Tuén 1
Tiét 1
Chuong 1: LAM QUEN VOI MICROSOFT EXCEL
Gi6i thiéu Microsoft Excel va mét so thao tic co ban véi Excel (Tiét 1)

(Yéu cau: HS soan bai vao vo)

|. GIOI THIEU SO LUQC VE MICROSOFT EXCEL

1. Microsoft Excel la gi:
Microsoft Excel 1a mot phan mém hay 1a mot chwong trinh ing dung, khi chay chuong trinh tng
dung nay s& tao ra mot bang tinh giup ta dé dang hon trong viéc thuc hién:

<= Tinh toan dai sb, phan tich dix liéu

<= Lap bang biéu béo céo, to chirc danh sach
<= Truy cap cac ngudn dir liéu khac nhau

<=— V& db thi va cac sodd

<= Ty dong hoa cac cong viéc bang cac macro

<=— Va nhiéu tng dung khac dé gilp ching ta c6 thé phan tich nhiéu loai hinh bai toan
khéc nhau.

2. Man hinh lam viéc cua Excel:
a. Thanh tiéu dé:
Thanh bang chon
Céc thanh cong cu (Standard, Formating...)
Thanh cong thirc
Thanh cudn
Céc trang tinh
Thanh trang thai
Vung lam viéc.
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I1I. Mot s6 thao tic co ban:

1. Thao tac véi ctra so lam viéc:

a. Khoi dong Excel:
C1: Nhay dap vao biéu tuong @ trén man hinh lam viéc.
C2: Nhay chuét vao: Start = Program - Microsoft Office - Microsoft Office Excel 2010.
b. Tao mdi bdng tinh
C1: Chon File - New — Blank workbook;
C2: Nhay chudt vao nat [J trén thanh coéng cu chuan;
C3: Nhan t6 hop phim Ctrl + N.




C. Mo mot tép van ban di co
C1: Chon File - Open — Recent Documents
C2: Nhay chudt vao nat Open [~ trén thanh cong cu chuén;
C3: Nhén t6 hgp phim Ctrl + O.
d. Lwu tép Excel:
C1: Chon File — Save
C2: Nhay chuot vao nut 1énh Save & trén thanh cong cu chuén.
C3: Nhan t6 hop phim Ctrl + S hoac Shift +F12
** Luuy:
Khi Iuu vin ban, c6 thé xay ra 1 trong 2 trudng hop sau:
- Truong hop 1: khi luu lan dau, xuét hién ctra s6 Save As dé dat tén tép va duong dan lvu tep.
- Trudng hop 2: khong xuét hién cira s6 Save As néu luu tir 1an thi 2 tré di.
e. Két thitc lam viéc véi bing tinh va Excel:
* Bang tinh:
- Chon File — Close.
- Chon nut Close (%) trén thanh bang chon.
* Excel:
- Chon File — Exit.
- Chon nit Close (%) trén thanh tiéu de.
- Nhén t6 hop Alt + F4 hodc Ctrl + W

Tuén 2
Tiét 2
Gi6i thiéu Microsoft Excel va mot so thao tac co ban véi Excel (Tiét 2)

(Yéu cau: HS soan bai vao vo)

I1. Mot so thao tic co ban: (tt)

1. Thao tac voi cira sO lam viéc:

2. Thao tac lam viéc véi 0, ving
a. Chon o, vung

B1: Bat con tro chudt dén gbc trén bén phai cua vung can chon
B2: Nhan gitr chudt trai xuong dudi qua phai dén 6 cudi cung cia vung va tha chudt.

B1: Nhay chuot tai vi tri can chon.




B2: Giir Shift va di chuyén dén 6 cudi cung roi tha cac phim.
* Chon toan bo trang tinh dung Ctrl +A
* Chon cira s6 1am viéc thi bAm chuot phai 1€n Tab trang tinh va chon Select All Sheets
b. Sao chép va di chuyén viing

Budcl: Chon viing mudn sao chép, di chuyén
Budc2: Sao chép

C1: Chon Home — Copy

C2: Nhan Ctrl + C

C3: Nhay nit =2

Di chuyén

C1: Chon Home — Cut

C2: Nhan Ctrl + X

C3: Nhay nut &
Budc 3: Dua con tro dén vi tri méi
Budc 4. Dan

C1: Chon Home — Paste

C2: Nhan Ctrl + V

C3: Nhay nat &
c. Chen, xoa 0, cot dong
% Cheénd
B1: Chon 6 mudn thém 6 méi bén canh n6
B2: Home — insert
* Chon Shift cells right: Chén 6 tréng va day 6 hién tai sang phai

* Chon Shift cells down: Chén 6 tréng va day 6 hién tai xudng dudi
* Chon Entire row: Chen 1 dong mdéi 1én trén

* Chon Entire columns: cheén 1 ¢dt m&i sang trai

% Chén dong, cot

B1: Chon cét, dong mudn chén

B2: Home — Insert —»>

Chon 0: Cells

Chon dong: Sheet Rows/ Chon c6t: Sheet Columns
% Xéa 0, cft dong

B1: Chon 6, c0t, dong mudn x6a

B2: Home — Delete —

Chon 6: Cells

Chon dong: Sheet Rows/ Chon c6t: Sheet Columns




—> chon kiéu phu hop
d. Thay doi do rong va chiéu cao dong
Cl:
B1: Chon dong hodc cot can diéu chinh
B2: Home — Format — chon I¢nh phu hop
Row Height/ AutoFit Row Height/ Column Width / AutoFit Row Width/ Defaut Width/
D0 rong mac dinh: cot 8.43
Chiéu cao mic dinh ciia dong 13 12.75
C2: Pua con tro vao dudng bién ciia hang hoic cot, khi con tré ¢6 hinh mili tén hai chiéu thi
kich chu¢t, gitr va kéo tha theo ¥ minh.

e. Noi, tach é
B1: Chon 6 can tach hodc cac 6 can ndi
B2: Home — Merge & Center
3. Thao tac lam viéc vdi trang tinh
a. Chen thém trang tinh
C1: Nhay nit “2 trén thanh trang tinh
C2: Shift + F11
C3: Home—Insert — insert sheet
C4: Nhay chudt phai 1én thanh tab trang tinh — Insert—Worksheet ->OK
a. Doi tén trang tinh
Nhay chudt phai 1€n thanh tab trang tinh— Rename
b. Xoa trang tinh
C1: Chon trang tinh mudn x6a — Home — Delete — Delete Sheet
C2: Nhay chudt phai 1én thanh tab trang tinh — Delete ->OK
C. Sdp xép thir tw trang tinh
C1: Nhay chudt trai 1én trang tinh giit va kéo tha dén vi tri méi
C2: Bam chudt phai 1én trang tinh chon Move or Copy, chon tén trang tinh muén di chuyén
d. Sao chep trang tinh
C1: BAm chudt phai Ién trang tinh chon Move or Copy, Before sheet: chon vi tri dat ban sao,

chon Create a copy, Ok
C2: Ctrl va giit trang mudn sao chép dén vi tri méi.




