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Nguyln Thi Ngoan - Phong KHTH

Déi luc chul't may tinh cla bl n cting gi p nhing vin d0 khédng mong mul n khi lam vil ¢ vOi
Excel. NOu gip trd0ng hi'p nhi thD thi nhO ng phim t0t “vé gid” di0i day thit sO cOn thiDt cho
bl n.

Phim it Y nghia

ESC Bo qua dir liéu dang thay doi

F4 hay Cirl+Y Lap lai thao tac vira lam

Alt + Enter Bit dau dong mdi trong &

Ctrl + Delete X04 tit ca chir trong mét dong

Cul+D Chép dir lidu tir 6 trén xuong & dudi

Cul+R Cheép dir liéu tir bén trai qua phai

Shift + Enter Ghi dir liéu vao & va di chuyén lén trén trong Wing chon
Tab Ghi di¥ lidu vao 6 va di chuyén qua phai viing chon
Shift + Tab Ghi di lidu vao 6 va di chuyén qua trai vilng chon
Shift + F2 Thém hodc sira chi thich 6

= Bit dau mot cong thirc

F2 Piéu chinh dit liéu trong &
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Bt tén cho viung chon

Cirl + F3

F3 Dan mot tén da dat trong cong thire

F9 Cadp nhat tinh toan cac Sheet trong Workbook dang mo
Shift + F9 Cap nhat tinh toan trong sheet hién hanh

Alt += Chén cong thirc AutoSum

Alt + Shift + F1 hay Chén mt trang bang tinh mdi

Shift + F11

Cirl + ; Cép nhat ngay thang

Ctrl + Shift + : Nhip théd gian

Ctrl + Shift+ Home Chon tir & hién tai dén 6 Al

Ctrl + Shifi+ End Chon tir & hién tai den 6 ¢é dir ligu cudi cling
Ctri+K Chen mot Hyperlink

Citrl + Shift + *

Chép gia tri cua 6 phia trén vao vi tri con tro cia o hién
hanh

Ctrl +° Sao chép cong thiic tir 6 phia trén 6 hién hoat vao & doé hodc
vao Thanh cong thirc.

Ctrl + - Hien thi hp theoai xda dé xdéa cac 6 duoc chon

Ctrl + Shift + ~ Pinh dang s6 kiéu General

Ctrl + Shift + §

Pinh dang s0 kiéu Curency vdi hai chit s6 thip phén

Ctrl + Shift + %

Binh dang s0 kiéu Percentage (khong ¢é chit 50 thip phin)

Ctrl + Shift + ~

Binh dang s6 kiéu Exponential véi hai chit s6 thip phéin

Ctrl + Shift + #

Binh dang kiéu Data cho ngay, thing, nim

Ctrl + Shift + 7

Pinh dang kiéu Numer véi hai chit s6 thip phén

Ctrl + Shift + &

Thém dwémg vién ngoai

Ctrl + Shift + - Bo dwomg vien
Ctrl + Shift + + Hién thi hop theai chén dé chén cac 6 trong
Ctrl+1 Hién thi lénh Cell trong menu Format
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Cirl+ B hay Ctrl +2  |Bit tit ché 46 dim, khong ddm

Ctrl + T hay Ctrl + 3 Bit tit ché o nghiéng, khéng nghiéng

Ctrl+ Ubhay Ctrl + 4 |Bat tat ché 46 gach dudi

Ctrl+ 5 Bit tat ché d6 gach giira khong gach gita

Ctrl + 9 An cac dong dwoce chon

Ctrl+ 0 An cac cit duoe chon

Ctrl + Shift + ( Hién thi dong an

Ctrl+L Hién thi hép thoai tao bang

Cirl + F ( Ctrl + H) Hien thi hop thoai tim kiém va thay the

Ctrl+ P Hién thi hop thoai in

Ctrl+ 8 Luu tép hién hoat véi tén, vi tri va dinh dang tép hién tai cia
na,

Ctrl + F4 hay Alt + F4 |Podng bang tinh, déng Excel
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