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* N§i dung chinh
- Biéu chinh do rong cdt, do cao hang, chen thém hoac x6a hang, c)t
- Sao chép va di chuyén dir liéu hodc cong thirc
1. Piéu chinh d6 rong cdt va dd cao hang
a. Piéu chinh do rong cot
- B1: dua con tré chudt vao bién phai tén ¢t can tang hay giam d¢ rong
- B2: kéo tha chudt sang phai dé ting do rong
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Hinh 5.1. diéu chink @ réng cét
b. Piéu chinh d9 cao hang
- B1: dua con tro chudt vao bién dudi tén hang

- B2: kéo tha chuot dé tang d6 cao
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nggdin cich hai hing
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Hinh 5.2 diéu chinh d5 cao hing

2. Chén thém hoac xda cft x6a hang

a. Chen thém cdt hoac hang

Thuc hién cac budc sau ddy dé trén thém 1 cot:
- B1: nhay dtp chudt vao tén 1 cft

- B2: chon INSERT, chon COLUMNS dé thém 1 cot

Em thuc hién cac buSc sau day dé chen thém cét (h. 42):
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Hinh 42



M6t cot trong sé dudc chén vao bén trai cot dude chon (h. 43).

Cot mdi dude chén thém
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Thyc hién cac budc sau day de xo6a 1 cot:

- B1: nhay dtp chudt vao tén cot can xo4

- B2: chon EDIT, chon DELETE dé x6a 1 hang
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1. Chon céc c6t cin xod
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2. Md bing chon Edit va chon 1énh Delete

3. Sao chép va di chuyén dir liéu

a. Sao chép noi dung 6 tinh
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- Uu diém: giap tiét kiém thoi gian va cong sirc

- B1: chon 6 hoic céc 6 ¢6 dit liéu em mudn sao chép



- B2: chon I¢nh copy hoic dung t6 hop phim Ctrl + C

- B3: chon 6 muén luu dit liéu dé

b
- B4: chon lénh paste  hoic ding t6 hop phim Ctrl + V

Luuy:
- Noi dung cac 0 trong khoi dugc sao chép vao cac 6 bén dudi va bén phai cia 6 dich.

- Sao chép ndi dung 1 6 vao 1 khdi thi tat ca cac 6 trong khdi d6 déu dugc sao chép ndi dung

giong nhau.
b. Di chuyén ndi dung 6 tinh
- Di chuyén ngi dung 6 tinh s€ sao chép ndi dung 6 tinh d6 va cac 6 dich va xda cac 6 ban dau

- B1: chon 6 hodc cac 6 mudn di chuyén

- B2: chon Iénh Cut = hoac dung to hop Ctrl + X

- B3: chon 6 muén luu dit liéu dé

P
- B4: chon lénh paste  hoic dung t6 hop phim Ctrl + V

Luu y: céc cong thirc bi giit nguyén ma khong tu diéu chinh
4. Sao chép cong thirc
a. Sao chép ndi dung céc 6 co cong thirc

- Khi sao chép 1 6 c6 noi dung 14 cong thirc chira dia chi cac dia chi duoc didu chinh dé giir

nguyén vi tri twrong doi gitra 6 chira cong thirc va 6 cd dia chi trong cong thirc.

- Vi tri twong d6i: 1a khoang céach giita 2 6 dia chi dwa trén khoang cach vé sé hang va s cot,
khoang cach nay dugc giit nguyén khi sao chép cong thirc vi thé né s& lam thay doi vi tri ciia 2 6

dia chi trén.

- Vidu:
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Khi sao chép cong thirc tir 6 C6 sang D4 thi A3 ddi thanh B1, boi vi:

O chitacong | O c6 dia chi trong Quan hé giita chung
thirc cong thire
C6 A3 O A3 nim bén trai 6 C6 hai
cot, phia trén 6 C6 ba hang.
D4 Bl O B1 nam bén trai & D4 hai
cot, phai trén 6 D4 ba hang

Khi d6 cip C6-A3 va D4-B1 ¢o vi tri twong d6i gidng nhau.
b. Di chuyén ndi dung céc 6 c¢6 cong thirc

- Str dung 1énh Cut va Paste sé& sao chép ¥ nguyén cong thirc ma khong thay doi vi tri twong dbi
gitta ching.

c. Str dung kéo tha nut dién dé sao chép
- Lam thay d6i cong thtc theo vi tri tuong d6i.
- B1: chon 1 6 muén sao chép
- B2: di chuyén chudt dén goc phai dudi 6 d6, dé con tro hién dau +

- B3: kéo tha theo chiéu doc hay ngang tuy theo bai toan.



