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Chia sé tap tin Excel

Giao dién lam viéc cua Excel
Céu trac cda tap tin Excel

Quan ly méi trirong bang tinh

Excel la mét phan mém bang tinh (spreadsheet) hé tro ngwdi dung thwe hién td chire
lwu trir div liéu, dac biét 1a trong céng viéc phan tich div liéu va tinh toan, théng ké. So
v&i cac phién ban truéc, Excel 2013 ¢6 nhiéu tinh ndng mai, giip ngudi dung co thé
thao tac nhanh hon va hiéu qua hon.

.1. Cac thao tac co ban

[.1.1. Khéidong Excel

Trong méi tredng Windows 8 c6 thé khéi ddong Excel bang mét trong cac cach sau:

— Nhéan t6 hop phim Windows + S, nhap Excel va nhan Enter
— Double click vao Shortcut ctia Excel trén Desktop
— Nhén Windows +R dé khé&i dong ctra s6 Run, nhap excel, OK

Excel

Recent

TKB Ky nang mem
G » Users » Xuan Hier

ﬁ Open Other Workbooks

Search for online templates O

Suggested searches:  Business

Small Business

? - 0 %

Sign in to get the most out of Office

Learn more
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I.1.2. Thoat khéi Excel
C6 thé thyc hién mét trong cac cach sau day dé thoat khoi Excel:

— Nhén t6 hop phim Alt +F4
— Click nut close trén thanh tiéu
dé cda clra sb lam viéc
— Chon tab File, click Close Dop't Save Cancel
Néu tap tin chwa lwu thi khi déng tap
tin, chwong trinh sé& xuat hién hop thoai cho phép nguwdi dung chon mét trong cac
trwong hop sau:

Want to save your changes to "Book2'7

— Save: lwu tap tin trwdc khi thoat khoi excel
— Don’t Save: Thoat khdi Excel va khoéng lwu
— Cancel: B6 qua Iénh thoat

1.1.3. Tao méi tap tin Excel

Khi khéi ddng Excel, tai man hinh kh&i déng nguoi dung cé thé tao méi mét tap tin
excel méi voi cac lwa chon sau:

— Tao tap tin theo m4u: chon mét trong cac mau dwoc thiét ké sdn (template).
M&u (template) 1a mét bang tinh da thiét ké sén, cé thé dung dé tao nhanh mot
tap tin excel m&i. Cac mau thworng chira mét sbé dinh dang tly chon va céng
thirc dinh nghia sn, vi vay cac bang tinh nay cé thé tiét kiém dwoc cong src va
th&i gian khi bat dau dy an mai.

— Tao tdp tin méi réng: chon Blank workbook.

Tai clra s6 lam viéc, dé tao tap tin maoi:

— Chon tab File va chon New
— Chon loai tap tin mé&i theo mau Blank Workbook ho&c cac mau dwoc thiét ké
san (template).

Néu khong c6 template nao phu hop, nguwdi ding cé thé tim template t cac
loai (category) khac hay dung search bar dé tim mau theo y muén.
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[.1.4.

Dé mé tap tin Excel c6 s8n, ngwdi dung co thé thue hién

Recent

dehtixlsx

Desktop » CCB FEATURED ~ PERSONAL
BT On tap H KTp.1.xlsx A B

SalesReportxlsx
Desktop

Book11.xlsx
Desktop

Book1.xlsx
Desktop

HamPMTadsx

Mé tap tin Excel

mot trong cac cach sau:

[.1.5.

Tai man hinh khéi dong:

o Recent: M& cac tap tin dwoc truy cap gan
nhat bang cach chon trong danh séach.

o Open other Workbooks: mé& mot tap tin
tai mét vi tri khac, va chon vi tri chira tap

tin can mé.
Tai clra s6 lam viéc:

Blank workbook

? - 0O X

Sign in to get the most out of Office

Learn more

A B

i | Your Company Name
2| Se=Aames

T Amr=z

i| oo oroe

§ | Satement

Billing Statement

Open
@ Recent Workbooks

OneDrive
Eltl Computer

+ Add a Place

o Chon File & Open, xuat hién menu cta |énh Open
o Chon vi tri chiva tap tin can mé
= Recent Workbooks: mé& cac tap tin dwoc truy cap trong théi gian

gan nhat

= OneDrive: mé& tap tin dwoc lwu triy trén dich vu lwu tri trwe tuyén

= Computer: mé tap tin dwoc Iwu trén may tinh.
» Add a Place: mé& tap tin tai vi tri khdng c6 trong danh sach.

Lwu tap tin Excel

Excel 2013 cho phép Iwu tap tin vé&i nhiéu tiy chon khac nhau: lwu cuc b trén may tinh
cé nhan hay lwu trén cac dich vu lwu trir trec tuyén hodc chia sé tap tin cho cac ngudi
dung khéc trwce tiép tor Excel.

Chon |Iénh Save tir Quick Access hoac tur tab File

— Né&u luwu file 1an dau, thanh Save As sé xuét hién trong Backstage view, cho
phép chon vi tri lwu file. C6 thé chon mét trong hai thy chon:

o Computer: dé lwu tap tin trén may tinh
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o OneDrive: dé Iwu tap tin trén dich vu lwu trir trc tuyén

Khi file dwoc lwu trén OneDrive, ngwdi ding cé thé truy xuét file tai vi tri bat ky va dé
dang chia sé v&i nhiéu nguei. Néu chwa dang ky sir dung OneDrive ctia Microsoft, thi
click nat Sign In dé dang ky.

— Néu tap tin da dwoc lwu, ngwdi dung mudn lwu lai nhivng thay déi trong ndi dung
cUa tap tin v&i cung tén va vi tri ci thi click nat Save hoac nhan Ctrl +S

— Né&u tap tin da lwu, nhwng ngwdi dung mudn lwu lai véi tén méi hodc tai vi tri
mai thi chon File = Save As

— Trong clra sb Save As, chon vj tri m&i hoac nhap tén maéi va click nat Save

Chirc nang AutoSave

Excel tw déng Iwu lai tap tin vao folder tam khi Document Recovery
nguwoi dung dang lam viéc v&i bang tinh Excel. Word has recovered the following files.
Néu chwa Iwu lai cac thay dbi ma Excel bi 16i phai | - e enesyouwishto keep.

khéi dong lai, thi c6 thé khoi phuc lai file bang chirc | Available Files

nang AutoRecover. B sample [Criginal]
“Wersion created last time

Mac dinh, Excel ty dong lwu tap tin sau méi 10

phat. V&i nhixng chinh sira chwa da 10 phut, Excel L
sé khdng tao phién ban autosaved (ban lwu tw [= Open
déng) H _’§a'-.fe As,
75 Delete
Cach str dung chirc nang AutoSave -Shl:lwﬂepairs

— Chon File=>Options

— Chon trang Save, danh d4u chon vao muc
Save AutoRecover Information every 10
minutes, Keep the last autoSaved
version if | close without saving

Chure nang tw dong khéi phuc bang tinh
@ winich file do | wart to save?

— Khi kh&i déng Excel, néu c6 phién ban
autosaved do lan s dung truéc do bi 16i,

thanh Document Recovery sé& xuét hién

— Trong hép Available Files la danh sach céac tap tin can khdi phuc, chon tap tin
va chon mét trong cac tuy chon Open, Save As hay Delete.

1.1.6. Xuat bang tinh thanh cac dang file khac

Mac dinh, tap tin excel dwoc lwu thanh tap tin ¢ phan mé rdng 1a .xIsx. Tuy nhién,
Excel 2013 cho phép ngudi dung co thé xuét tap tin excel thanh cac tap tin loai khac
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nhw PDF hoac Excel 97-2003. Cach thwc hién

Dung lénh Export

Chon tab File & Export,

chon mét trong cac tuy

chon:

o Create PDF/XPS: xuét
ra tap tin dang PDF

o Change File Type néu
mudn xuét ra cac dang
file khac

Trong hop thoai Save As,

chon vi tri lwu tap tin, nhap tén tap tin trong

muc file name va click Publish

|

==

Dung lénh Save As

Chon tab File - Save As

Trong hop thoai Save As

o Save as type: chon loai tap tin can lwu.
o Chon vi tri lwu va dat tén cho tap tin.

Mac dinh, Excel chi xuat worksheet hién hanh.
Néu muén Iwu tat ca worksheet thanh file PDF,
click nat Options trong hdp thoai Save as, chon
muc Entire workbook.

I.2. Chia sé tap tin Excel

Book! - Excel

Export

Create PDF/XPS Document

E/!- Change File Type

Create a PDF/XPS
Document

Preserves layout, formatting,
fonts, and images

Content can't be easily changed
Free viewers are available on the
web

=
Create
PDF/XPS

Optimize for: (@) Standard (publishing
online and printing)

() Minimum size

(publishing online)

Options...

e

Tools

Options

——

O

O

Pajje range

Al

(Meagefs) From: [q <] To: [4 -

Include non-printing information

PDF options

Active sheet(s)
Ignore print areas

Document properties
Document structure tags for accessibility

150 19005-1 compliant [FDF/A)

OK%

Cancel

Excel 2013 hé tro’ viéc chia sé va cdng tac cac tap tin Excel thdng qua dich vu lwu tri

dam may OneDrive.

Chon tab File >Share

— Thanh Share xuét hién v&i 4 tuy chon chia sé
o Invite People: mac dinh, cho phép m&i nhitng ngudi ma ban mudn ho xem

va chinh stra tap tin Excel

workbook v&i moi nguo.

Get a Sharing Link: cho phép mét lién két (link) va dung link dé chia sé

Post to Social networks: c6 thé day link workbook ctia ban dén b4t ky mang

x& hoi ndo da két ndi véi tai khodn Microsoft ciia ban nhw Facebook hay

LinkedIn.
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o Email: c6 thé chia sé& workbook théng qua viéc st dung thw tin Microsoft
Outlook.

1.3. Giao dién lam viéc cua Excel

Ribbon menu Ribbon
H = Book1 - Microsoft Excel ?T BH - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW LOAD TEST TEAMI Sign in

-y . e = . iti ing - cert - - Ay

D &% Calibri dn e s == e = General %Condltlonal Formatting %“In_ert > z

P By - 2. 05 9 GFormat as Table~ i Delete ~ m - -

aste - B . - - E == &= - L

- v B I U - O A SE===E= S0 2% 7 Cell Styles ~ ] Format~ & ~
Clipbogrd o Font 71 Alignment e llumber Shyles Lalls Editing L3

L 1 Name box

2 Formula bar

3

4 Active cell Viing 12 .

5 ung lam viéc

6

7

g

g

3 Shect tab Status| bar =

[.3.1. Ribbon

Ribbon Menu: bén dwéi thanh tiéu dé cta clra sd Excel, chiva cac tab File,
Home, Insert, Page Layout ... M&i tab c6 mét ribbon twong &ng. Riéng tab File
khéng co ribbon nhuw cac tab khac, thay vao dé la man hinh Backstage view
— Ribbon: 1a thanh ngang nam ngay dwéi Ribbon menu. Méi ribbon chira nhiéu
nhom lénh khac nhau. Vi du tab Home cé cac nhém la Clipboard, Font,
Alignment, Number, Styles, Cells va Editing. Nhom Clipboard co cac |énh Paste,
Copy, Cut...
o Sw khac biét gitra ribbon va backstage view la ribbon chira cac |énh lam
viéc bén trong mét bang tinh con backstage view chira cac Iénh lién quan
dén ca bang tinh nhw tao mai, lwu triv, ...

An thanh Ribbon ?— x

’T Auto-hide Ribbon
DPé cé nhiéu khdng gian hon cho man hinh lam viéc Clde the bbon. Click ot thetop

of the application to show it.

bén dwai, cé thé thu nhé Ribbon bang mét trong cac = Show Tabs
; Show Ribbon tabs only. Click a
cach sau:

tab to show the commands.

— Show Tabs and Commands

Show Ribben tabs and
commands all the time.
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o Click nut Collapse the Ribbon ( ) nam & goc phai duéi ctia Ribbon (hodc
dung té hop phim Ctrl+F1)
o Click phai trén Ribbon, chon Collapse the Ribbon

o Click nat Ribbon Display options va chon Auto — hide Ribbon.
— Khoi phuc lai Ribbon
C6 thé dung 1 trong cac cach sau:
o Click mét trong cac tab dé hién thj Ribbon, click nit Pin the Ribbon I
goc phai duéi ctia Ribbon (ho&c nhan té hop phim Ctrl+F1)
o Click phai vao tab va bé chon Iénh Collapse the Ribbon

= va chon Show Tabs and

o Click nut Ribbon Display options
Commands
— Tly bién céc tab va cac nhom Iénh trén ribbon
o Chon tab File, chon Iénh Options
o Trong hop thoai Options, chon Iénh Customize Ribbon, chon céac tab can

thém, hodc loai bo.
.3.2. Name box va Formula bar

— Name box: hién thj dia chi ctia 6 hién hanh (active cell).

— Formula bar (thanh céng thirc): dung dé nhap, chinh stra di¥ liéu, cong thirc
hay ham cta 6 hién hanh. D liéu dang nhap dwoc xuét hién vira trong thanh
cong thire vira trong 6 hién hanh.

A2 v 2

1.3.3. Quick Access Toolbar (Thanh cdng cu truy xuat nhanh)

Thanh céng cu truy cap nhanh: mac dinh chiva cac

lénh Save (51), Undo () , Repeat (U). Nguoi dung H
c6 thé thém céac 1énh khéac tuy y bang céch click vao

41

nut Ebén phai, cho More command va chon Iénh thém vao Quick Access.
[.3.4. Vung lam viéc

Vung lam viéc chinh 1a mét bang tinh (worksheet): gébm céac 6 (cell) dwoc tao béi
hang (row) va cét (column)

[.3.5. Status bar (thanh trang thai)
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Nam bén dwéi ctia man hinh, hién thi trang thai cGa tré hién hanh. Bén phai chira
cac nat hién thi cac kiéu xem ctra sb excel va thanh zoom cho phép phong to hoac
thu nhé bang tinh

o Normal view: cach xem mac
dinh, hién thi 1 phan

worksheet N I
o Page Layout view: hién thi L 7
worksheet theo tirng trang in G mo-— 4

o Page Break view: hién thi ddu ngét trang trong worksheet.

[.3.6. Sheet tab Cuén qua lai gitka Thém Sheet méi
cac Sheet hodc nhan Shift + F11
— Chora tén cac Worksheet, 13
nguoi dung co thé them, xoa, || ¢ ¢
hoac doi tén Worksheet, cudn | (™77 | sheett | sheez | sheets
qua lai gitra cac sheet.

I.4. Cau truc cha tép tin Excel

Mot tap tin Excel goila | m g &- «- . _
A A oian | o BEEEEERRuon  somanss W5 -
moét Workbook, tén tap prryt Bia chi 6 xuat hien
“ N ? ‘l LS trong hop Name
L9 =]

tin co phAn m& réng la | . .

] F s -

xIsx. M6t Workbook co ; A B c D
nhiéu Worksheet. : ; l

&

7 3
Worksheet la mét trang | ¢l IIH— 4

. , 2 , S-ﬁz
bang tinh bao gom cac aI
7

dong (row), cot
(column) va 6 (cell)
— Cot: dwgc dat tén theo ky tw trong bang chir cai A,B,C... Z, sau d6 AA, AB,.. AZ,
BA, BB . Mét bang tinh gdm 24 = 16.384 cét.
— Dong: dwoc danh sb thi tw 1,2,3.. M6t bang tinh gém 22° =1.048.576 dong.
— O: la giao ctia mét dong va mot cot. Mbi 6 cd dia chi xac dinh, dia chi cia 6 dwoc
xac dinh bang <Tén cét><chi sé dong>, tén cla 6 hién hanh hién thj trén Name
Box.

1.5. Quan ly méi trwwéng bang tinh
1.5.1. Di chuyén bén trong trang bang tinh

C6 thé di chuyén tré dén cac vi tri trong bang tinh bang mét trong cac cach sau:
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— Dung céac phim hay té hop phim:

Di chuyén lén/xudng, sang trai/phai mét 6: dung phim miii tén

o]
o Page Up/Page Down: chuyén I&n xuéng mét man hinh.
o Alt + Page Up / Alt + Page Down: chuyén sang trai hay sang phai mét
man hinh.
o Ctrl+ phim miii tén: chuyén dén dong cudi hoac cot cudi cling ctia bang
tinh.
o Nhan gitr phim End + phim miii tén: chuyén dén 6 khong tréng ké tiép
o Ctrl+End: chuyén dén 6 cudi cing trong bang di¥ liéu, hodc nhan phim
End, sau d6 nhan phim mi tén () vé cot cudi, phim mi tén ( $)v‘é dong
cudi GoTo E
o Ctrl+Home: chuyén dén 6 A1 coto
— Dung chire nang Go to hoac Go to Special...
Chwrc nang Go to cho phép di chuyén tré dén moét vi
tri xac dinh
o Chon tab Home, trong nhém Iénh Editing, | ™"
click Find & Select va chon Go To hodc nhan ||| sea. Cance
phim F5. Go To Special ?
o Trong hép thoai Go To
= Reference: nhap dia chi 6, vung, o pomsiteences
hoac tén viing > OK. S g
Chtrc ndng Go To Special: di chuyén dén vi tri c6 7 Logias R
thudc tinh xac dinh R
o Chon tab Home, trong nhom 16nh Editing, | Ccrmtme  Comstor
click Find & Select va chon Go To special. o O same
o Trong hop thoai Go To Special, chon cac Conce

thudc tinh ctia nhirng 6 hoac vung di liéu
can chuyén dén.
= Comments: chuyén dén 6 c6 comment
= Constants: chuyén dén 6 chra néi dung
= Formulas: chuyén dén & chra cong thirc, ...

1.5.2. Tuy bién méi trwéng Excel

Nguwoi dung c6 thé tiy bién cac tinh nang va céc thiét 1ap trong méi triedng Excel bang
cach chon tab File = Options

Hop thoai Options bao gébm nhiéu trang, méi trang cho phép cai dat tir cac chirc néng
chung dén céc chirc ndng dac biét nhw tinh toan, bao mat, ...
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— General: thiét lap cac thudc tinh cta giao dién ngwdi dung, thiét 1ap font mac

dinh. Excel Options g
— Formulas: thlét |ép cac Genesl E‘:‘ General options for working with Excel. =
Formulas
th U6C tl’nh Ilén quan Proofing User Interface options
dé’n Cong thl:PC tI,nh Save Show Mini Toolbar on selection [
.z x. . Language Show Quick Analysis options on selection
toan va kiém tra I6i cua ||| s Enable Live Preview

ScreenTip style: | Show feature descriptions in ScreenTips v

CAc quy tac trong excel. ||| cuomizeriteen

Quick Access Toolbar When creating new workbooks

- PrOOfI n g ' thlét |ép Add-Ins Use this as the default font: | Tahoma Y]
chirc nang sra 16i ty ||| o cone Font size 2|
Default view for new sheets:  Normal View ]
dong Include this many sheets: 1 o
— Save th'ét |ép du}(‘)’ng Personalize your copy of Microsoft Office

dén |u’u tép tln méC User name: Win 8 64Bit VST

[[] Atways use these values regardless of sign in to Office.

dinh, ch&*c nang tw Office Theme: [White | v

dong lwu tap tin. tmentens - .
- Language: thiét lap Concel

ngon ngir.

— Advanced: thiét Iap nhiéu tinh ndng lién quan dén viéc chinh stra di¥ liéu va cac
thao tac trén bang tinh Excel.

1.5.3. Thiét 1ap céac thuédc tinh cda tap tin Excel

Trwéc khi phan phéi tap tin Excel, ngudi ding cé thé thiét 1ap cac thudc tinh cho tap tin
sao cho tap tin dé dang nhan dién dwoc trong bat ky hop thoai duyét file nao nhu File
Explorer, Open... Thudc tinh théng dung nhét 1a keywords va duwoc goi la tags trong
ctra s6 duyét file.

Dé thiét 1ap thudc tinh cho tap tin, nguei dung phai hién thi thanh Document Properties,
bang cach:

— Chon tab File, chon trang Info

— Click mi tén bén phai nut Properties, chon Show Document Panel.
— Thanh Document Properties xuat hién bén dwdi ribbon

— Nhap gia tri cia cac thudc tinh trong cac 6 twong rng.

ﬁ Document Properties + Location: Mot saved % Required field
Author: Title: Subject: Keywords:

Win 8 e4Bit W57

Category: Status:

Comments:
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Cach hién thi thudc tinh cua tap Excel trong file Explorer

— Hién thj ctra sb file Explorer kiéu Details, néu cét Tags chwa hién thi, click phai
tai bat ky tiéu dé cot nao,va chon lénh Tags trong thwc don vira xuét hién

I.5.4. Tao header va footer

Header la phan tiéu dé xuat hién trong phan Ié trén cua trang (top margin) va footer la
phan tiéu dé xuéat hién trong phan & dwdi (bottom margin) cla trang. Néi dung cla
Headr va Footer thworng bao gom théng tin vé sb trang, ngay thang, ...
C6 thé tao Header va Footer bang mét trong cac cach sau:
— Cach 1: Chon tab Insert, trong nhdm Iénh Text, click nut Header & Footer, man
hinh chuyén sang dang Layout View, déng thdi xudt hién tab ngr canh
Header&Footer Tools

=] B BookT - Excel HEADER&FOOTER.. ? BH - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER. DESIGN Signin
D D [£) Page Number © Current Time [ Sheet Name m Different First Page +| Scale with Document
Header Foot I—|.—|3Numberoﬂ:'age: = File Path ’__‘gpwcture Got
eader Footer oto i - - Al i ins
i - - CurrentDate A% File Name Fonter Different Odd & Even Pages ¥ Align with Page Margins
Header & Footer Header & Footer Elements Mavigation Options -
C D E F
Header
0] —
A - PN X . e 7 .~ >
o Nhap ndi dung trong phan Header, gom 3 vj tri: Trai, gitra, phai.
- - ~ ac
o Click nat Go to Footer, nhap néi dung cho Footer.

o Tr& vé man hinh soan thdo: Chon tab View = Normal.
— Céch 2: Click miii tén & géc dwdi phai cia nhém Iénh Page Setup trong tab Page
Layout.
o Trong hép thoai Page Setup, chon Tab Header/Footer
o Click nat Custom Header dé
nhap néi dung cho phan Header,
gdm 3 vij tri: tréi, gitra va phai.
Nhap xong click OK
o Click nit Custom Footer dé
nhap ndi dung cho phan Footer,

Page Margins

Header:
[none) w
Custom Header... Custom Footer..

Footer:

twong tw nhw phan Header.

Trong Excel, ndi dung cua Header va
Footer chi hién thj trong ché dé trang in, do
do dé xem ndi dung ctia Header va Footer
phai chuyén man hinh sang cac kiéu xem:

[none)

|:| Different odd and even pages
D Different first page
Scale with document
Align with page margins
Frint...

Print Preview

Options...

Cancel
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— Layout view

— Print Preview

1.5.5. Chtrc nang Freeze Panes

Khi mét bang tinh cé di¥ liéu dai hon mét trang man hinh thi mét phan div liéu sé bj che
khuét, néu cudn bang tinh d& xem phan bj khuét thi ngudi dung sé khong biét tiéu dé
clia cac cot dir liéu. Chirc ndng Freeze Panes giup ngudi dung cé thé c¢b dinh dong
tiéu d& hoac cot tiéu dé dé c6 thé dé theo ddi y nghia ctia dir liéu khi cudn bang tinh.

— Chon dong bén dwéi cia dong muébn cb 52 [EEC =
dinh hoac chon cét bén phai cia cot T Hide .

, , Freeze Switch

muon co dinh. Panes~ Window

Freeze Panes

— Click nat menu cta nut Freeze Panes gl Keep rows and columns visible while the rest of

trong nhém 1énh Windows cua tab View

the worksheet scrolls (based on current selection).

Freeze Top Row

— Chon Freeze Panes I;| Keep the top row visible while scrolling through

the rest of the worksheet.

— Néu c¢b dinh dong dau va cot dau trong B Freeze First Column

Keep the first column visible while scrolling

béng tinh thi ChQn Freeze Top Row va through the rest of the worksheet.
Freeze First Column.

Bd chirc nang freeze Panes: Click menu clia nut Freeze Panes, chon Unfreeze

Panes.

1.6. In tap tin Excel

1.6.1. Trinh bay trang in

TI’U’C')’C khl in hOéC XUét Sang dang tép tln PDF’ INSERT PAGE LAYOUT FORMULAS DATA REVI
ngwoi dung can hiéu chinh cac thong sb vé 1é Yy =
IO FI0 oAl e cactongsovele | i 7Y 0 [ & B
trang, kich thuwdc trang, huwdng giay in ...bang | margins Orientation  Size  Print Background Print
N L, L, - - - Area~ Titles
mot trong cac cach sau: Page Setup 5

— Dung cac Iénh trong nhédm |énh Page Setup.
— Chon tab Page Layout - click mii tén géc dwéi bén phai cia nhém Iénh Page
setup-> xuat hién hop thoai Page Setup.

— Thwec hién céc thiét lap:
o Tab Page: thiét lap hwdng gidy in.

Portrait: gidy dirng
Landscape: gidy ngang
Scaling: ti 1é co dan

Paper size: c& gidy

Print quality: chat lwong in.
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= Print Preview: xem trw&c khi in.

o Tab Margins: thiét 1ap 1& trang

= Left, right, top, bottom: thiét
lap 1& trai, phai, trén, dudi
cla trang.

= Header, Footer: thiét |ap
phan 1& cho header va
Footer

o Tab Hader/Footer: tao tiéu dé
dau va cudi trang bang tinh.
= Custom Header: nhap ndi

dung cua Header.
= Custom Footer. nhap ndi
dung cua Footer.
o Tab Sheet: thiét lap thudc tinh
lién quan dén in 4n mét bang
tinh (Worksheet).
= Print area: thiét lap vang in.
= Print titles: thiét 1ap viing cda
tiéu dé ctia bang tinh can 1ap
lai & cac trang.

= Rows to repeat at top: dong
l&p lai & ddu méi trang in

= Columns to repeat at left:
cét mudn 18p lai bén trai cda
méi trang in.

= Print: thiét |ap céac tly chon
cho viéc in bang tinh.

2
Page Setup b
Margins Header/Footer Sheet
Orientation
(®) Portrait () Landscape
Sealing
@) Adjustto: 100 |3 % normal size
() Fit to: 1 +| page(s) wide by |1 & tall
Paper size: Letter v
Print guality: | 300 dpi w
First page number: | Auto
Print... Print Preview Options...
’
Page Setup £
Page Margins | Header/Footer Sheet
Print area: i
Print titles
Rows to repeat at top: i
Columns to repeat at left: 55
Print
[[] Gridlines Comments: [(Mone) ]
[[] Black and white
Cell grrors as: | displayed v
[] Draft quality
[[] Row and column headings
Page order
(®) Down, then over
() Over, then down
Print... Print Preview Options...

= Page order: xac dinh th tw trang in.
o Chén dau ngat trang: Khi c6 nhu cau qua trang méi khi chwa hét trang,

ngudi diing cé thé ngat trang bang cach: | e [awmor | rowuss o s
» > P X & YTy (= <1 [&
= Pat tro tai vi tri mudn ngat trang M@ _PD_ [N [‘E“ i E@’ il
argins Orientation  Size  Print |Breaks Background Print
. , , A - - Area~| = Titles |
= Click nut Breaks trong nhom |énh Page rrgeseun] st Pagebiek

setup, Chon Insert Page Break

o B6 dau ngat trang
= D4t trd tai vi tri ngat trang

= Click nat Breaks trong nhém |énh Page setup

= Chon Remove Page Break

‘x - £ ” Remove Page Break
Reset All Page Breaks

Microsoft Excel 2013
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1.6.2. CAc kiéu xem bang tinh

- Page Layout: xem téng quan bd cuc trang in, bao gdm header, footer, |& trang.
C6 thé chon mét trong hai cach sau dé chuyén sang kiéu Page Layout:

o Click nut Page Layout trén [Trage Layout] o
thanh status bar B Ely™M -——F——+ 1o

o Chon tab View - Page Layout.
- Page Break preview: hién thi d4u ngat trang, dé chuyén sang ché do soan thao,
click nut Normal trén thanh status bar hoac chon tab View = Normal
— Print Preview: Xem trang truéc khi in béng cach chon tab File=> Print

1.6.3. Thiét |ap vung in

Nguwoi ding cé thé in mét phan hay toan bd trang bang tinh, mét trang hay tat ca trang
dir liéu cing mét lan. Mac dinh, Excel chi in trang bang tinh hién

hanh. D& thiét 1ap vung in tly y, ngwdi ding cé thé thwe hién nhw [E
sau: Eﬂl
) Print Backgroun
Area~

— Chonvung can in
. , . , . . E.‘%, Set Print Area
— Click nut Print area trong nhdm Iénh Page Setup cua tab

. Clear Print Area
Page Layout, chon Set Print area.

— C6 thé bd sung thém vung in bang céch:

o Chon viing in can bd sung

o Click nat Print area, chon Add to Print area.

o Néu cac ving in nam lién ké nhau thi né sé tré thanh mét phan cda ving
in ban dau, néu khong lién ké thi cac vang in sé dwoc in trén cac trang
khac nhau.

- Xbéavung in da thiét 1ap
o Chonvungin
o Click nat Print area trong nhém Iénh Page Setup, chon Clear print area.

1.6.4. Thay déi ty 1& in

Néu ap dung céc cach dinh dang trang in nhwng van khéng thé sap xép néi dung can
in vira v&i ¢& gidy da chon, thi cé thé chi dinh lai ty 1& in (scale). Tuy chon nay chi co
tac dung khi in ra gidy nhwng khéng lam anh huédng dén bang tinh.

p
— Chon tab Page Layout, click nat trong nhém Page Setup mé hép thoai Page

Setup. Trong ving Scaling, c6 2 cach dé diéu chinh ty 1& in:
o Chon Adjust to va thay dbi phan tram kich ¢& in so véi kich c& gbc
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o Chon Fit to, chi dinh sé
trang theo chiéu ngang
va chiéu doc can in.

1.6.5.

In tap tin Excel

Scal

ing
) Adjust to:

() Fit to

100
1

= % normal size

+ page(s) wide by

1

“
+ tall

Sau khi da thiét 1ap 1& trang, c& gidy in, chén Header, Footer, va xem trang in & ché do
Print Preview, ngu¢i dung thwce hién in theo cac buédc sau

— Chon tab File chuyén sang Backstage, chon Print.

— Xuét hién hop thoai Print.

— Trong hép Print range, ngwdi dung co thé chon 1 trong 3 tly chon sau:

o

o O O

D
Account

T options

— Pages: chidinh trang in, kich thwéc trang in.

Printer: chon may in, thwéng sé thiét 1ap mét may in mac dinh.
Print Active Sheets: chi in cac sheet hoat dong (active sheets)
Print Entire Workbook: in ca workbook.
Print Selection: chi in vung dwoc chon.

Print

Print

Printer
; Send To OneNote 2013

Ready

Printer Properties

Settings

Print Active Sheets

Only print the active sheets
- to =

Collated

123 123 1,23

Landscape Orientation -
M
827" % 11.69"

Last Custom Margins Setting
Left: 0" Right: 0"

No Scaling

S EE =T e

Print sheets at their actual size

Page Setup

HeaderFooter - Microsoft Excel

- o x
Signiin

1

of2 ¥

— Orientation: Chon hwéng gidy in.

— Co gian ndi dung can in

Néu néi dung can in khéng nam tron trong mét trang in, ngudi ding co thé dung

céc tuy chon Page Margins hoac Scale bang cach chon mét trong cac tiy chon

tlr menu cua 6 Scaling

Microsoft Excel 2013
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o Fit Sheet on One Page: thu nhé ving can in 0] Letter
vao trong cung mét trang 85" x11"

o Fit All Columns on One Page: thu hep vung [ Normal Margins -
. z > s n \ \ , s Left: 0.7"  Right: 0.7"
in sao cho tat ca cac cét cua bang tinh nam . FShesanOnepage :
vira dé r()ng trang in T Shrink the printout so that it ...

o Fit All Rows on One Page: thu hep vung in | [z NeScling , ,
< . ; . . . B N i Print sheets at their actual size
sao cho tat ca cac hang cua bang tinh nam
vira chiéu cao trang in y, | BtshectonOnehage
' '3‘|_Tbl" Shrink the printout so th ahfits

on one page

Fit All Columns on One Page
ﬁ Shrink the printout so that it is
one page wide

Fit All Rows on One Page
CHE  Shrink the printout so that it is
one page high

3 &

Custom Scaling Options...
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|.7. Baitap chwong 1

Bai 1: M& tap tin BtChuong1\PopulationData, thyc hién cac yéu cau sau:

1.

Dung té hop phim tat dé di chuyén tré dén cac vj tri trong bang tinh
a) Chuyén tré dén cét cubi cling ctia bang tinh

b) Chuyén tré dén dong cudi ctia bang tinh

c) Chuyén tré vé 6 6 dau tién trong bang tinh

d) Dichuyén dén 6 cudi ctia bang dir liéu

e) Chuyén sang phai va sang trai mét man hinh

. Dung chirc nédng Goto dé di chuyén dén cac vi tri trong bang tinh:

a. Di chuyén dén céc 6 c6 chd thich (comment)

b. Dichuyén dén 6 chtva céng thire dir liéu kiéu sb

c. Dichuyén dén 6 J6.

d. Dichuyén dén 6 cubi cung trong bang tinh (Go to special - Last cell)

M6t sb thao tac st dung phim tat

Chén thém 2 sheet méi (Shift +F11)

Di chuyén giira cac Sheet (Ctrl+Page Up/Page Down)

Chon mét cét tai 6 chra tré (Ctrl + Spacebar)

Chon mét dong tai 6 chira tré (Shift + Spacebar)

Dung phim tét truy cap thanh Ribbon (Nhan Alt) m& hodp thoai Page Setup

(Alt > P > SP)

Thao téc tly bién thanh Quick Access va Ribbon

a. Thém lénh Format Painter vao Quick Access

b. M& thém mét tab Developer trén thanh Ribbon (Click phai trén thanh Ribbon >
Customize the Ribbon = danh diu Check 6 Developer)

Dung chirc nang Save As, lwu tap tin PopulationData véi tén mai la

Baitapl_chuongl trong cung thw muc v&i tap tin PopulationData va dong tap tin.

o

©® oo o

Bai 2: Trinh bay trang in va thiét |ap thudc tinh cho tap tin excel

1.

Mé tap tin theo dwdng dan BtChuongl\Headerfooter.xIxs va thwc hién cac thao
tac sau:

a. Thiét lap khd gidy in A4, huwéng gidy: Landscap, |é trang: Left, Right: 0.25 inch,
Top, bottom: linch

Dung chirc ndng Freeze Panes cb dinh dong tiéu dé.

Cheén header, 18 trai: Orders, 1& phai: Sé trang

Cheén footer, |& trai: Ho tén SV, 1& phai la ngay hién hanh

Cheén ngét trang tai dong 36, chuyén sang Page braek Preview xem két qua ngat
trang, sau dé chuyén lai Normal view

®aoo
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Thiét 1ap dong tiéu dé cha bang tinh I&p lai trén cac trang, in lwdi cla bang tinh,
chuyén sang ché d6 Print Preview dé xem két qua (nhw hinh trang sau)

Lwu tap tin v&i tén méi la Baitap21_Chuongl trong cung thw muc v&i tap tin
HeaderFooter va sau dé dong lai.

Odh CwelD  iOrdalde ShippedDae : Fraght MHame Ayddress City Fegion ¢ PostalCode
TITSKEECH. L ed 20 QPN 18 i Charlie ke 5. Mssissipp St Loud M A0
110305400, . 064201 BN A 138 Bamen Sam.......... 300 B adkbau St Bl 1, fecr)

i BRME DedLE0 [E41 20 2.365led Brogn FBE Fards Landing stoner A pad
SLHGE. L RAIL2 LRIy B0 Geonoe Sehaler. 400 Roden D, b, {1 o]

o 2 adE 200 Patrick, Sandks, 3.5 nadrding. Sue. Seatlle W, et

[0 SCHaN 24020 1440201 200 Sedress Schou 45 ElmD, [ et ] el
ESCKELRD 2411200 12402001 00 Bob Felly Zuantaln Hekria it 4EED
i 2 24T 1240200 b2 kim, £k Miller. ot Seatle gy Hjece]
1I0BERMAEL . 1240 21 1240200 5 200l Boven 27 Chiigtonhes St Seatlle A0 2) 0]
TI0BERRACT 1340201 1440201 .30 Collesn Bragy 18 Elm St Tuldip iy 740
TIDEERREMS, 144012011 1640120011 Lot Merkis Breser 511 Lnccin &, e 131 arlER
TIDAERRAAN 144002011 16402000 1450 8y Brauningss ... 142 E1 Caminalr Seatlie W 11238
1iKE ) 1340100 . ! Bl a0
SLHTH RATL2 19402001 Redmneod el

3 KEIRE 20 214020 0.0 Kendall Kell B Conness Pl Dk Hather eIz
JIRERBOAL,. ;.. 224120 a2 4.5 Allison Rroen 78 Pilsersicle D, indindle el
DB SARES, Q.. 2edl 20 24402001 1550 Eskn Sarin AR inding whod Bld........ iSeae F2h
12 5210 s e 1 ) T 14,40 Susan B LR Annent B, Rl -\ sct]
1IEFACHES . Zad 20 20200 M Gay Schere 11000 Bedmond Bd........ Bedmnond ) TR
AT IR T e aree T e Rl = N PPIRH S L B LTS S Y Maatleead [n ] [axaaal

2. M@ tap tin theo dwdng dan BtChuongl\PrintArea.xIxs va thwc hién cac thao tac
sau:

a.
b.

@ o oo

Dung chirc ndng Freeze panes c6 dinh dong tiéu dé.

Chon 30 dong dau thiét Iap vang in, hién thi lwéi trong trang in. Xem két qua
trong ché dé Print Preview.

Xoa vung da thiét lap.

Chén dau ngat trang tai dong 30, thiét 1ap dong tiéu dé I&p lai & méi trang.
Thiét Iap 1& trang: Top, Bottom: 1, Left, Right: 0.7 inch, hwéng gidy: Portrait
Chén Header: Lé trai: Bai tap 2- chwong 1, & phai: Ngay hién hanh

Hiéu chinh sao cho néi dung bang tinh nam gitra trang. Chuyén sang Print
Preview xem két qud nhu hinh, sau dé Ilwu tap tin véi tén maoi
Baitap22_Chuong?2 trong cung thw muc v&i tap tin PrintArea.xIxs.

Edi e 2-chorong 1 030 TS
Tawaar
Heorbr AL fribapas Loy e 3HAL
@%‘&k .......................... m% Bat
e Fifi
Jub o %j
L i
2iiq i A
A &‘ .
AMLE. B
=54 Haks i
rp ko
s o kv
¥ el A ol e
e I Hr 1AL
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1.8. Bai tap chwong 1- MOSExcel2013
Lwu y: Phén bai tap c6 sty dung tap tin di liéu dinh kém trong thur muc MOSExcel2013
1. Mé& workbook Excel_1-1, thwc hién cac thao tac sau:

a. Di chuyén worksheet Source Data dén vi tri cudi cuing trong workbook.

b. Sao chép worksheet Source Data thanh mét worksheet méi tai vi tri cudi cung
trong workbook v&i tén la Sales Data.

2. Mé& workbook Excel _1-2a, thyc hién cac thao tac sau trén worksheet Product List,
str dung lénh Go to...

a. Dichuyén dén 6 dau tién chira cha thich (comment).
b. Dichuyén dén day cac 6 c6 tén la Berry_bushes.
c. Dichuyén dén 6 F13.
d. Tao mét hyperlink di chuyén ti & F13 dén day 6 c6 tén [a Berry_bushes.
3. Mé& workbook Excel_1-2b, thwc hién cac thao tac sau trén worksheet Employees
a. Trong 6 C12, tao mét hyperlink dén website www.adventure-works.com.

b. Hiéu chinh hyperlink hién thi dong van ban “Please visit our website” thay cho
dia chi cla website

4. M& workbook Excel 1-3a, thyc hién cac thao tac sau:
a. Dbi mau cho méi worksheet tabs c6 mau khac nhau.

b. Thiétlap trang in cho worksheet JanFeb cé hwéng in ngang trén 2 trang véi cd
gidy letter.

c. Thiét lap trang in cho worksheet MarApr in trén 2 trang v&i khé gidy AS.

d. Thiét lap trang in cho worksheet MayJun in 50% so véi kich thuéc thuc sw cla
worksheet.

5. Mé& workbook Excel 1-3b, thwc hién cac thao tac sau trén worksheet Orders

a. Tao header xuét hién trén tat ca cac trang, ngoai trir trang dau véi ndi dung cia
header nhw sau

— Left: ngay hién hanh
— Center: tén cua workbook
— Right: sb trang.
b. Trong ché d& Normal view, thay tén cla workbook & phan gitra clia header
thanh tén cua worksheet.
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6. M& workbook Excel_1-4a, thwc hién cac thao tac sau:
a. Thém cac nut Iénh calculate vao Quick Access Toolbar
b. Hién thi Quick Access Toolbar dwai thanh ribbon.

c. Reset lai & Quick Access Toolbar tré lai trang thai ban dau, va hién thj bén
trén thanh Ribbon

7. M& workbook Excel 1-4b, thwc hién cac thao tac sau trén worksheet Personal
Monthly Budget

a. Dung chirc nang Freeze Panes cb dinh cac dong tir 1 dén 9, sau doé bé cb dinh
cac dong nay.

b. Tach (Split) worksheet Personal Monthly Budget theo chiéu ngang dé c6 thé

gitr ¢ dinh cac dong tir 1 d&n 9 khi cudn bang tinh.

c. Hién thi worksheet Personal Monthly Budget trong ché dd Page Layout view
va zoom out dé cé thé thay toan bo trang dau.
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Cau héi trac nghiém

1. M6t workbook cta Excel la tap hop cua cac
a. Worksheet

Chart

Worksheet va Chart

Worksheet va table

2. Formula bar dung dé hién thi:
a. Cac hang va cét tao nén bang tinh
b. Cé&c nat view va Zoom

oo o

c. Giatri hay cobng thirc trong 6 hién hanh, cho phép nhap hay chinh stra di¥ liéu

trong 6 hién hanh dé

d. Cac nutlénh twong &ng véi cac ham thdong thwong dwge dung trong bang tinh
3. Chédd cho phép hién thi nhiéu nhat cé thé sb 6 cia bang tinh trén man

hinh va néi dung cua bang tinh dwgc phan trang

a. Page break preview
Normal

Print preview

Page Layout

o oo

4. Cong thire trong 6 hién hanh (6 chira con trd 6) sé hién thj trén:

Formular Bar
Formular Cell
Status Bar
. Status Cell

oo o p

5. Pé& chon ca cot chira trd hién hang trong MS Excel, nhan t6 hop phim

CTRL +C

CTRL + phim mii tén
CTRL +J

CTRL+ space bar

o

oo o

6. Thanh chra cac worksheet ndm & phia dwéi clia ctra sé workbook goi 1a

a. Reference tabs
b. Position tabs
c. Location tabs
d. Sheet tabs

7. Khixéa nhdm 1 hang trong bang tinh, dung I&nh gi dé& khéi phuc lai hang doé

a.
b.

Insert c. Copy
Undo d. Replace

Microsoft Excel 2013
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8. Mac dinh con tré 6 (cell pointer) di chuyén xuéng 6 k& dwi khi nhan phim Enter. Dé
thay déi xac lap nay ban ding tuy chon nao?
a. File>>Options>>View
b. File >>Options>>Edit
c. File >>Options>>Formula
d. File >>Options>>Advanced
9. O hién hanh (active cell):
a. Nhan di liéu do ngwdi dung nhap vao
b. Pwoc phan biét béi dwong vién dam bao quanh 6
c. Nhan di liéu do nguoi dung nhap vao va dwoc phan biét béi dwdng vién dam
bao quanh 6
d. Nam trén thanh cdng thirc (Formula bar)
10. Khi b4t dau g6 1 vai ky tw dau vao 1 6 ma tring véi gia tri text ctia 1 6 trudc do trong
cung 1 c6t, Excel ty dong hién thi day da noi dung text cho & dang gé. Chirc nang

dwoc goi la:
a. AutoFill c. AutoCorrect
b. AutoComplete d. AutoFormat
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Chuong |l
Nhap dir liéu va dinh dang bang tinh

Noi dung

Kiéu d¥ liéu va dinh dang dd liéu
Céach nhap dir liéu

Dinh dang bang tinh

Cac thao tac co ban trong bang tinh

H w NP

I.1. Céc kiéu div liéu trong Excel va cach dinh dang dir liéu
Trong Excel c6 hai kiéu di¥ lieu co ban: Text va Number
[1.L1.1. Dirliéu Text

GOm cac ky tw a—z, A—Z, va ky tw s6 0 — 1 nhwng khong dung dé tinh toan, méc dinh
khi nhap vao bang tinh thi di¥ liéu Text canh |& trai ctia 6, Néu dd rong cot khéng di
hién thi, thi dir liéu Text sé 1an sang 6 ké& phai.

Phép toan trén div liéu Text

Phép toan ndi chubi &: dung dé néi hai chudi, két qua trd vé mot chudi maéi la két hop
clia hai chudi thanh phan

Vi du: =“Nguyen van’& “ “& “Nam” = Két qua |a Nguyen van Nam.

1.1.2. Div liéu sé - Number

D@ liéu sb bao gébm céac ky sé tir 0 — 9, khi nhap vao 6 méc dinh canh 1& phai cta 6,
dung dé tinh toan, Néu do rong cot khéng dud hién thj di liéu sé (bao gébm ca dinh dang)
thi Excel s& hién thj chudi #####.

11.1.3.1. Thiét l1ap méi trwwéng lam viéc

Dir liéu kiéu sé thuweng bao gdm cac dau phan cach hang nghin, ddu phan cach phén
thdp phan, cac ky hiéu don vj. M6t sé c6 thé hién thj véi nhiéu dinh dang khac nhau:
kiéu ngay, phan tram, currency, ... Cac quy wéc vé cac dau va dinh dang di liéu sb

duwoc thiét 1ap trong méi trwdng Windows, bang cach kh&i déng Control Panel

— Trong clra sd Control Panel, chon biéu twong Region.
— Click nat Additional Settings... xuat hién ctra s Customize Format.
o Tab Number: Chi dinh cac dau lién quan dén sb
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= Decimal symbol: quy dinh | Customize Format B
dau phan cach phan thap || " Soseime lee
Example
phén Positive: | 123,456,789.00 Negative: | -123,456,789.00
» Digit grouping symbol: quy
dinh d4u phan céach gira Decimel symbol L v
L, L, X HNo. of digits after decimal: 2 w
Cac nhom SO Digit grouping symbol: v
n LlSt Separator: quy dm déu Digit grouping: 123,456,789 v
A s .~ , A MNegative sign symbol: v
phan CaCh gIUJa CaC phan Megative number format: -1.1 v
tlr trong danh séach. Disply leading zero: 07 -
o Tab Currency: quy dinh kiéu don ;”t -
\ . . . R z Measurement system: Us. W
vi tién té mac dinh cda hé thong. Standard digits: 0123456789 v
o Tab Time: quy dinh kiéu hién thi Usenatvedigie Never ®
R N X Click Reset to restnre.the systemn default settings for Reset
glo; trong he thong numbers, currency, time, and date,
. = R - R . ancel A
o Tab Date: quy dinh kiéu hién thi L= L
ngay trong hé théng.
1.1.3.2. Pinh dang div liéu sé
. 2 . R L, 2 I General -
Co thé sir dung mét trong hai cach sau dé dinh dang di liéu
kidu sb: .06 0 %00
Céach 1: Str dung nhém Iénh Number trong tab Home Number Fa
Y nghia Vi du
$ - Chon céac kiéu tién té 12> $ 12.00
% Binh dang theo kiéu phan tram (Ctrl+ Shift + %) 0.37 2 37%
E Thém dau phan cach hang ngan 1234 = 1,234.00
8 Thém chir s thap phan 12.3 9 12.30
By Giam chir s6 thap phan 12.33 > 12.3
Hoac cé thé chon dinh dang trwc tiép trong 6 Number Format, néu || B
mudn tra vé mét sd khéng cé dinh dang thi chon General trong | 135 G ome
danh sach Number Format. 12 fumeer
s > > R Currenc
Céach 2: Str dung ctra s6 Format Cell k- Ryl
:_'.!’. ﬁtic:)ﬂunting
— Trong tab Home, click miii tén & géc dwdi bén phai cta | = <%
= Short Date
nhém |énh Number i3 o

— Xuét hién ctra s6 Format Cell, mac dinh Tab Number dwoc chon.

— M6t sb c6 thé dinh dang theo mét trong cac dang trong khung Category.
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~ Custom: thiét 1ap mot dinh dang

tl‘]y blé’n_ Mumber | Alignment Font Border Fill Protection
2. Category:
o Hép Type Nhép ChU6I Mumber s:-l’;pols
) N X Currean ’
d—lnh dang tuy b|en. gc;tzuntmg Iype:
. R | Time §#,##0.00
o Co0 thé chon mot trong cac || |rsms o :
Scientific 0.00
ma dinh dang trong danh | &t g
! 2 g g ﬁ_s I [, £40)

+20_)[Red)(%, £50)
+ 0_);(#,#=0.00)
##£0.00 | [Red]i# #£0.00)

sach bén dwdi hop Type.
— Y nghia ctia cac ma dinh dang

Ma Mo ta
0 Biéu dién 1 chir s6.
Vi du dinh dang 0.000 hién thj gia tri .789 thanh 0.789
R Biéu dién 1 chir sb, twong tw nhw ma 0,
' Vi du m& 0.?? hién thj gia tri 1.40 va 1.45 thanh 1.4 va 1.45
Biéu dién 1 chir s6, twong tw nhw ma 0 nhwng sé bd qua khéng
# hién thi cac s 0 dw thira.
Vi du ma #,### hién thi ddu phan cach sau méi 3 chir s6
% D4u phan tram
Ky hiéu phan sb. Sé ky tw hai bén dau /, xac dinh mérc d6 chinh
/ xac. Vi du: S6 0.269

Dinh dang # ?/? sé hién thi thanh ¥4,

E- E+ e- e+ Ky hiéu dinh dang khoa hoc.

$-+/() space |Ky tw dinh dang chuan

Ky tw tao phan cach. Vi du ma dinh dang ###0 \D;-#,##0 \C
\ hién thi sé dwong tiép theo 1 khoang trang va D, hoac hién thj
sb am tiép theo 1 khoang trdng va C.

DAu gach dudi. Ma nay dung dé xac dinh bé réng khoang trang
phai bang véi bé rong cla ky tw ké tiép.
Vidu, ) chi 1 khoang trdng sé bang v&i bé réng ctia dau ngoéc
don. Muc dich ca ma nay 1a dé can 1é

Chubi ky tw. Ma dinh dang nay gibng nhw ma \ ngoai trir tat ca

“Text” x
text co thé dwgc bao trong cap

Ky tw bat dau 13p lai. Ma nay 13p lai ky tw tiép sau ma nhiéu lan
cho dén khi lap day bé rong cot. Vi du 0.00 *5

Néu 6 chira text, ky hiéu nay sé chén text vao dung noi chira ky
@ tw. Vi du ma dinh dang 1a “This is a” @ sé& hién thj 6 c6 ndi dung
debit thanh This is a debit
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Dinh dang sbé c6 thé gém 4 phan: Sé dwong, s6 am, zero va text. M&i phan cach nhau
dau chdm phay. Khung dinh dang

<POSITIVE>;<NEGATIVE>;<ZERO>;<TEXT>

Vi du: [Blue]#,## 0.00_);[Red](#,##0.00);0.00;"Test "@

Gia tri nhap vao | Gia tri hién thi Mo ta
Sé dwong mau xanh, canh phai, c6 1 khoang trang
123 123.00 o
bén trai
-123 (123.00) S6 am mau dé, canh phai
0 0.00 Mau chr mac dinh, canh phai
One Test One Mau chir mac dinh, canh trai

Vi du: chon ma dinh dang: _($* #,##0.00 );_($* (#,##0.00);_($* “-“??);_(@_)

Mbi phan bat du bang dau gach duéi dung dé sap xép céc sb sao cho dau thap phan
ludn thang hang cho ca sé dwong va am.

11.1.3.3. Cac phép toan trén dir liéu kiéu sé

Phép toan Két qua
Sé hoc |+ (cong), - (try) , * (nhan) , / (chia), ~ (IGy thira) | Mot gia tri s6
Gia tri logic: true
hoac false

Sosanh | <, <=,>,>=, <>, =

11.1.3. Cong thlec

Ngoai hai kiéu di¥ liéu co ban la Text va Number, mét thanh phan quan trong trong
bang tinh Excel la cdng thirc. Cong thirc trong Excel thwdng bao gém cac thanh phan:
S, chudi, dia chi vang di liéu, cac phép toan, ham, ... két qua ctia mét cong thirc 1a
mét gia tri xac dinh , c6 thé 1a mét sé, chudi, gia tri logic.

Khi nhap céng thirc phai bat dau bang dau = hodc dau +

II.2. Cach nhap dir liéu

C6 nhiéu cach dé nhap di liéu trong bang tinh Excel, hodc nhap tryc tiép, hoac sao
chép theo nhiéu tuy chon khac nhau, hoac dién di liéu tw déng...

11.2.1. Nhap trwc tiép

Khi nhap di¥ liéu vao 6, di¥ liéu xuét hién ddng thdi ca trong 6 dang nhap va ca trén
thanh cong thire, két thic bang cach nhan Enter. C6 thé diéu hwéng cua tré dén 6 tiép
theo khi nhan Enter bang céch:
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— Chon Tab File > Options

— Chon trang Advanced.

— Trong nhom Editing options

— Chon hwdng trong 6 Direction.

Editing options

After pressing Enter, mowve selection

Direction:

Down | w

[1.2.2. Dung chirc nang Copy Paste va Paste special

11.2.2.1. Chuyén dir liéu nhap trén hang thanh cét va ngwoc lai

— Chon khéi di liéu can chuyén

— Chon Copy (Ctrl +C), chon vj tri chuyén dén
— Chon Paste trong nhom Clipboard, clikc Transpose

11.2.2.2. Sao chép div liéu trong Excel

D liéu trong 6 ctia bang tinh Excel c6 thé bao gébm nhiéu thanh phan:

gia tri, cong thire, dinh dang... Khi sao
chép di liéu twr vi tri nay sang vi tri khac,
chirc nang Paste Special giup ngudi dung
c6 thé chon lwa thanh phan can sao chép.

— Chon di¥ liéu can sao chép, click
nat copy hodc nhan Ctrl +C

— Chon vj tri can chép dén.

— Click mi tén bén dw&i nut Paste,
chon Paste spacial...

Nhom Iénh Paste:

ol y— Cut

ER Copy -

Paste P
- ¥ Format Painte
Paste

[ T S T

o Ok 5% 5

Paste Valy~-

o, | Transpose (T
% &

123 123 123

Other Paste Options

il ol il ol

Yol e
¥ o [ I
Paste Special...

Paste Special

|

Paste

Formulas

) Values

(") Formats

() Comments

() validation
Operation

(@ Nane

() Add

() subtract

[] skip blanks

Paste Link

() Al using Source theme
() All except borders
() Column widths

() Formulas and number formats
() values and number formats

All merging conditional formats

() Muttiply
() Divide

D Transpose

— All: sao chép tat ca cac thanh phan cla di liéu

— Formulars: sao chép cong thirc.
— Values: sao chép gia tri cia di liéu

— Formats: sao chép phan dinh dang.

— Comments: sao chép phan cha thich, ...

Nhom |énh Operation

Thuc hién cac phép toan: cong (Add), trir(Subtract), nhan (Multiply), chia (Divide) gitra

hai day gi4 tri

— Chon day di liéu th& nhét, click copy (Ctrl+C)
— Chon day di liéu th hai hodc 6 dau tién cta day, chon Paste special

— Trong hop thoai Paste special chon phép tinh can thyc hién>0K

[1.2.3. Chtrc nang tw dong nhap gia tri da cé
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Khi nhap di liéu text trong 6, néu nhirng ky tw dau tién trung véi div liéu da nhap trwde
trong cung mot cot, Excel sé ty ddng nhap phan ky tw con lai vao 6.

— Né&u dung véi dir liéu can nhap thi nhan Enter
— Néu khéng thi tiép tuc nhap ndi dung con lai, hodc x6a phan khéng dung

Tt ché dd ty dong dién gia tri 13p lai (Automatic Completion): Chon File > Option,
bé chon muc Enable AutoComplete for cell values trong trang Advanced.

[1.2.4. Churc nang Fill handle

Fill handle 1a 1 hinh vudng nhé nam & gdc phai dudi ctia 6 dwoc chon C—L. Khidi

chuyén chudt dén ndt fill handle, con tré s& chuyén thanh dau cong | $78.75
mau den.

Céch hién thj hoc an fill handle

— Chon tab File > Options, chon trang Advanced.
— Chon hay bé chon tuy chon Enable fill handle and cell drag-and-drop.

Chtre nang fill handle gitip ngudi ding co thé dién di liéu tw déng vao mot day cac 6
lién k&, dwa vao mot gia tri co sé.
— Chon 6 chtra gia tri co s&
— Puwa chuét dén fill handle, khi chuét c6 dang dau + , kéo chudt dén cac 6 can
dién d liéu.

B
DPién mét day sé tw déng -
— Nhap 2 sb dau tién, khoang céch gia tri gitra 2 sbé an dinh gia tri 3
clia sb ké tiép.
— Chon ca 2 6, dung Fill handle dién cho cac 6 ké tiép. 1
Dién mét day ngay tw déng
— Nhap ngay dau tién.
— Drag nut fill handlle qua day cac 6 can dién ngay tw déng
— Khi tha chuét, xuat hién nat Auto Fill 01 Jan
i 1 03-Jan
Options nhw hinh. ot |
— Click menu cta Auto Fill Options va chon E Auto il gptions
. , . O Copy Cells
mot trong cac tuy chon: B Finseries
. Y N - A « X 2 < N 3 ill Eormatting Only — Auto fill Option
o Fill Days: dién ngay lién tiép ké tir ngay oy ment
déu tien. | O Fill Days
. N . . R . O Fill Weekdays
o Fill Weekdays: dién ngay lam viéc bat O Fill Months
P < N A A ©  Fill Years
dau tr ngay dau tién O FlashFill
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Fill Months: dién thang ké tiép bat dau tir thang clGia ngay dau tién.
Fill Years: dién theo nam ké tr ndm cla ngay dau tién.

Fill Without Formatting: dién di lieu khéng co dinh dang

Fill Formatting only: chi dién dinh dang.

[1.2.5. Dung lénh Fill

o O O O

Lénh Fill trong nhém Iénh Editing cGa tab Home, véi nhiéu lwa chon gitp nguwdi dung
c6 thé dién di¥ liéu nhanh hon. Cach thuc hién twong tw chire ndng Fillhandle.

— Nhap gia tri co' s& trong 6 dau cla dzjly. o S Autosum - Ay H
— Chon 6 chira gia tri co' s¢ va cac 0 lien ké can dien div |7 g~ Z
i Covk B1 Cinel
liéu. ] Down
— Click menu cda nut Fill trong nhém Iénh Editing cua B Right
tab Home. [ up
— Chon huwéng dién thich hop. €l Left
1.2.5.1. Dién day gia tri tuy bién
Series...
— Nhap gia tri co s& trong 6 dau cua day. Justify
— Trong menu cua lénh Fill, chon Series... [E'  Flash Fill
— Xuét hién hép thoai Series, chon mét trong cac tly
chon: Series ?
o Seriesin: ChQn hU’é’ng dlén Series in Type Date unit
e) Type: ®) Rows (®) Linear ® Day
. . o x oz () Columns () Growth Weekday
» Linear: gia tri trong 0 ké tiép = ) pate e
gia tri trong 6 co s& + Step value ) AutoFil e
= Growth: gia tri trong 6 ké tiép = || [l1rend
gia tri trong 6 co s& * Step value || Stepvaluz: |1 Sl
= Date: gia tri ngay trong 6 ké tiép Cancel

theo don vi dwgc chon trong
khung Date Unit
= AutoFill: twong tw chire nang fill handle
11.2.5.2. Tao mét day gia tri tuy bién
Ma&c dinh trong Excel c6 mét sb cac series da tao s&n nhw cac ngay trong tuan, thang
trong ndm. Nguoi dung cling ¢ thé tao cac day gia tri tiy bién theo yéu cau, bang
cach:
— Chon tab File=> Options
— Chon trang Advanced, trong phan General, click nat Edit custom list
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— Trong ctra sb Custom lists, c6 thé thwc hién mét trong 2 cach sau:

o Nhap day gia tri trong
khung List entries, click
nat Add 20K

o Néu day céac gia tri da
nhap trong bang tinh thi
chon vung di liéu va
click nat Import->0OK

1.2.5.3. Dién day gia tri tay bién

— Nhap mét trong céac gia tri ctia
day vao 6 dau day

Custom Lists

Custom Lists

Custom lists:

|
Sun, Mon, Tue, Wed, Thu, Fri, !
Sunday, Monday, Tuesday, We
Jan, Feb, Mar, Apr, May, Jun, Ju
January, February, March, Apri
Monday, Tuesday, Wednesday,

List entries:

Press Enter to separate list entries.

Import list from cells:

5G55:5G512 25

mport

Cancel

— Dung chre ndng Fill handle dién cho céc 6 con lai

— Hoac chon Fill- series, trong hdp thoai series, chon Autofill.

11.2.6. Chure nang Flash Fill

Flash Fill 1a mét tinh ndng méi ctia Excel 2013, gitp nguoi dung cé thé dién div liéu

mot cach tw déng, dwa trén gia tri ban dau, excel cé thé doan dwoc dir liéu ngudi ding
mudn nhap vao bang tinh. M&c dinh chivc nang Flash fill ludn dwoc mé.

Bat hodc tat chirc nang Flash fill

— Chon Tab File=> Options
— Chon trang Advanced, chon hoac bé chon muc Automatically Flash Fill

Vi du: dung chire nang Flash fill dé tach ho tén trong cét email.

Email Address
heidi.lee@vestainsurance.com

josie.gates@vestainsurance.com

wendy.crocker@vestainsurance.com

loretta.johnson@vestainsurance.com

walter.rivera@vestainsurance.com

misty.whitfield @vestainsurance.com

matilda.lewis@wvestainsurance.com

elizabeth.hicks@vestainsurance.com

10 |alvin.rios@vestainsurance.com

B
Last Mame
Lee
Gates
Crocker
lohnson
Rivera
Whitfield
Lewis
Hicks
Rios

C D
First MName  Friday, March 01, 2013
Heidi
losie

oMK XK K OK XK XK XK R

Bat chire nang Flash Fill.

Khi di¥ liéu dwa vao phu hop véi mau nhwng Flash Fill khéng tw déng dién, ban cé thé
kh&i ddng chirc nang bang cach chon Data - Flash Fill (hay nhan Ctrl+E)
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1.2.7. Thiét lap quy tac kiém tra dir liéu nhap — Data Validation

Chuwrc nang Data Validation gitp ngwdi dung thiét 1ap quy tac nhap di liéu d& ddm bao
dir liéu khi nhap vao phai thda man diéu kién cho trwdc. Cach thwe hién:

— Chon vung di¥ liéu can thiét lap quy tac n

hap liéu

— Click nat Data Validation trong nhém Iénh Data Tools cua tab Data, chon Data

Validation...

— Xuét hién hop thoai Data Validation
— Settings: xac dinh diéu kién kiém tra
o Allow: chon kiéu di¥ liéu cho
phép nhap, tly theo kiéu dir liéu,
trong hdp thoai sé& xuat hién céac
théng sbé twong ng
o Vi du d liéu kiéu Decimal thi
phai chi dinh pham vi di liéu
dwoc phép nhap. trong muc

Data Validation

Settings  Input Message  Error Alert

Validation criteria

Allow:

T | M ionore biank

Data:
between

Minimum:

Maximum:

Apply these changes to all other calls with the 5

Clear All

LV

=

[E.5

s

ame settings

Cancel

Data.

— Input Message: nhap tiéu dé va ndi dung cho théng bao hién thi khi ngudi
dung nhap di liéu trong vang can kiém tra.

— Error Alert: thédng bao khi ngudi dung nhap di liéu vi pham quy tac da xac

dinh trong tab Setting.

11.3. Pinh dang bang tinh
[1.3.1. Pinh dang Font chir

Twong tw cach dinh dang Font chi¥ trong phan mém soan thao van ban, c6 nhiéu cach

dé dinh dang Font chir trong Excel.

— Chon khéi di¥ liéu can dinh dang Font chir.

— Chon mét trong cach cach sau:

Tahoma

12 -

BI.&';‘-\‘A'

o Dung chirc nang mini tools bar, chirc nang nay chi str E

dung khi chon di¥ liéu trong mét 6.

o Dung cac Iénh trong nhom Iénh Font cua Tab

Home
= Font: chon Font

Calibri

Font

M- A-

]

» Size: chon hodc nhap c& chi¥, ngoai ra c6 thé s dung nit Iénh
Decrease Font size hoac Increase Font size.
= Bold, Italic: In dam va nghiéng
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= Underline: gach chan, c6 thé click mii tén bén canh dé chon kiéu
gach chan.
o Dung hép thoai Format cells bang céach click mii tén & géc duéi bén
phai cia nhém Iénh Font, tab Font mac dinh dwoc chon.
— Cac dinh dang co ban:
o Font: chon Font chi¥

o Font style: chon kiéu, bao gébm In dam (Ctrl +B), nghiéng (Ctrl +I).
o Size: chon c& chir. Format Cells ?
o Underline: chon kiéu gach _
Font: Font style: Size:
Chan ;h;::un—acm ~ 192 "~
N - T Sylfaen Italic 10
Color: chon mau chir. ;ﬁ:ﬁ%— Bald Htalic E—
o Effects: cac hiéu ng tao | [fomemiee T e b .
o > > None v I - [VY] Normal font
gach ngang van ban, tao chi Eiteds Preview
X A > X ;. [] strikethrough
SO tren, Chl SO dU’O’l [] superseript I AaBchYyZz
DSugscript

Céch thiét 1ap Font méc dinh cho bang tinh

Sau khi d& chon Font chir thich hop, néu ngwdi ding muédn st dung Font nay lam Font
mac dinh cho cac bang tinh sau thi c6 thé thiét lap Font mac dinh cho bang tinh bang
cach:

— Chon tab File-> Option
— Trong clra sb Excel Options, chon trang General

o Use this as the default font: chon Font lam Font mac dinh
o Font size: chon ¢& chi* mac dinh

— Sau khi thiét I4p, thoat khdi Excel va khai
dong Ial thl thlet lap maC mnh mo1 Co Use this as the default font: | Tahoma W
h|éu qUé Font size: 12|w

When creating new workbooks

1.3.2. Canh |é cho div liéu trong &

P 2 - , n , . - % Wrap Text
Co thé st dung céch Iénh trong nhdm Aligment

cua tab Home hoac cac Iénh trong tab Alignment
> > 2 T
cua cwa so Format Cells. Alignment ]

&= 3= [ Merge & Center -

D liéu nhap vao 6 thwdng dwoc canh 1& méac dinh tly theo kiéu div liéu 1a Text hay
Number. Tuy nhién nguwdi ding cé thé hiéu chinh canh |1& theo hai hwéng ngang va

hwéng dung Top Midle Bottom
— Align left, center, Align right: canh |& theo chiéu ngang. — _/
— Top align, Midle align, Bottom align: canh |& theo chiéu d&ng. —— :
— Orientation: xoay chir trong 6 theo cac géc xoay khac nhau -~
Left Center Right
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[1.3.2.1. Chtrc nang Wrap Text

Ma&c dinh khi nhap di¥ liéu Text, néu dai hon d6 rong cta cot thi van ban sé tran che
khuét 6 bén canh. Chirc ndng Wrap Text lam cho van ban xubéng dong khi g&p 1& phai
cta 6, nhung néu hiéu chinh dé rong cua cot vira da rdng thi van ban sé cuéng lén 1

dong.
Cach xuéng dong trong cing mét &

— Dat diu nhay tai vj tri muén xubng dong
— Nhén t6 hop phim Alt + Enter

[1.3.2.2. Chtrc nang tron o

Chtrc nang tron 6 giup ngudi dung co6 thé két hop nhiéu 6 thanh Merge & Center

mét 8, excel cung cap nhiéu lwa chon trong thao tac trén 6.

— Chon céc 6 can tron

— Click mdi tén bén phai nat Merge & Center trong nhom

Merge & Center - 4

Merge Across
FH Merge Cells
E Unrerge Cells

Iénh Aligment va chon mét trong Format Cells -
7 t\ h . MNumber Allgnment Font Border Fill Protection
cac uy ¢ On sau. Text alignment Orientation
o Merge & Center: trdn cac 6 — 1 oot T
va canh & gitra cho dir ligu | Lo o F ] [
a ~ A [T t .
trong 0 d’a tron. . Ju.:li,-ldw.-tllbutcd . .
o Merge Across: trdon cac 6 [l wrsp tet. 0 [fpeoress
[ shrink to fit
trén cung mot dong H erge el
Right-to-left
o Merge Cells: trén cac 6 fe duecion: _
nhwng khéng canh 1& cho
di¥ liéu trong 6 = DA === &4
Borders

o Unmerge Cells: bé tron 6.
— C6 thé thuc hién cac dinh dang canh 1é bang cac st
dung hép thoai Format Cells, chon tab aligment.
— Céc chtrc nang dinh dang twong tw nhw cac nat 1énh
trong nhém Alignment.

[1.3.3. Bong khung va tdé mau bang tinh
11.3.3.1. Béng khung bang tinh

Pong khung bang tinh nhdm lam cho bang tinh rd rang dé
doc. Excel cung cép nhiéu kiéu khung cho phép nguéi ding
c6 thé chon kiéu phu hop.

— Chon bang tinh can déng khung

{4 Bottom Border
Top Border
Left Border
Right Border
Mo Border

All Borders
Outzide Borders

Thick Box Border

a=l=1:E

Bottomn Double Border

Thick Bottorn Border

i+ Top and Bottom Border

Top and Thick Bottom Border
- Top and Double Bottom Border

Draw Borders

™ Draw Border
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11.3.3.2. T6 mau nén bang tinh

Nham muc dich trinh bay, trang tri cho bang tinh thém sinh dong, chirc
nang Fill Color gitp ngwoi dung cé thé trang tri nén cho bang tinh.

11.4.

Click mdi tén bén canh nut Border trong nhém |Iénh Font cua tab Home

Chon kiéu khung thich hop trong danh séach.

Hoac chon I&nh More Border... dé tuy bién kiéu khung

Xuat hién hop thoai Format Cells, véi tab Border dwgc chon.
o Line Style: chon kiéu duwéng vién

o Color: chon
dwdng vién

o Presets: chidinh kiéu déng

khung, khung

trong hoac dwdng bién cua

bang tinh.

mau

lw&i

Chon vung di liéu can td nén

Click nut Fill Color trong nhém Iénh Font cta Tab Home
Chon mau thich hgp, hoac clik More Colors chon mau khéc.

St dung Style

Pé tao dinh dang thdng nhét cho
bang tinh, ngwdi dung co thé st
dung Style c6 san clha Excel
trong nhém |énh Style.

Style duwoc chia thanh cadc nhém
thich hop cho tieng loai ndi
dung: Tile and Heading, Data
and Model, Number format.

cla Format Cells E
Number | Alignment Font BO Fill Protection
Line Presets
Poe === £
bén MNone  Qutline  Inside
Border
— T Text
Color
Automatic v -3
DA === &
Theme Colors
H HBE HE
.|||||||||
Standard Colors
[ 1] EEEEN
Mo Fill
v More Colors..,
Good, Bad and Neutral
Normal Bad Good Neutral
Data and Model
| |[EE==EREN Eplanator... Note
Warning T...
Titles and Headings
Headin... Heading 2 Heading3 Heading4 litle Total
Themed Cell Styles
20% - Acc... 20% - Acc... 20% - Acc... 20% - Acc... 20% - Acc... 20% - Acc...
40% - Acc... 40% - Acc... 40% - Acc... 40% - Acc... 40% - Acc... 40% - Acc...
Number Format
Comma Comma [0]  Currency Currency [0] | Percent

Céc budc dinh dang bang cac st dung Style:

— Chon khéi di¥ liéu can &p dung Style.
— Click menu cta nut 1énh Cell Styles, chon mét kiéu thich hop

11.5. Ap dung cac dinh dang c6 diéu kién

Chirc nang Conditional Formatting giup ngw®i dung dinh dang nhirng 6 hoac vung
di liéu thda man cac diéu kién cho trwdc, nham lam cho bang tinh rd rang va dé doc.
Vi duy: khi phan tich di¥ liéu, nhivng van dé thworng duoc dét ra:
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— Nhén vién nao ban hang trén $50000 trong thang nay?

- San phém nao co lgi nhuan tang hon 10% méi nam?

— Sinh vién nao c6 két qua hoc tap tét nhat trong ndm thir nhat?

Dinh dang cé diéu kién gitp tra I&i cac cau hdi trén bang cach danh dau nhirng 6 can
quan tam, va hinh anh hoéa di liéu béng cac thanh di liéu, thang mau hay cac bo ky
hiéu. Binh dang diéu kién con dwoc dung dé lam thay dbi cach xuat hién day 6 tly theo

diéu kién.

Diéu kién dinh dang dwoc goi 1a Ru

le. Ngoai céc rule c6 sén, ngwdi dung cé thé tao

céc rule tiy chon dé dap &ng tirng yéu ciu cu thé.

11.5.1. Phan loai rule c6 san

C6 5 loai Rule c6 san, trong dé, Highlight Cells Rules co6 [
thé ap dung cho céc kiéu di liéu text, sb, con cac loai con D _—
255 ¥ | | -
L

lai chi &p dung cho di liéu sé.

— Highlight Cells Rules: chi dinh dang cac 6 théa

man diéu kién. Bang cach:

Greater Than...

Between...

, , , R Equal To.
o Chon cac phép so sanh trong menu lénh =]
Highlight Cells Rules. Text that Contains
o Chon dinh dang twong (rng .
Greater Than ? e A Date Occurring...
Format cells that are GREATER THAN:
510737 E%| with |Light Red Fill with Dark Red Text |w I:I Duplicate Values...
Cancel More Rules...

— Duplicate hay Unique:

Duplicate Values ?

dinh dang cac 6 co gia tri
trung I&p hay duy nhét

Format cells that contain:

Duplicate | w | wvalues with |Light Red Fill with Dark Red Text |

— Top/Bottom Rules: Binh

Duplicate

dang nhirng 6 thda man

diéu kién:

o Theo ti 1& phan tram (m&c dinh 10%) sb 6 cao nhéat/ thAp nhét trong day

cac 0.

o Cac 6 lon hon/nhd hon gia tri trung binh cdia mét day 6.

- Data Bars: gia tri trong tat ca

cac 6 déu dwoc biéu dién dang thanh trong cung

6 bat dau tir gitra sang phai cho sé dwong, sang trai cho cac s6 am, dd dai cta
thanh ti 1& v&i gia tri sé trong 6.
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— Color Scales: gié tri trong tat ca cac 6 déu dwoc biéu e

.x ~ N o < . . Top 10 ltems...
dién theo day mau hoac 2 mau hoac 3 mau. o) —°P
o Vdéiday 3 mau, mét mau danh ch'o gia tri |on nhat, _|T Top 10%
mot mau danh cho gia tri nhd nhatva mau con lai =
danh cho cac gia tri con lai trong day sé. ; Bottom 10 ltems...
10

o V6i ddy 2 mau, 1 mau danh cho gia tri Ién nhéat
b N -z . > X 7 s . BN - ¥ B tt 10 %I“

va 1 mau cho gia tri nho nhat, cac gia tri con lai [y ottom
sé la duwoc t6 theo mau dworc trén gilra 2 mau.

P 2 T Above Average...
— lcon Sets: dinh dang di¥ liéu sO bang cac bieu twgng, =[] J

méi gia tri trong 6 dwoc biéu dién bang mét biéu twong

% 2 - ~ Lf__‘ Below Average...
(icon). Mdi biéu twong biéu dién cho mét khoang gia tri

do ngw&i dung chi dinh. C6 4 dang biéu twong: LR
o Miii tén (directional). Directionl
N 238 =38
o Hinh gshapes). oo * AN
o Chi s0 (indicators) 9% AN
o Xép tht tw (ratings). ii vl
Céch thiét ap gia tri cho cac biéu twong: oy elo.
X: g~ 1in o L]
o Chon khoi dir liéu Indicators
o Chon Conditional Formatting = Icon set, %;i viX
o Chon loai biéu twong -
o Chon manage Rules>
i g Edit Formatting Rule » IEN|

chon Edit Rule...
o Thwc hién hiéu chinh quy

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked walues

téc di n h da n g . = Format only values that are above or below average

= Format only unique or duplicate values

O Chon khOéng glé ‘tri Cl:la = Use a formula to determine which cells to format
Edit the Rule Description:

icon- M6i bé icon Set Cé 3 Faormat all cells based on their values:

F i Thidt 1an AiA tri cha ican
‘grmat Style: | \con Sets w| | Rewerse lc

khoang gia tri o [SO@ o] O sowisece
] Ml:l.’c glé trl thép nhé’t Display each icon according to these rules:
s . = e T
u MUJC gla trl khoang @ T | when value is & |w) |67 1‘.. Percent w
‘i~ *  when < 67 and = (w33 ’5 Parcent w
glwa @] > | when < 33

=  Muc gia tri thAp nhat | —

11.5.2. Pinh dang c¢é diéu kién chirc nang Quick Analysis

CHARTS TOTALS = TABLES SPARKLINES

— Chon khéi di¥ lieu sé can ap dung dinh

dang co diéu kién & B
. . . . ~ - Data Bars  Color lcon Set  Greater  Top 10% Clear
— Click nat Quick Analysis (Ctrl-Q) bén phai Scale Than Format
duJé" Cl:la khél ch Iléu' Conditional Formatting uses rules to highlight interesting data,
—

Microsoft Excel 2013 Trang: 36



— Xuét hién thanh céng cu chra cac nat dinh dang
— Chon mét trong cac nut céng cu dinh dang twong tw chirc nang Conditional

Formatting.

11.5.3. Tao quy tac dinh dang mé&i bang cdng thipc

— Chon Iénh Conditional Formatting - New Rule trén ribbon Home
—  Xuét hién hop thoai New Formatting Rule,

o Chon Use a formula
to determine which
cells to format trong
khung Select a Rule
Type

o Trong khung Format
values where this
formula is true: nhap
céng thtec lam diéu
kién dinh dang.

o Click Format: dinh
dang cho cac 6 thda
man diéu kién.

Vi dul: Pinh dang nén xanh

Mew Formatting Rule

Select a Rule Type:

- IEH

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average

~ Format only unigue or duplicate values

| +~ Use a formula to determine which cells to format

Edit the Rule Description:

Format values where this formula is true:

Preview: Mo Format Set

]
1}

Format...

dwong chir trdng cho cac hang 1, 3, 5....

Céng thirc diéu kien =MOD (ROW (), 2) =0

Cancel

Vi du 2: Binh dang nén vang chi trang khi gia trj ctia 6 A1 I1&n hon 10.
Cong thirc dinh dang la =$A$1>10

[1.5.4. Quan ly va hiéu chinh cdng thdrc dinh dang

— Chon Iénh Conditional Formatting - Manage Rules trén ribbon Home.

— Hép thoai Conditional

Formatting RUleS Conditional Formatting Rules Manager ?
Show formatting rules for:
Manager | FE] New Rule... | | 52 Edit Rule... | |}~(ge|etenu|e | a Iz‘
o) NeW Rule' tao Rule (applied in order shown)  Format Applies to Stop If True
2 ; _,\ Formula: =38529>10 [=smsassvsss
bleu thuc dleu Formula: =MOD(ROW],... A3BbCcYyZz |=SLS5:SUSZS,SJSBA:SQS‘W,SASM:SH
kién dinh dang
maoi
o Edit Rule: hiéu —
chinh Rule da tao.
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o Delete Rule: x6a biéu thirc diéu kién dinh dang
o Nut Apply: thwc hién cac hiéu chinh vira thwc hién

11.5.5. Xéa cac dinh dang c6 diéu kién

— Chon khéi di¥ liéu chtra cac dinh dang can x6a
— Chon Iénh Conditional Formatting trén ribbon Home, chon Iénh Clear Rules/
Clear Rules from Selected Cells

11.6. Cac thao tac co ban trén trang bang tinh

11.6.1. Chen dong

Chon dong lam chuén, néu chén thém 1 mét dong, chon nhiéu dong néu muébn chén
cuing mét ltc nhiéu dong, sau d6 thwe hién mét trong cac cach sau:

- Cach1 )
&
o Click phai trén cac dong dwgc chon. =2
” . N L R . Insert
o Chonlénh Insert, cac dong méi dwoc chen vao .
trén dong dwoc chon g Insert Cells
— Cach 2 El: Insert Sheet Rows
o Click mii tén bén dwdi nut Insert trong nhom
|énh Cells cua tab Home 3 Insert Sheet

o Chon Insert Sheet Rows, cac dong m&i dugc
chén vao trén dong duoc chon.

11.6.2. Chén cét

Chon mét cot 1am chudn néu chén thém mét codt, chon nhiéu cdt néu mudn chén mot
ltc nhiéu cot, sau d6 thwe hién mot trong cac cach sau:

- Céch1l
o Click phai trén cac cét dwoc chon.
o Chon lénh Insert, cac cot méi dwoc chén vao bén trai dong dwoc chon
— Céch 2
o Click mdi tén bén dwdi nut Insert trong nhom Iénh Cells cua tab Home
o Chon Insert Sheet Columns, cac coét méi duwgc chén vao bén trai dong

dwoc chon.
11.6.3. Chén o

o Chon cac 6 lam chuan
o Click mdi tén bén dwdi nut Insert trong nhom Iénh Cells cua tab Home
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o ChonInsert Cells...
o Xuét hién hop thoai Isert Insert &
o Chon mét trong céac tuy chon
= Shift cells right: cac 6 moi chén vao O Shift cells right
bén phai cta cac 6 dwoc chon. @ishift cells down
= Shift cells down: cac 6 m&i chén vao || O Entire row
bén phai cua cac 6 duwgc chon @
» Entire row: chén toan bd dong trén Cancel
cac 6 duwoc chon
= Entire column: chen toan bd cét trwdc cét dwoc chon.

[1.6.4. Chen Sheet

Insert

C6 nhiéu cach dé chén thém mét sheet mai:

— Dat trd tai vi tri bt ky trén Worksheet hién hanh
— Click mi tén bén dw&i nat Insert trong nhém Iénh Cells cua tab Home
— Chon Insert Sheet

Ho&c c6 thé str dung mét trong cac cach sau
— Click phai trén Sheet tab-> chon Insert> Worksheet
— Click dau + trén sheet tab
— Dung té hop phim Shift + F11
— Hoac chon |énh Insert = Insert Sheet trong nhém Iénh Cells cua tab Home.

Ngay sau khi chén m@i hang, cét hay cac 6, nat Insert Options < sé& xuat hién
ngay bén cac 6 vira dwgc chén, giup ngwdi dung dinh dang cac 6 méi chen.
Ma&c dinh 1a cung dinh dang vé&i cac dong cot hodc 6 dwoc chon lam chuén.
* -
E Format Same As Left > Dinh dang nhw phan bén trai cia hang/cét hay 6 dwoc chén
O Format Same AsRight =~ Dinh dang nhe phan bén phai cda hang/cdt hay & dwgce chén
O Clear Formatting . X6a moi dinh dang cho hang/cot hay 6 vira duwgrc chon
[1.6.5. X6a dong —cét — 6 va sheet

Dé x6a cac thanh phan cét, dong, 6 va sheet, ngudi dung co thé thwe hién cac buéc
sau:

— Chon dbi twong can x6a, Click mii tén dwéi nit Delete
— Chon Iénh twong tng

Microsoft Excel 2013 Trang: 39



Hodc c6 thé dung shortcut menu B

— Chon dbi twong can x6a Delete
— Click phai trén dbi twong, chon 1énh twong trng Fx Delete Cells...
Khac nhau gitra I&énh Delete va [énh Clear contents. =7 Delsteshest fous
%' Delete Sheet Columns
o Delete: tao ra viéc dich chuyén va chong lap 1€n & pejese shee:

cac dong hay cét bi xéa.
o Clear contents: x6a ndi dung hang hay cét va gilr nguyén vi tri cét hay

dong do.
11.6.6. Hiéu chinh kich thwéc dong - cét
Do rong cua cot tir 0 dén 255, chi sé ky tw chira trong 1 6 véi véi font chir chuan. Do
réng mac dinh la 8.43 ky tw, khi d6 réng cot bang 0 thi cot sé bj an.
Chiéu cao cta dongtr 0 dén 409 theo don vi point (1 point gan bang 1/72 inch hay
0.035cm). Chiéu cao mac dinh 1a 12.75 point (xap xi 1/6 inch hay 0.4 cm). khi chiéu cao
hang bang 0 thi hang sé bi an.

C6 nhiéu cach dé thay dbi do rong cla cot va chiéu cao cia dong

o |
St dung Iénh n
P N o , n A Y . Format
— Chon cac dong hoac cac cét can diéu chinh .

— Chon tab Home, trong nhém Cells, click menu ctia | Cell Size
" . n . n * - ;
lanh Format, trong nhém Iénh Cell Size, chon mét | L RowHsight..

) AutoFit Row Height
trong 3 tuy chon sau: AutoFit Row Heig

. R . R x .. [ T] Column Width..
o Column Width va Row Height: nhap tryc tiép gia | <> =" ="
. .- A n o Y \ < AutoFit Column Width
tri m&i cho dé réng cét hoac chiéu cao cua dong. .
Default Width...

o AutoFit Row Height, AutoFit Column Width:
chiéu cao ctia dong ho&c do rong cua codt dwoc tw dong diéu chinh dé vira
vira v&i ndi dung trong 0.

o Default Width: thay déi bé rong cot vé gia tri mac dinh

St dung chuot Drag to resize
A B +C

- Puwa tré chudt dén bién cla tiéu d& dong hoac cot

ot | Pt | e

— Khi tré c6 dang mi tén hai chiéu . i drag chuét dé thay
ddi kich thwérc.

11.6.7. Lam &n va hién thi hang va cét

Vi nhirng bang tinh I&n véi qua nhiéu dong hodc cét, trong d6 cé nhivng dong hoac
cot tam thoi chwa s dung, ngudi dung cé thé an di va khi can thi cho hién thi tré lai.
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11.5.4.1. An dong hoac cét
C6 thé thwc hién &n dong hodc cot bang cach chon dong hodc cot can an, va thyc hién

mét trong cac cach sau: i
— Click menu cua lénh Format trong nhom Iénh Cells | =
cua tab Home, chon Hide&Unhide -

Cell 5ize

— Nhap kich thwéc cia dong hoac cétla 0 . |
+[ Row Height...

— Click phai trén dong hoac cét dwgc chon, chon Iénh
Hide trong shortcut menu

AutoFit Row Height

| D Column Width...

11.5.4.2. Hién thi lai cac dong hodc cét bi an i AutoFit Column Width
Default Width...
— Chon cac dong trén va dwoi cac dong bi an hoac | vicwiiey
chon cac cot bén trai va bén phai cac cot bj an va Hide & Unhide ’

thwc hién mot trong hai cach sau:

Cach 1
Visibility
o Chon menu cta lénh Format trong e — , e B
nhém Iénh Cells cla tab Home Organize Sheets Hide Columns
o Chon lénh Unhide twong tng Rename Sheet Hide Sheet
Move or Copy Sheet... Unhide Rows
Cé.Ch 2 Tab Color 4 -

Unhide Columns

o Click phai trén vung dwoc chon, chon Iénh Unhide trong shortcut menu
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II.7. Bai tap chwong 2

Bai 1: Dung cach nhap di liéu truc tiép va dung chirc ndng nhap tw dong dé nhap va
trinh bay bang tinh va thuc hién cac yéu cau bén dudi

WorldWide Sporting Goods
Employee Information
Ho va tén Ho 6t Tén Phong ban Ngay vao lam Bac lwong Lwong Nang lweng  Lwong méi
Nguyén Van Tam Sales 01/04/2006 2 35000
Nguyén Thi Hing Administration 17/03/2009 2 33000
Ng& Thi Nga Production 22/03/2008 2 51000
Tran Thién Thu Development 15/04/2008 7 55000
Ldm Hoang Cat Administration 22/01/2007 4 32000
L& Hoal Son Administration 06/09/2003 4 29000
Ly Ldm Development 19/01/2008 2 72000
Tran Van Trung Sales 15/08/2006 2 35000
Nguyén Vin Tréng Sales 28/09/2005 2 36000
Ly Thu Nga Production 03/01/2004 2 38000
Nguyén Van Hiing Development 22/01/2005 2 34000
Tran Thi Phugng Production 12/09/2006 2 40000
V& Cong Thanh Administration 13/10/2007 3 60000
L& V&n Minh Sales 12/01/2005 4 65000
Dodn Hoa Sales 21/05/2005 2 47000
1. Tao mot tap tin Excel theo mau Blank Workbook, Iwu tap tin trong b dia lam viéc voi
tén Baitapl_chuong2.xlsx
2. Dung chirc nang Merge Across trén hai dong dau va nhap tiéu dé cho bang tinh.
3. Dung chire nang Flash fill dién di liéu cho cot Ho 16t va cot Tén
4. Nhap dir liéu cét Phong ban theo cach tw déng lap lai gia tri d& nhap trwdc d6. (Nhap
truée 4 gia tri: Sales, Adminitration, Production va Development, cac dong tiép theo
chi can nhép ky tw dau va enter)
5. Kh&i ddng ControlPanel, thiét 1ap dinh dang ngay hé théng cé dang dd/mmlyyyy,
sau do dién dir liéu cho cot Ngay vao lam bang cach nhap truec tiép.
6. Lap cong thirc dé dién di liéu cho cot Nang lwong =Lwong*0.035
7. Lap cong thirc dé dién di liéu cho cot Lwong méi = Lwong + Nang luvong.
8. Dinh dang 3 cot: Lwong, Nang lwong va Lwong méi ¢6 don vi tién 1a USD, c6 dau
phan cach hang nghin, khéng c6 sb 18.
9. Chen thém mét cot trwdc cot Ho va tén, nhap tiéu dé la MaNV, dung chire nang Fill

Handle dién dir liéu cho cot Ma NV cé dang NVO01, NV02, ...

10.Dung chirc nang Freeze Panes cb dinh dong tiéu dé cot ctia bang tinh
11.Dinh dang bang tinh ndm trén 1 trang, chén Header cho bang tinh: Lé trai: Bai tap

1 - chwong 2, 1& phai: Ngay hién hanh, Footer: Lé trai: Ho tén SV.
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Bai 2: dung chire nang Flash fill va Fill dé dién dir liéu cho bang tinh sau:

Bang Iwong nhan vién

S8 tt Ho Tén Ho va tén Cong viéc Ngay lam viéc Lwong (nghin)

01 Tranvin Vinh Phén tich 01/10/2014 5200

02 Lé Hoang Vinh 2000

Pham Anh Quan 4000
Tran Viét Quan 4500
L& Minh Hoang 5000
Tran Quan Quéan 4500
Nguyén Anh Tu 6500
HO Minh Anh 5500
L& Viét Virong 5000
Pham Anh Vién 6000
Tran Manh Quén 5000
Pham Van Tri 4500
Nguyé&n Anh Tuan 5000
Lé Vi Hoang 3000
Tran Duy Nguyén 5400

1. Dung chirc nang Fill Handle dién cot sé thi tw cé dang 01, 02, ...

2. Dung chirc nang Flash Fill dién dir liéu cho codt Ho va cot Tén dwa vao cét Ho va
Tén.

3. Chén thém mét cot bén phai cot Ho va Tén, nhap tiéu dé 1a Ho Tén NV.

4. Lap coéng thirc dién div liéu cho cot Ho Tén NV =Ho &” “ Tén, st dung phép néi
chudi &, quan sat sw khac nhau gitra 2 cot Ho va tén va cot Ho Tén NV (click chuét
vao cac 0 trong moi cot va quan sat trén thanh céng tharc)

5. Xba cot Ho va Tén

6. Tao mot danh sach tuy bién (Custom list) bao gébm cac cdng viéc: Phan tich, Thiét
ké, Thi cong. Sau d6 s dung chirc nang Fill > Series ho&c Fill Handle dién di¥ liéu
tw déng cho cdt Cong viéc.

7. Dung chire nang Fill Handle ho&c chirc néng Fill > Series dién gia tri cho cot Ngay
lam viéc bao gdm nhirng ngay lam viéc trong tuan.

8. Khé&i ddong Control Panel, thiét 1ap dinh dang kiéu ngay c6 dang dd/MMM/yyyy

9. Dung chirc nang Copy ->Paste special dién lai di¥ liéu cho cot lwong véi gia tri nghin
(Vi du: gia tri hién tai la 5200 thi gia tri m&i la 52001000 =5200000, hd: nhap gia tri
1000 tai mot 6 tuy y, copy gia tri nay, chon cdt lwong, chon paste special, chon
Multiple).

10.Déng khung bang tinh, t6 mau cho dong tiéu dé, canh chinh 1& sao cho bang tinh

trén mot trang, canh gitra trang. Lwu tap tin véi tén Baitap2_chuong?2
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Bai 3: Dinh dang div liéu s6

Nhap liéu va trinh bay bang tinh nhw mau:

Report
January

Department Budget Actual Variance Var %
Corporate 18,000 18,501
Accounting 16,000 18,750
HR 9,000 6,392
Operations 17,000 13,827
Research 12,000 14,163
Manufacturing 9,000 3,513
Sales

Marketing 21,000 19,616
Logistics 13,000 10,391
IT 12,000 14,986
Warehouse 7,000 8,549
Total

1. Binh dang cét Budget (ngan sach), va Actual (thwc té) co dinh dang don vi tién té
la $ dat trwdce tién.

2. Lap céng thire dién gia tri cho cot Variance (chénh léch)= Actual — Budget

3. Binh dang cdt Variance (chénh léch) cé dang: Sé6 dwong cd mau xanh, s &m mau
dd va dat trong ngoac, sé 0 thi hién thi chudi error

4. Lap cdng thire dién gia tri cho cdt Var% = Variance/Budget, dinh dang kiéu phan
tram

5. Lap cong thire tinh tdng cac cot Variance, Actual, Budget tai dong Total. Binh dang
don vi tién 1a $ c6 dau phan cach hang nghin.

6. Chén thém mot cot trwdc cot Department, véi tiéu dé 1a DepartlD. Dung chirc ndng
Flash Fill dién gia tri cho cot DepartID |a 2 ky tw dau cla cot Department

7. Dung Style Heading va Total dinh dang cho phan tiéu dé cla cac cot va dong Total
nhw mau.

8. Lwu bang tinh trong & dia lam viéc v&i tén Baitap3_chuong?2
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Bai 4: Téng hop cac chirc nang co ban

BANG DIEM
Ho tén E-mail Ma SV Test1 | Test2 | Test3 | Testa | 'rungbinh; Baitap i Trung binh
i Test veé nha Hoc ky
Nguy&n Thanh 011-12-2333 80 71 70 84 68.0
Phong Vinh 444-55-5666 96 98 97 90 40.0
L& Nam 777-88-9999 78 81 70 78 450.0
Hoang Linh 123-45-6789 65 65 65 60 70.0
Trén Trung 999-99-9999 92 95 79 80 78.0
Théi Huy 888-83-3988 90 90 90 70 80.0
H& Nam 100-00-0000 60 50 40 79 70.0
Téng Minh 222-22-222 75 70 65 95 69.0
L& Minh Hoa 200-00-0000 90 90 80 90 80.0
Hoang Duy 444-44-4444 82 78 62 77 450
Nguy&n Quang 555-55-5555 92 88 65 78 38.0
Diém trung binh
Diém cao nhat
Diém thap nhat

1.
2.
3.

9.

Nhap va trinh bay bang tinh nhw mau

Dung chirc ndng Freeze Panes cb dinh dong tiéu dé clta cac cot

Dung chic nang Flash fill dién di liéu cho cét E-mail theo cu phap Tén
+@yahoo.com

Tinh trung binh Test theo ti 1&: testl 20%, test2 20%, test3 20%, test4 40%

Trung binh hoc ky = trung binh cong cta trung binh Test va Bai tap vé nha, dung

chrc nang Auto Average.

Dung chic ndng Auto Average, Min, Max tinh diém trung binh, cao nhét va thap
nhé4t cha cac bai test

Dung chirc ndng Conditional Formatting dinh dang diém cla céac bai test >8 c¢6 dang
chlr dam va mau do.

Dinh dang ¢t Trung binh Test: T6 mau cac 6 co gia tri cao hon gia tri trung binh
test cua ca lop.

Dinh dang icon set cho c6t Bai tap vé nha

10.Pinh dang cét Trung binh hoc ky: t6 mau 10% cac 6 co gia tri cao nhéat
11.D4i tén Work Sheet thanh DiemHK1, sao chép WorkSheet DiemHK1 thanh 2 Sheet

DiemHK2 va DiemHK3

12.Nhém 3 worksheet, str dung theme Austin cho nhém worksheet vira chon
13.DAbi mau cac Sheet tab tly y
14.Dung chrc nang New Windows, lan lwot mé& cac Worksheet DiemHK1, DiemHK?2

va DiemHK3, sau d6 dung chirc nang Arrange All> Horizontal, quan sat két qua

15.An cac worksheet DiemHK2 va DiemHKS3.
16.Lwu tap tin trong 6 dia lam viéc véi tén Baitap4_chuong?2 va déng tap tin.
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Bai 5: Téng hop cac chirc ndng co’ ban

KINH DOANH DUNG CU THE THAO

Tén Nhén vién | Dung cu thé duc Xe dap leo nui Dunr?ggtéitlt]réd:hao Tﬁn%hduoanh Chi phi Lgi nhugn gﬁzghb%::ﬁ ;z];énﬁgt';?‘
D8 Nhat Nam 181,921 176,655 194,288 124,100
Lé Hoai Thu 170,438 190,801 165,028 116,500
Thai Diém My 200,969 219,519 219,529 165,999
Huynh Nhu 194,844 172,556 187,026 134,500
Lé Yén Nhi 748,172 749,631 762,271 540,100
Tran Hung 201,069 219,619 219,629 166,099
Ly Hlng 194,944 172,656 187,126 134,600
Ngd Thién Minh 748,272 749,731 762,371 540,200

Tao cong thire tinh cho cac cdt nhw sau:

1. Nhap va dinh dang bang tinh nhu mau.

2. Tdng doanh thu = Dung cu thé duc + Xe dap leo nti + Dung cu thé thao ngoai troi

3. Loi nhuan= Téng doanh thu — Chi phi

4. Doanh thu trung binh =trung binh céng ctia Dung cu thé duc, Xe dap leo nii va
Dung cu thé thao ngoai troi

5. Tilé téng doanh thu = Doanh thu trung binh/ Téng cdt doanh thu trung binh. Binh
dang cac cot c6 don vitiénla $

6. Dung chirc nang Freeze panes cb dinh ¢t Tén nhan vién

7. Dung chirc nang Conditional formatting t6 mau nhirng 6 c6 Loi nhuan cao hon lgi
nhuan trung binh.

8. Dung Style Heading1 dinh dang tiéu dé cGa bang tinh, Heading 2 dinh dang tiéu dé
clia cac cot.

9. Luwu tap tin v&i tén Baitap5_chuong2, dong tap tin.
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11.8. Bai tap chwong 2- MOSExcel2013

1. M& workbook Excel_1-3c, trong worksheet Details, thém data validation check
vao cot Discount d& dam bao gia trj trong cot nay nam trong khoang tir 0 dén 0.2
bao gdm thdng b&o nhap va hién thj théng bao khi ngwei diing nhap gia trij sai.
2. M& workbook Excel_2-1a, st dung vung di¥ liéu B4:G9 trong worksheet Ad Buy
Constraints, thwc hién cac yéu cau sau
a) Sao chép gia trj va dinh dang cta ving dir liéu B4:G9 dén vi tri mé&i bat dau to
B18.

b) Sao chép cong thirc cla viung dir liéu B4:G9 dén vi tri méi bt dau tir B25.

c) Sao chép dinh dang cltia vang di liéu B4:G9 (khéng chép ndi dung) dén vi tri
m&i bat dau tir B32.

d) Xoéa cac dong dé di chuyén dong tiéu dé cta cac cot lén dong 1.

e) Xoa cac cot dé di chuyén cot Magazine dén cot A

f) Chuyén dong Mag3 (B4:F4) va chén vao dong Mag?2 (B3:F3).

g) Chuyén dw liéu Cost Per Ad sang bén trai ctia cac 6 the Total Cost cells.

h) Chén 2 6 vao vi tri B8:B9, day di¥ liéu hién tai xuéng dwdi.

3. M& workbook Excel_2-1b, thwc hién cac thao tac sau:
a) Sur dung chirc nang fill handle,
— Dién cac gia tri Item 1, Iltem 2, ..., Item 20 vao day 6 A2:A21.
— Dién cac gia tri 10, 20, 30, ..., 200 vao day 6 B2:B21.
b) Dung chirc ndng Fill dién vao day cac 6 C2:C21 céc gia tri: $3.00, $2.95, $2.90,
... $2.05.
c) Sao chép background va font tir 6 A1l vao day 6 A2:A21.
d) Xdéa nodi dung trong 6 Al, khéng x6a 6
4. M& workbook Excel_2-1c thwc hién cac thao tac sau trén worksheet Duty Roster:
a) Dién vao day 6 B1:K1 cac gia tri Monday ... Friday, lap lai 2 1an.
b) Tao mét custom series st dung cac tén dwgc nhap trong cac 6 B2:B7. Dung
chire nang fill >series dién series vira tao cho cac dong trong 2 tuan
5. M& workbook Excel_2-1d, trong worksheet Term Schedule, chon cac 6 A3:F14.
St dung chirc nang Fill d& nhan ban vung dwoc chon bao gébm 5] copy ceis |
dong tréng ngay bén dwdi ctia bang schedule ban dau. : ::EM .
— Dung tiy chon AutoFill options dé hiéu chinh gia tri cGia | © Fil Witheut Formatting
cot Period tir 1 dén 8. (Huong dén: Chon day 6 A3:F14, |° " ™"
dung Fill handl drag chudt kéo xudng dén F25, click chuét & -
vao AutoFill Option chon Copy Cell)
6. M& workbook Excel _2-2b, thyc hién cac thao tac sau trong worksheet Expense
statement:
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a) Dinh dang toan b6 dir liéu trong worksheet c6 dang Wrap Text (van ban tw déng
xuéng dong khi g&p |é phéi cda 6).
b) Canh I& phai (Align Right) cho dir liéu trong cét A, va canh 1& dwéi (bottom-
align) cho tiéu dé trong dong 9.
c) Bo dinh dang Wrap text trong dong 4, 5, va 9.
d) Pinh dang tiéu dé tai dong sb 9 cO6 dang angle s =wepre
counterclockwise. ]| Angle Counterclockwise
e) Dinh dang di¥ liéu trong 6 K10 c6 mdt trong cac dang: Number, Currency, hoac
Accounting, khéng c6 sb 18, sau d6 ap dung dinh dang cho day cac 6 K11: K23.
f) Ap dung dinh dang tuy bién cho gia tri TOTAL 6 K23 (2,643) c6 dang:
o Sb dwong c6 mau mau xanh (green)
o Sbam cé mau dé;
o Khéng dinh dang cho sé 0 va Text .
o Dién gia tri 3,000 vao 6 Advances (K22) dé kiém tra dinh dang cta s6
am trong 6 K23.
g) Ap dung style 20% - Accent2 vao day 6 A9:KO9.
h) Déi font style va size cla style 4p dung cho day cac 6 A9:K9, sau do lwu style
nhw la mét style méi véi tén MyStyle.
7. M& workbook Excel_2-3a, thuc hién cac thao tac sau day bang cach st dung chirc
nang conditional formatting:
a) Trong worksheet Orders, dinh dang nhirng tir Seattle trong cét City c6 dang
chir mau dé.
b) Dinh dang tat ca gia trj trong cot Extended Price ctia worksheet Details,
o Hién thiicon set c6 dang Three Arrows (Colored)
o Thém dinh dang Blue data bars cho c6t Extended Price.
o Dinh dang tat c& nhirng 6 chira gia tri > $100 c6 mau bright yellow.
8. M& workbook Excel_2-3b, thwc hién cac thao tac sau:
a) Trong worksheet JanFeb
o Chén thém mét dong bén dwéi dong chira thei gian, st dung Column
sparkline tdng hop dir liéu ciia mdi ngay trong thang dat trong dong vira
chen.
o Dinh dang Sparkline bang cach st dung Style Sparkline Style Colorful #4,
danh dau phan biét méi sparkline bang cach s dung First Point va Last
Point.
o Sao chép dinh dang sparkline tir January sang February.
b) Trong worksheet MarApr
o Chén thém mét codt bén phai cta bang di liéu, st dung Line sparkline dé
t6ng hop di¥ liéu theo gi®, dat Sparkline trong cot vira chén.
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o Dinh dang Sparkline bang cach s dung Style Sparkline Style Accent 6,
Darker 25%,
o Sao chép dinh dang sparkline tr March sang April va chi hién thj ngay trong
thang
9. M& workbook Excel 2-3c, trong worksheet Results, dat tén cho day 6 A1:T1 la
FirstRow, va ddy cac 6 A1:A20 tén ColumnA. Thay thé cong thirc trong B2:T20
bang cach s dung tén cua hai day 6 vira dat.
10.M¢& workbook Excel 2-3d, thwc hién cac thao tac sau trén worksheet Sales By
Category:
a) Tao nhém (group) dang outline cho bang di¥ liéu bang cach thém dong tinh téng
cot Sale cudi méi nhom category (sap xép theo category).
b) Thém m&t nhom (group) dé &n cot A, sau d6 an tat ca cac dong chi tiét, chi hién
thi dong chtra téng.
c) B& chirc nang nhém.
11. M& workbook Excel_2-3e, Dung chirc nang subtotals:
a) Tinh tdng sales theo period.
b) Tinh trung binh cua sales the period.
c) Tim gié tri cao nhét va thip nhét cha sales theo period.
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11.9. Cau héi trac nghiém chwong 2

1.

Chon hang 5 va 6 sau d6 chon I&nh Insert tir tab Home. Cho biét két qua?
a) Hai hang dwoc chén vao sau hang 4
b) Hai hang dwgc chén vao sau hang 5
c) Hai hang dwgc chén vao sau hang 6
d) Hai hang dwgc chén vao sau hang 7

. Trong Excel, cach nao sau day dung dé t6 mau cho day cac 6 dwoc chon?

a) Click nat fill color trong nhém Iénh Font cia Tab Home

b) Click chudt phai trén vung dwoc chon, click nuat Fill color trén mini toolbar

c) Click phai chon format cells, chon tab Fill.

d) Tét ca cac cach déu dung

Nhép chon 6 C4 rbi chon lénh Delete Cells, néu mudn di liéu trong 6 C5 doi 1én
thé chd cho di¥ liéu trong & C4 thi chon tly chon nao trong hép thoai Delete Cells
a) Shift cells left

b) Shift cells up

c) Entire row

d) Entire column

Lam thé nao dé dir liéu text dai co thé hién thi day dd trong 1 6 thanh nhiéu dong
khac nhau

a) Bat dau gd dir liéu vao 6 va nhan enter d& xuéng dong

b) Dung nut Wrap text trong nhém Alignment cta tab Home

c) Dung tuy chon Shrink to Fit trong tab Alignment cta hép thoai Format cell

d) Tétca chon lya

Pé s6 mau xanh |4 cho tat ca sé am trong 1 cot di¥ liéu, chon mau dinh dang nao
sau day:

a) $0.00;[green]#,##0.00;

b) ;[green]#,##0.00;

c) $0.00;[green]#,##0.00;

d) $0.00;[red]$0.00;"Zero";[green]@

Khi st dung tinh nang Fill Effects cho day di liéu, ngwdi dung chi ¢ thé

a) Xoay text theo bat ky huwéng nao

b) Chon mau chir

c) Chon mau to (pattern)

d) Chon mau nén

S dung thanh cuén (scroll bar) doc va ngang dé:

a) Chia worksheet thanh 2 vang (pane)

b) Xem cac hang va cot khac nhau

c) Chinh stra n6i dung mét 6
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d) Xem cac worksheet khac nhau.
8. Cach nao sau day la nhanh nhat dé copy dinh dang cta 1 6 sang 2 & khéng lién ké
khac trong cung mét worksheet
a) Dung Ctrl dé chon ca 3 6 r6i nhap nut paste trén ribbon Home
b) Copy 6 duwogc chon, sau dé chon 2 6 can copy dinh dang, nhép chon Style -
Modify trén ribbon Home
c) Chon 6 cé dinh dang muén sao chép, nhap chon nat Format painter 2 |an, rdi
lan lwot nhap vao méi 6 can copy dinh dang
d) Tt ca chon lva
9. Pé bé rong cot ty ddng diéu chinh chira du div liéu text dai nhat trong cot (auto fit)
a) Double click vao mét 6 bat ky ctia cot can diéu chinh
b) Double click vao 6 chtra di¥ liéu dai nhéat trong cot
c) Double click vao dwdng bién phai ctia tén cot trén thanh tiéu dé cot
d) Double click vao dwdng bién trai cia tén cét trén thanh tiéu dé cot
10.0 chtra gié tri 5436.8 sé& hién thi nhu thé nao néu dwoc dinh dang ‘#,##0.00"?

a) 5430 c. 5436.8
b) 5,438.80 d. 6.8
11.Néu muébn c6 1 dong trang bén dudi tiéu dé cha bang tinh, viéc tét nhat ban nén
lam la:
a) Dung phim spacebar c. Tang dé réng cot
b) Chén thém 1 hang d. Binh dang lai bang tinh

12.CAc nGt Cancel va Enter ndm & dau:
a) Menu bar c. Sheet tabs
b) Title bar d. Formula bar

13.Khi gb vao Sunday va dung chirc nang Fill cho cac 6 bén phai, Excel sé dién vao
Monday, Tuesday,.... Excel da str dung danh sach nay twr dau?

a) AutoComplete c. AutoFormat
b) Custom List d. Calculation Automatic
14.Néu 4/6 dwoc dwa vao ma khong ap dung bat ky dinh dang nao, Excel sé xt ly div
liéu nay nhw
a) Phan sb c. Sé
b) Text d. Ngay
15.Dung cach nao dé khéng nhap dir liéu vao 6 hién hanh
a) Nhén phim ESC c. Nhan phim mdii tén
b) Nhan phim tab d. Nhan nat enter trén thanh cong thirc

16.Néu 6 B1 chira cong thirc =$A$1, phat biéu nao sau day la dang:
a) Tham chiéu twong déi dén 6 Al
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b) Tham chiéu tuyét dbi dén 6 Al
c) Céc thay dbi sau d6 trong 6 A1 sé& khéng &nh hwéng dén gia tri ctia 6 B1
d) Céc thay dbi sau d6 trong 6 B1 sé khoéng anh hudng dén gia tri ctia 6 Al
17.X6a ndi dung bang cach nhan phim “DELETE” t& ban phim sé x6a
a) Chi x06a text
b) Chi x6a dinh dang
c) Chixo6a ndi dung
d) Xoa ca ndi dung va dinh dang
18.Dung phim tat nao dé xuéng dong trong 1 6 dir liéu
a) Enter c. Alt+Enter
b) Ctrl+Enter d. Shift+Enter
19.Tinh nang Autocomplete cliia Excel la gi?
a) Tw ddng dién du cac tw viét tat
b) Tw ddng dién di liéu text trung v&i div liéu hién cé trong ciing cot
c) Tw ddng dién dir liéu text va sé trung véi div liéu hién cé trong cung cot
d) Tw déng dién dir liéu text trung véi dir liéu hién co tai 1 6 b4t ky nao trong
worksheet
20. Siéu lién két khong thé la
a) Cac hinh dang dac biét .nhw hinh sao, banner,...
b) Cac dbi twong vé& nhu hinh chir nhat, oval
c) Hinh anh
d) Moi dbi twong déu co thé 1a siéu lién két
21.Tuy chon nao dwoc dung dé chia 1 worksheet hién hanh thanh nhiéu ving khac

nhau

a) Format - Window c. View - Window - Split

b) Window - Split d. View >Window - New window
22.Dé nhom céac worksheet khong lién k& nhau

a) Phim Alt +enter c. Phim Ctrl va chudt

b) Phim Shift va chuét d. Nut Group trén ribbon Home

23.Cach nhanh nhat dé chon toan bd worksheet:
a) Chon Edit > Select All trén ribbon Home
b) Nhép vao cot dau tién, gitr phim Ctrl va nhap vao cét cudi cuing
c) Nhap vao cot dau tién, gitv phim Shift va nhap vao cét cudi cuing
d) Nhép vao hép chir nhat goc trai trén ctra sb worksheet noi giao nhau cla tiéu
dé cot va tieu dé hang
24.Dung phim t&t nao dé lam an 1 cét
a) CTRL+- c. CTRL+0 (s6 khoéng)
b) CTRL+H d. CTRL+C
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25.Phéat biéu nao sau day khong hop 1&
a) Sheet tab c6 thé td mau
b) Mét sé hinh c6 thé dwoc dung nhw nén (background) ctia sheet
c) Co thé dat bé rong cot tw dong khép véi ndi dung text ctia &
d) Bé réng cha 1 hang c6 thé xac dinh bang tay hay diéu chinh tw dong
26.Dé in 3 ban copy cua 1 workbook
a) Chon File > Properties va gé 3 vao hop Print
b) Chon File - Print va g6 3 vao hép Copies
c) Thwc hién lénh File = nat Print ba EN
d) Nhéan Ctrl+P+3
27.Lam thé nao dé xda 1 cot
a) Chon tiéu dé cét mudn x6a, chon nat Delete Row trén ribbon Home
b) Chon tiéu dé& cot mubn xo6a, chon 1énh Insert Column trén ribbon Home
c) Chon tiéu d& hang mudn x6a chon lénh Delete trén ribbon Data
d) Nhap phai tai tiéu dé cdt mudn xéa va chon 1énh Delete ti thye don tat
28.Worksheet c6 thé dbi tén bang cach
a) Thém biéu twong ? vao cuébi tén file khi lwu lai workbook
b) Nhép vao sheet tab, trong IGc nhan gitr phim Ctrl g6 vao tén maéi cia worksheet
c) Nhap déi vao sheet tab va gé vao tén méi
d) Khéng thé déi tén worksheet sau khi lwu
29.Dé hién thi hay an cac dwdng lwai (gridline) trong worksheet, danh du chon hay
bd chon hop Gridline trong tab nao?

a. File >Options

b. View - Show

c. Page Setup - Background

d. Céc dwong lwdi 1a méac dinh khéng thé 1am an dwoc

30.C6 thé di chuyén mot worksheet tir workbook hién hanh sang workbook méi bang

cach:

a. Chon worksheet, Ctrl+X, sau dé Ctrl+V

b. Nhap phai tai sheet tab, chon I&nh Move or Copy, danh d4u chon hop Create a
copy va chon (New book) trong hop To Book

c. Dung lénh save As Iwu thanh workbook m&i, x6a cac worksheet va chi gilr lai
cac worksheet can ding

d. Khdéng c6 tuy chon nao dung
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Chuong Il
Cong thirc va cac ham co’ ban

No6i dung bai hoc

Céach tao cong thure

Tuy chon tinh toan

S dung cac phép toan trong cong thic
Dung tham chiéu 6 trong cdng thirc
Tao cong thirc mang

Thay thé céng thirc bang gia tri

S dung ham trong céng thirc

Cac nhém ham co ban

© No O~ DR

Excel 1a phdn mém bang tinh thuwéng dwoc dung trong tinh toan théng ké. Excel 2013
dwoc trang bi cac chirc nang mai giup ngwdi dung thao tac nhanh hon. Véi tap cac
ham dwoc xay dwng sén, ngwdi dung cé thé xay dwng cong thire thwe hién cac phép
tinh toan thdng ké tr don gian dén phuc tap.

I1l.1. Cach tao cbng thirec

Céng thire trong Excel dwoc bat dau bang dau bang (=). M6t cong thire thuwéng bao
gdm céac thanh phan: gia tri s, chudi, dia chi 6, dia chi khdi, ham, cac phép toan.

— Khi nhap céng thire, két thiic bang cach nhan Enter

— Két qua cta codng thirc 1a mot gia tri xac dinh, hodc chudi hoac gia tri logic. Néu
cong thire bj I16i thi xuat hién cac ky hiéu 16

— Khi nhap céng thire trong 6, thi ddng théi cdng thire cling hién thij trén thanh

cong thire.
.| : _ ' Hoac nhap trurc tiép trén thanh
sUmM H bt 4 x =B1+B2
! céng thire
A B C Hoac click vao cac 4 B1va B2

1 |June Budget $1,200.00 ]
2 |July Budget 51,500.00
3 [Total Budget  |=B1+82] I
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Hiéu chinh céng thiec: cé thé thwe hién trye tiép trong 6 chira cdng thire bang céch
double click vao 6 chira cong thirc va hiéu chinh, hoac chon 6 chira cbng thirc va hiéu
chinh trén thanh céng thirc.

[11.1.1. Sao chép cdng thirc

Tinh nang tiéu biéu cha Excel 1a sao chép cong thirc. Khi cac 6 c6 cach tinh toan giéng
nhau, thi chi can 1ap céng thirc tai mét 6, sau dé sao chép céng chirc sang cac 6 con
lai.

— Né&u céac 6 can sao chép cong thirc nam lién ké thi c6 thé dung chire nang fill
handle hoac dung chirc nang Fill trong nhém Iénh Editing cda tab Home.
o Chon 6 chtra céng thirc da tao
o Buwa chuét vao nat fill hanlde, drag chuét xudng cac 6 lién ké.

fx =83"C3
. D £

Inventory Orders [N
: Item Quantity | Price Per Unit|Total Cost| ) =
3 |Plastic Silverware (box of 100) 9 $8.75 | $78.75¢ I
&« Napkins (box of 250) 12 $2.59 ~
5 Plates (box of 50) 6 $14.25
& Hot Sauce (gallon bottle) 10 $11.99

— Néu cac 6 khong lién ké thi dung chirc ndng copy va Paste, mac dinh, Excel
sao chép tat ca cac thanh phan trong céng thirc: gia tri, cdng thirc va dinh dang.
111.1.2. Théng béo 16i hay gap lién quan dén cong thirc
Khi lap céng thire, néu cong thire dung thi sé tra vé két qua 1a mot gia tri sd, mét chudi,
hodc mét gia tri logic. Nguoc lai, néu céng thirc bj 16i sé tra vé 16i twong &rng. Mot s
16i thworng gap khi 1ap cong thire trong excel:

L 6i Y nghia
i Chiéu dai cua dir liéu két qua Ién hon dé réng cta 6
#DIV/0! Céng thirc chira phép chia ma sb chia la 0 hodc réng

Do 1 trong cac trwdng hop sau:
- Cong thire tham chiéu tén 6 (khéi) khdng ton tai trong bang tinh

#NAME? R .
- Tén ham sai.
- D liéu text khéng dat trong dau “”
#NULL! Cheén khoang trang ngén cach cac 6 tham chiéu trong déi s6 ciia ham
ANUM! Sai kiéu dbi s6 trong ham hodc két qua tinh toan tao ra 1 s6 qua Ién
hay qua nho
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SREF! O duwoc tham chiéu dén bj x6a hodc bj chép chéng 1én b&i 1 6 khéac
' chra céng thire tham chiéu dén chinh 6 d6.
Loai d6i s6 hay toan t& trong ham, hay khi phép toan tham chiéu dén
#VALUE! A . A 1R
cac 6 chira di¥ liéu kiéu text

[11.2. Tuy chon tinh toan
Thiét 1ap céac tuy chon tinh toan

— Chon File, chon Options/Formulas.
— Trong phan Calculation options, bén dwéi muc Workbook Calculation, chon mét
trong cac muc sau:
o Automatic: tinh toan lai tat ca cdng thirc khi c6 bat ky thay ddi nao.
o Automatic except for data tables: tinh toan lai tat c& cong thirc (ngoai
trir bang di¥ liéu) khi c6 bat ky thay dbi nao.
o Manual: tat chrc nang tinh toan tw dong.

General

Proofing Calculation options

]
f;'r Change options related to formula calculation, performance, and error handling.

Save Workbook Calculation [] Enable iterative calculation

Language ® Automatic Magimum lterations: 100 13
() Automatic except for data tables .
Advanced . Maximum Change:  |0.001

() Manual

Customize Ribbon | Recalculate workbook before saving

Quick Access Toolbar
Working with formulas

Add-Ins -
[ R1C1 reference style'i

Formula AuteComplete ()
Use table names in formulas
Use GetPivotData functions for PivotTable references

Trust Center

Error Checking

Enable background error checking
. . . Reset Ignored Errars
Indicate errors using this celon & -

Error checking rules

Cells containing formulas that result in an error (i Formulas which omit cells in a region
Incongistent calculated column formula in tables Unlocked cells containing formulas
Cells containing years represented as 2 digits [] Formulas referring to empty cells

[#] Mumbhers farmatted as text or nreceded bv an Gl [¥] Nata entered in a tahle is invalid (0

Cancel

Thay déi sé |an Excel lap lai cong thirc

— Trong hép thoai Excel Options
— Panh diu chon hép Enable iterative calculation
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— G6 sb lan I&p lai trong hdp Maximum lterations.

— DPé aat sb lwong thay dbi tdi da gitra cac két qua tinh toan lai, gd sé lwong trong
hép Maximum Change. Sé cang nhd, két qua cang chinh xac hon va Excel can

tinh toan lai worksheet cang lau.

Tinh toan lai cdng thirc bang tay

— Pé tinh toan lai tAt ca worksheet dang mé bang tay,
ké ca bang di liéu, va cap nhat tat ca sheet dé thi

dang m&, nhan nat Calculate Now (F9) trong ribbon |Calculation [EF Calculate Sheet

Options =
Formulas .

Calculate Mow

Calculation

— Pé tinh toan lai worksheet hién hanh cung véi bat ky

dd thi nao cé lién quan dén worksheet, nhadn nat Calculate Sheet (Shift+ F9)

trong ribbon Formulas

I11.3. Cac phép toan st dung trong céng thirc

Bén phép toan théng dung thudng dwoc diing cdng thire 1a: sb hoc,

so sanh, text va

tham chiéu.
Céac phép toan trong Excel
Loai phép toan Phép toan Vidu
S6 hoc +-*/% = A2+B3
' A (IGy thira) = A2"3
. =A2 >B3
So sanh = > < >= <= <>
=A2<>B3
: (Toan t&r Range) =SUM(C4:D17)
Tham chiéu , (Toan t&r hop) =SUM(A2, C4:D17,B3)
Khoang trang (Toan tlr giao) =SUM(C3:C6 C3:Eb)
Text & (N6i chubi) = A2&” “&B3

[11.3.1. PO wu tién cua phép toan

M6t cdng thire ¢6 thé chiva cung ltc nhiéu phép tinh khac nhau. Mac
gia ndi dung cbng thirc va xt ly phép tinh theo th ty sau:

1. Toan tlr tham chiéu (refererence operator) bao gém dau hai
trdng, va diu phay

2. Phép pha dinh (-)

3. DAu phan tram (%)

dinh Excel danh

cham :, khoang
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Phép lay thwra ()

Phép nhéan (*) va phép chia (/)
Phép cbéng (+) va phép trw (-)
Phép ndi hai chubi (&)

© N o Ok

Phép so sanh (=, <, >, va td hop cac phép so sanh)

— Néu nhiéu phép toan trong 1 céng thirc cé cling dd wu tién, Excel xt ly theo thi

tw tir trdi sang phai.

— Co thé thay dbi thir tw wu tién cha cac phép toan trong coéng thirc bang cach
dung ngodc don chira phép toan nao mudn thyc hién trwdc. Bang sau minh hoa
hiéu qua cta viéc thay déi dd wu tién bén trong mét cong thire

Céng thirc Két qua
=1+2+3+4-5+6 11
=(1+2) —(3+4) —(5+6) -15
=1+(2-3)+4-(5+6) -7

Il.4. DUng tham chiéu 6 trong cdng thirc

l11.4.1. Cac loai dia chi

Céng thire trong bang tinh Excel thwdng tham chiéu dén dia chi cha cac 6 hoac khbi
cac 6 chtra di¥ liéu tinh toan. Bia chi 6 hay khéi gébm céc loai: twong dbi (relative), tuyét

dbi (absolute) hay hén hop (mixed).

— Pia chi twong déi (relative address): dia chi 6 (khéi) tham chiéu sé tw déng
thay doi theo mdi quan hé twong dbi véi dia chi ctia 6 chira cong thire khi sao
chép cong thirc. Dia chi twong déi c6 dang:

<Tén cét><chi sé dong>

Vidu: Al (Cét A,dong 1)

Vi du: cdng thirc trong & D2 tham chiéu dén 6 B2 va C2, khi sao chép cdng thirc dén

cac 6 D3 ... D7, thi dia chi cac 6 tham
chiéu ciing tw déng thay dbi theo.

- Dia chi tuyét déi (absolute
address): dia chi 6 (khdi) tham
chiéu khéng thay dbi khi sao

1
2
3
4
5
b6

7

A B C D
Tén hang | So ludng | Podn gia Thanh tién

Tivi 10 300 =B2*C2
T lanh 20 350 =B3*C3
May gidt 6 250 =B4*C4
Tivi 5 200 =B5*C5
Ta lanh 10 350 =B6*Co
Ti vi 8 300 =B7*C7

theo dia chi ctia 6 chtra cong thire khi sao chép cong thirc. Dia chi tuyét dbi co

dang:

$<tén codt>$<chi sé dong>

Vi du $A$1
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Vi du: céng thirc trong 6 E3
tham chiéu dén D3 va D1, khi
sao chép cong thwc thi D3
thay ddi twong db6i theo 6
chtra cong thwec, D1 khbng
ddi vi chi ¢6 1 ti gia. Do do

A B C D E

1 ti gia 20000

2 | Tén hang|S6 lugng| Pdn gia |Thanh tién USD | Thanh tién VND
3 [Tivi 10 300 =B3*C3 =D3*$D$1

4 |Tu lanh 20 350 =B4*C4 =D4*$D$1

5 |Maygist |6 250 =B5*C5 =D5*$D$1

6 |Tivi 5 200 =B6*Cb =D6*$D$1

7 |Td lanh 10 350 =B7*C7 =D7*$D$1

dung dia chi tuyét déi $D$1

— Diachihén hop (mixed address): dia chi 6 tham chiéu chi c6 1 thanh phan thay déi,
thanh phan con lai thi khédng dbi. Bia chi hén hop c6 dang:

$<tén cdt><chi sé dong>, vi du: $A1

Hodc <tén cét>$<chi sé dong>, vi du: A$1

Vi du:
A B C D E
1 ti gid 20000
2 |Tén hang |56 lugng| Pon gia |Thanh tién USD | Thanh tién VND
3 Tivi 10 300 =B3*C3 =D3*D$1
4 T lanh 20 350 =B4*C4 =D4*D$1
5 Maygigt |6 250 =B5*C5 =D5*D$1
6 Tivi 5 200 =B6*Ch =D6*D$1
7 T lanh 10 350 =B7*C7 =D7*D$1

— Cbng thire trong bang tinh c6 thé tham chiéu 6 trong cac sheet khac ctia workbook,
dia chi 6 tham chiéu ciing c6 thé |a twong dbi, tuyét i hay hén hop.
— Khi tham chiéu dén cac 6 trong sheet khac thi dija chi 6 cé thém tén sheet dat trudc
tén & cach nhau b&i diu !.

Vi du dé tham chiéu dén & A1l cua trang Sheetl trong workbook tén test.xIsx nam trong
folder ‘C:\PROJECTS\ MOS2013\Excel Files\’, ban nhap vao ='C: \PROJECTS\
MOS2013\ Excel Files \[test.xIsx]Sheet1’!1$A$1

l11.4.2. Cach chuyén déi kiéu dia chi

Mac dinh, dia chi 6 tham chiéu 1a dia chi twong dbi. D& chuyén dbi gitra cac loai dia chi

khac nhau:

— Chon 6 can chuyén dbi kiéu dia chi
— Nhén phim F4 nhiéu 1an dé& chuyén sang loai dia chi, theo md hinh sau:

F4 F4 Fa
Al 5 $AS1 > A$1 s $SA1 3 A1
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111.4.3. D&t tén cho khéi 6 (range name)

Mac du dung dia chi 6 trong cdng thirc la cach théng dung nhwng dia chi 6 lai khdng
moé ta dwoc vai tro cua chang trong céng thic. Excel cho phép gan tén mé ta
(descriptive name) cho céac 6, day 6, hang sb... 1am cho cong thirc dé hiéu hon.

— Dattén cho khoéi 6
o Chon 6, khbi 6 lién ké& hay khong lién ké& can dat tén
o Nhap tén trong Name box bén trai thanh cong thirc va nhan enter
o Hoac chon tab formular = Define name

— Dat tén cho hang/cét
o Chon cac hang hoac cét cia bang
tinh mudn dat tén (bao gém ca tiéu

&)

o Chon Formulas, trong nhom Define
Name, chon Create from Selection
o Trong hop thoai Create Name from
Selection, danh dau vi tri chira nhan.

Name: nhap tén khoi

Scope: Xac dinh pham vi sk
dung, c6 thé chi thudc riéng mot
worksheet, hoac dung chung
cho ca workbook

Refers to: thwc hién 1 trong céac
cach sau:

New Name

* IEN|

Hame:

Comment:

Befersto: | _cheet11SFS4:51511

Scope: Workbook "

e Nhép vao day 6 mudn dat tén

e G0 vao hang sé, bt dau véi dau bang (=)

¢ Nhép vao cbng thic 20K

Create Names from Selection 7

D Bottom row
D Right calumn

Cancel

Nhan c6 thé 1a hang d4u tién (Top Row), c6t trai (Left column), hang cubi

(Bottom row) hay c6t phai (Right column) cua vung 6 dang chon.

l11.4.4. Quan ly tén vung

Khi lam viéc v&i bang tinh Excel, tat ca cac tén vung do ngwdi dung da dinh nghia trong
cac sheet déu dwoc quan ly trong ctra s6 Name Manager.

— New: Dé dat tén cho vung di liéu mai.

— Refers to: xac dinh lai viing tham chiéu méi.

— D& thay dbi tham chiéu ctia mét tén viing c6 sén, chon tén trong danh séach, click

nut Edit.
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Hai loai tén vung chinh la:

Defined name: la tén vung dai
dién cho 10, day 0, cong thirc hay
gia tri hang.

Table name: la tén ctia bang tinh,
thong thuwdong l1a mét tap hop div
liéu gdbm nhiéu hang va cét, tén
mac dinh la Tablel, table2...
Nguwoi dung c6 thé dat lai tén
bang chra y nghia cta bang dé
dé nh& va dé st dung hon.

[11.4.5. Cach str dung tén vung

Name Manager

I

HNew... Edit... Delete

Filter -

Refers To
=Baitap5!$B520:5D...
=Baitap1!SK57:5K521

MName Value Scope

A" ACER,"5007;"...
{'600000007;"90000...

St

Workbo...
Workbo...

Comment

Refers to:
=Baitap5!SB520:5D523

=

s

Close

Muc dich cla viéc dung tén viing thay cho tham chiéu 6 la dé& lam céng thirc tré nén dé

hiéu hon.

viDy SU’ DUNG THAM CHIEU O SU’ DUNG TEN VUNG

Tham chiéu =SUM(C20:C30) =SUM(FirstQuarterSales)

Hang sé =PRODUCT(A5,8.3) =PRODUCT(Price, WASalesTax)
Coéng threc  =SUM(VLOOKUP(A1,B1:F20,5,FALSE),-G5) =SUM(Inventory_Level,-Order_Amt)
Bang C4:G36 =TopSales06

C6 thé dwa tén vung vao cong thirc bang 1 trong cac “
cach sau:

Nhap tén vung khi tao cong thtrc.

Vi duy: nhap ID thay cho vung di¥ liéu B2:B5

S dung chirc nang Formula AutoComplete:
nhap mét sb ky tw dau dai dién cho tén vung khi

B

Work items
1 First Name complete
2 Gary 58
3 Amy 49
4 Frederique 80
5 Anneliese 41
6 |TOTAL | =SUM(ID)‘|

tao cong thirc, xuat hién danh sach AutoComplete, chon tén ving thich hop.
Dung lIénh Use in Formula trong nhém Defined Names cuia tab Formulas. Chon

tén vung tr danh séch.

111.5. Thay thé cdng thirc bang giéa tri cia cong thiec

Ngwoi ding c6 thé thay thé mét phan hay ca cong thirc v&i gia tri dwoc tinh toan béi
chinh céng thirc d6. Viéc thay thé nay cé thé cai thién viéc thwce thi trong mot workbook
c6 qua nhiéu cdng thirc hay cdng thirc qué phirc tap.
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111.5.1. Thay thé ca cdng thirc bang két qua caa céng thirc

Khi thay thé cong thirc bang két qua, Excel sé x6a han cong thirc. Néu nham 14n, nhéan
Undo dé khéi phuc lai.

— Chon 6 hay day 6 chira cong thirc. Néu Ia cong thirc mang, chon day 6 chira
cong thirc mang theo céach sau:
o Chon 6 trong céng thirc mang
o Chon tab Home, chon Find & Select/Go To/Special/Current array

.|Find &
* Select=
# Find Go to: Select
1. B ‘'[Sales invoice tracker]invoice Details'1SB53:5HS A O comments O Row differences
23c Replace.. EOFQDEHYTEmkE (O Constants (O Column differences
L ustomerlookup
Description O Formulas (O Precedents
i ; Discount [+ Mumbers (O Dependents
Go To Special... Invoice M Text o
Invoice_No £ = frec on iy
Formulas M | invoiceTable [¥] Logicals () All levels
Comments gym Ei Errars O Last cell
LConditional Formatting Reference: O Blanks O visible cells anly
i =
Constants N [1invoice Details 1B3:H40] O conditional formats
- (O Data validation
Data Validation | | Special... | ® Al
i
[+ Select Objects () Same
o -
ol Selection Pane... : | oK | | Cante
il

o Nhén Ctrl+C dé copy 6 hay day 6 dwoc chon

il

o Tai nat Paste, chon tuy chonPaste Value 123
Dé thay thé nhanh céng thirc clia mét & thanh gia tri, co thé dung cach sau:
nhan F2, nhan F9, rdi nhan ENTER.

111.5.2. Thay thé mét phan cong thirc v&i gia tri tinh toan cda nd
Khi thay thé 1 phan codng thirc, phan cong thirc nay sé khong thé khdi phuc lai

— Chon 6 chwra cbng thue

— Trong thanh céng thirc, chon doan cong thirc mudn thay thé gia tri. Can phai
bao d&m chon lwa nguyén toan hang. Vi dy, néu chon ham, phai chon tén ham,
clng voi tat ca dbi sé ctia ham nam gitra c&p ngodc don.

— Pé tinh toan phan dwoc chon, nhan F9.

[11.6. Str dung ham trong céng thirc
111.6.1. Nguyén tac st dung ham:

Khi st dung ham phai nhap dung cd phap, bao gdm tén ham va danh sach cac dbi sé

Tén ham (Danh sach cac déi sé)
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— D6i sb: co thé 1a gia tri, di’a c’hi 6 hay day o, t(“?n viing =SUM(A1:A20)
hoac mét ham khac, cac doi s6 cach nhau béi dau phan ?
cach dwoc quy woc trong Control Panel f

o M®i ham c6 sb dbi sé khac nhau. M
o Khinhap tén ham, excel sé& goi y cac dbi sb cla ham

ham twong rng.
o Néu ddi sé 1a chubi thi phai dwoc dat trong cap diu nhay

111.6.2. Cach nhap ham trwc tiép

— Khi nhap triee tiép, budc ngudi dung phai nhap dang tén ham | —aY]
va danh sach cac dbi sé cia ham. Tuy nhién, khi nhap céc ky & AVEDEV
() AVERAGE

tw dau cla tén ham thi Excel hién thi danh sach cac ham cé %) AVERAGEA
cuing ky tw dau, ngwdi diing chi viéc chon £
ham thich hop.

=AVERAGEIF(|
AVERAG EIF{r-ang e, criteria, [average_range])

— Khi chon ham thich hop, excel hién thi
goi y danh sach cac déi sb.

[11.6.3. Str dung nat Insert Function
C6 thé nhap ham bang cach s dung nit Insert Function.

— Dat trd tai vi tri mudn nhap ham. search for o function
_ C“Ck nl:lt Insert Functlon trén thanh Eﬁg:g:riefdescription of what you want to do and then

C@ng thl:l’C, XUét hién cira 56 Insert Or select a category: | Most Recently Used v
. ) Select a fundction:
Function i

5UM

o Search for a Function: AVERAGE

IF
HYPERLINE

= Nhap tr khéa hay doan COUNT

MY
van ban lién quan dén || Asstumben

Returns the absolute value of a number, a number without its sign.
ham.
= Click Go hoac Enter,
= Chon ham can dung
trong hop Select a Function.

o Hozc chon nhom ham

Help on this function

trong 6 Or select a opsca test | =] - 1ogica
category, chon ham et = -

th I,Ch ho’p trong hép Checks whether a condition is met, and returns one value if TRUE, ET'Id another value if FALSE.

Se| ect a fu n Cti o n Logical_test is anyvalue or expression that can be evaluated to TRUE or FALSE.
(@] XUét hlén h@p thoal Formula result =

Function Arguments Help on this function Cancel
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chra cac md ta y nghia ctia ham, déng thdi cho phép nguoi dung dién
cac dbi s6 ctia ham.va hién thj két qua.

[11.6.4. Str dung thw vién ham (Function Library)

Thw vién ham cha tat c& cac ham trong Excel va dwoc phan thanh cac nhém gilp
nguwoi dung co thé tim kiém ham dé dang. Cach chén ham ti thw vién twong tw nhw
str dung chirc nang Insert Function

FILE HOME

IMSERT PAGE LAYOUT FORMULAS DATA REVIEW

o2 MIE-EDER B

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More
Function - Used - - - = Time~ Reference~ Trig~ Functions~

Function Library

— P4t tré tai 6 mudn chén ham

— Chon tab Formulars, chon nhém ham, va chon ham thich hop

— Xuét hién hép thoai Function Argument, cho phép chén déi s cta ham.

I1l.7. Ham trong Excel

111.7.1. Ham sé hoc

Tén ham Mo ta Vi du
INT(N) Tra vé phan nguyén cta N INT(7.8) > 7
MOD(N, M) Tra vé phan dw ctia phép chiaN/M  MOD(7,3) > 1

SUM(N1, N2, ...)

Tinh tdng cta cac sd N1, N2, ...

SUM(2, 4, 5)> 11

COUNT(val1, val2, ...)

Dém céac 6 chtra di¥ liéu sb

COUNTA()

Dém céac 6 khéng réng

MIN(N1, N2, ...)

Tra vé gia tri nhd nhat trong cac gia
tri N1, N2, ...

Min(2, 4,1) > 1

MAX(N1, N2, ...)

Tra vé gia tri I&n nhat trong cac gia
tri N1, N2, ...

Max(2,4,1) 2> 4

AVERAGE(N1, N2, ...)

Tinh trung binh céng cta cac sé N1,
N2, ...

ROUND (N, n)

Lam tron sé N dén hang thi n

Néu n>0: 1am tron dén hang th n sau d4u thap phan.
Néu n<0: lam tron dén hang the n trwdc dau thap phan.

Vi du: Round(1234.567, 2) - 1234.57

Round (987567.678, -3) > 988000
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— Chtrc nang AutoSum 3 AutoSum + Ay #

Khi st dung cac ham Sum, Count, Min, Max, Average, néu 2 &m

cac 6 chira di¥ liéu ndm lién ké nhau, thi cé thé st dung chirc Average
nang AutoSum, trong nhém I&énh Editing cta tab Home, bang .

cac dat trd tai 6 can tinh toan, click menu cta nat Iénh AutoSum ;jn

va chon ham thich hop, nhan Enter Mare Functions...

Count Mumbers

— Chtrc nang Totals trén thanh Quick Analysis

Chon day céac 6 can tinh, click céng cu A B c D g
1 |Hotén Piém
. . = . 2. ,. |2 |MyDuyén 8
Quick Analysis ngay goc phai dwdi |3 Hoa Nam 7.5
. £ A 4 | Thdi Vinh 6
cua khdi 6 dwoc chon, chon tab Total, |5 npatminh 8
e . 6 |Tung Duang 9
chon phép tinh thich hop. 7 7.7
8
o Nljt II:‘Z cho két qué ngay bén 19 FORMATTING ~ ©CHARTS  TOTALS  TABLES  SPARKLIMES
P 1
dwéi vang duoc chon. 1 = E= }
o Nl]t DZ ChO két qUé téng ném Cét 1; Sum Average  Count % Total RElrr;r;;Tg Sum

bén phai cda vung dwgc chon.
[11.7.2. Ham logic
1. Ham AND(logicall, [logical?], ...)

Ham tra vé két qua 1a TRUE néu tat c4 cac biéu thirc logical1, logical2, ... cé gia tri la
TRUE, néu mét trong cac biéu thire logic c6 gia tri la FALSE thi ham sé cho két qua la

FALSE.
Vi du:
A B C D E
1 Ngay cong Phai
2 | 25| Nit |=AND(A2>=25, B2="Ni") —— TRUE
3 26 Nit
- 27 Nam

2. Ham OR(logicall, [logical?], ...)

Ham tra vé két qua |a FALSE néu tat c4 cac biéu thirc logicall, logical2, ... c6 gia tri la
FALSE, néu mét trong cac biéu thire logic cé gia tri 1a TRUE thi ham sé cho két qua la

TRUE.
A B _ ¢ D E
Vi du: 1 Ngay cbng __Phai
' 2 | 25Nt |=OR(A2>=25, B2="Nam") —> TRUE
3 26 Nif
4 27 Nam
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3. Ham NOT(logical)

Két qua ctia ham l1a nghich dao cta dbi sé ctia ham. Néu biéu thirc logical cé gia tri la
TRUE thi ham c6 gié tri la FALSE va nguorc lai.

D E

[=NOT(OR(A2>=25, B2="Nam"))|— FALSE

A B C
) 1 |Ngay cbng _ Phai
Vi du: 2 [ 25| N
3 26 Nir

4. Ham IF(logical_test, [value_if true], [value_if false])

Logical_test: Biéu thirc diéu kién,

cO gia tri TRUE hoac FALSE

Value_if_true: gia tri trd v& ctia ham néu biéu thire logical_test c6 gia tri 1a TRUE

Value_if_false: gia tri trd vé cia ham néu biéu thirc logical_test c6 gia tri 1a FASE

Vi du: Lap cdng thirc dién gia tri cho cot két qua theo diéu kién: Néu diém >=5 thi
Dat, nguwoc lai thi ghi la “Khéng dat

A B C D E
1 |Ho tén _Diém _Két qua
2 |Mi,“r Duyén | 8| =IF(B2>=5,"Pat" "Khéng dat")|
3 Hoai Nam 7.5
4 |Thai Vinh 4
— Néu Logical_test c6 nhiéu hon mét diéu kién thi cé thé st dung két hop cac ham
AND hoac OR

Vi du: 1ap cong thirc dién dir liéu cho cot két qua theo diéu kién: Néu Trung binh>=5
va diém thanh phan phai >3 thi dat, nguoc lai thi ghi |a khéng dat.

A B C D E F G H I
1 |Ho tén Word Excel Trung binh K&t qua
2 |My Duyén | 8 2| SI=IF(AND(D2>=5MIN(B2:C2)>3),"Dat", "Khéng dat")
3 |Hoai Nam 7.5 6 6.75 bat
4 | Théi Vinh 4 5 4.5 Khong dat
5  Nh&t Minh 8 3 5.5 Khéng dat
6 |Tang Duang 9 7 8 bat

Néu ham cé nhiéu két qua tra vé

thi c6 thé str dung cac ham if 1éng nhau.

Vi du: 1ap céng thirc dién di liéu cho cot Xép loai: Néu Trung binh >8, thi xép loai

gidi, ngwoc lai, néu Trung binh >6.

5, thi x&p loai kha, nguwoc lai, néu Trung binh>=5

thi xép loai trung binh, trwodng hop con lai thi xép loai vyeu.
A B C D E F G H I ]

1 |Ho tén Word  |Excel [Trung binh |Xép loai

2 [My Duyén 8 2 51=1F(D2>8,"Giéi", IF(D2>6.5,"Khd" IF(D2>=5,"trung binh","y&u")))

3 |Hoai Nam 7.5 6 6.75

4 | Thai Vinh 4 5 4.5

5 |Nhat Minh 8 3 2.5
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5. RANK(number, ref, [order])

Ham tra vé th&r hang cGia mét sé trong danh sach céc sb, thir hang la sy twong quan
gitra gia tri clia s6 do véi cac gia tri khac trong danh sach. Cac sb co cung gia tri sé c6
cung th& hang. Cac sb tring lap sé anh hwéng dén thir hang cla cac gia tri tiép theo.

— Number: gia tri can xép th& hang

— Ref: danh séach cac s6 dé dwa vao dé xac dinh th& hang.

— Order: kiéu xép hang. C6 2 kiéu:
o 0:thtr hang giam dan
o 1:tht hang tang dan

Vi du: xép hang dwa vao diém, gia trj ciia cot diém tang thi gia tri cdia thir hang gidm

A B C D
1 Ho tén Diém Xé&p hang |
2 |Duong Hiéu 4| =RANK(B2,$B%2:$B%11,0)
3 |Nguyén Nam 6 6
4 |Lé Quyén 8 3
5 |Hoang Minh 2.0 7
6 |Tran Hing 2 10
7 |Thai Bao 4.5 8
8 D6 Duy 9 2
0 |Lé& Nhat Minh 10 1
10 Lé T4 Anh 6.5 5
11 |Nguyén Yén Nhi 7.5 4

Vi du: xép hang thanh tich chay dua, dwa vao thanh tich (thdi gian). Gia trj ctia cot
thanh tich tang thi gia tri cda th&r hang tang.

A B C D
1 Ho tén thanh tich (s)| _ X&p hang__|
2 [Duang Higu 4| =RANK(B2,5B52:5B511,1)
3 Nguyén Nam 6 5
4 |Lé Quyén 8 8
5 'Hoang Minh 5.5 4
6 |Trdn Hang 2 1
7 | Thai Bao 4.5 3
8 o Duy 9 9
9 Lé Nhat Minh 10 10
10 |Lé T4 Anh 6.5 5]
11 |Nguyén Yén Nhi 7.5 7

[11.7.3. Ham dir liéu text

1. Nhém ham tach va néi chuéi
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Ham

LEFT(text, [num_chars])

RIGHT(text,[num_chars])

MID(text, start_num,

num_chars)

CONCATENATE (text1,

[text2]...)

M6 ta
Trd vé num_chars ky
tw trai nhat ctia chubi
text
Trd v& num_chars ky
tw phai nhat cta chubi
text
Trd& vé chudi co
num_chars ky tw tw
chudi text, bat dau tw vi
tri start_num
Ham c6 thé ndi t6i da
255 chudi dé tao thanh
1 chudi don

2. Nhém ham dinh dang chudi

Ham M6 ta
LOWER(text) Ham tra vé chudi dang chir thwdng
UPPER(text)  Ham tra vé chudi dang chi in hoa
Ham tra vé chudi véi ky tw hoa dau
PROPER(text) .. .
moi tu
Ham sé bién dbi chubi dang sb
VALUE(text)

thanh sb

l11.7.4. Ham vé ngay gi¢

Vidu
=LEFT(“Sale Price”,4) > Sale
=LEFT(“Sale Price”) > S

=RIGHT(“Sale Price”,4) ->
Price

=RIGHT(“Sale Price”) > e
=MID(“Khoa cdng nghé thong
tin”,6,9)-> céng nghé

B2 chira chudi Andrea

C2 chira chudi Hauser
=CONCATENATE(B2,” , C2)
- Andrea Hauser

Vidu
=LOWER(“ANNA”) = anna

=UPPER(“anna”) > ANNA
=PROPER(“this is a TITLE”)
- This Is A Title
=VALUE(“$1000”) > 1000
=VALUE(“13:48:00")> 0.575

Khi nhap dir liéu ngay va gi®, Excel tw ddng chuyén déi thanh sé tuan tw (serial number)

biéu dién ngay, phan sb biéu dién sb gi®, phat va giay.

— Thiét l1ap dinh dang ngay gi& hé théng

&

Customize Format

DPé c6 thé tinh toan trén kiéu dir liéu ngay
va gi® trong excel, nguoi ding can thiét 1ap
dinh dang ngay gi& trong Control Panel,
bang cach:
o Khé&i dong Control Panel, chon
Region
o Click nat Additional Setting...

MNumbers | Currency | Time | Date

Example

Short date: 18/11/2015

Leng date: Thursday, Movemnber 15, 2015

Date formats

Short date: dd YY) v
Leng date: dddd, MMMM d, yyyy v

What the notations mean:
d, dd = day; ddd, dddd = day of week; M = month; y = year
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o Chon tab Date dé thiét Iap dinh dang ngay hé théng.

o Short date: nhap kiéu dinh dang ngay, gém céac dang: dd/mm/yy, m/dlyyyy,

dd/mmm/yyyy (mmm: 3 ky tw dau cta tén thang)...
o Click Apply = OK.

— Cong thire tinh toan trén kiéu div liéu ngay gio.

Dé tinh dd chénh léch gitra 2 thdi diém, chi can thwc hién phép trir gita 2 thdi diém

cho nhau.

Vi du: A B C

1 Ngay bdt dau  |Ngay két thiic S& ngay

2 | 01/10/2015] 15/10/2015|=62-A2

Két qua chia phép tinh trén di¥ liéu kiéu ngay c6 thé cé nhiéu
dinh dang khac nhau. D& c6 mét dinh dang dung theo yéu
cau, nguwdi dung cé thé chon lai kiéu dinh dang trong 6
Number format cia nhém Iénh Number trén tab Home.

Conditional
Formatting =

General

e,

L «0 .00
a0 00 0

Mumber F}
Number Format

Choose the format for your cells,
such as percentage, currency, date

[ ortime.

5

Vi du:
A B C
1 | Gi& bét dau Gid ket thic 50 gid
2 915 AM 345 PM 0.270833333

Chon lai dinh dang cho 6 sé gi® kiéu time, két qua c6 dang |_|

A B C U
1 |Giobatddu |Gio kétthic  |S6 gid
2 9-15 AM 3-45 PM 6:30

111.7.4.1. CAc ham tra vé thanh phan cta ngay va gi®

Ham

M6 ta

Vidu

YEAR(serial_number) Tra vé nam cua ddi s6 ngay

MONTH(serial_number)  Tra vé thang cta dbi s6 ngay

DAY(serial_number) Tra vé ngay cta dbi s6 ngay
Tra vé gi® cla gia tri gio, tir 0
(12:00 A.M.) dén 23 (11:00
P.M.)

Tra vé phat cta gia tri gio, tir
0 dén 59

HOUR(serial_number)

MINUTE(serial_number)

SECOND(serial_number) Tra vé giay cua gia tri gio

=YEAR(“10/4/2014") > 2014

=YEAR(“10/4/2014”) - 10

=DAY(“10/4/2014”) > 4

=HOUR(0.75) > 18
=HOUR(“07/18/2014 7:45") > 7
=HOUR(“04/12/2014”) 0

= MINUTE(*12:45:00 PM”) 245

=SECOND(“2:23:46 PM”) > 46
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111.7.4.2. Ham tra vé ngay trong tuan

1. DATE(year, month, day)

Ham DATE tra vé sb tuan tw biéu dién ngay twong (rng v&i cac dbi sé year, month, day.
Vi du: = DATE (2014, 7, 8) tra vé 41828 |a sé tuan ty biéu dién ngay 7/8/2014

2. WEEKDAY (serial_number,[return_type])

Ham trd vé ngay trong tuan (day of the week). Két qua ctia ham 1a mét sé nguyén cé
gia tri tv 1 (Sunday) dén 7 (Saturday).

— Serial_number: 1a déi sb bat budc dung dé chi ngay (date).
— Return_type: |a dbi sé tuy chon dung dé& xac dinh loai gia trj trd vé theo bang
sau:

Return_type S6 duoc tra vé

1 (gia tri mac dinh) 1 (Sunday) dén 7 (Saturday).

2 1 (Monday) dén 7 (Sunday).
3 0 (Monday) dén 6 (Sunday).
11 1 (Monday) dén 7 (Sunday).
12 1 (Tuesday) dén 7 (Monday).
13 1 (Wednesday) dén 7 (Tuesday).
14 1 (Thursday) dén 7 (Wednesday).
15 1 (Friday) dén 7 (Thursday).
16 1 (Saturday) dén 7 (Friday).
17 1 (Sunday) dén 7 (Saturday).
Vi du:
A B C

1 14/02/2015

2 | Cong thirc Mé ta Két qua

3 | =WEEKDAY(A1) |1 13 chii nhit 7

4 |=WEEKDAY(A1,2) |1 13 thit hai 6

5 |=WEEKDAY(A1,3) |0 lath{ hai 5
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3. NETWORKDAYS(start_date, end_date, [holidays])
Ham tra vé sb ngay lam viéc trong khoang tir ngay start_date va end_date, khong tinh
ngay & va ngay cudi tuan.

— Start_date: 1a dbi sb bat budc biéu dién ngay bat dau
— End_date: la dbi sb bat budc biéu dién ngay két thic
— Holidays: 1a déi sé tly chon, bao gém céac ngay nghi.

Vi du:

Date M ta

01/10/2013 Ngay bat dau dv an

01/03/2014 Ngay két thic dw an

22/11/2013 Ngay nghi

04/12/2013 Ngay nghi

21/01/2014 Ngay nghi
Cong thirc M ta Két qua
=METWORKDAYS{A2,A3) 58 ngay lam viéc clha dw dn 109
=NETWORKDAYS([A2,A3,A4) 58 ngay lam viéc cha dw én vdi 1 ngay nghi 108
10 |=NETWORKDAYS[A2,A3,A4:A6) S& ngay lam viéc cha du &n vdi 3 ngay nghi 106

Pe L3 a2

[ s B | o Ln

[f=)]

4. WORKDAY(start_date, days, [holidays])

Ham WORKDAY tra vé ngay cudi ciing ké tir ngay bat dau start_date v&i sb ngay lam
viéc days va cac ngay nghi [holidays].

— Start_date: dbi sé bat budc, chi ngay bat dau

— Days: dbi s bat budc, chi sé ngay lam viéc chinh thire, khéng ké& ngay cubi tuan
va ngay |&. Néu days la sé dwong ham sé trd vé ngay trong twong lai, néu 1a s6
am ham sé tra vé ngay trong qua khtv.

— Holidays: dbi sé tuy chon, bao gdm cac ngay nghi.

A B
Date Md ta
01/10/2013 Ngay bat d3u dw an
151 S8 ngay can hoan thanh dw an
22/11/2013 Ngay nghi

[

o L P2

5 04,/12/2013 Ngay nghi

& 21/01/2014 Ngay nghi

7 Cong thirc Mo ta Két qua

8 |=WORKDAY{A2,A3) S8 ngay lam viéc cla dw én 4/30/2014
& | =WORKDAY(A2,A3,A4:AB) SO ngay lam viéc cda dw an vdi 3 ngay nghi 5/5/2014
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111.7.5. Ham do tim

Trong Excel 2013 c6 19 ham tra ctru va tham chiéu (lookup and Reference) nhung ba
ham théng dung nhét la VLOOKUP, HLOOKUP, LOOKUP. Cac ham nay cho phép
ngwoi dung tim di liéu trong cac bang tra ctru.

1. VLOOKUP(lookup value,table array,col index num,[range_lookup])

Ham VLOOKUP do tim dwa vao gia tri trong cot dau tién ctia bang tra ctru table_array,
va tra vé gia tri & cot col_index_num nam trén cung mét hang véi hang chira gia tri
dwoc tim thay

o

Lookup_value: dbi sb bat budc, dung dé chi gia tri can do tim.

Table_array: dbi sé bat budc, ving chva di¥ liéu do tim. Gia tri trong cét dau

tién dwoc dung dé do tim, c6 thé 1a kiéu text, sd hay gia trj logic, khdng phan biét
chr hoa va chir thwdng.
Col_index_num: dbi sb bat buéc, chi thir tw cot chira gia tri két qua twong rng
v&i hang tim thay gia tri do tim. Cét dau tién trong bang dwoc tinh la cot sé 1,
cac cot tiép theo la cot sb 2, 3, ...

Range_lookup: déi sb tly chon dung dé xac dinh cach do tim.
Range_lookup 1a TRUE hoac 1: do tim gan dung, néu khong tim thay chinh
Xac gia tri do tim trong cét dau tién, thi gia tri Ién hon gan nhat duwoc tra vé,
v&i diéu kién 1a bang tra ceu phai dwoc xép theo thi ty ting.
Range_lookup la FALSE hoac 0: do tim chinh xac. Néu gia tri do tim dwoc
tim thay trong cot dau tién cta bang tra, thi gia trj twong ng trong cot két qua
dwoc trd vé, néu khong tim thay, ham sé béo 16i #N/A.

Vi du: Lap codng thire dién gia tri cho cét tén hang, dwa vao ma hang va Bang tra

A B C D

1 M3 hang Tén hang |Baon gid |

2 [so =VLOOKUP(A2,A513:$C515,2 FALSE)

4 |HI

5 NA

6 SO

7 SO

8 |HI

9 NA

10 A N

11 [ Bang tra )

12 Ma hang Tén hang Pon gia

13 |so SONY 56500(
m‘;’g B H'I I—{JTACH'_I 33{_:00c

NA NATIONAL 69500(
16 1 @ 3

Microsoft Excel 2013

Trang: 72



Vi du: Lap cdng thirc dién gié tri cho cot xép loai, dwa vao diém va Bang tra xép loai

A B c D Do gan ding
1 Ho tén Diém Xép loai |
2 [Dwong Higu 4] =VLOOKUP(B2,4E56:4F411,2, TRUE)
3 |Nguyen Nam 6 trung binh
4 |Lé Quyén 8 gioi Bang tra x&p loai
5 |Hoang Minh 5.5 trung binh Piém Xép loai
6 |Tran Hing 2 kém 0|kém
7 |Thai Bao 4.5 véu véu
8 |Po6 Duy 9 gidi 5|trung binh
9 L& Nhat Minh 10 xuat sac 6.5|kha
10 |Lé TG Anh 6.5 kha 8|qidi
11 'Nguyén Yén Nhi 7.5 khd 10{xuat sac

2. HLOOKUP(lookup_value, table _array,row_index_num, [range_lookup])

Ham HLOOKUP c6 chirc nang twong tw nhw ham VLOOKUP, nhwng Bang tra cltru
table_array dwoc td chirc dang hang, gia tri can do tim 13 hang dau tién cta bang tra.

Vi du: Lap cong thirc dién gia tri cho cot tén hang dwa vao M4 hang va Bang tra

A
M& hang

B

C

Tén hang

|Dan gid |

[so

2

SO

=HLOOKUP(A2,$B%12:$D$14
A

A

4

HI

NA

SO

S0

HI

NA

Bang tra

D

FALSE)|

Ma hang

S0

HI

NA

Tén hang

SONY

HITACHI

NATIONAL

BPaon gia

565000

380000

695000

3. Ham LOOKUP

Ham LOOKUP tra vé gia trj t&r mang mét chiéu (cot hay hang) hodc mang hai chiéu. Co

2 dang: dang vector va dang array

Dang vector

LOOKUP (lookup_value, lookup_vector, [result_vector])

o Vector la 1 cét hoac 1 hang nao do.
o Ham LOOKUP dang vector sé tim gia tri (lookup_value) trong 1 vector nay
(lookup_vector) va tra vé gia tri ¢ cling vi tri cGa vector khéc (result_vector).
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o Lookup_value: gia tri do tim.

o Lookup_vector: Hang hodc cot chira gia tri do tim, phai dwoc sap xép theo thiy
tw tang dan.

o Result_vector: chira gia tri két qua, Result_vector phai c6 cung kich thuwéc véi
lookup_vector.

Vi du: Lap cdng thirc xac dinh véi tan suét 4.2 1a mau gi?

A B C D E F G
1 |Tén suat Mau tén sudt  Mau
2 414  do | 4.2|=100KUP(D2,A2:A6,82:86) ==p CAM
3 4.19 cam — .
4 5.17|  vang Ham trd vé két qua twong ung véi gia trj I1én nhat
5 5771 luc nhuwng nhd hon gia tri do tim
6 6.39 lam
— Dang array

LOOKUP (lookup_value, array)

Ham LOOKUP dang array do tim trong hang hay cét diu tién ctia mang (array) va

tré vé gia tri twong &ng cling vi tri trong hang cudi hay cét cudi ciia mang. Chirc

nang cta ham twong tw nhw ham HLOOKUP va VLOOKUP.

o Lookup_value: gia tri can tim. Néu khéng tim dwoc thi ham sé xem gia tri Ién
nhéat trong mang nhwng nhé hon gia tri can tim.

o Array: mang nhiéu hang nhiéu cét.

Vi du:
A B C D E F
1 Ho tén Piém Xép loai |
2 |Duong Hiéu 4| =LOOKUP($B%2:$B511,5E45:4F%11)
3 |Nguyén Nam 6|trung binh
4 |Lé Quyén B8 |gidi Bang tra xép loai
5 |Hoang Minh 5.5|trung binh Piém Xép loai
6 |Tran Hing 2|kém 0lkém
7 | Thai Bao 4.5|yéu 4|yéu
8 P06 Duy 9|qidi 5|trung binh
9 L& Nhat Minh 10 |xuét sdc 6.5 |khd
10 |Lé T4 Anh 6.5|kha 8| gioi
11 |Nguyén Y&n Nhi 7.51khd 10|xudt sac
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111.8. Bai tap chwong 3

Bai 1: Phan biét va cach st dung loai dia chi, cac phép toan co’ ban

1. Lap 1 cdng thire dién gia tri cho cac 6 1a bang clru chwong tir 1 dén 20, s dung
loai dja chi thich hop dé copy cong thirc cho tat ca cac 6 trong bang. C6 thé st
dung tén vung: Chon vang A1:T1 dat tén la Hang, chon vuang A1:A20, dat tén la
Cot, sau do lap cong thwe tai 6 B2: Hang*Cot

A B C D E F G H I J K L M N o P a R 5 T
11| 2| 3|4a|5|6|7|8|9 (1011|1213 |14]|15]|16| 17|18 | 19| 20
2| 2
3 3
4| 4
5 5
6 6
77
8 8
9 9
10| 10
11| 11
12| 12
13| 13
14| 14
15| 15
16| 16
17| 17
18| 18
19| 19
20| 20

2. Cho bang tinh nhw hinh
TONG KET BAN HANG
et Ly ; THANG 02/2015 2.5% THANG 03/2015 2.3%
TEN HANG DON GIA SOLUONG | TRIGIA PHIC.CHO | SOLUONG | TRIGIA | PHiC.CHO
Td lanh 120 12 15
Péu Video 140 10 24
Ampli 70 25 12
Cassette 50 15 10
Radio 30 20 24
Photocopy 140 10 15
Mainboard 350 10 10
Bia cirng 220 25 30
|Dia Maxcell 60 100 150
Ram 120 20 15
Keyboard 15 50 50
Mouse 5 100 50
Yéu cau:

1. Chén thém cét Sé TT truwdc cot Tén hang, dung chire nang Fill handle dién gia tri
chocotSHTT.
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2. Lap cong thirc dién gia tri cho cdt tri gia trong thang 2, sir dung loai dia chi thich
hop dé chép cong thirc nay cho cot tri gia trong thang 3. Trong do:
— Tri gia cta thang 2 =S6 lwong cla thang 2*Pon gia,
— Tri gia cha thang 3 =Sé lwong clia thang 3*Pon gia
3. Lap cong thirc dién gia tri cho cot Phi chuyén ché cla thang 2, st dung loai dia
chi thich hop dé& chép céng thirc nay cho cét trj gia ctia thang 3, trong do:
— Phic.chd cta thang 2 = Tri ctia thang 2 * ti 1é phi chuyén ché cua thang 2,
— Phic.ché cta thang 3 = Tri cda thang 3 * ti 1é phi chuyén ché cua thang 3
Duing chirc ndng AutoSum tinh téng tri gia va phi chuyén ché trong thang 1 va 2.
Dung chirc ndng Freze Panes cb dinh dong tiéu dé cua bang tinh.
Binh dang don vi tién té cho cét tri gia va phi chuyén ché 12 $
Dung chirc nang ConditionalFormatting t6 mau nhirng dong c6 don gia >100
Bai 2: Str dung cac ham Year, Today, If, Round, Sum, Min, Max, Average, Rank,
Proper

N o o b

Cho bang tinh nhw hinh

BANG PIEM
S6TT Ho Tén Ngay Sinh Tudi IT):;“; f,::::’ Ng?;‘:’;gﬁ Téng T];':]'Lg Két Qua
nguyén vin tim 29/09/1995 4 5 3
nguyén thi hing 21/10/1997 5 2 8
ngd thi nga 09/09/1996 6 6 6
trén thién thu 27/12/1998 2 5 5
1am hoang cat 28/08/1995 7 5 7
12 hoai son 29/10/1993 8 5 7
1y 1am 03/11/1999 9 5 8
trin vin trung 23/09/1996 4 5 6
nguyén vin trang 11/12/1998 6 5 5
1y thu nga 30/10/1997 3 4 6
nguyén vin hing 20/09/1995 4 4 6
trén thi phuong 29/08/1994 7 7 6
v cong thanh 01/10/1998 8 8 5
1¢ vin minh 09/09/1996 3 9 8
dogin hoa 19/04/1995 5 8 9
PIEM TONG
TRUNG BiNH
CAO NHAT
THAP NHAT
1. Dung chirc nang Fill handle dién di¥ liéu cho cotsO TT
2. Dung ham Proper chuyén cét Ho tén thanh dinh dang kiéu chir hoa ddu méi tw
3. Lap cong thire dién dir liéu cho cot tudi
4. Dung chirc nang AutoSum tinh cét Tong
5. Lap cong thirc dieén dir liéu cho cdt Trung binh =(Toan*2 +Van*2+Ngoai ngir)/5

lam tron 1 sb 18.
6. Lap cong thirc dién dir liéu cho cot K&t qua: Néu Trung binh >=5 thi két qua la
dau, nguoc lai thi két qua 1a rét.
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7. Lap cdng thire tinh tbng diém, trung binh, diém thap nhét, cao nhat cho cac cot
Diém toan, van, ngoai ngiy

8. Dinh dang cac co6t diém sao cho diém dwéi 5 c6 mau dé va in dam

9. Dung chirc nang Freeze Panes cd dinh dong tiéu dé cha bang tinh

10.Dung chirc ndng conditional formatting t& mau nhitrng hoc sinh ¢c6 diém trung
binh cao hon diém trung binh ctia ca Iép.

11.Lwu bang tinh v&i tén Bai2_chuong3.xlsx trong 6 dia lam viéc.

Bai 3: Str dung cac ham: Right, INT, MOD, IF,
Cho bang tinh nhw hinh

BANG DOANH THU KHACH SAN ABC
_ _ Ti gié _ _ _ 21000
p::]g pll-lz“l::g Ngay thué Ngay tra S(:hnugéay S6 tuan [S6 ngay lé TleILpslg)ong Tha\?h?l;len
100VIP 30/07/2015 19/08/2015
201NOM 21/10/2015 27/10/2015
205NOM 25/05/2015 07/06/2015
209NOM 27/09/2015 03/10/2015
102NOM 27/08/2015 12/09/2015
107VIP 29/09/2015 01/10/2015
109NOM 26/06/2015 05/07/2015
210VIP 20/09/2015 13/10/2015
202VIP 24/09/2015 24/09/2015
102NOM 26/08/2015 12/09/2015
107VIP 19/09/2015 01/10/2015
109NOM 01/06/2015 05/07/2015
210VIP 30/09/2015 13/10/2015
202VIP 24/09/2015 24/09/2015
Y&u cau:

1.
2.

Lap céng thire dién dir liéu cho cot loai phong dwa vao 3 ky tw cubi cia Ma phong
Tinh s6 ngay thué dwa vao cot ngay thué va ngay tra, néu ngay thué va ngay tra
bang nhau thi tinh 1 ngay.

Dwa trén sb ngay thué, tinh sb tuan (1 tuan 7 ngay, dung ham INT)

Dwa vao sb ngay thué tinh sé ngay & (sb ngay khéng di mét tuan, dung ham MOD)
Tinh tién phong (USD) = Sé tuan* Pon gia tuan + Sé ngay * 30, trong dé gia tuan
cua loai phong VIP la 200, loai phong NOM la 150

Thanh tién VND = Thanh tién USD*i gia (Chu ¥ loai dia chi)

Dinh dang don vj tién ctia co6t Thanh tién USD |14 USD, co6t Thanh tién VND |a Ddng
Dinh dang cét Thanh tién VND dang Data bars (Chon cét Thanh tién VND --> Chon
Conditional Formatting -> Data Bars)

Chén Header: Lé trai Bai tap 4, Lé& phai: Ngay hién hanh, Footer: Lé trai: Ho tén SV,
Lé phai: S6 trang

10.Déng khung bang tinh, hiéu chinh 1& trang sao cho ndi dung bang tinh nam trén 1

trang
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Bai 4: Dung cac ham Average, Round, Sum, cac ham If 16ng nhau, Rank, Min.
Cho bang tinh nhw hinh

BANG TONG KET PIEM

No. |Student|Coursel| Course2 Course 3 Average Result Rank Rewarded
Luc 8 15 9
Estelle 4 15 16
Laurent 11 6 8
Paul 17 16 3
Léa 17 18 10
Murielle 6 5 13
Thierry 18 19 15
Laura 15 8 6
Nick 15 4 16
Paul 6 11 18
Anne 16 17 5

1. Dung chtrc nang Fill handle dién dir liéu cho cot No. c6 dang No.1, No.2, ...
2. Lap coéng thirc dién di liéu cho cot Average = trung binh cdng ctia 3 cot course 1,
2,3,lamtron 2 sb 1&

3. Lap cong thirc cho cdt Result dya trén Average theo tiéu chi sau:

— Né&u avrerage <10 thi Result la Fail

— Néu Average tir 10 dén dwdi 12 thi Result 1a Pass
— Néu Average tir 12 dén dw@i14 thi Result Ia Good

— Néu Average tir 14 dén dwi16 thi Result 1a Very Good

— Nguwoec lai, néu average >=16 thi Result 1a Excellent
Lap cong thirc x&p hang cho cét Rank dwa vao Average

4. Lap cong thirc dién dir liéu cho cot rewarded (khen thwdng) véi diéu kién: Néu
diém trung binh (Average)>12 va khéng c6 diém thanh phan <10 thi dwoc thudng
“mot khoa hoc mién phi 1 thang.”

5. Dung chirc nang Conditional formatting t& mau nhirng sinh vién cé diém trung binh

(Average) cao hon diém trung binh cta ca 16p.

6. Dinh dang bang tinh dwéi dang Table (Format as table), loc ra danh sach nhirng
sinh vién dwoc khen thwdng, sau dé chép két qua sang vi tri khac va xda diéu kién

loc.
7. Chuyén bang tinh sang dang binh thwérng (Chon bang tinh > Convert to range).
8. Lwu bang tinh vé&i tén baitap4_chuong3 sau dé dong lai.
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Bai 5: Str dung cach dinh dang dir liéu nhap, loai dia chi, cAc ham IF, And,
Vlookup, Min, Max, Average
Cho bang tinh nhw hinh

Bang téng két diém giira ky

Ho tén Ma sinh vién Test1 Test 2 Test 3 Trung binh test | Bai tip vé nha ;rf:l:a:;nkr; Kétqua |khen thwong

Nguyén Hoang 011-12-2333 8 71 g4 Bat

Phuang Vi 444-55-6666 10 7 8 Khéng dat

Théi Bao 777-88-9999 7 7 6 Dat

Hoang Minh 123-45-6789 6.5 6.5 6 Pat

Lé Nam 999-99-9999 7 7 6 Bat

Hé Tri Diing 868-68-8888 9 9 7 Pat

Tran T 100-00-0000 5] 4 4 Khéng dat

Lé Hoang 222-22-2222 75 7 95 Bat

Pham Tung 200-00-0000 8 9 7 Pat

Tran Ta Vi 444-44-4444 8.2 7.8 77 Khéng dat

Nguyén Duy 555-55-5555 6 88 5 Khang dat

Ti lé cua cac bai test 30% 30% 40%] piém thwéng Két qua

Trung binh cua lép bai tap ve nha 0 F

Diém cao nhét 3 6 D

Diém thap nhat 7 [o4
8 B
9 A

1. Thiétlap dinh dang cach nhap liéu cho cot Ma sinh vién sao cho khi nhap 011122333
thi cho két quad la 011-12-2333. HD: M& hop thoai Format cells, trong khung
Category, chon Number, chon Custom, trong 6 Type, nhap dinh dang 000-00-0000

2. Trung binh Test= tdng ctia CAc Test*ti |& cla bai test twong &ng (VD: Test1*Ti &
cta Testl (30%). (S dung dia chi tuyét déi)

3. Trung binh gitra hoc ky: Néu bai tap vé nha la “Pat” thi Trung binh hoc ky =Trung
binh Test+Diém thwéng bai tap vé nha.(st dung dia chi tuyét déi), ngwoc lai, néu
la “khéng dat” thi Trung binh hoc ky =Trung binh test. Lwu y, néu Trung binh
test+diém thwdng cla bai tap vé nha >10 thi lay 10.

4. Lap cong thirc dién div liéu cho cot Két qua dwa vao diém Trung binh gitra hoc ky
va bang Két qua (Dung ham Vlookup va kiéu do twong twong dbi).

5. Khen thuéng: Néu nhirng sinh vién c6 Trung binh test>=8 va Bai tap vé nha la “Dat”
thi dién “Cong 1 diém vao trung binh cudi ky”, nguoc lai thi dé tréng.

6. Lap cong thire dién di liéu cho cac & trung binh, diém cao nhéat va thap nhét cia
cac bai test trong ca I&p (trong bang bén dwai)

7. Dinh dang mau dé nhirng diém Test<5 va bai tap vé nha khéng dat
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Bai 6: Str dung cac ham th&i gian Workday, Networkday, Vlookup, Hlookup
Cho bang tinh nhw hinh
QUAN LY DY AN

M3 NV nll;légnt:i';n Cﬁnl\:\atiéc Tén cong viéc | Ngay bat dau | Ngay két thic 522::‘1 Lwong chséonzglaé:h Thwéng/Phat |Téng lweng
0001 Trin Duy LT 14/10/2015

0002 Hoang Cat PT 08/03/2015

0003 L& Son LT 31/10/2015

0004 Ly Lim LT 15/09/2015

0005 Trin Trung PT 10/03/2015

0006 Ly Thu Nga TK 24/06/2015

0007 Van Hang TK 01/06/2015

0008 Trin Phwong LT 18/11/2015

0009 VoThanh PT 05/03/2015

0010 Nguyén Nam LT 15/11/2015

0011 Lé Van LT 02/09/2015

0012 Hoang Anh PT 15/03/2015

Théng tin dw an Bang lwong nga
Cac ngay nghi 18 Ma cong viéc|Tén céng viéc |[Ngay BD $6 ngay thwc hiéNgay KT PT TK LT

09/01/2015 PT Phén tich HT 01/01/2015 45 $27 $41 $23
15/03/2015 TK Thiét ké HT 07/03/2015 76

30/04/2015 LT Lap trinh 24/06/2015 100

Yéu cau:

1. Tinh ngay két thiic ctia mdi cong viéc trong bang Théng tin dw an, khéng tinh cac
ngay nghi & (Dung ham WORKDAY).

2. Lap cong thirc dién dir liéu cho cot Tén cong viéc, ngay bat dau, dwa vao Ma céng
viéc va tra trong bang théng tin dw an.

3. Sb ngay céng ctia mdi nhan vién dwa vao ngay bat dau va ngay két thic, khéng tinh
cac ngay nght lé.

4. Lwong: Dwa vao Ma cbng viéc va tra trong Bang lwong ngay.

5. Sé ngay chénh léch gitra S6 ngay dw kién ctia méi cdng viéc trong dw an véi sb
ngay lam thwc té cia mdi nhan vién déi véi mdi cong viéc. S6 ngay dy kién cia méi
cong viéc tra trong Bang théng tin dw an.

6. Néu nhan vién lam sém hon s ngay dw kién thi dwoc thwédng méi ngay gap doi
lwong ngay, ngwoc lai, néu tré thi bi phat méi ngay bang dung lwong ciia mét ngay.

7. Tbéng lwong: lwong + thwéng hoac lwong —phat, dinh dang don vi tién 1a $

8. Dung chirc nang Conditional t&6 mau cac dong c6 ngay két thic trong thang 11
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Bai 7: Str dung cac ham Vlookup, HLookup, Left, Right, Mid, IF

BANG THONG KE KET QUA THI HQC SINH GIOI

Mai thi sinh| Tén thi sinh Tén Trudng Mobn thi |Diém thi| Xép loai Bang tra tén trudng Bang tra xép loai

NKS2TH |trdn vinh 8.09 Ma Trwomg Tén trudmg Diém Xép loai

NK10TO |Ié vinh 6.1 TR Trin Bai Nghia 5|Trung Binh

SP93SN |pham quin 6.87 LE L& Hong Phong 6.5Kha

TR23SN |trdn quin 7.04 GD Gia Pinh 8|Gioi

GD13TH |Ié hoang 7.52 NK Ning Khiéu 9.5 |Xuit sic

LES6SN _|trdn quin 7.11 TH Nguyén Thugng Hién

GD74TH |Ié quéan 7.89 SP Sur Pham

TR73TO | vién 6.1

LE20TH |lé van 6.87 Bang tra mén thi

NK73TO |18 thuy 8.2 M3 Mén hoc TO SN TH

NK73TO |pham quin 9.86 Tén Mon thi | Toan Ngoai ngit | Tin Hoce

NK31SN _|pham vinh 9.66

GD59SN _|trin my 9.87

TR15TO |18 hoang 5.68

TH90TO |I€ nguyén 7.92

Yéu cau

1. Lap cong thirc dién dir liéu cho cot Tén trwéng dwa vao 2 ky tw dau cia Ma thi
sinh va tim trong Bang tra tén trudng.

2. Lap cong thirc dién div liéu cho cot Mén thi, dwa vao 2 ky tw cudi cia Ma thi sinh
va tim trong Bang tra Mén thi.

3. Lap cong thirc dién dir liéu cho cot Két qua, dwa vao Diém thi va Bang tra Xép loai,
lwu y kiéu do tim.

4. Lap codng thirc ddi dinh dang cot Tén thi sinh c6 dang chir hoa dau méi tur.

5. Dinh dang bang tinh cé dang Table (Fromat as table), loc ra danh sach nhirng thi
sinh dat két qua Ia gioi

6. Dung chirc nang Conditional Formatting
a. Dinh dang cot Biém thi sao cho nhirng thi sinh c6 diém >9 cé dang in dam va

mau do.

b. Té mau xanh nhat nhitng dong c6 diém >=5 va <=8

7. Chén thém cot khen thwdng: néu thi sinh cé diém >9 thi thuwdng, néu thi Toan thi
thwdng mot May tinh CASIO DR-123TM, ngworc lai néu thi Ngoai ngir thi thwéng
may hoc tiéng anh, néu la Tin hoc thi thwdng mét may tinh bang

8. Dinh dang bang tinh nhw hinh, chén Header la ho tén hoc vién, Footer trai: Bai tap

7_chwong 3, 1& phai la ngay hién hanh.
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11.9. Bai tap thwe hanh MOSExcel2013

1. M& workbook Excel 3-1, thwc hién cac thao tac sau trén worksheet Sales:
a) Chuyén bang dir liéu A2:M23 sang dang table bao gébm dong tiéu dé. (giir lai
cac dinh dang hién co)
b) Gan tén Toys2013 cho table.
c) Dichuyén cét July vao gitra 2 cot June va August.
d) Di chuyén ddng thoi cac dong Linda, Max, Nancy vao gitra hai dong Kay va
Olivia.
e) Thém moét dong vao bang cho salesperson c6 tén la Raina, gi(ra hai dong
Quentin va Steve.
f) Thém mét dong vao cudi bang cho salesperson cé tén William.
g) Thém moét cét co tén December vao bén phai clung cua bang.
2. M& workbook Excel_3-2, thwc hién cac thao tac sau:

a) binh dang bang di¥ liéu c6 dang table (Format as TABLE TOOLS
table) 4p dung kiéu Medium table style, chon kiéu '®V = DEsIGN
medium tuy y sau d6 ap dung banded rows. ) Header Row LI First Column
i . ., . 2 x Total Row Last Column
b) Hiéu chinh thudc tinh cua table style dé nhan manh
. . i +/| Banded Rows Banded Columns
c6t dau va cot cudi cua bang. (first columns va last Table Style Options

columns)

c) Thém mét dong tinh tdng vao bang va dat tén cho dong la Average. Xba cdng
thire tinh téng trong tai cot Year. Tinh trung binh ctia mdi thang trén dong méi
thém.

d) Trong worksheet Bonuses, xéa dinh dang ctia bang ToyBonus

3. M& workbook Excel_3-3a, trong worksheet Bonuses, s dung chirc nang filter
hién thi nhirng dong ma gia tri trong cot bonuses < $2,500.00.
4. M& workbook Excel 3-3b workbook, thwc hién cac thao tac sau trong worksheet

Sales:

a) Sap xép dir liéu tang dan theo category va unit price.

b) Sap xép dir liéu gidam dang theo category va name.

c) Xbéa nhirng gia tri trung I&p trong cét supplier.
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Chuong IV Ham thong ké va cac
thao tac vé&i co s& dir liéu

Noi dung

Céac ham théng ké
Céac ham théng ké mét diéu kién
Céac ham thdng ké nhiéu diéu kién
Co s¢& dir liéu trong Excel
Cac thao tac véi co sé dir liéu
Chtre ndng sdp xép va trich loc di liéu
Chure ndng théng ké Subtotal
Chure néng théng ké Pivot Table

IV.1. Ham théng ké
IV.1.1. Ham thong ké mét diéu kién
1. COUNTIF(range, criteria)

Ham Countif dwoc st¢ dung d& dém céc 6 trong day 6 (range) ma né théa man diéu
kién (criteria) xac dinh.
— Range: D&y cac 6 chira diéu kién dém
— Criteria: Biéu thirc diéu kién dé xac dinh 6 nao can dwoc dém. Biéu thirc diéu
kién thworng chira cac phép so sanh, dia chi 6 hodc chubi.

Vi du: cho bang tinh nhw hinh bén dwoi

A B C D E
T‘en 50 Cdng thire str dung ham countif kef dién giai
hang |lwong qua
2 |Tao |20 =COUNTIF(A2:A9, "Tao") — 3 |58 6 trong cot tén hang chira "Tao"
3 |Cam |75 =COUNTIF(A2:A9, A8) — 2 |S8 6 trong cOt tén hang chira "Dao"
4 |Dao (30 =COUNTIF(B2:B9, ">50") — 3 |56 6 trong cdt sO lwgng chira gia tri >50
5 Tao |40 =COUNTIF(B2:B9, "<>"&B3) — 6 |S8 6 trong cot s lugngchira gia tri khac gia tri trong 6 B3
& |Cam (20 =COUNTIF(B2:B9,">20")-COUNTIF(B2:89,">50")|— 2 |S8 & trong c6t sO lugngchtra gid tri >20 va <50
7 Tao |10 =COUNTIF(A2:A9, "*ao0") — 3 |S8 6 trong cOt tén hang chita hai ky ty cudila "ao"
3 Dao |75 =COUNTIF(A2:A9,"C*") — 3 |S8 8 trong cdt tén hang chiva ky tv dau la"C"
g [Cam |86 =COUNTIF(A2:A9, "?a*") —3 |S86 trong cOt tén hang chira ky ty thit hai 3 "a"
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2. SUMIF(Range, Criteria, [sum_range])

Ham sumif tinh téng céac 6 trong ddy sum_range néu & twong trng trong day range
thda man diéu kién criteria

Range: D&y cac 6 lam tiéu chuan dé tinh téng.

Criteria: Biéu thirc diéu kién tinh tdng, c6 thé 1a sb, dia chi 6, chudi hoac ham.

Sum_range: la dbi sé tuy chon, dung dé xac dinh day 6 dwoc tinh tbng. Néu ddi
s6 sum_range bi bé qua, thi Excel sé cong cac 6 trong déi sb range.

Vi du: Cho bang tinh nhw hinh bén dwéi
A B C D

1 |M3thang  |S8Iwong  [Don gid Thanh tién

2 Dell 15 650 9750

3 Vaio 20 550 11000

4 Hp 20 450 9000

5 |Lenovo 10 700 7000

6 |Dell 12 650 7800

7 Vaio 10 800 8000

8 hp 12 450 5400

9 |Lenovo 15 750 11250

10 |Vaio 10 850 8500

11 Dell 20 800 16000

Yéu cau Céng thiic Két qua

Tong tién cia mat hang Dell =SUMIF(A2:A11, "Dell",D2:D11) — 44800
Tong tién cta cic mét hang cd s6 lwgng >10 =SUMIF(B2:B11,">10",02:D11) — 70200
Tong tién cta cic mat hang cd don gia > gid tri trong C3 =SUMIF(C2:C11,">"&C3,02:D11) — 68300
Tong 56 lwdng clia céc mat hang cd 56 lrgng >10 =SUMIF(B2:B11,">10") —114

Lwu y: khéi sum_range khdng bat budc phai cling kich c& va hinh dang véi khdi range.
Cac 6 duoc cong sé bat dau tir 6 trai trén nhat trong khdi sum_range, sau d6 bao gém
céac 6 twong rng vé kich ¢& va hinh dang véi khéi range. Vi du:

N&u Range I3 Va sum_range la
-,"-"11:1"-"15 o B1:B5
AT:A5 B1:B3
AT:B4 C1D4
A1:B4 C1:C2

Cac 6 dwoc cong

B1:B5
B1:B5
C1:D4
C1:.D4
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3. AVERAGEIF (range, criteria, [average_range])

Ham averageif tinh trung binh céng cac 6 trong day Average_range néu 6 twong (rng
trong ddy range thda man diéu kién criteria.

Vi du: Cho bang tinh sau:

B

C

D

: | Tén thisinh Mén thi Diém thi

2 ||Trén Vinh Tin Hoc 8.09
3 ||L& Vinh Toan 6.1
2 ||[Pham Quan Sinh ngir 6.87
s |Tran Quén Sinh ngtlk 7.04
& |L& Hoang Tin Hoc 7.52
7 ||Tran Quén Sinh ngtlk 7.11
z |[L& Quan Tin Hoc 7.89
o ||Lé Vién Toan 6.1
10|[L& Van Tin Hoc 6.87
11 ||Lé Thuy Toan 8.2
12 ||Pham Quan Toan 9.86

— Tinh trung binh theo mét diéu kién co gia tri xac dinh

Tinh diém trung binh ctia mén “Tin hoc”

= AVERAGEIF(C2:C12,"Tin hoc",D2:D12)

Tinh diém trung binh cGia mén “Anh van”

= AVERAGEIF(C2:C12, "Anh van",D2:D12)

Tinh diém trung binh cGa mén “Toan”

= AVERAGEIF(C2:C12,"Toan",D2:D12)

— Tinh trung binh theo tat ca cac diéu kién trong vung diéu kién

Vi du: Tinh diém trung binh cta ttrng mén hoc trong bang thdng ké:

F G H
| Mén thi | Biém trung binh

|Anh van |=AVERAG EIF($CS2:5C512,F2,$D$2:D$12)

Toan

Tin Hoc AVERAGEIF{range, criteria, [average_range])

IV.1.2. Ham théng ké c6 nhiéu diéu kién

Pé co thé 1ap cong thic 1 14n, sao
chép cdng thdrc cho cac 6 con lai,
str dung dia chi 6 chira diéu kién

1. SUMIFS (sum_range, criteria_rangel, criterial, [criteria_rangeZ2, criteria?] ...)

Ham sumifs dwoc st dung dé tinh tng cta di¥ liéu ving dir liéu sum_range ma thda
man déng thoi cac diéu kién criterial, criteria2 ... trong cac vung diéu kién
criteria_rangel, criteria_range2 ... twong wng.
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Vi du: cho bang tinh nhw hinh bén

A B C
Tén hang Nhan vién ban hang s6 lwong
2 |Apples Anne 5
3 |Bananas Lee 4
4 Apples John 15
5 Artichokes  [Anne 3
& Apples Lee 22
7 Artichokes  [Anne 12
% Bananas John 10
o Apples John 33
— Tinh téng theo cac diéu kién cé gia trj cu thé
Yéu cau Céng thirc Két qua
Tinh tdng s6 Iwong cac mat hang
A , SUMIFS(C2:C9, A2:A9, "Apples”,B2:B9,"John") 48
Apples do nhéan vién John ban
Tinh tong so6 lwong cac mat hang
c6 tén bat dau bang ky tw A do SUMIFS(C2:C9,A2:A9,"A*", B2:B9, "Anne") 20
nhan vién Anne ban

— Tinh téng cua tat ca cac diéu kién

Théng ké tdng sb lwong cua tirng mat hang do tirng nhan vién ban

Nhan vién Anne Lee John
_Mét hang
Apples =SUMIFS(5C%2:5C%
Bananas
Artichokes

2. COUNTIFS (criteria_rangel, criterial, [criteria_rangeZ2, criteria?] ...)

Ham countifs dwoc str dung d& dém céc 6 thda man dong thdi cac diéu kién criterial,
criteria2 ... trong cac vung diéu kién criteria_rangel, criteria_range2 ... twong &ng.

Vi du: cho bang tinh nhw hinh bén : : L c o
) i ; 1 BANG TONG KET DIEM
— Pém so thi sinh cla trrdng Néng khieu thi |: Ma thisinh| Tén thi siuh Tén Truong | Mobn thi
R , 3 |NK52TH  |Tran Vinh Nang Khieu Tin Hoc
mon Toan. s [NK10TO |Lé Vinh Nang Khigu Toan
5 |SP93SN Pham Quén S Pham Sinh ngit
— - L N , s |TR23SN  |Trin Quin Trén Pai Nghfa |Sinh ngit
=COUNTIFS(C3:C16,"Nang khieu",D3:D16,"Todn") ||, Gpizta  |Lé Hoane Gia Dinh Tin Hoc
s |[LES6SN  |Trin Quin L& Hong Phong |Sinh ngi
5 GD74TH  |Lé Quin Gia Pinh Tin Hoc
10|TR73TO  |Lé Vién Trén Pai Nghia |Toén
11 LE20TH Lé Vin Lé Hong Phong | Tin Hoe
12 NK73TQ  |Lé Thuy Nang Khiéu Toin
13|NK73TO  |Pham Quén Ning Khiéu Toan
12|NK31SN  |Pham Vinh Nang Khiéu Sinh ngit
15 |GDS9SN | Trin My Gia Binh Sinh ngit
15| TRISTO  |Lé Hoang Trén Pai Nghia |Toén
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— Théng ké téng sb thi sinh cda ting trwérng tham gia mdi mon thi 1a bao nhiéu?

E F G H
B Treeng | \ang khiéu|Le Hang Phong| Trin Dai Nghia
> ||Anh van —COUNTIFS($C$2:3C516,5E2,9852:5B$16,F$1)
3 ||Tin hoc 2 1 1
4 || Toan 3 0 3

3. AVERAGEIFS (average range, criteria rangel, criterial, [criteria_range2,

criteria?] ...)

Ham averageifs dwoc st dung dé tinh trung binh cta di liéu trong ving dir liéu
average_range ma né théa man dong thoi cac diéu kién criterial, criteria2 ... trong cac
vung diéu kién criteria_rangel, criteria_range2 ... twong &ng.

Vi du: cho bang tinh nhw hinh

5]

w

A B c D
Tén thi sinh Tén Trwéng Mén thi Biém thi
Tran Vinh Nang Khiéu Tin Hoc 8.09
Lé Vinh Nang Khiéu Toan 6.1
Pham Quén Lé Héng Phong Anh van 6.87
Tran Quan Tran Bai Nghia Anh van 7.04
Lé Hoang Nang Khiéu Tin Hoc 7.52
Tran Quéan Lé Héng Phong Anh van 7.11
L& Quan Tran Dai Nghia Tin Hoc 7.80
Lé Vién Tran Dai Nghia Toan 6.1
Lé Van Lé Héng Phong Tin Hoc 6.87
1 |Lé& Thuy Nang Khiéu Toan 8.2
Pham Quan Nang Khiéu Toan 0.86
Pham Vinh Lé Héng Phong Anh van 0.66
Tran My Nang Khiéu Anh van 9.87
Lé Hoang Tran Bai Nghia Toan 5.68
Lé Nguyén Tran Dai Nghia Toan 7.92

— Tinh diém trung binh clia mén Toan cla cac thi sinh thudc tredng Nang khiéu

=AVERAGEIFS(D2:D16,C2:C16,"Toan",B2:B16,"Néng khiéu")

— Thbng ké diém trung binh cda ttetng mdn theo tirng trwong

F G H ]
I Trwong | Nsng khiéu|Le Hng Phong| Trin Dai Nghia
> |Anh vin —AVERAGEIFS($D$2-$D$16, $C$2-5C$16,$F2,$B52:$B$16,G51)
3 |Tin hec 2 1 1
4 |Toan 3 0 3
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IV.2.Co s& dir liéu trong excel

Trong Excel, danh sach di liéu (data list) hay co' s& di¥ liéu (database) la mot bang div
liéu c6 cAu truc dac biét: mbi cot chi chira théng tin ca moét d& muc nhw tén cong ty,
sb dién thoai...; méi hang chra toan b théng tin vé moét thue thé cu thé ndo d6 chang
han toan bd théng tin ctia cong ty ABC, cla khach hang than thiét,...

Mét bang tinh nao ciing c6 thé tré thanh data list néu dap (rng cac rang budc sau:

— Ca4c tiéu dé cia méi cot cuing nam trén 1 hang, méi tiéu dé cot chi chiém 1 6 don,
c6 ndi dung duy nhat.
— Hang di liéu diu tién phai nam ngay bén dwéi hang tiéu dé, khdng cé hang tréng.

CO thé tao mét data list tlr bang tinh div liéu da Format As Table 7 X
théa man cac diéu kién trén, bang cach Where is the data for your table?
— Chonbang di¥ liéu, click nat Format As table S| =
— Chon mét kiéu trong danh sach = ELEREELE
— Trong hdp thoai Format As table, xac nhan Cancel

lai vung di¥ liéu trong data list > OK.

Chuyén mot data list vé mot bang dir liéu théng thuéng

— Dat trd trong data list

Summarize with PivotTable $

— Chon tab Design trong tab Table Tools, chon | p.fremove Duplicates |
n . P sert
lénh Convert to Range trong nhém I&nh &L ;e to Range ek

Tools. Tools

IV.3. Thao tac véi co s dir liéu
IV.3.1. Sap xép dir liéu trong bang tinh

Churc nang sap xép dir liéu trong excel cho phép ngudi dung co thé sap xép theo mot
ho&c nhiéu cot.

— Sap xép theo mét cét: Pat trd trong cot chiva div liéu can sép xép, thuc hién
mot trong cac cach sau:
o Click nat Sort A to Z hoac Sort Z to A trong nhém Iénh Sort & 8]
Filter )
o Click phai trong cot can sap xép, chon Sort = chon kiéu sap xép Al
= Néu d liéu Sé: chon Sort Smallest to Largest hodc Sort Largest
to Smallest.
= Néu di¥ liéu Ngay: chon Oldest to Newest hodc Sort Newest to
Oldest.
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— Sap xép theo nhiéu cét

Vi du:

» Néu di¥ liéu text: chon Sort A to Z hodc Sort Z to A.
o Click nut Filter trong nhém Sort & Filter, tai cot can sap xép, click nut
combobox bén canh tiéu dé cot, mé quick access, chon kiéu sap xép.

o Chon viing di¥ liéu can sap xép, click nit Sort trong nhém 1&nh Sort &Filter
o Xuat hién hop thoai Sort

Sort ? X
2 A eve Delete Leve =2 Copy Leve Options... y data has headers
4 Add Level || X Delete Level || E Copy Level Opti [ My data has head

Column Sort On Order

sort by | Walues | |AtoZ e

o Sort by: chon cot can sép xép
o Sort on: chon loai gia tri ma excel dya trén gia tri d6 dé sap xép. Loai gia
tri c6 thé bao gdbm: Text, s6 ho&c dinh dang di¥ liéu hodc dinh dang 6.

o Order: kiéu sap xép

o Add Level: chon cot sap xép tiép theo.
o Delete Level: loai bd cot diéu kién sap xép

Sort ? >
{:'-lAdd Level )( Delete Level E@ Copy Level Y Options... My data has headers

Column Sort On Order
sartby | Tén Trudng w | [values v | AtoZ v
Then by | Man thi | |values AtoZ »

Values

Cell Calar

Font Colar

Cell lcon

Cancel

IV.3.2. Sap xép cac cdt trong bang tinh

C6 thé dung chirc ndng Sort dé sap xép thir tw cac cot trong bang div liéu ma khéng
can phai di chuyén cét. Cach thwc hién

Chen thém mot hang trén cung cua bang tinh

Nhap vao hang vira thém céc sb co gia tri dung dé xac dinh vi tri ctia cac cot

sau khi sap xép

Chon bang tinh, bao gdm hang chra sb thr tw cla cac cot

Click nat Sort trong nhém Iénh Sort & Filter

Trong hép thoai Sort, click nat Options, chon Sort left to right 20K
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— Trong hdp thoai Sort
o Sort by: chon hang chira gia tri th tw cia cac cot
o Order: chon Smallest to Largest, OK

4| Add Level || < Delete Level | EiZ Copy Level

Options... My data has headers

Row Sort On Crder
Sortby  |Row 1 w | | Values « | Smallest to Largest w

Sort Options ? >

Crientation

O Sort top to bottom
(®) sort left to right

IV.3.3. Trich loc dir liéu

Chtrc nang trich loc (Filter) gitp nguoi dung c6 thé loc ra div liéu can xem tlr mdt bang
dir liéu (data list) theo mot diéu kién xac dinh. C6 hai cach loc di liéu: Filter va
Advanced filter

1. Filter

Diéu kién dé thwc hién chirc nang Filter 1a bang tinh phai 1a mét data list hodc ¢6 tinh

chét cla data list, méi cot phai cé tiéu dé riéng biét, 1a cac 6 don.

Chure nang filter cho phép loc dir liéu tryc tiép tir bang dir liéu (Data list) ban dau, két
qua sau khi loc, nhirng dir liéu thda man diéu kién sé xuat hién ngay trén bang dir liéu
gdc, nhirng di¥ liéu khéng thda man diéu kién sé bj an di.

Céch thwc hién:

— Dat tré trong bang di liéu
— Click chirc nang Filter trong nhém 1&nh Sort & Filter cla tab Data, xuat hién
cac nut combobox bén canh tiéu dé cta

mol CQt , | Ténthisinh Tén Trromg | Mén thi Bidm thi

— Tai cbt chra diéu kién loc, click nat |: tdamy 2 senses - 9.87

2.2 . .z ., ., . |3 PhamQuan il senZton 9.86

combobox dé hien thj tat ca cac gia tri | . Pramvien  seas o s 9.66

~ s LéThuy 8.2

trong COt & Tram Vinh B.09

— Chon mét gié tri 1am diéu kién loc ? JLbNoupdn | - Yot G ' 2

: - : : : 5 L& Quan e 7.89]

— Nhitng di¥ lieu thda diéu kién s& xudt |° Lefeme e T2

hién ngay trén bang tinh - I;T“é" e =

Vi du: Loc ra nhirng thi sinh thi mén Toan. |:= Pham Guan 6.87
U LG g9 . o] [ conce
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e Tai c6t Mon thi, click nat combobox, hién thi danh sach cac mén thi trong
c6t Mon thi
e BO chirc nang Select All
e Chon Toan = OK
Ngoai cach loc dwa vao gia tri cu thé trong cot chira diéu kién loc, Excel con cho phép
ngudi ding co thé loc theo cac tiéu chi khac nhau tuy thudc vao kiéu di liéu.
— Dbi voi div lieu Text, tiéu chi loc la Text Filters, bao gém:

o Equals...: chudi Text bang mot gia tri cu thé Equals..

o Does Not Equal...: loc nhitng gia tri khac véi gia tri Does Not Equal..
dwoc chi dinh Begins With...

o Begins With...: loc nhirtng gia tri bat dau véi ky tw Ends With...
dwoc chi dinh Contains...

o Contains...: loc nhirng chudi chira cac ky tw dwgc chi Does Not Contain...
dinh Custom Filter...

o Dose Not Contain... loc nhirtng chudi khéng chira cac ky tw dwoc chi dinh

o Custom Filter... loc theo diéu kién tuy bién. [
— Doi voi dir liéu Number, tiéu chi loc 12 Number Filters, bao ECEENT:"”E'---
2 reater Than...
gém ;I'Eater Than Or Equal Te...
o Equals... L Than.,
o Does Not equals... ;etT hanol Equal To...
o Greate Than... o,
o Greate Than or Equal To... Above Average
o Less Than... Below Average
o Less Than or Equal To... B——
o Between ...
o Top 10 ... Equals...
o Above Average Before..
o Below Average After...
o Custom Filter... Between...
— Doi vaoi div liéu Date, tiéu chi loc 1a Date Filter gom: Tomorrow
o Equals... loc di¥ liéu chiva ngay bang ngay dwoc Today
chi dinh Yesterday
o Before, After, Between ... loc di¥ liéu chra ngay Mext Week

trwdc, sau hoac trong khoang thoi gian dwoc chi dinh.
o Ngoai ra c6 cac lwa chon loc theo ngay trong tuan, theo thang, quy, hoac
nam.

Xoéa diéu kién loc
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C6 thé thyc hién mét trong cac cach sau:

— Dat trd trong bang tinh, click nut Filter trong nhém lénh Sort&Filter cda tab Data
— Click nut mi tén bén canh tén cot chira diéu kién loc, chon Clear Filter from....

2. Advanced Filter

Advanced Filter la chirc ndng loc nang cao, cho phép ngudi dung co thé loc theo
nhiéu diéu kién, v&i cac biéu thirc diéu kién loc phirc tap. D liéu thda diéu kién loc c6
thé dwoc chép ra mét vi tri khac so véi bang div liéu ban dau. Cach thuc hién:

— Bwérc 1: tao bang diéu kién

Tiéu dé cua cac cot trong bang diéu kién chinh la tiéu dé cta cac cot chiva diéu
kién loc trong bang di liéu,
Dir liéu trong bang diéu kién 1a cac biéu thirc diéu kién.

o Néu loc vé&i nhiéu diéu kién tai nhiéu cot can thda man ddng thoi thi cac

biéu thirc diéu kién phai dwoc dat trén ciing mét dong, twong duwong Vo
phép AND.

Vi du: cho bang di liéu sau

Tén thi sinh | Tén Truomg | Mon thi |Diém thi| Xép loai
Tran Vinh Ning Khiéu Tin Hoc 8.09|Giéi
Lé Vinh Ning Khiéu Toan 6.1|Trung Binh
Pham Quén St Pham Sinh ngir 6.87|Kha
Tran Quin Trin Pai Nghia |Sinh ngi 7.04|Kha
Lé Hoang Gia Binh Tin Hoc 7.52|Kha
Tran Quén Lé Hong Phong |Sinh ngit 7.11|Kha
Lé Quén Gia Binh Tin Hoc 7.89|Kha
Lé Vién Tran Pai Nghia |Toan 6.1| Trung Binh
Lé Van Lé Hong Phong |Tin Hoc 6.87|Kha
Lé Thuy Ning Khiéu Toan 8.2|Giéi
Loc ra danh sach nhirng thi sinh hoc truéng Nang khiéu tham gia thi mén
Toan
. L ) Tén Trwong | Mon thi
Bang diéu kién loc c6 dang -
Nang Khieu Toan

o Néu loc véi nhiéu diéu kién tai mét cot hodc nhiéu cot nhwng chi can thda
man mét trong cac diéu kién thi cac biéu thire diéu kién phai dwoc dat
trén cac dong khac nhau, twong duwong véi phép OR
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Vi du: St dung bang di¥ liéu trén, loc ra nhirng thi sinh hoc trwéng Nang khiéu
hoac nhirng thi sinh thi mén Toan

Bang diéu kién loc c6 dang

Tén Trwong

Mon thi

Nang Khigu

r

Toan

Vi du: Loc ra nhirng thi sinh hoc trwéng Nang khiéu va trwdng Lé Hong Phong

Bang diéu kién loc c6 dang

Tén Trwong

Ning Khicu

Lé Hong Phong

o Co6 thé sl dung cac ky tw dai dién * (dai dién cho nhiéu ky tw) va ? (dai

dién cho mét ky tw) trong cac biéu thirc diéu kién

Vi du: Loc ra céac thi sinh c6 ho bat dau bang ky tw T hoac P

Ho Tén thi sinh

Bang diéu kién loc c6 dang

T*

P*

Vi du: Loc cac thi sinh sinh vao thang 9, dwa vao bang di liéu sau

A B C D
1 | Tén thi sinh MNgay sinh Tén Trwérng Méon thi
2 |Trén Vinh 10/12/1997 |Nang Khiéu Tin Hoc
3 |L& Vinh 20/10/1997 |Nang Khiéu Toan
4 |Pham Quan 01/01/1998 (5w Pham Sinh ngi¥
s |Tran Quan 11/09/1997 | Tran Pai Nghia Sinh ngi¥
& |L& Hoang 22/09/1997|Gia Binh Tin Hoc
7 |Trén Quan 15/02/1998|L& Héng Phong Sinh ngtk
g8 |Lé Qudn 12/12/1988|Gia Binh Tin Hoc
g |Lé Vién 20/11/1998|Trén Pai Mghia Toan

Bang diéu kién c6 dang sau ]
N.Sinh
-MONTH(52)=9

Bwéc 2: Thwce hién loc

o Chon tab Data, trong nhom Iénh Sort&Filter, click nat Iénh Advanced
o Xuat hién hop thoai Advanced Filter
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= Action: ch?n Copy to arlother dvanced Fifter 7 >
Iocati’on dé sao chép két qua action
loc dén vi tri khac trong bang e ———
tinh. () Copy to another location
= List range: xac dinh dia chi | ange  [sast:snsis =
béng di liéu. Criteria range: | SHS4:5HS5 Fiss
= Criteriarange: diachiciabang | .., $AS14:5D514 e
diéu kién da lap trong bwérc 1 [ Unique records ony
» Copy to: dia chiclia vi tri dat div
lidu két qua. cancel

IV.4. Chirc nang Subtotal

IV.4.1. Nhom dir liéu v&i chirc nang Group

Chirc nang Group cho giup nguwdi A B c A B

N , ~ ren . , 1 |Nhém hang dign ter ; P S—
dung nhém di liéu dang Outline, ¢ ey thh 0 Nhém hang dién tir

2 . , o i | > + 5 |Nham hang thwc phdm
thé thu gon theo tirng nhém hoéc mavin | 9

Mhom hang thee phdm
Buong
Mgl cic
Cafée

Tivi
mé& rong d& xem chi tiét trong
nhom. C6 thé nhém theo hang ho&c
coht. [-]

[r=R - R~ T N S U ]

Céach thwc hién:

— Chon khéi d@ liéu can nhém

— Click nat Group trong nhém Iénh Outline cua tab Data

— D liéu dworc nhém hién thi dang outline
An hoac hién nhom div liéu

— An nhém di lidu: click nat Hide Detail hoac — Hide Detail

+= -
— Hién nhom di liéu: click nit Show Detail hogc = o Detail
IV.4.2. Théng ké div liéu véi Subtotal

Churc nang Subtotal dung dé théng ké dir liéu theo tirng nhém, két qua théng ké xuét
hién trwc tiép trong bang di¥ liéu. Cach thwc hién

— Buwérc 1: sap xép bang dir liéu theo cot lam tiéu chuan théng ké

Vi du: cho bang tinh nhw hinh bén dwai. Thdng ké diém trung binh theo tirng
mon thi.

Sap xép bang di liéu theo Mén thi
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M4 thi sinh Tén thi sinh Mon thi Diém thi
SP93SN Pham Quan Sinh ngtr 6.87
TR23SN Tran Quéan Sinh ngi¥ 7.04
LES6SN Tran Quéan Sinh ngi¥ 7.11
NK31SN Pham Vinh Sinh ngtr 9.66
GD59SN Tran My Sinh ngi¥ 9.87
NK52TH Tran Vinh Tin Hoc 8.09
GD13TH L& Hoang Tin Hoc 7.52
GD74TH L& Qudn Tin Hoc 7.89
LE20TH Lé Van Tin Hoc 6.87
NK10TO L& Vinh Toéan 6.1
TR73TO L& Vién Toan 6.1
NK73TO Lé Thuy Toan 8.2
NK73TO Pham Quan Toéan 9.86
TR15TO L& Hoang Toan 5.68
THO0TO L& Nguyén Toan 7.92

— Buwéc 2: chon bang div liéu can théng ké, chon tab Data,
o Trong nhém 1énh Outline, chon chirc nang Subtotal

o Xuat hién hop thoai Subtotal. Subtots 7 X
= At each changein: chon cft lam tiéu | £ =ach change in:
, . Man thi ~
Ch|, théng ke Use function:
R N £ A [verage ¥
= Use function: chon ham thong ké -
, Add subtotal to:
= Add subtotal to: chon cot chira két M3 thi sinh

Tén thi sinh

qua théng ké. Jentn
= Replace current subtotals: két qua
thdng ké dat tai bang di liéu hién | Repiace current subtotals
[ Page break between groups
hanh. [] summary below data
= Pagr break between group: chen | gemovean Cancel
dau ngat trang tai méi nhém
= Summary below data: két qua dat dwdi bang dir liéu
o Sau khi chon cét théng k&, ham théng ké va cot chira két qua, click OK
o Bang tinh c6 dang outline theo 3 cap do: [ 112131
= Cép 1: xem két qua thdng ké toan bd bang tinh
= Cép 2: xem két qua thdng ké theo nhém
= Cé&p 3: xem chi tiét trong méi nhom
o C6 thé thu gon hodc mé réng mdi nhém bang cach click dau + hoac — tai
cudi méi nhém.
Vi du: trong bang tinh bén trén, sau khi dung chirc nang subtotal thuwc hién théng
ké diém trung binh theo tirng mén thi, két qué dwoc nhoém theo Mdn thi va diém
trung binh d&t bén dwdi méi nhom.
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1]z]z A B c D
M4 thi sinh Tén thi sinh Mén thi Piém thi
2 |SP93SN Pham Quan Sinh ngtr 6.87
3 |TR23SN Tran Quéan Sinh ngit 7.04
¢ |LE56SN Tran Quan Sinh ngir 7.11
5 [NK31SN Pham Vinh Sinh ngte 9.66
s |(GD59SN Tran My Sinh ngi¥ 9.87
ET Sinh ngir Average 8.11
s [NK52TH Tran Vinh Tin Hoc 8.09
s |GD13TH L& Hoang Tin Hoc 7.52
10 |GD74TH L& Quan Tin Hoc 7.89
11 |[LE20TH L& Van Tin Hoc 6.87
=] 12 Tin Hoc Average 7.5925
19 Todn Average 7.31
[-] 20 Grand Average 7.652

Xo6a trang théi Subtotal trén bang dir liéu

— Chon bang di¥ liéu, click nat Iénh Subtotal trong nhém Iénh outline cla tab Data
— Trong hdp thoai Subtotal, click nit Remove All, OK

IVV.5. Chirc nang Pivot Table

Pivot Table giup ngwdi dung thwe hién viéc tdng hop, phan tich va biéu dién di liéu
theo nhiéu chiéu, di¥ liéu st dung trong Pivot table c6 thé Iay t&r nhiéu bang co lién

quan v&i nhau.
Céach thwc hién
Chon bang di¥ liéu can thdng ké

— Chon tab Insert, click nat Pivot table
— Xuét hién hép thoai Pivot table
o Choose the data that you want to
analyze: chon vung di liéu can
phéan tich
» Select a table or range: dia

Create PivotTable

Choose the data that you want to analyze
(®) Select a table or range
Table/Range: |Sheet1!5A51:5E516]

O Use an external data source

Connection name
Choose where you want the PivotTable report to be placed
@ HNew Worksheet
(O Existing Worksheet

Location:

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

? X

s

s

Cancel

chi ctia vang dir liéu can théng ké.
» Use an external data source: st dung di¥ liéu bén ngoai
o Choose where you want the PivotTable report to be placed: chon vij tri

dat bang théng ké

= New worksheet: dat bang théng ké trong worksheet méi
= Existing Worksheet: d&t bang théng ké trong worksheet hién hanh
= Location: dia chi dat vang di liéu théng ké

— Sau khi chon vi tri dat PivotTable, click OK

— Xuét hién PivotTable Fields bén phai man hinh, chva cac cot trong bang di liéu

va vung dé tao PivotTable gém:
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o Columns: chira tén c6t ma cac gia tri

trong cot dung lam tiéu d& cho cét trong | PivotTable Fields v

bang PivotTable. Choose fields to add to report: v

o Rows: chtra tén cOt ma gia tri trong cot

dung lam tiéu dé cho dong trong bang
PivotTable. -

o Values: chira gia trj can thdng ké va chon e

phép thong ke. MORE TABLES...

o Filters: chtra dieu kién loc di liéu trong

bang thong ké. Drag fields betwekn areas

— Tao PivotTable bang cach Drag chudt kéo tén

cot bén trén tha vao cac 6 twong rng trong vung

below:

FILTERS QOLUMMS

TénTrurang | ~
tao PivotTable.
— PivotTable dwgc tao tai vi tri da chon trong t
buGe tré ROWS 2 VALUES
woc tren. Mén thi - Count of Mat... =
Vi du: &ng v&i mdi mén thi, dém sé thi sinh clha
moi trwdng tham gia. Tao PivotTable nhw hinh
bén, ké’t qué nhv sau: Defer Layout Update
Count of M3 thi : Celumn Lab: -
Row Labels | ~|Gia Binh L& Hdng Phong  Ning Khiéu Nguyén T. Hién Sw Pham Trin Dai Nghia Grand Total
Sinh ngir 1 2 1 1 5
Tin Hoc 1 2 1 4
Toan 1 3 1 1 6
Grand Total 3 2 5 1 1 3 15
C6 thé hién thj két qua theo dang nhém, nhiéu cap
Drag fields between areas below: Row Labels ~ Count of M3 thi sinh
) ='Sinh ngir 5
FILTERS COLUMNS Gia Dinh 1
| Nang Khiéu 2
Sw Pham 1
- ) I > Tran Dai Nghia 1
: ROWS % VALUES
=Tin Hoe 4
Man thi hd Count of Mat.. ~
Gia Pinh 1
Tén Truong ~
L& Hong Phong 2
Tran Dai Nghia 1
Defer Layout Update STo&n 6
Gia Dinh 1
Nang Khiéu 3
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IV.5.1. Loc — Sap xép div liéu trén PivotTable

Sau khi thwe hién chirc ndng PivotTable, tir bang két qua, :"T ;::fi::i’i"h

ngudi dung c6 thé loc hoac sap xép dir liéu trong bang |si il setzees

két qua bang céch:

Til More Sort Options...

. , ~ - N o G Label Filters 3
— Click nat combo bén phai cua Colum Labels hoac o Value Filters ,
Row Labels, tly theo yéu cau loc di liéu Search )

— Xuét hién cac gia trj trong tiéu dé cot hodc dong cua

bang Pivot

— Chon diéu kién loc ho&c sap xép di liéu, click OK

[Select All)
ia Binh

Héng Phong
ng Khigu
Nguyén T. Hign
SurPham

Tran Bai Mghia

IV.5.2. Thay d6i ham théng ké trong PivotTable

— DPat trd trong PivotTable, xuat hién PivotTable Fields bén phai man hinh
— Click nat combo bén canh tén ham can thay déi trong 6 Values cta PivotTable

Felds

— Chon Value Field Settings, xuéat hién hop thoai Value Field Settings
o Summarize value field by: chon ham théng ké
o Custom Name: dbi tén cot théng ké

o Click OK

PivotTable Fields Ml

Choose fields to add to report: =

| Ma thi sinh
Tén thi sinh

v| Tén Trurdng

| Mén thi
Diém thi

MORE TAEL

Drag fields Move to Report Filter

FILTERS Move to Row Labels

Move to Column Labels

[i§ ValueField Settings..
S Countof Mat.. »

Value Field Settings 7 x

Source Name: Ma thi sinh

Custom Name: | Count of Ma thi sinh

Summarize Values By  Show Values As

Summarize value field by

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

Sum ~
LAVErage

™ Max

Min

Product b

Mumber Format
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IV.6. Bai tap chwong 4

Bai tap 1: S dung ham SumlIF

A

. www.AlpineSkiHouse.com

B

C

January-14

2 |Nh&n vién ban hang S8 lwong | Khu vuc Tri gid Thong ké theo tén nhan vién
3 |Trinh 6 2 7,813.00 | |[Nhén vién ban hang |Téng tri gid
4 [Kim 8 3 5,034.00 | |Kim

5 [Mai 9 1 §,342.00 | |Lan

& (Dung 11 1 2,058.00 | [Mai

7 |Lan 9 1 3,514.00 | |Trinh

g Mai 12 1 6,154.00 | [Dung

g |Kim 7 3 1,035.00

10| Lan 12 3 6,025.00 Thong ké theo khu vue

11 | Mai 19 1 7,675.00 Khu vuc Téng tri gid
12 \Dung 3 2 4,366.00 1

13 | Mai 8 2 8,055.00 2

14 | Mai 5 4 2,787.00 3

15 | Kim 4 2 2,235.00 4

16 | Trinh 13 2 3,715.00

17 |Dung 14 3 7,235.00

18 | Trinh 8 2 8,761.00

19 |TOTAL

20 | Yéu cdu

21 | Tinh t&ng tri gid cha nhitng méat hang c6 s6 lweng >10

22 | Tinh tdng tri gid cla nhitng mét hang ban & khu vwe 1

23 | Tinh téng tri gid do nhan vién Mai ban duoc

SR A A

Tinh téng tri gia ctia nhixtng mat hang c6 sé lwong >10
Tinh tdng tri gi4 cta nhivng mat hang ban & khu vwe 1
Tinh tdng tri gia4 ctia nhirng mat hang do nhan vién Mai ban (tai cac 6 chira dau ?)
Théng ké tong tri gid cia méi nhan vién (bang théng ké theo tén nhan vién)
Thdng ké tbng tri gia ban theo tirng khu vec (bang thdng ké theo khu vic)

Microsoft Excel 2013

Trang: 99



Bai tap 2: St dung ham Countif, Averageif, Vlookup, Left, Right, cAc chirc nang sap

xép, trich loc va Subtotal

A B C D E F G H 1 K
THONG KE BAN HANG Béng tra thirong higu
M& hang Tén hang Thwong higu | Sé lvong Ngay ban Pon gia Thanh tién Ma thwong higu| Tén thwong higu
DPPHI 10| 01/01/2016 PHI Philip
a DLKAZ 12| 05/01/2016 Glc Gicoly
5 STKAN 15| 07/01/2016 KAN Kangaroo
5 DBPHI 20| 11/01/2016 KAZ Kazulighting
7 TVGIC 15| 13/01/2016
8 DPPHI 50| 15/01/2016 Bang tra don gia
9 DLKAZ 10| 19/01/2016 Ma hang Tén hang Don gia
10| DTKAZ 40| 21/01/2016 DP Bén pin Police 289,000
DBPHI 15| 25/01/2016 DL Dén Led dé ban 459,000
TVGIC 40| 27/01/2016 DT Dén Pha Tranh 640,000
vGIC 50| 29/01/2016 DB Dén ban cao cap 959,000
12| TVKAN 10| 02/02/2016 v Ti vai cao cép 439,000
15|  STKAN 12| 04/02/2016 ST B6 sen tdm nong lanh 1,850,000
15| DTKAZ 25| 08/02/2016
17| DBPHI 10| 10/02/2016

1. Binh nghia tén cho day cac 6 sau (dwa vao dia chi nhw trong bang di¥ liéu trong
hinh trén): 13:36: thuonghieu, 110:K16: tenhang
2. S dung tén cua cac day 6 da dinh nghia trong cau 1 dé lap cong thirc dién vao
cac cot Tén hang, Thwong hiéu, Pon gia dwa vao cac ky tw thich hop trong cot

Ma hang.
3. Tinh c6t Thanh tién=Sé lweng*Pon gia, dinh dang don vi tién VND
4. Thuc hién Bang théng k& Bang théng ke (Sumif) (Countif) (Sumif)
tébng S6 lwong, tdng sd Tén hang Téng s6 lwong|  S6 1an ban Téng tién
lan ban, tdng tién theo —onpinPolice
~ R Bén Led dé ban
Tén hang Pén Pha Tranh
5. Thuc hién théng ké theo [Den ban cao cép
trng didu kién cu thé 1ivaicaocap
. B& sen tam nong lanh
trong bang sau:
Thong ké theo cdc gid tri diéu kién cu thé Két qué
Téng tién cla cac mat hang c6 sb lwong >20 ?
Téng tién cha cac mat hang c6 ky tw dau cia Ma hang 1a D ?
Téng tién cla cac mat hang thude thwong hiéu Philip ?
Téng sb lrong cda cac mat hang ban trong thang 1 ?

6. Sap xép bang di¥ liéu theo Thwong hiéu néu trung Thwong hiéu thi sap xép theo

S6 lweng ting dan.

7. Trich ra danh sdch méat hang thudc thwong hiéu Kazulighting c6 sé lweng >10.
8. Trich ra danh sach mat hang Dén (tAt ca cac loai d&n) ban trong thang 1
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9. Dung chirc nang Conditional Formating, t6 mau nhirng dong ma gia tri trong cot
thanh tién >10000000 (10 triéu).

10.Dung chirc ndng Subtotal théng ké Sé lwong ban cao nhat cda tirng mat hang.

Bai tap 3: S& dung cac ham Vlookup, Hlookup, Left, Right, Mid, Sumifs, cach chirc

nang thdng ké Subtotal, PivotTable, sap xép, trich loc.

A B c D 3 F e H J K L M N o
Bing thong ké ban hang Bang 1 Ty gid 21,070
o P Hin: Tén nhin S0 lwrgm, Pongii | Thanh tién S Tén A Thué Thurc
2 Mahang | Ten Hing sin xugﬁt vién bin bin ¢ \T\% VND My nhin vién Doanh'so. | Luong thu nhdp | linh
5 TvSo 1l 37 11| Thiy Hang
2 LASo 11 13 22| Lan Anh
5 CATo 22 14 33| Hai Quin
s RETo 33 39 44| Thanh Long
7 LATo 44 25
s WATo_11 11 Bing 2 Bing 3
o LASo 22 31 Mihang | Ténhang [Dom gi USD) so | To [ Pa
10 CAPa_44 31 ™ Tivi 115 Sony | Toshiba ‘ Panasonic
11| WAPa 22 21 CA May anh 321
12 LASo 33 33 RE My lanh 185
13 TVSo_ 11 21 LA Laptop 965
14 TVPa 44 5 WA My giat 510
15 WATo 11 19
16 _TVTo 33 14
17 REPa 22 33
12 _TVSo 33 21
19 LASo 22 19
20 CASo 33 24

1. Dung chire nang Define Name dinh nghia tén cho day cac 6 13:J6: bang1l, 110:K14:
bang2 va M9:010: bang3.

2. S dung cac tén da dat trong cau 1 dé 1ap cong thirc dién dir liéu cho céc cot Tén
hang, Hang san xuét, Tén nhan vién va Pon gia, dwa vao cac ky tw twong &ng
trong c6t Ma hang, va cac bangl, bang2 va bang3. Lwu y don vi cta c6t don gia
(VND)

3. Tinh cot Thanh tién=Sé lwong*Don gia, dinh dang don vj tién VND, lam tron dén
hang nghin.

4. Doanh sé clia méi nhan vién = Téng tién ma nhan vién dé ban duoc (Bang 1)

5. Lwong = 600 000 + Doanh s méi nhan vién *3% .

6. Thué: Néu lvong <= 4 triéu thi khéng ndp thué, nguoc lai, néu lwong > 4 triéu thi
tinh thué 10% trén gia tri vwot. Thwe 1&anh = Lwong - Thué

7. Thuc hién théng ké téng tién ban dwoc cia mdi mat hang trong bang théng ké 1

8. Thédng ké tbng tién cta tirng mat hang theo tirng hdng san xuét trong bang théng

ké 2.
Bang théng ké 1  (Sumif) Bang théng ké 2 (Sumifs)
Tén hang Tﬁng tién Sony Toshiba | Panasonic
Tivi Tivi
May anh May anh
Maiy lanh My lanh
Laptop Laptop
Miy pidt May gigt
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9. Trich ra danh sach cac mat hang Laptop va May anh cta hang Sony
10.Dung chirc ndng Subtotal thdng ké téng tién theo mat hang, so sanh véi két qua

théng ké trong Bang théng ké 1

11.Dung chirc nang PivotTable thdng ké theo yéu cau trong cau 8, so sanh voi két
qua trong Bang théng ké 2
12.Dung chirc nang Conditional Formatting t6 mau nhirng mat hang c6é don gia lon
hon don gia trung binh cla tat cd cac mét hang.

Bai tap 4: St dung cac ham Vlookup, Hlookup, Left, Right, Sumif, countif, cach chirc
nang thdng ké Subtotal, PivotTable, sap xép, trich loc.

BANG LUO'NG NHAN VIEN

Ma NV

Phong ban Chirc vu Bac lwong

Ngay cong Phy cap Lwong CB

Thwéng |Tonglweng| Thué

Thwe lanh

A01GD

9.55

28

BOINV

2.65

20

COINV

4.84

21

AQ2PG

7.76

26

BO2KT

7.76

23

CO2KS

2.06

28

A03PG

6.52

30

CO3NV

6.90

25

BO3NV

410

26

w
O
omm-uo:m&mr\l—\:'

CO4NV

3.52

17

-

CO5KS

7.90

21

N

CO06KS

4.81

24

w

BO4KT

5.43

29

S

CO7NV

1.57

24

w

COBKS

8.62

26

Bang 1

A

B C

Phong Gidam Béc

Phong ké todn | Phong thiét ké

Bang 2

Ma chirc vu Chirc vu

Phu cép

GD Téng Giam Déc

5,000,000

PG Phé Giam Béc

4,000,000

KT Ké todn

3,500,000

KS Ky sur thiét ké

NV MNhén vién

3,000,000

1. Lap codng thire dién dir liéu cho cac cot Phong ban,

cac ky tw trong c6t Ma nhan vién véi Ma do tim cac bang tra Bang 1 va Bang 2.

Chic vu, Phu cap dua vao

2. Lwong can ban = 1200.000 x bac lwong x ngay céng / 26 lam tron hang nghin.
3. Thudng =( Ngay cdng - 26) * bac lwong* 500000. Ngay cbng dwéi 26 thi khdng

thwong.

4. Téng lvong =Phu cap +Lwong can ban + Thwéng
5. Thué: néu Téng lwong <= 5triéu thi khong tinh thué, ngwoc lai thué= 10% trén sbé

vwot 5 triéu.

6. Thuc lanh = Téng lwong - Thué. Lam tron hang nghin, dinh dang don vi tién VND

7. Théng ké tdng sé nhan vién, tbng lwong, lwong trung binh ctia méi phong ban trong

bang théng ké.

Théng ké

Phong ban

Tong s6 nhan vién

Toéng lwong

Lweong trung binh

Phong Giam Déc

Phong ké todn

Phong thiét ké
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8. Thdng ké theo diéu kién cu thé: Két qua
9. Dung ch&rc nang PivotTable |Téng sd nguoicé sé ngay céng >25

théng ké téng lwong cda nhan |Tong Sfff nguoi khéng bj thué

vién theo phong ban va theo Tdng s6 ngudi cé tong lwong >10 triéu 2

chue vu.

10.Trich ra danh sac cac nhan vién thudc phong thiét ké co tbng lwong >10 triéu

11.Dung chirc ndng Freeze Panes cb dinh dong tiéu dé cla céc cot

12.Dinh dang bang sang dang Table, dung chirc nang filter trong Table loc ra nhirng
ngudi co lwong trong khoang 5 triéu dén 10 triéu, sao chép thanh mét danh sach
mé&i, sau dé xoa diéu kién loc, chuyén bang di¥ liéu vé dang thwong.
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IV.7. Bai tap thwc hanh MOSExcel2013

S dung tap tin di¥ liéu dinh kém trong th muc MOSExcel2013\Objective4
1. Tao mot tap tin excel mai, Iwu tap tin véi tén MyReferences va thyc hién cac thao
tac sau:
a. Tai Sheet 1: trong 6 Al, nhap cong thirc =5*2+7-12.
b. Copy cong thirc trong Al sang day cac 6 A2:A5.
c. Tai mbi cdng thire dwoc copy, chén thém dau (va) tai nhirng vi tri khac nhau
dé tao cac nhom phép tinh khac nhau va quan sat két qua.
2. Mé& workbook Excel_4-1b, chon worksheet Summary, tinh total sales theo period
trong day cac 6 B2:B5 bang cach tham chiéu dén cac worksheets twong ng.
3. M& workbook Excel_4-1c, chon worksheet Sales By Category, thwc hién cac thao
tac sau:
a. Taicéac 6 C95, C101, va C104, tinh Téng theo tirng nhém category, cac 6 tham
chiéu dung dia chi twong doi
b. Tai 6 C86, tinh Cacti total, cac 6 tham chiéu ding dia chi tuyét doi
4. Mé& workbook Excel_4-2a, thyc hién cac thao tac sau trén worksheet Summary:
a. Trong 6 B18, lap cong thrc dém cac 6 khong rbng trong cdt Period.
(=COUNTA(value1,[value2],[value3]...))
b. Trong 6 C18, lap cdng thirc tinh gia tri trung binh cla cot Sales.
c. Trong 6 D5, lap cong thirc tinh gia tri Sales thap nhéat cia nhom Fall trong cot
period.
5. M& workbook Excel 4-2b, thwc hién cac thao tac sau trén worksheet Sales By
Region:
a. Tao subtotals tinh tdng sales theo Period, sau do6 tinh tdng sale theo Region.
b. Tinh gia tri trung binh clia ¢t sales theo Period va trung binh cua sale theo
Region.
c. Tim gia tri I&n nhat va nhé nhét cta sale theo Period va theo Region.
6. M& workbook Excel 4-3, thwc hién cac thao tdc sau trén worksheet Expense
Statement
a. Trong & C25, sir dung ham AND dé xac dinh tbng cta cot Entertain. < $200.00
va tdng cla cot Misc. < $100.00 hay khong?
b. Trong & C26, sir dung ham OR dé xac dinh tdng cua codt Entertain. > $200.00
va tbng cda cot Misc. >$100.00 hay khéng?
c. Trong & C27, s&r dung ham IF dé hién thi chudi “Expenses are okay” néu ham
trong & C25 cho két qua la TRUE, nguwoc lai, hién thj chubi “Expenses are too
high” két qua trong 6 C25 |a FALSE.
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d. Trong 6 C28, str dung ham IF hién thi chudi “Expenses are okay” néu két qua
cta ham trong 6 C26 la NOT TRUE va hién thj chudi “Expenses are too high”
néu két qua ctia ham trong la 6 C26 NOT FALSE.

e. Thém 60.00 vao cot Entertain. hodc cot Misc. dé kiém tra két qua cltia cac cau
trén.

7. M& workbook Excel_4-4, thwc hién cac thao tac sau trén worksheet Book List:

a. Trong cét File By, dién vao ky tw dau cla cac gia trj trong cot Authorlast.

b. Cét Locator, diém ma ving cla tac gid dwa vao cot AuthorPhone.

c. Trong cot Biography, st dung ham CONCATENATE() chén vao chudi bao gom
cac thong tin: Ho tén tac gia (AuthorFirst, AuthorLast), tén sach (Title), nha
xuat ban (Publisher), ndm xuét ban (Pubdate), VD theo dinh dang: “Joan
Lambert is the author of Microsoft Word 2013 Step by Step, which was published
by Microsoft Press in 2013,

8. M& workbook Excel 4-5, thwc hién cac thao tac sau trén worksheet Sales

a. Théng ké tdng gia trj cia mdi SalesPerson twong &ng v&i méi Location trong
bang G4:110

b. Dung chirc nang PivotTable thwc hién théng ké theo yéu cau ctia cau a
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IV.8. Cau héi trac nghiém

1. Dé tat ca cac sb gitra 0 va 100 ctia mét day div liéu can dwoc hién thi mau doé
a. S dung ham IF dé dinh dang sbé trong day 1-100 |& mau dd
b. S& dung Iénh Conditional Formatting
c. Chon céc 6 chtra s6 0 -100 rdi nhap chon mau dé cla nat Text Color
d. T4t ca cac chon lwa trén
2. Phat biéu nao sau day khong dung khi noi vé dinh dang cé diéu kién (conditional
Formatting)
a. Co thé kiém tra nhiéu hon 1 diéu kién
b. C6 thé tim d¥ liéu theo diéu kién in dam va dinh dang in nghiéng cho di liéu
doé
c. CO thé ap dung dinh dang font, vién va dinh dang theo mau khi théa man diéu
kién xac dinh nao do.
d. C6 thé xda bét ky diéu kién nao tir hop thoai Conditional Formatting néu khéng
can dung dén
3. Chtrc nang di¥ lieu nao sau day duwoc dung dé lam an tat cd cac hang trong
worksheet ngoai trir nhirng hang dap (rng cac tiéu chuan da xac dinh
a. Sort b. Query
c. Custom Filter d. Conditional Formatting
4. Trong khi tao bang pivot, cot di¥ liéu can dwoc kéo tha vao mién nao dé xuét hién
bén trong bang pivot.

a. Report Filter b. Column Labels
c. Row Labels d. Values

5. Cdng cu nao cua Excel cho phép nhém va téng hop théng tin?
a. Conditional Formatting c. Pivot table
b. Sorting d. Field List

6. Churc nang Pivot table cé thé thyc thi thay thé cho ham nao sau day:
c. Sum, Count, Average C. Sumif, Countif, Averageif
d. Max, Min D. T4t ca céac lwa chon déu dang

7. Phat biéu nao sau day la dang khi néi vé PivotTable
a. CO thé thdng ké 1 chiéu
b. C6 thé thyc hién thdng ké 2 chiéu
c. Co thé thyc hién thdng ké nhiéu chiéu
d. Khdéng cé dap an nao dung

Microsoft Excel 2013 Trang: 106



ChuongV Biéu do

Noi dung

Tao dé thj dwa vao dé liéu trén worksheet

Céc thanh phan db thj

Céach vé do thj

Sparkline

V.1

Biéu do

Biéu d dwoc str dung dé téng hop di¥ liéu, phan anh ty 18, xu hwéng, va cac bat thuwong

trong di¥ liéu mét cach hiéu qua. Biéu do biéu dién moét cach truc quan xu hwéng trong
cac di lieu trong bang tinh. Biéu dbé trong Excel rat linh hoat va manh mé&, cho phép
ngudi ding tao ra mot loat cac biéu dd tir div liéu bang tinh.

V.1.1. Céc loai biéu do

Trong Excel c6 nhiéu loai biéu db khac nhau, méi loai d6 thj c6 dic diém va wu diém
riéng ctia no

Column chart: con goi la biéu dé so sanh, st dung khi can
so s&nh cac gia tri v&i nhau, biéu dién bang mét hinh anh
rd rang vé gia tri cao nhat, gia tri thp nhat va cac gia tri
trung gian.

Line chart: dwoc st dung khi can hién thj cac hanh vi cla
cac gia tri trong mét khoang thoi gian, miéu ta cac xu hwéng
thi trwérng va thu nhap trong mét khoang théi gian, co thé
gilp mét té chire trong viéc 1ap ké hoach va dw bao.

Pie chart: dwoc sir dung dé so sanh ti 1é phan tram cla téng
sb cla cac thanh phan. Cac t6 chirc ban hang thuwéng dung
dé danh gia ti 1& doanh thu cGa calcc san pham trén tbng
doanh thu.

Bar chart: twong tw nhw Column chart, st dung khi can so
sanh nhiéu gia tri khac nhau. Cé thé duwoc sir dung bdi cac
td chirc dé so sanh doanh thu clia cac san phdm khéc nhau
trong moét ndm cu thé

50

> |
o [

o Il

50

mA

mB

mD

@m0 9

50
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— Scatter Charts: biéu di& sy phan bb cta mot loat cac gia tri. [,
Scatter Charts biéu dién gia tri trén cac truc x va y 40
— Ngoai ra, con nhiéu dang biéu dé khac dwoc st dung twong | 20
tw nhw cac biéu dd ligt ke & trén. ’ .

V.1.2. Céac thanh phan cua biéu d6

Thanh phan M6 ta
Vung biéu db s s \ 2 s
J Bao gom tat ca cac thanh phan cda biéu do
(Chart area)
P Biéu twong trén biéu dé biéu dién mébi gia tri don trong bang
Moc dir liéu

tinh. Biéu twong nay co thé Ia thanh trong dé thj bar, mét phan
(Data marker) . X oori i ay e s 2 X s 1

hinh tron trong do thi pie, mét dwong thang trong do thi line.
Chubi di liéu

_ D liéu c6 lién quan dén trong biéu db
(data series)

Truc db thi Puong thdng dung dé lam tham chiéu chinh dé vé biéu d6
(axis) Trong biéu d6 2 chiéu, c6 2 truc: truc x va truc y
_ Puong thdng nhé cét ngang truc dé chi loai, ty 1& hay danh
Tick mark P
dau céac dir liéu doc theo truc.
Tiéeugéadthi . . . s
_ MO ta tén goi cua bieu do
(Chart Title)
Chu thich L, X e 2w a3
Chu thich chudi di¥ liéu nao dwgc bieu dién trong bieu do
(legend)
Sales Team Epsilon: Net Sales per Quarter ——ChartTitle (Tiéu &¢)
$6,000.00
$5,000.00
Vertical Axis (Truc doc) Data series
(Chudi di¥ ligu)
$4,000.00 Legend (chd thich)
% $3,000.00 |lRohertJo|1nson
g m Don McAllister
= $2,000.00 June Dewinter
$1,000.00 I
$0.00
Quarter 1 Quarter 2 Quarter 3 Quarter 4
Sales Quarter == Horizontal Axis

(Truc ngang)
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V.2. Cach vé biéu doé

Excel 2013 cung cép 1 chirc nang dac biét Recommended Charts c6 thé giup nguoi
dung chon mét loai biéu dd phu hop véi dir liéu da chon.

V.2.1. Cac bwdc vé biéu do

— Chon khéi di¥ liéu ngudn cho biéu db.

— Chon tab Insert, trong nhdm Chart,

— Trong hop thoai Insert Chart, chon mét loai biéu d6 thich hop

— Hoac click nit Recommended Charts dé tham khao goi ¥ ctia Excel va chon
biéu db thich hop, click OK

Insert Chart ? *

Recommended Charts Al Charts

« w00 (AR (18 5 98 99 99

|_|]1|ﬂ_ Column

I5¢ Line Clustered Column

°ne | R

E Bar &= o s

|_ H Y (Scatter) e |
lisf  Stock |t e e me s oo e e e
@ Surface — o B T

V.2.2. Pinh dang biéu doé

Sau khi chén biéu d6 vao bang tinh, nguoi dung cé thé hiéu chinh hodc dinh dang lai
biéu d6, bang cach chon biéu dé can dinh dang ho&c hiéu chinh, trén thanh Ribbon
xuét hién tab ngi cdnh Chart tools chira tab Design va Format.

— Thém céc phan ttr vao biéu do

o Click nat Add Chart Element trong nhom Chart Layout

o Charttitle: thém tiéu dé cho biéu d6

o Data label: thém nhan cho di liéu

o Quick layout: chon nhanh mét bd cuc c6 san
— Chon kiéu biéu do

o Trong nhém Chart styles, chon mét kiéu trong danh sach céac kiéu c6 sén
— Thay déi dir liéu nguén cta biéu do

o Trong nhém lénh Data cua tab Design

o Switch Row/Column: chuyén di¥ liéu tir dong sang cot hodc nguoc lai

o Select data: chon lai di¥ liéu nguén cta biéu dd, loai bd, hodc thém ving

dir liéu cho biéu d6
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— Thay déi loai biéu do:

o Click nat Change Chart Type trong nhom Iénh Type
o Chon loai biéu d6 can thay ddi, ok

S6 thi sinh

7% 7% 20%

33% 13%
20%

Tran Dai Nghia © L& Hong Phong ~ Gia Dinh

Ning Khigu Nguyén T. Hign -~ S Pham

B Trén Dai Nghia ® L& HEéng Phong m Gia Dinh

Ning Khigu

® Nguyén T. Hién m Sir Pham

] m
I :

sO THI SINH

Ngu®i dung cé thé st dung cac nat shortcut nam ké bén phai cda biéu d6 dé

o+

thém phan to

V.3. Sparkline

. doi kiéu biéu @6 | “

4

loc div ligu T

Sparkline 1a loai biéu d6 thu nhé ndm trong 1 6, dwoc dung trong phan tich va xem
khuynh hwéng dir liéu ngay trong bang dir liéu.

Sparkline c6 mot sé diém ndi bat so véi biéu dé thong thwong. Vi du gid st ban ¢
1000 hang di liéu. Néu dung biéu dé thong thuwerng can c6 1000 chubi div liéu dé biéu
dién tat ca hang, lam cho d liéu rat kho nhin thdy. Nhwng néu dat sparkline vao méi
hang ngay bén phai di¥ liéu nguén, sé dé quan sat dwo'c méi quan hé va khuynh huwéng

cta nhiéu chudi di¥ liéu cung lic.
V.3.1. Cac loai sparkline

CoO ba loai sparkline: Line, Column,
Win/Loss.

— Line va Column twong ty nhw
biéu d6 Line, Column théng
thwdng.

— Win/Loss twong ty nhw Column

.H_,,.H/_'
-
L

1——“"\‘/‘\'
—

———

N

nhwng chi hién thij gia tri & dwong hoac am.

Ca ba loai déu co thé hién thi markers & cac diém quan trong nhw diém cao nhat hay

th4p nhat d& d& xem hon.
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V.3.2. Cach tao sparkline

Tuy méi sparkline (rng v&i mét hang dir liéu nhung ngudi ding cé thé tao cling ldc
nhiéu sparkline & b4t ky vi tri nao trong trang bang tinh. Twong tw nhw tao cong thirc,
tao sparkline trong mét & sau dé dung chirc nang fill handle dé copy sang céac 6 khac .

Vi du can tao sparkline d& hinh dung trién vong ban hang dbi véi mdi nhan vién
ban hang

Create Sparklines

Choose the data that you want
Data Range: |BZ:G2

Choose where you want the sparklines to be placed

W0~ N R W -

Location Range: SHSZI

i |a |
P |- 2

£4,168.00! £2,502.000  £7,927.000  £7,528.00} £3,158.00

— Trong nhém Iénh sparkline cuta tab Insert, chon mét loai sparkline thich hop
— Xuét hién hop thoai Create sparklines
o Data Range: chon viing di¥ li&u ngudn can biéu di&n bang sparkline
o Location Range: chon vi tri dat sparkline
— Click OK

V.3.3. Hiéu chinh sparkline

Dat trd trong 6 chva sparkline can hiéu chinh, trén thanh Ribbon xuat hién Sparkline
tools, chira cac céng cu hiéu chinh sparkline.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEW DESIGM
t"'\ . A il [ +| High Point First Point '\
- _ B | Low Point Last Point \/\\/
Edit Line Column Win/
Data - Loss egative Points Markers
Sparkline Type Show
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— Hién thi marker: cac diém trong sparkline c6 thé dwoc nhadn manh bang marker
dé dé xem hon.
— Thay déi kiéu sparkline
o Trong nhém Iénh Type cla tab Design trong sparkline tools, chon loai
sparkline thich hop
- Thay déi day dir liéu hién thij
Ma&c dinh, mdi sparkline tw co gian dé& phu hop véi gia tri lén nhat va nhé nhat cua
nguén dir liéu dc,> doé sparkline khéng chi ra dwoc 3:@ 125 Group
gia tri cao hay thap khi so sanh va&i sparkline khac. - e

Tt Ungroup
Excel cho phép hiéu chinh day hién thi (display | . & cler ~
range) dé dé so sanh gitra cac sparkline. Horizontal Axis Options
. Py ca N [€] | Axis T
o Chon sparkline can hiéu chinh v Generalfxis Type
. R . . Date feas Type..
o Trong tab Design, chon Iénh Axis. Click _
Show Axis

mdi tén bén dwdi, hién thj menu Iénh blot Data Right to-Lef

o Trong cac tuy chon Vertical AXiS | vertical Axis Minimum Value Options
Minimum Value Options va Vertical Automnatic for Each Sparkline
Axis Maximum Value Options, chon || ¥ 5meforAllSpardines I‘
Iénh Same for All Sparklines

o Céac sparkline dwoc diéu chinh dé phan
anh day hién thi mai, gilp dé dang so || v Samefor Al Sparkiines
sanh cac sparkline véi nhau. Custom Value...

Custam VYalue...
Vertical Axis Maximum Value Options
Automatic for Each Sparkline

b rd
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V.4. Bai tap chwong 5

Bai 1: S dung cac ham Vlookup, If, INT, MOD, Sumlf, cac chirc nang théng ké, trich
loc va vé biéu db

BANG THONG KE TIEN PHONG
Stt Loai phong Ngay dén Ngay di S8 tuin = n7géy Don gid tuin Bo’n‘gié 56\ _ Phuthu: Téng tién
le ngay nguei
1iNOR 29/09/2015; 04/10/2015 1
21AV 22/09/2015: 03/10/2015 2
3:NOR 25/09/2015; 07/10/2015 1
4:DELU 27/09/2015: 03/10/2015 3
5iNOR 27/09/2015; 12/10/2015 2
6:DELU 27/09/2015: 03/10/2015 4
7iAV 29/09/2015; 01/10/2015 2
BIAV 22/09/2015: 03/10/2015 1
9/NOR 25/09/2015: 07/10/2015 2
10/NOR 27/09/2015: 12/10/2015 3
11 :DELU 26/09/2015; 05/10/2015 3
12 :DELU 27/09/2015: 03/10/2015 2
13/NOR 23/09/2015; 13/10/2015 3
14:AV 24/09/2015: 24/09/2015 1
15 :DELU 30/11/2015 03/12/2015 2
BANG DON GIA PHONG THONG KE DOANH THU
Loai phéngidon gid ngady don gid tudn Phong don Phéng déi Loai phéng  Doanh thu
NOR 25 USD 120 USD 2 UsSD 3 UsSD NOR
AV 25 UsD 150 USD 4 UsD 6 USD AV
DELU 50 USD 300 USD 6 USD 9 UsD DELU

1. Dwa vao Ngay dén va Ngay di, lap cdng thire tinh Sé tuan va Sé ngay |é.

2. Lap codng thirc dién dir liéu vao cac cot Pon gia tuan, Pon gia ngay, dwa vao Loai
phong va Bang don gia phong, néu Ngay dén =Ngay di thi tinh 1 ngay

Phong don, nguoc lai thi tinh Phu thu phdong doi

Phu thu dwa vao Loai phong va sb ngudi, néu phong cé 1 ngwdi thi tinh phu thu

Tinh tién phong dwa vao Sb tuan, don gia tuan, sé ngay 18, don gia ngay 1é va phu

thu, nhwng néu sé ngay 18*Don gia ngay 18> Don gia tuan thi tinh bang don gia

tuan. Dinh dang don vj tién USD
Thdng ké doanh thu tién phong theo loai phong
V& biéu d6 biéu dién dir liéu trong bang théng ké theo céc loai

a. Column Chart, hiéu thi di liéu trén cac series, tiéu dé cta biéu dé

b. Pie Chart, hién thij ti I& phan tram trén mébi series

7. Dung chirc Conditional Formatting t6 mau nhirng dong khach thué >= 2 tuan

8.

Biéu dién di¥ liéu trong cot Téng tién dang Data bar

9. Trich ra danh séach cac khach thué phong VIP c6 sé tuan >2

10.Dung chirc ndng Subtotal théng ké tdng sb ngudi thué theo tirng loai phong
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Bai tap 2: S dung cac ham va chirc nang da hoc trong cac chwong truéc

THEO DOI BAN HANG TRONG QUY 1 2015

S6TT |ManNVv Ho tén Ma hang Tén hang |Ngay ban thang S& lu'gng Pon gia thanh tién

1[NVO1 ToCh-13 25/01/2015 10

2|NV02 MaPr-15 26/01/2015 12

3INVOL Dela-15 27/01/2015 8

4|NVO3 ToCh-13 28/01/2015 10

5|NV04 MaPr-13 29/01/2015 15

6|NV02 Dela-13 30/01/2015 12

7|NV03 Dela-15 02/02/2015 12

8|NV04 ToCh-15 03/02/2015 20

9|NV04 MaPr-13 04/02/2015 15

10{NV02 Dela-13 05/02/2015 10

11|NV04 MaPr-13 06/02/2015 30

12|NVO1 Dela-13 09/03/2015 10

13[NV04 Dela-15 10/03/2015 15

14|NV02 ToCh-15 11/03/2015 12

15|NV03 Dela-15 12/03/2015 12
Bang 1 Bang thong ké 1
Md NV [Ho tén Thang 1 Thiang 2 Thang 3 tong cong Xu hudng Tong so lu'gng
NVO1 D6 Nam Toshiba
NV02 Hoang Duy MacBook Pro
NV03 Lé Tudn Dell Latitude
NV04 Tran Manh

Bang 2 Bang thing ké 2

M& hang ToCh MaPr Dela Thang 1 Thang 2 Thang 3
|Tén hang| Toshiba |MacBook Pro | Dell Latitude Toshiba
Ban gidl 729 1725 850 MacBook Pro
Ban gid2 700 1600 750 Dell Latitude

1. Dién cot tht tw c6 dang 01, 02, ...

2. Dién cot Ho tén dwa vao Ma NV va Bang 1

3. Tén hang: Dya vao 4 ky tw dau va tra trong bang 2, néu 2 ky tw cubi cia Ma
hang la 13 thi néi chudi "13 inch’, nguwoc lai la “15 inch”

4. Thang: Dwa vao ngay ban, in ra chubi Thang 1, thang 2 ...

5. Dwa vao Ma hang va Bang 2, néu loai 13 inch thi 1dy Don gia 1 nguoc lai thi lay
bon gia 2.

6. Thanh tién=S6 lugng * Ban gia, néu mat hang ban trong ngay th(r 6 thi giam
10% don gia, ngugc lai thi khong giam.

7. Thdng ké tong tién cia mdi nhan vién ban trong mdi thang. Tinh tong tién cla
mdi nhan vién trong 3 thang. Dung biéu d6 Sparkline biéu dién doanh thu clia
moi nhan vién trong 3 thang (Cot xu hudng)

8. Thdng ké tong tién theo tirng mat hang (Bang théng ké 1)

9. Thdng ké tong tién ctia tirng mét hang trong mdi thang (Bang théng ké 2)

10.DunNg loai biéu db thich hgp biéu dién dif liéu trong Bang théng ké 1 va 2

11.Dung chirc ndng Conditional Formatting t6 mau cac dong cé san pham Toshiba

12.Trich ra danh sach cac nhan vién ban mat hang Macbook Pro trong thir 2
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13.Dung chirc ndng PivotTable thdng ké tdng tién ctia mdi nhan vién theo tirng mét
hang.
14.Dung chirc ndng Subtotal théng ké téng tién ban hang trong méi thang

Bai tap 3: bai tap téng hop

Tao cac bang tinh ton kho dau ki, Nhap xuét trong ky va thwc hién céac tinh toan sau:

Ton dau ky Tong két nhap Tong két xuat
_ — 58 g, Tri gid . L. i s Tén Tén . 1s Tén T8n
M3 hang Tén hang &iu k‘yg lﬁugkv Gia nhdp | Gid xut Tén hang & ILl':_fng i g 'ﬁ‘lﬁp Tén hang & |Ll't_fl'lg i g fu'a't
BH Bac ha 1700 1310000 770 840 Bac ha Bac ha
CA Cam 2400 1810000 750 850 Cam Cam
CH Chanh 1800 1402000 760 820 Chanh Chanh
CcC Coca 1800 1404000 770 880 Coca Coca
DA Diu 3200 2534000 750 800 Diu Dau
XX Xaxi 5200 4102000 720 820 Xaxi Xaxi
Nhép xuét trong ky Tén cudi ky
N:_z:::: ch;r; & Tén hang| S6 lwong Gid nhdp | Gid xuat Tri gia Tén hang sﬁTE:ng ::;Ii
12/01/2015| NBHO03 2000 Bac ha
16/01/2015| XCA004 2500 Cam
20/01/2015| NCHOO05 2400 Chanh
24/01/2015| XBHO004 1900 Coca
27/01/2015] NXX007 2200 pED]
30/01/2015| XCC008 2000 Xa xi
04/02/2015| NCC009 3000
09/02/2015| XDAO10 1500
14/02/2015| XXX011 2000
19/02/2015| NCA012 1800
24/02/2015| NCC013 2100
01/03/2015| XCHO014 1500
06/03/2015| NDAQ15 1800
11/03/2015| NBHO16 2000

1. Lap c6ng thirc dién vao codt Tén hang, Gia nhap va Gia xuat dwa vao ky tw the
2 va 3 trong c6t Sé chipng tie, do tim trong Bang Tén dau ky.

2. Trigia: néu ky tw dau cta Sé chirng tiv 1a X thi Tri gia=Sé lwong*Gia xuat, ngwoc
lai néu 1a N thi Tri gia=Sé lwong*Gia nhap

3. Théng ké téng sbé lvong, tdng tri gia nhap, xuat va tén cudi ky

Sé lwong cubi ky = (SL dau ky + SL nhap trong ky ) - sé lwong xuét trong ky

e Trigia cudi ky = (Tri gia diu ky + tri gid nhap trong ky) - tri gia xuét trong ky

4. Dung chirc nang Pivot Table dé thyc hién cac théng ké trong cau 3,

5. Trich ra danh sach cac phiéu xuét c6 sé lwong Ién hon 1500

6. DUng chirc nang Conditional formatting dinh dang kiéu gach chan céc phiéu
nhap

7. V& biéu db biéu dién twong quan cua téng tri gia tén cudi ky ctia cac mat hang,
dang biéu d6 theo goi y cla excel

8. Trich ra danh dach cac mat hang xuét trong thang 2
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V.5. Bai tap thwc hanh MOSExcel2013

1.

M& workbook Excel 5-1a, st dung di¥ liéu trong worksheet Seattle dé vé mot biéu
dé dang Pie.
M& workbook Excel_5-1b, stv dung worksheet Sales, vé biéu dé dang column
chart hai chiéu. Chuyén déi dong rows and columns.
M& workbook Excel_5-1c, trong worksheet Sales
a. Thay gia tri trong cét October cua Category Flowers la 888.25.
b. Thém cét November vao biéu dé, va thay dbi loai biéu db sao cho cé thé so
sanh gi4 tri Sales trong hai thang.
M& workbook Excel_5-2a, trong worksheet Sales, thyc hién cac thao tac cau:
a. Thay biéu @6 3-D Clustered sang dang Column.
b. Ap dung Layout 1, Style 7, va Subtle Effect — Accent 3 shape style.
M& workbook Excel_5-2b, trong worksheet Sales,
a. Tang kich thwéc cha biéu dé cho dén khi nd chiém cac 6 A1:L23.
b. Di chuyén biéu d6 sang mot sheet méi tén Sales Chart.
M& workbook Excel_5-2c trong worksheet Seattle,
a. Thém M& workbook tiéu dé Air Quality Index Report vao biéu dé.
b. Thém nhan di liéu hién thi dang %, khéng c6 sb 1&
M& workbook Excel 5-3a, thwc hién cac thao tac sau:
a. Tai worksheet Summary,
—Cheén logo cua Excel_5-3b tai goc trén trai cia worksheet.
— Chén mét text box trong bang tinh, thiét lap d6 rong va chiéu cao cho text
box la 3inch, dat text box bén duwéi tiéu dé “Our Prediction”
— Chén ndi dung cua tap tin Excel_5-3c vao text box
—Binh dang font cho van ban 20-point orange Candara font, canh gitra trong
text box
b. Taiworksheet Sales, chén hinh ctia san pham trong tap tin Excel_5-3d trong
6 Al, dinh dang cac néi dung dé hinh san pham xuat hién gon trong khong
gian bén trai cta di¥ liéu ban hang
c. Taiworksheet Overview, tao mot SmartArt kiéu Vertical Chevron List ding
mé ta cac hoat ddng khuyén mai trong méi thang ban hang
— November: Pre-launch marketing
— December, January: Standard marketing
— February, March: Partner promotions
d. Ap dung color set va style cho SmartArt.
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V.6. Cau héi trac nghiém

1. Thuat ngir Data series trong d6 thi dung dé& tham chiéu dén
a. Cha thich (Chart legend )
Tap hop cac data marker
c. Tap hop céc gia tri dung dé vé dd thi
d. Nhan di liéu (Data label)
2. Dé theo ddi dién bién cla thi treong chirng khoan hang ngay. Loai biéu d6 nao la

=

thich hop
a. Pie chart c. Row chart
b. Line chart d. Column chart

3. Biéu dd thé hién ty |é cta 1 hay nhiéu phan t& di¥ liéu nay vé&i mét trong cac phan
tlr di liéu khac Ia db thi gi?

a. XY Chart b. Line Chart
b. Pie Chart d. Column Chart
4. Trong db thi, truc doc con dwoc goi la
a. Truc X c. TrucyY
b. Mbc di liéu (Data marker) d. Cha thich (legend)

Quest Specialty Travel Tour Expenses

9,000
8,000
7,000
6,000
5,000
4,000
3,000
2,000
1,000

B Quarter 1

B Quarter 2

Expenses]in$)

OQuarter3

B Quarter 4

5. Trong db thi trén, méc di¥ liéu (data marker) nao biéu dién di li&u nhd nhat
a. Quarter 3 — Japan c. Quarter 1 — France
b. Quarter 3 — USA d. Quarter 1 - India
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2,000.00
7,000.00
£,000.00
5,000.00

Expenses (in $)

Australia Britain

Quarterly Tour Expenses

Canada France Germany

3I— Tour Countrles|

India

Japan

4,000.00
3,000.00
2,000.00
1,000.00

4

United
States

B Quarter1
B Quarter 2
B Quarter 3

B Quarter4

6. Trong db thj trén, muc 2 dung dé chi

a. Nhan truc doc
b. Tiéu dé truc ngang

c. Nhan truc ngang

d. Tiéu dé truc doc

7. Trong db thj trén, muc 3 dung dé chi

a. Nhan truc doc
b. Tiéu dé truc ngang

8. D& tao béng (shadow) cho 1 dbi twong trong dé thi, nhap nt

b. Nhan truc ngang

d. Tiéu dé truc doc

trong nhém

Shape style ctia tab Format, réi nhap chon Shadow va chon loai shadow mong muén
b. Tools

c. Option
d. Effects

d. Shadow Format

9. D& thay dbi dé thj cot (column) thanh dé thj thanh (bar) thi phai dung hép thoai nao?
b. Adjust Type
d. Change Chart Type

a. New Chart Type
b. Chart Category

10.Loai d6 thj nao la rng vién tét nhat d& nhan manh khuynh hwéng ban hang trong

vong 6 thang
a. Line
b. Pie

b. Area

d. Scatter
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pé thi tham khao

Cho bang tinh nhw sau

THONG KE BAN HANG

M3 hang Nhién hiéu Tén hang | Xuitxit | Don gid | Ngay ban | S6 lwong | Gidm gid | Thanh tién
CMN 15/04/2014 12
COT 21/03/2014 3
NON 17/05/2014 21
NMD 11/04/2014 5
SMT 29/04/2014 22
SON 20/06/2014 18
COT 23/11/2014 6
SON 20/11/2014 10
Béng 1
M3 nhn hiéu it xit N D T Bing thong ké :
Nhin hiéu Nhit Pailoan  |Trung quoc Nhit Pai loan Trung quoc
C Cahon 1000 700 650] Canon
N Nikkon 1100 700 640| Nikkon
5 Sony 900 650 600 Sony

I. Nhap dir liéu cho bang tinh va dinh dang nhw sau: (1d)

— Header:
— Footer:

Ho tén thi sinh (left), Bai thi Excel (Right)
Ngay thi (Left), Dé sé 65 (Right)

ll. Lap céng thirc dién dir liéu cho cac cét: (9d)

1.
2.

Lap cong thirc dién gia tri cho c6t Nhan hiéu va Xuat xtr, dwa vao Bang 1:
Tén hang: Néu ky ty thir 2 ciia M4 hang 1a “M” thi tén hang la “May anh”, nguoc
lai, néu 13 “O” thi tén hang 1a “Ong kinh”.

DPon gia: Dwa vao Nhan hiéu, va Xuét x( , tra trong Bang 1.

Giam gia: Giam 5% don gia cho nhirng mat hang ban trong ngay th& 7 va cha
nhat duwgc, cac tredng hop con lai thi khéng giam.

Thanh tién = Sb lwong *(Pon gia - Giam gid)*Ti gia. Trong do6 Ti gia dwoc tinh
nhw sau: Néu ngay ban trong 6 thang dau nam thi Ti gia la 20000, ngwoc lai thi
Ti gia la 20500, dinh dang don vi tién té 1a VND.

Thuwc hién bang théng ké Téng tién theo Nhan hiéu va Xuét x, c6 thé sir dung
chure nang Pivot Table

V& biéu dd biéu dién d liéu trong Bang thdng ké.

Dung chirc nang Conditional Formatting t6 mau nhirng mat hang cé don gia
I&n hon don gia trung binh cua tt cd cac mat hang.

Trich ra danh sach cac mat hang May anh ban trong thang 4.
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Cho bang tinh nhw hinh

BAO CAO BAN HANG TRONG QUY 1 -2014
S6TT Mi NV Hotén | Ma hang | Tén hang | Ngayban | Théng | S6 lrong | Pon gia Thanh tién
01 NVO01 ToCh-13 01/02/14 10
02 NV02 MaPr-15 12/03/14 12
03 NVO01 DeLa-15 15/01/14 8
04 NV03 ToCh-13 10/03/14 10
05 NV04 MaPr-13 20/03/14 15
06 NV02 DeLa-13 21/02/14 12
07 NV03 DeLa-15 06/02/14 8
08 NV04 ToCh-15 19/01/14 10
BANG 1 BANG 2
Ma NV Ho tén Thang 1 Thing 2 Thing 3 Pianh gia | Xu hwrémg Mi hing Tén hang Pon gial | Pon gia2
NV01 BP0 Nam ToCh Toshiba Chromebook| 729 700
NV02 Hoang Duy MaPr MacBook Pro Retina 1725 1600
NV03  |Lé& Tuan DelLa Dell Latitude 850 750
NV04 | Trin Manh
Téng doanh thu theo thang ? ? ?

[ll. Nh@p dir liéu cho bang tinh va dinh dang nhw sau: (1d)
— Header: Ho tén thi sinh (left), Bai thi Excel (Right)
— Footer:  Ngay thi (Left), Bé s6 01 (Right)

IV. Lap céng thirc dién dir liéu cho cac cét: (9d)

1. Ho tén: Dya vao Ma NV va tra trong Bang 1.

2. Tén hang: Dya vao 4 ky tu ddu cia M4 hang va tra trong Bang 2, néu 2 ky tu cudi
cuia M4 hang la 13 thi ndi chudi “13 inch” vao sau tén hang, vi du: ToCh-13 thi tén
hang 1a “Toshiba Chromebook 13 inch”.

3. Thang: Dua vao ngay ban, néu ban trong thang 1 thi ghi 1a “Thang 17, twong tu cho
Théang 2 va Thang 3.

4. Pon gia: Dya vao 4 ky ty dau cua M4 hang va tra trong Bang 2, néu may tinh loai 15
inch thi lay gia 1 nguoc lai thi lay gia 2.

5. Thanh tién: S6 luong * Pon gid, néu sé luong >10 thi dugc giam 5% don gia, dinh
dang don vi tién té 1a USD.

6. Thong ké tong tién cua ting nhan vién trong tirng thang. Dung Sparklines biéu dién
doanh sb ban hang caa mdi nhan vién trong 3 thang trong cot Xu hwéng.

7. Panh gia: néu tong tién cia mdi nhan vién trong 3 thang <20000 thi ghi “Cai thién
trong thang tiép theo”, nguoc lai, néu tong tién trong 3 thang <=25000 thi ghi “Pat
yéu cau”, nguoc lai, néu >25000 thi ghi “C6 thudng”.

8. Trich ra danh sach nhitng mat hang ban trong thang 2 va thang 3 ¢6 sé lugng >=10.

9. Tinh tong doanh thu theo thang, ding biéu d6 dang Pie biéu dién ti 1& doanh thu cua
ctia mdi thang.
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Cho bang tinh nhw hinh

THONG KE BAN VE MAY BAY
Mi KH Tuyén bay S hiéu may bay | Ngay bay |Hing hang khéng| Giivé | Gia vé thuc té Sb nguai Thanh tién
KHO01_HM-PQ VI322 01/01/15 15
KHO02 HM-DN VINERO3 04/01/15 4
KHO03_HM-HN BL265 20/01/15 10
KH04 HM-PQ VN1825 14/02/15 3
KHO05_HN-DN Vi34 15/02/15 20
KHO06 HM-HN VN1825 18/02/15 2
KHO7_HN-DN BL265 22/02/15 4
KHO08_HM-PQ VINEBO3 10/02/15 3
Bang tra Bing thing ké
B ; Giavé Viét Nam Airlines | VietJetAir |Jesta Pacifice
Ma tuven Tuven

Viét Nam Airlines| VietJetAir Jesta Pacifice HM-HN
HM-HN Tp.Hem - Ha NoGi 1554000 1029000 1020000 HN-DN
HN-DN HiNoi-Da ]\'i:mg 1008000 588000 580000 HM-DN
HM-DN Tp.Hem - Pa Néng 1008000 651000 650000 HM-PQ
HM-PQ Tp Hem - Phit Quéce 1450000 55000 660000 Téng doanh thu

V. Nhap div liéu cho bang tinh va dinh dang nhw sau: (1d)
— Header: Ho tén thi sinh (left), Bai thi Excel (Right)
— Footer: Ngay thi (Left), Bé s6 02 (Right)

VI. Lap céng thirc dién div liéu cho céc cét: (9d)

1. Tuyén bay: Dwa vao 5 ky tu cudi cua M& KH va tra trong Bang tra

2. Hang hang khdng: Dya vao S6 hiéu may bay, néu hai ky tu dau 1a VN thi dién “Viét
Nam Airlines”, néu 1a VJ thi dién “Jesta Pacifice”, con lai 12 VietJetAir.

3. Gia vé: Dua vao Tuyén bay va Hang hang khong va tra trong Bang tra.

4. Gia vé thuc té: Néu khach hang dat vé bay vao ngay chi nhat thi ting 10% gia vé,
nguoc lai néu trong ngay tha 3 thi giam 5% gia vé, cac trudong hop khéc thi giit nguyén
gia Vveé.

5. Thanh tién: S6 nguoi* Gia vé thyc té, néu sé ngudi >=10 thi dugc giam 10% cua
Thanh tién, dinh dang cot Thanh tién ¢ ddu phan cach hang nghin va don vi tién 1a
VND.

6. Thdong ké tong theo tirng Hang va theo ting Tuyén bay.

7. Théng ké tong doanh thu theo tirng Hang (dong cudi trong Bang thong ké). Dung biéu
d6 biéu dién ti 18 doanh thu cta 3 hang.

8. Trich ra danh sach khach hang dat vé cua hdng Viét Nam Airline trong thang 1.

9. Binh dang cot Thanh tién sao cho nhitng khach hang dit vé tir 10 triéu tro 18n c6

dang in dam va mau do.
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