BAI 10: GIOTI THIEU VE EXCEL
I. KIEN THUC CO BAN:

Microsoft Excel 13 mot phin mém hay 1a mot chuong trinh Gmg dung trong bo Microsoft Office, ma khi chay
chuong trinh img dung nay s& tao ra mot bang tinh va bang tinh nay giup ta dé dang hon trong viéc thuc hién:
- Tinh toan dai sb, phan tich dit liéu

Lap bang biéu bao cdo, t6 chirc danh sach

- Truy cap cac ngudn dit liéu khac nhau

- V& d0 thi va céc so dd

- Tu dong hoa cac cong viée bang cic macro

- Va nhiéu tmg dung khac dé giup chiing ta c6 thé phan tich nhiéu loai hinh bai toan khac nhau.
Tir Excel 2007 trg vé sau dung dinh dang tap tin méc dinh 1a “XLSX” (dwa trén chuan XML gitp viéc trao doi
dir liéu giita cac tmg dung duoc d& dang hon) thay cho dinh dang chuan trude day 1a “.XLS”.

1. Giao dién cira so Excel:
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2. CAc thanh phén trong cira s6 Excel:

a) Workbook (tdp tin/tdp tinh)
- GOm mét hodc nhiéu sheet (bang tinh), mdi bang tinh c6 mét tén riéng (Sheetl, Sheet 2...)
- Thong thudng mot tap tinh chi hién thi mot s6 bang tinh (3 bang tinh). Tuy nhién, néu can, c6 thé chén thém.
- Céc thanh phan caa Workbook:



Workbook

Worksheet

Worksheet

[ Chartsheet J [ Chartsheet

1048576 dong

16384 cot

b) Worksheet (bdng tinh): ‘
Woksheet con goi tat 1a sheet 1a noi luu trit va 1am viéc voi dir 1i€u, gom cét (A, B, ...) va hang (1,2, ...).
Mot Worksheet chira dugc 16384 ¢t va 1084576 hang (phién bang Microsoft Excel 2013 trd vé sau).
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¢) Chart sheet:

Ciing 1a mot sheet trong workbook, nhung n6 chi chira mét dd thi. Mot Chart sheet rat hitu ich khi ban
mudn xem riéng 1é timg do thi.

d) Thanh I¢gnh_Menu Bar: chi con menu File
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Book1 - Micrasoft Excel

Protect Workbook

Control what types of changes peaple can make to this warkbook.

Inspect Workbook

Before publishing this file, be aware that it contains:
Document properties, printer path, author's name and absalute path
Content that people with disabilities find difficult to read

Versions

7] There are no previous versions of this file.

Browser View Options

Pick what users can see when this workbook is viewed on the Web.

Properties -
Size
Title
Tags

Categories

Related Dates
Last Modified
Created

Last Printed

Related People
Author

Last Madified By

Show All Properties

T - 8 X
Signir

Not saved yet
Add atitle
Add atag

Add 2 category

Today, 09:50

Today, 02:32

Linhtinh

Add an author

Linhtinh

Menu File thyc hién cac 1énh nhu thém mdi, md mot File da ton tai, in an, luu tri¥, hay stra d6i cac thong

tin vé File, ...

e) Thanh Ribbon:

Thanh cong cu chira gan nhu toan bd cac 1énh dé thao tac véi chuong trinh, bao gdm nhiéu Tab Ribbon
(Home, Insert, Page Layout, Formulas, Data, Review, View, ...) bén trong la cac nat 1énh dugc dua vao
cac nhom 1€nh. Tuy tirng nglt canh st dung cac nit 1énh s€ sang 1€n cho phép nguoi dung thao tac.



4 Chi tiét cac Tab Ribbon

- Home: Xuét hién méc dinh trén thanh Ribbon, chita cac nhom lénh nhu sau:
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+ Clipboard: Cit dan

+ Font: Font chi

+ Alignment: Can 1& noi dung
+ Number: Dinh dang dir li¢u

+ Styles: Pinh dang bang tinh
+ Cells: Thao tac voi Cell
+ Editing: Ham, loc, tim kiém dit liéu

- Insert: Xuét hién mic dinh trén thanh Ribbon, chira cic nhom 1énh lién quan dén viéc chén cac d6i tugng vao

van ban, chi tiét nhu sau:
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+ Tables: Cac chén bang vao thao tac voi bang

+ Illustrations: Cac 1énh chén doi tugng dd hoa

+ Add-Ins: Cac tién ich bd sung dé tim kiém
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Charts: Lénh chén cac lién két

Text: Lénh lién quan dén viéc chén cac dbi tuong
TextBox, Wordart, Header & Footer, ...

Symbols: Lénh lién quan dén viéc chén cac biéu tuong

- Page Layout: Xuét hién mic dinh trén thanh Ribbon, chta cac nhom 1énh lién quan dén bd cuc cua ban tinh.
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+ Themes: Tuy chinh nén cho bang tinh.
+ Page Setup: Céc 1énh thiét 1ap dinh dang trang in

+ Scale to fit: C6 dinh sd trang in trong mot van ban

+ Sheet Options: Tuy chinh Sheet
+ Arrange: Cac 1énh sdp xEp cac doi tugng trén
van ban

- Formulas: Xuat hién mic dinh trén thanh Ribbon, chira cac 1énh 1am viéc v6i ham va cong thic
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+ Function Library: Chtra Iénh goi cac ham trong Ex

+ Defined Names: Chura 1€nh dinh nghia vung lam viéc
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cel + Formula Auditing: Chtra 1énh tham chiéu
cong thuc

+ Calculation: Tuy chon tinh toan trong Excel

- Data: Xuét hién mic dinh trén thanh Ribbon, chtra cac 1énh lam viéc véi dit lidu
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+ Get External Data: Ly dit liéu tir nhitng (mg dung

khac.
+ Sort & Filter: Chira 1énh sap xép, loc dir li¢u.

+ Data Tools: Chtra mot sb cong cu thao tac voi
dir liéu.
+ Outline: Chira cac Iénh nhom dir liéu.

- Review: Xuét hién mic dinh trén thanh Ribbon, chtra cac nhém 1énh lién quan dén cac thao tac nhu kiém tra
ngtr phap cho ndi dung bang tinh, tao ghi chu, bao mat bang tinh, ...
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+ Proofing: Kiém tra ngit phap cho ndi dung bang tinh  + Comments: Tao ghi cht

+ Language: Tra nghia tir trong bang tinh + Changes: Bao mat bang tinh
- View: Xuit hién mic dinh trén thanh Ribbon, chira cac nhom 1énh hién thi, chi tiét nhu sau:
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f) Cell (6):
-Olasu giao nhau cua dong va cot, mdi 6 duoc xac dinh boi cot va dong tuong ung goi la dia chi 6.
- O cubi cung trong mot bang tinh co dia chi 1a XFD:1048576.

g) Range (vung):
La mot pham vi gém cac 6 lién nhau duoc xéac dinh boi dia chi 6 trai trén va 6 phai dudi. Dé lam viéc thuan
loi, thudng str dung tén ving thay vi goi truc tiép. Nhu vay dia chi ving 1am viéc hién thoi chinh 1a dia chi ctia
nhom Cell duoc chon.
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h) Name box: Vung dia chi vi tri con tré hi¢n thoi

EH S B[ -

- Ngoél viéc hién thi Vflng dia chi con tro hién HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW

p A . A ) 4 p \ S b Cut imes New Roma ~ AN = ® B

thoi hop thoai nay con cho phép ngudi dung e L - =

Pa‘ste ¥ Format Painter B IU- Z- &- A- === ==

nhédp vung dia chi ma minh muodn di chuyén Cipbozrd Fart s Algnment

fe ~io o e £ . 2 A A5 - I
tdi. Gia st nguoi dung muodn di chuyén dén 6
A B C D E F
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Lueu ¥: V6i phép tinh don gian chiing ta hoan toan c6 thé nhap truc tiép cong thirc vao thanh Formula. Tuy
nhién v6i nhimg phép toan phirc tap sir dung nhiéu ham két hop v6i nhau, nhung ham d6 ngudi dung ciing

khong nhé rd céch viét thi 6 thé nhdp chon vao biéu twong fx d& bt hop thoai Insert Function.

)

Search for a function: |
Type a brief description of what you want to do and then I
click Go
Or select a category: | Most Recently Used |E|

Select a function:

AVERAGE
IF

HYPERLIME

COUNT

MAX

5IN

SUM(numberl,number2,...)

Adds all the numbers in a range of cells,

Help on this function

Hoic gd dau = (hodc +) vao thanh Formula sau d6 chon cac ham bén hop thoai Name Box.
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Excel 2013 cung chp san.

- Gi4 tri hién thi trén 6 khac cong thirc ma 6 d6 chira. Vi du trén 6 B3 c6 gia tri 13 14 va cong thuc 1a: 6+8.

H - = :
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA
E}\{)Cut Times Mew Roma ~ |14 - .»'-\A ,a,' == =
52 Copy -
Paste - | . - ===
% Farmat Painter Iy = O A - = =
Clipboard [Pl Font Pl
B3 - Jo | =68
A B C D E
1 Excel 2013 cung cép sin.

2
3 | [ 4
4

J) Thanh Sheet Tabs:
Dé cd thé thao tac vai cac Sheet ndy ching ta sir dung thanh cng cu Sheet tabs. Véi cac 1énh co trén
thanh cdng cu nay ngudi dung c6 thé thém, hiéu chinh, x6a hay di chuyén qua lai giita cac Sheet mot
cach dé dang.

k) Thanh trgng thai (Staus bar):
Chtra mot s6 thdng tin hién thoi cua van ban nhu ché do hién thi, phan trdm hién thi, trang hién tai, ...
B M oe—F—+ 100%

- Thay d6i ché d6 hién thi bang thanh trang thai: C6 thé thay d6i mot trong 3 trang thai trong bang tinh bang
cach nhap chon cac nit hién thi trang thai i ol trén thanh Status.
- Thay d6i ché do Zoom: Pé phong to thu nhé man hinh 1am viéc chinh, nguoi dung c¢6 thé str dung thanh trugt
N -—— S A reA 13 LA . Aes A LA L -2 . A
trén Status bar . DPau tién la thong tin mo ta ve phan tram hién thi (70%), bén canh
1a thanh truot néu vi tri danh dau ¢ chinh giita 1a 100%, c6 thé tang hodc giam phan tram hién thi bang cach
kéo biéu turong danh déu vé mot trong hai phia cta vi tri 100%.
I) Quick Access Toolbar
- Quick Access Toolbar 1a mot thanh céng cu tity chinh chira cac 1énh c6 thé sir dung. Nguoi dung c6 thé
dit Quick Access Toolbar 1én phia trén hoic phia dudi ving Ribbon. Dé thay dbi vi tri cuia Quick Access
Toolbar, kich vao mili tén phia cudi thanh cong cu va kich Show Below the Ribbon.
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- C6 thé thém cac muc vao Quick Access Toolbar. Kich phai vao bat ky muc nao trong Office Button hay
Ribbon va Kich Add to Quick Access Toolbar va mot phim tat s& duoc thém.

V. THAO TAC TREN WORKBOOK

1. Tao file bang tinh méi:
Lénh File »> New hodc nhan Ctrl+N
2. Mo file bang tinh di c6 siin trén dia:
Lénh File - Open hodc nhan Ctrl+O — hop thoai Open
3. Pong mot file bang tinh dang mé
Lénh File —» Close (Alt+F4).
4. Luwu trir bang tinh:
Lénh File — Save hodc nhép nut = hodc nhin Ctrl+S — hop thoai Save As (chi xuét hién khi luu

lan dau).
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