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Noi dung

Téng quan vé MS Excel 2010
Dinh dang bang tinh

Cong thirc va ham

Cac thao tac voi dir liéu

D0 thi trong excel

Dinh trang va In 4n

NN s W=

Bai tap
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1. Téng quén vé MS Excel

o Khéi tao MS Excel o Di chuyén dir liéu

o Mo bang tinh da c6 o Thém&bdot Hang/Cot/d
o Ghi bang tinh
o Con tré trong Excel o An/Hién cot va hang

o Diéu chinh do rong/cao

o Di chuyén trong bang o Cic thao tic véi Sheet
tinh

o Nhap dir liu

o Sao chép dir liu
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1.1 Khéi tao MS Excel

o Mo MS Excel
> Kich diip vao biéu tugng Excel

Thanh tiéu dé
» Céc thanh phén trong cira s6 Excel

h w3 raE; ra
Thanh
ribbon
Ving soan
thao =
ff
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1.1 Khoi tao MS Excel (tt)

o Cdc Tab chinh

Home + Chifa cic nit 1énh duge sir dyng thuong xuyén
g thudng xuy!
+ Chén cic i tugng vio bing tinh nhu bing biéu, s
Insert 6, b thi..

Page Layout - Thiétlipinfn

* Chén cong thirc, dat tén viing (range),

Formulas + Kiém tra theo doi cong thire
* Thao tic d6i véi dix li¢u, danh sich,
Data  Phin tich ¥ lgu,...
s + Kiém 13i chinh ta, h3 trg dich tir, thém ch thich. ..
Reviews « Cic thiét Ip bao v¢ bang tinh. ..
View * Thiét 13p cic ché dg hién thj cita bing tinh
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1.1 Kho1i tao MS Excel (tt)

o Tao bang tinh méi
» Cich 1: Nhén vao biéu tugng New trén thanh
cong cu
» Cdch 2: Nhin t6 hop phim Ctrl+N
» Céch 3: Vao menu Chon File -> New -> New blank
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1.2 M& bang tinh da c6

o Mo bang tinh da cé (Open)
>Cich 1: Kich chudt vao biéu tugng Open trén
toolbar

»Céch 2: An t6 hop ph
»Céch 3: Vao menu

2. Chon tép cin mo

1. Chon noi chtra t§

Cira 56 Open
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1.3 Ghi bang tinh

o Ghi bang tinh (Save)

» Céch 1: Kich chudt vao biéu tuong Save trén Toolbar

» Céch 2: Nhan t5 hop phim Ctrl+S

» Cach 3: Vao menu chon File -> Save

Néu t,ép dq dwgc ghi tir trude thi lan ghi tép hién tai sé ghi lai
su thay doi ké tir lan ghi trudc

Néu tép chua duoc ghi lan nao sé xudt hién hop th‘{)l_li Save
as, chon noi ghi tép trong khung Save in, go tén 1ép can ghi vao
khung File name, an niit Save
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1.4 Hién hanh & Con tro trong Excel

o Bang tinh hién hanh (sheet):
La bang tinh hién tai dang dugc thao tac
o O hién hanh:
» La 6 dang dugc thao tdc: Al, BS,...
> Thay di 6 hién hanh: Nhin chudt vao 6 hodc sir dung phim miii
tén
o Nhdn dang con tro:
» Con tro 6: Xéc dinh 6 nao dang thao tic — c6 vién d4m bao
quanh
> Con tr6 soan thao: Hinh thang dimg mau den, nhip nhdy xac
dinh vi trf nhap liéu cho &
» Con tr6 chudt: Thay ddi hinh dang tuy thudc vao vi trf ctia né
trén trang
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1.5 Di chuyén trong bang tinh

o Cdc phim thuong ding
>Tab: Di chuyén con tré sang phai mét cot
>Enter: di chuyén con tré 6 xudng dong duéi va két
thdc nhap dir liéu
> enrvs Chuyén sang O phia trdi, phai, trén, dudi 6
hién tai
> Ctrl+home: Chuyén con trd vé& 6 Al
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1.6 Nhap liéu & Sira

o Nhdp dir liéu
> Chuyén con tro t&i 6 cAn nhép
» Delete, Backspace dé x6a ky tu
> Home, End dé di chuyén nhanh trén dong nhéap
> Esc: Két thic nhung khong 14y dit liéu da nhap
> Enter: D& chip nhan dir liéu vira nhap va két thic viéc
nhap 6 do
o Chinh sva dir liéu:
» Nhén diip vio 6 mudn chinh sira
» Thuc hién tao tic chinh stra
> Nhin Enter dé két thic
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1.7 Sao chép dir liéu

o Sao chép dir liéu

» Chon céc 6 mudn sao chép

» Nhén niit Copy hodc nhén t&
hop phim Ctrl+C

> Chuyén con tro dén 6 bén trai |:
cua vung dinh sao chép

» Nhén niit Paste hodc nhin t&
hop phim Ctrl + V

» Thuyc hién twong ty khi sao
chép cdc 0 sang bang tinh
khéc

0

Thao tdc copy dit liéu
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1.8 Di chuyén & x6a dit liéu (tt)

o Di chuyén cdc é
» Chon céc 6 mudn di chuyén
» Nhén niit Cut hogc nhén t6 hop phim Ctrl + X
> Chuyén 6 con tré 6 dén 6 trdi trén ving dinh chuyén t&i
> Nhin nt Paste hogc nhan t5 hgp phim Ctrl+V
o Xoa cdc 6
» Chon 6 can x6a
> Nhin phim Delete
» Hodc trén thanh menu chinh
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1.9 Thém&bét Hang/Cot/6

o Thém bot 6, dong, cot

» Thém/ bét dong
+ Chon dong mubn chén dong méi 1én trén né
« Trén thanh tiéu d& hang (1,2,3,...) kich chudt phai chon

Insert/delete

* Hodc trén thanh menu chon Insert/delete

> Them/bot cot -
e Chon ¢t mudn chén mai bén trai né Insert Defete Format
» Kich chuét phai -> insert /delete Cells
* Hodc trén thanh menu chon Insert/delete
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1.9 Thém&ba&t Hang/Cot/6 (tt)

o Thém é:
» Chon 6 mudn thém méi bén canh né
» Kich chudt phai ->insert
> Xudt hién hop thoai
+ Chon Shift cells right: Chén 6 tréng va ddy 6 hién tai
sang phai
. Ch9n Shift cells down: Chen 6 tréng va ddy 6 hién tai
xuong dudi
* Chon Entire row: Chen 1 dong méi 1én trén
* Chon Entire columns: chén 1 cot mdi sang trai
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1.9 Thém&bd&t Hang/Cot/0 (tt)

o Xoa vung:
» Chon viing mubn x6a
» Chon Delete
o Thay déi chiéu réng cot/ cao dong
»Thay dbi chidu rong cot
« Chuyén con tré vao canh phai ciia tiéu dé cot, biéu
tuong c6 dang
« Nhin va kéo di-T" yén xubng dudi 1én trén dé ting
giam d6 cao dong
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1.10 Diéu chinh d6 rong hang & cao cot

o Diéu chinh tw dong do rong cot
+ Nhap dip chuét vao canh phai ctia cot
o Dat do rong bdng nhau cho nhiéu cot
« Chon cdc cot muén dat do rong béng nhau
¢ Chon Columns -> Width
* Nhép d6 rong vao hop Columns width
+ Nhén OK
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1.11 An/Hién hang & cdt

o An hién cét
» An cot
* Chon céc cot mudn an
* Kich chuét phai -> Hide
» Hién cot
* Chon c6t chira céc cot dang bi an
* Kich chudt phai -> Unhide

o Lam twong ti doi véi hang
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1.12 CAc thao tac voi sheet

o Cheén thém worksheet moi [ v »| sheet1 | sheet2  sheers |3 |

® Chon biéu twong trong hinh bén
* Hodc dung t6 hop phim <Shift+F11>

= Hodc nhém Home -> dén nhém Cells -> Insert -> insert
sheet
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1.12 Cac thao tac voi sheet (tt)

o Déi tén / Xoa sheet

»> Doi tén sheet » Xoa sheet
L 3 T
L 3 ‘Bename L
Move or Copy. 1S = I Move or Copy. L
View Code L D & View Code L
potectsheet..  — 8 &y protecsneet. -
E - E
oo > - ———— Dbcowr -
L 43 L
e “ e
s
Select All Sheets 45 Select All Sheets
W45 ¥1| Sheet1 ~snestz ~sneers 3 W | Sheet1 ~sneetz -sneets 3
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1.12 Cac thao tac véi sheet (tt)

o Sdp xép thit tir cdc worksheet

»
13
1
5 Insert.
16 - Vove selected sheets
7 R Delete Tobook:
5 Rename No.xsx v
= Move or Copym— | efore sheet:
o G view Code N |55
sreets
21 @ Frotect Sheet. (move to end)
= Tab Color »
2 Hide
2 Olgesteacony
25
Select Al Sheets oK Cancel
M > M| Sheetl | Sheets s sieecs o
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1.12 CAc thao tac véi sheet (tt)

o Sao chép worksheet

15

Insert
%I ER Detete
Rename Vove selected sheets
18 Tobook:
o Move or Copy.. —___ o S
o & View Code R [Ty
Sy Proted Sheet 7
n @y e BT
2 Teb Color " inove o en
= Hide
2
- 1
Select All Sheets ===
W4 W] Bai thlrr—omymre—r—omge01g_ 5
o cancel
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1.12 Cac thao tac véi sheet (tt)

o Déi mau cho sheet tab

Kich chudt phai vao sheet tab can déi mau -> Tab color -> chon
mau can doi

2 nsert
22 A Delete

2 Rename

i Move or Copy. Theme Colors ]
& View Code H EEEEEE

%

G Protect sheet

[ —— | [ (111 (1%

Standard Colors

B — -m EEEEE
31 Select All Sheets o Color
W <> ¥ WETTEW Bing ngi7 BaNgWONg YIS
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2. Pinh dang bang tinh

o Font chir

o Can 1

o Déng khung

o Tron 6

o Xudng hang (Wrap text)

o Pinh dang dir li¢u (ndi dung)
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2.1 Font chir

o Dinh dang font chir

Thay ddi kiéu chi (font)

Mau chir -
-~ Font color

3 Capy -

¥ Format Painter

B-Dim
I Nghiéng

U — Gach chin ;
D swssent
Chinh duémg vién— (i £
Border | S etiiot Aot
Gidng vién: Nguyén Gia Quang Pang Trung tam Tin hoc
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2.2 Canleé

o Pinh dang can 1é

Huong cha - ———
L Orientation ‘ Tu déng nglt tr

Home | Inset  Pagelayout  FormulaiN Review

Calibri MR W

2-A- 5
i Tang / giam 1 trdi -
el Increase / Descrease Indent
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2.3 bong khung

o Thay déi khung (dwong vién):
>Cp()n 6 hodc ving mudn thay
doi duong vien :
»Nhén chudt vao hinh tam giéc;
trong nut border trén thanh
menu :
»Chon more border
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2.3 bong khung (tt)

o Chi tiét trong thé border

Ap dung cho
duong vién bén
trong

Chon kiéu
duong thang
muén tao

Chon mau vién

Ap dung cho
duong vién ngoai

Hoic thiét 1ap
tiy y cho cic
vién
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2.4 Tron o

o Tron nhiéu 6 thanh mot 6:
»Chon cdc 6 mudn tron

S5 Wrap Text

a4 Merge & Center ~

Alignment

»Hodc vao:
» Fomat cells -> chon thé Aligement
+ Nhin chon Merge cells
+ Nhén OK
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»Nhién niit Merge and Center trén thanh menu
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2.5 Xudng dong (Wrap text)

o Dat thugc tinh Wrap text cho é
»Cho phép hién thi dit liéu bing nhiéu dong
»PAu tién chon 6 hoiic viing 6 mubn thiét 1ap

* Trén thanh menu chon Wrap text

5 Merge & center ~

Alignment
Hé s6
ey
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2.6 Pinh dang dir liéu (tt)

o Danh sdch cdc kiéu dir liéu
»General: Dang chung
>Number: Dang s6
> Currency: Dang tién t&
»Date: Dang ngay thing
»Time: Dang thoi gian
»Text: Dang van ban
»Custom: Nguoi dung tu dinh nghia
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2.6 Dinh dang dir liéu (tt)

o 86 thuc

» Chon 6 chtra sb thuc can dinh
dang

» Chon thé Format (kich chudt
phai vio viing cin dinh dang)

* Chon Number trong danh sich
Category
— Decimal place: s chir s6 phan
thap phan o) Lo
— Use 1000 Separator (,): Chon
dau ngan céch phan nghin
— Nhén OK dé két thiic
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2.6 Pinh dang dir liéu (tt)

o Dang ngay thdang
» Khi mac dinh 1a ngay/thang/nam (mm/dd/yyyy hodac
mm/dd/yy)
> Chon 6 ngay thang mudn dinh dang
» Kich chudt phai chon Fomat cells
» Chon thé Number -> Custom
+ Sau d6 nhép kiéu dinh dang méi trong hép type, Vi du
dd/mm/yyyy
+ Nhan OK dé két thic
Chii y: khi nhap dit liéu ngay phai theo dinh dang ctia mdy tinh hién
hanh.
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2.6 Pinh dang dir liéu (tt)

o Dang tién 1é
»Chon 6 muén dinh dang
»Kich chudt phai chon Fomat
cell -> Number -> Custom
* Trong 6 Type ddnh mau
###0[$VND]

— Chit VND c6 thé dénh tiy bién
— #.4##0 12 phan dinh dang s6. Ta ¢6

thé dinh dang 1 hodc 2 s6 sau dau “,”
la #,##0.0 hodc #,##0.00

+ Nhin OK dé két thic
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2.6 Pinh dang dir liéu (tt)

o Dang phan trim
» Chon 6 can dinh dang
» Kich chuét phai chon Fomat
cells

» Trong Fomat cells chon
Percentage | pem—

+ Decimal place: S8 chit sb
phan thap phan
+ Nhén OK dé két thiic
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2.6 Pinh dang dir liéu (tt)

Ngoai cdc thao tdc trén ta ciing c6 thé ding thanh cong cu cé san

trén menu dé dinh dang L
Chon kiéu hién thi

WrapTet
Merge & Center © E

Nimber

Thém déu
ngan cich

Téng giam
'[ |§ : s0 hién thi
Kitu tién ¢ Kiéu ty 1¢ % sau déu thap
phén Emi
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3. Cong thirc va ham

o Tao 1ap cong thirc
o Céc loai dia chi
o Céu tric ham

o C4c ham thong dung

3.1 Tao lap cong thirc

o Tao cong thirc $6 hoc don

ThanhyFormula
glan \
> Ludn go déu “=" trude ¥
cong thire. Vi du: =6+7 o T B B T e

> Nhén Enter dé két thic

> Noi dung cong thirc duge
hién thi trén thanh Formula

> Sir dung déu “()” dé thay

ddi d6 wu tién cua cdc e
phép todn trong cong thirc
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3.1 Tao lap cong thixc (tt)
o Cdc thanh phan co ban ciia cong thire
Todn tir Ham Dia chi
TZOOO*IF( 1=<1,1000,C3)
Déu bing
Tri s6
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3.1 Tao lap cong thic (tt)

o Phan biét “6” va “vung”
» Dia chi m6t 6 trong excel dugc xdc dinh boi
= Tidu dé cot
= S thu ty dong
= Vidu: B11
» Mot viing trong bang tinh dugc xéc dinh bing

phai cua vung
= Vidu: F4:F9

Giing vién: Nguyén Gia Quang Ding Trung tam Tin hoe

= Pja chi cta 6 & géc bén trdi cia ving + déu “:” + dia chi 6 bén
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A Py 7
3.1 Tao lap cong thirc (tt)
o Cdc phép todn so hoc va so sdnh

»Cong : +

» Tru: -

» Nhan: *

» Chia: /

»Mi: A

» Lon hon: >

» Nho hon: <

> Lén hon hogc bang: >=

> Nho hon hoic bing: <=

» Khéc: <>
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A A ,
3.1 Tao lap cong thirc (tt)
oViduveé “6” va “vang”

f A B c D 3 F G
1 STT Ho va tén Gidi tinh Noi sinh | Chirc Vu !:f':: Thyec linh
2 1 |Tran Van Cong Nam [Ha Noi | &5) 10 10,000,000
3 2 |Phan Thu Tran Nt [Nam Dinh__[Pho GD s 500,000,
4 3 |PaoHéng Ngoc NI [Bic Ninh Pho GD 9
5 i [N [Cao Bang ‘niomg Phong s
0 E §
7l 7
8 5
9 5

“Trung tAm Tin hoc
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3.1 Tao lap cong thirc (tt)

o Sao chép céng thirc
> Nhin chudt vao 6 muén sao chép
» Pat con tré vao géc phai bén dudi 6
> Biéu turong chudt chuyén thanh biéu twong déu thap mau
den nét don

» Nhén chudt tréi va kéo dén vi tri cin 4p dung corlg thirc

1 | Tran Quoc Ash 7/4/1981 6 9 8 74
2 |Pham Thu Ash 1519848 5 5 2
3 |Nguyen Thi Hong. 6/3/1982) 5 2 8 5
4 |Phan Aah Dix 4anos) 7 8 9 20
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3.2 Cac loai dia chi

o Dia chi twong doi

»La loai dia chi sir dung trong cong thirc hoac ham
ma khi sao chép cong thirc hodc ham d6 thi dia chi

nay tw déng thay ddi A — e )
>Vi du:

= Tai 6A3¢6 CT=C1+D1
= Copy cong thirc 6 A3 xudng A4 thi cong thirc thay déi

thanh =C2+D2 S T R
.
3 6000
5
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3.1 Tao lap cong thirc (tt)

o Mét s6 16i hay gap
> #iH#: Khong du do rong cia 6 dé hién thi
>#VALUE!: Dit liéu khong diing theo yéu ciu ciia cong

thirc

»>#DIV/0!: chia cho gias trij 0
»>#NAME?: Khong xdc dinh dugc vi tri trong cong thic
> #N/A: Khong c6 dit liu dé tinh toan
»>#NUM!: Dit liéu khong diing kiéu sb

= Sira lai cho phit hop yéu cau
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3.2 Cac loai dia chi (tt)

o Dia chi tuyét déi
> Khong thay dbi khi sao chép cong thic
» C6 thém cdc ky tu $ truge ph?m dia chi cot hodc dong
» Vidu: $AS$1, $A$1:$BS5,...

Vidu:
= - = B
% E - & ¢ . ool 1006

1 [ soo] 1009 2
z 3 eow
3 [=5C$1+5051 = S

1 s
o .

AN ” e(¢]acrygy ———3 Khicopy sang 6 A4 CT van
Tai 6 A3 ¢6 CT =$C$1+$D$1 12 =$C$ 14$D$1

Dé sir dung dia chi tuyét ddi ta thém du $ vao trude cft va
hang hoac nhan F4
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3.2 Cac loai dia chi (tt)

o Dia chi hén hop

> iy 1a loai dia chi két hop ca tuong ddi va tuyét dbi, khi sao
chép cong thire chi 1 phan bi thay doi R —
» Vidu: i [ oo e

2 ms

Tai 6 A3 ¢6 cong thirc =C$1+$D1 L

Copy cong thirc sang 6 A3 sang 6 A4 cé)ng thirc nay la
=C$1+$D2 Ta T s [ < ] o
- |

bPé su dung dia chi hdn hop ta thém déu $ vao trude cot hodc
hang (c6 thé nhan phim F4 nhiéu lan)
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3.2 Cac loai dia chi (tt)

o Tén mién (tén vung dir liéu)
» Tén mién 12 nhan duoc gdn cho mdt hoac nhiéu 6
> Ciéc 6 c6 thé dinh vi & bét ky Sheet nao trong Workbook
> Tén mién g@)m cdc 6 ¢6 thé lién k& nhau hodc ndm & vi trf rdi nhau
> C6 thé chon tén mién trong hop Name Box
Vi du: Ta gén ving $B$22:$C$26 12 CongTy -
2

o Chii y: khi copy cong thirc ¢6 dung tén mién thi tén mién s&
khong thay doi dia chi
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3.2 Cac loai dia chi (tt)

o Cdch tao tén mién dir liéu

Tén mién ko duogc
chita khoang
trong dai ti da
255ky tr

Tén mién ngin
gon d& nhé m6 ta
diing § nghfa cho
mién dl

:
h

! " L3
s Diteen mién
s

;

s PENY
% Pham vi tén mid

Dia chi mién
dang djt tén
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3.2 Cac loai dia chi (tt)

o Quan Iy cdc tén mién

Na Name Manager

= new,
2 Name RefesTo 7 sope  Comment
3 pong Shectiisasi:ds:  Workbook
a
s
s
7
s
)
10
= < >
12
1 =
1a —
15
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3.2 Cac loai dia chi (tt)

o Sudung tén mién:
> Trong khi g6 cong thitc hodc ham néu diing t&n mién trong cong thirc
hodc ham ¢6 thé thuc hién theo hinh duéi:

sum < X v f] =sum(

B c [ » [ & £l e [ n [ 1 3

A
F i
2

» Néu nhé tén cé thé gé truc 1iép vao cong thire
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3.3 C4u trdac ham

o Gidi thiéu
> <tén ham>(ddi s6 1, ddi s6 2,...,dbi sé n)
> Ddi s6 ¢6 thé 1a
* Gid trj kiéu sé,xau...
* Dia chi 6 hodc ving 6
¢ 1 ham khac
o Nhdp ham
> G truc tiép vao 6 theo dang
=<TenHam>(di s6 1, d6i 56 2,...)
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3.4 Cac ham thong dung

Ham co ban p—
« SUM fe | =sum(E3:E12)
— Cu phdp: Sum(numberl,number2,...) | ® £
— Tinh téng cua céc gid tri sb trong danh
sdch, hoac mang so6
— Vi du: Sum(6,7,8,9)=30,
Sum(A1:B7),...
* AVERAGE
— Tra lai gid tri trung binh cong
clia céc s& trong danh sach
— Ci phiap AVERAGE(numberl,
number2,...) |zumiEzE2)
Ging vién: Nguyén Gia Quang Diing Trung tim Tin hoc Slide 53 /130
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3.4 Cac ham théng dung (tt)

* COUNT

o1 - fe| =COUNT(ALB2)

— Pém nhimg 6 chtaditligula , *, °, © oy
s0 trong vung 2 s 8

— Ct phép:

COUNT(Valuel, Value2,...)

« COUNTA

— Dém nhimg 6 chira diligu %o o S
trong viing Bl Jumn ]|

— Cu phép: :

COUNTA(Valuel, Value2,...)
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3.4 Cac ham thong dung (tt) 3.4 Cac ham thong dung (tt)

* SUMIF * SUMIFS
— Cu phdp: SUMIF(range, criteria, sum_range) — SUMIFS(sum_range, criteria_rangel, criterial,
Ha inh t6 ic 6 the an didu kié criteria_range2, criteria2,...)
— Ham tinh tong cac 6 thoa man dicu kien — Ham tinh tdng c6 tir 2 diéu kién tr lén
» Range: Vung diéu ki¢n s€& duoc so sanh .s o An tinh t ¥
« Criteria: Chudi mo ta didu kién. Vi du “10”, “>=20" Hm._Tange: Viing can tn long

. P A N N « Criteria_rangel: ving chtra diéu kién 1
» Sum_range; ving duoc tinh tong. Cac 0 trong viing nay sé Criterial: chudi mo ta didu kién 1

dugc tinh tong néu cdc 6 twong ng trong vung range thoa ¢ Lnten N A 1A
~ A A A A 2z N X ~ . VI
min diéu kién. Néu khong c6 sum_range thi ving range s& Cr?tcr?afrar{gcz ung ih“afhc"‘ kién 2
duoc tinh « Criteria2: vung chtra diéu kién 2
e Vidu: [ - £ | =SUMIF(AL:AS,">=3",B1:85) . b1 - 7o | ~SUMIFS(AL:A7,AL:A7,">—10",C1:C7, "nam"}
i A B c D E F A [ g 1] E * G H
3 o1 o = nem =]
2 2 : B nem
3 3 B a = e
. — 5 : a
2 ° 2 ’ as ni
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3.4 Cac ham théng dung (tt) 3.4 Cac ham théng dung (tt)

« COUNTIF « COUNTIFS
— COUNTIF(range, criteria) — COUNTIFS(criteria_rangel, criterial, criteria_range2,
? criteria2,...)

— Dém cdc 6 thoa man diéu kién criteria trong viing _ Ham dém tir 2 didu kién tro 1én

range « Criteria_rangel: viing chira diéu kién 1
* Range 1a viing dicu kién s& duoc so sanh * Criterial: chudi mé ta diéu kién 1
+ Criteria: 12 chudi m6 ta diéu kién * Criteria_range2: Viing chira diéu ki¢n 2
& ~ e[ =COUNTIF(A1:A7,"10)  Criteria2: chuoi mé ta diéu kién 2
AT s b‘ o 3 G . '\ o -G &l coumrsmpn wcicinw)
z : : £  —
a » f .
: B a P
5 B B 2
B - : 2
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3.4 Cac ham thong dung (tt) 3.4 Cac ham théng dung (tt)

TMAXC + ROUND
— Tra lai s6 16n nhat trong danh o - f | aiaL) B NV L.
z:é’Chh’ it o < ﬁ{ : —Lam tron dén mot so thdp phan nhat dinh
— Ciu phap: & * Cd phdp ROUND ber, digit:
MAX(numberl,number2,...) B I,JP ap (number, num_digits)
_ Vidu: - * Vi du: Round(2.5678,2)=2.57
MAX(10,20,30,15,2,3)=30 — num_digits: ¢6 thé 4m, 1am tron trude diu chAm
* MIN Clipbosid Font A ipboard Font ] Al
— Tra lai s6 nho nhat trong danh o - £ Mniaise) a - f< | =ROUND(AL,2)
Séch II 2 1 2 2 £ u 7] £ A B C D E
—Cd phflp: ; 12 ® * :| 2.5678 2.57
MIN(numberl,number2,...) h
— Vidu: MIN(10,20,15,30,2,3)=2
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3.4 Cac ham thong dung (tt)

* RANK
— RANK(number, ref [,order])

— Tra vé& thir hang ctia number trong ref v6i order 12
cach xép hang
* Néu order Ia 0 hofic bo qua thi ref dwoc hiu 1a ¢6 thir oy
giam

* Neéu order <>0 thi ref s€ c6 thur tu tang
* Vidu: Chi y: Phai tri tuyét di
a - | “rANKALSASIAS 70 3
> = - r s viing ref
1 B —
B s 5
5 B 4
5 z 7
. 5 B
B - H
B 2]
s
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3.4 Cac ham thong dung (tt)

Cac ham xir Iy chudi (text)
* LEFT
— LEFT(text, num_chars)
— Tra vé num_chars ky tu bén trai chudi text

3.4 Cac ham théng dung (tt)

< MID
— MID(text,start_num, num_chars)
— Tra vé chuoi c6 do dai num_chars bat dau tir vi tri start_num cua chuoi

text = = 5
1 |Trung tam tin hoc VT Ha Noi finboc 1
« INT 2
— Travé sbnguyén 16n nhat khong vugt qua number
— INT(number)
* VALUE
— VALUE(text)

. Chuyén chudi ¢6 dang 56 thanh tri s6
* Vidu: =VALUE(“123")+2-> 125
« LEN(text): Xéc dinh dj dai chuoi
* TRIM(text): Cat khoing trang hai dau chuoi
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3.4 Cac ham thong dung (tt)

* Vidu dp dung

A B G D

Nhém ham x@ ly chudi

X0 Iy cach 1

X I cach 2 Két qua
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B1 - Je | =LEFT(ALS)
A B C
1 |Trung tam tin hoe VT Ha Ngi [Trung 1
e RIGHT
— RIGHT(text, num_chars)
— Tra vé num_chars ky tu bén phai chudi
Bl - # | =RIGHT(AL3)
A B C
1 |Trung t3m tin hoc VT Ha Néi Il\m 1
Giing vién: Nguyén Gia Quang Ding Trung tim Tin hoc Slide 62 /130
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3.4 Cac ham théng dung (tt)
* Vidu
A | B c D E
1 Nhém ham xt ly chudi
3 Chudi X0 Iy Két qua
4 | Trung Tam Tin Hoc |=LEFT(A4,5) =+ |Trung
5 | Trung Tam Tin Hoc [=LEFT(A5) ¥ |T Mac dinh 1
6 Trung Tam Tin Hoc |=RIGHT(A8,3) > |Hoc
7 |_Trung Tam Tin Hoc |=RIGHT(A7) Ll Mac dinh 1
8 Trung Tam Tin Hoc [=RIGHT(LEFT(A8 9),3) > [Tam Két hop ham
9 | Trung Tam Tin Hoc |=MID(A9,7,3) > |Tam
10 Trung Tam Tin Hoc |=MID(A10,11,20) *» |Tin Hoc
11 Trung Tam Tin Hoc [=LEN(A11) > |17
12 Trung Tam Tin Hoc |=LEN(A12) 21
13 Trung Tam Tin Hoc |=LEN(TRIM(A13)) e M7 Két hop ham
14
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3.4 Cac ham théng dung (tt)
* Vidu
A B G o] E
1 Nhém ham dbi kiéu
3 Gia tri X Iy Két qua
4 ANO345  |=RIGHT(A4,3) [@:x=2x:> (345 Chudi ‘
5 ANO346  |=VALUE(RIGHT(A5,3)) 346
6 ANQ347  |=RIGHT(A6,3)*1 347
o 150000  |=TEXT(A7,'###0.00") 150,000.00 Chudi ‘
8 150000  |=TEXT(A8,"###0.00" & " vnd" 150,000.00 vnd _ [Chudi \
9 15X =LEFT(A9,2)'= 15 FALSE
10 15X =LEFT(A10,2)*1 = 15 TRUE
1 15X =VALUE(LEFT(A11,2)) =15 TRUE
12
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3.4 Cac ham thong dung (tt)

Két qua tra vé 1 chudi:

LOWER(text) Chuyén d6i chudi thanh chi thuéng.
UPPER(text) Chuyén déi chudi thanh chi Hoa.
PROPER(text) Chuyén déi ky tw dau thanh chi Hoa.
Toan tir & Phép néi chubi.

Giing vién: Nguyén Gia Quang Ding Trung tam Tin hoe Slide 67 /130
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3.4 Cac ham thong dung (tt)

* Vidu
A B c D E

1 Ciing thific Két qua
2 trung tAm tin hoc =UPPER(A2)  TRUNG TAM TIN HOC
3 TRUNG TAM TIN HOC =LOWER(A3) trung tam tin hoc
4 trung t&m tin hoc =PROPER(A4) Trung Tam Tin Hoc
5 Trung Tém Tin Hoc =A5&" "&B5  Trung Tam Tin Hoc
6
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3.4 Cac ham théng dung (tt)

-L4y gi4 tri ngay cia 6 dir lieu

DAY( serial_number) ngay thang nam

MONTH( serial_number ) :;%%Léé:;t:gag cda 6 dir liéu

YEAR( serial_number) :;igtﬁé:;”néé?f”a 0 di ligu

-Cho két qua tuwong &ng gi4 tri

DATE( Year,Month,day ) kiéu ngay théng nam

TODAY( ) —TEa ve ngay hién hanh cta hé
thong
Gidng vién: Nguyén Gia Quang Ping Trung tam Tin hoc Slide 69 /130

3.4 Cac ham théng dung (tt)

.
* Vidu
A B C D
1
2 Gia tri ngay Céng thire Két Qua
p 22/12/2011 =DAY{A3) 22
4 23/12/2011 =MONTH(A4) 12
5 24/12/2011 =YEAR(A5) 2011
5 =DATE(2011,4,30) 40663
7 =DATEVALUE("04/30/2011") 40663
8 14/02/2011 =A8=2/14/2011 FALSE
9 14/02/2011 =A9="02/14/2011" FALSE
10 14/02/2011 =A10=DATE(2011,2,14) TRUE
1n 26/03/2011 3/12/2011 =A11-B11 14
12 =B11-A11 14
13
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3.4 Cac ham thong dung (tt)

SECOND( serial_number) ~ -2Y 9id ri gidy cda 6 di ligu gio
phut giay.

MINUTE( serial_number)  -2Y 9id tri phit cda 6 dir liéu gio
phat giay.

HOUR( serial_number) La),/ gleitr! gior cia 6 dir liéu gio
phat giay.

Cho két qua twong (ng gia tri

TIME( Hour,minute,second ) Kidu gior phit gidy.

NOW() Tré vé ngay gio hién hanh ctia he
thong.
Giing vién: Nguyén Gia Quang Diing Trung tam Tin hoc Slide 71 /130
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3.4 Cac ham théng dung (tt)

* IF
— Cu phép: IF(logical_test,
valueﬁifftrue, a - fe | <AL= DA’ Trvot)
value_if_false) i .
— Tra vé gid tri value_if_true ‘-
néu biéu thuc logical test i s
ding nguoc lai tra vé gid tri  * ¥
value_if false 7 .
ALY J )
— Vidu: IF(A1>=5, “Dau”,
“Truot™) .
— Chd y: C6 thé stir dung ham
IF 16ng nhau
Ging vién: Nguyén Gia Quang Ping Trung tam Tin hoc Slide 72 /130
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3.4 Cac ham thong dung (tt)

* AND
— AND(logicall, logical2,...)
— Tra v& gia tri TRUE néu tit ca cdc diéu kién 1a
TRUE, ngugc lai trd lai FALSE
+ Luu §: Céc biéu thirc logical phai c6 ddy di ca 2 vé, va
khéng dugc 16n hon 2 vé trong 1 biéu thirc

D1 - fc | =AND(A1>10,C1="nam")
A B [ D E F
il 34 nam TRUE 1|
2
3
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3.4 Cac ham thong dung (tt)

* OR
— OR(logicall, logical2,...)
— Tra v& gia tri FALSE néu tat ca cdc biéu thuc didu
kién sai, ngugc lai trd vé TRUE

D1 - Jx | =OR(A1>10,C1="n{")

A B C D E F
1 34 nam TRUE )
2

3.4 Cac ham théng dung (tt)

Ham tim kiém
* VLOOKUP
— VLOOKUP(lookup_value, table_array,
col_index_num, range_lookup)
— Tim gid tri lookup_value trong cdt trdi nhat cua bang
table_array theo chuan do tim range_lookup va tra vé
vi trf twong ung trong cdt thir col_index_num
+ Range_lookup = 1: Tim twong ddi, danh sich céc gid tri cAn
do tim ctia bang table_array pahir sap xép theo thir tu tang
dan. Neéu khong tim thay s¢ tra vé gid tri lon nhat nhwung
van nho hon lookup_value
* Range_lookup = 0: tim chinh xdc. Néu ko tim thay s& tra vé
loi
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3.4 Cac ham thong dung (tt)
p 2 5 I B
e Vidu: |. Mmmm‘
[2N\D  J=VLOOKUP[a25A511:3B5162.0)
3 HB [ VLOOKUP(lookup_valus, table_array, col index num, [range lookup]) |
4 NT
5 HB
6 ND
7 ND
8 HD
9 TB
©
11 M trwomg | Tén truong.
12 ND
13 HB
14 [NT g &
15 HD |Hai Duong
e —
Luu y: Phai tri tuyét doi bang phu can lay
Slide 76 /130

Giing vién: Nguyén Gia Quang Pang “Trung tim Tin hoc

3.4 Cac ham thong dung (tt)

« HLOOKUP

—HLOOKUP(lookup_value, table_array,
row_col_index, range_lookup)

—Tim gié tri lookup_value trong dong trén cling cta
bang table_array theo chuan do tim range_lookup,
tra vé gid tri trong ing trong dong thir
row_index_num (n€u tim thay)

— Y nghia céc ddi s giéng nhu ham viookup
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3.4 Cac ham thong dung (tt)
* Vi du 1 )ﬁh’lli;:g }@( ¢ o £ £ 8

2[ND )=HIDOKUP(a2$A8125F51320)

3 HB [HLOOKUP(lockup_value, table_array, row,_index_num, [range_lookup]) |
NT
HB
ND
7 [ND
8 HD
3 TB
10
1
12 Miouong  |ND [EB [~T |Eis) [t 7
13 [Tenwuwong  |Nguyén Du|Hoa Binh |Nguyén Trdi |Hai Duong | Thi Binh|

EYAES
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3.4 Cac ham thong dung (tt)

Cac ham co sé dir liéu (database)

— Cdc ham co s¢ dit liéu (CSDL) mang tinh chét
théng ké nhirg mAu tin trong CSDL ¢6 trudng
théa didu kién ctia ving tiéu chuén da duoc thibt
lap trudce.

 Cd phédp chung:
=tén ham(database, field, criteria)
— Database: Pia chi ving CSDL
— Field: c6t can tinh todn
— Criteria: dia chi ving diéu kién

Giing vién: Nguyén Gia Quang Ding Trung tam Tin hoe Slide 79 /130
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3.4 Cac ham thong dung (tt)

* Cic ham CSDL
-DSUM
—DAVERAGE
—-DMAX
— DMIN
—DCOUNT
—DCOUNTA
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3.4 Cac ham théng dung (tt)

+ DSUM (database, field, criteria) : Cong céc sb trong mot
¢t cua mot danh sdch hay cua mot co so dir li¢u, theo mot
diéu kién dugc chi dinh.

* DCOUNT (database, field, criteria) : Dém céc 6 chira s0
li¢u trong mot cdt cua danh sach hay cdc tri cia mét co s&
dir liéu, theo mot diéu kién duoc chi dinh.

* DCOUNTA (database, field, criteria) : Dém céc 6 "khong
rong" trong mot cot cua danh sach hay cdc tri ciia mot co s&
dr ligu, theo mot dicu kién duoc chi dinh.

* DAVERAGE (database, field, criteria) : Tinh trung binh
cdc gid tri trong mot cot cia danh sdch hay céc tri cua mot
co so dit liéu, theo mot dicu kién dugc chi dinh

Giing vién: Nguyén Gia Quang Ding Trung tam Tin hoe Slide 81 /130

3.4 Cac ham théng dung (tt)

« DMAX (database, field, criteria) : Tra vé tri 16n
nhat trong mét cot cuia mot danh séch hay cua mot
co s& dir liéu, theo mot di€u kién duoc chi dinh.
DMIN (database, field, criteria) : Tra vé tri nho
nhat trong mét cot cia mot danh sach hay ctia mot
co s¢ dit lidu, theo mot didu kién dugc chi dinh.
DRODUCT (database, field, criteria) : Nhan cac
gid tri trong mot cOt ciia mot danh sach hay cta
mot co s& dir lidu, theo mot didu kién dugc chi
dinh.
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3.4 Cac ham thong dung (tt)

* Vidu: Vi ham DSUM

sum - (* X & f| =DSUM(AL:D7,D1,61:G2)
A B c D E/?? G H
1 Tén |Déi twgng | N ?nhhoc Diem Pidu kién Déi twong|
2 Hoa A Tosn 8 ¥
3 Binh B Ly 7
4 Lan B Van s
5 Phuong A Héa 7
6 Lih A Sinh 5|
7 [Tuan B [Eloa 6]
8

9 Tinh tong diém ciia nhimg ngwdi thugc dbi tegng A
10 [=Dsum{a1D7.D1,61:G2)
i

Chii y: Phai lap diéu kién ra bén ngoai nhu hinh
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3.4 Cac ham thong dung (tt)
1 BANG THANH 'T()Al\} LUONG

S6 Ngay Luong
con cong OB

" riewxT
=a

Vi du 1: Téng s8 nhan vién c6 M3 KT 1aAva c6 s6 con >2

E E
15 DEVDL ‘ 15 DEVDL
16 [=AND(G3="A",H3>2) 1o TRUE
@ G

15| =DCOUNT($A$2:4L412,E2$ES15:9ESL6) - 5| 2
=DCOUNTA ($A92:9L912, F23ES15:9ES16) o 2

16
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Tin hoc cdn ban

11/05/2020

3.4 Cac ham thong dung (tt)

Al s | x| 1

. BANG '1 HANH IOAN LUGNG

3.4 Cac ham thoéng dung (tt)
Mot s6 vi du
* Véi vung database 1a A5:E11.

Vi du 2: Téng s8 con clia nhan vién c6 Ma KT 13 A va ¢6 s6 con >2

E E
15 DKVDL 5| DKYVDI
16 |=AND(G3="A" ,H3>2) 16 TR[E
G
15| =DSUMGAYISLILL SRS SHES G ‘ h
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1
2

£

a

s

& Apple is 20 14 105
4 Pear 12 12 10 26
= Cherry 13 14 9 105
s | #Apple 14 1is 10 75
;D Pear ) 8 8 76.8
11| Apple s =1 5 as

(Giang vién: Nguyen Gia Quang Dang “Irung tam tin hoc Suae oo 1 100

3.4 Cac ham thong dung (tt)
Mot s6 vi du
* Ham DAVERAGE()
Tinh trung binh cdc gid tri trong mot cjt cuia danh séch hay
céc tri cua mot co s& dit liéu, theo mot diéu kién dugc chi
dinh.
+ Ci phap: = DAVERAGE(database, field, criteria)
Vi du: (Xem bang tinh ¢ bai 1)
* =DAVERAGE(AS5:E11, "Yield", A1:B2) = 12 (trung binh
lgi tirc clia cac cdy tdo cao trén 10 feet)

= DAVERAGE(AS:EIlI, 3, AS:E11) = 13 (trung binh tudi
cua tat ca cdc cay c6 trong database)
(Cot Age tudi 6 vi trf s6 3)
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3.4 Cac ham thong dung (tt)
Mot s6 vi du

* Ham DCOUNT(),
Bém cédc 6 chura 56 liéu trong mét cot ciia danh sdch hay cac
tri cia mot co s& di liéu, theo mot didu kién duoc chi dinh.
Trong ham DCOUNTY), dbi sb ﬁeld la tily chon. Néu bo qua
d6i so nay thi DCOUNT() s&€ dém tat ca cdc mau tin trong
co s¢ dir liéu theo didu kién duogc chi dinh.

« Cia phap: = DCOUNT (database, [field,] criteria)

Vi du: (Xem bdng tinh ¢ bai 1)

+ =DCOUNT(AS:ELL, "Age", BI:F2) =
(tim trong database tht ca nhimg mau tln 6 Height nim
trong khoang 10 dén 16, réi ¢ém xem trong s6 nhirng méu
tin tim dugc nay c6 bao nhiéu mau tin c6 chira s6 liéu & cot
Age)
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3.4 Cac ham thong dung (tt)
Mot s6 vi du

* Ham DCOUNTA() _
Dbém cac ”khéng rong" trong mot cot cua danh siach
hay céc tri cua mot co s& dir li¢u, theo mét dicu kién
duoc chi dinh.
Trong ham DCOUNT(), 6i sb field 1a tuy chon. Néu
bo qua dbi s6 nay thi DCOUNTY() sé dém tat ca cac méu
tin trong co s¢ dir liéu theo diéu kién dugc chi dinh.

» Cu phap: = DCOUNTA(database, [field,] criteria)
Vi du: (Xem bang tinh ¢ bai 1)

* = DCOUNTA(AS:E1], "Profit", B1:F2) =
(tim trong database tit ca nhu'ng mau tin c6 Helght nim
trong khoang 10 dén 16, r6i ¢ém xem _trong so nhiing
mau tin fim dugc niy c6 bao nhiéu mau tin & ¢t Profit
khong rong)
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3.4 Cac ham thong dung (tt)
Mot sd vi du
+ Ham DMAX() |
Tra vé tri 1on nhat trong mot cdt cua mot danh sach hay
ctia mot co s& dir liéu, theo mét diéu kién duoc chi
dinh.
» Ci phap: = DMAX(database, field, criteria)
Vidu: (Xem bang tinh o bai 1)
* =DMAX(A5:EL11, "Profit", A1:A3) = 105
(tim trong database loi nhuén l6n nhat thu dugc tu
Apple va Pear)
* Ham DMIN()
* =DMIN(A5:El11, "Profit", A1:B2) =75
(tim trong database loi nhuén thap nhat ciia nhirng cay
tdo c6 d0 cao trén 10 feet)
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3.4 Cac ham thong dung (tt)
Mot s6 vi du
* Ham DSUM)()
Cong cdc so trong mot cot cia mot danh sach hay ciia mot
co 8O dit liéu, theo mét dieu kién dugc chi dinh.
+ Ci phap: = DSUM(database, field, criteria)
Vidu: (Xem bang tinh ¢ bai 1)
* =DSUM(AS:E11, "Profit", A1:A2) = 225
(Tong loi nhudn tir cdc cdy tdo)
* Ham DPRODUCT()
Nhén céc gia tri trong mdt cdt cua mot danh sdch hay cua
mot co 8o dir liu, theo mot diéu kién duoc chi dinh.
+ Ci phap: = DPRODUCT (database, field, criteria)
Vidu: (Xem bang tinh ¢ bai 1)
* =DPRODUCT(AS:E11, "Yield", A1:B2) = 140
(nhan cdc 1oi tirc cua nhitng cay tdo ¢ do cao trén 10 feet)
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3.4 Cac ham thong dung (tt)

* DGET (database, field, criteria) : Trich mot gia tri tir
mot cot cia mot danh sach hay co s¢ dir liéu, khdp voi
diéu kién dugc chi dinh.

* DSTDEV (database, field, criteria) : Ugc luong do
léch chuan cua mdt tap hop theo mau, bang cich sir
dung céc so li¢u trong mot cot ciia mdt danh sach hay
ciia mdt co so dir liu, theo mot dicu kién duge chi
dinh.

* DSTDEVP (database, field, criterig) : Tinh d6 léch
chuan cua mot tap hop theo toan thé céc tap hop, bang
cach st dung cac so liéu trong mot cft cia mot danh
sdch hay cua mot co s¢ dir licu, theo mét dieu kién
dugc chi dinh.
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3.4 Cac ham thong dung (tt)

+ DVAR (database, field, criteria) : Ugc lugng su bién thién
cua mot tap hop dua trén mot mau, bang cach su dung cic
50 liéu trong mot cot ciia mot danh sach hay cua mot co s&
dir liéu, theo mot dieu kién duoc chi dinh.

* DVARP (database, field, criteria) : Tinh todn su bién thién
cua mot tap hop duya trén toan thé tap hop, bang cach su
dung céc s0 liu trong mot cdt cia mot danh sach hay cta
mot co so dir liéu, theo mot dieu kién dugc chi dinh.

* GETPIVOTDATA (data_field, pivot_table, fieldl, iteml,
field2, item?2,...) : Tra vé dir liéu dugc luu gilr trong bdo cdo
PivotTable. C6 thé dung GETPIVOTDATA d¢ lay dir liéu
tong ket tir mot bdo cdo PivotTable, véi dieu kién 1a phai
thay duoc dit liéu tong ket tir trong bdo cdo do.
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4. Thao tac dir liéu
o Sép xép dit liéu

o Loc dir liéu

o Ruit trich di¥ liéu
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4.1. Sap xép

o Sd'p xép bang tinh theo cdc cot
>Boi den bang can sip xép
»Vao Data -> Sort

Chon cot can
sap xép

Thém cot can
sap xép

(o [ cone
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4.2 Loc dir liéu

o Loc dit liéu tw dong (AutoFilter)
— Diing d¢ loc cdc mau tin théa man nhing tiéu chuan nao dé tir co
s¢ dir liéu ban dau. Két qua chi hién thi nhirng mau tin théa man
con lai nhitng mau tin khc tam thoi s& bi che di
— Thuyc hién:
* Chon viing CSDL Chon diéu ki¢n loc twong tmg

¢ -> Tab Data -> Filter \ \
A B \
STTY HovaTén & | Diad Luong’

1

2 1 |Nguyén Ngoc Anh Ha Néi 4,000,000
3 2 |Tran Thanh Céng Nam Digh 4,600,000
4 3 |NewfnBicHah  |Bic Ninh 4,500,000
5[ 4 |viNmeHa Ha Noi 5,000,000
6 5 Cao Van Vi |Hai Duong 8,000,000
7
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4.3 Rat trich dir liéu

o Loc dir li¢u ndng cao
» Trich ra cac mau tin theo cac diéu kién chi dinh trong ving
diéu kién dugc tao trudc
» Thuc hién:
* Tao diéu kién gdm it nhit 2 hang
cot ma diéu kién thuge

tri diéu kién thude cot P
Acton
@) Bf the list, in-place
“/Capy to another location

Két qua dugc
dat & vi tri khac

* Budc 2: Vao Data -> advanced
— Khi d6 xuat hién hop thoai

7] Unique records only

Chon dija chi
vung diéu kién
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4.3 Rat trich div liéu (tt)

o Vi du: Trich ra danh sdch thong tin cua nguoi
¢ dia chi ¢ Ha Noi

A 8 c o
1 ‘ Dia chi Luong

2[ 1 [Ha Noi 4,000,000

3] 2 [Nam Bish 460,000

a3 Bic Nah 4500000 )
54 [Fa Nai 5,000,000 pev,

65 Icaovanvi [Héi Duong 5,000,000 e bl

® Capy to another location

Ustrange: | sas1:6056

Data | Review  View  LoadTest

& connedtions "
= DR

ALt L g K

onnections sortacFier o [ s

Grterarange: shectissstss
3 Jome:  seenssl

7] Urique records only
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Trich theo vung tiéu chuan

+ Chon Data = Advanced

- Xuat hién hdp thoai Advanced Filter
Advanced Filter

Action
") Bilter the list, in-place

|| Unique records only

Loc: Action: Copy to another location

Chon hodc gb tén vung Database: List range
Chon hodc gb tén viing Criteria: Criteria range
Cheon hodc gb tén vung Extract to: Copy to

Giing vién: Nguyén Gia Quang Pang “Trung tim Tin hoc 100 Slide 100 /130

Thao tic: s o
- Chuan bi: Vung Database. Dat tén CSDL L Churc vy &
- Vung Criteria. D3t tén DKT1 E
. s on 2 {TP :
- Va vung Extract to. Dat tén VT1 e
A B [s o} E
1 STT Ho Tén Churc vy S6 con
2 1 Trén Van INam TP 3
3 2 L& Dui Hign My 1 2
4 3 Pham Thi Bich TF 8]
s 4 P8 Hodng Mam My 2 1
6 S Nguvén Hai My L 3
9 ; Ho l Tén [ Chure vu 1
Gidng vién: Nguyén Gia Quang Ping Trung tam Tin hoc 99 Slide 99 /130
B Z D 15
1} STT Ho Tén Churc vy 56 con
2 1 Trén Wan Par TP 3
3k 2 L& Qui Hign M 2
4 3 |PhamThi Bich TP 0
sk 4  |DdHoang Narn NY2 1
5 5 PgUyn Hai Al 3
Vung Databasse
Ving Criteria 1 1 Chiic v
K&t qua sau khi trich 2 iTP
B e o
g Ho Tén Churc vy
103Trén Wan Iam TP
LUPREm TRl e B s J TR
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5. Charts - Biéu do

o Cdc loai biéu do
> Biéu db cdt — Columns: St dung céc cot doc dé ﬁi
biéu didn s8 lidu, thuong sir dung dé -
X Column
= So sdnh cdc dai lugng
= Hoic so sdnh sy bién dong cua 1 ddi tugng
2 2 ~ " A
> Biéu d6 dwong — Line: Str dung dé biéu dién xu  JAX

hudng theo thoi gian Line
> Biéu db tron — Pie: sy dung dé so sanh giita ty 1&
céc thanh phén cua 1 déi twong ‘
Pie
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: / 5.1 C4ch cheén Chart \

o Boéi den vang dir liéu cia biéu dé (néu la cdc
cot cdch xa nhau thi gitr phim Ctrl)
o Chon Tab Insert -> Chon kiéu trong nhom

Chart
[ e RS

Formulas  Data  Review  View  loadTest  Team

RS -1 1)

Column Line Fie  Bar  Area Scatter Other

PvotTable Table | Picture Clip
- At

Shapes SmartArt

‘harts ~

Tables Illustrations Charts i
\ Chon dang bidu dd cin v& /
* Giing vién: Nguyén Gia Quang Ding - ' Trung tam Tin hoc HEfE Slide 103 /130

Chart Title R m—
lile . Doanh ang
Tiéu dé biéu do. Doanh 56 bin h: hevuy < ChartArea
Plot Area [ &7
Vertical Axis Titlé ol
Tén trye doc 2 s Data Label
'E 20
7 30)
Vertical Axis = | Legend
Tryc doc e Chi thich
= IA L I AL
Data Table E 2l 1 5
!l Bang av ligu & s\l s £
23 25\ 6 as

. / 5.2 Cac thanh phan trén Chart \

i : Horizontal Axis Data Series

- Gidng vién: Nguyén Gia Quang Ding - “Trung tim Tin hoc : Slide 104 /130

: / 5.3 Thay d6i ving dit liéu cho Chaﬁ

T oo [P

b b ki

& -nmy

ok Cancel

Chinh stra dif | uesuege=
ligu

p—
" ) L
U] -ran
pr— !
vy mgpesisss ! ] -4, 12,3
T

o
Mng gy o [ o [ o =
P e e -
[—— P - =
[ —— £ — =
[ — S — o
[C— w— -
- Gidng vién: Nguyén Gia Quang Dang - ' Trungtam Tin hoc B Slide 105 /130

. / 5.4 Thay d6i dang Chart \

i L | i e b
ange Chart Type ey
R MEEEET]
: S
| Doanh 56 bin hang theo Qus

i

|
k

i%j?%

=i
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: / 5.5 Thay d6i gbc toa do \

Kich chuot phai vao truc toa do

pete
& seatovnsye fol
~
B TS
i L NS+«
Chon Fomat Axis| & et )u — e
v —— HaiPhong.
]
[ W W
— w | o | =
s | s ow
5 | s |«

assoptons || axis Options !

Number i O puto © Eed [10] —
A Taxmum: (@ Agto () Fixed [80.0 Tai Minimum Chon Fixed,

Majorunits @ auto O Fixed |10 a0 ig s ok .
Line Color aor ® Ao O Fixed 100 nhép gid tri goc toa d
= Moot @ Ao O Fxed 20

Trung tam Tin hoc Hoy i Slide 107 /130

- Gidng vién: Nguyén Gia Quang Dang -

L Yy

- / 5.5 Thay doi goc toa do (tt) \

Doanh 56 bin hang theo Quy

Doanh s6 ban hang thea Quy
e — A

1l = : VAT
0 N ] = iairring
1 o I TR
o —— o T e T

W/

- Gidng vién: Nguyén Gia Quang Ding - “Trung tAm Tin hoc : Slide 108 /130
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5.6 Thay d6i buée nhay cho truc

Kich chuot phai vao truc toa do

pete
& Resetto Maten stye Fl
A ~
) crange Crar e 5 i
B seeaooa i 4 \\ ] _
o Chon Fomat Axis| & . 4 M
g Mir Grdines N —tiphong
]
[ W W
—re w | o | =
s | s w
5 | s |«
axsopton: ||| axis Options -
Number Mirimums auto ® Exed (10|
i Ve o O Fxed 0.0 Tai Major unit Chon Fixed, sira
Line Style .
- Gidng vién: Nguyén Gia Quang Pang - i Trung tam Tin hoc o % Slide 109 /130

- Gidng vién: Nguyén Gia Quang Ding -

5.6 Thay d6i buéc nhay cho truc (T’I“

o Vidy: Thay doi dj tang tir 10 sang 20

Doanh s6 ban hang theo Quy

- z :Aﬁ

. ==

20 ¢ z = Hai Phong

| Doanh s6 ban hang theo Quy

| R,

i b |

i "

|

L

Trung tam Tin hoc 3 Slide- 110 /130

' / 5.7 Cach vé do thi 2 truc tung \

Ngoai cdch biéu dién 1 tryc ta ¢6 thé v& 2 truc tung dé biéu didn 2
loai dir li¢u khac nhau trén cung 1 do thi.
Vi du: v& bidu dd nhiét d6 va do 4m cua cac thanh phd

Bing thong ke nhiét 39, 4o Am cc thanh phd

Nhit &
D8 im
[P HCM 35 51%)
- Gidng vién: Nguyén Gia Quang Pang - i Trung tam Tin hoc At Slide 111 /130

- / 5.7 Cach vé dd thi 2 truc tung (tt) \

Muén thém 1 truc tung bén phai biéu didn d6 4m cua céc thanh
pho ta lam nhu sau:

Bing théng ké nhiét 4, 46 Am csc thanh phé

40— Kich chujt phii vio cjt
3 iéu didn hrgng mua

CioBing EaNei  Ea  DaN
Phong

& resetto watn e
Thanh PhS |y Crange e crar T
5 seeavns

2dd Data Lape

Chon Fomat Data Series @

g encine,

13‘ Format Dat sees,

- Gidng vién: Nguyén Gia Quang Ding - “Trung tim Tin hoc : Slide 112 /130

' / 5.7 Cach v& db thi 2 truc tung (tt) \

Ding éug ke uhiét 49, 4) dm céc thiub pud

Biing théng ké nhiét d§, 49 am cac thanh phd =

it 86

P

Y
Bing Phine HOM

Home  Inset  Pagelayout  Formulas  Data  Revie] =

@ &=
*BERG

Cranape it Rowiconmn Bo || — |2 Clomdumsitaicuine >
oot Chart Layouts nnghal | @s| 18] @s| @3 prart
Chon Change Chart Type i = —
© Giang vién: Nguyén Gia Quang Ping i Trung tam Tin hoc gl i Slide 113 /130

6. Thiét lap trang va in dn

o Thiét ldp trang in
»Margin: canh 18 trang gidy
« Top: 1& trén
* Boottom: 1& dudi
* Left: 18 trdi
« Right: Phai
* Header: khoang cdch cho viing diu trang
« Footer: Khoang cédch cho viing chan trang

Pagelesyout | Formulas  Data  Review Vi

=

Ereaks Background

Page Setup =

- Gidng vién: Nguyén Gia Quang Ding - “Trung tAm Tin hoc : Slide 114 /130
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6. Thiét 1ap trang va in 4n (tt)

o Hép thoai thiét ldp trang
Tage setup 2 |

Poge. [{Hefgins. | HeaderfFooter

E.é, Trang

Centeronpage
Horgontaly
verscaly

Huéng in,
c& giay ...

e
0saf

In l3p lai
tiéu dé
I
au trang/Cudi
trang

Bt ] [protpreen ) [(gomonse. |
ram )
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6. Thiét 1ap trang va in 4n (tt)

> Orientation: dé thay d6i huéng trang in
« Portrait: in theo chiéu dai giay
« Landscape: In theo chiéu ngang cua giay
» Size: chon khd giéy nhu A1,A2,A3,A4
> Print area: Thiét 1ap ving in
> Background: Thiét 1ap hinh nén trang
> Print title: In tiéu dé

Home  Insent Formuiss | Data | Rewew | Wi
B cotors + P
[&] Forts - 1
e Margins prientatiofl  size cegroun
[Glemeasr " i 2
Themes Page Setup
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6. Thiét 1ap trang va in an (tt)

»Cic tuy chon in
+ In co gian vao 1 trang hodc nhiu trang
+ In lap lai tiéu dé

* Can chinh vao gitta trang
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6. Thiét 1ap trang va in 4n (tt)
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Baitap 1
A ® [ ¢ Tol el ¢ T Tl wl o
BANG LUGNG NHAN VIEN

o i - ] C [LUONG | TaM - .
HO VA TEN CHUC V| LOB | NGAY LB NG THUE | CON LAT
NGUYEN VAN T |TP 1200] 25
NGUYEN THI HONG [NV 1600] 24
NGO THI NGA PP 1500 26|
TRAN THIEN THU __|NV 1300] 2
[LE HOAL SON KT 1800)| 23
LY TAM BV 1500] 24

ET 1. D8i 8n SHEET 1 thiinh BAITAPL.

QUAN vis nhip NOUYEN QUAN wi §

273+ Larong (LCBY

Lufdng * 1.12%

Lasetng (LOBY - (Tam ing + Thug)
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Bai tap 2

A | B ] [S | D ] E | ¥ | & | H |
BANG KE HANG NHAP
1 - o .
(THANG 2/2005 KHO THU pUC
2
coTir DIEN SO TEN | pON | cudc | THANE
3 GIAT LUQGNG | HANG | GIA cc TIEN
4 [Bso  IsaN  JGO 40 ? 25 ? ?
5 |BS1 BAN SAT 46| ? 30 ? ?
6 |Bs2  IBAN  |FOomiICA 72 ? 20 ? ?
7 |B53 IGHE NHLUT A 120} 7 8 ? ?
& |B54 [GHEE XEP 380 2 12 7 7
9 |Bss  |TU GO 41 ? 14 ? ?
10 TONG CONG ? 7
o ~
12 [YEU CAU:
13 1. Nhip bing di# ligu trén trong SHEET 2. Péi tén SHEET 2 thanh BAITAP2
14 |2. TEN HANG: Diung didu ndi d€ 1dy ra Tén Hang (VD: Ban&Gd = BanGa)
15 |53, Cuse ©C = S& luwgng*1.12
16 4. THANH TIEN = (86 lugng*Bon gid) + CUGC CC
17 |5. TONG CONG: Tinh tai cdc 6 ¢6 dau chim hai
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Bai tap 3

=1 I < [ o [ & ] T
1 DANH SACH PIEM THI TOT NGHIEP
3 |sTT| HO & TEN Lop |PIEM HOC BONG

THI | QuA
4] 1 INGUYENLAN 1241 6|
S| 2 |TRANTHANH 12A2 8
6] 3 |LE NGOC LONG 12A1 e
7] 4 |POKHA 12B1 9|
8| 5 |INGUYEN HOANG TAN |12B2 10)
9] 6 |TRAN THANH THU 12A3 7|
0] 7 |VO HOANG HONG 1241 6|
1] 8 Jcao THANH TU 1283 E
YEUCAU:

A cho cat k&t qui

", di€m thi < 5 thi "Rat")

KET QUA 1 ¢otco tén LOP CHON. 1

3. Chen phia sau

Hoc sinh 16p 12A1 ghi 1a LGP CHON. Nhifng 19p con lai khdng ghi

4. HOC BONG: N&u Bi€m thi >=9 thi Hoc béng 13 300.000. N&u
Giang vién: Nguyén Gia Quang Dang Irung tam I'n hoc

nh cot LOP CHON:

m thi >=6.5

Slide 121 /130

Bai tap 5
1. Dihdyng bing i
3 LU ANG: Mitc
- Ho TN CHUC MOC [ 6 | LUoNG | Tam [ con 1 LUGNG THANG: Mic
' w o |wose xeiy| mise | x| NG ol s e i
T NGOVEN VAN [ ™ oo
2 [RANVAN _|piic @ 200 20 4, CONLAL: Luong thng - Tam i
SLEovN Json | w oo 20 ) P
4 INGUYEN HONADONG |V % 5. Tih cic ding: TONG CONG, BINH QUAN, LN NHAT, NHO NHAT
s NVAN JiUNG | %
o orore Juw | _w 0 Tih et rénva im i € hang e
7 onarvoxduv | ron »
3 Truoa vieT foxd W M Ciép g i sang Shectthe 2506 g it s
2 NGOVINHOU JTHANG WY ® 7, Xod 08 durg 4 6t Lisog g, T dng, G0 b, S0 6 o e e theo you e
wlhGovinst o | w » t g
[TONG CONG. - Chén thém et PECV (phy i shic o) vio sau cit SO NGAY
[BINH QUAN
LON NHAT - Tinh cit phu cip th
[NHO NHAT
+Chle vu GB: PCCV 1 30000
+Chile v POB; POCY 11 25000
+Chie v TP: PCCV 13 20000
+Cinl:0
- LUONGTHANG: Ph efpehie vu -+ Mic iong * S ngay
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Bai tap 7

~on
By :|pon ik o |euiec|

i 300 KG

2 S0 KG

3 frannrin N 200 KG!

4 fannonG A 50KG

s Iinsa LA 500 KG.

6 |NGUYEN A LB 20 KG

7 [HoancLE Ga

s [rrin
1. Nhap vi trinh by bng tinh theo

2 TEN HANG:

+ Bén i ma hiing qua 01 k§ 4 = "L thl ghi 13 Lia

= Nt ghi 1 Ng

3 i ghi

v Lia thi don

+ Bl Vi Geo th don

Bl vdi

4. NI GIAD HANG: K o cufi cils M Hung I3: "A" thi giao *Troag TP"
K5 w cudi nh®
s pHlec: c
6. T
& LUUY:
bi nhdp e 1 <& hidu A liéu ki °Cl

Giang vien: Nguyen Gia Quang Dang ‘Irung tam ‘Iin hoc

a0 " Ngoai T

CC cho nhitng mit hig cé 86 LUGNG >=5DIKE vi. due

“ Neogi Thinh®
i theo thye 1€
linh dyng chi? "KG" & sau chif khéng diide nhgp i 1idp.
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Bai tap 4

A [ B ] C [p e[ Frl [ u [ 11 1 k]
1 KET QUA THI HQC KY II
=
- £211 08 P 2210

nam|_ N piEm

3 HO van|roin Mom M
SINH N | U fraim]

4|rrinLe Hiing wr2|wol| 70 | 100

5|y Thanh  [son wis| 7o | so | oo

6 [Nguyén van [Be o] so| so0 | eo

T sl so | so | 7o

s [0 ¥ Nha 1975] 70 | 80 1.0

o [rein Thi Nhu| v 177 sw | 70 | en

10 TRUNG BIN

H

CAD NHAT

11
12| THAPNHAT

+ Sinh 197,

= 1975 thi duife thém 1,75

+ Cic trudmg hop con lai dé wing ( khodng i
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K&t hap HO, TEN thimh | & (VD: DIr

Tinh cot BIEM TB wong d6 Vin hé 6 2, wodn

6 C3 ¢ ket qud 12 Trdn L& Hing)

S5 3

rd vé sau va la Nir thi thém 1.5
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BAO CAO XUAT NHAP KHAU HANG HOA

1. Binh da

bing i b

N HANG cho g mis h

Ghi vio

+Hai ky w ddu cila mi hing

Mi [ en [ roar] . ] by rwing + Hai kj 1 8 cia mi hing
srr| L] IMA N § DONGIAL | Hai kol i i

HANGIHANG | HANG LugNG | TN TIEN 3.Ghi vio cbt LOAT HANG cho tig mit hing: Ky 6 thi 04 cia MA HANG cha bt log hin
1 [FE0IX 10[KG 1100 LOATHANG e huyénsé i 5
2 |FEIX 10[KG 1200} XIV: K cudclls MA HANG cho i logi "X’ b * N
3 |FE0IN S0[KG 400
4 |ALnx 00[kG 240
5 [ALozx L0[KG 2200) S Tkt THANH TIEN
T kG 0 6.Tih 01 TONG cho e cit S0 LUGNG, BON G, THANH
7_|FEBN 23[KG 00
§|FEDN 2I[KG 820
9 [ALOIN A0 200)
10_[XMOIN A[BAO. 400}
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sTT HO & TEN Ly | moa |xéEToui
1 |NGUYENLAN 1241 7 8 5|
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Tin hoc cdn ban 11/05/2020

Baitap 9

BAO CAO BAN HANG '

BEéi tap 10

E
DONG VIEN

GI6  GIOVE THANH = =
= s

ica

s

TONG TIEN THUBNG THONG KE HANG TOr

YEUCiU TONG TONG MON BOILOL 36 HANG TONG THUC LANH

THANHTIEN  TONG TIEN

SO BIEN SN
MBN BUA XE

22 |1/ TINH THANH TIEN SL X BON GIA, PINH DANG 3 CHO 56 PHAY
23 |2/ VAN CHUYEN 10% THANH TIEN

24 |3/ THUE 5% TEANH TIEN

25 |4/ TONG TIEN GOM THANH TIEN PHI VAN CHUYEN VA THUE, DINH DANG 3 CHU 56 PHAY.

26 |5/ TGNG CONG CAC DONG PHIA TREN VA DINH DANG 3 CHU 56 PHAY

27 |6/ TIM LON NEIAT VA DINH DANG COT THANE TIEN VA TNG TIEN THEO DANG 3 CHU 56 PHAY
25 |7/ 71 THAP NHAT VA BINH DANG COT THANH TIEN VA TONG TIEN THEO DANG 3 CHU 56 PHAY 31 |8/ TEVH TRUNG BINH CUA THUGNG, THUE, THUC LANH
25 |5/ TINH TRUNG BINH BINE DANG COT THANH TIEN VA TONG TIEN THEQ DANG 3 CHU 58 PHAY. !

20 |5/ DEM THEO TUNG TEN HANG

31 10/ THONG KE THEO TSNG THANH TIEN VA BINH DANG 3 CHU 56 priy
2 |11/ THONG KE THEO TONG TONG TIEN VA DINH DANG 3 CHU SO PHAY

4/ NOP THUE THU NHAP LA 10% TREN MOI CA NHAN
5/ THI/C LANH PEAN LANE THUC TE CUA MOI CA NHAN VA THUGNG CHUNG
6/ TENE TONG CllA THUGNG, THUE, THUC LANE LAM TRON 56 DEN HANG NGEIN

13/ 5174 TEN SHEET KIEMTRA THANH MSSV CUA HOC VIEN
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£ TEN HAN 0
1
& 2 |1/LUONG SPDUAVAO 3 KY TU CUGI TEN PON VI VA BANG BON GI4, DUA VA0 2 KY TU DAU TRONG TEN PON VIXAC PINHLA SXHAY QL
= | 3|2/ BEXHDUA VA2 KY TU CHU TRONG MA NV NEU LA DH TINH 5% TREN LUONG SP NGUGC LAITHIO
B ~ — o I | S— 4 |3/DUA VAOKY TU DAUTIEN TEN BON VIVA BANG HE 56
8| 1SR E A I ok VR G Ee - D M s B, Vo B DU TR A 5 |4/ THU NHAP NEULA QUAN LY (QL) THILUONG SP NHAN CHO HE 56 NGUOC LAITHI CHILUONG 5P
Lo |2/ TEN KHO DUA VAO 2 KY TU GIOA VA BANG IRA TENKHO - 5/ TAMUNG DUAVAO KY TU CUSIMA NV XAC BINH TAM UNG, NEU >=5 THI TAM UNG 1/3 THU NHAP,
bo |3/ TINH TRANG DUA VAO KY TU CUST CUA MA HANG, NEU N LA NHAP VA X LA XUAT 6 | NGUGC LATTHE 1/5 LAN THU NHAP, VA LAM TRON S6 BEN HANG NGHIN
b1 4/ PHI CHUYEN CHG PUGC TINH TREN S6 LUCGNG VA PON GI&A NEU LA SAT LA 0 VA CONLAIPHI LA 5% 7 |6/ THUE TINH TREN THU NHAP 5000000 THUE LA 30% NGUOC LAILA 0
P2 |5/ TivE THANH TIEN S6 LUGNG DON GIA VA PHE CHUYEN CHG S 7/ THUC LANH DUA VAO THU NHAP VA BHXH TAM UNG, THUE
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