GIAO TRINH EXCEL

LOINOI PAU

Ngay nay khi Tin hoc di dugc Ung dung nhi€u vao hau hét cic linh vuc
hoat ddng cUa con ngudi. Mdy tinh da trd thanh mOt cong cuU trg gidp trong
cong viéc. BO phan mém Ung dung Microsoft Office di tr& nén quen thudc
vGi khong chi v&i nhling nhan vién vin phong ma v&i bat ky ai bi€t s dung
mdy tinh hién nay.

Gido trinh dugc thi€t k€ gidng day trong 45 ti€t hoc (22 tiét cho ly
thuyét, 23 ti€t cho thuc hanh) trong tim vao nOi dung chinh: SU dung phan
mém Microsoft Excel, bao gOm bai mé dau, 5 chudng chinh va 2 phan phu
luc.

Bai m& dau: Trang bi cho hoc sinh nhiing hiu biét ciin ban vé bang
tinh trong phan mém Ung dung Microsoft Excel, nh{ing tinh ning va ti€p can
chU ddng 1am chU mdy tinh khi hQc mon “Bang tinh dién tU Excel”.

Chuong 1: Gidi thiéu nhiing khdi niém clung cdc kY ning thao tdc tU cin
bdn dén nang cao trén mOt 6, mOt khoi 9, trén cOt, trén hang cUa bang tinh
Excel. Céc loai d{t liéu dung trong Excel, cdch thUc nhap va céc thao tac xU ly
d(r liéu trong 6 hodc kh0i 6.

Chuong 2: Cung cap nhling k¥ ning d€ hoc sinh c6 th€ dinh dang cho
d{r liéu trén bang tinh, trang trf tao dudng vi€n va mau n€n cho bang tinh. SU
dung cdc mau trang trf c6 san hodc chu dOng tao ra cdc mau mai (Style) dé€
4p dung dinh dang cho c4c khOi 6 hodc cic bang tinh.

Chuong 3: Piy 1a chuOng quan trong trong chUong trinh mdn hoc dé
hoc sinh dugc ti€p can nhiing kY niing tinh todn tu dOng trong bang tinh
Excel. TU vi€c tao ra céc cong thlc tinh toan phtt hgp vi yéu cau cla minh
tdi viée sir dung cdc ham mau c¢6 san trong moOt thu vién bao gdm nhi€u ham
d€ gidi quyét cc yéu cau phlc tap dugc dat ra. Gidi thi€u cdc nhém ham co
ban thuOng hay sU dung trong cdc bai todn thuc hi€n tinh to4n trén bang tinh.



Chuong 4: Cung cap hoc sinh mOt sO cdc phuong phép tim ki€m, chon
loc dir liéu thod di€u kién, phuong phép tOng hgp d{r liéu, tao cic bang tOng
k€t nhanh va khd ning 1én két gilta Excel v8i cic chuong trinh Ung dung
khéc.

Chuong 5: Hudng dan hoc sinh st dung dit liéu cUa bang tinh d€ thiét
k€ modt bi€u d6 hodc dO thi theo cic buGc cO ban trong hudng dan mau
(Wizard), hi€u chinh d€ dugc mOt bi€u d0 hodc d0 thi hoan chinh. Biét chen
mOt hinh dnh, dong ch(f nghé thudt vao bdng tinh Excel, biét thi€t 1ap cic
Macro don gidn va in ra cdc bang tinh d€ phuc vu cong viéc.

Phu luc 1: GiGi thiéu mdt s6 t6 hgp phim tat thudng duoc st dung
trong phan mém Microsoft Excel.

Phu luc 2 : Cung cdp nghia Ti€ng Viét cla moOt sO thuat ng( Tiéng
Anh khi s& dung Microsoft Excel.

Phan mém Ung dung dugc giGi thiéu trong gido trinh nay s dung bd
Microsoft Office 2000. Tuy nhién n0i dung cudn gido trinh c6 th€ tuong thich
vGi phién ban Microsoft Office 97 hodc Microsoft Office 2002. V& ndi dung,
cdc thao tdc thuc hién c0 ban nhu nhau, c6 th€ chi khic & giao dién lam viéc
gilta c4c phién ban. HOc sinh nén thuGng xuyén cdp nhat nhiing cudn sich
gidi thi€u nhitng phién bdn mdi ciing nhu cap nhat nhitng bO phan mém mdi
nhat d€ s dung tOi da ti€n bO cong nghé ma cdc nha lam phan mém mang
lai.
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BAIMO PAU

Microsoft Excel 12 mOt phan mém Ung dung trong bO Microsoft Office
dung d€ tinh todn va xU ly d{r li€u trén cic bang tinh, ddc bi€t dGi v&i linh
vuc k€ toan va tai chinh. SU' dung bang tinh Excel c¢6 thé thuc hién nhanh
chéng céc phép tinh, sap x€p va khai thic cic co sG dit li€u vi cdc tinh ning
Uu viét ma cdc chuong trinh Ung dung khdc khong c6 dugc.

Tinh ning Auto fill gidp ban tu ddng di€én mot chudi sO tudn tu theo

mOt quy luat hodc mot day d{r li€u vao nhirng 6 1an can dugc ban lua

chOn trong bang tinh.

NhO tinh ning Subtotals ban s& dé dang phan loai, tong hgp dr liéu
trong bang tinh theo cdc nhém tuy y.

P& tap hop va lién két dif liéu trong mOt hodc nhi€u danh sach d{F liéu
d moét hodc nhi€u bang tinh v&i nhau, hdy s dung tinh ning
Consolidate.

Dung Data Filter d€ chon 10c, tim ki€m nhanh chéng cac d{t 1i€u thod
min nhiing diéu kién cho trudc.

Tinh niing Pivot table cho phép ban phan tich va tong hop d{f liéu theo
nhing cach trinh bay khdc nhau.

Dé dang dung cdc bi€u d0, bi€u d6 minh hoa cho cdc s6 liéu cla bang

tinh.

Lién k&t d{r liéu cla Excel vGi cdc chuong trinh Ung dung khic mOt

c4ch than thién, linh hoat, ...
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Microsoft Excel st dung trong mdi truOGng Windows nén truc quan va dé
thao tic. Microsoft Excel s€ luon 12 m6t phan mém Ung dung than thién vGi
cong tac vin phong va k€ todn.

1. CAC KHAI NIEM CO BAN

1.1. Tép bang tinh (WorkBook)

MObi tép bang tinh gbm tlr 1 255 bang tinh (Sheet) riéng biét, mac
dinh 12 3 bang tinh. Ban c6 thé€ thay d6i s6 bang tinh hi€n thi nay.

Tép bang tinh thuOng dung d€ tap hop cic bang tinh d li€u, bi€u do,
Macro, v.v ... ¢6 lién quan d€n nhau.

Khi kh&i dOng chuOng trinh, Excel s€ tu dOng m& mOt t€p bang tinh
mdi trong cUa sO nay va c6 tén mac dinh 12 Book n (n 12 sO th( tu tuong Ung
vGi sO 1an m& bang tinh).

1.2. Bang tinh (Sheet) 12 viing Iam vi€c chinh cUa Excel bao gOm cic cOt

va cdc hang giao nhau tao nén cac 0.

1.3. COt (Column) 13 tap hgp céc 6 trong bang tinh theo chiéu doc tUr
trén xudng dudi. MOi bang tinh tao bGi 256 cOt dugc sdp x&p ti trdi qua phai
theo trinh tU céc chlf cdi A, B, C, ... (cOt cudi ciing 12 IV). Chi€u rdng mOi cOt
mdc dinh cha 9 ky tu, ta c6 thé thay d6i chi€u rOng cUa cOt trong khodng tUr
0 dén 255 ky tu.

1.4. Dong (Row) 1a tap hQp cdc 6 trong bang tinh theo chi€u ngang.
Chi€u cao dong mdc nhién 1a 12.75 chdm di€m (C6 thé thay dGi tr 0 409).

MO0i bang tinh c6 65536 hang (v&i Excel 6.0 chi c6 16384 hang) dudgc danh
thG tU e 1, 2, ... dén hang the 65536

1.5. O (Cell) 1a giao di€m cUa 1 cOt va 1 hang. O dugc xic dinh bdi 1 toa

d0 (Pia chi) cUa th( tu c¢Ot, hang trong bang tinh.

1.6. Pia chi 6 dugc viét theo th(F tu <tén cOt><tén hang>.
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Vidu: A51a 6 tao bGi cOt A giao vGi hang 5 con B10 12 6 nam trén c6t B
giao v&i hang 10.

1.7. Pia chi tuong ddi clia & (hodc khdi o) 12 dia chi thay d6i khi ban
sao chép cong thUc. Cach vié€t dia chi tuong d6i giGng nhu viét dia chi 6 hodc
khOi 6 thong thuOng: <Tén cOt><tén hang>; <Tén cOt><tén hang>:<Tén
cOt><tén hang>.

Vidu: Cic 6 : Al, B8, hoac cédc khoi 6 A1:El, B1:C10, ...

1.8. Pia chi tuy@t ddi clia 6 (hodc khGi 6) 12 dia chi khong thay ddi khi
ban sao chép cong thlc. Cich vi€t dia chi tuyét d6i: Chén thém cic ky tU' $
vao trudc tén hang, tén cOt cUa dia chi tuong doi.

Vidu: $A$1, $B$5, $AS1:SE$1, $B$1:$CS$10, ...

1.9. Pia chi hon hop cla 6 (hodc khéi 6) 1a dia chi bao gbm ca dia chi
tuong doi va dia chi tuyét doi.

Vidu: $AT, AS1, $B5, ...

1.10. Fill handle 132 m0t 6 vuong nhd nam & géc dudi bén trai cla khung

[ ]

Hinh 1. Fj
liéu). Khi di trd chudt tGi vi trf Fill handle thi trd chudt bién Handlé

sam bao quanh mOt 6 hodc mOt nhém 6 c¢6 tic dung d€ sao chép

nhanh d{t li€u hodc cong thlc cho cic 6 li€n k€& (Phu dit

thanh ddu cOng nhd “ .

1.11. Con trd & (con goi l1a & hién hanh) 13 6 c6 khung sdm bao quanh.
Ngoai ra trong Excel ban van c6 khdi niém con trd soan thao (12 gach dlng
nhdp nhdy khi ban nhdp d{ liu vio 6) va con tr@ chult thay d6i tuy theo
tUng vi trf trong man hinh giao dién chuong trinh lic thi 12 ch(r thdp rOng, khi

1a mii tén rOng...

2. KHOTPONG VA THOAT KHOI EXCEL
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2.1. Kh@i dong Excel
C6 nhi€u c4ch khac nhau d€ khéi dOng chuong trinh, ban c6 th€ dp dung
mOt trong céc cdch:

Cach 1: Nhén chudt vao nit [E| wén thanh cong cU Microsoft
Office B B0| (| (21| | 35 | &

Céch 2: Khdi dOng menu Start/Chon Programs/Chon Microsoft Excel

Ngoai ra c6 th€ khdi dOng tU 1énh Run, Find hodc tU bat ky vi tri ndo c6

bi€u || tuong .
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2.2. Thoat khoi Excel

Sau khi khong 1am viéc vGi chuong trinh, ta c6 th€ thodt khdi chuong

trinh Excel bang moOt trong cic céch sau:
Cach 1: Nhan chubt vao nit  (Close) trén c(ra s6 chuong trinh.
Céch 2: M3 menu File/Chon Exit.
Ciach 3: SU dung tG hop phim Alt + F4.
Cich 4: Nha@n dip chudt tai nit diéu khi€n Control Box phia bén
trdi thanh tiéu dé.

Khi thoat khdi Excel, n€éu chua luu chuong trinh trudc dé sé c6 hOp

thoai thong bao sau:

-

& Microsoft Excel

nghia: “B an co muén luu nhCrng Do wou wank ko save the changes wou
made to ‘Bookl'?

thay d6i trong tép bang tinh | ...

esi Mo Cancel

Cau hai trong hOp thoai c6

. -

‘Book1’ khong?”. Ban sé trd 10i N

hOp thoai tuy theo y muOn cla Hinh 2: Thong bdo khi thodt chuOng
N x . ) . .  trinh

minh bang cach di chuye€n chuOt
vao vi tri Yes, No hodc Cancel r0i nhan chudt, ciing c6 th€ nhan cic phim Y,

N hay Esc cho céc 1ua chon tuong Ung:

Chap nhan luu tr(t nhig thay dGi cUa tép bang tinh, ban chon Yes.
Né€u dugc 1uu tr(r 1an dau thi sau khi chon niit Yes s& xudt hién ti€p hOp
thoai Save As d€ ban dat tén t€p bang tinh va x4c dinh vi trf noi 1uu trlf rbi
chOn Save.

Khong 1uu trlf nhiing thay dGi cUa t€p bang tinh ban chon No va thoat

khéi Microsoft Excel. D€ huy bo 1€nh ban chon Cancel.
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3. GIO1 THIEU MAN HINH EXCEL

Title bar

Micrusuft Excel - Book1
(o] r FE

-;I File Edit “iew Insert Format Tools Daka W

= E fe @ 2
AnTime -122 - B I O A2

Name box [— j o =/ ce ter|
A E 0 E =

1
2 Thanh cong thUc
3 Fill handle
M 4 » | M} Shee Zet2  Sheet3 /| 4|
Edit UM

Hinh 3: Man hinh Microsoft Excel

3.1. Thanh tiéu dé (Title bar)

L4 thanh ngang mau dam phia trén cla man hinh, gOm nit di€u khién
(Control box), tén chuoOng trinh (Microsoft Excel) va céc nuit cuc tiéu
(Minimize), cuc dai (Maximize) hodc phuc hoi (Restore), nit dong clra sO
chuong trinh (Close), n€u bang tinh & ché d6 toan man hinh s c6 tén tép tai

liéu hién tai dang m&, mac dinh 1a Bookl.
3.2. Thanh menu (Menu bar)

GOm 9 nhém menu chinh (Bang chon), trong mOi menu ch(fa mOt nhém

c4c 1énh.

File Edit Wew Insert Format Tools Data Window Help

Hinh 4: Thanh Menu

Trén moi tén menu c¢6 mOt chif cai dugc gach chan, d6 chinh 1a ky tu dai
dién cho menu d6. PE mé& mdt menu, ban c6 th€ nhan chudt trén tén menu

hodc dung t6 hgp phim gbm phim Alt va phim ch(f cdi duoc gach chin trén

menu d6, vi du: mudn m& menu File, ban nhan t6 hop Alt + F, mudn mé

menu Data nhan t6 hop phim Alt + D, ...
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3.3. Thanh cong cu chudn (Standard bar)

GOm céc nit 1énh tiéu bi€u dudi dang cic bi€u tuong, moi nit 13 mot
1énh théng dung d€ thao tc trén bang tinh.
s &V e @ = A 2% im e - 3,

Hinh 5: Thanh céng cU chudn

ChUc niing cUa tUng niit trén thanh cong cU chudn:
D (New) : M@ tép bang tinh m&i.
= (Open) : M t&p bang tinh da c6 trén 6 dia.
& (Save) : Luu t&p bang tinh.
(Email) : GUi thu dién t0f
S (Print) : In tai liéu
& (Print Preview): Xem tép bang tinh trudc khi in.
V" (Spelling): SCra 16i chinh t3.
b (Cut) :Cat vung da chon vao Clipboad.
(Copy) : Sao chép vung da chon vao Clipboad.
2 (Paste) : Dédn tU Clipboad vao vi tri con tr® 6 hién tai.
o (Format Painter): Sao chép dinh dang.
(Undo, Redo): Huy b0 hodc 1ap 1ai thao tdc vUra thuc hién.
- (Insert Hypelink): Tao lién két.

= (AutoSum): T dOng tinh t6ng.
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# (Paste Function): SU dung ham trong thu vién ham cUa Excel.
2y (Sort Ascending): Sép x€p theo th(I tU ting dan.

Al (Sort Descending): Sap x€p theo th(r tu gidm dan.

L (Chart Wizart): Tao bi€u d6 theo mau.

© (Drawing): Cong cu vé.

100%

" (Zoom): Ty 1é& khung nhin.

2 (Microsoft Excel Help): TrQ giup.

3.4. Thanh cong cu dinh dang (Formating bar)

MnTime - 12 - B I U|=

Hinh 6: Thanh coéng cU dinh dang

=EE $ %, W% EE

ChUra cic nit 1énh ding d€ dinh dang trén bang tinh. Khi dua con trd lai

gan niit 1€nh, tén cla cic nit 1€nh s& hién ra.

ChUc ning cUa tUng nit trén thanh cong cyU dinh dang:
e " (Font): Chon Font ch(r.
'*_~ (Font Size): Chon c& ch{r.
B (Bold): Chon / huy ki€u chit dam.
7 (Italic): Chon / huy kiéu chif nghiéng.

U (Underline): Chon / huy kiu chit gach chan.

(Align Left): Canh hang dt liéu thang mép trdi 6.

(Center): Canh d{r liéu vao gilra 0.
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(Align Right): Canh hang d{f liéu thang mép phai 6.

(Merge and center): Cin d(I 1i€u vao gi(ta khGi 6 dugc chon.

. (Curency Style): Dinh dang d{F li€u theo don vi ti€n té.

% (Percent Style): Pinh dang d{r liéu theo ty 1€ %.

’ (Comma Style): Dinh dang ki€u ddu ngin cdch nhém 3 ch{f s0.

+.0 .00 > ~ ~ A~ PN
%+ [(Increase Decimal/Decrease Decimal): Tang/Giam sO chU sO phan

thap phan.

=% (Decrease Indent/Increase Indent): Dich chuyén d{r liéu dugc chon

ik
M
[Thd}
M

sang bén trdi hodc sang bén phai.

— 7 (Borders): Pinh dang dudng vién khung cho kh6i 6.
2 - (Fill Color): Pinh dang mau nén cho khai 6.

A - (Font Color): Dinh dang mau cho font ch(r,
3.5. Thanh cong thUc (Formula bar)

Khung Name box hié€n thj toa d0 cUa & hi€én hanh (6 dang lam viéc), cic
niit huy bo (Cancel), 1ua chon (Enter). Khi nhap d{t liéu vao 6 trong bang tinh
thi d{t liéu ciing dOng thOi hi€n trén thanh cong thc. Néu d{ liéu 1a cong

thUc thi khung name box lic nay tr@ thanh hOp ch(a danh sich cdc ham cUa

COUNTA j X v = =VLOOKUPIEFT(E4, D&RIGHT(E4,2),3 A% 18:30821,3,0)
Khung Name box Hinh 7. Thanh céng thUc

Excel.

3.6. Cra s6 bang tinh (Woksheet Window)
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La ving 1am vi€c chinh cUa chuong trinh, phia trén 13 hang tiéu dé cOt,
bén trdi 1a cOt tidu dé hang phan con 1ai 1a cdc 6 clia bang tinh. Bén phai 14
thanh cubn doc (Vertical scroll bar). Bén dudi bang tinh 1a thanh cong viéc

chla danh s4ch cdc bang tinh va thanh cuOn ngang (Horizontal scroll bar).

Danh sich c4c bang tinh trén cUta s6 bang tinh c6 th€ thay d6i th( tu, tén
ciing nhu sO 1uong dudc hién thi nhU sau:

3.6.1. Thém hoac bét bang tinh

PE chen thém mot bang tinh, ban c6 thé thuc hién bang mot trong cic céch
sau:

Céch 1: Chon bang tinh (bén phdi bang tinh can chén), m& menu Insert,
chon WorkSheet, mOt bang tinh m&i dugc chén vao phia bén trai cUa bang
tinh da chon.

Céch 2: Nhan chult phdi trén tén cUa mOt bang tinh, xudt hién bang chon
1énh, ban chon Insert..., mOt hOp thoai hi€n 1én, chon ti€p WorkSheet va nhan
OK.

3.6.2. DOi tén bang tinh

MuOn d0i tén cla bang tinh, ban ciing c6 th€ thuc hién theo cic cich
sau:

Cich 1: M3 bdng tinh can dGi tén, chon menu Format, chon ti€p
Rename, tén hién tai cUa bang tinh sé thay d0i theo tén ban nhap tU ban
phim r6i nhan Enter hodc nhan chult tai 6 bat ky cla bang tinh d€ hoan tat
viéc dGi tén.

Céch 2: Nhan chudt phai trén tén cUa bang tinh can dbi tén, xudt hién bang
chon 1€énh, ban chon Rename va nhdp tén m&i cho bang tinh rdi nhdn Enter

hodc nhan chudt tai 6 bat ky cla bang tinh d€ hoan tat viéc d6i tén.

3.6.3. Thay doi thur tu

Trang 12



Ban c6 thé sap x€p lai th(r ty danh sich cic bang tinh bang cich nhdn chudt

trén tén bang tinh can thay d6i th( tu, kéo t&i vi trf mong mubn rdi nhd chult.
3.7. Thanh trang thai (Status bar)

Nam & vi tri cudi ciing cla cUta sG chuong trinh d€ hi€n thi chi bdo céc

ché& do0 hoat dOng cUa Excel hodc ché d0 1am viéc cla ban phim.

Ready M

Hinh 8. Thanh trang thdi
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4. HIEN THI / AN CAC THANH CONG CU

4.1. Hi€n thi / @n thanh céng cu

MuOn hién thi cic thanh cong cU, md menu View / Formula (hién thanh
cong thlrc) hodc Toolbars cho cic thanh cong cu khic. Panh dau vao céc
thanh cong cu mudn chon: Standard (Thanh céng cu chudn), Formating

(Thanh cong cu dinh dang), ...

MuOn an céc thanh cong cU ban thuc hién bang cach m& menu View/
chon Toolbars r6i bd danh ddu viao thanh cong cU mudn an di. Ngoai ra ban
c6 thé tat hién thi bang cach nhan ddp chult vio vi trf trOng bat ky trén thanh

cong cU, ldc nay thanh cdng cu dugc thu thanh clta sG nhd, nhan chult vio

nit Close [X| 3 g6c trén bén phai.
4.2. Thém/ BOt nit 1€nh trén thanh cong cu

Trén thanh cong cU, mdc nhién di c6 mot sO niit 1énh co bdn dudi dang

cdc biéu tuong, tuy nhién thanh cong REEEES 7%
Toolbars  Commands l Optians I

cU van chua hién thi day d0 cdc nit | cuegores Commands:

s e ﬂ
DNew
@Open

Close

Window and Help [ save
Drawing

hlén nhU’ sau: Autoshapes j Save As... ﬂ

1énh cla cidc menu. Ban cé th€ thém

céc nut 1énh vao thanh cong cu, thuc

Céch 1: ST dung hdp thoai | |

M3& menu Tools / chon Customize, I

chon tiep the Command; Khung Hinh 9. HOp thoai Customize
Categories hién thi tén cic menu 1énh

chinh hodc tén cic thanh cdng cu, khung Command hién thj cdc nit 1énh hodc
cdc biéu tugng clla menu hodc thanh cong cu tuong Ung. Mudn thém niit 1€nh

ndo, ban chi viéc ding chudt nhan va kéo nit 1€nh d6 1én thanh cong cu roi
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nha chult, nit 1énh sé nam tai vi tri mong mubn, nhan nit Close cla hOp
thoai d€ hoan tat cong viéc.

D€ 13y niit 1énh hodc bi€u tugng ra khoi thanh cong cu, ban thuc hién
m3 menu Tools/ chon Customize, diing chult thuc hi€n nhan va kéo niit 1énh
ra khoi vi trf c4c thanh cong cu, 1ap tUc niit Iénh s& bi€n khdi thanh cong cu.

C4ch 2: Dung thanh cong cu

Trén hé thOng thanh céng cU (Thanh cong cu chudn hodc thanh cong cu
dinh dang) ban thdy miii tén tha xudng & cudi thanh, khi dua trd chuOt t&i sé
xudt hién mot 6 ch{t “More Buttons”. Ban c6 thé thém hodc bt cic nit biu

tuong trén thanh cong cU d6 nhu sau:

e Nhan chudt vio mii tén thd xubng & culi thanh cdng cU, chon
1énh Add or Remove Buttons, mOt danh sach céc nit 1&nh thd xuOng, cdc nit
bi€u tugng da xudt hién trén thanh cong cU dugc danh dau chon v'tai phia
trdi bi€u tugng hodc tén nit 1€nh dé.

¢ Mu0n thém cdc niit bi€u tugng trén danh sich (cdc nit chua c6 ddu
v') ban chi viéc nhan chult tai tén nit bi€u tuong, mOt nit bi€u tugng mdi do
ban chon s xudt hién trén thanh cong cU ma ban dang chon thém nit.

« P& &n nit biéu tuong trén thanh coéng cu, ban bd dau v bén trii

cUa biu tuong nit 1énh, nit 1&nh d6 s& bi€n mat khdi thanh cong cu.

5. THIET LAP MOI
N N ~ Transition ] Custam Lists ] Chart ] Colar ]
TRUONG LAM VI E C View | Calculation | Edit General

Settings

DE c6 moi trudng 1am
vi€c riéng cho minh, ban can

thi€t 1ap cac thong sO riéng,

[ R1C1 reference style

I lanore other applications

[ Prompt For workbook properties
[~ Provide Feedback with sound

[~ Zoom on rall with InteliMouse

¥ Recenthy used File list: 4 E|: entries Weh Options. ..
Sheets in new workbook:
Standard fonk: |.'v'nTime :[ Size: |12 ﬂ
Default file location: |C:'I,Documents and SettingsiDuc ThangiMy O
Alkernate startup file location: |
User name: |Pham Duc Thang|

lTl Cancel

Hinh 10. HOp thoai Options




nhat 12 ban phai 1am viéc vGi Ti€ng Viét véi cic tiéu chi riéng, xin hiy thuc

hién:

- M3 menu Tools / chon Options... va chon thé General.

Settings: Chon céc thong sO hi€n thj trén bang tinh.

Sheet in new workbook: SO bang tinh hi€n thi trong danh sach.

Standard font: Chon font madc dinh.

Size: ChOn c¢O font mac dinh. ...

- Nhén OK.

Nhimg tiéu chudn m&i dugc thi€t 1ap trén chi thuc su dugc s dung sau
khi ban thoat khdi Excel va kh@i dOng 1ai.
CAU HOI VA BAI TAP

1/ KhGi dbng Excel, ddt moi trudng lam viéc theo tiéu chudn sau: SO
badng tinh hi€n thi la 8, ki€u chlr .Vntime, cO 12 (pt). Thodt khGi Excel va kh0i
dOng lai Excel, quan sdt nhing thay dOi trén cla sO giao dién.

2/ Trong man hinh Excel, hi€n thi hé thGng thanh cong cU (Toolbars) sau
dé chi gilt lai thanh cong cU chudn va thanh cong cU dinh dang.

3/ Liét ké cdc thanh cong cu cUa Excel, cdch hi€n thi / 8n cdc thanh cong
cu.

4/ GiGi thiéu chUc ndng cUa cdc nit bi€u tUong trén thanh cong cU chudn
(Standard bar) va thanh céng cU dinh dang (Formatting bar).

5/ Mubn chen thém mOt bang tinh ta lam thé nao? Thuc hi€n chén thém hai
bang tinh va doi tén thanh Bai tap 5a va Bai tap 5b. Thay dOi vi tri hai bang tinh
mdi thém vao lén tru@c cdc bang tinh dd cé truGc do.

6/ Thuc hién diéu chinh ty 1€ khung nhin (Zoom): 100%, 85%, 75%, 50%...

va quan sdt sU thay dOi trén vimg bang tinh.

Trang 16



7/ Trong thé General cUa hOp thoai Options (Tools / options), chon hQp

ki€m RICI reference style. Quan sdt nhiing thay doi trén man hinh Excel.
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CHUONG I - CAC THAO TAC CO BAN TRONG EXCEL

I/ PHUONG PHAP CHON LENH TRONG EXCEL

Trén thanh menu cUa Excel ¢ 9 menu khéc nhau, mOi menu thuc chat 1a
bang chon céc 1énh don khic nhau. V&i mobi 1€énh thong dung, dudc bi€u

dién bang mOt nit bi€u tugng trén thanh coéng cu.
1.1. CHON LENH BANG NUT BIEU TUQONG

Trén hé thOng thanh cong cuU chlfa cic nit bi€u tuong dai dién cho cic
1énh tuong Ung (Xem phan thanh cong cuU chudn va thanh coéng cu dinh

dang). SU dung cic bi€u tugng trén thanh cdng cU ban thuc hién nhu sau:
e Chon 6, nhém 6, doan vin ban, biéu do, d6 thi, ...

* Di chuyén tr@ chuOt t&i bi€u tugng 1€nh can thi hanh, khi d6 phia dudi
nit bi€u tugng hi€n tén cUa nit d6, ti€p theo ban nha@n chudt tai nit bi€u
tugng d€ thi hanh 1énh. Vi du: Nhan chubt bi€u tuong dé€ thi

hanh 1&nh Copy; hodc nhan chult tai bi€u tugng d€ lam dam dF

liéu trong nhém 6 da chon, ...

1.2. CHON LENH TREN THANH MENU

1.2.1. Chon 1énh trén thanh menu bang chudt

« Thuc hién di chuyén chult trén thanh menu, d€n menu can chon, lic

nay ban thdy menu dugc chon nbi rd 1én.
 Hay nhan chult tai menu d€ xudt hién menu x6 xudng

* Di chuyén trd chudt d€n menu x6 xudng, chon 1€nh can thuc hién rbi

nhan chult d€ thuc hién 1énh dé.

Né€u céc 1énh trén menu chua hién thi day dU, ban nhan chult tai mii

tén kép phia dudi menu x6 xudng d€ menu x0 xuOng hi€n thj tat ca cac 1énh.
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1.2.2. Chon 1énh trén thanh menu bang ban phim

Ban c6 thé chon 1énh trén thanh menu s dung ban phim nhu sau:
Nhan phim Alt cing phim ch(t cdi dugc gach chan trén menu d€ mé
menu x8 xuGng. Chon ti€p 1€nh trén menu bang cich nhan phim ch{r cii dugc
gach chan trén 1énh hodc di chuyén vét dam tGi 1énh can thuc hién (bang

miii tén di chuy€n) r&i nhan phim Enter.

EX Microsoft Bxzel - BT

@Eile Edit Yiews Insert Format Trols Data Wndow Hzlp

[ = ¥ Undo Typing ™ in Flé  Chi+2 <. % pI %L El_ ﬂ
e ===H %%, % =
o cut Chi+x R ligng
Copy Chr+C 'S D E
3 | EBpast Cortty Tudn I¢ 5 7 dén i4-12-2906
Fastz special...
3 Mt hing Moy Phn wi
4 | Fil 5 én- 1.2 Mb 12;’?;’2000 Thinng
3| C-Ieg' ¥ [CD 740D La 7 aoo) (Thims
6| _peke. CD740Mb | 12/3/2000|Thing
Dele:= Sheet .
? — Mn-\..'n ar Core Shesk eI 14 L{b 12.!9"@0@0 Th.tl]:lg

Hinh 11. Menu lénh

Vi du: MuOn thuc hién 1énh Page Break Preview trén menu View, ban

nhan t6 hgp phim Alt + V va nhan ti€p phim P.

Ban ciing c6 th€ chon 1€nh bang cich nhan tG hgp phim xudt hién phia bén
phai cau 1énh (TG hgp phim néng). Chang han: Nhan t& hgp phim Crtl + S dé
luu tai li€u hodc Ctrl + P d€ m& hOp thoai Print, ...

1.2.3. Chon 1énh bang chudt phai

MOt phuong phap khac d€ chon 1énh mOt cdch nhanh va thudn tién khéc,
ban c6 th€ chon 1énh & bat kY vi tri ndo vao bat c( liic ndo nhung bi han ché

sO 1énh (Khodng 10 1&énh). D6 1a phuong phap diing chudt phai nhu sau:

« Chon 6, nhém 6, doan vin ban hodc biéu do, do thi;
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* Di chuyén trd chut tGi vi tri 8, nhém 6, ... vlra chOn va nhan nit chult
phdi (Right click), hién ra mOt bang chon 1&nh, di chuyén trd chudt trong
bdng chon 1énh d€n 1€nh can thuc hién roi nhdn chudt d€ thi hanh 1énh cho
vung da dugc chon.

PE xudt hién bang chon 1énh ban c6 th€ nhan t6 hgp phim Shift + F10,
d€ thi hanh 1énh thi ban di chuyén vét ddm trén bang chon 1&nh tGi 1énh can

thi hanh r6i nhan Enter. Mu6n bd hOp bdng chon 1énh nhdn phim Esc.
I/ CAC THAO TAC CO BAN TREN BANG TINH
2.1. TAO MOT TEP BANG TINH MO1

Lam viéc v&i Ung dung Excel 1a 1am viéc trén céc bang tinh (Sheet) cUa

t€p bang tinh (WorkBook). Céc t€p bdng tinh Iuu trlf trén dia c6 phan md

Ed Microsoft Excel - Book1

M| 4/ » M} Sheet1 ; sheet2 £ sheet3 £ | 4|
Read

Hinh 12. CUa s6 khi m&i khGi d0ng Excel
rOng .Xls. Thong thuOng, cdc t€p bang tinh s& dugc luu vao folder C:\My

Documents cUa 0 dia cUng lam viéc. Ban c6 thé thay dGi folder d€ Iuu tr(r
céc tép tai li€u cho riéng minh khi 1am viéc véi Excel.

Khi khéi dOng Excel, mOt clta s6 mdi xudt hién 1a mOt tép bang tinh
mdi cla Excel c6 tén 12 Bookl d€ cho ban st dung. Ban c6 th€ s& dung mOt
trong céc cich sau diy d€ tao ra mOt tép bang tinh mai:

Céch 1: M3 menu File\New, chon Workbook r0i OK.
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Cach 2: Nhan chult tai nit bi€u tugng b (New) trén thanh cong cu

chuan.

Céach 3: Nhan t6 hgp phim Ctrl + N.
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2.2. GHI TEP BANG TINH LEN BiA
PE luu trit tai 1iéu 1én dia, ban thuc hién bang mot trong cic cédch sau:

Cach 1: M@ File\Save.

Céach 2: Nhan chudt nit bi€u tugng ® (rén thanh cdng cu chuan.
Céach 3: Nhan t6 hop phim Ctrl + S.
Trong truOng hgp néu té€p bang tinh 1uu 14n dau, xudt hién hOp thoai

Save As (Hinh 13). N&u t&p bang tinh da c6 tén, khi thuc hi€n ghi 1én & dia

Excel s€ ghi ti€p nOi dung vao té€p bang tinh d6. N€u mudn ghi 1ai v&i tén tép

Savein: |,3 Iy Docurments \ j @ ﬁ - Tools -

IIMy eBooks
éMy FMusic

{24y Pictures 1111

i [ ClAlon Y! tri luu
tep bang tinh
Nhap tén tép

bang tinh

o |
== File narne: ook Yyl j EH save

Save as bvpe: |Microsoft Excel Workbook j Cancel |

Hinh 13. HOp thoai Save As
khdc ban thuc hién Fie\Save As khi d6 hOp thoai Save As md&i xuat hién.

Trong hOp thoai Save As, ban chon vi tri (6 dia, folder) d€ 1uu tép bang
tinh tai khung Save in, khung File Name ban nhap tén cUa t€p bang tinh ma
khong can nhdp phan md rOng. Nhan nit Save d€ két thiic. Khi ra 1énh luu

tr(r, Excel s€ tu dOng gdn phan m& rOng .Xls vao sau tén cUa t€p bang tinh.
2.3. MO TEP BANG TINH PA CO TREN PiA

Khi muOn st dung t€p bang tinh da c6 trén dia, ban thuc hi€n mé ra theo

mOt trong cédc cdch dudi day va theo trinh tu cdc thao tic:
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- Nhan chudt nit bi€u = tuong (Open) trén thanh cong cu

chuan;
Hoac md menu File\Open ...
Hodc nhan t6 hop phim Ctrl + O;
Ban thay xudat hi€n hdp thoai Open

Trong khung Look in, ban xac dinh vi tri cUa tép bang tinh can m& (G

dia, Folder), danh sach cdc t&p bang tinh dugc xuat hién d€ ban tim, ban danh

Lok in: |.,j Tham khao j & @ O + Tools -

© o

File name: | j & Open |+
Files of bype: |.0.II Micrasoft Excel Files j Cancel

Hinh 14. HOp thoai Open
d&u chon tép bang tinh can mG (Hodc nhap tén t€p bang tinh vao khung File

name) ti€p d€n, nhan chudt vio nit Open trén hOp thoai.
2.4. THAO TAC TRONG BANG TINH

2.4.1. Di chuy€n con tro 6

Trong Excel, ban ludn thdy m6t khung sdm mau bao quanh mOt 6 hodc
mOt nhém 6 nao ddy. Khi khung sam mau bao quanh mdt 6 thi 6 d6 dugc goi
12 6 hién hanh (Hodc 6 dugc chon), khung sam mau nay con dUuQc goi la con
tr@ 6. PE di chuyén con trd 6 tGi 6 mubn tic dOng d€n né, ban cé th€ nhan

chuOt tai 6 nay hodc st dung cdc phim sau:
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- Phim Tab : P& chuyén con trd 6 sang 6 bén phai;
- Phim Shift + Tab : D& chuyén con trd 6 sang 6 bén tréi;
- Cac phim AN, V., € > Dé di chuyén con tr® 6 1én 6 bén trén hodc

xuOng & bén dudi trong cling cOt, sang 6 bén trdi hodc 6 bén phdi trong ciing

hang.

- C4c phim Home d€ vé 6 dau cla hang, t0 hop phim Ctrl + Home d€ vé 6
dau cla bang tinh con Ctrl + End d€ vé 6 culi ciing cUa viing bang tinh dang 1am
viéc.

2.4.2. Chon mot khoi 6

Chon mOt khoi 6 1ién nhau, ban thuc hién theo mOt trong céc cich sau:

- Dung chudt: Ban nhan chult vio 6 dau cUa khi, nhan va kéo ré chult
t3i 6 culi cla khOi 6 can chon.

- Dung ban phim: Di chuyén con trd 6 vé 6 dau cla nhém 6, gilt phim
Shift, k&€t hgp cic phim miii tén di chuyén d€ chuyén tdi 6 culi cla ving 6

can chon.

- Pat con trd 6 vao mOt 6 bat ky cla khoi 6, nhan t6 hop Ctrl + Shift +
- Mu0n chon toan b0 mOt cOt hodc mOt hang thi ban di trd chubt vé 6

tén cOt hodc 6 tén hang d6 va nhan chult.

2.4.3. Chon cac nhém 6 khéong lién nhau
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Sau khi chon xong nhém & th( nhat, gi(t phim Ctrl, ti€p tuc dung chult

chon cdc nhém 6 k€ tiép.

A E C D E F | a H |

1 BANG THANH TOAN TIEN THUE F
2
Ho tén . Ngay wa |56 ngay |, .. Loai |, . .

4 STT kchdch bang Naoay B phbne IT hE MV héch =3 phéng||E
41 1 a 22872003 3/15/2003 15 NO1 | NN 301
51 2 b 1142003 12820073 14 NO2 | VN 302
6| 3 c 145/2003) 37202003 T4 NO1 | VN 303
7 4 d 1420032242003 51 | NO3 NN 304
8 5 e 1/10/2003(2/15 /2003 35 | NO1 VN 305
Q 5] g 125/2003(2/10/2003 15 | MNO1 YN 202
1] 7 1 1102003 352003 54 | NO1 NN 203
11| & i 1/12/2003[2/15/2003 34 | NOZ2 YN 204
1x] 9 I L2003 272003 34| NOZ YN 205
13| 10 1 182003 2/18/2003 41| NO3 | VN 206

Hinh 15. Cdc khOi 6 dugc chon

Cac kh6i 6 B3:B13, F3:F13 va H3:H13 dugc chon dOng thdi (C6 mau

dam).

2.5. THAO TAC TREN COT, HANG VA O cUA BANG TiNH

2.5.1. Thay doi kich thudc cla cOt

Trong qu4 trinh 1am vi€c trén bang tinh, d€ di€u chinh kich thudc cla cbt

cho phut hgp v@i d{t liéu ban thuc hién theo cdc phuGng phdp sau:
Phuong phdp dung chubt:

Khi mudn thay dGi kich thudc clla mOt cOt, ban dua trd chult vé€ ranh
gidi bén phdi cla tén cOt can thay dGi, khi thdy trd chult c6 dang  thi nhan
va kéo chult sang trai d€ gidm kich thudc hodc sang phai d€ ting kich thudc
cho cOt. Khi dat dudc kich thudc vUa ¥, ban nhd chuot.

PhuOng phéap dung menu:

- Chon cé4c cOt muOn thay dGi kich thudc;
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- MO menu Format, chon Column va chon ti€p 1énh Width.

Ed Microsoft Excel - Book1

File Edit Wiew Insert | Format Tools Data Window Help

DE S [& B cels... Ctrl+1 T fe 82

ynTime v o ’ g
Calurmn 3 :

| El Sheet k AutoFit Selection
A E Hide

1 AutoFormat, .. Unhide
Conditional Farmatkting. ..

2 Standard Width. ..

3 Skyle... I

g

5

6

7

Hinh 16. Chon [énh Width

Column Width E|
Column width; T

Ik | Cancel |

- Trong khung Column width
cla hOp thoai, ban nhap kich thudc

m0i cho cac cOt, rbi nhan OK, khi d6

cac C(_jt dugc chon c6 Cfll’lg kich Hinh 17. Hép thoai column Width

A Duing chult d€ thay d6i kich thudc cla nhi€u cOt ciing mdt lic, ban can
chon céc cOt can thay dGi kich thudc trudc khi di€u chinh, k€t qud céc cOt sé

c6 cung kich thu@c. Khi nhan dip chudt tai ranh gidi bén phdi cla tieu dé cOt

s& cho kich thudc cla cOt vira bang véi chudi dit 1iéu dai nhat cé trong cOt.
thudc.

2.5.2. Thay d6i kich thudc cia hang
Phuong phép dung chudt:
Di chuyén trd chudt v€ ranh giGi phia dudi tiéu dé cla hang muOn thay
d6i
kich thudc, khi trd chudt c6 dang mii tén hai chi€u [l thi ban nhan va kéo

chut 1én trén d€ gidm hodc xulng phia dudi d€ ting kich thudc cho hang.

Phucong phap dung menu: Row Height K3
Row height:

Ik | Cancel |

Hinh 18. HOp thoai RowHeight




- Chon céc hang can thay ddi kich thudc;
- MO0 menu Format, chon Row, xudt hi€n menu 1€nh, ban chon Height;

- Trong hOp thoai Row Height, ban nhap kich thuGc m&i cho cic hang
vao khung Row Height, r0i nhan OK. K&t qud, ban dugc cic hang da chon
c6 cung kich thudc.

2.5.3. Chén thém cOt

Khi ban mudn chén thém mOt cOt mGi vio trong bang tinh, trudc hét ban
chon c6t (hodc 6) 1ién ké vi vi tri bén phdi clia cOt can chén thém;

M& menu Insert, chon Columns, 1ap tUc mOt cOt m&i dugc chén vao
phia trdi cUa cOt da chon.

Ban ciing c¢6 th€ nhan chult phdi tai cOt da chon, xudt hién bang chon

1énh, chon 1énh Insert ..., mOt cOt m&i dugc chén vao (Hinh 19).

A B C B E F 5 H I
BANG THANH TOAN TIEN THUE PHO

—

2
Ho tn Noay wd [S6nga T rai ]

3 STI lchéclb.hﬁﬂa Naéy PK I?hgng LD'? i cut oz |Hang

411 a 2/28/2003 3/15/2003 15 _ Copy 301 2

512 b 1/14,/2003| 1/28/2003 14| 5302] 3

6 | 3 c 1/5/2003| 32002003 74| 503] 4

7| 4 d 1/42003)2/24/2003] 51| Insert... 304| 1

g | 5 e 1/10/2003| 2/15/2003 36| Delets.., 305] 2

9| 6 g 1/25/2003|2/10/2003 16|  Cearcontents  pp2| 1

10 7 m 1/102003] 3/52003| 54 | im e comment  [2O3] 2

11 8 i 1/12,/2003| 2/15/2003 34| 04| 3

12| 9 k 1/6/2003] 2/172003 33 | Ef'Eematcels.. pos| 3

13 | 10 1 1/8/2003| 2/18/2003 41 PickFremList..— pog| 1

14 | % Hyperlink. ..

Hinh 19. HOp menu dé€ thuc hién chén thém cOt, hang, 6

Vi du: MuOn chén thém c6t C va D vio trong bang tinh, ban chon hai cOt
C va D nhan chu0t phai tai ving di dugc chon, chon 1€nh Insert trong bang
chon 1€nh, ban s& dudc hai cOt trong C va D dugc chén vao bang tinh, cic d{F

liéu cii cUa cOt C va D dugc dich chuy€n sang bén phai.

2.5.4. Chen thém hang:
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Chon hang (hodc 6) phia dudi hang can chén thém;

M@ menu Insert, chon Rows, mOt hang m&i dugc chén vao phia trén cla

hang (hodc 6) da chon.

Hodc nhan chult phdi trén hang da chon, xudt hién bang chon 1énh va

chon Insert.

Khi ban mu6n chén nhi€u hang ddng thoi, ban chon dOng thoi sO hang
bang vGi sO hang can chén thém vao bang tinh roi thuc hién chen nhu d6i voi
chén thém mét hang. K&t qud: s6 hang mGi dugc chén thém vio bang tinh
diing bang v&i s6 hang dugc chon.

Vi du: MuOn chén thém hai hang vao bdng tinh trudc hang s6 3, ban
chon hai hang s& 3 va hang sO 4, nh&n chult phdi tai ving da chon, trong
bdng chon 1énh hi€n ra, ban hiy chon Insert, k€t qud ban thdy trén bang tinh

hai hang trOng s6 3 va sO 4 dugc chén thém vao bang tinh.
2.5.5. Chén thém 6 trong

Mu6n chén thém mOt hodc nhi€u 6 Juzgs PX

Insert
" Shift cells right

(@)

trOng vio trong bang tinh, ban chon

hOéC nhc’)m 6 tal Vi tI'f Cél’l Chén thém; ......................................
" Entire row

" Entire column

K | Zancel

Hinh 20. Chén thém 6 trOng

Thuc hién md& menu Insert, chon

Cells, hOp thoai Insert xudt hién:

* Shift cells right: Chén cic 6 m&i vao

phia bén trai cac 6 duQc chOn, cic 6 dugc chon di chuyén sang phai.

« Shift cells down: Chén cdc 6 mdi vao bén trén cdc 6 dugc chon, cic 6

dugc chon di chuy€n xudng phia dudi.

* Entire row: Chén thém cédc hang m&i vao bang tinh, cac hang chfa céc 6

da dugc chon di chuyén xulng phia dUudi.
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* Entire column: Cheén thém cédc cOt m&i vao bang tinh, cdc cOt chlra cic

6 di dugc chon di chuyén sang phia bén phai.
2.5.6. Chén dirli€u vao 6

Viéc cheén d{f liéu vao & dugc hi€u 1a mot thao tdc khi sao chép hodc di
chuyén d{f 1iéu tUr 6 (hodc nhém 6) nay t&i & (hodc nhém 6) khac. Sau khi da
thuc hi€én chon cic 6 ch(ta dt 1i€u can sao chép hodc di chuyén vao trong b0

nhG dém bang mot trong céc cich:

0 M@ Edit, chon Copy hodc nhan chon nit Copy trén thanh

cdng cU hodc nhdn t6 hop phim Ctrl + C d€ sao chép d{ liéu.
0 M@ Edit, chon Cut hodc nhdn chon nit Cut b trén thanh
cong cU hodc nhan t6 hop phim Ctrl + X n€u d€ di chuyén dit liéu.
- Ban chon 6 hodc khOi 6 can chen d{t liéu vao.
- M3 menu Insert, chon 1€énh:
« Copied Cells : D€ sao chép dit liéu va chen;
« Cut Cells : D€ di chuyén d{tli€u va chen, xuat hi€én hOp thoai:

0 Shift cells right: D{I li€u dugc sao chép hodc chuyén vao & (khdi 6)

can d{ liéu dén, cic 6 dugc chon trudc d6 sé

Insert
" ghift cells right

dudc di chuy€n sang bén phai.

(0] 4 | Cancel |

Hinh 21. Chen d(r liéu vao 6

0 Shift cells down: D li€u duQc sao chép

hoac chuyén vao 6 (khOi 6) can d{t liéu dén,
cdc 6 dugc chon trude d6 s€ dugc di chuyén
xu0Ong phia dudi.

2.5.7. Xo0a 6

Chon 6 hodc khoi 6 can xo04;
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M@ menu Edit va chon Delete. Trong hOp thoai Delete (Hinh 22), chon:

« Shift cells left: Xo4 cic 6 dd chon va di chuy€n cdc 6 bén phdi sang vi tri

cdc 6 da bi xo4. |
! Delete @@
« Shift cells up: Xod cdc 6 da chon A ‘
f+ ohirt cells left
va di chuy€n cdc 6 bén dudi 1én vij tri © shift sl up

i & d bi ) " Entire row
cac O da bl xoa. ™ Entire column

2.5.8. Xoa cOt, hang ok | concel

NPT . o Hinh 22. HOp thoai xod 6, hang, cOt

Chon cOt hoac hang can xo04. (C6 " PP oG X0a 0, ang, ¢

th€ chi cdn chon mOt vai & nam trén cic cOt hodc trén cic hang can xo4)
M& menu Edit va chon Delete, trong hOp thoai Delete chon:

« Entire row d€ xo4 hang.

* Entire column d€ xo4 cOt.

A Ban con ¢ thé thuc hién xod cOt, hang, 6 bang cach sau khi chon cOt, hang,

6 can xod, nhan chudt phdi d€ xudt hién menu rbi chon 1énh Delete. Chon

phuong 4n xo4 trong hOp thoai Delete nhU da trinh bay trén day.

2.5.9. Pat tén cho 6 hoac khoi &

Khi con trd 6 & 6 nao thi toa db cla 6 d6 hi€n thi trén hOp Name box, ban
c6 th€ dat tén cho 6 nay bang cach nhép 1ai tén 6 thay cho toa d0 & & hdp Name

box.
Viéc dat tén cho khoi 6 ban thuc hién:
- Chon khOi 6 can dat tén.

- Trén hOp Name box, ban nhap tén cho khoi 6.
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- Nhéan Enter.

Ban c6 thé st dung tén cOt hodc tén hang cla viing bang tinh c6 san dé

dat tén cho céc khoi 6 nam trén cOt hodc hiang nhd céc thao tac sau:
- Chon khOi 6 di bao gdm cd tén cOt hodc hang;
- M3 menu Insert, chon Name / Create, hOp thoai Create Names cho
phép:

= Top row: Dung nhin trong 6 dau

tién trong khOi 6 (Theo chi€u dQc) lam t€n cua khOi

Creake names in

0 da dugc chon. v Top row
[ Left column
~ ~ A 22 [ Botkom row
|| N -
Left column: Lay nhan trong 6 dau | ~ Right colurmn

Cancel

tién cla khOi 6 (Theo chi€u ngang) 1am tén cUa khOi o ]

6 da chon. Hinh 23. HOp thoai

. _ R Create Names
= Bottom row: Nhan nhan trong 06

cuOi (Theo chi€u doc) 1am tén cUa khOi 6 da chon.
= Right column: SU dung nhin trong 6 cu®i (Theo chi€u ngang)
lam tén cUa khOi 6 da chon.
Khi dat tén cho 6 hodc kh6i 6, ban dé dang di chuyén con trd 6 v& vi tri
0 hodc khGi 6 d6 mOt cich nhanh chéng nhG viéc chon tén cla 6 hodc khOi 6

trong khung Name box.
2.6. AN / HIEN HANG, COT

Khi 1am viéc v&i bang tinh cé kich thudc 16n bao gOm nhi€u hang va
nhi€u cOt, c6 nhi€u dt li€u bj che khuat 1am cho ban khé theo d&i nhlng dr
liéu 3 xa. Néu ban mubn 8n cdc hang hodc cdc cOt At liéu an di d€ kich

thudc bang tinh nho 1ai, ban thuc hién nhu sau:

2.6.1. An hang, cOt
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Chon céc hang (hodc cdt) mudn an;
M3& menu Format / chon Row (Hodc Column), chon Hide
2.6.2. Hi€n thi hang, ¢t bi an
Khi mu6n hién 1ai cdc dong hodc cic cbt bi &n, ban thuc hién:
Chon cic hang (hodc cOt) lién ké vGi cdc hang (hodc cOt) bi an;
M3& menu Format, chon Row (Hodc Column), chon UnHide.

Ngay sau d6, cdc dong hodc cac cOt bi an hién thi trd 1ai d€ ban c¢é duoc
bdng tinh v&i day du d{ liéu. Trudng hop ban chua thdy hién thi lai cic

dong hodc cic cOt bi an thi ki€m tra 1ai cach chon dong hodc cOt bi an.
2.7. BAO VE BANG TINH

Bdo vé bang tinh 12 m&t cong viéc bado mat thong tin, d{t 1i€u ma nhan
vién vin phong thuGng xuyén phdi lam. Bdo v€ bang tinh dugc thuc hién &
hai mUc khic nhau: Bdo v€ toan bO té€p bang tinh (Workbook) hodc mot

bang tinh riéng 1€ (Sheet) trong t€p bdng tinh.

Bdo vé tép bang tinh (WorkBook):

Thuc hién tU menu File \ Save As, BRI HE
xuat hlén hép thoai Save As. Trong [ Always create backup
File sharing
hép thoai Save As, chon Menu Tools \ Password to open: [etotore|

Passward ko modify: |

General Options, mOt hOp thoai Save

[ Read-only recammended

Options xudt hién: o« | cancel |
Trong khung Password to open

ban nhép mét khéu va l’lhé,l’l OK’ Reenter password to proceed,

|******

mOt hOp thoai Confirm Password

A R A A . A aution: IF wou lose or Forget the password, it cannot be
hién ra yeu cau ban nhap 1ai mat | recovered. It is advisable ta keep a list of passwords and
) ) ) ) ) their corresponding workbook and sheet names in a safe

khéu m@t lél’l IlLNJ'a vio khung place, (Remember that passwords are case-sensitive. )

O | Cancel | >

Hinh 25. HOp thoai Confirm Password




Reenter password to proceed rOi nhan OK, viéc bdo vé toan b0 bang tinh
hoan tat. TU 1&n sau, muGn ma& t€p bang tinh ban phai khai bdo chinh x4c mat
khau di dat thi mGi m& dugc tép bang tinh.

Né€u trong hOp thoai Save Options, ban nhdp mat khdu vao khung
Password to modify thi sau khi ti€n hanh bdo vé bdng tinh xong, két qua 1a
tU 1an sau khi m3 t&€p bdng tinh nay ra, muOn slra ch{ra d{t li€u trén bang tinh
d6 ban phai khai bdo mat khau d€ Excel cho m3 bang tinh va c6 thé thay doi
trén t&p bang tinh d6, n€u khong ban chi c6 thé md bang tinh & ché dd Read
Only (Chi doc) va dudng nhién 14 khong thuc hi€n sa chira bat ky van dé gi

trén té€p bang tinh doé.
Bdo vé bang tinh (WorkSheet)

D€ bdo vé bang tinh trong mOt t&€p bang tinh, truGc hét ban m3 bang

tinh can bdo vé ra. Thuc hi€n m& Menu Tools \ Chon Protection \ Chon tiép

Protect Sheet, xudt hi€n hOp thoai Protect [ gy, BR
Sheet: Prokect worksheet For
. [v Conkents
[v obijects

Ban hiy Iua chon mOt hodc ca tat cd

[v Scenarios

cdc phan can bdo vé trong khung Protect

Passward (optional);

Worksheet for: -

(04 | Cancel |

Hinh 26. HOp thoai Protect Sheet

* Contents: Bdo vé€ n0i dung;

*Objects: Bdo vé d6i tugng duogc

Iura chon.
* Scenarios: BAo vé kich ban.

Tié€p theo, ban nhap mat khdu vao khung Password va nhdn OK. Khi
xudt hién hOp thoai Confirm Password, ban nhdp lai mat khdu vao khung

Reenter password to proceed va nhan OK.
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11/ NHAP DU LIEU
3.1 CAC LOAI DU LIEU TRONG EXCEL

3.1.1. Dt liéu ki€u chuoi (Text)

La d{r liéu & dang 1a cdc chuli ky tu’ thudng dé€ thé hién céc tiéu dé, céc
dién gidi trong bang tinh. D{t liéu ki€u chuli phdi dugc bat dau bang mot
ky tu chir cdi tUr A d€n Z hodc mOt trong cdc ky tu <, , A\,

Mac nhién, d{r liéu ki€u chui trong 6 dugc canh trai. Khi d0 dai cla
chuOi ky tu nhd hon chi€u rdng cUla 8, chudi ky tu sé dugc hi€n thi day du &
trong 6. TruOng hgp chudi ky tu 16n hon chi€u rOng cla 6, n€u 6 phia bén
phadi con trOng, d{t liéu s& dugc hi€n thi day dU va tran sang 6 phia bén phai;
néu 6 phia bén phai dd chita dr 1iéu, chubi dit liéu chi dugc hién thj d€n hét
ranh gidi cUa 6 d6. MuOn hi€n thi ddy d0 ban phai thay d6i chi€u rOng cla
cOt chlra 6 do.

Vi du: “Bang thanh to4n 1uOng thing 5”

Ban c6 thé thay d6i vi trf cUa d{F liéu loai chubi ky tu dua vao viéc dinh
dang bang day 1énh: Format\Cells\Alignment hodc thém céc ky tu canh bién

sau day vao phia trudc cUa chuOi ky tu:
« Néu phia truGc c6 ky tu <, chuli ky tu trong 6 s€ dudc canh trai.
* Phia truGc c6 ky tu “, chuli ky tU trong 6 s& dudc canh phai.
* Phia truGc c6 ky tu' », chubi ky tu trong 6 s€ dudc canh gilra.

 Phia trudc c6 ky tu'\, chubi ky tU trong 6 s& duoc 1ap lai va tu
dOng 1ap day o.

A Céc ky tu canh bién: *, “, A, \ chi thuc su cé tic dung khi dat thong sO
Transition Navigation keys trong hOp thoai Options.

DUt liéu loai chudi ky tu khong c6 gid tri tinh todn trong cong thlc.
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3.1.2. DUt liéu ki€u so:

Dl’:r liéu kiéu Sé lél dl’:r liéu dl\lng dé tl/nh Options E]@
View | Calculation 1 Edit ] General | 1
Traston 3| customists | Chart | Color |

to4n trong bang tinh nén chi gdm céc con s

Sarve Excel files as: [Micrasoft Excel workhiook |
. Pred N ~ N n A A
(C6 the la sO duong, sO am, sO thap phan | =
- Microsoft Excel menu or Help key: [
& Microsaft Excel menus

hodc ngay thang). DIt li€u dugc nhap béi | (o=

IV Transition navigation keys

Sheet Options

cdc chit sO tUr 0 dén 9; bat ddu bang mot

ch{t s6 hodc mot trong cic dau: +, -, ., $.

, T
Mac dinh, dir li€u loai sO néi rieng, dU li€u  ginp 27. HOp thoai Options

dang gid tri n6i chung s& dugc canh bén
phdi 0.

Khi chi€u dai cla diy s6 nhd hon chi€u rOng cla 6, diy sO s& dudc hién
thi day d0 & dang binh thuOng (General). PO dai cla ddy sO 16n hon chiéu
rOng cUa 0, ldc nay Excel s€ hi€n thi cic dau #HH# trong & hodc tu dbng
chuyén sang dang sO khoa hoc (Scientific). MuOn hién thi day du day s6
trong 6, ban can thay dGi chi€u rOng cUa cOt chlta 6 d6. Ban c6 thé nhdp truc
ti€p dau phan cich phan thap phan hodc ddu phan céich gilta cic nhém sO.
Trudng hop trong diy sO ban nhdp c6 chlta ky tu chit, cic dau +, -, /, ddu
cich hodc nhi€u dau phan cich phan thdp phan thi Excel sé chuyén diy dé
sang dang chuOi ky tu va khi d6 ddy nay khong con gid tri tinh todn trong bang

tinh n(fa.

MOt dang thé hién khéac cUa d{t liéu sO rat thong dung, d6 1a “Dir liéu
dang ngay gi0”, Nhimg d{r liéu ngay thdng hodc gi® dugc nhap vao bang
tinh d€ tinh toan ra cic k€t quad ngay - thang - nim hodc gi0 - phiit - gidy. Khi
nhap dit liéu ngay gi® ban phai chi ¥ trinh tU nhdp vao theo ki€u nao? Thong
thudng, nhap theo ki€u Anh-MY thi trinh tU nhap s€ 1a: Nhap thang trudc, rdi
dén ngay va nim (MM/DD/YY). Néu nhap theo ki€u Viét-Phap s& nhdp theo
trinh tU: Ngay, thang r6i nim (DD/MM/YY).

A Ban c6 thé thay d6i trinh tu' nhdp d{r liéu ki€u ngay thang trong bang tinh
bang cach 1ua chon trong nhém Regional Options (Hodc Regional Settings) trong

Control Panel ma ban da dudc ¢idi thiéu trong Windows.




* Dang ngay : 20/01/2001
* Dang gi0: 06:30 PM
3.1.3. Dt liéu ki€u cong thuc

Tinh ning tinh todn cUa Excel duQc thong qua cédc cong thUc trong bang
tinh. Cong thlic dugc bat dau bang ddu = hodc ddu +, trong cdng thlc bao
gOm céc phép toan cOng (+), trl (-), nhan (*), chia (/), luy thtra (*) hodc céc

ham c6 san trong Excel.
Vi du: D{ liéu dang s6 va cong thic:

“Dang s6  4,562.000

* Dang cong thUc tu' tao= D2*12/C2

* Dang cong thUc dung ham  =If(B1<=100,450,0)
3.2. NHAP DU’ LIEU VAO BANG TINH

P& nhap d{F liéu vao bang tinh, ban thuc hién theo cic budc sau:

- Di chuy€n con tr® 6 tGi 6 can nhap dit liéu.
- Nhép d{tliéu vao 6 theo quy dinh trén diy doi vGi tUng kiu dit liéu.
- Két thiic viéc nhap d{t li€u, ban chon mOt trong céc céch:

« Nhan phim Enter. % cut
Copy

« Nhén chudt tai nit Enter ¥ trén thanh cong thic, B E=ste
Paste Special. ..

¢ SU dung phim milii tén di chuyén dé di Chuyén con ety
Delete. ..
tr® sang 0 khéc cUa bang tinh. Clear Contents

~ n 5 5 iﬂ Insert Comment

* Nhan chuOt tai 6 khic cUa bang tinh. ~
Eormat Cells. ..

Pick Fraorn List. ..

3.3. XU' LY DU LIEU TRONG O CUA BANG TINH @ typerink..

Bang chon khi
nhén chudt phai



3.3.1. Xo4a dirliéu trong o

DPE x6a dif liéu trong 6 (hodc khoi 6), ban c6 thé thuc hién bang mot

trong cac phuOng phép sau day:

Phuong phdp 1: Chon cic 6 can xod d(t li€u, nhan phim Delete trén ban

phim hodc nhan chult phdi tai cdc 6 di chon, xudt hién mét bang chon va

ban hay chon Clear contents.

Phuong phép 2: Sau khi dd chOn cic 6 can xo4 d{ liéu, m3 menu Edit,

chon Clear, mOt bang chon khéic xudt hién, ban thuc hi€n chon:

Content

Formats: Xo4 phan dinh dang cla cic 0;

E3 Microsoft Excel - Bai tap thuc hanh Excel

Del: Xo4 d(t li€u trong céc 0;

Comments: Xo4 phan chi thich cUa céc 0.

File | Edit “iew Insert Format Tools Data Window Help

All: Xo4 toan b0 dit liéu k€ ca dinh dang va chd thich;

[ = <7 Undo Typing "Hing phiing” in M3 Chrl4+-Z - % E e %l
nTime % cut Chrlts | = $ % 5
Copy Chrl+C
T R Paste Chrl+y
= i3 H I
Paste Special. ., - % .
1 " EN THUE PHC
Fi b
| N
NE Delete. .. Formats
3 W Find - Contents  Del
4 |25 R ' Comments
5 |1/ Links... W IN 302 3
& 1 ¥ ¥ IN 303 4
7 1/4/2003(2,24/2003 51| NO3 NN a04( 1
8 | 1/102003] 2152003 35 | No1 YN 305 2

Hinh 28. Phuong dn xod dir liéu

3.3.2. Huy b0 hoac lap lai thao tac vira thuc hién
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Khi mudn huy bd thao tic vira thuc hién, ban nhan chudt vao bén phdi
nut > = Undo r6i chon 1ua thao tic cdn huy bd hodc nhan t6 hop

phim Ctrl + Z. N€u sau khi thuc hién Undo, ban khdng muOn huy bd thao tic

d6 n(ra thi hay nh&n chudt vao nit Redo | hodc nhan t6 hop phim Ctrl +
Y d€ 13p lai thao tic ma trudc d6 ban ¢ y dinh huy bo.
3.3.3. Sao chép, di chuy€n dir liéu

Sao chép hodc di chuyén d{f liéu tU vi trf nay cUa bang tinh t&i vi tri khic

trong bang tinh hodc sang bang tinh khéc, c6 c4c cdch sau cho ban sUf dung:
Céch 1: SU dung nut trén thanh cong cu
Chon cic 6 chta d( 1iéu can sao chép hodc di chuyén;

Nhan chult trén nit bi€u tuong Copy khi mubn sao chép;

Hodc nhan chudt trén nit bi€u tuong Cut & khi muOn di chuyén.

Di chuyé&n con tr0 6 v€ & dau tién cla khoi 6 sdp sao chép hodc di

chuyén d{ liéu t6i;
Nhan chult nit Paste B d& dan dir liéu.

Céch 2: SU dung menu

Chon cic 6 chlta d( li€u can sao chép hodc di chuyén;

Thuc hién m& menu Edit, chon Copy khi sao chép hodc Cut khi di

chuyén d{t liéu;

Di chuyé€n con trd 6 vé 6 dau tién cla kh6i 6 sap sao chép hodc di

chuyén dir liéu t6i;
M3 menu Edit, chon Paste.

Céch 3: SU dung chudt
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Ngoai céc cdch sao chép hodc di chuyén d{f liéu trén diy, cich dung
chudt d€ sao chép hodc di chuy€n d{f liéu ciing rat hiéu qud va dé st dung:
Chon cic 6 chta d( 1i€u can sao chép hodc di chuyén;
Di trd chuOt dén canh bién cla khOi 6 da chon, khi trd chult thanh
hinh mi tén %
Gilt phim Ctrl dong thOi, dung chudt nhan va kéo khdi 6 dugc
chon tGi vi tri can sao chép rdi nhd chudt. PE di chuyén dit liéu,

ban chi viéc diing chult nhd@n va kéo khdi & dugc chon t&i vi tri

can di chuy&n roi nha chudt.

A\« C6 thé thuc hién sao chép hodc di chuyén mOt phan dit liéu cUa 6 nay tdi 6
khéac. Khi nhan phim F2 hodc nhan dip chudt tai 6 ¢6 phan dit liéu can sao chép
hodc di chuyén d€ lam xudt hién con trd nhap d{r liéu rbi thuc hién giOng nhu

sao chép va di chuyén d{f li€u & Winword.

e Gilr phim Alt. nh@n va kéo khdi 6 dudc chon td&i moOt Sheet khic trong

3.3.4. Pién dit liéu tu déng vao diy 6 lién ké

Trong Excel, mOt tinh ning Uu viét gitp cho ngudi st dung dé dang sao
chép d{t liu, dién d{r 1iéu tu dOng trong bang tinh khi x4c dinh cho quy ludt -
D6 12 st dung mOc dién - Fill Handle.

Khi nhan va kéo chuOt trén Fill handle cUa 6 hodc khOi 6 sang cdc 6 khéc
lién k€ ban dugc két qua nhu sau:

Néu d{f liéu trong khoi 6 1a d{F liéu ki€u chubi ky tu thi dr liéu
nay s& dugc sao chép cho céc 6 li€én ké.
Néu d{f liéu trong khoi 6 1a d{t liéu ki€u sO va chla chu kY hodc

quy ludt thi diy sO ti€p tuc dugc phat tri€n cho céc 6 lién ké.
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Né€u d{r liéu trong khOi 6 1 dit 1iéu ki€u cong thltc thi cong thiic
nay s& dugc sao chép cho cdc 6 li€n k&, tat nhién lic nay cic dia chi tuong
d0i cla 6 hodc nhém 6 sé€ thay ddi theo con céc dia chi tuyét doi sé khong

thay d6i khi cong thlic dugc sao chép qua céc 6 lién ké.
SU dung Fill handle d€ sao chép dir liéu:
- Chon céc 6 chra dit 1i€u can sao chép;

- Nhan va kéo Fill handle qua c4c 6 can dién d{ liéu va nhd chuoOt.

A\ Kni kéo Fill handle qua cdc 6 da ch(ra d{ liéu thi d{ li€u cii s€ bi xo04 di va
thay vao d6 1a dir 1iéu méi do fill handle sao chép.
Mun di€n nhanh dit li€u cla 6 phia trén vao 6 hién tai, ban nhan Ctrl + D;

mnAn dién nhanh dit 1ién clla & hén trii vio & hién tai ban nhAn Ctrl + R

3.4. SAO CHEP DAC BIET.

Khi khong mudn sao chép toian bd, ban cé thé thuc hién sao chép tlng tuy
chon cUa minh c6 trong & d{T li€u ngubn. Ban thuc hién theo trinh tu cic thao tic

sau:
Chon céc 6 can sao chép.
Nhan chudt trén nit bi€u tugng Copy (hodc nhan Ctrl + C).

Di chuy€n con trd 6 v€ vi tri can sao chép dén.

Paste

o Al " Comments

" Eormulas " walidation

" values " Al except barders

" Faormats " Colurnn widths
Oper akion

* More £ Mulkiphy

" add " Divide

" Subtrack

[ Skip blanks [ Transpose

Paske Link (] 4 | Cancel |
4 Trang 40
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M3 menu Edit, chon Paste Special;

Chon 1ua tuy chon can sao chép; két thiic nhan chudt OK.

C4c tuy chon trong khung Paste:

chép.

All: Sao chép toan b0 ndi dung va dinh dang cUa 6;
Formula: Chi sao chép cong thUc;

Value: Chi sao chép gi4 tri d{f li€u dugc hién thj trong 6.
Formats: Chi sao chép dinh dang trong .

Comments: Chi sao chép chii thich trong 6.

Validation: Chi sao chép cédc quy dinh vé diéu kién d{ liéu.

All except borders: Sao chép toan bd ndi dung va dinh dang trtr

dudng vién khung.

Column widths: sao chép kich thudc cic 0.

Trong khung Operation, c4c tuy chOn thao tic khi sao chép cic d{t li€u

None: Huy bo chon tuy chon.

Add: D{r liéu khi sao chép cOng v&i gid tri dd c6 san trong d.
Subtract: Gi4 tri da c6 trong 6 dich trur di dr 1i€u sao chép.
Multiply: D liéu trong 6 dich nhin v3i gi4 tri sao chép tdi.

Divide: Chia d{t liéu di c6 san trong 6 dich cho gi4 tri khi sao

Skip blanks: BO qua 6 trOng.
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Transpose: Thay d0i trat tU khi sao chép, n€u chlc ning nay
dugc chon thi sau khi sao chép, Excel s€ chuy€n cOt thanh hang
va ngUgc l1ai hang thanh cOt.

Pates Link: sao chép lién két, khi d( li€u cUa khOi 6 ngulOn thay

d0i thi d(F liéu trén khoi 6 dich ciing thay dbi theo.
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CAU HOI VA BAI TAP CHUONG I

1.1. Kh&i dOng Excel, chon phong ch(t mac dinh 1a .VnTime, c§ phong 12.

a. Nhap dit liéu cho mOt hoa don ban hang, tinh tGng s 1ugng theo cOt.

A B C | E
4 HOA PON
5 Tén khich hing: Vi EYic An
6
7 8TT| Ténsach So lrang | Pron sia | Thanh tién
8 1| Windows 2000 25 24000
9 2 |Office 2000 30 36000
10 | 3|Turbo Pascal 7.0 20 25000
11 4|Foxpro for Win 50 23000
12 5|Visual Basic 40 15000
13 Tdng céng

b. Tinh 0 E8 theo cong thUic =C8*D8§

c. Sao chép cong thlic & 6 ES sang khOi 6 E9:E12

d. Tinh tGng cUa cOt
= E8+E9+E10+E11+E12.

E d€ ghi vio 6 E9 theo cong thic

e. Dung chlc ning sUa d(r 1iéu thay dGi gia tri & C8 thanh 100. Quan sét

gid tri & 6 E8 va 0 E13.

f. Dung 1€nh File/Save As ghi bang tinh vao dia v6i tén 1a Baitap3.Xls.

g. Thodt khdi Excel va ki€m tra trén dia c6 t€p Baitap3.Xls khong?

1.2. Cho bang d{t li€u nhu sau:

THEO DOI BAN HANG
STT | Tén mathang | SO luong | Ponvitinh | Pongia | Thanh ti€n
1 | bén dién 149 | BO 22000
On dp 43 | Cai 55000
Bing keo 45 | Cubn 1000
Bién thé 32 | Cii 255000
Cong tac 146 | Cai 3000
Cau chi 67 | Cai 4000
Cau dao 73 | Cii 5000
Day dién 23 | Cubn 175000
Béng den 174 | Cai 9000
Quat dién 26 | Cai 120000
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YEU CAU:
a. Nhap bang d{t liéu trong Excel. SU dung Fill handle d€ dién ti€p cOt

STT.

b. Dua vao bang d{t liéu trén sao chép thém 4 bang, mbi bang dua vio 1
Sheet khac nhau.

c. BGi tén cdc Sheet thanh tudn 1, tudn 2, tudn 3, tudn 4 va tOng cOng.

d. Thay d6i d(F liéu cOt sO 1ugng cUa tlng bang tinh.

e. Tai Sheet tOng cOng: Xod d{t li€u cla cOt sO 1ugng va thuc hién cOng
sO lugng cla 4 tuan.

f. Lap cong thUc Thanh tién = sO 1Ugng * don gid tai 4 sheet dau.

g. Luu tép bang tinh v&i tén: Solieuthangl.xls trong thu muc C:\Baitap.

1.3. MG Excel, nhap va bang dit liéu theo mau sau:

BAO CAO BAN HANG
S§ BAN LAI
T Ténhang |Ponvi|Gidnhdp[ Gz S6 |bon |Téng Ty 18
luong |vi cOng
1 | Pong ho Cai 32000 37000 3
2 | Biing video Culn 6000 6500 4
Ban la Cai 200000 | 240000 5
Bia Tiger Thung 180000 | 200000 44
Cassette SONY | Cai 500000 [ 640000 34
My say toc | Cai 150000 | 160000 43
Quat cay Cai 400000 | 420000 33
ThuOc 14 Cay 65000 70000 42
Tivi mau Cai 4800000 | 5000000 4
TG lanh Cai 1800000 | 2000000 2
Ha NOi, ngay...thdng...ndm ......
YEU CAU:

a. Nhap mau trén vao bang tinh Excel. Dién ti€p cOt STT bang Fill
handle.

b. Lap cong thlc: Lii don vi = Gid ban — Gi4 nhap

c. Lii t6ng cOng = Lii don vi * SO lugng bdn ra.

d. Lai ti 1& = Lai don vi / Gid nhap don vi.

e. Luu trén dia v&i tén t€p bang tinh Bao cao BH.XIs
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1.4. M3 tép mdi bang tinh va dat tén Bangdiem.Xls

a. Dat tén 3 Work sheet ¢6 tén 1a Danh sach, Diem HK, Tong ket.

b. Chen thém Work sheet m&i va dat tén: Kiem tra va nhap bang tinh cho
duGi day:

¢) Dung chUc ning Fill Handle d€ dién ti€p cOt STT con lai.

Truong THPT C6ng hoa xi hdi chii nghia Viét Nam
MINH KHAI Pdc lap - Tu do - Hanh phiic
BANG PIEM THI HOC KY I
Diém
STT| Ho démTén | Ngay sinh | Toan Ly Hoa TB
1Tran Minh ~ Anh | 12-06-1986 7 6 8
JPhan L&  Anh | 25-07-1986 q 7 9
Nguy€n Tan Binh| 21-02-1986 8 9 7
HaDinh  Cong 14-07-1986 9 9 8
Nguy€n
Minh Ly | 15-12-1987 7 8 7
Tran Hong Minh| 02-04-1986 5 6 8

d) Sao chép nbi dung bang tinh trén diy vao cdc bang tinh Danh sach,
Diem HK va Tong ket.

e) Luu ti€p vao tép bang tinh va thodt khdi Ung dung Excel.
1.5. Trinh bay céc ki€u d{t 1iéu chinh trong Excel.
1.6. Trinh bay céc thao tdc cO ban d€ thuc hién
- Chon céc khoi 8, chon céc hang, cic cOt.
- Chen thém cOt va hang vao bang tinh.
1.7. Trinh bay cdc phudng phdp thay d6i kich thudc cOt, hang cla bang tinh.

1.8. Trinh bay c4ch di€én dit liéu c6 ni dung ting / gidm vao céc 6 lién ké.
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CHUONG II - PINH DANG BANG TINH

Pinh dang bdng tinh 12 cong vi€c lam thudng xuyén d€ thay d6i hinh
thUc cla bdng tinh bao gbm tU viéc dinh dang font ch{l, canh hang cho dit
liéu, tao dudng vi€n, ... d€ tao ra mOt bang tinh phit hop, can doi va dep
mat. Ban c6 th€ thuc hién dinh dang cho bang tinh s dung céc 1€nh trong

menu Format hodc céc nit 1énh trén thanh cong cy dinh dang.

I/ DINH DANG DU LIEU
1.1. PINH DANG FONT CHO DU LIEU

1.1.1. S& dung thanh cong cu dinh dang

Ban c6 th€ dinh dang font ch{t cho cic 6 dit liéu trong bang tinh bang
cich st dung cdc nit bi€u tugng trén thanh cdng cu dinh dang. Trinh tu cic

thao tac nhu sau:

Chon khGi 6 can dinh dang

Chon cic nit bi€u tuong trén thanh cong cU dinh dang:
+ Niit Font: Chon phong chif cho cdc 6 dir liéu.
+ Niit Font Size: Chon ¢ cho phong ch.
+ B (Bold): Lam dam ky tu
+ I (Italic): Lam nghiéng ky tu
+ U (Underline): Gach chan cac ky tu

+ Font Color: D& chon mau cho font ch(l, ...

1.1.2. Dung menu Format

Néu truOng hgp ban can dinh dang font v4i nhi€u yéu cau khic nhau thi

st dung menu Format v&i cic thao tic nhu sau:
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Chon kh6i 6 can dinh dang.

M3 menu Format / chon Cells, xudt hi€n hdp thoai Format Cells:

HOp thoai Format Cells c6 6 thé, m0i thé c6 nhiing chlfc niing khdc nhau

Hop Font: Chon phong ch(t can dinh dang

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

Fonk: Font style: Sizes

Mumber l Alignment | Fank l Border l Patterns l F‘ru:ute-:tiu:un]

| MnTime |Regular | 1z

Undetline: Color:

T MnTeknicalH ﬂ 9 -
T vnTifani Heavy 3 Italic m
MnTifani HeavvH EBold 11
7 Bald Ikalic J i

||'-J|:|ne ﬂ | Aubaratic j [ Marmal Font
Effects Presig

[ Strikethrough

™ Superscript AaBbCcYyZz

[ Subscript

and waour screen,

This is a TrueType Fant, The same font will be used an bakh waur prinker

[ o ]

Cancel

Hinh 30. Thé font trong hOp thoai Format cells

cho phép ban st dung d€ dinh dang. D€ dinh dang font, ban chon thé Font:

HOp Font Style: Chon déng ch(t (Dam, nghiéng, ...)

Hop Size: Chon cO ch{r

Hop Color: Chon Chon mau ch(r

HOp Underline: Chon ki€u gach chan ch(f

Hop Effect: Chon thém cac thuOc tinh khac (Chi sO trén, chi sO

dudi, gach vao gilta céc ky tu)
HOp ki€m Normal font: Chon font ch(f mdc dinh

Sau khi chon xong, nhan chu0t vao OK d€ két thic.

Trang 47



1.2. CANH CHINH DU LIEU TRONG O

DE dinh vi tri d{f liéu trong 6: Thang mép trdi 6, thang mép phdi 6 hodc

vao gilra 6, ban thuc hién bang mOt trong céc cich sau:
1.2.1. Dung thanh cong cu

Chon khOi 6 can chinh d{F li€u

Chon céc bi€u tuong:
Canh thang mép trii 6

Canh gi(ra cdc 6

Canh thang mép phai 6
1.2.2. Dung menu Format
Chon khGi 6 can dinh dang
M@ menu Format

Chon 1€nh Cells, xuat hién hOp thoai Format Cells

Trang 48



Chon thé Aligment d€ thuc hién canh hang cho d{f liéu, xudt hién:

Murnber .ﬁ.llgnmentl Fankt ] Barder ] Patterns ] F‘ru:uteu:tiu:un]
Text alignmment Orientation
Horizontal: * .
|General ﬂ |U jl *
T .
Vertical: & Text —#
x -
|Eh:uttu:um j r .
. *
.
Text control 0 3: Degrees
[ Wrap text
[ Shrink ko Fit
[ Merge cells
o4 | Cancel |

Hinh 31. Thé Aligment trong hQp thoai Format cells
Chon cic tham sO cho khoi 6:

Text Aligment: Cho phép ban canh hang cho d{t liéu;
Nhém Horizontal : Chinh theo chi€u ngang cdc 6 bao gOm:

+ General: Céch sap x€p mdc dinh cla dir liéu (Chubi dugc canh

trdi, s& dugc canh phai o)
+ Left: Canh d{t liéu thang mép trdi 6
+ Center:  Canh d{rli€u vao gilta 6
+ Right: Canh d{t liéu thang mép phai 6

+Fill:  Lam day gid tri cdc ving & ki€u s® bang cdch 1ap lai d{r

+ Justify:  Canh thang hai mép 6 ki€u chubi, n€u chi€u dai cla

chudi trong 6 16n hon kich thudc chi€u rOng cla 6 thi tu ddng xuOng hang.

+ Center Across Selection: Canh gi(ta kh6i 6 di chon
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Nhém Vertical : Chinh theo chiéu dUng céc 6 bao gOm:
+Top:  Canh d(liéu phia trén &
+ Center: Canh d{( 1iéu gi(ra 6 (Theo chi€u cao 6)
+ Bottom: Canh phia dudi day 6

HOp Orientation : Chinh hudng xuat hién d{ liéu trong 6 (Géc quay cla
d{r liéu). Ban dung nhan chudt viao vi tri géc dd can chon d€ chi€c kim

quay vé& vi trf d6 hodc khai b4o trong hOp Degrees.
HOp ki€m Text Control : Cic 1ua chon khéc

0 Wraptext: Tu dOng xuOng hang khi gdp 1€ phdi cla 6 trong
truGng hop d0 dai chuli dit liéu vuogt qua kich thudc chi€u ngang
cla 0.

0 Shrink to fit: Ty dOng di€u chinh kich ¢ cUa chit d€ hién thi day
du di 1iéu ma khong can thay dGi kich thudc chi€u ngang cla 6.
Khi ting chi€u ngang cUa 6 thi kich thudc cUa dit liu 1ai ty dOng

diéu chinh vé kich ¢G mdc dinh cla chi.
0 Merge cells: TrOn céc 6 da chon thanh 1 6 16n.
Nhan OK d€ két thiic viéc thuc hién dinh dang.
1I/ TRANG TRI BANG TINH
2.1. TAO PUGNG VIEN VA MAU NEN

Tao duOng vién va mau nén 1a cdng viéc ban trang tri bang tinh: Tao
khung cho bdng tinh hodc khoi 6, td mau cho cho cdc 6 d{f li€u nham lam ting

vé dep cho bang tinh dong thdi 1am ndi bat cac & d(f liéu can chi y.

2.1.1. Tao dudng vién
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P& tao dudng vién cho khoi 6 hodc toan b0 bang tinh, ¢ thé thuc hién
theo mOt trong cdc cach sau:
a) Dung thanh cong cu
Chon khGi 6 hodc bdng tinh can tao dudng vién.

Nhan chudt vao tam gidc bén phdi niit bi€u tuong o,

Boders:

HOp Borders xudt hi€n, ban hiy chon cich

tao duOng vién theo yéu cau cla ban. Sau moi =R

su' lua chon hOp Borders bién mat va cho két — BOC

qua trén bang tinh hodc kh6i 6 ban da chon ban  Hinh 32. HOp Borders
dau.
b) Dung menu Format
Chon bdng tinh hodc cdc nhém 6 c6 ciing ki€u dudng vién.
M3& menu Format, chon Cells va chon thé Border.
Chon céc thong sO trong thé Border clla hOp thoai Format Cells:
Nhém Line: Ban hiay chon mot trong céc ki€u duOng vién trong khung
Style va chon mau cho cdc duOng vién trong khung Color.
Nhom Presets:
0 None: D€ huy b0 viéc tao dudng vién
0 Outline: Tao duOng vi€n bén ngoai bang tinh hodc kh6i & di
chon.

o Inside: Tao cic dudng vi€n bén trong khbi 6 di chon.
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Murmber l Aligriment ] Font

l Patterns l Pratection l
Presets

Line
E"E"E ityle:
Mone  ===—--
None Qutline s ———
Border [
Test | e
i Color:
______ futomatic -
|ZZZZZZ
The selected border stvle can be applied by clicking the presets, preview
diagram or the butkons abowe,

oK | Zancel |

Hinh 33. HOp thoai Format Cells-Border

Nhém Border: cho phép ban Iua chon cdc duOng vién can thé hién: Xung

quanh, vién trén, vi€n dudi, vién phai, vién trai, ...

Khi chon, trong khung Border s& hién thi két qud trudc d€ ban ki€m tra,
két thiic, nh@n chon nit OK.

2.1.2. Tao mau nén
Chon 6 hodc khOi 6 can tao mau nén

Chon 1énh Cells, trong hOp thoai Format Cells chon thé Patterns:
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Cells shading: Ban chon mau nén cho khdi 6 trén bang mau Color. Néu

Format Cells

Murmber ] Alignmentl Fant ] Border Pa

Cell shading
Calor:

Mo Color

EEEEEEER
EEEEEEEN
| | HE
| |
Sample
O | |
HN EEEE
Pattern: -

oK | Cancel |
Hinh 34. HOp thoai Format Cells -Patterns

muOn chon ti€p cdc trang tri khdc cho nén khdi 6 ban hiy m& vao hbp
Pattern va chon thém trang tri khac trén nén, khung Sample s& hi€n thi cho

ban xem trudc k€t qud, két thic nhdn chudt vio niit OK.
2.2. PINH DANG SO

D liéu loai sO c6 nhi€u cidch bi€u di€én khic nhau: dang sO tu nhién,
dang sO khoa hoc, dang ngay thang, dang tién té,... Trong bang tinh, tuy
tUng trGng hop cu th€, ban can dinh dang d{r liéu trong 6 cho phut hop véi

yéu cau st dung cUa minh. Ban thuc hi€n theo trinh tU thao tic sau:
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Chon kh6i 6 d{t 1iéu can dinh dang

Format Cells

;Numberjl flignment l Font ] Border l Patterns F‘ru:uteu:tiu:un]

Cateqgary: Sample
120

Murnber
CUFrency
Accounting General Format cells have no
Date specific number Format,
Time
Petcentage
Fraction
Scientific
Text

Special
Cuskarm J

Ik | Cancel

Hinh 35. HOp thoai Format cells Number

M3& menu Format chon Cells, chon thé Number:
Khung Category: Ch(a cic dang thUc sO d€ ban chon 1Ua trinh bay:
General: Dang thUc sO tU nhién (mdc dinh dugc canh phai 6)

Percentage: Dang phan trim, cho phép quy dinh s& chi{t s& phan thap

phan va c6 d&u % sau dit liéu s0.

Scientific: Dang sO mii (khoa hoc), cho phép dinh dang sO cUa phan thap

phén trong Decimal places.

Text: Chuyén d{r liéu trong 6 sang loai chubi (DU li€u dugc canh sit mép
tréi O).

Number: Dang s0, cho phép xic dinh cic thong sO:

0 Decimal places: Hi€u chinh s6 chit s6 phan thap phan (sO 1&)
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0 Use 1000 seperator (,): S0 dung dau phan céich 18p nghin, ding
theo ki€u Anh — MY 14 dau phdy (,)

0 Negative Numbers: Chon cédch hi€n thj s6 4m; c6 th€ chon dau

trlr (-), chuy€n thanh mau do hodc d€ trong ngodc don.
Khi chon thong s, khung Sample sé& hién thj d€ ban xem trudc.

Ké&t thic, ban Nhan chudt OK d€ hoan tat vi€c dinh dang s0.

Format Cells E] E|

Murnber l.ﬁ.lignment l Fonk ] Border l Patterns l F'ru:uteu:tiu:un]
Cateqory: Sample

rC——

CUrFEncy Decimal places: |z =
Accounting

Date

Tirne [v ilse 1000 Separatar i, 1}
Percgntage Megative numbers:

Fraction

Scientific

Texk 1,234.10

Special (1,234.10)

Cuskom J (1,234,100 J

Hinh 36. Dinh dang s6

2.3. PINH DANG TIEN TE

PE dinh dang cho d{t liéu loai s6 dang ti€n t&, ban ciing thao tic tUong
tU nhu khi dinh dang so:

Chon khGi 6 ch(ra d(t li€u can dinh dang;
Thuc hién Format, chon Cells va chon thé Number;
Trong khung Category, ban chon Currency:
0 Decimal places: Hi€u chinh s ch{t s6 phan thap phan (sO 1&)

0 Symbol : SU dung cic ky hiéu don vi ti€én t€ cla cic qubc gia

trén thé giGi theo tiéu chudn Qudc t€.
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0 Negative Numbers: Chon céch hié€n thj sO 4m; c6 th€ chon dau

trl (-), chuy€n thanh mau do hodc d€ trong ngodc don.

Khung Sample sé€ hi€n thi d€ ban xem trudc két qua.

Format Cells

Mumber l.ﬁ.lignment l Faont l Border l Patterns l F‘rl:utectil:un]
Cateqaory: Sample

zenaral J $1,800,000.00

Murnber

Currency Decimal places: |z =
Accounting

Diate Symbol:

Tirne |$ j

Peru:e-:ntage Megative numbers:

Fraction

Scientific '3

Text

Special (41,234,100

Cuskanm J (41,234,100 J

Hinh 37. Dinh dang tién té

Nhan chudt OK d€ hoan tat viéc dinh dang.
Trudng hop ban muOn dua vao mOt ky hiéu don vi tién t& mGi ma
khong c6 trong danh sich, ban hdy thuc hién theo cdch sau: Trong khung
category, chon Custom; Bén khung Type, ban hiy nhdp dang can thiét, ky

hiéu don vi tién t& mGi phdi dat sau dau $ va tat cd dugc dat trong cap dau

Format Cells E| PX|

Number l.ﬁ.lignment l Fonk ] Border l Patterns l P'ru:uteu:tiu:un]
Cateqgary: Sample

General J 1,800,000.00 5&ng

Mumber

CUrrency Tvpe:

Accounting

Date |#,##0.00 [$ g8ng]]

Time General -

Percentage 0

Fraction 0.00

Scienkific #3080

Text &, 20,00

Special 380, AR

Cicion IR PR i ~|

Hinh 38. Binh dang dom vi tién la “POng”
1.
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Vi du: Trong khung Type, nhap dang: #,##0 [$ POng]

D E F G H I |
NHAP XUAT VAT TU

56 HP DV tinh|Sls nhiapSls xuat{Pon gia|Thinh tién |
123 |chigc 10 120000| 1,800,00000 Béng
126|chigc 20 200000 4,000,00000 Béng
127 |chigc 200 35000 70000000 Bong
1238 |chigc 25 Ta.A 1,962 .50 Bdng
129|ks 27 95000 2,592,00000 Béng
130|chigc 25 200000(5,600,000.00 Béng |

Hinh 39. K&t qua sau dinh dang
C6 th€ khi nhap Ti€ng Viét c6 dau, ching khong dugc hién thi day du.
Sau khi nhdp xong, ban nhan chudt vao OK, ldc nay két qud hié€n thi trén cic
khoi 6 d{r 1iéu da chon.
2.4. DINH DANG NGAY THANG

Khi nhdp d{r liéu dang ngay thing, ban can luu y trinh tU nhap ngay
thang do Windows quy dinh. Theo ki€u Anh — MY thi nhdp thdng/ngay/nim,
con theo ki€u Viét — Phdp nhdp ngay/thang/nim. Néu khong nhdp nim thi
Excel s 1y nidm hién tai cUa hé thOng. Tuy nhién, viéc hién thi trén bang
tinh thi ban c6 th€ dinh dang tuy theo yéu cau cla minh.

D€ dinh dang ki€u ngay thang, ban ti€n hanh cic budc gibng nhu dinh

dang sO hodc tién t€, trong khung Category, ban chon Date sau d6 chon

Format Cells @@

Number l.ﬁ.lignment l Font ] Border l Patterns l P'rcute':til:un]
Categary: Sample

General J 07f12/2003

Murmber

Currency Tvpe:

Accounting

Dto |ddfmmyyyy

Tirne: 0% -

Percentage 0.00%: J
Fraction 0,00E+00

Scienkific ##0,0E4+0 I
Texk #e

Special # 7T

FrE— | vy ~|

Hinh 40. Dinh dang ngay thdng
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dang hién thi ngay thang trong khung Type. Ban ciing c6 th€ chon Custom,
trong khung Type ban nhap dang tOng quat can thi€t. Khung Sample cho ban

xem tru@c k&t qua. Nhan chudt OK d€ hoan tat cong viéc.
Mot s6 dang thé hién cUa ngay thang:
m/d/yy Vi du: 5/19/04

d-mmm-yy  Vidu: 19 - May - 04

d - mmm Hién thi 19 - May va nim hién tai clla hé thOng.
mmm - d Hién thi May — 19 va nim hién tai cUa hé thOng.

dd - mm - yyyy Hién thi 19 - 05 — 2004
m/d/yy h : mm Hién thi 5/19/04 9:15 ngoai thidng ngiy nim ra con
hién thi gi0, phit hién tai cla hé thOng.

I/ SAO CHEP DINH DANG

Trong Excel, viéc dinh dang bang tinh ban con c6 thé thuc hién nhd cic
dinh dang di c6 san trén bang tinh khdc hodc s dung cic Style - D6 chinh 12
ban da thuc hién sao chép dinh dang. D€ sao chép dinh dang s dung céc
Style, ban can hi€u thé& nao la Style? Style 1a mOt tap hgp cic dinh dang (V€
font ch(r, dudng vi€én, mau nén, dang hién thi s0, ...) c6 th€ 4p dung d€ dinh
dang mOt 6 hodc mOt khdi 6. Khi ban thay dGi Style dinh dang d6 thi cic 6 da
ap dung ki€u dinh dang nay ciing thay dGi theo.

3.1. TAO KIEU PINH DANG STYLE
Chon 6 hodc khoi 6 c6 ki€u dinh dang muln tao

M3 menu Format, chon 1&nh Style, xuat hi€n hOp thoai Style:

= Style name: Ban hay nhap tén cUa ki€u dinh dang
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= Style Includes: Céc thuOc tinh cUa ki€u dang chon bao gdm dinh dang
sO (Number), canh hang d{ li€u (Alignment), dinh dang font (Font),
dudng vién (Border), mau nén (Patterns), va bdo vé& bang tinh

(Protection).
=  Modify: Cho phép ban sUta 1ai c4c phan dinh dang cUa Style.
= Add: Luu cic thay doi cUa ki€u vUra tao, két thiic nhan chult vao niit

OK.

3.2. SU DUNG STYLE

PE s dung cic Style da c6 dinh dang cho bang tinh, ban thuc hién cac
thao tic sau:
Chon khGi 6 can dinh dang.

M3& menu Format, chon 1énh Style.

Style |
Style name: = O
Skyle includes
Cancel
v Mumber General

W alignment  General, Bokkom Aligned Modfy..
v Font AnTime 12
[v Border Mo Borders
[v Patterns Mo Shading Merge. ..

fliL FlrE

[v Protection  Locked

Hinh 41. HOp thoai Style
Chon tén ki€u can dinh dang trong khung Style Name.
Nhén chuOt vao nit OK.

3.3. bINH DANG BANG AUTOFORMAT
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PE nhanh chéng c6 ngay dudc mOt két qud dinh dang (Vé font, kich
thudc cOt, dinh dang s0, ...) cho mOt pham vi bang tinh, ban 4p dung dinh
dang cdc mau c6 san cla AutoFormat theo trinh tU cdc thao tic sau day:

Chon 1ua 6 hodc khGi & can dinh dang. M& menu Format, chon
AutoFormat, xudt hién hdp thoai AutoFormat c6 ch(ta san mot sO

mau.

Ban duyét cic mau d€ chon mOt mau can dinh dang cho pham vi

bang tinh cUa minh.

Ntit Options gitip ban muGn thay dGi thong sO trén dang mau.

futcFormat i
Tan Fet wlar Tatal Fuie Fed Mor Ivdaf z
Far 7 7 A

! 3 10 f=HFYE ) El ol M S
Frest = 4 7 1T Wear & 4 T o co
=, - )
Swuals & T T 24 Sz urh] ? ; 2? 5; e

Total 21 14 2 op || Tota) =

Soipk Lal EHEH T |
e e ol
Eosk o W L g =3 f o = 1w
MWeat & 4 T 17 WWeat oo L
South & r v wa mmlh = ) a =
Total 21 Lk ) Qg otal 21 .3 Ul o
Classle ® sk S

Jgon el W Todked A Heb et oaral
Fant F 7 = 7 h 5 =17 |Fem & 7 &= 7 | % FI9

AT A 4 T 17 “Frese ] = T 17

Zowh B 7 B 24 Socllh 3 7 |
Tord $21 F15 f21 550 Tztal 21 Fi1z fio1 fen
Moecor Lig L Socounling £ -

Hinh 42. HOp thoai AutoFormat
Nhan chudt OK d€ hoan tat viéc dinh dang.
3.4. DPINH DANG O CHU'A DU LIEU CO PIEU KIEN

Trong bang tinh c6 chtta nhiing 6 c6 di€u ki€n nao d6, khi ban mudn lam
n0i bat cic 6 nay gitip cho viéc quan sat hodc sanh dugc thudn 1gi bang cich

cho n6 hién thi dudi dang dac biét, ban thuc hién:

Chon céc 6 hodc khdi 6 can dinh dang;
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M& menu Format, chon Conditionnal Formatting..., mOt hOp thoai

Conditional Formatting xudt hién:

Conditdonal Formattine

||.FH|'|.'-'IIIHT‘- - |||-Il.r.l|-e-|| - | E Al

i

T k3 uee | Mo Pentrat St | Formak, |

SAIEILN e nn re:

Ej dall o= Dl = | | Ok I el |

Hinh 43. Dinh dang cé diéu kién

Ban muln st dung céc gid tri trong khOi 6 di chon lam tiéu chudn dinh
dang, trong khung Condition 1, chon Cells Value Is, chOn to4n tU so sénh,
ti€p d€n ban x4c dinh céc gi4 tri hodc cong thUc tai cac hOp tuong Ung.

Ban muOn dinh gid d{t liéu hodc x4c dinh cdc di€u kién khic vGi gid tri
cUa khOi 6 da chon, Condition 1, chon Formula Is 1am tiéu chudn dinh dang,

khai bdo cong thUc trong hOp con 1ai;
Nhan chudt nit Format, chon c4c dinh dang cho céc 6 c6 diéu kién;

Néu ti€p tuc mudn céc dinh dang khac cho cic 6 c6 di€u kién, ban

nhan chuOt vao niit Add va 13p 1ai budc trén day.
Két thiic, nhan chon OK.

Vi du: Pinh dang mau nén cho nhiing 6 trén cOt ngay cong =26.

A B C D E F

1 |Bang litong thing 5/2004

2

3 8TT M4 nhAn vign Ho va t8n BEonvi Fhu cap dée hai
4 1N13 Linh N1 100000
5 2/ N30 Tudn XN2 30000
5} 3 N10 Dy XN2 30000
ki 4/ N22 Bach N2 75000
8 3| N20 Tam N1 25 30000

Hinh 44: Két qua dinh dang cé diéu kién

3.5. SAO CHEP DINH DANG
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Trong Excel, tinh ning Format Painter cho phép ban sao chép cic dinh dang
tU 6 nay sang cic O khac nhanh chéng va thuan ti€n, ban thuc hi€n céc thao tic

sau:
Chon & c¢6 c4c dinh dang can sao chép;

<t

Nhén chult nit biéu tuong (Format Painter) trén thanh cong cu

chuan;

Di chuyén trd chult t&i vi trf 6 can sao chép dinh dang (Lic nay trd

chuOt c6 hinh chif thdp rbng va chGi son)

Nhan chudt va kéo qua cdc 6 can sao chép dinh dang r0i nhd chuOt.

A Mubn str dung Format Painter d€ sao chép dinh dang nhi€u 1an cho cic &
khic, ban phdi nhan dip trén niit bi€u tuong Format Painter, khi khong can
sao chép dinh dang n(ra, ban Nhan chudt vao nit bi€u tuong Format Painter

mOt 1&n nira.
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CAU HOI VA BAI TAP CHUONG 1II

2.1. M3 tép bang tinh m&i c6 3 Work sheet va dat tén: NHAP, XUAT, TON
sau d6 thuc hi€n c4c yéu cau sau:
a) Trong Sheet NHAP, thuc hién nhdp va dinh dang bang tinh theo mau,
dung Fill handle d€ dién ti€p cOt STT.
C«ng ty Nam An Nopy: =Today()

BIng theo daihung nhEp

STT T2n hung §-nvP |Gi, nhEp| SL nhEp | Ghi ch6
1|Tivi SONY 21' ChiCx 2700000 42
2|8 QU VCD SAMSUNG [ChiCx 1800000 50
Cassette SONY Chik 1200000 30
M .y giZEElextrolux _ |ChiCx 4200000 25
Quit§ iGhc— ChiCx 265000 40

b)Trong Work Sheet XUAT, thuc hi€n c4c yéu cau:
- Hoan thanh cic cOt Gid xudt va Thanh tién biét: Gid xudt bang 115%
gia nhap cho trong bang theo ddi hang nhap; Thanh ti€n = Gi4 xudt * SL xuat.

C«ngty NamAn Naguy: =Today()

BYing theo dai hung xuEt

STT T?n hpng §nvP | Gi, xult | SL xuFt [Thunh tiCh|
1|Tivi SONY 21' Chi 30
2|8 CuVCD SAMSUNG|Chix 30
Cassette SONY Chit 20
M vy gi&Elextrolux |ChiC 10
QuUt§ihc— ChiC 23
C«ng ty NamAn Nguy: =Today()

Bfing theo daihung tan

STT T*n hpng §-nvbP | SLtan | Gi, xuK [Thunh tith
1{Tivi SONY 21' Chicx 12
2|8 CuVCD SAMSUNG |ChiGz 20
Cassette SONY ChiG 10
M vy giZEElextrolux [ChiCx 15
QU1t§ ihc— ChiGx 17 rang 63




c¢) Trong Work Sheet TON, thuc hi€n sao chép dit li€u tir cOt Gid xudt trong
Worksheet XUAT vio Worksheeet TON va hoan thanh cOt Thanh tién = SL tOn * Gid

xué't.

d) Luu t€p bang tinh Ién dia trong thu' muc C:\ Baitap v&i tén Nhap xuat

hang.Xls.

2.2. Thuc hi€n nhap va dinh dang cic bang tinh cho sau day:
Bang 1: BANG THANH TOAN TIEN PIEN THANG 09 NAM 2004

e Dilllh S.dién S.di,én S.dién S.dién})dn oid Tién | Tién Tha}nh
: muUc cii moi | thang | vuot PM | VDM | tién

1 A 150 34| 550

2 |D 120 24| 450

3 B 200 17| 200

4 |C 100 50 120

5 B 140 20| 800

6 |C 300 26| 180

7 D 150 35| 680

8 A 180 14| 700

9 |D 200 30 500

10 |C 190 20| 150

11 |B 150 15| 450

12 |B 210 24| 750

Bang phu 1: PON GIA

Khu vucbon

gidA550B620C650

Ha NOi, ngay ... thdng ... ndm 2004

Bang phu 2: HE SO VUOT

Dién gidiS0 1anHé sOVuot
dénl1.9Vuot dén22.3Vuot
dén33.1Trén34.3

Bang2: BAO CAO DOANH THU CAC LOAI PHONG KHACH
STT | Loai | Ngayvao | Ngay di S6 | S.ngay | Nguoi | Tién | Tién | Téng
phong thang du thué | thang | ngay
1 A 01/13/04 | 04/23/04 1
2 B 03/10/04 | 03/24/04 4
3 C 02/16/04 | 08/25/04 6
4 A 02/09/03 | 07/25/04 2
5 C 04/09/03 | 06/16/03 3
6 B 02/04/04 | 05/14/04 1
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03/15/04

09/24/04

01/05/04

04/24/04

9]

A
B
C

04/08/04

12/17/99

10

T6ng

11

L6n nhat

12

Nho nhat

13

Trung binh

Dinh dang cOt Ngay vao va ngay di theo dang DD-MM-YYYY.
Bang phu I: PON GIA THANG

Bang phu II: PON GIA NGAY

Loai PDon gida b6ibon gid Loai PD0On gia b6ibon gid
bonA50000004300000B450000038 bonA160000135000B14000012600
00000C30000002500000 0C125000100000
Bang 3. DANH SACH PIEM THI LOP 12A1
S6| Ho | Ngay | Toan | Ly | Hoa | Sinh | Vin |Ngoai | PTB | Xép | Xép | Hoc
TT | tén sinh ngU loai | hang | bong
1 | A | 2125179 10 8] 10 9l 9 8
2 | B | 5/14/80 E 4 6] 5 4
3 | ¢ | 1191 8] 7 6] 10| 8 8
4 | D | 2124/79 7] 8 9 9ol 4 9
5 | A ] 81780 6] 9 8 8| 5 7
6 | D | 4/16/81 E 5 51 6 5
7 | B | 12478 6| 10 4 9] 10 6
8 | B | 112581 9] 9 5 ARE 6
9 | A 5/4/79 4] 8 8 R 5
10| D 5/5/81 0] 5 6 9ol 6 10
11| C | 2/12/80 2] 5 3 51 1 4
2] D 5/4/81 50 7 9 6] 5 8
13 A | 921/78 9] 9 6 9] 10 10
14| B | 5126/81 6| 8 8 9o 7 10
15 | Lén nhat
16 | Nhé nhat

2.3. Trinh bay cac thao tic cO ban dé thuc hién:

Dinh dang cOt ngay sinh theo dang: DD/MM/YY.

Luu thanh tép bang tinh Bai tap 2_2.XIs.

- Dinh dang font cho d{r li€u trong bdng tinh Excel.

- Tao dudng vién va mau nén cho mét khGi 6 cla bang tinh Excel.

- Pinh dang hién thi cdc d{t liéu s6 dang: C6 dau ngin cich phan

nguyén va thap phan, c¢6 2 ch{r s6 phan thap phan, c6 don vi tién té va cic

ki€u ngay thang.
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2.4. Trinh bay cac thao tdc thuc hién tao 1 kiu dinh dang (Style) va céach sur

dung ki€u dinh dang nay d€ dinh dang cho cic khoi 6 trong bang tinh Excel.
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CHUONG III — TINH TOAN - CAC HAM CO BAN

Trong Excel ban c6 thé€ ti€n hanh tinh toan truc ti€p trong bang tinh dua
trén cdc todn tU chang han nhu cdc phép tinh s6 hoc ma ban di biét: +
(COng). — (Trw), * (Nhan), / (Chia), » (Luy thtra) d6 1a viéc ban tU tao ra céc
cong thlc riéng cho ban d€ tinh toan hodc s& dung cic ham tinh toin nhu:
SUM(DC), MAX(DC), MIN(DC), AVERAGE(DC)...

I/ TINH TOAN TREN BANG TiNH

Khi tinh todn trén bang tinh, ding céng thic tu tao, ban hay bat dau
bang ddu “=” (Dau bang), s& dung cic toan ti d€ tao quan hé gilra cic gia tri

hodc toa d0 cac 6 ch(ra gi4 tri tinh todn.
1.1. CAC TOAN TU SU DUNG TRONG CONG THU'C

1.1.1. Toan tU quan hé

Diing d€ so sanh cic chuOi ky tU, cdc gid tri sO khi tinh to4n, bao gOm:

To4n tur Quan hé so sanh
= So s4nh bang
< Nho hon
<= Nho hon hodc bang
> L&n hon
>= LGn hon hodc bang
<> So sédnh khac

1.1.2. Toan tU n6i chudi ky tu: “&”

Ding d€ thuc hién n6i cdc chuli ky tu theo nguyén tac dudi cla chudi

trudc ndi vGi dau cla chudi sau.
Vidy: = “Viét” & “” & “Nam” két qud cho: Viét Nam.

= “Ha ” & “N6i” cho chubi Ha NOi.
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1.1.3. Toan tur s6 hoc

La c4c phép toan sO hoc thong dung d€ thuc hi€n tinh todn trén cdc d{f liéu

Toan tu

Thuc hién

Phép cOng

Phép trir

Phép nhan

/

Phép chia

%

L&y phan trim

A

Luy thUa

1.1.4. Toan tU logic: Thuc hién trén c4c biu thUc logic, k€t qua sé cho

gia tri True (Ping) hodc False (Sai).

Toan tur Thuc hién
And Phép va
Or Phép hoac
Not Phép phU dinh

VY dé: = And (5>3,2>0) cho kOt quy Iu TRUE.

1.1.5. Thg tu thiuc hiOn c,c phPp to,n

Trong c«ng thgc tYnh to.n cfia Excel, to,n t6 npo cd mgc ®é u tien

cao sl ®ic thuc hiOn tric, c,c to,n td cd cing mgc ®¢é u ti?n sl ®ic thlc

hiOn tuCn tu t tr.i sang phYi. BIng sau cho biOt mac ®é u ti?n cha c,c

phbp to,n:
Phép toan MuUc Uu tién
0 1 (MUc cao nhat)
A 2
*va/ 3
+va - 4
<, <=, =, >=, >, NOT, AND, OR 5 (MUc thap nhat)
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1.2. NHAP CONG THU'C VA SAO CHEP CONG THU'C

Sau khi di chuyén con tr® 6 tGi vi tri 6 can ghi k€t qud (Thong thuOng sé&
12 6 dau tién trén cOt can tinh toan cUa bdng tinh). Ban nhap cong thlc vao &
k€t qud nhdn , k€t qud cUa phép tinh dugc dat vio & d6. Néu mubn sao
chép cong thUc sang cic 6 khéc, ban thuc hién gidng nhu viéc sao chép (copy)
da trinh bay & chuong 1.

1.3. TU PONG PIEN KET QUA TiNH TOAN

Néu viéc sao chép thuc hi€n trong céc 6 lién nhau trong ciing mOt hang
(cOt) thi khi sao chép vao cic 6 nay, ban chon cic 6 rOi thuc hién viéc sao

chép:
Edit/Fill/Down(Right,...) d€ sao chép cong thUc sang cic 6 di chon.
Ngoai ra, ban con c6 thé st dung Fill Handle d€ sao chép cho cdc 6 lién tuc.
1.4. PHUONG PHAP POINTING

Khi nhdp cong thlc cho mOt 6, ban c6 th€ nhadp toa dd cic 6 tham
chi€u tUr ban phim, ngoai ra ban con cé thé 1dy toa db cic 6 tham chi€u bang
cach st dung chudt - d6 1a phuong phép Pointing: Ban chi vi€éc nhap céc phép
tinh t ban phim, con dia chi cdc 6 tham chi€u, ban chi can nhan va ré chudt

tai cac 6 do.
1/ SU DUNG CAC HAM CO BAN

Ham va Macro 12 mOt tinh ning quan trong th€ hi€n tinh Uu viét manh
mé cUa Excel d0i v&i viéc tinh todn tU dOng phuc vu cho cong vi€c thOng ke,
k€ toan, tOng hop sO 1iéu, tim ki€ém d{ liéu, ... Ban hi€u ham 12 mdt cong
th(c dugc Excel dinh nghia san d€ thuc hién tinh ning tinh todn riéng biét.
Qu4 trinh tinh todn trong bang tinh, ban c6 thé s dung moOt hodc nhi€u ham

khéc nhau trén ciing mOt cong thuc.
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Excel c6 mOt thu' vién bao gOm trén 300 ham dudgc phan chia thanh cic
nhém khac nhau gidp ngudi s dung tim dugc cic ham can s dung mdt cich
nhanh chéng. C6 th€ ké cdc nhém ham nhu: Finalcial (Tai chinh), Date & Time
(Ngay thdng va thOi gian), Math & Trig (To4n hoc va Iugng gidc), Database
(CO s@ dit liéuw), ...

Dang tOng quat clla ham : <TEN_HAM>(D0i s6 1, d6i s0 2, ...)

Function categary: Function name:

Mosk Recently Used

All AVERAGE

Financial IF

[Date & Time HYPERLIME

Math & Trig COUNT

Skatistical [Py

Lookup & Reference SIn

Database SUMIF

Text PMT

Logical STDEY

Information J J

SUM{number1,numberz,...)

Adds all the numbers in a range of cells,

(0] 4 | Cancel |

Hinh 45: HOp thoai Paste Function

DE tinh todn st dung ham cUa Excel, n€u ban nhdp cong thlc dau tién 1a
ddu “=” (Dau bang), sau dén tén ham va cic doOi s6 dugc dat trong cap dau
(). Néu khong c6 ddu “=" truGc tén ham, Excel hi€u d6 chi 1a chubi ky tu va
khong thuc hién tinh todn. Gilra cdc d0i sO dugc ngin cich bang dau phdy (,)
hodc chdm phady (;) do ngu0i st dung quy dinh.

Tén ham: S’ dung tén theo quy Udc cla Excel (Bat budc phai c6). Trong
cong thUc c6 s dung ham, Excel khong phan biét ch{r hoa hay ch(r thuGng & tén
ham.

POi s6: Cin cU tUng ham, mOi ham c6 cach viét khdc nhau (C6 thé c6
ham khong cé ddi sO ndo). Céc doi sO c6 thé 1a gid tri, c6 th& 1a toa d0 6 chlra

gia tri, cling c6 th€ 1a toa d6 hodc tén cla mOt khoi 6 hodc 1a mOt ham khic.
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Khi ham nay 13 d6i s6 cla ham khdc, ta con néi 1a cdc ham 10ng nhau, trong
Excel cho phép trong mOt cong thlc ban c6 thé€ s dung nhi€u mUc ham 10ng
nhau. D€ s dung ham mau clUa Excel, ban thuc hién: Insert/Chon
Function, xudt hién hOp thoai Paste Function cho phép ban chon t&n nhém
ham trong hOp chon Function category, ti€p d€n, ban chon tén ham can sU

dung trong khung Function name. Cich khic, ban nh@n chult tai nit biéu

tuong ™ Paste Function trén thanh cong cU chudn, lic nay xudt hién hop
thoai Paste Function (Hinh 45) cho phép ban chon haim mau can s dung nhu

trén day.

Khi thuc hién viét cong thlic hodc st dung haim mau khong ding cau
triic ct phép, Excel khong nhan biét dugc cong thlc hay ham, lic nay né dua
ra thong bdo 10i. Trong truOng hgp nhU vay, ban can bi€t dugc y nghia va
cach s(ra cédc 10i d€ cho ra két qud ding ma ban mong muln. Céc 10i trong

Excel dugc bat dau bang dau “#”. C6 7 16i thuOng gdp sau day:

LOi hi€n thi Y nghUa

# NAME? Tén ham trong cong thUc bi sai hodc cd phdp
cUa ham bi sai

#VALUE! D{r liéu bj sai ki€u

#NUM! Céac dr li€u c6 su sai s6t
#NULL! Khi x4c dinh giao gi(ra hai viing tham chiéu,
thuc t€ hai viing d6 khong giao nhau.
#DIV/0 Trong cong thlc c6 phép chia cho sO 0
#REF! Ving tham chi€u trong cong thUc khong hgp
1€
#N/A Trong c«ng thgc ca « gi, trb kh«ng ding ®-
IC
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Khi btn s6 dong hum mEu trong Paste Function thx khi chan tan
hum xong bin nhEn OK, Excel y2u cCu bn nhEp tiOp c,c ®eéi sé mp

hum y2u cCu vpo c.c vb trY cfa c,c khung chga ®ei se, kOt théc bn
nhEn OK.

I/ CAC NHOM HAM CO BAN TRONG EXCEL

Sau diy 12 mOt s6 ham cG ban thdng dung thuGng xuyén dugc sU dung

trong Excel d€ tinh toan trén c4c bang tinh. MOi ham cé cdng dung va mOt ci

phép riéng.

3.1. NHOM HAM TOAN HOC VA LUONG GIAC

3.1.1. Ham ABS
Cong dung: Ham trd vé gid tri tuyét d0i clla mot sO.
Ca phap: ABS(Number)

Trong d6: Number 12 mOt gia tri ki€u sO hodc dia chi cla 6 can 13y gia
tri tuyét doi.

Vidu:
Tai 6 Al nhap cong thlic =ABS(-5.5) cho két qua trong 6 12 5.5

Tai 6 C3 nhap cdng thlic = ABS(A3) cho két qud 1a 16.25

File Edit Wew Insert Format Tools Data Window Help

NSHA SRY A BB o -|@=

wnTime - 12 U = = B %
| Al t{_ = | =ABS(-5.5)

5

A TEC D B
1| |

2

3| 1625 16.25

4

Hinh 46. Két qua ham ABS

3.1.2. Him SQRT
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Cong dung: Ham trd vé gi4 tri ciin bac hai cla mot sO.
Cd phdp:  SQRT(Number)

Trong d6: Number 14 mOt s6 duong can tinh ciin bac hai hodc dia chi

cUa o ch(ra s6 duong. Néu 1 sO am, hién thong bdo 16i #Num! (SO khong hgp

JAN

1)

Vi du: Cong thlrc =SQRT(25) cho két qud 12 5 con codng thlic =SQRT(-
16) bao 10i #NUM!

3.1.3. Ham ROUND
Cong dung: Lam tron gid tri sO dén n sO chi dinh.
Cii phédp:  ROUND(Number,n)
Trong d6:  Number 12 sO hodc dia chi cUa 6 ch(ta d{t liéu kiéu s0.
Vé&i n nguyén duong 1a s6 chit sO can 1am tron sau dau phan cich thap
phan, con v&i n nguyén am 13 s& ch{t s6 can 1am tron trudc dau phan cich
thap phan. N&u ch{t sO bd di >=5 thi khi 1am tron s& thém 1 don vi vio ch{r sO

dUng trudc né, ngugc 1ai khi 1am tron bd di va khong thém gi vao sO dlng
trudc né.

Vi du: =Round(1.2345,2) cho két qud 1a 1.23

=Round(1.2345,1) cho két qua 12 1.2

= Round(312.357,-2) cho két qud qua 300
3.1.4. Ham INT

Cong dung: Ham cho phan nguyén cla mOt s6, phan thap phén bi cat

bo
Ci phap: INT(Number) trong d6 Number 12 mOt gid tri loai s0.
Vi du: Cong thlc =Int(16/3) cho két qua 12 5; =Int(16.3) cho két qua 16
3.1.5 Ham MOD
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Cong dung: Ham cho ra phan du cUa phép chia.
Ct phdp:  MOD(Number,divisor) trong d6 Number 12 m0t sO bat

ky, divisor 12 sO chia 0.
Vi du: Cong thlic =Mod(10,3) két qud 1a 1.
3.1.6. Ham RANK
Cong dung: Tim th(r bac cla tri sO trong pham vi khoi d{t 1iéu loai s0.
Ciphip:  RANK(Number,Ref,[Order])

Number: SO, toa d0 6 chlta s6 muOn tim th(¥ bac.
Ref: Pham vi diy sO cin c d€ xét th(r bac.
Order: Xét th(r bac theo dang ting dan hodc gidm dan.

Order = <0 hodc 1> ; n€u chon 0 (SO 0), ban xét th( bac theo th(r tu

gidm dan, chon 1 xét th( bac theo th(f tu ting dan.

Vi du: C4c 6 tU H5 dén H10 ch(ra cdc sO: 9, 4, 16, 6,17, 11 thi cong
thUtc =RANK(H5,H5:H10,0) cho th( bac cUa gid tri 6 H5 theo th( tu' gidm
dan trong danh sach ciac 0 tr & H5 dén & HI10, két qué la 4; con
=RANK(H5,H5:H10,1) cho két qua 1a 3.

3.2. NHOM HAM THONG KE

3.2.1. Ham SUM

Cong dung: Ham tinh tGng trong khoi 6 (hodc c6 thé 1a danh sach 1iét ké)

dugc chi ra.
Cu phap: SUM(Numberl, Number2, ...)

Trong d6: Number n 12 cic d(t 1i€u s6 hodc dia chi cdc 6 ch(ra d{t 1iéu sO

can tinh tOng.
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Vi du: Cong thlic =SUM(4,25,4.5) cho két qué 33.5
3.2.2. Ham MIN

Cong dung: Tim gi4 tri nh® nhat trong pham vi khOi & hodc céc gid tri

dudgc liét ké trong danh sach dGi s0.
Cu phép: MIN(Numberl, Number2, ...)
Number n 13 cdc sO hodc toa dO cic 6 can tim gia tri nhd nhat.
Bdng luong O hinh 47 la bang dir liéu minh hoa cho cdc vi du vé ham
Vidu: Cong thlc =Min(D4:D13) két qud bang 420000.
3.2.3. Ham MAX
Cong dung: Tim gi4 tri 16n nhat trong pham vi khoi liét ké.
Cu phap: MAX(Numberl, Number2, ...)
Number n 14 cic sO hodc toa d0 cic 6 can tim gid tri 16n nhat.

Vi du: Cong thlc =Max(G4:G13) cho két qua bang 26.

BANG THANH TOAN LUONG THANG 5

A E C D E F i3 H I J
3 |8TT Hovi itn {ICE  ICWuiMKT !Ns.céng iPcip CV (Tien KT {Thu nhip
4 1iNghigm Ha Anh {450000{TF 1A 25
5 2iNzuyén Lan Anh {420000INY 1A 25
& 3iTran Huong Chi 420000 NY B 25
i 4iBii Hugng, Crang { 50000005y 1A 26
8 51¥3 Linh Crang {450000(FF 1A 26
9 &iNzuyén Thanh Ha 420000NY  iC 23
10 i Tran Tho T3 S00000:TE 1A 26
11 2iTrin Bich Hanh { 4200000NY B 25
12 Wi Hong Hanh (450000 FF B 25
13| 10i%i[ Tho Hing [420000INV A 26
Hinh 47. Bang d(r liéu minh hoa cho cdc vi du vé
ham

3.2.4. Ham AVERAGE
Cong dung: Tinh gi4 tri trung binh cOng trong khoi liét ké

Cu phép: AVERAGE(Numberl, Number2, ...)
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Number n 12 cic sO hodc toa d0 cic & can tim gid tri trung binh cOng.
Vi du: Cong thlc =Average(G4:G13) cho két qua bang 24.5
3.2.5. Ham COUNT

Cong dung: PEm s0 dit 1iéu ki€u s0 trong danh sich hodc d€m s6 6

cha gid tri sO trong pham vi khdi dugc chi ra.
Cu phép: COUNT (Valuel, value2, ...)
Value n : La cdc d(t liéu (Hodc toa dO khoi 6) can dém.
Vi du: =Count(C3:J13) két qua béng 20.
=Count(5,3,Ky tu,9,5,a,b,7) k€t qud bang5. (Chi d€m céc
s0)
3.2.6. Ham COUNTA

Cong dung: PEm s0 doi sO dit 1iéu c6 trong cong thlc hodc sO 6 chlra
dir liéu trong khoi 6 dudgc chon (O trOng 1a 6 khong chira dir liéu)

Cu phép: COUNTA(Valuel,Value2,...)
Trong d6:  Value n 1a cic d(r liéu (Hodc pham vi kh6i 6) can dém.
Vi du: Cong thllc  =Counta(D3:H13) két qua béng 45.

Con cong thuc: =Counta(5,3,Ky tu.,9,a,b) két qua bang 6.

(DEm cd sb va ky tu chudi)
3.2.7. Ham SUMIF

Cong dung: Ham tinh tOng nhlng 6 trong viing can tinh (sum_range) c6 6
tuong Ung trong cOt ch(ra di€u kién (range) trén cing mOt dong thod min

diéu kién (criteria)

Cu phap: SUMIF(Range, criteria, [sum_range])
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Trong d6: Range 13 cOt d(t li€u ch(ta di€u kién can tinh;
Criteria 12 bi€u thUc di€u kién tinh todn truc ti€p khong dung
cong thlrc, dugc dat trong dau nhdy kép va cung ki€u d{t 1iéu v&i nhitng d{r
liéu trong range hodc c6 thé€ 1a dia chi clla 6 chia di€u kién cu thé.
Sum_range 13 dia chi ving ch(a d{t li€u can tinh tOng.
Vi du: Tinh phu cap d0c hai clia nhan vién xi nghiép 1 trong bang tinh:
Cong thic: =SUMIF(D3:D10,"X{ nghi€p 1",F3:F10) cho k&t qua 200000.
3.2.8. Ham COUNTIF
Cong dung: Ham d€m sO 6 ch(a dit liéu trén mOt khoi 6 thod man bi€u thiic
diéu kién di cho.
Cu phap: COUNTIF(Range, Criteria)
Trong d6 Range 12 cdc khGi 6 can dém s6 & ch(ra d{ li€u.
Criteria 12 bi€u th(c di€u kién truc ti€p cho cic 6 can d€m dugc dat trong
cap dau “” hodc c6 thé€ 1a dia chi clia 6 chta di€u kién cu thé.

Vi dul: Pém céc nhan vién thudc “xi nghi€p 2” trong bang tinh & hinh
48; ban 1ap cong thirc: = Countif(D3:D10,“X{ nghiép 2”) cho két qua 3.

A E | C D E | F G H
. . Ngay | Phycip luomg I
STT | MiNV | Hovitén Ponvi : Téng tén

3 ' ' céng | déchai |nghycong i
: 4 1|N13 Einh duy Linh X{ nghiép 1 26 100000 780000 2E0000
| 5 2|N30 L2 Anh Tuin |X{ nghiép 2 25 30000 500000 530000
| 6 3|N10 Neuyén Duy | Xi nghisp 2 24 0000 720000 750000
i 4|N22 Hoéng Binh B Xi nghiép 2 26 75000|  #50000 725000
| 8 5|N43 luu Thanh TanX{ nghiép 1 25 100000, 375000 475000
| 9 6| N30 L& Hoai Nam |X{ nghiép 3 23 30000| 460000 490000
| 10 7IN32 Biii Duy Humg|¥i nghiép 3 24 75000| 480000 555000

Hinh 48.
Vi du 2: D€m s6 nhan vién c6 ngay cong tU 25 trd 1én.

Lap cong thc = Count(E4:E10, “>=25") cho két qud 4.
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3.2.9. Ham COLUMN, ham ROW

Cong dung: Him Column() va haim Row() 12 cdc ham cho biét vi trf cUa

con trd 6 trén bang tinh hién tai.
COLUMN() : Cho chi s0O cOt hién tai cla con tr® 0.
ROWY(): Cho chi s6 hang hién tai cUa con tr6 & (C4c ham nay khong chira dGi
s0).

3.3. NHOM HAM LOGIC

3.3.1. Ham IF

Cong dung: Ham xét di€u kién, néu di€u kién thod man, ham cho két
qua 12 bi€u thlc (gi4 tri) ding, ngude 1ai ham cho két qua 12 bi€u thlc (gia

tri) sai.
Cu phap: IF(logical_test,[value_if true],[ value_if false])
Trong d6:  logical_test : La di€u ki€n ham IF ki€m tra.
value_if_true : Bi€u thUc (hodc gi4 tri) do ham IF trd 1ai
néu logical_test nhan gia tri diing.
value_if_false : Bi€u th(c (hodc gid tri) do ham IF tra lai
né€u logical_test nhan gid tri sai.

Vi du: Trong bang 1uong yéu cdu tinh tinh ti€n KT cho nhiing cén b0,
nhan vién cé ngay cong dat 26 ngay trd I1én 12 100000 d, ngugc 1ai khong cé

tién KT.

Ban nhap vao 6 14 cong thUc sau: = IF(G4>=26,100000,0)

3.3.2. Ham AND
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Cong dung: Ham trd vé k€t qua 1a TRUE néu tat cd céc gid tri cla céc
bi€u thic logic trong ddi s nhdn gid tri ding, k€t qud 1a FALSE néu mOt

trong nhitng gi4 tri cUa cla cac bi€u thlc logic trong dGi sO 12 sai.
Cu phép: AND(Logicall, Logical2, ...)
Logical n 13 nh{ing bi€u thic logic hodc di€u kién dat ra.
Vi du: =And(8>5, 2<4) gi4 tri 1a TRUE.

3.3.3. Ham OR

Cong dung: Ham trd vé gia tri “HOAC” cUa cdc biu thlc Logic. K&t
qud 12 TRUE néu mOt trong nhimg gi4 tri logic cUa doi sO 1a ding, va két qud

cUa ham 12 FALSE néu tat cdc céc gia tri logic cUa d0i sO 1a sai.

Cu phép: OR(Logicall, Logical2, ...)

Logical n 13 nhiing gi4 tri cUa cc bi€u thUc Logic hodc cic di€u ki€n dat
ra.

Vi du: Céng thiic =OR(5>2,7>9) cho két qud 1a TRUE.
3.3.4. H am NOT

Cong dung: Tra vé gi4 tri phU dinh cUa bi€u thlc logic. N€u Logiccal 1a

TRUE, ham NOT cho gi4 tri FALSE, néu Logiccal 1a FALSE, ham NOT cho gia
tri TRUE.

Cu phép: NOT (Logical)

Logical 12 gi4 tri logic hodc diéu ki€n dat ra.
Vi du: Cong thUc =Not(5>2) cho gid tri FALSE.

=Not(2<0) cho gi4 tri TRUE.
=Not(And(15>3,4<6)) cho gia tri FALSE.

3.4. NHOM HAM XU LY CHUOI
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3.4.1. Ham LEFT

Cong dung: Haim cho chu0i con cla mOt chuli ky tU gdm n ky tu phia

bén trdi cUa chubi ky tu cho trudc hodc dia chi o.
Cu phép: LEFT(Text, [num_chars])

Trong d6: Text 1 chudi ky tu cho truGe (DAt trong cap ddu nhdy kép

) hodc dia chi cUa 6 ch(ra chubi ky tu.
Num_chars 1 sO ky tu can 13y trong chudi con (sO nguyén).
Vi du: Cong thlc =Left(“Truong hoc”,2) cho két qud 1a “Tr”.
Con cong thlic =Left(“TruOng hoc”,6) cho két qud 1a “Trudng”.
3.4.2. Ham RIGHT

Cong dung: Ham 13y n ky tu phia bén phdi cUa chudi ky tu hodc dia chi

(@)

Cu phép: RIGHT(Text, [num_chars])
Trong d6: Text 14 chudi ky tu cho truGe (Pat trong cap dau nhdy kép
) hodc toa d0 6 ch(a chudi ky tu.

num_chars 12 s0 ky tU can 18y trong chudi con. Vi du:

Cong thUc =Right(“Trudng hoc”,1) cho k€t qua 1a “c”.
Con cong thUc =Right(“TruOng hoc”,3) cho két qua 12 “hoc”.
3.4.3. UPPER, LOWER, PROPER

Cac ham Upper, Lower, Proper 1a 3 ham d€ thay d0i dang th€ hién cUa

chudi ky tu 1a ch(r hoa hodc ch{f thuGng.
UPPER: Chuyén céc ky tU trong chubi sang dang ch(r IN HOA.
LOWER: Chuyén cic ky tu trong chudi sang dang ch{f in thuOng.
PROPER: Chuyén cdc ky tu dau tU trong chubi sang dang ch{f In Hoa.
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Cu phap: UPPER(Text)
LOWER(Text)
PROPER(Text)

Trong d6 Text 1a chuOi ky tu thi can dugc dat trong cdp dau nhay kép “

” hodc toa dd cla 6 ch(ra chudi ky tu cn thay d6i dang thé hién.
Vi du: Cong thUc =UPPER("viet nam") cho két qua “VIET NAM”

=LOWER("Ha Noi") cho két qua “ha noi”; con cong thltc =LOWER("IN
THUONG" cho két qud 12 “in thuong”.

=PROPER("ha noi") cho k&t qua “Ha Noi”
Luu ¥ rang, d6i véi cic chubi ky tu Ti€ng Viét c¢6 dau, két qua cla
ham Upper, nguyén dm ch(fa ddu d6i khi bi nhé lai nhu khi ban nhan

CapsLock d€ g6 Tiéng Viét c6 dau vay.
3.4.4. Ham TRIM
Cong dung:

Ham trd vé chudi ky tu (Text), trong d6 cic ky tU trbng & ddu va cudi

chubi da dugc cat bo.
Cu phép: TRIM(Text)

Trong d6: Text 14 chudi ky tu hodc dia chi cla 6 chita chu0i ky tu ch(ra

cdc ky tu trOng & dau hodc cudi chuli ky tu dé.
Vidu: =TRIM(“ Coéngty ”)choban chudi “Cong ty”
3.4.5. Hhm MID

Cong dung: Ham trd vé chudi con cla chudi ky tu (Text) dugc 18y tir vi

tri th( start_num (m) va 18y num_chars (n) ky tu.

Cu phép: MID(Text,start_num,num_chars)
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Trong d6: Text 1a chudi ky tu dudc dat trong cdp ddu nhdy kép “ ” hodc

dia chi cUQa 6 chita chu0i ky tu.
start_num: Vi trf ky tu bat ddu dugc 18y ra.
num_chars: SO ky tu can 13y ra.
Vi du: Cong thlc :MID(“Nguyén Ai Qubc”,8,2) trd vé chubi “Ai”
3.4.6. Ham REPT
Cong dung: Lap 1ai chuli d{r kién trong ham theo sO 1an chi dinh.
Cu phép: REPT(Text,Number)
Text: La dit kién s0, chubi ky tu hodc toa db 6 chta d{ kién.
Number: SO 1an 13p can thuc hién.
Vi du: =REPT(“A5”,3) két qud 12 “A5SAS5AS5”
3.4.7. Ham LEN
Cong dung: PEm s0 ky tu cUa chuli hay dit kién trong 6.
Cu phap: LEN(Text)
Text: La d{t liéu sO, chuli hodc dia chi 6 ch(ra d{r liéu.
Vi du: Cong thitc  =Len(1234567890) két qua 1 10.
= Len(“Hello”) k€t qud 135.

3.5. NHOM HAM TiM KIEM VA THAM CHIEU

3.5.1 Ham VLOOKUP

Cong dung: Ham tim ki€m gi4 tri X (lookup_value) & trén cOt dau tién
cla bdng di€u kién (table_array) , n€u tim thdy & dong nao thi cho két qud
12 gid tri tai dong d6 trén cOt can 1ay gid tri (col_index_num). (COt dau tién

trong bang di€u kién c6 chi sO 1)
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Cd phdap: VLOOKUP(Lookup_value,Table_array,Col_index_num,

[Range_lookup))

Lookup_value: Gid tri mau can tim ki€ém trén cOt dau tién cUla

Table_array.
Table_array: Bang (Kh0i) di€u kién — ving tham chiéu.
Col_index_num : Chi sO cOt can 18y gi4 tri trong bang di€u kién.

Range_lookup: Gid tri Logic x4c dinh viéc tim ki€ém chinh xdc hay
tuong d6i. Néu Range_lookup bang 0 s& xac dinh viéc tim ki€m chinh xéc.
Trong truOng hgp nay, d(t liéu cla cOt th( nhat trong bang di€u kién c6 thé
khong can dugc sap x€p theo th(f tu ting dan. Nguoc 1ai, néu Range_lookup
bang 1 (hodc bO qua) s€ x4c dinh viéc tim ki€m tuong dOi. TruGng hop nay,
bat bubc dir 1iéu cla cbt th(r nhat trong bang diu kién phdi dudc sap x&p
theo th(r tU ting dan.

Vi du: Trong bang tinh sau day, di€n cOt tén hang cin c( vao bang danh
muc hang hoa.

BANG THEO DOI HANG HOA

A B C D E F G
3 .y o Hing nhi Hings Xupat
4 Mahbing Ténhing e o E’Efl gi:ip Trigid | So lm:_mgg Trigid
5 Too1 100 50
6 TOO2 200 150
7 Fo01 50 50
8 ADD1 500 300
9 POO2 1000 500
10 | AOD1 100 0
11 TOO3 50 100

IO [FO01 [May Fax |CaL A |

BANG DANH MUC HANG HOA
Tai 6 B6 trong cOt tén hang cUa bang tinh, nhap cong thlc sau:

=VLOOKUP(A6,5A$15:$D$21,2,0)

Trang 83



3.5.2. Ham HLOOKUP

Cong dung: Ham tim ki€m gi4 tri X (lookup_value) & trén hiang dau tién
cla bdng di€u kién (table_array), n€u tim thdy & cOt nao thi cho két qua 1a
gia tri tai cOt d6 trén hang can 18y gia tri (row_index_num). (Hang dau tién
trong bang di€u kién c6 chi sO 1)

Cd phap: HLOOKUP(Lookup_value,Table_array,Col_index_num,

[Range_lookup))
Lookup_value: Gid tri mau can tim ki€ém.
Table_array: Bang (Kh0i) di€u kién. (Ghi theo dia chi tuyét d6i)
col_index_num : Chi s0 hang can 13y gia tri trong bang di€u kién.

Gi4 tri Logic x4c dinh vi€éc tim ki€m chinh x4c hay tuong d6i. Néu
Range_lookup bang 0 s€ x4c dinh viéc tim ki€m chinh x4c. Trong truOng hgp
nay, dit li€u cUa hang th( nhat trong badng di€u kién c6 thé khong can dugc
sap x€p theo th(r tu ting dan. Nguoc 1ai, néu Range_lookup bang 1 (hodc

b0 qua) s€ xic dinh viéc tim ki€m tuong dOi. TruGng hgp nay, bat budc d{t

liéu cla hang th(r nhat trong bang di€u kién phai dugc sap x€p theo th(r tu

ting dan.
A E C | E F
3 STTIMANVY| Hovitén |Phing ban|Lirons CE (Neiy cing
4 11T 1A VinHan 26
5 2TV Hi Vin Khinh 24
6 3HC Hia Minh Tudn 25
7 41¥T Tran (Judc Dén 24
8 5BT Tran Hong 23
9 6 [HC Vi Minh Tan 20

Vi du: TU bang ma phong ban, nhap phong ban cho bang tinh:

BANG MA PHONG BAN
A E C D Trang 84
12 BT HC TV YT

13 Bo mo [Hanh chinh [Taivo Vatr e




Tai 6 D4, nhap cong thUc =HLOOKUP(B4,$A$12:$D$13,2,1) va sao

chép cho cdc dong con 1ai trong bang tinh.

3.5.3. Ham INDEX

A\ Péi v6i cic ham Vlookup, Hlookup, bang di€u kién (con goi 1a viing tham
chi€u) can dugc ghi theo dia chi tuyét doi. Trudng hgp trong cdng thUc thi€u

gia tri d6i sO range_lookup, Excel hi€u range_lookup 13y gi4 tri 1.

Ham INDEX gbm chlc ning mang va chUc niing tham chi€u 6. Khi ban
chon ham INDEX, hOp thoai Select Aguments xuat hién cho phép ban chon
chUc ning mang (Array, Row_num, Column_num) hodc 13 chlc ning tham
chiéu 6 (Reference, Row_num, Column_num, Area_num). MOi ch(c ndng

c6 cong dung va cu phép riéng.
Chuc niing mang:

Cong dung: Dung dé€ tim phan tU trong mdng tai dong va cOt do ban quy

dinh, k€t qua trd vé 1a mot gi4 tri trong mang.

Cu phap: INDEX(Array, Row_num, Column_num)

Trong d6: Array 1a mang dugc xéc dinh trudc.
Row_num 13 chi s6 cUa hang trong mang s€ 13y gid tri tU d6.
Column_num 12 chi sO cUa cOt trong mang s€ 1ay gi4 tri tlr d6.

Vidy:  =INDEX({0,1,2,3,4,5,6,7,8,9},3) cho k&t qua 12 2.
=INDEX({4,5,6,7,8,9},2,5) bao #REF! vi khong c6 hang th(r 2.
=INDEX({2.,4,6,8:1,3,5,7;9,6,3,1},2,4) cho két qua 7.

Chuic niing tham chiéu 6:

Trang 85



Cong dung: Dung d€ tim phan tU trong dia chi 6 hodc diy 6 tai dong va
cOt do ban quy dinh, k€t qud trd vé€ 12 nbi dung hodc dia chi 6 cla 6 trong
bang. Néu tham chi€u la cic viing khong k€ nhau, ban cé th€ chon viing nao

can tim.
Cud phap: INDEX(Reference, row_num, column_num, area_num)

Trong d6: Reference 13 mOt tham chi€u dén mOt hodc nhi€u ving 6

(Area), c6 thé 1a céc s0, chuOi hodc cong thUc.
Row_num 13 chi s6 cUla hang trong tham chi€u sé 18y gi4 tri tlr d6.
Column_num 12 chi s6 cUa cOt trong tham chi€u s€ 13y gid tri tU do.

Area_num la chi sO cUa viing trong tham chiu, n0i s& trd vé gid tri
tai giao di€m cla Row_num va Column_num, viing dau tién cé chi sO 1a 1
(hodc khong ghi), ving k& ti€p c6 chi sO 2, ... Néu Row_num hodc

Column_num c6 gid tri 0, ham trd v& toan b0 hang hodc cOt tuong Ung.

Vi du: Trong bang cho sau day:

A E C D B F
15 BANG DINH M(C
16 o CE CN KD |NN
17 A 50 anl 20 50 30
18 B 50 an| 50 20 50
19 C 70 55| o 35 85
20 D 75 65| 95| 120 an
21 B g5 70| 110|150 a5

=INDEX(A16:F21,3,4) cho k€t qud 50 vi hang 3, cOt 4 clla mang 1a 50.

Cong thUc =INDEX((A16:C21,D16:F21),3,2,1) cho két qud 60 vi trong
ving th(r nhdt A16:C21 hang 3, cOt 2 c6 gid tri 60 con cong thlc
—INDEX((A16:C21,D16:F21),3,2,2) hang 3, cOt 2 cla ving th( hai D16:F21
chUa gid tri 80 nén ham cho cho két qud 1a 80.

3.5.4. Ham MATCH
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Cong dung: Ham trd vé vi tri tuong d6i cla mOt phan tO trong

Lookup_array giOng v&i gid tri mau (Lookup_value).
Cud phap: MATCH(Lookup_value, Lookup_array, Match_type)

Trong d6: Lookup_value: La gid tri mau ding d€ tim trong

Lookup_array.
Lookup_array: La viing d{t liéu ch(ra gid tri can tim ki€m.

Match_type: Nhan gi4 tri 1a -1, 0 hodc 1 1a cdc tiéu chuan dé
ham Mach tim gid tri mau (Lookup_value) trong nhling gi4 tri cUa ving tim

ki€m (Lookup_array) theo tiéu chudn nio sau diy:

Néu Match_type bang -1, vGi diéu kién dir liéu trong
Lookup_array dugc sdp theo th(r tu' gidm dan, ham cho gid tri sO
16n hon gan nhat hodc bang véi gid tri mau tim dugc trong

Lookup_array.

Néu Match_type bang 0, ham cho gid tri sO bang vdi gi tri mau

tim duQc trong Lookup_array.

Néu Match_type bang 1 va v6i diéu kién d liéu trong
Lookup_array dugc sap theo th(f tu ting dan, ham cho gi4 tri sO
nhd hon gan nhét hodc bang v&i gid tri mau tim dugc trong

Lookup_array.

Né€u trong cong thirc, khong c6 gid tri Match_type, Excel hi€u gi4 tri

Match_type béng 1.

Vi du: Trong bang dudi day:
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Tai 6 J22, cong thUc =MATCH(60,J17:J21,0) tim vi trf sO 60 trong khoi 6

J17:321 vGi di€u kién bang 60, két qua trd vé vi tri th( 4 trong khoi 6 12 sO

122 ~ = | =MATCH(B0,J17:.721,00
I I K L M N
15 BANG GIA DIEN
15 A B C D B
17 30 A0 45 55 70
12 15 25 25 50 50
19 12 24 20 50 40
20 35 &0 70 20 an
21 10 20 15 45 35
22| 2] 41 3
23

60.

Tai 6 122, cong thUc =MATCH(14,117:121,-1) tim vi trf cUa sO 14 trong
khoi 6 117:121 vGi di€u kién 16n hon gan nhat hodc bang s6 14, két qua cho
vi tri th( 2 trong khOi 6.

Tai 6 K22, cong thic =MATCH(21,K17:K21,1) tim vi trf cUa s 21 trong
khoi 6 K17:K21 vGi di€u kién nho hon gan nhat hodc bang s0 21, két qua
cho vi trf th(t 3 trong khOi 6.

TruGng hgp Lookup_array sai v&i di€u kién khi Match_type bang 1 hay

—1 hodc khong tim thdy vi trf cUa gia tri mau, ham trd vé 10i #N/A.
3.6. NHOM HAM NGAY, GIO

Ham TODAY() cho két qud 1a gi4 tri ngay, thang, nim hién tai cla hé
thOng mdy vi tinh.

Ham NOW() cho két qua 1a gi0, phiit, ngdy, thang, nim hién tai cla hé

th&ng mdy vi tinh.

Ham DATE(Year,month,day) cho gid tri ngiy. Trong dé cdc dOi sO Year

12 gid tri ndm, month 1a gi4 tri thdng con day 1a gi4 tri ngay.
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Cac ham DAY(serial_number), MONTH(serial_number) va
YEAR(serial_number) cho két qud 12 cic gid tri ngdy, thdng hodc nim trong d6

serial_nuber gi4 tri ngay thang hodc s0.
Vidu: =DAY("19-May") cho k€t qud 19. (Ngay 19)
=MONTH("19-May") cho két qua 5. (Théang 5)

3.7. NHOM HAM pOI KIEU

3.7.1. Ham Text
Cong dung: Ham chuyé&n d{t li€u ki€u s6 sang d{t liéu ki€u chudi ky tu.
Cd phdp: TEXT(Value,format_text)

Trong d6: Value c6 th€ 1a mOt sO, mOt cong thlc cho k&t qua ki€u s

hodc toa d0 cla 6 chlra gid tri sO can d6i kiéu.
Format_text 12 sO duoc dinh dang theo Text.
Vi du: Cong thlrc =TEXT(156.2595,“$0.00”) cho két qud 156.26.
—TEXT(“5/19/90” “dd-mm-yyyy”) cho k&t qua 19-5-1990
3.7.2. Ham Value
Cong dung: Ham d6i chubi Text dang sO sang d{t liéu ki€u s0.
Ciphdp:  VALUE(Text)

Trong dé d6i s6 Text 12 mOt chubi ky tu' sO dat trong cdp ddu “”, ¢6 thé
12 toa d0 & chra chudi Text mudn chuyén hodc 1a két qud cla cac ham xUr 1y

chubi ky tU tao ra.

Vi du: Cong thltc =VALUE("456.27") cho két qud 1a s 456.27, con cong
thUc =VALUE(RIGHT("T45",2)) cho két qud 1 sO 45.

3.8. NHOM HAM CO SO DU LIEU
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Vi cdc bang c6 cau trisc clla mOt cd s& dT liéu, Excel cung cdp mOt loat
céc ham cho phép ngu0i sUf dung phan tich, xU 1y cdc d{r li€u da nhap vao céc
bang tinh.

V& nguyén tac, chlc ning va cdu tric cla cdc ham x( 1y co s& dif liéu
gibng nhU cdc ham tinh todn cho cdc viing 6. POi s6 cla ham xé4c dinh bang

ba d0i sO: <Database>, <field>, <Createria>.
Database: Vung cO sG d{r liéu;

Field: COt dit 1iéu can tinh toan trong viing cO s3 dit 1i€u; c6 thé 1a toa

d0 6 tiéu dé cOt hodc chi sO cOt trén bang tinh co s3 dit liéu.
Createria: Vung tiéu chudn (di€u kién).
3.8.1. MOt s6 khii niém

a) CO sO dit liéu (Database) dugc hi€u 1a mOt tap hop cac d{F liu c6
lién quan mat thi€t v&i nhau gitp ngudi s dung khai thdc va xUr 1y cho ra cic
thong tin htu ich. Trong Excel, t6 chlc va quan ly d{t liéu thuOng dugc 1ap
dudi mOt bang bi€u ma ta goi 1a bang tinh co s& dit li€u hodc danh sich

(List). MOt c0 s6 dif liéu c6 thé c6 mOt hodc nhi€u bang tinh cd s& d{ liéu.

Bang tinh co s& dit liéu gdm nhi€u dong va nhi€u cOt trén ciing mOt
Worksheet. Dong dau tién cUa bang tinh c0 s& d{t 1iéu 12 dong mang tiéu dé
cOt, cic dong k€ ti€p cha cic dir liéu c6 lién quan v&i nhau md ta mbt doi
tuong nao do - C4c dong dr li€u nay con dugc goi la cic ban ghi (Record) hay
mau tin. Vi du nhu thong tin vé& mOt nhan vién bao gdm ma nhan vién, ho tén,

ngay thdng nidm sinh, gidi tinh, qué quén, ...

COt trong bang tinh cO s& d{r li€u con dugc goi 1a trudng (Field) quan 1y
mOt thong tin cu th€. MOi cOt c6 mOt tén tieu dé cOt d€ phan biét cOt nay vdi

cOt khdc. DI liéu trén ciing mOt cOt nhat thi€t phdi cuing mOt ki€u dir liéu.
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Gi(ra céc cOt va c4c dong trén mOt bang tinh c0 s& d{t li€u khong dugc c6

cOt trOng hodc dong trdng. N&u trén ciing mOt Worksheet c6 nhi€u bang tinh

A E Z O E F G H
1 DANH SACH NHAN VIEN CONG TY NAM AN
STT| Ho,dém tén N:am Gidi| Trinh Qué quan Bron i

3 sinh | tinh | d¢

4 1(Nzuyén Thu Hign [1976(Nit |[EH  [Ha Nam |Xinghigp 1
5 2|Té Nzoc Lan |[1968&2|Ni |TC Bic Ninh | Xi nghisp 2
5] 3 Nouyén Nhat Long [ 1967 | Nam |EPH (Wam Pinh | Xinghiep 1
T 4|Té Neoc Tram | 1974|N@  [12 Nam Einh X nghigp 2
s 3 |Nguyén Béing Diing | 1965 |Nam |TC Hi Nam | Xinshisp 1
9 5|12 Hoai Nam | 1964|Nam |[EH  |Bic Ninh |Xinghigp 3

Hinh 49. Vi du bang tinh c0O s0 dir liéu
cO s& dit liéu (List) thi cac bang tinh nay phdi dugc ngin cich bdi cic cOt
trOng hodc dong trOng. Khi td chlc d{r liéu dudi dang ca s& dit 1iéu, ban sé

nhanh chéng sap x€p, 10c va tOng hop dit liéu theo y mudn.

Vi du: Trong bang tinh danh sich nhan vién cong ty Nam An c6 th€ coi la

mOt bang tinh cO sG d{ liéu.

b) Ving tiéu chu@n (Criteria range): Khi s&f dung cic ham cd s& d{f liéu
hodc khi tim ki€m hodc 10c d{t 1iéu ban can phai biét ghi ving tiéu chudn.
Tuy tlng truOng hop cu th€ ban thi€t 1&p vung tiéu chudn vdi cic di€u kién
khéc nhau.

Ving tiéu chudn gbm hai thanh phan: Phan “tiéu dé€” va “di€u kién”.

Trong truOng hop di€u kién 14 d(t li€u cu thé€, phan tiéu dé trung vdi tiéu
dé cOt cla bang tinh cO sG d{f li€u. Néu di€u ki€n thong qua cdng thic thi
tiéu dé€ cla vung tiéu chudn khong dugc tring v4i bat ky mot tén tiéu dé cOt
nao trén bang tinh co s& d{t liéu.

Phan di€u kién c6 th€ 1a diéu kién don hodc di€u kién hdn hgp cUa hai

hay nhi€u di€u kién don khac nhau. C6 th€ c6 cic ki€u sau:
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biéu kién don, cu

thé

Tén cOt ch(ra
b/kbiéu kién

GCVé,,

Tiéu dé Tiéu déDb/k

Piéu kién hon hgp

1D/k 2

Diéu kién hon hgp
“HOéC”
Tiéu déb/k 1P/k 2

Diéu kién hOn hgp “And” (vi) thod min dOng thoi hai hay nhi€u diéu

kién thi cdc di€u kién phdi dugc ghi trén cing mOt hang. Di€u kién hén hgp

“Or” (hodc) thi cic di€u ki€n phdi dugc ghi trén cing mOt cOt va trén cic hang

khac nhau.

Céc ham c0 s& d{t 1iéu c6 cid phdp giOng nhau:

TEN_HAM(Database, field, Criteria)

3.8.2. Ham DSUM

Cong dung: Ham tinh tOng trén cOt (field) trong ving cd s& dit liéu

(Database) tai nhlmg dong thod min di€u kién cla ving tiéu chudn

(Criteria).

Cu phap:

(C4c d0i sO Database, field, Criteria da dugc chi dan trén day)

DSUM(Database, field, Criteria)

A | E | C | D | E | F | G
2 Luong cho 1 san phim: 24000 8
3
grr| MAcone Ho vi tén Ponvi | Sampham | Sanpham 4o, o
4 nhin dinh mirc lAm duroc
5 1|A0B1 Nguyén ThuHign  |Phan xuimg 1 100 100] 2400000 4
6 |  2|BOB3 Té Ngoc Lan Phan xuing 2 220 200 980000 4
7 3|A0E3 Ngzuyén Nhit Long |Phan xuing 1 220 250| 6384000 4
g 4|Aa0mE2 T Neoc Trim Phan xufng 1 200 230] 3504000 4
9 5/BOBL Nzuyén Ding Diing |Phin xuing 2 100 110] 4608000 d
10 &BoR2 16 Hoai Nam Phan xufmg 2 200 180] 864000 d
11 7|A0B3 Ta Thuy Ank Phan xufmg 1 220 250] 3504000 d
12 glcoBl Trin Tuyst Nea  |Phin xudng 3 100 110] 6048000 d
13 9|come NouyénEiiAnh  |Phin xueimg 3 200 240] 61920004
14 10[A2B3 Eiri Duy Hung Phan xuimg 1 220 210] 1008000 4
Hinh 50.
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Vi du: Trong bang 1uong @ hinh 50, tinh tGng sO sdn pham lam dugc

cUa cong nhan thudc phan xudng 1.

Ponvi |

Trudc hét, tao viung difu kién (criteria) LEMaoxwbag L o5 o3 dd

F16:F17, r6i 1ap cong thlc =DSUM(A4:G14,F4,F16:F17) cho két qua 1014.

3.8.3. Ham DAVERAGE

Cong dung: Ham tinh gia tri trung binh c¢Ong trén cOt (field) trong viing cO
s@ dit liéu (Database) tai nhimg dong thod min di€u kién cla ving tiéu

chudn (Criteria).
Cu phép: DAVERAGE(Database, field, Criteria)
Vi du: Tinh trung binh luong cdc cong nhan phan xudng 1.
=DAVERAGE(A4:G14,G4,F16:F17). Cho két qua 3360000.
3.8.4. Ham DMAX

Cong dung: Ham tinh gid tri 16n nhat trén cOt (field) trong ving co sG d{r
liéu (Database) tai nhiing dong thod min di€u ki€n cUa viing tiéu chudn

(Criteria).
Cu phép: DMAX(Database, field, Criteria)
Vi du: Tim mUc ti€n Iuong cao nhat cla cong nhan thubc xi nghiép 1.
=DMAX(A4:G14,G4,F16:F17) cho k&t qua 14 6384000.

3.8.5. Ham DMIN

Cong dung: Ham tinh gi4 tri nhd nhat trén cOt (field) trong viing co s& d{F
liéu (Database) tai nhitng dong thod man di€u ki€én cla ving tiéu chudn

(Criteria).

Cu phép: DMIN (Database, field, Criteria)
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Vi du: MUc tién Iuong thap nhat clla cong nhan xi nghiép 1:
=DMIN(A4:G14,G4,F16:F17) cho k&t qud 1008000.
3.8.6. Ham DCOUNT

Cong dung: Him d€m sO ban ghi trong viing cO s& d{ liéu (Database)
trén cOt sO (field) tai nhitng dong thod man di€u ki€n cla ving tiéu chudn

(Criteria).
Cu phép: DCOUNT (Database, field, Criteria)

Vi du: D€m s0 cong nhan c6 sdn phdm dinh mUec 1a 100.

San ph:';m
dinh mirc
Tao ving tiéu chudn 199 tai toa d6 G20:G21 va Iap cong thlc:

=DCOUNT(A4:G14,E4,G20:G21)  cho két qua 3.
3.8.7. Ham DCOUNTA

Cong dung: Ham dém s 6 chlta d{f liéu 1a chuli ky tu (Text) trén cOt
(field) trong ving cO s& d{t liéu (Database) tai nhiing dong thod min di€u

ki€n cla ving tiéu chudn (Criteria).
Cu phap: DCOUNTA (Database, field, Criteria)

Vi du: PEm sO cong nhan & phian xudng 1 trong bang tinh hinh 47.

Tao viing tiéu chugn LBhan xwbag { (ap G23:G24 va 18p cong thuc:

Cong thltc =DCOUNTA(A4:G14,D4,G23:G24) cho két qua 5.
CAU HOI VA BAI TAP CHUONG 111

3.1. Nhap va trinh bay bang tinh sau d6 thuc hién cic yéu cau dudi day bang
céach st dung céc ham trong Excel.

b) Tinh thanh ti€n cho tUng hod don va tOng sO ti€n ban dUgc trong tudn.
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¢) Pinh dang cOt ngay theo ki€u mm/dd/yy.

d) Tinh tOng sO ti€n ban dugc cla cidc mat hang: Pia mém, dia cUng, dia
CD.

Ghi tép bang tinh 1én dia v&i tén BAITAP3_1.xls.
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BAO CAO BAN HANG
(Tudn t&r 6 dén 12 -12-2004)

STT| MaHP Mat hang Ngay Don vi |SLugng|Pon gid | Thanh tién
1 [SDIM2 06-12-2004 5
2 |HDM64 12-12-2004 2
3 |cCDM74 08-12-2004 12
4 [SD1M4 09-12-2004 7
5 |HDM64 11-12-2004 3
6 |CDM74 07-12-2004 5
7 |SDIM2 10-12-2004 6
8 |CDM74 12-12-2004 4
9 [SDIM4 10-12-2004 10
10 [SD1M2 12-12-2004 20
Tong COng
BANG DANH MUC TONG sO TIEN BAN PUCC
MaTén mat hangbon vibon gidsSM4Pbia mém cUA CAC MAT HANG
1.4AMBHOp65000SM2Dta mém '
1.2MBH&p42000C74bia CD Pia mémPia clingDia CD

740MBHGOp200000H64D1a clng 40 GBC4i800000

- . -~ .- -~

3.2. Nhap va trinh bay bang tinh sau d6 dung cdc ham trong Excel thuc hién
céc yéu cau:
a) Tinh ti€n thué = SO ngay & * Gi4 thué 1 ngay. (Ky tu dau cla sO phong
cho biét loai phong)
b) Tinh ti€n gidm: N&u khich nao & vao ngay 15/01/2004 thi dugc gidm
35% ti€n thué clla ngay do.
BANG THEO DOI KHACH HANG KHACH SAN ABC

STT | Khich |S6 phong| Ngay dén | Ngay di Tién | Tién |Tién phai
thué | gidm tra
1 | Mai A0l | 01-01-2004 | 10-01-2004
2 | Hing | BOl | 15-01-2004 | 15-01-2004
3 | Nam A0l | 20-01-2004 | 25-01-2004
4 | Minh C02 | 15-01-2004 | 20-01-2004
5 | Thanh | B02 | 25-01-2004 | 30-01-2004
6 | Ding | A02 | 01-01-2004 | 30-01-2004

¢) Ti€n phdi trd = Tién thué - tién gidm.
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d) Cho biét: - TOng sO ngudi G trong ngay 15/01/2004;
- TGng sO ti€n di thu dugc tir ngay 1 dén 15/01/2004.
Luu tap bang tinh 1én dia v6i tén BAITAP3_2.xls.
BANG GIA THUE PHONG (VND)

Loai | Gia/ngay
A 500000
B 300000
C 200000

3.3. Nh@p va trinh bay bang tinh, sau do thuc hién cdc yéu cau:
a) Dua vao bang phu 1 va bang phu 2 d€ dién tén mat hang.
b) Dua vao bang phu 1 d€ dién vao cOt don vi tinh.
¢) Dua vao bang don gid va bang phu 2 d€ tinh don gia.
d) Tinh cOt thanh ti€n theo yéu cau sau: Thanh tién = SO lugng * Pon gid
(Gidm 2% cho c4c mat hang c6 gia thanh > 1,000,000)
CUA HANG VAT LIEU XAY DUNG HUE LAN

(Bang tong két cudi ngay)

Ngay ..fovord ..
STT |Ma mat hang |Tén mat hang| Don vi SL | Pongia | Thanh tién
tinh
1 AO01 1000
2 BO1 80
3 A02 1200
4 CO01 20
5 C02 80
TOng:
e) Dinh dang s6 c6 dau phan cdch hang nghin (1,000)
f) Tai vi tri ngay ... nhap ham Today().
Ghi thanh tép bang tinh 1én dia v&i tén: BAITAP3_2.Xls
BANG PHU 1 BANG PHU 2
Kituthtt |Loai VLXD| Pon vi tinh Kituthtr2va3 Chat luong
nhat
A Gach men |Vién 01 Loai 1
B Toén Tém 02 Loai 2
C Ximing |Bao
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BANG PON GIA

Ki tu tha Loai 1 Loai 2
nhat
A 15000 13000
B 80000 70000
C 85000 75000

3.4. Nhap va trinh bay bang tinh, sau d6 thuc hién céc yéu cau sau:
a) Dua vao ky tu dau cla cOt Ma d€ dién vao cOt Tén theo quy dinh:
T TEA;C COFFEE.
b) DUa vao bang phu va hai ky tU cudi cllia cOt Mi d€ dién vao cOt Loai.
3. Tinh c6t Don gid dua theo bang Pon gid xudt hang biét rang don gid
nhap thap hon don gid xudt 15%.
Chi y: COt Loai hd cho bi€t hang xudt hay nhap (N: Nhap, X: Xuat)

c¢) Tinh cOt Thanh tién theo yéu cdu sau: Thanh tién = SO lugng * Pon

c 7z

gia

(Gidm 5% cho céc hoa don xudt ngay 15/10/2004)

BANG CHI TIET NHAP XUAT
Loai Ngay Ma Tén Loai |Sluong [Pon gia| Thanh tién

hd

X 01/10/2004 TRBL-TB 100

N 15/10/2004 [CBMT-TH 50

X 02/11/2004 [TRBL-DB 20

X 15/10/2004 [TRBL-TH 50

X 30/10/2004 [CBMT-DB 100

N 05/11/2004 [CBMT-TB 500

X 11/11/2004 [CBMT-TH 30

d) Pinh dang cOt Pon gid va Thanh ti€n theo dang ti€n té& cé don vi 1a

“P”, ¢6 ddu phan cich hang nghin va khong c6 s0 1€, vi du 10,000 b.

e) ThOng ké tOng Thanh tién cUa Tea va Coffee khi xudt, Tea va Coffee

khi nhap trong bang thOng keé.

BANG PHU
2 ki tU cubi TH DB TB
Loai hang | Thugng hang [Pac biét [Trung binh

PON GIA XUAT HANG (1KG)
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Loai hang |Thudng hang [Dac biét [Trung binh
TEA 120000 85000 50000
COFFEE 140000 | 120000 70000
THONG KE
AT TOng thanh ti€n
Tenhang = & T Nnap
TEA
COFFEE

3.5. Nh@p va trinh bay bang tinh, sau dé thuc hién cdc yéu cdu sau:

a) Ty nhap cOt ngay di va ngay v€, dinh dang ngay theo ki€u dd - mm -
yyyy. Vidu: 25 - 9 - 2004.

b) Tinh cOt Ti€n #n, Ti€n khach san, Ti€n xe theo Bang don gi4.

-Tién #n = (Ngay di — ngay di) x Tién in 1 ngay

-Tién khach san = (Ngay vé — ngay vé) x Ti€én KS 1 ngay

c) Céc cOt c6 gid tri bang tién dinh dang theo kiu c6é don vi 1a “ dbng ~,

vidu: 5 dOng.

d) Lap va ghi Bang t6ng két nhu mau.
CAC CHUYEN DU LICH NGAN NGAY

Noi du lich

Ngay di

Ngay vé

Ti€n an

Tién khich

san

Ti€n xe

TOng cOng

PaLat

Nha Trang

Viing Tau
Hué

ba Lat
Hué

Nha Trang

Pa Lat

Viing Tau
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BANG DON GIA BANG TONG KET

Noi du lichTién xeTién #n/ngTién Noi du lichS6 l1anTién inTi€n KSTién xeTdng
KS/ngba Lat500004500080000Nha  ¢dngpa LatNha TrangVing TauHué
Trang700005500060000Viing
tau2000060000100000Hu& 120000650
0090000

3.6. Nh@p va trinh bay bang tinh, sau do thuc hién cdc yéu cau sau:

a) Tinh tién dn: (Ngay di — Ngay dén + 1) x gid in 1 ngay trong bang gia
an tinh theo 2 ky tu' cu®i clla Ma s0.

b) Tinh sO tudn &: (Ngay di — Ngay d€n + 1)/7 khong 18y sO 18.

c) Tinh sO ngay 1&: (Ngay di — Ngay dén + 1)/7 1ay s0 1&.

d) Tinh gi4 tudn va ngay cin c( vao 3 ky tu dau clla Ma s va tra trong

bang Gi4 phong.
KHACH SAN HAI YEN

Khich |N.Pén| N.Pi | Masé | An | Tudn | Gid/tud@n | Ngay | Gia/ngay | COng
Vuong | 06/03| 12/06|TRBF2

HO 25/03| 18/05|L1BF4

Lam 20/03| 15/05(L1AFO

To6 25/03| 12/04|TRAF1

Ly 27/03| 10/05\L3BF5

Lan 01/04| 28/05|L1AF5

Mai 03/04| 03/06{L3BF1

Tram 07/05| 12/06{L2AF4

Long 11/04| 06/06{L1BF3

Tan 15/04| 14/06|TRCFO

e) Tinh cOt COng nhu sau: LAy tién #n + tién & theo tudn + tién & theo

ngay. Néu ti€én & theo ngay 1€ vuot qud gid 1 tudn thi chi tinh theo gid 1 tuan.

BANG GfA PHONG

BANG GIA AN/1 NGAY Loa@iTudnNgayTRAS509T
RB458L1A458L1B407L2A

FOF1F2F3F4F55810121518 A07L2B366L 3A305L 3828
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CHUONG IV: XU LY DU LIEU TREN BANG TINH

1/ SAP XEP DU LIEU

Sap x€p dit liéu trén bang tinh theo trinh tu ting hay gidm trén mOt cOt
hay mOt sO cOt dit li€u (con g0i 1a cic khod sap x€p) gitip ban bao quat dr

li€u trén bang tinh mOt cdch nhanh chéng.
2 P .2 Al w El ~ < n A A N N
SU dung nit bi€u tugng ¥ hoac 2 de sap x€p trén mOt cOt theo trinh
tU ting hay gidm dan, ban thuc hi€n theo trinh tU thao tic sau:
- Dat con tro  vao 6 bat ky trong ct can sap xEp.
n’ N N P & A A Pred A A <
- Nhan chuOt vao nut 2 trén thanh cong cU chuan n€u muOn sap
n~ 7 v n » ~ « A A “ ~ » il ~2
xep theo thU tyU tdng dan cic dU lieu trong cOt hoac nhan nit 22 de
sap x€p theo th(r tu gidm dan.

Khi can sap x€p trén céc cOt khdc nhau (nhi€u nhat 1a 3 khod trong mOi

1an sap x€p), ban thuc hién theo trinh tU thao tic:
- Dat con tro 6 trén mOt 6 bat ky cla bang tinh can sap x&p.

- Thuc hi€n: Data\Sort, xudt hién hOp thoai:

Sork by
|C.'-.-'u| ﬂ + fAscending
" Descending
Then by
|LCE ~| @ Ascending
" Descending
Then by
[MKT ~] f+ Ascending
(" Descending
My lisk has
* Header row " Mo header row
Qptions. .. | QK | Cancel |

Hinh 51. HOp thoai Sort
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Céc thanh phan trong h&p thoai Sert nhu sau:

Sort by: Nhap (hodc chon) tén ct khod sap x€p Uu tién 1.
Then by: Nhap tén cOt khod sap x€p Uu tién 2.

Then by: Nhap tén cOt khod sap x€p uu tién 3.

- Chon th¢ ty sdp x€p ting dan (Ascending) hodc gidm

dén(Descending) trén mOi khod.
Cic chon 1ua: [ Header row : Chira tiéu dé cOt khod sap x€p.
0 No header row : Khong chifa tiéu dé cOt khod sap x€p.

Niit Options trong hOp thoai Sort cho ban cé th€ thay dGi tuy chon nhu

sau:
Case sensitive: D& phan biét ch(f thuong va ch(I hoa.
Orientation:
Sort Top To Bottom : Sap x€p cac dong theo th(r tu tU trén xubng
dudi.

Sort Left To Right : Sap x€p cac cOt theo th(r tu tUr trdi sang phai.
Nhén OK.

Vi du: Sap x€p bang sau: Theo th(F tu ting dan cla Khu vuc, SP Thang,

Thanh toan.

BANG THANH TOAN TIEN PIEN THANG 10

E C D E F 3 H

=3 TT |[Ho v tén Khuo vue [SE ¢ (5B mai |SB Thang [Evon gia | Thanh
1 Hén
2|1 Nzuyén Van Tritimg |A 34 500 466 Q00 419400
32 ¥ii ¥in Nam B 24 350 326 300 293400
4 |3 Nouyén Chi Minh  [C 17 200 123 650 112950
5 |4 Nzuyén Thi Sic E 50 425 375 Q00 337500
5 5 Neouyen Vian Nhigm |A 20 225 205 650 133250
T |6 Nouyén VanHanh  |C 26 75 49 550 26950
a3 |& Trin HaiSon E 14 254 240 00 216000
9 9 Nouyen Van Huy C 30 55 35 550 19250
10|10 Phan ChH Tai A 43 585 542 1400 52200

Hinh 52. Vi du minh hoa sap xép



Thuc hién trinh tU thao tac, trong hOp thoai Sort, ban khai bdo trong
khung Sortby tén cOt khoa Khu vUc, Then by tén c6t sO dién thiang con Then
by ti€p khai bdo tén cOt Thanh ti€n, cic khod d€u theo th(r tU ting dan rbi

nhan OK. K&t qua cho ta trong bang sau:

E e L E F 3 H

53 TI [Hovatén Khu v (8B i [SP mai |sP Thang (Evon gid ([Thank
1 tén
25 Nzuyen Van Nhiém |A 20 225 205 G50 133250
31 Nzuyén Van Trudng |A 34 500 4G 00 419400
4 110 Phan ”hf Ta1 A 473 585 54T 1400 (753300
5 & Tran Hai Son E 14 254 240 a0 216000
6 |2 Vi Vin Nam E 24 350 326 0 293400
T4 Nzuyén Thi Sic E 50 425 375 a0 337500
& (9 Nzuyén Van Huy O 30 65 35 550 19250
a5 Nzuyen VanHanh  |C 26 75 49 550 26950
10 |3 Nouyén Chi Minh  |C 17 200 123 G50 112950

Hinh 53. Két qua sau sdp xép
1I/ LOC DU LIEU (DATA FILTER)
Loc d{rliéu 1a m6t di€m manh cla Excel, né cho phép tim ki€m va hi€n
thi mOt cach nhanh chéng nhiing thong tin d{t 1iéu theo cdc yéu cau cla ngudi

st dung. Excel h® trg 2 phuong phip loc dir liéu 13 AutoFilter va
AdvancedFilter.

2.1.LOC DU LIEU BANG AUTO FILTER
Thuc hién 10c dit liéu bang Auto Filter, ban hién thi dugc két qua sau
khi 10c¢ ngay trén bang tinh c0 sG d{F li€u. Trinh tU cdc thao tac sau:

- bat con trd 6 trén 6 bat ky cla bang tinh CSDL can khdo sit (Hodc

chon hang tiéu dé cla bang tinh c0 s& d{r li€u).
- Thuc hién Data/Filter/AutoFilter, khi d6 bén phdi cic tiéu dé cOt

dugc cheén cac nut = (Céac Menu Drop-down).
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- Nhan chudt trén nit = & cOt cén chon thong tin d{ li€u can 1oc roi
dung thanh trugt d€ duy€t xem toan b0 n0i dung cUa cOt, sau d6 chon thong

tin muOn lam di€u kién 10c d{t li€u cla cOt.
- Thuc hién ti€p viéc dat di€u kién 10c & nhitng cOt khic.
* Trong menu Drop-down (ﬂ):

- [All]: Hién thi 1ai toan b0 ndi dung cOt nhu khi chua chon(Huy bd

viéc chon 1Qc trén cOt).

- [Top 10...]: Hién thi nhém c6 gid tri cao trén tU xudng hodc thap tur
dudi lén.

- [Blanks]: Hi€n thi muc tin trOng.

- [Non Blanks]: Hi€n thi muc tin ch(ta d{f li€u (Khong hi€n thi muc

tin trOng).
- [Custom]: ChOn céc todn tU so sanh.
= MuOn hién thj day d0 lai bang tinh, thuc hién:
- Data/Filter/Show All.

= Khi mu6n hién thj ddy d0 l1ai bang tinh va g& bd céc nit =l canh tiéu

dé, thuc hién:

Custom AutoFilter

Show rows where;
gon vk

|equals - | ﬂ

does nok equal |
is greater than

is greater than or equal ko
is less than

is less than or equal to

W bhegins with Frs
does nok beqin with

ends with Ik | Cancel

does niok end with &

Hinh 54. HOp thoai Custom Autofilter
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- Data/Filter/AutoFilter.

Khi 10c bang Autofilter, ban c6 th€ st dung hai di€u kién d€ loc trén

cung mOt cOt v3i cdc todn tU so sdnh sau:
Equals: So sdnh béng (=).
Does not equal: So sanh khac (<>).
Is greater than: So sanh 16n hon (>).
Is greater than or equal to: L&n hon hodc béng (>=).
Is less than: So sdnh nhd hon (<).
Is less than or equal to: Nhd hon hoac béng (<=).
Begins with: Bat dau bang.
Does not begin with: Khong bat ddu bang.
Ends with: K&t thic bang.
Does not end with: Khong két thiic bang.
Contains: Bao gOm.

Does not contain: Khong bao gOm.

A\ Niit chon | trén cOt da dugc chon diéu kién 10c d6i mau.
SO cic ban ghi thod man yéu cau hién thj trén thanh trang théi.

C6 thé€ sao chép thong tin sau khi 10c ra vi trf khac hodc in an.

Vi du: Loc ra nhitng cong nhan & Xi nghiép 1 va c6 ngay cong  26.
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= Trud@c hét, nhan chudt trén nit >l cla cOt don vi, rdi chon “ Xi nghiép
17, ngay lap tUc ta thdy trén bang tinh chi con danh sich cla cdc cong nhin

thuc Xi nghiép 1.

M4 Neiv | Phu o& Lirong
a ca el A
S| nhin | Howiben Ponvi | 20| o P| ngiy |Téng tién
- cong | doc hai -
- YIED = - - - - CONGD - -

1  |N13 |DinhDuyLinh [Xinghiép 1 26| S0000| 910000] 980000
143 |Luu Thanh Tam  |Xinghigp 1 25| 100000 250000] 350000
§ |N20  [TrénTuyétNga |Xinghiép 1 27| 75000 B10000| 885000

Hinh 55. Két qua [0c nhdn vién xi nghi€p 1

= Tié€p theo, nhan chult trén nit . >l cla cOt ngay cong roi chon Custom...
xudt hién hOp thoai Custom AutoFilter; trong khung Show rows where, chon
diéu kién is greater than or equal to va gid tri 26 trong khung bén phdi. K&t

thic chon OK.

Ta dugc bang mdi chi gbm céc cdong nhan G Xi nghi€p 1 va c6 sO ngay
cong tUr 26 trd Ién:

Custom AutoFilter @@

Show rows where;
MWy ceng

|is areater than or equal to -] -
{+ and o

| =l =

Ilse ¥ to represent any single character

Iz * ko represent any series of charackers

O | Cancel

Hinh 56. Diéu kién l0c cho cOt ngay cong >=26
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Sau khi x(r Iy xong k&€t qud 10c, d€ hién thi 1ai bang tinh day dd, ban
m@& céc ndt =] trén cdc cOt da thuc hién chon diéu kién 10c (cic nit da d6i
mau), chon 1énh (All). N€u mudn g& b0 cac nit . ¥l trén dau cdc cOt cla bang
tinh, ban thuc hién: MG Data / chon Filter va chon ti€p Auto Filter. Ban

duogc bang tinh day d0 nhu ban dau chua thuc hién 1oc.

2.2. LOC DU LIEU BANG ADVANCED FILTER

Advanced Filter cho phép ban tim Advanced Filter @E]
Ackion
% {* Filter the list, in-place
epr |l han HL} Ao ten P vi_. " Copy ko another location
| vieny hd x| | List range: BEs4:41514 %]
1 N13 E'].tjh Duy Linh i nghﬁp 1 Criteria rangs: |$K$22:$L$23 E
20 Tran Tuyét Nga  |[Xinghigp 1 =
g

Hinh 57. K&t qua sau khi lOc ¢ |

[ Unigue records anly

I | Cancel |

Hinh 58. HOp thoai Advanced Filter

ra cdc ban ghi thod man cdc di€u kién

phUc tap hon. C6 th€ néi diy 1a chic

ning 10c v&i nhi€u di€u ki€n 10c gidn
ti€p théng qua cdc cong thlc bat budc phai st dung ving di€u kién (Criteria
range).
Budc 1: Tao ving cha di€u kién 10c (Criteria range).
Budc 2: Loc theo cdc thao tic
- Nhén chu0t trén 6 bat ky cla bang tinh CSDL

- Thuc hién Data / Filter / Advanced Filter, xudt hi€n hOp thoai:

 Trong khung Action

Y . &ctiaon
chon vl tri hi€n th| cac thong " Fileer the list, in-place

. - * Copy ko another location
tin da duoc 10c.

List range: |$,|:|,$3:$H$g

Criteria range: |$E$1 LifFg1z2

Copy to: |Dez'1$a419

[ Unique records only

O | Cancel
| ng 108
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0 Filter the list, in-place: Loc va hi€n thi k€t qud ngay trén bang tinh
CSDL.

0 Copy to another location: Loc va copy két qud ra mOt viing khac cla

bang tinh c0 s& d{t liéu.

- Khai béo ti€p trong cic khung:
List range: Toa d0 cUa bang tinh co s& d{t liéu.
Criteria range: Toa d0 vung tiéu chudn loc.

Copy to: Toa d6 noi dat két qud bang loc.

Unique Record Only: Chi hi€n thi 1 ban ghi n€u c6 cdc ban ghi tring nhau.
- Nhén OK.

Vi du: Loc nhitng khich & vao ngay 25 thang 1.

Ban tao vung ti€u chuan E11:F12 thod man diéu kién yéu cau, thuc

hi€n 10c, nhdp toa d0 vao cdc khung nhu trong hinh 60, nhan OK, cho két

STT [Khich |86 phingNgay dén |[Ngay di  |Tién thué |Tiéngiam |Tiénphai oa
2[Hing BO1 15-01 25-01( 330000 15000 315000
3| MNam Al1 20-01 25-01) F000000 & 000000
5|Thang  |BO2 25-01 30-01 180000 0 180000
&|{Ding A2 0101 F0-01] 15000000( 250000 14750000
Két qua sau khi 10c
qua
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A B iZ L E F 3 H
3 STT |Khich |88 phimgNziy den [Nzay di  |Tiénthué |[Tiéngiam |Tién phal oa
4 1{Nam AD1 01-01 10-01| 5000000 0 5000000
5 2|Hing EO1 15-01 25-01) 330000 15000 315000
& 3| Nam All 20-01 25-01) 3000000 4] AC00000
T 4|1Minh 072 15-01 20-01) 1201200 100100 1101100
a 5(Thang  [BOZ 25-01 30-010 180000 ] 120000
9 &|{Ding A2 01-01 30-01) 15000000 250000 14750000
10
11 Exén En
12 TRIUUE | FALSE

Hinh 60. Tao viing tiéu chudn loc trén bang tinh CSDL

11/ TONG HOP DU LIEU THEO NHOM (SUBTOTALS)

Tinh niing Subtotals cho phép ban thuc hi€n thdng ké, tinh todn & nhiing
nhém d( liéu khic nhau trén nhitng cOt khic nhau trong mOt bang tinh cO s&
d{r liéu. Sau khi tinh todn xong, Excel tu ddng chén vao phia cudi hay dau moi
nhém nhlig dong thOng k& chung cho toan b0 cd sG dr li€u. TU d6, ban c6

th€ hién thj cic mUc khic nhau cla bang tOng két.
3.1. TINH TONG THEO NHOM DU LIEU

Vi du: MOt c(ra hang mua ban thi€t bi mdy tinh gdm man hinh (Monitor),
ban phim (Keyboard) va khoi CPU. Cu6i mOi ngay, can tOng két sO lugng
nhap, xudt cUa tUng mat hang, tOng ti€n giao dich khi nhdp hang hodc xudt

hang,... cho trong bang tinh sau:

A B C D E F G |
1 BANG NHAP XUAT HANG HOA
2
3 STT |M:zhing |Tén hing [Nhip - zoat |88 lrong [Pongid  |Thinh o
4 1|M0O240  |Monitor [N 9 220 1930
5 2|CP100  |CPU N 1 1175 1175
& 3[KE101  |[Keyboard [N 14 13 182
7 4|CF105  |CPU N 5 1255 5275
g 5|M0220  |[Moniter [N 2 225 450
g 5|CF090  |CPU N 4 1165 4660
10 7KE103  |[Keyboaxd [N 3 15 45
11 2[MO110  |Monitor |N 15 210 3150
12 9KE104  |[Keyboard [N 4 16 54
13 10|CF1ls |CPU N 3 1265 3795

Hinh 61. Vi du sU dung tinh ndng Subtotals Trang 110



PE tinh tGng theo nhém d{¥ li€u, can thuc hién qua céc budc:

Budc 1: Sap x€p lai d{t liéu trong bang trén cOt At liéu can tinh tOng
cho c4c nhém. O vi du trén, d€ tBng két s6 1UQng nhap — xudt cla tUng mat

hang, ban can sap x&p theo cOt “Tén hang”.

Budc 2: Nhan chult tai 6 bat ky trén bang tinh c¢d s& d{f liéu (Chon

ving d(r li€u can tinh tGng theo nhém).

Budc 3: M& Menu Data, Chon 1é€nh Subtotals..., xudt hi€n hQp thoai:

Budc 4: Chon cdc lya chQn trong
| ) ) Subtotal @E]

h&p thoai subtotals.

Ak each change in;
|Tén hang j

=& function:

kho#): Nh&n chudt vio mii tén hinh tam | I3 -
add subkokal bo:

e
| Fan gid
[+ Thanh kEn

+ At Each Change in (Chon cOt

gidc d€ hi€n thi danh sich chla tiéu dé

cdc cOt, chon tén cOt di thuc hién sap
Xép theo nhom . Trong vi dU trén, chOn |V Replace current subtatals

. | Page break between groups
cOt “Teén hang”. v Surarmary below data

Remove Al | | O | Cancel

Hinh 62. HOp thoai Subtotal

+ Use Function (Chon chUc ning):

Cho phép chon ham d€ tinh todn bang
cdch nhan chult vio miii tén hinh tam gidc d€ md ra danh sich cdc ham chinh

1a c4c chlc ning d€ tinh todn. Tinh tOng trong vi dU trén, ban chon ham Sum.

+ Add Subtotal to (Chon tén c4c cOt can tinh): Ban c6 thé tinh tOng con
trén mOt hodc nhi€u cOt va tinh tOng chinh. Excel dua vao dit liéu cdc cOt ban
da chon d€ tinh todn va dua ra k€t qud. V4Gi yéu cau cla vi du trén, ban danh

dau chon tén cédc cOt “SO Iugng” va “Thanh tién”.

+ Panh dau 1ua chon thém céc tuy chon:

Trang 111



Replace Current subtotals: Néu chon muc nay, thay tGng con
bang két qud di c6 truGc d6, n€u khong chon thi Excel chén thém tOng con
mdi vao.

Page Break Between group: Cho phép ngat trang cho mOi nhém

khi tinh tOng (MOi nhém trén mOt trang riéng biét).

Summary Below Data: Dat thong tin van tat cho mOi nhém dit
liéu, n€u chon muc nay, két qua tOng s& hi€n thj phia dudi mOi nhém di

liéu, n€u khong chon, két qua s& hién thi phia trén cla nhém d{¥ liéu.

Nhan OK d€ két thiic viéc tinh tOng theo nhém.

123 A E C D E | F | & |
1 BANG NHAP XUAT HANG HOA
2
3 STT |Mz hing |Tén hing |Nhip - xudt [86 lrong |[Pongid  |Thinh dén
[ - 4 2|CF100  |CPU N 1 1175 1175
5 4|CF105  |CPU N 5 1255 6275
5 5|CF90  |CPU N 4 1165 4560
7 10|CP1l6  |CFU N 3 1265 3795
- 8 C'PU Total 13 15905
[ - 9 3[KE101 |[Keyboard [N 14 13 122
10 7KE103  |[Keyboard [N 3 15 45
11 9KBE104 |[Keyboard [N 4 16 64
= 12 Keyboard Total 21 291
[ - 13 1M0O240  |Moniter [N 9 220 1980
14 5|M0220  [Monitor [N 2 225 450
15 2(MO110  |Monitor |N 15 210 3150
- |16 Monitor Total 26 5580
- 17] Grand Total 60 21776|

Hinh 63. K€t qua sau khi tinh tOng riéng
Thuc hién tOng hop dit liéu theo nhém, k€t qud dugc hién thi & 3 mUc
khac nhau: MUc 3 hi€n thi day @0 toan bd d{r liéu va cic tOng cla né; mUc 2
chi hién thi tGng chinh va cic tOng riéng cUa cdc nhém; mUc 1 chi hién thi
tOng chinh.
Khi khéng mubn t6ng hop d{f li€u theo nhém, d€ hi€n thi 1ai toan bd

bang tinh c0 s& d{ li€u, ban hiy thuc hién theo cic thao tdc sau:
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- Nhan chuOt tai 6 bat ky trén bang tinh co s& dr liéu.
- MG menu Data/Subtotals. ..

- Nhép chon Remove All trong hOp thoai Subtotal d€ huy bo viéc tOng
hop dit liéu theo nhém. K&t qud, bang tinh co s& dit li€u sé trd 1ai nhu khi

ban chua thuc hién t6ng hgp theo nhém.
3.2. TONG HOP DU LIEU THEO NHOM

Ngoai viéc tinh tOng theo nhém dit liéu, tinh ning Subtotals con cho
phép ban tOng hgp d{f liéu theo nhém v&i cic chlc ning khac. Trinh tU céc
thao tac giOng nhu khi ban thuc hién tinh tOng theo nhém trén day, chi luu y
trong khung Use Function cUa hOp thoai Subtotal chon cic chlic ning tOng

hgp cho phit hgp v&i yéu cdu cla minh:

Sum Tinh tGng cho tUng nhém va tGng cho toan cOt da dugc
chon.
Count PEém tGng sO cic 6 chlta dT li€u cho tUng nhém va toan cOt.

Average Tinh trung binh cOng cho tUng nhém va toan cOt.

Max Tim gi4 tri 1&n nhat cho tUng nhém va toan cot.
Min Tim gi4 tri nhd nhat cho tUng nhém va toan cot.

Product  Tinh tich cho tUng nhém va toan cOt.

Count nums PE&m tGng sO cic 6 chla dit li€u sO cho tUng nhém va toin

Stdev U'éc tinh d6 16ch chudn trén mt mAu cho tUng nhém va toan

Stdevp Tinh d0 1&ch chudn trén cO sG toan b0 tap hgp cho tUng

nhém va toan cOt.
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Var Tinh todn Variance ca mOt mau cho tUng nhém va toan cOt.

Varp Tinh todn cla mOt phan b toan b0 cho tUng nhém va toin

A\ Khi thuc hién tOng hop d{f liéu theo nhém st dung Subtotals, ban ¢
th€ tOng hgp theo nhém trén nhi€u cOt d{ liéu khac nhau, ban can tién
hanh tOng hOp tudn tu trén tlng cOt, khong chon Replace Current
subtotals d€ k€t qua sau duoc hién thi ké ti€p cic két qud trudc d6, khi

N

cOt.
v/ TONG HOP DU LIEU TU CAC KHOI (CONSOLIDATE)

Trong thuc t€, cic bang d{F 1iéu dugc 1ap d€ quan ly cic doi tuong &
nhitng thOi gian va dia di€m khic nhau nhung cé cling cau tric. D& c6 bang
tOng hop cac sO 1iéu c6 cdu tric giOng v4i cac bang d{ liéu thanh phan tlr
cdc bdng tinh hay céc khdi d{t li€u khdc nhau ban hdy s dung tinh ning
Consolidate. Khic vGi Subtotal chi tOng hgp trén mOt bang tinh, Consolidate
cho phép ban tdng hgp d{F liéu tUr nhi€u bang tinh (Sheet) hodc trén céc té€p

bang tinh (WorkBook) khic nhau, ban thuc hi€n qua cdc thao tic sau:
MG céc bang tinh chta d{t 1i€u can tdng hop.
MG bdng tinh ch(fa bang tOng hop.
Thuc hién mG Menu Data, chon Consolidate ... xudt hién hOp
thoai Consolidate (hinh 64).

+ Function: Nhan chu0t vio miii tén tam gidc mOt danh sich céc chlc
ndng ( Sum, Average, Count, Max, Min,...). ChOn chUc nang can t6ng
hgp

+ Reference: Khai bdo cic khoi dif 1iéu can tGng hop (G6 dia chi hodc
dung chuOt bAm chon), r0i nhan vao nit Add, tén khoi dit li€u hién 1én
trong danh sach All Reference.

+ Use Labels In: Khai bdo c4c nhan tiéu d€ lam chudn khi tGng hop:
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Consolidate

Function:

|Sum

Reference:

E Browse, ..

&l references:

= Add
J Delete

Ise labels in
[ Top row

[ Left column | Create links to source data

| (04 | Close

Hinh 64. HOp thoai Consolidate

- Top Row: Lay dong dau tién cla khoi d{t liéu 1am tiéu dé.

- Left Column: Lay cOt trdi 1am tiéu dé.

- Create links to source data: Chon muc nay, khi d(t li€u cUa cac

bdng tinh cO sG d{F liéu nguon thay d6i thi bang tOng hop tu dOng cap

nhat theo d(t li€u mdi.

+ Nhan OK, ban dugc bang két qua t6ng hop d liéu tUr nhimg dit

liéu khéc nhau cUa cdc bang tinh co s& d{T li€u ngudn.
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Vi du: Ta can 1ap mOt bang tng hop d(r liéu tir hai bang d{t liéu sau:

A B C D E F €
3 |Toai DS |CH s5 dau |Chi 85 cudi [Hé s5 | Thanh tén |Phu el |Cons
4 KD 34 a7 3 159 5565 B 21465 B
5 |NN 58 400 5 1710)11,71000 B 342000 B
6 |TT a0 150] 2.5 150 5250 B 20250 B
T |CN 150 00 2 1100] 1,100 00 E2,20000 B
3 KD 400 1500 3 A300]3,300,00 B 660000 B
9 NN S0 an 5 200 000 B 20000 B

Hinh 65. Bang d(r liéu 1

A B C | E F €
3 |Toai DS |Ch s5 dau |Chi s5 cudi [HIE 5| Thanh tén [Phu moi | |Cons
4 KD a7 125 3 114 o0 B 11400 B
5 NN 400 520 5 1100) 1,100.00 £(2,20000 B
6 |TT 150 315 2.5 41251 41250 B 2500 B
T CN 700 o43 2 296 29600 B 59200 B
a KD 1500 1625 3 75 FIA00 B TA000 B
9 NN a0 154 5 4701 16450 B| 63450 B

Hinh 66. Bang dir liéu 2

SU dung tinh ning Consolidate tOng hop d{ li€u trén cdc cOt “Thanh

b

tién”, “Phu trdi” va “COng” ta dugc bang tGng hop sau:

i A B -
1 Thinhtén Phomsi  Céng

+ 4 273 565 B 32365 B
+ T 2510 2,81000 B 562000 B
+ 10 5625 46500 B 102750 B
+ 13 1395 1,396 00 B 2,79200 B
+ 15 3675 3,67500 B 7,350,000 B
+ 19 &0 16450 B 23450 B

Hinh 67a. K€t qua sau tOng hop

Néu s dung tinh ning Consolidate tOng hgp d{f liéu trén cOt loai DS ,
ban dugc két qua nhu & hinh 67b sau day:
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1|z Al B [ I E F (3 H

1 Toail8
+ 6 KD 2021 3337 12 3948 3,73065 B 167865 D
+ 11 NN 508 1294 20 3480 297450 D 6,454.50 D
+ 14 TT 240 465 5 5625 46500 B 102750 D
+ 17 CN 850 1548 4 1396 1,396.00 D 2,792.00 D
18

Hinh 67b. K€t qua sau tOng hop theo ¢t loai DS

V/ TINH NANG PIVOT TABLE

Cong cuU cho phép phan tich hodc thOng k& d{t liéu theo nhi€u hudng
khéc nhau - mOt phuong thUc tién 10i va h{tu ich. D6 1a kY thuat Pivot Table,
ho trg ban nhanh chéng c¢6 dugc két qud dé€ thong ké dit liéu theo ¥ mubn
cUa minh. M0t Pivot Table gOm 4 thanh phan sau day:

Page (Trang): MOi trang hi€n thji mOt muc tin cUa cOt dudc 1ua chon
lam dé muc chinh cho Pivot Table.

Row (Hang): Hién thi nhitng muc tin cla cOt dugc Iua chon thanh
nh{ng tiéu dé hang.

Column (COt): Hién thi nhitng muc tin cUa cOt dugc 1ua chon thanh
mOt hang tiéu dé cOt cUa Pivot Table.

Data (DU li€u): Vung d{ li€u dugc tinh todn tuong Ung vGi cOt/hang
cUa Pivot Table.

Céc thanh phan Page, Row va Column c6 th€ c¢6 hodc khong nhung Data
bat buOc phdi ¢6.Vi du: Gia st c6 bang thOng ké Doanh thu clia mOt cong ty
kinh doanh xing, dau va ga d0i v&i cdc clra hang A, B, C trong cic quy I, II, III
va IV trong nim. Bang thOng k& dugc trinh bay dudi dang bang tinh CSDL
nhu dudi ddy. TU bang thOng ké nay ban c6 th€ tOng hgp thong tin theo nhi€u
huéng khic nhau:

Doanh thu cUa tUng cUra hang trong tUng quy va trong cd nim.
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Doanh thu theo tUng mat hang cUa cd ba cUa hang.
Doanh thu cUa tUng loai mat hang.
Trong tUng cUa hang, mat hang nao doanh thu 1&én v.v ...

Viéc thay d6i hudng phan tich d{f liéu tuong duong vGi viéc thay doi
cdc tham sO trong cdc thanh phan cUa Pivot Table. Cdc thao tic thay d0i thanh
phan cla Pivot Table thuc hién rat nhanh chéng va don gidn, vi vay qud trinh

phan tich d{t li€u khong doi hdi nhiéu thdi gian va cho hiéu qua cao.

E3 Microsoft Excel - ¥i du Pivot Table E@E|
5 ]

Y

BANG THONG KE DOANH THU

Quy Cmra hing Mit hing Doanh thu -
Xang A92 12000000
Do nhdt 00000
Ga 10000000
Xang A92 | 135000000
Do nhdt 500000
Ga 2220000

Ming A2 E5140000
T nbedr QENAMNNN hd
M 4 » v} Sheetl  Sheet2 4 Sheet | ﬁn | ai

Ready LM

Hinh 68. Bang tinh cho vi du Pivotable

N R A SN T
— = [
DRI R Rl vsRive Rl k-

I
— [

5.1. TAO PIVOT TABLE
Budc 1:
- Nhan chu0t trén 6 bat ky trong bang tinh CSDL.

- Thuc hién Data/Pivot Table and pivotChart report, xuat hién hOp

thoai Pivot Table and pivotChart report Wizard ... Step 1 of 3:
Budc 2: Xic dinh loai dit liéu dé€ tao PivotTable.

Céc thanh phan trong hOp thoai:
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Trong khung Where is the data that you want to analyze bao gdm cdc chlc
nang dudi day:
- Microsoft Excel list or database: CSDL tU bang tinh Excel hodc tU

nh{ig danh sich c6 dong dau ch(ra tiéu dé cOt.

- External data source: SU dung CSDL tU nhitng Ung dung khic.

PivotTable and PivotChart Wizard - Step 1 of 3

‘Where is the data that vou wank ko analyze?
{* iMicrosaft Excel list or database:

" External daka source

™ Multiple consolidation ranges
~

What kind of report do wou wank to create?
* PivotTable
" PivobChart report {with PivolTable report)

Cancel ‘ | Mext = | Einish

Hinh 69. HOp thoai PivotTable ... Step 1 of 3

- Multiple Consolidation Ranges: TU nhiéu viing CSDL két hop 1ai.

- Another PivotTable report or PivotChart report: TU m&t PivotTable

hay tU mOt PivotChart report khéc.
Khung What Kind of report do you want to create? GOm céc chlc ning:
- Pivot Table : Tao mOt PivotTable.

- PivotChart report (With PivotTable report): Tao mOt bi€u d0 cling

v&i mOt PivotTabe.

Nhan Next d€ chuyén qua budc ti€p hodc nhan Finish d€ tao PivotTabe

nhanh va khong c6 1ua chOn.
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Budc 3: Chon ving CSDL trén bang tinh

A E C | E F €

3 1Quy Cira hiang Mat hang Doanh thu)

4 11 A Xing A92 IEDDDDDDE

511 A Déu nhdt 200000}

a6 |1 A 10000000,

; :i g PivotTable and PivotChart Wizard - Step 2 of 3 E]E|
9 EI B Where is the daka that you want bo use?

10 :I o 3 : Browse, ..
1; E g @ Cancel | < Back. | Mext = | Finish |
13 A Xing A92 123900000}

1A TT A IR R A Bt Ta e e ol

Hinh 70. Nh@p toa do ving CSDL vao khung Range

Trong hOp thoai Pivot Table Wizard ... Step 2 of 3, nhap toa d0 cUa

viing DL can x4y dung Pivot Table vao khung Range (mdc dinh Excel xdc dinh

ding toa d0 bdng tinh CSDL), nh&n Next xudt hi€n hOp thoai Pivot Table

Wizard - Step 3 of 3 (hinh 71)

Budc 4: Tao cau tric cho Pivot Table.

PivotTable and PivotChart Wizard - Step 3 of 3

‘Where do you want to put the PivokTable report?

(% Mew worksheet
(" Existing worksheet

| EY

Click Finish to create your PivotTable repart.

@ Layoutk. .. | Options. .. | Cancel | « Back |
Hinh 71. HOp thoai PivotTabe ... Step 3 of 3

- New worksheet: PivotTabe dugc tao trén mOt sheet moi.

- Existing worksheet: PivotTabe dUQc tao ngay trén bang tinh CSDL.
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Nhan nit Layout d€ m& hOp thoai PivotTabe and PivotChart — Layout

nhU hinh 72. Vi tri sO @ 1a danh sidch cdc truOng, vi tri s6 @ 1a cdc thanh phan
cUa PivotTabe .

PivotTable and PivotChart Wizard - Layout

Frod % ; Zonskruck wour PivotTable report bey
e dragging the Field buttons on the right
to the diagram on the left,

h 4 {?)— h Quy
| pace | COLLUMM

EF hung

E

-

i

ROW DATA Dioanh th

Help |

Zancel |

Hinh 72. HOp thoai PivotTabe and PivotChart - Layout

Diing chut di chuyé&n tlng nhin & vi trf s0 @ tha vao tlng vi tri cla sO
@. COLUMN: Hién thj theo cOt, ROW: Hién thi theo hang, PAGE: Hién thi
theo tUng nhém con DATA: Hién thi d{f li€u. K&t thic nhan OK d€ trgd vé
hOp thoai PivotTabe and PivotChart - Step 3 of 3.

Budc 5: Khai bdo vi tri va an dinh cic thong sO cho Pivot Table.

Trong hOp thoai PivotTabe and PivotChart - Step 3 of 3, ban khai bdo

vi tri dat bang tdng hop PivotTabe. Nhan Finish d€ hoan tat.

F 3 H I I

[Quy A

Sum of Doanh thu |[Cla hing |

Mt hang - |A E i irand Total
Cio nhet TE0100000 0 883020000 1089920000 2735 100000
Ga S0B0S0000  IBGHE0000 114 1600000 | 2936220000
Ming A2 73254[]@@[]:' T 1EZ20000 1032240000 | 2742600000
rand Total | 2300700000 2843460000 3269760000 24 13920000

Hinh 73. Bang tOng hop dir liéu

5.2. CHINH SU'A PIVOT TABE.
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Sau khi di tao xong mOt PivotTabe, ban c6 th€ chinh sUa va thay d6i cc
truOng hay cdch hién thi cic truOng trén PivotTabe di tao, ban thuc hién

bang mOt trong hai cich dudi day:
Céch 1: Chinh stta bang hdp thoai.
Nhan chult vao 6 bat ky cla PivotTabe can chinh sUra.

MG& Menu Data/ chon PivotTabe and PivotChart report ban nhan dugc
hOp thoai PivotTabe and PivotChart - Step 3 of 3, ban ti€n hanh chinh sUra

theo y minh, két thuc nhan Finish.
Céch 2: Chinh stra bang chu0t.
Ban nhan didp chult tai tén trudng trong bang PivotTabe can chinh sUra,

xuat hién hOp thoai:

PivotTable Field

Subkakals Cancel
f+ Automatic Sum - _
" Cuskaomn Counk Hide
- Average
~
Utz Mla Advanced. ..

Min
Product ﬂ

[ Show items with no data

Hinh 74. HOp thoai PivotTabe Field
- Name: Nhap tén trudng.
- Subtotal: C4c ham thOng ké.
= Automatic: TU dOng chon.
= Custom: Chon theo cdc ham thOng ké.
= None: Khong chon gi ca.

= Hide: An trudng hién hanh.
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= Advanced: M& hOp thoai PivotTabe Field Advanced

Options d€ chinh sUra theo y ban.

- Chon xong cic chUc ning can chinh stta, nhan OK d€& hoan tat.

VI/ LIEN KET EXCEL VO1 CAC CHUONG TRINH UNG DUNG KHAC

NHUNG TRON EXCEL VOIT WORD.

Cung trong bO Microsoft Office, Excel va Word ph6i hgp 1am viéc véi

nhau mOt cach nhip nhang gitp ngudi st dung c6 thé k&t hop bang tinh Excel

vGi viin ban Word va ngugc 1ai. Vi du: Ban c6 th€ chén bang tinh Excel vao

ngay trén vin ban Word.

6.1. Chén bang tinh Excel m@i vao viin ban Word

Khi dang soan thdo vin bdn trong chuong trinh Ung dung Word, néu

A

muOn

tao mOt bang tinh Excel va chén vao tai liéu nhu mOt dOi tugng khic, ban

hay thuc hi€n theo céc thao t4c sau:

- Pat con trd soan thdo vao vi tri can chén bang tinh Excel.

- Nh&n chudt vao bi€u tuong = Insert
Microsoft Excel Worksheet trén thanh cong cu
chudn, ban thay xudt hién viing 6 vudng.

- Diing chudt chon s6 cbt va sO hang cho bang

tinh Excel rOi nhd chuOt.

=R
IIII

4 x 4 Table

Hinh 75. Chon s0 cOt va
sO hang cho bang tinh
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MOt bang tinh Excel hién ra nhU trong hinh dudi day:

A B C D E F

AT —
2
3
i 4
3
&
7

M4/4 ¥ M Sheetl/ | 4] I

Hinh 76. Chen bang tinh Excel vao vdn ban
Thuc hién thao tdc nhap d{ liéu, xU 1y va tinh to4n nhu' d6i v&i bang tinh
Excel.

- Sau khi thao tdc dGi v&i bang tinh xong, ban nhan vao 6 bat ky ngoai

bdng tinh d€ tr3 vé ché d6 soan thdo clia Word.

A\ Khi mu6n chinh s(a trén bdng tinh Excel, ban chi cdn nhan didp chudt trén
bdng tinh va thuc hi€n chinh sUra trén bang tinh.

6.2. Chen bang tinh Excel c6 san vio trong vin ban word

Ban ciing c¢6 th€ chén mOt bdn tinh dd soan trong Excel vao vin ban
Word, nhiing cdc bang tinh, lién két v&i bang tinh, ... N€u cdc bang tinh trong
Excel dugc lién két truc ti€p vao chuong trinh Ung dung Word thi khi khi ban
thay dGi dit liéu cUa bang tinh gOc cla Excel thi bang tinh trong vin ban
Word dugc lién két ciing tU dOng thay dGi theo.

D& chén bang tinh ¢ san va lién két vGi viin ban Word, thuc hién theo

cac thao tac:

- DPat con tré soan thdo vao vi tri muOn chén bdng tinh Excel.
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- M menu Insert / chon Object..., xudt hi€n hOp thoai Object, chon

thé Create from File.

Create Mew  Create from File l

File name:;

|"\p'i du Bang kinh C30L, xls"| Browse..,

[ Link ko File
[ Display as icon

Result

r.  Inserts the contents of the Fils into your
Em document so that vou can edit it later using
the application which created the source file.

Ok | Cancel

Hinh 77. HOp thoai Object

= File name: Nhap duOng dan va tén t&p bang tinh can chen. Ban c6 thé

s dung Browse d€ tim dutng dan tGi tép bang tinh.
= Link to File: Chon lién két vGi bang tinh khi chén.
= Display as icon: bang tinh dugc chén vao vin ban Word dudi dang mOt
bi€u tugng Excel cung vdi tén cla t€p bang tinh. N
- Nh&n OK d€ hoan tat viéc chen bang tinh.
6.3. Lién k€t m6t phan cla bang tinh véi vin ban Word

MuOn lién két c4c 6 nao d6 trong bang tinh Excel v&i vin bdn Word cla

ban, thuc hién cic thao tic:
- DPat con trd soan thdo vao vi tri can chén phan cla bang tinh Excel.

- M3 tép bang tinh trong chuong trinh Excel chlta cdc 6 can chen,
chon céc & can chén sang vin bdn Word, thuc hién Copy, lic nay cic

6 xudt hi€én dudng vién chay bao quanh.
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- Tré vé vi tri can chén trong viin bdn Word, thuc hién; Edit / Paste
Special. Chon Microsoft Excel Worksheet Object.

Source:  Microsoft Excel Worksheet

SheetlIR4C3:RFCS
hs:
= Cancel
(o Paske: i Microsoft Excel Worksheet Objeck

Formatted Text (RTF)

" Paste link:

Unformatted Text

Picture

Bitrnap

Pickure (Enhanced Metafile i i

HTML Fugrmat ) ﬂ [ Display as icon
Result

v Imserts the contents of the Clipboard into your
Em document so that vou can edit it using Microsaoft Excel
Warksheet,

Hinh 78. HOp thoai Paste Special cia Word

= Paste: Nhing cdc 6 dugc chOn trong bang tinh Excel vao vin ban
Word.

= Paste link: Lién k€t cdc 6 dugc chon trong bang tinh Excel v&i
vin ban Word, khi thay dGi d{t liéu trén bang tinh cUa Excel thi

cdc 0 lién k&t trong viin ban Word ciing thay dGi theo.

= Dipslay as icon: cidc & dugc nhing trong vin ban Word hién thi
dudi dang bi€u tuong Excel .

- Nhan OK d€ hoan tat.
6.4. Tron tai li€éu Word vao Excel

Ngudc 1ai vGi viéc chén bang tinh Excel vao vin bdn Word, ban c6 thé

nhiing trOn mOt vin ban Word vao bang tinh Excel nhU sau:

- Chon va Copy ni dung viin ban Word.
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- Tai vi trf con trd 6 can dan ndi dung vin ban Word, thuc hién: M&

menu Edit / chon Paste Special. Trong hOp thoai Paste special, chOn

Saurce:  Micrasaft Ward Docurment Object
... \Giao trinh Excel kho A4 moi,DOC OLE. ..

Cancel
{* Paste:
" Paste link:

HTML
Unicode Text

J [ Display as icon
Result

Inserts the conktents of the Clipboard inko your

. . document so that wou can edit it using
m Microsoft Word Document.,

Hinh 79. HQp thoai Paste Special trong Excel

Microsoft Word Document Object va ddnh ddu cic hOp ki€m trén no.
- K&t thic, nhan OK.

Ban c6 th€ thuc hién soan va dinh dang truc ti€p d6i v&i phan vin ban
Word dugc nhing trong Excel.

Hai chuong trinh Ung dung Excel va bang trong Access c6 nhing di€m
gi®ng nhau khi 1am viéc véi mOt co s dI li€u bao gbm céic hang va cic cOt.
Song ban than mbi chudng trinh Ung dung 1ai ¢6 nhitng Uu di€m khic nhau:
Excel thi tinh todn duQc trén nhing cong thUc 10n, phlc tap con Access 1ai cé
khd niing truy van tuyét vOi. Lién k€t Excel va Access, ban sé khai thac dugc

nh{ng di€m manh cla cic chudng trinh Ung dung nay.
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CAU HOI VA BAI TAP CHUONG 1V

4.1. Cho bang tinh: , )
BANG NHAP SAT THEP KHO VAT TU
(ON V| NHAP :TAN)

Nhap vao

TT |Ma va Loai Vat tu ~ ~
5 avatiu) Loal Ve Gia nhap [SL nhap

Thanh tién

p—

A001

2/B002

A001

B002

B0O1

COng thanh tién

Thuc hi€n cic yéu cau sau

a) Nhap d{r liéu cho cdc cOt Ma vat tu, SO 1ugng nhap
b) bién loai vat tu 12 ki ty dau tién cla ma vat tu.

c¢) Pién vao gia nhap theo bang sau:

Loai vat tu | Gia nhap
B 300000
A 400000

d) Tinh cOt thanh ti€n nhap theo cong thiic sau:

Thanh tién nhap = Gia nhap * SO lugng nhap néu sO 1Ugng

.

nhap 100 (tan)

va gidm gid nhap di 2% néu s6 lugng nhap tUr 100 tan trd 1én.

e) Tao bang thOng ké hodc tOng hgp DL c6 dang nhu sau:
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Loai vat tu

Thanh tién

B

A

f) V& bi€u do dang Pie hién thi tOng thanh tién cla c4c loai vat tu.

4.2. Cho bang tinh: DANH SACH TUYEN SINH
Piém chuan: 20
- e | en
e <§ <§ <§ S =2 ~
STT|SBD| Hodém | Téen |Ngaysinn| DO [Khu| £) &) &)’ [TongKet
twong | vuc | £ | E | € |«@ [di€m|qua
B RCARCARS
A&
1 Nguyén Ha  |21/10/1987Tudo [KV2| 6 7| 5
Manh
2 Tran Huy Hoang |12/05/1987PTTH |[KV3| 5| 7| 7
Lam Khanh |Tung [16/08/198B0O d0i [KV1| 5| 9| 5
ChuNgoc  |Chi€u [25/09/1984CSXH [KV3| 8| 6| 7
PO Vin Thang|14/03/1987Tuwdo |[KV3| 9| 9| 9
Ha Huy Hing |05/06/1987Tudo [KV2| 7| 8| 7
TranBinh  |An  [16/05/1981PTTH |[KV3| 4| 6| 9
Nguyén Khac|Tho [19/08/1984PTTH |[KV1| 6| 8| 8
Nguyén Tri |Dting [20/09/198¢PTTH [KV1| 9| 6| 7
HO Pac Toan |12/03/1987CSXH |[KV3| 6| 9| 4

Thuc hiOn c,c y2u cCu sau:

a) LEp danh s,ch ®'ng ky du thi. S¥%p xOp theo thg tu: Khu vic,T2n,
Ha ®0m.
b) Tinh di€m uu tién cho céc thi sinh theo: Khu vuc, Doi tuong.

Khu

vucbiémKV11.5KV21K
V30.5KV40 d0il.5CSXHIPTTHO

Poi tugngDiémTuy

do0.5B6

¢) P4nh s6 bdo danh nhu sau: SBD = Ky tu cudi cling cla Khu vuc +

STT
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d) K&t qua = "P0" néu Téng di€ém >=Pi€m chudn,
K&t qud = "Trugt" néu TOng di€m < Pi€m chudn.
e) Lap danh sich tring tuyén thi sinh c6 K&t qud = "DO".

f) Hay 1ap bang thOng ké sO thi sinh d0 theo Khu vuc.

STT| Khu vuc | SO luong
1|KV1
2|KV2
3|KV3
4/KV4
g) V& do0 thi bi€u dién thi sinh tring tuyén theo Khu vuc dua vio bang

thOng ké trén.
4.3. Nh@p va trinh bay bang tinh, sau do thuc hién cdc yéu c@u sau:

a) Dua vao bang M4, 1ap cong thlc di€n vao cOt Phong ban.

b) Lap cong thlc dién M loai 12 ky tu th( nhat clla Ma nhan vién.

¢) Lap cong thlic dién sO nim cdng tdc 1a ky tu th( hai va th(t ba clla Ma
nhén vién.

d) Tinh Hé s0 luong theo M loai, sO nim cdng tic va tra theo bang Hé

e) Tinh Luong = LUOng cO ban * Hé sO * Ngay cong.
f) Tinh Thanh tié€n = Luong + Phu cap.
g) Diing Advanced Filter d€ 1ap danh sich nh{tng ngudi c6 ma loai A hay
B thuc Phong Dao tao.
BANG LUONG THANG 04- 2004

S6 STT| Mai nhan Ho va tén Phong | Luong | Ngay | Ma | SO nim | HEé s6 | Luong
vién ban |cdnban| cong | loai |cong tic | luUOng
1 A20DT |Lé van Toan 540 26
2 |BISTV  |Ng vian Khanh 290 24
3 |CO6HC |HUa Minh Tudn 290 | 25
4 |DO3VT |Tran Qudc Dan 310 24
5 |C18PT |Tran Hbng 290 | 23
K RINOT TwAn Lié T f0n & , ~ .
BANG MA - BANG HE SO
Mai 10@iS® niim céng ticl --> 34 --> 89 -->15>
PTHCTVVTDao taoH. chinhTai vuVat 15A10121420B10111316C9101214D891113

tu




4.4. Nh@p va trinh bay bang tinh, thuc hién cdc yéu cau:

phu

a) Sap x€p dit liéu theo chi€u ting dan cla cOt tén, ho va nim sinh.

b) Dung tinh ning AUTOFILTER dé:

- Loc nhitng ngudi lam trong t6 Vin phong

- Loc nhitng ngUdi 1am trong t& Vin phong c6 qué & Ha tay

- Loc nhimg ngudi lam viéc trong tG Vin phong c6 qué G Ha tiy c6

cép la 120000.

c¢) Dung tinh niing Advanced Filter: Loc nhitng ngudi 1am vi€c trong t0

Vin phong c6 qué & Ha tAy c6 phu cap tUr 100000 d&€n 120000 va sao chép két

qua ra vung khdc cla bang tinh.

DANH SACH CAN BO NHAN VIEN CONG TY ANPHA

. o . Tham .
STT Ho dém Tén N'am Qué quan To fong Chuirc vu nién Phl;‘ cap
sinh tac N . |chuc vu
cong tac )
1[Nguyén Thi Thanh[Binh | 1974Ha Tay [Vin phong|[Nhan vién 5| 100000
Trudng
2Hoang Hai Ha 1956Vinh phiic[Tin hOc  phong 20 150000
3[Nguyén Vin Diing | 1958Han0i  [Tin hoc  [Ph6 phong 18 130000
4Pham Thanh Xuan | 1970Ha tday  |Van phong[Nhan vién 100 100000
506 Thu Thuy | 1971BAac Ninh [Vattuw  [Nhan vién 9 120000
H- Trudng
6[Phan Thi uong | 1968Ha Tay  |[Van phongphong 12} 150000
Huon
7Nguyén Déng Thulg 1965Han0i  [Tinhoc  [Nhén vién 18 120000
Trudng
8[Lé Yén Oanh | 1963[Vinh phiic[Vat tu phong 15 150000
9Pham Thanh Ta 1967Hatdy  [Tin hoc  [Nhan vién 13 120000
10Nguy&n Thanh  [Xuan | 1972Hanbi  [Viin phong|Nhan vién g 100000
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4.5. Cho bang tinh, thuc hién:

a) Nhap d{f liéu va dinh dang nhu mau

b) Dua vio bang don gia d€ dién vao cOt don vi tinh va don gia cho tUng

loai mat hang.

¢) Tinh Thanh tién = SO 1UOng*P0on gid
BANG NHAT KY BAN HANG

Tén hang | Ngay ban SO luong | Pon vi tinh | Pon gia | Thanh tién
Gao 4/15/2005 50
Thit 4/15/2005 70
P06 xanh 4/15/2005 40
Thit 4/13/2005 5
Gao 4/15/2005 6
Do tuong 4/15/2009 10
Thit 4/12/2005
P06 xanh 4/13/2005 5
Gao 4/13/2005 15
Do tuong 4/15/2005 20

d) Sap x€p drliéu ting dan theo cHt mat hang.

e) SU dung tinh ning Subtotal d€ tGng hgp theo mat hang (va theo ngay)

v€ sO lugng, thanh ti€n clla cic mat hang trong bang.

f) Dung tinh ning Pivot table d€ tOng hgp dit liéu clia bang tinh theo Tén

hang, Ngay ban, SO 1ugng, Thanh ti€n.

BANG PON GIA
Pon vi Pon gia
Tén hang tinh
Gao kg 3500
Thit kg 22000
PO xanh bao 150000
PO tuong  bao 130000

4.6. Cho bang tinh sau: ) )
NHAT KY KINH DOANH TUAN PAU THANG 3

NGAY | SO HP |[KHACH| LOAI [SO LUONG %?E TRI GIA gg; THUE |CONG | TY LE
1-Mar0Q1/kd [Lan Bia 333 289 120
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1-Mar02/kd Mai  [Bia Tiger 300 150,
1-Mar01/kd Mai  [Bia HN 350 170
2-Man03/kd [HOng |CocaCola| 500 200
2-Mai02/kd Pao  [LaVie 600 180)
3-Mar01/kd Mai  [Bia Tiger 450 100y
3-Mar03/kd [HOng [Bia HN 400 200
4-Mar03/kd Mai CocaColaj 300 120
4-Mar02/kd [Lan Bia 333 250 150
5-Mar01/kd Mai Bia Tiger 270, 180)
5-Mar03/kd [HO6ng [Bia HN 220) 120,
T6ng :
TONG HOP DOANH SO
THEO NGAY THEO MAT HANG
Ngay |Tién |Tylé Hang [Tién|Tylé
1-Mar [Bia 333
2-Max IBiaTiger
3-Mar IBia HN
4-Mar CoCa
5-Mar [LaVie

Thuc hién céc yéu cau:
a) Tao bang tinh, dinh dang nhu' mau.

b) Dinh dang c6t ngay theo dang DD-MM-YYYY.
c) Tinh Tri gid = SO luong * Pon gi4.
d) Tinh : Chi phi v&i cdc di€u ki€n sau:
Néu ngay thuOng thi Chi phi = SO lugng * 3 .
Né&u ChU Nhat hodc Th By thi Chi phi = SO 1ugng * 5.
e) Tinh : Thué€ = 12% cUa Tri gi4.
f) Tinh c6t COng va Ty 1€.
g) Tinh tOng doanh thu theo ngay, theo mat hang.
h) SU dung tinh ning PivotTable d€ tGng hgp dit li€u cUa bang tinh theo

cdc cOt Ngay, Mat hang, SO 1ugng va COng.

4.7. Trinh bay céch tao cic ki€u ving di€u kién d€ si dung nhém ham cO s@

dir i

€u hodc 1oc dit liéu bang Advanced Filter.

4.8. Trinh bay céc thao tdc d€ thuc hién cic cong viéc sau:

a) Sap x€p dit liéu trén bang tinh.
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b) Loc d{t li€u béng Autofilter va Advanced Filter.

¢) Tinh tOng theo nhém dit li€u (Subtotal).

d) TOng hgp dit liéu tU cdc khdi dif liéu trén cac bang tinh khdc nhau
(Conlisodate).

e) TOng hgp d{F liu theo cdc hudng khac nhau (SU dung PivotTable).
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CHUONG V: BIEU PO — HINH ANH - IN BANG TINH

1/ VE BIEU PO

SU dung Microsoft Excel, ban cé th€ tao va minh hoa nhi€u dang bi€u
d0 khdc nhau, cin cU vao d{F li€u da dugc 1ap trén bang tinh. Ngoai ra, ban c¢6
th€ thay d0i nhanh chéng cic dang thlc cla bi€u d6 nhu xoay chi€u, di€u
chinh, chon mau, chén hinh dnh va b6 sung truc ti€p d{ liéu vao bi€u do
V.V...

1.1. TAO LAP BIEU PO

PE tao 1ap bi€u d6 dua vao Chart Wizard, ban hiy thuc hién theo cic

thao tic sau:
- Panh d&u cic khoi 6 can thé hién trén bi€u do

- Nhén chuOt nit Chart W 60 thanh cong cU chudn hodc thuc hién:

Insert\Chart, xuat hién Chart Wizard - Step 1 of 4 — Chart Type

Chart Wizard - Step 1 of 4 - Chart Type

Standard Twpes l Custarn Types ]

Chart bvpe; Chart sub-tvpe:
M Y
E Bar

|ﬁ Line

& Pie

- Y (Scatker)

‘ Area

@ Doughnut

@f R.adar

@ Surface b

&: Bubhle

Lﬁ;ﬁ_ Shick ﬂ

Stacked column with a 3-D visual effect,

Press and Hold bo wiew Sample |

Cancel | | Mexk = | Einish |
Hinh 80. Chart Wizard — Step 1 of 4

Budc 1: Chon ki€u bi€u do
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Trong hOp thoai Chart Wizard — Step 1 of 4 — Chart Type:

Thé Standard Types:

Chart type: Chon mOt ki€u bi€u d6 can thé hién.
- Chart sub-type: Chon dang chi ti€t cUa ki€u bi€u do.

Thé Custom Types: Cho phép ban xem truGc hinh thic cUa ki€u bi€u do
da chon, ban c6 th€ thay dGi lai. Nhan nit Next; xudt hién Chart Wizard —

Step 2 of 4 - Chart Source Data.

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

Data Range l Serigs l

Thag T v Thag &
[w seiring & 5 ] o
| EEE—— FETTTT 7

Data range: | 'DezS' 1$EE20: tHEZZ

Series ing * Rows

" Calurnns

Zancel | < Back | Mexk = | Einish |

Hinh 81. HOp thoai Chart Wizard—-Step 2 of 4—Chart Source Data

Budc 2: Chon mo ta céc day sO trén bi€u do
Thé Data Range:

- Data Range: Xic dinh toa d0 vung d{r 1iéu da chon d€ vé bi€u do,

ban c6 thé thay doi 1ai ving dit liéu nay.
- Series in: Thay d0i sO 1i€u theo hang hodc cOt.

- Thé Series:
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0 Khung Series hién thj cic cOt d{t liéu loai sO, ban c6 thé thém

vao thi nhan nit Add, loai bd b6t cOt At 1i€u sO nhan niit Remove.

0 Khung Name cho biét 6 dau cUa cdc cOt sO di chon 1a n0i dung

cUa phan chi thich cho bi€u do.
o Khung Values hién thj khoi 6 ch(ra d{t liéu d€ vé biéu do.

0 Category (X) exis labels: Hi€n thi toa d viung 6 12 nhan cUa truc
ngang X.
Nhdan chubt vao nit Next; xuat hi€n hOp thoai Chart Wizard - Step 3 of

4 - Chart Options.

Chart Wizard - Step 3 of 4 - Chart Options

Sl hxes ] Gridlines l Legend ] Crata Labels ] Data Table
Chart title:

|
Cakegory (X)) axis: 2T
|

| FEPIG50

Walue (2] axis: Fooo8d
| P

Thag S
[m sring s r
|G Taong doont ata]  SoO0EET | ZEOwTEG |

Cancel | < Back | Mext = | Finish |
Hinh 82. HOp thoai Chart Wizard-Step 3 of 4- Chart Options

Budec 3: Lap céc tiéu d€ va chd gidi clia bi€u do
Trong hdp thoai c6 6 thé, mOi thé cé nhitng ch( ning khac nhau d€ xay

dung céc thanh phan trong bi€u do.
Titles:
0 Chart title: Nhap tén cho bi€u do.
0 Category (X) exis: Nhap tén cho truc X.

0 Value (Y) exis: Nhap tén cho truc Y.
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Axes:
0 Category (X) exis: Hi€n thi nhan cOt ch(ra d(F liéu.
0 Value (Y) exis: Hién thj cdc sO liéu trén bi€u do.

Gridlines: Cho phép hi€n thi hay khong hi€n thi cic duGng déng
dUng hodc ngang.

Legend:

Show legend: Cho hi€n thi hay khong bang chi thich & trong bi€u do.

Néu hién thi thi vi trf hi€n thi trén biéu do.

Data Labels: Cho phép hi€n thi hay khong cac dit li€u (value), ty

1& % (percent), nhan (label) trén bi€u do.
Data Table: Hi€n thi hay khong bang dit 1iéu d€ vé bi€u do.

Sau khi khai bdo céc thong sO trén cdc thé, nhan chuOt vio niit Next; xuadt

hién Chart Wizard — Step 4 of 4 - Chart Location.

Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

|.I_I_ (" As new sheet: |Chart1

s B

RLE ©accbiecin [ - |
@ Cancel | < Back | ‘ Eimish |

Hinh 83. HOp thoai Chart Wizard-Step 4 of 4-Chart Location
Budc 4: Chon bang tinh d€ 1uu bi€u d6

- Chon va dat tén cho bang tinh, noi xudt hién cla bi€u db 1a bang

tinh chfa co s& d{t li€u hodc trén mOt bang tinh méi :

0 As new sheet: Dat bi€u d0 vao bang tinh m&i va 18y tén Sheet n.
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0 As object in: Pat bi€u dO vio bang tinh c6 ch(fa bang tinh ca s&

d{r liéu da st dung d€ tao bi€u do.

Nhan chubt vao Finish d€ két thic.
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1.2. HIEU CHINH BIEU PO

Khi tao xong bi€u d0, ban c6 th€ hiu chinh céc y€u t6 trén bi€u do cho
phit hgp vé€ phong chif, kich thude va mau sac cla céc chi ti€t trén bi€u do,

kich thudc cic thanh phén cUa bi€u dO, mau nén, ...

TEN BIEU pO
300000
200000
O Chi thich
100000
0 Legend |

Hinh 84. MOt s6 yéu t0 cUa bi€u do
1.2.1. Hiéu chinh kich thudc bi€u do

Nhan chult vao phia trong cla bi€u d0, xudt hi€n cdc 6 vudng nhod bao

quanh bi€u d0 (con goi 1a cdc nit di€u khi€n), di chuyén chudt t6i vi tri mOt
trong cdc nit di€u khi€n khi trd chudt bi€n thanh dang mii tén hai chi€u "
hodc ¥ ban nhdn va kéo chudt d€ thay d6i kich thuGc cho biu db, ban cé
thé€ ting kich thudc tdi da bang vGi kich thudc nén ngoai cla bi€u do.

Ban c6 th€ di chuyén bi€u db tGi cic vi tri khac trong bang tinh: Nhan
chut vao nén cla biu d0, ti€p tuc dung chudt nhan va kéo bi€u do tdi vi tri
can dat r0i nhd chult, toan b0 cdc thanh phan khac trong bi€u db ciing di

chuyén theo bi€u do.
1.2.2. Pinh dang cic chi ti€t ca bi€u do

SU dung Chart Wizard d€ vé bi€u d6 ban c6 dugc mOt bi€u db tuong
d6i hoan hdo, ban c6 thé thay dGi mau sac cho céc chi tiét clia bi€u d6 bang

cach: Nhan chudt vao phan cdc chi ti€t cla bi€u d0, nhad chudt, nhan chult
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ti€p 1an th( hai vao chi ti€t can thay d6i mau sac d€ chi xudt hién cdc niit
di€u khién trén chi ti€t nay cla bi€u d0. Ti€p theo ban nhan dip chudt vio

Format Data Point

l Daka Labels ] Options ]
Border Area
{* Aukomatic + Aukomatic
" Wone " Mong
" Custom EEEEEEEN
Style: - EEEEEEREEN
O O N |
Color: Aukomatic - O N
Weight: -
Od O O
[ Shadow u = EEEE
Fill EFfects. ..
Sannple
QK | Cancel

Hinh 85. HOp thoai Format Data Point
chi ti€t dugc chon hodc nha@n chudt phai tai chi ti€t dugc chon, xudt hién

menu 1é€nh, ban hiy chon Format Data Point:

Trong thé Patterns, chon ki€u, mau clla duOng vi€én xung quanh chi tiét
cUa bi€u d6 trong khung Border, chon mau can dGi cho chi tiét cla biéu do
theo mau c6 san trong bang mau hodc tu chon mau mai trong Fill Effects, k&t
thic nhan OK d€ thuc hién viéc d6i mau.

1.2.3. Thay d&i ki€u bi€u do

Chart Type

Ki€u bi€u d6 vlUa tao chua

Standard Types | Custom Types ]

N N, . - . .| chart type: Chart sub-type:
lam ban vUa y, xin ban hdy dbi l1ai | yyem art sub-type

S ~ A . EBlar
banng cach: Nhan chuOt phai trén %'e

N .2 A A N N = XY (Scatker)
phan bi€u dO, xuat hi€n menu thi | |

@ Doughnut

ban chon Chart Type. % ot -

®: Bubble
lﬁiﬁ_ Stock. ﬂ
HOp thoal Chal‘t Type Xuét O e Exploded Pie. Displays the contribution of

v apply to selection each value to a tatal whils emphasizing
[ Defaulk Farmatking individual values,

» | @&®
Y | OB

hién trd 1ai (Gidng nhu trong budc

Press and Hold to View Sample |

@ Set as defaulk chart o | Cancel | Il
Hinh 86. HOp thoai Chart Type




dau tién khi tao biu d0), ban chon kiu d6 thi mubn dGi, nhan vao “Press

and Hold to view Sample” khi vlra y , ban nhdn OK d€ keét thiic.

1.2.4. Pinh dang cho cic thanh pha@n chtta vin ban

Céc thanh phan ch(ra vin ban trong dO thi: Tén do thi, phan chu thich,
tén cdc truc, ... n€u mubn dinh dang font cho cic thanh phan nay, ban hiy
thuc hién: SU dung menu format / chon Selected Chart Title d€ goi hOp
thoai Format Chart Type hodc Selected Legend d€ goi hOp thoai Format
Legend ti€p dé chon thé font d€ dinh dang font hodc Patterns d€ dinh dang
mau nén, ... Thuc hién dinh dang cho céc thanh phan cha vin ban , két thic
nhan OK.

Ban ciing c6 cich khic d€ dinh dang cho céc thanh phan vin ban béng
cach: Nha@n chuOt phdi tai thanh phan vin ban, chon Format Chart Type
hodc Format Legend tuong Ung, sau dé thao tic trén cac hOp thoai nay dé

dinh dang cho phan vin ban cla do thi.
1.2.5. Pinh dang cic dudng déng trong biéu do

Nhan chuOt trén vi tri duGng . qmrr— a3

dong, t menu Format / chOn | /| s |
Lire
Selected Gridlines hodc nhan | - &

(% Custom

Chuét phél tal Vi tri dUb,ng déng Style: v

chon Format Gridlines. Trong Cobri | mutonatc 5]

Weight:

hOp thoai Format Gridlines, ban

Sample

chon ki€u dudOng déng trong

khung Style, mau duOng doéng
oK, | Cancel

Hinh 87. HOp thoai Format gridlines

trong khung Color va kich thudc

dudng déng trong khung Weight,

ban xem trudc két qua trong khung Sample, két thiic, nhan OK.
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1.2.6. Pinh dang nén clia biéu do

P6i véi nén cla thanh phan bi€u d6, ban c6 thé thay d6i bang cich
thuc hién thao tac:

- Nhén chult vio vi trf nén cUa thanh phan bi€u do.

- M& menu / chon Selected Plot Aera hodc nhan chudt phai tai vi tri
nén cla bi€u do, chon Format Plot Aera d€ m& hOp thoai Format

Plot Aera:

Border Area

v fuikomatic " Automatic
" Mone " Mong
" Custom

HEEEEEEREENR
akyle: - -

O L B |
Color: Automatic - O |
| | |
H = EEHENR
Fill Effects...
Sample
814 | Cancel

Hinh 88. HOp thoai Format Plot Aera

Khung Border cho phép chon ki€u dudng vién trong khung Style, mau
dudng vién trong khung Color va kich thudc dudng vién xung quanh thianh
phan bi€u d6 tai khung Weight. Khung Area cho phép ban chon mau c6 san

trong bang mau hodc mau ty pha trong nit Fill Effects... K&t thic nhdn OK.

Ngoai cdc dinh dang trén day, ban con c6 th€ chinh s(fa cic tiéu dé va
chi gidi cUa bi€u d6 khi m3 hOp thoai Chart Options: TU menu Chart /
chon Chart Options va thuc hién nhu trong budc 3 khi tao bi€u d6, két thiic
nhan OK.

II/ CHEN HINH ANH
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Tuy Excel khong phdi 1a chuong trinh d€ soan thdo vin ban nhu Word
nhung ban van c6 th€ lam dep cho bang tinh clla minh bang céch trang tri
thém céc hinh dnh hodc dong ch{t nghé thuat. Cic kY ning nay dugc thuc
hién hoan toan nhu trong Word. NOi dung nay cic ban c6 th€ tim hi€u ky

trong chudng trinh Ung dung Word.
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2.1. CHEN HINH ANH VAO BANG TINH

Céc thao tidc d€ chen hinh dnh:

- MG menu Insert / chon Picture, ban thdy xudt hién badng chon; D&
chén hinh dnh nghé thudt, ban chon Clip Art..., chén hinh anh tU t&p c6 san
trén O dia ban chon From File r0i dua duOng dan t&i t&p dnh can chen vao,
chén céc hoa tiét theo mau c6é san ban chon AutoShapes, chén so d0 ban
chOon Organization Chart.

- Chon hinh @nh can chén hodc v€ céc hoa tiét.

- Nhan Insert.

2.2. CHEN HINH ANH LAM NEN CHO BANG TiNH

Trong mOi bang tinh (Worksheet) ban déu c6 th€ chen mOt hinh anh lam

nén cho bang tinh clla minh. Ban thuc hién theo cic thao tdc sau:

- MO menu Format / chon Sheet va chon Background, xudt hi€n hOp

thoai Sheet Background.

Sheet Background
|h':l Flowier j & @ K O EE - Tooks ~
E 2992FHL2 ~

Eg 199072
E 207054
B 221021
B 221038
B 236070
B 258001
BT 255016
B 255019
BT 256044
ET] 258078
ET 258095
EE 318002
E 318005

BT 318044 v

File name: | LJ Insert |

Files of typet [l Pictures | Cancel |

5

Wy | 2
i -~
3

o) [

Hinh 89. HOp thoai Sheet background

- Chon dudng dan chifa tép dnh can chén, chon hinh dnh cén cheén.
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- Nhan Insert. K&t qud cho hinh anh ban di chon lam nén cUla bang

tinh.

P& xod hinh dnh nén, ban thuc hién: Format / Sheet / Delete

Background.

Hinh 90. Chén hinh @nh lam nén cho bang tinh

2.3. CHEN CHU NGHE THUAT VAO BANG TINH

Viéc chén thém dong ch{t nghé thuat (Word Art) vao bang tinh ciing 1a

van dé t6 di€ém thém cho bang tinh dugc dep mat hon, dat thdm my cao

hon. Ban c6 thé€ chén va xU 1y hoan toan gidng nhu trong Word, & ddy xin dUa

ra cdc thao tiac d€ ban thuc hién:

- MO menu Insert / chon Picture / chon WordArt, xudt hién hOp

thoai WordArt gallery d€ ban chon ki€u WordArt, nhan OK.

Edit WordArt Text

Fonk: Size:

Texk:

[Tir vriTimet R ERd ﬂ ﬂ

DONG CHUNGHE THUAT

CK

Cancel

Hinh 91. Chen dong ch(t nghé thudt vao bang tinh

Hop thoai
Edit

WordArt
Text dé€
ban chOn

ki€u chlr
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trong khung font, c& ch(r trong khung Size, ding chit, ... rGi nhap
ndi dung dong ch(f nghé thudt vao hOp thoai, nhdn OK d€ cho két

2

qua.

Sau khi da chén dong chit nghé thudt vao bang tinh, ban can hi€u chinh

cho phi1 hgp d€ né thuc su “dep mat” nhU ban mong muOn..
11/ TAO LAP MACRO PON GIAN

Macro 12 mOt cong cu dung d€ 13p lai cic thao tic da lam; thong
thudng, ngudi Ta s& dung Macro vao trong nhiing cong viéc lap di 1ap lai
nhi€u 1an hodc trong mOt s cong viéc khic. C6 th€ vi viéc tao va thi hanh
macro nhU vi€c thu bing va phét 1ai vay. MOi khi thi hanh mOt Macro thi
Excel s& chay tuan tu nhling 1€nh hay thao tdc trong Macro dé vGi tbc d0
nhanh, chinh x4c va cho két qud ngay. Ban van thudng st dung Macro ddy!
Vi du khi ban nhan chult vao mot niit trén thanh cong cu, lic d6 ban da cho
thi hanh mOt Macro hodc khi ban nhan moOt t& hgp phim néng d€ thuc hién
mOt cdng vi€c nao d6 (Ctrl + S d€ luu tai 1iéu) ciing chinh 13 ban di cho thi

hanh mOt Macro.

3.1. Tao Macro

D€ tao mOt Macro, c¢6 hai phudng phdp. N€u ban di c6 ki€n thlc vé
Visual Basic thi ban s€ tao macro bang cach viét cic ngdn ng(t Visual Basic.
Trong pham vi gido trinh nay, xin giGi thi€u v&i cdc ban phudng phip tao

Macro bang cdng cU ¢ san. Cac budc thuc hién d€ tao mot macro:
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- Chon Menu Tools / Macro / Record New Macro.

Macro name:
|Ma|:r|:|1
Shorkcut ke Skare macro in:
Ctrl+|_ |r'-.lew Warkbook -
Description: Personal Macro Warkbook,
e Workbook,

Macro recarded 12/13

Ik | Cancel

Hinh 92. HOp thoai Record Macro

Macro Name: Ban nhdp tén cho Macro bat dau 1a ch{r cdi sau dé
dén chit hodc s6 (Khdng nhap Ti€ng Viét c6 dau, khong cé dau

cach) hodc chdp nhan tén mac dinh Macro #.
Shorcut Key: Gan cho Macro bang tG hgp phim Ctrl + Key (MOt ky

tubatky tr A Z) két thiic chon OK.

Store macro in: Pham vi s& dung cUa macro ban dang tao sUf dung

trong:
0 This Workbook: SU dung cho té€p bang tinh hién tai.

0 Personal Macro Workbook: SU dung cho tat cd cic tép bang

tinh.

0 New workbook: SU dung cho tép bang tinh m&i.

Description: Nhap ndi dung ngdn gon md td vé ndi dung Macro khi
can thiét.

- Nhén OK.

Bat dau tUr ddy, moi thao tic trén bang tinh déu dugc ghi vao ndi dung

cla Macro nén céc thao tic nay can than trong, chinh xdc. Khi thuc hién tao
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Macro xong thi phdi dUng hay két thic cdng vi€c tao Macro. Ban thuc hién

I—l
nhan chudt vao niit Stop Recording B trén thanh cong cU hodc:

- M3 menu Tools / Macro / chon Stop Recording.

A Kni chon tG hgp phim gan cho Macro khdng nén chon cic tG hgp phim da

dugc Windows va Excel thi€t 1ap san.

3.2. Thi hanh Macro

Khi tao 1ap Macro xong, muOn goi thi hanh Macro cdch th( nhat chi
viéc nhan t6 hop phim di gdn cho Macro khi tao Excel s€ tu dOng thi hanh va

dua ra k€t qud. Hodc cach th(r hai thuc hién:
- M& menu Tools / chon Macro / chon ti€p Macros.
+ Name: ChOn tén Macro can thi hanh trong danh séch.
+ Run: Thi hanh Macro da chQn.
+ Cancel: BO thi hanh 1énh trén
+ Edit: Chinh sUra 1ai ndi dung Macro bang ngdn ng(t Visual Basic.
+ Delete: Xo4 n0i dung Macro da chon.

Ban ciing c¢6 th€ gan Macro thanh nit 1€nh trén thanh cong cu gidng nhu

vi€c thém céc niit 1€nh trén thanh cdng cU (xem trong bai mG dau).
IV/ IN BANG TINH

4.1. TRINH BAY TRANG IN

4.1.1. Xem trudc khi in
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Trudc khi in, d€ c¢6 mOt ban in hoan chinh ngay, ban can xem trudc
trang in va c6 th€ thay d6i lai mOt sO thong sO trudc khi in. Ban chi ¢ thé

thuc hién xem tru@c khi in dugc khi mdy in da dugc cai dat.

M& Menu File / chon Print Preview (Hodc nhan chuOt nit [& Print
Preview trén thanh cdng cu). Ban quan sit duQc toan b0 ban tinh clla minh;

n0i dung, hinh thic,. ..

D€ trd 1ai bang tinh, ban chi viéc nhan vao nit Close trén thanh cong
cu.
4.1.2. Thay d6i dinh dang dat trang in

Trudc khi in, ban can phai dinh dang trang in d€ bi€t ban in trén kich
thudc gidy nao? khodng cich tU cdc mép trang gidy in tGi nbi dung ra sao?
Hudng gidy in cho phi hgp v&i ndi dung, ... d€ khi in ra ban c6 mOt ban in
dat mUc thdm mYy cao. Ban hay thuc hién trinh tU cdc thao tic sau:

- M0 menu File / chon Page Setup, xuat hi€n hOp thoai Page Setup.
- Chon céc thong sO chinh cho trang in:

+ Thé Page:
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E a5

Fage lMargins l Header/Fooker l Sheet l

Crrientation Prink |
L Print. ..

Al poraic f Landscape Print Preview |

Scaling opkions.. |

o pdjust ko 100 <3 % normal size

O Fitko: |1 E|: pagels) wide by |1 E|: tall

Paper size: |.ﬁ.4 j

Print guality: |36D dpi ﬂ

First page number: Auko

O | Cancel

Hinh 93. HOp thoai Page Setup

»  OrienTation: Chon hulng in dUng (Portrait) hodc in

ngang trang gidy (Landscape).

»  Scaling: Chon thay d6i ty 1€ khi in ra.

»  Pape Size: Chon kich thudc gidy in.

»  Print Quality: Chat lugng bdn in (PO phan gidi mdy in)
+ Margins: Céc thong sO chinh 1€ trang in

= Left : Lé trai

» Right  :Leé phdi

» Top : Lé trén

» Bottom :Lé dudi
+ Header and Footer: Céc thong sO d€ in tiéu dé dau va cuOi trang.

+ Sheet: Cho phép chon céc thong sO khi in
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» Print Area: Chon lua khoi dt 1i€u can in, mac dinh Ia toan b0 bang

tinh.
» Print Title: Chi ra cOt hodc dong dugc in 1ap 1ai cho céc trang.
» Print: C4c n0i dung tuy chon d€ in ra ciing d{t 1iéu cUa bang.
» Page Order: C4ch ddnh sO trang cUa viing in.
- Nhén OK d€ hoan tat viéc dinh dang trang in.
4.1.3. Pat ngat trang tai mOt dong theo y muén

Chen dau ngat trang tai mot vi tri d€ tUr d6 trd di, tai liéu dugc in sang

trang sau. Ban thuc hién ngat trang bang tay theo thao tic sau:
0 Pat ngat trang bang tay tai mOt vj tri.
- Dat con tro 6 tai vi trf cdn ngat trang;

- MG Menu Insert, chon Page Break, tai diay xudt hién vach ngat

trang.
0 BO dau ngat trang bang tay.
- Pat con tro 6 phia dudi ddu ngat trang bang tay.

- M4 Menu insert, chon Remove Page Break

4.1.4. Trinh bay tiéu dé dau trang va cu0i trang (Header & Footer)
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PéE soan tiéu dé dau trang va cui trang cho bang tinh, ban thuc hién

céc thao tic sau: MG menu View / chon Header and Footer... xudt hi€n hOp

Page Setup El El

Page ] Margins  Header/Fooker l Sheet ]

Prink...
Prink Prewview
Header:
- | ;@m”s' —
-

Custom Header ... | Cuskom Fooker. .. |

Footer:

|{nu:une]l ﬂ

Ok | Cancel

Hinh 94. HOp thoai Header and Footer

thoai:

- Chon mOt ki€u dau trang trong danh sich Header da c6 hodc ban
soan theo yéu cdu riéng cho ban than minh bang cdch nhdn chubt vao nit

Custom Header... d€ xuat hi€n hOp thoai ké ti€p.

To format text: select the text, then choose the Font button,

Ok
Toinsert a page number, date, time, filename, or kab name: pasition the insertion poink 4

in the edit box, then choose the appropriate button,

Zancel
Al #@|la| moe| &g

Left section: ‘Lenter section: Right section;

Bang luong

Hinh 95. HOp thoai Header
Ban hiy soan va dinh dang truc ti€p vio céic vi trf trong hOp thoai. Ban

st dung cdc nit trén hOp thoai: ﬂ d€ dinh dang font, dé€ cheén va dinh
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dang sO trang cho bang tinh, B9 d€ chen ngay thang va gid hién tai cla
hé thOng, alfe] d€ cheén tén t€p bang tinh va tén bang tinh.
- Nhén OK d€ hoan tat viéc soan va dinh dang tiéu dé dau trang.

- Tuong tu nhu d6i vdi tieu dé dau trang, ban thuc hién dé€ soan va

dinh dang cho tiéu dé cubi trang (Footer)

Tao Format text: select the text, then choose the Fonk buttan,
Toinsert a page number, date, time, filename, or tab name: position the insertion poink
in the edit box, then choose the appropriate bukkan, Cancel

i

Al 8|ld| mlel 8ol

Left section: Cenker section: Right seckion:

&[File] & [Date J&[Time]

Hinh 96. HOp thoai Footer
- Nhan vao nit Print Preview d€ xem trudc két qua.

- Nhan OK, két thic viéc trinh bay tidu dé dau trang va culi trang.

A Ban chi thay dudgc tiéu dé dau trang va cudi trang & ch€ d0 Print Preview.

4.2. THU'C HIEN IN.

P& ti€n hanh in an c4c bang tinh sau khi da trinh bay hoan chinh, ban
thuc hién céc thao tic sau day:
- M3 menu File, chon Print (Hodc nhan t6 hop phim Ctrl + P), xudt
hi€én hOp thoai Print (Hinh 94). Khung Printer cho biét c4c thong sO vé& may
in, ban c6 th€ chon mdy d€ in (N€u mdy vi tinh cla ban dudc cai nhi€u may

in).
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Trong khung Print range, ban chOn vung in nhU sau:
All: In toan b0 bang tinh (Worksheet)
Page(s) From ? To ? : In tU trang sO ? t&i trang sO ?

Trong khung Print what, ban chon ndi dung in:

Print

Prinker

Narma: |8 Epson Lo-300 ESC/P 2 | Properties...

Skakus: Idle

Type: Epson LQ-300 ESCIP 2
Where: LPT1:

Camment: [ Print to file

Prink range
i+ all

Mumber of copies: liil
(" Page(s) From: | illu:u: | il

Print what ﬂg ﬂ;' T Collate
(" Selection " Entire workbook, B

{* Active sheet(s)

Copies

Presiew Ok | Zancel

Hinh 97. HOp thoai Print
0 Selection: In viing da Iua chon (Viing da danh ddu cla bang tinh).
0 Entire workbook: In toan b0 t€p bang tinh.
0 Active sheet(s): In bang tinh hién tai.
Khung Copies:
0 HOp chon Number of copies: Chon sO ban can in.

0 HOp ki€m Collate: Chon phudng thic in. Trong truOng hop in tUr
2 ban trd 1én, mbi ban nhi€u trang thi ban nén chon hdp ki€m nay

d€ mdy in thuc hién in tudn tu ttng badn mot.
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Sau khi chon céc thong s6 in xong, nhan chudt vio OK d€ mdy in bat

dau thuc hién

n.

CAU HOI VA BAI TAP CHUONG V

5.1. Hay 1ap bang tinh, st dung cdc ham d€ tinh cho cic cOt con trOng.
BANG LUONG THANG 3/2003

STT Ma ,I:han Ho va tén bon vi Nigay Pl}\u cal,) L\u’o’r:g TOng ti€n
vién cong | doc hai [ ngay cong
1|{N13 Hoang Hai Nam  [Xinghiép 1 26
2|N30 Lé Anh Tuln Xi nghiép 2 25
N10 Nguyén Duy Hing |Xi nghiép 2 24
N22 Hoang Dinh Bich |Xi nghiép 2 26
N43 Luu Thanh TAm  |Xinghiép 1 25
N30 |Lé Hoai Nam Xinghiép3| 23
N32 Bui Duy Hung Xi nghiép 3 24
Bang phy 2 _ Bang phu 1
Mi | Luong mét Ma 10 1 2 3
ngay Phu cap BH| 30000{ 50000] 75000100000
N1 30000
N2 25000
N3 20000
N4 15000

a) Tinh phu cap dOc hai dua vio ky hiéu cudi cing clla Ma nhin vién va

Bang phul. Tinh luOng ngay cong: LuOng ngay cong = Ngay cong * Luong mOt

ngay.

(Luong mét ngay dugc tinh dua vio hai ky tU dau tién cla M4 nhan vién

va Bang phu 2)

- Tinh tOng ti€n: TOng ti€n = Phu cap ddc hai + Luong ngiy cong

b) Loc va ghi két qud sang ving khic: Danh sich nhan vién c6 sO ngay

cong tU 25 ngay tr® 1én va & Xi nghiép 1.

c¢) TU bang tinh trén 1ap bang thOng ké vé tOng sO ti€n phu cap ddc hai

va tOng sO ti€n 1Uong ngay cong theo tlng dOn vi nhU sau:

bon vi

Phu cap ddc
hai

SO nguoi

T6ng Luong ngay cong
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Xinghiép 1
Xinghiép 2
Xinghiép 3

d) Hay vé& d0 thi cOt dua vao k€t qud cla ciu ¢ cOt TOng IUOng ngay

coOng.

5.2. Tao bang tinh sau, dinh dang theo mau:

BANG K HOA PON

TT| Ngay Tlg)g: pi‘;‘l‘n S6 luong| Pon gia | Tri gia | Thué Tti"é';g
1| 02/Jan/2005Hoa [RUQu 680
2| 03/Jan/2005Lan  (Ca phé 590
3| 04/Jan/2005Nam [Banh 170
4 05/Jan/2005Hung [Thudc 280
5| 06/Jan/200580n |[RuGu 550
6| 07/Jan/2005T&n (Ca phé 500
7| 08/Jan/2005Thuy Thubc 400
8 09/Jan/200Loan [Banh 350
9 10/Jan/2005Nam [Thu®c 541
10, 11/Jan/2005Lan  [Bénh 123
11| 12/Jan/2005Hung Rugu 154
12| 13/Jan/2005Loan [Ca phé 125
13| 14/Jan/2005Thuy Banh 123
14| 15/Jan/2005Tan [Thudc 210
15| 16/Jan/2005Loan [RUGu 130
16| 17/Jan/2005Tan [Ca phé 24()
17| 18/Jan/2005Pdng Thubc 230)
18| 19/Jan/2005P6ng [Banh 420
19| 20/Jan/2005Ti€n [Thubc 150
20 21/Jan/2005Hoa [Bénh 160
TONG CONG :

a) Dua vao bang tham chi€u d€ viét don gid theo cdc mat hang.
b) Dinh dang c6t ngay heo th(r tu ting dan.

¢) Tinh tri gid = DOn gid * s6 lugng

d) Dua vao bang tham chi€u d€ tinh thué€ theo cic mat hang.

e) Tinh tGng tién = Tri gid + Ti€n thué.
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f) Tinh tOng cOng cho cic cOt.

g) V& bi€u d0 hién thi tOng ti€n thu dugc cla tUng mat hang.

BANG THAM CHIEU
Tén hang Gia Thué
Rugu 30) 20%
Thubc¢ 20 5%
Ca phé 10 2%
Bénh 5 15%

5.3. Cho bang tinh sau day:
TONG HOP PHAN LOAI KHACH HANG VA HANG HOA

Tén . o o .
STT| Hodém | cha | 2% | Mat | SO ) Don |, | Thanh Con ng
T ... | chl | hang (luong| gia tieén j
daily
Ha
[Tran Vin Hung NO6i [Tivi 10 $ 1,000
Ha
2Nguyén Vin (Quang [NOi [Cassette 20 $ 700
3Duong Vin [Thinh [Ha Tay[TU lanh 25 $ 200
Ha
4p6 Thu Hang [NOi [Ti vi 15 $ 1,500
Ha
SNguyén Bich Nguyé&t[NOi [Cassette 30) $ 2,500
GTran Vin  [Thang [Ha Tay[Tu lanh| 20 $ 1,000
Ha
71L& Thu Hang [NOi [Tivi 25 $ 5,000
Ha
8Nguyén Ki€ulAnh [NOi [Cassette 35 $ 5,000
9o Hai Long [Ha Tay[TUlanh| 40 $ 2,000
Ha
10Trdn Vin  [Thanh [NOi  [Tivi 15 $ 500
Ha
11Lam BUc Hai [NOi |[Cassette 20 $ 1,000
12Ha Quéc  |[Viét [HaTayTGlanh 15 $ 500
Ha
13L& Vin Tuan [NOi [Tivi 40) $ 2,000
Ha
14Ducng Vin Nam [NOi [Cassette 15 $ 1,000
1506 Tudn  [Vin  |Ha TayTG lanh| 30 $ 5,000
BANG GIA
Tivi |TUlanh|Cassette
Gia $ 200 $ 150 $70
Thu
e 3% 2% 1%
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Thuc hién cdc yéu cau:
a) Tao bang sO liéu trén, dinh dang theo mau
b) Dua vao bang tham chi€u d€ tinh don gi4, thué.
¢) Tinh Thanh tién = SO lugng * Pon gi4 + Tién thué.
d) Tinh con nQ = Thanh tién - Trd trudc.
e) Sap x€p theo th( ty ting dan cla cbt "Tén", cOt "Qué quan", cOt "Mat
hang".
f) LOc c4c dai Iy ra riéng tlng tinh.
g) Tinh TGng tién theo nhém cic mat hang.
h) Lap bang tGng k&t bi€u thi doanh thu, SO 1ugng, Thué cla tUng mat
hang.
i) Dua vao bang tOng két, vé bi€u do bi€u dién doanh thu cdc mat hang.
5.4. Nh@p va trinh bay bang tinh, sau do thuc hién cdc yéu cau:
a) Pién cOt Tén CLB theo th( tu' th( 2 va th( 3 clla Ma CLB va tra trong
bdng Mi cau lac b0. Dién tén nudc theo ky tu dau.
b) Tinh gi4 vé: Ky tu cudi clla ma CLB cho biét th& hang trong chau luc.
Né€u la hang 1 thi gidm 5% gid vé, ngugc 1ai ting 5% gia vé.
¢) Tinh doanh s = SO Iugng CBV * Gid vé
d) bién vao cOt 14, 16 theo quy dinh n€u 12 13i thi thod man:
+ CLB hang 1 phai ¢6 DT > 900000 USD
+ CLB hang 2 phdi c6 DT > 600000 USD
ngoai ra 12 10.
e) Pinh dang cOt gid vé va doanh thu theo dang tién t&, cé don vi la
“USD”; vi du: 10 USD.
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f) Sap x€p bang tinh theo sO lugng CPV gidm dan, néu tring thi theo

th(r tU ting dan cUa ma CLB

BANG MA NUOC
MaTén nuGclyGDUcSTay
B NhaPB0 Pao
NhaFPhidpEAnh

MA CAU LAC BO
MaTén CLBGia
véMUManchaster1 0PSParis
SG12REReal
Madrit10BIBenfica7ACAc
Milan12BABarcelonalOBMB
Munich10
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BAO CAO TINH HINH DOANH THU CAC CLB TRONG NAM

STT |Ma CLB| Tén CLB Tén Nudc |SL CPV| Giavé |Doanh thu| Lii-LO
1 |IAC1 80000
2 |EMU2 60000
3 |FPS2 50000
4 |SBA1 100000
5 |SRE1 80000
6 |GBM2 70000
7 |PBI2 40000
BANG THONG KE
Hang | Téng Doanh Thu | TAng s& d6i
1
2
g) Tinh bang thOng keé.
h) V& bi€u d6 dang cOt bi€u thi s6 c& dOng vién va doanh thu cUa tlng
CLB.
BAI TAP ON TAP

Bai sO 1: Nh@p va trinh bay bang tinh, sau dé thuc hién cdc yéu cau sau:

a) Tinh dinh mUc: SO m&i — SO cii. Néu két qud nhO hon hay bang gid
tri tra trong bang dinh mUc thi k€t qud chinh 14 s6 d6, ngugc lai sé& 13y so
dinh mUc trong bang.

b) Tinh vugt dinh mUc: Lay S6 mGi — SO cii — Trong dinh mUc, n€u 4m
thi 18y 0.

¢) Tinh ti€n trong dinh mUc: SO trong dinh mUc * gi4 cho trong bang gi4.

d) Tinh tién vuot dinh mUc: SO vugt dinh mUc * gid phat 1a gid cao gap
doi so v@i gid binh thuGng.

e) Tinh ti€n phai trd: Ti€n trong dinh mUc + Tién ngoai dinh mUc).

f) Trich danh sdch nhing loai hd vuot dinh muc.

g) Soan tiéu dé dau trang gOm ho tén, ngay lam bai, tiéu dé cudi trang c6
danh sO trang cUa bang tinh.

h) Ghi thanh t€p bang tinh vGi tén ONTAP_EX1.XIs
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BANG CHI TIET TIEN PIEN

A o . ~|Loai|.. _|.. .| Trong | Vuot [Ti€n trongTi€n ngoai D
Pien k€ Chu ho hé SO ¢SO mOi P.Mue | B.Mbe | B.Mte | B.Mire Phai tra
DKO001 CQ-A| 210 280
DKO002 NN-D| 220 330
DKO003 CB-A | 270 300
DKO004 CB-C | 270 350
DKO005 CQ-A| 300 340
DKO006 CB-E | 280 330
DKO007 CB-C| 210 340
DKO008 CN-D| 230 350
DKO009 NN-D| 260 320
DKO10 CN-E | 270 340

Bang dinh muc Bang gia dién
CQCBCNKDNNAS5040206030B6 ABCDECQ3040455570CB152
040508060C7055709585D756595 5255050CN1224205040KD356

12090E857011015095 0708090NN1020154535

Bai sO 2: Nh@p va trinh bay bang tinh, sau dé thuc hién cdc yéu cau sau:

a) DUa vao bang don gid d€ dién cOt Tén hang theo cOt Mi hang.

b) Pon gid phu thubc vao Ma hang va ban trong thdng nao thi tinh gia
cUa thang d6 dua vao bang don gia.

¢) Ti€n gidm: néu mua sO Iugng > 100 thi dugc 5% trén sO 1UQng mua.

d) Thanh tién = SO luong * Pon gid - Ti€n gidm.

e) Tinh c4c yéu cau trong bang thOng ké.

f) Tinh tOng s 1UOng xi ming ban trong thang 1.

g) V& d0 thj dang Pie bi€u thj doanh thu cla tUng mat hang.

h) Ghi thanh t€p bang tinh vGi tén ONTAP_EX2.XIs
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BANG THEO DOI CHI TIET BAN HANG

STT |Ma hang|Tén hang| Ngay ban |[D° [UOng| Pon | Tien 1., . tién
(kg) gia giam
1 F 15/01/2005] 50
2 C 10/02/2005] 100
3 X 20/04/2005] 200
4 F 30/03/2005| 20
5 C 20/04/2005] 50
6 A 10/02/2005] 30
7 X 15/01/2005] 50
BANG DON GIA
Ma . Pon gia mOi thang (ddng/1kg)
hang |Lo" hang— 2 3 4
F [S&t 5000 5500 5000 | 5500
A |[Nhom 7000 8000 9000 | 9000
C |Pong 3000 300 3500 | 4000
X |[Ximing | 8000 8500 9000 | 10000
BANG THONG KE
Thang 1 2 3 4

TOng thanh ti€n

1

Téng s6 luong clla mat hang xi ming ban trong thang

Bai sO 3: Nh@p va trinh bay bang tinh, sau dé thuc hién cdc yéu c@u sau:

a) Tén hang: Dua vao 2 ky tU dau clla ma hang, tra trong bang phu, néu

ky tu th(r 3, 4 1a NS tl’c Nguyét san, NB tlic nhat bdo. Vi du: TTNS tlc Tubi

tré Nguyét san.

b) Pon gid: Dua vao hai ky tu dau va ky tu 3, 4 d€ tra trong bang phu

¢) S6 1ugng: Néu hai ky tu cudi tUr 01 d€n 03 thi 100, 04 dén 05 thi 50

d) Thanh tién: Néu s6 lugng bang 100 thi gidm 5% gia 1am tron dén hang

nghin.

e) LOc ra cdc mau tin c6 lién quan dén bdo Tudi tré. Dua vio bang loc

trén, v& bi€u do bi€u dién “thanh ti€én” cUa cdc loai bdo TuOi tré.

f) Tinh tOng thanh tién tU ngay 5 dén ngay 12.
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CUA HANG SACH BAO TONG HOP

STT | Ma Hang | Tén Hang | Ngay Giao | Pon Gia S6  |Thanh Tién
Luong
1 |TNNSO1 05/01/05
2 |TNNBO05 07/01/05
3 |CANBO3 07/01/05
4 |[PNNBO04 08/01/05
5 |TTNS02 12/01/05
6 |CANSO1 12/01/05
7 |PNNBO3 15/01/05
8 |TTNBO2 17/01/05
BANG PHU
27 Ki tu dau TG Gia Bao
cUa M3 hang Nhat Bao [Nguyét San
TT TuOi tré 2000 3500
TN Thanh nién 1500 3500
PN Phu nit 2000 5000
CA Cong an 1300 2800

Bai sO 4: Nh@p va trinh bay bang tinh, sau dé thuc hién cdc yéu cu:

a) Pi€n vao cOt nganh theo yéu cau:

Né€u ky tu ddu cla ma s6 bang T thi 13 nganh Toan.

Né€u ky tu dau cUa ma sO bang L thi 14 nganh Ly.

Néu ky tu ddu cla ma s6 bang H thi 12 nganh Hoa.

b) T6ng cOng: Thi nganh nao thi moén d6 dugc tinh hé sb 2, sau d6 cOng
vGi di€ém cdc mon con 1ai. Néu b thi mon nao thi xem nhu diém mén dé6
bang 0.

c¢) K&t qua: Hoc sinh ndo c6 di€m tGng cOng bang di€m chudn trd lén
thi “P06”, nguoc 1ai “HOng”. (Thi sinh d6 phdi khong c6 di€m mdn nio bang
0).

d) Ghi chd: Hoc sinh nao d6 v6i s6 diém 16n hon diém chudn 4 diém
sé& dugc ghi chi “Cé HB”.

e) Tinh t&ng s6 hoc sinh d6 va téng s6 hoc sinh hong.

f) Tinh bang thOng ké tuyén sinh.

Trang 164



) Sap x€p theo th(r tu diém tEng cOng gidm dan.
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KET QUA TUYEN SINH

i Piém Téng Két

MasO| Ho vatén Nganh [1.25 Ly | Hoa R ] Ghi cha
cong qua
TOO1 |Lé Anh 10| 9
L102 |Tran Binh 8 | 9| 7
H111 |Lé Tuan 9 | 51| 6
H102 |Tran Nghia 9 9
L007 [Ly Huong 7 17| 7
L205 |Hoang Lan 8 9
T102 |Vi Trong 7 8 8
PIEM CHUAN BANG THONG KE TUYEN SINH

Toan29L§28H6a27
SO thi sinh d6:SO thi sinh hOng:TOng
sO thi sinh:

Bai sO 5: Nh@p va trinh bay bang tinh, sau dé thuc hién cdc yéu cu:
a) Pién vao cOt Tén SP theo ky tu' cudi clla Ma SP tra trong bang ma.
b) Tinh cOt tri gia bi€t: Tri gid = Tri gia VL1 + Tri gid VL2 + Tri gia VL3.
Trong do:
+ Tri gid VL1 = SLVLI1 * VLI1.
+ Tri gid VL2 = SLVL2 * VL2.
+ Tri gia VL3 = SLVL3 * VL3.
Ky tu th(r 3, 4, 5 clla ma SP cho bié€t loai tuong Ung clia VL1, VL2, VL3.
Vi du: Ma SP132 c6 nghia san ph§m duogc 1am tur VL1 loai 1, VL2 loai 3
va VL3 1a loai 2.
c¢) Pinh dang c0t gi4 tri c6 don vi 1a “dOng”.
d) Loc ra c4c sdn phdm c6 VLI 1a loai 2.
e) Sap x€p cic thong tin theo th(r tU gidm dan cUa ma SP.

f) V& bi€u d6 dang cOt bi€u dién cOt “Trj gid” cUa cdc sdn pham.
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CHI PHI NGUYEN VAT LIEU

STT| MaSP | TenSP [SLVLI|SLVL2|SLVL3| Trigid

1 | SP121X 100 60 8

2 | SP232T 20 30 9

3 | SP311X 30 10 6

4 | SP223G 10 20 7

5 | SP122G 40 10 5

6 | SP312T 20 50 10

BANG MA BANG GIA VAT LIEU
Ky tU cudiTén sdn LoaiVL1VL2VL31100501002503050320
phamXXa phongTBOt 2040
tayGBOt giat

Excel 2000
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PHU LUC I: PHIM TAT DUNG TRONG MICROSOFT EXCEL

SU dung phim tat, ban s€ thao tic trén mdy tinh mOt cich nhanh, tiét

kiém dugc thoi gian va tién cla. D€ giip ban cdng viéc nay, Excel dua ra

mot s6 phim tat d€ ban st dung:

T hop phim Cong dung
DUNG TRONG GIAO DIEN EXCEL
Alt + Tab Chuyén gilta cic chuong trinh dang dugc md
Alt + Shift + Tab Chuyén vé chuong trinh d3 m& trudc d6é
Ctrl + Esc M3 Menu Start
Ctrl + F4 DPéng clra s6 Excel
Ctrl + F5 Thu nhd kich thudc clra s6 bang tinh
Ctrl + F10 Phéng to cUra sG bang tinh toan man hinh
Ctrl + F7 Chon va di chuy€n bang tinh sang bang tinh khac
Ctrl + F8 Cuing v6i phim mi tén di\chuyé’ln d€ di chuyén tro 6 vé céc vi
tri dau, cudi hang hodc dau, culi cOt.
Ctrl + F9 Thu nhd c(ra sG bang tinh thanh bi€u tugng.
Ctrl + W Péng clra s6 bang tinh hién tai
DUNG CHO MENU VA THANH CONG CU
Ctrl + Shift + F10 ChoOn trén thanh menu (Nhu phim Alt)
Tab hoac Di chuyén qua lai gi(ta cic menu
Enter hoac M@ menu hién tai
Esc Tat menu dang m& hodc huy bo thao tic vira thuc hién
Tab hoac Di chuy€n qua lai gilra c4c 1énh trong menu dang m&
Enter hoac Déng hoac m& menu con
Ctrl + MG toan bd menu x0 xubng
Enter Thi hanh 1énh dang chon
Ctrl + Tab Di chuyé&n gilra thanh menu va cdc thanh cong cu
Ctrl + Shift + Tab Di chuyén vé thanh menu hodc thanh cong cu trén d6
Shift + F10 MG menu cUa cla sG Excel hodc g0i menu tat (NhU nhan
chudt phai)

Shift + Spacebar MG menu cUa cUa sO Excel hodc chon m6t hang cUa bang tinh
Home V& menu dau, 6 ddu hang hodc tam gidc culi thanh cong cu
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End Chon menu hay nit 1énh cuGi thanh céng cu

TRONG MENU X0 XUONG
Ctrl + N M@ tép bang tinh m&i
Ctrl + O MG t€p bang tinh di c6 trén dia (MG hOp thoai Open)
Alt+F +C Déng clra sG bang tinh
Ctrl + S Thuc hi€n 1uu vao bang tinh hién tai (Lénh Save)
Alt +F + A Luu vao bang tinh m&i (M& hp thoai Save As)
Alt+F +B Thuc hién Web page Preview
Alt+F + G Luu vao trang Web (M@ hdp thoai Save As Web page)
Alt+F+H Thuc hién tim ki€m (Seach)
Alt+F +U Thutc hi€n 1€nh Page Setup
Alt+F+T M3 menu con cUa Print Area
Alt+F + W Thutc hi€én 1énh Save Workspace

LENH PRINT AREA
Alt+F +T,S Thuc hién 1énh Set Print Area
Alt+F + T,C Thuc hién 1énh Clear Print Area
Alt+F+V Thuc hién 1énh Print Preview
Ctrl + P Thutc hi€n 1énh Print
Alt+F +1 Thutc hi€n 1énh Properties
Alt+F + X Thyc hién 1énh Exit
MENU EDIT
Ctrl + C Thutc hién Copy vao bd nhd dém
Ctrl +V Thuc hi€én ddn tU b0 nhd dém vao vi trf con tré &
Ctrl + X Thuc hién cat (Cut) vao bd nhG dém
Ctrl+Y Thuc hién 1énh Redo
Ctrl + Z Thuc hién 1énh Undo
Alt+E +S Thuc hi€én goi hOp thoai Paste Special (Dadn dac biét)
Alt+E+H Thutc hi€n 1énh Paste As Hyperlink
Alt+E +1 M3 nenu con cUa 1énh Fill
CAC LENH CON CUA LENH FILL

Ctrl + D Thutc hién copy d{ li€u tUr 6 phia trén vao 6 hién tai
Ctrl + R Thutc hi€én copy d{ li€u tUr 6 phia bén trdi vao 6 hién tai
Alt+E+1 U Thutc hi€n copy d li€u tUr 6 phia dudi 1én 6 hién tai
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Alt+E+LL Thutc hi€én copy d li€u tlr 6 phia bén phdi vao 6 hién tai
Alt+E+1 A Thuc hién 1énh Across Worksheets
Alt+E+1,] Thyc hién 1&nh Justify
Alt+E+1L S Thuc hién Series
Alt+E + AA Thuc hién Clear All (Xo4 tat cd)
Alt+E + A,C Thutc hi€én Containts Del (Xo4 ndi dung)
Alt + E + AJF Thutc hién Clear Format (Xo4 dinh dang)
Alt + E + AM Thuc hién Clear Comments (Xo4 chu thich)
Alt+E+D Thutc hi€n xo4d d{r li€u trong 6
Alt+E + L Thutc hi€én xo04 d{ li€u trong bang tinh
Alt+ E+M Thuc hién sao chép hodc di chuy€n bang tinh (Sheet)
Ctrl + F (Hoac Shift + F5) | Tim ki€m (Find)
Ctrl + H Tim ki€m va thay thé€ (Replace)
Ctrl + G hoac F5 Di chuy€n nhanh (Goto)
Alt +E + K Thuc hién lién k&t (Links)
Alt+E+0O Thutc hi€n 1énh Object
MENU VIEW

Alt+V +C Thuc hi€én 1énh Comment
Alt+V +F Hién thi / an thanh cong thlc
Alt+V +H Thuc hién 1énh Header and Footer
Alt+V +K Thuc hién 1énh Task Pane
Alt+V +N Thuc hién 1énh Normal
Alt+V +P Thutc hi€n 1énh Page Break preview
Alt+V +S Hién thi / n thanh trang thdi (Status bar)
Alt+V +T M@ menu ch(a céc thanh cong cu
Alt+V +U Thuc hién 1énh Full Screen
Alt+V +V Thuc hién 1énh Custom Views
Alt+V +7Z Thuc hién 1énh Zoom

TRONG MENU INSERT
Alt+1+B Thuc hién 1€nh chén sO trang (Page Break)
Alt+1+C Thuc hién 1énh cheén cOt (Columns)
Alt+I+E Thuc hién 1énh chen 6 (Cells)
Alt+I1+F Thuc hién 1énh goi ham mau (Function)
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Alt+I1+H Thuc hién 1énh chén bi€u d6 (Chart)
Alt+1+N M& menu con cUa 1énh Name
Alt+I+R Thutc hi€n 1énh chén thém hang (Rows)
Alt+1+S Thuc hién 1€nh chén biéu tugng (Symbol)
Alt+1+W Thutc hi€n 1énh chén thém bang tinh (WorkSheet)
TRONG MENU FORMAT
Ctrl + F1 M@ hOp thoai Format Cells
Alt+ O +R M& menu con cUa 1énh Row
Alt+ 0 +C M3 menu con cUa 1énh Column
Alt+ O +H M®& menu con cUa 1énh Sheet
Alt+ O + A Thuc hién 1énh AutoFormat
Alt+O0+D Thutc hi€én 1énh Conditional Formating
Alt+ O +S Thutc hi€n 1€nh Style
TRONG MENU TOOLS
Alt+T+B Thuc hi€én 1énh Tools on the Web
Alt+T+E Thutc hi€n 1énh Scenarios
Alt+T+ G Thuc hi€én 1énh Goal Seek
Alt+T+H M@ menu con cUa 1€énh Speech
Alt+T+K Thutc hi€n 1énh Error Checking
Alt+T+N M3 menu con cUa 1é€nh Online Collaboration
Alt+T +P M& menu con cUa 1énh Protection
Alt+T+R Thuc hi€én 1énh Share Workbook
Alt+T+T M@ menu con cUa 1énh Track Change
Alt+T+U M3 menu con cUa 1énh Formula Auditing
Alt+T+M M@ menu con cUa 1énh Macro
Alt+ T+ W Thutc hi€n 1énh Compare and Merge Workbook
TRONG MENU DATA
Alt+D +B Thuc hi€n 1énh Subtotals
Alt+D +E Thuc hi€én 1énh Text to Column
Alt+D +F M@ menu con cUa lénh Filter
Alt+D +G M3 menu con cUa 1énh Group and Outline
Alt+D +L Thuc hi€én 1énh Validation
Alt+D +N Thuc hién 1énh Consolidate
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Alt+D+0 Thuc hi€n 1énh Form
Alt+D + S Thuc hién 1énh Sort
Alt+D+T Thuc hién 1énh table

TRONG MENU WINDOW
Alt+ W + A Thutc hi€én 1énh Arrange
Alt + W+ F Thuc hi€n 1énh Freeze Panes
Alt+ W + H Thuc hién 1énh Hide
Alt + W+ N Thuc hién 1énh New Window
Alt+ W + S Thutc hi€n 1€nh Split
Alt+ W +U Thuc hién 1énh UnHide

TRONG MENU HELP

F1 M@ hOp thoai Help
Shift + F1 S dung 1énh What’s this?
Alt+H+ A Thuc hién 1énh About Microsoft Excel
Alt+H+L Thutc hi€n 1énh Lotus 1-2-3 Help
Alt+H+O Thuc hi€én 1énh Show the Office Assistant
Alt+H +R Thuc hi€n 1énh Detect and Repair
Alt+H+V Thuc hi€én 1énh Activate Product
Alt+ H+ W Thuc hién 1é€nh Office on the Web
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PHU LUC II: MOT SO THUAT NGU TIENG ANH

Sau day 12 mOt sO thuat ng(t ti€ng Anh thuOng gdp khi cic ban s dung

chuong trinh Ung dung Microsoft Excel, gidi thi€u cuing cic ban d€ tham

2

khao.

Tén thuat ng Nghia

Background Mau nén. C6 thé€ 1a mau nén trang vin ban, mau nén cla slide hodc
mau nén cla mOt dGi tugng nao dé

Bar Thanh cong cu

Border Khung vién cUa trang vin ban hodc cdc dudng trén mOt bang (Table)

Bullet Dau dau dong dau tién mOt doan vin ban

Chacracter Ky tu

Collumn COt dirliéu

Copy Thao tdc sao chép ndi dung thdng tin dang dugc chon vao b0 nhG dém
Clipboard

Cut Thao tdc sao chép n0i dung thong tin dang dugc chon vao bd nhé dém
Clipboard dOng thOi x04 b cdc thong tin dang chon

Format Dinh dang thong tin trén bang tinh

Footer Tiéu dé cudi trang vin ban

Formula Cong thirc

Header Tiéu dé dau cUa trang vin ban

Line bu0ng, nét vé

Notes L0i chi gidi, chd thich

Number D(rliéu dang sO

Page Trang tai li€u

Page setup Pinh dang trang gidy d€ in an

Paste Thao tac dan dt li€u tU b nhd dém ra vi tri dang chon trén tai li€u

Picture Tranh, hinh dnh

Print Lénh in

Print preview

Thao tac xem n0i dung tai li€u trudc khi in

Save Luu ndi dung tai liéu dang m& vio trong 6 dia

Save as Luu nOi dung tai liéu dang m& vao trong 6 dia v&i tén t&€p bang tinh
khac

Select Thao tac 1uta chon céc thong tin trén bang tinh
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Text

Vin ban, d{f li€u bao gbm cic ky tu.
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