CHEATSHEET
PHiM TAT EXCEL THONG DUNG

STT Phim tit Tac dung
1 Co
ard || Py
2 Cut
Ctrl X
3 Ctrl v Paste (Dan)
4 at 1ol e 1ol s I Hién l1én hdép thoai Paste Special
5 at 1ol e 1ol s Vv Paste value (chi dan n6i dung)
6 at 1ol e 1ol s T Paste format (chi dan format)
7 INE N F Paste formula (chi dan cong thirc)
8 Di chuyén con tré dén 6 cudi cung bén phai cla
Ctrl ) > ) A
, v | bang dit liéu
(Dung twong tu véi miii tén sang trai, Ién hay
xuéng)
R4t tién dung véi cac bang dit liéu cé nhiéu
dong/cot
9 . Chon toan bd cac 6 dit liéu tir 6 cé con tré dén 6
Shif ) Ctrl ’ > | AR . 2 o s .
, | | | | | tan cung bén phai cua hang dé
(Dung twong tu véi miii |én sang trai, [én hay
xuéng)
10 Chon toan bé cac 6 dit liéu tir 6 cé con trd dén &
shif | | ctrl ’-)|I:>’¢| on toan bo cac 0 8 I tr o €0
, | , | tan cung bén phai cua hang cudi clung
11 a8 Hién [én bang emoji va cac ki ty dac biét.
" R4t tién khi can chén biéu cdm hay chi Latin hodc
ky hiéu
12 Chen thém 1 cot/ don
shif | | ctrl ’ + | ot/ dong
13 Xoéa di 1 cot/ don
Ctrl - )t/ dong
14 — - Undo ( Xda di dit liéu Excel méi nhat dugc nhap)
15 Redo ( Khéi phuc lai di¥ liéu Excel gdn nhat bj xda
Ctrl Y Sy
boi budc Undo)




16 Ctrl - Copy dong ngay trén né xuéng cac dong dudi
r duoc chon (thay cho buédc Copy va Paste)
17 Format ndi dung 6 Excel & gilra (Center) trdi va
Ctrl C -
phai
18 Format in dam ndi dung 6 Excel
Ctrl B
19 Ctrl | Format in nghiéng ndi dung 6 Excel
20 Format gach chan ngi dung 6 Excel
Ctrl U
21 Hién bang Find dé tim cac ki tu (Find) trong ndi
Ctrl F
dung Excel
22 Ctrl - Hién hop thoai Find & Replace dé thay thé cac ky
r tw d3 co san trong ndi dung Excel bang cac ky tw
khac
23 Tinh t8ng cla céc 6 dit liéu bén trén hodc bén trai
Alt = n
6 tinh
24 at 1ol o I"> F I F I Hulen Fllter hoac xda Filter (néu bang dit liéu da co
) san Filter)
25 acdls!l wils! Hién bang Pivot Table
26 atdsl o sl p Hién bang Pivot Table
27 atlsl o 1ol s Hién bang sap xép di liéu (Sort)
28 Hién [én bang format 6 Excel
) Ctrl ) 1
29 at 1s! o I"> C I A | Thay doi do r'onﬂg cot cho phl hop véi do dai ndi
) dung trong cac 6 duoc chon
30 =5 Chuyén 6 Excel sang trang thai edi.
R4t tién khi can thay ddi cac 6 Excel dd cé san noi
dung
31 - Chuyén giita dia chi twong d6i va dia chi tuyét dai
(Dau S trwdc hang va cdt cla 6 dia chi Excel)

1 Ian F4: tuyét d6i hang & cot (SAS1)
2 [an F4: chi tuyét d&i hang (AS$1)

3 [an F4: chi tuyét d6i cot (SA1)

4 1an F4: dia chi twong d6i (A1)
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