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1. Gidi thiéu Excel

1. Kh@i dong

Menu Start\All Programs\ Microsoft Office Excel

Hoac kich vao
bi€u tugng chuong
trinh Excel ngoai
man hinh.

0| E-mail

I ommand Prompt

@ AnhNhat
Internet
Internet Explorer

J_-IH Microsoft Office Cutl

Microsoft Office Excy
‘!&5 Paint

L@ iTunes

@ Java 2 Runtime Environment

@ IZreatar Pro

I LAC VIET mtdz00z
@ Macromedia
™ Mobipocket.com
¥ Mozilla Firefox
Mera 7 Premium
OpenOffice.org 2.1

Cuan by can ba khoa hoc

CulickTirme

Real

Reqistry Mechanic
Skartup

Ulead Phoko Express 4.0
Wietkey 2000

windows Media

O 00 5 Y (T

SinRLAR

W Adobe ImageReady C5
‘g’ Adobe Photoshop €5
E Adobe Reader 7.0

{0) Apple Software Update

L@ ProShow Gold

P Microsoft Office Tools

Al Microsoft Office Access 2003
B Microsoft OFfice Excel 2003
Microsoft Office FrontPage 2003
|©] Microsoft Office Cuback 2003
@ Microsoft Office PowerPoint 2003
[#] Microsoft Office word 2003




1. Gidi thiéu Excel

2. Giao dién

E3 Microsoft E

Menu

Céc cot Thanh cbéng thuc -
Formula

Insert  Format  Tools  Data

EIE= RN AN W=

Help

Type aquestion forhelp = o & XX

o8 s A A g o - off

Standard [ :

j aril [ -2 - B z U |FESEE]S % s 0 EE] T

- 5- A0

d

- A

B | ¢ | b | E [ F |

Formatting

Contro 6

Cac hang

Vung nhap du liéu

Trang tinh

Sheetl / sheet2 / Sheet3 / < ¥

"~ ! Getting Started

OO

E?J Mt .
L1 Office Online

vi

Connect to Microsoft Office
Criline

et the latest news about using

Excel

Automatically update this list
From the web

Mare. .

Search For:

Example; "Print more than one copy”

Open
trongluangCuaBong

kAU _177_From_chi_an

173 Funtions of Excel
-




1. Gidi thiéu Excel

3. Thanh cong cu
Thanh chuan - Standard

G Hd 30538 VE| LB F9-0- 8 x-o) E P -G08

Thanh dinh dang - Formatting

: fria -2 - BIUSEESHS % WHEEL-O-A-8




1. Gidi thiéu Excel

3. Thanh c6ng cu
Ngoal ra con co cac thanh
cong cu khac.
Pé hién thi cac thanh cong cu
ta vao menu View\Toolbars
roi kich vao thanh cong cu dé

1

Wiew | Imsert  Format  Tools

Data Window  Help

. Morrnal R ¥ J
| Ll Page Break Preview ===:38 % .
' Task Pane  ChrHF1
| Toolbars 3 | Standard
- L0, Farmatting
Borders
Chart

Control Toolbox
Drawing
External Data
Forms

Faormula Audiking
Lisk

Picture
FivotTable
Prateckion

Reviewing

Task Pane

Text To Speech
Yisual Basic
Watch Window
Wb

Wiordart

Cuskomize, ..




1. Gidi thiéu Excel

4. Thoat khoi Excel

Lén menu File\Exit.
Hoac kich vao nat

. Chu y: can luu tai liéu
rdi mdi thoat.

B -

Eq

IE‘_" File Edit %iew Insert Formak Tools  Daka  Window  Help -0 X

ARRE=N" RN RNk =N e

-

% T -3 @

i1z

B £ |===5H% »

.0 .00
{00 .0

|EE 25 | iy Sn e A -

A1

b

A

B

| C

Ready

1
M 4 » »Sheetl / Sheetz / | ¢

3}

W

[~ | Getting Started v x

®10|a

Cloy wserserr .
L4 Office Online

Connect to Microsoft Office
Cnline

et the latest news abouk using
Excel

Aukarmatically update this lisk
From the web

Mare. ..

Search Far:
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2. Cac khai niém co ban trong Excel

Bang tinh (sheet) la m6t bang tinh rat I16n bao
gobm 256 cOt dugc danh th(r tu theo bang chir cai
A, B, C... IV va 65536 hang dugc danh theo thir
tuso: 1, 2, 3, ...65536.

Tép bang tinh (work sheet) la moét file chira
bang tinh, trong mot tép bang tinh c6 thé chra
rat nhiéu bang tinh. Tép nay c6 phan mé rong

la .xIs.
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2. Cac khai niém co ban trong Excel

Cell: Ung v3i mét ¢t va mdt hang duoc
goi la mot Cell hay con goi la mot 6. MO
Cell déu c6 toa do (dia chi) tuong Ung la
tén cot, tén hang VD: D5, H30 ....
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3. Cac thao tac trén bang tinh
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3. Cac thao tac trén bang tinh

a. Mo bang tinh méi.

- An phim: Ctrl + N

- Chon menu File -> New
- Chon biéu tuong : B
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3. Cac thao tac trén bang tinh

b. Luu bang tinh.

- An phim: Ctrl + S

- Chon menu File -> Save
- Chon biéu tuong: E
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3. Cac thao tac trén bang tinh

c. Pong bang tinh.

- An phim: Ctrl + W

- Chon menu File -> Close
- Chon bi€u tugng: x|
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3. Cac thao tac trén bang tinh

d. Mo bang tinh cdi.

- An phim: Ctrl + O

- Chon menu File -> Open
- Chon biéu tuong: ﬁ'
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3. Cac thao tac trén bang tinh

e. Cac thao tac di chuyén con tro

SU dung cac phim <« t - | dé di chuyén
con tro 6.

Hoac kich chubt trai tuong Ung vao 6
minh chon.

17



3. Cac thao tac trén bang tinh

f. Vung
Viing bao gom nhiéu 6 lién tuc.

Ving dugc xac dinh béi toa do ving gom toa do
6 dau tién va toa dd 6 cudi cung. Vi du A1:C5.

Chon 1 6: di chuyén con tré 6 dén 6 chon. Hoac
kich chuOt trai vao 6 chon.
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3. Cac thao tac trén bang tinh

f. Vung
Chon mot cot: nhay chudt tai ky hiéu cot.
Chon mot hang: nhay chudt tai ky hiéu hang.

Chon mét vung:

Pat con tré vao 6 dau vung, an va gilr nat trai chudt, kéo
dén 6 cudi vung.

Pat con tré vao 6 dau vung, an gilr phim Shift, dung céac
phim di chuyén dé di chuyén con trd dén 6 cudi ving.
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3. Cac thao tac trén bang tinh

g. Cac kiéu dir liéu
Ki€u d{ liéu phu thubc ky tu dau tién go vao.
C6 céac ki€u dir liéu co ban sau:
Ki€u chuoi (text): bat dau bdi ch{r céi, cac ky tu nhu: *,
“ N
Ki€u s6 (number): bat dau béi cac s6 tir 0 dén 9, cac
dau +, -, (, $.

Ki€u ngay (date): cac sO ngan céach bdi dau “/”, vi du
9/17/2007.
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3. Cac thao tac trén bang tinh

CO cac ki€u dit liéu co ban sau:
Gio (time): cac s6 ngan cach béi dau “”, vi du 19:30:45.

Cong thure (formula): bat dau bdi dau bang, vi du
=A1+15, két qud trong 0 cho gia tri cong thuc.

Ham (function): bat dau béi dau “=* sau d6 thém tén
ham, vi du =Sum(14,24). két qua trong 6 cho gia tri ham
trd vé.
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3. Cac thao tac trén bang tinh

h. Cach nhap dir liéu
Pua con tré 6 dén 6 can nhap di liéu.

Nhap di liéu, két thiic nhap khi an phim Enter
(xudng 6 dudi), hoac phim Tab (sang 6 bén),
hodc phim mdi tén (dén 6 ké tiép theo hudng
mdii tén).
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3. Cac thao tac trén bang tinh

i. Xoa dir liéu trong 6
B1: Chon 6 hodc ving 6 can xoa.

B2: Nhan phim Delete trén ban phim.
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3. Cac thao tac trén bang tinh

j. Huy bo thao tac vura thuc hién
Céach 1: nhan t6 hop phim Ctrl+Z.
Cach 2: Ién menu Edit\Undo.

Céach 3: nhay chudt vao nut tr.2 “hanh
Standard.
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3. Cac thao tac trén bang tinh

k. Hiéu chinh dit liéu da nhap
B1: Chon 6 d{r liéu can sua.
B2: Chon moét trong cac cach sau:
Nhan phim F2.
Nhay dap chubt tai 6 dt liéu.

Nhay chudt tai dong chira dir liéu trén thanh Formula.

* X J & 20211 FM .1
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3. Cac thao tac trén bang tinh

m. Sao chép dir liéu
B1: Chon vung d(r liéu can copy.
B2: Nhay chult vao biéu tugng =N
(hoac td6 hgp phim Ctrl+C, hodc Ién menu
Edit\Copy)

B3: Bua con trd tdi 6 can copy dén.

B4: Nhay chudt vao hiéu tugng e
(hoac td6 hop phim Ctrl+V, hoac Ién menu
Edit\Paste)
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3. Cac thao tac trén bang tinh

I. Di chuyén dir liéu
B1: Chon viung d{ liéu can di chuyén.
B2: Nhay chult vao biéu tugng #

(hoac td hop phim Ctrl+X, hoac Ién menu
Edit\Cut)

B3: Bua con trd t&i 6 can di chuyén dén.
B4: Nhay chudt vao hiéu tugng e

(hoac td6 hop phim Ctrl+V, hoac Ién menu
Edit\Paste)
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3. Cac thao tac trén bang tinh

n. Pién sé tu doéng
B1: GO vao 6 dau tién s6 dau cla day so.
B2: G6 vao 6 ké tiép so th( hai cla day so.
B3: Chon hai 6 vua go.
B4: Dua con tro chudt téi géc phai hai 6 vua
chon (tré chuot hinh dau +).
B5: Nhan nat trai chubt va ré chudt téi 6 cuoi
cuing réi nha nut chudt.
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3. Cac thao tac trén bang tinh

o. Nhap céng thuec tinh toan

Cong thuec tinh toan trong Excel bat dau bang
dau “=*,

Phép toan uu tién: ngoac don, *, /, +, -.

Cac toan tu tinh toan: * (nhan), / (chia), + (cong),
- (trt), A (luy thura), & (cOng don chudi).
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3. Cac thao tac trén bang tinh

p. Pia chi twong déi, dia chi tuyét doi
Pia chi tuong doi.

La dia chi mot 6 hay khoi 6, dugc thay thé tuong Ung
béi phuong, chiéu va khodng céach.
Vidu: A8 -

[
E‘_W Eile Edit Mew Insert  Format  Tools Datka Window  Help - B X
HRNER" BN NN - SRR R RN A s ¥ N N
i1z 2| B I E=E=HE% 2 W8T Hi D A
A A3 - A
A | B | ¢ | o | E R
3
4 a
g g
n
7 agn
g 1! 4 7 10
9 3 16
10 S v
4 4 » v\ Sheetl  Sheet2 / Sheet3 / | 5]

Ready




3. Cac thao tac trén bang tinh

p. Pia chi twong déi, dia chi tuyét doi

Pia chi tuong doi.

Khi sao chép cong thirc, bang tinh sé tu dong thay doi

dia chi.
Vi du:
0 C2: “=A2+B2”
0 C3: “=A3+B3”

~
AN

E. 1

E‘_W File Edit Miew Insert  Formak  Tools Data  Window  Help

35 Wl (2SS 3 8 G E-9-0- % -4l ©
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3. Cac thao tac trén bang tinh

p. Pia chi twong déi, dia chi tuyét doi
Pia chi tuyét doi.
La dia chi 6 hoac khoi khong bi thay doi trong khi sao
chép cong thurc.

Pia chi tuyét doi cé dang
$<coOt>%$<dong>

A B ¢ __ Db |
Tigii Dala My  15.300 VND

S3 tén B4 la Ddi dugc

150 =y

N A Vg
24 Cong thiic
 Zgc$iad
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3. Thao tac v@i tép tinh va bang tinh

g. Chuyén déi giira cac trang tinh (sheet)

Nhay chudt vao
tén sheet can
chuyén dén

Microsoft Excel - matran

@_1 File Edit Miew Insert  Formak  Tools Dakta  Window  Help -3 X
HRNEE" BERE IR RN AN TEEN R ARG RN AN SRR TN NCN -
10 | B J | EES =% 2 B EE|. D A i
P25 - 2
AlB[CID[E[F[GIH[I|J[K[L[M|[N[OJP[Q|R[S|[T[U[Y[ =
a b cd e f g h i j kI mmn o p g r st z

a o 2 4 1

b 2 0 3 1

C 4 30 2 2

i 1 ] 5 4

e 1 2 ] 3

f 2 A o 3 3 2 4

! 4 3 0 2

h 3 3 1] g G

i 2 o 3 3 2

| 4 3 0 B 3

k 2 ] 4 2

g 3 o 3 5
2 B 3 0 & 4 2

h 3 4 5 0 201
Az |~ - = A m l [y 5
M 4 » »Sheetl ; Sheetz £ Sheets / | ¢ >
Ready




3. Thao tac v@i tép tinh va bang tinh

s. DOi tén sheet

Cach 1: Lén menu Format\Sheet\Rename

3 050 : atra m
@ File Edit Wiew Insert Format  Tools Data  Window  Help -8 X
: | Y B 8 Ga@B-F -0 8 F -5 @
(10 2| B I E == % 2 BB EE . B A
F25 - &~
AL aA o A[BICIDIE[F[G[H] I [J[K[LIMIN]O[P[Q[R[S[TIUIV] =
'Nhaptenmdl 1 a b cd e f g h i j kI mmnmoowp|gr st z 2
. 2la 0 2 41
cho sheet. I 3 B
~ 2 A SR 0 54
- Go Enterde ket | |e: "2 3
th, 7of 2 5 o3 3 2 4
g g 4 30 2
uc. 9 |h 3 3 0 8 B
10 i 2 o 3 3 2
| 4 30 E 3
k 2 a 4 2
| a 3 o3 B
] 2 B 30 5 4 2
3 4 20 201
[ = A bl
Sheetz £ Sheet3 / | ¢ >




3. Thao tac v@i tép tinh va bang tinh

s. DOi tén sheet

Céach 2: srr— =

i
@_1 File Edit Miew Insert  Formakt  Tools Daka  Window  Help -0 X
-z A 2. NN RS I RN AN RN - AR RNl SR 101 NG
- Nhay ChU(_)t phal i .| B Z == =% 1 @[ IEEE. B. A
~ F25 - e
vao sheet. &

A[BIC|D|E[F[GIH|[I]J[K[L[M[N[OJPIG[RIS|TIU[YV] =T
a b cd e f g h i j kI mmn o p g st z

- Menu xuat hién,

1

1
2 |a o2 4
3 |b 2 0 3 1

chon Rename. ilc 4 30 | 2 2

A n ’on 5 ld 1 0 5 4
- Nhap tén mai cho ce 12z 03
g

g g Insert... 2

Sheet' B , g h s Celete = 8 B

- GG Enter dé két e (35

e Move or Copry... 0 4 2

th UC- Select All Sheets 0 3 B
14 G 30 58 4 2
15 Tab Colr.. 3 4 5 0 2 L
W <" wi\Sheetl Qg Yiew Code " 1% - = ]

Ready




3. Thao tac v@i tép tinh va bang tinh

t. Chen thém sheet moi

Lén menu Insert\Worksheet.

Insert | Format Tools Data

Rows

Columns

| I’ | i =

0
]

Waorksheet

!ﬂ Chart... |

Jfe  Function...

il

Mame 3

Picture b

W Hyperlink... Chrl+K

)
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3. Thao tac v@i tép tinh va bang tinh

Xx. Xoa sheet
B1: Chon sheet can xoa.
B2: lén menu Edit\Delete Sheet.

Chu y: néu sheet c6 di liéu, sé xuat hién cau hai.

Microsoft Excel

! 'l_., Data may exist in the sheet(s) selected for deletion. To permanently delete the data, press Delete,

[ Delete l [ Cancel
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y. Cac ham hay s dung

CA4c nguyén tac co ban vdi ham:
Dang thiUrc tbng quat clia ham:
= TénHam(danh sach cac doi so)
TénHam: do Excel dat, khdng phan biét chir
HOA ch(r thuong.
Danh sach cac doi so:
Co6 thé la tri so, la dia chi 0, tén ving, cong thuec,
ham.
C&c doi s6 phadi dugc dat trong ngodc don

38



y. Cac ham hay su dung

Ngoal cach danh truc tiép ham tai 6, ta cé thé goi

Chon
ham

Search for & kion;

Chon nhom

click Go

Type a I:url\ /escriptinn of what you want ko do and\

s
all

Financial
Dake & Time

SLIM Math & Trig
AYERAGE Skatistical

IF Lookup & Reference
HYPERLIME, Database

MAx Te:xk

COUNTIF{range, critLogical
Counts the number o

I;InFl:urmaI:u:m Y

Recertly Used

re—grrerl Conditian,

Help on this funckion

Average

i_ounk

iEu tu'ong trén thanh standard.

£ ) i [3] 100

More Eunn:lz)'Qns. o

(84

] [ Cancel

39
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y. Cac ham hay s dung

1. Ham SUM
Tinh tOng cac gia tri cla danh sach doi so.
Dang ham:

SUM(ds1, ds2, ..., dsN)
hoac SUM(dia chi khoi 6)

Vi du: Bai BAO CAO BAN HANG
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y. Cac ham hay su dung

2. Hom AVERAGE
Tinh trung binh céng céc gia tri cua danh sach Péi sé.
Dang thuc:
AVERAGE(POi so 1, doi so 2, ..., doi so n)

Poi s0 co thé la gia tri, dia chi 6, ving 0.
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y. Cac ham hay su dung
3. Ham MAX, MIN

Cho gid tri cao nhat va thap nhat trong danh
sach doi so.

Dang thuc:
MAX(Poi so 1, doi s 2, ..., ddi s n)
MIN(POi s 1, doi s 2, ..., doi sO n)
PoOi sO co thé la gia tri, dia chi 6, vang 6.
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y. Cac ham hay su dung
4. Ham RANK
Tim thu bac cua mét gia tri trong mét day
gia tri.
Dang thuc:
RANK(Gia tri, viing déy gia tri, cach xep thu béac)
Gia tri: gia tri hoac dia chi 6.
Vung day gia tri: Vung 0.
Cach x€p th bac: Tang hodc gidm dan. Co6 hai gia tri
0: Sap xép theo trat tu giam dan.

1: Sap xép theo trat tu tang dan.
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y. Cac ham hay st dung
5. Ham AND
Gia tri la:
e TRUE néu tat ca cac tham so la TRUE.

* FALSE néu mot trong cac tham so la FALSE
Dang thuc:

AND(logical1, logical2, ..., logical30)

Logical bi€u dién mot diéu kién, cac diéu kién nay
c6 thé luong gid TRUE hay FALSE.
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y. Cac ham hay su dung

6. Ham OR
Gia tri la:
* TRUE néu mot tham s6 lugng gia la TRUE.
* FALSE néu tat ca cac tham sé co6 gia tri 1a FALSE.
Dang thuc:
OR(logical1, logical2, ..., logical30)

Logical bi€u dién mot diéu kién, cac diéu kién nay
c6 thé luong gid TRUE hay FALSE.
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y. Cac ham hay su dung
7. Ham NOT

D6i nguoc luong gia cua tham sé.
Dang thuc:
NOT(logical)

Logical 1a mo6t bi€u thic c6 thé danh gia TRUE
hay FALSE.
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y. Cac ham hay su dung

8. Ham IF
Néu didng thi ham nhan
, hguoc lai sé nhan
Dang thuc:

IF(Biéu thuc diéu kién, gia tri khi dang, gia tri khi
sai)
Bi€u thirc diéu kién la bi€u thic logic bat ky, nhan gia
tri TRUE hay FALSE.
47



y. Cac ham hay su dung

9. Ham COUNTIF

. Dém s0 luong cac 6 trong mién dém thod man

diéu kién

« Dang thuc:

countif(Mién_dém, diéu_kién)

fe =COUNTIF{CZ:CE ">=54"]

fe =COUNMTIF(BEZ.BS,"Tao™
B C K
Loai qua  Khéi lweng (kg)
Tan 32 | 2!
Cam 54
AT 75
Tao e

B C [
Loai qua  Khéi lweng (kg)
Tan 32 | 3!
Cam 54
Hoal 75
Tano e
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4. Binh dang d liéu bang tinh
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4. Pinh dang d liéu bang tinh

R1: (Chon Ickhoi A

Chon Font chu

] B3: Chon the
1. BInh ¢ |anh Font

— <

Chon kiéu gach
chan cho chu:.

Chon mau cho
chu.

Fonk:

T .¥n30H

T Vndrial

nderline:

Leqular g A8
T . Yndrabia Ttalic g EV
T vnidrabiaH Bold 1

1

ne ubomakic W [E] Marmnal Fank
Mview

Chon ki€u ch(:
binh thuong,
nghiéng, dam,
dam nghiéng

a¥=1

Chon co

Number Allgnment ‘ ......................................... " ) { C h u’

w Bald Ikalic

Colar:

OK dé dong y

[] strikethraugh
[] superscript
[ ] subscript

This Font is not installed on the system, The closest available Font will be
used For prinking.

e

| Ok ][ Cancel




4. Pinh dang d liéu bang tinh
B3: Chon the
2. Chon mau nén, kiéu té nén lenh Patterns

B1: Chon khoi 6 can tb nén.

B2: Lén menu Format/Cells..., xuat hién h6

Farmat Cells

Cl'a-:llsh':d S
N A |_ I Mo Color |
Chon mau nén I\:...;...
[ EEEEEEE
N E mnm
Chon kiéu nén e
: '\ mE EEEN
Pong y [
\ - ] [ —




4. Pinh dang d liéu bang tinh
B3: Chon the
3. Tao khung cho bang lenh Border

B1: Chon khoi 6 can tao khi Chon kiéu
B2: Lén menu Format/Cells.| /xuat hién h( dudng ke

Format Cells B3
urnber i iyl order akterns roteckion
5 ine

— Chon mau
p— duong ke

Chon vi tri
tao khung

Mone Cuklin
% Text Text . /
= =>4
Colar:

Bukomatic
|\ 1]

The selected border style can be applied by clicking the presets, prewview

T e buttons above.

Pong y

Ik Cancel




4. Pinh dang d liéu bang tinh

B3: Chon the
4. binh dang dir liéu sé | énh Number

B1: Chon khoi 6 can dinh ¢ SH chir sb sau

Alignment Fonk Border | Pa Prokection
Cateqory: Sample
C h on N um ber Gereral GIACCA YELUTTO RI{ AMO
= Murnber
Currency Decimal places: |z &
Accounting
Dake
, . 2 . ~ Tirmne [] Use 1000 Separator ()
C h h th Percentage Neaati bers:
aC Ie n I SO Fraction Megative numbers:
" Scigntific
A 1734, 10
am T =124, 10

Cuskam (1234100

—
A s
DO n Mumber is used For general display of numbers, Currency and Accounting
g y affer specialized fFormatting for monetary value.
'\

\ - ] [ —




4. Pinh dang d liéu bang tinh

4. Dinh dang d{r liéu so

Ta c6 thé dinh dang s6 nhd cac nit trén thanh
cOng cu Formatting.

- — Phan nhom
Kieu phan tram hang nghin Tang phan 1é

thap phan

Kiéu tién té
\ %ém phan 1é

% % o %@ si——  thap phéan
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4. Binh dang d{ liéu bang tinh

5. Thay déi cach hién thi mét sé dir liéu khéc.
Van thé Iénh Number, chiing ta co thé thay doi
cac kiéu dit liéu khac:

General: mac dinh d{ liéu hién thi nhu da nhap.
Date: dinh dang dit liéu ki€u ngay.

Time: dinh dang d{r liéu ki€u thoi gian.

Text: dinh dang d{ liéu ki€u chuoi.

Custom: dinh dang d{t liéu ki€u tuy y.
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4. Pinh dang d liéu bang tinh

6. Dung biéu tuong trén thanh dinh dang dé dinh
vi tri dir liéu, dinh dang dir liéu.

: Arial -1z -« | B I U
Chén du

‘ Font chir / B
| Cd chii Diéu chinh & |

chir || chr | chi
dam nghiéng ch




4. Binh dang d{r liéu bang tinh

7. Thay déi dé réng hep cua cét.

B1: Dua con tré chubt dén duong ngén cach gitra 2
tiéu dé cot.

B2: Kich va ré chuot l
sang trai (lam hep)

hoac sang phai (lam ;
rong) cho dén khi viua y. :

A B C

Néu muodn thay d6i d6 rong cla nhiéu cot, ta phai
chon nhiing c6t can thay doi, sau dé lam nhu budc 1
va 2.
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4. Binh dang d{r liéu bang tinh

8. Thay déi dé cao cua hang.
B1: Dua con tré chubt dén duong ngén cach gitra 2

tiéu dé dong.

B2: Kich va ré chubt A B | C
lén trén (lam hep) —!

hodc xudng dudi (lam ;

cao) cho dén khi vua y.

Néu muon thay d6i d6 cao clia nhiéu hang, ta phai
chon nhiing hang can thay d6i, sau dé lam nhu budc
1va 2.
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4. Binh dang d{r liéu bang tinh

9. Chén thém cot.
- Thém mot trang vao sau cot B.

Microsoft Excel - Book1 E][E|E|

@ File Edit “iew Insert Formak  Tools Data Window  Help
: -5 X

HRNEA™ = NN EEN R A RN RS e |

Microsoft Excel - Book1 EI[E|E|

@_1 File Edit ‘Yiew Insert Format  Tools Data Window

Help
-8 x

RN BF= NN e A RN RN,

: frial - 12 - B |[E]=[=] : Arial <12« | B |[E]=[E] % W@ o8-
- _ﬁ» * Jﬁ’

C1 \_ C1
A | B O E rl | B D | E | F=&
f Cut
-4 Copy
0 a (= . a b ¢
1 2 3 . 2 3 4
Paske Siii
2 3 4 | 3 4 o
2 4 5 | Insert * 3 4 5 6
Delete
Clear Conkents
S Format Cells,.
) bl 10 w
M 4 ¢ M Sheetl’ Sheet2 / Sf o el > M 4 » w Sheetl ' Sheet2 ¢ Sheet3 |, [ € >
Ready Sum=12 Hide Ready

nhide




4. Binh dang d{r liéu bang tinh

9. Chén thém cot.

Chu y: dé€ thém bao nhiéu cOt trang thi ta boi
den bay nhiéu c6t vé phia sau c6t ta muon
thém.
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4. Binh dang d{r liéu bang tinh

10. Chen théem dong
Thém dong trang vao dudi 1 dong.

Microsoft Excel - Book1 £ S0 el - Boo O
Iiﬂ File Edit ‘iew Insert Format  Tools Data  Window Help - & ] Fle  Edit view Insert Format  Tools Data  Window  Help - &
; x ; x
e 3G A K S o) B B YR Y A IR R .
: Arial v 12 - | B = =% e s H - c : Arial -1z - | B | = = 54| % %8 %
A3 - 2 A3 - i 2
A | B | ¢ | D | E =~ A | B | ¢ | o | E =
1 1
2 1 Z 3 £ 7 2 1 2 3 4
il = 3 4 4]
4 ? 3 4 o : 1T 4 3] 4]
9] 3 4 9] £ 3] 4] 7
4] 4 5 4] 7
7 [
i ]
g L
10 L Clear Cn_nte;ts
11 ] o
12 172 Eormat Cels...
13 2 17 Row Height... =
M 4 » w] Sheetl /cheetz fcheetz / |« » M Hide et2 /chest3 / |¢ ]
Ready Rea Unhide um=14




4. Binh dang d{r liéu bang tinh

11. Chen them dong

Chu y: dé thém bao nhiéu hang trang thi ta boi
den bay nhiéu hang vé phia dudi hang ta muén
thém.
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4. Binh dang d{r liéu bang tinh

12. Xoa mot dong (cot)

Kich chuot phai tai dong (c6t) mubn xo4,
xuat hién menu. -

Kich chu0t tai dong Delete.

4 Format Cells.

R Height. .,

Hide:
I Lnhide
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4. Binh dang d{r liéu bang tinh

13. Lam &n cét (dong)

Kich chudt phai tai cOt (dong) can lam an, xuat
hlén menu' insuE“ rt Format  Toolks Data  Mindow Help - & X

TN NEVENEAL AR R A R

; Arial 12 2| B | = = | % %l

Chon dong Hide. R

A | B |

1 g Cub

2 1 2 =3 Copy 5
‘; 2 4| Paste

4 3 Paste Special. ..

g Insert

7 Delete

g Clear Contents

g 7| Format Cells...

10 Column Width. ..

11 Hide:

12 Unhid

12 Unhide

14 | 3

» »hSheetl {Sheetz {Sheets /  |¢ >




4. Binh dang d{r liéu bang tinh

14. Hién thi cét (dong) da an
Chon hai c6t (dong) chira c6t (dong) an.
Kich chudt phai tai SRS Bl

@_1 Ele Edit Wiew Insert  Format  Tools  Data Window  Help

CC_\)’[ (d(‘)ﬂg) vira Ch(.)n, BT RV NS eSS

; oo <12 < | B |= =] % R %8| -

~n = A
B1 - A
Xuat hien menu. J ——=
\ = | R E
Chon dong Unhide. 2 2 e
] 3 2 Paste
4 3 Paste Special, ..
g Insert
7 Delete
b Clear Coptents
g S5 Eaormat Cells,,
:I] ? Colurnn Wwidth. ..
Hide
E Unhide
14
4 4 » vy Sheetl ¢ Sheet? f Sheet3 / |I< > |V

Ready Sum="4




5. PO thi
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5. PO thi

Chon mién d{r liéu vé do thi, chd y chon ca 1
tiéu dé hang va 1 tiéu dé cot doéi vdi cac do thi
kiéu Column, Line va Pie.
Bam nit Chart Wizard [l trén Toolbar hodc
vao menu Insert/Chart... — HOp thoai Chart
Wizard hién ra gitp tao do6 thi qua 4 budc:

1. Binh ki€u do thi

2. Dinh di liéu

3. Cac lua chon: tiéu dé, céac truc, chu giai ...

4. Chon nai hién do thi
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Budc 1: Binh kiéu do thi

Y R Standard Types uskam ]
Chon ki€u do thj c6 san~__ o | usom Tes |
. 2 (Chart type

Chart sub-type:

2=

+ Column: cOt dOc

p i [

it

+ Line: duOng so sanh

+ Pie: banh tron

b
&

+ XY: duong tuong quan

Chon mOt dang

lustered Column, Compares walues across
aktegories

Press and Hold to Wiew Sample

cUa ki€u da chon

@ Cancel | < Back || Mext =

Finish

68




Budc 2: Binh d liéu

Chart Wizard - Step 2 of 4 - Chart Source Data 2 x|

Data Range | Series I

zu:f = | /Tiéu dé Cét

15 14 i i B N ‘/’— N , e ? .

HHH - | SpgH lam chu giai
Mién DL Vé dé D-JTh‘m Ruin Hing Hoeng Minh Chiégn  Hi Bodn  An Tiéu dé\ héng

thl = hién tai day

Data rarge:

Series in; " pows

G7i% Calurnns
Chon DL vé dob /

thi theo hang hoat’|
theo cOt

E} Cancel_l < Back, " Mext = I Einish I

69



Budc 3: Cac lua chon - Tab Titles
Tiéu dé do thj va tiéu dé cac truc

Nhap tiéu

A A Ties | awes | Gridine
de dO th!\ﬂart kitle: &

*Iﬁ'u; sudt phn =udng 1 qua

Nhap tiéu

Chart Wizard - Step 3 of 4 - Chart Options E d A

Labels | Data Table

dé truc X e

Nhap tieu - [cried
dé tFUC Y Seco %) axis:

Ming svit phin oréng 1 qua 3 thing

iZakegory (X) axis: &oo
500
Yalue () axis: v 400 B Thing1
3 300 B Thing
L'I i I O Thang 3
a |\ . . | l ‘ .
Second value () axis: Ao goemi Aorim  Gudn
Lowi
@ Cancel < Back. || Mext = I Finish
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Budc 3: Cac lua chon - Tab Legend
Chu giai

Hién/an
chd gidi
Vi tri dat
chu gidi

Chart Wizard - Step 3 of 4 - Chart Options

il B3
Chu giai
|

T Shaow legend i
Placement
—>{" Bottom v
L) Carnet @ Thin
" Top ; E:a"
n
F &I;Iht o I'I'nr:;
" Left m Minh
O Chign
B Hi
oOBoin
| TS
E_j iZancel < Back | Mext = Finish
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Budc 3: Cac lua chon - Tab Data Labels

Nhan dr liéu

Chart Wizard - step 3 of 4 - Chart Options

Khong hién

Titles i Legend
Nata labels

Data Labels

2
Nhan d{r liéu

Hlen g/t \ Mone
e

Shiow walue

Hlen phall tram—f’ Show percent

. N * " Show |abel
Hlen nhan 4" Show label and percent

« A ~ - " Show bubble sizes
Hien nhan va
phan tram

|_ Legenu:l key ek I:u:n label

MC

|I:ITh'in B Guin O Hing O Howng @ Minh 3 Chisn B HI OB cinm .*.nl

Zancel |

< Back || Mext = Finish
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Budc 4: Binh noi dat do thi

PO thj hién trén 1 sheet mdi

Chart Wizard - Step 4 of 4 - Chart Location d
Flace chart:
- —
|.I " As new sheet: ICharl:l
T
T
Slul B As object in: I
— = A
@l _ancel | < Back | Mlext = | Finish I
/P

PO thj hién trén 1sheet da tOn
tai
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Khi do thi da duagc tao, co thé:

1.
2.
3.

Chuyén d6 thij téi vi tri maéi.

Thay doi kich thudc do thi

Thay doi cac thuoc tinh cla do thi (tiéu dé, chu
gidi, ...).

Thay dGi cac thudc tinh cla céac thanh phan do6
thi (font chi, ty 1€ cac truc, mau sac nén,...)
bang cach nhay chudt phai vao thanh phan dé
va chon Format ...
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Thay doi thu0c tinh truc do thi
* Thay doi ty Ié trén truc

Format Axis

.......................

. Patterns |{ Scale ©| Font | Mumber | Alignment
(W e u 2 2
Gla trl nho nhat\ Walue () axis scale
L]
Auko
Minirnrn:

Gié tri lén —1"tv] Magimum:

= » , /E Major unik:
n?&}:oang Cad]/ Minr unit:
Floor (2% plane

CéC diém Chia Crosses at

Displayy units: M

An Birih Can

E
Fi Lcngarithmic@ J
[ ] walues in revSrefmree

[ Floar (%Y plane) crosses at minimum walue




Thay doi thuoc tinh truc do thi
* Thay doi vi tri hién thi dr liéu

Patkerns Scale ] Font i Mumber | Alignment

Cakeqaory (71 axis scale

Yalue (Y) axis crosses
at cakegory number:
Mumber of cateqories
between tick-mark [abels:
Mumber of cateqaries
between tick martks:

111

[w ialue {7 axis crosses between categories <

B Cateqgories in reverse order

[ walue (%) axis crosses at maximum category \
Py

i

o |

Cancel |

Kh

20

16

12

Khéi luong ctia lon qua cac ngay tudi

SO sinh 10 20 30 40 50 60
Ngay

‘ —— Mong Cai —=— Yorkshire ‘

PoOi vGi do thi dang Line, nhiéu khi d0 thi vé xong nhu trén
nhung van chUa chinh xac vi cdc mOc thOi gian khéng nam
ding di€m chia trén truc X, do lua chon mac dinh cla Excel.
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Thay doi thuoc tinh truc do thi
* Thay doi vi tri hién thi dr liéu

Patterns Scale ] Faonk i Murber i Aligrirment

Cateqaory () axis scale

Walue () axis crosses
ak cateqary number; |1

humber of categories
between tick-mark labels:

Mumber of categories
between tick marks:

—

[ fialie ) axis crosses bebween categoties | <

B Cateqgaries in reverse order

[ Walue (%) axis crosses at masximurm cakegory \
—

21X

o]

Cancel |

Khéi luong cuia lon qua cac ngay tudi

10 20 30 40 50 60
Ngay

‘ —— Mong Ca4i —=— Yorkshire ‘

PE& slta dbi chi can bd lua chon mac dinh cla Excel nhu
hinh trén 1a dugc. Tuy don gidn nhung can nhd vi hau nhu
100% SV lam bao cdo TN mac phdi 10i ndy ma khong biét

sUa.
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6. MOt sO6 ham sap x€p d liéu trén
bang tinh

/8



6. MOt s6 ham sap xép dit liéu trén bang tinh

VLOOKUP(tri tra ctru,bang tra cutru,

cot lay dir liéu, [True/False]): tra ctu glt
véi cac glt trong cOt dau tién cla bang va
hién thi dr liéu tuong Ung trong bang tra clu
nam trén cot & doi so 3.

VD: = VLOOKUP(E3, $E$12:$F$16, 2, True)
- Néu glt tra ciu nho han glt nho nhat trong
cOt dau tién cla bang thi tra vé 16i #NIA.
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6. MOt s6 ham sap xép dit liéu trén bang tinh

- Néu déi sé thir 4 bang True (hoac 1):
+ Céac glt trong cOt dau tién cla bang phai
duoc sap x€p tang dan.
+ Néu glt tra ctu khéng co6 trong cot dau tién
cua bang thi ham sé tra cuu g/t trong bang
< gt tra cau.
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6. MOt s6 ham sap xép dit liéu trén bang tinh

Y

C3 v B =VLOOKLUPAS BER10:RCH4 2 1)
A, B i [
o Loai xe So ngay thué Gia ngay
2 3 100 4
3 b 200 £
4 | a\\ 100 '\
5 c \\ 300 \
B e\ 500 Vb\
7 d \\ 400
B \ /
=N \ Bang giathué xe 4
10 | 3 100
sl b > 200
12 g 400
13 d A00
14 | z a00
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6. MOt s6 ham sap xép dit liéu trén bang tinh

HLOOKUP(g/t,bang_g/t,hang Iay d.liéu, [1/0]):
ham tra clu theo hang, tuong tu ham
VLOOKUP.
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7. Co sG dir liéu trén bang tinh
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7. Co sO dir liéu trén bang tinh

1. Khai niém
CSDL gom céc truong (field) va ban ghi (record).

Truong la mot cot CSDL, moi trudng biéu thi mot thudc
tinh cla doi tugng va coé ki€u dit liéu nhat dinh.

Ban ghi la mot hang dir liéu.
Dong dau cla mién CSDL chlra cac tén trudng, cac
dong tiép sau la cac ban ghi.
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7. Co sO dir liéu trén bang tinh

2. Xap sép dit liéu
Cac budc dé xap sép dir liéu:
B1: Chon vung d{t li€éu can xap sép.

B2: Lén menu Data\sort..., xuat hién hop thoai

85



7. Co s6 dir liéu trén bang tinh

2. Xap sép dir liéu

Chon khos
tha nhat

Xap sép tang
dan

Chon khoa

thGhai | b

Chon khod___—

thtr ba

Xap sé‘p giam
= dan

Khong co dong tieu
de

Dong dau 1a tén
truong (khéng

S.XEp)
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7. Co s6 dir liéu trén bang tinh

\5 [\, ~N s A
2. Xap sep du lieu 7)x
Sork by
%) Ascending
) Descending
& A ~ Then by
Xap sep theo cot fovitn ¥ ©ascondng
- ) Descending
Then by
Taén v | (@ Ascending
i) Descending
My data range has
(%) Header row ) Mo header row
[ (04 ] [ Cancel

) Sort bop to botkarn
() Sort eft ka right

Tuy chon
Xap sep theo hang Xap sep
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7. Co sO dir liéu trén bang tinh

3. Loc théng tin trong co s dit liéu
B1: Chon mién CSDL gbm ca dong tén trudng.

B2: lén menu Data\Filter\AutoFilter.

6 tén truong c6 dau mdi tén tha xudng ctia hdp danh
sach
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7. Co s6 dUr liéu trén bang tinh

Microsoft Excel - Tthue hanh o Tan Trao

(4] Fle Edit  View Insert Format  Tools Data Window  Help Type aquestion forhelp (= o @ X
S h g Qe S9- Hite - B T UES=E]y w8 E O A é
G10 - A 37
A B | ¢ | o] E|F ]G]l H]|] I | Jg] KSR

1| SO GIAO DUC VA PAO TAO Céng hoa xa hdi chil nghiz

2 Truong THPT Tan Trao Doc lap - Ty do - Hanl

4 BANG DIEM TRUNG BiNH CA NAM

5 Lop 10A4 Ban Tu Nhién, nam hoc 2006 -

Stt Ho va téen Toan| Ly |Hoa|Sinh| Su | Pia |[Van |T. A

6 ™ J (=] (-] = = (=] = =] =] [ [=
7 | 1 [H6 Tuan Anh 5665|5464 |63|68|54|6.1

g | 2 Tién Tu Anh 64| 54|61 75|46 |75| 34|52

g | 3 |Nguyén Tién Purc 7113415252711 41|91|7.3
10| 4 |Lé Anh Puc 80|/91|79 87|84 | 76|/ 79| 8.0
11| 5 |Hoang Van Ding 34| 48|72 |36|38|64|45|35
12| 6 |Lam Trong Chinh 6.1 751355161 45|61|7.5
13| 7 |[V6 Cdng Cudng| 5.3 /6.1[40|45|26|45|53]| 6.1
14

15 | Théna ké: , v
W 4 » M}y Pinhdang £ Cac ham % Téng k&t nam hoc / |< 3|

Ready




7. Co s6 dUr liéu trén bang tinh

Kich chu0t vao dé, cé danh sach thd xuong:
All: d& hién lai moi ban ghi
Top 10...: cac gia tri [6n nhat
Custom...: tu dinh diéu kién loc

Cac gia tri cUa cOt
/a tén TlToén Ly |H
- A ][]
Anzroee | 655
Anrraessss 5.4 | 6
én DY {Chem) 3415
Py o3 91 |7
n Ddet 48 |7
3 _CH 753
Ccuong] 5.3 6.1 | 4




7. Co s6 dUr liéu trén bang tinh

Néu chon Customs sé hién hdp thoai
Custom AutoFilter dé nguoi s dung tu
dinh diéu kién loc:

T Gia tri dau
Dleu klen Custom AutoFilter : _
déu tié n ?I;:l.: rows where:
oes not equal w o

®and Oor
. A n N ar equa hd
D k
- I5\6u Ien Ilse 7 to represent any single characker
t I e p t h eo IUse * to represent any series of char
O, l [ Cancel

Gia tri tiep theo

= -
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