Bài giảng MS Excel 2003 (Phần 3: Thao tác soạn thảo + In ấn trong Excel) (02/11/2010) 
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1. Sao chép (Copy-Paste, Paste Special...):

— Chon mién
An Ctrl+C (bim nit Copy, menu Edit/Copy)
Dich t6i 6 trdi trén cia mién dinh dan
An Ctrl+V (bam nut Paste, menu Edit/Paste)

Néu sao chép cong thire sang cac 6 1an can:

- ])j e o S .
bam giif trai chudt va di qua cac 6 lan 'cz_ln roi nha
chuét (Drag & Drop). Dia chi tuong doi cua cac 6
trong cong thire s& dugce thay tuong tmg.

TTTH Thingké KV I Bai giding MS Excel 3




[image: image2.png]Cac thao tac soan thiao (2)
2. Dich chuyén (Move-Paste):

— Chonmién

s Rt s 0g

— Dich t6i 6 #rdi trén ciia mién dinh dan

— AnCtrl+V (hfim nut Paste, menu Edit/Paste)

o (C2: di chudt t6i bd cua mién, con tro thanh
hinh miii t€n, Drag 101 dit liéu t61 vi tri mai,
thay thé dit lidu cii. Mudn xen k& dir liéu cii
va mdi thi gitr phim Shift trong khi Drag.
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Cac thao tac soan thao (3)

Stia:
Dich t6i 6 cén stra: kich dap chudt, hodc 4n phim
F2, hogc kich chuét trén thanh cong thirc, con tré
nhap nhay trong 6 thi stra binh thuong.

Xoa: Chon mién can xod, an phim Delete.

Undo va Redo:

Undo: Ctrl+Z, hofic bdm nit Hén Toolbar: c6 tac

dung huy bo viéc vira lam, hay aung dé khoéi phuc

trang thai lam viéc khi xay ra sai sot.

Redo: Ctrl+Y. hoidic bAm nat

viéc vira bo / viéc vira lam.

frén Toobar: lam lai
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1. Thém/xoa hang, cot, biang tinh:

¢ Thém mot hang vao bén trén hang hién tai: menu
Insert/Rows

¢ Thém mot cot vao bén trai ¢dt hién tair, menu
Insert/Columns

«  Thém mot bang tinh (sheet): menu Insert/Worksheet

« Xoa hang hién tai: menu Edit/Delete... Entire Row

«  Xoa cot hién tai: menu Edit/Delete... Entire Column

« Xoa bang tinh: menu Edit/Delete Sheet
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2. Cac thao thac giap nhip dir licu:

+ (6 dia chi tuyét ddi cua 6 va mién trong cong
thire: dung phim F4
- 20 $A$5:$C$8: dung chudt chon .
A5:C8, 161 an phim F4.

+ Nhépdirliéutiénté, VD: $  6,000.00
chi can nhdp 6000, sau d6 4n nut Currency Style
$ trén thanh dinh dang.
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« Nhap mét day lién tuc cach . e
ké nhau (khong bt bude tang 1 d.vi), vd: nhap
STT, nhép céc thang trong nam... :

Nhap 2 g/t ddu tién clia diy vao 2 6 tuong ing
— Boiden 2 6 vira nhap
Thue hién Drag nhu khi sao chép cong thirc

- nhay chudt phai tai tén sheet &
goe trai dudi bang tinh, chon Rename, g6 tén
méi cho sheet réi 4n Enter.
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1) Thay ddi kich thuéc hang/cdt: 2 cach chinh:

— CI: Di chuét vao mép tén hang/cdt, con tro thanh
hinh miii tén 2 chiéu, n gitt trai chuét, di dén vi tri
méi roi nha chudt.

C2: Di chudt vao mép tén hang/cot, kich dup dé
duge kich thude vira khit.

C6 thé 4n dinh kich thude hang/cot bing cach vio
menu Format/Row/Height... va

Format/Column/Width...
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2) Pinh dang 6 (Menu Format/Cells... )

- Chon mién, vao menu Formar/Cells. ..

+ Tab Number:  dinh cach hién thi s6

+ Tab Alignment: dinh cach chinh vi tri dit liéu
+ Tab Font: dinh font chit

+ Tab Border: dinh duong ke vién céc 6
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2. Tab Margins:

Chon kich
thude che 1
trang in

Cin gitta trang n6i
dung cén in

+ theo chiéu ngang

+ theo chiéu doc
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