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Bai 1

Bai 1 Microsoft Excel

Muc tiéu bai hoc
Bai hoc gidi thiéu v0i hoc vién vé chuong trinh Microsoft Office Excel bao gdm
céc van dé

® Chuong trinh Excel

® Pac diém cac phién ban

® Giao dién cla chudng trinh

Microsoftl] Office Excell 2003

viet.pv@hotmail.com


mailto:pv@hotmail.com

Bai 1

Chu dé A
Chuong trinh bang tinh

Chuong trinh bang tinh — spreadsheet program

Spreadsheet 1a mOt bang thong tin, thudng la cic thong tin vé tai chinh. “Spread”
bat nguon tUr viéc mé ta céc thong tin trén cac cOt bao hay tap chi dugc trai rOng
trén hai trang lién ké. TU két hgp “spread-sheet” mo ta viéc thé hién théng tin v0i
céc cOt thong tin la cdc nhdm d(t liéu tuong tu nhau.
MOt chuong trinh bang tinh 1a m6t chuong trinh st dung dé t6 chlc, phan tich
drliéu. Trong d6 dit liéu dugc t6 chiic theo cac dong, cOt; vi cau trdc trdi rong,
rat phi hop véi cac bang 1uong, bang thong tin tai chinh cd 16n.

Bang tinh

Bang tinh c6 thé coi la mOt mau biéu st dung dé€ dién céac thong tin dang s0,
chil, cac ky hiéu v.v.. Tat cd cac bang tinh déu c6 dang ludi bao gdm cac cOt va
dong. Giao gilta cOt va dong tao ra 6, la thanh phan st dung dé luu trr dit liéu.
Trong bang tinh Excel, thong thuOng, cOt hién thi theo chiu doc va co tén dudi
dang chit cai, hang hién thi theo chiéu ngang va c6 tén theo dang s0.

Column
7
Row
\ s
Cell
06!t ng MO ta
Column La cac cOt dit liéu trén bang tinh Excel

Bai 1 Mlcrosoft Excel
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06!t ng MO ta

Row La cac dong dit liéu trén bang tinh

Cell La 6 bang tinh, hinh thanh béi giao gilta dong va cOt
Chi déB

Excel

MOt trong cc chuong trinh bang tinh rat ph bién tai Viét Nam |a Excel — chuong
trinh ho trg ngudi st dung luu trlt va 1am viéc véi dit liéu. Trong 1an dau lam viéc
v0i Excel, ban c6 thé chua quen v0i cung cach lam viéc cla chuong trinh. Phan bai
hoc nay sé trang bi cho ban cac kién thirc chl yéu dé lam viéc v6i chuong trinh
Excel.
C6 thé ban cho rang budc di nay khong quan trong 1dm. Nhung hdy th(r tuéng
tuong 1an dau tién ban nhan cong viéc clia minh. Sé that khd khin khi ban bat tay
ngay vao cong viéc ma chua hiéu vé méi trudng lam viéc cla minh. Thém mot
chdt kién nhan trong phan bai nay, ban sé c¢6 nhitng budc tién nhanh trong cic phan
bai sau.

Céac phién ban Excel

Chuong trinh Excel ¢6 nhiéu phién bdn. Cac phién ban quen thudc vGi ngudi st
dung may tinh tai Viét Nam thuOng la

® Microsoft® Excel® 6.0

Microsoft® Excel® 95

Microsoft® Excel® 97

Microsoft® Excel® 2000

Microsoft® Excel® 2002 (con goi la Microsoft® Excel® XP)

®@ @ @ @ @

Microsoft® Office Excel® 2003

Giao dién chuong trinh

Khi ban m& chuong trinh Excel, sé ¢6 hai phan clfa s0 hién ra trong m6t c(ta s6 16n
chinh. Clta s6 16n bén ngoai la clta s6 chinh cla Ung dung, va clta s6 trong I clra
s6 bang tinh.

Clta s Umg dung thudng rOng tran man hinh, 1a noi dé nguoi st dung lam viéc voi
Ung dung Excel. Clra s tap tin 1am viéc nam trong clfa sG chinh va hién thi n6i
dung lam viéc véi dit liéu.

Microsoftl] Office Excell 2003

viet.pv@hotmail.com


mailto:pv@hotmail.com

Name Box Active Cell Formula bar

i~/

s

. Y
Sunp Sun os end

—~—

Clra s6 Workbook Worksheet tab

Thénh phtn

Tt nghia

Clta s6 (ng dung
CUa s6 Workbook
Name Box

Active Cell
Formula bar

Worksheet tab

Clra sO cUa chuong trinh (g dung Excel

CUta s6 cla phan bang ban dang lam viéc

HOp tén 6 dang lam viéc hay tén clla nhém 6 lam viéc
O dang lam viéc

Thanh cong cu nhap d{f liéu, cong thic...

Céc nt 1at trang bang tinh — sheet

Lam viéc v6i Excel, ban can chd y cach goi tén 6 trong Umg dung

Phan cla s@ trén cling ¢6 cac chf cai thé hién cho tén cOt, phan doc clta s6 bén trai
thé hién tén cla cic dong d{f liéu. Tén dong thudng dugc dat bdi cac so.

Céch danh tén cOt ti A dén Z, sau d6 tiép tuc két hop AA, AB cho t6i IV. Cac cOt
dugc danh sO tudn tu tir 1 dén 65536. SO lugng Worksheet trong Excel ¢6 thé 1én

t0i 255 sheet khac nhau.

Bai 1 Mlcrosoft Excel
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Bai 2

Bai 2 Thao tac voi Excel

Muc tiéu bai hoc
Trong phan trudc, ban da biét vé chuong trinh bang tinh Excel. Phan bai nay sé
huéng dan ban cach thao tic v6i chuong trinh bang tinh nay, bao gém

® Céch lam viéc v6i dir liéu

® Céch di chuyén trong chuong trinh bang tinh Excel

® Nang cao hiéu qud khi nhap dit liéu theo quy luat



Chu dé A

Di chuyén va cac thao tac bd trg

Pé c6 thé tao mdt bang dit liéu, doi lic ban can tdi cc thao tac sao cho viéc
di chuyén dugc nhanh chéng va hiéu quad hon so véi cac thao tac di chuyén
théng thudng.

P& chuyén vi tri sang 0 ké tiép

Ban st dung céc nGt mi tén trén ban phim

Phim m! tén Churc nang

A -Lén Néu vi tri 6 ban dang ding (active cell) khong phai
o thuOc hang trén cling trong bang tinh, thao tac
nay sé chuyén lua chon tlr 6 hién tai sang 6 ngay
phia trén.

C - Xubng Néu vi tri 6 ban dang ding (active cell) khong phai
o thulc hang dudi cung trong bang tinh, thao tac
nay sé chuyén lua chon tir 6 hién tai sang 6
ngay phia dudi.

E - Phai Néu vi tri 6 ban dang dUmg (active cell) khong phai
6 thudc cOt dau tién tinh tU bén trai trong bang
tinh, thao tic nay sé chuyén lua chon ti 6 hién tai
sang 6 ngay bén tréai.

N - Tréai Néu vi tri 6 ban dang ding (active cell) khong phai
6 thuQc cOt dau tién tinh tU bén phai trong bang
tinh, thao tac nay sé chuyén lua chon tir 6 hién tai
sang 0 ngay bén phai.

D& chuyén vi tri téi mot 0 bat ky

Ban c6 thé st dung cac phim miii tén d€ di chuyén t¢i mot 6 bat ky.

Hodc sU dung chudt d€ di chuyén trang man hinh, sau dé kich chon vao 6 ban
muOn chuyén tdi.

Di chuyén Ién xudng moét trang man hinh nhin thdy dugc

Ban st dung phim PageUp va PageDown, trong d6 PageUp la chuyén 1én mot
trang nhin thdy dugc, PageDown la chuyén xuéng mot trang nhin thdy dugc. Ban
hay xem hai hinh duéi day:

Bai 2 Thao téc v ! Excel
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Hinh 2-2 Di chuyén trang doc (b)

Hinh 1 cho thay ban nhin dugc cé4c 6 tif dong 1 dén dong 33. Khi nhan phim
PageDown, dong trén clng cUa man hinh sé 1a 34, 1a dong khong nhin thdy dugc
trong hinh mot.

Di chuyén ngang mét trang man hinh nhin thdy dugc
DE di chuyén ngang mot trang man hinh nhin thdy dugc, ban thuc hién tuong tu
thao tac clia phan di chuyén doc mt trang man hinh nhin thdy dugc. C6 nghia la
st dung phim PageUp va PageDown. Tuy nhién trong qua trinh st dung hai phim
ndy, ban can nhan thém phim Alt.
Thao tac day du
1. Nhén va gilt nguyén phim Alt
Microsoftd Office Excell 2003
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2. Nhéan phim PageUp hodc PageDown ting 1an hodc gilt nguyén dén
khi dat dugc két qua ban mubn.

3. Tha phim Alt

Di chuyén gilra cac sheet

Ban thuc hién thao tac tuong tu thao tic di chuyén ngang man hinh. Tuy nhién,
thay vi st dung phim Alt, ban hdy st dung phim Cirl

Dé& di chuyén gilra cac sheet
1. Nhén phim Ctrl trén ban phim
2. Nhén phim PageUp hodc PageDown d€ di chuyén
3. Tha phim Ctrl khi di chuyén xong.

Di chuyén khOng tuang tac (chi thao tac vGi chubt)
Thao téc di chuyén khéng can tuong tac, cd nghfa la ngudi st dung khéng can phai
kich chudt hay st dung ban phim nhung van di chuyén dugc man hinh. Gan tuong
tUf nhu mOt béng truyén, cac thong tin sé 1an 1ugt chuyén qua man hinh.
PE& di chuyé&n dé&i v4i chudt 2 nat va mot banh xe

1. Nhan nGt banh xe tU trén xudng (thao tac nhu kich chudt tri hodc

phai)

2. Trén man hinh sé xuat hién mot bi€u tugng ngay tai vi tri con trd

chuOt.

3. Dichuyén tir tir trd chudt 1én/xubng/phai/trai tuy theo huéng ban
muOn di chuyén, khi d6 man hinh sé di chuyén theo.
2 Luu Y rang téc dO di chuyén nhanh hay chdm phu thudc vao vi
tri tvong doi cla con chudt va biéu tugng trén man hinh.
4. Khi di chuyén ti vi tri ban can, c6 th€ nhan nit banh xe 14n hodc
nhdn m6t nit chudt bat ky dé trd vé trang thai binh thudng.




PE di chuyé&n dé&i v46i chudt dac biét

MOt s6 chudt (thudng l1a chudt cd 4 nit), ban sé khéng nhan dugc tir trén xubng doi
vi nit banh xe. Khi d6, ban c6 thé th(r s dung nit ddc biét — khac véi n(t tréi
hodc phadi chudt.

Phoéng tolthu nho

Phdng to hodc thu nhd man hinh 1a mot thao tac b6 trg rat hitu ich, dac biét khi ban
lam viéc trén mOt bang tinh 16n. DAy la thao tac d0c 1ap, s& dung khi ban mudn
xem toan b0 b0 cuc cla bang tinh Excel, dong thoi cling Ia thao tac ho trg rat
t6t khi ban mubn di chuyén nhanh chéng gilta cac phén trong bang tinh cla
minh.

DE thuc hién thao tac phéng to/thu nho

SU dung menu
1. Trén menu, chon View »Zoom.
2. Trong clta s6 Zoom, chon ty 1& ban mu6n
3. Chon OK dé xac lap

SU dung thanh cong cu

1. Trén thanh c6ng cu Standard, chon nit Zoom

R|CIETRa!

2. Chon ty 1 phong to/thu nhd ban mudn

3. Néu muln xac dinh mot ty 1€ ddc biét, g6 ty 1é ban muln vao 6, sau
d6 nhan Enter dé xac nhan

SU dung chudt (chi dung véi chudt c6 banh xe)
1. Nhan va gilt nguyén nit Ctrl trén ban phim
2. L&n nGt banh xe dé€ phong to thu nho

3. Khi dat dugc d6 phdng dai mong muln, ngling 1an banh xe va tha
nat Ctrl

Cha dé B

Nhap d{ liéu trong Excel

Ban d4 nam dugc muc tiéu st dung, 10i thé va nhiéu van dé lién quan tdi Excel.
Trong phan nay, ban sé di vao thuc hién céc thao tac tryc tiép trén Excel.

Th{ tudng tugng ban la trudng bo phan kinh doanh, ban dugc giao nhiém vu thiét
13p k€ hoach cho ndm hoat d0ng ti€p theo. S dung Excel gillp ban nhanh chdng
tao ra bang ké hoach trong ndm tdi véi it cong slic va thdi gian hon.



DE nhéap dir liéu trong Excel
1. Md/tao mOt bang tinh mdi néu can
2. Chon 6 ban mu6n nhap dit liéu
3. Nhap dit liéu ban mubn dua vao

t Ban c0 thé nhap truc tiép hodc nhap trén thanh Formula —
Formula Bar

4. Nhan Enter hodc Tab khi ban nhap xong d{ liéu

t  Néu ban nhan Enter, ban sé xac nhan dif liéu, sau d6 vi tri
cla ban sé tu dOng chuyén sang 6 ngay dudi 6 dang nhap dit
liéu

t  NEu ban nhan Tab, ban sé xac nhan dif liéu nhap vao, sau
d6 vi tri cla ban sé tu ddng chuyén sang 6 k& bén phai.

5. Nhan Esc khi ban mu0n thoat khoi ché do nhap dit liéu va huy toan
b0 dit liéu ban nhap vao

Cha déc

Chinh stra dr liéu
Dt liéu ban nhap vao khong phai hoan toan da chinh xac. Ngoai ra, doi llc ban
cling c6 nhu cau chinh stfa lai dif liéu trén céc bang tinh san co.
Dé thay d6i dif liéu, ban sé can quan tam t4i hai van dé:
® Xoa toan bd dir liéu san co réi thay bang dif liéu méi
® Gill lai phan 16n d{t liéu san c6, chi thém bét mot vai thong tin.
Trong phén ndy, ban sé xem cach dé€ c6 thé thyc hién cd hai van dé
trén. D& xoa dir liéu va nhap mgi
Ban c6 thé chon vao dit liéu trong 6 do, thuc hién thao tic x04 d€ x0a di liéu, sau
dé nhap méi vao.
Tuy nhién, cach nhanh nhat 12 ban kich chon 6 d{t liéu can s(ta, sau d6 gd luén dir
liéu mdi vao.
PE& chinh stra dir liéu
Thao tac v6i chult: ban chi can nhan kép chult vao 6 can sta di liéu, sau d6

kich chon vao tling phan ban mu6n sta hodc st dung phim mi tén d€ di chuyén
va slta trong 6 do

Thao tac ban phim: ban di chuyén tdi vi tri muon stfa, sau d6 nhan phim F2. Cac
thao tac con lai tuong tu nhu thao tac vdi chudt

Thuc hién xong, nhan Enter hodc Tab dé xac nhan.

DE c6 thé nhdp dit liéu
thanh nhiéu dong, ban gilt
nguyén phim Alt, sau do
nhan Enter.



Cha déD
Chon vung trong Excel

MOt trong nhiing thao tic khong thé thi€u khi ban lam viéc vi may tinh Ia thao tac
lua chon. Viéc Iua chon sé gilip ban thuc hién thao tac sao chép dif liéu, tiét kiém
nhiéu cong slic cho ngudi st dung.

Can luu y rang khi ¢6 mot viing lua chon, viée st dung cac nit mii tén 1én xubng
hodc st dung bat cr m6t phim ndo ¢6 tc dung di chuyén 6 hién tai — active cell; sé
lam mat ving lua chon.

Chon mot vang lién tuc

Thao tac Iya chon co ban la chon mot ving dit 1iéu lién tuc. Ving dit liéu lién tuc &
day co thé 12 mdt 6 hodc mot tap hop cac 6 tao thanh mOt hinh ch{t nhat.

PE thuc hién thao tac lua chon s dung chudt

1. Ré chudt vao 6 nam tai goc cla hinh chif nhat ban chon

2. Nhan va gilt nguyén chudt, sau do kéo dé€ tao thanh mot hinh chir
nhat bao quanh nhu‘ng 0 ban mu6n chon

| & || ®

& | o |
Ii. ”i_

D€ thuc hién thao tac lua chon vdi ban phim

1. Kich chult hodc di chuyén t6i 6 nam & gdc ving 1ua chon

2. Nhén gilt phim Shift trén ban phim

3. S0 dung cac nut mi tén dé€ di chuyén tao thanh ving lua chon
4

Tha phim Shift khi dat dugc ving 1ya chon mong mu6n



Chon vung khOng lién tuc

Doi ldc ban c6 thé can copy cac théng tin khong nam lién tuc nhau trén bang
tinh Excel, viéc phai chon 1an lugt nhiéu ving lién tuc r0i thuc hién tlng thao
tac sao chép sé rat mat thdi gian va doi hdi su kién nhan qué cao cla ngudi st
dung.

Viéc chon va tién hanh thao tac sao chép cac ving khong lién tuc sé lam tang hiéu
qua lam viéc.

Ngoai ra, ban c6 thé st dung céc ving khong lién tuc vao viéc han ché di chuyén
thra trong khi 1am viéc. Céc van dé nay sé dugc dé cap tdi ngay trong cac phan hoc
tiép theo.

Dé& chon vung khong lién tuc
1. Chon ving th( nhét
2. Nhan va gilt phim Ctrl
3. Chon ving tiép theo
t  Thuc hién tiép thao tac chon cho dén khi di s ving ban
can
4. Tha Ctrl khi thuc hién xong
s i B 1 6 | B | b | F |

: 7—!’!7—!’.
=
J |
O |
Chu déE

Lam viéc trong vung giGi han

——

Trong phan xac dinh viing chon, ta d4 ndi tdi van dé lam viéc trong ving lua chon.
Viéc lam viéc trong mOt ving 1ua chon sé rat ¢6 1gi cho ngudi st dung do ngudi
ding khéng phai thuc hién cAc thao téc thita trong qua trinh di chuyén.

Hay th{ tudng tugng rang ban can nap cac thong tin vé s0 may Ié cla nhan vién
trong cong ty. Trong hinh dudi day:

A | B | ¢ | b |
~ 1 |Cac 56 may |é
2
3 |Hovatén Don vi céng tac Sd may 18
_4 |Nguyén Hoa Anh Phéng giang vién | 151.'
5




Thuc ra ban chi can nh6G alc

phim: Enter va Tab. Khi muGn
chuyén ngudc lai, ban két hgp
thém phim Shift

Sau khi nap xong thong tin, ban phai nhan phim Enter hodc Tab, vi tri tiép theo sé
la 6 C5 hay D4 tuy theo Iya chon cUa ban. Sau d6, ban phai st dung céc nut di
chuyén tdi vi tri A5 d€ nhap thong tin tiép theo.

Khi st dung thao tic nhap dif liéu trong mot viing. Ngay khi ban nhan phim Tab dé
chuyén sang 6 ti€p, thay vi chuyén tdi c6t D, hdp lua chon sé tu dOng chuyén tdi vi
tri A5 d€ ban ti€p tuc nhap dit liéu

il Cic s6inay e

Céan luu Y rang ving 1ua chon sé bi mat khi ban thuc hién céc thao tac di chuyén
6 lam viéc — active cell. D€ tranh diéu do, ban can chl y tdi cach lam viéc khi
dang trong vung lua chon.

Di chuyén Active Cell khi lam viéc trong viing

Phim mi tén hay PageUp/PageDown v.v.. s€ lam di chuyén 6 hoat déng — active
cell clia ban. D€ tranh vén dé d6 nhung van di chuyén dugc trong ving Iua chon,
ban can sU dung céac phim.

Di chuyen Phim

Lén Shift + Enter
XuOng Enter

Phdi Tab

Trli Shift Tab

Sura d(t liéu khi lam viéc trong ving
D€ slra dt liéu khi lam viéc trong ving. Ban chuyén t6i 6 d{t liéu can st chifa, sau
do:
® G0 tryc ti€p thong tin can slta khi ban mu6n thay hoan toan thong tin san
c6 bang thong tin mdi

® Nhan F2 r6i chinh sta néu ban mu6n s dung ti€p thong tin san co.



Di chuyén man hinh khi lam viéc trong viing

Viéc di chuyén 6 hoat ddng — active cell, dU d€ ban c6 thé thuc hién dugc cong
viéc clla minh. Tuy nhién, trong nhiéu trudng hop, ban khéng chi di chuyén 6 hoat
d0ng ma con can xem dit liéu thudc nhiéu viing khac nhau trén bang tinh.

DE di chuy&n man hinh khi lam viéc trong viing

1. Trén ban phim, bat phim Scroll Lock

O

2. SU dung phim mdii tén d€ di chuyén

3. Tat phim Scroll Lock khi khong con cén di chuyén tiép

Chu déF

Di chuyén, sao chép, xoa d{t liéu

Tié€p sau thao tac lua chon dit liéu, ban c6 thé sé can ti viéc sao chép hay di
chuyén d{r liéu ban vtta lta chon. Trong nhiéu trudng hgp, viéc luta chon cling gilp
ban xo4 di cac dif liéu khéng can thiét mOt cach nhanh chong.

Dai vli céc thao tac di chuyén, sao chép hay xo04 dir liéu, ban thdy rang day déu
1a nhing thao tac thuc hién tryc ti€p véi dir liéu cu thé ndo d6. Do vdy, ban cén
nhd: trudc khi thuc hién thao tac nay, ban déu phai Iva chon dit liéu ban can.

Di chuyén va sao chép dit liéu

Di chuyén va sao chép la thao tic dugc rat nhiéu ngudi st dung Ua thich vi thao tc
nay tao ra sy khac biét co ban gilta viéc tao va diéu chinh théng tin trén may tinh
d6i v6i viéc tao va diéu chinh théng tin trén van ban viét tay thong thudng.

Thong tin trong chuong trinh bang tinh Excel cling khong phai la trudng hop ngoai
18. Trong nhiéu trudng hop, viéc lua chon rdi di chuyén hay sao chép dif liéu la
diéu rat can thiét d€ ting hiéu qua lam viéc.

Trong qua trinh thutc hién cac thao tac nay, ban c6 thé xem mé ta trong hinh sau:

viet.ov@hotmail.com

Ban a6 thé st dung chult
bang alch kich chudt vao alc
thanh cudn — scroll bar; ndm
doc/ngang trén man hinh
Excel.
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Cut/Copy Clipboard

Paste
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Hinh 2-1 Thao tac Copy/Paste

Céc thao tac vé sao chép va di chuyén di liéu thong thuong déu st dung dén
mOt ving dém trong may tinh, goi la Clipboard. Vi ving dém nay, cac thong
tin khi thuc hién thao tc Cut hay Copy sé dugc chuyén vao ving dém nay, khi
ban thuc hién thao tac Paste, cic thong tin sé dugc chuyén t4i vi tri ban yéu cau.

MOt diéu ban can luu y trong qua trinh thuc hién thao tac sao chép hay di chuyén
la: céc ving lua chon phai tao thanh mOt khoi can d6i. Ban c6 thé xem mo ta trong
hinh dui day.

Cut/Copy dugc

Cut/Copy dugc

Khong Cut/Copy dugc

Khéng Cut/Copy dugc




PE& di chuyé&n dir liéu

1.
2.

Chon viing thong tin ban can

Trén thanh menu, chon Edit — Cut. Phim tat dugc st dung thay thé
la Ctrl + X

Chuyén dén vi tri ban can ghi thong tin, chon Edit — Paste. Phim tat
dugc s dung thay thé 1a Ctrl + V

PE sao chép dir liéu

1.
2.

Chon viing thong tin ban can sao chép

Trén thanh menu, chon Edit — Copy. Phim tat dugc st dung thay
thé la Ctrl + C

Chuyén dén vi tri ban can ghi thong tin, chon Edit — Paste. Phim tat
dugc st dung thay thé 1a Ctrl + V

Sao chép/di chuyé&n bang chudt va ban phim

Trong qua trinh lam viéc, ban phim va chudt la 1ya chon uu tién dé€ c6 thé thao tac
nhanh hon trong mot s6 trudng hop.

Thao tac d6i v6i chult ¢ thé két hop thém ban phim chi cho phép ban di
chuyén hay sao chép dit liéu trong diéu kién ving lua chon la lién tuc. Trong
trudng hop ving Iua chon khong lién tuc, ban khéng thé thuc hién dugc thao tac

nay.

1.
2.

Chon vung lién tuc

Ré chult vao phan vién den quanh ving lua chon, con trd chudt sé
¢ thém hinh bén mi tén bon chiéu

[a Pz Tren Hanh Piomg kirh desanh 1 402

T s e TRl L R e . L S L | A i

Nhén va gilt nguyén chudt vao viing vién den

Kéo sang vi tri mdi. Khi d6 trén man hinh sé hién thi théng tin vé
vung dia chi méi du liéu dugc chuyén dén.

Cac s6 may I8

Ho wa tén

F”rmm Triin Hanh agmien: 7 il doanh 1 AQ2

Fheom Thond T e ke chozands 2 Al
Tha chudt khi ban kéo dén ving thich hgp.

Trong truGng hop lua chon
vling khéng lién tuc, ban sé
khong thdy vién den dé su
dung thao tlc nhén va kéo
chu0t
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5. Trong trudng hgp ban dinh thyc hién thao tac sao chép — copy, ban
nhdn va gilt nguyén phim Ctrl trudc khi tha chudt. Khi do, ngoai
thong tin vé ving d(t 1iéu m&i, bén canh con trd chudt sé cd thém
hinh dau cOng.

7?2 Sau khi tha chudt méi tha phim Ctrl.

X0& ndi dung clia 0

DE x04 ndi dung clla mOt 6 trong Excel, ban thuc hién tuong tu nhu viéc sao chép
hay di chuyén. C6 nghia la phai chon ddi tugng can tuong tac, sau d6 thuc hién
thao tac.

Ving dr liéu dé€ xo4 trong Excel khong yéu cau dac biét nhu ving dit liéu dé sao
chép hay di chuyén. Ving dit liéu dé€ xoa c6 thé 1a bt c(t ving d{t liéu ndo ma ban
c6 thé 1ua chon dugc.

DE& xo0a ndi dung 6
1. Chon ving can xoa
2. Trén thanh menu, chon menu Edit — Clear — Content.

2 Phim tat d€ thuc hién chiic ndng nay la Delete.

Chu dé G
Pién dit liéu c6 tinh tuan tu

Ban d4 biét cach nhap dit liéu vao céc 6 trong Excel mOt cach hiéu qua. Bay gid,
ban mudn dua vao bang tinh cac dit liéu c6 tinh tuén tu.

Céc d(t liéu ban cén dua vao co thé 1a s6 th( t cho mdt danh sach thong tin, c6 thé
14 cac thong tin theo dang ngay thdng v.v..

|3 m I

A | & | B F |
| iAo e O N, O 10

[ | & | J | K [ &
IS e et el a2 Uagar

G

&

S dung chlc ning Auto Fill trong Excel, ban chi can mot vai thao tac 1a c6 thé
nap dugc dit liéu minh can.



D{r liéu tuan tu ting dan
La dang d{f liéu c6 tinh chat chung, c6 tinh chdt tAng don gidn nhu dt liéu dang s0,
ngay thang: chudi dr liéu tdng dan: 1, 2, 3, 4, 5 v.v..
PE dién dir liéu tuan tu don gian
1. Nhap dif liéu cho & th( nhét trong chubi
2. Ré chult vao 6 vudng nhd mau den & gdc dudi bén phai 6 di liéu,
con tré chudt sé bién thanh hinh chit thdp mau den.

4. Tha chult khi dat két qua mong mudn

D{ liéu tang theo quy luat

Ban st dung céch tang dif liéu theo quy ludt khi ban cén ting d{t liéu theo mdt quy
luat don gian nhat dinh: chang han chudi d{t liéu s6 chan, chubi dt liéu s0 1€, dit
liéu cach nhau mot khodng c0 dinh v.v..

PE tang dir liéu theo quy luat

1. Nap dit liéu vao céac 6 lién ké theo quy luat

SUr dung phim Ctrl d€ chuyén
t trang thli sao ahép dit liéu
sang trang thli dién dit liéu
tudn tu va nguoc lai. Tha Cerl
sau khi tha chult
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2. Ré chudt vao gbéc dudi ciing bén phai, khi tré chudt hién thanh hinh
cht thap den nho, nhan va gilt nguyén chult

3. Kéo chudt, st dung phim Ctrl d€ chuyén trang thai tIt sao chép sang
dién dt liéu tuan ty hodc nguoc lai

1 1
2 e
L . B

o

I

e e e | e -reernnresnnreem g + ——

4. Tha chudt khi dat dugc ving chon mong mudn
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Bai 3 DBinh dang di liéu

Muc tiéu bai hoc

Dit liéu trong Excel cd ban dugc st dung d€ tinh toan. Trén thuc t&, Excel ngoai
viéc st dung d€ tinh toan con co thé thé hién va in dif liéu theo nhiéu tiéu chi khac
nhau. Trong phan bai hoc nay, ban sé xem céch Excel dinh dang d{t liéu, bao gbm:

® Dinh dang chir
Dinh dang s0
Can chinh dif lidu
Dinh dang dutng

® @ @ @

Sao chép dinh dang

Microsoftl] Office Excell 2003
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Van dé dinh dang ban co thé da gép trong nhiéu chuong trinh, ddc biét nhu céc
chuong trinh soan thdo véan ban nhu Microsoft Word. Trong Excel tuy la phan
mém bang tinh nhung dinh dang dong vai tro khéng nhd. Ban sé thdy rd diéu do
khi st dung céc chlic nang dinh dang rat thuan tién va hiéu qua trong Excel.

Chu dé A

binh dang ky tu

Van ban, ma cu thé la cac thong tin chlfa trong cac 6 dit liéu, du la bat c(t loai thong
tin ndo cling can dugc dinh dang.

Khi tién hanh dinh dang ch{f trong ban sé gilp ngudi st dung cd cai nhin rd rang
va chinh xac hon vé cac thong tin hién thi trén bang d{ liéu.

Pé y mOt chit ban sé thdy cach dinh dang ky tu don thuan trong Excel hoan toan
giOng vdi cach dinh dang théng tin trong phan mém ché ban Microsoft Word. C6
nghta la ban c6 thé st dung thanh céng cu Formatting trong Excel d€ dinh dang
phan hién thi cla ky tu

e fp e AN

Arial - 10 -| B I U | $ % v HE 50 £ A-B

i
i
W
i

Thay dGi PhOng va Ki€u

Dé nhan manh céc thanh phan trong vin ban, ban khong thé khong quan tam t&i
cac dinh dang chl dao nhu ki€u phdng, kich cd hién thi va vé phong céach hién thi
cUa phéng chir dé.

Thay d&i phong chir

D€ thay d6i phong ch{ hién thi trén man hinh, ban chi can st dung hdp danh sach
phong trén thanh céng cu Formatting.

1. Chon céc 6 can diéu chinh phong chit

2. Chon phong chii trong danh séch phéng

Bai 3 Onhdngd liu
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Thay d6i kich c& chir

Kich ¢ cling la thanh phan mang yéu t6 quyét dinh trong bai tri thong tin trén
Excel. D€ thay d6i kich cd hién thi thong tin trén Excel, ban chi can st dung hop
thoai Font Size.

1. Chon cac 6 céan diéu chinh kich c& phong chit

2. Trén thanh cong cu Formatting, chon kich ¢@ phong chit trong hOp
thoai Font Size

2  Font Size chi hién thi cac kich ¢d phong chit tr 8 t6i 72.
Trong trutdng hop ban muln thay d6i phong chit véi kich ¢
16n hay nhé hon, ban phai tu nhap kich ¢ d6 vao hop Font
Size.

Thay d&i phong cach hién thi phéng chir

Tuy da thay d6i dugc phong chr cling nhu kich ¢, nhung trong vai tru0ng hop thi
day khong han da 13 mot bién phap hay.

Trudng hop trong mot vén ban lién mach, ban c6 thé da bat dau quan tam tdi viéc

nhdn manh mot s6 ndi dung nhat dinh trong toan vén. D€ lam dugc diéu do, viéc
thay doi cach hién thi chit: tlf ch(r ding thong thuOng sang nghién hay dam 1a bién
phap rat hop ly.

1. Chon cac 6 d{t liéu can thay doi.
2. Chon hinh thic thé hién ban mu6n s dung
t  SUdung nt]t- dé co6 phong chit dam
t  Sudung nat 4 dé co phong chir nghiéng
t Sl dung nit ¥ d€ c6 phong chif cé gach chan
Thay d6i mau sac

D€ thay d6i mau sac Ky tu trong bang tinh cling tuong tu nhu thay d&i cac thudc
tinh phong ch(.

Nh6m céng cu thay d6i mau sac bao gdm hai thanh phéan 1a mau sac nén cla 6 va
mau sac ky tu trong 6. CO san hai cong cu trén thanh cong cu Formatting dugc st

dung dé thyc hién thao tac nay S A

Microsoftl] Office Excell 2003
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PE thay d&i mau sac clia ky tu trong 6 dir liéu
1. Chon nhimng 6 dt liéu can thay d6i mau sac
2. Trén thanh cong cu, ré chudt dén nat Font Color
t  Trong trudng hop ban déng y véi mau cd san, chi can nhan
truc ti€p vao ndt Font Color d€ 4p mau hién tai vao cho ky
ty ban lya chon.
t  Trong truOng hgp mau hién dang c¢d khong phu hgp véi
ban, ban nhdn chudt vao nit tam giac chi xubng & bén

canh phai ntt d€ chon mau trong danh sich mau. Nhan vao
mau ban mu6n dé lua chon.

2 Chon Automatic d€ ¢ mau mdc dinh
D& thay d&i mau nén clia 6 dir liéu
1. Chon nhimg & dit liéu ban mu6n dinh dang mau
2. Trén thanh cong cuy, tim nat Fill Color
t  Trong trudng hop ban déng y v4i mau c6 san, chi can nhan

truc ti€p vao nit Fill Color dé€ 4p mau hién tai vao cho ky
ty ban lua chon.

t  Trong truOng hgp mau hién dang c6 khong phu hop voi
ban, ban nhan chudt vao nit tam giac chi xudng  bén canh
phai nat Fill Color dé€ chon mau trong danh sach mau.
Nhén vao mau ban mudn dé 1ya chon.

B 0 06 01 08 91 00 Jim 8

2 Chon No Fill d€ khéng t6 nén: nén rOng

Bai 3 Onhdngd liu
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Dinh dang duong bao/t0O mau O

Béng tinh ban nhin thdy trén Excel luén c6 dudng bao san do cdu trdc hién thi 1a
dang 6 dit liéu. Tuy nhién ban sé khong thé nhin thdy dudng bao do khi in dif liéu
ra.

DE ¢ thé co nhitng dudng bao tai vi tri phi hop khi tién hanh in &n, ban c6 thé st
dung chlc ndng border hién trén thanh céng cu Formatting trong Excel tuong tu
nhu st dung chlc ndng nay trong Word

DE tién 10i hon, Excel cung cdp san cho ban chitc ning dinh dang manh hon c6
trong clta s6 Format Cells

Hinh 3-1 Giao dién dinh dang dutng bao

Nhém Lua chon MO ta

Presets None X04 toan b0 théng tin vé dudng bao
Outline Ké dudng bao xung quanh
Inside Ké dudng ndi bén trong

Line Style Xéc dinh kiéu dudng
Color Xéc dinh mau dudng vé

Border Xac dinh cac dudng bao riéng Ié

Bang 3-1 Théng s0 dudng bao
Pé& dinh dang duong bao
1. Chon nhiing 6 ciing ki€u dinh dang

Microsoftl] Office Excell 2003
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2. Trén thanh cong cu, chon cong cu Border dé€ dinh dang nhanh
P& dinh dang dudng bao vdi nhiéu lya chon
1. Chon nhimg 6 cling ki€u dinh dang

2. Trén thanh menu, chon Format — Cells, hodc sU dung phim tat
Ctrl+1 néu can

3. Trong clta s6 Format Cells, chon tab Border
4. Thiét 1ap dinh dang theo ¥ ban mu6n
5. Chon OK d€ xé4c nhan

Chu déB

Dinh dang dit liéu trong 6

Ban da th( nhap di 1iéu nhiéu dang trong Excel. Ban ciing d4 thdy kha ning tinh
toan doi vdi sO trén Excel. Tuy nhién ¢6 kha nhiéu van dé vay quanh céc con s0.

Trudng hop don gian nhu céc két qua vé diém sO. Sé khong c6 nhiéu véan dé véi
céc con sO trong phan ndy. Ban ¢ thé nhap s6 va tinh toan binh thudng, sau do in
két qua ra va moi viéc hoan chinh.

Tuy nhién néu la mOt ban ké vé tién luong hay doanh s6 thi moi chuyén khéng chi
don gidn nhu vay. Ban c6 thé thay rang dé€ in mOt ban in tién té ma khong c6 don vi
thi kho co thé xéac dinh dugc loai tién dang dugc st dung.
nEEED Thdnymlt Thiakal Eapkn TEale el
11025 175 .65 140 % 13515  562.01
200.75 21063 240 82 20579 84799
21034 16511 195 14 31044 901.03
2015 19637 185 .66 Zh0.15 65133

Ban ¢ y dinh viét thém don vi vao cho con s6 can tinh toan. Hoan toan la mot y
tOt, tuy nhién néu lam thé ban c6 thé xem trong hinh dudi day dé thdy két qua:

| igundrividn  Thdngmdt Thdnghad Thdigba

123456730 §110.25  § 17565  §14096  $135.15 |_0.00)
34567690 20075 21063 24082 20579 657 99
345R73501 210.34 185.11 19514 310 44 901.03

456782012 220,15 195,57 18556 250 15 851 23

Thao téc ban lam khi thém dau $ vao trudc s6 sé lam Excel hiéu d6 1a d{t liéu dang
text va diéu hién nhién la khong thé thuc hién dugc phép toan cOng. Diéu nay
khong hoan toan chinh xac cho céc phién ban Excel ra ddi sau.

DE khac phuc diéu ndy, Excel cung cap cho ngudi st dung phan mém cong cu dinh
dang dir liéu trén 6.

Céng cu dinh dang nay hoan toan khong anh hudng t6i s0 liéu, s6 liéu van l1a s6
liéu that va dugc luu trong 6 Excel. Nhung khi nguoi st dung hay may in “xem” s

Bai 3 Onhdngd liu
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liéu nay sé nhan dugc s6 liéu kém vdi théng tin hién thi. Ban c6 thé xem trong hinh

dudi day:

14096 13515 56

234567890 200.75 21063 24082 20573 §57.99

345678501 210.34 185.11 19514 310.44 301.03

456739012 220,15 195.37 18556 25015 851.23

DUt liéu luu tr(f that

Format Cell

Dt liéu hién thi hay dit liéu khi in

ity Quil
15 €562.01

€135

234567890 E20075 €£21083 €24082 €20579 £857.99

345678901 EZ1034 €18511 £19514 €31044 €901.03

456783012 €22015 £19537 €£€185456 €250.15 €851.23

Trén thanh cong cu, ban co thé gdp céac dinh dang dé€ Iya chon nhanh

Dinh dang kiéu tién té

Pinh dang phan trim: nhan véi
100 va thém ddu % 8 cudi

Thém dau phdy dé tach nhom:
nghin, triéu, ty v.v..

Tang/gidm sO sau phan thap nhan
59 P o

Hinh 3-2 Dinh dang 6 nhanh trong Excel

Hodc dé€ dinh dang dugc nhiéu hon cho s0, ban ¢6 thé chon dinh dang trong clta s6
dinh dang 6 — Format Cells.

CUlta s dinh dang cung cap cho ban rat nhiéu Iya chon khac nhau vé dinh dang

Onh dang MO ta
General Gilr nguyén van ban khi gb vao
Number Pinh dang ky tu s6

1. Decimal places

S6 chit s6 sau dau thap phan

2. Use 1000 Separator S0 dung dau phan nhém

3. Negative number Pinh dang s6 am

Microsoftl] Office Excell 2003
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Onh dang

MO ta

Currency
Accounting

Date

Time
Percentage
Fraction
Scientific
Text

Special

Custom

Dinh dang s0 theo kiéu tién té
Pinh dang s0 theo ki€u ké toan

DBinh dang ngay,

nhu: 12/12/2004

hay: 12 — 12 — 2004

hay: 12 December 2004...

Dinh dang thoi gian

Pinh dang phan trim

Dinh dang c6 phan s6

Pinh dang theo ki€u khoa hoc
Dinh dang véan ban

Mot s6 ki€u dinh dang dac biét nhu ma sO
ving, sO dién thoai v.v..

Dinh dang riéng do ngudi s dung tu dinh
nghia

Bang 3-2 Théng sO dinh dang trong Excel

Mumber |A.ligr1ment| Fant | Border | Patterns | Protectionl

Category: ample

General - 240,82

Currency Dedmal places: Iz 5‘
Accounting

Date

Time [~ Use 1000 Separator {,)
Percentage Megati bers:

Eraction Megative numbers:

Sdentific

Text 123410

Spedial (1234.10)

Custom =l |az3a00) =]

Mumber is used for general display of numbers, Currency and Accounting
offer spedalized formatting for monetary value,

CK I Cancel

Hinh 3-3 Clra s6 Format Cells

Bai 3 Onh dang d liu




Ngoai ra, Excel cung cép cho ngudi sit dung chlic ning dinh dang khong theo mot
quy ludt ¢d san. C6 nghfa 1a ngudi st dung dugc quyén dat cho minh mét dang
dinh dang riéng khong giong v0i nhiing dinh dang thudng co trong cic bang tinh
thong thudng. Ban c6 thé thuc hién chifc ndng d6 bang cach chon muc Custom
trong clta sG Format Cells.

Pinh dang tién té

Tién té 1a dinh dang can quan tam tdi trong bang tinh Excel bdi ngudi s& dung
Excel thudng phai thuc hién céc thao tac tinh todn trén cac bang s dung don

vi tién té.

Céc thuc hién dinh dang tién té hoan toan giOng nhu dinh dang s0. Van dé chi
khéc nhau & dang tién t& ban ding c6 thé st dung phéan danh séach chon lua tién té
trong muc Symbol

BLoountn
Crake

Time
Percentage
Fractean
SciertiFic
Texk
Special
Cuskarm

4 Enghsh {Austraha)

4 Englsh {Canada)

$ Englich {C aribbean)

4 English (Mew Zealand)

4 Enghsh {Uniked Stakes)

4 French {Canada)

§ talay (Brinei Dargssalam

binh dang ngay

Ngay la phan thong tin dugc sit dung kha thudng xuyén, trén bang tinh, ngay doi
Iic 1 céc thong tin lién quan tryc ti€p trén bang tinh hay trén ban in 0 tinh tdi thoi
gian.

Tuy nhién dinh dang ngay khong phai llc nao cling hop y ban. Ngay thang dugc st
dung trong may doi khi qua ngan gon.

Néu ban nhép thong tin ngay thang that dai bang tay thi kha ning s dung dé tinh
toan la khong c6 bdi thong tin ngay thang llc d6 chi don gidn la mot doan van ban
theo dang text.



D€ khong phai gd mot théng tin chi tiét vé ngay thang ma c6 thé c6 mot thdng tin
dai va chi tiét hon, c6 thé cho phép tinh toan dugc trén thong tin do, ban sé phai
dlng t6i dinh dang ngay.

Formial Celiss

General
umbes

Currericy R
Accountin ] 5i14/95
GE _E 03/14/98
Time 14-Mar
Percertage 14-Mar-93
Frackion 14-Mar-53
Scientific Mar-55

Text

Special s
Cuskanm ;ﬁ

Dinh dang do ngudi dung tu dinh nghia — Custom

Trong nhiéu trudng hop, cac dinh dang san c6 cla Excel khong dd cung cap cho
nhu cau cla ngudi si dung. Trong trudng hop dd, ngudi st dung phai tu tao cho
minh céc dinh dang can thiét. Hinh dudi day mé ta vé dinh dang riéng trong Excel

P e i
Dl

Time
Percevinge
Fisrediinm

Bai 3 Onhdangd liu




Khéc v6i dinh dang san co vé tién té, vé ngay thang, cac dinh dang do ngudi sl
dung tu dinh nghfa yéu cau nguoi diing phai ¢ kién thlic nhat dinh vé cach dinh
dang nay. Ban khong thé g6 vao bat c(f théng tin ndo ban thich theo mot céch riéng
cla ban ma phai tuan theo mot s6 quy tac nhat dinh.

Gia s, ban mu6n khi viét vao mot 6 trong Excel s6 250000, Excel sé tu d0ng
chuyén dinh dang vé 250.000 dong. Néu ban viét vao 6 dong chit “250.000 dong”,
diéu d6 hoan toan dugc. Tuy nhién, ban sé khong thé tién hanh tinh toan vi may
tinh sé hi€u thong tin ban nhdp vao la dang chi. Trong trudng hgp muon tinh toan
v0i cac con sO nay, ban sé phai sit dung dén chlic nang dinh dang.

Ban than Excel khong cung cép dinh dang “###.### dong” v0i # 1a cac con s0. DE
lam dugc diéu dd, ban phai st dung chitc ning dinh dang Custom. Cac thong tin dé
tao thanh dinh dang trén co thé 1a: #,##0.00 "dong"

Trong hai hOp thoai thuOc phan
type trong clia s6 Format Cells,
ban nén aht y quan slt alc dinh
dang san ad trong hdp thoai phia
dudi. Clc dinh dang do sé gilp
ban thuc hién céng viéc nhanh
ah6ng hon, dong thoi 1 nhitng
g0i y hltu ich cho nhling dinh AxTTvesiing

dang riéng alia ban [hzt=

(e

Mhan s fam=
gy
S T

PE tién hanh thao tac dinh dang
1. Chon nhiing 6 can dinh dang
2. Chon loai dinh dang trén thanh cong cu Formatting
Pé€ dinh dang nhiéu hon
DE thiét 1ap nhiéu dinh dang hon, ban phai chon m& clta s6 Format Cells
1. Trén thanh menu, chon Format - Cells
2. SUrdung phim tat la Ctrl + 1
3. Thiét 1ap cac dinh dang trong cfa s6 Format Cells
4. Nhan OK d€ xac nhan dinh dang




Cha déc

Can chinh dit liéu trong 6

Trong bang tinh Excel khong phai chi ¢ dinh dang vén ban la dU. Nhiéu trudng
hop sau khi diéu chinh lai cac théng s6 hay nhap cac thong tin khong dugc tuong
duong nhau vé khudn khé khién cho bang dit liéu trd nén 1éch lac, mat can doi, dan
t6i sy kho chiu cla ngudi xem. Trong phan ndy ban sé xem xét cac van dé vé can
chinh dit liéu trong bang. SU dung chlic ndng Format Cells.

Farmal Cefls

enera
Funiker
CUFrency
Accounting
[Dake
Time
Percentage
Fraction
Scientific
Texk
Special

Custom

Hinh 3-4 Clra s6 Format Cells

Can chinh dong

MOt bang dir liéu nhu dudi day han khong phai 1a diéu ban mudn

125456789 140,96

234567590 200.75 21063 24082 205.79| 857 .99
45673901 21054 18511 19514 310.44]901.03
456759012 22015 19537 18586 280.15)851.23

P0i vbi bang di liéu trén, di 1iéu do dugc can khong ding cach nén khién cho
bang d{r liéu c6 xu hudng bi “sé”. Trong nhiéu dang bd tri khac, ban cling sé phai
d6i mat vai tinh trang tuong tu.

Bai 3 Onh dang d liu




DE khac phuc tinh trang dé, ban phai st dung chiic ndng Format Cells d€ dinh dang
lai cac théng sO hién thi trén bang dif liéu.

Mumber  Alignment | Font | Border I Patterns | Prntech'unl

Text alignment —Orientation————
Horizontal: .

Center j Indent: +
Vertical: ID 5"
Distributed -

Center = A )
Bottom Lot
{Justify K

™ shrink to fit IU E Deqgrees

[ Merge cells
Right-to-eft

Text direction:

ICnntext j

~ = m -

| QK I Cancel

Trong cla sO Format Cells ban sé ¢6 nhiéu lua chon c&n chinh gdm hai nhém chinh
la can chinh hang ngang — Horizontal va cén chinh theo chiéu doc — Vertical.

Can chinh Mo ta

Horizontal — General S dung cén chinh théng thudng
Left (Indent) Can bat c(r loai théng tin ndo sang trai
Center Cén bat U loai théng tin nao ra chinh gilta 6
Right Can bat c(f loai théng tin ndo sang phai
Fill Cén thong tin vlta dU trong 6, théng tin nao

ndam ngoai sé khong hién thi dugc

# Mew Horizons Computer Learning Center of Hanai
C D | E | F |
New Horis




Can chinh

Mo ta

Vertical

Justify

Center Across
Selection

Can thong tin hién day dU trong 6 dt liéu, tu
déng xudng dong dé€ hién du thong tin

f2d Moo Horizons Computer Lemming Cestter of i
e | m || m | i [
New

Hosimmns
C erngroier

Learming
Cesties
of Flama

D{t liéu dugc cin chinh ddi voi toan bd cac 6
dang dugc chon nhung khong gbp céc 6 nay

New Honmms Congraies Learning Cester of flanoi

Hinh 3-2 Dan ngang khéng gop 6

Top

Center

Bottom

Can chinh dong van ban hién thi tinh tU trén
xubng

N Horizores
Computer | eming Center
Hapni

>

Can chinh dong van ban sao cho hién thi
thong tin § chinh gilta 6

Can chinh dong vin ban hién thi tinh tir dudi
lén
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Can chinh Mo ta

Justify/Distributed ~ Cén chinh thong tin hién thi déu theo chiéu
cao.

Su khéc biét gilta hai trang thai Distributed va
Justify la khi chinh sUa thong tin:

Justify

Distributed

Lua chon Distributed khong ¢6 trong nhiing
phién ban cli hon

Bang 3-3 Théng sO cdn chinh théng tin trén vin ban
D& can chinh dong
1. Chon nhiing 6 dif liéu ban cén cén chinh

2. Trén thanh menu chon Format — Cells hodc nhan tG hgp phim
Ctrl+1

3. Chon Tab dit liéu Alignment néu can
4. Chon dang can chinh ban mu6n
t  Diéu chinh can chinh hang ngang trong phan Horizontal

t  Diéu chinh can chinh hang theo chiéu doc trong phan
Vertical

5. Chon OK dé xac nhan dinh dang

Piéu chinh hudng van ban

Trong mot vai trudng hop, bo tri van ban nghiéng di mot goc sé tao an tuong cho
nguoi doc, ngoai ra, trong mot sO bang tinh can quay hudng vén ban, ban sé thay
chlic ndng nay rat thuan 10i.



Hinh 3-5 Piéu chinh hudng vin ban

1. Chon nhimg 6 d{ liéu ban can can chinh
2. Trén thanh menu chon Format — Cells hodc nhan t6 hop phim
Ctrl+1
3. Chon Tab d{r liéu Alignment néu can
4. Trong phan Orientation
t  Nhap goc quay trong phan Degrees
t  Ban c6 thé quay hinh nhanh bang cach st dung nt dd trong
phan mo ta phia trén d€ udc lugng hudng quay
5. Chon OK dé xac nhan dinh dang
Cht déD

Sao chép dinh dang trong Excel

Trong céc phan trudc, ban d4 hi€u dugc thé manh cla viée dinh dang, biét dugc

cach dé dinh dang dit liéu trong Excel. Tuy nhién, tOn tai mot van dé ma déi ldc co

Bai 3 Onhdangd liu
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thé sé khién ban phai bin khoan: vay néu t6i d4 mat cong tao ra dinh dang, sau dé
t6i muOn tao ti€p dinh dang d6 cho nhitng 6 dif liéu khac trén Excel thi sao?

Cau tra 10i rat don gidn: vdy ban cU tao ti€p cac dinh dang dé trén nhiing 6 doi
tugng moi! MOt cach lam rat don gidn! Nhung sé hiéu qua hon néu ban khong
phai thuc hién lai hang loat cac thao tac! Chi can thuc hién thao tic sao chép dinh
dang, moi viéc sé nhanh chéng hon rat nhiéu.

DE tién hanh thao tac sao chép dinh dang

1.
2.

Chon 6 ban mudn sao chép dinh dang

Trén thanh cong cu Standard, kich chgn nit Format Painter

%7' Llj T FJ
= Fofimat Painter |.
2 Khi d6 con trd chudt trén man hinh sé xuat hién thém hinh chéi

quét bén canh -, dong thoi 6 dugc chon sé hién dudng bao
nét dut thé hién cho thao tac copy

i R T
14096 13515 60176

21063 24082 20673 657.95
18511__ 19514 31044 901.03
19537 18566 25015 85133

Ban ré chudt vé mdt dudng bao quanh cic 6 mudn c6 cling dinh dang
MhSromt Thiabd Thinpba Wil Byl }

Tha chudt d€ xac nhdn, cc 6 nam trong vlng chon sé dugc dinh
dang ding nhu 6 ban chon ban dau

Ban can luu ¥ rang tat ca cac dinh dang trén 6 déu sé dugc sao chép, bao gdm ca
dinh dang cUa du0ng bao

Copy dinh dang, dudng bao bi mat ﬂ/

Microsoftd Office Excell 2003
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Bai 4

Bai4 Coéng thic va ham

Muc tiéu bai hoc
Phan bai nay cung cap cho ngudi hoc céc kién thitc vé cach tao 1ap cac phép toan
trong Excel, bao gom:

® Lam viéc véi toan ti

® Lam viéc v6i ham

Microsoftl] Office Excell 2003
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Chu dé A

Toan t va phép toan logic

Trong phan lam viéc véi cong thtc don giadn (trang Error! Bookmark not
defined.), ban d4 thao tic vdi cac phép toan don gian dé tao ra két qua tinh toan
trén d{f liéu clng nhap truc ti€p vao cong thic.

Trong phan ndy ban sé xem cach Excel lam viéc véi d{f liéu trong cac 6 trén bang
tinh.

Tinh toan d{t liéu trong bang
Céc phép toan ban nhap vao Excel ¢ thé la céc sO liéu cu thé cd thé nhap truc tiép
tU ban phim. Tuy nhién, trong nhiéu trudng hop, cac s6 liéu ban nhap can dugc
thay d0i va cap nhap lién tuc. Trong trudng hop do thi viéc nhap dit liéu truc tiép
trong cong thiic tinh cla Excel khong phai l1a mot 1ua chon hop ly.
Excel cung cap cho ban kha ning tinh todn dya trén cac théng tin nam tryc tiép tai
céc 6 dir liéu cla Excel.
Ban d4 tUmg thuc hién phép toan cho cac s6 liéu don thuan. Vi cac s6 liéu do, moi
khi tién hanh tinh todn, ban sé bi ddng trong qua trinh thay ddi gia tri phép toan.
Khi ti€n hanh phép toan dua trén sO liéu nam trong cac 6 trong bang, cac két qua sé
dugc tu ddng cap nhap theo cac thong tin hién c6 trong Excel
DE& tinh toan véi dir liéu gilra cac 6 trong bang

1. Chon 6 can hién thi két qua

2. Viét cong thic két hop gilta cac 6 dit liéu

3. Nhan Enter khi thuc hién xong cong thic

MOt sO van dé thuong gap

Cong thirc von khong phai van dé kho thuc hién, tuy nhién dé€ thuc hién sao cho
chinh xac thi khong phai la dé. Trong nhiéu trudng hop ban sé gdp cac théng
bao 16i khong mong mudn, va ban phai ¢6 gang stta nhiing 16i dé.

Pinh dang s6

Trong Excel, d€ y mOt chit ban sé thdy cac gid tri dang s6, ngay — thudc dang s6
liéu thudng diing tinh toan; thudng dugc tu dong can chinh 1€ phai — can phai. Cac
s0 liéu dang chit — dang khong tinh toan; thudng dugc tu dOng cén trai, ban c6 thé
xem md ta trong hinh dudi day.

Bai 4 Cang thwe va ham

viet.pv@hotmail.com
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B

\ =

al

A

Hinh 4-1 SO trong Excel

Trong hinh trén, ban thay c6 tat ca la ba sO, nhung vdi Excel, trong “ba s0” trén,
chi ¢6 “hai s6” dugc coi la s6. Dy la 342 va 32.15.

Ly do khdng phai bdi sO 24,51 can trai. Ly do 14 bdi dinh dang s6 hién dang dugc
st dung trong Excel la dinh dang theo kiéu cla Anh — My: ¢6 nghia Ia phan phan
céch thap phan dugc xac dinh bdi ddu chdm “.”. Trong trudng hop nguoi st dung
g6 dau phdy «,” — theo cach doc ki€u Viét — Phap; may tinh sé hi€u do la chit
24,51.

Excel 2000 hay céac phién ban khéc st dung dinh dang s0 theo dinh dang s6 trong
hé théng. Do d6, mudn diéu chinh dinh dang s6 trong Excel, ngudi sit dung c6 thé
thay d0i nho thong tin trong hé théng.

D0i v0i mOt sO phién ban mdi hon. Trong Excel ¢ thé chll dOng thay d6i dugc
cach dinh dang s6 ma khong can diéu chinh thong tin d6 trong hé thong.

Théng bao 16i c6 kha nang stra

Trong Excel, c6 mdt s6 16i phan mém c6 thé tu ddng tién hanh diéu chinh slra
chita. Trong hinh dudi day

TR =557 (210-(47- 3612
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Ban c6 thé thdy 10i théng bdo ndy sinh khi ngudi st dung g6 thiéu ddu ngodc trong
cong thirc. Excel c6 thé nhan thady diéu d6. K&t qua la thong béo 10i chung chung
duoc dua ra va dé nghi ban cho phép slta chita cong thiic: cu thé 1a hoan thién
céc thong tin ban chua hoan thién.

Trong trudng hop ban dong y, cong thic sé dugc sl theo “y” cla Excel. Trong
trudng hop ban khong dong y, mot thong béo 16i chinh thic sé gitp ban hi€u vén
dé mot cach chinh xac hon.

Chu dé B
Lam viéc véi ham

Excel cung cdp cho ban rat nhiéu ham tinh toén, logic v.v.. phuc vu nhiéu Iinh vuc
v0i nhiéu muc dich khac nhau.

C6 rat nhiéu ham don gian, dong thoi cling c6 nhiéu ham phuc tap. Tuy nhién
cac ham déu lam viéc trén clng nguyén ly. Khi d4 nam dugc nguyén ly lam viéc
cla ham, ban sé dé dang ti€p xUc v6i cac ham khac.

Ham
Trong phan trudc ban da lam viéc vdi cac toan tU. Toan tU 1a cic thanh phan gbm

hai v&, ¢ nghfa 1a khi thuc hién m6t toan tU doi hdi nguoi sit dung phai dua ra hai
thanh phan cho hai vé cUa toan tu.

Vi du: khi ban st dung toan tU cOng, ban phai cho biét vé thi nhét la gi hay bao
nhiéu, sau d6, “cOng” v0i vé th( hai 1a gi hay bao nhiéu.

Hinh 4-2 Toan t trong Excel




D0i v0i ham thi cach lam viéc lai khac. Ham thuc hién phép toan trong chinh ban
than ham, sau d6 tu trd vé gia tri. Khi thuc hién, ham c6 thé chay doc lap,
khong can tham s dau vao va cho ra két qua nhu ham Now hodc chay thuc
hién cong viéc c6 tham sO dau vao nhu phan 16n cac ham con lai.

=
B |

1l P Vi Vidt
% s
5182005 9:011 l::}

Tham s6 cla ham

Céc tham s0 dugc dung trong ham cling ¢6 diém khéc v6i tham sO diing trong toan
t(. Trong toan t(, cic tham sO thuOng 1a gia tri cu thé hodc la duy nhat tham chiéu
t6i 6 d6. Con d6i v6i ham, cic tham s& déu bao gdm cac tham s6 trong toén tU,
diém khac biét nam ¢ chd tham s0 trong toén t{ chi ¢d thé 1a tham chiéu tdi mot 6
don, con tham chiéu trong ham cho phép cling lic ¢6 nhiéu 6 dt liéu

Hinh 4-3 Ham trong Excel

Phan dinh tham sé trong ham

Ngoai ra, ham con ¢6 thé ¢6 cing mot lic nhiéu tham sd, tham chiéu téi nhiéu 6
hay viing d liéu khac nhau, ltc d6, céc thanh phan di liéu trong ham phai dugc
phan tach rd rét bang céc ky hiéu phan céch trong ham. Céc ky hiéu thudng gap la
dé&u phdy hodc dau chdm phay.

Quy Udc vé ddu chdm hay phay hay mot ky tu nao khac c6 thé thay ddi dugc. Tuy
nhién, néu khong co gi thay d6i dac biét, ban thuong co thé xac dinh dua theo
thong tin vé dinh dang s0.

Trong céc phién ban Excel cfi 97, 2000... nguoi si dung thudng gdp nhiéu van dé
khi st dung cac dau phan cach. Trong phién ban 2002, 2003, cac ddu phan cach
dugc thé hién rd ngay dudi cong thirc

L=samA1.C1|
|, I

Céc tham s0 tryc tiép trong cong thifc dugc phan biét bdi mau sac, cic tham s6 thé
hién trong phan huéng dan dugc thé hién dam/nhat: phan dam la tham s6 ban dang
lam viéc, phan nhat Ia cac tham s khac.



Hinh 4-4 Phan cach ham trong Excel

Théng thudng thi néu thong tin dinh dang s6 si dung dau chdm lam phan céch cho
phén thap phan thi trong cong thitc sé st dung dau phay lam phan cach cac tham
s0. DGi v0i trudng hop dinh dang s6 st dung déu phdy lam phan céch cho phan
thap phan thi trong cong thic sé st dung dau cham phdy lam phan céch céc tham
sO.

Trong trudng hop st dung bang théng tin ham dé viét cong thirc, ngudi st dung sé
khong can thiét phai quan tdm nhiéu tdi ky hiéu ding d€ phan céch.

Tim ham

Trong st dung ham thi ngoai cach nhG va nhap thong tin ham bang tay, ban c6 thé
s dung chlfc ndng thém ham trong Excel

FinaneEs
Dzl & Thae
kit & Tri

Sl
| e e Fomfananise

Hinh 4-5 Paste Function




ChUc néng thém ham thudng b0 tri ham theo ting nhdm cho tién lam viéc, ban cd
thé xem mo ta trong bang dudi day.

Nhém ham t nghia

Most RecentlyUsed Céac ham s dung gan day nhat
All Tat ca cadc ham

Financial Ham tai chinh

Date & Time Ham ngdy va gi0

Math & Trig Ham toan va lugng giac
Statistical Ham thOng ké

Lookup & Reference Ham tim kiém va tham chiéu
Database Ham c0 s6 dir liéu

Text Ham xU ly ky tu

Logical Ham Logic

Information Céc ham thong tin

Bang 4-1 Nhém ham trong Excel

Trong phan nhém ham, ban chi can chon cac ham cu thé ¢ phan clta s6 bén phai la
c6 thé thém dugc cac théng sO cho ham.

Céc thong sO c0 thé hién va dugc s dung nhu trong md ta dudi day

Hinh 4-6 Ham trong Insert Function



Céc thong s6 hién thi vGi phan chr mau dam la nhiing thong s6 bat budc phai co,
céc théng s6 phan mau nhat 12 cac thong sO khdng bat budc phai co.

Phan nam & cudi cling bén phai cla & dir liéu hién thi, liét ké céc gia tri co trong
ving théng sO dau vao.

Ban dong thoi c6 thé thdy dugc luon két qua cla chinh cong thic tao ra ¢ phan dit
liéu ngay phia dugi dit liéu ban dua vao.

Ngay trong phan dudi cling cho ban biét cac ky hiéu dugc st dung dé thé hién
phan phan cach trong cong thic. Trong vi du trén ban thdy ky hiéu phan cach phan
thap phan dugc st dung 1a ddu chdm phéy «;”

Phan dudi ciing cla clfa sO ¢6 muc Formula result thé hién két qua tra vé chinh
thic sé xudt hién trén 6 cong thic.

Céach tinh cac ham don gian

Trong phan ndy, ban sé xem qua mot s6 ham tinh toan don gidn c6 clng mot
nguyén |y lam viéc. Cé nghia la céc thao tac thuc hién cla cac ham la hoan toan
gibng nhau, phan khéac nhau chi 14 tén ham.

Ham t nghia

Sum Ham tinh tGng, dugc st dung dé tinh tGng cho céc 6 dit
liéu lién ké va khong lién ké. Sum thuOc dang ham s6 can
¢6 it nhat mOt tham s6 dé tinh ton.

Average Ham tinh trung binh cOng 14 mot trong s6 nhiéu ham ban
khong thé khang biét trong Excel. S dung ham Average
hoan toan tuong tu nhu cach st dung ham Sum.

Count Ham thuc hién phép dém s6 lugng tat ca cac 6 cd chita
dit liéu trong phan ban chon

Max Ham dua ra gia tri cao nhat trong cic 6 ban chon

Min Ham dua ra gia tri nhd nhat trong tat ca cc 6 ban chon

Pé& tinh trung binh céng
1. Chon & ban mu0n dua két qua

2. GO déu bang dé bat ddu cong thiic
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3. Ban gd tén ham can tinh toan, cu thé trong trudng hop nay la

Average
SUM > X J & =average(
A [ B[ c[D[EJTF[ & [ H ] |

| 1 |Pham Vin Viét
| 2 |McDBA .
| 3 | 5/18/2005 9:26 Bbiém qua 75

4

ll Sinh vién Mén1 Mén2 Mén3 Ménd4 Mén5 Trung binh  Két qua
| 6 |Nguyen Hoai Anh 75 78 79 83 80 =a\rerageﬂ
| 7 |Lé Anh 86 85 85 88 89 [ AVERAGE(numberl, [number3], ..} |
| 8 |Bai Duy Béng 82 85 83 87 70
| 9 |Trdn Thu Ha 90 9 91 89 80 o
| 10 |Lé Minh Hirng 88 30 94 87 84
| 11 | Tran Trong Linh 81 79 80 81 75
| 12 |Phan Dang Liru 90 95 93 86 83
| 13 |Pham Phwrong Nga 69 70 67 82 T4
| 14 |Binh Khanh Toan 86 85 80 80 73
| 15 | Nguyén Kién Trung 7779 65 85 70

16 |Tran Anh Vi 79 82 80 89 81

17 |Nguyen Yen 72 69 70 80 78
?

DE y rang phia dudi cong thic c6 phan clra s6 hién 1én cho ban
biét khu vuc lam viéc. Trong hinh trén, tham sO dau tién c6 mau
dam cho biét ban dang can nhap tham s6 nay vao. Trong Vi du
trén, cong thlic dugc thuc hién trén may quy dinh cac tham sO
phan cach nhau bang déu phéy.

4. Ban c0 thé go truc tiép gia tri hay st dung chudt dé chon nhu binh
thuong.

7 Ban co thé kich chudt va kéo tao ving chon dé dua ving chon
d6 vao cong thic

Mywpen Fodi Ak I3
|L& Ankr &5 &
B Duy Bang a2 &5
| Trés Thu B %9 %0
L& Rfindy P ] %0
Triss Trowegy | desy &1 79
Phices it Lo 0 95
FPhupes Plavossy Mo 63 [{!]
vty By Tadn 85 ]
Hennpdn R Trmg v 9
Trén Anb Vi T &
oyl Yios 12 &3

5. Nhén Enter hay chon OK trén bang phép toan dé két thiic.
2  Khi thuc hién hét phép toan, ban c6 thé déng ngodc hodc
nhén Enter d€ xac nhén luén, Excel sé tu d0ng dién thém dau
ngoac cho ban.

Dich chuyén cong thirc

C6 nhiéu van dé sé ndy sinh ngay sau khi ban hoan thién dugc cong thic cla
minh. Chang han ban nhén thay vi tri dé cong thic chua hop ly va ban cén diéu
chinh lai. Hodc chi la viéc ban khong mu6n mat cong go lai cong thiic qua nhiéu
1an. Ban

mudn lam sao d€ cong thitc c6 thé thuc hién dugc voi cac dit liéu ¢ cau tric tuong
duong. Trong phan ndy ban sé xem céch dé thuc hién cic van dé do
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Di chuyén cdng thic
Trong trudng hop ban thay vi tri hién tai clla cong thlc 1a khéng hop ly. Ban mudn
di chuyén céng thlrc sang vi tri méi. Tai vi tri d6 gia tri cong thic khong thay doi,
ban c6 thé thutc hién thao tac nhu di chuyén cong thic binh thudng
1. Nhan gilt nguyén vao dudng vién quanh céng thlc
2. Kéo t6i vi tri mdi va tha chudt
7 Can luu ¥ thao tac vUa roi sé khéng dnh hudng ti cong thirc, co
nghfa 14 cong thifc van gilr nguyén y nghfa. Trong trudng hop
ban gilt Ctrl trudc khi thd chudt (tudng dudng thao tac Copy) thi
cong thic sé bi thay ddi y nghfa.
Lap lai cong thic
Excel la chuong trinh bdng tinh, do d6 s6 1ugng cong thlic can thuc hién trong d6
khong phai 12 nhd. Néu moi 1an thuc hién cong thitc ban phai nhap lai cong thirc d6
thi diéu do trd nén rat bat tién va qua kho khan.
DE tranh khdi van dé do. Excel cung cép cho ban chlic ning “dién” cong thic sang
cac 6 tuong tu co cling dang. Ban 6 thé xem md ta trong hinh sau:

VERAGE]

(Il Fresen Vil VSt
MDA
AMBr2e05 10-31

[ |y winy fnd a2 Eal 84 M)
il et Hods Andy Th 7 74 &3
bl L& At & 45 Bl
Gl P Dary Bing 9] 81 g7
Ol Trio The B ] 51 g9
i 58 1 B¢ g7
]
) 50 3 &5
Fligwse Fosumng Mo &5 ' g &2
Eiests Khands Tasa 85 ]
5 7T ! : By
7 2 &
72 s ' )

Dt liéu trong cac 6 tinh trung binh cla bang trén ch(ta ham Average — ham tinh
trung binh; ban c6 thé xem trong 6 cong thic phia trén.

DE y ban sé thdy ham tinh trung binh cla cac 6 tit vi tri B6 dén F6 ddi véi hoc
vién th( nhat. Khi thuc hién phép tinh trung binh cho hoc vién th(t hai tr¢ di, gia
tri tén dong sé phai tdng dan. C6 nghfa la khi sinh vién th( nhat tinh ti B6 dén F6
thi sinh vién th( hai phai 1a B7 dén F7, tuong tu nhu vdy cho sinh vién th( ba, tu
V.V..

Excel cung cap cho ban chlc ning kéo tha va dién dit liéu trong céc 6 tif dong 7 trd
di tuong duong véi dir liéu trong 6 dong 6. DE lam diéu do:




DE ¥ ban sé thdy ddy ahinh 1a 1.
thao tlc Fill Cell da ad trong

bai trudc 2. Ré chult vao goc dudi clng bén tay phai cho tdi khi con tré chudt
hién thanh hinh ch{t thap

Trong Excel, chon 6 chlta cong thlc ban sé phai 1ap

3. Khi con trd chut hién thanh hinh chit thap nhd mau den, nhén va gil
nguyén chudt, kéo tdi ngi ban mudn chuyén cong thic, sau do tha
chu0t ra.







5

al

5

Muc tiéu bai hoc

Trong ban than chuong trinh Excel ¢6 rat nhiéu ham, ban khong thé nhd hét dugc
cac ham cling nhu cach lam viéc v6i nhitng ham dé. Tuy nhién, lam sao d€ ban c6
thé thuc hién t6t cong viéc clia minh, thdm chi vdi nhitng ham ban chua bao gi®
thuc hién, phan bai nay sé gitp ban c6 dugc ky ndng do. Bai hoc dua ra mot s6
céch lam viéc cu thé vdi cac nhém ham, cling nhu mot sO k¥ ndng b6 trg, bao gdm:

Nhém ham tai chinh
Nhoém ham toan hoc
Nhém ham thoi gian
Nhom ham tham chiéu
Nhom ham logic

Pia chi tuyét doi

@ & @ @ @ ®

Truy cap d{t liéu nhanh véi tén
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Chu dé A

Tinh toan véi nhém ham tai chinh

Néu ban c6 dir liéu dang tai chinh trong bang tinh clla minh, chac chan rang ban sé
quan tam tdi mOt sO phép toan lién quan tdi cac van dé tai chinh. Ban c6 thé thuc
hién dugc kha nhiéu phép toan tai chinh vdi cac ham tai chinh san cd trong Excel.

Hay th( tinh ra s0 tién va I4i ban phai trd cho cén nha ban mdi mua. Ngobi xudng
vGi mOt cay bt va t0 gidy, thuc hién tat ca cac phép toan can thiét. Nhung néu con
sO ban can biét 1a tOng sO tién ban phai trd hang thang trong ndm dau tién? Ban
sé mat kha nhiéu thoi gian dé€ thuc hién phép toan ay! Thay vao dd, ban chi can
mOt khoang thoi gian ngan ngUi voi Excel dé gidi quyét van dé cla minh.

Nhéom ham tai chinh - Financial function

Nhiing ham thuGc nhém ham tai chinh thuc hién céc phép toan lién quan t0i tai
chinh ké todn. Cac tinh toan thudng lién quan tdi cac van dé khau hao, dau tu, cho
vay v.v..

Ham SLN: chi Hang lam trong phong ké toén clia mot cong ty 16n cén tinh khau
hao cUa cac thiét bi trong cong ty dua trén gid mua vao cUa thiét bi do, gi tri cla
cac thiét bi d6 sé 1a bao nhiéu vao thoi di€m thanh ly dugc xéac dinh, thoi gian cong
ty sé st dung la bao nhiéu. Chi Hang chon st dung lam SLN, nhdp Vvao céac
thong tin vé gia mua, gia tri vao thoi di€m thanh ly, va khoang thoi gian tUr khi
mua dén khi thanh ly.

Ham PMT: anh Huy muOn mua mot chiéc 6 t6. Huy khong rd anh ay phai trd mot
sO tién hang thang |a bao nhiéu. D€ xem chiéc xe 0 vita vdi tui tién cla minh
khong, Huy s dung ham PMT dé€ xem sO tién trd hang thang. VGi ham PMT,
Huy nhdp vao ldi sudt hang thang, sO 1an tra tién va gia tri chiéc xe. K&t qua tra
vé 12 s0 tién anh phai trd hang thang.

PE tién hanh tinh toan v4i ham thudc nhém ham tai chinh

1. Chon 6 dit liéu ban mubn dat cong thitc

2. Chon nat Insert Function
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3. Trong danh s&ch Or Select A Category, chon Financial

Type & braf cesoricsion of vt you weedk o do @ Sesi
i &

2 Mt Revrlly Lbserd

st Rerey ity Lisied,
A

AEAGE
W Mg B Triry

(PO I S
COLBET | osns e Rerfrrere:
B

4. Chon ham can sU dung trong phan Select a function

5. Chon OK dé hién clfa sO Function Arguments
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6. Nhap vao cac tham sO
| Pl Sguments

? Trong do
u  Cac tham s6 trong ham, tham s6 ndo t6 ddm la tham s6 bat
budc ¢6, tham sO viét bang chit nhat 1a tham s6 khong bat budc

Gia tri cac tham s0

Gia tri thuc thu dugc

MBb ta chlc ndng clia ham

MBb ta chlic ndng cUa tham s0 hién tai

Gia tri thuc dugc thé hién trén 6 két qua

NK X g<

7. Chon OK d€ x4c nhan

Cha dé B

Lam viéc véi nhém ham toan hoc
D6i llc ban cén tao ra mOt bang s6 liéu toan hoc. Ban c6 thé tinh todn bang may
tinh, hodc st dung chuong trinh Calculator trén may tinh...

Nhung sé nhanh hon rat nhiéu néu ban st dung céc ham todn hoc trong Excel.
Céc ham toan hoc ban c6 thé st dung ¢ ddy gom hau hét cac ham thuc hién phép
toan thong thudng. Ngoai ra, vi khd ndng két hgp nhiéu ham trong mot cong thlic
tinh toan sé gilp ban nhanh chong tim ra két qua mong mudn.

D€ sir dung cac ham toan hoc

1. Chon 6 dit liéu ban mu6n dat cong thitc
2.

3. Trong danh sach Or Select A Category, chon Math & Trig
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4. Chon ham can sU dung trong phan Select a function
5. Chon OK d€ hién clta s0 Function Arguments
6. Nhap vao cac tham s6
7. Chon OK dé xac nhan
Cha décC

Nhém ham thai gian

Bang tinh la noi ban chita dir liéu d€ st dung cho nhiéu muc tiéu khéac nhau. Trong
d6, dr liéu thoi gian thudng xudt hién kha nhiéu. Trong phan mém bang tinh Excel,
thoi gian luén dugc 1uu Y, ban hau nhu dé dang tim thdy cAc ham thdi gian dép (mg
dugc cac nhu cdu cong viéc clla minh.

Ham Days365: Hoang lam cho cong ty chuyén phat nhanh, c6 phai nhap céc thong
tin vé thoi gian nhan chuyén hang cho khach va thoi gian hang tdi ngudi nhan.
Trudng phong dé nghi c6 dua vao thoi gian chuyén hang. Cé chon st dung ham
Days365. Co dua vao khodng thdi gian nhan hang, ti€p theo la thoi gian giao hang,
Excel trd vé cho c6 két qua 1a thoi gian hang dén noi.

Ham Now: Cong ty thudng ky két cac ban hop dong theo cc mau san va Hoang
thuOng phai in ra cac ban hop dong d6. Thong tin vé thoi diém ky két thudng 12 thoi
di€m in hop dong. Thay vi mdi lan in, Hoang phai nhap théng tin ngay thang vao 6
thong tin ngay thang trong Excel, c6 st dung ham Now. SU dung ham Now,

Excel ludn trd vé cho c6 thdi diém cd md va s dung tap tin.

PE& lam viéc vdi cac ham thoi gian

1. Chon 6 dir liéu ban mu0n dat cong thic
2. Chon nut Insert Function
3. Trong danh s&ch Or Select A Category, chon Date & Time
4. Chon ham can st dung trong phan Select a function
5. Chon OK dé hién c(ta s0 Function Arguments
6. Nhap vao cac tham s
7. Chon OK dé xéc nhan
ChG déD

Nhom ham tham chiéu

Ban d4 bao gi0 phai lam céng viéc tham chiéu théng tin?

MOt bang dai danh sach ma sO khach hang va cac giao dich ho da thuc hién trong
bang giao dich.
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Ban phai doc ma sO khach hang trong bang giao dich, quay sang bang théng tin
tham chiéu, tim tén khach hang trong bang tham chiéu va dién tén d6 vao phan
tuong Ung trong bang giao dich.

MOt cong viéc budn té, nham chan, tn nhiéu thoi gian va that khling khiép néu ban
¢6 hon 100 giao dich m0t ngay!
Tham chiéu

Tham chiéu la cong viéc 1y ra thong tin, sit dung théng tin d6 dé tra c(tu trong mot
bang tham chiéu chudn, sau do tra vé gia tri tuong (ng.

Tham chiéu déi v8i Excel khéng chi st dung gia tri d€ tim kiém chinh xac ma co
thé tim kiém trong mOt khodng gi4 tri tly theo yéu cau cla ngudi st dung.

Vlookup: c6 Hién la chl nhiém 16p 11A3 trong trudng. C6 mudn c6 mot bang xép
loai céac hoc sinh trong 10p. C6 chon st dung ham vliookup. Vi ham vlookup, c6
tao mOt bang tham chi€u chudn bao gdm céc tiéu chi sap x€p nhu: hoc sinh ¢ diém
tlr 5 dén dudi 7 1a trung binh, hoc sinh ¢6 diém tit 7 dén 8 la kha v.v.. Sau d6 sl
dung ham vlookup dé tham chiéu.

Pé& lam viéc véi cac ham tham chiéu
1. Chon 6 dit liéu ban mu6n dat cong thic
Chon nit Insert Function
Trong danh s&ch Or Select A Category, chon Lookup & Reference
Chon ham can st dung trong phan Select a function
Chon OK dé€ hién c(fa s6 Function Arguments

Nhdp vao cac tham s

N oo ok~ N

Chon OK d€ xéac nhan

Tham chiéu tuyét doi

Trong mot vai trudng hop, ban sé khong chi thuc hién phép toan ddi véi dir liéu
cling dong don thuan ma phai thyc hién phép toan vdi dit liéu trén dong khac.

MOt trudng hop ban c6 thé gdp phai la mot tham chiéu t6i dit liéu trén mot 6 cO
dinh. Ban c6 thé xem trong vi du mé ta sau:
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Pham Van Viét
MCDBA

h g Maat Mand Mdnd Mdud M3 Tiung bk
2R Novyen Hodi Ank 5 7 79 33 ]
Ed:onn 3 8 8 @5 99
Kl 5 Oy Déng B2 B 83 ar 703
E1 Trin Thu Ha 90 =0 91 B9 ]
K1 é Mink Fung BB a0 a4 ar
gl rrén rrong Link a1 0 &0 g1
Ve Fhan Dang L a0 85 93 a6 :

f] Fham Phong Noa B 70 67 g2 T4
=1 Dinkh Kisdnh Toan g6 et B0 30 73 -
Nauyén Kién Trung 7 74 &5 a5 704
Tran Anh Vi Fe| B2 a0 32 g1
o Nouyén Yén 72 60 70 g0 73

Trong bang trén ban c6 thé thdy cach xac dinh viéc mot hoc vién c6 thé qua hay
khong qua mén hoc dua vao diém s chudn xudt hién trén 6 dt liéu H3.

C6 nghta la néu hoc vién ¢6 s6 diém cao hon sé dugc coi la dat, va ngugc lai vdi s6
diém thap hon.

Phép so sanh d6 theo ban thdy, sé ludn chi tdi vi tri 6 H3. C6 nghfa la néu kéo
xubng nhu binh thudng, ban sé lam tham chiéu tit 6 H3 thay d6i thanh H4, H5 v.v..

Trong trudng hop do, ban phai sit dung t6i phép tham chiéu tuyét doi, cé nghia la
luén tham chiéu tdi cu thé mot 6 dit liéu.

Nhu ban thady khi ban kéo doc sé lam thi tu 6 theo chiéu doc — s6 hang; ting
1én, khi ban kéo 6 sang ngang, sé lam th( tu 6 tinh theo chiéu ngang — ch{ chi
th( tv cOt; tang 1én.

DE “c6 dinh” th{r tu d6, ngudi st dung sé phai thuc hién thao tic c0 dinh s6 hang

hay c6t. Ky tu ding d€ “c6 dinh” tén hang hay c6t dugc st dung 1a dau do la “$”.
Khi ban viét ddu $ vao trudc s6 thi tu hang trong cong thic, sO th ty d6 sé khong
bi thay d6i khi ban kéo cong thirc chay doc. Khi ban viét dau $ vao trudc tén cOt,
chir biéu thi tén cdt sé khong thay di khi ban kéo cong thiic chay ngang.
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PE thém vao tham chi€u tuyét doi

Ban c6 thé thém tham chiéu tuyét ddi bat c(t Iic ndo, bét cit chd ndo trong cong
thrc. Chi can t6i truGc vi tri can thém, sau d6 thém ky tu $ vao trudc tén cOt
hay tén hang.

Ngoai ra ban co thé thuc hién thao tac mOt cach nhanh chong hon véi phim F4
1. Trong cong thic, ding tai vi tri tén 6 can thém tham chiéu tuyét doi.

Ban c6 thé thuc hién ngay khi chon 6 dt liéu bang chudt hay danh
tay lan dau tién.

2. Nhan F4, ban sé c6 tham chiéu tuyét doi dat 1én tén cla 6 trong cong
thiec.
t  Nhén F4 1an mOt ban sé ¢6 tham chiéu tuyét d6i cho ¢
dong va cot
t  Nhan F4 1an hai ban sé ¢ tham chiéu tuyét déi cho hang
t  Nhan F4 1an ba ban sé c6 tham chiéu tuyét ddi cho cOt

t  Nhén F4 1an bon ban sé x0a tham chiéu tuyét di.

Tham chi€u bang tén

Tham chiéu tuyét d6i Ia cach ban c6 thé truy nhdp va cd dinh vi tri cla d{t liéu trén
bang khi copy, di chuyén cong thic.

Sé khong c6 van dé gi khi ban chi dinh tham chiéu mot 1an r6i khong s dung dén
trong cac cong thic khac.

Nhung néu ban muon st dung cong thlic d6 nhiéu lan trong nhiéu céng thiic khac
nhau, hodc ban ¢6 thé dua dit liéu cho ngudi khdc xem. Trong céc trudng hgp do,
moOt dia chi tham chiéu tuyét d6i ki€u nhu: $N$2 sé kho co thé xéac dinh dugc do la
gia tri gi, muc dich st dung ra sao. Ban thudng phai vao vi tri N2 dé xéac dinh xem
vi tri d6 ¢ y nghfa gi va gia tri bang bao nhiéu.
Thay vao d6, tham chi€u bang tén sé gan giii hon v6i ngudi sit dung. Thay vi sit
dung $N$2, ban co thé dat cho 6 N2 moOt cai tén. Gid s N2 chita phan trdm hoa
hong, ban c6 thé dat tén: commission. Sau d6 trong cong thlic ban chi can g
commission. Tai thdi diém dd, commission sé tuong (ng vi $N$2.
DE dat tén cho 6 hay mét nhém 6

1. Chon cac 6 ban mu0n dat tén
2.




3. Nhén Enter d€ xac nhan
Ban cling c0 thé dat tén cho cac 6 s dung menu

1. Trén menu, chon menu Insert ~Name —Define

2. Trong clta s6 Define Name, ddt tén clia 6 hodc nhém 6 trong phan
Names in workbook

t  Trong phan Refers to, chon lai cic 6 néu can
3. Nhan nit Add dé thém tén mdi vao hé thdng
DE xo04 tén trong hé théng
1. Trén menu, chon menu Insert ~Name —Define

2. Trong clta s6 Define Name, chon tén muOn X0a

H ]
Co bt cup Rl b
FrocietCodsf=f

el 1 5SS

3. Nhén nit Delete d€ xo4 tén khéi hé théng



ChUu déE

Nhém ham logic

Logic la van dé ban thudng gdp trong cudc sOng va trong cong viéc. Khi gdp phai
mOt van dé, ban thudng phai phan tich dé€ tim ra hudng di diing cho van dé do.
Céng viéc khong han 1a 1 + 1 = 2, nhung v6i nhiing phan tich logic, ban c6 thé dua
ra cac hudng di ding dan trong cong viéc cla minh.

Dac biét vdi cac s6 liéu trén bang tinh Excel, nhiéu trudng hgp ban phai doc va
phan tich s0 liéu d€ c6 mot két ludn hop ly. Cac ham trong nhdm logic c6 thé gilip
ban phan tich sO liéu bang céc diéu kién ré nhanh ban dua ra: néu... thi... v.v..

Nhom ham logic

Ham logic 1a ham thyc hién tinh todn trén s6 liéu dya trén cac diéu kién.
Khéng giOng v0i cac nhom ham khac, ban chi c6 6 ham logic (and, false, if,
not, or va true). Cac ham nay hoat dong dua trén su diing sai cUa dt liéu.

Ham if: Hai lam trong phong ké toan clla mit cong ty kinh doanh. Céac nhan vién
kinh doanh trong cong ty thudng dugc thudng mot 1ugng phan trdm hgp dong nhat
dinh khi hoan thanh vugt mdt mic chi tiéu ndo d6. Hai can tinh ra dugc tOng chi
phi phai trd cho m6i mot nhan vién kinh doanh bao gém phén trdm hop dong néu
6. Anh st dung ham if d€ xac dinh nhanh cac gia tri can tinh todn dua trén hai
diéu kién dugc nhan hoa hong.

DE& lam viéc véi cac ham logic

1. Chon 6 dit liéu ban mu6n dat cong thic
Chon nut Insert Function
Trong danh sach Or Select A Category, chon Logical
Chon ham cén sU dung trong phan Select a function
Chon OK dé€ hién c(fa s6 Function Arguments

Nhdp vao cac tham s

N o W

Chon OK dé xé4c nhan




Bai 6 Sap xép, loc, tinh
toan co lua chon

Muc tiéu bai hoc

Trong phén bai hoc nay, ban sé dugc trang bi thém cac kién thiic vé cach thic sap
x€p, loc dit liéu cling nhu tinh toan trén dif liéu da duoc chon loc, tong hop. Bao
gbm

Sap xép dir liéu
Loc dir liéu
Tao va st dung phuong thic loc dit liéu cao cap

Tinh toan s dung nhdm ham dit liéu c6 chon loc

®@ & & ® @

S dung chitc ndng tinh toan theo nhdm — subtotal



Chu dé A

Sap xép théng tin

Qué trinh lam viéc doi ltc ban can diéu chinh, sap x€p lai thong tin dé tién theo
ddi. Chang han ban c6 m6t danh sach cac thanh vién trong cong ty, trudc khi in,
ban muodn danh sach sé dugc sap x€p theo mot trinh tu nhét dinh d€ ngudi sir dung
dé dang tim dugc thong tin can thiét.

Sap xép theo moét tiéu chi

Excel c6 thé gilip ban sap x€p lai danh sach theo mdt hodc nhiéu tiéu chi mot cach
don gidn véi cac thao tac san c6 trén thanh céng cu.

D& sap x&p théng tin trong Excel

Ban chon 6 dif liéu thudc cOt thong tin can sap x€ép.

! A Z| .o
Trén thanh cong cy, ban nhan nat Sort Ascending 21 hay Sort Descending it de
c6 trinh ty sap x€ép tdng dan hodc gidm dan.

DE& sap x€p thong tin véi nhiéu tiéu chi

Vi cach sap x€p nhanh cla Excel, ban chi don gian 1a kich hoat cac chlc ning
trén thanh céng cu dé c6 trinh ty nhu y mudn. Tuy nhién, v6i cach sap xép do, tai
mOt thdi diém ban chi c6 thé sap xép theo mot tidu chi.

Excel cung cdp cho ban m6t chitc ning dé€ sap x€p nlra, st dung trén menu. Vi
chlc ning nay, ban c6 thé tao dugc cc théng tin dugc sap x€p bai nhiéu tidu
chi két hop. Céch sap x€p nay thé hién trong mot clfa s6 — clra s6 Sort v0i nhiéu
1ua chon dé ban c6 thé diéu chinh mOt cach thudn tién.

—

Hinh 6-1 Clta s8 Sort

Bai 6 Sap xép, icc, tinh todn co Ha chcn
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L#a chcn Mo ta

Muc Sort by/Then by Theé hién cac thong tin dugdc sap x€p, toi
da sé chi c6 3 thong tin dugc sap xép

Accending Xac dinh sap xép theo trinh tu tdng dan
Descending Xac dinh sap xép theo trinh tU gidm dan
Header row Xac dinh thong tin Iya chon sé khong

sap x€p ca dong trén clng cUa bang

No header row Xéac dinh théng tin 1ua chon sé sap xép
cd dong trén clng cla bang

Bang 6-1 Chlic ning trong clta sG Sort
D& sap x&p thong tin theo nhiéu tiéu chi
1. Trén thanh cong cy, chon menu Data — Sort
2. Trong clta s6 Sort, chon cOt thong tin can sap x€p va ché do sap xép

3. Chon OK dé xac nhéan ché do sap xép

Chu déB

Loc d liéu vdi Auto Filter

Ban c6 mOt lugng 16n dif liéu trén bang tinh cla minh, nhung ban chi mu6n nhin
thdy mOt phan d{t liéu theo mdt diéu kién nhat dinh. SU dung chic nang Filter trong
Excel sé gitp ban thuc hién dugc diéu do.

Loc d{r liéu

Loc dit liéu la phuong thiic xem d{f liéu, nhung chi mot phan d{t liéu thod mén diéu
kién ngudi s dung dua ra. Dt liéu c6 thé dugc loc theo mOt hodc nhiéu diéu kién
khac nhau, dua trén thong tin vé€ dang sO hay theo dang chit. Nhiing dit liéu nao
khong thod mén diéu kién sé bi &n. Chlc nang filter c6 thé sap x€p lai dt liéu trén
bang tinh hodc cd thé copy vao vi tri méi.
P& ti€n hanh loc dir liéu

1. Chon cac 6 ban mu6n loc. Ban ¢6 thé chi can ding trong bang, tu

dong Excel sé xac nhan bang dit liéu

2. Chon Data - Filter —AutoFilter
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3. Chon dit liéu trong danh sch theo diéu kién ban muon

Srinith Jason Sart Ascssnding
rctdifan Lyniz Scrt Cresemricking
“:"U’:H'Lr_; AFT‘I}‘ E—_’}lﬁ )

B Andea Tegs #0...
|FGirki | t;:nlorﬂmr.. )
Adkmison Angela =10

Codermezm T - i

Tydags Jeniier F0 .
Samier, Jr Tt 400

4. Tiép tuc lya chon trong cac hOp danh sach dé cé diéu kién ban can
Dé€ lya chon theo céac diéu kién mé rong

1. Chon céc 6 ban mudn loc. Ban c6 thé chi can ding trong bang, tu
dong Excel sé xac nhan bang d{t liéu

2. Chon Data —Filter -»AutoFilter

£ Jazon

=y Lyrme

Wy Aty (Ml

Broen Andirea Tz W

[FGiin=ki ISusan pess

Alkmeson Angete 10

Codsrnan Wil f;lg

Tycivugs Jenider 50 .
Samdles, Jr Todd A0D

4. Tiép tuc lya chon trong cac hOp danh sach dé cé diéu kién ban can

Custom AutoFilter x|

Show rows where:

DeptCode =
quuals j | -
100 -
200 e
* and Cor 300

| j 500 -

Use ? to represent any single character
Use * to represent any series of characters

5. Chon OK d€ xéac nhan diéu kién

6. Lap lai cac thao tac khi ban muOn thiét 1ap diéu kién cho cac cOt tiép
theo.

Bai 6 Sap xép, icc, tinh toan co I#a chen
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B6 loc d{t liéu v&i Auto Filter

D{r liéu da dugc loc theo ¥ ban mudn. Tuy nhién, khi khong con can thiét loc
dirliéu, khi ban mudn xem day du dit liéu nhu ban dau, ban sé phai loai bd cac
diéu kién vé loc dir liéu trén bang tinh cla minh.

D& gd bd diéu kién loc nhung van gilt Auto Filter

1. Chon vao hOp lua chon ¢6 nit mii tén mau xanh duong
D E |

leptCoc »| Income

400 $9,ETB_E|%
100 $12.413.00
4DUI$15,UUU_UU_|

2. Kich mé danh séach, chon All
DE gb bo viéc loc dir liéu véi Auto Filter

Trén thanh menu, chon Data —Filter -.Auto Filter. Dau 1ia chon bén canh menu
Auto Filter va cac hOp danh sch trén bang dr liéu sé bién mat. Bang d{t liéu sé tr
vé dang thé€ hién binh thuOng.

Cha déc

Phuong thuc loc cao cap — Advanced Filter

Ban da st dung phuong thlc loc Auto Filter trong Excel. Tuy nhién, v0i phuong
thic nay ban con m6t s6 van dé chua khac phuc dugc:

® Ban chi co thé loc tdi da hai tiéu chi trén mot cot dit liéu

® Céc tidu chi gilta cac cOt khong lién két chat ché véi nhau chang han Auto
Filter khong thé dap Ung dugc néu ban muln tim: nhan vién trong nhém
kinh doanh trifc tiép cé doanh sO 16n hon 5000 USD va nhan vién trong
nhom kinh doanh qua dién thoai c6 doanh s6 16n hon 3000 USD.

PE déap Ung cac nhu cdu cao cap hon vé loc dif liéu, Excel cung cdp phuong thitc
loc cao cap Advanced Filter.

Advanced Filter khong chi loc dua trén cac diéu kién cling nhac san c6. SU dung
Advanced Filter, ban c6 thé tao thanh céc diéu kién loc d{ liéu mém déo, dap
Ung dugc cac nhu cau vé loc dit liéu. Ngoai ra ban c6 thé tién hanh loc truc tiép
trén

ban dit liéu hodc chuyén di liéu loc dugc sang mot vi tri moi

Cac lua chon clia Advanced Filter

Advanced Filter cung cdp kha nhiéu lua chon d€ ban tién hanh loc di liéu hiéu qua
hon. Céc Iua chon & day bao gbm céc toan tU so sanh, cac toan tI dai dién dif liéu
V.V..

Microsoftd Office Excell 2003

viet.pv@hotmail.com


mailto:pv@hotmail.com

Toan t$ t nghia
“=text” Tim chinh xac cum tUf ndm trong dau ngodc kép
? Ky hiéu thay thé mt ky tu bat ky tai dung vi tri tuong Ung

trong chudi dt liéu

* Ky hiéu thay thé mot chudi ky tu bat ky tai khodng vi tri
tuong Ung trong chudi dit liéu

= Ky hiéu bang

< Nho hon

> L6n hon

<= Nhé hon hodc bang
>= L6n hon hodc bang
<> Ky hiéu khong bang

Viing diéu kién trong Advanced Filter

Khac voi cac cach dat diéu kién trong cac ham, cic cong cu khac clia Excel,
Advanced Filter s& dung phuong thlc ch(ta diéu kién thanh d liéu truc tiép trén
cac 6 cla Excel.

Chang han dé tim tat ca cac nhan vién thudc nhom kinh doanh c6 ma s 1a 300 c6
doanh s6 16n hon $2500, ban sé phai tao ra mOt bang dit liéu diéu kién c6 dang nhu
hinh sau
=

D€ sir dung Advanced Filter

1. Dat con trd chudt trong bang dit liéu ban mubn st dung Advanced
Filter

Bai 6 Sap xép, icc, tinh toan c6 I#a chcn
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2. Trén menu, chon Data —Filter -Advanced Filter

? Trong clta s0 Advanced Filter, khoang dit liéu théng thuOng
dugc chon la bang dit liéu ban dang ding

3. Trong phan Criteria range, chon ving dif liéu ban can

4. Chon Copy to another location néu ban mu6n dr liéu sau khi dugc

5. Néu ban chon Copy to another location, ban sé phai chon vi tri bat
dau cho bang dit liéu méi

6. Chon Unique records only néu ban khéng mu0n thé hién céc ban ghi
bi tring 1ap d{t liéu

7. Chon OK dé xac nhan

Pé& g& bd Advanced Filter

Sé khong c6 véan dé gi néu ban thyc hién Advanced Filter sau d6 chuyén sang mot
vi tri méi.

Trong trung hop ban thuc hién Advanced Filter trén chinh bang dit liéu cla minh,
d€ g& bd Advanced Filter, ban chon menu: Data —Filter ~Show All
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Chu déD

Nhém ham dir liéu

Cho dén phan nay, ban da hoan thién cic phuong thic loc dit liéu cUa minh. Sau
khi loc dif 1iéu, ban c6 thé thuc hién cac phuong phap tinh toan trén nhimg dit liéu
do.

Nam dugc nhu cau cla ngudi sit dung. Excel cung cdp cho ban mot s6 ham tinh
toan theo khung diéu kién dua trén cach lam cla Advanced Filter.

Nhém ham d{r liéu - Database Function

Pay 1a nhdm ham thuc hién tinh toan dua trén céc diéu kién tuong tu Advanced
Filter. Cac ham trong nhom nay c6 tén tuong tu vGi cac ham thong thudng, phan
khac biét la ch{r D ding dau. Cac ham thuGc nhdém nay thudng c6 ba tham sd: phan
dir liéu, phan trudng va phan diéu kién.

1. Chon 6 dit liéu ban mu6n dat cong thiic

2. Chon nit Insert Function
3. Trong danh sach Or Select A Category, chon Database
4. Chon ham can sU dung trong phan Select a function
5. Chon OK d€ hién clta s6 Function Arguments
6. Nhap vao cac tham sO
7. Chon OK d€ xac nhan
Cha dé E
Subtotal

Ban d4 xem céach Excel tach loc di liéu, ban ciing c6 thé tinh todn dua trén s liéu
tao ra do cac phuong thic tach loc dé.

Céc s0 liéu ban tach loc ¢6 thé hién thi thanh cac danh sach dit 1iéu khac nhau. Tuy
nhién, trong trudng hop ban muon tao ra mot tap hop nhiéu danh sach dit liéu khac
nhau hodc diéu chinh nhanh céc thanh phan dif liéu dd, cac chiic nang ban vua sut
dung c6 thé gilip dd dugc nhung sé khong tao ra hiéu quéd cao nhat.

Subtotal

La mOt trong nhiéu chlc néng hitu ich cla Excel, subtotal thuc hién thao tac gdp
céc dt liéu da dugc sap x€p thanh timg nhdm. Chitc ndng sap xép sé thuc hién
cong viéc g0p céc dit liéu thanh nhém. Sau do, chlic ning subtotal ¢ thé thuc hién
cac phép toan nhu tinh t6ng, trung binh v.v.. dua trén s6 liéu clla nhoém do. Moi
mOt worksheet cO thé ¢ nhiéu subtotal, cO sy phan cach gilta cac subtotal. SO liéu
tOng theo ham cling sé dugc dua vao phan trén hodc dudi cling cla bang.

Bai 6 Sap xép, icc, tinh toan c6 I#a chcn
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Subtotal

At each change in:

IDEptCnde j
Use function:
[
Add subtotal to:

[ EmployeeFirstiame :l

[ DeptCode
W_

[¥ Replace current subtotals
[ Page break between groups
¥ Summary below data

[ o |

Remove All |

Ban sé phai lam viéc vdi nhiéu lua chon trong subtotal

x|

s

Cancel |

L#a chcn

Bang dudi day mo ta y nghia cla tUng Iya chon

t nghia

At each change in
Use function
Add subtotal to

Replace current subtotals

Page break between groups

Summary below data

Remove All

Chi ra cOt dit liéu st dung d€ gdp nhom
Chi ra ham s{r dung dé tinh toan khi gbp nhém
Chi ra céc cOt dit liéu sé tién hanh tinh toan

Lua chon nay dugc st dung khi ban muOn thay thé
subtotal hién tai thanh subtotal m&i

Lua chon nay sé diéu chinh thao tac in ting nhém
thanh céc trang khéac nhau

Lua chon nay xéac dinh gi4 tri do phép toan tong
nam tai phan dudi bang, néu khong chi dinh, gia tri
ndy sé nam trén clng

NUt Iua chon x6a toan b subtotal

PE& thém subtotal

. d L N

Chon bang d{t liéu ban can st dung
Sap xép cOt dit liéu lién quan néu can
Trén menu, chon Data —Subtotal
Nhap cac thong tin Xac lap subtotal

Chon OK d€ xéac nhan
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Bai 7

Bai 7 Biéu do trong
Excel

Muc tiéu bai hoc
Bai hoc cung cép cho hoc vién céc kién thic vé tao va st dung bi€u do trong Excel.
Bao gOm Cac van dé:

® Céch tao biéu do

® Chinh slra bi€u d6

Microsoftl] Office Excell 2003
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Chu dé A

Tao biéu do

Cac nhom biéu dé

Bieu do

Mo hinh chi tiet

Bi€u d6 dang cOt

Thudng s dung khi ban mu0n so slnh
dt liéu theo alc nhom

Bi€u d6 dang thanh — Bar

Thung st dung khi ban mu0n so slnh
d(t liéu theo alc nhdm

Biéu d6 dang dudng — Line

Thé hién dudng xu hudng theo thoi
gian hay theo alc nhom

Biéu d6 dang banh — Pie

Thé hién d(t liéu thanh tling phan so
v0i tBng dit liéu

Bi€u d0 theo diém — XY (Scatter)

So slnh d{t li€u theo tung déi

Bai 7 Bieu do trong Excel
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Bieu do

Mo hinh chi tiet

Bi€u d6 viing — Area

Thé hién xu hudng phan tram gil tri
tinh theo thGi gian hodc theo nhém

Bi€u d6 banh vong — Doughnut

Thé hién d(t liéu theo dang phéan tram
nhung chia dugc thanh nhiéu nhém
khlc nhau

Bi€u d6 dang Ra da — Radar

Thé hién su thay d6i s0 liéu so vi
di€m trung tam

Biéu d6 dang bé mat — Surface

Bi€u d6 dang bong — bubble

Bi€u d6 dang c6 phan — stock

Biéu d0 tru tron — Cylinder

Microsoftd Office Excell 2003
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Bieu do Mo hinh chi tiet

Bi€u d6 dang nén — Cone

Bi€u do kim tu thap — Pyramid

D€ tao bi€u d6 dang cdt, dang thanh hay dang dudng

1. Trén menu, chon Insert ~Chart d€ khdi dOng Chart Wizard
Ban c6 thé st dung ndt Chart Wizard trén thanh cong cu

£ )5 s

Clra s6 Chart Wizard hién ra thé hién budc ban dang ding la budc 1,
ban can chon kiu biéu do

SEnda Types | Custom Types |
2. Trong clta s6 Chart Wizard, trang Standard Types...
t  Chon ki€u nhom biéu d0 trong phan Chart type
t  Chon kiéu cu thé trong phan Chart sub-type
3. Nhan Next d€ sang budc hai — xac dinh dt liéu
Chart Wizard - Step 2 of 4 - Chart Source I:-.
Data Range | Series k
4. Trong trang Data Range

t  Chon khodng céc 6 ch(ta dit 1iéu ban mu6n dua vao biéu do

t  Chon ki€u phan b0 dif liéu
Data range: |=5hEEt1!5C56:5F59 :k-.l

Series in: = Rows! %
" Columns

Bai 7 Bieu do trong Excel
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Bai 7

5. Chon sang trang Series

t  Phan Series thé hién cac dai dir liéu khac nhau, ban nén chd
¥ vao phan hinh dnh m6 ta phia trén dé thdy r6 hiéu qua

t  Phan Name dé€ ban xac dinh tén cho céc dai dif liéu.

t  Phén Value xac dinh chudi cac 6 ch(a gia tri cla ting dai
dit liéu

t  Phan Category (X) axis labels x4c dinh chudi c4c 6 ch(a tén

cUa céac cum dit liéu (trong hinh vi duy, tén cic cum chua
dugc tao, mac dinh dé 1, 2, 3...)

2 Nt Add dé thém cac chudi dit liéu méi
2 N(t Remove dé€ g& bd chudi dif liéu ban dang chon.
6. Nhén Next dé sang budc th(r 3

7. Trong budc th(r 3, thiét 1ap cAc tuy chon riéng cla ban, can luu y
rang ban c6 thé thiét 1ap ting tly chon va nhin vao phén clfa sG bén
canh dé€ c6 md ta vé tly chon ban dang st dung

8. Nhan Next dé€ sang budc cudi cling
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t  As object in s& dua bi€u do cUa ban thanh mot d6i tugng noi
trén sheet ban chi dinh

t Chon As new sheet khi ban mu0n ban do6 cla ban hién
nguyén trén mot sheet mdi. Lua chon nay cho phép ban chi
dinh dugc tén sheet méi

10. Nhén Finish dé két thic

Chu déB

DPiéu chinh biéu doé

Ban cling biét rang khong phai cai gi méi tao ra cling hoan thién, biéu do cling vay.
Trong nhiéu trudng hgp, ban céan diéu chinh céc théng tin minh dua ra, cac yéu
cau, dinh dang biéu do v.v..

Pinh dang doi tugng trén biéu do

Trén bi€u do co rat nhiéu thanh phan khéac nhau, ban chi cén ré chu0t lén titng khu
vuc khéc nhau trén bi€u d0 sé thdy screen tip hién 1én nhac ban biét ban dang ré
chut 1én khu vuc nao trén biéu do.

Phén nén chuong trinh

Bai 7 Bieu do trong Excel
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06it ng t nghia

Value Axis Thé hién gia tri theo truc tung
Category Axis Thé hién cac nhém gia tri truc hoanh
Plot Area Phan nén cla biéu do

Value Axis Major Gridlines

Legend
Series

Chart Area

DPuong canh gid tri chinh theo truc tung
Chu thich
Chi ra chubi d{t liéu hién tai

Vung nén biéu do

Pé& dinh dang déi tugng trén bi€u dé

1.
2.

3.
4.

Ban ré chudt 1én doi tugng can dinh dang

Nhan phai chu0t 1én doi tugng can dinh dang, chon Format <tén doi
tugng>

Tharamds Tharatai Thanabs Thanaw

Tién hanh cac dinh dang trong clta s6 Format <tén ddi tugng>

Chon OK dé xé4c nhan

Thay dGi ki€u bi€u d6

Ban c6 thé da lya chon bi€u d6 hai chiéu — 2D va thay rang bi€u do hai chiéu
khéng dugc dep 1am. Ban muln thay d6i tir ki€u bi€u d6 hai chiéu sang ba chiéu.
Trong trudng hop do, ban phai xem cach Excel ho trg ngudi sir dung di ki€u biéu
d6 nhu thé nao.

Dé& thay déi ki€u biéu dé

1.

2.

Thao tac thay kiéu bi€u do
t  Ban c0 thé chon trén menu, phan Chart —~Chart Type

t Thuc hién thao tac chudt phai truc tiép trén biéu dd vao cac
phan Plot Area, Chart Area, Series, chon Chart Type

Chuyén kiéu bi€u d6 ban mu6n
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3. Chon OK dé xac nhan
Piéu chinh ving d{r liéu
Ban can thém chudi théng tin méi vao bang dit liéu, sau d6 hién thi chudi thdng tin
d6 trén biu d6 clng cac chudi thong tin khac. Viéc thém bét cac thong tin trén
bang hoan toan don giadn, tuy nhién, bi€u d6 hau nhu khéng c6 phan Umg gi doi

v6i viéc ban thém thong tin. Cac thong tin ban 1ua chon thé hién trén biéu d6 van
dugc gilt nguyén.

Trong cac trudng hop thém moi hay diéu chinh ving dif liéu, diéu chinh cic ngudn
thong tin v.v.. ban déu c6 thé si dung mot chifc ndng san co trong Excel.

PE& diéu chinh vang dir liéu
1. Thao tac diéu chinh ving d{ liéu
t  Ban co thé chon trén menu, phan Chart ~Source Data

t  Thuc hién thao tdc chult phai truc tiép trén bi€u d6 vao cac
phén Plot Area, Chart Area, Series, chon Source Data

2. Diéu chinh cac ngudn thoéng tin nhu trong budc hai khi tao bi€u do
3. Chon OK dé xac nhan

Thay déi cac thiet 1ap hién thi biéu do
Céc thiét 1ap san vé bi€u d6 bao gdm céch b tri dudng ké, bd tri nén, bo tri truc
tung, truc hoanh v.v.. Cac van dé vé bd tri sé kha kho hinh dung khi ban chi xem
cac thong tin dinh dang va nhin théng tin preview — khdng phai bao gi0 cling hién
du thong tin.
Dé& thay ddi cac thiét 1ap vé hién thi bi€u dd
1. Thao tac diéu chinh ving d{t liéu
t Ban c0 thé chon trén menu, phan Chart —.Chart Options
t Thuc hién thao tac chubt phai tryc tiép trén bi€u d6 vao cac
phéin Plot Area, Chart Area, Series, chon Chart Options

2. Diéu chinh cac thiét 1ap trong clta s6 Chart Options nhu trong budc
ba khi ban tao biéu do

3. Chon OK d€ x4c nhan

Thay ddi vi tri bi€u do6 gilra cac sheet

Ban c6 thé d tao bi€u do truc ti€p trén sheet ¢6 chita d{f liéu, theo céc yéu cau mdi,
ban can tao ra bi€u d6 nguyén trén mot sheet khac. Ban th{r thuc hién thao tac copy
va thdy rang yéu cdu dua ra Ia khong 6n. D€ hién thi bi€u do trén toan sheet ma
khong bi anh hudng bai bat clt thong tin ndo bén ngoai, ban phai st dung céach thay
ddi vi tri clla Excel.

Bai 7 Bieu do trong Excel
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Céch thay ddi nay dong thoi cling rat hiéu qua khi ban mubn chuyén biéu do di bat
ky sheet nao khac trong tap tin Excel cla ban.

D€ thay d&i vi tri biéu doé
1. Thao tac diéu chinh ving dit liéu
t  Ban c6 thé chon trén menu, phan Chart ~Location

t  Thuc hién thao tac chudt phai truc tiép trén biu d6 vao cac
phén Plot Area, Chart Area, Series, chon Location

2. Diéu chinh céc thiét 1ap trong clta s6 Location nhu trong budc bon
khi ban tao bi€u do

3. Chon OK dé xac nhan
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Bai 8

Bai 8 Cac chlc nang ho
tro dac biét

Muc tiéu bai hoc
Phan bai nay sé gidi thiéu dén ban cac chlc nang hitu ich trong qua trinh lam viéc
v0i Excel. Bao gOm:

® Kiém soat so liéu

® Tim kiém — thay thé s0 liéu

® HO trg lam viéc vGi bang tinh c§ 16n

®

Bao vé s0 liéu

Microsoftd Office Excell 2003

viet.pv@hotmail.com


mailto:pv@hotmail.com

Chu dé A

Kiém soat so liéu

Trong qua trinh lam viéc vdi Excel, ban sé thdy Excel khéng chi 1a m0t phan mém
bang tinh don thudn ma con c6 thé gilp ban quan ly, sang loc, sap x€p dit liéu v.v..
Diéu d6 dan dén khai lugng dir liéu d€ 1am viéc trong Excel cla ban sé ting lén,
khong chi m0t ngudi ma con ¢ thé ¢ nhiéu ngudi clng lam viéc. Ban sé phai
quan tam tGi viéc ki€m soét qua trinh nhap d{r liéu sao cho chinh xac, kiém soat
xem s0 liéu trén bang o6 thuc su chudn xac hay khong...

Pinh dang co6 diéu kién - Conditional Formatting

Pugc cung cép san trong Excel, phuong thlic dinh dang c6 diéu kién sé gilip ngudi
sU dung nhin thdy nhiing di€ém bat hop ly, cac dif liéu cén luu tam d6i voi dif liéu
trong bang tinh Excel.

Khoéng hoan toan biét dugc y nghfa cla ddi tuong, Conditional Formatting phat
hién ra dt liéu dya trén céac diéu kién ngudi sit dung dua vao.

PE& dinh dang c6 diéu kién
1. Chon céc 6 dit liéu ban mu6n tién hanh dinh dang c6 diéu kién
2. Trén thanh menu, chon Format —Conditional Formatting

3. Trong clta sO Conditional Formatting, thiét 1ap cac 1ua chon ban
mu0n

4. Chon OK @€ xac nhan
Kiém soat s0 liéu
Ban c6 m6t bang dt liéu trong Excel, ban biét rang céc 6 dif liéu ludn tu nhan bét
clt dang s0 liéu ndo ma nguoi st dung nhap vao. Trong trudng hop ban tao ra

nhiing bang s liéu mau dé ngudi sir dung nhap vao, ban co thé cén yéu cau s6 liéu
d6 phai dam bao moOt tidu chi nhat dinh.

Bai 8 Céc chwe nang ho tr d)c bit
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Néu st dung Conditional Formatting, ngudi s& dung nhap s0 liéu, néu dit liéu
khong phi hop, 6 gia tri sé bi d6i mau. Tuy nhién, c6 nhiéu trung hop ngudi nhap
s0 liéu khong hi€u sé b qua, ban sé lam mat thoi gian hiéu chinh dé c6 s6 liéu phi
hop.

Validation c6 thé coi la bién phap “cling ran” yéu cau ngudi st dung phai nhap
s0 liéu sao cho chinh xac. Trong trudng hgp sO liéu nhap khong chinh xéac sé c6
canh bao va yéu cau ngudi st dung nhap lai s0 liéu.

Pé& thiét lap Data Validation
1. Chon céac 6 dt liéu ban mu6n thuc hién kiém soét d{t liéu
2. Chon menu Data —Validation d€ md clta s6 Data Validation
3. Dat diéu kién ban mudn trong phan Settings

7 Chon Input Message d€ dat thong bao canh bao ngudi sit dung
néu can

2 Chon Error Alert d€ ddt thong bdo canh bdo ngudi st dung khi
nhdp dit liéu sai néu can thiét

4. Chon OK d€ xéac nhan

5. Kiém tra hiéu qua cla Validation

Chu déB

Tim ki€m — thay thé

Ban d4 kha quen thulc véi cach lam viéc trong Excel. Khong c6 van dé gi trong
viéc nhap dif liéu, thay ddi ndi dung dr liéu. Van dé tiép theo trinh bay v0i ban kha
ning tim kiém va thay d6i dif 1iéu that nhanh chéng dugc cung cap san trong
chuong trinh Microsoft Excel.

Microsoftd Office Excell 2003
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Tim kiem

Trong trudng hgp ban c6 mot ban tinh gon gang dugc sap xép tot. S& khong co van
dé gi khi ban mu0n tim kiém mot thong tin trén bang tinh cla minh.

Tuy nhién véi mOt ban tinh chiing 500 thong tin theo hang, va c6 thé kha nhiéu
thong tin dugc sap x€ép theo chiéu ngang. Sé dé chiu hon néu ban c6 thé thuc hién
mOt thao tac ndo d6 dé€ dinh vi dugc thong tin ban quan tim hon 14 viéc ban phai
mat cong tim kiém théng tin d6 trong hang loat thong tin trén bang.

Chc ning tim kiém dugc cung cap san trong Microsoft Excel sé gilip ban tim ra
dir liéu ban can trong hang nui thong tin ban co.

Hinh 8-1 CUra s0 tim kiém théng tin
DE thuc hién chirc nang tim kiém
1. Trén menu, ban chon Edit — Find
2. Trong clta s6 Find, g6 théng tin can tim ki€ém vao muc Find what

3. Nhdn Find Next d€ may bat dau tim.

Thay the
Thay thé la chlic ndng rat manh trong Excel.

Théng thudng, ban van quen tim ki€m theo théng tin, sau d6 ban tu thay d6i théng
tin, r0i ti€p tuc tim va thay d6i...

Thao téc d6 ban c6 thé thuc hién déi v6i mot doan thong tin ngan ngui. Nhing véi
mOt 1ugng thong tin can tim ki€m va thay thé kha 16n thi cong viéc nay sé kho co
thé coi la dé chiu dugc.

Microsoft Excel cung cap cho ban chlic nang tim kiém, va thém mot phan thay thé
dugc dat trong d6. Ngay trong cla s6 tim kiém, ban ciing sé thdy chlic ning
Replace d& dugc tich hgp.

Bai 8 Céc chwe nang ho tr d)c bit
viet.pv@hotmail.com
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PE thuc hién chic nang thay thé

1. Trén menu, ban chon Edit — Replace

2. Trong clta s6 Replace, phan Find what gd thong tin can tim kiém
3. Phan Replace with, g6 thong tin thay thé vao
4

Nhén Replace d€ thay thé

Chu déC
Lam viéc hiéu qua hon trén bang tinh c& 16n

Bang tinh cla ban c6 thé chi st dung ¢ 10 dong va 5 ct. Nhung c6 nhiing bang
tinh rOng tdi 20 cOt, chiéu dai 1én tdi hang ngan dong thong tin. Cling ¢ nhiéu
bang tinh khong qua 16n nhung thong tin ban can tham chiéu nam rai rc trén nhiéu
vi tri khac nhau. Lam viéc v6i nhitng bang tinh 16n nhu vay véi cach di chuyén
thong thudng sé chang khac gi viéc ban di cd trAm cay s6 v&i mot chiéc xe dap

— mOt phuong tién rat thé so!

Khéng cd nhiéu thao tic phUc tap, nhung sé rat hiéu qud déi vdi ngudi st dung khi
ban tap st dung va lam quen v4i nhimg cong cu san ¢6 nhung rat hitu ich cla
Excel.

An donglcot

An cot/dong s6 1iéu 1a mot trong nhifng bién phap nhanh chéng dé bang tinh cla
ban dugc gon gang. Ngoai ra, bién phéap nay cling hiéu qua déi véi mot s6 bang
tinh, gitp ban co thé “gidu” b6t mot phan s6 liéu khong can thiét trong qua trinh in
an hay hién thi.

PE& &n dong trong Excel

1. Chon dong ban mubn an

2. Trén thanh menu, chon Format ~Row —Hide

Microsoftd Office Excell 2003
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D€ hién dong dang bi an
1. Chon dong ngay trén va dong ngay dudi dong bi &n
2. Trén menu, chon Format -Row —»Unhide
DE& an cot trong Excel
1. Chon c6t ban mu6n &n
2. Trén thanh menu, chon Format —Column —Hide
D& hién cbt dang bi an
1. Chon cOt ngay bén phai va c6t ngay bén tréai cOt bi 4n

2. Trén menu, chon Format -Column —Unhide

Split

An dong, cOt 12 bién phap hiéu qua khi ban mudn theo ddi s6 liéu trén mot bang
tinh don gian hay gidu b6t mot sO sO liéu. Tuy nhién, d6i véi mot bang tinh yéu cau
ban phai tham chiéu cac s6 liéu trén nhiéu khu vifc khac nhau thi 4n dong/cot
khong phai la mOt bién phap hiéu qua.

Split dugc cung cdp san trong Excel cho phép ngudi st dung c6 thé chia man hinh
sheet dang lam viéc thanh nhiéu phan khac nhau. Nho chlic nang nay, ngudi st
dung c6 thé xem dugc mot s6 ving s6 liéu nam riéng I@ trén sheet.

g |l
54 563 00

Wi 100

Cobernan

Banwat |Amy 100 4 52500
MNbdbebuadk Reched 100 $12.413.00
Gowerig Allkeon 100 $1.353.00
Elslmdyne Cal 100 $2.352.00
Pradsreeat Motobe 100 $1.352.00
B Artrea A0 6500
Mauyen T=an 200 $4574.00
Andres Leon 20 $1211.00
St Jazon 20 $2.345.00
Mahdiillzn Lytme 30 6454 00
Wang |Amy 30 $3.245.00

s
$6.464.00
53,245 00

bekitan
Wang

Kilimski Susan 20 $5.675.00
Caddel Josh 30 B ET00
Surhpre Canie 300 $4.250.00
Heryood Enc 300 $3452.00
Fragicesco ik 0 F3452.00
Cantusbe Al 30 $3252.00
R Michedbe 200 $3.452.00
fona Briam 30 52 450.00
Laswye Rohert 300 $2352.00

PE thuc hién chic nang Split
1. Chon 6 dif liéu trung tim lam diém cat

2. Chon menu Window —Split d€ “cat” man hinh

Bai 8 Céc chwe nang ho tr d)c bit
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D€ di chuyén khung

Céc thao tac di chuyén hoan toan nhu binh thudng. Tuy nhién, ban ¢ thé cén phai
dich chuyén khung nhin dé€ pht hop hon vdi dit 1iéu ban cén theo dbi hién tai.

® Ban c6 thé ré chudt vao dudng cat doc dé thay d6i dd rOng cac khung nhin
JESU

|Lyrimee

® Ban c6 thé ré chudt vao dudng cat ngang dé thay d6i d6 cao cac khung
nhin
|LLymine

® Ré chubt vao di€m giao, ban ¢ thé thay d0i khung theo cic hudng
|Lynne

iﬁrw

P& gd bd dudng cat

Trén thanh menu, chon Window —Remove Split

Freeze Panes

Ban da c6 thé di chuyén, tham chiéu nhiéu khu vuc khac nhau. Nhung mot vén
dé ban cén quan tdm: viéc di chuyén trong bang tinh sé lam mat di cac ving
thong tin can st dung dé tham chiéu.

Bang tinh cUa ban thudng cd phan théng tin thudc dong trén cling chlta cic thong
tin mé ta y nghfa cla dit liéu phia dudi. Khi ban di chuyén khung nhin xuéng dudi,
dong thong tin trén clng sé mat di:

B13 - 5 Wang B8 - # Brown
A B A | B
1 | EmployeelR | EmployeelLastName 25 (0101 Wolfe
| 2 [0043 ™~ Coleman | 26 (0107 Zona
| 3 (0067 Bamett | 27 (0123 Lange

DE tranh diéu dd, excel trang bi cho ban chifc ning Freeze Panes, cho phép ngudi
sU dung c0 thé lam “déng cling” mot sO dong trén cling hodc mot s6 cOt dau cling
bén trai.

Microsoftd Office Excell 2003
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i1l 0053 Fitzpadrick Lisa
391 0055 Heali Johui
3 0057 Carifit Shelly

DE thuc hién chirc nang Freeze Panes

1. Néu ban muln déng cling chi dong trén clng — dong 1, dat vi tri
Active Cell vao 6 A2

2. Trén menu, chon Window —Freeze Panes
P& gd bd chirc nang Freezee Panes

Trén menu, chon Windows —Unfreeze Panes

Cha déD

Clta s6 khoa thong tin cho phép ban dat mat khdu dé€ bdo vé bang tinh clia minh
tranh ngudi st dung c6 thé tu' y md khoa.

Bai 8 Céc chwe nang ho tr d)c bit
viet.pv@hotmail.com

Bdo vé so
liéu

Trén bang tinh cla
ban c6 thé c6 mot
s0 thong tin, mQt

sO vung thong tin
ban

khong muOn ngudi
st dung thay d6i
thong tin trong cac
vung do. Excel cung
cap cho ban chitc
nang khoa tac dong
cUa ngudi st dung
tGi céc 6 dir liéu nay.
Mac dinh trong Excel
luén cho phép ngudi
st dung khoa dit liéu
trén bang tinh dé
ngudi st dung
khong thé thay doi
cac thong tin do.
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Phan lua chon phia dudi 1a nhitng hanh déng cho phép ngudi st dung thuc hién khi
ban thuc hién thao tac khoa dt liéu.

Pé& khoa bang
1. Trén menu, chon Tools —Protection —Protect sheet
2. Trong hop thoai Protect Sheet, g6 mat khau dé€ khoa c6 mat khéu

3. Khi ban g8 mat khau vao, d€ chac chan mét khdu ban nhap vao
la dung, Excel sé hdi ban lai vé mat khdu ban nhap vao. G lai
mat khdu mot 1an nita d€ xac dinh mat khau ban nhap luc dau la
chinh xac

4. Chon OK d€ xac nhan
D& g& bd khoa
1. Trén menu, chon Tools —Protection ~Unprotect sheet
2. Trong hOp thoai Unprotect Sheet, g mat khdu dé md khoa
3. Chon OK dé xac nhan
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Bai 9

In AU liéu

Muc tiéu bai hoc

Bai hoc gidi thiéu dén hoc vién cac vén dé can chudn bi khi tién hanh in an trong
Excel, bao gﬁrn:

®

®@ @ @ @ &

Lua chon gidy

Lap lai tiéu dé bang trén dau céc trang bang khac nhau

Thiét 1ap tiéu dé trén, tiéu dé dudi
Xem trudc khi in
In trang thong thudng

In theo mOt khu vuc
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Chu dé A

Dinh dang trang bang tinh

Trong hau hét cac trudng hop, bang tinh Excel khong chi st dung dé tién hanh tinh
toan ma con can sU dung dé in &n céac bang béo céo.

Trong phén nay, ban sé xem cach tiép can véi cic dinh dang khudn kh0 trang trudc
khi in cUa Excel.

Céc thao tac trong phan nay ban sé phai lam viéc véi chlc ndng dinh dang
trang cla Excel. Cac ch(c nidng vé dinh dang trang cUa phan mém nay dugc
dat trong clfa sG Page Setup.

Trong phan dinh dang trang, ban c6 thé dinh dang céc thong tin vé 1€, cac tiéu dé
trén — dudi trong van ban, cac chiéu hudng in cling nhu khé gidy s dung trong qua
trinh in &n.

Hinh 9-1 CUra sG Page Setup

Pinh dang I€ van ban

Lé I thanh phan dugc nhac t6i dau tién khi ban tién hanh in &n vin ban. Ban c6 thé
in mOt van ban khong dugc chdm chit qua nhiéu t6i dinh dang bén trong nhung
khong thé in mOt van ban vdi 1€ trén qua cao ma 1é dudi qua thap hay khong con 1é
trai khi 1€ phai bi du qua nhiéu.

Ngoai ra, bang tinh khong phai Ia mot phan mém ché ban nén cau tric thé hién clia
bang tinh khong thé dam bdo cho ban in toan bd thong tin ddy dU trong mot trang.
Piéu chinh 1€ va chit sao cho hgp Iy sé gitp ban thu dugc mot véin ban hoan chinh.

Bai 9 Ind lieu
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Hinh 9-2 Dinh dang 1€ trong Excel

Thang s6 Mo ta

Header Vi tri cla tiéu dé trén
Top Vi tri cla 1€ trén

Left Vi tri cla 1€ trai
Right Vi tri cUa 1€ phai
Bottom Vi tri cla 1é
dudi

Footer Vi tri cla tiéu dé dudi

Bang 9-1 Y nghia théng sO trong Page Setup

D€ dinh dang Ié trang in

1.

2
3.
4

Trén thanh menu, chon menu File — Page Setup
Trong clta sO Page Setup, chon tab Margins
Dét céc thong s6 dinh dang ban mudn

Chon OK d€ xéac nhan va dong clta s6

Thay dGi hudng va kich cd trang in

Trong nhiéu trudng hop, trang in cla ban bi vugt qua, doi hdi ban phai quay ngang
trang in d€ tranh bi thiéu thong tin trén trang in.

Pé& xoay ngang trang in

1.

Trén menu, chon File — Page Setup

Microsoftd Office Excell 2003
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2.

3.

4.

Chon tab Page néu can

Trong phan Orientation

t  Chon Portrait khi ban mu6n kh6 trang in la dlng thang
t  Chon Landscape khi ban mu6n kh0 trang in quay ngang

Chon OK @€ xéc nhan théng tin dinh dang

Ngoai viéc quay ngang khé trang, ban cling can luu y ti kich cd gidy. Kich c6
gidy mac dinh ban thdy thuong 1a khé gidy Letter. D6i llic viéc can chinh vOn mat
nhiéu thoi gian nhung van khong cho mot két qua pht hop chinh Ia béi yéu t6 kich

@ trang in.

DE thay d6i kich ¢d trang in

1.
2.
3.

4.

Trén menu, chon File — Page Setup
Chon tab Page néu can

Trong phan Page size, chon dinh dang trang trong danh sich tha
xudng

Nhén OK d€ xac nhan théng so.

Pinh dang tiéu dé trén, tiéu dé dudi

Header/Footer — tiéu dé trén, tiéu dé dudi, 1a cac thanh phan thudng xuat hién trén
dau hay dudi day mot trang. Cac thong tin nay thudng giOng nhau & tat ca cac trang
v6i muc dich thé hién cac thong tin kém theo.




Pé diéu chinh Header/Footer
1. Trén thanh menu, chon File - Page Setup
2. Trong clta s6 Page Setup, chon Header/Footer

2 Ban ¢6 thé thyc hién nhanh thao tac trén bang céc chon View —
Header and Footer

3. Trong clta s6 Page Setup, phan Header/Footer
t D& diéu chinh Header, chon Custom Header

t  DE diéu chinh Footer, chon Custom Footer

&[Page}&Pages| |

2 Ban can luu y cac lua chon trong clfa s0 Header hay Footer
t il Dinh dang phong chit

t Pua vao vi tri dang dimg s6 trang hién tai

t Pua vao vi tri dang ding tOng sO trang in
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chi ¢6 hiéu luc khi trong Header/Footer cUa ban ¢d hinh dnh

4. Chon OK dé
5. Chon OK dé

vao menu View —Header and Footer, ban sé khong phai chon budc

OK nay.

Lap tiéu dé bang

MOt van dé ma hau hét ngudi st dung gap phai khi in bang d{r liéu dai tU trang nay

MP&}&].-’&%P&:}@E]&H“J@WE@

Thém thong tin vé ngay thang

Thém thong tin vé gid gidc

Thém théng tin vé tap tin Excel
Thém théng tin v€ vi tri va tén tap tin
Thém thong tin vé tén tap tin

Thém thong tin vé sheet hién tai
Thém hinh anh vao Header/Footer

Piéu chinh hinh dnh dua vao Header/Footer. Nt nay

15

xac nhan Header/Footer

xac nhan thong tin dinh dang. Trong trudng hgp ban

sang trang khéc: bang tinh trong trang truc van binh thudng, nhung phén bang
tinh trong trang sau thi khong c0 tiéu dé.

Ang chimg dong dir liéu, sau d6 gd tiéu dé vao ding dong dau tién cUa trang sau
Ia mot gidi phap kha hay ma moi ngudi khi bat dau lam viéc véi may tinh déu co
thé nghf ra. Tuy nhién, ban hdy xem xem chuyén gi xdy ra khi cac trang vin ban

Bai 9

Ind lieu
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Excel cung cap cho
ngudi st dung chic
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4. Nhén OK d€ xac nhén céc thiét 1ap.

Chu déB

Xem van ban trudc khi in

D0i voi cac chuong trinh tao vin ban don thuan nhu Word, ban c6 thé nhin va udc
doan dugc gan nhu chinh xéac két qua in ra. VGi Excel ban ciing c¢6 thé xac dinh
dugc diéu do, tuy nhién, khong phai moi viéc lic ndo cling ding nhu vay.

DE thuc su chac vé két qua cla khau in n khi ban d4 dinh dang xong céc thanh
phan, ban nén st dung chlic ndng Preview dé xem két qua trudc khi in.

Khi thuc hién chitc ning Print Preview, ban thudng xem théng tin hién thi trén toan
trang in.

Ban cling 0 thé chuyén doi gilta trang thai xem toan trang in va trang thai xem chi
tiét nhu trén van ban thong thuong.

Thanh céng cu trong ché d0 Print Preview gilip ban thuc hién dugc nhiéu chiic
nang khac nhau

Hinh 9-3 C(ta s6 Print Preview

Chwc nang Mo ta

Next Di chuyén dén trang ti€p theo, chlic ning nay sé khong
¢6 hiéu luc khi ban dang @ trang in cudi clng hay van
ban cla ban chi c6 mot trang



Chwc nang Mo ta

Previous Di chuyén dén trang trudc trang hién tai, chlic ning nay
sé khong c6 hiéu luc khi ban dang @ trang in dau tién
hay vén ban cla ban chi ¢ moét trang

Zoom ChUc nang thuc hién phong to hay thu nhd trang hién
thi, chlfc néng nay tuong duong véi viéc nhan chudt
vao trang in khi con chu0t hién thi dudi dang biéu
tugng kinh IUp

Print Goi cla @ in

Setup Goi clta sG Page Setup

Margins Hién thi céc di€ém kéo thay d6i phan dinh 1€ cla trang
in.

Page Break Hién thi in ¢ ché d6 c6 ky hiéu va diéu chinh phan

Preview/Normal View trang — Page Break Preview hodc ché d0 xem trang

Excel thong thuOng — Normal View.
Close S dung d€ dong clra s6 Print Preview

Help Goi clta s6 trg gilip

Bang 9-2 Chlic ning trong c(ta sO Print Preview

D& thuc hién chlrc nang Print Preview

1. Trén thanh cong cu, ré chudt va nhan vao nlit Print Preview [&

t  Print Preview c6 thé kich hoat bang menu File — Print
Preview.

t  Trong qua trinh chuén bi in an, tai clta s6 Print c6 thé nhan
Preview d€ chuyén vao ché dd Print Preview.

2. Xem va diéu chinh thong tin trong c(fa s6 Print Preview

3. Chon Close dé thoat khdi ché d6 Print Preview

Cha déc

Cac thiét 1ap in co ban

In 12 thao tAc quan trong, khong thé thiéu khi ban lam viéc vi hau hét cic phan
mém trén may tinh. Rat don gidn bédi cac phuong thiic lam viéc thong thudng nhu
cac ban béo cdo, trinh ky duyét v.v.. déu la cac ban thong tin trén gidy.




Bang tinh cla Excel cling khong phai la ngoai 1€. Ban c6 thé soan va tinh toan
thong tin trén Excel, nhung nhu vay khong van chua du. Excel cung cép cho ban
day dU cac chlrc ning dé tao mOt ban béo céo an tugng. Vay thi tai sao ta khong in
béo céo truc tiép trén Excel.

Vé mat phuc tap, in béo céo hay bang tinh trén Excel hau nhu khong cé gi khéc so
v0i cac dang thao tac khac.
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Hinh 9-4 CUra 0 in trong Excel

Chwc nang Mo ta
Name Xéc dinh may in sé st dung dé€ in
Print range Xéc dinh lugng trang in:

® All—intoan bl
® Page(s) From: nnn To: mmm — xac dinh in tU
trang bao nhiéu t6i trang bao nhiéu
Print what Xac dinh khodng in:
® Selection: in vung lua chon
® Entire workbook: in toan bd tap tin Excel

® Active sheet(s): in nhiing sheet nao dang trong
trang thai hoat dong.



Chwc nang

Mo ta

Number of copies Xéc dinh s0 ban sé in ra. Lua chon Collate xac dinh in

hét toan b6 mot ban roi mdi tdi ban ti€p theo; bd lua chon
Collate sé xac dinh in toan b ban copy cla tlng trang
mot.

PE tién hanh lua chon va in

1. Trén thanh menu, chon menu File — Print
2. Trong hOp thoai Print, thiét 1dp nhing théng s6 ban mudn
3. Chon Print d€ in theo céc thong s6 dugc thiét 1ap
4. Chon OK dé tién hanh in van ban
ChG déD

Thiét 1ap in mOt phan bang tinh

Bang tinh trong Excel thudng kha 16n va ban khong phai llc nao cling quan tam tdi
toan bd théng tin ¢6 trong bang tinh do. Trong nhiéu trudng hgp, ban chi quan tdm
va in mOt vai phan thong tin trong bang tinh.

Néu mOi phan thong tin ban quan tam lai phai tién hanh copy sang vi tri mdi, sau
d6 mdi thuc hién in &n thi qua phlc tap. Microsoft Excel cung cap cho ban chitc
ning khoanh vlng in, gilip ban c6 thé in truc ti€p mOt phan thong tin trén ca
bang tinh 16n ma khong can phai dich chuyén théng tin goc.

D€ in m6t phan bang tinh

1.
2.
3.
4.

Chon céc 6 dif liéu can in
Trén menu, chon File — Print
Trong c(fa sO Print, phan Print what, chon Selection

Nhén OK dé tién hanh in

Vi cach in chon ving bang tinh nhu trén, ban c6 thé in dugc bang tinh nhung
khong thé luu lai trang théi in d6. Trong trudng hgp ban mudn luu lai ving in dé
14n sau ti€n hanh in ti€p ma khéng can chon lai ving thi cach tién hanh vUa réi la
khong phu hop.

DE& c6 thé ti€n hanh ghi lai ving in xac dinh

1.
2.
3.

Chon céc 6 can in
Trén thanh menu, chon File - Print Area — Set Print Area
Vung in s& dugc xac dinh.

2 Trong truOng hop xac dinh vung in. Céc 6 dt liéu lién tuc nhau
sé dugc in trén cling trang, ty ddng sang trang khi in hét trén




toan trang. Céc 6 d{t liéu khong lién tuc nhau sé dugc in trén
nhiéu trang khac nhau.



