Trung tam Khao thi va Céng nghé thdng tin Trwdng Pai hoc Y Dwgc Can Tho

TRINH BAY BANG TINH EXCEL

BAI 1: GIOI THIEU EXCEL

I. ChUrc ning

Phan mém Microsoft Excel for Windows 12 phan mém x(r 1y bang tinh dién t& nGi ti€ng
cUa Microsoft va 1a phan mém bdng tinh di€n t& dugc s dung phd bi€n hi€n nay. V&i nhi€u
cong cU manh mé cung v&i cac chlc ning phong phu gidp xU' Iy bang tinh nhanh va chinh xac.

Ngoai ra hé thOng ham kh4 day dU gidp gidi quyét céc thao tdc tinh todn thong thulng va cd
linh vuc thOng ké.

MOt sO phién ban cla Microsoft Excel bao gdm: Microsoft Excel 6.0; Microsoft Excel
97; Microsoft Excel 2000; Microsoft Excel 2002; Microsoft Excel XP; Microsoft Excel 2003...

I1. Goi va thoat Excel.

1. Goi chuong trinh Excel

C6 thé thuc hién bang mdt trong cic cich sau:

- Nhap chubt tri 2 1an trén bi€u tugng cla chuong trinh Excel trén man hinh nén (néu
co)

- Nhap chudt trai 2 1an 1én tén tap tin vin ban do Excel tao ra.

- Vao menu Start\Program\Microsoft Office\Microsoft Excel

2. Thoat chuong trinh Excel

C6 thé€ thoat khoi Excel bang mOt trong cic céch:

- SU dung phim gé tat Alt + F4 (bam gilt phim Alt, g5 phim F4).

- Chon 1énh File/ Exit.

- Click vao niit Xl nam phia trén, bén phai cUa thanh tiéu dé.

- Nhap chudt tri 2 1an vao bi€u tugng cla Excel & géc trén bén tri cUa thanh tiéu dé.

III. Cac thanh ph@n trong cUa sO 1am viéc ca Excel

1. Man hinh cUa s6 1am viéc cla Excel
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3.2. Thanh tiéu dé
Cho biét tén chuong trinh Ung dung, tén tap tin

3.3. Thanh thuc don 1énh
Cung cap cic nhém 1€nh 1am viéc véi bang tinh

3.4. Thanh cong cu

Cung cap céc niit thao tic nhanh

3.5. Thanh cong thtc (Formula bar)
GOm 6 Name Box hién thi toa d0 6 soan thdo va n0i dung d{t liéu cla &

3.6. Thanh trang thai
Cho biét thong tin v€ bang tinh, v€ trang soan thdo, k€t qud cOng don gidn,...

3.7 Che gi@u/hi€n thi cdc thanh cong cu

- Nhép chOn thuc don View chOn Toolbars
- Di chuyén chut sang phdi d€ thao tdc chon hodc bd thanh cdng cu hién thi

IV. Khai niém: cOt, dong, 6, sheet, Workbook.

4.1. Quan ly Workbook.
MOt tap tin cUa Excel dugc goi 1a mOt Workbook vGi tén c6 phan md rdng mdc nhién
1a .XLS. MOt Workbook dugc xem nhu 1a mOt tai li€u gOm nhi€u trang lam viéc.
MObi trang lam viéc dudc goi 1a mOt Sheet, c6 tOi da 255 Sheet, mac dinh chi ¢6 3
Sheet, sO lugng cdc sheet mac dinh c6 thé thay d6i theo tuiy chon cla ngudi s dung. Céc
Sheet dugc dat theo tén mac nhién la: Sheetl, Sheet2, sheet3, ...
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4.2 Cau tric mO6t Worksheet:
MOi mOt sheet dugc xem nhu 12 mOt bang tinh gdm nhi€u dong, nhiéu cot.

4.3 Dong (Row):
C6 t0i da 12 65.536 dong, dudgc danh sO tU 1 dén 65.536

4.4 Cot (column):
C6 t6i da 12 256 ¢dt, dugc danh 6 tIf A, B,..Z,AA,AB...AZ, ..V

450 (cell)
La giao cUa cOt va dong, d{r li€u dugc chlra trong céc 6, gilta cic 6 c6 1udi phan
céach. Dia chi clla mOt 6 dugc x4c dinh bang tén cOt trudc va tén dong sau. Vi du C5

4.6 Vung (range):

La tap hop cdc . Pia chi mOt ving dugc xdc dinh bang 6 géc bén trai va 6 géc
dudi bén phadi dudc cach nhau bdi dau hai chdm (:). Vi du A1:C5

V. Thao téc trén tap tin (bang tinh)
5.1 Tao mGi mOt tap tin (bang tinh)
M@ tap tin m&i
Chon File\New hodc nhan t6 hgp phim Ctrl + N hodc nhan niit E

MG 18p tin i c6 trén dia

Chon File\Open hodc nhén t6 tookin: [ Tinhocs - 2 @ X 4 B - Tooks -
L o ~ . E"‘_ o 3 Btap Excel tu sheetl den sheet1z N
hop phim Ctrl + O hoac nhan nut :; Chon 0 dia va thu
, xuat hién hdp thoai sau: B muc chira tap tin cén
. , . , - & | Buoi 10
Look in: cho phép chon vi tri i 1 mo
tap tin can ma. :EE: ;- Chon tép tin can
File name: cho phép nhap oot me
tén tap tin can mG theo diing e C6 thé nhap day du
deJng dan. dudng dan va tén tap
Files of type: ki€u tap tin tin can mo
~ 2 ®
can mO. oot Fineme: [ a4 > [@ e |-
Files of bype: |n\| Microsaft Excel Files j Cancel |
5.2. Luu mot tap tin

Luu tap tin 1an dau tién

Chon File\Save hodc nhan t6 hgp phim Ctrl + S hodc nhan nit & xuat hién hOp
thoai:

Save in: cho phép chon vi tri g P
ch(a tap tin can Iuu. saveln: | Tnhect - @ > O [T - Tooks
by . A A . :3 Btap Excel tu sheet1 den shea2 N
o lee name: cho phep nhap o= \ Chon 6 dia,
tén tap tin can lUu (theo dung quy Koo thu muc chra

< - i |Buoi 10 A . P
tac). Buoi 1 tap-tincan
g A . Fi | Buoi 12
Files of type: ki€u tap tin o [ Iuu
can luu. :jg: b Nhép tén tap
S Poplar tin can 1Uu
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Luu tap tin tU 1an th( hai tré di
- Luu vao cling tap tin: Tuong tU nhu 1an Iuu dau tién va Excel sé tu ddng luu tr(r
nhitng thay d6i ma khong yéu cau dat tén (khong xudt hién hOp thoai Save As).
- Luu thanh tap tin m&i: Vao menu File\ Save as xuat hi€n hOp thoai Save as nhU trén
va cho phép dat tén tap tin mai.

5.3. Chon cUa s tép tin di mo.

Excel cho phép m@ moOt lic nhi€u bang tinh, khi muOn chuyén tU clta sO nay
sang mOt cUra s6 khac ta thuc hi€n cic budc sau:

- Vao menu Windows\Chon tén tap tin muén m&

- Nhan t6 hgp phim Alt + Tab (nhan gilt phim Alt va &n phim tab) s& xudt hién
mOt ddy danh sich cdc chuong trinh dang m& dudi thanh Taskbar va chon tap tin muGn
mé

5.4. Péng clra s6 t@p tin dang lam viéc.

Nhap chon menu File\ Close dong bang tinh dang lam viéc
Nhap chon File\ Exit d€ déng chuong trinh Excel
Nhén mit 2l tai géc trén bén phdi man hinh
Ms Excel s&€ m& hdp thoai hdi dép véi ngudi st dung vé viéc ghi 1ai cic thay dGi trong
bang tinh:
-Yes: Luu d{r li€u va déng tap tin hi€én ([
hanh.
-No: D(’)ng tép tin hlén hanh ma khéng 1Uu dL"J‘ g Do you want to save the changes vou made to 'Bookl'?
liéu. Yes Mo Cancel |
-Cancel: HUy bd 1énh, tr& vé tap tin hién

hanh.
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BAI 2: NHAP VA PINH DANG BANG TINH
I. Mt sO thao tac co ban.

1. Chon, d&i tén, chén, x6a sheet.
- Chon Sheet 1am viéc: Click vao tén Sheet.
- P0Gi tén Sheet: D_Click ngay tén Sheet can d0i tén, sau d6 nhap vao tén mdi.
- Cheén thém mOt Sheet: chon 1é€nh InserAWorkSheet.
- Xéa mOt Sheet: chon Sheet can x6a, chon 1€nh Edif\Delete Sheet.
Ghi chii: C6 thé thuc hién céc thao tic trén béng cach R_Click 1én tén Sheet rOi chon
1€énh can thuc hién

2. Chon 6, chon vung 6 lién tuc, cOt, dong.

Chon m6t 6: nhap chudt vao 6 dé

Chon vung 6 lién tuc

- SU dung chudt: Drag tU 6 ddu d€n 6 culi cla viing.

- Duing ban phim: Pua con tr@ vé 6 dau tién, nhan gilt phim Shift k€t hgp vdi cic phim
miii tén

- Dung chudt va phim: Bua con tro 6 vé€ 6 dau tién, nhan gilr Shift, nhap chudt vao 6
cu0i cla viing.Gilt phim shift va nhap chudt vao 6 dudi ciing bén phai

Nhi€u 6 cich khodng: gilt phim Ctrl, nhdp chudt chon tlng 6

Nhiéu viing cich khodng: gi(t phim Ctrl, Drag chon 1an 1ugt tUng viing

Toan bl Sheet: nhap chult vio niit dau tién giao gilra thanh chifa tén cOt va
thanh ch(ra sO cUa dong; hodc nhan t6 hgp phim Ctrl + A.

Chon nguyén cOt: nhap chubt vio tén cOt can chon, Drag ti€p dén cOt cubi
(n€u chon nhiéu cOt).

Chon nguyén dong: nhap chudt viao chi sO dong, Drag ti€p dén dong culi (néu
chon nhi€u dong).

3. Nhap dit liéu trong 6.
Trudc hét ta can dat con tro tai 6 mubdn nhap d{F liéu.
- Nhép dit liéu vao va két thic bang phim Enter

4. Stra dir li€u trong 6.
DE stra dit li€u ta dat con trd vao 6 can hiéu chinh nhan phim F2 va chinh s(ra;
hodc dua tré chult vao thanh cong thlc hodc nhap dip chult vao ngay & can hiéu
chinh va chinh sUa

5. X6a dir liéu trong 0.
- Chon céc 6 can xo4.
- Chon 1énh Edit\ Clear.
- Chon cédch x6a d{r liéu.

~, 2 A all
All: X6a tat ca cac thanh phan.

X Delete. .. Formats
Formats: X6a phan dinh dang. Delete Sheet Contents  Del
Contents: X6a nQi dung d{ liéu. Move or Copy Sheet... Comments
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Comments: X6a phan chu thich.

6. Sao chép cac 6
Thao tac céc 6 trén cing mOt bang tinh
- Chon 6 cén sao chép (cdc 6 nay c6 thé 1a mOt 6 hodc mOt viing nhi€u 6)
- Nhap niit Copy hodc bam t6 hgp phim Ctrl + C d€ sao chép
- Chuyén con tr@ 6 d€n vi tri géc bén trai viing du dinh sao chép
- Nhap niit Paste E, hodc bam tG hgp phim Ctrl + V d€ dan ndi dung cic &
Thao téc sao chép gilta cdc 6 khdc trong bang tinh
Trén bang tinh hién hanh, chon 6 can sao chép (cic 6 nay c6 th€ 1a mOt 6 hodc
mOt viing nhi€u d)
- Nhap niit Copy hodc bam t6 hgp phim Ctrl + C d€ sao chép
- Chuyén trang thdi hién hanh d€n trang bang tinh khic
- Nhap niit Paste E, hodc bam tG hgp phim Ctrl + V d€ dan ndi dung cic &

7. Di chuyén.
- Chon 6 can di chuyén
- Nh&n nit Cut, hodc bam t6 hgp phim Ctrl + X
- Chuyén con tr® 6 dén vi tri ving du dinh dat cic 6
- Nhan niit Paste E hodc bam t6 hgp phim Ctrl + V d€ déan céc 6

8. Dién nhanh 1 day 50, ngay.
Pién tu dong sO th tu (5] File Edit View Insert Form
-Pua con trd vao 6 B2 LRSS A
- Nhan gi(t phi ctrl e T :
- Tré chuOt vao hinh vudng nhd & géc dudi, bén = :

2. A , 2 = N < ~ A , ~ EE RS _ﬁ' 2
phai 6 do, con tro chuyéen thanh hinh dau cOng c6 mii 7 BEEEs |

- Nhap chudt va kéo theo chi€u doc sé€ thdy
xuat hién s0 3, 4, 5 dugc dién tu dOng vio cic 6 B3,
B4, B5

bién tu dong theo chudi dit liéu
- Nhap d{rliéu vao 2 6
- Chon vung B2:B3
- Pua con tro chudt vao géc dudi phdi, con trd chuyén thanh hinh ddu cOng.
Nhan va kéo chudt theo chiéu doc d€ dién tu dOng cdc gia tri vin ban 3M03, 3M04,
3MO5,... vao cac 6 bén dudi

-lh|r_..'n|r\:||_~
J

i1 Microsoft Excel - Bookl

IL Céc ki€u dit liéu co ban: e
) _1 File Edit View In:

1. Kiéu s6. ERNEN" N W

D1 liéu ki€u s0 dugc tao bdi cac ky tu cho phép d61a: 012 | Aral .

3456789+-(),/%$ %. E. Mdc nhién dit liéu kiéu s6 dugc canh B2 - 7

1€ phdi trong é. A [IEEE
1]

T -\ h b A} b') .7 h l 2 3M01

. 2
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Néu sO nhdp vao bang hodc 16n hon dd rdng cla cOt thi s& hi€n thi #HHH#H##
hodc chuy€n sang dang sO khoa hoc. Lic nay d€ sO th€ hién day dU thi d0 rOng cOt
can phai di€u chinh 16n hon sO nhap vio

2. Ki€u chubi.

D liéu ki€u chudi dugc tao bdi céc ky tu hodc ky tu s6, hodc 1a khodng trOng va céc
ky tu khong phai s6. Ky tu dau tién nhdp vao phdi 1a chlt. Mdc nhién dir liéu ki€u chudbi sé&
duoc canh 18 trdi trong 0.

- Qui udc nhap:

+ Nhap tUr ky tu tir A->Z

+Céc ky tu canh 1€ gOm: ‘ canh tréi; *“ canh phdi; ~ canh gilta; \ canh day 6

- Su hién thi phu thubc vao d6 rOng cla &

+ Né&u d6 dai chuGi nhd hon d6 rOng 6 thi d{t liu s€ thé€ hién binh thuOng

+ N&u d6 dai chuGi 16n hon d0 rOng 6 thi d(t li€u sé tran qua 6 k€ ti€p, 6 nay sé&
bi che khuat. Do d6 ta phdi di€u chinh d0 rOng 6 vUra v6i ndi dung nhap vao.

3. Ki€u cong thuc.

Ky tu dau tién 1a ddu bang “=”, sau d6 1a mot bi€u thic. P6i vi dif liéu ki€u cong
th(c thi gid tri hi€n thi trong 6 khong phdi 12 cong thlc ma 14 k€t qua cUa cdng thlc d6 (c6 thé
12 mOt tri sO, mOt ngay thang, mOt gi®, mOt chudi hay mOt thong bdo 16i). Cong thlrc dugc
xem nhu 1a sur két hop gilra céc toan tU va todn hang.

+ Céc todn tU c6 thE 1a: +, -, *, /, &1, >, <, >=, <=, = <>,

+ Céc todn hang c6 thé€ 1a: Hang, ham, dia chi 9, dia chi ving.

+ Todn t( va chuli: ddu & dung d€ ndi chudi hay cdc ham 1ai v&i nhau

4. Ki€u gio
Bao gOm giQ phiit gidy va buGi hgp 1&. Excel s& hi€u dit liéu ki€u Time khi nhdp vao
ding theo sU qui dinh clla Windows (mdc nhién 12 giO:phiit:gidy budi). Nguoc 1ai Excel sé&
hi€u 1a ki€u chudi. Mdc nhién d{f liéu ki€u Time duOc canh phdi trong é.
DU liéu kiu Time ciing dugc xem nhu 1a d(r liéu ki€u s6. 0:0:0 c6 gia tri 1 0, 24:0:0 c6
gidtrilal,36:0:0 c6gidtrila 1.5, ...

Khi nhap dit 1iéu kiu Time, c6 th€ bd qua tén buGi (AM/ PM)
Vi du: 16:30:36 c6 th€ nhadp 1a 16:30:36 hodc 4:30:36 PM

5. Ki€u ngay
Bao gOm ngay thang nim hop 1&. Excel s€ hi€u d{r liéu ki€u Date khi nhdp vao ding
theo su qui dinh clla Windows (mdc nhién 1a thang/ngay/nim). Nguoc 1ai Excel sé€ hi€u la
ki€u chubi. Mac nhién dir liéu ki€u Date duQc canh phdi trong 6.
D{ liéu ki€u Date dugc xem nhu 1a dit liéu ki€u s6 vGi mOc thOi gian 1a ngay
1/1/1900 (c6 gid tri 1a 1), ngay 22/1/1900 c6 gia tri 1a 22, ...

I11. Pia chi tuong doi, tuyét doi.

Dia chi tuong d6i
- Cé dang ‘cOtdong’. Vi du C5, D7
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- Trong qud trinh sao chép cong thUrc thi cdc dia chi nay s& tu dOng thay ddi theo
phuong, chi€u d€ bdo tdn mOi quan hé tuong doi.
- Vidu: xétlai vi du trén tai 6 D1 ta nhdp =A1*C1. D€ sao chép xubng cic 6 dudi ta
c6 =A2*C2 (tai 6 D2) va =A3 * C3 (tai 6 D3)
Dia chi tuyét doi
- C6 dang $COSDoONg. Vi du: $C$5, $AS2
- Khi sao chép cong thlfc thi cdc dia chi loai nay s€ khong thay d6i.
Dia chi ban tuyét doi (dia chi hdn hgop)
- Qui udc viét:
v’ COt tuyét doi: $<tén cOt><chi sO dong>, vi du $C1
v Dong tuyét d6i: <tén cOt>$<chi sO dong>, vi du C$1
- Khi sao chép cong thUc thi cdc dia chi lo@i nay chi thay d0i & thanh phan tuong d6i con
thanh phan tuyét doi thi khong thay dGi.
* Ghi chii: C6 th€ s dung phim F4 d€ luan chuyén gilta c4c loai dia chi trén.
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BAI 3: TRINH BAY BANG TINH
I. XU Iy cOt, dong, 6

1. Chén cOt, dong, 6
Chen cOt
+ Chon céc cOt ma tai d6 mubn chén thém cOt mai vao.
+ Vao menu Insert >Column; hoac R_Click, chon Insert.
Luu y: cOt mGi dugc thém vao s€ ddy cOt dudc chon qua bén phai.
Chen dong
+ Chon céc dong ma tai d6 muOn chén thém dong mdi vio. nsert 2
+ Vao menu Insert >Rows; hoac R_Click, chOn Insert.

I ws; hoac R_CLick, B g
Luu y: dong mOi dugc thém vao s€ day dong dugc chQn xuOng ,—‘E‘hift i dmf'n'
phia dudi. R " Entire row
Chen mOt Vf,lng ~ Entire column
+ Chon vliing mudn chén céc 6 trOng ok | conce

+ Vao menu Insert\Cells, xudt hién hdp thoai sau:
* Gidi thich cdc mUc trong hOp thoai

Shift cells right: Chen 1 6 trOng va ddy cdc 6 bén phai vi tri chén sang phai.
Shift cells down: Cheén 1 6 trOng va ddy cic 6 tU vi trf chén xubng dudi
Entire row: Chen dong tr&ng va day céc dong tU vi trf chen xubng dudi.
Entire column: Chén cOt cOt trOng va ddy céc dong tUr vi tri chén sang phdi.

2. Xéa cOt, dong, ving
*Xéa Cét : Delete &J
+ Chon cdc cOt ma tai d6 mudn x6a
+ Vao menu Edit > Delete ; hoac R_Click, chon Delete.

) Shift cells up

* X6a dong

+ Chon cdc dong ma tai d6 mudn x6a - E:::: wir

+ Vao menu Edit > Delete ; hoac R_Click, chon Delete. | ' i 1 |
oK Cancel

* X6a vung

+ Chon viing mudn x6a b0 céc 6 trong
+ Vao menu Edit > Delete

Shift cells left: chuy€n d{t li€u viing bén phdi cUa viing bi xéa sang trdi
Shift cells up: chuy€n d{t liéu viing dudi cUa viing bi x6a sang 1én trén
Entire row: d€ x6a dong

Entire column: d€ x6a cOt

3. An hién c6t, dong.
+ Chon céc cOt/dong ma tai d6 mudn an
+ Dung 1énh Format > Column (cOt) > Unhide/Hide
D(Iliéu trong cOt/dong van khdng bi mat di.

4. POi d6 réng cot, chi€u cao dong

* Cach 1:
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Pat con trd chult ngay canh cUa cOt hodc dong (hodc khdi di chon) can thay
déi.
- Drag sang trdi hodc sang phai d€ thay dGi d0 rOng cla cOt;
- Drag 1én trén hodc xuOng dudi d€ thay dGi chi€u cao cla dong.

Drag chu@t yao day : £ - I B AI
Drag
- = 31?|F' B 4| chudt [ 2 5
= = 5 vao day L
3 3 5 = B

Luu y: C6 thé D_Click vao canh dé€ tu ddng di€u chinh kich thudc cOt, dong cho vira
v6i dit liéu.

* Cach 2: M o[ He
N oA . A 2. +L_ Height...
- Chon khOi cOt\dong can thay dOi. e b Autofi
- Vao menu Format\Row (hoac Column) Shest Y Hide
+ Chon Height d€ thay dGi chi€u cao cUa dong (hodc Unhide

A ke FEmvrn sk

chon Width d€ thay dGi d0 rOng cla cOt).
+ Chon AutoFit d€ tu ddng di€u chinh kich thudc cho vira vGi d{f liéu.

II. Pinh dang bang tinh:

1. Pinh dang ky tu.
D kiéu trong 6 c6 th€ dinh dang theo 3 thanh phan Font (nét chll), Style
(nghiéng, dam), Size: kich thudc chit
* Thutc hién theo quy trinh sau:
- Chon viing dit 1iéu can dinh dang
- Chon 1énh Formai\ Cells Chon 18p Font.

Format Cells

~ Murnber | Alignment | Font | Barder | Patterns || Protection |
- Sau d6 chon Font chu, Style, size, ... Presets Line

- Nhap OK dé€ hoan tat viéc dinh dang ky tu ]| B
Mone Qutline  Inside | | e e
A ~ Border == = = "
2. Khung vién, 0 — Border T || - -
- Chon viing can ké khung ) I s —

- Chon 1énh Formai\ Cells Chon 18p Border. Text | Text -
+ Chon ki€u duGng ké trong muc Style ; s
) " * 2 | ORIt |

+ Chon mau duOng ké trong muc Color.
. The selected border style can be applied by clicking the presets, preview
+ ChOIl ve khung: diagram or the buttons above,
Presets:
None: bd duOng ké.
Outline: k€ xung quanh.
Inside: ké duOng bén trong.
Border : Chon cic duOng ké (ké trén, ké dudi, ...).
Ghi chi:
C6 thé€ Click chon vé hay bo khung truc ti€p trong khung hié€n thi cUa
hOp thoai.

Ok Cancel

Tao duGng vién nhanh béng céch sU dung thanh cong cu.
- Xdc dinh khOi can dinh dang. LY

. EEEEEEEN
- Chon ntt Border trén thanh cong cU dinh dang (Formatting). —_ L L

N X NOCOEDEED
- Chon dang duoOng ke thich hop. E0000EED
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3. Pinh dang mau nén 6 — Pattern

- Chon viung d€ dinh dang nén
- Chon 1énh Formai\ Cells Chon 18p Patterns.
+ Chon mau nén trong muc Color.
+ Chon mau mau nén trong muc hOp liét ké Pattern.
- Nhap OK d€ hoan tat viéc dinh dang nén
* T6 mau nén nhanh: SU dung thanh cong cul.
- Xéc dinh khOi can dinh dang.

- Chon nit Fill Color trén thanh céng cu dinh dang (Formatting).

- Chon mau nén thich hgp.
- Nhap OK d€ hoan tat viéc thay d6i mau nén

4. Dinh vi tri dit li€u trong 6 — Alignment

D liéu nhdp vao trong & c¢6 th€ phan b theo hudng ngang (Horizontal), huGng doc

(Vertical) va hudng thé€ hién d{f liéu (Orientation).
* Thuc hién dinh vi tri trong 6 theo quy trinh sau:
- Chon vung d{t liéu can dinh dang.
- Chon 1énh Format\ Cells Chon 16p Alignment, sau d6
c6 thé chon
#® Phan b0 ngang tai Horizontal: Left, Right,
Center
# Phan b0 doc tai Vertical: Top, Bottom, Center
# Chon hudng trinh bay d{f liéu tai Orientation
@ Dién khién viéc trinh bay dit liéu khi d{F liéu
trong & vUQt qud dO rOng 6 tai Text control:
Wrap text: dit li€u trinh bay nhi€u hang trong mOt 6
néu trong 6 d6 mOt hang khong du

Format Cells

Mumber | Alignment |

Text alignment
Harizontal:

General

werkical:

Font

Text control
D Wirap text
[ shrink ta fit

[ Merge cells
Right-to-left

Text direction:

Context

| Border | Patterns | Protection

Crientation

e ]

|0 % |Degrees

Shrink to fit: d0t 1iéu thu nhd kich thudc né€u trong 6 d6 mOt hang khong du

Merge cell: trOn céc 6 da chon thanh mOt 6

- Nhap OK dé€ hoan tat viéc dinh dang vi tri d{r liéu trong 6

5. Dinh dang dir liéu ki€u s0. Formar el

A ~ A ~ “ A .~ A L ~ < [ urnber ignirnen
Mot 6 thuQc du lieu ki€u sO ¢6 the dugc trinh ;t__eg_um sy

| General

bay theo mot trong céc 16p Number, Date, Time, Percent, || i mm—m

| Currency

...trong mOi 18p c6 nhi€u dang. Vi du 16p Date c6 dinh || zarm

| Date

dang DD/MM/YYYY, MM/DD/YY. g;::sentaga
*Thuc hién dinh dang d{t liéu ki€u s6 theo | e
quy trinh sau o

- Chon vung dit liéu can dinh dang.

_ Chon menu Formal-\cells Chon lép N’/lmber | Mumber is used for general display of numbers, Currency and Accounting

| offer specialized Formatting For monetary value.,

- Chon quy dinh cdch thé€ hién s6 cho d{t liéu trong
hOp thoai Format Cells.

Font

Sample
1.00

Decimal places: 2

(1,234.10)
(1,234.10).

Eorder | Patterns | Protection

4

D{r liéu sO khi nhdp viao mOt & trén bang tinh sé

phu thuOc vio 2 thanh phan: Loai (Category) va Mi dinh dang (Format code). MOt sO c6 thé
hién thi theo nhi€u loai nhu Number, Date, Percentage,... Trong moi loai 1ai ¢6 nhi€u céch

chon ma dinh dang.
* Ghi chu:
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- Néu khong tim thdy dang thich hop ta c6 thé chon Custom va gd dinh dang mong muln
vao hOp thoai Type

Vi du: khi ta gd dinh dang #,### trong 18p Type khi nhap s s& dugc dinh dang 1a 1,000

- Néu g6 vao dd/mm/yyyy khi nhdp 373000 thi k€t qua trinh bay c6 dang 13/02/2002
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BAI 4: CAC HAM THUONG DUNG TRONG EXCEL

Ham diing d€ tinh todn va trd v& moOt tri. Trong 6 ch(fa ham sé trd vé& moOt gi4 tri, mOt
chuOi ky tu hodc mot thong bio 10i, ... Excel c6 mOt tap hop cdc ham rat phong phii va dugc
phan loai theo tUng nhém phuc vU cho viéc tinh todn trén nhi€u ki€u d{r liéu va nhi€u muc

dich khac nhau

I. Cu’phap chung va'cach su dung

MuOn xem danh sich cic ham thi Click chon niit Paste Function % | trén thanh Standard
hodc chon menu Insert\ Function hodc g6 t0 hgp phim Shift + F3. HOp thoai Paste Function s&

xudt hién.

Cé4c ham phan
theo nhom

Cu phdp cla
ham dang chOn

Paste Function

Funckion category:

Mosk Recently Used
All
Financial

Date & Time

Math & Trig
Skatiskical

Lookup & Reference
Database

Texk

Logical

Information

Function name:

AVERAGE
IF
HYPERLIME
COUNT
Max

SIM

SUMIF

PrAT
STDEY

[

SUM{number1,number2,...}

?)X]

Céc ham trong

ChUc niing cUa
ham dang chOn

&dds all the numbers in a range of cells,

@ | (04 | Cancel |

Cu’phap chung: = TEN HAM ([Danh sich d6i s0])

Phan 16n cdc ham cUa Excel c6 d0i sO nhung ciing ¢6 nh{fng ham khong c6 ddi sO.
Néu ham c6 nhi€u doi s thi gilta cic d0i s6 phdi dugc phan cach bang ky hi€u phan cich
dudgc quy dinh trong Windows (thuOng st dung ddu phdy). SO d0i sO cUia ham nhiéu hay it 1a
tiy theo tlng ham cu thé.

D6i s6 cla ham ¢6 thé la:

Cic gia tri s6: =MIN(1, 20, -7)

Dia chi 6, dia chi vung: =SUM(A2, C4:C10, 6)

MOt chudi ky tu: =RIGHT(*“Dai hoc Can Tho”, 7)

MOt bi€u thic logic: =IF(J4 >=5, “DAU”,”ROT”)

Mot ham khéc: —IF(F10>=0,SQRT(F10),“KHONG HOP LE")
Tén cUa mOt ving:  =G7 * DON_GIA
Céch st dung ham

Né&u cong thlc bat ddu 12 mOt ham, thi phdi c6 ddu = (hodc ddu @, hodc ddu +) &
phia truGc tén ham. N€u ham 13 d6i s6 cla mOt ham khac thi khong can nhdp cic dau trén.

C6 2 cach nhap ham:

Cach 1: Nhap truc ti€p tU ban phim

Pat trd tai 6 mudn nhap ham.

Nhap dau = (hodc dadu @, hodc dau +).

Nhap t&n ham cuing cdc d6i sO theo diing ct phdp.
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Go Enter d€ két thic.
Cich 2: Thong qua hOp thoai Paste Function
Dat trd tai 6 mudn nhap ham.

Click chOn nit Paste Function | trén thanh Standard hodc chOn menu Insert/ Function
hodc gd t6 hgp phim Shift + F3.HOp thoai Paste Function xudt hién.

Chon nhém ham trong danh sach Function category.

Chon ham can s dung trong danh sich Function name.

Click OK d€ chon ham.

Tuy theo ham dugc chon, Excel s€ mé hOp thoai k& ti€p cho phép nhap céc ddi sO.
Tié€n hanh nhap cic dbi sO theo diing th( tU cd phép.

Click OK d€ két thc.

IF

Logical_test |F1IZI:=-III y = TRLE

value_iF_true [SGRT(FIO) =10

Yalue_if_False |"KHDI"-.IG HOP LE"| E = "KHOMG HOP LE"
=10

Returns one walue if a condition wou specify evaluates to TRIJE and another walue if it
evaluates o FALSE.

¥alue_if_False is the value that is returned if Logical_kest is FALSE, IF omitked, FALSE is
returned,

@ Formula result =10 Ok | Cancel |

II. Nhom ham Sum, Max, Min, Average, Count, Counta, CountBlank,

Countlf, Rank, Sumif

Cu phap Y nghia va vi du
Tinh tOng cUa céc gid tri trong danh sich tham s0.
=SUM(2, -6, 8,4) > 8
Trd vé gid tri 16n nhat cla cdc gia tri sO trong danh
MAX(numberl, number2, ...) sdch tham s0.
—MAX(1,2,3,5) > 5
Trd vé gi4 tri nho nhat cla cic gid tri sO trong danh
MIN(numberl, number?2, ...) sach tham s0.
“MIN(1, 2,3,5) > 1
Trd v€ gia tri trung binh cOng cUa céc sO trong danh
sach tham s0.
=AVERAGE(l, 2, 3,5) 2 2.75
DE&m s0 cic gia tri s trong danh sach tham s6.
=COUNT(2, “hai”, 4, -6) 2 3
DPé&m s6 céc 6 khong réng trong danh séch tham s6.
=COUNT(2, “hai”, 4, -6) > 4
DPEm s0 cic réng trong viing range.

SUM((numberl, number2, ...)

AVERAGE(numberl, number2,
)

COUNT(valuel, value2, ...)

COUNTA(valuel, value2, ...)

COUNTBLANK(range) —~COUNTBLANK(B4:B12)
COUNTIF(range, criteria) Pém cic 6 thda min di€u kién criteria trong ving
range.
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- range: 14 viing ma di€u kién s& dugc so sanh.

_ criteria: 1a chui md ta diu kién. Vi du: "10",
">15”’ ’|<20"‘

=COUNTIF(B4:B12, “>=6")

RANK( (number, ref, order)

Trd vé th( hang cla number trong ref, vGi order 1a
cdch x€p hang.

Néu order = 0 hodc dugc bd qua thi ref dugc hi€u la
c6 th@ tu gidm.

Néu order <> 0 thi ref dugc hi€u 1a c6 th(r tU ting.
=RANK(F4, $F$4:$F$12, 0)

=RANK(G4, $G$4:$G$12, 1)

SUMIF(range, criteria
sum_range])

[,

Tinh tOng cic 6 thda man di€u kién.

- range: viing ma di€u ki€n sé dugc so sinh.

- criteria: chudi mé ta diéu kién. Vi du: "10", ">15",
"<20", ...

- sum_range: viing dugc tinh tGng. Cic 6 trong viing
nay s& dugc tinh tOng néu cic 6 tudng Ung trong
viing range thOa di€u kién. Néu khong c6 sum_range
thi viing range s& dugc tinh.

=SUMIF(C4:C12, “>=6", F4:F12)

=SUMIF(C4:C12, “>=6")

=SUMIF(B4:B12, “NV”, G4:G12)

IT1. Nhoimn ham ABS, Round, Int, Mod

Cu phap

Y nghia va vi du

ABS(number)

Trd vé gid tri tuyét d0i clla mOt sO thuc.
=ABS(-20) =2 20

INT(number)

Trd vé€ sO nguyén 16n nhat khong vugt qud
number.

=INT(4.5) 2 4

=INT(-3.5) > -4

MOD(number, divisor)

Trd vé sO du cUa phép chia nguyén number cho
divisor (number, divisor 1a cc sO nguyén).

=MOD(10, 3) > 1

ROUND(number, num_digits)

Lam tron sO number vOi d0 chinh x4c dén
num_digits cht sO thap phan.
=ROUND(5.13687, 2) 2 5.14
=ROUND(145.13687, -2) = 100

IV. Nhom ham Left, Right, Mid, Value, Len, Trim

Cu phap Y nghia va vi du
Cat b0 céc ky tu trOng vo ich trong chuli fext.
TRIM(text )
(rext) =TRIM(“ Can Tho ”)-> Can Tho
Trd vé d0 dai cla chuOi fext (sO ky tU trong chuOi fext).
LEN(text ’ )
(text) ~LEN(“Dai hoc CAN Tho™) > 15
LEFT(text, num_chars) Trd vé& num_char ky tu bén trai chudi text.
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=LEFT(“Dai hoc CAN Tho”, 7) = Dai hoc

Trd vé€ num_char ky tu bén phai chubi rext.

RIGHT
GHT(text, num_chars) —RIGHT(“Dai hoc CAN Tho”, 7) > CAN Tho

Trd vé chubi ky U c6 dO dai num_chars bat dau tur vi trf
start_num cUa chuOi text.
=MID(“Dai hoc CAN Tho, 5, 3) 2 hoc

MID(text, start_num,
num_chars)

V. Nhoim ham If, And, Or
Cu phap Y nghia va vi du
Trd vé gia tri TRUE néu tat cd cic di€u kién déu la
AND(logicall, logical2, ...) | TRUE.
=AND(3>2, 5<8, 9>-12) > TRUE
Trd vé gia tri TRUE néu c6 it nhat mot diéu kién la
TRUE.
=OR(2>3, 12<8, 9>3) > TRUE
=OR(2>3, 12<8, -9>3) > FALSE
Trd vé gid tri th(t nhat value_if true né€u di€u kién
logical_test 1a TRUE, ngudc 1ai sé trd vé gi4 tri th( hai
value_if false.
=IF(A1 >=5, “P&u”,”R4t”)
Né€u gi4 tri tai Al >= 5 thi k€t qud cla ham 1a Pau.
Nguagc 1ai n€u gid tri 3 6 Al <5 thi két qua 1a R6t.

ORC(logicall, logical2, ...)

IF(logical_test,
value_if _true,

value_if _false)

VI. Nhom ham Vlookup, Hlookup

VLOOKUP(lookup_value, table_array, col_index_num, range_lookup)
Tim gid tri lookup_value trong cOt trai nhat cla bang table_array theo chudn do tim
range_lookup, trd v€ tri tuong Ung trong cOt th(¥ col_index_num (n€u tim thay).
range_lookup = 1 (mdc nhién):
Tim tuong d6i, danh sich phdi sdp x€p theo th(¥ ty ting dan.
Néu tim khong thdy sé trd vé gid tri 16n nhat nhung nhd hon lookup_value.
range_lookup = 0:
Tim chinh xdc, danh sach khong ca@n sap x€p th(r tu.
Né€u tim khong thdy sé trd vé 10i #N/A.
HLOOKUP (lookup_value, table_array, row_index_num, range_lookup)
Tuong tu nht ham VLOOKUP nhung tim gid tri lookup_value trong dong trén cung cUa
bang table_array theo chudn do tim range_lookup, trd vé tri tuong Ung trong dong th(r
row_index_num (néu tim thé'y)
Vi du: Cho bang tinh véi s li€u nhu sau:

A B C D E F

1 A0 5 12 16 10
1

R Co 6 15 20 24
2

3 B7 8 25 22 18
5

4

Trinh bay bang tinh excel



Trung tam Khao thi va Céng nghé thdng tin Trwdng Pai hoc Y Dwgc Can Tho

5 A0 1 A01 B7 D2
2 0 5 5
6 B5 1 CAN TH GA
55 2 0] (0]
7 D2 1 TRAN N TR
5 5 G UdC |ONG
=VLOOKUP("B75", A1:B3, 2, 0) > = HLOOKUP(16, D1:F3, 3, 0) > 22
8
=VLOOKUP("B8", A1:B3, 2, 0) > = HLOOKUP(15, D1:F3, 3, 0) > #N/A
#N/A
=VLOOKUP("B85", A1:B3,2, 1) > = HLOOKUP(15, D1:F3, 3, 1) > 25
5
=VLOOKUP("B85", A1:B3,2) > 5 = HLOOKUP(15, D1:F3, 3) > 25
=VLOOKUP(A6, A5:B7,2,0) > 12 = HLOOKUP(F5, D5:F7, 2, 0) > GAO
=VLOOKUP("B555", AS:B7, 2, 0)) = HLOOKUP(“B75”, D5:F7, 3, 1) >
> 12 NUOC
=VLOOKUP("B85", A5:B7,2, 1) > = HLOOKUP(“E95”, D5:F7, 2, 0) >
12 #N/A
=VLOOKUP("E05", A5:B7, 2) > = HLOOKUP(“E95”, D5:F7, 2) >
15 TRONG

VI. Nhom ham Today, Now, Date, Day, Month, Year, Weekday

Cu phap

Y nghia va vi du

TODAY()

Trd vé ngay hién hanh cla hé thOng.
=TODAY( ) = Tuy vao ngay hién hanh cla hé thOng.

NOW()
thOng.

Trd vé ngay va gio hi€n hanh cla hé thOng.
=NOW( ) = Tuy vao ngay va gi0 hién hanh cla hé

DAY (date) date.

Trd vé gid tri ngdy trong thang cUa bi€u thlc ngay

=DAY(A1) = 28

MONTH(date) date.

Trd vé gia tri thang trong nim cUa bi€u thlc ngay

=MONTH(A1) 2 9

YEAR(date)

Trd vé gid tri nim cla bi€u thlc ngay date.
=YEAR(A1) = 2004

WEEKDAY (date)

Tra vé sO th( tu ngay trong tudn cla bi€u thlc date.
Gid tri 1: Sunday, 2:Monday, ..., 7: Saturday.
—WEEKDAY(A1) > 3

DATE(year, month, day)

Trd vé gid tri dang Date theo quy dinh cUa hé thOng.
=DATE(2004,09,28) - 28/09/2004
=DATE(04,9,28) = 28/09/2004
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BAI 5: THAO TAC TREN CO SO DU'LIEU

I. Khai niém vé'co sO duliéu

1. Khai niém

Khi qudn 1y thong tin vé mot d6i tugng nao d6, nhur quan 1y nhéan vién chang han, can
phdi qudn 1y nhi€u thuQc tinh lién quan d€n nhan vién d6 nhu ho tén, ma nhan vién, phdi, nim
sinh, noi sinh, dia chi, ma ngach, bac, hé s0, luong, phu cap, chlc vu,... P6 1a cic thuQc tinh
phan 4nh ndi dung cla mOt d6i tugng can quan ly. Cac thubc tinh d6 thudng dugc bi€u dién
dudi dang cac kiu dit liéu khéc nhau (1a chuli, sO, ngay thang, ...) va dugc hop nhat thanh
mOt don vi thong tin duy nhat goi 1a mau tin (record). Cic mau tin cing “dang” (ciing céu
tric) hgp 1ai thanh moét co s& d{r liéu.

Trong Excel, cO s& d{r liéu c¢6 dang nhu mOt danh s4ch, vi du nhu danh sach nhén vién,
danh sich hang héa,... MOi danh sich c6 th€ gbm c6 mOt hay nhi€u cOt, mbi cOt nhu vay
dugc goi 12 mOt trudng (field) cla cO s& dr liéu, tén cla cOt s€ dugc goi la tén truOng.

Hang dau tién trong danh sich (co s& d{ li€u) chla cic tén truOng dugc goi 12 hang
tiéu d& (Header row), cic hang ti€p theo moOi hang 12 mOt mau tin (record) cho bi€t thdng tin
vé d6i tuong ma ta quan ly. )

Vi du: Xét c0 s& dit liéu BANG LUONG CHI TIET cUa cic nhan vién trong mOt co
quan nhU sau:

A B C D E F G H

1 BANG LUONG CHI TIET

2 Thang 07/ 2001

3 STT HO TEN MANG [BAC |HE SO|NG_BD | LUONG |[PHU CAP
4 1 [NguyénVinBinh [01.003| 4 | 2.58 |25/01/97| 541,800 108,360
5 2 |Phan Thj Thiy 01.003| 3 | 2.34 [30/01/98| 491,400 98,280
6 3 Nguy@nHoaiBao |01.009| 1 | 1.00 |01/01/99| 210,000/ 105,000
7 4 [HO Thi Thu 01.009| 2 | 1.09 [15/01/99| 228,900 114,450
8 5 |LéHung Diing 01.003| 1 | 1.86 [01/10/97| 390,600 78,120
9 6 [HO Thanh Tri 01.009| 1 | 1.00 |01/05/98| 210,000| 105,000
10 7 Hoang Tudn Hung [01.009| 3 | 1.18 |01/08/98| 247,800 123,900
11 TOng cOng: 2,320,500 733,110
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+ MO0i cOt goi 1a mOt trudng (field): trudng HO TEN, truGng MANG, truOng
BAC, trudng HE SO, ...

+ Hang th( ba dugc g0i 1a hang tiéu dé (Header row).

+ T hang th(f tu d€n hang th mudi, mOi hang 14 mOt mau tin (record).

MOt sO codng viéc thudng gdp khi 1am vi€c trén co s3 dit liéu (béng tinh) nhu: sap x€p
(Sort) cdc mau tin trong cO sG dit liéu theo th( tu ting/ gidm cla mdt tru‘dng (goi la tru’dng
khod), trich 10c (Filter) cdc mau tin thod man di€u kién chi dinh, thdng ké, tGng hgp cic mau
tin theo nhém (Subtotal), ...

2. Hang tiéu dé

La hang dau tién trong danh sich (c0 sG d{F liéu) chla cdc tén truOng. Tuy nhién mOt
sO cO sG dit 1iéu c6 phan tiéu dé nhiéu hon mOt hang, khi d6 céc thao tdc thuc hién trén cO s3
d(r liéu sé bi 16i hodc khong thuc hién dudc, ta phdi thém vao mOt hang tiéu dé phu cho co
sO d{f 1iéu, va s dung hang tiéu d€ phu cho cdc thao tic trén c0 sG d{r liéu.

A B c | b | E F

A B c | b E F 1 DIEM
1 DEM —=>|2 | $TT | HO TEN [TOAN[LY [HOA|T.CONG
2 STT) HO TEN ITOANLY |HOA|T.CONG 3 Coll| Col2 | Col3[Col4|Col5| Col6
3 MinhHung| 75| 8 55 21 4 1 Minh Hune| 73] 8] 53 71

3. Vung tiéu chuin (Criteria range)

L viing ch(ra di€u kién theo chi dinh (trich 10c, thOng ké, ...), viing nay c6 tOi thi€u 2
hang.
C6 hai cich tao ving tiéu chudn:
Gid sU can tao viing tiéu chudn vdi di€u kién cic mau tin phdi thod:
a) MANG =701.009” va BAC = 1.
b) MANG = "01.009” hoac MANG = "01.003” va BAC = 4.
Cdch 1: SU dung tén truOng d€ tao ving tiéu chudn

Theo céch nay, viing tiéu chudn s€ c6 it nhat hai hang, hang dau ch(ra cic tén truOng dat

diéu kién, cdc hang khic diing d€ mo td di€u kién.

Céch tao nhU sau

- Chon cic 6 trOng trong bang tinh d€ 1am ving tiéu chudn

- Sao chép tén truOng diing lam di€u kién dén hang ddu cla vung tiéu chudn.

- Nhap truc ti€p cic di€u kién vio 6 dudi tén truOng tuong Ung. Céc di€u kién ghi
trén cing mOt hang 14 cic di€u ki€n thda man dOng thdi (di€u kién AND), con
nh{ig di€u kién ghi trén cic hiang khic nhau 13 nhiing di€u ki€n thda min khong
dong thdi (di€u ki€n OR).

Ta c6 ving tiéu chudn cho di€u kién trén nhu sau:

MANG | BAC
01.009 1

Cdch 2: SU dung cong thic d€ tao ving tiéu chudn
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Theo cdch nay, ving tiéu chudn s c6 hai hang, hang dau ch(ra tiéu dé nhu “Tieu chuan”,
“Dieu kien”, ...hodc b0 trOng nhung phdi khic véi tén truOng, hang k€ ti€p 1a cong thlc md

ta di€u kién.
Cach tao nhu sau

- Chon hai 6 trOng trong bang tinh d€ 1am ving tiéu chudn.

- Nhap tiéu d€ & 6 trén cUa ving tiéu chudn.

- Nhap cong thlc vao 6 bén dudi md ta di€u kién, ding mau tin dau tién trong cO sG
d{r 1iéu d€ dat diu kién so sanh, ham AND dung d€ 1ap cic di€u kién thda man
dOng thoi, ham OR dung d€ 1ap céc di€u kién thOa man khong dOng thoi.

Ta c6 viing tiéu chudn cho di€u kién trén nhu sau:

FALSE
b)
Tieu chuan =OR(C4 =701.009”, AND(C4 =701.003", D4 = 4))
TRUE
Mot sO cach ghi di€u kién
Yéu cau Cach 1 Cach 2 (6 cong thurc)
Cé ho HO TEN
“Nguy@n” i Nguyén * =LEFT(B4, 6)="Nguyen
HO TEN
Cé tén 1a “Binh” * Binh =RIGHT(B4, 4)="Binh”
C6 chlr 1ot :IO TEl\i
“Thanh” Thanh
Co ho HO TEN

“Nguyén” va tén Ia

Nguyén * Huy

=AND(LEFT(B4,6)="Nguyén”,
RIGHT(B4, 3)="Huy")

“Huy”
, HO TEN
& ho Nguyén * =OR(LEFT(B4,6)="Nguyén”
“Nguyen” hogc tn la * Binh RIGHT(B4, 4)="Binh”)
Binh
BAC
C6 BAC >=2 ) —D4>=2
C6 MANG/| BAC
MANG="01.009" 01.009 | >=2 —AND(C4="01.009”, D4>=2)
BAC >=2
, MANG | BAC
co 01.009
MANG="01.009" hoc ' —OR(C4="01.009", D4>=2)
BAC >=2 >=2
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MANG | BAC

01.009 | 2 =AND(C4="01.009",
OR(D4=2, D4=3))

Co
MANG="01.009" va
BAC =2 hodc BAC =3 01.009 3

Co MANG | BAC
MANG="01.009" hoac 01.009 =AND(OR(C4="01.009",C4="0
MANG="01.003"  va| | 01.003 | 2 1.009), D4=2)
BAC=2
C6 ngay bat dau
huédng luong 1a trudc =F4<DATE(98,1,1)
1/1/98

Co HESO *

— k —
290,000 >= 450,000 =E4 * 290000>=450000

IL. Trich loc du'liéu

Trich 10c d{ liéu 1a tinh ning 1Qc ra cac mau tin thda mén nhing tiéu chudn nao dé6 tir
cO s3 dr liéu ban dau. C6 hai phudng phap 1oc dit liéu: 10c tu dOng (AutoFilter) va 10c ning
cao (Advanced Filter).

1. Trich loc du'liéu tu dong (AutoFilter)

Lénh Data\Filters\AutoFilter ding d€ 10c cdc mau tin thda man nhimg tiéu chudn nao
d6 tUr co sG dir liéu ban dau. Chi nhitng mau tin nio thoa tiéu chudn thi m&i dugc hién thi
con nh{rng mau tin khdc s€ tam thoi bi che khong nhin thay.

C4ch thuc hién

- Chon viing CSDL vd&i tiéu dé 1a mOt hang.

- Vao menu Data\Filters\AutoFilter, Excel s€ tu dOng thém cdc nit thd canh tén
truGng cho phép chon tiéu chudn 10c tudng Ung vGi cdc truOng dé.

A B C D E F G H
1 BANG LUONG CHI TIET

2 Thang 07/ 2001

3 STw| HOTEN +|MAN+|BA+|HES+| NG BL+| LUON «|PHU C2+
4 1|Trén Tharth Bis Eﬂ}p 10 4 | 258 | 25/01/97 | 541,800 108,260
5 2 |Phan Thanh Bif {Custom. .} 3 | 234 | 30/01/98 | 491400 98280
6 3|17 quyEn Hudin e 1 | too | ovores | 2to000) 105000
7 4|Trin Vin Hiny Eﬁ'ﬁ?'&fﬁnks 2 | 109 | 15/01/99 | 228900 114,450
g 5|\Mauyin Anh Tumg T UTOUS| 1 | 1.86 | 01/10/97 | 390600 78,120
9 6|Chau Thanh Khidt [ 01009 | 1 | 1.00 | 010598 | 210,000 105,000
10 7|L& Minh Lod 01.009| 3 | 1.18 | 01/08/98 | 247,800 123,900

- Chon diéu kién trong hOp liét ké thd cla tUng truOng tuong Ung.
All: cho hién thj tat cd cdc mau tin.
Top 10: cho phép chon 10c 18y mOt s6 mau tin c6 gid tri cao nhat (Top) hay
thé'p nhat (Bottom).
Custom: cho phép dat céc diéu kién so sanh khic ( >, >=, ...)
Céc tri: chi hi€n thi nhitng mau tin ding bang tri dé.
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+ Mac nhién Excel s& hiu tén truOng bang v&i gid tri dugc chon trong hop liét
ké thd. Céc diéu kién trong cic truOng khic nhau c6 tinh chdt dong thdi vGi nhau
(AND).

Vi du: Loc nhitng mau tin thda tiéu chudn 1a MANG = "01.009” va BAC = |

Click vao day Click vao day
va chon 01.009 va chon 1

UTONG CHI TIET

hang 07/ 2001

STy| HOTEN +| MAN4|BA+|HESy| NG BL| LUON o|PHU C2+
3| WeuyEn Xusn Huy | 01.009 | 1 | 1.00 | 0L01/99 | 210,000 105,000
6|Chan Thanh Khift | 01.009 | 1 | 1.00 | 0105098 | 210,000 105,000

MO O B R e

+ N&u chon muc Custom thi s& xuat hién hOp thoai cho phép dat di€u kié€n theo tiéu
chudn khic.

ﬂ MU6n hlén thl lal télt Cé, ChQn Show rows where:

1énh Data\ Filter\ Show All. S
4 Mubn bd ché do loc dif lidu ty | [remertmorede [+ [ -]
’ " . i equals -

CT(A)ng (bé cac nut thé) tré Vé does not equal
217 hi ~ . is greater th,
trang thal blnh th Udng, Chon lal i t H’l or equal fo
2 i ; is less than
1eénh Data\ Filters\ AutoFilters. " loes than or equalto
begins with
does not begin with Ers

2. Loc du'liéu nang cao (Advanced | |endswith

. does not end with T ok | [ |
Filter) M |

conkains

—

Lénh Data\ Filte\ Advanced Filter ding d€ trich ra cdc mau tin theo cic di€u kién chi
dinh trong viing tiéu chudn do thié€t 1ap trén Sheet.
C4ch thuc hién
- Tao ving tiéu chudn 1oc (st dung mOt trong hai cich néu trén).
- Vao menu Data\ Filter\ Advanced Filter, xuat hi€n hOp thoai sau:
Action:
+ Filter the list, in-place: K&t qud hi€n thi tryc ti€p trén viing CSDL.
+ Copy to another location: K&t qud dugc dat tai mOt vi tri khic.
List range: chOn dia chi ving CSDL.

Criteria range: chOn dia chi viing tiéu chudn. ) -
. 2 o aAa < Advanced Filter, E]E]
Copy to: chon dla chl cua 6 dau tién trong vung
két qua (phai chon muc Copy to another location). Action

. ,« , . X . (" Filter the list, in-place
M Unique records only: Néu ¢6 nhi€u mau tin - P

o . o g R x . A * Copy ko another location
giong nhau thi chi lay duy nhat mOt mau tin dai di€n,

ngUoc 1ai thi 14y hét cdc mau tin thOa di€u kién cla | List range: [BLIGA$3:$HE10 =]
viing tiéu chuan (du gi(’jng nhau). Criteriarange:  |BLISCHL3:4D414 EY|
Copy ba: [BLIgas16 )

II1. Cac hain cO s@ duliéu
Céc ham c0 s@ d{f li€umang tinh chat thOng ké

[ Unigue records anly

nh{tng mau tin trong CSDL c6 truOng thda di€u kién ok | concel |
cUa viing tiéu chudn di dugc thiét 1ap trudc.

Ci phap chung: =Tén ham(database, field, Hinh 17.5: Loc d{t liéu nang
criteria) cao
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- Database: dia chi ving CSDL (nén chon 1a dia chi tuyét ddi cho dé sao chép).
- Field: cOt can tinh todn, field c6 th€ 1a tén truOng, dia chi clia 6 tén truGng hodc sO
th(r tu cla trudng d6 (cOt th(r nhat clla viing CSDL da chon tinh 13 1 va ting dan sang

trai).

Criteria: dia chi vung tiéu chudn.
Xét c0 5@ dit liéu BANG LUONG CHI TIET véi viing tiéu chudn dudc tao trudc.

A | B | ¢ [p|] E | F G H
1 BANG LUONG CHI TIET
2 Thang 07/ 2001
3 |STT HO TEN |MANG |BAC|HE SO| NG_BD |LUONG |PHU CAP
4| 1 NguyénVinBinh|01.003| 4 | 2.58 | 25/01/97 | 541,800 | 108,360
5| 2 |Phan Thi Thiy 01.003 | 3 | 234 | 30/01/98 | 491,400| 98,280
6 | 3 NguyénHoaiBdo|01.009| 1 | 1.00 | 01/01/99 | 210,000 | 105,000
7 | 4 |HO Thj Thu 01.009 | 2 | 1.09 | 15/01/99 | 228,900 | 114,450
8| 5|LeHungDing |01.003| 1 | 1.86 | 01/10/97 | 390,600| 78,120
9 | 6 |HO Thanh Tri 01.009 | 1 | 1.00 | 01/05/98 | 210,000 | 105,000
10| 7 [Hoang Tudn Hung| 01.009 | 3 | 1.18 | 01/08/98 | 247,800 | 123,900
11 Téng cdng:|2,320,500 | 733,110
12
13 . . MANG o . MANG | BAC

'Vung tiéu chuan 1 'Vung tiéu chuan 2

14 01.009 01.003 4

Danh sach cac ham

Tén ham Y nghia va vi du
Tinh tOng céc gid tri trong cOt field cUa cidc mau tin thoa
diéu kién criteria.
DSUMC(...) =DSUM($A$3:$H$10, 7, C13:C14)

=DSUM($A$3:$H$10, “LUONG”, C13:C14)
=DSUM($A$3:$H$10, $G$3, C13:C14)

DAVERAGE(...)

Tinh trung binh cOng céc gia tri trong cOt field cUa cic
mau tin thoa diéu kién criteria.
=DAVERAGE($A$3:$H$10, 7, C13:C14)
=DAVERAGE($A$3:$H$10, $G$3, G13:H14)

DMAX(...)

Tim tri 16n nhat trong cOt field cUa cic mau tin thoa diéu
kién criteria.

=DMAX($A$3:$H$10, “BAC”, C13:C14)
—DMAX($AS$3:$H$10, 5, G13:H14)

DMIN(...)

Tim tri nhO nhat trong cOt field cla cidc mau tin thoa diéu
kién criteria.

=DMIN($AS$3:$H$10, $D$3, C13:C14)
=DMIN($AS$3:$H$10, 5, C13:C14)

DCOUNT(..

9)

DPém cic 6 ki€u sO trong cOt field cla cic mau tin thoa
diéu kién criteria.

=DCOUNT($A$3:$H$10, 4, C13:C14)
=DCOUNT($A$3:$H$10, 4, G13:H14)

DCOUNTAC(...)

DPém cic 6 khic rOng trong cOt field cUa cic mau tin thOa
diéu kién criteria.
=DCOUNTA($A$3:$H$10, 2, C13:C14)
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| | =DCOUNTA($A$3:$H$10, 2, G13:H14)

IV. Sap xép du'liéu
Tuong ty nhu chlc niing Table/ Sort clla Word, 1énh Data/ Sort cho phép sap x€p cic
hang hodc cic cbt trong viing dudc chon theo th(r tu ting dan (th& tu ABC doi véi chuoi,
hodc sO ting dan) hay gidm dan (th( tu ZYX d6i vGi chudbi, hodc s6 gidm dan) tuong Ung
khod sap x€p dugc chi dinh, viing sap x€p phdi chon 18z cd cdc 6 ¢ lien hé v&i nhau, néu
khong s& xdy ra tinh trang “rdu 6ng nay cam cam ba kia”.
Cdch thuc hién: ]
Gia sU can sap x&p c0 s6 di liéu BANG LUONG CHI TIET & trén theo MANG
ting dan, néu cing MANG thi sap theo BAC gidm dan.
- Chon viing dit liéu cén sap x€ép.
- Vao menu Data\ Sort, xudt hi€n hOp thoai sau:

‘ Khéa sap x€p chl’ral\ sorth
[ ot b

Sap x€p theo

th(r tU ting dan
\rM.ﬂ.NG ] * Ascending
< e , (" Descending " —~
Khéa sap xép thur Then by — Sal? xép tPeo
' [ |BacC | Ascendn thU tU giam
dan
" - Then by
‘ Khéa sap x€p thL,f\I\hl ~| @ Ascending
ba " Descending
Iy lisk has
Vfll’lg CSDL dﬁ\\ {* Header row " Mo header raw
——
Ch(?él Egydﬁgg;;eu optians. .. ‘ lTl Cancel |

- ChoOn c6/khdng c6 dong tiéu dé.
- Chon cic khod sap x€p va th(r tu sap tudng Ung véi khoa.
- Click chon OK d€ sap x€p dit liéu trong bang.
Ghi chu:
i Néu muln sap theo hang thi chon niit 1énh Options cla hdp thoai Sort, sau d6 chon
muc Sort left to right.
) Né&u muOn sap x€p nhanh theo ¢t nio dé thi dat trd vao 6 bat ky cla cOt dé va

Click chon nit 2% trén thanh Standard dé sap theo chi€u ting dan, hodc & g8
sap theo chiéu gidm dan.

Max Tim gid tri 16n nhat trong nhém.

Min Tim gi4 tri nhO nhat trong nhém.

Product Tinh tich c4c sO trong nhém.

Count Pém s6 6 ki€u sO trong nhém.
Nums
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VI Ve'biéu do’

1. Cac loai biéu dé'

C6 3 loai bi€u dd thudng gap 1a bi€u d6 dang cOt (Column), dang dudng thang
(Line) va dang banh (Pie). TU 3 dang nay Excel tri€n khai thanh 14 lo@i bi€u d6 chudn
(Standard types) va 20 ki€u bi€u d0 tuy chon (Customize types) c6 th€ dung d€ bi€u dién s

liéu trong bang tinh thanh nhi€u c4ch nhin khéc nhau tuy theo yéu cau cla ngudi dung.

Cic loai bi€u dd chudn trong Excel va cong dung co ban clia moi loal

Bi€u Loai o
- Churc nang
tuong bieu do
So sanh cédc loai dit liéu v4i nhau theo chiéu
M Column
doc.
E Bar So sdnh cdc loai d{t liéu v4i nhau theo chiéu
ngang.
| "'___-A-“: . Cho xem su thay d0i d{t li€u trong mOt giai
Line
doan.
I:] Pie So sanh ty 1€ cUa cic thanh phan trong mo6t téng
thé.
XY Mb ta quan hé gitta hai loai d{t liéu lién quan
"t (Scatter) q g g v O q .
‘ Area Nhan manh tdm quan trong tudng d6i cla céc
gid tri qua mOt giai doan.
Douehn So sanh c4c phan véi tOng thé trong mOt hodc
ﬂ . 8" | hhiGu phdm tru d{ liéu (Biu db Pie c6 mot 16 &
gilra).
Chi ra cic thay d0i trong d(t li€u hodc tan s6 d{r
Rada A N e n e
li€u tuong dOi vOi tdm diem.
Tao vét c4c thay dbi trong hai bi€n sO khi bi€n
@ Surface | sO th( ba (nhu thoi gian) thay d6i, 1a mOt d6 hoa 3
chiéu.
™ Buble Hién sdng cac chum gia trl, tUOng tu' nhu' dO hoa
LR Scatter.
LE K&t hgp d6 hoa Line va d6 hoa Column. Pugc
Stock cN 1 v LA, i N ., o
thiet ke dac biet de tao vet gia cO phi€u.
Colinder SU dung mOt hinh tru d€ trinh bay cac d{ liéu
Y do6 hoa Bar hay d6 hoa Column.
‘ Nh&n manh cdc dinh cUa dit liéu, 1a d6 hoa Bar
Cone A
hay dO hoa Column.
. . Nhan manh céic dinh cla dit liéu trong cic do
Pyramid

hoa Bar hay Column, tuong tU d6 hoa Cone.

2. Cac thanh phan cua biéu d6’

@O ©
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Y nghia:

1. Chart Area: Ving nén bi€u do.

0N U AW

GOc

toa do O.

10 Gridlines: vung 1Ui.
11. Day s0 liéu dugc minh hoa trong bi€u do.
12. Legend: Chi gidi, ding d€ md ta day sO liéu trong bi€u do.

2. Chuén bi dung biéu do’

MOt bi€u do trong Excel dugc tao ra tU dit liéu trong bang tinh hién hanh. Vi vay
trud@c khi xay dung bi€u d0 can tao bang tinh c6 chla cic d{t 1i€u can thi€t bang cich nhap

Chart Title: Tiéu dé cUa biéu do.
Truc X.
Category (X) axis labels: Vung gid tri trén truc X.
Category (X) axis : Tiéu dé truc X.
TrucY.
Viung gid tri trén truc X.
Value (Y) axis: Tiéu dé truc Y.

d(rliéu truc ti€p hodc st dung cdc ham Excel dé tinh.

Vi du nhu s0 liéu trong bang THONG KE SO LUONG SINH VIEN theo tUng nim

hoc, hay dit liéu cho cic PO THI TOAN HOC dudi day:

A B C D E F G
1 THONG KE SO LUONG SINH VIEN pO THI TOAN HOC
2
3 NAM | TIN HOC |PIEN TU | CAO PANG X | Yi=2x%6 | Yy=x+7
4 1992 100 54 0 4 26 3
5 1993 154 53 45 3 12 4
6 1994 96 38 60 2 2 5
7 1995 145 78 80 1 4 6
8 1996 166 93 128 0 6 7
9 1997 173 75 160 1 4 8
10 1998 154 94 245 2 2 9
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11 Cong:| 988 | 485 | 718 | 3
12 4
Yéu cau:
a. Dung bi€u d6 dang cOt d€ bi€u dién s6 lugng sinh vién cic nganh theo tlng
nam hOc.
b. Dung bi€u d0 Pie d€ so sanh tGng sO sinh vién cla 3 nganh tU nim 92-98.
c. Diung bi€u d6 XY(Scatter) d€ vé& d0 thi cho cic ham s6 Y,=2x>-6 va Y,= x+7
trén ciing mOt hé truc toa do XY.

12 10
26 11

3. Cac thao tac tao biéu do’
Vi du: Thuc hién yéu cau (a): bi€u di€n sO lugng sinh vién cic nganh theo tUng nim.

- Vao menu Insert/Chart hoac Click vao niit Chart Wizard e trén thanh Standard.
- Thao tac qua 4 budc cla Chart Wizard nhU sau:
Budc 1 (Step 1 of 4 - Chart Type): chon loai bi€u do.

N Chart Wizard - Step 1 of 4 - Chart Type
Chon loai

bi€u d6

Standard Types l Custom Types ]

Chart bype:

Chart sub-type:

| (Chon biéu dd
con trong loai

i

SEl=

Clustered Column, Compares values across
cakegaries,

Press and Hold ko Wiew Sample |

Cancel | | Mexk = |

Finish |

Budc 2 (Step 2 of 4-Chart Source Data): Chon vung d(t li€u.
- LGp Data Range (Hinh 18.3)
+ Data Range: ving d(r li€u dung bi€u do.
+ Series in: d(t liéu cUa tUng dOi tugng nam theo hang (Row) hay cOt (Column)

Chart Wizard - Step 2 of 4 - Chart Source Data @g|

Data Range l Series I Data Range Series l
300 300
250 250
200 200
OTINADC oTIN O
150 M BEENTT 150 M BEENTT
OCADBAN OCADBAN
100 100
0 0
1 2 3 4 3 1332 1335 1934 1395 1896 1937 1998
Datarange:  [=Sheetzi$CH4:$E411 B el
- P I=Shestaigchagts = LTIN HIC Mame: |=Sheet2!$D$4 y
BIEN TL
Series in: " Rows ;
o
* Columns | values:  |=shestzigpisiggin |
Add Remove
Category () axis labels: |=Sheet2!$B$5:$B$11 y
Cancel < Back | Mext = | Einish Cancel | < Back | Mext = | Einish |
o
Trin
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- LOp Series: Vung d{f liéu ting thanh phan trong bi€u do
+ Series: mOi tén trong danh sich xdc dinh mOt diy sO liéu trong bi€u do (sinh vién mobi
nganh). D{r liéu tuong Ung dugc dinh nghia trong hOp Name va Values
+ Name: tén cho day sO liéu cUa d6i tugng dugc chon trong danh sach Series, 1a dia chi
o tidu dé cUa day sO liéu, n€u khong c6 thi thi hOp Name s€ trOng, khi d6 phai ty nhap tén
va0.
Chii y: nhiing tén (name) nay s€ 12 nhan cho chi gidi (Legend) d€ xdc dinh mOi diy s6
liéu trong bi€u do.
+ Values: dia chi cUa day sO liéu cla d6i tugng dugc chon trong danh sich
Series.
+ Niit Add: Thém day s liéu m&i.
+ Niit Remove: X6a diy s liéu khong dung trong bi€u do.
+ Category(X) axis labels: Vung d{t 1i€u 1am tiéu dé truc X.

Budc 3 (Step 3 of 4-Chart Options): xac dinh céc tity chon cho bi€u do.
- Titles: Pat céc tiéu dé cho bi€u do.

+ Chart title: tiéu dé biéu do. Chart Wizard - Step 3 of 4 - Chart Options
+ Category(X) axis: tiéu dé truc X. wes | mies | s | Legend | DateLatels | pataTale |
+ Value (Y) axis: tiéu dé truc Y. Cha,%w THONG KE SINH VIEN
- Axes: Tuy chon cho cdc trUc tQa dO (X, g o
X, ) i [Ress
- Gridlines: Tuy chOn cho céc duOng 1Udi. e .mﬁ ] [ Resonmn
- Legend: Ty chon cho phan chi gidi. ome— 7 [
- Data Label: thém hodc bd cic nhan dr FEEES S
liéu cho cdc thanh phan cla bi€u do.
- Data Tabel: Thém bang dif li€u ngudn | R e ||
vao biéu do.

Budc 4 (Step 4 of 4-Chart Location): xéac dinh
vi tri dat biu do.

- As new sheet: tao mOt Sheet m&i chi - permges [

chlra bi€u do. I.[":

- As object in: chon Sheet d€ dat bi€u

a6 & psobectin: R - |
il

Click vao nit 1énh Finish d€ hoan thanh

viéc tao biu db. el | _<at | Lo |

Céc bi€u d6 minh hoa theo s6 li€u bang
tinh va céc yéu cau & trén:

THONG KE SINH VIEN
300
2 .0 mTIN HOC
& mBIEN T
o 100 4 OCAD BANG
EI B oy - = -
S( 1992 19393 1994 1995 1995 1997 - jale) TH! HAM S0 TOAN HQC
SINH ¥ Nam 0

l—]
&

|

=

fl\l.'l

i

&

33% 159 @ TIN HOG

=] - -

| @ m BIEN TUF
OCAQ BENG

22%

Rt
N
%

'
=}

da
[a=)
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4. Chinh stta biéu do’

Sau khi dung xong bi€u do theo 4 budc néu trén, c6 thé€ chinh sta lai bi€u d6 bang
cdch thay d0i c4c thong sO nhu: thay dbi loai bi€u dO, viing dt liéu, hi€u chinh cdc tiéu dé, ...
tuong Ung v3i cdc budc da thuc hién d€ dung biu do.

Cach thuc hién
- Click chon bi€u d0 can chinh s(ta, khi d6 menu Data s€ chuy&n thanh Chart.
- Chon budc can chinh s(ta trong menu Chart (hodc R_Click 1én nén bi€u do rOi

chon 1énh tuong Ung).
T A > > o in Chart
- Thuc hi€n chinh sUa nhu khi dung bi€u do. —

1. Chart Type: Chon 1ai kiéu biéu d6 (Bude I). 1 ;::":EEI;Z‘;
2. Source Data: Chon 1ai d{t liéu ngudn (Budc 2). 3 Chert Op o
3. Chart Options: ChOn 1ai céc ty chon (Budc 3). 4 Location...

4. Location: Chon 1ai vi tri cho bi€u d6 (Budc 4).

5. Add Data: thém ddy s6 1iéu méi. Sl — GEIDE,0
add Trendline. .

Menu Format cho phép dinh dang céc thanh phan trong B S
bi€u d6. Tuy theo loai bi€u d0, thanh phan trén bi€u d0 can dinh dang, Excel s€ cung
cap n0i dung dinh dang phii hgp. PGi v&i vin ban nhu tiéu d€, ghi ch, ... thi c6 thé
dinh dang Font, mau ch{f, mau nén, hudng vin ban. POi v&i cic cOt hay nguyén bi€u
do thi ¢6 th€ chon dudng vién, mau, ...

Céch thuc hién

- Click chon thanh phan can dinh dang.
- Vao menu Formai\Selected ... (hodc Ctrl + 1, hodc R_Click 1én thanh phan can dinh dang,
sau d6 chon Format ...), hOp thoai Format ... xudt hién.
- Thuc hién dinh dang cho thanh phan dé theo y muln.
Vi du: dinh dang viing nén bi€u d6 (Chart Area), hOp thoai Format Chart Area nhu hinh dudi

A .
day:
Format Chart Area E]g] Format Chart Area E]g]
| l Font ] Propetties ] Patterns I Font l

Border Area Ohject positioning
{+ automatic f* Aubomatic * Move and size with cells
" Mone " Mong " Move but don't size with cells
~ D! A

Cuskam EEEEEEEN Don't move or size with cells

Style: - ENEEENEN Iv Print: object

O O L v Locked
Calor: Aukomatic - | | Locking objects has no effect unless the sheet is
_ praotected. To protect the sheet, choose
WWeight: =~ Protection from the Tools menu, and then choose
Protect Sheet, A password is optional,
I~ shadaw t = = D i
™ Round corners un EEENE
Fill Effects...
Sample
QK | Cancel [s]4 | Cancel

+ LOp Patterns: Cho phép chon dudng vién va mau nén cho bi€u do.
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+ LGp Font: Cho phép dinh dang céc thanh phan 1a viin ban trong bi€u d6 (tuong tu nhu 18p Font

trong hOp thoai Format/ Cells).
L&p Properties: Cho phép thay d6i céc thuOc tinh cho bi€u do.

v' Move and size with cells: Bi€u d0 sé& di chuyén va thay d6i kich thudc theo cic
0. Nghia 14 khi xo4 hay thém cic & vio trong bang tinh thi bi€u d6 ciing di chuy€n theo
(Vi du nhu khi ta xod cdc 6 bén trai bi€u d0 thi bi€u d0 ciing di chuyén qua trai, khi
thém céc 6 vao bén trdi bi€u d0 thi bi€u dO sé€ di chuyén qua phai, ...). Khi thay d6i
d0 rOng cOt hay chi€u cao hang c6 “di” qua bi€u db thi kich thudc bi€u do ciing thay
d6i theo.

v' Move but don’t size with cells: Bi€u d0 sé& di chuy€n clung cdc 6 nhung khong
thay d6i kich thu@c theo cic 6.

v Don’t move or size with cells: Bi€u d0 s€ khong di chuy€n va cting khong thay
d6i kich thudc theo cic 6. _

v' ™ Print object: Cho in n€u bi€u d6 aJ
ndam trong viing dugc chon dé€ in.

v’ M Locked: Khoa bi€u d0 cung véi
Sheet (chi thuc hién dugc khi chon khod bdo
vé Sheet trudc).

V§i thanh phan khéc, ndi dung dinh
dang ciing thay dGi cho phit hgp, nhu khi
chon dinh dang cho tiéu dé bi€u d6 (Chart
Title), hOp thoai Format Chart Title nhU sau:

LGp Alignment: cho phép canh 1€ va
chon hudng chit cho thanh phan viin ban
trong cho bi€u do.

v Horizontal: canh 1€ vin ban theo
phuOng ngang.

v’ Vertical:
phuong doOc.

v’ Orientation: chon hudng chi.

SU dung thanh cong cu Chart

+

Format Chart Title

Patterns l Fonk

Center -
Center M

Text alignment Crienkation

Haorizantal:

Wertical:

oo -

0 El: Deqgrees

Cancel

canh 1& vin ban theo

“hart Title -
I

Thanh cong cU Chart c6 chra mOt sO nit
dugc thi€t k€ nham giip dinh dang nhanh
bi€u do.

Click vao bi€u d0, thanh cong cuU Chart
sé tu dOng xudt hién hodc c6 thé bat/ tat
thanh coéng cu Chart bang cich vio menu
View\ Toolbars\ Chart.

Cakeqory Axis f
Chart Area
Legend

Flak Area

Value Axis

Value Axis Major Gridlines
Series "TIN HOC"

Series "BIEM TL™

Series "CAD BANG"

Y nghia:

1. Chart Objects: Chon thanh phan
trong bi€u d6 d€ dinh dang.

2. Format Chart ...: Hién thi hOp
thoai Format Ung vGi thanh phan di dugc
chon & trén.

3. Chart Type: Chon loai bi€u do.

6. By Row: Biéu d6 dugc vé theo
hang (row).

7. By Column: Bi€u d6 dugc vé
theo cOt (column).

8. Angle Text Downward: Nghiéng
vin bdn (Text) theo huGng xudng.
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4. Legend: An/ hién chi thich cUa 9. Angle Text Upward: Nghiéng vin
bi€u do. ) ban (Text) theo hudng 1én.
5. Data Table: An/hién bang d{

liéu.

Ngoai cdch st dung menu Format _
vi thanh céng cU Chart d& dinh dang cho

bi€u do, c6 thé thay dbi kich thuGc va di | Pese | mersins | Hesdenronter | sheet |

chuyén bi€u d6 nhu 1a mét di tUgng s
(s {Fartrait ! " Landscape ) .
hinh trong Excel. i Landscap  PrintPreview |

Scaling Options. ..
o adjust ko 100 E: % normal size

V. In an tal llgu " Fikko: |1 3: pagels) wide by 1 3: tall

1. Pinh dang trang in (Page Setup) Paper szs: A%
Lénh File\Page Setup cho phép dat | Frase: [0
huGng trang (Orientation), chOn kh@ gidy | Fstessenumeer: [awe
in (Paper size), dat d0 rOng cla cic 1& o ] cone
(Margins), tao tiéu dé va ha muc (Header
and Footer), danh sO trang (Page number),

chon vung d{t liéu in (Print Area), ...
HOp thoai Page Setup gdm céc 18p sau:

L0p Page: ddt huGng trang, chon kh gidy in.

[~
[

. . e cx . Page i Margins ;| Header/Footer | Sheet
—'Orlen,tan(.)n: (Ijhc_)n huOng giay in. | - ! Hecldle“ —
Portrait: huOng in dung. o = s = e
Landscape: hudng in ngang. M
- Scaling: Chon ty 1€ in. et -~ e
- Paper size: Chon khé gidy. L < o8 =]
- Print quality: Chon chat lugng in.
LOp Margins: Dat d0 rOng cla céc 1€ ——— Focten
Chon d0 rOng céic 'lé‘ Top, Bottom, Left, Right, | pse 1 s =
Header va Footer (d0On vl 1a inch). P Hotontaly 7 ertically
7 Néu ‘mu()'n dat bang tinh n/‘ém ngay \tai tam —
cUa trang in (Center on page), danh dau vao muc el |

Horizontally € dat bang tinh vao trung tim trang in
theo chi€u ngang, ddnh ddu vio muc Vertically dé€
dat bang tinh vio trung tAm trang in theo chi€u dUng.
LOp Header/ Footer: Tao tiéu dé/ ha muc, d4nh s0 trang, ...
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Page Setup E| El

Page ] Margins ~ Header/Footer ] Shest ]

Chawng 21: Indn trong Excel Prink...
Chon Header : .
- ~ Prink Preview
, <
cO san Header:
Opkions. ..
§\Il:Zercrng 21: In &n trong Excel - =

~
__~  Cuskom Header. .. Custom Footer, ., TaO Footer
Fooker: theo )’7 l’nu(’jn/

Gian trinh Tin hoc chidng chi A, 1

Bo Mon Tin Hoc, Page 1, 10/1f2004

Prepared by Bo Mon Tin Hoc 104172004, Page 1
Khoa kKhoa Hoc Confidential, Sheet1, Page 1
Eiookl

Bookl, Page 1

Tao Header
theo y muOn

Chon Footer )
cbsan

QK | Cancel |

C6 thé€ chon tiéu dé/ ha muc ¢6 san trong hOp Header\ Footer, tuy nhién céc tiéu dé/
ha muc nay c6 th€ khong ding v4i mong mudn cla ngudi ding . D€ tao tiéu dé/ ha muc theo
y cUa ngU0i dung, Click vao nit Custom Header\ Custom Footer. HOp thoai Header/ Footer
(gibng nhau) cho phép tao tiéu d&/ ha muc, dnh sO trang, chén ngay, gi0, ...

Footer EWEI

To Format text: select the text, then oK
Toinsert a page number, date, time, 3 5 6 7
in the edit box, then choose the ap ‘ ‘ ‘ ‘ Cerr
A @ &2
Left section: Center section: Right section:
Gido tfinh Tin hoo chiing chi Trang &[Page]

A,

/1 /\ /\

Tiéu dé/ ha muc

Tiéu dé/ ha Tiéu dé&/ ha muc

bén trai muc bén phdi
G gilra
Y nghia céc nit
1. Binh dang ky tu (Font, 5. Chen thOi gian (Time).
Size ...).

2. Chen s0 trang. 6. Chéen tén tap tin Excel
(Workbook).

X

4. Chen Page | Margins | HeaderfFooter  Sheet ]

Prink area: |A1 F1z E Print. ..
LOp Sheet: ChOn vUy Frirk tiles ——
: J Print Preview

Rows ko repeat at top: | B
Cptions, .,
Columns ko repeat at left: | E
Prink
v Gridiines [ Raow and calumn headings
[ Black and white Comments:  |(Mone) =

[ Draft guality

Page order
{* Down, then over EE EIF 28
A
™ Owver, then down EE =IE =5

Trinh bay bang tihh excg

oK, | Cancel




Trung tdm Khao thi va Céng nghé thdng tin Trwd'ng Dai hoc Y Dwoc Can Tho

- Print area: Cho phép chon viing d{f li€u in (n€u chon thi chi d{t liéu trong viing m&i
dudgc in, ngude 1ai (khdng chon) thi in tat ca d(r liéu trong Sheet).
Chil y:
“ C6 th€ chon vung dif liéu in nhu sau:
+ Chon vung d{r liéu in.
+ Vao menu File\ Print Area\ Set Print Area.
. DE bd chon ving d{t 1iéu in, chon 1€nh File\ Print Area\ Clear Print Area.
- Print titles: Lap 1ai tiéu dé hang (row) va cOt (column) trén moi trang in (khi bang tinh
c6 nhiéu trang).
+ Rows to repeat at top: Lap 1ai tiéu dé hang trén ddu moi trang in.
+ Columns to repeat at left: Lap 1ai tiéu d€ cOt bén trai mOi trang in.
- Print: Dat mo6t s tuy chon khi in.

+ Gridlines: Chon in cic duOng 1uGi (1a cdc duOng chia ma thuOng thdy trén man
hinh. Céc duOng nay xéc dinh céc 0 trong bang tinh. Thong thuGng cic duOng 1udi
nay khong dugc ra).

Black and white: Chon ché& d6 in trang den.
Draft quality: Chon ch& d0 in nhdp (chat lugng kém nhung in nhanh hon).
Row and column heading: Chon in chi sO hang (1,2,3, ...) va tén cOt (A,B,C,...).
Comments: Chon in/ khong in phan chi thich.
- Page order: Chon th(r tU in khi bang tinh c¢6 nhiéu trang.
+ Down, then over: In theo chi€u tU trén xudng dudi hét céc trang, sau d6 mdi in

+ + + +

phan du bén phai.
10over, ti% o ‘ i &8 céc trang, sau d6 mdi in tran
g g
2 X Print... | Setup.., | Margins | Page Break Preview | Close I Help |
__________ tra va
hiéu ¢ i e i ' én:

A
B EET
c 30T

EAD CAD BAM HAMS
THAMCHH?

Tt |Crrpiches

QEEEBEEREEEREEAEEEREEE

Preview: Page 1 of 2 | [ [ L N
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Y nghia céc nit 1€nh trén thanh cong cu trong man hinh Print Preview:

Nownswb =

8.
9.

Next: Trd 1ai trang ngay phia trudc.

Previous: P€n trang k€ tiép.

Zoom: Phéng to/ thu nhd man hinh.

Print: MG hOp thoai Print d€ thuc hién in.

Setup: M® hOp thoai Page Setup d€ dinh cic thong s in.

Margins: Di€u chinh cic 1€.

Page Break Preview: Khi dugc chon s& quay vé bang tinh va chuyén qua ché d6
man hinh Page Break Preview. O ché d6 nay sé€ c6 nhiing duOng ké tugng trung
cho vi trf ngat trang kém theo nhitng dang ch(t m0 Pagel, Page2, Page3, ... d€ cho
biét viing dang xem 1a & trang nao. PE quay vé€ ché d6 binh thuOng, chon lénh
View\ Normal.

Close: Bong man hinh Print Preview 1ai.

Help: m@ trQ gitp cUa Excel.

3. Thuc hién in
Sau khi hoan tat phan ndi dung, d€ thuc hién in trong Excel, thuc hién theo cic budc

sau:

Dat cé4c thong sO cho cic trang in (Page Setup).

Chon viing d(r li€u can in (Print Area).

Xem truGc khi in (Print Preview) d€ di€u chinh n€u cén thiét.

Thuc hién in: Chon menu File\ Print; hodc t6 hgp phim Ctrl + P; hodc chon niit 1&nh

Print % trén thanh Standard. HOp thoai Print nhu sau:

Trinh bay bang tinh excel
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- Printer: ChOon mdy in sU dung trong
hOp Name.
- Print range: ChOn vung in.

+ All: Chon in tat cd cdc trang.

+ Page(s): Chon in lién tuc tU trang
bat dau (From) cho dén trang cudi
(To).

- Print what: Phan dudc in.

+ Selection: In khOi dugc chon.

+ Entire workbook: In tat cd cdc Sheet
trong Workbook.

+ Active(s) sheet: In Sheet hi€n hanh.

- Copies: SO ban va th(r tu in.

+ Number of copy: Chon sO ban in.

+ Collate: Ki€ém tra th(I tu in.

Vi du: Gid st in trang 1, 2 va sO ban
in 12 3. Th( tU in nhU sau:

Print

Prinker

|c§ \1ser2005HP LaserJet 1100 (MS)

ﬂ Properties. ..

Marmne:
Status:

Type:
where!

Idle
HP LaserJet 1100 (MS)
LPT1:

Comment: [ Print to file

Prink range
" al

& Page(s)  FErom: |1 3: o |2 3:

Prink what
" Selection
{* Active sheet(s)

Preview

Copies

Mumber of copies: 2 =

Ijil Ijg [v Collate

o]

(" Entire workbook

Cancel

Hinh 19.7: Thuc hién in

M Collate: trang 1, trang 2, trang 1, trang 2, trang 1, trang 2.
3 Collate: trang 1, trang 1, trang 1, trang 2, trang 2, trang 2.
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	VI. Nhóm hàm Vlookup, Hlookup
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	IV. Sắp xếp dữ liệu
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	3. Các thao tác tạo biểu đồ
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