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Trong iinh vyc Dién toan van phong, Microsoft Excel 1a mét tronglnhidng

chuong trinh thudc bd Microsoft Office da va dang ung dung réng. rai trong
nhiéu Iinh vyc: Kinh t&, k& toan, thuong mai, quan 1y va nhiéu hen/nifa. Vi
Excel 2010 ban co trong tay d cac cdng cu va lénh dé tao“€ac bang tinh
khac nhau, tao nhing co sé dir lidu cho tung thdi ky, lap nén biéu dé dién
bi€n, du doan xu thé phat trién, tir 46 dé ra ké hoach phat trién.

Tai Viét Nam, hién Excel rdt phé bién. Hau nhu:cac may tinh mgi l&p
rap déu cd yéu cdu su dung Excel. Tuy rat phd cap va ¢é nhiéu sach trinh
bay cdch sl dung chuong trinh nay, nhung dé cé~dugc tai liéu tu hoc ki€u
“xem t&i dau thyc hanh téi do” giup cho ngudi doc cé thé ty tham khao va
thuc hanh Ung dung vao trong thuyc té thi khdnged nhiéu. Trong lan bién soan
nay, cong ty TNHH Thuan Tam Huy gidi thiéu dén cac ban hai tap sach
chuyén vé bang tinh- Huéng dan s dung Excel phién badn mdi nhat 2010 ¢
néi dung nhu sau:

TAP 1: EXCEL 2010 DANH €HO NGUGI TY HOC.

N&i dung sach trinh bay‘nhidng kién thic khéng qua sau, nham phuc
vu cho nhing ngudi méi bat ddu lam quen vdi dién toan van phong, déng thai
la tai liéu tham khao cho giao vién gidng day tai cac trung tdm, cac trudng
Cao déng. Bai hoc, giang-day lién quan dén chuong trinh Excel.

Sach gom cé 41 chuong:

e Chuong.1 va 2: Trinh bay t6ng quan vé Excel 2010 va thiét lap
moi tiydng lam viéc.

e Chuong 3 va 4: Hudng dan thao tac lap bang tinh va xay dung
dd thi.

«., Chuadng 5 va 6: Gidi thig¢u cac ham Excel va cac phép tinh co ban.

» Chuong 7 va 8: Thyc hanh cac bai t&p ung dung cac ham Excel
sdp xép dir lieu, do tim d&i tugng va k¥ thuat in bang tinh.
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s Chuong 9 va 10: G&m 10 bai tap Ung dung thyc t& va tao bang Pivot

« Chuong 11: Tao Macro

TAP 2: 100 THU THUAT V&I EXCEL 2010

N&i dung sach dé cap dé&n nhiing van dé lién quan d&n'thll thuat, ky
thuat nang cao khai thac Excel 2010 trong quan ly. Sach chiryéu la thyc hanh
qua 100 bai tap, trudc mbi bai tap déu ¢6 phan Iy thuyéttrinh bay ngén gon
dé ban doc dé theo ddi khi thyc hanh.

NGi dung sach gém 10 chudng. Tudng ung V&i méi chuong déu cé
nhiing bai tap gan lién véi thuc t€, giup ngudi hoc nhanh chéng ndm bt dugc
nhdng k¥ thuat, thd thuat khi lam viéc voi Exce! tu do khai thac co hiéu qua va
ung dung nhanh Excet vao céng viéc.

Mot s8 diém can Iuu ¥ khi s& dung sach:

e Tailiéu bién soan trén phién ban-mai nhat Excel 2010, nhung xét vé
mat ky thuat, néu may tinh-cac ban dung cac phién ban Excel cu
hon nhu Excel 2003, Excel:2007 van co thé thyc hanh cac bai tap
trong sach ma khéng anlyhudng nhiéu dén viéc hoc.

« Nhiéu vi dy trong sach'cdn phai ty tao hay co thé tai vé tif trang web
www.tthbooks.com'dé thyc hanh nhanh han. Can luu y font chi si
dyng trong cac file'thyc hanh nay la VNI,

Hy vong cac ban-sé nhanh chdng khai thac co hiéu gla chuong trinh
Excel trong cdng viéc clra minh.

Rat mong nhan dugc nhiéu y kién déng gép, nhat 1a y kién clha cac
thay cb ¢é nhiéu_kinh nghiém giang day Excel d€ sach dugc hoan thién hon
trong lan tai ban.sau.

Cac tac gia
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CHUGNG 1
TONG QUAN VE EXCEL 2010

Excel la mdt chuong trinh bang tinh trong bé phdn mém van phong ndi
ti€ng clia Microsoft Office, chuyén dung dé tao va dinh dang workbook (mét
tap hop clia cac bang tinh), phan tich dif liéu nhap vao tao.phiéu thong tin
thuong mai chinh xac, nhanh chéng, hiéu qua va dep mit- Ngoai ra, Excel
con hd trg ngdén nglr Visual Basic va Microsoft Script, cung:eap moét s6 cong
cy tu déng hoa thao tac, tao cac thao tac thong minh hoac chuyén thanh trang
Web tai I&n Internet trinh chiéu.

Cac chirc ndng cd ban cla Excel 2010, cy thé nhu sau:

o Dinh dang worksheet.

¢ Dinh dang so trong worksheet.

e Tao bang Excel.

e Loc di liéu bang AutoFilter.

e S&p xép di liéu AutoFilter.

e Ap dung diéu kién dinh.dang.

» Ap dung dU liéu phé chuén.

¢ Tao cong thuc.

e S dyng ham sd trong cong thuc.
o Biéu dd du liéu.

¢ Tao macro.

« Tao bang.bdo cao.

« Khdidong va st dung chuang trinh b8 sung.
¢ In worksheet.

Ciling nhu.'cdc tai liéu hudng dan phdn mém Ung dung chay trén
Windows, trugc-khi thue hanh vdi Excel ban hay lam quen vgi giao dién lam
viéc cla chugng trinh.

KHOI DONG EXCEL

Nhap dup vao biéu tugng Microsoft Excel 2010 trén
man hinh Desktop hoic nhap nut Start trén thanh Taskbar >
chion Programs > Microsoft Office > Microsoft Excel 2010.
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Gidng nhu cac chuang trinh Microsoft Office 2010-kKRac, giao dién Excel
2010 uyén chuyén gém co vdi cac l1énh va thanh cbng ¢y dudc t8 chifc thanh
hé théng quan sat hoan toan tiy dng. Man hinh lam viéc gém mot cla s6
“jan* Excel chua mdt hodc nhiéu clta s8 “nhd” bén-trong. Méi clra s8 tuong
Ung vdi mot file bang tinh. Man hinh Excel ¢ cacthanh phan sau:

1. Thanh tiéu dé
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file quan Iy va thi€t lap tuy chon chudng trinh cha ban va mot sd tay
hudng-dan dic biét vé Ribbon Tab File giéng nhu trinh don File cia
cac phién ban trudc,
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CHUONG 1; TGNG QUAN VE EXCEL 2010

@ @ ® 0

Cac nut diéu khién cla sé

Minimize  Nut thu nhd clra 8 thanh biéu tugng ndm trén Taskbar.
Maximize NuUt phéng to cra s6 toan man hinh,

Restore NUt hoan nguyén, dua clia s8 vé kich thudc truge.dé.
Close Nut déng clia s6 Excel hodc bang tinh (Close.Window)

Khi nhdn gid trd vao thanh tieu dé kéo thi cka'sé dé sé di
chuyén theo.

Thanh truy cdp nhanh {Quick Access)

Ngoai cac nut iénh mac dinh trén thanh nhut Save, Undo, Redo,
ban c6 thé nhdp vao nut bén phai dé cé thé ty ché thanh truy cap

nhanh gém cac Iénh thudng sU dyng nhal,

E

T

Danh muc cac !énh co ban hién thi“Nhadp chon cac 1&énh can ding
cho hién lén thanh truy cap nhanh. Néu cac l1énh & day khdng phu
h¢p, ban cé thé nhdp chon More Commands dé md hdp thoai
Excel Options diéu ché thanh{ruy cap nhanh.

2. DaiRibbon
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Trén dai Ribbon, dé dang tim thdy cac 1énh va cac diém dac biét ma
trude day thudng duge gidu trong cac trinh don phic hgp va cac thanh cong
cy. Mé&c du ban co thé bd sung cac Iénh vao thanh truy cdp nhanh Quick
Access trong Excel 2007, ban ciing khong thé tao cho minh mdt tab riéng
ho&c dic ché cdc tab xay dung trén dai Ribbon hodc cac nhém.
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Tuy nhién, trong Excel 2010, ban c¢ thé thay ddi cac tab da dugc xay
dyng hodc tao cac tab cho riéng ban hodc cac nhém. Piéu nay cho prép ban
c6 khong gian |am viéc riéng va cung cap truy tim nhanh hon cac-énh ua
thich cla ban.

Customize the Ribbon:

Main Tabs [+]

"Main Tabs
(= ¢, Quick Format [Custom)
= Top 5 jCustom)
=5 Wrap Text
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Bottom Double Border )
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Giao dién Excel 2010 thay d&i tu viéc s dung cac thanh trinh don
truyén thdng thanh cac nhémlénh dé dang truy cap trén cac tab chinh: Home,
Insert, Page Layout, Formulas, Data, Review, View, Developer, Add-Ins.

. Home: Noi chu&'cac nut I1&énh s dung thudng xuyén trong qua trinh
tam viéc nhuy Cat (Cut), dan (Paste), sac chép (Copy), dinh dang
tai liéu (Format Cells), cac kiu mau co san (Styles), chén hay xéa
dong hodc cdt (Cells), sdp x&p (Sort), tim kiém (Find & Select), loc
dir ligu (Filter).

. Insert! Chén cac ddi tugng vao bang tinh nhu: Bang biéu, hinh &nh,
$0.36, dd thi, ky hiéu..

. Page Layout: G&m cac nut lénh lién quan dén sy hién thj bang tinh
va thiét lap in an.

. Formulas: Chén cong thdc, dat tén ving (range), kiém tra coéng
thdce, diéu khién cong viéc tinh toan clha Excel.

Luu y: Khi ré trd 1&n nut 1énh trén dai Ribbon, ban s& duge chuang trinh
cung cap théng tin vé cdng dung cla nit Iénh dé. Diéu nay gitp ban chon lya
chinh xac céng cu phu hgp vdi cong viéc.
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Data: Trao ddi dU liéu trong va ngoai Excel, sdp x&p di liéu theo

chudn, phan tich dd liéu.

Review: Ki€m tra I1di chinh t&, hd trg dich tit, thém chu thich vao.cac

0, cac thiét lap bang tinh.

View: Thiét I1ap cac ch&é dd hién thi cla trang tinh nhu:phdng to,

thu nhd, chia man hinh.

Developer: Theo mac dinh, tab nay &n vi n6é chi hiu dyng cho cac
lap trinh vién, nhifng ngudi ¢6 higu biét vé Visual Basic.

Pé md tab nay, nhap tab File > Options > nhap chon Customize

Ribbon,
Help Ldvahced
!-_j—-é tions_-! Customize Ribbon
_Exit o Quick :cc[’é\s's Taolbar

Bén duéi Customize the
Ribbon, trong danh sach Main
Tabs, nhdp chon Developer,
va sau do nhap OK.

Add-ins: Tab nay chi-hién thi
khi Excel md mdét filesda dugc
cai dat thém chuong trinh bd
sung, cac ham bg sung.

3. Thanh céng thuc {Formula bar)

Main Tabs

+ [#]Home

4[] Insert

+ [F]Fage Layout

+ [F)Formulas

[+, Data

[ Rcview

#i ] View

@
& [ndd-ins

s, [7] Background Removal

viung hién thi (Formula Bary: Hié n thi néi dung cua & hién hanh hoac ndi

dung dang nhap

A1 - £

M&i dung cuva & hién hanh v

Hop tan (Namie Box): Hién thidia <hi & hién hanh hoac tén cua vung duge chon

=

Nut Cancel

HUy bd ndi dung dang nhap (tuong dudng phim Esc)

7]

Nut Enter

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

Insert Function

Cheén cdng thuc vao & hién hanh.
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4. Trang tinh (Sheet)
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