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BAI 1
TONG QUAN VE EXCEL

1.1.GiGi thi€éu - Cac chttc niang chinh clla Excel
1. Gi6i thiéu

Excel 1a trinh Ung dung bang tinh trong Windows, thudc b0 cong cu vin phong
Microsoft Office (MsOffice). Excel 1a Ung dung da van ban — nghia 1a c6 th€ mé dong
thoi nhi€u hon mot clta sO van ban. Cac thao tac trong Excel tuan theo tiéu chudn cla
Windows, nhu: 1am vi€c vdi cla sO, cac hOp dbi thoai, hé thOng menu, s& dung
mouse, cc bi€u tugng 1énh...

Excel c6 thé dugc cai dat mot cach dOc 1ap, nhung thong thudng 1a qua b cai dat
MsOffice. Puong dan dén chuong trinh EXCEL.EXE thudng 14 ...Programs\Microsoft
Office\

2. Cac chiic nang chinh ctla Excel

La mOt Ung dung bang tinh, mOi cla s vin ban cla Excel 1a mdt WorkBook,
trong d6 gOm nhi€u Sheet — mOi Sheet c6 th€ 1a bang tinh, bi€u d6 hodc macro bang
tinh. Cac Sheet c6 thé d0c 1ap hodc phu thubc nhau tiry vao su t6 chlic clla ngudi st
dung. Khi luu (save) WorkBook, Excel tu' dOng thém phan md rdng 1a XLS.

ChUc ning chinh cUa Excel bao gdm:

- tinh todn, phan tich, tao bi€u do, 1&p bao cdo... trén cac dit liéu dugc t6 chirc

theo dang bang 2 chiéu (m6 hinh quan hé).

- chia s d{t1iéu v6i cac Ung dung khéc

_ Céc chrc nang nay m&t phan dugc thuc hién théng qua cac ham da dugc thiét ké
san hodc ham do ngudi s dung tu tao; phan khac théng qua cac cong cu dugc tG
chlc trong hé thOng menu hodc bi€u tugng 1é€nh.

La Ung dung trong bd MsOffice nén Excel dugc t6i Uu héa d€ s dung cic tinh
ning bo sung, nhu nhap vin ban tU Word, tao chit nghé thuat t&r WordArt, chén vin
ban todn hoc tUr Equation, b8 sung hinh anh tUr ClipArt Gallery... Ngudc lai, Excel
cling cung cap cac phudng thiic d€ cac Ung dung khac cé thé€ s dung dugc cac chlrc
ning manh cla no.

Ngoai ra, Excel con dugc thiét ké dé c6 thé st dung cac nguon dit liéu tUr cac Ung
dung khéc, nhu d(t li€u ttr FoxPro, tU Lotus 1-2-3...

1.2.Kh&i ddng va két thiic Excel

1. Kh@idOng
C6 nhi€u cach khdi dOng chuong trinh Excel, dudi day 1a mOt sO cach théng dung:
+ Chon bi€u tugng Excel tU thanh Shortcut Bar hodc thanh Quick Launch (n€u c6)

M G R - AT RN — thanh Quick Launch
+ TU nit Start : [START]\Programs\(Microsoft Office)\Microsoft Office Excel
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@ Accessories 4 @ Microsoft Office Tools r
@ Advanced Office 2000 Password Recovery  # @ Microsoft Office Access 2003
@ LAC WIET mbd2002 4 Microsoft Office Excel 2003
@ Microsoft Encarta 4 @ Microsoft Office InfoPath 2003
Bn Microsoft Office N d | (O] Microsoft OFfice Outlnok 2003
@ Mero * @ Microsoft Office PowerPoint 2003
(B norton Antivirus M| [B] microsoft OFfice Publisher 2003
(5 startup ¥ | [#] Microsaft Office Ward 2003
+ Hoac khdi dOng tir bi€u tugng Excel trong clta s Windows Explorer

-1 MName | Size | Tvpe /

ﬁ L MaCAL, OCx 1Z3KE  Activer Control

W Flossm.exE 97 KE  Application
OFFICE11 : 9,645 KB Application
o FINDER EXE % 14KB  aApplication

EXCEL.EXE ﬂGRAPH.EXE Type: Application KB Application
Application & INFOPATH.EXE Size: 9.61 MB KB  Application

2. Két thic
Sau khi hoan tat phién lam vi€c trong Excel, ta két thic n6 bang mot trong cac cach

sau:
+ Chon l1énh tU menu: [FILE]\Exit
+ Nhan vao nit déng cltas6 [] G géc trén phai, hodc nhan Alt-F4...

F Néu cac WorkBook c6 stta dGi va chua ghi 1ai su thay doi, thi Excel s€ yéu cau ta

xac nhan vi€c c6 ghi hay khong trudc khi két thic. Chon [Yes] dé ghi, [No] dé
két thiic va khong ghi, nhan [Cancel] d€ hUy 1énh va ti€p tuc lam viéc véi Excel.

Microsoft Excel x|

& Do wou want ko save the changes vou made to 'Bookl'?

Mo | Cancel |

- Can phai hoan tat thao tac nhap d{r li€u trong 1 6 (néu dang nhap d& dang) trudc
khi két thiic clta s6 WorkBook.
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1.3.Cac thanh phan va khai niém co ban
1. Clraso tng dung

X Microsoft Excel - Book1 = WI%II%'@'@IIE}QI (?
”ﬁ File Edit Yiew Insert Format Tools Data Window Help =181
DzE@RY s o-o- 0@ s 83 0eg o -7
[ vretve i - B IUEEEE|8 %, 9% EEL-DdA
as j = | 1 A
MemeBox| g [ ¢ | of [ E | F [ & | H | | 3

T

2 |Hip tén Thanh cdng thic

3

4 |CEy sf didn tu déng Day fa chudi ky tur Dir lidu kidu 8 Kidu ngay

5 1 125 gH2/m8
6 2 T Nt didu khién 546 81525

7 3 478 gid

;] 4 256

9 5 Céng thi ¢f ddu = =SUM{E4:ET)

10 i -
4[4 [» [H["5heet1 ¢ sheetz £ sheets / 4] | LIJJ
”DLan[:gc-; autoshapes v ™, \DD‘|&*£‘£'ETE.E|

Ready | oM

CUa sO chinh cUa Excel 1a viing man hinh ch(ta chuong trinh Excel khi né dugc
khdi dOng, tuong tu nhu cac clfa sO Ung dung khac trong Windows. GOm cac thanh
phan nhu: cadc dudng vién gidi han kich thudc cla s6; thanh tiéu dé ch(ra tiéu dé
chuong trinh va tén WorkBook dang lam vi€c; thanh menu ngang, cac thanh cong cu
(Toolbar) chifa cac bi€u tugng 1€nh; cic nit 1énh cla clfa s6 (hOp di€u khi€n, nit
Minimize, Maximize/Restore, Close); viing lam viéc (desktop) va cui clng 1a dong
trang thai ch(ra thong bao va trang théi lam viéc.

2. CuUra s6 workbook (van ban)

Ngay sau khi kh&i dOng, théng thuOng Excel dua ra mOt workbook m&i d€ nguodi
s dung c6 thé bat dau lam viéc. WorkBook nay dugc dat trong mot clfa sO vin ban
nam trong ving desktop cUa c(fa s6 Ung dung.

Khi dugc maximize (cUc dai héa), tiéu dé cla clta s6 workbook nam chung vGi
tidu dé cla chuong trinh. MOi Workbook bao gdbm nhi€éu Sheet. MOi Sheet 1a mOt
1uGi cac 6 (cell) dugc tG chic thanh hang (row) va cOt (column).

Row

WorkBook ® Sheet _, Cell
Column

Ngay phia trén viing bang tinh c6 2 thanh phan: mot 1a hdp tén (Name Box) chfa
tén cUa d (hodc day cac 6) hién thdi dang dugc chon; hai 1a thanh céng thittc (Formula
Bar) ch(fa n0i dung hodc cho phép nhap ndi dung cla 6 dang chon. Phia dudi la thanh
ch(fa tén cac sheet trong workbook va thanh cuOn ngang, bén phai 1a thanh cu6n doc.

TIN HOC UNG DUNG - MICROSOFT EXCEL - BAI 5 7



3. TO chitc bang tinh (sheet) trong Excel

a. Panh dia chi hang, cOt va 6

Trong Excel, hang dugc danh sO (gan nhan) tUr 1, 2,.. dén 16384 (hodc 65536); cOt
dugc danh th&r tu tU A, B, ..., Z, AA, ..., IV (256 cOt). Giao cUa cOt va hang 14 6 (cell)
vGi dia chi xac dinh la: [nhdn cQt][nhdn dong], vi du: 6 F15 la giao cUa cOt F va dong
15, hodc dugc xac dinh theo cach R[s6 hiéu dong]C[s6 hiéu cOt], nhu R5C8 1a 6 tai
dong 5 cOt 8 (tlc cOt H).

PGi vGi 6 trong mOt sheet clla mOt workbook nao do, thi dia chi dang day du la:

‘Path\[Tén_workbook]Tén_Sheet’!'Tham_chi€u_o

Trong do:

+ Path 13 du0ng dan day d0 cla workbook sé tham chi€u;

+ Tham_chiéu_6 hodc la tén 1 6, hodc m6t khodng cac 6.

Khodng cac 6 13 tap hop cac 6 c6 dang: mot diy lién tuc cac 6 (gidi han trong
mGt khung hinh ch{t nhat) va/hodc cac 6 r0i rac. Trong d6 cac 6 lién tuc (khoang cac 6)
dugc viét theo dang 6_dau_tién_trén_trdi:6_cubi_cung_dudi_phdi, vi du: A4:C7 la
khodng lién tuc 12 6 gidi han bdi 3 cbt (A, B, C) va 4 hang (4, 5, 6, 7); cac 6 rOi rac
cach nhau b&i ddu phan céch (théng thudng 1a ddu phdy), vi du: C5, E9, F12 1a day 3 6
r0i nhau.

b. NOi dung cUa cac 6
MOi 6 c6 thé cha d{t liéu hodc cong thirc tinh toan.
Y Ditli€éu co thé 1a:
chubi ky tu (character/string)  vidu HO va tén

- s0 (numeric) 125
- ngay (date) 08/12/1998
- gio (time) 8:15:25

Y Céng thitc tinh toan c6 dang: ky tu dau tién 1a ddu bang (=) ti€p theo 1a mbt bi€u
th(rc. Vi du: tai 6 A3 néu ta nhap =5+3 thi sau khi nhan Enter, n0i dung cla A3
séla8.

+ Bi€u thic tinh toan dugc dinh nghia 1a mOt tap hop céc toan tr va toan hang
dudgc viét theo quy tac (ct phap) do Excel quy dinh. Trong dé:

Toan tl 1a cic phép todn s6 hoc: + (cOng), - (trlr), * (nhan), / (chia), % (phan
tram), A (lGy thU’a) hodc céc todn tU so sdnh: < (nhé hon: less than), > (16n hon:
greater than), = (bang equal to), <= (nh® hon hodc bang: less than or equal to), >=
(16n hon hoac bang greater than or equal to), <> (khéng bang: not equal to), va
toan tUr nOi chudi & (vi du: “HO”&“TEN” ® “HOTEN”).

Toan hang c6 thé 1a gid trj hang (constant), mOt tham chiéu 6, mOt nhan (label),
tén (name) hodc la mOt ham (function) cUa workbook. Cac hang chudi dugc bao
trong cap nhay kép “”

Y Ham (function) co dang Tén harn(danh sach dOi sO — néu cd), trong do cap ngoat
don 1a bat budt. Do ham thurc hién mot qua trinh xUr ly hay tinh toan va trd vé mot
két qud nén n6 ¢ thé xudt hién bat ky ¢ dau trong mot bi€u thlrc ma 3 dé c6 thé
c6 mOt toan hang. Ngoai ra, Excel con cho phép kha ning cac ham 16ng nhau, nghia
1a mOt ham c6 thé xudt hién trong danh sach doi s& cla mOt ham khac. Vi du:
SUM(A1, SUM(C5:F7))
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F

F

C.

Vidu vé cong thlrc: = 15 + (4 * A6) — SUM(B2:B4)
Trong do: 5, 4 la cac héng; A6, B2:B4 1a cac tham chi€u 6; SUM la tén ham;
+* _1a c4c toan tU.
Gia tri cUa cong thUc dugc Excel tu dOng cap nhat khi c6 su thay d6i lien quan
dén mOi mOt gia tri cUa toan hang trong do.
Tham chi€u tuong ddi va tuyét doi
D& tham chi€u dén céc 6, c6 hai cach: tham chiu tuong doi va tham chiéu tuyét d6i.

Y Tham chi€u tuong ddi xic dinh vi tri tuong dbi tUr 6 ch(fa tham chi€u dén 6

dudgc tham chi€u. Vi du: trong cong thitc tai 6 C3 c6 ch(fa tham chi€u dén 6 A2
dudgc hi€u nhu 1a: xudt phat tai 6 hi€n thdi (C3) sang tréi 2 ¢t (tUr C sang A) va di
chuy€n 1én 1 hang (tU hang th(r 3 1én 2) d€ 1ay d{r liéu tai dé.

V@i tham chi€u tuong dobi, khi ngudi st dung sao chép cong thirc tlr 6 nay sang 6
khac thi gia tri tham chi€u tu' ddng thay dGi. Vi du, néu sao chép cong thlrc trong
C3 & trén sang K5 thi tham chi€u dén A2 sé dGi lai 1a 14 (gilt nguyén su' tuong
doi tUr K5 dén I4: sang trai 2 valén 1).

TU day suy ra, n€u sao chép cong thlic theo chi€u doc thi s6 hi€éu hang sé bi thay
d6i, s6 hiéu cOt dugc gilt nguyén. Tuong tuU, n€u sao chép theo chi€u ngang thi
gia tri cOt bj thay d6i, gi(r1ai sO hiéu dong.

Vi du: xét bang sau:

3 D F
12 5 7 =SUM(C12:D12)
13 6 8 =SUM(C13:D13)
14 4 9 ?
15 | =SUM(C12:C14) | =SUM(D12:D14)

Tai 6 F12 nhdp cong thlc tinh t6ng c4c 6 ti C12 dén D12, khi d6 néu sao chép

cong thltc dén 6 F13 thi tham chiu sé thay d0i thanh tOng céc 6 tUr C13 dén D13, sao
chép dén F14 thi sé thanh =SUM(C14:D14). Tuong tu, khi chép ngang tUr C15 sang
D15 thi sO hiéu 12 va 14 khong d0i, ma dGi gia tri ¢t tUr C sang D.

Y Tham chi€u tuyét déi xac dinh su tuyét doi trong cach tham chi€u, nghia 1a luén

F

d.

hudng dén cac vi tri 6 dinh (theo hang va/hodc theo cOt) ndo dé cla bang tinh khi
sao chép cong thlc. Vi 6 dugc xac dinh b3i hang va cOt, nén su tuyét doi ¢ day co
thé& chi tic dOng dén hang, dén cOt hodc cd hai. Excel ding ky tu' $ dat truGc tén
hang hodc tén cOt d€ chi su tuyét doi. Vi du, E1 ch(fa cong thirc = $A$1 + $B1 +
C$1 + D1, bao gbm tuyét dOi & Al, tuy€t doi theo hang G B1, theo cOt & C1 va
tuong doi ¢ D1. Khi d6 néu sao chép cong th(tc nay dén 6 H5 thi sé tu dOng d6i
lai la: = $A$1 + $B5 + F$1 + G5.

Tén cla mOt khodng cac 6 dugc xem 1a mOt tham chi€u tuyét doi.

Trong thuc hanh, sau khi nhap tham chi€u 6 ta ding phim F4 d€ chuyén dGi gilra
cac loai tham chi€u

Pat tén cho mOt khodng 6

MOt khodng cac 6 c6 thé dugc gan bGi mot tén d€ dé st dung. Vi du, thay cho

viéc vi€t cong thlrc: = SUM(E7:E9) v6i E7 dén E9 ch(a d{t li€u vé doanh s6 ban cla
3 thang 7, 8 va 9 ta c6 thé viét: = SUM(Quy3), trong d6 Quy3 dai dién cho cac khoang
cac 6 E7:E9. D€ thuc hién di€u nay ta ti€n hanh nhu sau:
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. Chon c4c 6 E7 dén E9 (drag ngang qua cac 6 E7, E8 va E9)
. Click mouse vao hOp tén (Name Box) va nhap vao dé tén: Quy3
. Nhan Enter d€ xac nhan viéc dat tén cho cac 6 dang chon.

Hodc c6 thé sir dung menu [INSERT]\Name\Define nhu sau:

Define Name

Mames in workbook:
IQuyS

(0].4

;I Close

LLI

Delete

A
Refers to:
|=sheet114E47:4E49

A
Luu y dén dong cuBi, tham chi€u dén khodng 6 E7:E9 di dudc Excel tu dOng
chuy€n thanh tham chiéu tuyét d6i. Néu muOn x6a mOt tén da dinh nghia ta chon
tén can x6a va dung ntit [Delete].
Sau khi da gan tén cho mOt khodng 6, ta c6 th€ ki€m tra 1ai tén bang cach chon lai
khodng 6 d6, n€u thay xudt hién tén trong hOp tén thi dd gan diing, nguoc lai can
x6a tén da gén sai va ti€n hanh gan lai.
HOp tén con cho phép ta chon hodc chuyén nhanh dén mot khodng 6: Chi can
nhap tén, hodc tham chi€u 6 vao hOp tén thi Excel sé tu dOng chon va chuyén vij
tri man hinh dén viing dugc chon.

!

Hudng dan dat tén:
T ET - Qw3 T ~ Quy3
D Mame Box fT D E D E
7 7 7
2 g 2
9 IR =1 [ | ]

(b1. Chon c4c 6 can dat tén — b2. Click vao hOp tén va nhap tén — b3. Nhan Enter)
Ki€m tra lai tén da dat: click vao nit [ é] ta nhin thay tén da dat trong hOp roi xudng.

10

Xoa tén da gan sai: dung menu [Insert]\Name\Define...

=] File Edit  ¥iew | Insert | Format | Parne » m Define. ..
i K
NEHRS Cé% . _d Comment | Paste. .,

Trong hOp [Define Name], ta chon tén can x6a va chon nit [Delete].
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LAM VIEC VOI BANG TiNH

2.1.Cac thao cac co ban

1. Chon cac 6, hang, cOt
- Chon 1 &: click vao 6 mu6n chon

BAI 2

- Chon nhi€u 6 lién tuc: chon 6 dau tién (goc trén trai) cUa khodng can chon, sau dé

drag (kéo 18) mouse (hodc shift-click) dén vi tri cudi (géc dudi phai) .
- D& chon thém cac 6 r0i rac nhan gilt phim Ctrl trong khi click vao cac 6.
F Ngoai ra, con c6 thé chon nhanh bang cach nhap khodng can chon vao hdp tén.

- Vi€c chon hang hodc cOt tudng tu nhur chon 6. Thay cho click vao 6, ta click vao
nhén cOt hodc s6 hi€u hang dé chon 1 cOt hodc 1 hang. Chon nhiéu lién tuc bang

k¥ thuat drag hodc shift-click. Chon r&i rac bang Ctrl-click.

I a
(Drag G dau dong, dau c6t dé chon mOt hoac nhiéu dong va chon mOt hodc nhiéu

2. Cac cach thuc hién 1énh

A

cOr)

- Dung menu hodc shortcut menu (dung Right-click)

] %

Eg
Fe

<
ey

b

=

g

Cut *

Copy

Paste

Paste Special. ..
Insert...
Delete. ..

Clear Conkents
Insert Comment

Format Cells. ..

Pick From Drop-doven List. ..

Creake List, .,

Hyperlink. ..

Loak Up...

- Dung bi€u tugng 1&nh trong thanh cong cu
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VG &R-d 9 5 -4 2] |l 4 100% -of
BIEEEEﬁ 9% % » WMNIEFEH-D-A-F
- Dung phim tat
g Cut Chrl4-3
|_.;"| Copy Cerl+C D\\J
b |

IZst  Office Clipboard...
[, Paste kel

Paste Special. ..

3. Cheén, xda cac 6, hang, cOt
1- Chon céc 6, hang, cOt can tac dOng
2- Click mouse phdi (Right-click) 1am xuat hién shortcut menu
3- Chon 1énh thich hgp tU shortcut menu:

Insert dé chén thém
Delete dé xo6a

Clear contents d€ x6a ndi dung cac 6 (hodc nhan phim Del)
F Co6 thé ding menu thay cho viéc nhan R-click. Menu [Edit]\Del hodc [Edit]\Clear
dé€ x6a. Menu [Insert]\Cells, Rows hodc Columns d€ chén thém.
F SO d6i tugng chén thém vao hodc xéa di bang véi s6 dbi tugng da chon (vi du,
néu dang chon 3 hang thi 1énh Insert sé chén 3 hang)
4. Nhap va stta chita nQi dung clla 6

Y Nhap: Chon 6, sau d6 nhap nli dung. Luu y dé€n cach th(rc Excel chinh 1€ tly
thuOc vao dang dit liéu sé nhdp. Néu la chubi ® chinh trai; ngay, gi® hodc s6 ® chinh
phdi. P nhap chuli cac sO nhu 2356 ta thém ddu nhay don (*) phia trudc chudi s6
nay: ‘2356. K&t thiic viéc nhdp ndi dung bang phia Enter. Néu khéng muln thay d6i
n0i dung da c6 truGc dé thi nhan Esc.

Y Stra: Nhan Double-click (D-click) hodc F2 vao mOt 6 dang chon d€ stta chira
n0i dung, néu chi click vao 6 thi d{t li€u nhap vao sé thay d{ li€u da c6 trudc doé.
Trong ché d0 stta ch(fa c6 thé dung céc phim -, ®, Home, End dé€ di chuyén.

Dung dau bang (=) d€ bat dau nhap cong thUc. N€u trong cong thlc can tham
chiéu 6 thi hodc la tvr nhap tén cdc 6 can tham chiéu, hodc 1a ding mouse dé€ chon.

Vi du: tai 6 D7 can nhap cong thlc tinh: = B7 + C7, dau tién nhap dau =, sau do
ding mouse click vao 6 B7, nhap dau + va click vao C7 va nh@n Enter d& hoan tat.
Tié€n hanh tuong tu d6i v&i khodng lién tuc cac 6 (dung drag thay cho click).

B | C D B | C D E | C D

7] 15 30|94 T 7 fpis 30[=B7 7 [ 15] 30|=B7+
Bl Cc| D Blc| D |
i 15-{;'30]:B?+C? nhan enter ta dUQc 1 30-—45|

+ Tao dang 6 (Format Cells): Excel cung cap nhi€u khd ning trong Vié‘C thay doi
dang thtrc clla mét 6. Vi du: d6i vGi 1 con s c6 thé dugc bi€u dién bang nhi€u
dang: n6 co thé 1a s0, 1a ngdy, gio, bi€u dién phan trdm, tién té v&i ky hiéu $, d...
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Dang so Mgary gics phan tram &N
=) 05,/01,/1900 | 12:00:00 AM | 500.00% 45.00

. D& tao dang mOt hodc nhi€u 6, dau tién ta chon ching, sau d6 ding menu
[Format]Cells hodc nhan phim phdi va chon Format Cells

2 Format Cells. ., ‘ Format Cells EE

Murmber |.ﬁ.lignment I Fontk I Border I Patterns I F‘ru:uteu:tiu:unl
Cakegory: ’-Sample

General |

Murnber

CUrrency Tvpe:

Accounting

Date ID'DU

Timne General -
Percentage 1] ]
Fraction o0 1
Scientific #,2#0

Text F,#0.00

Special FRED N, RO
P - | | 00 TR o), ) hd

Delete |

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

K I Cancel |

Trong hOp thoai cé chtta nhi€u muc phuc vu cho viéc tao dang. Ching bao gOm:

- Muc [Number] dung dé tao dang sO, gbm: Number tao dang cac con s0,
Currency dang tién té; Date, Time dang ngay giO; Percentage dang phan tram;
Fraction dang phan s0; Text dang van ban...

“ Custom 1a dang dac biét, n6 cho phép ngudi st dung tu' di€u chinh viéc tao dang.
MOt sO ma tao dang hay dung la:

* M4 tao dang sO: (vi du sO can tao dang: 3149.457)

Ma Két qua Y nghia
0 3149 Lam tron dén hang don vi (khong c6 s0 1€)
0.00 3149.46 Lay 2 ch(rso 1é
#,##0 3,149 Co6 ky tu phan cach nhém 3 s6 va lam tron
0.00% 314945.70% |Theo dang % c6 hai s0 1&
0.00 “d” [3149.46 d Thém chudi vao két qua (trong cap “ )

* Ma tao dang ngay (vi du: ngay 15 thang 7 nam 1999)

Ma Két qua Y nghia
dd/mm/yy 15/07/99 |ngay/thang/nadm, mOi vi tri c6 2 s&
mm/dd/yy 07/15/99 |thang/ngay/ndm, moi vi tri c6 2 sO

mm/dd/yyyy | 07/15/1999 |ndm c6 4 ch{r sO

dd-mmm-yy 15-Jul-99 |tén thang c6 3 ky tu viét tat

- Muc [Alignment] ding dé chinh sap dir liéu theo 2 hudng: ngang (Horizontal),
dlmg (Vertical); va di€u khi€n viéc cho phép vin ban xuGng dong (Wrap text) hay
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trai 1ap sang cac 6 bén canh. Ngoai ra con cho phép quay vin ban theo cac géc quay

khac nhau.
- Muc [Font] dung dé€ tao dang vé font ch.

- Muc [Border] ding cho vi€c thiét 1ap dudng vién cUa cac 6 v4i rat nhiéu lua

chon:
Format Cells 2 x|
Mumber | Alignrment | Fonk Eorder | Patkerns | Prokection |
Presets rLine
- Shyle:
: A
ml:lne gutllne lns"je ................ ————
Border —_—
Color:
I Aukomatic vI

The selected border stvle can be applied by dicking the presets, preview
diagram or the buttons above,

o] 4 I Cancel |

5. Tao day tu dOng

MOt diy sO liéu lién tuc (vi du: al, a2,...) c6 thé dugc tao ra mOt cach tu dOng
bang cach nhép s6 liéu dau (al), sau d6 chon né sé lam xudt hién mbt nit vuéng nho
3 goc dudi phai, di chuyén mouse dén vi tri ndy (mouse c6 hinh dau cOng) kéo 1é nut
vuong dén 6 cudi cla day sO li€u sé tao ra mOt dy lién tuc. Néu day 1a day sO (vi du:
1, 2, ...) thi phdi nhan thém phim Ctr] d€ tao day lién tuc. Néu 6 dau tién 1a cong thirc
thi viéc kéo niit diéu khi€n s€ sao chép cong th(rc dén cac 6, khi dé cac tham chi€u sé&

dugc diéu chinh tu dOng.
4 [ B | 4 | B | ¢ | D |
1 1
2 |a1 |  Drag - 2 Jal a2 a3 ) !|_
2.2.SU dung menu FILE

Menu File ch(fa c4c 1énh tac dOng 1én tOng th€ workbook, bao gOm:
+ New Bat dau tao m&i mOt workbook.

+ Open MG& m&t workbook da ghi truGc dé.

+ Close Déng clta sO workbook dang 1am viéc.

14
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+

Save Ghi workbook dang 1am viéc ra file. Toan b0 Sheet c6 trong workbook sé
cling dugc Iuu tr(r trong mot file c6 phan ma rOng 1a XLS.

Save as Ghi ra dudi mOt tén m&i. N&u la 1an dau tién ghi file thi chirc
nang nay s€ tu ddng dugc chon thay cho Save.

Print preview Xem tGng th€ workbook trudc khi in chinh thirc.

Print In toan b& workbook, hodc chi in Sheet dang 1am vi€c hién thdi.

Exit K&t thic phién 1am viéc v&i Excel.

+

+ + +

2.3.SU dung ham (function) trong cong thtic

Ham c6 thé dugc nhap truc ti€p trong cong thitc hodc st dung coéng cu chén ham
clUa Excel. D€ chén ham vao cong thlrc, ding menu [Insert]Function hodc click vao
bi€u tugng Function Wizard [f,].

Chu dé:
P N . Function cateqory Function name;
Céc ham thuong dung
Liét ké tat ca cac ham i HLOCKLIP
Cac ham tai chinh all ADDRESS
Ngay vagio Financial SUM
o V‘E”‘-’“g gidc Date & Time AVERAGE
Oon e .
Tim l<giém va tham chiéu Maﬁj 8‘ Trig IF
Ham c0 s dif liéu Statistical HYPERLIME
Ham vin bdn Lookup & Reference COUNT
Ham l6gic Database A
Ham thong tin Text SN
Logical SUMIF
Information j

Trong hop thoai Function Wizard c6 hai bang, bén trdi 1a ch( dé cac ham, bén phai
1a ham sé chon. Cac ham dugc t6 chlrc theo chll dé d€ dé sUr dung. Sau khi chon
dugc ham thich hgp, sé thuc hién ti€p cac budc con 1ai d€ nhdp ndi dung cho cac dbi
s6 clla ham. Vi du, d6i v&i ham SUM can chi ra khodng céc 6 sé& 18y tOng...

LM

Number1 | I, | - 2121,5213)
Numherzl :n_j =

= 5334
adds all the numbers in a range of cells,

Number1: number1,numberz, ... are 1 to 30 numbers to sum. Logical values and text
are ignored in cells, included if tvped as arguments,

@ Formula result =5334 014 I Zancel |

Trong qué trinh nhdp ndi dung, d€ tham chi€u dén cic 6 ta c6 th€ diing mouse d€
chi dinh cdc 6 cdn tham chiéu ma khéng can phai nhap truc ti€p. Ciing c6 th€ st dung
viéc dat tén d€ don gidn héa vi€c quan ly cac 6. Sau khi hoan tat nhan [Finish] hodc
[OK] d€ két thic.

4 Luu y: néu tién trinh nhap cdng thlc 6 moOt 6 chua xong thi khong thé két thic

Excel, khi d6 s& c6 théng béo 16i vé€ viéc chua hoan tat cong thitc (hodc trong cong

thlrc 6 101)
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Microsoft Excel

wour Faormula is missing a parenthesis--) or . Check the Formula,
and then add the parenthesis in the appropriate place.

Va ti€p d6 1a thong béo khong thé két thiic Excel:

@ Catmot guit Microsoft Excel.

-} D& gidi quyét 16i ndy, ta nhdn OK dé quay vé& 6 ch(a cong thltc dang nhap va
nhan ESC dé hly cong thic, sau do6 s€ co thé két thiic Excel binh thuOng.e

16
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BAI 3
CAC HAM THUONG DUNG TRONG EXCEL

3.1.Cac ham tinh toan va théng ké (Statistical)

1.

3k

Ham Sum
Cti phap: SUM(danh sdch doi sO)
Ham Sum tinh tOng cac s6 c6 mat trong danh séch doi s6 cla noé.
Trong d6:danh sdch d6i s6 c6 th€ 1a hang (s6 hodc chubi s6), khodng cac 6 chira
s6 hodc mOt ham trd vé gia tri kiéu sO.
Vidu: Sum(2, “4”, True) =7,
vi “4” dugc chuy€n thanh s0 4;  True=1 (False=0)

Né€u C2 chlta 7; C31a 4; C4 1a 10 thi Sum(C2:C4) =21
Ham Max
Cu phap: MAX(danh sdch ddi s0)
Ham Max trd 1ai gid tri sO 16n nhat trong danh sach doi s6.
Vidu: Max(2,5,7)=7

Né&u G2 chla 7; C3 12 4; C4 13 10 thi Max(C2:C4) = 10
Ham Min
Ct phap: MIN(danh sdch doi sO)
Ham Min trd 1ai gié tri sO nhd nhat trong danh sach doi so.
Ham Average
Cti phap: AVERAGE(danh sdch d6i s6)
Ham Average trd 1ai gid tri trung binh cOng cUa céc sO trong danh sach doi sO.
Vidu:  Average(2, 5,7) = 4.66(6)
Néu C2 chlfa 7; C3 1a 4; C4 1a 10 thi Average(C2:C4) = (7+4+10)/3 =7
Ham Round
Cti phap: ROUND(s6, s6_chir_s6)
Ham Round trd 1ai gid tri sO (ki€u sO thuc) di dugc lam tron dén do chinh x4c tity
thubc vao s6_chir _s6. Néu:
- 56 chirs6 > 0lam tron phan 1é vi du: Round(21.546, 2) = 21.55
- s0 chirsé = 014y s6 nguyén gannhat  vi du: Round(21.546, 0) = 22
- 56 chirs6 < 0lam tron phan nguyén vi du: Round(21.546, -1) = 20
Ham Int
Cti phéap: INT(s6)
Ham Int trd l1ai phan nguyén cla s (lam tron s6 dén s6 nguyén gan bang nhét)
So sanh v&i ham Round(n, 0) 1a ham 1am tron trén, Int 1a hdm 1am tron duéi.
Vidu: Int(2.57)=2; Int(7/4) = 1; Int(-3.49)=-4
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7. Ham Mod
* Ct phap: MOD(sG, sO chia)
Ham Mod tinh phan du trong phép chia nguyén cla sé vGi s chia
* Vidu: Mod(13,4)=1 vi 13 chia 4 duQc 3, du' 1

Gid sU tai 6 C3 chlta sO ngay lam viéc, khi d6 cong thlc = Int(C3/7) s& cho sO

tuan; va cong thlrc = Mod(C3, 7) cho lai sO ngay 1é.
8. Ham Count

* Cu phap: COUNT(danh sdch d6i sO)

Danh sdch d6i s6 c6 thé 1a céc gia tri sO, ngay, logic, chubi... hodc mOt danh sach
tham chiéu. Ham Count dém cac gi tri ki€u sb (hoac gia tri c6 thé chuyen tw dong
thanh ki€u sq nhu: ki€u ngay, chudi s6, 16gic...) c6 mat trong danh sdch doéi s6. Him
nay c6 thé két hgp vGi ham Sum dé thay cho Average khi can dam bdo tinh chinh xéc
cUa phép 1ay trung binh mOt khodng gia tri ma khong chac céc gia tri nay 1a s6.

* Vidu: Count(13, “432”, “abc”) = 2 vi chudi 432 duoc chuyén thanh gid tri s6
Count(12/8/98, TRUE) =2  cdc ki€u ngay, l6gic duoc chuyén thanh s
9. Ham CountA
* Cti phdp: COUNTA((danh sdch dGi s6)
~ Ham CountA dé€m s6 céc gid tri c6 mat trong danh sdch ddi s6 va chi bd qua khéng
dém céc 6 rOng trong khodng tham chiéu.
* Vidu: Xét406 Al:D1 nhu sau:

A|B|C|D
1 | xy 25 |True
Khi d6: CountA(A1:D1) =3 vi Bl rbng
10. Ham Rank
* Cti phap: RANK(sG cdn xép hang, danh sdch s6, phuong phdp sap)

~Ham Rank trd 1ai th(r hang cla s6 can xép hang theo céc gia tri cla danh sdch s6.
Né&u phurong phdp sdp bang 0 (hodc bd qua) thi danh sdch s6 dugc sap theo th(r tu
glém dan, nguoc lai la th( tu ting dén trudc khi so sanh gla tri. Vi du néu can sép
th(r hang hoc luc thi phurong phdp sap sé la 0, néu can sap thar hang thanh tich van
dOng vién theo thOi gian thi phuong phap sap sé& khac 0 (bang 1 chang han). B6i véi

c4c gia tri bang nhau trong danh sdch sé thi th(t hang tuong Ung cUa chiing sé bang
nhau.

* Vidu:
Gid sU céc 6 tUr A1 dén A5 chira gia tri tuong Ung1a 5, 6,9, 4, 8
Khi d6: Rank(Al, A1:A5,1)=2  (th0tutang: 4, 5, 6, 8, 9)
nhung: Rank(Al, A1:A5,0)=4 (thGtugidm: 9, 8,6, 5, 4)

Vi du téng hop vé cac ham tinh toan, théng ké:

AlB]cC D E F G
1]5]7]6 [zsumarcy =MAX(A1:C1) =MIN(A1:C1) =AVERAGE(A1:Cl1)
23] 9] 8 [=-sum@2c2) 2 2.57 21.546
3[2]4]7 [=sumas:cs) =MOD(B2,E2) =INT(F2) =ROUND(G2,2)
4|6 9]5 |=sumasca) =RANK(A1,A1:A4,0) =ROUND(G2,0)
5[a X |=COUNT(A4:C5) =COUNTA(A4:C5) =ROUND(G2,-1)
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TU cc cong thitc va s liéu cho & trén, ta c6 cac két qua sau:

A B | C D B I 3
1 /2|7 | 6 |18 7 5 &
2 |39 8 |20 2 2.57 21.546
302047 |13 1 2 21.55
4 |69 |5 |20 2 22
5 | a ® |3 S 20

3.2.Cac ham logic

Céc ham logic thudng st dung, hodc tao ra - cac bi€u thlc logic. Bi€u thifc logic
1a mOt bi€u thirc dugc IUOng gia bdi hai gia tri: ding (True = 1) va sai (False = 0).
Trong do6 cac toan hang c6 thé 1a hang, tham chiéu 6, két qua cUa mOt ham... nhung
ching dudc lién két vGi nhau bGi cac toan tl so sanh (<, >, =, <=, >=, <>) va c6 th€ 1a
d6i s6 cUa cac ham logic (And, Or, Not...)
Vidu: Cacbi€u thitc sau cho gid tri True:
5> 4; “A” < “C” (so0 sanh chubi)
Cac bi€u thic sau cho gia tri False:
(3+5) <>8; (2*10) = ((5-2)*9)
1. Ham And

* Cu phap: AND(danh sach biéu th(c logic)

Ham And trd 1ai gid tri True n€u t&t ca céc bi€u thlc logic trong danh sach 1a True;
ngugc lai néu c¢6 it nhat mdt bi€u thlic logic trong danh sach nhan gia tri False thi
ham trd lai gia tri False.

* Vidu:  And(3>2, “Toi” >= “Ta”, C3=0) s€ 12 True n€u 6 C3 chlta gia tri 0 vi khi
d6 3 bi€u thic trong danh sdch déu nhan gia tri True; ngu'gc 1ai sé c6 gid tri False.

2. Ham Or

* Ct phap: OR(danh sach bi€u thifc logic)

Ham OR trd lai gia tri False n€u tat ca cac bi€u thlc logic trong danh sich 1a
False; ngugc lai néu co it nhat mOt biéu thUc logic trong danh sach nhan gia tri
True thi ham trd 1ai gi tri True.

* Vidu: OR(3<=2, “Anh” = “Em”, C3=0)‘sé la False n€u 6 C3 ch(ra gi4 tri khac 0
vi khi d6 cd 3 biéu thUc trong danh sich déu nhan gi4 tri False; ngugc 1ai sé c6 gia
tri True.

3. Ham Not
* Cu phap: NOT(bi€u thlrc logic)
Ham Not dGi ngudc gid tri cla bi€u thUc logic. (Not(True) = False va
Not(False)=True)
* Vidu: Not(3<5) = True vi 3<5 la False
4. Ham If

* Cu phap: IF(bt_logic, gia tri n€u bt_logic diing, gia tri n€u bt_logic sai)

Ham If cén clr vao sy lugng gla cUa bt_logic dé trd vé moOt trong hai gia tri: gia tri
néu bt_logic ding va gia tri néu bt_logic sai. Gia tri trd 1ai c6 th€ lai dugc nhan
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thong qua k€t qud cla mOt ham khéc. Pi€u nay chinh 1a kha ning 16ng nhau cla
cac ham trong Excel.
* Vidu: Gid sUrtai 6 A3 chlta thong tin v€ trinh d0 vin héa. Khi dé cong thic:
If(A3 = “DH”, “Pai hoc”, If(A3 = “CD”, “Cao d&ng”, “Trung c&p”))
s& trd vé mot trong 3 chubi ky tu “Pai hoc”, “Cao dang” hodc “Trung cap” tuy
thudc vao n0i dung clla A3 1a “PH”, “CPb” hay “TC”

3.3.Cac ham chu@i (string), van ban (text)

Cac ham loai nay thuOng yéu cau doi s6 c6 ki€u ky tu, hodc két qué cUa ham trd
lai 1a moOt ki€u ky tu. Néu két qué cUa cac ham 1a mOt chudi s6 thi c6 th€ dugc sir
dUHg trong cac phep tinh toan vi Excel tu dOng chuyen chudi s6 thanh gla tri sO khi
can thiét. Trong cac truOng hop khéac can luu y dén kiéu cla gia tri d€ x(r 1y ding.

1. Ham Len
* Ci phap: LEN(text)
Ham Len 18y d6i sO text c6 ki€u ky tu va trd 1ai dO dai cla text. Cac ky tU trOng
(khodng cach) trong text cling dugc dém nhu cac ky tu khac.
* Vidy: Len(“Day la mOt chubi”) = 16
Len(“”)=0 (chubi rOng)
Néu & 6 G2 c6 chlta chudi “MASO 125” thi Len(G2) = 8
2. Ham Left
* Cu phap: LEFT(text, num)
Ham Left trd 1ai num ky tu bén trai nhat cla text. Néu bd qua d6i sO num thi xem
nhu 18y ky tu dau tién cUa text. Néu num 16n hon do dai cUa text thi 1dy toan bd

text.
* Vidu: Left(“AC035”,2) = “AC” (1ay 2 ky tu bén trai)
Left(“AC35”) = “A” (bd qua d6i sO num)
3. Ham Right

* Cu phap: RIGHT(text, num)
Ham Right trd 1ai num ky tu bén phai nhat cla text. Néu bd qua dbi sO num thi
xem nhu 1dy ky tu cu0i cling cUa text. Néu num 16n hon d6 dai cUa text thi 1dy
toan bo text.

* Vidu: Right(“AC035”, 2) =“35” (18y 2 ky tu bén phai)
Right(“AC035”) = “5” (bd qua d0i sO num xem nhu'18y 1 ky tu)
Right(“A035”, 2)*20 = 700  (tu dOng chuyén ki€u khi tinh toan)

4. Ham Mid

* Cu phap: MID(text, pos, num)

Ham Mid tra lai num ky tu cUa text, tinh tU vi tri pos. Ky tu dau tién cUa text dUQc
dém 1a 1. Néu pos 16n hon d0 dai cUa text thi trd 1ai chudi rong.

* Vidu: Mid(“AC035”7, 2, 3) = “C03”

(tinh tU vi tr th(r 2, 18y 3 ky tu)
Mid(“AC035”, 6, 1) = «”
(vi tri pos vuQt qua dO dai cUa text)
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