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LO1 GIGI THIEU

Trong linh vuc Bién toan van phong, Microsoft Excel 1a mét trang nhiing
chuong trinh thudc bd Microsoft Office da va dang Ung dung réng rai trong
nhiéu [inh vuc: Kinh t&, k& toan, thuong mai, quan 1y va nhiéu hon nia. Vdi
Excel 2010 ban co trong tay di céac céng cu va lénh dé tao cac bang tinh
khac nhau, tao nhing co sd di lidu cho tung thdi ky, l1ap nén biéu dé dién
bién, dy dodn xu thé phat trién, t dé dé ra ké hoach phat trién.

Tai Viét Nam, hién Excel rat phé bién. Hau nhu cac may tinh méi 1dp
rap déu cé yéu cdu sl dung Excel. Tuy rat phé cap va cé nhiéu sach trinh
bay cach si dung chuong trinh nay, nhung dé cé dudc tai lidu tu hoc kidu
“xem t&i dau thuc hanh téi dé” gilp cho ngudi doc co thé tu tham khdo va
thuc hanh Ung dung vao trong thuc té thi khéng cé nhiéu. Trong lan bién soan
nay, cong ty TNHH Thuan Tam Huy gidi thiéu dén cac ban hai tdp sdch
chuyén vé bang tinh- Hudng da&n sl dung Excel phién bdn mdi nhat 2010 ¢
ndi dung nhu sau:

TAP 1: EXCEL 2010 DANH CHO NGUJI TU HOC.

Noi dung séch trinh bay nhing kién thic khéng qua sau, nham phuc
vu cho nhiing ngudi mdi bat ddu l1am quen vdi dién toan van phéng, déng thai
la tai liéu tham khao cho gidao vién giang day tai cac trung tam, céc trudng
Cao déng. Pai hoc, giang day lién quan dén chudng trinh Excel.

Sach gém cé 11 chuang:

e« Chuong 1 va 2: Trinh bay téng quan vé Excel 2010 va thiét lap
méi trudng lam viéc.

¢ Chuong 3 va 4: Hudng dén thao tac Iap badng tinh va xay dung
dé thi.

s Chuong 5 va 6: Gidi thiéu cac ham Excel va cac phép tinh co ban.

e« Chudng 7 va 8: Thuc hanh cac bai tdp Ung dung cdc ham Excel
s8p x&p di liéu, do tim ddi tugng va ky thuat in bang tinh.
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o Chudng 9 va 10: Gém 10 bai tap Ung dung thuc t€ va tao bang Pivot

s Chuong 11: Tao Macro

TAP 2: 100 THU THUAT v EXCEL 2010

N6i dung sach dé cap dén nhing van dé lién quan dén th( thuat, ky
thuat nang cao khai thac Excel 2010 trong quan ly. Sach chd yéu la thuc hanh
qua 100 bai tap, trudc mbi bai tap déu cd phan ly thuyét trinh bay ngén gon
dé ban doc dé theo ddi khi thuc hanh.

N6i dung sach gdbm 10 chugng. Tuong ung véi mdi chuong déu cd
nhing bai tdp gén lién vaGi thuc té, giup ngudi hoc nhanh chéng ndm béat dugc
nhiing ky thuat, th( thuat khi lam viéc véi Excel t d6 khai thac ¢é hiéu qua va
Ung dung nhanh Excel vao céng viéc.

Mot s6 diém can Iuu v khi si dung sach:

e Tailiéu bién soan trén phién ban mdi nhat Excel 2010, nhung xét vé
mat ky thuat, néu may tinh cac ban dung cac phién ban Excel ci
hdn nhu Excel 2003, Excel 2007 van co thé thyc hanh cac bai tap
trong sadch ma khéng anh hudng nhiéu dén viéc hoc.

e Nhiéu vi du trong sach can phai tu tac hay co thé tai vé tif trang web
www.tthbooks.com dé thyc hanh nhanh hon. Can luu y font chi si
dung trong cac file thuc hanh nay la VNI,

Hy vong cac ban sé nhanh chéng khai thac cé hiéu gla chuadng trinh
Excel trong cdng viéc clia minh.

RA&t mong nhan dugc nhiéu y kién déng gép, nhat 1a y kién cla cac
thay cdé cd nhiéu kinh nghiém gidng day Excel dé sach dugc hoan thién hon
trong l&n tai ban sau.

Cac tac gia



EXCEL 2010 DANH CHO NGUGI TU HOC CHUGNG 1: TONG QUAN VE EXCEL 2010

CHUONG 1
TONG QUAN VE EXCEL 2010

Excel la mét chuong trinh bang tinh trong bd phdn mém van phong ndi
ti€ng cla Microsoft Office, chuyén dung dé tao va dinh dang workbook (mét
tap hdp cla cac bang tinh), phan tich di liéu nhap vao tac nhiéu théng tin
thuong mai chinh xac, nhanh chéng, hiéu qua va dep mat. Ngoai ra, Excel
con hd trg ngdn ngi Visual Basic va Microsoft Script, cung cdp mdt sé cong
cu ty déng hoéa thao tdc, tao cac thao tac thdng minh hoac chuyén thanh trang
Web tai I&n Internet trinh chiéu.

Céc chic nang co ban clia Excel 2010, cy thé nhu sau:

s Binh dang worksheet.

« Dinh dang s trong worksheet.

e Tao bang Excel.

« Loc dif liéu bang AutoFilter,

s Sap xép di lieu AutoFilter.

s Ap dung diéu kién dinh dang.

« Ap dung dif liéu phé chuan.

« Tao céng thuc.

e SU dung ham sb trong cdng thuc.
e Biéu db du liéu.

« Tao macro.

s Tao bang bao céo.

s Khdi déng va sl dung chuong trinh b sung.
 In worksheet.

Cling nhu cac tai lieu huéng dan phdn mém Ung dung chay trén
Windows, trudc khi thuc hanh vdi Excel ban hay lam guen vdi giao dién lam
viéc clha chuang trinh.

KHOI BONG EXCEL

Nhap dip vao biéu tugng Microsoft Excel 2010 trén
man hinh Desktop hodc nhap nut Start trén thanh Taskbar >
chon Programs > Microsoft Office > Microsoft Excel 2010.




CHUONG 1: TGNG QUAN VE EXCEL 2010 ENCEL 2010 DANH CHO NBUO| TU HOC

1
!
) Sedet F il
7 st # (1] Merenoft i oeutn Desgner 2210 Beta)

5
") VePPOF PDFMERv3 T b 1] Meromcht o Pl 020 (8eta) |
) Wk 200 * ] Meroioh Cratiore 2050 Bets) |
ool 7 weas b L Morssoh Cutlook 2010 (Beta |
I SetProgandocen wd Detadks ] adote feades 710 || Meroacht PoesrPone 2010 Bets} |
8 Ieervet Czhrs it Microach Publsber 2010 (Bete) |
a7 ps 4 Mool SharePont wirksaace 2010 (hels) |
i Ouriek Exoreas ] Mt Word 2010 [Bet ol |
.. Pamile Aisslace % Y EES e I
£ ke ek Piavee ]
1§ Wrdoes Hemisrgen : |
T4, Weskoe Hores ok B l

Gidng nhu cac chuong trinh Microsoft Office 2010 khac, giao dién Excel
2010 uyén chuyén gém c6 vdi cac Iénh va thanh cong cu dudc t8 chic thanh
hé thédng quan sat hoan toan tuy dng. Man hinh lam viéc gédm mét cda s
“I6n* Excel chia mét hodc nhiéu cla sé “nhd” bén trong. M&i clia s tuong
Ung vdi mét file bang tinh. Man hinh Excel cé cac thanh phan sau:

1. Thanh tiéu dé

Tie L\dé file Mot disu khidn oz 58 Excel
i v . ! i
Hop didu khién cda 58 Excel | MOt dif L khign cia 38 bdng tinh
T )] 1
B ]
ﬁ i ¥ Bookl - Microsoft Excel % T 1
AN Home [nserl Page Layout Formulas Data Review Wiew Developar 2dddng o _)" = B T
I futosum - H Lagical = 14. ¥ ')" - Define Name = - 3
iz Recently Uszd » Test » iar ) -
Insait J" = 'J\ s Hamz Faimula - Caliulatian
Function &4 Finanaal = 1_1-[3'31& G Time = . 4T Manager B Create from Szlection Zygming -
Funrtion Libas
Tab diéu khi€n cda 58 bdng tinh
. Tab File & noi mé, luu, in va danh muc cac file da mé trude do, cac

file quan ly va thiét lap tiy chon chuong trinh clia ban va mot s8 tay
hudng dan dac biét vé Ribbon Tab File giGng nhu trinh don File cda
cac phién ban trudc.
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. Cac nut diéu khién clta s8
—  Minimize Nt thu nhd clia sé thanh biéu tugng nam trén Taskbar.
@  Maximize NuUt phéng to cla s8 toan man hinh.
=  Restore NUt hoan nguyén, dua cla sé vé kich thudc trudc dé.
Close NUt déng clia sé Excel hoac bang tinh (Close Window)

Khi nhan gid trd vao thanh tiéu dé kéo thi clta sé dé sé di
chuyén theo.

. Thanh truy cap nhanh (Quick Access)

Ngoai cac nat Iénh mac dinh trén thanh nhu: Save, Undo, Redo,
ban c6 thé nhadp vao nut bén phai dé cé thé ty ché thanh truy cap
nhanh gém cac lénh thuong su dung nhat.

A ~—]
Danh muc cac Ienh cd ban hién thi. Nhdp chon cac 1&nh can ding
cho hién Ién thanh truy cap nhanh. Néu cac 1énh & day khong phu
hop, ban cé thé nhdp chon More Commands dé md hép thoai

Excel Optlons dleu che 1hanh 1ruy cap nhanh

Customige Qu: e Access Teolbar l

e
Ggan 1
Sushemige S Sesans Tealbm
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2. DaiRibbon

Trén dai Ribbon, dé dang tim thdy céc 1énh va cédc diém dic biét ma
trude day thudng dudc gidu trong céc trinh don phic hgp va cac thanh céng
cu. Mac diu ban cé thé bé sung cac lénh vao thanh truy cap nhanh Quick
Access trong Excel 2007, ban ciing khong thé tao cho minh mét tab riéng
hodc dac ché& céc tab xay dung trén dai Ribbon hodc cac nhém.
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Tuy nhién, trong Excel 2010, ban c6 thé thay d8i cac tab da dudc xay
dyng hoac tao cac tab cho riéng ban hodc cac nhém. Biéu nay cho phép ban
co khéng gian lam viéc riéng va cung cép truy tim nhanh hon cac Iénh ua
thich clia ban.

Customize the Ripbon;

Main Tabs Ei

[Main Tabs =
(=1 Quick Format [Custom)
= Top 5 [Custom)

S Wirap Text

1 Format Cells
Column Width
Bottom Double Border
Clear Formats ks

4
L

4

| # W Home
&/ Insert

| |4 Formulas

__________ TEF BRI A S

Wirap Format Column Brottan
Tt Cell; whdth Dowbile Bordy

Giao dién Excel 2010 thay déi tu viéc sl dung cac thanh trinh don
truyén théng thanh cac nhém 1énh dé dang truy cép trén cac tab chinh: Home
Insert, Page Layout, Formulas, Data, Review, View, Developer, Add-Ins.

i

. Home: Ndi chiia cac nit Iénh st dung thudng xuyén trong qua trinh
lam viéc nhu: Cat (Cut), dan (Paste), sac chép (Copy), dinh dang
tai liéu (Format Cells), cac ki€u mau cé sin (Styles), chén hay xda
dong hodc cdt (Cells), sap x&p (Sort), tim kiém (Find & Select), loc
di lidu (Filter).

° Insert: Chén cac déi tugng vao bang tinh nhu: Bang biéu, hinh anh,
sd do, dé thi, ky hiéu..

s Page Layout: G6m cac nut I&nh lién quan dén sy hién thi bang tinh
va thiét lap in &n.

. Formulas: Chén cong thic, dit tén ving (range), kiém tra cong
thuc, diéu khién céng viéc tinh toan clia Excel.

Luu y: Khi ré trd I&n nut 1énh trén dai Ribbon, ban sé& dugc chuang trinh
cung cép thong tin vé céng dung cla nut [énh d6. Biéu nay gidp ban chon lya
chinh xac céng cu phu hgp véi cong viéce.
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Data: Trao déi di liéu trong va ngoai Excel, sdp x&p di liéu theo
chuén, phan tich di liéu.

Review: Kiém tra 16i chinh t&, hd trg dich tu, thém chu thich vao cac
8, cac thiét lap bang tinh.

View: Thiét Iap cac ché dd hién thj cda trang tinh nhu: phong to,
thu nho, chia man hinh.

Developer: Theo méc dinh, tab nay an vi né chi h{fu dung cho céc
lap trinh vién, nhiing ngudi c6 hiéu biét vé Visual Basic.

Dé md tab nay, nhdp tab File > Options > nhdp chon Customize
Ribbon.

Zivaneed

Customize Ribbon

[al save A5 Quick Access Toolbar

e e e

Bén dudi Customize the Main Tabs

h i y # [#]Home
Ribbon, trong danh sach Main + [7] Insent
Tabs, nhap chon Developer, | * [zJPagetayout

2 ; # [] Formulas
va sau do nhép OK. i+ [¢] Data
Add-Ins: Tab nay chi hién thj | * &Review

¥ ] view

khi Excel m& mét file da dugc :-+-;
cai dat thém chuong trinh bg | ® Cagddins

+ [¥] Background Removal

sung, cac ham b6 sung.

3. Thanh céng thic (Formula bar)

viang hi€n thi (Formula Bari: Hi€ n thi ndi dung ¢da & hién hanh hoac ndi

dung dang nhap \

Al - Fe Maidung cua & hién hanh .

Hop t&n (Mame Box): Hi€n thidia chi & hign hanh hoac tén cda vang duge chon

=

Nit Cancel Hay bd ndi dung dang nhap (tuong duong phim Esc)

Nut Enter Pua ndi dung vira nhap vao 6 hién hanh (phim Enter)

7]

Insert Function | Chén céng thic vao & hién hanh.




