Tach dix li€u trong cft trén bang tinh

Ban dang mudn tich cac dir liéu khic nhau trong cing 6 trong bang tinh
Excel ra dé thuan tién cho viéc sir dung, Excel ciing da hd tro nhirng tinh
niing cho phép ban lam diéu dé. Qua bai viét nay ban sé biét cach dé tach dir

liéu trong cot Excel nhanh chéng va dé dang.

Trong cac dit liéu & cac file excel s& nhiéu lac c6 nhirng kiéu dir liéu khac nhau
nhung lai nam chung trong 1 6 excel nhu 1a: Ho - Tén hay Sb tién — Loai tién,...
Sau khi tach dugc nhitng dit liéu can thiét trong nhimg 6 excel nay ban c6 thé thao
tac dé dang véi timg kiéu dir liéu nhat dinh mot cach nhanh chéng va chinh xéac

hon rat nhiéu.
HUONG DAN TACH DU LIEU CQT TRONG EXCEL

Budc 1: Ban chon cac 6 excel muon tach dir liéu, sau d6 ban vao tab DATA roi

chon Text to Columns:
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1 Tach dir liéu trong c6t trong Excel
2 VnDoc.com
4| 100 VND 100,.VND 100;VND
5 200 VND 200.VND 200;VND
6 | 600 VND 600.VND 600:VND
8
Q

Budc 2 : Tai ctra s6 hién ra ban chon muc Delimited réi click Next:
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Convert Text to Colu Wizard

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:
@ - Characters such as commas or tabs separate each field.
(") Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

Bude 3: O bang tiép theo hi¢én ra ban chon loai ky tu ngan cach gitra cac loai dir
lidu trong cac 6 excel. Trong vi du nay dit liéu dugc ngin boi ddu cach nén toi

chon muc Space. Sau d6 ban click Next dé tiép tuc:

| This screen lets you set the delimiters your data contains. You can see how your textis affected in
the preview below.

Delimiters
Tab

Semicolon Treat consecutive delimiters as one
("] Comma

Text gualifier: | " E

Elother: | |

Data preview
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Bugc 4 : O bang tiép theo ban chon muc General r6i click Finish:

Column data format
- 'General' converts numeric values to numbers, date values to

) Text ) dates, and all remaining values to text.

—~ |
Opse: [ror  [3]

) Do not import column (;kip)

Destination: 1_5(:54

Data preview

Budc 5 : Co thong bao hién ra, ban chon OK:
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Tach dix liéu trong c6t trong Excel
VnDoc.com
100 VND 100.VND 100;VND
200 VND 200.VND 200;VND
600 VND

riﬁ Do you want to replace the contents of the destination cells?

Lo | [ concel |

Lic nay céc dir liu da dugc tach ro1 nhau hoan toan:
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Tach dix liéu trong c6t trong Excel
VnDoc.com
100 VND 100,VND 100;VND
200 VND 200,.VND 200;VND
600 VND 600,.VND 600;VND

4 A € 9

Tuong ty ban thyc hién tach dir liéu ¢ cac 6 excel voi ky tu ngdn cach la dau «,

vo1 su lua chon & muc Delimiters 1a Comma:

g R Ty m—
Convert Text to Columns Wizard - Step 2 of :

This screen lets you set the delimiters your data contains. You can see how your text is affected in
the preview below.

Delimiters
[C]Tab

[ semicolon [] Treat consecutive delimiters as one

Text gualifier: \ W E:l

Data preview

Va dir liéu cua céc 6 excel nay cling dugc tach ra mot cach nhanh chong:

-Q £ 100
B | c | b [ecieleEa ¢ | H | 1
Téach dix liéu trong c6t trong Excel
VnDoc.com
100 VND 100 VND 100;VND
200 VND 200 VND 200;VND
600 VND 600 VND 600;VND
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Hoan toan tuong tu voi 6 excel c6 ky tu ngan céach 1a dau “;” voi sy lya chon ¢

muc Delimiters 1a Semicolon:

Convert Text to Columnsvzrgzazd d - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see how your text is affected in
the preview below.

Delimiters
[ Tab

[] Treat consecutive delimiters as one

Text qualifier: 1‘ - : I

Va dir liu cua céc 6 excel nay ciing dugc tach ra trong nhdy mat:

-Q £ 100
B C 3 D R — [ ——" -
Téch dix lidu trong ¢t trong Excel
VnDoc.com |
100 VND 100 VND | 100 VND
200 VND 200 vWD | 200 VND
600 VND 600 VND

Va bay gio ban c6 thé thao tic v6i nhirng dit liéu riéng biét mot cach dé dang. Vi

du ban c6 thé tinh tong cac so trong cac 6 excel ban dau nhu hinh:
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M fe | =SUM(G4.G5.G6)

B | C D E F L6 | H I
Téch dix liéu trong cot trong Excel
VnDoc.com
100 VND 100 VND 100 VND
200 VND 200 VND 200 VND
600 VND 600 VND 600 VND
900 900 900

Vay 1a ban da biét cach tach dit liéu trong cot réi d6. Khi ap dung thanh thao thu
thuat nay thi voi bat ¢t dir liéu 16n nao ban cling c6 thé nhanh chong loc ra dugc

nhitng phan dir li€u can thiét nhat dé thao tac cho cong viéc cia minh rat hiéu qua.
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