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1. GIO1 THIEU @

CO sd d( lieu(Database) 1a tap hop cac thong tin
duoc to chuc theo mot cau tric thong nhat nham
phuc vu tot nhat cho mot nhu cau khai thac dGr liéu

nao do.
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1. GIO1 THIEU @

Trong Excel, CO s& dU liéu duc sap xép trén mot
vung hinh ch( nhat (gom it nhat 2 hang) cua bang

tinh theo quy dinh sau:
" Hang dau tién ghi cac tiéu dé caa di liéu,
= Tu hang thU hai tr@ di chUa d(r liéu, moi hang 13
mot ban ghi (record)
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1. GIO1 THIEU @

LUuy:

= Tén truOng phai la dang ky tu, khong dudc
dung so, cong thuc, dia chi 6... Nén dat tén
trOng ngan gon, khong trung lap

= Khong nén c6 mién rong trong CSDL.
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2. SAP XEP DU LIEU

Khi x€p th( tu 1 danh sach (CSDL), phdi chon tdt

ca@ cdc cOt, trtr cOt STT(néu c6) d€ tranh mat tinh
chinh xac dU liéu.

DS khong cé tén trudng thi tén cOt sé thay thé.

Truong quy dinh cach xép th( tu goi 1a khod. Co6
thé dinh t6i da 3 khoa.
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2. SAP XEP DU LIEU

Cach thuc hien:

Sork by
" bl: Chon ving dU' | |[Srocm| © asendng
. . - ¢ X () Descending
lieu can sap xep. Then by
(%) Ascending
m ] . 2 () Descending
b2: MO muc chon

Data\ Sort... , xuat ® #scending
() Descending

]lén hap thOal My data range has
() Header row (%) Mo header row
Sort

Igpl:icuns... ] I Ik, l [ i_ancel
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2. SAP XEP DU LIEU

sort 2( x|
Chon khoa
tht nhat AiEy .
*lhli: = * pscending Suap X?‘p
" Descending tang dan
[Chon khoa Then by
thu hai]\lHS ~|  Ascending SED x&
f+ Descending: apéxep
. Thent griam
[Chon khoa it | G ieis dan
V4 >
ll L
thir ba] " Descending
) Iy list has Ko c6 dong
Dfmg da‘“ la > (% Header row " Mo header row ten tl‘u:b'ng
tén trudng (sap xép ca
(ko sap oot | | dong dau)
' Cpkions. ., ok, Cancel g
xep) | |
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2. SAP XEP DU LIEU

Kich nut Options, xuat hién hop thoai Options

Sort Options 2| x|
Sap xé
p X=P Firsk kew sork order
c6 phan
blet Chu\ T ‘ K * |
i il _ase sensitive iZancel |
Xép tu
~ P ~ Drientation
tren xuong N
L {* Sort kop ko botkan
duci € Sort left ta righ
. >t Sork left to right
X@&p tUr trai_—_
sang phai

Truong CD CNTT HN Viét Han Nguyén Phuong Tam



1. Khai niém
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3.LOC DU LIEU

Microsoft Excel cung cap cho ngu0i dung hai
cong cu dé loc d(t liéu,

" AutoFilter va

" Advanced Filter
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3.LOC DU LIEU

Autofilter

" Chon mién CSDL gbm cd dong tén truong

" Menu Data/Filter/AutoFilter, 6 tén truOng
c6 dau mili tén thd xubng clUa hOp danh
sach
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3.LOC DU LIEU

Kich chudt vao do, cé danh sach thd xubng:

= All: d€ hién lai moi ban ghi
"= Top 10...: cac gid tri 16n nhat (hodc nho
nhat)

" Custom...: tU dinh diéu kién 10c

" Cac gia tri cUa cOt
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3.LOC DU LIEU

Néu chon Custom... s& hién hop thoai Custom
AutoFilter dé nguoi st dung tu dinh diéu kién

loc: A B C D E F |
- i =11 Tén Sk«| Thang «| Thang =| Thang =
~ 5 1 Ao Jaket 150 160 200
o 5 2 Ao soomi 400 200 a0
VD' LQC nhung 7 3 Ao tam 120 170 180
2 . 2 & 4 Cluan du 00 300 150
b a n gh]. thO a F_D Custom AutoFilter x|
~ ~ =11 sh here:
man sO luQng SP 1 5™
’ E Iis greater than j |12III ll
ban ra trong " ., -
théng 1 n é m g Iis less than or equal to j |4IZIEI j
2 E Ilse 7 to represent any single characker
trong kho a ng H IUse * to represent any series of charackers
20
(120,400] E 84 Cancel
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3.LOC DU LIEU

ADVANCED FILTER
* B1: Dinh mién diéu kién:

* Dong dau ghi tén trudng d€ dinh diéu kién,
chi v phdi gibng hét tén trudng cla mién
CSDL, tOt nhat 1a copy tU tén trOng CSDL.

* Cac dong tiép dudi ghi diéu kién: cic diéu
kién cung dong la phép AND, cic diéu kién
khac dong la phép OR.
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3.LOC DU LIEU

" B2: Thuc hién locVao menu Data/Filter/Advanced

Filter...

Advanced Filter

Hién KQ 1oc ngay

3 . 2. Ackion
tai mien du lieu —__ &

Filter the lisk, in-place

Hién KQ loc ra noi khéc — Copy to another location

Chon mién CSDL —_ |t range:

Chon mién diéu

>I_riteria range:

Chon mién hicKiRD >Copy ko

Chi hlén 1 ban ghl trong B i

sO nhitng KQ trung lap

$CF44EE i
$a410: 44511 Y
$E§4$ESE 5

Cancel
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4. CAC HAM CSDL

Pdc di€m chung: cdc hAm CSDL luén c6 3 doi sO:
Database, Field, Criteria

" Database: Co sG d liéu

" Field: trOng can tinh todn, c6 thé khai béo sO thir
tU truong trong CSDL hodc tén truong.

= (Criteria: ving ch(fa di€u kién tinh ton, it nhat
phdi c6 2 6, 1 6 chra tén trudng va 1ch(ra diéu
kién ngay du0i.

= Piéu kién dugc dat trén 1 hang 1a diéu kién
VA(AND), khic hang 1a diéu kién HOAC (OR)
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4. CAC HAM CSDL

Ham DAVERAGE
" (Cu phap: DAVERAGE (database,field,criteria)

" (Cong dung: tinh gid tri trung binh cUa céc 6 trong
cOt field trong CSDL database thda man diéu
ki€n O vung criteria

" VD:
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4. CAC HAM CSDL

Ham DSUM
" (Cu phap: DSUM (database,field,criteria)

= (Cong dung: tinh tOng gi4 tri cUa cac 6 trong cOt
field trong CSDL database thda man di€u kién
d vung criteria

" VD:
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4. CAC HAM CSDL

Ham DCOUNT

* Cu phap: DCOUNT (database,field,criteria)

= Cong dung: dém sO luong cac 6 cUa cOt field
trong CSDL database thOa man diéu kién &
vung criteria

" VD:
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4. CAC HAM CSDL

Ham DMIN, DMAX
" Cu phap: = DMIN (database,field,criteria)

= DMAX(database,field,criteria)
= (Co6ng dung: trd vé gid tri nhd nhat (DMIN)/ hay
16n nhat (DMAX) trong céac 6 cUa cOt field trong
CSDL database thOa man di€u kién & ving

criteria

" VD:
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5. KIEM TRA DU’ LIEU KHI NHAP

Gidi thiéu

= Khi nhap li€u dé gay ra sai x6t

" P& han ché Excel cho phép ngudi ding thiét
1ap cac quy tac ki€m tra.

= Khi nhap néu d{r liéu khong thda man diéu
kién sé théng bdo 10i va yéu cau nhap lai
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Thiét 1ap ché db ki€m
tra

" Budc 1: xac dinh
pham vi kiém tra
bang cach danh dau
khoi.

" Budc 2: mO muc
chOn Data\
Validation, xuat hién
hép thoai:

Data Validation

Settings | Inpuk Message | Errar Alert

Yalidakion crikeria

Al

Clear &l

K, ] ’ ancel
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5. KIEM TRA DU’ LIEU KHI NHAP

Thé Settings: gOm cac thong sO sau:
= Allow: chon ki€u d{r liéu dé€ kiém tra
= Data: quy dinh di€u kién
® Jgnore blank: B® qua nh{ing 6 trOng.

" Apply these changes to all other cells with the
same settings: tic dOng dén nhitng 6 khac néu
chiing c6 cling ki€u dinh dang.

" Clear All: x6a tat cd nhitng quy dinh.
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5. KIEM TRA DU’ LIEU KHI NHAP

Thé Input Message:

* Input message: nOi dung thong bao nhap liéu

* Show input message when cell is selected: bat/tat
thong bao khi 6 1a hién hanh.

= Title: Tiéu dé thong béo.
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5. KIEM TRA DU’ LIEU KHI NHAP

Thé Error Alert:
GOm cac thong sO sau:

" Show error alert after invalid data is entered:
bat/tat thong bao 10i ngay sau khi d{F 1liéu duoc
nhap vao.

= Style: Chon ki€u cUa bi€u tuong bao 10i.
= Title: Tiéu dé clra sO béo 10i.

" Error message: nOi dung bdo 10i.
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Thank You !
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