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1. Muc tiéu bai hoc
— Cach thic dinh dang cac 0.
— Céch trinh bay dit liéu so.
— Su dung cac ‘tinh nang dinh dang nhu Themes, Cell Styles, va dinh dang
dir 11€u c6 diéu kién.
— Cau hinh so tinh
— Bao vé céc trang tinh va cau tric cia so tinh
— Bao mat cac tap tin so tinh
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A

2. Dinh dang 0

4 - E | a
................ A B | €| B | E|F S | H |1 ] K S _—
) Grocery List Grocery List Calibri Light 11 A A TE = - EF General
2 ITEM QTY | UNIT | PRICE TOTAL ITEM QTY | UNIT | PRICE | TOTAL B I U- - H-A- ===é&= - $ -9 s
3 |Apples 3/ lbs 2 &  |Apples 3 lbs | 205 6&.05
4 |Bananas 1|bunch 4 4|  |Bananas 1 bunchl 4.0% _l 4.0% Font L Alignment F Mumber
5 |Celery 2| bunch 2 4| |Celery 2  |bunch| 205 | 4.0%
6 |Cucumber 1|lbs 25 25 Cucumber 1 lbs | 255 | 2.5%
7 |Lettuce 2 head 25 5 Lettuce 2 head | 255  5.05 | — ] | & - _
8 |Mushrooms| 0.5 Ibs 2.5 1.25 |Mushrooms 05 | lbs | 2.5  1.25% ':al'h”' 11' A A ~ % °?
9 |Oranges 2|lbs 3 5 Oranges p lbs | 3.05  6.05 e - - DEE O &0 .00
10 Squafh 2 each 15 3 Squafh 2 each 135% 3.08 B I =O- A5 -5
11 |Tomatoes 4| lbs 35 14 Tomatoes 4 lbs | 355  14.05%
12
13| Unformatted Formatted
— .

4/20/2022 MOS Excel 2013 4
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Bai 4: Pinh dang trang tinh va cau hinh céc so tinh

— Pinh dang s6 va ky so thap phan

Format Cells T |3

Number | Alignment | Font | Border | Fill | Protection

Category:

General - Sample

(Number | .

Currency 12500.25 Category:

Accounting Decimal places: |2 B General " Sample

'E?rltee ] use 1000 S tor () Number 1,885.725

5e eparator ¢ '

Percentage - ? Currency

Fraction Negative numbers: Accounting Type:

Scientific Date

';ext_ | 1234.10 Time # #20.005

pecia 23410

Custom 5234.10% Percentage General
Fraction i
Scientific 0.00
Text # &80
Special # #5000
ﬁ_ ##40_)[#, ##0)

# #&#0_|:[Red]# ##0)
Number is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value.
[ ok || cance |

4/20/2022 MOS Excel 2013
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— Thay doicanh1é 6

al

— Thay doi Font va Size chi

Format Cells

| Humber I Alignment | Fant | Border | Fill | Protection |
Font: Font style: Size:
Calibri Regular 11
Calibri Light (Headings + | CETE - | (s -
T vnTime —!| |Bold 10 —
T VnTimeH Bold Italic 11 |
T Agency FB 12
T Aharoni 5 | (14 5
Underline: Colon
None | | 8[| ] normal font
Effects Preview
[7] strikethrough
[ superscript AaBbCcYyZz
D Subscript

This is a TrueType font. The same font will be used on both your printer and your screen.

4/20/2022

][ Cancel l

Calibri Light

11 -
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BIU- H- H-A-

Faont

la

Format Cells

Mumber

! Font | Border | Fin

I Protection

Text alignment
Horizontal:

General E| Indent:
Vertical: 0

Bottom E|

Justify distributed

&
id

Text control
Dﬂrap text
[7] shrink to fit
[] Merge cells

Right-to-left
Text direction:

Caontext |E|

Crientation

+ X M -

0 = Degrees

MOS Excel 2013

OK J [ Cancel
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— Ap dung duodng vién 6
— St dung mau va mau (Pattern)
— Str dung Format Painter

Format Cells

Number Allgnmentl Font | Border | Fill |Pmtectlon|

Line
Style:

abowve,

Presets

Border

The selected border style can be applied by clicking the presets, preview diagram or the buttons

Format Cells

| Number | Alignment | Font | Border | Fill Protection

MNone  Qutline  Inside

Background Color:

Pattern Color:

| Mo Color | Automatic
OCENONEEEEEEN Pattern Style:
OREOOO0O0OOono
OEERNOOON®E
EEEEENENCONEMN
FEEEEEEEEN
EEEEEEEEEN
ERONEEEEN

[Fill Effects... | [More Colars... ]

Sample

4/20/2022

[ ok

MOS Excel 2013
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Theme Colors

Standard Colors

No Fill

i"f Mare Colors..,
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3. Xo0anoi dung 6 va dinh dang 0

> AutaSum -+ A
= (Clear All Fill = Z'Y H
Sort & Find &
= (Clear Formats — Clear~ Filter~ Select =
= Clear Contents = Llear Al
-:':{:' L
. C ear Comments =¢ Clear Formats
. Clear Contents
= Clear Hyperlinks
_ Clear Comments
= Remove Hyperlinks Clear Hyperlinks

4/20/2022 MOS Excel 2013
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4. Pinh dang 6 tly bién (*)
— Sur dung dinh dang s6 tly bién

4/20/2022

Ky hiéu Y nghia Vi du DPinh dang
Hién thi dau thap phan.
Phén nhém cac ky sé theo hang
ngan.
) ] R SR 199759.69
# Hién thi mot ky so. #AHHH 199759.69
#HH 199,759.7
0 Hién thi mot ky $0, n{iu vi tri 000003'8338 j_’;‘ggg gigg
khéng ¢é ky s6 thi hién thi sé 0. : )
= 0.000.0 199,759.7
Hién thi mét ky s6, néu vi tri 279792.2200 | 199759.6900
? khéng cé ky so6 thi hién thi 2177777, 199759.69
khoang trang. 7.270.7777 | 199,759.69
Hﬂleu tll_1 kho:a.ng’trang co da 4 Yau 1997 50 69
- rong bang v ky tw theo sao.
Dinh dang mau cho s6. Céc
mau ¢6 thé sit dung gom: black. Lo .
[color] blue. cyan, green, ilégenta. red, [Blue].##.000 199,759.690
white, va yellow.
ditional St dung biéu thite diéu kién khi i
[condi ona ap dung dinh dang. S6 s¢ duge | [Red][<5]:[Blue][>5] :1
expression] dinh dang néu thoa diéu kién. .

MOS Excel 2013
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— Hién thi van ban trong dinh dang s6 tly bién

Ky hieu

”tEEt”

w

"character"

@ svmbol

Y nghia
Hién thi vin ban trong cip dau nhay

kép cung v s6. phia triede hay phia
sau so.

Dién ky tir theo sau dé lap day cac
khoang trong trong 6. phia triede hay
phia sau s6.

Dinh dang cho van ban. chi dinh
hién thi vin ban trong 6 cliing véi
mét hing vin ban, phia trude hay
phia sau van ban trong 6.

Vidu

0.000.00
:iUSD!‘!

-..Pl.,ice:.‘! #l'.n.$!'!

"$"#.000.00

*$£.000.00

General
“Unit of” @

’i‘ Bai 4: Pinh dang trang tinh va cau hinh céc so tinh

Dinh dang

1,885.72 USD
Price: 58

$17,028.51
$328.98
$317,028.51
358538328.98
bunch

Unit of bunch

4/20/2022

MOS Excel 2013
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— Sur dung dinh dang ngay va gio tly bién

4/20/2022

Ky hiéu Y nghia

d, dd, ddd, dddd Hién thi ngay (day).

m, mm, mmm  Hién thi thang (month).

VYV, YYVV Hién thi ndm (year).

h, hh Hién thi gi& (hour).
m, mm Hién thi phit (minute).
S, SS Hién thi giay (second).

Hién thi dang thire 12 gi&
trong ngay cung vé ky
hiéu ngay/dém.

AM/PM, am/pm,
alp

Vi du

m/d/yyyy
m/dd/yyyy
m/ddd/yyyy
m/dddd/yyyy

m/d/yyyy
mm/d/yyyy
mmm/d/yyyy
m/d/yy
m/d/yyyy
h:m:s
hh:m:s
h:m:s
h:mm:s
h:m:s
h:m:ss
h:m:s

h:m:s
AM/PM

MOS Excel 2013

Dinh dang

7/5/2013
7/05/2013
7/Tue/2013
7/Tuesday/2013
7/5/2013
07/5/2013
May/5/2013
7/5/13
7/5/2013
9:7:5
09:7:5
9:7:5
9:07:5
9:7:5
9:7:05

22:15:30
10:15:30 PM

’

. s
5]
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5. Chu dé (Themes)
— St dung chu dé

> Ap dung mot cha dé cho so tinh
» Chon Theme Colors, Fonts, va Effects

» Luu chu dé hién tai
> X06a mot chu dé
» Tao lénh tat trén QAT

Office
X i
Aa Aa Aa Aa Aa Aa [
L[| L] EEEEE | |(EEEEEN| | [(EEeEEE RN (EEEeEE g [ eEEE.
Office Facet Integral Ion Ion Board... Organic
=
Aa Ad Ad Aa Aa Aa
EEEEEE | [ |EEEEEE N ((EEEE - L L] . L LB
Retrospect Slice Wisp Badge Banded Basi

fa- W a2 W Tan B Tas W TAT W Ta w15

r|f| Browse for Themes...
I!_‘E Saw

"
e Current Theme...

~——

4/20/2022

Custom

My Themel My Theme 2
Office

] 2]

Office Facet

» W [aa 1

| A
Eﬁ Browse for Themes...
Eg

Save Current Theme...

MOS Excel 2013

'G Bai 4: Pinh dang trang tinh va cau hinh céc so tinh

Save Current Theme IEI
o
bl | , « Templates » Documen t Themes » v|d’r?|| ,0'
Organize Mew folder - (7]
| Theme Colors
i Favorites | Theme Effects
. Theme Fonts
i Libraries I My Theme L.thmx
-’;_*_;;_"MyThemelthmx
1M Computer
a sys (C2)
5# Shared Folders (\
Q‘ﬂ Metwaork
Y EL T hemel. thmy -
Save as type: [OFﬁce Theme (*.thmz) vl
* Hide Folders Tools ~ save l l Cancel ]
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— Hiéu chinh cht dé
» Tao Theme Colors
» Tao Theme Fonts

Create Mew Theme Fonts

Mame: |[My Theme Fonts 1

Body text body text body text. I

Heading font: sample
Calibri Light B2 Heading
Body font:
Body text body text.
Calibri || | TOTTER O

]

Save

|[ iCancel ]

4/20/2022

MOS Excel 2013

Create Mew Theme Colors

Theme colors
Text/Background - Dark 1
Text/Background - Light 1
Text/Background - Dark 2
Text/Background - Light 2
Accent 1l
Accent 2
Accent 3
Accent 4
Accent 5
Accenta

Hyperlink

ol ol ol 54

Followed Hyperlink

Mame: My Theme Colars 1

Hyperlink

i Save

1 [ Cancel

13
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6. Su dung Cell Styles
— Ap dung Ce” Styles Good, Bad and Neutral

Mormal Bad Good Meutral

> Ap dung mot mau Cell Style cho Cac & oweeaves
|Ca culation | || | Explanatory... |Input Linked Ce

> Huy ap dung Cell Styles cho cac 6 warning Text

Titles and Headings

HeadinE 1 Heading2 Heading 3 Heading 4 Title
Themed Cell Styles

20% - Accentl  20%- Accent2  20%- Accent3  20% - Accentd  20% - AccentS

40% - Accentl  40% - Accent2  40% - Accent3  40% - Accentd  40% - AccentS

Mumber Format
Comma Comma [0] Currency Currency [0] Percent

[E Mew Cell Style...
Merge Styles...

4/20/2022 MOS Excel 2013 14
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— Tao va hiéu chinh Cell Styles (*)
» Tao Cell Style moi “Merge Styles =)
> Sao chép Cell Styles tir cac so tinh khac ST
> Tao Cell Style dua trén mot Cell Style khac SalesCallLog sk
» Hiéu chinh mot Cell Style

» X6amot Cell Style ™

Style name: | Style 1

Style Includes [By Example) -
ﬂumber General

Choose an open workbook to copy its cell styles into
Alignment General, Bottom Aligned this workbook.

Font Calibri (Body) 11, Text 1 oK

| | Cancel

ﬂorder Mo Borders

Fill Mo Shading

Protection Locked

[ OK l ’ Cancel

4/20/2022 MOS Excel 2013 15
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— Dinh dang mau tuy bién (*)

Theme Colors
H B EERER

12 -\.:.%
A
[

Standard Colors

H N "HEEER
Mo Fill

#‘1 Maore Colors...

4/20/2022 MOS Excel 2013
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Bai 4: Pinh dang trang tinh va cau hinh cac so tinh

7. Pinh dang c6 diéu kién (Conditional Formattlng)

— St dung Ribbon

> St dung quy tac Highlight
> St dung quy tac Top/Bottom

_T| Top/Bottom Rules

Data Bars

Color Scales

oo et

Icon Sets

[E] Mew Rule...
53  Clear Rules

E Manage Rules...
T

4/20/2022

| Highlight Cells Rules #
SEEN Highhg

-

[ S Y A ) Y O IR S N (R

=
[

MOS Excel 2013

P

Mo

[N v BN I L T ¥ R SR R I SR S

E D E F G H
GROCERY LIST

ITER OTY S UNITSRPRICENIEISCOUNNRTOTAL COMMEMT
Apples 3 |lbs v 2 1 & Hawve coupon
Bananas 1 bunch & 4 |] 4
Celery 2| bunch [ 2 I 4
Cucumber -Ibs = 25 15%
Lettuce 2 head = 25 |] =
Mushrooms oS! Ibs = 25 15% | 1.25 Large portabella
Cranges g |bs = 3 l:| 15
Squash 75 each ™ 15 Bii12s
Tomatoes 3 lbs s 35 [| 105

Top 10 Items @

Format cells that rank in the TOP:

10 | with |Light Red Fill with Dark Red Text ||

50 oo

17
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» St dung quy tac Data Bars/Color Scales/Icon Sets

> Huy ap dung cac quy tac dinh dang

A B C D E F G H
1 GROCERY LIST
2 Inolf mem U ary IIUN]TIIFRIEEI'!SCDUN'ITUTAII. COMMENT |
3 1 Apples l] 3 lbs & Have coupon
4 2 Bananas | 1 bunch - e 4
5 3 Celery I] 2 |bunch v 4
6 4 Cucumber lbs 25 1.5% & 38
7 | 5 |Lettuce I 2|head 25 v 5
8 | 6 Mushrooms | 05 lbs 25 15% ¥ 1.3 Largeportabella
9 | 7 Oranges Bl 5lbs 3 == 15
10| 8 Squash Bl75cach NS v 11
11| 9 Tomatoes |  3|lbs 35 v 11

Gradient Fill Light Blue Data Bar I Gradient Fill Red — Yellow - Grln Color Scale
Highlight Text that Contains with Light Red Fill Directional 3 Triangles lcon Set

4/20/2022 MOS Excel 2013
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— Tao cac quy tac dinh dang (*)
> Tao quy tac Highlight Cells

Mew Formatting Rule

Select a Rule Type:

= Format all cells based on their values

| = Format only cells that contain I
= Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= Lse 3 formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

Cell Value ~ | |greater than - R

Mo Format S5et

MOS Excel 2013

Bai 4: Pinh dang trang tinh va cau hinh céc so tinh

| = Format only unique or duplicate values |

= Llse g formula to determine which cells to format

Edit the Rule Description:

Format all:

duplicate [=] values in the selected range

Preview: Mo Format 5et

19
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> Tao quy tic Top/Bottom

New Formatting Rule B |3

Select a Rule Type:

= Farmat all cells based on their values
= Format only values that are above or below average

= Format only unique or duplicate values

= Farmat only cells that contain

| = Format only top or bottom ranked values |

= Farmat only values that are above or below average

= Use a formula to determine which cells to format

= Farmat only unique or duplicate values

~ Use a formula to determine which cells to format Edit the Rule Description:

Format values that are:
Edit the Rule Description:

2 std dev above | = | the average for the selected range

Format values that rank in the:

Top ~ | |10 | |:| % of the selected range

Preview: Mo Format Set

Mo Format 5et

4/20/2022 MOS Excel 2013
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Bai 4: Pinh dang trang tinh va cau hinh céc so tinh

> Tao quy tiac Color Scale/Data Bar/Icon

"New Formatting Rule
N

Select a Rule Type:

= 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

= |Jse a formula to determine which cells to format

A B C D E F G H

Edit the Rule Description:

Format all cells based on their values:

Format Style: |2_Color Scale [=]

kinimum faximum
Type: |anest‘u"a|ue |E” |Highest‘u"a|ue |E||
Yalue: |[Lowestua|ue] Rz |[Highestua|ue] 2.5

Color: | | |

[=]

prvie:

| ok || cance |

4/20/2022

MOS Excel 2013

GROCERY LIST

—-m-m- COMMENT

Apples 3|lbs S 6|Have coupon
Bananas 1 bunch f# 4 -
Celery 2|bunch (9 2 -
Cucumber 151bs 225  15% 375

Lettuce 2|head | 2.5 -

Mushrooms 05/lbs  J4 25  15% -Large portabella
Cranges 5|lbs A 3

15
Squash 2leach 4 1.5 -

Tomatoes 3|lbs 435

[N o B I o o T 4 B O TN I S T

21




G

IIG VIET NAM

Bai 4: Pinh dang trang tinh va cau hinh céc so tinh

— Sur dung c6ng thirc trong quy tac dinh dang (*)
> Tao quy tac dinh dang sir dung cOng thirc dé xét diéu kién

Mew Formatting Rule

A B C D E F G H
1 GROCERY LIST
2 INo e W ary ) umrrllpmt:ﬂl:uscounllmm.ll COMMENT |
3 1 |Apples 3|lbs & Have coupon
4 2 |Bananas 1 bunch 4 4
5 3 Celery 2 bunch 2 4
6 | 4 |Cucumber 15 lbs 25 15% 37.5
7 | 5 |Lettuce 2 head 2.5 )
8 | & |Mushrooms 0.5 lbs 25 15% 1.25 Large pr:urtaks;.;fla
9 | 7 QOranges 2|lbs 3 =
10| 8 Squash 2 each 1.5 3
11| 9 |Tomatoes 3 lbs 3.5 10.5

4/20/2022

!

=0R(D3="head",D3="bunch")

!

=E3-INT(E3)>0

MOS Excel 2013

Select a Rule Type:

= Farmat 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

| = Lse a formula to determine which cells to format |

Edit the Rule Description:

Format values where this formula is true:

ok || cancel |

Preview: Mo Format Set

22
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IIG VIET NAM ,
— St dung trinh quan ly cac quy tac (Rules Manager)
> Tao quy tac dinh dang sir dung cOng thirc dé xét diéu kién

- & . -
Loc cac quy tac Thay ddi thir ty
clia cac 6 hién cac auv tac
Conditional Formatting Rules Manages i | Conditional Formatting Rules Manager
Show formatting rules far Friewanshest | 1 | = Show formatting rules for: ||cyrrent Selection IE'
[5] Mew Rulg... E2 Edit Rule... P Delete Fule E [ ] Mew Rule... ] [ [/ Edit Rule... ] [ < Delete Rule ] B B
Rule (applied in order shown|  Farmat Applies to Stop I True = Rule (applied in order shown)  Farmat Applies to Stop If True
Abaove Auerage AaBbCoYyZz - 5G53:56511 &l Icon Set a = v =5653:9G511
Duplicste Values AaBbCcYyZ? - SES3:3ES11 (%] = Cell Value >= 15 AaBbCcYyZz =5G53:5G511
Cell Valug contains ‘Ibs AaBbCOYyZz - $D53:50511 | Above Average AaBbCcYyzz =5653:5G511 [
lcon Set a4 = w - §G53:5G511
Graded Color Scale I l = SEI3IEILL Il
T f V[ ok | | Clese | ok || cancel | [ apply
r & i . - =
Danh sach quy tac ap Binh dang Cac 6 duoc

dune cho cie 6 hiégn cla cic & an dune nuv

4/20/2022 MOS Excel 2013 23
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8. Lam viéc voi sb tinh mau (Templates) (*)

» Tao mot template

» Hiéu chinh mot template
» Sao chep Cell Styles

» Xo0a mot template

Merge styles from:

Merge Styles @ﬂ

Payroll.axlsx

E:{amEIES.xIs:{ -

-

this workbook,

Choose an open workbook to copy its cell styles into

K ] ’ Cancel

e

4/20/2022

Save As @
@U" ;¢ Docurn... » Custom Office Templates - |¢f| | Search Custom Office Templates 0O |
Organize * Mew folder 4= - Eﬁl
& s () * | MName Date modified Type

, Documents - )
B:] My Template 1.xltx 3/1/2017 5:45 PM Microsoft
, MOS Excel 20 o i
B3] My Template 2.xltx 3/1,/2017 5:53 PM Microsoft
J PerflLogs
J Program Files
, Temp E
J Users
, Windows
S Shared Folders ( = ¢ [ 1 - P
File name: Financial.xltx -
Save as type: | Excel Template (%) v]
Authors: Tran Huy Quang Tags: Add a tag
<« Hide Folders Tools - Save ] [ Cancel ]

MOS Excel 2013
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9.

Bao vé so tinh (*)
— Bao v¢é trang tinh

> Thiét 1ap ché do bao vé trang tinh

s
D % Calibri Light |11 - Genera
Eg -
Paste E I U . 0 2
Clipboard = Font Alignment Number
- & | Apples

A B C D E F G H I J
1 GROCERY LIST
2 No | ITEM !cm' UNIT | PRICE [DISCOUNT[TOTAL] COMMENT |
3 | 1 |Apples 3|lbs ™ 2 6|Have coupon
4 | 2 |Bananas 1|bunch |+ 4
. —3 Microsoft Excel @
6 4]
7 5] The cell or chart you're trying to change is on a protected sheet.
8 _6 == To make changes, click Unprotect Sheet in the Review tab [you might need a password].
a | 7
0e
11| 9 [Tomatoes | 3[lbs |4 3.5] | 10.5]

4/20/2022

>
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Protect Sheet

|| Format cells
Format columns
Format rows

|| Insert columns
Insert rows

|| Insert hyperlinks
Delete columns

|| Delete rows

Password to unprotect sheet:

[ 2 |(meSel

Protect worksheet and contents of locked cells

Allow all users of this worksheet to:

£| Select locked cells -~

| Select unlocked cells

m

-

. Format Cells

| Mumber | Alignment | Font | Eorder |

Fill

I__uck.ed
[7] Hidden

Locking cells or hiding formulas has no effect until you protect the worksheet [Review tab,

Changes group, Protect Sheet button).

MOS Excel 2013

25
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IIG VIET NAM
» Tat che do bao vé trang tinh

> Dinh nghia cac ving duoc hiéu chinh trong ché do bao vé

[ Allow Users to Edit Ranges @

[ Allow Users to Edit Ranges @

Banges unlocked by a password when sheet is protected: Mew Range Ranges unlocked by a password when sheet is protected:
Title Refers to cells Title: Title Befers to cells Hew... |
Rangel Price SES3:5ES11
Refers to cells: Oty $C33:50511
= Delete |
=5C53:5C511 .5

Specify who may edit the range without a password: Specify who may edit the range without a password:

Permissions...

|:| Faste permissions information into a new workbook

Range password:

Permissions...

|:| Paste permissions information into a new workbook J [ Cancel ]

’Prgtectﬂheet... ] ’ oK ] [ Cancel l ’ Apply

| ProtectSheet.. | | oK | | Cancel
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Bao vé cau tric sé tinh
Bao vé Cac tap tin so tinh
> Thiét 1ap password bao vé tap tin so tinh

> Thiét 1ap password bao vé noi dung so tinh
> Thiét 1ap canh bao tap tin chi doc

> Huy céc ché do bao vé tap tin so tinh

 General Options R

Always create backup

File sharing
Password to open: (TTITIY

Password to modify:

Bead-only recommended

..................................

——
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r Protect Structure and Windows | % ||£3|ﬁ

Protect workbook for
| Structure

Windows

Password [optional):

oK | | Cancel

27



P &
~
al 4: Pinh inh va cau hinh céc so tinh
Bal 4: Pinh dang trang tinh va cau hinnh cac so tin
A¢ biéu mau (Form Field
— Tao cac biéu mau (Form Fields)
A B c , D , E % [Calibn -1 - A A :‘91
EE
Mé& churong trinh nhip ligu paste B I U A
1
n Clipboard Font Alignment
2 | Product ID Product Name Maodel Category Customer Name
3 10308 Laptop 10308 Input Form % E4 - X « [ | 2000
4 21623 Smarphone 21623
5 | 26319 TEIbIEt 26319 Product Name: I | j Product ID: I A B C D E F G
6 | 55821 Headphone 55821 | podel- S L
7 26138 Headphone 26138 ’ I ’ I 2 Annual discount rate 8%
8 97287 Laptop 97287 I j Areas: I 3 Initial cost of investment | % 40,000.00
g 26138|Headphone 26138 Customer Name: & Return from first year |
10| 26138 Headphone 26138 Quantity: I Unit Price: I 5 Return from second year | & 9,200.00
1 & Return from third year $ 10,000.00
12| 7 Return from fourth year S 12,000.00
E Submit |

13 & Return from fifth year S 14,500.00
14| 9 § (2,724.17)

4/20/2022 MOS Excel 2013 28



I G Bai 4: Pinh dang trang tinh va cau hinh céc so tinh

G VIET NAM
10. Tong két bai hoc - Cac k§ nang lién quan dén bai thi MOS

— Tron céc 0, hiéu chinh bién, canh 1é ndi dung, va ngat dong trong 6.
— Thay d6i kiéu chir va c& chit, st dung Highlighting.
— Sir dung cac dinh dang dit liéu so, tién t&, ngay va gio.
— Tao va x6a cac dinh dang so va thoi gian tuy bién.
— Ap dung, tao, X0a, va hiéu chinh céc Cell Styles.
— Sao chép dinh dang bang céng cu Format Painter.
— Ap dung, tao, x6a, va hiéu chinh cac quy tac dinh dang c0 diéu kién.
— Tao, hiéu chinh, va xéa cac so tinh mau.
— Thiét l1ap ché d6 bao vé va han ché hiéu chinh trang tinh.
— Bao vé cau trdc cua so tinh va céc tap tin so tinh.
— Xay dung biéu mau Form Fields.



