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TUYEN BO BAN QUYEN
Tai liéu nay thudc loai sach gido trinh nén cic ngudn théng tin cd thé dugc phép
ding nguyén ban hoic trich dung cho cac muc dich vé dao tao va tham khéo.
Moi muc dich khac mang tinh 1€ch lac hoac st dung véi muc dich kinh doanh thiéu

lanh manh s€ bi nghiém cam.



LOI GIOI THIEU
Congnghéthongtinngaycangphattriénvathimnhapvaonhiéulinhvyc  trong  cudc

song. Hién nay, phan mém Excel di trd nén than thudc ddi véinhig ngudi thuong
xuyén lam viéc véi bang tinh va biéu dd. Cong viéc vanphong, dic biét véi cac bo phan
nhu ké toan, kho, quan 1y cong cu, dung cu...nhiing k¥ ning excel co ban chua du dé
gitip quan 1y va xt 1y cac sd liéu motcach triét dé. Gido trinh Excel nang cao thich hop
cho sinh vién can tich liy kiénthirc cic cong cu nang cao ctiaExcel hodc cho nhan vién
van phong can nangcaokiningstrdungbangtinhExcel

Tai liéu hoc tap duoc bién soan theo ding chwong trinh ddo tao va cac quy dinh vé
cach trinh bay cta Nha truong. Noi dung cua tai lidu hoc tdp bao gdm cac chuong, trong
mdi chwong bao gdm cac phan ndi dung chi yéu nhu sau:

- Muc ti€u cua chuong.
- Noi dung bai giang 1y thuyét.
- Bai tap van dung.

Nham tao diéu kién cho nguoi hoc c6 mot bd tai liéu tham khdo mang tinh téng
hop, thong nhat va mang tinh thyc tién sau hon. Nhém ngudi day ching t6i dé& xuat va
bién soan Gido trinh Bding tinh Excel danh riéng cho nguoi hoc trinh d6 Trung cap.

Noi dung cua gido trinh bao gém cac chuwong sau:

Chuwong 1: Chuong trinh Microsoft Excel

Chuwong 2: Cac thao tac co ban

Chuwong 3: M6t sb ham trong Excel

Chwong 4: Thao tac trén co s¢ dir li¢u

Chuwong 5: Tao biéu d6 trong Excel

Chuong 6: Dinh dang va in 4n trong Excel

Trong qua trinh bién soan, ching t6i da tham khdo va trich dan tir nhiéu tai liéu
dugc liét ké tai myc Danh muc tai liéu tham khdo. Chung t61 chan thanh cdm on cac tac

gia cua cdc tai liéu ma chung t6i1 da tham khao.



Bén canh d6, gi4o trinh cling khong thé tranh khoi nhitng sai s6t nhat dinh. Nhém
tac gia rat mong nhan duoc nhitng v kién dong gop, phan hdi tir quy dong nghiép, cac ban
nguoi hoc va ban doc.

Tran trong cam on./.

Thanh phé Thdi Nguyén, ngay 20 thang 08 nam 2022
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GIAO TRINH MON HOQC
1. Tén mén hoc: BANG TiNH EXCEL

2. Ma moén hgoc: MHO08

3. Vi tri, tinh chét, y nghia va vai trd ciia mén hoc:

3.1. Vi tri:Gido trinh danh cho nguoi hoc trinh do Trung cép tai truong Cao dang
Thuong mai va Du lich.

3.2. Tinh chét: Gido trinh cung cép kién thic, k¥ ndng va nang luc tu chu va trach nhiém
cho ngudi hoc lién quan dén hoat dong trong linh vyc vin phong, gdm c6 : 5 chuong
nham huéng dan sinh vién lam viéc tét trén bang tinh dién tir Microsoft Excel

3.3. Y nghia va vai tro ciia mén hoc: Mon hoc "Béang tinh Excel" co ¥ nghia quan trong
trong doi song bang cach cai thién hiéu suat cong viée, tao co hoi nghé nghiép, va cai
thién giao tiép. N6 ciing hd tro nghién ciru va hoc tap, quan 1y théng tin c4 nhan va
chuyén mén, va cung cap k¥ ning quan trong cho cudc séng hang ngay. Pong thoi, né
khuyén khich hoc tap sudt doi va thich nghi véi su thay ddi lién quan dén cong nghé va
phan mém vin phong.

4. Muc tiéu cua mon hoc:

4.1.  V&Kkién thirc:

Al. Hiéu biét vé cong cu Excel

A2. Hiéu vé céc tinh ning co ban:

A4. Hiéu cong thtrc, ham trong Excel

A5. Hiéu céch tao bicu do,

4.2 Vé ky ning:

B1. K¥ ning st dung phan mém Excel

B2. K¥ nang dinh dang trén bang tinh

B3. K§¥ ning giai quyét cac bai toan nang cao

B4. K§¥ ning tao biéu dd

B5. Ky ning hoan thién, in 4n bang tinh

4.3Vé niing lwc tw chii va trach nhiém:

C1. Nang luc quan ly thoi gian



C2. Trach nhiém véi cong viée

C3. Nang luc hoc tap va lam viéc doc lap

C4. Nang luc quan 1y thong tin

C5. Tu chu trong viée giai quyét van dé

5. N¢i dung ctia mon hoc

5.1. Chwong trinh khung

Thoi gian hoc tap (gio)

) sé Trong do
II:/I/[aH Tén mén hoc tin Tong |, , Thl.rcAhanh/ Thi/
chi |sob Ly - | thuctap/ Kiém
thuyét | bai tap/
” n tra
thao luan

I Cac mon hoc chung 12 255 |94 148 13
MHO1 | Chinh tri 2 30 15 13 2
MHO02 | Phap luat 1 15 9 5 1
MHO3 | Gido duyc thé chat 1 30 |4 24 2
MHO04 | Gido duc qudc phong va an ninh | 2 45 21 21 3
MHO5 | Tin hoc 2 45 15 29 1
MHO06 | Ngoai ngit 4 90 30 56 4
I Cac mon hgoc chuyén mon 64 1560 | 504 1013 43
1.1 Moén hoc co so 16 240 | 224 - 13
MHO7 | Tin hoc van phong 2 30 12 17 1
MHO8 | Bang tinh Excel 2 30 12 17 1
MHO09 | Ciu trac may tinh 2 30 28 - 2
MH10 | Mang may tinh 2 30 15 14 1
MH11 | Lap trinh co ban 2 30 28 - 2
MH12 | Cau tric dit lidu va giai thuat 2 30 28 - 2
MH13 | Co sé dir li¢u 2 30 28 - 2
MH14 | Lap rap va bao tri may tinh 2 30 28 - 2
1.2 Mon hoc chuyén mon 46 1290 | 313 948 28
MH15 | Ngoai ngir ch.nganh CNTT 4 60 57 - 3
MH16 | Hé diéu hanh Windows Server 2 30 28 - 2
MH17 | Quan tri CSDL vo61 Access 1 3 45 43 - 2
MH18 | Quan tri CSDL v6i SQL Server 3 45 27 17 1
MH19 | Lap trinh Windows 1 (VB.NET) |3 45 43 - 2
MH20 | Thiét ké va quan tri website 3 45 43 - 2




MH21 | D6 hoa ting dung 2 30 28 - 2
MH22 | An toan va bao mat thong tin 2 30 28 - 2
MH23 | TH xdy dung phan mém quanly |4 120 |- 114 6
MH24 | TH thiét ké va quén trj website | 4 120 | - 114 6
MH25 | Thyc tap t6t nghiép 16 720 |- 720
1.3 Mon hoc tw chon(chon 1 trong 2) | 2 30 28 - 2
MH26 K‘y nang giao ti€p, phuc vu khach 2 30 28 i 9
hang
MH27 |Lap trinh mang 2 30 28 - 2
Tong cong 76 1815 | 598 1161 56
5.2. Chuong trinh chi tiét mon hoc
] Thoi gian (gio)
So ~ v
T Tén chwong, muc Tong | Ly Thuc Kiém
50 thuyét | hanh tra

1 Chuong 1: Chuong trinh Microsoft Excel | 2 2

2 Chuong 2: Cac thao tac co ban 2 2

3 Chuong 3: Mot sé ham trong Excel 4 2 2

4 Chuong 4: Thao tac trén co s& dir licu 12 2 10

5 Chuong 5: Tao biéu do trong Excel 6 2 4

6 Chuong 6: Pinh dang va in 4n trong Excel | 4 2 1 1

Cong 30 12 17 1

6. Pi¢u kién thwe hién mon hoc:

6.1. Phong hoc Ly thuyét/Thue hanh: Dap ung phong hoc chuan

6.2. Trang thiét bi day hoc: Projetor, may vi tinh, bang, phan

6.3. Hoc liéu, dung cu, m6 hinh, phwong tién: Gido trinh, mo6 hinh hoc tap,...

6.4. Cac diéu kién khac:Nguoi hoc tim hiéu thyuc t& vé cong tic xay dung phuong an
khic phuc va phong ngira rui ro tai doanh nghiép.

7. NOi dung va phwong phap danh gia:

7.1. NQi dung:

- Kién thirc: Panh gia tat ca ndi dung da néu trong muc tiéu kién thirc



- K¥ nang: Panh gia tat ca noi dung da néu trong muc tiéu k¥ ning.

- Nang luc tu chu va trach nhiém: Trong qua trinh hoc tap, ngudi hoc can:

+ Nghién ciru bai trude khi dén 16p.
+ Chuén bj day du tai liéu hoc tap.

+ Tham gia day du thoi luong mén hoc.

+ Nghiém tic trong qua trinh hoc tap.

7.2. Phuwong phap:

Nguoi hoc dugc danh gia tich liiy mon hoc nhu sau:

7.2.1.

ché T6 chirc dao tao trinh d6 trung cap, trinh d cao dang theo phuong thire tich luy mo-dun,
tin chi ctia Nha truong ban hanh kém theo Quyét dinh s6 246/QD-CDTMDL ngay 01/6/2022

ctia Hiéu truong Truong cao dang Thuong mai va Du lich va huéng dan cu thé theo ting

Cach danh gia

Viéc danh gia két qua hoc tap cua ngudi hoc duogc thuc hién theo quy dinh tai Thong
tu 04/2022/TT-BLDTBXH ngay 30/3/2022 ctia B Lao dong — Thuong binh va Xa hdi; Quy

mon hoc/md-dun trong chuong trinh dao tao

Piém danh gia

Trong so

+ Piém kiém tra thuong xuyén (Hé s6 1)

+ Piém kiém tra dinh ky (Hé s6 2)

40%

+ DPiém thi két thic mon hoc

60%

7.2.2.

Phwong phap danh gia
Phuwong phap Phwong phap Hinh thure Thoi diém
danh gia t0 chirc kiém tra kiém tra
Thuong xuyén Viét/ Ty luan/ Sau 20 gio.
Thuyét trinh Trac nghiém
Dinh ky Thuc hanh Thuc hanh Sau 28 gio
Két thuc mon Thuc hanh Thuc hanh Sau 30 gio

hoc

7.2.3.

Cich tinh diém

- Piém danh gia thanh phan va diém thi két thiic mon hoc duoc cham theo thang

diém 10 (tir 0 dén 10), 1am tron dén mot chix s6 thap phan.
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- Piém mon hoc 1a téng diém cua tat ca diém danh gia thanh phan cia mén hoc
nhan véi trong sé twong tng. Piém mén hoc theo thang diém 10 lam tron dén maot chit s6
thap phan, sau d6 dugc quy d6i sang diém chir va diém sé theo thang diém 4 theo quy
dinh cua Bo Lao dong Thuong binh va X3 hoi vé dao tao theo tin chi.

8. Huwéng din thuc hién mén hoc
8.1. Pham vi, ddi twong ap dung:Ddi tugng Trung cap Cong nghé thong tin (UDPM)
8.2. Phwong phap giiang day, hoc tap mon hoc
8.2.1. Pbi véi nguoi day
* Ly thuyét: Ap dung phuong phap day hoc tich cuc bao gém: thuyét trinh ngan, néu van
dé, huéng dan doc tai liéu, bai tap tinh hudng, cau hoi thao luan. ...
* Bai tip: Phan chia nhom nho thuc hién bai tap theo ndi dung dé ra.
* Thao luan: Phan chia nhom nho thao luan theo noi dung dé ra.
* Huéng dan tu hoc theo nhém: Nhom trudng phan cong cac thanh vién trong nhom
tim hiéu, nghién ctru theo yéu cau noi dung trong bai hoc, ca nhom thao luan, trinh bay
noi dung, ghi chép va viét bao cdo nhom.
8.2.2. Poi véi ngudi hoc: Nguoi hoc phai thuc hién cac nhiém vy nhu sau:
- Nghién ciru ki bai hoc tai nha trude khi dén 16p. Cac tai liéu tham khao s& duoc cung
cap nguon trude khi ngudi hoc vao hoc mén hoc nay (trang web, thu vién, tai liéu...)
- Tham duy tdi thiéu 80% cac budi giang 1y thuyét. Néu ngudi hoc vang >20% s6 tiét 1y
thuyét phai hoc lai mén hoc méi duoc tham duy ki thi 1an sau.
- Tham duy du cac bai kiém tra thuong xuyén, dinh ky.
- Tham du thi két thuc mon hoc.
- Chu ddng t6 chuc thue hién gio tu hoc.
9. Tai liéu tham khdo:
[1] Bai giang Tin hoc van phong, B mon CNTT, Truong CD Thuong mai — Du lich
[2] Bui Thé Tam, Bui Thi Nhung, Giéo trinh tin hoc co s, Nha xuat ban Giao thong
van tai, 20006.
[3] Bui Thé Tam, Tin hoc dai cuong, NXB khoa hoc va k¥ thuat, 2005.
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CHUONG 1. CHUONG TRINH MICROSOFT EXCEL
< GIOI THIEU CHUONG 1

Microsoft Excel (goi tit: Excel) 1a mét trong nhirng chwong trinh rng dung trong bo
Microsoft Office chay trong méi truong Windows. Thé manh ciia Excel 1a t inh t 6an
bang cong thirc. Excel 1a mot loai bang tinh dién tr dugc ding dé to chuc, tinh todn bang
nhitng cong thire (Formulas), phén tich va tong hop s6 liéu. Cac nhiém vy ma ban c6 thé
thuc hién v&i Excel tir viéc viét mot héa don t6i viée tao biéu do 3-D hodc quan Iy s6 ké
toan cho doanh nghi¢p. Khong gian 1a vi¢c cua Excel, cac kiéu dit liéu va cach tao mot
bang tinh don gian.

< MUC TIEU CHUONG 1
Sau khi hoc xong chwong nay, nguoi hoc co kha nang:

> Vé kién thirc:

- Hiéu biét vé bdng tinh Excel

- Hiéu vé dinh dang trong bdng tinh

> Vé ky ning:

- Phat trién K lam viéc trong vin phong

- Ky nang lam viéc Véi hinh anh va bang biéu

- Ky nang soan thdo va bién tap van ban trén bang tinh

> Vé ndng lyc tw chii va trach nhigm:

- Ndang luc Vé quan 1y thoi gian, trach nhiém Véi cong viéc
- Nang luc hoc tdp va lam viéc doc lap
- Tuw cha trong viéc gidgi quyét van dé

< PHUONG PHAP GIANG DAY VA HQC TAP CHUONG 1

- Déi Véi nguoi day: sir dung phwong phdp giang giang day tich cuc (dién gidng,

vén ddp, day hoc theo vin dé); yéu cau nguoi hoc thuc hién cdu héi thao lugn va

bai tap chuwong (cd nhdan hodc nhom).
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Poi Véi nguoi hoc: chi dong doc triede gido trinh triedc budi hoe, hoan thanh day
i cdu hoi thao ludn va bai tdp tinh huong theo cd nhdn hodc nhém va nép lai cho
nguol day dung thoi gian quy dinh.

PIEU KIEN THUC HIEN CHUONG 1

Phong hoc chuyén mén hoa/nha xwong: Phong hoc thuc hanh

Trang thiét bi mdy méc: May chiéu, may tinh va céac thiét bi day hoc khéc

Hoc li¢u, dung cu, nguyén vt li¢u: Chuong trinh moén hoc, gido trinh, tai li¢u
tham khao, gido an, phim anh, va céc tai liéu lién quan.

Cic diéu kién khdc: Khong co

KIEM TRA VA PANH GIA CHUONG 1

Noi dung:

Kién thirc: Kiém tra va danh gid tdt ca ndi dung da néu trong muc tiéu kién thirc
Ky néng: Panh gid tat ca ndi dung dd néu trong muc tiéu ki nang.

Nang lyc tu chu va trach nhiém: Trong qua trinh hoc tdp, nguoi hoc can:

+ Nghién ciru bai trude khi dén I6p

+ Chudn bi ddy du tai liéu hoc tap.

+ Tham gia ddy d thoi lwong mén hoc.

+ Nghiém tuc trong qud trinh hoc tdp.

Phwong phap:

Diém kiém tra thwong xuyén: 1 diém kiém tra (hinh thirc: hoi miéng)

Kiém tra dinh ky Iy thuyét: khong cé
NQI DUNG
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11. CAC KHAINIEM CO BAN

1.1.1Ggi wtngdungMicrosoft Excel E

EXCEL.EXE
Cach1:Chon IénhStart/ Programs/ MicrosoftExc e
Start/ AllPrograms/ MicrosoftOffice/ MicrosoftOffice

Excel
Cach2:D_Clickvaobiéu tuongMicrosoftExceltrongmanhinhnén (Desktop).
Cach3:D CI|cklentapt|nExceICOsantrongmay(* x1s). Taptinsétudong ,%

goichuong trinh excel trude vasau do maludn file excel do.

1.1.2Thoat khéiMicrosoftExcel
Cachl:ClickvaonutClose XI. Cach2:Chon IénhFile/ Exit.

Cach3:Nhan tohgpphimAlt+F4.
1.1.3 Cacthao tactréntaptin

TaptincuaExcelcophanmaorong. XLS.Cacthaotacmofile, dongfile, luufile
twongtu nhu Word.

B3 Microsoft Excel - Book1 i =18fx]
‘B] File Edit Wiew Insert Format Tools Data  Window Help Type 3 questionforhélp v - @ X
NBEHdRAGRIVE &RB-F 9 2 3 - Qlﬁl@.q}lou/ovg.g
: Arial Bl& Chlg I U/=SE==59% % tl%o EE |- O- A ,!
Al \__~ Cua® hién vao trang
AN\ Raph € | D [ E [ Fypp® [ H [ 1T :gettingstarted v x

Hidlirl

Online ciia GRS
Microsoft Microsoft qffice Or-wline

1

[ 2]

3

.i;__ . — + Connect to Microsoft Office
e Offl ce Online
7 |

[ 8|

3 |

*  Get the latest news about using
Excel

*  Automatically update this list
from the web

10 Mare...

-—%— Search for:

2 | |
14 Example: "Print more than one copy"
15

16 | Open
17 Bangchamcong
18 BUOIL0
19 BUOIZ

| 20 | BUOIS
21 1 More...

| 22
23 | ] Create anew workbook...

24 -
4 4 » »l\Sheet1 { Sheetz f Sheet3 / |41 | >l
Ready CAPS MNUM
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1.1.4ManhinhcuaMicrosoft Excel

2 Microsoft Excel - Buoi thu 12.xls [Read-Only] =] =
”ﬁ File Edit View Insert Formak Tools Data Window Help _I- _Iﬁl ill
NEE SR [t BB o-- Q@ = £ 2% 0S8 o -2
yhbook-Antiqua - 11 v|B I g|§§§|$%, f53;°_8|+;;§+;;§|EE|v&vgv|
| = =VLOOKUP(VALUE (LEFT(B4 21) SAS3Z5CHI7 2.0) ~_
3| B e [ o [ B = ¢ [ H | @
A 2y o~ - -~
2 —HIEU TINH CUGC PHI PIEN THOAI (Formula
. N dice goi ftinh, Cuidc phifl Bar)
STT | 54 di2n thoai drioe goi ] : Thai gian goi Thinkh 32w
3 thinh pho) phit
LY 1 71824002|Can Tho a 200 16000
(& z 54823578 |Thu Thien Hue 3 910 27300
& 2 70827998 | Vinh Long =] 500 32,0000 ~
7 4 48543210 |Ha Moi 5 2500 12,5000 Vung
n ~
B | — ~—7————=3589752|TP. Ho Chi Minh 10 1500 15,0000 nhap dir
9 Chi so 65420|50c Trang 1 200| 52000 iau
10 Lha g 95623 |Can Tha 17 200 2,400.0
11 ) 48798562 |Ha Moi 4 2500 10,000.0
12 ] .Ho Chi Minh k) 1500 12,0000
13 10 hL 30 soo| 15,0000
Tén Sheet  prtore L
14 } T TONG CONG: $3,030.0
K1l LlJJ

y
Ready [T [ [espspuml [ [

Man hinh cuaMicrosoft Excel

Cacthanhcongcu:ngoaicacthanhcongcutuongtenhuciuaWord,Excelcé  thém
thanhcongthic(FormulaBar)dungdenhapditliéu,congthircvaodhién hanh.

Bat/ tatthanh nay,vaomenuView/ FormulaBar

1.2. CAU TRUC CUAMOQOTWORKBOOK

MéttaptincuaExceldugcgoilamotWorkbook vacophanmérongmacnhién
XLS.MotWorkbookdugc xem nhula méttailiéu gom nhiéu to.

MaitogoilamotSheet,cotdida255Sheet,macnhiénchico3Sheet.Cac
Sheet duoc dattheotén mac nhién la:Sheetl,Sheet2,...

1.2.1Mét sothaotactrénSheet

Chon Sheetlam viéc: Clickvaotén Sheet.

Doi tén Sheet: D_Clickngay tén Sheetcan doi tén,sau d6 nhapvaoténméi.
Chen thém motSheet: chon 1énhInsert/WorkSheet.
Xba motSheet: chon Sheetcan xéa,chon lénhEdit/ DeleteSheet.

Ghicha:cothéthuchiéncacthao  tac . T
trén bangcach R_Clicklén tén Sheetroi 18 pelete
Chinénh Cé.n thll'C hién. :; FT_ﬂove or Copy...

19 Select all Sheets

20 .
R G e
15

Wiew Code
4 Y



1.2.2Cautriaccia mét Sheet
Mdimotsheetdugcxemnhula motbangtinhgdm nhiéu hang,nhiéu cot.
-Hang(row):cétdida la 65.536 hang,duoc danh sétirldén 65.536
-Cot(column):cotdidala 256 cot,duocdanh sb thA,B,...Z, AA AB...AZ, ...IV
-O(cell):1agiaocuacotvahang,dirliéuduocchiratrongeacd, gittacacocd
ludiphan cach.
NhuvaymotSheetc665.536 (hang) * 256 (cot)=16.777.216 (6)
Mbiocomotdiachiduocxacdinhbangténcuacotvasdthirtwhang,vi du C9
nghia 146¢ c6tCva hang thi9.
-Contréo: 1a motkhungnétdoi,6 chira con trod6duocgoiladhién hanh.
Céch dichuyén con trédtrongbangtinh:
+ Stirdungchudt: Clickvaod can chon.
+ Strdungbanphim:

1,}:Lén,xuongl hang. Ctrl+PageUp: Sangtrailtrangmanhinh

— ,«—:Qua trai,phail 6. Ctrl+PageDown: Sangphail trang man hinh
PageUp: Lénltrangmanhinh. Ctrl+Home: Ve 6A1

PageDown:Xuongl trangman hinh

-Vung(Range/Block/Array/Reference):gomnhiéu 6lién tiépnhau theodang
hinhchitnhat,moivingcomotdiachi dugcgoiladiachivang.biachivingduoc
xacdinhboidiachicuaégoctrénbéntraivaogocdudibénphai,gitradiachi cua 2
nayladau haicham (:).

Vidy: C5:F10 1a motvangchinhatdinhvibangs dautién 1a C5va 6 cubila F10

-Gridline:Trongbangtinh cocac duonglugi(Gridline) dung dé phan cach
gitra caco.Macnhiénthicacduongluginaysekhongdugcinra.Muonbat/tatGridline,
vaolénhTools/ Options/ View,saud6ClickvaomucGridlinedebat/tatduong luai.

1.3. CACH NHAPDU'LIEU:

1.3.1Métséquidinhchung
_KhimgicaidatthiExcelsirdungeacthongsoméc nhién(theongamdinh).
béthaydoicacthongsonaytheoymuon,banchon Iénh Tools/ Options.
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Transition | Custom Lists

view | Calculation

Setkings
I~ R1C1 reference style
I Ignore other applications

=
=

¥ Recently used file list:
Sheets in new workbook:
Standard font:

Default fils lacation:
Alternate startup file ocation:

User name:

Colar |
General

| Chart |
| Edit

I Prampt Far workbook properties
I Pravide Feedback with sound
I~ Zoom on roll with InteliMouse

Web Options...

entries

[Times Wew Roman =] sSize: 12

=]

[s:
\

[B0 Mon Tin Hoc

Lép General

1.3.2C4achnhapdirliguvaomtd

-Pua con tro66dén 6can nhap.

-Nhapditliéuvao.

Transition |
View |
Settings
W Ed directly I cell
[ allow cell drag and drop
¥ dert befare overwriting cells

ction after Enter

Down -
Jown

¥ Move sele
Direction:

[~ Fixed decimal
Places:

I¥ Ask to update automatic links
¥ Provide feedback with Animation

Custom Lists |
Calkulstion

¥ Cut, copy, and sort ghjects with cells

[ Enable AutoComplete For cell values

Color |
Gerersl

Chart |
Edit

v Extend list formats and formulas

¥ Enable automatic percent entry

-K étthiicquatrinhnhapbangphimENTER (hozc [

dangnhapbangphimEsc.

Lép Edit

1), hayboditlicu

Ghichia:Mudn higu chinh ditliéu da nhap ta chuyén con tré6 dén 6can hiéu
chinh roinhan phim F2 hoac D_Clickvaod can hiéu chinh.

1.4. CAC KIEU DULIEUVACACH NHAP

Microsoft

Exceltudong

nhéndiénkiéudﬁ:liéukhibannhapdﬁ:liéunhapvéo.

Congviéccuabanlaxacdinhdungkiéudirliéudétiénchoviéctinhtoanvadinh dang.

1.4.1 Dir liéu kiéu s6

Khinhapvaosébaogom:

0..9,+,-,*./,(,),

E,%,$thisdomicnhiéndwoc

canhléphaitrong 6.Excelséhiéu diliéu kiéusékhibannhapditliéukiéusdé ding
theosudinh dangcaa Windows(ngayva giocling dugc luutritnhue mottriso),ngugc
laindsé hiéu 1a dixliéu kiéu chuoi.

- Dirliéudangsé(Number)

DPé dat quy dinh vé cach nhap va hién thi s6 trong Windows: chon Iénh

Start/Settings/Control Panel/ Regional and Language O

Customize Begional Options

Number:
1.DA4u thap phan.
2.S6 chir s6 thap phan.

3.Dau phan cach hangnghin.
4.S6 s6 hangnhom hangnghin.
5.Dau phu dinh (s6 am).

6.Dinh dangséém.

Mumbers | Currency || Time

Sample
Paositive: |123.4568.729.00

D ecimal symbal
Mo. of digits after decimal
Digit grouping sembol:
Digit grovping:

Megative sign spmbol:
Megative nurnber Format:
Display leading zeros:
List separator:

Measurement sustem:

Date

ptions/ Chon 1op

Meqgative: |-123.456.733.00

1
2

123,456,783

-1

o.v

1] 8] ) ) (s [ 8] 8

u.s.

7.Pinh dangsd thyenho hon 1.

8.Dau phan cach tham sé ham.
9.Héthongdo luong.

7.

8.
9Quydinh
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Vidu:

-S$61234.56 c6 thé nhaptheocac cach nhusau:

1234.56 S6 thuan tuy,khong dinh dang.

1,234.56 Kéthopdinh dangphancach hangnghin (Comma).
$1234.56 Kéthopdinh dangkyhiéu tién té (Currency).
$1,234.56 Kéthopdinhdangkyhiéutiéntévaphancachhang

nghin.
-S60.25 cothé nhap theocac cach nhusau:
0.25 hoic .25  Sé thuan tuy,khong dinh dang.
25% Kéthopdinh dangphantrém (Percent).
2.5E-1 Kéthopdinh dangkhoahoc (Scientific).
» Dirliéudangngay(Date):

Microsoft ExcelsghiéuditliéukiéuDatekhitanhapvaodungtheosuquidinh
cﬁaWindows(maicnhjénlé thang/ngay/ném). NguoclaiExcelséhi¢ulakiéuchuoi.
Mac nhién dirligukiéuDatedwoc canhphaitrongo.

DitlicukiéuDatedugcxemnhuladirliéukiéusdvaimébcthoigianlangay
1/1/1900 (cogia trila 1),ngay22/1/1900 cogiatrila 22,...
DbékiémtravathaydoiquidinhkhinhapditliéukiéuDatechoWindows:chon

IénhStart/ Settings/ ControlPanel/ RegionalandLanguageOptions/ Chon
I6pDate,khidoxuat hién hop thoai:

Regional and Language Dptions e

Regional Cptions ILanguages I Advanced I

—Standards and Formats

This option affects how same programs Format numbers, currencies,
dates, and time.

Select an item to match its preferences, or click Customize to choose
wour own Farmats:

IEninsh {United States)

Samples

rumber: | 123,456,783.00
Currency: | £123,456,759,00
Time: | 2:z8:14 M
Short date: I Zo/11 /2006

Long date:

I Wednesday, Movember 29, Z006

— Location

To help services provide wou with local infarmation, such as news and
weather, seleck vour present location:

|United States =]

QK Cancel I appl I
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Customize Regional Options @@

Murmbess | Cumency | Time | Date

Calendar
‘when a two-digit pear iz entered, interpret it a5 a pear betweer:

and | 2023 F i

- 7\ M hY 14 - 3 — 1T
1.Danghién thi ngay/thang/ ném.
A \ A A ’ \ Short date
2 ) N hapvaOdau phancaCh ngay’ Short date sample;  |5/19/2004
thang, ném.
3 . Dan g n gé.ythé.n gdéydﬁ 1 — 7 Short date format: | MAdAy v
2 ——— Date separator: / -

Laong date
Long date sample: | Sunday, September 13, 2004

———————p Long date format: | dddd, MR dd, popy v

[ ak. ][ Cancel ][ Apply

Thayddi qui dinh kiéu Date

» Dirliéudanggio(Time)

Microsoft Excelsg hicudirliéukicu Timekhita nhapvao ding theosuquidinh
cﬁaWindows(rqacnhiénlégi&r:phﬁt:giﬁybuéi).NguqclaiExceIséhiéu lakiéuchuoi. Mac
nhién dirliéukieuTimedwoc canhphaitrongé.

DitlieukiéuTimeciingduocxemnhuladitliéukiéus.0:0:0cogiatrilao,
24:0:0 cogiatrila 1, 36:0:0 cogia trilal.5,...

Khinhapditliéu kiéuTime,co thé boquatén budi(AM/PM)
Vidu:16:30:36 cothé nhapla 16:30:36 hoac 4:30:36 PM

1.4.2.Dixligukiéuchudi(Text)
Khinhapvaobaogom cacky tuchitva chirso.Macnhién  dirligukiéuchudi
sédwoc canhlétraitrongé.
-Néu mudn nhapchudisé thithyc hién mottrong2 cach:
Cach1:Nhapdau nhaydon ( * )truéc khinhapditliéu sb.

Cach 2: Xac dinh khi can nhap dit liéu kiéu chudi s, chon 1énh
Format/CellssNumber/Text.

-Chudi xuéthiéntrongcong thicthiphaidugce baoquanh baidau nhaykép™ .

1.4.3.Dixligukiéucéngthirc(Formula)

MicrosoftExcelséhiéuditliéukiéucongthuckhitanhapvaobatdaubangdau
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= Déivoiditlieu kiéu cong thac thigia trihién thi trongdkhongphailacong thiac ma

lakétquacuacong  thuc  d

o(co

thelamot

triso,motngaythang,motgio, maotchudi

haymotthongbaoldi).Congthicduocxemnhulasukéthopgittacactoantirva

toan hang.

+ Cactoantircothé la:+,- * /& N> < >= <= = <>,

+Cac toan hang co thé la:hang,ham,dia chié,dia chiving.

Vidu:

=SQRT(A1)+10*B3

=RIGHT (“MicrosoftExcel”,5)
=MAX(3,-

7,0,SUM(A2:A10))

Néu trongcongthire conhiéu dau ngoic thiquitic tinhnhusau:

Ngoac trongtinh trudc, ngoac ngoai tinhsau.
Trongngoac tinh trudc,ngoaingoac tinhsau.

Uu tién cao tinhtrudce,uu tién théptinh sau.
Bén phai tinh trudc,béntrai tinh sau.
» DPowutiéncaacactoantir

POUU TIEN| TOANTU YNGHIA
1 0 DAu naoic don
2 A Luv thua
3 - D4u chos6am
4 * / Nhan/ chia
5 + - Cona/ tru
= <> Bﬁngnhau,khéc nhauLén hon,lénhon hoic
6 > >= bang
7 NOT Phu dinh
] AND Va (diéu kiéndonathoi)
9 OR Hoac (diéu kién khonadona thoi)
10 L Toantirahép chudi

Vidu: Tinh giatribiéu thuc:

2"6* 3

-5*6+ (22-16)/3

= 64* 3-30+6/3=192-30+ 2= 164
» Bangchantricuacac hamNOT,AND,OR

A B | NOT(A) | AND(AB) | OR(A,B)
0 0 1 0 0
0 1 1 0 1
1 0 0 0 1
1 1 0 1 1

« Cohaicachnhapcongthirc
Vidu: dé nhapcongthtic =A2+B2+C2 vaodD2
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Cach1:nhap truc tiép

batcon trotaio D2.
Nhap=A2+B2+C2

GophimEnter.

Cach1:nhap theokiéutham chiéu (kéthop chudt/ banphim dé chond,ving)
batcon trotaio D2. SUM > X o =[=A2+B2+C2
Nhap= alslcl D |

: 1
ChondA2,nhap+,chon6B2,nhap 2| 10 150 201=A2+B2+C7|

+,chon 6 C2 = | T | |
GophimEnter.

Nhap congthuctheo kiéutham chiéu
1.5. CAC LOAIPIA CHIVACAC THONGBAOLOITHUONGGAP
1.5.1.Cacloaidiachi
- Pia chitwongddi
-Quiwdcviét:<téncot><chiséhang>, changhan A1,B2,...

-Trongqua trinh saochépcong thuc thicac diachinaysetudong thaydoi theo
phuong,chiéu dé baoton moiquan hétuongdoi.

Vidu:Gia sito6C3c6 cong thuc =Al+1,trongdooA 1goiladlién he. O
C3 comailién hé vaidA 1 nhusau:

C3 cach A1 haicotvéphia trai AlB ¢
‘ 15
va C3 cach Al haidongveé phia trén. ,
Moéiliénhénayphaiduocbaotonkhisao

chépcong thirctaioC3dén dia chikhac.

Khi saochépcong thicnay téi 6D5 thi cong
thirc tai D5 codanggiéngeong thire tai C3 nhung
diachida thay ddi,oliénhétrongcong  thictaio
D5ladcachD5:

Haicotvephiatrai cotB
Haidongvé phiatrén dong3

NhuvaycongthactaioD5phaila =B3+1

- Pia chituyétdoi
-Quiwdcviét:$<téncot>$<chiséhang>, chinghan $A$1,$B$2,...
-Khisaochépcongthtrcthicac dia chiloainaysé khongbaogio thaydoi.

[ T SN FS  NS TN
]
L)
—
(=2}

Dja chi twongddi

Vi du: Gia st 6 C3 cocong thic Al B | ¢ | D_

=$AS1+1 s =
KhisaochépcongthircnaytéioD5thi cong - 0. 18 T
thuc taiD5van 1a=$A%1+1 5 167
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Dia chi tuyét doi

- Pia chibantuyétddi(diachihdnhep)
-Quiwdcviét:cottuyétdsi: $<téncot><chi sdhang>
hang tuyétddi:<téncot>$<chiséhang>,changhan$Al,
B$2,...
-Khisaochépcongthirc thicacdiachiloainaychithayddio thanhphantuong déi con thanh
phantuyétdoithikhong thaydoi.
Vidu: AlB[C[D
15 A B C 0

% pe }m
20 18 =B$1+1

1 ]
Dia chi hdrf 21
hop

Ghichu:Cothé sirdungphimF4déluan chuyén giita cac loaidia chi trén.

M| | 0d (k| —

BN ENI L
P2
=
—
o2
E

Chuyén déigiitacacloai dia chi
1.5.2.CacthéngbaoldithwonggaptrongExcel

_ KhiExcelkhongtinhdugcmatcongthicthichwongtrinhsgbaoldisai, batdau
bangdau#.Saudaylacac 16i thuonggap:

Loibao Nguyénnhan
# DIV/0! | Trongcongthtrc cophéptinh chia chosokhong (0)

Cong thirctham chicu dén 6comuc nhap#N/A hodc gdmotso
#NIA ham khongcodbisd

#NAME? | Trongcongthtrc c6 mottén maExcelkhong hieéu dugc

Xayra khixac dinhgiaogitra 2vungnhungtrongthuc té
#NULL! | 2vingdokhonggiaonhau

#NUM! Xayra khidirliéu socosaisot
#VALUE! | Trongcongthirc co cac toan hangvatoan tirsaikicu
< TOM TAT CHUONG 1

Trong chuong nay, mot s6 ndi dung chinh dugc gisi thiéu:
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-Cac khai niém co ban

- CAu tric cua mot Workbook

- Cach nhap dir liéu

- Cac kiéu dir lidu va cach nhap

- Céc loai dia chi va cac thong bao 18i thuong gip

< CAC BAI TAP HE THONG KIEN THUC

Bai 1: M6t s6 ham co ban. Cho bang du li¢u sau:
DANH SACH THUONG THANG 3, CONG TY ANZ

TT Hodém Tén S;fll ignég Thuéng 8-3 Thuéng A
1  Tran Thanh Mai Nam 25
2 Pham Hung Cuong Nam 24
3 Lé Ngoc Mo Nir 26
4 Pham Huing Diing N 22
5 ?ggggn Cong  Nam 27
6  LéHoai Bic Nir 25
Vi Ngoc Minh Nam 21
Nguyén Mai  Lan Nit 26

a) Thudng 8-3: thuong 200.000 cho nhitng nhan vién Nit, con lai khong duoc
thuong.
Thudéng A: thuong 300.000 cho nhitng nhan vién c6 ngay cong >=24, con lai khong
dugc thuong.
Thém vao cot Thuong B: thudng 100.000 cho nhitng nhan vién Nam c6 ngiy cong
>26 hodc nhan vién Nir c6 ngay cong >25.
Bai 2. St dung MS Excel hoan thanh bang dit liéu duoi day:

BANG CHI TIET BAN HANG
STT hMai g Temhang  Nedyban lslf)(_)‘ng Pon gi4 %ﬁi‘h

BDDQ 05/05/2012 12
BDNT 06/08/2012 25
CT 07/03/2012 10
BDGN 08/03/2012 60
BDTS 09/08/2012 22
BDGN 06/01/2012 24
CT 06/03/2012 100
BDTS 07/06/2012 240
BDTS 09/08/2012 15
CT 10/08/2012 5
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Thuc hién:

Thao tac tu dong dién dir liéu vao cot STT (theo tu tu tang dan 1,2,3...).

Pién cot Tén hang: Néu 2 ky ty dau ciia M4 hang 14 “CT” ghi 14 “Cong tic” con lai
ghi 1a “Bong den”.

Tinh Don gia dya vao 2 ky tu cubi cia M4 hang va bang sau:

Ma hang Pon gia
DQ 12.000
TS 14.500
NT 16.000
GN 15.000
CT 3.000

Thanh tién = s6 lugng * Pon gia. Néu ngay ban sau ngay 01/06/2012 thi giam 10%
thanh tién.
Hoan thanh bang thong ké sau:

Tén hang Téng sb

Cong tac

Boéng den
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CHUONG 2. CAC THAO TAC CO BAN

< GIOI THIEU CHUONG 2

Sau khinhgpvahiéuchinh théng tin trongcac obang tinh,ban co thé hiéu chinh
bangtinhnhu thaydoi kich thudccuahang,cot,chén vaxodahang vacdt,saochép di

liéu,...

,cungnhudinh  dangdirliéu  délamnéibatnhitngyéu  téquan  trongvalamcho

béngtinhdédochon.:rrongchuongne‘lybanséhopcéchhiéuchinhhéngvécétcﬁa bang tinh,
dinh ganggéch hién thicua dfxliéu,canh le, chon Fontchit,ké¢ khungva t6 mau,
thaydoichiéu rong cua cotva chiéu caocua hang,...

R/
0‘0

MUC TIEU CHUONG 2

Sau khi hoc xong chwong nay, nguoi hoc coé kha nang:

>

Vé kién tharc:

Hiéu biét vé bang tinh Excel

Hiéu vé dinh dang trong bdng tinh

Vé ky ning:

Phat trién Ky lam viéc trong van phong

Ky nang lam viéc véi hinh anh va bang biéu

Ky nang soan thdao va bién tap van ban trén bang tinh
Vé néng luc tw chii va trach nhi¢m:

Nang luc Vé Quan 1y thoi gian, trach nhiém Vi cong viéc
Nang luc hoc tap va lam viéc doc lap

Tu chu trong viéc gidi quyét van dé

PHUONG PHAP GIANG DAY VA HQC TAP CHUONG 2

Poi voi nguoi day: sir dung phwong phdp giang giang day tich cuc (dién giang,

vén dap, day hoc theo vén dé); yéu cau nguoi hoc thuc hién cdu héi thao ludn va

bai tap chuwong (ca nhdn hodc nhom).

Péi voi nguol hoC: chu dong doc trudc gido trinh truoc budi hoc; hodn thanh

day di cau hoi thao ludn va bai tdp tinh hudng theo cd nhan hodc nhém va nép

lai cho nguwoi day dung thoi gian quy dinh.
PIEU KIEN THUC HIEN CHUONG 2
Phong hoc chuyén mén hoa/nha xwong: Phong hoc thuc hanh

Trang thiét bi mdy méc: May chiéu, may tinh va céac thiét bi day hoc khac

Hoc liéu, dung cu, nguyén vt li¢u: Chuong trinh moén hoc, gido trinh, tai liéu

tham khao, gido an, phim anh, va céc tai li€u lién quan.
Cic diéu kién khdc: Khong co
KIEM TRA VA PANH GIA CHUONG 2
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- Noi dung:
Kién thirc: Kiém tra va danh gid tdt ca ndi dung da néu trong muc tiéu kién thirc

KJ ndng: Ddnh gid tdt cd néi dung da néu trong muc tiéu ki néing.

AN

Nang lyc tw chu va trach nhiém: Trong qua trinh hoc tdp, nguoi hoc can:
+ Nghién ciru bai triede khi dén I6p
+ Chudn bi dc”iy du tai liéu hoc tap.
+ Tham gia ddy di thoi lwong mén hoc.
+ Nghiém tuc trong qua trinh hoc tap.
- Phwong phap:
v’ Diém kiém tra thuwong xuyén: 1 diém kiém tra (hinh thirc: héi miéng)
v Kiém tra dinh kyp Iy thuyét: khong cé
< NOI DUNG CHUONG 2

21. XULYTRENVUNG
Phan naysé giéithiéu choban nhiingky nénghiéu chinh sau:
-Cach chon cac 6va dayo(Range).
-Cach saochépdirliéu tironaysangokhac.
-Cach dichuyén cac 0.
-Cach thém hanghoac cotmaivaobangtinh.
-Cachxoad(ClearvaDelete).
-Céach thay d6idorong caa cotva chiéu caocua hang.
-Cach huybo(Undo)valaplai(Repeat)cac Iénh virathuc hién.

2.1.1Cacloaivungvacachchon

Ed Microsoft Excel - Buoi 7
J File Edit Wiew Insert Format Tools Daka Window Help

J Times MNew Rot

DS Sase | @< | o - = 5 8 Wa @2

BS ~| =| ®i rmang
S B | ¢« | D | E | F |

11 Cing tvy TNHI 3V

A BANG DU TRU VAT TU CONG TRINH 1
3

Sé tt VL tw Ponvi S6lwong Pon gia Thanh tién

5 1 B4 mang | Bac 5200 54000

3| s 2 Cat e 512 2500
7 3 Gach éng Vign 20000 800
8 4 B4 fp lat Vign 10010 40000
o 5 S&t miy dung Kz 50 3500
10 TONG CONG:
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1.Chontoanbgbang tinh. 3.Chonhang. 5.Chondayokhongliéntuc.

2.Choncot. 4.Chondaydliéntuc.
Loaivung Cachchon
Vungchimotd Clickvaod can chon.

-Mouse:Dragtirodaudén 6cuoicua vung.
-Keyboard: Puacontrovédsdautién,nhangittphim
Vingnhiéu dliéntuc Shiftkéthgpvéicac phim mii tén.

- Mouse + Keyboard:Duacontrodvésdautién, nhan
gitrShift,Clickvaoocudicua vung.

Nhiéu 6cach khoang Giirphim Ctrl,Clickchon tirngo.

Nhiéu vingcach khoang | Giitphim Ctrl,Dragchonlan luottirngving.

Click vaoténcotcanchon,Drag tiépdéncotcudi(néu chon
nhicu cot).

. C|ICkVaOChISOhang Dragtiépdénhangcudi(néuchon
Nguyéndong nhiéu hang).

CI|ckvaOnutdautleng|aog|uathanhchuatenCOtva thanh
chtra sécua hang; hoac nhan thopphim Ctrl+ A.

Nguyén cot

Toan bd Sheet

D_Clickvaodcanchon(hoacbattrovaod,gdphimF2), sau

Motphan caa & Ve
(P dochongiongnhuchon vén banthdéngthuong.

2.1.2Pbat ténchovung(Insert/ Name/ Define)

béthuantiénchocacthaotactrén
dirliéu,taco thé dattén cho motvungdi
liéu dugc chon nhusau:

- Chon vingditliéu can dattén. s i ——
- Chc,f)l_n Iénh Insert/ Name/ -
Define. L
- NhapténvungvaomucNamesin [<oar TrsDEADRn =
workbook.
- ClickOKhoac Add.
bat tén cho vung
Lz s LA . Tat ca
2.1.3Xo0a bé dir lieu (Edit/ Al :
Clear) | Eormats Pinh
Contents  Del dang NOI
- Chon vungdirli¢éu canxoa. Comments dung Ghi
chu

- Chon Iénh Edit/ Clear. Xoabo dir liéu
- Chon cach xoa dixliéu.
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2.1.4 Saochép dirliéutirdnay sangdokhacvadiéndirliéu(Fill)
a.SirdungchircnangCopy va Paste désaochépdirliéu
-Chon vangditliéu ngudn can saochép.

-VaomenuEdit/ Copy; hoic nhan Ctrl+C; hoic Clickvaonut Copy
-Dichuyén con troddén 6 dautién cua vingdich.

-VaomenuEdit/ Paste;hoac nhan Ctrl+V;hoic Clickvaonut Paste E
b. TwdéngdiéndirliéubiangtinhningAutoFillva menulnsert/Fill
Excelsé téngtdc viéc nhapdirliéu vaobang tinhbangcach dién tudong motdayo
vaimotgiatrilaphodcduoc téngtheothutuy.
Vidu:bancothésaochépmétgiatri — gidngnhauchonhiéusanphamtrongmot — ban
baocaohoactaophan so téngtheoquyluat(nhuSo thuty).

- SwdungtinhnangAutoFill

KhiDragtaiFiIIhand[exuéngphiadu(rihoécsangphéi,AutoFiIlsétaoradéycéc
giatriténgléndua theomautrongdayo da duogcchon.KhibanDragtaiFillhandlelén
phiatrénhoacsangtrai,AutoFillsétaoradaycacgiatrigiamdanciingduatrénmau

A B Al B | Al B | A | B |
1 1 A 1 1 10 1 10
2 2 - 21 - 2| o0 2| 20
S \ Drag vao | 3 3 3 b 3 =0
p ‘ Fill handle | 4 ]| 4 : 11 |
I I
AutoFill AutoFill

Tu dongdién dir liéu

e  SwdungmenuEdit/Fill

NgoaitinhnéngAutoFill banconcothésadungbdlénhFilltrmenuEditdéthyc hién
nhitngsaochépdon gian.

-biénlen(Up),xudng(Down),sangphai(Right)va trai(Left)
[1Céach thyc hién:

i A : Al B | A_|B |
+batcontrélénomabanmuonsao 1 [Fart 107 1 Fotn
chépvaDragden nhirngéban muondienvao. 2 2 |Part 101
- , . 3
+ChonmenuEdit/Fill saodéchonlénh == 3 [Part 101
| 4 |Part|101
|

tirmenuconFillthichhopvéihuéng  banmudn |
saochép(Down,Right,Up,Left).

[
Hinh 17.5: Edit/Fill, huénglaDown
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-SwwrdunghgpthoaiSeries cua Fill

Néu ban mudn xac dinhmatchudi taybién,chonvingban mudn diénvachon
IénhEdit/ Fill/ Series:

series 2
eties in Tvpe ate unik
i Rowws is Linear ) Day
' Columns " Growth  wWeekday
" Date £ Month
[~ Trend  aukoFil  vear
Skep walue: |1| Stop walue: I
(04 I Cancel I
Al B A | B | Hop[thogia | B | Al B |
1 1 1 1 Series[ 1 1 1
2 2 2 2 2 2.5
3 3 i 3 3 4
4 4 4 4 4 2.5
5 5 5 q 5 7
6 6 8.5
| | 7 7] 1o
[ g 8
Edit Fill /Series: g 9
-Series in: Column. 10 o)
-Type:Linear. | | |
-Step Value: 1. Edit Fill /Series:
-Series in: Column. -Step Value: 1.5
-Type:Linear. -Stop Value: 10

2.1.5 Dichuyéndirliéu

Dién dir liéu banghdp thoai Series
-Chon vangdirliéu nguén can dichuyén.
-VaomenuEdit/ Cut; hoic nhan Ctrl+X; hoic Clickvaonut Cut ﬂ
-Dichuyén con troddén 6 dautién cua vingdich.

-VaomenuEdit/ Paste;hoic nhan Ctrl+V:hoic Clickvaonut Paste E

Luuy:Dé  dichuyénnhanh,banDrag Al B | i

vaoduongbién (khongphai

diemFillHandle) cua khoi den vitrimai.

3.

Feo [ L [P |

—_

LT [ e [ | Pl | e

BN

Dragchudt vao day

Di chuyén dir liéu
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2.2. THAOTACTRENCQTVA HANG

2.2.1 Thémhang,cot hoac 6méivaobangtinh
a.Thémhang(Row)
+Chon cac hangma taidomudn chén thém hangmdaivao.
+ Vaomenulnsert/ Rows;hoac R_Click, chon Insert.
Luwuy:Hangmaiduoc thém vaosé dayhangduoc chon xudngphiadudi.
b. Thémcot(Column)
+Chon cac cotmataidéomudn chén thém cotmaivao.
+ Vaomenulnsert/ Columns;hoacR_Click, chonlnsert.
Luruy:cotméiduoc thém vaosédaycotduoc chon sangbénphai.
c.Thémomai
+Chon céac 6hoic duacon tro dénomataidomudn cheén cac 6 trongvao.
+ Vaomenulnsert/ Cells;hoiacR_Click,chonlnsert...,xuathiénhopthoai

s nsert S ETRY

1.Chen16hogcnhieud, dirligu cua 6
hién hanh bi daysangphai.

.‘ . 1~ Shit cells right;
2.Chénlohodcnhiéud, dirliéu cia 2 —— (" shift cells down
6 hién hanh bi dayxudng dudi.

: : y g 3— " Ertire ro
3. Cheén hang. A— (" Entire calumn

4. Chen CQt. fa)'s I Cancel
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Thém 6 mdi
2.2.2 Xéa hang, cot,hoacod
-Xoahang/ cot
+Chon cac hang/ cotcan xoa.
+ VaomenuEdit/ Delete;hoac R_ClickchonDelete.
-X0ao6:
+Chon cac 6canxoa.
+ VaomenuEdit/ Delete...;hoacR_Clickchon Delete...

1. Xoal 6hoacnhiéu 6, dir liéu ctad

bén phai dugcdayquadhién hanh. 2| x|
o . . e L. 1 Delete

2. Xodl ohoacnhicu o, dir liéu ciad 2 g epresiiers

bén dudi dugcdaylén 6hién hanh. 3—r' shift cells up

_4_'lﬁ Enkire row

—— " Entire colurnn

4. Xoa cot. oK I Cancel

3. Xoahang.

2.2.3Thay dbidérongciaacdt vachiéu caocia hang.
a.Thaydoiddrongcaa cot vachiéucaociahangbingtay
-Ditcon tro chudtngay canh cua cothodc hang (hoac khéi da chon) canthaydoi.

~ -Drag §angtréjhoéqsangphéidéthaydéidérc}ngcﬁac@t;Drag Iéntrénhoac
xuongdudidéthaydoichi¢u caocua hang.

Dragchuot IVélo day 1 A 1| B 4|
\4 Drag
A o B | chudt Ny 5 c
1 1 4 vao
2 2 5 * L
3 3 g day 3 5

‘Thayddi dorongctiacotva chiéu cao ciiahang
Luwuy:Ban cé thé D_Clickvaocanh dé tudongdiéu chinh kich thudc
cot,hangcho vira voidiliéu.
b.Thaydoéidéréngcia cot vachiéucaociahangbingmenuFormat

- Chon khéican thaydoi.

- VaomenuFormat/Row(hoiac Column) {L Heih...
) s Colurmn r AukoFit
+ChonHeight déthaydoichicu Hide
caocuahang(hoacchonWidthdéthaydoi Urhide

dorong cua cot).
+ Chon AutoFit dé tr dongiéu
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chinh kich thuéc choviravéi diliéu. Thaydbichiéu cao cuahang

2.2.4 LénhUndo,Redo va Repeat
a.LénhUndo

_ Trongqua trinh thao tac trén bang tinh,néubancéphamsaiIémnéqdc’)nhukhj X6a
nhém khoi dirliéu hoac thuc hién nham métlénh nao do,ban c6 thé huyboloi do
bangcach strdungchircnéngUndo.

MenuEdit/ Undo;hoicClickvaonutUndo ;hogerhantohopphimCtrl+ Z.

b.LénhRedo

Lénh Redodungdé haybo thaotacUndovirathuc hién. o
Menu Edit/ Redo;hoacClick vao nut Redo ;hoﬁ@héntéhopphimCtrl +
Y

b.LénhRepeat
Lénh Repeatdungdé liplai thaotac virathuc hién.
MenuEdit/ Repeat;hoic nhan tshopphimCtri+Y.

2.3. PINH DANGCACH HIENTHIDULIEU
2.3.1 Pinhdanghiénthidirliéusé

-Chon vungditliéu candinh dang.
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- Chon menu Format/ Cells/

Number.

- Chonquydinhcachthéhiénsd
chodtliéutronghdpthoaiFormatCells.

Ditliéusdkhinhapvao
bang tinh s€ phu thuoc vao 2 thanh

(Forma'g
theonhiéu

Percentage,...

code).Motsdcothéhiénthi

Sample
=7 fos/z004

Category:

Twpe:

Mumber ] aligrmert | Fomt | Border | Patterns | Protection |

EE

0%

0. 00%s
0.00E-+00
##0.0E+0
L

maototrén

# Ty
rrfid ey

Delets

Twpe the number Format code, using one of the existing codes as a starting

phan:Loai(Category)vaMadinhdang

[=]]
=
=T

=

Cancel

loainhuNumber,Date,
Trong moi loai lai co

nhiéu cach chonma dinh dang.

Chon loai thé hién & khung

Dinh danghién thi dit liéu sd

Category:
Théloai Congdung Vidu
G | binh dang§6 mac dinh, canh phai,gitr nguyén 15.75
enera dangban dau khinhapvao. 15224
Binh dangso6 néngddng co the dugc hdtrobang cac dau 3.14159
Number | phay,so chirs6thapphan tuyyva mau haydaungoac don '
(chocéac s6am). (1,234.57)
Binh dang tienté,nhudau dola, cac kyhiéutién ¢ khéc, $15.25
Currency sochirsothapphan tuyyva mau haydau ngoac don (cho '
cac soam). VND500
Dinh dang tienté dac bigtduoc thiétke de canhcac cot $ 7550
Accountin | theocac dau thapphancua gid tritien te.(Kyhiéu tien t¢ '
a xuathién doc theocac canh traicta o). $ 5.50
Dat binh dangngaythangchung,ngaythangduoc hién thi 09/12/200
ate theomotsdkiéu tiéu chuan. 3
Ti binh danggiochung,giodugc hién thitheomotsokiéu 2:30PM
ime ia A
tiéu chuan. 14-20:20
P ¢ Modtcach dinhdangma’ Cac gia tritrongcac 6dugc chon 184%
CTCeNtage| qugc nhanvgil00vaketqua hien thivaibieutuong%. 24 1520
Fraction | Kiéu dinh dangdudidangphan so. 1/5
Scientifi binh dqngsékhqa hoc,strdungky hiéu mii chocac soco | 1.25E+3
'NHUTIC ! qua nhidu chirsé. 2 OE-2
Text Métdinh dang coisd nhuvénban (dirliéu s& dugc canh 0123
traitrongo). 00112
Special Bocac danghituich,baogom:ZipCode,PhoneNumber 9810-123
12-34-56
Motdanh sach cac dangtiéu chuan haybatcirdang tuy INV-0075
Custom | chon naoma ban can (nhuméta tronghopthoaitrén). 0E112/900
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Tacéthédinhdangnhanhcachhiénthisdbangcachsirdungcacnuttrénthanh
congcu Formatting:

1. Pinh dangkiéu tién té.
2. Dinh dangkiéu phan trém.

P Currency Skyle
26 Percent Skyle

y ‘Zomma Style

3. binh dangkiéu ng&n cach phan ngan, triéu, ...
4. Téngthém mot sb 1éthap phan.
5. Giam b6t mot sb 1éthap phan.

T

*s8 Increase Decimal

+0 Decrease Decimal —5——

St dungcacnat trén thanh Formatting
] Cach thaydoidonvitién té dungtrongExcel:

DéthayddidonvitiéntédungtrongExcelvacactngdungWindowskhac,chon Iénh
Start/ Settings/ ControlPanel/ Regional andLanguageOptions

TrongldpRegional Options, Click chonlénhCustomize,ChonlépCurrency,xuat
hién hop thoai

- Nhéapkyhiéutién t& maitrongmucCurrencySymbol.
- Clickchon IénhApply.

Customize Regional Options

Mumbers | Curency | Time | Date

Sample

Positive; |$123,456,783.00 Megative: |[$123.456,789.00]
Curency symbol; WD v
Pogitree currency format; g
Meqative currency farmat; [31.1] w
Decimal symbaol; . W
Mo, of digitz after decimal: 2 -
Digit grouping symbal: . -
Digit grouping: 123,456,789 v

[ 0k, ] [ Cancel ] [ Apply

Thaydbdi don vi tién té

34



2.3.2Canhlédirliéutrongd

Su:phanbodu:l|eutrongmotophuthUOCVaOSthanhphan phanbbngang
(Horizontal),phan bddoc (Vertical) va huéng théhién ditliéu (Orientation).

1. Horizontal
2. Vertical
3. Merge and Center
4. Orientation
Sy phan bé dit liéu trong mot 6
-Chon vungditliéu candinh dang.
-Chon lénh Format/ Cells/ Chon I6pAlignment, xuat hién hopthoai:

1 ——= alignLert
2 —— = Center

33—
4——
5E—— Merge and Center

Align Right:

Juskify

1. Canh trai
2. Canh gitra
3. Canh phai

4. Canh déu

5. Tron 6 vacanhgifta dinh dangsu phan b dir lidu trongmot 6
‘al: phan bongang. ical: phan bodoc.

-General :dang mac nhién. -Top :canh 18 trén.

_Center :canh I3 gifra. -Center  :canh l¢ giira.

-Right  :canh 18 phai. -Bottom :canh ¢ dudi.

_Fill lApdirlicu dayo. -Justify  :canh :trén duai.
-Justify  :canh déu traiphai. | Tﬁ‘g&_ control: dieu chinh dx
- Center across selection: canh gitra ~Wraptext:ndm chung trongé.

vungdugc chon _ _ _
-Shrinktofit: canh viravoio.

iion: Chon huéng thé hién ditliu -Mergecells:nhom cacolal.

2.3.3Pinhdangky tw
Dirli¢utrongocothédinhdangkytutheocacthanhphan:Font(kiéuchir), Font
Style (loainghiéng,dam,gachdudi...), Size (kich cdchir),va Effects(hiéu ang).
ChonlénhFormat/ Cells/ ChonlépFont,banchonthayddicacthanhphan tuongtu
nhuvéihopthoaiFontcia Word.
Ghich:
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Cothédinhdangnhanhviéccanhlévadinhdinhdangkytubangcachsirdung cac
natcongcu trén thanhFormattinghoac phimgatat tuwong ang.

2.3.4 Kékhungchobangtinh

Mbttinhnénghituichdélamnoi
batnhitng théng tincu thé trong mot
bang tinh thém cacdudngvién (Border)
chocac 6quan trong.

ChonlénhFormat/ Cells/ Chon
I6pBorder

+Chon kiéuduongkétrongmucStyle.
+Chon mauduongkétrongmucColor.
+Chon vékhung:
Presets:
— None: boduongké.
~ Outline:kéxungquanh. Kékhungcho bangtinh
— Inside:kéduongbén trong.
Border:Kétrén,dudi,...
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Ghichu:
- CothéClick chonvéhaybokhungtryctiéptrong khunghién thicua hopthoai.
« Taoduongviénnhanhbangcachstidungthanh congcu.

Format Cells 2=
Mumber I alignment; I Font | Patterns I Prokection I
Presets rLine

Shyles
Mong  ====--
ﬂDnE gutllne I_ns|de ................. - —_a
Text Text T
Texk Texk
=t Color:
Automatic *
i
The selected baorder style can be applied by clicking the presets, preview
diagram or the buttons abowve,

oK I Cancel

Kékhungnhanh

-X4c dinh khdican dinhdang.
- ChonnutBordertrén thanh cong cu dinh dang(Formatting).
-Chon dangduongkéthich hop.

2.3.5Témaunénchobangtinh

Pétaohiéuqua bosungchocacduong vién da duoc vé, ban cé thé dung nhan Patterns
tronghdpthoaiFormat Cells dété mau nén chonhiéu 6 trongbangtinh.

Chon 1énh Format/ Cells/ Chon lop
Patterns

-Chon mau nén trongmucColor.
-Chonmaumaunéntrongmuchdpliét ké tha Pattern.
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Format Cells Elgl

Humber l Alignment l Font l Border  Patberns lPrDtection]

Cell shading
Color;

Mo Color

Sample

Pattern:

oK | Cancel

T6 mau nén cho bangtinh

[ Témaunénnhanh: Sadungthanh &)
congcu.
, . - ) . | Mo Fill |
- Xac dinh khoican dinh dang.

- ChonnutFillColortrénthanhcéngcu dinh : : : : : : : :
dang(Formatting). EEEEREEEE
- Chon mau nén thich hop. EOCONOENEO
C1[] IZI| I

2.3.6Saochépdinhdangbangniit Format Painter

Poikhiban can saochép dinh dangtirmétnaysangcac 6khac ma khongsaochép
dixliéutrong6.VidunhucansaochépFontchir,Sizechir,kiéuchir(Bold, Italic),
duongvién,maunén,... Déthuchiéndugcviécnay,bancothésirdungnutFormat  Painter

2 .Thuc hién theocac budc sau:
- Chon 6codinh dang can saochép.

- CIickvéonﬁtFormatPainter'g
- Chon cac 6ma ban muén saochép dinhdang.

2.4, THAOTAC TRENTAPTIN

2.4.1.Métaptin
» Métaptinméi
Chon File/New hoic nhan tshopphimCtrl+Nhoic nhan it
» Meétaptindacétréndia
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Chon File/Openhoic nhin téhopphim Ctrl+Ohoic nhdnnat , xuAtt#n hop

thoaisau:

:3 Btap Excel bu sheetl den sheet12 \n >
2o Chogodiavathumuc
chtratap tin can mo

o, «—GChed tap tin can m&

Coth¢nhapday da
duopggdanvaténtap tin can
(o)

:: File name: | / j = Opsn <
Files of type: |AII Micrasoft Excel Files j Cancel |

Hop hoi thoai Open
Lookin:chophépchon vi tri tap tincan ma.
Filename:chophép nhap tén tap tincan mg theo dungduongdan.
Filesoftype:kiéu taptincan mo.

2.4.2 Lwutaptin
 Luutaptinlandautién

ChonFile/SavehoicnhantéhgpphimCtrl+Shoacnhanniat (= Xuathiénhop
thoai:

?I%)

Save hs

Savein:

|hj Tin hac B ﬁ @ % ER - Tooks -

24 Btap Excel tu sheetl den sheetlZ \

24 Buni 7
Chonrl 6 dia, thu muc

24 Buci 5
24 Bucia
24 Buai 10

24 Buci 11
24 Buai 12
24 ]Buai 71
24 Buoi 51
24 Buci 91
24 Buai 101
3 Poplar

chta
Nha

taptin can luu

1N
|9 ]

A
VaYal
Cart

n

luu

tanta
T II.(:L LI}

g

File: name: |Bai_Tap_The

=

Save a5 bypet |MicrosoFt Excel Woarkbook

o

n Save |

Cancel

HOp ho1 thoal SaveAs

Savein:chophépchonvi trichtrataptincan luu.

Filename:chophép nhap tén tap tincan luu (theo dingquytic).

Filesoftype:kiéu taptincan luu.
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- Luutaptintirlanthihaitrodi
+ Luwuvaecungtaptin:tuongtunhulanleudautiénvaExcelsétudongluu
trirnhirngthaydoimakhongyéucaudattén(khongxuathiénhopthoaiSave As).
+ Luwuthanhtiptinméi:vaomenuFile/ SaveasxuathiénhopthoaiSaveas nhutrén va
chophépdattén tap tinmai.
2.4.3.bongtaptin

» LénhFile/ Close

Dungdédongtap tinhignhanh,banphailuutap tintrudckhidong,néu taptinco capnhatma
chua luu laithiExcelsé hién thongbaonhac nhor:

Microsoft Excel

I E Do you want ko save the changes vou made to 'Book1'?

es Mo | Zancel |

Thongbao nhacnhd lrutap tin

- Yes: o luu dir
liéuva dongtaptin hién hanh.
No: dong tap tin hién hanh ma khongluu dirliéu.
Cancel: huybolénh,tréveé taptin hién hanh.
« LénhFile/ CloseAll

Nhan giirShift,chon File/ CloseAll.

Dung dé dong tatcacac tap tin dangmo.Nhing tap tin dd dwoc hueu thiExcelss
donglai,nhitngtaptin naochualuu thiExcelséxuathién thongbaova choxac nhan c6 luu
laihaykhong.

< TOM TAT CHUONG 2
Trong chuong nay, mot s6 ndi dung chinh dwoc gidi thiéu:
- Xu ly trén ving
- Thao tac trén cOt va hang
- DPinh dang cach hién thi dit liéu
- Thao tac trén tap tin
< CAC BAI TAP HE THONG KIEN THU'C CHUONG 2

Bai tap. Mot s6 ham co ban. Cho bang du liéq sau:
DANH SACH LUONG THANG 12 CHO CAN B6 CONG TY ABC

TT  Hotén S$“° gﬁﬁ‘ Eg‘mg Negiy  Luong lT;l;n
Dao Mai GP 1967 900 20
Ngb Nhu PGD 1975 750 26
Mai Lan PGD 1968 600 25
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4 Ngoc Lan TP 1958 450 23
5 Nguyén Huong TP 1982 600 23
6 Qudc Khanh PTP 1977 450 22
7 Pham Thanh PTP 1956 300 19
8 Tran Thuy NV 1972 300 18
9 Nguyén Huong NV 1985 300 27
10 LéLa NV 1986 300 28

Thém vao cot Tudi bén phai cot Nam sinh theo ngay gio hé thdng, sau d6 tinh tudi cua
can by, nhan vién.

Tinh lwong ciia nhan vién = Lwong CB * NGAY.

Tinh tam ung = 80% * Luong.

Thém vao mot cot Thudng ké cot Luong, tinh thuong

Trong d6: Néu chirc vu 1a GP thudng 500000, PGD thudng 400000, TP thudng
300000, PTP thuéng 200000, con lai thudng 100000.

Thém vao cot Con lai & cudi bang tinh, tinh Con lai =Luong + Thudng - Tam tng.
Tinh tong sd tién con phai chi cho can bd, nhan vién theo danh sach trén; Tinh luong
binh quan. Tinh lwong cao nhat, Luwong thip nhét.
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CHUONG 3. MQT SO HAM TRONG EXCEL

< GIOI THIEU CHUONG 3

Trongchuwongnay,ban s& tim hiéucachamcésan trongExcel.Phan naysé cung
capchoban cac ky néng dé giaiquyét cac bai toan tircobandén cac baitoan phuc tap.
Hamdungdétinhtoanvatravémattri, trongochirahamsétravémotgiatri,
motchudikytuhoicmotthongbaoldi, ... Excelcomottaphopeachamratphongphi va
dugcphanloaitheo tirngnhémphucvucho viéc tinh toan trénnhiéukiéudirliéuva nhidu muc
dich khac nhau

R/
0‘0

MUC TIEU CHUONG 3

Sau khi hoc xong chwong nay, nguoi hoc co kha nang:

>

Vé kién tharc:

Hiéu biét vé bang tinh Excel

Hiéu vé dinh dang trong bdng tinh

\Vé ky ning:

Phat trién Kji lam viéc trong van phong

Ky néng lam viéc Véi hinh dnh va bang biéu

Ky nang soan thdo va bién tdp van ban trén bang tinh

Vé néng luc tw chii va trach nhi¢m:

Nang luc Vé Quan 1y thoi gian, trdch nhiém Véi cong viéc

Nang luc hoc tdp va lam viéc doc lap

Tu chu trong viéc gidi quyét van dé

PHUONG PHAP GIANG DAY VA HQC TAP CHUONG 3

Doi V6i ngwoi day: sir dung phiwong phdp giang giang day tich cuc (dién giang,
vén déap, day hoc theo vin dé); yéu cau nguwoi hoc thuc hién cdu hdi thao ludgn va
bai tap chwong (cd nhdn hodc nhom).

Poi Véi nguwoi hoc: chi dong doc trude gido trinh tridc budi hoc,; hoan thanh day
du cdau hoi thao lugn va bai tdp tinh huéng theo ca nhdan hodac nhom va nép lai
cho nguoi day dung thoi gian quy dinh.

PIEU KIEN THUC HIEN CHUONG 3

Phong hoc chuyén mon hoa/nha xwéong: Phong hoc thuc hanh

Trang thiét bi mdy méc: May chiéu, may tinh va céac thiét bi day hoc khac

Hoc liéu, dung cu, nguyén vt ligu: Chuong trinh mon hoc, giao trinh, tai li¢u
tham khao, gido an, phim anh, va céc tai licu lién quan.

Cic diéu kién khdc: Khong co
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% KIEM TRA VA DANH GIA CHUONG 3

Noi dung:
Kién thirc: Kiém tra va danh gid tdt ca ndi dung da néu trong muc tiéu kién thirc

KJ ndng: Ddnh gid tdt cd néi dung dd néu trong muc tiéu ki ning.

< N X

Nang lyc tw chu va trach nhiém: Trong qud trinh hoc tdp, nguoi hoc can:
+ Nghién ciru bai trude khi dén 16p
+ Chuan bi ddy di tai liéu hoc tdp.
+ Tham gia day du thoi lwong mén hoc.
+ Nghiém tuc trong qua trinh hoc tap.
- Phuwong phap:
v’ Diém kiém tra thuwong xuyén: 1 diém kiém tra (hinh thirc: héi miéng)
v’ Kiém tra dinh ky Iy thuyét: khong cé
X NOI DUNG

31. CUPHAP CHUNGVACACH SUDUNG

3.1.1 Xemdanhsachcacham

MudnxemdanhsachcachamthiClickchonnuatPaste unnction % trén  thanh
Standardhoacchonmenulnsert/  Function hoacgotohgpphimShift+F3.Hopthoali
PasteFunctionséxuat hién

Cacham phan Paste Function EJE|
theo nhom Function categary: Function name: Cacham trong
= / , ~
nhom da chon
A —

m Most Recently Used aur
all AVERAGE
Financial \IF
Dakte & Time HYPERLIME
Math & Trig COUMT
Statistical [
Lookup & Reference SN

Database SUMIF

Cu phap cua Ezsitcal SToEY Chircnéngcua
ham dangchon i N
gchc Information J ham dangChQn

IF{logical_test,walue_if_true,value_if_false)

Returns one value if a condition you specify evaluates to TRIUE and another
value if it evaluates to FALSE,

Ok | Cancel |

Xem danh siach cacham

3.1.2 Caphapchung
= TENHAM([Danhsachddisé])
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Da sdcacham cua Excel déu c6 ddisdnhungciingconhitngham khongeod ddisd.
Néuhamconhiéudbis thigitta cacdbisdphai duoc phancachbingkyhiéuphancach
duocquydinhtrongWindows(thudngsirdungdauphay).Séddisécaahamnhiéuhay  itla
tuy theotirng ham cu thé.

Dodisécuahamcothéla:

Céc gia triso: =SUM(10,12,6,8,-7)

Dia chio,dia chiviing: =MAX(A2,A4,C3,D2:D5,6)

Motchudikyty: =RIGHT (“DaihocCanTho”,7)

Métbiéu thic logic:  =IF(A4>=$D$2,7,8)

Mothamkhac: =IF(C2>=0,SQRT(C2),“Séam khong cocén bac hai!”)

Tén cta motvung: =A4* DON_
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3.1.3Cachsirdungham
Néucongthucbatdaulamotham, thiphaicodau=(hoscdau@,hodcdau+)o phia
trude.Neu ham la doisocua motham khacthikhong can nhapcac dau trén.
Cé2cachnhapham
Cach1:nhaptryc tiéptirbanphim
- Dittrotaié mudn nhap ham.
- Nhapdau =(hoicdau@,hoicdau +).
- Nhap tén ham cungcac dbisdtheodungcu phap.
- Go Enterdé kétthuc.

IF | X = =IF(C2 »=0,S0RT(C2),"S4 dm khdng cd cén bac hail")
AlB| C D E F G H |
1
2| B/=IF(C2 »= 0,SQRT(C2),"S5 &m khéng cé can bac hai!")
3
Nhap ham
tructiep

Cach2: thonggua hopthoai Paste Function
- Pattrotaié mubn nhap ham.
ClickchonnutPaste Function trénthanhStandardhoacchonmenu

Ins,ert/Functionhoacg6t6hqpphim8hift+F3.H©pthoaiPasteFunctionsé
xuathién nhuhinh18.1

- Chon nhém ham trongdanh sachFunctioncategory.

- Chon ham can strdungtrongdanh sachFunctionname.

- ClickOK déchon ham.

- Tuytheohamdugcchon,Excelsémohopthoaikétiépchophépnhapcac
doiso.Tien hanh nhapcac doiso.

- ClickOK dékétthiic.
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IF

Logical_test [z ==0 =% = TRUE
Value_if_true |SQRTICZ) el = 2449489743
Walue_if_False |"SE &rn khing cé c3n bic hail E = "5 dm khdng cd cén

= 2.449459743
Returns one value if a condition wou specify evaluates ko TRUE and another walue if it
evaluates ko FALSE,

¥Yalue if False is the value that is returned if Logical _test is FALSE, IF omitted, FALSE is
returned,

(2] Formula result =2,449489743 OF; Cancel

Nhap ham thongquahdpthoai Paste Function

32. CAC HAM THONGDUNG:

3.2.1Cachamtoanhoc (Math&Trig)

Ciphap Ynghia va vidu

Tra vé giatrituyétddicaa motsdthuc.

=ABS(12-20) 8

Travésonguyénlonnhatkhongvuotqua

number.

=INT(5.6) 5

=INT(-5.6) 6

Tra vé sbducna phépchia nguyén number

MOD(number divisor) cho olivisor (number, divisor 13 cac s6
nguyeén).

—MOD(5 3) 2

Lam trontrén taimotsénguyénlé gan nhat.

ODD(number) =0ODD(3.6) 5

=0DD(-2.2) -3

Tinhtichcuacacgiatritrongdanhsach tham

PRODUCT (number1,number2,...) | SO

=PRODUCT(2,-6,3,4) -144

Travémotséngaunhiéntrong khoangtir0 dén

RAND() 1,

=RAND() Sb ngau nhién

Lamtronsdnumbervéidochinhxacdén

num_digitschirsothapphan.

ROUND(number,num_digits) =ROUND(5.13687,2) 5.14

=ROUND(145.13687, -2) 100

Tinh cén bac 2 cua motsddwongnumber.
=SQRT(36) 6

ABS(number)

INT(number)

SQRT(number)
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SUM(numberl,number2,...)

Tjnhténgcﬁacécgiétritrongdanhséch tham
SO.
=SUM(2,-6,8,4) 8

SUMIF(range,criteria[,sum_range])

Tinh tong cac 6 théaman diéu
kién.

- range: vung ma diéu kién s& dugc so
sanh

- criteria; chudi mo tadiéukién.Vidu:
l|10||’|l>15||’||<20||’

- sum_range:vingdugctinhtong.Caco
trongvungnaysé dugc  tinhtdngnéucacod
tuong ung trongvungrangethoa diéu kién.
Néukhonacosum range thiving ranage s&

3.2.2Cachamthéngké(Statistical)

Cuphap

Ynghia va vidu

MAX(numberl,number2,...)

Travégiatrilénnhatcuacacgiatrisdtrong danh
sach tham so.
=MAX(1.2,3.5) 5

MIN(numberl,number2,...)

Travégiatrinhonhatcuacacgiatrisstrong danh
sach tham so.
=MIN(1,2,3,5) 1

AVERAGE(numberl,number2,...
)

Trévégiétrit[ungbinhcéngcﬁacécsétrong danh
sach tham so.
=AVERAGE(1,2,3,5) 2.75

COUNT (valuel,value?2,...)

Pém sbcac gia trisétrongdanhsach thamsd.
=COUNT(2,“hai” 4,-6) 3

COUNTA(valuel,value2,...)

Démsocacé khangrdng trong danh sach
tham so.
—COUNT(2,“hai” 4,-6) 4

COUNTBLANK(range)

Pém sbcac réngtrongvungrange.
=COUNTBIL ANK(B4:B12)

COUNTIF(range,criteria)

bémcacothoamandiéukiéncriteria trong
vungrange.

-range:1a ving ma diéu kién s& duoc sosanh.
-criteria:lachudimaotadiéukién. Vidu:"10",
">15""<20".
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RANK(number,ref,order)

Trévéthfrhangcﬁanumber trongref,véiorder

la cach xéphang.
Néuorder=0hoicduocboquathiref duoc hiéu 1a
co thatygiam.

Néuorder<>0thiref dugchiéulacothity téng.
=RANK(F4,$F$4:$F$12,0)

=RANK(G4,$G$4:$G$12,1)

3.3.3 CachamLogic(Logical)

Caphap

Ynghia va vidu

AND(logicall,logical2,...)

TravégiatriTRUENnéutatcacacdicukién déula
TRUE.
=AND(3>2.5<8.9>-12) TRUE

OR(logicall,logical2,...)

Tra vé giatriTRUE néu coitnhat motdiéu kién 1aTRUE.
=0R(2>3,12<8,9>3) TRUE
=0OR(2>3,12<8,-9>3) FALSE

NOT (logical)

Layphudinh cuagia trilogical.
=NOT(2>3) TRUE

IF(logical_test,

Tra vé gia tri thi nhat value_if_true néu diéu kién

3.2.4Cachamxir lychudi(Text)

Ciphap Ynghia va vidu
Chuyén chuditextthanhchirthuong.
LOWER(text) =L OWER(“DaihocCANTho™) daihoccantho
Chuyén chuditextthanhchirin hoa.
UPPER(text) =UPPER(“DaihocCANTho”) DAIHOCCANTHO
Doéicackytudaucaamditirtrongchuditextthanhchit in
PROPER(text) hoa,con laidéu _1a chirthuong. _
=PROPER(“DaihocCANTho”) DaiHocCanTho
Citbocac kytutrongvoich trong chuditext.
TRIM(text) =TRIM(* e Tho ) CanTho
Tra védodaicua chuditext(sékytutrong chuditext).
LEN(text)

=LEN(“DaihocCANTho”) 15

LEFT (text,num_chars)

Tra vé num_charkytybén traichuditext.
=LEFT(“DaihocCANTho”,7) Daihoc

RIGHT (text,num_chars)

Tra vé num_charkytubén phaichuditext.
=RIGHT(“DaihocCANTho”,7) CANTho

MID(text,start_nu
m, num__chars)

Travéchudikytucododainum_charsbétdautirvitri
start_numcua chuoitext.
=MID(“DaihocCANTho0,5,3) hoc
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TEXT(value,
format text)

Chuyén sé value thanh chudi theo dinh dang

format_text.
= TEXT(1234 56 “‘## ### ##) “1 234 56

VALUE(text)

Chuyén chudicédangsdthanh trisd.
= VALUE("123")+ 2 125

FIND(find_text,within_t
ext
[,start_num])

Tra vévi trixuat hién (néu co) caa find_text trong
within_text(batdau timtirvitristart_num).

Chuy:

-Néukhongcostart_num thivitribatdautimtirdau chudi.
-Ham FIND phan biét chitin hoava chirthuong.

-Néu khéng timthayfind_textthisétra vélsi#VALUE!
=FIND(“Excel”,“Microsoft Excel”) 11
=FIND(“Excel”,“Microsoft Excel”,6) 11
=FIND(“excel”,“Microsoft Excel”,6) #VALUE!
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3.2.5Cachamngay vagio(Date&Time)
Gia st6A 1 chira ngay28/09/2004 (Thirba).

Cuaphap

Ynghia va vidu

TODAY()

Tra vé ngayhién hanh caa hé théng. ,
=TODAY/() Tuyvaongayhién hanh ctua hé thong.

NOW()

Tra vé ngayvagio hiénhanh cua hé thong.
=NOW( ) | Tuyvaongayvagiohiénhanhcuahé thong.

DAY (date)

Travégiatringaytrongthangcuaabiéuthirengay
date.
=DAY(A1) 28

MONTH(date)

Tra vé giatrithang trong ném cua biéu thic ngaydate.
=MONTH(AL) 9

YEAR(date)

Tra vé giatrinémcua biéu thirc ngaydate.
=YEAR(AL) 2004

WEEKDAY(date)

Tra vé séthuty ngaytrong tuan cua biéuthuc date.
Gia tril: Sunday, 2:Monday,...,7:Saturday.
=WEEKDAY (A1) 3

DATEVALUE(date_text)

Doichudingay date_textthanh trisdngay.
Ghichu:tacéthédinhdangkétquatrénthanhdang
Date bangcach sirdung menuFormat/Cells.
= DATEVALUE("22/8/55") 20323

22/8/55

DATE(year,month,day)

Tra vé giatridangDatetheoquydinh ciia hé thong.
=DATE(2004,09,28) 28/09/2004
=DATE(04,9,28) 28/09/2004

3.2.6Cachamtimkiém(Lookup&Reference)

Cuaphap

Ynghia va vidu

CHOOSE(index_num,

valuel value?2 )

=CHOOSE(3,“Word”,2,“Excel”,-8) Excel

COLUMN(reference) ~COLUMN(C4:C12) 3
Tra vé sb cotcotrongvungarray
COLUMNS(array) =COLUMNS(CA:F12) 4
Tra vé sothirty caa hang trén cung trongvingreference
ROW(reference) =ROW/(C4:C12) 4
ROWS(array) Tra vé sb hangcotrongvingarray
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* VLOOKUP(lookup_value, table_array,col_index_num,
range_lookup)

Timgiatrilookup_value trongcottrainhatcuabangtable arraytheochUandonm
range_lookup, tra vétritwongangtrongcottht col_index_num (néu timthay).

range_lookup =1 (macnhién):

Tim twongddi,danh sach phaisapxéptheo thirtuténgdan.

Néu tim khongthdysétra vé giatrilsnnhatnhungnhohon lookup_value.
range_lookup =0:

Timchinhxac,danh sach khongcan sapxépthitu.

Néu tim khongthaysétra vé 15i#N/A.

« HLOOKUP(lookup value, table_array,row_index_num,
range_lookup)

TuongtynhwhamVLOOKUPnhungtimgiatrilookup_valuetrongdong tréncung
cuabangtable_arraytheochuandotimrange_lookup,travétritwongungtrongdong
tharow_index_num (néu tim thay)

Vidu: Chobangtinh véiséliéu nhusau:

A B C D E F

1 A01 o 12 16 10

2 Cc02 a 15 20 24

3 B75 ] 25 22 18

4

5 A02 10 _A01 B75 D25

6 B555 12 CAN THO |GAO

7 D25 15 TRANG |INUOGC |TRONG
=VLOOKUP("B75",A1:B3,2,0) 8 = HLOOKUP(16,D1:F3,3,0) 22
=VLOOKUP("B8",A1:B3,2,0) #N/A  |= HLOOKUP(15,D1:F3,3,0) #N/A
=VLOOKUP("B85",A1:B3,2,1) 5 = HLOOKUP(15,D1:F3,3,1) 25
=VLOOKUP("B85",A1:B3,2) 5 = HLOOKUP(15,D1:F3,3) 25
=VLOOKUP(A6,A5:B7,2,0) 12 = HLOOKUP(F5,D5:F7,2,0) GAO
=VLOOKUP("B555",A5:B7,2,0) 12 = HLOOKUP(“B75”,D5:F7,3,1) NUOC
=VLOOKUP("B85",A5:B7,2,1) 12 = HLOOKUP(“E95”,D5:F7,2,0) #N/A
=VLOOKUP("E05",A5:B7,2) 15 = HLOOKUP(“E95”,D5:F7,2) TRONG

« MATCH((lookup_value,lookup_array,match_type): travévitri(néutimdugc)cua
lookup_valuetrongmanglookup_array theo cach tim match_type

match_type=1:

Néutimkhongthaysétravévitricuagiatrilonnhatnhungnhohon
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lookup_value
match_type=0:
Tim chinh xac,danh sach khéngcan sapxépthurtu
Néu tim khongthaysétra vé 16i#N/A
match_type=-1:
Tim twongddi,danh sach phai sapxéptheo thutygiamdan
Néutimkhongthaysétravévitricuagiatrinhonhatnhunglénhon

lookup_value
Vidu:sirdungbangditliéu gphanvidu ham VLOOKUPvaHLOOKUP
= MATCH(16,D1:F1,0) 2 = MATCH(20,D3:F3,0) 2
= MATCH(18,D1:F1,0) #N/A | = MATCH(20,D3:F3,-1) 2
= MATCH(15,D1:F1,1) 1 = MATCH(15,D3:F3,-1) 3

« INDEX(array,row_num, column_num): travégiatriciadéshangtharow_num, cot
thaecolumn_num trongmangarray
Vidu:strdungbangdirliéu ophanvidu ham VLOOKUPvaHLOOKUP

= INDEX(D1:F3,2,3) 20
= INDEX(D1:F3,4,3) #REF!
= INDEX(D1:F3,MATCH(26, D1:D3,1), MATCH(16,D1:F1,0)) 18

3.2.7 Viduvécachsirdungham
« HamlF(logical_test,value_if_true,value_if_false)
Vidul:
=IF(B1 >=5,“Pau”,“Rat”)
ExcelsekicmtrabicuthircB1>=5,néubicuthircdung(giatritaioB 11a>=5)
thisé in ra “Dau’vakéetthac ham,nguoc laisé in ra “Rot”vakéetthuc ham.
Vidu?2:
=IF(B1 >0,“Séduong”, IF(B1 =0,“S6khong”,“S6am™))
-ExcelsekiémtrabicuthircB1>0,néubicuthircdingthisginra“Sodwong”va kétthic
ham,nguoc laisé xéttiepbieuthuc B1=0.
~ -NéubiéuthucB1=0ladingthisginra“Sokhong *vakétthucham,nguoclai s& in ra
“Soam”vaketthuc ham.
~ Vidu3:giastryéucauxéploaihoctapdyavaoDiemTB trongbangdiémcho trudeva cach
xeploainhusau:
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Néu Diem TB>=9 XS A B C D
Néu 8 <=DiemTB <9 Gioi

1 STT| Ten |DiemTB |Xep loai
Néu 7 <:DiemTB <8 Kh'él 2 Can 6.7
Néu 5 <=DiemTB <7 TB 3 Kiem 02
N?u 3.5 <=DiemTB <5 Yéu 4 Liam 58
Néu Diem TB <3.5 Kém 5 Chinh 54
6 Chi 7.7
7 Cdng 7.9

-Cong thuctaid D2:

=IF(C2>=9,“XS” IF(C2>=8,“Gi6i”, IF(C2>=7,“Kh4”,IF(C2>=5TB”, IF(C2
>=3.5“Y&u”,“Kém™)))))

-Saochépcong thie taioD2 dén vangD3:D7
Tongquat: néu con truonghopthi taphaisadungn-1hamlFlongnhau.

» HamVLOOKUP(lookup value, table_array,row_index_num, range_lookup)
Vidu:Choditli¢u nhubangdudi day:

A B C D E F G

1 BANG HQC BONG BANG TRQ

2 Xéploai | Hocbong MATC | Tilé

3 01 100,000 B 50

4 02 70,000 A 100

5 03 50,000 C 0%
6 04 30,000

7

8 DANH SACHNHANTIENHQCBONG

9

10 | TT| Hotén | Xéploai | Hecbong | MATC| Trecap [Tongcong
11 Truong 02 70,000 | A 70,000

12 Ky 01 B

13 Khang 02 C

14 Chién 04 B

15 Nhat 01 C

16 Dinh 03 B

17 Thang 04 A

18 Loi 02 A

Yéucau:1) Tinh cotHocbdngdiravaocot XéploaivaBANGHOQC BONG.
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2) Tinh cot Trecap= Hocbdng*Tilé
TrongdoTilédugctinh nhovao cotMaTCvaBANG TRQ CAP.
3) Tinh cotTéngedng=Hocbong+ Trocap
Giai:
1) Tinh cotHechdng
+ Truéc héttaviétcongthic chooD11:

Liy gia tri trong 6 Cl1 (lookup_value) dé do trong ving $C$3:$D$6
(table_array), trongbangnay tamudn IayCOtHoc bongtire 1a cotthu2(col_index_num),
do trongBANG HOCBONG cotXéploai dasapxéptheo thututéngdan nén taco thédo tim
tuongddi(range_lookup 1a 1 hoic cé thé boqua).

VivingC3:D6str dung chungdédotimnénphailiydiachituyétddi.Ta duoc cong
thirc chooD11 nhusau:

=VLOOKUP(C11,$C$3:$D$6,2,1)
hoic =VLOOKUP(C11,$C$3:3D$6,2)
+ Saochépcong thirctaié D11 d&én vang D12:D18.
2) Tinh cot Trocap
+ Trudc héttaviétcongthire chod F11:

Pé tinh Tilé taldy gia tri trong 6E11 (lookup_value) dé do trong ving
$F$3:$G$5 (table_array), trong bang nay ta muon lay cot Ti Ié tac 1a cot tha 2
(col_index_num),dotrongBANGTRGCAPcotMaTCchuaduocsiapxépnéntaphaido  tim
tuyétddi(range_lookup 130).

Ta duoc congthuc chodF11 nhusau:

=D11* VLOOKUP(E11, $F$3:$G$5,2,0)

+ Saochépcong thuctaioF11 dénvingF12:F18.

3) Tinh cot Tongeong

+ Trudc héttaviétcongthic chooG11:
=D11+ F11

+ Saochépcong thuctaié G11 dén ving G12:G18.

e HamHLOOKUP(lookup_ value, table_array,row_index_num, range_lookup)

Vidu:xétlaividuapdunghamVLOOKUPgtrénnhungBANGHOCBONGva
BANG TRGCAPdugc chonhusau:

A B C D E F G
1  BANG Xéploai = 01 02 03 04
2 HOC Hocbong | 100,00 @ 70,00 | 50,000 30,000
3
4 BANG MaTC B A C
5 TRQ Tilé 50 | 100 0
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Giai:
1) Tinh cotHocbéng

Cong thac cho6D11 nhusau:

=HLOOKUP(C11,$D$1:$G$2,2,1)

hoic =HLOOKUP(C11,$D$1:$G$2,2)
2) Tinh cotTrocap

Cong thirc cho6F11nhusau:

=D11* HLOOKUP(E11,$D$4:$F3$5,2,0)
3) Tinh cotTéngedng

Cong thirc cho6G11 nhusau:

] =D11+ F11
% TOM TAT CHUONG 3
Trong chuong nay, mot s6 ndi dung chinh duoc gisi thiéu:

- Ca phap chung va cach xtr dung

- Cac ham thong dung

< CAC BAI TAP HE THONG KIEN THUC CHUONG 3

Bai tap. Mot s6 ham co ban. Cho bang du liéu sau:

BAO CAO TONG HOP PHAN PHOI NHIEN LIEU

TT

Chung
tur

X001C

GO001K

X002K

LO01C

L002C

Pon
Vi
nhan

Cong
ty

May
trang

May
xanh
Co

Cong
ty
ABC

Cong

SO

Xang

luong SO

100

150

200

100

50

lugng

Gas
Thanh SO
tien lugng
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ANZ

XN
G002C co 120
khi
XN
GO003K Q6ng 80
tau
Tong cong
Bang gia
Mat hang KD cc
Xang 500 150
Gas 450 120
Dau lira 200 100

Can ctr vao ky tu dau tién cua Ching tir dé phan bo s6 lugng vao cac cot s6 luong cua
Xang, Gas va Dau lra.

Néu ky tu dau ciia chuang tir 1a X thi s6 luong duoc phan bd  vao cot Xang.
Néu ky tu dau caa chuang tir 1a G thi s luong duoc phan bd  vao cot Gas.
Néu ky tu dau cta chang tir 1a L thi sb lugng duge phan b vao cot Dau lia.
Tinh thanh tién cho mdi cot = s6 lugng * Pon gia

Trong do don gia dya vao bang gia, c6 2 loai gia: gia cung cap (CC) va gia kinh doanh
(KD); néu ky tu phai caa chang tir 13 ¢ thi 4y gia cung cp, nguoc lai liy gia kinh doanh.

Tinh tong cho mdi cot.
Tinh tong sé chizng tir phai xuat HD = Tong cua cac s6 1a ky tu thir 4 cia ma ching tir.

Trich xuét ra mot danh sach méi vai diéu kién sé lugng>100.

CHUONG 4. THAO TAC TREN CO SO DU LIEU
< GIOI THIEU CHUONG 4

Khiquanlythongtinvémotddituongnaodo,nhuquanlynhanviénchanghan,
taphaiquanlynhiéuthuoctinhliéenquandénnhanviéndonhuhotén, manhanvién,

56



phai,ndmsinh,noi sinh, diachi,mangach, bac, hésé,lvong, phucip,chicvy,... Dola cac
thugctinhphananhnaidungcuamaotdditugngcanquanly.Cacthudctinhdo
thuongduocbiéudiéndudidangcackicuditliéukhacnhau.

< MUC TIEU CHUONG 4
Sau khi hoc xong chwong nay, nguoi hoc coé kha nang:

> Vé kién thirc:

- Hiéu biét vé bdng tinh Excel

- Hiéu vé dinh dang trong bang tinh

> Vé Ky ning:

- Phat trién Kj lam viéc trong van phong

- Ky nang lam viéc Véi hinh anh va bang biéu

- Ky nang soan thao va bién tap van ban trén bang tinh

> Vé ndng lyc tw chii va trach nhigm:

- Nang lyc vé quan Iy thoi gian, trach nhiém Véi cong viéc

- Nang luc hoc tdp va lam viéc doc lap

- Tuw cha trong viéc gidi quyét van dé

< PHUONG PHAP GIANG DAY VA HQC TAP CHUONG 4

- Déi Véi nguwoi day: sir dung phwong phdp giang giang day tich cuc (dién giang, vdn
ddp, day hoc theo van d@é); yéu cau nguoi hoc thuc hién cdu héi thao ludn va bai tap
chwong (cd nhdan hodc nhom).

- D61 Véi nguoi hoc: chi déng doc truée gido trinh truéc budi hoc; hoan thanh day
du cau hoi thao ludn va bai tap tinh huéng theo ca nhan hodc nhom va nép lai cho
nguol day dung thoi gian quy dinh.

< PIEU KIEN THUC HIEN CHUONG 4

- Phong hoc chuyén mén hoa/nha xwong: Phong hoc thuc hanh

- Trang thiét bi mdy méc: May chiéu, may tinh va cac thiét bi day hoc khac

- Hoc li¢u, dung cu, nguyén vat li¢u: Chuong trinh mon hoc, gido trinh, tai liéu tham
khao, gido an, phim anh, va céc tai li¢u lién quan.

- Cdc diéu kig¢n khdc: Khong c6

< KIEM TRA VA PANH GIA CHUONG 4

- Noi dung:

v' Kién thirc: Kiém tra va danh gid tdt ca néi dung da néu trong muc tiéu kién thirc

v' Ky néng: Pdnh gid tat ca ndi dung da néu trong muc tiéu ki nang.
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v Nang lic tw chii va trdach nhiém: Trong qud trinh hoc tdp, ngudi hoc can:
+ Nghién ciru bai trude khi dén 16p
+ Chuan bi ddy di tai liéu hoc tdp.
+ Tham gia ddy d thoi lwong mén hoc.
+ Nghiém tuc trong qua trinh hoc tdp.
- Phuwong phap:

v’ Diém kiém tra thuwong xuyén: 1 diém kiém tra (hinh thirc: héi miéng)
v Kiém tra dinh kp Iy thuyét: khong cé

% NOI DUNG

4.1. KHAINIEM VECO SODULIEU
4.1.1Khaini¢mvécosédirliéu

Khiquanlythongtinvémotddituongnaodo,nhuquanlynhanviénchanghan,
taphaiquanlynhiéuthuoctinhliénquandénnhanviéndonhuhotén, manhanvién,
phai,némsinh,noi sinh, diachi,mangach, bac, hésd,luong, phucip,chiicvy,... Déla cac
thugctinhphananhnaidungcuamaotdditugngcanquanly.Cacthudctinhdo
thuongdugcbiéudiéndugidangcackicuditliéukhacnhau(lachudi,sd,ngaythéng,

...)vadugchopnhatthanhmotdonvithongtinduynhatgoilamautin(record).Cac
mau tin cung“dang”(cungcau trac) hoplai thanh métcosaditliéu.

Trong Excel,cosddirliéucodangnhumotdanhsach,vidunhudanh  sachnhan vién,
danhsachhanghoa,...Mdidanhsachcothégdmeomaothaynhiéucot, mdicot nhuvay
duocgoilamottruong(field)cuacosodirliéu,ténctacotseé duoc goila tén truong.

Hangdautiéntrongdanhsach(cosadirliéu)chiracacténtruongduocgoila
hangtiéudeé(Header row),cachangtiéptheomdihanglamotmautin(record) cho
biétthongtinvé dbitugngma taquan 1y.

Vidu:Xétcosaditliecu BANGLUONGCHITIETcaacacnhanviéntrongmotco quan
nhusau:

A B C D E F G H
1 BANGLUONGCHI

2 TIET

3 ST HOTEN MAN |BA |HESO NG B | LUON |PHUCAP
4 1 [Tran Thanh Binh |01.00 | 4 | 2.58 25/01/9 | 541,80| 108,36
5 2 [PhanThanhBinh |01.00| 3 | 2.34 30/01/9 | 491,40| 98,28
6 _3 |Nguyén Xuan 01.00| 1 | 1.00 01/01/9 | 210,00| 105,00
7 4 [TranVeénHung [01.00| 2 | 1.09 15/01/9 | 228,90| 114,45
8 _5 |Nguyén Anh 01.00| 1 | 1.86 01/10/9 | 390,60| 78,12
9 6 |Chau Thanh 01.00| 1 | 1.00 01/05/9 | 210,00| 105,00
10 7 |Lé Minh Loi 01.00| 3 | 1.18 01/08/9 | 247.80| 123,90

58




11 | ] | Téngeong:  [2.320.50] 733.11

+ Moicotgoilamottruong(field):truongHOTEN, trusngM AN G, truong
BAC, truongHESO,...

+ Hang thitbaduocgoilahang tiéu dé (Headerrow).
+ Tuhangthtr tedén hang thir muoi,mdihanglamétmau tin(record).

Mbotsdcongviécthuonggapkhilamviéctréncosaditliéu(bangtinh)nhu:sap
xép(Sort)cacmautintrongcosoditliéutheothirtuténg/ giamcuamottruong(goila
truongkhod),trichloc(Filter)cacmAautinthoamandiéukiénchidinh,thdngké,tbng  hopcac
mau tintheonhém (Subtotal),...

4.1.2Hangtiéudé(Headerrow)

Lahangdautiéntrongdanhsach(cosoditliéu)chaacacténtruong. Tuynhién
motsdcosadirliéu cophan tieu dé nhiéu honmothang,khi docac thao tac thuc hién trén
cosaditliéu s& bildihoac khong thuc hién duoc, taphai thém vaomothang tiéu dé phu
chocosadirliéu,vastrdunghangtiéu dé phu chocac thao tac tréncosadiliéu.

A B C D | E F
A, B & O E F 1 DIEM
1 DIEM —>| 2 STT|HOTEN|TOAN|LY |HOA|T.CONG
2 |STT| HOTEN |TOAN LY |HOA|T.CONG 3 Coll| col2 | col3|co4|ces| cols
3 IMmh Hung|  75] & 55 21 4 i|Minh Hung| 7.5 HEEE 21
Tiéu dénhiéu hon 1 hang Thém tiéu déphu cho CSDL

4.1.3 Vungtiéuchuan(Criteriarange)
Lavungchtadiéukiéntheochidinh(trichloc,thdngkeé, . ..),vangnaycotdithiéu
2hang.

Cohaicachtaovungtiéuchuan:

Gia strcan taovangtiéuchuan vai didukién cac mau tin phaithoa:
a) MANG="01.009"vaBAC= 1.
b) MANG="01.009"hoacMANG= "01.003"vaBAC= 4.

 Cachl: Sirdungténtruongdé taovangtiéu chuan

Theocachnay,viing tiéuchuansécoitnhathaihang,hangdauchtracac tén
treongdatdicukién,cac hangkhac dungdé mota dieu kién.
Cachtaonhwsau

- Chon cac 6 tréngtrongbang tinh délam vangtiéu chuan

- Saochép tén truongdunglam diéukién dén hang dau cuavungtiéu chuan.

- Nhaptryctiépcacdieukignvaodduditén truongtwong tmg.Cacdicukiénghi trén
cungmothanglacac dieéu kién théa man dong thoi (dicu kién AND),con
nhirngdieukiénghitréncachangkhacnhaulanhirngdi¢ukiénthoaman
khongdongthoi(dieu kién OR).

Ta covungtiéu chuan cho diéu kiéntrén nhusau:
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MANG| BAC MANG | BAC

01.009| 1 01.009
) 01.003 | 4
b)

« Cach2: Sirdungcongthircdétaovungtiéuchuan
Theocachnay, vingtiéuchuansécohaihang, hangdauchuatieude ~~ nhu“Tieu
chuan”,“Dieukien”,...hoacbotrongnhungphaikhacvaiténtruong, hangkétiépla cong thuc
motadieu kién.
Cachtaonhwusau
- Chon haié trdng trongbang tinh délam vung tiéu chuan.
- Nhap tiéu déootrén cua ving tiéu chuan.
- Nhapcongthacvaodbendusimé  ta diéukien ,dungmau  tin dautién trongco

Sodu:lleude datdleuklenSOSanh hamAN Ddungdelapcacdleuklenthoa man
dongthm ham ORdung dé lapcac diéu kién thoa man khongdongthoi.

Ta covungtiéu chuan cho diéu kiéntrén nhusau:

a) )
Tleuchuilg/)IEAND(m: »01.009”,D4 =1)

FALSE

b)

Tieuchuan =OR(C4 =701.009”, AND(C4 ="01.003", D4:4ﬂ

TRUE
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M@t sécachghidiéukién

Yéuciu Cachl Cach2(écéngthiic)
Céhola “Nguydn” HOTEN ~LEFT(B4,6)="Nguyan”
Nauvén
Coténla“Binh” HOTEN =RIGHT(B4,4)="Binh”
* Binh
Cochitlotla “Thanh” HOTEN
*
C6 ho 1a “Nguyén” va HOTEN =AND(LEFT(B4,6)="Nguyén”,
ténla“Huy” Nguyén * RIGHT(B4,3)="Huy”)
Cohola“Nguyén”hoic Sq(a;/réiN =OR(LEFT(B4,6)="Nguyén”,
ténla“Binh” : RIGHT(B4,4)="Binh”)
* Binh
CoBAC>=2 BAC =D4>=2
>=2
Co MANG="01.009” va MAN BAC :AND(C4:,,01009”,D4>:2)
BAC>= 2 01.009] >=2
C6  MANG="01.009” MAN | BAC
hoic BAC 22 01.009 =OR(C4="01.009”,D4>=2)
>=2
MAN | BAC
Co6 MANG="01.009" va 01009 o | | FAND(C4="01.0
BAC =2 hoac BAC=3 ' 09”
01.009| 3 !
, . »| | MAN | BAC
COV MANG_ 01-009 :AND(OR(C4:7301.009)”C4:3701
hoic MANG="01.003"| [-01.009 009), D4=2)
VABAC=2 01.003/ 2 | [P
Congaybatdauhudong luongla a
trugc 1/1/98 = FA<DATE(98,1,1)
COHESO™ 290,000 >= =E4* 290000>=450000
450,000

42. TRICH LQOC DULIEU
Trichlocdirliéulatinhnénglocracacmautinthéamannhirngtiéuchuannaodo

tircosadirliéubandau.Cohaiphuongphaplocditliéu:loctudong(AutoFilter)valoc
nangcao(AdvancedFilter).

4.2.1 Locdirligutwdong(AutoFilter).

LénhData/Filters/AutoFilter dungdéloccacmautinthéamannhingtiéu
chuannaodotircosd  dirliéubandau.Chinhitngmau tinnaothoatiéuchuanthiméi  duoc
hiénthicon nhitngmau tin khac sé tamthoibiche khong nhin thay.

Cachthuchién
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Chon vungCSDLvéitiéudé 1a mothang.

Vaomenu Data/Filters/AutoFilter,Excelsétudongthémcacnutthacanh tén
truongchophépbanchon tiéu chuan loc twong tngvaicac truongdo.

WO O B R

A B C D  E F G H

1 BANG LUGNG CHI TIET

2 Thang 07/ 2001

3 SI+|] HOTEN +|MAN+|BA+|HES+| NG BL+| LUON «|PHUCZ2 &
4 1|Tréin Thanh By (80 4 | 258 | 25m1/97 | 541,800] 108,360
5 2|Phan Thanh B (custom. ) 3 | 234 | 300198 | 491400 98280
6 3| M auyén Xuin b 1 | too | ovores | 2100000 105,000
7 4|Trin Vin Hinj Clarke) 2 | 1oe | 150199 | 2289000 114450
g 5|Mguyén Anh TR [ UTOUS] 1 | 1.86 | 01/10/97 | 390,600 78,120
s 6|Chau Thanh Ehiét | 01.009 | 1 | 1.00 | 01/05/98 | 210,000] 105,000
16 7|L#& Minh Lot 01.009| 3 | 118 | 01/08/98 | 247,800 123,900

Chon diéu kién trong hopliétké tha cua tirngtrudngtuongung.
All:chohién thititca cac mau tin.
Top10:chophépchonloclaymétsdmautincogiatricaonhat(Top) hay
thapnhat(Bottom).
Custom: chophépdit cac diéu kién sosanh khac(>,>=,...)
Cactri:chihiénthinhiingmau tindungbang trido.
+M3c nhién Excels& hiéu tén truongbangvéigia tridugc chon tronghopliétké
tha.Cacdiéukiéntrongcactruongkhacnhaucétinhchatdongthoivainhau (AND).
Vidu: Loc nhitng miu tin thoa tiéu chuan 1aMANG=
”01.009”vaBAC=1
Click vao Click vao
A day va chon
01.009 BAN PG cHr T

SI+| HOTEN +|MAN.|BA<|HES.| NG BI.|LUON|PHUC2.
Mauyén Xuin Huy | 01.009| 1 | 1oo | ovowes | 210000) 105,000
Chau Thank Khigt | 01.009 | 1 | 1.00 | ot/05098 | 210,000] 105,000

€ H

L)

o

Locdir liéu tu
dong
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+NéuchonmucCustomthiséxuathiénhopthoaichophépditdiéukiéntheo tiéu

chuén khac.

Custom AutoFilter

Show rows where:

does not equal

B&C
i= greater than or equal to - |2 -
equals -

is greater than

iz greater than or egual bo
iz less than

iz less than or equal to
begins with

W does nok begin with prs
ends with

does not end with

conkains i

(0.4 | Zancel

Dat diéu kién locty

dong
Ghichu:

(-] Muon hién thilai tat caban chon Iénh Data/ Filter/ Show All.
("1 Muonbochédolocdilieutudong(bocacnuttha)trovetrangthaibinh thuong,ban

chon lailénh Data/ Filters/ AutoFilters.

4.2.2 Locdirliéunang cao(AdvancedFilter)

LénhData/ Filter/ AdvancedFilterdungdétrichracacmautintheocacdiéu kign
chi dinh trongvungtiéu chuan dobanthiétlap trén Sheet.

Cachthuchién

- Taovungtiéu chuan loc(strdung méttrong haicach néu trén).
- VaomenuData/ Filter/ AdvancedFilter,xuathién hopthoaisau:

Action

+ Filter thelist,in-place:kétquahicn
thi tructiéptrén vungCSDL.

+ Copy to another location: kétqua
duogcdattaimotvitrikhéc.

Listrange:chondia chivungCSDL.
Criteria range:chondiachivungtiéu
chuan.

Copy to:chondiachicuaddautién
trongvungkétqua(phaichonmucCopy
toanotherlocation).

[.] Uniguerecordsonly:néucénhiéu
mautingiongnhauthichilay
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Advanced Filter

Action
" Filker the list, in-place
{* Copy ko another location

List: range: |BLISAS3:$H$10

|

Criteria range: |BL!$C$13:$D$14

|

Copy ko |BL!$P.$1E~

[ Unique records anly

[ oc ]

|

Zancel |




4.3 CACHAM CO SO DULIEU

Cachamcosadirlisumangtinhchatthdngkénhingmautintrong CSDL ¢6
truongthoadiéu kién caa vang tiéu chuan daduoc thictlaptruadc.

Cuphapchung:

=Ténham(database,field,criteria)

- database:dia chivingCSDL(nén chon 1a dia chituyétdichodé saochép).

- field:cotcantinhtoan, fieldcothélaténtruong,diachicuadténtruonghoac  sothu
tucuatruong do(cotthinhatcuavungCSDLdachontinhlal vaténg dan sang

trai).

- criteria:dia chivungtiéu chuan.

Xétcosoditlieu BANGLUONGCHI TIETVéi ving tiéu chuan dugc taotrudc.

A | B | ¢ D E F | 6 | H

1 BANGLUONGCHI

2 [IET

3 [STT HOTEN MAN [BA [HESO| NG BD | LUON |[PHUCA

4 | 1 [Tran Thanh Binh|01.003 4 | 2.58 | 25/01/97 | 541.80 | 108.36

5 2 PhanThanhRinh | 01.003] 3 234 | 30/01/98 | 491.40 98 280

6 3 INguyén Xuan 01.009 1 1.00 | 01/01/99 | 21000 | 105.00

7 4 |Tran Vén Hung | 01.009, 2 1.00 | 15/01/99 | 22890 | 114.45

8 5 Nguyén Anh 01.003 1 1.86 | 01/10/97 | 390.60 78.120

9 6 |Chau Thanh 01.009 1 1.00 | 01/05/98 | 210.00 | 105.00

10 7 [Lé Minh Loi 01.009 3 1.18 | 01/08/98 | 247.80 | 123.90

11 Ténacéna: [2 32050 733.11

12

L Vungtiéuchuanl MAN Vungtiéuchuan2 MANG| BAC

14 01.009 01.003 4

Danhsachcacham
Ténham Ynghia va vidu
Tinhtongcacgiatritrongcotfieldcuacacmautinthoa dicu
Kién criteria.
DSUM(...) =DSUM($A$3:$H$10,7,C13:C14)
=DSUM($A$3:$H$10,“LUONG”,C13:C14)
—NDCLINAEC AT CLICTIN T2 m12:/1 AN
Tinhtrungbinhcongcacgiatritrongcotfield cuacac mau
tin thoadiéeu kiéncriteria.
DAVERAGE(.. )

=DAVERAGE($A$3:$H$10,7,C13:C14)
—NDA\/EDACC(eAT2:CLIC1IN T2 12111 AN
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DMAX(..))

Timtrilénnhéttrongcotfieldcuacacmautinthoadiéu kién
criteria.

=DMAX($A$3:$H$10,“BAC”,C13:C14)
=DMAX($A$3:$H$10,5,G13:H14)

DMIN(..)

Timtrinhonhattrongcotfieldcuacacmautinthoadiéu kién
criteria.

=DMIN($A$3:$H$10,$D$3,C13:C14)
=DMIN($A$3I:$H$10.5.C13:C14)

DCOUNT(..))

Dbémcacokiéusdtrongeotfield cuacacmautinthoa diéu
Kién criteria.
=DCOUNT($A$3:$H$10,4,C13:C14)

—NCALINIT(EATC2-RLICIN A 12101 AN

DCOUNTA(..)

Dbémcacokhacrdngtrongeotfieldcuacacmautinthoa diéu
Kién criteria.

=DCOUNTA($A$3:$H$10,2,C13:C14)

—NCALINITAGCAGD-CLICIN D 12111 AN

4.4. SAPXEPDULIEU

Tuong tunhuchic néng Table/SortcuaWord,lénhData/Sortchophépsip xép cac
hanghoaccaccottrongving duoc chon theothituténgdan (thitwABC doivei chudi,
hogcsoteng — dan)haygiamdan(thituZYX  d6i  véi - chudi,hodcsogiamdan)  twong
chi dinh,vungsap Xepphalchon tatca cacocolien he voi

trngkhoa sap xépduoc

nhau,néu khongséxayra tinh trang“rau 6ng naycam cam ba kia”.

Cachthuchién:

GiastrcansapxépcosoditlisuBANGLUONGCHI TIETotrén theoMANG téng

dan,néu cungMANG thisap theoBACgiam dan.
— Chon vungditliéu can sap xép.
— VaomenuData/ Sort,xuathién hopthoaisau:

Khoasip xép chinh Sédp xép theo
: 2B thir tu
— ] sort b téngdan

7 14
- A

|M.ﬁ.NG ﬂ (* fecending - -
hai I " Descending Sap xep theo
— thir ty giam
i X
[BAC [~ Ascending dan
R ¢ Descending:
—Then by
Khoasap xép thu b | ~| @ Ascending
(" Descending
—
\\—My list has
VﬁngCSDLdﬁ * Header row " Mo header row

Qpkions. .. | (0.4 | Zancel




Ghich:

[ NéumudnsiptheohangthichonnitlénhOptionscuahopthoaiSort,sau dochon
mucSortlefttoright.

[ Néumubnsipxépnhanhtheocotnaodothidittrovaodbatkycuacotds
vaClickchonnut 2+ trénthanhStandarddésaptheochiéutengdan, hoic
FA 9 4 - X - A
A g sap theochic¢u giamdan.

4.5. TONGHQP THEOTUNGNHOM(SUBTOTAL)

Xét  CSDLBANGLUONGCHITIETG6trén.Vandédatralalamthénaodébiét
duoctongtienluong(LUONG)theotirngnhém ngachlwvong(MANG),haytonghopso
nhanviéntheobac(BAC),...LénhData/ Subtotalsségiapbanthuchiénduocnhirng
congviéc trén.

Cachthwechién:

G|asuCantonghopvat1nhtongtlenIu:ong(LUONG)theotungnhomngachluong

(MANG)trongCSDLBANGLUO’NG CHITIETS
trén.

— DunglénhData/ SortdésapxépcacmautintheoMANG, mucdichdécacmau tin
cécuingMANGthinam lién ké nhau.

— Chon vungCSDLcantonghopvai tiéudé 1a mot hang.

— Vao menu Data/ Subtotals, xuat hién
hop thoaisau:

: 5 Subtotal '
+ At each change in: chonténtruongcan iota dld
t@nghgpnhém At each change in:
+ Usefunction:chonhamstrdyngtinhtoan s _ -
hay thong ke |Qse function: J
Sum hd
+ Addsubtotalto:Chonténtruongchtradir U
ligu can thyc hién tinh toan hay S -
théngke. gm_j
PHU AP i
+ [_] Replacecurrentsubtotals: Thay
Ejlheca'f h d h d td h [v Replace current subtotals
Ong Ong orpCu eg 1 Ong Ong Op [ Page break between groups
moi. [v Surmmary below data
+ [ 1 Pagebreak between groups: Remove Al | ok | cancel
Taongat tranggitra cac nhom.
+ [ Summary belowdata: Thémdongtong
hopsau moinhom. Ténghop theo nhom

Motséham tronghopliétké thaUsefunction:
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Ham Mota
Sum Tinh tong cac s6 trongnhom.
Count DBém sdokhongrdng trongnhém.
Average Tinh giatri trungbinh cac s trong nhom.
Max Tim giatrilén nhattrong nhom.
Min Tim giatrinhé nhattrongnhom.
Product Tinh tich cac sétrongnhom.
CountNums | Pém sbokiéu sétrong nhom.

A E c D E F a H

BANG LUGNG CHI TIET
Thang 07/ 2001

STT| HOTEN |MANG|BAC|HE SO| NG BD | LUONG |PHU CAP

Trén Thanh Binh | 01.003 258 | 250197 | 541,800 108,360

Phan Thanh Bink | 01.003 234 | 300198 | 491400 98280

Mguyén Anh Diing | 01.003 186 | 01/10v97 | 3906000 72,120

01.003 Total 1,423,800

el R Y

LT TS B R O S N s
e [ —

4| Nguyen Xudn Huy | 01.00% | 1 1.00 | 01/01/9% 210,000] 105,000
5|Tran Vin Hing 01008 | 2 1.0% | 15/01/9% 2289000 114,450
10 6|Chéu Thanh Khift | 01.008 | 1 1.00 | 01/05/98 210,000] 105,000
11 7|LE Mink Lea 01.008 | 32 1.18 | 010858 247 8000 123,500
12 01.009 Total 536,700
13 Grand Total 2,320,500

Két quatdbnghop dir liéu theo nhom
(Mrc3)
Lamviécvéimanhinhkét qua saukhiténghepnhém

- \ r , 12|53 A ’ Ja ~1:A A
- Clickvaocacnut dé chon cac muc dixliéu ban muon xem.

+ 1l:Chihién thitdng chinh (GrandTotalOnly).
+ 2l:Hién thitdng chinhva téngphu (GrandTotal AndSubtotal).

+ | 2l:Hién thichi tiéttAtca cac mau tin cungeéac tdnghop(AllRecord).

|42 102 oo ], 2 Lo, X .
- Clickvao _*Idé hién thihoic ~=@é che diu cac mau tin trongnhomcon.

1] 2|3 A B C D E F G H
1 BANG LUGNG CHI TIET
2 Thang 07/ 2001
3 STT HO TEN |MANG|BAC|HE S0O| NG _BD | LUONG |[PHU CAP
7 01.003 Total 1,423,800
[ 12 01.009 Total 896,700
- 13 Grand Total 2,320,500

Két quatdnghop dit lisutheo nhom (Mtrc2)
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< TOM TAT CHUONG 4

Trong chuong nay, mot s6 ndi dung chinh duoc gisi thiéu:
-Khéi niém veé co s& dit lidu

- Trich loc dir liéu

- Cgic ham co s¢ dir liéu

- Sap xép dir licu

- Tong hop theo ting nhom: )
% CAC BAI TAP HE THONG KIEN THUC

Bai 1. Mot s6 ham co ban. Cho bang du liéu sau:
TONG HOP SO LIEU KHACH THUE PHONG KHACH SAN

Ho tén , So 6 S6
TT idiach sO phong Ngayvao  Ngayra ngay » hgay
\ ) tuan A
hang o 1é
p Iran 100VIP  30/09/2012 05/10/2012
Thanh
o Pham 20INOM  23/09/2012 04/10/2012
Hung
3 LéNgoc  205NOM 06/09/2012 15/09/2012
g Pham 209NOM  12/09/2012 16/09/2012
Hung
5 Neuyén  0oNOM  28/09/2012  29/09/2012
Thanh
6 LéHoai  107VIP  25/09/2012 26/09/2012
7 ViiNgoc 209NOM 18/09/2012 21/09/2012
8 Ilfﬂga‘i‘yén 210VIP  10/09/2012 11/09/2012
9  MongMo 202VIP  22/09/2012 26/09/2012
Téng cong

a) Tinh s6 ngdy & = Ngay vao - Ngay ra. Tinh s tuan, s6 ngay 1é (dung ham INT,

MOD)

b) Tinh tong s ngay &, Tong s tudn, Tong s ngay 1é.

Xem thém bo 3 d¢ thi ké toan ciia hoc vién ngan hang:
=d¢ thi thuong mai ngan hang 2021

=d¢ thi tai chinh tién t¢ ndm 2021

=d¢ thi tai chinh doanh nghiép

Bai 2. Ham do tim (VLOOKUP). Cho bang dir li¢u sau:
BANG LUONG CAN B6 CONG TY ANZ

Ma
ngach

Tén
ngach

Thuc

TT Hotén Tén don vi -
linh

Luong CB
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bao Hoa Phong Hanh

001 s 1003 P, 1,200,000
Ngo6 Van Phong Hanh
002 i 1002 L 1,850,000
003 Neuyen 1001 Phong QLCL 1,600,000
Huong
004 QuécKhénh 1003 Eggng Khoa 950 000
005 Pham Thanh 1002 Phong Quan tri 1,000,000
006 TrinThuy 6033 Phong Tai 2,000,000
chinh
007 Neuyen 1003 Phong Thiétbi 2,200,000
Huong
008 L& Dung 1003 Phong Kinh 1,800,000
doanh
Bang ma ngach va phu cip
Ma Tén ngach cong  Phu cip
ngach chire (%)
1001 CAhuyén vién cao 0.5
cap
1002 Ch,uyen vién 0.20
chinh
1003 Chuyén vién 0.10
6033 Ky su 0.05

Yéu cau: Dya vao Bang danh myc “Bang mé ngach va phu cap” hiy dung ham
VLOOKUP dé dién dir liéu vao 2 cot Tén ngach va Thyc linh.
Trong d6: Thuc linh = Luong co ban + (Phu cap * Luong co ban)
Bai 7. Ham do tim (VLOOKUP). Cho bang dir li¢u sau:
BANG THONG KE MUA BAN HANG HOA
1 Tén Gia SL  Thanh Gia SL  Tién
STT  Mahang hang nhdp nhdp tién Xudt  xuit  xuat
PaOA12
Pa0C15
SaOB2
ToOC23
HI0C12
HI0A13

ToOB12

~N o o1 A WO DN P
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8 Sa0OB2

Cong:
Bang ma
Mi hang  Tén hang Gianhap  SL nhap SL xuat
Pa May diéu hoa Parasonic 300 115 95
To May diéu hoa Tosiba 250 85 56
Sa May diéu hoa Samsung 210 120 75
Hi May diéu hoa Hitachi 220 68 35

Dya vao ma hang va Bang ma, dién sb liéu cho cac cot: Tén hang, Gia nhap, )
lugng nhap, SO luong xuat.

Tinh Thanh tién = Gi4 nhap * s6 luong nhép.

Tinh Gia xuét dua vao Ma hang: néu Ma hang c6 ky tu thir 4 (tinh tir bén trai) 1a A
thi Gia xuat=Gia nhap+15, néu 1a B thi Gia xuat = Gia nhap+12,con lai Gia xuat
=Gia nhap+10

Tinh Tién xuat dua vao gia xuit va sb luong xuat, dinh dang don vi tién té 1a USD.
Tinh tong cong cho mdi ct3

Chén thém cot Ghi cha & cudi.

Dién thong tin cho cot ghi cht nhu sau: néu SL nhép - SL xuat >=60 thi ghi “Ban
cham”, néu SL nhap - SL xuét >=30 thi ghi “Bén dugc”, con lai ghi “Bén chay”.
Bai 3. Ham do tim (VLOOKUP). Cho bang dir li¢u sau:

BANG THEO DOI VAT LIEU XAY DUNG

Nim 2012
. Tén i o Nhan SO Pon Thanh
TT [ M2 hang Ngdy nhap ~ Ngay ban x€t luong gia  tién
1 B2 Gidy 12/05/2012 15/05/2012 100
2 Al YA 01/07/2012 17/10/2012 200
bong
3 p X 30/07/2012 28/09/2012 300
mang
4 C2 Gach  01/02/2012 12/10/2012 120
5 A2 Y& 30/07/2012 28/09/2012 400
bong
6 B3 Bia 12/05/2012 15/05/2012 1500
7 p2 X 27/07/2012 28/09/2012 300
mang
8 Cl Vi 04/02/2012 15/10/2012 120
9 A3 Va 22/08/2012 28/09/2012 400
bong
10 B4 Gidy 12/07/2012 12/09/2012 1500
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a) Lap cong thirc dién gia tri vao cot Nhan xét theo quy dinh sau:

Néu thoi gian luu kho <=30 ghi nhén xét: Ban chay

Néu 30

Néu thoi gian luu kho >90 ghi nhan xét: Ban cham

Dua vao Ky tw dau cia M3 va Bang tra ctru dudi ddy, dung ham VLOOKUP dé dién
thong tin vao ¢t Pon gia

Bang tra clru gia

M3 dau Pon gia
A 100
B 200
c 300
D 120

Tinh c6t Thanh tién = sé luong X Pon gid X 1.1; dinh dang tién Viét Nam.
Hoan thanh bang thong ké sau:

Tén hang ;l:fgilggsé ;Eg:g thanh
Gidy

Vai bong

Xi mang

Gach
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CHUONG 5. TAO BIEU PO TRONG EXCEL
< GIOI THIEU CHUONG 5

Microsoft Excel (goi tit: Excel) 1a mot trong nhirg chuong trinh tng dung trong b
Microsoft Office chay trong méi truong Windows. Thé manh ciia Excel 14 t inh t 6an
béng cong thuc. Excel 1a mdt loai bang tinh dién tir dugc dung dé td chirc, tinh toan
bang nhitng cong thirc (Formulas), phan tich va tong hop s liéu. Cac nhiém vu ma ban
c6 thé thyc hién véi Excel tir viéc viét mot hoa don tdi viéc tao biéu dd 3-D hodc quan ly
s6 ké toan cho doanh nghiép. Khong gian 13 viéc ciia Excel, cac kiéu dit liéu va cach tao
mot bang tinh don gian.

< MUC TIEU CHUONG 5
Sau khi hoc xong chwong nay, nguoi hoc co kha nang:

> Vé kién thirc:

- Hiéu biét vé bdng tinh Excel

- Hiéu vé dinh dgng trong bdng tinh

> Vé ky ning:

- Phattrién kj lam viéc trong vin phong

- Ky nang lam viéc Véi hinh anh va bang biéu

- Ky nang soan thdo va bién tap van ban trén bang tinh

> Vé ndng luc tw chii va trach nhigm:

- Ndng luc Vé quan 1y thoi gian, trach nhiém Véi cong viéc

- Nang luc hoc tdp va lam viéc doc lap

- Tw cha trong viéc gidgi quyét van dé

< PHUONG PHAP GIANG DAY VA HQC TAP CHUONG 5

- DPoi V6i nguoi day: sir dung phirong phdp giang giang day tich cuc (dién gidng,
vén ddap, day hoc theo vin dé); yéu cau ngwoi hoc thuc hién cdu hdi thao ludgn va
bai tap chwong (ca nhdn hodc nhom).

- Déi Véi nguoi hoc: chi déng doc trude gido trinh trudc budi hoc; hodan thanh day
du cdau hoi thao lugn va bai tap tinh huéng theo ca nhdan hodac nhom va nép lai
cho nguoi day dung thoi gian quy dinh.

< PIEU KIEN THUC HIEN CHUONG 5

- Phong hoc chuyén mén hoa/nha xwéong: Phong hoc thuc hanh

- Trang thiét bi mdy méc: May chiéu, may tinh va cac thiét bi day hoc khac
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- Hoc li¢u, dung cu, nguyén vt ligu: Chuong trinh mén hoc, gido trinh, tai li€u
tham khao, gido an, phim anh, va céc tai li¢u lién quan.
- Cdc diéu kig¢n khdc: Khong c6
< KIEM TRA VA DANH GIA CHUONG 5
- Ni dung:
v Kién thire: Kiém tra va ddnh gid tdt cd ndi dung dd néu trong muc tiéu kién thirc
v’ Ky ndng: Pdnh gid tat ca ndi dung di néu trong muc tiéu ki nang.
v’ Nang luc tw chii va trach nhiém: Trong qua trinh hoc tdp, nguoi hoc can:
+ Nghién ciru bai trude khi dén 16p
+ Chudn bi dc”iy du tai liéu hoc tap.
+ Tham gia ddy di thoi lwong mén hoc.

+ Nghiém tuc trong qua trinh hoc tap.

Phwong phap:

<

Diém kiém tra thwong xuyén: 1 diém kiém tra (hinh thire: hoi miéng)

<\

Kiém tra dinh ky Iy thuyét: khong cé6
< NOQI DUNG

51. CAC LOAIBIEU PO

Co3loa|bleudothuonggaplab1eudodan900t(CoIumn) dangduongthang
(Llne)vadangbanh(Ple) Tu3dangnayExceItr|enkhalthanh14I0a| biéudochuan
(Standardtypes)va20kiéu biéu do tuychon(Customize types)cé thé dungdé biéu dién
sélieutrongbangtinhthanhnhiéucachnhinkhacnhautuytheoyéucaucianguoi dung.

CacloaibiéuddchuantrongExcelvacéngdungcobancia méiloai

tong | Loaibiéudd Chireniing
|[|[ Column Sosanhcacloaidiliéuvéinhau theo chidu doc.
E Bar Sosanh cac loaidirliéuvéinhau theo chiéu ngang.
Line Cho xem suthayddi ditliéu trongmétgiaidoan.
Pie Sosanh tylé cua cac thanh phan trong mottongthé.
XY (Scatter) | Mo taquan h¢ gitra hailoaidili¢u lién quan.
Nhan manh tam quan trongtwongddicua cac gia
Area ) N
tri qua motaiaidoan.
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Sosanh cac phan voltong thé trongmothodc nhiéu

Doughnut pham tru ditliéu (Biéu doPiecomotldogiira).
Chira cac thaydol trongditliéu hoac tan sbditliéu
Rada twongddi véi tamdiém.
surf Taovét cac thaydoitronghaibién sokhibién séthir
urtace ba (nhuthoigian)thaydoi,la motdohoa 3chiéu.
Buble Hién sangcac chum gia tri, trongtunhudohoa
Scatter.
[l Stock Kéthopdd hoaLinevaddhoaColumn. Duocthiétké
oc dac biétde taovetgia cophieu.
. Strdungmothinhtry détrinh bay cac dirliéu dohoa
Cylinder Barhay d6 hoa Column.

5.2. CAC THANH PHANCUA BIEU hO
?1

THONG KE SINH VIEN

O
v

v

O
¢

10 300 ¢ 9
250 /£
g 200 - |lmTINHOC
5 150 B ] - (mDIEN T
o 100 —| L |0 CAODANG
<ttt
0 . . . . . . ~—
/1992 1993 1994 1995 1996 1997 19 @,
3

MNam

Ynghia:

© N O bk wDd

Cacthanh phan cuabiéudo

. ChartArea:Ving nén biéu do.

ChartTitle: Tieudé cuabiéu dd.

Truc X.

Category(X)axislabels:Vunggiatri tréntruc X.

Category(X)axis: Tiéudé truc X.

Truc.

Vunggiatri tréntruc X.
Value(Y)axis: Tiéu détruc Y.
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9. Géc toa do0.

10.Gridlines:vungluai.

11.Daysdliéuduoc minh hoa trongbiéu db.
12.Legend:Chugiai,dungdé mé tadayséliéu trongbiéu do.
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5.3. CAC BUOC DUNGBIEU PO

5.3.1 Chuanbidirliéuchobiéudd

Motbicudotrong Excelduoc taoratirditliéu trongbangtinhhiénhanh. Vivay trudc
khi xéydu:ngbiéu’ doban can taobang tinh cé;chﬁaeécdﬁ:liéu can thietbangcach
nhapdirliéu tructiephoac sirdung cac ham Excel dé tinh.

Vidunhusoli¢u trongbang THONGKESOLUGNGSINHVIENtheo tirngnémhoc,
haydirliéu chocac BPO THI TOAN HOCdudi day:

A B C D E F G

1 THONGKESO LUQNG SINH VIEN POTHI

2 TOANHQC

3 NE |TINHO |PIENT | CAOPAN Y1=2x>

4 1992 100 54 0 X 6 Y2=x+7

5 1993 154 53 45 4 2

6 1994 96 38 60 3

7 1995 145 78 80 4 A

8 1996 166 93 128 1

9 1997 173 75 160 -

10 1998 154 94 245 5

11 Cong: 988 485 718 )

12 4 26 11
Yéucau:

a. Dungbiéudodangcotdéebiéudiénsdlugngsinhviéncacnganhtheotirng ném
hoc.

b. Dungbiéu d6Piedé so sanh tongsdsinh vién caa 3 nganh tir ném 92-98.

¢. Dungbiéu ddXY (Scatter) dé v& db thichocac ham s6Y:=2x2—6vay—
x+7trén cungmothétruc toa doXY.

5.3.2 Cacthaotactaobiéudo
Vidu: Thyc hién yéu cau (a):biéudién sdluongsinh vién cac nganh theo tirngnam
- Vao menu Insert/Chart hoac Click vao nat Chart Wizard W trsn thanh
Standard.

-Thao tac qua4 budc cua ChartWizard nhusau:
Buéc 1(Steplofd-ChartType):chon loaibiéu dé.
Bwoc 2(Step20f4-ChartSourceData):Chonvungduliéu.
—LépDataRange
+ DataRange:vangdirliéu dungbiéu do.
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+ Seriesin:ditliéu cua tirngdditwong nam theohang(Row) haycot(Column)

Chart Wizard - Step 2 of 4 - Chart Source Data E E| Source Data E E|
Daka Range l Series ] [aka Range Series l
300 300
250 250
200 200
aTIN HDC aTIN DT
150 M BRENTE 50 M BRENTT
o CADDAN] o CADBAN]
100 100
o o
1 2 3 4 5 & T 1932 1393 1934 1935 1336 1397 1336
et - 3 Series
Liata range: =3 E2I$CEHFEFIL 3
setZISCH5ES Marme: [=shestz1g044 Y|
Seties in: " Rows
I
¥ Columns | values:  [=Sheetzigogsigogi E=|
Add Remove
Cateqary (%) axis labels: |=Sheet2!$B$5:$B$11 E
Cancel | < Back, | Mext = | Finish | Cancel | < Back | Mext = | Finish |

Vungdir liéu dungbiéudo

Vungdir lidu tirngthanhphan

—LépSeries: vungditliéu tiengthanh phan trongbiéu db

+

+

Series:mditéntrongdanhsachxacdinhmaotdaysdliéutrongbiéu

dd(sinh

vienmdinganh).DitlieutrongtirngduocdinhnghiatronghopName va Values

Name:fcénchodéyséliéu,cﬁadéituqngduqcchontrongd@nhséchSeries,Ié
diachidétieudecuadaysoli¢u,neukhongcothithingpNamesétrong,khi

dobanphaitunhapténvao.

Chuy:nhitngtén(nam e)nays&lanhanchochugiai(Legend)déxac dinh

moidaysoli¢u trongbiéu do.

+ Values:diachicuadaysblisucuaddituongdugcchontrongdanhsach
Series.

+

NatAdd: Thém daysdlieu mai.

+ NutRemove: Xéadaysdliéu khongdungtrongbiéu db.
Bwéc 3(Step3of4d-ChartOptions):xacdinh cac tiychon chobiéu db.

Titles:Pitcac tidudé chobiéu do.
+ Charttitle:tiéu débiéu dd.
+ Category(X)axis:tiéudé truc X.
+ Value(Y)axis:tiéudé truc Y.

Axes: Tuychon cho cac truc toa do (X,Y,...).
Gridlines: Tuy
Ch(-?n , - Chocac Chart Wizard - Step 3 of 4 - Chart Options
duongludi.
Titles l Axes l Gridiines l Legend l Data Labels | Data Table
Legen d : Tl‘lyChQnChO L tlfle: E E THONG KE SINH ¥IEN
phén Chl,l glél . |THONG KE SIMH YIEM
gateg?ry () axis: 300
DataLabel: thémhoac | I o _
9 7 ~ ~ A Yalue () axis: H OTINHIC
bé cac nhan dur liéu S5 o i ﬂ =T
| 0
\é._"& \'3'? \'3'? \@p \a“"' \@‘\ \5‘\{'4
| Him
Cancel < Back | Mext = I Finish




cho cic thanh phan
cua biéu do.

- Data Tabel:
Thém bang di liu
nguon vaobiéudo.

Cactuychon cho biéu d6

Budrc 4(Stepdofd-ChartLocation):xac dinhvitri datbiéu do.
— Asnewsheet:taomotSheetmgichichira biéu do.

— Asobjectin:chon Sheetdé datbiéu do.

Clickvaonutlénh Finishdé hoan thanhviéc taobiéu do.

Cacbiéuddéminhhoatheoséliéubangtinhva cacyéucauétrén

Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

M | " As new sheet:

i B

ELH G oascbiocin e - |
Ea—=
Cancel | < Back | | Finish |

[chart1

Xacdinh vi tri dat biéudd
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THONG KE SINH VIEN

300
> . @TIN HOG
¢ mBIEN T
o 100 + OCAD BENG
D .

1992 1993 1994 1995 1996 1997 1995
Nam

(2)S6 lwongSV cacnganh theo tirmgném

SO SANH TY LE PO THI HAM 80 TOAN HOC
SINH VIEN CAC NGANH a0
\ La T f‘

\ 40 / —¥l=hais

33% - BTN HOC
: THOC .
- || BN e
OCAOQ DANG i \f{b/ ]

22% P "

(b)So sanh tongs6é SVcua3 nganh (©)D0 thi CAC hap, ¢4 toan hoc

5.3.3Chinhsira biéudd
_ Saukhidung xongbicu dotheodbuéenéu  trén,bancothéchinhsuralaibieu  do
bangcachthaydoicacthongsonhu:thay - doiloaibicudo,vungdiliéu, hiéuchinhcac tiéu
de,...twong tngvéicac buacda thuc hién dé dungbiéu do.
Cachthuchién
- Clickchon biéu docan chinhsira,khidé menu Datasé chuyén thanh Chart.
- ChonbuéccanchinhsiratrongmenuChart(hoicR_Clicklénnénbiéudordi chon
Iénh trongtng).
- Thuc hién chinh sira nhukhidungbiéu db. —

) ] . ——— Chart Type. ..
1.ChartType: Chon laikiéu biéu d6(Buac 1).
2.Source Data:Chon laidirliéu nguén (Budc 2).
3.ChartOptions: Chon laicac tuychon (Buéc 3).
4.Location:Chon laivi trichobiéu d6 (Budc 4). B i:: :?;:dllne
5.AddData:thémdaysdliéu maoi. 3D Yiew. .

Source Data...
—— iChart Qptions. .,

Location. ..
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5.3.4 Pinh dang biéu dé

MenuFormatchophép dinh dangcéc thanh phan trongbiéu do. Tuy theoloaibicu
do,thanhphantrénbicudocandinhdang, Excelseécungcapnéidungdinhdangphu
hop.Doivaivénbannhutiéude,ghichu,. . .thicothédinhdangFont,mauchit,mau

nén,hudngvénban.Déivaicaccothaynguyénbiéudothicothéchondudngvién,

mau,...
Cachthuchién

- Clickchon thanh phan can dinh dang.

- Vaomenu Format/ Selected...(hoicCtrl+1,hoicR_Clicklénthanhphan can
dinh dang,sau d6 chonFormat...),hop thoaiFormat...xuathién.

- Thuyc hién dinhdangchothanh phan dé theoymuén.
Vidu:dinhdangvingnénbiéudd(Chart Area),hopthoaiFormatChartAreanhu hinh

dudiday:
Format Chart Area E]EJ Format Chart Area E]@
5] Font ] Properties ] Patterns ] Fant i Pr
Border Area Object positioning
* Autornatic =" putomatic ™+ Mowe and size with cells
" Mone " MNong " Mowve but don't size with cells
~ ~ | " "
Cuskom EEEEEEEN Don't mowve or size with cells
Style: -~ HEEEENSN~ W Print objeck
- - - - . v Locked
Colar: Autormatic - L u Locking objects has no effect unless the sheet is
) protected. To protect the sheet, choose
Weight: Bl Protection From the Tools menu, and then choose
I Shadow [} m [} Protect Sheet, A password is optional,
[ Round cormers C HEE®N
= Fill Effects... |
Ok I Cancel Ok I Cancel

biéu do (Chart Area)

Chon dudngvién vamau cho Vﬁngnén . o
+ LépPatterns:chophep chon duongviénva mau nén chobiéu do.
+ LépFont:chophépdinhdangcacthanhphanlavénbantrongbiéudo(tuwongtu

nhulépFonttrong hopthoaiFormat/Cells).

Dat thudctinh cho biéu d6

+ LépProperties: chophép thaydoicac thudctinh chobiéu db.
Moveandsizewithcells:biéuddsedichuyénvathaydoikichthudctheocac
6.Nghialakhixoghaythémcacovaotrongbangtinhthibiéuddcingdi
chuyéntheo(Vidunhu khitaxoacacobén traibiéu dothibiéu dociingdi
chuyénquatrai,khithémcacovaobéntraibiéudothibiédosédichuyén
quaphai,...).Khithayddidorongcothaychiéucaohangcodi”quabiéudd thikich thudc

biéuddciing thaydoitheo.

Movebut don’t sizewithcells:biéuddsadichuyéncungcaconhungkhong thay

dbikichthudctheocac 6.

Don’t moveorsizewithcells:biéudésskhongdichuyénvaciingkhongthay

dbikichthudctheocac 6.

Printobject:choinnéu biéu do nam trongvungduoc chondé in.
Locked:khoabiéudocungvaiSheet(chithuchiéndugckhichonkhoabao vé Sheettrudc)
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Véithanhphankhac,noidungdinhdangciingthayddichophuhop,nhukhichon dinh
dangchotiéu débiéu do (ChartTitle),hopthoaiFormatChartTitlenhusaulép
Alignment:cho phépcanhlé vachonhuéngchitchothanhphanvén ban trong chobiéu db.
Horizontal: canhlévén ban theophwongngang.

Vertical:canhlévénbantheo phuwongdoc.

Orientation:chon hudngchtr.

SwrdungthanhcongcuChart
ThanhcongcuChart  cochira motso nat duoc thiét kénhamgitp ban dinh
dang nhanh biéu do.
~ Click vaobiéudo,thanhcong cuChart  sétudongxuathiénhogc bancothébat/
tat thanhcongcu Chart bangcachvaomenuView/ Toolbars/ Chart
Ynghia:
1.Chart Objects: Chonthanhphantrong biéu d¢6dé dinhdang.
2. Format Chart ...: Hiénthihopthoai Formatungvaithanhphandadwgcchon & trén.
3.ChartType:Chon loaibiéu do.
4.Legend: An/ hién chuthich cua biéu db.
5.DataTable:An/hién bangdiliéu.

NgoaicachsirdyngmenuFormat ~ vathanhcongcuChart  dédinhdangchobiéu
do,banco théthay doikichthudeva dichuyén biéudonhulamot dditwonghinhtrong
Excel.

<+ TOM TAT CHUONG 5

Trong chuong nay, mot s6 ndi dung chinh duoc gisi thiéu:
-Céc loai biéu do o

- Cé4c thanh phan cta biéu do

- Céc budc dung biéu do
< CAC BAI TAP HE THONG KIEN THUC

Bai tap. Cho bang du li¢u sau:
Tong hop doanh s6 ban hang cua 3 chi nhanh Cong ty ANZ nam 2012

Chi nhanh Quyl Quy2  Quy3 Quy 4
Chi nhanh Ha 250 300 380 640
Noi

Chi nhanh Ba 350 280 400 560
Nang

Chi nhanh Sai 520 480 350 500
Gon

a) V& d6 thi nhu sau:
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W Chinhdnh Hi N&I
® Chinhénh Db Ning
® Chinhdnh $&i Gon

Quy1l Quy2 Quy3 Quy4

Chinh stra d6 thi theo yéu ciu sau:

Thay d6i kiéu t6 nén cho Series dir liéu

Thém tiéu dé cho d6 thi “Tong hop doanh s6 ban hang cta 3 chi nhanh Cong ty
ANZ nam 2012”.

Hién thi gia tri cho mdi cot.

Xoay chiéu biéu dién cta d6 thi. Goi y: Vao Design/Data/Switch Row/Column
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CHUONG 6. PINH DANG VA IN AN TRONG EXCEL
< GIOI THIEU CHUONG 6
Chuongnayséhuéngdanbanchuanbicaccongviécdéinannhu:thiétlapcac
tuychonchotrangin(PageSetup),xemludtbangtinh(Print Preview)vathuchiénin
(Print).

R/
0’0

MUC TIEU CHUONG 6

Sau khi hoc xong chwong nay, nguoi hoc coé kha nang:

>

Vé kién tharc:

Hiéu biét vé bang tinh Excel

Hiéu vé dinh dang trong bang tinh

Vé ky ning:

Phat trién Ky lam viéc trong van phong

Ky nang lam viéc Véi hinh anh va bang biéu

Ky nang soan thao va bién tap van ban trén bang tinh

Vé néng luc tw chii va trach nhi¢m:

Nang luc Vé Quan 1y thoi gian, trach nhiém Véi cong viéc

Nang luc hoc tdp va lam viéc doc lap

Tu chu trong viéc gidi quyét van dé

PHUONG PHAP GIANG DAY VA HQC TAP CHUONG 6

Poi Véi ngueoi day: sir dung phwong phdp giang giang day tich cuc (dién giang,
vén ddap, day hoc theo vin dé); yéu cau ngwoi hoc thuc hién cdu hdi thao ludgn va
bai tap chwong (ca nhdn hodc nhom).

Doi Véi nguoi hoc: chii déng doc trude gido trinh triéc buéi hoc; hodn thanh day
du cdau hoi thao lugn va bai tdp tinh huéng theo ca nhdan hodac nhom va nép lai
cho nguoi day dung thoi gian quy dinh.

PIEU KIEN THUC HIEN CHUONG 6

Phong hoc chuyén méon héa/nha xwong: Phong hoc thyc hanh

Trang thiét bi mdy méc: May chiéu, may tinh va céc thiét bi day hoc khac

Hoc liéu, dung cu, nguyén vit li¢gu: Chuong trinh mon hoc, giao trinh, tai li¢u
tham khao, gido an, phim anh, va céc tai li€u lién quan.

Cic diéu kién khdc: Khong co

KIEM TRA VA PANH GIA CHUONG 6

Noi dung:
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<

+ Nghién ciru bai trude khi dén 16p
+ Chuan bi ddy di tai liéu hoc tdp.
+ Tham gia day di thoi lwong mén hoc.
+ Nghiém tuc trong qua trinh hoc tap.
- Phwong phap:

K¥ ndng: Ddnh gid tdt cd ndi dung da néu trong muc tiéu ki néing.

v’ Diém kiém tra thuwong xuyén: 1 diém kiém tra (hinh thirc: héi miéng)

v Kiém tra dinh kp Iy thuyét: khong cé

% NOIDUNG

6.1. PINH DANGTRANGIN (PAGESETUP)

LénhFile/PageSetupchophépbandathusngtrang(Orientation),chonkhogiay

Kién thuc: Kiém tra va danh gia tat ca noi dung da néu trong muc tiéu kién thuc

Nang lyc tw chu va trach nhiém: Trong qud trinh hoc tdp, nguoi hoc can:

in

(E’apersize),détdér@ngcﬁacéclé(Margins),taotiéudévéhamuc(Headerand Footer),danh
sotrang(Page number),chon vungditliéu in (PrintArea),

Hop thoaiPageSetupgdm cac 16psau:
- LépPage: dathudngtrang,chon khogiayin,
-Orientation: Chonhudng

. Page Setup @gj
glﬁyln. Page | Margins | HsaderiFootsr | sShest |
. , . , Orientaion Brint. ..
Portrait:hudngin ding. = © Landacaps it
, R Scaling options. ..
Landscape: hudng in = adiusero;  [160 == % normal sizs
 Eikbo: |1 =2 pagels) wide by [t = tan
ngang. “
. Srn Paper size: [ ~1
-Scaling:Chon tylé in. Prir auaticy:  [500 a0 =
. F 4 First page number: [pute
-Papersize:Chon khogiay.
. . , = Cancel |
- Print quality: Chon chat
lwongin. Page Setup ds
. Page Marg\nsl Header/Footer 1 Sheet I
» LopPage: datdorong cua cac Ie Top Heate Bl
\ 0.95 E|: 05 3:
Chon dorongcac lé Top, Bottom, Left, _Pitpeen |
Right, Header vaFooter (donvila inch). N " Ei
Néu mudn datbang tinhnamngaytaitamcia e 3 e 3
trang in (Center on page), danh dau vao
muc  Horizontallydédatbangtinh  vaotrungtam Bt Pt
trangintheo  chieu  ngang, danh  dauwvao |_ =~ *° R
mucVertically dédatbang tinh vao trung tam trang O ol W ety
in theochiéu dung. —

» Lop Header/ Footer:

84




Pat do rongeua cactgo ticudé/ ha my

Chaeng 21: Indn trong Excel

Prink...
Print Presview

ﬂ Options. ..

Custom Footer...

Page ] Margins ~ Header/Fooker l Sheet l
Chon Header:
Header \|Cer|:rng Z1: In &n trong Excel
co san
0 Sa o~ ustom Header. ..
Footer:
|Giéo trinh Tin hoc chlmg chi A, 1
Bo Mon Tin Hoc, Page 1, 10712004
C Prepared by Bo Mon Tin Hoo 10412004, Page 1
khoa Khoa Hoc Confidential, Sheetl, Page 1
Header e
I4 I(
theoymuon

Tao tiéu d&/ hamuc, danh sé trang

Céthéchontiéudé/hamuccosantronghopHeader/
thékhongdingvoimongmudncaaban Détao  tiéu
CustomHeader/
Footer(gibngnhau)chophépbantaotiéudé/hamuc,danhsbtrang,chén

dé/hamucnayco
ycuariéngminh,banhayClickvaonut
Header/

ngay,gio,...

Footer

r]hiéncéctiéu
dé/hamuctheo
CustomFooter.Hopthoai

Footer,tuy

Left section:

To insert a page number, date, time, filsname, o
in the edit box, then choose the appropriate

Al &

Center seckion:

ah e! pagition tpe inserbon poigk
a5 niggne: poiion the mserfon pof

?X]

To format text: select the text, then choose the Font butkon, oK

Cancel

& 2id) 21

Right section:

Gido trinh Tin hoc chirng chi

Trang &[FPage]

A
Tiéu de/ hgmuc Tiéu de/ Tiéu dé/
bén trai hamuc & hamuc bén
gita phat
Tao tiéu d&/ hamuctheoymuébn
Ynghiacacniit

1.binhdangkytu(Font,Size ...).

5.Chen thoigian(Time).

2.Chén sétrang.

6.Chen téntaptin Excel(Workbook).

3.Chén tongsbtrang.

7.Chen ténbangtinh (Sheet).

4.Chénngaythang(Date).
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» LopSheet: chon vangdiliéu in,dattuychonkhi in,thutyin,. ..

Page Setup Ejgl

Page ] IMatgins ] HeaderFooker Sheet l

Print area: |.'3.1 F12 E Prink. ..
Print titles . .
J Prink Presvigw

Rows to repeat ak top: | B

ﬂ Opkions. ..

Colurnns ko repeat at left: | =
Print

Iv Gridines v Row and column headings
[ Black and white Comments: |{N0ne) ﬂ
[ Draft quality
Page order
{* Down, then aver EE EIF B8
" ower, then down B8 HlE =

ok | Cancel |

Chon vungdir li¢u in, dattuychon khi in, tha ty in, .

— Printarea: chophepchonVungduI|eum(neuchonthlch1dul|eutrongVung
méidugc in, nguoc lai(khongchon) thiintatcadirliéutrongSheet).

Chuy:

[ C6 thé chon vungditliéu in nhusau:

+ Chon vungditliéu in.
+ VaomenuFile/ PrintArea/ SetPrintArea.

[1BDé bochon vangdurli¢uin,ban chon IgénhFile/PrintArea/ClearPrintArea.

— Printtitles:Iaplai tieudé hang(row) va cot(column) trén mdi trangin (khibang
tinh conhiéu trang).

+

+

Rowstorepeatattop:laplai tiéudé hangtrén dau mdi trangin.
Columnstorepeatatleft:laplai ticudé cotbén traimdi trangin.

— Print: dat motsé tuychon khiin.

+

+ + +

+

Gridlines: chonincacduongludi(lacacduongchiamabanthuongthytrén man
hinh.Cac duongnay xac dinh caco trongbang tinh. Thong thuongcac
duongludinaykhongduoc ra).

Blackandwhite:chon ché dointringden.

Draftquality:chon ché doin nhap(chatluongkém nhungin nhanh hon).
Rowandcolumnheading:chon in chiséhang (1,2,3,...)va tén cot (A,B,C....).
Comments:chon in/khéngin phan cha thich.

— Pageorder:chon thitwin khibangtinh conhiéu trang.

+

Down, thenover:intheochiéutirtrénxudngdudihétcactrang,saudomai — in
phan dubén phai.
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6.2. XEM TRUOC KET QUAIN(PRINTPREVIEW)

Chtic néngPrintPreviewdungdé xemtrugekétqua in trén man hinh,nhiam kiém
travahiéuchinhtrudckhiindétranhcacsaisot. TrongmanhinhPrintPreview,banco the
thuc hién:

Phongto,thu nho(Zoom)tylé hiénthi trangin.
biéu chinh cac 1€ cua trangin (Left,Right, Top,Bottom,Header,Footer).

biéu chinh d6rong cua cac cot.
Dé chuyén sangché doPrintPreview,banthuchién theométtrongcaccach sau:
- Chon menu File/ PrintPreview

- ClickvaonutPrintPreview @trénthan hcongcu chuan.
Chon ngtlénh

E1 kliciasofi Excel - B

TILE
T

S00%
A50%
N

EAQCAD BAY HAMG
THLACTAR

[Tt
o

That [ Cropénchs

HEEEBEEREEEREEBEREBEEE!

\

et-quam-trén-man-hi
énhtrénthanhcongcutrong
Preview: Page 102 ] - Next: Trolai trang ngayphia trudc. B R LiH

2. Previous:Dén trangké tiép.

L
1

3. Zoom:Phongto/thunhéman hinh.

4. Print: M& hopthoaiPrintdé thuc hién in.
5. Setup:Mohop thoaiPageSetupdédinh cac thangséin.
6. Margins:Diéu chinh cac Ié.
7. PageBreakPreview:Khidugcchonséquayvébangtinhvachuyénquaché
domanhinhPageBreakPreview.Gchédonayséconhitngduong kétwong
trungchovitringattrangkémtheonhitngdangchirmoPagel, Page2, Page3,...décho
biétvungdang xemla dtrang nao.Déquay véchédo binh thudng,ban chon l1énhView/
Normal.
8. Close:bong man hinhPrintPreviewlai.
9. Help:moétrogiupcua Excel.
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6.3THUC HIENIN(PRINT):

Sau khihoan tatphan noidung,dé thuc hién introngExcel,ban thyc hién theocac
budc sau:

- DPitcac thongsdchocac trangin (PageSetup).

« Chon vungditliéu can in(PrintArea).

« Xem truéc khiin (PrintPreview)dé diéu chinh néu can thiét.

« Thuchiénin:chonmenuFile/ Print;hoactohopphimCtrl+ P;hodcchonnat lénh
Print @trén thanh Standard.Hop thoaiPrintnhusau:
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Printrange:chonvungin.

+ All:chon in tatca cactrang.

+ Page(s): choninliéntuctir trang bat dau

Printwhat: phan dugcin.

+ Selection:inkhdidugc chon.

+ Entire workbook: intitca

cacSheettrongWorkbook.

Printer:chonmayinsirdung tronghopName.

Print

2=
=] Properties...
Fromy: €6 dén trangcudi(To).

Commen t: [~ Print ko Fils

Printer

Hame: [c58 \iserz00sAHP Laserdet 1100 (ms)

Print rangs
o oal
e page(s) From: |1

Copies

z =

jil ﬂ v Collate

Mumber of copies:
1 2 =
Print what

" Selection " Entire workbook.

& Active shestis)

+ Active(s) sheet: in Sheet hién hanh.

Copies:sdbanva thutuin.

+ Numberofcopy:chon sébanin.

+ Collate:kiémtra thutyin.

Thuchién in

Vidu:Gia strintrang,2 va soban inla 3. Thatwin nhusau:

Collate:trangl,trang2,trangl,trang2,trangl,trang?2.
Collate:trangl,trangl,trangl,trang2,trang2,trang?2.

% TOM TAT CHUONG 6

Trong chuong nay, mot s6 noi dung chinh dugc gisi thigu:

- Dinh dang trang in
- Xem trudc két qua in
- Thuc hién in

< CAC BAI TAP HE THONG KIEN THUC

Bai tp. Cho bang du li¢u sau:

Téng hop doanh sb ban hang ctia 3 chi nhanh Cong ty ANZ nam 2012

Chi nhanh

Chi nhanh Ha Noi
Chi nhanh Da
Nang

Chi nhanh Sai
Gon

a) V& db thi nhu sau:

Quyl
250

350

520
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Quy2  Quy3  Quy4
300 380 640
280 400 560
480 350 500
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8

o

Quyl Quy2 Quy3 Quy4

® Chinhdnh Hb NI
® Chinhanh Db Ning
® Chinhdnh $&i Gon

b) Xem trude trang in

) Thyc hién in bang tinh da hoan thién
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