


Biét dugc nhiing meo va thd thuit
trong Excel sé guip ban lam viéc v
Excel mot cach hiéu qua.

Nhitng kién thuc trinh bay trong
quyén sach nay dugc rat ra tu kinh
nghiém lam viéc va ti nhiéu ngudn tai
liéu quy bau.

Ban sé thay tha vi va ich lgi khi doc
quyén séich nay.






KY NANG THAO TAC

¢ DPANH SO THU TU

Pé dianh s6 tht tu, dung chic ning

Autofill la nhanh nhat. C6 hai cach lam.
Cach 1:

1. Nhéap s6 bat dau vao 6 dau tién. Nhap
s6 k€& ti€p vao 6 lién ké (cung cdt hoic
cung hang).

2. Chon hai 6 vira nhap so6 liéu, ra tro
chudt vao dau fill handle (ddu vubng
nho & gbéc dudi phai viung chon, xem
hinh 1), khi tré chuét bién thanh diu
cong (xem hinh 2), nhap git chudt va
ré dén 6 cudi cung..
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Hinh 1. DAu fill handle



Hinh 2. Trd chudt bién thanh dau cong

Luu y: Hiéu caa s6 thda hai va so tha
nhat 14 buée nhdy cta diy sé thir tu. Néu
buéc nhay la 1 thi sé tao ra day sdé lién
tuc. Néu bu6c nhdy la 2 thi sé tao ra day
s6 .., 5,7,9,. (s6 1&) hodc .., 6, 8, 10,.. (s6
chén) tuy theo s6 bat dau la 1é hay chan.

Cach 2: Néu danh sb thd tu lién tuc thi
dung cach nay nhanh hon. |
1. Nhéap s6 bat dau vao 6 dau tién.
2. DPua tro chudt vao dau fill handle, gitt
phim Ctrl va ré chudt dén 6 cudi cung.

Luu y: Cang c6 thé dung chic nang
Autofill dé dién nhanh ngay/thing/nim
vao cac 0.
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& DANH SO VOI LENH FILL > SERIES
Ngoai chic nang Autofill, cing c6 thé

dung 1énh Fill > Series dé danh s6 thi tu.
Cach lam:

1. Nhap s6 bat ddu vao 6 dau tién va
chon 6 nay.

2. Chon Edit > Fill > Series, xuat hién
hép thoai Series.

Series -

Series in Type

" Rows ‘e Linear

* Columns Growth

[% Date
" Trend " AutoFil
Step value: [1 Stop value:  |10|
OK Cancel

Hinh 3. HOp thoai Series
3. O phan Series in, chon Rows néu
muoén thuyc hién trén dong, chon
Columns néu thuc hién trén cot.



4. GO0 tr1 buéc nhay vao hoép Step
value (tri 4&m thi budéc nhay giam;
tri duong thi buéc nhay tang). Go tri
két thic vao hop Stop value. Cudi
cung nhap OK.

¢ SAO CHEP NHANH DU LIEU

Pé sao chép nhanh di liéu trong mét
6 dén cac 6 khéac trén cung hang hay cung
cot, chi can kéo dau fill handle (dau vuéng
d géc dudi phai cha vung chon) dén 6 cubi
cung la xong.

Cach lam: Chon 6 chia di liéu mudn
sao chép, nhdp git chudt tai dau fill
handle rdi ré theo huéng doc hay ngang
dén 6 cudi va nha chuét.
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Hinh 4. Sao chép 6 A1 dén D1
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Hinh 5. Sao chép 6 A1 dén A7

¢ SAO CHEP SHEET

Khi mudén s dung ndi dung cda mot
sheet cho mot workbook khéc, ban cé thé
dung lénh sao chép sheet ma khong can
phai tao lai.

Cach lam:
1. Md workbook ngudn (workbook chia

sheet muén sao chép) va workbook
dich (workbook sao chép dén).



2. Trén workbook ngudén, nhdp phai
chudt vao sheet muén sao chép, chon
Move or Copy.

;) Insert...

29 , Delete

23 Rename

24 | Moveorcopy... k]'
22 Select All Sheets

27 Ll

28 View Code

4« v W\KhOT U7 RIOT I £ R0

Hinh 6. Chon Move or Copy

3. Hop thoai Move or Copy xudt hién
(hinh 7). Trong khung To book, chon
file dich. O khung Before sheet,
chon vi tri cia sheet sao chép dén.
Tié€p theo danh dau chon muc Create
a copy (néu di chuyén sheet thi
khéng chon muc nay). Cubi cung
nhap OK.
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Move or Copy

Move selected shests
To book:

dem s~~~}
Before sheet:
E I |

Sheet2
(move to end)

3 Create a copy

Hinh 7. HOp thoai Move or Copy

¢ CO DINH HANG, COT

Vé6i nhitng bang tinh lén chi@ém nhiéu
trang man hinh, ban nén ¢é dinh tiéu dé
hang ho#c tiéu dé c¢ot, hay ca hai dé ching
Juén luén duge nhin thay du c6 cuén bang
tinh dén dau. Piéu nay sé gitp ban lam viéc
v4i bang tinh dé dang hon.

Pé dé hinh dung, ban thuc hanh trén
bang tinh nhu hinh 8.
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