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. Muc tiéu bai hoc
- Excel la gi?

“ G1ao dién Microsoft Excel 2013
} ‘ Nhap dir liéu vao trang tinh (Worksheet)

u Lam viéc véi so tinh (Workbooks)

ﬁ- Chon 0 trong trang trinh
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1. Muc tiéu bai hoc
— Giéi thiéu vé chuong trinh Excel 2013.
— Nhan biét cac thanh phan trong ctra s0 chuong trinh.
— Céc kiéu dir ligu
— Nhap dir li€u dung
— Di chuyén trong bang tinh
— Cac thao tac quan ly tap tin bang tinh.
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2. Excel lagi?
= Bang tinh (Spreadsheet).
= S0 tinh (Workbook).
= Trang tinh (Worksheet)
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— Bat dau vé1 Microsoft Excel e e e o oo
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. Paste - B I U-~- %%« &'A' === & 3= $ -9 s g0 oM Conditional Formatas Cell st Sort & Find &
an In 0’1 OI I ar - o o Formatting~ Table= Styles- [ Format~ L7 Filter~ Select~
° Clipboard Font [F] Alignment ] Number [F} Styles Cells Editing -~
Al - Je v
Vd
= Trang tinh (Worksheet
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]
2
3
4
5
E I Sign in to get the my &
xce 7
8
9
Recent 10
11
You haven't opened any workbooks recently. To A B C 12
browse for a workbook, start by clicking on Open
Other Workbooks. 1 :l
2 o ] c )
3 , | Your Company Name
@@ Open Other Workbooks 4 1] Emises
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& H . -
¢ | Stotement -
7 7 Sheetl ® [ v
Blank workbook Billing Statement Blood Pressure TiliI3e0] HH P -—F—+ 100%
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. : Personal Monthly Buc
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3. Giao dién Microsoft Excel 2013
— Thanh tiéu dé (Title bar)

Biéu twong (rng dung Tiéu dé tai liéu Nt tro giap Nat tuy chon hién thi Ribbon
(Program lcon) (Workbook Title) (Help button)  (Ribbon Display Option button)
v ! (1
_ Bookl - Excel ? E
Thanh cong cu truy cdp nhanh Nut diéu khién cira sé (rng dung
(Quick Access Toolbar) (Control buttons)
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— Hé thong 1énh (Ribbon)

Cac thé lénh (Ribbon Tabs)

b

HOME IMSERT PAGE LAYOUT FORMULAS DATA REWIEW VIEW CEVELOPER Signin
alls rx\ ™ - — = - E‘I'THSE'I'T - Z h A
B o Calibri AN == =F General - " & .} T

Paste 2 C -:I' I F - Cell G Delete - 'E:Z&F["di]&

aste E I U~ [+ s - === e s - - G5 9 .0 .00 onditional Formatas = et ort [y}

- o - o = =2 $ o= Formatting* Table+ Styles~ [ Fermat~ L - Filer~ Select -
Clipboard la Alignment Mumber Fa Styles Cells Editing

Cac nhom lénh Kich hoat hop thoai Nat 4n cac biéu trong
(Groups) (Dialog box Launcher)

lénh trén Ribbon
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— Thanh cong thirc (Formula bar)

W

BS - fe =(2+5)*3

t t t t
Nat mo rong

Hop dinh danh Nt [énh Cancel, Enter va nit chén Hop chira ndi dung
thanh céng thirc

(Name Box) ham thuw vién Insert Function trong &
— Thanh chon trang tinh (Sheet Tabs)
« | ..| Sheet2 | Sheet3 | Sheet4 | Sheet5 | Sh ... [#) .

Nat chén trang  Nat diéu chinh dién

Cac nat chuyén trang tinh
tinh moi tich Sheet Tabs

Nhan chudt phai dé xem toan b céc trang tinh
— = —
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— Thanh trang thai (Status bar)
Cac théng tin vé tai liu Cac nut chuyén déi giao dién Thu phong tai liéu
(Workbook Information) (View Shortcuts toolbar) (Zoom controls)

|

READY (CAPSLOCK 84 EH M ——3—+ 100%

— Thanh cuon (Scroll bar)

Thanh cudn doc
(Horizontal Scroll bar) =iy

Thanh cuén ngang
(Horizontal Scroll bar)

l -
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Excel Options x
General Disable hardware graphics acceleration 2
For cells with comments, show:
Formulas o
() Mo comments or indicators
Proofing () Indicators only, and comments on hover
, A Save i® Comments and indicators
> Thao taC thanh CUQH ngang Language Default direction:
. () Right-to-left
(Horizontal Scroll bar) || Advanced ® Letttourght
, A Customize Ribbon
> Thao ta.C thanh CuQn dQC Quick Access Toolbar Display options for this workboolk: Eh:n:uk'l w
(Vertical ScrO” bar) Add-Ins Show horizontal scroll bar
Show vertical =croll bar
s A . A s A Trust Center
» Thao tac an/hién cac thanh cudn Show sheet tabs
Group dates in the AutoFilter menu
For objects, show:
® All
i Meothing (hide chjects) W
L4 >
O Cancel
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— Cac thuat ngtr co ban
= Con tro 0 (Cell cursor)
= Nt dién dix lidu (Fill handle)
= O hién hanh (Active cell)
= Tham chiéu 0 (Cell reference)
* Vung (Range)
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— Cac bi€u tugng con tro chuot
Con tro chuot Y nghia

Trang thai théng thiéing, chon cic ddi tuong.

Binh vi trong viing huéi, chon cac 6.

Binh vi hﬁnFﬂ]‘ham‘ile clia con tro 0, chep hay dien dir
liéu cho cic 6 lién ké.

Ctrl, dién diy dit liéu (series).

Bjnh_ﬁtaibiéncﬂaéhayﬁmgdangch@nﬂédi
chuyén.

3

ar

1

|:|¥ Pinh vi trén Fill handle dong théti nhin va giit phim
—i

Dinh vi tai bién ciia ddu cét. diéu chinh d6 réng cia

E + oot
11 Binh vi tai bién ciia diu dong, diéu chinh chifu cao ciia
_12-1_ dong.
B y Binh vi tai d3u cét d& chon cit.
- - P . H -
J Binh vi tai ddu dong dé chon dong.
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— Str dung Quick Access Toolbar (QAT)
> Thay d6i vi tri ctia QAT
» Thém cac Iénh vao QAT

Add to Quick Access Toolbar

Custoemize Quick Access Toolbar...

Show Cuick Access Toolbar Below the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Bookl - Excel

Thanh coéng cu truy cap nhanh Trinh don tuy chinh thanh céng cu truy cdp nhanh
(Quick Access Toolbar) (Customize Quick Access Toolbar)
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Excel Options
General o . .
E-E Customize the Quick Access Toolbar.
Formulas
) Choose commands from: (i) Customize Quick Access Toolbar (i)
Proofing Popular Commands El For all documents (default) El
Save
Language <Separator=> = H save
HY Borders |> 5 Undo |>
Advanced Calculate Mow @ Redo |>
Customize Ribbon = Center
% Conditional Formatting b=
Quick Access Toolbar (=] Connections
Add-Ins E2 Copy
11 Create Chart
Trust Center Custom Sort... | |
o Cut
Datasheet Formatting
A Decrease Font Size
7 Delete Cells...
%' Delete Sheet Columns
“# Delete Sheet Rows
(U9 Ernail
< Fill Color [»
Y Filter
Font I-
A Font Color | 3
Font Size I-| -
[] Show Quick Access Toolbar below the Customizations: -
[ ok ][ Cancel
13
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» Thém cac Iénh vao QAT
» XoOa cac lénh trén QAT

Excel Options (=7 ] H ©- & I

Font Size I-| - Lodiy |

Custornizations: | Reset ¥ |0
Show Quick Access Toolbar below the ustomizations
Ribbeon Import/Export ¥ |

Touch/Mouse Mode

Genzral =L, Customize the Quick Access Toolbar. Customize Quick Access Toolbar
Formulas H
Choose commands from: () Customize Quick Access Toolbar () N
. . - EW
Proofing |Popu|ar Commands EI |For all documents (default) EI C!} Arial
Save D E‘FEBI . Open
Language <Separator> - H save
i Borders |> S Unde |> pEStE w B I L o SE"."E
Advanced Calculate Now * Redo |> i
. . = Center [
Customize Ribbon — B
_ % Conditional Formatting b= Cllpbﬂafd P Email
[£] Connections . .
i Bz Copy " . Quick Print
10 Create Chart i ) i
Trust Center Custom Sort. e Print Preview and Print
4 Cut o
Datasheet Formatting | - | ﬂ q E SpE”lﬂg
2 Decrease Font Size *.7 4 |T| 1 I
Fx Delete Cells... — — 2 1 » Undao
% Delete Sheet Columns
E7 Dele!‘.e Sheet Rows 3 Redo
[% Email 4
< Fill Color ’ .
Y Fiter ! 5 Sort Ascending
Font I- .
A Font Color [» — B Sort Descending
7
B
9

More Commands...

—
L]

[ ok || cance |

Show Below the Ribbon

—
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— Str dung Ribbon
» Thu nhé hay mo rong Ribbon
» Sur dung nut tuy chinh Ribbon Display Options

Phat Tai Nguyen - m

> AutoSum - %T H

[¥] Fill =
Sort & Find &
= Clear~ Filter =~ Select =

Editing
Collapse the Ribbon (Cirl+F1)

Meed a bit more space? Collapse the
ribbon so only the tab names show,

4/20/2022 MOS Excel 2013
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— Nhan dang cac biéu tuong man hinh (Screen Symbols)

Biéu Tén  biéu
twong twong
S Paste

[& (e Options

- AutoFill

ot Options

= Quuck

=l Analysis

Y nghia

Sau khi sao chép dir liéu nguon va dan, ban
co thé chon cac tuy chon dan dir liéu.

Sau khi dién dir liéu, ban c6 thé chon cac tuy
chon dién dir Liéu.

Sau khi chon mot ving dir licu, ban co theé
thwe hién nhanh mot s6 chirc nang phan tich
dir hiéu.

4/20/2022
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4, Nhap dir liéu vao trang tinh (Worksheet)
> Nhap dir liéu truc tiép vao 6
» Nhap dir liéu thong qua thanh cong thirc
» Huy nhap dir liéu
» Stra dir liéu

» Cac phim thuong dung khi nhap liéu

4/20/2022 MOS Excel 2013
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— Cé&c kiéu dir liéu (Data type)
* Van ban (Text)
= SO (Numbers)
= COng thure (Formulas)

Coéng thirc dwoc hién thi trén Formula bar

v
B;"_ > jEt =‘2+5}:&:5
1
2 35|*_ TI’O!'IE:J}‘II?I"I thi Ifet
- qua cha cong thirc

4/20/2022 MOS Excel 2013
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— Nhap van ban

» Tinh nang AutoComplete — T %

> Bat hay tat tinh ning AutoComplete |/ ...
— Nhap Sé Formulas

D Advanced options for working with Excel.

Proofing Editing options
u 86 bao gém CéC ky 86 (0__9) Vé Cc,) Save After pressing Enter, move selection
A 4 A A s A Language Direction: | Down |~
the CO mQt SO ky hl@u Sau Advanced [] Automatically insert a decimal point
A A \ r A o Places: 2 =
g SO dugc nhap vao €O the duo’c Excel customize Risben Enable fill handle and cell drag-and-drop
© A 9 r < R . Cluick Access Toolbar o
di€u chinh cach hién thi Alet before overuriing cels
* Add-Ins Allow editing directly in cells
u Nhap 86 V(’)’i déu thap phén 06 dinh Trust Center . Extend data range formats and formulas i

- Nhﬁ,p sO nhu 1a van ban Cancel

4/20/2022 MOS Excel 2013 19
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— Nhéap ngay va gio

* Nhap ngay (Date)
* Nhap gio (Time)

— Di chuyén xung quanh trong trang tinh
> C4c (t6 hop) phim diéu huéng

4/20/2022

Phim/Té hop phim

Cac phim min tén
Left, Paght, Up, Down

Tab/Shift+Tab
PageUp/PageDown

Alt+Pagellp/PageDown

Ctrl+
LeftRightTUp/Down

Nhin phim End, 1éi
nhéin
LeftRaght Tp/Down

Home

Ctrl+Home

Ctrl+End

’G Bai 1: G161 thiéu Microsoft Excel 2013

Di chuyén

Sang trai, sang phai, 18n trén, xudng dwdi mét
0.

Sang phai‘trar mot o.
Lén/xudng mét trang méan hinh cira s6 Excel.

Sang trii/phdl mot trang man hinh cita 36
Excel

Dien © bién cua ving co chira dir hen hien tuc,
hodc 6 dau'cudl cua dong/cot.

Pén 6 gin nhit co chira dit ligu.
Vé & din cua dong.
Vé diu trang tinh (5 Al).

Pén & cudi cimg cia ving chita dit ligu lén
nhit trong frang tinh.

MOS Excel 2013
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5. Lam viéc vai so tinh (Workbooks)

— Luu so tinh
» Luu so tinh méi
» Luu tap tin dudi mot dinh dang khac
> Luu tai liéu thanh mot tap tin mau

[ save As =]

—
@uv| .« Documents » MOS Excel 2013 »

Save As

(.‘, OneDrive - Personal
Etl Computer
Lo

+ Add a Place

~ [ 43 ][ Search MOS Excel 2013 o

Organize + MNew folder g== - ®

=
Name Date modified Type
[ Favorites il

. | Files
= Libraries =
™ Computer
& @

. Documents

. PerfLogs

. Program Files

1/29/20171:21 PM File folder

. Temn =[]

? - O %
Quang Tran Huy ~

E;I Computer

Recent Folders
Documents

Desktop

File name: MyWorkbooH

Save as type: [B(cel Workbook

Authors: Tran Huy Quang

[ Save Thumbnail

' Hide Folders Tools ~ [ Save

——a—
4/20/2022

| [ caneel |
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— Tao mot so tinh moi

> Tao mot so tinh trong (Blank workbook)

> Tao mot so tinh mai tr mot mau

Excel

Recent

MyTemplate
Documents » Customn Office Templates

[@¥ Open Other Workbooks

4/20/2022
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Search for online templates

Suggested searches: Business Personal Industry  Financial Management

Logs Lists Calculator

FEATURED PERSOMAL

: Take a
: tour

7T - 0O X

Quang Tran Huy

quang.th@outlook.com

rvernomy List

MOS Excel 2013
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— Mo so tinh

> Hai cach mé so tinh

Split [ View Side by Side

== =

Swiitch Macros
Windows ~ -

1 Student Schedule
v 2 My Spreadsheet

_______ iHide Synchronous Scrolling
Unhide Reset Window Position
Window
- -

4/20/2022
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— Chuyén doi giira cac so tinh

Open

@ Recent Workbooks

(& OneDrive - Personal
El:l Computer
Ly

+ Add a Place

Account

Options

Excel

Recent Workbooks

a=5| My Spreadsheet
Desktop

ELl My Macro Spreadsheet
L7 Desktop

E-l My Macro Template
i Desktop

== My Template
Desktop

==| TestingTemplate

Documents » Custom Office Templates

m-=| Academic calendar (any year)
Desktop

A== Inventory list with reorder highlighting
Desktop

m-= Personal expenses calculator
Desktop

m-- Student calendar (Mon)
Desktop

fii Loan comparison calculator

2 - 0 %
Quang Tran Huy =

MOS Excel 2013
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— Pong so tinh
» Dong tai liéu nhung khong thoat khoi Excel
» Thoat khoi Excel

EIC

4/20/2022 MOS Excel 2013 24
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— Lam viéc v6i ché d6 twong thich (Compatibility Mode)
> Mo so tinh ctia phién ban thap va chuyén doi sang phién ban 2013
> Luu so tinh thanh phién ban tir 97 dén 2003
> Kiém tra tinh tuong thich cta so tinh

Tai liéu duoc tao tiF cac

phién ban tryd'c duoc md
Erampln 1-1 [Compastilfy Mode] - Bl
Compatdaibty kiode
Gorsy rerae eaburar sre i b provend preklyen;
e of CHio.

Whin wa ke wih pREN TV EE
ey Tt il il | ol o T Pl s b, it iy

O

Probect 'Workbook

Caontyod whsl ppsin of < handgs pecps <an maka i

Imspect Winrknoo
i pubksing this 112, be: pwame

::::::

MOS Excel 2013

Microsoft Excel - Compatibility Checker

The following features in this workbook are not supported by earlier

'ﬂ 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 Ocourrences
Minor loss of fidelity 1
A table style is applied to atal:_JIE in this 1
displayed in eanier versions of Excel, | Ed Hen
Location: 'Sheetl’ Excel 97-2003

|:| Check compatibility when saving this workbook.

[ Copy to Hew Sheet

En)
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6. Chon 0 trong trang trinh
» Chon mot vung
> Chon nhiéu viing khong lién tuc
» Chon toan bo trang tinh
» Chon dong hoac ¢t

4/20/2022 MOS Excel 2013
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7. Tong két bai hoc - Céac k§ ning lién quan dén bai thi MOS
— Tao, Iuu, m¢& va dong cac sO tinh.
— Di chuyén va nhap dit liéu trong trang tinh.
— Su dung thanh cong cu truy cap nhanh QAT.
— Sir dung hé thong 1énh Ribbon.
— Chon cac 0 hay vung trong trang tinh
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