100 tha thuat Excel cwe ky hiru ich danh cho ké toan

1. Tim kiém thoéng minh trong Excel

— Chirc nang tim kiém trong Excel bang cach nhan t6 hop phim Ctrl + F hoic Home —

Find.

— Vi du: Muén tim kiém cum tir “Céng ty C6 phan dau tw cONg nghé Va thwong mai

Softdreams ” trong s6 nhat ky chung trén Excel nhung lai khdng nhé duge chit “Minh” ma

chi nhé 1a Cong ty ... Thong... gi gi d6, con cu thé 1a Thong gi thi khdng nhé. CO thé tmg

dung thu thuat excel sau:

— Budc 1: Bat chirc nang tim kiém trong Excel bang cach click vao commands Find trén
thanh Ribbonhoic dung té hop phim Ctrl + F

— Budc 2: Nhap cum tu: Cong ty*Thong™
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2. Tao mét phim truy cdp nhanh & phan Quick Access

Trong Excel, c6 mét thanh c6ng cu goi 1a “Quick access toolbar” — dting nhu tén goi cua
no, nhitng cdng cu nay giup ta truy cap cac chirc nang cua excel mot cach nhanh chong.
Vi du nhu undo, redo, mé file méi, luvu file, in nhanh, .... Nhitg c6ng cu nay thudng xuat

hién phia trén cung bén trai cua giao dién excel nhu hinh dudi day:

F“ d - ol I Bockl - Miorosoft Excel
ol
—_— mize Quick Access Toolbar . Review View
Heve
= #
Timigs Maw | 2] = wrap Text Gareral -

] 3 Dpen |-.1'I to Quidk Access Toolar
Pa:':: 7 B I Ol e TENE B oy Mergs & Center = | | § - 9%+ || 2
Clipboarg - alignment T Humber F]
: Quick Print S— o 3 min
C26 e TR &AZ6&" 50 chi tét "&B16
Prirt Preview
Y S - spelling c
1 i) unde DANH MUC TA
W | Rede
_ MATK Sort Ascending Tén sa chi tist
- Sort Descending
NRC : MWhat kv chung
- Marg Commands.., T —— -
1 111 Tienm Shaw Below the Ribbon F,--:_l TK11l1 So chi tict Tien mat
5 |1111 Tien 56 TE1111 56 cha tét Tien Vidt Nam
Minimize the Ribban - -
6 [1112 MNgoiuw S0 TE1112 50 che tiet MNgoad e

Thanh Quick access toolbar chi ¢ shortcut lwu, undo va redo, dé thém cac chirc ning
khé&c cac ban nhan vao cai miii tén x6 xubng va danh dau tick dé chon cac chirc ning cac
ban mudn.

Vi du nhu “New” dé mé file moi, “Open” dé mo mot file da c6 sin, “Quick Print” dé in
nhanh, “Print Preview” dé hién thi trudc khi in, hodc “more commands” dé tao thém bat

ky chirc nang nao cac ban mudn co trong excel.
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Nhu hinh trén, cac ban cd thé thiy tat ca cac Commands (1énh) trong excel va ching ta c6
thé thém bot bat ky 1énh ndo bang cach chon 1énh d6 va nhan vao add or remove sau do
nhan OK nhé.

3. Thém mot dwong chéo trong mét cell (6)

C6 rat nhiéu truong hop ¢6 thé can dung t6i thu thuat excel ndy, thuong thi dung dé tao
mot duong chéo vai muc dich chia cac thude tinh khac nhau cia mot 6 hay mét hang, cot
bat ky.

Vi du, mudn tao mot dudng chéo chia tach hai phan tai khoan ng va cd trong s nhat ky

chung trén Excel nhu hinh dudéi:
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==> Ban nhin chudt phai vao 6 E4 sau d6 chon Format Cell ==> nhin vao tab Border,

sau d6 nhan vao ndt ¢ hinh dudng chéo nhu hinh dudi day.
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4. Chon va thém bét dong ¢t hoan toan bang ban phim

Viéc str dung hoan toan ban phim, khdng phai dong téi chudt s& gilp tang toc do lam viéc
ctia ban trong Excel 1&n kha nhiéu. Bdi vay, thay vi dung excel theo kiéu vira nhap liéu
vira kéo kéo tha tha con chudt dé thém bét dong cot cac ban co thé dung nhitng t6 hop
phim tit cuc ky hiru ich sau:

Budc 1: DBé thém bét dong hay cot bat ky cac ban phai chon dong hay cot d6 da.

— Chon dong: khi con tré cta ban dang & mot vi tri bat ky trén dong do, cac ban nhén to
hop phim Shift va phim cach

— Chon cdt: khi con tré ctia ban dang & mot vi tri bat ky trén dong do, cac ban nhéan to hop
phim Ctrl va phim céach

Budc 2: Bé thém hay bét dong:

— Thém dong / cot: 4n t6 hop phim Ctrl + Shift + +

— B6t dong / cot: an t6 hop phim Ctrl + —

Pé thém mot lugng x dong hodc X cot, C4c ban hdy chon diing bang s6 X d6 sau do hay
thém. Nhéan thém phim mii tén di chuyén theo cac hudng I&n xudng trai phai va xem da
chon dugc bao nhiéu cét.

Vi du cé4c ban chon 10 dong thi sau khi nhén ctrl shift + s& chén thém 10 dong, chon 100

cot s& dugce thém 100 cot, i nhan d6i nhu thé. . ..



'gL_“-I'U" ot Tkl - Miesmol B

e | i Pariend | Femwin | B Bmer | e LR
B | TR L T ———— B ooy =35
W5 ISLEHN =
e | (= e ) [ | Elwopenconni - (sl ]| ot vt oo e e s | | e e
E— rain & Jop— - P -] oy ak P
FYET] - i3 s 5
A B 3 7 k P W H 3
SERLINIE GEC | 2340281 g iy TWHH I Bocc ey chuyim om o nng 4154
114
piafzaedng oac |2ianzie [ty b TNHH s Bube Te clurtn i i 1313 12 L4k 000 13
116
ISRI201S GEC (24902002 |Cong ty TNHH Qa1 i coug aghé Phace i s s [TH 14 21150000 ;
1n7 1 | 1
AL GAC | 24902008 [Ctag ry THH Case b i oy sghé P ik ks kg 1514 1F L1000 7
18 | 131
s | sl < b % 1 ol
I“.'*I.I.'I.I':I.u.l.lll..- EER B REY S e T I..‘-uu-i:ﬂﬂ" ‘.EI__ - d'l"‘: -5 | ----I".I. 188 500 a0 1M
N20 0200 S e 2400 2004 |Chsdl GTGT plkid miy - 3 e T
s - 1
§28 4013015 D004 :n-.:r.ecu.nr.wuu.hmr.:m: o T 1 ay
! - ]
12 || A b |
N34 TEELT00S GEN | 2901000 Thh ok e bing s clegey T | Mo B 112 i, (R ) 131
DELIRIS GEN | 20002008 (Thaheokn i bieg e coeg T T ) 300 ;
125 1 Do | 13
126 [
M2z Tl 2015 AN 3700 3004 bk g o g £y THES ARG | P 2 130330 100,47 800 1.1
[F3 el | .'I.I"Ii.u.l.lll.i 2702003 | Dk LDl pltatd s :‘“‘"I" 141 1 LREEE 0 e 1719
L - ] 30
L2827 002005 ] 2700 202 [k g cha sy TNHE AR s 13 1 8, 't
i | |
yap 3000 20005 2 ] V0 200 [T et i e b bk L Dot - B Y4 B2 195000 &
v 1
pag |0 Qi B h £ 3002089 Thnd GTET diroc ek eri 1

w
LI L LE T I, Bl L L L T P i Lkt S
Roade Ml o

5. Sao chép hoic di chuyén ving dir liéu cwe nhanh

Pé di chuyén hodc sao chép dir liéu tir mot cot trong mot bang tinh excel thi cach nhanh
nhét 1a;

Budc 1: Trudc hét chon cot dir liéu d6. Sau d6 di chuyén con chudt cho téi ving ria cho
dén khi biéu tuong chudt bién thanh déu 4 mili tén chi 4 hudng.

Budc 2:

— Pé di chuyén ving dit liéu c4c ban chi can giit chudt va kéo.

— Pé sao chép ving dir liéu cac ban nhan thém phim Ctrl trudc khi kéo
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6. X6a nhirng 6 trong trong mét vung dir lidu
Khi nhap liéu trong Excel s& ¢6 nhiéu trudng hop ¢6 nhitng khoang trng trong mét viing
dir liéu.

Vi du nhu hinh dudi day:
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C6 2 dong E11 va E14 tréng bang ké phiéu nhap kho, truong hop mudn x6a 2 dong dé di,
c6 thé chon 2 dong d6 va nhin delete. Nhung trong trudng hop ¢6 rat nhidu dong trong

hoic & trong thi khdng thé 1am cach d6 rat mat thoi gian. Cac ban c6 thé &p dung thu thuat

excel sau:

Budc 1: Pau tién quét tat ca ving dit liéu bao chira nhitng khoang tréng mudn x6a di do,
bat chirc ning loc Filter trong Excel, 4n vao miii tén x6 xubng & mot cot bat ky. Khi do,

mdt trinh don s& xuét hién, cac ban ban bo chon Select All va chon phan Blank & dudi

cuing. Khi d6 tat ca cac 6 trong/dong trong s& ngay lap tirc duoc hién thi ra.
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Budgc 2: Cé4c ban boi den tit ca nhimg dong trong xuit hién sau d6 nhin chudt phai

chon Delete Rows. Sau do6 bo loc la xong.
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7. Ung dung chic ning loc Excel vao sé ké toan
Chtrc ning loc trong Excel 12 mét chire nang ma ké toan vién hay bt ky ai st dung Excel
cling khong thé khong biét. Cang lam viéc véi excel 1au dai cac ban s& cang thiy gié tri cta

viéc loc bang Filter dé quan ly.
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Vi du cudi thang, can loc tai khoan 112 trong s6 Nhat ky chung dé nham muc dich theo ddi
hodc chinh stra gi gi d6 ching han. CAc ban quét tit ca dir liéu trong trong ving cot tai
khoan. Sau d6 nhan t6 hop phim Ctrl + Shift + L, sau d6 chi viéc nhan vao miii tén x6

xubng va chon tai khoan céc ban can loc 1a xong.
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8. Gi6i han gia tri nhap bing Data Validation trong Excel

Vi du trong mot bang tinh excel c6 mét cot danh muc hang hoa kém cot gia tién ¢ bén canh.
Mudn giéi han viing gia tién nay trong khoang dudi 20.000, vi nhiéu kha ning ban nhap
nham tir 20.000 thanh 200.000 hay 2.000.000. Vay &p dung thu thuat gidi han gia tri nhap
lidu bang chire ning Data Validation. C4c ban lam theo cac budc sau:

— Buéc 1: B6i den ving dir liéu can gi6i han, click chudt vao Tab “Data” trén thanh menu

—sau d6 vaoData Validation.
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— Budc 2: Trong phan Allow chon “Whole Number”, phan Data dé “Between”,
phan Minimum va Maximum dé 1an luot 12 1 va 20000 d6 nhan OK la xong.
==> Nhur cc ban thiy & hinh duédi, ¢ 6 dudi cing trong cot gi&, dé gia tri 1a 30000 nén

Excel dang bao 15i khéng thé nhap dugc, nhu vay cac ban di thanh céng.
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9. Nam virng c4c thao tac co ban trong Excel

— Tao bang tinh, Dinh dang dit liéu trong excel: Pinh dang s6, bang, tron (merge), x6a
(split)...

— Pinh dang tir dong: Dinh dang theo yéu ciu

— Str dung ham théng dung: Vlookup, If, Hlookup, ....

— V& Biéu d6, db thi: Chart

— Tao siéu lién két: Hyperlink

— Thiét Lap in: Page setup

— bat Password cho file Excel cac phién ban.

10. Quan Iy hang hda bing Data Validation trong Excel

Vi du ¢6 mot kho hang can quan ly trong excel theo kiéu:
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Vi du cac ban c6 mot bang kho hang héa gom 3 cot: “Loai san pham”, “Poi san pham”,
“Tinh trang san phadm”. va c4c ban mudn quan ly trong excel theo kiéu:

— Cot “Loai san pham” chon trong mdt menu x6 xudng, click chudt dwa theo mot danh sach
c6 sén, tranh nhap dir liéu bang tay. Vi du list cac san pham iphone 6, iphone 7, sony z3

z5...
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— Cot “Poi san pham” ta can menu x6 xudng tuong g nhung phai dap tmg mot didu kién
phl hop cot” Loai san phim”. Vi du cot loai san pham iphone thi cot doi san pham
menu xo6 xudng xuét hién nhitng san pham tuong tng vi du iphone 100, iphone 1000,

— C6t “Tinh trang san pham” 6 2 loai “c6 hang” va “hét hang” thoi.

11. Tang téc nhip lidu gap trim lan

Vi du: Ban c6 thé g6 LZ thi Excel s& tu dong thay bang Liza Brown.

Céach thuc hién: Vao File->Options->Proofing->AutoCorrect Options va nhap gia tri
thay thé cliing gia tri dung trong hinh chit nhat nhu duéi day, sau d6 nhan OK.

12. Xem théng ké nhanh vé téng, mix, max...

Chiac ¢6 1& rat nhiéu nguoi ding excel déu biét vé nhitng ham excel thdng dung vé tinh
toan thong ké nhu sum dé tinh tong, min max dé tinh gié tri nhé nhat 16n nhat trong mot
viing dit liéu ndo do... Bay gio thay vi phai diing ham, cac ban c6 thé xem thong ké nhanh
vé sd lidu cia mot ving dir liéu nao doé bang cach quét ving dir liéu va xem ¢ dudi thanh

trang thai “Status bar”, vi du nhu hinh:
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13. Thii thuét excel — Ghép néi dir liéu véi phim &
St dung dau “&”
Vi du: c¢6ng thirc =A2&B2&C2&D?2 va c6 dugc két qua LizaUSA25@ trong & F2.

A B c D E B 6
Name Country |[Age Note 4;
Liza USA 5@ i [zA28828.c2802)
Linda USA 29|!
David CA 17|?
Susan CA 24(*
Salina CA 23|~
Jim Mexico 49|5
Jorge Mexico 29|#

14. Thii thuét excel — Péi tén sheet bang cach nhay dap

15. Thi thuét excel — Lap lai thao tdc Format Painter

16. Thii thuat excel — Chuyén dong sang cdt va nguoc lai

17. Thi thuét excel — An tét ca cac kiéu dir liéu

18. Thii thuit excel — Nhap dir liéu bat dau véi s6 0

19. Chuyén ddi chir hoa va chir thuong

20. Thu thuat excel — Céach tao Drop-down list trong excel

21. Tw ddng tinh tdng khong can ding ham véi “ALT + ="

22. Bat tinh nang lgc Data Filter cwe nhanh cung “Ctrl + Shift + L”
23. Hién thi cong thic cwe nhanh véi “Ctrl + ~”

24. Di chuyén con tré nhanh véi “Ctrl + miii tén”

25. BOi den mét ving dir liéu lién ké véi “CTR + Shift + miii tén”
26. Di chuyén giira cac Sheet bang “Crtl + Pg Up, Pg Dn”

27. Di chuyén giira cac Workbook bang “Crtl + Shift + Tab”

28. An hién thanh ribbon véi “Ctrl + F1”

29. Hién thi Paste Special véi “Ctrl + Alt + V”

30. Di chuyén t6i 6 Al bang t6 hop phim “Ctrl + Home”

31. Di chuyén dén 6 cudi cung trong sheet véi Ctrl + End
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32.
33.
34,
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45,
46.
47.
48.
49,
50.
51.
52,
53.
53.

Hién thi két qua tiép theo caia viéc tim kiém véi Shift F4
Go to special voi Ctrl + Gva Alt + S

Tao mot dong mai trong excel voi Alt + Enter

Chén ngay hién tai véi Ctrl + ;

Chen gio hién tai vai Ctrl + Shift + :

Quét cong thire, sao chép dir liéu xudng bing Ctrl + D
Pinh dang moi thir trong excel voi Ctrl + 1

Cé4c kiéu dinh dang Formart Cells véi Ctrl + Shift + ....
Lap lai thao tac cung phim F4

An cdt (column) véi Ctrl +)

An va hién thi dong (row) véi Ctrl + (

Tao mjt biéu dd & Sheet (bang tinh) méi véi F11.

Hién thi truée khi in véi Ctrl + F2

Luru véi tén khéc cung F12

Bét tinh nang giup dé cuaa excel véi F1

Mé danh sach xé xudng bang Alt + miii tén xudng

Di chuyén man hinh véi Alt + Pg Dn, Alt + Pg Up

Di chuyén téi 6 dau tién cia 1 dong bang phim home
Kich hoat ché d¢ chon dir liéu véi Shift + F8

B6i den, quét chon véi Shift + miii tén 4 hwéng

Chon dén cudi vung dir liéu lién ké véi Ctrl + Shift + miii tén
Chon dir lidu 1én, xuéng mét man hinh véi Shift + Pg Up

Thu thuit excel P3 — Chon dir liéu sang trai, phai mét man hinh véi Alt + Shift +

Pg Up, Pg Dn

54,
55.
56.
57,
58.

Mé rong ving chon dén 6 diu tién ciia hang véi Shift + Home

Mé rong ving chon dén 6 dau tién ciia Sheet véi Ctrl + Shift + Home
Mé réng ving chon dén 6 cudi cung cé dir liéu véi Ctrl + Shift + End
Chon 0 c6 chira comment véi Ctrl + Shift + O

Chi chon nhirng 6 khéng an cung Alt + ;



59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
7.
78.
79.
80.
81.
82.
83.
84.
85.
86.
87.

Chen, sitra comment voi Shift + F2

Sang tréi, phai trong mgt Ky tw hodc mdt tir trong mot 6 excel
Chon dir liéu trong mot 6 excel

Xba dir liéu trong mot 6 excel

“Enter” dir li¢u

Nhap dir li€éu cho mot vung dir li€u

Sao chép cbng thire tir 6 trén duwéi

Cheén siéu lién két hyperlink

M hop thoai cai dit font chir

Gach ngang giira chir

Cin trai phai, giira 6 v6i t6 hop phim Alt +
Tang giam c& chir:

Tao va bé dwong vién bao quanh 6

Mé hop thoai dién cong thire excel

Mé rong thanh cong thire

DPit tén cho mét vung dir liéu

Tao Sheet méi

Nhan déi do6i twong véi Ctrl + D

An tét ca cac doi twong véi Ctrl + 6

Hién thi menu chudt phai trong excel

Mgé trinh bién tip VBA voi Alt + F11

Bat chirc niing g0 tat trong excel

Nhin mét phat dé chon tit ca

Mé cung luc nhiéu files excel

An dir liéu ciia 6 bing custom format

Viét hoa, viét thwong véi cac ham excel

Chon mét s ngiu nhién trong khoing bat ky
Nhay dip dé tw dong fill mét sé-ri

Chuyén dir liéu kiéu 19051991 thanh ngay thang nim



88. Loc dir liéu trong excel

89. Xoba dir liéu trung lap

90. Conditional Formating — “ao thuat” cung excel
91. Noi ho tén, tao khoang trong & giira

92. Pit mau khau bao vé file excel:

93. Thém mét lGc nhiéu dong

94. Chén Sparkline trong biéu doé

95. Chuyén dir liéu hang nghin, triéu thanh k, m
96. Table formart trong excel

97. Péng bing dong, cot diu tién cia sheet

98. Péi font chir mic dinh sau excel

99. English and Excel — E and E = ExcEllent

100. Dung excel nhw mt thir khong thé thiéu hang ngay



