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BAI 1
TONG QUAN VE EXCEL

1.1. Gioi thi¢u - Cac chirc nang chinh cia Excel
1. Giéi thi¢u

Excel 1a trinh Gng dung bang tinh trong Windows, thudc bd cong cu van phong
Microsoft Office (MsOffice). Excel 1a rng dung da van ban — nghia 1a c6 thé mé dong
thot nhiéu hon mét ctra s6 van ban. Cac thao tac trong Excel tuén theo ti€u chuén cua
Windows, nhu: 1am vi¢c vdi cua so, cac hdp doi thoai, hé thong menu, st dung mouse,
cac biéu tuong 1énh...

Excel c6 thé duge cai dat mot cach doc 1ap, nhung thong thuong 1a qua bo cai dat
MsOffice. Pudng dan dén chuong trinh EXCEL.EXE thuong 1a ... Programs\Microsoft
Office\

2. Cac chirc nang chinh cua Excel

La mét ung dung bang tinh, mdi cira s6 van ban ciia Excel 1a mot WorkBook,
trong d6 gdm nhiéu Sheet — mdi Sheet co thé 1a bang tinh, biéu do hodc macro bang
tinh. Cac Sheet c6 thé doc 1ap hodc phu thudc nhau tuy vao su t6 chic cla nguoi su
dung. Khi luu (save) WorkBook, Excel tu dong thém phan mé rong 1a XLS.

Chtre ning chinh ciia Excel bao gdom:

- tinh todn, phan tich, tao biéu dd, 1ap bdo cdo... trén céac du licu dugc td chuc

theo dang bang 2 chiéu (mo hinh quan hg).

- chia s¢ dir liéu vé&i cac ung dung khac

Céc chtrc ning ndy mot phan dugc thuc hién théng qua cac ham da duogc thiét ké
san hodc ham do ngudi str dung tu tao; phﬁn khéc thong qua cac cong cu dugc td chirc
trong hé théng menu hodc biéu tuong 1€nh.

La tmg dung trong bd MsOffice nén Excel dugc tdi wu hoa dé sir dung cac tinh
nang bo sung, nhu nhap van ban tr Word, tao chit ngh¢ thuat tor WordArt, chén van
ban toan hoc tir Equation, bo sung hinh anh tir ClipArt Gallery... Ngugc lai, Excel
cling cung cip cac phuong thirc dé cac ung dung khac co thé str dung duoc cac chirc
nang manh cua no.

Ngoai ra, Excel con dugc thiét ké dé co thé su dung céc ngué)n dir li€u tur cac ung
dung khac, nhu dir li¢u tir FoxPro, tir Lotus 1-2-3...

1.2. Khéi dong va két thiic Excel

1. Khéi dong
C6 nhiéu cach khoi dong chuong trinh Excel, duéi ddy 1a mot s6 cach thong dung:
+ Chon biéu tuong Excel tir thanh Shortcut Bar hodc thanh Quick Launch (néu
co)
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MH % % & = & — thanh Quick Launch
+ Tu nut Start : [START]\Programs\(Microsoft Office)\Microsoft Office Excel

% Microsoft Office Tools 4
E Microsoft Office Access 2003

E Microsoft Office Excel 2003
[__E Microsoft Office InfoPath 2003 7
Microsaft Office i |2 Microsoft Office Outlook 2003

L} Microsoft Office PowerPoint 2003

Accessories

Advanced Office 2000 Password Recovery
LAC VIET mbd2002
Microsoft Ercarta

* w w w

YA

ar

[:E Nero b
(& norton Antivirus 2 [B] Microsoft Office Publisher 2003
% Startup | (W] Microsoft Office Word 2003
+ Hodc khoi dong tir biéu tugng Excel trong cira s6 Windows Explorer
1 I = Marme | Size | Tvpe -
L @ MICAL, CiZx 123KB  Actived Control
Flosam.exe 97 KB  Application
OFFICE11 IEWCEL.EXE 9,545 KB  Application
EFINDER. EXE % 14KE  Application
EXCEL.EXE bl crapH.ExE Type: Application KB Application
Application INFDPATH.EXE Sizer 9.61ME kR Application

2. Két thiic
Sau khi hoan tat phién lam viéc trong Excel, ta két thiic nd bang mot trong cac

cach sau:
+ Chon 1énh tr menu: [FILE]\Exit
+ Nhan vao nat dong ctra s6 [[X]] & goc trén phai, hodc nhan Alt—F4...

F Néu cac WorkBook co stra d6i va chua ghi lai sy thay d6i, thi Excel s€ yéu c?}u ta

xac nhén viéc co ghi hay khong trude khi ket thac. Chon [Yes] d€ ghi, [No] dé két
thic va khong ghi, nhan [Cancel] dé huy 1é€nh va tiép tuc 1am viéc véi Excel.

Microsoft Excel

No l Cancel ]

- Can phai hoan tat thao tac nhap dit liéu trong 1 6 (néu dang nhap dé dang) trude
khi két thuc ctra s6 WorkBook.
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1.3. Cac thanh phan va khai niém co béan

1. Cira s6 wng dung

X Microsoft Excel - Book1 mg@i%@jﬂﬁl
§i@ File Edit Yew Insert Format Tools Dats Window Help ,_,LJ___E
ID2R|8RV iR C v o Q& = A2 zlm ﬁ{‘l 100% -
glwmeivz <11 -|B I U §§§@|$% s
A5 ~| =]1 N
NemeBx| 3 | ¢ | o | E | F [ 6 [ H [ 1 | o

I

2 Hép tén Thanh ¢éng thire

3

4 |Day s6 dién te déng Dy fa chudi ky tur Dirligu ki€u s8  Kiéu ngay

5 1 125 8A2/88
6 2 T Nit didu khiéh 546 8:15:25

7 3 478 gid

g8 4 2h6

g & Céng thike cd déiu = =SUME4.ET

10 G -l
i« [ «]» [pi]\Sheet1 { sheetz [ Sheetd / 1 | [ L]lj—l
gl[}ganRgG} ﬁgtaShapesv\\[:]O4]&*&*&*%@%5“31

Ready | l [TRoM

Ctra s6 chinh ciia Excel 1a ving man hinh chira chuong trinh Excel khi né dugc
khoi dong, twong ty nhu cac cira s6 tmg dung khac trong Windows. Gom céc thanh
phan nhu: cac duong vién gidi han kich thudc cira s6; thanh tiéu dé chia tidu dé
chuong trinh va tén WorkBook dang lam viéc; thanh menu ngang, cac thanh cong cu
(Toolbar) chira cac biéu tugng lénh; cac nut I¢énh cua ctra ) (hop diéu khién, nat
Minimize, Maximize/Restore, Close); ving lam viéc (desktop) va cudi cung 1a dong
trang thai chira thong bao va trang thai lam viéc.

2. Cira s6 workbook (vin ban)

Ngay sau khi khoi dong, thong thuong Excel dua ra mot workbook méi dé ngudi
st dung co thé bat dau lam viéc. WorkBook nay duoc dat trong mot ctra s6 van ban
nam trong vung desktop cua cira s6 Gmg dung.

Khi dugc maximize (cuc dai hoa), ti€u dé cua ctra s6 workbook nam chung véi
tiéu dé cua chuong trinh. M&i Workbook bao gdm nhiéu Sheet. Mdi Sheet 1a mot 1udi
cac 6 (cell) dugc to chirc thanh hang (row) va cot (column).

Row
WorkBook ® Sheet < _, Cell
Column

Ngay phia trén viing bang tinh c6 2 thanh phan: mot 1a hép tén (Name Box) chua
tén cua 0 (hodc day céc 0) hi¢n thoi dang dugc chon; hai 1a thanh cong thire (Formula
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Bar) chira n¢i dung hodc cho phép nhép néi dung cua 6 dang chon. Phia dudi la thanh
chira tén cac sheet trong workbook va thanh cudn ngang, bén phai la thanh cuén doc.

3. To chirc bang tinh (sheet) trong Excel

a. Danh dia chi hang, cft va 6

Trong Excel, hang dugc danh sb (gan nhén) tir 1, 2,.. dén 16384 (hoidc 65536); cot
dugc danh tha ty tr A, B, ..., Z, AA, ..., IV (256 cot). Giao cia cit va hang 1a 6 (cell)
voi dia chi xac dinh la: /nhan cét][nhdn dong], vi du: 6,F15 la giao cua cot F va dong
15, hodc dugc xac dinh theo cach R/so hi¢u dong]C[so hiéu cot], nhu R5CS 1a 6 tai
dong 5 cot 8 (tue cot H).

DPdi véi 6 trong mot sheet cua mot workbook nao do, thi dia chi dang day du la:

‘Path\[Tén_workbook]Tén_Sheet’!Tham_chiéu_o

Trong do:

+ Path 13 duong dan day du ctia workbook s& tham chiéu;

+ T ham_chiéu_é hodc 1a tén 1 6, hodc mot khoang cac 6.

Khoang cac 6 1a tdp hop cac 6 c6 dang: mdt day lién tuc cac 6 (gioi han trong
mot khung hinh chir nhét) va/hodc cac 6 roi rac. Trong d6 cac 6 lién tyc (khoang cac 6)
dugc viét theo dang o dau tién trén trai:6 cuoi_cung duwoi phai, vi du: A4:C7 1a
khoang lién tuc ’12 0 gidi han bdi 3 cot (A, B, (;) va ?4 hang (4, 5, 6, 7); cac 0 roi rac
cach nhau boi dau phan cach (thong thuong 1a dau phay), vi du: C5, E9, F12 la day 3 6
ro1 nhau.

b. Noi dung ctia cac 6

M3i 6 c6 thé chira dir liéu hoac cong thirc tinh toan.
Y Dir liéu c6 thé 1a :

- chudiky ty (character/string) vidu Ho va tén

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

Y Céng thitc tinh toan c6 dang: ky tu dau tién 1a dau bang (=) tiép theo 1a mot bicu
thie. Vi du: tai 6 A3 néu ta nhap =5+3 thi sau khi nhan Enter, ndi dung cua A3 s¢€
la 8.

+ Biéu thirc tinh toian dugc dinh nghia 1a mét tap hop cac toan tir va toan hang
dugc viét theo quy tic (ct phap) do Excel quy dinh. Trong do:
Toan tir 12 cic phép todn sé hoc: + (cong), - (trir), * (nhan), / (chia), % (phan
tram), * (Itiy thira); hodc cac toan tir so sanh: < (nho hon: less than), > (16n hon:
greater than), = (bang equal to), <= (nho hon hoic bang: less than or equal to), >=
(I6n hon hoac bang greater than or equal to), <> (khong bang: not equal to), va
toan ttr ndi chudi & (vi du: “HO”&“TEN” ® “HOTEN”).

Toan hang c6 thé 1a gia tri hang (constant), mot tham chiéu 6, mot nhan (label),
tén (name) hoac la mdt ham (function) cua workbook. Cac hang chudi duoc bao
trong cap nhay kép “”

Y Ham (function) co dang Tén_ham(danh sach d6i s — néu co), trong dé cip ngoat
don 1a bat budt. Do ham thyc hién mot qua trinh xtr Iy hay tinh toan va tra vé mot
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két qua nén né co thé xuat hién bat ky & dau trong mot biéu thirc ma & do ¢6 thé co
mdt toan hang. Ngoai ra, Excel con cho phép kha ning cac ham 16ng nhau, nghia
12 mot ham co6 thé xuat hién trong danh sach dbi s6 ctia mot ham khac. Vi du:
SUM(AL, SUM(C5:F7))

F Vidyvé cong thic: =15+ (4 * A6) — SUM(B2:B4)

Trong do: 5, 4 1a cac h?mg; A6, B2:B4 1a cac tham chiéu 6; SUM 1a tén ham;
+ * — 14 céc toan tu.

F Gia tri cia cong thurec dugc Excel tu dong cap nhat khi c6 sy thay ddi lién quan dén
moi mdt gia tri ciia toan hang trong do.

¢. Tham chiéu twong ddi va tuyét doi
Pé tham chiéu dén cac 6, ¢6 hai cach: tham chiéu tuong d6i va tham chiéu tuyét ddi.

Y Tham chiéu twong d6i xac dinh vi tri tuong d6i tir 6 chira tham chiéu dén 6 duoc
tham chiéu. Vi du: trong cong thirc tai 6 C3 ¢6 chira tham chiéu dén 6 A2 duoc
hiéu nhu 13: xudt phat tai 6 hién thoi (C3) sang trai 2 cot (tir C sang A) va di
chuyén 1én 1 hang (tir hang tha 3 1én 2) dé lay dit liéu tai do.

- Vi tham chiéu twong d6i, khi nguoi sir dung sao chép cong thic tir 6 ndy sang 6
khac thi gia tri tham chiéu ty dong thay doi. Vi du, néu sao chép cong thic trong
C3 & trén sang K5 thi tham chiéu dén A2 s& doi lai 1a 14 (gitt nguyén su twong ddi
tir K5 dén 14: sang trai 2 va 1én 1).

- Tu day suy ra, néu sao chép cong thirc theo chiéu doc thi s6 hiéu hang sé& bi thay
ddi, sd hiéu cot duge gitr nguyén. Tuong tu, néu sao chép theo chiéu ngang thi gia
trji cot bi thay d6i, giit lai s6 hiéu dong.

- Vi du: xét bang sau:

C 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 nhap cong thirc tinh tong cac 6 tir C12 dén D12, khi d6 néu sao chép
cong thirc dén 6 F13 thi tham chiéu sé& thay d6i thanh tong cac 6 tir C13 dén D13, sao
chép dén F14 thi s& thanh =SUM(C14:D14). Tuong tu, khi chép ngang tir C15 sang
D15 thi s6 hiéu 12 va 14 khong d6i, ma doi gia tri cot tir C sang D.

Y Tham chiéu tuyét d6i xac dinh su tuyét d6i trong cach tham chiéu, nghia 1a ludn
hudng dén cac vi tri ¢d dinh (theo hang va/hoic theo cot) nao dé cua bang tinh khi
sao chép cong thuc. Vi 6 dugc xac dinh boi hang va cot, nén sy tuyét ddi & day co
thé chi tac dong dén hang, dén cot hodc ca hai. Excel dung ky tu $ dat trudc tén
hang hodc tén cot dé chi sy tuyét ddi. Vi dy, E1 chtra cong thirc = $A$1 + $B1 +
C$1 + DI, bao gom tuyét doi & Al, tuyét ddi theo hang & B1, theo cot & C1 va
tuong d6i & D1. Khi d6 néu sao chép cong thirc nay dén 6 H5 thi s& tu dong d6i lai
la: = $A$1 + $B5 + F$1 + G5.

F Tén cia mdt khoang cac 6 dugc xem la mot tham chiéu tuyét doi.

F Trong thyc hanh, sau khi nhap tham chiéu 6 ta ding phim F4 dé chuyén doi gitra
cac loai tham chiéu
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d. Dat tén cho mot khoiang 6
’ Mot khoang céc 6 co thé duogc gan bc”yi’ mot tén dé dé sur dl_mg. Vi du, thay cho viéc

viét cong thie: = SUM(E7:E9) voi E7 dén E9 chira dir liéu vé doanh s6 ban cua 3
thang 7, 8 va 9 ta co thé viét: = SUM(Quy3), trong d6 Quy3 dai dién cho cac khoang
cac 6 E7:E9. B¢ thuc hién diéu nay ta tién hanh nhu sau:

1. Chon céac 6 E7 dén E9 (drag ngang qua cac 6 E7, E8 va E9)

2. Click mouse vao hdp tén (Name Box) va nhap vao do tén: Quy3

3. Nhén Enter dé xac nhan viéc dit tén cho cac 6 dang chon.

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

Define Mame l
Hames in workbool:
- ‘ OK
- [ o ]
_'ij Close I
Add
Delete I
~
Refers o
§=Shee;1 1$E§7:4E49 Y

- Luu y d&én d‘ong| cubi, tham chiéu dén khoang 6 E7:E9 di duoc Excel tu dong
chuyén thanh tham chiéu tuyét doi. Néu mudn x6a mot tén di dinh nghia ta chon
tén can x6a va dung nat [Delete].

@ Sau khi di gan tén cho mot khoang 6, ta c6 thé kiém tra lai tén bang cach chon lai
khoang 6 d6, néu thdy xuat hién tén trong hop tén thi da gan diing, nguogc lai can
X0a tén da gan sai va tién hanh gan lai.

& Hop tén con cho phép ta chon hodc chuyén nhanh dén mot khoang 6: Chi can nhap
tén, hodc tham chiéu 6 vao hdp tén thi Excel s€ ty dong chon va chuyén vi tri man
hinh dén vung dugc chon.

- Huéng dan dit tén:

T E7 i Q3 I ' Quy3
D Meme Boxf ] D E D E
7 i 7
3 g g
9 | ] 9 e 9 d} | ]

(b1. Chon céc 6 can dat tén — b2. Click vao hop tén va nhap tén — b3. Nhan Enter)
Kiém tra lai tén da dat: click vao nut [ v ] ta nhin thy tén da dat trong hop roi xubng.
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- Xoa tén da gan sai: dung menu [Insert]\Name\Define...

&7 File Edt View | Insert | Format | Bame J m Define. ..

NEHR S Cé% _)_J Camment | Paste...

Trong hop [Define Name], ta chon tén cin x6a va chon nut [Delete].®
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BAI 2

LAM VIEC VOI BANG TINH

2.1. Cac thao cac co ban

1. Chon cac 6, hang, cit
- Chon 1 6: click vao 6 muon chon

- Chon nhi€u 6 lién tuc: chon 6 dau tién (goc trén trai) cua khoang can chon, sau do

drag (kéo 18) mouse (hodc shift-click) dén vi tri cudi (goc dudi phai) .

- Dé chon thém cac 6 rdi rac nhan giit phim Ctrl trong khi click vao cic 6.

F Ngoai ra, con c6 thé chon nhanh bang cach nhap khoang can chon vao hop tén.

- Viéc chon hang hodc cot twong ty nhu chon 6. Thay cho click Vég 0, ta click vao
nhan cdt hodc so6 hi¢u hang dé chon 1 cot hodc 1 hang. Chon nhiéu lién tuc bang

ky thuat drag hodc shift-click. Chon roi rac béng Ctrl-click.

(Drag ¢ dau dong, dau cdt dé chon mdt hodc nhieu dong va chon mot hoac nhiéu cdt)

2. Cac cach thye hién 1énh

A

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

A

b & >

<
=y

)

)

Cuk

Copy

Paske

Paste Special. ..
Inserk...
Delete. ..

Clear Conkents

| Insert Comment

Format Cells. ..

Pick From Drop-doven List. ..

Creake Lisk, ..,

Hyperlink. ..

Loak Up. ..

- Dung biéu tuong 1énh trong thanh cong cu

12
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VE ¥RkAa-dN9- AR VRICEENCY |
B I%EE;@ 9% % » W@ B|EE . A
- Dung phim tat

4 Cut CErl+

|3 Copy Ctrl+cRJ

:5'5 Cffice Clipboard. ..

[ Paste Chrly

Paste Special, .

3. Chén, xéa cac 6, hang, cot
1- Chon céc 6, hang, cot can tac dong
2- Click mouse phai (Right-click) lam xuat hién shortcut menu
3- Chon Iénh thich hgp tir shortcut menu:

Insert dé chén thém

Delete dé xoa

Clear contents dé x6a ndi dung cac 6 (hodc nhan phim Del)

F C6 thé dung menu thay cho viéc nhan R-click. Menu [Edit]\Del hodc [Edit]\Clear
dé x6a. Menu [Insert]\Cells, Rows hodc Columns dé chén thém.
F S6 dbi tugng cheén thém vao hoac xda di b?mg voi sb d6i tuong da chon (vi du, néu
dang chon 3 hang thi 1énh Insert s€ chén 3 hang)
4. Nhap va stra chira ngi dung cia 6

Y Nhip: Chon 6, sau d6 nhap noi dung. Luu y dén cach thirc Excel chinh 1& tuy
thudc vao dang dir li¢u s€ nhap. Néu 1a chudi ® chinh trai; ngay, gid hodc s6 ® chinh
phai. Pé nhap chudi cac s nhu 2356 ta thém dau nhdy don (%) phia trude chudi sb
nay: ‘2356. Két thuc viéc nhap noi dung bang phia Enter. Néu khong mudn thay do6i
n6i dung da c6 trude d6 thi nhan Esc.

Y Sira: Nhan Double-click (D-click) hoac F2 vao mot 6 dang chon dé sua chira
ndi dung, néu chi click vao 6 thi dir liéu nhap vao sé& thay dit liéu di c¢6 trudc d6. Trong
ché do stra chira co thé dung cac phim —, ®, Home, End dé di chuyén.

Dung dau bang (=) dé bat dau nhap cong thic. Néu trong cong thirc cn tham
chiéu 6 thi hodc 1a fu nhdp tén cac o6 can tham chiéu, hoic 1a dung mouse dé chon.

Vi du: tai 6 D7 can nhdp cong thuc tinh: = B7 + C7, dau tién nhap diu =, sau do
dung mouse click vao 6 B7, nhap dau + va click vao C7 va nhan Enter dé hoan tét.
Tién hanh twong ty ddi v6i khoang lién tuc cac 6 (dung drag thay cho click).

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

7] 15 304 7 7 fist 30[=B7 7 [ 15] 30[=R7+
B|c| D Blc| D |
7 [ 15Em30]=B7+C7 nhén enter ta duge d 12 30 45

* Tao dang 6 (Format Cells): Excel cung cap nhiéu kha ‘nang trong viéc thay do6i
dang thirc cua mét 6. Vi du: d6i voi 1 con sb ¢o the duogc biéu dién bang nhiéu dang:
n6 c6 thé 1a sd, 1a ngay, gio, biéu dién phan tram, tién té voi ky hiéu $, d...
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gics
12:00,00 Ap

phan Tram
=00.00%:

Cang o Mgary tién
¥, 05,/01,1900 $5.00

= Pé tao dang mét hodc nhiéu 6, dau tién ta chon chung, sau d6 dung menu
[Format]Cells hodc nhan phim phai va chon Format Cells

Mumber [Alignment l Font ] Border | Patterns I Frotection [

3 [ |

f];‘ Eormat Cells. .. ‘ Format Cells

Category:
General
Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific

Text

ﬁecial
-
Delete l

Type the number Format code, using one of the existing codes as a starting
poink,

#,##n:r'_:l j(,#0)
#8220 N[Red]i#, 00

=

o |

Trong hop thoai c¢6 chira nhiéu muyc phuc vu cho viéc tao dang. Ching bao gom:

Carcel 3

- Muc [Number] ding dé tao dang sd, gdm: Number tao dang cac con sO, Currency
dang tlen t¢; Date, Time dang ngdy gio; Percentage dang phan tram; Fraction dang
phan s6; Text dang van ban...

& Custom 13 dang dic biét, n6 cho phép ngudi st dung tu diéu chinh viéc tao dang.
Mot sé mi tao dang hay dung la:

* Ma tao dang $6: (vidu s6 can tao dang: 3149.457)

Ma Két qua Y nghia
0 3149 Lam tron dén hang don vi (khong co s6 1¢)
0.00 3149.46 Lay 2 chir s6 1¢
#AHO 13,149 C6 ky ty phan cach nhom 3 s6 va lam tron
0.00% 314945.70% |Theo dang % co hai s6 1¢
0.00 “@” |3149.46 @ Thém chudi vao két qua (trong cip “ )
* 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/nam, mdi vi tri ¢6 2 6
mm/dd/yy 07/15/99 |thang/ngay/nam, mdi vi tri ¢6 2 6
mm/dd/yyyy | 07/15/1999 |nim c6 4 chit s6
dd-mmm-yy | 15-Jul-99 |tén thang co 3 ky tu viét tat

- Muc [Alignment] dﬁpg dé chinh sap dir liéu theo 2 huong: ngang (Horizontal),
dung (Vertical); va diéu khién vi¢c cho phép van ban xuong dong (Wrap text) hay

14
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trai lap sang cac 6 bén canh. Ngoai ra con cho phép quay van ban theo cic goc
quay khéc nhau.

- Muc [Font] dung dé tao dang vé font chi.

- Muc [Border] ding cho viéc thiét 1ap duong vién cta cac 6 voi rat nhiéu lya chon:

Furmat Cells 1 ’ _’Q_X_J

Mumber ] Aligrment ] Font Border l Patterns i Protection ]

Fresets ~Line
Stvle:
Mone ===—-=-
Border — =t
Color:
e ] Aukomakic I
20

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

] Is 4 I Cancel l

5. Tao day tuw djng

Mot day s liéu lién tyc (vi du: al, a2,...) c6 thé dugc tao ra mot cach ty dong bang
cach nhap s6 liéu dau (al), sau d6 chon n6 s& lam xuat hién mot niit vudng nhé & goc
dudi phai, di chuyen mouse dén vi tri ndy (mouse c6 hinh ddu cong) kéo 1€ nat vuong
dén 6 cudi cua day so li¢u s€ tao ra mot day lién tuc. Néu day la day $6 (vidu: 1,2, ..)
thi phai nhan thém phim Ctrl dé tao diy lién tuc. Néu 6 dau tién 1a cong thic thi viée
kéo nut diéu khién s& sao chép cong thirc dén cac 6, khi d6 cac tham chiéu s& duoc
diéu chinh tu dong.

4 | B | 4 | B [ ¢ | D]

|
= - — Drag —> = +

2.2. St dung menu FILE

Menu File chtra cac 1énh tac dong 1én téng thé workbook, bao gom:

+ New Bit dau tao méi mot workbook.
+ Open Mo mot workbook da ghi trude do.
+ Close Pong cira s6 workbook dang 1am viéc.
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+ Save Ghi workbook dang lam vi¢c ra file. Toan by Sheet cé trong
workbook s& cuing duge luu trir trong mét file c6 phan mé rong
la XLS.

+ Save as Ghi ra dudi mot tén méi. Néu 1a 1an dau tién ghi file thi chic

nang nay s& tu dong dugc chon thay cho Save.
+ Print preview Xem tong thé workbook truéc khi in chinh thirc.

+ Print

+

Str dung ham (function) trong cong thirc

In toan bd workbook, hodc chi in Sheet dang lam viéc hi¢n thoi.
Exit Két thiic phién lam viéc v6i Excel.

Ham c6 thé dugc nhap truc tiép trong cong thirc hodc sir dung cong cu chén ham

ciia Excel. Pé chén ham vao cong thirc, dung menu [Insert]Function hoic click vao
biéu tugng Function Wizard [f;].

Chi dé: , :
Function category: Function nams:

Céc ham thuong dung AT

Liét ké tht ca cac ham ‘ g HLOOKLP

Céc ham tai chinh all ADDRESS

Ngdy va gio Financial SUM

Toan va lugng giac Date & Time AVERAGE

Thong ké , Math & Trig IF

Tim kiém va tham chiéu SIatIStII:al HYPERLIMNK

fam ¢0 59 durlicu Lookup & Reference COUNT

1A Database Il &

Ham logic

Ham thong tin Text SIN
Logical - |SUMIF
Information j_j

Trong hop thoai Function Wizard c6 hai bang, bén trai 1a chi dé cac ham, bén phai
12 ham s& chon. Cac ham duoc td chirc theo chu dé dé dé& sir dung. Sau khi chon dugc
ham thich hop, s& thuc hién tiép cac budc con lai dé nhap ndi dung cho cac ddi sb cua
ham. Vi duy, d6i v6i ham SUM cén chi ra khoang céac 6 sé& lay tong...
UM

Number1 | I ;- (212!,3213)
Number2 | =

w S35
Adds all the numbers in a range of cells,

Number 1 number | numberZ,... are 1 to 30 numbers to surmn, Logical values and texd
are ignored in celis, included I typed as arguments.

Formula result =5334 I OK E Cancel [

Trong qué trinh nhap noi dung, dé tham chiéu dén cac 6 ta c6 thé ding mouse dé
chi dinh cdc 6 can tham chiéu ma khong can phai nhap truc tiép. Ciing co thé sir dung
viéc dit tén dé don gian hoa viéc quan 1y cac 6. Sau khi hoan tit nhan [Finish] hoic
[OK] dé két thuc.

@ Luyu y: néu tién trinh nhap cong thirc & mot 6 chua xong thi khong thé két thuc

Excel, khi d6 s& c6 thong bao 15i vé viéc chua hoan tat cong thire (hodc trong cong

thurc ¢ 16i)
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Microsoft Excel

Your Formula is missing a parenthesis--} or {, Check the Farmuls,
and then add the parenthesis in the appropriste place,

- Vatiép d6 1a thong bao khong thé két thuc Excel:
i Microzoft Excel

e

Q) Cannot quit Microsolt Excel.

& P¢ giai quyét 16i ndy, ta nhan OK dé quay vé 6 chira cong thirc dang nhip va nhin
ESC d¢€ huy cong thure, sau dé sé co the két thuc Excel binh thuong.®
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3.1.

18

BAI 3
CAC HAM THUONG DUNG TRONG EXCEL

Cac ham tinh toan va théng ke (Statistical)

Ham Sum
C phap: SUM(danh sdach déi s6)
Ham Sum tinh tong cac s6 c6 mit trong danh sach dbi s6 cua no.
Trong do: danh sach déi $6 ¢6 ghé la hang (sé hodc chudi sd), khoang cac 6
chtra s6 hodc mdt ham tra vé gia tri ki€u so.
Vidu: Sum(2, “4”, True) =7,
vi “4” duoc chuyén thanh s6 4;  True=1 (False=0)

Néu C2 chira 7; C3 1a 4; C4 1a 10 thi Sum(C2:C4) =21
Ham Max
Ct phap: MAX(danh sdch doi s6)
Ham Max tra lai gia tri s6 16n nhat trong danh sach déi so.
Vidu: Max(2,5,7)=7

Néu C2 chira 7; C3 1a 4; C4 14 10 thi Max(C2:C4) = 10
Ham Min
Cu phap: MIN(danh sdch doi s6) o
Ham Min tra lai gié tri s0 nho nhat trong danh sach doi so.
Ham Average
Ct phap: AVERAGE(danh sdch doi s6)
Ham Average tra lai gia tri trung binh cong cua cac s6 trong danh sach ddi sé.
Vi du:  Average(2, 5, 7) = 4.66(6)
Néu C2 chtra 7; C3 1a 4; C4 1a 10 thi Average(C2:C4) = (7+4+10)/3 =7
Ham Round
C phap: ROUND(s6, 56 _chit so)
Ham Round tra lai gid tri s0 (kieu s6 thyuc) da dwoc lam tron dén d6 chinh xéac tuy
thudc vao so_chir _so. Néu:
- 86 chit s6 > 0 lam tron phan 1¢ vi du: Round(21.546, 2) =21.55
- 86 chit s6 = 0 lay sd nguyén gan nhat  vi du: Round(21.546, 0) =22
- 86 chir s6 < 0 1am tron phan nguyén vi du: Round(21.546, -1) =20
Ham Int
C phap: INT(s0)
Ham Int tra lai phan nguyén cia s6 (1am tron s6 dén s6 nguyén gan bang nhat)
So sanh v6i ham Round(n, 0) 1a ham lam tron trén, Int 1a ham lam tron dudi.
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* Vidu: Int(2.57)=2;Int(7/4) = 1; Int(-3.49) = -4
7. Ham Mod
* Ch phap: MOD(s6, s6 chia)
Ham Mod tinh phan du trong phép chia nguyén cta s6 voi sé chia
* Vidu: Mod(13,4)=1 vi 13 chia 4 duoc 3, du 1

Gia str tai 6 C3 chira s0 ngay lam viéc, khi d6 cong thirc = Int(C3/7) s& cho s0

tuan; va cong thirc = Mod(C3, 7) cho lai s6 ngay 1¢.
8. Ham Count

* Cu phap: COUNT(danh sdch doi 50)

Danh sach déi sé ¢6 thé 1a cac gia tri sd, ngay, logic, chudi... hoic mot danh sach
tham chiéu. Ham Count dém céc gla tri kiéu s6 (hodc gia tri c6 thé chuyen tu dong
thanh kleg sq, nhu: kiéu ngay, chugl s, 1ogic...) ¢ mat trong danh sach déi s6. Ham
nay co thé két hop voi ham Sum dé thay cho Average khi can dam bao tinh chinh xac
ctua phép lay trung binh mot khoang gié tri ma khong chac cac gia tri nay 1a so.

* Vidu:  Count(13, “432”, “abc™) =2 vi chudi 432 dwoc chuyén thanh gid tri s6

Count(12/8/98, TRUE) =2  cdc kiéu ngdy, légic dwoc chuyén thanh sé

9. Ham CountA

* Ch phap: COUNTA(danh sach déi so)

~ Ham CountA dém sb céc gia tri c6 mat trong danh sdach d6i s6 va chi bo qua khong
dém cac 6 rong trong khoang tham chicu.

* Vidu: Xét4 6 Al:DI1 nhu sau:
A|B|C|D
1 | xy 25 |True

Khi d6: CountA(Al1:D1)=3vi Bl rong
10. Ham Rank

* Ch phap: RANK(s6 cdn xép hang, danh sich s6, phicong phdp sdp)

Ham Rank tra lai thir hang cua s6 cdn xép hang theo cac gia tri cua danh sach $0.
Néu phwong phdp sdp bang 0 (hodc bo qua) thi danh sdch so duge sap theo thur tu
giam dan, nguoc lai 13 thir tu tang dan trudc khi so sanh gia tri. Vi du néu can sip thir
hang hoc lyc thi phwong phdp sap s€ 1a 0, néu can gap thir hang thanh tich van dong
vién theo thoi gian thi phwrong phdp sap s€ khac 0 (bang 1 chang han). D61 voi cac gia
tri bang nhau trong danh sach so thi thir hang tuong ing cua chung s€ bang nhau.

* Vidu:

Gia st cac 6 tir Al dén A5 chira gia tri tuong ungla 5, 6, 9, 4, 8

Khi d6: Rank(Al, A1:A5,1)=2 (thttutang: 4,5, 6, 8, 9)

nhung: Rank(Al, A1:A5,0)=4 (thuty giam: 9, 8,6, 5, 4)

= Vi du tong hop vé cac ham tinh toan, thong ké:

A|[B|C D E F G
15|76 |=SUM(AL:CI) =MAX(A1:Cl) =MIN(A1:C1) =AVERAGE(A1:C1)
2|3]9]8 [-SUM(A2:C2) 2 2.57 21.546
3247 |[-SUM(A3:C3) =MOD(B2,E2) =INT(F2) =ROUND(G2,2)
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6|95 |-SuM(A4:C4) =RANK(A1,A1:A4,0) =ROUND(G2,0)
5/ a x [=COUNT(A4:C5) =COUNTA(A4:C5) =ROUND(G2,-1)

Tur cac cong thure va so li€u cho ¢ trén, ta c6 cac két qua sau:

A|lB| C D E F G
1 (5|7 | &6 [18 F 5 )
2319 |8 |20 2 2.57 21.546
2 204|713 il 2 2 5%
4 |69 |5 |20 2 22
5 | a ® |3 o 20

3.2. Cac ham logic

Céac ham logic thuong str dung, hodc tao ra - cac biéu thirc logic. Biéu thirc logic 1a
mdt biéu thirc duoc luong gia boi hai gia tri: ding (True = 1) va sai (False = 0). Trong
d6 cac toan hang c6 thé 1a hang, tham chiéu 6, két qua cia mot ham... nhung ching
duoc lién két v6i nhau boi cac toan tir so sanh (<, >, =, <=, >=, <>) va c6 thé 1a d6i s6
cua cac ham logic (And, Or, Not...)

Vidu: Cac biéu thirc sau cho gia trj True:

5>4; “A” < “C” (so sanh chudi)
Céc biéu thirc sau cho gia tri False:
(3+5)<>8; (2*10) =((5-2)*9)
1. Ham And

* Ch phap: AND(danh sach biéu thirc logic)

Ham And tra lai gia tri True nél} tat ca cac biéu thuc logic trong danh sach 1 True;

nguoc lai néu cé it nhat mot bicu thic logic trong danh sach nhéan gié tri False thi

ham tra lai gia tri False.

* Vidu: 7 And(3>2, “Toi” >= “Tq”, C3=0) s€ 1a True néu 6 C3 chtra gia tri 0 vi khi
dé 3 biéu thuc trong danh sach déu nhan gia tri True; nguoc lai s€ c6 gia tri False.

2. Ham Or

* Ch phap: OR(danh sach biéu thirc logic)

Ham OR tra lai gia tri False néuq tat ca cac biéu thirc logic trong danh sach 13 False;

nguoc lai néu co6 it nhat mot biéu thuc logic trong danh sédch nhan gid tri True thi

ham tra lai gid tri True.

* Vidu: OR(3<f2, “Anh” = “Em”, C3=02 s& 1a False néu 6 C3 chira gia tri khéac 0
vi khi d6 ca 3 biéu thure trong danh sach déu nhan gié tri False; nguoc lai s€ c6 gia
tri True.

3. Ham Not

* Ch phap: NOT(biéu thirc logic)

Ham Not d6i nguoc gia tri cta biéu thirc logic. (Not(True) = False va

Not(False)=True)

* Vidu: Not(3<5) = True vi 3<5 la False
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4.

*

*

Ham If

C phap: IF(bt_logic, gia tri néu bt logic ding, gia tri néu bt _logic sai)

Ham If can cir vao sy luong gia cua br_logic dé tra vé mot trong hai gia tri: gia tri
néu bt logic dung va gia tri néu bt logic sai. Gia trj tra lai c6 thé lai duoc nhan

thong qua két qua ctia mot ham khac. Diéu nay chinh 1a kha ning 16ng nhau cia
cac ham trong Excel.

Vi du: Gia sir tai 6 A3 chira thong tin vé trinh d vin héa. Khi d6 cong thirc:
If(A3 = “PH”, “Pai hoc”, If(A3 = “CP”, “Cao dang”, “Trung cip”))
s& tra vé mot trong 3 chudi ky tu “Pai hoc”, “Cao dang” hoic “Trung cip” tly

thudc vao ndi dung cua A3 l1a “bH”, “CP” hay “TC”

3.3.

Cac ham chudi (string), viin ban (text)

Cac ham loai nay thuong yéu cau ddi sb co kiéu ky tu, hoac két qua cua ham tra lai

1a mot kiéu ky tu. Néu két qua cua cac ham 1a mot chuoi so thi ¢6 thé duoc sir dung
trong cac phep tinh toan vi Excel tw dong chuyen chudi sé thanh gid tri sé khi can
thiét. Trong cac truong hop khac can luu y dén kiéu cua gia tri dé xu 1y dung.

1.

*

Ham Len
Cu phap: LEN(text)
Ham Len léiy ddi sb text c6 kiéu ky tur va tra lai d§ dai cua text. Cac ky tu tréng
(khoang cach) trong text cling dugc dém nhu céc ky tu khac.
Vidu: Len(“Pay la mot chudi”) = 16
Len(*”)=0 (chudi rong)
Néu & 6 G2 ¢6 chira chudi “MASO 125” thi Len(G2) = 8
Ham Left
Cu phap: LEFT(text, num)
Ham Left tra lai num ky tu bén trai nhit cua text. Néu bo qua doi §6 num thi xem
nhu lay ky tu dau tién cia text. Néu num 16m hon d¢ dai cua zext thi lay toan bd text.
Vidu:  Left(“AC035”,2) =“AC” (lay 2 ky tu bén trai)
Left(“AC35”) = “A” (b6 qua ddi sé num)
Ham Right
Cu phap: RIGHT(text, num)

Ham Right tra lai num ky tu bén phai nhat cia fext. Néu bo qua ddi s6 num thi
xem nhu ldy ky tu cudi cung cia text. Néu num 16n hon do dai ciia zext thi 13y toan
bo text.

Vidu: Right(“AC035”, 2) = “35” (lay 2 ky tu bén phai)

Right(“AC035”) = “5” (b qua ddi s6 num xem nhu lay 1 ky tir)

Right(“A035”, 2)¥20 =700  (tu dong chuyén kiéu khi tinh toén)

Ham Mid

Cu phap: MID(text, pos, num)

Ham Mid tra lai num ky tu cua text, tinh tir vi tri pos. Ky tu dau tién cua fext duogc
dém la 1. Néu pos 16n hon d¢ dai cua fext thi tra lai chuoi rong.
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* Vidu:  Mid(“AC035”, 2, 3) = “C03”
(tinh tr vi tri thtr 2, 13y 3 ky tu)
Mid(“AC035”, 6, 1) =
(vi tri pos vugt qua do dai cua text)
5. Noi hai chudi &
* Cu phap: text! & text2
Toan tir n0i chudi & lay hai d6i s6 kicu ky tu rext/ va text2 dé tao thanh chudi méi
1a hop cua hai chudi nay.
* Vidu: “MASO 1a” & Left(“A124”) ® “MASO 1a A”

3.4. Cac ham ngay, gio' (Date & Time)

Dir liéu kiéu ngay trong Excel dugc tinh tir ngay 01/01/1900 dén 31/12/2078 (hodc
31/12/9999 trong Excel 97) tuong tmg voi gia tri tur 1 dén 65380. Kiéu ngiy cé thé
dugc chuyén thanh mot sé va nguoc lai; vi du: ngay 05/01/1900 duoc tinh nhu 13 gia
tri 5, va gia tri 1245 dugc xem nhu ngay 29/05/1903.

Tuy theo mi dinh dang ngay ciia Windows ma Excel c6 thé tao dinh dang mic
dinh la mm-dd-yy (thang-ngay-nam) hay dd-mm-yy (ngdy-thang-nam). Khi nhép ngay
trong mot 6 can luu ¥ dén diéu nay, va néu ngay hop 1¢ thi Excel thuong ty dong chinh
phai nguoc lai 14 chinh trai. Trong thuc hanh, thudng nhap thir ngay 13 thang 01 dé
kiém tra (13/01/98), néu sau khi nhap, gia tri dugc chinh 1& phai, thi dang ngay la
dd/mm/yy, nguoc lai la dang ngay mm/dd/yy. De nhdp nam lén hon 2000 can phai
nhap du 4 chit s6 chi nim, néu nhap 2 chir s6 thi Excel ty dong hiéu 1a thudc nim
19xx.

Dang gio trong Excel 13 hh:mm:ss (gio:phut:gidy), gio co thé theo dang 12 gio
(dung ky tu AM va PM dé biéu thi budi sang, chiéu) hodc dang 24 gio.

Trén cac kiéu dir liéu nay co thé thuc hién cac phép tinh s hoc théng thudng nhur
+, - gilia cac d6i s6 kiéu ngay (tinh toan sy chénh Iéch gilra hai ngay) hodc gitta mot
d01 s6 kiéu ngay v6i mot sé nguyén (ting hodc giam ngay).

1. Ham Day
* Ch phap: DAY (ddy sé kiéu ngay)
Ham Day tra lai gi tri ngay (tir 1 dén 31) tir day s kiéu ngay.
Day s6 kiéu ngay c6 thé 1a mot chudi ngay (“03/01/98”) hodc tham chiéu dén 6
chura gia tri ngay.
* Vidu: Day(*07/21/98) =21
(ngay 21 thang 7 — dang mm/dd/yy)
2. Ham Month
* Ch phap: MONTH(ddy sé kiéu ngay)
Ham Month tra lai gia tri thang (tir 1 dén 12) tir ddy s6 kiéu ngay.
* Vidu:  Month(*07/21/98”) =7
(ngay 21 thang 7 — dang mm/dd/yy)
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3. Ham Year
* Ch phap: YEAR(day s6 kiéu ngay)
Ham Year tra lai gid tri ndm (tir 1900 dén ndm 16n nhat c6 the) tir ddy so kiéu ngay.
* Vidu:  Year(“07/21/98”) = 1998 (ndm nhap 2 chit s dugc xem nhu 19xx)
4. Ham Now
* Cu phap: NOW()
Ham Now khong c6 dbi sd, tra lai gia tri la mot day sd gébm ngay, thang, nim va
gi0 hién tai dang dugc luu trong dong hd cua may tinh.
* Vidu:  Year(Now()) tra lai nam hién tai (1a 2005)
Gia str 6 C7 chura ngay sinh, khi d6 cong thuec:
Year(Now()) - Year(C7) s& cho gia tri 1a tudi cua dbi tuong.
5. Cac ham veé thoi gian
* Hour  ® trd lai gid tri gio (1 —24)
* Minute ® tra lai gia tri phat (1 — 60)
* Second ® tra lai gia tri gidy (1 — 60)

3.5. Cac ham tim kiém va tham chiéu (Lookup & Reference)

Céc ham trong nhom nay thuong sir dung mdt bang chura cac gia tri s€ tra lai qua
mot qud trinh tim kiém theo khda tim. Bang nay thuong duogc goi la bang do hay bang
tim va dé dé xu ly ta nén ddt tén cho bang. Co6 hai loai bang: bang ngang va bang doc.

a) Bang ngang (chua gia tri can tim theo hang ngang), vi dy:

LPH A B C
TTUAN x1 x2 x3
TNGAY| yl y2< y3

O bang trén, cac gia tri can tim A, B, C trai ra theo phuwong ngang & hang s6 1; cac
gid tri x1, x2, x3 (& hang 2) va yl, y2, y3 (¢ hang 3) la cac gié tri s€ tra lai sau qua
trinh tim. Cac 6 LPH, TTUAN, TNGAY chi c6 tinh chat tham khao, lam & ¥ nghia
ctia bang, chir khong tham gia vao qua trinh tim kiém. Thyc chat bang trén chi ¢6 9 6
(tir 6 chita A dén 6 chua y3.

b) Bang doc (chira gia tri can tim theo hang doc), vi du:

LPH TTUAN | TNGAY
A x1 yl
M Vv
B X2 y2
C x3 y3

Céc 0 chua A, B, C ¢ ¢t 1, cac gia tri con lai ¢ cOt 2 va cot 3.
Tuong mg voi hai loai bang & trén 1a hai loai ham tim kiém: HLOOKUP va
VLOOKUP.
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1.
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Ham VLookup

Cu phap: VLOOKUP(gt tim, bang tim, ct tra gt, cach tim)

Néu cach_tim = 1 (True) thi cot d4u tién ciia bang_tim dugc sip tha ty ting dan.
Nguoc lai, néu cach_tim = 0 (False) thi bang_tim khong yéu cau sip.

Ham VLOOKUP tim trong cot dau tién cia bang tim mot gia tri hop 1& so voi
gt tim, sau d6 n€u tim thay thi s€ tra lai gia tri tuong ng theo hang ¢ cot tra gt.
Bang_tim la mot bang, trong d6 cot dau tién (danh sb 1) ciia bang nay chira cac gia
tri twong hop voi cac gia tri s€ tim. Cac cot con lai chira cac gia tri tra lai tuong
ung voi hang cua gia tri tim thay.

Vidu:  VLookUp(“B”, [Bang_tim], 2, 0) = x2

Ham HLookup

Cu phap: HLOOKUP(gt tim, bang_tim, hang_trd gt, cach_tim)

Néu cach_tim = 1 (True) thi hang dau tién cta bang_tim dugc sap thir tu ting dan.
Nguoc lai, néu cach_tim=0 (False) thi bang_tim khong yéu cau sip.

Ham HLOOKUP tim trong hang dau tién ciia bang_tim mot gia tri hop 1& so véi
gt tim, sau d6 ncu tim thay thi s€ tra lai gia tri tuong Ung theo cdt & hang tra gt.
Bang_tim 1a mot bang, trong d6 hang dau tién (danh s6 1) ciia bang nay chira cac
gia tri twong hop voi cac gia tri s€ tim. Cac hang con lai chira cac gia tri tra lai
tuong ing voi ¢t cua gia tri tim thay.

Vidu: HLookUp(“C”, [Bang_tim], 3, 0) =y3

Ham Columns

Ct phap: COLUMNS(khodng tham chiéu)

Ham Columns tra lai sb ¢dt trong khodng tham chiéu.

Vidu: Columns(A5:C10)=3 (tr A ® C1a 3 cot)

Ham Rows

Ct phap: ROWS(khodng tham chiéu)

Ham Rows tra lai s6 hang trong khodng tham chiéu.

Vidu: Rows(AS5:C10)=6 (tr 5 ® 10 1a 6 hang)
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BAI 4
TAO BIEU PO - CHART WIZARD

Ngoai viéc str dung mang hai chiéu dé t chirc dir liéu, trong Excel dé thé hién mbi
tuong quan gitra cac ddy s6 liéu ta ¢ thé biéu dién chung boi biéu dd (chart). Biéu d6
c6 dang d6 hinh, dugc phan thanh nhiéu kicu: Area (kieu ving); Bar (thanh); Column
(cot); Line (duong) Pie (cung tron chura goc) XY-Scatter (dlem 101 rac)... Nhing kiéu
nay co thé dugc biéu dién theo dang 2 chiéu (2-D) hodc 3 chiéu (3-D).

4.1. Céc thanh phin cia biéu d6

+ Vung dir li€éu: mdt khoang li€n tuc hodc roi rac cac 6 bang tinh dugc chon dé dung
lam dir liéu cho biéu d, co thé to chirc theo hang hay cot goi 1a diy (series) dir
liéu. Mdi 6 tao thanh mot diém dir liéu trén biéu dd va dugc danh dau (markers)
boi cac ki hiéu khac nhau. Vung dit liéu c6 thé bao gdm mot hang (hodc cot) chua
cac nhan (label).

+ Truc toa d9: hé thong cac duong thang dimg hodc ngang xac dinh ti 18 biéu dién
cac diém dir liéu, trén cac truc ¢ chtra cac vach danh dau ti 18 (tick mark). Cac
truc thuong c6 hai loai: truc chi dé (category) va truc gia tri (value).

+ Hop ghi chu (legend): chira cac dau hiéu biéu dién cac diy sé liéu c6 mit trong
biéu db. C6 thé dit legend tai mot vi tri tiy ¥ trong biéu db.

+ Tiéu dé (title): dong vin ban tao nhan cho biéu dd (chart title) va cac tryc.

Biéu dd miu

35

30

25

20 - T O Food
r B Gas

15 1 — — | OMotel

10 - — N a

Jan Feb Mar Apr May Jun

4.2. Str dung Chart Wizard

Y Buéc 1: Chon vung dit liéu chtra so lidu cua biéu do6. Co thé chon lién tuc hoic
roi rac nhém cac 6 theo hang hoac cdt.
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Y Buéc 2: Click vao biéu twgng Chart Wizard hodc chon [Insert]\Chart. Khi con trd
c6 dang dau cong (+), ta v&€ mot khung chir nhat xac dinh kich thude va vi tri ban
dau cua biéu d6. Luu ¥: c¢6 thé chon vé tai sheet dang chtra s liéu hodc tai mot
sheet khac.

Y Buéc 3: Xuét hién hop chon vung di lidu:

ChartWizard - Step 1 of 5 X |

if the selected celis do not contain the data you wish to chart, select
@ New range now.

Include the cells cantaining row and column labels if you want those
labels to appear on the chart.

Range: |@LY {55313

l Help li Cancel ” < Back l Next > I Finish E

Vi vung dir li¢u da chon ¢ bude 1, nén ta chon [Next] dé sang budc Kké tiép (chon
kiéu biéu dé), hoac chon [Finish] dé két thac (dung dang méac dinh cua biéu dé),
sau nay co thé tao dang lai. Néu ving dir liéu xuét hién & day chua dung thi co thé
ding mouse dé chon lai viing khéc.

Y Buéc 4: Chon kiéu biéu d6 va chon mét dang con ctia n6

ChartWizard - Step 2 of 5
Select a chart type:

Area Bar Column

Vi du, kiéu Column c6 cac dang nhu:

ChartWizard - Step 3 of 5

Select a format for the Column chart:
1

Ak

g

‘ Help I ‘ Cancel I ‘ < Back I MNext > I FEinish I

Y Buédc 5: Cung céap cac théng tin bd sung, nhu:
- Dit liéu duoc t6 chirc theo hang hay cot (Data Series in Rows/Columns)
- Trong vung dir li¢u néu c6 chta nhan thi chi ra sd tht tu cla hang hay cot dé tao

nhan cho céc truc & cac gia tri [x] va [y], néu khong thi nhap s 0 cho cac gia tri
nay:

Use First [x] Row(s) for Category (X) Axis Labels

Use First [y] Column(s) for Series(Y) Axis Labels

- Tuy chon viéc bo sung mot Legend vao bi¢u do
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- Nhaép ti€u dé cho biéu d6 va tiéu dé cho céc truc.

4.3. Hiéu chinh, tao dang biéu do

Sau khi chon [Finish], mot biéu do s& xuat hién trong ving chir nhat ma ta da xac
dinh & budc 2. Ta co thé tiép tuc diéu chinh, tao dang, thém/loai bo cac thanh phan cua
biéu d6. Pé thyuc hién, chi can nhan D-click vao cac ving thich hop va diéu chinh
thong tin trong cac hgp thoai tuong Gng. Vi du, co thé thay dbi cac thanh phan nhu:
kich thudc, mau sic, font chit, loai b cac dudng ludi, stra doi hodc bd sung dir lidu;
thay d6i kiéu biéu db theo dang phu hop...

& Riéng trong Excel-97 (hodc 2k3), cong cu tao biéu d6 don gian hon. Nguoi su
dung khong can thiét phai v& trudc ving s& chia biéu do (6 Budc 2) vi Excel sé tur
dong tao ra. Ngoai ra, Excel-97 con b sung thém nhiéu dang biéu d6. Duéi day
gidi thiéu cac hop thoai cua Chart Wizard trong Excel-97:

* Buwéce 1 (cia 4 budc): chon kiéu Chart

- Trong budc nady, ta chon mdt kiéu chart chinh va sau d6 chon trong tap cac kiéu
con ciia né mot kiéu thich hop. Hinh dudi minh hoa kiéu Column va cac kiéu con
cua no.

Chart Wizard - Step 1 of 4 - Chart Type

Standard Tvpes I Custom Types
Chart type: Chart sub-type:

il

s I T B e

[;j Skock, :j] @

* Buée 2: Chi dinh nguon dit liéu s& st dung trong Chart

-0 day luu y r?mg, néu trude khi thue hién 1énh tao biéu dd ta di chon hodc diang
trong vung dir li€u thi Excel s€ tu dong danh diu x4c dinh vung dir liéu.

- Thuong thi Excel phan tich dung vé diy gia tri cta dit liéu theo cot (Series in
Columns) hay theo dong (Series in Rows), trong truong hop can thiét ta c6 thé chi
dinh lai gia tri nay.

TIN HQC UNG DUNG - MICROSOFT EXCEL - BAI 4 27



— «
N Micraselt Excel - BookZ | Chart Wizard - Step 2 of 4 - Chart Source Data

H@ File Edit Wiew Insert |

Data Range l Series 1

Liking

An Thudy

Sin

Hiiing

Huing

lD Lising

H YrHelvz . i1
S00000
Al *
400000 4
F00000 4
200000 4
100000 4
1]
Datd rangs:
Serigs i

x
|=Shaetl 1$5441:$646|

O pows
% Columns

* Buéc 3: Bo sung céc tiy chon

- O budc nay cé nhiéu tuy chon dé

thanh phan theo yéu cau.

ta c6 thé thay doi, bo sung vao biéu dd nhimg

Chart Wizard - Step 3 of 4 - Chart Dptions
Titdes ‘ Aes i Gridines | Legend | Datslabels i Data Table l
Chart title:
JBIEU DO LUONG EMEV DO Lisona
Category (%) axis: SO0000 -
{Hoten 400000 | B
Yalue (¥ axis: T 00000 4 B
IDW & 200000 |
100000
Second category () axis: "
l An Thuby | Zin | Wing | Hulag
BE 46944 B0S16 | 36564 44928 5424
Second value (¥) axis: i
l Haoten
Ej Cancel f <« Bark f e ' Firish l

* Buwéc 4: Tuy chon vi tri dat biéu dd
- O day ta co thé chi dinh vi tri cia biéu d6 trong cac Sheet di c6 hay 1a tao mot

Sheet khac dé chira biéu do.

Chart Wizard - Step 4 of 4 - Chart Location

face chart:

l‘ [ | = as new shest:

%&LE 1% as abject in:

|Chart1

Cancel

f < Back

[ e

wE e

I ] Firdsh I

& Sau khi nhan Finish ta c6 két qua sau:
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500000 _ BIiU AOILOUNG
400000 |

300000 |
200000 4
100000 |
0 o T T T T

An Thu# Sun HOung Huég

* Ta c6 thé dé dang hiéu chinh cac phan tir trong biéu d6 bang cach nhan D-click
vao vi tri can tac dong.
* G161 thiéu cong cu tao dang biéu do:

Format Chart Area Legend| Bw Row| By Column
Chart Objects| Chart Area B | b - ﬁ | B || % * Angle Counterclockwise
Categary Axis Chart Type Data Table| angle Clnckwise|
Legend k L] ﬁ Ig
Flot Area 5 —
Value Axis
Yalue Axis Major Gridines il a 2
Series sl ! .
Series "t 54 3[ [
@ @ 9

Fa rmat Chart Area

tl Font i Prcspaﬂiesi

~Border —% ~Ares

o Aukomatic o Autornatic
 None " Nore
™ Custom HEEEEREN

 ———+ EEEEEREEEDR
e I—‘j EEEEERENR
Coor: [ avomatc ~] MEOONEEED
Weight: I:EI BEEOOON N

- hadow EROONEND
- EEUEEEN

Fil Effects... |

[ found corners

—Sample

m Cangel i
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BAI 5
CO SO DU LIEU TRONG EXCEL

5.1. Khai niém vé co sé dir liéu (Data Base)

CSDL (con goi la bang dir liéu) la tap hop c6 cdu trac cac thong tin co lién hé véi
nhau, dugc to chic theo mot nguyén tac nhat dinh nham phan 4nh thugc tinh cua mot
16p dbi tugng. Co cac mo hinh t6 chitc CSDL nhu: md hinh phan cip; mé hinh mang;
mo hinh quan hé...

Trong d6, md hinh quan hé c6 thé dugc biéu dién boi mang 2 chiéu, to chirc thanh
hang va cot. Mdi hang chta thong tin vé mot ddi tuong dugc goi 13 mot mau tin
(record), mdi cot chia thong tin phan anh thudc tinh chung cta cac ddi tugng, duoc
goi la truong dir ligu (field).

Trong Excel, CSDL dugc t6 chitc theo mo hinh quan hé dudi dang danh sach
(list). Danh sach 1a mot dang dic biét cia bang tinh, bao gdm mot khoang lién tuc cac
0. Trong danh sach, hang dau tién chura tén cia cac cot, cac hang con lai chua dir liéu
vé cac ddi twong trong danh sach.

5.2. Hudng din tao danh sach trong Excel

Microsoft Excel cung cap nhiéuqchl'rc nang thuan tién trong viéc quan ly va phan
tich dir liéu trong mot danh sach. B¢ tdn dung nhitng chirc nang nay, hdy nhap dir li¢u
trong danh sach theo nhirng goi y sau:

Y Vé kich thudc va vi tri

- Khong nén c6 nhiéu hon mét danh sach trong mot worksheet.

- Nén dé t6i thi‘éu la mét hang va cot t{éng phan cach danh sach voi cac dir liéu cua
bang tinh. Diéu nay lam cho Excel d¢ dang nhan biét mdt cach ty dong danh sach
s€ lam viéc.

- Khong nén dé cac hang khong co dir liéu trong danh sach.

- Trénh’ dat dir }iéu quan trong bén trai hodc phai cua danh sach, vi dit li€u co thé bi
che dau khi tién hanh lgc danh sach.

Y Vé céc nhan cot:

- Nén tao nhan q(jt trong hang dau tién cua danh sach. Excel dung cac nhan dé tao
bao cao, tim kiém va to churc dir liu.

- Su dung tao dang font chfr‘, chinh sép... cho cac nhan cot khac V(:)’i dir liél{ trong
danh sach. Dung dudng vién quanh cac 6 cua nhan trong hang dau tién dé phan
cach véi vung dir lidu.

Y Vé noi dung:

- Thiét ké danh sach sao cho tit ca cac hang c6 cac dé muyc twong ty trong cling mot
cot.
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- Tranh thém vao cac khoang tréng & dau cac 6, vi diéu nay c6 anh hudéng dén qua
trinh sap x€p va tim kiém.

- Khong ding cac hang tring dé phan cach nhan cot v6i dir lidu.

Y bit tén:

- Nén dit tén cho danh sach dé thuan tién trong viéc tac dong 1én danh sach (nhu
tinh toan, loc thong tin...)

- Khi chon ving dit liéu ctia danh sach dé dat tén can chi ¥ phai chon ca dong dau
tién trong danh sach c6 chira nhan cot.

5.3. Cac ham CSDL

Excel cung cap nhi€éu ham dé lam viéc vdi co s¢ dir li¢u dang danh sach. Cac ham
nay déu c6 chung mot cau truc cu phap, chi khac nhau vé€ churc nang.

1. Céiu tric tong quat cia ham CSDL

Dfunction(database,field,criteria)
- Tén ham bat dau béng ky tu D, tiép do6 1a cac tén nhu SUM, MIN,... (vi du:
DSUM)
- database 1a mot CSDL dang danh sach ctia Excel, thong thuong 1a mot tén da dinh
nghia truéc cta danh sach can tac dong.
- field 13 tén nhan cot dong trong cip nhay kép hodc sb thir ty cua cot trong danh
sach (tinh tir cot 1) hodc 13 tén tham chiéu ctia nhin cot s& bi tac dong bai ham (vi
du: tinh toan trén mét ¢t cia danh sach).
- criteria 1a vung diéu kién xac dinh cac diéu kién can thiét ma ham phai thoa man
dé tac dong 1én trudng dit lidu da chi ra bai field.
Y Chirc nang: Ham CSDL tic dong 1én truong dir lidu (filed) ctia danh sach
(database) theo cac diéu kién xac dinh boi ving diéu kién (criteria).
2. Tao ving diéu kién dé sir dung véi cac ham CSDL

Criteria 13 mot tham chiéu dén mot khoang cac 6 ¢ chira cac diéu kién dic biét
cho ham. Ham CSDL s& tra lai két qua tinh toan trén mot cot ciia danh sach phu hop
v6i nhitng rang budc duoc chi ra boi ving diéu kién. O ving diéu kién thuong chira
mdt nhan cdt dai di¢n céc gia tri trong ¢t tham gia vao diéu kién. Tham chiéu dén
ving diéu kién cé thé duogc nhap vao ham nhu mot khoang 6 hodc thong qua tén da gan
cho khoang 6 nay.

Y Dang tong quat ctia ving diéu kién:

Tén truong (nhan cot) vi du: LUONG
diéu kién >= 525000

Trong 6 chira diéu kién co thé sir dung cac toan tir quan hé: >, < >=, <=, <>, =
hodic cac ky tu thay thé ?, * twong tu nhu trong hé diéu hanh MS-DOS (vi du: diéu
kién X* nghia la dir licu dang chudi bat dau boi X, cac ky tu con lai tuy ¥). De tim
chinh xac cic gia tri kiéu chudi, ta sir dung dang: = “=gia tri _chudi”. Luu y rang, két
qua ctia cac ham chudi (Left, Right, Mid) 14 kiéu chudi.
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Vung diéu kién c6 thé chira nhiéu 6 Tén truong va nhiéu diéu kién khac nhau c6
thé dat cung hang hoac khac hang. Cac dicu ki¢n bo tri cung hang mang nghia cua toan
tu AND; céc diéu kién bo tri trén nhiéu hang mang nghia OR.

Vi du:

LUONG LUONG
>= 350000 <= 500000
C6 nghia la LUONG >= 350000 va (AND) LUONG <= 500000

LUONG TbVH
>= 350000 Dai hoc
<=250000

C6 nghia la LUONG >=350000 va (AND) TBVH la Pai hoc hodac (OR) LUONG
<=1250000 va TDVH la bat ky (vi 6 twong tmg khong chira gia trj diéu kién).
F Luu y: Vung diéu kién c6 thé dugc to chirc ¢ nhimg hang dau tién cua bang tinh,
sau nay c6 thé dau (hide) ching di ma khong lam anh hudng dén dir liu trong
bang tinh. Hodc c6 thé to chirc ching & mot sheet khac véi sheet chira danh sach.

3. Giéi thi¢u mdt s6 ham CSDL thong dung ciia Excel

1. DSUM(database, field, criteria)

Ham DSUM tinh tong cot field trong database theo diéu kién duogc chi ra boi
criteria.

Vi dy: Trong mot danh sach luong, ¢ thé tinh tong cia cot Tong Luong theo diéu

kién Luong Co Bdn hoac theo Trinh Do Van Hoa...
2. DMAX, DMIN, DAVERAGE

Céac ham nay tra lai gia tri 16n nhat (max), nho ‘nhét (min), trung binh (average) cua

mdt cOt dir li¢u (field) trong mdt danh sach theo diéu kién (criteria) xac dinh.
3. DCOUNT(database, [field,] criteria)

DCOUNTA(database, [field,] criteria)

Ham DCOUNT dém sd cac 6 co chira gia tri s6; DCOUNTA dung dé dém céac 6
khac trong (nghia la dém cac 6 co chira dir liéu) trong mot cot cua danh sach hop voi
dicu kién chi dinh boi ving di€u kién. Diém déc biét ¢ day la: doi so [filed,] c6 thé bi
bd qua, khi do hai ham nay s€ tién hanh dém trong tat ca cac record (hang) cua danh
sach.

4. Viduvé ham CSDL

Gia st ¢6 danh sach dir liéu sau (tir B2 dén D7 - xem bang minh hoa)

Ta c6 thé tinh téng cong cua cot TONG theo diéu kién mat hang 1a loai GAO, nhu
sau:

= DSUM(B2:D7, “TONG”, B25:B26) (nhap tén truong)

hoic =DSUM(DATALI0, 3, B25:B26)  (s6 thir tu cot)

hoic =DSUM(DATA10, D2, CRT10) (s6 hiéu 6)

(Trong d6 DATAI10 1a tén ctia danh sach dir li¢u; CRT10 1a tén ctia ving diéu kién
B25:B26)

A B C D
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1
2 TEN SLUONG TONG
3 BOT 324 1145340
4 GAO 454 6878100
5 BOT 656 3312800
6 GAO 431 1318860
7 GAO 455 4641000
25 TEN SLUONG
26 GAO >450
27 BOT

Hogc bo sung diéu kign SLUONG > 450, khi d6 sir dung ving diéu kién la
B25:C26. B¢ tinh voi diéu kién mat hang 1a GAO hoac BOT, ta dung vung B25:B27.
beé tinh s6 lugng trung binh cua mat hang GAO, ta dung cong thuec:

= DAVERAGE(BANGI10, “SLUONG”, CRT10)

va=DMAX(BANG10, “TONG”, CRT10) tinh tong 16n nhat theo GAO.

5. Vi du vé thiét 1ap ving diéu ki¢n

- Diéu kién ngay & trong mot thang nao do:
NGAY NGAY
>=01/05/99 <01/06/99
nghia la ngay thudc pham vi thang 5/1999

- Gia str ma s6 Xij c6 ky tw dau dai dién cho khu vyc (voi X 1a A, B, C...), i, j 12 hai
s tuy y. Khi do diéu kién thudc khu vuc A la:

MSO

A*

- Néu diéu kign khong thudc vao mot truong, vi du chi co truong NgSinh (ngay
sinh), nhung yéu cau tinh theo tudi thi thuong chung ta phai tao thém mot cot
trung gian (vi du cot Tuoi) Va‘lqlép dicu kién theo cot mdi tao nay. Nhung can cha y
khi chon danh sach dir li¢u dé tinh thi phai bao gom lu6n ca cot moi bo sung nay,
néu khong Excel s€ bao 101 1a tén chua dugc dinh nghia.

& Trong Excel con c6 mot dang ddc biét cé thé chira cong thirc ngay trong ving diéu
kién.e
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BAI 6
CAC THAO TAC TREN DANH SACH DU LIEU

Hau hét cac thap tac trén danh sach dir liéu cua Excel dugc thuc hién thong qua
menu DATA. Bao gom céc chic nang nhu:
- Sort Sap xép dit liéu trong danh sach

Filter Loc thong tin trong danh sach va co thé trich ra mot danh sach con véi
nhitng di€u kién xac dinh

Subtotal  Tao mot cégh tu dong cac dong tinh sum, min, max, avarage... trén dit
liéu thoa diéu kién chi dinh.

Form Chuyén danh sach d&rliéu théph mdt dang khac, cho phép thao tac
nhanh hon trong mét so tinh hudng.

Pivot table Tao bang phan tich sd liéu ty dong tir danh sach.

6.1. Sip xép dir liéu ((DATA]\SORT)

Chtrc niang sip xép nham muyc dich t6 chirc lai bang dit liéu theo mot thi tu nao
d6. Khi thyc hién chic ndng nay, bang dir li€u s€ bi thay doi nhung cac cong thirc bén
trong s& dugc ty dong thay doi cho phu hop. C6 hai loai thr ty: theo chiéu ting
(Ascendmg) va theo chiéu giam (Descending). Viéc sap xép thuong tién hanh theo mot
tiéu chuan ctia mot cot nao do (dugc goi la truong khoa) va c6 thé chon nhiéu khoa dé
sap dong thoi. Cac budc tién hanh trong Excel nhu sau:

1. Bat con tro trong vung dir liéu cia danh sach, hodc chon vung dir li¢u can sa‘ip
2. Goi menu [Data] va chon churc nang Sort. Xuat hién bang sip xép nhu sau:

I
& pscending
€ pescending 1
| Sort Options x|
& ascendng First key sort order
( peeceing T
v
I * sscending ‘ ,_EEEE?___J
b y ™ Case sersit
 pescending e
My list has Crientation
® Hgacder row T No header row  Sort wp to bottom
| , € gort left o right
Cotions. .. E I O l Carel [

- Dé sap dir liéu trong danh sach ta chon mot tén cot, néu trong muc My list has
(Trong danh sach co) ¢6 danh dau (Y) Header row (dong tiéu dé cua cot) 1am khoa
so cap dé sap xép (nhép tén vao hop [Sort by], hoidc chon tir danh sach roi xubng);
sau d6 c6 thé tiy chon 1 hodc 2 cot 1am khoa thir cap [Then by]. Trong cac khoa,
danh ddu vao 6 Ascending dé sip dir liéu theo chiéu ting dan; Descending dé sap
giam dan. Néu can, c6 thé thém thong tin bang cach chon [Options]: danh dau vao
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0 [Case sensitive] dé phan biét chir hoa—thudng; va chon huéng sip: tir trén xudng
(Sort top to bottom) hoac tur trai sang phai (Sort left to right).
- Dit liéu trudce khi sap:
BANG THANH TOAN TIEN CONG

STT MSO CVIEC D-MUC TH-HIEN TIEN-CONG THUONG TONG GCHU
1 XA Sura chira 3 3 360000 36000 396000
2 YA Bao tri 2 3 300000 0 300000
3 XB Sua chira 6 5 800000 80000 880000 | X
4 ZA Thay thé 4 7 1050000 0] 1050000 | X
5 7B Thay thé 2 4 800000 0 800000
6 YB Bdo tri 8 7 910000 91000 | 1001000 | X
7 XA Sua chira 5 5 600000 60000 660000
8 YA Bdo tri 3 2 200000 20000 220000 | X
9 XA Sua chira 4 6 720000 0 720000

- Dit liéu sau khi sap theo cot CVIEC ting dan va TONG giam dan
BANG THANH TOAN TIEN CONG

STT MSO CVIEC D-MUC TH-HIEN TIEN-CONG THUONG TONG GCHU
6 YB Bdo tri 8 7 910000 91000 | 1001000 | X
2 YA Bao tri 2 3 300000 0 300000
8 YA Bdo tri 3 2 200000 20000 220000 | X
3 XB Sua chira 6 5 800000 80000 880000 | X
9 XA Sua chira 4 6 720000 0 720000
7 XA Sua chira 5 5 600000 60000 660000
1 XA Sua chira 3 3 360000 36000 396000
4 ZA Thay thé 4 7 1050000 0] 1050000 | X
5 ZB Thay thé 2 4 800000 0 800000

6.2. Loc dit liéu (DATA]\FILTER)

Loc dir liéu nham muc dich cho phép xem hodc ldy cac thong tin tir bang dit liéu
ma thoa man céc dicu ki¢n nao do. Trong Excel c6 hai phuong phap, do 1a loc tu dong
va loc nang cao. Tuy vao muc dich sir dung ta c6 thé chon mot trong hai phuong phap
nay. Nhung tai mot thoi diém, chi c6 mot danh séch dugc phép loc tu dong.

Pau tién, chon vung dir licu can loc thong tin ra; sau d6 chon menu [Data]\Filter.
Data | [ Fiter BT aeriber | |

Chtrc nang nay c6 céc tuy chon sau:

1. Bat/tat loc tw dong (AutoFilter)

Khi chon muc ndy, bén phai cic 6 trong danh sach s& xuat hién mot dau drop-
down [ Y ].

TIN HQC UNG DUNG - MICROSOFT EXCEL - BAI 6 35



A E | ¢ | D E F G H I

4 ST (B M50 C\.I'IECLi O—MUC o | TH-HIE & [TIEM-CO | THUSMNI | TOMNG o GCOHU o
3 5] B Bdo tri =] 7 940000 91000 1001000] X

& 2 A Bdo tri 2 3 300000 0 300000

7 =] A Bdo tri 3 2 200000 20000 2200001 X

8 3 XB Sifa chifa 5] 5 200000 20000 820000 X

9 a XA Sifa chifa 4 5] 720000 0 720000

10 i XA Siia chifa 5 5 GO0000 G000 BEO000

11 1 xh Sifa chifa 3 3 2360000 35000 208000

12 4 Zh Thay the 4 7 1050000 0 1050000] X

13 5 ZB Thay the 2 4 200000 0 800000

Trong moi ddu ¥ 13 mot danh sach cac nhdn dit liéu c6 mat trong cot dir li¢u va
cac tu khoa: All (chon toan bg), Top 10 (hién 10 dong dﬁu), Custom (tu diéu chinh
diéu kién loc)... Vi du, click vao 6 [CVIEC] 6 trén, va chon gia tri Bao tri thi dit liéu
s€ duogc loc va chi hién ra cac hang thda diéu kién loc CVIEC = “Bao tri”. Tién hanh
tuong tu v6i cac cot khac ta s& két hop duoc cac diéu kién can thiét dé 1ay thong tin
theo yéu cau.

Trong truong hop diéu kién loc phirc tap (khong dung véi mot gia tri trong cac
nhan dit liéu), khi d6 ta c6 thé tuy bién diéu kién bang cach chon Custom sau khi nhan
vao Y vanhap diéu kién vao hdp sau:

Custom AutoFilter T T x]

Shiowe rows where:

CYIEC
is greater than or equal ko - | _:J|
does nok equal :...]
is greaker than

is greater than or equal ko ‘J
is less than )
is less than or equal ko | >
begins with »

Use ? to represent any single character
Use * to represent any series of characters

3 Ok ; Cancel [

Trong 6 dau tién, ta chon cac toan tur quan hé¢ nhu <, >, <=.>= .., 6 0 tiép theo
bén phai ta nhap (hodc chon) gi tri theo yéu cau. Khi diéu kién c6 dang nhu >= mot
gid tri va <= mot gia tri khac thi ta tiép tuc chon toan tir logic: And hodc Or dé tao diéu
kién dang két hop va nhap thong tin vao 2 6 dudi. Luu y, twong tu khi sir dung diéu
kién ctia cac ham co so dit liéu, & ddy ta co thé nhap thém cac dau thay thé ? (dai dién
1 ky tu) va * (dai dién mdt day ky tu tuy y).

Y Sau khi d3 loc, co thé hay bo su loc bang cach chon lai [Data]\Filter\AutoFilter

(chtic ning bat/tit) hodc chon [Data]\Filter\Show All (hién thi tit c4) dé cho hién

lai toan bo danh sach va tién hanh loc theo hudéng khac.

AutoFilter

| Show Al %J

Advanced Filker, ..
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Y Pic diém cua loc ty dong 1a:

2.

%

- Tién hanh loc ngay trong danh sach dir liéu. Két qua sau loc c6 thé dugc copy
sang mot vung khac. Toc do loc nhanh, dé thay do6i di€u kién loc.

- Vung diéu kién loc han ché, khong tién hanh dugc voi mot sé loai diéu kién
phuc tap. Pac biét chi cung cap t6i da 2 biéu thuc doi véi mot truong dir lidu.

Dé khic phuc diéu nay, Excel cung cép mdt kha nang bd sung, do 1a loc nang cao.

Loc nang cao (Advanced Filter)

Khi chon chirc nang nay, sé xuét hién hop ddi thoai sau:

€ Copy to another location

-Srtion
(G' Eilter the list, in-place W
| corcel |

Carce

e, [T
Criteria range: I 3{
Copy o ; E

[T Unigue records only

O muyc Action (hanh dong) ta c6 2 tity chon:

(*) Filter the list, in-place ~ ® loc danh sach va dit tai chd (twong tu AutoFilter)
(*) Copy to another location ® cho phép copy dir li¢u sau khi loc sang mot vung khac

*

Trong hop [List range] (vung danh sach), ta chon vung dir liéu s€ loc, hodc nhap
tén cua danh sach dir li¢u da dat trude do.

Hop [Criteria range] yéu ciu nhap vao d6 ving diéu kién dé diéu khién qua trinh
loc. Ving diéu kién nay tuong tu ving diéu kién trong dbi s6 cia cac ham
database.

Néu muc Copy to another location dugc danh dau, thi hdp [Copy to] s c6 hi€u luc dé
ta nhap vao d6 tham chiéu dén 6 dau tién cia mot ving bang tinh s& chira dit liéu
sau khi loc.

Panh diu vao hop kiém tra [ ] Unique records only dé diéu khién viéc loc s& chi tac
dong 1én nhimg record hay mau tin don nhat, khéng tring nhau. Trong trudng hop hop
nay dé trong thi trong két qua loc dugc phép chira cac record c6 dit liéu tring nhau.

Y Luuy:

Khi sir dung chirc nang loc dif liéu dé trich thong tin sang mét ving bang tinh khac
voi vung chua dir liéu (thong thuong 1a khéac sheet) thi trudc khi goi menu
Advanced Filter can di chuyén dén dung tai Sheet du dinh s& chira thong tin két
qua. Khi d6 néu danh sach dir liéu va ving diéu kién chua duoc dit tén va can chi
ra truc tiép, ta trude hét click mouse vao tén sheet chira danh sach, sau d6 méi
dung mouse dé chon ving.

Khi chon vi tri (Copy to) s€ chira dir liéu, luu y rang ving phia duoi va bén phai
cua vi tri nay céan co du cho trong t6i thiéu chira du dir liéu két qua, trong truong
hop khong di ving tréng can thiét thi co thé s& ghi dé 1én thong tin da ¢ trude do.
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- Thong tin sau khi loc va copy dén mét vi tri méi chi chira cac két qua cta cac cong
thirc tinh toan, do d6 khong thé tu dong thay d6i duoc. Khi dir li¢u trong ban goc
c6 thay doi thi phai tién hanh loc lay Kkét qua maoi dé cap nhat s6 lieu. Do do, viée
trich (loc) thong tin chi c6 tac dung tai thoi diém can 1ap béao cdo.

- Ddi véi viee loc va dat tai chd (in-place) thudong sir dung dé kiém tra, so sanh
thong tin trong danh sach... Khi nay, cac hang khong thoa diéu kién loc sé bi che
dau (hidden), dé tai hién lai danh sach day du, ta chon [Data]\Filter\Show All.

6.3. Théng ké theo nhém ([DATA]\SUBTOTALS)

Trong mot danh sach, ta c6 thé thong ké sb liéu trén cac cot dya trén gia tri cing
loai (cung chu de) cua mot cot dir liéu lam khoa thong ké. Vi dy, trong danh sach giao
vién can thong ké tong lwong, tong thudng theo cic nhom gido vién; hodc trong danh
sach ban hang can théng ké luong hang ban dugc cua timg mit hang... Pé thyc hién
nhimng yéu ciu nay, Excel cung cip mot cong cu khd manh, d6 1a chirc nang SubTotal
trong menu DATA.

F Do phai thong ké theo chil d¢, nén trudc khi sir dung chirc ning nay danh sach can
phai dugc sap thir tu theo chi dé.
Y Vi du v6i danh sich BANG THANH TOAN TIEN CONG: (di sip thir tu theo

CVIEC)

STT | MSO CVIEC D-MUC TH-HIEN TIEN-CONG THUONG TONG GCHU
6 YB Bdo tri 8 7 910000 91000 | 1001000 | X
2 YA Bao tri 2 3 300000 0 300000
8 YA Bdo tri 3 2 200000 20000 220000 | X
3 XB Sua chira 6 5 800000 80000 880000 | X
9 XA Sua chira 4 6 720000 0 720000
7 XA Sua chira 5 5 600000 60000 660000
1 XA Sua chira 3 3 360000 36000 396000
4 ZA Thay thé 4 7 1050000 0] 1050000 | X
5 ZB Thay thé 2 4 800000 0 800000

Pé tinh tong tién thudng va téng tién theo tén cong viée ta tién hanh cac budc sau:
Budc 1: Sap thir tw danh sach theo ¢t CVIEC

(két qua thé hién ¢ hinh trén)
Buédc 2: Chon chuc nang [DATA\SUBTOTALS
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Ak sach change i

CVIEC
fev N =
Use Function:

oo <]
Add subtotal to:
| TIEN-CONG -]

W THUGNG ,
[\_f -

¥ Replace current subtotals

* Thay thé cac subtotals hién thoi
(néu truéc do6 da thuc hién Iénh
nay)

* Ngat trang gitta cac nhom

* Dat gia tri thong ké bén dudi dir

li€u (n€u chon) hodc dat bén trén dix [~ Page break between groups|
liéu (n€u khong danh dau) > | W Summary below data
* Xoa cac thong ké da tao trude do. > Remove Al | ok | concel |

- O muc [At each change in:] ta chon gid tri ctia ¢0t s€ dung lam chu dé khi théng ké
- O muc [Use function:] ta chon loai ham s€ thyc hién chirc nang théng ké.
- O muc [Add subtotal to:] ta danh dau vao cac cot s& thuc hién su théng ké
Trong cac hop kiém tra ta danh du vao chic nang phu hop.
Trong vi du nay, ta chon ham SUM lam ham ’thfr)ng ké, cac cot can théng ké la
THUE va TONG, chu d¢ 1a TEN; cho phep thay the subtotal da tao trudc do va gia tri
thong ké dugc dat bén dudi dir liéu. Chon [OK] ta c6 két qua sau:

nEE A E = D E E G H I
I3[ 4 STT MSO CYIEC | D-MUC | TH-HIEN [NIEN-CONJ THUONG | TONG GCHU
-5 6 YE Bdo tri 2 7 910000 91000|  1004000f%
6 2 YA Bdo tri 2 a 00000 o] 200000
g 8 YA Béo tri 3 2 200000 20000|  220000(%
= |8 Bdo tri Total 111000 1521000
[ - | g 3 XB Sifa chifa 6 5 £00000 50000| 880000
10 9 XA Sifa chia 4 B 720000 o] 720000
11 7 XA Sida chida 5 5 600000 60000| 660000
iz 1 XA Sifa chida a J a 260000 26000| 396000
= |13 Sifa chifa Total 176000 2556000
[ - |14 4 24 Thay thé 4 7 1050000 o 1050000|%
15 5 ZB Thay thé 2 4 £00000 ol 800000
= |18 Thay thé Total 0 1850000
= 17 Grand Total DE7000  B027000

Bén dudi cac nhom hang la cac nhan do Excel tu dong tao ra, ta c6 thé stra doi tuy
y. Chli y & bén trai co xuat hién cac dau hiéu dic biét - 6 chinh 1a kha niang ty dong
1ap nhom (outline) ctua Excel. Pé md rong hodc thu hep cac nhom, ta click vao cac ddu
[+], [-] hodc chon cac muc 1, 2, 3 & phia trén ctia ching. Gia st néu ta chi can sb liéu
téng quat vé doanh sb ban cta cic mat hang va sd liéu tong toan bo, ta s& chon s6 2,
khi @6 danh séach thu hep lai chi con 4 hang (3 hang Total va 1 hang Grand Total).

Sau khi théng ke, ta c6 thé diéu chinh hodc x6a bd bang cach chon lai chirc ning
nay va chon phwong phap pht hop (vi du: chon [Remove All] dé xo6a subtotal).
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6.4. Sur dung [Data]Forms

Danh sach dir liéu duoc to chirc theo hang va c6t, binh thudng ta lam viéc voi toan
bo danh sach. Trong truong hop can 1am viéc véi tung hang (record) ta s€ gap kho
khan néu danh sich c6 nhiéu truong. Excel cung cdp mot dang thire dic biét - d6 1a
Data Forms, chuyén dung dé nhap hodc xem thong tin theo timg hang, trong d6 céac
truong (nhén cot) dugce bb tri theo chiéu doc. Trude khi dung chirc ning Data Forms,
dir liéu ctia ban can duogc to chire theo kiéu danh sach voi hang dau tién chia cac nhan
ma Excel s& sir dung 1am tén truong (field) trong forms. Ti da Excel c6 thé hién thi
dong thoi 32 truong.

Céc chirc nang trong khi dung

: I 1of9 A
21T j Forms gom:
SO —J a. [New] thém mot record vao
CWIEC: SG3a chiaa lx: Delete | cuodi danh sach (chén thém mot
D l3 Festore I hang)
b. [Delete] x6a mdt record
mHEn: B N N
Find Prev | c. [Restore] phuc hoi ndi dung da
TIEN-CONG: 360000 OV
bi stra do1
) Find Mext I . . .2
THUQNG: 36000 d. [Find] tim kiém
5 Crit . . A A v A
TONG: 396000 .&J e. [Criteria] 1ap diéu kién
GUHLL Close I

L3

Pbi v6i cac truong cong thire, Excel chi hién thi nhung khong cho phép thay dbi.
Khi thém mét record vao cudi danh sach, Excel s& ty dong sao chép cong thirc & cac
truong cua record phia trén vao céac trudng nay; cac truong chua dir liéu dugc nhap
binh thuong. Dung phim Tab va Shift-Tab dé di chuyén giira cac truong.

Pé tim kiém thong tin theo mot tiéu chuan nao do, trudc hét ta ding nit Criteria dé
nhap diéu kién vao cac truong, sau d6 sir dung cac nit tim trude (Find Prev) va ké tiép
(Find Next) dé di chuyén dén vi tri mong mudn. Piéu kién tim kiém ¢ diy don gian
hon diéu kién & chirc nang Filter, mdi biéu thirc trudng chi chira mot gia tri dé so sanh,
ta nhap gi tri v4i cac toan tir so sanh vao cac 6 dé tao biéu thirc tim.

6.5. Phan tich bang dir li¢u [Data|Pivot Table

Pivot Table la mot chirc nang manh cua Excel, n6 cho phép nguorl st dung phan
tich vi mot s6 lugng 16n cac dir liéu mot cach nhanh chéng. Ta co thé xoay cac hang
va cOt dé xem cac phan tich khic nhau ctia ngudn dir liéu, loc dit liéu bang cach hién
thi cac trang hodc xem chi tiét cic ving can thiét. Ta c6 thé tao bang phan tich tir danh
sach dur liéu cua Excel hoac tir mot ngué)n dir liéu bén ngoai Excel.

Ta s& minh hoa chtic ning ndy bang bang dit liéu lam vi du sau:

STT | NBAN | TEN |SLUONG| TGIA THUE TONG
1 |05/06/99 | BAP 324 1134000 11340 1145340
2 107/06/99 | BIA 454 6810000 68100 6878100
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09/06/99 | BOT 656 3280000 32800 3312800
05/06/99 | GAO 431 1293000 25860 1318860
07/06/99 | KEO 455 4550000 91000 4641000
05/06/99 | BAP 564 1974000 19740 1993740
07/06/99 | BIA 657 9855000 98550 9953550
09/06/99 | BOT 432 2160000 21600 2181600
05/06/99 | KEO 544 5440000 | 108800 | 5548800
10 | 09/06/99 | GAO 767 2301000 46020 2347020
e Buéce 1: Khai bao ngudn dit lidu

Sau khi thyc hién 1énh Pivot Table... ta s€ khai bao qguén dir liéu str dung dé phan
tich, c6 nhi€u tuy chon nhung thudng thi ta chon muc déau: (¢) Microsoft Excel list or
database. Sau d6 nhan Next d¢ sang budc 2.
FivotT able Wizard - Step 1 of 4 HE|

O | Q|| n| | W

tehere is bhe data that vou want to analvze?

% Picrosoft Excel st or database
7 External data source
T Multiple consolidation ranges

™ Ancther PivotTabile

E’)E Carwel I < Back H Pt = i Firish t

* Buwdc 2: Chi dinh bang dit liéu
Néu trude d6 qhua chon bang t’hi sau khi 3<u€it hién hop thoai, dung mouse chon
danh sach dir li€u can phan tich. Nhan [Next] dé sang budc 3 cia Wizard.

12
44w [ M[Sheetl { Sheetz 4 Sheets / | 4]

e Buée 3: Chon vi tri cho cac truong can phan tich
Budc nay quyét dinh kiéu phan tich s& tién hanh trén bang dir liéu. Tuy theo ¥ do,
ta s€ thiet 1ap céc vi tri thich hgp cho cac truong, bao gom 4 vi tri:
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[PAGE] dir liéu dat ¢ day thuong la loai c6 phan nhom, ¢ danh sach dir li¢u lam vi
du ta s& chon truong TEN dé dua vao day. Khi phan tich ta c6 thé chon All dé xem toan bo
hodc chi chon tirmg nhém dé xem.

[COLUMN] va [ROW] chon cac trudng sé cung cap thong tin va tiy ¥ bd tri theo
cot (column) hay hang (row).

[DATA] 1a vung chinh cta bang, & d6 sb liéu can quan tdm nhét s& hién thi va
duogc tinh toan ty dong theo tuy chon (bao gém tinh téng sum, min, max, average...)
twong tu chirc nang subtotal.

PivotT able Wizard - Step 3 of 4 HE
3 o R :

Construct vour PivotTable by dragaing
the figld buttons on the right to the
chagram on the left.

v | | 22

1
TEM E viEa | CoLumMn
i
. S of TONG

Cancel l < Back I

Sau khi hoan tat chon Next dé chuyén sang budc 4.
* Buwdc 4: Chon vi tri dat bang phan tich
O budc nay c6 2 tiry chon, hodc ta sé luu bang phan tich trong mot worksheet mai,
hpéc la s¢ dat chung voi danh sach dir li€u. Néu chon muc 2: Existing worksheet, ta
can nhap vao vi tri s€ luu (twong tu chirc nang Copy fo trong khi loc nang cao)
PivntTable Wizard - Step 4 of 4 1 | I

where do you want to put the PivotTable?

™ pew workshest
% Existing workshest

|sheet21gag1| )

Click Finish to create vour PivotTable,

@I Cancel I Cptions... l < Back I Mext » H Finish I

bén day ta co thé chon [Finish] dé hoan tat viéc tao bang phan tich hodc chon
[Options...] dé bo sung cac tuy chon trudc khi két thic. Vi danh sach di liéu ¢ trén,
ta c6 the tao bang phan tich nhu sau:
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TEN ltay =]

Sum of TONG [NBAN |

SLUONG 05/06/08 0T/06/00) 09/06/99]Grand Total
324 1145340 1145340
431 1318860 1312860
432 2181600 2181600
454 G2378100 G278100
455 46471000 4647000
b44| 543800 5542800
564 1993740 1993740
656 2312800 3312800
G657 Q53550 Qa53550
TarT 2347020 2347020

Grand Total 10006G740| 29472650 7841420 30320810

* Céc tuy chon cua bang phan tich:
PivotT able Options E

Harme:
Format options
¥ Grand totals for columns page layout:  |Down, ThenOver |
W Grand totals For rows
W sutoFormat tabie
I™ subtots! hidden page kems I_

I For error values, showe:

o S |

Flelds per columm: =

I merge labeis
¥ preserve formatting IV For empty cells, showe: ]
Data options
Data sourcs aptions: Extermsl dats options:
¥ Save data with table layout 7 save password
¥ Erable drildown ™ Backoround query
I Refrash on open 7 optimize memory

l OK i Cancel ]

Thém cac muyc tom tat dir liu (st dung cac ham trong subtotal: sum, min, max,
average...) & cudi cac c¢Ot hodc cudi hang dir liéu va tu dong tao dang bang
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* Diéu chinh bang phan tich

- Sau khi tao xong, ta co thé diéu
chinh, dinh lai dang cua bang phan
tich boi cac thao tac nhu: thiét lap
lai cac tiy chon nhu & trén; hodc bd
sung, diéu chinh vi tri cac muc, x0a
cac muc khong can thiét...

- Nhan D-click vao tén mt truong
s& 1am xuat hién hop thay doi cac
thudc tinh cta nd, nhu thay doi vi
tri cua truong...
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| PivotT able Field

Harme: | IEE
~Crientation
 pow T Colun @& page
~Subtotals
& Automatic gﬂm : -
o
™ Custom Average
" Hone ;ax
N
Praoduct L]
Hide kems:
BAP -
BIA J
BOT
GAO
KEO ____i

[T show items with no data

Cancel

Delets

il

Advanced. ..
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BAI 7
CAC CHUC NANG BO SUNG

Phan nay nham muc dich gi6i thiéu mot sé tinh ning bd sung nham nang cao hiéu
qué khi sir dung Excel. Mot s6 muc chi c6 tinh gigi thidu lam co sé dé tiép tuc tu tim
hiéu.

7.1. Dinh dang trang: [File] Page Setup

Trong muc ndy c6 cac chirc ning giéng voi Word nhu khai bao gidy (Page), thiét
1ap cac 18 (Margins), tao cac dong tiéu dé dau va chan trang (Header/Footer).

Ngoai ra, trong Excel ¢4 bd sung mot tinh ning dic thu cia bang biéu, d6 1a cho
phép tao ra cac hang ldp lai & dinh (Rows to repeat at top) va cac cOt lap lai ¢ bén trai
(Columns to repeat at left) khi sang trang méi. Nghia 1a c6 thé tao cac hang/cot thong
nhat trén cac trang.

Page Setup

Page ] Margins l Header/Footer S%leetl

print... |

k!

Print area: I

Print titles

Print Previews |

Rows ko repeat at top: I$2:$5

Cobions, ., l

b

Columns to repeat at left ]
Print
I Gridines I Row and column headings

I Black and white Comments: I(MDn&} _‘_'_J
I™ Draft quality

Page order

% Down, ther over
" Over, then down

i oK I Cancel I

Pé chon cac hang/cot s& 1ap lai khi sang trang, ta chon hop thich hop sau d6 ding
mouse chon c4c hang trong bang tinh.

Trong mot sb tinh hudng co thé thiét lap nut ['] Gridlines dé in cac duong ludi cia
bang, nguoc lai tat chirc ning nay dé khong in. Néu mudn Excel ty dong chuyen mau
sac cua bang sang dang den trang thi chon nut ['] Black and white. Ngoai ra, néu bang
tinh c¢6 nhiéu trang thi ta c6 thé chi dinh hudng in: in xudng rdi sang phai (Down, then
over) hay nguoc lai (Over, then down).
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7.2. Xem trwoéc khi in: [File]Print Preview

X Microsoft Excel - DSACH.xls

Page Break Preview | Close | Hep |

Click vao nut
Margins dé
bat/tat cac ddu
hiéu dat 1é va
chinh c6t

IRARARARARARRRRAR

B {HEEEHE HEHHEEEEEHE F

Preview: Page 2 of 4 NUM
Chue nang nay cho phép kiém tra bang tinh mot cach tong thé trude khi quyét dinh
in chinh thirc. O day, ta c6 thé tién hanh nhi€u phép hiéu chinh, nhu: thay doi 1€, cot
de bang tinh c6 thé vira khit trén mot trang... Nhan ESC hodc [Close] dé két thuc xem.

7.3. Chirc niang in: [File]Print

it ______________________________EH|
rPrinter
Name: [ G5 HP LaserJet 4L ~|  Properties l
Status: Idie
Type: HP LaserJet 41
Where: LPTL:
Comment: I~ printtofie
rPrint range ~Copies
- - o tumber of coples: lﬁ
" pagel{s} From: l = 1o ] =
~Prirt what ﬁ[ & Colate
 Selection " Enire workbook -
& pctive sheet{s)
Preview l ] OK I Carpel l

Céc thong sb in trong Excel hau hét déu sir dung theo chuan ctia Windows, nhu
chon loai may in, c6 mudn in ra file dé sau d6 dua di in & mot may khac hay khong ([]
Print to file), chon khoang trang s& in (All: in toan bd, From..To dé chi dinh céc trang
s& in)... Cac muc trong ving Print what (In céi gi?) c¢6 chira mot sé muc riéng cia
Excel. Néu mudn in chi mot vung bang tinh thi chon ving nay trudc khi thuc hién 1énh
in, sau d6 danh dau vao muc Selection. Dé in bang tinh & Sheet dang lam viéc thi chon
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muc Active sheet(s) va chon muc Entire workbook dé in toan bo file (gom tit ca cac
sheet).

Ngoai ra c6 thé chon sb ban sao trén mot trang (Number of copies) va cach sap khi
in (Collate).

7.4. Sur dung tinh ning [Data]Group and Qutline

Chtrc nang nay cho phép quan 1y cac hang va cot theo nhém va co thé tao subtotal
mdt cach ty dong. Pau tién chon céc hang/cdt, sau do thyc hién 1€nh group s€ nhém
cac hang/cot nay lai voi nhau. Mudn hily nhém, chon 1énh Ungroup. Viéc group lam
cho qua trinh xir 1y bang tinh don gian hon, déng thoi tao ra kha nang dau cac sb liéu
quan trong...

7.5. Quan ly vung man hinh lam vi¢c

Chtrc ning [Window]Split nham chia man hinh thanh cac ving khac nhau, gitp
cho viéc xem xét, nhap dit liéu don gian hon, vi n6 cho phép di chuyén trong cac ving
khéac nhau mét cach ddc 1ap. Sau khi da phan chia, chon Iénh Remove split dé xoa viéc
phéan chia nay.

A & c B | © D £ F G Ho2l
1 | STT | NBAN TEN NBAN TEN |SLUONG| TGIA THUE TONG -
2| 1 | oswemol BAP || oswewo|iTYI| 324 | 1134000)  11340] 1145340
5| 2 | oviesme| BA o7iosis| BIA 454 6310000|  63100| 6878100
4| 3 | ooiems| BOT | oomems| BOT 656 3280000| 32800 3312800 ~
10| 9 | osiemo| KEO | osiemo| KEO 544 5440000| 108300| 5548800 2l
11| 10 | ooleis| GAO | ooleme| GAD 767 2301000|  46020| 2347020
i
13 | Str dunc Sirdung 18nh SPLIT d& chia man hinh thanh nhiéu viing
14 trong me trong méi viing ¢é thé di chuy&n khéc nhau d& xem xét
5 hodc sit hoéc sifa chifa dir ligu. 4
48 =
[<[r[pil\sheet1 |11 »i]ad i LI_J

Chuc ning [Window]Freeze panes cho phép tao mot ving cb dinh trong khi di
chuyén trong viung khac, thuong str dung doi voi cac bang c6 nhiéu hang hodc nhiéu cdt.
Lénh Unfreeze panes dé huy 1€nh trude do.

7.6. Daiu cac hang/cot

Khi chon mot nhém cac hang/cot va nhan phim phai ta c6 thé thuc hién nhanh Iénh
Hide dé dau céc hang/cdt nay; nguoc lai, Iénh Unhide dung dé hién lai cac vung da che
dau.e
Coluran idkh. .

EECIN i [ ¢ ]

IInhid ~ ~ J4
=TT — cOt B d3 dugce dau — -

7.7. Pinh dang cé diéu kién

Ngoai nhimg dinh dang thong thuong, Excel con cung cap mot kha ning dinh dang
nang cao. Do tuy theo nhitng diéu kién x4ac dinh ma hinh thire cac 6 s€ dugc bien doi
phu hop.
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Menu su dung la:

@J File Edit Miew  Insert In:n:uls Data  window  Help

AutoFormat, ..

| Conditional Formatting. .. %J
Shyle, ..

- Vi du: dinh dang cac 6 trong cot TTHU voi diéu kién gia tri 16n hon 100000 thi
khung vién bang nét dut va chir trang, nén den:

Conditional Formatting i ‘ x|

ondition §

ICeiI Yahe Is 3 Igmaterthan

| J100000 Y

Format... I
"\}_

petete... | [ ok |

Preview of Format to use

wher condition is brue: No Format Set

fadd »> l Cancel I

+ Tu hop thoai dinh dang c6 diéu kién, ta chon kiéu diéu kién 1a: Cell Value Is,
trong hop phép todn, ta chon so sanh 16n hon: greater than, trong hop gia tri ta

nhap sé 100000. Chon nut 1énh [LE2M3E:: i 38 thyc hién dinh dang, nhin OK ta

duoc:
4 | STT KHHANG KVUC METK TTIEN PTHU TTHU TTHU
5 1|van A 45 58500 0| 58500 58500
B 2|HoaNG B 85 91000 8500| 97500 97500
7 3lvo C 23 34500 3450 37950 37950
8 a[TRAN B 14 19600 1400] 21000
g 5(LE c 78 117000 11700| 128700| >
10 | &|BUI A 93 120900 0| 120900
11 7|wu A 20 117000 o| 117000
12 s[nGuYEN c 24 36000 3600 39600
13 a|sul B 56 78400 5600| 84000
14 10[Le B 78 109200 7800| 117000

e Lénh nay cho phép két hop ddng thoi 3 diu kién (chon nut 892> | 4é thém
diéu kién)
« Ngodi ki xét didu kién theo gid trj FENEMET] (o0 o6 kidu cao chp hon: xét

diéu kién theo cong thirc

7.8. Kiém tra dir liéu khi nhap

Vi nhitng dir liéu quan trong, khau kiém tra dir liéu trong khi nhap rét 1a can thiét.
Hau hét cac chuong trinh 1am vi¢c véi dir li¢u déu c6 trang bi tinh nang nay.
Trong Excel, diéu nay duoc thuc hién qua menu [Data]\Validation
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Daka Data Validation e x|

A )
zh sot... Settings { Input Message | Error Alert |
Eilcer d Yalidation criteria
Farm... Allowa:
Subtatals. .. ]Decimal ﬂ ¥ rarore blank
— Data: A
| Yalidation. .. % | ]b @Jl
etween >
A , [elirsirrim:
- Hop [Allow] cho phép [ =
chon kiéu dir li¢u, gid tri i ‘
Any value cho phép nhép [0 =
tuy y nhu khi chua dat.
_ H6p [Da ta] Ch()l’l phép I™ apoly these changes to all other cslls with the same settings

toan. [ |
Clear Al O Cancel

niok betwesn
equal to
nok equal ko
greater than
less than
greater than or equal to
less than or equal to

Trong minh hoa trén, diéu kién la: nhép gia tri s6 (Decimal) trong khoang
(between) nhé nhat (Minimum) 1a 0, 16n nhat (Maximum) 1a 100.

- Néu c6 1i khi nhap, ndi dung va kidu thong béo 13i duoc chon & muc | Eror #ert |

Data Validation 3 x|

Settings i Inpedt Message  Ervor Alert [

IV Show error alert after invalid data is entered
when user enters inwalid data, show this error alert:
Skyle: Title:
!Informatinn __:_E |DiF ligu sai
Error message:

@ C3n nhap s trong khodng 0..100 _:J]

Kiéu (style) bao 15i 1a thong bao (Information); tiéu (jé (Title) thong bao 1a "D
li¢u sai", ndi dung thong bao (Error message): "Can nhap so trong khoang 0..100".
Vi khai bao trén, khi nhap gia tri sai, s& xuat hién thong bao sau:

i
@ Can nhip st trong khodng 0,100
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7.9. Bao vé dir liéu
Ngoai viéc kiém tra dit liéu, Excel con cung cép cac tinh nang bao mat dir liéu. Co
nhicu cap do bao mat: tir bao v¢ workbook dén sheet va ca ndi dung tung 6 (cell).

| Tools | | Protection 3 |
Online Collaboration 3 L'_l Protect sheet. ..
Gnal Seek, ., ﬁﬂ Allow Users o Edit Ranges. ..
SCenarios... 23 Protect Workbook...
Formula Auditing 3

Tuy theo muc dich, ta chon kiéu bao vé (Protectlon) phu hop. Trong cac kiéu,
ngudi sir dung déu nhdp mot mat khau bao vé va thiét 1ap cac tiy chon vé quyén cua

nguoi dung trén cac doi tuong dugc bao vé.e
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HUONG DAN THU'C HANH MS-EXCEL

BAI MO DAU
1. Khoi dong Excel, quan sat man hinh, ghi nhan cac thanh phan cta chuong trinh,
vung lam viéc...
2. Thuyc hién cac thao tac co ban nhu:
- Nhép va chinh stra dir liéu ¢ cac 6 tuy y
Di chuyén giita cic 6.
Chon 6, c0t, hang (mot va nhiéu).
Cat d4n dit liéu.
Chon toan bd va xoa.
3. K§ thuat dién day sb tu dong:
- Tai 6 A4 nhp s6 1, chon 6 A4 ® Jam xudt hién nit vudng diéu khién, nhan Ctrl
va keo nit diéu khién sang phai dén 6 G4 tha mouse, tha Ctrl d¢ tao ra day so tur
1 dén 7. Sau d6 lan luot kéo cac 6 tir A4 den C4 (kéo 3 1an) xubng dén cac hang

A13, B13, C13 d tao ra mot bang cac s6. Nhan D-click vao nat diéu khién cua
6 D4, E4 va quan sat két qua.

4. Pién cong thuc ty dong:

- Tai 6 F5 nhap cong thirc tinh tong cac 6 B5:E5 nhu sau: dau tién nhéap dau =,
dung mouse chi vao ’6 BS, nhgflp dau + chi vao 6 C5... cho dén khi duogc:
= B5+C5+D5+ES5, nhan Enter dé hoan tat.

- Chon 6’ F5, kéo nut diéu l\(hiéﬂ giuéng dén F13; sau d6 chon lai F5 va kéo sang
G5, nhan D-click ¢ nut diéu khién cua GS5.

- So sanh 2 thgo tac O tlfén. Lan hrqtq chon céac 6 FS5, F6, F7... va quan sat & thanh
cong thirc dé nhan thay su thay doi tu dong ctuia cong thuc tinh. Tuong ty doi
vo1 cac 6 ¢ cot G.

5. Ké khung vién, to bong
- Chon céc 6 tir A4 dén G13 tao khung vién hai nét bén ngoai va 1 nét bén trong,
- Chon A4:G4 (hang dau cta bang) va té mau tuy ¥.

& Cubi cung ta c6 két qua nhu sau:
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1 2 3 4 5} g T
2 3 4 4 5 16 29
3 4 5 4 5 18 a2
4 5 ] 4 5 20 25
5 ] 7 4 5 22 a8
] 7 a 4 b 24 41
7 g a 4 L 21 44
g g 10 4 5 28 47
a 10 11 4 b a0 &0
10 11 12 4 L a2 53

< Ngoali ra, ta co thé thuc hanh thém cac 1énh nhu: chinh sép cac cot (theo cac vi tri
trai, gitra, phai) va chinh ndi dung cia mot 6 ra gitta cuia khoang ciac 6 (chon
khoang sé& chinh giira, click vao biéu tuong E)

@ Pong bang tinh (nhin Ctrl-F4, hoic chon [File]Close) va mé mot bang tinh méi
(New) dé thuc hanh bai s6 1.

BAISO 1

< Khoi dong Excel, tr mdt Workbook mdi hay tao bang dir liu sau va thuc hi¢n
tuan ty cac yéu cau cua bai thuc hanh.

STT | HOTEN |PHAI|NGAY SINH| LCB | LUONG |CON LAI
1 An Nam | 05/02/65 3.26
2 Thity Nit 23/12/64 2.14
3 Huong Nit 17/03/66 3.12
4 Hung Nam | 09/04/64 2.46

Cau 1 Nhap dir liéu (cot STT dung k¥ thuat dién day so tu dong)
Ciu 2 Chén mot dong trudc ngudi tén Huong va nhap thém dir lidu nhu sau (diéu chinh
cot sTT cho dung):
| 3| sonm  |Nam| o2i6s | 256 | | |

Céau 3 Cheén mot cdt trude cdt Con lai va nhap vao t€n 6 1a Tam ing
Thuc hién tinh toan ¢ cac cdt nhu sau:

CAu 4 Luong bang LcB nhan véi 144000

% Tam tng bELlIIg 25% Luong

Cau 6 Con lai béng Luong trlr Tam tng

Céu 7 Trang hoang va luu bang tinh vdi tén 1a BTAP1.XLS

Céu 8 Sau khi lwu, dong va md lai bang tinh dé kiém tra, dong thoi sir dung cc 1¢nh
tao dang nhu: doi font, tao khung vién, mau, chinh dang...; cac 1énh sao chép,
cat dan dur liéu...

M Kiém tra lai cac khai niém “tham chiéu twong d6i”, “tham chiéu tuyét d6i” va
dung phuong phép dat tén cho khoang cac 6 dé dat tén cho viing bang tinh & trén.
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¢ Hud6ng dan thuc hanh:

1. Thudng bat dau tao bang dir liéu tir 6 A3 tré di. Trong khi nhap ngay can luu ¥,
néu nhap ngdy dung dang thi s& ty dong chinh phai, nguoc lai can kiém tra xem
ngay c6 dang mm/dd/yy hay dang dd/mm/yy dé nhap cho dung.

2. Dit con trd & 6 c6 STT 1a 3, nhan Mouse phai va chon Insert trong menu roi xuéng
sau d6 chon tiép Entire Row dé chén 1 hang (hodc chon hang bang cach click vao
s6 hiéu hang sau d6 dung 1énh Insert dé chén).

3. Tuong tu cau 2, dat con tré & 6 Tam ung, nhan mouse phai va chon Insert, sau do
chon Entire Column dé chén 1 cot.

4. Nhap cong thtre: = [LCB] * 144000, trong d6 [LCB] 1a tham chiéu dén 6 chira
LCB (dung Mouse chi vao 6 chua gia tri LCB tuong ung véi hang dang l1ap cong
thirc, khong phai chi vao 6 c6 tén 1a LCB)

5. Nhap cong thuc: = [Luong] * 25%

Nhép cong thuc: = [Luong] - [Tam ung]

@ Sau khi tao duoc cong thic trong 6 dau tién, ding mouse kéo nit diéu khién ctia 6
nay xudng céc 6 phia dudi dé ty dong dién cong thirc trong cac 6 con lai (hoic
nhan D-click néu c6 thé). Ta co két qua nhu sau:

.O\

STT | HOQOTEN |PHAI|NGAY SINH | LCB | LUONG | TAM UNG | CON LAI
1 An Nam | 05/02/65 | 3.26 | 469440 117360 | 352080
2 Thuy Nt | 23/12/64 | 2.14 | 308160 77040 | 231120
3 Son Nam | 02/11/65 | 2.56 | 368640 92160 | 276480
4 Huong Nir 17/03/66 | 3.12 | 449280 112320 | 336960
5 Hung Nam | 09/04/64 | 2.46 | 354240 88560 | 265680
BAI SO 2a

M Str dung cac ham IF, SUM, MAX, MIN, AVERAGE, ROUND...
Bang tinh lwong Thang 6 nam 2005

STT| Hotén | Cvu | Luong CB | Ngaycong | Luong Tam Gng Thyc nhan
1| ik [ TP [ 316 23 436080 | 145000 | 291080 (d)
2 | Vuong | NV | 244 25 366000 | 122000 | 244000 (d)
3| they | PP | 312 26 505440 | 150000 | 355440 (d)
4| Yen | GD | 546 29 1081080 | 150000 | 931080 (d)
5| mien | DV | 256 30 537600 | 150000 | 387600 (d)
6| Loi |[PGD| 3.9 15 352800 | 118000 | 234800 (d)
7 | Hung | NV | 192 18 207360 | 69000 | 138360 (d)
8 | i [ Nv | 324 19 369360 | 123000 | 246360 (d)
9 | Loan | TK | 292 22 385440 | 128000 | 257440 (d)
10 | Nhung | DV | 3.14 26 508680 | 150000 | 358680 (d)

Téng cong | 4749840 | 1305000 | 3444840 (d)
[Max=| 931080 | Min= | 138360  Average= | 344484

Ciu 1 Nhap dit liéu (cot st dung k¥ thuat dién diy s ty dong)
Cau 2 Tinh Luong = 6000 * Luong CB * Ngay cong
(Trong d6, néu ngay cong > 25 thi tir ngay 26 trd di mdi ngay dugc tinh thanh 2
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ngdy, vi du: néu ngay cong 1a 27 thi sé du ra la 2 ngay duoc tinh thanh 4 ngay,
do do6 tong ngay sé la 25+4)

Ciu 3 Tam img - 1/3 Luong (nhung tdi da chi cho tam tmg 1500004)

Cau 4 Thuc nhan = Luong - Tam ting

Cau 5 Tinh t6ng céng cac cOt Luong, Tam tng, Thuc nhan

Ciu 6 Cho biét gia tri cao nhat, thip nhat, trung binh ciia Thyc nhan

Cau 7 Lam tron ¢t Tam tng dén ngan dong

Ciu 8 Pinh dang cac cot tién theo dang tién (d) dong Viét Nam
Cau 9 Trang tri, luu bang tinh véi tén 1a BTAP2.XLS

L 4

N

Huéng din thue hanh:

Luu ¥ cac ving t6 xam 13 két qua sau khi tinh toan, dung dé kiém tra.

[Luong] = 6000 * [Luong CB] * IF([Ngay cong]<=25, [Ngay cong], 25 + ([Ngay
cong]-25)*2)

Cong thirc trén duge hiéu 1a: Néu ngay cong khong 16n hon 25 thi tra lai Ngay
cong, nguoc lai thi 14y 25 cong vai sé Ngay cong duoc tinh gap doi.

[Tam ung] = IF([Luong]/3 >150000, 150000, [Luong]/3)

Néu mot phan ba s6 lwong khong vuot qua 150000 thi cho tam (g diing bin mot
phan ba luong, ngugc lai chi cho tam ing 150000.

St dung ham SUM, nhdp cong thirc “= SUM(” va dung mouse dé chon ving cén
tinh tong Sau d6 kéo sang cac 6 bén canh dé tao cong thirc tu dong cho cac tong
ké tiép.

Dung cac ham MAX, MIN va AVERAGE

Stra cong thirc trong Ot Tam img thanh = ROUND([IF(....)], -3). Luu y gia tri -3
dung dé 1am tron dén hang ngan (3 s6 0). Sau khi sira xong, kéo xudng phia dudi
dé thay thé.

Chon 6, dung menu [Format]\Cells va sir dung dinh dang: 0 “(d)”, hoac dung dinh
dang #.##0 “(d)” dé tao thém dau phan cach nhom 3 sb.

Tao khung vién, to bong. Dong tiéu Qe nhdp ¢ cOt A, sau d6 dung mouse chon mot
vung ngang qua cac 0 dé chinh tiéu dé ra gitra cac 6.

@ Chon Sheet2 va hoan tat bai tip tuong tu s6 2b (khong c6 phan hudng din).
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BAI SO 2b

STT| TEN |LOAI|SLUONG |bGIAl1| BDGIA2 |THTIEN| THUE | TCONG
1 Toén 1 20 3000 3200 60000 [ 6000 | 66000
2 Ly 1 15 2500 2800 37500 | 3750 | 41250
3 Hoa 2 10 4000 4500 45000 | 4500 | 49500
4 Sinh 1 5 2000 2300 10000 | 1000 | 11000
5 St 1 10 3500 3800 35000 | 3500 | 38500
6 Pia 2 25 2500 2600 65000 | 6500 | 71500
7 Vin 1 15 4500 4700 67500 | 6750 | 74250
8 | Tiéng Vit | 1 10 3000 3300 30000 | 3000 | 33000
9 | AnhVian | 2 20 5000 5200 104000 | 10400 | 114400
10 | Gigo duc 1 15 4000 4300 60000 [ 6000 | 66000
SUM 514000 | 51400 | 565400

MIN 10000 | 1000 | 11000

MAX 104000 | 10400 | 114400

AVERAGE | 51400 | 5140 | 56540

Cau 1 Tinh thanh tién bang §6 luong nhan don gia tuy thudc vao loai (néu loai 1 thi
don gia 1, nguoc lai néu la loai 2 thi tinh theo don gia 2)

Ciu 2 Tinh Thué bang 10% cua Thanh tién

Cau 3 Tinh téng cong bang tong clia thanh tién véi thué

Ciau 4 Tinh téng, gia tri 1on nhét, nho nhit, trung binh cua céc cdt THTIEN, THUE va
TCONG.

BAI SO 3
% St dung ham IF, rén luyén viéc lap cdc ménh dé logic lam diéu kién; kha nang
16ng nhau cua cac ham IF. Dung ham RANK d¢€ sap thir tu (cach dung tham chiéu
tuyét doi).

BANG PIEM

SAP HOTEN KHOI | TOAN VAN NNGU | TONG | KQUA | XLOAI
1 THONG A 9 10 8 36 DAU GIOI
10 SI D 3 2 5 15 ROT X
5 SANG C 7 6 7 26 DAU KHA
7 DAN D 2 9 6 23 ROT X
3 TRI C 6 8 8 30 DAU KHA
4 KHA A 7 7 8 29 DAU KHA
8 TAM A 5 6 4 20 DAU | TBINH
2 GIOI D 9 8 8 33 DAU GIOI
6 DAT C 5 6 8 25 DAU TBINH
8 YEU C 1 8 3 20 ROT X

Cau 1 Nhap dir li€u
Cau 2 Cot tong dugce tinh can clr vao kHoi: néu kHol A thi diém ToAN nhan 2; KHOI D
diém NNGU nhan 2; ko1 ¢ diém vaN nhan 2.
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Ciu 3 Cot xQua duoc tinh nhu sau: 1a pAu dbi v6i TONG 16n hon hodc bang 20, nhung

khong cé diém mén nao dudi 3; nguoc lai KQUA s& 1a RGT

Cau 4 Cot xLoal dugc tinh néu KQua la PAU va can clr vao TONG:

- Loai Gio néu ToNG >= 32

- Loai kua néu TONG tir 26 dén dudi 32

- Loai TRBINH d6i v6i truong hop con lai

+ Néu kqua 1a RGT thi danh dau X vao vi tri XLOAI

Cau 5 Cot sap xép thtr tu theo cot TONG v6i diém cao nhét 1a 1.
Cau 6 Trang tri va luu bang tinh véi tén BTAP3.XLS

¢ Hud6ng dan thuc hanh:

2. St dung ham IF, ta c6 cong thure sau:

I[F([KHOI]="A",[TOAN]*2+[VAN]+[NNGULIF([KHOI]=D,[TOAN]J+[VAN]+[N
NGU]*2, [TOAN]+[VAN]*2+[NNGU]))
Luu y ring, tily thuoc vao KHOI dé quyét dinh s& nhan h¢ s6 2 doi v6i mon thich
hop. Cé 3 dicu kién (A, B, C) nén ¢6 2 ham IF 16ng nhau; néu c6 n dicu ki¢n thi’sé
co n-1 ham IF 16ng nhau. Cac bai tdp ¢ sau s& su dyng cac ham tim kiém
HLOOKUP va VLOOKUP thay cho viéc dung nhiéu ham IF 16ng nhau.

3. Diéu kién dé Dé.}l la: Tf:)ng diém >= 20, va diém cua tung moén > 2. Ta sir dung IF
vo1 ham AND dé tao biéu thurc di€u kién:

IF(AND([TONG]>=20, [TOAN]>2, [VAN]>2, [NNGU]>2), "BAU", "ROT")

4. Vi KQUA phii DAU, nén dau tién can kiém tra KQUA, sau d6 méi xét diem dé
xep loai:

IF([KQUA]="DAU", IF([TONG]>=32, "GIOI", I[F([TONG]>=26,
"KHA","TRBINH")),"X")
Trong cong thirc trén luu y cach tinh can cua cac gia tri.

5. Dung ham RANK d¢é sap tht ty. Theo yéu cau sap theo thir ty giam (diém cao nhat

c6 thir hang 1) nén phuong thire sip bang 0, ta co:

[SAP] = RANK([TONG], danh_sdch_diém, 0)

Trong d6 danh_sdch_diém 1a cot (gdm 10 6) chira tong diém (trong bai 13 tir 6 c¢6 diém
36 dén 6 cudi c6 diém 20; sau khi dung mouse chon cac 6 xong, nhin F4 dé tao tham
chiéu tuyét ddi, néu khong thi khi sao chép cong thirc xudng dudi sé gy ra 15i).
Trong céu nay, ngoai viéc sir dung ham RANK ta con luu y dén cach dung cua
tham chiéu tuyét d6i ma ham RANK la mét trong s6 nhiing ham thudng dung kiu
tham chi€u nay.

BAI SO 4a

56

@ Cac ham INT, MOD xur 1y s6 nguyén; cac phép toan trén dir liéu kiéu ngay (hiéu

ctia 2 ngdy), dinh dang kiéu ngay. Van dung ham tim kiém HLOOKUP dé tim mot
gid tri tham gia vao qua trinh tinh toan.

KHACH SAN BACH LIEN
MS|LPH| NDEN | NDI [STU|SNG| TTUAN| TNGAY| THTIEN
al | A [06/12/95]06/1595| 0 | 3 0d| 330,000d| 330,000d
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a2 | C ]06/12/95 | 06/15/95| 0 3 0d| 225000d| 225,000d
a3 | C ]06/12/95 | 06/21/95 | 1 2 500,000d [ 150,000d [ 650,000 &
a4 | B |06/12/95 | 06/25/95 | 1 6 600,000 d | 540,000 d | 1,140,000 d
as| B | 06/12/95 | 06/28/95 | 2 2 | 1,200,000 | 180,000 d | 1,380,000 d
a6 | C | 06/17/95 | 06/29/95 | 1 5 500,000d [ 375,000d [ 875,000 &
a7 | A |07/01/95] 07/03/95 [ 0 2 0d| 220,000d| 220,000d
a8 | A |07/02/95 ] 07/09/95 | 1 0 700,000 d 0d| 700,000 d
a9 | C |07/25/95 | 08/10/95 | 2 2 | 1,000,000 | 150,000 d | 1,150,000 d
alo| B | 07/26/95 | 08/12/95 | 2 3 | 1,200,000 | 270,000 & | 1,470,000 d
Téng cong: | 5,700,000 & | 2,440,000 d | 8,140,000 d
Loai phong A B C
Pon gia tién tun 700000 600000 500000
Pon gia tién ngay 110000 90000 75000

= Luu y: Trong bang dir liéu trén, STU, SNG la sO tudn va sb ngay luu trii cia
khach. TTUAN, TNGAY la tién tro theo tuan va theo ngay (vi khach san giam gia
doi voi khach thué phong dang ky theo tuan).

Céu 1 T gia tri ngdy dén va ngay di hdy tinh s6 tuan (STU) va s6 ngay (SNG) luu tri

(vi du: 12 ngay thi tinh 1a 1 tuan va 5 ngay).

Cau 2 Dya vao bang gia tién theo tung loai A, B, C cho trén, hay tinh sb tién theo tudn

va theo ngay cua cac khach tro

Ciu 3 Tinh TTIEN bang tong cla tién tuan va tién ngay; tinh tong cong cho cac cot

TTUAN, TNGAY va TTIEN
Céu 4 Dinh dang cho cac cot ngay di va ngay dén theo dang nam c6 4 chir s6 (vi du
1995) va dinh dang cho céc cot tién c6 dang #,## d.

Céau 5 Trang tri va luu voi tén BTAP4.XLS

¢ Hud6ng dan thuc hanh:

1. Mot tuﬁq gdm 7 ngay; do d6 56 tuan bé‘mg phan nguyén cia sé ngay luu tra chia
cho 7. SO ngay sau khi tinh tuan s€ 1a phan du cia phép chia 7. Ta ¢6 cong thuc
tinh nhu sau:

[STU] = INT(([NDI]-[NDEN])/7)
[SNG] = MOD([NDI]-[NDEN], 7)

2. Pé biét don gia (theo loai phong) ta do tim trong bang gia, va vi bang gia b tri sO
liéu theo chi€u ngang nén ta dung ham HLOOKUP. Khi d6 don gia tién tuan ¢
hang thtr 2 va don gia tién ngay ¢ hang thi 3 cua bang tim. Ta co:

[TTUAN] = [STU] * HLOOKUP([LPH], bdng tim, 2, 0)
[TNGAY] = [SNG] * HLOOKUP([LPH], bang tim, 3, 0)

- Trong d6, bang_tim 1a khoang gom 9 6 (c6 khung t6 ddm) tir 6 ¢ gid tri A dén 6
co Chffé} 75000. Dung mouse dé chon 9 6 nay, sau d6 nhan F4 d¢ tao tham chiéu
tuyét doi.

- Co thé dat tén cho vung 9 6 cua bang don gia (vi du Table4) khi do trong cong
thirc ta chi can nhap tén Table4 & vi tri cia bang tim.
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% Sau khi ghi xong, copy ndi dung Sheetl sang Sheet2 va sta lai dit li¢u & bépg tim
thanh bang doc va dung VLOOKUP d¢ lam lai cau 2. (d€ copy sheet, c6 thé chon
tén Sheet ¢ dong chura tén cac Sheet va nhan Ctrl+Drag kéo sang bén canh de

copy).
BAI SO 4b
& St dyng ham tim kiém VLOOKUP
MSO TEN SLUONG TTIEN GCHU
A DOS 40 4800000 X
B WORD 20 2800000
C EXCEL 35 4550000 X
A DOS 25 3000000
C EXCEL 35 4550000 X
B WORD 15 2100000
C EXCEL 40 5200000 X
B WORD 25 3500000
A DOS 45 5400000 X
Mi sb Tén Pon gi4
A DOS 120000
B WORD 140000
C EXCEL 130000

Ciu 1 Chon Sheet3 ctia BTAP4 dé nhap dir liéu.
Ciu 2 Can cilr vao bang chira tén va don gia ciia ma s6 dé dién thong tin vao cot TEN
Ciu 3 Tinh TTIEN bang sé luong nhan don gia tuy thudc vao loai, va tao dang véi

don vi tién 1a $ (dang #,##0 “$”)

Ciu 4 Cot GCHU danh déu X néu TTIEN 16n hon 4000000, nguoc lai dé tréng
(Luu ¥ chudi tréng 1a chudi co dang “*)

Céu 5 Trang tri va ghi lai nhiing thay doi vira tao ra & Sheet3.
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BAI SO 5a
& Sir dung cac ham chudi (LEFT, RIGHT, MID...) d¢ trich ra cac ky tu ding trong
cac ham tim kiém.
BAO CAO DOANH THU

STT | MAH TEN SLG TTIEN | VCHUYEN | TONG
1| XLo Xing 50 225,000 d 0d | 2250004
2 | DSI Déu 35 105,000 d 630d | 105,630d
3 | NS3 Nhot 60 600,000d | 12,600d | 612,600 d
4 | DLO Déau 35 122,500 & 0d 122,500 &
5 | Xs2 Xing 70 280,000 d 2,800d | 282,800d
6 | XLI Xing 50 225,000 d 1,125d | 226,1254
7 | DL3 Déu 40 140,000 & 2,520 & 142,520 &
8 | NL2 Nhot 30 330,000 d 4620d | 3346204
9 | NSo Nhot 70 700,000 d 0d | 700,000 d
10 | Xs3 Xing 65 260,000 d 3,900d | 263,900d

TONG CONG | 2,987,500d | 28,1954 | 30156954 |

b Trong d¢, ky tu dau ctia ma hang (MAH) dai dién cho mat hang (TEN); ky tu th}'r
hai dai di¢n cho gia si (S) hay 1¢ (L); ky tu cudi la khu vuc. (0, 1, 2 va 3). Moi
quan hé dugc cho trong bang sau:

Mi | Tén Gi si Giale | Khuvyel | Khuvwc2 = Khuvuc3
X | Xang 4000 4500 0.50% 1.00% 1.50%
D | Diu 3000 3500 0.60% 1.20% 1.80%
N | Nhét 10000 11000 0.70% 1.40% 2.10%
Cau 1 Can cu vao ky tu dau ctia maH va bang dir li€u ¢ trén dé dién tén thich hop vao
cOt TEN.

Céu 2 Tinh thanh tién (TTEN) bang s6 luong (sLG) nhan don gia; trong d6 don gia tuy
thudc vao gia si hay 1¢.

Céu 3 Tinh tién van chuyén (VcHUYEN) v6i diéu kién: néu khu vyc 0 thi mién tién van
chuyén, cac khu vyc khac tinh theo gia tri % cta cot thanh tién tuong tmg véi
tung khu vuc cho trong bang.

Ciu 4 Tinh tong (TONG) bang thanh tién cong chuyén chd va tinh tong cong cac cot
TTIEN, VCHUYEN, TONG. Sau d6 dinh dang cho cac cot biéu dién gia tién theo dang
#.##0 d.

Cau 5 Trang tri va luu véi tén BTAPS5.XLS

Huéng din thue hanh:

*

q

Déi voi cac bang dir liéu dung dé tim thong tin ta nén gan tén dé dé thao tac va xir
ly. Gia su ta dat tén cho bang tim la TableS5.

1. Dé lay ky tu dau cua man, ta dung ham LEFT. Vi bang tim bd tri theo cot nén ta
duing ham VLOOKUP, cot 2 chira gid tri tén loai hang. Ta co:
VLOOKUP(LEFT([maH]), TABLES, 2, 0)
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2. Vi co hai loai gi4 tiy thudc vao ky tu thir hai cia MAH, nén ta phai dung IF dé xac
dinh vi tri cot chira gia thich hop, néu gia si thi cot 3 chia don gia, nguoc lai s& 1a
cot 4. Dung ham MID dé 13y cac ky tu & giita chudi. Ta c¢6 cong thirc tinh nhu sau:
[TTEN] = [sLG] * VLOOKUP(LEFT([man), TABLES,

I[F(MID(|maRn),2,1) ="S", 3, 4), 0)

3. Dung ham IF kiém tra diéu kién khu vuc 1a 0 hay <> 0; sau d6 dung VLOOKUP
dé tinh % tuong Ung voi timg khu vuc va nhan véi TTEN. Luu ¥, néu KV=1 thi cot
trd lai 1a 5, KV=2 thi cot 1a 6, KV=3 thi cot 12 7 b KV+4 = 56 hiéu cot s& tra lai.
Do d6 ta c6 cong thuc:

IF(RIGHT[mAH]="0", 0, VLOOKUP(LEFT([maH]), TABLES,
RIGHT([MAH])+4, 0) * [TTIEN])
Biéu thirc: RIGHT([MaH])+4 x4c dinh gid tri ctia cot tra lai twong (mg véi timg khu
vuc. Néu khong nhan xét nhu trén, ta phai ding 2 ham IF 1ng nhau dé xac dinh vi
tri ctia cot can lay: If(kv=1, 5, if(kv=2, 6, 7))
@ Sau khi hoan tit va ghi file, chon Sheet2 va thuc hanh bai twong tu 5b:

BAI SO 5b
BAO CAO DOANH THU
SAP | MSO | VATTU | NGNHAP | SLNHAP | TGNHAP | SLXUAT | TGXUAT | GHICHU
Al 02/06/99 15 15
C2 04/06/99 20 15
B1 05/06/99 30 25
Cl 08/06/99 10 10
A2 15/06/99 25 20
Al 17/06/99 30 25
C2 25/06/99 35 30
B1 27/06/99 20 20
B2 30/06/99 25 20

= Trong d6, MSO gdm 2 ky tu, ky tu dau chi tén vat tu (A, B, C) ky tu cudi chi loai
(1, 2). Bang duéi day cho biét don gia nhap, xuét cta timg vat tu tng voi cac loai
1 va2:

MSO | VATTU | GNHAP1 | GNHAP2 | GXUAT1 | GXUAT2
A XANG 3000 3500 4000 4500
B DAU 2000 2500 3000 3500
C NHOT 10000 10500 11000 15000

Cau 1 Can ctr vao mso dién tén vat tu vao cot VATTU

Ciu 2 Tinh tong tién nhap (TGNHAP) clia cic loai béng sO luong nhan don gia nhép tuy
thudc vao loai. Tuong tu hay tinh tong tién xuat (TGXUAT)

Cau 3 O cot ghi chii danh ddu X néu da xuat hét s6 luong nhap.

Céu 4 Cot SAP ghi thtr ty cua cac hang tuong Gmg theo TGXUAT voi gid tri cao la 1 (sap
theo chiéu giam).
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BAI SO 6

& Tao biéu dd bang Chart Wizard. Tham chiéu tuyét ddi.
PHIEU THEO DOI TIEN GOI TIET KIEM

Lai suat ‘

1.10%

So tien

Them bot

Cong tien

Thang

Dau thang

Lai

Cuoi thang

cuoi thang

cuoi thang

—_

20000000

220000

20220000

500000

20720000

20720000

2000000

-300000
-500000
200000

1000000
600000

-200000
-500000
1000000

O {0 i i NiWnibk iWwWiblN

—_
S

Téng s6 tién c6 duge sau 12 thang ‘

Céu 1 Tinh tién Lai = S tién dau thang * Lai suat

Cau 2 S6 tién cudi thang = S tién dau thang + Lai

Ciu 3 Cong tién cudi thang = Cudi thang + Thém bot cudi thang

Ciu 4 S tién dau thang sau = Cong tién cudi thang cta thang trude do

Céu 5 Tinh sd tién s& c6 duoc sau 12 thang

Cau 6 Lap biéu dd minh hoa sd tién c6 duge cua dau cac thang
Cau 7 Trang tri va luu véi tén BTAP6.XLS

¢ Hud6ng din thuc hanh:
Luuy réng,’ dé sao chép cong thirc dung thi tham chiéu dén 6 Lai suat can phai dat
la tham chi€u tuyét doi.

@ Sau khi tinh xong & cac 6 dau tién, sao chep cong thirc )guéng phia duoi va luu y
chi khi sao chép ¢ 6 cuoi ctia bang thi s6 li¢u moéi dugc dién vao day du.

5. Trong bai chi co dir liéu cta 10 thang. Dé tinh dén 12 thang, ta xem phan thém bét
cuoi thang bang 0, va tinh theo cong thic:
Gia sir tong sau 10 thang 1a x. Khi d6 ta co
Téng sau 12 thang = (x + x*Lai suat) + (x + x*Lai suat)*Lai suat
Vi Lai suat ¢ day 1a 6 chua gia tri 1,1%.

6. V& bicu do

Budc 1 Chon ving dir liéu: bao gom cot Thang va cot Dau thang

Budc 2 Chon biéu tuong ChartWizard, con tré c6 dang diu +

(V& mot ving trén bang tinh dé dat biéu do)
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Budc 3 Cung cap thong tin can thiét sau d6 chon [Finish] dé két thuc.

Tién hanh theo cac budc hudng dan trong phan 1y thuyét

& Biéu do c6 dang:

Sau khi tao dugc biéu dd, chon tung phﬁn tu trong biéu dd dé chinh stra va xem két

25000000
20000000
15000000
10000000
5000000
0

30000000

qua dé hiéu thém vé cac thanh phan trong mét biéu db.

BAI SO 7a

® Tao bang dir li€u, st dung cic ham co s¢ dir licu (DSUM, DAVERAGE...), td

chuc céac vung dicu kién.

NHA MAY NUOC HUE
STT KHHANG KvUC METK TTIEN PTHU TTHU
1 VAN A 45 58500 0 58500
2 HOANG B 65 91000 6500 97500
3 VO C 23 34500 3450 37950
4 TRAN B 14 19600 1400 21000
5 LE C 78 117000 11700 128700
6 BUI A 93 120900 0 120900
7 VU A 90 117000 0 117000
8 NGUYEN C 24 36000 3600 39600
9 BUI B 56 78400 5600 84000
10 LE B 78 109200 7800 117000
Khu vuc | Phu thu Pon gia

A 0 1300

B 100 1400 | [bang_tim]

C 150 1500

Céu 1 Tinh Thanh tién = Mét khéi * Pon gia (tuy thudc khu virc)

Céu 2 Tinh Tong thu = Thanh tién + Phy thu (theo khu vurc)

Céu 3 Tinh tong tiéu thu 16n nhat, nhoé nhat va trung binh ctia s6 mét khdi da tiéu thu
cua tung khu vuc va ghi két qua vao bang sau:

Khu Vuc A B C
Téng 296400 | 319500 | 206250
Lonnhit | 120900 | 117000 | 128700
Bé nht 58500 | 21000 | 37950
Trung binh | 98800 | 79875 | 68750

Céu 4 V& d6 thi minh hoa cho bang ¢ cau 3
Cau 5 Trang tri va luu file voi tén BTAP7.XLS
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¢ Hud6ng dan thuc hanh:

1. Dung Vlookup dé tinh don gia cua timg khu vuc sau d6 nhan véi s6 mét khoi, ta
co: (cOt 3 cua bang tim chura don gia)
[TTEEN]=[METK] * VLOOKUP([kvuc], [Bang_Tim], 3, 0)

2. Tuong ty trén, vdi cdt 2 ciia bang tim chira phu thu ta co:
[TTHU]=[TTIEN] + VLOOKUP([kVUC], [Bang Tim], 2, 0)

3. Dung 9éc ham co s¢& dﬁr liéu DSUM, DMIN, DMAX, DAVERAGE vé6i cac diéu
kién vé khu vuc duoc to chirc nhu sau:

KVUC | KVUC | KvUC

A B C

Luu ¥ rang, cac nhan tham gia trong diéu kién phai chinh xac nhu nhén ct trong bang
dir liéu, thuong ta dung chirc nang copy dé sao chép cac nhan cdt d€ tranh sai sot.

#  Gia sir bang dir liéu dugc gan tén 1a DATAT7a, ta c6 cong thic dé tinh tong tiéu thu
cua khu vuc A la: DSUM(DATA7a, “TTHU”, [dkA]), voi [dkA] 1a hai 6 KVUC
va A ¢ vung di€u kién trén. Tuong tu doi véi cong thic & cac 6 con lai.

- Trong thyc hanh, ta sao chép cac cong thirc sang cadc 6 bén canh, sau do stra lai
cho chinh xac.

4. DO thi:

400000
300000 | oA
mB
oc

200000 L

Tong Lon nhat Be nhat Trung binh
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BAI TAP 7b

% Van dung cic ham co s¢ dir li€u co Kkét hop cac ham chudi. On tap cac ham tim
kiém (Thyc hanh ti€p trong Sheet2 ctia bai 7a)

DANH SACH LUONG THANG 06 NAM 2005

SO MASO HOTEN : PHAI ;| CHVU : TDOVH { LGCB ;| PHCAP i NGCONG : THUONG : CGLUONG
AFD8 | Hoéng 460 23
CFC1 : Thanh 310 24
CMT5 i Son 330 23
BMC?7 | Hoang 430 25
CMT3 | Tam 320 24
CFT3 i Lan 320 22
CFC6 | Mai 360 26
CFT4 i Thay 350 23
CMD2 i Hung 310 20
CMC9 | Tinh 380 23

| vMaxt=: 2 MinL=. 2 | Avel- 2|

& MASO cho trén gdm 4 ky tu Ms1, Ms2, MS3 va Ms4, ky tu dau 1a chuce vy, thtr hai 1a
phai, thir ba 1a trinh d¢ van hoa va ky tu cuoi 1a s6 nam cong tac, vdi cac gia tri

nhu sau:
MS1: Chircvy | i MS2 i Phai | : MS3  Trinh do van hoa ii MS4 | Nam cong tac
A TP F Nix D Pai hoc
B PP M | Nam C Cao déng
C NV T Trung cép

Cau 1 Can cur vao Maso chén thong tin vao cac ct PHAL, CHVU, TDOVH
Cau 2 Tinh PHCAP = PCCV+THNIEM, VO1 THNIEM = NAMCT * 6000 va Pccv dugc tinh nhu sau:

CHVU | PCCV
TP 40000
PP 25000
NV 10000

Cau 3 Tinh THUONG. Biét: NEéu NGCONG>=25, THUONG = 120.000; N€u 23<=NGCONG<25,
THUONG=70.000; cONn lai THUONG=20.000

Cau 4 Tinh CGLUONG = LGCB*1200 + PHCAP + THUONG
Ciau 5 Tinh Luong cao nhat MaxL
Luong thdp nhat  MinL
Luong trung binh  AveL
Cau 6 Cot so dugc danh sd theo cGLUONG v6i mitc cao nhat 13 1
Ciu 7 Tinh tong PHCAP, THUONG V& CGLUONG theo PHAI va luu vao Sheet3, theo mau sau:

Phai Phy cdp Thuong Cong luong
Nam ? ? ?
Nir ? ? ?
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Ciu 8 Trang tri va ghi lai cac thay d6i

N W N = e

BAI SO 8

Huéng din thue hanh:

Dung cac ham Max, Min va Average
Tao ving diéu kién theo phai, tao bang bao cdo trong Sheet3 va ding DSUM dé tinh.

Dung Vlookup va cac ham chudi dé lay thong tin.
Dung Vlookup dé 1ay phu cdp chirc vu twong tmg véi chirc vu.
Dung 2 ham IF 16ng nhau.

& Cac thao tac co ban trén danh sach dir liéu: SORT, FILTER
Danh sich hoc vién dwge cap hoc bong - Nim hoc 2004-2005

STT | HOTEN | NGSINH | NOISINH | TRBINH | HBONG | MADIEM
1 | TUAN | 05/15/80 | HUE 4.2 0 A0l
2 | VIET | 02/13/75 | QBINH 7.5 50000 B03
3 | ANH | 11/11/78 | HUE 6.7 50000 C04
4 | HUNG | 10/12/76 | DANANG | 83 50000 A03
5 | HOA | 04/01/82 | HATINH | 87 150000 | €02
6 | THUAN | 12/18/78 | NGHEAN | 4.0 0 BO1
7 | VAN | 01/01/81 | DANANG | 42 0 B0S
8 | SON | 09/09/77 | HUE 5.5 50000 A02
9 | BINH | 10/10/79 | HATINH | 83 100000 | CO1

Ciu 1 Nhap bang dir liéu trong Sheet! va nhap danh sach diém sau trong Sheet2:
Mi diém | DPiém cosé | Chuyén mén | Ngoai ngit
Co1 9.0 8.0 8.0
B0S 7.0 25 3.0
BO1 2.0 4.5 5.5
A02 5.5 6.5 4.5
C02 9.0 8.5 8.5
A03 8.5 9.0 7.5
C04 9.0 25 8.5
B03 6.0 7.5 9.0
A0l 4.5 6.0 2.0

Tuoi
19
24
21
23
17
21
18
22
20

Cau 2 Can cur vao MADIEM va bang ma diém trén d¢€ tinh diém trung binh (TRBINH)

Ciu 3 Tinh hoc bong (HBONG) theo cac diéu kién sau:
- néu TRBINH >=8.5 Va wéi <=18 thi hoc bong 13: 150000 d
- néu TRBINH >=8.0 Va wéi <=20 thi hoc bong 13: 100000 d
- néu 5.0 <~TRBINH < 8.0 VA wéi >20 thi hoc bong 1a: 50000 d
- ngoai ra khong c6 hoc bong.
Cau 4 Trich ra nhiing bang tinh khac (luu vao Sheet3):
- nhiing hoc vién c6 mirc hoc béng 150000 d
- nhiing hoc vién c6 mirc hoc béng 100000 d
- nhitng hoc vién ¢6 mirc hoc bong 50000 d
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- nhitng hoc vién khong c6 hoc bong.

Cau 5 Trich ra nhiing bang tinh khac (luu vao Sheet3) nhitng hoc vién trong cac do

tuodi sau:
-tr 16 ¢én 18 - 19 hodc 20 - trén 20 tudi.

Cau 6 Trang tri va luu véi tén BTAP8.XLS
Cau 7 Thuc hién cac thao tac sép thir tyr theo HOTEN, NGSINH, TRBINH... sau mdi 1an sap

*

g

hay quan sat sy thay dbi (c6 thé nhan Undo va Redo)
Huéng din thue hanh:
D¢ tinh diém trung binh can phai biét 3 cot diém, do d6 ding ham AVERAGE véi
3 lan dung VLOOKUP, moi lan chi thay doi cot tra lai gié tri:
Average(Vlookup(...,...,2,0), Vlookup(...,...,3,0), Vlookup(...,...,4,0))

@ Ngoai ra, Excel con c6 2 ham cho phép ldy mot khoang cac 6 ma khong phai dung
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nhiu 1an cac ham VLOOKUP; d6 12 ham OFFSET va MATCH. Ham OFFSET c6
5 d6i s6 nhu sau:
OFFSET(vi tri gbc, do doi dimg, do doi ngang, s hang, sd cot két qua)
Vé6i y nghia: tinh tir vi tri gbc, doi 18n trén (am)/doi xudng dudi (dwong), doi sang
trai (4m)/doi sang phai (dwong) bao nhiéu 0; va khoang can tra lai s& chtra bao
nhiéu hang, bao nhiéu cot.
Ham MATCH gan gidng cac ham tim kiém nhung khong tra lai gia tri tim ma chi
tra lai vi tri (thu ty) cua gia tri tim théy trong khoang tim.
MATCH(gié tri tim, khodng tim, phuong thirc)
Tir hai ham trén ta c6 cach giai khac dé tinh diém trung binh nhu sau:
= AVERAGE(OFFSET(vi tri géc, MATCH(md diém, bang md, 0), 0, 1, 3))
trong d6: vi tri gbc duoc chon 1a 6 chira gia tri [Piém co s6]; md diém 13 s6 hiéu
mi diém cua ting ngudi; bdng md 13 danh sach toan bo mi diém can tim. Ham
Match c6 nhiém vu tinh do doi xuéng khi tim théy mi diém trong danh sach; do
doi ngang 14 0 (vi cac 6 s& 14y co 6 dau tién cung cot véi vi tri gbe); s6 6 can 1y 1a
1 hang va 3 cot.
Trong diéu kién tinh hoc bong c6 st dung gia tri tudi, nhung trong bang dir liéu
khong c6 gia tri nay, do dé ta s& tao thém mot cot trung gian dé tinh tudi (nham
don gian hoa diéu kién) va tudi duoc tinh bdi hiéu ctia nam hién thdi v6i nam sinh,
ta co:
[Tuol] = YEAR(NOWY())-YEAR([NGSINH])
khi d6, gia st E6 1 6 chtra diém trung binh, ta c6 cong thirc sau:
IF(AND(E6>=8.5, [Tuo1]<=18), 150000,
I[F(AND(E6>=8, [Tuoi]<=20, 10000,
IF(AND(E6>=5, [Tuoi]>20), 50000, 0)))
Pé loc va ghi két qua ta dung chirc ning loc nang cao (Advanced Filter) v6i cac
vung diéu kién vé hoc bong nhu sau:
HBONG HBONG HBONG HBONG
150000 100000 50000 0

Luu v, sau khi tao ving diéu kién & Sheet3, ta dat con tro ¢ mot 6 tréng trude khi
st dung 1€nh loc.
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5. Tuong ty, st dung loc nang cao véi cac dieu kién loc nhu sau:

Tuoi Tuoi Tuoi Tuoi
>=16 <=18 19 >20
20

7. Trude hét chon tén trudng can sap (vi du, chon truong HOTEN), sau do mai su dung
lénh [DATA]SORT. Sau mdi lan sip, nén thay d6i mot sb yéu t6 dé hiéu rd vé
chtrc nang nay.

BAI SO 9
& Cac thao tac co ban trén danh sach dir liéu: SORT, FILTER, SUBTOTAL...
BANG BAN HANG
MAH| NBAN TEN SLUONG | TGIA THUE TONG
1 12/12/97 BAP 324
2 12/12/97 BIA 454
3 14/12/97 BOT 656
4 11/01/98 GAO 431
5 20/01/98 KEO 455
6 25/01/98 BAP 564
7 01/02/98 BIA 657
8 11/02/98 BOT 432
9 05/02/98 KEO 544
10 12/03/98 GAO 767
Téng tri gi4 cic mat hang ban trong thang 2/1998 77?

Céu 1 Tinh tri gia (161A) bang sb lwong (SLUONG) nhan don gid (DG1A), voi don gid va
thué duoc cho ¢ bang sau:

Tén Pon gia Thué
BAP 3500 1%
BIA 15000 1%
GAO 3000 2%
KEO 10000 2%
BOT 5000 1%

Céu 2 Tinh thué (THUE) theo sd liéu trén va chu ¥ rang néu tri gia dudi 100000 dong thi
khong thu thué. Sau d6 tinh tong cong (TONG) bang tri gia cong voi thué

Cau 3 Trich ra danh sach cac mat hang Bap, Gao, BoT va luu vao Sheet2.

Ciu 4 Tinh tong cc cOt TGIA, THUE va tong sb 1an ban theo timg loai mat hang va luu
vao bang sau ¢ Sheet3:

Tén S6 14n ban Téng tri gia Téng thué

BAP

BIA

GAO

KEO

BOT

Ciu 5 Dung két qua & cau 4 dé vé d6 thi so sanh tong tri gia clia timg loai mat hang
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Cau 6 Trich ra hai bang tinh ban hang tng v61 2 nam: 1997 va 1998
Céu 7 Tinh tong tri gia cac mat hang ban trong thang 2/1998

Ciu 8 Sip thtr ty (Sort) bang theo ¢t TEN véi chiéu giam dan (Descending)

Ciu 9 Dung SubTotal dé tinh tong cac cOt SLUONG, TGIA, TONG. Sau d6 thay tong bang

&
*

2.

q

q
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cac ham khac nhu Min, Max, Average...

Trang tri va luu véi tén BTAP9.XLS
Huéng din thue hanh:
Vi ¢ diéu kién nén khi tinh thué ta can phai xét xem trj gia 16n hon hay nho hon
100000, do d6 co6 cong thirc sau:
IF([TGIA]<100000, 0, [TGIA]*VLOOKUP(...))
Lap vung diéu kién dang hodc (OR) dé loc.
Pé tinh tong s6 1an ban ta ding DCOUNTA, céc gié tri khac thi ding DSUM.
Déi voi phép tinh tong theo diéu kién, ngoai ham DSUM Excel con cung cap mot
ham tuong duong, d6 1a SUMIF
Ct phap: SUMIF(khoang_s&_tinh, diéu_kién, khodng thit si sé tinh)
Trong do, khoang sé tinh tham chiéu dén khoang cac 6 s& tham gia tinh tong;
diéu_kién thudng c6 dang “biéu thirc so sanh™; riéng khoang that sw sé tinh la tuy
chon, nhung néu dua vao thi tong két qua s€ tinh trong vung nay.
Vi du: xét bang sd liéu sau:

A B C D E F
1 BAP 5 BAP BIA BAP BAP
2 BIA 8 7 9 5 4
3 BAP 7
4 GAO 9
5 BIA 6

Khi d6 cong thac: SUMIF(AL:AS,"BAP",B1:B5) s€ co gia tri la 12; tvong duong
véi viée dung ham DSUM vai dieu kién tén hang 1a Bap.

Tuong ty ta c6: SUMIF(C1:F1,"Bap",C2:F2) =16

Thir ding SUMIF d¢é giai lai cdu 4 & trén.

Cung dang v6i SUMIF 1a ham COUNTIF (khodng 6, diéu kién) ding dé dém so
cac 0 trong khoang 6 hop voi diéu kién.

Lap vung diéu kién tir ngay 01/01/1997 dén 31/12/1997 (nam 1997) va twong tu dé
tinh nam 1998.

Lap ving diéu kién c6 dang ngay ban 16n hon hodc bang ngay 01/02/1998 va nho
hon ngay 01/03/1998 (trong khoang thang 2)

Ngoai phuong phap dung mét khoang ngay nhu trén, ta con c6 théq sir dung dang
cong thirc trong vung di€u kién dé tinh. Vi dy, doi véi cau 6 c6 thé 1ap dicu kién
dang =YEAR(G ddu tién chiva dir liéu ngay)=1997 (luu ¥ trong cong thirc trén c6
hai ddu =) va nhén tén trudng can phai bé trong.

Tuong tu, diéu kién trong cau 7 s& 1a =MONTH(é chira ngay)=2.
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BAI SO 10
= Bai tap tong hop - dang d¢ thi
BANG GHI TEN, GHI PIEM

Piém chuén = 17
TT : SBD: HOTEN : TEN TRUONG : BAN: DVAN | DTOAN | TONG :KETQUA
A00 Al C
All BINH A
A20 | CHAU B
B31 ANH A
B42 BAO C
C50 DUNG B
Co61l HANH B
C71 . HUONG A
D82 . DUONG A
D90 : PHUOC C
Ma truong Tén trudng Ky tu dau cua SBD 1a ma truong
A QUOC HOC ky tu cudi ciia SBD 1a diém wu tién.
B HAI BA TRUNG
C NGUYEN HUE
D GIA HOI

Ciu 1 Can cir vao ky tu dau cua sep dién thong tin vao TEN TRUONG
Ciu 2 Cian cir vao sBD dién DVAN va DTOAN (theo bang diém & Sheet2)
Ciu 3 Tinh ToNG theo cac yéu cau sau:

* Néu ban A hogc B thi diém Toan hé s6 2

* Néu ban C thi diém Van hé s6 2

* Cong thém diém wu tién
Ciu 4 Tinh keTQUA: Pau néu ToNG 16n hon hodc bang Piém chudn nguoc lai 1a R6t
Céu 5 Loc ra céc danh sach va ghi vao Sheet3 nhiing nguoi:

a) C6 két qua Rt

b) C6 két qua Pau va téng diém 16n hon 23
Ciau 6 Lap bao cao theo mau sau:

Hoc sinh truong Piém trung binh ) hoc sinh Pau
QUOC HOC ? ?
HAI BA TRUNG ? ?
NGUYEN HUE ? ?
GIA HOI ? ?

Ciu 7 Cot TT danh s6 theo cot TONG voi gia tri cao nhat 1 1

Bang diém (Luu trong Sheet2)
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&

SBD

DTOAN

DVAN

D90

N

D82

C71

Col

C50

B42

B31

A20

All

A00

()00 IR BN SNu IV, T IS I O, B BNoR el IV,

=<3 IN=R IV, T B S IR B VS I e ol I Y

Ghi bai thuc hanh voi tén BTAP10.XLS

BAI SO 11

@ Céac bai tap bo sung. Sir dung ham SumProduct dé giai bai toan tinh diém trung

binh cac mon theo cac hé so tuy y.

e SUMPRODUCT(mang_1, mang 2, ...)
- Ham SumProduct tinh tél}g cac tich mot cach twong Umg tir cac phan tir cia mang
1 v6i mang 2... cho dén t6i da 32 mang dugc phép st dung - cac mang nay phai c6

cung so chicu.

& Luu ¥: ham PRODUCT(sol, s02,...) thuc hién phép nhan lién tiép cac sol, so2, ...
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v6i nhau. Vi du: Product(2,4,5) = 2*4*5 = 40.
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BANG GHI PIEM

TT HTEN Ml M2 M3 M4 M5 | TRBINH
1 AN 5 7 6 8 7 6.8
2 BINH @ 8 7 9 6 8 7.5
3 SON 9 9 8 7 8.1
4 VAN | 8 7 6 9 5 7.3
5  TUAN 8 4 5 8 5.5
6 LAN 3 5 4 5 8 49
7  HOA 4 7 6 7 5 5.9
8 QUANG 5 4 3 5 4 43
9 VINH 9 9 9 8 8.8
10  THANH @ 9 7 9 8 9 8.5
*  Véi hé s6 cac mon M1 dén M5 dugce cho trong bang sau:
Mén Ml M2 M3 M4 M5
Hé s6 2 1 3 4 2

Céu 1 Can ctr vao hé s, tinh diém trung binh (TRBINH).

Goi y Piém trung binh dugc tinh bang cach ldy tong diém cac mén ¢ nhan hé sé sau d6
chia cho tong s6 cac hé sd (6 trén 1a bang 2+1+3+4+2=12). Cong thiic ¢6 dang:
SUMPRODUCT(diém, he so0)/SUM(he_so)

Trong dé @iém tham chiéu dén cdic 6 chita diém cua tirng hoc sinh; he_so ld
ving chira théng tin vé hé so.

& Hay dé y tinh huéng c6 mot sé hoc sinh dugc mién mot sé moén hoc (6 diém dé
tréng) thi cong thuc c6 con dung khong? R6 rang trong tinh hudng nay, phep
chia cho toan b tong clia cac hé sb s& lam cho diém trung binh bi thap xudng.
Thay vao d6 ta phai xét xem mon nao duwoc mién dé giam di hé sb ciia mon do.
St dung ham Sumlf ta c6 thé khic phuc tinh hudng nay:

SUMPRODUCT(diém, he_so)/SUMIF(diém, “>=0", he_so)

& Ham Sumlf lac nay c¢6 nhiém vy tinh tong cac hé sé twong tng véi cac mon hoc

c¢6 diém 16n hon hoic bang 0, do d6 s& khong tinh nhitng mén mién hoc (c6 gia

tri rSng)
Céu 2 Str dung ham SumProduct véi cac gia trj bo tri theo cot
Tén hang S6 lwgng Gia 1 Gia 2
Al2 20 3000 4000
C21 30 1000 3000
E23 25 2000 4000
D32 50 4000 5000
Téng cong (s6_luong * gid) = ? ?

& Gia sir can tinh tong cong toan bo cic mat hang trén theo don gia loai 1 ma
khong phai tinh téng ting mat hang, ta st dung ham SumProduct nhu sau:
SumProduct(so_luong, don_gia 1) s& cho két qua: 340000. Tuong tu tinh tong
theo don gia loai 2.

BAI SO 12

& St dung cong cu Solver d¢€ giai cac bai toan dac biét.
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Trong Excel c6 bd sung mot s6 cong cu manh dé gidi cac bai todn nhu: tim nghiém

ciia hé phuong trinh, giai bai toan t6i wu... d6 1a Solver (trong menu Tools). Trong
phan nay chi gidi thiéu mét so6 vi du minh hoa chirc nang nay.

Bai 1. Giai hé phuong trinh sau:

3x+4y-3z=5
4x - 2y + 62 =40
x+4y+8z="78
Budc 1. Lap mo hinh bai toan (theo mau dudi day)
A B C D
1 Bién X y z
2 | Nghiém (tam) | | 1
3
4 He s6 a b c
5 | phuong trinh 1 3 4 -3
6 | phuong trinh 2 4 -2 6
7 | phuong trinh 3 1 4 8
8
9 Gia tri tam 4 8 13
10 Muc tiéu 5 40 78

Céc 6 B2:D2 s& chta nghiém qﬁa hé,‘dﬁu tién ta cho tat ca béng 1 (va goi la
nghiém tam) va s€ dung Solver dé yéu cau tinh ra nghiém that sy.
Céc 6 B5:D7 chira hé sb ciia cac phuong trinh
Céac 6 B10:D10 chua gia tri vé phai ctia cac phuong trinh
Cac 0 ‘B9:D9 la cac gia tri trung gian tu’cmg’l'rng véi cac nghiém tam cua h§; duoc
tinh bang cach thay b nghiém tam vao vé trai cua cac phuong trinh (tong cac
tich), do do & day ta dung ham SumProduct dé tinh. Cong thirc 6 B9 s¢ la:

[B9] = SumProduct(B5:D5, $B$2:3D$2) = 4
(twong ty vaoi cac 6 [C9] va [D9])

Buéc 2. Cung cap thong tin cho Solver

co:

72

Sau khi 1ap xong mo hinh, chon 6 [B9] lam muc ti€u, va goi Iénh [Tools]Solver, ta

Solver Parameters

il

Set Target Cell $BE i | Solve

Equal To: CMax Cmpn @ yaheof: |5
~By Changing Cells:

[¢Bs2:9082
—Subiect to the Constraints;
$C410:4D410 = $C%11:40411

Close

¥

ik b
(|

Guess

Options

Change
Reset Al
elste |
= Help

L
o
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- Trong hop [By Changing Cells] ta ding mouse dé chon ving luu két qua (nghiém)
1a B2:D2 (Excel s& ty dong thém kiéu tham chiéu tuyét ddi)

- Trong ving [Subjects to the Constraints] ta nhap cac rang bugc dung lam muc tiéu
cua 101 giai. Pbi v6i viée giai hé phuong trinh, muc tiéu can dat dugc 1 cac gia tri
tam phai bang v&i cac gia tri thuc co (vé phai clia cac phuong trinh). O trude ta da
dung 6 B9 lam dich, vay con lai 2 gia tri phai dat dugc. Ta chon Add va khai bao
dang thic con lai lam muyc tiéu trong hop:

Add Constraint

Cell Reference: Constraint:

J$C$10:40810 Al =+ |=$chingodn f;,]'

] OK l Cancel - add l Help l

& St dung nit Add dé thém cac rang budc, sau khi hoan tit chon [OK] dé quay vé
hop Solver Parameters
BugGc 3. Thuc hién 1énh va két thic
Sau khi hoan tat cac khai bao, ta chon niit [Solve] dé Excel tu dong tinh va thong
bao két qua;

Solver Results E i
Solver found a solution.  All constraints and optimality
conditions are satisfied, Reports
'Answer -
& ¥eep Solver Solution ?i?ﬂ:fsiti“t?
" Restore Qriginal Values =]

i OK l Cancel [ Save Scenario. .. l Help l

& Néu dong y ¥y voi 101 giai thi chon nit Keep Solver Solution, neu khong thi phuc hdi
cac gia tri goc Restore Orginal Values va chon OK dé hoan tt.

& Cubi cung, ta co két qua nhu sau:

A B C D
1 Bién X
2 Nghiém 2 5 7
3
8
9 Gia tri 5 40 78
10 Muc tiéu 5 40 78

& Lyu y rang gia tri & cac 6 B2:D2 va B9:D9 di thay doi.

e Tom lai, dé sir dung Solver doi hdi cac yéu cau sau:

- Phai cung cép‘ day du cac tham s trong hop thoai. bac biét can hru y rang 6 dich (Set
Target Cell) can phai chura cong thire c6 lién quan dén vung nghiém, néu khong Excel s€
bao 101.

- Chi ra ving ma Excel s€ tac dong va lru két qua, & day thuong bat dau voi cac gia tri 1 1
gid tri tam thoi dé Excel c6 khoi di€ém tinh toén.
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- Cung cip diy du cac rang budc dung lam muyc tiéu dé tinh todn.
< Bai tap twong tw. Gidi h¢ phuong trinh sau
3x+4y-3z-t=26
4x -2y + 6z -T7t=10
x+4y+8z-6t=12
2x -9y +5z+3t=11
Bai 2. Xét bai toan tim cuc dai lgi nhudn nhu sau: “Mdgt nha may san xuét 3 san ph'flm
(sph_a, sph_b va sph_c) voi tién 13i twong ung trén 1 don vi san pham 1a 75, 35
va 50. Cac san pham nay doi hoi mot sb linh kién (6 loai) voi tuong quan gilta
ching dugc cho boi bang va trong bang con cho biét s6 lwong céc linh kién ton
kho. Hay lap ké hoach san xuit sao cho lgi nhuan thu duoc 1a 16n nhét.

< Dung Solver, ta 1ap md hinh bai todn nhu sau:

{nghiém la:
(x=8; y=3; z=2; t=4) }

A B C D E F
1 SPh_a SPh b SPh ¢
2 Muc tiéu san xuét > 100 100 100
3 | Linhkién = Ténkho | Yéuchu

4 Lk 1 700 400 2 0 2

5 Lk 2 850 500 3 0 2

6 Lk 3 380 300 0 3 0

7 Lk 4 500 400 2 1 1

8 Lk 5 650 400 1 0 3

9 Lk 6 450 200 0 1 1
10 Tién lai/sp 75 35 50
11 Loi nhuan 7500 3500 5000
12 Téng loi nhuan 16000

% Trong mo hinh trén, c6 cac 6 chira cong thirc nhu sau:

- Céac 6 tir C4 dén C9 chtra ham SumProduct($D$2:$F$2,D4:F4)...

- Tinh lgi nhudn bang tién 1di mot san pham nhéan véi s6 san pham

- T 5ng loi nhudn bé‘mg téng cong cac lgi nhuén cia cac san phém.

< Trong hQp thoai Solver Parameters ta khai bdo nhu sau:

- Chon 6 D12 }ém 6 dich va gia tri muc tiéu 1a Max; cac 6 luu két qua 1a D2:F2 (vi cac
gia tri khaoi dau 1a 100) va cac rang budc nhu sau:

~Subiect to the Constraints:

$C$4:$C49 <= $644:4649

§D4$2:4F$2 = integer Al add |

$0$2:4F42 >=0 — ]

@ Sau khi chon Solve, ta dugc nghi¢m 1a 107, 105 va 181 véi Téng loi nhuan la
20750.

= Bai tip twong tw. Hiy thay d6i cic tham sb va giai lai bai toan trén. Hay tim mot
bai toan tuong tu, (vi du 1ap lich san xuat sao cho chi phi thap nhat) sau d6 1lap mo
hinh va giai.®
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