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Cap nhat dir liéu:
- Thém ban ghi.
- Chinh swra.

- X0a ban ghi.

[t

Sép xép — Loc *



BAI 5- CAC THAO TAC CO'BAN TREN BANG %

1. Cap nhat dir liéu:

- La thay ddi dir liéu trong cac bang:
» Thém ban ghi méi.
» Chinh sira.
» Xo0a ban ghi.



@ \BAI5-CACTHAO TAC COBANTRENBANG %

1. Cap nhat dir liéu:
a. Thém ban ghi méi:

C1: Chen Insert - New Record hoic nhay »

C2: C6 thé nhay truec tiép vao ban ghi trong & cudi bang roi
go dir li€éu twong rng.

Click chon  New Record

Insert | Format Records °
I»  NewRecord Ctrl++

N

i | Column
Click chon

l Lookup Column...

Hyperlink Column
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1. Cap nhat dir liéu:
a. Thém ban ghi méi:

DanhSach : Table

HMzszinh .
b Ta Thi Iwl St OE07 20 Cai Fa
e L& Thi Hai NZ20320 Vinh L
= L& WVan Ea 030490 TP HC
| Fhan Thi Tir 040550 Hus
A FPhiam Thi H &m 0EO7F 20 1T Tnlit
& Lam Van Shan 070220 Ha MG
T Q7070 Ca Mia

1 [ » [ w1 ][+3%] oF =

Click trwe tiép vao ban ghi
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1. Cap nhat dit lidu:

a. Thém ban ghi méi:
b. Chinh sira:
> Nhay chudt vao gia tri ciia 6 can chinh sira, chinh sira
xong thi nhan Enter.

B T_DanhSach : Table

Hgsinh Hotsmh Hu

1 Ta Thi MGt 06/07/90 C'di M
2 L& Thi Hai 02/03/90 Vinhlong
3 L Vin Ba 030490 1
4 Phan Thi Ty 04/05/90 Hu
5 Pham Thi M &m 06/07/90 1T Minh
§ Lim Vin Jdu 07/02/90 Ha H&i 1
7 LaThi Bay 07/07/90 4 Mau
1
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1. Cap nhat dit liéu:

a. Thém ban ghi méi:
b. Chinh stra:
c. X0a ban ghi:

Co may cach
x0a mot ban

ghi?

/

Cach 1:

B1: Chon ban ghi can x6a.
B2: Nhay nut »x< (Del&te R@ord) hosic nhan phim Delete.
@‘Q\x s 33 Xuat hién hop shoai Yes (No)
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1. Cap nhat dit liéu:

a. Thém ban ghi méi:
b. Chinh swra:

c. X0a ban ghi:
Céach 2: Chon ban ghi can x6a, nhan chudt phai chon

(Delete Record)

| E Yoo W ar L it I arm
b MNewvs Pecor [ | THi Tir iy
[ Delete Record at: T hart Ham Fam
3 -~ :n:rtlg Tl B axr Hir
3 1 Tl T atn iy
== SopY & Thi T &= iy
1ty Thi E4 i
1 I: Fowe Heigh Tl I &1 Hiy
I a1ty WAt Il =i Ham
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2. Sap xép, loc:

a. Sap xép:

- Muoy ' : siam dan):

> T Vay cach sap xép cac ban
ghi c6 thwc hién giong

> w cach sap xép trong
bang t\l'nh Excel Khong ?

> Click biéu twong % ] Sort Ascending hoic ﬁl
Sort Descending.
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> Vi du: Sap xép theo té bang dir liéu sau

B Hocsinh : Table

—
[ |
>

maso Ho Ten | Giatinh | Mgaysinh Doanvien Diachi
1 Pharn Lé Ark o Marm 14/11/1991 Minh Kiéu 1
2 Lém Qubc Anh Mam 1851171931 ] Binh Thiy 2
3 Mhan by Chiu M 25/05/1991 Minh Kiéu 3
4 L& Mguyén Tam  Ban [ 160971931 L] Binh Thiy 1
5 %0 vAn Manh Em Mam 010151931 An giang 2
B Trin Hwong Giang N 09041991 Minh Kiéu 4
7 Mguyen Thi Vigt Hing M 06/12/1991 ] Binh Thily 2
g Tran Mguyén Trun Hiéu  Mam 220311991 Binh Thily 1
5 Cao Auan Hoang  Mam 160371991 Minh Kiéu 4
10 %wong Thi Thanh Hug M 15/08/1991 ] Minh Kiéu 2
11 Tran Qubc Hing — Marm 12/07 /1991 Binh Thily 3
12 Lam Phil An Huy — Marm 17/05/1991 ] Minh Kiéu 1
13 Phan Thi Thanh  Kigu M 04/01/1991 Binh Thily 2
14 Mai Thanh Lan M 23/06/1991 Binh Thily 3
15 Pharn Kiéu Loan  Mik 2R/0451931 Ll Cai Rang 2
16 % Tudn binh  Marm 07 0941951 0 mén 1
17 B Huy Phudtc Mam 27/05/1991 Thit Nt 3
18 Hoang Duy Thinh  Mam 240471931 ] Minh Kiéu 2
19 Mguyén Hai Minh Trim M 060171991 Binh Thily 1
K 20 Trén Tuén W] Marn 160371991 Minh Kiéu 4™
Record: [M[l“ | [L][ﬂ][ﬂ&] af 20 ¢ ¥



BAI 5- CAC THAO TAC CO'BAN TREN BANG

> Nhay chuét vao trwéng To, sau do nhay nut *‘L\l

> Dir liéu sau khi sap xep

| =
_ maso Ho Ten Ginitinh | MNgaysinh |  Doanvien | Elia chi To I
> 19 MguyEn Hai Minh Tram M 050141991 Binh Thiy 1
' 16 %1 Tudn finkh  Marm 07 /0241991 O min 1
12 Lém Phi An Huy Marm 170541991 | Minh Kigu 1
4 L& Mguyén Tédm  Ban iy 160915991 El Einh Thiy 1
1 Pharn L& Aib Marm 14111991 Minh Kigu 1
8 Tran Mguyén Trun Hidu  Mam 22/03/1991 Einh Thiy 1
10 %worng Thi Thanh Hué I+ 15/08/1991 |l Minh Kigu 2
18 Hoang Duy Thinh  Mam 24,/04/1991 ] Minh Kigu 2
2 Lam Qudc Anh Marm 18111991 ] Einh Thiy 2
15 Pharn Kiéu Loan M 260441991 Fl Cai Rang 2
13 Phan Thi Thanh  Kiéu  Mii 040141991 Binh Thiy 2
5 %4 wan Manh Em Marm 01/01/1991 An giang 2
7 Mguyén Thi wigt Hang M 05/1241991 El Binh Thiy 2
3 Mhan My Chiu | M 25/05/1991 Minh Kiéu 3
11 Trén Qubc Hing  Marm 1207 /1991 Einh Thily 3
14 Mai Thanh Lan I 230541991 Binh Thiy 3
17 Bli Huy Phudc  Mam 27 M5/1991 Thit MAt 3
5 Tran Huworng Giang | M 09/04/1991 Minh Kigu 4
20 Tran Tudn Wi Marm 16/03/1991 Minh Kigu 4
_ 9 Cao xuin Hosng  Mam 1603195 Minh Kigu 4
| #* 0 ] 0




BAI 5- CAC THAO TAC CO'BAN TREN BANG %

2. Sap xép, loc:

a. Sap xép:
b. Loc:

Tim ra nhitng ban ghi théa man mét s6 diéu kién nao @6 phuc
vu tim kiém.

» Str dung cac nUt 1énh sau day trén Table Datasheet

2z Loc theo 0 dir liéu dang chon

-
\fa Loc theo miu, diéu kién dwoc trinh bay dwéi dang mau

Y I Loc/Huy bo loc
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o0 N

* Loic theo oa doo liedau hang choin:

» Choin oa (hieau kiean loic);

> Click bieau tooiI

& Bang diem : Table

“.g:;

(Filter by selection).

ElE)E]

MGEAY SINH | TOAM | AR | LY | HOA | ARMH | TIN

SRR Mogoc Anh

2/ Mguyén Huy Hoang
3 Trdn Trong Khii

A4/ LE Thu Mga

5 B4 Bich Hang

B Phan Anh Tuén

7 L& Kién Quéc

S Truong Héng Ha
9 Mguyén Minh Bikc
10| Phong Thanh %an
#* | nber)

051115992
051 5519592
OS24, 992
O5/051 9592
101511992
1001519592
07301991
03051 9592
11.06,1992
O 05 9590

Record: 14 | || 1

| w1 k] of 10
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* Két qua : Hién thi tat ca nhitng ban ghi c6 ho Nguyén

& Dang_diem : Table

all HOTEN MAY SINH | TOAN [ VAN LY | HOA [ ANH | TIN

I Mguyen Mgoc Anh | DB/11A82 B0 B0 b5 65 70 4l
2 Nguyen Huy Hoang 037871932 80 70 80 75 gl 30
d Nguyen Minh Bac - TIORAY2 B0 70 45 8h 80 100

Record: 14 M of 3 {Filkered)

> Néu két thic loc (tra vé danh sach ban dau) click vao
(Remove filter)

'
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* Loc theo mau:

Bl. Click \'E (Filter by form);

B2. Trong hép thoeai Filter by Form nhip diéu kién
loc (Filter by form);

VD: Loc tat ca cac hoc sinh c6 diém Toan >=8

& Dang_diem: Filter by Form
STT HOTEM MGAY SINH

}

Look for Qr
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* Két qua : Hién thi tat ca cac ban ghi nhirng hoc sinh co diém
TOAN >=8

&6 Bang_diem : Table

ST HOTENM MGAY SINH | TOAN

2 Mguyén Huy Hodng | 0341501992 9.0
7 L& Kién Qubc 07/30M1991 8.0

1
P| 9 Mguyen Minh Bic 11061952 5.0
10 Phing Thanh %an 070811992 84

Record: 14 | 1 || I |H |I*-3'IE| of 4 (Filkered)

Muon tra vé danh sach ban dau, click vao 7 |

(Remove Filter)
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Theo cdc em cO may
cach deé tim kiem? Bo
l1a nhirng cach nao?




3. Tim kiém don gidn
» Cach 1:  Chen Edit > Find...
»> Céach2: Nhaynut 49

> Cach 3: Nhan Ctrl + E

Find and Replace

Find | Replace
Find What: Nam ¥ | | Find Next
Cancel
Look In: Hocsinh : Table
Match: Whole Field v
Search: Al v
[ IMatch Case Search Fields s Formatted

+ Trong 6 Find What g6 cum tir can tim.

+ Trong 0 Look In: Chon tén bang hoac trwong hién tai.
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3. Tim kiém don giin

Fi

ind and Re place

Find Replace |
Find “What: 1 - Find Me:xt
| ancel |
Look In: ]

+ Trong 6 Match chon cach thire tim kiém:

¢ Any Part of Field: tim ¢ phan bat ki ciia truong.
¢ Whole Field: tir tim la noi dung 1 0.
¢ Start of Field: tir tim nam & dau ciia truwdong.

+ Nhay nat Find Next dé tim kiém tiép.
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3. Tim kiém don gian

Find and Replace

+ O 1énh Replace khac ¢ Find 6 Replace With

O nay ta gd cum tir thay thé cum tir & 6 Find What.
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4. In du licu:

Thiét dit trang in: File> Page Setup....
Xem trwée khi in: File> Print preview
In dix liéu

ClL:Ctrl+P

C2:Vao menu File - Print...

=

C3: Nhan chon biéu twong may in trén thanh cong cu:




* Y nghia mot so ki hiéu trén thanh cong cu:

= %J" EL *E:: \ﬁ O3 | e kR |

Sip xép ascending

Sip xép descending

Xoa ban ghi

Loc theo 0 dir licu dang chon

Loc theo miu, diéu kién Thém ban ghi mai

Loc/Hity b6 lgc | | Tim kiém




GHI NHO

1. Cap nhat dir liéu:

EEEEEE

2. Sip xép va loc

3.Tim kiém d.gian

4. In dir lieu

> Thém ban ghi mol
» Chinh stra
» X0a ban ghi

(~
>N

> .oc

> Tim kiém

» Thay theé



file:///F:/DG/Bai 5.mdb

