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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.




Nhirng ham mai trong Excel 2013

Quan trong Két qua dugc tinh toan ciia cong thirc va mot s6 ham trang tinh
Excel c6 thé kha khac biét giita may tinh chay Windows str dung kién triic x86
hodc x86-64 va may tinh RT chay Windows sir dung kién tric ARM. Tim hiéu

thém vé cic khac biét.

Bam vao bét ky tén ham nio trong danh sach sau day dé xem tro gitp chi tiét vé

ham do.
Tén ham Kiéu va mé ta
. Toan hoc va lwong giac: Tra vé arccotangent ctia mot
Ham ACOT .
SO
. Toan hoc va lwong gidc: Tra vé dang acrtang
Ham ACOTH _ ;
hyperbolic ciia mot so
. Toan hoc va lwgng gidc: Chuyén doi mot s La Ma
Ham ARABIC , .
thanh s6 A Rap, dudi dang mot s
. Toan hoc va lwong giac: Chuyén d6i mot sb thanh
Ham BASE ) . .
ban trinh bay dang van ban vé1 co s6 da cho (co s0)
Ham Thong ké:  Tra vé xac suat cua két qua thir nghiém

BINOM.DIST.RANGE bang cach dung phan bé nhi thirc

Ham BITAND Ky thuat: Tra vé mot "Bitwise And" cta hai s6




Ham BITLSHIFT

Ham BITOR

Ham BITRSHIFT

Ham BITXOR

Ham CEILING.MATH

Ham COMBINA

Ham COT

Ham COTH

Ham CSC

Ham CSCH

Ham DAYS

Ky thuat: Tra vé mot sb gia tri dugc dich sang trai

bang sd bit dich chuyén
Ky thuat: Tra vé mot bitwise OR ciia hai s6

K thuat: Tra vé mot sb gia tri duoc chuyén sang phai

bang sd bit dich chuyén

Ky thuat: Tra vé mot bitwise "Exclusive Or" cua hai

SO

Toan hoc va hrong giac: Lam tron so 1én, dén sd

nguyén gan nhat hoic boi sé gan nhat co nghia

Toan hgc va lwgng giac:
Tra ve so luong cac két hop véi tan suat 1ap cho mot s6

muc da cho

Toan hoc va lwong gidc: Tra vé dang cosin hyperbolic

cua mot sO
Toan hgc va lwgng giac: Tra veé cotang cua mot goc
Toan hgc va lwgng giac: Tra ve cosecant cua mot goc

Toan hoc va lwong giac: Tra vé cosec hyperbolic ctia

mot goc

Ngay va gio: Tra vé sb ngdy giita hai ngay



Ham DECIMAL

Ham ENCODEURL

Ham FILTERXML

Ham FLOOR.MATH

Ham FORMULATEXT

Ham GAMMA

Ham GAUSS

Ham IFNA

Ham IMCOSH

Ham IMCOT

Ham IMCSC

Toan hoc va lwong giac: Chuyén doi mot dai dién
dang vin ban cua mot sb trong mot co s6 duge cho thanh

mot s6 thap phan
Trang web: Tra vé chudi md URL

Web: Tra vé dir liéu cy thé tir ndi dung XML bang
cach dung XPath da xac dinh

Toan hoc va lwong gidc: Lam tron s xudng, dén sb

nguyén gan nhat hoic boi sé gan nhat c6 nghia

Tham chi€u va tra ciru: Tra vé cong thurc voi tham

chiéu d4 cho dudi dang van ban
Thong ké: Tra vé gia tri ham Gamma

Thong ké:  Tra vé 0,5 thap hon phan bd liiy tich

thuong chuan hoa

L6-gic: Tra vé gia tri ma ban xac dinh néu biéu thuc
giai quyét thanh #N/A, néu khong tra vé két qua cua biéu

thac
K§¥ thuat: Tra vé cosin hyperbolic cia mot sb phirc
Ky thuat: Tra vé cotang clia mot s6 phirc

K§ thuat: Tra vé cosec ctia mdt s6 phiic.



Ham IMCSCH Ky thuat: Tra vé cosec hyperbolic cia mot sé phuc.

Ham IMSEC K§¥ thuat: Tra vé sec cia mot sd phiic

Ham IMSECH Ky thuat: Tra vé sec hyperbolic ctia mot sb phirc
Ham IMSINH K§¥ thuat: Tra vé sin hyperbolic ctia mot s6 phirc
Ham IMTAN Ky thuat: Tra vé tang ctia mot s6 phirc

Théng tin: Tra v& TRUE néu c6 mot tham chiéu dén
Ham ISFORMULA

mot 6 c6 chira mot cong thirc

Ngay va gio: Tra vé sb cta sd tuan ISO ctia nim cho
Ham ISOWEEKNUM

maot ngay da cho

. Toan hgc va lwgng giac: Tra vé ma tran don vi hodc
Ham MUNIT

hudng dd xac dinh.

Vin bian Chuyén doi van ban thanh sé theo cach doc
Ham NUMBERVALUE

lap ban dia

Tai chinh: Tra vé sé chu ky dugc yéu cau boi mot
Ham PDURATION

khoan dau tu dé dat dén mot gid tri d8 x4c dinh

Thong ké: Tra vé sb lugng cac hoan vi ctia mot s dbi
Ham PERMUTATIONA

tuong (co ldp lai) co thé duogc chon tur téng s6 doi tuong

. Théng ké: Trave gia tri cia ham mat d§ cho mdt phan
Ham PHI . , :
bo thuong ti€éu chuin



Ham RRI

Ham SEC

Ham SECH

Ham SHEET

Ham SHEETS

Ham SKEW.P

Ham UNICHAR

Ham UNICODE

Ham WEBSERVICE

Ham XOR

Tai chinh: Tra vé mot 13i suat trong dwong cho sy ting

truong ctia mot khoan dau tu
Toan hoc va lwong gidc: Tra vé sec ciia mot goc

Toan hoc va lwong gidc: Tra vé sec hyperbolic cua

mot goc

Thong tin:  Tra vé s trang tinh cia trang tinh duoc

tham chiéu

Thong tin: Tra vé sd lugng cac trang trong mot tham

chiéu

Thong ké: Tra vé do xién ctia phan b dua trén tong
thé: dic trung mac d6 mat ddi xting ctia phan bd xung

quanh trung binh cua no

Vin ban Tra vé ky tu Unicode 1a cac tham chiéu boi

gia tri s6 thirc d4 cho

Vin ban Tra vé sb (diém ma) tuong Gng véi ky tu dau

tién cua van ban
Web: Tra vé dit liéu tir mot dich vu web.

L6-gic: Tra vé mot OR riéng 16-gic cua tat ca cac doi

SO



Toan hoc va lwong giac: Tra vé arccotangent ctia mot

Ham ACOT .
SO
. Toan hoc va lwong gidc: Tra vé dang acrtang
Ham ACOTH _ ;
hyperbolic cia mét so
. Toan hoc va lwong gidc: Chuyén doi mot s La Ma
Ham ARABIC . . ,
thanh s6 A Rap, dudi dang mot s
. Toan hoc va lwong giac: Chuyén d6i mot sb thanh
Ham BASE ) . .
ban trinh bay dang van ban vé1 co s6 da cho (co s0)
Ham Thong ké: Tra vé xac suit cia két qua thir nghiém

BINOM.DIST.RANGE bang cach dung phan b nhi thirc

Ham BITAND Ky thuat: Tra vé mot "Bitwise And" cua hai s6

Ky thuat: Tra vé mot s6 gia tri dugc dich sang trai
Ham BITLSHIFT

bang sd bit dich chuyén

Ham BITOR Ky thuat: Tra vé mot bitwise OR ctia hai s6

. K thuat: Tra vé mot s6 gia tri duoc chuyén sang phai
Ham BITRSHIFT

bang sd bit dich chuyén

. Ky thuat: Tra vé mot bitwise "Exclusive Or" cua hai
Ham BITXOR

SO



Ham CEILING.MATH

Ham COMBINA

Ham COT

Ham COTH

Ham CSC

Ham CSCH

Ham DAYS

Ham DECIMAL

Ham ENCODEURL

Ham FILTERXML

Ham FLOOR.MATH

Toan hoc va hrgng giac:  Lam tron sé 1én, dén sd

nguyén gan nhat hoic boi sé gan nhat co nghia

Toan hgc va luwgng giac:
Tra vé s lugng céac két hop vo1 tan suat 1ap cho mdt $6

muc da cho

Toan hoc va lwong gidc: Tra vé dang cosin hyperbolic

cua mot sO
Toan hgc va lwgng giac: Tra veé cotang cua mot goc
Toan hgc va lwgng giac: Tra ve cosecant cua mot goc

Toan hoc va lwong giac: Tra vé cosec hyperbolic ctia

mot goc
Ngay va gio:  Tra vé sb ngdy giira hai ngay

Toan hoc va lwong giac: Chuyén doi mot dai dién
dang vin ban cua mot sb trong mot co s6 duge cho thanh

mot sb thap phan
Trang web: Tra vé chudi md URL

Web: Tra vé dir liéu cu thé tir ndi dung XML bang
cach dung XPath di xac dinh

Toan hoc va lwong giac: Lam tron s xudng, dén sb

nguyén gan nhat hoic boi sé gan nhat c6 nghia



Ham FORMULATEXT

Ham GAMMA

Ham GAUSS

Ham IFNA

Ham IMCOSH

Ham IMCOT

Ham IMCSC

Ham IMCSCH

Ham IMSEC

Ham IMSECH

Ham IMSINH

Ham IMTAN

Ham ISFORMULA

Tham chi€u va tra ciru: Tra vé cong thuc voi tham

chiéu d4 cho dudi dang van ban

Thong keé:

Thong keé:

Tra vé gia tri ham Gamma

Tra vé 0,5 thap hon phan b lily tich

thuong chuan hoa

L6-gic: Tra vé gia tri ma ban xac dinh néu biéu thirc

giai quyét thanh #N/A, néu khong tra vé két qua cua biéu

thire

Ky thuat:

Ky thuat:

Ky thuat:

Ky thuat:

Ky thuat:

Ky thuat:

Ky thuat:

Ky thuat:

Tra vé cosin hyperbolic ctia mot s6 phirc
Tra vé cotang ctia mot s6 phirc

Tra vé cosec cia mot s6 phec.

Tra vé cosec hyperbolic ctia mot sb phirc.
Tra vé sec cua mot s6 phirc

Tra vé sec hyperbolic ctia mot s6 phirc
Tra vé sin hyperbolic ctia mot s6 phirc

Tra vé tang cua mdt sO phirc

Théng tin: Tra v& TRUE néu c6 mot tham chiéu dén

mot 6 c6 chira mot cong thirc



Ham ISOWEEKNUM

Ham MUNIT

Ham NUMBERVALUE

Ham PDURATION

Ham PERMUTATIONA

Ham PHI

Ham RRI

Ngay va gio: Tra vé so cua sO tuan ISO cua nam cho

maot ngay da cho

Toan hgc va lwgng giac: Tra vé ma trdn don vi hoac

hudng dd xac dinh.

Vin bian Chuyén doi van ban thanh sé theo cach doc

lap ban dia

Tai chinh: Tra vé sd chu ky dugc yéu cau boi mot

khoan dau tu dé dat dén mot gid tri d8 x4c dinh

Thong ké: Tra vé sb lugng cac hoan vi ctia mot s dbi

tuong (co ldp lai) co thé duogc chon tur téng s6 doi tuong

Théng ké: Trave gia tri cia ham mat d§ cho mdt phan

bé thuong tiéu chuan

Tai chinh: Tra vé mot 14i suit twong duong cho su

tang trudng cua mot khoan dau tu

Khi ban tao cong thirc va sir dung ham trong trang tinh Excel trén may chay h¢

diéu hanh Windows RT, ban c6 thé thdy nhitng khac biét nho giira két qua tinh

toan nay v4i két qua tinh toan trén PC c6 cdu trac dya trén x86 truyén thong. Piéu

nay xuat phat tir sy khac nhau gitra thiét ké bo xir Iy duoc st dung trén may tinh

chay hé¢ diéu hanh Windows RT va mdy tinh duva trén x86. Nhitng khac biét niy

5 7. J A ’ ’ A 2 5 ~ A r ~  thu -
xay ra v&i mirc do chinh xac rat cao, chang han nhu & chir sO ¢6 nghia ™ 14 hodic

15.



C6 gi méi trong PowerPivot trong
Excel 2013

Quan trgng Tinh nang nay khong kha dung trong Office trén may tinh RT chay

Windows. Ban mudn xem phién ban nio cua Office minh dang dung?

Microsoft Excel 2013 dugc tich hop sau hon véi chitc nang PowerPivot. Vi du, bay
gio ban c6 thé nhap va lién két s6 lugng 16n dif liéu tir nhidu ngudn ngay trong
Excel bang cach dung mot mo hinh dir liéu méi dung sin ma khong can phai di
dén ctra s6 PowerPivot. PowerPivot cung cap méi truong cho mé hinh dit liéu nang

cao hon va két ndi v4i cling mot mé hinh dit liéu. Poc vé nhitng thir khic ma ban

c6 thé 1am trong PowerPivot.

Chitc niing mé hinh di li¢u co ban nay dwge cii sin trong Excel

Trong Excel 2010, ban di cai dit bd trg PowerPivot cho Excel 2010 dé c6 thé nhap

va lién két so lugng 16n dit 1i€u tir nhi€éu nguoén khac nhau.

Trong Excel 2013, phan 16n chtic ning d6, bao gdm cé co sd ha tang hd trg no,

duoc tich hop sén truc tiép trong M hinh Dit liéu trong Excel. Khdng can cai dat

mot bo tro riéng biét, bay gio ban c6 thé:

« Nhap hang triéu hang tir nhiéu ngudn dit lidu.
« Tao quan hé giita di liéu tir nhiéu ngudn khac nhau va giita nhiéu bang trong

Mot PivotTable.



« Tao céc trudng tinh toan ngdm (trude dy goi la 'sd do') — cac phép tinh
duogc tao ty dong khi ban thém mdt truong s6 vao Vung tha xuéng gia tri clia
Danh sach Truong.

« Quan ly két ndi dir licu.

Do d6 tat ca ngudi dung Excel gio ddy c6 thé xdy dung mé hinh dit liéu ma ho c6
thé dung lam co s cho bao cdo Power View, PivotTable va PivotChart. Excel tur
dong tai dir liéu vao b may phan tich trong bd nhd xVelocity (trudc day goi 1a

VertiPag), ma truéc day chi sin co voi bo trg PowerPivot. M6 hinh dir liéu trong

Excel con c6 nhiing loi thé khac:

o Xu ly dir li€u nhanh.
o Dt li€u dugc nén & murc dd cao, tao té€p & kich ¢ co thé quan ly.

o Dt li¢u dugc Ivu bén trong s6 1am viéc Excel, do d6 no c6 tinh di dong.

Bo tro PowerPivot cling san c6 va cung cap kha nang 1ap mo hinh nang cao hon

cho nhitng nguoi 1dp mo hinh dir liéu giau kinh nghi€ém.
PowerPivot trong Excel cho mé hinh dir liéu ning cao hon

B6 tro PowerPivot trong Excel, két ndi v6i cing mot mé hinh dit liéu, cung cip
mdt moi treong 1ap mo hinh phong pht hon cho phép nhitng nguoi1 dung giau kinh

nghiém tang cuong cac mod hinh cta ho.
Vi du, véi bd trg PowerPivot trong Excel, ban c6 thé:

o Loc dir li¢u khi nhap. Ban c6 thé nhap dit liéu trong ca Excel va PowerPivot,
nhung khi nhap dit li¢u trong PowerPivot, ban co thé loc bo nhirng dit li¢u
khong can thiét & chi nhap mot tap hop con.

« Doi tén bang va cot khi ban nhap dit liéu trong PowerPivot.



« Quan Iy mo hinh va tao cac mdi quan hé bang tinh ning kéo va tha trong
Dang xem So dd.

« Ap dung dinh dang (dé ding trong b4o cao Power View va PivotTable).

« Xac dinh cac trudng tinh toan cta riéng ban dé dung trong toan bd so 1am
Viéc.

« Xac dinh cac chi sé hiéu suat then chdt (KPI) dé dung trong PivotTable.

« Tao cdu tric phan cap do ngudi dung xac dinh dé dung trong toan b sb 1am
Viéc.

« Xac dinh goc nhin.

« Ty sang tac cac phép tinh cua riéng ban bang cach viét cac cong thirc ning
cao ding ngdn ngit biéu thirc Biéu thirc Phan tich Dit liéu (DAX).

o Dung cac dir liéu nang cao khac va cac thao tac lap mo hinh.

Nhirng tinh ning nay khong co sin trong Excel. Dé dung nhiing tinh ning nay, ban
can bat bo trg PowerPivot cho Excel 2013. Bd tro niy c6 san trong Microsoft

Office Professional Plus. Hy xem Khai dong PowerPivot trong Excel 2013 dé biét

thém théng tin.

Néu trude ddy ban da str dung PowerPivot, mot vai tinh ning c6 trong cac phién
ban truéc diy ctia PowerPivot khong cé sian trong PowerPivot trong Microsoft

Excel 2013. Hiy xem bang trong phan C6 gi mdi trong Danh sach Truong dudi

day dé biét chi tiét. Xem Nang cap M6 hinh Dit liéu PowerPivot 1én Excel 2013

néu ban c6 cac so lam viéc PowerPivot hién dang ton tai ma ban du dinh stra va

dung trong Excel 2013.

C6 gi trong Danh sach Trwong méi



Excel va PowerPivot gio ddy c6 mot Danh sach Truong don, dong nhat. Mot s6

tinh nang ctia Danh sach Truong da thay d6i so v&i phién ban PowerPivot trudc

day (v. 2, dugc kém theo SQL Server 2012) trong phién ban nay. Vi du, gio day

ban c6 thé kéo cac truong tryc ti€p vao Vung tha xuong gia tri (d€ tao cac so do

ngam) va thém trudng vao cac slicer truc tiép tir Danh sach Trudng. Céc tinh ning

khac da di chuyén va c6 sin & cac vi tri khac trong cira s6 PowerPivot. Nhiing tinh

ning khac khong c6 sin trong Excel 2013.

Tinh nang

Tao hoac dinh dang
cac truong tinh toan
trong Danh sach

Trudng

HO tro cho céc
truong tinh todn

ngam

Xem cac phoi canh

Vi tri
Ban khong con phai tao cac trudng tinh todn bang cach bim
chudt phai vao mot bang trong Danh sach Truong. Ban tao,
stra va x0a chung trong mot PivotTable bang cach bam vao

Truong Tinh toan trong ruy-bang PowerPivot trong Excel.

Ban ciing c6 thé tao cac trudng tinh toan trong Ving Tinh
toan, cira s6 PowerPivot (khong thay d6i so véi phién ban
trugc day).

Vi Excel 2010, ban can bd trg PowerPivot dé tao cac truong
tinh toan ngdm—trudng tinh toan ma ban tao chi bang cach
kéo va tha cac cot s6 vao ving Gia tri cua Danh sach Truong

PowerPivot.

Vi Excel 2013, ban c6 thé tao cac trudng tinh toan ngam
trong Danh sach Truong cho PivotTable ban tao trong

PowerPivot va Excel.

Giéng nhu véi v.2 cia bd trg PowerPivot, trong Excel 2013



Tao chi so hi€u suat

then chét (KPI)

Thém mo ta

ban xac dinh phéi canh tur tab Nang cao.

Trong v. 2 cua PowerPivot, sau khi tao mdt phéi canh, ban
xem phdi canh d6 ctia mé hinh trong Dang xem So d6 hoic
loc Danh sach Trudng PowerPivot theo phdi canh d6. Khong

con ¢ thé loc Danh sach Trudng.

Trong PowerPivot trong Microsoft Excel 2013, ban chon
phéi canh dé dung trong tab Nang cao, cho phép ban xem
mdt phdi canh nhat dinh cua toan bd mé hinh trong ludi Dang
xem Dir liéu va trong Dang xem So d ctia ctra s6
PowerPivot. Diéu nay cho phép ban lam viéc hiéu qua hon
vo1 mot tap con cac bang trong mot mo hinh 16n.

Trong phién ban PowerPivot trudc ddy, ban chi c6 thé tao
KPI bang cach chon mot trudng tinh toan hién c6 trong Danh

sach Truong.

Tao KPI khong con dugc gin voi Danh sach Truong. Ban

tao, stra va x0a KPI tir ruy-bang PowerPivot trong Excel.

Ban ciing c6 thé tao KPI trong Vung Tinh toén cua ludi Dang
xem Dit lidu trong ctra s6 PowerPivot (khong thay doi).
Gidng nhu trong bo trg PowerPivot v. 2, ban thém mé ta cho
cac cOt, bang va trudng tinh toan bang cach bam chudt phai

vao chung trong ctra s6 PowerPivot.

Trong Excel 2013, cac mo ta khong hién thi dudi dang meo

cong cu khi ban di chudt qua céac truong trong Danh sach



Tim kiém siéu dit
li¢u trong Danh sach

Trudng

Thém slicer vao

PivotTable

B& tri slicer tu dong

Tu dong phat hién

moi quan h¢

Trudng, ma chung hién thi trong Danh sach Trudng cia mot
trang tinh Power View. Sau khi ban thém mo ta trong
PowerPivot, hdy lam méi trang tinh Power View dé xem
chang.

Khong c6 tinh niang tim kiém trong Danh sach Truong. Thay
vao d6, chung t6i da thém tuy chon tim kiém siéu dit liéu vao
ctra sO PowerPivot. Trong ca Dang xem So d0 va Siéu Dir
liéu, hily bAm Tim kiém trén tab Trang chu cta cira s6

PowerPivot dé tim kiém siéu di liéu.

Luu ¥ rang ban khong tim kiém dir liéu trong cac 6 riéng 1é,
ma chi tim kiém siéu dir liéu ctia bang—vi du, cac tén truong.
Slicer san dung khi bAm chudt phai vao truong bat ky trong
Danh sach Truong.

B tri slicer thanh cac nhdm theo chiéu ngang hoic theo
chiéu doc bang cach bam vao cac tlly chon Can chinh Slicer

trén ruy-bang PowerPivot trong Excel.

Khong ¢6 sin trong PowerPivot trong Microsoft Excel 2013.

Phan loai dir liéu va goi y tir DataMarket

Khi ban thém bang vao PowerPivot, PowerPivot c6 thé tw dong phan loai mdi cot.

Vi duy, PowerPivot s€ phan loai c0t chira té€n thanh phé la Thanh phé va danh sach

tén cdng ty 1a Cong ty. Ban ¢ thé stra d6i phan loai ty dong, phan loai dit liéu cua

riéng ban, hodc tat hoan toan tinh ning nay.

Phan loai dir liéu cua ban c6 hai lgi ich chinh. Vi cac cot dugce phan loai:



« Windows Azure Marketplace ¢ thé goi ¥ dir liéu tir DataMarket, ma dir liéu
d6 c6 thé lién quan t6i dit lidu ctia ban. Vi dy, né co thé goi y dir liéu diéu tra
dan s6 hodc thoi tiét. Dit liéu duogc go1y co thé tir mot nha cung cép dir liéu
mién phi ching han nhu Lién Hiép Qudc, hodc tir mot cong ty tinh phi dit
liéu. Ban s& chon nén chip nhan nhimng goi y nay hay khong.

« Power View c6 thé cung cép dang tryc quan hoa thich hgp cho dit li¢u cua
ban. Vi dy, néu dit liéu cta ban c6 cac dia chi URL, Power View c6 thé két

xuat cac URL nay nhu cac siéu két noi.
Hb tro' nhiéu ngdn ngir hon

PowerPivot dugc dich ra tit ca 40 ngdn ngit Office. PowerPivot gio ddy hd tro cac

ngdn ngir tir phai sang trai nhu tiéng A Rap va tiéng Do Thai.
Hb tro kich c& tép 16m hon trong Excel 64-bit

Céc phién ban trude day gidi han kich ¢& cia mot sé 1am viéc 1a 2 GB trén 6 dia va
4 GB b6 nhé. Gi6i han nay dam bao rang s6 1am viéc Excel chira dir liéu
PowerPivot s& khong bao gid vugt qua kich & tai 1én tép ti da theo quy dinh cua

SharePoint.

Gio day khi ma mo hinh dir liéu 13 mot phan cua Excel, gidi han kich c& tép tdi da
khong con nita. Néu ban dung Excel 64-bit, kich ¢& s6 1am viéc chi bi gii han boi

dung luong 6 dia va tai nguyén bd nhé trén may tinh ctia ban.

Giéi han ma cac nén tang khac dit ra van ap dung. SharePoint Server 2013 van c6
kich c& tai 1én tép t6i da 1a 2 GB. Tuong tu, néu ban chia sé s6 lam viéc trong

SharePoint Tryc tuyén hodc Office Web Apps, ban c6 thé dugc hudng din dé mo



s6 lam viéc trong Excel néu tép qua 16n dé ma trong trinh duyét. Thong tin thém

Vé gi6i han kich ¢& tép trong Pic tinh va gigi han M6 hinh D liéu.

Ché @6 Nang cao 1a dang xem mic dinh méi

Trong Excel 2013, khi ban bAm vao Quén 1y dé di dén ctra s6 PowerPivot, theo

mac dinh ctra s6 nay bao gom tab Nang cao.

« Dé an tab Nang cao, hiy bdm nut Tép ¢ bén trai cua tab Trang chi >

Chuyén sang Ché d¢ Binh thuwong.

+Dau Trang



Tinh nang cua Microsoft Excel 2013

O phan trude chiung ta d4 biét mot vai tinh ning ctia Microsoft Excel 2013 vé cach

chén chit, chén logo hay céch thém chu thich vao bang tinh Excel 2013. O phan 2
nay chdng tdi mudn gisi thiéu thém vé tinh ning chén file PDF, cach tao biéu d6

"mini" hay céch gan shortcut cho biéu tugng trong Excel 2013
Cheén file PDF vao trong Excel

Trong bai viét nay minh thuc hién trén Excel 2007, trén Excel 2003 va 2010 ciing

twong tu nhé!



Ban Click chon Ribbon Insert > Object (nhu hinh minh hoa)
anh24

O muc Object Type: chon Adobe Adrobat Document. Panh diu check vao

muc Display as icon (y mudn 1a dé icon cua file PDF trén 1 cell cua Excel)

Bookl - Microsoft Excel
F‘ag out Fcur las W ‘uf' Logd Test
) i ﬁ L —
(8] clip Art “ %f' “ o Q) -Textan
_GJ Shapes ~ J Header & Foo
PivotTable Table Picture Column  Line Pig Ear Area Scatter Other Hyperlink
% I7) smartart % # i = = W e A wordart -
Tables Hlustrations Charts F] Links
Al - (» £ |
Pha2a> 8 | ¢ | o | € | ¢ | & | #w | 0 | 4 | K
1
| |
2.
3 1
&
5 1
o |
?.
E.
9 1
10]
11
Lo, | .
M 4 » ¥ | Sheetl - Sheet2 ~ Sheet3 ,¥J ' ' ' 0 N e |
e =210

Chon file PDF can thém vao > Nhin OK



Create Mew | Create from File

Obiject type:

Adobe ﬁ.n:ral:l.:nt Dnr'umv.-_-nt
fYaiu]a]=

Adobe .ﬁ.n:mbat Securltr.-' Settings Document
AutoCAD Drawing

Bitmap Image

Corel BARCODE 11.0

Corel PHOTQ-PAINT 11.0 Image M

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

Result

Inserts a new Adobe Acrobat Document
EFB object into your document as an icon,

Adobe Acrobat
Document

[ EK ] [ Cancel

J

Két qua ta dugc nhu hinh bén dudi
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Bookl - Microsoft Excel

|'.zﬁf; lg ) - [
i it |

- Haome Insert Page Layout Formulas Data Review View Load Test Team

F ] B g Tl ) @ T

Column Line Pie Bar Area Scatter Other Hyperlink

PivoiTable Table Picture

% I2) smartart % # > < = R e A waordart -
Tables Mustrations Charts F Links
Object 1 - S | =EMBED("AcroExch.Document.7","")
T T v —
1 1}
2
3 1}
4
5 1}
ﬂ 1}
:Ir 1}
E i}
9 4
10]
11
4 4 b ¥ | Sheetl Sheet? . Sheet3 . ¥1 [ | m

Ready H@@ Lm

Tao biéu d6 “mini” trén Excel 2013

Tinh ning Sparkline trén Excel 2013 cho phép ban tao biéu dd thé hién su ting
giam cua s liéu trén mot hang hay mot cot, biéu do chi ndm gon trén mot 6 duy

nhat.

Dé tao biéu dd “mini”, ban nhin chudt vao 6 s& chira biéu dd, rdi vao
menu INSERT > chon mdt trong ba loai biéu d6 can tao trong nhomSparkline,
gom: Line (dd thi), Column (biéu db cot), Win/Loss (loai biéu dd trong d6 cac gia

tri cao co cot hudng thang 1én trén, nhitng gia tri thap c6 cot hudng xudng phia



dudi). Sau khi chon biéu d6, hop thoai Create Sparklines hién ra yéu cau ban chon
viing dit liéu can dua vao biéu dd. Ban ding chudt khoanh vung dir liéu can ding,

theo chiéu doc hay chiéu ngang. Xong, ban nhan OK dé chip nhan.

A E C D E F G
ra o (v 3 | T
1 DOANH THU 6 THANG DAU NAM
2 Thangl Thang2 Thiang3 Thangd4 Thing5 Thangé
3 100 200 200 300 100 500 e’
4f___300 ___300 __ 25 __ 140 __ 230 330, I
5 200 404 400 S00 360 450
= ' ||
E Create Sparklines M
I
8 Choose the data that you want
9 Data Range: | A4:F4 T

-
L]

Choose where you want the sparklines to be placed

Location Range: | 5G54 E]

]
P

L

[
o8

(=
Ln

-
k1]

Dé d6i mau sic cho biéu do da tao, ban nhan vao 6 chira biéu do, thé DESIGN s&
hién ra trén thanh Ribbon chitra nhiéu tly chon vé giao dién biéu db. Ban nhan miii
tén x6 xudng tai khung Style chon mot mau sic ua thich, nhan Sparkline

Color va Marker Color chon mau cho c4c thanh phan trén biéu d6. Dé thay do6i
vung dit liéu trén biéu dd, ban nhan Edit Data > Edit Single Sparkline’s Data va

dung chudt khoanh vung lai vung dir li€éu mai.



| Hg H - . Bookl - Microoft Excel Preview

FILE HOME IMSERT PAGELAYOUT FORMULAS DATA  REVIEW  WIEW  ABBEYY FINE
o 1 1 High Peint First Paint
I s T 9 A
: Y Mlas [
o’ = Low Paint *| Last Paint 'n"l"\/ M '\"’\
Edit Ling Column  Win/d
Data = Leoss | Negative Points || Markers
Sparkline Type Shiow Style
G3 T Is
A B C D E F G H

1 DOANH THU 6 THANG PAU NAM
Thangl Théng? Thang3 Thingd4 Thang5 Thingb

100 200 200 300 100 5ou|, T [

4 300 300 250 140 230 330 W E - =
5 50 500 00 120 360 450

Gén shortcut cho biéu twong trong Excel 2013

Ban c6 thé gan shortcut ban phim cho biéu tuong trong Excel 2013 bang cach ding

tinh nang AutoCorrect.

Ngoai gan shortcut ban phim cho biéu tugng trong word 2013, ban ciing c6 thé gan

shortcut cho biéu twong Excel 2013, nhung khong theo cach lam truc tiép.

Dudi day 1 cach dung tinh nang AutoCorrect trong Excel dé tao ra phim tat d&

nhé cho mot biéu tugng.

Khi ban nhan vao “Symbol” ¢ muyc “Symbols” cua tab (thé) “Insert”, ban s& thiy

la khdng c6 ddu miii tén tré xudng cho thiy cé trinh don sd xudng nhu trong Word.



T @

- 0 X

Lon = H

JL Egusticn

£} Symbal

L

Symbols -

Add symibols that are mot on your

Bookl - Excel
] ulall A 1 T (] po— 4
W T ] =RYF|
iy B A e B y @
PivobChant  Power Lim=e Codumn Win Slcar Timefine  Hyperfink Text
L Wi Loas 2
Reports Sparklines Filters Links
Symbol
[ J K L M N g | deybaend.

Choose frarm a vaniety of aptions
including mathernatical, currency,

and copyright symbeols.

Ngoai ra, cling khong c6 nut “Shortcut Key” trong hop thoai “Symbol”.

Smbols | Specsl Characters | |
Eont: [normal text [v| Subset:|Latin-1 Supplement ]
i|cBml¥|!]s] @ 2]«|-]-]%]7 |2
L1213 w9l LY el»|%]|%|%]e|A
AlA|R|A|Al&|c|E|E|E|E|T[T|T|T]|D
N|O|O|O|O|O|=x|@|0|U|0|0|Y|P|R|A
d|a|ldla|é|e ée’léé‘li’l"l'&v
Recently used smnols: ; : :
£le|e|e|e|oe|™|£]#|<|2]+|x|=|n]
x:::;i::m: Charadter code: 0023 | from: Unicode hex) ||
[}-m | Cancel

4

Tham chi khi ban nhip chudt phai 1én mét tab ¢ thanh Ribbon va

chon “Customize the Ribbon”, & trinh don xuét hién.

.



BE % - Bonki - Exeel
Home Insert Page Layout Formulas [rata Rewiew View
W (5= - =] 2| &~ ] - - %- ]
iq B& o s 2" B Mp DU Y
PrvotTable Recommended Table Pictures Online Apps for  Recommended 7 1 pivatCha
PreatTables Pictures &+~ Office~ Charts @~ Lo -
Tables il aafyziere e Charts
Add to Quick Becets Toolbar
B2 T Custarize Quick Access Toolbar... |
A B | Show Cluick Access Toolbar Below the Bibbon |G H I
1] Customize the Ribbon...
2 I: Collapze the Ribbop D'}
3 g
4
[

...khéng c6 nut “Customize” dudi danh sach cac 1énh ¢ phia bén tri cia hop

thoai “Options™:

General
Formulas
Procfing
Save
Language
Advanced
[rmmemiee |
Quick Access Toolbar
Add-Ins

Trust Center

% Customize the Ribbon,

LChoose commands frome
EFupul‘-ar Commands

[T

S5

=

=" 5 :a“"‘"';lii’ﬁi‘"x'w

&)

E e

s
g

All Chart Types...
Borders

Caleulste Mow
Center

Conditional Formatting
Connections

Copy

Custem Sort...

Cut

Decrease Font Size
Delete Cells...

Delete Shest Columns
[elete Sheet Rows
Emnail

Fall Color

Fulter

Font

Fant Colar

Fent Size

Format Cells...
Farmat Painter
Freeze Panes
Increase Font Size
Insert Cells...

Insert Fumction...
Insert Sheet Columns

farns B Cantar

Iy

(}ustnmizeﬂvzlljﬂ:u
|Main Tabs

Main Tabs

[# [+ Home

&[] Insert
# Tables
B lllustrations
& Apps
& Charts
= Reports
Sparklines
¥ Filters
[ Links
[ Text
Symbals
* Barcode

¥ [ Page Layout

# [+ Fermulas

# [ Data

[ [of] Review

B[] View

[# [ Developer

& [+ Add-Ins

# [+ Backaround R

Customizations: |

[




Pé khic phuc han ché nay trong Excel va gan phim tit cho mot biéu tuong, hiy dit

con tro vao mot 6 va str dung nat “Symbol” trong muc “Symbols” cua

tab Insert dé chon va chén vao mét biéu tuong, vi du nhu biéu tugng bang Anh.

Luwu y: Viéc chén mot biéu tuong trong Excel khong gidng nhu trong Word. Chon

biéu twong trong 6 va nhan chudt phai, chon “copy”.

m E 5 - Bookl - Excel
Hame nsert Page Layout Formulas Data Review View
=1
]
PreatCha
Tables Muskrations Apps Chads
B2 b w _— £
Calibri -
A - [ F G H
: —B I AA A
2| £ ]
= &% Cut
4 By Copy
5 i Paste Ig;:tians:
@ =y
- L1
8 |‘_| Formast Cells...
9 Fick From Drop-down List.
10
11
Nhan tab FILE.
m E - Bookl - Exce
Hame risert F'an.]f I.a}-chul: Formulas Dats Rewew Weew
)
]
PreatChy
Tables Hustratiems g Charts
B2 - x « A £
A B C o E F G H
2| E__1
3




Nhan vao “Options” trong danh sach & phia bén trai man hinh “Info”.

Bookl - Excel

Protect Workbook
Control what types of changes people can make to this workbook.

Inspect Workbook

Befare publishing this file, be aware that it contains
B Printer path, authos's name and absalute path
B Content that people with dizabilities find difficult to read

Versions

7] There are na previous versions of this file.

Bccount

Browser View Options

Pick what users can see when this workbook is viewed on the Web,

9

Trén hop thoai ""Excel Options”, nhan vao “Proofing” & phia bén trai.

_ ﬁ“t General options for waorking with Excel,

Formulas |
Procfing D‘? User Interface options

| Save ¥ Show Bini Toolbar on selection
Language [#] Show Quick Anatysis options on selection

Pt [+ Emable Live Preview

ScpeenTip style: | Show feature descriptions in ScreenTips l.l
Customize Ribbon

Chwick Aceess Toolbar When creating new workbooks

Add-Ins Use this as the default font | Body Font ﬂ
Trust Center Font size: 1 El
Nefault view fior new sheste | Nomnal View P |

Trén man hinh “Proofing”, nhan vao nit “AutoCorrect Options”.



ABC]
" & Change how Excel corrects and formats your text.
Ii",g AutoCorrect options

Change how Excel comects and formats text as youtype | AutoCorrect Uptlcns...{:?

When correcting spelling in Microsoft Office programs

[ Ignore words in UPPERCASE

[l lmmass cimade sk sssbeic socaskas

Tab “AutoCorrect” cua hop thoai “AutoCorrect” duoc thiét lap v6i mot danh
sach mic dinh cac 1i chinh ta va biéu tuong s& dugc tu dong stra hodc chén vao

khi ban gb nhitng tir sai chinh ta hodc bo cac ky tur lién quan t6i biéu tuong do.

Danh sach nay c6 thé duogc chinh stra, vi thé hdy dung nd dé nhap nhirng chir viét
tat dé nh (nhung khong phai tir c6 nghia) dai dién cho nhiing biéu tuong ban
thuong dung.

Vi du, trong vi du nay la nhap “BP”” vao hop soan thao ¢ dudi muc “Replace” va
dan biéu tudng bang Anh vao hop soan thao bén dudi muc “With”,

nhan “Add” dé thém cip ndy vao danh sach.



| AutaCorrect | autoFormat As You Type | Actions | Math AutoCorrect|

E Showe AutoCorredt Options buttons

[+ Correct Twa INitial CApitals

[#] Capitatize first letter of sentences
[+ Capitalize names of days

[+ Correct accidental use of cAPS LOCK key
[+] Replace text as you type

Replage: With:

L4 ]

betwen between
beutiful beautiful
blase blasé

bt bowes
bradeast broadeast

Nhan “OK” dé dong hop thoai “AutoCorrect” va nhan “OK” mét lan nita dé
dong hop thoai “Excel Options™.

Bay gio, bat ctr khi ndo ban mudn chén biéu twong bang Anh vao mot 6, hiy

g6 “BP” va mot ddu cach, biéu twong bang Anh sé& ty dong duoc chén vao.



Excel Options

AutoCorrect | AutoFormat As You Type | Actans | Math AutoCorrect

[#] Shaw AutoCorredt Optisns buttons

[+ Corract Twi IMitial ChApitats |M—
[V Capitalize first fetter of sentences LEaceetings: |
[#] Capitatize names of days
[ Comect accidental use of cAPS LOCK key
[#] Replace text as you type

Wi

LE

bebwzen

beautiful

blas¢

boxes

¢

Lip lai cac budc twong tu dé chén thén chir viét tat 1am shortcut cho nhirng biéu
tuong khac.



(Microsoft excel 2013 ) Tach cét dir liéu dwa vao

noi dung ban nhap vao

Ban cén tach tén va ho (hodc phan tén va s, hoic bat ky dit liéu nao khac) thanh

cac cOt riéng biét. Mot tinh niang Excel 2013 méi duoc goi 1a Ty hoan tit ¢é xem

trudc c6 thé hiru ich véi ban.

1. Hay nhép tén hodc gia tri khac vao cdt ké bén dir liéu cta ban rdi nhan phim

Enter.

B2 x > W e

A B C

Annik Stahl Annik

Harry Miller | .l

Josh Barnhill

Jonathan Foster

Doug Thomas

Ron Owens

Coln Wilcox

b2 |

G~ h u = W

2. Bit dau nhap tén tiép theo. Ty hoan tit cé xem trwdée s& hién mot danh

sach cac tén dugc go1y.

B2 - X v &k

A B %
1 |Annik Stahl Anmnik
2 |Harry Miller  [Hamy| |
Josh Barnhill 1
Jonathan Foster
‘Doug Thomas
Ron Owens
\Colin Wilcox

0 =] O LN o= W

Harry

3. Néu danh sach tréng 6n, chi cAn nhin phim Enter dé chip nhan danh sach.



Meo Dé tiép tuc nhap ma khong dung céc tén dugc goi ¥, hdy nhan phim

Escape.

B3 v Je Josh

A B C D
1 | Annik Stahl Annik |
2 |Harry Miller Harry
3 |_I|::5h Barnhill |J05h
4 |lonathan Foster  Jonathan _l_"—_"
5 |Doug Thomas Doug
5]
-
I

Raon Owens Ran
:Cnlin Wilcox Colin

4. Bay gio hiay nhap mdt ho trong cot tiép theo va nhan phim Enter:

c2 - J

. B C D

Annik Stahl  Annik  Stahl

Harry Miller Harry | _I

Josh Barnhill Josh
Jonathan Foster Jonathan
‘Doug Thomas  Doug
|Foon Owens Fon

Colin Wilcox Colin

3 =] O N o W RS

5. Bat dau nhap tén tiép theo, nhin phim Enter va vay la ban da lam xong.

2 - F Barnhill

A B C D
Annik Stahl  Annik  Stahl
Harry Miller Harry Miller
Josh Barnhill Josh |Bamhﬂl =

Jonathan Foster Jonathan Foster
‘Doug Thomas  Doug Thomas
|Fon Owens Fon Orvwens
Colin Wilcox Colin Wilcox

3 =] v N bk




Poi sang chir hoa

Tw hoan tat c6 Xem trude co phan bié¢t chitr hoa chir thuong. Vi dy, néu ban nhap

mot ho viét thuong, thi tat ca cac ho s& theo nhu thé:

2 - fo Barnhill

A B C D
1 |Annik Stahl  Anmk | stahl
2 Harry Miller Harry miller
3 |Josh Barnhill Josh barnhill 7
4 | Jonathan Foster Jonathan | foster
5 Doug Thomas Doug thomas
3]
2
8

|Ron Owens F.on OWETLS
Colin Wilcox Colin wilcox

Néu ban khong thich két qua goi ¥, chi can nhan phim Escape va tiép tuc nhap ma
khong dung goi y.
Ban ciing c6 thé dung tinh ning phan biét chir hoa chit thuong va st dung Tw

hoan tat co Xem trwoce dé thay doi cach viét hoa cua van ban.

Xir ly tén dém
Néu toan bd dir liéu déu c6 tén dém hodc chit viét tit cta tén dém (nghia 1a tat ca
cac tén déu co tén dém), thi Tu hoan tit c6 Xem trudce hoat dong giéng cach thic

nhu trén, nhung ban can lam theo cac budc nay ba lan thay vi hai lan:

c2 - £ | c

A _ B C ]
1 | Annik Stahl Annik A stahl
2 Harry Miller Harry B. miller

=1

3 |Josh Barnhill  Josh |c_ ..'—_ nhill
4 |Jonathan Foster Jonathan D. foster
5 Doug Thomas Doug E. thomas
& Ron Owens Ron F. OWENS
7 | Colin Wilcox Colin G. wilcox
8




Xem thém vé Tw hoan tat c6 xem truéc

Di nhién, dir li€u ctua ban khong nhat thiét phai Ia tén. Tw hoan tat c6 xem trudc
lam viéc v&i bat ky dir liéu nao ban can tach thanh nhiéu cot, hodc ban co thé chi
can dung no dé dién dit liu dya trén mot vi du. Tw hoan tht c6 xem trudc thuong

bat dau lam vi¢c khi nhan ra mot mau hinh trong dit li€u cta ban.

Tuy nhién, Ty hoan tat c6 xem trude khong phai lac nao ciing c6 thé dién dit liéu
cho ban. N6 hoat dong hi¢u qua nhat khi di liéu ctia ban c6 mot mirc d6 nhat quan
nao d6. Vi du, tat ca cic tén c6 chir viét tat tén dém hay tat ca cac dia chi dung
cung mot kiéu ma buu chinh. Néu dit liéu ctia ban c¢6 nhiéu diém khéng nhit quén,

ban ludn c6 thé dung Chuyén vin ban thanh Cdt dé tich vin ban vao cac 6 khac

nhau, hodc dung ham dé tach van ban.

Ham SUMIF trong Excel cé chirc nang gi? Cu phap va cach st dung cua

Ham SUMIF trong Excel nhu thé nao?

Nhw cac ban da biét, Ham SUMIF |a mét trong nhirng ham co ban, dwoc
st dung kha phé bién trong Excel, vi tinh (rng dung trong céng viéc tinh

to&n trén bang tinh Excel rat cao, dac biét 1a trong Ké toan.

Trong bai viét nay, Chwong trinh Hoc Excel co ban cia HOCEXCEL.ORG
gilip cac ban hiéu rd nhat vé cu phap ciing nhw cach st dung cia ham
SUMIF trong Excel.

1. Ca phéap cua ham SUMIF trong Excel
SUMIF(range,criteria,sum_range)

Trong do:



Range: Vung diéu kién

Criteria: Diéu kién

Sum_range: Ving can tinh téng

2. Chire nang cua ham SUMIF trong Excel

- Ham SUMIF dung dé tinh tong c6 diéu kién.

- Chi nhirng 6 nao trong viing diéu kién (range) théa man diéu kién
(Criteria) thi sé tinh tédng nhirng 6 twong (rng trén ving can tinh téng

(Sum_range).
3. Str dung ham SUMIF trong Excel vao bai toan thwc té

Vi du 1: Cho bang lvong sau (Bang lwong ngoai thye té con rat nhiéu
Théng tin khac niva, nhwng minh 14y vi du mét bang lwong don gian thé

nay dé trinh bay cho cac ban dé hiéu).

Y&u cau: Tinh tbng lwong ctia Phong Ké hoach.



L k2

] EE

o

14

15 |

16

» Fx

B C D E
BANG LUONG THANG 10
STT Ho tén Phong Ban Lwong

1 |Pham Quang Minh  |Giam ddc 10,000,000
2 |Nguvén Vin Triedng  |Ké hoach 5,000,000
3  |Pham Quang Hai Kinh doanh 4,500,000
4  |Bii Manh Thang K¢ hoach 6.500,000
5  |Nguyén Thu Nguvét  |Ké todn 4,500,000
6 |Phing Khic Hoan K¢ hoach 5,700,000
7  |Lwong Thu Tra Kinh doanh 6.000,000
8 |Pham Thi Hoa K¢ toan 4,000,000
Téng 36,200,000

Téng lwone ciia Phong Ké hoach |

Str dung Ham SUMIF dé tinh téng lwong ctia phong Ké hoach

Trong trwéng hop tinh tdng cé diéu kién trong Excel, cac ban dung ham

SUMIF dé tinh. Tt ct phap ctia ham SUMIF, ap dung cho Vi du nay, cong

thirc sé la:

Trong céng thirc nay:

D5:D12 — Vung diéu kién (Range)

“Ké& hoach” — Diéu kién (Criteria)

E5 =SUMIF(D5:D12,” Ké hoach” ,E5:E12)



E5:E12 — Vung tinh téng

Két qua sau khi str dung ham SUMIF nhw sau:

=SUMIF{D5:012,"Ké hoach",ES:E12)

A B C D ! E
1 | == - =
2| Y BANG LUCGNG THANG 10
] _
4 STT Ho tén Phong Ban Lwong
5 | 1 |Pham Quang Minh  |Gidm déc 10,000,000
6 2 |Nguyén Vin Treong  |Ké hoach 5,000,000
v | 3  |Pham Quang Hai Kinh doanh 4,500,000
2 4 |Bui Manh Théng K¢é hoach 6.500.000
9 | 5  |Nguyén Thu Nguvét  |Ké todn 4.500.000
10 6 |Phung Khic Hoan Ké hoach 5.700.000
11 | 7 |Lwong Tho Tra Kinh doanh 6,000,000
12 8 |Pham Thi Hoa Ké todn 4,000,000
13 | Téng 36,200,000
14
15 Téng hrong ciia Phong Ké hoach
oy
Vidu 2:

Van |4y Bang Lwong thang 10 trén Vi du 1.

Yéu cu: Tinh Téng lwong cta Nhirng nhan vién trong Phong Ké hoach va

c6 murc lwong trén 5.500.000 dong.




E15 v Je

A B C D E
: = E
2 BANG LUONG THANG 10
3
4 STT Ho tén Phong Ban Lwong
5 1 |Pham Quang Minh Gidm déc 10,000,000
6 2 |Nguvén Vin Treong  |Ké hoach 5,000,000
7 3  |Pham Quang Hai Kinh doanh 4,500,000
8 4 |Bui Manh Thang Ké hoach 6,500,000
9 5 |Nguvén Thu Nguyét  |Ké todn 4,500.000
10 6 |Phing Khic Hoan K¢ hoach 5,700,000
11 7  |Lwong Thu Tra Kinh doanh 6.000.000
12 8  |Pham Thi Hoa Ké todn 4,000,000
13 Téng 36,200,000
14
15 | Téng heong nhifng nhin vién & phong Ké
16 hoach va c6 mikc hrong = 5.500.000 |

17 |

O vi du 1 chi c6 1 diéu kién, nhwng trong trwéng hop nay, c6 2 diéu kién:
La nhan vién Phong Ké hoach va cé lwvong Ién hon 5.500.000 déng.
Cong thirc tinh trong trird'ng hop nay la gi? Mei cac ban xem ngay

dwéi day.



[Microsoft Excel 2013] Phan tich tap dir
liu thay thé

Khi lvu trir dit li¢u trong mot bang tinh Microsoft Excel 2013, ban c6 thé sir dung
chinh dit liéu do, hodc mot phan ciia cong thirc tinh toan, d¢é kham phé thong tin
quan trong cua to chirc ctia ban. Khi theo ddi doanh sb ban hang trén co so thoi
gian, ban co thé thiy thoi diém tSt nhat va kém nhét trong viéc ban hang va tuong
quan ctia chung véi cac su kién bén ngoai. Vi du dbi voi cac doanh nghiép dich vu
an udng, qua ting, c6 thé doanh sb nhirg ngdy nghi ting dang ké.

C4c dir liéu trong bang tinh ctia ban 12 rat tét cho tra 1i cau hoi: "Diéu gi d4 xay
ra- What happened?" Cac dir liéu 1 it hitu ich dé tra 101 cau hoi "what-if ", giéng
nhu, "ching ta tiét kiém bao nhiéu tién néu giam lao dong xudng 20 phan trim
tong chi phi? "

Ban ludn ludn luu mot phién ban thay thé cho mot bang tinh va tao ra cong thirc
tinh toan nhirng tac dong ctia cac thay d6i, nhung ban cé thé lam diéu tuong tu
trong s6 tinh hién tai bang cach dinh nghia mot hodc nhiéu tap hop dir lidu thay thé
va chuyén doi gitra cac dit liéu ban dau va cac bo dir liéu mai duoc tao ra.

Excel ciing cung cap cac cong cu dé xac dinh cac gid tri dau vao s& dugc yéu cau
cho mot cong thie dé dua ra mot két qua nhat dinh. Vi du, ban ¢ thé tim ra mic
doanh thu cho ba ngay van chuyén s& can phai ting 25 phan trim chi phi cta tong
doanh thu.

Trong bai ndy, ban s& hoc cach dé xac dinh tap hop dit liéu thay thé va xac dinh

cac dau vao can thiét dé thyc hién mot tinh toan ra mot két qua cu thé.

Pinh nghia mot tap dir liéu thay thé



Khi lvu dir li¢u trong mot bang tinh Excel, ban tao ra ban ghi phan anh nhiing dac
diém ctia mot sy kién hodc dbi tuong. DIt lidu c6 thé mé ta cho sb luong giao hang
trong mot gio vao mot ngay dic biét, gia cia mot tlly chon phan phdi méi, hodc ty
Ié phan tram cua tong doanh thu chiém bai mot tly chon phan phéi. Sau khi dir
liéu dugc dit ra, ban co thé tao ra cong thirc dé tao tinh tong, trung binh, va sap
Xép cac hang dit liéu trong mot bang tinh dua trén ndi dung ctia mot hodc nhiéu
cot. Tuy nhién, néu mudn thyc hién phan tich vdi mé hinh what-if hoac kham pha
tac dong cta nhiing thay d6i trong dir liéu dwa trén bét ky tinh toan nao trong s6
tinh ban cin phai thay doi di liéu cua minh.

Van dé véi thao tac dir liéu phan anh mot su kién hodc muc tin 1& khi thay do6i bt
ky tinh todn anh hudng toi dit liéu ban c6 nguy co pha hay dit liéu gbc néu vo tinh
lwu thay d6i. Ban c6 thé tranh 1am hong dir liéu ban dau bang cach tao ra mot bang
tinh trung lap va thuc hién thay doi no, nhung ban ciing ¢ thé tao ra bo dir liéu
thay thé, hoic kich ban, trong mdt bang tinh hién tai.

Khi tao ra mot kich ban, ban bao cho Excel céc gi trj thay thé ctia mot danh sach
cac 6 trong mot bang tinh. Ban c6 thé quan 1y st dung cong cu Scenario Manager

dé thém, xoa, va chinh stra kich ban.



Scenarios:

TrunnE hnE 1 ~

Changing cells: | SESE

Comment: Created by dungdg on 15/06/2013

Scenario name:

| Truong_ho p_1| |

Changing cells:

Es

Ctrl+click cells to select non-adjacent changing cells.

Comment:
Created by dungdq on 15/06/2013

Protection
Prevent changes

[ ] Hide

Ok | | Cancel

Bam nat Add dé hién thi hop thoai Add Scenario

Tir bén trong hop thoai ndy, ban c6 thé dit tén cho kich ban va xac dinh cac 6 ma

ban mudn xac dinh nghia gia tri thay thé. Sau khi nhdn OK, mot hdp thoai moi dé

c6 thé gb gia tri méi.



Bam nut Ok dé quay vé hop thoai Scenario Manager. Tir d6, nhin vao nit Show
thay thé cac gia tri trong bang ban dau vdi cac gi tri thay thé, ban vira dinh nghia
trong kich ban. Bat ky 6 chira cong thirc tham chiéu thay doi gia tri s& tinh toan lai
két qua. Ban c6 thé loai bo cac kich ban bang cach nhan vao ndt Undo trén Quick

Access Toolbar.

Pinh nghia cac tip dir liéu thay thé

Mot tinh nang tuyét voi cua cac kich ban Excel 1a khdng bi gidi han viéc tao ra dit
liéu thay thé, c6 thé tao ra nhiéu trudng hop kich ban ban mudn va 4p dung ching
bang cach sir dung Scenario Manager. Ap dung nhiéu hon mét kich ban bang
cach sir dung Scenario Manager, nhap vao tén cua kich ban dau tién ban mudn
hién thi, nhan nat Show, va sau d6 lam tuong tu cho bat ky kich ban tiép theo. Cac
gia tri ban dinh nghia nhu 1a mot phan cia cac kich ban s& xuat hién trong bang
tinh, va Excel s& cap nhat cac tinh toan lién quan dén 6 thay doi.

Ap dung nhiéu kich ban lam thay ddi cac gia tri trong bang tinh. Ban c6 thé thiy
nhitng thay ddi tac dong dén cong thirc, nhung Excel ciing cung cip cho ban mot
cach dé xem két qua cua tat ca cac kich ban trong mot vi tri duy nhat, bang tinh
riéng biét. Dé tao ra mot bang tinh trong so tinh hién tai tong hop nhirng thay do6i
boi kich ban, mé Scenario Manager, va sau d6 nhan nat Summary. Khi d6 hop

thoai Scenario Summary thoai sé mo ra.



Scenario Summary ?

Report type

(®) Scenario summary
() Scenario PivotTable report

Result cells:

| =

Tir trong hop thoai, ban c¢6 thé chon loai bang tom tit mudn tao va cac 6 ban mudn
hién thi trong bang tong hop. Dé lua chon cac 6 dé hién thi trong phan tong hop,
nhan vao nit Collapse Dialog trong hop, chon cac 6 ban mudn hién thi, va sau dé
ma& rong hop thoai. Sau khi ban x4c nhéan réng pham vi trong hop dai dién cho cac
6 ban mudn dit bang tong hop, nhan OK dé tao cac bang tinh méi.

Mot mot ¥ tudng tt dé tao ra mot kich ban " undo " ¢6 tén la Normal dé giir cac
gi4 tri ban dau cua cac 6 ban s& thay d6i trude khi chung dugc thay doi trong kich
ban khac. Vi du, néu tao ra mot kich ban c6 tén la High Fuel Costs lam thay doi s6
liéu ban hang trong ba 6, kich ban Normal phuc héi cac 6 v&i cac gia tri ban dau.
Bﬁng cach do, ngay ca khi ban vo6 tinh sua doi bang tinh, ban co thé ap dung cac

kich ban Normal va tai tao lai bang tinh tir dau.

Tim két qua véi Goal Seek

Khi 1am viéc trong mot t6 chirc, c6 thé ban phai theo ddi nhiéu van dé can thuc
hién, theo ca thuat nglr tuyét ddi va tuong ddi lién quan dén cac bd phan khac cua
t6 chtre. Néu 1a 1anh dao, ban ciing c6 thé mudn thudng cho nhin vién ctia minh
dira trén két qua kinh doanh. Ban ciing c6 thé mudn dirng cung cip cac san pham

khéng thé ban.



Khi c6 mot ké hoach phat trién kinh doanh, ban can phai c6 muc tiéu cu thé cho
tirng bo phan, danh muc san pham. Vi dy, cdng ty ban thé chon muc tiéu giam chi
phi lao dong cua cong ty bang 20 phan trim so v&i nim trude. Tim Kiém sé luong
lao dong dai dién cho viéc giam 20 phén tram la don gian, nhung thé hién muc tiéu
theo cac cach khac co thé 1a mot viéc kho khan trong van dé giai phap. Thay vi
giam chi phi lao dong 20 phan trim so voi ndm trudc, ban c¢6 thé giam chi phi lao
d6ng thé hién véi muc chi phi khong qua 20 phan tram cua tong sb kinh phi cua
cong ty.

Vi du, hdy xem xét mot bang tinh chira con s chi phi cho cac hoat dong kinh
doanh va st dung nhitng con sé dé tinh toan ca tong chi phi va chia sé cho timg

danh muc trong trong s do.

A | B | C ' O [ E F : G

1

L2 Labor Transportation Taxes Facilities Total

! Cost $18,000,382.00 $35,000,000.00 % 7,000,000.00 §19,000,000.00 | S 79,000,382.00
4 Share 22.7%% 44.30% 8.86% 24.05%
]

Mic di chic chan co thé tim s6 muyc tiéu lam cho chi phi lao dong dai dién cho 20
phan trim ctia tong s chi phi, c6 mot cach dé dang hon dé lam diéu d6 trong Excel
|a sir dung cong cu: Goal Seek. Pé str dung Goal Seek, ban s& hién thi tab Data va
sau do, trong nhom Data Tools, What-If Analysis. Trén menu xuét hién, nhan
Goal Seek dé mé hop thoai Goal Seek



an:naI Seek 7 ﬁ
Set cell: |E

To walue:

By changing cell;

K || Zancel |

Trong hop thoai, ban xac dinh 6 vdi cac gia tri muc tiéu, trong vi du nay, no la 6
C4, trong d6 co ty 1& phan tram cta chi phi tinh cho danh muc Labor lao

dong. Truong To Value c6 gi4 tri muyc tiéu (0,2, twong duong véi 20 phan trim),
va truong By Changing Cell xac dinh 6 véi gia tri thay doi dé tao ra cac gia tri muc
tiéu cua 20 phan trim trong 6 C4. Trong vi du nay, cac 6 dugc thay doi 1a C3.

Kich OK dé Excel tim mot giai phap cho muc tiéu ban dat. Excel khi két thuc cong
viéc, 1a nhirng gid tri méi xuat hién trong cac 6 duoc chi dinh, va hop thoai Goal

Seek Status sé mo ra.

c4 ¥ Fe | =C3/6G53
i B & | D E 2 G
1
2 Labor Transportation Taxes Facilities Total
3 | Cost $15,224,031.93 $35,000,000.00 S 7,000,000.00 $19,000,000.00 | S 76,224,03
4 | Share 19.‘51?%! 45.92% 9,.18% 24.93%
0
f - e -
& Goal Seek Status -2 |
8 Goal Seeking with Cell C4
3 found a solution,
10 Targekt value: 0.2
Current value: 19,97%
11
T e i Cancel |
13

Tim céc giai phap t6i wu véi Solver



Goal Seek la mot cong cu tuyét voi cho viée tim céch ban can phai thay doi mot
gia tri diu vao duy nhit dé tao ra mot két qua mong mudn tir mdt cong thirc, nhung
né khdng gidp ich gi néu mudn tim gia trj téi wu cho mot tap hdn hop cac gia tri
dau vao. Vi du, truong phong marketing ciia ban mudn quang céo trong bdn tap chi
qudc gia dé dua khach hang dén tham trang web cila cong ty ban, nhung c6 thé ong
khong biét két hop tot nhat cac yéu to lién quan dén quang cdo dé dat duogc sb
luong doc gia 16n nhat. Ong y8u cau cac nha xuat ban cho gid quang céo va s6 doc
gia, trong d6 ong ghi lai trong Mot bang tinh, cling véi sb lugng tdi thiéu ciia mdi
an pham quang céo (ba) va s6 lan tdi thiéu 6ng mudn quang céo (10.000.000).

Ba&i vi mot trong nhiing tap chi co6 mot ty 16 phén tram doc gia doc cao, trudng
phong Marketing mudn dua ra it nhat bon quang cdo trong 4n pham d6, mic du
doc gia twong dbi thip. Muc tiéu cta chién dich quang cao véi sb lugng doc gia

nhiéu nhat c6 thé ma ngan sach cho chi phi khong vuot qua $ 3.000.000.

=i
e

Minimum Ads for Magazine 4
Maximum Ads in Any Magazine

A B C D E F G
1
2
3
4 Magazine Costperfid Readers Number of Ads Total Cost Audienc
5 | |Mag1 § 30,00000 100,000 8 % 240,000.00 800
E | |Mag2 $§ 4000000 400,000 g8 3 320,000.00 3,200
7 |Mag3 § 2700000 350,000 8 % 216,000.00 2,800
8 | |Magd § 80,000.00 200,000 10 % 800,000.00 2,000
9 |Totals $  1,576,000.00 8,800
10
11 Constraints Total Budgetl $ 3,000 00
12 Minimum Audience 10,00C
13 Minimum Ads for Magazines 1 through 3

p iy |

Néu d4 cai dat diy du tinh ning cua Excel trén may tinh, ban s& thdy nat Solver



trong tab Data trong nhdm Analysis. Néu khong, ban can phai cai dat Add-in
Solver. Bé lam nhu vy, nhip vao tab File, va sau d6 bam Options. Trong hop
thoai Excel Options, bAm Add-in dé hién thi cac trang Add-Ins. O dudi cling cua
hop thoai, trong danh sach Manage, nhan Excel Add-in, va sau d6 nhian Go dé
hién thi hop thoai Add-Ins. Chon hop kiém Solver Add-in tra va nhan OK dé cai

dat Solver.

Add-Ins available:

Analysis ToolPak
Analysis ToolPak - VBA
Book2

Discount
Discountdemao

Euro Currency Tools
Selectranges ; |
| Solver Add-in fHalemation.s |

CY

Solver Add-in

Tool for optimization and equation solving

Sau khi cai dat hoan tat, Solver xuét hién trén tab Data, trong nhom Analysis.
Nhan Solver hién thi hop thoai Solver.



Set Objective: | 56513

To: (®) Max () Min ) Value Of:

By Changing Variable Cells:

Subject to the Constraints:

Add

Change

Delete

Reset All

Load/Save

Make Unconstrained Variables Non-Megative

Select a Solving Method: |GRG Nonlinear v Options

Solving Method

Select the GRG Monlinear engine for Solver Problems that are smooth nonlinear, Select the LP
Simplex engine for linear Solver Problems, and select the Evolutionary engine for Solver
problems that are non-smooth.

Budc dau tién cua viée thiét 1ap van dé Solver 13 xac dinh cac 6 c6 chira cong thic
tong hop ma ban mudn thiét 1ap muc tiéu. Dé thuc hién 6 do, kich vao Set
Objective, kich vao 6 muc tiéu trong bang tinh, va sau d6 chon tuy chon dai dién
cho muc tiéu cta ban dudi dang tim phuong an t6i da hoa gia tri hodc t6i thiéu hoa
gi4 tri ctia 6, hodc nhdp mot gia trj cu thé. Tiép theo, ban nhap vao hom kiém By
Changing Variable Cells va chon 6 Solver nén thay thé dé thay doi gia tri trong

cac 6 muc tiéu. Cudi cing, ban thiét 1ap cac rang budc dé gidi han cac gia tri



Solver c6 thé sir dung. Dé lam diéu ndy, nhan Add dé md hop thoai Add

Constraint.
Add Constraint “
Cell Reference: Constraint:
oK Add Cancel

Ban thém céc rang budc Solver bang cach chon 6 ma ban mudn ap dung céc rang
budc, lira chon cac phép toan so sanh (chang han nhu nhé hon hodc bang, 16n hon
hoic bang, hodc phai 1a mot sé nguyén), va nhip vao hop Constraint dé liwa chon
0 voi gia tri ctia rang budc. Ban ciing c6 thé nhap mot gia tri trong Constraint,

nhung tham chiéu dén mot 6 co thé thay doi cac rang budc sau ndy ma khdng can

ma Solver.
Phan tich dir liéu véi sir dung thong ké mo ta

Ngudi kinh doanh ¢6 kinh nghiém c¢6 thé noi rat nhiéu vé con sb chi bang cach
nhin vao ho dé xem diéu d6 c6 dung. Tuy nhién, khi cdn mot danh nhiéu hon trudce
khi dwa ra quyét dinh chinh thirc, ban c6 thé sir dung cac cong cu trong Analysis
ToolPak.

Néu khong nhin thay muc Data Analysis trong nhdm Analysis trén tab Data, ban
c6 thé cai dat no. Bé thuc hién diéu d6, nhip vao tab File, va sau d6 bAm Options.
Trong hop thoai Excel Options, bam Add-in dé hién thi cac trang Add-Ins. O

dudi cling ctia hop thoai, trong danh sach Manage, nhan Excel Add-in, va sau d6



nhan Go dé hién thi cac Add-Ins hop thoai. Chon hop kiém Analysis ToolPak va
nhian OK.

Add-Ins available:

Bd| &nalysis ToolPak
Analysis ToolPak - VBA
Book2

Discount
Discountdemo

Euro Currency Tools

Selectranges e
Solver Add-in i L !

lefled I

Analysis ToolPak
Provides data analysis tools for statistical and SrE e =i )
engineering analysis = IE'I HES g Solver
L= e HE=

% Data Analysis

Group Ungroup Subtotal

- -

Dutline Analysis

Sau khi hoan tat viéc cai dat, myc Data Analysis xuat hién trong nhom Analysis
trén tab Data.
Sau d6, ban nhip vao muc mé ta cac loai hinh phan tich dit liéu ma ban mudn thuc

hién, click OK, va str dung céc 1énh trong hop thoai két qua phan tich dir liéu.



Analysis Tools

Anova: Two-Factor Without Replication
Correlation

Covariance

Descriptive Statistics

Exponential Smoothing

F-Test Two-Sample for Variances
Fourier Analysis

Histogram

Faoving Average

Random Number Generation

Input
Input Range: |

Grouped By: @ Columns

() RBows

[ ] Labels in First Row

Cutput options

() Qutput Range:

(@) Mew Worksheet Ply:
O Mew Waorkbook

[ ] summary statistics

[ ] Confidence Level for Mean: a5 %
[ ] Kth Largest: 1
[ ] Kth Smallest: 1




Microsoft excel 2013 : Tao biéu do

Khém pha biéu dd trong Excel va phét hién ra rang biéu dd ban chon khong thich

hop v6i dir liéu ctia ban chi con 1a chuyén qua khi! Hay thir 1énh Biéu dé Dé xuat

trén tab Chén dé tao nhanh mét biéu db phu hop vai dir liéu cua ban.

1. Chon dit liéu ma ban muén dung dé tao biéu do.

2. BAm Chén > Biéu dd Dé xuit.

- | I r : - ‘i\' - ]
i oSl
Biduds o o " PivotChart
khuyén ding L AR -
Bidu di a

3. Trén tab Biéu dé Pé xuit, hdy cuén qua danh sach biéu d6 ma Excel dé xuét
cho dit liéu ctia ban va bAm vao bat ky biéu d6 nao dé xem dit liéu cta ban

tréng s& nhu thé nao.
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Meo Néu ban khong nhin thdy biéu d6 ban thich, hiy badm Tat ca Biéu do dé
xem tt ca kiéu biéu do kha dung.

4. Khi tim thiy biéu d6 ban thich, hdy bdm vao n6 > OK.

5. Dung c4c ndt Thanh phan Biéu d6, Kiéu Biéu dd va Bj loc Biéu do ké

bén gdc trén bén phai ctia biéu d6 dé thém céc thanh phan biéu do nhu tiéu

dé truc hodc nhan dit liéu, tly chinh giao dién biéu d6 hodc thay dbi dit liéu

hién thi trong biéu dd.



Chart Title +
VND725760 v
VND622080
WND518400 . p— T

[
VND414720 -
WNDIL1040 .
VND207360
VND1035680 l
S.
Jud Aug Sep Oct Now

B Advertising @ Digital Marketing mEvents m Public Relations B Promotions

Poi mau hoic kiéu cia bi¢u do

C6 thé ban d4 tao mot biéu d6 va thdy "can phai co thém thir gi d6" dé no trong an

z 2 A 0 4% ) A S A AA
tugng hon. Luc nay Kiéu Bieu do < a trg thu dac luc ctia ban. Bam vao bi¢u do,

x 4o A 1A iAo A 2 s A LA S N S U
bam <" nam ké bén bicu do & goc trén bén phai, ro6i bam vao mat tuy chon trong

bo suu tap Kiéu hoic Mau.
P6i mau cia biéu do
1. B&m vao biéu d6 ma ban mudn doi.
2. O goc trén bén phai ké bén biéu do, hdy bim Kiéu Biéu d6 |

3. Bam Mau va chon bang phdi mau ma ban muén.
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Thg 12 Bon sac

Lam céch nao thay déi dugc nhimg
mau nay?

Meo Kiéu biéu do (két hop céac tiy chon dinh dang va bd tri biéu dd) s& dung
cac mau cua chu dé. Dé doi bang phdi mau, hdy chuyén sang mot chu dé khac.
Trong Excel, bam B6 tri Trang, bam nat Mau, rdi chon chia d& mau ma ban mudn

hodc tao mau chu dé cua riéng ban.

TEP TRAMNG DAL CHEM BG TRI TRAMNG

o | B 130 - @ ¥ b
.Phnng* P D D Ij

L8  Hwdng Kich Vong 1

ﬂﬂé* DH'E"' ing ~ M - cd= In
Chi d& Thiét 1ap Trang
Biuddl Je

Déi kiéu biéu dd

1. B&m vao biéu d6 ma ban mudn doi.
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2. O goc trén bén phai ké bén biéu do, hdy bam Kiéu Biéu do < .

3. Bam Kiéu va chon tlly chon ma ban muén.
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Khi ban cudn xuéng trong bd suu tap, Xem trudc Truc tiép s& hién thi cho ban biét

dir li¢u cua biéu do trong ra sao voi ki€éu ma ban dang chon.

6. Dé truy nhap vao céc tinh ning dinh dang va thiét ké b6 sung, hdy bam vao
bat ky chd nao trén biéu dd dé thém Cong cu Biéu do vao ruy-bang, rdi bam

vao nhiing tly chon ban mudn trén c4c tab Thiét ké va Pinh dang.



COMNG CU BIEU BO
THIET KE BINH DANG
Meo Néu ban dang st dung Office Professional Plus, ban ciing c6 thé sir dung
Power View dé tao biéu do. Dé tim hiéu thém vé Power View, hdy xem Biéu do va

cac cOng cu truc quan hda khac trong Power View.

Biéu dd va cac a0 hoa khac trong Power View

Trong Power View trong SharePoint 2013 va trong Excel 2013, ban c6 thé nhanh
chong tao ra nhiéu o hoa dir liéu khac nhau, tir cac bang va ma tran cho dén thanh,
¢t va biéu dd bong bong va cac tap hop nhiéu biéu d6. Pbi véi mbdi dang 4o hoa
ban mudn tao, ban bit dau trén mot trang tinh Power View béng cach tao bang ma
sau d6 ban dé dang chuyén doi thanh dang 4o hoa khac dé tim ra minh hoa t6t nhat
cho dir li€u cua ban.

« Dé tao bang, hiy badm vao mot bang hodc trudng trong danh sach trudong
hodc kéo mot truong tir danh sach truong vao dang xem. Power View vé
bang trong dang xem, hién thi dit liéu thuc té cua ban va tu dong thém dau
dé cot.

« Dé chuyén d6i mot bang thanh dang 4o héa khac, hiy bam vao kiéu ao hoa
trén tab Thiét ké. Tuy thudc vao dit liéu trong bang cua ban, Power View bat
va tat cac kiéu 4o hoa khac nhau dé mang dén cho ban minh hoa tot nhét cho
dir ligu do.

Meo Pé tao mot kiéu ao hoa khac, hay bat dau mot bang khac béng cach bAm
vao dang xem trong trudc khi chon truong tir phan trudng ctia danh sach truong.
Pay 1a mot ndi két dén mot bai viét cung cap nhiéu thong tin trén Nhirng cich

thue hanh t6t nhét vé Ao héa Dir liéu.

Lwu s6 1am viéc vao Web



Luu vao Web gitip ban khong phai ban tim nhd xem ban d3 luu s6 1am viée & dau.
T4t ca nhitng gi ban can 1a mot ndi két toi né khi ban & bat ky noi ndo, voi bat ky
thiét bi nao ban mudn. Va ban c6 thé chon cach chia sé ndi két d6 voi dong nghiép,
ma nhu vAy c6 nghia 13 tit ca moi ngudi ¢ thé lam viée trén ciing mot tép, thay Vi

phai giri email qua lai cac phién ban khac nhau va tong hop lai sau.

Dé luu vao Web, ban s& can mot tai khoan Microsoft. Néu ban dung Hotmail,
Messenger hodc Xbox Live, thi ban da c6 tai khoan roi. Néu ban chua c6 tai khoan,

ban c6 thé tao tai khoan khi ban Iuu s6 lam viéc cia minh.

1. Bam Tép > Luu Nhuw.
2. BiAm Thém Ché.

©
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3. Duéi Thém Chd, bAm SkyDrive.



Luu nhu

Sharefaint I Office 385 Sharefoim

SkyDrive

+ 0 p 2

Thétm ' trl

4. Bam Tai khoan Microsoft dé dang nhap bang tai khoan Microsoft cua ban.

5. Nhap tai khoan va mat khau Microsoft cua ban réi bAm Ping nhap.

s Pl
bang nhap
Tai khodn Microsoft Bay 13 gi7

someone@example.com

Mat khiu

tang nhap

Khéng thé truy cap tai khoan cla ban?

Ban chua c6 tai khodn Microsoft? Béing ky ngay

Quyén riéng tu & Cookie | Digu khoan

22013 Microsoft

Meo Néu ban dung Hotmail, Messenger hodc Xbox Live, thi ban da c6 tai khoan
Microsoft r61. Néu ban chua c6 tai khodn, hady bam Pang ky ¢ cudi ctra s6 dé tao
tai khoan Microsoft méi. Ban c6 thé phai cudn ctra s6 xuong dé nhin thay tuy chon

Pang ky .



6. Ngay khi ban dang ky, SkyDrive cta ban sé& hién thi dugi Chd. Hiy chon né,
sau d6 dudi Thu muc Gén day, chon thu muc Tai liéu SkyDrive. Néu ban
khong nhin thiy thu myc d6, hiy bAm Duyét Thém Thu muc.

7. Nhap tén cho tép va bam Luru.

Budrc tiép theo dé chia sé so lam viéc ciia ban

Sau khi d Iuu s6 1am viéc vao SkyDrive, ban c¢é thé chia sé né véi nhirng nguoi
khac.

1. Bam Tép > Chia sé.
2. Chon kiéu chia sé ma ban mudn. Vi du, dé giri email cung véi ndi két t6i s6

lam viéc ctia ban, hdy bAm Email, rdi bAm Giri Noi két.



Microsoft excel 2013 : Luwru so lam viéc bang mét

dinh dang tép khéac

Thong thuong, ban sé€ mudn luu sb 1am viée cta ban & dinh dang t&p hién tai
(.xIsx). Nhung d6i khi, ban c6 thé can luu sb lam viée & mot dinh dang tép khac,
nhu dinh dang té€p cua cac phién Excel cii hon, t€p van ban hodc t€p PDF hoac
XPS. Hiy nh¢ bat ky khi nao ban luu mot s6 lam viéc & mot dinh dang tép khac,

vai dinh dang, dit li¢u va tinh nang cua s6 1am viéc c6 thé khong dugc luu.

Pé c6 danh sach cac dinh dang tép (coOn dugc goi 12 loai tép) ban c6 thé (va khdng
thé) mo hodc luu trong Excel 2013, hdy xem Pinh dang tép duoc hd trg trong
Excel & cudi bai viét nay.

1. M s6 1am viéc ban muén luu.

2. Bidm Tép > Luu Nhuwr.
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3. Dudi Vi tri, hdy chon noi ban mudn luu s6 1am viéc. Vi du, chon SkyDrive
dé Iuu nd vao vi tri trang Web hodc May tinh dé luu né vao mot thu muc

cuc bd nhu Tai li¢u.

LUu nhu

Pia diém T May tinh
@ Microsoft Thu muc gan day

Tai liéu cua Toi
& SkyDrive Tai liéu

1 May tinh

+ Thém Vi trf

Duyét




4. Trong hop thoai Lwu Nhw, dan hudng téi vi tri ban mudn.

(@0 L b )
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B video
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5. Trong danh sch Lwu dwéi dang, bam vao dinh dang tép ban mubn. Bam
c4c miii tén dé cudn tdi cac dinh dang tép khong nhin thiy duogc trong danh
séch.

Ghichd Dinh dang tép ban théy s€ théy khéc nhau, tuy thudc vao loai trang hién
hoat trong s6 lam viéc cua ban (mdt trang tinh, trang tinh biéu dd hoidc cac loai
trang tinh khac).

6. Trong hop Tén tép, chip nhan cac tén duoc dé xuat hoic gd mot tén mai
cho s6 1am viéc.

Chuyén mdt s6 1am viéc Excel 97-2003 thanh dinh dang tép hién tai
Néu ban mé mét s6 lam viéc Excel 97-2003 nhung khong can giit bang dinh dang
tép d6, chi can chuyén né thanh dinh dang tép hién tai (.xIsx).

1. Bam Tép > Thong tin.



2. Bam Chuyén ddi.
H i
Chuyén déi
Cic dinh dang tép dugc hd tro trong Excel
Trong Excel 2013, ban ¢6 thé m& va luu cac tép ¢ nhitng dinh dang tép sau:
o Dinh dang tép Excel
o Dinh dang tép van ban
o Céc dinh dang tép khac
o Dinh dang tép sir dung Bang tam
o Céc dinh dang tép khong duoc ho tro trong Excel 2013

Pinh dang tép Excel

Mé A
Dinh dang Mo ta
rong
Pinh dang tép nén ting XML mic dinh cho Excel 2007-
S6 1am viéc I 2013. Khong thé luu md macro Microsoft Visual Basic for
XISX
Excel Applications (VBA) hodc trang tinh macro Microsoft

Office Excel 4.0 (.xIm).

Bang tinh XML _ . . ,
Mot phién ban nghiém ngat ISO cua dinh dang tép SO lam
M¢ Nghiém  .xIsx

viéc Excel (.xIsx).
ngat



S6 1am viéc

XIsm

Excel (mé)

S6 1am viéc
Nhi phan Excel '

Mau (m3)

S6 1am viéc
Excel 97- Excel .
2003

MaAu Excel 97-

xlIsb

XItx

XItm

xls

Xlt

Excel 2003

S6 1am viéc
Microsoft
Excel 5.0/95

Bang tinh XML

Xls

Xml

2003

Dinh dang tép nén tang XML va c6 bat macro cho Excel
2007-2013. Luu ma macro VBA hoac trang tinh macro
Excel 4.0 (.xIm).

Dinh dang tép nhi phan (BIFF12) cho Excel 2007-2013.

Pinh dang tép mic dinh cho mau Excel cho Excel 2007-
2013. Khong thé luu md macro VBA hoic trang tinh macro
Excel 4.0 (.xIm).

Dinh dang tép c6 bat macro cho mau Excel trong Excel
2007-2013. Luu ma macro VBA hoic trang tinh macro
Excel 4.0 (.xIm).

Dinh dang t&p nhi phan Excel 97 - Excel 2003 (BIFFS8).

Dinh dang tép nhi phan Excel 97 - Excel 2003 (BIFF8) cho

mau Excel.

Dinh dang tép nhi phan Excel 5.0/95 (BIFF5).

Dinh dang t&p Bang tinh XML 2003 (XMLSS).



Dit liéu XML .xml Dinh dang Dir liéu XML.

Dinh dang B trg nén tang XML va c6 bat macro cho Excel
i 2007-2013. B6 tro 13 mot chuong trinh b tro dugc thiét ké
Bo trg Excel  .xlam o N . . )
de chay ma b6 sung. HoO tro dung du an VBA va trang tinh

macro Excel 4.0 (.xIm).

Bo tro Excel | B6 trg Excel 97-2003, mot chuong trinh b tro dugc thiét
Xla . , ~
97-2003 ké dé chay mé bo sung. Ho trg dung du an VBA.

Dinh dang t€p Excel 4.0 chi luu trang tinh, trang tinh biéu

S6 1am Viéc | dd va trang tinh macro. Ban co thé mo mot s6 lam viéc &
XIW s
Excel 4.0 dinh dang tép nay trong Excel 2013, nhung ban khong thé

luu té€p Excel & dinh dang tép nay.

Dinh dang tép van ban

Pinh dang MO ta

Van ban dugoc DBinh _ . .
o Dinh dang duogc phan cach bang dau cach Lotus. Chi
dang (Phan cach  .prn

luu trang tinh hién hoat.

bang dau cach)

Luu mot s6 lam viée dudi dang mot t&€p van ban dugc
Vin ban (Phan ot phan cach bang dau tab dé st dung trén mot hé diéu
cach bang dau Tab) hanh Microsoft Windows khac va ddm bao cac ky tur

tab, ngat dong va cac ky tu khac dugc dién giai ding.



Van ban

(Macintosh)

Vian ban (MS-
DOS)

Van ban Unicode

CSV (phan cach
bang dau phay)

CSV (Macintosh)

Ixt

Ixt

Ixt

.CSV

.CSV

Chi luu trang tinh hién hoat.

Luu mot s6 1am viéc dudi dang mét tép vin ban duoc
phan cach bang diu tab dé sir dung trén mot hé diéu
hanh Macintosh va dam bao cac ky tu tab, ngit dong va
cac ky tur khac duoc dién gidi dung. Chi luu trang tinh

hién hoat.

Luu mot s6 1am viéc dudi dang mét tép vin ban duoc
phan céch bang diu tab dé sir dung trén mot hé diéu
hanh MS-DOS va dam bao céac ky tu tab, ngit dong va
cac ky trr khac duoc dién gidi dung. Chi luu trang tinh

hién hoat.

Luu s6 1am viéc duéi dang vin ban Unicode, mot tiéu

chuan ma hda ky ty do Unicode Consortium phat trién.

Luu mot s6 lam viée dudi dang mot t&€p van ban dugc
phan cach bang dau phay dé sir dung trén mot hé diéu
hanh Windows khac va dam bao cac ky tu tab, ngat
dong va cac ky tu khac duoc dién giai dung. Chi luu

trang tinh hién hoat.

Luu mot s6 lam viée dudi dang mot t&€p van ban dugc
phan cach bang dau phay dé sir dung trén mot hé diéu
hanh Macintosh va dam bao céc ky tu tab, ngat dong va
cac ky tu khac dugc dién gidi dung. Chi luu trang tinh

hién hoat.



Luu mot s6 lam viée dudi dang mot t&€p van ban dugc

phan cach bang dau phay dé sir dung trén mot hé diéu
CSV (MS-DOS)  .csv hanh MS-DOS va dam bao cac ky tu tab, ngat dong va

cac Ky tu khac duoc dién giai diing. Chi luu trang tinh

hién hoat.

Pinh dang Chuyén d6i Dir liéu. Chi luu trang tinh hién

DIF dif
hoat.

Pinh dang Néi két Ky hiéu. Chi luu trang tinh hién
SYLK slk .
oat.

Ghicht Néu ban luu mét s6 1am viéc dudi bat ky dinh dang van ban ndo, tat ca

dinh dang s& bi mét.

Cac dinh dang tép khac

Méo
Pinh dang MO ta
rong

dBase 111 va IV. Ban c6 thé md nhitng dinh dang tép nay

DBF 3, DBF 4 .dbf bang Excel, nhung ban khong thé Iuu tép Excel thanh dinh
dang dBase.

Béng tinh OpenDocument Ban cé thé luu tép Excel 2010
Bang tinh dé c6 thé mé bang cac tng dung bang tinh c6 sir dung dinh

OpenDocument .0ds dang Bang tinh Dir liéu M& nhu Google Docs va

OpenOffice.org Calc. Ban ciing c6 thé mo bang tinh bang
dinh dang .ods trong Excel 2010. Pinh dang c6 thé mat khi



luu va mo cac tép .ods.

Portable Document Format (PDF). Dinh dang tép nay gilr

nguyén dinh dang cua tai liéu va cho phép chia sé tép. Khi

xem t€p dinh dang PDF truc tuyén hodc in ra, né van gitr
PDF .pdf . . . x
nguyén dinh dang nhu ban muon. Khong thé dé dang thay
d6i dir liéu. Pinh dang PDF ciing hiru ich d6i v6i cac tai

liéu duoc sao lai bﬁng cac phuong phép in thuong mai.

Thong sé giay XML (XPS). Pinh dang tép nay giit nguyén
. dinh dang cua tai liéu va cho phép chia sé tép. Khi xem tép
Tai liéu XPS XPpS . .
dang XPS truc tuy€n hodc in ra, n6 van gilr nguyén dinh

dang nhu ban mudn va khong thé d& dang thay d6i dit liéu.

Dinh dang tép sir dung bang tam

Néu ban sao chép dir liéu & mot trong cac dinh dang sau vao bang tam, ban cé thé
dan n6 vao Excel bang 1énh Dan hoic Dan Pic biét (Trang diu > Bang tam >
Dan).

Dinh dang M¢ rong B6 nhin dién kiéu Bang tam

Anh ¢ Pinh dang Siéu tép Windows (WMF) hoic

Dinh dang Siéu té€p Nang cao Windows (EMF).

. .wmf hoac ,

Anh emf Ghi chi  Néu ban sao chép mdt anh siéu tép
Windows tir mot chuong trinh khac, Excel s€ dan

anh dudi dang mot siéu t€p nang cao.

Bitmap .bmp Anh dugc luu dudi dang Bitmap (BMP).



Dinh dang tép
_ Xls
Excel Microsoft
SYLK Slk
DIF dif
Van ban (phan
. , Ixt
cach bang dau tab)
CSV (ngan cach
. , . .CSV
bang dau phay)
Van ban duogc dinh
dang (Phan cach  .rtf
bang dau cach)
.gif, .jpg,
Péi twong nhing  .doc, .xs,
hoac .bmp
, .gif, .jpg,
D61 tugng dugc
L .doc, .xls,
noi ket
hoac .bmp
Péi tuong vé trong
.emf

Office

Dinh dang t&€p nhi phan cho Excel phién ban
5.0/95 (BIFF5), Excel 97-2003 (BIFF8) va Excel
2013 (BIFF12).

Dinh dang Néi két Ky hiéu.

Dinh dang Chuyén d6i Dit licu.

Dinh dang vin ban phan cach bang dau tab.

Dinh dang gia tri phan cach bang diu phay.

Van ban C6 Dinh dang (RTF). Chi tir Excel.

Déi tuong Microsoft Excel, d6i tuong tir cc
chuong trinh duoc ding ky dung hd trg OLE 2.0
(OwnerLink) va Anh hodc dinh dang ban trinh
bay khac.

OwnerLink, ObjectLink, Néi két, Anh hoic dinh
dang khac.

Dinh dang doi tuong ve€ trong Office hodc Anh
(dinh dang siéu tép nang cao Windows, EMF).



Vin ban txt Vin ban Hién thi, Vin ban OEM.

Trang Web Tép Pon (MHT hoac MHTML). Dinh
Trang Web Tép  .mht, dang tép nay tich hop d6 hoa trong dong, tiéu
Pon .mhtml dung, tai li¢u duogc ndi két va cac muc hd tro khac

dugc tham chiéu trong tai lidu.

Ngbn ngit danh dau siéu van ban (HTML).

hi chd  Khi hép van ban tir mot
Trang Web htm, .html Ghi chu 1 ban sao chép van ban tir mo

chuong trinh khac, Excel dan van ban dinh dang
HTML, bat ké dinh dang ctia vin ban gdc.
Cic dinh dang tép khong dwoc hd tro trong Excel 2013

Nhitng dinh dang tép sau day khong con dugc hd tro, do dé ban khong thé mé

hodc luu t€p & nhitng dinh dang tép nay.

D¢ lam viéc vaoi dit ligu trong s6 1am viée cua ban trong mot chuong trinh ma

khong con duoc hd tro nita, hay thir lam theo cac cach thic sau:

o Tim trén Web mdt cOng ty tao bo chuyén doi dinh dang t&p cho cic dinh

dang té€p khong dugc hd tro trong Excel.

« Luu s lam viéc ctia ban & mot dinh dang tép khac co thé m¢& duge trong
mot chuong trinh khac. Vi dy, luu thanh bang tinh XML hodac dinh dang tép

vian ban ma chuong trinh khac ¢o thé hd tro.
Dinh dang M¢ rong Bo nhin dién kiéu Bang tam

Biéu do Excel Xlc Dbinh dang tép Excel 2.0, 3.0 va



2.X

WK1, FMT, WK2, WK3, .wk1, .wk2, .wk3, bDinh dang tép Lotus 1-2-3 (tﬁt ca

FM3, WK4 wk4, .wks phién ban)
_ Dinh dang té€p Microsoft Works

Microsoft Works .WkKs . .

(tat ca phién ban)
DBF 2 .dbf Dinh dang t€p DBASE II

Pinh dang t€p Quattro Pro danh
WQ1 wql S

cho MS-DOS

Quattro Pro 5.0 va 7.0 danh cho
WB1, WB3 wbl, .wb3

Windows.

Bai viét ndy c6 gitp ich cho ban khong?



Microsoft excel 2013 : Tao PivotChart

C6 thé kho xem hinh anh 16n khi ban ¢6 dit liéu trong moOt PivotTable rt 16n hodc
khi ban c6 nhiéu dir liéu trang tinh phirc tap c6 chira chit va sé véi cac dau dé cot,

nhu thé nay:

1
2 Canada Joe Buchanan VND 9.123,84 20060716 10248
3 Canada  Lee Suyama VIND 38.639,46 2006/07/10 10249
4 HoaKy  John Peacock VND 32.194,71 2006/07/12 10250
5 HoaK¥ Dave Leverlmg VD 13.562,58 2006:071135 10251
6 Hoa Ky John Peacock YIND 74.606,05 20060711 10252
7 |HoaKy  Dave Leverling VND 29.959,37 2006/07/16 10253

Mot PivotChart c6 thé giup ban 1am cho dir liéu nay c6 nghia. Mic du mot
PivotChart hién thi chudi dir liéu, thé loai va tryc biéu dd theo cung cach ma mot
biéu db tiéu chuan thuc hién, n6 cling s€ mang lai cho ban cac diéu khién loc tuong
tac ngay trén biéu d6 dé ban c6 thé nhanh chong phan tich mét tip con cac dit liéu

cua ban.

TE000
74000
T2000
T0000
65000
66000
64000

Amy Dodsworth  JogfBuchanan Lee Suyama

I Mhan vién kinh doanh  +F I




Déi véi dir liéu trang tinh, ban c6 thé tao ra mot PivotChart ma khong can tao mot

PivotTable trudc tién. Tham chi ban c6 thé tao ra mdt PivotChart dugc khuyén

dung cho dir li¢u cuia ban. Sau do,

Céach thyc hién nhu sau:

Excel s€ tu dong tao ra mot PivotTable lién Kkét.

1. Bam vao bat ky dau trong dit liéu.

2. Trén tab Chén, trong nhom

PrvotChart

AT .

Bidu do [P

3. Trén tab Céc Biéu dd dwoc

biéu tuong PivotChart e

Biéu dd, chon Cac Biéu dé dwgc Khuyén

Khuyén dung, hiy chon bat ky biéu d6 nao co

goc trén cung. Mot ban xem trudc cua

PivotChart xuat hién trong ngin Xem trudc.

b Bty A8
Bifu 86 khuyin &ng | Mgs bidy 38
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Sing né khithed ty thi kasi khéng quan trang lin

ol il

4. Mot khi ban da tim thiy PivotChart ban thich, hiy bdm OK.



Ghichl  Néu ban khong tim thdy mot PivotChart ban thich, hiy bam
PivotChart trén tab chén Chén thay vi C4c Biéu dé dwoc Khuyén dung.
5. Trong PivotChart xuat hién, hiy bam vao bat ky diéu khién tuong tac nao va
sau do chon céc tuy chon sa‘ip Xép hodc loc ban muén.

2l SipxéptioAdénZ
21| SpxéptirZ dén A

Céc tiy chon sdp x&p khéc...

Bd loc Mhin 3
Bo loc Gid tri 3
Tirn ki&m ol

[ [Chon Tat ca)
[ Susan King
[ Mike Callahan
[+ Mary Davolio
[+ Mark Fuller
[+ Lee Suyama

[+ John Peacock
-[#] Joe Buchnan

- [v| Dave Leverling
v Amy Dodsworth

| ok || Hiybs |

Meo Dé loai bo mot PivotChart ban khong mudn nita, hiy chon né va sau do

nhin Xoa.
Nhirng cach tao ra PivotChart khac

Néu ban d4 c6 mot PivotTable, ban c6 thé 1y nd 1am co sé dé tao mot PivotChart.
Hodc néu ban di két ndi voi nguén dw liéu Xt ly Phan tich Truc tuyén (Online
Analytical Processing, OLAP) bén ngoai hodc ngudn dit liéu M6 hinh Dit liéu, ban
co thé tao ra mot PivotChart doc 1ap, "khong lién két" ma khong can taora

PivotTable.



o Tao mét PivotChart cho mot PivotTable hién cé

o Két ndi véi dix licu bén neoai dé tao ra mot PivotChart

o Dung két ndi dix liéu bén ngoai hién c6 dé tao ra mot PivotChart

Tao mgt PivotChart cho mgt PivotTable hién co

1. Bam viao bat ky dau trong PivotTable dé hién Cong cu PivotTable trén ruy-

bang.

CONG CU PIVOTTABLE

PHAM TiCH THIET KE

2. BAm Phan tich > PivotChart.

[ mmm]
m i
i |_'?
PivotChart | PivotTahble
A khuyén ding

Cong cu

3. Trong hop thoai Chén Biéu dd, hdy bAm vao loai biéu do va loai biéu dd
con ban mudn. Ban cd thé str dung bat ky loai biéu 6 nao, ngoai trir biéu do

Xy (tan xa), bong bong hoic biéu d6 ching khoan.



Chén Eafu 38
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Dé tim hi€u thém vé cac loai biéu do, hdy xem Cac loai bic¢u do ¢6 san.

4. BAm OK.

5. Trong PivotChart xuat hién, hiy bam vao bat ky diéu khién tuong tac nao va

sau d6 chon cac tuy chon sa‘ip Xép hodc loc ban muén.

+Diu Trang

Két noi voi dir liéu bén ngoai dé tao ra mét PivotChart
1. Bam Dir li€u > Twr cac Ngu(‘“)n Khac va sau d6 chon nguén dir 1iéu ban
mudn. Vi du, chon Tir Dich vu Phan tich dé két nbi dén mot tép khéi vuldng

Xt ly Phan tich Truc tuyén (Online Analytical Processing, OLAP).

® s Ly

Tir T TuVan|Tir Mguén
Access Web  ban

Lay DT lidu Mgoai

E

K&t ndi
Hién co

2. Thyc hién theo cac budc trong Trinh hwéng din Két ndi Dir liéu va bam

Hoan tat.




3. Trong hop thoai Nhap Dir liéu, chon PivotChart va vi tri noi ban mudn dat
dit liéu va sau d6 bam OK.
Mot PivotChart tréng xuét hién va Danh sich Truong dugc hién ra dé ban c6 thé

thém hoic sip xép lai cac truong trong PivotChart ctia ban.

4. Trong Danh siach Truwdng, hiy chon cic trudng ban mudn hién ra trong

PivotChart.

Chon cac trugng dé thém vao
bao cao:

Qudc gia
+'| Nhin vién kinh doanh
+| 54 tieén Bon hang
Mgay B3t hang
10 Bion hang

THEM BANG...

Kéo trudng gilfa cac vang bén durdi:

" BG LOC | T

= HANG % GIATRI
Nhan vién ki.. * | || Téng Bon h.. ~

Tri hodn Cap nhat B4 tri

5. Sau khi ban tao mot PivotChart, ban c6 thé tiy chinh n6, gidng nhu khi ban

lam véi bat ky biéu dd chuan nao. Khi ban chon PivotChart:

« Hai nit xuét hién canh biéu do dé ban c6 thé nhanh chong thém hoac thay

ddi cac thanh phan biéu d6 nhu tiéu dé hodc nhin dit liéu, hodc thay d6i kiéu

biéu d6 va mau sac cua PivotChart giong véi cach ban lam trong mét biéu

do chuan.



Tang 54 tign ©an hang

Tong S0 tién Pon hang cia 4
nhan vién kinh doanh

G8000
SE000

Amyv Dodsworth  Joe Buchanan Lee Suyama

Hhan vién kinh doanh .T

« Céac Cong cu PivotChart hién trén ruy-bang. Trén cac tab Phan tich, Thiét
ké va Pinh dang, ban c6 thé chon céc tiy chon dé 1am viéc v6i hodc tiy

chinh PivotChart ctia ban.

COMNG CU PIVOTCHART

PHARN TICH THIET KE BINH DANG
+Diu Trang
Dung két néi dir liéu bén ngoai hién c6 dé tao ra mét PivotChart

1. BAm Chén > PivotChart.

= ffl-=-®- u
Lo K- -
Bigu da : PivotChart
khuyén ding . AT

Bidu db

2. Trong hop thoai Tao mdt PivotChart, bAm Diung mét ngudn dir liéu bén
ngoai va sau d6 bAm Chon Két néi.

3. Trong hop thoai Két noi Hién tai, trén tab Két noi, bAm dap vao két ndi ban
mudn.

4. BAm OK.



Mot PivotChart tréng xuét hién va Danh sach Truong dugc hién ra dé ban c6 thé

thém hoic sip xép lai cac truong trong PivotChart ctia ban.

5. Trong Danh siach Truwong, hiy chon céc truong ban mudn hién ra trong

PivotChart.

Chon cac trugng dé thém vao
bao cao:

Qudc gia
+| Nhin vién kinh doanh
+| 54 tieén Bon hang
Mgay B3t hang
10 Bion hang

THEM BANG...

Kéo trudng gilfa cac vang bén durdi:

" BG LOC | 6T

= HANG % GIATRI
Nhan vién ki.. * | || Téng Bon h.. ~

Tri hodn Cap nhat B4 tri

6. Sau khi ban tao mot PivotChart, ban ¢ thé tiy chinh nd, gidng nhu khi ban

lam véi bat ky biéu d6 chuan nao. Khi ban chon PivotChart:

« Hai nit xuét hién canh biéu dd dé ban c6 thé nhanh chong thém hoac thay

ddi céac thanh phan biéu d6 nhu tiéu dé hodc nhin dit liéu, hodc thay d6i kiéu

biéu d6 va mau sac cua PivotChart giong véi cach ban lam trong mét biéu

do chuan.
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\Nhén vién kinh doanh ¥

« Céac Cong cu PivotChart hién trén ruy-bang. Trén cac tab Phan tich, Thiét
ké va Pinh dang, ban c6 thé chon cac tuy chon dé lam viéc vé6i hodc tuy

chinh PivotChart cua ban.

COMNG CU PIVOTCHART

PHARN TICH THIET KE BINH DANG



Microsoft excel 2013 : Truy sau vao dir
li¢u PivotTable

Truy sdu vao lugng 16n dir liéu trong ciu trac phan cip PivotTable ludn 14 cong

viéc ton kém thoi gian voi nhi€u thao tac bung rong, thu nhdé va loc.

Trong Excel 2013, tinh ning Kham pha Méi cho phép ban truy sau vao khéi Xir
Iy Phan tich Tryc tuyén (Online Analytical Processing, OLAP) hay Céu tric phan
cap PivotTable dua trén Kiéu Dit liéu dé phan tich chi tiét dit liéu trén nhiéu cap do
khéc nhau. Kham pha Nhanh cho phép ban din hudng dir liéu ban muén xem va
hanh dong nhu mot bd loc khi ban truy sau xuéng. Nut hién 1én bt ky khi nao ban

chon mQt muc trong mdt truong.

Thé logi phu T Dﬂﬂﬂl Xe dap D lich
#Xadgp Laonii VNI
e dzp Budnz 08 VND)
o D lich ;‘.\_'J
Tong Cing 5

Truy sdu Xudng
Tan Sin ghim

Truy Mgugc kn

Thd log

|

Ban thudng bit dau bang cach truy sau xudng dén cap do tiép theo trong cau tric
phan cap. Pay 1a cach thyc hién:
1. Trong khdi OLAP hay PivotTable Kiéu Dit liéu, hay chon mot muc (nhu
Phy kién trong vi du ctia chiing ta) trong truong (nhu trudng Thé loai trong

vi du cuia chung ta).

Ban c¢6 thé truy sau xudng chi mdt muc tai mot thoi diém.



2. Bam nut Kham pha Nhanh |©’ xuét hién ¢ goc dudi cuing bén phai ving

chon cua ban.

The loai  ~ Doanh 56 S6 lwong Pit hang
# Phu kién VND26,377.392.40 61931
®Xedap [ o|VND46205260 90220
| ® Quin a0 "Ewmln?muj 73,598
-.tlLinhkién kham pha Mhanh 49027
:Téng Céng VND2277,005,100.51 274,776

3. Trong hop Kham pha, hiy chon muc ban mudn kham pha va bAm Truy siu

Xudng.

KHAM PHA »
Phu kién

I Mgy Truy sdu Xudng

P Ngay Gizo The loai ph

s/ P LoaitiEn & Bich

2] I Sn pham

L) b Khuyén méi

1 I Kénh Bin hing

I* Ben hing Tém it

I Khisnee R3n hann

Gio ban s& thay dir liéu thé loai con cho muc d6 (Trong trudng hop nay 1a san

pham Phu kién).

Thé loai phu T Doanh $& S& hrgng D3t hang
* Gia dé Xe dap VND 4.916.425,97 3.166
# Chan dé Xe dap VND 820.958,98 249
# Khung xe va Chai nudc  VND 1.332.802,03 10.552
* Lo tdy rira VND 381.686,93 3319
# Chén bin VND 966.703 61 2121
# Mii bao hiém VND 10.037.230,32 19.541
* B Tidp nudic VND 2.194.416,63 2.761
 Khéa VND 336.446,16 1.036
+ Bom VND 28024061 1.130
# L&p va Sim VND 5.110.481,13 18.006
Téng Céng VND 26.377.392,41 61.931




4. Tiép tuc dung Kham phéa Nhanh cho dén khi ban dén duoc dir liéu mong

muon.

Ghi cha
« Ban khong thé truy sau xudng trong ciu truc phan cap ngang bang (chiang
han nhu c4u triic phan cip hién thudc tinh ctia cing mdt muc nhung khong
cung cép dit liéu trén mot cip do tiép theo) hodc cau tric phan cap khac
khong co dir liéu trén nhiéu cap do.
« Néu ban c6 cac muc dugc nhom trong PivotTable, ban co thé truy sau Xuéng
trén tén nhom gidng nhu cach thirc ban truy sau xudng trén cac muc khac.
« Ban c6 thé truy sdu xudng trén mot tap di dit tén (tdp cac muyc ban dung
thuong xuyén hay két hop cac muc tir nhidu cau tric phan cép khac nhau).
Truy ngwoe 1én dé kham phat chi tiét anh
Sau khi truy sau xudng, ban c6 thé truy nguoc 1én trd lai dé phén tich dit liéu tom
tat. Trong khi Hoan tac trén Thanh céng cu Truy nhap Nhanh dua ban tro lai
noi ban di bat dau, truy nguoc lén s€ cho phép ban thyc hién bét ky duong dan nao
khac nguoc 1én trén dé ban co hiéu biét rd hon vé buc tranh 16n hon.
1. Trong cau triic phin cap PivotTable ma ban di truy sau vao, hiy chon muc
ban mudn truy nguoc 1én.
2. Bam nat Kham pha Nhanh |~ xuat hién & goc dudi ciing bén phai ving
chon cua ban.
3. Trong hop Kham ph4, hiy chon muc ban mudn kham pha va bAm Truy

ngugc Lén.



KHAM PHA »
Hitch Rack — 4-Bike

[ Ngay Truy Mguagc [én

I 5&n pham

B Khuygn maéi

¥ Kénh Ban hang

F Bzn hang Tom tit

I Khisnee R3n hann

Bay gio ban dang xem di liéu tir cip cao hon.

4. Tiép tuc dung Kham pha Nhanh cho dén khi ban dén duoc dir liéu mong

muon.

Ghi cha
« Ban c6 thé muén truy nguoc 1én cip d6 cao hon cua ciu trac phan cip cing
lGc. BaAm chudt phai vao muc ban mudn truy nguoc 1én, bAm Truy sau
Xudng/Truy ngwoe Lén, rdi chon cip do ban mudn truy nguogc 1én.
« Néu ban d3 nhom cic muc trong PivotTable, ban ¢ thé truy nguoc 1én tén
nhom.
« Ban c6 thé truy ngugc 1én dén mot tap da dit tén (tap hop cac muyc ban ding
thudng xuyén hay két hop cac muc tir nhidu cau triic phan cép khac nhau).
Tao PivotTable dé phan tich dir liéu trong nhiéu bang
Quan trgng Tinh nang nay khong kha dung trong Office trén may tinh RT chay
Windows. Ban muén xem phién ban nio cua Office minh dang dung?
Néu cong ty ban luu trit dit liéu quan trong trong cac co sd dir liéu quan hé, thi co

thé ban cn phan tich va bao cdo dit liéu d6 thuong xuyén. Khi di liéu cia ban co



quan hé v4i nhau, ban c6 thé tao mot PivotTable gidng nhu dudi day chi trong vai

s
phat:
L)
Calemdirieas . .
HEGN HOAT | TA
Tiag Daah o Nl Lt T 3
1 hikm Hisg - Xedpp Thag sqmg
= Chiin Aw WNID BN R S S VND 6,310, 48T i

P WD RS SRS B5 T O Ll B e 2T

'.'l Bk _ IWND 2106 P OO VI 2006 50 2
Vo qades Ak WVIND 13010004 54100 VD 2L 35L M0 4

= Bke NI WD TR D0 T VND T 624,004
Canads WD 1 200 ST VKD 1200

1| Boaksi VD BALE, VD AA1LE84
- Thii Hink Drrowg VXID 5061 50821 18400 VD 5,061,500
VD ISETSSIINIEA00 VAN 2967 502
Téag ciing VNI ISP PPUE4NTTENE  VNIN 1ED,990,0

Shoot 1

Piém khéc biét ctia PivotTable ndy la gi? Hay chl y cach ma Danh sach Truong
hién thi tdp hop cac bang, mdi bang chira cac truong ma ban c6 thé két hop trong
mot PivotTable duy nhat dé sép xép dit liéu cua ban theo nhiéu cach. Khong can
phai dinh dang hoac chuén bi dit liéu theo cach thu cong. Néu ban c6 dit liéu ¢
quan hé véi nhau, ban c6 thé tao ngay mot PivotTable dya trén cac bang lién quan

ngay khi nhap dir liéu.

Lam thé nao dé gop nhiéu bang vao mot Danh sach Trudng PivotTable? C6 hai
cach. Cach thir nhat, khi ban nhap tir mot co sé dir liéu quan hé, ban c6 thé nhap
nhiéu bang ddng thoi. Hodc ban ciing c6 thé nhap ting bang tir cling mot ngudn dir
liéu hodc tir cac ngudn dir liéu khac nhau, thém ching vao mét M6 hinh Di ligu
trong Excel, tao méi quan hé rdi sau d6 st dung M6 hinh Dit liéu d6 dé chay
PivotTable.

Gio hdy cing xem ban s& nhap nhiéu bang tir SQL Server nhu thé ndo.



1. Pam bao rang ban da biét tén may chu, tén co s¢ dit liéu va phan thong tin
dugc str dung khi két ndi v6i SQL Server. Nguodi quan tri co s dir lieu cua
ban c6 thé cung cap nhiing thong tin can thiét.

2. Bam Dir liéu > LAy dir liéu bén ngoai > Tir ngudn khac > Tir SQL
Server.

3. Trong phan Tén may chu, hdy nhap tén may tinh mang ctia may tinh chay
SQL Server.

4. Trong phan thong tin Dang nhap, bAm Dung xac thwe Windows néu ban
dang két nbi bang tén ctia chinh ban. Néu khong, hdy nhap tén nguoi dung
va mat khau do ngudi quan tri co so dit liéu cung cap.

5. Trong phan Chon co s& dit liéu va bang, hdy chon co s¢ dit liéu réi bAm Cho

phép chon nhiéu béang.

Trink hudng din KEt ndi D hiéw
Pilih Pangkalan Data dan Tabel
Pilik Pangialsn Dwta dan TabslKubus yang mengandung dats yang Ards inginkan
Pilih panglcalan data yang berisi data yang &nda inginkan:
|.-5.:'.'a'1t4 reWiories D W2012 :_I
¥ Sambung ks taks] tertenta:
IF Tho phap chon nhifu bang I
g
= [ | | I B
[ = dbia 2010/08/30 1
rﬁluﬁ.ssmﬂzqﬂrdlm dbo 200085301
E & o do 2010/08,/30 1
[ & viargatiaad dba 20/09/30 1
B 5 viimeseries dba 2010/09/201
E 0 savemure'orksDWBuildVertion dba 2010509730 1
[ [ patabaseLog dbo 2010/09/30 1o
il | o
IF Mhap m&i quan h§ gilfa cic bang 43 chon I Chen Bang Lign quan
Hiypd | <lgiti [ DEer | Susani |
g

6. Chon thu cong c4c bang ma ban mudn 1am viéc. Hoic hdy chon mot hoic
hai bang, sau d6 bam Chen bang lién quan dé ty dong chon bang c6 lién

quan dén cac bang ma ban da chon.



7. Néu da chon hop kiém Nhap méi quan hé giira cac bang dwogc chon, hiy
giit nguyén nhu vay dé cho phép Excel tao lai cic mbi quan hé bang tuong
duong trong s6 1am viéc.

8. Bam Két thuc.

9. Trong hop thoai Nhap dir liéu, chon Bao cao PivotTable.

Whip DiF lifu d
Chon cach ban mudn xem dir liéu ndy trong 56 lam viéc oha ban,
7  EBang

| 3l & Bao cho pvottaple |
1% © PwotChart
[* " chiTao Kt néi
Bam mudm dit di liéu vao dau?
= Trang tinh hién cé:
[=5a51 |

" Trang tinh mdi

™ Thém dif liéu nay vao Mé hinh D liéu

Thubc tinh... <] ok | niyws |

10.Bam OK dé bat dau nhap Danh sach Truong.

11.Luu y rang Danh sach Truong bao gdm nhiéu bang. D6 12 tit ca nhiing bang
ma ban d4 chon trong sudt qua trinh nhap. Ban c6 thé bung rong hoic thu
gon timg bang dé xem céc truong. Mién 1a c4c bang c6 lién quan véi nhau,
ban c6 thé tao biéu dd PivotTable bang cach kéo cac truong tir bang bat ky

vao khu vuc GIA TRI, HANG hoic COT.



Truong PivotTable  ~ %
HIgMW HOaT
Chon trudng dé thém vao bao cio: -
DimCurrancy
DirmCustomer
+| DimDate

DimProduct
DimPromotion

Kéo trugng gida cdc vong bén dudi:

B LOC CAOT

CalendarYear

HAMNG GIA TRI

SalesTerritor.. = Tong Salesh.. -

Tri hodn Cap nhat BE tri

12.Kéo cac truong sé vao khu vue GIA TRI. Vi du, néu ban dang dung co s
dit liéu mau Adventure Works, ban c6 thé kéo SalesAmount tir bang

FactInternetSales.

13.K¢éo cac truong ngay hodc khu vuc vao khu vue HANG hodc COT dé phan
tich doanh s6 theo ngay hodc khu vuye.

14.D6i khi ban can tao mot mbi quan hé gitra hai bang trude khi ¢ thé ding
ching trong PivotTable. Néu ban nhan dugc thdng bao cho biét can phai tao

mot méi quan hé, hdy bAm Tao dé bit dau.



Trucng PivotTable v %

HIEN HOAT TATCA

Chon cdc truéing dé thém vao bao cao: LI_"D -
CO thé can mai

quan hé gilva cac TAO... x
bang.

Ghi cht

. Dé dung co s¢ dit li¢u quan h¢ khac, chﬁng han nhu Oracle, ban c6 thé can
phai cai dit phan mém khach bd sung. Hay kiém tra véi nguoi quan tri co so

dir liéu dé xem diéu ndy co bit budc hay khong,

« Ban c6 thé nhap nhiéu bang tir Access. Xem Hudng dan: Phan tich dir liéu
PivotTable bang mot M6 hinh Dit liéu trong Excel 2013 dé biét thém chi
tiét.

Nhirng cach khac dé phan tich nhiéu bang

Co s¢ dir liéu quan hé khong chi 1a nguén dit liéu cho phép ban lam viéc voi nhiéu
bang trong mot Danh sach Trudng PivotTable. Ban c6 thé dung cac bang tuy ¥
trong toan bo s6 lam viéc, hodc nhap nguén dir liéu ma sau do ban s¢€ tich hop véi1
cac dir lieu dang bang khac trong s6 lam viéc cua ban. Dé giap tat ca cac dit liéu
khéng lién quan nay cé thé két hop voi nhau, ban s& can phai thém mdi bang vao
mot Mo hinh Dir liéu, sau d6 tao mdi quan hé giita cac bang bang cach sir dung céc

gia tri tra ctru trung Khép.

« Thém dir liéu trang tinh vao mdt M6 hinh Dit liéu bang cach ding mot bang

duoc no1 két

o Tao mo1 quan h¢ gitra hai bang



« Tao mbi quan h¢ trong Dang xem So dd
Bit diu mét PivotTable méi sir dung cac bang trong Mé hinh Dir liéu

C6 thé ban vira lién két vai bang, tao mot M6 hinh Dit li¢u trong quy trinh va bay
gior san sang st dung dit liéu nay trong ban phan tich ctia ban. Day 1a cach ban bit
dau mot PivotTable hodc PivotChart méi sir dung M6 hinh Dir liéu trong s6 lam
viéc cua ban.

1. Bam viao 6 bat ky trong trang tinh.

2. BAm Chén > PivotTable.

TEP TRANG DAL CHEM

g | B2 lat

IF'i*.fn:ntTal:nIE PivotTable Béng Hin
khuyén ding ani

Bang f

3. Trong hop thoai Tao PivotTable, duéi Chon dir liéu ban mudn phén tich,

bam Sir dung nguon dir li€u ngoai.

Tao Piyistiabie L2 o

Chon dif liéu ban mudn phan tich

() Chon bang hodc pham vi

Bang/Pham vi: Pz

@ iDang nguan diF lifu ngoait

Chon K&t ndi...

Tén két ndi:

Chon nai ban mudn dat bao cao PivotTable
(7 Trang tinh Mdi
@ Trang tinh Hién co
Vitri: | Sheetl!SASL
Chon xem ban cd mudn phan tich nhigu bang khéng

|| Thém dif lidu nay vao Ma hinh Dir ligu




. Bam Chon Két noi.

. Trén tab Bang, trong Mé hinh Dix liéu S6 1am viéc Nay, chon Bang trong
M4 hinh Dir liéu S6 1am viéc.

. Badm Mé va sau d6 bAm OK dé hién Danh sach Trudng chia tit ca cac bang

c6 trong mo hinh.



8 tinh niing tot nhat trén Excel 2013

Ngudi ding c6 thé thich tinh ning dién dir liéu Flash Fill hay sw d6i méi trén
Chart, PivotTables va tinh nang méi Quick Analysis. Dwéi diy sé€ 1a 8 tinh

niing tot nhat trén Excel 2013 ma cé ich cho da sé nguwoi dung.
Flash Fill

C6 18 tinh ning gan giii nhat ddi v6i ngudi st dung Excel 2013 d6 14 Flash Fill.
Tinh ning nay tién doan dir liéu mot cach thong minh va ty dong dién dir liéu vao
cac 0 trong trén bang tinh. Vi du, trén bang tinh chtra danh sach hoc sinh ¢6 mot

cot hién thi ho tén ¢ dang day du.

Bay gid, ban mudn tach ho t&n ra 1am hai cot, mot cot chira ho va cot con lai chia
tén. Vi tinh nang Flash Fill s& giup ban thyc hién diéu ndy mot cach dé dang. Pau
tién, ban can tao thém hai cot chira ho va chira tén nim bén canh cot ho tén c6 san.
Ban gb ho ctia hoc sinh ddu tién, sau d6 chon 6 ho ctia hoc sinh tiép theo. Vao thé

Data, chon Flash Fill.

I HOME  IMSERT PAGE LayouT FORMULAS | DATA REVIEA  WIEW  Fosit Reader PDE Team
BB B REe-a@Yir @BFH % b
From  From From Cbher Existing Fefresh £]  Gort Filter 2 Tetto | Flash Remove Dsta  Consolidste ‘What-F Felat
Web Tasl  Souedeis  Conmedtions Al t Lk e tteanced  Calrnns Rl Bupbestes Validslica - b
et Externat Data Cannections sart i Fiter A Dt Tools
— Flash Fill [Ceri oK)
- ,_--""‘"’f fustomaticaBy fill in velves, Entes s
i il C (n] E "_._—v"'-'- i3 H l:l:'._:-dl:l'l’.‘.l.'“li'l:.'-:ul:.‘-n' -..-
CHSTENCHERC somviacd = | (E) | o wart Al
: -
1 Hb Minh Tam B4 WimteTam
2 Blodn Thi Kim Mgan L
3 Mguyen Hoai Marm
4 Wi Huy Thanh
5 Pham Thanh Sang
[ Mlguyen Wan Nid
T Lé& Van Thanh
] Tran Wan Mgoc Tan
9 Mguyén CimTo
10 Tir Thi Bdo Trén



Ngay lap tirc, Excel s& dién tu dong ho ctia cac hoc sinh cOn lai trong danh sach.

Ban cling lam duoc twong ty nhu trén cdt tén hoc sinh.

ME S -

FILE HOME INSERT PAGE LAYCUT FORMULAS

b Tl [Th I, = i

® sy [$ | Le

Fram From From From Other Exizting Refresh
Access Web Text Sources~  Connections All =

Get External Data Connections
c4 Y fs
A B C D

1 DANH SACH HOC SINH 12C4

2

3 1 Hé Minh Tam Hb Minh Tam
4 2 Boan Thi Kim Ngan [Boan

5 3 Nguyén Hoai Nam  Nguyén

6 | 4 V6 Huy Thanh Vo

7 5 Pham Thanh Sang Pham

g | 6 Nguyén Van Nhd  Nguyén

g 7 Le Van Thanh Le
10 8 Tran Van Ngoc Tan Tran
11 9  NguyénCamTa  Nguyén
2| 10 TeThiBaoTran Tur
13

Recommended Charts

DATA REVIEW VIEW

L% Connections Al _'_z.r\l P Cl
Z¢ |alzl _ :

. Sort Filter

o
&

Sort & Filter

Hau hét nguoi ding sé bdi rdi khi chon lya biéu do tot nhat cho dit liéu. Nay trén

Excel 2013, ban s& duoc dé nghi chon mot biéu d6 thich hop nhét cho dit liéu véi

tinh ning Recommended Charts. Pon gian chi can chon dit liéu, sau d6 vao thé

Insert, va chon Recommended Charts dé xem danh sach cac biéu d6 duoc dé

nghi, nhu thé hién trong hinh dudi day. Sau d6 nhan vao hinh thu nho dé xem biéu

dd nhu thé ndo. Nhin dtp vao hinh thu nho dé chén biéu d6.



A G,
Gﬁj Recommendad Charls | A8 Charts
Dép < Tow = Clustered Column
Hén = 1
- | Chanl Tille
2811818 BE
e =t =y | o
bbbl Al | son
o HERE"-
- a0
- o
o
= S, i a 168
Gt Tedeyy 8 Traing & Tharg 18
'j sGa wlEp wMin
- I I & chustered column chart &5 used o compars values amoss & few
. categaries. Use if when the order of categonies is not important.
T
oK [ canca

Recommended PivotTables

Tinh nang nay hoat dong twong ty nhu Recommended Charts, nhung 1a tao ra mot
PivotTable. Py la tinh ning mai tuyét voi cho hau hét nguoi dung, boi vi nhidu
nguoi van thuong xuyén tao bao cao vai PivotTable. Nhéan chon dir liéu can tao,
trong d6 c6 chira cac 6 tiéu dé. Chon thé Insert, trong nhém Tables, nhan chon
Recommended PivotTables dé hién thi hop thoai nhu hinh sau. Chon mdt hinh

nho dai dién cho loai PivotTable can ding va nhdn OK dé chén.
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{ETH Sum of WALUE by METHOD .. - Sum of VALUE by METHOD OF PAYMENT
1 i ey [ [ = +
8 CC:DE :RECEIPTNO : R et SR Sum of VALUE =
— caeneresie st 4 \METHOD OF PAYMENT [~ [Total |
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a0 Fronce war ||| CREDIT CARD 222BBE.59
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Quick Analysis

Pay la tinh ning moi rat hiru ich trén Excel 2013. N6 gitp phan tich va thuc hién
nhanh mot vai tic vy ddi voi dit ligu dugce chon. Chon dit lidu va sau d6 nhan vao
biéu twong Quick Analysis tai goc dudi bén phai ctia viing chon. Hop thoai mé ra
bao gom céc thé nhu FORMATTING (dinh dang dir liéu), CHARTS (tao biéu
d6), TOTALS (cac phép tinh thong k&), TABLES (tao Pivot Table). ..
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Néu khong thﬁy biéu tuong Quick Analysis, ban hdy Kiém tra lai cac thiét lap:
Nhan thé File, chon Options tir khung bén trai; chon General & khung bén trai
(mic dinh); trong viing User Interface Options, danh dau vao tly chon Show
Quick Analysis Options On Selection. Nhan OK.

Timelines

Tinh nang nay cho phép tao PivotTable dugc loc theo thoi gian. M6t khi ban dé co

PivotTable thi viéc tao Timeline 1 rit don gian.

Véi PivotTable duge chon, nhan vao thé Analyze. Trong nhém Filter, nhin vao
Insert Timeline. Trong hop thoai xudt hién, danh ddu chon vao trudng chira ngdy
(trong trudng hop ndy 1a DATE). Nhian OK va Excel s& hién thj thoi gian bén canh
PivotTable dé c6 thé d& dang tong hop thong tin theo thoi gian.



Data
DATE * |RECEIPT NO |~ |Sum of CODE Sum of VALUE
=01/04/20081-236
1-237
_i2-361
4-T89
4-790
01/04/2008 Total
=02/04/2008]2-362
2-363
3-561
) 3-562
02/04/2008 Total
=03/04/2008 3-563
03/04/2008 Total
= 04/04/2008 3-564
04/04/2008 Total
=05/04/2008 1-238
1-239
1-24n

Hé tro dam may

Microsoft d4 tirng tuyén b dién toan ddm mdy 14 tinh ning dang gia cua bo Office
2013. Néu ban can luu trir nhitng tai liéu ciia minh 1én dam may chang han nhu
SkyDrive hoic trang SharePoint bang cach dung lénh Save As (hoic Open), nhu

thé hién trong hinh sau day.
Lam nhuw vy c6 hai loi thé:

« Ban c6 thé truy cap nhanh chong va dé dang céc tap tin Excel trén bat ky
thiét bi ndo chay Excel 2013 (bao gdm ca may tinh bang Windows va dién

thoai thong minh).

« Sir dung Office 365 (ban can phai ding ky), dé c6 thé xem va chinh sira

bang tinh tryc tuyén bang cach str dung bat ky trinh duyét web nao.
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Browse

Data Model va Relationships

Excel 2013 hd tro mé hinh tich hop dit liéu va cac mbi quan hé giita cac bang véi
nhau. Chang han céc tinh ning nhu: Tao bao céo PivotTable dwa trén nhiéu bang;
tao ra mdi quan hé mot — mot hodc mot — nhiéu gitra cac bang; dé& dang két ndi voi
Odata, Windows Azure DataMarket va SharePoint; tao PivotTable va PivotChart

mot cach chi tiét.
Apps for Office

Tinh ndang mé&i nay cho phép ban truy cap nhanh vao cac chuong trinh tai Office
Store. Dé cai dat mot ng dyng, nhan vao thé Insert va sau d6 bam vao Apps for
office trong nhém Apps. Ban sé& can phai c6 mot tai khoan Microsoft dé dang nhap
va tai tng dung. Hinh dudi dy sé& hién thi ing dung Bing Maps nhu mét ing dung

duoc cai dat.






MS Excel 2013 Co gi moi
trong Excel 2013

Piéu diu tién ban sé thidy khi mé Excel 12 mot hinh thire hoan toan méi. Giao
dién gon gang hon, nhung ciing dwoc thiét ké dé giip ban nhanh chéng cé
dwoce két qua mang hinh thirc chuy@n nghiép. Ban sé thiy nhiéu tinh niing méi
dé khong phai nhin nhirng mang so day dic va vé nén birc tranh dir liéu song

dong hon, dinh hwéng dé ban cé nhirng quyét dinh tét hon dwa trén thong tin.

MEQ: Dé tim hiéu cach ban c6 thé bt ddu tao nhanh mot s6 1am viéc Excel, hdy

xem Cac tac vu co ban trong Excel 2013.

Cic tinh ning hang dau can tim hiéu

Nhanh chéng bat dau 1am quen

Hay
Tour

W 5 Ly v K

DANH SAC 11 PH
e




Cac mau sé& thuc hién phan 16n cong viée thiét 1ap va thiét ké cho ban, dé ban co

thé tap trung vao dit liéu cua minh. Khi mg Excel 2013, ban sé& thdy cac mau danh

cho du toan, lich, biéu mau, bao cdo va nhiéu hon thé nita.

Phan tich nhanh dir liéu

LL1% AR
10001 .59
1190.80
25405.10

| Thanq% Tép bidy
Fau Aurgng

A

Lém hecrg

Cong cu Phan tich Nhanh méi cho phép ban chuyén dir liéu thanh biéu dd hoic

bang chi véi mdt hodc hai budc. Xem trude dir liéu cua ban voi dinh dang co6 diéu

Kién, bi€u do thu nho hoac biéu d6 va dua ra Iva chon cua ban chi voi mdt 1an bam

chuot. Bé sir dung tinh ndng mdi ndy, moi ban xem Phan tich ngay di liéu ciia ban.

Pién vao toan by mot cot dir liéu trong nhay mat

Laorem ipsum
Laorem ipsum

Laorem ipsum

Laorem ipsum
Laorem ipsum

Laorem ipsum
Laorem ipsum
Laorem ipsum
Laorem ipsum
Laorem ipsum

Larem ipsnm

Larem ipsum
Laorem ipsum
Larem ipsum

Laorem ipsum

Laorem ipsum
Laorem ipsum
Larem ipsum

Tu hoan tit c6 Xem trudc gidng nhu mét tro 1y dir liéu hoan thién cong viéc cho

ban. Ngay khi doan duoc diéu ban mudn 1am, Ty hoan tit c6 Xem trudc s& nhip

phan dir liéu con lai tic thi, theo md thirc né nhan thy trong dir lidu cta ban. Dé



xem khi nao thi tinh nang nay tré nén tién lgi, hdy xem Tach c6t dir liéu dua vao

noi dung ban ¢0 nhap.

Tao biéu do phl hop véi dir liéu ciia ban

1?
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khuyén ding
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Véi Dé xuit vé biéu do, Excel dé xuit nhirng biéu d6 phd hop nhat cho dir liéu cua
ban. Xem nhanh dir li¢u cua ban trong ra sao trong cac biéu d6 khac nhau, sau d6
chi cAn chon mot cach hién thi thong tin ban mudn trinh bay. Hay thir str dung tinh

ning nay khi ban tao biéu d6 dau tién cua minh.

Loc dir liéu bang bing slicer

Lorem b5

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Duogc gidi thi¢u lan dau trong Excel 2010 nhu mdt cach tuong tac dé loc dir lieu
PivotTable, gio day slicer ciing c6 thé loc dir liéu trong cac bang Excel, bang truy
van va cac bang dit liéu khac. D& cai dit va st dung hon, slicer hién thi bo loc hién

tai dé ban biét chinh xac minh dang xem dit liéu gi.
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Trong Excel 2013 mdi s6 1am viéc ¢o cira s6 riéng, gildp ban dé 1am viéc hon trén
hai hoic nhiéu s6 1am viéc. No ciing gitip ban thiy thoai mai hon khi lam viéc trén

hai man hinh.

Cac ham Excel mai

[ e |
fx

Him

Ban s& tim thay mot s6 hdm méi trong cac thé loai ham toan hoc va luong giac,
thong ke, ky thuat, ngdy gio, tra ctru va tham khao, 16-gic va vin ban. Mot s6 chic
nang dich vu Web cling méi co dé tham chiéu dén céac dich vu Web tuong thich véi
Chuyén Trang thai Pic trung (REST). Tim thdng tin chi tiét trong Cac ham mai
trong Excel 2013.

Luwu va chia sé té€p truce tuyén




Excel gilp ban d& dang luu cac s6 1am viéc vao mot vi tri truc tuyén cua riéng
minh, nhu dich vu SkyDrive mién phi hoic Office 365 ciia co quan ban. Viéc chia
Sé cac trang tinh ctiia ban v&1 ngudi khac cling don gidn hon. Cho du ho dang su
dung thiét bi gi hodc ho dang & dau, moi ngudi sé cling 1am viéc v4i phién ban mai
nhat ctia mot trang tinh — va tham chi ban con ¢ thé hop tac trong thoi gian thye.

Pé tim hiéu thém vé tinh ning ndy, mdi ban xem Luu s6 1am viéc vao mot vi tri

khac hodc Luu s 1am viéc 16n Web.

Nhung dir li€¢u bang tinh vao mot trang web

Pé chia s¢ mot phan trang tinh cia ban trén web, ban chi cAn nhung né vao trang
web caa minh. Khi d6, ngudi khac cé thé 1am viéc voi dit lidu trong Excel Web
App hoac m¢ dir liéu da nhung trong Excel.

Chia sé trang tinh Excel trong mdt cudc hop truc tuyén

Cho du ban dang & d4u hay dang st dung thiét bi gi — dién thoai thong minh, may
tinh bang hay may tinh — mién 1a ban d3 cai dat Lync, ban s& c6 thé két ndi va
chia sé s6 1am viéc trong mot cudc hop truc tuyén. Bé tim hiéu thém vé tinh ning

nay, hdy xem Trinh bay s 1am viéc truc tuyén.

Luwu thanh dinh dang tép méi

Gio day ban c6 thé luu va md cac tép ¢ dinh dang tép Bang tinh XML M& Nghiém
ngat (*.xlsx) mai. Pinh dang tép ndy cho phép ban doc va ghi ngay thang theo
ISO8601 dé giai quyét van d& ndam 1900. Pé tim hiéu thém vé tinh ning nay, hay

xem Luu s 1am viéc duéi dinh dang tép khéc.

Tinh nang bié¢u do mai

Nhirng thay d6i trong ruy-bing ciia biéu do



CONG CU BIEU DO

THIET KE BINH DANG

NUt Biéu d6 dugc Khuyén dung méi trén tab Chén cho phép ban chon biéu d6 phu
hop véi dir liéu ctia minh tur nhiéu lua chon. Cac loai biéu dé lién quan nhu biéu dd
phan tan va bong bong nam & cling mot chd. Va c6 nit hoan toan mai danh cho
biéu d6 két hop — mot biéu d6 wa thich ma ban d4 timg yéu cau. Khi ban bam vao
biéu dd, ban s& thdy mot ruy-bang Cong cu Biéu d6 don gian hon. Chi véi mot

tab Thiét ké va Pinh dang, ban c6 thé dé& dang tim dugc ndi dung minh can.

Nhanh chéng tinh chinh biéu dé

== Lorem ipsum # Loremipsum 5 | Lorem ipsum

Ba nit biéu d6 mdi giup ban nhanh chéng chon va xem trudc thay doi ddi voi cac

thanh phan biéu d6 (nhu tiéu dé hodc nhan), hinh thic va kiéu biéu dd hodc dbi véi

dir liéu duoc hién thi. Bé tim hiéu thém vé tinh ning ndy, hdy xem Pinh dang biéu

do cua ban.

Cac nhéan dir liéu phong phu hon
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Gio day ban c6 thé dua vin ban d dinh dang va cd thé 1am méi tir cac diém dir
liéu hodc bat ky vin ban ndo khac vao nhan dit liéu caa minh, cai thién ching bang
dinh dang va vin ban bd sung c6 dinh dang tu do va hién thi chung duéi hiu nhu
bat ky hinh dang ndo. Cac nhan dit liéu van hién dién, ngay ca khi ban chuyén sang
mét loai biéu dd khac. Ban cling co thé két ndi chung véi cac diém dit liéu cua
ching bang cac dudng chi dan trén tat ca biéu d6, khong chi & cac biéu db hinh

tron. Bé 1am viéc v6i cac nhan dir liéu phong phi, hdy xem Thay d6i dinh dang cta

nhan dit liéu trong mot biéu do.

Xem hoat hinh trong biéu dé

Hay nhin biéu do trd nén Séng dong khi ban thyc hi¢n thay ddi & dit lieu nguén cua
né. Nhin n6 rat tha vi — chuyén dong trong biéu dd ciing khién cho nhing thay do6i

trong di li€u ctia ban trd nén rd rang hon.

Phan tich dir li€éu hiéu qua
Tao PivotTable phu hop véi dir liéu ciia ban

Tangz 50 tién Bon hang
Fhas lang - Ting 56 (s e heng
= Connda 11313091 sy = i hasg
Amy Uzdrwah THN D8

Jom Thachamm LETR1 Y .. T e
L T gy han Haes Timp 58 titn Bom hanp

Fhaa Ky ITIERSI0

Pt Hang - %4 kreag Crderil) Haa K

Amy Uzdrwah L8] e li P B B e ]
¥oa Thickasm 134

L Szrera 42

Taag 50 orderID Y. rimhs

Pline Hamg - Tiéng e srdartD Timg cimg 12283274
Amy Dedreah 4817
Miwve Lavarkng 13007

Chon duogc truong phl hop dé tom tit dit liéu cua ban trong modt bao céo
PivotTable c6 thé 13 mot viée kho khan. Gio ddy ban c6 thé dugc gitp d& mot chit

V6i viée d6. Khi ban tao mot PivotTable, Excel s& dé nghi vai cach dé tom tat dir



liéu cua ban va hién thi cho ban mot hinh xem trude nhanh vé b tri truong dé ban
c6 thé chon mot bd tri cung cép cho ban thong tin ma ban dang tim. Bé tim hiéu

thém Vvé tinh ning ndy, hy xem Tao PivotTable.

Sir dung Danh sach Truong dé tao cac loai PivotTable khac nhau

Truong PivotTable v
Chon cac trugng d€ thém vao
bao cdom
| Quéc gia
/| Mgudi ban hang
| Sd tien Bon hang

Mgay Bt hang

Orderll

THEM BANG...

Tao bd tri cta PivotTable sir dung mot bang hay nhiéu bang bang cach ding cing
mot Danh sach Truong. DA dugc chinh stra dé phl hop véi ca PivotTable mot bang
va nhiéu bang, Danh sach Trudng giup ban dé dang tim dugc truong mong mudn
trong b tri PivotTable cua minh, chuyén sang M6 hinh Dir liéu Excel mé&i bang

cach thém bang, tim hiéu va dan hudng dén tat ca cac bang. Dé tim hiéu thém vé

tinh ning nay, hdy xem Tim hiéu cich st dung Danh sach Truong.
Dung nhiéu bang trong phan tich dir liéu ciia ban

Mo hinh Dir liéu Excel mdi cho phép ban khai thac cac tinh nang phan tich manh
mé ma trudc day chi sdn dung khi cai dit bd tro PowerPivot. Ngodi Viéc tao

PivotTable truyén thong, gio ddy ban c6 thé tao PivotTable dua trén nhiéu bang

trong Excel. Bing cach nhdp cac bang khac nhau va tao méi quan hé giita chung,
ban s& ¢ thé phén tich dit liéu cua minh dé co két qua ma ban khong thé c6 dugc
tir dit liéu PivotTable truyén thong. Dé biét thém thdng tin vé& viéc ndy, hiy

xem Tao M6 hinh Dt liéu trong Excel.

Két noi vadi cac nguon dir liéu mai



Pé sir dung nhiéu bang trong M6 hinh Dit liéu Excel, gid ddy ban c6 thé két ndi
VGi va nhép dir lidu tir cac ngudn dit liéu bd sung vao Excel duéi dang bang hoic
PivotTable. Vi du, két ndi v6i cac trinh nap dit liéu nhu OData, Windows Azure
DataMarket va SharePoint. Ban ciing c6 thé két ndi véi cac ngudn dir liéu tir cac
nha cung cdp OLE DB khac.

Tao moi quan h¢ gitra cac bang

Khi ban da c6 dir liéu tir cdc ngudn khac nhau & nhiéu bang trong M6 hinh Dit liéu
Excel, viéc tao mdi quan hé giita cac bang d6 s& gitip ban d& dang phan tich dix liéu
ma khong phai tong hop né vao mot bang. Bing cach st dung cé4c truy vin MDX,
ban c6 thé tan dung hon nira cac mbi quan hé bang dé tao bao cdo PivotTable co v

nghia. Dé biét thém thdng tin vé viéc ndy, hdy xem Tao mdi quan hé giira hai bang.

Sir dung dwong thoi gian dé hién thi dir liéu trong cic khoang thoi gian khac

nhau

Duong thot gian gitp cho viéc so sanh dit liéu PivotTable hodc PivotChart cua ban
trong cac khoang thoi gian khac nhau tré nén don gian hon. Thay vi nhdm theo
ngay thang, gio day ban co thé loc ngdy thang mot cach twong tac hoic di chuyén
qua dir liéu trong cac giai doan thoi gian tuan ty, nhu cudn qua hiéu qua hoat dong
cua ting thang, chi bang mot 1an bAm chudt. Dé tim hiéu thém vé viéc ndy, hay

xem Tao dudng thodi gian PivotTable dé loc ngdy thang.

Sir dung tinh ning Truy sdu Xudng, Truy ngwoc Lén va Truy Chéo dé dén cac

Cz"lp chi tiét khac nhau

Truy xubng dén cac cip chi tiét khac nhau trong mét tip hop dir liéu phirc tap
khong phai 1a mot viéc dé dang. Cac tap hop tly chinh sé& c6 ich, nhung viéc tim ra
ching trong mot sb lugng 16n cac truong trong Danh sach Trudng s& tén thoi gian.

Trong Mo hinh Dir liéu Excel méi, ban s€ co thé dan hudng dén cac cép khac nhau



dé dang hon. St dung Truy sau Xudng vao mot cau trac phan cip PivotTable hoic
PivotChart dé xem cac muc chi tiét hon va Truy nguoc Lén dé c6 mirc cao hon ddi
vSi ndi dung bén trong “bac tranh 16n”. Pé tim hiéu thém vé viéc ndy, hiy

xem Truy sau vao dir liéu PivotTable.

Sir dung céc s6 do va phan tir dwoc tinh OLAP

Tim hiéu sttc manh cua Nghi¢p vu Thong minh (Business Intelligence, BI) tu phuc
vu va thém cac phép tinh dua trén Biéu thic Pa huéng (Multidimensional
Expression — MDX) trong dir liéu PivotTable dugc két ndi voi mot khdi Xur 1y
Phan tich Tryuc tuyén (Online Analytical Processing — OLAP). Khong can phai st
dung M6 hinh Déi tugng Excel — gio ddy ban c6 thé tao va quan 1y cac sé do va

phan tir dugc tinh toan ngay trong Excel.
Tao mgt PivotChart doc 1ap

Khéng con phai lién két mot PivotChart voi mot PivotTable nita. Mot PivotChart
doc 1ap hodc khong két hop cho phép ban trai nghiém nhitng cach thirc médi dé dan
huéng dén chi tiét dir liéu bang cach st dung cac tinh ningTruy siu
Xudng va Truy nguoc Lén. Viéc sao chép hodc di chuyén mot PivotChart khong
két hop ciing dé dang hon nhiéu. Pé tim hiéu thém vé viéc ndy, hdy xem Tao
PivotChart.

Power View



Muc danh cho Picnic

Corbaedia Unovera

}OE

Néu ban sir dung phién ban Office Professional Plus, ban c6 thé tan dung lgi thé
ctia Power View. Chi can bam vao ndt Power View trén ruy-bang dé tim hiéu chi
tiét vé dit liéu ctia ban bang cac tinh ning trinh by, truc quan hoa, kham phé dit
licu mang tinh twong tic cao, manh mé va dé ap dung. Power View cho phép ban
tao va twong tac v4i biéu dd, slicer va cac cong cu truc quan hoa dit liéu khéc trong

mot trang tinh duy nhat. Tim hiéu thém vé Power View trong Excel 2013.

CA4c bd tro va b chuyén ddi méi va cai tién
PowerPivot danh cho bé tre Excel

Néu ban sir dung phién ban Office Professional Plus, b6 trg PowerPivot d4 duoc
cai san trong Excel. Cong cu phan tich dir liéu PowerPivot hién nay dugc dung san
trong Excel dé ban c6 thé xay dung cac moé hinh dir liéu don gian ngay trong
Excel. B trg PowerPivot cung cdp mot moi trudng dé tao ra cac mo hinh phrc tap
hon. Str dung n6 dé loc dit liéu khi nhap, xac dinh cAu tric phan cép cua ban, cac
truong tinh toan va cac chi sé hiéu suat then chdt (KPI) va sir dung ngdn ngir Biéu
thirc Phan tich D liéu (DAX) dé lap cac cong thiuc chuyén sau. Tim hiéu thém

vé Bd tro PowerPivot trong Excel 2013.




Bo tro Inquire

Néu ban str dung phién ban Office Professional Plus, b trg Inquire d4 duogc cai sin
trong Excel. N6 gilp ban phan tich va xem lai cac s6 1am viéc ctia minh dé hiéu
duoc thiét ké, chirc nang va tinh phu thudc dit liéu cta ching va tim hiéu nhiéu van
dé khac nhau bao gém 15i cong thirc hay nhirng diém khong nhat quan, thong tin
an, lién két bi hong va nhitng van dé khac. Tir Inquire, ban c6 thé khoi dong mot
cdng cu Microsoft Office mdi, dugc goi 13 So sénh Bang tinh, dé so sanh hai phién
ban ctia mot s6 1am viéc, cho biét rd vi tri xay ra thay d6i. Trong mot dot kiém tra,

ban c6 thé quan sat ddy di nhiing thay d6i trong s6 1am viéc caa minh.



Microsoft Excel 2013 tach va dién dir
liéu théng minh

Bén canh viéc ning cip cac tinh niing tao biéu dd va Pivot Table, Microsoft
Excel 2013 Preview dwogc bo sung thém maét s6 tinh ning méi giup nguoi dung
thao tac thuén ti€n hon trén bang tinh, dang chi y 1a hai tinh ning Flash Fill

va quick Analysis.

Excel 2013 Preview get the most 4

Recent

B Open Other Workbooks




Ciing nhu nhitng phan mém khac thudc bd Microsoft Office, giao dién Excel
2013 duoc thiét ké theo phong cach Metro hién dai vdi tong mau xanh 14 truyén
thdng. Sau khi khdi dong, ban nhian Blank workbook dé tao bang tinh méi. Bén
canh muc Blank workbook con c6 cac tlly chon tao bang tinh vdi giao dién mau
cho nhiéu muc dich khac nhau. Sé lugng giao dién rat phong phi, duoc chia theo
nhiéu chit @& nhu: Budget (quan 1y chi tiéu), Invoice (héa don), List (danh sach,
viéc can 1am),... Nhitng miu giao dién nay da c6 ¢ nhitng phién ban Excel trudc

d6, song dén ban 2013 méi duoc dua ra “mit tién” dé nguoi dung dé tim thay hon.

Néu mudn ding giao dién ndo, ban nhin chudt vao giao dién d6 > nhin Create.
Chuong trinh s& tai giao dién vé may cho ban sir dung. Dung lugng cua timg giao

dién duoc hién thi tai muc Download size.
1. Tw dong dién dir liéu

Flash Fill 1a tinh nang mdi “cau” noi Excel 2013 ¢6 cong dung tién doan dir liéu
thong minh dé ty dong dién dir liéu vao cc 6 trong trén bang tinh. Mot tng dung
cua Flash Fill 1a chia tach d@r liéu trong mdt c¢ot lam hai cot. Vi du, trén bang tinh
chtra danh sach nhan vién c6 mot cot hién thi tn nhan vién & dang day du ho va

A

ten.
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Bay gid, ban mudn tach ho va tén ra lam hai cot, mot cot chira ho, mot cot chira
tén. Tinh ning Flash Fill s& gitip ban thuc hién diéu ndy chi véi mot ca nhip chudt.

Piéu kién dé str dung Flash Fill 14 cac cot dit liéu phai nam ngang hang véi nhau.

Dau tién, ban tao sin hai c6t mdi (mot c6t Ho va mot cot Tén) nam canh cot Ho va
tén d3 c6 sin. Ban gb ho cta nhan vién dau tién vao cot Ho, nhan chudt vao 6 Ho
ctia nhan vién tiép theo, rdi vao thé DATA > chon nut Flash Fill. Ngay lap tirc,
chuong trinh s& ty dong dién vao 6 Ho ciia nhitng nhan vién con lai trong danh

sach. Tinh nang Flash Fill dya vao dir liéu ctia 6 Ho dau tién dé dién cho nhirng 6



con lai. Do vay, néu mudn Iy ra ca ho va tén 16t, ban dién cau trac ho va tén 16t

ctia nhan vién dau tién vao cot Ho rdi nhan nit Flash Fill.

Ngoai ra, khdng can nhin nut Flash Fill, ban chi viéc gb ra vai ho ctia nhirng nhan
vién dau tién, Excel s& tu dong nhan biét va hién ra danh sach nhitng ho cua céc
nhan vién tiép theo voi chitr mo hon. Luc nay, ban chi viéc nhén phim Enter dé tu

dong dién dir lidu vao 6 trong.

A B C D
1 DANH SACH NHAN VIEN ABC
2 st K Ho va tén v | Ho K Tén [~ |
3 1 Hoang Minh Thang 'Hoang Minh Thong
4 ] 2 L& Hoang Anh Lé |Hoang Anh
5 | 3 Tran Thi Thanh Tran
6 | 4 Pham Hoang Minh Pham
7 5 Phan Anh Tu Phan
8 6 Phan Minh Nguyét Phan
9 7 V& Thi Nhu ¥ vé
10 8 Lé Thi Bao Tram Lé
11 9 Nguyén Phuong Thao Nguyén
12 10 Ly Ngoc Diém Thy Ly |

2. Phan tich dir liéu “siéu” nhanh

Quick Analysis 1a mot tinh niang méi rat hiru ich ctia Excel 2013, hd tro phén tich
va thuc hién nhanh mét vai tc vu d6i véi vung dir liéu dugce chon. Pau tién, ban
ding chudt khoanh ving dit liéu can phan tich > nhan vao biéu tuong hién ra & goc
phai. Hop thoai mo ra gdm cac thé thuc hién cac tac vu dbi voi ving dir liéu da

chon, gém: FORMATTING (dinh dang lai nhitng 6 dit li¢u théa mdt diéu kién



nao d6), CHARTS (tao biéu dd), TOTALS (cac phép tinh co ban nhu tinh tong,
tinh trung binh, ty 1& phan trim,...), TABLES (tao Pivot Table), SPARKLINES

(tao biéu d6 “mini”).

A B C D E F G H | J K
Expenses . lr Jan 'vE' Feb v[' Mar v]r Apr | --]r May | _-L Jun |~
Expense 1 '10000 "20000 7000 " 7500 10500 '11000
Expense 2 2000 ~ 5000 ~ 6000 anm 80.00 ~ 9000
Expense 3 " 4500 " 76.00 " 8800 " 6500 " 7600
Expense 4 " 6000 " 7000 " 8000 8 anm " 5000 " 6000
Expense 5 " 6000 " 50.00 " 4000 " 5000 " 4000 " 45.00

FORMATTING = CHARTS  TOTALS TABLES SPARKLINES

; :
Data Cooddow lcon Greater Top Clear
Bars Scale Set Than 10% Format

[ |
>| =]

|

|
il

Thé FORMATTING gém cac muc dé to mau, dinh dang lai cac 6 dir li¢u cho dé
xem hon. Ban ré chudt vao tirng muc sé& thiy cong dung ctia nd. Chang han, muc
Icon Set gitip hién thi thém mili tén vao cac 6 dir liéu dang s6 cho biét gi trj trong
0 tang hay giam so vdi gia tri trung binh trén toan vung chon. Muc Color Scale t6
mau cho nhiing 6 gi4 tri bang nhau dé ban dé theo ddi. Néu mudn bo cac dinh dang

da &p dung, ban chon muc Clear Format.

Thé CHARTS gitip ban tao nhanh biéu d6 tir ving dit liéu da chon. Nét hay 13 ban
chi can ré chudt vao ting loai biéu dd trong danh sach dé xem trudc két qua khi tao
xong. Ban nhin More Charts néu mudn chon mot loai biéu d6 khong ¢ trong danh

sach.



Expenses
Expense 1
Expense 2
Expense 3
Expense 4
Expense 5

Thé TOTALS gbém céac phép tinh co ban c6 cach sir dung rat truc quan, ban khong
can phai gb lénh tinh nhu trudc rat mat thoi gian. Cac phép tinh co trong thé
TOTALS gém: Sum (tinh téng), Average (tinh trung binh), Count (¢ém sé phan

tir), Running Sum (tinh tong va cong don qua ting 6),... Ban chi viéc ré chudt vao

w

Jan le Feb [+ Mar |[~] LI

10000 4 20000 & 70.00 R
& 2000 & 5000 & 6000 oo L atbe
< 4500 4 7600 > 88.00 o
< 6000 & 7000 =» 80.00 b - D
& 6000 ¥ 5000 4 4000 e
I
-t
FORMATTING CHARTS TOTALS TABLES SPARKLIMES
El B FE O
Data Color leon Greater Top Clear
Bars Scale Set Than 10% Format
Conditional Formatting wses rules to highlight interesting data.

tirng phép tinh dé xem két qua hién thi ra trén bang tinh.




A B C D E F

: ExPEnses i]Jan ij Feb [v] Sum [+] W ~
Expense 1 " 10000 ~ 20000 30000 .
| Expense 2 " 2000 " 5000 7000 _ ww -
| Expense 3 " 4500 " 7600 121.00 -
. Expense 4 " 6000 ~ 7000 13000 % -
| Expense 5 " 6000~ 5000 11000 W s

FORMATTING CHARTS TOTALS TABLES SPARKLINES

> T [ > =H | B
T 1.1 1 | | 11T ' ’
Sum Average Count % Running Sum
Total Total

Formulas automatically calculate totals for you,

3. Tao biéu d6 dé dang hon

Chart Title I o e
250.00 ]| B8 Axes
!_4 | [ Acxis Titles
200,00 [ Chart Title
|Y| [] Data Labels
150.00 D Data Table
—— I O Erturﬂiar's
p » _ Gridlines
50.00 |:-" g f | . _ Legend
O B0k ARG AR R Ml Lo
0.00 . e -1 o B T ! |
1 2 3 4 5 [

mExpense ] mExpense? mbipense3 wmExpensed mExpenss 5

Tinh ning tao biéu dd (Chart) duoc cai tién & Excel 2013, giup ngudi dung tinh

chinh lai giao dién va cac thanh phan trén biéu do dé& dang va tién loi hon. Ban tao



biéu d6 thong qua biéu twong cua tinh ning Quick Analysis hay vao menu
INSERT nhu nhitng phién ban Excel truéc ddy. Biéu d6 sau khi tao co thém céc
biéu twong & mép phai dé ban thiét lap lai theo diing nhu cau, gdm: (thém, bét cac

thanh phan trén biéu d6), (ddi giao dién), (loc, chinh sira lai dit liéu trén biéu do).

Chart Title +
VALUES MAMES
250.00 ’ _
- 4 SERIES |-
20000 /—\E\ o+ (Sebect AN)
150,00 . § Expensel 7
« [ Expenzel
1G000
v | Expense3
00 I I o Expenied
(.00 W | Expense5
1 3 3 i 5 &
4 CATEGORIES
BExpense 1| mExpense ] mExpense 3 Expense 4 W Expense 5 W [Sebect AN)
1
W
¥ 3
® :
-
. s

Néu biéu do cé nhiéu gia tri rat khé xem, ban nhan vao biéu tuong, ré chudt vao
tirng muc gia tri muén xem. Ngay 1ap tirc, nhitng gia tri khac s& bién mat nén ban

s& theo dBi dugc biéu do dé& dang hon.
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Chart Title | : -

COLOR

| Lol s o

AVERAGE: TL7 COUNT: 35  SUM: 2151 i

Ban nhan vao bi¢u tuong chon ki€u giao dién mai cho biéu do, roi chuyén sang thé

COLOR d chon tong mau cho giao dién.

Nhitng ban d4 quen véi viéc chinh stra biéu db théng qua thanh Ribbon van c6 thé
thuc hién theo cach nay thong qua hai th¢ DESIGN va FORMAT thudc nhom
CHART TOOLS trén thanh Ribbon.

4. Lwu dir liéu 1én SkyDrive

Pé luu céc tap tin Excel d4 tao 18n 6 dia SkyDrive, ban vao menu FILE > Account,
nhan Sign In > Personal dé dang nhap vao tai khoan SkyDrive ctia minh. Khi muén
lwu bang tinh 18n SkyDrive, ban vao menu File > Share > nhan nit Save To Cloud.

Ké dén, ban nhan Browse dé tim thu muc chira bang tinh trén SkyDrive.
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Khi upload thanh cong, ban s& dugc cung cip dia chi truy cap bang tinh tai dong
phia dudi tén bang tinh. Truong Share gdm céc tly chon chia sé tai liéu, gdm
Invite People (moi ngudi khac vao xem, chinh sta tai lidu), Get a Link (liy hai
duong dan truy cap tai liéu tng véi hai quyén dugc xem va chinh sira), Post to

Social Networks (chia sé tai li¢u 1én Facebook), Email (chia s¢ qua email).
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