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GIAO TRINH MS EXCEL

I. PAI CUGNG VE BANG TINH
1.Khai niém bang tinh
a.Vi du: Lap 1 danh sich diém thi hoc ky cta I6p gom céc cot: Ho, tén,
Ngay sinh, M1, M2, M3, Téng diém, Xép Loai.
Pay 1a 1 danh sach dugc 1ap dudi dang 1 bang. O dé:

+MBobi dong ( trir dong dau 14y lam tiéu dé cot ) 1a cdc thong tin vé mot
hoc sinh; Moi cot 1a mot thong tin vé cac hoc sinh.

+ Dit liéu doc lap (bat budc dua vao ) gom: Ho, Tén, Ngay sinh,M1,
M2, M3

+Dit liéu phu thuoc (s& tinh todn nho dit lieu doc 1ap): Téng diém, x&p
loai.
b.Khdi niém bdng tinh

- Dung quan ly dit liéu duéi dang bang

- Bang tinh 1a 1 bang hinh chit nhat dugc chia thanh cac 6 bai cac ludi
duong song song véi canh cua bang hinh chit nhat

- Céc 0 theo vét ngang la dong, cac dong dugc danh so: 1,2,3...65536

- Cac 0 theo vét doc 1a cot, cac cOt dugc danh so: A, B, ...IV (256 cot)

- O: Giao ctia dong véi cot 12 0, tén 0 :ghép tén cot, dong; vi du: Al,
F10, ...
2. Khoi dong EXCEL

Trong WINO5, 98, 2000 ... c6 dung mot trong 3 cich sau:

Cdch 1: Kich chuot 14n luot vao Start/Program/Microsoft excel

Cdach 2: Kich chuot vao chir X trong biéu tuong
nam goc phai bén trén man hinh. I ¥ | 3% 3 m
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Cdch 3: Kich dip chudt vao biéu tugng trén man hinh nén.

3. Cau tric bang tinh excel

Eaetti=a oft Excel
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- Mbi so tay (WorkBook) gom 1 dén 256 sheet (ngdm dinh 3 sheet) ,
- Moi bang tinh (sheet) 1a 1 trang bang tinh nhu trén, né gém 254
cot, 65536 dong, hon 16 triéu 0.
- Mbdi Workbook sé& duoc ghi vao 1 tép; so luong tép Workbook
duge md khong gidi han, chi phu thuoc vao bo nhé cua may.
- Cot (columns) c6 do rong ngam dinh 9 ki tu (c6 thé thay déi tir O -
255 ki tu)
- Dong (Rows) ¢6 do cao ngam dinh 12.75 chdm diém (c6 thé thay
déi tir 0 - 409)
- O (Cell) 1a giao ctia mot cot va mot dong; duoc xdc dinh boi dia
chi ghép tén cot, tén dong. C6 3 loai dia chi o:
+ Dia chi twong doi: Al
+ Dia chi tuyét doi: $A$1
+ Dia chi hén hop: $A1, A$1
4. Di chuyén con tro va nhap dix liéu
- Con tr6 0: 1a con trd lam viéc, c6 mau sdm hon, chi ton tai duy nhat
1 con tro lam viéc
- Con tro soan thao: 1a 1 vach | nhidp nhdy trong 6 lam viéc, dung dé
nhap dit liéu
- Di chuyén con tr6 o:
+Diing 4 phim miii tén: di chuyén dén céc 6 gan
+ Dung Page UP, Page Down: chuyén trang man hinh
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+ Ding CTRL+Home: Vé Al
+ Dung chuét: kich chuot vao 6 nao 6 d6 tré thanh 6 lam viéc

5. Khoi 0 (vung - Range) , chon khoi 0, viét dia chi khoi 6
- Khéi 6: 1a tap hop nhitng 6 lién ké nhau tao thanh hinh chit nhat,
khoi 6 c6 thé 1a 1 0, 1 cot, 1 dong, mot nhém 6 hodc toan bo bang tinh.
- bia chi khoi 6 dugc xac dinh bai toa do 6 dau hen( goce trén bén trai)
va toa do 6 cudi hen ( gée dudi bén phai) ; Cach viét A1:B10
- Chon khoi 6 :
+Chon 1 khoi 6: Dat chuot & 6 dau khoi, kich ré dén 6 cudi khoi
+Chon nhiéu kh6i 6 dong thoi: Chon khéi 6 thit 1, 4n gitt CTRL
déng thoi kich ré chuot dé chon khdi thit 2.,... ( thudng dung khi v& dé thi).
6. Thay doi do rong cot, do cao dong
Di tré chuot & dudng bién bén phdi tén cit, hoac phia duoi tén dong, khi
chuot thanh <« thi kich ré.
7. Ra khoi bang tinh
Kich chuot vao menu File/exit

II. LAP BANG TINH VA CAT BANG TINH VAO PiA
1. Cac kiéu dir liéu va cach nhap
Vi du: Bang tinh gom céc cot Ho, Tén, Ngay sinh, M1, M2, M3, Téng, Xép
loai,..
O vi du trén dit lieu cta cic cot Ho, Tén 1a kiéu vian ban, Ngay sinh 12 kiéu
Ngay thang, M1, M2, M3 1a kiéu s6, Tong, Xép loai 12 kiéu cong thirc.
a. Kiéu vin bdn ( Text)
- Puoc go cac ki tuy ¢ trén ban phim
- T6i da dugc 255 ki tu, ngam dinh thdy 9 ki tu, néu 6 bén canh khong cé
dit liéu thi cac ki tu “zran” sang va van nhin thay.
- Dit liéu sau khi nhap vao 60 s€ sat trai (ngadm dinh)
b. Dit liéu s6' (Number )
-Chi gdcacsott0-9, +, -, .
- Dit liéu sau khi nhap vao 0 s€ sat phai
c. Ditliéu kiéu ngay ( date )
- GO ngay thang hop 1€, theo qui dinh: mm/dd/yyyy hoac dd/mm/yyyy
- Dit liéu sau khi nhap vao 0 s€ sat phai
d. Ditliéu cong thirc (Formula)
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- Bat ddu 1a dau =, sau dén biéu thiic tinh todn viét theo qui dinh cla
excel
- Dit liéu nhap vao 6 s€ sat phai néu két qua tinh 1a so, sat trai n€u két qua
la van ban.
- Noi dung 0 cong thifc chita biéu thiic tinh todn ma ta gd vao, nhung hinh
thitc hién ra 1a két qua tinh todn ctia biéu thic do.
- Khi céc 0 dit liéu trong cong thitc thay déi, thi gid tri tinh todn trong 0
cong thic ciing thay dai theo.
2. Hiéu chinh dir liéu
- Néu dit liéu ngan: mudn stra 6 ndo dua con trd vao 6 go de 1én
- Néu dit lieu dai: dé con tré vao 6 an F2 r6i nhin va stra dit liéu trén
thanh cong thic, xong an Enter.
3. Cac phép toan va cach viét biéu thiic trong EXCEL
- Cac phép tinh s6 hoc: +, -, *,/
- Cac phép so sanh: =>>=< <=, <>
- C4c ham tinh todn (s& xét cu thé sau)
Vi du: SUM(C2,D2), AVERAGE(C2,D2)
- Biéu thic: La su két hop giita cdc hing, dia chi 6, cic ham véi cdc
phép toan va dau (, ).
C6 2 loai biéu thiic: Biéu thifc tinh todn va biéu thic logic (diéu kién)
Vi du: =(C2+D2)/2
=D2>9
4. Ghi bang tinh vao tép, doc bang tinh tir tép ra

- Ghi vao: File/Save ( du6i ngam dinh cta tép la XLS)
- Doc ra: File/Open

III. MOT SO THAO TAC TREN BANG TiNH

O trén ta da xét khai niém khoi 0, cach chon( danh dau) khai 0, viét dia chi
khéi 0, bay gio ta hay thuc hién cac thao tac véi cac khoi 6 do.
1. C4c thao tac sao chép, di chuyén, xo4 dir liéu cua khoéi 6
a. Xod dit liéu khoi 6
- Dénh d4u khoi 6
- An phim Delete
b. Di chuyén dit liéu khoi 6
- Dbanh dau khéi 6
- Kich Edit/Cut
- Dat con trd 6 ¢ noi can chuyén dén
- Kich vao Edit/Paste
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c. Sao chép dit liéu khoi 6

Panh dau khoi 6

Kich Edit/Copy

Dat con trd 6 & noi can sao chép dén

Kich vao Edit/Paste

2. Sao chép 0 cong thiic voi dia chi tuong doi, tuyét doi
a. Vidu

Vidu I:
A B C D E F
1 |Ho Tén  |Ngay sinh |Luong[PC  |Tong
2 Le Ha 1/2/67 390 (120 |510
3 bo Ta 2/3/56 425 220 |645
4 Nguyén | An 3/4/78 520 320 |840

O F2 s& viét cong thic tinh Téng: =D2 + E2
Sau d6 ta copy 6 F2 cho cac 6 F3, F4,...-->Co6ng thiic & cac 0 nay sé€
ding
Vidu 2:

A B C D E F

Heé s | 1.40

Ho Tén  [Ngay sinh [Luong(PC  |Téng

Le Ha 1/2/67 390 (120 |510

bo Ta 2/3/56 425 (220 |645

5  |[Nguyén|An  |3/4/78  |520 [320 (840

O F3 sé& viét cong thic tinh Téng: =D3*$E$1 + E3
Sau d6 ta copy 0 F3 cho cac 6 F4, F5,...-->Cong thiic & cac 6 nay sé ding

do ta da tuyét doi o $E$1

b. Nhdn xét:

Khi sao chép 6 cong thitc: dia chi tuong doi trong cong thiic s& bién doi dé
phu hop véi vi tri tuong doi cua 6 dugc sao chép dén, con dia chi tuyét d6i
thi gilt nguyén.

AN ==

c. Cach sao chép:
Cach 1: Copy binh thuong nhu cach & trén
Céch 2: (do thuong sao chép 1 0 téi céc 6 lién ké)
+ Dat con tro 6 vao 6 cong thic
+ Di chudt & géc phai dudi 6 cong thic, khi chuot thanh + thi kich ré
di cac 0 lién ké
3. Sao chép dac biét (sao chép gia tri ctia khoi dit liéu 1a cong thic)
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Vi du: & bang dir liéu trén can sao chép sang 1 bang méi gom cac cot Ho,
Tén, Tong. Cach lam:
+Sao chép cot Ho, Tén sang bang méi: lam sao chép binh thuong
+Sao chép cot Tong dat bén canh, bing cich:
- Danh dau cot Tong
- Chon Edit/Copy
- Dat con trd 6 & noi can dén (bén canh cot Tén)
- Chon Edit/Paste Special/Values
4. Pien day s6 co quy luat
- (0 gia tri dau vao 6 thi 1
- GO gid tri thi 2 vao 6 thi 2
- Dbanhdau2 o
- Di chuot & géc phai dudi cua khéi 0, khi chuot thanh + thi kich ré
di cac 0 tiép theo
IV. MOT SO HAM THONG DUNG TRONG TINH TOAN
1. Dang tong quat cia ham va cach diung
+ Dang tong quat: Tén ham (doi sé)
D6i s6 ¢6 thé 1a: hang s6, dia chi 6, khoi 6, biéu thic, tén 1 ham khac
Vi du: Sum(A2,B2)
+ Cach dung: ham thudng dugc ding trong biéu thiic tinh toan. Ham
duoc chén vao vi tri trong biéu thic bang cich:
Céach 1: Tai vi tri con trd trong biéu thic gd truc tiép ham can nhap vao
Céch 2: Tai vi trf con trd trong biéu thifc can nhap ham, hdy vao lan
luot:
Insert/ Function/ Chon tén ham cdn nhdp

2. Cac nhom ham thong dung

a. Nhém ham s6 hoc va thong ké
- Max(nl, n2,...ni): Cho gia tri 16n nhat trong cac ni
& d6 cdc ni c6 thé 1a: hing s6, dia chi 0, khoi 6 ¢6 chia s6
- Min(n1, n2,...ni): Cho gia tri nho nhat trong cac ni
- SUM(n1, n2,...ni): Cho tdng cac ni
- AVERAGE(n1, n2,...ni): Cho trung binh cong clia cac ni
- PRODUCT(nl, n2,...ni): Cho tich cac ni
- COUNT(nl1, n2,...ni): B€m cac dit liéu so trong danh sach
- COUNTA(nl, n2,...ni): B€m cac dit liéu ca s6 1an ki tu trong danh sach
Vi du: COUNT(1,ha,4) cho két qua 2
COUNTA(1,ha,4) cho két qua 3
- ABS(x) =Ix|
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- INT(x) = phan nguyén cua x

- MOD(x,y)= s0 du cua x/y

- SQRT(x) = can bac hai cta x

- EXP(x) = &*

b. Nhom ham thoi gian

- TODAY () cho ngay thang hé thong

- YEAR(dI kiéu ngay) cho nam (4 s6)

- MONTH(dI kiéu ngay) cho thdng

- DAY(dI ki€éu ngay) cho ngay

- DATE(yyyy,mm,dd): cho gia tri ki€u ngay

- WEEKDAY(dl kiéu ngay,kiéu) cho thit trong tuan;

O d6: kiéu = 1 thi trong tuén s& tinh thi Hai:2....thd Bay:7, chd nhat:1

kiéu = 2 thi trong tudn s& tinh thit Hai:1,...tht Bdy:6, chil nhat:7
kiéu = 3 thi trong tuan sé tinh thit Hai:0,...thit Bay:5, chi nhat:6

Vi du: Xem tir ngay sinh ra dén nay la bao nhiéu ngay
= TODAY()-DATE(1984,02,25)

c.Nhém ham vdn ban
- UPPER(x): déi xau ki tu X thanh chit in hoa
- LEFT(X,m): Duara 1 xau con tir xau X gom m ki tu ké tir bén tréi
- RIGHT(X,n): Puara 1 xau con tir xau X géom n ki tu ké tir bén phai
- LEN(X): cho do6 dai xau ki tu X

d. Nhém ham Logic

a b anb aub
0 0 0 0
0 1 0 1
1 0 0 1
1 1 1 1

- AND(dk1,dk2,...): cho giao cua cac dk.
Vi du: + dtb>9 va bt>8 thi x€p Gidi: AND(dtb>9,bt>8)
+ Pua ra nhitng nguoi sinh nhat vao ngay hom nay:
AND(day(Today()=Day(d2),Month(today()=Month(d2))
- OR(dk1,dk2,...): cho hgp cta cac dk
Vi du: Pua ra nguoi c6 BT hoac PL>=9: OR(DT>=9,DL>=9)
Gia tri 1 néu BTDK ding
- IF(BTDK,gid tri 1, gid tri 2) =[
Gia tri 2 néu BTDK sai
Vidu: I.XE&p loai hoc sinh 1én 16p, & lai dua vao DTB
= [F(DTB>=5,"1én 16p”, “& 1ai” )
7

khoavp@gmail.com



GIAO TRINH MS EXCEL

2. Xép loai hoc sinh vao 4 loai: Yéu, TB, Kha, Gioi dua vao DTB

=IF(DTB<5,”Yéu”, IFMTB<7, " TB”,IFMTB<9, ’Kha”,’Gidi”)))
Qua 2 vi du trén, nhan xét: s6 ham IF 16ng nhau ctia moi truong hop.

3. XL 1én 16p: DPTB>=5 hoac DTB>=4 va DT>7; con lai la & lai

=IF(OR(DTB>=5,AND(DTB>=4,DT>7)),”LEN LGP, “0 LATI”)

V. PINH DANG DU LIEU (trinh bay) BANG TINH

1. Thay doi cAu triic bang .
a. Cheén thém 6, cot, dong gl o |
- Danh dau 6 (cot, dong) & phia dudi Cancel |

hoac bén phai vi tri can chén
- Chon Insert/Cell, xuat hién hop thoai:

¢ Entire row
" Entire column

Néu chon: +Shift cell Right: diy khoi 6 danh d4u sang phai khi chén
+ Shift cell Down: ddy khoi 6 ddnh ddu xudng dudi khi
cheén + Entire Row: chén dong trong phia trén khoi 6 danh dau
+ Entire Colum: chén cOt trong phia bén trai khoi 6 danh
dau
b. Xo04 0, cot, dong
- DBanh dau 6 (cot, dong) can xoa

- Chon Edit/Delete, xuat hién hop thoai: : —
. . . . eleke
& Shift R
€ shift Cancel |
" Entire row
€ Entire column

Neéu chon: +Shift cell Left: xoa 6 va don sang trai
+ Shift cell Up: Xoa 6 va don lén trén
+ Entire Row: Xoa dong danh dau
+ Entire Colum: Xoa cot danh dau
2. Pinh dang dix liéu kiéu s6, ngay
- Chon (d4nh d4u) ving dit liéu kiéu s6 hodc ngay
- Chon Format/Cell, xuat hién bang:
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Format Cells

Mumber I Alignment I Fonk I Eorder I Patterns I Protection I
Categary: ample
|General AI 2.00

Currency Decimal places: |2 E‘

Accounting

Date

Timne [ Use 1000 Separatar (,)
Percentage . .
Fraction Meqakive numbers:

Scientific

Texk 1234.10
Special (1234.10)
Custom =l F1234.10)

Mumber is used Far general display of numbers, Currency and Accounting
offer specialized Formatting For monetary walue,

Ol I Cancel I

- Trong bang nay chon nit Number
+ Trong Category: Chon Number néu dinh dang so
Chon Date néu dinh dang ngay
Gia st chon Date, ta c6 hop thoai:
FormatCels K|

Murnber I Alignment I Fonk I Border I Patterns I Protection I
Caktegory: ample
General AI 1/9 |

Murnber
Zurrency

F\ccountinﬁ

Timne

Percentage
Fraction
Scientific
Text
Special

Zuskom ;I

Dake Formaks display date and time serial numbers as dake walues, Lse Time
Formats ko display just the time portion.

+ Chon kiéu dua ra cho ki€u ngdy thiang & bang bén phai, néu
khong c6 thi chon Custom dé tu dinh nghia kiéu dua ra.
+Chon OK
3. Dinh dang dir liéu ki tu
- banh dau vung dit liéu
- Chon Format/Cell, xuat hién bang nhu trén,
- Trong bang nay chon nit Font
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Format Cells EH E3 I

I Border I Patterns I Protection I

MNumber I Alignment

Fonk: Font skyle: Size:
I MnTime IReguIar I 13

. vnTeknicalH =] - & -

T vnTifFani Heawy i Italic =]

NnTifani HeawwH Eold 10
| lealdialic =l i1 =l

Underline: Colar:
INone LI I Aubomatic LI [ marmal Font

Ffects rEiEwn

I™ Skrikethrough

I~ Superscripk AaBbCcYyrlz

™ subscript
This is a TrueType Fonk., The same Font will be used on bokh wour printer
and your screern.

Ok I Cancel

+ Chon phong, kiéu, c& chit,... (giéng & Word)
+ K&t thic kich OK

4. Dieu chinh dir liéu trong 6

- Banh dau vung dit liéu
- Chon Format/Cell, xuat hién bang nhu trén,
- Trong bang nay chon nit Alignment, c6 hop thoai ti€p:

Format Cells I
Mumber | I Fonk I EBorder I Patkerns I Prokection I
Text alignment —orientakion
Horizontal: Indent:
IGeneraI vI ID =
T
Wertical: =
®
IBDttDm vI £

Texk conkrol

— Wrap kext
™ shrink ko Fik I':I E‘ Degrees

I Merge cells

(a4 I Cancel I

0] dé, néu chon:
+Horizontal: D€ can dit liéu ngang 6 nhu sau:
General: gitt nguyén dit liéu nhu khi dua vao
Left: Can thang mép trai
Center: Can vao gilta

10
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Right: Can thang mép phai
Justify: Can déu 2 bén
Fill: Lam day 6 cac ki tu da c6
Center acrosse Selection: Pua vao gitra khoi 6
+ Vertical: Dé can dit liéu doc 6
Top: Sat trén; Bottom: Sat dudi
Center: Vao gitta Justify: déu trén dudi
+ Orientation: Chon hinh thic trai dit liéu
+ Wrap Text: Cuon dit lieu xuong dong khi dén 1€ bén phai o.

5. Tao duong ké cho khoi 0
- banh dau khéi 6
- Chon Format/Cell xuat hién hop thoai trén

- Chon nut Border, c6 hop thoai tiép:

number | abgnment | Font  {Border || Patterns | Protection |

Presets rLin

Stwle:

Fone Outline Inside

Text

Text

izolor:

. P . I utamatic 'I
[ s l_l H s

The selected border style can be applied by clicking the presets, preview
diagram or the buttons above,

[ ox | concol |
+ Chon duong vién xung quang hoac & gitta cic 6 & muc Preset
+ Chon duong vién timg phia trong muc Border
+ Chon ki€u dudng vién trong muc Line - Style
+ Chon OK

* C6 thé ding thanh coéng cu dé tao duong vién nhanh hon

VI. VE BIEU PO

1. Céac budc vé biéu do
BuGc 1: Chon dit liéu dé vé va chon kiéu biéu do
- banh dau cac vung dit liéu cho truc OX, OY
- Kich nit I1énh trén thanh cong cu hoac chon Insert/chart -> ra bang

- Chon kiéu biéu do & bdang 1(Step 1)

11
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Chart Wizard - Step 1 of 4 - Chart Type

Standard Types I Cuskom Twpes I

Chart bvpe: Chart sub-kvpe:

B E3

Column

& Pie

- W (Scatker)

mEE | ERE
[ | i

@r Fadar
[ Surface oo
®s Bubble

[ief Stock ;I

|‘ Arsa
@ Doughnut

cakegories.

Press and hold to wiew sample

Clustered Column, Compares values across

@ I Cancel | = Back I Mext = I Finish I

- Chon Next -->rabdng 2 (Step 2)

BuGc 2: Xdc dinh lai mién dit liéu dé vé biéu do J bang 2(Step 2)

Chart Wizard - Step 2 of 4 - Chart Source Data e A ||
Diata Range I Series I
Taeng
1000
s00 —
00 —
[@T=n]
400 I =
2nn —
]
Hy T L=

Cata range:

Series in: T Rows

=+ Caolumns

EI Cancel | <gack || mext= | inish |
- Chon Next ->ra bang 3 (Step 3)

Buéc 3: Chon cdc tuy chon cua biéu do d bang 3 (Step 3)

12
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Chart Wizard - Step 3 of 4 - Chart Options

Titles | Axes | Gridlines | Legend | Daka Labels | Data Table

Chart kitle:
|§§ the so s _nh kzeng --ng D6 thi so sinh 6ng lvong

Category () axis: 1000
]

IT L 500

Yalue (%) axis: GO0

ITaang I--ng| 400 4 CRET
Second cakeqory (5] axis: 200 4

| I:I T T

Second value (Y) axis: Hp To L
I T*n

T=ng |--ng

@l Cancel | < Back, | Mext = I Einish

- Dién tén do thi & 6 Chart title
- Dién tén truc OX & 06 Category (X) Axis
- Dién tén truc OY 6 6 Value (Y) Axis
- Chon Next ->ra bang 4(Step 4)
BuGc 4: Xdc dinh vi tri ddt biéu do J bang 4(Step 4)

Chart Wizard - Step 4 of 4 - Chart Location EE

—Place chart:

" &s new sheet: IChartl
@ s obiect in: M- |

@ Cancel < Back. Mext = Finish

- Néu kich chuot vao As new sheet : Dat biéu do trén trang tinh méi,
coténla Chartn (nlal so)

- Néu kich chuot vao As object in : Dat biéu d6 trong trang tinh, trang

tinh duoc xac dinh boi Sheet n

13
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- Kich vao Finish -> ra biéu d6 nhu sau:

‘-,v oft Excel - Book?2 !mm
”@ File Edit ¥iew Insert Format Tools Chart Wwindow Help ;Iilil
S Time <vEs|B r O|E==E8 %, WR|EE -5 A-
DEdSRAY L BARY | v-o-|[A® > 22 | @ |2
Chart Area j = |
a | B | e | p | =B | ® | e | =B | =

e L] -—
2 A . - A

2 Do thi en sanh tong luong

4

s =l

~| £ 1000

= .

; - b 500 O Toéng |=
9 =) 0] T |

10 = . . =
11 Ha Ta La

12

= Tén

14 -
4[4[ b Ml Sheet1 Sheetz f Sheet3 J - | | JH
Ready | [ [ Mo [

2. Hiéu chinh biéu do
a. Di chuyén, thay doi kich cé biéu do
- Danh diu biéu do6
- Kich ré chuot trén biéu d6 dé thay dai vi tri
- Kich ré chuot & mot trong cdc nit den bao quanh biéu dé dé thay
déi kich c&
b. Thay doi Font chit, kiéu, cé chit, mau chit trong biéu do
- Ddnh d4u biéu do6
- Chon Font, kiéu, c& chit, mau chit trén thanh cong cu hoic trong menu
c. Thay doi kiéu, viing dit liéu, cdc tiéu dé,.. biéu do
Pinh dau Biéu do/Kich vao Chart/ sau d6 chon:
- Chart type : Thay déi kiéu biéu do
- Source data: Thay déi vung dit liéu dé vé
- Chart Option: Thay déi cac tiéu dé cho biéu do va céc truc
- Location: Thay déi noi dat biéu do6
e Chu y: Khi luu bdng tinh vao tép sé dong thoi luu luon cd biéu do.

14
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VIL. CO SO DU LIEU TREN BANG TINH

1. Khai niém co s6 dit liéu trong bang tinh

Vi du:
stt |Ho va tén 15phat |1tiét (TBKT |hocky |TB
monkil
1 Ta Quang Cuong |9 9 9.0 9 9.0
2 |Nguyén Anh Diing |7 7 7.0 8 7.3
3 |Chu Thuy Duong |8 6 6.7 8 7.1
4 |Nguyén Hung Diing (10 10 10.0 10 10.0
5 |Nguyén HituDai |10 10 10.0 8 9.3

Mot bang dit liéu trén trang tinh dugc t6 chifc thanh céc hang va cac cot.
Theo thuat ngit cia CSDL thi m6i hang (trir hang dau) sé 1a mot ban ghi,
moi cot 1a mot truong.
Hang dau ghi tiéu dé ctia moi cot sé 1a tén moi trudng.
2. Sap xép dit liéu
- Danh dau khéi dit liéu can SX (gom dong tén truong (tén cot dau
biéu) va cdc ban ghi (cdc dong dit liéu))

Sort W B |
Sark by
I ~ | Ascending
" Descending
Then by
I ;I " ascending
" Descending
Then by
I =] o fscending
" Descending
My list has

" Header row Mo header row

Dpkions. .. | (04 I Cancel

- Chon Datal/Sort
Trong hop thoai trén chon:
+Kich vao Header Row
+ Chon khod SX thtt 1 6 hop SORT BY (la tiéu dé cot can sx),
va chiéu SX ctia n6 (A : tang, D: giam)
+ Néu c6 khoa SX thtt 2, 3 thi chon twong tu & hop THEN BY
+ Két thic kich vao OK

3. Tim kiém dix liéu (loc)

a. Bang Autofilter
15
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Budc I: Danh dau vang dit liéu (gom dong tiéu dé cot va cac dong dix

liéu)

Buoc 2: Vao DATA/FILTER/AUTO FILTER
Bang tinh xuat hién cic 6 mii tén canh tiéu dé

cot:

st Ho va tén

+| 15phi+| 1 tiéiy

TBK+| hoc k+|TB mont

Budc 3: Loc timg diéu kién:

Kich chuot vao ¢ miii tén bén canh tén cot dung lam diéu kién loc,

dua ra bang chon:
él<| TBKT.
(Al
H(Top 10...3 -
{Cuskam...)
den -
q67 L
7.0
173 L
8.0
g -
9.0
1100 B
+ Néu chon CUSTOM, dua ra bang tiép:
Custom AutoFilter Ei |
Shiow rows where;
TEKT
e 2 A =
0.4
& and oy
I j I LI Cancel |
Use ? bo represent any single character
Use * to represent any serties of characters

+ Chon miic so sanh & Show rows where:

Equals = is less than or equal to <=

Does not equal <> | Begins with Bit dau béng chit cdi
is greater than > Does not begin with Khong bit ddu bing..
is greater than orequal to | >= Ends with K&t thic bing

is less than < Does not End with Khong két thic bang

G0 (v6i s0) hoac chon (v6i chit) gia tri so sanh & 6 bén canh

Vi du: - DBua ra nhitng nguoi c6 TBKT>=9
- Dua ra nhitng nguoi co TBKH>=8, 1 ti€t>9

- Pua ra nhitng ngudi ¢6 TBKT tir 7 dén 9 (dung AND )

b. Bang Advanced Filter

khoavp@gmail.com

16



GIAO TRINH MS EXCEL

Budc I: Tao vung diéu kién nhu sau:

- Dong 1: chia tén céc tiéu dé cot giong & vung dit liéu (nén copy

sang)

- Dong 2 (hoic cac dong sau nita dung dé ghi nhitng diéu kién theo
yéu cau): Nhap cédc di€u kién & ngay phia dudi tén tiéu dé cot & ving diéu
kién

Budc 2: Dat con trd 6 vao viung di liéu va chon 1énh: Datalfilter/Advantced
Filter -> Xuat hién hop thoai:

Advanced Filter HE |
Action
|7f" Filter the lisk, in-place ILI

¥ Copy bo another location

Cancel

List range: I

Criteria range: I

Ul Sl Sl

Copy ko ||

™ Unigue records only

Budc 3: Lua chon yéu cau thuc hién trén khung Action:
- Filter the List, in [] place: Dé hién thi két qua loc ngay trén
vung dir liéu khai théc.
- Copy to another location: D€ sao chép két qua loc vao ving s&
dugc chi ra trén bang tinh & Copy to.
Budc 4: Khai bdo pham vi cac vung trong hop thoai:
- List range: nhap dia chi (hay kich ré pham vi) ving dit liéu khai thac
- Criteria range: Nhap dia chi (hoac kich ré) ving diéu kién.
- Copy to: Nhap dia chi (hoac kich ré) ving chda két qua.
Buéc 5: Chon OK trong hop thoai.
Vidu

17
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24
25| st |—I-:_:- va téd 15phot | 1 tiét |
26 - =
27| sttt Ho va tén 15phot | 1 tiét

28 1|{Ta Quan g g
29 4| Neuyén 10 10
a0

3l

™ Unigue recards only

F € H

Advanced Filter

Action

~ Filter the list, in-place |:

{* iCopy to another focation'
List range: |$.ﬁ.$19:$E$23 :‘J
Criteria range: |$P.$25:$E$26 :‘J
Copy ko |$a$27:4E527 B

Ghi chii: Cdch viét cdc diéu kién trong ving diéu kién:

Gia st ¢6 bang dit liéu:

stt Ho va tén 15phat |1 tiét [TBKT
1 Ta Quang Cuong 9 9 9.0
2 Nguyén Anh Diing 7 7 7.0
3 Chu Thuy Duong 8 6 |67
4 Nguyén Hing Diing 10 10 [10.0
Vung diéu kién:
stt Ho va tén 15phat |1 tiét  TBKT
Nguyén 7
>=9
Ving két qua:
stt Ho va tén 15phit |1 tiét [TBKT
1 Ta Quang Cuong 9 9 9.0
2 Nguyén Anh Diing 7 7 7.0
4 Nguyén Hing Diing 10 10 [10.0

4. Mot so ham dung véi CSDL

Qui udc:

C: Cot can xét
VDK: Ving diéu kién

khoavp@gmail.com

VDL: Vang dit liéu cdn xét
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- DSUM(VDL,C,VDK): Tinh téng céc 6 & cot can xét thoa man diéu kién

- DAVERAGE(VDL,C,VDK): Tinh trung binh cong cac 0 trén cOt can xét
thod man diéu kién
- DCOUNT(VDL,C,VDK): Dém cic 0 trén cOt cin xét thoa man diéu kién

(Néu cot can xét 1a s0 )

- DCOUNTA(VDL,C,VDK): Dém céc 0 trén cOt can xét thoa man diéu kién
(Néu cot can xét 1a van ban )

- DMAX(VDL,C,VDK): Dua ra s6 16n nhit trong cac 6 trén cot can xét thoa
man diéu kién

- DMIN(VDL,C,VDK): Dua ra s6 nho nhit trong cac 6 trén cOt can xét thoa
man diéu kién

Vi du: . .

A E c D E F @ H 1|
1 | st Hovatén Khuwrgd Ml W2 | M3 [Téng | X&p loai |Hoc bdng
2 | 1)Ta Quang Cirémg 1 8 9 4.0 24| Ehs 40000
3 | 2|MNzuydn Anh Diing 2 5 40| 1a|gém a
4 | 3|Chu Thuy Duong 1 8 5| 80| 22/TB 20000
5 | 4|Nguyén Hiing Ding 3 10 gl 10.0] 28|cisi 50000
6 | —
7 Ehu wire
8 1
9 DSUM(E] :15,8,C7 :C8) 60000
10 DAVERACE(E] 15,8, C7:C8) 20000
11 DCOUNT(E] 15,3,C7:C8) 2
12 DCOUNTA(ELIS,1,C7:C8) 2
13 DMAX(E] 15,8,C7:C8) 40000
14 DMIM{E]:15,8,C7:C8) 20000

* Luu y khi tao ving diéu kién
- Néu diéu kién la hang so thi tiéu dé diéu kién trung voi tiéu dé cot dit liéu
lam diéu kién ( nén copy tén cua cot ldy lam diéu kién xuong).

19
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- Néu diéu kién la biéu thitc (ham,..) thi tiéu dé diéu kién phdi khdc vdi tiéu
dé cot dit liéu ldy lam diéu kién (khong nén copy tén ciua cot ldy lam diéu
kién xuong).

Vi du: Dé€m nhiing ngudi cé chit cdi dau ctia Ho va tén 1a N, viing diéu kién
ta 1ap nhu sau:
dauho
—Left(B2,1)="N"

5. Tim kiém bang VLOOKUP, HLOOKUP

a. Ham VLOOKUP
VLOOKUP(Gia tri tim, Vung can tim,Cot can 1ay): Thuc hién viéc tim
ki€m mot gia tri trong codt dau tién ctia ving can tim va cho két qua tuong
ung trong cOt can lay (cot chi dinh).

A | E | C | o Formula Bar F

1 |Phdng MNgay Tdng tién

2 |a VLOOKUP[A2 §BF10:-§C12.20%E2

2 |b & Dav 1 vine di
Ay la ving dit

4 o a 450 lieu

a3 |a 4 500

& b 3 a0

7 Ving can tim

8 Bang gis:

5 Logi phong Gié/

10 a 134

11 b 1G0

12 [+ RS

:i I_ Cot thu 2

b. Ham HLOOKUP

HLOOKUP(Gia tri tim, Vung can tim, Dong can 1ay): Thuc hién viéc tim
ki€m mot gia tri trong dong dau tién cta ving can tim va cho két qua tuong
tng trong dong can 1dy (dong chi dinh).

* Chu y khi diung 2 ham Vlookup, Hlookup:

O ham Vlookup: Ving cin fim c6 cot th nhét duoc sip xép tang ddn (tir
trén xuong dudi)

O ham Hlookup: Ving cn tim c6 dong thd nhét duoc sdp x&p tang dén (tir
trai sang phai).

20
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Vidu
4 | B | © | b | E | F
1 |Fhdng Ngay Tang tién
2 |a 7 HLOOKUP[AZ §C39:3E510,2*E2
a b & 600
4 |c 5 250 \\?1%5;,1? vung
5|a 4 600 ulicu
ge b 3 500 Ving can 1ay
7
g Bang gis: /
= Logi phong) a b < dong thi 2
10 Gig 150 100 50 4]
11

6. Téng hop dir liéu theo nhom

Vi du: Danh sdch SV gbém cdc trudong: Ho tén, Ngay sinh, L6p, Khoi, Diém
TB, Hoc béng ->Tinh tién hoc béng cho timg khai, ting 16p dit dudi ting

16p, khoi
a. Cac budc thuc hién

bl. Sip xép dit liéu cha bang véi khéa 1a cdc trudngeéd thé téng hop theo

nhom

b2. Dat con tro vao ving CSDL

b3. Vao menu Data / Subtotal -> xuét hién hop thoai

Subtotal

Ak each change in:
TN |
Use Funckion:

o =l

Add subtokal ko:

I_ Lfl:l e
[ 5iCm TE
v -

[v Replace current subkatals
[ Page break between groups

Iv Summary below daka

khoavp@gmail.com
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- Chon ¢t can ctt tao nhém trong At each change in

- Chon ham tinh téan trong muc Use Function

- Chon céc cot s€ thém Subtotal vao trong Add Subtotal to
b4. Kich OK

b. Vi du

=l Microsoft Excel - vidul_baigiang

SB Eile Edit Wew Insert Format Tools Data ‘wWindow Help

D &S&@Yy & BB o- e w = Aoz
AnTime -5 -~ B 7 U | E==EE% %%
| Eg j = 13
1,23 A, & D E | F
1
2 Ho vatén| Khoi | Lép Piem TB| Hoc hong
i 3 [wa Huy Hieu 1|b 5 L00000.0
4 |La Viet Ding 1|d 10 400000.0
S |Mguwén Phuwol 1(d 10 4000000
= 5] I Tota) SOO000.0
+ 11 2 Total 1 1 00000.0
[ - |12 & Tal Bic 3la 7 200000.0
13 | BEYao Tudn A 3| b 2 4000000
14 |Bii Quse Hiy e 7 2000000
15 Mguwyén Thu § 3|d & 1000000
16 3 Total QO0O000.0
i 17 Bl Vist An 4(a o 4000000
158 Phan Wirong 4|a Q 4000000
19 B2& Anh Cu 4 (e S 1000000
20 Mguyén i 1 4lc 5 LO0000.0
21 |Phara Doy Hid 4o 9 4000000
= 22 4 Total 1400000.0
= 23 Grand To ] 4 3000000
c. Chuy
~Cacnat L1LE1E 0 cpo phép chon cac cdp ctia caic nhém
- Nhan nat "~ :dé thu nhé nhém, chi hién dong téng hgp clia nhém
- Nhan nut + ma rong dé xem cac dong chi tiét trong nhém

22
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Trong hop thoai Subtotal, cac nit chon ¢6 y nghia:

v Replace current subtotal: bat / tat viéc thay thé dit liéu trong thao tdc
Subtotal méi cho dit liéu cua Subtotal ci

v' Page break between groups: bat / tit viéc tu dong chén ngat trang vao
gifta cdic nhom

v Summary below data: bat / tat viéc tao dong téng hop dit ngay dudi ting
nhom dit liéu

VIIL IN BANG TINH

Ta thuong gap hai truong hop:
- Phan trang tu dong (néu ca trang tinh l1a 1 danh sach)
- Phan trang béng tay (néu trang tinh gdm nhiéu danh séch)

1. Dat trang in tu dong

- Panh dau toan danh sach
- Vao File/Page setup

Page Setup Ed |

| Margins I Header/Footer I Sheet I

Crientation Print
. Erint... |
[
 Porkrait " Landscape Print Preview |

Scaling Qpkions. ..

-

& adjust ko 100 % normal size

it ko |1 5‘ pagels) wide by |1 E‘ tall

Paper size: ILetter g1/Z=1lin

Print quality: IIBIII dpi j
First page number: I.ﬁ.utcu

(0] 4 I Cancel |

+ Kich chon niit Page: D€ chon kich ¢, huéng trang in
- Portrait. in doc - Landscape: in ngang
- Paper size: chon ¢ gidy

23
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+ Kich chon nit Margin: dé dat Ié trang in
+Kich chon niit Header/footer: dé tao tiéu dé dau, cudi trang in

- MAu tiéu dé diu, cudi dugc chon & bang sau:

Page Setup HE

Page I Margins =~ Header/Fooker | Sheet |

Page 1 PrinE. .. |
Prink Preview |
Header:

IF‘age ; j Opkions. ..

Zustom Header. . | Cuskom Fooker. .. |

Fooker:

A ~ |

‘ Shest1 |

(0] 4 I Cancel |

+ Kich chon niit Sheet: dé tao cot/dong diu cho moi trang in:

24
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Page Setup K E3 |

Page I Margins I Header/Fooker

Print area: I j_j
Print Eitles

Rows to repeat at top: I

=k
Columns ko repeat at left: I j‘_]
Prink

[ cridines [~ Row and column headings

I™ Black and white Comments: I(None} j
[ Draft guality

Page order

% Down, then over
™ ower, then down

il il
g

PIIGRTY

e (il

Prink... |
Prink Preview |

Opkions, ..

K I Cancel

- Trong Print area: gd dia chi tuyét doi cta bang dit liéu,

Vi du: $A$1:3E$10

-Trong Rows To repeat at top: gd cac dong ma ta muén
in trong moi trang in theo qui cach: $tén dong:$tén dong
Vi du: $1:$2. Nghia 1a moi trang in déu in 2 dong 1, 2 & dau

bang.

- Trong Colums To repeat at left. gd cic cOt ma ta muon
in trong moi trang in theo qui cach: $ tén cot:$tén cot, Vi du:
$A:$A. Nghia 1a moi trang in déu in cot A & cot dau .(It dung

néu s6 cot khong qud nhiéu quéa khé gidy)

2. Pat trang in bang tay

a. Dat trang
- bat con tro 6 & goc phai dudi cua trang du dinh,
- Vao Insert/Page Break

b. Huy ddt trang
- bat con tro 6 & géc phai dudi cua trang
- Vao Insert/ Remove Page Break

3. In trang tinh

25
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Sau khi da dat trang in (tu dong hoidc biang tay) va tao cdc tiéu dé,
danh s6 trang (n€u cin) xong ta bat mdy in, lap gidy va thuc hién viéc in,
bang cach chon menu: File / Print -> xudt hién hop thoai:

Print EJE|

Printer

Mame! ||;:$ HF Laserlet 1100 (M3) (Copy 1) ﬂ Properties. ..
Skakus: Idle

Type: HP LaserJet 1100 {M5)

Where: LPTL:

Comment: [ Prink ko File
Print range Copies

i« all

Mumnber of copies: m
(" Page(s) Erom: | jl To | jl

Print what |j¥| ﬂil 7 Colate
(" Seleckion " Enkire: workboaok, N

f* Active sheet(s)

Preview (04 | Cancel |

Trong hop thoai trén ta chon:
+ All: dé in ra tat ca cdc trang
+ Pages: dé in ra trang cu thé, bang cdch go s6 trang vio From
(in tr trang), vao To (dén trang)
+ Cudi cung kich vao OK.

BAI TAP EXCEL

Bai 1.
Dé quan ly diém ctia 1 16p, méi hoc sinh ¢6 cdc yéu t6 sau: ho va tén, ngay sinh,
diém ctia cdc mon nhu Todn, Ly, Ho4, Sinh, Van, S, Dia,... Diém cia mdi mon
duoc tinh vé6i hé s6 nao d6. Tung hoc ky thdy gido phai tinh diém trung binh cho
ting hoc sinh (gid st v6i 1 s6 mon) nhu sau:

DANH SACH PIEM CAC MON CUA LGP 124
Stt | Hovatén | NS Toan Ly |Hoa | Van Tbh
1 Lé Van An | 20/3/84 |8 8 9 9 8.5

1. Xdc dinh kiéu dit liéu clia cdc cot, cdc thong tin doc 1ap va thong tin phu thudc
26
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2. Lap biéu bang gém cdc cot, trinh bay nhu trén va vao dit liéu (vao cédc dit lieu
doc lap) cho 10 hoc sinh. Ghi vao tép.

3. Tinh diém TB cho mdi hoc sinh. Ghi lai

Bai 2.

Hang thang, timg hoc ky thay gido cin thong ké s6 lugng va ti 1& phan tram hoc

sinh cta 1 16p thudc cac loai dudi trung binh (DTB), trung binh (TB), kha (KH) va

gioi (G). Trude hét thay gido phai ké mot bang nhu hinh sau va dém s6 lugng

(SL) doi véi ting loai d€ ghi vao:

Hoc ky 1
DTB TB KH G
Thang | TS | SL | TL SL TL SL TL SL TL
09| 50 4 15 20 11
10| 50 3 16 17 14
11| 50 5 12 18 15
12| 50 6 10 19 15

1. Hay 1ap 1 bang nhu trén, ghi vao tép
2. Tinh ti 1& (TL) ciia moi loai trong timg thang (TL = SL/TS). Ghi lai tép

Bai 3.
Mot ké toan phai tinh luong cho céc can bo, ho lap mot bang gom cac cot: Stt, Ho
va tén, Ngay cong (NC), Luong chinh (LC) tinh theo don vi ngan dong, Tién
thudng (TT), trg cdp (TC), Téng s6 (TS). Theo méu sau:

Stt Ho va tén NC |LC TT TC TS

1 Tran An Binh |24 450

1. Lap mot bang nhu trén va vao dit liéu cho khoang 5 ngudi. Ghi vao tép
2. Tinh tién thudng theo s6 ngay cong: TT=NC*5 (5 ngan dong)
3. Tinh trg cap theo mic phan tram luong chinh dugc hudng, gia st 1a 30%
luwong chinh.
4. Tinh téng s6 tién duoc linh clia mdi ngudi. Ghi lai tép
ai 4.
Mot HTX giao rudng cho xa vién canh tac. Ho 1ap mot bang dé nam tinh hinh thu
thu€. Bang nay c6 cac cot sau: SO thit tu, Ho va tén cha ho, dién tich dat hang 1,
dién tich dat hang 2, dién tich dat hang 3, muc thu€ hang nam cho méi hang dat.
Téng cong thué phai déng hang nam d6i véi mdi ho va do6i véi ca HTX trén moi
hang dat va toan bo. (Mtc thu thué tinh trén mot don vi dién tich chi phu thudc
vao hang dat)
1. Lap bang tinh dé tinh thu€ cho 5 xa vién, ghi vao t&p
2. Tinh téng cong thu€ phai déng ctia mbi xa vién
3. Tinh t6éng thu€ cia méi hang dat va ctia toan bo (dé & hang cudi)
(Luwu y:Miic thué ciia 3 hang ddt dé ¢ 3 6 ¢ dinh, khi tinh thué cia cdc hang ddt
ding dia chi tuyét doi)
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Bai 5.

Mot danh sich 16p gébm cdc cot: Ho va tén, ngay sinh, diémToén, diém Vin, diém

Ngoai ngit, diém TB (DTB), xép loai, ghi chi.

1. Lap bang va vao dit liéu cho khoang 5 hoc sinh (céc cot dit liéu phu thudc:

DTB, xép loai, ghi chi s€ tinh toan va dién bdi cac cau hdi sau)

2. Tinh diém trung binh cho méi hoc sinh

3. Xép loai cho mdi hoc sinh dua vao diém trung binh :

Néu DTB<5 xép loai Khong dat; Néu DTB>=5 xép loai Dat

4. Hay lap cong thifc tinh dé cot Ghi chi s& dugc tu dong ghi dau * d6i véi céc
hoc sinh c¢6 DTB cao nhit (c6 thé ¢ nhiéu hoc sinh ciing ¢6 DTB cao nhat), con
céc hoc sinh khdc ghi ddu - . (Goi y: tao ra mot 6 phu ghi PTB cao nhat dé so
sanh)

*5, Thém cot Sinh cha nhat dé ghi nhitng ngudi sinh vao Chi nhat. Biét ring
ngay 31/12/1996 1a ngay thit Ba. St dung cdc ham thich hop dé tu dong viét vao
cot nay chit CN doi v6i nhitng nguoi sinh ding vao cht nhat. (Goi y: Do ngay
31/12/1996 la ngay th ba nén ngay 5/1/1997 1a Chu nhat, vay tat ca cic ngay
chénh v6i ngay 5/1/1997 mot s6 ngay chia hét cho 7 déu 1a Chi nhat (ding ham
ABS, ham MOD va ham IF dé viét cong thiic cin thiét) .

Bai 6.
Lap mot bang tinh gébm nhiing thong tin sau: Ho, Tén, Ngay sinh, s6 con, Luong
chinh, phu cap, Thu nhap, Ghi cha.
1. Vao dit liéu cho 5 nguoi
2. Tinh thu nhap cho méi cdn bo (Thu nhap = Luong chinh + phu cap)
3. Ghi chu sé ghi v6i diéu kién nhu sau:
- Nhitng ngudi sinh tir 1936 trd vé trudce thi ghi V€ Huu
- Nhitng nguoi sinh sau 1936 thi ghi Lam Viéc.
. V& d6 thi thé hién su tuong quan miic thu nhap giita cdc cdn bo
. Sdp x€p bang tinh sao cho cot Thu nhap theo chiéu giam dan.
. D&m s6 ngudi ¢6 s6 con tir 2 trd xuong, két qua dé 66 A10
. Chi ra mitc thu nhap cao nhit trong co quan , két qua dé & 6 B10. Sau d6 dém
tong s6 nhitng ngudi c6 miic thu nhap cao nhat, két qua dé 6 6 BI2.
8. Tinh tong luong clia nhimg ngudi Vé huu dé & 6 Cl4; téng luong cha nhiing
ngudi Lam viéc dé ¢ 6 D14,
9. Loc va dua ra danh sidch gom nhitng nguoi ¢6 luong chinh >=425
va sO con <=2.
10. Loc va dua ra 1 danh sdch gom nhitng nguoi V€ huu, 1 danh sdch gdm nhiing
nguoi Lam viéc.

NN NV N

Bai 7.
1. Lap mot bang theo mau sau:

DANH SACH KHACH HANG VAY TIEN TIET KIEM

| Ngay tra: 12/6/97
% lai qua han/ngay: 0.0002
Tén khach DPoi Ngay Ngay Tién vay | Tién lai Tién lai Téng cong
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tuong vay dén han qua han
Thanh Ha 1 12/6/96 12/6/97 2000000
Anh Xuan 2 20/2/94 15/6/96 1500000
Ha An 2 15/3/95 20/6/96 3000000
Anh Tudn 1 30/6/95 10/4/96 2500000
Xuan Thao 3 12/6/96 12/6/97 1000000

2. Tinh coOt tién 13i nhu sau:
- Néu doi tuong 1 thi
0.001

tién 1ai = Tién vay *(Ngay dén han - ngay vay) *

- Cic doi tuong khic tién 1ai = Tién vay *(Ngay dén han - ngay vay) *

0.002
3. Tinh tién 14i qua han nhu sau:
Tién 1di qua han=Tién vay*(Ngay tra-Ngay dén han) * % Lai qua han.
4. Tinh tién téng cong = Tién vay + tién 14i + tién 1di qua han.
5. Sap xép tién vay theo chiéu giam dan.
6. Dém s6 nguoi thudce doi twong 1, két qua dé & 6 Al4.
7. Tinh téng tién vay clia cdc doi tuong loai 2 hodc loai 1, két qua dé & 6 BI15.

8. Tinh tong tién Téng cong cia nhitng ngudi ¢6 ngay vay vao nam 1995, két qua

désoCl15

8. V& do thi so sanh tién Téng cong va Tién 1ai ctia ting khdch hang.
9. Dua ra s tién vay cao nhat, it nhat trong cdc khach hang

10. Loc ra mot danh sach gom céc d6i tuong loai 1 ¢6 ngay vay sau 1/1/1996.

Bai 10.
1. Lap mot bang tinh va trinh bay nhu mau sau:

A B C D E F|G|H I J K| L M N
KET QUA THI TOT NGHIEP
1 KHOI LGP 12
2
(=9
= Z5lz|
Ngay “lgla| |=|E 2|8 5
3 |Stt| Hodém | Tén | smh |Lop|™ [& |8 |F|8 |2 B B &
4 L& Thi |Hoa 2110784 1241] & ol &l 7| 6 o
3 MNeuydn |Nam | 20p/84[1242]a [ 73] 7] 6] s3] s
6 H§Thi |Nga 15/7/85\1243| B | 65| 6| 8 8 o
7 V§ Nam | Son 2055054 12ad 4 | 63 s3] 5| 7| 7
3 Ha Thanh| 12710/85(1284]c | ss| s 8| &|ss
9

2) Xdc dinh diém wu tién cho mdi ngudi nhu sau:

XLHTap

Piém
UT

C6 thé dung ham IF hoic
VLOOOKUP dé x4c dinh diém
uu tién cho mpgngudvi
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A 1
B 0.5
C 0

3) Tinh Diém TB nhu sau: Diém TB=(Toan*2+Van*2+Ly+Sinh+Ngoai
Ngit+DiémUT)/7

4) Két qua xép nhu sau:
Néu DiémTB<5 xép loai Yéu; 5<=DiémTB<6.5 xép loai TB; 6.5<=Diém TB<8
x&p loai Khd; PiémTB>=8 xé&p loai Gidi.
5) Sép x&p danh sich sao cho Diém TB theo chiéu giam déan
6) Dién s6 thi tu tu dong vao muc STT
7) Bém s6 nguoi & 16p 12A2, két qua dé & 6 B12
8) Puara 1 ddnh sidch gém nhitng ngudi xép loai hoc tap 1a A va c6 Diém TB>=7
9) V& biéu do so sdnh diém TB ctia mdi hoc sinh
Bai 11. i
DANH SACH SV bUJC CAP HOC BONG NAM HOC 200... —200 ...

Ngay hién tai: (cho ngay cu thé hom nay)

Stt | Ho va tén Ngay Ma |Mon | Méon | Diém | Tién | Ghi
sinh UT |1 2 TB HB |cha
Nguyén Lam Al 8 9
Lé Ta Nam A2 7 9
Poan ThuThuy B2 8 7
Lam Ta Trinh Bl 7 9
Pham Thi Hoa C2 9 8
La Bich Ngoc Cl1 8 8
Hoang Tién A2 9 7
L¢ Thi Lan Bl 6 5

1. Nhap dit liéu theo bang trén (tu cho ngay thang nam sinh cho phu hgp do
tudi hién nay dang hoc Pai hoc)
2. Dién so thit tu cho cot STT
3. Tinh diém TB nhu sau: Piém TB= (Mo6n 1 + Moén 2 )+biém UT
& d6 Diém UT cho méi ngudi dugc tinh nhu sau:
Néu Ma UT="A" thi Piém UT 1a 1; Ma UT = “B” thi biém UT=0.5; M2
UT="C” thi Biém UT=0.
4. Tién HB (tién hoc bong) tinh nhu sau:
Néu Diém TB >=9 va tudi <=20 thi hoc béng 1a 500000
Néu 9>Diém TB>=8 va 22>=tuéi >20 thi hoc béng 1a 300000
Con lai khong cip hoc béng.
Luu y: Tudi = Nam hién tai — Nam sinh
5. Tinh téng hoc bong cha céc hoc sinh c6 Ma UT véi cdc chit cdi dau la
”A”; ”B”;”C” dé két qua vao 3 6: A12, B12, C12.
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6. Dém xem c6 bao nhiéu hoc sinh ¢6 diém TB tir 9 tr& 1én va c6 mon 1>=8
7. Trich ra 1 ving khéc trén bang tinh: Nhitng hoc sinh ¢6 tién hoc béng
=500000 va mon 1>=9.

8. Dién vao cot Ghi chi: Nhitng ai sinh nhat vao ngay hom nay thi ghi
“SN”, néu khong ghi “-*“. (Sau d6 thu 1 vai nguoi trong danh sach ¢6 sinh
nhat vao hom nay)

9. Sap xép danh sach trén sao cho cot Tién HB giam dan néu Tién HB tring
nhau thi sap xép Diém TB tang dan.

10. V& d6 thi so sdnh diém 2 mon ctia mdi hoc sinh.
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