MICROSOFT EXCEL

Dung dé soan thao cac van ban
co tinh chat la bang tinh.
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KHAI NIEM CO: BAN

Tap: tin Bang tinh - WorkBook (#.XLS)
Trang Bang tinh - Sheet (Sheet<n>)
Cc%t va Hang - Row & Column (A,B,C, ... - 1,2,3,
O va Vlng - Cell & Reference (A1 B5, ... -
A1:B10, C5:C15, ...)
Bial chi: dung| de'xac dinh Vi trilcia o' hoac ving
[<ten XLSSN[I<ten Sheet>l<ten o> <dc 0>
<tenvung>|<dec vung>
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Phan 2 - MS Excel.ppt
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1. Xac dinh kich thuGc giay in
File / Page Setup...

Fage Setup

2rienktation
Frinkt...

A| (&) Partrait A | ) Landscape Prink Prewview

Scaling Cptions. ..

(%) adjust ko = %% normal size

) Eitto: |1 pagels) wide by

Faper size: ot}

Prink guality: 1200 dpi

First page number:

Cancel
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2. Nhap dif liéu thd va ...
Cac Loai dir lieu
LLoail Van ban (text)
Loail So (Number)
Loail Ngay — Gio (Date — Time)
Loail Luan Ly (Logical)
Loai Biéul thirc tinh tedn (Expression)


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

E3 Microsoft Excel - Book1
@_1 File Edit Yiew Insert Format  Tools  Data  Window  Help
Eimial 10| B I UIESEEA]S % E|H. DA

ExXpression

v & =(C7D7)2

A

B C D

E

Loai Van ban:
Loai So:

Loai Ngay:
Loai Gio:
Loai Luan Ly:

Seagarne 22" 1500000

5200000
181172003
20155

TRUE

151172003

20300

FALSE

Loai Bieu thivc:
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2. Nhap di lieu tho va ...
Cac phép toan dung trong biéu thirc

P
P

e
e

P

e

0 tean so hoc: + - * [ % 2
i tean sosanhn<< <= > S= <> =
» tean noi chuoi: &

Cac ham thueng dung:
= CU phap tong quat:
<Tén ham>([<danh sach tham so0>])
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2. Nhap dir lieu tho va ...
Sao chép (dil chuyén) dir lieu
Bialchi tucng doi va tuyet dor.
Sao chep Pac biet (Edit / Paste Special.. )

pElE-tE Special [ ][':PC]

 walidakion
0 all except border=
L Colum$min waidkeh=

P Formulas arnd mnumber Formaks=s

P waluse=s and mumber Formaks

L
ralc
I~

L MMulkiplss
O Divide

—
—
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[ ] Skip blank= ] Transpose

Pa=te Linlk
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2. Nhap dir lieu tho va ...
Nhap dir lieu tu' dong
Xac dinh vung nhap. Tao day dirlieu
EAI/EI/SEREs: 1I00IS/OpLIeN:::

O ptions

—olor " Inkternatiornal " Savwe " Error Checking

Wi " —alculatian " Edik " s=rneral " Transiktion

—uskom lisks: Lisk enktries:

Sun, Mon, Tuese, YWed, Thu, Fri, =
Sundayw, Monday, Tuesdayw, wWec
Jan, Feb, Mar, apr, Maw, Jun, 1
Jarnuary, February, March, opril

Pre=s=s Enkter to =separake lisk enktries.
Impork lisk From cells: |$G$25:$G$32 |=Ii=l [ Impork

| L] o | [ Cancel
CuuDuongThanCong.com -
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2. Nhap dir lieu tho va ...
X0a (Them) noi dung bang tinh

X0a o trong bang tinh
X0a dong

X0a cot

X0a trang bang tinh
Them 0

Them dong

Théem cot

Them trang bang tinh
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Define. .,
Faste...
Creake, ..
Apply...
Label. ..

CuuDuongThanCong.com

C Jc €
D UC U Jc @l= @le
= [=}-" - - .
Uc - — | Eil= Edikt g L= 1
~
< r=1-= o
; Nhap tén mdi
Marmes in workbook:
| | ok |
HAMDOTIM
HaMLLAMLY Close
HaMYECHLUIOT
HAMYEMNGAYGIO dd
HAMYESD =3
HAMYETHORMGEKE
FIELDULIEL Delete
Refers ko:
='Cac ham ve CSDL1$A% 1 $A$5 =

https://fb.com/tailieudientucntt
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3. Cac cong cu chuyéen dung
(Cac chuc nang cua thuc don Data)

(Eerm):
(Sort):
(EiGer):
(Subietal):

Tlao phan giai thich cho 6 hoac cot/dong dirlieu
(Validauen):
(Bliable):
(PiVer):
(Conselidate):
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3. Cac cong cu chuyéen dung (Data)

Nhap dirlieu Sap xeép noi dung
= Di chuyén con tro vao = Di chuyén con! tro vao
trong bang tinh. trong bang tinh.
5 ChonData/Eoerm::. s Chon Data/Sert:..
Chu vz Chu vz
= (Cac 0 co cong thuc Excel = Excel'cho phep toi da la 3
Se tur dong tinh. khoa sap Xep.

= Khoa sau chilco tac dung
khi'noi dung khoa ke truoc
tring nhau.


BasicApp/CongcuChuyendung.xls
BasicApp/CongcuChuyendung.xls
BasicApp/CongcuChuyendung.xls
BasicApp/CongcuChuyendung.xls
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3. Cac cong cu chuyéen dung (Data)
Data / Eilter

Loc dir lieu

= \VOi cac dieu kien don gian:
Mang tinh chat |a tim' kiem.
Chon'Data)/Eilter/Autekiter:

= VOi cac dieu kien phuc tap (Advanced Eilter)
llap bang dieu kien: bao gom hai phan noi dung:

Jenel pes MEKH  [Loai Tien
= Phan noi dung dieu kien. Loai Tien

.
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3. Cac cong cu chuyéen dung (Data)

Vi du: Trich cac CTPS voiloai'tieén la' VND cua cac Khach hang hoac
Nha cung cap.

Bieu thirc toan:

(LOAITIEN="VND"”) AND (MAKH="KH*"” OR MAKH="NC*")
Lap bang dieu kien:

m
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3. Cac cong cu chuyéen dung (Data)
Data / Subtotal...

Dung dé thuc hién cac phep toan SUM, COUNT, MAX, MIN trén tu'ng nhom trong CSDL.
= Dj chuyén con trovao vung dirliéu.
n  Chontbata/Subjlotalse:

Chu y: Noi dung phai ducc Sap xep theo nhom. truée khi thue hien chirc nang nay.

- =]

Subtotal @

Dém so chirng tu phat sinh
theo tirng loai tién

https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

3. Cac cong cu chuyéen dung
[Data/diabler...

Chuc nang Tlable dung dé tao bang so lieu
theo cong thic co san.

Co hai loai cong thuc: va


BasicApp/ChucnangTable.xls
BasicApp/ChucnangTable.xls
BasicApp/ChucnangTable.xls
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3. Cac cong cu chuyéen dung (Data)
Chuc nang Pivot Table

Dling dé tao) cac bang Loai Tién
SO lieu theng ke voi 1

mot so tinh chat: A
« Page TenKH |USD' VND

= Column NACA X X

a Row
i N 2P e ]

Xet virdu , £a0
bang thong ké theo
mau Ssau:
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3. Cac cong cu chuyéen dung (Data)
Chuc nang Consolidate

Dung dé tong hop so! lieu tur nhiéu bang
tinh corcall tricidiongrnhal.

Xet ‘ «Tén cot.
oThir tu cac cot.
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http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

3. Cac cong cu chuyéen dung (Data)
Cac ham thucng dung

CU phap tong guat;
<tén ham>(<CSDL>,<s0 cot>,<dieu kien>)
Trong do:
s <CSPL>: dia chi'bang dir lieu bac gom ca tén cot.
s <50 cot>: la so thir tu’' cla cot trong CSDL dung dé
tinh toan.
s <dieu kien>: lap bang dieu kien tueng tu"trong phan
Advanced Filter.
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4. Pinh dang bang tinh

Noi' dung thue don
Format.

Cell

RoOw

Column

Sheet

AUtoFermat
Conditional Formatting
Style

Chen hinh anh
(Inserty/PIctures?)
ChUc nang
1100IS/AULEEONRECE
OPLIGNS

Kiém tra cong thiic

Too)lg/Fegnmtlz) Atfeligigle)

Chiuc nang
1100IS/OPLoN:..:
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5. In noi dung bang tinh
Eile/Print ...

Primter

Mame: i—ﬁ.ﬁ.crnhat Diskiller | Properkies. .. |

Skakus: Idle

Tvpe: AdobePs Acrobat Diskiller

Where: Z1i\Documents and Setktingstall Users\Deskioph*, pdf
_ommentk:

| Find Prinker... |

[ ] Prink ta File

Print range _opies

G all Mumber of copies: =

() Pageisy  From:

Print what
Eﬂ ED Collake
1 1

() selection () Entire workbook
(*) Active sheet(s)

| Preview |
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6. Mot so cong cu khac

Ve do thi.
Tao Macro don gian.
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