Excel 2016 ] Office

Huéng dan Nhanh

Ban m&i duing Excel 2016 hoac nang cap ti phién ban truéc? Hay dung hudng dan nay dé tim hiéu nhitng thong tin cc ban.

Thanh cong cu Truy nhap Nhanh Kham pha ribbon Kham pha cac lIénh ngir canh Chia sé cong viéc cua ban véi ngudi khac
Gill cho cac lénh yéu thich luon Xem nhiing diéu Excel 2016 cé thé lam bang cach bdm vao cac Chon biéu dd, anh hoac cac déi tugng khac Dang nhap bang tai khoan dam may clia ban néu
hién thi. tab ribbon déng thai khdm phé cac cdng cu méi va quen thudc. trong s6 lam viéc dé hién thj tab bé sung. ban muén chia sé cong viéc clia minh véi ngudi khac.
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Tao ndi dung bat ky

Bat dau vaGi S6 lam viéc tréng dé bat tay ngay vao céng viéc. Hoac tiét kiém thaoi

gian bang cach chon rdi tuy chinh mét mau tuong tu véi diéu ban can. Bam Tép
> MGi, rdi chon hodc tim kiém mau ban mudn.
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Luon két ndi

Ban can lam viéc trén dudng di va trén cac thiét bi khac nhau? BAm Tép > Tai

khoan dé diang nhép va truy nhap cac tép dugc dung gan day & moi nai, trén

moi thiét bi, thong qua tich hgp lién mach giira Office, OneDrive, OneDrive for
Business va SharePoint.
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Gidi thiéu vé Excel

Tim hié thém v Excel, H8 trg, ID Sin phdm va théng tn Ban quyen.

] Office

Tim tép gan day
Cho du ban chi lam viéc véi tép dugc luu trit trén 6 cling cuc bd cda PC hay
chuyén vung gitra cac dich vu dam may khac nhau, viéc bam Tép > Mé& sé dua

ban dén nhiing tai liéu dugc dung gan day va bat ky tép nao ma ban cé thé da
ghim vao danh sach ctia minh.
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Pat tuy chon cua ban

Cé diéu gi dé hoat déng khédng nhu mong dgi? Ban cé thé dé dang thay déi va
tuy chinh céc tuy chon bat ¢ IUc nao. Bam Tép > Tuy chon, roi thiét |ap Excel
2016 theo cach ban muén.
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Kham pha cac cong cu ngl canh

Ban c6 thé 1am cho céc Iénh ribbon ngit canh trd nén sdn dung bang cach chon
déi tugng lién quan trong s6 lam viéc clia minh. Chang han, bdm vao mét thanh
phan cta biéu dé sé hién thj tab Céng cu Biéu d6 va bdm vao anh dugc chén bat
ky sé& hién thi tab Céng cu Anh.

Céng cu Bifu dd

Xem lai Xem Binh dang Q Cho tdi bigét ban mudn lam gi...

Kifu Bifu d5

Bat bo trg tuy chon

Nhan dugc tat ca ham théng ké ban can bang cach bat bé trg tuy chon mong
mudén. D€ hién thi hép thoai B6 trg, bam vao Tép > Tuy chon. Trong hép thoai
Tuy chon, bdm Bé trg, réi bam vao nut Bi bén canh Quan ly: Bé trg Excel.

B6 tro ? *
B6 tro sin dung:
%] Analysis ToolPak
] Analysis ToolPak - VBA
B4 trg Trinh gidi quyét Hiy bé
] Euro Currency Tools
Duyét...
Tu dang..

Analysis ToolPak

Cung ¢dp cac cdng cu phan tich dirliéu cho
viéc phdn tich théng ké va kj thudt
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Chen ham, xay dung cong thuc

Trén tab Cong thirc, bAm Chén Ham dé hién thj ngan Bé dung Céng thirc. ¥
day, ban cé thé tim kiém va chén ham, tra cltu cG phap chinh xac va tham chi xem
Trg gilp chuyén sau vé ham ban chon.
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Tim ki€m ham:

G& mat mé td ngdn gon nhitng gi ban mudn thue hién Bi
bang ngdn ngif cia ban cai dat gdc, sau do bim Bi

Hodc chon mét thé loai: | Ding Gin ddy nhit w

Chion mét ham:
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AVERAGE(numberi;number2;...)
Trd v gid tri trung binh {trung binh s& hod) cla cac tham ddi, ching cd thé
|a cac 54, tén, mang hodc cac tham chifu co chia sd.
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Chia se cong viéc cua ban vdi
NQuUai khac

DE mdi ngudi khac xem hodc slra s6 1am viéc clia ban trong nén tang dién toan
dam may, bam vao nut Chia sé & goc trén bén phai clia clra s6 iing dung. Trong
ngan Chia sé ma ra, ban cé thé 1ay néi két chia sé hodc gui I8i mai dén nhiing
ngudi ma ban chon.
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Kan redigera ~

Malorie
Ta en titt pa de senaste dndringarna. Har av dig
senast pa fredag om du vill andra pa nagot.

Dela

Dela @ndringar automatiskt: | Alltid =~ ~

Xem cac Hudng dan Nhanh khac

Excel 2016 chi la mot trong cac ing dung méi dugc thiét ké trong Office 2016
méi. Truy nhap http://aka.ms/office-2016-guides dé tai xuéng cac Hudng dan
Nhanh mién phi cGia chiing téi danh cho cac phién ban méi khac cua nhiing ting
dung Office yéu thich cta ban.

Né&u ban c6 bat ky phan hoi ndo vé huéng dan cta chdng toi, vui ldng gui y kién
cla ban & cuéi trang tai xuéng. Cam on ban!
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Nhan trg gidp vai Excel

GO mét tur khda hodc cum tir vao hop Cho toi biét ban muén lam gi trén ribbon
dé tim cac tinh nang va lénh clia Excel ma ban dang tim kiém, doc néi dung Trg
gidp truc tuyén clia chiing téi hoac thuc hién Tra ciru Théng minh trén Web dé
biét thém thong tin chuyén sau.
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Biéu d6 thu nhé dang Cét

Biéu d6 thu nhé dang Buing

Biéu d6 thu nhé Thang/Thua
Cheén Biém (¥, Y] hodc Biéu d... »
Chén Biéu db Budng hodc Va.. ¥
Mhan Trg gitp trén "biéu da"

Kham pha nhiing hiéu biét c...

GUi phan héi cho ching toi

Ban yéu thich Excel 2016? Ban c6 dé xuat cai tién? BAm Tép > Phan hoi dé m&
{ing dung Phan héi Windows, tir d6 ban cé thé gui I6i khen, phan nan va y tudng
truc tiép dén nhdm phat trién Excel.

Chao mung!

Hay sir dung ing dung Phan hai Windows 6€ cho ching t6i biét csc
tinh n&ng ma ban yéu thich, nhitng tinh n3ng m3 ban khéng can dén
hosc khi mét tinh ning ndo 46 cd thé trg nén t6t hon

« Tim kiém va xem nguai ndo dé cé dua ra phdn hdi tuang tw khong.
« 5tr dung “Tan thanh” @& cho chiing t6i biét ban ddng § hay gip sy
o6 tuang ty.

« Dua ra phan hdi mai cho ching t6i ma nguai khac co thé tim thay
va tén thanh.

Bdng vigc cung cap phén hdi cho chung 16, ban Géng y ring
Microsoft c6 thé sir dung phan hai clia ban dé c3i tién san phim v
dich vy ctia chiing toi



