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2.1 Khai niém co so dir lieu

» Co s& dit liéu (CSDL) 1a tap hop cac thong tin, dit liéu duoc to
chtrc theo cau trac hang, cot dé khai thac, truy cap nhanh chéng.

» Dong dau tién dung dé chira tén vung tin hay con goi 1a truong
(Field) cia CSDL. Tén vung tin phai 1a kiéu chudi va duy nhat.

» Nhitng dong ké tiép dung dé chua ndi dung CSDL.Mbdi dong

duoc goi 1a mau tin hay ban ghi (Record).
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2.2. Tao lap co so dir liéu

» Cac buorc

> Nhap tén truong trén mot hang cua bang tinh. Cac tén truong nay (vi du Ho
Tén, Pia Chi, Pién Thoai,...) 1a cac tiéu dé cot cta co so dit liéu. Khong dé
cac hang trang sau tén trudng.

> Chon vung tén trrong va dinh dang vi du chon chit dam, nghiéng hay chon
Font chir to hon dé lam ndi bat trudng vai cac ban ghi.

> Nhap cac ban ghi (nhu thong tin tirng khach hang) ngay dudi tén trudng,
mdi ban ghi trén mot hang.

» Chu y: Chung ta van c6 thé dung cac 1énh bang tinh binh thuong dé hiéu

sib va dinh dang co so dir ligu.
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Cach dung Form dé tao co sé dir liéu

» Bat thanh cong cu Form: Vo File/ Options, xuat hién hop
thoat:

Excel Options — - 2
General o
Customize the Quick Access Toolbar,
Formulas
Choose commands from: (i) Customize Quick Access Toolban (i)
Proafing All Commands El For all documents [default) El
Save
i Fillu S
Language E . P i H ave
Filter - ¥} Undo |I
Advanced Filter ¥ Redo |F
Financial » €3 23

Customize Ribbon

uick Access Toolbar ||

Add-Ins

Find...

Find & Select k
First Column

Fit

Fit Drawing to Contents =

Trust Center

Flip Haorizontal
Flip Wertical

A s B < B BT 5

L | Caaar 1)
=
Fant - o
A Font Cotor £
Font Size I-

7 Frarmat ac Tahla
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v v VvV VvV v

v Vv

Chon muc Quick Access Toolbar / All commands

Sau d6 chon muc Form.. va Add sang phia bén kia

Chon Ok

Luc nay trén thanh Quick Access da xuat hién biéu tugng Form
Trong file Exel ta c6 sin mau céc trudng trong bang nhu sau:

ST S [otn  [Khoa
Boi den dong tiéu dé bang
Click biéu tuong Form trén thanh coéng cu dé nhap dit lidu

fd9-e- (&3
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Hop thoai nhap dir li¢u:
+ Find Prev: tim dur liéu trudce do

+ Find Next: Tim dir liéu tiép theo

+ Criteria: Piéu kién

Sheetl % |
STT: - Mew Record
[(H
gD n
HO TEM: Delets
EHOA: el
Find Mext
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Chen mot ban ghi

4

Tinh nang data form cung cép cach thun loi dé chén, x04 va tim ban
ghi. Ban cling c6 thé chén, xo0a truc ti€p trén bang tinh.

Cac budc:

1.
2. Nhan nat New, sau d6 nhap ban ghi méi vao cac hdp van ban.

3.

4. Nhan Close khi két thuc. Cac ban ghi méi duge thém ndi duoi

Chon mdt 6 bat ky trong CSDL, sau d6 goi Form.
Lip lai bude 2 cho mdi ban ghi mdi ban muodn thém.

vao CSDL. Ban ¢o thé sép Xép lai cac ban ghi theo mot trat tu
khac.

Chu v: Dé khong ghi ban ghi vira nhap, nhan nit Restore.
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Xoa ban ghi

» Ban co thé X04 truc tiép ngay trén bang tinh hodc sir dung data form
dé tim dén va xoa mot ban ghi cu the.
» Cac buoc
1. Dé xoa mét ban ghi str dung data form, chon mét 6 bat ky trong
CSDL; sau do go1 Data, Form.

2. Nhan nat Find Next hay Find Prev cho dén khi t&i ban ghi can
x04, nhan Delete.

3. Khi mot ctra sd canh bao xuét hién, nhan OK dé xo4 ban ghi.
(Nhé rang ban khong thé Undo mot ban ghi bi xo4). Nhan nut
Close dé quay lai bang tinh.

» Chi y: Pé xo04 truc tiép mot ban ghi tir bang tinh, nhan chudt phai
1én tiéu dé hang c6 chira ban ghi can xo4 va chon Delete.
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Tim kiém ban ghi

» Khi can tim cac ban ghi cu thé, ban co thé dung data form dé tim.
Chi can nhap ti€u chuan tim ki€m va Excel s€ tim cac ban ghi thoa
man ti€u chuan.

» Cac budc

1. Chon mét 6 bat ky trong CSDL; sau d6 goi Form.

2. Nhan nat Criteria; sau d6 nhap tiéu chuan can tim trong mot
hay nhiéu hop vin ban. Excel tim cac ban ghi thoa mén tiéu
chuan.

3. Nhan Find Next cho dén khi gip ban ghi can tim, dé thoat khoi
Form nhan nat Close.
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2.3. Sap xép dir liéu

» Dung dé sap xép dit liu ting dan hodc giam dan
» Sap xép 1 cot dit liéu

> Chon vung dir liéu can sap xép

> Chon tab Home - Sort & Filter

> Sap xép tang dan: Chon “Sort A to Z” hodc “Sort Smallest to
Largest”

> Sap xép giam dan: Chon “Sort Z to A” hoidc “Sort Largest to
Smallest”

01/10/2015

11
/3



-

F-C

Home Insert Page Layout Formulas Data Review View

Bl @ b RYP™NMY
“WProperties
From From From From Other Existing Refresh o il sort Filter
Access  Web Text SOUrces = Connections All - Edit Links
Get External Data | nnections | Sort & Filt
A2 _ S Sort
it B | i D | Show the Sort
1 data based on
Once,
2 9 Press F1 for
3 Biao Van Man TPHCM 5
a B£& Hoang Dau Da MNang 10|
5 L& Qua Tio MNam Pinh a8
6 Ly Minh Tudn Hai Phong 4
7 Nguy&n Nguyén  Ha Nai 9
8 Pham Tuan Can Tho (3]
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» Tuy chon sé& hién thi, ban c6 thé chon bat ky cot nao dé sap
xép: A to Z la theo thir tur abc, con Z to A la nguoc lai va OK

"-‘l"gl Add Level )( Delete Level |53 Copy Level e . Options... My data has headers

Calumn Sart On
Sort by I TEn ™ I Values v jlAteZ ha

0K Cancel
W i s
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» Sap xép dwa theo nhiéu cot

“"51 Add Level }( Delete Level =3 Copy Level | s - Options...

My data has headers

Saort On

W Values

" Values

Y Values

W Largest to Smallest
> AtoZ
W AtoZ

Ok _ Cancel
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2.4. Trich loc dir lieu

» Loc dir li€u tu dong (Filter): Dung dé loc dit liéu theo cac tiéu chuan nao
do

Chon céc cot dit liéu can loc

Chon tab Home - Sort & Filter = Filter

Chon miii tén & cac cot dit liéu dé loc

Kich chudt vao do, c6 danh sach tha xuong:
ht [+]diem [+]

> w e

‘%J.. Sort Smallest to Largest
EJ,. Sort Largest to Smallest !
Sort by Color >
S
Mumlber Filters - Equals...
D ~ l. A A - [=] (Select Al Does Mot Equal...
lr leu SO ' D Greater Than...
4
5 Greater Than Or Equal To...
j.r Less Than...
_____ g Less Than Or Egual To...
Between...
Top 10...
Abowve Average
oK | [ cancer | Below Average
Custom Filter...
15
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ht '~ | diem

oo 4]

2| sortatez
£l sotzton
Sort by Color k

Dmmﬂ.‘ \

Text Filters k Equals...
~ FoA r ] {Select All) Does Mot Equal...
Dir licu Ky tor oo 2 dded Begins With..
i[v] ads
75 Ends With...
dasd Contains...
Lo[v] dsad

Does Mot Contain...

Custom Filter...

» Th& tw Uu tién loc theo cac cot tr trai = phai
» Hay bd loc da thiét lap
- Chon tab Home - Sort & Filter - Filter = Clear
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- Loc dir liéu nang cao
»Trich ra cac mau tin theo cac diéu kién chi dinh trong ving diéu
kién duogc tao trudc
» Thuc hién:
» Budc 1: Tao diéu kién gom it nhat 2 hang

- 2: Gia tri diéu kién
- Budce 2: Vao Data -> advanced
+ Khi @6 xuat hién hop thoai

- 1: Tiéu dé cot diéu kién :
Két qua duoc dat
& vi tri khac

Advanced Filter

Actien Vi tri copy
= toi

Chon dia chi

\/
L vung CSDL

[] Unigue records anly
17
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Vi du

- Trich ra danh sach cua nguoi co6 dia chi & Ha Noi

A B C (D] | 1 G
L | STT Ho va Tén Dia chi Luwong 3pE
2 1 |NguyénNgoc Anh Ha Nai 4,000,000 L=l
3 2 |Tran Thanh Céng Nam Birnh 4,600,000 = .
4 3 |NeuyénBirc Hanh Bac Ninh 4,500,000 Advanced Filter LD |
5 4 |V Whir Hai Hé;.N:';ii 5,000,000 2 Action
? > Cao Van Vi Hai Duong 8,000,000 (7 Filter the list, in-place
@ Copy to another location
i Data Review View Load Test Listrange: $A$1:4D45 ]
Criteria range: |Sheetl!$G51:8G52
I_@ Connections 7 {x Clea —
A 24 7. Copy to: Sheet1lgaga| iz
Properties 5
Z Filter ., EEEEEE" u ds onl
=2 Edit Links Al 0 Advanced [ Unique records only
onnections Sort & Filter [ OK ] [ Cancel ]
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2.5. Kiém tra dir liéu trwéc khi nhap

- Muc dich: Kiém tra dit liéu nhap vao mot 6 thoa man diéu kién theo
danh sach.

1. Tao bang diéu kién va bang can nhap dir licu

2. Dt tén cho cac truong ¢ bang diéu kién

3. Vao Data/ Data Validation, chon Data Validation

Data Review View
5] connections Al 'fa ? { Clear E =
3 Properties v Ll Gy Reapply
B %l Sort Filter 7 ' Textto  Remove
= E nks w? Advanced | Columns Duplicate®Validation =
nnections Sort & Filter
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- Xuét hién hop thoai:
- Allow: Chon muc List
- Source: Nhap diéu kién

i -
Data Validation LD ||

Settings | Input Message I Error Alert |

Validation criteria

Allow:

E| Ignore blank
! Data: In-cell dropdown

between
Source;

=IF{B3="TCNH",INDIRECT(F £5), INDIRECT(<F

[ Apply these changes to all other cells with the same settings

o ] [one

01/10/2015
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Kiém tra diéu kién dir liéu

Diata Vahdaticn [ 9 [

Settings | Input Message | Error Alert

» Trong muc Settings:
> Any value: nhap dit liéu bat ky
> Whole number: s6 nguyén
> Decimal: S6 thap phan
o List: dang danh sach
o Date: Ngay thang

» Input Message: Thay do6i noi dung thong bao

» Error Alert: Thay doi noi dung bao 15i nhap

o] [ o
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Vi du: Cho bang sau

» Yéu cau nhap thong tin vao bang 1 dua vao cac diéu kién
bang 2, st dung kiém tra dir 11éu nhap vao:

Clipboard u Font ) Alignment ) MNum
nganh - ji| TCNH
A B C D E F ] H
1
2
3 Bangl Bang2
4
5 |5V Nganh Chuyén nganh NGANH |TCNH QTKD
6 |4 TCMH Tai chinh ngadn hang |Kinh t& ddi ngoai
7 |B QTKD  ||Tai chinh qudctg&  |Thué
8 |C “Ch&ngkhaén Hai gquan
9 |D Ludt TMQT
10
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Bl: B6iden 6 F6 va F7, sau do dat tén cho 2 6 trén thanh dia chi, vi
du: nganh

B2: Boi den 6 tir G6 den G8, dit tén cho 6 trén thanh dia chi, vi du:
TCNH

B3: Boi den 6 tir H6 dén H9, dat tén cho 6 trén thanh dia chi, vi du:
QTKD

B4: Boi den ving can dién tir B6 dén B9 (c6t Nganh), vao Data/
Data Validation, xuat hién hop thoai:
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» Allow: Chon List
» Source: gd dau =, sau d6 bdi den vung tir F6 dén F7 (hoic
g0 vao chir nganh)
"Data Validation L2 |

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

 Settings : | Input Message | Error Alert |

Validation criteria

Allow:
List Ignore blank
Data: In-cell dropdowen

[] Apply these changes to all other cells with the same settings

Clear all

[ Ok, ] [ Cancel 24
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» B5: Boi den vung can dién tur C6,dé’n C9 (cot Chuyén
nganh), vao Data/ Data Validation, xuat hién hop thoai:

» Trong Allow, chon List

» G& vao trong phan Source

v =if(b6="TCNH”,indirect($f$6),indirect($f$7))

.
Data Validation |2 [

Sethngs Input Message I Error Alert |

Validation criteria

Allaw:
List Ianore blank
Data: In-cell dropdown
between
Source:

=IF{B6="TCNH", INDIRECT(§F $5), INDIRECT(&F

[] Apply these changes to all other cells with the same settings

Clear all

Ok ] [ Cancel
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Vidu 2

» Kiém tra dir liéu nhap vao 6 A3 thda man diéu kién 1a 1 so
nguyén trong khoang tir 30 dén 60.

» Kiém tra dit liéu nhap vao 6 B3 thoa man diéu kién 1a 1 sO
nguyén ngoai khoang khoang tir 30 dén 60.

SEttII'IgS | Input Message I Error Alert | Settings | Input Message I Error Alert |
Validation criteria Validation criteria
Allowe: Allowe:
Whoale number || [¥1anore blank Whole number E Ignore blank
i L
IEI naot between n
i : M
S E:
Maximurm: Maximurm:
[ Apply these changes to all other cells with the same settings Apply these changes to all other cells with the same settings
| Clear Al | ok || caneel Clear Al | ok || cancel |
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2.6. Tao bao cao tu dong vai Pivot Table

Excel cho phép tao bao cao thong ké bang cong cu Pivot Table
Vi du: Cho bang dir liéu sau

\ A2 ~(* A1
pmogeesl 5 | & | B £ - G -

1 OrderID Product Category Amount Date Country

2 _Carrots Vegetables $4,270 1/6/2012 United States

3 | 2 Broccoli Vegetables $8,239  1/7/2012 United Kingdom

4 3 Banana Fruit $617 1/8/2012 United States

5 4 Banana Fruit $8,384 1/10/2012 Canada

6 5 Beans Vegetables $2,626 1/10/2012 Germany

7 6 Orange Fruit $3,610 1/11/2012 United States

3 7 Broceoli Vegetables  $9,062 1/11/2012 Australia

9 8 Banana Fruit $6,906 1/16/2012 New Zealand

10

9 Apple  Fruit $2,417 1/16/2012 France
3 27
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» Dir liéu trén thé hién danh sach chi tiét ban hang ctia mot cong ty
ban vé san pham hang rau ci qua, thong tin chi tiét cia don hang
duoc mo ta ngé’m ngon nhu sau: mot dong thé hién thong tin ban mot
san pham, vi du Banana (chu6i), san pham banana thudoc mot loai
hang hoa nhat dinh d6 1a vegetables (d6 rau ci qua), c6 mot so tién
ban dugc nhat dinh (amount) cho don hang nay va ban vao ngay

(date) & mot dat nude (country).
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» Hay bao dam dir ligu cua ban c6 tiéu dé cot hodc tiéu dé bang va
khong c6 hang trong nao.

» Hay bam vao 6 bat ky trong pham vi 6 hoic bang.

» Nhén vao biéu tugng PivotTable & menu Insert

Home Insent Page Layout Formulas Data Review View Developer
—] e HE A - ' 7 AA = .
- : - =p ) _ \ . g
A e gt () 2w ) X D ol
PivotTable Table Pitdure Clip Shapes SmartArt Screenshot Column Line Pie Bar Area Scatte
- ".n » - - - v ~ . v
Tables illustrations Charts
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» MOt clra s6 mdi hién 1én, ban nhan chon OK dé thiét lap tao mot

pivot table theo ché d6 mic dinh cua excel.

Create PivotTable

Choose the data that you want to analyze
@ Select a table or range
Table/Range: | HEoeli- - p-wh

() Use an external data source

Connection name:
Choose where you want the PivotTable report to be placed

@ MNew Worksheet
() Existing Worksheet

Location:

5.5

| oK | |

Cancel
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» Bang PivotTable hién ra. Pau tién dé tinh tong sb tién ban duoc cua

moi mot san pham, thi ban 1am theo cac budc

PiwotTable Field List v X
> Kéo ¢dt Product vao ving Row Labels
) g Choose fields to add to report:
o r A \ \ []Order ID
Kéo cot Amount vao vung Values area 7l Product
. . . . [T]category
o Kéo cot Country vao vung Report [7]Amount
[ |Date
|| Country

Drag fields between areas below:

W Report Filter 1 Column Labels
Country s

1 Row Labels = Values
Product - Sum of Amount -

| Defer Layout Update Update
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Két qua

A3 - J= | Sum of Amount
A B C D

1 |Country (All) |~

2

3 |Sum nfﬂ.mnunt{l

4 |Product ~ [Total

5 Apple 191257

b Banana 340295

7/ Beans 27281

8 |Broccoli 142439

9 Carrots 126945

10 Mango 37079

11 Crange 104435

12 |Grand Total 1029734

13

14
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» Ngoai chirc ning 1a tinh tong ciia mot dong theo mot nhom
nao d6, nhu két qua & trén 1a tinh tong s6 tién theo moi mot
san pham, thi ban c6 thé tuy chinh thanh dém s6 luong hoa
don c6 ban san pham doé nhu bén dudi.

» Pém s6 lugng hoa don c6 chira theo mdi san pham

» Nhan chuot chon vao g14 tr1 dang duoc tinh téng Sum of

Amout chon Value Field Setting
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(T

Copy

Format Cells...

Mumber Format...
Refresh

Sort

Femove "Sum of Sales”

Summarize Values By

Show Values As
Show Details

Yalue Field Settings...
PivotTable Options...
Hide Field List

s
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Thay d6i cach tinh toan theo yéu cau o tab Summarize Value by

Value Field Settings

Source Mame: Sales

Custom Mame: |Count of Sales

summarize Values By | Show Values As

Summarize value field by

Choose the type of calculation that you want to use to summarize
data from the selected field

Sum

Average k

Max
Miry
Product

m»

1

o] (o
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» Sau d6 nhan OK, két qua hién ra bén dudi san pham Apple
(tdo) c6 16 hoa don trén tong so 28 hoa don

BS - x| 16

A B - D
Country France -T

Product - | Total

Apple 16
b Banana
7 |Carrots
& Mango
9 QOrange
10 Beans
11 Broccoli
12 Grand Total 28
13
14

1
2
3 |Count of Amount
a4
=

e i i R
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