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GIOI THIEU BO UNG DUNG VAN PHONG

SU DUNG MICROSOFTWORD SOAN THAO VAN BAN
KY THUAT GO BAN PHIM

CHIA SE VA CAI BAT THONG SO TRONG MSWORD
DINH DANG VAN BAN

TRON THU

IN AN VAN BAN.

GIOT THIEU PHAN MEM XU LY BANG TINH

SU DUNG MS EXCEL DE TAO BANG TINH

PO THI VA IN AN BANG TINH

GIOT THIEU UNG DUNG TRINH CHIEU

SU DUNG MS POWERPOINT BE TRINH CHIEU
GIOT THIEU CAC UNG DUNG VAN PHONG KHAC
TIM KIEM THONG TIN TREN INTERNET

SU DUNG E-MAIL TREN OUTLOOK EXPRESS

HOI THOAI INTERNET
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TRUONG CAO DANG NGHE QUY DINH HOC TAP

Tat chudng dién thoai Lang nghe

a1 S

e Ns g N bong gop y kién Khong hat thuoc
Hoi lai nhung gi va chlga sé kinh trong 16p hoc
chua hieu nghiém
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S,L\EEESE Bai 9: SU DUNG MS EXCEL DE TAO BANG TINH
TTRUGNG CAD DANG NGHE

Biét sir dung Excel d€ thuc hién tinh toan, sir dung cac ham cé san, thong ké dir
liéu va dinh dang bang biéu dé in an.

Khai niém co ban

Ham xu ly dir liéu dang so

Ham xtr ly dif liéu dang chuoi

Ham xtr ly dir liéu dang Ngay thang
Ham Thong ké va lay dir liéu tham chiéu
Ham Logic

Pinh dang bang tinh co diéu kién

Loc dir liéu
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p ace Bai 9: SU DUNG MS EXCEL DE TAO BANG TINH
TRUGNG GAD PANG NGHE

Biét st dung Excel dé thuc hién tinh toan, su dung cac ham c6 san, thong ké dir
Ileu va dmh dang bang biéu dé in an.

+ Khai niéem co ban

+ Kiéu di liéu: Numberic, Date, Text,

Format Cells

Nurmber Alignmentl Font | Border | Fill IProtecﬁon|
Category:
General » | Sample
MNumber Nai sinh
currency
Accounting Type:
Date
Time 0.00
Percentage General -
Fraction 0 W
Sdentific _|E
Text =770
Special = £2£0,00
TR | |5 550 (s, #40)
#,#20_);[Red](#,#20)
= £20,00 );(%,££0.00)
#,#20,00_);[Red](£,#£0.00)
&, #20_);(5%,##0)
§#,#20_);[Red](5#,#20) =

Type the number format code, using one of the existing codes as & starting paint.

oK ] ’ Cancel
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5,@2&3 Bai 9: SU DUNG MS EXCEL DE TAO BANG TINH
TRUGNG CAD BANG NGHE

Biét sir dung Excel d€ thuc hién tinh toan, sir dung cac ham cé san, thong ké dir
liéu va dinh dang bang biéu dé in an.

+ Khai niém co ban
Dia chi:
+ Dia chi Tuyét déi: 1a dia chi khdng bao gid thay doi, mudn dé Ia dia
chi tuyét doi thi chdng ta nhan phim F4
+ Dia chi Tuong d6i: sé thay doi khi chiing ta di chuyén céng thirc
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Sﬁace Bai 9: SU DUNG MS EXCEL BE TAO BANG TINH
TRUGNG GAD BANG NGHE

Biét sir dung Excel d€ thuc hién tinh toan, sir dung cac ham cé san, thong ké dir
liéu va dinh dang bang biéu dé in an.

+ Khai niém co ban
Dia chi:
+ Dia chi Tuyét déi: 1a dia chi khdng bao gid thay doi, mudn dé Ia dia
chi tuyét doi thi chdng ta nhan phim F4
+ Dia chi Tuong d6i: sé thay doi khi chiing ta di chuyén céng thirc
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sﬁace Bai 9: SU DUNG MS EXCEL DE TAO BANG TINH

TRUGNG GAD BANG NGHE

[Blet sir dung Excel dé thuc hién tinh toan, su dung cac ham cé san, thong ké du’]

I|eu va dlnh dang bang biéu dé in an.

+ Ham xur ly dir liéu dang so6
Phép toan: +, -, *, /, %, =, >=, <=

A

B C

W 0|~ o | =B W N

[y
o
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=A6-B6

=A6/B6

=A6*B6

=A6"B6

-1

1,1

/2

134217728




sﬁace Bai 9: SU DUNG MS EXCEL DE TAO BANG TiNH
TRUGNG CAD BANB NBIIE

Biét st dung Excel dé thuc hién tinh toan, su dung cac ham cé san, thong ké dir
I|eu va dlnh dang bang biéu dé in an.

+ Ham xur ly dir liéu dang so
Ham: SUM,AVERAGE, MAX, MIN,COUNT, COUNTA...

A B

1 3 =AVERAGE(A1:A5) 4
2 4 —MAX(AL:A5) 10
3 10

=MIN(AL:A5) 1
4 2
: . =COUNT(ALA5) 5
6 =COUNTA(ALA5) 5
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'LP\@ SU DUNG MS EXCEL DE TAO BANG TINH

TRUGNG GAD BANG NGHE

Biét st dung Excel dé thuc hién tinh toan, su dung cac ham cé san, thong ké dir
liéu va dinh dang bang biéu dé in an.

+ Ham xr ly dit liéu dang chudi
Gom: LEFT, RIGT, MID, LEN....

' A | B . RIGHT(AL,2) CD
1 ABCD =MID(A1,2,2)  BC
2 AD3 =LEN(AL) 4

=VALUE(RIGHT( S6 3
A2,1)

=RIGHT(A2,1) Kytw3
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'@ace Bai 9: SU DUNG MS EXCEL BE TAO BANG TINH
TRUGNG GAD BANG NGHE

Biét st dung Excel dé thuc hién tinh toan, su dung cac ham cé san, thong ké dir
liéu va dinh dang bang biéu dé in an.

+ Ham xu' ly dir liéu dang Ngay thang
Gom: Today(), Day, Month, Year, Date

A B =Day(Al) 1
1 1/12/2011
7 =Month(A1l) 12
=Year(Al) 2011

=Date(2011,12,1) 1/12/2011
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S@ace Bai 9: SU DUNG MS EXCEL DE TAO BANG TINH
TRUGNG GAD DANG NGHE

Biét st dung Excel dé thuc hién tinh toan, su dung cac ham cé san, thong ké dir
liéu va dinh dang bang biéu dé in an.

+ Ham Logic
G6m: AND, OR

P B O O
B O kB O
P O O O
L =)
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m SU DUNG MS EXCEL DE TAO BANG TINH

TRUGNG CAD DANG NGHE

Biét st dung Excel dé thuc hién tinh toan, su dung cac ham cé san, thong ké dir
I|eu va dlnh dang bang biéu dé in an.

+ Ham diéu kién IF
=IF (Biéu thirc diéu kién, Két qua 1, Két qua 2)

A B

=IF (A1>=5, “D4au”, “Rét”)
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sﬁace Bai 9: SU DUNG MS EXCEL PE TAO BANG TiNH
TRUGNG GAD DANG NGHE

Biét st dung Excel dé thuc hién tinh toan, su dung cac ham cé san, thong ké dir
I|eu va dlnh dang bang biéu dé in an.

+ Ham tim kiém Viookup:

=VLOOKUP (Vung )
A B
1 5
2 6

=IF (A1>=5, “D4au”, “Rét”)
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LEARNING BY DONG

[TRUONG CAD BANG NGHE

Bai 9: SU DUNG MS EXCEL DE TAO BANG TINH

[Bié’t st dung Excel dé thuc hién tinh toan, st dung cac ham cé san, thong ké d

liéu va dinh dang bang biéu dé in an.

b

+ Ham Thong keé va lay dir liéu tham chiéu
Gom: DSUM, DMAX, DMIN, DCOUNT...
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A B C D E F
BAN HANG
DK
M3z hang | Sélwong | Pongid |Thanh tign TRUE
AO1 30 1000 30000
AO3 40 2000 80000
AO1 20 1000 20000
AO3 30 4000 120000
AO4 20 5000 100000
Thong ke
M3 hang Thanh tién |
AO1 =DSUM(A6:D11,4,F5:F6)
AO3
AO4
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S

79: SU DUNG MS EXCEL DE TAO BANG TINH

TRUGNG GAD BANG NGHE -
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Biét sir dung Excel dé thuc hién tinh toan, sir dung cac ham cé san, théng ké dir

liéu va dinh dang bang biéu dé in an.

+ Pinh dang bang tinh co6 diéu kién

A | B | C D
BAN HANG

Don gid |Thanh tién
40 | 2000 80000
4000 120000

S6 lwong

W o~ o v &
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Mew Formatting Rule

Select a Rule Type:

(> Formatalcolsbasedonthervales |
» Format only cells that contain

W Format only top or bottom ranked values

» Format only values that are above or below average
= Format anly unigue or duplicate values

® Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Format Style: | 2-Color Scale E

Mirimum Maximurm
Type: |Lowest Value El Highest Value E
Value: | (Lowest valug) (Highest value)
Color: | - | (=]
prvies IR |
[ OK ][ Cancel l




SP'ACE) paio: sur DUNG MS EXCEL DE TAO BANG TINH
[TRUONG CAD BANG NGHE

Biét st dung Excel dé thuc hién tinh toan, su dung cac ham c6 san, thong ké dir
liéu va dinh dang bang biéu dé in an.

+ Loc dirliéu

Active filter criteria

A B C D E F 4] sortetoz
1 OrderlD + CustomerlD ~ OrderDate -T ShippedDate -T Freight ~ ShipName v Z) satzioa
43 11120 KEMCH 1/29/2011 1/30/2011 2.95 Christian Kemp A s‘rtb ol ,
44 11121 KEMCH 1/29/2011 1/30/2011 2.95 Christian Kemp ki
45 11122 KIMTI 1/29/2011 1/30/2011 12.95 Tim Kim W Clear Filter From “ShipCity”
46 11123 KINRLU 1/29/2011 143042011 6.95 Russell King Filter by Color »
47 11124 SCHJA 1/29/2011 1/30/2011 495 Janet Scharr Test Filters , Equals..
48 11125 SCHBO 1/28/2011 1/30/2011 12.95 Boris Scholl S 5 I
49 11126 BRYCH 1/29/2011 1/30/2011 4.25 Chris Bryant v [ p— oo i
50 11127 BROSC 1/29/2011 1/30/2011 3.25 Scott Brown e . s
gton Ends With...
63 - [] Auburn ‘E‘ .
b4 .|| Beaverton = Caontains...
65 ""ge":VUE Does Mot Contain...
|| Boston
. . . 3 ~[]Burns Custam Filker..,
Rows that don't meet filter criteria are hidden -[IButte
-] Carmel Valley
~[]clinton il
[ QK ] [ Cancel
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SF}Q&? Bai 9: SU DUNG MS EXCEL BE TAO BANG TINH

TRUGNG CAD BANG NGHE

[Blet sir dung Excel dé thuc hién tinh toan, su dung cac ham cé san, thong ké d

I|eu va dlnh dang bang biéu dé in an.

b

+ Sap xép dir liéu

Sort

| Add Level || # Delete Level H =3 Copy Level | i

==

S

My data has headers

Column
Sort by

Sort On

E Values

[=]

[8].4

| [ Cancel

@2008 - 2011 Khoa M&TT

Email: fit@ispace.edu.vn




Q&A

19
- @2008-2011 Khoa M&TT Email: fit@ispace.edu.vn




