Restrict Editing ™ *

1. Formatting restrictions

Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

+| Allow only this type of editing
in the document:

|Nc| changes (Read only) |v|

Tracked changes
Comments

Filling in forms
Lo AR B R b

choose users who are allowed to
freely edit them.

Groups:
[]|Everyone

A% More users...

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off

later)
Yes, Start Enforcing Protection

Hinh 2- 242. Thiét 1ap ché dé bao mat tai liéu

Bwéc 2: Truong hop st dung nhiéu nhat van 13 khong cho phép ngudi doc chinh
sua dir li¢u, ta tick vao “Allow only this type of editing in the document:” va muc
danh sach x6 xuong ta chon No changes (Read only).

Buwérc 3: Bém chon nat 1énh “Yes, Start Enforcing Protection”, Word s& y&u cau
ta nhap mat khau bao vé tai liéu:

Start Enforcing Protection ? >

Protection method

(®) Password

(The document is not encrypted. Malicious users can edit
the file and remove the password.)

Enter new password (optionall: sssssssss
Reenter password to confirm: -uuuu|

() User authentication

(Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

enabled.)

Hinh 2- 243. Hp thoai cho phép nhap mat khau
Sau khi bam chon OK, tai lidu da dugc bao vé ngudoi sir dung mudn chinh sira tai
licu nay thi phai nhap mat khau.
Dé c6 thé chinh sira duoc noi dung tai liéu thi ngudi st dung bat budc phai chon
nut “Stop Protection”:
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- A ~ . Restrict Editing ~
én thong tin - rewssmisos

This docusment Is prafected feam

1 uninterdional edking.
: t n.l] dﬂt Tou may ordy view this region.

| Find Mest Region | Can Bt

Shew Al Regiens | Can Edit

| Highlight the reglons | can eds

- Sep Protecticn
¥

Hinh 2- 244. Chire ning hiy bé ché dé bao mat cho tai liéu

Néu khong thay man hinh Stop Protection nhu trén thi ta vao nguoc lai bugc mo
chuc nang Restrict Editing.

Khi chon “Stop Protection”, Word s& yéu cau ta nhap mat khau nhu hinh dudi:

Unprotect Docurment 7 >

Password:

Hinh 2- 245. Hop thoai Unprotect Document
Sau khi nhap mat khau va bam OK thi ta ¢6 thé chinh sira tai liéu binh thuong,
nhu vay nguoi stir dung chi co thé chinh stra duoc tai liéu khi c6 mat khau cung cap tur
tac gia tai liéu.

Bang so sanh 3 cap dd bao mat & trén:

Kiéu bao mat Cép dd bao mat Tom luge
Mark as final Théap nhat Panh dau 13 tai liéu hoan chinh, nhung c6 thé
chinh sira dé dang.
Restrict Editing Binh thuong Panh dau chi doc, mudn chinh sira phai nhap
mét khéu.
Encrypt with Cao nhat Bao mat ngay tir dau, mudn ma tai liéu phai
Password nhap méat khau.
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CHUONG 3.
S’ DUNG BANG TiNH NANG CAO

3.1 Thiét 1ap moi treong lam viéc todi wu

3.1.1 Thiét 1ap thudc tinh

Tty bién thanh céng cu
Excel 2016 cung cap mot viing rong cac tdy chon cd thé tiy chinh, cho phép ban
lam viéc véi Excel mot cach thuan logi nhat. Bé truy cap vao nhiing tly chon
nay: click Menu File.

©

New

Open

Save

Save As

Print

Share

Export

Publish

Close

Account

Options

Open

Book1 - Excel

[(:) Recent

J

+

@ OneDrive

L Thispc

Add a Place

Browse

This Week

EH
Old

ﬂ- ﬂ
ot oo
MG e

X, & [ &,

DS thuc tap t...

D: » Tam 1 (1.4.20...

er
PCUD 2018-20...

D: » Tam 1 (1.4.20)

Mau ke hoach...

D: » Tam 1 (1.4.20)
diem thit.xisx

5 Di»Tam2

1 DS thuc tap...

D: » Tam 1 » Kh...

Ke hoach thu...
D:»Tam 1

2019-2020-kh...

D:» Tam 1

Other

u‘d

du lieu mau...
D:»Tam 1 (1.4.2...

Bai tap thuc h...
D: » Tin hoc = TH...

4/13/2020 5:38 PM

4/4/2020 9:44 AM

4/4/2020 %:33 AM

373172020 %:49 PM

3/31/2020 10:02 AM

3/30/2020 8:49 PM

3/30/2020 &:23 PM

4/10/2020 10:17 PM

4/10/2020 8:03 AM

Sign in

Hinh 3.1 -Menu File va cac chirc ning chinh.

Trén hop thoai ndy c6 hai phan ta can quan tam 1a Option va Recent.

Phan Recent cho thay tén va duong dan cua céc file excel dugc ma va xir ly gan

day:
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http://chuancntt.com/6-1-thiet-lap-thuoc-tinh/

| @ Recent Workbooks

f& OneDrive - Personal

& Computer
=

Recent Workbooks

LT

B B

Tien Quoc Truong's OneDrive

1.3 Danh sach nhan vienxlsx
Tien Cuoe 'Truung's OneDrve » Chuan CNTT Nang Cao « Tai Lieu Tham Khao = Practice...

1.2 Doanh so ban hang theo phong.adsx
Tien Cuoc Truong's Onellrve » Chuan CNTT Mang Cao » Tai Liew Tham Khao = Practice...

BAO CAO PHIEU NHAP-XUAT KHO 201 6.sx

Hinh 3.2 — Giao dién khi chgn Recent Workbooks.

Kich vao nat Options && md hop thoai Excel Option. Hop thoai nay gom cac

Tab:
Tab General:
Excel Options | [
General B . . )
;:':' General options for working with Excel.
Formulas
Proofing User Interface options
Save ¥] Show Mini Toolbar on selection @
Langquage ] Show Quick Analysis options on selection
Advanced ¥] Enable Live Preview ™
ScreenTip style | Show feature deseriptions in ScreenTips IEI
Customize Ribbon .
Quick Access Toolbar When creating new workbooks
Add-Ins Use this as the default fopt: | Algesian E
Trust Center Font size: 1
Default view for new sheets: | Normal View : I
Include this many sheets: 1 E
Personalize your copy of Microsoft Office
User name: |5kyll¥.0rg
] Ahways use these values regardless of sign in to Office.
Office Theme: u
Start up options
Choose the extensions you want Excel to open by default: | Default Programs...
¥] Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.
[¥] Show the Start screen when this application starts
I 0K I l Cancel

Hinh 3.3 — Tab General ciaa hop thoai Excel Options.

Tab nay cho phép ban xac dinh méi truong lam viéc véi thanh cong cu mini (on
hoac off), mau cua Ribbon, cac tuy chon mac dinh (cho workbook, sap xép va dién tén
ngudi dung va cho phép ban truy cap vao tinh nang Live Preview.

Tinh ning Live Preview cho phép ban xem trudc két qua cua viéc thiét ké va dinh
dang nhitng thay doi.

Muc When creating new workbooks trén tab nay cho phép ban chon gia tri mac
dinh cho font, font size, kiéu view va so lwgng sheet cua mot workbook mai.
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Tab Formulas:

| Excel Options =5 ]
General fi. Change options related to formula calculstion, performance, and error handling.
Formulas ]
Proafing Calculation options
Save Workbook Caleulation® ] Enable iterative calculation
Language ® Automatic Meagmum lterations: {100 [':—
O Autornatic except for data tables
Advanced _ f Maximum Change: | 0.001
& Manual |
Customize Ribbon (/] Recalculate workbook before saving
uick Access Toolbar
Q Working with formulas

Add-Tns -
[ B1C1 reference style©

Trust Center Formula AutoComplete &
I [¥] Use table names in formulas I
Use GetPwotData functions for PivotTable references

Error Checking

] Enable background error checking

Reset Ignored Errors
Indicate errors using this color: _

Error checking rules

Cells containing formulas that result in an error @ E Formiulas which omit cells in a region 0
Inconsistent caleulated column formula in tables @ ¥ Unlocked cells containing formulas ™
Cells containing years reprecented as 2 digits (0 ] Formulas referring to empty cells @

[#] Mumbers formatted as text or preceded by an apostrophe @[] Data entered in a table is imyalid

[¥] Formulas inconsistent with other formulas in the region @

[ ok ][ canca

Hinh 3.4 — Tab Formulas cia hgp thoai Excel Options.
Tab néng nay cho phép ban xac dinh cac tuy chon tinh toan, lam vi¢c véi cac cong
thue, kiém tra 16i va kiém tra c&c quy tac.
Bam chonUse table names in formulasduéi muc Working with
formulas trong tab nay cho phép ban tuy chinh viéc dugc phép hoac khéng duoc phép
su dung tén cua table trong cong thirc caa Excel.

Tab Proofing:

Tab nang nay cho phép ban xac dinh cach chinh stra va dinh dang tir cho vén ban.
Ban c6 thé tuy chinh céac thict lap tu dong va bo qua cac tur hay cac loi trong tai liéu
thong qua Custom Dictionaries.
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Excel Options

General
Formulas
Proofing
Save o
Language
Advanced

Customize Ribbon

Quick Access Toolbar
Add-Ins

Trust Center

ABC!

v Change how Excel corrects and formats your text.

AutoCorrect options

Change how Excel corrects and formats text as you type:

AutoCorrect Options... J

When correcting spelling in Microsoft Office programs

£ 1gnore words in UPPERCASE
Ignore words that contain numben
£ Ignore Intemet and file addresses
£ Flag repeated words

[ Enforce accented uppercase in Fres

[ Suggest from main dictionary only

Custom Dictionaries... ]

French modes: [I'vaditional and
Spanish modes: Tuteo verb forrn

Dictionary language: |English (United

| b ey

AutoCorrect: English (United States)

? X

AutoCorrect  AutoFormat As You Type  Actions  Math AutoCorrect

4] show AutoCorrect Options buttons

[ Correct TWo INitial CApitals

Exceptions...
9 Capitalize first letter of sentences
[ capitalize names of days
[ Correct accidental use of cAPS LOCK key
A Replace text as you type
Replace: With:
DHON Truang Dai hoc Quy Nhan
developements developments Al
developor developer
developors developers
develpment development
m Truang Dal hoc Quy Nhon v |
Replace Delete

o ]| cose

oK

] I Cancel

Hinh 3.5 — Tab Proofing caa hgp thoai Excel Options.

NUt Autocorrect Option dudi muc Autocorrect Option cho phép ban thiét lap
che d6 stra 10i nhap text tu dong. Ban ¢ thé lgi dung tinh nang nay dé dat cac tu go
tat. Hinh trén goi y: Sau khi dat, chi can g6 ttth thi ta c6 duoc Trung Tam Tin Hoc.

Tab Save:

Tab nay cho phép ban xac dinh cach mot workbook dugce luu. Ban c6 thé xac dinh
cach ty dong Iuu khi chay va noi ban muon workbook dugc luu.

Tai Default local file location, ban cd thé thay d6i thu muyc luu file excel mic
dinh. Tuc 13, khi Save \ Save As file, néu ban khéng chon the muc \ 6 dia méi thi
Excel s€ Iuu vao thu muc nay.
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Excel Options e @

General ,

E Customize how workbooks are saved.
Formulas
Proofing Save workbooks

[ Save Save files in this format: [E:-: &l Workbook E
Language Save AutoRecover information every |10 E: minutes
Advanced Keep the [ast autosaved version if | close without saving
Customize Ribban AutoRecover fil= location: [C."h.Usus"-.Al:lrninistratuﬁ.,ﬁppﬂah\ﬁnaming‘n.l'\"litrusufB.Excg{‘\
. [7] Don't show the Backstage when opening or saving files

Quick Access Toolbar o ) S )

[¥f] Show additional places for saving, even if sign-in may be required.
Add-Ins [[] Saveto Computer by default
Trust Center Default local file location: lC.'\.Usu;"l.}ldrninistmiur\.ﬂucurnmts

Default personal templates location: |

T
AutoRecover exceptions for: L Tu hoc an ninh ma... EI
] Disable AutoRecover for this workbook only
Offline editing options for document management server files
Save checked-out files to: (&
) The server drafts Jocation on this computer
@ The Office Document Cache
Server drafts location: |C:\LI's=rs‘-.Adm-inistratcﬂDncumenmSharePn'-nt Draftsh, | [ Browse...
Preserve visual appearance of the workbook
Choose what colors will be seen in previous versions of Excel: ()
| [ Cancel
Hinh 3.6 — Tab Save cia hop thoai Excel Options.
Tab Advanced:

Tab nay cho phép ban xéc dinh céc tly chon dé chinh stra, sao chép, dan, in, hicn
thi, cdng thuc, tinh toan va cac thiet 1ap khac.

O hinh dusi ban c6 th¢ thay doi diu phan cach giira phan I¢ thap phan va phan
nguyén va gitta cac nhém s6 hang tram, hang nghin, ...
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Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Places 2 ::'

Enable fill handle and cell drag-and-drop
[#] Alert before overwriting cells

Allow editing directly in cells

Extend data range formats and formulas

Enable automatic percent entry

[¥] Enable AutoComplete for cell values
[¥] Automatically Flash Fill

[[] Zoom on roll with Intellitouse

Alert the user when a potentially time consuming operation accurs

When this number of cells (in thousands) is affected: :33,554 E

[¥] Use systemn separators

Decimal separaton f

Thousands separator: |

Cursor movement:
@ Logical
0 Visual

[[] Do not automatically hyperlink screenshot

Cut, copy, and paste

Excel Options -—-
General . B =
e ID Advanced options for working with Excel.
Formulas
Proofing Editing options
Save After pressing Enter, move selection
Language Direction: |Down :
anted [[] Automatically insert a decimal point

I

I [ Cancel

Hinh 3.7 — Tab Advanced caa h§p thoai Excel Options.

Tab Quick Access Toolbar:

Tab nay cho phép ban thém cac nat cong cu (nat Iénh) vao Quick Access Toolbar.

Néu c6 nhiéu cong cu ma ban sir dung thudng xuyén, ban c6 thé thém ching vao
Quick Access Toolbar.

Customize Ribbon

Language <5eparatorz
i+ Borders

Advanced Calculate Mow
= Center

E|J::| Conditional Formatting

Cluick Access Toolbar [£] Connections

Hinh 3.8 — Tab Quick Access Toolbar cia hop thoai Excel Options.

Add-Ins By Copy

Il Create Chart

Néu mudn thém maot nat cong cu méi vao thanh Quick Access Toolbar thi kich
chon nut do6 ¢ danh sach bén trai roi kich vao nat Add.

Néu muédn cho thanh Quick Access Toolbar hién thi bén duégi thanh Ribbon thi

check nut: Show Quick Access Toolbar below the Ribbon.
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Hiéu chinh thudc tinh cua bdng tinh

Khi ta tao ra bang tinh, nhap liéu, va chinh stra, Excel déu luu lai cac thudc tinh
d6: kich thudc tap tin, thoi gian ma bang tinh duoc tao ra va sira di lan cudi cung,
cling nhu tén tac gia cua bang tinh. Thudc tinh thong thuong la thudc tinh chi doc
(Read Only). Céc thuoc tinh khac, bao gém cac thudc tinh nang cao va cac tly chon
ma ta dinh nghia, n6 c6 thé duoc thiét 1ap va chinh stra bai ngudi ding.

Ching ta cd thé 1am quen véi cac thudce tinh co ban ma Excel cung cap. Vao
tab File \ Info:

- T
/ Properties - \
Size 63.1KB
Title Add atitle
Tags Add atag
Categories Add a categony

Related Dates

> Last Modified 137112013 11:15 AM
Created 15/08/2013 10:13 PM
Last Printed

Related People

Author
p\ CopCon

Add an author

Last Modified By p\ ConC
opCon

Related Documents

Account

J_:| Open File Location
Optians \ Show All Properties /

Hinh 3.9 — Giao di¢n khi chgn Info trong menu File.

Pé thiét 1ap thudc tinh nang cao cho bang tinh ta chon Properties \ Advanced
Properties

Properties -

D Show Document Panel
'ﬂE' Edit properties in the Docurment
prep
Panel ahove the warkhook,

=== Adwvanced Properties
“—| See more document properties

. i
Hinh 3.10 — Thiét lap thugc tinh nang cao cho bang tinh.

150



Sau d6 ta thiét 1ap cac thudc tinh trong hop thoai Advanced Properties:

GiaoTrinh.xlsx Properties L% |z= GiaoTrinhxlsx Properties 7=
Eeneral Statistics | Contents | Custom General | Summary | Statistics | Emte
Titles | Names Date completad | add
Checked by ~
Subject: | (Client Delete
Date completed
Author: CopCon | Department
Destination
Manager: | Disposition w
Campary: | | Type: |Date E
: Value: 01/12/2013 [k to content
Category: | Properties: | pame Value Type
Keywords: | |
Comments: |
Hyperlink |
base:
Termplate:
[[] 5ave Thumbnails for Al Excel Documents
ook | cond | ok | [ concel

Hinh 3.11 — Thiét 1ap cac thudc tinh trong hép thoai Advanced Properties.

Cac Tab quneral, Statistics, va Contents hién thi thong tin caa bang tinh, mot s
thong tin da hién thi trong Info.

Tab Summary, ban ¢ thé thiét lap Tiéu dé (Title) va Mon hoc (Subject).

Tab Custom hién thi dqanb sach cac thuoc tinh néng cao : Check By, Client,
Projgct, va Typist. Ta c6 thé dé dang mac dinh hoac co thé tu thiét Iap theo danh sach

cO san.

Sau khi dd chon ta bdm Add. Bé ddi tén, loai, hay gia tri cua thuoc tinh ta

chon Modify.

Cdc phim tat trong Excel
v" Phim tat thwong sir dung:

Phim Chirc niang
Backspace Xoa ky tu bén trai hoac vung chon
Delete Xoa ky tu bén phai hodc viung chon
Home Chuyén vé dau dong
Enter Cai dit liéu vao 6, di chuyén xudng duéi
ESC Bo qua dit liéu dang thay di
Phim miii tén Di chuyén 1én xudng hodc qua lai mot ky tu
Tab Ghi dit liéu vao 6 va di chuyén qua phai ving chon
F4 hoac Ctrl+Y | Lap lai thao tac vira lam
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Ctrl+Delete Xoa tat ca chit trong mot dong
Ctrl+D Chép dir liéu tir 6 trén xudng 6 dudi
Ctrl+R Chép dir li€u tir bén trai qua phai
Alt+Enter Bit dau dong mai trong 6
Shift+Enter Ghi dir liéu vao 6 va di chuyén 1én trén trong ving chon
Shift+Tab Ghi dit liéu vao 6 va di chuyén qua trai ving chon
v' Phim tit chirc ning:
Phim Chirc niing
Backspace Xoa ky tu bén trai trong 6 dang hi¢u chinh
F2 Hiéu chinh dir li¢u trong 6
F3 Dan mot tén da dat trong cong thirc
F9 Céap nhat tinh toan cac Sheet trong Workbook dang m&
Ctrl+F3 bat tén cho vung chon
Shift+F9 Céap nhat tinh toan trong sheet hién hanh
Alt+= Chén cong thire AutoSum
Ctrl+A Hién thi Formula Palette sau khi nhdp mot tén ham vao cong thirc
Ctrl+; Cép nhat ngay thang
Ctrl+’ Chép gia tri cua 6 phia trén vao vi tri con tro cua 6 hi¢n hanh
Ctrl+K Cheén mdt Hyperlink

Ctrl+Shift+: Nhaép thoi gian

Ctrl+Shift+” Chép gia tri cua 0 phia trén vao vi tri con tro cua 6 hién hanh

Ctrl+Shift+A Cheén dau (), cac doi s6 cua ham sau khi nhap tén ham vao cong

) thirc.
Phim tat dinh dang dir liéu:
Phim Chirc ning
Ctrl+B Bat tat ché do dam, khong dam
Ctri+l Bat tat ché do nghiéng, khong nghiéng
Ctrl+U Bat tat ché do gach dudi
Ctri+1 Hién thi 1énh Cell trong menu Format
Ctrl+5 Bat tat ché do gach giira khong gach giira
Ctrl+9 An dong

Ctrl+Shift+& | Thém duong vién ngoai

Ctrl+Shift+ — | Bo dudng vién
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Ctrl+Shift+(

Hién thi dong an

Ctrl+Shift+~

binh dang s6 kiéu eneral

Ctrl+Shift+$

Dinh dang sb kiéu Curency voi hai chit s6 thap phan

Ctrl+Shift+%

Dinh dang sb kiéu Percentage (khong co chir sé thap phan)

Ctrl+Shift+»

Dinh dang sb kiéu Exponential véi hai chit s6 thap phan

Ctrl+Shift+#

Dinh dang kiéu Data cho ngdy, thang, nim

Ctrl+Shift+?

Dinh dang kiéu Numer véi 2 chit s6 thap phan

Header & Footer

Ban c6 thé 1am cho bang tinh cua ban dé dang hon dé doc va nhin chuyén nghiép
hon bang cach bao gém Tiéu Pé (Header) va Chan Trang (Footer). Cac tiéu dé 1a
mot phan cia bang tinh xuat hién & 1& trén, trong khi chan xuat hién ¢ I& dudi. Pau va
cubi trang thudng chira cac thong tin nhu s6 trang, ngay thang va tén cua bang tinh.

Xac dinh vi tri va chon xem Page Layout (lénh & dudi cing cua cira s6
Excel). Bang tinh sé thé hién dudi dang Page Layout.

Chon Tiéu P& hoic Chan Trang ban muén thay doi
chinh stra Chan Trang ¢ dudi cung cua trang.

. Trong vi du dudi, ta sé

B - D E

46| Jets Saturday Saturday, June 25, 2011 10:00 AM
47| Lightning Friday Friday, August 12, 2011 6:00 PM

Click to add footer

[

Click to add header
48 | Tigers Friday Friday, June 24, 2011 6:00 PM
49| Bears Saturday Saturday, July 03, 2011 2:00 PM
2:00 PM

50| Bulls

Saturday

Saturday, August 20, 2011

Hinh 3.12 — Thiét I1ap Header & Footer.

Céc cong cu cua tab Header & Footer s& xuat hién trén cong cu. Tir ddy, ban c6
thé truy cép cac tinh ndng bao gobm so trang, ngay thang, va tén bang tinh. Trong vi
dy, ta s¢ thém so trang.
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Book] - Excel

Home Ingert Page Layout Formulas Data Rewiew ':-;:: Tell me what you want to do...
By [Ty e 5 — T = —=L: | -
F @ l_:_ =] L T | Lj ! u-.:! - - U Different First Page ¥ Scale with Document
Header Footer | Page |Mumber Current Current File  File  Sheet Picture Format  Goto t Different Odd & Even Pages [¥] Align with Page Margins
- - Numbegof Pages Date Time Path Name MName ture  Header
Header & Footer Header & Footer Elements MNavigation Options
E40 J Page Number
Add the page number to the header
or footer.
3 4 [
A B C D E F G H I

Hinh 3.13 — Thém sé trang vao bang tinh.
Céac Chan Trang s& thay d6i dé bao gdom sé trang ty dong.

B C D E
46 | lets Saturday Saturday, June 25, 2011 10:00 AM
47 | Lightning Friday Friday, August 12, 2011 6:00 PM

1 | — New footer

48 | Tigers Friday Friday, June 24, 2011 6:00 PM
4% | Bears Saturday Saturday, July 09, 2011 2:00 PM
=N Rullc Cotorrd o Catnrdaw Avmoct 00 A1 DM DA

Hinh 3.14 — Giao dién khi thém sé trang vao bang tinh.

3.1.2 Ap dung mau

Template trong Excel (hay goi ding hon 1a Microsoft Excel Template) la mot
tinh ning dwgc phat trien d¢ tao ra nhing MAU CO SAN. Nhiing miu nay c6 thé
giup ban nhap liéu ngay ma khong can thao tac thém véi hang, cot. Template trong
Excel luu lai tat ca: tir cau tric, cdng thire, ham...cho dén ca cac doan ma VBA.

Ung dung cua Template Excel trong cdng viéc, hoc tap 1 rat nhiéu. Tir cac mau:
quan ly hoc tap, thoi khoa biéu, lich...cho dén cac mau phirc tap nhu: bang chim
cong, b4o céo tai chinh, bang béo gia..., tit ca trong sé d6 déu 1a nhitng mau ma co
thé ban phai dung nhiéu lan.

Thay vi mdi 1an mudn sir dung, ban phai thiét ké mai, thi vai template excel, ban
chi can thiét ké né lan dau va luu lai thanh mot file template trong may.

Str dung mdu cé san

Click File \ New trong ctra s6 bén phai hién thi kha nhiéu mau Template c6 sén.

Ban c6 thé chon cac mau duoc liét ké bén dudi hodc mé cac danh muc template trong
Suggested searches.
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A
Going beyond S

Pie charts

Fmsrurnsd rim rharty, Susheurdad Cmarnnal mhntn - alander

Bock! - Excel
5]
Suggested searches  Business  Persoral  Planners and Trackers  Lists  Budgets Charls  Calendars
A 8 €
E :ul Gt started with Malke your first
. Formulas PivotTable
-jr -

Elank woridook Formasda tutorial PivedTable fubcrisl

[ SSRE Y BTN R

Sagn m

A

Get more out of
Take a tour PivotTables
B -
Weloome bo Excel Ged more oul of PivoiTables

el

Hinh 3.15 — Giao dién man hinh khi chon File \ New.

Luu mét bdng tinh mdau

Mic dinh khi luu cac bang tinh mau (template) thi Excel luu trong thu muc: Users
\ UserName \ AppData \ Roaming \ Microsoft \Template. Khi ta luu mau & vi tri
nay thi Excel s& hién thi né trong cac mau hop thoai khi nguoi ding chon mau hoic ta
c6 thé luu mau bang tinh trén mang va chia sé cho moi ngudi ding.

Dé luu mot bang tinh mau, ta thuc hién cac bude nhu sau:

1. Chon File \ Save As
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Néu mau ta
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Hinh 3.16 — Cach luu bang tinh mau.

Trong hop thoai Save As, chon loai (Save as type) la Excel Template (*.xItx).

dang luu bao gdm cac Macro, ta can phai chon Excel Macro —

Enable Template (*.xItm). Néu mau ta can dé st dung véi céc phién ban cua
Excel cii thi chon: Excel 97-2003 Template (* .xIt).

" Excel Workbook (*xdsx) ]
l:l X Seve A Excel Macro-Enabled Workbook (* xlsm) r
@ Excel Binary Workbook (*.xisb) \

U' o © Excel 97-2003 Workbook (*xls) |
- XML Data (*.xml)
Organize v Ne Slngle Flle Web Page (*.mht;*.mhtml)
4 Libraries d Template (*.xitm)

ca cop (D2)
= con (F)

4 Hide Folders

+| Documents

J’ Music Unicode Text (*.txt)
= Pictures XML Spreadsheet 2003 (*.xml)
E Videos Microsoft Excel 5.0/95 Workbook (*xls)
CSV (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)
R Computer Text (Macintosh) (*.ba)

&L Local Disk (C:)

File name: Excel Add-In (*xlam)

Authors: | OpenDocument Spreadsheet (*.ods)

Excel 97- 2003 Template (*xit)
Text (Tab delimited) (*.txt)

Text (MS-DOS) (*.txt)

CSV (Macintosh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)

Excel 97-2003 Add-In (*xda)
DF (*.pdf)
PS Document (*.xps)

Tools ~ [ Save

) (e ]

3. Chon Tools\

Hinh 3.17 — Chon loai bang tinh mau.
General Options
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4. Trong hop thoai General Options nhap mat khau dé mé va mot mat khau riéng
dé kiém soat viéc stra doi.
5. Sau d6 chon OK, chon Save trong hop thoai Save As.

General Options

Mt khdu dé mé ]
[] Always create badkup
File sharing

Password to open;

Password to modify: x

i
[] read-only recommended ‘\l Mit khau g2 chinh stta
[ Ok ] [ Cancel ]

Hinh 3.18 — Hgp thoai nhap mat khau mé va mat khau chinh sira bang tinh miu.

3.1.3 Bao mat dix liéu

Trong mot s6 truong hop ching ta ¢ thé chia sé bang tinh va cho phép bat ky
ngudi s dung nao lam viéc véi nd, chinh sira né theo v thich: thay d6i dinh dang,
thém hoac xda dit liéu, chén bang,...Nhung da s6 chlng ta mudn bao vé bang tinh cua
minh, nhat 1a c&c bang tinh c6 tinh chat quan trong. Vi vay dé bao vé bang tinh ta thyuc
hién:

Cach 1: Menu File \ Info \ Protect Workbook
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Info

GiaoTrinh

D: » Desktop

Protect Workbook

Control what types of changes peop

By Mark as final

gg Let readers know the woekbook s final and
muake # read-only
Encrypt with Password

Requere a password to cpen the workbook ]

Protect Current Sheet
E={} Contrel what types of changes pecple can
make to the current sheet,

Account 557 Protect Workbook Structure

“f) Prevent unwanted changes to the structure
Options of the workbook, such as adding sheets '
y  Restrict Access
@ Grant people access while removing thee  *
abdty to edit, Copy, Of paint
"% Add a Digital Signature

__” Ensure the integrity of the workbook by
adding an wrvible degntal signature. ,{

Hinh 3.19 — Céach chon Protect Workbook tir menu File.

Céach 2: Vao Tab Review \ group Changes \ Protect Workbook

Book] - Excel | - X
@ Tell me what you want to do... Signin £, Share
Show/Hide Comment ‘& Protect and Share Workbook
5 Show All Comments EZ Allow Users to Edit Ranges
Kt g Protect Protect  Share
2 Show Ink Sheet Workbook Workbook [# Track Changes -
rents Changes A

Hinh 3.19 — Cach chon Protect Workbook tir tab Review.

Protecting Workbooks and Worksheets

Chuing ta c6 thé thiét 1ap bao vé bang tinh va mot s6 Sheet quan trong bang céch:

e Ba0 vé ciu tric bang tinh, bao gom cac worksheets, kich thuéc, vi tri. Khi mot
cau tric bang tinh duoc bao vé (Protect Structure) thi nguoi s dung khong
thé chén, xda, hoic ddi tén, hoac hién thi cac trang tinh da bi an. Khi mot cta
s6 bang tinh duoc bao vé (Protect Windows) thi ngudi sir dung khdng thé thay
ddi kich thudc hoic vi tri cua cira so.
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