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Tong quan vé MS Excel 2010
Dinh dang bang tinh

Cong thirc va ham

Cac thao tac vo1 dir licu

Do thi trong excel

Dinh trang va In an
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1. Tong quan vé MS Excel

o Khot tao MS Excel o Di chuyén dit liéu

o Mo bang tinh da co o Thém&bot Hang/Cot/o

o Ghi bang tinh o Piéu chinh d¢ rong/cao

o Con tro trong Excel o An/Hién cét va hang

o Di chuyén trong bang o Céc thao tac vdi Sheet
tinh

o Nhap dir li¢u

o Sao chep dir liu

Slide 3 /95



1.1 Khai tao MS Excel

o Mo MS Excel
» Kich dup vao biéu tugng Excel Thanh tiéu d3 }

> Cac thanh phan trong cira so Excel

nnnnnnnnnnnnnnnnn

eeeeeee

Thanh B\Ei}hanhrnenu [ Thanh Aj
cong thirc ribbon

ge
T,
B
'En/
&

Vung soan
[ Hop tén thao
Sheet tab
Thanh truot
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1.1 Khoi tao MS Excel (tt)

o Cac Tab chinh

HOII]E * Chira cac nut lénh dugce s dung thuong xuyén

» Chén cic doi tuong vao bang tinh nhur bang biéu, so

Insert b, db thi...

Page Layout - Thiétlapinan

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

Formulas ) « Kiém tra theo doi cong thire
Data | ;}1:; :ichdjé E] dﬁ liéu, danh sach,
Reviews f E‘;‘T:hﬂ T:;“élalﬂv:i;:r;tﬂm thém chi thich. ..
View + Thiét 13p céc ché 6 hién thi cia bang tinh
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1.1 Khadi tao MS Excel (tt)

o Tao bang tinh moi
> Céch 1: Nhan vao biéu tugng New trén thanh
cong cu
» Céach 2: Nhan to hop phim Ctrl+N
» Cach 3: Vao menu Chon File -> New -> New blank
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1.2 M¢& bang tinh da cé

o Mo bang tinh da co (Open)
»Céch 1: Kich chudt vao biéu tugng Open trén
toolbar
»Céch 2: An t6 hop
»Cach 3: Vao menu

2. Chon tép can mo

rrrrrr

gggggggggg

1. Chon noi chtra tép—="""T] x coms

File name: Mo

Cira_so Open
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1.3 Ghi bang tinh

o Ghi bang tinh (Save)

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

> Cach 2: Nhan t0 hop phim Ctrl+S

» Cach 3: Vao menu chon File -> Save

Néu tép dc} dwq’c ghi tw truoc thi lan ghi tép hién tai sé ghi lai
sy thay doi ke twr lan ghi truoc

Néu tép chuwa dwoc ghi lan nao sé xudt hién hop th‘oai Save
as, chon noi ghi té]? trong khung Save in, go tén tép can ghi vao
khung File name, an nut Save
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1.4 Hién hanh & Con tré trong Excel

o Bang tinh hién hanh (sheet):
La bang tinh hién tai dang dugc thao tac
o O hién hanh.
»Lao dapg duoc thao tac: Al, BSj,...
> ;%}éay doi 6 hién hanh: Nhan chudt vao 6 hoac sir dung phim miii
o Nhan dang con tro:

» Con tré 6: Xac dinh 6 nao dang thao tac —co vién ddm bao
quanh

> Con trd soan thao: Hinh thang dimg mau den, nhap nhay xac
dinh vi tri nhap li¢u cho 6

> Con tro chuot: Thay d6i hinh dang tiy thudc vao vi tri ctia nd
trén trang
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1.5 Di chuyén trong bang tinh

o Cac phim thuong dung
> Tab: Di chuyén con tro sang phai mot cot
> Enter: di chuyén con tré 6 xuong dong dudi va két
thuc nhap dir li¢u
> eav> Chuyén sang 6 phia trai, phai, trén, dudi 6
hién tai
» Ctrl+home: Chuyén con tré vé 6 Al
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1.6 Nhap liéu & Swra

o Nhap dir lieu
> Chuyén con tro téi 6 can nhap
> Delete, Backspace dé xo6a ky tu
> Home, End dé di chuyén nhanh trén dong nhap
> Esc: Két thuc nhung khong 14y dit liéu da nhap
> Enter: Dé chép nhan dir li¢u vira nhap va két thac viéc
nhap 6 do
o Chinh swa dw liéu:
> Nhan dtp vao 6 muon chinh stra
» Thuc hién tao tac chinh stra
> Nhan Enter dé két thuc
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1.7 Sao chép dir liéu

o Sao chép dir lieu

> Chon cac 6 mudn sao chép

> Nhan nit Copy hodc nhan to
hop phim Ctrl+C

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

> Nhan nut Paste hodic nhén t6
hop phim Ctrl +V

» Thuc hién tuong tu khi sao
chép cac 0 sang bang tinh
khac

= A A S %
STT Ho va tén Noi sinh =|h-A-T-y

1 |Trin Vin Céng Ha Néi I I 000 000

2 |Phan Thu Trang Nam Pinh  |Phé GD &

3 |Pao Héng Ngoc BicNih |[Phe GD |3

4 |NguvénBich Thiy  |Nit Cao Bing éng

5 |Trin Thi Thom Hai Dwong dng

6 |Nguyén Vin Bih Thai Binh g

7 |vii Dic Manh Ha Noi

8 |Nguyén Hing Anh HiTay  |Nhinwvien ot

9 |Vil Quang Manh Hii Duong  |Nhinvién | Delste.

Clear Contents

Filter

Define Name...

& Hyperlink...

Thao tac copy dir li¢u
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1.8 Di chuyén & x6a dir liéu (tt)

o Di chuyén cdc 6
> Chon cac 6 muon di chuyén
> Nhan nut Cut hodc nhan t6 hop phim Ctrl + X
> Chuyén 6 con trd 6 dén 6 trai trén ving dinh chuyén tdi
> Nhan nut Paste hodc nhan t6 hop phim Ctrl+V
o Xba cac 0
» Chon 6 can x6a
> Nhan phim Delete

» Hoac trén thanh menu chinh
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1.9 Thém&b&t Hang/Cot/6

o Thém bot o, dong, cot
» Thém/ bot dong
e Chon dong mudn chén dong méi 1én trén nd
e Trén thanh tiéu dé hang (1,2,3,...) kich chudt phai chon
Insert/delete

e Hoac trén thanh menu chon Insert/delete

» Thém/bot cot ’ - K ;’J
* Chon cOt muon chén maéi1 bén trai no insert Delete Format
 Kich chudt phai -> insert /delete Cells

e Hoac trén thanh menu chon Insert/delete
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1.9 Thém&bét Hang/Cot /o (tt)

o Thém 0:
» Chon 6 muén thém méi bén canh n6
» Kich chudt phai ->insert
> Xuat hién hop thoai
e Chon Shift cells right: Chén 6 trong va day 6 hién tai
sang phai
* Chon Shift cells down: Chén 6 trong va day 0 hién tai
xuong dudi
* Chon Entire row: Chen 1 dong méi Ién trén
* Chon Entire columns: chen 1 c6t méi sang trai
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1.9 Thém&b&t Hang/Cot/d (tt)

o Xoba vung:
> Chon ving mudn x6a
» Chon Delete
o Thay doi chiéu réng cot/ cao dong
» Thay d6i chiéu rong cot
. Chuyén con tro vao canh phai cua ti€u dé cot, biéu
tuong co dang

* Nhan va kéo dij‘ yén xudng dudi 1én trén de tang
giam do cao dong
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1.10 Piéu chinh dd réng hang & cao cot

o Diéu chinh tir dong do rong cot
e Nhap dup chudt vao canh phai cta cot

o Pat do rong bc‘z"ng nhau cho nhiéu cét
 Chon céac c6t mudn dit do rong béng nhau
e Chon Columns -> Width
* Nhap d6 rong vao hop Columns width
« Nhan OK

www.eng.goodpeople.or.kr Slide 17 /95



1.11 An/Hién hang & cot

o An hién cot
> An cot
e Chon céac c6t mudn an
 Kich chudt phai -> Hide
» Hién cot
* Chon c0t chira cac ¢t dang bi an
 Kich chudt phai -> Unhide
o Lam twong tw doi voi hang

www.eng.goodpeople.or.kr
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1.12 Cac thao tac v¢i sheet

o Chen them worksheet moi 4 € ¥ M| Sheetl | Sheet2 /Sheet3 |

= Chon biéu tuong trong hinh bén

= Hoic dung to hop phim <Shift+F11>

* Hodc nhom Home -> dén nhom Cells -> Insert -> insert
sheet

EE e~ = No - Microsoft Excel

Insert Sheet
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1.12 Cac thao tac véi sheet (tt)

?
o Poi tén / Xoa Sheet
ARe A s

» Doi tén sheet » XoOa sheet
] 1 1 _ a2 1 I _
36 Insert... 36 Insert..,
37 =1 Delete | 37 4 Delete |
38 Rename L 38 Rename L
39 Move ar Copy... il 39 Move ar Copy... il
= @ Wiew Code — = @ Wiew Code —
41 41

——— Protect Sheet... — Protect Sheet... —
42 @ - 42 @ -

] Tab Color L ] Tab Color L
43 | 43 |
44 Hide 44 Hide
a5 Unhide a5 Unhide
46 Select All Sheets | 46 Select All Sheets |
M 4 » M| Sheetl ~SMEETZ 7 SMEETS 7 T M 4 » M| Sheetl ~SMEETZ 7 SMEETS 7 T

www.eng.goodpeople.or.kr g 57-  Sllde 2';0, v/'j9'5 5




1.12 Cac thao tac vai sheet (tt)

4 ’ 4
. 4 A 14 4
| o Sap xep thur tw cac worksheet
| ':i; 13
=i 14
grie 15 Insert...
4 16 Move selected sheets
17 @ Delete To book:
18 Rename |No.}dsx
T Move or Copyrm—__ Before sheet:
20 & View Code
o . G poteshet. =
"' ' 22 Tab Calor 3
v 23 Hide
24 Unhide... [ | create a copy
25
Select All Sheets
M 4 » M| Sheetl | Sheetz ~sieew
[ e |

www.eng.goodpeople.or.kr




1.12 Cac thao tac vai sheet (tt)

o Sao chep worksheet

i

£ 4

Insert...

Delete

Rename

Move or Copy... —_
View Code

Protect Sheet...

Tab Caolor k

Hide

Unhide...

Select All Sheets

www.eng.goodpeople.or.
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1.12 Cac thao tac v&i sheet (tt)

o Déi mau cho sheet tab

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

21 Insert...

22 ,_,ﬂ' Delete

23 Rename

- Mave or Copy... Theme Colors

jz e View Code H EEENEN

&g Protect Sheet..

27
Tab Color

: _
= I""""-
29 | Hide U

30 Standard Colors

[ J EEEEN
31 Select All Sheets No Color i
M 4 v v SRR _Bang ng .~ Bang Igong T B
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2. Pinh dang bang tinh

o Font chir

o Cin 1é

o Pong khung

o Tron 0

o Xuong hang (Wrap text)

o Pinh dang dit 1i¢u (no1 dung)
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2.1 Font chwr

o Dinh dang font chir

Thay d6i kiéu chir (font) \

Chinh kich thuoc chir
- Size

Home Inseg Formulas Mau chir -
. Cut Font color
Format Cells ?
a [:ﬂ.p'!rr - —— [ Number | Aignment | Font  Border | F\IIF !:;ot%mnn | _
|B_u\d ‘ _11‘
F Format Painter e : =
Bod | 10
Bold Ttalic
board 2 s
/ Color:
e o] Dt fon
' . Hp Tahoma e | =
Binh dang: Frenpusamsc || Dt oo
B - Pam s e e B
. e ke
I - Ngh]éng m This is a TrueType font. The same font will be used on both your printer and your sareen.
U — Gach chan , et
. [ srtathvough
j I_ [ suparscript
* % Iy D Subscript E
Chinh duong vién —
Hﬂrdﬁr This = & Tru=Tyges Fork. Thee sarme fort wll Bz
pidl -
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2.2 Can le

o Dinh dang can lé

Vi tri chir trong 6

# Home Insert  Page Layout  Formulasy

Hudng chir -
Orientation

Ty dong ngat tir
xuong don

-t calibri 11 - A

opy -

k. r T = B
Format Cells ? & " & N Merge & CE‘ntEr N
1 h
e | number | Alignment | Font | Border | Fill | Protection
Text alignment Orientation s
Horizontal: »

= Vertical:
- T ]

-

Text ——#|
Justify distributed

Tang / giam 18 trai
Increase / Descrease Indent

Text control . ". Tréﬂ lllr bé trf-'.n 6

Wrap text Degress
Shrink to fit

X [ Merge cells

ey Right-to-eft

: 3 Text direction:

www.eng.goodpeople.or.kr




2.3 bong khung

o Thay doi khung (dwong vién):

» Chon 6 hodc ving muon thay
doi duong vién E—

»>Nhan chudt vao hinh tam giac
trong nut border trén thanh
menu

=W M|

e e
WN (S|P

G=

» Chon more border

A=
o ||~ o

(=]
(=]

www.eng.goodpeople.or.kr Slide 27 /95



2.3 Pong khung (tt)

o Chi tiét trong thé border

a
Ap dung cho

| e du"mtgr g;\‘;ﬂ .
=

Ch(.)n kleu | MNumber | Alignment | Font |Border| Fill I Protection |
du(‘)’ng théng Line Presets
> Style: e e
muon tao MNone = | ‘| ‘ =
S [ Hodac thiét 1ap
e Te Text tuy y cho cac
Color: o — vien

. Y ¥ Automatic E|
Chon mau vién

v

The selected border style can be applied
above.

E presets, preview diagram or the buttons

Ap dung cho
duong vién ngoai |

OK ] ’ Cancel
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2.4 Trono

o Trén nhiéu 6 thanh mét 6:
»Chon cac & muon tron
»Nhan nit Merge and Center trén thanh menu

- =" Wrap Text

[
[
&

= = = ;E (=t ::-El'-ﬂerg-z&t:enter*

Alignment

»Hoac vao:
* Fomat cells -> chon thé Aligement
e Nhan chon Merge cells
« Nhan OK
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2.5 Xuong dong (Wrap text)

o Dat thuoc tinh Wrap text cho o0
> Cho phép hién thi dir liéu bang nhiéu dong
»Pau tién chon 6 hodc vung 0 muon thiét 1ap
 Trén thanh menu chon Wrap text

we |Siwapren

= = =  iE = [adMerge & Center ~

Alignment

- E
. He so
€ 50 leom hrom
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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 té
» Date: Dang ngay thang
» Time: Dang thoi gian
» Text: Dang van ban
» Custom: Nguodi dung tu dinh nghia
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2.6 Pinh dang dir liéu (tt)

o S6 thue

A chira 9 A g e | s
» Chon 6 chtra so6 thuc can dinh

Number |Alignment | Font | Border | Fill IProtecﬁon |
Category:
dan General | I Sample
.
Currenc Y
Accoun ting

» Chon thé Format (kich chuot m e s )
phai vao vung can dinh dang)

* Chon Number trong danh sach
Category
— Decimal place: s chir s6 phan |
thap phan E
— U,se 1000 Separatpr (,): Chon
dau ngan cach phan nghin
— Nhan OK d¢ két thuc

-
1234.10 |

(1234,10)
{1234,10)

——
v w T
o
g0~
. =3
3
2= =

Mumber is used for general display of numbers. Currency

and Accounting offer spedalized
formatting for monetary value.

0K ] ’ Cancel
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2.6 Pinh dang dir liéu (tt)

o Dang ngay thang
» Khi mic dinh 1a ngay/thang/nam (mm/dd/yyyy hoac
mm/dd/yy)
> Chon 6 ngay thang muo6n dinh dang
» Kich chudt phai chon Fomat cells

» Chon thé Number -> Custom
* Sau do6 nhap kiéu dinh dang ma1 trong hop type, Vi du
dd/mm/yyyy
» Nhan OK dé¢ két thuc

Chu y: khi nhap dir liéu ngay phai theo dinh dang cua may tinh hién
hanh.
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2.6 Pinh dang dir liéu (tt)

o Dang tién te
»Chon 6 muén dinh dang

»Kich chudt phai chon Fomat
cell -> Number -> Custom

» Trong 6 Type danh mau

# ##0[$VND] B
— Chit VND c¢6 thé danh t1‘1y bién S
— #.4##0 la phan dinh dang so Ta co e
thé dinh dang 1 hodc 2 s6 sau dau «,”
la #,##0.0 hodc #,##0.00

« Nhan OK dé két thtc
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2.6 Pinh dang dir liéu (tt)

o Dang phan tram
> Chon 6 can dinh dang

» Kich chudt phai chon Fomat
cells

» Trong Fomat cells chon
Percentage

e Decimal place: SO chir s6
phan thap phan
» Nhan OK d¢ ket thic

www.eng.goodpeople.or.kr

Format Cells

Mumber I|'-\Iignment| Font I Border |

Fill

| Frotection |

N Sample

Dedmal places:

2

Percentage formats multiply the cell value by 100 and displays the result with & percent symbal.

Ok ] ’ Cancel
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2.6 Pinh dang dir liéu (tt)

Ngodi cdc thao tac trén ta ciing cé thé dimng thanh céng cu c¢é san
tréen menu dé dinh dang

L2 L2 . Format Cells ?
ChQn kleu hlen thl Number | Alignment | Font | Border Fil | Protection
Category:
ﬁ 4 S:ém SD: lrong
NFEFI TE':".-I: I GEFIEFE| Them dau SE{;TT?HQ General format cells have no spedfic number format.
- )4 Time
n an CaCh Percentage
Merge & Center - E g . et
7‘  hang nghin et
Custom
u Mgmber u
/ - Tang giam
! 3 " sb hién thi
Ki€utient¢  Kiéu ty 1€ % sau dau thap
phén Cancel
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3. Cong thirc va ham

o Tao lap cong thirc
o Cac loai1 dia chi
o Cau trac ham

o Cac ham thong dung
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3.1 Tao lap cong thirc

o Tao cong thuc so hoc don ThanhFormula
gian \

ce__9%

> Ludn gd dau “=" trudc
cong thirc. Vi du: =6+7 T T I O s s B

» Nhan Enter dé két thuc

» NoOi dung cong thirc duoc
hién thi trén thanh Formula ]

> Sir dung dau “()” dé thay — /j
do1 do wu tién cua cac
phép toan trong cong thirc
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3.1 Tao lap cong thirc (tt)

o Cdc thanh phan co bdn ciia cong thirc

Toan tir Ham Dia chi 6

=2000*IF(A1=<1,1000.C3)

Déu bang M

Tr1 sO

www.eng.goodpeople.or.kr Slide 39 /95



3.1 Tao lap cong thirc (tt)

o Cdc phép todn sé hoc va so sanh
» CoOng : +
» Tru: -
» Nhan: *
» Chia: /
» Mii: A
» Lon hon: >
» Nho hon: <
> Lén hon hoic bang: >=
> Nho hon hoic bang: <=
» Khac: <>
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3.1 Tao lap cong thirc (tt)

o Phan biet “0” va “vung”

» Dia chi mot 6 trong excel dugc xac dinh badi
= Tiéu dé cot
= S6 thir ty dong
= Vidu: B1l

> Mot ving trong bang tinh dugc xac dinh bang
= Dia chi ctia 6 & goc bén trai ciia ving + dau “:” + dia chi 6 bén

phai cua vung

= Vidu: F4:F9
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3.1 Tao lap cong thirc (tt)

o Viduveé “6” va “ving”
A B C D E F ]
2 n ‘e a: o . HE sb .
STT Ho vi tén Gidi tinh Nri sinh Chirc Vu - Thee linh
1 - - lrong :
2 | 1 |TrinVan Céng Nam Ha Néi 10 10,000,000
3 2 |Phan Thu Trang Nir Nam Binh 9 9,500,000
4 3 |PaoHing Ngoc Nit Bic Ninh 9 9.500.000
5 4 |NguvénBich Thiy |Nit Cao Bang 8 8,000,000
6 5 |Tran Thi Thom Ni Hai Duong 8 8,000,000
7 6 |NouydnVinBinh  |Nam Thai Binh 7 7.500,000
8 7 |ViiBitc Manh Nam Ha Néi 5 6,000,000
9 | § |NouyénHimg Anh |Nam Ha Tay 5 6,000,000
10 9 |Vii Quang Manh Jam Hai Duong 5 6,000,000
11
12
13
14 A AN
O C10 Vung E2:E10

www.eng.goodpeople.or.kr
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3.1 Tao lap cong thirc (tt)

o Sao chép cong thirc
> Nhan chudt vao 6 muon sao chép
» Dat con trd vao géc phai bén dudi 6
> Biéu tuong chudt chuyén thanh biéu tugng dau thip mau
den nét don
> Nhan chudt trai va kéo dén vi tri can ap dung corg thirc

e el

1 Tran Quéc Anh 7/4/1981 6 9 8
2 |Pham Thu Anh 1/5/1984 8 5 5
3 |Nguvén Thi Hong 6/3/1982 5 2 8
4 |Phan Anh Prec 4/4/1982 7 8 9
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3.1 Tao lap cong thirc (tt)

o Mot s6 16i hay gdp
> #it##: Khong du do rong cua 6 dé hién thi
> #VALUE!: Dit liéu khong dung theo yéu cau cta cong
thirc
»#DIV/0!: chia cho gias trij O
» #NAME?: Khong xac dinh duoc vi tri trong cong thirc
> #N/A: Khong co dit liéu dé tinh toan
> #NUM!: Dit liéu khong dang kiéu so

= Sika lai cho phit hop véu cau
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3.2 Cac loai dia chi

o Pia chi twong doi
» La loai dia chi sir dung trong cong thirc hoac ham
ma khi sao chep cong thirc hoac ham do thi dia chi
nay tu dong thay doi Al e | c | b
yu g Y 1 5000 1000}
> Vi du s.% c1+01]
» Tai 6 A3¢6 CT =C1+D1
= Copy cong thirc 6 A3 xudng A4 thi cong thtrc thay doi
thanh =C2+D2 A B ¢ D

5000 1000

[ 223 BI 2231

6000
=C2+D2|

L= TR R
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3.2 Cac loai dia chi (tt)

o Dia chi tuyét doi
> Khong thay d6i khi sao chép cong thirc
» Co6 thém cac ky tu $ trugc phén dia chi cOt hodac dong
> Vidu: $AS$1, SA$1:$BSS,...

Vidu:

| A

1
2

3 |=5C81+ 5081

4

Tai 6 A3 c6 CT =$C$1+$D$1

B

E

C

5000]

D

1000]

A B C D

[ so00]  1000]

G000

"2 [chsosn

W R

|

> Khi copy sang 6 A4 CT van

la =$C$1+$D$1

Dé str dung dia chi tuyét doi ta thém dau $ vao trude cot va
hang hoac nhan F4

www.eng.goodpeople.or.kr
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3.2 Cac loai dia chi (tt)

o Dia chi hon hop
> Day 1 loai dia chi két hop ca tuong d6i va tuyét doi, khi sao
chep cong thirc chi 1 phan bi thay doi
» Vidu:
Tai 6 A3 ¢6 cong thire =C$1+3$D1

A B c D E
[ so00] 1000
2233 223

=cs1+§Ell

V= R R TSR

Copy cong thirc sang 6 A3 sang 6 A4 cOng thirc nay la

=C$1+$D2 S N -
1 [ sooq] 1000
2 2233] 223
3 6000
a [=cs1+spa]
5

Pé sir dung dia chi hdn hop ta thém dau $ vao trudce cot hodc
hang (co thé nhan phim F4 nhiéu 1an)
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3.2 Cac loai dia chi (tt)

o Tén mién (tén ving dir liéu)
» Tén mién 13 nhin duoc gan cho mdt hoac nhiéu 6
» Céac 6 c6 thé dinh vi & bat ky Sheet nao trong Workbook
» Tén mién gém cac 6 c6 thé lién ké nhau hodc nam & vi tri roi nhau

> C6 thé chon tén mién trong hop Name Box

A B C
Vi du: Ta gan vung $B%$22:$C$26 1a CongTy 2
21 Bang phu 1
2 AR
23 MN  [Minh Nhat
24 BM Binh Minh
25 AT An Thai
26 TL Thién Long I

o Cha y: khi copy cong thitc c6 dung tén mién thi tén mién s&
khong thay doi dia chi
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3.2 Cac loai dia chi (tt)

o Cach tao tén mien dir lieu
PO B A R Book1 - Micros

Mme Insert Page Layout Farmulas . Beview View Load Test Team
FIZP @R R @ IF

Jxo U5 Farmuna
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More MName .
Function - Used Time - Reference - & Trig - Functions - | Manager ESfreate from Selection

Erm

i) =) Define Name =

Function Library efined Mames
| A2 - 5| .
| A B c [ o |
1
= I I Dong
3
Waorkbook
: A C t
)4 A A omment:
5 bat tén mién . Sheet1
6 Sheet2
Sheet3
7 [ ]
8
S el A JA Refers tor | _gheetin :
10 Pham vi tén mié eetlsAs LSS

e
=

Dia chi mién
dang dat tén

Tén mién ko duoc
chtra khoang
trong dai ti da
255 ky tu

Tén mién ngan

gon dé nhé mo ta FES
diang y nghia cho
mién dl b
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Cac loai dia chi (tt

o Quan ly cac tén mién
Home In-s.Er‘t Ii-‘.age Layo-l._lt [ ‘I-—_-ormulaf l : : - : .
S @ 8 @268 @ @ |8 riio.

Jx
Insert AutoSum Recently Financial Logical Maore Mame .
- Used Time -~ Reference ~ & Trig fManager Create from Selectio

Function
Function Library
MName Manager

Load Test Teamn

Data Review Wiew

Text Date & Lookup & Math
Functions
fined Mames

/ Scope Comment

Refers To
=SheetllSA51:5D51 Workbook

<
Refers to:

X[~] |

Y
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3.2 Cac loai dia chi (tt)

o Sur dung tén mién:

> Trong khi g& cong thirc hodc ham néu dung tén mién trong cong thirc

hodc ham c6 thé thyc hién theo hinh duéi:

m Home Insert Page Layout Formulas Data Review View Load Test Team
e - a O - = = s =) Define Name
i T 8 @8 18 B0 @ @ e
. - £2 Use in Formula +
Insert AutoSum Recently Financial Logical Text Date & Lookup& Math More ame
Function = Used - = © 2 Time = Reference = & Trig ~ Functions = e Dong
Function Library

CLOAIE LG Paste Mames...

SUM - K v | =sum(

| 1

B £ D E

A
1 |Téng =sum|
2

> Néu nhé tén cé thé gé truec tiép vao cong thirc

www.eng.goodpeople.or.kr
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3.3 Cau tric ham

o Gioi thiéu
> <tén ham>(ddi so6 1, doi s6 2,...,d6i sO n)
> Doi 50 ¢6 thé 1a
« Gia tri kiéu sd,x4au. ..
* DPia chi 6 hoac ving 6
* 1 ham khac
o Nhdap ham
> Go truc tiép vao 6 theo dang
=<TenHam>(dé6i sé 1, @i s6 2,...)
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3.4 Cac ham thdng dung

Ham co ban
« SUM

— Cu phap: Sum(numberl,number2,...)

— Tinh ton cta cac gia tri sO trong danh
sach, hoac mang s6

— Vi du: Sum(6,7,8,9)=37,
Sum(Al1:B7),...

« AVERAGE
— Tra la1 gia tri trung binh cong cua cac
sO trong danh sach

— Cu phap AVERAGE(numberl,
number2,...)

www.eng.goodpeople.or.kr

F=

Alignment

=sum(E3:E12)

D

E F

| _p—— ]

10
23
36
49
62
75
88
101
114
127

|:5um|[E3:E12}
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3.4 Cac ham thong dung (tt)

« MAX
— Tra lai s6 16n nhat trong danh b1 - Je | MAX(ALES)
sach 1 ’ 10 B 20 : j E
— CU phap: 2, m
MAX(numberl,number2,...) p
— Vi du: _
MAX(10,20,30,15,2,3)=30
° I\/I I N Clipboard Font Al
— Tra lai s nho nhat trong danh | DL - | MINALES)
Sa‘,Ch ) 1 10 20 [
— Cu phap: .

MIN(numberl,number2,...)
— Vi du: MIN(10,20,15,30,2,3)=2
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3.4 Cac ham thong dung (tt)

« ROUND
— Lam tron dén mot s6 thap phan nhat dinh
« CU phap ROUND(number, num_digits)
* Vi du: Round(2.5678,2)=2.57

ipboard Font Ali
c1 - Jfe | =ROUND(A1,2)

A B C D E
| 25678 2.57
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3.4 Cac ham thong dung (tt)

— Dém nhiing 6 chura dit liéu 1
sO trong vung : 36
— CU phap:
COUNT(Valuel, Value2,...)
« COUNTA

— Pém nhiing 6 chia dit liéu s T s [ <o
trong vlng S L

— CU phép: :

COUNTA(Valuel, Value2,...)

[
L
D
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3.4 Cac ham thong dung (tt)

* RANK
— RANK(number, ref [,order])

— Tra vé thir hang cua number trong ref vo1 order la
cach x€p hang
* Néu order la 0 hoac bo qua thi ref dugc hiéu 1a ¢6 thir tu

giam
* Néu order <>0 thi ref s€ co thur ty tang
* Vidu Cha ¥: Phai tri tuyét dbi
C1 - o | SRANMK([ALSASL:SAST,0) ¥
A B C D E K/ Vung ref
1 34 [ 3_|
2 5 5
3 5 4
a 73 1
5 2 7
5 3 5
7 a5 2
8
g
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3.4 Cac ham thong dung (tt)

IF

— Cu phap: IF(logical _test,
value If true,
value If false)

— Tra vé gia tri value if true
néu biéu thirc loglcal test
ding nguoc lai tra vé gia tri
value If false

— Vi du: IF(A1>=5, “Pau”,
GCTmO,tDQ)

— Cht y: C6 thé str dung ham
IF long nhau

[
[y

fe | =IF{AL»=5,"DAu", " Treot")

B C D E F
Dau

=

o
S = S I T R - = I Y, |

Lo | =] on (LN B | |

[y
f=]
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3.4 Cac ham thong dung (tt)

SUMIF
— Cu phap: SUMIF(range, criteria, sum_range)
— Ham tinh tong cac 6 thoa man di€u kién
» Range: Vung diéu kién s& dugc so sanh
e Criteria: Chudi mo ta diéu kién. Vi dy “10”, “>=20"
* Sum _range; Vung dugc tinh tong Cac 0 trong vung nay sé
dugc tinh tong néu cac 6 tu:cmg ung trong Vung range thoa
man diéu kién. Néu khong c6 sum range thi ving range s&

duoc tinh

1 Mo 1 N
¢ Vl du D1 M F | =SUMIF(A1:A5,">=3",B1:B5)
A B C D E F

34 I El.l
5

[0, R S TR R N
Lo W pa
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3.4 Cac ham thong dung (tt)

+ COUNTIF
— COUNTIF(range, criteria)
— Pém céc 6 thda man diéu kién criteria trong ving
range
* Range 1a vung di€u kién s€ duogc so sanh

e Criteria: 1a chud1 mo ta di€u kién

c1 - fx | =COUNTIF{A1:A7,">10")

A B C D E F

Ll

= R
| W
gr_urur.umc.n.h
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3.4 Cac ham thong dung (tt)

« SUMIFS

— SUMIFS(sum_range, criteria_rangel, criterial,
criteria_range?2, criteria2,...)
— Ham tinh tong co tir 2 dicu kién trd 1én
 Sum range: ving can tinh tong
e Criteria rangel: vung chira diéu kién 1
Criterial: chudi mo ta diéu kién 1
Criteria_range2: vung chira diéu kién 2
Criteria2: vung chta diéu kién 2

D1 - S | =SSUMIFS[ALAT ALAT, "==10",C1:C7,"nam")

B C D E F G H

b=l

e s W e
| W
ﬁwmwu\mh
3
S
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3.4 Cac ham thong dung (tt)

* COUNTIFS

— COUNTIFS(criteria_rangel, criterial, criteria_range2,
criteria2,...)
— Ham dém tir 2 diéu kién tré 1én
e Criteria rangel: ving chira diéu kién 1
e Criterial: chudi mé ta diéu kién 1
e Criteria range2: Vung chira diéu kién 2
e Criteria2: chudi mé ta diéu kién 2

D1 - o | =COUNTIFS{AL:AT, ">=10",C1L:C7, "ni¥")

[ ]
o B c D E F LE]

3 nam I B |
- -

my

nam

nir

nam

niy

Ny

SV = ¥ Y

7

=D W N

amm
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3.4 Cac ham thong dung (tt)

* AND
— AND(logicall, logical2,...)
— Tra vé gia tri TRUE néu tat ca cac diéu kién 1a
TRUE, ngugc lai tra la1 FALSE
e Luu y: Cac biéu thirc logical phai cc’z day du ca 2 vé, va
khong dugc 16n hon 2 vé trong 1 bi€u thirc

D1 - fr | =AND({A1>10,C1="nam")

A B C D E F

1 34 nam [ TRUE !
2

3
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3.4 Cac ham thong dung (tt)

* OR
— OR(logicall, logical2,...)
— Tra vé gia tri FALSE né}l tat ca cac biéu thuc dicu
ki€n sai1, ngugc lai tra vé TRUE

D1 - Jf | =OR{A1>10,C1="ni¥")
A B C D E F
1 34 nam TRUE _l

www.eng.goodpeople.or.kr Slide 64 /95



3.4 Cac ham thong dung (tt)

Ham tim kiém
e VLOOKUP

— VLOOKUP(lookup_value, table array,
col index_num, range Iookup)

— Tim gia trj lookup value trong cdt trai nhat cia bang
table array theo chuan do tim range lookup va tra vé
v1 tri trong Ung trong cot thir col index num

* Range_lookup = 1: Tim tuong d6i, danh sach cac gia tri can
do tim cua bang table_array pahir sap xép theo thir tu tang
dan. Néu khong tim thay sé tra vé gia tri 16n nhat nhwung
van nho hon lookup value

« Range lookup = 0: tim chinh x4c. Néu ko tim thay s& tra vé
161
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3.4 Cac ham thong dung (tt)

4 . A B C D E F
¢ Vl du 1 M trudmg |Tén truomg
2 .Iﬂ:l |=VLOOKUP A2 3AS11:3B316.2.0)
3 HB | VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup]) |
4 NT
5 HB
6 WD
7 ND
8 HD
9 TB
10
11 M3 truomg | Tén trrong I
12 ND Nguyén Du
13 HB Hoa Binh
14 \NT Neguyén Trii
15 |HD Hai Durong
16 TB Théi Binh

Luwu y: Phai tri tuyét doi bang phu can léy
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3.4 Cac ham thong dung (tt)

« HLOOKUP

— HLOOKUP(lookup value, table array,
row_col _index, range lookup)

— Tim gia tr1 lookup value trong dong trén cung cua
bang table array theo chuan do tim range lookup,
tra vé gia tri twong tng trong dong thi
row index num (néu tim thay)

— Y nghia cac d6i s6 giong nhu ham vlookup
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3.4 Cac ham thong dung (tt)

’ A B C D E F G
° Vl dl,l . 1 M3 treong Tén tnrong
2 E'Iﬂ:l }=I-H_DGKLTI:A_?15_3LS 12:3F$13.2.0)
3 HB | HLOOKUP(lockup_value, table_array, row_index_num, [range_lookup]) |
4 NT
5 HB
6 (IND
7 |ND
8 HD
9 |TB
10
11
12 Mitrwong  |ND HB NT HD B |
13 Tén trwdng Ngzuyén Du |Héa Binh |Neuyén Trii [Hai Duong |Théi Bfﬂhl
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3.4 Cac ham thong dung (tt)

Cac ham xir 1y chudi (text)
e LEFT

— LEFT(text, num_chars)
— Tra vé num_chars ky tu bén trai chuoi text

Bl - fe | =LEFT(A1,5)
A B C
1 | Trung tam tin hoc VT Ha Néi Trung |
e —

e RIGHT °
— RIGHT (text, num_chars)

— Tra vé num_chars ky tu bén phai chuoi
Bl - J= | =RIGHT(AL,3)

i) B C
1 |Trung tam tin hoc VT Ha Nai N 1
2
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3.4 Cac ham thong dung (tt)

MID
— MID(text,start_num, num_chars)

— Tra veé chudi c6 do dai num_ chars bat dau tu vi tri

start num cua chuoi text

A
1 |Trung tam tin hoc VT Ha Nai

INT 2

B

tin hoc .l

C

— Tra v€ sO nguyén 16n nhat khong vuot qua number

— INT(number)

VALUE
— VALUE(text)

e Chuyén chudi c6 dang s6 thanh tri s6
* Vidu: =VALUE(*1237”)+2 -> 125

www.eng.goodpeople.or.kr
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3.4 Cac ham thong dung (tt)

Cac ham co so dir licu (database)

— Céc ham co s¢ dit liéu (CSDL) mang tinh chat
thong ké nhitng mau tin trong CSDL c6 truong
thda diéu kién cua ving tiéu chuan da duoc thiét
1ap trude.

 CU phap chung:
=tén ham(database, field, criteria)
— Database: Dia chi vung CSDL
— Field: c¢dt can tinh toan

— Criteria: dia chi vung di€u kién
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3.4 Cac ham thong dung (tt)

« Cac ham CSDL
— DSUM
— DAVERAGE
— DMAX
— DMIN
— DCOUNT
— DCOUNTA
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3.4 Cac ham thong dung (tt)

* Vidu: V61 ham DSUM

SUM * (" ¥ « Jx| =DSUM(A1:D7,D1,G1:G2)

_ A B C D E___—F2 G H
1 Tén Déi twong Nganh hoc [Diém ] Pidu kien PO tu:;mg‘
2 |Hoa A Toan 8 *
3 Binh B Ly 7
4 Lan B Vian 8
5 Phuong A Héa 7
6 Limh A Sinh 6
7 Tuin B Hoéa 6]

8
9

Tinh tong diém cia nhitng ngwii thudc d6i trong A
10 =DSL1-1g{-11:D1D1__51:52}

11 | DsUM(database, field, criteria) |

Cha y: Phai 1ap diéu kién ra bén ngoai nhu hinh
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4. Thao tac dir liéu

o Sap xép dit liéu
o Loc dir licu
o Rut trich dir licu
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4.1. Sap xép

o Sdp xép bdng tinh theo cdc cot
>Boi den bang can sap xép
»Vao Data -> Sort

Thém cot can
sap xép

n A r SCII"t l&lg .
| Chon cot can
Sé’ p Xélp ’ | Add Levaﬂ ¥ Delete Level ] ’ =3 Copy Level ] - My data has headers

Colurmn Sort On Crder

Sortby &R |E| Values E AtoZ IE‘

Chon gia tri
sap xép

Chon chiéu
sap xép
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4.2 Loc dir liéu

o Loc dir liéu tu dong (AutoFilter)

— Dung dé loc cac mau tin théa man nhiing tiéu chuan nao dé tir co
SO du’ liéu ban dau. Két qua chi hién thi nhitng mAu tin thoa man
con lai nhitng mau tin khac tam thoi s& bi che di

— Thuc hién:
* Chon vung CSDL Chon diéu kién loc twong trng

e -> Tab Data -> Filter \ \\

A

1 STTH Ho va Tén _, Eria C Lu'n‘ng

2 1  |Nguyén Ngoc Anh Ha Néi 4,000,000
3 2 |Trin Thanh Céng Nam Pinh 4,600,000
4 | 3 |Nguvén Bitc Hanh Bic Ninh 4,500,000
5 | 4 |Vii Nhr Ha Ha Néi 5,000,000
6 5 |CaoWVianVi Hai Duong 8,000,000
.
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4.3 Rut trich dir liéu

o Loc dir lieu nang cao

> Trich ra cac mau tin theo cac di¢u kién chi dinh trong ving
diéu kién duoc tao trudc

> Thuc hién: Két qua duge J
« Tao diéu kién gom it nhat 2 hing dat o vj tri khac
— 1: Tiéu dé chtra cot ma diéu kién thudc
— 2: gia trj diéu kién thudc cot Advanced Filter /ﬁ-ﬂ_?-l}
* Budc 2: Vao Data -> advanced Action
— Khi d6 xuat hién hop thoai ® B the i, in-place

Copy to another location
[ Chon dja chi 1

Vi tri copy to&i

vung CSDL

N I

Unigue records anly

Chon dia chi
Vl\Jng dféu klén ’ Ok l | Cancel |

| I— E—
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4.3 Riit trich dit lidu (tt)

o Vidu: Trich ra danh sach thong tin cua nguoi
co dia chi o Ha Noi

I = R DR R T R O R

il B C D B
STT Ho va Tén Bra chi Luong
1 l\'guj_.-'én Ngoc Anh Ha Wi 4 000,000
2 Tran Thanh Cing Nam Bmh 4600000
3 |Nguyén Pirc Hanh Bic Ninh 4,500,000
4 Vil Nhue Hai Ha NG 5,000,000 2
5 Cao Van Vi Hai Duong 8. 000,000
Data Reviaw Wiew Load Test
_;QJ Connections 4| [Tz Lr?'
- 24 53]
Z|| sort Filter .,
- Al H“_’,.? Advanced
onnections Sort & Filter

N

Pia chi

Ha Néi
—————

Advanced FRilter

)

Action
“ Eilter the list, in-place

List range: SAS1:EDsEs

> [7] Unique records only

@) Copy to another location

Criteria range: | Sheet118G$1:4G62

3 Copy to: Sheet1!§A%9|

www.eng.goodpeople.or.kr
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5. Charts - Biéu do

o Cac loai bieu do

> Biéu do cft — Columns: Str dung cac cot doc dé ni
bi€u dién so li¢u, thuong st dung dé _
) ) . Column
* So sanh cac dai luong
» Hoic so sanh su bién dong cua 1 doi tuong

> Biéu d6 duwong — Line: Sir dung dé bicu diénxu  JAX

hudng theo thot gian i
> Biéu do tron — Pie: sy dung d¢é so sanh giita ty 1¢
cac thanh phan ctia 1 d6i tuong Q
Pie
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5.1 Cach chen Chart

o Béi den ving dir liéu ciia biéu do (néu la cdc
cot cach xa nhau thi giir phim Ctrl)

o Chon Tab Insert -> Chon kiéu trong nhom
Chart

Home Insert Page Layout Formulas Data Revisw View Load Test Team

7 B e B & |l W Bl D

PivotTable Table Picture Clip Shapes SmartArt Column Line Pie Ear Area Scatter Other
- _,l],_rt - - - - - - - - Charts'r
Tables Mustrations Charts

g

Chon dang bi€u do6 can vé
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5.2 Cac thanh phan trén Chart

Chart Title & > Doanh so ban hang theo Quy
Tiéu dé biéu do < Chart Area
Plot Area .:I 67
Vertical Axis Title ___ 60 20 54 26
Teén truc doc 2 50 a5 Data Label
g o3
. ) 5’ 30| - M Ha Noi
Vertical Axis s0l - & Hai Phang Leqenq
Truc doc 10l - Chu thich
WTP. HCM
: \ —— — L
! Data Table WHa N 34 32\ \ 12 34
Bang di li¢u W Hai Phang 67 56\ \ | 54 33
' WTP. HCM 23 23 \\| 56 a5
AN\

Horizontal Axis Data Series
Truc ngang
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5.3 Thay doi vung dir liéu cho Chart

1 Home Insert Page Layout Formulas Data Review View Load Test Team DES|gn Layout Format |

U TR T e ek [k [l |

Chart Type Template | Row/Colum Data
Type Da Chart Layouts Chart §

Chart data range: | 'Bang .
et
— =3 s abel enge
. Chinh Sffa dﬁ Legend Entries (Series) Horizontal (Category) Axis Labels | ='Ei._5||'||:| |I_r-j|'||:|'! SASTSACH = I: II: III: IV
4 1 A = Add rﬂ- o Edit l W Remove | - |z| | m’Edi1—| =
______ 16U Hang —— I oK | Cancel
Hai Phang I
Series name:
= 1 dir lig

='Bang lrang'| SB5.2 = Ha Mai SRty

Doanh sé ban hang theo Quy

Series values:

1
i | =Bang luong)gBs3:¢886 _/ =34, 32, 12, 34

1 / =0 57 b fr i
e oK Cancel 70 i
ng gia tri U ,|,,, | | Conce o
! K
Tinh fhé.nh,‘: . 50
1a N6i 4 Hai Phong |TP. HCM
Quy i : T £ 40
I \ 34 67 23 =0
20
I \ 32 S6 23 o
III \ 12 54 56 o A
& ™ \ A 34 33 45
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Home Insert Page Layout Formulas Data

Change ‘h Select g__ S : H

Chart Type Tgm il ta 1

ol DZCﬁqﬁ Change. B
¢ £

Templates &

[l B
ol AL
XY (Scatter ] 1
sm; } - m

Surface

Doughnut f Ef

Bubble
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/ 5.7 Cach vé do thi 2 truc tung \ '

Ngoai cach biéu dién 1 truc ta cd thé vé& 2 truc tung dé biéu dién 2
loai dir 1iéu khac nhau trén cung 1 do thi.

Vidu: vé biéu d6 nhiét do va d6 am cua cac thanh pho

B c b Bing thong Ké nhiét @9, dd Am cic thanh pho
Biang thing ké nhiét d6, d6 am cdc thanh phd 40

Cao Bang 25 80% 22 |
Ha Néi 30 82% $
Hai Phong 27 78% 201 e
Da Ning 2 36% 15 1 " Nhier o
Hué 30 80% 10 - "0 am
TP. HCM 35 81% 5 -

0

CaoBing HaNsi Hi DPaNing Hué TP HCM
Fhong
Thianh Phi
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5.7 Cach vé do thi 2 truc tung (tt)

Mubn thém 1 truc tung bén phai biéu dién dd am cua cac thanh
pho ta lam nhu sau:

Bing thong ké nhiét @9, 36 Am cAc thanh pho

bi¢u dién lwgng mura

10 -
j -
0 B . -
Cao Béng Ha Nai Hii  BaN:
Phong
Thanh Phd
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Chon Fomat Data Series
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Delete
Reset to Match Style

Change Series Chart Type...
Select Data...

3-U) Rotation

Add Data Labels
Add Trendline...

Format Data Series..,
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5.7 Cach vé do thi 2 truc tung (tt)

Bing thong ké nhiét @, @ Am cdc thanh pho

Cao HaNm Hai Da Nang Hué
Phong HCM

Thanh Pha
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6. Thiét lap trang va in an

o Thiet lap trang in
> Margin: canh 16 trang giay
« Top: 1é trén
Boottom: 1¢ dudi
Left: 1¢ trai
Right: Phai
Header: khoang cach cho ving dau trang

Footer: Khoang cach cho vung chan trang

File Home Insert Fage Layout Formulas Data Review Vi

e

Ay 0B @

Themes Margins Prientation Size Background

2 Effects ~ . = -

Themes Page Setup
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6. Thiét lap trang va in an (tt)

o Hop thoai thiét Idp trang

ul's - )
_ In [ap lai
tiéu dé

N

Hudng in, Lef:
cd gidy ... [ ‘ L} =
Lé, Trang ﬂ\
Bottom:
R . bau trang/Cudi
[] Horizontally tran g
[C] vertically

Print... ] [PrintPreuieg] ’ Options... ] I

[ ok ][ conca |
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6. Thiét lap trang va in an (tt)

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

E Home Insert Page Layout Formulas Data Review Vi
Aaj n Colors = by Ij ' _ |
EEEEE & |

Fonts - '—Ll —
Themes Margins Prientatio Size ckgroun

- Effects = - -

Themes Page Setup
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6. Thiét lap trang va in an (tt)

» Cac tuy chon in
* In co gian vao 1 trang hoic nhiéu trang
* In lap la1 ti€u dé

* Can chinh vao gitra trang
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6. Thiét lap trang va in an (tt)

(]I (= Ex gl VT_BaiTap_ThucHanh_Excel 2010_V2.xlsx - Microsoft Excel [E=mao x|
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H Save
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4 Mo Scaling . ———
(00| print sheets at their actual size 2. Hoc vién phii tinh t0&n 60 gl i mgkife v o nki e -
Page Setup
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