Thu Vién Tin Hoc

T4 1& ngudi rat thich dung ban phim. Té khéng ghét chudt Iam nhung viéc st
dung ban phim trong soan thdo v&n ban lam t6 cdm thay rat khoan khodi. T4
c6 tham kh&o mét s6 sach tu hoc excel va biét dudc mét s6 1énh ding phim
tat trong excel nhu sau: (t6 méi tham gia nén khong biét da cé ban nao

post bai nay chua, néu c6 rdi thi cac ban chiu khé doc lai nhe )

F2: Dua con trd vao trong 6

F4: Lap lai thao tac trudc

F12: Luu van ban vdi tén khac (né gidng véi Iénh Save as do)

Alt + cac chi cai ¢ gach chan: Vao cac thuc don tuong Ung

Alt + Z: Chuyén ché dd gé tu tiéng anh (A) sang tiéng viét (V)

Alt + <- : HOy thao tac vita thuc hién (né gidng Iénh Undo)

Ctrl + A : Bbi den toan bd van ban

Ctrl + B : Chir dam

Ctrl + 1 : Ch nghiéng

Ctrl + U : Chu gach chan

Ctrl + C : Copy du liéu

Ctrl + X : Cat di liéu

Ctrl + V : Dan d(i liéu copy hodc cat

Ctrl + F : Tim kiém cum tU, sb

Ctrl + H : Tim kiém va thay thé cum tu



Ctrl + O : Md file da luu

Ctrl + N : M3 mét file mdi

Ctrl + R : Tu dong sao chép 6 bén trai sang bén phai
Ctrl + S : Luu tai liéu

Ctrl + W : Déng tai liéu (gibng 1énh Alt + F4)

Ctrl + Z : HQy thao tac vura thuc hién

Ctrl + 1 : Hién hop dinh dang 6

Ctrl + 0 : An cét (gibng I&nh hide)

Ctrl + shift + 0: Hién céc cot vira an (giéng Iénh unhide)
Ctrl + 9 : An hang (gibng Iénh hide)

Ctrl + shift + 9: Hién cac hang vita an (giéng 1énh unhide
Ctrl + (-) : X6a cac 6, khoi 6 hang (bdi den)

Ctrl + Shift + (+): Chén thém 6 trong

Ctrl + Page up (Page down) : Di chuyén gilia cac sheet
Ctrl + Shift + F: Hién danh sach phéng chu

Ctrl + Shift + P: Hién danh sach co chu

Alt + tab : Di chuyén gilta hai hay nhiéu file ké tiép

Shift + F2 : Tao cha thich cho 6

Shift + F10 : Hién thi thuc don hién hanh (giébng nhu ta kich phai chud)

Shift + F11 : Tao sheet mai

Tao phim tat tuy chon trong Word
P6i véi Word , ban dé dang tao cho minh nhiing t6 hdp phim néng gitip thuc hién

nhanh tac vu hon 1a dung chuét. Tinh ndng nay rat hitu ich cho ban tiét kiém thoi



gian va chi c6 thé thuc hién doi véi Word, khdng thé thuc hién trong PowerPoint hay
Excel.

Pé thuc hién , ban chon vao menu Tools > Customize. Sau dé, chon vao thé
Commands. Click vao menu KeyBoard dudi géc phai dé hién thi hop thoai
Customize Keyboard.

Trong phan Categories la cac menu chinh, va phan Commands 1a cac menu phu x6
xudng. Vi du muén chon t6 hdp phim cho tac vu File > Save All thi ban phai chon
phan categories 1a File va phan commands 1a FileSaveAll. Néu hién tai tac vu dé da
c6 phim tat thi t6 hop phim dé sé hién thi trong phan Current Keys. Con néu nhu tai
phan Current Keys tréng thi ban c6 thé tu tao t6 hdp phim tat cho tac vu tai Press
New Shortcut Key. Luu y, ban ciing c6 thé Replace t6 hdp phim cho phu hdp véi
nhu cau st dung phim clia minh bang cac t6 hdp phim trong phan Press New
Shortcut Key. Sau dé nhan vao Assign dé hoan tat viéc thiét 1ap. Nhan Close dé
hoan tat. TU bay gid , ban hoan toan c6 thé st dung t6 hdp phim hiu ich cla riéng
minh trong Word dudc roi day.

Review hot-key for Word & Excel:

1 Ctrl+1 Gian dong don (1)

2 Ctrl+2 Gian dong déi (2)

3 Ctrl+5 Gian dong 1,5

4 Ctrl+0 (zero) Tao thém do gian dong don trudc doan

5 Ctrl+L Can dong trai

6 Ctrl+R C&n dong phai

7 Ctrl+E Can dong gita

8 Ctrl+J Can dong chit dan déu 2 bén, thang 1&



9 Ctrl+N Tao file mdi

10 Ctrl+O MG file da cé

11 Ctrl+S Luu ndi dung file

12 Ctrl+O In &n file

13 F12 Luu tai liéu vdi tén khac

14 F7 Kiém tra 16i chinh ta tiéng Anh

15 Ctrl+X Cat doan ndi dung da chon (b6i den)

16 Ctrl+C Sao chép doan ndi dung da chon

17 Ctrl+V Dan tai liéu

18 Ctrl+Z Bd qua lénh vira lam

19 Ctrl+Y Khoi phuc Iénh vira bod (ngudc lai véi Cirl+2)

20 Ctrl+Shift+S Tao Style (heading) -> Dung muc luc tu dong
21 Ctrl+Shift+F Thay d6i phong chi

22 Ctrl+Shift+P Thay ddi ¢ chii

23 Ctrl+D M3 hop thoai dinh dang font chir

24 Ctrl+B Bat/tat ch dam

25 Ctrl+| Bat/tat chit nghiéng

26 Ctrl+U Bat/tat chit gach chan don

27 Ctrl+M Lui doan van ban vao 1 tab (mac dinh 1,27cm)

28 Ctrl+Shift+M Lui doan vin ban ra lé 1 tab

29 Ctrl+T Lui nhiing dong khéng phai 1 dong dau clia doan van ban vao 1 tab
30 Ctrl+Shift+T Lui nhiing dong khéng phai 1a dong dau cla doan van ban ra lé 1
tab

31 Ctrl+A Lua chon (b6i den) toan bd ndi dung file



32 Ctrl+F Tim kiém ky tu

33 Ctrl+G (hodc F5) Nhay dén trang so6

34 Ctrl+H Tim kiém va thay thé ky tu

35 Ctrl+K Tao lién két (link)

36 Ctrl+] Tang 1 co chu

37 Ctrl+[ Giam 1 ¢6 chi

38 Ctrl+W Dong file

39 Ctrl+Q Lui doan van ban ra sat 1& (khi dung tab)
40 Ctrl+Shift+> Tang 2 cd chu

41 Ctrl+Shift+< Giam 2 ¢G chir

42 Ctrl+F2 Xem hinh anh ndi dung file trudc khi in
43 Alt+Shift+S Bat/Tat phan chia clia s6 Window
44 Ctrl+¢, (enter) Ngat trang

45 Ctrl+Home Vé dau file

46 Ctrl+End Vé cubi file

47 Alt+Tab Chuyén déi clia s6 lam viéc

48 Start+D Chuyén ra man hinh Desktop

49 Start+E MG clia s6 Internet Explore, My computer
50 Ctrl+Alt+O Ctta s6 MS word & dang Outline

51 Ctrl+Alt+N Clra s6 MS word & dang Normal

52 Ctrl+Alt+P Clta s6 MS word & dang Print Layout
53 Ctrl+Alt+L Danh sb6 va ky tu tu dong

54 Ctrl+Alt+F Danh ghi chii (Footnotes) & chan trang

55 Ctrl+Alt+D Danh ghi chi 6 ngay dudi dong con trd & do



56 Ctrl+Alt+M Danh chd thich (nén 1a mau vang) khi di chuyén chudt dén méi xuét
hién chu thich

57 F4 Lap lai lénh vua lam

58 Cirl+Alt+1 Tao heading 1

59 Ctrl+Alt+2 Tao heading 2

60 Ctrl+Alt+3 Tao heading 3

61 Alt+F8 M3 hop thoai Macro

62 Ctrl+Shift++ Bat/Tat danh chi sb trén (x2)

63 Ctrl++ Bat/Tat danh chi s6 dudi (02)

64 Ctrl+Space (dau cach) Trd vé dinh dang font chit méc dinh

65 Esc Bo qua cac hop thoai

66 Ctrl+Shift+A Chuyén ddi chi thudng thanh chit hoa (véi chi tiéng Viét c6 dau thi
khoéng nén chuyén)

67 Alt+F10 Phéng to man hinh (Zoom)

68 Alt+F5 Thu nhé man hinh

69 Alt+Print Screen Chup hinh hop thoai hién thi trén man hinh

70 Print Screen Chup toan bd man hinh dang hién thi

71 Ngoai ra dé st dung thanh Menu ban c6 thé két hgp phim Alt+ky tu gach chan
cling sé xU ly van ban ciing rat nhanh chéng, hiéu qua khong kém gi t6 hdp phim tat
g trén

And Excel hot-key

F2 Stta ndi dung thong tin trong 6

Ctrl-1 M3 hép thoai dinh dang 6 ( Format | Cell )

Ctrl-Page Up Tién lén 1 sheet (Sheet 1 sang Sheet 2)



Ctrl-Page Down Lui vé 1 sheet (Sheet 3 vé Sheet 2)

Ctrl-Shift-" Sao chép di liéu tu 6 ngay phia trén 6 hién thoi

Ctrl-' Sao chép cong thic tu 6 ngay phia trén 6 hién thoi

Ctrl-$ Chuyén dinh dang & hién thdi sang dinh dang tién té véi 2 con sb sau dau
phay

Alt-Enter Xudng dong trong mot &

Kiém soat hudng di chuyén cla con trd khi an Enter

Theo méc dinh, con tré thudng sé xudng di chuyén xubng & bén dudi khi ban gé
phim Enter. Nhung néu ban khéng thich ban hoan toan c¢é thé thay déi hudng di
chuyén clia con chd, diéu khién con tré di chuyén sang bén phai bén trai, 1én trén
hay xu6ng dudi theo y thich clia ban méi khi ban gé phim Enter. Hay thi thd thuat
sau day.Ban vao Tools | Options rdi chuyén sang muc Edit. Trong muc nay, ban
chli y dén dong “Move selection after Enter”, hay danh dau lua chon Iua chon trudc
dong nay va & danh sach liét ké bén canh ban hay chon hudng di chuyén cho con

tré chudt.

Sao chép du liéu va cbng thuc nhanh chéng

Thong thudng khi can sao chép dii liéu hay cong thiic sang mét loai cac 6 khéng
lién ké nhau, ban thudng phai mat cong copy va paste sang ting 6 mét. Nhung
néu da biét th( thuat sau day ban hoan toan c6é thé thuc hién cdng viéc nay mot
cach rat nhanh chéng va hiéu qua hon.

Trudc tién ban hay sao chép di liéu tir 6 ngudn — 6 chia thong tin can dudc sao
chép ra, hay dung phim tat Ctrl-C cho nhanh. Sau d6 ban van gii nguyén phim

Ctrl va nhap chudt trai vao tiing 6 ma ban mudn sao chép dii liéu sang. Lua chon



