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TUYEN BO BAN QUYEN q
Tai liéu nay thudc loai sach giao trinh nén cac nguon thong tin c6 thé duoc phép

dung nguyén ban hoic trich dung cho cic muc dich vé dao tao va tham khéo.
Moi muc dich khiac mang tinh Iéch lac hodc st dung véi muc dich kinh

doanh thiéu lanh manh s& bi nghiém cAm.



LOI GIOI THIEU
Gi4o trinh tin hoc ké toan danh cho sinh vién cao ddng, trung cip hoc khdi nganh
ké toan, muc tiéu clia gido trinh cung cap nhitng kién thirc co ban, nén tang vé ké toan
1am co s cho hoc sinh hoc tdt cac mon chuyén mén cua nghé
T6i xin bay t6 1ong cam on chan thanh t6i Ban giam Hiéu, hoi dong khoa hoc
khoa kinh té, phong dao tao da tao diéu kién thuan loi dé viét cudn sach nay.
Mic du hét strc ¢b gang nhung day 1a 1an du bién soan gido trinh do d6 khong
tranh khoi nhitng thiéu sét. Rit mong nhan duoc sy dong gop cia ban doc dé cudn

sach dugc hoan thién hon.

Son la, thang nam 2020
Chu bién



PHAN 1: KIEN THUC CO BAN VE MICROSOFT EXCEL

CHUONG 1: TONG QUAN VE MICROSOFT EXCEL

I. KHOI PONG VA THOAT KHOI EXCEL.
1. Khéi dong chwong trinh Excel.
Cach 1: Kich chudt vao nat Start\ Programs\ Microsoft Excel
Cach 2: Kich dap vao biéu tuong Microsoft Excel trén man hinh (Destop)
Cach 3: Kich chudt vao biéu tuong Microsoft Excel trén thanh cong cu
Shortcut bar.
2. Cach thoat.
Cach 1: File\ Exit
Céch 2: Kich chudt vao niit Close (x) bén phai thanh tiéu dé (Title)
Céch 3: Nhin dong thoi t6 hop phim Alt + F4
II. GIOI THIEU MAN HINH LAM VIEC

Khi khoi dong, Excel duge nap vao mdy va dua ra man hinh lam viéc
nhu sau:

] e mb Wies lame Damask eam ew Anzoe D Tep= 4 yuzainn fu bolp .

NI (R ST (R (- LN W TE B e N | | @, = - 3. 3. | Hlfad]ooox .- - |
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Ngoai cac thanh phan co ban gidng Word nhu thanh tiéu dé, hé Menu,
cac thanh cong cu, Excel con c6 mot sd thanh phan dic trung riéng:

Thanh cong thirc (Formula Bar)

Hién thi dia chi cua 6 dang lam viéc va ndi dung dit liéu caa 6. Day con
1a noi dung dé stra cong thirc, dit lidu.

Phan bing tinh

Pugc to chirc thanh cac trang bang tinh, mdi trang bang tinh twong tmg
v6i mot Sheet, mdi trang bang tinh c6 256 cot va 65536 dong. Bén trén 1a
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thanh ghi cac nhan cdt dugc danh tha tw A, B, C, ..., X, Y, Z, AA, BB, ...,
IV. Bén trai l1a thanh ghi s6 hiéu céc dong dugc danh thtr tu tur 1,2,3, ...,
65536.

Bén phai va phia dudi 1a cac thanh cudon doc va cudn ngang (Scroll
Bar) dung dé quan sat phan bang tinh bi che khuat. Bén trai thanh cudn 1a
thanh ghi s6 hiéu cac trang bang tinh (cac sheet), trong mot tép ctia Excel mic
dinh ¢ 3 sheet (S6 lugng Sheet mic dinh nay co thé thay d6i bang cach vao
Tool\ Option\ General, nhap s6 lugng Sheet mic dinh vao hop Sheet in new
workbook r6i an OK)

Trong bang tinh 13 cac 6, mdi 6 co mot dia chi 6, dia chi cho ta biét 6
d6 nidm & cot nao, dong nao (<cot>, <dong>). Vi du: 6 nam & cot A dong 1 c6
dia chi 1a Al.

Thanh trang thai (Status bar)

Thanh ndy & dudi day man hinh, cho biét ché d6 1am viéc hién thoi va
tinh trang hién thoi ciia hé thong, c6 cac ché do lam viée sau:

v' Ready: Trang thai san sang cho nhap dit liéu cho 6.
v" Euter: Trang thai dang nhap dir liéu.
v Edit: Trang thai dang stra doi dir liéu.
[1I. THAO TAC TEP TIN.
1. Tao tép tin mai
Céch 1: File\ New\ xuit hié¢n hop thoai\ OK.
Céch 2: Kich vao biéu tuong New trén thanh cong cu chuan Standard.
Céch 3: Nhan dong thoi 2 phim Ctrl + N
2. Luu mt tap tin.
Buéc 1: Vao File\ Save hoic kich vao biéu tugng Save trén thanh cong cu,
xuét hién hop thoai:

| Documents |Z| <1=J'|_2]|Q X O E v Tooks -
Mame Date medif.. Type Size Tags

J . bai tap lop dhec J tu heoc tieng anh
My Recent d Web
Documents . dan moc . Webcam
, Downloads IEJE!éi thuec hanh sd 4.xls
! | HIENLEE Ebang ke so 4.xs
| LDW = Bookl.xs
Desktop . lethuhien_luanvannop & <o chitiet thanh toan vei ng muaaxls
J lop chu nhiem KTODME4TA2
f . Luc Hoai
b My Data Sources
My Documents . My eBooks
, My 150 Files
" 'L'- | nguyen ly ke toan
B . Motes
My Computer
| W
"lﬂ .
My Metwork
Places Save as tyPe! | Microsoft Office Excel Workbook (*.xls)

File name: Book1. xs]




Budc 2: Khung Save in: Chon dudng dan dén noi mudn luu tép tin
Khung File name: Nhap tén tép can luu.
Budc 3: Chon Save
ChU y: Hop thoai chi xudt hién khi bct dau lieu tép. Néu mudn huu thém thi lam
twong tu nhw buée 1 nhung sé khong xudt hién hdp thoai.
3. Mé mgt tép tin trong dia.
Budce 1: File\Open hodc kich vao biéu twong Open trén thanh cong cu
Standard, khi d6 xuét hién hop thoai Open

Look in: , Documents |Z| o 4 | 'Q 7 i Ef ~ Tods -
Mame Date modif... | Type * | Size Tags

J | bai tap lop dhoc J tu hoc tieng anh
g‘;__ﬁ;':;_:g , dan moc , Webcam
, Downloads & Bai thuc hanh s6 4.xls
! | HIEMLEE & bang ke so 4.xls
| LDW EBookl xls
Desktop J lethuhien_luanvannop & <o chi tiet thanh toan voi ng mua.xds
J lop chu nhiem KTDME4TAZ

f J Luc Heai

I My Data Sources

My Documents . My eBooks

J My ISO Files
nguyen ly ke toan

}E Motes

My Computer

AL
. File name: |E| Open
My Metwork

Places Files of type: | all Microsoft Office Excel Files (=% =.xls; =.dt; *.htm; ’|z|

Buéc 2: Khung Look in: Chon duong dan dén thu muc hodc 6 dia chira tép tin.

Khung File name: G4 tén tép can mo.

Budc 3: Chon Open.

Chu y: Bé mé mét tép tin ta cing co thé nhan cdp phim (Ctrl +0), khi xudt
hién hop thoai trén, ban cé thé kich dip chudt vdo tép tin can mé thay vi gé tén
vao 6 File name\Open.

IV. CAC KIEU DU LIEU VA TOAN TU TRONG EXCEL

1. Cac kiéu dir liéu.

Dit liéu dua vao gdbm hai dang sau:

Hing sd (Constant) va cong thire (Formula), c6 cac dang dir liéu sb va
chir, dé nhap dir li€u ta c6 thé dinh dang dir li€u cho tung 6, ting cdt trudc khi
nhap. Néu mudn nhap mic nhién céc kiéu dit liéu ma van dung theo yéu cau
dit ra thi nhat thiét phai tuan thu cac nguyén tac nhap sb liéu cia timg kiéu s6
ligu.

a. Dir liéu s6 (Number) : mic dinh nam & bén phai 6 tinh

Dir liéu nhap vao dugce hiéu 1a kiéu sb néu:

v Chi c6 céc sd (tir 0 dén 9)




v’ C6 dau thap phan (.) va du phan cach phan nghin (,) (néu co)

v' Néu 1a s6 am c6 thé c6 diu (-) hodc dua vao diu ngodc don ()

v Sb ¢6 phan tram di kém (%)

v’ S6 ¢6 don vi tién t¢ di kem.

v S khoa hoc (Scientific) Vi du: 4.59E + 09.
Luu ¥:
- Gid tri trén bang tinh tuy thuoc vao ddihnhj dang cua nguoi su dung.
- Néu s6 ¢é bé rong lon hon bé rong cot thi cot sé tu dong dan rong bc%ng bé
rong cua 50 (néu chira xdc dinh bé rong cot), hoac s6 khoa hoc (néu da xac
dinh bé réng ciia cot), hodc la hién Ién cac dau (H#####) dé bao hiu la tran
S0.
b. Dir liéu kiéu ngay thang (Date): mdc dinh hién thi bén phai 6 tinh.

v - - Nhép binh thuong voi déu _phén cach (/) hoac (- ).

v/ - Phan chi ngay thang c6 thé 1a s6 hay chir tiéng anh.

v - Néu khong nhap nam thi mac nhién l1a nam hién hanh.

v’ - Khong c6 ngay thang mac nhién 1a 1.
c. Dir liéu dang ki tw (Text): mic dinh hién thi bén trai 6 tinh.

Dit liéu nhap vao néu Microsoft Excel khong thé dinh dang thi mic nhién

s& coi d6 thuge kicu Text.
Luu y:.
v’ Dit liéu nhdp vao la sé hodc ngdy gio néu muon Excel hiéu la dit liéu
kiéu Text thi khi nhdp can thém ddu nhdy don phia trieée (9.
v’ Néu do réng ciia div liéu I6m hon do rong cua 6 thi:
+ Dir ligu sé tran sang 6 bén phai néu é dé con trong.
+ Dit liéu sé bi che khudt néu é bén phdi dé cé dir liéu nhdp vao.
d. Dir liéu kiéu cong thirc (Formula):

La cong thure tinh toan do nguoi st dung tu xay dung Ién, khi st dung
cong thure ta ludn phai bat dau bang dau (=), két qua trong 6 khong phai 1a cong
thirc ma 13 gia trj tra vé cta cong thirc 6, con ban than céng thirc duogc hién thi
trén thanh cong thurc.

2. Toan tir trong cong thirc.
a. Toan tir toan hoc.
v Phép cong: +
v Phép trir: -
v' Phép nhan : *
v Phép chia: /
b. To4n tir chubi.
v Phép va: & dung dé ndi chudi
Vi du: “Ha”&” “&””No1” — “Ha No1”
Chii y: Trong mét cong thire dir liéu kiéu chudi luén dwge viét trong dau nhdy
kép (“chudi”)
c. Toan tir logic.
v Phép 16n hon: >



v Phép 16n hon hodc bang: >=
v Phép nho hon: <
v Phép nhé hon hoic bang: <=
v Phép khéac: <>
v' Phép bang: =
V. THAO TAC VOI DU LIEU
1. Sao chép dir li¢u.
Budc 1: Chon khdi dir liéu can sao chép.
Budc 2: Vao Edit\Copy hodc kich vao biéu tuong Copy trén thanh cong cu
hodc bdm ddng thoi hai phim Ctrl + C.
Budc 3: Kich chudt vao 6 (hodc 6 dau trong ving) cin sao chép dir liéu dén.
Budc 4: Vao Edit\Paste hodc kich vao biéu tugng Paste trén thanh cong cu
hozic bAm dong thoi hai phim Ctrl + V.
2. Di chuyén dir liéu.
Budc 1: Chon khéi dit liéu can chuyén.
Buéc 2: Vao Edit\Cut hoic kich vao biéu tugng Cut trén thanh céng cu hoic
bam dong thoi hai phim Ctrl + X.
Budc 3: Kich chudt vao vi tri can di chuyén dir liéu dén.
Budc 4: Vao Edit\Paste hodc kich vao biéu tugng Paste trén thanh cong cu
hodc bdm d6ng thoi hai phim Ctrl + V
3. X0a dir li€u trong bang tinh.
Budc 1: Chon khéi dit ligu can x6a.
Budc 2: Bam phim Delete trén ban phim
VI. PINH DANG BANG TiNH VA DU LIEU.
1. Dinh dang dir li€u trong o.
Budc 1: Boi den ving dit lidu can dinh dang
Buéc 2: Format\Cells... xuét hién hop thoai chon nhan Number sau d6 chon:

- General: Kidu 03 Teu (oo, N
|

chung.
. A Mumb 1 i
_ Number: Dlnh dang $0, umber | Alignment | Font I Border | Patterns I Protection |
, : ‘ Category: Sample
trong dO: |General -

+ Decimal Places: S chi
s6 & phan sau dau thap
phan.

+ Use 1000 separator (,):
Pinh dang dau phay (,),
phan cach phan nghin.

Vi du: 19,091,981.282

+ Negative number: dang
hién thi ciia 6

- Curency: Dbinh dang
kiéu tién té

Vi du: $100

MNumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom

Decimal places: |2

[ Use 1000 Separator (,)
Megative numbers:

EEESTH -

1234, 10
(1234, 10)
(1234, 10) s

Mumber is used for general display of numbers. Currency and Accounting
offer spedialized formatting for manetary value.

QK ] [ Cancel




- Accounting: Pinh dang kiéu ké toan ( kiéu tién t¢)

- Date: kiéu ngay thang (chon kiéu dinh dang trong hop Type)
- Time: Dinh dang kiéu thoi gian

- Faction: Dinh dang kiéu phan sé.

- Scientific: Dinh dang kiéu khoa hoc

Vi du: 2.19E+0.5

- Text: Dinh dang kiéu chudi.

- Special: Dinh dang kiéu dic biét

- Custom: Dinh dang kiéu tu chon. Néu khong tim th.'?iy kiéu dinh dang theo y
mudn, ban nhap kiéu dinh dang cua minh vao hop Type\OK.
2. Dinh dang vi tri dir li€u trong 6.

Budce 1: Chon vung dir ligu can dinh dang.

Buc > rommces L S i)
|

Format\Cells... xuit | ————=

hién hop thoai chon
~ . Text alignment
nhan Alignment _ -
A Horizontal;
Trong phan: Text —
Alignment Vertical:
+ Chon Horizontal: Bottom
can chinh dir li¢u theo B
chi€u ngang cua 0. Text contral
+ Chon Vertical: can ] wrap text .
~ 1°A c A ) Degrees
dit liéu theo chiéu doc [C] shrini to fit
Ta A [] Merge cells
cua o A Right-todeft
TI'Ol'lg phan Text Text direction:
control: Context ]
+ Wrap text: tu dong

day dir liéu xudng dong
khi d¢ rong cua 0 1a |
khong du. '
+ Shrink to fit: Tu dong co dir liéu cho vira vdi do rong cua 0.

+ Merge cell: hoa 6

+ Orientation: Hudng cua dit liéu trong 6 (dit liéu trong 6 s& hién thi theo kiéu
cua chir Text trong hdp)

—0OK.

3. Dinh dang Font chir:

Budc 1: Chon vung dir li¢u can dinh dang.

Budc 2: Format\Cells..., xut hién hop thoai chon nhan Font.

+ Chon Font dé dinh dang kiéu font (vi du: .VN.Time...)

+ Chon Font style: dinh dang kiéu chir (vi du: Bold — chit dam, Italic — chi
nghiéng...)

+ Chon Size: C& chir




+ Chon Color: Mau
chir.

+ Chon Underline:
chon dang nét gach
chan (néu can)

+ Trong phan Effect
chon:

Superscript Dinh
dang chi s6 trén (vi
du : X?)

Subscrip : DPinh dang
chi s6 dudi (Vi du :
H,SO,)

Sau khi lya chon dinh
dang s& hién thi trong
hop Preview

— OK

Format Cells

| Border | Patterns | Protection |

Font:
Times Mew Foman

T Tahoma -
M Tempus Sans ITC 3
Terminal

Times Mew Foman i

Lnderline:

Mone |E|

Effects

Font style:
Regular

%
Italic

Bold

Bold Italic

Size:

Colar:

Automatic |Z| [¥] Mormal font

Preview

[ strikethrough
[7] superscript
[] Subscript

AaBbCcYvZz

This is @ TrueType font. The same font will be used on both your printer
and your screen.

[ Ok, J [ Cancel

4. Pinh dang dwong vién.

Cac duong ké trong Excel 1a ciac duwong ké do sé khong thiy khi in

ra gidy, néu can cé dwong ké thi phai dinh dang.

Céach thyc hién :

Budc 1 : Chon khoi dit liéu can tao duong vién.

Budce 2 : Format\Cell...

+ Trong phan line :
Style : Chon nét vé
Color: Chon mau vé
+ Trong phan Presets
chon kiéu dinh dang
None: Khong coé
duong ké

Outline: V& duong
bao quanh bang
Inside: V& cac duong
bén trong bang.

+ Trong phan
Border: Dinh dang
cac duong ké dac
biét.

— OK

5. Dinh dang mau
nén.

, xuat hién hop thoai chon nhin Border

| Mumber | Alignment | Font

Presets

Qutline  Inside

Ll e ———

Automatic IEI

The selected border style can be applied by dicking the presets, preview
diagram or the buttons above.

[ Ok, ] [ Cancel
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