi lam diéu nay khi sé tién I6n hon 500.

4 Chon 6 E5 va bAm Insert Function.
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10

11
12
13

14

Trong danh sach hoic chon danh muyc, hiy nhip vao Logical.
Trong danh sach Select a function, nhin IF va nhin OK.

Excel sé hién thi hép thoai Function Arguments dé giup ban nhap cac déi s6 chinh xdc cho ham nay. Ban sé
can cir diéu kién vé chi phi di lai, trong é C5 va phdi trén 500.

Trong truong Logical_test, gd: C5> 500.

Phan tiép theo la phan Value_if_true. Néu két qud ciia phép thir c6 diéu kién (C5> 500 trong tricong hop nay)
la diing, Excel sé trd vé gid tri trong hop ndy vao 6 trang tinh. Trong trieong hop nay, gid tri phdi dwgc tinh
toan.

Trong truong Value_if _true, g6: C5 * 20.

Phan cudi ciing ciia ham la phan Value_if_false. Néu két qua ciia phép thir cé diéu kién la false, Excel sé tra
Vé gid tri nay. Trong truong hop nay, gid tri sé bang khong.

Trong truong Value_if_false, go: 0.

Function Arguments i < |
IF
Logical_test | ¢5>500 £8:| = TRUE
Value_if_true | ¢5+20 fRi = 19369.6
Value_if false |0 | =0

= 19369.6
Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Value_if_false is the value that is returned if Logical_test is FALSE. If omitted, FALSE
is returned.

Formula result = 19369.6

Help on this function Cancel

Bém OK.
Luu ¥ rang cong thirc két qua 1a = IF (C5> 500, C5 * 20,0).

Vi gid tri dwoc tinh cé thé dan dén gid tri thdp phdn, ban c6 thé sir dung ham lam tron bé sung dé lam tron
gid tri Ién hodc xudng dén so nguyén gan nhdt. Ban cé thé thue hién diéu nay bang cdch nhiing ham |F bén
trong ham ROUND.

Trong 6 E5, bam (F2),

Di chuyén con tré vao 6 bén trai, dén vi tri gitra dau = va IF, va g6: ROUND (
Bam phim , nhap:, 0) va bal Enter)

[=RouND(IF(c5>500,c5+20,0),0)

Sao chép cong thurc tir 6 E5 sang céc 6 E6: E20.

Piém thuong hién chi dwoc tinh néu so tien trong cot B lon hon 500 dé la.
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1
12
13
14
15
16
17
18
19
20

1 |Tolano Adventures

AirKm Points Awarded

Passenger Name Type

Chan, A
Chan, H
Cox, T
Cox, W
Dali, P
Dali, S
Koehn, J
Koehn, P
Moore, M
Noire, N
Singh, G
Smith, A
Smith, B
Smith, T
Williams, M
Wong, K

Personal
Personal
Corporate
Personal
Corporate
Personal
Personal
Personal
Personal
Personal
Corporate
Corporate
Corporate
Personal
Personal
Personal

s

Amount Points

968.48
968.48
315.58
315.58
548.27
548.27
370.82
370.82
366.03
464.78
835.69
528.28
492.44
528.28
441.44
578.28

Bonus Pts.
96848 19370
96848 19370
31558 0
31558 0
54827 10965
54827 10965
37082 0
37082 0
36603 0
46478 0
83569 16714
52828 10566
49244 0
52828, 10566
44144 0
57828 11566

15 Luu sb tinh.

Bai tap MOS Excel 2016

Ban c6 thé sira déi ham |F néu ban muén trang tinh co thé trinh bay nhiéu hon. Vi du: néu ban muén cong thure
IF hién thi 6 trong thay vi so khong hodc dau gach ngang khi so tién la 500 do la hodac it hon, hdy sira doi cong

thire dé xuat hién nhw sau:

= ROUND (IF (C5> 500, C5 * 20, ****), 0)

Tdp hop cdc ddu ngodc kép sé khién Excel chén mét é trong vao bat ky 6 nao chimg té FALSE diea trén doi so

trong Logical_test.

Pé cé mot vi du hoat dong diing, hay nhé sao chép cong thire da thay déi sang cdc 6 khdc trén trang tinh.

Khi sir dung Chirc ning Insert Function, Excel sé chén dau ngodc kép cho ban khi nhdp vin ban vao truong
Value néu True / False. Khi ban muon mét trong cdc truong nay dé trong, ban phai nhdp ca dau ngodc kép
hodc tir True hodc False sé xuat hién trong 0.

|Bai 7:

Bai tap nay thé hién viéc sir dung cac ham Summary c6 diéu kién.

1 Chon s tinh AirKm Awards — Student.

Nhdp van ban vao cac 6 dé giup xac dinh ham cac cong thirc co tdp hop diéu kién dau tién.

2 Nhap van ban sau vao 6:
0 Vin ban 6
G5 Sale Over $500

G6 Total Sale Over $500
G7 Agv Sale Over $500

Bay gio- hdy nhdp cdc cong thire Summary cé diéu kién.

3 Nhap cac cong thirc sau vao 0:
0 Van ban

H5 = COUNTIF (C2: C20, "> 500"
H6  =SUMIF (C2: C20, "> 500"
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H7 = AVERAGEIF (C2: C20, "> 500")

Néu ban muén kich hoat mét tinh ndang ndng cao ciua cdc ham Summary co diéu kién nay, ban co thé nhdp
phép thik logic vao cdc 6 trang tinh thay vi vao ting cong thirc. Vi dy, gia s 6 H5 co cong thirc = COUNTIF
(C2: C20, G15) va 6 G15 chira chudi vin ban > 500. Viéc tham chiéu mét é c6 chiva cdc tiéu chi kiém tra lam
cho viéc thay déi phép thir logic tré nén dé dang hon va tranh quén thay déi mét ham cé chira cdc tiéu chi
kiém tra. Luu y rang cdc cong thire ¢6 diéu kién SUMIF va AVERAGEIF duwoc sir dung & ddy thiec hién cdc
phép tinh cua chung trén cung mot cot trong do cdc tiéu chi thu nghiém duoc ap dung. Noi cach khac, cac
cong thire nay chi chon nhitng 6 ddp ving cdc tiéu chi da néu va sau do thuc hién COUNT, SUM va AVERAGE
chi trén cdc 6 do. Y nghia ciia diéu nay sé tré nén ré rang hon khi ban kiém tra tdp hop cdc cong thirc cé diéu
kién tiép theo.

Bay gio, hdy nhdp cdc céng thire SUmmary cé diéu kién chi lién quan dén cdc hang cé logi doanh sé la "
Corporate".

4 Nhap vén ban sau vao 0:
0 Van ban
G9 Corporate Sales
G10  Total Corporate Sales G11
Average Corporate Sales 5 Nhép céc
cong thirc sau vao 0:
0 Van ban
H9 = COUNTIF (B2: B20, "Cong ty")
H10 =SUMIF (B2: B20, "Cong ty", C2: C20)
H11 = AVERAGEIF (B2: B20, "Cong ty", C2: C20)
Pay la nhitng céng thire c6 diéu kién nhw dwoc siv dung triede do, ngoai trir mét doi s6 bé sung da dwoc thém
vao SUMIF va AVERAGEIF. Trong bién thé nay, cdc tiéu chi thir nghiém dwoc dp dung cho cdc é trong

cot B (= “Corporate”), nhung SUM va AVERAGE duroc dp dung cho cdc 6 twong g trong cét C, la noi
c6 56 lwgng ban hang. Gid tri trung binh cé thé dwoc xdc minh bang cach chia gia tri tong cho gid tri dém.

Bdng tinh bdy gio sé xudt hién nhw sau:

A B C D E F G H
1 |Tolano Adventures
2 |AirKm Points Awarded
4 Passenger Name Type Amount Points Bonus Pts
5 Chan, A Personal 968.48 96348 19370 Sales Over $500 8
6 Chan,H Personal 968.48 96848 19370 Total Sales Over $500 5504.03
7 |Cox, T Corporate 315.58 31558 0 Avg Sales Over $500 688.00375
8 Cox, W Personal 315.58 31558 0
9 |Dali, P Corporate 548.27 54827 10965 Corporate Sales 5
10 |Dali, S Personal 548.27 54827 10965 Total Corporate Sales 2720.26
1 |Koehn, J Personal 370.82 37082 0 Avg Corporate Sales 544.052
12 |Koehn, P Personal 370.82 37082 0
13 |Moore, M Personal 366.03 36603 0
14 |Noire, N Personal 464.78 46478 0
15 |Singh, G Corporate 835.69 83569 16714
16 |Smith, A Corporate 528.28 52828 10566
17 |Smith, B Corporate 492.44 49244 0
18 |Smith, T Personal 528.28 52828 10566
12 |Williams, M Personal 441.44 44144 0
20 |Wong, K Personal 578.28 57828 11566

6 Luu va dong sb tinh.

Bai 8:
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Bai tip nay duoc thiét ké dé minh hoa cach cac ham vin ban c6 thé duoc sir dung dé thay d6i cac chudi ky tu.

1
2

I

o ~N o O

11
12

Tao mot s6 tinh méi, trong.

Nhap cac gia tri sau (ddm bao sir dung céc ky tu trén va dudi nhu dugce chi dinh tai day):

0 Gia tri
Al JaNe
Bl PArkER-smiTh

Tang chiéu rong cua cac cot A, B va C 1én 22.
Chon 6 C1 va gd: = CONCATENATE (A1, ", B1). Pam bao dit mot khoang trong giita cac dau ngoic kép.

Khéng gian giita cdc dau ngodc kép dwoce yéu cau dé tach biét ho va tén.

Chon 6 A2 va gb: = LOWER (Al).
Chon 6 A3 va gb: = UPPER (Al).
Chon 6 A4 va gb: = PROPER (Al).
Sao chép cac 6 tir A2: A4 sang B2: C4.

Luu y rang Excel chen cdac chit hoa vao tdt ca cdc vi tri thich hop, ké ca sau dau noi.

Bay gio, hdy sw dung cac ham van ban khac dé trich xuat cac phan cua chuoi van ban hodc ghép chung lai voi

nhau theo cac cach khac nhau.

Trong 6 A6, nhap: BIRTHDAY 10 Trong 6 B6, g6: = LEFT (A6,5).

Trong 6 C6, gb: = RIGHT (A6,3).

Trong 6 B7, g6: = CONCATENATE (LEFT (A6,3), MID (A6,6,1)).

Ban sé thdy todn tir & todn tir dwoc sir dung dé dang hon ham CONCATENATE va né tao ra cing mét két qua.
13 Trong & C7, g6: = LEFT (A6,3) & MID (A6,6,1).

A
1 |JaNe
2 jane
3 |JANE
4 |Jane

6 BIRTHDAY

B
PArkER-smiTh
parker-smith
PARKER-SMITH
Parker-Smith

BIRTH
BIRD

C
JaNe pArkER-smiTh
jane parker-smith
JANE PARKER-SMITH
Jane Parker-Smith

DAY
BIRD

14 Luu s6 lam viéc dudi tén Text Functions — Student va dong lai.

Bai 9:

Bai tap nay trinh bay viéc sir dung cac tham chiéu 6 tuyét ddi.

1

g A~ W DN

Mé sb tinh Quarterly Income Statement - Student. Néu can, hdy nhip vao thé trang tinh Company.

Pau tién tao mot cét méi cua Total.

Chon 6 G4 va go: Total.

Chon céc 6 tir C6 dén G8 va trén thé Home, nhém Editing, hiy bAm AutoSum.

Trong & C11, gb: = sau d6 nhip vao trang tinh Quarter 1 va chon 6 F11 va nhin (Enter),

Lap lai budc 4 cho céc 6 khac trong hang nay:
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10
11
12
13

14

o) Ngudn

D11 trang tinh Quarter 2 0 F11

E11  trangtinh Quarter 3 0 F11

F11  trang tinh Quarter 4 0 F11
Chon cac 6 tir C11 dén G11 va trén the Home, nhdm Editing, hay bam AutoSum.
Sao chép nodi dung ciia dai 6 C11 dén G11 xubng cac 6 tir C12 dén G19.

Tinh ning dia chi trong doi trong Excel dd gitip ban tiét kiém rat nhiéu thoi gian trong viéc thiét ldp cdc cong
thurc nay.

Chon 6 A21 va g0: Profit.

Chon 6 C21 va gd: = C8-C19.

Sao chép 6 C21 qua cac 6 D21 dén G21.
Chon 6 A22 va g6: Quarterly Margin.
Chon 6 C22 va nhap: = C21/ G8.

Sao chép 6 C22 qua c4c 6 D22 dén G22.

Liic ddu, né xudt hién nhw thé ban ¢ thé sao chép cong thirc vao cdc 6 khdc trong hang 22. Tuy nhién, két qua
dwoc hién thi nhw sau:

A B C D E F G H

1 |Tolano Adventures

2 |Quarterly Income Statement

3

4 Qtrl Qtr2 Qtr3 Qtra Total

5 |Revenues:

6 Sales 19000 19500 19500 19500 77500
Z Other Revenues 240 105 105 105 555
8 Total: 19240 19605 19605 19605 78055
9

10 |Expenses:

1 Rent 15000 15000 15000 15000 60000
12 Telephone 450 450 450 450 1800
13 Internet 375 375 375 375 1500
14 Photocopier 240 240 240 240 960
15 Supplies 750 750 750 750 3000
16 Courier 195 195 195 195 780
17 Advertising 750 750 750 750 3000
18 Utilities 975 975 975 975 3900
19 Total: 18735 18735 18735 18735 74940
21 |Profit 505 870 870 870 3115
22 |Quarterly Margin | 0.006471 #DIv/0! " #DIv/o! " #Div/or " #DIv/o!

Ré6 rang, cdc cdu tra loi dwoc cung cap khéng chinh xac — Excel hién thi # DIV [ 0! (chia cho 0) thong bao
16i trong cdc 6 khdc. Bdy gio kiém tra cdc cong thire ban di sao chép trong cét C.

Chon 6 D22 va kiém tra thanh cong thuc.

fe || =D21/H8
Nhue ban cé thé thdy, Excel da diéu chinh dia chi 6 bang cach sir dung dia chi twong doi cho moi 6 noi ban da
sao chép cong terc Qud trinh diéu chinh nay rdt hitu ich khi ban tao va sao chép cdc cong thirc khdc, hién

dang gdy ra si co: chia gla tri trong 6 D21 theo gid tri trong 6 H8. Vin dé la 6 H8 trong, dwoc hiéu la ¢6 gid
tri bang 0. Néu ban chia bat ky sé nao bang 0, ban sé nhdn dwgc théng bdo 16i "chia cho sé khong".
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Ban ¢6 thé gidi quyét van dé nay bang cach quay lai 6 C22 va chinh sira céng thike. Cong thirc phdi sir dung
tham chiéu 6 tuyét doi cho tham chiéu 6 G8. Do dé, cong thirc trong 6 C22 phdi la = C21/$ G $ 8 hodc = C21

/$ G8.
15 Chon 6 C22 va nhan (F2) @ kich hoat ché do chinh stra.

16 Nhén (F4) dé dit cac déu hiéu gié tri tuyét ddi quanh tham chidu 6 gn nhét trong cong thirc (G8).

17 Nhén dé chip nhan cong thic nay.
Lueu ¥ rang sé lwong trong 6 C22 khéng thay doi.
18 Sao chép cong thirc tir 6 C22 sang cac 6 tir D22 dén G22.

Bdng tinh ciia ban bdy gio trong giong nhu vi dy sau:

A B € D E F G

1 |Tolano Adventures

2 |Quarterly Income Statement

4 Qtr1 Qtr2 Qtr3 Qtr4 Total

5 |Revenues:

6 Sales 15000 19500 19500 19500 77500
7 Other Revenues 240 105 105 105 555
8 Total: 19240 19605 19605 19605 78055
9

10 |[Expenses:

1 Rent 15000 15000 15000 15000 60000
12 Telephone 450 450 450 450 1800
13 Internet 375 375 375 375 1500
14 Photocopier 240 240 240 240 960
15 Supplies 750 750 750 750 3000
16 Courier 195 195 195 195 780
17 Advertising 750 750 750 750 3000
18 Utilities 975 975 975 975 3900
19 Total: 18735 18735 18735 18735 745940
20
21 |Profit 505 870 870 870 3115
22 | Quarterly Margin : _0_.0_0__6117: 0.011146| 0.011146 0.011146 0.039908

Kiém tra cdc cong thire hién da nhdp trong cét C:
C22chtta=C21/$GS$8
D22 chta=D21/$G$ 8
E22 chta=E21/$ G $ 8
F22 chta=F21/$G $8
G22 chra=G21/$G $ 8

Khi tham chiéu dén 6 G8 la tuyét doi, né dwoc neo vao é tong doanh thu.

19 Luu sd tinh.

Bai 10:

Bai tp nay trinh bay cach hién thj cac cong thirc trong cac 6 cua trang tinh, hodc dé hién thi cac két qua cua cong

thure.

1 Néu can, hdy m¢ sb tinh Quarterly Income Statement - Student.

2 Bam theé File, sau d6 bam Options.

3 Nhip vao Advanced trong ngin bén trai ctua hop thoai Options.
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5  Xac minh rang ban di dit hop tiy chon hién thi thanh Company, sau d6 bam hop kiém Show formulas in cells
instead of their calculated results.

Goi y: Mot cach khac dé kich hoat tinh ndng nay la sir dung chudi phim tdt trén ban phim CTRL

+ (GRAVE ACCENT).
General ) Nothing (hide objects) A
Formulas
Proofing Display options for this worksheet: EE Company v
Save Show row and column headers
Eaigiiage Show formulas in cells instead of their calculated results
[T] Show sheet right-to-left
fcvanced [] Show page breaks
Customize Ribbon Show a zero in cells that have zero value
Quick Access Toolbar Show gutline symbols if an outline is applied
T Show gridlines
Gridline color D~
Trust Center
Formulas
Enable multi-threaded calculation
Number of calculation threads
(® Use all processors on this computer: 2
) Manual |1 S
Allow user-defined XLL functions to run on a compute cluster:
Cluster type:
When calculating this workbook: Quarterly Income S... | v
Update links to other documents
[] Set precision as displayed
[[] Use 1904 date system
Save external link values
v
z
6 Nhap chon OK.
7 Ngu can, tang kich ¢ cya sj lam vigc.
A B C D E G
1 |Tolano Ad
2 |Quarterl
]
4 Qtrl Qtr2 Qtr3 Qtr4 Total
5 |Revenues:
6 Sales ='Quarter 1'lF6 ='Quarter 2'IF6 ='Quarter 3'IF6 ='Quarter 4''F6 =SUM(C6:F6)
7 Other Revenues ='Quarter 1'lF7 ='Quarter 2'IF7 ='Quarter 3''F7 ='Quarter 4''F7 =SUM(C7:F7)
8 Total: ='Quarter 1''F8 ='Quarter 2'IF8 ='Quarter 3'IF8 ='Quarter 4''F8 =SUM(C8:F8)
9
10 |Expenses:
1 Rent ='Quarter 1'!F11 ='Quarter 2'IF11 ='Quarter 3'IF11 ='Quarter 4''F11 =SUM(C11:F11)
12 Telephone ='Quarter 1'lF12 ='Quarter 2'!F12 ='Quarter 3'!F12 ='Quarter 4'!'F12 =SUM(C12:F12)
13 Internet ='Quarter 1''F13 ='Quarter 2'IF13 ='Quarter 3'IF13 ='Quarter 4''F13 =SUM(C13:F13)
14 Photocopier ='Quarter 1''F14 ='Quarter 2'IF14 ='Quarter 3''F14 ='Quarter 4''F14 =SUM(C14:F14)
15 Supplies ='Quarter 1'lF15 ='Quarter 2'!F15 ='Quarter 3'IF15 ='Quarter 4'IF15 =SUM(C15:F15)
16 Courier ='Quarter 1''F16 ='Quarter 2'IF16 ='Quarter 3'IF16 ='Quarter 4''F16 =SUM(C16:F16)
17 Advertising ='Quarter 1'!'F17 ='Quarter 2''F17 ='Quarter 3'!F17 ='Quarter 4''F17 =SUM(C17:F17)
18 Utilities ='Quarter 1'IF18 ='Quarter 2'!F18 ='Quarter 3'IF18 ='Quarter 4'IF18 =SUM(C18:F18)
19 Total: ='Quarter 1''F19 ='Quarter 2'IF19 ='Quarter 3'IF19 ='Quarter 4''F19 =SUM(C19:F19)
20
21 |Profit =C8-C19 =D8-D19 =E8-E19 =F8-F19 =G8-G19
22 |Quarterly =C21/5GS8 =D21/$GS8 =E21/$GS8 =F21/$GS8 =G21/5GS8

Dé tat hién thi cdc cong thire, Idp lai cdc bude tirong tw nhing xéa hép kiém.

8 BAam thé File, sau d6 bAm Options.
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9 Nhiép vao Advanced trong ngin bén trai ctia hop thoai Excel Options.

Bai tap MOS Excel 2016

10 Cudn xubng dén Display options cho nhém trang tinh nay va x6a hop kiém Show formulas in cells instead of
their calculated results. Nhap chon OK.

Ban ciing ¢6 thé in trang tinh véi cac cong thire dwoc hién thi.

11 Pong s6 tinh va hity moi thay dbi.

Bai 11:

Bai tap nay thé hién cach sir dung tinh ndng Xac thuc Dir li¢u (Data Validation).

1 Mo sb tinh Feedback Form va luu dudi tén Feedback Form — Student.

2 Chon 6 B10. Trén thé Data, nhém Data Tools, bAm Data Validation. Néu ban di nhép vao nat tha xudng bén
dudi nit Data Validation, hiy nhap vao Data Validation.

3 Nhap hodc chon cac tuy chon sau cho thé Setting va nh:?ip OK:

Tiéu chi Chon
Allow Whole number
Data Between
Minumum 1
Maximum 5
Data Validation *IEN
Settings | Input Message | Error Alert
Validation criteria
Allow:
Whole number v Ignore blank
Data:
between v
Minimum:
1 3.3
Maximum:
5 25
Apply these changes to all other cells with the same settings
Clear All [ oK ] Cancel

Bay gio, hdy thir nhdp gid tri xép hang khéng hop 1é va quan sat két qud.
4 Chon 6 B10. Nhap: 0 va nhan (Enter),

Excel hién thi théng bdo 16i mdc dinh.

Microsoft Excel

Q The value you entered is not valid.
| |

- A user has restricted values that can be entered into this cell,

Cancel Help

5 Nhip Cancel.

Ban ¢6é thé tiry chinh théng bdo 16i nay dé gilip nguoi ding hiéu gid tri nao hop 1é hodc khéng hop 1é.

6 Chon 6 B6. Trén thé Data, nhom Data Tools, hiy bdm Data Validation.
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7 Nhap hoac chon cac tuy chon sau cho thé Setting:

Tiéu chi
Allow

Data
End date

less than
= TODAY ()

Validation criteria

Allow:

}Date E] Ignore blank
Data:

o

End date:

|=TODAY(

D Apply these changes to all other cells with the same settings

‘vjigleal Alliiv ’7 Cancel

8 Nhép vao thé Error Alert, nhap cic cai dat sau va nhap vao OK:

Tiéu chi
Style
Title

Incorrect date

Error message Your travel date must be before today.

Settings I Input Message J Error Alert \

Show error alert after invalid data is entered

‘When user enters invalid data, show this error alert:
Style: Title:
lstop E] ;Incorrect date

>

Error message:

| Your travel date must be before
| today.

| cearan |

Cancel

9 Chon 6 B6 va nhap ngay trong tuong lai.

Thong bado 16i tuy chinh ciia ban hién duwoc hién thi.

10 Nhéip chon Cancel.

Your travel date must be before today,

[ Rety | \ Cancel ‘ ‘ Help

Ban ciing co thé hién thi thong bao hitu ich khi chon mét 6.

11 Chon 6 B13. Trén thé Data, nhom Data Tools, hay bam Data Validation.

12 Nhép vao thé Setting va nhép hodc chon cac muc sau:

Tiéu chi
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Allow Text length
Data less than
Maximum 150

13 Bam vao thé Input Message, nhdp cac cai dit sau va nhin OK:

14
15
16

Tiéu chi Nhap

Title Your Comments

Nhap noi dung Comments Your comments will be entered into a grand prize draw!

Data Validation

? IEN|

Settings | Input Message | Error Alert
Show input message when cell is selected

When cell is selected, show this input message:
Title:
Your comments
Input message:
Your comments will be entered into a grand prize draw/|

Clear All [ 0OK Cancel

Théng bao nhdp tuy chinh cua ban hién duoc hién thi.

12

Comments:

10 Your rating:
1| (5=high, 1=low)

Your comments
Your comments will
be entered into a
grand prize draw!

Bai tap MOS Excel 2016

Nhap chudt vao 6 khac cia bang tinh va sau d6 nhép lai vao 6 B13 dé xem lai hién thi thong bao dau vao.

Kiém tra bang tinh bang cach nhap cac gia tri ban chon vao cac 6 khac nhau.

Luu va dong sd tinh. 11. Bai tap 1y thuyét

Liét ké nhitng toan tir toan hoc chuin ma Excel sir dung va thir ty wu tién cta chung 1 gi.

Pua ra vi du vé cach st dung cac cong thuc dé thyuc hién phan tich what-if mang lai lgi ich cho ban.

Diéu nao sau day khong hop 162
= MAX (B5: B15)

a
b. =MAX (B5, B6, B7, B8, B9, B10, B11, B12, B13, B14)

o o

= MAX (B5: B7, B8: B10, B11: B15)
= MAX (B1, B5: B8, B9: B15)

Trang 49/155



IIG Viét Nam Bai tap MOS Excel 2016

e. Tét ca nhitng diéu trén déu la cong thirc khong hop 16
f.  Khong - tit ca déu la cong thirc hop 18

g. ¢

h. b,cvad

4  Xac dinh cac phan khac nhau ciia tham chiéu dén cic trang tinh khac bang cach sir dung Tham chiéu Tours!B4
lam vi du.

5  Su khac nhau chinh gitra ham IF va cac ham khac dugc thao ludn trong bai hoc nay nhu SUM, AVERAGE va
UPPER la gi?

6 Cac ham LEFT va MID c6 thé hoan ddi cho nhau hoan toan khong? Noi cach khac, ban c¢6 thé ludn sir dung
ham LEFT thay vi MID, ciing nhu str dung MID thay vi LEFT khong?

7  Giai thich sy khac biét giita cac tham chiéu 6 tuyét ddi va twong dbi.

8 Cung cap cac vi du vé khi nao hoac tai sao n6 c6 thé co6 ich dé in cac cong thirc trong bang tinh.

BAI 4: PINH DANG TRANG TiNH VA CAU HINH CAC SO TIiNH
I. Bai tap thwc hanh:

Bai 1:

Trong bai tap nay, ban s& xem xét mdt s dinh dang s& c6 san trong Excel.

1 Mo s6 tinh Travel Itinerary va luu dudi tén Travel Itinerary - Student.
Bay gio dinh dang mot s6 6 chira so.

2 Chon pham vi 6 B19 dén B22.

3 Trén thé Home, nhém Number, bAm vao miii tén Number Format.

Mot danh séch xudt hién hién thi cac dinh dang 56 thuong dwoc su dung nhdt cho mét 6. Bén dudi tiéu dé cia
tung dinh dang s6, Excel sé hién thi sé tir 6 dd chon (hodc o trén cung bén trdi, néu ban chon mot ddi 0) su
dung dinh dang do. Vi du: gid tri 3298 trong 6 B18 hién thi duéi dang 3298,00 theo dinh dang S6 va duwdi dang
3,298 do la theo dinh dang Currency.
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4

10

> General

123  No specific format

12 Number

Currency
$3298.00

(i1
=

Accounting
$3.298.00

Short Date

1/10/1909

Sunday, January 10, 1909

\ Time
12:00:00 A

==
]
E Long Date
5

T

Fraction
1/2 3298

2 Scientific
10 3.30E+03
apc Tex
More Number Formats...
Bam Number trén danh séach.
19 |Airfare: 3298.00
20 |Hotel: 2750.00
21 Taxes & Fees: 750.52
22 |Total: 6798.52

Excel di dp dung mét dinh dang thong nhat — hai chit s6 thdp phdn — cho tdt cd cdc so.

Ban ciing ¢6 thé dinh dang nhanh cdc 6 sé bang cdch sir dung nit Comma Style nam bén duwdi danh sdch
Number Format. Tuy nhién, Excel dién gidi lia chon dinh dang nay la dinh dang Accounting khéng cé ky hiéu
tién té dwge hién thi. Ngodi ra, dinh dang Kiéu Dédu phdy (Comma Style) hién thi sé am bang cdch sir dung dau
ngodc don thay vi dau trir va cdc s6 dicong hién thi bang ddu thut 1é trdi ¢ bén trdi. Pinh dang Number thuong
duoc st dung thuong xuyén hon dinh dang Comma Style.

Néu bt ky sé nao c6 nhiéu hon hai chit sé thdp phan, dinh dang S6 sé lam tron sé d6 thanh chit s6 thdp phdn
thir hai gc?n nhat. Nhu véi tat ca cde dinh dang, diéu nay chi danh cho muc dich hién thi — s6 thuc duoc luu
trit trong 6 khéng thay doi.

Mot bt loi véi dinh dang Number la né khéng hién thi sé véi dau phay.
Trén thé Home, nhém Number, hiy nhap vao trinh khai chay hop thoai.

Trong hdp thoai Format Cells, Category da diwoc dit thanh Number Va 2 chit sé thdp phdn dwgc chi dinh. Ban
chi can thém ddu phan cach bang dau phay.

Bat hop kiém Use 1000 Separator (,) va nhan OK.

Bay gio hdy thir dinh dang tién té.

Chon 6 B19.

Trén thé Home, nhém Number, bim vao miii tén Number Format rdi bAm Currency.

Chon 6 B22 va thay doi dinh dang s6 nay thanh Currency.

Sir dung Ribbon, ban ciing cé thé nhanh chéng thay doi sé chir s6 xudt hién sau ddu thip phan.

Véi cac 6 B22 van duoc chon, trén thé Home, nhom Number, bam Decrease Decimal hai 1an dé xoa tit ca cac
chit s6 thap phan.
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11

12
13

14

15

16

17
18

19

Lueu y rang Excel dd lam tron so 1én. Ban ciing ¢ thé tang sé chit so thdp phan.
Trén thé Home, nhém Number, bAm Increase Decimal hai 1an dé hién thi hai chit s6 thap phan mét 1an nira.

Goi y: Ban ciing cé thé nhdp chudt phdi va sau dé nhdp vao Increase Decimal hodc Decrease Decimal trén
thanh cong cu Mini.

Ban ciing ¢6 thé dinh dang é chira gid tri ngay thang.

Chon 6 B6.

Trén thé Home, nhém Number, bim vao miii tén Number Format va bim Long Date.

Dinh dang ngay dai qua rong cho 6 nay.

Trén Thanh cong cu truy cap nhanh Quick Access Toolbar, hiy nhip vao nat Undo.

Cdc 6 chira s6 hiéu flight numbers ciing la s6, nhwng dinh dang chung la chép nhéan dwoe doi véi chiing.
Chon 6 B4.

Trén thé Home, nhém Number, hiy nhap vao trinh khai chay hop thoai (Dialog box launcher).

Bam vao thé Number va bim Special trong danh sach Category.

Bam Phone Number trong danh sach Type, va bam OK.

Gio ddy, Phone Number ciia khdch hang xudt hién dwoc dinh dang chinh xdc.

A B C D E F G H

1 |Tolano Adventures

2 |Travel Itinerary

3 Prepared For: Williams, R

4 |Phone: (206) 321-1234

5

6 Date: 8-Sep-13

7 |Depart From: Toronto YYZ Time: 6:55 PM Airline: British Air Flight# 2409
8 Arrive: London LHR Time: 6:55 AM

9

10 |Date: 15-Sep-13

1 |Depart From: London LHR Time: 3:25PM Airline: Lufthansa Flight # 75
12 |Arrive: Toronto YYZ Time: 6:25 PM

14 Hotel: Times Plaza Address: Stratton Street, London, England

15 |Check in Date: 9-Sep-13

16 |Check out: 15-Sep-13

17

18 |Invoice

19 |Airfare: $3,298.00
20 |Hotel: 2,750.00
21 |Taxes & Fees: 750.52
22 |Total: $6,798.52

Luu va dong s6 tinh.

Bai 2:

Bai
1

tap nay thé hién cac tiy chon cin chinh duoc sir dung phd bién nhat.
Dam bao rang so tinh Travel Itinerary - Student dang hoat dong trén man hinh.

O dau trang tinh la hai hang van ban ma ban can can gitta trén chiéu rong cua tai liéu invoice. Pé thuc hién
diéu nay, ban sé su dung chirc nang hop nhat va can giiia.

Chon céc 6 tir Al dén H1.

Trén thé Home, nhém Alignment, hiy bAm Merge & Center.
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© 00 N O

11

12
13
14
15
16

Luu y rang Excel hién dd hop nhat tam 6 voi nhau va can giita tiéu dé trén cac 6 nay.

Churc nang Merge & Center chi co thé hoat dong trén mot hang tai mot thoi diém. Ban s€ phai lap lai buoc
truée dé cho hang tiép theo.

Chon céc 6 tir A2 dén H2 va trén thé Home, nhém Alignment, bAm Merge & Center..

Hay nhé rdang, mdc dit ban da hop nhdt céc 6 véi nhau va do do, can giita cac ndi dung div liéu trén cdc 6 nay,
ban da nhap dir liéu trong 6 ban dau. Do dé, dé thay doi cdc noi dung do, ban phai quay lai 6 ban dau (Al
hodc A2).

Ban c6 thé ép bugc mot 56 trong o dé can chinh bén trdi.

Chon 6 B4 va, trén thé Home, nhdm Alignment, bam Align Left.

By gior can chinh van ban trong mét s6 6 ¢ bén phdi.

Chon céc 6 C7 dén C8 va, trén thé Home, nhom Alignmnet, bam Align Right.

Chon cac 6 C11 dén C12 va, thé Home, nhém Alignmnet, bAm Align Right mét 1an nira.
Chon 6 E7 va gitt phim CtD). Sau d6 chon 6 E11 va nha phim dé chon c4 hai 6.

Trén thé Home, nhém Alignment, nhin Align Right lan nita.

Chon c4c 6 G7 va G11 bang cach st dung phim Ctl); trén thé Home, nhém Alignment, bam Align Right 1an
nira. Truede do, ban di cé ging sir dung dinh dang Long Date, nhung khong cé dii khong gian trong é dé hién
thi né. Bay gio ban cé thé sir dung né bang cach hop nhat cdc 6 lién ke.

Chon cac 6 B6 dén D6 va, trén thé Home, nhom Alignment, bAm vao miii tén bén canh Merge & Center. Sau
d6 bAm Merge Across.

Trén thé Home, trong nhém Number, bam vao miii tén Number Format va bdm Long Date.
Trén thé Home, nhém Alignment, bam Align Left.

Liap lai cac bude tir 11 dén 13 véi cac 6 tir B10 dén D10.

Chon cac 6 B15 dén B16, trén thé Home, nhom Alignment, bam Align Left.

Véi cac 6 B15 dén B16 van duogc chon, trén thé Home, nhom Alignment, hiy bam Increase Indent.

A B C D E E G H

1 Tolano Adventures

2 Travel Itinerary

3 |Prepared For: Williams, R

4 |Phone: (206) 321-1234

5

6 Date: Sunday, September 8, 2013

7 |DepartFrom: Toronto YYZ Time: 6:55 PM Airline: British Air Flight # 2409
8 Arrive: London LHR Time: 6:55 AM

9

10 |Date: Sunday, September 15, 2013

1 Depart From: London LHR Time: 3:25PM Airline: Lufthansa Flight # 75
12 Arrive: Toronto YYZ Time: 6:25 PM

14 |Hotel: Times Plaza Address: Stratton Street, London, England

15 |Check in Date:  9-Sep-13

16 |Check out: 15-Sep-13

7
18 |Invoice
19 |Airfare: $3,298.00
20 |Hotel: 2,750.00
21 |Taxes & Fees: 750.52
22 Total: $6,798.52

17 Luu lai s6 tinh.
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Bai 3:

Trong bai tip ndy, ban s& thuc hanh thay dbi cac tuy chon phong chit.

1

10

11

12
13

14

Pam bao rang Travel Itinerary - Student dang hoat dong trén man hinh.
Pau tién, thay doi font size va style cho tiéu dé tai liéu.
Chon 6 Al.

Luwu y: Ban thyc sy co thé chon bat ky vi tri nao gitta Al va H1 dé chon 6 AL, vi toan bé ddi 6 nay da dwoc hop
nht.

Trén thé Home, nhém Font, bAm vao milii tén bén canh Font Size va bam 24.
Trén thé Home, nhém Font, bam Bold.

Chon 6 A, trén thé Home, nhém Font, bAm vao miii tén bén canh Font Size dé hién thi danh sach kich thuée
Font chit c6 san.

Di chuyén con tré xudng dé tré dén cac kich ¢ phong chir khac nhau, nhung khéng bam vao bt ky kich thude
nao.

Lueu y: Khi ban nhdp vao miii tén va tré dén kich thuée méi (nhing khéng nhdp vao né) Live Preview thay doi
giao dién cua van ban.

Lueu ¥ rang tinh néng Live Preview tam thoi thay doi giao dién ciia 6 hién hoat bang cdach sir dung kich thude
phong chit ma ban dang tro.

Bam vao ¢ chir 14.

Trén thé Home, nhém Font, bam Bold.
Xem truée truc tiép (Live Preview) khong hoat dong véi cdc nit Bold, Italics hoge Underline.
Bay gio in ddm tdt ca cdc tiéu dé 6.

Chon pham vi 6 A3 dén A22 sau do, trén thé Home, nhém Font, bim Bold.

Chon tat ca cac phan con lai cta cac 6 cung nhau bang cach gilr phim cho dén khi ban da chon 6 cudi cung:

C7toC8 Time (x 2)
ClltoC12 Time (x 2)
E7 to E11 Airline
G7to G11 Flight #
Ci14 Address

Trén thé Home, nhom Font, bam Bold dé in dam tat ca cac 6 nay ciing mét luc.

Neéu ban bo I6 mot hodc nhiéu 6 hodc vo tinh in ddm 6 khéng chinh xdc, chi can chon cdac é do va nhap lai vao
nat Bold dé dao nguroc cai dat.

Bay gio chon mot phong chit khac nhau cho mét 6.

Lueu y: Bdt Live Preview bang cdch nhdp vao Font trén Ribbon.

Chon 6 A18, trén th¢ Home, nhém Font, bam vao miii tén bén canh Font. Chon Arial Black.

Vi 6 A18 duge chon, trén thé Home, nhdm Font, bAm vao miii tén bén canh Font Size va chon 14.
Bay gio chon mét phéng chir khdc cho tdt cd cdc 6 dit lidu.

Gilt phim va nhép vao cac tiéu dé cot mau xam trong cac cot B, D, F va H. Nha phim )
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15

16

Véi nhitng ¢ot dugc chon, trén thé Home, nhém Font, bam vao miii tén bén canh Font va chon Arial.

Bdng tinh hoan chinh sé tréng giong nhw sau:

B c D E F G H
Tolano Adventures

2 Travel Itinerary

3 |Prepared For: Williams, R

4 |Phone: (206) 321-1234

6 Date: Sunday, September 8, 2013

7 DepartFrom: Toronto YYZ Time: 6:55PM Airline: British Air Flight# 2409

8 |Arrive: London LHR Time:  6:55 AM

9

10 Date: Sunday, September 15, 2013

11 |DepartFrom: London LHR Time: 3:25PM Airline: Lufthansa Flight # 75

12 |Arrive: Toronto  YYZ Time: 6:25PM

14 |Hotel: Times Plaza Address: Stratton Street, London, England

15 |Checkin Date: 9-Sep-13

16 |Check out: 15-Sep-13

1z Invoice

19 Airfare: $3,298.00

20 Hotel: 2,750.00

21 Taxes & Fees: 750.52

22 Total: $6,798.52

Luu sd tinh.

Bai 4:

Bai tap nay trinh bay cach ap dung dudng vién cho cac 6.

1

10

11
12

Pam béo rang so tinh Travel Itinerary - Student dang hoat dong trén man hinh.
Pau tién, dat mot duong vién trén tat ca bon canh bén ngodi cua mot dai o.

Chon céc 6 tir A6 dén H8.

Trén thé Home, nhém Font, bAm miii tén cho Borders va chon Outside Borders.

Nut Borders trong ribbon hién diwoc dat thanh Outside Borders. Vé dwong vién xung quanh hai muc hanh
trinh khéc.

Chon cac 6 A10 d&én H12. Trén thé Home, nhom Font, bAm vao Outside Borders truc tiép tir Ribbon.
Chon cac 6 tir A14 d&én H16. Trén thé Home, nhém Font, bam vao Outside Borders tryc tiép tir Ribbon.
Chon mét dwong vién khdc cho phan héa don ciia trang tinh.

Chon céc 6 tir A18 dén C23.

Trén thé Home, nhém Font, bAm vao miii tén Borders.

Tré chudt vao tiy chon Line Color trong menu Borders, sau d6 nhip vao mau Dark Blue (tht hai tir bén phai)
trong phan Standard Colors ciia menu.

Trén thé Home, nhém Font, bAm vao miii tén Borders mot 1an nita.
Tré chudt vao Line Style, va sau d6 nhip vao medium solid line (tht sau tir phia dudi).

Lueu Y rang khi ban chon mot trong hai tity chon dwong vién nay, con tré sé thay doi thanh biéu twong bt chi.
Piéu nay cho thdy rang ban c6 thé vé dwong vién xung quanh bat ky é nao ban chon theo cdch thii céng. Poi
véi bai tap nay, ban chi muén cdc dwong vién xung quanh cdc 6 hién dang dwoc chon. Luu Y rang véi con tro
da thay déi thanh biéu twong but chi, co vé nhw khong co 6 nao hién dwoc chon. Tuy nhién, cdc 6 duwoc chon ¢
bude 6 thuc s van dwoc chon.

Trén thé Home, nhém Font, bam vao mili tén Borders mot 1an nita va nhap vao Outside Borders.

Nhip vao bit ky 6 nao khéc trong trang tinh dé xem két qua.
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Bay giorvé cdc dwong vién bén trong mét pham vi 6, sk dung kiéu dong va mau hién tai.
13 Chon c4c 6 tir A18 dén C18.
14 Trén thé Home, nhém Font, bAm vao miii tén Borders va chon Bottom Border.

15 Chon cac 6 A19 dén A23, trén thé Home, nhém Font, bam vao miii tén Borders va bam Right Border.

A B [3 D E F G H
Tolano Adventures
2 Travel Itinerary
3 |Prepared For: Wiliams, R
4 Phone: (206) 321-1234
6 Date: Sunday, September 8, 2013
7 DepartFrom: Toronto YYZ Time: 6:55PM Airline: British Air Flight# 2409
8 Arrive: London LHR Time:  6:55 AM
9
10 |Date: Sunday, September 15, 2013
11 DepartFrom: London LHR Time: 3:25PM Airline: Lufthansa Flight # 75
12 Arrive: Toronto  YYZ Time: 625 PM
14 |Hotel: Times Plaza Address: Stratton Street, London, England
15 CheckinDate: 9-Sep-13
16 |Check out: 15-Sep-13
1z Invoice
19 Airfare: $3,298.00
20 Hotel: 2,750.00
21 Taxes & Fees: 750.52
22 |Total: $6,798.52
23

NGt Borders hién duoc dat thanh mét kiéu, mau sdc va vi tri méi, sé tié’p tuc ap dung cho tat ca cae trang tinh
va so lam viéc cho dén khi ban thoat khoi Excel. Excel sau do dat lai cdc tuy chon nay vé cai dat mdc dinh.

16 Trén thé Home, nhom Font, hiy bAm vao miii tén cho Borders.

17 Tré chudt vao tiry chon Line Color trong menu Borders, sau d6 nhip vao Automatic.
18 Trén thé Home, nhém Font, bAm vao miii tén cho Borders mot 1an nita.

19 Nhip chon Line Style, va sau d¢6 nhap vao thin solid line (thir hai tir phia trén).

20 Nhan (Esg) dé tit but chi va luu lai bang tinh.

[Bai 5:

Bai tap nay trinh bay cach 4p dung cac miu va mau nén cho cac 6 trén mot trang tinh:

1 Pam bao rang s6 tinh Travel Itinerary - Student dang hoat dong trén man hinh.
Thém mau nén cho tiéu dé trang tinh.

2 Chon céc 6 tir AL dén A2.

3 Trén thé Home, nhém Font, bAm vao miii tén Fill Color.

Live Preview hoat dong véi cac mau té. D6 la, nén cia cac 6 dwoc chon tam thoi thay doi dé hién thi mau dé
cho deén khi ban chuyén sang mau khac.

4  Tré chudt dén dén cac mau khac nhau dé xem céc hiéu ing khac nhau.

5 Nhép chon Light Green (tht nam tir trai sang) trong phan Standard Colors cua palette.
Bay gio thém mét mdu va mau nén cho mét pham vi 6.

6 Chon céc 6 tir A18 dén C23.

7  Trén thé Home, nhém Cells, bAm Format roi bAm Format Cells.

8 Trong hop thoai Format Cells, nhip chon thé Fill sau d6 nhdp vao milii tén Pattern Style.
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9 Nhip vio 6,25% Gray (phia xa bén phai & hang trén cung).

Pattern Style:

=SINg7E S

=N % i &

Bai tap MOS Excel 2016

10 Trong phan Background Color, nhip vao Blue, Accent 1, Lighter 80% (cot thir nam tir bén trai, hang tht hai
tir trén cung). Nhap vao OK.

Thém mau nén cho phan hotel ciia hanh trinh.

11 Chon cac 6 Al4 dén H16 va, trén thé Home, nhém Font, bAm vao miii tén cho Fill Color va chon Yellow tur
phan Standard Colors.

Lira chon mau ndy dwong nhw khéng vira véi phan con lai cia trang tinh, do d6 hdy xéa mau to.

12 Vi cac 6 Al4 dén H16 duoc chon, trén thé Home, nhém Font, bAm miii tén cho Fill Color rdi bAm No Fill.

Bang tinh hoan chinh s& trong giéng nhu vi dy sau:

~N o w s WM

o @

=

R T R S TT RN

o w

(SR

A

Prepared For:
Phone:

B C

D

E F G

Tolano Adventures

Travel Itinerary

Williams, R
(206) 321-1234

Date:

Sunday, September 8, 2013

Depart From: Toronto YYZ Time: 6:55PM Airline: British Air Flight# 2409
Arrive: London LHR Time: 6:55 AM

Date: Sunday, September 15, 2013

Depart From: London LHR Time: 3:25PM Airline: Lufthansa Flight# 75
Arrive: Toronto  YYZ Time: 6:25 PM

Hotel: Times Plaza Address: Stratton Street, London, England

Checkin Date: 9-Sep-13

Check out: 15-Sep-13

13 Luu va dong so tinh.

Bai 6:

Trong bai tip nay, ban sé hoc cach sir dung tinh nang Format Painter.

1 Mo s6 lam viéc RV Booking va luu dudi tén RV Booking - Student.

Dinh dang phan Invoice trude.

2 Chon cac 6 B17 dén B20, trén thé Home, nhém Number, bim vao Dialog box launcher.

3 Trong thé Number, chon Number in Category, néu can thay d6i Decimal places thanh 2 va nhén vao hop
kiém Use 1000 Separator (,) dé bat n6 va nhan OK.

4  Trén thé Home, nhém Font, bAm vao miii tén bén canh Font va bam Arial.
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10
11

12
13

14

15
16
17

18
19
20

Ti’zay d6i s6 ddu tién sang dinh dang currency, va sau dé sir dung Format Painter dé sao chép dinh dang xuong
50 duoi cung.

Chon 6 B17 dé n6 1a 6 duy nhat duoc chon, trén thé Home, nhém Number, bam vao trinh khai chay hop thoai.
Trong thé Number, trong Category, chon Currency va nhin OK.

Vé6i 6 B17 van dugc chon, trén thé Home, nhém Clipboard, bAm Format Painter mot 1an.

Nut Format Painter hién dwoc t6 sang va mét viing chon xudt hién quanh 6 B17.

Chon 6 B20 dé ap dung cung dinh dang cho 6 do.

Lueu y rang nit Format Painter da tdt va viing chon khéng con hién thi xung quanh é B17.

Thém dwong vién cho sé dudi cing.

Chon 6 B20 va, trén thé Home, nhém Font, bAm vao miii tén bén canh Borders, sau d6 bAm Top and Double
Bottom Border.

By gio dinh dang cdc tiéu dé truong.

Chon 6 A3, trén th¢ Home, nhém Font, bdm vao miii tén bén canh Font. Nhip vao Times New Roman.
Véi 6 A3 van dugce chon, thé Home, nhém Font, bim Bold.

Format Painter cé thé duwoc thiét lip dé dp dung dinh dang cho nhiéu bé 6.

Trén thé Home, nhém Clipboard, bim dup vao Format Painter.

Nhiap vao timg 6 hodc dai 6 sau ddy dé ap dung cuing mot dinh dang:

A5:A6
c5
A8:A10
C9:C10
Al2:A14
C13:C14
A17:A20

By gio tit Format Painter.

Trén thé Home, nhém Clipboard, bAm Format Painter mot 1an nita dé tit né di.

Tang kich thuoc Font chit cua hai 6 co chira nhan van ban.

Chon 6 A8 va, trén th¢ Home, nhdm Font, nhap chon mili tén bén canh Font Size, chon 14.
Vé6i 6 A8 van dugc chon, trén thé Home, nhém Clipboard, bAm Format Painter.

Nhiap vao 6 A12 dé ap dung cing mot dinh dang & do.

Bay gio thay d6i Font chit cho cdc 6 chira dit liéu bang cdch sir dung Format Painter.
Chon 6 B3, trén thé Home, nhém Font, bAm vao miii tén bén canh Font va chon Arial.
V6i 6 B3 van dugc chon, trén the Home, nhém Clipboard, nhap dap Format Painter.
Nhiap viao timg 6 hodc dai 6 sau ddy dé ap dung ciing mot dinh dang:

B5:B6
D5
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B9
D9
B13
D13

21 Trén thé Home, nhém Clipboard, bam Format Painter mot 1an nira dé tat no di.

Ban khéng thé sir dung Format Painter tir cdc é c6 chira van ban dén cdc 6 chiva ngay va gio — ban sé phdi
dinh dang riéng cdc 6 nay.

22 Chon 6 B10 va doi Font thanh Arial.
23 Sir dung Format Painter dé sao chép dinh dang d6 sang 6 B14.
24 Chon 6 D10 va d6i Font thanh Arial.
25 Sir dung Format Painter dé sao chép dinh dang d6 sang 6 D14.

Trang tinh ciia ban gio ddy trong giong nhw sau:

A B C D E F G H
Tolano Adventures

2 Recreational Vehicle Booking

3 Prepared For:  Pursers, J

5 |Vehicle: 26 ft Coachmen Unit #: 5381

6 |Sleep Capacity: 6

7

s |Pick Up:

9 |Location: George's RV Center Address: 1250 Main Street, Seattle, VWWashington

10 Date: 15-Jul-13 Time: 12:00 PM

12 | Drop Off:

13 Location: Arrow RV Rentals  Address: 9644 Memorial Drive SE, Atlanta, Georgia
14 Date: 22-Jul-13 Time: 10:00 AM

15

15 Invoice

17 |RV rental: $1,085.00

18 Deluxe package: 275.00

19 Taxes: 115.60
20 |Total: $1,475.60

26 Luu va dong so tinh.

Bai 7:

Bai tap nay trinh bay viéc str dung 1énh Clear trén ba loai dir liéu chinh: numbers, dates, va text. D& minh hoa t6t
hon tinh nang nay, ban sé& sir dung mot trang tinh chta dir liéu ngau nhién

1 Mo sb tinh Clear Formats Demo va luu dudi tén Clear Formats Demo - Student.

St dung timg lénh Clear khdc nhau dé xem né anh huong nhi thé nao dén dir liéu.

Chon cac 6 B2:D2, trén thé Home, nhém Editing, nhép chon Clear va nhép chon Clear All.
Chon céc 6 B3:D3, trén the Home, nhom Editing, nhép chon Clear va nhip chon Clear Formats.
Chon céc 6 B4:D4 trén thé Home, nhdm Editing, nhap chon Clear va nhap chon Clear Contents.
Chon céc 6 tir B5:D5 va nhin =)

g B~ W N

Lénh Clear Contents va phim thyc hién cung mot két qua.
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6 Chon cic 6 B6:D6, trén thé Home, nhém Editing, nhip chon Clear va nhap chon Clear Comments.

A C D
2
12345.6789‘ 41440 Sample text
~
6 12,345.68 June 15, 2013 Sample text

Bay gio, hay nhdp lai dit liéu khéc nhau vao mét s6 6.

7 Nhap cac gia tri sau (khong st dung chirc nang sao chép va dan):

Cell
B2

B4
B5
c2
c3
c4
Cc5
D2
D4
D5

Value
9876.543

9876.543
9876.543
Mar 1, 2013
Mar 1, 2013
Mar 1, 2013
Mar 1, 2013
label

label

label

Lwu y nhitng diéu sau:

Trong hang 2 va 3, Iénh Clear sé xda tét cd cdc dinh dang 6 dé€ hodn nguyén ching vé mdc dinh.

Trong 6 C3, dinh dang date tam thdi chuyén sang dinh dang numeric cho dén khi duwoc thay thé bang gid tri ngay
mdi, duwoc hién thj theo dinh dang ngdy mdc dinh cua Excel thay vi dinh dang ngay dé bj xda.

Trong hang 2, Excel xéa tét ca dif liéu géc, bao gém dinh dang va comment, trong khi & hang 3, Excel gii¥ lgi tat
cd dir liéu géc, mdc du gid tri ngay trong 6 C3 ban ddu tréng ky la.

Trong cé hai hang 4 va 5, Excel sé xda tét cd dir liéu goc trir cdc comment, nhung Excel vén gii¥ lai cdc dinh dang

6 riéng Ié.

Trong hang 6, Excel chi xéa comment.

Bdng tinh hodn chinh sé tréng giéng nhw vi du sau:

A B

9876.543
12345.6789

C D

1-Mar-13 label
1-Mar-13 Sample text

~
9,876.54

March 1, 2013 [label

~
9,876.54

March 1, 2013 [label

12,345.68

June 15, 2013 Sample text

8 Luu va dong so tinh.

Bai 8:

Bai tap nay thé hién cach thay ddi cha dé (Theme) trong s6 tinh:

1 Mo s6 tinh Monthly Sales va luu dudi tén Monthly Sales - Student.
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Lueu ¥ rang trang tinh ndy da dwoe dinh dang bang fonts, sizes va colors.

2 Trén thé Page Layout, nhdm Themes, nhap chon Themes.
3 Tro chudt dén cac ntit Theme khac nhau va lwu ¥ cach tinh nang Live Preview thay d6i mau nén va mau dudng
vién trén trang tinh nay.
Goi y: Cde mau duy nhdt diege thay doi trén trang tinh la nhitng mau dwoc chon tir Theme Colors. Bat ky mau
nao dwoc chon tir phan Standard Colors cua bang mau van khong thay doi khi ban chon mét chu dé khac.
4 Nhép vao chu d& Metropolitan.
Tdt ca cdc 6 ¢é mau nén bdy gio da dwoc thay doi thanh chii dé méi dwoc chon.
Lueu ¥ rang khéong chi Colors, ma ca Font chit ciing thay déi. Mot Theme thuee sw la mét sw két hop ciia Color
Theme mau voi nhiéu mau sac va mot Theme Font voi hai phong chit. Ban cé thé chon mét chu dé mau khdc
nhau doc ldp voi Font.
5 Trén thé Page Layout, nhém Themes, nhip chon Colors.
6 Tro chudt dén cac color themes khac trong danh sach tha xudng va quan sat cac thay doi di vai trang tinh.
7 Nhip vao bét ky noi nao tir bang mau dé dong danh sach tha xudng ma khong chon bét ky thir gi.
8 Trén thé Page Layout, nhém Themes, nhip chon Fonts.
9  Tré chudt dén cac lya chon Font chit khac nhau trong danh sach tha xuéng va quan sat cac thay ddi d6i véi
trang tinh.
10 Nhip vao bét ky dau tir danh sach Font dé dong no.
S6 lam viéc hoan thanh sé trong giong nhu vi dy sau:
A B C D E -
. Tolano Adventures
2 Sales for July
3
Employee Office Units el ocal Exchunes Sales, US $
4 Currency Rate
5 | Nick Klassen New York, USA 832 645,921 1.0000 $645,921
6 |Madison Cowell New York, USA 743 712,732 1.0000 $712,732
7 |Jamie Gibson Cape Town, South Africa 983 4376422 0.1089 $476,592
8 |Toby Belanger Toronto, Canada 425 582,085 0.9868 $574,398
S |Andrew McSweeney London, England 782 562,493 1.5231 $856,706
10 |Kanda Yamoto Tokyo, Japan 884 93,742,745 0.0104 $973,237
11 |Christie Akira Tokyo, Japan 827 87,643,124 0.0104 $909,911
12 |Lawrence Jang Sydney, Australia 542 651,952 1.0418 $679,298
13 |Curtis Gorski Sydney, Australia 501 598,623 1.0419 $623,732,
14 Total $6,452,527
11 Luu s tinh.
Bai 9:

Bai tap nay thé hién cach tao chu dé (Theme) cua riéng ban:

1
2

3

Dam bao so tinh Monthly Sales - Student dang hoat dong trén man hinh.
Trén thé Page Layout, nhém Themes, nhap chon Colors, chon Customize Colors & cudi danh sach.

Nhiap vao miii tén & Accent 1.
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10
11

Theme colors Sample
Text/Background -Dark 1 |[Hll
Text/Background - Light 1 1>
Text/Background - Dark 2 |[llll ~
Text/Background - Light2 |[ | v
Accent 1 | v

Accent 2
Accent 3
Accent 4
Accent 5
Accent &
Hyperlink

Followed Hyperlink

Name: |Custom 1

Theme Colors

H H EEEREN

Standard Colors

va¢ More Colors...

. -

Save

Cancel

Nhap chon More Colors ¢ duéi cing cua cira sé bang mau.

Trong hop thoai Colors, nhap vao thé Standard va chon bright green color.

Bai tap MOS Excel 2016

Néu thé Standard khong chira bong mau cu thé ma ban muén, ban c6 thé chon né tir thé Custom.

Nhap OK.

Trong phan Sample ciia hdp thoai Create New Theme Colors, thanh bén trdi nhat trong biéu do thanh sample
bén trai va bén phdai hién dwoc hién thi bang mau bright green ban da chon.

Trong truong Name, hiy thay thé tén mic dinh bang: My colors.

Nhap chon Save.

Cac mau duoc sw dung trén trang tinh cua ban hién phan anh lya chon moi cua ban.

A

[

w N

Employee

[LRFS

Nick Klassen
Madison Cowell
Jamie Gibson

Toby Belanger
Andrew McSweeney
10 |Kanda Yamoto

11 |Christie Akira

12 |Lawrence Jang

13 |Curtis Gorski

14 Total

W o o~ o

B

C

D

Tolano Adventures

Sales for July

Office Units
New York, USA 832
New York, USA 743
Cape Town, South Africa 983
Toronto, Canada 425
London, England 782
Tokyo, Japan 884
Tokyo, Japan 827
Sydney, Australia 542
Sydney, Australia 501

Sales, Local
Currency

645,921
712,732
4,376,422
582,085
562,493
93,742,745
87,643,124
651,952
598,623

Exchange
Rate

1.0000
1.0000
0.1089
0.9868
1.5231
0.0104
0.0104
1.0418
1.0419

Sales, US $

$645 921
$712,732
$476,592
$574,398
$856,706
$973,237
$909,911
$679,298
$623,732,
$6,452,527

Trén thé Page Layout, nhém Themes, nhip chon Themes, va chon Save Current Theme.

Trong hop thoai Save Current Theme, thay thé File name: My Theme.

Nhap chon Save. Bdy gio ban da heu chit dé méi vao sé tinh nay. Chii dé méi va b mau chii dé hién kha dung
cho tat ca so lam viéc duoc st dung trén mdy tinh nay. Ban ciing co thé sao chép chung va cung cap chung cho

nhitng nguoi dung khdc.
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12 Trén thé Page Layout, nhém Themes, nhip chon Themes dé hién thi danh sach tha xudng cua tat ca cac chi

de co san.
ﬂ E] Colors ~
— Fonts ~

Themes

- D Effects -

Custom

Aa

msnmn
My Theme
Office

2] (2]

Office Facet In

Ad

Khi ban khéng con can chii @é tiyy chinh ciia minh nita, ban c6 thé xéa chii dé do.
13 Nhap chudt phai vao My Theme va nhap Delete.
Mot hép thong bdo xudt hién véi cau héi: "Delete this theme?" 14
Bim Yes.
15 Trén thé Page Layout, nhém Themes, nhap chon Colors dé hién thi danh sach cic mau c6 sin.
16 Nhap chudt phai vao My Color va nhip Delete.
¥ colors

Custom

HONENEEE Mvcolars
Edit...

Delete...

Add Gallery to Quick Access Toolbar

) e

Mot hép théng bdo xudt hién véi cau hoi: "Delete these theme colors?" 17

B4m Yes.

Lueu Y rang s6 lam viéc van sir dung chii dé mau tiry chinh méi — cho dén khi mét chii dé khac dwoc chon trong
twong lai — mdc du chu dé da bi xoa.

18 Luu va déng s tinh.

Bai 10

Bai tap nay thé hién tinh nang kiéu dinh dang (format styles):
1 Mo sb tinh Balance Sheet va luu duéi tén Balance Sheet - Student.
Pau tién, dp dung mét trong cdc Style dung san cho mot 6 trong trang tinh.

2 Chon 6 B5, trén th¢ Home, nhém Styles, hay bim Cell Styles. Véi man hinh c6 d phan giai cao, nat Cell
Styles di dong trong Ribbon c6 thé dugc thay thé bang mot mau nho cac kiéu khac nhau véi thanh cudn doc.
Trong trudng hop nhur vy, hiy nhap vao nat More ¢ cudi thanh cudn.
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=4

Cell
= Styles»
Good, Bad and Neutral

Normal Bad Good Neutral

Data and Model

“,.w:u\"":v:\ “I | Explanatory ... ed Ce _|Note
Warning Text

Titles and Headings
Heading 1 Heading2 Heading 3 Heading 4 Title ;Total

Themed Cell Styles

20% - Accentl  20%- Accent2  20%- Accent3  20% - Accent4  20%- Accent5  20% - Accent6
40% - Accentl  40%- Accent2  40% - Accent3  40%- Accentd  40% - AccentS  40% - Accent6

[ =
eIt

Number Format

Comma Comma [0] Currency Currency [0] Percent
[E New Cell Style...
Merge Styles...

3 Nhip vao Heading 3 trong phan Titles and Headings.

Ap dung ciing mét kiéu nay cho mét é khdc.
4  Chon 6 D5, trén thé Home, nhom Styles, bAm Cell Styles, va chon Heading 3.

Goi y: Ngodi ra, ban c6 thé sir dung Format Painter dé sao chép dinh dang tir 6 nday sang 6 khdc.
5 Bam 6 D5, trén thé Home, nhém Clipboard, bim dap Format Painter.
6 Nhip vao timg 6 sau dé sao chép dinh dang cho chiing: A6, A13 va A18.
7  Trén thé Home, nhom Clipboard, bAm Format Painter dé tit n6 di.

Dt s6 dau tién va cudi ciing trong moi dai é thanh dinh dang tién té khong cé chir sé thdp phan.
8 Chon 6 B7, trén thé Home, nhom Styles, bam Cell Styles. Nhap vao Currency [0] trong phan Number Format.
9  Sir dung Format Painter dé sao chép kiéu trong 6 B7 vao mdi 6 sau:

B11, B14, B16, B19, B21, B23 D7,

D11, D14, D16, D19, D21, D23 10 T4t Format
Painter.

Bt cdc s6 con lai trong trang tinh thanh dinh dang so bang dau phdy va khéng cé chit sé thdp phan.

11 Chon 6 B8 va, trén thé Home, nhom Styles, bam Cell Styles. Nhip vao Comma [0] trong phdn Number
Format.

12 St dung Format Painter dé sao chép kiéu trong 6 B8 t6i timg 6 hodc dai 6 sau déy:
B9: B10, B15, B20
D8: D10, D15, D20 13 Tat Format
Painter.
Sir dung Total style cho tong s6 trong méi nhém tai khoan chinh.

14 Chon 6 B11, trén thé¢ Home, nhom Styles, bdm Cell Styles. Nhip vao Total trong phan Titles and Headings.
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15
16

17

18
19

20
21

22
23

24
25

26

St dung Format Painter dé sao chép kiéu trong 6 B11 téi timg 6 sau: D11, B23 va D23.
Tat Format Painter.
Sir dung Heading 4 style cho tiéu dé hang trong méi nhém tai khoan chinh.

Chon 6 A1l va, trén thé Home, nhom Styles, bAm Cell Styles. Nhap vao Heading 4 trong phan Titles and
Headings.

St dung Format Painter dé sao chép kiéu trong 6 A11 vao mdi 6 sau: A16, A21 va A23.
Tat Format Painter.

Cdc sé subtotal can mét kiéu méi véi mét dwong vién duy nhdt & trén va dudi cing ciia 6.
Chon 6 B16.

Trén thé Home, nhém Styles, bAm Cell Styles va sau d6 bAm New Cell Style.

Excel sé hién thi hop thoai Style cho phép ban tao kiéu méi nay. Vi ban da chon mét 6 co kiéu khdc, kiéu méi
nay ké thira cdc cai dit twong tw. Moi thay doi doi voi kiéu goc ciing tir dong chuyén sang kiéu nay.

Trong trudng Style Name, ghi d¢ noi dung bang: Subtotal.

Nhip vao Format trong hop thoai Style.

Excel sé hién thi hop thogi Format Cells dé ban 6 thé chi dinh cdc tuy chon dinh dang cua minh.

Bam vao tab Border.

Nhap chon mili tén cho Line Color, chon Blue, Accent 1 (hang trén ciing trong phan Theme Colors, thir nim
tur bén trai).

Nhiap vao Top Border va Bottom Border dé dit duong vién & canh trén ciing va dudi cing cta 6 va nhan OK.

Goi y: Ngodi ra, ban c6 thé nhdp vdo cdc canh trén cing va dudi ciing trong hdp preview.

Format Cells B
Number | Alignment Font Border Fill Protection
Line Presets
Style -
None e ‘ .

| | None  Qutline Inside

S ——— Text

i 7]

The selected border style can be applied by dlicking the presets, preview diagram or the buttons
above.

l OK ‘ Cancel

Bay gio ban da hoan tat cac thay doi dinh dang ciia minh. Budc tiép theo la lwu kiéu méi.
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27

28
29
30

31
32
33

34
35

36
37
38

39
40

41
42

Style » I

Style name: | Subtotal

Style Includes (By Example)
Number  _(§* ###0);_(S* (###0),_(s* - );_(@)

Alignment General, Bottom Aligned

Font Calibri (Body) 11, Text 1
[v] Border Top, Bottom Borders
Fill No Shading

E] Protection Locked

OK Cancel

Bam OK d¢ luu va dong hop Style.

Ap dung kiéu méi nay cho cdc sé subtotal.

Chon 6 B16, trén thé¢ Home, nhom Styles, bam Cell Styles va bam Subtotal trong phan Custom.

St dung Format Painter dé sao chép kiéu trong 6 B16 vao ting 6 sau: D16, B21 va D21.

Tat Format Painter.

By gio- hdy xem tdc dung cia viéc thay doi Themes sé lam gi doi véi dinh dang.

Trén thé Page Layout, trong nhém Themes, bim Themes.

Tré chudt qua mot s6 Theme duoc liét ké va luu y cach kiéu 6 thay d6i mot 1an nira.

Bam vao mdt phan tréng ciia trang tinh d¢é dong danh sach Themes.

Excel thu dau dong 1 chiit tdt ca cdc s6 bén trdi. Ban cé thé thay déi diéu nay bang cdch sira doi kiéu.

Luu y: Ban khong can phdai chon mot 6 cu thé dé sira doi dinh dang theo kiéu — Excel khong tw dong ap dung
kiéu cho 6 hién tai.

Trén thé Home, nhém Styles, bAm Cell Styles, bAm chuét phai vao Comma [0] va chon Modify.
Baim Format trong hop thoai Style.

Excel hién thi hop thoai Format Cells cho phép ban chi dinh cdc tiy chon dinh dang cua minh.
Trong hop thoai Format Cells, bdm vao thé Number.

Bam Number trong Category va bam -1,234 trong danh séach Negative numbers.

Bim OK dé dong hop thoai Format Cells, va bam OK dé dong hop thoai Style.

Lueu ¥ rang thay doi doi voi Style anh hudng dén tdt ca cdc 6 trong trang tinh véi Style 6 di chon dé. Cdc sé
trong cdc 6 nhir B8, B9, B15 va cdc s6 khdc hién dwoc can chinh 1é phdi hoan toan. Céc 6 khdc sir dung kiéu
Currency [0] duweoc thut vao mét chit & bén trdi. Ban ciing c6 thé thay déi diéu nay bang cdch sira doi kiéu.

Trén thé Home, nhém Styles, bAm Cell Styles, bAm chudt phai vao Currency [0] va chon Modify.
BAm Format trong hop thoai Style.

Excel hién hién thi hop thoai Format Cells dé cho phép ban chi dinh cac tuy chon dinh dang cua minh.
Trong hop thoai Format Cells, bam vao tab Number néu can.

Nhiap vao Currency trong danh sach Category va nhip -$1,234 trong Negative numbers.
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43 Nhéap chon OK dé dong hop thoai Format Cells va nhan OK dé dong hop thoai Style.

Thay doi nay khéng dnh hwéng dén cac é sir dung kiéu Currency [0] cing véi mét kiéu khdc. Ban sé phdi dp
dung thay déi dé theo cdch thii cong.

44 Chon 6 B11, trén thé Home, nhom Styles, bAm Cell Styles, va bam Currency [0]..

45 Sir dung Format Painter dé sao chép dinh dang nay sang cac 6: B23, D11 va D23, tit Format Painter.
46 Chon 6 B16, trén thé Home, nhom Styles, bAm Cell Styles va bam Currency [0].

47 Sur dung Format Painter dé sao chép dinh dang nay sang cac 6: B21, D16 va D21 va tit Format Painter.

A B C D
1 Tolano Adventures
2 Consolidated Balance Sheet
3 As at June 30
4
5 Current Year Previous Year
6 |Assets
7 |Cash $45,430 $44,536
8 Customer Deposits 85,930 75,930
9 Equipment, Net 234,824 235,924
10 |Buildings, Net 1,927,245
11 |Total Assets ~ $2,293,429
12
13 |Liabilities
14 Accounts Payable $42,569 $36,096
15 Mortgage Payable 1592742 1592850
16 |Total Liabilities $1,635,311 $1,628,946
17
18 |Shareholders' Equity
19 Share Capital $100,000 $100,000
20 |Retained Earnings 558,118 | 554,794
21 |Total Shareholders' Equity $658,118 $654,794
22 | |
23 |Total Liabilities and Equity ~ $2,293,429 ~ $2,283,740

48 Luu va dong so tinh.

Bai 11:

Bai tap nay trinh bay lam thé nao dé ap dung cac dinh dang c6 diéu kién cho mot pham vi 6:

Ban dwoc yéu cau chudn bi bdo cdo cho nguoi qudn Iy ciia minh, xdc dinh khdach hang doanh nghiép tot nhdt ciia
ban dua trén so lwong doanh thu trong nam nay. Ngoadi ra, ban can phdi xdc dinh khach hang doanh nghiép cap
trung do bo phdn tiép thi co thé muon lam viéc chat ché voi ho trong nika sau cia nam.

Ban sé xdc dinh cdac khdch hang tot nhat khi da tao ra hon $12.000 doanh thu trong nam nay va cdc khdach hang
trung cdp da kiém dwoc hon $9.000 nhung it hon $12.000.

1 MG¢ sb tinh Sales By Customer va luu dudi tén Sales By Customer - Student.

Thém dinh dang c6 diéu kién dé xdc dinh khdch hang ¢ cdp trung binh.

Chon céc 6 B3: B23. Trén thé Home, trong nhom Styles, bam Conditional Formatting.
Nhip vao Highlight Cells Rules va sau d6 nhip vao Between.

Trong hop thoai Between, thay thé gia tri trong hop vin ban bén trai nhat véi: 9000.

Bim va thay thé gia tri trong hop van ban d6 vai: 12000.

oo OB owWwDN

Nhép vao mii tén cho hop danh sach bén phai va nhip vao Yellow Fill with Dark Yellow Text.
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10

11
12
13
14

B4m OK.

Bai tap MOS Excel 2016

Between

Format cells that are BETWEEN:

9000 E®i| and |12000

£%:| with ¥ellow Fill with Dark Vellow Text | v

oK ] Cancel

Bay gio, hay thém dinh dang c6 diéu kién khéc dé xdc dinh khach hang tot nhat.

Véi cac 6 B3: B23 van duoc danh dau, trén th¢ Home, nhém Styles, bam Conditional Formatting, bam
Highlight Cell Rules va bam Greater Than.

Trong hop thoai Greater Than, thay thé gia tri bén trai bang: 12000.

Nhép vao miii tén cho hop danh sach bén phai va nhap vao Custom Format.

Excel hién thi hop thoai Format Cells dé cho phép ban chon tir nhiéu tuy chon dinh dang khac nhau.

Nhap vao thé Fill.

Nhip vao light green (thtr ndm tir bén trai, hang duéi) trong phan Background Color va nhip vao OK.

Nhap chon OK trong hop thoai Greater Than.

Nhap vao 6 trong bén ngoai pham vi 6 dé xem dit li¢u.

A B

1 |Sales By Customer, Year To Date

2

3 |Air Wing Fuels Inc. 5,025.74
4 | Awesome Bikes Ltd. 6,100.02
5 |Boat Brokerage Sales Corp. 14,559.50
6 Consolidated Amalgamated Corp. 11,290.13
7 |Daring Swimsuits Unlimited 11,341.36
8 |Ecological Bicycles Ltd. 6,346.47
9 ExoticLingerie Inc. 5,053.12
10 |Farley's Farm Supplies Inc. 13,259.16
11 |Flaming Hot Skis Ltd. 9,890.61
12 |Fraser Glen College 10,296.38
13 |Gas Tank Wholesalers Inc. 6,806.98
14 Hole In The Wall Computers Inc. 9,041.47
15 |Humongous Holdings Ltd. 12,369.33
16 Les's Tailors Ltd 13,062.72
17 \Megatron Entertainment Corp. 13,127.39
18 |Millennium Holdings Ltd. 10,287.27
19 Office Supplies Unlimited 8,118.71
20 |Paint The World Ltd. 8,628.84
21 |Pullemout Dental Suppliers Inc. 10,020.39
22 |Sweet Stuff Manufacturing Corp. 11,535.14
23 |The Potato Chipper Ltd. 14,273.87

Bay gio, hdy quan sat diéu gi xday ra khi ban thay doi gia tri dir liéu. Gia sir rang hai gid tri 6 khéng chinh xdc.

15 Chon 6 B3 va nhép: 13.000. 16 Chon 6 B10 va nhép: 2.000.

17 Luu sb tinh.

Mdc dix dinh dang khéng thay doi cho bt ky 6 nao trong sé cac 6 nay, nhung viéc danh ddu da thay doi dwa
trén cdc gid tri 6 moi.

Bai 12:

Bai tap nay trinh bay cach thém, sura ddi va xba céac dinh dang c6 diéu kién cho mot dai 6 bﬁng cach str dung Rules
Manager:
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1

10

11

12

Chon s tinh Sales By Customer - Student.

Sur dung Rules Manager dé hién thi cac quy tdc dinh dang co diéu kién hién co.
Chon cac 6 B3: B23.

Trén thé Home, nhém Styles, bam Rules Manager va bam Rules Manager.
Thay doi mét trong cdc quy tdc dinh dang cé diéu kién hién cé.

Nhip vao quy tic dudi cung (Cell Value between 9000 and 12000) dé chon no, va nhip vao Edit Rule.

Edit Formatting Rule x|

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average

» Format only unique or duplicate values

= Use a formula to determine which cells to format
Edit the Rule Description:

Format only cells with:

Cell Value v |between v | |=9000 E% and |=12000 £

Preview: AaBbCcYyZz Format...

[ ok || concel

Thay ddi gi tri con lai tir 9000 dén 10000, sau d6 nhap vao nat Format.
Hép thoai Format Cells duoc hién thi. Sir dung hép thoai nay dé thiee hién thay doi déi véi dinh dang 6.

Nhap vao thé Fill, sau d6 chon mau blue (thir ba tir bén phai trong phan Standard Colors) lam mau t6, va nhan
OK.

Trong hop thoai Edit Formatting Rule, bAm OK dé dong no.

Trong hop thoai Conditional Formatting Rules Manager, bim Apply dé xem cac thay ddi ¢6 hiéu lyuc trén
trang tinh.

Thém quy tdc dinh dang c6 diéu kién méi bang Rules Manager.
Trong hop thoai Conditional Formatting Rules Manager, bAm New Rule.

Trong hop thoai New Formatting Rule, nhin vao ting tiy chon trong phan Select a Rule Type va quan sat
cac tiy chon c6 san & nira dudi ciia hop thoai.

Chon tuy chon Format only top or bottom ranked values, sau d6 chon Bottom 2 (khéng chon % of the
selected range) trong phan Edit the Rule Description.

Nhép vao Format, nhip vao thé Fill va chon mau dark red (¢ bén trai) trong phan Standard Colors. Nhip
vao OK.
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Select a Rule Type:

~ Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format values that rank in the:

Bottom |v | 2 D % of the selected range

PR |:| Format.

oK Cancel

Bai tap MOS Excel 2016

13 Bam OK dé déng hop thoai New Formatting Rule, va bam OK dé dong hop thoai Conditional Formatting

Rules Manager.

14 Bam vao 6 trong dé xem dir liéu trang tinh.

Xoa mét trong cdc quy tdc dinh dang bang cdch sir dung hép thoai Rules Manager.

A B
Sales By Customer, Year To Date

Air Wing Fuels Inc.

Awesome Bikes Ltd.

Boat Brokerage Sales Corp.
Consolidated Amalgamated Corp.
Daring Swimsuits Unlimited
Ecological Bicycles Ltd.

Exotic Lingerie Inc.

Farley's Farm Supplies Inc.

280N U s W N =

Fraser Glen College

w o

Millennium Holdings Ltd.

(S RET- RN R TR

1 |Pullemout Dental Suppliers Inc.
Sweet Stuff Manufacturing Corp.

Mo
Y]

w

1 |Flaming Hot Skis Ltd. 9,890.61

Gas Tank Wholesalers Inc. 6,806.98
Hole In The Wall Computers Inc. 9,041.47
Humongous Holdings Ltd. 12,369.33
Les's Tailors Ltd 13,062.72
Megatron Entertainment Corp. 13,127.39

Office Supplies Unlimited 8,118.71
Paint The World Ltd. 8,628.84

The Potato Chipper Ltd. 14,273.87

15 Chon cac 6 B3: B23, sau d6 trén thé Home, nhém Styles, bam Conditional Formatting va bAm Manage

Rules.

16 Chon quy tic bottom (Gi4 tri 6 tir 10000 dén 12000) va nhép vao Delete Rule.

17 Bam OK trong hop thoai Conditional Formatting Rules Manager.

18 Luu va dong so tinh.

. Bai tap ly thuyét:

g A W N

Xem trudc truc tiép (Live Preview) la gi?

Dit liéu xuét hién nhu thé nao trong mot 6 néu can chinh duoc dit thanh General?
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6 Su khac nhau giita viéc nhap vao Format Painter mot l1an va nhap vao n6 hai lan 1a gi?

7  Puaramodt sé vi du vé 1y do tai sao ban c6 thé mudn sir dung kiéu (styles) trén cac 6 trong trang tinh.

8 Giai thich dinh dang (conditional formatting) cé diéu kién 14 gi va cung cép cac vi du vé cach ban co thé sir

dung no dé tim hodc 1am noi bat dit lidu.

Bai tap thuc hanh:

BAI 5: XEM, IN, VA CHIA SE CAC SO TiNH L.

Bai 1:

Trong bai tap nay, ban s€ thuc hanh tao mot ctra s6 khac cho mot s6 lam viéc, di chuyén giira cac s6 lam viéc va

sap x&p cac so lam viéc.

1 Mo sb tinh Ski Resort Snowfall va luu dudi tén Ski Resort Snowfall - Student.

2 Trén thé View, nhém Window, bAm New Window.

Lwu y rang néu sé lam viéc dé duwoc phdng to 1én todn man hinh thi khéng cé gi xdy ra khi ban chon tiy chon
nay. Nhung néu ban xem xét kj hon thanh tiéu dé, s6 lam viéc gio ddy duoc xdc dinh la Ski Resort Snowfall -
Student:2. Déng thoi, ban sé nhén thdy rdng biéu twong thanh tdc vu Excel hién hién thj béng, cho biét cé hai

sé lam viéc hién dang m@.

Cira s6 ban déu vén mé va duoc xdc dinh la Ski Resort Snowfall - Student: 1. Néu s6 lam viéc ban déu dwoc
hién thi dwdi dang cira sé, thi ban sao thir hai sé xudt hién duwdi dang cira s s6 lam viéc khdc trude cira sé ban

dau.

Ban c¢o thé thay doi sap xép cac cira s6 nay dé xem ca hai cung mot lic.

3 Trén thé View, trong nhém Window, bam Arrange All.

Excel sé hién thi hdp thoai Arrange Windows.

4 Véituy chon Tiled dwoc chon, nhap OK.

Arrange Windows ? “

Arrange

(_) Horizontal
() Vertical
() Cascade

[l Windows of active workbook

i OK 7: Cancel

Excel sap xép hai cira s6 so6 lam viéc trén man hinh cua ban canh nhau. Néu ban co nhiéu hon hai cita s6 hodc
mao cdc tdp tin khac, Excel sé xep chung vao mot so hinh chiz nhdt co kich thudc giong nhau.

Trong bdi tdp nay, ca hai sé lam viéc nay xudt hién giong nhau trén man hinh, nhung chi mét trong sé do la
hoat dong. Ciura s6 hién hoat la cwa so co tén bang tinh dwoc hién thi bang mau den trong thanh tiéu dé. Cua
80 khong hoat dong hién thi tén s6 lam viéc voi mau xam nhat.

Ca hai cira s6 nay déu la cdac khung nhin cua cung mot s6 lam viéc. Neu ban thay doi gia tri 0 trong mot cuia

50, ché do xem trong cua s6 khac sé dwoc cdp nhdt cung mot luc.
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5 Chon 6 B3. Nhap: 5 va nhin (Enter),

Ban c6 thé di chuyén xung quanh trang tinh trong méi cira s6 nay dc ldp véi nhau, cho phép ban xem cdc phan
khac nhau cua cung mot trang tinh (hodc tham chi cac trang tinh khdc nhau) cung mot lic.

6 Kéo thanh cudn ngang cua ctra so6 dang hoat dong (¢ bén trai) dé di chuyén sang bén phai cua trang tinh.
7 Nhip vao bét ky vi tri nao trong ctra s6 khac dé 1am cho trang tinh hoat dong.
8 Kéo thanh cudn doc dé di chuyén xudng trang tinh.

Diéu nay chieng to rc%ng ban 6 thé cudn qua hai cira s6 doc ldp voi nhau, mdc du cd hai déu hién thi cung mot
trang tinh. Man hinh bdy gio sé xuat hién twong ty nhuw man hinh hién thi trong vi du nay:

B H S = [l Ski Resort Snowfall - Student:1 - Excel ? @ - 0O X
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW | VIEW Signin HOME  INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW SEiin
e o e 2 w o | = IERGEY K = im|
B e 5 Q3 M ; = EE o % =& 3 ==
Nomml Page rak 5 Show Zoom 100% Zoemto o Suich: |:Mcros Normal Poge Break 5 Show  Zoom 100% Zoomto ) Switch |/ Macros
Previ - Selection B Freeze Panes - Windows~ - Pre - Selection B Freeze Panes ~ Windows -
Workbook Views m indow Macros Workboo Zoom Window Macros ~
B4 £ || 2 A2 f || 10/1/2013 v
J M N e [ Q A 8 c F <
1 |Crested Butte, CO Durango, CO Vail, CO Sun Valley, ID Park City, UT Snowbird, UT Jackson Hole, WY 9| 3Jan14 5 2 1 7 12
2 1 1n a 13 14 [ 1 97|  aJan14 9 9 1 a 12
3 7 12 s 5 9 14 2 98| sJan14 10 9 7 5 13
4 E s 1 7 0 14 1 9|  6Jan-1a 3 2 15 5 7|
5 13 10 1 a 8 12 5 100 7-jan-14 1 12 3 13 6
6 13 2 8 12 10 2| 13 1 8Jan-14 1 12 1 2 H
7 9 7 s s 1 [ 7 2 9an-14 7 7 4 5 12
8 9 8 15 6 6 13 12 103 10-Jan-14 13 t 12 13 6
9 2 2 1 1 1 5 5 104 11-Jan-14 8 12 5 2 H
10 1 8 E] [ 2 2 12 105 12-Jan-14 2 1n 9 1 10
s 7 13 6 13 5 8 106 13-Jan-14 3 3 12 1 1
1 8 12 [ 8 2 10 107 14-Jan-14 E] 3 5 3 5
1 6 12 12 10 5 2 108 15Jan-14 10 2 s 1 1
4 13 12 6 9 6 14 1 100, 16an-14 [ 1 1 E 12
4 9 12 13 10 4 2 0 17-an-14 12 9 10 13 6
6 7 1 6 6 1 4 1 1 5 12 6 10 14
1 H 7 s 3 13 1 12 3 7 2 12 s
10 7 7] 10 3 2| 12 3 20-jan-14 1 bt 0 7 14
9 E 13 15 14 10 1 7 14 21-Jan-18 1 9 1 a 1n
0 10 12 3 14 1 9 10 15 22-Jan-14 6 a 1 15 7|
3 2 a 12 7 9 7 16 23-Jan-14 9 10 13 15 13
8 4 2 3 10 4 1 117 24-Jan-14 9 2 3 1 3
10 12 2 14 0 1 4 118 25-Jan-14 9 1 1 10 9
10 1 13 9 3 10 7 119 26-Jan-14 5 9 12 13 3
8 10 8 4 3 1 1 3 1n 12 5 8
10 12 1 14 0 5 12 1n 6 4 1 13
> 15 15 8 6 1 12 7 14 s 6 12 12
Sheet! < > Sheet1 c) < >

READY. ] M -————+ 1%

READY

B B M -——+ o

9 Dong tat ca cac clra sO s0 1am viéc va loai bd tat ca cac thay doi dugce thuc hién cho s6 lam viéc.

Bai 2:

Trong bai tip ndy, ban s& sir dung cac thanh chia tach dé xem cac phan riéng biét cia mot trang tinh:

1 Mo s6 tinh Ski Resort Snowfall - Student.

2 Chon 6 D7.

3 Trén thé View, trong nhém Window, bam Split.

4 Kéo thanh chia ngang (horizontal split) xudng sao cho nam & giita man hinh.

5 St dung thanh cudn doc (vertical scroll bar) trong ngan phia trén bén phai dé cudn xudng trang tinh.
Lueu ¥ cach hai khung trén cing trong cira s6 cudn xuong ciing nhau.

6 Kéo thanh cudn ngang & dudi ciing bén trai va dudi ciing bén phai dé quan st cach cira sb thay dbi.
Luu ¥ cach hai khung trong ctra sd cudn sang trai hodc sang phai v6i nhau.

7 Kéo cac thanh cudn sao cho 6 H10 hién thi ¢ giita mdi trong bén khung.

8 Chon 6 H10 & bit ky mot trong cac khung.

9 Nhap: 9 dé bat dau nhap gia tri nay vao 6 H10.

Trang tinh bdy gio sé xudt hién nhw trong vi du sau:

Trang 72/155



IIG Viét Nam

Bai tap MOS Excel 2016

G H | F H J
5 13 12 13 13 13 12 13 13
6 11 6 3 2 11 6 3 13
7 4 3 1 4 2 3 1 4 S
8 14 10 12 3 14 10 9
g 2 10 6 2 2 10 6 2
10 15| 9ll 0 6 15|19 | 0 11
1 8 10 6 7 8 10 6 8
12 3 4 7 7 3 4 7 14
13 6 1 12 15 6 3 12 14
14 1 10 2 1 1 10 2 13
7 3 1 4 2 3 1 4 9
8 3 14 10 12 3 14 10 S
9 2 10 6 2 2 10 6 2
10 15|19 -I 0 6 15|19 il 0 11
11 8 10 6 7 8 10 6 8
12 3 4 7 7 3 4 7 14
13 6 1 12 15 6 2 | 12 14
14 1 10 2 3 8 1 10 2 13
15 3 3 8 7 3 3 8 4
16 2 12 6 15 2 12 6 7
Shee +) 4 »
10 Nhaén g€ luu gia tri méi vao 6 H10.
11 Trén thé View, trong nhém Window, bam Split d€ loai bo cac thanh chia tach.
12 Luu so tinh.
|Bai 3:
Trong bai tdp nay, ban s€ thyc hanh cic ngan dong bang:
1 Pam bao Ski Resort Snowfall - Student dang hoat dong.
2 Chon 6 B2.
3 Trén tthé View, nhdm Window, bam Freeze Panes, sau d6 bam Freeze Panes.
4 Di chuyén sang phai cua trang tinh dé cac ¢t M va N dugc hién thi.
Luu y rang cdc ngay trong cot A van o dang xem.
5 Cufn xuong trang tinh.
Luu y rang hang 1 van dwoc giit nguyén.
Trang tinh bay gio sé xuat hién nhw trong vi du sau:
A J N P
1 |Date _Crested Butte, CO Durango, CO Vail, CO Sun Valley, ID Park City, UT Snowbird, UT Jackson Hole, WY
29 28-Oct-13 1 0 5 1 14 3 14
30 29-Oct-13 10 13 7 74 14 11
31 30-Oct-13 13 12 5 5 7 13 11
32 31-Oct-13 10 13 4 11 14 14 313
33 1-Nov-13 9 5 3 1 2 10 1
34 2-Nov-13 11 2 7 9 6 2 13
35 3-Nov-13 6 6 13 6 8 4 13
36 4-Nov-13 11 3 5 6 11 13 5
37 5-Nov-13 14 3 11 11 13 8 13
38 6-Nov-13 4 1 8 9| 1- 13 9
3 7-Nov-13 2 10 12 10 13 2 13
40 8-Nov-13 10 12 11 5 1 2 11
41 9-Nov-13 13 5 7 14 14 9 12
42 10-Nov-13 9 11 8 13 8 2 5
Neéu ban can thay doi vi tri cua cdc dau sach, hdy gidi phong cdc 6, di chuyén diém danh dau 6 va sau do dong
bang lai.
6 Trén thé View, nhdm Window, hay nhap vao Freeze Panes va sau d6 nhap vao Unfreeze Panes.
7 Luu so tinh.
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Bai 4:

Trong bai tap ndy, ban s& thyc hanh thay dbi cai dat thu phong cho trang tinh:
1 Pam bao so6 tinh Ski Resort Snowfall - Student dang hoat dong.
Chon mikc phong dai dé xem thém bang tinh.

2 Trén thé View, nhdm Zoom, hiy nhip vao Zoom.

3 Trong hop thoai Zoom, bAm 50% rdi bAm OK.

N38 Aol 2 v
: . . " . f KL m " o . e m s v u v w % i e o [T
+ it C 20,50 Sun bl 10 Pk O3 Snabird UT Jacan le WY
: T P - b f Wod © P o i
s i i W s 3 w s s P 1 :
‘ ‘ ® F— i . PR : o 1 i
s s ® oo © f w W ‘ ‘ ® s
‘ 3 : - s “ R w ® : “
: « : R ‘ p - < b o :
. b " F—1 " . P . “ " w
. . f F—" ¢ : F— u W f s
“ i ‘ [ — . b - o : z ®
W : 3 -1 ¢ v 1w . » s .
b s 3 F— 3 u F— . i 2 w
& i " — [ p P w w i :
u P i Fi— 2 © - s ¢ 1 i
s 5 2 R . f p—c “ w P :
b H " FR—"t ¢ 3 - ¢ i P i
W B B - . “ - . s " i
W 3 H R W w o w f 2 @
" i " " o v P u w b .
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B “ ® Fi— . s - & - B .
s P ® PR w f - s [ ‘ “
S ® : Fl— w w - u o i ‘
] ® : FI— t b W P s " B
s f H - s f - ‘ i b i
x ® i Fr— “ w I u o f f
& f s PR . " - ¢ b ® T
a : : G — : “ i i s i ¢
B ‘ H F— “ i - i “ s “
s 5 5 F T w A . s 1 b
B : 5 F—1 i " A s B " W
S i W El— + w -1 W “ b W
» i T Fri— : f - f : b i
54 " ¢ — W W - P ¢ p “
E p ‘ F—" s ¢ - ¢ . p ©
s : ‘ 7w w b - ¢ b 5 s
S : 5 F— “ u -l W b . “
ae] H » F— f ‘ - 3 ® s
3 * 7 " ® 1 2 O 10 G 2 "
“ s : I i » W W H i : i
o i i - ' " FR " “ 5 f
P 5 s P P f C— 5 f : s
P ‘ i P w ¢ - . " B .
“ i W F— & - " " s .
P " i P b s L f . 3 ®
“ i s E— ' w o P f s s
b : ‘ F— 3 + o ¢ " . e
“ s : P © : P © T i s
“ 5 . oo 3 - - s ‘ i .
su " ‘ — [ 5 ) : “ : 0 -
Sheet1 @ f y
READY :::) M -———4 s50%

Dat lai mirc phong to vé cai dat mac dinh.

4  Trén thanh trang thai, bAm Zoom level, bAm 100% va sau d6 bdm OK.
Goi y: Ban ciing c6 thé nhanh chéng dat mirc thu phéng thanh 100%: trén thé View, trong nhém Zoom, nhap
100%.

Chon mét khoi 6 va phéng to khoi do.
5 Chon céc 6 tir E17 dén G23. Trén thé View, trong nhém Zoom, hiy bam Zoom to Selection.
E F G

16 11 15

17 3 3

18 3 3

19 1 13

20 6 13 11

21 14 13 1

22 4 13 5

23 12 2 1

24 13 2 1

Sheetl ® ‘ y

N N

READY AVERAGE: 6666666667 COUNT:21  SUM: 140 :::] M o ————+ 262%
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6 Trén thé View, trong nhém Zoom, hiy nhip vao 100%.
7  Luu s6 tinh.
|Bai 5:

Bai tip nay s& trinh bay cach truy cp timg khung nhin sb tinh khac nhau ciing nhu tinh ning in trong Excel:

1

10

11
12

13

14

15
16

Dam bao so tinh Ski Resort Snowfall - Student dang hoat dong trén man hinh.

Chuyén dén 6 Al va bién né thanh 6 hién hoat.

Nhén E+(Home)

Chuyén dén Office Backstage va hién thi trang tinh & ché dg Print Preview.

Nhap vao thé File va sau d6 nhap vao Print.

Nhap vao nit Zoom to Page & goc dudi ciing bén phai ciia phan print preview dé phong to gan hon véi trang.
5 Nhap lai vao nat Zoom to Page dé thu nho lai dé xem lai toan b trang.

Nhiap vao nit Next Page va Previous Page ¢ cudi phan print preview dé cudn qua cac trang khac nhau cua sd
lam viéc.

42 |of12| P

Bay gio chuyén sang dang xem Page Layout dé so sanh cach hién thi khung nhin trang tinh nay.

Bam nut (& Back, sau d6 trén thé View, nhém Workbook Views, hiy bAm Page Layout..

Str dung thanh cudn ngang va doc dé cudn 1én va xuéng, va sang trai va phai dé xem cac phﬁn khac nhau cia
trang tinh.

Bdy gio hay xem Page Break Preview.

Trén thé View, trong nhdm Workbook Views, hiy bam Page Break Preview.

Bdy gio hay thi Full Screen.

O phia trén bén phai cua cira s6 Excel, nhap vao nat & Ribbon Display Options, sau d6 nhip vao Auto-hide
Ribbon.

Vi lwot xem cuoi cing la Page Break Preview, ché dg xem ndy hién chiém toan bé man hinh.
Cudn 1én va xudng trang tinh dé xem phan con lai cia trang tinh.

Nhap vao niit - hién thi menu dé hién thi Quick Access Toolbar, Ribbon va status bar.
Ribbon va status bar sé dn lan nita khi ban nhdp vao bat ky ddu bén ngodi Ribbon.

Nhép vao bit ky dau trén trang tinh.

Bay gio thay doi tiry chon hién thi Ribbon ¢ lai binh thuong.

O phia trén bén phai ciia cira s6 Excel, nhp vao nat & Ribbon Display Options, sau d¢6 nhap vao Show Tabs
and Commands.

Trén thé View, nhém Workbook Views, bAm Normal.

Nhip vao Restore Down dé giam lai trang tinh vao cira so.
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17 Poéng s tinh va hity moi thay doi.

Bai 6: \

Trong bai tip ndy, ban s& thuc hanh chén ngt trang theo cach thii cong vao trang tinh dé nhom céc cot tuong tu lai
v6i nhau trén cung mot trang:

1

Mo s6 tinh Ski Resort Snowfall — Student.

Chon mét 6 va chén ngdt trang thii cong tai do.

Chon 6 D23.

Trén thé Page Layout, nhém Page Setup, nhip vao Breaks roi bAm Insert Page Break.

Lueu y rang cdc ngdt trang hién xudt hién trong trang tinh dé chi ra vi tri ngdt trang. Tuy nhién, sé rat khé dé
phan biét gitka ngat trang thu cong va ngat trang tu dong.

Bam File, réi bAm Print.
Bim Next Page va Previous Page dé xem cac trang khac nhau cta trang tinh.

Lueu y rang trang dau tién chi cé ba cot dir liéu ngdn véi nhiéu khong gian trong trén ving duwdi ciia trang va
bén phdi. Pady la két qua cua viéc chén mot ngat trang quda cao va quda xa sang bén trai bang cach chon 6 D23.
Vi tri khong chinh xdc, vi v@y, hdy xoa ngat trang thu cong nay.

e

Lake Louze, 45 Whistes, 5C
10

ooz

wolh

wao Bl e

FREEY Y pwwe

Nhap vao nit &) Back dé quay lai trang tinh.

Vi 6 D23 duge chon, trén thé Page Layout, trong nhém Page Setup, hiy nhap vao Breaks rdi bAm Remove
Page Break.

Chuyén dén Page Break Preview dé xem ndi dung trong nhu thé nao. 8

Trén tthé View, nhém Workbook Views, bdm Page Break Preview.
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10

11

12
13

A [ 8 o 3 F G H | f ¥ =
22 | 210ct13 4 4 4 3 5 10 E
23 || 22-00t13 * 2 12 B = 1 10 10
24 | 23-0ct13 & 13l 2 ) 10 1ol
25 | 24-00t13 7 s 5 5 o, 3 ol
26 | 25-0ct13 4 [ 0 1l 1 1 2 1ol
21 | 26-0ct13 3 1 7 [ 5 8 8 1l
25 | 27-0ct13 10 3 2 5 7 1 2 1l
25 | 28-00t13 2 3 1 o 3 2 1 1
30 | 29-0ct13 1 1 3 9 9 2 7 1ol
3t | 30-0ct13 ] 0 El 2 E] 5 10 13l
32 | 3t0ct3 2 10 10 [ 1 1 8 1ol
33 | tNowt3 7 2 1 1 7 10 7 9
38 | 2Now-13 13 3 1 ol 3 0 1 il
35 | 3Now-13 6 3 1 4 4 10 5 [
36 | 4-Nov13 2 2 1 7 4 7 2 il
31 | 5Now-13 1 3 1o 2 3 8 13 |
35 | 6-Nov-13 3 3 10 5 3 2 4 4
33 | 7-Nowt3 0 3 7 E] 7 # * 2
40 | 8Now-13 1t 7 7 3l 8 10 1 1ol
st | 9Novt3 5 0 " 1 1 3 1 13l
42 | 10-Now-13 6 0 4 3 3 E] 4 £l
43 | 1Now-13 2 3 7 ol 1 [ 10 sl
44 | 12-Nov-13 9 7 2 1 ) 3 2 i
45 | 13-Nov-13 2 0 5 1ol 1 E] 1 sl
46 | 14-Now-13 [ 10 8 1 5 3 1 1ol
s lloNovits M __ 8¢ () e | S | | EE] R | IO ) S T S| ) o |
45 [16-Now-13 ] 0 [ El 7 13 [ 2
49 | 17-Now-13 10 12 1 sl 3 10 7 151
50 | 18-Nov-13 3 8 8 13l 3 9 13 13l
st | 19-Now-13 7 & 10 1ol 12 5 2 al
52 | 20-Nov-13 3 7 ? 14l 1 4 10 al
53 | 2+Nov-13 3 4 13 kil 3 3 5 sl
54 | 22-Now-13 12 15 3 al 1 10 13 A
55 | 23-Now-13 " 10 14 sl 2 2 12 sl
56 | 24-Nov-13 1 2 E) 13l 5 1 15 14l
57 | 25-Now-13 6 0 1 il 3 0 5 il
55 | 26-Nov-13 3 5 ? 13l 3 3 12 1l
53 | 27-Now-13 " 12 5 1ol 13 7 2 sl -
Sheet1 (O] 4

Trong dang xem nay, Excel sé hién thi so trang dwdi dang hinh mo trén méi phan dir liéu d@é xdc dinh nhiing
hang va cot nao sé in trén moi trang. Tat ca cac dwong ngat trang déu co dau cham cho biét rang khong co
dong nao dwoc dat theo cach thu cong.

Dit con tro chudt 1én dudng ngit trang giita cac trang 1 va 5 cho dén khi mot mili tén 4+ xuat hién. Nhap vao
nut chudt va kéo ngit trang sang bén trai bang mot cot.

By gio ban da thiét lip mdt ngdt trang thii céng & bén trdi ciia cét E. Luu y rang ngdt trang gitka cdc trang 1
va 5 bdy gio la mét dong lien mach thay vi mét dwong cham cham - diéu nay cho biét ddy la mét ngdt trang thii
cong.

Ciing luu y rang ngdt trang tir dong gitka cdc trang 5Va 9 (va cdc trang bén dwdi ching) da di chuyén tir bén
trdi cua cot K sang cot J vi ngat trang thu cong cua ban.

Kéo dudng ngit trang ¢ phia bén trai ciia cot J sang bén trai bang hai cot.

Ban ciing c6 thé ddt ngdt trang thii cong giita cdc hang.

Kéo dudng ngit trang ngang & dau hang 48 1én dén dinh cua hang 33.

Néu ban muon x6a ngdt trang thii céng, ban cé thé lam nhw vy trong ché do xem nay.

Chon bat ky 6 nao & bén phai ciia ngit trang trén trang 11 (bat ky 6 nao trong pham vi H1: H32).

Trén thé Page Layout, trong nhém Page Setup, hiy nhip vao Breaks va nhap vao Remove Page Break.

A & c o € G G W i [ . " N [ =
0 | 90013 © 6 [ s (3 ] o i EI) [ 2 2
W | 100013 3 5 ] 7 s 0 o 8 7. 6 © s
@ | oo 13 1 1 5 3 4 7 1 FI) 0 8 2
6 | 2octn 4 9 3 1 6 1 1l " 5”2 2 0 o
16 | 130013 1 s 1 [ 1 10 2 [ 2 6 9 6 i
5 | #0013 5 " § [ 3 3 E 4 EI) [ 0 o
1 | 15-0ct13 DA~nA 4 1 1 [ 12 ol 7 Oacn 14 1 4l
| 160013 AYC v i 3 & 9 o " 5 AT 5 3 u
1 | 170013 2 2 1 3 5 3 il 0 77 0 3 2
19 | 8003 © 2 9 1 7] 0 o 3 [ " 0 il
20 | 13.00t13 0 5 0] 6 k) 5 2 10 2 3 " " 9
21 | 200013 1 s o " 1 i E 3 2 2 7 o
22 | 210013 4 s 9 s 5 [ ol 8 s 2 3 0 o
220013 7 2 il 2 1 6 ol 10 2 2 " 0 [
230013 " 1 3 3 1 2 ol 10 wooB 9 3 f
25 | 2400013 7 6 " 5 0 s 9 8 0 8 s 3 il
26 | 2500113 4 6 o [ " s 2l 0 2 1 " 0 o
21 | 26.0013 3 1 7 5 8 s E 5 58 6 il i
25 | 2700113 0 < 2 5 1 9 2 @ 02 1 5 [
23 | 28.00013 2 9 i 6 2 1 4l 1 o5 1 " 3
30 | 29.0013 1 1 o ] 2 3 7 0 B 7 7 3 1o
31 | 30-00013 3 0 9 2 5 " ol 1 2 5 5 7 1l
32 | 31013 2 i 1) i 1 0 E 10 B8 il i i
35 [ THovTs 7 2 y T T s 7 3 ] T 2 0
3¢ | 2Now-13 1 3 " {0 ] 1 i il 27 ] 6 2
35 | 3Now-13 [ 3 i s 10 i 2 6 5B 6 8 o
36 | 4Now-13 2 2 1 7 7 10 1l 1 3 5 6 1 al
31 | 5Now-13 1 9 0] 2 8 [ 1l " 3 i 1 £
35 | BNowt3 3 3 0] 5 2 6 4 4 [ 9 1 1l
33 | 7-Now13 0 9 7 8 " 0 4l 2 0w i 1 b
40 | BNov-13 " 7 7 3 0 2 i 0 ° N 5 1 2
1 | SNow-i3 5 ] ! 1 9 0 i 2 57 " " 9
42 | 10-Now-13 [ 0 4 3 3 s | 3 noo8 \a 8 2
5 | Mhov-13 2 3 7 6 [ 2 ol 6 EI) s " 9
st | 12:Now-13 3 7 2 1 ] 8 1l 1 3 1 i 5 s
85 | taNov-13 2 0 5 0 3 ® il 5 75 1 6 2
46 | #-Now-13 1 1 E 1 3 2 i 10 5 5 ] 5 9

41 | BNov-13 1 [ o 2 8 9 3 ] ® 0 6 [ >
Sheet1 ® < »

Dir liéu xudt hién dong déu giita ba trang va dit liéu cho tat ca thang 10 trén méi trang nay.
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Ban ciing ¢6 thé xéa tdt ca cdc ngdt trang thii cong.
14 Trén thé Page Layout, nhém Page Setup, nhip Breaks va sau d6 nhan Reset All Page Breaks.
Excel cho phép ban thém nhiéu ¢t hon dé in trén mét trang. N6 hoan thanh diéu nay bang cdach thay doi ty 6.
15 Kéo dudng ngit trang doc & bén trai cta cot F sang bén trai cta cot H.
16 Kéo duong ngit trang doc & phia bén trai ciia cot P sang phai bang mot ¢t (phan cudi cua dir lidu).
17 Kéo duong ngit trang ngang & dau hang 62 xubng phia trén ciing ctia hang 63.

Trang tinh phdi giong nhw sau:

F [ H | ] M N 3 =
30 | 28-0ct-13 1 = Y ] 2 3 7 7l 3 0 1
31 | 30-Oct-13 13 0. 21 ] 5| 1l 10 /5l 7 13 1
32 | 310ct13 2 10 1 1 1 [} E =y " " il
33 | Hhov-i3 7 12 - 1] 7 10 g 7 1 2 10 1
34 | 2:Nov-13 [ 3 10 6 0 1 1 3 6 2 13}
35 | 3Now-3 6 3 4 4 10 1t 5 6 8 4 3
35 | 4-Now-13 2 2 7 4 7 10 12 6 1t 13 5
31 | BMov-i3 1 3 2 3 3 13 13 1 13 8 &
35 | E-Now-13 3 3 10 5 [E] 2 6 4 9 1 3 3
33 | 7-Now-13 0 E] 7 8 7 " 10 " 10 13 2 3
40 | 8Now-13 1 7 7 3 g 10 12 1 5 1 2 it
41 | 9Nov-13 5 0 1 1 1 E 0 1 1 " 3 1
42 | 10-Now-13 6 0 4 3 3 E 8 4 IE] 8 2 5
43 | MHNov-13 2 3 7 6 1 3 [ 10 4 1 9 [
44 | 12-Nov-13 3 7 2 1 1 E g 12 1 15 5 E
45 | 13-Nov-13 2 0 5 10 1 E 15 il 1 6 2 10
45 | 14-Now-13 [E] 10 8 1 5 3 2 1 9 5 9 15
41 | B-Nov-13 " 13 6 2 4 3 9 3 6 [ 4 1
45 | B-Nov-13 E] 10 4 3 7 & 5 13 13 7 1 5
43 | 17-Nov-13 10 12 1 3 g 10 3 7 15 4 1 0
50 | 18-Nov-13 3 8 8 IE] 6 9 4 13 2 2 8 10
st | 19-Nov-13 7 3 10 10 12 5 1 2 ] 4 1 13
s2 | 20-Nov-13 6 7 12 1 1 4 3 10 9 2 " it
53 | 20Nov-13 3 4 3 7 3 [ 1 5 10 3 3 1
54 | 22-Now-13 12 15 3 3 14 10 1 13 10 4 6 5
55 | 23-Nov-13 0 10 1 E] 2 2 5 12 10 4 3 "
55 | 24-Nov-13 1 2 ] 13 5 [i 0 15 1 0 3 1
st | 25-Nov-13 6 0 1 1 6 0 " 5 7 10 10 4
55 | 26-Nov-13 3 5 ] K] 6 [ 4 12 2 2 4 2
53 | 27-Nov-13 1 12 5 10 13 7 10 2 1 3 El 8
60 | 28-Nov-13 1 6 6 1 1 5 5 7 10 E] 10 12
51 | 28-Nov-13 8 12 7 3 9 7 IE] 10 6 15 8 5
62 | 30-Nov13 3 1 1 4 5 3 3 E 15 5 I3 jof
63 [ 1Dec13 0 T 6 3 4 i 4 B 5 [ Z 2
64 | 2Dec3 0 7 3 3 5 3 3 10 0 3 0 7
65 | 3-Dec-13 6 4 15 7 6 5 4 3 1 7 8 13
66 | 4Dec3 0 10 4 10 1 1 2 2 4 15 5 1
61 | 5Dec-3 10 1 3 3 4 7 8 5 3 3 0 = I
Sheet1 ® 4 »

Cudn xuong trang tinh va xdc minh rang ngdt trang ngang tiép theo dwoc dit ¢ diém ngdt tw nhién gitka cdc
thang.

18 Cudn xudng trang tinh va xem trang ngat ngang nam & hang 125.
19 Trén thé Page Layout, nhin vao thiét 1ap Scale trong nhém Scale to Fit.
Excel di tir dong diéu chinh né xuong tir 100% dén khodng 75% dé phii hop véi tat ca dir liéu trén moi trang.
20 Nhép vao thé File va nhip vao Print.
21 Nhip vao nat Next Page va Previous Page dé xem ting trang.

Bay gio quay lai ché do xem trang binh thuong va xéa tdt cd cac ngdt trang.

22 Bim nat @] Back, sau d6 trén thé View, nhém Workbook Views, bAm Normal View.
23 Trén thé Page Layout, trong nhém Page Setup, nhan Breaks va sau d6 nhan Reset All Page Breaks.
24 Luu s6 tinh.

Bai 7:

Trong bai tap nay, ban sé kiém tra anh hudng cua viéc thay ddi mot sb cai dat dinh dang trang:
1 Pam bao s tinh Ski Resort Snowfall - Student dang hoat dong trén man hinh.

2 Trén thé Page Layout, nhdm Page Setup, bam Orientation va nhan Landscape.
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3

10
11

12
13
14
15

16

Trén thé Page Layout, nhom Page Setup, chon Size va Legal (hoic A4 Long hodc A4 Plus, néu day la kich
thudce trang cho ving ctia ban).

Luew y: Mdy in ciia ban cé thé hién thi kich cé gidy (8,5 x 11) hodc chi hién thi tén kich thuée gidy (Letter hodc
Legal).

Nhép vao File va Print.
Bam vao cac niit Next Page va Previous Page dé xem timng trang.

Lueu y rang trang tinh bdy gio xudt hién ngang va trang rong hon 14 inch (kho gidy Iegal) Bay gw’ nhiéu cot
khdc phit hop véi tirng trang, nhung mot s cft van tran vao cdc trang bo sung. Viét tong so6 trang ¢ day:

Nhén nat & Back, sau d6 trén tthé Page Layout, trong nhém Scale to Fit, nhap vao miii tén bén canh Width
va nhan 1 page.

Nhap vao thé File va nhap vao Print.
BAm vao cac niit Next Page va Previous Page dé xem ting trang.

Excel di tw ddng thu nhé dit liéu xudng dé phit hop véi tdt cd cdc cot trén mot trang. Viét tong sé trang & day:
va so sanh voi so trang trudc khi mo rong quy mo.

Nhiéu tiry chon bé cuc trang ciing c6 thé dwge sira doi truc tiép trong Office Backstage.
Trong Office Backstage, bam Fit All Columns on One Page dé xem cac tiy chon dugc hién thi.

oo No Scaling

iz Print sheets at their actual size

. Fit Sheet on One Page
‘)Q" Shrink the printout so that it fits
on one page
Fit All Columns on One Page
Shrink the printout so that it is
one page wide

e

¥ Fit All Rows on One Page
[EBE  Shrink the printout so that it is
one page high

Custom Scaling Options...

-)’-1(- Fit All Columns on One Page 5
I_L? Shrink the printout so that it... l}

Bam vao mdt viing trdng cua cira s6 Excel dé dong danh sach bét 1én nay.
Nhiap vao Landscape Orientation va sau d6 nhap vao Portrait Orientation.

Todn bé trang tinh bdy gio vira véi hai trang nhing kich thuéc ciia vin ban rat nhé. Ban cé thé nhdp gid tri
scale cua riéng ban dé tim mot gidi phap tot hon.

Bam Fit All Columns on One Page va sau d6 nhip vao Custom Scaling Options.

Trén thé Page, nhap vao Adjust to va thay thé so trong hop vin ban bang: 65. Nhip vao OK.
Nhip vao nat Zoom to Page ¢ goc dudi bén phai cia cira s6 dé phong to hon.

B4im Zoom to Page dé thu nho lai.

Goi y: Ban ciing cé thé dat gid tri Adjust to bang cdch nhdp né vao truong Scale, trén thé Page Layout, trong
nhom Scale to Fit.

Nhip vao nat Show Margins ¢ goc dudi bén phai cia cira s6 dé hién thi dau vi tri trong ban xem trudc.
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Cdc diém déanh dau 1é rat hiru ich d@é hién thi lirong khong gian mau trdng dwoc danh riéng lam 1é trang. Excel
¢6 ba 1é duwoc xdc dinh trudce va kha nang xac dinh lé tuy chinh cua riéng ban.

17 Nhap vao Normal Margins va sau d6 nhap vao Narrow.

Prey

Néu ban in trang tinh nay, trang sé xudt hién chdt chéi vi cdc 1é hep va lwong dir liéu nhiéu. Bdy gic, hdy hodn
nguyén vé cai dat trang mdc dinh: ty 1é 100%, kich thudc trang, va lé thuong.

18 Nhip chon Show Margins lan nita dé loai bo cic diém danh dau 1& trong phan xem trudc.
19 Nhan Custom Scaling va sau d6 nhap chon No Scaling.

20 Nhip chon Legal rdi nhan Letter (hoic A4 néu kich thudc gidy chuan cua ban).

21 Nhép chon Narrow Margins roi nhan Normal.

Bay gio in bang tinh voi cdc tiéu dé hang va cot. Chi in trang dau tién dé xem no trong nhu thé nao.

22 Nhiap vao nut (& Back, sau d6 trén thé Page Layout, trong nhém Sheet Options, nhip vao hop kiém Print bén
dudi Headings dé bat tinh nang nay.

23 Bém vao thé File va bim Print.

24 Nhép: 1 trong ca hai hop vin ban cho Pages dé chi trang 1 cua trang tinh dugc in.

Goi y: Nho xoa hodc thay doi so trang dau tién va cuoi cung sau khi ban in xong. Ho sé van ¢ do cho dén khi
80 lam viéc dwoc dong lai.

25 Bam Print dé in trang nay.

Bang tinh duoc hién thi lai sau khi in.
26 Trén thé Page Layout, trong nhém Sheet Options, bam hop kiém Print bén dudi Headings dé tit.
27 Luu s tinh.

Bai 8:

Trong bai tip ndy, ban s& tao dau trang va chan trang trén dau ra duogc in.

1 Pam bao so6 tinh Ski Resort Snowfall - Student dang hoat dong trén man hinh.
2 Nhép vao thé File va nhip vao Print.

3 Nhép vao cac nat Next Page va Previous Page dé xem ting trang.

Lueu y rang méi trang cé rat nhiéu dir liéu trén d6 nhung khéng c6 sé trang dé chi ra thit ty chiing dwoc in. Néu
ban vé y tron cdc trang cua ban (chang han nhw vo tinh xoa bao cdo cua ban), ban sé gap kho khan khi tap hop
lai chung theo dung trinh tw. Ban co thé chén dau trang hodc chdn trang chwa so trang dé ngan diéu nay xay
ra.
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4

10
11

Nhip vao nat &) Back, sau d6 trén thé Insert, trong nhém Text, bam Header & Footer.
Excel tw dong hién thi khung Page Layout véi con tré & phan giita ciia phan dau.

Trén thé Header & Footer Tools Design, nhom Header & Footer, bim Header va sau d6 bim vao tiéu dé
dugc dinh dang sin xuat hién dudi dang Ski Resort Snowfall - Student.

Bc%ng cach chon tiéu dé dwoc xdc dinh trudc nay, tiéu dé hién da dong va con tro quay lai trong 6 hién hoat cua
trang tinh.

Tiéu dé c6 thé khong thay doi ngay ldp tirc - 6 thé mdt dén mét phut trude khi nhan "Ski Resort Snowfall -
Student” thuc sy dwoc hién thi trong tiéu dé.

Nhip vao phén giita cta tiéu d& mot 1an nita.

Tiéu dé hién thi ma: & [File] thay vi tén tdp tin. Khi ban in $6 lam viéc, md sé tw dong duoc dich dé hién thi tén
tdp tin. Bang cach sir dung md thay vi nhan van ban (“Ski Resort Snowfall - Student” trong truong hop nay),
tiéu dé sé luén hién thi tén tdp tin chinh xdc ngay ca khi ban luu $6 lam viée véi tén khdc.

Header
&{File]]
Date Lake Louise, AB  Whistler, BC Alpine Meadows, CA  Kirkwood, CA
1-Oc’t—13| 10- 10 0 14
2-Oct-13 4 0 8 1

Trén thé Header & Footer Tools Design, trong nhdm Navigation, bAm Go to Footer.
Con tré hién nam ¢ phan giita ciia chdn trang.
Goi y: Céch khdc, ban cé thé cuén xuong trang tinh theo cdch thii céng va bam vao viing chan trang.

Trén thé Header & Footer Tools Design, trong nhém Header & Footer, bim Footer rdi bim chan trang duoc
dinh dang trudc gin cudi danh sach (student name, Page 1, <today’s date>).

M0t lan nita, c6 thé mat téi da mét phut trudc khi chan trang dwoc cdp nhdt dé hién thi cac nhén van ban chan
trang da chon.

Bay gio thém logo cong ty vao tiéu de.

Cuén 1én trang tinh va nhap vao phan bén trai cua tiéu dé trang.

Bam vao thé Header & Footer Tools Design.

Trén thé Header & Footer Tools Design, nhom Header & Footer Elements, bam Picture.

Hép thoai Insert Pictures duwoc hién thi. Hop thoai ndy cho phép ban chon mét nguon dé ldy anh tir may tinh
cuc bo cua ban hodc tir Internet:
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12 Trong hop thoai Insert Pictures, bAm Browse.

Bai tap MOS Excel 2016

A

sites.

Insert Pictures

From a file

Browse files on your computer or local network

Office.com Clip Art

Royalty-free photos and illustrations

Bing Image Search
Search the web

Sign in with your Microsoft account to insert photos and videos from Facebook, Flickr, and other

Hop thoai Insert Pictures thir hai duoc hién thi dé tim tdp hinh anh ti may tinh cuc bo cua ban.

Microsoft Excel

¢ Favorites
B Desktop
% Downloads

O
1=l Recent places

4 Libraries
@ Documents
& Music
|=| Pictures
B8 Videos

«& Homearouo

@ v 1 | « Documents » 3253 Student Data

Organize v New folder

Name

v & Search 3233 Student Data »r
=~ M @
Date modified Type Size

| tolano logo

5/2/2010 2:46 PM JPG File

v <

File name: |tolano logo

v| ! All Pictures v

Tools ~ I Insert l ‘ Cancel

13 Piéu hudng dén thu muc chira tap tin tolano logo.jpg, sau d6 chon tap tin logo tolano va nhap vao Insert.

14 Nhap vio bat ky 6 nao trong ving bang tinh.

Lueu ¥ rang 1090 qud I6m va bao gom mét soé dir liéu.

15 Nhap lai vao phan bén trai cia tidu dé. Sau do, trén thé Header & Footer Tools Design, trong nhém Header &
Footer Elements, bAm Format Picture

16 Pam bao rang hop Lock aspect ratio duoc chon va sau d6 giam Scale Height hoic Scale Width xudng 33%.
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E] Lock aspect ratio

Relative to original picture size
Original size

Height: 3%

Format Picture Bl
Size Picture
Size and rotate
Height: | 0.43" = Width: |0.89" =
Rotation: |07 =
Scale
Height: [33% % Width: |33% =

Width: 2.73"

Reset

Cancel

17 Nhip OK va nhép vao bit ky vi tri nao trong trang tinh.

Bay gio hdy xem két qua ciia viéc thém ddu trang va chdn trang vdo trang tinh nay.

18 Nhip vao thé File va nhap vao Print.

19 Bém vao cac nit Next Page va Previous Page dé xem ting trang.

Lueu Y cde muc ddu trang va chan trang dwoc dinh dang san trén moi trang. Man hinh sé tréng giong nhw vi du

sau:

a
2

onvuwwulBorwlinoaBrneabhREREE sounuwabBluawmo B

ElpovanRowrnal i nlBoeuf uelBR upenmelollanvon

BBowwoovwww

56 Resort Snowfal - Student

Lake Lowze A5 Whistler, BC Alpine Mesdows CA  Krkwoed GA

wBooBommmanulReBRBaabao

neBrouwuruwsunuaBrrnoounBubERBaEonuwuBlanuusauEunnm i

aounueEuuBBrREEnBoaluuo By

Y1013

20 Nhép vao nit & Back dé quay lai trang tinh ciia ban.
21 Luu so tinh.

|Bai 9:

Trong bai tip nay, ban s€ hién thi tiéu d€ cdt va hang trén moi trang va chon mét dai 6 dé in:

1 Dbam bao Ski Resort Snowfall - Student dang hoat dong trén man hinh.
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2 Nhép vao thé File va nhip vao Print.

3 Nhiép vao cac nat Next Page va Previous Page dé xem ting trang.

Bai tap MOS Excel 2016

Trong khi xem xét tirng trang, ban sé nhdn thdy rang mot sé trang chi la cdc hang va cét s6. Do do, ban khéng
thé lién ket cac so nay voi ngay va dia diem. Diéu nay co thé duoc gidai quyet bang cdch hién thi tiéu dé hang
va cot.

Nhiép vao nit & Back, sau do6 trén thé Page Layout, nhdm Page Setup, nhap vao Print Titles.

Excel sé hién thi hgp thoai Page Setup. Ngodi ra, ban ciing c6 thé hién thi hdp thoai Page Setup trén thé Page
Setup, trong nhém Page Setup va nhdp vao trinh khoi chay hop thoai Page Setup.

Page Setup ? IEN|
Page Margins | Header/Foote
Print area: 53]
Print titles
Rows to repeat at top: 55
Columns to repeat at left: 55
Print
[[] Gridlines Comments: (None) v
[] Black and white -
Cell grrors as: | displayed v
[] Draft quality
D Row and column headings
Page order
(® Down, then over
() Over, then down
Print... Print Preview Options...

Bay gio ban co thé chon tiéu dé cét hodc hang hodc pham vi 6 ban muoén in bdng cach chon nhitng 6 nay tryuc
tiep tur trang tinh. Neu ban co mot man hinh nho, ban co thé thu nho hop thoagi Page Setup tam thoi dé ban co
thé truy cdp vao mot vang lon hon cia trang tinh.

Nhip vao nit Collapse dé cac Rows lip lai & trudng trén cing.
Nhiap vio tiéu dé hang 1 trén trang tinh phia sau Page Setup - Rows to repeat & hop thoai trén cing.

Ghi chii: Ban phdi truy nhdp hép thoai Page Setup fir Ribbon dé ¢ thé thire hién nhitng thay déi nay. Néu
ban dd nhdp vio Page Setup trong ngan Print, hdp Print area va Print titles selection sé chuyén sang mau
xdm va ban khéng thé thay doi chiing.

Excel cho phép ban chon bat ky s6 hang nao dé hién thi ¢ dau moi trang mién la ching lién nhau (tdt cd cdc
hang cung nhau).

& Ski Resort Snowfall - Student
Tolans mas s
-1 iDate Lake Louise, AB _ Whistler, BC Alpine Meadows, CA  Kirkwood, CA
2 1-Oct-13 10 10 0 14
3 2-Oct-13 a4 0 8 1
: 0 Page Setup - Rows to repeat at top: ? “_I4
5 4-Octy 5
= 5 s5-0ct | ST:S1 & 3
74 6-Oct-13 7 7 12 14
8 7-Oct-13 5 13 12 7
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7 Nhép vao nit Expand trong Page Setup - Rows to repeat ¢ cira so trén cing.

Goi y: Ban ciing co thé nhdan dé mo rong hop thoai nay.

Thay vi thu hep hop thoai Page Setup, ban chi can di chuyén sang mét bén trude khi chon cdc hang hodc cot.
8 Trong hop thoai Page Setup, nhap vao Columns dé lap lai & trudng bén trai.
9 Néu can, hdy di chuyén hop thoai Page Setup dé n6 khong chin ché d6 xem ciia ban ciia cot A trong bang tinh.
10 Nhip vao cot A trén trang tinh, sau d6 nhin dé dong hop thoai Page Setup.
11 Cuén xudng va ngang qua trang tinh trong ché d6 Page Layout dé xem ting trang.

Bdng tinh bdy gio ¢é hang 1 va c¢ét A dwoc Idp lai trén moi trang. Véi thay doi nay, viéc lién két moi gid tri 6
deé dang hon nhiéu.

J K L M N (e]

136 12-Feb-14 3 2 4 14 7 3
137 13-Feb-14 31 9 7 15 5 2
138 14-Feb-14 0 11 13 5 3 13
139 15-Feb-14 14 7 0 14 2 6

IMartinez Page 11 4/13/2013

& Ski Resort Snowfall - Student

Tolano =5 s

Date Crested Butte, CO  Durango, CO Vail, CO Sun Valley, ID Park City, UT Snowbird, UT
140 16-Feb-14 11 9 10 6 11 11
141 17-Feb-14 12 3 15 0 14 11
142 18-Feb-14 13 10 12 7 3 S5
143 19-Feb-14 14 11 11 7 3 8

Gia sir ban chi muén in dir liéu tir ngay Oct. 24 dén Nov. 9 cho mét nhém nhé ski resorts. Ban cé thé lam diéu
nay bang cdach chi dinh mét pham vi 6 nhuw Print Area.

12 Chon pham vi 6 tir F25 dén 141.
13 Trén thé Page Layout, nhém Page Setup, bAm Print Area va bam Set Print Area.
14 Nhip vao thé File va nhap vao Print.

Sé chi ¢6 mét trang in trong trong hop nay va chi pham vi 6 nay sé dwoc in. Tinh ndng nay dé sir dung hon
la an tat ca cac hang va cot khac dé loai trie phan con lai cua trang tinh khoi trang. Man hinh sé trong giong
nhuw vi du sau:

Ski Resort Snowfall - Student
Mammcth Mountain, CA  Sguow Valley, CA  Aspen, 00 EBreckenridge, 0O

s o a )

1 b3 4 2

5 B 4 8
270a-13 7 1 -] 2
28-0ct-13 3 2 1 pe
250a-13 9 2 ] 7
300-13 -] 5 4 10
310a-13 11 1 o 8
1-Now-13 7 10 8 7
2Now-13 6 0 1 1
3Now-13 4 10 11 5
A-Nov-13 - 7 10 2
SNov-13 3 8 13 5
ENav-13 3 2 & 4
7-Now-13 7 “ 10 4

8 10 2 1

1 9 o 1

Néu ban muén quay lai dé in toan bé trang tinh, ban co thé tam thoi tat cai ddt print area.

15 Nhip vao Print Active Sheets trong Settings, sau 6 nhap Ignore Print Area.
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Ban in xem truéc hién hién thi 16 trang. Kich hoat lgi print area.

16 Nhap lai vao Print Active Sheets, sau d6 Ignore Print Area..

Bay gio in trang nay.
17 Nhap vao Print.

Cai dat print area cé thé dwege go bo dé dang néu khéng con can thiét nita.

Bai tap MOS Excel 2016

18 Trén thé Bd cuc trang, trong nhom Page Setup, bim Print Area va bam Clear Print Area.

19 Luu va dong s6 tinh.

Bai 10:

Trong bai tdp nay, ban s€ in mdt nhom cac trang tinh da chon trong s6 tinh.

1 M¢ sb tinh Quarterly Income Statement (tir thu muc Lesson 3).

2 Bam thé trang tinh Quarter 1.

3 Gitlt phim va nhip vao cac thé trang tinh Quarter 3 va Quarter 4 dé chon chung lam mét phan ctia nhom.

Quarterly Income Statement [Group] - Excel

=]
HOME INSERT PAGE LAYOUT FORMULAS DATA
A3 ¥ fre
A B C D E F

1 |Tolano Adventures

2 Department Budget

|

4 Jan Feb Mar

5 |Revenues:

6 Sales 6500 6500 6500

7 Other Revenues 35 35 35

8 Total:

9

10 |Expenses:

11 Rent 5000 5000 5000

12 Telephone 150 150 150

13 Internet 125 125 125
14 Photocopier 80 80 80
15 Supplies 250 250 250
16 Courier 65 65 65
17 Advertising 250 250 250
18 Utilities 325 325 325
19 Total:
20

Company | Quarter 1 Quarter 2 | Quarter 3

READY

Cha'y nhan [Group] xudt hién trong thanh tiéu dé ciia bang tinh.

4 Nhap vao thé File va nhip vao Print.

5 X4ac minh r::ing Print Active Sheets hién dang dugc chon.

6 Bam Print dé in cac trang tinh nay.

7 Déng sb tinh va hity moi thay déi. 11. Bai tap 1y thuyét:

REVIEW

Quarter 4

VIEW

1 Puara cic vi du vé khi nao c6 thé hiru ich khi sir dung céc kiéu sip xép cira s6 trang tinh khac nhau nhu tiled,
horizontal, vertical, or cascade.

2 Giai thich khi nao ban s& split c4c panes cua mot trang tinh thay vi thiét 1ap mot sip xép tiled gom hai hoic

bon ctra sO.
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Cho vi du vé thoi diém ban c6 thé dong bang (freeze) cac ngan (pane).

Giai thich 1y do tai sao ban nén xem trude (preview) mét bang tinh trudce khi in.

Giai thich cach cac views trang tinh khic nhau c6 thé gitip ban xem trudc hoic in trang tinh.

Pua ra vi du vé khi thém dau trang hodc chan trang c¢6 thé hitu ich trong trang tinh.

Su khac nhau gifra viéc str dung cac thiét 1ap Scale va Width va Height trong Ribbon 1a gi?

o N oo o1 B~ W

Giai thich sy giéng nhau va khac biét giira viéc in header va titles cho trang tinh.

BAI 6: LAM VIEC VOI PO HQA VA BIEU PO
I. Bai tap thuc hanh:

Bai 1:

Bai tap nay thé hién cach tao mot biéu dd trong bay (hodc it hon) budc dé dang bang cach sir dung Ribbon:
1 Mo s6 tinh Website Hits va luu dudi tén Website Hits - Student.

Bdng tinh nay cho thdy sé lan khdch hang tiém ndng ciia Tolano Adventures dang truy cdp trang web ciia ho.
2 Chon pham vi 6 tir A4 dén G11.

Lueu ¥ rang cdc tiéu dé hang va cot dieoe bao gom trong pham vi ndy, nhung tong gid tri khéng dwoc bao ham.
Néu ban muon, ban cé thé bao gom tong so trong biéu do. Tuy nhién, trong nhiéu truong hop, muc dich tao
biéu do la hién thi moi mdu trong dit liéu. Viéc bao gom tong sé c6 thé sé giam kha ndng hién thi cia mau vi
s hién dién cua chung khién cho phdn con lai cua dir lieu thu nho kich thuoc.

3 Trén thé Insert, trong nhém Charts, bam Insert Column Chart.

2-D Column

ml[[ More Column Charts...
4  Dbiém dén tung biéu tugng trong menu tha xuong.

Ban xem trudc truc tiép ctia biéu do da chon dugc hién thi. Néu khong c6 mau biéu d6 nio trong so dé dap ung
yéu cau cua ban, ban c6 thé nhap vao cac loai biéu do khac nhau tir Ribbon.

5 Nhép vao tily chon Clustered Column (phan ngoai cling bén trai trong bo 2-D Column).

Biéu do cot hién hién thi. Luu y rcing bat cir khi ndo ban chon biéu do, cac 6 chira di liéu nguén dwoc danh ddu
va hai tab moi hién thi bén dwoi Chart Tools. Pong thoi, dirong vién cua biéu do sé xuat hién dwoi dang dwong
doi.

Trong biéu do mdc dinh, moi hang dir liéu da dwoc thiét ldp lam danh muc va maéi cot la mot chudi. Gia sir r&ng

ban can phdi trao déi vi tri ciia chiing dé méi thang la mot thé loai, ban ¢6 thé lam diéu nay rat dé dang.

6 Bén dudi Chart Tools, trén thé Design, nhém Data, bam Switch Row/Column.
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A B e D E F G H | J K L M N
1 |Tolano Adventures

2 |Website Hits

3

4 |Office January February March April May June |Total

5 |New York 8,125 5947 5420 5647 7,134  9,015| 41,288

6 |Cape Town 3,120 2,097 3,407 3,885 2,3 - +
7 Toronto 1,017 1,281 1,512 2,07 1§ Chart Title

2 |London 5530 5,852 6,366 7,760 8,2 10,000 4
9 |Tokyo 6,905 6471 5648 5665 8¢ 5,000 =
10 |Sydney 3,324 3,544 3,155 3,574 55 8000

11 |Corporate 904 304 641 772 ¢ 7.000

12 |Total 28,925 25996 26,149 29,410 34,1 :ggg

13 4:000

14 3,000

2 1l ol L ol

16 1,000 : I fl | I“ [

= o MUNRNAN MUNENw MURANN WUAE NAARN NRNEHRN
18 January February March April May lune

19 mNewYork mCape Town mToronto mlondon mTokyo mSydney mCorporate

20

Luu s6 tinh.

Néu cét Total (cot H) va hang Total (hang 12) dicoc bao gom, thi biéu do sé tréng giong nhw vi du nay:

Chart Title
45,000
40,000
35,000
30,000
25,000
20,000
15,000
10,000 |___
5,000 i
“ Julld ot il sl Gl o 00
January  February March April May June Total

m New York m Cape Town m Toronto m London m Tokyo m Sydney m Corporate m Total

Péi véi danh muc Total (nhém thanh bén phdi nhdt trong biéu do), ban cé thé thdy ré suw khdc biét trong tong
$0 lan truy cdp giita cac van phong khdac nhau. Tuy nhién, sy hién dién cua Total sé dp ddo cdc mau xuat hién
trong cdc thang riéng lé. Ngodi ra, coé Total cho moi thang ciing dp dao cac Office.

Bai 2:

Bai tip nay thé hién cach di chuyén va thay déi kich ¢& biéu dd va cac thanh phan cta no:

1
2

Pam bao sb tinh Website Hits - Student duoc kich hoat trén man hinh.

Nhip vao bit ky ving tréng nio cua trang tinh dé dua biéu do ra khoi ché do chinh sira.

Bé:di cﬁuyén biéu d6 ngay sau khi tao biéu do, ban cé thé phdi nhdp vio bén ngodi biéu do triede khi di chuyén
biéu do.

Nhép vao bat ky ving tréng nao cta biéu do cot dé dua no tré lai ché do chinh sta.

Trong Chart Tools, nhip vao thé Format.

Nhin vao hop Chart Elements, nhdm Current Selection, hién thi tén cia thanh phan biéu dd ma ban da chon.

H ©- # Website Hits - Student - Excel CHARTTOOLS
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DESIGN  FORMAT

Chart Area - NN £ Shape Fill -

& Format Selection OO0+ Abt‘ A!x\ - | LZ Shape Outline ~ A A ﬂ
ange =

2 Reset to Match Style ALLF Shape | &3 Shape Effects ~

Current Selection Insert Shapes Shape Styles [} WordArt Styles|
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Goi y: Ban ciing co thé xdc dinh cdc thanh phd;n ctia biéu do bcing cach dinh vi con tro chuot trén phdn do cuia
biéu do. Meo man hinh sé hién thi tén.

6 Néu hop Chart Elements hién thi tén khac véi Chart Area, hiy nhip vao mot ving tréng khac cta biéu db
cho dén khi no xuat hién. Néi chung, bat ky mot trong bon goc cua biéu dd 1a nhing lira chon tét nhat.

Goi y: Ban ciing cé thé chon Chart Area tir hop danh sdch trong nhém Current Selection.
Sir dung diém dé dé kéo biéu do dén vi tri méi trén trang tinh.

7 Nhip vao vi tri d6 trén biéu do mot 1an nita va kéo biéu d6 dé né nam ngay bén dudi dir lidu.
Lam cho biéu do 1om hon.

8 Nhép vao timg mét trong bon goc ciia biéu dd.

9 Nhip chon va kéo goc dudi bén phai xudng va ra ngoai dé 1am cho biéu do 16n hon.

10 Tro chugt dén tung di€ém gitra cia cac goc biéu do.

11 Nhip vao handle & cudi biéu do va kéo né xudng dé lam cho biéu dd 1on hon.

A B C D E F G H I

4 |Office January February March April May June Total

5 |New York 8,125 5,947 5,420 5,647 7,134 9,015| 41,288
6 |Cape Town 3,120 2,097 3,407 3,885 2,352 3,024 17,885
7 |Toronto 1,017 1,281 1,512 2,107 1,825 1,761 9,503
8 |London 5,530 5,852 6,366 7,760 8,257 5,619 39,384
9 |Tokyo 6,905 6,471 5,648 5,665 8,412 5,808 38,909
10 |Sydney 3,324 3,544 3,155 3,574 5,565 5,346| 24,508
11 Corporate 904 804 641 772 632 998 4,751
12 |Total 28,925 25,996 26,149 29,410 34,177 31,571

Chart Title

10,000
9,000
8,000
7,000

E i ‘I ‘l ﬂ‘l q‘l ‘ || {"
R | Iﬁ n i -?H | -3 |

January February March April May

18 B ®Yan s

N

MNN NN NN
w

o

5B ®Nen N

o

mNewYork mCapeTown mToronto mlondon MTokyo MSydney M Corporate

w
é

Ban ciing c6 thé thay doi kich thude va di chuyén cdc thanh phan bén trong biéu do. Hay twéng tiwong mot 6
vuong xung quanh moi thanh phan cua biéu do. Pé di chuyén thanh phan, ban bam vao bén trong hop va di
chuyén no déen mot vi tri moi.

12 Nhip vao mét ving trong bén trong Legend, sau d6 kéo Legend dén mot vi tri khac trong biéu d6, chang han
nhu & giita cac thanh c6t.

13 Hoan tac (Undo) thao tac nay.
14 Nhap vao Undo trong Quick Access Toolbar.

15 Luu lai s6 tinh.

Bai 3:

Bai tap nay trinh bay cach chon cac loai biéu d6 khac nhau cho mét bang tinh:
1 Dam bao Website Hits - Student workbook dugc kich hoat trén man hinh.
2 Nhip vao bét ky ving tréng nio cua biéu dd.

3 Trong Chart Tools, trén thé Design, trong nhém Tyle, bam Change Chart Type.
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Hop thogi Change Chart Type xudt hién hién thi cdc loai biéu do khdc nhau d@é ban chon.

4 Trong thé All Charts, nhép chon tuy chon Line & phia bén trai ctia hop thoai, sau dé nhén vao tuy chon 3-D

(bén phai nhit) & bén phai ctia hop thoai va nhan OK.

Chart Title

o = e

4,000 Corporate
_Sydney
2,000 Tokyo

London
Toronto
Cape Town
February March April New York
- May

6,000

January,

June

B New York ® Cape Town Toronto London MTokyo ®™Sydney ®Corporate

Chon loai biéu do khéc.

5 Trong Chart Tools, trén thé Design, nhém Type, bam Change Chart Type.
6 Chon loai biéu dd khic va bdm OK.
Thay doi logi biéu dé tré lai biéu do c¢ét (Column).
7 Trong Chart Tools, trén thé Design, nhém Type, bAm Change Chart Type.
8 Nhip chon Clustered Column vdi cac thang theo lich trén truc hoanh (bén trai) va nhian OK.
9 Luu sd tinh.
Bai 4:

Bai tap nay trinh bay cach 1am thé nao dé tao ra mot biéu dd hinh tron va hiéu chinh no:

1

Pam béo s6 tinh Website Hits - Student dugc kich hoat trén man hinh.

Pau tién, tao biéu do Pie méi chi sir dung tong gid tri cho méi Office. Biéu do Pie phdi bao gom tiéu dé danh
muc (X) ciing nhu Total trong biéu do, do dé ban phdi danh ddau hai hang khéng nam canh nhau.

Chon cac 6 tir A5 dén A11.

Lueu y: Déi véi biéu do Pie nay, chudi dit liéu dwege chon sé la tong s6 lan truy cdp trang web (Total number of
website hits) cho mai office.

Nhén git €1 va chon cac 6 tir H5 dén H11. Nha phim €1 .
Trén thé Insert, nhém Charts, nhan Pie dé hién thi cac loai biéu d6 hinh tron khac nhau.

Néu ban muén tao mot exploded pie, ban co thé chon tuy chon nay. Voi muc dich cua bai tdp nay, ban sé bat
dau véi mot biéu do Pie thong thuong.

Nhép vao tiry chon Insert Pie or Doughnut Chart trong phan 2-D Pie ctia menu.

Khi chon dir liéu d@é hién thi trong biéu do Pie, ban phai can than hon dé dam bao ban dang chon pham vi 6
chinh xdc lam chuoi dir liéu cua minh. Biéu do hinh Pie nay hién thi tong so lan truy cdp trang web cho moi
van phong trong tat ca cdac thang. Néu ban muon hién thj tong so lan truy cdp trang web moi thang cho tat ca
cdc van phong, ban phdai chon cdc 6 tir B4 den G4 va B12 den G12.
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Ban khong thé sir dung biéu do Pie dé hién thi cung mot dir ligu nhw cac loai biéu do khdac nhw biéu dé cét.
Trong khi cdc biéu do khdc cé thé hién thi sé liéu thong ké moi Office cho mdi thang, biéu do Pie chi c6 thé siv
dung mét chudi dit liéu — trong truong hop ndy, tong sé lan truy cdp trang web (6 tir H5 dén H11). Néu ban
muon hién thi sé lan truy cdp moi thang cho méi Office, ban phdi tao biéu do hinh tron riéng cho méi hang
hodc cot. Ngoai ra, ban co thé hién thi nhiéu chudi dir liéu trong mot mau hinh tron bc%ng cdach su dung loagi
biéu dé doughnut.

6 Nhip vao phan Pie cta biéu db.
Cdc khoi lwa chon sé xudt hién trén tieng phdn.
7 Nhip chon mot lan nita trén mot phan pie cua biéu do, cu thé 1a trén phan New York (¢ phia trén bén phai).
Cdc khoi lira chon bdy gio sé chi xudt hién xung quanh manh nay.
8 Nhép va va kéo phan New York ra khoi phin con lai ciia biéu d6. Khi ban phan Pie ¢ vi tri mong mudn, nha
nut chuot.
Chart Title
= New York = Cape Town = Toronto London =Tokyo = Sydney = Corporate
9 Di chuyén biéu do Pie sang bén phai ciia biéu d6 cot va sau d6 luu sd tinh.
|Bai 5:

Bai tap ndy cho thay cach thay doi cac tlly chon bd cuc khac nhau cho biéu db:

1
2

DPam bao sb tinh Website Hits - Student dwogc kich hoat trén man hinh.
Nhip vao mét ving trong cua biéu dd cot dé dua nd vao ché do chinh sira.
Chon bé cuc biéu dé khéc nhau va xem biéu do bi anh huwong nhu thé ndo.

Bén dudi Chart Tools, trén thé Design, nhém Chart Layouts, bAm Quick Layout.
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10

11

12

13

Tro chudt vao mot s6 vi tri trong trinh don tha xudng va quan sat sy thay doi trong biéu do.
Nhiap vao Layout 1.
Chon cdc kiéu biéu do khdc nhau va xem biéu do bi anh huwong nhw thé nao.

Bén dudi Chart Tools, trén thé Design, nhém Chart Styles, tro chudt dén mét s6 kiéu biéu do va quan sat thay
d6i trong biéu do.

Thay doéi tiéu dé biéu do.
Bém hai lan trong 6 Chart Title trong biéu d0, chon vin ban mic dinh trong Chart Styles va nhap: Monthly
Website Hits lam tiéu dé mai. Excel thay thé vin ban mic dinh bang tiéu d&é méi cia ban.

Ngodi ra, doi véi buéc 6, nhdp mét lan vao hép Chart Title dé chon, nhdp tiéu @é méi (sé xudt hién trong Thanh
cong thirc) va nhdn (Enter), 73 uy nhién, néu ban nhdp vao hdp Chart Title nhiéu lan, ban sé kich hoat ché do
chinh sita cho van ban - nhir diege mé ta trong bude 6 - va hop chon bién thanh cdc dwong dirt nét. Khi tiéu dé
dang & ché dg chinh sira, ban phai x6a van ban hién tai (“Chart Title” trong truong hop nay) va nhdp tiéu dé
méi. Phiong phdp nay lién quan dén nhiéu bude hon, né hoat dong moi lic.

Thém tiéu dé cho méi trong hai truc biéu do.

Bén dudi Chart Tools, trén thé Design, nhdm Chart Layouts, bAm Add Chart Element, sau d6 bim Axis
Title va Primary Horizontal.

it
Add Chart
Element~
ih Axes

Idh Axis Titles [
dlli  Primary Horizontal

dh  Chart Title I}

il; DataLabels

i Dotalabe ‘\_ﬂ’[ Primary Vertical

|dh Data Table

More Axis Title Options...

iy ErrorBars

g Gridlines

v v v v v v w v

lﬂ!r' Legend

|24 Trendline »

Nhap chudt vao 6 horizontal axis title trong biéu d6 va thay thé tiéu dé mic dinh bang: Month lam tiéu dé truc
moi.

Trong Chart Tools, trén thé Design, nhém Chart Layouts, bAm Add Chart Element, sau d6 bim Axis Title
va Primary Vertical.

Click vao & vertical axis title trong biéu d6 va thay thé tiéu dé mic dinh bang: # of Hits 1am tiéu d& truc méi.
X6a chui thich (legend) khoi biéu do.

Bén dudi Chart Tools, trén thé Design, nhém Chart Layouts, bAm Add Chart Element, sau d6 bAm Legend
va None.

Bay gio thém chii thich (\egend) tro lai biéu do va dit né & phia dudi.

Bén dudi Chart Tools, trén thé Design, nhém Chart Layouts, bAm Add Chart Element, sau d6 bAm Legend
va Bottom.
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Bay gio di chuyén biéu do vao bang biéu do ciia riéng né.

14 Trong Chart Tools, trén thé Design, trong nhém Location, bAm Move Chart.

Choose where you want the chart to be placed:

‘u:’u___‘ @Newgheet: \Chart‘l

O Objectin: | Sheet1 E]

| OK H Cancel ‘

15 Trong hop thoai Move Chart, bAm New sheet va bim OK.

16 Bam vao trang tinh Sheetl.
Biéu do khéng con trong bang tinh nay nita.

17 Nhap va kéo biéu d6 hinh tron dén vi tri méi ngay bén dudi dir liéu. Goc trén bén trai cia biéu d6 phai nam
trong 6 Al4.

18 Nhap vio thé Chartl.
Néu Excel khéng tdp hop chudi dit liéu theo cach ban mudn, ban cé thé thay doi chiing.

19 Bén duéi Chart Tools, trén thé Design, trong nhém Data, bam Switch Row/Column.

Truc ngang hién dwge nhom theo office véi month dwge nhom lai véi nhau cho méi office. Bang céch thay doi
cach nhém di liéu, ban c6 thé thdy cac xu hwdng khéng ré rang bang cdch sir dung phwong phdp nhém khdc.

20 Bén dudi Chart Tools, trén thé Design, trong nhém Data, badm Switch Row/Column mét 1an nita.

Biéu do sé trong giong nhu vi du sau:

— =
Monthly Website Hits ks ‘
10,000 —i ]
|
=
5,000 \Y‘
8,000
7,000 |
6,000 ! |
2
I som ] |
o
I
4,000 I
3,000 !
2,000
1,000
0
Janwary February March April May June
Month i
mNew York mCapeTown mToronto ®london NTokyo MSydney M Corporate
>
Chartl | Sheeti | (@ I E | [v]

21 Luu sd tinh.

|Bai 6:
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Bai tap nay trinh bay cach thém dit liéu méi vao biéu do:
1 Chon trang tinh Sheet1 trong s6 tinh Website Hits - Student.
2 Di chuyén 1én va nhip vao tiéu dé cot H dé chon toan bo cot.
3 Trén thé Home, nhém Cells, bam Insert.
4

Nhép dir liéu moi sau vao trang tinh:

@) Gia tri
H4 July
H5 10.000
H6 4.000
H7 2.000
H8 10.000
H9 8.000
H10  6.000
H11  1.000

Lueu ¥ rang cdc cong thire SUM trong cét | da duege tie dong thay doi dé bao gom cot méi nay. Tuy nhién, cong
thire SUM trong 6 H12 phdi duoc sao chép tir 6 bén canh.

5  Sao chép cong thirc trong 6 G12 dén H12.

A B e D E E G H
1 |Tolano Adventures
2 |Website Hits
4 |Office January February March April May June July Total
5 |New York 8,125 5,947 5,420 5,647 7,134 9,015 10,000 51,283
6 Cape Town 3,120 2,097 3,407 3,885 2,352 3,024 4,000 21,885
7 |Toronto 1,017 1,281 1,512 2,107 1,825 1,761 2,000 11,503
8 |London 5,530 5,852 6,366 7,760 8,257 5,619 10,000 49,384
9 |Tokyo 6,905 6,471 5,648 5,665 8,412 5,808 8,000 46,909
10 |Sydney 3,324 3,544 3,155 3,574 5,565 5,346 6,000 30,508
11 |Corporate 904 804 641 772 632 998 1,000 5,751
12 |Total 28,925 25,996 26,149 29,410 34,177 31,571 41,000

6 Bam vao bang Chartl.
7 Trong Chart Tools, trén thé Design, trong nhém Data, bam Select Data.

8 Nhép vao hop van ban Chart data range, chon va x6a pham vi hién tai, sau d6 chon pham vi 6 A4: H11 trong
Sheetl.

Lueu y: Ban ciing cé thé thay doi tham chiéu 6 truc tiép bang cdch nhdp vao pham vi 6 méi vao hdp van ban
Chart data range.
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9 Bim OK.

Chart data range: ‘ =Sheet1!SAS4:SHS11| @
f L’ [ switch Row/Column 1 ]
V 7
Legend Entries (Series) Horizontal (Category) Axis Labels
| #3add “ [ Edit H < Remove ‘ a [W | Beat |
New York A January A
Cape Town February
Toronto March
London April
Tokyo v May v
Hidden and Empty Cells I Cancel

Biéu do hién dwoc cdp nhdt voi die liéu moi nay.

10 Luu s tinh.

Bai tap MOS Excel 2016

# of Hits

12,000

10,000

8,000

6,000

4,000

2,000

wary February

Monthly Website Hits

|

March

BNewYork WCspeTown EToronto

Il

Aprit
Month

i
May

wlondon MTckyo MSydney M Corporate

|
il
1

v | E

Y]

|

Bai 7:

Bai tip nay thé hién cach chén mot biéu db sparkline vao mot bang tinh:

1 Pam bao sb tinh Website Hits - Student dugc kich hoat trén man hinh.
2 Chon thé trang tinh Sheet1.

MG réng cét dé Excel c¢é nhiéu khong gian hon d@é hién thi dweong sparkline.

3 Nhip vao vio bét ky 6 nio trong cot J. Sau do, trén thé Home, trong nhom Cells, bAm Format roi bAm Column

Width.

4 Trong hop vin ban Column width, thay d6i gi4 tri thanh 17 va nhan OK.

Chon bo cuc biéu do khdac nhau va xem biéu do bi anh hwong nhu thé nao.
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10

11

12

13

14

Trén thé Insert, nhém Sparklines, nhip Line Sparkline.

X6a bat ky tham chiéu 6 nao c6 thé nim trong hop vin ban Data Range, sau d6 chon dai 6 B5 dén H5. Ban c6
thé phai di chuyén hop thoai Create Sparklines sang mot bén dé chon dai 6 nay.

Nhiap vao hop vin ban Location Range, sau d6 chon 6 J5 tir trang tinh va nhip vao OK.

Create Sparklines ? “
Choose the data that you want
Data Range: |B5:HS 53]
Choose where you want the sparklines to be placed
Location Range: |S$JS5 R
OK Cancel

Mot biéu do sparkline bdy gio xudt hién trong 6 J5. Ban c6 thé sao chép né vao cdac 6 khdc trong cot \.

Goi y: Dé tao mét nhom Sparkline cing mét lic bang cach sir dung hdp thogi Create Sparklines, ¢ bude 5,
ban sé chon todn bg pham vi é tir B5 dén G11 1a Data Range va cdc 6 tir 15 dén 111 1am Location Range.

V6i 6 J5 duge chon, bAm va kéo 6 didu khién AutoFill & goc dudi bén phai cia 6 J5 xudng 6 J11. Sau khi dan
biéu do sparkline vao cdc 6 khdc, Excel sé tw dong chi dinh toan bé dai 6 nhw mot nhém sparkline.

Do dé, thay doi dinh dang cho mét trong cdc 6 dé sé tw dong dp dung cho cdc 6 khdc trong nhém. Bat cir khi
nao ban chon mét hodc nhiéu 6 trong nhom sparkline, mot dwong ranh gidi xudt hién xung quanh nhom dé cho
biét rang cdac 6 do thudc vé nhau.

Ban ciing ¢6 thé sir dung phirong phdp sao chép va dan dé sao chép biéu do sparkline tir mét é nay sang cdc 6
khéc. Tuy nhién, khi ban sir dung ky thudt nay, Excel khong xir 1y 6 ¢ nguon goc nhie mot thanh vién cia
nhom sparkline. Vi Iy do ndy, ban nén luén sir dung ky thudt AutoFill @é tao nhém sparkline trong cdc 6 lién
ké. Néu khéng, ban sé phdi tir thém 6 goc vao nhém sparkline.

C6 cdc biéu do tia lira hién thi cdc diém danh dau cho cdc diém cao nhdt va thap nhat.
Nhap vao vao bat ky 6 nao trong pham vi tir J5 dén J11, sau d6 nhip vao thé Design bén duéi Sparkline Tools.

Duéi Sparkline Tools, trén thé Design, trong nhém Show, bam vao cac hop kiém High Point va Low Point
dé bat chiing.

Thay déi cdc biéu do Sparkline thanh cdc logi khdc dé xem chiing trong nhir thé nao.

Trong Sparkline Tools, trén thé Design, nhém Type, nhan Convert to Win / Loss Sparkline dé thay dbi
Sparkline thanh mdt nhom cot.

12. Trong Sparkline Tools, trén thé Design, trong nhém Type, nhan Convert to Column Sparkline dé thay
d6i Sparkline thanh mot nhom cac cot c6 dd cao khac nhau.

Dé xéa mét hodic nhiéu biéu do sparkline trong nhém sparkline, hdy sir dung tity chon Clear Selected Sparkline.
Ban ciing ¢6 thé loai bé toan b nhém Sparkline ciing mét lic bang cdach sir dung tiry chon Clear Sparkline
Groups.

Dudi Sparkline Tools, trén thé Design, trong Group, bdm vao miii tén bén canh Clear va bAm Clear Selected
Sparkline Groups da Chon.

Trong Quick Access Toolbar, nhap vao Undo.
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15 Luu s tinh.

Bai tap MOS Excel 2016

A B C D E F G H J
1 |Tolano Adventures
2 |Website Hits
3
4 |Office January February March April May June July Total
5 |New York 8,125 5,947 5,420 5,647 7,134 9,015 10,000 5,288 m_ _ __—xmlll
6 |CapeTown 3,120 2,097 3,407 3,885 2,352 3,024 4,000 21,885 mm __ mll _ =l
7 |Toronto 1,017 1,281 1,512 2,107 1,825 1,761 2,000 11,503 _ el mm B
8 |London 5,530 5,852 6,366 7,760 8,257 5,619 10,000 49334 _ _ _mm__H
9 |Tokyo 6,905 6,471 5,648 5,665 8,412 5,808 8,000 46,909 me=__ Il _ 1
10 |Sydney 3,324 3,544 3,155 3,574 5,565 5,346 6,000 30,508 _ —__ _ mml
11 |Corporate 904 804 641 772 632 998 1,000 5751 Mm_=__HN
12 |Total 28,925 25,996 26,149 29,410 34,177 31,571 41,000

Bai 8:

Bai tip nay thé hién cach in biéu dd dudi dang mot phan cia trang tinh hodc dudi dang biéu do riéng:

1  Pam bao sb tinh Website Hits - Student dugc kich hoat trén man hinh.

Xem truée trang tinh Sheetl d@é in cd dir liéu va biéu do pie.

2 Nhip vio bt ky 6 nao bén ngoai biéu d6 Pie dé biéu d6 khong duge chon.

3 Nhip vao File va sau d6 nhap vao Print.

4 Nhap vao Portrait Orientation va nhap vao Landscape Orientation dé thay d6i hudng.

Tolano Adventures

Website Hits

Office
New York
Cape Town
Toronto
London
Tokyo
Sydney
Corporate
Tota

® Ne

sanuary

8,125
3,120
1,017
5,530
5205
3324

204

28,825

February March

5,847
2,097
1,281
5,852
5471
3,544

504

25,526

April May June
5,420 5,647 7,134 2,015
3,407 3,885 2,352 3024
1,512 2,107 1,825 1,761
6,356 7,750 8,257 5618
5,648 5,665 5,412 5,508
3,155 3,574 5,565 5345
641 772 632 EES
26,148 29410 33,177 31571
Chart Title

#Cape Town

»Tomnto

London wToko

July

#Sudne,  wCorporate

Tota

10,000
4,000
2000

10,000
8,000
5,000
1,000

41,000

51,285 mm __ -
21,555 m Ml _
11,503 — e
48384 _—wmwm W
46,509 wm — H_ =
30508 . _mEml
575! Mlem == HE

Mien la biéu do khong o ché do chinh sua, Excel sé in bang tinh voi tat cd cdac ndi dung bao gom bat ky biéu

do nao.

Bdy gio, chi xem trudc biéu do Pie dé in.

5  Nhép vao nut & Back, sau d6 nhap vao mot ving trong bén trong biéu d6 Pie dé dua né vao ché do chinh sira.

6 Nhép vao File va sau d6 nhap vao Print.

7 Néu can, hiy nhap Portrait Orientation va sau d6 nhip vao Landscape Orientation dé thay d6i huéng.
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Xem trude biéu do Chartl dé in.

8 Nhép vao nit &) Back, sau d6 nhip vao
9 Béam thé bang tinh Chartl.

10 Nhap vao File va sau d6 nhap vao Print.

11 Luu va dong so tinh.

Bai tap MOS Excel 2016

6 tréng bén ngoai biéu dd Pie.

[Bai 9:

Bai tap nay thé hién viéc sir dung Quick Analysis dé tao conditional formatting, charts, totals va sparklines cho

mot dai o:

1 Mo s6 tinh Caribbean Vacation Bookings va luu duéi tén Caribbean Vacation Bookings - Student.

2 Chon dai 6 B5 dén G12.

3 Nhip vao biéu tuong Quick Analysis bén dudi goc dudi bén phai ctia pham vi di chon.

Biéu tuong Quick Analysis sé t dong hién thi bat cir khi ndo mét ddi é dwoe chon. Khi dwoc chon, menu Quick

Analysis sé hién thi cdc tiry chon conditional formatting theo mdc dinh.

4  Véi danh muc Formatting dugc chon, tro dén Data Bars conditional format.

4 2008

5 |Antigua I 19120
6 Bahamas l 1,529'
7 Barbados | 1,287.
8 |Bermuda B a7l
9

10 |Costa Rica i 2129
11 |Dominican Republic B 25620
12 Jamaica i 173l
13
15
16
17
18
19
20
22

2009 2010 2011 2012 2013
1,668 17300 18700 22290 1,453
1,157 2,710 20000 2460 2999
1,7711 1,300 2,1290 1,753 3,289
3,167 4,247 2,801 Ml 5,243 @ 4,301

Cancun, Mexico 7,135 [, 774 IESISEE G0 INAEGS ISR s

3,983 [, 614 7,164 M 2,264 [l 6,333
3,172 5,064 M 2,565 30720 2651
3,158 3,741 4,315 Ml 5,533 Ml 6,415

=)

FORMATTING CHARTS TOTALS TABLES SPARKLINES

E B B B B B

DataBars  Color lconSet  Greater Top 10% Clear
% Scale Than Format
Conditional Formatting uses rules to highlight interesting data,

5 Di chuyén con trd chudt dén tung tuy chon dinh dang c6 diéu kién khac.

6 Nhip vao Greater Than conditional format.

Cac o trong pham vi chira cac gid tri lon

7 Trong hop thoai Greater Than, thay ddi

nhat diege 16 sang.

gi4 tri thanh 5000 va nhan OK.

Greater Than 2

Format cells that

5000

are GREATER THAN:

£%: with |Light Red Fill with Dark Red Text | v

| OK Cancel

Néu khéng con can thiét, dinh dang cé diéu kién cé thé dé dang bi loai bo.

8 Nhip vao biéu trong Quick Analysis va nhip vao Clear Format trong danh muc Formatting.
Biéu do ciing c6 thé duwoc tao dé dang. Tuy nhién, ban nén bao gom hang va cét chira tiéu deé.

9  Chon pham vi 6 A4 dén G12, sau d6 nhap vao biéu twong Quick Analysis va nhip vao danh muc Charts.
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Bai tap MOS Excel 2016

10 Di chudt qua Clustered Column déu tién ¢ bén trai, sau d6 vuot qua cot thir hai va so sanh su khac biét giita

hai cot.

Hai biéu do cung ccfp cho ban tuy chon noi hién thi di liéu hang va cot.

D Chart Title
2010
1,730
| I ARl st ol
o O yonls wallnl wmamall 1l 1 il ol
4,247 &L & ¥ & & &
& ol > & ¥ 3 & &
15,586 ¥ & < <® % o ¥
8,614
5,064
3,741 W2008 W2009 ®2010 ®2011 W2012 w2013
FORMATTING CHARTS TOTALS TABLES SPARKLINES
= B Wi
= SV i & dh n?
Clustered Stacked  Stacked Clustered Clustered More
Bar Bar Area Column  Column Charts
Recommended Charts help you visualize data.

11 Nhép vao tuy chon Clustered Column & bén tréi, sau d6 kéo biéu dd dén vi tri méi bén dudi dit liéu trang tinh.
Pam béo co it nhit mot hang trong gitra dit liéu va biéu dd.

Bay gio hdy sir dung Quick Analysis dé tao cdc phép tinh tom tat cho ban.

12 Chon dai 6 A4 dén G12 lan nita va nhap vao biéu tugng Quick Analysis.

13 Nhéip vao danh muyc Totals, sau d6 tro dén tiry chon Sum & bén trai, rdi tro dén tiry chon Sum & bén phai.

Lueu ¥ rang biéu twong cho biét tong so tinh todn tom tdt dwoc dat trong trang tinh.

Antigua
Bahamas
Barbados
Bermuda

Costa Rica

28w o N o w s

Jamaica

W~

'S

18,000
16,000
14,000
12,000
10,000
8,000
6,000
4,000
2,000
0

S W - W;m

Moo

o

Cancun, Mexico

1 \Dominican Republic

2008 2009 2010 2011 2012 2013 12063
1,912 1,668 1,730 1,870 2,229 1,453 10,862
1,529 1,157 2,710 4,001 2,146 2,999 14,542
1,287 1,771 1,300 2,129 1,753 3,289 11,529
3,467 3,167 4,247 2,801 5,243 4,301 23,226
7,185 7,774 15,586 10,540 14,863 12,795 68,743
2,129 3,983 8,614 7,164 4,264 6,333 32,487
2,564 3,172 5,064 2,565 4,074 2,651 20,090
1,788 3,158 3,741 4,315 5,533 6,415 24,950
=l
Chart Title FORMATTING CHARTS TOTALS TABLES SPARKLINES
&5 =
| >N [X] F =k W | B3,
Sum Average Count % Total  Running Sum h
Total
| [] I| T |I ul |I " II I | Formulas automatically calculate totals for you.

14 Nhjp vao nat» gé cugh menu Quick Analysis ¢ bén phaj & xem thém tuy chon, sau d6 tro dén tung tuy chon.

15 B4m vao mot ving trong cua trang tinh dé dong menu Quick Analysis.

By gio chén sparklines. Bam bdo chi chon cdc é chita diF liéu thiee té khong bao gom tiéu dé.

16 Chon pham vi 6 B5 dén G12, sau d6 nhap vao biéu tugng Quick Analysis.

17 Nhap vao danh muc Sparklines va tro dén timg tily chon sparklines.
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2011 2012 2013
1,870 2,229 1,453 momunll_
4,001 2,146 2,999 __mllam
2,129 1,753 3,289 _._m-ll

4 2,801 5,243 4,301 o_m_lm

10,540 14,863 12,795 __Nallm

4 7,164 4,264 6,333 _ullNan

4 2,565 4,074 2,651 _0_m_

L 4,315 5,533 6415 _.uulll

=

FORMATTING CHARTS TOTALS TABLES SPARKLINES

|y

Line Column  Win/Loss

ll sparkiines are mini charts placed in single cells,

18 Nhip vao Column dé bat cac duong nay trong cot H.

19 Luu va dong sé tinh.

Bai 10:

Bai tap nay thé hién cach v& hinh dang (Shape), thay d6i hinh dang ctia chung, di chuyén chiing xung quanh trang
tinh va thay ddi dinh dang cta chung:

1 Moé s6 tinh Tour Prices va luu dudi tén Tour Prices - Student.
Goi y: Ban ciing co thé sir dung lénh Text Box fir nhom Text trén thé Insert.
Thém mdt hop van ban vao trang tinh.

2 Trén thé Insert, nhém Illustrations, bAm Shapes va bAm Text Box (ndm trong phan Basic Shapes). Con tro
chudt thay doi thanh mot biéu twong | dé cho biét rang ban c6 thé v& hdp vin ban trén trang tinh.

3 Nhip, giit ntit chudt va kéo chudt dé v& mot 6 rong khoang 1 inch, cao 1 inch & bén phai cua dit liéu.
4 Bén trong hgp van ban, go: A Tolano Adventures exclusive!
Excel hién hién thi thé Drawing Tools Format vi ban di chon hinh dang (hép vin ban).

Ban ciing c6 thé thém hinh dang méi bang cdch sir dung thé Format. Tuy nhién, Excel chi hién thi thé Format
khi ban dd chon hinh dang da dwoc tao. Do d6, hinh dang ddu tién chi cé thé dwoc tao tir thé Insert. Sau hinh
dang dau tién, ban ¢ thé thém nhiéu hinh dang hon bc%ng cach st dung the Insert hogc Format.

5 Bén dudi Drawing Tools, trén thé Format, nhém Insert Shapes, bam Oval. Con tro chudt thay ddi thanh biéu
tuong +.

6 Nhép va giir ntt chudt trai & trén va bén trai 6 H9. Sau do, trong khi giit niit chudt, kéo con tro chudt dén vi tri
mai bén dudi va 6 bén phai 6 H9.
Mot hinh Oval bay gio bao gdm céac khu vuc trong va xung quanh 6 H9. Lam cho né trong sudt (transparent)
bang cach tit tiy chon Fill.

Goi y: Néu ban giit phim g khi kéo chudt @é vé hinh dang, Excel sé tao ra mét vong tron hodan hdo. Néu
ban sw dung phim voi @cu hinh chit nhat, Excel vé mot hinh vuong.

7 Véi hinh dang hinh oval van dugc chon, trong Drawing Tools, trén thé Format, trong nhom Shape Styles,
bam Shape Fill. Nhip vao No Fill.

Khi ban vé Shape ddu tién, né thuong sé can phdi dwoc di chuyén dén ding vi tri.
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8

10
11

12

13

14

15
16

17

18

19
20

Tr6 chudt dén canh hinh Oval. Con trd chuét thay déi thanh bidu twong . Nhip va kéo hinh Oval sao cho gia
tri 8.000 trong 6 H9 ndm & trung tdm ctia hinh Oval.

Tré chudt vao mdt trong bén nit Handle & goc. Nhip va kéo Handle nay dé 1am hinh Oval nho hon hodc 16n
hon. Néu cén, di chuyén hinh Oval mét 1an nita dé dat gia tri 8.000 ¢ giira.

Goi y: Ban ciing c6 thé sir dung cdc phim trén ban phim dé di chuyén mét hinh dang. Cdc phim nay thuong phii
hop hon chugt deé di chuyén cac hinh dang khoang cach rat ngan.

Vé mot dwong miii tén tie hop van ban dén hinh bau duc.
Bén dudi Drawing Tools, trén the Format, trong nhém Insert Shapes, bam Arrow.

Cham con tré chudt vao Handle giita bén trai ciia hop van ban. Luu ¥ ring bdn chét Handle két ndi dugc hién
thi xung quanh hinh dang khi con tro chudt & gan.

-
ATolano
+ Adventures .
exclusive!

Nhap va kéo chudt tir handle trong hop vin ban dén mot trong cac handle két ndi s& xuat hién xung quanh hinh
Oval khi ban di chuyén con tré chudt vé phia né.

Lam cho dwong mili tén day hon va téi hon.

Bén duéi Drawing Tools, trén thé Format, trong nhdm Shape Styles, bAm Shape Outline. Nhap vao Weight
va sau d6 nhéap vao 1% pt.

Lueu y rang thay doi nay chi anh hwdng dén miii tén vi né la hinh dang hién dwoc chon.

Luew y: Khi ban chon bat ky lénh nao trong the Drawing Tools Format dé sira déi hinh dang, cdc thay doi sé
chi anh huong dén hinh dang hién duoc chon.

Bén dudi Drawing Tools, trén thé Format, trong nhom Shape Styles, bAm Shape Outline. Nhip vao Blue,
Accent 1, Darker 25% (cot thir ndm tir bén tréi, thir hai tir dudi cing) trong phan Theme Colors.

Khi ban vé dwong tir hdp van ban sang hinh Oval, ban két néi ca ba doi twong véi nhau bang cdch bdt dau va
két thiic trén mot trong cac Handle két noi. Ket noi nay van gir nguyén ngay ca khi ban di chuyén hinh dang.

Nhap vao hinh Oval. Handle s& xuét hién xung quanh nhung khong xuat hién ¢ bat ky hinh dang nao khac.

Pam bao con trd chudt xuét hién dudi dang biéu tuong % cho biét no s& duoc st dung dé di chuyén hinh dang
sau d6 nhap va kéo hinh Oval dé bao gdbm vin ban Antarctica trong 6 B9.

Bén duéi Drawing Tools, trén thé Format, trong nhdm Shape Styles, bAm Shape Outline. Nhap vao Weight
va sau d6 nhép vao 1% pt.

Néu can thiét, diéu chinh kich thudc va vi tri ctia hinh Oval xung quanh nhan vin ban Antarctica.
Thém mau xung quanh cdac canh cua hop van ban.
Nhip vao bit ky vi tri nao trong hop vin ban dé chon lai.

Bén dudi Drawing Tools, trén thé Format, trong nhém Shape Styles, bAm Shape Effects. Nhap vao Glow, va
sau d6 nhap vao mot trong cac Glow Variations, chiang han nhu Green, 11 pt glow, Accent color 6.

Bdng tinh hodn chinh sé trong giong nhir sau:

Trang 101/155



IIG Vi¢t Nam Bai tap MOS Excel 2013

A B C D E F G H J K
3 Tour Prices Breakdown (Average based on 7-day Trip)
4 Travel Item Group Tour Flight Hotel Misc. |Total Cost
S Kilimanjaro Climb RC 4,000 1,000 5,000
6 | |Mmt. ShastaClimb RC 700 700) ATdlatio
7 North Carolina RC 500 500_’____ Adventures
Tucson, Mt. Lemmon, '_____,__.-————-‘/ exclusive!
8 | |cochise Stronghold __RC__|—350— | 350)
9 Antarctica E 4,000 3,000 1,000 8,000
Sydney Whale Watching
10| |(*Family of 4) E 250 250
Vancouver Whale Watching
(*Family of 4) E 500 100 600
Maui Whale Watching
12 (*Family of 4) E 200 2,000 1,000 3,200
Bogota Cycling
13 (*Two People) Eco 1,500 1,500 200 3,200
Perth Cycling
14 (*Two People) Eco 4,000 3,500 500 8,000
Copenhagen Cycling
15| [(*Two People) Eco 2,100] 3,000 400 5,500)
21 Luu so tinh.
|Bai 11:

Bai tdp nay trinh bay cach sir dung WordArt trong mot bang tinh:

1

2
3
4

10

Pam bao s tinh Tour Prices — Student dugc mé trén man hinh.

Cudn xudng trang tinh dén ving tréng bén dudi dir licu.

Trén thé Insert, nhém Text, bAm Insert WordArt.

Nhap chon Fill — Gold, Accent 4, Soft Bevel (hang trén ciing, bén phai).

Excel bay gio hién thi doi twong WordArt trén trang tinh ciia ban vdi van ban mdc dinh.

Pam bao rang d6i twong WordArt duoc chon va thay thé vin ban mic dinh bang: Limited Time Specials. 6
DPinh vi con tro chudt trén mot trong cac canh dbi tuong WordArt (con trd chudt thay ddi thanh *i%) vadi chuyén
d6i trong dén mot ving trong cia trang tinh c6 it nhit hai hang bén dudi di licu.

Ngoai ra, hdy chéc chin rang ban di chon déi tuong WordArt bang cach luu y liéu Excel di dong khung né

voi mot duong vien lién nét véi tam handle twong ty nhu sau:
ST [ TWO PEOpIE] [ E0 ] [ ZI00]  3,000] ZU0] 5,500

Bén dudi Drawing Tools, trén the Format, nhdm WordArt Styles, bAm nit More cho Visual Styles.

Dinh vi con tré trén cac kiéu Visual Styles khac nhau ma ban chon va quan sat hiéu Gmg Live Preview trén déi
tuong WordArt.

Bam vio mdt ving trong cach xa hop trinh don Visual Styles dé dong n6 lai. Néu can, hiy nhap vio canh ctia
dbi tugng WordArt dé Excel chon lai né nhu duge hién thi béi mot duong vién lién nét.

Trang 102/155



IIG Vi¢t Nam Bai tap MOS Excel 2013

11 Bén dudi Drawing Tools, trén thé Format, nhém WordArt Styles, bam Text Fill. Sau d6 dat con tro 1én cac
mau t6 khac nhau dé quan sat hiéu tng Live Preview.

12 B4m vao mdt ving tréng cach xa hop trinh don Text Fill dé dong nd. Néu can, hiy nhap vao canh cta ddi twong
WordArt dé chon lai né (nhu thé hién bang mot dudng vién lién nét).
Ban ciing ¢6 thé sir dung nhém Shape Styles d@é dinh dang t6 mau nén va dwong vién ciia déi twong \WordArt.
13 Bén dudi Drawing Tools, trén thé Format, nhdm Shape Styles, nhap vao nat More caa Theme Fills. Sau d6

dit con tro 1én cac mau t6 khac nhau dé quan sat hiéu tmg Live Preview.

14 Nhip vao mét vung tréng cach xa hop trinh don Theme Fills dé dong né. Néu can, hiy nhap vao canh cia ddi
tuong WordArt dé chon lai né.

15 Bén duéi Drawing Tools, trén thé Format, trong nhom WordArt Styles, bam Text Effects. Nhip vao
Transform va chon mau chuyén d6i ban chon.
Trang tinh da hoan thanh cd thé trong gidng nhu sau:

[ TWO PEOpIE] [ Eco | [ ZI00] __3,000] 200] 5,500]

16 Luu sd tinh 1an nira.

Bai 12:

Bai tap nay trinh bay cach thém hinh anh clip vao trang tinh cua ban:

1 Pam bao sb tinh Tour Prices - Student dugc mé trén man hinh.

Pau tién, thém 1090 cong ty ¢ dau trang tinh.

Nhiap vio 6 B1.

Trén thé Insert, trong nhém Illustrations, bdm Pictures.

Trong hop thoai Insert Picture, diéu hudng dén thu muc chira tap tin tolano logo.jpg.

Chon tép tin tolano logo.jpg va bam Insert.

o 01 WDN

Nhip va kéo goc dudi cing bén phai 1én trén dé giam kich thudc ctia logo xudng con do cao bang hai hang bang
tinh.

Bay gio hay thém hinh anh clip art.
7 Trén thé Insert, trong nhém lllustrations, b4m Online Pictures.
Cira 56 pop-up Insert Pictures dwegc hién thi.
8 Trong hop Search for ctia ngan tac vu Clip Art, nhap: travel va bim (Enter),
Khi qud trinh tim kiém dién ra, hinh anh clip art khép voi tir khéa nay dwoc hién thi.

9  Di chuyén qua danh sach hinh anh clip art dugc hién thj rdi nhip vao hinh anh ban chon va nhap vao Insert.
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Khi ban chén mot hinh dnh hodc clip art vao mét bdang tinh, Excel sé hién thi né véi cac handle xung quanh
gio”'ng nhw cach né hién thi mét doi tuong khi duwoc chon. Ban co thé chinh kich thuée hodc di chuyén hinh anh
mdc du ban khong thé thao tac mau sdc ctia hinh anh hién hanh.

10 Nhap va kéo hinh mau clip art dén ving tréng cua trang tinh bén dudi hop vin ban chira cac tir “A Tolano
Adventures exclusive!”

11 Giam kich thuéc ctia hinh anh xudng khoang 1 inch chidu cao va chidu rong.
Bay gio thém mot hinh anh khdac vao trang tinh.
12 Nhap vio 6 trong bén dudi hinh anh clip art dé chén hinh anh méi vao do.
13 Trén thé Insert, trong nhém lllustrations, bam Pictures.
14 Trong hop thoai Insert Picture, diéu huéng dén thu muc chira tap tin Ice Climbing.jpg.
15 Chon tap tin Ice Climbing.jpg va nhin Insert.

16 Nhip va kéo goc dudi cing bén phai 1én dé giam kich thude ciia hinh anh logo xuéng do cao 2 inch.

Béng tinh va céc hinh anh cua ban sé tréng giong nhu sau:

A B C D E F G H J K
2 | Tolanosrsiss
3 Tour Prices Breakdown (Average based on 7-day Trip)
4 Travel ltem Group Tour Flight Hotel Misc. |Total Cost
5 Kilimanjaro Climb RC 4,000 1,000 5,000
6 | [Mt. Shasta Climb RC 700 700) ATolano
7 North Carolina RC 500 500 | Adventures
Tucson, Mt. Lemmon, //’/ exclusive!
8 | |Cochise stronghold __RC__| —asor— | 350)
9 Antarctica E 4,000 3,000 1,000 8,000
Sydney Whale Watching
10| [|(*Family of 4) E 250 250
Vancouver Whale Watching
(*Family of 4) E 500 100 600
Maui Whale Watching
12 (*Family of 4) E 200! 2,000 1,000 3,200
Bogota Cycling
13 (*Two People) Eco 1,500 1,500 200 3,200 A
Perth Cycling
14 (*Two People) Eco 4,000 3,500 500 8,000
Copenhagen Cycling
15 (*Two People) Eco 2,100 3,000 400 5,500
16
17
10 :
20 L, .
P | i N i ‘ ’ | 2 o : )

17 Luu s tinh.

|Bai 13:

Bai tap ndy trinh bay 1am thé niao dé chinh sira hinh anh, va clip art:
1 Pam bao s6 tinh Tour Prices - Student dwgc mé trén man hinh.

Chon mét trong cdc hinh anh va thir mét sé tiry chon chinh sita trong nhom Adjust trén the Format. Cac tiy
chon chinh sia nay ap dung cho bén trong hinh anh.

2 Nhép vao vao hinh anh Ice Climbing. Excel hién thi cac handle xung quanh cac canh ciia né.

3 Dudi Picture Tools, trén thé Format, nhém Adjust, bam Corrections.
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10

11
12

13

14

15

16

17
18

19
20

Dit con tro chudt 1én mot sd tily chon c6 san va quan sat hiéu ing Live Preview trén hinh anh. Nh.'?ip vao mot
ving tréng tir menu tha xudng Corrections.

Trong Picture Tools, trén thé Format, trong nhém Adjust, bAm Color.

bat con tré chudt 1én mot ) tuy chon co san va quan sat hiéu ting Live Preview trén hinh anh. Nhép vao mot
vung trong cach xa trinh don tha xuong Color.

Trong Picture Tools, trén thé Format, trong nhém Adjust, bAm Artistic Effects.

bit con tré chudt 1én mot sb tuy chon co san va quan sat hi¢u tmg Live Preview trén hinh anh. Nhép vao mot
ving tréng cach xa trinh don tha xudng Artistic Effects.

Nhom Picture Styles trén the Format cung cap mét bo cong cu chinh sika khdc dp dung cho canh ngodi ciia
hinh dnh.

Duéi Picture Tools, trén thé Format, nhém Picture Styles, nhap vao niit More bén canh Visual Styles.

Dit con troé chudt 1én mot sd tily chon ¢6 sdn va quan sat hiéu tng Live Preview trén hinh anh. Nhip vao mot
vung tréng cach xa trinh don tha xudng Visual Styles.

Duéi Picture Tools, trén thé Format, nhém Picture Styles, bAm Picture Layout.

Dit con troé chudt 1én mot sd tily chon ¢ sdn va quan sat hiéu tng Live Preview trén hinh anh. Nhip vao mot
vung tréng cach xa trinh don tha xudng Picture Layout.

Thém dwong vién xung quanh danh.

Duéi Picture Tools, trén thé Format, nhém Picture Styles, bam Picture Border, sau d6 bAm Weight va bAm
1 pt.

Nhap chon vao 6 tréng trang tinh dé xem duong vién xung quanh anh.
Puong vién ciing c6 thé duwge gé bo.

Nhiap vao hinh Ice Climbing dé chon né, sau d6 dudi Picture Tools, trén the Format, nhém Picture Styles,
nhip chon Picture Border, sau d6 nhdn No Outline.

Chon m¢t hinh anh clip art va quan sat nhitng cong cu chinh sita nao ban cé thé sir dung.

Nhap vao hinh anh clip art dé chon né.

Excel dwa ra mét sé tity chon chinh sira cho clip art nhu Artistic Effects va Remove Background.

Bén dudi Picture Tools, trén thé Format, nhém Picture Styles, nhip vao nut More bén canh Visual Styles.

bat con tré chudt 1én mot sb tuy chon co san va quan sat hiéu tmg Live Preview trén hinh anh. Nhép vao mot
vung trong cach xa trinh don tha xuong Visual Styles.

Bay gio logi b6 nén cho mét trong nhitng hinh danh.
Nhap lai vao hinh anh Ice Climbing.
Bén dudi Picture Tools, trén thé Format, trong nhom Adjust, bam Remove Background.

Excel sé hién thi mot hop danh ddu dé xdc dinh chu thé chinh trong anh.
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21 Trén thé Background Removal, trong nhém Close, bam Keep Changes.

Bdng tinh hoan chinh sé tréng giong nhw vi du sau:

A B C D E F G H | J K
2 | Tolano=rsiws
3 Tour Prices Breakdown (Average based on 7-day Trip)
4 Travel Item Group Tour Flight Hotel Misc. |Total Cost
5 Kilimanjaro Climb RC 4,000 1,000 5,000
6 | [Mt. Shasta Climb RC 700 700) ATolano
7 North Carolina RC 500 —‘_—jO‘O__’ Adven_tures
Tucson, Mt. Lemmon, | exclusive!
i i et
8 Cochise Stronghold __RC__|—350] 350
9 Antarctica E 4,000 3,000 1,000 8,000
Sydney Whale Watching
10 (*Family of 4) E 250 250
Vancouver Whale Watching
11| |(*Family of4) E 500 100 600)
Maui Whale Watching
12 (*Family of 4) E 200 2,000 1,000 3,200
Bogota Cycling
13 (*Two People) Eco 1,500 1,500 200 3,200 T
Perth Cycling
14 (*Two People) Eco 4,000 3,500 500! 8,000
Copenhagen Cycling
15 (*Two People) Eco 2,100 3,000 400 5,500
16
17

22 Luu sd tinh.

Bai 14:

Bai tap nay trinh bay cach lam thé nao dé thay doi kich thudc, dinh hinh lai va xoay hinh dang, va hinh anh:
1 Tao mot sb tinh tréng moi.

2 Trén thé Insert, nhém lllustrations, bam Shapes. Sau d6 vé mot hinh 1ap phuong (cube)(nam trong hinh dang
co ban) khoang 1,5 "rdng 1,5" cao (hodc 4 cm rong 4 cm cao).
A B C D E

S W 0N UL AW N -

o

3 Bén dudi Picture Tools, trén thé Format, nhém Size, nhip vao cac nut xoay Shape Height va Shape Width
cho dén khi ca hai déu 1a 1,5 "*(hoic 4 cm).

Pau tién, thay doi kich thuée va hinh dang cua khoi ldp phwong dé lam cho né rong hon bang cdch sir dung
hép van ban Shape Width.

4 Nhép vao niit xoay Shape Width cho dén khi gia tri 1a 3 **(hodc 8 cm).
Goi y: Ban ciing c6 thé nhdp truc tiép cdc gid tri méi vao cac hop van ban. Piéu nay cé thé dé dang hon bang

cach sw dung chudt aé thay doi chiéu dai hodc chiéu rong cua hinh dang.
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10

11
12

Khoi vudng bdy gio la khoi hinh chir nht.

A B C D E F G

W W N B W N -

=]

Thay doi kich thuée va hinh dang ciia mét khoi ldp phirong bang cdach sir dung chuét.
Nhiap vao Undo trong Quick Access Toolbar.

V6i khéi di chon, nhap va kéo goc dudi ciing bén phai xuéng dudi va sang phai. Di chuyén sang phai nhiéu
hon xubng dudi dé khdi 1ap phuong khéng con hinh vudng nira. Nha nat chudt.

By gio thay doi kich thuée cia khéi lap phirong bang cdach sir dung chudt mét lan nita nhung khéa ty 1¢ cdc
canh (lock the aspect ratio) dé né van la mét khéi lap phwong.

Nhép vao Undo trong Quick Access Toolbar.
Giit phim Bhf), nhdp va kéo handle goc dudi cing bén phai xudng dudi va sang phai. Nha nat chudt.

Lueu ¥ rang hinh dang méi van la mét khoi lap phwong ngay cd khi ban cé di chuyén chudt theo cdc hwéng khéc
nhau. Ngodi ra, géc trén ciing bén trdi (dau doi dién cia tay cam ban dang di chuyén) khéng di chuyén khi hinh
dang tang lén. Dady la tac dung cua viéc sir dung phim trong khi thay doi kich thude hinh dang.

Thay doi kich thuée cia khéi ldp phiong mét lan nita nhung khéa vi tri trung tam cia hinh dang.
Nhap vao Undo trong Quick Access Toolbar.

Giit phim €1, nhp va kéo hanlde goc dui bén phai sang phai. Nha nit chudt khi canh tréi cua hinh da di
chuyén qua canh trai ctia trang tinh.

W W~ O AW -

=

Luru Y rang, trong khi kéo chugt, trung tam ciia hinh dang khéng di chuyén. Do d6, chiéu réng ciia hinh dang
ting déu ¢ ca bén trdi va bén phdi khi ban kéo handle sang phdi. Pdy la tic dung ciia viéc sir dung phim
trong khi thay déi kich thuée hinh dang.

Vi canh trai cua hinh dvoc di chuyén qua canh trdi cua trang tinh, Excel sé cdt canh trdi ciia hinh dang
nguweoc lai khi ban nha nit chudt. Pay la ngoai 1é doi véi quy tdc sir dung phim dé khéa trung tam cia
hinh dang ¢ cung mot vi tri.

Bay gio xoay mét doi twong theo cach thii cong bang cdch sir dung niim xoay.
Nhép vao Undo trong Quick Access Toolbar.

bat con trd 1én tay cam xoay cua no.
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14

15

16

17

18

19

Excel thay thé biéu tirgng con tré bang biéu twong xoay (&).
Nhip va kéo tay cim xoay theo chiéu kim dong hd (sang bén phai) 45°.
Kéo tay cam xoay theo chiéu kim dong hé (sang bén phdi) sao cho hinh cé kich thude xdp xi 45°.

Lueu y: Ban cé thé budc hinh dang xoay theo gia sé 15° bang cdch giiv phim (B2). péi véi bai tdp nay, ban
khéng can phai xoay chinh xdc 45°.

Bén dudi Picture Tools, trén th¢ Format, nhém Arrange, bam Rotate. Sau d6 nhap vao More Rotation
Options.

Excel hién thi khung Format Shape hién thi nhiéu tuy chon dinh dang hinh dang.

Thay d6i gi4 tri Rotation 45° bang cach nhdp vao nut ting hodc giam, sau d6 nhp vao Close.

A B C D E F |~
1 Format Shape %
2
: SHAPE OPTIONS  TEXT OPTIONS
OO
B O R
5
6 4 sizE
7
Height 1.5
8 €9
9 Width 1.5
10 Rotation 45°
1
1 Scale Height 100%
13 Scale Width 100%
14 Lock aspect ratio
15
16
17 > PROPERTIES
18
= b TEXT BOX
>0 b ALT TEXT

Goi y: Ban c6 thé nhdp sé truc tiép vao hgp van ban Rotation. Ban ciing cé thé nhdp gid tri am va géc lom hon
360°.

Nhiap vao Undo trong Quick Access Toolbar hai lan dé di chuyén khéi 1ap phuong trg lai vi tri ban dau cua
no.

Bén dudi Picture Tools, trén thé Format, nhém Arrange, bam Rotate. it con tré chudt 1én timg tiiy chon
trong bdn menu va quan sat cac hiéu img Live Preview trén hinh dang.

Bam vao bit ky ving tréng nao cta trang tinh & dong menu.

Bay gio thay doi hinh dang cia khoi ldp phwong bang cdch sir dung adjustment handle.
Nh3p va kéo adjustment handle (%) theo cac hu 6ng khac nhau dé Xem khi Iap phuong thay d i hinh dang

W -

- VI N

=

nhu thé nao.
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20 Péng so tinh va khong luru.

Bai 15:

Bai tap nay trinh bay cach lam thé nao dé mo phong mot Watermark trén trang bang cach chén mot hinh anh vao
tiéu dé va dinh dang no. Déi voi bai tap nay, Tolano Logo s& bi x6a khoi dau trang tinh va sau d6 dugc thém lai
dudi dang Watermark:

1

10
11
12

Pam bao s6 tinh Tour Prices - Student dugc mé trén man hinh va lwu né dudi tén Tour Prices Image
Watermark - Student.

Nhép vao hinh anh Tolano Logo trong 6 B1 va x6a né.

Trén thé Insert, trong nhém Text, bAm Header & Footer.

Trang tinh bay gio dwgc hién thi trong giao dién Page Layout.

Bén dudi Header & Footer Tools, trén thé Design, nhém Header & Footer Elements, bAm Picture.
Hop chon Insert Pictures dwoc hién thi.

Bam Browse dé tim kiém tap tin hinh anh tir may tinh cuc bo.

Trong hop thoai Insert Picture, diéu hudng dén vi tri ciia cac tap tin dit liéu, chon tap tin Tolano Logo va bAm
Insert.

Ma& &[Picture] hién xudt hién trong phan tiéu dé trung tam. Di chuyén hinh anh xuong giita trang.

Nhap vao ving trong & bén trai ctia ma &[Picture] dé dat con tré chudt & do.
B4Am phim khogng 16 135 @é di chuygn ma &[Picture] xugng bang tinh.

Header
Tour Prices Trip)

Travel ltem el Misc. | Total Cost
Kilimanjaro Climb 1,000 5,000
Mt. Shasta Climb 700|
North Carolina 500
Tucson, Mt. Lemmon, | e——"|
Cochise Stronghold 350
Antarctica J&— 1,000 8,000
Sydney Whale Watching
(*Family of 4) 250
Vancouver Whale Watching
(*Family of 4) picture] 100 600
Maui Whale Watching
(*Family of 4) E 200 2,000 1,000 3,200
Bogota Cycling
(*Two People) Eco 1,500 1,500 200 3,200

B4m vao ving trong cia trang tinh dé xem két qua.

Tolano Logo hién dang & vi tri chinh xdc trén trang. Ban ciing cé thé dinh dang hinh dnh va thay doi kich thiréc
cuia no.

Nhiép vao ving trong cua tiéu dé trang tinh, noi dat tiéu d& trung tam.

Bén dudi Header & Footer Tools, trén thé Design, nhdm Header & Footer Elements, bam Format Picture.

Trong hop thoai Format Picture, xac minh rang hop kiém Lock aspect ratio dugc bat, sau d6 ting Scale
Height hodc Scale Width 1én 150%.

Trang 109/155



IIG Vi¢t Nam Bai tap MOS Excel 2013

13
14
15
16

17

Nhip vao thé Picture va thay d6i Color thanh Washout.

Nhip OK va nhép vao ving tréng cta trang tinh dé xem két qua.
Nhép vao File va Print.

Thay d6i Portrait Orientation thanh Landscape Orientation.
Trang xem trudc hién thi trang vi no sé xudt hién khi dwoc in.

Luu va dong s6 1am viéc.

Bai 16:

Bai tip nay trinh bay cach tao va dinh dang d6 hoa SmartArt.

1
2

8

9

Tao mot sb tinh méi va luu lai dudi tén Eco Tourism Strategy - Student.
Trén thé Insert, nhém Illustrations, bAm SmartArt.

Excel sé hién thi mét danh sach SmartArt layouts. Ban co thé chon mét trong cdac danh muc o bén trai dé chi
xem cdac logi SmartArt layouts do.

Nhap vao timg loai layouts liét ké trong ngan bén tri, va quan sat cac b tri khac nhau dwogc hién thi trong ngin
gitra.
Nhap vao Layout list, sau ¢6 nhan vao Basic Block List (hang dau tién, bén trai) va nhan OK.

Excel hién hién thi khung Text va do hoa SmartArt. Ngan Text chira nam dong van ban giit ché, méi dong
twong g véi mét hdp trong do hoa SmartArt.

Trong dong dau tién ctia ngan Text, gd: Promote responsible tourism.
Nhap vao dong ké tiép ctia ngan Text.
Dbi véi mdi dong van ban giir chd, 13p lai cac bude 4 va 5 bang vin ban sau:
Promote eco-education
Promote eco-friendly tourism operators
Offer unique and memorable tours
Ensure customers enjoy themselves

Pé chén mot dong maoi vao do hoa, chi can thém mét hinh dang moi. Vi moi dong nay tao thanh mot hinh dang
SmartArt riéng biét, viéc thém mét hinh dang moi vao nhom sé thém mot dong van ban moi.

Goi y: Ngodi ra, ban c6 thé thém mét dong trong méi bang cdach di chuyén dén cuéi dong va nhan ENTER.

Nhiap vao bat ky vi tri nao trong dong thtr hai. Sau d6, trong Céng cu SmartArt, trén thé Design, trong nhom
Create Graphic, hiy bam Add Shape.

Trong dong mdi nay, go: Reduce footprint of tourism activities.
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10

11

12

13
14

15
16

7 Type your text here x
8
9 * Promote responsible tourism
10 & Eromote eco-edrication Promote p | Reduce footprint
1" * Reduce footprint of tourism responsible romote.eco— . of tourism
12 activities : education : e
tourism i activities
13 * Promote eco-friendly tourism i .
14 operators
1 i .
‘2 ¢ g’f:s’“""‘“e e — Promote eco- Offer unique and Ensure
y friendly tourism memorable customers enjoy
17 * Ensure customers enjoy
7 Bemsiives operators tours themselves
19
20 Basic Block List...
21

D6 hoa SmartArt sé cho phép ban chuyén doi bat ky dong ndo thanh cdc dau dau dong bén dudi dong trude
do.

Nhiap vao bt cir noi nao trong dong thir tur cia vin ban va sau dé, dudi SmartArt Tools, trén thé Design, trong
nhom Create Graphic, bAm Demote.

Dong vin ban thit tw bdy gio la mét dau dau dong ciia dong van ban thir ba. Lip lai diéu ndy cho cdc dong van
ban khac.

Lap lai budc 10 cho dong thir ba va thir hai ctia van ban.

Ngodi ra, ban cé thé giam hang (demote) dong vin ban bang céch nhan TAB va ting hang (promote) mét dong
van ban bang cach nhan SHIFT + TAB.

Thém mét hinh dang mdi va demote cdc dong con lai bén dudi no.

Nhap vao cubi dong thir tu clia van ban, nhan dé thém mot dong tréng méi va gb: Operate a viable business.
Pé chuyén doi cdc dau dau dong tré vé vi tri trude do ciia chiing, dwéi SmartArt Tools, trén the Design, nhom
Create Graphic, nhdp vao Promote. Hodc nhan 24+ trén méi dong nay.

e s X % \ s T2 oo 1A (F2] .
Vi con tré van nam trong dong van ban méi, bam +E
Nhap vao - Vao tyng dong do. hai dong
van ban ; g : > ; ; : cuoi cung
R X Type your text here x|
va nhan
* Promote responsible tourism
* Promote eco-education = L
LT e I de L S Promote responsible tourism Operate a viable business
aciyifies *Promote eco-education =Offer unique and memorable tours
* Promote eco-friendly il =Reduce footprint of tourism activities =Ensure customers enjoy themselves
tourism operators k= Promote eco-friendly tourism 3
* Operate a viable business Cperatons
* Offer unique and memorable
tours
* Ensure customers enjoy
themselves
Basic Block List...
Dudi SmartArt Tools, trén thé Design, nhom Create Graphic, bam Text Pane dé dong ngan Text Pane.

Bén dudi SmartArt Tools, trén thé Design, nhém Create Graphic, bam Text Pane mot lan nita dé hién thi
lai.
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Ban c6 thé di chuyén timg khung xung quanh mét cach doc ldp véi cdc khung khéc. Ban ciing cé thé thay doi
kich thuée do hoa SmartArt thanh mot nhom hodc riéng le.

17 Bam vao tiéu d& cua Text pane (ving mau xam & phia trén cing ciia ngan Vin ban) va kéo né sang bén phai
cua SmartArt pane.

18 bait chudt 1én mdt trong bdn canh cua ngan SmartArt va kéo no dén goc trén bén trai cua trang tinh. Néu cn,
hay kéo ngin Text pane dén vi tri moi & bén phai cia ngin SmartArt.

Ban ciing co the thay doi mau mau.

19 Dudéi SmartArt Tools, trén thé Design, nhdm SmartArt Styles, bAm Change Colors. Nhip theme color ban
chon.

20 Dudi SmartArt Tools, trén thé Design, nhém SmartArt Styles, bAm vao nat More bén canh Visual Styles.
Nhip vao visual style ma ban chon.

A E F G H | J K L

|| Type your text here x

* Promote responsible tourism

* Promote eco-education

B G D

sib ;
le t°l-"’lsm * Reduce footprint of tourism

'Pvum‘
€ 0o-ed e AT
Y activities

*Reduce | tion
*Prome “otaring of tounsm

e eco- ond Ativitigg
s ¥ Yourism

* Promote eco-friendly
tourism operators

W 0o ~N O ;bW N -

* Operate a viable business

-
o

* Offer unique and memorable
tours

-
Py

oy
n

* Ensure customers enjoy
themselves

b | b
oW

|'| | Basic Block List...
15 L

Ban ciing c6 thé thay d6i bo cuc ma khéng mat bat ky van ban nao.

21 Dué6i SmartArt Tools, trén thé Design, nhdm SmartArt Styles, nhém Layouts, bAm nut More bén canh
Visual Styles.

Excel hién thi cac layouts thay thé trong ciing mét nhém bé cuc.
22 Di chuyén con tré chudt qua mot sd bd tri va quan sat cac hiéu tmg Live Preview trén SmartArt.
23 Nhip vao mét layout ban chon va nhian OK.
24 BAm vao mdt ving trong cua trang tinh bén ngoai ngan SmartArt va ngin Text.

Trang tinh di hoan thanh c6 thé tréng gidng nhu sau (ngoai trir bd cuc, mau cha d& va kiéu truc quan):
A B C D E F G H

Promote
"esponsipja -
tourism

W 0 ~N O bW N -

Operate 5
Viable -
Usinesg

w N = O

=

25 BAm vao mot trong cac SmartArt dé kich hoat lai ngan SmartArt va khung Text.
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26

~N o o B~ W N -

10
11
12
13
14

Luu va dong sd tinh. 11. Bai tap 1y thuyét:

Cung cap vi du vé thoi diém ban c6 thé mudn st dung biéu d6 dé hién thi dir lidu trong trang tinh.

Liét ké it nhat nim loai biéu d6 khac nhau.

Mo ta gi6i han ban c6 khi chon dir liéu dé tao biéu do hinh tron (pie chart) so véi cac loai biéu d6 khéc.
Théo luan vé nhitng loi thé va bat loi clia viéc tach 10i cac manh trén biéu do hinh tron.

Cung cép cac vi du vé nhiing thay d6i ban c6 thé thyuc hién ddi véi thiét ké biéu dd.

Liét ké ba loai biéu dd Sparkline khac nhau va cung cip vi du vé thoi diém ban co6 thé sir dung ting loai.
Néu ban c6 mdt trang tinh ¢ chira ca biéu do va dir liéu cho biéu d6, ban c6 thé chi chon biéu do dé in.
a. bung b. Sai

Giai thich cach ban v& mot hinh dang nhu hinh chir nhat. Bat dau véi viéc chon nd va tiép tuc v& no trén trang
tinh.

Cung cép it nhat hai vi du vé nhiing gi ban c6 thé 1am v6i mot ddi tuong dd hoa sau khi ban di chon no.
Pua ra cac vi du vé céc loai dinh dang ma ban c6 thé ap dung cho mot doi tuong dd hoa.

Cung cip mot vi du vé cach ban c6 thé sir dung WordArt trong mot bang tinh.

Cung cip it nhat bon vi du vé cac loai dinh dang ma ban c6 thé 4p dung cho ca pictures va clip art.
Cung cip céac vi du vé thoi diém ban c6 thé mudn sir dung SmartArt trong s tinh.

Cung cép mot vi du vé 1y do tai sao ban sé st dung khung Text cho mot so dd SmartArt.

BAI 7: TO CHUC VA PHAN TiCH DU LIEU

I. Bai tap thuc hanh:

Bai 1:

Bai tap nay trinh bay cach tao tén dai 6 va thiét 1ap cdng thirc bang cach st dung cac tén dai 6 do:

1

Mo s6 tinh Income Statement va luu dudi tén Income Statement - Student.
Bay gio hdy tao tén dai 6 dé sir dung trong tinh todn bdn hang.

Chon cac 6 C5: C6.

Trén thé Formulas, trong nhém Defined Names, bAm Define Name.

Hop thogi New Name sé hién thi voi pham vi 6 duoc nhdp.

Trong truong Name, nhap: Revenues va bam OK.

Tir by gio, bat cir khi ndo ban chon hai 6 ndy, tén pham vi Revenues sé hién thi trong Name Box, xudt hién &
bén trai cua Thanh Céng thuc.
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10

11
12

13
14

Chon tirng 6 trong pham vi 6 C5: C6 va quan sat nhitng gi hién thi trong Name Box.

Revenues ~ fe 77500

)
4
5
6
7

A B C
Tolano Adventures
Income Statement

Revenues:

Sales 77,500.00
Other Revenues 555.00

Total Revenues

Chon pham vi 6 C5: C6 va quan st nhimng gi hién thi trong Name Box.

Piéu nay chitng t6 rang tén diy chi xudt hién khi toan bé pham vi dirge chon.

Bai tap MOS Excel 2013

Chon cac 6 C10: C17. Trén thé Formulas, nhém Defined Names, bAm Define Name.

Trong truong Name, nhap: Expenses va nhan OK.

Ban ciing co thé tao tén ddi 6 bcfng cach chon mong muén va nhdp vao Name BoxX trén thanh Cong thirc. Sau
do, ban ¢ thé nhdp tén mong muoén va nhan (Enter),

Bay gio, hay nhdp céng thire toém tdt bang tén ddi 6 ndy.

Chon 6 C7.

Lueu y: Tén ddi 6 khéng phén biét chit hoa chit thuong - ban ¢é thé nhdp bat ky hbn hop chiv hoa va chit thuwong

nao.

Nhap: = SUM (Revenues) va bam (Enter),

Luu y rdng khi ban nhdp mot hodc hai ky tu dau tién cua tén ddi 6, mét hop meo nhanh xudt hién, hién thi cho
ban tén nay va cac chirc nang khdc co tén twong tw. Ban co thé nhap dup vao tén dai 6 trong hop meo nhanh
dé chon va tiép tuc nhdp phan con lai ciia cong thuc.

Chon 6 C18, gd: = SUM (ex

|=sum(Re

SUM\numberl-, [number2], ...)

¢ %) REPLACE

#) REPT
—| Revenues
= U

Returns the amount received at maturity

Nhiap dup vao tén Expenses trong hop tip nhanh dé chon no, tiép tuc gd:) va nhin (Enter),

Mot 161 nhdc khdc, Excel cho phép ban bé qua viéc nhdp diu ngodc don cudi cing cho ham nay. Tuy nhién,
Excel khéng cho phép diéu nay cho moi chirc ning.

Chon cac 6 B7: C7.

Trén thé Formulas, nhém Defined Names, bAm Create from Selection.

Create Names from Selection ? HES |

Create names from values in the:
U
Left column
[C] Bottom row
[] Right column

OK Cancel
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15
16

17
18

19
20

21

22
23

24
25

Xéc minh rang hop kiém Left column 13 hop duy nhat duoc bét va nhap vao OK.
Chon 6 C7.
Luweu y rang tén dai 6 trong Name Box |a Total_Revenues.

Goi y: Excel khéng cho phép cdc khodng trong trong cdc tén dai 6. Ban cé thé sir dung ky tw gach dwdi lam
mét thay thé giita cdc tir trong tén pham vi nhiéu ti.

Tao tén ddi 6 cho 6 Total Expenses, nhung lan nay, sir dung Name Manager.
Chon 6 C18.

Trén thé Formulas, nhém Defined Names, bam Name Manager.

Hop thoai Name Manager hién dwoc hién thi.

Trong hop thoai Name Manager, nhap chon New dé tao mot tén day méi.

Kiém chimg rang Name la Total_Expenses va truong Refers to chtra cong thic = Sheetl! $ C $ 18, sau d6
nhén OK.

Néu hép thoai New Name dang chdin truy cdp vdo trang tinh ddng sau né, ban cé thé giam thiéu tam thoi né
bang cdch bam vao nut Collapse ¢ bén phdai cia Refers to field. Sau dé, ban cé thé chon mét dai 6 tir trang
tinh.

Hop thogi Name Manager hién da thém tén dai 6 moi nay, twong ty nhw vi du sau:

Name Manager » B
New... Edit... Delete Filter~
Name Value Refers To Scope Comment
—) Expenses {"60,000.007;"1,800.... =Sheet1!SCS$10:SCS... Workbo...
=! Revenues {777,500.00";°555.0077 =Sheet1!5CS5:5C56  Workbo...
A Total_Expenses  74,940.00 =Sheet1!$C$18 ‘Workbo...
—! Total_Revenues 78,055.00 =Sheet1!SCS7 Workbo... ‘

Nhiap vao Close dé dong hop thoai Name Manager.

Nhdp céng thire dé tinh Net Income, sir dung tén ddi 6.

Chon 6 C20 va go: =

Trén thé Formulas, nhém Defined Names, bAm Use in Formula.

A Use in Formula
Expenses
Revenues
Total_Expenses
Total_Revenues

Paste Names...
Bim Total_Revenues, sau d6 nhin () dé cho biét ban s& thuc hién phép trir.

Trén thé Formulas, nhém Defined Names, bim Use in Formula. Nhip vao Total_Expenses va nhén (Enter),
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A B
Tolano Adventures
Income Statement

Revenues:
Sales
Other Revenues
Total Revenues

Expenses:
Rent
Telephone
12 Internet
Photocopier
Supplies
Courier
Advertising
Utilities
Total Expenses

L S0 n AW N -

S0 koW

S © ®

20 |Net Income

77,500.00
555.00
78,055.00

60,000.00
1,800.00
1,500.00
960.00
3,000.00
780.00
3,000.00
3,900.00

74,940.00

3,115.00

26 Luu sd tinh.

Bai tap MOS Excel 2013

Bai 2:

1

o ~N o O

DPam béo sb tinh Income Statement — Student dang mo.

Bai tdp nay trinh bay cich cdp nhat Name Manager va xda tén dai 6:

Mot tinh hucfng phé bién la thém nhiéu hang hon vao mot pham vi dwoc dat tén. Mién la ban thém cdc hang
bén trong pham vi, Excel sé tw dong bao gom dit li¢u moi nhw mot phan cia pham vi. Néu ban thém dir liéu moi

ngoai pham vi, ban sé can phdi mo rong pham vi dé bao gom (cdc) hang moi.

Nhap vao tiéu d& mau xam cho hang 18 dé t6 sang toan bo hang. Nhap chudt phai vao hang dugce ddnh dau va

nhip vao Insert trong menu.
Chon 6 B18, g&: Travel va bAm

Trong 6 C18 g6: 1400 va nhan (Enter),

Lueu y rang khong c6 s liéu ndo trong bdo cdo thay déi vi muc nhdp méi nam ngodi pham vi Expenses diroc

dat tén. Bdy gio mo rong pham vi dwoc dat tén dé bao gém muyc nhdp moi.

Khi ban tao tén ddi 6 lan dau tién, ban cé thé di bao gom cdc 6 trong dé bé sung dir liéu trong tirong lai. Sau
do, khi ban thém cdac muc moi vao danh sach, Excel sé tw dong tinh todn lai cong thirc.

Trén thé Formulas, nhém Defined Names, bAm Name Manager.

Trong hdp thoai Name Manager, nhap vao hang Expenses dé chon né.

Trong truong Refers to text, thay d6i range thanh = Sheet1! $ C $10: $ C $ 18.

Nhip vao Update (checkmark) ¢ bén trai cua truong dé cap nhat cac thay ddi va nhap vao Close.

Bdng tinh bdy gic sé hién thi cdc phép tinh chinh xdc cho tieng chirc nang:
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B
Tolano Adventures
Income Statement

Revenues:

Sales
Other Revenues
Total Revenues

Expenses:

Rent
Telephone
Internet
Photocopier
Supplies
Courier
Advertising
Utilities

Travel

Total Expenses

Net Income

0

77,500.00
555.00
78,055.00

60,000.00
1,800.00
1,500.00
960.00
3,000.00
780.00
3,000.00
3,900.00
1,400.00

76,340.00

1,715.00

Thit x6a mt dai 6 da ddt tén va xem né dnh hwéng nhw thé nao dén bang tinh.

9 Trén thé Formulas, nhém Defined Names, bom Name Manager.

10 Nhip vao hang Revenues va sau d6 nhap vao Delete.

Excel sé hién thi mot hop thong bao yéu cau ban xdc nhdn viéc xoa tén dai 6 nay.

Bai tap MOS Excel 2013

11 Bém OK cho hop thong béo xac nhan va sau d6 bam Close dé dong hop thoai Name Manager.

Nhuw dwoc hién thi trong vi du sau, khi ban xoa mét dai 6 dwoc dat tén, Excel sé hién thi chi bdo 16i vé bat ky
cong thirc nao phu thugc vdo tén doé. Ciing lwu y rang su thay déi ciing da anh hwéng dén cong thirc trong 6
C21, mdc dit né khéng sir dung tén day thu nhdp truec tiép.

N owm b wN

&

12
16

18
19

20

B
Tolano Adventures
Income Statement

Revenues:

Sales
Other Revenues
Total Revenues

9 |Expenses:

Rent
Telephone
Internet
Photocopier
Supplies
Courier
Advertising
Utilities
Travel

Total Expenses

Net Income

77,500.00
555.00
#NAME?

60,000.00
1,800.00
1,500.00
960.00
3,000.00
780.00
3,000.00
3,900.00
1,400.00

76,340.00

#NAME?

12 Trong Quick Access Toolbar, nhip vao Undo.

13 Luu s tinh.

Bai 3:

Bai tap nay trinh bay cach lam thé nao dé nhay dén mot 6 hodc pham vi dugc dit tén bang cach s dung hdp

thoai Go To va Name Box.

1 Pam bao sb tinh Income Statement — Student dang mo.
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2 Nhép chon 6 A3.
By gio hdy chon mét pham vi 6 bang cach sir dung hép thoai Go To.
3 Béam (3.
4 Trong hop thoai Go To, nhéip chon Expenses va chon OK.
Sir dung Name Box dé chuyén dén mot ddi 6 duwoc dit tén khdc.
5 Nhip vao nit tha xudéng trong Name Box va nhip vao Revenues.
Expenses| fe || 60000
Reverues Tolano Adventures
Total_Expense | ncome Statement
Total_Revenu.
Pham vi 6 C5 dén C6 hién duoc chon. Sir dung hop thoai Go To aé chuyén dén mét 6 khac trong trang tinh.
6 Nhin ED+8) g5: H14 trong hop vin ban Reference (dam bio ring H14 1a dia chi duy nhét trong hop van
ban do) va bim OK.
Sir dung Hop Tén dé chuyén dén mot 6 khac.
7 Bém vao Name Box, nhap: F3 va bim (Enter )
8 Luu va dong sé tinh.
Bai 4:

Bai tap nay trinh bay cach tao mot bang, gan tén vao bang va thém mot hang tong & dudi cung:

1

Mé sb tinh Monthly Call Volume va luu dudi tén Monthly Call Volume — Student.
Voi muc dich cua bai tdp nay, chung t6i sé xoa hang dwdi cung va thém lai vao sau.
Nhép vao tiéu dé hang 16 va, trén thé Home, nhom Cells, bam Delete..

Bay gio chuyén doi dir liéu thanh mot bang.

Goi y: Khi tao bang, hdy dé it nhdt mét hang va cét trong trén tat ca cdc canh ciia bang dé tach né khoi bat ky
dir liéu nao khac trén trang tinh.

Nhip vao bit ky 6 nio trong pham vi A4: E15.
Trén thé Insert, trong nhom Tables, bam Table.

Create Table > BN

Where is the data for your table?
=SAS4:SESTS Fi

My table has headers

Xéc nhan rang My table has headers dugc bat va sau d6 nhap vao OK.

Dit liéu hién dwoc chuyén doi thanh mét bang. Thay doi tén bang thanh mét tén gi d6 c¢é y nghia hon doi véi
ban.

Bén dudi Table Tools, trén thé Design, trong nhém Properties, bam vao truong Table Name va thay thé tén
mic dinh thanh: CallVolume (khong c6 diu cach giita cac tir).
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10
11

Bt hang Tong sé tir dong.

Luew y: Khi ban kich hoat hang Tong, Excel sé tw dong di chuyén bat ky dir liéu nao bén dudi bang xuong mot
hang.

Bén dudi Table Tools, trén thé Design, trong nhém Table Style Options, bam Total Row d bat no.
Nhép mét s6 cong thire thong ké phé bién bang cach sir dung di liéu trong bang.

Chon 6 B16, nhap vao miii tén tha xuéng xut hién bén canh 6 d6 va nhap vao Average.

Lap lai budc 8 cho cac tuy chon Count, Max va Min cho 6 B16.

Lap lai budc 9 cho tuy chon Sum cho 6 B16.

Chon tung 6 C16: D16 va chon phép tinh Sum.

Ghi chii: Ban khéng thé sao chép néi dung ciia tong ct vao cdc 6 khdc trong bdng.

Néu ban ciing muoén hién thi hang Totals (trong cot méi ¢ bén phdi ciia bang), ban sé phdi chén chiing theo cdch
thit cong. Bang khong cé kha néing tao hang tong sé mot cach tw dong. Hang Tong s hién thi tong so tién cho moi
hang dir liéu.

12

13

14

15

Nhio vao 6 F4 va nhap: Total.
Chén céng thirc SUM cho hang ddu tién.
Vi 6 F5 lam 60 hién hoat, trén thé Home, nhom Editing, bam AutoSum va bim (Enter),

Mic dii ban chi nhdp hang tong sé cho hang dau tién, Excel dd t dong chén chiing vao phan con lgi ciia cdc
hang, ngoai trie hang Total. Piéu nay chitng minh mét trong nhitng uu diém cila viéc xdc dinh pham vi 6 nay
nhw mot bang.

Nhéap chon 6 F5.

Ban c6 thé thdy rang cong thirc diege sir dung cho tong so tién nay dwoc sir dung cu thé cho cdc bang.

f =SUM(CallVolume[@[Sales Inquiries]:[Complaints]])

Bay gio chéen Total Row cho cgt mdi nay.

Chon 6 F16, nhép vao miii tén tha xuéng va chon Sum.

A B ¢ D E F
Tolano Adventures

2 Monthly Call Volume

3

5 Jan-13 8,94 4,79 68 26 13,840
6 Feb-13 3,643 5,658 36 14 9,351
7 Mar-13 5,861 9,739 0 7 15,607
8 Apr-13 3,741 4,429 18 25 8213
9| May-13 4,537 5,420 59 19 10,035
0 Jun-13 3,146 1,417 77 12 4,652

Jul-13 2,533 7,811 19 6 10,369

2| Aug13 7,209 2,188 71 15 9,483
3| Sep-13 1,082 8,718 56 24 9,830

14| Oct-13 2,748 8,002 72 14 10,836
5|  Nov-13 5,617 5,000 14 7 10,638

16 Total 49,064 63,181 490 169 112,904,

16 Luu sd tinh.

[Bai 5:
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Bai tap nay trinh bay cach chén cac hang va cot dit liéu vao cac phan khac nhau cua bang va chuyén doi bang tro
lai mét pham vi 6.

1

10

11

Pam béo sb tinh Monthly Call Volume — Student dang dugc mo.
Bay gio thém mot hang moi ¢ duoi cung ciia bang.
Chon 6 F15 va nhan (Tab),

Lueu y rang Excel sé tw dong chuyén hang Total xuong theo mét hang va cong thirc trong 6 FA5 duwoc sao chép
xuong hang mai nay.

Trong 6 A16, nhap: December 2013 lam gi4 tri méi va nhan (T2b).

Nhap cac gia tri sau vao cac 6 con lai cua hang:

B16 8969
Cl6 7375
Di6 7
Ele 1

Ciing leu y rang cdc cong thire thong ké trong hang 17 (tdt ca déu la Sum nhung ban cé thé chon Average hodc
cdc cong thire khdc thay thé) dwoc cdp nhdt tw dong ngay ca khi dit liéu méi dwge thém vao cudi danh séch.

Bdy gio thém mét cot mai gitva hai cét Complaints va Total.

Chon 6 F8, sau dé trén thé Home, nhém Cells, bAm vao mii tén bén canh Insert, rdi bam Insert Table
Columns to the Left.

Nhap chon 6 F4 va nhap: Other.

Nhap cac gia tri sau vao cac 6 con lai cua cot:

F5 500 F11 200
F6 300 F12 480
F7 250 F13 100
F8 450 F14 200
F9 400 F15 150
F10 220 F16 300

Chon 6 E17, nhép vao miii tén tha xudng xuét hién bén canh 6 d6 va nhip vao Sum.

Bang cdch thém cét vao bang, ban phdi dam bdo rang cét Total ¢ bén phdi bao gom cdt mdi nay.
Nhip vao vao 6 F5 va luu y cong thire trong thanh cong thic.

Nhén (F2), x6a tham chiéu 6 bang [Complaints] va thay thé bang: [Other].

Néu khéng con can thiét, mot cot (hodc hang) cé thé dé dang bi loai bé khéi mot bang.

Bém vio bét ky 6 nao trong pham vi tir D4 dén D17, sau d6 trén the Home, nhém Cells, bim vao miii tén bén
canh Delete, va bAm Delete Table Columns.
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12

13

14

15

16

17

18

A B C D E F
1 Tolano Adventures

2 Monthly Call Volume

3

4 | Montt - | sal rie - | 'Serv Complaints Total -
5 Jan-13 8,94 4,799 26 500 14,272
6 Feb-13 3,643 5,658 14 300 9,615
7 Mar-13 5,861 9,739 7 250 15,857
8 Apr-13 3,741 4,429 25 450 8,645
9| May-13 4,537 5,420 19 400 10,376
10|  Jun-13 3,146 1,417 12 220 4,795
n Jul-13 2,533 7,811 6 200 10,550
12| Aug-13 7,209 2,188 15 480 9,892
13|  Sep-13 1,082 8,718 24 100 9,924
14 Oct-13 2,748 8,002 14 200 10,964
15|  Nov-13 5,617 5,000 7 150 10,774
16| Dec-13 8,969 7,375 1 300 16,645
17 |Total 58,033 70,556 170 3,550 132,309,

Thém mot hang dit liéu khdc vao bang bang mét phirong thire khdc.

Nhap cac gia tri sau:
Al18 January 2014

B18 7000
C18 4000
D18 20
E18 200

Pam bao rang 6 F17 khong phai 1a 6 hién hoat, sau d6 dinh vi con tré ¢ goc dudi ciing bén phai cia 6 F17 dé
con tré chuyén thanh miii tén hai diu ™.

Nhap chon va kéo thanh diéu khién ddi kich thudc xudng hang 18.
Goi y: Néu Total Row khong duwoc kich hoat cho bang nay, hang méi sé dwoe tw ddng thém vao bdng.

Vi ban da thém dit liéu moi bén dwoi hang Total, Excel khong biét ban c6 dw dinh gite dit liéu do tach biét khoi
bang hay khéng. Do d6, ban phdi mé réng bang theo cdch thii cong dé bao gom hang January.

Chuyén doi bang tro lai pham vi 6 théng thurong.

Pam béo rang 6 hién hoat nim ¢ bat ky dau trong bang, dugi Table Tools, trén thé Design, nhém Tools, bAm
Convert to Range.

Microsoft Excel

o Do you want to convert the table to a normal range?

Yes No

Bam Yes.

Trang tinh khéng xudt hién bdt ky khdc biét ndo, ngoai trir thé Table Tools Design khéng con xudt hién nita va
tiéu dé cot khong con hién thi cac nut bo loc nita.

Nhip vao nat tha xuéng & bén phai hop Name dé hién thi danh sach ciia bat ky tén dai 6 nao trong trang tinh.

Diéu ndy chi ra rang céng cu Convert to Range chi don gian la chuyén doi dir liéu thanh mét tép hop cdc hang
va cot co dir lieu. Neu ban muon tqo tén ddi o, ban phai thém chung theo cach thu cong.

Bém vao bat ky 6 nio trong trang tinh dé dong danh sach Name Box.

Tra dit liéu tro lgi bang.
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19 Trong Quick Access Toolbar, nhip vao Undo.

20 Luu sd tinh.

Bai tap MOS Excel 2013

Bai 6:

Bai tap nay trinh bay cach thay doi va loai bo kiéu bang, va sir dung céc tity chon dinh dang bang khac nhau.

1 Pam bao s6 tinh Monthly Call Volume — Student dang duoc mo.

Xem truoc mot so kiéu bang khac nhau co san.

g A W DN

Nhip vio bit ky 6 nao trong bang.

Panh dau (Highlight) cdc cét ngoai ciing bén trdi va bén phdi dé chiing néi bat.

Bén dudi Table Tools, trén thé Design, nhom Table Styles, bdm ntit More dé hién thi tit ca cac kiéu bang.
Tr6 chudt dén cac kiéu bang khac nhau va quan sat hiéu img xem trudc tryc tiép trén bang.

Nhap chudt vao bat ky 6 nao trong bang tinh dé dong menu kiéu bang va giir nguyén kiéu bang hién tai.

6 Bén dudi Table Tools, trén thé Design, trong nhdm Table Style Options, bAm hop kiém First Column va
Last Column dé bat chung.

Kich hoat tiry chon Banded Columns dé xem né anh huong nhie thé nao dén bang.

7 Bén dudi Cong cu Bang, trén tab Thiét ké, trong nhom Tuy chon Kiéu Bang, hiy bam vao hop kiém Cot Dai

dé bat no.

8 Bén dudi Table Tools, trén thé Design, trong nhém Table Style Options, bAm hop kiém Banded Columns dé

tat no di.

Cdc kiéu bang ciing c6 thé dwoc logi bé khdi bang.

9 Bén dudi Table Tools, trén thé Design, nhém Table Style, bAm nut More, sau d6 bam Clear.

B

C
Tolano Adventures
Monthly Call Volume

D

E

F

4 | Montl v | Sales Inquirie ¥ | Service Inquirie ~ Complaints |~ Other [~ Total ~
5 Jan-13 8,947 4,799 26 500 14,272
6 Feb-13 3,643 5,658 14 300 9,615
7 Mar-13 5,861 9,739 7 250 15,857
8 Apr-13 3,741 4,429 25 450 8,645
9 May-13 4,537 5,420 19 400 10,376
10 Jun-13 3,146 1,417 12 220 4,795
1 Jul-13 2,533 7,811 6 200 10,550
12 Aug-13 7,209 2,188 15 480 9,892
13 Sep-13 1,082 8,718 24 100 9,924
14 Oct-13 2,748 8,002 14 200 10,964
15 Nov-13 5,617 5,000 7 150 10,774
16 Dec-13 8,969 7,375 1 300 16,645
17 Jan-14 7,000 4,000 20 200 11,220
18 |Total 65,033 74,556 150 3,750 143,529,

Luwu Y rang dinh dang in ddm trong cét ddu tién, cft cuéi cing, va hang Total trong bang ciing diroc loai b,
mdc di cdc hdp kiém trong nhém Table Style Options van duwoc kich hoat.

10 Trong Quick Access Toolbar, nhap vao Undo.

11 Luu s tinh.

|Bai 7:
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Bai tép n?y trinh‘béy cach sap xép mot bang dit liu str dung mot cot lam khoa sap xép. Sau d6, ban sé& sap xép lai
dir liéu bang nhiéu cdt.

1 Dam bao Monthly Call Volume — Student dang dugc chon.
Pau tién, sdp xép dit liéu bang mét trong cdc cot.
2 Nhip vao biéu tuong AutoFilter cho Sales Inquiries, sau d6 nhip vao Sort Largest to Smallest.
. - - -l

’fl Sort Smallest to Largest
il Sort Largest to Smallest

Sort by Color »

Number Filters »
Bay gio chon ¢t thir hai dé sdp xép.
3 Nhip vao biéu tuong AutoFilter cho Complaints, sau ¢ nhap Sort Smallest to Largest.

Ban c6 thé thdy rang tat cd cdc hang da dwoe sdp xép lai chi bang cdch sir dung c6t Complaints. Ca hai budce
2 va 3 déu sk dung phan loai mét cap.

A B ¢ E F
4 N a rie ~ | Sel e~ Total - |
5 | Dec13 8,969 7,375 1 300 16,645
6 Jul-13 2,533 7,811 6 200 10,550
7| Mar13 5,861 9,739 7 250 15,857
8| Nov-13 5,617 5,000 7 150 10,774
9|  Jun13 3,146 1,417 12 220 4,795
10 Feb-13 3,643 5,658 14 300 9,615
11, Oct-13 2,748 8,002 14 200 10,964
12 Aug13 7,209 2,188 15 430 9,392
13 May-13 4,537 5,420 19 400 10,376
14 Jan-14 7,000 4,000 20 200 11,220
15 Sep-13 1,082 8,718 24 100 9,924
16 Apr-13 3,741 4,429 25 450 8,645
17| Jan-13 8,947 4,799 26 500 14,272
18 Total 65,033 74,556 190 3,750 143,529

Bay gio sdp xép dit liéu bang cdch sir dung hai cét khdc nhau ciing mét lic.

4 Pam béao rang 6 hién hoat & bat ky dau trong bang, sau dé trén thé Home, nhém Editing, hdy bim Sort &
Filter r6i bam Custom Sort.

Excel hién thi hop thogi Sort.

Goi y: Ban ciing co thé mé hop thoai Sort tur the Data.
5 Nhip vao miii tén bén canh trudng Sort by va nhip vao Other.

Cét Other la khéa sdp xép chinh. Sk dung cét Sales Inquiries lam khéa sdp xép thir cap.
6 Nhip vao Add Level dé thém mot khoa sép xép khac.
7 Nhip vao mii tén Then by, sau d6 nhip vao Sales Inquiries.

8 Nhép vao mii tén Order va sau d6 nhip Largest to Smallest, sau d6 nhap vao OK.
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A B C D E F

4 | Montl ~ | Sales| Service Inquirie ~

5 Sep-13 1,082 8,718 24 100 9,924
6| Nov-13 5,617 5,000 7 150 10,774
7|  Jan-1a 7,000 4,000 20 200 11,220
8 Oct-13 2,748 8,002 14 200 10,964
9 Jul-13 2,533 7,811 6 200 10,550
10, Jun-13 3,146 1,417 12 220 4,795
11 Mar-13 5,861 9,739 7 250 15,857
12 Dec-13 8,969 7,375 1 300 16,645
13| Feb-13 3,643 5,658 14 300 9,615
14 May-13 4,537 5,420 19 400 10,376
15 Apr-13 3,741 4,429 25 450 8,645
16| Aug-13 7,209 2,188 15 480 9,892
17| Jan-13 8,947 4,799 26 500 14,272
13 |Total 65,033 74,556 190 3,750 143,529

Chii ¥ hirémg miii tén trong biéu twong AutoFilter cho Sales Inquiries va Other headers.
Dé duwa dir liéu tré lai trinh tw ban dau ciia né, ban sé can phdi thay doi thir tw scfp xé’p.
9 Nhip vao biéu tuong AutoFilter cho Month, sau d6 nhip vao Sort Oldest to Newest.
10 Luu s6 tinh.

|Bai 8:

Bai tap nay thé hién cach sir dung AutoFilters trén mot bang dix liéu.
1 Pam bao s6 tinh Monthly Call Volume — Student dang dugc mé.
2 Nhip vao biéu tuong AutoFilter cho tiéu d& Month.
Kich hoat AutoFilter va chon tdt cd cac hang cho thang cu thé.
3 Nhip vao déu + cho nam 2013 dé mo cay d6 va xem tat ca cac hang dir liéu trong bang cho gia tri ndm nay.

Trinh don AutoFilter hién thi danh sdich cac gid tri duy nhat trong cot nay. Ban dat bo loc bcfng cach bdt hoac
tit hop kiém cho (cdc) gia tri ban muon.

21| Sort Oldest to Newest
Zl Sort Newest to Oldest

Sort by Color 4

Date Filters »
Search (All) LPiv

[Vl (Select All) A
-1 2014
(=¥ 2013
[+-¥] January
[+-¥/| February
(-] March
(-] April
-Vl May
(-] June
[ July

OK I Cancel

4 Cudn 1én va nhip vao hop chon Select All dé tit, sau d6 nhap vao cac hop kiém March va June dé bat chung.
Nhap vao OK. Bdng bdy gio' chi hién thi hai hang dé. Lweu y s6 hang ciia cdc ban ghi van dwoc hién thi tir co
s¢ dir liéu. Excel an cdc hang khéng déap vng tiéu chi va chi hién thi cdc ban ghi ¢6 gid tri khép trong truong
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dwoe loc. Excel ciing thay doi biéu twong AutoFilter dé cho biét rang né dang sir dung mot trieong dé gidi han
cdc ban ghi dwoc hién thi.

A B c D E F
4 =] B |~ | ~] -]
7| Mar13 5,861 9,739 7 250 15,857
10 Jun-13 3,146 1,417 12 220 4,795
18 Total 9,007 11,156 19 470 20,65

Cdc diéu kién ban chon dwoc goi la tiéu chi loc (filter criteria). Ban ciing co thé thiét lap tiéu chi cho van ban,

thoi gian va gia tri so.

5 Nhén biéu tugng AutoFilter cho tiéu d&& Month lan nira.

6 Tro chudt dén Date Filters sau d6 bAm Between trong trinh don.

|4 i

| Sort Oldest to Newest

PINADTS

«— |

Sort Newest to Oldest
Sort by Color »

ot

Clear Filter From "Month"

Date Filters 3

Search (All) pE]

| [m] (Select All)
&-[]2014
W] 2013

OK Cancel

Equals...
Before...
After...
Between...
Tomorrow '}
Today
Yesterday
Next Week
This Week
Last Week
Next Month
This Month
Last Month
Next Quarter
This Quarter
Last Quarter
Next Year
This Year
Last Year
Year to Date
All Dates in the Period »

Custom Filter...

7 Nhip vao Date Picker bén canh timg trudng nhap tréng va chon pham vi ngay tir July 1, 2013 dén November
30, 2013 dé hop thoai xuat hién nhu sau:

8 Bam OK.

Show rows where:
Month

|is after or equal to ﬂ :7/1/2613

@®@and O or

|is before or equal to E 11/30/2013

Use 7 to represent any single character
Use * to represent any series of characters

9  Nhép vao biéu twong AutoFilter cho tiéu dé Other.
10 Nhip vao hop chon Select All dé tit, sau d6 nhap vao hop kiém 200 dé bat. Nhap vao OK.

Két qua sé trong giong nhw sau:

Cancel

A B C D E F
y ] a ] o -
11 Jul-13 2,533 7,811 6 200 10,550
14 Oct-13 2,748 8,002 14 200 10,964
18 Total 5,281 15,813 20 400 21,514
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11

12

13

By gio hdy tdt b loc trén cét Other.

Nhap vao biéu tugng AutoFilter cho tiéu dé Other, sau d6 nhap vao Clear Filter From “Other”.

Bdng dd hoan nguyén tro lai dé hién thi tat ca cdc thang tir July dén November. Tdt bé loc trén ¢t Month.,
Nhap vao biéu tugng AutoFilter cho tiéu && Month, sau d6 nhip vao Clear Filter From “Month”.

Bdng ddy dii duoc hién thi lai.

Luu va dong s6 tinh.

[Bai 9:

Bai tap nay thé hién cach st dung tinh néng loai bd trung lap.

1

9

Mo s6 tinh Customer List va luu duéi dang Customer List — Student.

Ban ¢6 nghi rang danh sdch nay c6 bat ky dit liéu tring Idp nao trong dé khong?
Quét qua dir liéu cua ban dé xem tat ca cac hang 1a duy nhét.

Bay gio sur dung lénh Remove Duplicates trong Excel.

Chon bét ky 6 nio trong bang.

Trén thé Data, trong nhém Data Tools, nhip chon Remove Duplicates.

Béam OK.

Mot hép thong diép duoe hién thi voi thong bdo: “No duplicate values found.”

DPiéu d6 la di dé xdc nhdn rang khong cé hang trimg Idp ndo trong dit liéu. Hodc ¢ IE ching t6i dd khong s
dung lénh mot cach chinh xac.

Chon OK dé déng hop tin nhan.
Trén thé Data, tnhém Data Tools, nhip chon Remove Duplicates.
Lan nay chi sw dung cdc cot thuc su quan trong. Te at hop kiém cho tdt ca cdc cét khac.

Nhap vao hop kiém Customer # dé tit n6 va nhin OK.

Remove Duplicates i x|

To delete duplicate values, select one or more columns that contain duplicates.

= Select All | | = Unselect All My data has headers
| Columns
[] customer#
Last Name
First Name

OK l Cancel

M6t hép théng bao dwoc hién thi véi thong bao: “3 duplicate values found and removed; 25 unique values

’»

remain.

Bim OK dé dong hop tin nhén.
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B &

2 1 Swierczynski Pavel

3 2 Wylie Jayel

4 3 Lowachee Sharin

5 4 Whitcomb Isla

6 5 Fleischer Paul

7 6 Strohmeyer  Alison

8 7 Sijie Dai

9 8 Angelini Sara
10 9 Ruesch Patrick

1 11 Haarsma Ben
12 12 Frankel Valerie
13 13 Abidi Azhar
14 14 Aubert Rosemary
15 15 Pearson Ryan
16 17 Huso Anthony
17 18 Fai Pai Kit
18 19 Jablonski Douglas
19 20 Ramirez Misa
20 21 Robotham Maya
21 22 Karmazin Panos
22 24 Kjelgaard 1D
23 25 Singh Khushwant
24 28 Linaweaver Jeannie
25 29 Popescu Petra
26 30 D'Chancie Francois

Bang cdch so sanh két qua tir bang goc, khach hang 16, 26 va 27 dwoc tim thdy la tring lap.

10 Luu va dong so tinh.

Bai 10:

Bai tap nay trinh bay cach tao automatic subtotals cho mot va hai cot sb.
1 M¢ sb tinh Sales workbook va luu n6 dudi dang Sales Subtotal — Student.
2 Cudn xudng trang tinh dé xem c6 bao nhiéu hang dir liéu.
Tao automatic subtotal dira trén Payment Type nhung trueée tién hay sdp xép trang tinh theo cot nay.

3 Chon bat ky 6 nio trong cot E.

o

Trén thé Data, nhém Sort & Filter, bAm Sort A to Z.

Bdy gio hdy tao cdc subtotals trén cot Amount Paid.

Trén thé Data, nhém Outline, nhin Subtotal.

Nhip vao nat tha xudng tai At each change in va chon Payment Type.

Trong hop Use function, nhap vao trinh don tha xuéng va chon Sum.

0o N O o

Trong danh sach Add subtotal vao danh sach, hiy bam vao hop kiém Amount Paid dé bat va tat tat ca cac hop
kiém khac trong danh sach nay.

9 Néu can, hiy nhap vao Replace current subtotals va Summary below data dé bat chung va x6a Page break
between groups néu can.
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subtotal 7 MEMN

At each change in:

Payment Type v
Use function:

Sum v
Add subtotal to:

[]pate

[[] customer No.

[:] Sale Type

Amount Paid
Payment Type

Replace current subtotals
[] Page break between groups
Summary below data

Remove All ‘ OK Cancel

10 Bam OK. Sau d6 cudn Xuéng trang tinh dé xem dit liéu hién xuét hién nhu thé nao.

Lueu y rang trang tinh bdy gio ¢é ba cdap dg outline & phia bén trdi. Moi sé nay twong ieng véi mét mike do chi
tiét khdc: nhdp vao ' nén cdac hang dir liéu d@é chi tong sé 1om dwoc hién thi. Nhdp vao |2 ciing nén cac hang
dir liéu nhiung hién thi cdc hang phu va tong sé 16n. Nhdp vao 2| hién thi tat ca cdc hang dit liéu cho cap d6
ciing nhuw tong phy va tong sé dir liéu.

Bay gio thuc hanh voi cac tinh nang phac thdo.

11 Nhip vao ' & phan dau cta phan outline va sau d6 cudn 1én dau trang tinh.

[1]2]3] A B c D E
- Date Customer No. Sale Type Amount Paid Payment Type
| +] 2009 2,570,343.00 Grand Total

Cacnit  vanit=! hogs ggng nrong t nhue trong File Explorer: nhgp vao [+) mg c4p va hidn th; dg ligu 5 *!
Cap dg tiép theo. Nhgp vao =] thu gon chi tigt.
Lueu ¥ Ban chi ¢6 thé sir dung cdc niit outline bang chudt.

12 BAm|* dé hién thi lai tAt ca cac hang.
13 Cudn 1én va nhap vao '~ bén trai cia Mastercard Total va sau d6 cudn 1én trang tinh thém mat vai hang.

14 Nhép vao 2| & phan dau cua phan outline va sau d6 cudn 1én ddu trang tinh.

[1]z2]3] A B [c D E
1 |Date Customer No. Sale Type Amount Paid Payment Type

[+] 169 196,059.00 Air Miles Total
[+] s34 493,317.00 Amex Total
[+] 607 83,183.00 Cash Total
[+] 738 144,380.00 Diner's Card Total
[+] 1376 870,871.00 Mastercard Total
[+] 2008 782,533.00 Visa Total

(- 2009 2,570,343.00 Grand Total

Lueu ¥: Khi ban xéa mét sé subtotals, ban sé xda tdt ca cdc chirc nang subtotal. Ban khéng thé xéa mét sé
subtotal va giit phan con lai.

15 Béam |+ dé hién thi lai tit ca cac hang.
By gio logi bé tat ca cdc subtotals tir bang tinh.

16 Nhap vao bat ky 6 ndo trong ving dir liéu dé dam bao rang n6 dugc chon, sau d6 trén thé Data, nhém Outline,
nhan Subtotal.

17 Nhap vao nat Remove All dé xo6a subtotals.

Ban ciing ¢6 thé tinh hai logi subtotals khdc nhau cho ciing mét cét (hodc khéc cét) trong trang tinh ciing mot
luc.
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18
19

20
21

22
23

Trén thé Data, nhém Outline, nhan Subtotal.

Trong hop thoai Subtotal, cau hinh cac thiét 1ap sau va nhin OK:

At each change in Payment Type
Use function Sum

Add subtotal to Amount Paid
Replace current subtotals On

Summary below data On

Trén thé Data, nhdm Outline, nhan Subtotal mét 1an nita.

Trong hop thoai Subtotal, cdu hinh cac thiét 1ap sau va nhan OK:

At each change in Payment Type
Use function Count

Add subtotal to Amount Paid
Replace current subtotals Off

Summary below data On

Lueu ¥ rang khi ban dang thém mét subtotal khdc vao cdi hién c¢é, ban phdi x6a Replace current subtotals..
Cudn xuéng dit liéu va xem no hién ra nhu thé nao.

Luu sd tinh.

Bai 11:

Bai tip nay trinh bay cach chén cac subtotals thi cong, sau d6 tao mot dudng vién.

1

M lai sb tinh Sales va luu duéi tén Sales Grouping — Student.
Bat dau bang cdach tao nhém cho January.
Cudn xudng va chon hang 180. Trén thé Home, nhom Cells, bam Insert.

Nhap théng tin sau:

Cell Value or Formula
A180 Subtotal - January
D180 = SUBTOTAL (9, D2: D179)

Ghi cha dong dau tién cua February sale and write it here:

Chon hang tir 2 dén 179. Ban c6 thé chon nhom hang nay bang cach bit ddu & phia dudi cung v6i hang 179 va
chon phan con lai ciia hang theo huéng 18n trén hodc cudn 1én diu trang tinh, bit diu bing hang 2 va chon
xudng dudi.

Lueu y: Khéng bao gom hang chira cong thire subtotal.

Trén thé Data, trong nhém Outline, bdm Group.

Thanh outline hién diwroc hién thi cho cdc hang January.

Lap lai cdc bude nay cho February.

Cudn xudng va chon hang 332. Sau do, trén thé Home, nhém Cells, bam Insert.

Nhap thong tin sau:
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10

11

12

13

14

15

Cell Value or Formula
A332 Subtotal - February
D332 =SUBTOTAL(9,D181:D331)

Lam thé nao ban biét pham vi cho SUBTOTAL ndy sé bat dau & mirc 1812 Boi vi 181 dén tir s6 ban da viét
trong budc 4.

Chon hang 181 dén 331 va sau do, trén thé Data, nhém Outline, bam Group.
Nhéip vao  bén trai cua cac tiéu dé cho cac hang 332 va 180 dé thu gon ca hai nhom dugc tao ra.

Ban van ¢é gia tri dir liéu khac trong 10 thang dé nhém va qua trinh nay bat dau xudt hién té nhat va dé bi 16i
vi ham SUBTOTAL phdi tham chiéu pham vi é chinh xdc. Trong 10 thang con lai, ban c6 thé sir dung cdc budc
twong tw nhung theo mot trinh tw khdc dé giip hop Iy héa quy trinh.

Cudn xudng va chén mot hang trong mai tai hang 493. Ban ciing c6 thé sir dung phim tit Ct)+(+] 48 chen mot
hang tréng.

Chon hang 333 dén 492 va sau do, trén thé Data, nhém Outline, bam Group.
Khi chon cdc hang dwoe nhém lai véi nhau, hdy dam bao khéng bao gom hang trong trong nhom.

Kiémtra - dé hién thi & hang trng, trong tu nhu vi du bén dudi:

12 5 c D e
489/ 31-Mar-13 363 Hotel 188.00 Amex
480/ 31-Mar-13 363 Flight+Hotel 2,004.00 Amex
491| 31-Mar-13 360 Carrental 169.00 Air Miles

|+ 492| 31-Mar-13 309 Nature tour 211.00 Visa

-] 493

Néu ban vé tinh bé qua mot hodc nhiéu hang dit liéu, hdy chon nhitng hang bi thiéu nay nhu dwoc hién thi trong
vi du man hinh sau dady. Sau do, trén thé Data, trong nhdm Outline, bam Group. Excel tw dong thém cdc 6 nay
vao nhém.

[1]z] A B C D E i
489| 31-Mar-13 363 Hotel 188.00 Amex
480/ 31-Mar-13 363 Flight+Hotel 2,004.00 Amex

| 491 31-Mar-13 360 Car rental 169.00 Air Miles

-] 492|_ 31-Mar-13 309 Nature tour 211.00 Visa

Nhipvao  bén trai Cyia tiéu dé hang dé thu gon nhém nay. Ngoai ra, nh 4p vao L1 (¢ bén tréi cya hang nhan
cOt).

Nhap céc tiéu dé cho mo6i nhom méi sau:

Cell Value or Formula
A493 Subtotal - March
D493 =SUBTOTAL(9,D333:D492)

Lam thé ndo ban biét pham vi cho SUBTOTAL nay? Ban da thu gon tat ca cac nhém duoc tao, vi vay, chi can
nhin vdo cdc sé hang & phia bén trdi cua trang tinh. Pham vi cho March bt ddu tai hang 333 vi d6 la hang
tiép theo sau February subtotal. N6 két thiic tai hang 492 vi d6 la hang cudi ciing ngay trén March subtotal.
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[1]z2] A B C D E
1 |Date Customer No. Sale Type Amount Paid Payment Type

+| 130 /subtotal - January 228,549.00
[+] 332 subtotal - February 196,760.00
[+]  493/subtotal - March 202,562.00

494/  1-Apr-13 378 Hotel 792.00 Visa

495| 1-Apr-13 347 Flight+Hotel 1,514.00 Cash

40/ 1-Anr-12 224 Hntal+Car rental 297 NN Amey

Bay gio' chuyén sang mét sé tinh khdc trong dé nhém va subtotals da diroc nhdp cho cdc thang tir thang May
dén thang December.

16 Luu va dong so tinh.

17 Mo s6 tinh Sales Grouping 2 va luu duéi tén: Sales Grouping 2 — Student.
18 Nhap thong tin sau:

Cell Value or Formula
A2015 Grand Total
D2015 =SUBTOTAL(9,D2:D2014)
Dt Excel dé tw dong tao outline cho trang tinh.
19 Chon mot 6 bén trong pham vi dir ligu, chéng han nhu C180.
20 Trén thé Data, nhém Outline, bAm vao miii tén Group, réi bAm Auto Outline.

Goi y: Ngodi ra, trén thé Data, nhém Outline, nhdp vao trinh khoi chay hdp thoai dé hién thi hép thoai Settings.

Mot hop thong bao xudt hién véi cau héi, " Modify existing outline?”. Thong bdo dwoc hién thi vi ban da tao
cdc nhém trong trang tinh ndy. Ban cé thé da chén cong thire SUBTOTAL vao trang tinh ma khéng c6 nhom.
Céng cu outline tu déng sau do sé tao cho tat ca cdc nhom hang thang cho ban. Tuy nhién, déi véi bai tap nay,
ban da sir dung cdc nhém hang thang dé gitip ban nhdp diing pham vi cho méi SUBTOTAL.

Dir liéu ciia ban véi cac nhém va subtotals dicoc chén thii cong hién dwoc chuyén doi thanh mét nhém duwoc

outline.

21 Bim OK.
Thu gon va mé rong trang tinh bang cdc nit outline dé xdac nhdn rang né hoat déng diing nhw mot nhém dwoc
outline.

22 Bém va( 14 2h(+ ] , ,va dé xem cac cép d6 outline khac nhau cua dir liéu.

Trang tinh trong giong hinh nhw sau khi nit 2] dwoc nhdp.

[1]2]3] A B C D E
1 |Date Customer No. Sale Type Amount Paid Payment Type
[+] 120 |subtotal - January 228,549.00
[+] 332 |subtotal - February 196,760.00
",f', 493 Subtotal - March 202,562.00
[+] 650 |subtotal - April 184,566.00
[+] 836 |subtotal - May 228,305.00
[+]  1012|subtotal - June 219,241.00
[+]  1201|subtotal - July 261,207.00
[+]  1377|subtotal - August 252,730.00
E, 1525|Subtotal - September 181,586.00
[+]  1689|subtotal - October 202,040.00
[+] 1857 subtotal - November 211,073.00
[+]  2014|subtotal - December 201,724.00
[-] 2015/ Grand Total 2,570,343.00

Lueu ¥: Khi ban sir dung tinh nang automatic outlining, ban sé khong thé hodn tdc tinh ndng nay bang nit Undo
trén Quick Access Toolbar.
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23
24

Luu sb tinh.

Trén thé Data, nhém Outline, nhip vao miii tén Ungroup va nhin Clear Outline.

Tat ca cac nhom hién da dvwoc xoa. S6 lam viéc da duoc luu voi cac nhom vi vay logi bo phién ban nay voi cac

nhom da bi xoa.

25

Doéng sb tinh va hily cac thay déi. 11. Bai tap ly thuyét:

Pua ra vi du vé 1y do tai sao ban c6 thé mudn dit tén dai 6 thay vi str dung tham chiéu 6.

Nhiing han ché nao duoc dit ra lién quan dén tén dai 6?

1
2
3 Ban c6 thé st dung Name Manager dé lam gi?
4

bé tao mdt bang, cac dicu kién nao sau day phai dugc dap ung:

a.
b.

C.

d.

e.

Dit lidu trong pham vi 6 phai lién k& nhau.

Tét ca dir liéu phai ciing loai, chang han nhu vin ban, s hodc ngay nhung khong phai 1a mét hdn hop.
Dit liéu c6 thé duge sép xép theo thtr ty hang hodéc cét.

Bét ky tén dai 6 nao phai duoc loai bo trudce khi tao bang.

Phai c6 tiéu dé & dau mdi cot va dit liéu duoc liét ké bén dudi.

5 Banding mét bang c6 nghia la:

a
b.

C.

d.

e.

© 00 ~N o

a.
b.
C.
d.

e.

Huy bé ndi dung cua mét bang.

Ap dung mot mau sang va tdi cia mot mau dé xen ké& cac hang ctia mot bang.
Ap dung ban sira 15i "band-aid" cho dif liéu bang.

Ap dung mau sang va tdi cia mau dé xen k& cac cot ctia bang.

Tao mdt nhom biéu dién 4m nhac dé tiéu dé cac luot truy cap bicu do mdi nhat.

Su khac nhau gitra sorting va filtering la gi?
Tai sao ban can noi cho Excel biét liéu ban c6 headers trong dit liéu?
Cung cép vi du vé thoi diém ban c6 thé thiét 1ap nhiéu cap (multiple levels) dé sip xép.

Céc toan tir so sanh nao sau day co6 thé dugc sir dung dé loc van ban, s6 va ngay thang:

Trén trung binh f) Bét dau véi

Lén hon g) Thang tiép theo
Top 10 h) Chtra

Bing i) Khong bang nhau
Giira j) Lon hon hodc bang

10 Tinh ning Remove Duplicates s& x6a mot cach dang tin cdy tat ca cac hang co6 chira dit liéu tring 13p miac du
dit lidu co thé co cac bién thé nho nhu khoang tréng thira, dau phiy hodc cc cach viét khac.

a.

bing b. Sai

11 Tinh nang automatic outline cho phép ban:

a.

Chén téng phu (subtotal) cho mét hoac nhiéu cot dit liéu.
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b. Tu dong sap xép dit liéu cta ban.

c. Chén mot hodc nhiéu téng phu - vi dy, sum, average, and variance- cho ciing mot cot dit liéu v6i mdi tong
phu nam trong mt hang tong phu riéng biét.

d. Tb hop dit liéu ctia ban voi nhidu cip do phu.

e. Dit tidu chi loc bang nhiéu toan tir so sanh khac nhau.

BAI 8: MACROS, NHAP VA XUAT DU LIEU

I. Bai tap thuc hanh:

Bai 1:

Trong bai tdp ndy, ban sé& tlly chinh Thanh céng cu truy cip nhanh va Ribbon bang cach thém va xoéa cac nut
1énh.

1

10

Tao mot s6 1am viée tréng moi.
Thém hai nut lénh vao Thanh cong cu truy cdp nhanh (QAT - Quick Access Toolbar).
Nhiap vao Customize Quick Access Toolbar & phia bén phai caa Quick Access Toolbar.
Nhiap vao Quick Print menu.

Bam vao Customize Quick Access Toolbar rdi bAm Print Preview and Print.

Quick Access Toolbar bdy gio sé xudt hién twong t nhi sau:

H - &- &€ [ -

Loai bo hai mit lénh ndy bang céach sir dung cac phirong thire khdc nhau cho méi mit.

Nhiap vao Customize Quick Access Toolbar rdi bim Quick Print.

Béam File, bam Tuy chen, réi bam Quick Access Toolbar.

Trong danh sach hién thi bén phai, nhap vao Print Preview and Print, nhip viao Remove, va bim OK.
Hién thi cdc tiry chon ¢é sdn dé tiyy chinh Ribbon.

Nhiap chudt phai vao bat ky ddu trén Ribbon, sau d6 nhap vao Customize the Ribbon.

Nhip vao diu + bén canh Font trong thé Home dé mé cay do.

Véi muc dich cua bdi tdp nay, hdy di chuyén cira s6 Excel Options dé ban ¢ thé thdy ca cira s6 nay va nhém
Font trong the Home cung mot luc.

Di chuyén cira s Excel Options dé canh trai ciia nd nim & bén phai cia nhom Font trén thé Home trong
Ribbon.
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o = = Excel Options Il
HOME  INSERT  PAGELAYOUT
General [2
oy ¥ L. (=A]
dy 3 ez T LA ‘S"E Customize the Ribbon.
1 Gy - Formulas
Pate . B I u- &-A- ) Choose commands from: Customize the Ribbon:
> oefng Popular Commands v Main Tabs v
Clipboard 1 Font Save
- Language 11 All Chart Types... ~ Main Tabs ~
Al & anguag Borders > £ [V]Home
- " & o Advanced gak‘ulale Now % Elvpboard
2 7 enter El Font
1 il Customize Ribbon = Conditional Formatting » i
2 Quick Access Toolbar % E"”"e“"’"s L=
3 B Copy
1 [W] Custom Sort...
= ¥ Cut
5 Trust Center A" Decrease Font Size
6 [ Delete Cells... ® L »
7 5 Delete Sheet Columns ® »
= X Delete Sheet Rows El »
2 (07 Email El >
g Z» Fill Color > ® > X
10 Y Filter Forr
5 Font 23 B Alignment
= A Font Color > B Number
= Font Size I B Styles
3 [=] Format Cells... B Cells
14 ~ Format Painter [ Editing
15 =] Freeze Panes » # [V Insert
% A" Increase Font Size # [¥] Page Layout v
L € Insert Cells... e e
7 ?x Insert Function... New Tab New Group Rename...
18 U84 Insert Sheet Columns
19 2= Insert Sheet Rows Customizations: | Reset ¥
»
o s . imporzegpor <]
B
22 < 2
23 oK Cancel

Lwu y rdng cdc muc menu duoc liét ké trong nhém Font chif tuong tng vdi cdc biéu tuong trong nhém Font
chir trong Ribbon. Ciing lwu y rdng méi muc trinh don nay va cdc nit Add va Remove duwoc té xdm, cho biét
ban khéng thé thuc hién bt ky thay déi ndo trong sé cdc nhém dugc xdc dinh truréc nay. Tuy nhién, ban cé

thé di chuyén cdc nhém xung quanh.

11

nhin nit Move Down. Nhap OK dé ap dung thay ddi.

Nhiap chon Font trong danh sach Customize the Ribbon & phia bén phai cua cira s6 Excel Options, sau d6

Ribbon béy gi¢’ cho thdy nhém Font & bén phdi cua nhém Alignment. Di chuyén nhém Font trd lai vi tri ban

déu cta né.

12
13

Nhip vao Font chit trong danh sach ¢ bén phai, sau d6 nhip vao Move Up.

Thém mét nhdm mdi vao tab nay trong Ribbon va thém cdc nut Iénh vao né.

14
15

Véi Font chit van duge chon, bAm New Group.

Nhiap chudt phai vao bat ky ddu trén Ribbon, sau d6 nhap vao Customize the Ribbon.

V6i nhém méi nay van dugc chon, nhip vao bat ky 1énh nao tir danh sach bén trai va nhap vao Add.

Lwu y rang cdc nut Add va Remove bdy gior cé thé truy cép duwoc khi ban chon nhdém tiy chinh cia minh.

16

Thém hai 1énh khac ma ban chon tir danh sach bén trai, sau d6 badm OK.

Haéu hét cdc Iénh déu cé biéu tuong mdc dinh duoc lién két vdi né. Ban c6 thé

chon mét biéu twong khdc va thay déi tén dwoc hién thj cho Iénh nay.

17
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18 Trong hop thoai Rename, thay ddi tén Display va nhip vao biéu twong ban chon, sau ¢ nhap vao OK.

Ribbon cta ban bdy gi¢r sé hién thi mét nhém mdi bén canh nhém Font chi¥, twong tw nhuw sau:

Mdc du cé nhiéu Iénh va cdc tinh ndng cd thé truy cdp tir Ribbon,

Clipboard

HOME INSERT

Font

PAGE LAYOUT

1

R Bplctures

&% Quick Print

A
A L-_ Macros

FORMULAS

New Group

DATA REVIEW

1]

IIl

-

€ =

Alignment ]

VIEW
E:' Wrap Text

Merge & Center ~

Chung cé thé duoc thém vao Ribbon.

19 Bam File, bAm Options, roi bam Customize Ribbon.

c6 rdét nhiéu Iénh khdc duwoc Gn & noi khdc.

20 Nhén vao mii tén Choose commands from drop-down va nhap chon Commands Not in the Ribbon.

21 Cudn xudng danh sach cac 1énh nay dé xem ching.

Ban ciing c6 thé sao chép cdc nut Iénh tir tab nay sang tab khdc. Vi cé qud nhiéu Iénh trong Ribbon nén ban
6 thé dé dang tim thdy ching hon theo v tri tab hién tai cla ching.

22 Nhip vao miii tén tha xudng Choose commands from va nhip vao All Tabs.

23 Nhép vao diu + bén canh bat ky muc nao ban chon cho dén khi cac nat 1énh riéng 1¢é duoc hién thi.

Vi du sau minh hoa khé ndng sao chép nut Iénh ndm trong tab SmartArt Tools vao tab Home.

N
E?B Customize the Ribbon.

Choose commands from: i

All Tabs

* Background Kemoval
SmartArt Tools
# Design
=l Format
El Shapes
(% Editin2-D

‘ﬂ;] Larger
] Smaller
# Shape Styles
* WordArt Styles
# Arrange
# Size
Chart Tools
# Design
# Format
Drawing Tools
# Format

Add >>

Customize the Ribbon: i

Main Tabs

Main Tabs

= [V Home
& Clipboard
# Font
& Alignment
# Number
& Styles
3 Cells
# Editing

# [ Insert

# [V] Page Layout

# [] Developer

24 Nhép vao miii tén tha xuéng Choose commands from va nhap vao tlly chon khdc ma ban chon. Cudn xubng
danh sach cac 1énh dé xem nhiing gi c6 san.

Mot nhém tiy chinh khéng con cdn thiét cé thé duoc gé bd.

25 Nhip chudt phai vao New Group trong danh sach bén phai, nhip chon Remove, sau d6 chon OK.

26 Dong s6 1am viée va hily moi thay ddi co thé d3 duoc thuc hién.

Bai 2:

Bai tap nay trinh bay céach tim tat ca cac 6 co chira mot gia tri dir liéu cu thé va sau dé thay thé gia tri dir liéu do

bang mot gia tri moi.

1 M¢ sb tinh World Capitals.

Truwdc tién, hdy thi tim kiém mét tir.
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2 Trén the Home, trong nhém Editting, bAm Find & Select roi bam Find.
3 Trong hop Find what, g6: united va nhin Find Next.
4  Chon Find Next vai 1an va quan sat xem cac 6 nao dugc chon.
Bdy gio hdy thir cdc tuy chon tim khdc nhau.

5 Trong hop thoai Find and Replace, bam Options dé hién thi tat ca cac tiy chon tim.

Find and Replace » BN
Find Replace

Find what: united| v No Format Set Format... ~
Within: | Sheet v| [ Match case

[[] Match entire cell contents
Search: | By Rows v
Lookin: |Formulas v Options <<

Find All Find Next | Close

6 Nhip vao Match case dé bat né va sau d6 nhap vao Find Next.

Mot hép théng bdo hién thj vdi théng bdo “We couldn’t find what you were looking for”. Mdc du Excel khéng
gdp bat ky khé khén nao trude khi tim kiém tir united, khéng cé 6 ndo chira tir united trong tat cd cdc ky tw
chir thuong.

7 Bam OK dé déng hop thong béo.
8 Nhap vao Find what va thay doi gi4 tri dé tim kiém: United (hdy nh¢ st dung chit hoa dau cho chit cai dau
tién).
9 Bém Find Next nhi¢u lan.
10 Trong hop Find what, x6a United va thay thé n6 bang spain.
11 Nhip chon Match case dé tit no, sau d6 nhap chon Find Next vai 1an.
12 Nhip vao Match entire cell contents dé bat va sau d6 nhap vao Find Next nhiéu lan.
Bdy gi¢ chi c6 mét hang dugrc tim thdy vdi tir Spain la tén day du.
13 Nhip vao Match entire cell contents dé tit n6 di.
Bdy gi¢ hdy thir tinh ndng Replace.
14 Trong Find what, g&: x va bam Find Next nhiéu 1an dé tim tat ca cac tir ¢ chira chir cai x.
15 Nhép vao thé Replace.
16 Trong Replace with nhap vao: zh va bim Find Next.

Find and Replace ? “
Find Replace
Find what: X v No Format Set Format.. ~
Replace with: zh| v No Format Set Format.. ~
Within: | Sheet v| [ Match case
[] Match entire cell contents
Search: | By Rows v
Lookin: |Formulas v Options <<
Replace All Replace Find All Find Next Close
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Excel béy gi¢r dd tim théy tir ddu tién véi mét x trong do.
17 Nhap vao Replace.

Thay vi st dung Replace, ban cé thé bdm Replace All dé thay thé tét cé cdc Ian xudt hién trong trang tinh cting
moét luc.

18 Nhan Replace All dé thay thé moi thé hién cua chir cai x.

Excel dd hoan thanh thay thé tdt ca cdc lan xudt hién vin ban cu thé khi mét hép théng bdo xudt hién véi "
All done. We made 3 replacements.” 19 Bam OK dé dong hop thong bao.
20 Nhiép vao Close.

21 Dong s6 tinh va huy tt ca thay doi.

|Bai 3:

Bai tap nay trinh bay cach tao va sira ddi cac siéu lién két trong s6 lam viéc Excel.
1 Mo sb tinh Financial Statement Links va Ivu dudi tén Financial Statement Links — Student.

Chén mét siéu lién két (Hyperlink) dén mét trang web trong 6 B3.

2 Chon 6 B3.
3 Trén thé Insert, trong nhom Links, bam Hyperlink.
4 Nhap vao truong Address va nhap: www.tolanoadventures.com.
5 Nhap vao Text to display va thay d6i ndi dung thanh: Tolano Adventures.
Insert Hyperlink » BN |
Link to: Text to display: ' Tolano Adventures ScreenTip...
@ Lookin: My Documents vl 2 7&1
Existing File = =
or Web Page Custom Office Templates A Bookmark...
i%ﬁ;t £ AirKm Awards - Student
- £ AutoFill Series - Student
Place in This [ Balance Sheet - Student
Document Browsed 7 g 2 z
“Pages £ Caribbean Vacation Bookings - Student
£ Clear Formats Demo - Student
Creaie New e £ Customer List - Student
Document Files 1) Department Budget - Student
| B3] Eco Tourism Strateqy - Student. fas
B Address: http://www.tolanoadventures.com v
E-mail
Address E——
OK Cancel
6 Nhap OK.
Béy gio chén hai siéu lién két vao so tinh Excel khdc.
7 Chon 6 BS5.

8 Trén thé Insert, trong nhém Links, bam Hyperlink.

9 Cudn Xuéng va chon Income Statement - Student. Néu can, hay chon mdt thu muc khac trong danh sach Look
in cac tap dit liéu dugc dinh vi, theo chi dan ctia nguoi huéng dan.

10 Bam OK.
11 Nhap chudt phai vao 6 B7, sau d6 nhap vao Hyperlink.
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12 Cudn xudng va chon Balance Sheet - Student va bim OK.
Kiém tra mét trong cdc siéu lién két béng cdch nhép vdo né.
13 Pit con tro chudt 1én siéu lién két trong 6 B5. Con tro thay doi thanh ban tay tro tring.
Luu y réing meo man hinh sé xudt hién véi URL sé tinh Income Statement - Student.
14 Nhap vao lién két Income Statement — Student.xlsx.
Bdo cdo Income Statement - Student hién dang mé trén déu trang cda Financial Statements.
15 Dong Statement - Student.
Mau cua lién két dd thay déi dé cho biét rdng ndé dé duorc st dung.

A B
1 |Tolano Adventures

=
3 |Website: Tolano Adventures

5 |Income Statement: Income Statement - Student.xlsx
6

7 |Balance Sheet: Balance Sheet - Student.xlsx

Béy gid, hdy thay déi thu céng mét trong cdc siéu lién két dé tré dén mét sé tinh khdc.
16 Nhip chudt phai vao siéu lién két Income Statement - Student trong 6 B5 va sau d6 nhap vao Edit Hyperlink.
17 Trong hop thoai Edit Hyperlink, cudn xudng va chon Quarterly Income Statement — Student.
18 Nhip vao Text to display va thay d6i ndi dung thanh: Link to Income Statement - Student.
19 Nhap OK.
Ban c6 thé thay déi vdn ban siéu lién két truc tiép trén trang tinh ma khéng phdi khéi chay hép thoai Edit
Hyperlink. Tuy nhién, néu ban badm vado 6 chira siéu két néi, s6 lam viéc sé mé ra. Hai bu'dc tiép theo sé cho ban
biét cdch gidi quyét vin dé.
20 Nhip vio 6 A7 va sau d6 nhan phim dé tao 6 B7 vao 6 hién hoat ma khong kich hoat siéu lién két.

Goi y: Ban c6 thé chon bét ky 6 gdn dé ndo va sau dé st dung cdc phim con trd trén ban phim dé chon é.

21 Bam phim dé chuyén sang ché do chinh sira, thay d6i vin ban lién két sang Balance Sheet va bam (Enter),

C6 hai cdch khdc dé chon mét 6 ma khéng kich hoat siéu lién két, bdng cdch gilt phim trong khi nhép vdo
6, hodic béng cdch nhdp va gilk nut chudt trdi trén 6 trong vai gidy cho dén khi con tré chudt thay déi tir ban
tay dén mét déu + trang. Nhd dé vio ché dé chinh sira.  nut chudt trdiva
bém phim

A B
1 |Tolano Adventures

Website: Tolano Adventures

Income Statement: Link to Income Statement - Student

~N o U B W

Balance Sheet: Balance Sheet workbook

Bdy gid, hdy nhdp ScreenTip tiy chinh cho mét trong cdc siéu lién két.

22 Nhép chudt phai vao lién két Balance Sheet trong 6 B7 va sau d6 nhap vao Edit Hyperlink.
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23 Trong hop thoai Edit Hyperlink, bAm ScreenTip.

24

25
26

27
28

29

30

Bai tap MOS Excel 2013

Trong hop thoai Set Hyperlink ScreenTip, go: This is the link to the Balance Sheet workbook va nhin OK.

Set Hyperlink ScreenTip 2

ScreenTip text:

This is the link to the Balance Sheet workbookl

OK

‘ Cancel

Trong hop thoai Edit Hyperlink, bAm OK.

Dit con tro 1én siéu lién két trong 6 B7 dé xem ScreenTip.

Kiém tra thay déi déi vdi lién két s6 lam viéc Balance Sheet dé ddm bdo rang né hoat ddng ding.

Nhip vao lién két trong 6 B7.
bong Balance Sheet - Student.

Bdy gi¢r xéa mét trong cdc siéu lién két.

Nhip chudt phai vao siéu lién két trong 6 B7 va nhap vao Remove Hyperlink.

Siéu lién két trong 6 B7 gi¢r da dwoc thay déi thanh vdn ban thudn tuy.

Luu va déng so tinh.

Bai 4:

Trong bai tip nay, ban s€ chén cac comment vao mot trang tinh.

1

2
3
4

Mé Income Statement - Student.
Chon 6 C6.

Trén thé Review, trong nhdm Comments, nhép vao New Comment.

Trong hop comment, gb: Revenue came from sales of souvenir T-shirts.

Trang tinh xudt hién nhv sau véi comment duwoc hién thi.

w

9 |Expenses:
1 Rent

w N

B
Tolano Adventures

2 Income Statement
3

4 |Revenues:

5 Sales

6 Other Revenues

7

Total Revenues

Telephone
Internet
Photocopier

14 Supplies

5 Courier

16 Advertising

17 Utilities

18 Travel

19 Total Expenses
20

21 |Net Income

C

77,500.00 °
555.00
78,055.00 ©

60,000.00
1,800.00
1,500.00

$60.00
3,000.00
780.00
3,000.00
3,500.00
1,400.00
76,340.00

1,715.00

JMartinez:
Revenue came from sales
of souvenir T-shirts.

5 Nhip vao bét ky vi tri nao trén trang tinh cach xa comment.
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Excel sé hién thj mét chu thich ~ (Comment Symbol) trong 6 ndy dé nhdc ban réng ban dé chén mét chu thich
vao dé. Néu khéng, comment sé van én cho dén khi ban ddt con tré 1én 6 dé.

6 Vi 6 hién tai dang hoat ddng ¢ noi khac trén trang tinh, di con tré qua 6 C6.
Hép comment xudt hién lai va tiép tuc hién thj cho dén khi ban di chuyén con tré dén noi khdc.
7 Chon 6 C21 va, trén thé Review, nhm Comments, nhép vao New Comment.
8 Trong hop comment, gb: Net income needs to be improved!
9  Nhép vao noi khac trén trang tinh.

Néu cén, ban cd thé hién thj tdt cd comment trén trang tinh cing mét luc. Ban ¢é thé muén thuc hién viéc nay
néu ban dang xem trang tinh IGn ddu tién hodc néu ngudi khdc da thém nhiéu comment k€ tir 16n cudi ban
mé& sé lam viéc.

10 Chon 6 C21 mét lan nira va sau do, trén thé Review, nhdm Comments, bim Show/Hide Comment. Nhip vao
noi khac trén trang tinh.
Béy gio ban ¢ thé Gn comment mét lan nira.

11 Chon 6 C21 va sau do, trén thé Review, nhém Comments, bAm Show/Hide Comment mét lan nita.
Ban ciing c6 thé thuc hién tdt cd Comments trong man hinh béng tinh cting mét lic.

12 Trén thé Review, nhém Comments, nhép vao Show All Comments.

A B C D E F
Tolano Adventures
2 Income Statement
4 Revenues:
5 Sales 77,500.00 IMartinez:
6 Other Revenues 555.00 |Revenue came from sales
7 Total Revenues 78,055.00  |of souvenir T-shirts.
9 Expenses:
10 Rent 60,000.00
1 Telephone 1,800.00
12 Internet 1,500.00
13 Photocopier 960.00
14 Supplies 3,000.00
15 Courier 780.00
16 Advertising 3,000.00
17 Utilities 3,900.00
18 Travel 1,400.00
19 Total Expenses 76,340.00
20 " [IMartinez:
21 |Net Income 1,715.001  [Netincome needs to be
22 improved!

13 Trén thé Review, nhém Comments, nhap vao Show All Comments dé an tt ca nhan xét.
14 Trén thé Review, nhdm Comments, hiy nhap vao Next.
15 Nhép lai vao ntt Next cho dén khi Excel hién thi mot hdp thong bao.
16 Nhip Cancel dé dong hop tin nhin va nhap vao noi khac trén trang tinh.
Ban c6 thé xéa mét comment tir mét 6 khi ban khéng con cén né nira.

17 Chon 6 C6. Sau do, trén thé Review, nhém Comments, hiy nhip vao Delete.
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18 Luu va dong s tinh.

[Bai 5:

Trong bai tap nay, ban s€ nhap (import) mdt tap tin van ban vao mot trang tinh.

1
2

4

Tao mot sb tinh tréng moi.

Trén thé Data, trong nhém Get External Data, bam From Text.

Hép thoai Import Text File duoc hién thi.

Xac dinh vi tri va chon tép tin tai liéu van ban Eco Cruises va nhén Import trong hop thoai Import Text File.

Trinh Text Import Wizard sé ty déng bat déu.

Text Import Wizard - Step 1 of 3 ? BN |

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

Choos e that best describes your data:

- Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1 < File origin: 437 : OEM United States v

D My data has headers.

Preview of file C:\Users\Public\Documents\3253 Student Data\Eco Cruises.txd.

1 ShipJune 1, 2013June 8, 2013June 15, 2013June 22, 2013June 25, 20137 A
cean Princess104561641645058

[zbpcean sun Ray10152578917785

I:ean Jewell297316118413093

cean Virginl35303€1681031239 v

< >

Cancel Next > ‘ Finish

Phén Original data type ban déu cé hai tuy chon: Delimited va Fixed width. St dung tiy chon Delimited
néu dit liéu dworc nén cung vdi khéng cé khodng tréng gitka cdc gid tri va cdc ky tw ddu tdach delimiter
(chéng han nhw déu phdy va cdc ky tu tab) dwoc stz dung dé tdch tirng gid tri khdi gid tri tiép theo. St dung
Fixed width néu cdc gid tri dugc cdn chinh theo chiéu doc va cdc khodng trdng duoc chén vao di¥ liéu khi
cdn thiét. Phén Preview & cuéi man hinh vi du & trén cho thdy diF liéu trong méi dong dwoc déy vao nhau, vi
vay ré rang ddy khéng phdi la logi Fixed width.

Hép vdn ban File origin dwoc si¥ dung dé chi dinh dinh dang ngén ngi¥ nwdc ngodi dé dwoc st dung dé tao
ra né.

Xéc minh Original data type dugc Delimited va bat dau nhap tai hang 1.
Hang 1 chira mé té tiéu dé cho médi cét. Do dé My data has headers phdi duoc chon.
Nhip vao hop kiém My data has headers dé bat, sau d6 nhap vao Next.

Trong Buwdc 2 cua Text Import Wizard, ban chi dinh ky tw déu tdch tir danh sdch tuy chon: Tab, Semicolon,
Comma, Space, or Other. Ban cé thé chon nhiéu loai ky tw ddu tdch.

Ban ciing chi dinh logi dinh dang Vdn ban (Text qualifier): ddu ngodc kép (") hodic ddu nhdy don ('). B6 dinh
dang vén ban dwoc st dung dé xdc dinh cdc ky tw vdn ban thudc vé nhau. D6i vdi tap tin dit liéu nay, khéng cé
di¥ lidu ndo dang st dung bat ky bé dinh dang vdn bén nao.
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This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below.

Delimiters

Tab
[] semicolon [] Treat consecutive delimiters as one

[] comma - S Tl
Text qualifier: | __VJ

[[]space
[[] other: | [

Data preview

hip une 1, 2013 |June 8, 2013 [June 15, 2013
cean Princess [104 € &4

cean Sun Ray (1] 52 7
cean Jewel 23 3 &1
cean Virgin 35 0 3
<

Finish

Héy thi cdc ddu phén cdch khdc nhau dé xem nhitng hiéu trng ndo ho ¢ trén dir liéu.
6 Trong phan Delimiters, nhap vao hop chon Tab dé tat n6 di.

7 Nhip vao hop chon Semicolon dé bat nd, quan sat sy thay dbi trong phan Data preview néu co, sau do tit no
di.

8 Lap lai budc 7 cho cic hop kiem Comma va Space va quan sat thay dbi trong phan Data preview, néu co.
C6 vé nhu Excel dd dodn dtng - phim Tab duoc st dung dé tdch (hodc phdn dinh) cdc gid tri thuée vé moi cét.
9 Nhﬁp vao hop chon Tab dé bat lai va nhép vao Next.

Buwdrc 3 ctia Text Import Wizard c6 gdng dodn ding logi di liéu dwoc st dung trong mai cét. Loai mdc dinh la
General, trong dé mét cdt c6 di¥ liéu duwdrng nhu [a tét cd cdc sé sé dugc chuyén déi thanh dang sé. Tuong tu,
di¥ liéu dudng nhw 1a cdc gid tri ngay cd thé nhén biét duoc sé dwoc chuyén déi thanh Date va moi logi con lai
sé durgrc coi la vén bdn. Ban ciing ¢d thé budc Excel chdp nhén cdc cét Ia ngdy hodc vén ban hodc bé qua toan
bé cét.

This screen lets you select each column and set the Data Format.
Column data format

(®) General :
S ‘General’ converts numeric values to numbers, date values to dates, and
() Text all remaining values to text.

() Date: | MDY |v Advanced... |

) bo not import column (skip)

Data preview

1 nexal

, 2013 [June 15, 2013 [June 22, 2013
[Le4

7

Lel

<13

Cancel

10 Nhép vao Finish.
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Import Data Bl
Select how you want to view this data in your workbook,
@ Table
E PivotTable Report
i () PivotChart
[:b Only Create Connection

Where do you want to put the data?
(®) Existing worksheet:
=sas1|
O New worksheet

|:] Add this data to the Data Model

Properties... [ OiK Cancel

Bai tap MOS Excel 2013

Vi ban dé xdc dinh tiéu dé di liéu trong tap tin nay tré lai trong man hinh Buwdc 1 cda Text Import Wizard,
Excel sé cho phép ban dinh dang di¥ liéu duwdi dang béng, PivotTable hodc PivotChart. D4i vdi bai tdp nay, ban
s& khéng dp dung bét ky dinh dang ndo cho di liéu.

11 Bam OK.
Bdng tinh s& xudt hién tuong tyw nhw sau:
1
6

A B C D E F G
|Ship .l 1-Jun-13 8-Jun-13 15-Jun-13 22-Jun-13 29-Jun-13 6-Jul-13
Ocean Princess 104 56 164 164 50 58
Ocean Sun Ray 10 152 57 89 177 85
Ocean Jewel 129 73 161 184 190 93
Ocean Virgin 135 30 36 168 103 129
Ocean Dancer 75 143 96 144 169 81
Ocean Radiance 150 18 106 111 158 70

12 Luu s6 tinh duéi tén Eco Cruises - Student va dong né lai.

Bai 6:

Trong bai tip ndy, ban s& md mdt tap tin vin ban duoc phéan tach bang du phay lam sé tinh.

1

St dung Windows File Explorer, diéu huéng dén thu muc chira cac tap tin dir liéu sinh vién.

Lwu y rdng biéu twong bén trdi cta tén tdp tin Daring Swimsuits twrong tw nhw cdc biéu tugng cua cdc tap di
liéu Excel khdc, nhung né khéng giéng nhau. Ngodi ra, logi tdp tin Id Microsoft Excel Comma Separated Values
File. Gid tri dwoc phdn cdch bdng déu phdy (comma) (con duoc goi ld tdp vén bén duwoc phén tdch bdng déu
phdy hodc CSV) la logi tap tin ddc biét ma Excel c6 thé mé truc tiép ma khéng can st dung Text Import Wizard.
Mdc du né la mét tép tin vdn ban, Excel sé chay tw déng nhdp vdn ban trong nén. Ban ciing cd thé thurc hién
thay déi déi vdi dir liéu va xudt di¥ liéu ra dudi dang tdp tin CSV. Lwu y rdng chi ¢ thé nhdp va xudt cdc gid tri
- tdp CSV khéng hé tro bét ky thir gi khdc nhw cng thire va dinh dang.

7] Caribbean Vacation Bookings ~ 4/20/2013
£ Clear Formats Demo 4/4
| Customer List Worksheet
£1=| Daring Swimsuits soft Excel Comma Separated Values File
£l Department Budget Microsoft Excel Worksheet
Eco Cruises Text Document

8- Eco Tours

B Feedhack Form /31720

2 Nhép chudt phai vao tap tin Daring Swimsuits, nhip vao Open

Micro

Worksheet

12 0:57 PM

Mirrncn

Fxcel Wnrksheet

thé khoi dong Notepad trudc va mé tap tin Daring Swimsuits.CSV.

with, sau d6 nhip vao Notepad. Ngoai ra, c6

Diéu ndy chirng té rdng tép tin €SV chi don gidn la tép vén bén cé ddu phdy dwoc s dung lam dédu phén tdch
dé phdn tdch cdc gid tri gita cdc cdt. Cdc s6 c6 ddu phdy bén trong, do dé ky tw ngodc kép () dworc s dung
lam déu phdn cdch xung quanh méi sé.
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L} Daring Swimsuits - Notepad
File Edit Format View Help

Brand,Quarter 1,Quarter 2,Quarter 3,Quarter 4
Australian Bondi,"14,580","11,879","11,076","9,596"
Belgian Créme,"12,442","15,136","8,467","6,779"
Brazilian Plunge,"23,896","24,562","29,137","29,311"
California Malibu,"15,265","15,853","9,426","13,313"
Canadian Seals,"10,933","7,305","5,899","10,382"
Danish Paisley,"7,663","7,385","8,878","10,056"

Dutch Bandeau,"14,141","9,199","13,872","7,567"
English Bloomers,"“2,101","5,900","8,348","6,654"
French Riviera Bottoms,"14,037","17,581","11,781","14,906"
German String,"19,378","21,508","20,429","12,020"
Greek Goddess,"18,587","25,438","26,965","19,218"
Hawaiian Hula,"15,400","9,606","8,112","18,149"
Italian Celebrity,"12,317","17,960","19,794","16,149"
Mexican Wave,"10,354","16,122","9,145","12,142"
Spanish Hipkini,"15,518","17,607","12,959","9,430"
Swedish Triangle,"20,054","15,399","18,923","20,674"

Go'i y: Ban ciing ¢6 thé str dung cdc ky tw khdc lam d@u phén cdch - ban khéng bi gidi han chi st dung dédu phéy.
Vi du, cdc ky tw 6ng () va déu ngd (~) thudng la cdc lwa chon tét nhw cdc ddu phén tdch vi ching hiém khi
duoc st dung trong vdn ban théng thuong.

3 Poéng NotePad va loai bo bat ky thay d6i nao c¢6 thé da dugc thuc hién cho tap tin.

4  Trong File Explorer, nhap dup vao tap tin Daring Swimsuits dé mo no.
Ngodi ra, ban cé thé nhép vao File va bdm Open dé hién thi hdp thoai Open trong Excel, thay déi logi tdp tin
thanh tép Text, chon tdp tin va b4m Open.

5 Tang chiéu rong cua cit A dé hién thi toan van ban trong mdi hang.

6 Nhap vao File, Save As, Computer, sau d6 nhap vao thu muc chira cac tap tin dit liéu cta ban.

7  Béam vao mili tén Save as type, va bim Excel Workbook.

(] My Data Soui

Public Docume
Kan.:- ¥l 5€ 2

File name: | Daring Swimsuits v

Save as type: | CSV (Comma delimited) v ‘
Authors Excel Workbook
AUENOTE £y cel Macro-Enabled Workbook k

Excel Binary Workbook
Excel 97-2003 Workbook
“ Hide Folders XML Data

Single File Web Page
Web Page |
Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)

Enrmstted Tavt (Cnara dalimitadl

8 Nhap Save.

Tép tin CSV hién duoc lwu dudi dang sé tinh Excel. Néu ban vao File Explorer, ban sé théy cd sé tinh cua Daring
Swimsuit, ciing nhu tép vdn bén CSV cua Daring Swimsuit.

9  Pong so tinh.

|Bai 7:

Trong bai tap niy, ban s& xuét dir lidu trang tinh thanh tap vin ban dugc phan cach bang diu phay.
1 Mo sé tinh Flights.

Xudt trang tinh nay sang tép vdn bdn CSV bén ngodi.
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2 Nhap vao File, Save As, Computer, sau d6 nhap vao thu muc luu trit cac tap dit lidu ciia ban.
3 Nhap vao miii tén Save as type, chon CSV (Comma delimited), sau d6 nhip vao Save.

Mot hdp théng diép cdnh bdo xudt hién dé théng bdo cho ban vé cdc di liéu khéng tuong thich cé thé xdy ra.
Dirng qud lo Idng vé cdnh bdo — ban chi cé thé xdc minh déu ra dé dém bdo rdng diF liéu ¢ vé chinh xdc.

o Some features in your workbook might be lost if you save it as CSV (Comma delimited).

Do you want to keep using that format?

Yes | No

4  Bam Yes.
St dung Notepad dé kiém tra néi dung cda tép tin déu ra.

5  Khai dong NotePad, sau d6 nhin File, Open tir menu.

(o]

Thay d6i loai tai liéu tir Text Documents (* .txt) thanh All Files.

7 Xéc dinh vi tri va chon tap tin Flight.csv va nhap vao Open.

File Edit Format View Help

Airline,Flight #,Destination,Departure Time

Asiana Airlines,221,Seoul (ICN) ,12:30 AM

United Airlines,1069,Seoul (ICN) ,12:30 AM

US Airways,5211,Seoul (ICN) ,12:30 AM

Delta Air Lines,7928,Seoul (ICN) ,12:50 AM

Korean Airlines,86,Seoul (ICN) ,12:50 AM

American Airlines,8297,Mexico City (MEX) ,12:55 AM
Avianca,285,Bogota (BOG) ,12:55 AM

Delta Air Lines,6870,Bogota (BOG) ,12:55 AM
Mexicana,1,Mexico City (MEX) ,12:55 AM

Caribbean Airlines Limited,425,Port-of-Spain (POS) ,1:05 AM
Delta Air Lines,383,Georgetown (GEO) ,1:10 AM
Prince Edward Air,9743,Hamilton (YHM) ,1:15 AM

ICL Express,941,liege (LGG) ,1:30 AM

Korean Airlines,258,"Anchorage, AK (ANC) ",3:43 AM
Asiana Airlines,587,Brussels (BRU) ,3:55 AM
American Intl.,543,Amsterdam (AMS) ,4:00 AM

Taca Airlines,567,San Salvador (SAL) ,4:42 AM

<

8 Dong Notepad ma khong luu bat ky thay dbi nao.
9  Quay lai Excel. Pong s6 tinh Flights.csv va hity moi thay doi.

|Bai 8:

Trong bai tip ndy, ban s& hién thi va thay d6i cac thudc tinh bang tinh.
1 Moé Financial Statement Links - Student.
2 Bam nut File, bam Info, bAm Properties, roi bam Show Document Panel.

Bdng Document Properties duoc hién thj phia trén sé lam viéc.

Trang 145/155



IIG Viét Nam Bai tap MOS Excel 2013

© Document Properties ¥ Location: | C:AUsers\UMartinez\Documents\Financial Statement Links - Sti | % Required field X
Author: Title: Subject: Keywords: Category: Status:
IMartinez | | |
Comments:
B7 > f< || Balance Sheet workbook v
A B € D E F G H | J K [<]
1 |Tolano Adventures
2 4
3 |Website: Tolano Adventures
4 t
5 |Income Statement: Link to Income Statement - Student
6
7 |Ba|ance Sheet: Balance Sheet workbook |
8

3 G6 nhu sau:
Author: <your own name>
Title: Tolano Adventures

Subject:financial statement

Keywords: links, website, income statement, balance sheet
Category: financial
Status: Draft

4 Nhap chon Document Properties va sau d6 1a Advanced Properties va chon thé Summary.

General | Summary | statistics | Contents | Custom

Title: Tolano Adventures
Subject: ﬁnandal statement
Author: vr_'lMarﬁnez
Manager:

Company:

Category: | financial

Keywords:  links, website, income statement, balance sheet
Comments:

Hyperlink

base:

Template

["]save Thumbnails for All Excel Documents

5 Nhép vao timg tab va ban s& thdy rang viéc nhap thong tin trong bang Document Properties gidng nhu véi
Windows, ngoai trir viéc ban c6 thé xem noi dung cua tai liéu cung mdt luc, cho phép ban nhap cac chi tiét
chinh xac hon vé tai liéu.

6 Bam OK dé dong hop thoai.
7 Dong bang Document Properties.

8 Luu va dong so tinh.
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|Bai 9:
Trong bai tip nay, ban s€ luu mot s6 tinh vao OneDrive cua ban. Ban s& can mot tai khoan Microsoft dé hoan thanh
bai tap nay.

1 Mo sb tinh Income Statement - Student.

Néu ban dang st¥ dung Windows 8 va ban da déng nhdp béng tai khodn Microsoft ctia minh, ban khéng phdi
ddng nhdp lai. Théng tin tai khodn cla ban sé xudt hién & gdc trén bén phdi cua civa sé Excel.

2 Néu ban da dang nhap vao tai khoan Microsoft, hiy chuyén sang buée 5. Néu khong, hiy nhip Pang nhap dé
két ndi véi tai khoan Microsoft cua ban.

Sign in

When you sign in to Office, your documents and settings
are available everywhere that you are.

To get started, type the email address of the account you

would like to use with Office.

Type your email address

3 Nhap Microsoft account ID ctia ban va nhp vao Next.

4 Nhap password vao Microsoft account 1D ciia ban va nhap Sign in.

Théng tin tai khodn cua ban hién dwoc hién thj & phia trén bén phdi cla ctra s6 Excel.

? B - O X
Jane Martinez ~ ﬁ
- Aw i

5 Nhip vao File, sau d6 nhdp vao Save As va nhip vao tai khoan OneDrive cua ban.

Income Statement - Student - Excel

Save As

(& Jane Martinez's SkyDrive
6 Jane Martinez's SkyDrive

Recent Folders

(=5 Other Web Locations ® Public
Jane Martinez's SkyDrive » Public

= ® Documents
] Computer https://d.docs live.net » 0d2bb842817b630d » Documents

@ Jane Martinez's SkyDrive
+ Add a Place

Browse

Account Get SkyDrive for Windows and take your files with you anywhere.
Learn More.

6 Nhép vao nit Browse. Khi hop thoai Save As xuét hién, bdm dup vao thu muc Public dé mé né.

7 Nhip Save.
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M6t bén sao cla s6 lam viéc hién dang duoc tdi Ién OneDrive cta ban. Trong qud trinh tdi 1én dang dién ra,
théng bdo bén du'di sé hién thj trong thanh trang thdi Excel:

UPLOADING TO SKYDRIVE

Pong s6 tinh.

S6 lam viéc hién cé thé truy cdp tir OneDrive cua ban.

Béy gior mé s6 tinh ma ban vira lwu vao OneDrive va thuc hién thay déi cho né.

Trong Internet Explorer, dang nhap vao tai khoan OneDrive cta ban tai https://skydrive.live.com/.

Thw muc OneDrive chinh sau dé dwoc hién thj. Ban dé lwu tri¥ s6 lam viéc trong thu muc Public.
(&SkyDr‘\ve | v @Createv ®Up|oad

Search SkyDrive O Files  sane Martinez's skyprive Sort by:

Files
Recent docs
All photos

Shared Documents 2> [ Favorites 0 [ Ppictures

PCs

Nh4p vao Public.

11 Nhip vao Income Statement - Student.

Thay déi mét trong cdc gid tri 6.

12 Chon 6 C6 va nhap: 800.

1

1

Lo SkyDrive » Public » Income Statement - Student.xisx Microsoft Excel Web App
HOME INSERT VIEW m OPEN IN EXCEL

=, ABC %8 == e e S z A~ B

5 Wrap Text 155 By & =X =l ey

= = [ Merge & Center Number *°  Survey Format Insert Delete AutoSum Data Find  Share
Format~ * - asTable~ - . s #

o
0 dCut  Calibri -1 =
Paste Emcopy B I U D Hi- O A- =
Clipboard Font Alignment Number Tables Cells Formulas Data Web
fe  =SUM(Revenues)
A ] C D E F G H 1 J K L M N
1 Tolano Adventures
2 Income Statement

Revenues:
Sales 77,500.00
Other Revenues 800.00

4
5
6
7 Total Revenues 78,300.00]
8
9

Expenses:
10 Rent 60,000.00

3 Pong s6 lam viéc va thoat khoi Microsoft Excel Web App.

Ung dung web Excel khéng c6 nut Luwu - tét cé thay déi dwoc lwu tw ddng. Néu ban dd mdc 16i, ban c6 thé st
dung nut Undo.

4 Tré lai Excel trén Desktop cua ban.

Bai 10:

Bai tép nay trinh bay cach tao mdt macro co ban va thyc thi n6 ba‘ing cach st dung phim tat.

1
2

M¢ s tinh Balance Sheet Macro. Khong luu s6 1am viée nay.

Chon 6 B5 va sau d6, trén thé View, nhém Macros, bAm vao mii tén tha Xuéng bén dudi Macros va bam
Record Macro.

Bdy gior hdy nhdp tén cho macro va phim tét tiy chon cho né.
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3

10

11
12

13

14

15

16

Trong hop Macro name, nhéi: Title va nhan dé di chuyén dén hop van ban Shortcut key, giit phim va
nhép: A, sau d6 nha phim .

Luu y réing phim tét chi thay d6i tir (N gen (N (F2)

Goi y: Néu ban nhdp ky tw chir cdi viét thudng (nghia la tir a dén z), ban chi cén s dung phim dé kich hoat
macro. Néu ban nhdp mét chit hoa (A dén Z), ban phdi st dung cd hai phim va dé kich hoat macro. Chi bdo
phim tdt sé thay déi néu ban nhdp chi¥ hoa.

Bam OK.

Cdc hanh déng ma ban thuec hién trén sé tinh sé dwoc ghi lai trong macro bét déu tir diém nay.
Trén thé Home, trong nhém Font, bam Bold. Sau d6, trong nhém Alignment, hiy bim Center.
Khi ban d& hoan thanh tét cd cdc thay déi cén thiét cho macro, héy dirng ghi ém.

Trén thé View, nhom Macros, nhip vao mii tén tha xudng bén duéi Macros va sau dé nhip vao Stop
Recording.

Bdy gi¢r hdy the macro.

Chon 6 A6 va sau d6 nhin (NI+EM+{A),

Lap lai budc 7 cho cac 6 A13 va Al8.

Tao mét macro mdi dé dinh dang mét ddi 6 dudi dang s6.

Trén thé View, nhdm Macros, nhap vao miii tén tha xudng bén dudi Macros va sau d6 nhap vao Record
Macro.

Trong hop vin ban Macro name, g6: Numbers, - vao hop vin ban Shortcut key, giit phim va go: N,
sau d6 nhan OK.

Chon cac 6 B7: B11 va sau do, trén thé Home, trong nhém Number, hiy bam vao trinh khoi chay hop thoai.

Trong hop thoai Format Cells, chon danh muc Number va giam sé Decimal xudng 0. Sau d6 nhén vao hop
kiém Use 1000 Separator (,) dé bat né va nhan OK.

Trén thé View, nhdm Macros, nhip vao mili tén tha xuéng bén dudi Macros, sau d6 bAm Stop Recording.

Bdy gior thurc hién cung mét dinh dang cho mét dai 6 trong cét D. V& cho muc dich trinh dién, hdy hodn tdc
dinh dang cho é B7: B11 (Hodn tdc khéng anh hwdng dén macro ban dé tgo).

Nhiap vao Undo.
Chon céac 6 D7: D11 va sau d6 nhan ®+®

Lwu y rdng dinh dang duoc thuec hién lai cho pham vi 6 B7: B11. Macro nady sé chi hoat déng trén cdc 6 dé vi
chung dwoc chon trong khi macro duwoc ghi lai. Két qua I, macro sé khéng dp dung dinh dang cho cdc 6 khdc
trong sé tinh.

Ban c6 thé khdc phuc su cé nay dé dang bdng mét trong hai phwong phdp. Chon tét cd cdc 6 trudc khi ghi
macro. Péy thuong ld phuong phdp dé dang hon; hodc st dung nit Relative Reference trong khi ghi macro.

Undo macro bdng cdch x6a macro va xéa dinh dang khdi pham vi é.

Chon cac 6 B7: B11 néu can. Sau d6 trén thé Home, nhom Editting, bAm Clear, va bAm Clear Formats.
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17

18

Trén thé View, nhém Macros, nhap vao miii tén tha xudng bén dudi Macros, sau d6 bam View Macros.

Lwu y: Ban ciing cé thé chay macro bdng cdch nhdp vao nut Run tir hop thoai ndy. Néu ban khéng gdn mot
phim tdt hodc gdn macro cta ban cho Quick Access Toolbar, ddy sé la cdch duy nhét dé chay né.

Chon macro Numbers va nhap Delete.

Excel sé hién thi mét hép théng diép vdi cdnh bdo “Do you want to delete macro Numbers?” 19

Bam Yes.

20

21
22
23

24

25
26
27
28

29
30

Tao lai macro va thi lgi trén déy 6 D trong l6n nira.

Véi cac 6 B7: B11 van dugc chon, trén thé View, nhom Macros, bam vao miii tén tha xudng bén dudi Macros
va bam Record Macro.

Trong hop vin ban Macro name, gd: Numbers rdi nhan OK.
Trén thé Home, nhém Number, hiy nhap vao trinh khai chay hop thoai.

Trong hdp thoai Format Cells, chon danh muc Number, giam sé Decimal xudng 0. Nhip vao hop kiém Use
1000 Separator (,) dé bat né va nhan OK.

Trén thé View, nhdm Macros, nhip vao mili tén tha xuéng bén dudi Macros, sau d6 bAm Stop Recording.

Gig st bdy gicr ban da quén chi dinh phim tdt cho macro. Ban cd thé sira d6i macro ctia minh ma khéng can
ghi lqi.

Trén thé View, nhém Macros, nhip vao miii tén tha xudng bén dudi Macros, sau d6 bam View Macros.
V6i macro Numbers di chon, bdm Options.

Trong hdp thoai Macro Options, gd: n trong hop vin ban Shortcut key, sau d6 nhin OK.

Nhap Cancel ¢ dong hop thoai Macro.

Bdy gio hdy thir nghiém macro cuda ban.

NN
A B C D
Tolano Adventures
Consolidated Balance Sheet
3 As at June 30
5 Current Year Previous Year
6 Assets
7 |Cash 45,430 44,536
8 |Customer Deposits 85,930 75,930
9 |Equipment, Net 234,824 235,924
10 |Buildings, Net 1,927,245 1,927,350
11 |Total Assets 2,293,429 2,283,740
12
13 Liabilities
14 | Accounts Payable 42569 36096
15 |Mortgage Payable 1592742 1592850
16 |Total Liabilities 1635311 1628946
17
8 Shareholders' Equity
19 Share Capital 100000 100000
20 |Retained Earnings 558118 554794
21 |Total Shareholders' Equity 658118 654794
Chon Céc 6 D7 Dll Vé, sau dé n 23 |Total Liabilities and Equity 2293429 2283740 én

Khong luu s tinh nhung dé né mé cho bai tap tiép theo.
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Bai 11:

Bai tép nay trinh bay cach luu s6 1am viéc chtra macro va cach mé sb 1am viéc dugc bat macro tir mot nguf"m khac.
Balance Sheet Macro

1

© 0o ~N o

Véi s6 tinh Balance Sheet Macro hién dang hoat dong, bAm File, bAm Save As, sau d6 bAm vao thu muyc noi
s6 lam viéc cua ban duoc luu.

Trong hop thoai Save As, thay doi tén File thanh Balance Sheet Macro - Student va nhan Save.

Excel hién thj théng bdo canh bdo cho biét sé lam viéc ctia ban chira mét hodc nhiéu macro. Thay déi loai s6
lam viéc thanh sé lam viéc dugc bat macro.

Nhip vao No.

Trong hop thoai Save As, thay d6i Save as type thanh Excel Macro-Enabled Workbook, va nhan Save.
Dong s6 1am viéc.

MG& lgi s6 lam viéc va xdc minh rdng cdc macro van hoat déng.

M6 lai s6 tinh Balance Sheet Macro —Student.

Nhip vao Enable Content trong thanh Security Warning.

Chon céc 6 B14: B16 va sau d6 nhan Cti+ [N].

Luu va dong s6 tinh.

Méic du ban dd tao s6 lam viéc kich hoat macro (macro-enabled)nay, Excel vén hién thj thanh Cdnh bdo bdo
md@t cho ban. Sau khi nhdp vdo Enable Content, Excel sé khéng con hién thj bat ky cdnh bdo hodc théng bdo
nao vé macro trén sé lam viéc nay niva.

Md& mét s6 lam viéc khdc cé chira macro ma ngudi khdc dé tao.

10 Mé sb tinh Virus. Mic du tén so tinh xuét hién déng lo ngai, macro trong s6 lam viéc nay khong chira vi-rut.

Thanh Security Warning mau vang sé xudt hién bén dudi Ribbon. Déi véi sé lam viéc nay, ban sé khéng nhép
vao nut Enable Content dé bat macro tai thoi diém nay.

A B C D E F G H | J
2 |Number of US households that experience heavy spam 24 million Threats by Type
3 |Number of households that have had serious virus problems in the past2 years |16 million
4 |Number of households that have had spyware problems in the past 6 months 8 million Spyware
5 |Number of households that lost money or had accounts misused by phishing 1 million Backdoors |
6 |Estimated costto US households for viruses, spyware and phishing $4.55 billion
7 |Percent of all US households that have been affected by viruses 40% Password stealers and monitoring tools Il
8 Mostwidespread virus to date by number of infections — “Conficker Virus® 8,976,038 Woms B
< Threats by Type
10 |Viruses 57% Exploits
11 Misc. Trojans 21% Adware W
12 |Trojan downloaders and droppers 7%
13 Misc potentially unwanted software 4% Miscootentially unwanted software. B
14 |Adware 3% Trojan downloaders and droppers [
15 Exploits 3% Misc_ Trojans
16 \Worms 2%
17 |Password stealers and monitoring tools 2% viruses
18 |Backdoors 1% ) R | )
0% 10% 20% 30% 40% S0%  60%
19 | Spyware 0.01%
20
21 Source: www.statistichrain.com/computer-virus-statistics/

11 Chon 6 A21 va sau do, trén thé View, nhém Macros, bam vao mili tén tha xuéng bén dudi Macros, sau d6 baim

View Macros.

12 Véi macro dugce chon trong hop thoai Macro, bam Run.
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,l" Because of your security settings, macros have been disabled. To run macros, you need to reopen this workbook, and then choose to enable macros. For more

information about enabling macros, click Help.

| Hes

13 Bam OK dé dong hop thong béo.
Hdy xem cai ddt Trust Center dd khién théng bdo ndy duoc hién thi.
14 Nhap vao File va sau d6 nhip vao Options.

15 Trong hop thoai Excel Options, bim Trust Center.

Genetal @ Help keep your documents safe and your computer secure and healthy.

Formulas
Proofing Protecting your privacy

Save Microsoft cares about your privacy. For more information about how Microsoft Excel helps to protect your privacy,
please see the privacy statements.

Language
Show the Microsoft Excel privacy statement
Office.com privacy statement

Customize Ribbon Customer Experience Improvement Program

Quick Access Toolbar Microsoft Office Feedback "Send a Smile" Privacy Statement

Advanced

Add-Ins Security & more

_ Visit Office.com to learn more about protecting your privacy and security.

Microsoft Trustworthy Computing

Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your ]
computer secure. We recommend that you do not change these settings. Trust Center Settings... ‘

16 Trong thé Trust Center, nhap vao Trust Center Settings.
17 Trong hop thoai Trust Center, bAm Macro Settings dé xem cai dit bao mat macro.

18 Trong hop thoai Trust Center, hiy nhap vao Trusted Locations dé xem danh sach cac thu muc duoc coi 13 vi
tri dang tin cdy.

19 Nhap Cancel dé dong hop thoai Trust Center.
20 Nhip Cancel dé déng hop thoai Excel Options.
M@ lai s6 lam viéc nhung bat macro trong dé.
21 Dong sb tinh cua Virus rdi mo lai.
22 Trong Security Warning, nhip vao Enable Content.

23 Chon 6 A21 va sau do, trén thé View, nhdm Macros, bam vao mili tén tha xudng bén dudi Macros. Nhap vao
View Macrova sau d6 nhap vao Run dé chay macro.
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24 Dong s6 tinh va loai bo cac thay doi.
25 M lai s6 tinh Virus.
Cénh bdo bdo mat macro khéng con dugc hién thj cho sé lam viéc nay niva.

Diéu gi xdy ra néu ban vé tinh bat macro trén sé lam viéc nay va ban muén dgt lai cdnh bdo? Ban cé thé lam
nhw v@y, nhuwng Excel sé ddt lai né cho tét cé cdc s6 lam viéc dwoc bat macro.

26 Bam File roi bAm Options.
27 Trong hop thoai Excel Options, bim Trust Center.
28 Trong thé Trust Center, nhap vao Trust Center Settings.

29 Trong hop thoai Trust Center, nhip vao Trusted Documents.

Trust Center e < |

Trusted Publishers e B
Trusted Locations
Warning: Trusted Documents open without any security prompts for macros, ActiveX controls and other types of
Trusted Documents active content in the document. For a Trusted Document, you will not be prompted the next time you open the
document, even if new active content was added to the document or changes were made to existing active content.
Trusted App Catalogs Therefore, you should only trust documents if you trust the source.

Allow documents on a network to be trusted
[] Disable Trusted Documents

Add-ins
ActiveX Settings

Macro Settings Clear all Trusted Documents so that they are no longer trusted Clear

Protected View
Message Bar
External Content
File Block Settings

Privacy Options

oK ‘ Cancel

30 Nhip vao Clear.
Hép théng bdo duwoc hién thj ciing vdi cdnh bdo, " Are you sure you want to clear your Trusted Documents list
so that they are no longer trusted?" 31 Bam Yes.
32 Bam OK hoic Cancel dé dong hop thoai Trust Center.
33 Bim OK hoic Cancel d dong hop thoai Excel Options.
34 Dong s tinh.
35 M6 lai s6 tinh Virus.

Thanh théng bdo cdnh bdo bdo mat dwoc hién thj lai cho s6 tinh nay (ciing nhw tdt cd sé lam viéc duoc bat
macro trén mdy tinh cda ban).

36 Dong s6 tinh ma khong bat cac macro.

Bai 12:

Bai tdp nay trinh bay cach thém macro vao Thanh Quick Access Toolbar, kich hoat n6 va loai bo n6 khi n6 khong
con can thiét nira.

1 Mé s tinh Balance Sheet Macro — Student.

2 Nhép vao Enable Content trong thanh Security Warning.
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3 Bim Customize Quick Access Toolbar trong thanh Quick Access Toolbar.
4 Nhip vao More Commands trong trinh don tha xudng.
5 Nhép vao niit tha xudng Choose commands from va nhap vao Macros.
6 Nhip vao Numbers trong hop danh sach & bén trai. Nhap vao nit Add >>.

Macro Number béy gio duoc thiét Idp dé hién thj trong Quick Access Toolbar. Ban ciing cé thé thém macro
Title ciia minh nhung chiing téi sé khéng lam diéu dé trong bai tép nay.

7 Nhap vao nat Modify bén dudi hop danh sach bén phai.

Theo mdc dinh, Excel st dung biéu tugng macro va tén hién tai cda nd trong Quick Access Toolbar. Ban cé thé
thay d6i cg hai néu ban muén. Péi vdi bai tép ndy, ban sé khéng thay déi tén macro.

ModifyButton 7 HEMM|

Synbots

HO EOEE@m e
DxiEMER=0 R a%
AXvVvEORNTOHK =
PO +E'EE]D 4% a v

Display name: |Numbers

[ oK l Cancel

8 Chon biéu tuong calculator (hang thir 5, thir 2 tir bén trai) va nhiap OK.

9 Bim OK dé dong hop thoai Excel Options.

10 Chon cac 6 D14: D16 va nhap vao ntit Numbers trong Quick Access Toolbar.
11 Lap lai budc 10 cho céc 6 B19: B21, D19: D21, B23 va D23.

Néu ban khéng con cén biéu twong macro trong Quick Access Toolbar, ban cé thé xéa nd.

12 Bam Customize Quick Access Toolbar roi bAm More Commands.
13 Nhip vao Numbers tir hop danh sach & bén phai. Sau d6 nhap vao nit << Remove va nhan OK.
14 Luu va dong s6 1am viéc. I1. Bai tap 1y thuyét:

1 Ban c6 thé thém bét ky 1énh Excel nao vao Thanh cong cu truy cip nhanh bao gdm ca nhiing 1énh hién khong
cé trong Ribbon.

a. bung b. Sai
2 Chc muyc nao Excel c6 thé tim kiém trong mot bang tinh?
3 Cho vi du vé thoi diém ban st dung Replace thay vi Replace All trong mét bang tinh.
4 Mot siéu lién két (Hyperlink) trong s6 lam viéc c6 thé duoc sir dung dé:

a. Tao mot bang tinh moi.

b. Mé& mot sb 1am viée khac duogc luu trix trén may tinh cta ban.

c. Khéoi chay mét trang web Internet.
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d. Tao mot email dugc giri dén mot trong nhimg ddng nghiép cta ban.
e. Chuyén dén mot 6 khac trong cing mét trang tinh.
5 Ban c6 thé sir dung Comments nhu thé nao trong mot trang tinh?
6 Excel c6 kha nang nhap dir liéu duoc luu trir theo cac dinh dang sau:
a. Extensible Markup Language (XML).
b. Plain text.
c. Comma Separated Values (CSV).
d. Microsoft SQL Server.
e. Open Document format.
7 Excel c6 kha nang xuét dit liéu st dung cac dinh dang sau:
a. Extensible Markup Language (XML).
b. Plain text.
c. Comma Separated Values (CSV).
d. Microsoft SQL Server.
e. Open Document format.

8 Ban co thé truy cap cac tap tin dugc luu trir trong thu muc Public trong OneDrive ctia bat ky ai - ngay ca nhiing
tap tin thudc v€ nhitng nguoi ma ban khong biét.

a. bung b. Sai
9 Macro la:

a. Chi kha dung sau khi ban d bat n6 bang cong cu Excel Add-In.

b. Hoi dang s¢ vi ma phirc tap ma ban phai nhap chinh xac.

c. Duoc str dung dé tu dong hoa mot loat cac bude hitu ich cho céc tac vu lap di 1ap lai. d. Mot loai ca.
10 Sb tinh chtra macro phai duge Iuu dudi dang s6 lam viéc dugc bat macro (macro-enabled).

a. bung b. Sai
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