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Phén loai| STT |Shortcut Cong dung
1 |ALT + TAB Chuyén déi gitra cac man hinh trng dung
2 |CTRL + TAB Chuyén déi giira cac file Excel dang mé
3 |CTRL + PAGE UP Sang sheet bén trai
Dichuyén | 4 [CTRL + PAGE DOWN|Sang sheet bén phai
5 [HOME Di chuyén vé dau dong
6 |[CTRL + HOME Di chuyén vé dong va cot dau tién trong sheet
7 |CTRL +END Di chuyén vé dong va cét cubi ciing trong sheet
8 |CTRL+N Tao file mé&i
9 |[CTRL+O M& file da lwu
10 [CTRL+W Dong trang hién tai
11 |CTRL+S Lwu trang
12 |CTRL+P In
13 |ALT += S dung chirc nang Auto Sum
Thaotdc | 14 [CTRL+SHIFT+A  [Chén d4u () va cac dbi sb sau khi nhap tén ham
15 |CTRL+SHIFT+=  |Chén 6 tréng ho&c dong tréng
16 |CTRL + — Xoa dong, cot
17 |F5hodc CTRL+ G  [Bidén vj tri xac dinh theo tham chiéu
18 [F12 Save As Luwu file ban sao chép
19 |CTRL+Z Undo - quay lai thao tac vira thye hién
20 |ESC Bé qua di¥ liéu dang thay dbi
21 |CTRL+V Dan
22 |CTRL +X Cat
. 23 |CTRL+C Sao chép
Sao chép ~ -
24 |ALT+E,S Dan Paste Special
25 |CTRL+R Chép di liéu ttr bén trai qua phai
26 |CTRL+D Chép gia tri cta 6 phia trén vao vi tri con tré ctia 6 hién hanh
27 |CTRL+U Bat/tat gach chan
28 |CTRL +B Bat / tat in dam
29 [CTRL+5 Bat / tt ché do gach bd ky tw
30 [CTRL +1 Bat / tit in nghiéng
31 |[CTRL+SHIFT+?  [Pinh dang kiéu Numer v&i hai chiv sb thap phan
32 |CTRL +SHIFT+% [Pinh dang sé kidu Percentage
33 |CTRL+SHIFT+# |Dinh dang kiéu Data cho ngay, thang, nam
34 [CTRL+ SHIFT+5 Binh dang format la phan trdm
Pinh dang 35 |CTRL + SHIFT +: Nh:;ap th(‘)"i giar'1
36 |CTRL +; Nhap ngay thang
37 |CTRL+0 An céc cot dang chon
38 |CTRL+SHIFT+0 Hién céc c6t dang chon
39 [CTRL+9 An cac dong dang chon
40 |CTRL + SHIFT +9 Hién cac dong dang chon
41 |CTRL + SHIFT + & Thém dwéng vién ngoai (Border)
42 |CTRL + SHIFT + — Xoéa dwérng vién (Border) cho cac 6 dang chon
43 [CTRL+SHIFT+$  [Binh dang sb kiéu Curency véi hai chiy sé thap phan
44 |CTRL+1 Goi hdp thoai Format Cells
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45 |F2 Hiéu chinh di¥ liéu trong 6
46 |SHIFT + ENTER Ghi di¥ liéu vao 6 va di chuyén Ién trén trong viing chon
47 |CTRL +’ Chép gia tri 6 phia trén vao vj tri con tré cda 6 hién hanh
48 |ALT + ENTER Xudng dong trong 6 khi nhap liéu
49 |CTRL + SPACEBAR |Chon ca cét
50 |[SHIFT + SPACEBAR |Chon ca dong
51 [CTRL + ARROW Di chuyé&n dén 6 cudi cung c6 chira di liéu truwéc 6 tréng
Ving di 52 [CTRL + SHIFT + Chon viing dén 6 cubi cuing c6 chiva dir liéu trwée 6 tréng
lieu ARROW - -
j 53 |CTRL + SHIFT + Mé& réng vung chon vé dong dau tién
HOME
54 [CTRL + SHIFT + END |M& réng viing chon dén & c6 st dung cudi cliing
55 [SHIFT + PAGE UP Mé& rong vung chon Ién mét man hinh
56 |SHIFT + PAGE Mé& réng viing chon xudng mét man hinh
DOWN
57 |SHIFT + ARROW Mé& réng viing chon theo chiéu miii tén
58 |TAB Di chuyén qua phai 6 hién hanh
59 |SHIFT + TAB Di chuyén qua tréi 6 hién hanh
60 |SHIFT + F2 Chén comment
61 |ALT+O,H, H An sheet
62 |ALT+O,H, U Hién sheet d& an
63 |ALT+0O,C,A Ty canh chinh d6 rong cét
64 |ALT+O,R,A Ty canh chinh d6 rdng dong
, L 65 [|ALT+W,S View / Split
Chtrc nang -
66 |ALT+D,F,F Auto Filter
67 |ALT + DOWN Hié&n thi danh sach céc gia tri trong cot hién hanh
ARROW
68 |CTRL +K Chén mét Hyperlink
69 |ALT+D,P Insert / PivotTable
72 |ALT+D,B Data / Subtotal

Page 2 of



