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Muc tieu

* Sir dung phan mém MS Excel dé thuc hién cac
thao tac xi ly bang tinh nang cao.



NOI DUNG

L.ap va dinh dang bang tinh

Quan ly dix liéu




1. Lap va dinh dang bang tinh
a. Dinh dang co diéu kién

b. Dién di liéu ty dong

c. St dung cong thirc mang



Pinh dang cd diéu kién

Lam noi bat cac 6 thda man
diéu kién (luat);

Lam noi bat cac 6 gid tri Ion
nhat (Top)/nho nhat (Bottom);
Chen thanh dir liéu;

T6 mau/chén biéu tugng theo
khoang gia tri.

iz EXZ

Conditional Formatas Cell

Formatting = Table~ Styles~-

| Highlight Cells Rules
R aghiig

Top/Bottom Rules

Data Bars

Color Scales

_ ] Mew Rule..
2  Clear Rules
!lE] Manage Rules..,

lcon Sets

Foco o Ilﬂ_}

b

k
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Conditional Formatas Cell

Formatting= Table - Styles-

Highlight Cells Rules

==

TI Top/Bottom Rules
Top

Data Bars

e

Color Scales

lcon Sets

] NewRule..
2 Clear Rules

[E] Manage Rules..
LU

20

¥

-

-

-

|
=2

More Rules.. = Tao luat dinh dang méi

EF 2. futo Lam ndi cac 6 thda

Insert Delete Format i man dléu kén
- - -  Clear
—E| Greater Than... ———— | am ndi bét c4c 0 c6 gia tri 16n hon. ..
—E| lessThan..  ——— T am noi bat cac 6 co gia tri nho hon.. .
E Between.. ——— [am noi bat cac 0 co gi trj gitra hai gia tri
—E| Fqual To..  — Lam noi bat c4c 0 co gia tri bing mot s6 co

dinh

Text that Contains... =% [ 3m noi bat cAc 6 ma vin ban cé chia ...
ADate Occurring..  ———— [.am noi bat cac 6 ma ngay xay rala ...

Duplicate Values.. ———— T.am noi bat cac 6 c6 gid trj trung 1ap
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Conditional Formatas Cell
Formatting~ Table~ Styles~

Highlight Cells Rules »

-y

Top/Bottom Rules

Data Bars b

-y

Color Scales

|con Sets b

A S e

5] MewRule...
2 Clear Rules b

[E] Manage Rules..
FAV)

20

== Fl \ R: s A .
Insert Delete Format | Lam noOl cac O dlnh/day
. - - T Cle

Cells

Top 10 ltems.. == Dinh dang 10 muc hang dau

T Top10%.. —> Pinh dang 10% muc hang dau trong danh sach

J Bottom 10 ltems... e F)inh dang 10 muc dudi cung

Bottom 10 %.. == Dinh dang 10% muc dudi cung trong danh sach

_T Above Average.. === Pinh dang cac 0 c6 gia tri trung binh trén ...

Below Average.. = Dinh dang cac 0 co6 gia tri trung binh dudi...
— X

MoreRules.. e Tham luat dinh dang madi



A

Conditional Formatas Cell

Formatting= Table~ Styles~

Highlight Cells Rules

—|=x

T‘ Top/Bottom Rules
g~ P

Data Bars

Color Scales

O oot

lcon Sets

] NewRule..
|:'¢ Clear Rules

E Manage Rules...
FAY

0

b

-

-
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Insert Delete Format

b

b

Cells

Gradient Fill

Bl &

E

Solid Fill

EE

E

b

ﬁ

e R

ﬁ

2ol 0.0

Chen thanh dit liéu

T6 thanh dix 1liéu
vGl mau sac kiéu
3 Gradient ¢co san

T6 thanh dir 1liéu
vl mau sac kiéu
Solid ¢6 san

More Rules... === Thém luat dinh dang méi



, T == =3 z
y a3 5 me »
> & H == T6 mau theo khoang
Formatas Cell  Inset Delete Format glé tri
Table Stylesw - - - &L '
n Cells
;_|_- Highlight Cells Rules »
=
Top/Bottom Rules »
m] p/
| DataBars ol )
O g
e e OeSH OEC
= = =4 4=H & | Danhsach
=H loon Sets b R0 CEEO O O cac thang
- o mau c6 san
= NewRule. =l EHE i EIE
[# Clear Rules g -
MoreRules..  ——— Thém luat dinh dang méi
5] Manage Rules.. : ;

10
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Conditional Formatas Cell

Formatting= Table~ Styles~

Highlight Cells Rules

=2

Top/Bottom Rules

Data Bars

Color 5cales

|con Sets

| M Ilﬂ_"

] MewRule...
|:',p Clear Rules
E Manage Rules...

b

-

Chén biéu twong
khoang gia tri

Directional

+to 8 =
A=y ¢+ AN G
A9 24Ax%F
+ Ao d

Shapes

@00 200
LA Q @00 e
[ JORON

Indicators

@00 ¢ 1 %
Ll

Ratings

w ¥ w all il all wll
@I O il wll wil tl il

EE B0 OO OO OO0
08 @@ @@ B0 OO

More Rules...

_ Cac bd biéu
tugng co san

—

» Thém luat dinh dang mai
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Tao luat dinh dang mai

Select a Rule Type:

New Formatting Rule

ENES

= 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 unique or duplicate values

= lse a formula to determine which cells to format

» Chon loai luat dinh dang

» Hiéu chinh mo ta luat
dinh dang

Edit the Rule Description:

Format all cells based on their values:

Farmat Style: | 2_Color Scale W

Minimum Maximum

Type: | Lowest Value v Highest Value v

Value: ||Lowest valug) ﬁ (Highest value) &

Color. I v v
oK Cancel

> Kiéu dinh dang

12



Tao
luat

Quan ly cac luat dinh dang

Sura luat

Stra luat
dinh dang dinh dang
A A

Conditional Formattizg Rules Manager

Show formatting rules for§ | cyrrent Selection W

9=

dinf
dang

mai

I NewRule.. | [JEditRule.. | X DeleteRule

Rule [applied in order shown)  Format Applies to

Data Bar D —srsasrets

Stop If True

]
i

Luat

0K

Close

» dang
chon

chinh
sura

13



Pién dit liéu tw déng

HOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  DEVELOPER  novaPDF  POWERPIVOT Lin
. v | = - =Y AutoSum + A
Arial 0 A A T == ’? v %'Wra Text General v E=—‘ 7 | &M ng @ Y
. - p g Q H H [ Z
B I U- i+ b A === €£ Merge&[enter » ooy &0 0 Condtional Formatas Cell  Insert Delete Format Lok &4 Cind
S © Formatting~ Tablew Styles v v - m Down
" Font f Alignment " Number f Styles Cells E Right
v fe | =(R16%0.4]4{U16%0.6) A Up
Left

B CDEFGH | J KL M NO P Q R STU VW X Y L AA AB | Sefies.
030631150989 |Ha ThiNgoc Anh DEBITCH 7 65 67 Justiy
030631150956 |Neuyén ThiLs Chi DH3IKTO3 66 | 65

» Pién gid tri/cong thirc vao day 6 dugc chon.
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Fill Series

« Dién day cap so
cong/nhan/ngay
thang vao vung
duwoc chon:

k|
Series ERE3
Series in Type Date unit
i Rows 'i' Linear ® Day
() Columns () Growth Weekday
() Date Month
() AutoFill Year
|:| Trend
Step value: |1 Stop value:
OK Cancel
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Flash Fill (Excel 2013)

e COng cu tdéng hop/phan tich nhanh cac chudi
(khéng can stir dung cong thirc).

e Vidu:

—Phan tich Tén lop thanh Hé DT, Khoa,
Chuyén nganh,;

— Phan tich Ho tén => Ho, Ho lot va Tén;

—Tong hop Ho, Ho 16t va Tén => Ho tén.

16



Flash Fill (tt)

A B C D
2 Lop Hé BT Khoa CN
3 PH30DNO1 bH 30 DN
& PH31KTO02 1
> PH32AV01
6 DH32NHO03
7

\
Ctrl+ E Dong mau

17



Cong thirc mang

+ Thyc hién trén mot ving 6 (mang);
* D3t trong cap ngoac mac (“{“, “});
* Khong xda/stra dugc mot phan mang;
 Viét cong thirc mang:
— Chon vung 0;
— G0 cong thuc;
—Nhan Ctrl + Shift + Enter.

18



F4

(o I v« Y o R IR R K I O R S

[
=

Sale Person Car Type

John
Lee
Bee
Mike
Steve
Austin

I

Sedan
Coupe
Sedan
Coupe
Sedan
Coupe

{=D4:D9*E4:E9}

Mumber Sold Unit Price

02 W =] L = LA

5

L U U L L

2,200
1,800
2,300
1,700
1,500
2,000

Total Sales

11,000 |
[ |

5
5
5
5
S
S

7,200
6,900
11,900
13,500
16,000

19



Tham khao : Phép toan ma tran

e COng hai ma tran;

 Nhan ma tran v&i mot so;

 Tinh dinh thi’c ma tran;

* Tao ma tran nghich dao (Ham MINVERSE);
 Tao ma tran chuyén vi (Ham TRANSPOSE);
 Nhan hai ma tran (Ham MMULT).

<Tham khao>

20


Matrix.xlsx

2. Quan ly dit liéu

a. Lap bang thong ké nhém véi Iénh Subtotal

b. Théng ké di¥ liéu bang Pivot Table va Pivot
Chart

21



L3p bang thong ké nhdm vai [énh

Subtotal

e Lap bang thong ké (Sum,
Count, Max, Min, Average,
...) cho cac nhom dir liéu.

e Bang di¥ liéu duwoc sap xép
theo nhom trudc khi thuc
hién thong ké.

At each change in:

MA NV

Use function:

Sum

Add subtotal to:

|7 [ =]

[ nGhy
[1MA Ny
[ JHO TEM

[ ] NOI DUNG NHAN

Replace current subtotals
[] Page break between groups

summary below data

Eemove All

oK

Cancel

22




S& dung lIénh Subtotal

DU LIEU THONG KE THU NHAP CA NHAN TRONG THANG

NGAY MA NV HO TEN NOI DUNG NHAN S0 TIEN
02/122016| NV [Nzuyén Mai Anh Phu cip ngoal gie 500,000
04/1272016|NV001  |Nzuyén Mai Anh Luong oy 1/12 5,700,000
07/1272016|NV001  |Nzuyén Mai Anh Céng tic phi 5,000,000
Nguvén Mai Anh Total 11,200,000
04/122016|NV002  [Dins Vin Sam Luong oy 1/12 4.500_000
17/1272016|NV002  |Déng Vin Sam Titp khic 6,790,000
Ping Vin Sim Total 11290 000
04/12/2016|NV003 | Tran Thi Thiy Hing Luong oy 1/12 7,300,000
13/1272016|NV003 | Tran Thi Thay Hing Thuréne hoa héng 870,000
Tran Thi Thiyv Hang Total 8,170,000
13/12/2016|NV004  |Pham Tran Hai Minh Thurdng hoa héng 040,000
16/12/2016 |NV004  |Pham Tran Hai Minh Phu cip ngoai gir 500,000
Pham Trin Hii Minh Total 1440 000
07/1272016|NV005 |Lam Lan Anh Phu cip neodi gic 500,000
16/12/2016|NV005 |Lam Lan Anh Ha tro di lai 200,000
17/12/2016|NV005  |Lam Lan Anh Céng tic phi 3,700,000
23/122016|NV005  [Lam Lan Anh Tiép khdc 1,790,000
Lim Lan Anh Total 6.790.000
13/12/2016|NV006 | Tran Thi Whit Linh Ha tro di lai 800,000
16/12/2016 | NV006 |Tran Thi Nhit Linh Thirdne hoa hong 300,000
23/122016|NV006 |Trin Thi Nhat Linh Phu cip ngoai gir 500,000
Trin Thi Nhit Linh Total 1,600,000
Grand Total 40_490.000




S dung Iénh Subtotal

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER novaPDF POWERPIVOT
Table Name 5ummarizewith PivatTable D Properties Header Row || First Column Filter Buttan
>

Tablel B Remave Duplicates E Open in Browser Total Row || Last Column
R - Insert  Export Refresh
‘B Resize Table 5= Convert to Range Slicer - - €2 Unlink Banded Rows | | Banded Columns
Properties Tools External Table Data Table Style Options

DESIGN

24




Théng ké dit liéu bang PivotTable va
PivotChart

e Tao bado cdo toéng hop tir bang dir liéu.
* Tao bang Pvot Table:

—Lénh Insert | Pivot Table;

— Chi dinh nguén di liéu;

— Chi dinh vi tri bao cao;

— Chon truong tiéu dé hang — cot;

— Chon trwong can thong ké (6).

25



Théng ké dit liéu bang PivotTable va
PivotChart (tt)

A B C D E

1 DU LIEU THONG KE THU NHAP CA NHAN TRONG THANG

2

3 NGAY §d MANK HO TEN M NOI DUNG NHAN - SOTEN K
4 02/12/2016(NV001  |Nguyén Mai Anh Phu cap nzoai gio 500,000
5 04/1272016(NV001  |Nguvén Mai Anh Luwong ky 1/12 3,700,000
i 07/12/2016(NV001  |Nguyén Mai Anh Céng tac phi 3,000,000
7 04/12/2016|NV002  |[Ding Vin Sam Luwongz ki 1/12 4,500,000
3 17/12/2016|NV002  [Ping Vin Sam Tiép khac 6,790,000
g 04/12/2016|NV003  |Trin Thi Thiy Hing Lwong ki 1/12 7,300,000
10 13/1272016\Nv003  |Trin Thi Thiy Hing Thuéng hoa hing 270,000
11 13/12/2016|NV004  |Pham Trin Hii Minh Thuwéng hoa hong 040,000
12 16/12/2016|NV004  |Pham Trin Hii Minh Phu cap ngoai gi 500,000
13 07/12/2016|NV005  |Lim Lan Anh Phu cap nzoai gio 500,000
14 16/12/2016|NV005  |Lim Lan Anh H0 tror dli lad 200,000
15 17/12/2016(NV005  |Lim Lan Anh Céng tac phi 3,700,000
16 23/12/2016|NV005  |Lim Lan Anh Tiep khac 1,790,000
17 13/12/2016|Nv006 | Tran Thi Nhit Linh HG tror di lai 200,000
18 16/12/2016|{NV006 | Tran Thi Nhit Linh Thréng hoa héng 300,000
19 23/12/2016|NV006  |Tran Thi Nhit Linh Phu cép ngoai gie 500,000
20 | Total 40,490,000




Théng ké dit liéu bang PivotTable va
PivotChart (tt)

FILE HOME INSERT Create PivotTable @
u E Choose the data that you want to analyze
) I:—'? Bang hoic

a (®) Select a table or range

PivotTable Hec_nmmended Table Table/Range: | AnswerlSASI:SES1S o > d'fll dir llcli
PivotTables dung dé vé
l_J Use an external data source j
Tables —— _ PivotTable
> Connection name: D1:1ng
Chon noi dat Choose where you want the PivotTable report to be placed nguon dir
PivotTable 1a 6 mot ~ €==r==(®) New Worksheet he;\u_ b(in )
trang tinh khac () Existing Worksheet ngoal de vé
/ Location: = PivotTable
. ae Location: 55
Chon noi dat
PivotTable ném Cﬁng Choose whether you want to analyze multiple tables
béng/dﬁi dir liéu |:| Add this data to the Data Model

DK Cancel

P

27



Théng ké di¥ liéu bang PivotTable va

PivotChart (tt)

Charts i Reports
All A Je Grand Total
, A , B C D E F G H
]
FM Sum of 50 TIEN  Column Labjag
M Row Labels ﬂ Cing tdc phi  HO tro di lai Lire'ng ky 1) Phu cdp ngoe Thwdrng hoa Tiép khdc  Grand Total
4 12/2 500,000 S00, 000
5 12/4 17,500,000 17,500,000
6 12/7 6,000,000 500,000 6,500,000
T 1213 B00, (i 1,810,000 2,610, (hCy
3 12/16 800,000 500,000 300,000 1,600,000
9 12/17 3,900,000 6,780,000 10,680,000
10 12/23 SO0, (el 1,990,000 2,490 (D00
11|Grand Total | 9,900,000 1,600,000 17,500,000 2,000,000 2,110,000 8,770,000 41,880,000
12
13
14
15
16
17 || [Sumetsamen

Sheet2 | Sheetl |

®

-
PivotTable Fields v
Choose fields to add to report: L B
NGAY E

(] MA NV

n
1 Im TERD

Drag fields between areas below:

T FILTERS Il COLUMNS

| NOIDUNG N... ~ |
= ROWS T VALUES
| NGAY v | || Sumof SO TIEN = |

[ | Defer Layout Update JPDATE
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Théng ké di¥ liéu bang PivotTable va
PivotChart (tt)

20
=
2 18
2 16
14 B Cong tac phi
12 m HO tro di lai
10 m Lwong ky 1/12
3 B Phu cap ngoai gi®
6 m Thwéng hoa héng
4 I | m Tiép khac
2
0 - - [ | I H = I - I

12/2/2016 12/4/2016 12/7/2016  12/13/2016 12/16/2016 12/17/2016 12/23/2016

29



3. Biéu do

* Tao Sparkline
* Tao duvong xu hudng (Trendline)
e Biéu d6 tich hop

30



Sparkline

e Sparkline
duoc vé k

a biéu d6 duong rat nho, thuwong
nong co truc hoac toa do. NO trinh

bay hinh ©

ang chung cua su thay doi trong

mot s& phép do, chang han nhu nhiét dd ho3c
gia thi truvong chirng khoan, theo mot cach
don gian va dac biét.

e Cac thao tac vadi Sparkline:

—Tao Spa

rkline

—Hiéu chinh Sparkline.



Tao Sparkline

REVIEW VIEW DEVELOPER novaPDF POWERPIVOT

H dd2 @ 0 LIy BI| I b B

PivotChart  Power Line Column Win/

INSERT PAGE LAYOUT FORMULAS DATA

ded Table Pictures Online Apps for Recommended )
es Pictures @+~ Office - Charts L RS - View Loss
[Hustrations Apps Charts = Reports Sparklines
Vao thé Insert => trong nhom Sparklines, chon kiéu biéu do v
Sparkline muon v¢. Cac kidu
Create Sparklines @ bieu qé
. Choose the data that you want Sparklme
Dal dir IIQU su e Data Range: |B:MS 55
dung vé
Sparkline Choose where you want the sparklines to be placed D EE—

L]
Tl

Ch()n IlO'i dét Spark|ine4—— Location Range: | SMS5

OK Cancel
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) = w oo | (=] 1 i Ll ra

- V]

Tao Sparkline

A B C D E F G H
Bio cdo Quy

MNam Quy 1 Quy 2 Quy 3 Quy 4 Lgi nhudn/L6  [Phan tich 1 Phan tich 2 Phan tich 3
2001 16,772 31,977 19,394 22,220 90,363 " e |_ I — =
2002 36,000 -23,742 31,048 -25,208 18,098 S~ ., | Wm - -
2003 17,908 28,594 -24,297 -28,159 5953 7 2~ | - -
2004 29,574 -26,726 -28,718 33,688 7,818| ~~_ _~ |mm - - -
2005 20,345 -20,324 -21,265 29,652 8,408 ~~._ - |- - - -
2006 -34,744 34,000 -16,570 -16,497 33811 7 T~ - - - -
2007 28,792 -26,298 25,471 -34,163 6,198] T | o ™ - -
2008 -21,638 -25,493 31,735 -17,328 32,724 T T - g — p—
2009 33,422 32,076 -21,225 34,291 78564 @ o~ | Hmm __ p—
2010 -24,261 -26,348 29,339 21,429 159 - s
2011 48,000 -23,281 -15,672 35,000 aa047, ~_ . — | - - -
2012 17,353 20,040 18,108 27,271 27 | e B
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Hiéu chinh Sparkline

HS &- %" - Sparklinexsx - Excel SPARKLINE TOOLS
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER novaPDF POWERPIVOT DESIGN

ESPErk“HE Calar- im :'-E'I Group

m ﬁ II|I| E High Paint [ First Paint i
‘ . [ Low Paint [ | Last Paint - | g Marker Color - ™ I Ungroup
Win/ — Asic

Edit Line | Colurnn
Data Loss Megative Points [ | Markers . & Clear -~

Sparkline Type Show

Style Group
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Tao duwong xu huwdng (Trendline)

* Duoc bb sung thém vao cac do thi chudi thoi
gian, thé hién xu huwdng bién dong cda chuoi
dir liéu.

» COng cu du du bdo, ho trg phan tich kinh
doanh.

35



Cac loai duong xu hudng

e Dudng trung binh di chuyén (Moving
Average);

* Duong hoéi qui tuyén tinh;

* Puong

* Puong

n6i qui €%;

n6i qui b.xY;

« Duong hoéi qui logarithm;
e Puwong hoi qui da thire (bac n);

36



Format Trendline

|' Trendline Dptﬂrrsl
Line Color
Line Style

Shadow

Trendline Options

Trend/Regression Type
| © Exponential
| ) Logarithmic
L
() Polynomial Order: |2 :
L B
| O Power
Ko™
- (7)) Moving Average Period: |2 :
ke

Trendline Mame

@ Automatic : Linear {58 tré em SDD (Triéu))
() Custom:

Forecast

Forward: 0.0 periods
Backward: |[0.0 perinds

[] setIntercept= 0.0
[ Display Equation on chart
[ Display R-squared value on chart

37



Vidu 1: S6 tré em suy dinh dudng

180
160
140
120
100

£ 8 8

SO tré em SDD (Triéu)

1990 1995

2000

2005 2010

s 50 trée em SDD (Triéu)

Linear (S& tré em SDD

(Trigu))

CHART ELEMENTS

Axes

Axis Titles
Chart Title
Data Labels
Data Table
Error Bars
Gridlines

Legend

RIRROORK LR

Trendline
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Vidu 2: Du bdo doanh sé

) | X Thang Doanh so
* Cong ty X kinh doanh mét 1 10

loai san pham mdi. Cho

2 11
doanh s6 san pham trong 3 12.5
8 thang dau, vé do thi, tao 4 15
duwong xu hudng va du bao > 20
doanh s& san pham trong 2 0 =
thang ké tiép. ’ 5

8 70



Két qua cua Trendline

120

100

&0

Dw bao doanh so

RZ= U.':.Iﬂ-..-ib/

n?
. ﬂ'?% Doanh s

-~

Linear {Doanh sd)

Expon. (Doanh sd)
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Biéu d6 tich hop

* Cho phép thé hién nhiéu day dit liéu khac biét
(khodng gia tri, don vi do trén mdt biéu do).

e MOGi day gia tri dwoc bi€u dién vdi mot kiéu
biéu dé.

e Sir dung 2 co6t gia tri (Primary, Secondary) cho
cac day dit lieu khac nhau.



Chon loal
bicu do va
truc cho
serie du liéu

<

Recommended Charts | All Charts ‘

"

[d
3
@
E
a

B X @

Recent
Templates
Column
Line

Pie

Bar

Area

XY (Scatter)
Stock
Surface
Radar
Combo

Change Chart Type

(7 =]

i Ui vt [

Custom Combination

=%

2% _

TE

=i
w

o
B

[

Chart Title

-A\G THANG THANG THANG _-A\G THANS _-A\G _-A\G _-A\G THANG THANG THANG

Z

3

4 ] 10 11 12
H _-...3—,%_-1.Lw

— D USD —a—EUR ELRE

Choose the chart type and axis for your data series:

1305
1500
140
120
100%
0z
s
040
0z
0o

Series Mame
I vND

I usD
[l EUR

ELR

Chart Type

Clustered Column

Line

Scatter with Straight ...

Scatter with Straight ...

Secondary Axis »

[«

[«
<

QK

|| Cancel |
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Q&A



Chuwong ké tiép
UNG DUNG EXCEL GIAI
CAC BAI TOAN KINH TE



