TAI LIEU MICROSOFT EXCEL

MUC LUC



|. Kh&i ddng lam quen giao dién

I[.1. Khoi dong chuong trinh

Dé khoi dong Microsoft Excel nhap dup vao biéu tuong sin ¢ cua chuong trinh trén
man

hinh Desktop ctia may tinh.

Cua sb gid1 thi€u sau s€ xuét hién nhu hinh dudi day:

Chon Blank workboOK man hinh chinh ctia chuwong trinh s& xuat hién nhu hinh duéi
day:

Duéi déy 1a cac thanh phan co ban trén man hinh chinh
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- (1): Thanh céng cu nhanh: Chtra cac 1énh thao tdc nhanh

- (2): Office button: Chura I¢nh thao tac voi tép

- (3): Thanh c6ng cu Ribbon: Chtra gan nhu toan bd cac 1énh thao tac véi chuong
trinh,

chung dugc phan chia thanh cdc nhom khéac nhau.

- (4): Name box: Vung dia chi vi tri con tré hién thoi

- (5): Fomula bar: Thanh cong thure

- (6): Man hinh nhap liéu: La phan 16n nhat trén man hinh ctia chuong trinh, ddy 1a
vling



chura dir li€u trén bang tinh (WorkSheet).

- (7): Tiéu dé cot, hang WorkSheet: Gom cot va hang tiéu dé, cot thuong dugc danh
dau

theo ky tu trong bang chit cai, hang dugce danh diu theo diy sb lién tiép (trong thyc té
c6 thé thay dbi cac ky hiéu nay).

- (8): Thanh cudn: Dung dé di chuyén vin ban 1én xudng, sang trai sang phai.

- (9): Thanh Sheet tab: Liét ké danh sach cac bang tinh c6 trong tép Excel
(WorkBoOK),

ngoai ra con chira thanh diéu khién dé di chuyén qua lai giita cac Sheet.

- (10): Thanh trang thai: Chtra mét s6 thong tin hién thdi cta vin ban nhu ché do hién
thi, phén tram hién thi, trang hién tai, ...

[.2. Tao mot bang tinh ma1

Thuc chat sau khi khoi dong chuong trinh da ty dong tao san mot bang tinh mai. Néu
khong,

c6 thé thuc hién bang mot trong cac cach sau day:

Céach 1: Nhap chon biéu turgng Office Button

Mot hop thoai xuét hién nhép chon New 16i chon biéu tuong Blank WorkboOK & hop
thoai

bén tay phai.3/165

Céach 2: Nhap chudt vao biéu tuong New trén thanh cong cu nhanh.

Trong trudng hop chua thay biéu tugng nay trén thanh cong cy, chon mili tén tro
xuéng trong

thanh nay, chon New.

Céch 3: Nhén t6 hop phim Ctrl + N

Bﬁng mot trong ba cach trén, mot bang tinh méi va rong s& duoc tao.4/165

Khac voi Microsoft Wor, Microsoft Excel khong phai ding dé soan thao vin ban ma
Excel

c6 tac dung nhu mdt bang tinh co thé thuc hién, xir 1y tinh toan rat nhiéu bai toan tur
don gian

dén phuc tap.

[.3. Thanh cong cu Ribbon

Thanh Ribbon 13 thanh cong cu chira gan nhu toan bd cac 1énh dé thao tac v6i chuong
trinh,

nhu cac 1énh vé hiéu chinh bang tinh, ham, cong thirc, hay xu 1y dit liéu, ...

Thanh Ribbon bao gdm céc tab (home, insert, Page layout, ..) bén trong 1a cac nut 1énh
cua

Tab do. Tuy ting ngit canh sir dung cac nuat 1énh s€ sang 1én cho phép ngudi dung
thao tac.

Nhu vay dé thao tac véi mot 1énh nao dé trén thanh Ribbon can phai biét n6 ndm
trong Tab

Ribbon nao, sau d6 chon t6i 1énh can thao tac trong Tab Ribbon do.

1.3.1. Chi tiét cac Tab Ribbon

- Home: Xuét hién mic dinh trén thanh Ribbon, chtra cac nhém Iénh nhu sau:

o Clipboard: Cit dan

o Font: Font chir

o Alignment: Can 1& noi dung



Number: Dinh dang dit li€u

Styles: Dinh dang bang tinh

Cells: Thao tac véi Cell

Editing: Ham, loc, tim kiém dir liéu

- Insert: Xuat hién mic dinh trén thanh Ribbon, chita cac nhom 1énh lién quan dén
viéc

chén céc d6i twgng vao vin ban, chi tiét nhu sau:

o Tables: Cac chen bang vao thao tac vdi bang5/165

o Ilustrations: Cac 1énh chén dbi tuong dd hoa

o Charts: Lénh chén céac lién két

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

o Symbols: Lénh lién quan dén viéc chén cac biéu tugng.

- Page Layout: Xuét hién mic dinh trén thanh Ribbon, chira cac nhom 1énh lién quan
dén bd cuc cta ban tinh.

o Themes: Ty chinh nén cho bang tinh.

o Page Setup: Céc 1énh thiét 1ap dinh dang trang in

o Scale to fit: C6 dinh s6 trang in trong mot vin ban
o
o

O
O
o
o

Sheet Options: Tuy chinh Sheet
rrange: Céc 1énh sip xép cac dbi twong trén van ban.
- Formulas: Xuét hién mic dinh trén thanh Ribbon, chtra cac 1énh lam viéc véi ham va
cong thirc
Function Library: Chura Iénh goi cdc ham trong Excel.
Defined Names: Chtra 1énh dinh nghia ving lam viéc.
o Formula Auditing: Chira 1énh tham chiéu cong thirc.
Calculation: Tuy chon tinh toan trong Excel.
- Data: Xuét hién mic dinh trén thanh Ribbon, chira cic 1énh lam viéc véi dit lidu
o Get External Data: Lay dit liéu tir nhitng Gng dung khac.
o Sort & Filter: Chtra 1énh sép Xép, loc dir liéu.
o Data Tools: Chira mot sb cong cu thao tac vai dir lidu.
o Outline: Chtra cac 1énh nhom dir 1iéu.6/165
- Review: Xuét hién mac dinh trén thanh Ribbon, chira cac nhoém Iénh lién quan dén
cac
thao tac nhu kiém tra ngir phap cho noi dung bang tinh, tao ghi chil, bao mat bang
tinh,

o O

O

- View: Xuét hién mic dinh trén thanh Ribbon, chita cac nhoém 1énh hién thi, chi tiét
nhu

sau.

o WorkboOK Views: Ché d6 hién thi

o Show: Tuy chon hién thi mot s thanh Panel

o Zoom: Cac 1énh phong to, thu nho ndi dung WorkboOK

o Window: Chira cac Iénh tiy chon hién thi nhiéu WorkboOK

o Macros: Cac 1énh vé Macros



1.3.2. An hién mot Tab lénh

Pé 1am an hay xuét hién mot nhom 1énh hodc mot Tab 1énh trong thanh cong cu
Ribbon lam

nhu sau:

- Nhap phai chudt vao mot khoang tréng bat ky trén thanh cong cu Ribbon.

- Mot menu nhanh xuét hién chon Customize the Ribbon, hop thoai Excel Option xXuét
hién va tro toi muc Customize the Ribbon.7/165

- Trong danh sach Main Tabs bén phia tay phai cia man hinh 1iét ké danh sach cac
Tab

Ribbon mudn 4n Tab nao chi cin bo diu tinh & dau tén Tab do. Nguoc lai muén hién
chung 1én danh diu tinh cho nhirng Tab bj 4n. Cubi cung nhip OK dé luu lai.

Luu y: Truong hop mudn an toan bd thanh cong cu Ribbon, nhép chon biéu tuong
Minimize

the Ribbon (hodc nhan t6 hop phim Ctrl + F1) phia goc phai trén ctia man hinh chinh.
Khi mudn hién lai thanh cong cu nay, nhap chudt vao nut 1énh d6 mot 1an nia.

1.3.3. Tw tao mot Tab lénh va cac nhom lénh trén thanh cong cu Ribbon

Ngoai nhitng Tab 1énh sdn c6 Microsoft Excel con cung cap cho nguoi dung chirc
nang ty tao

ra cac Tab Iénh mai, cach thuc hién nhu sau:

- Nhép phai chudt vao mot khoang tréng bat ky trén thanh cong cu Ribbon.8/165

- Mot menu nhanh xuét hién, chon Customize the Ribbon, hop thoai Excel Option
Xuat

hién va tré t61 muc Customize the Ribbon.

- Pé thém mot Tab méi, nhap chon niit New Tab, mot Tab, mot nhom 1énh méi xuét
hién nhu hinh dudi day:9/165

- C6 thé d6i tén cho Tab bang cach nhap chudt phai vao Tab nay chon Rename

- Lam tuong tu dé d6i tén cho nhém 1énh

- Ngoai ra ¢6 thé bd xung cac nhom 1énh khac vao Tab nay bang cach nhap chon Tab
vira thém rdi nhan nat New Group

Két qua Tab cac 1énh s€ c6 dugc nhu hinh dudi day:10/165

Cong viée cudi cing cua 1a chon nhitng 1énh can thiét dé bd xung vao cac nhém 1énh
tuong

tmg. Cudi cting nhap OK dé hoan tat.

Tab 1énh vira tao khi XUt hién trén man hinh chinh cua chuong trinh s€ nhu hinh duéi
day:

Day 1a mot vi du co ban hoan toan co thé tao ra cac Tab lénh dugc bd tri khoa hoc va
thuan

tién cho qua trinh str dung.

I.4. Thanh c6ng cu nhanhThudng nim phia trén ciing bén phia goc trai ciia man
hinh chinh, chira cac 1énh thuong st

dung gitip ngudi diing c6 thé thao tic mot cach nhanh trong, tirc thoi. Dé thao tac,
nhap chudt

tryc tiép vao nat 1énh cin thao tac trén thanh cong cu nay.

1.4.1. B6 xung cdc Iénh thwong sir dung c6 trong danh sach mdc dinh

Khi méi cai dat chi théy mot sb nit 1énh trén thanh cong cu nay, mubn bd xung thém
cac nat



1énh khac nhap chudt vao mili tén tré xudng roi chon vao nit 1énh can bd xung (voi
diéu kién

nut do chua cé trén thanh cong cu).

(Nhirng nut 1énh chua c6 diu tich 14 nhitng ndt 1énh chua dugc bo xung 1én thanh
cong cu)

Nguoc lai ¢6 thé 1am 4n cac nit 1énh di bang thao tac twong t nhung dbi voi nhitng
nut Iénh

da co6 trén thanh cong cu.

11/165(Nhitng nit 1énh c¢6 ddu tich 1a nhitng nut 1énh di c6 trén thanh cong cu).
[.4.2. B6 xung cdc 1énh khéng c6 trong danh sdch mdc dinh

Nhu phén trude di trinh bay chiing ta c6 thé bo xung cc nut 1énh c6 trong danh sach
mac

dinh 1én thanh cong cu nhanh. Ngoai ra Microsoft Excel con cho phép bo xung 1én
thanh cong

cu nay nhitng nut 1énh khac khong co6 trong danh sdch mac dinh. Cac budc thuc hién
nhu sau:

- BuGe 1: Nhap chudt chon miii tén tré xudng trén thanh cong cu nhanh (Quick access
toolbar), danh sach xuat hién chon More Commands. ..

Hop thoai Excel Options xuét hién va tu dong troé té1 muc Quick Access Toolbar.
12/165- Buée 2: dé y trong danh sach bén trai 13 cac nit 1énh cta chuong trinh danh
sach bén

tay phai 1a cac nut 1énh hién c6 trong danh sach Quick Access Toolbar. Pé b xung
thém mat nit 1énh ma1 chon té1 nod trong danh sach bén trai roi nhép nut Add>>,
nguoc

lai néu mudn loai bo nut 1énh nao chon téi n6 trong danh sach bén tay phai rdi nhap
nat << Remove.

Luu y: C6 mdt nut 1é€nh dac biét do 1a diu ngan cach gitta mot hodc mot nhom cac nut
1énh, hoan toan c6 thé bd xung doi tuong nay vao thanh Quick Access Toolbar, nut
1énh ¢6 tén la: <Separator>.

- BuGe 3: Cudi cung c6 thé str dung biéu twong mili tén 1én xubng dé thay doi vi tri
cac

nut 1énh trén thanh Quick Access Toolbar.

Sau khi hoan tat nhdp chon nut OK dé luu lai nhiing thay dbi

13/1651.4.3. Thay déi vi tri ciia Quick Access Toolbar

Sau khi cai dt s& thdy thanh cong cu Quick Acces nam phia trén cua cira s6 chuong
trinh tuy

nhién ciing c¢6 thé di chuyén né xudng dudi thanh Ribbon dé c6 khong gian rong hon.
Cach

thuc hién nhu sau:

- Nhép chudt vao miii tén tro xudng trén thanh cong cu Quick Access Toolbar.

- Trén danh sach d6 xubng chon Show below the ribbon

Két qua nhu hinh duéi day:

Luru y: Khi da d6i xudng dudi mudn tré lai vi tri cii hiy lam twong tu nhung khi d6
chon Show

above the ribbon.

|.5. Office Button



Office Button chtra cac 1énh thao tac voi File Excel, nhu thém méi, mo mot File da
tdn tai, in

an, luu trit, hay stra d6i cac thong tin vé File, ... Dé hop thoai Office Button xuét hién
nhip

chudt chon biéu tuong Office Button bén phia trai thanh Ribbon.

14/16515/165

Hop thoai Office Button s¢€ xuét hién nhu hinh duéi day:

- Info: Chtra cac 1énh nhu Save, Save AS, Open, ... Ngoai ra con cho phép nguoi
dung

c6 thé thay d6i mot sb thong tin vé File trong danh sach bén phia tay phai cia man
hinh.

- Open: M¢ File moi va n6 ciing chira danh séch File da mo trude d6.- New: Tao mot
File Excel, ngoai viéc lya chon mot bang tinh rdng ciing ¢ thé tiy chon

cac File mau ma Microsoft Excel cung cap san.

- Print: In 4n vin ban, & day co thé Iya chon may in va cac tuy chon khac ngay man
hinh bén phia tay phai

16/16517/165

- Share: Trong phan nay c6 thé giri vin ban qua Email, Fax, hay luu van ban thanh cac
dinh dang khac nhau, ...

- Eport: Thay d6i dinh dang cua File Excel sang mot s6 dinh dang thuong gap nhu
PDF/XPS...

Luru y: Dé dong cira s6 Offie Button, nhap nut Back

hozc nhan phim ESC.

[.6. Céac thanh phan khac trén giao dién

- Name box: Vung dia chi vi tri con tré hién thoi. Ngoai viéc hién thi vung dia chi con
tro hién thoi, hop thoai ndy con cho phép nguoi dung nhip vung dia chi ma minh
mudén

di chuyén téi. Gia st mudn di chuyén dén 6 A5 (Cot A hang 5) nhap gié tri ndy vao
hép Name Box rdi nhan Enter, 1ap tirc con tré chudt sé di chuyén dén 6 AS5.Tuong tu
nhu vy muén di chuyén va chon téi ving dia chi A1:B4 (Chon mot ving

lam viéc tir 6 hang 1 cot A dén hang 4 c6t B), nhap vao 6 Name Box gid tr1 A1:B4.

- Fomula bar: Chtra cong thirc ctia 6 hién thoi. Ngoai viéc hién thi hop thoai nay con
cho phép ngudi dung nhap cong thire cho 6 hién thoi. Dé thuc hién di chuyén chudt
toi

6 can nhap cong thirc rdi nhap cong thirc cho 6 d6 trén thanh Fomular bar bat dau véi
dau =. Vi du chiing ta c6 cong thirc ctia 6 A2 13 6 + 8.

Lueu y: V&i phép tinh don gian chung ta hoan toan ¢ thé nhép truc tiép cong thirc vao
thanh Fomular bar. Tuy nhién vé6i nhitng phép toan phire tap sir dung nhiéu ham két
hop voi nhau, nhung ham d6 ciing khong nhé 1d cach viét. c6 thé nhap chon vao bicu
tuong fx dé bat hop thoai Insert Function.

18/165Hoac go diu = sau d6 chon cac ham bén hop thoai Name Box.

- Man hinh nhap liéu: La phén thuong lon nhat trén man hinh ciia chuong trinh, bao
gom cac cot tur (co tiéu dé) tir A dén XFD va hang tir 1 dén 1084576.

O cudi cung trong mot bang tinh c6 dia chi 1a XFD:1048576.

Man hinh nhép dit liéu ngoai chirc nang hién thi con cho phép ngudi dung thao tac véi
cac cong thire co trong bang tinh. Gi4 tri hién thi trén Cell khac cong thirc ma Cell d6



chura. Trong vi duy trén 6 A5 c6 gia tri 1a 14 va cong thuc 1a: 6+8.

19/16520/165

bpé nhap liéu cho Cell di chuyén téi Cell can nhap dir liéu sau do go truc tiép gia tri tai
vi tri con tré dang nhap nhay. Néu mudn thay doi, tiiy chinh cong thirc cé thé nhan
phim F2 hodc nhap dup chudt vao 6 can thay doi, khi d6 cong thirc xuat hién co thé
chinh stra nhu khi lam viéc trén thanh Fomular bar.

- Tiéu dé cot, hang bang tinh: La cot va hang dau tién trong bang tinh. Cac cot thuong
duoc danh du bang cac ky tu, cac hang duoc danh dau bang cac ¢b lién tiép. Cot vao
hang tiéu dé c6 nhiéu tac dung tu viéc xac dinh vi tri cua dia chi ving lam viéc hién
thoi dén viée thao tac véi toan bo dit lidu trong hang va cot do.

- Thanh cudn: Dung dé di chuyén noi dung bang tinh 1én xudng, sang trai sang pha.

- Thanh Sheet tab: Mot WorkboOK (1 File Excel) chira nhiéu WorkSheet (bang tinh),
sir dung thanh cong cu Sheet tab dé ¢ thé thao tac véi cac Sheet nay. V&i cac 1énh ¢o
trén thanh cong cu nay co thé thém, hiéu chinh, x6a hay di chuyén qua lai giita cac
Sheet mot cach dé dang.

- Thanh trang thai (Status bar): Chira mot sd thong tin hién thoi cia van ban nhu ché
d6 hién thi, phan trim hién thi, trang hién tai, ...

o Thay d6i ché do hién thi bang thanh trang thai: c6 thé thay d6i mot trong 3 trang
thai trong bang tinh bang cach nhap chon cic nit hién thi trang thai

trén thanh Status.21/165

o Thay doi ché dd Zoom: Bé phéng to thu nhé man hinh lam viéc chinh, c¢6 thé sir
dung thanh truot trén Status bar

. Péu tién 1a thong tin mo

ta vé phﬁn tram hién thi (70%), bén canh la thanh truot néu vi tri danh dau & chinh
gitra 13 100%, c6 thé ting hodc giam phan trim hién thi bang cach kéo biéu tuong
danh du vé mot trong hai phia cta vi trf 100%.11. Thao tac v&i bang tinh
I1.1. Thanh phan va cac thao tac co ban

I1.1.1. Thém mét cira s6 bang tinh (WorkBoOK) méi

Mac dinh khi kho1 Microsoft Excel chuong trinh s€ tu dong tao mot WorkBoOK méi,
tuy

nhién trong cac truong hop khéac ¢ thé mé mot WorkBoOK méi bang cac cach sau
day:

Céach 1: Nhap chon biéu trong New trén thanh cong cu Quick Access Toolbar (hoic
nhan t6

hop phim Ctrl + N).

Céach 2: Nhap chon biéu trong Office Button

Hop thoai Office Button xuét hién hay nhép chon New 10i chon biéu tuong Blank
WorkBoOK

& hop thoai bén tay phai, cudi ciing nhap nut Create

Lueu y: Vi hai cach trén ching ta s& tao dugc WorkBoOK tring tuy nhién Microsoft
Excel

con cung cap rat nhidu cac mau (Template) duge xay dung sin ma c6 thé ké thira va
st dung

lai. Viéc str dung cac mau (Template) duoc xay dung sin s& giup tiét kiém thoi gian
cling nhu

tiép can voi cach trinh bay, b tri bang tinh hién dai, khoa hoc cia Microsoft.



C6 thé chon bat ky mQt Templates nao ma muén thuc hién.

22/165Va sau do Click chudt vao nut Create.

I1.1.2. Cdc thanh phan co bén

Mot bang tinh bao gom nhiéu WorkSheet (Sheet) trong mdi Sheet chira cac hang

(Row) va

cOt (Column) tao thanh cac 6 (Cell).

- Sheet: La m6t véi cac thanh phan nhu dd ndi & phan trude. C6 thém mdi, tiy chinh

hay x6a bé mot Sheet trén WorkBoOK. Céc Sheet trong mot, hodc nhiéu WorkBoOK

c6 thé lién két 13y dir liéu qua lai véi nhau.

- Column: Cot nam trong cac Sheet dugc danh déu, x4c dinh béi tiéu dé (dia chi) cot,

vi du ching ta néi cot A, cot B hay cdt XA, ... co thé chén, xo6a, di chuyén, ... cac cot

trén mdt Sheet.

- Row: Hang nam trong cac Sheet dugc danh diu, xac dinh bai tidu dé (dia chi) hang,

vi du chung ta n6i hang 1, hang 2 hay hang 1000, ... cling ¢6 thé chén, x6a, di chuyén,
.. cac hang trén mot Sheet.

23/165- Cell: La 6 giao nhau gitra mot hang va mot cot xac dinh nao do, vi tri ctia Cell

hay con

goi la dia chi cua Cell dugc xac dinh boi té€n cot va hang giao nhau chira no. Gia st 6

A5 duoc hiéu 13 6 giao giita cot A va hang 5, tha ty viét dia chi cua Cell 13 “Tén cot”

+ “Tén hang”. M¢& rong Cell ching ta s€ c6 nhom cac Cell, nhom céac Cell dugce xac

dinh boi 6 dau tién va 6 cudi cung trong nhom. Nhu vay dia chi cua mot nhom Cell

duogc viét nhu sau: “Tén Cell dau tién”: “Tén Cell cudi cing”. Giai str nhom Cell tir

hang thir nhat cot A t6i hang thir 5 cot E chiing ta s& c6 dia chi 1a: A1:E5.

- Vung lam viéc hién thoi: La mot nhom cac Cell dugce chon tai mot thoi diém xac

dinh

va bao quanh boi mot khung mau den.

Nhu vay dia chi viing 1am vi¢c hién thoi chinh 1a dia chi ctia nhém Cell dugc chon.

11.1.3. Thém mot bang tinh (Sheet)

Tir ctra s6 WorkBoOK c6 thé thém méi mot Sheet bang cac cach sau day:

Céach 1: Nhap chon biéu twong Insert WorkSheet trén thanh Sheet tab.

Céch 2: Nhén t6 hop phim Shift + F11

Bang mot trong hai cach trén mot Sheet moi s& duoc tao va ¢ tén mic dinh 1a Sheet +

S6 thi

tu cua nhitng Sheet da tao trong WorkBoOK.

11.1.4. Chon bang tinh thao tac

DPé chon mot Sheet can thao tac nhép trai chudt vao tén Sheet do trén thanh cong cu

Sheet tab.

Sheet duoc chon c6 mau sang hon cac Sheet con lai.

24/16511.1.5. Chen mot bang tinh (Sheet)

Ng0a1 viéc thém mai mot Sheet vao vi tri cudi ciing ciing c6 thé chén mot sheet méi

Vvao vi

tri bat ky trén thanh Sheet Tab, cach thyc hién nhu sau:

- Nhép phai chudt vao Sheet can chén mot Sheet m&i, chon Insert. ..

Hop thoai Insert xuét hién nhu hinh duéi day:

- Nhap chon WorkSheet trong Tab General sau d6 nhap OK. Mot Sheet méi s& dugc

chén vao trudc vi tri Sheet vira chon.



25/16511.1.6. Déi tén cho bang tinh (Sheet)

Tén ma chuong trinh mdc dinh dédt cho Sheet thuong khong goi mé va phan anh dugc
ndi

dung. Vi vay khi WorkBoOK cua c6 nhiéu Sheet nén dat lai tén cho chung. Céch thuc
hién

nhu sau:

- Nhép phai chudt vao tén Sheet can doi tén trén thanh Sheet Tab, chon Rename Sheet
(hodc nhap dip chudt vao tén Sheet can doi trén Sheet Tab).

- Con tré chudt s¢ nhép nhay tai vi tri tén ctuia Sheet can doi, hay x0a tén cii va nhap
tén

maoi cho Sheet.

Lueu y: Tén Sheet nén dit ngin ngon nhung goi md, tén Tab khong nén sir dung cac ky
tir ddc biét (2!@#, ...) hodc ddu khoang tring. Pé tuong minh ching ta str dung dau
dé phan biét cac chif trong tén Sheet.

11.1.7. Xoa mot bang tinh (Sheet)

Pé xda mot Sheet thuc hién nhu sau:

- Nhap phai chudt vao tén Sheet cn x6a trén thanh Sheet tab chon Delete sheet.
26/16527/165

- Hop thoai xac nhan thao tac xuat hién, néu déng y x6a chon Delete, nguoc lai chon
Cancel.

I1.1.8. Di chuyén qua lai giita cdc bang tinh (Sheet)

Ngoai canh nhap chon téi Sheet can thao tac con co thé sir dung cac cong cu trén
thanh Sheet

Tab dé di chuyén qua lai gitta cac Sheet

: Di chuyén téi Sheet dau tién trong WorkBoOK.

: Di chuyén vé Sheet phia truéc Sheet hién thoi

: Di chuyén vé Sheet phia sau Sheet hién thoi

I1.1.9. Thay doi vi tri cdc bang tinh (Sheet) w
bé thay doi hay di chuyén Sheet tir vi nay tdi vi tri khéc trén thanh Sheet Tab c6 thé
thuc hién

theo cac cach sau day: ‘ q

Cach 1: Nhap gilr chudt vao Sheet can di chuyén, kéo tha t&i vi tri méi trén thanh
Sheet Tab.

Cach 2: Nhap phai chudt vao Sheet can di chuyén trén thanh Sheet tab chon Move or
Copy

Sheet...Hop thoai Move or Copy xuat hién nhu hinh dudi day: 7

Trong muc To BoOK chon File Excel can di chuyén Sheet tdi (c6 thé khong phai File
hién

thoi dang chira Sheet, trong hdp chon To boOK chua danh séch cac File Excel dang
mo).

Tuong ung véi File Excel can di chuyén td1 chon vi tri ma1 cho Sheet trong muc
Before Sheet



