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Khi doc qua tai ligu nay, néu phét hién sai s6t hoic noi dung kem chat luong
xin hdy thong bdo de chding toi stra chira hoac thay thé bang mot tai liéu clng
chu dé cua tac gla khac. Tai li¢u ndy bao gom nh1eu tai liéu nho co cung chu
dé bén trong nd. Phan ndi dung ban can c0 thé nam 6 giira hodc & cuoi tai lidu
nay, hiy st dung chirc nang Search dé tim ching.

Ban c6 thé tham khao nguon tai liéu duoc dich tir tiéng Anh tai day:
http://mientayvn.com/Tai_lieu da_dich.html

Thong tin lién hé:
Yahoo mail: thanhlam1910 2006 @yahoo.com

Gmail: frowrthes@gmail.com

Theo yéu ciu cia khich hing, trong mdt nim
qua, ching t6i di dijch qua 16 mén hoc, 34
cubn séch, 43 bai bio, 5 sb tay (chua tinh céic
tai liéu tir nim 2010 tré vé truéc) Xem & diy

DJCH VU Chi sau moét lan hién lac, viéce

DICH dich duoc tién hanh
TIENG

ANH
CHUYRN Gia ca: cé thé giam dén 10

A L L —
NH.ANH

NHAT VA Chat lu'(_)'ng:Te}.o dung niém tin cho

CHINH kh’éch hang bang c6ng nghé 1.Ban

XAC thay duoc tog‘tn bé ban dich: 2.Ba’n

NHAT danh gia chat luong. 3.Ban quyét
dinh thanh toan.
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CHUONG 1
LAM QUEN VOI MICROSOFT EXCEL

Bai 1: Gidi thiéu Microsoft Excel

Bai 2: Khdi ddng va thodt

Bai 3: Gidi thiéu man hinh giao dién Excel
Biai 4: Céc thao tic vdi tap tin

Bii 5: Cdc thao tic vdi soan thdo

Bai 6: On tip mot s6 vin dé lién quan khi nhap s6, ngay thang

Bai 7 : Kiém tra ki€n thiic
Quick test

Eﬂ Microsoft®
_3.0ffice Excel.2007
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Bai 2: Khai ddng va tho4t

I. Khdi d6ng:
Cach 1: Start --»> Programs --»> Microsoft Office --» Microsoft Office Fxcel.

Cach 2: Click bi€u trgng chudng trinh trén thanh tdc vy hoic double click vao biéu tugng
chugng trinh trén man hinh Desktop (N&u cé).
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II. Thoat:

Cach 1: Click vao niit Thodt trén thanh ti€u dé.
Cidch 2: Nhin t6 hgp phim Alt + F4. (A
Cach 3: Double click vio nit Office Button. :
Cach 4: Chon Office Buttion --> Chon Exit Excel.

| %E}_tit Excel |
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Bai 3: Gidi thiéu man hinh giao dién Excel

Thanh trén ciing 1a thanh tiéu dé (Title bar) ¢ 3 niit: phéng to (Maximize - Restore
Down), thu nhé (Minimize), thoat (Close). Va chira tén tap tin Excel da lvu.

\\ i 9 - Microsaft Excel Tab Menu =N

' Quick Access Toolbar ' ; ,
Hnme | Insert Revi View Dwelnper

Office Button - |

[

j = gl @ General b E‘,‘ o lnsert - E - ? Eﬁ
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Thanh k€ ti€p la thanh menu (Menu bar) gém cé cac thé (Tab): Tab Home, Ta
Insert, Tab Pape Layout, Tab Formulas, Tab Data, Tab Eeview va Tab View.
+ Tab Home: chifa cac 1énh can thi€t nhw Copy, Paste, dinh dang Font chit, dinh dang
Paragraph, cic ki€u Style, cdc hiéu chinh Editing...

."fl-:? =, R : SSDG.xlsx - Microsoft Excel - = X
Home Insert Page Layout Formulas Data Review View 'ﬁ' - 8 X
Calibri 11 - ||== General “ [ A Salnset~ X - W ﬁ
F'_aﬁ LA | st T”A‘ A |§ E élgj |$ % o] Styles ?DE'EtET Iﬂ' Sort & Find &
2 = A EEN |0 ;0 - | [ElFormat~ | (2~ Filter~ Select~
Clipboard s Font P Alignment ] Mumber f= Cells Editing
Al - [ fe ¥

+ Tab Insert: chifa cdc 1énh can thi€t nhe chén cic Shapes, Tables, Illustrations, Charts,
Links, Text.

N AR : SSDG.xlsx - Microsoft Excel - = X
- Home Insert Page Layout Formulas Data Review WView 'ﬁ' - X
J—T‘ P | | [§] Clip Art Hi Line = |y Area ~ Text Box &~

“J EEE Ly Shapes ~ @B Pie v |:-: Scatter - : || Header & Footer Pgg
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Tables Iustrations Charts F] Links Text

L

Al - [ fe




+ Tab Page Lavyout: chifa cac 1énh can thi€t nhir tao Themes, dinh dang trang gid'y Pag
Setup, dinh dang trang pidy in: Scale to Fit, vung hi€n thi lwdi: Sheet Option, sd p x&p:

Arrange.
|'f-_":.! =R s S5DG.xlsx - Microsoft Excel -
it
Home Insert Page Layout Formulas Data Review View W - 7 X
ﬂaj n* |2y Orientation - ,—: Breaks j Width: |Automatic =~ | Gridlines | Headings .1:&
— (A~ Ij Size = @Backgrnund -;1|J Height: |Automatic « || ¥ View | V| View
Themes Margins o - Arrange
- @] - | ZPrint Area~ [ Print Titles || (4] Scale:  100% Print Print -
Themes Page Setup ] Scale to Fit F] Sheet Options ™
Al Al Je ¥

+ Tab Formular: gbm ¢6 Function Library, Named Cells, Formula Auditing, Calculation.

SS5DG.xlsy - Microsoft Excel -
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+ Tab Data: g-f‘?-m co et External Data, Manage Connections, Sort & Filter, Data

T'ools, Outline.

(Da = R v S5DG.xlsx - Microsoft Excel - = X
i) ;
- Home Insert Page Layout Formulas Data Review WView @ - @ x
Efﬁ @ Cnnnectinns Al "% Clear E e 5;3 - & Group ~ _.JE
| Z¥Y |Z|A II 5 = -
b 7 Properties 'j;} Reapply — - Ungroup = 7=
et External| Refresh - il Sort Filter ., Textto Remove .
Data - All= == Edit Links . Advanced || Columns Duplicates =P~ || 3 Subtotal
Connections Sort &t Filter Data Tools Cutline E
Al - fa ¥
+ Tab Preview: gbm c6 Proofing, tao Comments, Changes.
(Oa = R v S5DG.xlsx - Microsoft Excel - = X
W ;
- Home Insert Page Layout Formulas Data Review View @ - B X
4ol Research ¥ A1 (iJq Protect Sheet &1 Protect and Share Workbook
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Proofing Comments Changes
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+ Tab View: gébm cé cdc ché dg hi€n thi tii liéu - Workbook Views, 4n hién ving
lrdi thanh dia chi..Zoom va Windows.

- .l = - 1
(=" = - 550G.xlsx - Microsoft Excel - B X
Home Insert Page Layout Formulas Data Review View '@ - 8 X
J =S D A 5 £33 New Window FE| mm % -
== 14 = Arrange Al T e —H E?"
Maormal| Page Show/Hide  Zoom 100% Zoomto Save Switch Macros
Layaut = - selection @FFEEE Panes * ] | 214 Workspace Windows = ™
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Thanh dudi cling 1a thanh trang thdi: hi€n thi viing nhin réng hodc hep...(Status
Ready | Hﬁ,@,

G H I ]
Bén canh do, con ¢6 thudc do ngang va doc, 2 thanh

cudn ngang va dgc.
Npoii ra con cé thanh céng thitc va dia chi.

+ Cdch hién th thanh dja chi:
Click chon View --> Trong vung Show/Hide

<

Al Vingdinchii A | Ving cong thic




Bai 4: Cac thao tac vl tap tin

I. Tao 1 tap tin mdi:
OHice Bution --»> New --> Hop thoai New Workbook hi€n ra. Trong ving New Blank:
- Chon Blank Workbook --> Tao 1 bdng tinh mdi (iring).

- My templates --> Tao 1 banp tinh mdi tir 1 template ¢6 san trong Excel.

- New from existing: Tao mdi 1 tip tin Excel cé sin trong miy tinh.

New Workbook @

=[] || Blank Workbook ~
l Blank and recent l

Installed Templates Blank and rec...

My templates...
Mew from existing... \

Microsoft Office Online —
Elank Workbook

Templates

[

Featured
Agendas
Budgets B
Calendars

Expense reports

[ £

W

l Create l[ Cancel ]

Ngoai ra trong h§p thoai New con cé 1 s6 Templates Categories cé sin nhr:
v + Installed Templates: 1a nhitng templates di dugce cai ddt sin trong chuong trinh.
- B Microsoft Office Online: cdc templates teén mang.




IT. MJ 1 tdp tin @3 c¢6 sin (Open):

Office Bution --> Open --> Hgp thoai Open hi€n ra.
Trong 6 Look in --» Chon ndi chifa td4p tin cAin md --> Click chon tdp tin cAn md -->
Click Open dé mdg.

* Luu ¥:

+ Trén hop thoai Open c6 nit Tools vdi cac chifc ndng cho phép Map Network Drive
ding d€ map 6 dia qua mang ngi bg.

+ Khi vao Office Button s& cé myc Recents Document diing d€ chita cic tap tin dd tirng

sit dung gin didy nhat.
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III. Luu 1 tip tin mdi (Save As):

Office Button --> Save As --> Hop thoai Save As
hi€n ra.

Can phdi thirc hién 2 thao tdc sau:

- Chon ndi cin luvu & 6 Save In.

- P4t t€n mdi cho tap tin cin lvu 8 6 File name.

- Click niit Save dé luu.

# Luu §:

Trén hgp thoai Open cé nit Tools vdi cac chirc
nang nh:

+ Delete: xoa tap tin.

+ Rename: déi tén cho tap tin.

+ Map Network Drive: map § dia qua mang ndi bé.
+ Genetal Options: md hgp thoai General Options.
Cho phép hi¢u chinh mit mid md va hi€u chinh tgp
tin gém: Password to Open va Password to Modify.
+ Web Options: md h§p thoai Web Options. Cho
phép hi€u chinh cic tiy chon vé Web.

+ Compress Picture: md hGp thoai Compress
Picture. Cho phép nén cic hinh dnh trong biang tinh.

v

Save

H Save As |k
S

X Delete

Fename
Print
tap Metwork Drive...
Properties

Web Options...
General Options...

Compress Pictures..,

Tl:l i




IV. Luu cdc thay d6i trén 1 tip tin 43 cé (Save):
WVao Office Bution --> Chon Save.

@ d9- e
F



Bii 5: Cdce thao tdce vdi soan thao
I. Cac phim thudng diing:
Phim Caps Lock: bat /tat ché d6 chif hoa.
Té hgp phim Shift va phim chi:
+ Chif hoa --> Chif thudng.
+ Chif thudng --> Chif hoa.
+ S dung k¥ hi€u trén d6i vdi nhitng phim 2 chitc ning nhw: @, ¥ §, %, », &, (,), ;,“, <, >,
o

. A B C D

II. Chon vdn ban (chon khéi, chon 6): 1 [Ténhang Pongid S6lucng Thinh tién

- Chgn khéi vin bdn trong 6: Double click 2 [Cam 12000 10 120000

vao 6 cAn chon khéi: diing chugt quét khéi. 3 |Chanh 5000 5 25000

_ Chon 6 4 |Nho 15000 12 180000

Cé 2 cach thudng sit dung: | CJuit 10000 20 2000001
6 Téng cdng: 47 525000

+ Dung chuéi: R& chuét irén khoi 6 cin chon.
+ Dung ban phim: Chon vi tri 6 ddu cian chon,
nhin giit phim Shift, dung cic phim di chuyén d€ di chuyén dé€n cudi 6.

III. X6a van ban (Delete):

+ Cédch 1: Chon khéi vin bdn cAn x6a --> Nhin phim Backspace hodc Delete.

+ Cdch 2: Chon khéi vin bdn cAn x6a --> Nhap ngi dung mdi.

+ Cdch 3: Nhin phim Backspace d€ xéa tirng k¥ ty bén trdi con trd, nhin phim Delete dé
ﬁ_éa k¥ tv bén phai con ird.




IV. Lé&nh sao chép (Copy), di chuyén (Cut), ddn (Paste):

+ Lénh sao chép (Copy): Chon khéi vdn bdn cin sao chép --» Nhip

nit Copy trén thé Home --> Clipboard hodc nhi'n 18 hgp phim Ctrl -

C. EE;I = =
+ Lénh di chuyé'n: Chon khéi vin ban cin di chuyé':n --» Click niit Cut -~ %/ Home | Insert
trén thé Home -->» Clipboard hodc nhin t6 hgp phim Ctrl -X, =
+ Lénh dan (Paste) vi tri s& dan khéi vin bdn di dugc Copy hoidc Cut = E
--» Click miit Paste / Ctrl -V hoic chon Paste trén thé Home --» et t}%
Clipbﬂﬂ[‘d. Clipboard T Fo

WMNI-Times

B I O~

V. Hiy bo cdce thao tdc vira thu'e hién:
+ Click nit Undo teén thanh menu (6 phia trén menu Home) d€ hiiy .
bd thao tac vira thirc hién hodc mit Redo d€ thic hién lai thao tic vil E'g i |I§ e

-
Undo. - H':"“| Undo Typing °

+ Nhi'n 16 hg p phim Cirl - Z (Undo) hoac Cirl - Y (Kedo).

V1. Bit tit ch& @6 OverWrite (ché& dd viet chéng):
Nhi'n phim Insert _ _
Co A Khiing co

A
1 Téﬂ hiang 11 Overwrite 1 Té*h hang !ﬁ Overwrite




VII. Lam viéc vdi cde clda s6 bang tinh: ‘

1. S4p x€p cdce bdng tinh:
Khi ¢6 nhicu cita sé bdng tinh cing md 1 lic, d€ sip x&€p chiing, ta ding 1énh:
[VIEW] --> Window --> Arranpge All

- View Developer
Cac muc chon:
= o~ - - M Window [

+ Tiled: sip x&p din déu. ~5 New Window (=] 13

. . .k Arrange 1| @
+ Horizontal: sdp x€p theo chiéu ngang. =

. e o .5 il Freeze Panes = | | +4 | w
+ Vertical: sap x€p theo chicu doc. Windou

vy oW

+ Cascade: sidp x€p so le.

2. An hién bdng tinh:

An bdng tinh: [VIEW] --> Window--> Hide. g?”fmfa'
Hién bang tinh: [VIEW] --> Window--> Unbhide. ®) éascal:le
[ ] windows of active workbook
= Split 13 [ oK ] [ Cancel
1 Hide FE |
— ] Unhide

Window



Bai 6: On tip mét 6 van &€ lién quan

I. 540 dung muc Regional Settings trong Control Panel:
Cac dang thirc cia dif li€u thudng bi sai khi nhip vido Excel do bj dnh hudng bdi dinh dan
Eegional trong Control Panel.

* M3 Conirol Panel:

- Start --> (Settings) -->» Control Panel --> Click chon Eegional and Lanpuape -->
Customize.

- Diéu nay ri't quan trong, néu khéng, viéc nhip dit liéu chic chin s€ sai.

b 4

& Network Connections Regional and
Seatch ’ Language
Eé Printers and Faxes -
iopkions
Help and Support a Taskbar and Start Menu '

Jo
QI
=] Run...
2

Log OFf Members, ..

Windows XP Professional

Turn QFF Computer, ..

@ data @ PRO... R ¥



1. Thé Number:
Quy dinh cdc dang thirc cia s6 (Number EEECIHECREEEL N T E
fﬂrmﬂﬂ: .gé'm : dﬁ;“ ﬂlﬁf[‘-‘ Phﬁﬂ, dﬁ;“ ﬂgﬁn Numbers |Eurrer‘u::_l,l Time | Date

cdach hiang nghin, s6 chit s6 thip phin... S

Don vi do lu6ng (Measurement); diu Positive: |123.456,783.00 Negative: |-123.456,783.00
phin cich giita cic thinh phan cia 1
danh sach (List separator).

+ Decimal Symbol : xdc dinh dd'u diing Decimal symbol: || v|
lam dau ﬂliip Phﬁ n. Mao. of digits after decimal: |2 v|
+ Mo of digits afier decimal : xdc dinh Bl e e et I v
56 chif s6 ﬂlﬂp phﬂﬂ ) Drigit grouping: |123,455,?BE| v|
+ Digit grouping symbol : xac dinh dau T et E 3
ngin cach hiang nghin. :
L . . - Meqative number farmat: |-1,1 v|
+ No of digiis in group : xac dinh 56 chif
. . . . Dizplay leading zenos: | 0.7 v |
56 trong 1 nhom (thudng 1la 3).
. . . . e List zeparatar: . v
+ Megaiive sign symbol : xdc dinh dau g | |
du ng lim dﬁl.l Am. b eazurement systenm: | M etic " |
+ Nepgative numbet format : xac dinh
ki€u cilia s6 am.
+ Display leading zeroes : xac dinh co
OF. ] ’ Cancel

hay khéng chit s 0 phia trrdc.
(L




+ Measurement system : xdc dinh ddn vi

do luGng. Customize Regional Options
2} P
+ List separator : xdc dinh dd'u ding lam —————
» . . . . . Mumbers | Currency | Time || Date
diu ngin ciach piita thanh phian trong 1
- p . . n o S ample
danh sach (vi dy giita cac do6i s trong 1 "
him...). Positive: |F 123.456,789.00 Megative: |R-123,456.729.00
.
2. The CLII‘I‘E‘HC}' ' Currency symboal; FI w |
Quy dinh dang thnfc cia Pon vj tién 1§ va :
) " ] " " Positive currency format; | F1.1 w |
cac thong s6 khac lién quan dén né (vi
P Megative currency format: |F|-1_1 v|
tri, 6 Am...).
+ Currency S}fmbc-lh : xac dinh dau dé Decimal syrbol: [ v|
dung lam ddn ¥i tién t¢. ry _
. ' ' . . Mo, af digitz after decimal; | 2 " |
+ Possition of currecy symbol : xdc dinh
vi tri it clia don vi ti€n €. ylitat
: : : : . Diigit grouping symbaol; | w |
+ Negative numbet format : xac dinh kiéu N _
. . Drigit grouping: |123,45Ei,?85 V|
cua sO am.
Cac myc khidc : tudng ty thé Number.
. ak. ] [ Cancel Apply
5
| XN




3. Thé Time:

Quy dinh dang thirc cia dit li€u Gid va
cdc théng sé khdc lién quan dén né (ché
d§ 12224, didu ngin cdch gilta Gig, Phiit,
Gidy...).

+ Time sample : hién thi dang mau ciia
ki€u gid hi€n hinh.

+ Time style : xac dinh dang thitc gid
dugc chon d€ sit dung.

+ Time separator : xdc dinh ddu ngin
cach giita Gig, Phit, Gidy.

+ AM symbol : xdc dinh ky hiéu chi budi
sang.

+ PM symbol : xdc dinh k¥ hi€u chi budi
chiéu.

Customize Regional Options

Mumberz Eurrenn::_l,ll Time |Date

Sample

Time zarmple: 10025017 Akd

Time Farmat: }'li'l:rnrn::z::z: kt " |

Time separator; |: A |

Akd gpmbaol; |£‘«M v |

Pt zumbol; |F'M L |

Timne format notation

h=hour m=minute &=gecond t=amor pm
h =12 hour

H = 24 howr

hh. rm, 2 = leading zero
h. m. £ = no leading zero

OF.

l ’ Caticel




4. Theé Date:
Quy dinh dang thirc cia dit ligu kiéu

Ngay va cdc théng s6 khic lién quan dén

né (Thit ty Ngiay Thing Nim, ddu ngin
cach pilta Ngay, Thing, Nam, v.v).

+ Short date sample : hi€n thi dang cia
ki€u ngay ngan hién dugc st dung.

+ Short date siyle : xac dinh dang thirc
ngiy ngin dugc chon d€ sit dung.

+ Daie separaior : xdc dinh ddu ngin
cach pilta Ngay, thing, ndm.

+ Long date sample : hi€n thi dang cia
ki€u ngay dai (gbm Thit, ngay, thing,
nim) hi€n dugc st dyng.

+ Long date stvle : xdc dinh dang cia
ki€u ngay dai (gbm Thit, ngiy, thing,
nim) duge chon d€ st dung.

* Luu ¥ : Ta phdi khdo sdt trong Control
Panel truée khi nhd p liéu trong Excel dé
trinh cic sai sét vé ki€u dit liéu dang

ti€c xdy ra.
K

Customize Regional Options

Mumbers | Currency | Time |Date |

Calendar

[ | w3

Shart date

When a bwo-digit vear iz entered, interpret it az a year betweern;

Short date zample: | 200612727

Short date format; |_|,J_|,J_|,|_|,J£MM,.-'.:|.;|

D ate separator;

Long date

Long date zample: | 27 December 2006

Long date format: ||:||:| PAbAbAbA iy

| ok

][ Carcel ]




II. Cdch chuyén d8i qua lai giifa edc dng dung:
D€ chuyén ddi qua lai gita cdc itng dung khi c6 nhiéu ng dung hoat dng déng thai, t
diing t6 hgp phim Alt + Tab hodc click chon cdc cita 56 ing dyng trén thanh Taskbar.

III. C4ch st dung chid'e ndng Help:
Ba't cit lic nao, khi cAn gitip dd ta déu cé thé cic chifc ndng giiip d8 trong menu Help
cia Excel va chon hinh thitc giip d8 tudng wnp.

r o

€ Excel Help - = X
€305 0 A e R _
- B Search =

Browse Excel Help

What's new Getting help

Installing Accessibiliky

File n:-:un_\.ﬂ_a_rsinn and Wiarkbook management
compatibilicy

w':'rkShE?t and Excel Faormula and name basics
kable basics

| £

3 Excer Help | aormine
. 9




Biai 7 : Ki€m tra ki€n thire

I. Cdu héi:
1. Néu ra hai cdch khdi dgng Microsoft Excel ?
2. Save vi Save As giong va khdc nhau nhy thé nao ?

3. P€ md mét 1dp tin dd c6 ta dung 1€nh gi 7
4. Néu nhd p pid tri, ngiy thang, gié bi sai thita thiét 1p & didu trong md y tinh ?

IT. Ted 18i:

1. D€ khdi déng Excel c¢6 hai cich sau:

Click vao niit Start -> Programs -> Microsoft Office -> Mcrosoft Office Excel 2007.
Click vao nit Start -> Run, g& chif Excel trong hop thoai Open.

2. Save va Save As:

+ Giéng nhau: déu la lru t4p tin

+ Khic nhau: Save la hru v3i tén dd co, Save Asla Ivu vdi ién mdi

3. D€ mé mét tap tin di c6 ta click vao nit Office Button --> Open --> Chon tap tin
cin md.

4. Néu nhip pid tri, ngiy thing, gid bi sai thi vio hé théng mady tinh dinh dang lai
bing cdch: Click vao nit Start --> Setting --> Conirol Panel --> Regional and
Languape.



BAI TAP MAU

Caul Pé€ thodt khdi khdi Excel ta chon ?

Cau 2

a. Alt + F4
b. Office Button --> Exit Excel

¢. Double Click vao ndt Office Button

d. Tat ca déu ding

Excel 1i chudng trinh ding dé ?

a. Xu 1y vdn ban
b. Xu 1y bang tinh
c. Thi€'t k€ trinh chiéu

d. Gd1 nhdn thu dién tu






......

"7

GIAO TRINH Microsoft Excel |~

? Chuong 1: Lam Quen Voi Microsoft Excel

T

; Chuong 2: Cac Khai Niegm Co Ban Va Xuor Ly Do Li

.

7Eth:|‘I'|g 3. Cac Thao Tac O Lieu Bac Biet Trang

? Chuong 4: Gidi Thieu Va S Dung Cac Ham

7 Chuong S: Khai Thac Co S O Lieu

? Chuong 6: 8d Thi Trong Excel

7 Chuong 7: Binh Dang Trang Va In Bang Tinh

7Eh|_n:mg B: Lam Viéec Vdi Nhiéu Bang Tinh - Macr

; Chuong 9: Phim Tat Va Mot Sd Luu ¥ Can Bigt

; Chuong 10: Phu luc mot sd ham thang dung

? Chuong 11: Bai Tap Co Ban - Nang Cao - Mg Rang

T

; Cong cu tra cuu ham trong Excel




Chuong 2:
Céac Khéi Niém Co Ban Va X Ly DT Liéu Trong
Bai 1: WorkBook
Bai 2: WorkSheet
Bai 3: Xir ly dir liéu trong bang tinh
Bai 4: Cédc xir 1y vé 6, cot va dong
Bii 5: Mt sd thao tic khdc trong thé Home
Bai 6: Ki€ém tra kién thic
Quick test

VIODPOSHOP®
PROOD



Céc Khéi Niém Co Béan Va X Ly D Liéu Trong
Bai 1: WorkBook
Bai 2: WorkSheet
Bai 3: Xir 1y dit liéu trong bing tinh
Bii 4: Cdc xit 1y vé 6, cOt va dong
Bai 5;: Mot so thao tdc khédc trong thé Home
Bai 6: Kiém tra kién thifc
Quick test

VIOPOOHOP®
PROOD



Bii 1: WorkBook

I. Khii ni¢m:
+La tap tin cia Bdng tinh Fxcel, ma trén d6 ta ¢6 nhiéu WorkSheet (Bdng tinh).
+ Trén 1 WorkBook ia c6 16i da la 255 Sheet.

+ Ta c6 thé md nhiéu WorkBook cing 1 lic, m8i 1 WorkBook s& cé 1 cifa 56 riéng biét,
Tuy nhién, khéng nén md qua nhiu vi s&€ lam tén bg nhd --> Chim may tinh.

+ Céc t4p tin WorkBook c¢é phin md réng la * XLSX

+ S6 lrgng Sheet mic dinh (Defaut) trén 1 WorkBook khi khdi déng 1a 3 Sheet, ta cé thé
quy dinh ting hoic gidm trong Office Button --» Excel Options --> Popular --> Chon muc
Include this many sheets.

"KTE-!\H = W~ = Chuong 2.xlsx - Microsoft Excel - =X
-Iﬁ Home Insert Page Layout Formulas Data Review View Developer 'QJ - 8 X
== 4 | VNLTimes ~11 - | = =|5! @ General - A J9Insett~ X v W lﬁ
= B2 (B O-AN||EEEE %% | I Delete - 8]~ _

e 2@ e A [EEe] W | e Format - || (2 Eiter~ Selects

Clipboard M Fant ] Alignment ] Number T« Cells Editing

F7 - £ | K
A B C D E F G H [ i
1 Chitc vu TénCV
2 |TP Trnrdng phéng

W 4 ¥ M| Sheetl ~Sheet2 ~ Sheet3 . Sheet4 - Sheets . ¥3_JHI m
Ready | [ | E5 [ 0] 20036 6=




II. Cic thao tic ¢d ban vé WorkBook:

Hay chinh li cic thao tdc v€ tap tin bdng tinh:

+ M3 mdi 1 WorkBook: Office Button --3» New (Clir + N).
+ Md 1 WorkBook di c6: Office Button -->> Open (Clir + O)
+ Liru va dit tén cho WorkBook: Office Bution --> Save As
(Ctel + 5) (Xdc dinh tén va ndi Ivu)

+ Luru sy thay d6i trén WorkBook: Office Button --> Save
+ Bonp 1 WorkBook: Office Bution --= Close (Atl + F4)

* Luu §:

- Khi thao tic véi tip tin (WorkBook) phdi xdc djnh 6 dia va
dudng dan chita tip tin dé.

' Open
H Save

H Save As
HI:;?J Print
ﬂ’
_ﬁ

Prepare

./ Publish

=U =

&
J Close



Bai 2 Worksheet

I. Khai niém:
- La Bdng tinh, 1a déi twgng lam viéc trnre ti€p cila ta va 1 Sheet luén thuéc 1 WorkBook
niao do.

- Cdu triic 1 Sheet nhir sau: 1i tdp hgp cdac Column (cét), Row (déng) va Cell (8).

- Cu thé ta c6 trén 1Sheet nhi sau:

+ 16384 céi, ciac cdt dugde danh dia chi tir A, B, ... ,Z, AA, AB, ..., BA, BA, ..., XFD.

+ 1048576 dong, cic dong duge danh dia chi tir 1048576.

+ 16384 x 1048576 6, 6 1a phan giao ctia 1 ¢ft va 1 dong.

Pbia chi 6 dudgc tinh dva vio dia chi ¢dt va cia dong twrdng ing.

Vidu: cot A, dong 3, 6 A3,....

Nhin xét: s& lwgng 6 trén 1 Sheet rdt 16n (16384 cdt x 1048576 dong).

* Luu §:

- Sheet hi€n hanh 1a Sheet hicén dang lam viéc hodc dang dudce chon. Pé chon 1 Sheet thi ta
click chuét, nhi€u Sheet thi nhdn Shift + Click tai dong SheetTab (dong tén cac Sheet do).

- Thém 1 sheet ta click vao niit Insert Wooksheet tai dong SheetTab hodc 16 hdp phim Shifi

+ F11. (] Book1 - B X
A B C D E F G B
! =
2
3
Ll
5
M 4 » ¥ | Sheetl Sheet?  Sheet3 E 0 | m B EE




IL Cic thao tic cd bin v& Sheet: T
Ta d€ ¥ cdc thao tic cd bdn sau: Click chuét phdi tai dong SheetTab d€ kich hoat
ShortCut menu ciia né, tap 1énh gém:

+ Insert: chén Sheet vao vi tri Sheet hién hanh.

+ Delete: x6a Sheet hién hanh.

+ Rename: déi tén Sheet hién hianh.

+ Move or Copy: di chuyén hodc sao chép Sheet.

+ Select All Sheet: chon tdt cd cac Sheet.

+ View Code: xem mi Sheet dudi dang ngdn ngif Visual Basic.

+ Tab Color: chon miau cho Tab Sheet.

+ Hide: 4n sheet hi€n hinh. Insert...
+ Unhide: hién Sheet. Delete %
+ Protect Sheet: thiét lip ché dé bio mat cho Sheet. Rename
Move or Copy...
= View Code

)y Protect Sheet...
Tab Color ]

Hide

Select All Sheets L
il _ I Sheetd

L




Bai 3: X 1y dit liéu trong bdng tinh
I. Banh dau khéi 6:
- Diing chugt: drag chudt tai vi tri diu va cudi clia khéi 6.
- Diing ban phim: nhin Shift + <B§ phim di chuyén con trd=.
- Diing chugt va Shift: click chudt vao 6 dau tién + nhin phim Shift va click chugt vao 6 cudi

cin chon.

* Luu ¥:

<B§ phim di chuyén con tré> gbm:

- Qua trdi / phdi.

- Lén /xudng 1 dong.

- Lén /xudng 1 trang man hinh: PageUp / PageDown.

- Vé ddu / cubi khéi dit liéu: <Ctrl + PageUp> 7 <Ctrl + PageDownz. LA
1
. . 1

IT. Banh dau khéi dong, cdi:
Click chuét (drag) tai diu dong / ddu cét dé. 2 =
* Luu §: 3 9
- D€ b6 ddnh diu, click mouse tai 1 vi tri bat k¥ trén bang tinh. 4 125
- D€ dadnh ddu rdi rac, ta nhan thém phim Ctrl. 5 3

A B C D -

1 CACPHEP TOAN SO

bh - ?*L X | y | (xty)’ |12+}'2+21}f



I Bdnh d4u tit cd cic 6: 1048576R x 16384C  + ( K |
Click chuét tai 6 giao cia dong vi ¢t dia chi. & A B C D E
{Row Header va Column Header) hodc nhin 1
Cirl + A, 2
3
a
IV. Cdch nhip dit li€u va hi€u chinh: -
Nguyén tic chung: 6
Budc 1: dinh vi con trd 6 tai muén nhip. 7
Budc 2: nhap dit li€u va két thic bing <Enter». 58
* Luu ¥:
- D€ hiéu chinh dit liéu, ta dinh vi con tré tai & dé va hi€u chinh trén thanh céng thitc hodc
Double click chugt va hiéu chinh ngay tai 6 do. WA

o
V. Cach phuc héi lai trang thai trudc do:
Khi c6 1 thao tic sai, ta ¢6 thé ted vé tinh trang trde dé clia né bang niit 1énh: Undo trén
thanh menu (Ctrl + Z). .
* Luu §: EE«:.\ 9=
- Lénh nay rit hay duge dung d€ phuc héi lai nhitg thao tic sai. o
- D€ phuc héi lai cdc thao tic vita Undo thi ta ¢6 thé ding 1énh Redo (Ctrl + Y) nim k€ niit
‘Undo.



Bai 4: Cdc xit 1§ vé 6, ¢4t va dong —-‘

Npuyén tic chung:
Chon déi ivgng tnede, xit 1§ sau
I. Cdc xit 1§ v& cét, dong:
1. Chen cét, dong:
Budc 1: Banh ddu Cét(s) / Dongis) d€ xdc dinh vi tri chén va s& lugng chén.
Budc 2:
- Cheén cot: Home --> Cells --» [INSERT] --» Insert Sheet Column(s). _
| L

;'*E'Insert:] X - h £

g Insert
& j"ﬂ Insert Cells
3 Delete ~ =
:;:anrmat* ou
= i Insert Sheﬁgﬂlumns
ells ]
:L_,J Insert Sheet

- Chén dong: Home -->» Cells --> [INSERT] --» Insert Sheet Row(s). Q
;"E'Insert:] X = h .

;,"ﬂ Insert Cells
|

Nhém phét tri€n péﬁn mém sinh vién hoc sinh

= Insert Sheet Rows
14 %
|

,__n] Insert Sheet




2. Xoa cot, dong:
Budc 1: Danh didu Cét(s) / Dongis) dé xdc dinh.
Brdc 2:

- Xo0a cit: Home --> Cells --»> [DELETE] --> Insert Sheet Columni(s)

S Insert ~ ? &
geaInsert ~ s Delete‘] |j -

P N, T .

|88 Delete|r 3% | Delete Cells.., |
L:‘..j Format - =
Cells ' Delete Sheet Qull.JmnsL}‘S

i Delete Sheet

- Xo6a dong: Home --> Cells --=> [DELETE] --> Insert Sheet Row(s).

‘ﬂInsert*
ﬁDeletET |j* % @

ol O i

% | Delete Cells... i

5'3“ Delete Sheet Rows
o JJ %

gaInsert - % &
LE Delete Sheet :ﬁ"-DeletET |j"

Cmuh T, oo

# Laru ¥:
- Néu x6a néi dung, nhan phim Delete.
- Xo6a bdng tinh: Home --> Cells --> [DELETE] --> Delete Sheet.

B,
= [~

Delete Cells.. |

Delete Sheet Rows

Delete Sheet Columns

é;J"-’é%“&

Delete Sheet m




3. Thay déi kich thudc:
* P rong Cot:

Budc 1: Pdnh diu Cét(s) d€ xdc dinh.
Buéc 2: Ding lénh Home -->» Cells --=[FORMAT] --» Column Widih va nhap gia tri hwdng

rng vao. - —  Sort& Fin
L:‘.'jFUfmﬂt'| 7 Filter Sele
- T
S Insert - | Cell Size i Column Width |_|_|
=r * i
I Delete - :*[ Row Height.. - | Column width: | TR
'L':_"j Fnrmat% AutoFit Row Height |
oK Cancel
Cells b Column Width. I l [ anee ]

Cach khdc: Tréd mouse tai bién trén giifa cdc c6t va drag sang trdi / phdi d€ thay déi.

F10 v ( Width: 20.00 (145 pixels) |
A B T C
1 STT i{Howvidtén Chdc vu

2 1 TrdnQuiThinh  Tru3ng nhém
3| 2 Trin Tuin Quy P]:16 nhém
4 3 Trdn Xudng Phing Phé nhém




*  Chi€u cao Dong: *

Budc 1: Banh ddu Dong(s) d€ xdc dinh
Budc 2: Ding lénh Home --> Cells --= [FORMAT] --» Row Height va nhap gia tr
tudng ung.

— Sort & Fin
|._=‘.-| Format = ~_2‘ Filter = 5Sele

Cell Size

tC  RowHeight.. N

Céach khic: Trd mouse tai bién trdi giita cic dong va drag sang 1én 7 xuéng dé thay dai.

A B C
1 5TT Hovatén Chiac vu
~ 1 i P W4 : -
{ Height: 24.00 32 pixels) F‘h;nh Trudng nhém
-2 Tran Tuan Quy Phd nhém
_f_ I Tran Kifdhig Phifitig Phig nilioii

A
* Luu §:
- Bé diéu chinh kich thudc vira khit véi dit liéu trong 6, ta Double click tai bi€n tudng
tng cia Cgt / Dong.



4. Hi€n, che Cét / Dong: ‘

Budc 1: Banh ddu Cét(s) / Dong(s) dé€ xdc dinh.

Budc 2: Dung lénh Home --> Cells --> [FORMAT] --» Hide & Unhide --> xdc dinh dong
hodc c6t mudn 4n.

- Dif liéu trén cét / dong bi che vdn khéng bi mat.

+ Hide Rows: an dong.

+ Hide Columns: 4n cét. Ej‘: ﬂjﬁl‘ _l—;|p_'1l' 5 insert - %: W l?[

- A - ~ 3 R
L o Delete
+ Hide Sheet: an bang tinh. litional Format  Cell o] 2 Sort & Finc
. .o " stting = as Table = Styles = | Farmat = T Filter= Sele
+ Unhide Rows: hién dong. : — L
) - - Cell Size L
+ Unhide Columns: hi€n ct. 1

. ‘o - p $|: Row Height... |
+ Unhide Sheet: hi€én bang tinh. . : r
) H | J AutoFit Row Height

| Column Width...

AutoFit Column Width

Default Width...
Visibility
Hide Rows Hide & Unhide 3
Hide Columns Organize Sheets Q
Hide Sheet Bename Sheet
Unhide Rows Move or Copy Sheet..,
Unhide Columns Tab Color k
& Protection
l:‘-. [ i




II. Cic xit Iy vé 6 ‘

Phan nay quan trong vi sit dyng tit nhiéu. Ta quan tim dén cdc thao tic sau:

1. Chén 6:

Budc 1: Danh diu 6(s) d€ xdc dinh vj tri chén va s6 Irgng chén.

Budc 2: Dung l€énh Home --» Cell --> Insert Cell, va chon 1 trong cac tuy chon sau:
+ Shift cell right: chén vao va diy cdc 6 tai vi tri i sang phii.

+ Shift cell down: chén vao va diy cdc 6 tai vi tri ci xuéng dudi.

+ Entire row: chén cd dong.

+ Entire column: chén cd cdt.

;'"J[nsertq v ‘.i7 .

39 Insert Cells...

=|

2 Insert Sheet Enws%

o

4 Insert 5heet Columns

‘_mj Insert Sheet




2. Xoa o

Budc 1: Bdnh diu 6 d€ xic dinh.

Budc 2: Dung lénh [EDIT] --> Delete, va chon 1 trong cac tuy chon sau:
+ Shift cell left: x6a vio va day cdc 6 tai vi tri cii sang trdi.

+ Shift cell up: x6a vao va day cdc 6 tai vi tri cii 1€n trén.

+ Entire row: x6a cd dong.

+ Entire column: x6a ca cdt.

* Luu ¥:

- Néu x6a néi dung nhin phim Delete.

Delete E| E|

Delete
o Delete q j Y A R () shift cells |eft
;'r“ Delete Cells... I:-‘:‘;‘-:}: ........................ Jp:
_ () Enttire row
=" | Delete Sheet Rows O Entire calumn
ja"' Delete Sheet Columns
Ll Delete Sheet | Ok | | Cancel




3. Sao chép: s
Budc 1: Pdnh ddu 6 d€ xdc dinh. (On) d 9~

2
Buwdc 2: Dung 1€nh Home --> Clipboard --> Copy (Cirl + C). | Home
Budc 3: Xdc dinh vi tri dén dung 1énh Home -- Clipboard --» Paste (Citl +V). j ® |y
Paste _j% B
Cach khac: ’
Clipboard ™=

+ Nhin Cirl + Drag mouse tai bién ciia khéi, sau d6 kéo ré dén vi tri mdi.

_,El, ..............................

+ Chon & ddu dén 6 cudi nhin Cted + D.
100%

|| |

4. Di chuyén:
Budc 1: Danh ddu 6 d€ xdc dinh. wmw
Buwdc 2: Dung 1€nh Home --> Clipboard --» Cut (Cirl + X)

Budc 3: Xdc dinh vi tri dén ding 1énh Home --» Clipboard --» Paste (Citl + V).
Cidch khic: Nhin Drag mouse tai bién ciia khéi, sau dé kéo 1& dén vi tri méi.

I = T B R L R N ]

A
1 100%%




5. Dinh dang dit ligu sé:

Budc 1: Panh diu 6 d€ xdc dinh.

Budc 2: Dung lénh Home --> Number --> Cell --=

Chon thé Number, va chon dang thitc ciia dit liéu s6 twdng ing.

Percentage

$ - % o %0 5%

f e L Numb F
- Ta quan tam dén cac dang thirc théng dung sau: — K
+ Number: cic dang thitc ciia dit li€u s that sv.
+ Currency: cic dang thiic clia dit liéu s6 c6 ding
don vi tién té. — _ _
. . . i . {| Alignment Fonk Border Fill Protection
+ Date: cac dang thic cua dif li€u ngay.
. - ., - . .. Cakeqary:
+ Time: cac dang thifc cia dif li¢u gid. em— Sample
+ Percentage: cdc dang thic cia dit li€u s6 ¢ g'—'mher 100%
. " " urrenc'i.-'
dang phin trim. ggézuntlng Decimal places: |0 S
+ Custom: cho phép lya chon theo ¥ ngudi
sit dung. Fraction
; Ty - Scientific
Vi du: dé nhap $100,000.12 thi: Test
. - Special
Budc 1: nhiap 100000.12 Cuistom

Budc 2: dung Currency va chon dang $1,234.10

* Luu ¥:
- V& ban chat thi dit liéu Date & Time ciing la
dang Number.




6. Canh Ié:
Budc 1: Pdnh diu 6 d€ xdc dinh.

Budc 2: Ding 1énh Home --» Number - Cell -->Chon thé | — =2 | =
Alignment, va chon dang thitc canh 1€ twdng ing. = EF|EH | HE-
* Horizontal: canh chiéu ngang. Alignment i
+ Left: canh 1€ irdi. S :
4 R_ight: canh 1& phﬁii. Murnber | Alignment ;| Faont Border Fill Prokection
+ Center: canh lé giﬁ'ﬁi. Text alignment Orientation

. Horizankal: * .
+ Justify: canh 1€ deu 2 bén. \ conerd 3 "o
+ Center Across Selection: canh 1& vertical: 0 E: T '
giita xuyén qua mét phan di chon. Bottam v S| Text —¢
* Vertical: canh 1€ theo chiéu doc. ' Y
+ Top: canh 1€ theo dinh trén. Text cantrol .
+ Bottom: canh I€ theo ddy dudi. [ gl 0 * |Degrees
® Tl?.:.‘-ﬂ Cﬂntm}: cic kiéu diéu ESMZT;E let
khi€n Text, gami ) Righk-to-left
+ Wrap text: cudn Text xudng dong Tiste et
(khi dung 1) Context v
+ Shrink to fit: canh dit li¢u vira khit thudc 6
+ Merge cell: trdn nhiéu 6 lai thanh 1 6 duy nhat.
+ Orientation: thay déi hudng ctia dit liéu trong 6 (xoay text theo cic hudng).




7. Font chil:

Budc 1 : Pinh diu 6 d€ xdc dinh.
Budc 2 : Dung 1énh Home --» Number --> Cell --> Chon thé Font,
va chon dang thitc cia font cia dit licu.

* Cdc pgia tri théng dyng: Calibri 11 v |A AT
- Font : chon tén Font.
- Font Style : chon ki€u Font.

|B I U - D A

. Font Er‘
- Size : chon kich thudce.
- Undedine : chon kiéu gach dudi.
\. w5 L o
- Color : chon mau sac (cia font) "y e | aigrment |} | Border | Fil | Protection
5 - aé
Effect: gom Fonk: Font skyle: Size:
+ Strikethrough : pach xuyén qua Calibri Regular 11
chit (ABC). Cambria (Headings A & A
Eﬂmh | |Ttalic 2 5
+ Superscript : chit chi s6 trén (X3).| |7 .TMC-Ong Do Bold 10 =
. - . T .¥narial Bold Italic
+ Subscript : chit chi s6 dudi (H20).| T .vnarial Marrow 1z
T Yndrial MarrowH e 14 e
Underline: Color:
Nane v| I v | [V tormal font
Effects Previem
[ ] strikethrough
[ ] superscript AaBbCcYyZz
] subscript




Bii 5: M6t s6 thao tdc khdc trong thé Home

1. Pasie Special (Paste):
- PASTE SPECIATL: 5ao0 chép (dan) tir Clipboard vao (do 1énh Copy),
vdl cdc iy chon dac bigt sau. Cy thé:

- PASTE: Chon 1 trong cic ki€u sao chép sau:

+ All: Sao chép ti't cd cic y&u 16 lién quan dén O.

["Paste”|

j * Calibri
_ aC|

(B I O -
4 u

Paste Special

+ Formulas: Sao chép cong tlnrc. @ paste

Formulas
Paste Values
Mo Borders
Transpose

Paste Link

Paste Special...
&} Paste as Hyperlink
tﬁ Az Picture 3

lr.E:J'&II () &l using Source theme
) Formulas () &l except borders
() Yalues () Column widths
() Formats {3 Formulas and number formats
() Comments (") Yalues and number formats
() validation
Dperation
(%) None ) Mulkiply
() add () Divide
() subtract
[ ] skip blanks [ ] Transpose
i Paste Link l Ok, ] [ Cancel
z



+ Values: Sao chép gid tri. ﬁ
+ Formats: Sao chép su dinh dang.

+ Comments: 5ao chép chi thich.

+ Validation: Sao chép bi€u thitc quy dinh tinh hgp 1€ cilia dit liéu nhip.
+ All except borders: Sao chép tit cd trir dung vién.

- OPERATION: sao chép cé st dung todn tr :

+ None: khéng ding todn tir.

+ Add: sao chép céng (két qud = & dich + 6 ngudn).

+ Subtract: sao chép trr (két qua = & dich - 6 ngudn).

+ Multiply: sao chép nhin (két qud = 6 dich * 6 ngudn).

- Skip blanks: bé qua nhitng & réng.

- Transpose: sao chép chuyén vi (d6i vi tri c§t dong).

- Paste Link: sao chép cé lién két (1 hinh thitc lién két dif liéu).

Sort & Find &

2. Clear: |2 7] Fitter~ select -

- Dung 1énh Home --> Editing --> Clear <2 Clear All

Xéa dif li€u trong 1 khéi 6. Gém cac muc sau: % Clearfnrm[§5

+ All: x6a tit cd. Clear Cantents
o - E - ; 1

+ Format: x6a sy dinh dang. 3 jﬁ_ﬂ: }} Clear Comments

+ Contents: x6a ndi dung. - Sort& Find &
. ) . %" Filter = Select~
+ Comment: x6a ghi chu. Editing



{. Find & Select (Editing):
- Ding l¢nh Home --> Editing --> Find & Select.

-
Find (Ctd + F): tim ni dung - AT &
[m ki€m, gém cic théng s6: Sort & |Find &
_ o . 2 Filter~ Select
+ Find What: tim ngi dung can tim. oo
+ Search (Hudng tim): By Row / Column: tim theo dong / c4t.
+ Look in (En dinh néi dung chudi cdn tim): Formulas 7 Values / Comment (Céng thic / Gid

ti £ (Ghi chi).

+ Maich case: phin bi€t chit hoa / thugng. 44 Eind.. %
" - - - " LAY R a
+ Find entire cells only: tim ding 1 tir trong cell hi€n hanh. vac Replace..
. A . = | GoTo.
+ Find Next: bdt dau tim. =
Go To Special...
. L7
Find and Replace @ Formulas
Find | Replace Comments
Conditional Formatting
Find what: || v| | Mo Format Set | [ Format. .. v]
Constants
Data Validation
II."'."Itllll'l' Sheet W D Match Case L Select Objects
[ ] Match entire cell contents )
Search: | By Rows W E’[} Selection Pane...
Lookim: | Formulas w

| Fndal || Endmet | [ s |




3. Replace (Editing):
Tim kiém va thay thé.

+ Replace with: tir cAn thay thé.

+ Replace: thay thé

+ Replace All: thay thé tit cd
+ Cac muc khiac: tuwdng ty nhw
Find.

6. Goto (Editing):

Dinh vi nhanh d€n vi tri ndo dé
trén.

Sheet théng qua dia chi nhip

vad 0.

A

Find and Replace

)]

Find Replace |
Find what: || vl |I"-J|:| Format Set | [ Format. .. v]
Replace with: | Vl |I"-.In:| Format Set | [ Format. .. v]
within: | Sheet | [JMatch case
[ ] Match entire cell contents
Search: |By Rows w
Look iny | Formulas w
[ Feplace all l ’ Replace ] ’ Find all ] l Eind Mext ] ’ Close

l

Go ko

Reference:

|

Ik

]’ Cancel ]




II. 5t dung déi tugng hinh dnh v cdc cdng cy vé:
- Chén 1 Béi twgng / Hinh dnh vio Sheet, ta ding 1€nh: [INSERT] -->> Nllustrations vi ¢
trong cac loai sau:

+ ClipArt: hinh d nh tir thw vi€n cé sin cia office. -
+ From File: hinh dnh twong wng vdi 1 file (*BMP, * WMF ..). | .| =4 EV ) =
+ AutoSha pes: déi tugng hinh dnh Vector . Picture| Clip Shapes SmartArt

% Art -
llustrations
* ¥E biéu do:

Chon khéi s6 liéu cin vé€ bi€u d6 —-> Insert --» Chart --> Xd c dinh ki€u biéu dé.
+ Column: bié€u d6 dang cot.

+ Line: bi€u d6 dang dudng thing. i 3{}4}{ ‘ ﬂ \_ D

+ Pie: bi€u dé banh.

Insert Page Layout Form

Column  Line Pie Bar Area Scatter Other
+ Bar: bicu do thanh ngang. T - - - :t - o Charts;
dins ]

+ Area: bi€u d6 phin ving.

+ Scatter: bi€u d6 phin b, gidi ric.

*Tao Word Art :

- Tao dang chif nghé thuat --> Insert --> Text--> Xac dinh ki€u chit nghé thuat

Had4za A A AAA
AAAAA

Box & Footer - Line =
% Text

[



1. Mgt s& k¥ thudt xit 1§ nhanh:
L. Diing chudt d€ 14y dia chi:

Trong 1 céng thite, d€ 14y dia chi nhanh va chinh xdc, ta Click / Drag trén O /Khéi 6 mud
liy dia chi.

2. Chuyén d8i qua lai giita cdc dia chi:

Tuong déi —------—--—-—-—-- e BT '7=3 ' (4 (R — > Hon hgp (hdn hgp dong, hén hgp bt
Nhin Fd Nhidn Fd

Vidu: A2 - > (F4) $AS2 - > (F4) A$2 - > (F4) $A2

3. Dién trji ting tv déng bang chugt:

- Co 3 cach: 1
+Cdch I: 2, +Cidch2: 2
- Budc 1 : Nhap gid tri dadu va - Budc 1: Nhip gid tri dau. 3
gid tri k€ ti€p. _ Budc 2: Nhin Ciel + deag !
_ Budc 2 : Dinh di'u 2 6 trén mouse 1ai Fill handle kéo ;
vd drag mouse tai Fill xudng dén gid trj cubi. :
handle clia chiing. g

; * |

.I_
-E.



+ Cach 3:
- Budc 1: Nhap gia tri dau.

- Budc 2: Chon pid tri va chon thé Home --> Editing --> Fill --> Series.

= AT B A7 &

%nrt& Find & Tlr—un Cima o
<2~ “Filter~ Select~ E Down
Editing [# Right
4] up
[ Left

Series... L}’

Justify

- Series in: Xac dinh gia tri hién thi theo dang
dong (Fows) hodc dang c§t (Columns).

- Step value: nhip gid trj dau.

- Stop value: nhip gid tri cubi.

- Click nit OK.

Series

Series in Type

{:} Rows E} Linear
(%) Columns () Growth

{:} Date
() aBukoFil

[ ] 1rend

84

Step value: Stap walue:
[

| [ Concal |




4. Dién ddy cling 1 néi dung vio 1 khéi 6: ‘
- Bugc 1 : Banh diu khéi 6.

- Budc 2 : Nhip dit liéu va két thiic bidng <Cirl + Enter. SSDG  SSDG
SSDG S5DG S5DG

S5DG S5DG

5. Xuéng dong trong 1 6: SSDG  SSDG
- Ding 16 hgp phim <ALT> + <Enter>. SSDG _ SSDG

6. N6i dung (dai) day trong 6 va piifa &:
* Thao tdc: Nhip dong chit “Nhém Phat Tri€én Phin Mém Sinh Vién Hoc Sinh”

Nhém phat tri€n péﬁﬂ mém sinh vién hoc sinh

--=» Kéo rong 6.

-->» Chon thé Home --> Alignment. |Nhém phat trién phdn mém sinh vién hoc sinh

||

I
[
il
i
i
hep Ll

-

Alignment W-I\



* Trong hép thoai xdc dinh cdc théng sé sau:
- Text alignment:

Mumber | Alignment Fank Birder Fil Prokection
+ Horizontal: chon Center. _ N
] Text alignment Orientation
+ Vertical: chon Center. el iEeneal ..
- Text control: chon Wrap text. | | center w ' .
Yertical: 3 T
o - © | Tt —o
--» Ké&t qud nhw sau: center b X
. * .
Nhdém phdt tri€n Text control ¢
vien hoc zinh
] [ ] Merge cells
7. Teon 6 (nhiéu 6 thinh 1 6):
- Budc 1: Nhip néi dung. Nhém phit trién
phin mém sinh
vién hoc zinh
u
- Buge 2: Chon nhiéu é --> chon thé Home --> Alignment --» Merge and Center.
= = — ’@ - :.i = -
=¥ = Eé&t qua:
= = =|& &= ﬁ; Nhém phit tri€n phin mém sinh vién hoc sinh
Alignment e




IV. Mgt s& muc cAn thi€t trong Excel Options:
- Chon Office Button --> Excel Options. Ta quan tim dén nhitng muc trong thé Popula
- Include this many sheets: quy dinh s6 lrgng sheet trong 1 book (mic nhién la 3).

- Use this font: font mac nhién dugc dung.

- Font Size: kich thudc font chif médc nhién,

- Default view for new sheets: ving nhin mic nhién.

- User name: t€n ngudi sit dung.

Excel Options @

l. Popular ] screenTip style: | Show feature descriptions in ScreenTips A&
Formulas Create lists for use in sorts and fill sequences: | Edit Custon
Proofing When creating new workbooks
Save Use this font: VNIL-Times
Advanced Fant size:
Customize Default view for new sheets: | Normal View W
Add-Ins Include this many sheets: 3 e
Trust Center Personalize your copy of Microsoft Office
Resources User name: |S55DG |
Choose the languages you want to use with Microsoft Office.
b,
B 45 | >
l [ QK ] ’ Cancel
F —




* Trong thé Advanced:

- Enable fill handle and cell drag-and-drop: khéa nit Handle d€ sao chép.

- Allow editing direcily in cells: khéa 6, khéng cho chinh sita trong é --> Muén chinh sira

phdi sita teén thanh Formular bat.
- Enable AutoComplete for cell values: Khéng 1d'y lai tir bi tring.

Excel Options

S
Popular After pressing Enter, move selection =
Faormulas Direction: | Down | %
Proofing |:| Automatically insert a decimal point -
e ¢l
Enable fill handle and cell drag-and-drop
[' Advanced "] Alert before overwriting cells
Customize |:| Allow editing directly in cells
Extend data range formats and formulas
Add-Ins [] Enable automatic percent entry
Trust Center |:| Enable AutoComplete for cell values
|:| Zoom on roll with IntelliMouse
Resources Alert the user when a potentially time consuming operation occurs
When this number of cells [in thousands) is affected: |33554 &
Use system separators
— Al
< | 2
[ ] ] ’ Cancel ]




Bii 6 : Ki€m tra ki€n thirc ﬁ
Ciu hoi:

. Sheet la gi?

. Miac dinh, mét Workbook ¢é bao nhiéu Sheet ?

. D€ chén thém cét trong bang tinh ta 1am nhu the nao ?

. D€ x6a c6t trong bang tinh ta lam nhu thé nao ?

. Teén nhiéu 6 thinh mét 6 ta thuc hi€én nhy the nio ?

. D€ chinh sita ngi dung trong mét 6, ta thy'c hi€n nhu thé€ nio ?

. Trong hép thoai Format Cells gom nhitng Tab nio ?

. b€ dinh dang cach hién thi dif liéu ki€u s6 va ngay thing ta sit dung Tab nio ?

. b€ dinh dang ki€u chit ta s du ng Tab nao ?

10. D€ dinh dang j tri, canh bién va hwdng xoay ctlia vin bdn ta sit dung Tab nio ?

11. D€ k& khung cho bdng tinh ta sit dyng Tab nao ?

12. PE€ tao miu nén cho 6 ta st dung Tab nao ?

VOGS N e L Bl e

13. Ti€n ich ctiia 1€nh Paste Special la gi ?



II. Trd 16i:

1. Sheet l1a mét bang tinh c6 1048576 dong va 16384 cdt.

2. Mot Workbook bao gﬁm nhiéu Sheet. Mic dinh c¢6 3 Sheet.
3. D€ chén thém cét cho bang tinh ta thyc hi€n cic budc sau:
- Pt con trd tai vi tri cAn chén.

- Chon thé Home -->= Cell --> Insert -> Columns (hod c Click phdi chon Insert -> Entire
column, hodc dung i6 hgp phim Ctrl + Shift + ddu + --> Entire column).

4. D€ x6a cét trong bang tinh ta thyc hi€n nhw sau:

- Chon cdc cét cdn x6a.

- Chon thé Home --»= Cell --» Delete --» Delete Sheet Columns (hodc Click phdi 1én ving
chon, chon Delete --= Entire column).

3. Trén nhiéu 6 thinh mét 6 ta thue hién nhy sau:

- Chon cic 6 cAn trén.

- Chon thé Home --> Alignment --> Merge & Center.

- Hodc Click vio niit miii t¢n cia nhém lénh Alignment -->» dinh diu vio 1énh Merge
Cells

6. DE chinh sira néi dung trong 1 &, ta chon 6 can chinh sita

- Click chudt 1én thanh Formula Bar.

- Hodc nhdn phim F2.

- Hoidc Double Click vio 6 cin chinh sira.

7. Trong hdp thoai Format Cells gém cic Tab: Number, Alignment, Font, Border, Patierns,

E&tection.




8. D€ dinh dang cdch hi€n thi dif liéu ki€u s6 va ngay thing ta sit dyng Tab Number.
0. PE€ dinh dang ki€u chif ta s dung Tab Foni.

10. D€ dinh dang vi tri, canh bién va huéng xoay clia vin ban ta sit dung Tab
Alignment.

11. P€ ké khung cho bang tinh ta sit dung Tab Border.

12. P€ tao mau nén cho 6 ta s duyng Tab Patterns.

13. Ta c6 thé ddn mgt trong cdc thugce tinh tiy chon ma khéng phdi dan tit cd cic
thudc tinh co dugc tw 6 Copy.

Vidu:

Chon Formats dé ddn dinh dang, chon Values dé€ din gia tri, ... hodc ta ciling co thé

din tdt cd cdc thuéc tinh bing cdch chon All



Céu 1

Trén | cia sé Excel ¢d tdi da bao nhiéu Sheet ?

255 Sheet

256 Sheet
. 128 Sheet

. 64 Sheet

S R <

=

Céau 2
Khéng nén md qud nhié u Workbook cing 1 lic vi sé tdn
bd nhd cia hé thdéng.

a. Ping
b. Sai



......
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GIAO TRINH Microsoft Excel |~

? Chuong 1: Lam Quen Voi Microsoft Excel

T

; Chuong 2: Cac Khai Niegm Co Ban Va Xuor Ly Do Li

.

7Eth:|‘I'|g 3. Cac Thao Tac O Lieu Bac Biet Trang

? Chuong 4: Gidi Thieu Va S Dung Cac Ham

7 Chuong S: Khai Thac Co S O Lieu

? Chuong 6: 8d Thi Trong Excel

7 Chuong 7: Binh Dang Trang Va In Bang Tinh

7Eh|_n:mg B: Lam Viéec Vdi Nhiéu Bang Tinh - Macr

; Chuong 9: Phim Tat Va Mot Sd Luu ¥ Can Bigt

; Chuong 10: Phu luc mot sd ham thang dung

? Chuong 11: Bai Tap Co Ban - Nang Cao - Mg Rang

T

; Cong cu tra cuu ham trong Excel




Chuong 2:
Cac Thao Tac Dit Liéu PAc Biét Trong Excel
Bai 1: Cdc kiéu dia chi
Bii 2: Cdc ki€u dit li¢u
Bii 3. Mot s6 k¥ thudt xit 1y nhanh trong bing tinh
Bii 4: BS tri moi truding 1am viée
Bai 5: Ki€m tra kién thitc
Quick test

VIODPODHOP®
PROOD




Bai 1: Cic ki€u dia chi

I. Pic trung cia Excel:
N6i riéng va néi chung cho cdc phin mém xi¥ 1¥ bang tinh khic, 1a chifc ndng copy céng
thitc, nghia 1d céng thitc chi l4p 1 140, sau dé sao chép cho cic & con lai.

* Wi dy: Xét Bdng tinh sau:

*# Cach copy cong thifc:

- Drapg chugt tai Fill handle cia 6 dé va thyc hién ddng tic drag (kéo) chugt cho cdc 6 con

lai.
L S S T
- Chon khoi & - = tel + D. A B
1 Chifc vu TénCV 1 Chifcvu TénCV
2 TP Trusng phong 2 TP Tnrdng phéﬂgelk
3 PP 3 FP
4 [NV 4 NV
| |
* Nhan xé&t -

- Sau khi copy, céng thifc tai cic 6 D3, D4, D5 phdi thay d8i (Vi néu ngugc lai, s& cho k&t
qua sai) --» Sinh ra cdc ki€u dja chi ding trong céng thic.

# Luu ¥:

- C6 thé kéo chut theo 4 chi¢u d€ sao chép cong thiic.

- Cé thé dung cip 1énh Home Copy d€ sao chép céng thic.

- Néu tai 6 khéng cé niit Fill handle thi ta viao Office Button --> Excel Options --» Advanced
kx> Chop Enable fill handle and cell drag-and-drop.



ﬁ

Excel Options i @

N P rS
Popular — . 4 . —
g H| Advanced options for working with Excel.
Formulas B
Proofing Editing opfions
Save After pressing Enter, move selection
—Advanced l Direction: | Down
|:| Automatically insert a decimal point
Customize I:I
Add-Ins able fill handle and cell drag-and-drop!
Trust Center Alert before overwriting cells
[v] Allow editina directlv in cells bt
Resources wd WIES | >
[ K ] [ Cancel
II. Cdc kiéu dia chi:
1. Pia chi twong déi:
* Dang thi'c : <COLUMN><ROW:=

_Vidu: AL, B2, C5
*# Tinh chit :

- Thay déi twdng Wng trong thao tic copy céng thiic.



* Vi du:

1) Xét vi du: Tinh cét thanh ti€n cho ¢t D khi A B C D
dé 1ai 6 D2, 1a phii nhip: 1 |Tén hing Pon gi4 S6 lwdng  Thinh tién
g 1 g "

_ By %2 2 Cam | 12000] 10]=C2+B2

RN . o .. . .. 3 Chanh 5000 5
b€ khi sao chép xubng cic 6 hwdng wng, ta co: . ‘qhaﬂ 15000 -

Nho 5
=B3*C3(tai 6 D3
(ta ) 5 |Quit 10000 20

— B4 * C4 (tai 6 D4)

2) Gid sit thém dong Téng céng tai & A6, d€ tinh téng céng clia S8 lwgng va Thanh

ti€n thitai 6 C6, ta lap cong tha
= C24C3+C4+4C3.

(= T I O S T T T T

A B C D
Tén hing Pon gid4  S6 lwudng  Thinh ti€n
Cam 12000 120000
Chanh 5000 25000
Nho 15000 180000
Quit lﬂﬂﬂﬂ&_ 1 200000
Téng cdng: |:C2+CE~+C_—1+C5

Sau dé, kéo ngang (drag) qua phdi dé€ tinh cho & Dé.

A B C D
1 |Tén hing Pongid S8 lwdng  Thanh tién
2 |Cam 12000 10 120000
3 Chanh 5000 5 25000
. 4 Nho 15000 12 130000
b 5 Quit 10000 20 200000
6 |Téng cng: 471 - _ —




2. Dia chi tuyét déi:

* Dang thirc : $<COLUMN>35<ROW:>

- Vidu: $ASL, $B32, $C35.

* Tinh cha:;

- C& dinh (khéng thay déi) trong thao tic copy cong
thire.

- Vi du: Xét bdng tinh sau, dé€ tinh c&t Tién VND,
khi dé, tai 6 B2, ta nhip céng thirc: = A2 / $C52
Sau do, sao chép cdng thirc nay cho cic 6 con lal.

3. Dia chi hén hgp:

* Dang thitc: $<COLUMN><ROW>

Hoic <COLUMN=>$<ROW:=

- Vidy : Lim Bd ng citu chugng tir 2 dén 4

* Tinh chdt: suy ra tir 2 dang trén.

* Nhin x&t: tuy trng bai toin ma ta dung loat dia chi
nao sao cho phii hgp nha't.

* Luu ¥: d€ bi€u dién 1 khdi 6 bang dia chi, ta sit
dung dang : <« DIA CHI © DAU > : <DIA CHI O
CUOI >

. Vidy: A2:C10,5A52:5C510...

A

B

c

1 Tién USD | n@nvmr:|Tﬁgﬁﬂmpq

2T o [ e

3 200

4 300

5 400

A B C D

1 BANG CUU CHUONG
2 2 3 4
3 1 2 3 4
a 2 4 6 8
5 3 6 9 12
: 4 8 12 16
7 5 10 15 20
: 6 12 13 24
: 7 14 21 28
10 8 16 24 32
11 9 18 27 36




I. Kiéu Text:

- La dang dit li€u c6 tinh tdng
- ¥idu: cot Ho tén, Ghi chii...
1. Quy udc nhap:

Phdi dudc bit didu bdi:
-Cackiivir A--» Z

Ehi nhip vio cac k¥ tu luén luén

hién & bén trdi §.

- Cdc k¥ 1y canh 1€, gém:
+ Canh trai: '

+ Canh phdi: ©

+ Canh giifa: *

+ Canh day 6: %

* Luu ¥

Bai 2: Cdc kifu dit liéu

quat nhi't clia Excel.

Excel Options

e R i
Popular A A
Lotus compatibility
Formulas
Praofing Microsoft Office Excel menu key:
Transition navigation keys
Save
| Advanced | Lotus compatibility Settings for:
Customize |:| Transition formula evaluation
|:| Transition formula entry =
Add-Ins W
T =L L E '{_ | 3
[ Ok ] ’ Cancel ]

- Khi sit dyng cac k¥ ty trén d€ canh 1€ ta phdi xét lai théng 56 trong Excel Options -

Advanced --> Chon Transition navigation keys.




2. Sy hién thi:
+ Né&u d§ dai <= d§ rdng 6: hi€n thi binh thudng.
+ Néu d§ dii => d§ rdng 6: c6 2 khd ninpg xdy ra.

- O k& i€p tdng: dif liu s& trin qua.
- O k& 1i€p khéng rdng: dit liéu s& che khuil.
* Cach gidi quy€t: Diéu chinh d6 rdng cia 6 d€ dit liéu hi€n thi lai binh thudng.

3. Todn nr:

_ C6 duy nhd't 1 todn 1 1a phép NOI CHUOI (k¥ tw). K¥ hiéu la ddu: & , ding d€ ndi néi
dung 2 chuéi vdi nhau.

- Vidu: ="ABC” & "DE” == “"ABCDE".

- Hodc Al & A2 => N6i ndi dung ciia 2 6 Al va A2 lai vdi nhau.

* Ly §:

- Trong c6ng thirc dit liéu Text bdt budc phdi duge dai irong ddu nhay kép “~

Theo mic dinh, dif licu Text s¢ dugce canh trai. Vi du:

A B C D E F 5 H
1 Chifc vu TénCV
2 TP |=IF(A2="TP","Trudng phong " IF(A2="PP","Phd phong”,"Nhin vién"))
3 PP Pl IFlogical_test, [value_if_true], [value_if_false]) |

4 NV Nhin vién



IT. Ki€u Numberic:

- La loai dit li€u thé hién pid tri con s6: gém s& 4m, s& dudng, s6 thip phin, phin s6,

phﬁn tram..

1. Quy udc nhap:

* Phii dugc bdt ddu bdi:

+ Cdc k¥ tv s6 nir: 0 dén 9

+ Hoac cic ddu: +,-,(....

- Khi nhiip cic k¥ tr sé thi
luén luén hi€én & & bén phdi.
- Vi du: nhip s6 01,02,03...
* Luu §:

- Khi nhip vio thi s& 0 s& bj
mit di --» d€ hién thi 1&n ta
chon thé Home --»> Number
-->= Hi€n hop thoai Format
cells --=> Number --> Custom
-->= Trong muc Type ta nhap
00 vao.

General <
(% -~ %
k‘_\ Mumber 'E'

v || %0 50

Format Cells

SEeciaI

& #FO_(H,#RD)
# #30_u[Red])i#,#200
#,#20,00 004, ##0,00)

S, R0 (54, A0

S, #H0_n[Red]($4, 240

Muriber | Alignment Font Border Fill Protection
Category:
zeneral Sample
Murmber o1
CuUrrency
Accounting Type:
Date
Time 0o
Percentage aeneral e
Fraction 0 F
Scientific 0.00
Texk #,&3%0 —
# ##0.00

# #2000 [Red](#,#£0.00)

Twpe the number format code, using one of the existing codes as a skarting poink,

W

Ik

] [ Cancel




2. Su hién thi:
- Phu thudc vao chi€éu dai clia dit li€u s&, néu chi€éu dailén hon hay bing d§ réng
ctia cdt thi s& hi€n thi HHEHEE hodc chuyé'n sang dang s6 khoa hoc (Scientific).

A T

3. Todn 1r: B

* GAm cic todn 1f sau:

+ Todn i + : phép cng.

+ Todn tir - : phép tnr.

+ Todn tr * : phép nhin.

+ Todn tir / : phép chia.

+ Todn tr * : phép liy thira.

+ Todn tf % : phép phin trim.

* Lwu ¥:

- Dang thic th€ hién clia 1 5§ bi phu thugc vao quy dinh trong Control Panel.
- Khi nhap 1 56, ta chi cAn nhap iri dai s6 clia né6 ma khéng can phii nhip dang
thite, vi sau nay ta c¢6 thé thay déi dinh dang lai chiing theo nhr § muéhn.

* ¥idu:

- N&u la $100,000 thi chi cin nhip 100000

- Né&u l1a $100,000.123 thi chi can nhip 100000.123

- Theo mic dinh, dit liu sé s& duge canh phil.



IM. Kiéu Date & Time:

- La loai dif liéu thé hién gia tri Ngay va Gig trong bang tinh.
1. Quy udc nhap:

- Hoan toan phy thugc vao su quy dinh cia Control Panel.

* Vi du: d€ nha'p gid tri ngay 15 thing 06 nim 1998 thi:

+ Néu Conirol Panel quy dinh dang DD/MM/YY thi ta phdi nha p: 15/06/98.
+ Néu Control Panel quy dinh dang MM/DD/YY thita phdi nhi p: 06/15/08.
+ Néu Control Panel quy dinh dang YY/MM/DD thita phdi nhi p: 9806/15.

2. Sy hién thi:
- Phy thudc vao chi€u dai ciia dit liéu Ngay va Gid, n€u chiéu dailén hon hay bing d§
r6ng clia c§t thi s& hi€n thi $HHHE,

3. Todn nr:

#* Cha ¥ cac phép toan sau:
+ {Ngay} — {Ngiy}

+ {Gidg} — {Gig}

+ {Ngay} + hodac - {S6}

+ {Gig} + hodac - {56}



IV. Kiéu Logic:
1. Quy udc nhap:
- Chi co 2 gia trila: True (Ening), Sai (False).
+ True: tudng ng vdi 1 bi€u thirc logic (ménh dé todn hoc) ding.
+ False: tvdng wng vdi 1 biéu thite logic (m&nh d& todn hoc) sai.
*¥idu: "3 16n hon 27 == Tri ding (True).

“Chit A giéng nhuw chit BC™ = Tri sai (False).

2. Todn tir:

* Thudng sit dung cic todn it so sianh:
*# > :1dn hdn

# 3 = :16n hon hay bing
* « : nho hon

* « = : nhé hon bing

# — : bdng

¥ khac

* Vi du:

—(5>=2)

= ("A" «» “BC")



V. Ki€u céng thirc:
1. Khii ni¢

- Céng thifc 1a sy phéi hgp clia cic hing s6, ki€u dit li€u, todn i va cdc him mét
cach hdp lE.

2. Quy uwdc nhap:

- Phdi bidt dau bdi dd'u bing (=) hodc didu céng (4.
*¥Vidu:

— 12.5 + SQRT{4) - VALUE{(*123")

SUM v (» ¥ & [ | =If(E3>5,"Dau","Rot")

A B C D E F G H




Bai 3: M6t 56 k¥ thuit x 1§ nhanh trong bing tinh _ﬁ
II. Mét sé6 k¥ thuat xit 1¥ nhanh:

1. Ding chuét dé 1ay dia chi:
Trong 1 c6ng thitc, d€ 14y dia chi nhanh va chinh xdc, ta Click /Drag trén 6 / Khdi 6
muén 1d'y dia chi.

2. Chuyén déi qua lai giita cdc dia chi:

Tuwong d6i -—----—-———————- > Tuyét déi ------—-——-—- - > Hén hgp (hén hgp dong, hén
hdp cqi)

Nhin F4 Nhin F4
Vidu: A2 - > (F4) $A$2 - > (F4) A$2 - > (F4) $A2
3. Dién tri ting tv déng bing 1 + Cidch 2: ]
- C6 3 cach: 2 - Budc 1: Nhip pgia tri 2
+ Cdch IL: dau. 3
~ Budc 1 : Nhip gid tri diu v: - Budc 2: Nhin Cirl + drag !
gia tri ké ti€p. mouse tai Fill handle kéo .
- Budc 2 : Pinh dif - xuéng dén gis s ﬂ--ff; "j
va drag mouse tai 2 : .
handle cia chiing. -
10},
B T ¥



+ Cach 3:
- Budc 1: Nhip gid tri dau. '

- Budc 2: Chon gid tri va chon thé Home --> Editing --> Fill --> Series.

ATy SOAT @
N

o rt & Find &
a n
2%

O omole T3 Fiem ol T3

ilter ~ Select = Down
& up
[ Left

Series... %

Justify

Series

Series in Twpe

() Rows (%) Linear

{*) Columns () Growth

- Series in: Xac dinh gia tri hi€n thi theo dang
donpg (Rows) hoac dang ¢4t (Columns).

- Step value: nhd'p gia tri dau. O pate
- Stop value: nhip gid tri cudi. O AutoFil
~ Click niit OK. -

Step value: |:| Stop walue:

[ (] 4 l[ Cancel l




4. Dién diy ciing 1 ngi dung vio 1 khéi &:
- Budc 1 : BPanh di'u khéi 6.

- Budc 2 : Nhap dit liéu va kéi thiic bing <Cirl + Enter>.

5. Xudng dong trong 1 6:

- Diing 16 hgp phim <ALT> + <Entcr.

6. N6i dung (dai) day trong 6 va giita 6:

N

S5DG

S5DG
S5DG
SSDG
SSDG
SSDG

55DG
SSDG
55DG
S5DG
55DG

* Thao tic: Nhi'p dong chit “Nhém Phat Trién Phin Mém Sinh Vién Hoc Sinh”

-->» Kéo rong 6.

--» Chon thé Home --> Alipnment.

1l
¢

i
141
i

Alignment

¥

i

-

Nhém phidt tri€n péﬁn mém sinh vién hoc sinh

Nhdm phét tri€n p.ﬁn mém sinh vién hoc sinh




* Trong hép thoai xdc dinh cic théng sé sau:

- Text alignment:

. MNurnber | Aligrment Fonk Border Fill Protection
+ Horizontal: chon Center.
i Text sl ; Orienkati
+ Vertical: chon Center. = _E”gnmen e
Horizontal: * .
- Text control: chon Wrap text. J—— A .
Yertical: 0 = T .
. - e -
--» K&t qud nhr sau: Center v x || TEXET*
t -
Nhém phit tri€n Text control + *
p 1 mem =i ﬂrapte;‘:tf ] : Qegrees
vién hoc sinh 3
- L [ ] Merge cells
J. Tron 6 (nhicu &6 thianh 1 6):
- Budc 1: Nhap ngi dung.
1P nol Cng Nhém pht trién
phin mém sinh
vi€én hoc sinh
L]
- Budc 2: Chon nhiéu 6 --» chon thé Home --> Alignment --> Merge and Center.
===®| ||= K&t qud:
= = =|[EE ﬂr Nhém phat tri€n phdn mém sinh vién hoc sinh
Alignment u
Eﬁ. by



Bai 4: B6 tri méi trudng lim viéc

I. B& tri thanh céng thitc (Formula bar):
- La thanh hi€n thi ngi dung clia 1 6 khi ta dinh vi con trd tai 6 dé.
- BE Bat /T4t thanh céng thirc, ta diung 1Enh: Thé View --» Show/Hide --> Formula Bar.

Ruler %Fnrmula Ear
V| Gridlines Headings

Message Bar
Show/Hide
F3 - h fe | “Nhdm phit trién phin mém sinh vién hoc sinh T |#
A B C D E E G H Formula Bar
II. Bat/ tat dudng hrdi:
- The View --»> Show/Hide --> Gridlines. Ruler ¥| Formula Bar
Gridlinﬁ ¥ | Headings
Message Bar

Show/Hide




IIT. Ciach Zoom madn hinh:

sat § goc l

Trong 1 s& trudng hgp, cin phéng 16n / thu nhé cia s6 bang tinh d€ d€ quan

d6 téng quat, khi d6 ta dung I€nh.

*#Cach 1:

Thé View --> Zoom.

- Zoom: di¢u chinh kich thudc theo théng 6.

fiew View Develope
- 100%: vung nhin chuan. Py i
- Zoom io Selection: phéng io ving nhin I ST =
Zoom  100% Zoomto
dﬂﬂg Ch(_)ﬂ. Selection
Eaanr}
* Cach?2:
Nhi'n phim Cirl + Scroll chugt. Zoom HET
Magnification
() 200%,
©100%!
() 75%
() 50%
() 25%

() Fit selection

{:} Cuskom: LR

I oK ][ Cancel ]




IV. Mdt s6 muc can thi€t trong Fxcel Options:
- Chon Office Bution --> Excel Options. Ta quan tdm dén nhitng muc trong thé Populat:
- Include this many sheets: quy dinh s6 lugng sheet trong 1 book (midc nhién la 3).

- Use this font: font mac nhién dugc dung.

- Font Size: kich thudc font chif mac nhién.

- Default view for new sheets: vung nhin mac nhién.

- User name: tén npudi sir dung.

Excel Options @

[ Popular ] ScreenTip style: | Show feature descriptions in ScreenTips A
Formulas Create lists for use in sorts and fill sequences: | Edit Custon
Proofing When creating new workbooks
save Use this fant: | VNI-Times
Advanced Font size:

Customize Default view for new sheets: | Normal View w
Add-Ins Include this many sheets: 3 E
Trust Center Personalize your copy of Microsoft Office
Resources Mser name: |[55D0G |
Choose the languages you want to use with Microsoft Office
b
< | >
I O l [ Cancel
{ =




* Trong thé Advanced:

- Enable fill handle and cell drag-and-drop: khéa nit Handle d€ sao chép.

- Allow editing direcily in cells: khéa &, khéng cho chinh sita irong 6 --> Muén chinh sita
phdi sira trén thanh Fomular bat.

- Enable AutoComplete for cell values: Khéng 1’y lai tir b tring.

Excel Options

A
Popular After pressing Enter, maove selection =
Formulas Direction: | Down %
Proofing |:| Automatically insert a decimal point 1
e 2 7]
Enable fill handle and cell drag-and-drop
- Advanced l Alert before overwriting cells
Customize |:| Allow editing directly in cells
Extend data range formats and formulas
Add-Ins [] Enable automatic percent entry
Trust Certer |:| Enable AutoComplete for cell values
|:| Zoom on roll with IntelliMouse
Resources Alert the user when a potentially time consuming operation occurs
When this number of cells (in thousands) is affected: 33554 3
Use system separators
— v
< | 2
§: I QK ] ’ Cancel l



C4u héi: Bai 5: Ki€m tra ki€n thic

. Néu khdi niém dia chi ? Cé mi'y loai dia chi ?

. Théng thudng gid tri nhip vido s€ hién thi é bén tedi hay bén phdi cia 6 ?
. C6 may ki€u dit liéu ?

. b€ chuyén déi qua lai gita cic ki€u dia chi thi nhi'n phim nao ?

. Cé miy cach d€ dién tri ting dan ?

. Bat tdt thanh c6ng thirc ta ding 1énh gi ?

S W e s Bl =

II. Ted 18i:
1. Bia chi la tén giao nhau clia c§t va dong. Cé 3 loai dia chi: dia chi iwvdng déi, uyét
d6i va hdn hgp.
2. Gid tri nhdp vio s€ hi€n thi § viing bén phdi clia 6.
3. C6 5 ki€u dit liéu: Ki€u Text, ki€u Numberic, kiéu Date & Time, ki€u Logic, kicu
cong thirc.
4. D€ chuyén déi qua lai giita cac ki€u dia chi thi nhi'n phim F4 .
5. C6 3 cich d€ dién trj ting dan.
- Cdch L: nhip gid tri diu va gid tri ti€p theo -->» chgn 2 6 va drag mouse tai Fill handle
dé kéo xudng pi tri cudi
- Cach2: nhip gid tri ddu va nha'n phim Ctd va drag mouse tai Fill handle dé€ kéo xuéng
gid tri cudi.

,- Cdch 3: dinh dang trong Fill --> Series.

bB:it tat thanh c6éng thirc ta diing 1&nh View --» Show / Hide --> ddnh ddu Formula

(AT



Céau 1

Pia chi cua 6 dudce xdc dinh dua vdo dia chi cdt vda dia chi
dong tudng Wng.

a. Ping
b. Sai
Cau 3

Cd thé kéo chudt theo md'y chiéu dé Copy ¢éng thic ?

a. 1 chiéu
b. 2 chiéu
. 3 chiéu

d. 4 chiéu

L]
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GIAO TRINH Microsoft Excel |~

? Chuong 1: Lam Quen Voi Microsoft Excel

T

; Chuong 2: Cac Khai Niegm Co Ban Va Xuor Ly Do Li

.

7Eth:|‘I'|g 3. Cac Thao Tac O Lieu Bac Biet Trang

? Chuong 4: Gidi Thieu Va S Dung Cac Ham

7 Chuong S: Khai Thac Co S O Lieu

? Chuong 6: 8d Thi Trong Excel

7 Chuong 7: Binh Dang Trang Va In Bang Tinh

7Eh|_n:mg B: Lam Viéec Vdi Nhiéu Bang Tinh - Macr

; Chuong 9: Phim Tat Va Mot Sd Luu ¥ Can Bigt

; Chuong 10: Phu luc mot sd ham thang dung

? Chuong 11: Bai Tap Co Ban - Nang Cao - Mg Rang

T

; Cong cu tra cuu ham trong Excel




Chuong 4
Gioi Thigu Va S Dung Cac Ham
Bai |: Khii niém
Biai 2: Nhom ham Logic (Logical Functions)
Bii 3: Nhom hiam sd (Numberic Functions)
Bai 4: Nhom ham Text (Text Functions)
Bai 5: Nhom ham Thai gian (Date & Time Functions)
Bai 6: Nhom ham tim ki€ém va tham chiéu
Bai 7: Nhdm ham cd sd dir liéu
Bii 8: Ki€m tra kién thic

Quick test



Bdi 1: Khai ni€m

I. Gigi thicu
* Hamla 1 doan chwdng trinh ¢é sin nhi m thirc hién 1 yéu cAu nao d6é v& tinh todin ma
thwng thi todn tir khéng xir 1¥ dugc.

Vi du: SQRT() 14 hiam tinh cin bic 2 dudng cilia 1 s6.

* Hamluén trd vé 1 gid trj thuge 1 ki€u dit liéu nao dé.

Vi du: SQRT{) tra vé 1 gid tri s6.

Dang t6ng quat ctia 1 him nhir sau:

= TENHAM ([D5is6 1, D6is6 2, ..., D61 s6 n])

= TENHAM ([D6is6 1, D6is6 2, ..., D61 s6 n])

Widu: IF(Expl, ExpR1, ExpR.

WGt s6 him khéng cé d8i s& nhung bd't bude phdi ¢é cip diu ngodc don () kém theo tén
hi m.

Vidu: NOW():1a ham ld'y ngay gi6 hi€én hinh clia hé théng may

* Té&n ham viét bing chit hoa hay chit thudng déu cé gid tri nhr nhau.

Déi 56 ¢6 thé 1a 1 hing thudc 1 ki€u dit liéu, toa d6 6, khdi, tén ving, 1 ham khic,....,va néu
him ditng didu 1 céng thifc thi phdi duge bat dau bdi diu bing (=),

Ham c6 thé chira t8i da 30 d6i s6. Cac di s6 phdi dudc ngin cich bdi ddu quy dinh trong
muc “List separator” ciia Control Panel (thudng 1a diu phi'y).

Né&u khéng tinh duge, ham sé trd vé 1 trong cac mi 18i (Error Code) sau:

Bing 1: BANG MA LOI




Mai 16i Y nghia ‘
#VALUE Khong tinh dude, tr1 sai
#N/A Gid tri tham chi€u khong ton tai
#NAME? Khéng nhin dude tén
#NUM! Tri sd khong hdp 1é
#DIV/0 Phép chia cho 0
#REF! Khong tham chiéu dén dudgc
#NUL Rong

IT. Cic cich nhip him vio bdng tinh

1. Nhip trre tiép dang thitc him

- Di chuyén d€n 6 can nhap.

- Nhap ddu =, sau dé la tén ham va cdc d6i s6 cia né (phdi ding dang thirtc quy dinh).

2. Dung Function Wizard

- Di chuyén dén 6 cdn nhip.

- Diing 1énh Function chgn thé Insert --> Function Library --> Insert Function
Xuit hién hép thoai nhir sau :

+ Search for Function: nhip him cin fim

+ Or select a category: nhém ha m dudc phin chia theo chic ndng.



+ Select a Function: chon tén ha m. Insert Function
EKhi da:
- Ch"?ﬂ ha m tf danh sach cic ham va vpe a brief description of what vou want ko do and then click, G0
lan lwgt cung cip cic ddi sé cho =
ha m. O seleck a cakeqory: | Al W

) NhﬁJﬂ 0K dé'_' ké*t thiic Select a function:

Search for a funckion:

m ~
ACCRINT =

ACCRIMT
AC05
&C05H
AaDDRESS
AMORDEGRC

|| %

ABS{number)
Returns the absolute walue of a number, a number without its sign,

Function Arguments

Il
o
-~

l [ Cancel

A6

Number ’E’i\]u;

Returns the absolute walue of a number, a number without its sign,

Mumber is the real number For which yvou want the absolute value,

Formula result =

Help on this funckion Ik ] [ Cancel




* Chi ¥ : '*
- Khi nhip xong tén hi m trén thanh céng thitc, n€u ta nhi'n <Cirl+Shifi+A> thi Excel

s& tr dgng dién thém cip di'u ngodc va dang thifc ciia cic d6i s6 vao ngay sau tén

ha m.
. SAEEWlogical testhy ] ’ i

Vi du: R T 1 (I st GIad value _1f true value_if false)

C D | IF(logical_test, [value_if_true], [value_if_false]) | H

- Khi muén tham khd o két qud tinh ra ciia hiam dang dugc sit dung lam déi s6 cho ham
khi ¢ hoac dang la thinh phan clia 1 céng thifc thi ta danh dd'u toan bé dang thirc ciia
him dé trén thanh céng thitc réi nhan F9, DE trd v& trang thii cii, ta nhin <Ctd+Z>.

- PE€ hiéu chinh him, ta dinh vi tai 6 chita him d6é vi nhin F2 hodc click mouse trén
thanh c6ng thitc. Sau dé tién hinh chinh sita.

* Quy udc : Pé cho tién khi khai bio ki€u dit liéu clia d6i 56, ta quy udc nhu sau :
+ ExpL : bi€u thitc Logic.

+ ExpN : bi€u thitc S8.

+ ExpC : bi€u thitc Chudi.

+ ExpD : bi€u thitc Npay.

+ ExpT : bi€u thitc Gis.

+ ExpR : bi€u thifc ¢6 ki€u tiy ¥ trong cic ki€u trén.



IIL. Gidi thiéu cic nhém him théng dung -
Excel cé trén 300 him va ddy 14 1 cédng cu tinh todn rd't manh, dugc chia thinh nhiéu
nhém (Category Functions) khic nhau. Ta quan tim 1 s6 nhém him théng dung sau:
- NHOM HAM LOGIC.

- NHOM HAM 50.

- NHOM HAM CHUOL

- NHOM HAM THOI GIAN.

- NHOM HAM TIM KIEM VA THAM CHIEU.

. NHOM HAM CO SO DU LIEU.

Ngoii cic nhém him cd bdn trén, ta con cé mét s6 nhém him quan trong khic vi du
nhém him vé tai chinh (Financial Functions), nhém théng tin (Information Functions).



Bai 2: Nhom ha m Lopgic {Logical Functions)

I Him AND()
Ci phap: ANDi(ExpLiyExpLsExpLs,...)
Céng dung : trd v€ 1 trong gid tri sau :

+ True : n€u tdt cd cdc BxpL déu cé gid tri True.
+ False : néu ii nhit 1 ExpL nao dé cé tri False.
Vidu :

1. =And(5>3,320, “A”<» “B”) =» True.

2. =And(1020,12<20, “ABC”= “a”) =» False

Ll% SUM - X & Jfe | =And|10>5,5>3,

A B C D E
1 L]
2 :F-'-.r'ld{1D:=-§J5:=-3J"F-‘-.”-=~‘.:=-”E”}
3 | AMDi{logicall, [logical2], [logical3], [logicald], ... |




IT. Hi m ORY)

Ci phip: OR(ExpLiyExpLa ExpLs,..)

Céng dung: trd vé 1 trong gia tri sau:

+ True: néu it nhi't ¢é 1 Expil ndo dé cé iri True.
+ False: néu tat cd cac ExpL déu cé gid tri False.
Vi du:

1. =Or(3>3, 3=0, "A7«<> “B™) --» True

2. =0r(10«0, 1220, “ABC"="a") --» False.
Nhan xét: 2 haim And() va Or() thuéng dugc
dung lim déi sé cho cic ham khic, vi du

cho ham If ().

Ll.} SUM - (2 % « f| -Or(5:3,3:0,"A"

A B C D E

2 :Drt5}3_.3}[:_.“}3.“{:}“8“}
3 | OR{logicall, [logicall], [logical3], [logicald], ...}




ITT. Ha m IF7)
Ci phap: IF(ExpL, ExpR1 ExpRz)
Céng dung: trd vé 1 trong gid tri sau:

+ ExpR1: néu ExpL c6 tri True.

+ ExpR2: néu ExpL c6é tri False.

Vidu:

1. = (53«3, “ABC”, “EF™) --»“ABC".

2. = (5<10, "ABC”, 100} --» 100,

3. Xét bang tinh: d€ tinh KET QUA, 1ai 6 C2, ta nhap cong thirc:
=IF (B2>=5, "Dau”, “Rat”)

A B C D E F
1 Ho vi tén Di€m trung binh  |Kétqui |
2 |Trdn Vin I 7 .E] =IFB2>5,"Diu","Rdt")
3 | Trinh Chung 45| |IFlogical_test, [value_if_true], [value_if false]) |
4 |Nguyén Ngoc Tin 9

Chi ¥: Trong 1 s& trudng hgp, ta phai ding nhiéu ha m If() 16ng nhau khi bai todn c¢é nhiéu
hon 2 khd ning ted v€, vi 1 ham () chi c¢6 thé ted v 2 gid tri.



Vi du: Xép loai theo tiéu chuin sau:

+ Néu BTB < 5: loai y&u

+Néu 5 < = BTB < 6.5: loai trung binh

+ Néu 6.5 < = DTB <« 8: loai kha

+ Néu 8 < =DTB < 9 : loai gidi

+ Néu 9 « = DTB: loai xudt sic

Luu ¥: Néu ¢6 n khd ndng xdy ra thicé n-1 ham If() 16ng nhau.
Ehi do, tai 6 D2, ta dung c6ng thirc sau:
=IFiB2<5,"Kém",IF(B2<6.5,"Trung binh",IF(B2<8,"Kha ", IF(B2<10,"Gidi","Xuii sic"))))

B C [ B] E F 3 H | ]
Di€m trung binh |Kétqui  |Xép loai |
7.8|Péu =IF(B2<5,"K¥m" IF(B2<6.5, " Trung binh",IF(B2<8,"Kh4" IF(B2<10,"Giéi", Xuit |
4.5|Rat H [Filogical_test, [value_if_true], [value_if false]) |
9|D4u Gidi
IV. Him NOTYI):
Ci phdp: NOT(ExpL) N v (% X « f| =Not(5>3
Céng dung: Him nay trd vé gid trj phi dinh A B C D E
Vi du: NOT(3>3) s& ted v& TRUE 1
2 ="‘-JC|tI:5:=‘3|_
3 | [ NOT(logical) |




Bai 3: Nhém him s6 (Numberic Functions) ‘

[. Ham ABS()

ABS: absolute

+ Ca pha p: ABS(ExpN)

+ Céng dung: Tinh gid tri tuyéi dbi cia ExpN
Vidu: ABS(-7) =7

N SUM (% X o f|=ABS
A C D E
1
2 | Returns the absolute value of a nu
3

[I. Ham SQRTY)

+ Ci phap: SQRT(ExpN)
+ Coéng dung: Tinh gia tri cin bac 2 dudng
~ua ExpN

Vidy: SQRT(4)=2 S ~ (2 X & f=| =SQRT(
* i B C D E
SQRT(-4)--» L
QRIC4)--> Lol |=sarT(| |
2 | SQRT(numberj |




IIT. Ha m INTY)

INT: Integer (S6 nguyén)

+ Ci pha p: INT(ExpN)

+ Céng dyng: Tinh phin nguyén ciia ExpN
Vidy 1: INT(5.723) =5

Vi dy 2: Tinh s8 tudn trong bang sau:

A B C D
1 Ngay dén Ngay di S6 tudn
2 | 10/10/2006] 25/10/2006]=INT((B2-A2)/7)
3 20/10/2006  30/10/2000 1 T
a
2

05/11/2006  10/11/2006 0
08/12/2006  30/12/2006 3




IV. Ha m MODx)

+ Cil pha p: MOD{ExpIN,n)

+ Céng dyng: Tinh phan dv clia phép chia ExpN cho n
Vidy 1: MOD(10,3) =1

Vi du 2: Tinh s6 ngiy trong bdng sau:

A B C D E
1 Ngiy dén Ngay di S& tudn  S6 ngay
2 : 10/10/2 EIEIﬁI 251012 E"Dﬁl 2|=MOD(B2-A2 ,?}|
3 20/10/2006  30/10/2006 1 3-
4 05/11/2006  10/11/2006 0 5
5 08/12/20006  30/12/2006 3 1




V. Ham SUMY)

+ Ci phap: SUM(ExpNI1,ExpN2,ExpN3,..)
hoac SUMI(LIST) vdi List 1a

1 tdp hgp khéi &

+ Céng dung: Tinh t6ng cic

ExpN hoic téng cic & trong List

Vi du: tinh t6ng s6 tuan sau:

A B C D E F
1 Ngay dén Ngay di S6tmin 56 ngay
L |

2 10/10/2006  25/10/2006 2 1

3 20/10/2006  30/10/2006 1 3

4 05/11/2006  10/11/2006 0 5

5 08/12/2006  30/12/2006 3 1

6 Tdng: =sum{C2:C5) hodc =sumi{C2,C3,C4,C3)




VI Ham AVERAGEI()

+ Cu phap: AVERAGE(ExpN1,ExpN2,ExpN3,...)

hodc AVERAGE(LIST) vdi List 1a 1 t4p hgp khéi 6

+ Cong dung: Tinh trung binh céng cia cic ExpN hodc cic 6 trong List
Viduy 1: AVERAGE(6,6.5,7,8.3) = (64+0.34+74+8.03)M4=7

Vi dy 2: tinh di€m trung binh sau:

A B C D E F G H
1 Ho va tén Pi€m Todn |Pi€m Ly |Pi€m Hod |Pi€m trung binh
2 |Trin Vin [ 6 4 E:l =average(B2:D2) hoic =average(B2,C2,D2)
3 Trinh Chung 7 8 9
4 Nguyén Ngoc Tén 5 7 8




VII. Hiam ROUNDY)

+ Cu pha p: ROUND(ExpN,n)

+ Céng dung: Lam tron ExpN dén n vj tei chi dinh TINH TU COT HANG DON VI
Vidu: ROUND(1263.4516,3)=1264.45 --- ROUND(1265.4516,-2)= 1300

Luu ¥:

+ Néu n > 0: thilim tron tir bén phdi qua tinh tir c§t hing don vi

+ Né&u n < 0: thilim teén tir bén trdi qua tinh tir c§t hing don vi

+ Néu n = 0: Khéng 1y 56 1€ (lam trdn dén c§t hing don vi)

=ROUND(1263.4516,3)
E & H

|=RGU:‘"~ID{ 1263.45163)
| ROUND{number, num_digits) |




VII. Hiam PRODUCTY)
+ Cu phap: PRODUCT(ExpNI1,ExpN2,ExpIN3....)
hoiac PRODUCT(LIST) v&i List 1 1 tap hgp khéi 6

+ Céng dyng: Tinh TICH cdc ExpN hoic TICE I A2 T XY =
cic 6 trong List. A B C D E
Vidy: PRODUCT/4,5)= 20 1]
PRODUCT(B2,C2,10)= B2*C2*10 £ 1= .l
3
IX. Him MAX() SUF (2 X ¥ | =m
+ Ci phap: MAX(ExpNI1,ExpN2 ExpN3..) :L\\g = - = = -

hoic MAX(LIST) vdi List1a 1 tip hgp khéié
+ Céng dung: Tinh gia tri 16n nhit trong cdc SEY |

5.@ A || Returns the relative pasition of an

FxpN hodc cac 6 trong List. 3
Vidy: MAX(-10,5,6,-9)=06




X. Ha m MINi)

+ Cua phap: MIN(ExpNI1,ExpN2,ExpN3....)

hodc MIN(LIST) vdi List 1a 1 tdp hgp khéi 6

+ Céng dung: Tinh gid tri nhd nhi't trong cdc ExpN hoidc cic 6 trong List.
Vidu: MIN(10,5,6,1)=1

SUM (2 X & fe| =M
:RE A B C D E
1
2 (=MI

3 .j';:. | Returns the characters from the middle o




XI. Ham RANK()
Rank: xép hang

+ Ci pha p: RANEK(ExpN, LIST, Order)

+ Céng dung: Tinh thit hang cia ExpN trong pham vi LIST theo quy dinh bdi ORDER
- N&u Order = 0: thit hang tinh theo gia tri s6 ting dan

- N&€u Order = 1: thit hang tinh theo gid tri s6 gidm din

Vidu :

Xét bang sau, d€ tinh XEP HANG tai 6 F2

E F G H
Pi€m trung binh |X&p hang
I ﬁ.ﬂﬂ] =RANK(EZ 5E52:5E54,0)
8.00 1
1 ﬁ.ﬁ?. 2




XII. Ham COUNTY)
+Cif phdp: COUNT(LIST) véi List 1a 1 4p hdp khéi 6
+ Céng dung: Dém s& 6 trong List ma cé gia tri S6, Ngay, Gid

ke

! SLIM »(» X v f|=C
it B Z D E F
C§ chit 150| 12/10/2007
-10 10:20:30|=C I
C6 chit )

XTIL. Ham COUNTA

+Cii phip: COUNTA(LIST) vdi List
1a 1 t4p hop khéi 6

+ Céng dung: Dém s6 6 cé chira dit

N T I Y % T
[e—
L
(]

li€u (khéng rdng) trong List.



XIV. Hi m COUNTIFY)

+ Cii pha p: COUNTIF(LIST, Condition)
+ Céng dung: DEm s8 6 trong List (danh sich) ma théa diéu kién (Condition) dua ra.
Dicu kién phdi dugc mé td dudi dang chudi va phdi duge bit diu bdi 1 trong cic todn i sa
=3, SE, S, S

Viduy : Xét bdng sau, dé tinh s& ngudi co Tham ni€n trén 3 ndm, ta co :

COUNTIF(C2:C3, "»>=37) =3 A B C D
(c6 36 cb tri thda diéu kién 18n 1 |Chdc vy Ten CV Thim ni€n
hon hay bing 5). 2 [T Tnring phing :
. i |[FP Pha phang 5
S6 ngudi c6 Chitc vy ld “PP"1a : , v Nhdn vién 4
COUNTIEF(B2:B5, “PP™) =2 5 (PP Phé phéng 6
(lel 25 chH tlfi la PP) 6 5S¢ ngudicd thim nién trén 5: IMZ_:CE, ':-*5"}|
Hodc céng thirc sau sit dyng dia chi thay cho diu kién :
COUNTIF(AZ:A5,A3) = 2 (c6 2 6 c6 tri nhw 6 B32)
A B c O E F G
1 Chiicvu TénCV Thim nién
2 TP Tnrdng phong 3
3 (PP Phd phong 5
4 NV Nhin vién 4
5 PP Phd phong 6
6 S8 ngudi cd thim nién trén 5: 2
7 S& ngudi cd chuc vu 13 "PP":  |=Countif{ ;—‘5.2_ (A5 "PP") hodc Countifif A2:A5 A7)




XV. Him COUNTBLANKJ()

+ Ci phap: COUNTBLANE(LIST) »di
List 13 1 t4p hop khéi 6

+ Cénpg dung: PEm sé & rdng trong viing
bang tinh, k€ cd 6 chira biu thitc hodc

cho tri rong

Vi du:
=COUNTBLANEK(AL:E7) --=3
pil B C D E
1 14 28 36 d 2
2 b 43 37 83
3 19 33 studv |compare 13
4 23 36 14 10  |computen
5  some 49 28 33
6 63 3 command 32 24
7 66 51 38 Learn
. a
5 DPém 8 6 rdng: =CDUNTEI__.|'-".NI=:|{.5.1:E?}|




XVI. Ham SUMIF()
+ Ci phap: SUMIF(Ranpe, Condition, Sum_Range)
+ Céng dyng: Tinh ténpg cic & ¢6 gid tri 5O thudc ving Sum_Kange ma c6 6 hrdng ng cu

hang thuéc viing do di€u kién{Range) théa diéu kién (Condition)
Vi du: Tinh tong tién luong phdi trd cho nhitng ngudi cé chitc vy 1la phé phong (PP)

A B - D
1 Chifc vu Tén CV Thim nién Ludng
2 TP Trtdng phong 8] 3000000
3 PP Phd phong 5 2500000
4 NV Nhin vién 4 2000000
5 PP \Phd phéng 6] 2500000
6 S8 ngudi cd thim nién trén 5: 2
7 S6 ngudi cd chuc vu 1a "PP™: 2
8 Téng hrdng cia "PP": =sumif{ A?:A5 "PP",D2:D3)




XVIL. Ham ROWS()
+ Ci phap: ROWSiarray)

+ Céng dyng: Cho biét cd 58 dif li€u c6 md'y dong
Array: tén khéi, toa d§ khéi 6

& C1 - (- |
A - C D -
1 10 13
2 11 14
3 12 15
4
5
th SUM (2 ® « f|=cO
XVIIL Him COLUMNS() - - - = -
+ Ci phap: COLUMNS(array) 1 10 13
+ Céng dyng: Cho biét co 58 dif li€u ¢ mi'y c§ 2 11 14|=C0O
3 12 15 | & A |[Retumns.

Array: tén khéi, tga d§ khéi 6 &/
) COLUMM

() COLUMNS

=




Bai 4: Nhom ham Text (Text Functions) N
I. Him LEFTY)
+ Ci phap: LEFT{ExpC,n)
+ Céng dung: Cdt n k¥ iy tinh tir bén trdi cia ExpC
Vidu: LEFT{(*"ABCDE",1)= "A”

Iy A3 (2 X k=
A B C

1 MICROSOFT EXCEL

2

3 |3

a

II. Him RIGHTY)

+ Ci phap: RIGHT{ExpC,n)

+ Céng dung: Cdt n k¥ tr tinh tir bén phdi cia ExpC
Vidu: RIGHT(“ABCDE",1)= “E”

N SUM (2 K & fe| =i
A B C
1 MICROSOFT EXCEL
2
| 3 [or |
E:‘\ a4 T’}:.m “ Converts degreestor



ITI. Ha m MID()

+ Cu pha p: MID{ExpC,nl,n2)

+ Céng dung: Cdt n2 k¥ ty tinh tir vi tri nl qua trdi
cua ExpC. MID: Middle

Vidu: MIDi"ABCDE",2,3)= “BCD”

A B C
1 MICROSOFT EXCEL
SEI
4_

I'V. Ha m TRIMI)

+ Cu phap: TRIMi{ExpC)

+ Cénpg dung: Cdt bd ki tr TRANG THUA ciia ExpC
Vidy: TRIM(®*  ABC ™)=“ABC”

% A3 - I |
A B

1 MICROSOFT

3

4



V. Him LENI)

+ Cu phap: LEN({ExpC)

+ Céng dyng: Tinh chiéu dai ciaExpC

Vidu: LEN("ABCDE") =5
LEN(TRIM{“ABC DEF™) =7

Iy SUM (2 X v | =L
A B C

1 MICROSOFT EXCEL

2 —

3 |=LE ‘|

4 | 7Sl | Returns the specified number of cr

VI. Him VALUE)

+ Cu phap: VALUE(ExpC)

+ Céng dung: di chudi ExpC (chudi text cé
dang s6) sang ExpN tudng itng

Vidu: 123 + Value("4567) = 579

I SUM v (» X & f| =R
A B C
1 Al103
2
3 =RI
b a4 |.:f}:.| Returns the specifiec




VII. Him TEXTY)

+ Cid phap: TEXT(ExpN,Format Text)

+ Céng dung: déi ExpN sang dang ExpC twdng itng
Vi du: = TEXT(100,70.07) --» “100.0™

1 B1 - fe | ABC
A 5 C
1 ABC
2 100
3
4

IIT. Ham UPPERY)

+ Ci phap: UPPER(ExpC)

+ Céng dung: DSi ExpC sang chif in hoa
Vi du: UPPER(*abcde™) = “ABCDE”

B1 v (2 X « f| ssog

A B C

[sa |

ISR S



IX. Him LOWERJ()

+ Ci pha p: LOWER (ExpC)

+ Céng dung: DEi ExpC sang chit thudng
Vi du: LOWER("ABCDE") = “abcde™

Bl (2 ¥ v £ ss
& | B C
|ssol !

o (w P e

X. Him PROPER()

+ Ci pha p: PROPER(ExpC)

+ Céng dung: D6i k¥ ny dau clia mdi tir trong

ExpC sang chif in hoa, cic k¥ tu con lai sang chif thuGng.
Vi dy: PROPER(“ABCDE mnpq”) = “Abcde Mnpq™

:R sUM - X v f|=p
5 A B C

1 PHAN mém SINH vién HQ C sinh

2

3 |=p |

A T‘ﬂ“.m |l Returns the Pearson ¢



XI. Him CONCATENATE ()
+Cii phdp: CONCATENATE (ExpC)
+ Céng dung: K&t néi chudi

Concatenate (Texil,[text?],...) S »(» X v | =
Textl, Texi2,... Tir 1 dén 30 d6i s6 chudi I3 = B : c D
Vidu: Concatenate (“Tran”, “Xuong™, “Phung™) 1 HO TENLOT TEN

= TranXuongPhung Trin Xudng Phiing

2
3
4 =co| |
5 _.:E,E@@_ A || Returns a numeric ¢

XL Him REPT 1)

+ Ci pha p: Rept(text, number_times)

+ Céng dung: Lip lai chudi dif ki€n trong him theo 56 lan

chi dinh

Text: Dif ki€n s6, chudi hoic toa dé6 Cell chira dif ki€n

Number_times: s6 1an 1ap cAn thyc hién (>0) Bl v (2 ¥ & £ ss0
Viduy: Rept(®"55DG7,3) = 55DGSSDGSSDG A B C D

=W | M =

Ky



Bai5: Nhém ha m Thdi gian (Date & Time Functions)

I. Ha m NOWT)

+ Ci phap: NOWI)

+ Coéng dung: Tinh gid tri ngiy, gid hién hinh cia hé
théng may tinh

X o fe| =NC
A E C D

c-'-i-].-_"
L
[ -
=
L

| Returns the current date and tim

II. Him TODAY/)
+ Ci phap: TODAYY)
+ Cong dyng: Tinh gid tri ngay hi€én hanh cia hé théng

N SUM (2 X v £ =10
A B
1
2 =TODA
E‘. 3 | Returns the current date form:



IT. Ham DATEVATLUE()

+ Ci phap: DATEVALUE(ExpC)

+ Céng dung: DEi chudi ExpC (Cé dang ngay) sang dang

ExpD tudng tng

Vidu: DATEVALUE("20/3087) = 20/3/98
DATEVALUE(*ABC”) --» BAO LOI

Iy SUM v (2 X « [ | =Dp

1
2 =DA

3 | | ®EE | Returns the number that |

IV. Him DATE()

+ Ci phap: DATE(Year, Month, Day)

+ Céng dung: DGi gid tri s6 Year, Month, Day sang dang
ExpD tudng ng.

Vidu: DATE(98,3,20) = 20/3/8 (20/03/1998) (20-03-1998)

N SUM *(2 X ¥ k| =D
A -

1
® 2 |=D
i‘;) 3 | | A ~ || Returns the number th




V. Ham DAY() N - QN ] =UN
+ Ci pha p: DAY (ExpD) A B

+ Cong dung: Tinh gia tri Ngay trong ExpD 1 12/041980

Vidu: DAY(DATEVALUE("20/3/087))= 20 2 =DA

3 | | @S| Returns the number that i

N SUF (2 K v K| =m0
VI. Him MONTH}) e 1 B
+Cii phip: MONTH(ExpD) i — 12/0471980

+ Céng dung: Tinh gid tri Thanpg cia ExpD

3 | | Sl | Returns the remainder after a
Vi du : MONTH{DATEVALUE{“20/3/98")) = 3.

SUM (2 K K=t
VII. Him YEAR() % ) :

+ Ci phap: YEAR(ExpD) - 17/04/1950
+ Cong dung: Tinh gia tri Nam trong ExpD 2 |—vE
Vidy : YEAR(DATEVALUE(*20/3/987) = 1998. 3 | 7 [ [ Feturm: the year of s date




VIII Him WEEKDAY()

+ Cu phap: WEEKDAY (ExpD)

+ Cénpg dunp: Tinh thit cia ngay trong ExpD

Vidu: WEEKDAY (DATEVALUE("20/3/08%)= 6 (Thi 6)
Luwu ¥: Néu la chii nhat thi ham s& trd vé gid tri 1

Iy SUR (2 X v | =w
; il B

1 23/01/2006

2 =W

3 | | @[ [ Returns a number from 1 tc

IX. Him TIMEVATUE()

+ Ci pha p: TIMEVALUE(ExpC)

+ Céng dung: Déi chudi ExpC (Cé dang gis) sang dang

ExpT tudng ng

Vi duy: TIMEVATLUE(9:20:30) -->» LOI
TIMEVATUE("9:20:307) = 9:20:30 AM

i SUM (2 XK E|=
A B

1

2 =TIME

3

& [ Converts hours, minutes,
) TIMEVALUE

‘x 3



X. Ham TIME()

+ Ci pha p: TIME (Hour,Minute, Second)

+ Cong dung: Péi 3 tri s6 Hour, Minute, Second
thanh dang ExpT twdng tng

Vi du: TIME(9,30,20) = 9:30:20 AM

XI1. Ham HOURJ)

+ Ci phap: HOUR(ExpT)

+ Cong dung: Tinh pgid tri Gié cia ExpT
Vidu: HOUR(TIMEVALUE("9:30:20™)) =9

XII. Ham MINUTE()
+ Ci phap: MINUTE(ExpT)
+ Céng dyng: Tinh gid tri Phit cia ExpT

Vidy : MINUTE(TIMEVALUE("9:30:207)) = 30.

N sUM (2 X & B | =1\

2 |=TIME(1020

3 | | TIME{hour, minute, second) |
. |
SUM ~ (2 K v | =H
& B

. %
2 T 10:20:30 AM,

PR iyl |
3 |=HOUR(A?) |

a HOUR[serial_number)

Iy SUM (2 K v &|=N
A B

1

oy

(-2

& 10:20:30 AM]
3 |=MINUTE(A2) |
a | [ MINUTE[serial_number) |




XIII. Ham SECOND)

+ Cu phap: SECOND(ExpT)

+ Cong dung: Tinh gid tri Gidy cia ExpT

Vidy : SECOND(TIMEVATLUE(*9:30:207)) = 20.

N SUM (2 ¥ v [ =3
] A E

1

2 10:20:30 AM

Returns the number of tt
case-sensitivel

XIV. Him DAY 53601)

+ Cu phap: DAY S360(start_date,end_date,method)
+ Cong dyng: Tinh t6ng 6 ngiy tir 2 bi€u thifc ngay
Start_date: ngay bat ddu

. s SUM v (» X o f| =da
End_date: ngay cudi s : |
A B C D
1 Ngivdén Ngivdi Téng 56 ngiy

23/01/2006 26/01/2006|=da |

2
" 3 .:[;} | Returr
E:,\ a () DATEYALLE



Bai 6: Nhém hiam tim ki€m va tham chiéu (Lookup and Reference Functions

I Ham VLOOKUPY)
-Vertical Lookup

Ci phap: VLOOKUPLOOKUP VALUE, BLOCE, COL_NUMBER, TYPE)
+ Lookup value: Gid tri tim ki€m

+ Block: pham vi dé tim (chinh li dia chi clia bdng tham chiéu tim ki€ m dén)
+ Col_Number: thif ty cét cin 18y gid trf TUONG UNG dé dé tim. Cét nay phii nim trong
Block vi trong Block dudc tinh s& thit ty TU TRAI SANG PHAI bdt ddu LA 1

+ Type: ki€u do tim, gém 2 gid tri sau

* Néu la 0 (hodc False): do chinh xdc gia iri do tim X, néu khéng c6 s€ xuit hién bao 16i
N/A

* N&u 1a 1 (hoic True): do cé tinh TUONG POT gid tri cAn do tim (titc gid tri do khéng
c6). Khi d6, ham s& 14y gid tri twong tng nao wng vdi pid tri 16n nhi't nhung nhé thua tri cin
dé. Dit liéu & c6t do phdi duge sidp xEp ting.

Vi du:

Xét bdng sau, d€ tinh cét CHUC VU dya viao MS vi Bdng chitc vy), ta cé:
=VLOOKUP(A4,3E36:5F38,2,0)



Co | = | &n | Ln | B | | hd |

A B C D E F
Bing Luong Ciia Gido Vién
MS HO VA TEN CHUC VU

:GV ]ngyén Kim Loan |=VLOOKUP(A3 3E36:3F38.2,0) I

HT Hoan Thanh Tusn |HIEU TRUGNG| Bing chide vu

GV Trin Binh Nguvén |GIAO VIEN Mi chide vu Tén chifc vu

GV Phin Trung Tusn  |GIAO VIEN [HT HIEU TRUGNG |

HP Tran Quéc Huy HIEU PHO HP HIEU PHO

GV V& Vin Lin GIAO VIEN |GV GIAO VIEN |
II. Ha m HLOOEKTUP() A B C D I
- Horizontal Lookup 1 | M3 Hiéu | Tén Hing
Ci phd p: HLOOKUP{LOOKUP VALUE, 2 S  =HLOOKUP(A25B$9:3D310,2,0)
BLOCK, ROW_NUMBER, TYPE) 3 Y Yamaha |
Tudng ty nhe ham VLOOEKUP nhung do tim 4 H Honda
theo chi¢u ngang, do d6 Row_Numberla s6 5 S Suzuld
thit tv cia dong 14y gid tri twong @np. 6 Y Yamaha
Vidy: Xét bang sau, d€ tinh cét Tén Hing 7 H Honda
dua vao Mi Hi¢u va Bdng tén xe, ta c6: g Bdng Tén Xe

9 MiHing | H S Y |
10 | Tén Hang L Honda Suzukd Yamaha 1

[ -."-.
¥
!




II. Ham MATCHY{)
Cii phd p: MATCH (LOOKUP VALUE, ARRAY, TYPE)

Vai Array PHAI 1 md ng dit li€u 1 chiéu, titc 1a cic é phdi nAim trén 1 dong hodc 1 ct.
Céng dung: ted & VI TRI cia LOOKUP VALUE trong ming Array.

Vi du: Tim vi tri cia xe Viva: A = c D =

= MATCH("Viva",5A%4:5D%4,0) = 3

Bang tén loai xe
100 110 125
Honda | Dream | Wave | Spacy

L 3
Yamaha | Crypton| Sirius | Majesty
tri cua xe Viva: |=MATCH("Viva",5A54:5D54,0)

L= I 5 O = P T - I ]
4
-
(5]
'_I.
(]
=
-1
(]
_"l
4]
ﬁ.
|
wd

Hoidc:
=MATCH("Viva",5C$2:5C%$5,0) = 3

A B C D E
Bang tén loai xe
100 110 125

1

2

3 | Honda | Dream | Wave | Spacy
4  Suzuki | 5100 Viva Fx
S
]

Yamaha| Crypton| Sirius | Majesty
tri clia xe Viva: |=MATCH{"Viva",5C52:5C55,0)




IV. Hi m INDEX{)

Cu pha p: INDEX(BLOCEK, ROW_NUM, COL_NUM)
Céng dung: Tinh gid tri GIAO giita s6 thit i dong Row_Num va s6 thit tr c§t Col_Num
trong pham vi tim Block.
Luu ¥%: 2 ham Maich va Index thudng di kem LONG vio nhau

Vidu 1: Xdc dinh dit li€u cét 2 dong 3:
=INDEX($A3%1:3E$7.2,.3) =43

0O | =] [ LN | || k|
n

i} B C D E

14 28 36 d 2

b 43 57 83

19 35 study |compare 13

23 36 14 10  [omputen
some 49 28 33

63 8 command 32 24

66 51 38 Learn

X4c dinh dif liéu cot 2 dong 3

=INDEX($AS1:$E57,2,3)

—



Vi dy 2: Xdc dinh c6t Tén xe dya vao Tén Hing, Phin Khéi va Bdng tén loai xe:
=INDEX($G55: 5157, MATCH(B2,$F$5:3F%7,0), MATCH(C2,$G $4:51%4,0))

A B C D E F G H | 1 K L
1 M3 |Tén Hing |Phin Khéi | Tén Xe
2 | S [Suzuki | 100 =INDEX(3G3$5:5137 MATCH(B2 3F55:3F537,0) MATCH(C2 5G54:5154,0))
3 Y |Yamaha 110]Sirius . Bang tén loai xe
4  H |Honda 125|Spacy I 100 | 110 [ 125 ]
5 5 |Suzuki 125|Fx [ Honda | Dream | Wave | Spacy
65 Y |Yamaha 110}51irius Suzuki | S100 | Viva Fx
7 | H |Honda 100|Dream .Yamaha_(:r],'pt:::n Sirius Majes.t}'.




Bii 7: Nhém him cd 58 dit liéu
Gidi thiéu:
F Tén clia him cd s dit li€u thung bt ddu bing chit D
F Cd 58 dit li€u trong Excel 1a cic badng dit ligu

F Moi cgt trong bang la méi Field

F Tén cia cic him trong bang 1a Field Name
F Cdc him cd 5§ di li€u turdng tic trén cdc bidng dit li€u (bao gém cd dong tiéu dé)

M6t s6 hiam cy thé: DSUMY), DMIN(), DMAX(), DVERAGE(), DCOUNT{), DCOUNTAJ)
. Him DSTUMI)

Ci phap: DSUMidatabase, field, criteria)

F Database: 1a cd sd dif li€u ¢ sin trong bd ng tinh

+ Field: 1 c¢6t can tinh 16ng trong cd sd dit liéu

+ Criteria: 1a ving di€u ki€n cho sin d€ tinh

Céng dung: Tinh t6ng clia cdt tinh t6ng Field trong c¢d sé dit liéu Database n€u né théa
nin diéu ki€n ghi trong ving diéu kién Criteria

Vi du: Tng

. fil B C D E F 3
uong cua 1 Chécvu |TénCV Thim nién [Luong ] Bing diéu kién
htcvyla 5 1p Trudng phong 8| 3000000 Chic vu |Thém nién ||
’P vi 6 3 PP Phd phong 5| 2500000 PP >3 |
himnién 4 NV Nhén vién 4| 2000000
ken 5: 5 PP Phd phong 6| 2500000
b P 6 Tdng hrong cia chifc vu 12 PP vA cd thim nién trén 5: |=DSUM(3AS1:3D35,D1 SF32:3G33)




II. Ham DMIN()

- Cu pha p: DMIN (database, field, criteria)

+ Database: 1a cd s dit li€u c6 sdn trong bang tinh

+ Field: 1a c6t cdn tim trong cd 53 dit ligu

+ Criteria: 1a vung diéu kién cho sin d€ tinh

- Céng dung: Tim gia tri nhé nhi't & cét Field trong cd sd dit liéu Database néu né thda min
di€u ki€n ghi trong viing di¢u ki€n Criteria

Vi du: Tinh luong thip nhit cia PP

=DMIN(3A51:5D5%5,D1,3F32:3F%3)

A B c D E F
1 Chi#cvu |TénCV Thim nién [Liong ] Fﬂﬁng diéu kién .\
2 TP Tntdng phdng 3 3000000 Chife vu
3 PP Phé phéng 5| 2500000 PP |
4 [NV Nhin vién 4| 2000000
5 PP Phé phong 6| 3000000]
6 Ludng thip nhdt cia PP: =DMIN(5A51:5D55,D1,5F52:5F53)




III. Ha m DMAXI)

- Ca pha p: DMAZXidatabase, field, criteria)

+ Database: 1a cd sd dit li€u c6 san trong bang tinh
+ Field: 1i c6t cdn tim trong cd 53 dit licu

+ Criteria: 1a vung diéu kién cho sin d€ tinh
- Céng dung: Tim gid tri 16n nhdt & cét Field trong co sé dif liéu Database néu né théa min
di€u ki€n ghi trong viing di€u kién Criteria

Wi du: Tinh lucng cao nhit ciia PP

=DMAX(5A51:5D5%5,D1,5F$2:5F53)

A B C D E F
1 Chicvu |TénCV Thim nién [Lwong | Fﬂﬁﬂg diéu kién .\
2 TP Trnrdng phdng [ 3000000 Chiic vu
3 PP Phd phong 5| 2500000 PP |
4 [NV Nhin vién 4| 2000000
5 PP Phé phong 6| 3000000]
6 |Lidng cao nhit cia PP: =DMAX(SA51:5D55,D1,5F52:5F53)




IV. Ham DAVERAGE)
- Cu phap: DAVERAGE(database, field, criteria)
+ Database: 1a co 53 dif li€u c6é sidn trong bang tinh

+ Field: 1a 6t can tinh gid tri trung binh trong cd sd dif liéu
+ Criteria: la ving diéu kién cho sin d€ tinh

- Céng dung: Tinh gid trj trung binh clia cac phin 1t trong c§t Field trong cd 5§ dif li€u
Database néu n6 thda min di€u ki€n ghi trong ving di€u kién Criteria

Vi dy: Tinh ludgng trung binh cia PP:

=DAVERAGE($A51:5D35,D1,5F32:3F%3)

A B C (B] E F G
1 Chicvu |TénCV Thim nién [Luong | Faﬁng diéu kién .\
2 TP Trudng phong a| 3000000 Chiic vu
3 PP Phd phéng 5| 2500000 PP |
4 NV Nhin vién 4| 2000000
5 PP Phd phong 6| 3000000)
6 Ludng trung binh cia PP : =DAVER%GE{S.‘—‘&Sl =»D35,D1 5F52:5F53)




V. Him DCOUNTY)

- Cu pha p: DCOUNT/{database, field, criteria)

+ Database: 1d cd s dit li€u c¢6 sdn trong bang tinh

+ Field: 13 c6t cin d€m trong cd sé dif li€u

+ Criteria: 1a viing diéu kién cho sin d€ tinh

- Céng dung: PEm s6 phin i ki€u sé trong c6t Field & trong cd s§ dit liéu Database néu né
thda méin diéu kién ghi trong viing diéu ki€n Critcria

Vi du: Pém miat hang Chanh cé s6 lugng irén 40

=DCOUNT($A51:5E%$9,C1,5G51:5HS2)

A B C D E F €] H

1 STT _ |Hang [SL  |Gid tién |Thanh tién| [mang s |
2 01|Cam 30 15000 450000 [Chanh  [>40 |
3 02|Chanh 40|  sooo| 320000

4 03|Nho 50| 20000| 1000000

5 04|Cam 40| 15000 600000

6 05|Nho 40| 20000 800000

7 06|Chanh 60 sooo| 4z0000

8 07|Chanh 50| sooo| 400000

:H 08|Nho 70| 20000 1400000

10 |Mat hang Chanh cd 58 htdng trén 40: :DCDUNTES;-‘&SI 3E39,C1,5G51:5H52)




V. Him DCOUNTAJ)

- Cu phap: DCOUNT Aidatabase, ficld, criteria)

+ Database: 1a c¢d 58 dit li€u c6 sdn trong bang tinh

+ Field: 1i c6t cin d€m trong cd 53 dit ligu

+ Criteria: la viing di¢u kién cho sin d€ tinh

- Céng dung: DEm s6 6 (khéng dé€m cic & trbng) trong cét Field & trong cd sd dit liéu
Database néu né thod man di€u kién ghi trong viing dicu ki€n Criteria



Bii 8: Ki€m ira ki€n thic

I. Ciu héi
1. Néu khii niém Ham?
2. Him c6 th€ chita bao nhiéu d&i s67
3. C6 miAy cach d€ nhip ham vio bdng tinh?
4. Trong Excel, d€ bi€n chif thudng thanh chit in hoa, ta dung I€nh, him hay 6 hgp phim na
sau day:

a. Him LOWER

b. Shift + F3

c. Him UPPER

d. Format -> Chanpge Case
5. Trong Excel, hi'y cho biét két qud ciia céng thivc sau:
= MID(*AO0B1C2", 2, 3).

a. Bl

b. B1C

c. 0B1

d. 1C2
6. Trong Excel, 8 Al = AB10C, hi'y cho biét két qud cilia céng thite sau =IF{MID{Al, 3, 1)=1,
100000, 200000).

a. 100000

b. 200000
. Qud it déi s6.

Qua nhi€u déi s6. B .~ S

¥




. Trong Excel
a. Lap cong thifc tinh toan truedc nhap dif li€u sau.
b. Nhip dif li¢u trudc, nha p céng thirc tinh toan sau.
c. Ca hai ciu a va b déu sai.

d. Cd hai ciua va b déu diing.

. Trong Excel, gid sit 6 Al cé gid tri ABCDE, muén li'y 3 k¥ tv CDE ia diing him niao sau

day:

. =RIGHT(AL, 3)
. =MID(AL, 3, 3)

Cd cdua vd b deu ding.

o 0 oo R

. C3 hai cdu a va b déu sai.

. Trong Excel, 6 D4 = 455555.55 két qud ciia him = ROUND(D4, -3) la:
a. 435335

b. 456000

c. 433555.550

d. Sai viqud nhiéu tham s&

10. Trong Excel, gid st 6 Al cé pgid tri 45678, mudn 1i'y gid tri 67 ta ding him nio sau diy:
. =MOD{INT{A1/10), 100)

. =MIDiAl, 3, 2)

Cdc cdu a va b déu diing.

.Cdc cdua va b déu sai.

o N oo R



11. Trong Excel, cic 6 Al = x, A2 =01, A3 = 02 vi A4 = 03. Hi'y cho biét I{m
cia cong thirc sau: = COUNT(AL: Ad).

a. 3

b. S€ bdo qud nhiéu déi sé.

c. 0

d. Trong Excel khéng c6 ham nay.

12. Trong Excel, muén x&p hang ta diing him nao sau diy:
a. LEN
b. UPPER
c. PROPER
d. RANK

13. Gid sit 6 Al = 20/102006. K&t quad trd vé cia him = MONTH(AL) 13 bao nhiéu?
14. Gid st 6 Al = 10:20:45. K&t qud trd vé ciia haim = MINUTE(AL) 1a bao nhiéu?
15. Y nghia ciia him DAVERAGE la gi?



Il Tra lai
1. Him li 1 doan chuong trinh cé sin nhim thyc hién 1 yéu ciu nio dé vé tinhtodn
thudng thitodn t khénpg xit 1§ dugc.
2. Haim c6 thé chita 30 déi s6
3. C6 2 cich d€ nhip him vio bdng tinh:

Cdch 1: Nhip trre tiép dang thitc him

Cach 2: Dung Function Wizard
4. C4u trd 13i: c. D€ bi€n chit thudng thanh chit in hoa ta ding hi m UPPER.
5. Cdu trd 18i: c. Két qud ciia céng thirc = MID(“*A0B1C2™,2 ,3) ld OB1. Ham MID sé& trich
ra 3 k¥ ty bat dau tir ki ty that 2.
6. Ciu trd 18i: b. K&t qud clia céng thitc = IF{MID{AL, 3, 1) = 1, 100000, 200000) la
200000,
7. Cau trd 16i: d. Trong Excel, khi nhip dit li€u xong ta nhip céng thirc tinh todn. Ngoii ra,
ta cling ¢ thé nhip céng thirc tinh todn trwrde nha p dit liéu sau.
8. Cau trd 18i: c. Him RIGHT(AL, 3) két qud trd vé 3 ky tr bén phdi ciia 6 Al. Him
MID{AlL, 3, 3) s& trichra 3 ky tr bat dau tir ky ty thit 3. K&t qui trd v€ cilia hai ham
RIGHT(AlL, 3) va MID(AL, 3, 3) déu la CDE.
9. Cu ted 18i: b. O D4 = 455555.55 két qud ciia him = ROUND(D4, -3 1a 456000,
10. Cau trd 18i: ¢. Him MOD trd v phan du clia phép chia nguyén, ha m MID trich 2 ki ty
bat diu tir k§ t thit 3 clia 6 Al. Cd 2 ham déu cho két qud 1a 67.
11. Cdu ird 18i: c. K&t qud clia céng thitc = COUNT{Al:A4) 1a 0. Him COUNT chi dé€m

ﬁlfu dit li¢u dang s6. 01, 02, 03 1a ki€u dit li€u dang chif.




12, Cdu ted 10i: d.
13. K&t qud trd ve clia him = MONTH{A1) la 10. Nghdila him = MONTH{AL) sé
14y gid tri thing trong 6 Al

14. K&t qud trd ve clia ham = MINUTE(AL) Ia 20. Nghia 1a ham = MINUTE{AL) s€ 14y gi
trl philt trong 6 Al.

15. Y nghia cia him DAVERAGE 1a tinh gid trj trung binh ca cdc phin ti trong cdt Field
trong cd 56 dif li€u Database néu né théa man dicu ki€n ghi trong ving dicu kién Criteria.



Cau 1

Kié¢'u di liéu Logic chi ¢d 2 gid tri ld True vd False.

a. Pung

b. Sai

Cau 3

."H.J" .""\.'II o - ."“? b
bd1 so trong ham co the la:

a. 1 hﬁ'ug thudc 1 ki€u di liéu
b. Toa do o, khé'i, tén vi ng

c. I ham khac

d. Td't cd déu dineg
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Bai 1: Khdi niém vé cd sd dit liéu ‘
I. Gidi thi€u:

- Cd 58 dir licu (Database) 1a t3p hgp cac théng tin dugc t6 chifc va luu tri¥ theo 1 ciu
tnic théng nhi't nhim phuc vy 16t nhi't cho 1 nhu cau khai thic dit liéu nao dg.

- Trong Excel, cd s8 dif liéu duge 16 chifc thinh 1 bdng phdi cé it nhit 1 6t va 2 dong.
- Dong dau tién (Header Row) chifa tén cic vung tin (Field) goi la i€n vung tin
(FieldName), cic dong con lai goi la mdu tin (Record).

* Luu ¥:

D€ khai thic dif liéu d€ dang ta nén:

+ Trong pham vi cd s8 dit liéu khéng nén cé dong Tréng hodc cit Trdng.

+ Tdch pham vi cd s§ dif liéu vdi cic phan khic trén bang it nha't 1 dong hodc 1 cgt.

II. Cac vin dé khai thic:

- Ta c6 thé diing cdc chitc ning sau: sit dung nhém him vé cd s dif liéu (Database
Function), Loc, Sap Xé&p, Tinh todn ngit ci'p, Théng k&, Tao bang t6ng hgp 3
chiéu...ma 1an lugt s& khdo sit cdc chifc ning théng dung dudi diy.



III. Cic kha ning trén cd sd dir liéu:
- Loc dif liéu (Filter) theo diéu kién.
- X6a (Delete) theo diéu kién.

- Riit trich (Extract) theo diéu kién.

IV. Khdl mém vung Database, Criteria va Extract:

- Trén mot cd sd dit liéu dang Table ctia Excel ¢6 thé: loc (Filter), xéa (Delete), rit trich

(Extract) nhitng dong dit liéu théa min mot diéu kién nao do.

- D& thuc hién cdc thao tic nay cin ¢6 nhimg ving sau:

* Vung du héu (Database Range / List Range):

- La viing chita dir liéu d€ thuc hién cdc khd ning trén dé. Ving dit liéu ¢é it nhat 2 dong,

I ¢ot (thuting nhiéu dong, nhiéu cot).

- Dong diu tién chita cdc tiéu dé cot (go1 la dong tigu dé), cic dong con la1 chira dir iéu

gol la méu tin (Record).

* Ving diéu kién (Criteria Range):

- La viing chia diéu kién d€ loc, x6a hay rit trich. Ving nay c¢6 it nhat 2 dong, 1 cot.

- Dong diu chita tiéu dé diéu kién, dong con la1 chira gid tn diéu kién.

* Vung rat trich (Extract):

- La vung chita két qua sau khi trich ra dudc tir viing dit liéu theo diéu kién dudc mo td

trong ving diéu kién. Ving ¢6 it nhit 2 dong, 1 cot.

- Dong diu tién chita cdc tiéu dé c¢dt mudn trich (phai ¢6 trén vung dir liéu), dong con lai
EEhL’l'a dir liéu dudgc trich. Chi cin dén viing niy khi thuc hién thao tdc rit trich.



* Vi du:

Trich nhitng mat hing Cam.

--> Tiéu deé cua vung dir liéu, vung chuin va ving rat trich chi ¢é 1 dong.

A B C D E

1 |Ving dit'lién:

2 STT | Hang SL Gi4 ti€n | Thanh tién
3 01|Cam 30 15000 450000
4 2|Chanh 40 8000 320000
2 03 |Nho 50 20000 1000000
& 04|Cam 40 15000 600000
7 06 |Chanh 60 8000 480000
8 08|Nho 70 20000 1400000
9 |Ving diéu kién:

10 Hing

11 Cam

12 Vuang rit trich

13 STT | Hang SL Gid ti€én | Thanh tién
14 01|Cam 30 15000 450000
15 04|Cam 40 15000 600000




V. Cic dang vung diéu kién:
1. Biéu kién chudi:

.
e

-0 gid tri diéu kién chira chudi.
- Vi du: Nhitng mdt hang Cam.
Chudi gid tri diéu kién c6 thé chita ky tr gdp:
+ *: dai dién cho chudi ky tu bat ky.

+ 7 dai dién cho 1 ky tu bat ky. - :Hﬂg

- Vi du: Nhitng mit hang ¢6 tén bit diu la chir C.

2. biéu kién so:

- O gid tri diéu kién chifa s6. 56 lugng
- Vi du: Nhimg ngudi c6 S6 con = 10. 10]

3. biéu kién so sinh:
- O gid tri diéu kién chita todn tr so sinh kém gid tri so sdnh.

- Vi du: Nhing nguoi co S6 con >10. 56 lugng
* Y =10
* Luu y:

- Tiéu dé ctia diéu kién phdi 1a tiéu dé c¢6 trén ving  dir liéu.

4. Piéu kién cong thifc:

- Tiéu dé citia ving diéu kién phdi khdc vdi tit ¢d cdc tiéu dé trén ving dir liéu.

- Gi4 tri diéu kién 1a cong thirc biéu thifc logic lién quan dén dir liéu (miu tin) diu tén trén
viing dit liéu (dong thit hai trong viing dir liéu) d€ so sdnh.

- Vi du: Nhitng ngudi sinh vao thang 10.



A E c )
1 MS | HOQ VATEN NGAY SINH | CHUC VU
2 |GV |Nguyén Kim Loan t nglﬂflg'sﬂiﬁiﬁn vién
3 |HT |Hodn Thanh Tuin 28/10/1960|Higu trudng
4 |GV |TrinBinh Nguyén 20/06/1975|Gido v1én
5 |GV |Phin Trung Tuin 10/10/1983|Gigo vién
& HP |Trin Quéc Huy 05/M6/1972|Hign phd
7 GV |V& VinLin 04/05/1981 |Gido vién
2 GV |Pio Héng Thim 0812/1975|Gidavien | 22 M5 | HO VATEN |NGAYSINH | CHUCV
E 14 |GV |Nguvén Kim Loan 29/10/1980| Gido vién
10 | Diéukien | 15 HT |Hoin Thanh Tuin 28/10/1960|Higu trudng
11 =MONTH(C2)=10 16 GV |Ph&n Trung Tudn 10/10/1983|Gido vién
. A B C D E
1 STT Hing SL Gid tién | Thinh tién
2 01|Cam 30 15000 450000
3 02 |Chanh 40 8000 320000
i 03 |Nhe 50 20000 1000000
* Vi du: ) 04|Cam 40 15000 600000
- Nhitng ngudi o SL <= 50 va © oe ':L"hanh ?D =000 = 50000
Thiinh tién >= 800000. ; o8 [ho 0] 20000 1700000
- Dicukien
10 —AND(C2<=50,E2>=800000)
11 T
:- 12 STT Hing SL Gi4 ti€én | Thanh tién
h) 13 _03|Nho 50 20000| 1000000




5. Diéu kién rong:
-0 gia trn dieu kién rong (khéng co gid tr1) ¢d v nghia 1la dieu kién tay v (thoa min mo
= 3 T = = = + 4 = 0 -a T

trudng hap).

* Vi du: CH%E vt;\

6. Lién két diéu kién:

- Cdc gid tri diéu kién cuing dong ¢é ¥ nghia lién két AND (c6 tinh chd't giao).
- Cdc gia tn diéu kién khic dong c6 ¥ nghia lién két OR (c6 tinh chdt hoi).

* Vidy: Mit hing Cam va SL>35

Hing SL
Cam =35

* Vi du: CHUC VU la HT hodc HP

* Vidy: Mit hing Cam va SL > 35 hodc Mit hing Nho va SL >=70

Hang SL

K Cam ~35
.:"' Nho ==70 - - .




Bai 2: Chitc ndng Sort

LY nghia:
- Sdp x€p co 58 dit lidu theo 1 hodc nhicu ficld nio dé do ta chi dinh. % ¢ jia
j. Sort*& | Find &
TI. Thic hién: 2~ [Filter ~ | Select ~
. . o Editing

1. S4p x€p nhanh:
- Muén thyc hién nhanh viéc sip x€p thi cé thé sit dung 2 niit céng cu ¢6 sin irén thé Home
—-> Editing --> Click chgn Sort & Fillter (Hodc chgn thé Data --> Sort & Fillter).

- Nhung cdach niay chi cho phép sip x&p theo hing (Sort top to bottom) va chi dugc mgt khéa
sip x€p duy nhil.

*# Thao tac:

- Click chon vdo & bt ky trong muén sit dung 1 m khéa si p x€p.

- Chon 1 trong 2 niit cdng cy twrdng wng irén Fditing:

+ Smallest to Largest: sip xép ting dan. :I %7 l]ﬂia
+ Largest to Smallest: sip x€p gidm dan. (- |oon & Find &
A
Data Review Wiew Developer I.l Sort Smallest to |-3r"J'i‘513L\\‘j
R ,— o il Sort Largest to Smallest
A s Lled

o 1& E-lh ]_? 7 Danre E Custom Sort..,

- z1™ sort | Filter . _ ™

L LINKS “‘l _T!‘:,?Aduanced W= | Filter

ons Sort & Filter




2. St dung menu 1€nh:

- Buwdc 1: Chon khéi cd s§ dit liéu can sip x€p --> Vao thé Home Editing --> Sort &
Filter --> Custom Sort (Hodc chon thé Data --> Sort & Filter --> Sort) --> Xuit hi€n

hgp thoai Sort.
E -
View Developer |j ? \:ﬁ
G -
nnections [ i Clear Sort & | Find &
2 E 2 |Filter - |Select -
k "
) s

Data Review

iperties Reapply
| Filter & Reapl %l Sort Smallest to Largest
t Links _T!';.?Aduanced

ans | Sort & Filter |

il Sort Largest to Smallest

E Custom Sort... E?‘

Sort
1}‘1‘1 Add Level | | }( Delete Level | | 53 Copy Lewvel ” i+ | % || Options... My data has headers
Column Sort On Order
Sort by | W | |1.-'a|ues W | |A to Z w

5

. QK | ’ Cancel
|




* Budc 2:
- Xdc dinh théng sé6 sau:
+ Sori by: chon field ding 1im khéa sip xép, cé 2 gia tri (Order):
- Smallest to Largest: sip xép ting dan.
- Largest to Smallest: sip x€p gidm dan.
+ NE&u dit liéu bj triing ban ¢ thé sd p x&p ti€p:
- Add Level: thém cdp mdi.
Then by: chon ti€p field thit 2 (thit 3) n€u cé, diing lam khéa sip x&p tiép
theo.
- Copy Level: sao chép cip di sidp x&p.
- Delete Level: x6a cip sip xép.
+ My data has header:
- Chon thi sip x€p theo dit li€u cia cét.
- Khéng chon thi sd p x&p theo tén cét.
+ Options: giip xdc dinh thém cac tiy chon sau:
- Case sensitive: phan biét chif hoa chif thudng.
- Sort top to bottom: sd p x&p tir trén xubng dudi.
- Sort left to right: sdp x&p tir irdi sang phdi.
* Luu ¥:
- Ta c6é thé dung céng cy Sort d€ sip x€p cho nhanh.



Bai 3: Chirc ndng Filter

I Y nghia:
- Loc hodc nit trich cic mAu tin théa diéu kién do ta quy dinh. Cac mdu tin nay dugce loc
hodc 14y tirt mét cd sd dit licu.

II. Thre hicn:

1. Loc {(Auto filter):

* Budc 1: Dinh vi con trd trong pham vi cg s dit li€u, vd dung 1€nh [DATA] --> Sort & Filtel
--> Filter --»> Xui't hién cic k¥ hi€u tai goéc dudi bén phdi cia mdi Fieldname.

* Budc 2: Click tai k¥ hiéu loc ciia fieldname nao ¢é lién quan dén diéu kién la:

+ M6t tri cu thé: chon truc ti€p tri d6 trong hép liét ké.

+ Mot tap tri: chon muc Text Filiers Number Filter --> Xac dinh cdc ménh cin so sinh.

Data Review Wiew Developer Mumber Filters » Equals...
inections Al 'ﬁ U?' & Clea [+] (Select all) Does Mot Equal... [}:
Z -
perties ﬂi >, Reapply ;i: Greater Than..,
Z| sSort | Filter ' :
b Links ﬁ‘I’ [}%_‘_‘f?ﬁdvanced [#]6.5 Greater Than Or Equal To...
ons Sort & Fifter [w] 7.23 Less Than...
¥ 7.5
Less Than Cr Egual Ta...
7 7.75 =
[w]8.75 Between...

Top 10...

Above Average

| ok || conce Below Average

5, o Custom Filter...
K Re




- Hoidc chon vao tiy chon
Custom Filier --> Sau dé quy
dinh tap tri do trong hdp thoai
Custom AutoFilier.

* Luu ¥:

- Cdc ménh dé so s nh trong
hép thoai Custom Auto Filter

- Equal: so sinh bang.

- Does not equal: so sinh khic.
- Is greater than: so sanh lén
han.

- Is greater than or equal to: so
sanh 16n hon hoidc bing.

- Less than: so sinh nhd hon.

- Less than or equal to: so sanh
nhd hon hoic bing.

Custom AutoFilter

Shaw rows where:
HTE

|equah

8 |

@ and Oor

3 |

Il=e 7 ko represent any single character

Ilze * to represent any series of characters

0] 4 l[ Cancel ]

MNumber Filters

(Select All)
2
5
&
7
g

] [ Cancel

Equals...

Does Mot Equal...

Greater Than...

Greater Than Or Equal To...
Less Than...

Less Than Or Equal To...
Between...

Top 10..

Above Average

Below Average

Custom Filter... [




- Begins with: diéu kién bat diu vdi .... ‘
- Does not begin with: di€u kién KHONG bdt ddu v6i ...

- Ends with: diéu kién k&t thic vdi ...

- Does not end with: diéu kién KHONG k&t thic vdi ...

- Contains: diéu kién cé chita ...

- Does not contains: diéu kién KHONG c6 chita ...

# Lau ¥:

- AutoFilier khéng thuc hi€n dudc ménh dé Or giita cdc Fieldname.
* Vidu:

- Loc nhitng mau tin ¢6 DTB »7 vi xép loaila “Kha ™.

A B C D E F G H I
1 K&t Qua Thi Cuéi Khéa
. . i biém | Két | Xép
M3 55 Ho va tén Windows| Word | Excel | PTR . . ,
- j - - - - 7| thén ~| qus~| loai.w
7 D005 |Hoang Bdo Tri 10 8 6 1.5 1 8.5|Kha
9 K007 |Vi Thi Thu Ha 10 7 T 775 2l 9.75|Kha
10 T008 |Nguyvén Thi Kim Loan 9 8 6] 7.2 051 7.75|Kha




2. Rit trich (Advanced Filter):
- Tuong ty nhi loc, nhung rit trich cic mau tin théa diéu kién sang 1 vi tri khac trén
bang tinh, va diéu ki€n c¢6 th€ phitc ta p hon.

- Piy la mét chifc ning manh va rit hay dugc sit dung trong Excel.

* Thao tac:
- Budc 1: Lip Bdng dicu kién d€ mé 13 diéu ki€n nit trich PTE Xep
12 loai
13 |>7 Khi

- Budc 2: Pinh vi con trd trong pham vi c¢d sd dit ligu, va
dung l€nh: [DATA] --> Sort & Filter --» Advanced Filter.
- Buge 3: Xdc dinh cdc théng s8 sau:

+ Filter the List, in-place: trich cdc mau tin dugc loc ngay tai CSDL

+ Copy Another location: trich mau tin dugc loc sang 1 vi tri khd ¢ duge chi dinh 8 muc

Copy to. —
Ad d Filt !

+ List Range: toa d§ cd sd dit licu. yancec tier EE'
Ackion

+ Criteria Range: toa d§ Bdnp diéu ki€n.
() Filker the list, in-place

(%) Copy ko anather location

+ Copy to: chi dinh vi tri trich (vi tri xudt cdc mdu tin théa
diéu kién).

==

) ) N List range: tafz: 41510 Ef
+ Unique records only: chon, néu khéng mubn trich cac maw| 0o (oo Gial 144512 B4 1
. - " I A =

tin trung lap vé dicu kién loc. Copy to: Bl Gia1$A514

* K&t qud nit trich -->
[ ] Unique records only

[ Ok l’ Cancel ]

Ea e



_ - . ) Piém | Két | Xé&p

14 M3 =6 Ho va tén Windows| Word | Excel | PTB thém | qui loai
15 D005 |Hodng Bao Tri 10 8 6l 7.3 1 8.5|Khd
16 K007 |Vi Thi Thu Ha 10 7 7 7.75 2| 9.75|Khd
17 T008 |Nguven Thi Kim Loan 9 8 6| 7.25 053] 7.75|Kha
® Luu ¥:

- Cachlap Bang diéu kién (cdch don gid n):

- Budc 1:

Copy nhitng filename nio cé lién quan dén di€éu kién loc (ddt tai 1 vj tri ndo dé trén
Sheet).

- Budc 2:

Nhap diéu kién vio. Diéu ki€n 6 thé 1a 1 tri cu thé, hodc 1 ta p tri (ding cach todn
tlf so sinh), hodc 1 him..,, va theo quy tdc sau:

- Ménh dé And: cic diéu kién dugc dit cung dong.

- Ménh dé€ Or: ciac di€u kién duge dit khic dong.




) Bai 4: Chifc ndng SubTotal
I. Y nghia:

. .. . . L= @re = A
Thong ké, tinh toan theo tirng nhom dif li€u trén nhitng field dugc TE *‘Ej ﬂJ :
chi dinh teén cd 58 dit liu. Excel s&€ ty dgng phin tich nhém dif 1i€1 Group Ungroup Sub{%tal
tinh todn va chén két qud t6ng hgp vio dau hodc cudi mdi nhém. T

ul

I. Thyc hi€n: Subtotal

* Budc 1: Sdp x€p cd s dit li€u theo field ndo can phin nhq 4 cooh, change in

dé Théng k&, tinh todn. Mad sa4 v
¥ Budc 2: DPinh vi con trd trong pham vi cd s dit li€u: Use Function:

[DATA] --» Outline Sub Total. sum b
* Bude 3: Xdc dinh cdc théng sé sau: Fl%d;ibrtdutal o =
+ At each change in: chon ﬂe—ld d;ﬂ ng d€ phin nhém. Egﬁel

+ Use Function: chon ham dé& thong ké. [ fliedm thedm

+ Add Sub Total to: chon nhitng field nao muén ihirc hién E%M 3

viéc théng ké trén dé.

- oL Replace current subkatals
+ Replace current Sub Total: thay the nhifng gia tri Sub Total p..: break between qroups
]f].-lﬁ?l‘.l co. Summaty below data

+ Page Break between groups: chon, néu muén tao diu ngd [Removert | [ ok ] [ conce

trang gilfa cdc nhom.

+ Summary below data: chon, muén dong t6ng két duge chén & sau mdi nhém.
A+ Remove All: x6a tdt cd nhitng SubTotal hi€n cé.



Bai3: Chitc nding Consolidate

I. Y nghia:
- Théng ké, k&t hgp trén cdc dif liéu trong wng clia nhiéu Sheet hodc Book va k&t xuit
két qud vao 1 Sheet t6ng hgp khic nio dé.

[0I. Thyc hi€n: f E*E =4| Data Validation ~
i - B itai vi tr o2 * = LY — [ Consolidate
Budc 1: Dinh vitai vi tri s€ chira dif licu két hgp, Textto Remove — h
. - - . i [ED What-If Anaiisis -
vid ding 1énh: [DATA] --» Data Tools Consolidate Calumns D“”"‘?::ﬂ;jls it

* Budc 2: Xdc dinh cac théng sé sau:
+ Function: chon hi m d€ tinh.
+ Reference: xdc dinh pham vi dif 1i i Sasrs [E”ls_q

+ All reference: liét k& tit cd cac

. Function:
pham vi dif li¢u tham gia két hgp. Sum v
+ Use label in: Reference:
- Top Row: diing dong dit liu ddu | | [E=] | rowse... |

tién bén trén lam tiéu dé coi. All references:

- Left Column: dung cgt dif li€u Add

d4du tién bén trdi lam tiéu dé dong.

+ Create links to source data: chon, Use: labels in

néu muén tao li€én két vai dit li€u [ Top row
& [ ] Left column [ ] create links to source data
ngudn.

‘ QK ] ’ Close
= T %




+ Browse: lict ké danh sach ciac lile WorkBook.
+ Add: bb sung 1 pham vi duigc chon tir Reference vao All reference.
+ Delete: x6a 1 pham vi (né€u xdc dinh sai).

# Luu ¥:

- Ta 6 th€ tao khung ciia bang thong ké trudc, véi dicu kién 1a cic Fieldname va cic
Label (nhin) ciia khung niy phdi hodn toin giéng hét cic Fiedname va cic Label
(nhin) clia cd 58 dit li€u (tedt tw ¢6 thé khic).



LY nghia: Bai 6: Chirc ndng Data Validation

- Quy dinh sy hgp 1€ cia dit liEu dugc nhip vio bing tinh.

== e ||=f| Data validation -
II. Thyc hién: = s Consoliakts
~ Budc 1: xdc dinh pham vi ki€m tra bing cdch ddnh ddu khéi oo DE;T?:EES [ What.If Analysis -
- Budc 2: dung lénh [DATA] Data Tool Data Validation. Data Tools

* (30m cac muc l1¢énh sau:

* Thé Settings pom cic théng s& sau:
+ Allow: chon ki€u di li€u d€ ki€ m tra SNV
+ Data: quy dinh diéu ki€n.

EEU:II'I';IS Input Message | Error Alert

+ Ignore blank: bé qua nhitng 6 tréng.

+ Apply these changes to all other s

Allow:

cells with the same settings: tac

Ay value w

déng dén nhitng 6 khic néu chiing
c6 cing ki€u dinh dang.
+ Clear All: xéa it cd cdc quy dinh.

i,_ Clear Al Ik l ’ Cancel
L




* Thé Input Message pém cdc théng s8 sau:

+ Input message: noi dung théng bao nhap licu (cho hgp 1&).

+ Show input message when cell is selected: bit /tdt théng bdo khi 6 1a hién
ha nh.

+ Title: tiéu dé théng bio.

Data Validation

| Settings | Input Message § | Errar Alert

Show input message when cell is selected

When cell is selected, show this input message:

Title:

Inpuk message:

Clear Al (] 4 | | Cancel




* Thé Error Alert gébm cdc théng s6 sau: !

+ Show error alert after invalid data is entered: bdt /it théng bio 16i npay sau
khi dif li€u dugc nhap vao.

+ Style: ki€u ciia hinh twgng béo 13i.

+ Title: tiéu dé cira s6 bao 16i

+ Error messape: néi dung bdo 16i

Data Validation

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

Settings | Input Message || Error Alert

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

Shiowe errar alert after invalid daka is entered

When user enters invalid data, show this error alert:
Skyle: Title:
Skop b

Q

Errar message:

I, ] ’ Cancel




Bai 7: Thiét lap dinh dang ¢6 diéu kién (Conditional Format)

I. Dinh dang co diéu kién:

+ Chon cdc 6 cAn thi€t 14p dinh dang ¢é diéu kién.

+ Vio thé Home --> Styles --> Conditional

Formatting.

Conditional | Format Cell .
Fnrmalg’ng ~|as Table = Styles =
Styles

- Highlight Cells Fules: dinh dang Font chit,
dudng vién cho cic gia tri

+ Greater Than: so sanh 1dn hdn.

+ Less Than: so sinh nhé hon.

+ Between: so sinh & giira.

+ Equal To: so sinh bing.

+ Text that Contains: chira ndi dung.

+ A Date Occurring: khdi diu vdi ngay.

+ Duplicate Values: dinh dang gia tri bi trung.

Conditional

E

Format Cell

Formatting = as Table = Styles =

L1

=

- ﬂighlig%:ells Rules *
|
0] Top/Bottom Rules ]
=| Data Bars 3
E_ Color Scales k
=
=" Icon Sets K
e ]
B | Mew Rule...
_“_'} Clear Rules 3
ﬂ Manage Bules...

S=lInsert - I %’ \i
;i‘“ Delete - E'
— Sort & Finc
[E)Format = | (2~ Filter~ Sele
_—|I -
3] Greater Than...
_—_'{I Less Than...
Eetween...
= |
=1 Egual To...
==

- I Text that Contains...

==pri

=

=i Duplicate Values...

Mare Rules...

—_'é A Date Occurring...




- Top / Botiom Rules: dinh dang Font chif,

4 i - ey Top/Bottom Rules @] Top 10 Items...
dudng vién cho cac gia tri: % —10]

L
Data Bars o Top 10 %

Color S5cales k .E_E] Bottom 10 Items...

T

Icon Sets 3 @l Bottom 10 %...

MNew Rule... :@]
- [ = Abowve Average...
—x = 2

LClear Rules L

(@G

@l Below Average...

Manage Bules...

- Data Bars: dinh dang dit li€u theo vach dudng ke: ! ;__,_- — % , ﬁ ﬁ ﬁ

Color Scales 3 _'"E!_ ﬁ ﬁ

- Color Scales: dinh dang theo t¥ 1€:
e o e |Ej Color Scales L\}' %

nr
LR
ok




- Icon Sets: Tao kiéu dinh dang co biéu tugng chu thich. -

? Eﬁ} 4} ﬁ I:} @ ;g !CGHSE'I'S s
v eo0e | s
eoe ease | L,
@00 < 1 X 1| Manage Rulcs.

AN E AN F
® o il aall all il
00O +t oM $
AN $ ol aall aall wll
@IPEO

- New Rule: Tao mdi ki€u dinh dang.

- Clear Rules: Xo6a dinh dang.

+ Clear Rules from Selected Cells: Xéa ki€u dinh dang dang chon.

+ Clear Rules from Entire Sheet: Xéa ki€u dinh dang cho Sheet hién hanh.

25 Clear Rules %" Clear Rules from Selected Cells

j Manage Rules.., Clear Rules fram Entire Sheet




2. Dinh dang theo tuy chon:
+ Chon cic 6 cin thi€t lap dinh dang co diéu kién.

+ Vio thé Home --> Styles --» Conditional Formatting
--» Manapge Rules --> Hgp thoai hi€n ra:

Conditional
Formatting ~!as Table = Styles ~

5 3

Format

Cell

- Show formatting rules for:
* Current Selection: chon khdi 6 hi€n hanh.
* This Wordbook: chgn bang tinh.

e

Mew Rule...
Clear Rules

Manage Bules...

s

- New Rule: thém kiéu dinh dang.
- Edit Rule: chinh sira dinh dang.
- Delete Rule: x6a kiéu dinh dang.

- Thiétlap Conditional Formatting Rules Manager
Xong -->

Show formatting rules for: |£urrent Eaiection L
Chon OK
2 \ o [5] Mew Rule... | 5 ir
dé hoan it | |L== = x -
Rule (applied in order shown) | Format Applies to Stop If True

Ok

| |

Close




Bii 8: Ki€m tra ki€n thirc

I. Ciu hoi:

1. Néu ¥ nphia cia Sort 7

2. Néu ra hai l€nh si dung d€ rit trich dit li€u ?

3. Néu ¥ nphia cia SubTotal ?

4. Bé quy dinh sy hgp 1€ cia dit li€u khi nhip vio ta dung lEnh gi ?
5. D€ thiét lap dinh dang co diéu kién ta dung lénh gi?

II. Tea 1si:

1. Sdp x€p cd sd di li€u theo 1 hodc nhi€u field nio dé do ta chi dinh.

2. Hai l1€nh sit dyng d€ rit trich dit li€u la: AutoFilter va Advanced Filier.

3. Théng ké, tinh tod n theo tirng nhém dit liéu irén nhitng field dudc chi dinh trén cd sé dit
liéu. Excel s& tw dgng phin tich nhém dit li€u, tinh todn va chén kéi qud t-i‘;ng hgp vao dau
hodc cudi mdi nhém.

4. Bé quy dinh sy hgp 1€ cia dit li€u khi nhip vio ta dung lénh Data Validation.

5. D€ thiét lap dinh dang co diéu kién ta du ng l&énh Conditional Formatting.



Cau 1

Cd sd dd liéu ld tip hdp cdc théng tin dudc té chidc vd luu
tri theo 1 cdu tric thédng nhd't.

a. Pung
b. Sai

Cau 2

Cd sd dit liéu dudc t6 chic trong Excel dudi dang bdng,
dong ddu tién (Header Row) chida tén cdc vi ng tin (Field)
g0l vd Tén ving tin (Fieldname), cdic dong con la1 chda
cdc mdu tin (Record).

a. Pung

b. Sai
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Chuong ©:
P4 Thj Trong Excel

Bai I: Gidi thiéu
Biai 2: Céch vé db thi
Bai 3: Hi¢u chinh do thi
Bai 4: Ciich in méot dd thi
Bii 5: Kiém tra kién thifc
Quick test
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Bai 1: (Gidi thigu

—

- D6 thi la tip hgp cdc k¥ hi€u, gid tri va hinh 4nh nhim minh hoa méi twong quan

giita cac dif li€u trong bang tinh.

- Bxcel ¢6 sdn 1 s6 do thi théng dung va cung ca'p nhiéu chirc ning phong phii cho
phép trinh bay cdc thanh phin cia do thi.

Trieudong

800

G0

400

200

TINH HINH DOANH THU

B Ciy A
HcCtyB
WCty C

2004 2005 2006

MAM



Bii 2: Cdch vé d6 thi
G6m cdc bude co bin sau:
- Budc 1: Chon khéi dit liéu cin v€ d6 thi.
- Budc 2: [INSERT] --»= Charts --> Chon ki€u dé thi.
* Vi du:
- V& dé thi sau:

IR 3= e

Column| Line Pie Ear Area  Scatter Other
% i E e E =  Charts~
Charts ]
o= -
A | B | ¢ | b | E | 500
1 TINH HINH DOANH THU CUA CAC CONG TY 500
2 2004 2005 2006 400 B Cty A
3 Cy A 500 600 750 : ECty B
4 CyB 400 500 650 200 oty C
5 CyC 600 650 700 0
2004 2005 2006




I. Cdc thao tic don gidn:

Bii 3: Hiéu chinh d6 thi

- Gom di chuyén, x6a, sao chép, thay déi kich thudc...
- b€ thyc hién, ta chon d6 thi bing cdch chon vao nét trén canh vién clia d6 thi (Chart
Area), sau dé dung chugt thao tac tnrc ti€p (giéng nhir khi ta thie hién déi véi 1 Object bat

ky trong méi trudng Windows).
. Cac thao tac khic:
* Nguyén tic chung:

- D€ hi€u chinh dé thi, ta click vao do thi dé chuyén sang ché d6 Design (ché d6 thi€t ké).

- Ving lénh Type:

+ Change Chart Type: Chon lai dé thi

+ Save As Template: Luu lai d6 thi

- Ving lénh Data:

+ Switch Row / Column:

- Sdp x€p lai vung chi thich.

+ Select Data: Chon lai vung dif ligu.

- Viing Chart Layoutis: Chon lai bé cuc.

- Ving lénh Chart Style: Chon ki€u d6 thi
- Viing Location: Thiét lap vi tri.

- Move Chart: Di chuyén dé thi.

+ New Sheet: Di chuy€n sang Sheet mdi.
& Object in: Chen tai vi tri.

800

00 -

400 A

200

2004

2005

2006

W Chy A
B Chy B
Cty C

&
|ChartArea



Bii 4: Cich in mét d8 thi

- Viécin 1 d6 thi khong khac nhiéu so vdi vi€c in dn khic trong Fxcel.

- Nhung & diy c6 1 vai thi thuat riéng. Cu the€ la trong cic d6 thi nhiing, ban 6 1 tuy
chon in d6 thi dé riéng hay in chung véi dif li€u trang bdng tinh.

1.P€in1 trang dé thi ban chi cin kich hoat né trong d6 va kich vao nit Print teén
Office Buiton (né€u ban muén thay d6i bat ki 1 thi€t bi dd't in nao, ban cé thé thay bing
l€nh Print trong Office Bution).

2. D€ in riéng 1 d6 thi nhiing, dau tién phdi click chon vao dé thi d€ chon né.

3. Click niit Print trén Office Button, Fxcel s€ in riéng bict d6 thi ma khéng cé dif licu
trang bang tinh.

4. D€ in 1 d6 thi cung vdi dit li€u clia trang bang tinh, ban phdi chic rAng do thi dé
khéng danh diu chon (n€u can, ban hi'y nhin phim ESC d€ hiy bd thao tic chon). Ban
ciing phdi chic li né dugc dat tai vi tri trén trang bdng tinh mi ban muén in.

5. P€ cho an toidn, nén thre hién viéc xem trude khi in (Print Preview). Né cung cip
cho ban 1 1gi di€m 13 ban cé hai long vai s bd tri d6 thi va dit liéu hay khong.

6. Click chon niit Print (Ctel +P) dé€ thyc hién viéc in.



Bii 3: Ki€m tra ki&€n thirc
Cau hoi:
. Néu ra 4 budce v& db thj ?
. Sau khi v& d6 thi, muén thay d&i thanh hinh dang khic clia d6 thi ta thwc hién nh the na

. Sau khi v& dé thi, muén thay déi tidu dé va ghi chu cho dé thi ta thuc hién nhw thé nio ?
. Sau khi v& dé thi, muén di chuyén qua Sheet khac ta diing 1€nh gi ?
. D€ in d6 thi ta thuc hién nhv thé nio ?

W d s [ =

0. Tra 18i:

1. B&n budc v& db thi la:

- Budce 1: Chon vung dif licu.

- Budc 2: Chon loai dé thi.

- Budc 3: Xdc dinh lai cdc tiéu dé vi ghi chu.

- Budc 4: Xdc dinh ndi d€ dé thi.

2. Muén thay d&i hinh dang khdc ta thire hién nhir sau: Click vao dé thi, chon Chart Stypes.
3. Muén thay ddi tiéu dé va ghi chii cho do thi ta thirc hién nhw sau: Design --» Chart
Layouts.

4. Muén di chuyé€n d6 thi ta thc hién nhy sau: Design --» Move Chart.

5. D€ in d6 thi ta thuc hién nhy sau:

- Chon d4 thi.

AChon Office Button -- Print.



Cau 1

Excel ¢d sdn | s6 dd thi théng dung vd cung cdp nhiéu
chic ning phong phi cho phép trinh bdy cdc thanh phdn
cia dé thi.

a. Pung

b. Sai

Cau 2

Pbé tao dé thi trong Excel ta chon the ndo:

a. The Home
b. The Data
¢. The Insert

d. The Formulas
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; Chuong 10: Phu luc mot sd ham thang dung

? Chuong 11: Bai Tap Co Ban - Nang Cao - Mg Rang

T
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Chuong 7:

Pinh Dang Trang Va In Bang Tinh
Bai 1: Gidi thiéu
Bii 2: Quy dinh cdc thong s& vé trang in trong thé Page Layout
Bai 3: Xem trude khi in
Bai 4: In ra mdy in
Biai 5: Cdch ding Page Break Preview
Bai 6: Ki€m tra ki€n thite

Quick test

VIOCPOSDHOPE®
PROOWD



Bai 1: Gidi thi€u

- Trong Excel ta ¢é thé in cd WorkBook, in titng Sheet, hodc chi in pham vi nio dé do t
chi dinh.

* Cdc bude téng quat trong qua trinh xi¥ 1¥ nhu sau:

- Xdc dinh pham vi in (Range).

- Chon I&nh in Office Button --> Print.

- Chon mady in va caiddt cic théng s6 mdy in (Printer Setup).

- Quy dinh cic théng s6 cho trang in (Print Preview).

- Thuc hién in ra may in (Print).

.x"'E_-‘\ H = ,:
Preview and print the document
| Mew
Print
~ Select a printer, number of copies, and
y Open other printing options before printing.
% Quick Print
| I Save : Send the workbook directly to the default
- printer without making changes.
= I Print Preview
H save As b "ﬁ Preview and make changes to pages befare
printing.
| | Print h%




Bai 2: Quy dinh cic théng s6 v& trang in trong thé Page Layout
- Chon thé Page Layout --> Chon niit lénh Page Setup:

1sert Page Layout Formulas Data Review View

}11 [ e— J I=|

ke = =

1 2 Dles « &
Margins Crientation Size Print EBreaks Background Print

~ ~ w Area - ~ Titles
Page Setup 'Tl“;

I. Thé Papge Setup:

*# Orientation: chon hudng in.

+ Portrait: in doc.

+ Landscape: in ngang.

*# Scaling: xdc dinh il 1€ phéng / thu so vdi kich thudc chuin (Adjust to... normal size) hodc in
vira van v3i bao nhié¢u trang do ta chi dinh (Fit to..page).

* Paper size: chon khd gidy.

* Print Quality: chon d§ phin gidi khi in (phy thudc vao tirng may in cy thé)
* First page number: chon cach danh sé trang ddu tién (nén chon Auto).

* Print: bit ddu in.

* Print Preview: xem lai trang in.

# Option: xdc dinh thém 1 s6 khic.



Page Setup

Drientation

(%) Portrait E () Landscape

Scaling

(*) Adjust ko: 100 % | % normal size

() Fit toe I:I pagels) wide by |:| kaill
Paper size: Lekber W
Print guality: | 300 dpi W

First page number:

Print... ] [F‘rint Previewl ’ Cpkions. .. l

I

Ok, l[ Cancel l




II. Thé Margin

Xic dinh 1€ cho trang in,

- Left: 1€ trdi ctia
trang in.

- Right: 1é phdi ciia
trang in.

- Top: 1€ trén ciia
trang in.

- Bottom: 1€ dudi ciia
trang in.

- Header: khodng cich
tir Header d€n 1€ gid'y
trén nén nhé hdn Top.

- Footer: khodng cdch tw

Footer dén 1€ gid'y dudi
- Center on papge: chon
hinh thitc canh giifa:

+ Horizontally: in theo
chiéu ngang cia khd
gidy.

Page Setup

enker on page
[ ] Horizontally
[ ] wertically

5 | Header [Fooker Shest
Top: Header:
e
Lefk: Right:
0.7 % 0.7 %
Bottorn: Footer:
e

Prink. .. l [F‘rint Previeg] ’ opkions. .. ]

[

84

]’ Cancel ]

+ Vertically: in theo

e

E;Eu doc ciia khé gid'y.



III. Thé Header / Footer: P4t tiéu dé cho trang in.

+ Custom Header: dat tiéu dé irén.
+ Custom Footer: dit tiéu dé dudi.

Page Setup

Header:

{none) W
Zuskom Header, . l [ _uskorn Footer. .,

Foater:

{none) W

[ ] pifferent odd and even pages

[ ] oifferent first page
Scale with docurment
Align with page maragins
Prink... l [ Print Prewview ] ’ Opkions. .. ]
l (] 4 l [ Cancel ]




IV. Thé Sheet: .

- Xdc dinh cic théng s6 cho Sheet.

- Print Area: xdc dinh ving in.

- Print Titles: chon nhitng déng trén hodc nhitng cét trdi nio s& dugc in ldp lai & mdi
dau trang méi (Rows to repeat top / Columns to repeat at left).

- Print: chi dinh cac yé&u t6 trén bd ng tinh c6 dugc in ra hay khéng.

+ Gridlines: bai /i1 in dudng ludi.

+ Back and white: in tring den.

+ Draft quality: in nhap.

+ Row and column headings: bit, tit in Heading (dong / cét dia chi).

+ Comments: bdt, tdt in chii thich trong & (néu cé).

- Page order: chon thit iy in: in xuéng Eoi sang trai (Down, then over) hodc in sang trdi
r6i xuéng (Over, then down).



Page Setup

Print area: | [|:,_E]
Print titles
Rows ta repeat at top: | [,:,"f]
Columns ko repeat at left: | [p,"f]
Print
[ cridiines Comments; (Mone) "
Black and white
Cle _ Cell errors as: | displayed W
[ ] Draft quality
[ ] row and column headings
Page arder
Dowan, then over (=== Ea==]
2 Besn EE [EJF.: EE
() Ower, then down | ==fis/=fl==
g =i =8
Print. .. ] ’ Prinkt Preview l ’ opkions. .. l
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* Cac thao tic nhanh:

- Chgn thé Pape Layout.

1. Nhém I&nh Themes:

- Themes: chon ki€u dinh dang co
- Colors: déi mau cho d6 thi.

- Fonts: d6i mau chir.

- EHfects: thé m hicu ng.
2. Nhom l€énh Page Setup:
a. Margins --> Cusiom Margins:

Xdc dinh 1€ cho trang in.

b. Orientation: chon hudng in.

+ Portrait: in doc.
+ Landscape: in ngang.

- Area~ v

B[R =E
Size Print Break.s Eackgro

Letter

__J 8.5 111"

Themes

ol b
san. %
Them

15ert Page Layout

Margins Crientation

- -

Fonts =

E E Colors =

Effects =

=]

Formulas

Size

-

Page Setup

—y

Data Review Wiew

B OS5 & &

Print BEreaks Background Print

Area~

- Titles

™

c. Size: Chon khé gid'y in

Orientation| Size

Th -

e
= Portrait

— Landscape




d. Print Areca: xdc dinh vung in. -
AR - =

+ Set Print Area: x€t ving in. |
. " N . Print | Breaks Backgroun
+ Clear Print Area: x6a vung in. Rrea

|_'—'3 Set Print Area

LClear Print Area

€. Print Titles:
Chon nhitng déng irén hodc nhitng cét trdi nao s€ dudc in lap lai § moi dau trang mdi
(Rows to repeat top / Column to repeat at lefi).

1. In nhanh: - = ERLRE Chuong 7.dc
Ding 1&nh [Office Button] Eg |
--= Quick Print. j . Preview and print the document
Print |

~ Select a printer, number of copies, and |

y Open other printing options before printing. |

@  Quick Print |
[!,"E':Ei Convert Send the document directly to the default % I

printer without making changes. |

y Print Preview
H save X Preview and make changes to pages before
printing.
Iﬂ Save As B I
£
L]
% Erint g i




Bii 3: Xem trudc khi in
¥ Budc 1: Dung 1€nh [Office Button | --> Print --> Print Preview (Ctrl + F2).

¥ Budc 2: Chon cac nit l€nh li€én quan: - x,ﬁ d - e =

[ Eaasd
+ Next Page: hi€n thi trang in k€ ti€p (néu cé). -id

Print Preview

-
+ Previous Page: hi€n thi trang in trudc.
+ Zoom: phong to / thu nhd. LE,:J

_ﬂa. Mext Page B

iy Previous Page

. iy 4 C P Print Close Print
+ Prini: chuyén sang- hép thoai Print. fin Show Margins | preyiewr
+ Page Setup: chuyén sang hop thoai Page Setup. Print Zoom Preview

+ Show Margins: bit /it cic dudng bién ciia 1€ va cdt.
+ Close Print Preview: it cita s6 xem trude khi in.

[

j Preview and print the document
New
Print
~y @ Select a printer, number of copies, and |
y Open other printing options before printing.

Quick Print !

H o =M Send the workbook directly to the default
- printer without making changes.

= ) Print Preview
H Save As 3 Preview and make ch%ges to pages before

printing.
) H : | Print »




Bii4: Inra mdy in ﬁ
*# Budc 1: Dung 1€nh [Office Button | --> Print

* Budc 2: S dung cdc nit 1énh chinh ¢é lién quan:

- Printer (Name): chon tén may in va mgt théng s6 khic vé cdu hinh ma'y in.
- Print Fange: xac dinh pham vi in:

+ All: in 14t cd cdc trang.

+ Pages: in tir (From) trang dén trang (To).

* Print What: chon déi tugng in:

+ Selection: in phﬁn hién dudc ddnh ddu.

+ Active sheet: in sheet hién ha nh.

+ Entire workbook: in tit cd cdc Sheet trén Book.

* Print to file: in thanh 1 file e 5

dang nhj phin. @

*#* Number of Copies: xdc dinh j New Preview and print the document

s6 bd in. Print

# Collaie: ch in ih fir —~ : Select a printer, number of copies, and
oliale. chon 1n 1heo ng y Open other printing options before printing.

ttang hay tirng b& (phy thugc 9 Quick Print [print

@ Send the workbook directly to the default
printer without making changes.

vd o muc trén). H Save
* Properties: xac dinh thém 1
s6 cdc thude tinh khac.

E i Print | »
M :

o Print Preview
save As b "-ﬁ Preview and make changes to pages befare
printing.




Bai 3: Cach dung Page Break Preview
- Cdc dudng chi trong phin tich trang la dé€ théng bdo cho ta biét, chiing khéng xuat hic
trong bang in.
- N&u ta muén chén cidc dudng chi vao trong bang in, ta cé thé ding dudng ludi (xem thé
Sheet trong hép Page Setup) hodc ¢6 thé dung dic tinh Border trong hép thoai Format cell
(chon Home -- cells -->> Format cells --> chon thé Border).
- Néu ta muén cai dat in d€ Excel in cho ta mét 56 trang riéng biét, viéc cai di't c6 thé phan
tich irang tw dgng hay bing tay.
1. Néu né chra duge mé va ta mudén xem hay hiéu chinh Page Break hiy md trang bd ng tinh.
2. Xdc dinh 6 cAn ngit trang
3. Chon Insert Page Break tir thé Page Layout --> Page Sctup --> Breaks

= L 3

Breaks |Background Print
~ Titles

L=+ 7]

—

Insert Page Break

Eemove Page Break

Reset All Page Breaks

4. Néu ta quyét dinh hiiy b nhitng thay déi ma ta da thyc hi€n, phuc héi trang géc va loai
bd cic Page Break ta chon mét 6 ngay bén phdi dudng phin trang, sau dé chon Remove
Papge Break it thé Page Layout --> Page Setup --> Breaks hodc chon 1¢nh Reset All Page

hﬁak




Bii 6: Ki€m tra ki€n thite

I. Cdu héi:

1. D€ in bdng tinh ta ding 1énh va 6 hgp phim tit nao ?

2. D€ quy dinh cdc théng s vé trang in ta thic hién nhy thé nao ?

3. Hip thoai Page Setup c6 mi'y thé ? Hi'y liét ké ?

4. DE dit tiéu de cho trang in ta ding thé nao trong hdp thoai Page Setup ?
5. D€ in nhanh mét bang tinh ta ding 1&€nh gi ?

6. D€ xem trudce khi in ta diung 1€nh gi ?

II. Ted 18i:

1. D€ in bang tinh ta ding 1énh: Office Button --» Chon Print va t6 hdp phim tit Cid + P.
2. D€ quy dinh cdc théng s vé trang in ta thic hién nhr sau:

- Chgn thé Page Layout --> chon niit 1€nh Page Setup.

3. HGp thoai Page Sctup c6 4 thé: thé Page, thé Margins, thé Header / Footer, thé Sheet.
4. DE dit tiéu dé cho trang in ta ding thé Header / Footer trong hép thoai Page Setup.

5. B€ in nhanh mét bang tinh ta dung 1€nh Office Button --> Print -->» Quick Print.

6. D€ xem truée khi in ta ding 1€nh Office Button --> Print --> Print Preview.



Cau 1

Trong Excel ta chi ¢d thé€ in tiing Sheet mda khéng thé in cd
WorkBook.

a. Pung
b. Sai
Ciu 2

D¢ xem trudc khi in ta ding 1é nh:

Print

-

Print Preview
c. Page Setup

. Ca 3 cdutrén déu sai

=
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Chuong & ‘

Lam Viéc Vi Nriéu Béng Tinh - Macro, Templates

Bai I: Anh hudng ddng thisi ciia cic Sheet khdc nhau
Bii 2: Sao chép, di chuyén giita cic Sheet

Bai 3: Cédch xiy dung cdc cong thite dé tham chi€u dén cic Sheet khic nhau
Bii 4: Cidch lién két dir liéu trong cdc Sheet khic nhau
Bai 5: Cdch quén ly cic Sheet

Bii 6: Cdch ghi cdc Macro

Bai 7: Cach chay Macro

Bii 8: Cdch thiét lip 1 Template

Biai 9: Cdch sir dung 1 Template

Bai 10: Ki€m tra kién thic

Quick test
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Bai 1: Anh hudng déng thsi clia cic Sheet khic nhau
- Néu ta muén xéa cdc trang bdng tinh riéng biét tir 1 nhém, nhin giit phim Cirl trong
lic click chon tén nhi'n cia cdc trang bang tinh muén x6a tir nhém.
- € lya chon cdc trang bing tinh khéng k&€ cdn, click tén nhin ciia trang bang tinh ddu
tién trong nhém sau d6 nhin gii¥ phim Ctrl trong hic click 1én cac nhin phy dé bg sung
nhi€u trang bd ng tinh 13i nhém:

A B
1 Chifc vu Tén CV Thim ni
2 |TF |Tndng phéng
3 PP [Phé phéng
4 [NV Nhin vién
5 |PP Pho phéng
& |Tinh thim nién cda chidc vu PP

4 4 F M| Bail - Bai? Bai2 . Baid Bais Baio Bai7? SE[
Ready .fl M |

- Danh sach s& cdc thay d6i khic s& dnh hudng d€n tit cd bang tinh trong m§t nhém. Ta
c6 thé chén vi xéa cic cét, déng trong toan bg nhém, xéa sach dit liéu trong tdt cd cdc
trang bang tinh trong 1 nhém va ki€m tra chinh 1d 14t cd cdc trang bdng tinh trong 1
nhom.
1. M3 hay tao cita s6 bang tinh chita nhi€u trang bang tinh khic nhau ma ta mudn hoat
déng dudi dang 1 nhém, néu ta d dinh nhip dit liéu & cdc trang bd ng tinh khi c nhau
«cing 1 lic, chic chin ring cic 6 thich ng clia td't cd cdc trang bdng tinh la d€ tréng vi
yta khéng thé ghi dé dit li€u tén tai.



2. PE€ lwra chon 1 nhém cdc trang bdng tinh k& cdn nhau, click 1én nhin cia trang

bang tinh ddu tién, nha'n giit phim Ctrl va ti€p tyc click 1én nhin cila trang bing tinh
cubi ciing, cdc nhin chon s& trd lai tring va ta s& nhin thi'y tir [GROUP] 4 thanh tiéu
dé, cho bi€t ring ta ¢6 the xit 1§ trén tdt cd cdc trang bang tinh nay dudi dang 1 nhém.

L4 n]

E’*’a = R I Chuong 2.xlsx [Group] - Microsoft Excel - = X

— Home Insert Page Layout Formulas Data Review  View Developer @ — & X

3. Khi ta ¢ chon 1 nhém cilia cdc trang bang tinh thi ta c6 thé nha p dit liéu tir bang tinh
theo tirng nhém bing cic g6 né vao bat ki bdng tinh don 1€ nio.

*Vidu:

- N€&u ta nhip chit “SSDG" viao 6 C12 ciia bang tinh dau tién duge hi€n thi § hinh bén,
n6 hién thi ta d 6 C12 cilia tit c¢d cdc bang tinh trong nhém.

4. Ta c6 thé itng dung dinh dang cho 14t cd cdc trang bang tinh trong 1 nhém.

* Vidu:

- Néu ta muén in ki€u chit d4m cho 1 chudi cic tiéu dé c6t va dong xuat hién & dong 4
vd ¢t C, trén mdi trang bang tinh ta c¢é thé chon cdc cgt thich ing & ba't ky 1 trang
bang tinh nao va tam wng dung ki€u chit ddm cho chiing.

- Cdc tiéu dé trén 1At cd cdc trang bang tinh clia nhém s&€ dugc in d4m.



5. Ta c6 thé tng dung toan bd nhém cilia dinh dang khic dnh hudng d€n nhi€u trang
bang tinh khic nhau.

* ¥idu:
O ddy cdc tiéu dé c6t clia cdc trang bing tinh d3 dugc canh hing phii.

6. Ta c6 thé tinh cdc t6ng trén tat cd cdc trang bang tinh trén 1 nhém, dugc cung cip cic
trang trinh bay trong 1 ki€u giéng nhau.

7. D€ lam viéc trén cdc trang bdng tinh riéng bi€t 1an nita, click phdi chudt 1én ba't ki nhin
chon Iya nao va chon Ungroup Sheets tir menu xudt hién. Ta cling 6 thé click 1&n bt ky
nhém nio ndm ngodi nhém d€ hiy bé ti't cd cic trang bing tinh trong nhém, néu nhém dé
bao gém tit cd cdc trang bang tinh trong cira s6 bang tinh, click 1&n ba't k¥ nhin don nio dé
x6a bé nhom.

Hide

Select All Sheets

Ungroup Sheets

i N




Bii 2: Sao chép, di chuyén giita cic Sheet

- Ta ciing c6 thé dung chuét kéo va thd dit liéu gilfa cdc trang bang tinh. D€ di chuyén
li€u theo cdch nay, dat con iré ngay dudng bién ciia cic 6 dd chon vi nhin giit phim Ali
irong lic ré qua nhin trang bd ng tinh mong muén.

- Mét khi Excel kich hoat déng trang bang tinh dé thi cho dé€n khi ta ¢é dif li€u & di€m phdi
vd sau d6 thd chudt ra. D€ sao chép dit li€u nhin gita 16 hgp phim Cirl + Alt trong qué trinh
re.

- D& dang sao chép va di chuyén dir liéu cdc cita s bang tinh. Chi cit hodc sao chép dit ligu
nhy thréng 1d m bd ng 1€nh Cut hodc Copy. Kich hoat cira 56 bdng tinh d€ nhin dit liéu hoic
chon nd tir thw'c don Windows. Sau cung, chgn 6 dich va chgn l&énh Pasie.

- D€ di chuyén dit liéu giita cic cita s6 bang tinh bing cach r&. Hi'y hi€n thj tdt cd cdc clra
s6 bang tinh cing lic. M3 cd cic cira s6 bang tinh, chon 1€nh Arrange All tir thé View, chon
Tiled, Vertical hoic Horizontal réi click niit OK Lic d6 ré dir liéu tir 1 s6 bang tinh nidy dén

1 56 bdng tinh khic. D€ sao chép pifiH X tel trong qua trinh ré chudt.

._é NE'-I"-" '-."'.."ir'ldcll.-'-.-' nrrange ......
=] Arrange All ©)iTiled:
[% ) Hotizontal
;EFrEEIE Panes = Ay
Yerkica
() Cascade

[ ] Windows of active workbook

l__ [ 9] 4 l ’ Cancel




1. Chon khéi dit liéu muén sao chép hodc di chuyén dé€n 1 bang tinh khic. ‘
2. Néu muén di chuyén thi chgn niit 1énh Cut trén thé Home (Ctrl +X). Néu muén sao
ché p thi chon nit 1€nh Copy teén thé Home (Ctrl + C).

3. M6t nhin s€ di ke m dir li€u duge chon, cho ta bi€t c6 thé din né & 1 ndi khic, dudi
dang 116i gdi ¥ phu, thanh tranpg thai doc “5Select destination and press ENTER or
choose Pasie - Chon lra dich va nhd'n Enter hodc chon Paste™.

M 4 » M| Sheetl - Sheet3 | Sheet2 - Sheetd
Select destination and press ENTER or choose Paste

4. Click 1&n nhin clia trang bang tinh ta muén sao chép hodc di chuyén dit li€u dén.

5. Click vao 6 ta muén géc trii bén trén viing dit liéu ta chén. Lic dé nhi'n giit phim
Enter d€ ddn dit li€u hodc sao chép vao trang bdng tinh mdi.

6. Néu ban ding cdc nit Iénh Copy hoac Cut trén thé Home (hodc tir phim tit), thita cé
th€ ddn chudi dit liéu tuong ty theo cdc lap lai bing cach thirc hién budc 4 va 5. Khi da
hodn tit, nhin phim ECS d€ xéa nhdn tir dit li€u ngudn, néu ta ding 1€nh Cut hoic ta
ddn dit li€u tir phim Enter thi ta chi cé 1 lan d€ ddn dit liéu tir Clipboard,



Bii 3: Cich xdy dung cdac c6ng thitc d€ tham chi€u d€n cic Sheet khic n

- Mic dil céng thitc duge trinh bay & bude 5 va 6 clia phian trude chi tham chi€u dén cdc
ddn 1€ trén cic trang bd ng tinh khic nhau, ta ciing cé thé ding cdc viing Options tir 1 hay
nhiéu trang bd ng tinh trong cdc céng thifc ciia ta.

- Ta ¢6 thé tao cdc tham chi€u 3 chiéu va tham chi€u dén 1 6 hodc ving trong nhi€u trang
bang tinh khic nhau bén 1 s bang tinh don 1€, cdc tham chi€u 3 chiéu bao gbm tén bing
tinh ddu tién 1 ddu 2 chim, t&n bang tinh dudi cing, 1 ddu chim than va 6 hodc viing tham
chiéu.

* Vi du: tham chi€u 3 chi€u Sheet 1 t6i Sheetd!Al,C5 tham chi€u dé&n ving Al:CS irén cdc
trang bang tinh Sheetl dén Sheet4. Mdt tham chi€u 3 chiéu cé thé don gidn la cong thirc
mdu dugc trinh biy § budc 5 va 6 thanh =Sum, chon lva (Quarter 1: Quarier 1: Quarter
4!E5). Vi s& dugc lvu tir viéc chon lva méi 6 tham chiéu riéng biét. bé nhi p cong thifc nay
ta nén pé =Sum, chon cdc trang bd ng tinh Quarier 1 dén Quarter 4, click 1én 6 E5 va nhdn
phim Enter.

- Enter cho phép ta tao cdc cong thirc tham chi€u dén dit li€u trong cac cita s6 bang tinh
khic (cic céng thitc ndy goi ld c6ng thirc lién két) cin bdn, phudng thirc la thuSng giéng
vi€c xdy dung cic céng thifc ma phic thdo dit liéu tir nhicu trang bang tinh khdc nhau,
nhing thay viban chon la cac é hodc cdc viing tir 1 hodc nhiéu cita s§ bang tinh khic. Déi
vdi nhitng chi ti€t phy, ki€m tra tai li€u ciia Excel ciia ta.

1. Lam kich hoat trang bang tinh va & d€ chita c6ng thitc. Tuy thugc viao hoan cdnh dé, ta
Kiing cip }jl-f‘; sung dif 1iéu mé td, nhwr cdc ti€u dé cilia trang bdng tinh va cdc tiéu dé c6t
%)g- e

%.Gb 1 dau bing (=) d& cho Excel biét 14 ta (8N difRuhdmiic/ Dhihte. Ewsal OANT



3. Kich hoat trang bing tinh chita dit liéu si¥ dyng trong c6ng thitc. O s& thu duge 1 N
bang nhin vi céng thitc s€ bao gom tén trang bang tinh duge theo sau bdi 1 diu chim
than va t&n & (N&u tén trang bang tinh bao gém cic khodng tring thi né s& kém theo
bén trong cic diu ngod c dan).

4. G6 1 him sé trong phép todn.

* Vidu:

- B6 sung pid tri 3 6 hién d€n pid tri § 6 tudng tr khic, g6 1 di'u céng +.

5. Khi da hoan thanh viéc xdy dyng c6éng thitc, nhdn phim Enter, Excel sé thu hdi trang
bang tinh ma ban di khdi déng c6ng thirc, hién thi cic két qud cilia céng thic trong 6
chon vi céng thitc ciia bdn thin né trong thanh céng thirc (khi 6 né dudce chgn).



Bii 4: Cdch lién két dit liéu trong cac Sheet khd ¢ nhau

- Lénh Paste Link d€ dif liéu ma ta dang ddn sang trang bang tinh géc. Tuy nhién, ta
khéng thé sita ddi cdc dit li€u dugc lién k&t va biéu thi cdc thay ddi trén trang bing
tinh péc.

- Ta ciing c6 th€ lién két dit li€u bén trong cuing trang bang tinh nhwr v4'y.

1. Chgon 6 hoidc cic 6 cé chira dif liéu ma ta muén lién két irong 1 trang bd ng tinh
khac.

2. Click nit Copy teén thé Home (Ctrl + C) (khéng dung 1€nh Cut).

3. Click 1én nhid'n cia irang bdng tinh ta mudn lién kéi dit liéu vao vi sau d6 chon 6
& ndi vi tri dif li€u 1a sao chép. Chon lira 6 phia trén bén trdi cia viing néu ta dang
dan vao nhiéu &.

4. Chon l&nh Paste Special tir thé Home --> Clipboard --> Paste -->Paste Specical --»
Hop thoai Paste Special xuat hién. Click nit Paste Link d€ dan dit li€u vao bing
tinh. Dit li€u dugc din vao s€ lién kéi vao dif li€u trang bdng tinh tir d6 né sao chép
néu dif liéu trang bang tinh géc thay d6i dit li€u trong trang bang tinh niy 1 ciach
tudng ng.

5. Kich hoat 1 trong cdc 6 vdi dit li€u lién két. Luwu ¥ ring thanh céng thifc bao gém
1 c6ng thitc cé chifa cd trang bang tinh va tir dé dif li€u dugc lién kéi.

6. Néu ta muén ki€ém tra lai dit li€u dugce lién két, quay lai trang bdng tinh péc va
thay ddi trong cic trj lién két.

7. Néu muén lién két thé m dit li€u vao, chi viéc lam theo cic quy tdc tir budc 1 dén

it,’dc 4 trén.



Bii 5: Cach quan 1¥ cic Sheet

- Ta 6 th€ diing cich ré d€ di chuyén va sao chép cidc trang bdng tinh bén trong cira s6
bang tinh hién hanh.

- Hon nifa, ta ¢6 th€ di chuyén hoidc sao chép cdc trang bdng tinh bén trong b ng tinh hién
hianh dé€n 1 cira s bang tinh dang tén tai khic bing cdc tuy chon click chugt phdi vio tab

sheet --> Move Or Copy Sheet, trong hdp thoai Move or Copy chon 1 56 bdng tinh tir danh
sich “To book” s& xudng (n6 hi€n thi danh sich ciia td't cd cdc cita s6 bang tinh dang md).
- Liic d6, chon 1 bdng tinh mi ta muén dit trang bdng tinh & phia trudc, click chon Create

A Copy néu ta mudn sao chép hon 1a di chuyén trang bang tinh va sau cing click mit OK.

Mowve or Copy El E|

Move selected sheets
Move or Copy... % To book:
& | view Code Chuang 2. xlsx 3
Sy Protect Sheet.. Before sheet:
Tab Color 3
Hide
Select All Sheets Sheet?
B SIIERLS SRR Sheetd W
[ Create a copy
G 874 ] [ Cancel
. =




- Theo mac dinh, Fxcel tao cdc cita s6 bang tinh bao gém 3 trang bang tinh, n&u ta‘
tao cdc cira s6 bang tinh théng thung ma bao gém nhiéu hon cdc trang bdng tinh, ta

c6 th€ cé Excel ty déng tao cdc cira s6 bang tinh réng 18n (v4i nhiéu trang bd ng tinh)
chon Excel Options tir Office Button, sau dé chon 1€nh Popular va nhap 1 gid tri vao hgp
Include this many Sheets (tir 1 dén 255) r6i click nit OK.

1. b€ di chuyén 1 trang bang tinh lam hoat déng né bing cach click 1én nhin trang bing
tinh clia né r6i ré nhan tedi hodc phdi di di chuyén trang bang tinh tdi ndi mong muéhn,
khi ta ré& trd chudt thinh 1 bi€u twgng (gidng nhir 1 13 gid'y) cho bi€t trang bdng tinh dang
di chuyén va 1 hinh tam gidc cho bi€t ndi trang bang tinh s& di chuyén dén.

2. Khi ta nhd chudt ra, bdng tinh dugc thd ra trong di€ém mdi clia né, ta cé thé di chuyén
trang bang tinh khic nhau ciing 1 lic bing cich sit dung k¥ thudt niay trudc khi nhém
ching lai.

3. Thay vi muén sao chép 1 trang bdng tinh nhin giit phim Cirl trong lic ré tén nhin
trang bang tinh clia né. Khi ta ré con trd chugt trd thanh 1 biu twrgng gidng nhir 13 gid'y
c6é diu c§np (+) cho biét trang bd ng tinh dang dugc sao chép va 1 hinh tam gid ¢ cho biét
ndi 1 trang bd ng tinh sé dugc dat xudng.

4. Khi ta nhd chut, 1 bing sao ciia trang bdng tinh dugc thd & vi tri thi€t ké, bdng sao
niy cé tén clia trang bdng tinh gdc. Theo sau bdi s6 clia bidng sao bén trong cic diu
ngodc don, n€u ta mudn ta cé thé sao chép cic trang bang tinh khic nhau 1 cich don

. gidn bing cich nhém ching trwdce khi ta nhidn phim Cirl va ré né.



5. Khi xéa bdng tinh ta chi can click phdi trén bdng tinh va chon Delete tir menu

hién ra. Ta ciing cé thé xéa cdc bang tinh khic nhau ciung 1 lic bing cdch nhém cdc
bang tinh lai trrde khi ta chon Delete.

6. Khi ta x6a 1 hodc nhiéu bd ng tinh, ta s& thi'y h§p thoai nhw hinh dudi hién ra. Click
chon nit Ok khi ta muén xéa. Click chon niit Cancel d€ bd qua.

Microsoft Office Excel El

! E Diaka may exist in the sheet(s) selecked For deletion. To permanently delete the data, press Delete,

Delete [ Cancel ]

7. Lwu ¥ ring ta bS sung cdc trang bang tinh mdi bing cdch chon 1€nh Insert tir the
Home --=> Cells --> Insert --» Insert Sheet.



Bai 6: Cach ghi cac Macro

- Nhur dd dé cap, ban c6 thé tao cic Macro dé€ thyc hién tréi chdy céng viéc cia minh
khi ban phdi l4p lai mét chudi cdc bude gidng nhau. Cach d€ nhit d€ tao mdt Macro 1a
ghi né, thii céng m¥ nghé, Ia bao cho Excel phdi ghi chii mdt loat cic thao tac, rdi thic
hién cdc budc ban muén Macro tiy dgng thi hinh, trudc khi ban ghi mét Macro ban cin
hoach dinh né, rdi chay theo trinh tr cdc budc tir m§t dén hai lan trwde khi ban thi'y suw
muén ghi né.
- Ngoii ra, khi cé dip ban nén ghi mét vii sai sé6t. Khéng c6 cich nio nhanh chéng va dé
dang d€ &n dinh chiing ngodi cdch nit ngdn phadn ghi Macro theo cling tén.
- Cdc phim tdt ma ban chi dinh cho Macro s& gat qua bt cit phim tdt nao dang cé ciia
Fxcel khi s6 bang tinh ¢é chifc Macro duge md. Vi du, néu ban chi dinh cho Macro phim
Ctrl + P, ban khéng thé diing t6 hgp Ctrl + P d€ in mét khi s6 bang tinh dé 6 chita
Macro dang md, vil¥ do nay ban nén ding t6 hgp phim Ctrl + Shift lic ndo cé thé
chiing sé& it twdng phdn véi cdc phim tdt dang cé.
- Ban khéng th€ diung 1énh Undo d€ ddo npugce lai cdc hiéu itng ciia Macro. Mit khic
phdi chay Macro mgt cich cin thin. Néu ban cim thi'y lo ling hodc néu lin ddu tién
ban chay mét Macro mdi thi ban nén lru s§ bang tinh cia minh trwdce khi chay Marco.
Vdicichnay ban cé thé chay phién bdn trude d6 clia cita s6 bang tinh néu Macro chay
gap su cé.
- Néu ban tuy chon Personal Macro Workbook, thi né vdn dugc chon cho dén lic ban
w.chon trong mét tiy chon cé sin khic. Vil§ do nay 16t hon h&t ban hi'y quay trd lai hép

t ‘gd Macro va chon This Workboolk, trir khi ban muén tit cd cdc Macro lién
¥ nqu.

rsonal Macro Workbook. m m ﬁ E‘ﬁlznn]



- Md mét s6 bang tinh muén ghi Macro. Chon trang bd ng tinh chiu tic dung v:‘i—-‘
néu cé thé, chon pham vi hoat dgng cia no.

- Chon Record Macro tir thé Developer --> Code.

- Nhap vao t€n Macro trong hop thoai Macro name. (Cho du Excel dé nghi mot

tén. Chﬁﬂg han Macro 1 hodc Macro 2, thi 161 hon ban nén nhip mét tén mé td

nhitng dicu gitip ban d€ ggi nhé muc dich ciia Macro).

- Cdc tén 6 thé 1&n tdi 62 k¥ tr, phdi bat diu bing m§t Mau tu, va cé thé chita

cdc mau ty, cdc s6 vi cdc mi.

Record Macro

Macro nanme:
' _3_1:,-" Macrol |
- Home Insert Page Layout
=R — Shorkout key:
A | 2| Recor aCro
E= = Chrl+ |:|
=== =4 ﬁ Lse Relative References
Visual Macros Skore macra in:
Basic I\ Macro Security

| This Workbool,

Code

Descripkion:

Qe ] [ Cancel




- P€ tao mét Macro ban ¢6 chay nhanh chéng vdi mgt phim tit c6 chira Cirl céng wﬁ‘

mét mau tr trong hdp vin bdn Short Cut Key.

- Ban ciing cd thé dé giit Shift trong khi nhi p mét mau ty d€ tao ra mét 16 hdp phim
tat ma vdi né ban phat lIénh bing cich nhin Cirl + Shift cdng véi mau i,

- Hi'y xem lai phan 18i khuyén va chii thich quan trong cho phin nay.

- Theo mic dinh, Macro dugce lwu trif va sdn cé bén trong s6 bang tinh hi€n hanh, dé
ghi mét Macro cé sdn bén trong tit cd cdc s6 bang tinh thay vi chi mét s6 hi€n hanh,
hi'y chon Personal Macro Workbook, t danh muc s6 xuéng Store Macro in.
{Personal Macro Workbook la m&t bang tinh dic biét an, Macro dugc luu trit & di'y
va luén cé san). Tuy chon Auother duge diing d€ lwu Macro trong s6 bdng tinh mdi.

- N&u ban muén, hi'y nhip mét phan mé td Macro ciia ban trong hép vin bdn
Description. Excel ty déng nhip mét phin mé td tém tdt ¢6 thé ghi tén va npgay nhip
clia ban. Phan mé td nay chi ra lan nita khi ban chon mgt Macro d€ chay nhw d& gidi
thich trong phan k& ti€p ciia cdc trang.

- Nha'p OK d€ biat dau ghi Macro. Néu ban muén ngung viéc ghi macro thi ban chon
1€nh Stop Recording duge thay thé bing 1énh Record Macro.



Bai7: Cachchay Macro
- M6t khi ban d& ghi mét Macro, d6 14 mét van dé d€ dang d€ chay né, xem lai toin D§
trinh cac hoat déng bing mét 1€énh duy nhi't hodc 4n tirng nit mét irén ban phim. Ban cé
chay bi't ki Macro nio ban di ghi, cung cdp mi s6 bdng tinh luu trif trong né md. Thit ra
hai ciach dé€ chay Macro: Ban cé thé chay bat ki Macro nao tir thé Developer --» Code, hon
nita néu ban 4n dinh mgt phim tdt cho Macro, ban chi can nhd'n tirng phim 16 hgp mét d€ thyd
hién tdt cd cdc 1énh dugc lvu trif trong Macro.
_ D€ 4n dinh mét phim it trén Macro. Sau khifkdis

ban di ghi né, chon Developer --> Code --» | Macroname: __

Macros, chon lra Macro trong nghi vi'n, chon £
nit Options va chon mét phim it nhr duge mé
td trong cic trang trrde diy (ban cé thé bd
sung hodc sira d6i mgt mé td tir diy.

- Hi€¢u chinh cic Macro 1a mgt trinh xw 1¥ lién

hgp chinh ding ma bao ham sy hi€u bi€t diéu
gi dé vé Macro clia ngén ngit 1 p trinh duge BTt

vi€t trong d6, (cic Macro li chwdng trinh ma'y
tinh nhé cin thiét).

Macros in:

- . . . Descripkion
- Néu ta click nit Edit hodc 5Step Into trong
hép thoai mét cich ngau nhién. Ban cé thé
gidp mat véi mGt man hinh clia md may tinh

k. Lhiana the hifa dide




- Ban khéng th€ xéa cdc Macro dugc lru trif trong Personal Macro Workboo
cdch chon lya cdc tén clia ching trong h§p thoai Macro va click nit Delete. Thay i ba
phdi “khéng 4n”, cic Macro clia Personal Macro Workbook nay dugc lwu trit trong d6 ban
cdch chon Unhide tir thé View --» Window, chon Personal. XLSB va click OK. Liic dé ban
thé x6a Macro, sau khi x6a ban nén dn lai Personal Macro Workbook, bdng cdch chon Hide

i thé View --> Window.

IInhide workbook:

= Arrange All ! Hide |

i Freeze Panes - ] Unhide

Window

[ Ok ][ Cancel ]

- N&u cdn thi€t, mé cita s6 bang tinh ban mudn dingl

click hoat trang bdng tinh mong muén va chon lya bt k¥ cic 6 nio ma ban mudn lam viéc.
- Chon Developer --=> Code -->» Record Macros.

- Ban nén xem hép thoai Macro, theo miac dinh liét ké cdc Macro trong tit cd cdc 6 banp
tinh mé (ban c6 thé thue hién mét cich chon lva khic tir danh muc sé xuéng Macro In dé
xem cdc Macro tir bi't ki mét trang cdc cita s6 bang tinh md nao) Personal Macro Workbook
luén luén ¢6 sdn khi ban dang 1am viéc trong Excel, click 1&n trén tén clia Macro ban muén
chay. Phin mé td clia né xuit hién & ddy ciia hgp thoai.



- PE€ x6a mét Macro ban chon thé Developer --» Code --> Macro, click 1€n t€n N

Macro ban muén xéa va click mit Delete, click Yes khi dugc yéu cau dé€ xidc dinh lai
viéc mudn xoa.

- Click niit Run dé chay Macro cia ban (ban cing cé thé€ double click 1&€n mét tén
clia Macro d€ chay Macro)...

- T4t cd cac hinh d§ng dugc lvu trit trong Macro s&€ dugc thirc hién mét cach tr dgng.
* Vi du:

- N&u Macro dugc thi€t k&€ d€ dit mét dudng béng ngoai quanh 6 chon lya, né ciing
thuc hi€én nhu vay.

- N&€u ban d dp dung 1 phim tdt t6i Macro cia ban, ban c¢6 th€ chay cic Macro chi
bang cich nhin t6 hgp tirng phim thich hgp, khéng can qua cic hé théng menu.

* Y1 du:

- N&u ban di thi€t k&€ Macro d€ chon cic tiy chon thi€t dit trang xdc dinh (cé the in
theo hudng nd m ngang) cic tiéu dé dau va cudi dac biét va & giita trén trang va ban
da dua cho Macro bing phim tit Ctrd + Shift + P. Ban cé thé chay Macro 1 cach don
gidn nhit 14 nhd'n Cirl + Shift + P.



Bai 8: Cdch thiét 14p 1 Template

- Khi ban thung xuyén phdi xdy dung 1 cifa s6 bdng tinh ma cé cdch nhin va thi€t k&
twdng tvr, ban ¢ thé tr tao 1 khuén miu dé€ lam ting nhanh téc dé lam viéc ciia ban. Cdc
template Ia cic tap tin dac bi€t chira 1At cd théng tin bao gém vin ban, dinh dang va cdcc
dan thi€t k& trang, cdc cbng thifc, cic macro va cic d6 hoa v6n khéng thay déi tir mét clra s
bd ng tinh ti€p theo.

- Ban c6 thé sit dung khuén miu dudi dang di€m khdi diu cho mét cira s6 bang tinh thay vi
x4y dyng né tir nén. Phan nay s& hudng din ban cdch xdy dung khuén mau, va trén tip hgp
cic trang, ti€p theo ban s& hoc cich sit dung chiing lam nén tang cho cic cita sé bdng tinh
mdi.

* Ly §:

Viéc st dung cdc cifa s6 bang tinh lam nén ting Template 14 di€éu hoan toin nén lim. Chi
mé cira s6 bang tinh, x6a bat k¥ dit liéu nao khéng giéng nhau, tir cira s6 bdng tinh nay dén
cita s& bdng tinh khac, cd't gilf bat ky théng tin phd bi€n nao khéng thay d6i va lwu t4p tin
vira sita déi dudi dang 1 Template, nhr duge mé td tir bude 2 d€n budc 7 dudi day.

- Ban ciing ¢6 th€ tao khuén mdu ma Excel sit dyng theo mic dinh khi ban tao ra cic cita s6
bdng tinh, trang bang tinh mdi...

* Wi du:

- Né€u ban tao mdt khuén mau cita s6 bang tinh mic dinh Excel tv déng md 1 bdn sao clia né
vao mdilan ban lwu lai 1 tdp tin bdng tinh méi bing cach click nit New trén thanh céng cy

dhodc Ctrl + N. D€ tao 1 khuén mdu nhw thé, hi'y x4y dyng tp tin sao cho né c6 vai trd lam
&’Q s6 bang tinh mi ¢ dinh. Chon Save as tir Office Button, nhap Book lam tén file.



- Chon thw muc Xlsstart tir danh myc Save In va click nit Save. Phdi chon ding
dudng dan sau: C:\Program Files\Microsofi Office\Office I2\XLSTART.
- Trwde tién, cAn xdy dung mét cita sé bang tinh chifa cic trang bang tinh, vin ban bao gb

cdc tiéu dé, cic tiéu dé cbit va dong, cic céng thirc, dinh dang... ma ban muén chia trong
cdc cifa s6 bang tinh dya trén cdc khuén mau hiy chic chin khuén mau khéng bao him
théng tin nhw dit liéu ban hing, v6n la phin dugc dinh 6 trén cic bang tinh riéng biét.

- Chon Save As tir Office Button -3 Xud't hi€én hép thoai Save As. G6 1 tén cho khuém
mau.

- Chon Excel Template tir hop danh sach Save As Type.

- Bxcel dé nghi sit dung hé s Templates trong hép thoai Save In. N&u thich ban ciing cé thé
lwu khuén miu & 1 trong cdc hé so phy cia ban bing cdch click vao nit Create New Folder.

-

e b N

Save in: I ELSTART
E. 314 Floppy (A:)

=1
:a age Local Disk, (C:)

[ Program Files

My Recent
Documents [ Microsoft Office
[ COfficel2
T, &
- ce DATA PHUNGLTD:)
Desktop e BACK UP (E2)

ceo DATA THINH (F:)

",

:'.
‘h My Documents




Bai 9: Cich sir dyng 1 Template

- M6t khi d& xdy dung dugc Template, viéc tao ra cic cita s6 bdng tinh trén nén tdng
niy la diéu dé€ dang thyc hién.
- Vé mat 1y thuyét, ban cé thé dung cic File clia bdng tinh ¢é quy tic dé lJam nén tdng cho
bang tinh mdi, ban ciing nén tranh nii ro do viéc vi€t dé 1&n phin géc. Nhurng khi ban di
dat nén tdng cho 1 cita s& bang tinh trén 1 khuén mau, Excel s€ trtao 1 bdn sao chép cdc
File.
- Néu ban muén sita ddi Template p&c hon 1a chi tao 1 cita s& bang tinh mdi dya trén d6 thi
ban phdi:
- Chon Open tir Office Button --» Chon hé sd chifa khuén mau va md khuén miu cin sira
d6i (Phdi md ding dudng ddn di Iwu).
- Sau d6 thuc hién cic thay déi mong mudn va click nit Save. Bay gid tit cd cdc cira s6
bang tinh méi ban dit nén tang trén khuén miu di dugce sita d6i s€ phdn dnh cdc thay déi
nay.
- Nhitng trang niy mé ta cich sit dung cdc khuén miu théng thudng duge lvu trit trong héd so
Templates hodc cac hé sd phy clia né. Néu ban di thi€t dat cac khuén mau mic dinh trong
Excel, ban s& khéng phdi thic hién bat cir diéu gidiac bict dé st dung ching. Chi viéc click
nit New d€ md 1 bdn sao clia khuén mdu s& bdng tinh mac dinh (ban ciing ¢é thé€ chon
New tir Office Buiton va chon Blank Wordbook tir hgp thoai New).
- D€ md 1 bdn sao clia khuén mau trang bang tinh mic dinh don gidn chon thé Home --»
gCells --> Insert --> Insert Sheet.
?Cel cung cip 1 56 cdc khué6n mdu di dugc thwc hién sin. Ching ni m trong nhin
PSpeead Sheet Solutions cia hép thoai New. bafaé ndtié mathchy™ L T




- Vao Office Bution --> Chon New --= Hip thoai New Workbook hi€n ra.
- Chon niit 1énh Templates --» My Templates: n€u ban Ivu trit khuén mau trong hé so
Templates.

- Click 1&n nhin tiéu bi€u cho hd sd phu mi ban hru trit khuén mau trong d6. Vi du: click 1é
nhin Spreadsheet Solutions néu ban Ivu trit khuén mau trong hé so phy cia Template. Vdi
Click 1¢én khuén mau ciia ban rdi click chon OK, ban cling co th€ double click 1&n khuén ma
muén s dyng.

- Excel tao 1 cita s6 bang tinh dua trén khuén mau nhy duge trinh bay. Luu ¥ ring tén cifa s6
bang tinh l1a phan bién d&i tén khuén mau (né 1a tén cia khuén mau céng vdi 1 s6 lan phu
hdp s6 lan ban md 1 tip tin cita s6 bang tinh mdi cin ¢t vao khuén mau). iy la 1§ do tai
sao ban khéng nén ghi d& khuén mau géc khi ban hru.

- Bay gi¢ thi ban cé thé nhip dit li€u vao cita s6 bang tinh clia ban va thuc hién ba't ki thay
déi ndo ban thich.

- Khi ban thyc hién xong cic thay d8i dé€n cita s6 bang tinh, click nit Save va sau dé luu tap
tin bing cic ding hodc dn dinh 1én Excel dén né hodc 1 s6 tén khic ma phi hgp vdi né hon.
Cdchnay ho so dudc hi€n thi 3 diy chi khi chiing chifa cic khuén mau Excel.



Bii 10: Ki€m tra ki€n thitc d

I. Ciu héi:

1. BE chon nhi€u bang tinh ta 1am nh thé nio ?

2. D€ hié€n thi nhiéu bang tinh cliing mét lic ta thirc hi€n nhr thé nao ?
3. Macro ding d€ lam gi ?

IT. Trd 18i:

1. D€ chon nhi€u bdng tinh ta nha'n phim Ctrl va chon tirng Sheet.

2. D€ hi€n thi nhiéu bang tinh cing mét lic ta thy'e hi€n nhu sau:

- Chgn thé View --> Window --> Arrang All --> xdc dinh ki€u hi€n thi

3. Macro ding d€ thirc hi€n tr6i chdy céng viéc clia minh khi ban phdi lap lai mét
chudi cic budc giéng nhau.



Céau 1

Pé chon nhiéu Sheet cing 1 Idc ta nhdn Ctrl + Click chudt
tal dong tén cdc Sheet.

a. Phing

b. Sai

Cau 2

s o o | < - o [ -
bé sip x€p nhiéu coa s6 ldim viéc theo chiéu doc, ta vio
menu Windows --> Arrange va chon:

a. Tiled

. Horizontal

-y

c. Vertical

=

. Cascade o
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Bai 1: Cdc phim tdt théng dung trong Excel

FO: Khi muén tham khio k&t qud tinh ra clia him dang dugc sit dung la m déi
s6 cho hiam khdc hodc dang 1a thanh phin ciia 1 c6ng thifc thi ta ddnh diu toan
b dang thitc clia ha m dé trén thanh céng thifc ri nhan phim F9, d€ trd vé
trang thdi cii, nhin Ctrl + Z.

Ctrl + A: Sau khi viét tén him ding vio céng thirc, thuc hién bude 2 clia céng
thitc, hién diu md ngodc va danh sich d6i s6 cia ham.

Ctrl + Shift + A: Ty déng dién thém cip ddu ngodc va dang thirc clia cic doi
s6 ngay sau tén him (Khi d& nhip xong tén him trén thanh céng thirc).

F4: Chuyén ddi giita dia chi twdng déi va dia chi tuyét déi.

F1: Md hop thoai Trg gitp.

F2: Hiéu chinh hi m.

Cirl +O: M 1 tap tin mdi.

Ctrl + N: Tao 1 tap tin mdi.

Ctrl + 5: Luu tap tin.

Cirl + P: M3 hgp thoai Print.

Cirl + Z: Hiy bd thao tdc vira lam.



* Phim tdt Alt:

- Nhan giit phim Alt d€ hi€n thi cdc nit chifa cic phim tdt sit dyng vdi phim Al.
Alt + F: Ma thue don cua Office Bution.
Alt + 1: Luu tap tin.

Alt +2: Hiy bd thao tdc vira thare hién.
Alt + 3: Lap lai thao tdc vira hiiy bé.
Alt + 4: Xem trwrdce khi in.

Alt + H: M3 thue don Home.

Alt + N: M3 thue don Insert.

Alt + P: M4 thye don Page Layout.

Adt + M: Mg thwe don Formula.

Alt + A: M3 thue don Data.

Alt + B: M3 thare don Review.,

Alt + W: M3 thue don View.

Ctrl + C: Lénh Copy.
Cirl + X: L&nh Cut.
Cirl + V: L&nh Paste.



Cirl + F: M3 hép thoai tim kiém. —
Ctrl + H: M3 hép thoai thay thé,
Ctrl + G: M3 hgp thoai po to.

Ctrl + A: Chon 14t cd vdn bdn.
Cirl + K: M3 hép thoai Insert Hyperlink (si€éu lién két).

Ctrel + B: In dam.
Ctrl + I: In nghiéng.
Ctrl + U: Gach dudi.

- Dichuvén qua phdi, |PgUp |Lén mdtmin hinh
gua trai
Tl Lén xudng mot 6 PgDn | Xuéng mét min
hinh
Home Vé 6 diu tién cua Ctrl+ |Véd Al
déng Home
Crrl + Dichuyén vé tdi bién | Crl + | Dichuvén tdi 6
phim miii | cda ving dif liéu hién | End cudicing trén bang
ten thdi1 tinh
End + Di chuyén qua mét
phim miii | kh&i dit liéu bén
ten trong cGt hodc dong & P




Ciel + 1: M3 hép thoai Format Cell. .
Alt + Enter: Xuéng dong trong cling 6.

Cirl +; : Pua vio gié hién hinh clia may tinh.

Atl + = : Tinh téng ty déng Auto Sum.

Cirl - : X6a cac 6 di chon.

Ctrl + Shift + =: Chén cic 6 trénp.

Ctrl + SpaceBar: Chon toan bg dong.

Shift + SpaceBar: Chon toan bd cot.

Ctrl + Shift + ~ : Dinh dang sé General.

Ctrl + Shift + § : Dinh dang s tién t€ vdi 2 56 1€.

Cirl + Shift + %: Pinh dang s6 phan trim khéng l1iy 56 1€.
Ctrl + Shift + * : Pinh dang s6 khoa hoc vdi 2 56 1€,

Ctrl + Shift + #: Pinh dang ngay.

Ctrl + Shift + @ : Dinh dang gidg.

Cirl + Shift + ! : Dinh dang s6 ¢6 dau phi'y ngin cich ngan triéu, 1d'y 2 56 1€.
Ctrl + Shift + & : V& dudng vién xung quanh khéi.

Ctrl + Shift + : Xéa tdtcd cdc dudng bicn.

Ctrl +9: Che diu dong.

Ctrl + Shifi + (: Théi che ddu dong.

Ctrl + 0 (zero): Che ddu cot.

Cirl + Shift +): Théi che da'u cot.

Ctrl + Shift +: : Chén gid hién hinh cia_hé théng.



Bai 2: Thd thuit trong Excel

I. Bittén cho 1 &:

- Chon & cin dit tén.

- Vao thé Formular --> Define Name --> Hgp thoai Define Name
hi€n ra.

- Trong & Names in Workbook: G6 tén can dit cho 6 vao. g | A3 Define Nag -

£ Use in Forfiula

Mame
Manager B Create from Selection

[ Defined Mames

Marne: | | |
acope: Warkbook v

Comment:

Refersto: | _sheet11yDge B

[ Ok, ][ Cancel ]




II. Chifc ning phéng to diy man hinh (Full Screen):

- D€ phéng to diy man hinh: Vao thé 1énh View --» Trong viing 1énh Workbook
View --> Full Screen.

- B€ quay trd vé ch€ d§ binh thudng: Click vao nit Close Full Screen.

(Op) "9~ -1 )+

Home Insert Page Layout Formulas Data Review View

| j| | |_J E‘ Fl'.lll-':l: v F::urmljJIa Bar L{

' Gridlines + Headings

Fage Page Break | Custom  Full Zoom
Layout  Preview Views Screen Message Bar

Waorkbook Views % Show/Hide




II. Pinh dang s6 001 khi
nhip vao:

- Chon cdc & cian dinh
dang.

- Vio thé 1énh Home,
trong vung Cell --» Format
Cell --= Hop thoai Format
Cell hién ra.

+ Chon thé Number -->
Click chon Custom.

+ Trong 6 Type: g6 vao
000 --= EKhi d6 ta nhap
vao 6 56 1 thi s&€ c6 dinh
dang la 001.

Format Cells

SEeciaI

Mumber | Alignment Fant Border Fill Prokection
Cateqgory:
zeneral Sample
Murmber ani
Currency
Accounting Tvpe:
Date
Tirne 0oo
Percentage General ”
Fraction 0 i
Scientific 0,00
Text #, 820 —
#,#20.00

£ 3000, #20)

#2820 [Red](#, #40)

£ #3000 ;(#,##0.00)
#£,#20.00 ;[Red]i#,##0.00)
$, R0 (54, 240)

§2, 220 n[Red](§#,#20)

b

Type the number Farmat code, using one of the existing codes as a skarking point,

[ Ok M ’ Cancel




IV. Tao mat md cho tap tin:
- D61 vdi 1 56 t4p tin d6i lic ta cdn phdi tao mit mi khi md d€ tranh sy t&6 mo cia nh
ngudi khac.

- Click chon niit Office Button --> Click chon Save As --> Hop thoai Save As hicn ra.
- Click chon niit Tools s& xuéng -->> Click chon General Options -->> HGp thoai General
Options hié€n ra gém ¢cé cic tiy chon sau:

- Trong & Password to Open: g6 mat mid dé md tdp tin vao.

- Trong & Password to Modify: g& mat md d€ chinh sita ni dung d p tin (it sit dung 6
nay).

- Read Only Recommended: thi€t 14 p thudc tinh chi doc.

- Click niit OK --» Hién ra hép thoai xdc nhin g6 lai mat md 1 lan nifa.

- P€ hoan tit ban phii chgn menu File --> Save.

* Luu ¥:

- Cach bd mdt mi tuwdng ty cdch tao nhung x6a mit mi trong 6 Im

[ always create backup ename
File: shating P

~ ban

Password ko open: | Map Metwaork Drive...
Fassword to modify: Properties

[ ] pead-only recommended Web Options...

2, l I I%J’ Zancel generaletinns...%
B |

Compress Pictures...



V. AutoCorrect - AutoFormat - AutoText:

- Click chon nit Office Button --> Fxcel Options --> Hgp thoai Excel Options --» Tron
muc Proofing, click chon nit AutoCorrect Options dé€ hi€n thi hé p thoai AutoCorrect
Qptions vdi cic tuy chon sau:

1. Thé AutoCorreci:

- Dung d€ lam cho mét tir cAn phdilip dilip lai nhiéu 1dn 1 cdch nhanh nhi't (dudng td1)
chinh sita 16i khi khéng nhd r6 ring cdach viéi cia i nay. Tt muc Proofing, click chon ni
AutoCorrect --> HGp thoai AutoCorrect hi€n ra --> Thé Autocorrect.

+ D€ tao 1 tir méi: Trong phian Replace as you type (thay th€ khi ban p6) ban nhip vio 6
Replace tir g6 vdao va 6 With tir s& dugc thay thé --» Click niit Add d€ thém vio danh

sa ch AutoCorrect.

+ D€ x6a 1 tir: chon trong danh sd ch --» Click mit Delete.

+ Mgt s6 tiy chon khac:

- Show AutoCorrect Options buttons: hi€n thi niit tiy chon Autocorrect.

- Correct TWo INitial C Apitals: Sira 16i 2 tir viét hoa lién tiép.

- Capitalize first letter of sentences: Vi€t chit hoa ddu ciu.

- Capitalize first letter of table cells: Viét chit hoa dau mdi 6 trong bang.

- Capitalize name of days: Vi€t chif hoa tén clia npgiy.

- Correct accidenial use of cAPS LOCK key: sira 14i khi ding phim Caplock.

AutoCorrect options

h Change how Excel corrects and formats text as you type: l 5utﬂCnrrE|q: Options... I




2. Thé AutoFormat As you type:

Gom cic thi€t 1§p cho viéc ty dgng dinh dang khi nhip vin bdn.
+ Replace as you type: thay thé tir khi gé vao.

+ Apply as you work: tw dgng a p dung dinh dang khi g6 vao.

+ Automatically as you work: ty dgng khi nhip vin bian vao.

AutoCorrect

AutoCorreck | futoFormat As You Type | Smart: Tags |

Feplace as wou tvpe

Internet and network paths with byperlinks
Apply as you worl,

Include new rows and columins in table
Automatically as wou wark,

Fill Formulas in tables to create calculated columns

o,
% (n) 4 N [ Zancel
v




VI. Thay d&i don vi do clia Ruler:

- Click vao nit Office Button --> Excel Options --> Hop thoai Excel Options
hién ra --> Trong muc Advanced, kéo thanh trwgt xuéng ngay ving Display va
ngay muc Fuler Units --> Chon ddn vi do thich hgp (Thwdng 1a Inches hodc

Centimets).

Display

Advanced
_ Show this number of Recent Documents: |17 = G
Customize
Ruler units | Default Units

Add-Ins

Show all windows in the Taskbar
Trust Center Show formula bar
Resources Show fundtion ScreenTips

Show chart element names on howver

Show data point values on hover
For cells with comments, show:
{:} Mo comments or indicators

(¥) Indicators only, and comments on hover

{:‘-' Comments and indicators



. ) B
VIL Quy dinh vi€c hicn thi s6 tip tin di md trong Office Button:

- Click vao nut Office Button --> Excel Options --> Hgp thoai Excel Options
hién ra -->» Trong muc Advanced, kéo thanh trugt xuéng ngay viing Display -->
Trong 6 Show this number of Recent Documents: chon s& tdp tin cin hién thi,

véi mic dinh1a 17 t4p tin.

Display

Advanced |
) Show this number of Becent Documents: |17 = G
Customize
Ruler units | Default Units

Add-Ins

show all windows in the Taskbar
Trust Center Show formula bar
Recources Show function ScreenTips

Show chart element names on hover
show data point values on hover

For cells with comments, show:
{:} Mo comments or indicators

{E} Indicators only, and comments on hover

{:‘-' Comments and indicators



VIII. Protect Sheet:

- Cho phép ngudi ding bio vé Sheet trong viéc dinh dang hod ¢ di€u chinh.

- Vao thé 1énh Review --»> Trong viing Changes, click chgn Protect Workbook s6
xudng --» Chon cdc thi€t 1§p bao vé vin ban can thiét.

_/EI L"[],% J &1 Protect and Share Workbook
==

@ Allow Users to Edit Ranges

Protect Protect Share
Sheet ‘Workbook ~ Workbook |o# Track Changes ~
Changes

'-LE]% tJ @]F’rntect and §

= @Allnw Users t
Protect Share
Workbook = ' Waorkbook _.,} Track Change

Restrict Editing

Protect Structure and Windows
Restrict Permission
v | Unrestricted Access

Restricted Access

Manage Credentials



IX. Thao tac vdi nhi¢u tap tin:

Khi m@ nhicu tap tin Excel, n€u muén si p x€p giita cic cifa s6 iwng dung
Excel: vio thé 1énh View - Trong viing Windows, click chon cic dang sip
x&p sau:

+ New Window: md 1 cita s6 mdi.

+ Arrange All: sip x€p doc 1t cd.

+ Split: phin chia lai cdc cifa sé.

A

- Néu muén chuyén déi qua lai giita cic cita s8 wng dung thi click chon niit

Switch Wil | ] .-‘\.' .""\.- . 1 P . " ."I."t - .-‘\.' P
I = 1 split 1 View Side by Side |
| i = lf‘H
— - —.! Hide 3, Synchronows Scrolling
Mew  Arrange Freeze L N Save Switch
Window  All  Panes~ Snnide | g Resel Window Fositon | \Weorkspace Windows T

) Horizantal
() Vertical
() Cascade

[ ] windows of active workbook

I K N[ Cancel




X. Tao chi thich (Comment): -
- Pat con trd ngay vin bdn can tao chi thich.

- Vao thé 1énh Review --> Trong ving Comments, click chon nit New Comment
--» Nhap chi thich vao.

- b€ x6a bé chii thich di tao: click chudt phdi ngay vj tri ciia chi thich va chon
Delete Comment.

i3 Show All Comments

Comments %

1 A Show/Hide Comment
ol g A TA
Mew Cielete Previows ot
Comment

o o e
‘K’ CHU THICH:
1 4 I




XI Thao tac vdi Ribbon:

- Ribbon la ddi ruy bing chita cic céng cy l€nh cia tirng thé 1€nh trong chudng trinh.
* P& thu nhé Ribbon, ta thuc hién cdc budc sau:

- Click chuét phii & viing thé 1énh d€ xua't hién popup menu --> Click tiy chon
Minimize the Ribbon. Khi dé, Ribbon chi hién ra khi ta click chon vio thé 1énh ma
théi. Khi khéng click chon thé 1&nh thi Ribbon sé& ty déng an di.

Customize Quick Access Toolbar..,

Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon %

XII. Thay déi vi tri clia Quick Access Toolbar:

- Quick Access Toolbar la thanh céng cu truy cap nhanh chéng, ding chira cac

nit 1€nh thudng dugc sit dung thuSng xuyén nhw: Save, Undo, Redo.

* Ta cé thé diéu chinh vi tri cia Quick Access Toolbar theo cd ¢ budc sau:

- Click chugt phii & viing thé 1&énh d€ xuit hi€n popup menu --» Click 1 trong 2 tiy
chon sau:

+ Show Quick Access Toolbar Below the Ribbon: d€ hi€n thi thanh cong cy bén dudi
vi tri cia Ribbon.

+ Show Quick Access Toolbar Abow the Ribbon: d€ hi€n thi thanh céng cu phia trén
T"'i tri cia Ribbon. Customize CQuick Access Toolbar...

. Show Quick Access Toolbar Below the Ribbon
E‘ L I e e L BT [ S PR



* Ta ¢6 thé tiy bi€n thanh céng cy Quick Access Toolbar theo cdc bude sau:
- Click chugt phdi & ving thé 1énh d€ xud't hién popup menu --» Click tiy chon Customize
Quick Access Toolbar --= khi d6 hgp thoai PowerPoint Options hi€n ra vdi myc chon la
Customize.

- Click chon cidc cong cy bén ving Choose command form --= Sau do, click chon nit Add dé
dem cong cy vao Quick Access Toolbar.

-bé thay d8i vj tri clia cdc céng cu trong Quick Access Toolbar, ta chi viéc diéu chinh 2 mit
Move Up d€ di chuyén 1én hodc niit Move Down d€ di chuyén xuéng.

-Péloaibd 1 céng cy ra khdi Quick Access Toolbar, click chon céng cy dé va sau dé click
nit Remove.

- Niit Reset: cho phép ted lai gid tri mic dinh ban diu cia Quick Access Toolbar.

customize Quick Access Toolbar...

Show Cuick Access Toolbar Below the Ribbon

Minimize the Ribbon
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4 Chuong 10
Phy luc mdt 6 ham thong dung

I. Nhom ham Text:

I. Ham SUBSTITUTE

Cii phdap: SUBSTITUTE (Dit liéu chudi, Chudi cii, Chudi mdi, n)

Gidi thich:

Thay thé Chudi cii trong dit liéu biing Chudi mdéi.

Su thay thé chi xdy ra tai 1an xudt hién th n trong Dit liéu chudi.

Néu khong ¢6 n, tit cd Chudi cii trong dit liéu chudi sé dudc thay thé bing Chudi mdi
Vi du 1: Khong ¢6 doi s n, tit ¢d tir “Trung” dugc thay thé bing “Tiéu”

F

£ | =SUBSTITUTE(AL,"Trung","Tiéu™)
| A A B
1 |Trudng Trung Hoc Trung Hiéu |Trugng Ti€u Hoc Ti€u Hiéu

Bl <~ [

Vidu 2: B6i s n la 1, chi thay tir “Trung™ xuat hién lan diu tién bdi tor “Tiéu”

#

fe | =SUBSTITUTE(AL,"Trung","Tiéu",1)
A B
1 Trudng Trung Hoc Trung Hiéu |Trudng Tiéu Hoc Trung Hiéu

Bl v [




Chuong 10:

Phy lic mdt s8 ham thong dung

2. Him REPLACE
Ca phap:

REPLACE (Dir liéu chudi, nl, n2, chudi mdi)
Gidi thich:

Thay cac ky tu tinh tif vi tri nl dén vi tri n2 trong Dit liéu chu

Vi du:

=
o

01 vdl chudl mdi.

=
e

Thay doi chudi tai 6 Al, biit ddu thay tir ky tu thit 6. Thay 4 ky t, chudi mdi 1a “phat trien

phan mem sinh vien hoc sinh™
Chudi két qua sau khi thay thé:

Bl - 'i‘ Jfx | =REPLACE(A16 4,"Phat trien phan mem sinh vien hoc sinh")

A B

1 Nhom 55DG Nhom Phat trien phan mem sinh vien hoc sinh

C D

2 ey
E.JILII? REETFT - Bl 4 fe | =REPT(A13)
G%]-"FII;I”P-Ih- L3 E:L:“lil o 4n A = .
1a1 thich: Lap la1 Chuol n lan { lsspe SSDGSSDGSSDG |

Lip chudi trong 6 Al 3 lin —




4 Chuong 10:

Phy luc mdt s6 ham thong dung
4.’11;111!1 CODE o N Bl - .E\ £ | =CODE(AL
Ca phap: CODE (Dt iéu chudn)
Gii thich: Pl A B € -
Tra vé mot 6 12 ma ky wr cta Dir liéu 1A I |

Tra vé ma s0 cua chudi trong 6 Al

5. Him CHAR

- = :
Cd phip: CHAR (Dt liéu s6) BlL - fal =CHAR(6))
Gidithich: Tra vé ky ty ¢6 mi tuiong ng A B C D
Tra vé ky tw c6 mi 1a 65 1 A l

6. Him EXACT
Ca phiap: EXACT (Dit iéu chudi 1, Dir iéu C1 - [ fe | =EXACT(AL1B1)
, — L ,
Eh_‘,ff”tl;} ] A B C D

1a1 thich: S

s . - 1 55DG 55dG FALSE

Dung dé so sinh 2 dir iéu chudi. — —
Tra vé gid tri TRUE néu 2 dif liéu chudi gidng nhau (cé phin biét chit hoa, chir thuting),

F

ngudc lai tri vé FALSE C1 - (» fe | =EXACT(A1 UPPER(B1))

-y ) Y, o . -
So sanh chudi trong 6 Al va chudi dude A B C D B
1 |55DG 55dG TRUE |

tra vé bdi him UPPER déi vdi chudi =
trong 6 Bl T -




4 Churong 10:
Phy luc mdt s8 ham thdng dung

7! Ham FIND

Ca phap: FIND (Chudi tim, D@ liéu chudi, n)

Giai thich:

Ham tim chudi chi dinh & déi s6 1 (Chudi tim) trong Dit liéu chudi ¢ doi so thit 2 tai vi tri bit
diu tim 13 n. Néu khéng ¢6 n hodc n=1 thi viéc tim ki€m sé& bit diu tir Dir ligu chudi.

Ham FIND la him c6 phin biét kiéu chir.

Tra vé 16i #Value! néu khong tim dudc

Tim ky trr “a”. K&t qui tim dudc tai ky t thit 4 cha chudi

Bl v Je | =FIND("a" Al)
| A A B C
1 ABCabc 4

Tim ky tr “a”. Bit diu tir ky tw thi 5 clia Al
Két qud trd vé 1a #Value! vi tif vi tri thi 5 ctia chudi trd di khong ¢é ky tw “a”.

BI <~ (° £ | =FIND("a".A13)

A B C
1 |ABCabc & | #VALUE!




g Chuong O:
Phu luc mdt s6 ham thdng dung

S.IH:-?lm SEARCH

Ci phiap: SEARCH (Chudi tim, Dit liéu chudi, n)

Giai thich:

Ham SEARCH tim Chudi trong D hiéu chudi bt diu tim vi tri thit n cta Dit liéu chudi.
Him SEARCH khong phin biét ki€u chit.

Tri vé mot s6 14 vi tri ctia ky tr ddu tién cta Chudi tim trong Dit liéu chudi.

Tim vi tri ddu tién xudt hién chudi “b” trong chudi & 6 Al

B1 - (- fe | =SEARCH("b" A1)
A B G ]
1 ABCabc 2

Tri vé 161 #Value! néu khong tim dudc

BiI v (° £ | =SEARCH("e" A1)
A B C
1 |ABCabe & [ #VALUE!




r Chuong 10:
‘ Phu luc mbt a8 ham théng dung

I1. lNhffnm him so:
1. Him ROUNDUP

Ca phap: ROUNDUP (Dt Ligu s0, n)

Giai thich:

Cong dung va ¥ nghia cdc doi s6 nhir ham ROUND. Nhung ludn lam tron ting. Cic so bén

trdi s6 lim tron ludn ting 1 cho di s6 bi lam tron nhé hon 5

Lam tron s6 trong & Al theo chiéu thuin dén phin nguyén 1 don vi.

Bl <~ (°

I

=ROUNDUP(A1-1)

A

B

C

D

E

1 34321

2. Him ROUNDDOWN

350

Ci phip: ROUNDDOWN (Dif liéu s6, n)

Giai thich:

Cong dung va ¥ nghia cdc doi s6 nhir haim ROUND. Nhung ludn lam tron giam. Cédc sd bén

trdi s& bi 1am tron khong ting 1 cho dii s6 bi 1am tron 16n hon 5

Lam tron so trong & Al theo chiéu nguge dén phin nguyén 1 don vi

BI <~ (°

I

—ROUNDDOWN(AL-1)

B

C

D

E

540




r Chuong 10:

Phy luc mdt 56 ham thong dung

3. Him TRUNC

Ca phiap: TRUNC (Dir Ligéu 50, n)
Giai thich:

Lam tron dit liéu sé.

n: chi dd chinh xdc cua viéc lam tron.

Bl

~TRUNC(A1)

Khong ghi s6 n c6 nghia n bing 0.
Vidu I: —

o % e o - kK i - P 1
Lam tron s trong & Al bdng cdch bo di cdc phin

A

B C

54321

tir diing sau diu chim thip phin. Cdc phin tir con lai giit nguyén

Két qua sau khi lam tron vdi n=0

543

D

Vi du 2:

B1 - [

~TRUNC(AL,1)

Lim tron s6 ndm trong 6 Al bing cdch chi liy 1 s6

sau ddu chim thip phin, bo cdc s6 thip phin con lai (1 |
Két qua sau khi lam tron vdi n=1 —

A

54321

5432

C D

~TRUNC(A1-1)

D

Vi du 3:
Lam tron s& ndm trong 6 Al bing cdich bo di cdc 80 ndm sau ddu chim thip phin. Thay so
o s ~ -~ = "
cudl cua phan nguyén bing s6 0 B1 - ,i\ £
Két qua sau khi lam tron vdi n=-1
A B C
1 54321 540
—1 | |




Vv Chuong 10:
Phy luc mdt o8 ham thdng dung

4. Him SUMPRODUCT

Cid phdap: SUMPRODUCT (Ming 1, Mang 2, ...)

Giaai thich:

Cdc mang phdi ¢6 cling s6 phin tif va cling chiéu.

Céc phin tf giita cic ming nhin vdi nhau theo timg phan tif twong ng.

Cong tat ca phin tif trong mang tich cudi ciing,

Vi du:

Nhin 3 mdng lai vdi nhau theo timg phin tif twong dng, sau d6 cong tit cd phin t trong ma
trin tich. Két qua ctia ham thu dude nhu sau:

DI <~ £ | =SUMPRODUCT(A1:A4,C1:C4)
A B C D E F
1 2 3 140]
2 4 5
3 6 7
4 g 9

Két qui thu dude sau khi sit dung haim SUMPRODUCT



d Chuong 10:
Phu luc mdt s6 ham théng dung

5! Ham ACOS

Cu phiap: ACOS (Dt igu 56

Giai thich:

Ham trd vé arcos clia ddi s6 him theo don vi radian.

Dif liéu s& ctia him phdi niim trong khodng (-1,1)

Vi du: Tinh arcos (-0.5) AT - («. £ | =ACOS(-0.5)

A B C D
7 20943951

Két qud trd vé gid tri arcos (-0.5)

6. Haim ACOSH

Cu phiap: ACOSH (D hiéu s0)

Giai thich:

Ham tra vé gid tri bién ddi nguge hyperbolic cosin cta dif lidu so.

Dt liéu s0 la s6 thuc bat ky == 1 AT . (‘ £ | —ACOSH(1)

A B C D

7 0

Ké&t qua trd vé bién doi ngude hyperbolic cosin ciia |



d Chuong 10:
Phu lic mdt 6 ham thong dung

7.'Ham ASIN

Ca phiap: ASIN (Dt hiéu 50

Giai thich:

Ham trd vé arsin chia doi s6 theo don vi radian.
Dit liéu s6 clia ham phdi nim trong khodng (-1,1)
Vi du:

A7~ (0 £ | =ASIN(-0.5)
A B C D
7 [-0.5235988

K&t qud trd vé gid tri Arcsin (-0.5)

8. Him ASINH

Ci phdp: ASINH (Dir liéu s0)

Giai thich:

Ham trd vé gid tri bién d6i ngude hyperpolic sin clia mot sd.

D6&i s6 clia ham 1i mot s& thye bat ky AT v (0 —ASINH(-2.5)
Vi du: A C D
Tinh gid tri bi€n doi nguge hyperbolic sin cta -2.5 7 [ 6472311
1 3 o X Y Lo N . 1T ¥
Tinh gii tr1 bién do1 ngude hyperbolic sin cua 10 A7 . (,. —ASINH(10)
A C

7 12.99822295 1

> ]



g

Chuong 10:
Phu luc mdt 6 ham thdng dung

9.|H€1m ATAN

Ci phdp: ATAN (Dit liéu s6)

Giai thich:

Ham tra vé arctang cua don so theo ddn vi radian

Vi du:
Tinh arctag (1)

10. Ham ATAN2
Ca phip: ATAN2 (u,v)
Giai thich:

AT~ (0

—ATAN(1)

A

C D

0.78539816

Hiam tra vé mot s0 1a s0 do cha goc tao bdi truc toa dd Ox va Ot, vdi t co toa do (u,v).

So do ctia goe dudc tinh theo don vi radian.

Gid tri trd vé co tri tuyét doi <= pi (3.14)

Né&u u=v=0, ham tra vé 161 #DIV/0!

Vi du:

Tinh s6 do clia géc tao bdi truc Ox va Ot vdi t (1,1) 7
Tinh s6 do clia géc tao bdi truc Ox va Ot vdi t (-1,-1)

A1 - (0

AT~ [

I

—ATAN2(L,1)

A

C D

0.78539816

S

—ATAN2(-1-1)

A

B

C

D

-2.3561945




4 Chuong 10:
Phu luc mdt 6 ham thong dung

1!. Him ATANH

Ci phiap: ATANH (D Liéu s09)

Giai thich:

Ham tri vé gid tri bién doi nguge hyperbolic tang clia mot s
Vi du:

Tinh gid tri bién doi ngude hyperbolic tang ctia 0.76159416

A7 - (o £ | =ATANH(0.76159416)

A B C D E
7 1 1.00000001

Tinh gid tri bién d6i ngude hyperbolic tang cta -0.1

AT <~ (o £ | —ATANH(0.1)
A B C D
7 [-0.1003353




r Chuong 10:
Phu luc mbt o6 haim thdng dung

ILJ. Ham CEILING
Ci phdp: CEILING (DP6i s6 1, Dol so 2)
Giai thich:
Him trd vé mot sé lam tron 1én Déi s6 1 dinh dang theo Daéi s6 2.
Néu cid 2 doi s6 cia him déu khong phdi 1a ki€u s6 thi ham trd vé 161 #VALUE!
Néu Poi s6 1 va Poi s6 2 ngude dau thi him sé trd vé 161 #NUM!
Lam tron 1én t6i s6 hang thi nhit cta phin s6 nguyén
A7 o~ (o £ | =CEILING(2.5.1)

A B C D
7 3

Truting hdp cd hai doi s6 mang diu (-)

AT <0 fo | =CEILING(-25-2)
A B C D




Chuong 10
Phu luc mdt s8 ham thong dung

T{'uﬂng hdp 2 d6i s6 ngude nhau

AT

e

—CEILING(-2.52)

A

B

C D

? I

#sNUM! | &

- - - ~ _ E ~ o - -~
Lam tron dén s6 hang dau tién sau dau chiam thip phin

AT

- »

Jx

~CEILING(1.5,0.1)

A

C D

7

1.5

Liam tron dén s6 hang thit hai sau didu cham thiap phin

AT

e

I

=CEILING(0.234,0.01)

A

C D E

0.24




r Chuong 10:

Phy luc mdt o6 ham thdng dung

13. Haim SMALL - e S SMALL(ALALL
Cid phiap: SMALL (Ming, n) = — (ALALL
Gidi thich: A & s L
Ham trd vé tri nhd thit n clia Mdng. 1 3 21
Néu n<= 0 hay 1dn hon tong s6 phin tif ¢6 kiéu - 7
dit liéu s6 ctia Mdng thi him trd vé 161 #NUM! 5 4
Tim gid tri nhd thi nhit trong mién A1:A6 4 2
Ham trd vé gid tri #¥NUM khi n<0 D6i s6 n lon hon s6 phén tif clia mién

Bl ~( fo| =SMALL(A1:A4-1) BI o~ (° fo | =SMALL(A1:A45)

A B C D ] A B C D

1 & 5] ENUM! 1 & 5| ENUM! |
2 7 2 7
3 4 3 4
4 2 4 2
Cha y:

Ham SMALL bo qua 6 trong va O chita dir liéu dang chuoi.
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14. Ham LARGE

Cu phiap: LARGE (Ming, n)

Giai thich:

Ham trd vé gid tri 16n thit n ctia Mdng.

Né&u n<= 0 hay 1dn hon tong s6 phan tf ciia mdng rong thi ham trd vé 161 #NUM!
Tim gid tri 1dn th nim cGa mién A1:B6

c2

-

I

~LARGE(A1:B6,5)

A

B

C

D

I

da Fa L3 pa

R e R
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IlII. Nhém him tim kiém
l. Him ROW
Ci phip: ROW (Tham chiéu)
Giai thich:
Néu khong ghi tham chiéu: Trd vé mot s 1a s6 hiéu dong hién hianh
ct ~( A | =ROW()
A B C D
1 1

Tinh s& hiéu dong clia 6 hién hinh
Néu tham chiéu 1a mot 6: Tra vé mot s6 1a so hiéu dong ctia tham chiéu
C1 - (> £ | =ROW(BS)

A B C D

L

1

Tinh s& hiéu dong clia BS
Néu st dung ham nhu mét cong thifc Méng thi trd vé tip hdp 1a cdc s6 hiéu dong ctia cic

phin tif tham chiéu.
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.

2. Ham ROWS
Ci phip: ROWS (Khéi tham chiéu)
Giai thich:

Ham trd vé mot so 1a tong so dong cha khoi tham chiéu
Tinh s& dong tham clia ma trin dudc tao bdi khoi 6 dude tham chiéu tdi B5:C7

N £ | —ROWS(B5:CT)
A B C D
1 3.
3. Him COLUMN
Cl:lfhap: COLUMN (Tham chiéu) C1 - (‘ £ | =CcoLUMND
Giai thich: " B c 5
Néu khong ghi tham chiéu, ham trd
vé 1a s6 thit t ciia cot hién hanh ! 21
Né&u tham s6 14 mot 6, him trd vé mot ci - (\ £ | =COLUMN(B3)
s6 12 s6 thit tr cha ot dude him tham chiéu téi A B C D
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4 Him COLUMNS
Cti phdp: COLUMNS (Khoi tham chiéu)
Gidi thich: Cl - £ | =ZCOLUMN(B5:CT)
Ham trd vé mdt s0 1a téng so cdt clia A B C D E
khi tham chi€u Tinh tdng s6 cot ciia ma 1 5
trin tao bdi khéi 6 B5:C7 - 1

5. Haim TRANSPOSE

Ci phdap: TRANSPOSE (Khéi tham chi&u)

Giai thich:

La ham Ming. Chuyén déi khoi tham chi€u Dong thinh Cot, Cot thanh Dong
Chuyén vi ma trin tao bdi khoi 6 AL:A3

c1 -0 e | [=TRANSPOSE(SA31:5A%3)}
A B C D E F

AD AD DF BV

DF

BV

CHON 32 O NHAP HAM

MHAN CTRL+ SHIFT + ENTER
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Ei.l Him AREAS

Ci phip: AREAS (Tham chiéu)

Giai thich:

Him trd vé s6 ving trong mién tham chiéu. Tham chi€u t6i mdt 6 hay mdt chudi cdc 6 va cé
thé tham chiéu nhiéu mién.

Néu ban muén tham chiéu dén nhiéu mién thi phai dit cic mién trong ciip diu ngodc don
nim trong ciip diu ngodc ctia ham. Cdc mién cich nhau béi dau *,”

Vi du:

Xic dinh s6 ving tham chiéu

Al <~ £ | —AREAS(B2:D4)
A B C D
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7. Him ISNA

Cii phéap: ISNA (Tham chiéu)

Giai thich:

Him trd vé gid tri TRUE khi tham s6 1 161 #N/A.

Diing dé xit Iy cdc truong hdp tham chiéu khong thinh cong khi sir dung cdc him do tim
Vi du: Kiém tra xem dif liéu trong 6 B3 ¢6 phadi 1a 161 #N/A khong

<0 fe | =ISNA(B3)
A B C
1 Maichidce vu  Tén chide vu
2 NV Nhin vién FALSE

3 TP #NIA TRUE _I

4 GD Gidm déc FALSE
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8! Him ISTEXT

Ci phdp: ISTEXT (Tham chiéu)

Giai thich:

Ham trd vé tri TRUE khi tham chi&u 1a kiéu dit liéu chudi

Ngudc lai, ham trd vé tri FALSE
Vidu 1: Kiém tra “SSDG” ¢6 phdi la dir liéu kiéu TEXT khong

Al

- | ™

I

=ISTEXT("55DG")

A

B

C

D

E

TRUE |

i

Vi du 2: Kiém tra “123” ¢6 phii 1a dit liéu kiéu TEXT khong

Al

G

j

“ISTEXT(123)

B

C

D
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E'.I Ham ISNUMBER

Cii phdp: ISNUMBER (Tham chiéu)

Gidi thich:

Ham trd vé tri TRUE khi tham chiéu dit liéu kiéu s& Neuwde lai, him trd vé tri FALSE
Vidu 1: Kiém tra “123” ¢6 phdi la dif liéu s6 khong

Al <~ £ | ZISNUMBER(123)
A B C D i
i [ TRUE

Vi du 2: Kiém tra “SSDG” ¢6 phdi la dit liéu so khong

A1~ fe | =ISNUMBER("SSDG")
A B C D E
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16. Ham ISBLANK

Ca phédp: ISBLANK (Tham chiéu)

Giai thich:

Ham trd vé tri TRUE khi tham chiéu la 6 rng
Neuge lai, ham trd vé tri FALSE

Vidu 1: Kiém tra 6 B1 ¢6 phdi la rong khong

ct <~ £ | ZISBLANK(B1)
A B C D
1 SSDG TRUE

Vidu 2: Kiém tra 6 Al ¢6 phdi la rong khong

ct <~ £ | ISBLANK(A1)
A B C D
1 SSDG FALSE
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I'l. Ham ISNONTEXT

Ci phap: ISNOTEXT (Tham chiéu)

Giai thich:

Ham trd vé tri TRUE khi tham chi&u chia dir liéu khéng phdi TEXT.

O réng ciing dude xem 1a Non-Text

Vidu 1: Kiém tra dit liéu trong 6 B1 c6 phai la dir liéu kiéu text khong.

c1 -0 £ | ZISNONTEXT(B1)
A B C D I
1 SSDG123 TRUE
EN 123 |
Vi du 2: Kiém tra dit liéu trong & A2 Cl1 v 'f_‘ fe | =ISNONTEXT(AZ)
c6 phai la dit liéu kiéu text khong, A B C D E
1 SSDG123 TRUE
2 13 |
Vi du 3: Kiém tra dit liéu trong & Al C1 M 'i‘ f | =ISNONTEXT(A1)
¢6 phai la dir liéu kiéu text khong, A B C D E
S5DG123 FALSE

L | FALSE |
2 123
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Bai T4p Co Bén

[!Li Céc phép todn s6 hoc
©

$ Cac phép todn ludn 1y

g% Cac ham todan hoc

) Céc ham ludn 1y

If% Cdc ham thong ké

w Cac ham ngay thang thor gian
l!‘% Cédc ham xi 1y chudi

<) Cac ham do tim

$ Béng chiét tinh gid thanh

!. E% Tinh tha, ngay trong thing va nam nhudn



Bi TAp Co Bén

@ Bing thanh todn luong
rai Tinh luong vi s6 ngay lam thém

@ Tao bing ciru chuong

f$ Gidi phuong trinh bic nhat

l!% Gidi phuong trinh bic hai

) Bing chi ti€l thong tin khiach hang ctia mot khach san
!{‘i Tinh kél qua thi cudi khoa

w Tinh thianh tich vin ddng vién

@ Thé nhip xuit kho

@ Tinh tién khach san



Bai TAp Co Bén

!% Tinh 0 win va s6 ngay khich &
?% Vé db thi
gi% Tinh két qui hoce tip

Tinh tOng gid tri xuit khiu néng sin
% Phiéu bdo diém cho hoc vién
fﬁi Tinh tong két cudi nam
? Bing két qui thi
?% Bio cdo doanh thu
?% Tinh tong s0 ngay hoc cia mot khod hoc

w Tao s6 thit



Bai Tap Md Rong

# - .n':' a~ ~F
Danh sach san pham xuat khiu

Bang luong cua gido vién
Bing thanh todn tién dién

Phin loai theo bic ludng ctia gido vién

-

hong ké k€t qué thi tuyén sinh
Xac dinh tén loar xe

Bing chi tiél mua xe gin mdy
Bang tiéu thu nhién liéu

Bing tong két nhdp xuit nong sin

Tinh wdi hién hanh

Q000000900090

Bing ké chi tiét mit hang may miic

b



Bai Tap Nang Cao
Bing thanh todn luong
Tinh thué thu nhip
Xép loai két qua thi cudi khoa
Bing thdng ké nhip nhién liéu
Tinh luong theo hé s&
Bing tinh cude phi vin tai
Bing ké tién phong va tién dich vu
SO thué bing Video
Thong ké tién luong ctia nhiin vién

Thong ké nhip xuit cdc mit hiing

R R R R R
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