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BAI MO PAU
LAM QUEN VOI MICROSOFT EXCEL
1. Gidi thiéu vé bang tinh di€n tUr Excel

Bang tinh di€n t& Excel 12 m6t phan mém s dung tinh todn d{t li€u chay trong mdi
truOng Windows, nam trong b0 phan mém Microsoft Office 2007 do hang Microsoft
thiét k&, phuc vu chuyén diing cho cong tic k& toan, cdng tdc st dung va tinh todn
d{r li€u trong viin phong. Microsoft Excel 2007 1a mOt chuong trinh xU 1y bang tinh
manh v&i nhiing tinh ning Uu vi€t nhu 1ap béo cdo, thi€t k€ Report, Table, Form,
1ap biu dO trén trang bang tinh. Bang tinh Excel thuc hién dugc nhling phép tinh
tir don gidn dén phlc tap, sap x€p dt liéu, 14p bang tOng hgp, bang thanh quyét
toan, bang 1uong v.v... Cic dit liéu sau khi dugc tOng hgp hodc phan tich c6 kém
theo bi€u d0 va hinh v& minh hoa.

Pac diém:

Phién ban Excel 2007 dugc phit tri€n trén céc phién ban Excel 97, Excel 2000, Excel
2003 va dugc nang cap rat nhi€u. Ngoai nhitng ti€n b chung trong bd MS Office
2007 nhu cdi tién cdc cong cuU dinh dang, bd sung nhitng chlc ning tu ddng héa
cho cédc tdc vu thong dung, Excel 2007 ciing ¢6 mOt loat cic cong cU va chlUc ning
nhu: Ki€m tra va thong bdo cic gid tri khong hgp 1€, chia s& Workbook, ddc biét 1a
cdc chlc ning d6 hoa, lién két.

2. Kh@i dOng va thoat khoi Excel

Cich 1: Kich chudt vao niit Start, chon Programs/Microsoft Office va chon Microsoft
Excel, nh@n chuOt hodc Enter.

Cach 2: Kich chu0t 1én biéu tugng Microsoft Excel trén man hinh, Hodc vao
Start/Run.

Thoat khoi Excel: Kich niit Close hodc Offce Button/Exit Excel.
3. Lam quen vG&i mdi truong lam viéc
3.1. Cdc thanh ph@n cUa ctta s6 Excel.
Sau khi khGi tao Excel, man hinh xuat hién v&i cic phan tlf co ban sau:
3.1.1. Thanh tiéu dé (Title Bar):
La ndi hié€n thi tén cUa chuong trinh va tén file dang ma.
3.1.2. Thanh thuc don (Menu Bar):

ChUla tap hop cdc 1énh lam viéc cla Excel: Home, Insert, PageLayout, Fomulas,
Data, Review, View. Khi ta kich chult 1én tén nhém nhu Home hay Insert, Page
Layout...; mOt danh sich cdc 1€nh trong nhém s€ hi€n ra ngay tai khung hién thi cic
tuy chon cla Menu va ta chi can kich chon mOt 1énh cén thuc hién.
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MOt di€m Iuu y khi st dung Menu Bar 13 khi ta di chudt d€n mot vi tri cUa 1énh nao
d6 ngay 1ap tUc c6 su thay dOi mau sdc va s€ c6 mOt Tip hudng dan hién ra gitp ta
bi€t dugc nhing thong tin chung v& 1énh dé.

3.1.3. Thanh cong cu (Customize Quick Access Toolbar):

La noi ch(a cdc bi€u tugng cong cuU. Excel2007 cé rat nhhi€u thanh cong cu thé
hién cho nhitng nhém 1&nh khac nhau. Trén thanh cong cuU, mOi 1€nh dugc thé hién
dudi dang mot biu tugng riéng.

a) Offce Button:

Day 12 mOt trong nhiing di€m méi cla Excel2007. Offce Button bao gbm: New,
Open, Save, Save as, Print, Prepare, Send, Publish, close.

b) Thanh cdng cu Home: chta cdc chlc ning dinh dang trinh bay cho bang tinh.

c¢) Thanh cong th(c (Formula Bar): dung d€ hién thj toa dd cla 6 hi€n hanh, cic
cong thUc trong 6 d{r liéu va nQi dung cUa 6 do.

d) Clra s bang tinh (Workbook Window): bao gOm ky hiéu hang ngang (s&f dung ky
tU chit cdi) va ky hi€u hang doc (s& dung ky tu sO) d€ xac dinh vi tri cla 6 trong
bang tinh.

e) Thanh cu®n ngang doc (Scroll bar): dung d€ hi€n thj nhitng phan bang tinh bj che
khudt trén man hinh.

g) Danh sich cdc Worksheet nam dudi cling clla man hinh.

h) Dong trang théi (Status bar): nam & ddy man hinh, d€ hién thi ch€ d6 1am viéc
hién hanh nhu hi€n thi phim Numlock, phim Caps Lock, y nghia cdc 1énh thuc hién,
ch€ d0 san sang nhap dir liéu (Ready).

3.2. Khdi niém Workbook va Worksheet

Work Book: 1a mét file cho phép 1am viéc va chlra dit liéu. MOi Workbook
gOm nhi€u bang tinh (Sheets) tap hop l1ai. MOi Sheet trong mOt Workbook c6
th€ 13 bang tinh (WorkSheet, bi€u d0 (Chart), Macro, hay hOp hdi thoai.
Worksheet ch(ra d{ li€u, cong thlc, va nhitng d0i tugng khic nhu do thi,
hinh dnh....

Worksheet: MOi Sheet trong mOt Workbook c6 thé€ 1a bang tinh (WorkSheet,
bi€u dO (Chart), Macro, hay hOp hi thoai. Worksheet ch(ta d{t liéu, cong
thUc, va nhiing d6i tugng khéac nhu dO thi, hinh anh. ...
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BAI 1

MOT SO THAO TAC CO BAN VOI BANG TiNH EXCEL
1. Thao tac v@i file
L1.Tao tai liéu moi
M6 mot file mGi: 3 cach
- Nhan t6 hgp phim Ctrl + N.
- Chon Offce Button, chon New va nh@n OK.
- Kich chut 1én bi€u tugng New trén thanh cdng cu.
1.2. MO tai liéu da tén tai trén dia
MG 1 file da luu trir
- Nhan t6 hgp phim Ctrl + O.

- Chon Offce Button, chon Open.

- Kich chut 1én bi€u tugng Open trén thanh cong cu.
1.3. Ghi tai liéu lén dia
Luu trir tap tin (file): c6 thé 1uu trit file theo 3 cach:

- Nhan phim Ctrl + S.

- Chon Offce Button, chOn Save.
- Kich chubt 1én bi€u tugng Save trén thanh cong cu.

2. Cac thao tic co ban
2.1. Thém bang tinh

MOdi Sheet trong mOt Workbook c6 th€ 1a bang tinh (WorkSheet, bi€u d6 (Chart),
Macro, hay hOp h0i thoai. Worksheet ch(a d{t li€u, cong thic, va nhitng d6i tugng
khdc nhu d6 thi, hinh anh....

D& chen thém bang tinh (sheet mGi):
- Bam phadi chudt vao tén cla Sheet/chon Insert

- Ciing c6 th€ chén thém 1 Sheet bang cdch chon thuc don Home/Insert/Insert
Sheet.

2.2. Sao chép, di chuyén bang tinh
B&m phai chult vao tén cla Sheet/chon Move or Copy: d€ di chuyén hodc
sao chép 1 Sheet.

Ciing c6 th€ di chuyén 1 Sheet bang cdch bam chudt vao Sheet va di chuyén.
Né€u sao chép chi can nhan phim Ctrl trong khi di chuyén.
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Ta ciing c6 th€ di chuyé&n sheet hién th0i sang mt Workbook mdi hodc vi tri
khac cUa cting Workbook. Céc chUc niing va lua chon trong hOp hoi thoai
Move hodc Copy ¢6 ¥ nghia nhU sau:

- To Book: tén workbook dich; Before Sheet — chon sheet nam bén phai cla céc
sheet dugc sao chép hoac di chuyén t6i;

- Create a Copy - dugc lua chon khi mu®n sao chép céic sheet.
2.3. Xod, d6i tén bang tinh

Bam phdi chult vio tén cla Sheet, xudt hi€n cic 1ua chon sau:

- Chon Delete: xod Sheet hién thoi. Ciing c6 thé xod 1 Sheet bang céch chon
thuc don Home/Delete va chQn Delete Sheet.

- Chon Rename: dGi tén Sheet hién thdi: gd tén Sheet m&i va an
- Chon Select All Sheet: chon tat cd cdc Sheet ciing 1 Iiic.
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BAI 2
XU LY DU LIEU TRONG BANG TINH
1. Tim hi€u vé cac ki€u dit li€u trong Excel
Khai niém chung:
D(r liéu dugc nhdp vao tU ban phim va dugc thé€ hién trén dong nhép dit liéu va tai
0 hién thdi. Con tr6 Text xudt hién ngay trong 6 d{ li€u cho phép cic thao tdc tinh
chinh truc ti€p véi s0 1i€u va cic ky tu cla dr liéu.
Cic loai dir liéu: Excel phan biét hai loai d{t liéu: Hang s6 (Constant value) va
Cong thUc (Formula value).
L.1. Dirliéu kiéu s6
Néu trén dong nhap dit liéu c6 chlra sO thi Excel tu dOng hi€u la ki€u s0.
Vidu: 1980, 3 4
Ngay thang va thoi gian Excel hi€u 12 kiéu s0.
Chi y: Riéng d6i vGi ki€u sO Ngay thang va gio:
Ki€u ngay thang (Date): Excel Iuu trlf s6 ngay thang theo cdc sO nguyén tU 0 dén 65380
tinh tU ngay 1/1/1900 dén 31/12/2078.
Ki€u thOi gian (Time): Excel 1uu tr(f sO thOi gian theo cic s thdp phan tUr 0.0 dén
0.999.
1.2. Dirliéu kiéu ngay thdng
Khi nhdp d{t liéu ki€u ngay thang phdi chii y nhap ngay thang theo cai dat
trongWindows trong may tinh: Ki€u mm/dd/yyyy; hodc dd/mm/yyyy.
1.3. Dirliéu kiéu ky tw
Néu trén dong nhép dit liéu c6 chlra chit thi Excel tu dOng hi€u 1a ki€u ky tu.
Trong trudng hgp ta gd toan sO ma mudn Excel nhdn né 13 xau ky tu thi trude xau
d6 ta phdi gd dau nhdy *.
Ngam dinh khi ta nhap xau ky tu ludn déng hang bén tréi 6.
2. Tim hi€u céc toan tl trong cac cong thirc
2.1. Cdc todn ttt co'ban
Céc ky hiéu todn hoc sU dung trong bang tinh:
Céc phép tinh: +: phép tinh cOng ; -: phép tinh trU ; *: phép tinh nhan ; / phép
chia; ~: phép tinh luy thUa ; %: phan trim.
Céc phép chubi: &: phép n6i chuoi.
Phép so sénh: =; <>; >; <; >=; <=
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2.2. Cdc todn tur s dung ham

Dt liéu ki€u cong thirc:

Gi4 tri cUa né dugc tinh theo mOt cong thlc ndao d6. Gid tri nay cé thé bi thay doi
néu gid tri clla cic 6 khdc trong bang tinh ciling bi thay doi.

Ki€u cong thlic bao gdm biéu thic trong d6 chlra dia chi hodc tén cla mbt s6 &
hodc viing khac cUla bang tinh. DE g& cong thiic phdi bat dau bang ddu “=" hodc
dau “+”. Bat c mOt 6 dI 1liéu nao trong bang tinh khi st dung cong thUc tinh
toan déu phdi st dung 1 trong 2 ky tU' nay.

- C4c ky hi€u to4n hoc st dung trong bang tinh:

+ Céc phép tinh: +: phép tinh cOng ; -: phép tinh trlr ; *: phép tinh nhan ; / phép

chia; 7: phép tinh luy thUa ; %: phan trim.

+ Céac phép chubi: &: phép nbi chubi.

+ Phép sosanh: =; <>; >; <; >=; <=
Céch nhap d{r liéu ki€u cong thc: sau khi nhdp d{ 1iéu tUr ban phim hodc st
dung céc cong thlc tinh todn, k€t thic nhap bang cich nhdn Enter hodc di
chuy€n con trd sang 6 khic.

3. Cac thao tac co' ban v6i dir li€u trong bang tinh

3.1.Nha@p va dinh dang dirliéu

3.1.1. Mt s6 qui dinh chung

Thanh cong thUc (Formular Bar) va cich nhap dir liéu:

DAy 14 nOi cap nhat va sta d{ li€u. Sau khi kich chudt trén 6 can nhap d{
liéu va gd trén thanh cong thUc ta thay xudt hi€n thanh cong thic

An Enter hodc kich vao d€ xac nhdp va két thic nhap dit liéu

An ESC hodc kich vao thi cho phép hly di liéu dang dugc nhdp trudc khi
x4c nhan.

Cach nhap dir liéu:

- Kich chu0t tai 6 bat ky trong bang tinh, con trd s& dinh vi tai 6 dé.

- SUr dung cédc phim thong dung d€ di chuyén con tro:

:1én10 :sang phdi 1 6; :xulng 16 :sang trdi 1 0
Home: vé dau hang hién thdi (con trd dang G vi trf hang do6).
Home + :vé cOtdautién A; End + : vé cbt culi ciing
Alt+Page Down: sang phai 1 trang man hinh;

Alt+Page Up: sang trai mOt trang man hinh.
Ctrl+Home: v€ dau bdng tinh.
F5: Goto
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3.1.2. Nhap va dinh dang dif liéu kiéu s6
Dinh dang bang tinh: 1a cdc thao tdc ma ngudi dung thuc hién d€ trinh bay cho dit
liéu trén bang tinh hop vGi cac ki€u hién thi cho d{t 1i€u nhap vao, font ch{t, cG
ch(, ké khung cho bang tinh, cin chinh, déng hang, d0 mau nén cho 8, v v ...
SU dung thuc don
Chon ving d{t liéu can dinh dang.
Chon Menu Home/ chon Format/ chon Format Cells. Xudt hién hp h0i thoai
Format Cells: gdbm 6 nhin:
Chon nhan Number: Trinh bay cho d{f liéu ki€u s6. Chon ki€u nhém dit liéu
trong mUc Category nhu:
Number: d{t liéu kiéu s0.
Date: dinh dang ngay thang theo mau dugc chon trong hOp Type.
Time: dinh dang d(r liéu ki€u thoi gian.
Text: dinh dang s theo kiu Text. v.v...
Chon ki€u d{t liéu tUng nhém trong muc Type.
Chon nhin Alignment: C4c mUc chon bao gom:
Text alignment: dong hang cho text.
Muc chon Horizontal: dong hang ngang.
General - text CIU'QC déng hang trai, s6 dugc déng hang phdi, cic gid
tri logic va 10i (error) dugc déng hang gi(ra.
Left (indent) - dong hang trai .
Center - dong hang gi(ra.
Right - d6ng hang phai.
Fill - Ty dién day o.
Justify - cin d€u hai bén. Trong trudng hgp d0 rOng cla cOt nhd
hon n0i dung bén trong né thi tu ting d cao cUa hang.
Center across selection: déng vao gilra ving dugc Iura chon.

- Muc chon Vertical: dong hang doOc.

- Top, Center, Bottom - déng cho d{t li€u vao dinh, gilta hodc day o.

- Justify - tu dOng déng déu theo chi€u cao cla .

- Muc chon Orientation: chon huGng text.

- Muc chon Degrees: chon d0 quay.

- Muc chon Text control: Cic di€u khién khdc.

- Chon Wrap text néu muOn Text xuOng dong trong cdc & khi dai hon d0 rOng
hién thoi cla 6.

- Chon Shrink to fit n€u muOn text vUra khit trong cic 6 khi cdc 6 d6 bi co hep.

- Chon Merge cells néu mu0n trOn cic 6 trén cuing hang va cung cOt. Sau khi
trOn, chi ¢6 d{r 1iéu nam & 6 trdi trén trong viing da dudgc chon hién trong 6
dugc trOn. Do d6 mubn 6 trOn chlra tat ca d{ liéu trong ving da chon thi
truGc khi trOn phai sao chép toan bd dr li€u vao 6 tréi trén.
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Chon nhan Font: Dinh dang ky tu (Font)
Chon nhan Border: Tao khung (duOng vién) bang tinh (Border).
Chon dudng ké trong phan Style, cic duOng vién, ké trdi, phdi, trén, dudi
trong muc Border.
B‘ié°u tugng Borders: Cho phép chon tUng dudng vién clia moOi 6 trong khoi
bang cich kich chu0t vao 8 niit xung quanh.
Chon nhan Fill: Dinh dang nén d{r liéu
Color: mau t6. Trong dé No Color: hUy t6 mau nén.
Pattern: mau nén.
Sample: hién mau to theo cic thong s vira dugc chon.
Nhép va dinh dang dir liéu ki€u ngay
Chon vung d{t liéu can dinh dang.
Chon Menu Home/ chon Format/ chon Format Cells. Xudt hién hOp hdi thoai
Format Cells: gdbm 6 nhan:
Chon nhian Number: Trinh bay cho d{t liéu ki€u sO. Chon ki€u nhém dit
liéu trong muc Category nhu:
Number: d{f liéu kiéu s0.
Date: dinh dang ngay thang theo mau dugc chon trong hOp Type.

3.1.4. Nhap va dinh dang dir liéu ki€u chudi

Chon vung d{F liéu can dinh dang.
Chon Menu Home/ chon Format/ chon Format Cells. Xudt hién hOp hoi thoai
Format Cells: gdbm 6 nhén:

Chon nhan Font: Dinh dang ky tu (Font)
SU dung cdc nhém bi€u tuong trén thanh cong cu Home d€ trinh bay cho dif liéu:
S dung bi€u tuong d€ dinh dang ky tu: Chon bi€u tuong Font, bi€u tuong Font

Size,

3.1.5.

ch{t dam (B), chit nghiéng (I), gach chan (U), cin 1€ tréi, phai, gilra.
Ki€u cong thirc

Dt liéu ki€u cong thirc:

Gia tri cUa né dugc tinh theo mOt cdng thlc nio d6. Gia tri nay c6 th€ bi thay doi
néu gid tri cla cic 6 khdc trong bang tinh cling bi thay doi.

Ki€u cong thlic bao gdm bi€u thic trong d6 chla dia chi hodc tén cla mot s6 &
hodc viing khic cUa bang tinh. D& g cong thlic phdi bat ddu bang dau “=" hodc
dau “+”. Bat c* mOt 6 d{f li€u nao trong bdng tinh khi s& dung cong thlc tinh
toan déu phdi st dung 1 trong 2 ky tU' nay.

- Céc ky hi€u todn hoc st dung trong bang tinh:

+ Cdc phép tinh: +: phép tinh cOng ; -: phép tinh trU ; *: phép tinh nhan ; / phép
chia; : phép tinh luy thira ; %: phan trim.
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+ Céac phép chubi: &: phép nbi chubi.

+ Phép so sdnh: =; <>; >; <; >=; <=
Cach nhap d{r liéu ki€u cong thUc: sau khi nhdp d{ 1iéu tU ban phim hodc st
dung céc cong thlc tinh todn, két thiic nhdp bang cich nhdn Enter hodc di
chuyén con trd sang 6 khic.

Ngoai hai ki€u dit liéu trén, ki€u Logic bao gdm céc gia tri TRUE va FALSE hodc
cdc ham sO mang gid tri Logic. Khi ta g5 sO 1iéu vao dong nhap, Excel tu dOng nhan
biét kiu cla dit liéu.
3.1.6. Pi€u chinh dir liéu trong 6
Sua dir liéu trong 6
- Kich chut trén thanh cong thlc
- Kich diip chudt vao 6 can sra d{r li€u hodc an F2.

3.2. X&'y 6, hang, cOt trong bang tinh
3.2.1. Thay d&i dd rdng
Diéu chinh d0 rOng cOt va chi€u cao dong (hang):
Cdch 1: Pua trd chudt téi dudng ngin tuong Ung trén thanh tiéu dé ¢t hodc thanh
tiéu dé hang cla bang tinh. Khi trd chult c6 dang mii tén hai dau thi kich va di
chuOt d€ thay dGi d0 rOng.
Cdch 2: Chon cdc hang hodc c¢Ot cdn di€u chinh dO cao hodc chi€u rdng.

- Trén thanh cong cu Home chon Format/Colunm Width

- Nhap d6 rOng vao phan Colunm Width, nhan OK

- Chon Format/Row Height.

Nhap d0 rbng cOt vao phan Row Height, nhan OK.

3.2.2. Chén thém cOt, dong, 6
a) Chen 0

- Chon 6 can cheén. Kich nit phai chubt

- Chon thuc don Insert, chon muc Cell, hQp thoai Insert xudt hién.

- Cé4c lua chon:

Shift Cells Right: chén 6 vao bén phdi 6 hién tai.
Shift Cells Down: chén 6 xudng dudi 6 hién tai.

b) Chen dong (hang)

- Chon mOt hay nhi€u hang. Kich nit phai chult.

- Chon thuc don Insert/Row.
¢) Cheén cOt

- Chon moOt hay nhiéu cot.

- Kich nit phdi chudt chon Insert column.

12
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3.2.3. X6a dong, cOt, 6

- Chon cé4c hang hodc cOt can x6a
- Kich niit phdi chubt chon Delete
3.3. Dat tén va ghi chii cho 6, vang dir liéu
3.3.1. Cac loai vung va cach chon
Khdi niém: Vung di liéu bao gdm mOt hodc nhi€u 6 lién tuc, dudc xic dinh bang
dia chi 6 dau va dia chi 6 cuGi (dia chi cUa 6 trai trén va 6 phai dudi cla vung dé). Vi
du: A1:D5
Ngoai phuong phdp chi rd dia chi cla viing, Excel con cho phép dat tén mOt ving
bdng tinh. Tén nay s& dugc ding v€ sau nhu mOt dia chi cUa ving do.
DE& chon 1 viing dit liéu: ta c6 thé kich va di chuQt d€ chon.
D& chon viing dit liéu 16n: ta kich chudt vao 6 dau tién cla ving d6, gilt phim Shift
10i kich chuOt vao 6 cudi cling cUa ving do.
Dat tén vung: Cdc buoc dat tén viing nhu sau:
- Pbanh dau ving mubn dat tén
- Kich niit phai chudt, chon 1énh Name a Range. Xudat hi€n hdp h0i thoai New
Name:
- Trong hOp Name: g6 tén viing (tén viing khong dugc phép chlra ky tu trang va
khong dai qua 255 ky tu)
Kich OK.
3.3.2. Dat tén va ghi chi cho 6

- Pdnh ddu 6 mubn dat tén
- Kich niit phai chudt, chon 1énh Name a Range. Xudat hién hdp h0i thoai New
Name:
- Trong hOp Name: g tén cho 6
Kich OK.
Ghi chi cho 6:
- Chon 6 can cheén ghi chi
- Kich niit phdi chut / chon Insert Comment
- G0 ndi dung ghi chi cho 6.
3.3.3. X6a dir liéu
- Chon viing d{t liéu can x6a
- An phim Del
- Hoac trén thanh cdng cu Home/ Chon Clear.
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BAI 3

QUY TAC SU DUNG HAM TRONG EXCEL
1. Quy tac st dung ham

L.1. Nguyén tac st dung ham

- Dang t6ng quét cUa ham: = <Tén ham>(Danh sich ddi sO)

MOi cong thirc, ham s trong Excel déu bat dau vdi dau bang =
Cau tric ham Excel:
=([<P0i s0 1>,<P0i s6 2>,..])

Trong do:
Tén ham do Excel cung cdp. Néu ban nhép sai s& bdo 16i #NAME!
<b0i s6 1>, <P0i s6 2> c6 thé 1a tham chi€u dén 6, day 6, dia chi mang, hay
két qua trd vé cla moOt cong thUc hodc ham khdc.
Céc d0i sO c6 thé 1a ki€u s0, ki€u ngay thang, 1a dia chi 6, kiu ky tU, c6 thé
12 ham khéc. SO Iugng ddi sO tdi da 1a 30. Trong Excel 2007, sO 1ugng doi sO
t0i da 1a 64.
Néu ky tu nhap vao ti ban phim thi phdi bao trong cdp ddu nhdy kép (vi du
“A”). Khi s&f dung cdc ham 16ng nhau, haim no lam d6i s& cho ham kia, Excel
cho phép cdc ham 16ng nhau ti da 12 7 cdp. Trong Excel 2007, ham c6 thé
16ng nhau t0i da 12 50 cap.
Céc d0i sO phai dugc dat trong ddu ngodc don ().
PGi vGi nhiig doi sO ki€u ky tu, chudi nhdp vao cong thlc thi phdi dugc
dat trong dau ngodc kép " ". Tuy€t d0i khong diing 2 ddu ngodc don d€ tao
dau ngodc kép. Liic nay Excel s bio 16i nghiém trong.
Da&u phan cich gilt cdc d6i sO 1a ddu phdy (,) hodc ddu cham phdy (;) tity vao
thi€t 1ap trong hé thOng clla Windows.

1.2. Cdch nh@p ham vao bang tinh

1.2.1.

SU dung dia chi:

Ham sO Excel st dung cic dia chi 6 d€ dai di€én cho céc gia tri bén trong 6 va
g0i 1 tham chi€u. Vi vay c6 th€ st dung cong thlc cho nhi€u 6 c6 ciing dang
cong thUc bang cach copy cong thuc.

Pia chi 6 ¢6 3 loai:

a) Pia chi tuong doi . Vi du: A10.
Pia chi tuong dGi: La vi trf clla mOt 6 tham gia vao cong thUc dudc so vGi vi tri
cUa 6 chUa cong thlc. Dia chi nay sé thay dGi néu ta sao chép cong thltc dén vi tri
khéac.
Céch viét dia chi tuong déi: Al, A2, B3...
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Chii y: Dung dia chi tuong d6i d€ sao chép cong thlic di chO khic s€ cho gid tri
khéc. Ta c6 thé hi€u rang d6 1a dia chi 6 trong cong thlfc ma sé& dugc di€u chinh khi
cong thUc dugc sao chép.
b) Pia chi tuyét doi: $$. Vi du $A$10
Dia chi tuyét dbi: La vi tri chinh x4c cUa 6 trong bang tinh. N6 khong phu thubc
vao vi tri cUa 6 ¢6 ch(ra cong thlfc va sé khong thay d6i khi ta sao chép cong thiic
dén vi tri mGi.
Céc vi€t dia chi tuyét d0i: ta phdi thém ky tu' $ ding trudc dia chi. Vi du: $A$1,
$ES14, ...
¢) Pia chi hon hop: $ hodc $. Vi du $A10.
Pia chi hOn hgp 1a dia chi tuong doi hang tuyét doi cOt hodc tuyét doi hang
tuong doi cOt.
Vi du: $AS: A$S.
Tuy loai cong thlc, muc dich st dung ma c6 thé s dung cdc loai dia chi
khéc nhau cho phit hgp. Vi du dé€ tinh toan cho tat cd cic & déu tham chi€u
dén mot 6 thi dia chi 6 cO dinh d6 trong cong thlc phdi 12 dia chi tuyét doi.
DE chuyén dGi gilra cdc loai dia chi trong cong thic, sau khi chon viing tham
chi€u (dia chi 6) nhan phim F4.
P& dua cic dia chi & (tham chi€u) vao trong cong thlfc khong nén nhép truc
ti€p tU ban phim ma chi can dung chult chon hodc ding cdc phim miii tén
(hodc két hgp vGi phim Shift d€ chon nhiéu d).
1.2.2. Nhap ham vao bang tinh
DE nhap ham vio bang tinh, s& dung mdt trong cic cich sau:
Céch 1: Nhap ham truc ti€p vao 6 chlta k€t qud tinh todn theo ct phap
= <Tén ham>(Danh sich d0i s0O)
C6 thé nhap truc ti€p tU thanh cong thirc va dua dia chi cla 6 hodc ving nhu
trén.
Cach 2: Nhap ham tU giao di€én Insert Function. Truy cap menu

Insert/Function hodc tU bi€u tugng fx trén thanh cong thlrc. Khi d6, hOp thoai
insert fucntion sé hién ra:

Chon tén ham tU muc select a fucntion. C6 th€ chon muc select a category dé
chon nhém ham nham thu hep pham vi tim ki€m ham.

Muc category chi ra mOt s6 nhém ham nhu:

nhém ham tai chinh (finacial),

nhém ham ngay thdng va thdi gian (date & time),

nhém ham todn hQc va luQng gidc (math & trig),

nhém ham thOng ké (statistical),

nhém ham tim ki€m va tham khdo (lookup & reference),

nhém ham co s& dir liéu (database),

nhém ham xU 1y ky tu (text),
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nhém ham logic (logical),
nhém ham thong tin bang tinh (information) va
nhém ham kY thuat mdy tinh (engineering).
2. Gi6i thi€u mOt s6 nhém ham chl y€u trong Excel
2.1. Cac ham ky tw
a) Ham LEN: Tra vé s0 ky tu trong chudi vin ban
Cu phap: LEN(text)
Text 1a chi€u dai vin bdn ma ban mudn tim. C4c khodng tréng dugc tinh nhu 1a ky
8]
Vi du: LEN("Phoenix, AZ") béng 11
LEN("") bang 0
b) Ham LOWER: Chuyén d6i cic mau tu viét hoa trong chudi vin ban thanh dang
ch{r thuOng
Cu phap: LOWER(text)
Text 12 vin ban ban muOn dén chuyén dGi thanh dang chit thudng. LOWER khong
thay dGi cdc ky tU trong vin ban ma khong phai 1a mau tu
Vidu:
LOWER("E. E. Cummings") bang "e. e. cummings"
LOWER("Apt. 2B") bang "apt. 2b"
LOWER tuong tu v3i PROPER va UPPER. Ban ciing c6 th€ xem nhing vi du vé
PROPER.
¢) Ham UPPER: Chuyén d6i viin ban thanh dang viét hoa
Cu phap: UPPER(text)
Text 12 vin ban ban muOn chuy&n dGi thanh dang vi€t hoa. Vin ban c6 th€ 1a mOt
tham chi€u hay mOt chubi viin ban
Text la viin ban ma ban mudn chuyén d6i thanh dang viét hoa. Vin ban c6 thé la
mOt tham chi€u hay mOt chudi viin ban.
Vidu:
UPPER("total") bang "TOTAL"
Néu E5 c¢6 chira "yield", thi: UPPER(ES) bang "YIELD"
d) Haim PROPER: Viét ch(t hoa mau tU dau tién trong mOt chudi vin ban va bat ky
mau tU khéc trong vin ban theo bat ky mot ky tu nio khic mau ty. Chuyén doi tat
cd cdc mau tu khéc thanh cdc mau tu viét thuOng.
Cu phap: PROPER(text)
Text 1a viin ban dugc gbp trong dau nhdy, cong thlc trd vé viin ban hay tham chi€u
dén 6 c6 ch(ra vin ban ban mubn vié€t bang ch{r hoa riéng.
Vidu
PROPER("this is a TITLE") bang "This Is A Title"
16
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PROPER("2-cent's worth") bang "2-Cent'S Worth"
PROPER("76BudGet") bang "76Budget"
e) Ham TRIM: Xo4 tat ca cic khodng trOng tU viin bdn ngoai trl cic khodng trOng
don gilta c4c tir. Ban hidy dung TRIM trén vin ban ban dd nhan tU cdc Ung dung
khéc c6 th€ c6 nhitng khodng tr&ng bat qui tac.
Ct phap: TRIM(text)
Text 14 vin ban ban mulOn c4c khodng trOng bi xod
Vidu: TRIM(" First Quarter Earnings ") béng
"First Quarter Earnings"
g) Ham LEFT: Trd v€ ky tu hay nhiing ky tU dau tién (hodc tan bén trdi) trong
chu0i vin ban.
Cu phap: LEFT(text, num_chars)
Text 12 chudi viin ban ¢6 chfa cic ky tu ban muln trich.
Num_chars chi s6 ky tu ban mun trich
Num_chars phai 12 s6 16n hon hodc bang 0
Né&u num_chars 16n hon chi€u dai cUa vin ban LEFT sé trd vé tat ca
vin ban.
Né€u num_chars bi bd qua, né s€ dugc cho la 1.
Vidu:
LEFT("Sale Price", 4) béng "Sale"
NéEu Al ch(ra "Sweden", thi : LEFT(A1) béng "S"
MOét sO chuong trinh k€ todn bi€u dién cic gid tri 4am bang ky hiéu am (-) G bén
phdi gia tri d6. Néu ban nhap moOt tap tin dugc tao trong chuong trinh Iuu trit
nhiing gi4 tri 4m theo cdch nay, Microsoft Excel c6 th€ nhdp céc gid tri d6 dudi dang
vin ban. D& chuyén dGi cdc chudi vin ban thanh cic gia tri, ban phai trd vé tat ca
cic ky tu cUa chuli vin ban d6 ngoai trlr ky tu bén phdi (ky hi€u 4m) rdi nhan két
qua véi 1. D6i~Véi doi s6 num_char, ban hdy dung ham trang tinh LEN dé€ dém sb
ky tu trong chuOi vin ban rOi trlr di 1. Chang han néu gid tri trong 6 A2 la “156-
cong thUc sau day s& chuy€n vin ban d6 thanh gi4 tri -156
LEFT(A2,LEN(A2)-1)*-1
h) Ham RIGHT: Tra vé ky tu culi cung (hay cuc phai) hay cdc ky tu trong chudi
vin ban.
Cu phdap: RIGHT (text, num_chars)
Text 14 chudi vin ban c6 chlta cdc ky tu muln trich
Num_chars 12 s6 ky tU mu0n trich
Num_chars phdi 16n hon hodc bang 0
Néu num_chars 16n hon chi€u dai cUa vin ban RIGHT sé trd vé tat cd vin ban.
Né&u num_chars bi bd qua, n6 s€ dugc cho 1a 1.
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Vi du: RIGHT("Sale Price", 5) béng "Price"
RIGHT("Stock Number") béng "r"
i) Ham MID: Trd vé sO cic ky tu di dinh tUr mOt chubi vin ban, bat dau tai diém
ban dinh ra.
Cu phap: MID(text, start_num, num_chars)

Text 14 chudi vin ban c6 chta cdc ky tu muln trich

Start_num 12 vi trf cUa ky tu dau tién muOn trich trong text. Ky tu dau tién
trong text co start_num 1 v.v

Neéu start_num 16n hon chiu dai cUa vin ban, MID s€ trd v€ “” (vin ban
trOng)

Neéu start_num nh® hon chi€u dai cla vin ban, nhung start_num cOng v&i
num_chars vUGQt qua chi€u dai cla vin ban, MID sé trd vé cdc ky tu cubi vin
ban.

Né&u start_num nh® hon 1, MID sé trd vé gia tri 10i #VALUE!.

Num_chars dinh ra bao nhiéu ky tu' d€ trd vé tUr vin ban. Néu num_chars 1a
am, MID sé trd vé gid tri 16i #VALUE!

Vi du: MID("Fluid Flow", 1, 5) béng "Fluid"
MID("Fluid Flow", 7, 20) béng "Flow"
MID("1234", 5, 5) bang "" (viin ban trOng)
k) Ham FIND: Tim mOt chu0i vin ban (find_text) trong mOt chubi vin ban khic
(within_text) va trd vé€ sO vi tri bat ddu cla find_text tU ky tu cuc trdi cUa
within_text. Ban ciing ¢6 théi dung SEARCH d€ tim m@t chuOi vin ban trong mot
chuOi khac, nhitng khong gidbng SEARCH, FIND c6 thé phan biét ch{t hoa va chi
thudng va khong chdp nhén céc ky tu thay thé.

Cu phdp: FIND(find_text, within_text, start_num)

Find_text 12 viin ban ban mudn tim

Né€u find_text 12 *”’ (vin ban rOng), FIND tim ky tu dau tién trong chuli tim
(nghia 13, ky tu duoc danh sO start_num hay 1)

Find_text khong th€ ch(a bat ky ky tu thay thé nao ca

Within_text 12 viin bdn ch(fa doan vin ban ban mudn tim

Start_num chi dinh ky tu bat dau truy tim. Ky tu dau tién trong within_text 12
ky tu'sO 1. Néu ban bd qua start_num, né dUgc gin gi4 tri 1a 1.

Luu y: Néu find_text khong xudt hién trong within_text, FIND trd vé gia tri 10i
#VALUE!
Né€u start_num khdng 16n hon 0, FIND trd vé gid tri 10i #VALUE!
Né€u start_num 1&n hon chi€u dai cUa within_text, FIND trd v€ gi4 tri 10i #VALUE!
Vi du: FIND("M","Miriam McGovern") béng 1

FIND("m","Miriam McGovern") béng 6
FIND("M","Miriam McGovern",3) béng 8
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Gid s ban c6 mOt danh sich céc viing va cac sO sé-ri trén mOt trang tinh, va ban
mu®n trich tén cla cdc viing d6 nhung khong phai cdc s6 sé-ri tUr mOi o tinh. Ban c6
th€ ding ham FIND d€ tim ky hi€u # va ham MID d€ bd qua con sO sé-ri d6. A2:A4
chlra cdc viing sau vGi céc sO se-ri tuong Ung: "Ceramic Insulators #124-TD45-87",
"Copper Coils #12-671-6772", "Variable Resistors #116010".

MID(A2,1,FIND(" #",A2,1)-1) trd vé€ "Ceramic Insulators"

MID(A3,1,FIND(" #",A3,1)-1) trd vé "Copper Coils"

MID(A4,1,FIND(" #",A4,1)-1) trd vé "Variable Resistors"

2.2. Cdc ham théng ké

a) Ham COUNT
Cii phdp: = COUNT(Gia tri 1, gia tri 2, ....gia tri n)
Cong dung: ham cho k&t qud 1a mOt sO bi€u thi tOng cic & chlra dit liéu kiu sb
trong viing dém.
Vidu:  =COUNT(12,45, “Nguyén Vin A”,56) trd két qua 1a 3.
Ghi chi: Gi4 tril, gid tri 2,... gid tri n ¢6 thé 1a gid tri sO truc ti€p hodc dia chi viing
chlra gia tri 12 ki€u s can dém.
b) Ham COUNTA
Cii phdp: = COUNTA(Gia tri 1, gia tri 2, ....gia tri n)
Cong dung: Trd vé tOng sO cac gid tri khac rOng. Gid tril, gia tri 2,... c6 thé 1a gi4 tri
cUa céac ki€u d(r 1iéu hodc dia chi ving ch(a d{ liéu.
Vi du: =COUNTA(12,45, “Nguyén Vin A”,56) trd két qua 12 4.
¢) Ham COUNTIF : Dém cic ban ghi thod min di€u kién.
Cii phdp: = COUNTIF(viing dit liéu, di€u kién)
Trong d6: Di€u kién 1a bi€u thic ch(ra di€u ki€n so sanh, phadi d€ bi€u thlc so sanh
4 trong cdp dau ngodc *”
Cong dung: Dung d€ d€m c4c ban ghi thda man di€u kién.
Chi y: Dié€u kién 12 bi€u thlc so sanh truc ti€p.
Vi du: P€m xem c6 bao nhiéu ngudi c6 chlic vuU 1a “NV”. Gd cong thuc:
= COUNTIF(C2:C13, “NV”)
d) Ham COUNTBLANK
Cii phdp: = COUNTBLANK (ving dit liéu)
Cong dung: DEm tOng sO 6 trOng trong ving d{f liéu
Vi du: =COUNTBLANK(A2:F13) trd két qud 12 12 ( c6 12 6 khong ch(ra d(t li€u).
e) Ham RANK(x,y,[n]) : Tim th( hang cUa x trong khoi y tiiy thudc vio tham sO n
(c6 thé c6 hodc khong).
- Néu n=0 hodc khong cé thi th(r hang 1 14 sO 16n nhat trong khoi y.
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- Néun = 1 thi th& hang 1 12 s6 nhd nhat trong khoi y.
Vi du: Dua vao PTB ca nim, hiy x€p th( hang cla cic hoc sinh so v3i cé 18p:
Tai 6 H4 g5: = RANK(G4,$G$4:$G$12,0) hodic = RANK(G4,$G$4:$G$12).

2.3. Cac ham tinh todn
a) Ham SUM: tinh tOng céc gid tri c6 trong danh séch.
Vi du: Ciac gia tri d0r li€u nhap vao cic 6 Al, A2, A3, A4 lan lugt 1a 2, 3, 4, 5. Tinh
tOng cdc gid tri trén trong 6 AS nhu sau: =Sum(A1:A4) va k€t qua 1a 14.
b) Ham AVERAGE: tinh trung binh cOng céc gia tri c6 trong danh séch.
Vi du: Céc gia tri nhap vao cic 6 Cl, C2, C3, C4, C5 lan lugtla 6, 7,8,5,9. Tinh
trung binh cOng cla céc gia tri trong 6 C6: =Average(C1:C5) va k€t qud 1a 7.
¢) Haom ROUND: 1am tron gid tri dén n s 18é:
Mau haim: ROUND(gi tri, n).n c6 thé 1 s6 >0 hodc <0.
Vi du: =ROUND(215678,-3) két qud 1a 216000
= ROUND(12345.234,2) két qua 12 12345.23
= ROUND(1845.265,2) két qua 1a 1845.27
d) Ham MAX: Tim gi4 tri 16n nhat trong cdc gid tri cUa danh s4ch.
Vi du: gid tri nhap vao cic 6 D1, D2, D3, D4 1an lugt 1a: 6, 5, 7, 9.
Tim gid tri 16n nhdt trong céc gid tri trén trong 6 D5: =Max(D1:D4) két qua 12 9.
e) Ham MIN: Tim gi4 tri nhO nhat trong cic gid tri cUa danh sach.
O vi du trén thay Max bang Min trong 6 D5 thi két qua 1a 5.
g) Ham PRODUCT: Tinh tich céc gid tri trong ving d{f li€u. Him PRODUCT cho
phép tinh tOi da d€n 30 dia chi (hodc 30 s0)
Mau ham PRODUCT(Numberl, number2....)
Vidu: Tai cic 6 Al, A2, A3 1an 1ugt nhdp cic gid tri 1a 2, 3, 4.
Tai 6 A4 nhap =PRODUCT(A1:A3) két qua s€ bang 24.
Néu dua tham sO vao cuOi ham thi k€t qud s€ 1a s6 1an clia tham sO v&i gid tri ban
dau.
O vi du trén, néu 6 A4=PRODUCT(A1:A3,2) thi k&t qua s& 1a 48.
h) Ham FACT: tinh giai thUa.
Mau ham: FACT(number).
Number 12 s d€ tinh giai thUra. Néu Number khong nguyén thi né dugc 1am tron.
Vidu: FACT(4) = 24 (=1*2%3%*4).
FACT(1.5)=1
FACT(0) =1
i) Ham ABS(X) : Cho gid tri tuyét d0i cla X.
k) Ham SQRT(X): Cho gia tri cin bac hai cUa X.
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) Ham INT(X): Lay gi4 tri phdn nguyén cla X.

m) Ham PI(): Cho gi4 trj 12 s6 Pi.

n) Ham RANK(x,Block): Tim th& hang cUa x trong khoi.
0) Ham MOD(n,x): Tim sO du cUa phép chia n cho x.

p) Ham SUMIF: tinh t6ng theo diéu kién.

2.4. Cdc ham tim kiém

a) Ham Viookup:
Cii phdp: Viookup(X, bang tham chi€u, thir tw c6t, tham s6)
Ham tim gi4 tri tim ki€m (X) trong bang tham chi€u, so sanh vGi gi4 tri trong
bang tham chi€u d€ 13y dit liéu tU bang tham chi€u theo cOt.
Trong d6: - X: 1a gi4 tri tim ki€m, ciing c6 th€ 13 ham.
- Bdng tham chi€u 13 bdng chta d{r liéu ma cOt dau tién c6 gid tri trung v&i gid
trj tim ki€m X.
- Th{ ty cOt 1a th( tu cOt trong bang tham chi€u ma ham Vlookup sé trd vé
gia tri. Th( tu cOt ddu tién trong bang tham chi€u c6 sO thir tw1a 1.
- Tham s c6 thé bang 0 hodc 1.
+ N€u tham sO = 0 thi ham trd v€ gid tri chinh xé4c, khi d6 bang tham chi€u
khong can phai sap xEp. N&u gi4 tri tim ki€ém khong khGp véi bat ky phan
t(f ndo trong cOt dau tién cUa bang tham chiu thi ham cho gia tri #N/A.
+ Néu tham sO =1 thi ham trd v€ gi4 tri tuong do0i va khi d6 bang tham chi€u
phai sdp x€p ting dan theo cOt dau tién. N&u gid tri tim ki€m nhd hon gid
tri dau tién trong bang tim ki€m thi trd vé #N/A.
Tham sO béng 0 (FALSE) hodc 1a mot sO khac 0 (TRUE).
Néu khong st dung tham sO hodc tham s0 13 mOt sO khac 0 (TRUE) thi khi s dung
viing tham chi€u phdi dugc sap xép tr A~ Z.
Vidu I:
Cho vi du nhu hinh trén. Hay duta vao bdng phu cap chlc vu, tinh phu cdp chlic vu
cho cic nhan vién trong cO quan X.
Tai 6 H3 ta 26: = VLOOKUP(C3,$A$11:$B$15,2,0)
Vi du 2: Dua vao bang x&p loai hoc luc cho hoc sinh, hdy di€n cho cOt x&p loai
hoc tép ca nidm cho mbi hoc sinh?

Tai 6 H4 ta gd cong thUc:
= VLOOKUP(G4,$J$6:$K$11,2,1)
b) Ham Hlookup:
Cii phdp: Hlookup (X, bang tham chiéu, thir tu hang, tham s6)
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Ham tim gi4 tri tim ki€m (X) trong bang tham chi€u, so sanh vGi gi4 tri trong
bang tham chi€u d€ 1y d{t liéu tUr bang tham chi€u theo hang.

Céc tham sO giOng nhu trong ham Vlookup chi khéc 12 18y gid tri theo hang.
¢) Ham ADDRESS: Tao ra mOt dia chi 6 tinh dudi dang vin bdn, cdc sO hang va cOt
cu thé cho trudc.
Cii phap: ADDRESS(tht& tu hang, thir tu cOt)

Trong d6: - th( tu hang 13 s6 hang d€ diing trong tham chi€u 6.

- th(r tu cOt 1a th( tu cla cOt d€ dung trong tham chi€u 6.

Vidu:
ADDRESS(2,3) bing "$C$2" (2 1a s6 th( tu hang th( 2, 3 1a th(t ty ¢dt 1a ¢t C)
ADDRESS(2,3,2) bang "C$2"
ADDRESS(2,3,2,FALSE) b&ng "R2C[3]"
ADDRESS(2,3,1,FALSE,"[BOOkl]Sheetl")béng "[Book1]Sheet]1!R2C3"
ADDRESS(2,3,1, FALSE,"EXCEL SHEET") b\éng ""EXCEL SHEET''R2C3"

d) Ham MATCH:
Ci phap: MATCH (gia tri tim ki€m, viing tim ki€m, ki€u)
Ham trd v€ vi trf tuong doi cla gid tri tim ki€m trong bang tim ki€m theo th(r tu
nhat dinh.
C6 th€ dung Match thay vi s& dung ham Vlookup hodc Hlookup (n€u dung cic ham
nay thi cong thUc s€ dai va phlc tap hon).
Trong dé:
- Gid tri tim ki€m 1a gi4 tri dugc ding d€ tim ki€m trong viing tim ki€m.
- Gid tri tim ki€m c¢6 th€ 1a mOt gid tri (sO, vin bdn, hay logic) hay mOt tham
chi€u 6 t&i mOt sO, viin ban, hay gia tri logic).
- Vung tim ki€m 13 viing dia chi lién tuc c6 cha céc gia tri ¢6 th€ tim thay.
- Kiéu c6 th€ 12 s0 -1, 0 hay 1. Ki€u chi 16 cach Excel tim gid tri tim kiém v&i
cdc gid tri tim ki€m trong viing tim ki€m.
- Néu ki€u 12 1, MATCH sé tim gi4 tri 16n nhat nhd hon hodc bang gi4 tri tim
ki€m. Ving tim ki€m phai dudgc sap x€p theo th(r tuU ting dan.
- Néu ki€u 12 0, MATCH sé& tim gia tri dau tién bang vGi gid tri tim ki€m.
Ving tim ki€m c6 th€ & trong bat ky th(I tu nao.
- Né&u ki€u tham chi€u 14 -1, MATCH sé tim gi4 tri nh® nhat 16n hon hay bang
gid tri tim ki€m. Bang tham chi€u phdi dugc sdp x€p theo thf ty gidm dan.
- Né&u ki€u tham chi€u bj bo qua, n6é s€ dudc cho 1a 1.
Luu y:
- Match sé trd vé vi tri cUa gi4 tri tim duQc trong bang tham chi€u ch( khong
phai chinh gia tri do. Chéng han, MATCH(“b”,{”a”,’b”,”c”},0) s€ trd vé 2
(d6 12 vi tri tuong d6i cUa “b” trong mdng {“a”,”b”,”’c”}
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- Match khdng phan biét cic mau ty ch(r hoa hay ch{f thuOng khi tim cdc gi4 tri
vin ban.

- Néu MATCH khong thanh cong trong viéc tim kiém, né sé trd vé gia tri 10
#N/A

- NE&u ki€u tham chi€u 12 0 va bang tham chi€u 1a vin ban, gi4 tri tim ki€m c6
th€ ch(ra céc ky tu dai dién, ddu hoa thi (*) va dau hdi (?). Dau hoa thi dai
dién cho céc ky tu lién ti€p nhau; ddu hdi dai di€n cho mOt ky tu don.

Vidu I:
Gid s dua vao phan vi du clUa ham Vlookup, hdy tim vi tri cUa hoc sinh tén 1a
“Thanh”. Ta gd cong thirc = MATCH(“Thanh”,C4:C11,0) trd k€t qua 12 5
Vi du 2: Tim gi4 tri 50 xudt hién trong diy sO & bang bén.
Ta go cong thlc = MATCH(50,B2:B6,1) trd két qud 12 3(vi tri th(r ba tuong Ung v&i
sO 45). Trong truOng hgp nay ving tim ki€m sap x€p ting dan.
e) Ham INDEX:
* Ciphdp I: INDEX(vung tim ki€m, dong, cOt)
Trd vé gid tri cla mOt 6 trong viing tim ki€m dugc x4c dinh bdi dong va cOt.
Ham INDEX trd v€ gi4 tri trong 6 tinh tai giao di€m cla hang va cOt.
Vidu 1:
= INDEX(B2:C6,4,2) trd két qua 12 43.
* Cu phdp 2:
INDEX (viing tham chiu, hang, c6t, [sd hi€u viing))
Trd v€ mOt gi4 tri trong viing tham chi€u, dugc dinh ra theo hang cOt.
Trong do:

- Ving tham chi€u 12 mOt hodc nhi€u vung tham chi€u, n€u chlta nhi€u viing
tham chi€u thi phdi dugc ngin cich v&i hang va cOt bdi cap dau “()”.

- SO hiéu viing d€ chi ra tham chi€u theo hang cOt & viing 1 hodc 2, ... s6 hiéu
ving dau tién 1a 1, ving th( 2 1a 2, va v.v... Néu s0 hiéu ving bi bd qua,
INDEX diing s6 hiéu viing 12 1.

Vidu 2:

Gid sU c6 bang tinh nhu hinh bén:
Gid sUr go cong thUc:
—INDEX((A3:B10,A13:B17).3,2,1)
sé trd k€t quad 1 “ BUGi”.

— INDEX((A3:B10,A13:B17).3.2.2)
s& trd két qua 12 “ Ming cut”.
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BAI 4
HAM THOT GIAN VA HAM XU LY VAN BAN
1. Ham ngay thang va thoi gian
1.1. Ham ngay thdng
a) Ham Today(): Cho gi4 tri ngay hién tai.
VD: Né&u ngay hi€n tai 1a 31/12/2000. Tai 1 & bat kY ta nhap:
=TODAY(), nhan Enter k€t qua s€& 1a 12/31/2000.
b) Ham Day(Date_Text) : Cho gia tri cUa ngay.
Trong dé Date Text: 1a xau gia tri “thdng/ngay/nim” (“month/day/year”) hodc dia
chi cQa 6 chra gi4 tri thdng/ngay/nim. Vi du: Date_text = “2/20/2005”.
VD: =DAY(TODAY()) két qud = 31.
¢) Ham Month(Date_Text): Cho gia tri cUa thdng.
VD: =MONTH(TODAY()) két qua = 12.
d) Ham Year(Date_Text) : Cho gid tri ndm .
VD: =YEAR(TODAY()) két qua = 2000.

e) Ham Date(ndm, thdng, ngay): Trd 1ai gia tri cUa cd nim/thdng/ngay.
g) Ham Datevalue(Date_Text)

h) Ham Edate(Date_text,n): Trd 1ai gid tri cUa thang trudc hodc sau mOc thoi di€m
Date_text n thang.

Néu n< 0: trd 1ai thoi di€m trudc mOc thdi di€m Date_text n thang.
Né&u n> 0: trd 1ai thoi di€ém sau mOc thoi di€ém Date_text n thang.

i) Ham Weekday(serial_number,n) : Tra vé€ sO tU 1 d€n 7 hodc tU 0 dén 6 tuong
Ung vGi cdc th trong tudn, tuy thudc vao n.

Né&u n=1 thi chU nhat =1 cho dén th(r 7=7

Néu n=2 thi th( hai = 1 cho dén chl nhat =7

Néu n=3 thi th( hai = 0 cho dén chl nhat =6

Vi du: = Weekday(“25/12/2007”,1) Thi trd vé s6 3 (th( ba)

1.2. Ham thoi gian
a) Ham Now() : Cho gia tri 1a thOi gian hién tai.
b) Ham Hour(serial_number): Tra vé gia tri gi0 cUa chu0i df liéu ki€u th0i gian
hodc dia chi cUa 6 dit liéu ki€u thdi gian.
VD: Hour(*5:3:12”) trd gid tri 12 5.
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¢) Ham Minute(serial_number): Tra vé gia tri phit cUa chu0i d(r liéu ki€u thOi gian
hodc dia cUa 6 d{t liéu ki€u thoi gian.

VD: Minute(*5:3:12”) tra gia tri la 3.

d) Ham Second(serial_number): Tra vé gia tri gidy cUa chu0i d{r liéu ki€u thdi gian
hodc dia chi cla 6 dit 1iéu ki€u thdi gian.

e) Ham Time(gi0, phiit, gidy): Tra vé gia tri 1a d( 1iéu ki€u thOi gian tuy thubc vio
dinh dang cUa may tinh.

vi du: Time (3,4,50) thi trd v€ gid tri 12 3: 04 AM.

2. Ham xt Iy viin ban va dir liéu
2.1. Ham x@ Iy van ban
Cac ham xt 1y chu®i (Text)

a) Ham LEN: Trd vé s0 ky tu trong chuli vin ban

Cu phap: LEN(text)
Text 1a chi€u dai vin badn ma ban mudn tim. C4c khodng tréng dugc tinh nhu 1a ky
tu
Vi du: LEN("Phoenix, AZ") bang 11

LEN("") bang 0
b) Ham LOWER: Chuyén d6i cic mau ty viét hoa trong chuli vin ban thanh dang
ch{r thuOng

Cu phap: LOWER(text)
Text 14 vin ban ban mubn dén chuyén ddi thanh dang ch(f thudng. LOWER khong
thay dGi cdc ky tU trong vin ban ma khong phai 12 mau tu
Vidu:
LOWER("E. E. Cummings") bang "e. e. cummings"
LOWER("Apt. 2B") bang "apt. 2b"
LOWER tuong tu véi PROPER va UPPER. Ban ciing c6 th€ xem nhiing vi du vé
PROPER.
¢) Ham UPPER: Chuyén d0i vin ban thanh dang viét hoa

Cu phap: UPPER(text)
Text 12 vin ban ban mudn chuy&n dGi thanh dang vi€t hoa. Vin ban c6 thé 1a mot
tham chi€u hay mOt chu0i vin ban

Text 12 vin ban ma ban mubn chuyén ddi thanh dang vi€t hoa. Vin bdn c6 thé 1a
mOt tham chi€u hay mOt chubi vin ban.
Vidu:
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UPPER("total") b&ng "TOTAL"
Né&u E5 c6 chifa "yield", thi: UPPER(E5) bing "YIELD"
d) Ham PROPER: Viét ch(r hoa mau tU dau tién trong mOt chudi vin ban va bat ky
mau tU khdc trong vin ban theo bat ky mOt ky tu nio khiac mau ty. Chuyén doi tat
cd cdc mau tu khac thanh cdc mau tu viét thudng.
Ci phap: PROPER(text)
Text 14 vin ban dugc gOp trong ddu nhdy, cong thlc trd v€ vin bdn hay tham chi€u
dén 6 c6 chfa vin ban ban muln viét bang ch{f hoa riéng.
Vi dy
PROPER("this is a TITLE") béng "This Is A Title"
PROPER("2-cent's worth") bang "2-Cent'S Worth"
PROPER("76BudGet") bang "76Budget"
e) Ham TRIM: Xo4 tat cd cic khodng trOng tlr vin ban ngoai trlr cdc khodng trOng
don gilta c4c tir. Ban hidy dung TRIM trén viin ban ban dd nhan tU cdc Ung dung
khéc c6 thé c6 nhitng khodng tr&ng bat qui tac.
Cu phap: TRIM(text)
Text 14 vin ban ban mulOn c4c khodng trOng bi xo4
Vidu: TRIM(" First Quarter Earnings ") béng
"First Quarter Earnings"
g) Ham LEFT: Tra vé ky tu hay nhitng ky tU dau tién (hodc tan bén trdi) trong
chu0i viin ban.
Cu phap: LEFT (text, num_chars)
Text 12 chu®i vin ban cé chlra cdc ky tu ban muOn trich.
Num_chars chi s6 ky tu ban muOn trich
Num_chars phai 1a sO 16n hon hodc bang 0
Né€u num_chars 16n hon chi€u dai cUa vin ban LEFT sé€ trd vé tat ca
vin ban.
Né&u num_chars bi bd qua, né s€ dugc cho la 1.
Vidu:
LEFT("Sale Price", 4) bang "Sale"
Né&u Al cha "Sweden", thi : LEFT(A1) b8ng "S"
Ghi chii: M6t s6 chudng trinh k€ todn bi€u dién cic gid tri Am bang ky hi€u am (-)
3 bén phdi gia tri d6. N&u ta nhap mot file dudc tao trong chuong trinh luu trit
nhiing gi4 tri 4m theo cdch nay, Microsoft Excel c6 th€ nhdp céc gid tri d6 dudi dang
vin ban. D€ chuyén d6i cdc chubi vin ban thanh cic gid tri, ban phai trd vé tat cd
cdc ky tu cUa chuOi viin ban d6 ngoai trr ky tu bén phdi (ky hi€u 4m) rOi nhan két
qua vGi 1. DCA)'iNV('Ji doi sO num_char, ban hay ding ham trang tinh LEN dé dém so
ky tu trong chuOi vin ban r6i trl di 1. Chang han néu gi4 tri trong 6 A2 1a “156-
cong thUc sau day s& chuy€n viin ban d6 thanh gid tri -156
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LEFT(A2,LEN(A2)-1)*-1
h) Ham RIGHT: Tra vé ky tu culi ciing (hay cuc phdi) hay céc ky tu trong chudi
vin ban.

Cu phdap: RIGHT (text, num_chars)
Text 1 chubi viin ban c¢6 ch(a cic ky tU muln trich
Num_chars 12 s0 ky tU muOn trich
Num_chars phdi 16n hon hodc bang 0
Néu num_chars 16n hon chi€u dai cUa vin ban RIGHT sé trd vé tat ca vin ban.
Né&u num_chars bi bd qua, né s€& dugc cho 1a 1.
Vi du: RIGHT("Sale Price", 5) béng "Price"
RIGHT("Stock Number") béng "r"
i) Ham MID: Trd vé sO cic ky tu di dinh tUr mOt chubi vin ban, bat dau tai diém
ban dinh ra.

Cu phap: MID(text, start_num, num_chars)

- Text 12 chuGi vin ban c6 chlta cdc ky tU muln trich

- Start_num 12 vi tri cUa ky tu dau tién muOn trich trong text. Ky tu dau tién
trong text co start_num 1 v.v

- Né&u start_num 16n hon chi€u dai cUa vin ban, MID s€ trd vé “” (vin ban
trOng)

- Né&u start_num nh® hon chi€u dai cUa vin bdn, nhung start_num cOng v&i
num_chars vUGQt qui chi€u dai cla vin ban, MID sé trd vé cdc ky tu cubi vin
ban.

- Neéu start_num nho hon 1, MID sé trd vé gi4 tri 16i #VALUE!.

- Num_chars dinh ra bao nhiéu ky tu d€ trd v€ tU vin ban. Néu num_chars 12
am, MID sé trd vé gi4 tri 10i #VALUE!

Vi du: MID("Fluid Flow", 1, 5) béng "Fluid"
MID("Fluid Flow", 7, 20) bang "Flow"
MID("1234", 5, 5) bang "" (viin ban trOng)
k) Ham FIND: Tim mOt chu0i vin ban (find_text) trong mOt chubi vin ban khic
(within_text) va trd vé€ sO vi tri bat dau cla find_text tU ky tu cuc trdi cla
within_text. Ban ciing ¢6 théi dung SEARCH d€ tim m(?t chu0i vin ban trong mot
chu0i khéc, nhitng khong gidbng SEARCH, FIND c¢6 thé phan biét ch{ hoa va chit
thuOng va khong chdp nhdn cic ky tu thay thé.

Cu phdp: FIND(find_text, within_text, start_num)

Find_text 12 vin ban ban muOn tim

- N@u find_text 12 “” (vin ban rOng), FIND tim ky ty ddu tién trong chudi tim
(nghia 13, ky tu dugc ddnh sO start_num hay 1)

- Find_text khong th€ chlra bat ky ky tU thay thé€ nio cd

Giao trinh Bang tinh dién ti 27



- Within_text 1 viin bdn ch(fa doan vin bdn ban muOn tim
- Start_num chi dinh ky tu bat ddu truy tim. Ky tu ddu tién trong within_text 1a
ky tu'sO 1. Néu ban bd qua start_num, né dUQc gan gia tri 1a 1.
Luu y: Néu find_text khong xudt hién trong within_text, FIND trd vé gia tri 10i
#VALUE!
Né€u start_num khdng 16n hon 0, FIND trd vé gid tri 16i #VALUE!
Né&u start_num 16n hon chi€u dai cUa within_text, FIND trd vé gi4 tri 16i #VALUE!
Vi du: FIND("M","Miriam McGovern") béng 1
FIND("m","Miriam McGovern") bang 6

FIND("M","Miriam McGovern",3) bang 8
Gia s ban c6 mOt danh sdch cic viing va cdc sO sé-ri trén mOt trang tinh, va ban
muOn trich tén cla cdc viing d6 nhung khong phdi cdc sO sé-ri tir mOi 6 tinh. Ban c6
th€ ding ham FIND d€ tim ky hi€u # vi ham MID d€ bd qua con sO sé-ri d6. A2:A4
chlra cdc viing sau véi céc sO se-ri tuong Ung: "Ceramic Insulators #124-TD45-87",
"Copper Coils #12-671-6772", "Variable Resistors #116010".
MID(A2,1,FIND(" #",A2,1)-1) trd vé "Ceramic Insulators"
MID(A3,1,FIND(" #",A3,1)-1) tr& v& "Copper Coils"
MID(A4,1,FIND(" #",A4,1)-1) trd vé "Variable Resistors"

m) Ham VALUE
Cong dung: Ding d€ d6i mOt chudi dai dién cho m6t sO thanh kiu sO
Cong thtrc: =VALUE(text)
text phai 1a dinh dang s0, ngay thing hodc bat ky mOt thoi gian ndo mién la
dugc Excel cong nhan.
Vidu:
DE trich ra s6 6500 trong SQA6500, ban c6 thé dung ham RIGHT()
=RIGHT("SQA6500", 4) — 6500
Tuy nhién két qua do ham RIGHT() c6 dudgc s& & dang text, ban khong th€ nhan
chia cOng trur gi v&i cdi "6500" nay dugc.

DE c6 thé tinh todn v&i "6500", ban phdi d6i né sang dang sO:

=VALUE(RIGHT("SQA6500",4)) — 6500
Ciing 1a 6500, nhung biy gi® ban cé th€ cOng trlr nhan chia v&i né.
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BAI 5
HAM THONG KE, HAM TOAN HOC VA LUONG GIAC
1. Hhm thOng ké
1.1. Chirc ning moét s6 ham théng ké chu yéu
a) Ham COUNT
Cong dung: ham cho két qua 1a mOt sO bi€u thi tOng cic & chlra dir liéu kiu sb
trong viing dé€m.
b) Ham COUNTA
Cong dung: Trd vé tOng sO cac gid tri khac rOng. Gid tril, gid tri 2,... c6 thé 1a gi4 tri
cUa céac ki€u d{r liéu hodc dia chi ving ch(a d{ liéu.
¢) Ham COUNTIF : D&€m cic ban ghi thod min di€u kién.
Cong dung: Dung d€ dém céc ban ghi thda man di€u kién.
d) Ham COUNTBLANK
Cong dung: PEm tGng sO 6 trOng trong ving d{F liéu
e) Ham RANK(x,y,[n]) : Tim th( hang cUa x trong khoi y tiiy thuOc vio tham sO n
(c6 th€ c6 hodc khong).
1.2. Cdch st dung ham théng ké
a) Ham COUNT
Cii phdp: = COUNT(Gia tri 1, gia tri 2, ....gia tri n)
Cong dung: ham cho k&t qua 1a mOt sO bi€u thi tOng cic & chlra dit liéu kiu sb
trong viing dém.
Vidu:  =COUNT(12,45, “Nguyén Vin A”,56) trd két qua 1a 3.
Ghi chi: Gi4 tril, gid tri 2,... gid tri n ¢6 thé 1a gid tri sO truc ti€p hodc dia chi viing
ch(ra gid tri 12 ki€u sO can dém.
b) Ham COUNTA
Cii phdp: = COUNTA(Gia tri 1, gia tri 2, ....gia tri n)
Cong dung: Trd vé tOng sO cac gid tri khac rOng. Gid tril, gia tri 2,... c6 thé 1a gi4 tri
cUa céac ki€u d(r 1iéu hodc dia chi ving ch(a d{ liéu.
Vi du: =COUNTA(12,45, “Nguyén Vin A”,56) trd két qua 12 4.
¢) Ham COUNTIF : D&€m cic ban ghi thod min di€u kién.
Cii phdp: = COUNTIF(viing dit liéu, di€u kién)
Trong d6: Di€u kién 1a bi€u thic ch(ra di€u ki€n so sanh, phadi d€ bi€u thlc so sanh
4 trong cdp dau ngodc *”
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Cong dung: Dung d€ dém céc ban ghi thda man di€u kién.
Chi y: Di€u ki€n 12 bi€u thlc so sanh truc ti€p.
Vi du: P&m xem c6 bao nhiéu ngudi c6 chlc vu 1a “NV”. G cong thUc:
= COUNTIF(C2:C13, “NV”)
d) Ham COUNTBLANK
Cii phdp: = COUNTBLANK(vung dit liéu)
Cong dung: P€m tOng s6 6 trOng trong viing d(T li€u
Vi du: =COUNTBLANK(A2:F13) trd k&€t qua 12 12 ( c6 12 6 khong ch(ra (¥ liéu).
e) Ham RANK(x,y,[n]) : Tim th( hang cUa x trong khoi y tuy thudc vao tham sO n
(c6 thé c6 hodc khong).
- Néu n=0 hodc khong c6 thi th(r hang 1 12 sO 16n nhat trong khoi y.
- Néun =1 thi th(r hang 1 13 s6 nhd nhat trong khoi y.
Vi du: Dua vao PTB cd nim, hiy x€p th& hang cla cic hoc sinh so vGi ca 16p:
Tai 6 H4 go: = RANK(G4,$G$4:$G$12,0) hoac = RANK(G4,$G$4:$G$12).
2. Ham toan hoc va luong giac
2.1. Ham todn hoc
a) Ham SUM: tinh tOng cic gid tri c6 trong danh séach.
Vi du: Ciac gia tri d0r li€u nhap vao cdc 6 Al, A2, A3, A4 lan luot1a 2, 3, 4, 5. Tinh
tOng cic gia tri trén trong 6 A5 nhu sau: =Sum(A1:A4) va két qud 1a 14.
b) Ham AVERAGE: tinh trung binh cOng céc gid tri c6 trong danh séch.
Vi du: Céc gia tri nhap vao cic 6 C1, C2, C3, C4, C5 lan lugtla 6,7, 8,5,9. Tinh
trung binh cOng cla cdc gia tri trong 6 C6: =Average(C1:C5) va két qua 1a 7.
¢) Ham ROUND: 1am tron gid tri dén n sO 1€:
Mau ham: ROUND(gi4 tri, n).n c6 thé 14 sO >0 hodc <O0.
Vi du: =ROUND(215678,-3) k&€t qud 14 216000
= ROUND(12345.234,2) két qua 1a 12345.23
= ROUND(1845.265,2) két qua 1a 1845.27
d) Ham MAX: Tim gid tri 16n nhat trong céc gi4 tri cUa danh séach.
Vi du: gid tri nhap vao cac 6 D1, D2, D3, D4 lan lugt 1a: 6, 5,7, 9.
Tim gi4 tri 1&én nhat trong cdc gid tri trén trong 6 D5: =Max(D1:D4) két qud 12 9.
e) Ham MIN: Tim gid tri nho nhat trong céc gid tri cUa danh sach.
O vi du trén thay Max bang Min trong 6 D5 thi két qua 1a 5.
g) Ham PRODUCT: Tinh tich céc gi4 tri trong vung dr li€u. Ham PRODUCT cho
phép tinh t6i da d€n 30 dia chi (hodc 30 sO)
Mau ham PRODUCT(Number1, number2,...)
Vi du: Tai cdc 6 Al, A2, A3 1an 1ugt nhdp céc gid tri 1a 2, 3, 4.
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Tai 6 A4 nhap =PRODUCT(A1:A3) két qua s& bing 24.
Néu dua tham sO vao cuOi ham thi k€t qud s€ 1a s6 1an clia tham sO v&i gid tri ban
dau.
O vi du trén, néu 6 A4=PRODUCT(A1:A3,2) thi k&t qua s& 1a 48.
h) Ham FACT: tinh giai thUa.
Mau ham: FACT(number).
Number 12 s d€ tinh giai thUra. Néu Number khong nguyén thi né dugc 1am tron.
Vi du: FACT(4) = 24 (=1%2%3+%4),

FACT(1.5) = 1

FACT(0) = 1
i) Ham ABS(X) : Cho gid tri tuyét d0i cla X.
k) Ham SQRT(X): Cho gia tri cin bac hai cUa X.
) Ham INT(X): Lay gid tri phan nguyén cla X.
m) Ham PI(): Cho gid tri 12 sO Pi.
n) Ham RANK(x,Block): Tim th(r hang cUa x trong khOi.
0) Ham MOD(n,x): Tim s0O du cUa phép chia n cho x.
p) Ham SUMIF : tinh tOng theo di€u kién.
2.2. Ham luong gidc
ACOS (number) : Trd v€é mOt gi4 tri radian nam trong khodng tUr 0 dén Pi, 1a
arccosine, hay nghich ddo cosine clla mOt sO nam trong khodng tlr -1 dén 1
ACOSH (number) : Trd vé mOt gid tri radian, 12 nghich ddo cosine-hyperbol clla mOt
s6 16n hon hodc bang 1
ASIN (number) : Tra vé& mot gia tri radian nam trong doan tU -Pi/2 dén Pi/2, 1a
arcsine, hay nghich ddo sine clla mOt sO ndm trong khodng tir -1 dén 1
ASINH (number) : Trd v€ mOt gi4 tri radian, 1a nghich ddo sine-hyperbol clla mét s6
ATAN (number) : Trd vé€ mOt gid tri radian nam trong khodng tUr -Pi/2 dén Pi/2, 1a
arctang, hay nghich ddo tang clla mét s6
ATAN2 (x_num, y_num) : Trd vé& mOt gi4 tri radian nam trong khodng (nhung
khong bao gdm) tU -Pi d€n Pi, 13 arctang, hay nghich ddo tang clla mOt di€m c6 toa
ddxvay
ATANH (number) : Trd vé& mot gid tri radian, 12 nghich ddo tang-hyperbol cla mOt
s6 nam trong khodng tUr -1 dén 1
COS (number) : Trd vé mOt gi4 tri radian, 12 cosine clla mOt sO
COSH (number) : Trd vé mOt gi4 tri radian, 1a cosine-hyperbol clla mOt sO
DEGREES (angle) : Chuyén dGi s6 do clla mOt géc tU radian sang d0
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RADIANS (angle) : Chuy&n d6i sO do clla mOt géc tUr dd sang radian
SIN (number) : Tra vé mOt gid tri radian 13 sine cla mot sO

SINH (number) : Trd vé& mOt gid tri radian, 1a sine-hyperbol clla mOt s
TAN (number) : Trd v€ mOt gi4 tri radian, 13 tang clUa mOt sO

TANH (number) : Tra vé& mOt gi4 tri radian, 12 tang-hyperbol clla mOt sO
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BAI 6

HAM LOGIC VA LAY THONG TIN TRONG EXCEL

1.

Ham logic
L.1. Chifc ning mot s6 ham logic cht yéu

a) Ham IF: Diéu kién (néu).
Ham IF tinh gi4 tri cUa bi€u thlc logic.
- Neéu biéu thirc logic c6 gid tri ding, ham nhdn gi4 tri 1
- Neéu biéu thlrc logic c6 gi4 tri sai thi ham nhdn gid tri 2.
b) Ham AND: Diéu kién két hgp. Him And nhdn gi4 tri ding trong danh sich khi
mOi diéu ki€n dé€u ding.
¢) Ham OR: Diéu kién lua chon. Ham cho gi4 tri ding trong danh sich khi mOt trong
céc diéu ki€n trong danh sich nhan gid tri ding.
d) Ham NOT: cho gii tri ding trong danh sich néu diéu ki€n sai va ngugc 1ai (phU
dinh).
1.2. Cdch sur dung ham logic
a) Ham IF: Diéu kién (néu).
Cu phép: IF(di€u kién, gia tri 1, gid tri 2).
Trong do:
- Piéu kién chinh 12 mOt bi€u thc logic. Bi€u thlc logic 12 mOt bi€u thlc todn
hoc né c6 th€ nhan moOt trong hai gia tri ding hodc sai (true, false)
- Gia tri ding, sai c6 th€ 1a s0, ky tU hay mOt ham IF khac.
Ham IF tinh gid tri cQa bi€u thlc logic.
- Néu biéu thUrc logic c6 gia tri ding, ham nhan gid tri 1
- Né&u biéu thUc logic c6 gi4 tri sai thi ham nhan gi tri 2.

A B C

1 | Ho tén hoc sinh Hanh kiém | Xép
thur

2 | Nguyén Thanh Lan | T6t

3 | Tran Manh Hai TB

4 | Lé Huy Kha

5 | Tran Thu Huyén Kha

6 | Nguyén Trong TB

Tudn

Vi dul: Gidm gid nhap cUa nhitng mat hang c6 SLN >60 di 10% gi4 nhap.
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Néu SLN>60 thi Gianhap — 0,1*Gianhap con khong thi gilt nguyén Gianhap
= [F(SLN>60, Gianhap — 0,1 *Gianhap, Gianhap)
Vi du 2: SU dung ham IF d€ dién x€p th( cho cic hoc sinh trong danh sich:
- Nhitng hoc sinh ¢6 hanh ki€m T6t x€p thir 1.
- Nhitng hoc sinh ¢6 hanh ki€m Kha x&p th(r 2.
- Nhitng hoc sinh hanh ki€m trung binh khong x€p th(r.
SU dung ham IF trong 6 C3 nhu sau:
=IF(B2="TOt”,1,IF(B2="Kha",2,0)).
b) Ham AND: Diéu kién k€t hgp. Ham And nhdn gi4 tri ding trong danh sdch khi
moi di€u kién déu ding.
Dang tOng quat: AND (Bi€u thUc 1, Bi€u thiic 2, ....)
Ham cho gid tri 13 diing (True) n€u Bi€u thiic] va Bi€u thUc2, ... cling ding.
Ham cho gi4 tri 12 sai (False) n€éu Bi€u thlcl hodc Bi€u th(c2 sai (= False).
Vi dul: =AND(1<2,5=5) cho két qua 12 TRUE.
= AND(1>2,5=5) cho két qud 12 FALSE.

Vidu 2: Ting luong: Néu 1a N{F va ¢6 ngay cong >=20: Luong + 20000, Con khong
thi gilf nguyén luong.
biéu kién: AND(Gioitinh = “Nu”, Ngaycong>=20)
=IF(AND(Gioitinh="Nu”, ngaycong>=20),Lu0ong+20000,Lu0ong)
¢) Ham OR: Diéu kién lua chon. Ham cho gi4 tri ding trong danh sach khi mOt trong
cdc di€u kién trong danh sich nhan gi4 tri ding.
Dang tOng quat: OR(Biéu thic 1, Bi€u thitc 2, ....)
Ham cho gid tri ding khi Bi€u th(tc1 hodc Bi€u th(ic2 diing
Ham cho gi4 tri sai khi Bi€u th(cl va Bi€u th(c2 sai (ca hai cling sai)
Vidul: =0R(1<2,5<>5) cho két qud 12 TRUE.

=OR(1>2,5<>5) cho két qua 12 FALSE.
Vi du 2: Ting luong cho nhimng ngudi ¢6 gidi tinh 1a N 1én 20000 hodc nhlng
ngUdi c6 ngay cdng >25 thi cling dUQc ting 1u'ong 1én 20000.
= [F(OR(Gioitinh = “Nu”,Ngaycong>25), Luong+20000,Luong)
d) Ham NOT: cho gii tri ding trong danh sich néu diéu ki€n sai va ngugc 1ai (phU
dinh).

Vi du: =NOT(1>2) cho két qua 1a TRUE.

2. Ham 1ay thong tin

2.1. Ham ki€m tra dit liéu
CELL: Lay thong tin vé dit 1iéu trong 6
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COUNTBLANK: Dém s0 6 trOng

ERROR.TYPE: L3y mi 16i

INFO: Thong tin vé mdi truOng hoat ddng clla EXCEL

IS FUNCTIONS: Cic ham ki€m tra ki€u dit liéu

ISEVEN: Kiém tra sO chan
ISODD: Kiém tra sO 1é&

N: Chuyén dGi gi4 tri thanh s
NA: Ding 16i #N/A! ddnh dau 6

TYPE: Trd v€ loai gi4 tri

2.2. Ham 18y thong tin trong Excel

a) CELL (info_type, reference) : Ly thong tin vé€ dinh dang, vi trf hay ndi dung
cla 6 & gbc trén bén trdi trong mOt tham chi€u

b) ERROR.TYPE (error_val ) : Trd vé€ mOt con sO tudng Ung vGi mOt trong céc tri
16i trong Excel hodc trd vé #NA! néu khong c6 16

¢) INFO (info_text) : Trd v€ thong tin clla mdi truOng hoat dOng lic dang 1am
viéc vdi MS Excel

d) IS... (value) : GAm cdc ham: ISBLANK, ISERR, ISERROR, ISLOGICAL,,
ISNA, ISNONTEXT, ISNUMBER, ISREF, ISTEXT. Dung dé kiém tra d{r liéu
trong Excel, Tat cd déu trd vé gia tri TRUE néu ki€m tra thdy ding va FALSE
né€u ki€m tra thay sai

e) ISEVEN (number) : Trd vé TRUE néu number 12 s6 chan, FALSE néu number
las61é

g) ISODD (number) : Tra vé TRUE né€u number 1 s6 1&, FALSE n€u number 12
s chan

h) N (value) : Chuy€n d6i mOt gid tri thanh mOt s

i) NA (value) : Dung d€ tao 10i #N/A! d€ ddnh dau c4c 6 rOng nham trdnh nhimg
van dé khong dinh trudc khi dung mOt sO ham cUa Excel. Khi ham tham chi€u t&i
céc 6 dugc ddnh dau, sé trd vé 10i #N/A!

k) TYPE (value) : Trd v€ loai cUa gi4 tri can tra c(tu
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BAI 7

HAM TIM KIEM VA THAM CHIEU

1. Hhm tim kiém

L.1. ChUrc ndng moét s6 ham tim kiém chu yéu
a) Ham Vlookup:
Ham tim gi4 tri tim ki€m (X) trong bdng tham chiéu, so sanh v{&i gi4 tri trong bang
tham chi€u d€ 18y dit liéu tUr bang tham chiéu theo cOt.
b) Ham Hlookup:
Ham tim gi4 tri tim ki€m (X) trong bdng tham chiéu, so sanh v{&i gi4 tri trong bang
tham chi€u d€ 18y d{t liéu tir bang tham chi€u theo hang.
c¢) Ham ADDRESS: Tao ra mOt dia chi 6 tinh dudi dang vin ban, cdc sO hang va
cOt cu thé cho trude.
d) Ham MATCH.
Ham trd vé vi tri tuong d0i cUa gid tri tim ki€m trong bang tim ki€m theo th( tu
nhat dinh.
C6 th€ dung Match thay vi s dung ham Vlookup hodc Hlookup (n€u ding céic
ham nay thi cong thUc s€ dai va phUc tap hon).
e) Ham INDEX:
- Trd vé gid tri clla mOt 6 trong viing tim ki€m dugc xac dinh bdi dong va cOt.
- Trd vé mot gid tri trong viing tham chi€u, dugc dinh ra theo hang cOt.
1.2. Cdch st dung ham tim kiém

a) Ham Vlookup:
Cii phdp: Viookup(X, bang tham chi€u, thtr tw c6t, tham s6)
Ham tim gi4 tri tim ki€m (X) trong bang tham chi€u, so sanh vGi gid tri trong
bang tham chi€u d€ 13y d{¥ liéu tUr bang tham chi€u theo cOt.
Trong d6: - X: 1a gi4 tri tim ki€m, ciing c6 th€ 1a ham.
- Bang tham chi€u 12 bang chtra d{t li€u ma cOt dau tién c6 gid tri trung v&i gid
trj tim ki€m X.
- Th& tu cOt 1a th( tu cOt trong bang tham chi€u ma ham Vlookup sé trd vé gid
tri. Th( tu cOt dau tién trong bang tham chi€u c6 sO th’ tu1a 1.
- Tham s c6 thé bang 0 hodc 1.

+ N€u tham sO = 0 thi ham trd v€ gid tri chinh xé4c, khi d6 bang tham chi€u
khong can pha1 sap x€p. Né€u gid tri tim ki€m khong khép véi bat ky phan
t(f ndo trong cOt dau tién cUa bang tham chiu thi ham cho gia tri #N/A.

36



Trwdng Cao dang Nghé Céng nghiép Ha nbi

+ Né€u tham sO =1 thi ham trd v€ gi4 tri tuong doi va khi d6 bang tham chi€u
phai sap x€p ting dan theo cOt dau tién. N&u gid tri tim ki€m nhd hon gid
tri dau tién trong bang tim ki€m thi trd vé #N/A.
Tham s6 bang 0 (FALSE) hodc 1a m0t s6 khéc 0 (TRUE).
Néu khong st dung tham sO hodc tham s6 13 mOt sO khac 0 (TRUE) thi khi s& dung
viing tham chi€u phdi dugc sap xép tUr A~ Z.
Vidu I:
Cho vi du nhu hinh trén. Hay dua vao bang phu cap chlc vu, tinh phu cap chlc vu
cho cic nhan vién trong cO quan X.
Tai 6 H3 ta 26: = VLOOKUP(C3,$A$11:$B$15,2,0)
Vi du 2: Dua vao bang x€p loai hoc 1uc cho hoc sinh, hay di€n cho cOt x€p loai
hoc tép ca nidm cho mbi hoc sinh?

Tai 6 H4 ta gd cong thuc:
— VLOOKUP(G4,$J$6:5K$11,2,1)
b) Ham Hlookup:
Cii phdp: Hlookup (X, bang tham chiéu, thir tu hang, tham s6)

Ham tim gi4 tri tim ki€m (X) trong bang tham chi€u, so sanh vGi gid tri trong
bang tham chi€u d€ 13y d{¥ liéu tUf bang tham chi€u theo hang.

Céc tham sO giOng nhu trong ham Vlookup chi khéc 13 18y gid tri theo hang.
¢) Ham ADDRESS: Tao ra mOt dia chi 6 tinh dudi dang vin badn, cic sO hang va cOt
cu thé& cho trudc.
Cii phap: ADDRESS(thf tu hang, thif tu cot)

Trong d6: - th(r tu hang 1a s6 hang d€ dung trong tham chi€u 6.

- th( tu cOt 1a th( tu cla cOt d€ dung trong tham chi€u .

Vidu:
ADDRESS(2,3) b&ng "$C$2" ( 2 1a s6 th(t tu hang th(r 2, 3 1 th tu cOt 12 cOt C)
ADDRESS(2,3,2) bang "C$2"
ADDRESS(2,3,2,FALSE) bang "R2C[3]"
ADDRESS(2,3,1,FALSE,"[Book1]Sheet1 ")béng "[Book1]Sheetl!R2C3"
ADDRESS(2,3,1,FALSE,"EXCEL SHEET") béng "EXCEL SHEET'!'R2C3"
d) Ham MATCH:
Ci phap: MATCH (gia tri tim ki€m, viing tim ki€m, ki€u)
Ham trd vé vi tri tuong d6i cla gid tri tim ki€m trong bang tim ki€m theo th(r tu
nhat dinh.

C6 th€ dung Match thay vi s& dung ham Vlookup hodc Hlookup (n€u dung cic ham
nay thi cong thUc s€ dai va phUc tap hon).
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Trong dé:

Luuy:

Gi4 tri tim ki€m 12 gid tri dugc dung d€ tim ki€m trong viing tim ki€m.

Gi4 tri tim ki€m c6 th€ 1a mOt gid tri (s, vin ban, hay logic) hay mOt tham
chi€u 6 t&i mOt sO, viin ban, hay gi4 tri logic).

Viing tim ki€m 1a ving dia chi lién tuc c6 chlra cic gi4 tri c6 th€ tim thay.
Ki€u c6 th€ 1a s0 -1, 0 hay 1. Ki€u chi r6 cdch Excel tim gid tri tim ki€m v&i
cdc gid tri tim ki€m trong viing tim ki€m.

Né€u ki€u 1a 1, MATCH s& tim gi4 tri I6n nhat nhd hon hodc bang gi4 tri tim
ki€m. Ving tim ki€m phai dudgc sap x€p theo th(r tu ting dan.

Néu ki€u 1a 0, MATCH s& tim gid tri ddu tién bang v&i gid tri tim ki€m.
Viing tim ki€m c6 th€ 4 trong bat ky th( tu nao.

Né€u ki€u tham chiéu 13 -1, MATCH s€ tim gi4 tri nh® nhat 16n hon hay bang
gid tri tim ki€m. Bang tham chi€u phdi dugc sdp x€p theo th(f ty gidm dan.
Neéu ki€u tham chi€u bj bd qua, né s€& dudgc cho Ia 1.

»

Match s& trd v€ vi tri cla gid tri tim dugc trong bang tham chi€u ch( khong
phdi chinh gia tri do. Chéng han, MATCH(“b”,{”a”,”’b”,’c”},0) s€ trd vé 2
(d6 1a vi trf tuong d6i clia “b” trong maAng {“a”,”b”,”c”}

Match khong phan biét cic mau tu ch(r hoa hay ch(f thuOng khi tim cic gi4 tri
vin ban.

Néu MATCH khong thanh cong trong vi€c tim kiém, né sé trd vé gid tri 10i
#N/A

Néu ki€u tham chi€u 12 0 va bang tham chi€u 12 vin bdn, gid tri tim ki€m c6
th€ ch(ra cic ky tu dai dién, ddu hoa thi (*) va dau hdi (?). Dau hoa thi dai
dién cho cac ky tu lién ti€p nhau; ddu hoi dai dién cho mOt ky tu don.

Vidu I:

Gid st dua vao phan vi du cla ham Vlookup, hdy tim vi tri cUa hQc sinh tén 1a
“Thanh”. Ta g6 cong thiic = MATCH(“Thanh”,C4:C11,0) trd k€t qua 12 5

Vi du 2: Tim gi4 tri 50 xudt hién trong diy sO & bang bén.

Ta gd cdng thUc = MATCH(50,B2:B6,1) trd két qud 12 3(vi tri th(r ba tuong Ung vGi
s0 45). Trong truOng hgp nay ving tim ki€m sdp x€p ting dan.

e) Ham INDEX:

* Ciiphdp 1:  INDEX(vung tim ki€m, dong, cOt)

Trd v€ gid tri cla mOt 6 trong viing tim ki€m dudc x4c dinh bdi dong va cOt.
Ham INDEX trd v€ gi4 tri trong 6 tinh tai giao di€m cUa hang va cOt.

Vidy I:

= INDEX(B2:C6,4,2) trd két qua 12 43.

* Cu phdp 2:

INDEX (viing tham chiu, hang, c6t, [sd hi€u viing))

Trd vé mOt gi4 tri trong viing tham chi€u, dugc dinh ra theo hang cOt.
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Trong dé:

- Vung tham chi€u 12 mOt hodc nhi€u viing tham chi€u, n€u ch(fa nhi€u ving
tham chi€u thi phdi dugc ngiin cich v4i hang va cOt bdi cap dau “()”.

- S0 hiéu ving d€ chi ra tham chi€u theo hang cOt & ving 1 hodc 2, ... sO hiéu
viing dau tién 1a 1, viing th( 2 1a 2, va v.v... Néu s6 hiéu viing bi bd qua,
INDEX dung sO hiéu ving 1a 1.

Vi du 2:

Gid sU c6 bang tinh nhu hinh bén:
Gid s gd cong thuc:
—INDEX((A3:B10,A13:B17),3.2,1)
s€ trd két qua 1 “ Budi”.

— INDEX((A3:B10,A13:B17),3,2,2)
sé trd k€t qud 12 “ Miing cut”.

Ngoai ra con c6 cac ham sau:

g) Him LOOKUP (lookup_value, lookup_vector, result_vector) : Dang VECTO -
Tim ki€m trén mOt dong hodc mOt cOt, n€u tim thdy sé trd vé gid tri clla 6 cling
vi trf trén dong (hodc cOt) dugc chi dinh

h) Ham LOOKUP (lookup_value, array) : Dang MANG - Tim kiém trén dong
(hodc cOt) dau tién clla mOt mdng gi4 tri, n€u tim thdy s€ trd vé gid tri clla &
cling vi trf trén dong (hodc cbt) culi cling trong mang dé6

2. Ham tham chi€u
2.1. Chic ning mét s6 ham tham chiéu

a) Ham AREAS: Trd vé sO ving tham chi€u trong mOt tham chi€u. MOi viing
tham chi€u c6 th€ 1a mo6t 6 rdi rac hodc 1a mOt diy 6 lién tuc trong bang tinh

b) Him CHOOSE: Chon mOt gi4 tri trong mOt danh sdch

c)Ham COLUMN: Tra vé s0 th(r tu cOt cUa 6 dau tién G géc trén bén trai cla
viing tham chi€u

d) Him COLUMNS: Tra vé s0 cOt cUa ving tham chi€u

e) Ham INDIRECT: Tra v€ mOt tham chi€u tlr chu0i ky tu. Tham chi€u dugc trd
v€ ngay tUc thoi d€ hién thi nbi dung cla ching - Ciing c¢6 th€ diing ham
INDIRECT khi muOn thay dGi tham chi€u t&i mo6t 6 bén trong mOt cong thlc ma
khong can thay dGi cong thirc d6
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g) Ham ROW: Tra vé s0 th( tu dong cUa & dau tién G géc trén bén trai clla viing
tham chi€u
h)Ham ROWS: Trd vé s6 dong cUa viing tham chi€u

2.2. Cdch st dung ham tham chiéu

a) Him AREAS (reference) : Tra vé sO vung tham chi€u trong mOt tham chiéu.
MO0i viing tham chi€u c6 th€ 1a mOt 6 roi rac hodc 1a mOt day 6 lién tuc trong
bang tinh

b) Him CHOOSE (num, valuel, value2, ...) : Chon mot gia tri trong mOt danh
sach

¢) Him COLUMN (reference) : Tra v€ sO th(r tU cOt clla 6 dau tién & géc trén bén
trdi cUa viing tham chi€u

d) Him COLUMNS (reference) : Tra vé sO cOt cUa vung tham chi€u

e) Ham INDIRECT (ref _text, al) : Tra vé mOt tham chi€u tU chubi ky tu. Tham
chi€u dugc trd vé€ ngay tUc thOi d€ hién thi nbi dung cla ching - Ciing c6 thé
diing ham INDIRECT khi muGn thay d0i tham chi€u t&i mOt 6 bén trong mOt cong
thlfc ma khong can thay doi cong thlic d6

g) Him ROW (reference) : Trd vé s0 th( tu dong cUa 6 dau tién & géc trén bén
trdi cUa viing tham chi€u

h) Ham ROWS (reference): Trd vé sO dong cUa vung tham chi€u.
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BAI 8
QUAN LY DU LIEU TREN EXCEL
1. C4c khai niém co ban
1.1. Khdi niém dirliéu
D(r liéu dugc nhdp vio tU ban phim va dugc thé hién trén dong nhép dit liéu va tai
0 hi€n thi. Con trd Text xudt hi€n ngay trong 6 d{I li€u cho phép céc thao tic tinh
chinh truc ti€p vai sO liéu va cac ky tu cla dr liéu.
Cic loai dit liéu: Excel phan biét hai loai d{t liéu: Hang s6 (Constant value) va
Cong thUc (Formula value).
1.2. Khdi niém co's0& dirliéu
CO s dit li€u (database) 12 tap hgp cdc thong tin vé mOt van dé can qudn ly dugc
t0 chlic c¢6 cau tric theo dong va cOt.
1.1. Khai niém ving CSDL (Database): La tap hop céc dit liéu dugc sdp x€p trén
mOt viing ch{t nhat cUa bang tinh (theo cOt va hang), c6 cling chung mdt cau tric.
1.2. Céc y€u td cila CSDL: CO's& dit liéu gém cé:
Field (truOng): TruOng 12 mOt thuQc tinh can qudn 1y & trén CSDL, thong
thudng né 1a mOt cOt G trén bang tinh. Tén truOng chinh 14 tén céc tiéu dé cla
cOt dir liéu.
Ban ghi (record): La d{t 1iéu cla 1 dOi tugng can qudn 1y va thong thudng né
l1a 1 hang trong CSDL.
Quan tri dif liéu trong EXCEL bao gbm céc cong vi€c: Sap x€p; Tim ki€m; Két
xudt dit liéu (1oc d{t liéu); TGng hgp dt liéu; Tinh todn va céc thao tic truc ti€p voi
ban ghi va trudng cla CSDL...
2. Sap x€ép, dat loc va tong két dit liéu
2.1. Sap xép dirliéu
a) Khai niém truong khoa:
TruOng ma quyet dinh trat tu sap xep céc ban ghi trong CSDL thi g0i Ia truOng
khéa. Khi sap x€p c6 th€ si dung nhiu truOng khéa trong truGng hgp céc ban ghi
c6 mOt sO truOng khoa triing nhau.
b) Thao tac sap x€p dir liéu:
Kich chu0t vao viing bang tinh can sdp x€p hodc tao khoi cho viing bang tinh
can sap x€p.
Thuc hi€n 1€nh Data/Sort, xuat hi€n hOp hoi thoai Sort:
Trong hOp Sort chi y c4c thong sO sau:
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- Sort by: kich chon tru0ng khod can sap x€p.

- Sort On: chon ki€u dit liéu sap x€p

- Order: chon kiéu sép x€p dugc xéc dinh béng céch chon hodc ting (A to Z)
hodc gidm (Z to A).

, s

- Chi y: trong hOp Oder chon Custom list...xudt hi€n hOp hoi thoai Custom

list: € nhap danh sach sap x€p theo tiéu chudn ma ngudi dung tu dat ra.

- Tai vi tri My data has headers: x4dc dinh xem viing d{t li€u dugc chon ¢6 dong
Tiéu dé (Header row) hay khong (No header row).

- TruOng hop chon trudng khéa ti€p theo d€ quyét dinh trat tu sdp x€p, kich
nit Add Level, xudt hién hOp Then by: ta chon tén truGng khod ti€p theo, va
ki€u sap x€p.

- Niit Delete level: xo4 hdp Then by can chon.

Niit Options trong hOp hoi thoai nay cho phép chon céc cich sap x€p theo
hang hodc theo cOt. Khi can ta kich chon niit Options xudt hién HHT Sort
Options.

- Orientation: huGng sap x€p. Sort top to bottom — Ung v&i khéa sdp x€p la cic
cOt. Sort left to right — Ung v&i khéa sap x€p 1a cic hang.
- Lua chon Case sensitive gitip Excel phén biét ch(t in hoa va in thuOng khi sap
x€p dir liéu 1a chir.
- Nhan niit OK d€ khdi tao sap x€p.
¢/ Sap x€p nhanh co s@ dir liéu
Chon bi€u tugng Sort Ascending d€ sap x€p t A Z, bi€u tugng Sort Descending
d€sapx€ptuZ A.

2.2. bat loc dirliéu
Loc dit1iéu: cho phép tim ki€m thong tin theo cic di€u ki€n cho trudc cla dit liéu.
2.2.1. Loc tu déng (Auto Filter) - Tim ki€m nhanh ban ghi

Thao tac 10c:
Chon vung c0 s@ dt liéu dinh 1oc
Chon thyc don Data  Filter ~ Khi d6 & bén phdi m0i tén truOng s& xudt
hién cdc mii tén chi xudng tai cic trudng, (g0i 1a mii tén hOp 10c) ta c6 thé
tim ki€m bdn ghi trong cic trudng.
Sé ¢6 2 trudng hgp xdy ra:
a) Loc cdc ban ghi c6 gia tri cUa trudng can 1oc tring v&i mOt gia tri cu thé cla
truOng d6. Khi d6 ta chi can kich chudt 1én gi4 tri cUa truOng can loc.
b) Loc cdc ban ghi thda man bi€u thirc logic hodc ndam trong mot giGi han nao d6
Vi du ta can tim ra nhiing ngudi c¢é ngay cong >20 va <25, hodc nhiing ngudi c6
Luong CB tu 500000 dén 800000.
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Trong truOng hop d6 ta kich chon Number Filters /chon Custom filter xudt hién hlp
hOi thoai Custom Auto Filter cho phép tim theo di€u kién:
* Tao Custom Auto Filter:

- Trong d6 c6 hai hOp nho bén trdi ding d€ ghi céc tiéu chudn so sanh:

- Chon mOt tiéu chudn: kich vio mii tén cUa hOp dau tién d€ chon cic todn tr
so sdnh (equals, does not equal ...). Sau d6 go hodc chon gia tri dinh so sénh &
hOp bén phai.

Chii y: d0i vGi gi4 tri dinh so sdnh 1a dang ky tu, c6 th€ 4p dung ky tu dac biét ? (d€
dai dién cho 1 ky tu) va ky tu' * (dai dién cho mOt diy céc ky tu).

- Chon hai tiéu chudn:

- Pat tieu chudn th( nhat: chon céc todn tU so sanh trong hOp bén trai va chon
hodc gb gia tri dinh so sanh & hdp bén phdi cla phan trén. Kich chon niit And
hodc Or d€ lién két hai diéu kién.

- Pat tiéu chudn th( hai: chon céc todn tU so sanh trong hOp bén trai va chon
hodc go gi4 tri dinh so sdnh & hOp bén phai clia phan dudi.

- Kich vao nut OK

Chii ¥: Sau khi 1Qc thi trén bang tinh chi xudt hién nhiing ban ghi thda min

diéu kién loc D€ hién lai tat cd cdc ban ghi thi ta kich niit Clear trén hOp Filter
hoac chon Clear filter from.

2.2.2. Loc nang cao (Advanced Filter) - Tim ki€m theo di€u kién.

Advanced Filter dung d€ tim cdc ban ghi thda min cic di€u ki€n phlc tap hon. Pay
1a chUc ning 10c¢ ning cao tuong Ung v&i céc tidu chudn so sanh gian ti€p. DE si
dung Advanced Filter bat buOc phdi diing viing tiéu chudn d€ 1oc dit liéu.

a) Cic yéu td co ban dé loc:

P& thuc hién viéc 1oc d(t liéu ta phdi x4c dinh cdc y€u t6 cO ban sau trén bang tinh:
Viing dit liéu (Database): ch(ta toan b0 d{t li€u can xU 1y k€ cd dong tiéu dé.
Ving tiéu chudn (Criteria): ch(fa cic tiéu chudn (di€u ki€n) ma cic ban ghi
phdi thda man.

Ving tiéu chudn gOm tOi thi€u hai hang. Hang dau chfa tiéu dé cla vung tiéu

chudn. Céc tiéu d€ cla tiéu chudn hodc 1a tén truOng hodc 1a tén bat ky phu thudc

vao phuong phap thié€t 1ap tiéu chudn truc ti€p hodc gian ti€p). TU hang th( hai tré

di 1a tiéu chudn cUa c0 s& d{t liéu. Trong Excel c6 hai loai viing tiéu chudn:

1/ Ving tiéu chudn so sdnh truc tiép (TCSSTT): cho phép ta dua vao cic tiéu
chudn dé€ so sanh s0 liéu trong mOt trudng cla CSDL vGi mOt gi4 tri ndo d6. Ving
tiéu chudn so sanh truc ti€p dugc tao ra theo nguyén tac sau:

- Phai c6 it nhat 12 hai hang, hang dau ghi tiéu dé cho c4c tiéu chudn, tiéu dé c6
tén trung v&i tén trudng cla ving dit 1iéu can 1oc.

- Hang th(r hai tr& di d€ ghi céc tiéu chudn so sanh. Cach g tiéu chudn 1a gb gid
tri can so sanh, truGc cdc gid tri d6 c6 th€ thém céc todn t so sanh nhu' >, >=,
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<,<= d€ qui dinh c4c ban ghi can tim c6 gia tri trong truGng can so sanh voi
gia tri dua ra.
Cdc tiéu chudn trén cing mOt hang duoc thuc hién dbng thoi. Cdc tiéu chudn trén
cdc hang khdc nhau duoc thuc hién khong dong thoi.
Vi du vé cich viét tiéu chudn so sanh truc ti€p

ChUc vu
NV
Luong
150000
Diéu kién don:
LuoOng
> 150000
Ngay sinh | Ngay sinh
<1/1/80 >1/1/70
Diéu kién hon hop
*) Cling 1 truOng:
Ngay sinh | Ngay sinh
<1/1/70
>1/1/80

+ Diéu kién dOng thOi (va):

Chlc vu |Luong
NV 1200000
+ Diéu kién khong dong thGi (hodc):
Chlcvu | Luong
TP
>=
1500000

*) Khac truong:
- biéu kién d0Ong thdi (va):
- biéu kién khong dOng thdi (hodc):

2/ Ving tiéu chud@n so sdnh gidn ti€p (TCSSGT): cho phép ta dua vao cdc tiéu
chudn d€ so sanh d{t li€u hodc mOt phan d{r li€u v&i mot gia tri cu thé.

- Vung TCSSGT chi cé hai hang, trong d6 hang dau ghi tiéu dé cUa céc tiéu

chudn. Tiéu dé nay c6 th€ dat tén bat ky nhung khong dudc trung v4i tén
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truOng. Céc tiéu chudn tim ki€m dugc ghi vao hang th(t hai. M0i tiéu chuén
phai 12 mOt cong thic.

Nguyén tac cO ban d€ dua mOt cong thlc vao viing TCSSGT la: Néu dua sO
liéu cla cic trudng can so sanh vio cong thlc thi né phdi cho két qua 13 mOt
gid tri logic (tUc 1a nhan mOt trong hai gid tri TRUE hodc FALSE).

Vi du vé céch viét tiéu chudn so sanh gidn ti€p:

TIEU CHUAN UNG DUNG

=LEFT(Tén mat hang,3)="Bia" Tim ra tat cd nhiing mat hang
la Bia

=RIGHT(TRIM(PROPER(HO Tim nhing ngU0i c6 tén la

tén)),5)="Huong" Huong

=T6ng tién ban <100000 Tim tat ca ban ghi c6 gid tri
trong truOng tOng ti€n ban nho
hon 100000

=Ngay>Date(2009,10,7) Tim tat cd ban ghi sau ngay
7/10/09

=AND(MONTH(Ngay)=8,YEAR(Ngay) | Tim tat ca bdn ghi trong thang
=2009)

8 nam 2009

vidu: = AND(LEFT(BS,I)=”Nguyén”,F5>=1200000,F5<=2000000)
b) Cac budc thuc hi€n loc niang cao:

Tao viing tiéu chudn (di€u kién).

Chon ving c0 s@ d{T liéu.

Chon thuc don Data  trong muc Filter ~ chon Advanced. Khi d6 xudt hién
mOt hOp hdi thoai Advanced Filter:

Trong muc Action:

Lua chon Filter the List, in place: 10c danh sdch tai chinh vi tri cla CSDL
Copy to another location: 10c va dua k€t qua dén viing khic cla bang tinh, dia
chi dugc xdc dinh bdi dong Copy to.

List Range: dia chi ving d{r liéu.

Criteria Range: dia chi viing diéu kién.

Copy to: dia chi ving dich

Lua chon Unique records only: chi mu6n hién mOt ban ghi trong s cic ban
ghi trung nhau.

Kich vao OK

2.2.3. Trich rit cdc mau tin

Thao tic 10c hay con g0i 1a rit trich d{f li€u dugc ti€n hanh theo 1 trong 2 cich 1oc
nhU trén. Sau khi ti€n hanh 10c dugc két qua ta c6 th€ sao chép két qua 10c dé sang
mOt viing khéc trén bang tinh va van d{f nguyén dugc viing co sé dit 1iéu ban dau.
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2.3. Téng két dir liéu theo nhom
TGng hgp d{t liéu theo nhém (SUBTOTAL)
2.3.1. Khai niém

Sub Total 12 mOt chlc ning cho phép tao cic dong t6ng két dr liéu trong mot
Database. Sub Total s€ chen vao dit li€u tai céc vi trf can thi€t cdc tinh todn thOng ké
theo yéu cau cUa ngudi si dung.

PE khdi tao Sub Total d{f liéu can dudc sap x€p trudc d6. Cic sO liéu dugc sap
x€p s& tu dOng phan chia thanh cdc nhém dif li€u. Sub Total thuc hi€n cic tinh todn

tOng
2.3.2

k&t cho chinh cic nhém dit 1i€u nay. D li€u can phdi cé hang tiéu dé.

. Cac budc thuc hién:

Chon vung d{r liéu.

Sap x€p dir liéu theo truOng can tao Sub Total

Thuc hién 1énh Data/ Subtotal. Xudt hi€n hOp h0i thoai Subtotal v3i cic
thong sO sau:

Trong hOp At each change in: chon truGng cUa dr li€u ma theo truOng nay tai
mOi vi tri thay d6i Excel s& chén vao mOt dong Subtotal tlrc 12 dong thuc hién
cdc phép tinh can thiét.

Use function: chon ham dudc sU dung khi tinh todn tOng két d{r 1iéu. Ham
ngam dinh 14 18y tGng (SUM).

Add subtotal to: chOn céc truOng can tinh todn. Excel s€ cheén céc gid tri tinh
todn tai mOi trudng nay.

Cac lua chon khiac:

Replace current subtotal: thay th€ Subtotal di c6 san.

Page break between group: chén ddu ngat trang tai moOi vi tri chéen dong
Subtotal.

Summary below data: chen két qua tOng hop dudi d{ liéu.

Nit Remove all ding d€ hly moOi Subtotal di thuc hién.
Nhén nit OK dé€ khdi tao Subtotal.

. Huy bo tinh niing cUa SubTotal

Chon thuc don Edit  Undo Subtotal
Chon thuc don Data  Subtotal Remove All.

2.4. Téng hop dirliéu bang Consolidate
2.4.1. Khai niém:
ChUc ning CONSOLIDATE dugc dung d€ tong hop d{F liéu clla mOt hay nhiéu

vung

d{t liéu khéc nhau va dua vao mOt bang tGng hop.
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2.4.2. Cac thao tac thuc hién:
Pat 6 sang tai vi tri k€t xudt két qud tOng hop hodc chon hang tiéu dé cla
cdc truOng muln tOng hop dit liéu.
Chon Data Consolidate. HOp h0i thoai Consolidate xudt hién:
- Trong hOp Function chon ham s can tGng hap.
- Trong dong Reference g& hodc chon dia chi ch(ra cic dit liéu can tdng hop.
Kich nit Add d€ bG sung dia chi dé vao hOp All references.
- TruGng hop viing dif liéu gbc nam trén bang tinh khic, kich nit Browse dé
chon file va gé dia chi viing d{ 1iéu goc.
-Né€u muln x6a dia chi trong hOp All references, kich chuQt vao né va chon
Delete.

- Chon céc lua chon sau néu can thiét:
Top row: st dung hang trén cuing cUa cdc ving d{ 1iéu gbc trong viing dich.
Left Column:sUr dung cOt trdi dau cUa céc vung d{r li€u gbc trong ving dich.
Creat links to source data: tao lién két gi(ra dt 1iéu cUa cdc ving gbc va két
quad cUa ving dich. (Lua chon nay chi dudgc phép st dung khi viing két qua
dich nam & bang tinh khac cla bang tinh chu4 viing dit liéu gdc).
- Chon OK.
3. Thao tac v6i mOt s6 ham CSDL co ban
3.1. Ham DAVERAGE, DMAX, DMIN, DSUM
a) Him DSUM: tinh tOng theo di€u kién.
Ciu phdap: DSUM(database, field, criteria)
DSUM (Vung CSDL, COt tri sO can tinh tOng, Ving tiéu chudn).

Ham DSUM: Tinh tOng gid tri cUa truOng(field) trong CSDL (Database) thda mén
diéu kién trong ving tiéu chudn (Criteria).

Trong d6: - database: dia chi cUa viing CSDL ch(ra cd hang tiéu dé;

- field: “tén truGng” can tinh tOng (tén truOng phdi d€ trong cap dau
nhdy kép. C6 thé thay tén truGng bang sO th(r tu clia cOt chira truOng
d6 k€& tur bén trédi trong ving CSDL;

- Criteria: dia chi cUa vung tiéu chudn (viing di€u kién).
b) Him DMAX: tinh gid tri 16n nhat theo di€u kién.
Cii phdp: DMAX (Vung CSDL, COt tri sO can tinh MAX, Vung tiéu chudn).
Tim gi4 tri 16n nhat cla trudng (field) trong CSDL (database) thOa man di€u ki€n
trong ving tiéu chudn (Criteria).
¢) Hhm DMIN: tinh gi4 tri nh® nhat theo di€u kién.
Cii phdp: DMIN (Ving CSDL, COt tri sO can tinh MIN, Vung tiéu chudn).
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d) Hhm DAVERAGE: tinh gi4 tri trung binh theo di€u ki€n.
Cu phap:
DAVERAGE (Viing CSDL, COt tri s6 can tinh gid tri TB, Vung tiéu chudn).

DAVERAGE(database,field,criteria): tinh trung binh cOng cUa truOng (field) trong
CSDL(database) thOa mén di€u kién trong viing tiéu chu8n(Criteria).

3.2. Ham DCOUNT, DCOUNTA.
a) Ham DCOUNT: dé€m danh sich ban ghi gi4 tri sO theo di€u kién.

Cii phdp: DCOUNT (Ving CSDL, COt tri sO can dém, Vung tiéu chudn).

DCOUNT (database, field,criteria): dém tGng s6 cUa nhitng ban ghi trong CSDL trén
truOng khai thic thda min di€u kién trong viing tiéu chudn.

b) Ham DCOUNTA
Cii phdp: DCOUNTA (Vung CSDL, COt tri sO can dém, Vung tiéu chudn).

Ham Dcounta diing d€ d€m tGng s6 ban ghi cla mOt trudng nao d6 theo di€u kién.
(s dung dudgc cho tat ca cic trudng sO, ky tu...)
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IN TAI LIEU TREN EXCEL
1. Pinh dang trang vin ban cho bang tinh

L.1. Pinh dang co gidy, hubng in

Chon thuc don Page Layout/ Size, kich chon c§ gidy.
DE chon hudng gidy in: Chon thyc don Page Layout/ Orientation.
Hodc chon thuc don Page Layout  Page Setup, xudt hién hdp thoai Page
Setup v@&i cac nhan:
Chon nhin Page d€ chon c@ gidy va hudng gidy khi in ra:
- Portrait: dat trang gidy doc

- Landscape: dat trang gidy ngang.

- Adjust to: in theo ty 1€ %.

- Fit to: s& dung khi trang in thiu 1 vai dong, Excel s€ di€u chinh d€ vlra 1
trang.

- Paper Size: kh@ gidy in.

- Print Quality: chat luong in, cang nhi€u dpi, d0 in cing nét.

1.2. Dat 1€ cho trang in

Chon thuc don Page Layout  Page Setup, xuat hi€n hOp thoai Page Setup v6i
céc nhan:
Kich chon nhan Margin:

Top: dat 1€ trén.

Bottom: dat 1& dudi.

Left: dat 1€ tréi.

Right: dat 1€ phai.

Horizontally: ciin gi(ra theo chi€u ngang.

Vertically: cin gilta theo chiéu doc.

1.3. Tao tiéu dé trén, tiéu dé dudi cho trang

Chon thuc don Page Layout  Page Setup, xudt hi€n hQp thoai Page Setup v&i
céac nhan:
Kich chon nhan Header/Footer:
- Header: dong tiéu dé dau trang.

- Footer: dong tiéu dé cui trang.
- Custom: dong tiéu dé do ngudi st dung dat.
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1.4. Lap lai tiéu dé bang tinh khi sang trang
Chon thuc don Page Layout  Page Setup, xuat hi€n hOp thoai Page Setup v&i
céac nhan:
Kich chOn nhan Sheet:
Print Area: vung in.
Print Titles: 1ua chon dong hay cOt sé dugc 1ap lai & céc trang sau:

Rows to repeat at top:

Columns to repeat at left:
- Gridline: bavtat cdc dong k& ngdm dinh trong bang tinh. Khi bang tinh
dugc dinh dang bang dudng ké thi tat ché do nay khi in.
- Row and column headings: 1Ua chOn dé€ in ra cdc tiéu dé hang hodc cOt
cUa bang tinh.
- Page Order: th( ty trang in.

2. In bang tinh

2.1. Chon may in
Tim hi€u hbp thoai Print

- Kich nit Office Button  Print/ Print hodc nhén t6 hop phim Ctrl+P. Xuat hién
h&p thoai Print:
Muc Printer: LUa chon tén mdy in k€t n0i v3i mdy tinh.
Muc Print range: lua chOn trang in
+ All: in toan b0 cdc trang trong bang tinh.
+ Page(s) From...To....: in tU trang .... dén trang ...
Muc Print what:
+ Selection: in nh{tng viing dugc chon.
+ Active Sheet: in bang tinh (Sheet) hi€n thdi.
+ Entire Workbook: in toan b0 t€p bang tinh chlra d{t liéu.
+ Copies: sO ban in.
2.2. Chon kho gidy in
DE chon kha gidy in kich niit Properties trong hp thoai Print
Chon nhan Paper/Quality: Trong muc Paper Size: chon khG gidy in.
2.3. Chon hinh thuc in

- Kich nit Office Button  Print/ Print hodc nhén t0 hop phim Ctrl+P. Xuat hién
hOp thoai Print:
Muc Print range: 1U'a chOn trang in
+ All: in toan b0 cdc trang trong bang tinh.
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+ Page(s) From...To....: in tU trang .... d€n trang ...

Muc Print what:

+ Selection: in nhitng viing dugc chon.

+ Active Sheet: in bang tinh (Sheet) hi€n thoi.

+ Entire Workbook: in toan b0 tép bang tinh chta d{ liéu.
+ Copies: sO ban in.
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MUC LUC
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