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PIEN NHANH MOT DAY SO
KR

Trong Excel 2000 céng viée dién nhanh
mot day sé tréong rat dé dang hon nhiéu.
Thay vi ¢ nhing Version cii nhu Version
4.0, ban can phdi nhap hai gid tri vao hai 6
dau ké& tiép nhau trude khi thuc hién viéc
dién nhanh mot diay so (cha “ng han ban
phai nhap gia tri 1 va 2 vao hai 6 lién
nhau sau do mdi dién thém day cdc gia tri
3, 4, 5, ... ). Tuy nhién vé1 Excel 2000 cing
nhu nhing phién ban 5. 0 trg 1én, ban chi
thue hién viéc nay khi chi can nhap mot
gid tri ban dau (vi du: ban nhap gid tri 5
vao mot 6 bat ky, sau d6 nhan gia phim <
Ctrl > ro6i nhdp chuot tai vi tri ddu diéu
khién hop dinh vi va kéo theo huéng xuéng
hay qua phai dé duge mot day cac so tang 6, 7,
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8, ... Hoac kéo theo huéng lén hay sang trai dé
duge mt day s& giam 4, 3, 2, ..).

H-‘i-’p dinh vi

Diu diéu khién




THEM BIEU TUQNG VAO TIEU BE
TRANG

29 101

Ngudi st dung Excel thusng hoi vé cach
thém biéu tuong cong ty vao tiéu dé trang.
Cau tra 161 don gian la khéng thé duge, tuy
nhién néu ban mudén nhat quyét lam viéc
nay thi cé6 thé tham khao vai cich gia lap
sau:

Cé le giai phdp don gidan nhat la in béo
cdo trén gidy c6 sdn biéu tugng cong ty.
Cdch khac la dung font chuyén biét vdéi
mot ky tu hién thi biéu tuong cong ty. Ban
c6 thé tao font nay biang cach diung mot
tién ich Shareware hay trinh tao font, hoac
thué chuyén gia giip ban. Nhung ngay ca
chuyén gia cing chi ¢6 thé dung nhimng déi
tuong do hoa tao tir nhitng dudng nét don
gian ma thoa.

Cé cdch khdc dé hién thi do hoa trong
tieu dé trang nhung phai van dung chut it
thu thuat. Excel cho phép ban chi dinh sé
dong duoc in ¢ dau moi trang (nhiung dong
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nay dugec goi la print title — tiéu dé in).
Ban cé thé tan dung tuy chon nay va xem
biéu tugng nhu dong tiéu dé in. Luu y rang
chiéu cao dong duoc diéu chinh cho vira vdéi
biéu tuong. Cach thuc hién nhu sau:

Trudc tién, chi ra nhitng dong lam tiéu
dé trang, sau dé nhdp chon menu File
roi chon lénh Page Setup.

Pago Setup HE

Page I Mw g | Hexoe fFocter ! M{_I

Rows o repesk oL Lep:

Columns Lo repast tleft: | By ﬂ-—l
C o .

I ndres ™ Row 3nd sokumn headings

™ Elack and white Cdigrents: I-*-:-vrm ;]
[T Draft gualey

PO OVABE e oo mmmmcs e enn o e e 1 v b S em

o Qovy, Lher oves
T Dger, then dosn

Tl o

Nhdp chon tab Sheet tir hop thoai hién
thi.

Ban c6 thé két hop cdc tuy chon tiéu dé
chuan (tim trong muc Header/Footer
trong khung hoi thoai Page Setup) véi



thu thuat vé dong tiéu dé nay, nhung
phai dam bao ring hinh minh hoa
khoug che khuat chia. Néu hinh ininh
hoa ¢ bén trai thi ban cidn phai dé s§
trang bén phai ho#c chinh gita trong
tiéu dé Header cta bang tinh.

PBén day ban can khéo léo nhan nit
Print Previcw dé xem trudc bang tinh.
Trong cua sé Preview, nhan niat Margins
trén thanh menu cta cita sé6 dé hién thi
cdac dau déu chinh 1é cho phép ban déu
chinh 1é va do rong cdc cot. Ban can déu
chinh 1é trén cung (top margin) va lé
cho tiéu dé bang cach kéo cac duong ké
nidm ngang. Thong thuong, dudng ké
bén trén la lé cua tiéu dé, con dudng ké
dudi la 1é trén cta trang gidy. Kéo
nhing dudng nay lén xudéng dén khi nao
tiéu dé trang dung vi tri.

Néu bang tinh cua ban ¢6 nhiéu hon
moét trang, ban khong can phai sao chép va
dan hinh nay vao cung vi tri trén nhimg
trang sau.



PANH SO CHO CAC DONG
KHONG LIEN TUC
2R

Trong Excel, mudén danh sd cho cdc dong
khoéng lién tuc nhau, chi can thém céng
thite tham chiéu dén cac 6 trong cot B vao
cac 0 trong cot A.

Cong thuc:
=IF(B1<>"",COUNTA($b$1:B1)&”.”,””)

(hién thi s& ké ti€p néu 6 khéng trong. Néu
6 trong né ching hién thi gi ca).

Sau khi nhap cong thirc, ban c6 thé copy né
xudng nhing dong k& tiép.

Tuong tu vd1 1-2-3 dung cong thic:

@IF(B1="","",@STRING(@COUNT($B$1..B1),0)
& ”.’9)
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HOP NHAT CAC O TRONG EXCEL 97
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Hop nhat cdac 6 lai véi nhau thanh mot
la chitc nang rat can thiét cho ngudi su
dung Excel dung cho viéc dat tiéu dé cho
trang. Tat ca cdc 6 nhoé mac dinh cua Excet
duge chon sé hop nhat thanh mét 6 lén.
Cdch thuc hién nhu nhu vi du sau:

~ DPanh dau chon cdac 6 muén hop nhat
thanh mot 6.
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— Nhép phai chudt 1én vung chon va chon |
1énh Format cells (hodc ban cé thé chon
lénh Cells tir menu Format).



Copy
&2 paste
Paste Spexial...

|nsett...
Delete..,
Clear Contents

LB Insert Cojgment
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— Trong héi thoai hién thi, nhép chon tab
Alignment, roéi danh dau chon vao muc
Merge cell va nhap Ok.
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