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

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

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

Gmail: frowrthes@gmail.com

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

DJCH VU Chi sau moét lan hién lac, viéce

DICH dich duoc tién hanh
TIENG

ANH
CHUYRN Gia ca: cé thé giam dén 10

A L L —
NH.ANH

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

CHINH kh’éch hang bang c6ng nghé 1.Ban

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

NHAT danh gia chat luong. 3.Ban quyét
dinh thanh toan.
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10 cach sit dung tinh ning Paste trong Excel

Lénh Paste Special xuat hién & hau hét cic wng dung viin phong, nhung cé Ié
ngudi ding Excel van dwoc hwéng loi tir Iénh nay nhiéu nhat. Sir dung tinh
ning co ban ndy — ciing nhw cic lra chon Paste khac — nguoi dung cé thé
thwe hién mot sé tac vu thong thwong cing mot sé vin dé phirc tap hon.
Nhitng thu thuat nay rat dé thuc hién va chic chin ban s& st dung chung nhiéu
hon truéc ddy mot khi da biét toi chung.

Trong Excel 2007 va 2010, Paste nam trong nhém Clipboard & thé Home. Trong
Excel 2003, Paste Special trong menu Edit. Bdi voi nhiing ai hay dung phim tit,
chung t6i c6 mot bang & cudi bai, bao gém nhimng phim tat dé thyc hién hanh dong
pho bién.

1: Copy chiéu rong ciia cot

Khi copy dir liéu sang mot cot méi, do dai caa cot s& khong ty dong diéu chinh sao
cho phi hop véi gia tri méi. Chi véi mot ca kich thém, ban co thé copy chiéu rong

géc cua cOt td1 cOt muc tiéu:

a. Chon dit liéu can copy va nhan[Ctrl] + Cdé copy gia tri d4 chon
toi Clipboard.

b. Chon mét 6 trong ¢t muc tiéu.

c. O thé Home, kich vao lya chon Paste trong nhém Clipboard va chon Keep
Source Column Widths. Lira chon ndy s& yéu cau thém mot budc nita khi ban sir
dung Excel 2007: Chon Paste Special tir menu Pastedang drop-down. Tiép dén,

kich vao lya chon Column Widths trong muc Paste va kich OK.

Excel s& copy dit liéu va chiéu rong gbc cua cot vao 6 muyc tiéu.
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2: Thue hién cac phép tinh

Nguoi ding c6 thé sir dung Paste Special dé cong, trir, nhan va chia. Chi can dién
s6 roi nhan [Ctrl] + C. Sau d6, chon gia trj ban muén thay dbi bang sb vira méi
dién va kich Paste Special trong nhdm Clipboard. O cira so két qua, kich vao phép
tinh phu hop rdi nhdn OK. Excel s& thuc hién hanh dong tuong tmg bang cach sir
dung gia tri ban m&i copy vao Clipboard.

Nguoi dung ciing ¢6 thé thuc hién cac phép tinh véi nhiéu gia tri. St dung qua
trinh twong tu nhu bén trén, nhung copy mot day cac gié tri thay vi chi copy mét
nhu bén trén. Excel s€ khong dé ¥ td1 kich thudce néu khong du, né chi thyc hién

cac phép tinh lan luot theo thir tu cac gia tri da copy.

3: Hoan ddi dix liéu



Excel cung cip cho nguoi dung tinh ning hoan ddi, nhung doi khi Paste Special
lai 14 cach nhanh hon khi thuc hién viéc ndy. Chon dit liéu ngdn va thyc hién theo

cac hanh dong sau:

a. Nhan [Ctrl] + C dé copy dit liéu vao Clipboard.

b. Chon 6 trén cung bén trai caa dong muc tiéu.

c. Kich vao thé Home (néu cin) va chon Transpose tir menu Paste dang drop-
down.

D6 chinh 1a nhimg gi ngudi ding can 1am. T gid, ban ¢6 thé copy mét cot dit licu
to1 mdt hang va nguoc lai.

4: Thay thé cong thirc bang két qua da tinh toan

Thi thoang, ngudi ding cé thé mudn thay thé cong thirc v6i gia tri thuc té ciia no.
Vi dy, ban mudn thay thé mot ddy ham RAND() voi gia tri ciia né thay vi cho
phép cong thirc ndy ty tinh toan. Pay 1a mot tac vu théng dung ddi véi Paste
Special. Bé copy cong thirc v4i gia tri ctia chiing, thuc hién theo nhiing hanh dong
sSau.

a. Chon mot ddy céc cdng thire rdi nhan [Ctrl] + C.

b. Trong nhdm Clipboard, kich vao menu Paste dang drop-down.

c. Chon Values.

Thuc hién nhu vay dé thay thé cac cong thirc voi gia tri thuc cia chung. Trudc khi
st dung phuong phap nay, co thé ban mubn sao luu cong viéc caa minh dé dé

phong.



WViibwi FOF

|- = wirep Text

Arrabat AbbeEd com

General

i cEMmergesCenter - 8 - %0

Aigranent

D
stal
S50

$100

$150

$200

$250

$300

$350

$400

$450

$500

$550

$600

h:'L % | rormal | oad Good Neutral
| ey s (o | TN oionoton - [k
Fuemibeer Shyes
F G H | J
15 S50 S50
[ Paste $pe<'.|.i1 l:ﬂﬂll
Pasbe |
&l Al using Source therse
Formulas Al exiept borders
@ yaues! Cokrm ppdths
Formaks Foqmuias and number formats |
Lomemnis Wialpes and rummber formats
vk
Coerakan
& Ngne [ty
Agel Divicke
Jubitract
Shap fplanks. Transposg
o || Cencdl

Thi thuét sir dung chudt dé thuc hién tic vu:

a. Chon day.

b. Phai chudt vao duong bién va kéo day do téi cot (hodac hang) bén canh.

c. Kéo ddy d4 chon quay tré lai ngudn. Diéu ndy sé& bat Excel hién thi menu phim

tat, ma khéng can chuyén cac gia tri da chon.

d. Chon Copy Here As Values Only.

5: Copy dinh dang

Hau hét chung ta sir dung Format Painter dé copy dinh dang tir 6 ndy sang 6 khac

hodc sang mot hang nao d6. Tuy nhién, khi sir dung Format Painter c6 d6i chut bat

tién voi toan bd cot hodc dong. Dudi day 14 cach sir dung Paste Special dé thay

thé:



a. Chon 6 c6 chira dinh dang ban muén copy va nhan [Ctrl] + C.

b. Kich vao bén trong cot hoic dong ban mudén dinh dang. (Nhan [Ctrl] +
Spacebar dé Iwa chon toan bot cot hodc [Shift] + Spacebar dé chon toan bo

hang).

. Vé6i cot hoac hang da chon, chon Formatting tir menu Paste dang drop-down
trong nhém Clipboard. Excel 2007 yéu cau thém mot budce phu nita: Chon Paste
Special tr menu Paste dang drop-down, Kkich Formatstrong muc Paste va
kich OK.

6: Copy dinh dang biéu do

Nguoi ding 6 thé phai mat nhiéu cong sirc dé dinh dang cho biéu do sao cho that
dep va sau d6 lai phai thuc hién lai tat ca cong viéc tuong tu voi loai dit liéu khac.
Trong trudng hop nay, dimg nén tai dinh dang lai biéu d6 moéi ma hdy s dung
Paste Special. Gia thuyét ndy ciing twong tu nhu cach sé 5, nhung cic budc thuc
hién c6 doi chit khac biét:

a. Chon biéu d6 voi dinh dang ban mudn copy va nhan [Ctrl] + C.

b. Chon biéu d6 ban mudn dinh dang rdi chon Paste Special tir menu Paste dang

drop-down. Excel s& hién thi hop thoai Paste Special, vdi 3 Iwa chon.
c¢. Chon Formats va kich OK.

Excel phan tmg khac biét khi copy dinh dang biéu d6, nhung né c6 thé dé dang

hoan thanh tac vu.
7: Bé qua mdt loat cac 6 ¢6 gia tri trong

Str dung lya chon Skip Blanks, ban c6 thé thay thé gia tri hién tai trong khi vin bo
qua nhitng 6 khong c6 gia tri trong dir liéu gdc. Noi theo cach khac, néu c6 mot 6
tréng trong dir liéu gdc va mot gia tri trong ddy can paste tuong ung, lya chon nay
khéng thay thé gia tri hién tai bang 6 trong. Ban c6 thé st dung nd voi tat ca cac

lua chon khac:



a. Chon day di liéu gbc va nhan [Ctrl] + C.

b. Chon 6 trén cung bén trai & ddy muc dich.

c. Tir menu Paste dang drop-down rdi chon Paste Special.
d. Tich vao lua chon Skip Blanks va kich vao OK.

Excel s& khong ghi dé gia tri hién tai bang 6 tréng.

[ Paste Special &l&]j
Paste
i All (™) All using Source theme
(71 Formulas (71 All except borders
(7 Column widths
() Formats (™) Formulas and number formats
() Comments (71 Values and number formats
(71 Validation
Operation
@ Mone (7 Multiply
i) Add () Divide
(7 Subtract

|:| Transpose

[ oK M [ Cancel

8: Copy Data Validation

Sau khi bo thoi gian ra dé thiét 1ap rule hodc danh sach Data Validation dé cai
thién nhap dit liéu, c6 thé ban s& mudn ap dung rule twong tu dbi véi 6 hodc day
khéc. Tin tét 12 ban khong phai thuc hién lai toan bo cac budc bén trén. St dung

Paste Special, ban chi viéc copy lai 1a dugc:

1. Chon 6 ¢6 chua rule Data Validation va nhan [Ctrl] + C.
2. Chon 6 muc tiéu can paste.

3. Tur menu Paste dang drop-down, chon Paste Special.

4. Kich vao lya chon Validation roi kich vao OK.



Thiét 1ap Data Validation c6 thé gdy nham chan va ton thoi gian; Paste Special 13

cach dé dang hon nhiéu!
9: Xo0a van ban trén Web

Khi copy vin ban tir Web, ban c6 thé gip rac réi bai Excel van gitr nguyén dinh
dang gbc. Nhin chung, day khong phai 1a diéu ban mubn. Néu ban d& kich hoat
tinh nang Excel’s Show Paste Options (c6 trong bangAdvanced cia hop
thoai Excel Options), ban s& thiy icon Clipboard ngay lap tirc sau khi dan doan
vin ban vao trong bang tinh. Nguoi dung c6 thé chon Match Destination
Formatting tir menu Clipboard dang drop-down dé loai bé nhitng dinh dang
khéng can thiét.

Néu dang st dung Excel 2010, chic hin ban sé& thay thich khi st dung giai phap

Paste Special nay:

a. Copy doan van ban tir trén Web.

b. Trong Excel, kich vao noi ban mudn insert doan van ban.

c. Chon Paste tir menu dang drop-down va chon Match Destination Formatting.
Str dung lua chon nay dé copy dir liéu ngodi, khéng chi van ban Web vao Excel.
10: Paste quy chiéu

Nguoi dung c6 thé quy chiéu mot 6 bang cach dan dia chi mot 6 véi dau bang. Vi
du, dién =A1 dé quay tro lai ndi dung ciia 6 Al. Thong thuong, ching ta sir dung
nhitng quy chiéu ndy ¢ nhitng biéu thtrc va cong thtc 16n hon. Thi thoang, chung

ta van quy chiéu mot 6 v6i chinh né. Paste Link c6 thé giup khi quy chiéu nhiéu 6:
a. Chon day can quy chiéu rdi nhan [Ctrl] + C.

b. Chon 6 muc tiéu roi nhan Paste Link tir menu Paste dang drop-down.

St dung Paste Link nhanh hon so véi viéc quy chiéu thi cong.

Phim tit cho nhirng hanh dong Paste.
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Action

Copy column width
Add

Subtract

Multiply

Divide

Transpose data
Replace formulas with values
Copy formats

Copy chart formats
Skip blanks

Copy Validation rules
Clean up Web text

Faste references

Keyboard shortcut

[Alf]+E, S, W [Enter]
[Alf]+E, S, D [Enter]
[Alf]+E, S, S [Enter]
[Alf]+E, S, M [Enter]
[Alf]+E, S, | [Enter]
[Alf]+E, S, E [Enter]
[Alf]+E, S, V [Enter]
[AlJ+E, S, T [Enter]
[AlJ+E, S, T [Enter]
[Alf]+E, S, B [Enter]
[Alf]+E, S, N [Enter]
[Al]+H, V, M
[A+E, S, L
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Cac ham quan ly Co sé dir liéu va Danh sach trong Excel

Danh muc cac Cac Ham Quan ly Co sé dir liéu va Danh sach trong Excel

DAVERAGE (database, field, criteria) : Tinh trung binh cac gia tri trong mot cot
cua danh sach hay céc tri cia mot co s& dit li€u, theo mot diéu kién duoc chi dinh.
DCOUNT (database, field, criteria) : Dém cac 6 chira sb liéu trong mot cot ctia
danh séch hay cac tri ciia mot co sé dit liéu, theo mot diéu kién duge chi dinh.
DCOUNTA (database, field, criteria) : Dém cac 6 “khong rdng” trong mot cot ciia
danh séch hay cac tri ciia mot co sé dit liéu, theo mot diéu kién dugce chi dinh.
DGET (database, field, criteria) : Trich mot gia tri tir mot cot cia mot danh sach
hay co s& dit liéu, khép véi diéu kién duge chi dinh.

DMAX (database, field, criteria) : Tra vé tri lén nhét trong mot cOt ctia mot danh
séch hay cta mot co s dit liéu, theo mot didu kién duge chi dinh.

DMIN (database, field, criteria) : Tra vé tri nho nhat trong mot cot ctia mot danh
séch hay cua mot co s dit liéu, theo mot didu kién duge chi dinh.

DRODUCT (database, field, criteria) : Nhan cac gia tri trong mot cot ctia mot
danh séch hay cua mét co so dit liéu, theo mot diéu kién duoc chi dinh.

DSTDEV (database, field, criteria) : Udc luong do 1éch chuan ctia mot tap hop
theo mau, bﬁng cach sur dung cac s6 lidu trong moQt ¢t cua mot danh sach hay cua
Mot co s dit liéu, theo mot diéu kién duge chi dinh.

DSTDEVP (database, field, criteria) : Tinh do 1éch chuin cua mot tap hop theo
toan thé cac tap hop, bﬁng cach st dung céc s6 liéu trong mot cOt cua mdt danh
séch hay cua mot co sd dit liéu, theo mot didu kién duge chi dinh.

DSUM (database, field, criteria) : Cong cac sb trong mot cot cia mot danh sach

hay ctia mot co s dir liéu, theo mot diéu kién duge chi dinh.



DVAR (database, field, criteria) : Udc luong sy bién thién ctia mot tap hop dua
trén mot mau, bﬁng cach st dung céc s6 lidu trong mot cOt cua mdt danh sach hay

cua mot co so dir 1i€u, theo mot di€u kién duogc chi dinh.

DVARP (database, field, criteria) : Tinh toan sy bién thién ctia mot tap hop duwa
trén toan thé tap hop, béng cach sir dung céc sb lidu trong mdt ¢t cia mot danh

séch hay cta mot co s dit liéu, theo mot didu kién duge chi dinh.

GETPIVOTDATA (data_field, pivot_table, field1, item1, field2, item2,...) : Tra
vé dir liéu duoc luu gitr trong bao cdo PivotTable. C6 thé ding GETPIVOTDATA
dé lay dir liéu tong két tir mot bao céo PivotTable, véi diéu kién 1a phai thiy duoc

dir liu tong két tir trong béo cao do.
N6i chung vé Cac Ham Quin ly Co sé dir liéu va Danh séch

Microsoft Excel cung cap nhiéu ham dung cho viéc phan tich dit liéu trong danh
sach hay co so dir liéu. Nhitng ham nay bat dau bang chi D.
Mdi ham déu sir dung 3 d6i sé 1a database, field va criteria; nhitng dbi s6 nay 1a

c4c tham chiéu dén cac mang trong bang tinh.

- database : La mot ddy cac 6 tao nén danh sach hay co s¢ dit liéu. Mot co so dir
liéu 12 mot danh sach dir liéu gdm nhitng mau tin, va c6 cot dit liéu 1a cac truong

(field). Dong dau tién trong danh sach ludn chira tén truong.

. field : Cho biét cot nao dugc str dung trong ham. field ¢ thé dugc cho & dang text
vé6i tén cot dugc dé trong cap dau ngodc kép (nhu “Age”, “Yield”...) hay la sb dai

dién cho vi tri cta cot (1, 2, ...)

. criteria : La mot ddy céc 6 chira diéu kién. Co thé dung bat cir ddy nao cho phan
diéu kién ndy, mién 1a day dé co it nhat mot tén cot va mot 6 bén dudi tén cot dé
1am diéu kién cho ham (xem thém bai Mét sé vi du vé cach dung Criteria dé nhdp

diéu Kién 0 sau day).



Trong cé4c bai chi tiét vé tirng ham, tdi s& stir dung bang tinh sau day dé 1am vi du

minh hoa vé cach str dung ham:

Y T Y - T TN -2V oy w—
1 Profit Height
5 | =Apple =10 <16
3 | =Pear

Profit
;_ Apple 18 20 14 105
2 | Pear 12 12 10 96
a | Cherry 13 14 9 105
q Apple 14 15 10 75
10 Pear 9 a a 76.8
11 | Apple 8 9 & 45

Véi vung database la A5:E11.
M@t s6 vi du vé cach dung Criteria dé nhap diéu kién
Céch thé hién dau bing (=) khi nhap diéu kién:

Vi diu bang (=) duoc dung dé nhap cong thire, nén chiing ta khéng thé g6 truc tiép
ddu bang trong nhitng diéu kién.

Pé thé hién duoc dau bang (=) trong 6 diéu kién, chung ta c6 2 cach:
. DUNg ddu nhay don ¢ trude ddu bang: ‘=Apple
- Pat ca cum chi diéu kién (gdm ca ddu bang) trong mot cap ngoic kép: ="=Apple”

Nhap nhiéu diéu kién trong mot cot:



Diéu kién: (Salesperson = “Davolio” HOAC Salesperson = “Buchanan”)

Céch nhap nhu hinh sau. Két qua 1a nhitng 6 duogc t6 dam (A7:C9)

1 LR Salesperson  Sales

=Davolic

=Buchanan

S

I

Type Salesperson Sales

Beverages Suyama $5122
Meat Davolio $450
produce  Buchanan $6,328
Produce Davolio  $6,544

o o [ |

Nhap nhiéu diéu kién trong nhiéu cot va tit ca cac diéu kién dé déu phai
dung:

Piéu kién: (Type = “Produce” VA Sales > 1000)

Céch nhap nhu hinh sau. Két qua 1a nhitng 6 duogc t6 dam (A8:C9)



1 L Salesperson Sales

~ 2 |=Produce #1000
ES

a

_5 Type Salesperson Sales
6 Beverages Suyama _ $5,122_
7 Meat Davolio - 5450
8 produce  Buchanan $6.328
9 Produce Davolio  $6,544

Nhap nhi€u dieu kién trong nhieu cot va dieu kién nao dung ciing dwgrc:

Piéu kién: (Type = “Produce” HOAC Sales = “Davolio”)
Céch nhap nhu hinh sau. Két qua 1a nhitng 6 duogc t6 dam (A7:C9)

| Type Salesperson Sales
-2 =Produce

| 5 =Davolic

a

_5 Type Salesperson Sales
6 Beverages Suyama _ $5,122_
7 Meat Davolio . 450
8 produce Buchanan $6,328
9 |Produce  Davolio - $6,544

Nhéap nhiéu nhom dieu kién ma moi nhom bao gom di€u kién trong nhieu cjt:



Diéu kién: ((Salesperson = “Davolio” VA Sales >3000) HOAC (Salesperson =
“Buchanan” VA Sales > 1500))
Céch nhap nhu hinh sau. Két qua 1a nhitng 6 duogc t6 dam (A8:C9)

1 LS Salesperson

| =Buchanan =3000
3 =Davolio =1500

4

. T————
6 Beverages Suyama $5,122
7 Meat Davolio $450
8 produce Buchanan $6,328
9 Produce Davolio $6,544

Nhap nhiéu nhém diéu kién ma méi nhém bao gom diéu kién trong méot cot:

Piéu kién: ((Sales > 6000 VA Sales < 6500) HOAC (Sales < 500))
Céch nhap nhu hinh sau. Két qua 1a nhitng 6 duogc t6 dam (A7:C8)



g Type Salesperson Sales  Sales
[ P >6000 <6500
a <500

a4

- T

6 [Beverages Suyama $5,122

7 Meat Davolio $450
i|prnduce Buchanan $6,328

9 Produce Davolio $6,544

Nhép diéu kién loc text dung ky tw dai dién ? va *:

. Nhap text ma khong c6 diu bang (=) ¢ trude, sé loc nhitng text bat dau bit dau
bang nhitng text ndy. Vi du: nhap Dav, Excel s& tim nhiing ra tir nhu “David”,
“Davolio”, “Davis”, v.v...

- Ky tu ? s€ dai dién cho 1 ky tu. Vi du: sm?th sé dai dién cho “smith” hodc
“smyth”...

- Ky tu * s€ dai dién cho nhiéu ky tu. Vi du: *east s¢€ dai dién cho “Northeast” hoac
“Southeast”...

Nhitng 6 duoc t6 ddm (A6:C8) ¢ hinh sau 1 két qua cta viéc tim kiém nhiing Type

bat dau bang chit “Me” hodc nhitng Salesperson cd chit “u” 1a ky tu thi hai.



A | B

1 LR Salesperson
2 |Me
| 5 =?u®*

a
_5 Type Salesperson
6 |Beverages Suyama
7 Meat Davolio
8 |produce  Buchanan
9 Produce Davolio

I

Sales

Sales

$5,122

$450
$6,328
$6,544

O hai vi du sau ddy, diéu kién 1a két qua ciia mét cong thize. Khi ding diéu kién

nhu Vdy, can leu y hai diéu sau:

Khong dwoc nhdp cong thie do vao bén duoi nhitng cot co tén field (truong dir

liéu) trung vdi tén cua nhizng field trong database, ma nén tao thém mgr cér khac,

voi mot tén field khac.

Cong thize phai tham chiéu dén nhitng 6 nam trén hang ddu tién cuia database (A7

va C7 hai vi du sau)

Loc nhirng gia tri 16n hon trung binh cong ciia tong gia tri:

Nhitng 6 duoc t6 dam (A6:C6 va A8:C9) & hinh sau 13 két qua cua viée loc ra

nhitng Sales 16n hon trung binh cong cua cac Sales:



Sales

Salesperson

N

=

4

'y Type Salesperson  Sales
6 Beverages Suyama

7 Meat ‘Davolio

8 |produce Buchanan

9 |Produce  Davolio

$5,122

$450
$6,328
$6,544

Calculated Average

=C7>AVERAGE(SCS7:5C510)

Loc nhirng gia tri text phian biét chir thwong va chir hoa:

Thuong thi khi loc nhiing gia tri text (nhu nhiing vi dy trén day), Excel khong phan

biét cach viét (produce = Produce).

Pé Excel phan biét cach viét, ta ding ham EXACT().

Sales

Salesperson

6 Beverages Suyama
7 Meat Davolio

8 |produce Buchanan
9 |Produce  Davolio

$5,122.

$450
$6,328
$6,544

Exact Match

=EXACT(AT, "Produce")




Ham DAVERAGE()
Tinh trung binh c&c gia tri trong mot cot ciia danh sach hay cac tri cia mot co so

dit liéu, theo mot diéu kién duoc chi dinh.

Cu phap: = DAVERAGE((database, field, criteria)

Vi du: (Xem bang tinh ¢ bai 1)

= DAVERAGE(A5:E11, “Yield”, A1:B2) = 12 (trung binh loi ttrc ctia cac cdy tao
cao trén 10 feet)
= DAVERAGE(A5:E11, 3, A5:E11) = 13 (trung binh tudi cua tit ca cac cdy c6

trong database)

Ham DCOUNT()

Pém cac 6 chua sb lidu trong mot cot ciia danh sach hay céc tri cia mot co s¢ dir
lidu, theo mot diéu kién duge chi dinh.

Trong ham DCOUNTY(), d6i s6 field Ia tdy chon. Néu bo qua d6i sé nay thi
DCOUNT() s& dém tat ca cac mau tin trong co s& dit liéu theo diéu kién dugc chi

dinh.

Cu phap: = DCOUNT (database, [field,] criteria)

Vi du: (Xem bang tinh ¢ bai 1)

= DCOUNT(A5:E11, “Age”, B1:F2) =3

(tim trong database tit ca nhitng mau tin c6 Height nam trong khoang 10 dén 16,
réi dém xem trong s6 nhitng mau tin tim dugc ndy ¢6 bao nhiéu mau tin c6 chira s6
ligu & cot Age)

Ham DCOUNTA()

Dém cac 6 “khong rong” trong mot cdt cua danh sach hay cac tri cua mot co s dir



lidu, theo mot diéu kién duge chi dinh.
Trong ham DCOUNTY(), d6i s6 field Ia tdy chon. Néu bo qua d6i sé nay thi
DCOUNT() s& dém tat ca cac mau tin trong co s& dit liéu theo diéu kién dugc chi

dinh.

Cu phéap: = DCOUNTA (database, [field,] criteria)

Vi du: (Xem bang tinh ¢ bai 1)

= DCOUNTA(A5:E11, “Profit”, B1:F2) =3

(tim trong database tit ca nhitng mau tin c6 Height nam trong khoang 10 dén 16,
réi dém xem trong s6 nhitng mau tin tim duoc ndy ¢6 bao nhiéu mau tin & cot
Profit khong rong)

am DGET()

Trich mot gia tri tir mot cot cia mot danh sach hay co so dir liéu, khép véi didu

kién duoc chi dinh.

Cu phap: = DGET (database, field, criteria)

Vi du: (Xem bang tinh ¢ bai 1)

= DGET(A5:E11, “Yield”, A1:A3) = #NUM!

(Ham tra vé 16i #£NUM! boi vi ¢6 nhiéu hon mdt mau tin thoa diéu kién)
Néu khong c6 mau tin ndo thoa diéu kién, ham DGETY() s& tra vé gia trj 16i
#VALUE!

Néu c6 nhiéu hon mdt mau tin thoa diéu kién, ham DGET() s& tra vé gia tri 161

#NUM!



- Ham DMAX()
Tra vé tri 16n nhat trong mot cot cia mot danh sach hay cua mét co s& dit licu, theo

mot diéu kién duoc chi dinh.

- CU phap: = DMAX(database, field, criteria)

Vi du: (Xem bang tinh ¢ bai 1)
-= DMAX(A5:E11, “Profit”, A1:A3) = 105
(tim trong database loi nhuan 16n nhat thu duoc tir Apple va Pear)

Ham DMIN()
Tra vé tri nho nhét trong mot cOt cua mdt danh sach hay cua moét co s¢ dit licu,

theo mot diéu kién duge chi dinh.

Cu phap: = DMIN(database, field, criteria)

Vi du: (Xem bang tinh ¢ bai 1)
= DMIN(A5:E11, “Profit”, Al:B2) =75
(tim trong database loi nhuan thap nhat cua nhirng cdy tdo c6 do cao trén 10 feet)

Ham DPRODUCT()
Nhan céc gia tri trong mdt cot ctia mot danh sach hay cua mét co s¢ dir liu, theo

mot diéu kién duoc chi dinh.

Cu phap: = DPRODUCT (database, field, criteria)

Vi du: (Xem bang tinh ¢ bai 1)

= DPRODUCT(AS5:E11, “Yield”, A1:B2) = 140

(nhén céc lgi tirc cua nhitng cdy tao c6 do cao trén 10 feet)



Ham DSTDEV()
Udc lugng do 1éch chuan ctia mot tap hop theo mau, bé'lng cach sur dung cac sb lieu
trong mot cot ciia mot danh sach hay cua moét co sé dit li¢u, theo mot diéu kién

duoc chi dinh.

Cu phép: = DSTDEV (database, field, criteria)

Vi du: (Xem bang tinh ¢ bai 1)

= DSTDEV(A5:E11, “Yield”, A1:A3) = 2.96647939

(wéc luong d6 1éch chuan theo lgi tic (vield) cua Apple va Pear néu dir liéu trong
co s& dir liéu chi 13 mot mau cua toan thé vuon cay)

Ham DSTDEVP()

Tinh d9 1éch chuan cua mot tap hop theo toan thé cac tap hop, béng cach st dung
cac s lidu trong mot cot cia mot danh sach hay cua mot co sé dit liéu, theo mot

diéu kién duoc chi dinh.

Cu phéap: = DSTDEVP(database, field, criteria)

Vi du: (Xem bang tinh ¢ bai 1)

= DSTDEVP(A5:E11, “Yield”, A1l:A3) = 2.65329983

(D6 1éch chudn thyc su theo loi tac (vield) cua Apple va Pear néu dir liéu trong co
so dir lidu 1a dir liéu ctia toan thé vudn cay)

Ham DSUM()

Cong cac $6 trong mot cot cia mdt danh sach hay cua mdt co s¢ dir li¢u, theo mot

diéu kién duoc chi dinh.



Cu phap: = DSUM(database, field, criteria)

Vi du: (Xem bang tinh ¢ bai 1)

= DSUM(A5:E11, “Profit”, A1:A2) = 225

(Tong loi nhuan tir cac cay tao)

Ham DVAR()

Udc lugng su bién thién ciia mot tap hop dua trén mot mau, bang cach sir dung céc
sb lieu trong mot cot ciia mot danh sach hay ctia mot co s¢ dir liéu, theo mot diéu

kién duoc chi dinh.

Cu phép: = DVAR(database, [field,] criteria)

Vi du: (Xem bang tinh ¢ bai 1)

= DVAR(A5:E11, “Yield”, A1:A3) = 8.8

(wéc luong su bién thién theo loi tic (yield) ciia Apple va Pear néu di liéu trong
co s& dir liéu chi 1d mot mau cua toan thé cac tap hop trong vuon cay)

Ham DVARP()

Tinh toan sy bién thién ctia mot tap hop dua trén toan thé tap hop, bang cach sir
dung cac s6 lidu trong moQt cOt cua mot danh sach hay cia mot co s& dit li€u, theo

mot diéu kién duoc chi dinh.

Cu phap: = DVARP(database, [field,] criteria)

Vi du: (Xem bang tinh ¢ bai 1)

= DVARP(A5:E11, “Yield”, A1:A3) = 7.04
(su bién thién thuc su theo loi tirc (yield) ctia Apple va Pear, néu dit liéu trong co

s& dir liéu 12 toan thé cac tap hop trong vudn cdy)



Ham GETPIVOTDATA()

Tra vé dit liéu duoc luu giit trong bao céo PivotTable. Co thé ding
GETPIVOTDATA() dé lay dit liéu tong két tir mot bao cao PivotTable, voi didu
kién 14 phai thay duoc di liéu tong két tir trong bao céo do.

Pé nhanh chong nhap cong thitx GETPIVOTDATA(), ban ¢6 thé g dédu = vao 6
muén nhan dir liéu tong két, rdi nhdp vao 6 chira sb liu tong két cua bao cao
PivotTable.

Cu phap: = GETPIVOTDATA(data_field, pivot_table, fieldl, item1, field2,
item2,...)

data_field : Tén truong chira dir liéu tong két ctia bao cao PivotTable. Tén nay phai

dugc dat trong mot cap dau nhay kép.

pivot_data : Tham chiéu dén mot 6, ddy 6, hodc tén ddy 6 bén trong mét bao céao
PivotTable. Thong tin nay duoc ding dé xac dinh bao cdo PivotTable ndo chira dir
lidu tra vé.

field1, item1, field2, item2,... : C6 thé co tir 1 dén 126 (v6i Excel 2003 trd vé
trude thi con sé ndy chi 1a 14) cap tén field va item md ta dir liéu mudn tra vé.
Nhitng cap ndy c6 thé thudc bat cir loai ndo. Néu tén field va item khong la ngay
thang hoic s liéu, can phai dat chung trong cap dau nhay kép. Di voi loai bao
cao OLAP PivotTable, items c6 thé bao gdm day du dudng dan 13n tén cuaa item.

Mot cap field va item caa OLAP PivotTable ¢ thé nhu sau:

“[Product]*,”[Product].[All Products].[Foods].[Baked Goods]”

Luwuy:
. Céc field hay item tinh toan va céc phép tinh ty tao c6 thé dugc dit trong phép
tinh GETPIVOTDATA.



. Néu pivot_table 1a mot ddy c6 chira nhiéu hon 1 bao cdo PivotTable, dir liéu tra
vé s& 1 tir bao cdo duoc tao ra sau cling.

- Néu ddi s6 field va cac ddi sd cua item mo ta chi mdi mot 6, gia tri cua 6 do s€
duoc tra vé ma khdng can biét gia tri d6 1a chudi, 1a 6, 1a 161, hay 1& mot thir gi
do...

- Néu item chira ngay thang, gia tri phai duoc biéu dién dudi dang mot chudi s6
hodc dugc thiét 1ap bang cach dung ham DATE() dé gié tri d6 s& khong bién dbi
khi bang tinh duoc mé & mot may khac, c6 hé thong dinh dang ngdy thang khac
V6i noi tao ra nd. Vi dy, mot item tham chiéu téi ngay 5 thang 3 nim 1999 c6 thé
dugc nhap 1a 36224 hay DATE(1999, 3, 5). Thoi gian ¢6 thé duge nhap nhu mot
gia tri thap phan hodc bang cach dung ham TIME().

. Néu pivot_table khdng phai 1a mot ddy co chira bao cao PivotTable,
GETPIVOTDATA() sé tra vé 16i #REF!

- Néu cac di sé miéu ta mot field khdng thé thiy duoc, hodc néu ching gdm mot

truong khong hién thi, GETPIVOTDATA() ciing sé& tra vé 16i #REF!
Vi du:

Pay la mot day cé chira bao cao PivotTable:

A B [ [ D [ E |
2 | Region |MNoth -
3
4 | Sum of Sales Product
5 | Month | Salesperzon |Bewerages  |[Produce Grand Total
6 |March |Buchanan ¥ 3522(% 10,201 (% 13,723
7 Davolio b 87255 7 Ea9|% 15614
& | March Tatal b 12247 [§ 18,0001 % 30,337
9 | April Buchanan i 5594\ % T 2655 12,858
10 Davolio i 54615 GES | 51249
11 | April Total b 11 ,055(% 7 O33|% 15935
12 | Grand Tatal b 23302 (% 2E023)E 49 325

. GETPIVOTDATA(“Sales”, $A$4) tra vé tong gia tri 1on nhét cua Sales ($
49,325)



. GETPIVOTDATA(“Sum of Sales”, $A$4) ciing tra vé tong gia tri cua Sales ($
49,325): tén trudng c6 thé nhap chinh xac nhu trén bang tinh, hoic nhu ban gbc
(khdng c6 “Sum of”, “Count of”...)

. GETPIVOTDATA(“Sales”, $A$4, “Month”, “March”) tra v& tdng gia tri cua
Sales trong thang 3 ($ 30,337)

- GETPIVOTDATA(*Sales”, $A%4, “Month”, “March”, “Product”, “Produce”,
“Salesperson”, “Buchanan”) tra vé gia tri & 6 D6 ($ 10,201)

. GETPIVOTDATA(“Sales”, $A$4, “Region”, “South”) tra vé #REF! boi vi khdng
tim thiy dir liéu trong ving South.

- GETPIVOTDATA(“Sales”, $A%$4, “Product”, “Beverages”, “Salesperson”,
“Davolio”) ciing tra vé #REF! boi vi & d6 khong c6 tong gia tri ctia Product 13

Beverages ddi v4i Salesperson 1a Davolio.






Hoc EXxcel -
Thu Thuat Excel



Dung tén cho day (range name)

Giai phap dung tén cho day (range name) :

Mic du cic day (range) van cho phép ban 1am viéc mot cach cé hiéu qua véi
cac nhom & 1on, nhung c6 mot s6 khuyét diém khi sir dung céc toa do cia
mot day:

Ban khong thé 1am viéc v6i nhiéu hon mot tap hop day trong mot lan. Mdi
lAn ban muén st dung mot day, ban phai dinh nghia lai toa d6 ctia no6

Ky hiéu day khdng truc giac. Pé biét mot cong thirc chang han nhu
=SUM(E6:E10) dang cong nhitng gia tri gi, ban phai xem chinh ddy d6é méi
biét.

Mot sai sot nho trong viée dinh nghia cac toa dd ddy co thé dan dén két qua té

hai, nhat 1a khi ban x6a mot day.



Ban c6 thé khic phuc nhiing van dé trén bang cach sir dung tén cho day
(range name), la cac tén dugc gan cho mot 6 hoac mét day 6. Voi mot tén da
duoc dinh nghia, ban c6 thé sir dung né thay thé cho céc toa do day. Vi du, dé
dua ddy vao cong thirc, ban sir dung tén cua dady dé thay vi chon day hoac
nhap toa do ctia nd. Ban c6 thé tao bao nhiéu tén day tdy thich va tham chi
ban c6 thé gan nhiéu tén cho cling mot day.

Céc tén day lam cho cac cong thuc truc giac va dé doc. Vi du, viéc gan tén
DSo_8 vao mot day, chang han nhu E6:E10, s& 1am rd ngay muc dich cia
mot cong thire, chang han nhu =SUM(DSo_8) nghia 12 tong doanh s6 cta
thang 8. Cac tén day ciing tang tinh chinh xac ctia cac phép tinh véi day boi
vi ban khong can phai xac dinh toa d6 cua day nira.

Ngoai ra, sir dung tén cho ddy con c6 nhiéu uu diém sau day:

Céc tén dé nhd hon cac toa do day.

Céc tén khong thay d6i khi ban di chuyén mot ddy sang mot chd khac trong
bang tinh.

Cac day duoc dat tén ty dong diéu chinh bat cir khi ndo ban chén hoic xo6a
cac hang, hoac cac cot, trong day.

C4c tén l1am cho d& dinh hudng mot bang tinh hon. Ban c6 thé sir dung 1énh
GoTo dé nhay nhanh dén mot ddy da duoc dat tén.

Trong nhitng bai sau day, t6i s€ trinh bay cach dat tén cho day va lam viéc
Vi cac tén day, véi hy vong ban sé& thdy dugc stic manh ciing nhu su linh

hoat ma cac tén day mang lai khi ban lam viéc véi bang tinh cua minh.

bat tén cho mot day



Cac tén day cd thé hoan toan linh hoat, nhung ban can tun theo mot vai gisi
han va quy tac sau day:

Tén chi c6 thé co toi da 255 ky tu.

Tén phai bat dau vai mot chir cai hodc ky tu gach dudi (). Poi voi phan con
lai cia tén, ban c6 thé sir dung bat ky ky tu nao (chix, s6, symbol) ngoai trir
khoang trang. Pbi véi cac tén ¢6 nhiéu tir, ban nén tach cac tir bang dau gach
duéi (vi du, S6_Tai_Khoan) hodc bang cach dung chir hoa chir thuong (vi du,
S6TaiKhoan), vi Excel khéng phan biét chir thuong va chir hoa khi ban st

dung tén day trong bang tinh.

Khong sir dung cac dia chi 6 (chang han nhu Q1) hay bat ky ky hiéu toan tr
nao (+, -, *, /, <, >, va &) boi vi nhitng ky hiéu ndy co thé gay ric r6i cho
ban, nhat 1a khi str dung tén day trong cong thic.

Pé 1am cho viéc nhap tén day dé dang hon, va nhanh hon, ban nén ¢ gang
dat tén cho day cang ngin cang tét nhung van giit duoc ¥ nghia cta ching.
Vi dy: TSoLN 07 dé nhap hon Tong S6 Loi Nhuian Nam 2007, va (O 18)
dé hiéu hon TSLNO?7.

Khong sir dung céac tén cd san ciia Excel. Nhing tén d6 1a: Auto_Activate,
Auto_Close, Auto_Deactivate, Auto_Open, Consolidate Area, Criteria,
Data_Form, Database, Extract, FilterDatabase, Print_Area, Print_Titles,
Recorder, va Sheet_Title.

Ban nén ghi nhé nhitng quy tac trén, trudc khi hoc tiép cach dat tén cho mot
day.

Sir dung Name Box (hop Name) dé dit tén cho day



Name Box (hop Name) nam & phia ngodi cing bén trai cua thanh cong thirc,
trong trudng hop ban khong thay no, ban chon menu View va danh dau

chon Formula Bar. Thuong thi Name Boxhién thi dia chi ctia 6 hién hanh,
tuy nhién, né ciing cung cap thém mat vai tinh nang nham giap ban 1am viéc
véi cac tén day cach dé dang hon:

Sau khi ban d& dit t&n cho mot ddy, tén nay sé& xuét hién trong Name Box bat

ctr khi nao ban chon ddy d6 (xem minh hoa & hinh 2.1)

Name Box 1a mot drop-down list (nghia 1a mot cai danh sach x6 xudng). Pé
chon nhanh mot day dd duoc dit tén, ban mo danh sach x6 xudng ndy va
chon tén ciia ddy ma ban mudn, Excel sé& di chuyén ngay dén day d6 va chon
no.

Phién ban nao ctaa Excel cling c6 Name Box, nhung Excel 2007 ¢6 mdt tinh
nang mai rat tién loi, 1a ban c6 thé thay doi kich ¢& cia Name Box. Néu ban
khong thé thay hét tén caa day hién hanh (do n6 dai qua), ban di chuyén
curson (con tré chudt) sang mép phai caaName Box (ngay chd c6 mot cai
nGm tron 18m xudng), curson s& bién thanh Mot miii tén hai dau nam ngang,

ban chi viéc nhap va ré chudt qua lai dé dinh lai kich ¢& cho Name Box.



[ = Expenses - Microsoft Excel S
Home Insert Page Layout Formulas Data Review ' View | Developer Add-Ins @ - B X
| /(3] 4 |, Name Box E =25 New Window [ | 1) 'El =
| — (=] f : =t = Arrange Al 1 | ud]
Mormal| Page __ ||Sho e|| Zoom 100% Joomtol (| Save Switch Macros
Layout = Selection || ted Freeze Panes = [ | 414 | 'Workspace Windows -
[ Workbook Views foom Window Macros | |
Advertising =~ (0 fe | 4600 ¥
2 A | B ool e e ey 6 | H ] =
1 Expense Budget Calculation - 1st Quarter
2
| INCREASE 1.09
4
5| EXPENSES January February March Total =
6 | Advertising | 4 600 4.200 5200 140001 Rentfor January: 2100
i Rent 2100 2.100 2.100 6,300
8 | Supplies 1.300 1,200 1.400 3.900
| Salaries 16,000 16.000 16.500 48,500
10 | Utilities 500 600 600 1,700
il 2007 TOTAL 24500 24,100 25,800 74.400
12
13 | 2008 BUDGET 26,705 26,269 28122 81,096
Ready | 5] | Average: 7,000 Count 4 Sum: 28000 ||| /(O 2

Hinh 2.1.
Khi ban chon mét ddy co tén da duoc dinh nghia, tén sé xudt hién

trong Name Box(cu thé ¢ day, Advertising 14 tén cia day C6:F6)

Name Box ciing ngau nhién l1a cach dé nhat dé dat tén cho mot day. Ban theo

cac budc sau:

1. Chon ddy ma ban mudn dit tén.

2. Nhap chudt vao bén trong Name Box dé hién thi mot diém chén.



3. Nhap tén ma ban muén dit cho ddy va nhan Enter. Excel tu dong dinh
nghia mot tén mai.
Sir dung hop thoai New Name dé dit tén cho day

Str dung hop Name dé dit tén cho day thi nhanh va truc giac. Tuy nhién, n6
c6 hai khuyét diém nhé (nhung gay khong it phién toai) sau day:

Néu ban ¢ dat mot tén tring véi tén da cd, Excel s& lanh chanh chon ngay
ddy da mang céai tén kia (la cai tén da c6). Piéu nay c6 nghia 1a ban phai 1am
lai tir dau, chon lai ddy va nhap vao mot tén, di nhién 1a tén khac.

Néu ban chon day, ma vé y chon khéng chinh xac, va da dat tén cho nd,
Excel s¢€ khong cho ban bat ky céch thtic truc tiép ndo dé sta lai toa do cua

day hodc x6a no dé 1am lai.

Pé giai quyét hai van dé trén, ban can sir dung hop thoai New Name. Hop

thoai ndy c6 nhitng wu diém sau day:

NG hién thi mot danh sach day du cac tén d4 c6 (44 duoc dinh nghia), do do

kha nang nhap trung tén s¢ giam di.
Dé dang sura lai toa do cta day néu nhu ban vo y chon khong dang.
Ban c6 thé x6a mot tén day da co.

Céc budc sau day hudng din cach dat tén cho mot day bang cach sir dung
hop thoai New Name:

1. Chon ddy ma ban muén dit tén.

2. Chon Formulas, Define Name. Hoic nhanh hon: nhép phai (right-click)

Va0 vlng chon va sau d6 chon Name a Range... Hop thoai New Name xuét



hién nhu ¢ hinh 2.2.

3. Nhap tén ma ban muén dit cho ddy vao khung Name.

4. Str dung danh sach Scope dé chon pham vi ma tén ddy nay c6 anh hudng
dén. Mic dinh, n6 s& 1a Workbook (toan bang tinh). Toi s& néi vé nhiing loi
ich cua viéc gidi han pham vi anh hudng cta tén day trong bang tinh ¢ phan

cudi bai nay.

5. Nhap mot vai mo ta hodc ghi cha vé day nay trong khung Comment.
Nhiing mé ta hodc ghi chu ndy s& xuat hién khi ban sir dung tén day trong
cong thire. Ban c6 thé xem thém bai “Lam viéc vdi Name AutoComplete”,

cling trong topic nay.

6. Néu toa do ctia day (tu dong nam trong 6 Refers to) khdng chinh xéc, ban
c6 thé sir dung mot trong hai cach sau dé stra no:

Nhap lai toa d6 dung (nhd bat dau bang mot dau =).

Nhép cai nit nho & ngoai cing bén phai khung Refers to (c6 mili tén nho
mau d6) dé quay ra bang tinh va chon lai ddy cho chinh xéc; sau khi chon
xong thi nhap vao céi ndt nho (cling ¢ ngoai cling bén phai) dé quay vé hop

thoai New Name.

Luu y: Néu ban can di chuyén bén trong khung Refers to bang cac phim miii

tén, trude tién hay nhdn phim F2 dé Excel biét 1a ban muén sita tryee tiép;



néu khong, Excel sé nghi rang ban dang muon ding phim mii tén dé chon
mét 6 ndo dé ngoai bang tinh (ban sé thay néi dung trong khung Refers to ti

déng hay doi, ma thuong 1a khdng phdi 1 cai ban muon).

7. Nhan OK dé quay vé bang tinh.

New Name &
Mame: | Advertizing |
Scope: |Wurkbunk ' |

Comment: | Chj phi cho guang cdo

Refers to: | ='Budget - 1st Quarter'!SCSE:SF
L oK J [ Cancel ]
i |

Hinh 2.2.
Khi ban mé hdp thoai New Name dé ddt tén cho mér day,

toa do cia day tw dong xudt thién trong khung Refers to
Thay d6i pham vi dnh huéng ciia tén day trong bang tinh

Excel 2007 cho phép ban dinh nghia pham vi anh huong (Scope) cua mot tén
ddy. Pham vi ndy cho biét mac d6 ma tén ddy s& duoc nhéan biét trong cac
cong thire. Trong hop thoai New Namenéu ban chon Workbook trong danh
sach Scope (hodc néu ban tao truc tiép bang cach str dung hop Name), tén
day s& c6 anh huong trong toan bo cac Sheet. Piéu ndy c6 nghia 1a mot cong
thire trong Sheetl c6 thé tham chiéu dén mot tén ciia mot ddy nam trong
Sheet3. Tuy nhién, day c6 thé 1a mot van dé néu ban sir ding ciing mot tén

day trong c4c Sheet khéac nhau. Vi du, ban c6 bon Sheet: First



Quarter, Second Quarter, Third Quarter, va Fourth Quarter, va trong moéi
Sheet nhu vay, ban déu c6 nhitng day cling mang tén 1a Expenses.

Néu ban can sir dung cling mot tén trong nhiéu Sheet khac nhau, ban c6 thé
chi dinh pham vi ma tén d6 c6 anh huong trong ting Sheet riéng biét. Diéu
nay c6 nghia 1a tén d6 s& chi tham chiéu dén ddy ma n6 da duoc dinh nghia
trong riéng Sheet d6 ma thoi.

Ban chi dinh pham vi anh huong cua tén ddy bang cach chon danh sach xo
xuéng cua khungScope trong hop thoai New Name. Danh sach nay, ngoai
chit Workbook 1a mac dinh, con co thém tén cta cac Sheet trong bang tinh.

Ban chi viéc chon Sheet ma ban muén sir dung.
Sir dung tiéu dé ciia hang hay cot dé dit tén cho day

Khi ban str dung hop thoai New Name, ban s& thay d6i khi Excel dd goi ¥ san
cho ban mét céi tén cho ddy duoc chon. Vi dy, hinh 2.3 cho thiy Excel d4 goi
y san tén Salaries cho ddy C9:F9. Trong thuc té bang tinh, ban thy Salaries
1a tiéu dé hang cua day duogc chon, va Excel tu no tién doan rang ban mudn

st dung cai tén nay lam tén day.



Mame:
Scope:

Comrment:

| Salaries

|Budget - 1=t Quarter

5

Refers 10! | _gdget - 1st Quarter'| SC89:5F S

l

Ok

][ Cal

@'} Expenses
A B L & | b | E F

1 Expense Budget Calculation - 1st Quarter

2

3 INCREASE  1.09

4

% | EXPENSES January February March Total
B Advertising 4.600 4200 5200 14,000
7 Rent 2.100 2,100 2100 6,300
8 | Supplies 1.300 1,200 1400 3.900
a1 Salaries L 16.000 16.000 16,500 485001
10 | Utilities 500 600 600 1.700
11| 2007 TOTAL 24 500 24 100 25800 74,400
12

13 | 2008 BUDGET  26.705 26,269 28122 #NAME?
14 |

15 |

16 |

1?.— —_— + =

M 4 » | Budget - 1st Quarter < Budget - 2nd Quarter - Budget - 3rd QUM

Hinh 2.3

Excel si dung text trong 6 gan ké dé dodn tén ma ban muén si dung

Thay vi dé Excel ty doan, ban c6 thé yéu cau no st dung mot ti€u dé co san

dé 1am tén day, theo nhiing budc sau day:

1. Chon ddy ma ban muén dit t&n, bao gom ca 6 chia tiéu dé ma ban muébn

su dung lam tén cho day (xem hinh 2.4)



’@]Expensez - = I‘
_ A | B L e | b | €& | F | G i
1 Expense Budget Calculation - 1st Quarter

2

T | INCREASE 109

4

5: EXPENSES January February March Total =
6 | Advertising 4,600 4.200 5200 14,000

7| Rent 2,100 2,100 2100  6.300

8| Supplies 1,300 1,200 1400 3.900

9 | Salaries 16.000 16,000 16,500 48.500

10| [Utilities 500 600 oo 1.700]

11| 2007 TOTAL 24 500 24,100 25800 74,400

12

13| 2008 BUDGET 26,705 26,269 28.122  #NAME?

14

15 |

e L 5

4 4 » M| Budget - 1st Quarter < Budget - 2nd QuZ Ml I
Hinh 2.4

Khi muén diing mér tiéu dé dé ddt tén cho day, nhé chon cd tiéu dé nay

2. Chon Formulas, Create from Selection, hodc nhan Ctrl+Shift+F3.Excel

s& hién thi hop thoaiCreate Names from Selection nhu minh hoa & hinh 2.5.

Create Names from Selection (Z]X)

Create names from values in the:
Cl :
Left column
|:| Bottom row
[ ] Right column

[ oK J [ Cancel

Hinh 2.5
Dung hép thogi Create Names from Selection dé xac dinh vi tri cia tiéu dé

muén dung lam tén cho day



3. Excel s& doan 6 chira tén tiéu dé ma ban muén ding lam tén cho day nim
& vi tri ndo (Top row: 6 nam trong hang trén cing, Left Column: 6 nam &
cot ngodi cuing bén trai, Bottom row: 6 nam ¢ hang dudi cling, Right
Column: 6 nam & cot ngoai cling bén phai) va ty dong danh san dau chon
Vao muc tuong ung (trong vi du trén, Excel chon san Left Column). Néu day
khong phai 12 vi tri ma ban mudn chon, ban chi viéc huy chon né va danh dau

vao muc nao thich hop.

4. Nhan OK.

Ghi chi: Néu tiéu dé ma ban muon chon 1am tén cho day chiza nhitng ky ti
khong thich hop, ma thuong 1a khodng trdng, Excel sé ty déng thay thé
khodng tring nay bang Ky tw gach dudi ().

Khi dit tén cho day bang cach ndy, ban dimg lo 1a bi gidi han chi dugc chon
mot cot hodc mot hang. Ban c6 thé chon cac ddy chira nhiéu tiéu dé hang lan
tiéu dé cot, va Excel s& san 10ong gan tén vao mdi hang va mdi cot, co nghia 1a
chi v6i mot 1an chon, ban c6 thé dit tén cho mot loat day. Vi du, trong hinh
2.6, sau khi ban chon day B5:F10 va goi hop thoai Create Names from
Selection, nd s& xuat hién véi cac danh dau c6 sidn & Top Row va Left
Column. Va khi ban nhan OK ma khéng stra gi ca trong truong hop nay, ban
s¢€ tao duoc mot Iuc 10 tén day, 4 céi theo cot (January, February, March,
Total) va 5 cai theo hang (Advertising, Rent, Supplies, Salaries, Utilities).



Create Names from Selection 2

Create names from values in the:

Left column
|:| Bottom row
[ ] Right column

[ oK ] [ Cancel

r‘E_!]!Eu-c;:lenses

A b B S S N — — o G
1 Expense Budget Calculation - 1st Quarter
2
3 | INCREASE 109
4
) EXPENSES January February March Total
6| Advertising 4600 4200 5200 14,000
i Rent 2.100 2,100 2100 6,300
Al Supplies 1.300 1,200 1400  3.900
9 | Salaries 16,000 16,000 16,500 48,500
10 Utilities 500 600 600 17001
11| 2007 TOTAL 24 500 24 100 253800 74400
12
13| 2008 BUDGET  26.705 26,269 28,122 #NAME?
14 |
15|
16 |
7] | i
M 4 » ¥ | Budget - 1st Quarter .~ Budget - 2nd Quarter - Budget - 3rd Qi

Hinh 2.6

Excel c6 thé tao nhiéu tén day cling mét Iic

O trén, toi noi réng tao duoc 10 tén day, ma chi mai liét ké c0 9, vay cai thur

10 & dau? Vang, khi ban st dung phuong phap nay dé tao tu dong cac tén,

Excel s€ xtr 1y dac biét 6 trén cung bén trai cua ddy duoc chon, va nd sé sur

dung text (néu c6) trong 6 ndy lam tén cho ca ddy. Ban xem lai hinh 2.6, 6
trén cung bén trai cua ddy B5:F10 la 6 B5, dang chtra chir EXPENSES. Sau

khi ban nhan OK ¢ vi du trén, ddy tha 10 chinh 1a ddy Expenses, ¢ toa do 1a

C6:F10 (xem hinh 2.7, dé y cai gi dang & trong Name Box).
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Expenses - Microsoft Excel

-

Home Insert Page Layout | Formulas Data Review View Developer Add-Ins @ -
f 3 Autosum T @ Logical - G- -3 Define Name = % $%, Conditional
Eﬁr Recently Used - [jg Texi = fﬁ* i~ Use in Formula = [
Insert . Mame Formula ||[Calculation
Function @ Financial ~ ﬁDate&_Time' ﬁj* Manager B Create from Selection Auditing = || -
Function Library Defined Names ! solutions
EXPENSES  ~(° f£=| 4600
| A ] B I e G [ H ] —
1 |[Expense Budget Calculation - 1st Quarter
2
3 INCREASE 109
4
ol EXPENSES January February March Total
6 | Advertising 4 600 4,200 £200 14,000
_1_| Rent 2,100 2,100 2100 6,300
8] Supplies 1,300 1,200 1400 3,900
__5_]_'__‘ Salaries 16,000 16,000 16,500 48500
10 | Utilities 500 600 600 1.700]
1] 2007 TOTAL 24,500 24 100 25800 74,400
ki ) - -
M 4 » M| Budget - 1st Quarter .~ Budget - 2nd Quarter - Budget - 3rd [l
Ready | o |
Hinh 2.7

Khi tao nhiéu tén ddy cung mér ldc,
Excel sé sir dung ngi dung trong 6 goc trén bén trai cia day chon dé 1am tén

cho ca day
Pit tén cho cac hing so

Mot trong nhitng cach tot nhat dé 1am cho céc bang tinh dé hiéu hon, 1a dinh
nghia tén cho cac gia tri hang sb. Vi dy, néu bang tinh cta ban sir dung mot
bién d6i 14i suat trong mot sé cong thirc nao do, ban c6 thé dinh nghia mot
hang s6 c6 tén 1a Rate (14i suat), va sir dung tén nay trong cong thie dé 1am

cho ching dé doc hon. Ban c6 thé 1am theo mot trong hai cach sau:



Danh riéng mot viing trong bang tinh 1am noi chta cac hang sb va dit tén cho

timg 6 riéng 1é. Vi du, hinh 2.8 minh hoa mét bang tinh c6 ba hang s6 dugc

dat tén: Rate (0 B5), Term (6 B6) va Amount (0 B7). Ban chu y cong thic &

6 E5 tham chiéu dén mdi hang sé theo tén nhu thé nao.

Do)l 9 - ™ = Amortization Schedule - Microsoft Excel RN

T ——— ;

s : Home | Insert Page layout Formulas Data Review View Developer Addins @ - ™ X
|ﬁ s Arial =110 =l = : Number = || A S=Insert ~ P I
P—'t ;ﬁ |B Erili |A ﬁ|| f_—|@' |$v“f.__9_| = 3% Delete - | [g]v @A~ |
S ::::::: ||<‘3:|. _& | |*“ 8 el Bl Format - || 2+

C[}ptqn;fd fa] | Fant '3..._ Alignment G| Mumber & .| f Cells _Editing _

ES hd {: ,;t'rl =PMT(Rate/12 Months*12 Amount) ¥

Pl A | B | ¢ | D ekl F | 6 | H | 1 | =
1 [

» Loan Amortization

3] 1
4 |Constants: Period Payment Interest Principle 5

5 Rate 5% T 299711 @4167) (2568.04)

6 Term 3 2 (299.71)  (4059) (259 .12)

7 | Amount 10,000 3 (299.71)  (39.51) (260.20)

=3 4 (299.71)  (3843) (261.28)

9 | 5 (299.71) (37.34) (262.37)

10| 6 (299.71)  (36.25) (263 46)

1 7 (299.71)  (35.15) (264.56)

12| 8 (299.71)  (34.05) (265 66)

13| 9 (299.71)  (32.94) (266.77)

14| 10 (299.71)  (3183) (267.88)

15| 11 (299.71)  (30.71) (269.00)

16 | 12 (299.71)  (29.59) (270.12)

A7 13 (299.71)  (28.46) (271.24)

M 4 » M| Amortization < Sheet? ~Sheet3 - *E:!A«"—"'ﬂl-= l

| Reagy | & | T 12005 (=)
Hinh 2.8

Tdp trung cac hang sé vao mér ché riéng va dat tén cho ching




Meo: Pé dit tén nhanh cho cd ba hang sé nay, ban chon ddy A5:B7 va chon

ChonFormulas, Create from Selection, roi nhan OK.

Néu ban khong mudn 1am bé bon bang tinh cia minh, ban c6 thé dit tén cho
cac hang s6 ma khéng nhap toa do 6 chita chung trong bang tinh.

Chon Formulas, Define Name dé mé hop thoai New Name. Nhap mot cai
tén cho hang s6 muén tao trong khung Names, rdi tai khungRefers to, nhap
dau bang (=) va gia tri ctia hang s d6. Hinh 2.9 minh hoa cach dit tén cho

hang s6 Rate theo cach nay.

New Name Z)[%]

Mame: |Rate |
SCope: |Wurkbunk w |
Comment: '
Refers to: | — .05
L (04 J [ Cancel ]
|
Hinh 2.9

Bt tén cho mét hang sé truee tiép trong hép thoai New Name

Ghi cha: Ngoai viéc nhdp gia tri true tiép, Excel con cho phép ban gan mét
cong thize cho mgt tén. Vi dy, ban c6 thé nhdp = YEAR(NOW()) trong

khung Refers to dé tao mér cai tén sé ludn ludn trd vé gia tri 1a con sé ciia
nam hién hanh. Tinh ndng nay rdt thich hop trong viéc gan tén cho mér cong

thuee dai va phuze tap.



Lam viéc véi cac tén day

Sau khi d4 dinh nghia tén cho mét dy, ban c6 thé st dung né trong céc cong
thire, ding lam tham sé trong ham, dinh hudng voi nd, sira chira, thay do6i
hoic x6a né... Cac bai tiép theo ddy s& hudng dan ban nhiing ki thuat nay,
va nhiéu hon nira.

Tham chiéu dén mét tén day

Str dung mot tén day trong cong thirc hoic dung né lam dbi s6 trong ham thi
kha don gian: Ban chi viéc thay thé toa d6 ctia mot ddy bang tén cua day do.
Vi du, gia sir ban c6 mot 6 c6 cong thirc nhu sau:

=Gl

Cong thuc nay xac lap gia tri cua 6 chira cong thirc sang gia tri hién hanh cia
6 G1. Néu nhu 6 G1 d3 duoc dit tén 12 TotalExpenses (tong chi phi), thi cong
thie trén twong duong voi:

= TotalExpenses

Tuong tu, ban xem ham sau day:

= SUM(E3:E10)

Néu day E3:E10 duoc dat tén la Sales, cong thirc nay s& tuong duong Véi:

= SUM(Sales)

Néu ban khong chic chin vé mot tén nao do, ban co thé yéu cau Excel dan
(paste) nd vao trong bang tinh dim ban. Céc budc thuc hién diéu nay nhu

Sau:



1. Bat dau nhap cong thic hodc ham, cho téi khi ban can chén mot tén day
vao, thi dung lai.

2. Chon Formulas, Use in Formula, Excel s& hién thi mét danh sach cac tén

c6 pham vi anh huong dén bang tinh hién hanh, nhu minh hoa & hinh 2.10.

by ) | [ R = Amortization Schedule - Microsoft Excel =
Home Insert Page Layout | Formulas | Data Review View Developer Add-Ins @ = B
% AutoSum T Logical = * =} ~=1Define Name - Il b :“R Conditional |
fe L2 8- 5 % 5
Er Recently Used - @ Text = ﬁ i Lﬂi:' Use in Formula j | [
Insert 2 ! MName Formula | Calculation|
Function ﬁ Financial ~ E Date & Time = @' Manager Amount :Audiﬁng*: * [
Function Library InterestRate l.! ulld _! i Solutions
LOGEST - n;; X v [ —PPMT{RateHZ[ S
TR — B N N T = T == — L H | R
_-1.|_ L, — 1 1 | _! Pltl’i[!p\ﬂﬁ [ 1 1 1
Rat
> Loan Amortization e
3 | Term
4 Constants: Period Payment Paste Names... |
5 |Rate 5% 1 (299.71) ——=ror=rrwrrete/12, D5 Months ™12,
B |Term 3 2 (299.71) (40.59) (253.12)
W Ihmnunt 10,000 3 (299.71) (39.51) (260.20)
: Ei | 4 (299.71) (38.43) (261.28)
b 2 | 5 (299.71) (37.34) (262.37)
'1[]_' b (299.71) (36.25) [263.46)
1‘_|_| Fi (299.71) (35.15) {264.56)
12 8 (299.71) (34.05) (265.66)
3| g (299.71) (32.94) (266.77)
14 | 10 (299.71 31:83 (267.88)
4 4 » M| Amortization .~ Sheet? - Sheet3 ' ¥1 . i
| Edit [ |
Hinh 2.10

Chon 1énh Use in Formula dé chén mér tén day tir danh sach cac tén da
dwoc dinh nghia



3. Chon tén ma ban muén ding. Excel sé chén tén d6 vao trong cong thirc

hoac ham ngay lap turc.

Khi lam viéc véi cac tén dady chi c6 pham vi anh hudng trong tirng Sheet, ban

str dung tén nhu thé ndo phu thudc vao noi ban st dung no:

Néu ban st dung tén nay trong Sheet ma n6 da dugc dinh nghia, ban ctr viéc

su dung binh thuong nhu da noi ¢ trén.

Néu ban str dung mét tén ddy c6 pham vi anh hudng trong timg Sheet ma lai
duoc tao & mot Sheet khac véi Sheet hién hanh, ban phai sir dung tén day du

cua n6 (SheetName!RangeName).

Néu tén ddy ma ban mudn st dung nam trong mot bang tinh khéc, trudc hét
ban phai dit tén cia file trong mot cap dau nhay don (°), rdi dén mot dau
cham than (!), r6i méi dén tén day d6. Vi dy, néu ban muén sir dung tén day

Rate nam trong bang tinh Mortgage Amortization, ban phai nhap nhu sau:
‘Mortgage Amortization.xIs’!Rate
Sir dung AutoComplete dé chén tén day

Ban d4 biét rang tinh nang AutoComplete trong Excel 2007 tu dong hién thi
mot danh sach tén ham (dua theo nhiing ky tu ban gd vao, sau dau =), néu
thay ham ban muén, ban c6 thé chon né tir danh sach (bang cach ding phim
miii tén hodc chudt chon va nhan phim Tab) thay vi g8 tiép phan con lai cua
tén ham, diéu nay thudng nhanh hon va chinh xac hon.

Véi cac tén day ciing vay. Khi ban nhap vai chit dau tién cia mot tén day

trong cong thirc, Excel sé& hién thi danh sach AutoComplete, trong d6 bao



gom ca tén ham va tén day. Hinh 2.11 minh hoa viéc chén tén day bang chirc

nang nay. Ngoai ra, néu ban cé nhap phan Comment khi tao tén, thi nhiing

mo ta hodc chi thich vé tén day ciling s& hién ra khi ban chon tén day tir danh

sachAutoComplete. Va ciing nhu cach chon tén ham, ban dung phim mdi tén

(hoic chudt) dé chon tén ddy trong danh séch va nhan phim Tab dé chén n6

vao cong thue.

Gl Expenses
|| A | B | C | D E P — | L H
1 Expense Budget Calculation - 1st Quarter
2
3] INCREASE
F
5 EXPENSES January  Februiary March Total
B Advertising 4,600 4200 5.200 14000  Rent for January
T | Rent 2100 2 100 2100 6.300
8 | Supplies 1.300 1.200 1400 3,900
) Salaries 16,000 16,000 16.500 48,500
10 Utilities 500 §00 600 1.700
11 2007 TOTAL 24500 24100 25800 74400
12
13 2006 BUDGET 26705 26269  28122[ =Fi1-1]
14 Fo 0G0 -
15 Fmaos2
16 ) mpowen
17| i MPRODUCT
18 %) IMREAL
19 s
20 & msqar
21 | s
22 7 s
23 p
24 & roex
25 & omRECT -
26

- 2,100

[ The facter by which this year's expenses will be intreased bo obtain n

* W Budget - ist Quarter,  Budget - nd Quarter . Budget-3rd Quarter . Budget-4thouatel ML o

Hinh 2.11

Cheén tén day bang AutoComplete

Chon mot ddy bing cach sir dung tén ciia né

Mot ddy, néu dd duoc dat tén thi rat d& chon. Excel cung cip cho ban hai

phuong phap sau dé chon mot ddy bang tén cua no:



. Dung Name Box: Bé chon nhanh mét day, ban nhan vao Name Box va chon

tén day trong danh sach x6 xuéng.

. Dung GoTo: Ban chon Home, Find & Select, Go To (hodc nhan phim F5)
dé mo hop thoaiGoTo, chon tén ddy trong danh sach va nhan OK.

Cheén bang Danh sach cac tén day da dwoc dinh nghia vao trong bang
tinh

Néu ban dua bang tinh ctia minh cho nguoi khac xem, hoic ban phai 1am viéc
v6i mot bang tinh d4 ¢6 tir vai thang trude, co thé ban (hodc nguoi duoc nho
xem) s& khong biét cac tén day trong bang tinh cta ban dai dién cho day 6
nao. Pé thuan tién cho viéc tra ciru cac tén ddy, ban nén chén mot bang danh
s&ch céc tén day vao bang tinh. Danh sach ndy s& gom c6 hai cot, mot cot 12
tén day, va cot kia 13 toa do tuyét d6i cua day c6 tén d6. Ban theo cac budc

sau day:

1. Chon mét ving du 16n dé chtra bang danh sach nay ma khong ghi dé 1én

dir liéu dang co (cach tét nhat 1a ban chon luén mot Sheet moi.

2. Chon Formulas, Use In Formula, Paste Names (hoic nhan phim F3),

Excel s& hién thi hop thoai Paste Name.

3. Nhan nat Paste List. Excel s& chén bang danh sach cac tén day vao 6 hién
hanh.

Str dung Name Manager



Name Manager la mét cong cu quan 1y cac tén day. Trong Excel 2007, cong
cu nay hoan toan maéi so véi nhiing phién ban cii, hay hon va linh hoat hon
rat nhiéu. Vi dy, vai nhitng phién ban cii, ban chi ¢co6 thé x6a mdi 1an mot tén
day, nhung voi Name Manager cua Excel 2007, ban c¢6 thé x6a hang loat tén
day chi véi mot ca nhan chudt. Dé hién thi Name Manager, ban
chonFormulas, Name Manager. Hinh 2.12 sau day minh hoa mt Name

Manager.

Name Manager

Mame Value Refers To Scope Comment

=1 Advertising {"4,600 *,"4,200 %,"... ='Budget - 1st Quar... Budget-... Advertising expen...
=l February {°4,200 %;"2,100 %",.. ='Budget - 1st Quar... Budaget-...

=l Increase 1.09 ='Budget - 1st Quar... Workbook  The factor by whic...
=l January {°4,600 %;"2,100 %"... ='Budget - 1st Quar... Budget -...

=l Rent {72,100 %,"2,100 %,".., ='Budget - 1st Quar... Budget-... Rentexpense item...
= Salaries {"16,000 *,"16,000 ... ='Budget - 1st Quar... Budget-... Salaries expenseit...
=l Supplies {1,300 %,"1,200 %,"... ='Budget - 1st Quar... Budget-... Supplies expensei..,
=l Utilities {7500 *,"600 %,"600 ... ='Budget - 1st Quar... Budget-... Utilities expense it...
=l Utilities e ='Budget - 2nd Qua... Budget -...

Kl |

Hinh 2.12

Sir dung Name Manager dé chinh sita, loc va x6a cac tén day

Ban ciing c6 thé tao mdi mot tén day ngay trong cira s6 Name Manager nay,

bang cach nhan nutNew..., hop thoai New Name s& mo ra,
Loc cac tén day

Néu nhu ban c6 mot bang tinh ma trong dé c6 hang chuc, tham chi hang tram

tén day da duoc dinh nghia, danh sach tén day trong Name Manager sé rat



cong kénh. Pé giam kich c& né, va ciing dé dé dang tim mot tén, Excel 2007
cho phép ban loc (filter) cac tén day, véi nhiéu cach khac nhau, mdi cach sé
c6 mot kiéu hién thi riéng. Dé loc, ban nhan nut Filter trong cira s6 Name

Manager sau d6 chon mét trong cac bo loc sau day:

Clear Filter : Hay tat ca cac cach loc néu nhu né dang duoc chon. Nghia 1a
ban sé& thay lai toan bo cac tén day, ké ca cac tén ddy nam trong mot bang tinh
(workbook) khac ma c6 lién két voi bang tinh hién hanh va céc tén day do
Excel tu tao ra (vi du nhu tén cua cac Table, tén do bd loc Advanced Filter

taora...)

Names Scoped to Worksheet : Chi xem cac tén day co pham vi anh hudng
trong Sheet hién hanh.

Names Scoped to Workbook : Chi xem cac tén day c6 pham vi anh hudng
trong bang tinh hién hanh.

Names with Errors : Xem cac tén ddy dang chira cic gia tri 16i (chtr khong
phai 1a tén ddy nay cd 161, nhu mot vai ngudi 1am tuong), chang han nhu
#NAME, #REF, #VALUE, v.v...

Names without Errors : Xem cac tén day khong chira cac gia tri 16i.

Defined Names : Chi xem céc tén ddy do ban tao ra, ma khong thay cac tén

do Excel tao ra ty dong (nhu tén cac Table chang han).



Table Names : Chi xem cac tén cta cac Table. Nhiing tén nay duoc Excel tu
dong tao ra khi ban dinh nghia mot ddy 0 (hay con goi la mét vung chon) 1a
mot Table.

Bién tap (sira chira, thay ddi) toa do ciia mot tén day

Néu ban mudn tén day hién c6 tham chiéu dén mét tap hop toa do khac, ban

c6 thé ding mot trong hai cach sau day:

Chon va sau d6 di chuyén day dén noi khac. Excel s& tu dong cap nhat toa do
mai cho tén day.

Néu ban mudn tu tay diéu chinh toa do hién c6 hoic két hop ching véi mot
day khéc, trong cira s6 Name Manager, ban chon tén ddy ma ban mudn thay
d6i, sau d6 stra tryc tiép toa do cta né trong khung Refers to (nhé

nhan F2 trudc khi str dung cac phim miii tén dé di chuyén con nhay trong

khung nay).

Cach lam cho Excel luén ludn tw dong cap nhat toa do maéi ctiia mét tén
day

Khi thao tac véi bang tinh, chuyén thém vao mét hang hay mat cot 1a chuyén
thuong tinh. S& khong c6 van dé gi néu nhu ban thém hang hoic cot vao giira
day hién co, Excel sé& tu dong diéu chinh toa do cua ddy méi (trong tham
chiéu cua tén ddy). Tuy nhién, s& 1a van dé néu nhu ban thém dir liéu vao
cudi ddy. Trong truong hop ndy, ban sé& phai tu diéu chinh tham chiéu toa do
cta tén day bang tay dé thém céc dir liéu mai vao trong tén day hién cé. Ban

cang thém nhiéu dir liéu, thi su phién toai nay cang I6n. Bé tranh cdng viéc



cuc nhoc rat mat thoi gian nay, ban co thé dung hai cach sau dé Excel luén

ludn tu cap nhat toa d6 cho tén day:

Cach 1: Chon thém mét hang (cét) trong vao cudi day

Khi chon mot day dé dinh nghia tén cho nd, ban hdy chon thém maét vai hang
(hodc mot cot, hodc ca hai) trong ¢ cudi day (thuong thi t6i hay thém maot
hang tréng & dudi cling cua day). Hinh 2.13 minh hoa cho diéu nay: t6i sé dat
tén Amount cho dit liéu noi cot c6 tiéu dé 1a Amount (ddy C4:C11), nhung

khi chon day dé dat tén, tdi chon thém 6 C12, 1a mot 6 tréng.
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Hinh 2.13
bé lam cho Excel tu déng diéu chinh toa dé ciia mét tén day, dwa thém méz 6

trong vao cuoi ddy néu co thé duoc



Loi ich cua viéc ndy 1a nd co thé khién cho Excel tu dong diéu chinh toa do
cta day. Khi ban thém dir liéu vao hang cubi (c6 thé thay duogc) cua day, thi
that ra 1a ban chén thém mot hang vao trudc hang cudi cing (thuc té) cuia day
d& duoc dt tén, va diéu d6 1am cho toa d6 cua tén diy sé ty dong dicu chinh.
Vi dy, trong bang tinh ¢ hinh 2.13, sau khi chen thém di liéu ¢ hang 12, thi
day co tén la Amount tu dong stra toa 6 1a C4:C13. Xem minh hoa ¢ hinh
2.14.
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Toa do moi cua day Amount khi chen thém di liéu vao hang 12

Céach 2 : bat tén cho toan b cét hoac hang
Mot cach nira, dé hon, 14 ban dit tén cho toan bo hang hoic cot ma ban sé
thém dir liéu mai vao sau nay. Vi cach ndy, bat ky dir liéu ma ban thém vao

hang hoic cot s& mac nhién 1a thanh phan cia day.



Con mot cach nira, 1a dung tén dong cho day, ma thuong 1a sur dung
ham OFFSET() trong khung Refers to khi dinh nghia tén cho day. T6i sé noi

vé van dé ndy & mot bai khéc.

Poi tén mot tén day

Néu ban can d6i ten ciia mot tén day hién co, ban c6 thé ding mot trong hai
cach sau day:

Khi tén day dugc tao theo cach dung tén tiéu dé cua cot (hodc hang), néu ban
d4 thay doi tiéu dé ndy, ban dinh nghia lai tén day dua theo tén tiéu dé méi va
x0a tén ci di.

Trong cira s6 Name Manager, ban chon tén ddy ma ban mudn thay doi, sau
d6 nhan nutEdit... dé mé hop thoai Edit Name. Ban thyuc hién cac thay doi

trong hop thoai nay va nhanOK sau khi 1am xong.

Xba mot tén day

Khi thay rang khong con can dén mot tén day nita, ban nén x6a ching ra khoi
bang tinh dé tranh viéc 1am bé bon danh sach céc tén ddy. Ban theo cac budc

sau day:

1. M ctra s6 Name Manager.

2. Chon tén ddy ma ban mudn x6a. Ban co thé phdi hop vai phim Shift (dé
chon nhiéu tén day lién tuc trong danh sach) hodc phim Ctrl (dé chon nhiing

tén day khong lién tuc trong danh sach).



3. Nhan nat Delete. Excel s& dé nghi ban xac nhan viéc x6a nay.

4. Néu dd chic chan mudn x6a, ban nhan OK hai lan.
Cach sir dung tén 6 vung giao nhau cua hai day

Néu trong bang tinh ctia ban ¢6 nhitng day phu chong 18n nhau (giao nhau),
ban c6 thé sir dung toan tir giao nhau (1a mot khoang tring) dé tham chiéu
dén nhing 6 thudc viing giao nhau nay. Vi du, hinh 2.15 minh hoa hai day
C4:E9 va D8:G11 giao nhau & viung D8:E9. P¢é tao mot tham chiéu dén ving
D8:E9 nay, ban diing céch viét nhu sau: C4:E9 D8:G11

s
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Hinh 2.15

Néu ban da dat tén cho cac day giao nhau, viéc sir dung toan tir giao nhau sé
lam cho moi thir tré nén dé doc hon nhiéu, vi ban c6 thé tham chiéu dén mot
6 riéng 1é bang cach sir dung tiéu dé ctia hang va cot cua 6 do. Vi dy, ban
xem hinh 2.16, ddy C6:C10 c6 tén 1a January va ddy C7:F7 c6 tén 1a Rent. Bé

tham chiéu dén gia tri ctia 6 C7 (12 6 giao nhau cua hay day trén), ban chi can




g0 (tai 6 16): = January Rent.

C6 I& day 12 mot van dé kha moi (ngay ca voi toi, khi dich t6i day, toi méi
biét diéu nay!). Néu khong biét cach nay, dé tham chiéu dén gia tri cua C7,
ching ta phai dung nhitng ham nhu MATCH(), INDEX()... vira dai dong,

vtra kho.
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Hinh 2.16

Cong thie tai 6 16 (xem trén Formular Bar) & tham chiéu dén 6 giao nhau
giza hai day January va Rent.
Trong trudng hop két qua ban nhan duoc 1a #NULL!, thi c6 nghia 1a hai day

ma ban nhap trong cong thirc khong c6 6 ndo giao nhau hét, ban can xac dinh



lai chinh xac hai ddy ma ban muon tham chiéu dén gia tri ctia 6 giao nhau

gitra chung.



Mot so thu thuat co’ ban véi Sheets trong
MS Excel

Thay vi st dung cdac thé (tab) dé quan ly nhiéu clra s6 lam viéc
nhu trén mot s& Ung dung thi MS Excel lai hd trg tich hgp cac
Sheet (ban tinh) cling dudi dang thé dé gitp ban dé dang quan ly
cac bang tinh va lién két ching véi nhau. Néu nhu khoéng thich
cac thiét 1ap san cé cua Sheets, ban cé thé tuy chinh theo y thich
va két hgp vdi cac thao tac cd ban khac trong qua trinh lam viéc
V@i cac Sheets.

1. Thay déi kich thudc hién thi thé Sheet

Theo mac dinh, ban s& thdy phan tab hién thi cidc Sheet phia dudi
c6 kich thudc nho, vay dé tdng kich thudc clia né cho dé thay
ban hay lam theo cac budc sau day:

V@i Windows XP:

- Click chudbt phai Ién man hinh Desktop va chon Properties,
duyét qua thé Appearance, nhan nut Advanced bén dudi, tu danh
muc Item ban click chon Sroobar, thay ddi kich thudc trong muc
Size va OK 2 |an dé€ thira nhén.

V@i Windows 7:

- Click chudt phai I1én Desktop va chon Personalize, nhan chon
muc Windows Color va click ti€p vao dong link mau xanh
Advanced Appearance settings, sau do thuc hién cac budc tuang
tu nhu v8i Windows XP.

2. Xac dinh s8 Sheet hién thi mac dinh

Méc dinh clra s& MS Excel chi hién thi t8i da 3 Sheet khi m& moét

clfa sO lam viéc mdi, va ban cé thé thém hodc xéa mot Sheet dé



dang. Tuy nhién, dé thay ddi s6 Sheet hién thi mac dinh, tir danh
muc Tools chon Options, duyét qua thé General va thay doi con
sO trong muc Sheets in new workbook. (Vé&i Office 2007, nhan
nut Office Button va chon Excel Options, tai muc Popular trén
Panel bén trai, ban thay d6i con s6 tuy y sau dong chi Include
this many sheets trong khung When creating new workbooks )
3. Thay d6i mau thé Sheet

Nhu ban thay, cac thé Sheet déu cé mau tucng tu nhu sau, muc
dich clia viéc d&t mau riéng biét cho mdi Sheet 13 dé€ ban cé thé
dé dang phan loai bang tinh. Vay dé thay thay ddi mau mac dinh
ban, ban click chubt phai Ién thé Sheet bat ky va chon Tab Color
sau dé chon mau tay y va OK.

4. Sao chép dinh dang cua mot Sheet

MOi Sheet déu c6 mot dinh dang in khac nhau trudc khi in, dé
khoéi mat cong lap lai cac dinh dang nay cho mot Sheet khac ban
c6 thé tién hanh sao chép nhanh bang cac budc nhu sau:

Chon mot thé Sheet c6 chfa dinh dang ma ban mudn s dung
cho Sheet khac, nhan gilr phim Ctrl d6ng thdi nhan chon thé
Sheet can cap nhat. T’ danh muc File, chon Page Settup, nhan
OK dé€ thira nhén. (V3i Office 2007, chon Iénh Print tur nit Office
Button, tai clra s6 Print ban nh&n nut Preview, sau cung chon
bi€u tudgng Page Settup tir thanh cdng cu trong clra sé Print
Preview)

5. An viing 1am viéc trong Sheet

Mudn &n mot Sheet, ban click chon né réi vao danh muc Format,
chon Sheet>Hide (dé hién lai, chon Unhide). Nhung trong mét

bang tinh dir liéu, khi cdn &n mdt vung dudc chon ban thuc hién



nhu sau: Click chon mo6t cot hoac mot hang dau tién cua vung dir
liéu cdn &n, sau dé nhan gilr chudt déng thdi kéo chon pham vi
viung di liéu rdi nhdn chudt phai va chon Hide. D& hién lai, ban
chi can truy cap Iénh Format>Row>Unhide hoac

Format>Column>Unhide.
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Nhan biét va xir Iy 16i trong cong thirc

Céch thtrc nhan biét va xir 1y 1i trong cong thirc:

Cho dii ban c6 ¢6 gang dén c& nao, thi thinh thoang van ¢ nhiing cai 16i ky
la xuat hién trong cong thirc ctia ban. Nhitng 161 ndy c6 thé 13 vé toan hoc (vi
du, chia cho khong), hodc Excel duong nhu khong hiéu dugc cac cong thuec.
Trong truong hop thir hai ndy, cac 16i c¢6 thé s& duge bat gip trong khi ban gb

cong thire. Vi du, néu ban ¢ nhap mot cong thirc cé cac dau ngoic don



khong can bang (thiéu hodc thira dau mo hoic dong ngoic), Excel sé khong
chap nhéan cong thirc, thay vao do, n6 hién thi mot thong bao 18i. Nhitng 16i
khac mang tinh ngam ngam hon.

Vi duy, cong thirc ctia ban ¢0 vé nhuw van 1am viéc — nghia 1a n6 tra vé mot
gia tri — nhung két qua thi sai, boi vi dir liéu bi sai sét hodc boi vi ¢ong thirc
tham chiéu dén 6 hay ddy khong ding.

Cho dur 15 1a gi va nguyén nhan 1a gi, nhitng diéu phién toai ctia cong thirc
cling phai dugc giai quyét. Nhung dimg bao gid nghi rang cac bang tinh cia
ban khong ¢ 16i. Va mot md hinh (mét bang tinh do ban phac thdo ra) cang
phtic tap, thi kha nang cac 16i c6 thé xay ra cang nhiéu.

Viéc stra cac 16i cong thirc khong phai 1a mot cong viéc kho nhoc. Véi mot
chdt hiéu biét va nhimg cong cu xir 1y su cd hang dau ciia Excel, viéc tim ra
va xur 1y cac chimg bénh (ctiia mé hinh) thi khdng kho lam. Chuong nay sé
cho ban moi thir ma ban can biét.

Nhitng ngi dung chinh trong chwong nay:

Tim hiéu vé cac Gia Tri Ldi trong Excel

Stra cac 16i cOng thirc khac

Xt 1y cac 18i cong thic bang Ham IFERROR()

Str dung cong cu kiém tra 16i cong thirc (Formula Error Checker)

Kiém tra mot bang tinh

5.1. Tim hiéu cac Gia Tri Ldi trong Excel

Khi ban nhéap hay sira doi mot cong thirc, hodc thay d6i mot gia tri nhap liéu

nao do6 trong cong thire, Excel c6 thé s& hién ra mot gi tri 16i nhu 13 két qua



cua cong thuc. Excel c6 7 gia tri 16i khac nhau: #DIV/0!, #N/A, #NAME?,
#NULL!, #NUM!, #REF!, va #VALUE!. Cac muc tiép theo ddy s& cho ban
mot cai nhin chi tiét vé nhiing gia tri ndy va dua ra nhiing goi y dé giai quyét
ching.

#DIV/0!

L&i #DIV/0! hau nhu ludn c6 nghia rang cong thic trong 6 dang o chia (mot
gia tri) cho 0 (zero), mot diéu khong thé co trong toan hoc. Diéu nay thuong
la do cac tham chiéu dan dén mot 6 rong hoic mot 6 chira gia tri bang 0. Ban
kiém tra cac precedent ciia 6 (cac 6 dugc tham chiéu truc tiép hay gian tiép
trong cong thirc) dé tim ra nguyén nhan cé thé co. Ban ciing sé& thay #DIV/0!
néu ban nhap mot d6i sé khong thich hop trong mot s6 ham. Vi du, ham
MOD() tra vé #DIV/0! néu dbi s6 thir hai 13 0.

Viéc Excel xem céc gia tri rong 12 0 ¢6 thé ddn dén nhimng van dé trong mot
bang tinh c6 yéu cau ngudi dung dién dir liéu vao. Néu cong thiic ctia ban doi
hoi mot phép chia véi mot trong cac 6 rong tam thoi, nd s& hién thi #DIV/0!
dué6i dang két qua, (va diéu ndy) co thé gay bdi rdi cho nguoi dung. Ban ¢
thé giai quyét diéu ndy bang cach yéu cau Excel khong thyuc hién phép chia
néu 6 duoc sir dung 12 s6 chia 1a 0. Piéu nay lam dugc véi ham IF(), Vi dy,
ban xem cong thirc sau day, st dung cac 6 dd duogc dat tén dé tinh téng loi

nhuan (gross margin):
= GrossProfit / Sales

Pé ngan 16i #DIV/0! xuat hién néu 6 Sales rong (hoic bang 0), ban nén sira

cong thire trén nhu sauu:

= IF(Sales = 0, *“”, GrossProfit / Sales)



Néu gia tri ctia 6 Sales bang 0, thi cong thire tra vé mot chudi rong (c6 nghia

1a dé trong 6 d6), con khong thi thuc hién phép tinh.
#N/A

Giéa tri 15 #N/A 1a viét tat cua chir Not Availablel, né c6 nghia 1a cong thirc
khong thé tra vé mot két qua hop 1é. Banb thuong thay #N/A khi ban sir dung
mot d6i s6 khong thich hop (hodc néu ban b qua mot doi sb bat budc) trong
mot ham. Vi du, ham HLOOKUP() va ham VLOOKUP() s& tra vé #N/A néu
nhu gia tri do tim (lookup_value) nho hon gia tri dau tién trong day do

tim (table_array).

Pé giai quyét van dé nay, dau tién ban kiém tra cac 6 nhap liéu cua cong thirc
xem ¢6 6 nao hién thi 15i #N/A khong. Néu co, thi d6 1a 1y do tai sao cong
thirc ctia ban ciing c6 16i do6; van dé thuc sy nim trong cac 6 dir li¢u. Khi ban
d4 tim thay noi xuat phat 18i, ban kiém tra lai cac toan hang (operand) trong
cong thire dé thay bang cac kiéu dir liéu thich hop. Pac biét, ban nén kiém tra
cac d6i so str dung trong ham dé bao dam rang ching c6 nghia va ban khong

bi thiéu cac ddi s6 bét budc.
#NAME?

Ban thay 161 #fNAME? khi Excel khong nhan biét mot cai tén ma ban sir dung
trong cong thire, hodc khi Excel cho rang chudi van ban trong cong thirc 1a
Mot cai tén chua xac dinh. Piéu ndy cd nghia rang 16i #£NAME? xuat hién
trong nhiéu tinh huéng khéac nhau:

- Ban nhap sai chinh ta (nhap khong dting) mat tén day.

- Ban dung mét tén ddy ma ban chua dinh nghia.



- Ban nhap sai chinh ta (nhép khong dung) mat tén ham.

. Ban st dung mot ham thuéc mot Add-in chua duoc cai dat (nhat 13 Add-in

Analysic ToolPak).

. Ban st dung mot chudi ma khéng dat chung trong mét cip dau nhay kép
().

. Ban nhap mot tham chiéu ddy ma vo tinh bo sot dau hai cham ().

. Ban nhap mot tham chiéu dén mot ddy trén mot bang tinh khac ma khéng

nhap tén cua bang tinh d6 trong cip dau nhay don ().

TIP: Khi nhap cac tén ham va cac tén (cua 0, ctia ddy) da duoc dinh nghia,
ban hdy nhap ching véi loai chit thuong. Néu Excel nhan biét d6 1a mot tén,
no s& tu dong chuyén doi cac tén ham thanh chir in hoa va tén (cia 6, cua
day) thanh kiéu chit géc (ma ban d nhap khi dinh nghia) cua tén d6. Néu
Excel khdng tu chuyén d6i, thi chic chin rang ban da nhap sai, hodc ban
chua dinh nghia cai tén nay, hoac ban st dung mdt ham cia mot Add-in chua

duoc cai dat.

Pay hau hét 1a cac 1i ¢t phap, do d6 stra chiing nghia 1a kiém tra k¥ lai cong
thire, hiéu chinh tén ddy hozc tén ham bi nhap sai, hodc chén thém cac dau
nhay kép, dau hai cham bj thiéu... Ban cling phai bao dam rang ban d4 dinh
nghia cac tén ddy ma ban st dung, va da cai dat cac Add-in thich hop cho

nhitng ham ma ban dung.
#NULL!

Excel hién thi 16i #NULL! trong mét truong hop rét riéng biét: khi ban diing

toan tir giao (mot khoang trang) trén hai day khdng giao nhau (khdng c6 céac



0 chung). Vi duy, ddy A1:B2 va day C3:D4 khong c6 6 nao chung ca, nén
cong thire sau day sé tra vé 161 #NULL!:

= SUM(A1:B2 C3:D4)

(Ban hdy) kiém tra lai cac toa d6 ddy dé bao d¢am rang chiing chinh xac.
Ngoai ra, viéc kiém tra con dé xem c6 phai nguyén nhan lam cho hai day
trong cong thirc cua ban khong con giao nhau co phai 1a mot trong hai day da
bi di chuyén (di chd khac) hay khdng.

#NUM!

Lbi #NUM! ¢6 nghia 12 ¢6 van dé gi d6 voi mot con sb trong cong thirc ciia
ban. Ldi nay thuong ludn c6 nghia 13 ban d nhap mot ddi sé khong hop 18
trong mot ham toan hoc hay mot mot ham luong giac. Vi du, ban nhap mot so
am lam d6i s6 cho ham SQRT() hay ham LOG(). Hay kiém tra lai cac 6 nhap
licu ctia cong thirc — dic biét 1 nhitng 6 sir dung lam ddi s6 cho cac ham
toan hoc — dé bao dam rang cac gia tri ndy thich hop.

Lai #NUM! cOn xuat hién khi ban sir dung su 1ap di 1dp lai (hodc mot cong
thire str dung sy 1ap di 1ap lai) ma Excel khdng thé tinh dugc két qua. Khong

c6 giai phap nao cho van dé nay trir phi ban stra lai cac tham sé bi lap.
#REF!

L&i #REF! c6 nghia 1a cong thic ciia ban chita mot tham chiéu 6 khong hop
18, diéu nay thuong gip phai do mot trong cac hanh dong sau day:

. Ban x6a mot 6 ma cong thire tham chiéu dén. Ban can phai tra lai 6 d6 (vao

bang tinh) hodc diéu chinh tham chiéu cia cong thirc.



. Ban cit (cut) mot 6 roi dan (paste) nd vao mot 6 duoc st dung cho cong
thirc. Ban can phai quay lai (undo) viée cit ndy va (néu can thi) dan n6 vao
mot 6 & chd khac. (Luu ¥ rang, viée copy mot 6 va dan né vao mot 6 duoc sir

dung cho cong thirc thi lai khong sao ca.)

. COng thtic ctia ban tham chiéu dén mot dia chi 6 khong hién hiru, nhu 13 BO
(B zero). Diéu nay cd thé xay ra néu ban cit hodc copy mot cong thirc dang
str dung cac tham chiéu tuong dbi va dan né theo mot cach (nao do) tao ra
mot dia chi 6 khong hop 16. Vi du, gia st cong thirc ciia ban dang tham chiéu
dén 6 B1. Néu ban cat hay copy 6 chira cng thirc nay va dan n6 cao hon mot
hang, tham chiéu dén B1 trd thanh khong hop 18 bai vi Excel khong thé di

chuyén 6 tham chiéu d6 18n mot hang.
#VALUE!

Khi Excel dua ra mot 161 #VALUE!, thi ¢6 nghia 13 ban da sir dung mot doi
s6 khong thich hop trong mot ham. Piéu ndy thuong xay ra nhiéu nhat 12 do
ban str dung nham kiéu dit liéu. Vi du, 18 ra phai nhap mot gia tri s, ban lai
nhap vao mot gia tri chudi. Tuong tu, ban d4 str dung mot tham chiéu day
cho mot d6i sé ctia mot ham, trong khi dbi s doi hoi phai 1a mot 6 don 16
hozic mot gia tri don 1¢. Excel cling dua ra 16i ndy khi ban str dung mot gia tri
vuot qua kha nang xtr 1y ctia Excel (Excel chi ¢6 thé 1am viéc véi cac s6
trong khoang tir -1E-307 cho dén 1E+307 thoi).

Trong tat ca nhimg truong hop ndy, ban giai quyét van dé bang cach kiém tra

k¥ lai cac d6i s6 cua cong thic va st lai cac dbi s6 khong phll hop.

5.2. Xir ly cac 16i khac ctia cong thire



Khong phai tat ca cac 16i cong thirc chi 1a mot trong 7 gi tri 16i cua Excel.
Ban co thé sé& thay nhitng hop thoai canh bao 16i khac nita (vi dy, ban cd nhap
Mgt ham ma khong dua vao mat ddi s bat budc). Hodc, ban ¢o thé chéng
thay mot dau hiéu ndo béo rang c6 cai gi d6 1a khong on (nhung cong thirc
ctia ban van c6 16i). Pé gitp ban trong nhiing tinh hudng nay, nhimng phan

tiép theo day trinh bay mot s6 16i cong thirc pho bién nhét.
5.2.1. Quén hoic thiéu cac dau ngoic don

Néu ban thiéu mot dau ngodc don khi nhap mdt cong thirc, hodc néu ban dat
mot dau ngoic don sai vi tri, Excel thuong hién thi mot hop thoai nhu minh
hoa ¢ hinh 5.1 khi ban ¢6 xac nhan cong thirc. Néu thiy cong thirc (do Excel
goi ¥ trong hop thoai) 1a ding nhitng gi ban muén, ban nhanYes dé Excel tu
dong stra lai cong thirc cho ban; con néu théy cong thirc do sai, ban

nhan No Vva ty sira lai cong thuc.
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Figure 5.1 (hinh 5.1)

Pé gitp ban tranh viéc bi quén hoic thiéu cac dau ngodc don, Excel cung cap

hai goi ¥ truc quan (c6 thé thdy dugc ngay) trong chinh cong thirc khi ban

dang stra (hoac nhap) cong thic:

. Goi ¥ dau tién xuat hién khi ban nhap diu dong ngodc don dau tién ¢ bén

phai (cta cong thirc). Excel s& 1am noi bat 1én (giéng nhu 1a t6 dam 18n) dau

mé ngodc don tuong Gmg & dau bén trai (cua cong thirc). Néu nhu ban nhap

mot dau dong ngodc don ma ban nghi 14 dau cudi cling roi, trong khi Excel

khong 1am néi bat cai ddu mé ngodc don dau tién bén trai, thi nhu vay co

nghia 1a cac cip dau dong mé ngodc don ciia ban chua can bang (thiéu, hoic

thira).

. Goi ¥ thtr hai xuat hién khi ban dUng nhiing phim miii tén sang phai, sang

trai dé chay qua chay lai trong cong thirc. Khi ban chay ngang qua mot dau



ngoic don, Excel s& 1am noi bat dau ngoic don twong ing ¢ dau bén kia va

dinh dang cho ca hai dau (déng va mé) ciing mot mau nao do.
5.2.2. Sai st & cac két qua ciia cong thire

Cho di mét cong thirc khong tao ra cac canh bao hodc gia tri 16i, két qua cua
nd van c6 thé bi 16i. Sau day 1a mot so ky thuat gitp ban tim hiéu va khac

phuc nhiing 18i ¢ két qua cta cong thirc:

Tinh toan cac cong thire phire tap méi lan mét sé6 hang. Trong thanh cong
thire (formula bar), chon biéu thirc ma ban muén tinh, va nhan F9. Excel s&
chuyén d6i biéu thirc thanh gia tri ctia no. Hay chic chan rang ban

nhan Esc khi hoan tét, dé tranh viéc nhap cong thirc ma chi c6 nhiing gia tri

tinh toan.

Lwong gia cong thire. Tinh ning nay cho phép ban ludt qua cac phan cia
khac nhau ctia mét cong thirc (xem nd chay nhu thé nao, nhat 1a d6i véi cac

cong thire 1ong ghép phire tap hay cac cong thic mang).

Phan chia cac cong thirc dai hodc phire tap. Mot trong nhitng khia canh
phirc tap nhat ctia viée xir Iy cac su ¢ trong cong thirc 13 hiéu duoc nhimg
cong thirc dai. Ky thuat toi noi o trén (lugng gia cac cong thirc) 6 thé gitip
ban, nhung t6t nhat, ban nén gitr cho cong thirc ciia ban luc ban dau cang
ngan cang tét. Khi ban d& nam viing t6t roi, ban c6 thé két hop nhimng cong

thire véi nhau trong mot mo hinh hi¢u qua hon.

Tinh toan lai tat ca cac cong thire. Mot cong thirc cu thé c6 thé hién thi

nham két qua do viéc tinh toan lai nhiing cong thirc khac ¢o lién quan dén né.



Piéu nay dic biét dung néu mot hay nhiéu cong thirc ndy st dung cac ham

VBA tu tao. Pé tinh toan lai tat ca cac cong thirc, ban nhan Ctrl+Alt+F9.

ChU y cac thir tw wu tién ciia cac toan hang. Nhu d ndi ¢ chuong “Thiét
lap cac cong thirc don gian phan 1 va phan 2, thi ty wu tién toan tir trong
Excel nghia 1a c6 mot s6 phép tinh nhat dinh luén duoc thuc thi trude nhiing
phép tinh khac. Mot 18i nao d6 & két qua ctia cong thire co thé co nguyén
nhan tir cai thir tu vu tién nay cua Excel. Dé kiém soat tét cac thir tu wu tién,

ban nén diing cac dau ngoic don.

Lwu y c4c 6 “réng” ma khong réng. Mot 6 co vé nhu 1a rong (ban thay né
trong tron), nhung thuc su né co thé chia dit liéu hodc tham chi mot cdng
thire. Vi du, mot s6 ngudi “xd6a” mot 6 bang cach nhan phim Space, khi do
Excel s& xem day 1a mot 6 khong tréng (boi vi trong d6 c6 mot ky tu rong,
tao nén do viéc nhan phim Space). Tuwong tu, c6 mot s6 cong thirc tra vé
chudi rong thay vi la mot gia tri (vi dy, xem cong thirc ham IF() da duoc noéi
dén o bai #2 trén ddy, dung dé tranh 161 #DIV/0!).

Lwu y nhirng gia tri khdng thay dwec. P6i voi mot mo hinh bang tinh 16m,
ban c6 thé khong thay hét duoc cac cong thire trong cac 6 boi vi chling nam o
ngoai pham vi man hinh hodc nam trong céc Sheet khac. Chirc ning Watch
Window cho phép ban thay duoc gi tri hién hanh ciia mot hoac nhiéu 6.
5.2.3. Sira cac Tham chiéu Tuan hoan

Mot Tham chiéu Tudn hoan xay ra khi mot cong thirc tham chiéu dén mot 6

ctia chinh né. Piéu ndy co thé xay ra do mot trong hai cach sau:



. True tiép — Cong thirc tham chiéu dén mot 6 cua chinh nd cach 16 rang. Vi
du, mot tham chiéu tuin hoan thuong xudt hién néu cong thirc sau day duoc

nhap trong 6 Al:

= Al+A2

- Glan tiép — Cong thirc tham chiéu dén mot 6 hodc mot ham, ma 6 hay ham
nay lai tham chiéu dén 6 chira cong thic. Vi du, 6 Al chtra cong thirc sau
day:

= A5*10

Mot tham chiéu tuan hoan Xay ra néu 6 A5 lai tham chiéu dén A1, nhu trong

Vi du sau day:
= SUM(AL1:D1)

Khi Excel phat hién ra mét tham chiéu tuan hoan, nd s& hién thi hop thoai
nhu ¢ hinh 5.2.

Microsoft Office Excel

Circular Reference Warning

One or more formulas contain a droular reference and may not calculate correctly. Circular references are any references within a form
' depend upon the results of that same formula, For example, a cell that refers to its own value or a cell that refers to another cell which
the original cell's value both contain crcular references.

For more information about understanding, finding, and removing crcular references, dick QK. If you want to create a circular referenc
to continue.

{ ok | [Cannel ]

Figure 5.2 (hinh 5.2)

Khi ban nhian OK, Excel s& hién thi ra cAc maii tén tracer, lién két cac 6 lién
quan trong tham chiéu tuan hoan. Biét cac 6 ndo cd lién quan véi nhau s& cho

phép ban stra cong thirc & Mot trong cac 6 d6 dé giai quyét van dé.



5.3. Xir Iy 18i cong thirc bing ham IFERROR()

O bai trudc, ban d4 thay cach dung ham IF() dé tranh 16i #DIV/0!, bang cach
Kiém tra gi4 tri ctia s6 chia trong cong thirc xem n6 c6 bang 0 hay khong.
Ham 1F() nay 1am viéc rat tot néu ban c6 thé du doan duoc loai 161 cu thé ma
nguoi ding ¢d thé pham phai. Tuy nhién, s& c6 nhiéu truong hop ban khong
thé biét trudc duoc nguyén nhan chinh xéac gay ra 18i. Vi du, cong thic don
gian nay: =GrossProfit/Sales c6 thé tao mot 161 #DIV/0! néu nhu Sales bang
0; tuy nhién noé ciing co thé tao 16i #NAME? néu GrossProfit hodc Sales
khong ton tai, hay né co thé tao 16i #REF! néu cac 6 lién két voi GrossProfit
hoac Sales (hoac ca hai) bi x0a.

Néu ban mudn xir 1y 16i mot cach tinh té trong cac bang tinh, tot nhat ban nén
gia dinh rang bat ky 16i ndo ciing co thé xay ra. Dicu nay khdng cé nghia 1a
ban phai tao cac phép thir phiic tap bang cach st dung ham IF() 16ng bén
trong cong thirc dé kiém tra moi loai 161 (#DIV/0!, #N/A, v.v...), vi Excel c6
cung cap san cho ban mot phép thir don gian cho moi loai 15i.

Trong céc phién ban trude cua Excel (tir Excel 2003 trd vé trude), ban da biét
str dung ham ISERROR(value), trong d6 value 13 mot biéu thuc:

néu value tao ra bat ky 16i ndo, ISERROR() tra vé gia tri TRUE, con

néu value khong tao ra 18i, ISERROR() tra vé gia tri FALSE; sau d6 ban dua
ham nay vao mot phép thir IF(), bang cach sir dung ca phap sau:
=IF(ISERROR(expression), ErrorResult, expression)

Néu expression tao ra mot 16i, cong thirc ndy tra vé gia tri ErrorResult (chang
han nhu chudi rong hoic mdt thong bao 161); con néu khong, no tra vé két qua
cua expression. Sau day 1a mot vi du stir dung biéu thic GrossProfit/Sales:
=IF(ISERROR(GrossProfit / Sales), “”, GrossProfit / Sales)



Van dé véi viéc str dung IF() va ISERROR() dé xtr 1y cac 15i 1a doi hoi ban
nhap biéu thirc (expression) hai lan: mot lan trong ham ISERROR() va mot
lan nita trong dang két qua FALSE ctia ham IF(). Piéu ndy khong chi mat
thoi gian dé nhap ma con lam cho cac cong thirc khé xir Iy hon, boi vi néu
ban thuc hién cac thay doi v6i cac biéu thirc, ban phai thay d6i ca hai truong
hop.

Excel 2007 lam cho viéc xir 1y cac 18i cong thirc tré nén dé dang hon bang
cach giéi thiéu ham IFERROR(), ma vé co ban chinh 13 két hop giita ham
IF() va ham ISERROR() thanh mot ham duy nhét:

IFERROR(value, value_if _error)

Néu biéu thirc value khéng tao ra mot 16i, IFERROR() tra vé két qua cta biéu
thirc; con néu khong, né sé tra vé value_if_error (1a chudi rong hodc mot
théng bao 16i). Sau day 1a mot vi du:

=IFERROR(GrossProfit / Sales), “”)

Nhu ban thay day, diéu ndy t6t hon cach dung IF() va ISERROR() nhiéu, boi
vi N6 ngan hon, dé& doc hon, va dé xu 1y cong thirc hon bai vi ban chi st dung

bicu thirc c6 mot lan.
5.4. Sir dung chirc ning kiém tra 16i cong thirc (Formula Error Checker)

Néu ban str dung Microsoft Word, c6 1& ban da quen véi nhitng dudng gon
s6ng mau xanh xanh xuat hién & bén dudi céc tir hodc cum tir ma chuong
trinh kiém tra van pham (grammar checker) cho 1a khong dtng. Grammar
checker hoat dong bang cach sir dung mot bo quy tac dé kiém tra van pham
va cl phép. Khi ban nhap vin ban, grammar checker am tham theo d6i timg

cau timg chir ctia ban, néu c6 thtr gi d6 ban nhap khong dung véi nhitng quy



tac cua grammar checker, dudng gon song sé& xuét hién dé bao cho ban biét 1a
c6 van dé.

Excel ciing c6 tinh ning twong tu nhu vay: chirc nang kiém tra 16i cong thirc
(formula error checker). N6 twong tu nhu grammar checker, dung mot mot
b quy tic dé kiém tra cac phép tinh va cling hoat dong cach am tham khi
giam sat nhitng cong thirc ciia ban. Néu n6 phat hién ra diéu gi d6 khong on,
né s& hién thi mot dau hiéu bao 16i — Mot cai tam gidc mau xanh — & goc

trai phia trén cta 6 chtra cong thirc, nhu minh hoa & hinh 5.3

) Book1 = x

A B ~C E

 #DIV/O!

W N -

M 4 » /| Sheatl . Sheet2 - Sheet3 [

Figure 5.3 (hinh 5.3)

5.4.1.Chon mét cach xir ly 15i

Khi ban chon cai 6 c6 dau hiéu bao 151, Excel hién thi mot smart tag ngay
canh dé, va néu ban dit con tro chudt 18n trén céi biéu twong mdi xuat hién
nay, mot cau thong bao miéu ta 16i mac phai sé hién 1én, nhu minh hoa trong
hinh 5.4. Bén goc phai ctia biéu tugng ndy con ¢6 mot nat nhan dé mé ra mot

danh sach nhiing cach xir 1y 18i cho ban chon:

. Help on This Error —Tim hicu thong tin vé 18i qua hé théng Help ciia
Excel.



- Show Calculation Steps —Chay chtrc nang Evaluate Formula (danh gia
cong thue).

- Ignore Error —B6 qua, gilt nguyén cong thire sai nhu vay.

. Edit in Formula Bar —Hién thi cong thirc trong ché d6 chinh sta (Edit)
trén thanh cong thac (formula bar). Chang qua 1a dé cho ban tu stra lai cong
thic.

- Error-Checking Options —Hién cac tuy chon cua chirc nang Error

Checking tir hop thoaiOption dé ban chon (s& néi chi tiét hon ¢ bai sau).

’EE_]__EDBICL =
]~ lesBaw c | D | E
T
2 @%v[ #ZDIviol ]
3 |
; 4 [The formula or function used is dividing by zero or empty cells.}
el
4 4 » M| Sheetl , Sheet? - Sheet3 . ¥/l ]

Figure 5.4 (hinh 5.4)

5.4.2. Thiét 1ap cac tly chon cho viéc kiém tra 16i

Ciing giéng nhu viéc kiém tra ngir phap trong Word, chtic ning kiém tra 16
cong thire (Formula Error Checker) cling ¢c6 mét s6 nhiing tlly chon dé quy
dinh cach né 1am viéc va s& danh dau nhimg 16i nao. Bé xem nhimg tly chon
nay, ban co hai cach:

. Chon Office, Excel Options dé hién thi hop thoai Excel Options, va

chon Formulas



. Chon Error-Checking Options trong danh sach xo xubng cta cai biéu

twong bao 16i (nhu d& ndi trong bai trudc).

Ca hai cach déu mé ra nhing tly chon cho Error Checking va Error
Checking Rules nhu minh hoa & hinh 5.5:

Excel Opftions

Popular | m
Error Checking %
{!'anulaas
‘-?1 Enable background error checking
Proofin Reset Ignored Errors
9 Indicate errors using this color [ 2
Save
Error checking rules
Advanced
S Cells containing formulas that result in an errorti’ |:| Formulas which omit cells inar
ustomize :
|:| Inconsistent calculated column formula in tables i) |:| Unlocked cells containing form
Add-Ins [] cells containing years represented as 2 digits [] Formulas referring to empty cel
Yk Condice MNumbers formatted as text or preceded by an apostrophe |:| Data entered in a table is invali
" |:| Formulas inconsistent with other formulas in the region (i)
Resources i
[_ 0K
i
Figure 5.5 (hinh 5.5)

Sau day 14 tom tit vé nhimg tly chon:

. Enable Background Error Checking —Check box nay bat va tat ché do

tu dong ctia chtrc nang Formula Error Checker. Néu ban tat ché do nay,

mdi khi ban muén kiém tra 13i cong thirc, ban chon Formulas, Error

Checking.

. Indicate Errors Using This Color —Chon mau cho dau chi bao 16i (cai

tam giac nho xiu & goc bén trai 6 c6 16i).

. Reset Ignored Errors —Néu ban d4 bo qua mot hodc nhiéu 161, ban c6 thé

cho hién thi lai cac 1i d6 béng cach nhan nat nay.



- Cells Containing Formulas That Result in an Error —Khi tuy chon nay
duoc kich hoat, chirc nang Formula Error Checker s& danh dau vao 6 cong
thire co két qua 1a cac gia tri 16i nhu #DIV/0!, #fNAME?, hay bat ky gia trj 16

nao da sur dung trudc do.

- Inconsistent Calculated Column Formula in Tables — (Tuy chon méi &
phién ban Excel 2007) Khi tly chon nay dugc kich hoat, Excel kiém tra céc
cong thire trong cot dung dé tinh toan ctia mot Table (mot dang bang dic biét
ctia Excel), va danh dau vao nhiing 6 c6 cong thirc ma ciu trac cia cong thirc
nay khong giéng voi nhitng cong thirc khac trong cot. Trong smart tag ¢ 6 ¢o
16i, co6 kém thém lénh Restore to Calculated Column Formula, cho phép
ban cip nhat lai cong thirc dé n6 nhat quan véi nhiing cong thirc & phan con

lai trong cOt.

- Cells Containing Years Represented as 2 Digits —Khi tuy chon nay duoc
kich hoat, chtrc naing Formula Error Checker sé danh dau vao nhiing cong
thirc c6 bao gom nhiing gia tri ngay thang ma trong d6 con s6 chi nam chi co
2 chit s6 (mot tinh hudng mo ho, khong rd rang, boi vi chudi d6 c¢6 thé tham
chiéu dén mot ngdy nao ¢ nhitng nam 1900 13n nhirng nim 2000). Véi trudng
hop nay, danh s&ch tuy chon trong smart tag c6 chira hai 1énh — Convert
XX to 19XX vaConvert XX to 20XX — cho phép ban chuyén dbi con s chi

nam c6 2 chit sd thanh con sb ¢6 4 chit sd.

- Numbers Formatted as Text or Preceded by an Apostrophe —Khi tuy
chon nay duoc kich hoat, chitc nang Formula Error Checker s& danh dau
vao nhiing 6 ¢6 chira mot con sé duge dinh dang dudi dang text hodc cd mot

dau nhay don () & trude. Véi trudng hop ndy, danh sach tly chon



trong smart tag ¢ thém lénh Convert to Number dé chuyén con s6 d6 thanh

mot con s6 that su (dinh dang theo kiéu sé).

- Formulas Inconsistent with Other Formulas in the Region —Khi tuy
chon nay duoc kich hoat, chitrc nang Formula Error Checker s& danh dau
vao nhitng cong thiic ¢6 cau trac khac véi nhitng cong thirc tuong tu ¢ xung
quanh no. Vi duy, xem bang tinh dugc minh hoa ¢ hinh 5.6. Trong hang
SALES TOTAL (hang 7), c4c tong cho Jan, Feb va Mar (6 B7, C7 va D7)
déu 1a tinh tong cta nhiing 6 phia trén, chang han nhu cong thirc trong 6 D7
la: =SUM(D4:D6), va cong thire tinh tong trong cac 6 F7, G7 va H7 ciing y
nhu vay. Tuy nhién, cdng thic trong 6 E7 la =SUM(B7:D7), hay néi cach
khac, 6 nay tinh tong cta cac gia tri trong hang cht khong phai 13 cac gié tri
trong cot. Piéu ndy khdng phai 1a khong dung, nhung n6 khong nhét quéan va
c6 thé dan dén mot van dé nao d6 (vi du nhu c6 ai d6 15 tay AutoFill 6 E7
sang bén phai hodc sang bén trai). Véi truong hop nay, danh sach tuy chon
trong smart tag c6 thém mot 1énh dai loai nhu Copy Formula from

Left (copy cong thirc & 6 bén trai sang day) dé 1am cho cong thirc nay nhat

quan voi nhiing cong thirc xung quanh.



i3] 2008 Budget

i

. A B C D Qe E o F | G | _H | ' .
2 Jan Feb Mar  1st Quarter  Apr May Jun  2nd Quarter
i Sales
4 Division | 23,500 23,000 24.000 70,500 25100 25000 25400 75,500 21
5 Division Il 28750 27 800 29,500 86,050 31.000 30,500 30,000 91.500 3
6 Division llI 24400 24000 25250 | 73650 | 26600 27000 26750 | 80,350 | 2
7 SALES TOTAL 76,650 74,800 78, % [ 230,200 T 82700 82500 82150 | 247350 | B¢
‘ I
6 _EXPEHSES The formula in this cell differs from the formulas in this area of the spreadsh
9 Cost of Goods 6,132 5.984 6,30 BbTE 5600 B.57Z THTEE™ &
10 Advertising 4,600 4,200 5,200 14,000 5.000 5,500 5,250 15,750 5
11 |Rent 2100 2100 2100 6,300 2,100 2,100 2100 6,300 2
12 | Supplies 1,300 1,200 1.400 3.900 1,300 1,250 1,400 3.950 )
4 4 » M| Details - Assumptions - Projections . ¥J TR m [

Figure 5.6 (hinh 5.6)

- Formulas Which Omit Cells in a Region —Khi tuy chon nay duoc kich

hoat, chtrc nangFormula Error Checker s& danh dau vao nhiing cong thirc

(ma nhimg cong thirc nay) bo qua cac hang gan ké véi day dugc tham chiéu

trong cong thrc.

- Unlocked Cells Containing Formulas —Kbhi tuy chon nay duoc kich hoat,

chtrc nang Formula Error Checker s& danh dau vao nhimg cong thirc nam

trong cac 6 khong dugc khoa (unlocked). Pay khong phai 1a mot 16i ma la

MOt canh bao rang nhitng nguoi khac co thé stra do1 cong thirc, ngay ca sau

khi ban da bao vé (protect) bang tinh. Véi truong hop nay, danh sach tuy

chon trongsmart tag c6 thém lénh Lock Cell dung dé khoa 6 lai va ngin

khong cho nguoi dung khéc thay d6i cong thirc sau khi ban d4 bao vé bang

tinh.

- Formulas Referring to Empty Cells —Khi tuy chon nay duoc kich hoat,

chtrc nang Formula Error Checker sé danh dau vao nhiing cong thic tham

chiéu dén cac 6 rong. Véi trudng hop ndy, danh sach tly chon trong smart



tag ¢ thém lénh Trace Empty Cell dé cho phép ban tim 6 rong ma cong
thirc nay dang tham chiéu dén (va ban c6 thé nhép dit liéu vao 6 rong do,

hoic diéu chinh cong thirc sao cho n6 khong tham chiéu dén 6 nay nira).

- Data Entered in a Table Is Invalid —Kbhi tuy chon nay duoc kich hoat,
chtrc nang Formula Error Checker sé danh dau vao nhiing 6 vi pham cac
quy tac hiéu luc hoa dir liéu (data-validation rules) cua mot Table. Diéu ndy
c6 thé xay ra néu ban thiét 1ap mot quy tic Data-validation véi chi mot

kiéu Warning hoac Information, ngudi ding van cé thé chon nhép nhiing dit
liéu khong hop 1€ trong truong hop nay, va Formula Error Checker s€ danh
dau vao nhitng 6 chira dit liéu khong hop 18. Danh sach tlly chon trong smart
tag ¢ thém lénh Display Type Information, hién thi quy tac Data-

validation ma nhitng 6 d6 vi pham.
5.5. Kiém tra mét bang tinh

Nhu ban d4 thay, mot s6 16i cong thirc 12 két qua ctia viée tham chiéu téi
nhitng 6 chira cac gia tri 16i hodc cac gia tri khong thich hop. Budc dau tién
trong viéc xir 1y céc loai 16i cong thirc nay la tim cho ra 6 (hoic nhom 6) nao
gay ra 16i. Piéu nay thi don gian néu cong thic chi tham chiéu dén mot o,
nhung né no tré nén phirc tap hon khi s tham chiéu ting 1&n. (Mot yéu to
phirc tap khac 13 viéc sir dung céc tén day, boi vi khong dé gi biét duoc day
nao tng véi cai tén ddy dang duoc tham chiéu dén).

Pé tim ra nhitg 6 nao gay ra 15i cho cac cong thic cta ban, ban ¢ thé ding
chtrc nang kiém tra ctia Excel dé hinh dung ra va truy tim dau vét cac dix liéu

dugc nhap trong cong thure cling nhu ngudn goc cua cac 161.

5.5.1. Tim hiéu viéc Kiém tra bang tinh



Chtrc nang Kiém tra cong thtrc (formula-auditing) cua Excel hoat dong bang
cach tao ra cactracer — |a nhimg cai miii tén hai dau chi ra cac 6 c6 lién quan
trong mot cong thire. Ban ¢6 thé sir dung cac tracer dé tim ra ba loai 6 nhu

Sau:

. Precedents —Pay la cac 6 dugc tham chiéu truc tiép hodc gian tiép trong
mot cong thire. Vi du, 6 B4 chita cong thire =B2; 16i B2 sau d6 lai 1a

mot precedent tryuc tiép ctia B4. Bay gio gia sir rang 6 B2 chira cong thic
=A2/2; diéu ndy 1am cho A2 tro thanh mot precedent truc tiép cua B2 dong
thoi cling 12 mot precedent gian tiép cua B4.

. Dependents —Pay 14 cac 6 dugc tham chiéu truc tiép hoic gian tiép boi
mot cong thirc dang nam trong mot 6 khac. Trong vi du trén day, 6 B2 1a
mot dependent truc tiép cua A2, va B4 1a motdependent gian tiép cta A2.

. Errors —Day 1a nhitng 6 chtra mot gia tri 16i va dang duoc tham chiéu truc
tiép hodc gian tiép trong mot cong thirc (va do d6 no gay ra mot 16i twong tu
trong cong thirc nay).

Hinh 5.7 minh hoa mdt bang tinh véi ba vi du cua cac mili tén tracer:



el Auditing - Tracer Arrow Examples [Read-Only]

» A | B | ¢ [ D | E [ |
1 |

2| o “2E -I 50 " #DIV/0! iy
3 ~
4 50 " ®DIv/o!

= 5 !

6 |Dependent tracers Error tracer Prec

Y
8

M 4 » M| Sheetl  Sheet? - Sheetd . ¥ TR

Figure 5.7 (hinh 5.7)

. O B4 chira cong thire =B2, va B2 chira cong thirc =A2/2. Nhiing cai miii tén
(mau xanh) chi ra cac precedent (truc tiép va gian tiép) cua B4.

. O D4 chira cong thirc =D2, va D2 chira cong thirc =D1/0, giy ra 16i
#DIV/0!, do d6, 16i ndy ciing xuat hién & 6 D4. Mili tén (mau do) chi ra
nguon gbc cua 16i.

. O G4 chua cong thirc =Sheet2!A 1. Excel hién thi mot miii tén dut khac véi
Mot cai biéu tuong bang tinh ¢ dudi mili tén

khi precedent hoac dependent nim trén mot trang tinh (worksheet) khéc.
5.5.2. Truy tim cac Precedent ciia 6

Dé tim céc precedent cua 6, theo cac bude sau:

1. Chon 6 chtra cong thirc ma ban muén truy tim precedent cia no.



2. Chon Formulas, Trace Precedents. Excel s& thém mot miii tén vao moi

cai precedent truc tiép.
3. Tiép tuc 1ap lai budc 2 dé thém cac cap precedent (néu co).

NOTE:Ban ciing c6 thé truy tim cac precedent bang cach nhan dip vao 0,
Vvé6i diéu kién 12 ban phai tat chirc ning sira tryuc tiép trong 6. Ban 1am diéu
nay bang cach chon Office, Excel Options dé md hop thoai Options,

nhan Advanced, va roi x6a dau kiém o tly chon Allow Editing Directly in
Cells. Bay gio, khi ban nhan dup vao mot 6, Excel sé& chon cac precedent cua

cong thirc.

5.5.3. Truy tim cac Dependent cua 6

Pay cac budc dé truy tim cac precedent cua o:

1. Chon 6 ma ban muén truy tim dependent caa né.

2. Chon Formulas, Trace Dependents. Excel s& thém mot miii tén vao moi

cai dependent tryc tiép.

3. Tiép tuc 1ap lai budc 2 dé thém cac cap dependent (néu co).

5.5.4. Truy tim c&c nguyén nhan 16i ciia &

Pé tim cac nguon goc gay ra 16i cho 6, theo cac bude sau

1. Chon 6 ¢6 chira 16i ma ban mudn truy tim nguén goc ctia 16i nay.

2. Chon Formulas, Error Checking, Trace Error. Excel s¢ thém mot miii
tén (mau do) vao mdi 6 1a ngudn goc cua 16i.

5.5.5. G& b6 nhirng miii tén Tracer

Pé g& bo nhimg mili tén tracer, ban c¢6 ba lwa chon:



- Pé g& bo tat cac cac mili tén tracer, chon Formulas, Remove Arrows.

- Pé gd bo cac miii tén precedent mdi lan mot cap, chon Formulas, nhan

danh séach xo6 xudngRemove Arrows, va chon Remove Precedent Arrows.

- Pé g& bo cac miii tén dependent mdi lan mét cap, chon Formulas, nhan

danh sach xo6 xudngRemove Arrows, va chon Remove Dependent Arrows.
5.5.6. Lwong gia cac cong thire

Trong cac bai trudc, ban da hoc dé co thé xir ly su ¢d cho mot cong thurc bi
16i hodc lugng gia cac phan cua cong thirc. Ban 1am diéu nay bang cach chon
mot phan nao d6 cua cong thirc ban mudn lugng gia va nhan F9. Viéc nay c6
tac dung tot, nhung né c6 thé mat thoi gian véi mot cong thirc dai hodc phirc
tap, va ludn ludn co rai ro khi ban v tinh xac nhan (nhan Enter) mot cong
thire chi méi duoc lugng gia mot phan va 1am cho ban mat cong (phai 1am lai
tir dau).

Chtic niang Evaluate Formula ctia Excel 13 mot giai phap tot hon. N6 hoat
dong giong nhu k¥ thuat nhan F9, nhung dé hon va an toan hon. Sau day 1a
cach né lam viéc:

1. Chon 6 chtra cong thirc ma ban mubn luong gia.

2. Chon Formulas, Evaluate Formula. Excel hién thi hop thoai Evaluate

Formula.

3. Sb hang hién hanh trong cong thirc duoc gach dudi trong hop Evaluation.

Tai moi budce, ban chon tir mgt dén nhiéu nut sau day:

0 Nhan nut nay dé hién thi gia tri hién hanh cia s6 hang dugc gach dudi.



o Nhan nat nay dé hién thi cai dependent dau tién cta s6 hang dugc gach
dudi. Néu caidependent nay ciing c6 mot dependent, nhan tiép nat nay dé

xem no (xem hinh 5.8)

Evaluate Formula

Reference: Evaluation:
Sheet1!sB54 = |Bz |
Sheet1!SBS2 = |A2,fz |
Sheet11sAS2 = [z00

The cell currently being evaluated contains a constant.

Figure 5.8 (hinh 5.8)

0 Step Out —Nhan nut nay dé che bét mot dependent va luong

gia precedent cua no.

4. Lap lai budc 3 cho dén khi ban hoan tat viéc lugng gia.
5. Nhan Close.

5.5.6. Theo ddi cac gia tri 6

Trong vi du vé precedent tracer minh hoa ¢ hinh 5.7, cdng thirc trong 6 G4

tham chiéu dén mot 6 trong mot worksheet khac, dugce trinh bay

trong tracer bang mot biéu tuong c6 hinh céi bang tinh. Noi mot cach khac,

ban khong thé thay 6 cong thic va 6 precedent ciing mét lic. Dicu ndy ciing
c6 thé xay ra néu precedent nam trong mot bang tinh khac hodc tham chi 1a

nam & mot noi khac trong ciing trang tinh néu bang tinh ciia ban kha 16n.



Van d¢é 1a khéng cd cach nao dé dang dé quyét dinh noi dung hién hanh hoic
gia tri cuia precedentma khong thay duoc no. Néu ban gip mot van dé gi do,
viéc xir 1y su ¢6 c6 thé doi hoi ban phai theo dbi cai precedent dang nam xa
lac nay dé xem no c6 phai 1a nguyén nhan gay 18i hay khong. Chirng d6 thoi
d& dt mét roi, vay ban s& 1am gi khi cong thie tham chiéu dén 5 hodc 10 6
nhu vay? Va phai 1am gi néu cac 6 d6 nam phan tn trong cac trang tinh hay
bang tinh khac nhau?

Mtc d6 phién toi ndy — khong phai 1a hiém trong thé gidi bang tinh —
chac chan 12 nguén cam himg nam sau mot giai phéap tinh té: Watch
Window. Ctra s6 ndy cho phép ban theo ddi ca gia tri 1dn cong thirc nam
trong bat ky trang tinh hodc bang tinh nao dang mé. Sau day 1a nhitng cach

thiét 1ap mot cai “theo doi”:

1. Kich hoat bang tinh chtta 6 hodc nhitng 6 ma ban mudn theo ddi.

2. Chon Formulas, Watch Window. Excel hién thi ctra s6 Watch Window.
3. Nhan Add Watch. Excel hién thi hop thoai Add Watch.

4. Chon 6 ma ban mubn theo dbi, hay nhap mot cong tirc tham chiéu dén 6
(vi du, =A1). Chly rang ban c6 thé chon mot ddy 6 dé thém mot 1an nhiéu 6
vao Watch Window.

5. Nhan Add. Excel thém & hodc céac 6 vira chon vao cira s6 Watch Window,
nhu minh hoa ¢ hinh 5.9.



[ |

#3, Add Wateh... ¥y Delete Watch

=g

—
| Watch Window v x|

i

Book Sheet Mame Cell Value Formula
Book2 Sheetl B4 50 =B2
Book2 Sheetl A2 100

Figure 5.9 (hinh 5.9)
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IBOI LOT MO PAU

Khdc vdi nhitng phién ban Excel tir 2003 tré vé trudc, nhing Options (tiy chon) cua
Excel 2007 khéng ndm trong menu Tools, ma ndm ngay & trong nut Office, la noi chiing
ta van dung dé goi nhitng Iénh New, Open, Save, Print.., va cdch sdp xép trong Options
2007 ciing chdng giéng nhw nhirng phién bén trudc.

Tap sdch nay duoc bién soan nhdm gitp cho cdc ban dé dang thiét Iap nhirng tiy chon
trong Excel 2007 cho pht hop vdi tirng nhu cGu riéng.

Do nhdm dén déi twong la nhitng ngudi si¢ dung Excel trong céng viéc hang ngay,
(khéng phdi la cdc chuyén gia hay nhitng nha nghién ciru), tép sach nay chi trinh bay
nhitng phén co ban nhét trong Options cua Excel 2007:

POPUIAK ...ttt ettt enane 4
Diing dé thiét Idp céc tly chon théng dung nhdt trong Excel 2007.

e Top options for working With EXCel.........cccocuiiiiiiiiieeieceee e e 4

Céc tlly chon quan trong nhat khi 1am viéc véi Excel.

o When creating new Workbooks..........c.ceeviiiiieiii e 6

Cac tuy chon mdac dinh khi tao nhizng bang tinh mai.

e Personalize your copy of Microsoft EXCel.........ccvvveeeeiiiicciiiiiiieee e, 7

Céc tly chon vé thong tin ca nhan va ngon ng hién th;.

FOrMUIGS........ooei et ne 8
Dung dé thiét Igp cac tiy chon lién quan dén viéc tinh todn cac cong thizc,
céch lam viéc cua cac cong thirc va nhizng céch xiz 1y cac 16i cong thirc.
o Calculation OPLIONS ...ccoeieirtiieiee e e e e e e e e 8
Cac tuy chon cho viéc tinh toan.

o Working Wth fOrmuUI@s ... ..uuveeeiiiiiiiie e 9
Cac tuy chon khi lam viéc vai cac cong thec.
LI 1 4 o g O o [=Tol (1 o= USRI 10

Céc tly chon cho viéc kiém tra 16i.

© Error CheCKiNG TUIES ...t 10

Céc quy tac kiem tra I3i.

PrOOTING ... oottt 12
Dung dé thiét lap cac tiy chon lién quan dén viéc dinh dang vén ban va kiém tra
14i chinh td va céc thiét ldp ngdn ngé siz dung trong di lidu.
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FANU | (o] @] o £=Tot o] ] o] o L3S PP PPPRPPPPRS 12
Thiét Idp cac tuy chon cho viéc tu dong sia 16i va dinh dang cho di liéu
nhdp vao.

When correcting spelling in Microsoft Office program.........cccccoeveeviiieeeennen. 14
Thiét 1dp cac tiy chon cho viéc kiém soat 16i chinh td trong tdt cd céc
chuwong trinh cua Microsoft Office ma ban da cai vao trong may.

Dung dé thiét Idp cac tly chon lién quan dén heu trit, sao luu, khéi phuc
bang tinh.

SAVE WOIKDOOKS ...cevviiiiiiiiiiiiiiiiiiiiririitvereeerteeeerererererererereseresereseressssreseresarerssereae 15
Thiét ldp céc tiy chon cho viée liwu trit bang tinh va tao cac ban sao leu
du phong.

AutoRecover eXCeptions fOr: ... e 16
Thiét Idp tly chon cho viéc tao ban sao heu dir phong doi cho bang tinh
dwroc chi dinh.

Offline editing options for document management server files...................... 17
Thiét Idp tly chon cho viéc chinh siza va hiéu chinh nhiing bang tinh
thong qua hé thang mgng may tinh. Dung cho nhiing bang tinh dwoc sir
dung chung khi lam viéc theo nhom.

Preserve visual appearance of the workbook .........cccoeeciiiiiiieiiiiiciiieee, 17
Thiét 1dp tly chon cho bang mau sé diroc hién thj trong nhaing phién ban

Excel cii.

AdVanCed ... 18
Dung dé thiét Igp cac tiy chon chuyén sdu hon.

o [1dTaY=d o oY i o] o TSRS P PP 18
Thiét Idp nhizng tdy chon cho viéc nhdp liéu.

CUL, COPY @NA PASTE coiiiiieiiirieeeee et e e e e s e e e e e s e naraeeees 20
Thiét Idp nhizng ty chon cho viéc sao chép, cat va dan.

Thiét Idp nhizng tdy chen cho viéc hién th; trong Excel.

Dislay options for this WorkbooK:...........ccoovvriiiiieiiiiiiii e 23
Thiét Idp nhitng tdy chon hién thi cho riéng bang tinh dwoc chi dinh.

Dislay options for this WOrkSheet:..........ccouvvvirieeiiiiiiiii e 23
Thiét Idp nhitng tdy chon hién thi cho riéng Sheet dwroc chi dinh.



e Formulas
Thiét Idp nhitng tdy chon cho céc cong thic.

e When calculating this Workbook: ...........ccoiiiiiiiiiiiiiie e

Thiét Idp nhizng tly chon tinh toan cho bang tinh dwoc chi dinh.

e General
Nhing thiét Igp chung.

e Lotus compatibility
Nhizng thiét ldp dé Excel tirong thich véi Lotus.

e Lotus compatibility Setting for: .......cooviiieiiie e

Nhiing thiét Idp dé Sheet dwroc chi dinh tiong thich véi Lotus.

CUSTOMUZE ...ttt e e e e e e e e e e e e e e e e e et e e e et e eneaeeeeeneas

Diing dé thiét Idp cé&c nat Iénh cho thanh truy cdp nhanh (Quick Access Toolbar).

AAA-INS.....cceeeeeeeeeeeeeee ettt et et e e e e et e e e et e st e et eeseeeeeneeeanesnenaeas

Dung dé tiy chinh va cai dat cac Add-In.

THUSE CONEEE ... et e e et e e e e e e e e e e e e e aeaens

Dung dé tiy chinh va thiét Idp cac chire nang bao vé an toan cho bang tinh.

LY - Yol o I ] 1=

o Message Bar Setting for all Office Applications

REOSOUICES ... e e et e e e e e e e e e et e e e e e e e e e s e nreaaeeeaaaaas

Danh sach nhiing thong fin lién quan dén Microsoft Office.

.. 24

.. 26

Trong qud trinh bién soan, tdp sdch chdc chdn khéng thé trdnh dwoc nhirng thiéu sot.

Ré&t mong nhén dwoc nhitng gdp y tir cdc ban.

Dalat, thdng 7 ndm 2010
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Popular

Show Developer tab in the Ribbon i

Hién thi tab Developer (chita nhing cong cu ding dé ldp trinh trong Excel) trén
Ribbon. Mdc dinh, tab nay khéng hién th; trén Ribbon.

Zolor scheme: Elue EI

Chon mét kiéu mau hién th; cho giao dién ciza man hinh Excel

ScreenTip style: | Show feature descriptions in ScreenTips |E|
Chon céch hién thi cac SceenTip (1& nhiing banner nhé xudt hién khi ban duwa con tré
chugt vao nhizng nat Iénh cua Excel trén man hinh). Cé 3 tuy chon:
e Show feature descriptions in ScreenTips
Hién th; tén va md td cac tinh nang cua nat lénh.
e Don’t show feature descriptions in ScreenTips
Chi hién th; tén, khdng mé ta tinh ndng cua nlt Iénh.
e Don’t show ScreenTips
Khéng hién th; cac ScreenTip.

Create lists for use in sorts and fill sequences: Edit Custom Lists... ]

Dung dé tao méi hogc tly chinh cac danh séch tw dong (AutoFill). Khi nhdn vao nit
Edit Custom List..., Excel sé m¢g hgp thogi Custom Lists:

Custom Lists a0
v Custom Lists |

Custom lists: List entries:

: - Add
U Tue, Wed, Thu, Fri, £

Sunday, Monday, Tuesday, Wet

Jan, Feb, Mar, Apr, May, Jun, ]

January, February, March, April

Press Enter to separate list entries,

Import list from cells: @ Import
[ OK ]l Cancel I

Céch si dung hdp thoai nay dé tao ra cac danh sach AutoFill nhuw sau:

1. Chon muc NEW LIST trong hdp thoai Custom Lists, mét diém chén sé xuat hién
trong khung List entries.

2. Nhdp mét tir trong danh sach ma ban muén tgo vao khung List Entries va nhan
Enter. Ldp lai buréc ndy cho céc tir khac trong danh sach. Hay chdc chan rang

ban thém cac muc tir theo thi tir ma ban muén ching xudt hién trong chudi
lién tuc.



Formulas

Mumbers formatted as text or Bao loi khi nhiing diz liéu so duroc nhap o
preceded by an apostrophe dang text hodc c6 dau nhay don o truéc.
Formulas inconsistent with other Béo I4i khi c6 cong thizc khdng nhdt quan véi

formulas in the region nhizng cong thirc khac trong cung mét vung.

Formulas which omit cells in a region Bao I6i khi cong thizc khdng tham chiéu tron
ven toi mgt day 6 trong mgt vung di liéu (co
bo qua mot so 6 nao do).

Unlocked cells containing formulas B&o 13i khi c6 cong thizc nam trong nhiing 6
khong dwoc dat thuge tinh la Locked.

[ Formulas referring to empty cells B&o 13i khi cong thic tham chiéu dén nhiing
0 rong.
Data entered in a table is invalid B&o 14i khi dir liéu nhdp vao trong mét Table

khong hop lé.

*k*x



Proofing

- Capitalize names of days: Tw dgng viét hoa tén cia cac ngay (monday — Monday)

- Correct accidental use of Caplock key: Ty dgng tat phim CapsLock trén ban phim
khi gép nhitng trirong hop viét hoa nguwoc (eXCEL— Excel)

- Replace text as you type: Ty dong thay thé nhitng gi ban gd vao (Replace) bang
mgét cai khac (With) theo bang dinh nghia ¢ bén duwdi. Ban c6 thé thém nhiéu muc
thay thé vao trong bdng ndy dé sir dung.

Tab AutoFormat As You Type R— ==

Nhizng Iénh trong tab nay dung dé | [Autocorrect| AutoFormat As YouType | smartTags|
quy dinh céach tu dong dinh dang
. N . t ) . T [¥] Internet and network paths with hyperlinks

uw e a a uw Apply a5 you wark

cho di liéu ngay khi bgn nhap d
I- A Indude new rows and columns in table

I.eu - Automatically as you wark
Fill formulas in tables to create calculated columns

- Replace as you type (Internet
and network paths with
hyperlinks): Tw dong gach dudi
nhing lién két (hyperlink) téi
Internet hogc téi mang.

- Apply as you work (Include new
rows and columns in table): Ty
dong gop cac hang va cét mai
vao m¢t Table da co, khi nhirng
cét hogc hang nay lién sat vai Table.

oK ] ’ Cancel

- Automatically as you work (Fill formulas in Table to create calculated columns):
Khi ban nhdp mgt cong thizc cho mét 6 trong mét Filed (cot) cua mot Table, Excel
tw déng sao chép cong thic nay dén cac 6 con lgi trong Field.

r
Tab Smart Tags AutoCorrect (-2 el
Excel C(’) kha’ na"ng tu» nhdn dang |AutoCorrect|AutoFormatAs You Type | Smart Tags I—

mgt so logi dir ligu nao do trong || o e e e e e e
bang tinh cua ban. Doi voi moi

kieu di# liéu dweoc nhdn dang, ban —
c6 thé thuc hién mét sé thao tac vdi @
voi dir liéu do.

- Label data with smart tags: Dya
vao nhieng kiéu nhdn dang duoc
dinh nghia trong bang ¢ dudi,
néu nhdn dang diroc trong 6 nao,
thi gan cho 6 dé mét cai nhan
(label).

- Show smart tags as: Lwa chon
nhing kiéu nhan (label) sé gdn
vao.

’ Check Workbook. .. ] [ More Smart Tags... ]

Show smart tags as | Indicator and Button IE‘

] Embed smart tags in this warkbook

[ Ok ] ’ Cancel




Advanced [k

Automatically insert a decimal point

Places 2
Néu kich hoat tily chon nay, Excel sé tir déng chia con sé vira nhép vao cho mér liy
thira cia 10 (liy thira bao nhiéu la do quy dinh ¢ 6 Place bén dwéi), va thém ddu
phan cach thdp phan vao so.

Vi du, ban kich hogt tiy chon ndy va chon Place = 2, néu ban nhdp vao sé 1, Excel sé
ty déng chia cho 100 va hién thj két qua trong 6 1a 0.01

¥ | Enable fill handle and cell drag-and-drop

4| Alert befare averwriting cells

Cho phép sir dung cong cu FillHandle dé dién dit liéu tw déng vao day 6, ciing nhu
céac thao tac kéo va tha cac 0.

Néu kich hogt tlly chon Alert before overwriting cells, Excel sé hién thi hép thogi
canh béo khi ban thyc hién thao tdc ghi de vao mét day 6 dang cé dir ligu.

| Allow editing directly in cells

Cho phép siza truc tiép trong cac 6. Néu khong kich hogt tily chon nay, méi khi muon
sia di ligu trong 8, ban phdi nhdn F2 va siza ngi dung nay trén Formula Bar.

+| Extend data range formats and farmulas

Cho phép Excel ti dinh dang va sao chép cong thic vao cac dong mai chén thém
trong danh sach. Tuy chon nay chi ¢ tac dung khi truéc dong mai chen thém co it
nhdt 4 dong phia trén né da dinh dang va (hodc) cé cdng thezc.

Vi du, ban nhdp diz lidu vao A1 va B1, réi nhdp cong thic =A1+B1 vao 6 C1. Néu ban
tiép tuc lam twong tw cho dong thir 2, thiz 3... thi dén dong thiz 5, sau khi ban nhdp di
lidu vao A5 va B5, Excel sé tir dong dién cong thirc =A5+B5 vao 6 C5.

| Enable autamatic percent entry

Cho phép Excel tu déng thém ddu % vao sau di liéu nhédp vao trong nhitng 6 da
dwge dinh dang kiéu Percentage. Néu khong kich hoat tiy chen nay, khi ban nhép di
ligu vao nhitng 6 da dwoce dinh dang kiéu Percentage, Excel sé nhan gia tri dé cho
100 trweéc khi thém dau %.

Vi du, ban nhdp véo 6 da dwoc dinh dang kiéu Percentage con s¢ 10, néu kich hoat
tdy chon nay, Excel sé hién thj con sé 10%; con néu khong kich hogt tlly chen nay,
Excel sé hién thi con sé 1000%.

| Enable AutoComplete for cell values

Cho phép Excel tir déng hoan chinh diz liéu nhdp vao néu du liéu trong nhing 6 ¢
phia trén (trong cing mét cét) da cé nhitng ky tir dau tién gidng nhur vdy. Ty chon
nay chr co tac dung vai nhizng diz liéu text, khdng c6 tac dung véi nhizng con so.



OPTIONS in Excel 2007

Ung véi méi nhém lénh ban chon, khung ngay bén duwdi sé hién thj danh sach
cac lénh trong nhém dé. Néu ban muan xem hét tat ca céc lénh, chon nhom All
Commandes.

3. Nhdn chon Iénh ban can thém vao Quick Access Toolbar réi nhan ,
Iénh nay sé duoc thém vao khung bén tay phadi.

4. Ldp lai buéc 3 dé thém nhiing lénh khéac, néu can thiét c6 thé chon lgi nhdm
lénh nhuw buoc 2.

5. Nhdn dé g mgt nat Iénh ra khéi Quick Access Toolbar.

6. Dung cap phim E] dé sdp xép thit tue cac lénh trong Quick Access Toolbar.
7. Dé ldy lqi giao dién Quick Access Toolbar mdc dinh, nhan

8. Sau khi dd vira y Véi Quick Access Toolbar, nhdn

|:| Show Quick Access Toolbar below the Ribbon

Kich hoat tly chon nay d@é dat Quick Access Toolbar nam dwéi Ribbon (méc dinh, né
nam ¢ phia trén).

*k*x



 Phim tat 'Y nghia

ESC B qua di¥ liéu dang thay ddi

F4 hay Ctrl+Y |Lap lai thao tac vira lam

Alt + Enter Bt dau dong méi trong &

Ctrl + Delete Xoa tat ca chiv trong mét dong

Ctrl +D Chép dir liéu tr 6 trén xudng 6 dudi

Ctrl +R Chép di¥ liéu tlr bén trai qua phai

Shift + Enter | Ghi di¥ liéu vao 6 va di chuyén Ién trén trong ving chon

Tab Ghi di¥ liéu vao & vao di chuyé&n qua phai viing chon

Shift + Tab Ghi di¥ liéu vao 6 vao di chuyén qua trai viing chon

= Bat ddu mot cong thirc

F2 Hiéu chinh di liéu trong 6

Ctrl + F3 Pat tén cho vung chon

F3 Déan mét tén da dat trong cong thirc

F9 Cap nhat tinh toan cac Sheet trong Workbook dang mé
Shift + F9 Cap nhét tinh toan trong sheet hién hanh

Alt + = Chén cbng thirc AutoSum

Ctrl +; Cép nhat ngay thang

Ctrl + Shift +: |Nhap thoi gian

Ctrl+K Chén mot Hyperlink

Ctrl + Shift + ” | Chép gia tri cia 6 phia trén vao vij tri con tré ctia 6 hién hanh
Ctrl +° Chép gia tri cta 6 phia trén vao vi tri con tré cda 6 hién hanh
Ctrl + A Hién thi Formula Palette sau khi nhadp mét tén ham vao cong thirc
Ctrl + Shift + A |Chén d4u () va cac dbi sb ctia ham sau khi nhap tén ham vao céng thirc
Ctrl+1 Hién thi 1énh Cell trong menu Format

Ctrl + Shift + ~ [Binh dang sb6 kiéu General

Ctrl + Shift + $ [Dinh dang s6 kiéu Curency v&i hai chi¥ s thap phan

Ctrl + Shift + %|Dinh dang sb kiéu Percentage (khong cé chiv s6 thap phan)
Ctrl + Shift + ~ [Dinh dang sb kiéu Exponential v&i hai chir sé thap phan

Ctrl + Shift + # |Dinh dang kiéu Data cho ngay, thang, n&m

Ctrl + Shift + ? |Dinh dang kiéu Numer v&i hai chir s thap phan

Ctrl + Shift + & | Thém dwéng vién ngoai

Ctrl + Shift + - |B6 dwdng vién

Ctrl +B Bat t&t ché d6 dam, khong dam

Ctrl + 1 Bat tat ché do nghiéng, khéng nghiéng

Ctrl +U Bat tat ché do gach dudi

Ctrl +5 Bat tat ché do gach gilra khong gach gitva

Ctrl +9 An dong

Ctrl + Shift + ( |Hién thj dong an

F2: Pua con
F4: Lap lai thao tac trudc
F12: Luu van ban véi tén

tro vao trong 0

khéc (n6 gidng véi 1énh Save as do)




Alt + cac chir cai c6 gach chan: Vao cac thuc don tuong tng
Alt +Z: Chuyén cheé d6 go tur tiéng anh (A) sang tiéng viét (V)
Alt + <- : Huy thao tac vira thyc hién (né giong 1énh Undo)

Ctrl + A : B6i den toan bd van ban

Ctrl + B : Chit dam

Ctrl + I : Chir nghiéng

Ctrl + U : Chir gach chan

Ctrl + C : Copy dir li¢u

Ctrl + X : Cét dix lidu

Ctrl + V : Déan dit liéu copy hoic cit

Ctrl + F : Tim kiém cum tr, sb

Ctrl + H : Tim kiém va thay thé cum tur

Ctrl + O : M¢ file da luu

Ctrl + N : M6 mot file méi

Ctrl + R : Tu dong sao chép 6 bén trai sang bén phai
Ctrl + S : Luu tai liéu

Ctrl + W : Péng tai liéu (gidng 1énh Alt + F4)

Ctrl + Z : Huy thao tac vura thuc hién

Ctrl + 1 : Hién hop dinh dang 6

Ctrl + 0 : An cot (gidng 1énh hide)

Ctrl + shift + 0: Hién cac cot vira an (gidng 1énh unhide)
Ctrl+ 9 : An hang (gidng 1énh hide)

Ctrl + shift + 9: Hién cac hang vira an (giéng 1énh unhide
Ctrl + (-) : Xoa cac 6, khdi 6 hang (boi den)

Ctrl + Shift + (+): Chén thém 6 trong

Ctrl + Page up (Page down) : Di chuyén giita cic sheet

Ctrl + Shift + F: Hién danh sach phong chir
Ctrl + Shift + P: Hién danh sach c& chir

Alt + tab : Di chuyén giira hai hay nhiéu file ké tiép
Shift + F2 : Tao chu thich cho 6

Shift + F10 : Hién thi thuc don hién hanh (gidng nhu ta kich phai chud)
Shift + F11 : Tao sheet mé&i

Review hot-key for Word & Excel:

1 Ctri+1
Gian dong don (1)

2 Ctrl+2
Gian dong do61 (2)

3 Ctrl+5
Gian dong 1,5

4 Ctrl+0 (zero)



Tao thém dg gian dong don trude doan

5 Ctrl+L
Can dong trai

6 Ctrl+R
Can dong phai

7 Ctri+E

Can dong gitra

8 Ctrl+J ‘ o
Can dong chit dan déu 2 bén, thang 1€

9 Ctrl+N
Tao file moi

10 Ctrl+O
Mo file da cé

11 Ctrl+S
Luu ndi dung file

12 ptrI+O
In an file

13 F12
Luu tai liéu véi tén khac
14 F7

Kiém tra 161 chinh ta tiéng Anh

15 Ctri+X
Cat doan ndi dung da chon (bdi den)

16 Ctrl+C
Sao chép doan ndi dung da chon

17 Ctrl+V
Dan tai liéu
18 Ctrl+Z

B qua Iénh vira lam

19 Ctrl+Y
Khéi phuc 1énh vira bo (nguoc lai véi Ctri+-Z)

20 Ctrl+Shift+S
Tao Style (heading) -> Dung muc luc tu dong

21 Ctri+Shift+F
Thay doi phong chix



22 Ctrl{rShift+P
Thay doi c¢o chir

23 Ctrl+D
Mo hop thoai dinh dang font chir

24 Ctrl+B
Bat/tat chir dam

25 Ctrl+l
Bat/tat chit nghiéng

26 C'ng+U
Bat/tat chir gach chan don

27 Ctrl+M
Lui doan van ban vao 1 tab (méc dinh 1,27cm)

28 Ctrl+Shift+M .
Lui doan van banra Ié 1 tab

29 Ctrl+T
Lui nhitng dong khong phai 1a dong dau cua doan van ban vao 1 tab

30 Ctrl+Shift+T . ‘
Lui nhitng dong khong phai la dong dau ctuia doan van banra 1€ 1 tab

31 Ctrl+A
Lua chon (boi den) toan bd ndi dung file

32 Ctrl+F
Tim kiém ky tu

33 Crl+G (hodc F5)
Nhay dén trang so

34 Ctri+H ’
Tim Kiém va thay thé ky tu

35 Ctri+K.
Tao lién két (link)

36 Ctrl+]
Tang 1 c& chir

37 Ctrl+[
Giam 1 co chir

38 Ctrl+W
Dong file



39 Ctrl+Q ‘
Lui doan van ban ra sat 1€ (khi dung tab)

40 Ctrl+Shift+>
Téang 2 cd chir

41 Ctrl+Shift+<
Giam 2 co chir

42 Ctrl+F2
Xem hinh anh ni dung file trude khi in

43 Alt+Shift+S i
Bat/Tat phan chia ctra s6 Window

44 Ctrl+¢ (enter)
Ngat trang

45 Ctrl+Home
Ve dau file

4§ Ctr!+End
VE cuoi file

47 Alt+Tab ]
Chuyén doi cua s6 lam viéce

48 Start+D
Chuyén ra man hinh Desktop

49 Start+E
Mo ctra sO Internet Explore, My computer

50 Ctrl+Alt+O
Cura s6 MS word ¢ dang Outline

51 Ctri+Alt+N
Ctra s6 MS word ¢ dang Normal

52 Ctrl+Alt+P
Ctra s6 MS word ¢ dang Print Layout

53 Ctri+Alt+L
Danh s6 va ky tu tu dong

54 Ctrl+Alt+F
Danh ghi chtl (Footnotes) ¢ chan trang

55 Ctrl+Alt+D
Danh ghi chil & ngay dudi dong con tré ¢ do

56 Ctrl+Alt+M



Panh chi thich (nén 1a mau vang) khi di chuyén chudt dén méi xudt hién chu
thich

57 F4
Lap lai 1€nh vira lam

58 Ctrl+Alt+1
Tao heading 1

59 Ctrl+Alt+2
Tao heading 2

60 Ctrl+Alt+3
Tao heading 3

61 Alt+F8
Mo hop thoai Macro

62 Ctrl+Shift++
Bat/Tat danh chi so trén (x2)

63 Ctrl++ )
Bat/Tat danh chi s6 dudi (02)

64 Ctrl+Space (dau cach)
Tro vé dinh dang font chir mac dinh

65 Esc
Bo6 qua cac hop thoai

66 Ctrl+Shift+A ’ ’
Chuyén do1 chir thuong thanh chir hoa (voi chir tiéng Vi€t ¢6 dau thi khong
nén chuyén)

67 Alt+F10
Phong to man hinh (Zoom)

68 Alt+F5
Thu nho man hinh

69 Alt+Print Screen q
Chup hinh hdp thoai hién thi trén man hinh

70 Print Screen 9
Chup toan bo man hinh dang hién thi

71 Ngoai ra dé sir dung thanh Menu ban c6 thé két hop phim Alt+ky tu gach
chén cling s€ xtr Iy van ban ciing rat nhanh chong, hiéu qua khong kém gi t6
hop phim tat & trén

And Excel hot-key
F2 Stra nd1 dung thong tin trong 6



Ctrl-1 Mo hop thoai dinh dang 6 ( Format | Cell )

Ctrl-Page Up Tién 1én 1 sheet (Sheet 1 sang Sheet 2)

Ctrl-Page Down Lui vé 1 sheet (Sheet 3 vé Sheet 2)

Ctrl-Shift-" Sao chép dir li€u tir 6 ngay phia trén 6 hi¢n thoi

Ctrl-' Sao chép cong thirc tir 6 ngay phia trén 6 hién thoi

Ctrl-$ Chuyén dinh dang 6 hién thoi sang dinh dang tién té véi 2 con sb
sau ddu phay

Alt-Enter Xudng dong trong mot 6

Kiém soat hudng di chuyén cta con tro khi 4n Enter

Sao chép dir li¢u va cong thirc nhanh chong

Thong thuong khi can sao chép dir liéu hay cong thirc sang mot loai cac 6
khong lién ké nhau ban thudng phai mat cong copy va paste sang tung 6
mot. Nhung néu da biét thu thuat sau day ban hoan toan c6 thé thyc hién
cong viéc nay mot cach rat nhanh chong va hiéu qua hon.

Trudc tién ban hiy sao chép dir liéu tir 6 ngudn — 6 chira thong tin can dugc
sao chép ra, hiy dung phim tit Ctrl-C cho nhanh. Sau d6 ban van giit nguyén
phim Ctrl va nhdp chudt trai vao tirng 6 ma ban mudn sao chép dit liéu sang.
Lua chon xong ban hiy an 6 hop phim Ctrl-V 1a dit liéu s& tu dong dan vao
nhitng noi can thiét cho ban.

Ung dung thu thuat nay dé copy-paste dir liéu cho mét loat 6 lién ké nhung
khong & gan o dir licu nguon Trude tién ban hiy dung Ctrl-C dé sao chép dir
liéu tir 6 ngudn, sau d6 van gitr nguyén phim Ctrl va dung chudt trai Iya
chon mot loat 6 ma ban mudn sao chép dir liéu sang sau do tha Ctrl ra va 4n
Enter la xong.

Nhiing phim tit co ban:
Ctrl + A: Chon toan bd bang tinh

Ctrl + C: Sao chép. Enter: dan mot lan.
Ctrl + V: dan nhiéu lan

Ctrl + F: Bat hop thoai tim kiém

Ctrl + H: Bat hop thoai tim kiém va thay thé.
Ctrl + N: Tao méi mdt bang tinh trang

Ctrl + P: Bat hop thoai in 4n

Ctrl + S: Luu bang tinh

Ctrl + X: cat mot ndi dung dang chon

Ctrl + Z: Phuc héi thao tac trudc do
Ctrl + *: Chon vung dir liéu lién quan dén 6 hién tai.

Ctrl + F4, Alt + F4: Dong bang tinh, dong Exce
Phim tit trong di chuyén

Ctrl + Miii tén: Di chuyén dén ving dir liéu ké tiép
Ctrl + Home: V& 6 Al



Ctrl + End: V& 6 c6 dit liéu cudi cling

Ctrl + Shift + Home: Chon tir 6 hién tai dén 6 Al

Ctrl + Shift + End: Chon tir 6 hi¢n tai dén 6 ¢6 dit li¢u cudi cin
Phim tit trong dinh dang

Ctrl + B: Binh dang in dam

Ctrl + I: Dinh dang in nghiéng.

Ctrl + U: Pinh dang gach chan.

Ctrl + 1: Hién thi hop thoai Format Cells.

Chén cot, dong, trang bang tinh

Ctrl + Spacebar: Chén cot

Shift + Spacebar: Chén dong

Shift + F11: Chén mdt trang bang tinh mdi

Cong thirc mang:

Ctrl + G: Bat hop thoai Go to dé dén mot mang da dugc dat tén trong bang tinh.
Shift + F3: Nhap cong thtic bang cira sé Insert Function

Ctrl + Shift + Enter : Két thiic mot cong thirc mang

Ctrl + F3: bat tén mang cho mot vung dir liu.

F3: Dan mot tén mang vao cong thirc.

An hién cic ct.

Ctrl + 0 : An céc cot dang chon.

Ctrl + Shift + 0: Hién cac cot bi an trong vung dang chon.

Chon cac vung 6 khong lién tuc

Pé chon cac vung 6, day 6 khong lién tuc. Ban dung chudt két hop gitt phim Ctrl dé chon cac
ving 6 khong lién tuc can chon.

Chuyén dbi giira cac bang tinh dang mé.

Ctrl + Tab, hodc Ctrl + F6: dé chuyén ddi qua lai giita cac bang tinh dang mo.
Chuyén d6i giira cac trang bang tinh (sheet)

Ctrl + Page Up: Chuyén sang sheet trudc.
Ctrl + Page Down: Chuyeén sang sheet ke tiep



Thi thuat Excel

1. Trong Excel ¢6 1am dwgc hinh 4n ding sau trang vin ban ( watermark ) nhw ¢ trong
Word c6 duge khong ?

Trong Excel chirc ning Watermark 13 khong san sang nhung ban ciing ¢ thé lam nhu sau
1.BAm menu View --> bdm chon Header and Footer

2.Hop Page Setup mo ra --> ban bAm chon Custom Header hoic Custom Footer --> ban c6 thé
bam trong mot trong ba phan

Left section, Center section, hoac Right section

3.Ban bim nut Insert Picture ( nat tha hai tir bén phai sang ), dé chén hinh anh ban mudn dua
4.Bam Format Picture - niit cudi cung trong ddy nat & Footer hodc Header --> cira s6 Format
Picture m ra --> chon tab Size - d¢ thay doi kich thuéc birc hinh .

2. T6i mudn khi mé chwong trinh EXCEL thi ¢6 sin font ciia téi,vi du : VnTime .

1.BAm menu Tools --> chon Options

2.Ctra s6 Options mo ra --> chon tab General --> chon font ma ban mudn & phﬁn Standard Font -
->bam OK --> bim OK

3.Thoat khoi EXCEL va vao lai

3. Khi luu file trong EXCEL bao gio file d6 ciing nim trong thu muc My Document , toi
muon tw dong luvu trong thw muc khac thi 1am nhw thé nao ?

1.BAm menu Tools --> chon Options

2.Ctra sd Options mé ra --> chon tab General --> ban thay d6i ¢

Default file location thu muc cta ban muén --> bam OK

4. Khi & 6 cong thirc , tdi mudn n6 hién cong thirc ma khong hién két qua , dong thoi tham
chi€u vao nhirng 6 lién quan dé tién theo ddi thi lam nhu thé nao ?
Ban bam t6 hop phim CTRL + * ( bén trai phim s6 1)

5. Trong Excel dang I¢ 1a nhirng c6t A,B,C... thi lai Ia ¢t 1,2,3 ... Téi mudn chuyén s6 1,2,3
tré vé thanh A,B,C... nhw cii

1.BAm menu Tools --> chon Options

2.Ctra sb Options mo ra --> chon tab General --> bo danh dAu tich tai

RICI reference style bAm OK

. Téi mudn copy tur Excel sang Word nhung van mudn gitr lai tt ca kiéu dang cia no .
. Panh diu nhitng phan ma ban mudn copy trong Excel

. M6 sang Word --> chon menu Edit --> chon Paste Special

. Chon Microsoft Excel Worksheet Object hoac Formatted Text --> bam OK

W N = N

. Tao vin ban thing dirng trong Excel .

. Chon céc vung ( Cells ) ma ban muén tao vin ban thang dtng

. Bam chu6t phai vao khu vuc d6 --> chon Format Cells --> chon tab Alignment

. Tai phan Orientation --> gd 90 & phan Degree

. Tai phﬁn Text Control --> lya chon danh d4u tich tai phén Merge cells --> bam OK.

AW N =



8. T6i mudn danh s0 trang trong Excel , nhung lai muén né hién thi la Trang 1, Trang 2 ..
chit khong muon hién thi la Page 1, Page 2.....

T6i s& huéng dan ban dit sb trang vi du 0 goc dudi cung nhu sau

1.Bidm menu File --> chon Page Setup

2.Ctra s6 Page Setup mo ra ban chon tab Header/Footer --> bdm chon Custom Footer

3.Xuat hién cira s6 Footer --> bam chudt trdi vao phan

Right Selections --> tai vi tri con tré ban gb Trang --> tiép theo bam chudt trai vao nut bén trai
nut chir A

4.Khi d6 bén 6 Right Selections xuat hién nhu sau

Trang&[Page] --> bdm OK --> bdm OK

9. Khi toi in trong Excel cir bi in theo nhirng dwong ké ngang , ké doc cua cac 6, toi phai
1am gi dé b6 chirc ning nay ?

1.Trong Excel ban chon menu File --> chon Page Setup

2.cira s6 Page Setup mo ra --> chon tab Sheet --> b6 6 danh dau ctia Gridlines --> bim OK

10. Téi mudn dit ngdm dinh cia Excel khi sir dung ngay thang nim la : 02 con s ciia ngay
, 02 con s6 ciia thang va 04 con s6 ciia nim .

1.Ban dong Excel dang 1am viéc lai

2.BAm nit Start --> chon Settings --> chon ControlPanel

3.Ctra s6 ControlPanel mé ra ban bAm dap chudt trai cua biéu tuong

Regional and Language Opitons

hién tai xuit hién tab RegionalOptions --> bam nat Customize

4.Ctra sd Customize RegionalOptions md ra --> chon tab Date --> ban s& nhin thiy phan
Short date format --> ban thay d6i ni dung trong d6 nhu sau

dd/mm/yyyy

5.Bam Apply --> bim OK

11. Téi c6 mdt hang ¢ trong Excel 1am thé nao ma t6i chuyén né sang dang ¢t dwoc bay
gio ?

1.Ban boi den danh ddu hang ma ban mudn chuyén .

2.Pua con trd vao vi tri muén chuyén .

3.B4m chuot phai vao vi tri d6 --> chon Paste Special .

4.Panh déu tich vao phan Transpose --> bam OK

12. T6i stt dung Excel , khi toi dwa miii tén Ién xuong hoac sang tral hoac sang phai thi
chang thay con tré dau ma chi thay man hinh cua to6i bi tréi lén , xuong hoac sang trai ,
hoic sang phai .T6i phai xit li nhw thé nao ?

Rét don gian thoi ban tat phim Scroll Lock di bang cach bam phim Scroll Lock mdt lan dé dén
ScrollLock ( goc bén phai ¢ trén cung ciia ban phim ) tit di 1a duoc

13. Toi ¢6 2 van ban: * Van ban 1 t6i dé trang gidy xoay ngang * Vin ban 2 tdi dé trang
glay xoay doc Bay gio toi muon don 2 trang van ban nay lam mogt van ban théi. Toi phai
1am thé nao ma khong bi mét dinh dang xoay ngang, xoay doc do?

Trudce tién ban mo ca 2 van ban, sau d6 ban lam theo cac budc sau:

1. Ban bdi den van ban 2 dé copy tat ca sang vin ban 1



2. Ban quay trd vé vin ban 1 di chuyén con tré dén dau trang dir liéu thudc van ban 2

3. Chon menu Insert --> Break..

4. Trong clra s6 Break:

* Ban chon Section break types

OK. Panh dau chon Next page

5. Sau khi d4 ngit dugc 2 phan van ban, ban dé con tré & dau trang dir liéu thudc vin ban 2

* Chon vao File

* Chon Page Setup... Chon Orientation dé dat lailjhon Margins l)K.iéy xoay ngang hay
xoay doc

14. T6i muon danh cong thirc héa hoc vi du nhw H20 thi t6i phai 1am nhw thé nao ?
1-Pau tién ban cir g6 H20 nhu binh thuong.

2-Ban boi den s6 2 --> bdm chudt phai vao s 2 vira boi den do.

3-Chon FormatCells

4-Panh dau vao 6 Subscript

5-OK hoan tat cong viéc

15. Khi t6i mé' mot file méi trong Excel ra thi luén ludn di kem theo Bookl tring mé ra ,
dong thoi toi cling da thay d(n khi mé& Excel thi c6 16 sheet nhung vin khong dugc va vin
chi la 3 sheet . Cach giai quyét nhw thé nao ?

Ban phai lam nhiing bude nhu sau:

1-Péng Excel lai dé ra man hinh nén desktop

2-Bam Start --> Search --> For Files or Folders

3-Chon All files and folders

4-G5 trong 6 tim kiém nhu sau : xlstart

5-Bam Search

6-Xuat hién nhitng Folder 1a XLSTART bén tay phai cta 6 ctra sb

7-Xo4 hét nhiing file trong XLSTART

8-Khoi dong lai Excel

16. Téi diung Excel khi tdi thue hién viéc kéo hand-fill dé sir dung ding cong thirc clia dong
trén nhung né chi ra két qua ciia dong trén ma khong dwa cong thirc xudng --> toi phai sira
nhu thé nao ?

Ban chon Menu Tools

+ Chon Options --> chon tab Calculation

+ Trong Calcutation hién tai dang danh dau ¢ 6 Manual , ban chuyén OKlang danh dau ¢
Automatic

17. Téi mudn phan cach c 3 s6 bang diu chim (.) vi hién nay né 1a diu phay (,) , toi phai
1am nhu thé nao ?

Trudc ti€n ban phsir déng Excel lai, sau do lam nhiing budc nhu sau :

1-B4m Start --> chon Setting --> chon ControlPanel

2-Bam dup chudt trai va Regional and Language Options --> chon tab Regional Options .
3-Bam chuot trai chon Customize --> chon tab Number .

4-Trong tab Number ta can phai d6i nhu sau :

+ Decimal symbol tir ddu (.) chuyén sang dau (,)



+ Digit grouping symbol tu déuq(,) chuyép sang déu ()
+ List Separator tu dau (,) chuyén sang dau (.)
5.Bam Apply --> bam OK

18. Trong Excel khi toi danh s6 0904294334 trong mét 6 va khi két thiic cir mat s6 0 & dau
dong . T6i khong mudén nhw vy ma vin cir mudn giiru s6 0 d6 thi lam thé nao ?

O vi tri 6 ma ban mudn danh thi trudc hét ban gd dau nhay don di kém véi dau nhay kép trén ban
phim , sau d6 ban gd 0904294334 , khi ban 4n Enter xudng dong thi diu nhay don d6 s& bi mat
di va s6 0904294334 ciia ban s& dugc gitr nguyén ma khong mat s6 0 ¢ dau .

19. Lam thé nao dé ting Sheet trong Excel vi khi t6i mé Excel ra thi chi cé 3 Sheet ?
Ban mé Excel, 1am theo cac budce sau:

* Chon vao Tools

* Chon Options

* Trong do chon vao Tab General

* Ban s€ nhin théy c6 muc Sheets in new workbook, hién tai dang dé1a3

* Ban mudn ting 1én bao nhiéu thi chon vao miii tén tré lén.--> OK

Dé cho Iyra chon vira roi duoc kich hoat ban phai khai dong lai Excel.

20. T6i mudn sip xép bang tiéng Viét trong Excel thi lam thé nao ? T6i gb ho va tén nguoi
nhung khi sip xép thi bi 16i . Giiip toi véi !!!

Trong Excel khong hd trg cho viée sip xép theo bang chit cai cua tiéng Viét .

Ban muén sip xép dugc thi phai cai thém chwong trinh hd trg nhu : VietKeyOFFICE

Khi cai VietKeyOFFICE trong thanh menu ctia Excel s& xuit hién mot niit cia VietKey va ban
s& sap xép trong chirc ning d6

21. Téi l1am viéc & khach san va quuan li khach bang Excel , 1am thé nao tdi biét dwoc sb
ngay ma khich ¢ lai néu nhw biét ngay dén va ngay di ? Xin cam on nhiéu .

Ban c6 thé lam nhu sau

Vidu : 6 ciia ngay vé 1430/10/2005 , 6 cua ngay dén 12 04/07/2005

1-Tai 6 két qua ban van lay 6 cua ngdy vé - 6 cua ngay dén

2-Ban s& thiy 6 két qua ra mot gid tri 27/04/1900 , nhung ban khong phai lo gi ca . BAm chudt
phai vao 6 két qua, ban chon Format Cells.

3-Trong d6 ban s& thdy c6 mot tab 1a Number va trong d6 ban lwa chon dong Number ctia phin
Category

4-Bam OK , ban sé& thdy s6 118 - diing v6i két qua ma minh mong muén .

22. Em c6 file ké toan bang Excel ma lai quén miat PASSWORD , chi cho em cach mé file
do6 . Em xin chan thanh cam on .

Khi ban quén mat Password cua file dang Excel hodc dang Word thi ban phai cai thém chuong
trinh ing dung dé do tim password nhu PasswareKit , AdvancedOffice PasswordRecovery ....
Bén than trong by OFFICE cua Microsoft khong c6 chirc nang nhu vay.

23. Toi mé mot file cia Excel ra thi cir bi mé theo mt vai trang khac mé theo , rat kho
chiu , toi phai lam gi dé b6 chung di ?
Ban phai lam nhitng buéc nhu sau:



1-Péng Excel lai dé ra man hinh nén desktop

2-Bam Start --> Search --> For Files or Folders

3-Chon All files and folders

4-Gd trong 6 tim kiém nhu sau : xlstart

5-Bam Search

6-Xuat hién nhitng Folder 1a XLSTART bén tay phai cta 6 cra sb
7-Xo4 hét nhiing file trong XLSTART

8-Khoi dong lai Excel

24. T6i dé an mat cot A trong file ciia toi thi lam thé nao cho ¢t A né hién ra ?
Khi ban 4n mat cot A thi mudn ldy lai ban phai lam nhu sau :

1-Pua con chudt vao cot B 6 trén ciing bén tay trai dén khi xut hién mili tén hai chiéu .
2-Giit chudt trai , kéo sang bén phai thi cot A ctia ban s& xuét hién .

25. Trong Excel khi tdi danh cong thirc toan hoc thi né khong ra két qua ciia phép tinh ma
no chi ghi lai dung cong thirc toi vira danh la tai sao ?

1-Ban chon Menu Tools --> chon Options.

2-Chon tab View , trong tab d6 c6 phan Windows Options

3-B6 danh ddu muc Formulas

4-Bam OK

25. Toi dang soan mgt dong trong Excel va muf)’n xuéng dong thi tdi phai bAm phim nao ?
Khi soan thao trong mot 6 (cell) ctia Excel khi mudn xuong dong thi tai vi tri d6 ban an t6 hop
phim Alt + Enter

26. Lam thé nao dit dwoc Password cho file excel nhi ?

1-M file excel ma ban mudn dat password ra man hinh .

2-Bam menu File ,chon Save As

3-B4m menu Tools trong muc Save As , chon General Options

4-Xuéat hién 6 Password to Open va password to Modify phai phai gb tit ca 04 lan .
Savel}-B4m OK

27. Chu@t toi bi hong , toi muén chuyén sang cac Sheeet bang ban phim nhuw thé nao
Ban bam Ctrl - PageUp dé doi sang trang trudc
Ctrl - PageDown d¢ doi sang trang sau

28. T6i mudn danh don vi ciia dién tich thi phai lam thé nao ? Nhw m2 ching han .
1-PAu tién ban ctr g m2 nhu binh thudng.

2-Ban boi den s6 2 --> baAm chuot phai vao s6 2 vira boi den do.

3-Chon FormatCells

OK.-Dénh dau vao 6 Supperscript

29. Trong Excel khong c6 sin tinh niing d6i chd hai haing ma nguoi dung phai sit dung
Macro , cach thire tién hanh nhw sau

* Mo Excel

« Bam t6 hgp phim Alt-F11 , xut hién cira s6 MS Visual Basic



« Bdm chon menu Insert , chon Module va ban Copy ndi dung toan bo dudi day
Sub swapRows()

Dim xlong As Long

If Selection.Areas.Count <> 2 Then

MsgBox "Phai co chinh xac hai vung the doi cho." & Chr(10) _

& "Ban co " & Selection.Areas.Count & " vung."

Exit Sub

End If

If Selection.Areas(1).Columns.Count <> Cells.Columns.Count Or _
Selection.Areas(2).Columns.Count <> Cells.Columns.Count Then
MsgBox "Must select entire Rows, insufficient columns™

Exit Sub

End If

Dim areaSwapl As Range, areaSwap2 As Range, onepast2 As Range

If Selection.Areas(1)(1).Row > Selection.Areas(2)(1).Row Then
Range(Selection.Areas(2).Address & "," & Selection.Areas(1).Address).Select
Selection.Areas(2).Activate

End If

Set areaSwap1l = Selection.Areas(1)

Set areaSwap2 = Selection.Areas(2)

Set onepast2 = areaSwap?2.Offset(areaSwap2.Rows.Count, 0).EntireRow

areaSwap2.Cut

areaSwapl.Resize(1).EntireRow.Insert Shift:=xIShiftDown

areaSwap1l.Cut

onepast2.Resize(1).EntireRow.Insert Shift:=xIShiftDown

Range(areaSwapl.Address & "," & areaSwap2.Address).Select

xlong = ActiveSheet.UsedRange.Columns.Count ‘correct lastcell

End Sub

« Quay trd lai Excel va danh ddu chon 02 hang dit liéu can chuyén . Cha ¥ phai danh dau tit ca
hang

* Chay Macro c¢ tén la swapRows

Lam thé nao tir ngay thang nim c6 thé xac dinh duoc thir trong tudn khong ?

Tir ngdy thang nam trong Excel dé xac dinh thi trong tuan ban sir dung him WEEKDAY va
ngdy trong tudn dugc hién thi bang con sé . Néu ban mudn xac dinh theo kiéu tir Thr hai cho t&i
Chu nhét thi ban lam nhu sau

O Al 1a ngay . Vi du 04/09/2008

O BI sé& xac dinh theo cong thirc nhu sau

=CHOOSE(WEEKDAY(A1),"Chua nhat","Thu hai","Tha ba","Thtr tu","Tht nam","Tha
sau","Thu bay")

30. Lam thé nao tir ngay thang nam co thé xac dinh dugc thir trong tuin khong ?
Tt ngay thang nam trong Excel dé xac dinh thur trong tuan ban sir dung ham WEEKDAY va
ngay trong tuan dugc hién thi bang con s . Néu ban mudn xac dinh theo kiéu tir Thir hai cho t&i



Chu nhat thi ban lam nhu sau

O Al 1a ngay . Vi du 04/09/2008

O BI s& xac dinh theo cong thirc nhu sau

=CHOOSE(WEEKDAY(A1),"Chu nhat","Thir hai","Th ba","Tht tu","Th nam","Thu
sau","Thkr bay")

31. Dau cong thirc nhung vin hién thi két qua ciia trong Excel

Dau cong thirc nhung van hién thi két qua cta trong Excel ban lam nhu sau :

1. BAm menu Format , chon Cell

2. Chon tab Protection , danh dau tich dé chon phan Locked va Hidden , bAm OK

3. BAm menu Tools , chon Protection , chon Protect Sheet

Ban dit Password néu nhu khong muén cho moi ngudi thay doi

32. Tao ham tinh nam , ngay , thang giira hai thoi gian cho truéce
Tao ham tinh nim , ngay , thang giira hai thoi gian cho truéc cin lam nhw sau :
1. M6 Excel , bdm t6 hop phim Alt-F11

2. Cira s6 Microsoft Visual Basic mé ra , chon menu Insert , chon Module
3. Ban cit dan theo ndi dung duéi day

Function Age(Datel As Date, Date2 As Date) As String

Dim Y As Integer

Dim M As Integer

Dim D As Integer

Dim Templ As Date

Templ = DateSerial(Year(Date2), Month(Datel), Day(Datel))

Y = Year(Date2) - Year(Datel) + (Templ > Date2)

M = Month(Date2) - Month(Datel) - (12 * (Temp1 > Date?2))

D = Day(Date2) - Day(Datel)

If D <0 Then

M=M-1

D = Day(DateSerial(Year(Date2), Month(Date2), 0)) + D

End If

Age=Y &"nam" &M & " thang " & D & " ngay"

End Function

4. Thoat khoi Microsoft Visual Basic , quay trd vé Excel

33.Khi t6i mé mét file Excel thi file d6 mé ra nhung lai thong bao 16i 1a file c6 tén nhuw thé
da dwoc mé va khong thé mé 02 file c6 ciing mét tén nhw vay.

Khi mé mdt file Excel thi file d6 mé ra nhung lai thong béo 161 1a file c6 tén nhu thé da duge mo
va khong thé mg 02 file c6 ciing mot tén nhu vay thi ban can lam nhu sau

1. Béng Excel

2. Bam Start --> chon Run --> g6 :



"C:\Program Files\Microsoft Office\OfficeXY\Excel.Exe" /regserver --> bam OK
OfficeXY la tuy theo by Office ma ban cai vao may tinh
3. Khoi dong lai may tinh

34.Nhirng File Excel ciia toi khi mé ra lai bao Read-only , toi muon khdi phuc trang thai cii

Nhiing file Excel trong mot thu muc nio d6 lai dinh dau Read-only , ban 1am hnu sau :
1. Béng Excel

2. Dung MyComputer hodc Windows Explorer tim theo thu muc

C:\Windows\temp ==> xo04 nhirng file trong do

3. Khoi dong lai may tinh

35. Tw dong can chinh cho vira <8/31/2006 4:46:51 AM>

Trong Excel khi chiing ta gé ndi dung ciia 6 hodc cot nhiéu khi sé vurgt qua kich thuéc
ngam dinh , dé ty dong diéu ching ching ta 1am nhw sau :

1. Hinh duéi day 1a kiéu vuot khoi kich 6

2. Ban dua chudt vao vién bén phai ctuia ¢t va nhap dup chudt trai

36. chao anh, chi cho em héi 1. Em c6 mdt mét file excel giri cho nguoi khac, em mudn
ngudi ta doc ngung khong sira cot dir liéu dwoe. vi du thém cdt méi hodc xo4 ¢t s6 licu
dang cé. thi phai 1am thé nao.

Pé khong cho nguoi nao chinh sira file , ban chi cin diit Password vachi cho phép xem ma
khong sira , qua trinh thuc hién nhw sau :

1. M¢ file trong Excel ma ban mudn.

2. B4m menu File --> chon Save as

3. Trong cura s6 Save As --> chon Tools --> chon General Options

4.’Ban ’dét passyvord cho muc Password to modify )
Bam dau tich dé chon Read-only recommended --> bam OK

5. Ban gd tiép ding password trudc vao muc Reenter password to modify --> bam OK --> bim
Save

6. Mubn stra file Excel ban ding chuong trinh Excel Recover

37.Tirc l1a trong Excel mac dlnh khi mlnh mudn danh sé trang thi s0 trang lal bat diu tir 1
tro dl va bay gio' minh muén danh sb trang bat dau tir 15 hay bt ky mot s6 nao minh
mudn thi phai lam thé nao?

Pé danh s6 trang lai, vi du tr trang 15 tr¢ di ban lam nhu sau :

1. BAm menu File --> chon Page Setup

2. Chon tab Page --> phan Firt page number , ban thay Auto bang s6 15 --> bdm OK



38.T6i muodn cac viin bin di lam ty dong save trong excel thi phai lam nhw thé nao?
Pé tw dong Save (AutoSave) trong vin ban Excel , ban cin 1am nhuw sau :

1. M6 file Excel ma ban mudn .

2. BAm menu File --> chon Save As

3. Bam Tools --> chon General Options

4. Panh dau tich dé chon phan Always create backup --> bam OK --> bam Save

39. Trong Excel minh 1am mot bang dai 5 trang. Minh phai 1am sao dé khi in ra gidy (ma
khong 1am xuit hi¢n trong bang), dong dau tién trong bang ¢ trang 1 ciing c6 & trong 4
trang sau dé cho dé biét cac chi tiét trong bang.

Dé in mot sb dong ( hoac mot sb cot ) ¢b dinh vao cac trang sau thi ban lam nhu sau :

1. Mo file Excel ma ban dinh in .

2. bAm menu File --> chon Page Setup --> chon tab Sheet

3. Ban mudn in c¢b dinh dong nao do trong tat ca cac trang thi chon Rows to repeat at top
Ban mudn in ¢6 dinh cdt nao do thi ban chon Columns to repeat at left
4. Ban dua chugt vao nhitng hang hoac ct ma mudn c6 dinh khi in , nhu hinh duéi day

5. BAm OK dé hoan tit

40. T6i mudn doi tat ca thanh chir hoa ?

Dé d6i tat ca thanh chir hoa ban cit dan theo ndi dung dudi day

Sub MakeUpper()

Dim MyText As String

Dim MyRange As Range

Dim CellCount As Integer

Set MyRange = ActiveSheet.Range(ActiveWindow.Selection.Address)
For CellCount = 1 To MyRange.Cells.Count

If Not MyRange.Cells(CellCount).HasFormula Then

MyText = MyRange.Cells(CellCount).Value
MyRange.Cells(CellCount).Value = UCase(MyText)

End If

Next CellCount

End Sub

41. Dé thay thé tir chir hoa sang chir thwong ma khéong thay ddi vi tri ciia cac 6 ki tw, ban
phai sir dung Macro .

Sub MakeLower()

Dim rngSrc As Range

Dim IMax As Long, ICtr As Long

Set rngSrc = ActiveSheet.Range(ActiveWindow.Selection.Address)
IMax = rngSrc.Cells.Count

For ICtr =1 To IMax

If Not rngSrc.Cells(ICtr).HasFormula Then



rngSrc.Cells(ICtr) = LCase(rngSrc.Cells(ICtr))
End If

Next ICtr

End Sub

42. Toi dung excel de nhap diem TB cho hoc sinh co cach nao khi toi go 65 thi trong o hien
6.5 hay khong mong bao tra loi cho toi .

Pé g6 65 thanh 6.5 ban 1am nhwr sau

1. Ban m¢ file Excel

2. BAm menu Tools --> chon Options --> chon tab Edit

3. Ban danh déu tich dé chon phan Fixed decimal --> phan Places 1a 1 --> bam OK

43. M6i 1an ti két thiic vao s6 liéu trong mot 6 va bam phim Enter thi 6 sang cir nhay 1én
trén , 1am thé nao dé khi téi bAm Enter 6 sang nhay sang bén phai ?

1. Bim menu Tools --> chon Options

2. Chon tab Edit --> trong muc Direction , chgn Right --> OK

44.T6i c6 mdt A1 1a ngay thang nim , tdi mudn tinh sau X ngay lam viéc 1a ngay thang nao
thi tinh nhw thé nao ? T6i khong thé sir dung A1+X dwge vi liic nay né tinh ludn ca ngay
thi bay va chii nhét . Téi chi mudn tinh sau X ngay lam viéc .

Ban mudn tinh dwoc ngay nay phai sir dung Analysis ToolPak trong Excel . Pé cho phép
Analysis ToolPak hoat dong ban cin phai lam theo nhitng buéc sau :

« BAm menu Tools --> chon Add-Ins

* Panh déu tich dé lwa chon Analysis ToolPak --> bAm OK

Pé tinh ngay lam viéc twong lai sau X ngay cho trwéc ban chi cin tinh theo cong thic sau
=WORKDAY (A1,X)
Vi du tinh theo 12 ngay lam viéc sau =WORKDAY(A1,12)

45.Trong Excel khi gé ngay thang 15/02 thi hién thi 15-Feb hoic 23/06 thi hién thi 23-Jun
1am thé nao hién thi dwoc thi tw ngay tirc 1a 15th February hoic 23rd June

Ban cin lap cong thirc nhw sau
=DAY(A1)&IF(OR(DAY(A1)={1,2,3,21,22,23,31}),CHOOSE(1*RIGHT(DAY(A1),1),"st","
nd ","rd "),"th")&TEXT(Al," mmmm, yyyy")

46.T6i mudn thay thé mot chudi ki tw trong tit ca cac Sheet bing mét chudi ki tw khac thi
1am thé nao ? Téi chi thiy c6 thé thay thé dugc mot Sheet .

Trong Excel khong hd trg phuwong thire 1am nhw thé , néu mudn ban c6 thé Iam nhu sau
1. M¢& Excel

2. BAm ALT-F11 --> cira s6 Microsoft Visual Basic mé ra --> bAm menu Insert --> chon
Module

3. Ban cit dan theo ndi dung dwéi day

Sub Chglnfo()
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Dim Sht As Worksheet

For Each Sht In Worksheets

Sht.Cells.Replace What:="Chudi ki tw cin thay thé ",

Replacement:="Bing chudi ki tw méi "', LookAt:=xIPart, MatchCase:=False
Next

End Sub

4. Quay tré vé Excel

5. Bam Tools --> chon Macro --> chon Macros --> bam macro c6 tén la ChglInfo

47. Trong Excel sau khi tao mdt ham méi t6i muodn sir dung trong tit ca cic chuwong trinh
str dung Excel khac thi lam nhw thé nao

1. Ban d3 tao xong ham dé sir dung trong Excel tir MS Visual Basic

2. Quay tré vé Excel

3. BAm menu File --> chon Save as

4. Trong phin Save as type & cira so6 Save As --> ban chon Microsoft Office Excel Add-In --
> oo tén file ma ban muén lru & phan File name --> biAm Save

5. BAm menu Tools , trong man hinh Excel , --> chon Add-Ins --> danh déu tich vao tén file
Add-In ma ban vira tao ra

48.Trong Excel sau khi copy va dan thi luén cé dwong vién & phian danh dau , lam thé nao
dé bé chiing di ngay sau khi da dan xong ?

1. Bim menu Tools --> chon Options

2. Chon tab Edit

3. Ban b6 danh diu tich ¢ phén :

* Show Paste Options buttons

* Show Insert Options buttons

49. Lam thé nao dé thay doi mau ciia nhimg duong ké trong Excel
1. M¢& Excel

2. Bim menu Tools --> chon Options

3. Chon tab View --> ban thay déi tai phan Gridlines color

50. Truy cap nhanh vao WorkSheet trong mgt file Excel c6 qua nhiéu WordSheet .
Khi WorkBook ciia ban cé qua nhiéu Sheet va viéc chuyén dén cac Sheet khac nhau khé
khén , ban chi can bam chugt phai vao thanh cudn cac Sheet

xuat hién cira so chira tén cac Sheet ban chi can chon Sheet ma ban muon den

51.T6i sir dung Excel , khi mé nhiéu file thi chi xuit hién tén ciia mdt file trén man hinh ,
1am thé nao dé hién thi cac file di mé & thanh Start Bar cho dé theo doi ?

1. M¢& Excel

2. Bam menu Tools --> chon Options

3. Chon tab View --> d4anh déu tich dé chon phin Windows in Taskbar

4. BAm OK

52.Trong Excel tdi mudn tao mdt cdt ma khi vio so liéu trong cdt nay thi chi cho phép mot
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s0 gia tri cho trudc , cac gia tri nay tdi c6 thé chon bang cich Drop List

1. Ban c6 thé tao mdt cft ma c6 gia tri trwéec ma ban mudn dé lya chon

2. Ban bbi den danh ddu c4t ma ban mudn lam .

3. Bam menu Data --> chon Validation

4. Trong danh sach Allows --> chgn List

5. Dung hop Source dé chon danh sach cho truéc , hoic ciing ¢é thé do ban tw go vao tuy y
6. Bam OK

y

8

. Ban s€ c6 thé lya chon theo y muon

53.Lam thé nao dé ngiin chin tinh trang khi file Excel bi 16i " corruption”

Trong Excel ban nén dé ché do AutoSave va Automatic Backup

1. Bim menu Tools --> chon Options --> chon tab Save --> danh déu tich dé lwa chon Save
AutoRecover info every --> giam thai gian tuy thugc theo cong viéc cia ban

2. Bam menu File --> chon Save As

3. Chon Tools --> chon General Options --> danh dau tich dé lya chon phin Always creat
Backup

54.T6i c6 cot A va cdt B, téi mudn liy nhirng gia tri gidng nhau ciia hai ¢4t nay va luwu sang
¢t C thi lam nhw thé nao ?

Vi du c6 7 hang thi ban lam theo cong thirc sau :
=IF(ISERROR(MATCH(AL,$B%$1:$B%$7,0)),""",Al)

55.T6i mudn dém su xuit hién ciia mét gia tri trong mot bang ?
Vidu:

Al: XXX B1: XXX C1: XXX

A2: YYY B2: XXX C2: XXX

A3: DDD B3: DDD C3: YYY

Ad: XXX B4: YYY C4: DDD

Khi mudn tinh gia tri XXX xuit hién bao nhiéu lin

thi tai 6 két qua ban g6 cong thirc nhw sau
=COUNTIF(A1:C4,B1) --> bam kém t6 hop phim CTRL+SHIFT+ENTER --> dé danh diu
mang so liéu

ban sé thay xuit hién {=COUNTIF(A1:C4,B1)}

PHIM TAT

Alt + Enter Bit ddu dong méi trong 6

Ctrl + Delete Xoa tit ca chir trong mot dong

Ctrl + D Chép dir liéu tir 6 trén xudng 6 duéi

Ctrl + R Chép dir li¢u tir bén trai qua phai

Shift + Enter Ghi dir liéu vao 6 va di chuyén Ién trén trong ving chon
Tab Ghi dir li¢u vao 6 vao di chuyén qua phai ving chon

Shift + Tab Ghi dir liéu vao & vao di chuyén qua trai viing chon

= Bit ddu mét cong thirc

F2 Hiéu chinh dir liéu trong 6
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Ctrl + F3 Dat tén cho vung chon

F3 Dan mot tén da dat trong cong thirc

F9 Cap nhit tinh toan cic Sheet trong Workbook dang mé

Shift + F9 Cap nhat tinh toan trong sheet hi¢n hanh

Alt += Chén cong thirc AutoSum

Ctrl + ; Cap nhat ngay thang

Ctrl + Shift + : Nhap thoi gian

Ctr+K Chén mot Hyperlink

Ctrl + Shift + ” Chép gia tri ctia 6 phia trén vao vi tri con tré cia 6 hién hanh
Ctrl +° Chép gia tri ciia 6 phia trén vao vi tri con tré cia 6 hién hanh

Ctrl + A Hién thi Formula Palette sau khi nhdp mét tén ham vio cong thic
Ctrl + Shift + A Chén déu () va cac ddi s6 cia ham sau khi nhip tén ham vao cong thirc
Ctrl+1 Hién thi Iénh Cell trong menu Format

Ctrl + Shift + ~ Pinh dang sb kiéu General

Ctrl + Shift + $ Pinh dang so kiéu Curency véi hai chir s6 thip phén

Ctrl + Shift + % Pinh dang s6 kiéu Percentage (khdng c6 chir so thap phin)
Ctrl + Shift + ~ Pinh dang s6 kiéu Exponential véi hai chir so6 thap phan
Ctrl + Shift + # Pinh dang kiéu Data cho ngay, thang, nam

Ctrl + Shift + ? Pinh dang kiéu Numer véi hai chir s6 thap phan

Ctrl + Shift + & Thém dwong vién ngoai

Ctrl + Shift + - B6 dwong vién

Ctrl + B Bat tit ché d9 dam, khong dam

Ctrl + I Bat tit ché dd nghiéng, khong nghiéng

Ctrl + U Bit tit ché do gach duéi

Ctrl + 5 Bat tat ché do gach giira khong gach giira

Ctrl + 9 An dong

Ctrl + Shift + ( Hién thi dong 4n)
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Thu thuat Excell




MUC LUC

Hién thi d6i $6 ¢la CACAML............c..cooviieeiieeeeeeeeeeeee e 3
Tham chi€u AC DAML.............cooviviiieeiieeee e 3
Ding F9 d@é tinh tam thoi............c.cocooovoiiviiiiiieeeeceeeecee e, 3
Lién két text box t6i dit e trong 6 ..........cccoovovovveeeveceeeieeeceeeecee e, 3
Lién két mot hinh anh t6i MOt dAy 0.........c.ccvvevvieiieeceeeeece e, 4
Str dung Advanced Filter ... 4
Sir dung ham Sum+ If dé tinh tong dir liéAdvanced Filter ...................ccc..c..co....... 4
Sir dung ham Sum+ If dé dém dit liéu ............ccooovoveveireceeecceeece e 4
Pién nhanh dir liéu bang cac 6 gGIONE NhAU.............c..c.cooevivivieieceeeeece e, 4
Sap xép mdt danh sach @3 AWPC 10C.........o.ooovvvevereieeeeeeceeeece e 5
LAy cic bd loc khi cong viée dd hoan thanh ...............c.coooooeeiieiiieneceeeceee, 5
Lam vira dir li€u trong mt trang .................cooooiiiiiiiiii e 5
Hién thi cAc 0 hay dUNG...........c.oocooiviviiieeieeeeeeeeeceeeeee e, 5
Tim nhanh cic 6 c6 chira cOng thirc..............ccooiiiiiii 5
B6 sung Shift nén web vao bang tinh.................c.cccooveviiiireieeeceeeeeeee e, 5
Sir dung 6 tham chiéu va nhin text trong cac cong thirc .............ccocooovevveerennnnn.. 5
Lam thé nao dé 4n dinh mdt macro t6i mot NUL?..............cocovveieieieeieeeeeeeea, 6
Hién thi cong thirc mdt cach an tOAN .................coooeviveieeieeceeecee e, 6
SAp xép cac Ky twin hoa VA in thuwdng..............cooooooieiirieeeeeceeeceeeeee e 6

Chuyeén doi cAc NhaN tH1 CAC SO ..........evvviiiiiiiie e 6



Dé gitip cac ban khai thac cac tinh ning wu viét trong cong tac xir Iy bang tinhd dbi
véi phan mém Microsoft Excel, xin gidi thi€u mdt so thu thudt duoc coi 1a hay nhat
cua phan mém nay:

Hién thi doi so ctia cac ham

Dé xem doi sér trong mot cong thirc, hay ghén Ctrl- Shift- A. Vidu, ’néu ban go
=RATE va nhan Ctrl- Shift -A, ban c6 thé nhin thay tat ca cac doi s cho ham nay (vi
du =RATE (nper, pmt, pv, fv, type, guess)).

Néu ban mudn biét chi tiét hon, g0 theo: =RATE
Va nhin Ctrl+A dé hién thi theo Function Wizard.
Tham chiéu cac ham

Pé tham chiéu cac ham ung dung trong Excel, ban hay gitr phim Shift-F3, Excel sé&
dua ra hop thoai chira tat ca cac ham tng dung va hudng din cac ca phap cu thé cho
tirng ham khi ban di chuyén con tré diém sang dén ham mudn tham chiéu. Pay ciing
1a cach nhap cong thirc nhanh ma khong can gd toan bd ¢l phap.

Dung F9 dé tinh tam thoi

Néu ban tao mot ban tinh c6 chira cong thire qua dai nén khong thé biét ngay két qua,
ban c6 thé kéo con tré dé chon mot phan ctia cong thirc trong thanh cong thirc, va an
phim F9. Lap ttc, két qua ctia mot cong thirc con trong diy cong thirc cta ban s& hién
trén man hinh. Quan trong hon, 1a ban khong duoc 4n Enter, mot phﬁn cua cong thuc
d6 s& bi mat, nén dé chic chin ban phai an phim ESC. Tuy nhién néu ban nh& an
Enter, thi hiy thir 4n t6 hop phim Ctrl- Z dé phuc héi lai cac thay d6i.

Lién két text box t6i dir liéu trong 6

Ban c6 thé lién két mot text box tdi dit liéu trong mdt 0 cua ban tinh béng cach tao ra
mot text box va lién két cong thirc tra lai két qua ciia 6 do tdi text box.

1. Nhip vao biéu tuong tao mot text box trén thanh cong cu Drawing. Nhip vao bang
tinh va kéo con tré de tao mot text box.

2. Pua con tro téi thanh cong thire, gd cong thirc da cho két qua t6i 6 can lién két vao
text box. (Vidu: trong 6 Al ban c6 s0 liéu la 2. Trén thanh cong thirc, ban go =Al).
Va an Enter.

3. Text hay sb liéu ban g trong 6 da lién két (vi du A1) s& xudt hién trong text box.
Trong vi du trén thi text box s& c6 gia tri & trong la 2.

Ban c6 thé di chuyén text box téi mot vai ban tinh khac trong tap bang tinh néu ban
muon.



Lién két mot hinh anh téi mét diy 6

Ban c6 thé copy mot diy 6 va dan nhanh chiing nhue mdt hinh dnh trong mét ban tinh.
Day ciing 1a mdt cach tinh xao dé d& dang nhin thiy 6 nao d6 tai mot vai noi trong
bang tinh ctia ban. Ban c6 thé sir dung phuong phap ndy dé in cac 6 trong mot trang.
Khi cac 6 lién két thay dbi thi cac dinh dang nay ciing duoc ap dung cho cac 6 duoc
lién két. Dé tao mot hinh anh duogc lién két, ban theo cac budc:

1. Chon céc 6 c6 chira dir liéu gdc.
2. Nhip vao Copy trén menu Edit.
3. Chon 6 ma ban mudn dan hinh anh vira chon xuét hién.

4. Trong khi giit phim Shift, nhip vao Paste Picture Link trén menu Edit. Két qua s&
cho nhanh chéng.

Sw dung Advanced Filter

Néu ban tao mot danh sach Shift trong Microsoft Excel va muén chon tai dix liéu d6
va copy chiing t6i bang tinh khac, hiy str dung 1énh Advanced Filter. Dé bat dau st
dung 1énh nay, nhap vao Filter trong menu Dat, nhip vao Advanced Filter va 1am theo
cac chi dan.

Sir dung ham Sum+ If dé tinh tong dix liéAdvanced Filter

Gia str ban tao mot danh sach dir liéu trong o tir Al dén A10 va mudn tinh téng tat ca
cac gia tri 16n hon 50 va nhé hon 200. B¢ 1am duoc vi¢e nay, st dung theo dong cong
thirc dudi day:

=SUM( IF( A1:A10 >=50, IF( Al: A10 <=200, A1:A10,0),0))

Dé chic chin ban nhap cong thire nhu la mot day, ban hay an Ctrl- Shift- Enter. Sau
d6 ban s€ nhin thay dau ngoac {} trong cong thirc. Nhung khong dugc an Enter khi
dang gd cong thurec.

Sir dung ham Sum+ If dé dém dir liéu

Ban da c6 mdt danh sach dir li¢u trong cac 6 Al: A10, va mubdn dém tat ca cac gia tri
16n hon 50 va nho hon 200. Ban st dung cong thirc sau:

=SUM( IF( AL:A10 >=50, IF( Al: A10 <=200, 1,0),0))
Pién nhanh dir liéu bang cac 6 giong nhau

Bing cach nhip dup chudt vao goc phai dudi ciia mot 6 dé lam xuat hién con trd hinh
dau cong s€ tao ra mot chudi dir liéu gidng hét 6 gde trong céc 6 tiép theo cua cot. Vi
du, néu ban gd dir liéu trong cac 6 Al: A20, g6 mot cong thirc hay text vao trong &
B1. Nhip hai lan chudt vao goc dudi ciia 6 B1. Microsoft Excel s& dién dir liéu xudng
phia dudi cot tir 6 B1 té1 6 B20.



Sip xép mét danh sich di dwoc loc

Dé sép )gép mot danh sach da duqq loc, chon D,ata\,Sort, va chon cot thiph hop tur hdp
dicu khién Sort by. Bac biét ban can luu ¥ 1a sap x&p theo thir tu tang dan (Ascending)
va gidm dan (Descending) va nhap vao OK.

LAy cac bd loc khi cong viéc da hoan thanh

Néu ban sir dung AutoFilter dé loc cac ban ghi, ban da két thuc viéc hién thi cac
record d6, nhung sau d6 ban lai mudn xem lai tit ca cdc ban ghi ctia ban mot lan nira.
Pé nhan duoc cic ban ghi do, don gian ban chon All tir danh sach tha xudng ciia bo
loc hién tai. Néu ban mudn tit chirc ning AutoFilter, chon Data\ Filter va xo4 chon
trong AutoFilter.

Lam vira dir li€éu trong mot trang

Excel d3 rat "cb géng” dé dua that nhiéu dit liéu cho vira mot trang, nhung ban c6 thé
giam b6t hay 1am tang thém cho cac dit liéu bang tinh ciia ban bang cach thay dbi lwa
chon Adjust To % Normal Size. Hay ban c6 thé sir dung lya chon Fit To Pages dé nén
dir liéu cho day sb trang riéng biét. Pon gian, ban chon File\ Page Setup va thir
nghiém véi hai lya chon d6 bang cach thay ddi cac thiét dit cua chung. Cubi cung,
nhip vao nat Print Preview dé xem két qua.

Hién thi cac 6 hay dung

Dé tim ra bit cr 6 nao ma ban hay dung, chon Auditing tir menu Tools va chon Show
Auditing Toolbar. Nhip vao mét 6 cung véi mot cong thire, khi d6 chon Trace
Precedents (nat dau tién trén thanh céng cu Auditing), va dua miii tén téi cac 6 ma
ban dé sir dung dé tinh toan céc gia trj cua riéng 6 do, luc nay hinh mii tén mau xanh
s& xudt hién co lién két tir cac 6 dir lidu t6i 6 két qua. Dé xo04 cac miii tén, nhip vao
nat Remove All Arrows.

Tim nhanh cac 6 cé chira cong thirc

Pé tim ra noi cac 6 chira cong thirc mdt cach nhanh chong trong bang tinh, chon Go
To tor menu Edit. Trong hop thoai xuét hién, chon Special\ Formulas, va nhip vao
OK. Khi @6, mdi 6 c6 chira mot cong thitrc s€ dugc lua chon.

Péanh diu vao Formulas trong hop thoai Go To dé chon 6 co cong thuc.

B6 sung Shift nén web vao bang tinh

Dé bo sung dit liéu "séng" tir cac bang tinh nén web t4i bang tinh hién tai ciia ban: mo
bang tinh Web, g6 URL vao trong hop thoai File Open sau d6 chon va copy cac 6 ban
muén. Trong bang tinh ciia ban, chon Paste Special tir menu Edit va nhip vao nut

Paste Link.

Sir dung 6 tham chiéu va nhin text trong cac cong thirc



bé st dung cac tham chicu 6 cung vdi nhan text trong mot cong thirc, ban chi viéc go

mdt ky hiéu (& & giira tham chiéu va text. Vi dy, dé hién thi dong dit liéu 1a "25
Departments", go (=Al & "Departments"), trong do Al chira so 25.

Lam thé nao dé an dinh m¢t macro t6i mot nut?

Ban muén chay macro hay ham chi bang mot thao tac nhap vao mot nat? Bang cach
gan mot ham hay mot macro toi mot ndt tuy bién ban c6 thé thuc hién rat nhanh
chéng ma khéng phai chon Tools\Macro. B¢ 4n dinh mdt macro téi mot nut, chon
View\ Toolbars\ Customize. Nhip vao tab Commands va chon Macros trong diéu
khién Categories. K[Justom Button trong Commands téi mot thanh cong cu. Khi ban
da bd sung xong nut macro, nhip vao nat ¢ biéu twong hinh mit cudi mau vang va
nhip vao nat Modify Selection trong hop thoai Customize. Chon Assign Macro tur
menu shortcut mgi xuat hién. Cudi cing, dé dong nhat macro ban mudn téi gan vao
nat macro, nhiap vao OK, va nhip vao Close.

Hién thi cong thirc mdt cach an toan

Ban nhé phai ludn ludn ghi bang tinh trudc khi chuyén téi cong thirc hién thi bang
cach 4n Ctrl - ~. Khi ban quay lai bang tinh sau khi hién thi cac cong thirc, ban co thé
tim thdy mot vai dinh dang khac nhau. Vi du, Excel c6 thé da thay doi d6 rong cot
cing mot vai cot khac ciia ban. Néu diéu nay xay ra, don gian mo lai bang tinh dé
quay lai dinh dang d3 mat. Phuong phap khac 1 chuyén bang tinh theo cach & trén va
tat bang cach vao menu Tools\Options chon Views va danh ddu chon vao 6 Formulas.
Nhip va OK dé két thic.

Sap xép cac ky tw in hoa va in thuong

Excel khong quan tdm dén truong hop cac ky tu chir cai khi sdp xép, trir khi ban
thong bao to1 no. Néu ban muén phén biét gilra chir in hoa va in thuong trong qua
trinh sép xép, chon dir liéu ban mudn sip xép, chon Data\Sort. Nhip vao Options
trong hdp thoai Sort va chon lya chon Case Sensitive. Nhap vao OK hai 1an. Ban sé&
phai nhd dé chon lira chon nay mdi 1an vi Excel s& khong giir lai thiét dat nay.

Chuyén doi cac nhan tdi cac so

Text dang s6 1a mot kiéu dir lidu hop 18. Vi du mot s6 phone khong hoan toan 1a mot
s6. Khi luu trir kiéu dir liéu ndy, ban co thé thém vao dir liéu nhap vao bang ky tu ().
Tuy nhién, thinh thoang cac gia tri s6 dugc nhap vao dugc nhép nhu la text s va diéu
niy co thé xay ra ric réi. May thay, c6 thé dé dang chuyen d6i text sb toi dang s6. Ban
theo cac budc sau: chon cac 6 dir liéu ban muon chuyen ddi. Chon Data\ Text To
Column. Nhip vao Next hai 1an. Chon General format va nhap vao Finish. Excel s&
chuyén doi text so thanh dir lidu s6.

Vé hinh vuong va bau duc nam trong cell
Khi str dung chtrc ndng v€ hinh vuong va bau duc trén thanh cong cu Draw, hinh v& s¢€



khong nam trén bat cir mdt ving cell ndo trén bang tinh. Dé hinh v& nim trong cell,
khi v& ban nhan giir phim Alt, hinh v& s€ di theo tung cell khi ban ré chuot.

Sao chép Formula
Khi ban str dung cong thire tinh todn nao dé trong mot cell bén trén va lai mudn sao
chép tiep xuong cell bén dudi thi ban chi can nhan t6 hgp phim Ctrl — D dé thuc hién

Hién thj thoi gian hién hanh

Néu mudn hién thi thoi gian hién hanh 1én mét cell nao do thi ban ¢ thé sir dung
cong thirc tinh 13 Now() — Today(). Néu ban mudn hién thi thoi gian trong mot cell
nao do6 cung vdi dong thong bao 1a “Bay gio 1a : ““ thi ban nhap vao cell nhu sau :
="Bay gid 1 : “ & TEXT( NOW () ,”h:mm AM/PM”)

Cdc tham so gid ldp trong Excel

Ban cam thiy khé khan khi phai nhé tat ca ca phép cua cac ham trong Excel? Dé
khong phai nhd ban c6 thé chon Insert/Function, chon mot hiam va dién tham s vao
khung hdi thoai. Mudn moi viéc nhanh hon, g0 tén ham r6i nhdn CTRL + A dé dan
cac tham s gia lap vao. Vidu: néu g0 “=PMT” vao mdt 6 r6i nhdn CTRL + A, ban s&
c¢6 cong thirc =PMT((rate,nper,pv, fv,type). Thay thé cac ham gia 1ap bang tham s6
thuc té sau d6 thuc hién ham.

Doi gid tri ma khéong can diing cong thirc

Ban phai thuong xuyén cap nhat ban gia bang bang tinh Excel. D61 luc, ban can tang
mot nhom cac gia tri 1én s6 phan trim nhét dinh nao do, ban s& tao cong thirc r01 dung
1énh Edit/Paste Special dé thay gia tri ban dau bang két qua mdi tinh toan va cubi
cung, ban phai x6a cong thirc d6 di. Giai phap sau c6 thé gitp ban tiét kiém duoc
nhiéu thoi gian. Gia sir ban muén ting 5% cho céc gia tri trong viing A2:A100. Hay
thue hién cac budc sau:

1. Nhap 1,05 vao mot 6 trong bat ky va chon Edit/Copy.

2. Chon viing ban mudn stra doi (¢ day 1a A2:A100).

3. Chon Edit/Paste Special.

4. Trong khung hoi thoai Paste Special, chon Multiply rdi nhin OK.
5. Xo6a gia tri dd nhdp vao ¢ bude 1 vi khong dén can né nita.

Thao tac ndy di nhéan cac gia tri trong viing duoc chon 1én 1,05 1an, tuong duong voi
viéc tang 1én 5%.

Lam dep hinh &anh nén

Khi diing hinh anh lam nén cho so d6 trong Excel doi khi ban nhan thay hinh anh
nay trong rat xau. Lam sao co thé cai thién dé n6 dep hon?

Nguyén nhan 14 vi Excel chura 1am gi dé diéu chinh so d6 ¢ hinh anh. Hay nap
Excel va nhép s6 liéu vao. Chon sb lidu nay roi nhan Insert.Chart. Khi khung hoi thoai
Chart Wizard xuét hién, nhan Finish. Nhan phim phai vao viing so do 16i chon Format
Chart Area. Nhan Fill Effects trong khung hoi thoai vira xuat hién rdi nhéan tiép muc
Pictures trong khung hoi thoai Fill Effects. Bay gio nhan Select Pictures roi nhan dup
chudt vao hinh anh ban muén dung lam nén cho so dd.



Tré vé khung hoi thogli Fill Effects, nhan OK va OK lan nita trong khugg hoi thoai
Format Chart Area. Cudi cung, dung chudt di€u chinh kich thudc so d6 dé hinh anh
duoc dep hon.

Tim Kkiém trong Excel

Chic ban da biét cach dung nhiéu lan khung hoi thoai Find trong Word nhung chwa
bao gio nghi dén viéc dung Khung hé1 thoai nay trong Excel. Khung hoi thoai Find
trong Word va Excel c6 phan khac nhau. Gia sir ban can tim tat ca cac ham SUM xuat
hién trong bang tinh. Chon Edit.Find (hodc nhan <Ctrl>-F). G SUM vao khung hoi
thoai Find rdi bé chon muc "Find entire cells only". Nhan Find Next dé tiép tuc.

Luu ¥ rang ban co thé tim theo cot, theo dong. Khi 1énh Find tim thiy chudi ky tu
can tim, n6 chon 6 chira chuoi ky tu do.

Néu can tim mot chudi cy thé vi du nhu =SUM(A1:AS5), ban c6 thé dung khung hoi
thoai Find d€ tim theo cong thirc hoac gia tri bang cach chon Formulas hay Values
trong khung Look in.

Vé hinh trung véi dwong ké 0 trong Excel

Chue nang AutoShapes cua Excel giup ban xép nhirng ‘hinh ban v& trung v6i nhiing
duong ké 6 trong bang tinh. Cach dé nhat dé thuc hi¢n di€u nay la gitr phim <Alt>
trong khi v&.

Mubn thir chirc ning ndy, chay Excel roi mé mot bang tinh méi. Néu chua thiy
cong cu Drawing trén man hinh, chon View.Toolbars. Drawing. Khi da cé cong cu
Drawing, nhan vao hinh tuong hinh chir nhat (gid st ban muén v€ mot hinh chir

nhat).

Bay gio giir phim <Alt> trong khi kéo chudt dé v& mot hinh chit nhat. Ban s& thdy
cac canh cua hinh chir nhat trung véi cac duong ké 6 trong bang tinh.

Nhén ban gia tri trong danh sach Excel

Ban c6 thuong thdy mot danh sach trong d6 mdi gia tri & cot A ¢6 nhiéu gi tri
tuong Umg ¢ ¢t B nhu vi du trong hinh 1 khong? Khi sap xép danh sach theo tén,
nhiing 6 trong s& khong thé biét duogc ai da ban hang trong thang Hai va Ba.

Néu danh sach nho, ban c6 thé nhap vao nhirng tén bi thiéu. Nhung néu co so dir
liéu qué 16n, hay thyc hién cach sau dé dién tén vao nhiing 6 con tréng:

1. Chon vung c6 dir licu can dién gia tri (trong vi du nay 1a A3:A14).
2. Nhin <F5> d¢¢ m¢ khung hoi thoai Go To.
3. Vao khung hoi thoai Go To, nhén Special.

4. Chon Blanks.



5. Gd = va dia chi ctia 6 dau tién trong cot A (trong truong hop nay 1a =A3) rdi nhin
<Ctrl>-<Enter>.

6. Chon lai vung df{ liéu nay va chon 1énh Edit.Copy. Sau d6 chon Edit.Paste Special,
chon Values ro1 nhan OK.

Chia sé shortcut

Gia sir ban da thiét dit khoang 200 chir viét tit (shortcut) thé hién cho cac san pham
va dich vu ma cong ty ban cung cap trong AutoCorrect ctia Excel. C6 cach nao t6t
nhit dé chuyén nhiing shortcut ndy vao cac may khac dé dong nghiép ctia ban c6 thé
cung su dung.

AutoCorrect, ¢ tir Excel 95, c6 thé stra nhitng 1i chinh ta thong dung mot cach
nhanh chong. Nhiéu ngudi dung Excel ¢3 kham pha duoc rang ban c6 thé gan
"shortcut toc ky" cho mot chudi ky tu dai hon. Vi du, ban c6 thé dinh nghia "awc"
nhu mot shortcut AutoCorrect cia "Amalgamated Widget Corporation of America".
Khi g& awc vao mot 6, Excel sé thay thé bang chudi ky tu twong Gmg. Ban ¢6 thé dinh
nghia va quan 1y shortcut bang cach dung 1énh Tools. AutoCorrect.

Excel va moi tng dung Microsoft Office khac luu cac shortcut AutoCorrect trong
mdt file *.acl trong folder Windows (tén file c6 thé khac nhau). Do d6, khi thuc hién
mdt thay d6i ndo do trong Excel, n6 ciing dugc phan anh trong Word. Tuy nhién,
khong c6 cong cu nao stra dugce file nhi phan *.acl va viéc chuyén mot file nhu thé tir
mAay nay sang may khac s& khong co tac dung gi. Giai phép 1 ding macro VBA dé
tao cac shortcut.

Khoi dong Excel bang mot bang tinh mdi, sau d6 nhap céac shortcut va chudi ky tu
tuong tng vao cot A va B. Nhap bao nhiéu thi tuy ban nhung gitra cac dong dung dé

dong nao trong (hinh 2). Luu va dit tén cho bang tinh nay.

Vi Excel 97, chon Tools.Macro. Macros dé hién thi khung hoi thoai Macros. GO
Create-Shortcuts trong muc Macro Name r61 nhan Create.

Sau d6, nhap macro sau vao VBA, nhén <Alt>-<F1 1>qdé tro vé Excel. (Luu y réng
vdi cac version Excel cii, ban phai chon Insert.Module dé thém mot module VBA).

Sub CreateShortcuts()
ItemCount=Application._
CountA(Range("Sheet1!A:A™))

For Row=1 To ItemCount



ShortText=Cells(Row,1)
LongText=Cells(Row,2)

Application. AutoCorrect._
AddReplacement ShortText, LongText
Next Row

End Sub

Luu bang tinh va chép cho cac ddng nghiép cua ban. Mudn bd sung shortcut cho
AutoCorrect, m¢ bang tinh, chon Tools.Macro.Macros roi thi hanh macro
CreateShortcuts. Nén nhé rang nhitng macro nio tring tén s& bi ghi chong ma khong
c¢6 nhic nho gi ca.

Sép xép theo 4 mic ¢o san:

Trong khi cay x&1 rudng vuon va cay xo1 Windows to1 ¢ nhan dugc mot cau hoi cua
mdt hoc sinh dan tdc. "Em dang thiét ké cong thirc cho 16p em dé phan loai cac mirc
gioi, kha, trung binh, kém. Em mudn Giéi ma d6, Kha mau hdng, trung binh mau
xanh, kém mau den. Nhung em mudn sip xép bang 1énh Data/Sort cot nay thi, phai
xép theo thir tw Gioi dén Kha, dén Trung binh, dén Kém".

Ti ¢ thé khuyén c6 bé nay thém mot cot dé nhan gia tri béng s6 theo gia tri cua cot
nay, roi xép theo cot mo1 nhu nguoi ta thuong lam. Hodc chon thuc don
Format/Conditional Forrmating... Diéu ndy qué binh thudng. T6i mubn nhic dén mot
cach 1am khac. D6 chinh 13 ¥ tudng cua chinh tip doan Microsoft dé cap trong cac bai
phat biéu khi cong b cac bdo OFFICE méi.

Trong bai Trung binh cong theo mau chit, téi c6 nhic dén mot van dé ma c6 18 it
ban dé y. Do 1a viéc thé hién ctia mau sic tuy thudc vao gia tri cua 6. Bai viét nay toi
xin dé cap dén vin dé ung dung sau hon. Ta s& lam dugc gi va tir d6 phat trién thém
dua vao VBA (Ngon ngir 1ap trinh Visual Basic For Application - Qua tang cho
nhitng nguoi thich tim hiéu).

Trong mot 6 cua Excel s& dung gié tri cia 6. Khi ta dé hdp sang tai 6 do, gia tri
hodc cong thirc tinh ra gia tri, s& hién thi trén thanh cong thirc Formular. D6 chinh 1a
gid tri thuc cua 6. Gia tri thuc nay tham gia tinh toan khi cong thirc chi té1 dia chi 6
d6. Gia tri nay con goi la phan thir cép ciia 0.

Hién thi trong 6 khong nhitng chi ¢ gia tri thuc d6, nd con mot dang gia tri khac.
Do 1a gia tri gia, gia tri lam vo boc, khong tham gia tinh toan ma chi giap cho viée
hién thi gi4 tri thuc thir cip rd rang hon. D6 1a phan so cip cua 6.



Don gian nhat nhu bang sau:

(4) Ho tén San pham (D) Muc khoan (E) So véi dinh muce (F)
Ong A 500 300
BaB 400 200
Anh C 700 500
ChiD 800 500

San pham, mirc khoan, dinh muc chinh 13 6 sé. (Phan md ngodc t6i mudn thuyét
minh cho tiéu d¢ cot ctia 6 ¢ hang 4)

Ta thiy, khi nhap véo cac sb, gia tri cia 6 F5 dugc tinh theo:F5 = D5 - E5. Néu D5
va E5 chi 1a sd, thi dwong nhién 6 s& c6 két qua phép tinh. Nhung néu ban danh thém
vio 6 D5 dé thanh "500 c4i". Ban sé& bi 16i #Value. Diéu d6 la dwong nhién vi cac 6
kiéu xau ky tu khong thé thuc hién phép tinh cta toan dugc.

Khi d6, mudn danh duogc "500 cai", ban hay vao FormatCell, chon I\Iumber, chon
Custom va danh vao h@P Type: #.### " cai". Ban s€ thay, phép tinh van thuc hi¢n
binh thuong va trén 6 van hién dua "500 cai".

T61 mo ta twong doi ti mi d€ ban hiéu chit " cai" chinh 1a phan so cap ctia 6. Phan
so cap duogc thuc hién nhu trén, nhung nhé 1a luon phai c6 dau ngoac kép ¢ 2 dau dé
tranh 101 Format.

Copy phéan so cap nay bang cach d€ hop sang tai 6 ngudn réi chon nut Format
Painter (Hinh cai ch6i) roi "quét" vao cac 6 dich.

T6i chép lai phan dinh dang Code cua cac loai gia tri trong 6 trong bai Trung binh
cong theo mau chir d€ ban tién theo doi. Tuy thudc vao gia tri thir cap cua 6, Excel
phan chia thanh 2 loai dinh dang (2 Code chinh).

Code 1: Phan s6 duong ; Phan s6 4m ; Phan s6 0 ; Phan khong phai $0.

Code 2: [ > méc] Phén 16n hon mdc; Phan sb am; Phan tir 0 dén mdc; Phan khong
phai so.

Ban can cir vao code trén dé dinh dang tung phan (Luu ¥, may cia toi cai theo kiéu
Viét Phap nén dau phan cach la dau chdm phay, con may cta ban dinh dang kiéu My
Anh thi dau phan c4ch chinh 1a dau phay).

Tai mdi phan, néu ban diéu chinh mau sdc thi dit tén mau sic vao  trong hop ¢o dau
[ ], sau do danh dinh dang theo khu6n mau quy udc, dau # (khong bat budc hién thi)
vasb 0 (Bat budc hién thi du sb chir s6, néu khong du thi dién sb 0 vao cho dua sd chi
s0). Phan so cap dugc dat trong ddu ngoic kép.




PCWorld VN s thang 4/2001 c6 hudng dan khong cho hién thi trong 6 bang ba

dau ; chinh la khong cho hién ca so va thir cap cua 6.

C6 nghia 1 ta ciing c6 thé chi cho hién thi phan so cp ma khong hién thi phan thir
cap. Con céc 1énh cia EXcel duong nhién chi tac dong t&i phan thr cap roi.

Bay gio xét t6i bai toan ciia ¢6 hoc trd dan toc. Ta hiy dat mic sau day dé cho may

sap xep:
Mire Gia tri Thé hién
1 a Gioi [Mau do]
2 2 Kha [Mau hong]
3 0 Trung binh [Xanh]
4 -1 Kém [Den]

Gia tri to1 s€ dat 1am thir cap, con thé hién, to1 s€ dat lam so cap.

Ta Iwa chon phan xép loai rdi danh vao FormatCell/Number/Type theo code 2 nhu
Sau:

[>1] "Kha" [Magenta] ; "Kém" ; "Trung binh" [blue]; "Gi61" [red]
Khi d6 tuy thudc gia tri thir cip cta 6 néu:
> 1 O s& hién chit "Kh4" mau hong.
Tt 0 - 1 O s& hién chir "Trung binh" mau xanh
S6 am O hién chit "Kém" mau den
Chir bat ky O hién chit gioi mau do
Ta lap cong thirc dé tha cip 1a cac gia tri trén. Khi d6 néu sip xép giam dan, ta s&
thay cac hang déu theo thir tu: Gioi - Kha - Trung binh - Kém

Tuong tu ban c6 thé 1am 4 muc trén vi viée khéc.

Hoi: Co géch néq khi Click nﬁ'g 1énh phai cho ra hdp thoai dé lwa chon trang in
khong(dé danh so trang tur....dén...), va khi Click nat [€nh nd s€ in lién tuc ?

1. V& ham chuyén s6 thanh chit:

Hién nay toi nhan thiy trén tap chi PC-World (Thé gii vi tinh - Viét Nam) ¢ ding
rat nhiéu bai chuyén sb thanh chit bang nhiéu phuong phap khac nhau. Toi swa tim
dugc mot bai chuyén sé thanh chir ciia Nguyén Phuong Théo (Puoc viét bén trong
phﬁn mém "Du toan 2001" do Trung tam Tin hoc ABC thuc hién thang 1/2000, theo




don dt hang cia Cong ty X4y dung s 3 - Thi xd Yén Béi ). Céch chuyén s6 thanh
chir ¢ day hoan toan khac vdi cac cach ma ban da doc trén tap chi Thé gidi Vi tinh.

Ham duoc Vié:[ biang ngdn ngit Visual Basic For Application trong chinh moi trudng
Excel. Cach dé cap hoan toan don gian. Xay dung mot ham doc ting con 6. Sau do6
doc s6 d6 1én. Dung ham thay thé d€ thay mot sO cau "ngang ngang" thanh céu st
dung bang cach n61 thong thuong. D6 cling la mot phuong phap ti€p can nira cua
Nguyen Phuong Thao cho nhirng hoc vién ngudi dén toc ¢ vung cao Yén Bai. Cac
hoc sinh dan tdc ciling da hoc tieng Viét (Kinh) chinh bang phuong phap do.
Option Explicit

'Ham doc sb

Function Bangchu(so)

Dim kaq, viet, dai, tung, i

'Lam tron, bién thanh chudi dé dua vao bién viet

viet = Str(Round(so, 0))

'd6 dai ctia chudi da bién thanh...

dai = Len(viet)

'Panh van timg con s6 mot theo chiéu dai cia chudi "sb"...

Fori=1Todai-1

tung = doc(Right(Left(viet, dai - i + 1), 1), i)

kg=tung +"" +Kkq

'Thém tiéu dé hang ngan triéu ty ddi voi timg nhém 3 con s6

Select Case i

Case 3

If (i + 1) < dai Then

kg ="ngan" + kq

End If

Case 6

If (i + 1) < dai Then



kq ="tri¢u " + kq

End If

Case 9

If (i + 1) <dai Then
kq="ty" +kq

End If

Case 12

If (i + 1) < dai Then
kq = "nghin ti " + kq
End If

End Select

Next

'Pit trang thai néu c6 161 thi bo qua.
On Error Resume Next

'Tién hanh thay thé cc cum tir ngang ngang thanh tir ngit giao tiép 'thong thudng.
Thong qua ham Replace.

If Left(Trim(kq), 3) = "mdt" Then
kq ="Mot" + Mid(LTrim(kq), 4, Len(kq) - 4)
End If

kq =kq + " ddng chin"

kg = Replace(kg, " ", " ™)

kq = Replace(kq, "muoi muoi", "muoi')
kq = Replace(kq, "mudi muoi”, "muoi')
kq = Replace(kq, "mudi mdt", "mudi mot")
kq = Replace(kq, " linh muoi", "")

kq = Replace(kq, " linh ddng", "dong")



2N nn

kq = Replace(kq, " khong tram ty",
kq = Replace(kq, " khong tram triéu", "")

kq = Replace(kq, " khong tram ngan", "")

kq = Replace(kq, " khong trim dong", " déng")

kq = Replace(kq, " trim mbt", " trim mot")

Bangchu = UCase(Left(kq, 1)) + Mid(kq, 2, Len(kq) - 1)
End Function

'Ham doc dé danh van timg con sd 1

Function doc(s, i)

Dim kq

Select Case s

Case "0"

If (iMod 3) =1 Then

kq = "muoi1"

Elself (i Mod 3) =2 Then

kg = "linh"
Else

kg = "khong"

End If

Case "1"

If (iMod 3) =1 Then

kq = "mbt"

Elself (i Mod 3) =2 Then
kq = "muoi"

Else



kq = "mot"

End If

Case "2"

kg = "hai"

Case "3"

kq = "ba"

Case "4"
kq="bén"

Case "5"

kq = "nam"

Case "6"

kg = "sau"

Case "7"

kq = "bay"

Case "8"

kg = "tam"

Case "9"

kq = "chin"

End Select

If ((i Mod 3) =0) And (kg <> "linh™) Then
kq=kq +" tram"
Elself (i Mod 3) = 2 And (kq <> "muoi") Then
kq =kq + " muoi"
End If

doc =kq



End Function

2. Bai toan cong l1an s va chir:

Mot khach Internet tén 1a Hai néu ra mot bai toan trong Excel nhu sau:
Trong co s¢ dit liéu dugc ghi thanh dang:

A, 1A, 13A, 23A, 66A, 120A...

345BC, 22BC, 88BC...

444DEF, 1234DEF...

Ttc 1a nhitng s dtng trudce chi sé lwong, phan chit ding sau chi mat hang.

Thiét ké ham dé tinh tong sb lwgng mat hang trong ving d6. Vi du tinh mit hang A
trong ving $C$5:$E$500 thi danh:

CONG($C$5:$E$500;"A™)

S& ra két qua 1a tong ctia mdt hang A. Tuong tu v6i cac mat hang khac.
Ham duoge viét nhu sau:

Option Explicit

Function CONG(Vung, DL)

Dim KQ, OHT, daiOHT, DaiDL, DaiSo

DL = Trim(DL)

DaiDL = Len(DL)

For Each OHT In Vung

OHT = Trim(OHT)

daiOHT = Len(OHT)

DaiSo = daiOHT - DaiDL

If (Right(OHT, DaiDL) = DL) And (DaiSo = 0) Then

KQ=KQ+1



Elself (Right(OHT, DaiDL) = DL) And IsNumeric(Val(Left(OHT, DaiSo))) Then
KQ = KQ + Val(Left(OHT, DaiSo))

End If

Next

CONG =KQ

End Function

Thi tuc dugc viét trong Sheet chira viing d6 dé tu dong tinh khi thay dbi dir lidu:
Private Sub Worksheet_SelectionChange(ByVal Target As Excel.Range)
Calculate

End Sub

3. Giai phap cho TAMHIEP

Cau hoi cta bac Nguyen Van Hung MailTo: hunghuongus@yahoo.com nhu sau
(Copy nguyén van thu hoi):

Trong viéc 1am t6i c6 1 vuéng mic nho xin duoc hudng dan
T6i c6 1 bang tinh gdm 2 sheets

Sheet 1 d3t tén danh sanh, gom c6 (A1)s6 th tw, B2 1a 1, B3 14 2 cir thé tang dan dén
hét danh sach, (A2)tén ho (A3) V.v......., hang la cac tén va thong so cip nhat bang tay
theo hang thang theo bien dong thang d6. Danh sach c6 san nhung hang thang khong
in hét tat cd ma chi in mdt s6 khach hang
Sheet 2 ddt tén in, dung dé in cac thong bao cho khach hang c6 mau san da dat nha )
may in cac chu dé chura cac diing can in_nhu ho tén, dia chi v.v....chi in cac thong s6
quy dinh nhu tén ho, dia chi, nganh nghé¢ v.v....

Sheet 2 t6i c6 dat cac cong thurc thi du 6 B2 1a 1( léy s6 thir tu fy sheet danh sach cot
A, 6 A4=VLOOKUP(in!B2;danhsanh!A1:F11;2) thi 6 A4 s€ két ra ngi dung trong

sheet danh sach va ctr thé tiép tuc canh va dit cong thirc cho phii hop véi mau in

Xong t61 c6 tao mot nut 1énh béng command button & sheet danh sach va viét macro
nhu sau:

Frivate Sub commandButton_Click()

Worksheets("in").Range("B2").Value = ""
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Worksheets("in").Range("B28").Value ="

For 1 =1to 151 Step 2

Worksheets("in").Activate
Worksheets("in").Range("B2").Value = 1
Worksheets("in").Range("B28").Value = | +1

ActivateSheet.PrintOut
Next

Worksheets("in")Activate
End Sub
Hang thang khi in thong béo t6i chi nhan nit 1énh 1a macro hoat dong.( Nhu thu tron
bén Word ) tu két cac dia chi vao sheet in va in ra theo thtr ty tir dén hét sb thir tu, vi
gidy in sin 1 t& chi bang 1/2 to A4 nén t0i phai lam 2 dia chi dé nhan If dong B2 va
B28, tirc 1a két 1 to A4 lam 2 t& mau in sin. moi viée in tdt, nhung t61 mudn nhu sau
c6 dugc khong.
1. Hang thang khi in thong bao c6 bot mot s6 ngudi va thém 1 sd nguoi, bot thi xo4
thir tur danh s6 thir tur lai ( nguoi khong in thi khong danh s6 ), thém thi nhép thém
thong tin va danh so tiép, khi danh so thir ty s€ biet bao nhi€u bang in roi phai vao
macro\VBA stra lai dong in tir sO bao nhiéu dén s6 bao nhi€u vi moi thang in khac
nhau, khong théi s€ in thl‘r:cl hoac thiéu nhu vay r@t mét c@ng. C6 cach nao khi bézn nli’t
1énh s€ cho ra hop thoai dé€ chon lua trang in tir s6 dén s6 roi Oke If in khong ? van két

trang dia chi

2. Mbi khi in phai danh s thir ti lai khong théi sé in thira hodc thiéu ¢ cach nfo
khoi phai danh s6 thir ty lai ma danh sach in van dat yén cau nhu mong muon.

Xin ban huéng din dum rit cam on, néu c6 goi y gi hay hiy chi dum

Hinh 1:Sheet 1 tén danh sédch(cé nat 1énh in thong bao)

Hinh 2: Sheet 2 Tén In (c6 cac tiéu dé dé két xuat khi in )Lay B2 dé chon ngudi can in
v B28 Nguoi can in thir 2 (1 trang in 2 nguoi)cac cong thirc md ta D4, D5, D6 v.v....
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Ciu tric xong, Click nut 1énh Thong bao in VBA s& két cong thirc cho tung trang in
theo mau.( gidy in lién tuc) va sé két trang in tur trang 1 dén 6 trang theo dong( for 1=
1To 6 Slep 2)

Hoéi:

1.Co Qéch nao khi Click nat 1€nh phai cho ra hop thoai dé Iya chon trang in khQng(dé
danh so trang tur....dén...), va khi Click nut 1énh n6 s€ in lién tuc ( ban thir roi1 biét).

2. Néu trong Sheet danh sach c6 dén 120 ngudi, co ngudi can in c6 nguoi khong, toi
phai danh sb thir tu lai, nguoi khong in khong danh sd, mdi 1an in khong duoc tring
lap thi in m&i diing,va phai vao VBA chinh trang in thi du 100 ngudi (fori=1

To 100 Slep 2), c¢6 cach nao khi két xuat ra may in tu Iya chon 6 nao khong c6 sb
khéng in 6 nao c6 sb thi in va in dén hét khong du trang thiéu trang, khoi phai diéu
chinh thong s trong diing ( for i= 1 To.... Slep 2).

3.C6 rat nhiéu Sheet can in mdi sheet 1 tén khac toi phai thiét ké trang in va VBA cho
sheet d6( Thi du: Sheets "danh sach" c6 sheet "in" kém, "danh sach 2" cé "in2" kém
V.v.., phai lam sao dé c6 1 trang in VBA in cho tat ca sheets trong bang tinh chi can

1 VBA.

4. Néu khong lay 6 B1 & B28 béng, sO thir tu bén bang danh sach ta co thé liy bang
chit nhu CN, CL TL, TN v.v...c6 két in dugc khong thé st dung cong thirc nao.



Néu ban c6 Jphuong phap nao hay hon xin chi gido. Muc ti€u 1a in nhirng danh sach
kia theo yéu cau nhu bén thu trén cua Word



Thu thudt méy tinh ddi voi Word va Excel

mot sO thu thuat va phim tit duoc st dung trong Word va Excel, chung
ta rat ngan duoc thoi gian va qua trinh thao tac sé tro nén don gian
hon, tai liéu nay 65 trang, tong hop tat ca nhiing tha thuat caa Word va
Excel, cac me cung xem va download vé dé€ str dung nhé!

Phim tat trong EXCEL

F2: Pwa con tro vao trong 6

F4: Lap lai thao tac trudc

F12: Luu van ban véi tén khac (né giong véi lénh Save as do)

Alt + cac chix cai c6 gach chan: Vao cac thuc don tuong tng
Alt + Z: Chuyén ché dd go tur tiéng anh (A) sang tiéng viét (V)
Alt + <-: Hay thao tac vira thuc hién (né giong lénh Undo)

Ctrl + A : B6i den toan b0 van ban

Ctrl + B : Chtr dam

Ctrl + I : Chit nghiéng

Ctrl + U : Chir gach chan

Ctrl + C: Copy dit lieu

Ctrl + X : Cat dit liéu

Ctrl + V : Dan di liéu copy hogc cat

Ctrl + F : Tim kiém cum tt, sO

Ctrl + H : Tim kiém va thay thé cum tt

Ctrl + O : Mo file da luu

Ctrl + N : Mo mot file moi

Ctrl + R : Ty dOng sao chép 0 bén trai sang bén phai
Ctrl + S: Luwu tai liéu

Ctrl + W : DPdng tai liéu (giong lénh Alt + F4)

Ctrl + Z : Huay thao tac vtra thiyec hién

Ctrl + 1 : Hién hop dinh dang 6

Ctrl +0 : An c6t (giéng 1énh hide)

Ctrl + shift + 0: Hién céc cot vira an (giong lénh unhide)
Ctrl +9 : An hang (giéng Iénh hide)



Ctrl + shift + 9: Hién cac hang vira an (giong lénh unhide
Ctrl + () : Xda cac 6, khoi 6 hang (bdi den)

Ctrl + Shift + (+): Chen thém 6 trong

Ctrl + Page up (Page down) : Di chuyén gitra cac sheet

Ctrl + Shift + F: Hién danh sach phong chi
Ctrl + Shift + P: Hién danh sach c& chix

Alt + tab : Di chuyén gitta hai hay nhiéu file ké'tiép

Shift + F2 : Tao chu thich cho 6
Shift + F10 : Hién thi thuc don hién hanh (giong nhu ta kich phai chud)
Shift + F11 : Tao sheet moi

Tao phim tat ty chon trong Word

D&i véi Word , ban dé dang tao cho minh nhiing t6 hop phim néng
giup thuc hién nhanh tac vu hon 1a dung chuét. Tinh ndng nay rat httu
ich cho ban tiét kiém thoi gian va chi c6 thé thyc hién d6i voi Word,
khong thé thuc hién trong PowerPoint hay Excel.

Pé thyee hién , ban chon vao menu Tools > Customize. Sau do, chon vao
thé Commands. Click vao menu KeyBoard dudi goc phai d€ hién thi
hop thoai Customize Keyboard.

Trong phan Categories la cac menu chinh, va phan Commands la cac
menu phu x0 xudng. Vi du muén chon td hop phim cho tac vu File >
Save All thi ban phai chon phan categories la File va phan commands la
FileSaveAll

Néu hién tai tac vu dé da c6 phim tit thi to hop phim d6 sé hién thi
trong phan Current Keys. Con néu nhu tai phan Current Keys trong thi
ban c6 thé tu tao to hgp phim tit cho tac vu tai Press New Shortcut Key.
Luu y, ban cling c6 thé Replace td hgp phim cho phtut hgp véi nhu cau
stt dung phim ctia minh bang cac t6 hop phim trong phan Press New



Shortcut Key. Sau dé nhan vao Assign d€ hoan tat viéc thiét lap. Nhan
Close dé€ hoan tat. Ttr bay gio, ban hoan toan c6 thé sit dung td hop
phim hitu ich cua riéng minh trong Word duoc roi day.

Review hot-key for Word & Excel:

1 Ctrl+1
Gian dong don (1)

2 Ctrl+2
Gian dong doi (2)

3 Ctrl+5
Gian dong 1,5

4 Ctrl+0 (zero)
Tao thém do gian dong don truedc doan

5 Ctrl+L
Can dong trai

6 Ctrl+R
Can dong phai

7 Ctrl+E
Cédn dong gitra

8 Ctrl+]
Can dong chir dan déu 2 bén, théng 1é

9 Ctrl+N
Tao file moi

10 Ctrl+O



Mo file da co

11 Ctrl+S
Luu noi dung file

12 Ctrl+O
In an file

13 F12
Luu tai liéu véi tén khac

14 F7
Kiém tra 18i chinh ta tiéng Anh

15 Ctrl+X
C4t doan noi dung da chon (boi den)

16 Ctr]+C
Sao chép doan noi dung da chon

17 Ctrl+V
Dan tai lieu

18 Ctrl+Z
Bo qua lénh vira lam

19 Ctrl+Y
Khéi phuc lénh vira bo (nguoc lai véi Ctrl+Z)

20 Ctrl+Shift+S
Tao Style (heading) -> Dung muc luc ti dong

21 Ctrl+Shift+F
Thay do6i phong ch



22 Ctrl+Shift+P
Thay doi co chiv

23 Ctrl+D
Mo hop thoai dinh dang font chit

24 Ctrl+B
Bat/tit chit dam

25 Ctrl+l
Bat/tat chit nghiéng

26 Ctrl+U
Bat/tit chir gach chan don

27 Ctrl+M
Lui doan van ban vao 1 tab (mac dinh 1,27cm)

28 Ctrl+Shift+M
Lui doan van ban ralé 1 tab

29 Ctrl+T
Lui nhtng dong khong phai 1a dong dau ctua doan van ban vao 1 tab

30 Ctrl+Shift+T
Lui nhiing dong khong phai 1a dong dau cua doan van ban ra € 1 tab

31 Ctrl+A
Lua chon (bdi den) toan bo ndi dung file

32 Ctrl+F
Tim kiém ky tu

33 Ctrl+G (hoc F5)
Nhay dén trang so



34 Ctrl+H
Tim kiém va thay thé'ky tu

35 Ctrl+K
Tao lién két (link)

36 Ctrl+]
Tang 1 cd chix

37 Ctrl+|
Giam 1 co chir

38 Ctrl+W
Dong file

39 Ctrl+Q
Lui doan véan ban ra sat 1€ (khi dung tab)

40 Ctrl+Shift+>
Tang 2 co chix

41 Ctrl+Shift+<
Giam 2 co chtr

42 Ctrl+F2
Xem hinh anh noi dung file triede khi in

43 Alt+Shift+S
Bat/Tat phan chia ctra s6 Window

44 Ctrl+; (enter)
Ngét trang

45 Ctrl+Home



Vé dau file

46 Ctrl+End
Vé cubi file

47 Alt+Tab
Chuyén do6i ctra s6 lam viéc

48 Start+D
Chuyén ra man hinh Desktop

49 Start+E
Mo ctra sO Internet Explore, My computer

50 Ctrl+Alt+O
Ctra s0 MS word ¢ dang Outline

51 Ctrl+Alt+N
Ctra s0 MS word ¢ dang Normal

52 Ctrl+Alt+P
Ctra s0 MS word ¢ dang Print Layout

53 Ctrl+Alt+L
Déanh s6 va ky tu tu dong

54 Ctrl+Alt+F
Danh ghi cht (Footnotes) ¢ chan trang

55 Ctrl+Alt+D
Danh ghi cht1 6 ngay dudi dong con tro ¢ do

56 Ctrl+Alt+M
Déanh cht thich (nén la mau vang) khi di chuyén chudt dén madi xuat
hién chu thich



57 F4
Ldp lai lénh vira lam

58 Ctrl+Alt+1
Tao heading 1

59 Ctrl+Alt+2
Tao heading 2

60 Ctrl+Alt+3
Tao heading 3

61 Alt+F8
Mo hop thoai Macro

62 Ctrl+Shift++
Bat/Tat danh chi s trén (x2)

63 Ctrl++
Bat/Tét danh chi s6 dudi (02)

64 Ctrl+Space (dau cach)
Tro vé dinh dang font ch mdc dinh

65 Esc
B6 qua cac hop thoai

66 Ctrl+Shift+A
Chuyén doi chir thwong thanh chir hoa (véi chit tiéng Viét ¢6 dau thi
khong nén chuyén)

67 Alt+F10
Phong to man hinh (Zoom)



68 Alt+F5
Thu nho man hinh

69 Alt+Print Screen
Chup hinh hop thoai hién thi trén man hinh

70 Print Screen
Chup toan by man hinh dang hién thi

71 Ngoai ra d€ st dung thanh Menu ban c6 thé két hop phim Alt+ky tw
gach chan ciing sé xtt ly van ban cling rat nhanh chéng, hiéu qua khong
kém gi t& hop phim tat o trén

And Excel hot-key

F2 Stra ndi dung thong tin trong 6

Ctrl-1 Mo hop thoai dinh dang 6 ( Format | Cell )
Ctrl-Page Up Tién 1én 1 sheet (Sheet 1 sang Sheet 2)
Ctrl-Page Down Lui vé 1 sheet (Sheet 3 vé Sheet 2)
Ctrl-Shift-" Sao chép dit liéu tir 6 ngay phia trén 6 hién thoi
Ctrl-' Sao chép cong thirc tir 6 ngay phia trén 6 hién thoi
Ctrl-$ Chuyén dinh dang 6 hién thoi sang dinh dang tién t€ vdi 2 con s6
sau ddu phdy

Alt-Enter Xudng dong trong mot 6

Kiém soat hudng di chuyén cta con tro khi an Enter

Theo mac dinh, con tré thuong sé xudng di chuyén xuong 6 bén dudi
khi ban go phim Enter. Nhung néu ban khong thich ban hoan toan cé6
thé thay d6i hudng di chuyén cua con cho, diéu khién con tro di chuyén
sang bén phai bén trai, 1én trén hay xudng dudi theo y thich ctia ban
moi khi ban g0 phim Enter. Hay th thu thuat sau day.

Ban vao Tools | Options roi chuyén sang muc Edit. Trong muc nay, ban
cht y dén dong “Move selection after Enter”, hay danh dau lwa chon



Itra chon trede dong nay va ¢ danh sach liét ké bén canh ban hay chon
huéng di chuyén cho con tr6 chuot.

Sao chép dir liéu va cong thitc nhanh chéng

Thong thuong khi can sao chép dit liéu hay cong thirc sang mot loai cac
0 khong lién ké nhau, ban thuong phai mat cong copy va paste sang
tieng 6 mot. Nhung néu da biét thu thuat sau day ban hoan toan c6 thé
thuee hién cdng viéc nay mot cach rat nhanh chong va hiéu qua hon.

Trwdc tién ban hay sao chép di liéu tir 6 ngudn — 6 chira thong tin can
duoc sao chép ra, hay dung phim tat Ctrl-C cho nhanh. Sau d6 ban van
gitt nguyén phim Ctrl va nhap chudt trai vao tling 6 ma ban mudn sao
chép dir liéu sang. Lwa chon xong ban hay an ¢ hop phim Ctrl-V 1a di
liéu sé ty dong dan vao nhirng noi can thiét cho ban.

Ung dung tht thuat nay dé copy-paste dit liéu cho mot loat 6 lién ké
nhung khong & gan 6 dit liéu ngudn. Trudc tién ban hay dung Ctrl-C dé
sao chép dit liéu tir 6 ngudn, sau d6 van gitt nguyén phim Ctrl va dung
chut trai lya chon mot loat 6 ma ban muoén sao chép dir liéu sang sau
d6 tha Ctrl ra va an Enter la xong.

Phim Chtrc ndng

Ctrl + C sao chép

Ctrl + X cat

Ctrl + V dan

Ctrl + Z hoan lai tac vu vira thyc hién.

Delete x0a



Shift + Delete x6a vinh vién mot d6i twong, khong phuc hdi duoc bang
cach vao thung rac.

Ctrl + kéo tha sao chép do6i twong dang chon

Ctrl + Shift + kéo tha tao 16i tit cho doi twong dang chon

F2 d6i tén doi twong dang chon

Ctrl +> di chuyén con tré dén mot di€m chen vé phia sau 1 tw
Ctrl + < di chuyén con tro dén mot diém chen vé trude sau 1 tir

Ctrl + mi tén 1én di chuyén con tro dén mot diém chen 1én trén mot
doan

Ctrl + mdi tén xudng di chuyén con tréo dén mot diém chen xuéng duoi
mot doan

Ctrl + Shift + mai tén chon mot khoi van ban.

Shift + mii tén chon cac d6i twong trén man hinh Desktop, trong ctra s6
Windows, trong cac phan mém soan thao

Ctrl + A chon tat ca

F3 tim kiém mot tap tin, thu muc.

Ctrl + O mo mot doi twong

Alt + Enter xem thudc tinh ctia d6i twong dang chon

Alt + F4 déng d61 tuong dang kich hoat, thoat chuwong trinh dang kich
hoat



Ctrl + F4 dong ctra sO con trong ting dung da ctta sO nhu Word, Excel...
Alt + Tab chuyén doi qua lai gitra cac ctra s6 dang mo.
Alt + ESC Di chuyén vong quanh theo thi ty cac doi twgng dang mo

F6 Di chuyén vong quanh cac phan t giong nhau trong mot ctra s0
hoac trén man hinh Desktop.

F4 s6 ndi dung ctia thanh dia chi trong ctta s6 My Computer hoac
Windows Explorer.

Shift + F10 hién thi thue don tit (thuc don ngl canh) cua doi twong
dang chon

Alt + phim cach hién thi thuc don hé thong (System menu) cua ctra sO
dang kich hoat.

Ctrl + ESC hién thi thuc don Start
Alt + ky tu gach chan trén thuc don lénh thuc hién 1énh twong tng.

Ky tu gach chan trong trong mét thyc don dang mo thuee hién lénh
teong tng trong thyrc don dang mo

F10 kich hoat thanh thic don lénh ctia tng dung dang dugc kich hoat

->, <-, Up, Down di chuyén gitra cac doi twong dang chon trong ctra s0,
gitta cdc nhanh lénh trén thanh thuc don lénh.

F5 cap nhét cho ctra s6 dang kich hoat.

Backspace trd vé thu muc cdp trén lién ké cua thu muc hién tai trong
ctra s6 My Computer hodac Windows Explorer.



ESC bo qua tac vu hién tai

Gite Shift khi bo dia CD ngdn can viéc chay cac chwong trinh ty dong ttr
dia CD

Phim tit trén hop thoai

Phim tat Chttc nang

Ctrl + Tab chuyén sang thé ké'tiép trong hop thoai

Ctrl + Shift + Tab chuyén vé thé phia trudc trong hop thoai

Tab chuyén dén cac phan lya chon, 1énh ké'tiép

Shift + Tab chuyén vé cac phan lwa chon, 1énh phia trude

Alt + Ky tu gach chan thyc hién lénh teong ting co ky tu gach chan
Enter thuc hién thiét 1ap hodc nit nhan dang kich hoat

Phim cach chon hodc bé chon trong 6 chon (checkbox)

Mii tén chon mot nat néu dang ¢ trong mot nhém c6 nhiéu nut chon
F1 hién thi phan tro giap

F4 hién thi dang sach gia tri caa d6i twgng dang kich hoat

Backspace trd vé thu muc cdp cao hon lién ké'trong cac hop thoai lvu va
mo

Phim ddc biét trén ban phim

Phim Chttc ndang



Hién thi thanh thuc don lénh khéi dong Start Menu.
+ D Thu nho hodc phuc hoi tat ca cac ctra s6 dang mo
+ E Mo ctta sO6 Windows Explorer

+F Tim kiém

+ L Khoa man hinh, khéa may (Windows XP tr¢ 1én)
+ M Thu nhé hodc phuc hoi tat ca cac cira sO dang mo
+ R M& ctra s6 Run (tuwong ting Start - Run)

+ U Mo trinh quan ly cac tién ich - Utility Manager

+ Tab Di chuyén gitta cac tiéu d€ ctra s6 dang mo trén thanh tac vu -
Taskbar

+ Break M6 ctra s0 System Properties.

Print Screen Chup man hinh.

Alt + Print Screen Chup ctra sO dang dwoc kich hoat
Cach mé hudng dan vé phim tat trong MS Word

nhan Alt-F8,xuat hién hdp Marco...

chon dong Word command...

Trong hop thoai ...chon List Command....nhan Run..

Trong hop thoai vira xuat hién chon..Current menu and keyboard
setting...OK

Vay 1a ta c¢6 1 danh sach cdc phim tat...



Mot s& phim tat trong Word rat hay, hi vong moi nguoi thich
1-CTRL + N: Mo tai liéu madi

2-CTRL + O: Mo tai lieu da cé

3-CTRL + S: Luu tai liéu vao dia hién thoi

4-F12: Lwu tai liéu vdi tén khac (Twong tw Save As)

5-CTRL + x: Cat tai liéu khi boi den

6-CTRL + Z: Phuc hoi van ban khi xoa nham (Undo)
7-CTRL + V: Dan van ban vao vi tri con tro

8-CTRL + C: Copy tai liéu van ban khi boi den

9-CTRL + L: Can € van ban vé phia trai

10-CTRL + R: Can 1€ van ban vé phia phai

11-CTRL + E: Cén 1€ van ban ¢ gitra (Center)

12-CTRL + J: Can déu hai bén

13-CTRL + 1: tao khoang cach don gitta cac dong

14-CTRL + 5: tao khoang cach mot dong rudi gitta cac dong
15-CTRL + 2: tao khoang cach doi gitta cac dong

16-CTRL + F2: Xem tai liéu tredc khi in (Preview)

17-CTRL + D: Chon font chir



18-CTRL + A: Boi den toan by van ban

19-CTRL + G: Nhay dén trang sd hodc an F5
20-SHIFT + F5: Nhay dén trang cudi cung
21-CTRL + B: T4t/Mé chit dam (

22-CTRL + I: Tat/Mé chit nghiéng (I)

23-CTRL + U: Tat/Mé chit gach chan

24-CTRL + SHIFT + H: Tat/M¢6 danh khong ra chit
25-CTRL + SHIFT + =: Déanh chi s& trén M3, Km2, X2
26-CTRL + =: Danh chi s6 duwsi H2S04, X2
27-CTRL + SHIFT + W: Tat/Mo chit gach chan don
28-CTRL + SHIFT + D: Tat/Mé chit gach chan kép
29-CTRL + SHIFT + K: In hoa nho

30-CTRL + SHIFT + A: In hoa ca

31-CTRL + SHIFT + Z: Tro vé font ch ban dau hodc CTRL + phim gian
cach

32-CTRL + SHIFT + F: D6i font chix
33-CTRL + SHIFT + P: d6i co chir

34-CTRL + SHIFT + >: Tang lén mot co chi



35-CTRL + SHIFT + <: Giam xudng mét co chit

36-CTRL + ]: Phong to chit khi dugc bdi den

37-CTRL + [: Giam c& chit khi dwoc boi den

38-CTRL + F4 hoac CTRL + W hodc CLOSE: Ddng tai liéu
39-ALT + F4: Thoat (Exit)

40-CTRL + Enter: Ngat trang

41-SHIFT + Enter: Ngat dong

42-CTRL + ESC: Bat nut Start trong Windows

43-CTRL + F10: MO 16n ctra s0 tai liéu ra toan man hinh
44-CTRL + Z: Khoi phuc nhanh van ban xoa nham
45-ALT + SHIFT + T: Chen thoi gian vao van ban
46-ALT + SHIFT + D: Chen ngay vao van ban

__Tranhuy__
... Con rat nhiéu ntra, cic ban download vé xem cho tién nhé!
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Quan Tri Mang - MS Excel cho phép ngudi dung dé lai 101 binh
trén cac 0 tai liéu. Bai viét s& huéng din cac ban sur dung tinh

nang nay.

M& MS Excel va nhan vao thé Review dé kiém tra phan

Comments.

O\ 9 -0 & )7
i

—j Home Insert Page Layout Formulas Data Review View

y ﬁ"_i L—:u a’% |j _J éﬁl—] LD 7} show/Hide Comment

i Show All Comments
Spelling Research Thesaurus Translate Mew Delete Previous MNext
Comment i

Proofing Comments

Show Ink

Khi ndo ban mudn dé lai 101 binh trén 6 (cell), chon 6 mong muébn

sau do kich chudt phai va chon tuy chon Insert Comment.



Calibi ~(11 ~|A" A" § ~ % » F

ITEST cell1 — '
Cut

Copy

B i =<

Paste

Paste Special...

Insert...

Delete...

Clear Contents

Filter 4
Sort k

Insert Comment

g

Farmat Cells...
Pick From Drop-down List...

Mame a Range...

Hyperlink...

Mot hop van ban nho s€ xuat hién trd td1 6 duoc chon. Nhap 101

binh vao hop nay.

G H 1 ] K
TestCell1 7|Sandeep:
Test Comment 1|
5
& ae) =t

Néu dé y ban sé& thay hop binh luan ciing hién tén cua tac gia. Hon
nita, mot 6 ¢6 101 binh duoc danh déu tam giac d6 ¢ goc trén bén

phai cua 0.



Khi lo1 binh duogc tao, sé c¢6 thém tuy chon khi kich chudt phai
vao 0. Nhiing tuy chon méi cho phép bién tap 101 binh, x0a loi

binh va hién/an 16i binh.

ITE stcell 11

& Cut

53 Copy

& Paste
Paste Special...
Insert...
Delete...

Clear Contents

Filter L4
Sort 3

_—j Edit Comment
&1 Delete Comment

Show/Hide Comments

f]"‘ Eormat Cells...
Pick From Drop-down List...

MName a Range...

lg.) Hyperlink...

Ty chon an/hién 101 binh (Show/Hide Comment) ¢ thé dugc sir
dung dé ghim/thdo 101 binh trén 8. Khi dé hién, hop binh luan s&
lubn xuat hién ké ca khi ta dang 1am viéc trén mot 6 khac. Khi dé

an, n6 khong duoc hién thi ma chay nén.



ul
(]

H 1 ] K

TestcCelll |Sandeep:
Test Comment 1

Sandeep:
TestCell 2 |Test Comment 2

Test CEII§

1

Néu mudn, ngudi ding c6 thé st dung cong cu ribbon dé hién/an
toan b 101 binh. Piéu d6 co nghia 1a todn bo cac 6 duoc binh luan

s¢ déu ¢ trang thai hién hoac an.



ul
(]

H 1 ] K

TestCelll |Sandeep:
Test Comment 1

Sandeep:
TestCell 2 |Test Comment 2

Sandeep:
Test Cell 3 |Test Comment 3

[—

Luu y: Céac loi binh dugc tao cho chi mot 6 mét Iuc chir khong
cho phép dat binh luan cho nhiéu 6 mét lac. Tuy nhién, ban s&

khong bi chan khi tao mét 101 binh y hét & 6 khac.



Thi thuat khi lam viéc voi Excel 2007 va 2010

Thi thuat khi 1am viée voi Excel 2007 va 2010 véi 2 thi thuat Excel nay danh cho
nhung ai thwdong xuyén 1am viéc véi biéu dd va danh sach dai. bai viét hwéng din
tao biéu do dong va td may xen ké cac dong trong bang tinh sé lwgng 16mn.

Thu thuat khi 1am viéc vai Excel 2007 va 2010 véi 2 thu thuat Excel nay danh cho nhung
ai thuong xuyén lam viéc véi biéu dd va danh sach dai. Thu thuat khi 1am viéc véi Excel
2007 va 2010 s& hudng din tao biéu dd dong va td may xen k& cac dong trong bang tinh

sO lugng 16n.
Tao biéu d6 dong

Khi ban thuc hién tao biéu dé)ng cho mot day sb liéu thi mdi khi ban thay dodi céac thong

s6 trong day so liéu ndy thi lap tirc biéu do s& ty dong diéu chinh dé phd hop véi s6 lidu
tai vung dir liéu d& chon. Tuy nhién trong truong hop ban thém mai hodc giam bét vung
dir liéu thi biéu do s& khong ty dong diéu chinh ma thay vao d6 ban phai thuc hién lai

thao tac tao biéu do trén ving dit liéu moi.

Trong Excel 2007 va Excel 2010 ban c6 thé dé dang thiét 1ap dé biéu dd tu dong diéu

chinh. Cach lam nhu sau:



Tai trang bang tinh hién hanh, ban tién hanh quét khéi ving dit liéu dinh tao biéu do.

@[ H )~ N~ |5 B
m Home Insert Page Layout Formulas Data Raview
_:'1 Calibri vl | AT = s[;l - =
= R~ il
Pate o |B Z U~ [Hi~ | O-A- E=S FEFE @
Clipboard & Font I Alignment 3
D4 v (8 Jx | 12
| A 8 C p | e | £ | @
1| cot1 A B C
2 X 10 15 20
3 Y 45 26 24
4 Z 74 32 12_
3

Chon thé Insert trén thanh menu, tiép theo chon biéu tugng Table trong nhém lénh dau

tién.

@[quf‘-"l: 8,

Insert Page Layout Formulas Data Review

Ellal Ly Shapes ~ Ty Al Line ~ iy Area
Qe 2 smartart @B Pie v - Seatte
PivotTable Table Clip .- Column
- art st Screenshot ~ - =-'- Bar - l.) Other
Tables Mustrations Charts
Table (Ctri+
Al Create a table to manage and E F (€]
G analyze related data. | . I - | o

Tables make it easy to sort, filter,
and format data within a sheet.

N

| =

0 Press F1 for more help.

Ln b\lwll‘d‘hﬁ



Mot ctra s6 nho hién ra chira thong tin vé ving dit liéu ban d& chon, BAm OK dé luu thiét

lap nay lai.

ast Screenzhot = 5al ﬁ-..-" Sther
Tables Nustrations Charts
| Al - (¢ 5| 12
1]
2
3
4
5
E :
7 My table has headers
3
3 [ OK ] [ Cancel I
10
11

Tiép theo ciing trén thé Insert, lya chon kiéu biéu d6 can hién thi trong nhom cong cu

Chart.



E“ 7 Sl L Bk Bookl - Microsoft Excel

.i! Home | Insert | Page Layout Formulas Data Review View

ﬁj ElE Gy shapes~ Sl | Line = iy Area -
IS i T2 smartart @B Pic - |:-: Scatter -
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4
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Ban déu, Excel s& tao ra biéu do dua trén s6 liéu cua ving dit liéu da chon ban dau.
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Tuy nhién, néu ban thém mot hang méi lién ké ving dix liéu ban dau thi lap tic biéu do

cling s& tu dong diéu chinh dé thém cac s6 liéu ban vira thém vao.
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T6 mau xen ké cac dong trong bang tinh sé lrgng 16m

Trong qua trinh str dung Excel dé thong ké s6 liéu theo dang danh sach, ac han da s6
ngudi diing s& chon phuong phéap t6 mau cho cac dong xen ké nhau dé thuén tién trong
Viéc tra clru, dic biét 1a d6i véi cac bang tinh can phai in ra gidy. Tuy nhién néu bang tinh
nay khdng phai do ngudi ding tao ra ma né duoc xut ra tir mot tng dung nao do, ban

khong thé thao tac td mau cho cac dong véi sé luong 16m.

Trong Excel 2010 c6 sin tly chon dé ban 1am viéc ndy hét strc nhanh chong va don gian.



Cach lam nhu sau:

Pau tién, trén bang tinh can thiét 1ap ché d6 t6 mau xen ké cac hang tién hanh quét khi
viing can t6 mau. Sau dé, trén thé Home chon Styles / Conditional Formatting / New

Rule...
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Trong ctra s6 New Formatting Rule, tai truong Select a Rule Tyle ban chon dong Use a
Formula to Determine Which Cells to Format. Tiép theo, tai 6 nhap cong thirc bén

dudi ban nhap vao cong thie =MOD(ROW()/2,1)>0



Edflirg

n Detect & Rae Typel
M55V HO *f:v-'-ltﬁ:m basad on thes values
210409020 |Eam LN | x:"“f : ‘*‘:::::WM
Imﬂ!m‘ ¢ " 1 @y 00 or Dot N LS
:}m iu ? B FoeRsl anly vElusd Al Are BhE BF B BERRE
—H—H—M— ——1 | = Format only urigos or-dupicate vales
"I" B L @ formuda o Setermene which ool w0 format
-..IIM-EE'.-
211909120 [Nimyen T1 |§EE e Ruie Descrmben:
iﬂm UFOALE .~: Format walues where this formula & broe:
i:}m_h : """. 118 | | =mon(ROWZ, 110 =
312209031 _|Kim
212209113 (TOTHITE | revien: PR S
21220907 |Hirmh Mig [ = J[ o= |

L TG

/2012

| 56 TiEn cor
o] 1,180,00
0] 4.060,00

b

Ciing tai ctra s6 New Formatting Rule, ban nhan vao nt Format... bén dudi 6 cong

thire 16i chuyén sang thé Fill dé tién hanh lya chon mau cho céc 6 s& duoc to.
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Pattern Style;

Sau khi nhap xong cong thirc va lua chon mau, ban nhian OK dé thyc thi 1énh.

Ngay lap tirc, két qua s& dugc hién thi ngay trong bang tinh véi cac 6 dugc t6 mau xen ké

véi nhau.
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Véi hai tha thuat Excel nho trén hi vong s& phan nao gilp ban doc c¢6 thé nim bt va sir

dung Excel hiéu qua hon trong cong viéc hang ngdy ciia minh.

Chdc ban thanh céng!
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Xwr ly cac ham lwong giac trong Excel

Danh muc va cach xtr Iy cac ham lugng giac trong Excel :

ACOS (number) : Tra vé mot gia tri radian nam trong khoang tir 0 dén Pi, 13

arccosine, hay nghich dao cosine ctia mot s6 nam trong khoang tir -1 dén 1

ACOSH (number) : Tra vé mot gia tri radian, 12 nghich dao cosine-hyperbol cua

Mot s6 16n hon hodc bang 1

ASIN (number) : Tra vé mot gia tri radian ndm trong doan tir -Pi/2 dén Pi/2, 1a

arcsine, hay nghich dao sine ctia mot s nam trong khoang tir -1 dén 1

ASINH (number) : Tra vé mot gia tri radian, 1 nghich dao sine-hyperbol cua mot

SO

ATAN (number) : Tra vé mot gia tri radian nam trong khoang tir -Pi/2 dén Pi/2, 1a

arctang, hay nghich déo tang ctia mot sd

ATAN2 (x_num, y_num) : Tra vé mot gia tri radian nam trong khoang (nhung
khéng bao gom) tir -Pi dén Pi, 14 arctang, hay nghich déo tang ctia mot diém co toa
doxvay

ATANH (number) : Tra vé mot gia tri radian, 1& nghich dao tang-hyperbol ctia mot

s nam trong khoang tir -1 dén 1

COS (number) : Tra vé mot gia tri radian, 12 cosine cua mot sb

COSH (number) : Tra vé mot gié tri radian, 1a cosine-hyperbol ctia mot s6
DEGREES (angle) : Chuyén d6i sé do cia mot goc tir radian sang do
RADIANS (angle) : Chuyén doi sé do cia mot goc tir 6 sang radian

SIN (number) : Tra vé mot gid tri radian 1a sine cua mot s6



SINH (number) : Tra vé mot gia tri radian, 13 sine-hyperbol cua mot s6
TAN (number) : Tra vé mot gia tri radian, 12 tang cua mot s6
TANH (number) : Tra vé mot gié tri radian, 1 tang-hyperbol ctia mot s6

Ham DEGREES()

Chuyén d6i s6 do cia mot goc tir radian sang d6 (1 radian = Pi/1800)
Cu phap: = DEGREES(angle)

angle : 1a s6 do goc tinh theo radian

Vi du:
=DEGREES(PI()) 180 D3i Pi radian ra do
=DEGREES(PI()/2) 90 D&i Pi/2 radian ra dé
Ham SIN()

Tra vé mot gia tri radian 1 sine ctia mot s6

Cu phép: = SIN(number)

number : 12 sé do goc, tinh theo radian

Luwuy:

Néu ban mudn tinh SIN () cia mot goc tinh theo dd, hdy nhan nd vai PI()/180, hoac

st dung RADIANS() dé chuyén n6 tir 6 sang radian



Vi du:

=SIN(PI()) 0.00 sine cuda Pi (radian)

=SIN(PI()/2) 1.00 sine cla Pi (radian)

=SIN(30*PI()/180) 0.50  sine cua 30 (d8)

=SIN(RADIANS(30)) 0.50  sine cua 30 (d8)
Ham ASIN()

Tra vé mot gia tri radian nam trong doan tir -Pi/2 dén Pi/2, 1a arcsine, hay nghich

dao sine ctia mot s6 nam trong khoang tir -1 dén 1

Cu phép: = ASIN(number)

number : La sine cia mot goc va phai nam trong khoang tir -1 dén 1

Luwuy:

. Nghich dao sine ctia mot number 1a mot gia tri ma sine ctia no thi bang number,

hay ASIN(SIN(number)) = number

. Néu mudn chuyén d6i két qua tir radian thanh d6, ban nhan két qua vai 180/PI()

hoic str dung ham DEGREES() dé chuyén két qua ra do

Vi du:
=ASIN(-0.5) -0.5236 arcsine cua -0.5 (radian) = -Pi/6
=ASIN(-0.5)*180/PI() -30 arcsine cua -0.5 (da)

—DEGREES(ASIN(-0.5))  -30  arcsine cda -0.5 (d4)



Ham SINH()

Tra vé mot gia tri radian, 1a sine-hyperbol caa mét sd.
Cu phép: = SINH(number)

number : La mot sb thuc bat ky

Ghi chu:

Sine-hyperbol cua mét sé duoc tinh theo cong thuc:

Z —Z
e —e
SINH(z)=——
2
Vi du:
=SINH(1) 1.1752  sine-hyperbol cia 1
=SINH(-1) -1.1752 sine-hyperbol cia -1

Ham ASINH()

Tra vé mot gia tri radian, 12 nghich dao sine-hyperbol ctia mot s6
Cu phép: = ASINH(number)

number : La mot sb thuc bat ky

Luwuy:

Nghich dao sine-hyperbol cua mdt number 1& mot gia tri ma sine-hyperbol cta no

thi bang number, hay ASINH(SINH(number)) = number

Vi du:



=ASINH(-2.5) -1.6472 nghich dao sine-hyperbol cia -2.5
=ASINH(10) 2.9982 nghich dao sine-hyperbol cia 10

Ham COS()

Tra vé mot gia tri radian, 1a cosine cia mot sd
Cu phap: = COSIN(number)

number : La s6 do goc, tinh theo radian
Luwuy:

Néu ban mudn tinh COSIN() ctia mdt goc tinh theo d, hdy nhan né véi P1()/180,
hoic str dung RADIANS() dé chuyén né tir d sang radian

Vi du:
=C05(1.047) 0.5001711 cosine cua 1.047 radian
=COS(60*PI()/180) 0.5 cosine cua 60 dé

=COS(RADIANS(60)) 0.5 cosine cua 60 dd

Ham ACOS()
Tra vé mot gia tri radian nam trong khoang tir 0 dén Pi, 1a arccosine, hay nghich

dao cosine cua mot sO nam trong khodng tir -1 dén 1

Cu phap: = ACOS(number)



number : La cosine cia mot goc va phai nam trong khoang tir -1 dén 1

Luwuy:

. Nghich dao cosine ctia mot number 1 mot gia tri ma cosine cua no thi biang
number, hay ACOS(COS(number)) = number

. Néu mudn chuyén d6i két qua tir radian thanh d6, ban nhan két qua vai 180/PI()

hoic str dung ham DEGREES() dé chuyén két qua ra do

Vi du:
=AC0OS(-0.5) 2.0944  arccosine cia -0.5 (radian) = 2Pi/3
=ACOS(-0.5)*180/PI() 120 arccosine cua -0.5 (dé)

=DEGREES(ACOS(-0.5)) 120 arccosine cua -0.5 (dd)

Ham COSH()

Tra vé mot gia tri radian, 1a cosine-hyperbol ctia mot sd
Cu phép: = COSH(number)

number : La mot sb thuc bat ky

Ghi chu:

Cosine-hyperbol ciia mot s6 dugce tinh theo cong thirc:

COSH(z) = gre”



Vi du:

=COSH(4) 27.308233 cosine-hyperbol cua 4
=COSH(EXP(1)) 7.610125 cosine-hyperbol cua e

Ham ACOSH()
Tra vé mot gia tri radian, 1 nghich dao cosine-hyperbol cia mét sé 16n hon hoic

bang 1

Cu phap: = ACOSH(number)

number : La mot sb thuc bat ky 1on hon hodc bang 1
Luwuy:

Nghich dao cosine-hyperbol cia mét number 1a mét gia tri ma cosine-hyperbol cta
né thi bang number, hay ACOSH(COSH(number)) = number

Vi du:
=ACOSH(1) 0 nghich dao cosine-hyperbol cia 1
=ACQOSH(10) 2.9932 nghich dao cosine-hyperbol cia 10
Ham TAN()

Tra vé mot gia tri radian, 13 tang cta mot sb

Cu phap: = TAN(number)



number : La s6 do goc, tinh theo radian
Luwuy:

Néu ban mudn tinh TAN() ctia mdt goc tinh theo do, hdy nhan n6 véi P1()/180,
hoic str dung RADIANS() dé chuyén né tir d sang radian

Vi du:
=TAN(0.785) 0.99920 tang cda 0.785 radian
=TAN(45*PI()/180) 1 tang cta 45 do
=TAN(RADIANS(45)) 1 tang cta 45 da

Ham ATAN()

Tra vé mot gia tri radian nam trong khoang tir -Pi/2 dén Pi/2, 13 arctang, hay nghich

dao tang ctia mot s6

Cu phap: = ATAN(number)

number : La tang cua mdt goc

Luwuy:

. Nghich dao tang ctia mot number 1a mot gia tri ma tang cua no thi bang number,
hay ATAN(TAN(number)) = number

- Néu mudn chuyén d6i két qua tir radian thanh d6, ban nhan két qua vai 180/PI()

hoic str dung ham DEGREES() dé chuyén két qua ra do



Vi du:

=ATAN(1) 0.7854  arctang cia 1 (radian) = Pi/4
=ATAN(1)*180/PI() 45 arctang cia 1 (dg)
=DEGREES(ATAN(1)) 45 arctang cua 1 (da)

Ham ATAN2()

Tra vé mot gid tri radian ndm trong khoang (nhung khong bao gdm) tir -Pi dén Pi,

la arctang, hay nghich dao tang cia mot diém c6 toa do x va y
Cu phap: = ATAN(X_num, y_num)

x_num : LA toa do x cta diém

y_num : La toa d0 y cta diém

Luuy:

. Két qua 1a duong néu goc nguoc chiéu kim dong hd tinh tir truc x, va két qua 1a

am néu goc thuan chiéu kim dong ho tinh tir truc x
. ATAN2(a, b) thi bing ATAN(b/a), ngay cé khi a = 0 trong ATAN2
- Néu x_num va y_num déu bang 0, thi ATAN2 béo 15i #DIV/0!

- Néu mudn chuyén d6i két qua tir radian thanh d6, ban nhan két qua v4i 180/PI()

hoic str dung ham DEGREES() dé chuyén két qua ra do



Vi du:

=ATAN2(1, 1) 0.7854
=ATAN2(-1, -1) -2.3562
=ATAN2(-1, -1)*180/PI() -135
—DEGREES(ATAN2(-1, -1)) -135

Ham TANH()

arctang cla diém co toa dé (1, 1) radian = Pi/4
arctang cua diém co toa dd (-1, -1) radian = -3Pi/4
arctang cia diém co toa doé (-1, -1) do

arctang cua diém co toa dé (-1, -1) dé

Tra vé mot gia tri radian, 1a tang-hyperbol ctia mot sd.

Cu phap: = TANH(number)
number : La mot sb thuc bat ky

Ghi chu:

Tang-hyperbol cia mot sé duoc tinh theo cong thuc:

_ SINH(?)

TANH() COSH(z)

Vi du:

=TANH(-2) -0.96403 tang-hyperbol clia -2

=TANH(0) 0 tang-hyperbol cia 0

=TANH(0.5) 0.46212 tang-hyperbol cia 0.5



Ham ATANH()

Tra vé mot gia tri radian, 12 nghich dao tang-hyperbol ctia mot s6 nam trong
khoang tir -1 dén 1

Cu phap: = ATANH(number)

number : La mot sb thuc bat ky nim trong khoang tir -1 dén 1

Luwuy:

Nghich dao tang-hyperbol cia mot number 1a mét gia tri ma tang-hyperbol cta né
thi bang number, hay ATANH(TANH(number)) = number

Vi du:

=ATANH(0.76159416)  1.0000 nghich dao tang-hyperbol clia 0.76159416
=ATANH(-0.1) -0.1003 nghich dao tang-hyperbol cia -0.1

Ham RADIANS()

Chuyén ddi s6 do ctia mot gbc tr dg sang radian
Cu phap: = RADIANS(angle)

angle : 1a s6 do goc tinh theo do



Vi du:

=RADIANS(270) 4.71239 D6i 270 d6 ra radian (= 3Pi/2)
=RADIANS(180) 3.14159 D3i 180 d6 ra radian (= Pi)



