Microsoft

Office Specialist

MICROSOFT EXCEL 2013

Bai 5: Xem, in, va chia sé cac so tinh



’i G NOI DUNG BAI GIANG

IIG VIET NAM

- Muc tiéu bai hoc
. Thay doi giao dién trang tinh
u Xem trudce va in so tinh

i ‘ Tuy chinh b6 cuc trang (Page Layout)

“ Cac chirc nang lam viéc theo nhom

ﬁ- CAc tinh ning quoc té hda

4/20/2022 MOS Excel 2013




.!v.mqn Bai 5: Xem, in, va chia sé cac so tinh
1. Muc tiéu bai hoc
— Céch thtrc quan Iy céac ctra s6 Excel.
— Céc thao tac in so tinh, trinh bay giao dién so6 tinh tiy theo muc dich xem
ndi dung.
— Céc thao tac thiét 1ap trang in va in cac noi dung cu thé.
— Xay dung nhirng sO tinh chia sé, phuc vu cho nhom cong tac.
— Tao c4c so6 tinh véi nhitng dic diém cé tinh quoc té hoa.



e

IIG VIET NAM

2. Thay dbi giao dién trang tinh
— Tao V& sap xép CAC cira so trang tinh
» Tao ctra s6 mai cho so tinh hién hanh
> Sap xép C4cC cira sO
> Hién thi hai cira s6 song song

Bai 5: Xem, in, va chia sé cac so tinh

Q [’i} DQ |_—'|1 E - Split [ View Side by Side EE
[l - — [ _iHide Synchronous Scrolling _
foom 100% JZoom to Mew Arrange Freeze . - N Switch

Selection  Window Al Panes = Unhide Reset Window Position | windows
Zoom Window
T _—
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r Arrange Windows @

Arrange

() Horizontal
() Vertical
() Cascade

|:| Windows of active workbook

l K J| Cancel |

Cornpare Side by Side

Compare Side by Side with:

Examples.xlsx
iFinancial.xlsx2

SalesCallLlog.xlsx

]’ Cancel ]




IIG VIET NAM ,
— Chia ctra s6 (Splitting panes)
— Poéng bang ctra s6 (Freezing Panes)
> Dong bang dong/cot dau tién cua ving
hién thi trén man hinh trang tinh
» Dong bang dong/cot tuy y
» Huy dong bang

A B C D C 1] E -
1 AMORTIZATION RTIZATION
,  TABLE :
payment opening payment opening
3 # n date n balance n date balance
a 1 7/1/2017 $200,00000 @ 7/1/2017 $200,000.00 $833.33
5 | 2 8/1/2017 | $199,759.69 | 8/1/2017 | $199,759.69 _| 5831.33
3 9/1/2017 5199 518 38 o/1/2017 $199,518.38 583032 =
-
1 AMORTIZATION RTIZATION
. TABLE :
payment opening payment opening
3 date n balance n date = balance =
a 1 7/1/2017 $200,00000 @ 7/1/2017 $200,000.00 $833.33
5 | 2 8/1/2017 | $199,759.69 | 8/1/2017 | $199,759.69 ] 5831.33
3 9/1/2017 5199 518 38 o/1/2017 5199 518 38 583032 [«
y N... & [ v [« v
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&
D E F G H I J |-
4 |ITEM = |STORE | = |CATEGORY | = |QTY |+ |UNIT |+ |UNIT PRICE| ~ | TOTAL | -
5 |Oranges |Grocery Produce 2 lbs 5299 559
& |Apples Crchard Produce 3 lbs 3155 359
7 |Bananas |Grocery Produce 1 bunch £$399 §39
8 |Lettuce Market Produce .l 2 head 3225 345
9 |Tomatoes |Market Produce 4 lbs 5349 5139
10 | Squash Market Produce 2 each 3150 330
11 |Celery Grocery  Produce 2 bunch $199 §£395
12 |Cucumber |Market  Produce 1 lbs 3229 522,
Grocery List ) q 3
5
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Bai 5: Xem, in, va chia sé cac so tinh

Thay d6i d6 phong dai (Zoom)

» Thu nhé hoac phong to 10%

» Thu nhé hoac phdng to tuy y

» Phong to cac 0 hién hanh

» An/hién 1énh tit Zoom va Zoom Slider trén Status
bar

H (=
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 Zoom -7 w3

Magnification

) 200%

...........

(") Fit selection

) Custom: |75 |9

l K J | Cancel
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3. Xem trudc va in so tinh

— Céc thao tac in an
» Xem trudc cac trang In = E": T g

Print

Ll

Copies: |1

Print . - i — C

h h' A 1/\ h - ol ] THET  iEEE T ) T =T =
> D e Eem =m Em = == =
l | | I l | B R s = B e == =

T uC len en I tre tra g 1 Taamr imrmIT anE man T Wwo =
° ° o - 2 s o aan e T wwm =

i N = =

- 2 - o £ VY m s e FrE arz s =
Print cua Backstage view Printer EEEE B E HE G
 Yrm  imma  dmw  dmm am = =

¢+ HP Laserlet 2200 Series P... e = =

') - 1] Py AT TR aam ol ForT o F

% Ready : Taam imma  mse  ma  we w2 =

: mipm imme  mum e o == =

Frinter Properties T ime  imomm ke fmm am b ol

S B Eee = B = = =

S R Eem = B = = =

S tt :  are immz  ama ma o = =

e Ir'lgS i e T = B = =

: § LEE = imma am= E -] i e m

e T = =

Print Active Sheets £ miim mmm  mmn  mn i a e

Onv orint the active <h - = hrm imme  imm  bmm = =

nly print the active she... Co T T - — = =

yP e T R e = =

Pages: “ 4 - T WTm immas fmm  fmn s = =

ages: - | to - H = mes =2 = BB B =

B EEs = S e == =

. . L4 =aace m s an imm i T -

D Print One Sided T EE R B R B O a

. . - H yrEm  immr e i iz wa =

Only print on one side of... : j4on i1mmae o = waw  haes =

R e e R == =

] LS - L ne i i wa m

S &= TES E- Lz W E 54

= Collated i iaes . e i}
EE 123 123 123 M E—-n—- - d )
m Portrait Orientation - - 1 |ofg P
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— Str dung Custom Views

1 2 !
Al B = o
Header af Pager
1
AMORTIZATION TABLE
z|
1 Op&hing
— x| balance
a | 1 THZIZOIT £200,000.00
5 | z AT $199,754.64
| 2 SIZIZ0T $199 51223
7 d PZIET $199,276.06
N g | 5 SR $199,052.74
5| . zezizm? $192, 7240
| T AIETEE: $193,54%.04
1| 3 zizdzids $195,296.66
oz 4 Mz £19%,049.25
™ 13 | 10 ArzizilE $197,500.31
| 1 SizdziiE $197,551.34
15 | 1z GIzdzOE $197, 200,43
1% | 1 THizE $197,049.27
_ 17 | 1 sedzids $196, 79666
= 1 | 15 WEIZOE $196, 542,01
19 | % APEAEME $196, 255,29
20 17 Wiz $196,052.52
2 12 SETETEE $195, 77563

4/20/2022

$533.33
$331.33
$230.32
$529.30
IR
$227.26
$526.2d
$325.21
$224.47
$52313
$E2E.09
$221.04
319,99
$i15.43
$31T.37
$316.50
$315.7%
$31d.6E

L

u ir-'-n'-r-'-rn s-rir--=is--=

$2do. 31
f2di
$2dz.32
$2d3.33
$zdd. 34
$245.36
$2d6. 35
fed .l
$242.44
$2da.d7
$250.51
$251.56
$252.60
$253.66
$25d.71
$255.75
$256.54
$257.91

Frop '-ri:u
kax
$375.00
37500
$275.00
$375.00
37500
$275.00
$375.00
37500
$275.00
$375.00
37500
$275.00
$375.00
37500
37500
$375.00
37500
37500

Header of Fager

katal

%1, dd%.6d
$1,447.64
$1, 44763
$1,dd47.E3
1,447
$1, 44762
144762
$1,447.64
$1,447.61
$1,d47.60
$1,447.60
£1,447.60
$1,447.59
$1,447.54%
1,447 5%
$1,447.53
$1,447.57
£1,dd7.57

MOS Excel 2013

Bai 5: Xem, in, va chia sé cac so tinh
— Thay doi giao dién so tinh

ks

Custom Views @

Viewrs:

by View - Show
e

 Add View B[]

MName: | My View

Include in view
Erint settings
Hidden rows, columns and filter settings

J | Cancel
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5. Ty chinh bo cuc trang (Page Layout)

— Thiét 1ap ngat trang
> Cheén ngit trang

"G Bai 5: Xem, in, va chia sé cac so tinh

I 4
> Hﬁy n g ét tr an g $179,870.62 $743.11 $324.18 $375.00 $1,447.29 : $179,546.44
$179,546.44 $746.75 $325.53 $375.00 $1,447.29 | $179,220.90
$179,220.90 4745.39 4326.89 4375.00 $1,447.28 : $178,894.01
4 __ 517889401 74402 532825 5375.00_ _ _ $1,447.28 :_ __ 517856576 _ _ _
INSERT PAGE LAYOUT FORMULAS DATA REVIEW 5178,565.76 5742.65 5329.62 5375.00 51,447.27 : 5178,236.14
$178,236.14 $741.27 ., ,.$330.99 $375.00 $1,447.26 | $177,985.15 _ ~ 4
— . 89 | Y937 375.00 1,447.26 | 17757278 7!
D'q, || —— $177,905.15 $739.89 <337 g 81, | $177,
D ID [% l*l—l = ] $177,572.78 5738.50 5333.76 $375.00 §1,447.25 | §177,239.02
$177,239.02 $737.10 335,15 $375.00 $1,447.25 | $176,903.87
Margins Orientation 5ize  Prnint | Breaks Background Print $176,903.87 $735.70  $336.54 $375.00 $1,447.24 | $176,567.33
- - - Arear| = Titles $176,567.33 s734.29- 83 of 755 $375.00 $1,447.24 i $176,25mge 32
$176,229.38 $732.88 339,35 $375.00 $1,447.23 $175,890.03
Page Setup Insert Page Break $175,890.03 $731.46 $340.77 $375.00 $1,447.22 : $175,549.26
Remove Page Break $175,549.26 $730.03 4342.19 4375.00 41,447.22 : $175,207.07
$175,207.07 $728.60 $343.61 $375.00 $1,447.21 | $174,863.46
$174,863.46 $727.16 $345.05 $375.00 $1,447.21 : $174,518.41
$174,518.41 $725.72 $346.48 $375.00 $1,447.20 | $174,171.93
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— Dinh dang trang
> Diéu chinh 16 trang
> Thay do6i huéng trang in
> Chon kho giay
> Dicu chinh ty 1& ndi dung in

4/20/2022

Page Setup @

F‘EgE | Margins | Header/Footer | Sheet |

Crientation
@ Portrait () Landscape
Sealing

@ Adjustto: |100 =+ % normal size

) Fit to: 1 *| page(s) wide by |1 = tall

Paper size: Letter

Print guality: | 600 dpi

KN|KN

First page number: | Auto

Print... l [PrintPre«riﬁ_v] [ Options... ]

[ OK ][ Cancel ]

Page Setup

Page || Margins | Headen/Footer | Sheet |

Center on page
|:| Horizontally
[ wertically

Top:
075 =

Left:
07 =

Eottom:
0.75 =

Header:

03 =

Right:

07 =

Footer:

03 =

Print... ] [Print PI’E‘\I‘iEﬁ_\I‘] [ Options... ]

[

oK

| [ cance |

MOS Excel 2013
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— Thém Header va Footer

> Cheén cac mau Header va Footer

» Tao noi1 dung Header va Footer n n o
Lénh Ma Y nghia

> Di Chuyén glﬁa Header/ FOOter Page Number &[Page] Chén s6 thit tyr trang in.

> Cé.C tuy ChQn Header/FOOter Number of Pages @ &[Pages] Chén tong s6 trang in.

Current Date &[Date] Chén ngay hién tai.
1 2 3 g : : 7 : , : i
Current Time &[Time] Chén gi& hién tai.
A B C 1] E F G H 1 i) N .
File Path &[Path] &[File] Chen duong dan va tén tap tin so tinh.
Amartization Table Confidential Page ! File Name &[File] Chén tén tap tin 0 tinh.
Sheet Name &[Tab] Chen tén trang tinh.
AMORTIZATION TABLE
paymen opening property kol closing #
n date n balance n int-:ure-s.n TN -.an bag n -aurrn:untn balanie = TEmaining
1 Tizfemy F200,000.00 FRr Fa40.4 $37R.00 F144064 $199, 759,64 358
z aizfemy #135,759.63 23133 F241.31 F375.00 144764 $193,513.38 el
3 aizfemy F199.518.38 FE30.32 F24z2 F375.00 F1 44763 199, 27606 a7
4 1022z $199,276.06 F229.30 Fa4333 F37E.00 F1447 62 $199,032.74 366
7 2017 £199,032.74 FEEE2E £i44.24 $370.00 £1447.63 F188, 72240 355

-

4/20/2022 MOS Excel 2013 11
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Page Setup

| Fage |Margir‘|s Header/Footer Sheet |

Print area:

- In CéC tiéu dé hoac mét Vung Cé.C 6 Frint titles

> ChQn Vung in Columns to repeat at left:
> Thém vao vung in Bl aines

[T] Black and white

> Hﬁy toan bé Vl:lng in |:| Draft quality Cell grrors as: | displayed

|:| Row and column headings

» Chon cac dong/cot tiéu de

@ Down, then over

Comments: [Mone)

) Qwer, then down

» In duong ludi
» In Row/Column headings

I
i

| [T
i) |#

[[]

4/20/2022 MOS Excel 2013



G

IIG VIET NAM

— In céc trang tinh da chon

> In trang tinh hién hanh hoac mot nhdm
trang tinh

> In toan bé so tinh

> In cac 0/vung da chon trong trang tinh
hién hanh

4/20/2022 MOS Excel 2013
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Settings

."5_
1

]
L
-

1

S —

Ignore Print Area

Print Active Sheets
Only print the active sheets

Print Entire Workbook
Print the entire workbook

Print Selection

Only print the current selection

13
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5. Cac chirc nang lam viéc theo
nhom (*)
— Tao mét sb tinh duoc chia sé
» Chia sé so tinh
> Chia sé so tinh cho nguoi dung

4/20/2022

Bai 5: Xem, in, va chia sé cac so tinh

Share

Projects
Quang Tran Huy's OneDrive = GT MO5 2013 » Do...

Share

as» Invite People
GO Get a Sharing Link

Ji Post to Social Networks

[% Email

MOS Excel 2013

Invite People

Type names or e-mail addresses

A
someone @rmail - AINEE]

Include a personal message with the invitation

Reguire user to sign in before accessing document,
@,
&b
Sh

Shared with

Quang Tran Huy Gia Linh Tran Le
Owner Can edit

14
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> Tuy chon loc dit liéu va in an doi véi so tinh
duoc chia s¢
> Cap nhat nhiing thay doi trén so tinh
» Huy mdt ngudi dung duoc chia sé
» Xo6a Custom view cua nguoi dung dugc chia sé
> Huy ché d6 chia sé trang tinh

[ Custom Views R

Views:
Tran Huy Quang - Personal View - Show
Tran Le Gia Linh - Personal View
Close
Add.

e
4/20/2022 MOS Excel 2013

,IG Bai 5: Xem, in, va chia sé cac sé tinh

Share Workbook

Editing | Advanced

Track changes
@ Keep change history for: |30 = days
7) Don't keep change history
Update changes
@ When file is saved
() Automatically every: |15 —| minutes
{@ Save my changes and see others' changes
Just see other users’ changes
Conflicting changes between users
@ Ask me which changes win
i) The changes being saved win
Include in personal view

Erint settings

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

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

ok ||

Cancel

15
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— Theo vét nhitng thay doi trén so tinh (Tracking Changes)
> Thiét 1ap ché d6 theo vét
> Xem nhiing thay doi trén so tinh

Highlight Changes == A B = D E F G H
- _ 1 GROCERY LIST
Track changes while editing. This also shares your workbook,
2 INO. ITEM LY AR UNITSRFEICE SIEBNSCOURBETC T AL COMMEMT
Highlight which changes > 1 Apples 3 lbs S 2 & Have coupon
V] When: | Al - 4 | 2 |Bananas 15each @ 4 6
] wha: Everyone IEI 5 | 3 | Celery 1-5_|t:|uru::h ™ 2 5
— 6 | 4 |Cucumber 15 lbs 275 1.5% 41.25
[ whee: B B 7 [ 5 |lettuce 2 head 275 55
o T o A Oy 1
Highlight changes on screen 8 | 6 Mushrooms 1.5 Jore i e Gia Linh, 3/6/2017 6:46 PM: ella
. 9 | 7 |Oranges 0P 6 Ib|Changed cell C9 from '5' to '6'.
|:| List changes on a new sheet
10| & Squash | 3.5|es
'''''''''''''''''''''''''' ok 1| [ cance 11} 3 [Tomatoes 3|l
12

4/20/2022 MOS Excel 2013 16
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> Xu Iy nhitng thay doi

> Thiét 1ap xtr Iy nhitng thay doi tring lap
> Thiét 1ap lich st thay doi

Select Changes to Accept or Reject @ Accept or Reject Changes [ 7| (S|
Which changes Change 1 of 7 made to this document:
Tran Le Gia Linh, 3/6/2017 6:35 Ph: Il
When: Mot yet reviewed -
Changed cell C5 from 0.5 to 1.5,
Whao: | Tran Le Gia Linh - =
(V| Where: | $BS3:5H511 Fie ]
............. oK | Cancel | Thccept | | Rejec | | AcceptAn | [ RejectAn | [ Close
B

4/20/2022 MOS Excel 2013
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Bai 5: Xem., in, va chia sé cac so tinh

— Tron céc sb tinh (Merging Workbooks)

- Thiet lép che d6 Final cho SO tl’nh H - @ [0 = Projectsxisx [Read-Only] - Excel ? B - O X
> Thlét lép Ché d6 Final ZUSl HOME INSERT PAGELAY FORMULA DATA REVIEW VIEW DEVELOPE QuangTr.. - ||

An author has marked this workbook as final to

i x
discourage editing. Edit Anyway |

0 MARKED AS FINAL

> Huy ché d6 Final

J11 v | o I v

A B C D E F G o .
Action Project To Do List
1 NumherE| Date E|Time E|Who Echange EsheetE Range
a0 79 3;?;2{]1? 5:22 PM Tran Hl.ﬂlr D_Uﬂng Cell Chﬂnge Sheetl E11 Kim Abercrombie Er,n"lﬂfZﬂl? This Week [].EJUFI - 24]””]
81 80 3/7/2017 5:22 PM Tran Huy Quang Cell Change Sheetl F11
g2 81 3/7/2017 5:22 PM Tran Huy Quang Cell Change Sheetl G11 Project 1
83 82 3/7/2017 5:22 PM Tran Huy Quang Cell Change Sheetl HI11
84 83 3/7/2017 5:33 PM Tran Le Gia Linh Cell Change Sheetl E6 - .
P Flanning 2/7/2016 547600
85 84 3/7/2017 5:33 PM Tran Le Gia Linh Cell Change Sheetl E7
S Preparation $301.00
86 85 3/7/2017 5:33 PM Tran Le Gia Linh Cell Change Sheetl E8 s — <425.00
ask A 2/28/2017 $429.00
g7 86 3/7/2017 5:40 PM Tran Le Gia Linh Cell Change Sheetl D5 - .
The history ends with the changes saved on 3/7/2017 at 5:40 PM.

-

4/20/2022 MOS Excel 2013 18
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6. Cac tinh nang quoc té hda (*)

— Sur dung céc dinh dang quoc té d6i voi
sO Va tién té

"G Bai 5: Xem, in, va chia sé cac so tinh

v

Format Cells

Mumber | Alignment I Font | Border | Fill | Protection

Category:

General ,. sample

Mumber

urren

Accounting Decimal places: |2 =

Date = P ' -

Time Symbol:

Percentage

Fraction Megative , . . ,

?c}i;:ntific 51,2341 ifﬂisgﬁh Gaelic (United Kingdaom] |_|
g

Special &ﬁ% Chinese [PRQ)

Cust ¥ Chinese [Simplified, PRC)
Hstom [51f234']‘¥.lapanese i

f’ Customize Format

| Numbers | Currency | Time | Date

Example

Positive: | $123,456,789.00 Megative:  (5123,456,789.00)
Currency symbol: § -
Positive currency format: ’51,1 v]
Megative currency format: ’(Sl.lj v]
Decimal symbol: -
Mo, of digits after decimal: ’2 v]
Digit grouping symbol: -
Digit grouping: 123,456,789 - |

Click Reset to restore the system default settings for

numbers, currency, time, and date. =

4/20/2022 MOS Excel 2013
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Bai 5: Xem, in, va chia sé cac so tinh

— St dung cac ky hiéu tién t& quoc té
» Chen ky tu dac biét

4/20/2022

Symbaol

Symbols | Special Characters

Co s |

Font: | [normal text] E Subset: | Currency Symbols |Z|
56?35+-:[]aeuxac5#
G|F|&|m|n|ps|Rs |l €] | 7|20
BlG A2 CI"|())%| LN|® ™™ Qe
AR A AR AN AR AR AR ARAR AR IR AN
[NV IRIA N | Lo |Aa|TTS .
Becently used symbaols:
2| S|P EE|¥|O| O™ t|2£|+]|x]|==|p
E:iﬂc;d;gr;ame: Character code: | 20AB from: | Unicode (hex) |E|

[ Insert

| | cance |

MOS Excel 2013
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Bai 5: Xem., in, va chia sé cac so tinh

— Sur dung céc dinh dang quoc té d6i véi ngay va gio
[ Format Cells

Mumber |Allgnment | Font I Border | Fill | Pmtectlun|

4/20/2022

Category:
General Sample
Number
Currency
Accnuntini Type:
. 14312 "
Time
14,/3/2012 o
percentage 14/3/2012 1:30 CH -
o 14/5/2012 1:30 PM
Scientific 14 Thas 12
et M
Special i
Custom 14 mars 12
Locale [location):
Vietnamese E
Uzbek [Cyrillic) ~
Uzbek ELatini
Welsh =
Wolof l—l
¥i (PR =

D‘Ete fﬂrmats dlsplay dﬂtﬂ OTTa TImTCE JCTTOT TTOTITCT I O OOto voaraoT T, Ol TOTITITaoo Y gt UH.HIII WUTLTT
an asterisk (¥} respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

MOS Excel 2013

21



I G Bai 5: Xem, in, va chia sé cac so tinh
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7. Tong két bai hoc - Céac k§ ning lién quan dén bai thi MOS
— Mo mdt so tinh trong nhiéu cira s6 khac nhau, sap xép va d6i chiéu cac cira so.
— Chia vung ludi trang tinh thanh hai hay bon phan va diéu chinh cac phan.
— Poéng bing cac dong/cdt ¢ tinh chat tiéu dé trong trang tinh.
— Thuc hién cac thao tac phong to/thu nho vung lu6t trang tinh.
— St dung trang Print trong Backstage view dé xem ban in va in s0 tinh.
— Chuyén d6i cac ché do giao dién khac nhau trong cira s6 so tinh.
— Chén cac ngat trang va diéu chinh ngat trang trong ché do Page Break Preview.
— Thém va tao noi dung tiéu dé dau va chan trang trong ché do Page Layout.
— Thiét lap in cac dong va cot tiéu dé, Gridlines, Row/Column headings.
— Thiét 1ap vung in va in cac ndi1 dung cu thé cua so tinh béng cac 1énh ribbon
hoac trén hop thoai Page Setup.
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Bai 5: Xem, in, va chia sé cac so tinh

Thiét 1ap ché d6 chia sé va céc tuy chon chia s¢ trén hop thoai Share Workbook.

Str dung trang Share trong Backstage view dé chia sé so tinh cho nhiéu ngudi
dung khac nhau.

Theo vét cac thay doi va thiét lap cac tiy chon theo vét doi véi so tinh chia sé.
Tong hop két qua cua so tinh chia sé bang cach tron cac ban sao da duoc nhing
nguo1 dung hiéu chinh.

Panh dau phién ban Final cho mot so tinh hoan chinh.

Dinh dang s6 va tién té theo dang thirc quoc té thong qua hop thoai Format
Cells.

Chén cac ky hiéu tién té quoc té bang hop thoai Symbol.

Dinh dang ngay va gid theo dang thitc quoc té thong qua hdp thoai Format
Cells.



