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THUAT NGU TRONG EXCEL

Tén tiéng anh Tén tiéng viét Nghia suy luan

Cell o) La don vi nho nhét trong Excel

Row Hang Tap hop céc Cell theo chiéu ngang trén cling 1 hang

Column Cot Tap hop céc Cell theo chiéu doc trén cung 1 cot

Range Ving Gom 1 hodc nhiéu hang, cot. Range khong can tiéu dé (Header)

Table Bang tinh Ving dwgce phan biét trong Excel. Table phai c6 dong tiéu dé (Header)
Worksheet Trang tinh Thuong goi 1a Sheet. La noi to chirc cac bang dit lidu

Workbook Chwong trinh Puoc hiéu 1a 1 file Excel. chnra nhiéu Sheet

Sheet Tab Thanh quan Iy Sheet Noi chira tén cc sheet va diéu khién cac sheet

Tab Tén cua cac nhom cong cu trén thanh cong cu

Scroll Bar Thanh cuén dé di chuyén trong Sheet, gom c6: Thanh cuén ngang (canh Sheet Tab), Thanh cudn doc
Heading Phan thé hién s6 dong. tén cot trong mdi Sheet

Gridline DBuong ke mo chia 6 trong Excel

Formula Bar Thanh viét cong thirc

Name box Hop clira tén toa do cac 0, tén cac vung da dugc dat tén
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New
Workbook
Search for online templates
New Tao moét file excel mai
A B [S s o
1] 1 Open M3 mot file excel da cé san
2
4 Save Luu lai ndi dung clia mét file excel. Luu dudi nhiéu loai dinh dang
5
6
Z Save As Luu lai ndi dung clia mét file excel dudi tén/ dinh dang khac
Blank workbook
Close Poéng file excel

Account

Options

Time Card
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Sheetl

Worksheet
Insert Tao thém 1sheet
Delete Xda 1sheet da cé
Rename DGi tén 1sheet da cé

Move or Copy

Di chuyén hodc déi tén 1sheet

Tab color T6 mau cho sheet
Hide An sheet
Unhide M3 an sheet

Select all sheet

Lua chon tat ca cac sheet
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36

Cut

Em Copy

B

o=

Paste Options:

a

Paste Special...
Insert
Delete
Clear Contents

Format Cells...

Ceolumn Width...

Hide

Unhide

1!
1¢
17

1¢
1¢

2(

v
ns .

Copy

Paste Options:

B

Paste Special...
Insert

Delete

Clear Contents
Format Cells...
Row Height...

Hide

Unhide

Hang, Cot

Insert

Thém 1 hang/ cot

Delete

Xba hang/ cét

Clear contents

X6a ndi dung trong hang/ cét

Format Cells

Pinh dang hang/ cét

Column Width

Chinh d6 rong cét

Row Height

Chinh @6 rédng hang

Hide

An hang/ cot

Unhide

M3 an hang/ cot
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Em

Y

[}

Cut
Copy

Paste Options:

=
=

-

1

Paste Special...
Smart Lockup

Translate

nsert...
Delete...

Clear Contents
Quick Analysis
Filter

Sort

Insert Comment

Format Cells...

Pick From Drop-down List...

Define Name...

Link

~—

O, vung 6
Lay ndi dung tai mét vi tri va dua sang vi tri khac va sé
Cut A ST
khoéng con & vi tri cl
Copy Sao chép &/ vung 6
Shift cell right: thém 16 bén trai
Shift cell down: thém 16 bén trén
Insert

Entire Row: thém 1dong bén trén

Entire Column: thém 1 c6t bén trai

Clear contents

Xba 8/ vung 6

Insert Comment

Thém ghi chu cho 6 da chon
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Em

M
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Paste Options:

)
=

lllp

-

Paste Special...
Smart Lockup
Translate

nsert...

Delete
Delete...

Clear Contents
Quick Analysis

Filter >

Shift cell left: x6a moét 6 hoac mdt vung 6 thi toan bd ndi
dung khac sé day sang phia tay trai

Shift cell up: x6a mét 6 hoac mdt vung 6 thi toan bd ndi
dung phia bén dugi s& dugc day Ién trén bu vao vi tri
ban da xdéa

Entire Row: xéa toan bd dong

Entire Column: xda toan b cot

Sort >
Insert Comment

Format Cells...

Pick From Drop-down List...
Define Name...

Link
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KY THUAT DI CHUYEN

PHIM TAT

Ctrl + Page Down
Ctrl + Page Up

Ctrl + Shift + «

Ctrl + Shift + =

Ctrl + Shift + «

Ctrl + Shift + »

Page Up/ Page Down

Alt + Page Up/ Page Down

UNG DUNG

Chuyén qua Sheet bén tay phai

Chuyén qua Sheet bén tay trai

Di tu 6 dang chon dén cudi cla bang tinh

Di tu 6 dang chon dén trén cung cla bang tinh

Di tu 6 dang chon sang hét bén trai

Di tu 6 dang chon sang hét bén phai

Di chuyén nhanh Ién/ xuéng trong bang tinh Excel

Di chuyén nhanh sang trang bén trai/ bén phai trong bang tinh Excel
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AutoSave )~

File Home Insert Page Layout Formulas Data Review  View  Automate Help
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THANH CONG CU EXCEL

Thée file

D New

Trong thé File chu yéu la ngi lam viéc =il

chinh cua déi tugng Workbook nhu
déng, ma, luu tri cac file Excel

Info
Save
Save As
Print
Share
Export
Publish

Close

Good evening

v New

Blank workbook

s

Recent

O

g

Search

Pinned Shared wit]

Name

question_sample
Downloads
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File Home | Insert Page Layout Formulas  Data  Review  View  Automate Help 1 Comments & Share v
X — & Insert v >~ A ()
Calibri — = v ?;?J Wrap Text General v @ E f — ? =]
P D EB i ‘ Conditional F /-/f é{ Belete - [~ SZrt& Find & Anal
aste = = === = 0 onditional Formatas Ce = o in nalyze
B I U .| i === 5= . . 0 <0 .00 .
v 8 - = = = — == Meme & eatee $ % 9 % 0 Formatting v Tablev  Styles v et Format Q- Filter v Select v Data
Clipboard IS Font K] Alignment K] Number K] Styles Cells Editing Analysis
Clipboard Font

Lién quan dén cac loai sao chép van ban,
sao chép dinh dang (Format Painter)

Alignment
Nh{ng thao tdc nhu can 1€, can chinh noi
dung bén trong cua moét 6 hay dat ndi
dung theo sat trai, sat phai

Dinh dang dU liéu nhu chinh font ch, c8
ch{f va cac hiéu ung ch{ (t6 mau, ké 6,...)

Number

Pinh dang cho di liéu bang cach thay doi
dang d{ liéu sang s6, van ban, gia tién,...
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File Home | Insert Page Layout Formulas  Data  Review  View  Automate Help 1 Comments & Share v
& o = 0¥ b 5 insert v+ | 2 v A ()
Pfttl [@ 5 Calibri ‘; 7 &2 Wrap Text General ) % l F@? iE)f Fpeete « | [T SZZ F/CdD& A_ l_
aste N = = =|e= 3= . . -0 .00 onditiona ormat as el — (o} in nalyze
o g B I U~ === £ ElMeges Center $ %9 W8 Formatting v Table v Styles v fElFormatv | @~ Filter v Select v Data
Clipboard IS Font K] Alignment K] Number K] Styles Cells Editing Analysis
Editing Cells

Thao tac loc, tim kiém, thay thé d{ liéu, Dinh dang cac 6, cét, table trong bang tinh

dién céng thic nhanh, tinh tdng nhanh Excel chinh d6 réng cua dong, cét. Cac

thao tac t6 chuc cho Sheet, td& mau Sheet,...

Styles

Dinh dang cac 6, cot, table trong bang tinh Excel
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File Home Page Layout Formulas Data Review View Developer Help Q Tell me what you want to do

B D 3O DO e G | B VEC Qi M EREET @EDA ST O

T SmartArt 0K~ - i
PivotTable Recommended ' Table Pictures Online Shapes Icons 8 & My Add-ins ~ Visio Data Epeople Graph Recommended . bii Maps PivotChart 3D Line Column Win/  Slicer Timeline  Link Text Header WordArt Signature Object Equation Symbol
PivotTables Pictures  + &+ Screenshot - Visualizer Charts L Rl b v Map ~ Loss Box &Footer - Line~ ¥
Tables INustrations Add-ins Charts % Tours Sparklines Filters Links Text Symbols

Tao bang, chuyén vung di liéu thanh dang bang . .
Tables Vi cau trac Table hoic Pivot Table Filters Chte néng loc
. Thao tac vdi cac déi tugng dé hoa ca ban bao gom: . R . . . i .
Illlustration Clip Art, SmartArt, shapes va screenshots. Links Chén thém Link vao bang tinh
. Thé 6t s6 Add-in t Excel, dt khi ca . A R
Add-ins em mot o In trong Excel, aung Kt €N | rext Binh dang nang cao text, chén Text Box, Header & Footer,...
nh{ng tinh nang nang cao
Thé ic biéu dé hinh cbt, hinh tron, dudng tha h . a . A . . ;  Lia
Charts . emA CaS Ie.u .f) IT C(;) i tron ng thang Symbols Thém céac ky hiéu todn hoc, cong thuc héa hoc, ky tu dac biét
va mot sob loai biéu dé khac
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Home Insert Page Layout Formulas Data Review View Developer Help Q Tell me what you want to do

v ak 2 '_f oy Width: |Automatic ~ Gridlines ' Headings L4 —
Aaj nCoIors @ F‘V ' [‘a FS o3 Wi 9 3§ ‘
Fonts - D ID f@ il = % [|Height: |Automatic ~ View View l_] o Uly e

Themes Margins Orientation Size  Print Background Print Bring Send  Selection Align

. [@lEffects~ : 2 L i Titles | elScale  [100% | | [Print | [JPrint  Forward~ Backward~ Pane -
Themes Page Setup 7} Scale to Fit [ Sheet Options [ Arrange
e Themes: Thiét 1ap mau sac, font ch{, hiéu Ung trong trang tinh Excel.

e Page Setup: Chinh sla trang in nhu xoay ngang trang giay, cd in,....
e Scale to Fit: Piéu chinh néi dung in cho khdp véi trang giay.
e Sheet Options: Gridlines |1a nhiing dudng ké ma; Headings 1a s6 th( tu cla dong/ tiéu dé cua cot.

e Arrange: Thiét 1ap cho cac dai tudgng xuat hién trong Excel.
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Page Layout Data

File Home Insert Review View Developer

Help Q Tell me what you want to do

A2 EEREER B B S5

=] Define Name ~

#:oTrace Precedents %% Show Formulas m
o

M Calculate Now
o Trace Dependents ¥4 Error Checking ~

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More Name = Watch  Calculation 72
: ; ; : ] . - A s 5 [ Calculate Sheet
Function v Used ~ - v ~  Time~ Reference~ Trigv Functions~ Manager 5 Create from Selection % Remove Arrows (%) Evaluate Formula  \yindow Options ~
Function Library Defined Names Formula Auditing Calculation

@ Function Library
Quan ly thu vién cac ham dudgc su dung

@ Formula Auditing
Kiém tra qua trinh tinh todn cda ham, phan
tich thanh phan, két qua cac ham da thuc hién

@ Defined Names

Quan ly tén cuia vung d{ liéu, ndi dung nay phuc vu
cho viéc tinh toan cdng thuc trong ham

. Calculation

Thiét lap ché d6 tinh toan trong Excel
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File Home Insert Page Layout Formulas m Review View Developer Help O Tell me what you want to do

F[:] [:‘E] [‘%}‘ D [}L‘l E—‘» @ ] Queries & Connections 8l Y E]% F E_)g ,::\é E%D r@'} E\? @ —) (—I% r

Get  From From From Table/ Recent Existing Refresh z| Sort Filter Textto Flash Remove Data  Consolidate Manage What-If Forecast Group Ungroup Subtotal
Data~ Text/CSV Web Range Sources Connections  All~ Yo Advanced  Columns  Fil Duplicates Validation ~ Data Model Analysis~ Sheet b *
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline

e Get & Transform Data: Lién quan mat thiét dén Power Query trong Excel.

e  Sort & Filter: Sap xép va loc dii liéu.

e Data Tool: Quan ly d{ liéu, xt ly d liéu dugc tét han.
e  Forecast: Du dodn xu hudng cua d liéu.

e  Outline: Gop va bo gép nhém di liéu

SU dung cho cac bang dii liéu 18n dé phan nhém dé dé theo ddi hon.
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Formulas

Developer Help Q Tell me what you want to do

File Home Insert Page Layout Data View

AJBC E] Dé ﬂ) 5§) ij (' Show All Comments D ’_? [“_/l

Spelling Thesaurus Check Smart  Translate New Protect Protect Allow Edit Hide
Accessibility Lookup Comment Sheet Workbook Ranges Ink
Proofing Accessibility  Insights Language Comments Protect Ink

File Home Insert Page Layout Formulas Data Review View

) B B O

Normal Page Break Page Custom [ Gridlines [/] Headings
Preview Layout Views

Q Tell me what you want to do

[“] Formula Bar Q [;—; @ DE E @ [ Split

Developer Help

[ Hide
Zoom 100% Zoomto  New Arrange Freeze
Selection Window All  Panes~

Workbook Views Show Zoom Window

File Home Insert Page Layout Formulas Data Review View

Q Tell me what you want to do

Developer Help

j D 27 Record Macro ’ Q‘n’ | | o Properties L@ 53 Import
- Use Relative References ® 4 -“ & View Code ij Expansion Packs
Visual Macros . Add- Excel COM Insert . Source
Basic ! Macro Security ins  Add-ins Add-ins ~ ~ Run Dialog
Code Add-ins Controls XML

@ Review

Xem lai, dadnh gia lai mét file Excel va c6 thé
thiét |ap cac co ché bao vé cho file Excel vadi
nhém céng cu Protect nhu Protect Sheet,
Protect Workbook.

@ view

Chua nhiing dang thiét |1ap vé ché& dd hién thi
khi lam viéc trén file Excel, nhu cac chlc nang
bén dugi géc bén phai cia man hinh lam viéc
Excel: Zoom, Page Layout, Page Break hoac
cac thiét 1ap cho phép hién thi néi dung cua
Gridline, thanh Formulas.

@ Developer

Pay la nhédm céng cu chuyén dung cho
nhing ai mudn tim hiéu vé Macro va VBA.



