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M6n hoc Tin hoc tng dung trong kinh doanh 1a mét mon hoc bét budc ddi véi sinh vién
nganh Quan tri kinh doanh. Mén hoc nay trang bj kién thic co ban cho sinh vién vé céc
ky thuat trinh bay vin ban, bdo céo va cac ham tai chinh ciing nhu cac k¥ ning can thiét
ung dung trong kinh doanh.
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duoc y kién dong gop ctia ngudi doc dé 1an xuat ban sau gido trinh dugc hoan thién hon.
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Tén mon hec:
TIN HOC UNG DUNG TRONG KINH DOANH
Ma moén hoc: KTT443

I. Vi tri, tinh chat, y nghia va vai tro mon hoc:

- Vi tri: Mon hoc Tin hoc tng dung trong kinh doanh thuéc nhém cac mén hoc chuyén
nganh, dugc b tri giang day sau khi da hoc xong Tin hoc, Kinh té vi md, Quan tri hoc,
Marketing can ban.

- Tinh chat: 1a mén hoc bét budc

- 'Y nghia: Mon hoc Tin hoc tng dung trong kinh doanh nghién ctiu nhitng kién thic co
ban vé tin hoc &ng dung trong kinh doanh; Nhitng tng dung cta cac cac phan mém tin hoc
trong cac bai ton kinh doanh va céac ky thuat quan tri.

- Vai tro: la mén hoc chuyén nganh thuc nganh Quan tri kinh doanh

Il. Muc tiéu mén hec:

- Kién thirc: Hiéu va thuc hién dugc cac tng dung tin hoc co ban trong quan ly, trong kinh
doanh.

- K§ ning: Thanh thao trong viéc sir dung phan mém tng dung vao quan ly kinh té, vao
kinh doanh, soan thao van ban, xu ly dir liéu bang tinh.

- Ning luc tw chi va trach nhiém:

+ C6 y thirc hoc tap can cu, chiu kho.

+ C6 thai do nghiém tuc trong viéc rén luyén ky nang.

111. NOI DUNG MON HOC:

1. Ngi dung téng quat va phan bé thoi gian:



Tén cac bai, chuong muc

Thoi gian (gi0)

Téng

14
A

SO

Ly
thuyét

Thuc  hanh/
thuc tap/ thi
nghiém/  bai

tap/ thao luan

Kiém

tra

K¥ thuét trinh bay van ban

1.1.1 Dinh dang trang gidy

1.1.2 Thiét ké mot thu quang cao (Mail Merge)
1.1.3 Thiét ké mot van ban bao cio (Trinh bay
béo cdo t6t nghiép )

1.1.4 Thiét 1ap muc luc ty dong

1.1.5 Thiét 1ap header/ footer cho timg chuong
trong mot tap tin van ban

1.2 K¥ thuat trinh bay trinh chiéu bao co
1.2.1 Céc hi¢u tng

1.2.1.1 Hiéu tng cho ting thanh phan

1.2.1.2 Hi€u Ung trén tirng Slide

1.2.2 Thiét lap thoi gian trinh chiéu tu dong
1.2.3 Thiét 1ap cac nat 1énh diéu khién

1.2.4 Phong cach trinh chiéu

24

24

Céc ham tng dung trong kinh té
2.1 Nhom ham dong tién

2.1.1 Ham FV

2.1.2 Ham PV

2.1.3 Ham PMT

2.1.4 Ham IPMT

2.1.5 Ham PPMT

2.1.6 Ham NPER

24

24




TT

Tén cac bai, chuong muc

Thoi gian (gi0)

Téng

14
A

SO

Ly
thuyét

Thuc  hanh/
thuc tap/ thi
nghiém/  bai

tap/ thao luan

Kiém

tra

2.1.7 Ham RATE

2.1.8 Ham EFFECT

2.1.9 Ham NOMINAL

2.1.10 Ham FVSHEDULE

2.2 Nhém ham danh gia hiéu qua vén dau tu
2.2.1 Ham NPV

2.2.2 Ham IRR

2.3 Nhoém ham khau hao tai san cb dinh
2.3.1 Ham SLN

2.3.2Ham SYD

2.3.3 Ham DB

2.3.4 Ham DDB

2.4 Nhom ham dau tu ching khoan
2.4.1 Ham ACCRINTM

2.4.2 Ham INTRATE

2.4.3 Ham RECEIVED

2.4.4 Ham DISC

UNG DUNG CAC CONG CU GIAI CAC
BAI TOAN KINH TE

3.1 Ung dung Goal Seek

3.1.1 Bai toan diém hoa vdn, phan tich va lap
ké hoach

3.1.2 Bai toan tim giao diém giita duong cung

24

24




TT

Tén cac bai, chuong muc

Thoi gian (gi0)

Téng

14
A

SO

Ly
thuyét

Thuc  hanh/
thuc tap/ thi
nghiém/  bai

tap/ thao luan

Kiém

tra

va duong cau

3.2 Ung dung Solver

3.2.1 Xac dinh gia tri t6i vu

3.2.2 Bai toan qui hoach tuyén tinh (Linear
Programming)

3.3 Ung dung Data Table

3.3.1 Phan tich d6 nhay mét chiéu

3.3.2 Phan tich d nhay hai chiéu

3.4 Ung dung Scenarios

3.4.1 Bai toan phan tich tinh hubng trong san
xuét kinh doanh

3.4.2 Bai toan phan tich tinh hudng trong tai
chinh

3.5 Ung dung Crystal Ball

3.5.1 Bai toan tinh

3.5.2 Bai toan dong

v

Ung dung lap ké hoach kinh doanh 1 san pham

32

32

Nghién ctru thi truong
5.1. Tao bang khao sat
5.2 Sir dung SPSS dé xir 1y s6 liéu

16

16

Cong:

120

120




CHUONG 1: KY THUAT TRINH BAY VAN BAN
1.1 Ky thuat trinh bay vin ban
1.1.1  Binh dang trang giay
1.1.1.1 Cac menu co ban
a. Menu Ribbons
Véi thanh menu theo giao dién Ribbon, cdc chuc nang sé dojoc chia ra theo tung tab riéng

biét trén menu chtr khong hién thi ra toan bo nhoj kiéu menu ci.

Home Insert Page Layout References Mailings Review View

& .
Stz | EE | S]|q

j # calibriBody) ~ 11 v A" A7 | Aav | &
=_3

-

v
"

.

W i

Paste v 2 vy 32 v E E OE | = A v Il w
Clipboard & Font M Paragraph

1.1.1.2  He théng menu

Khi lira chon trén menu cong cu , thay vi sé xudng 1 menu nhoj trojéc day toan bo cira so Office
2010sé thay d6i mau sic va s& cung cap cac tuy chon nhop: Save, Close, Preview... Vatrén
cuing, héthdng menu méi cung cap cac thong tin chi tiét vé tac gia, kich thojdc

tap tin, vacac thong tin vé s a doi file.... Thém vao d6 l1a mot cira s6 cho phép xem trojde tai
lidu & dang trang in dé chic chan rang van ban da dojoc trinh bay theo dingy

1.1.1.3  Chirc nang Backstage View

Trong Office 2010, ndt bam nay dojoc thay ddi boi mot tab mai trén Ribbon, nam & trong cling
bén trai. Khi click vao tab nay, mot man hinh méi dojoc goi 1a Backstage View s€ dojoc hién 1én.
Trén man hinh nay, danh sach bén trai s€ chtra cac tdc vy, man hinh bén phai s€ la tuy chon

cac churc nang tojong g véi tac vu do.

“ Home Insert Page Layout References Mailings Review View

[ save .

B snes Information about Document2

R ave RS

iy Coen ' Product Activation Required

L3 Close = Microsoft Office Mondo 2010 requires a valid product license. Activate your

S product key now to obtain a valid product license.
Activate
Product

1.1.1.4  Chirc nang Paster Preview
Paste Preview cho phép xem trojdc ndi dung soan thao s& trong nhop thé ndo néu mot ndi dung

khac dojoc dén vao trong dé gidp tiét kiém dojoc thoi gian. Ngoai ra tinh nang nay con cho



phép luu giir dinh dang ciia ndi dung can dan, két hop cac dinh dang hodc loai bo dinh dang cia

ndi dung trojde khi dan.

MI‘T HQ' v

E Home Insert |

e

J‘ Calibri (Body) ~ 1
[ Paste B I U ~ abe
v | T =
| Paste Options:
o A

’ Merge Formatting (M)

Set Default Paste...

1.1.1.5 Chirc nang Text Effect

Cho phép trang tri text bat ky ma khdng can tao thém ddi tojong word Art. Cac Budc thyuc
hién:

Chon chit ¢an tao hiéu tng trang tri

Nhap chudt vao biéu tojong Text Effects trén thanh cong cu caia thé Home (Font), menu d6

xuéng cho phép lua chon cac hiéu tng ap dung.

Home Insert Page Layout References Mailings Review View

VI NIC

Quick Change | Editing
Styles ~ Styles~ X.

Styles

¥ | 2 2
m A A\
7 A /L\ O D O - DO SO
== i\ ™\ 0 T 0 T 0 T

Tlmeslle / Roman v |22
1

3 BIU v abe %, * | &)
? A2 A A X

/\H
AAA

Shadow
Reflection

A A A
A A

Glow

A, Clear Text Effects

Xb6a bo tinh nang text effect:
e Chon text d3 thiét 1ap text effect
e Kich nit Text Effects/ chon Clear Text Effects
Chu y: Chirc nang nay chi dojoc ap dung cho céac file ciia word 2010 va

c6 dinh dang .docx, néu 14 file .doc, chirc ning nay sé& bi x6abo.



1.1.1.6  Luu file dang pdf:
- Dung luong file nho gon hon, mé ciing nhanh hon
- File/Save As

Ve s sl
Savein: | I3 word 97 M @@ XcCiE-
=y Trusted =~ cuong ehitist_Tin hoc van phong 60t doc
Templates %) ~$a0 an kin hoo van phong w2 doc
CRecent (i chuong trinh tin hoe dai cueng _mei 25thang3.doc
[F D ruang chi tiet_Tin har van phong 60F, dar
(@ Deskiop B D cuang chi tiet_Tin hor van phong 90t dae

" @ gian an tin hoc dai cuang chinh sua.doc

=y My i

= L 2] gia an tin hoc dai cuang_THUD 2012.doc
gian an tin hoc van phong v2.doc

L}
‘J C;mputer @ TigngWiet_PowerPaint 2010 Training Book.doc

) My Nebwork
" piaces

File name: gian an tin hac van phong v2.doc [v]

Save asLYPE!  yord 97-2003 Document (*, dor) v

Cancel

- Chiradoong dan tai hop Save in, nhap tén file va File name, chon du6i trong Save
as type la PDF(*.pdf)
- Chon Save
Luu y: Khi dit tén file, phai 1a tén khong dau thi chtrc ning ndy méi khong bao
16i.
1.1.1.7  Chup anh cirasé
Y nghia: Cho phép chén anh ctra s6 hodc mot phan cia cira s6 vao van ban Cach thyc hién:
Insert/Screenshot

C6 thé chon cira s6 can chup trong danh sach ctra s6 hodc mdt phan cira s6 bang cach kich

“ Home Insert Page Layout References Mailings f

2] Cover Page ~ b Hi M_J' ZE) nh g_t*

) Blank Page

=) Table Picture Clip Shapes SmartArt Chart Screenshot

*—, Page Break ~ Art 2 S
Pages Tables Mlustrations

ndt Screen Clipping/ Khoanh viing anh can chup.

1.1.1.8  Phat trién chirc ning tim kiém

Office Word 2010 MS d phét trién chirc nang nay thanh mot chire ning kha linh hoat va téc
d6 tim kiém ciing duoc cai thién dang ké. Khi chon I1énh tim kiém hay nhan t6 hop phim Ctrl+F,
ctra s6 soan thao s& thu hep lai vé& bén trai nhuong chd cho hop thoai tim kiém. Khi ngooi ding
nhap ndi dung tim kiém vao 6 Search Document thi cac tir gidng s& duoc déanh ddu ngay trong

van ban déng thoi hop thoai cling hién ra mot phan doan vin gan véi tir dang tim kiém dé



ngoyoi ding ¢6 thé dé& dang di chuyén dén viing c6 tir dang tim kiém

Navigation v X

word 2010 X v

10 of 26 matches

Tao trang bia trong Word
2010 70

I Mhiing diém mai trong
Micraosoft Word 2010

Menu Ribbon tren Word
2010

trong Excel hay Powerpoint
2007 trong Word 2010, That
dan gian ban chi can Iua
chon doan

I

1.1.1.9 Tuychen bao mat
- Cho phép dat mat khau dé mé hay sira file word.
- Mo file Word ma minh mudn ma héa va dit mat khau bao vé 1én.
- File > Info > Protect Document.



Wi o~ 0l= testdoc2.docx - Microsoft Word Picture Tools

. Home Insert Page Layout References Mallings Review View Format

ef Save .
Information about testdoc?

https://ubtdjl.docs.lve.net/220cesf024d3e30f/ » 2Documents/testdoc2 docx
L Open
& Permissions
T
m —’”' Anyone can open, copy, and change any part of this document.

B Save As

Protect

Recent Document *

Mark as Final
New =

'_Ig Let readers know the document is final

and make 1t reag-only

Print (| Encrypt with Password that it contains:
L3J Require 2 password to open this ir's name and related dates

Share document

\l Restnict Editing
Help (%) Control what types of changes peopie
can make to this document

sabilities are unable to read

RO e GO b

- Trong menu x4 xubng, chon chirc nang Encrypt with Password hodc Restrict Editing
- Mot hop thoai Encrypt Document xuat hién, nhap vao mat khau ma héa vin ban cua

minh vao, roi bAm nat OK.

P )

Encrypt Document @
Encrypt the contents of this file
Password:

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive,)

[ Ok J [ Cancel ]

g oo RS

- Mot ctra s6 khac xut hién, nhap lai mat khau mot 1an nira dé xac nhan.
Va bim nit OK dé 4p dung.
1.1.1.10 Cac thao téac véi file trong word 2010
- Tao méi van ban: File/New hoac Ctrl+N
- M¢ vin ban san c0O: File/Open hoidc Ctrl + O
- Luu van ban: File/Save hoac Ctrl +S
- Poéng cira so: File/Close hoic Alt +X
1.1.1.11 Lam vigéc véi van ban
1.1.1.12 Pinh dang van ban
Véiword 2010, dinh dang van ban st dung ¢ 2 nhdm chirc nang chinh

12 Font (Pinh dang vé font) va Paragraph (Poan van ban) ctia thé Home



. - L = i— — = =
Times Mew Rom ~ 13~ A Aa~ if/ e e — J’El q

- b# . r =El= = = b= . D o
B I O abe x, X ar & == =E .= <y T
Font Paragraph
— —
Trong do:

Tirmes Mew Rom ~ 12 -

— Chon font, c¢& font nhan vao

— Mubn cho chir in ¢am, in nghiéng hay gach chan kich chudt vao nhém chirc

L 0O~
nang
— Chi s dojdi, chi sb trén kich chudt chon nhém chirc ndng *: ¥
- Pé dinh dang chir mot cach dac biét nhin chudt chon (text effect)
I3 . . , . abr .
— Deé tao highlight cho chit, nhan chudt chon
— Thay d6i mau séac chir nhin chudt chon == ’
— Pé tang, giam c& font, dinh dang chir khach nhop VIET IN HOA, Viét In Céc Ky
Pau T,
viét chit thuong. .. nhan chudt chon nhdm chirc ning A A Aar
— Dé can 18 tréi, can giira, cin phai, cin déu hai bén nhin chudt chon chirc ning
, b=
— beé chon gian dong
{» - L

1.1.1.

Mudn thiét 14p hon nita vé font va paragraph, kich vao miii tén goc phai ctia nhém
Font,
Paragraph, céc thiét 1ap giéng word 2003.
13 Pinh dang tab, numbering
- Dé thiét lap Tab dugc thuan tién, nhin chon Ruler trong thé¢ View. Ta co thé thiét
lap céc loai tab sau:

- Tab trai : Dat vitri bit dau ciia doan text ma tir 46 s& chay sang phai khi nhap liéu

- Tab giita : Dt vitri chinh giita doan text. Poan text s& nam gitta vi tri dat tab khi
nhap liéu

- Tab phai : Nhdm bén phai cudi doan text. Khi nhdp liéu, doan text s&di chuyén sang



trai ké tir vi tri dattab

. Pé thiét Iap tab, chon kiéu tab bing kich chuot vao | cho dén khi gip kidu tab
mong mudn, sau d6 dua chudt trén thanh ké ngang, chon vi tri dit tab thich hop.

- Mudn dinh dang tab, ta kich dup chudt vao tab mubn dinh dang trén thooc ké, hop

thoai tab mo ra:

Tab stop position: Defaulk tab stops:
Zcm 1.25 cm E
2cm
2 95 m Tab stops to be cleared:
Alignment
(®) Lefr ) Center ) Right
) Decimal ) Bar
Leader
(&) 1 Mone 2 PR
Oa__
[ Set ] [ Clear ] [ Clear all ]
[ (0] 4 l [ Zancel ]

- Alignment dé thiét 1ap 1& cho tab
- Leader thiét 1ap kiéu ky tu ddn: 1None 1a khong c6 ky tir dan, 2: 13 Ky t dan kiéu du
cham,...
- Set dé dat diém durng tab, toa do da go dojoc doja vao danh sach Clear: Xo0a toa d da
chon
- Clear all: X6a t4 ca toa dd diém dung tab
4+ Numbering

S6 thir tu tu dong cho phép ta dinh dang va t6 churc van ban véi cac sd, cac bullet



— — — e
i i | == ==
i- T A= i = E

AR e

Mumbering Library <
—

]

T
1. 1)

EE: Mane 2. 2
3. K]

| A, a)
I B. b
I . £y

e

a. i.
ii.
C. iii.

Document Mumber Formats

1. I 1.
2 Il. 2.
M. 3.
41. 5.1. 1.1.
42 5.2. 1.2.
4.3 5.3. 1.3

Define Mew Mumber Farmat..,

-

Pé thém mot thu tu tu dong vao van ban co san:
— Luya chon vin ban mudn dé tao mot thu tu tu dong
— Trong nhom Paragraph trén tab Home, kich vao nat danh sach Bulleted hoac

Numbered

L L
11
w
1l
4
!l’ ]
v
!l‘l
[
N
G
—

—5 4 ¥ Liilowe

= fiad

= = o

Paragraph ‘
Dé tao mot thir tu tu dong moi:
Dit con trd vao noi mudn chén th ty ty dong trong tai lidu
Chon nut danh sach Bulleted hoac Numbered
Nhép néi dung binh thuong

bé tao s6 thir tu léng (1a danh sach c6 mot vai cép do). bpé tao mot thir ty dong léng:



- Tao tht ty tu dong theo hojéng dantrén

- Chon Increase Indent hay  Decrease Indent
. —_— e R A
El= == f=. M. e
- = == = heiid
Paragraph -

1.1.1.14 Chia cét béo, tao chix cai I¢n daudoan
+ Chia cdt bao
Buwéc 1: Nhap vin ban mét cach binh thuong, hét doan ndo thi nhan Enter dé xudng hang. Sau
khi gd hét n6i dung van ban, nhan Enter dé con tré xudng hang tao mot khoang tring.
Buéc 2: Boi den khdi noi dung can chia cot béo. Tai thé Page Layout, nhdm Page Setup chon
cac mau cot do Word mic nhién 4n dinh.
Insert Page Layout References

.y Orientation ~ ¥= Breaks ~

0 Size ~ 13 Line Numbers ~

—

?

EE Columns~| b2 Hyphenation ~

= - One

| Il

Two

"
[ [Il!

Three

I
Hi
HHnn

Left

| (I

Right

€8 More Columns..,

Nhén vao More Columns, xuat hién hop thoai



Columns E §|
Presets
ine Two Left Right
Mumber of calurnns: |1 &
Width and spacing Preview
Col #:  ‘Width: Spacing:

ilg 165cm =

apply ko: | This seckion w

[ 8] 4 l[ Cancel ]

Presets: Cac mau chia cot
One — Two — Three: C4c cot c6 do rong bang nhau Left — Right: Cac cot co d6 rong khac nhau
Number of Columns: Sé cot (néu mudn sé cot >=3) Width and Spacing: Diéu chinh do rong va
khoang cach Equal column width: Céc cot c6 d6 rong bang nhau.
4 Tao chir cai 16n dau doan

Budc 1: Chon chit cai dau tién caa doan
Bwéc 2: Nhan chudt 18n tab Insert trén thanh Ribbon va chon Iénh Drop Cap trong nhom
text. Khi nhan 1én nat 1énh Drop Cap, mot menu x6 xudng xuat hién, nhan Ién dong Dropped
hoac In margin.
1.1.1.15 WaterMark
La cach tao mot anh trong sudt xuat hién ngay sau van ban trong tai liéu. Dé chén
watermark:

- Chon tab Page Layout trén ving Ribbon

- Chon nut Watermark trong nhém Page Background

- Kich chon watermark mudn hodc chon Custom watermark vao tao mot hinh mo

riéng.

- Dé bd mot watermark, thuc hién cac Budc nhoj trén nhong chon remove watermark.

1.1.1.16 Pinh dang trang van ban
Chinh sira I trang va dinh hwéng trang
+ Chon tab Page Layout trén nhdm Ribbon

+ Trén nhom PageSetup/ chon Margins



+ Chon cac Default margin hoac

+ Chon vao Custom Margins va hoan thanh hop thoai
Page Setup
Margins | Paper Layauk
Margins
o i
Gukker: 0cm E Gukter position:
Crientation
Al
Portrait Landscape
Pages
Mulkiple pages: |I"-.I|:|rma| W
Preview
Apply ko |'-.-".-'hD|E: docurment v|
Set As Default I (] 4 l [ Cancel ]

Dé thay doi huéng cua trang, trong tab Page Layout chon Orientation roi chon Portrait (chiéu
doc) hoic Landscape (chiéu ngang)
Chen mét Trang bia
Pé chén mot trang bia:
+ Chon tab Insert trén nhém Ribbon

+ Chon nut Cover Page trén nhdm Pages.



+ Chon mot kiéu trang bia.

‘é—*‘i_ ‘ »E] E"‘l'."Z".'B'l'|4-l-s‘-|-5-ll-?-|‘-
{ [ EI "I APPIL LU, | ¥viivic uoLuainv e |

Cover | Blank Page

‘f_?g?_: Page Break [ car aepabauk | [ oV
—‘ Built-in -
T |Type the YD =
document | [\ o = ]
titlv] rCal |
[TYPE THE DOCUMENT TITLE]
Alphabet Annual Austere
[Type the document title]
lfvl’-l"l Pooe e dun o ™
document ==
ke | Type the document
v —— title]
Austin Conservative Contrast =

Enable Content Updates from Office.com...

ave >election to Cover Fage Gallery.

i;3‘ Remove Current Cover Page

1.1.1.17 Chén cac d@6i twong trong word 2010
a. Chen cac ky hiéu dac biét
Céc ky hiéu dic biét nhop hé thdng chdm cau, cich khoang, hoic cac ky tw dd hoa ma khéng
c6 san trén ban phim. Bé chén cac ky hiéu vacac ky tu dic biét:
+ D3t con tré vao vi tri mudn cheén

+ Chon tab Insert trén ving Ribbon

+

Chon nat Symbol trén nhém Symbols
Chon ky hiéu phu hop

=+



2% Signature Line +  JU Equation ~
53 Date & Time £2 Symbol v

. M 3 ¥ £

|
]
. L . '
!

| 2 + X e n

a B Q ©

{2 More Symbols..,

Chen hinh anh
+ Pit con trd vao noi mudn chén hinh minh hoa hay hinh anh
+ Chon tab Insert trén ving Ribbon
+ Chon nut Clip Art
+ Hop thoai xuat hién va c6 thé tim hinh mau

+ Chon hinh minh hoa muén chén

AR =2d s

Picture Clip Shapes SmartArt Chart Screenshot
Art v v

IHustrations

Chén va hiéu chinh hinh vé
Pé chén mét hinh anh:
+ Datcon tré vao noi mudn chén
+ Chon tab Insert trén vang Ribbon
+ Chon nuat Picture
+ Duyét qua hinh anh muén chén vachon anh.

+ Chon Insert

- 7 EE ) B a [
HH | |ball ga (Y 4= (i +
Table Picture Clip Shapes SmartArt Chart Screenshot

X Art v. -
Tables Ilustrations




Tét ca hinh v& c6 thé tang hay giam kich thojéc bang cach kich vao anh va kich vao mot goc cia

anh roi kéo dé tang hay giam kich thojde anh cho phu hop.

0 ! )

Chén luu d6

Smart Art 1a tap hop cac loai do hoa ban c6 thé sir dung dé t6 chirc
thong tin trong tai liéu. Dé chén SmartArt:

« Dit con trd Vao noi ban mudn chén minh hoa hay hinh anh

« Chon tab Insert trén vung Ribbon

 Chon nat SmartArt

« Chon vao SmartArt ban mudn

« Chon mili tén phia bén trai ¢é chén vin ban hoic g8 van ban trong d6 hoa.

o] EE j i 2 gHyperlink 5] Header ~ =1 [E Quick Parts v |
e B P 2 il _ =

A Bookmark |5l Footer~ — A wordat~ [
Table Picture Clip Shapes SmartArt Chart Screenshot : Text = E
. Art v v [#) Cross-reference | [%] Page Number v | poxv 2= Drop Cap~ &

Tables | Ilustrations | Links | Header & Footer Text

Choose a SmartArt Graphic

List ]
B | |
$= List -= e|as — 5
22 Process - .- PSS—
¢ Cyde Com— o —
: —— N -
stn Hierarchy [FOR—) —
Relationship . &
Matrix III QF' =0 RIS
A Pyramid - e
sic is
/‘° i
Picture P81y m - 1-1-] Use to show non-sequential or grouped
gag l.i blocks of information. Maximizes both
horizontal and vertical display space for
EEE 1 [O. l-. shopes:
Bl — O =

L OK J[ Cancel J




Pé hiéu chinh SmartArt, chon Tab Design va cac nhom lién quan:

‘_] ‘ﬂ EE @ Promote * Reorder UI‘J -- -.
- % Demote Feorder Down [ - | -] -
Add Add  Text — ] ) Bl
Shape~ Bullet Pane |¢m Rightto Left| o Layout -

Create Graphic Layouts

‘::; - =
Change - - Reset

Colars = Graphic
Smartart Styles Reset

Mubn chén céc luu d6 khéc, ¢6 thé chon hinh trong muc Insert/Shapes va
chén nho; trong word 2003.
d. Chén biéu d6
Biéu d6 1a mot dang thé hién bang hinh anh cac sé liéu cua mot bang tinh. Biéu d6 dwoc
hinh thanh bai truc tung va truc hoanh. Truc hoanh thé hién loai dix liéu ding dé so séanh.
Truc tung thé hién sé luong hay don vi do luong dit liéu dung dé so sanh

Tai thé Insert, nhom Illustrator, nhan vao Chart

Picture Clip Shapes SmartArt Chart Screenshot

Art he »

Illustrations

Xuat hién ctra s6 chon ki€u biéu do



Insert Chart

Cd Templates

Colurmn

T Me RE

B ® © &

Line

Pie

Bar

Area

¥ (Scatter)
Stock
Surface
Doughnut
Bubble

Radar

3 83
a4

=S

Line

3 [EE

=

E

|

Pie

| l'f-“

| @

||'f-1a

[ Manage Templates. .. ] [ Set as Default Chart

Al @ v

L oK J[ Cancel .]:E

Chon mat kiéu biéu @6 vanhap hoac stra ndi dung bang dix liéu truc tiép trén bang dir liéu

Data Sheet cua man hinh Excel.

bong chuong trinh Excel,

biéu do

loju

lai trén man hinh Word

B

=

D

E

Gao
Bau
Bip

Quy |
500
700
920

Quy il

430
830
230

Quy 11l

930
479
765

Quy IV
478
876
987

0 O I [ oy A
a‘c|w|m‘u|m"ﬁ|a|w‘m|»—- =0 el bl Kl sl Sl el e

To resize chart data range, drag lower right corner of range.

1200

1000

800

600

400

200 -

HQuy |

mQuy i
mQuy il
mQuy IV




e. Thay doi lai kiéu biéu do
Chon biéu d6, trén Tab Design chon nhom Type, Change Chart Type.

e ) g = |0
11 1] I —a—
=E | A _ -
Change Save As Select  Edit J.j_ il [l A —
Chart Type Template Data Data T
Type Data Chart Layouts

- Hay lya chon loai biéu db theo danh sach Chart type vachon hinh biéu db bén 6 Chart
sub-type.
- Chon n(it Set as default chart néu mudn dé kiéu biéu dd da chon s& dojoc ding cho
nhimg 1an v& biéu dd sau.
- Nhan nut OK dé hoan thanh viéc thay dbi kiéu biéu do
Chinh sira ndi dung hién thj trén biéu do

- Chon biéu db chinh stra biéu do, Tab Layout

ferences Mailings Review View Design | Layout i
- : : il
.||1| = | LI FI]_I'|| __g il il .I'I]_l'i

Chart  Axis  Legend Data Data Axes  Gridlines Plat
Title = Titles = - Labels = Table = - - Area ™

Labels Axes

C6 thé chinh stra ndi dung trong nhdm Labels va nhém Axes. Labels:
- Chart title: Tén biéu d6
- Axis title: Tiéu dé truc
- Legend: Chu giai
- Data Labels: Hién thi dit liéu va cac nhdn gia tri
- Data Labels: Hién thi dir liéu va cac nhdn giétri

Axes:
- - Axes: chinh stra, hién thi dit li¢u trén truc toa do
- Gridlines: Thay d6i dojong ké mat day biéudd

- Quay & hién thi biéu d6 theo hinh anh 3-D
Chon biéu d6 chinh sira biéu dd, Tab Layout, nhom Background chon 3-D

Rotation



— —_——
| | som] ()
Chart Chart 3-D

Wall v Floor v Rotation
Background

Xuat hién hop thoai Fomat Chart Area:

Format Chart Area

Fil 3-D Rotation

Border Color

Border Styles |:|

Shadow Rotation

Glow and Soft Edges & ; P
3-D Format 1 & [
3-D Rotation |:| 3

Alt Text Perspective:

Text

Cbject position

Chart Scale
[ right Angle Axes
Autoscals
Depth (% of base) | 100 £

Default Rotation

Close

- Rotation: Quay biéu db theo chiéu doc, chiéu ngang. ...
- Perspective: Phéi canh Xa.
c6 thé str dung cc nut chtrc ning quay biéu do phu hop.
f, Cheén biéu thuc toan hoc
Word 2010 cho phep chén céc cong thic toan hoc. Bé xem cbng cu toan hoc:
Pit con tro vao noi mubn chén cdng thirc todn hoc
- Chon tab Insert trén vung Ribbon
- Chon nut Equation trén nhém Symbols

- Chon cong thirc toan hoc phu hop hoac Chon Insert New Equation



erT AS] 2| Quick Parts = | Signature Line = | JL Equation|~

Built-In <
Area of Circle
A=mr?
Binomial Thearam
e Ny
(x +a)" = ( |xFanTk
Kk
k=0
Expansion of a Sum
i - nx nin—1)x?
l4+xt=14+4—+—
ll pl]
Fourier Series
oo
. nwx | NI
flx) =ay+ [a“ms—+u" sin |
L _I[. L _I[. A
n=1
i
More Equations from Office.com 4

TC  Insert Mew Equation

« Pé chinh sira cong thirc toan hoc: Kich chon cong thirc va tab Design
s& xuat hién trén ving Ribbon
1.1.1.18 Bang biéu
a. Chen va dinh dang bang
Dé tao motbang:
« Dit con trd vao trang noi ban mudn tao bang
« Chon tab Insert trén ving Ribbon.
« Chon vao nit Tables trén nhdm Tables. C6 thé tao mot bang theo mot trong 4 cach

Sau.

m Home Insert P

|Z] Cover Page v | [===9 A
-
_] Blank Page l—l
Table = Picture

ﬁ_ﬁl Page Break -

Pages Tables



- Panh dau s6 dong va cot

- Chon Insert Table vanhap s6 dong va cot

- Chon vao Draw Table, tao bang bang c4ch kich vanhap s6 dong va cot
- Chon Quick Tables va chon bang.

m Home Insert Fage Layout Refer

[£] Cover Page - j EllE] I_T‘J_'] ),

A y :

_] Blank Page Hel U =
Table

_ Picture Clip Shapes Sma
*,I_." Page Break - Art -

Pages 5x4 Table

g [
- Ooo0n

] UL
j |
- I o
: |
: I
B o o

Insert Table...

Draw Table

Excel Spreadsheet
Quick Tables k

E el O+ Esl ED

Dé chinh stra ciu trlc cua bang:
« Chon Va0 bang va ban s& thdy cO hai tab mai trén ving Ribbon Ia:

Design va Layout. Hai tab ndy dung dé thiét ké vabd tri bang.

ayout References Failings Review View Design Layout

Table Styles

Trén tab Design, ban c6 thé chon:
« Table Style Options
Header Row First Calumn

[0 Total Row [ Last Column

Banded Rows []] Banded Columns
Table Style Options

» Draw Borders



_ R
2/ --
-

14 pt
7 Draw Eraser
£ Pen Color ~ Table

Draw Borders ]

Pé dinh dang bang, Chon vao bang va chon tab Layout. Tab Layout

nay cho phép ban thuc hién:

“ Home Insert Page Layout References Mailings Review View Design Layout

kg Select~ )( me; o= ﬂ Insert Below [ d Merge Ce e |133 et i]fj H A= [
{5 view Gridlines s I - A Insert Left A splitcels | 4[] 019 === :’ ¥ l'l
= elete | Inse e Ce
A4 Properties = Above G InsertRight = =5 SplitTable | k3 AutoFit v = [ [ pirection r‘.!arcgins

Table Rows & Columns M Merge Cell Size . Alignment

o Xem Gridlines va Cac thudc tinh (c6 trén nhom Table).
o Cheén dong va ¢t (co trén nhom Row & Columns).
o Xoa bang, Dong va cot (nhém Rows & Columns).
o Tron hoac tach cac 6 (co6 trén nhém Merge).
o Tang va giam kich thudc 6 (c6 trong nhom Cell Size).
o Tao duong vién cho Tables ta 1am cac budc sau:
- TO khéi ca bang va chon Tables Tools.
- Chon tiép Design, nhan vao nit Border chon All Borders



&% shadingr ———— =
14 pt

Eottom Border

Top Border

Left Border

Right Barder |
Mo Border

All Barders

Qutside Borders

Inside Barders

Inside Horizontal Border
Inside Yertical Border

Diagonal Down Border

Diagonal Up Barder
Harizontal Line

A=
=

j Draw Table
e View Gridlines

Eorders and Shading...

- Chon céc kiéu dojong vién vanhap OK T6 nén cho bing
- Phdi hop mau sdc dé tao nén cho Tables. Ban c6 thé thuc hién theo cac Budc sau:
- Chon c4c 6 can t6 mau, sau d6 nhan vao Tables Tools chon Design.

- Chon tiép muc Shading va chon mau nén cho 6 d6.

| &3/shading ~

Theme Colors

Standard Colors
| B EEEREN

Mo Calar

150 Maore Colors...

L —_

Canh 18 vin ban trong cac 6 va thay doi hojéng van ban (nhém Alignment).



Tinh toan trong bang

100 2000 | 200,000

1 A

2 B 200 1500 300,000

3 C 150 3000 450,000
Téng 950,000

Bang 1. Bang dit liéu cén tinh toan

Léy vi du cu thé nho] ¢ bang 1. Pé thuc hién bang dir li¢u trén, ngo|oi
dung thuc hién qua ba budc: nhap dir liéu, tinh todn va dinh dang.

Bwéc 1. Nhap dit liéu tat ca cac cot, trir cot Thanh tién

Budre 2. Tinh Thanh tién = S6 lugng + Pon gia:

Hop thoai Formula

- Kich chudt vao 6 dau tién ciia cét Thanh tién, chon 1énh Layout, nhém

Data, chon Formula (fx)

A | Y3 Repeat Header Rows
Z

Sort

5= Convert to Text
Jie Formula
Nat

vata

- Nhap cong thie tinh theo hai cach tai 6 Formula:

Formula A<
Formula:

=c2*d2

Number format:

2,220 v |

Paste function:

[IF p —
INT ; 0K | Cancel
MAX \

+ Tinh truc tiép theo cach dung dia chi theo dong va cot cta Excel. Trong trojong hop cu thé
nay, S6 lwong 13 ¢4t D, Pon gia 12 ¢ot C, dong cin tinh 1a dong 2, nén cong thic tinh s& 1a
=c2+d2

+ Hodc ¢6 thé st dung cac ham c6 trong 6 Paste Function ¢ bén dojdi hodc gb tén ham vao.
Trong Word c6 thé st dung cac ham co ban nhoj: Sum (tinh tong), Count (dém), Average (tinh
trung binh céng), Max (gia tri 16n nhit), Min (gi& tri nhé nhat), Product (nhan)



... Vaco thé str dung dia chi 6 va ving nhoj Excel. Bé tinh Thanh tién c6 thé viét nhoj sau: =
Product(left) hodc = Product(c2:d2)

Chon ché d dinh dang tai 6 Number Format (vi du: # ##0)

Buwéc 3. Sao chép xudng cac 6 bén dojoi: Boi den két qua vira tinh, chon copy va paste xudng
cac 6 bén doy6i cua cot thanh tién réi bAm F9 dé cip nhat theo dong.

Buérc 4. Tinh tong: kich chudt vao 6 cudi cing caa dong Thanh tién va chon Layout/Formula,

nhap cdng thirc =sum(above) va chon ché do dinh dang tai 6 Number Format roi OK.

b. Sap xép trong bang
Ho va tén Mirc Phu Thue
luwong cip linh

Nguyén Vin A 333 12 345

Lé Thi B 359 13 372

Tran Viét C 333 10 343

Nguyén Tran D 405 18 423

Lé Thanh E 333 19 352

Gia sir ta can sip xép bang trén theo thtr ty ting dan ctia Thyc linh, ta 1am nhu sau:

Budc 1: Pua chudt vao vi tri bt ky trong bang

Budc 2: Troni Tab Laiout/Sort

Sark by
Calurnn 4 w | Type: | MNumber v | @ ascending
Using: |Paragraphs W Ogescending
Then by
W Twpe: | Text o | ) ascending
Using: |Paragraphs v © Descending
Then by
My lisk has
O Header row () o header row;
Options. .. I (04 ][ Cancel

Thiét lap céac thong s6 nhoy bang trén/OK
C. Chuyén bang thanh vin ban va nguoc lai

e Chuyén dbi tir bang( Table) sang vin ban (Text)



Dit con tré vao mot 6 bét ky trong Table

Trong thé Layout, nhém Data, nhan niit Convert to Text

v Design Layout
SliSl= E —J Al 4#) Repeat Header Rows
SgE — B= Z == Convert to Text
= =5 DirTeecition r~.lacreg::ns — J= Formula
Alignment Data

- Hién thi hop thoai sau:

Convert Table To Text E|E|

Separate kext with

= Dung cac ky hiéu dé phan cach noi dung trong 6 thudc Table
= Paragrahp marks dau phan doan (tojong dojong nhan phim Enter)
= Tabs ¢ khoang cach phim Tab
= Commas diu phay
= Other d4u khac cac ddu da néu bén trén, ban g0 vao d4u ban mudn bén canh
= Nhan OK
> Chuyén d6i tir Text sang Table:
= Chon dit liéu mudn chuyén dbi thanh Table

= Trong thé Insert, nhom Tables, nhan Convert Text to Table



Insert Page Layout Refer

bal B8 @ =

Picture Clip Shapes Sma

Art

o
E
=
o
=3

I O O
I O O
I I [ I
I O O
I O O
I O O
I O O
I O O
I

Insert Tab

2o

Draw Table

Conyert Text to Table...

Excel Spreadsheet

Quick Tables 3

[MEWR @ 00000000

- Hién thi hop thoai sau:

Convert Text to Table |2|[z|
Table size

Number of calumns: 5 E
BukoFik behavior

(%) Fixed column width:  |Auto E

O AukoFit to conkents

() AutoFit bo window
Separake bext ak

() paragraphs () Commas

(%) Tabs ) other: |:|

[ Ok l’ Cancel ]

- Chon tity chon thich hop sau d6 nhap nat OK
- Dung céc ky hiéu dé phan cach noi dung trong 6 thudc Table

o Paragrahp marks : ddu phan doan (tojong dojong nhan phim

Enter)
o Tabs : €0 khoang cach phim Tab
o Commas : ddu phay
o Other - dau khac cac dau d3 néu bén trén, ban

g6 vao dau ban mudn bén canh
1.1.1.19 Hb tro xir ly trong word 2010
a. Auto Correct

Pé tiét kiém thoi gian va cong stc khi nhap ndi dung cho mot van ban 16n trong d6 ¢o sy lap



lai nhiéu 1an mot hay nhiéu nhém tir, ban c¢6 thé thiét 1ap chirc ning AutoCorrect nham thay

thé mot vai ky tu viét tit cho cac tir d6 boi cac tir dii nghia ma théng thuong Ccéc tir ndy dai

hon.

Word Options

General

Display

% |
{ Change how Word corrects and formats your text.
L

Proofing

Save

] AutoCorrect options

Change how Word corrects and formats text as you type: [ AutoCorrect Options... l

Chon biéu tojong Office 2010trén goc trai ciia cua s Word, chon Options, chon

Proofing, chon Auto Correct Options

Hién thi hop thoai sau:

AutoCorrect: English [L.5.)

AukoFormat Srnark Tags

AutoCorreck | Makh AukaCorrect AukoFormat As You Type

Show sukoCorrect Opkions bukkons

Correct Two INitial Capitals

Capitalize First letter of sentences
Capitalize first lekter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as vou tvpe
Replace: Wikh:

- =] \_f

Automatically use suggestions From the spelling checker

[ ] 4 l[ Cancel ]

- Correct TWo INitian CApitals : néu hai ky tu dau tién trong mot tir dojoc g8 bang

chit in thi n6 s& thay chit in thtr hai bang chit thuong.

- VD: g6 TWo INitian CApitals s& dojoc thay bang Two Initian Capitals

- Capitalize first letter of sentences : Word nhan biét sau diu chdm s& bat dau mot

cdu méi vaky tu dau cau s& dojoc d6i thanh chir in néu ching ta gd bang chir thudng

- Capitalize name of days : Ky tu diu tién cua thtt (ngay trong tuan dojoc g& bang



tiéng Anh) s& d6i thanh chir in.

- Correct accidental usage of cCAPS LOCK key : khi gd phim Caps Lock, dén Caps
Lock trén ban phim sang, IGc ndy ching ta c6 thé gd nham trang thai cta ban phim
bang cach gitr phim Shift gb ky tu dau tién ctia mot tir, sau d¢6 nha phim Shift g6 cac ky
tur cOn lai cua tir, sau khi g xong tir ndy Word s& doi tir d3 gb vé dung dang dong thoi
lam tit ludn dén caps lock.

- Replace text as you type : tu dong g0 tir sai thanh tur diing

] A J Delete ~

¥ Previous
New

Comment ﬂ Next

Trong hop hoai trén, tir sai dojoc liét ké ¢ bén cot trai tojong (tng voi tir dng & bén cot phai.
Nhoy vay chi khi ndo gb ding tir sai ¢ bén trai thi Word s& tu dong thay thé tir dung ¢ bén
phai.
Nhap noi dung viét tit vao hop Replace. Nhap noi dung thay thé cho noi dung viét tat vao
hop With, sau dé click nat Add dé dua vao danh sach AutoCorrect.
Thuc hién tuan ty cac Budc dé nhap thém céc tir viét tat khac. Khi thuc hién xong, nhan OK
dé thoat khoi hop thoai.
Mudn x04 tir viét tat nao, ban click chon tir trong danh sach va nhan Delete.
Muén sira dbi, chon tir trong danh sach va nhap lai vao noi dung trong khung Replace hoic
With.
Trong khi g8 van ban, muén sir dung AutoCorrect ban nhap vao tir viét tit, sau d6 nhap thém
dau phan cach tir (ky tu trang, dau phay, dau cham, dau chdm hoi, ...) dé doja ndi dung thay
thé tojong g vao van ban.
b. Tao ghi chu va bao vé tai liéu

a. Chén mgt ghi chu

1. Chon doan text hodc ddi tojong bat ky trong tai liéu ban mudn ghi chi.

2. Trong thé Review, nhém Comments, nhén nGt New Comment.

I &J Delete ~
' “_'_,] Previous
New

Comment 2 Next

Comments

3. Nhap vao ghi chu ctia ban trong bong bdng hién thi & khung bén canh tai liéu.



Xoba ghi chu

Pé x6a mot ghi chli, nhan chudt phai vao ghi chi d6, chon Delete Comment.

- Pé x6a nhanh tit ca ghi chl trong tai liéu, nhan chudt vao mét ghi chd bat ky. Trong thé
Review, nhdm Comments, nhan vao miii tén bén dojoi ndt Delete va chon Delete Al
Comments in Document.

Thay doi ghi chi

- Néu cac ghi chi khdng hién thi trong tai liéu, ban nhan ndt Show Markup trong nhém
Tracking cua thé Review, sau d6 danh d4u chon Comments.

- Nhan chudt vao bén trong mot bong bong cd ghi cha can sira. Sau d6 stra lai noi
dung theo y ban.

Thay déi tén ngudi ghi chi
Bén canh m&i ghi chd ludn ¢ tén cua ngopoi sir dung. Néu ban mudn thay doi tén nay, hdy
thuc hién nhojp sau:

1. Trong thé Review, nhom Tracking, nhan chudt vao mili tén bén dojéi

nat Track Changes, sau d6 chon muc Change User Name.

Review Wiew
;'? J_, Final: Show Markup i
—Tﬂ)’ = show Markup =
.:h-grr?;l‘és - E Reviewing Pane -
5# Track Changes
: Change Tracking Qptions... :
Change User Name...

2. Trong hop thoai xuat hién, bén dudi muc Personalize..., ban nhép vao

tén ctia minh, sau do6 nhan OK.



Wornd Options

General l — . . .
[ E&, General options for working with Word.
Display
Proaofing User Interface options
Save Show Mini Toolbar on selection (i)
Enalle Live Preview (i)
Language

Always use ClearType

Advanced Colar scheme:

Customize Ribbon SereenTip style: |Sh-:uwfeature descriptions in ScreenTips A

Quick Access Toalbar Personalize your copy of Microsoft Office

Add-Ins User name: |Administratnr

Trust Center Initials:

Loju y 1a nhimg ghi cht ké tir bay gio tré di méi c6 tac dung véi tén méi.

In tai liéu kém theo ghi chi va nhirng danh dau thay déi

1. Nhan nat Microsoft Office Button (hoic Tab File) , sau d6 chon Print.

2. Trong hop thoai Print, tai muc Print what, chon Settings, Print va nhin OK.



Home Insert Page Layout References Mailings

[l save
Print
Save As @
Copies: |1 -
Open z
ﬁ Print
[ Close
Info Printer :
Recent é-_F_'.z HP Laserlet P3005 PCL S5e on ...
Ready
Mew

Printer Properties

szl j Print All Pages
-
H Print the entire document
Help
Document
Add-ns ~ | Print All Pages
j Print the entire document
|z] Cptions
@ Exit
i
Print Current Page
Cnly print the current page
Print Custom Range
,j}lﬂ Enter specific pages or sections to print
Document Properties
Document Properties
Table of properties and values
List of Markup
List of markup only
v | Print Markup
C. Bao vé tai liéu Word

Word 2010 hd tro sin tinh ning dit password bao vé vin ban véi tinh bao mat cao.

Ban nhip vao biéu tojong tab File phia trén goc trai > chon Info > Click Protect Document
and

Click Encrypt with Password > nhap OK. X&c nhan lai password > nhan OK.

Click the File tab, then Click Info. On the menu to the right Click Protect Document and
Click Encrypt with Password.



@I e R N testdoc2.docx - Microsoft Word

[ File l Home Insert Page Layout References Mailings Review View Format

ﬁ' Savve .
b Information about testdoc2
it https://ubtdjl.docs.live.net/220ceaf024d3e30f/ * 2Documents/testdoc2.docx

[-7 Open
: o~

. j_‘] Permissions
l [gﬁ Anycne can open, copy, and change any part of this document.
) Protect
Recent Document ~
s Mark as Final
New B .
/ | Let readers know the document is final
and make it read-only. \
Print ACL -] Encrypt with Password that it contains:
1 Require a password to open this r's name and related dates
Share document.
= Restrict Editing sabilities are unable to read
Help | =—{+] Control what types of changes people
£ can make to this document,

Hop thoai Encrypt Document, ban nhap password vao. Click OK

Encrypt Document

Encrypt the contents of this file

Password:

Caution; If you lose or forget the password, it cannot be
recovered. [tis advisable to keep a list of passwords and
their corresponding document names in a safe place,
(Remember that passwords are case-sensitive.)

[ oK ] [ Cancel ]

Tir by gio, mdi khi mé file vin ban ndy, Word s& hién thi cira sb
yéu cau nhap password. Chi ngojdi ndo biét password méi c6 thé xem
dojoc ndi dung cuafile.

Permissions

j%? EE A password is required to open this document.

Protect
Document =

Mudn hay bo, ban chi viéc vao hop thoai Encrypt Document dé x6a password bao



d. Tim kiém, thay thé
Tim van ban
Ban c6 thé nhanh chong tim kiém mét tir hodc cum tir theo cach sau:

- Trong thé Home, nhom Editing, nhan nit Find (hodc nhan phim tt Ctrl+F).

#  Find...

Chang
Styles| = GoTo..

u Editing

- Trong muc Find what cia hop thoai Find and Replace vira xuat hién, ban hdy nhap

vao doan van ban can tim.

Find and Replace

Find | Feplace Go To

Find what; | w |

Reading Highlight = Find In =

- Pé tim mdi mot tir hodc cum tir, ban nhin Find Next. Dé tim tit ca tir hodc cum tir
cung mot lic trong van ban, ban nhéan Find in, sau d6 nhan Main Document.
- Mudn két thuc qua trinh tim kiém, ban nhan ESC.
Tim va thay thé vin ban

- Trong thé Home, nhém Editing, nhan ndt Replace (hodc nhan phim tit Ctrl+H).



i= = .sl q % @4 Find ~
N AaBbCcDe AaBbCchDc

- 3ac Replace
= Change
= g | —
¥ — 7| Styles = | g Select =
aph ] Styles Editing

Find and Replace

Find Replace | 30 To

Find what: | W |

Replace with: | w |

- O muc Find what, ban nhép vao doan van ban mudn tim.
- O muc Replace with, ban nhap vao doan vin ban mudn thay thé.
- Pé tim doan van ban tiép theo, ban nhan Find Next.
- Pé thay thé doan vin ban, ban nhin Replace. Sau khi nhan xong, Word s& chuyén
sang doan vin ban tiép theo.
- Pé thay thé tit ca cac doan vin ban tim dojoc, ban nhén Replace All.
Kiém tra chinh ta, ngi phép
Pé kiém tra chinh ta va ngit phap ctia mot tai lidu:
- Dit con tré vao dau cia tai liéu hodc dau cua bt ky doan van ban ma ban mubn kiém
tra
- Chon tab Review trén vung Ribbon

- Chon biéu tugng Spelling & Grammar trén nhém Proofing hodc 4n phim tit (F7).

g &4 Research  # Set Language

‘ S Thesaurus ja5 Word Count
Spelling &/ .,
Grammar g Translate

SRRCIOUE IS — g

Spelling & Grammar (F7)

Check the spelling and grammar of
text in the document.

« Bétky mot 16i n3o s& hién thi mot hop thoai cho phép ban chon mot

céch viét hay ngit phép thich hop hon.



Spelling and Grammar: English (U.S.)

Mot in Dictionary:
Speelingj ~ [ Ignore Once ]
T [ Ignore All ]
[ Add to Dictionary ]
v
Suggestions:
| change |
Spelling
Speeding | Changeal |
Steeling
Peeling L AutoCorrect ]
[] check grammar
Options... Undo [ Cancel ]

Néu ban mudn kiém tra chinh ta ciia mot tir cu thé, ban c6 thé kich
chudt phai vao batky tir nao dugc gach dudi boi Word va chon mot su
thay thé.

Spieling

Spelling

Speeding

Steeling

Peeling

Ignore

Ignore All

Add to Dictionary

— AutoCorrect ’
Language 4

? Spelling...

&\ Look Up..

I Paste

1.1.2  Thiét ké mgt thw quang céo (Mail Merge)
Tron thu
Trong thuc té, d6i khi chiing ta can phai in van ban gai cho nhiéu nguoi chang han nhw thumai,

phiéu béo diém, gidy ching nhan, bang tt nghiép....



Thay vi phai g nhitng thong tin cua tirng ngojdi vao ndi dung cua tirng gidy ching nhan (rat

dé nham Ian), ta c6 c6 thé ding cong cu Mail Merge dé giai quyét van dé trén mot cach

nhanh chong.

Tap tin data source

Mot file chia dit liéu ngudn thudng dojoc trinh bay doyéi dang bang biéu don gian nhoy table,

sheet (cua Excel, Access) bao dam dua sé cot, hang va noi dung trong céc 0.

Tap tin main document
Mot file vin ban mau da dojoc trinh bay hoan chinh

1.1.2.1 Form letter

Buwdrc 1. Tao tap tin Main chinh trong WORD nhu sau

THHM

THQ] MOl

e K o>
Kinh ggi:

Sinh nam:

bia chi:

Dia diém:

cong Ty TNHH XYZ

Thoi gian:  gio, ngay

==—< 999 Pasteur, Q.1,

Giam Déc

Tran Vin A

Ngay 30 thang 10 ndm 2009

Moi sap xép thoi gian dén du cudc phong van tuyén nhan sy cho Cong ty.

Bwéc 2. Tao tap tin ngudn dix lidu trén Excel véi cac cot co tén tojong ng (chd yla tén cot

khong nén viét dau tiéng viét, va phai bat dau dix liéu ngay tai Cell Al).

* Cha y: tap tin dit liéu ndy ban c6 thé tao bang WORD, tuy nhién néu thé hién trong Excel

ban s& ¢ loi hon néu bang dir liéu d6 c6 hd tro nhiéu phép tinh va ham phuc tap.

O HOTEN
BC

PHAI

NS

DIACHI

THPHO

BAN




On Dbinh nhoj Qui Nam 1965 11 Lé Lot TP.HCM bH
g
Ba H6 Lé Ngoc Nir 1966 22 Thiy Van Viing Tau PH
Ong| Hoang vin Binh Nam 1975 33 Lé Lai TP.HCM
44 Ly Thuong
Ong| Phan thanh Tam Nam 1970 Kiét TP.HCM
Nguyén Thay
Ba Hong Nir 1968 | 55 L& Thanh Tén TP.HCM bH
On| Tran Hoa Binh Nam | 1969 66 Ly Thai To Bién Hoa PH
g
77 TranHojng Thi Dau
Ba| Lé Thi Mong Van Nt 1973 bao Mot
On Lé Vian Loi Nam | 1967 | 88 Ngo Duc Ké TP.HCM
g
Ba| Hang thi Ngoc Ha Nir 1968 99 Hung Vojong Viing Tau
Hoang thi
Ba L¢ Tojong Nir 1969 96 Pasteur TP.HCM bH

Buwde 3. Trén tap tin Main chinh trong Word

Chon Start Mail Merge trén tab Mailings vasau d6 chon Step by Step Mail Merge Wizard.




Insert Page Layout References
5
{ — "
|Start Mail| Select E dit
| Merge ¥ |Recipients v Recipient List
12| Letters

E-mail Messages
Envelopes..,
Labels...

Directory

Normal Word Document

5B 0DLC D

Step by Step Mail Merge Wizard..,

Dia chi:

Mailings Review View

Sadine Inea 5 2’ g P e _] "
B “line  Fieid~ |2 Update Results 3 A
Write & Insert Fields Preview Results
| 2 G OO e IO IO C RO ROy - | g 5 | A 6
NHH XYZ
lur, Q.1, TR.HCM
13344 Ngay 30 thang 10 nam 2009
THU MOI
oo

Mo sap xBp theigian d&n du cudc phong van tuyén)

gio, ngay.

GiamPéc

Trinh Wizard s& mé ra mot ctra s6 bén phai tai liéu. Cira s6 ndy cé thé di chuyén bang chuot

dén mot vi tri mai trén man hinh va ban ciing c6 thé thay d6i kich ¢& cua né.



Mail Merge v X

Select document type

What tvpe of document are wou
working on?

'@' Letters

) E-mail messages
) Envelopes

) Labels

) Directary

Letters

Send letkers to a group of
people, You can personalize the
letker that each person receives.

Click Mext to conkinue,

Step 1 of &

% Mext: Starting document

Dé thuc hién merge mail can phai qua 6 Buéc, ban 1am theo hoéng dan bing cach chon
nhiing tdy chon phil hop rdi nhan Next & doigi cing caa hop thoai, néu mudn quay lai thi
nhan vao Previous.

Trong muc Select document type di chon san Letters. Chon Next qua Budc 2

Mail Merge * X

Select starting document

Haow dia wau wank b sek up saur
letters?

() Use the current document
() Skart From a kemplate

() Skart From existing document:

Use the current document

Skart From the document shown
here and use the Mail Merge
wizard to add recipient
information,

Step 2 of 6
% Mext: Select recipients

@ Previous: Select document byvpe

Trong muc Select sartting document d chon sian Use the current document. Chon Next

qua Buoc 3



Mail Merge v X

Seleck recipients

(%) Use an existing lisk
() Select From Qutlook, contacks

) Type a new list

Use an existing list

Use names and addresses from a
file or a database,

Browse. ..
—-lf/ Select recipient list file
Step 3 of 6

S Mext: Write vour letker

4@ Previous: Starting docurment

#

Trong muc Select recipients nhan ndt Browse. Chon va mg file danh sach excel da lopu.

Select Table

Mame Description | Maodified Created Type
12/13/2009 6:07:23 AWM 12/13/2009 6:07:23 AM  TABLE
Sheetz4 12/13/2009 6:07:23 aM  12/13/2009 6:07:23 AM  TAELE
Sheet3$ 1201312009 6:07:23 AWM 12/13/2009 6:07:23 A TAELE
< |
First row of data contains column headers ok l [ Cancel

Chon Sheetl, OK



Mail Merge Recipients

This is the lisk af recipients that will be used in your merge. Use the options below to add ko ar change yvour lisk, Use the
checkboxes to add ar remove recipients from the merge, When wour list is ready, click Ok,

Data Source

DanhSach. xlsx [v Eié H LE Mgoc iy 1966 22 Thiry Yan Wiing
DanhSach. xls:x [v ©ng Hoang +an Binh Mam 1975 33 LE Lai TP.HJ
DanhSach,xlsx [+ &ng Phan thanh Tam Mam 1970 44 Ly Thuiing Kigt TP.HJ
DanhSach.xlsx [v Eié MguyEn Thiy Hing g 1968 55 L& Thanh Tdn TP .H{]
DanhSach. xlsx [+ | Cng Tran hia Binh Mam 1964 &6 Ly Thai T8 Eign H
DanhSach. xls:x [v Eié LE thi Mdng Yan iy 1973 77 Tra&n Hung Bao Thi D
Danhsach.xlsx [+ ©ng L& wan Loi Tlam 1967 33 Mgd Endc kE TP.H{
DanhSach.xlsx [v Ba Hang thi Mgoc Ha [y 1968 99 Hing Yhuong Wng
DanhSach. xls:x [+ B3 Hoang thi LE Tuidng {ig 1969 95 Paskeur TP.HJ
£ 3
Diaka Source Refine recipient lisk
CanhSach,xlsx 4] sor...

i Filker., ..

4 Find duplicates...
1 Find recipient. ..

:l,‘ Yalidate addresses. ..

O hop thoai Mail Merge Recipents, ta c6 thé loai bo hoac trich loc nhitng hang khdng muén
tao tho; moi. & Nhan OK = Nhéan Next qua budc 4.

Mail Merge v X

Write your letter

If vou have nok already done so,
wirite wour letber now,

To add recipient information to
wour letter, click a location in the
docurment, and then click one of
the itemns below,

= Address black...

= Greeting line. ..

j Electronic postage. ..
B more items. ..

When wou have finished writing
wour letker, click Mext, Then you
can preview and personalize each
recipient's letker,

Step 4 of &
% MNexk: Preview yvour letkers

4 Previous; Select recipients




Trong muc Write your letter, nhan chon More items...

Insert Merge Field

Insert:
() Address Fields {¥) Database Fields
Fields:

OBC__
HOTEN
PHAI
NS
DIACH
THPHO
BANG

Match Fields. .. ] I Insert l [ Zancel

Dit con tro text & vitri X4¢ dinh trong vin ban miu, noi can chén dit

liéu vao, lan lojot chén cac field vao trong main document nhu sau:

Cong Ty TNHH XYZ
4 999 pgsteur, Q.1, TE.HCOM
2 8223344 Ngay 30 thdng 10 ndm 2009
THU MOT
e F oy

Kinhgoi: «OBC» «HOTEN=

]

inh nam: «M5»

Pia chi: «DIACHI»

Nhén Next sang Budc 5, & Budc ndy nhan vao niit >> dé xem trude cac thu moi tiép theo



Mail Merge v X

Preview your letters

One of the merged letters is
previewed here, To preview
another letker, click one of the
Fallawing:

Fecipient: 1

4 Find a recipient. ..

Make changes

You can also change wour
recipient lisk:

% Edit recipient list. ..

[ Exclude this recipient

When vou have finished
presviewing your letbers, click
Mext. Then vou can prink the
merged letters ar edit individual
letters to add personal
camments,

Step 5 of 6

% MNext: Complete the merge

@ Previous: \Write your letker

Nhén nat Next sang bude thi 6.

Mail Merge - X

Complete the merge

Mail Merge is ready ko produce
wollr |etkers,

To personalize your letkers, click,
"Edit Individual Letters," This will
open a new document with your
merged letters, To make changes
ko all the letkers, switch back ko
khe ariginal docurment,

Merge

L3 Print...

L 7 Edit individual letters. ..

Ir'-derge to new document

Step b of B

4@ Previous: Preview your lethers




Chon Print... néu mudn in cac thoy moi truc tiép ra may in, chon Edit

indidual letters néu muén xem trojdc cac tho] moi trong vin ban.

Merge to New Document |E| E'

Merge recards

) Current record

) From: | | To! | |

[ Ok l[ Cancel ]

Trong hop thoai Merge to New Document c6 thé chon tao ra toan bo cac thop moi ¢6 trong
danh sach hoic chi chon tao thop moi cho mot s6 ngopoi.

1.1.2.2 Intailiéu

a. binh dang trang in

MJi khi tao file mai, trong cira s6 van ban di co san mot trang gidy tring dé bat dau soan
van ban (thuong 1 gidy letter hoic gidy A4). Chi khi ndo can dén chi tiét chinh xac hon
chiing ta méi chon lai kho gidy khac

Tab Page Layout, nhdm Page Setup, chon miii tén dojéi goc phai dé md hop thoai Page
Setup

Insert Page Layout References
Iy Orientation v ¥= Breaks ~
[3 Size ~ #3) Line Numbers ~

EE Columns ¥ be Hyphenation ~

Page Setup E

e Chon loai gidy — Tab Paper

Page Setup

Paper size:

|Letter

I<

width:  |8.5"
Height: 11"

4k

Paper Size : chon loai gidy, kich thojéc tojong tng s& hién ra trong width va height, néu chon

Custom phai cho sé do kich thajéc gidy trong width va height



Dit 18 cho trang in — Tab Margins

Page Setup ‘ E|
; s | Paper | Layout
Margins
Top: " Es EBiokbam: " Es
Left: 1" § Right: 1" §
Gutker: o ES Gutker position: Left -
Crigntation
Portrait Landscape
Pages
Multiple pages: Mormal -
Prawvisw
Apply to: |Whaole document
Set As Default [ a4 ] ’ Cancel ]
A 32 , H
- Top : Lé dinh cua trang In

- Bottom : Lé&day cua trang in
- Left : L& trai cta trang in
- Right : L& phai cua trang in
- Néu c6 dung 1énh Mirror Margins dé 1am sach (tao tinh ddi xtmg gitta cac trang) thi
1énh left varight sé tro thanh Inside va Outside
- Gutter : Khoang cach ding dé dong gay sach
- From edge: Khoang céch tir mép cua to gidy dén header hodc footer
- Orientation : chon hojéng in
- Portrait : Gidy doc
- Landscape : Gidy ngang
- Mirror margins : Pat 1& d6i ximg nhau. Néu 1énh ndy cé dung, gidy s& dojoc phén
biét 1a cd trang 1¢ vatrang chan (Odd and Even), thuong ap dung dé in séch.
In tai ligu
-Tab File, chon Print



“ Home Insert Page Layout References

[ save
Print
Save As L’Eb
Copies: |1 .
Open h
ﬁ Print
L Close
Info Printer ‘
Recent W@ HP 2500C Series
f.__- -
Ready
New Printer Properties
m Settings
Share j Print All Pages
Hel 4 Print the entire document
elp
Pages: g
] Options
B ] Print One Sided
@ Exit Only print on one side of the ...
DD Collated
23 123 123

Portrait Orientation -
J Letter
85" x11"

Mormal Margins
o— Left: 1" Right: 1"

1 Page Per Sheet -

- Copies: chon s6 ban in

- Printer : chon tén may in tojong Gmg da dojoc cai dit trong Windows. Néu may in dang
st dung khong ¢ tén trong danh sach nay (nghia la né choja dojoc khai bao) thi phai
thuc hién cac Budc sau:

- Nhip Start, chon Settings va nhip Printers.

- Nhip dbp vao biéu tojong Add Printer.

- Thyc hién cac Budce cai dit may in ctia chic nang Add Printer Wizard

- Pages : in s6 trang chon Iya bang cach gd cic sd trang vao, dung dau “” dé

phan céch céc trang roi rat, ddu gach ndi “- dé in céc trang lién tiép



1.1.3  Thiét ké mgt vin ban béo céo (Trinh bay bao céo tét nghigp )
1.1.4  Thiét lgp muc luc tw dong
1.1.4.1 Style va muc luc
a. Khéi niém Style
Style 1a mét tap hop cac dic tinh dinh dang cho céc d6i tojong trong word nhoy ky tu, heading,
list, table... Nhitng dinh dang nay s& dojoc &p dung cho ddi tojong vatao cho vinban cé tinh
nhat quén, chuy@n nghiép.
Word cho phép ngoyoi str dung c6 thé ding style c¢é san va tu tao style Vi dy : Heading 1,
Heading 2, Heading 3....
b. Str dung Style tu dong
Buéc 1: Chon di tuong can dinh dang style
Budc 2: Home/Chon style trong tab Styles
AaBhCecl | AaBbCcel AaBbCc AzEbCcl Aa Ij AaBbCec AaBbClc)

THormal | THo Spac.. Headingl  Heading 2 Title Subtitle Subtle Em...

AaBbCcl AaBbCer AaBhCel AaBbCer AaBLC:! AAPBCC AABBCC
Emphasis Intense E... Strong Quote Intense Q... Subtle Ref... Intense R.

AABBCC AaBhbh{cl
EBook Title T List Para...

Save election as a Mew Quick tyle..,
=, Llear Formatting

T Apply Styles..

1.1.42 Tuwtao Style

Budc 1: Kich chon miii tén gdc dojdi bén phai ctia Styles

|-'-‘~.aEIth:D| a2 p #IPN] nambcen AaBbC aaBbee AAD %

—| Change
T | Styles T

T Maormal phuong T phuong2 T Mo Spaci.. Headingl Heading 2 Title

Styles

o

N N N N O O O




Styles v X
Clear All -
-
phuang 13
phuang? T
Mo Spacing T
Heading 1 13
Heading 2 ]
Title ]
Subtitle 1
Subtle Emphasis a
Emphasiz a
Intense Emphasis a
Strong d
Quate 13
Intense Quote ]
Subtle Reference a
Intense Reference a
Book Title a
List Paragraph T
[ show Preview
[ visable Linked Styles
Optians...
Teate New Stylefrom Formatting E m
Properties
Dlame: Stylel
Stile type: Patagraph [Vl
Style based on: 1 mormal [vl
Style for folowing paragraph: | 97 Stylet [vl
Formatting
Tirmes e Raman [v] 12 [vl B I U Automatic [v]

BEEEEREL.

= | 4= 4=

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Engiish (U1.5.), Style: GQuick Style
Based on: Normal

fid to Quick Style list [ Automatically update
() Only inthis dacument. ) Hew documents based on this template

Hop thoai sau mo ra:

Budc 2: Kich chon New Style

Budc 3: Thiétlap cac dinhdang  cho

style: tén style, kiéu style &p dung ( cho doan vanban, cho ky tu, cho bang, cho list...)/ OK
0O Thay doi dinh dang cho Style

Budc 1: Chon Style can thay d6i trong cira s6 Styles

Buac 2: Kich chon Modify Budc 3: Dinh dang lai Style
O Xoba Style

Chon Style can x0a trong ctra s6 Style, chon Delete tén_style can xoa



1.1.43 Tao muc luc
+ Budc 1: Apstyle mic dinh hodc style tu tao cho cac tiéu dé
+ Budc 2: bidén trang can chén muc luc
+ Budc 3: Reference/Table of Contents

+ Budc 4: Chon kiéu Table of contents thich hop

1.1.5  Thiét lap header/ footer cho tirng chwong trong mét tap tin vin ban
a. Header, Footer va chén s trang

Tai thé Insert, nhom Header & Footer, nhan chudt vao nit Header hay Footer

| Header - A [E Quick Parts = [Z% Signature Line =TT Equation =
— —_- . " _— . - .
é Footer = ﬂ‘c‘.‘-:urd;—-.rt i E. Date & Time L2 Symbol -
J —
Built-In -
Blank nols
[Twpe teat]
Blank (Three Columns)
[Ty et} [Trposa Bt} |
Alphabet
[ Typea k| Fage 1
Annual
1
-
More Footers from Office.com 4
{ B Edit Foater
=L Eemove Footer

AL~

M6t menu x6 xudng véi cac Header, Footer mau, nhap noi dung cho Header hay Footer,
nhap xong nhan dap chudt vao viing noi dung cua trang, 1ap tic Header/Footer sé dojoc 4p
dung cho toan bo trang tai liéu.

Khong sir dung Header/Footer cho trang dau tién



Tai thé Page Layout, nhan chudt vao nit goc dojdi phai cia nhém Page Setup dé mo hop
thoai Page Setup. Tiép theo, mo thé Layout ra, danh dau kiém myc Different first page bén

dojéi muc Headers and footers/ Nhin OK

Page Setup @E|

Margins | Paper Layouk
Seckion

Seckion stark: Mew page b

Headers and Fookers
[ ] bifferent odd and even

1.27 cm

LIRS

1.27cm
Page

Wertical alignment: [ Top W

Presview

Apply ko |Whole docurment » [Line Murnbers. .. ] [ Borders. .. ]

Set fs Defaulk [ Ik l [ Cancel ]

Tao Header va Footer khac nhau cho céc viing khac nhau cua tai liéu Budc 1: Tao ngat ving

dé phan chia cac viing trong tai liéu:

+ Nhan chudt vao vi tri muén dat ving méi
+ Page Layout/Page Setup, nhan nit Breaks va chon mot kiéu ngat ving phi hop trong

Section Breaks

Budc 2: Tai thé Insert/ Chon Header hoic Footer dé chén noi dung Header va Footer cho
mdi section khac nhau/ Tich bo vao Link to Previous

b. Cheén sé trang:

Chon thé Insert, tai nhdm Header & Footer nhan nit Page Number, trong menu xuat hién lya
chon vi tri chén sé trang thich hop.



1.2 K§ thuat trinh bay trinh chiéu béo cao
1.2.1 Cac hiéu ing
1.2.1.1  Hiéu &ng cho tirng thanh phan
a. Gidi thiéu powerpoint 2010
a. Khoi dgng va thoat khoi PowerPoint
a. Khéi dong
Budéc 1: Tir cra s6 Windows chon Start
Buoc 2: Chon All Programs/ Programs
Buoce 3: Chon Microsoft Office, Nhép chuot Ién Microsoft Office PowerPoint
2010
b. Thoat khoi powerpoint
v/ Céch 1: Nhip vao nit Close ( %) & goc trén cling bén
phai ctra s6 PowerPoint, hoic
v’ Céch 2: Vao ngan File chon Exit, hoac
v Cach 3: Dung t6 hop phim tat <ALT+F4>
a. Cua 6 giaodién
Thanh tiéu-d¢ (Title bar):Thé hién tén cha clrong trinh dang chay la PowerPoint va

tén cha bai trinh dién huén hanli MMéu clra $0 chwa toan man hinh thi ta co the ding
- . . Z - Z el z
chuot keo Title bar de di chuyen ctra so.

Ribbon: Chire! ning cfia Ribbon la s két hop cfia thanh thre don va cac thanh cong
cu, duoc trinh bay trong cac ngan (tab) chwra nut va danh sach lenh
A Quick Access Toolbar:
Chta cac 1énh tit thdng dung.
Nt Minimize: thu nho cira s6 tmg dung vao thanh tac vu (taskbar) cia windows

. . .. T . LA ; ; . . . . -
Nut Maximize/Restore: Khi ctra s0 & ché d6 toan man hinh, khi chon mit nay sé thu

2 E] 3 . A k) Z . . v v - - . ~ . 2 s
nhd clta $0 lai, néu clra ¢0 clura toan man lhunh thi klu chon nit nay $& phong to clra g0
thanh toan man hinh

Niit Close:Bong ing dung lai.
Khu virc span thao bai trinh dién: Hién thi slide hién hanh.

- Ngin Slides: Hién thi danh séch cac slide dang c6 trong bai thuyét trinh
- Ngin Outline: Hién thi dan bai ctia bai thuyét trinh



Thanh tl'z_an thai (Status bar): Bao cao thong tin vé bai trinh dién va cing cap
nut 1énl thay ddi ché dd hién thi va phong to, thu nhd wing soan thao.

cac
[}
Ngan File Thanh trang thai Khu vuc Close
soan thao Maximize/Restore
Quick Access toolbar Titlebar  gpi laslide Minimize ‘
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‘ Click to add notes ;
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Ribbon
Ribbon dojoc té chire thanh nhiéu ngan theo chiic nang trong qua trinh xay dung bai thuyét
trinh. Trong mdi ngan lénh lai dojgc t6 chic thanh nhiéu nhém 1énh nho tao gitp ngojdi ding

d& hiéu va dé str dung cac chic nang cia chojong trinh,

®l | 9 | P e ——————— S crotaiioors || picture oo (RN
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Clipboard Ta Slides Hont [ Paragraph E| Drawing [ Editing

Ngan Home trén Ribbon



Home:Chtra céc ndt 1énh thudng xuy@n sir sung trong qué trinh soan thao bai thuyét trinh nhoj
la cac vé 1énh sao chép, cat, dan, chén slide, b cuc slide, phan chia section, dinh dang van ban,
vé hinh va cac 1énh vé tim kiém, thay thé. ..
= Insert: Thuc hién cac lénh chén, thém cac doi tojong ma
PowerPoint hd tro nhop & bang biéu, hinh anh, SmartArt, d6 thi,

van ban, doan phim, &m thanh,...

G
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins
| irsisiie | |
= EE 1 P D § ‘ A = = O &
Bal| BE [+ % qp 2;? w é ] _53 Lz & B Y
Table Picture Clip Screenshot Photo | Shapes SmartArt Chart H C Text Header WordArt Date Slide Object | Equation S Video Audio
. Art ¥ Album ~ > Box & Footer x & Time Number i x: 2.4
Tables Images Hlustrations Links Text Symbols Media
-
Ngan Insert

Design: Thuc hién cac 1énh vé dinh dang kic co va chiéu hojong cua céc slide, handout, 4p dung
cac mau dinh dang va céc kiéu hinh nén choslide.

[Pr—
Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins
| |
f [ [ 1 Colors >  »
=] A A A ) g B colors ) Background Styles ~
a a a a D - @ Fonts ~
Page Slide — A el | | w smmEms L | [ Hide Background Graphics
Setup Orientation ~ = b [:l Effects ~
Page Setup Themes Background ¥

Ngan Design
Transitions: PowerPoint 2010 t chirc Transitions thanh mot ngan méi trén Ribbon gidp
chiing ta c6 thé &p dung va thiét 1ap cac thdng sé cho cac hiéu tng chuyén slide rat nhanh
chdng va thuan lgi. Ngoai ra, ching ta c6 thé xem trojéc hiéu tng chuyén slide ngay trong ché
do soan thao.

Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins a 1
| it | NS e
— | o o = 3& Sound: [No Sound] v | Advance Slide
= = 0 4;.1' @ = —| —
9 ] ® Duration: 0200 5 | [¥] On Mouse Click
None Cut Fade Push Wipe Split Reveal s ey Sj Apply To All \: After: 00:00.00 5
Preview Transition to This Slide Timing

Ngan Transitions
Animations: Danh muc céc hiéu ng ap dung cho céc d6i tojong trén slide, sao chép hiéu tng

giita cac d6i tojong, thiét 1ap thoi gian ciing nhop cac su kién cho céc hiéu ang.

Home Insert Design Transitions —nlmatl-:\nslk Slide Show Review View Developer Add-Ins Format
|
*  #a» | ¢ i - 3,& Animation Pane p Start: On Click ~ Reorder Animation
» Vv * Es’: - 7 Trigger v O Duration: 0200 3
Preview ote Crow S R Y e Effect Add P
v Terter Sl Grow/ahrink DFsatuRtes o Options + | Animation ~ W Animation Painter | () Delay: 0000 I ¥ Move Later
_Preview Animation * Advanced Animation Timing

Ngan Animations



Slide Show: Chuan bj c4c thiét Iap cho bai thuyét trinh trojéc khi trinh dién, tly bién vé mat
noi dung cua bai thuyét trinh trong cac tinh hudng bao céo, broadcast bai thuyét trinh cho

cac khan gia theo dai tir xa va thiét 1ap cac thong sé cho cac man hinh hién thi khi trinh

=X
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Home Insert Design Transitions Animations Slide Show % Review View Developer Add-Ins Format

| e
== = (= - 7 x [¥] Play Narrations 1) Resolution: Use Current Resolutio >

© o = [V Play ons (=l Res se Current Resolution
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e - & f ;]- —;r 3 |¥] Use Timings =P S X
From From Broadcast  Custom Set Up Hide | Rehearse Record Slide _ ¢ =

Beginning Current Slide  Slide Show Slide Show v | Slide Show Slide Timings Show~ LI Show Media Controls | [ ]| Use Presenter View

Start Slide Show Set Up Monitors

Ngan Slide Show
Review: Ghi ch cho céc slide trong bai thuyét trinh, so sanh va tron noi dung giira cac bai

thuyét trinh va cong cu kiém tra 13i chinh ta.

m Home Insert Design Transitions Animations Slide Show Rev
4 > - =) _ 2 s 2
v W % 2 mdammta 3

Spelling Research T -] Translate Language Show New Edit Delete Previous Next Compare
\ v Markup| Comment Comment ¥

h View Developer Add-Ins

Proofing Language Comments Compare

Ngan Review
View: Chuyén d6i qua lai gitra cac ché do hién thi, cho hién thi hoic an thanh thojdc, cac
dojong lojéi, diéu chinh kich thojée viing soan thao, chuyén doi giira cac ché ddmau hién thi,

sap xép cac cira so,. ..

E Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins
CE=E=E ‘] > [T Ruter © [=] | color | = Arrange Al = :
g = (e _U : = 1 [EH L= 2 !
[ Gridlines Srei— i Grayscale — -_3_| Cascade — —2
Normal| Slide MNotes Reading @ Slide Handout Notes = _ Zoom Fitto : i W ’ Switch Macros
Sorter Page View Master Master Master | Il Guides Window | il Black and White | window 53 Move Split  windows
Presentation Views Master Views Show . Zoom Color/Grayscale Window Macros

Ngan View
a. Nhom Master Views
e Slide Master: Loju trit thong tin vé thiét ké kiéu dang, mau sic, font chir, bd cuc,... cho
cac slide
e Handout Master: Thiét lap cac thong s6 cho cac trang in handout nhoj chiéu handout, chiéu
cua céc slide bé tri trén handout, sé slide trén mét trang in, sap xép vi tri cua cac header,
footer, hop hién thi ngay thang va sé trang trén handout,...
e Notes Master: Thiét Iap cac théng sb cho cac trang in kém thdng tin ghi chd cua slide

tojong tu nhop handout.



a. Céc thao tac voifile
a. Tao file (tép trinh dién) Tao file rong
1. Vaongan File
2. Chon Iénh New, hop Available Templates and Themes xuét hién bén phai
3. Chon Blank presentation, Nhan ndt Create dé tao méi.
Phim tat:
Dung t6 hop phim tat <Ctrl+N> dé tao nhanh bai thuyét trinh rong
Tao file tir miu co sin
v" Vaongan File
v Chon lénh New, hop Available Templates and Themes xut hién bén phai
v" Chon Sample templates
v" Chon mét mau thiét ké tir danh séch bén dojéi va xem hinh minh
hoa phia bén phai cira so.
Nhdn nit Create dé tao méi bai thuyét trinh
Luu file
Luu lan dau

- Vao ngan File

- Chon 1énh Save, hop Save As xuat hién

- Nhap tén tap tin bai thuyét trinh tai hop File name. Vi du dat tén tap tin 1a PowerPoint
2010. (Tap tin nay sé& dojoc dung dé thuc hanh trong cac vi du sau nay cua tai liéu).

- Chon loai dinh dang tp tin tai Save as type. Vi du chon kiéu tap tin 1a

PowerPoint Presentation (*.pptx).

- e PowerPoint mic dinh kiéu tap tin 1a PowerPoint Presentation (*.pptx), day la kiéu
dinh dang dung cho PowerPoint 2007 va2010.

- e Chlng ta c6 thé loju tap tin theo dinh dang PowerPoint 97-2003 Presentation
(*.ppt) dé cac phién ban PowerPoint 2003 tré vé trojéc b thé mo dojoc bdithuyét trinh
tao trén PowerPoint 2010. Tuy nhién, cac hiéu tng va cic kiéu dinh dang dic thu
cua PowerPoint 2010 s€ khong hoat dong.

4. Taihop Save in, hdy tim dén tho; muc can loju tap tin
Nhdn nit Save @é lwu Qui dinh vé dat tén tdp tin:
Loju bai thuyét trinh & dinh dang khéc
v" Mé bai thuyét trinh mudn loju sang dinh dang khéc.
v" Vaongan File



v Chon 1énh Save As, hop Save As xuit hién
v' Tai Save as type, chon lai kiéu dinh dang khac.

»  Nhan nut Save dé thuc hién lénh.

Mo lai file

1. Vaongan File

2. Chon Iénh Recent, hop Recent Presentations xudt hién bén phai

3. Chon tén bai thuyét trinh can mo tur
Néu bai thuy danh sach
bude sau:

1. Vaongan File
2. Chon Iénh Open, hop thoai Open xuat hién
3. TaiLook in, tim dén tho; muc loju trit bai thuyét trinh
4. Chon t8n tdp tin muén mé va nhan nit Open
T6 hop phim tdt:
Pé ma nhanh hop thoai Open  nhén t6 hop phim tat <Ctrl+O>.
b. Pong file: CTRL + F4
b. Thiét Iap hiéu &ng trinh dién
b. Cac hiéuumg
a. Hiéu umg chuyén slide
La hiéu ing xay ra khi chuyén tir slide nay sang mot slide khac
b. Hiéu tng cua cac ddi tojong trong slide
La hiéu Gmg xay ra cho cac d6i tojong dojoc chén vao slide.
b. Thiét Idp hiéu ing
b. Hiéu ing chuyén slide
- Mo bai thuyét trinh can ap dung hiéu Gng chuyén slide. Vi dy, hdy mé bai thuyét
trinh ma chung ta di tao va thuc hanh trong cac phan trojdc.
- Chon slide can ap dung hiéu tGng chuyén slide. Vidy, chon slide dau tién trong
bai thuyét trinh.
- Vao ngan Transitions trén Ribbon, vao nhém Transition to This Slide vachon kiéu

hiéu ing Doors trong danh muc dyng san.



E ifl, Sound:

B Duration
Effect

Home Insert Design Transitions Animations Slide Sho| ||Optiens +| 43l 4pply To

= q - Vertjfa

m (@ § & |3
Cube DG@ Box Zoom = OEH;:V E Horizontal
T

nsition to This Slide

4

Chon kiéu Transition

1. Chon lénh Effect Options va tuy chon thém cho kiéu hiéu
tmg Doors vira chon. Vi dy, vanchon la Vertical.
2. Chuyén dén nhém Timing dé thiét lap thoi gian cho hiéu tng
Transition:
e Sound: vidu chon am thanh khi chuyén slide 1a Chime
e Duration: thiét 1ap thoi gian thuc thi hiéu ang chuyén tir slide ndy sang slide khéc. Vi
du, chon 142 gidy dé cd tdc do thuc thi vira phai va dé& quan sét.
e Chon On Mouse Click: thi s& chuyén sang slide khéc néu nhip chuét trong khi trinh
chiéu. Nén chon tlly chon nay.
e Taihop After: thiét 1ap sé phat:gidy (mm:ss) s& tu dong chuyén sang slide khac khi van
choja 6 hiéu Iénh kich chudt. Tay chon nay phai c6 khi muén xay dung bai thuyét trinh ty
dong trinh chiéu. Vi dy, chon After la 8 gidy. Trong thuc té, chling ta can tinh toan thoi gian

sao cho khan gia c6 thé doc hét noi dung trén slide trajéc khi chuyén sang slide khéc.

¢y Sound: chimes.wav - | Advance 5lide

8 Duration: 0zo00 3 On Mouse Click

il Apply To All After: 00:03.00 3
Timing

Tuy chon thoi gian cho Transition

3. Slide dau tién d3 thiét 1ap xong hiéu tng Transition.
e Nhin nit Apply To All trong nhém Timing s& ap dung thiét 1ap Transition trén cho tit ca
cac slide trong bai thuyét trinh. Khi d6, tat ca cac slide s& c6 hiéu Gng Transition gidng nhau.
®

Lip lai cac Budc 2,3,4,5 dé thiét 1ap hiéu tng Transition cho cac slide khac trong bai

thuyét trinh vdi cac tuy chon hiéu tng ddc 1dp vdoi1 nhau. Viée 1am nay sé€ ton nhiéu thoi gian



nhojng bai thuyét trinh s& sinh dong va thu hit hon. Ngoai ra, noi dung ctia mdi slide 1a khac
nhau nén thoi gian thyc thi hodc chd chuyén slide ctia mdi slide 1& khéac nhau.
C. X6ba bo hiéu tng chuyén slide
Viéc x6a bo céc thiét 1ap hiéu ung chuyén slide rat don gian. Chlng ta c6 thé xé6a bo hiéu
g chuyén slide cho tirng slide riéng I¢ hodc thuc hién dong loat trén tat ca cac slide.
Céc Budc xo4 hiéu tmg chuyén slide:
- Chon moét hay nhiéu slide can xo4 hiéu tmg chuyén slide
- Vaongan Transitions, nhém Transition to This Slide va chon None dé hity bo hiéu

g chuyén slide cho cac slide dang chon.

Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ii

Subtle

m B P @ @ B
N CT F; Push V‘.“."lpe Split Rev_eal Ran-dom Bars
<1 d &
Shape Uncover Cover Flash
Exciting
e = J & | 1 7S8R | |
w [ g W & M
Dissolve Checkerboard Blinds Clock Ripple Honeycomb Glitter Vaortex
| N~ = = —] =
B @& m W m
Shred Switch Flip Gallery Cube Doors Box Zoom
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Chon None dé x6a hiéu ing chuyén slide

1. Néu ban chon thém 1énh Apply To All bén nhém Timing thi s&

x6a hét hiéu tmg chuyén slide trong bai thuyét trinh.

il Sound: chimes.wav ~ | Advance Slide

-

8 Duration: Auto - On Mowuse Click

51 Apply TN After: 00:00.00 2
Timing

X0a tat ca hiéu ing chuyén slide

1.2.1.2 Hiéu wng trén tirng Slide
a. Chen slide moi
- Chon ngan Slides trong ché 6 Normal Viewva nhap chudt vao dojdi slide dau tién do
PowerPoint tu tao ra khi tao bai thuyét trinh méi. Khi d6, sé& thay mot dojong nim
ngang nhap nhéy cho biét d6 1a vi tri ma slide méi s& dojgc chén vao.
- Vao ngan Home chon nhom Slides

- Nhéan nat New Slide, hop chira cac kiéu layout xuat hién



Nhap chudt chon mot kiéu layout, slide mai s€ dojgc chén vao bai
thuyét trinh theo kiéu layout vira chon
Home Insert Design Transitions H
Paste [ Mew | . B 7 U 8§ ake 4
- Slide ~ | 5 Section v -

Clipboard Office Theme

:l E ............................
. — e i —

. e I
Title Slide Titleandc-jntent[% Sect
- '“' i
b. Sao chép slide

1. Trong ché do6 Normal View, chon céc slide trong ngin Slides mudn sao chép
2. Nhip phai chudt 18n mét trong sb cac slide dang chon dé mo

thuc don nglr canh Chon Duplicate Slide tir danh sach 1énh
Thay d6i layout cho slide

1. Trong ché do6 Normal View, chon cac slide trong ngan Slides mudn sao chép
2. Chon slide can thay di layout

Chon kiéu layout méi cho slide

3. Vaongin Home | nhém Slides | nhan nat Layout
Thay d6i vi tri cho slide

1. Trong ché do Normal View, chon slide trong ngin Slides mudn sap xép
2. Dung chudt kéo slide dén vi tri méi trong ngan

Slides vatha chudt Slide s& xuat hién & vi tri moi
Xoa slide

1. Trong ché ¢6 Normal View, chon slide trong ngn Slides mudn x0a

Chén cac ddi tugng vao slide

2. Nhan phim Delete trén ban phim dé xéa slide hodc nhap phai chudt
Ién slide va chon Delete Slide
Chen hinh vao slide

Chen hinh tir file trong may tinh

v Vao ngan Insert, tai nhom Images chon Insert Picture from File.



Chén hinh vao slide

+ (Click to add text + (Click to add text
mHome Insert Design Tran

Clip Art Shapes
= T J

@Screenshot' F;_-:‘|Smar1'_»&r

—+H Table | Pictyre
- - = [% Photo Album ~ | gifj Chart
Tables Images Hlustration
= N~
2 || 1nsert Picture from File
3| ™ Inserta picture from a file.

e Press F1 for more help.

Lénh Insert Picture from File

v' Ctras6 Insert Picture xuat hién, tim dén thoy myc loju trit hinh
trén may ctia minh va nhap chudt chon mét hinh nao do, sau do
nhdn nat Insert dé chén hinh vao Slide.

i P

Look in: ‘\[j Multimedia v‘ @~ XcCifE-~
3, My Recent 5
Documents = :
@DESRDD w ; ﬁ i
My ‘
(=]
Documents
gl Animal105.jpg Animal106.jpg
Computer
.’3 My Network
Places

Animal109.jpg Animall10Npg Animall11.jpg

Animal108.jpg

Animal107.jpg

Files of type: lAII Pictures (*.emf;*.wmf;*4jpg;*.jpegj*.jfif;*.jpe;*.png;*.bmp;*.dib;*.rle;*.gif;*.gfa;*.e\1z;*.wmz v

e 3 (o)
=

File name: ‘

Chon hinh chén vao slide

Khi hinh da chén vao slide, chon hinh d¢6 cho xuit hién 8 6 vuéng nho xung quanh
hinh, doja chudt vao 6 & mdt goc nao do va giir trai chudt kéo ra phia ngoai hinh dé

AN

phéng to hinh. Cé thé dung chudt dé di chuyén hinh dén vi tri mong mudn trong slide.



Chén hinh vao slide Chén hinh vao slide

Thay doi kich thuéc va di chuyén hinh
Chen hinh ter Clip Art vao slide
1. Vaongan Insert, tai nhom Images chon Clip Art.
2. Mot ngin Clip Art xuat hién bén phai cua sé Normal View. Tai 6 Search
for
nhap va@ltom va nh 4nnGt Go dé tim hinh trong thop vién Cllp Art.

Lﬂl Hw9-0 4 & A= ThuchanhPowerPoint2010.pptx - Microsoft PowerPoint [ Drawr.. ] o =B XZ
Home | Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Format o o
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Chen Clip Art vao slide

* Click to add text

[ Include Office.dpm content

|

g
8
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o = S v ‘
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T :
4| m | » 2 Find more at Office.com
Click to add notes : @ Hints for finding images
Slide 5 of 5 | “Office Theme™ | \}ﬁ | ”@ oo = 50% l:E;,,iO,fv i‘ Ea

Tim hinh trong Clip Art va chen veao Slide
3. Kich chudt vao hinh trong khung Clip Art dé chén vao slide. Sip
xép hinh va

chinh d0 16n nho cua hinh néu can.



4. Nhép chudt vao nit Close & goc trén bén phai hop Clip Art dé dong hop
Clip Art

Chen thém Shape, WordArt va Textbox vao slide

v Insert, nhom Illustrations, chon Shape, chon kiéu mili tén vé

mot hinh mii tén trén slide nhoj hinh sau.
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Suismp>o>BoME | S . SN

e T %
Equation Shapes %

e —1-]
R==g

Flowchart

Y L] =R P

Thém Shape vao slide

- Vao ngan Insert, nhom Text, chon nut Textbox va vé mot hop van ban trén slide

Vao ngan Insert, nhém Text, chon nit WordArt, chon mau sic cho WordArt

4F5«E T

WordArt| Date _ Slide Object | Equation
& Time Number

A A

> 2 >

A A
A A

> > > >
>3 >

il
fi

Chon mau cho WordArt
Nhap chudi tai hop Your text here.
Chén SmartArt vao slide

Vao ngan Insert, tai nhdm Images chon Smart Art.



Home | Insert | Design Transitions Animations Slide Show Review View
| it |

S S e @ i 8 B A

‘o_;iS(reenshot - l_j SmartA,

Table | Picture o H 0 Text Header WordAs
e & Photo Album ~ | gl Chart Box & Footer
Tables Images Illustrations Links Text
= =[x Insert SmartArt Graphic
-
SR Insert a SmartArt graphic to visylly
= = ” communicate information.
.
f .\) SmartArt graphics range from
L graphical lists and process
- s g diagrams to more complex

u qo graphics, such as Venn diagrams
and organization charts,

9 Press F1 for more help.

v' Ctra s6 Choose a SmartArt Graphic xuit hién. chon
Choose a SmartArt Graphic @

— A~

B A | -

= List \ -

>  Process A )
cular Picture Callout ‘\

e [ o

T, Hierarchy

11
g4 Relationship g g = - 0 o / J
& Matrix - =
% Pyramid = e
‘f"i [— % = ._. Circular Picture Callout
A S . . S ) —— Use to show a central idea and sub-ideas or
) related items. The text for the first picture
T ) — covers the lower portion of the picture. The
S p- -- corresponding text for other Level 1 shapes
f- 2 | i bt bl s appears next to the small circular pictures.

This diagram also works well with no text.

[ OK ][ Cancel J

Hop thogi Choose a SmartArt Graphic
nhom ki€u, chon kiéu vanhap nat Ok dé chén vao slide.

g. Nhdng am thanh vao slide

h. binh dang tap tin &m thanh dung cho PowerPoint 2010

e PowerPoint md rong kha nang hd trg nhiéu dinh dang am thanh so véi trudc kia. Ching
ta c6 thé dung céc cdng cu dé chuyén doi cac dinh dang am thanh la vé dinh dang ma
PowerPoint hd trg nhu 14 Windows Media Encoder
(http://www.microsoft.com/windows/windowsmedia/forpros/encoder/defaul t.msp).

e Cac dinh dang &m thanh PowerPoint hd trg nhu:.aiff (Audio Interchange File

Format), .au (UNIX Audio), .mid hay .midi (Musical Instrument Digital Interface), .mp3
(MPEG Audio Layer 3), .wav (Wave Form), .wma

(Windows Media Audio)

e Doi khi phan ma rong cua tap tin am thanh gidng vai danh sach ¢ trén nhung khong thé
chén vao PowerPoint duoc do codec st dung trong tap tin khéng phd hop. Céch tét nhat 1a
nén st dung codec cua Microsoft khi

chuyén dbi cac dinh dang 4m thanhdé dam bao tinh twong thich.


http://www.microsoft.com/windows/windows

v Vao ngan Insert, nhdm Media, chon Audio

v" Chon Audio from File..., hop thoai Insert Audio xuat hién

Laokin: 153 Multimedia vl @-0h XoiE-

s MyRecert | (&)
Documents

(&) Deskiop

= My
S necuments

a7y
Computer
—_— ‘3 My Mebwark,

Video | Audio |

. iMe L% Audio from File...
Clip Art Audio... " Fie ans: -

Files of Lypet | gudio Files (* aif; *.aifc; *.aiff; *.au; *.snd; *.mid; *.mid; *.rmi; *.mp3; * m3u; * wav; *.wma; *.n %

Record Audio...

Chen Audio va slide

- Chon tap tin 4m thanh dang loju trit trén may va nhan nat Insert dé chén vao slide. Mot
biéu tojong hinh loa xuit hién trén slide dai dién cho tap tin Am thanh, c6 thé di
chuyén né vao goc cua slide.

- Ngoai ra, chung ta ¢6 thé chén am thanh tir cac ngudn khac nhoj 1a thop vién Clip Art
Audio hodc ghi am véi tinh nang Record Audio.

- Véi tinh nang Trim Audio, ching ta co thé cat bd bdt cac doan 4m thanh khong can
thiét va chi chira lai mot phan cua tap tin am thanh. chon vao biéu tojong hinh

loa trén slide va vao ngan Audio Tools, nhém Editing, chon 1énh Trim Audio.



FEP | F rati
*\.ﬂv ?de o “MDH _'.' Start: | On Click ~ [ Loop until
dy] FadeIn: 0000 % u
i " Volume : . 7 T Rew
fudio) ) Fade out: 0000 3 ume [T Hide During Show [[] Rewind aff
Editing Audio Options

Trim Audio

Trim the audio clip by specifying
the start and end times.

rt Art vao slide

Q Press F1 for more help.

)—<II

v
RO
&0

7

Chon Iénh Trim Audio
- Thiét 1ap doan am thanh cén ldy tai Start Time va End Time va nhin nit OKsau
khi hoan tat.

Trim Audio

Welcome ko Zune HD.wma Duration:  00:56.000
01:00,000

;04 = @ E @ 01:00 =

Skart Tirme End Tirme

[ K l[ Cancel ]

Thiét Idp doan am thanh cdn sir dung

Nhung doan phim vao slide
Dinh dang tap tin video dung cho PowerPoint 2010
- e Cac dinh dang &m thanh PowerPoint hd tro nhu: .flv (Flash Video

— day 1a lya chon video tdt nhat khi chén vao PowerPoint 2010),

.asf (Advanced Streaming Format), .avi (Audio Video Interleave),

.mpg hay .mpeg (Moving Picture Experts Group), .wmv (Windows Media Video).

D6i khi phan mé rong cua tap tin video gidng véi danh sach & trén nhung khong thé
L]

chén vao PowerPoint dugc do codec sir dung trong tap tin khéng phu hop. Cach

tot nhat 12 nén sir dung codec ctia Microsoft khi chuyén doi cac dinh dang video dé

dam bao tinh tuong thich.



- Vao Insert / Video from file. Hop thoai Insert Video xuat hién.

Insert Yideo @

Look in: 1) Mukimedia v @ - x i B~
5, My Recent Mame Size Type Date Modified
(DS [ office 2010- The Movie.wmy 12,843 K6 WY Flle 11142010 11:14 &M
[} Desktop (5] Welcome b0 Zure HD vy Z,6Z8KE WM Flle 1/11/2010 11:15 AM

a

Documents
9
Computer

[ 3 ¥y Metwork
Flaces

Filz name: v

Files af bype: |yigeq Files (*,asf; *.asx; *apl; *aem; *owmg Faamd; *aamz; *.dve-ms; * avi; *mpeg; *ampg; am W

Hop thoai Insert Video

Tim dén thop muc chira video, chon video vanhan nat Insert dé chén

vao slide hodc nhin nltxo xubng tai ndt Insert va chon Link to file

dé chi lién két voi video ma khong nhing vao bai thuyét trinh,

O Luu y khi chén video:
Khi chén video vao slide, néu 1a dinh dang ma PowerPoint hd trg va codec ding thi qua trinh
chén dién ra rat nhanh. Néu bi treo may hay qua trinh chén dién ra qua lau, nén ding cac
chuong trinh chuyén ma video chuyén dung dé chuyén video vé dinh dang PowerPoint hd tro.
j. Cheén bang biéu vao slide
- Nhép chudt vao Insert/ Table hop thoai Insert Table xuat hién. khai béo sé lojong

dong 1a tai hop Number of columns vasé luong cot 1a tai hop Number ofrows.

Insert Table E] f5__<|

Mumber of columns: |3

4[4

Mumber of rows: |

[ Ok l [ Cancel

Khai bdo sé6 lwong dong va cét
Nhén OK dé chén bang véo slide

Diéu chinh chiéu rong ciia cot bang cach di chuyén chudt vao duong ludi doc ciabang.

Khi thdy chudt bién thanh hinh miii tén hai chiéu (*I*) thi gift trai chudt va khéo

qua trai dé thu nho cot hodc kéo qua phai dé mé rongcot.



K. Tao nhanh bang trong PowerPoint:
Trong thuc té, khi 1am béo céo thuyét trinh ching ta thuong ¢ san cac bang biéu trong
Word hoic Excel. Khi d6, chiing ta c6 thé chép cac bang nay va dan vao PowerPoint rat tién
loi.
l. Cheén biéu db vao slide

Vi du tao biéu d6 cho bang biéu sau:

Thi phan trinh duyét web nam 2009

Trinh duyét Thi phin 2009
Internet Explorer 62.69%
Firefox 24.61%
Chrome 4.63%
Safari 4.46%
Opera 2.40%
Khéc 1.21%

Céc budc thyce hanh nhop sau:

v Vao ngan Home, tai nhom Slides chon New Slide.

v Chon kiéu layout 12 Title and Content va Nhap tua dé cho
slide 13 “Thj phan trinh duyét 2009”

Thi phan trinh duyét 2009

( | * Click to add text

New B 7 U 8§ abe &
Slide~| =7 o

Office Theme k
. .

Title Slide Title and Content

Slide biéu do th; phan trinh duyét 2009
v" Nhép chudt vao Insert Chart trong placeholder bén dojéi, hop thoai
Insert Chart

xuat hién.



v Chon nhdm db thi 1a Pie tir danh sach bén trai hop thoai Insert

Chart va chon kiéu db thi 1a Exploded pie in 3-D.

Insert Chart

Cd Templates |’fﬁl~jl| |M| |J}&f}| |Jﬂ1':i'| |W| -
|_[|1[|]_ Column Line

|ﬁ Line /_

& Pie “/xh/

E B Pie

@ Ares p | L4
L %Y (Scatter) ‘ .__\-9

lisl stoce Bar Expluded pie in 3-D

b Surface ] ] ] | |
@ Doughnut ‘% |g |g |% ‘g ‘}g ‘%
@2 Bubble . — e C}_ . -
eS| S E & EIE
[ManageTempIates... ] l Set as Default Chart ] [ QK ] l Cancel ]

Chon kiéu do thi

v/ Nhén nat OK va cira s6 Microsoft Excel xuét hién chtra céac sd

liéu mAu cua dd thi nhop hinh sau.

Xd9-&-3 [@n Microsoft P@Microsoﬂ Excel \w,_-“_ ‘ o B =R
Home Insert | Page Lay Formula Data Review View Add-Ins | Acrobat Design & 0 o Ep 2R
=5 % Calibri 11 =| S cenera -~ A Femset- E - 4V
p-a::f Ba- B 7 U-| AN EE- S % 0| Fodeter | {7 B

- F | HE- O A EiE | B 0 5% v | B Format~ | 2~
Clipboard & Font Y Alignment % Number P Cells Editing
81 | £ | sales s
A B G D I ES I | T [ H S I T
E Sales ]
2 |1stQtr 8.2
3 2ndQtr 3.2
4 3rdQtr 14 =
5 |4thQtr 1.2
6
7
8 | To resize chart data range, drag lower right corner of range.
9 4
10
11
12 b
4 4> M| Sheet1 /%1 ~ i i 4] il | ]
Ready | 73 | |[E@m w0 &)

Cua sé Microsoft Excel dung dé nhdp sé liéu cho do thi

hay nhap day du s6 liéu thong k& thi phan trinh duyét nim 2009 cua bang trén
Va0 cira s6 Excel vadong cira s6 Excel lai sau khi nhap xong. Khi d6, biéu db trén slide

PowerPoint ¢ hinh dang nhoj sau.



Thi phan trinh duyét 2009
Thi phdn 2009
A B
1 Trinh duvét Thi phan 2009 e o
2 Internet Explorer 62.69% = Firefox
3 |Firefox 2461% e
4 Chrome 4.63% :E:ara
5 Safari 4 46%
6 Opera 2.40%
7 |Khac 1.21%

v Chon db thi trén slide, chon twa d& d6 thi va nhan phim Delete

trén ban phim dé xoa.

Thi phan trinh d5is 2000 o e

(B EEEA- 22
Th'!phﬁnz(}o

Delfte
&4 Reletto rl% h Style

Edit Text =
Eont...

Change Chart Type...

Edit Data...

3-D Rotation...

ROEE >

Format Chart Title...

Thi phan trinh duyét 2009

W Internet Explorsr
m Firefox

M Chrome

m Safari

W Opera

m Khac

X0a tua d@é khdng can thiét trong do thi



- Doi céc chii thich ctia d6 thi xudng phi dojéi bang cach chon d6 thi. Sau d6, vaoChart

Tools, chon Layout, nhom Labels, chon Legend vachon Show Legend at Bottom.

T
hs Slide Show Review View Developer Add-Ins Acrobat Design | Layout

ol ] (8] (] (6] ] 2 L]
Legend La[éztlzv_;::: Axes  Gridlines '_:5::-.: _)3-DROtati0n Trend ne [

None F Background A

N |]._|]JE| Turn off Legend

Show Legend at Right Thl phén trinh duyét 2009

LIS Show Legend and align
right

Show Legend at Top duyét 2009

Show Legend and top
align
Show Legend at Left

= i [

=

Show Legend and align
left

i Show Legend at Boj#@m
I'—I_L Show Legend andfg
bottom M Internet Explorer
Overlay Legend at Fhsk mFirefon  =— |
|I._;J Show Legend at right of W Chrome
the chart without resizing m Satari
" Overlay Legend at Left - 0ce
'-—JJ.u Show Legend at left of pera ) ) )
— m Khac m Internet Explorer  mFirefox  w Chrome mSafari mOpera mKhac

the chart without resizing

IMore Legend Cptions...

Doi Vi tri dat chi thich cia do thi
- Thém céc sd liéu théng ké kém theo cac manh trong banh trénta chon do thi. Sau do,
vao Chart Tools, chon Layout, nhdm Labels, chon Date Labels va chon Best
Fit.



I
Show Review View Developer Add-Ins Acrobat Design | Layaut |

i)l 0] [0 & W] 500 L

Data Data 2 ot endline
labels ¥| Table ires - [ 3-D Rotation ]
— =] MNone Background Al
é’ri Turn off Data Labels for
selection
Center

]
=
I

Display Data Labels and pasition
centered on the data point(s)

Inside End 2009

Display Data Labels and position
inside the end of data paint(s)

Outside End

Display Data Labels and pasition
outside the end of data point(s}

Best Fit
Display Data Labels a pn
with Best Fit

ore Data Label Options..,

=

W

Thi phan trinh duyét 2009

m Internet Explorer @ Firefox  m Chrome  mSafari mOpera  mKhac

Thém nhan cho cac mdu bdanh trén do thi

1.2.2  Thiét lap thei gian trinh chiéu tw déng

Trong mot sb truong hop, ching ta can xdy dung bai thuyét trinh v6i muc dich trinh chiéu
mot cach ty dong va khong c6 ngudi thuyét trinh. Cac hudng dan trong phan nay s& gitip ban
thyc hién diéu do.

Mot bai thuyét trinh ty hanh phai dam bao 3 diéu kién sau:

e Hiéu tmg chuyén slide khi ap dung phai chon thém tuy chon After va thiét 1ap thoi gian
chd chuyén slide cho tat ca cac slide.

e Khi &p dung hiéu g cho cac ddi tojong trén tat ca céc slide phai sir dung tiy chon

After Previous hoac With Previous tai Start.

e Chon thém Loop continuously until ‘Esc’ trong ngan Slide Show, nhém Set Up, Iénh
Set Up Slide Show dé ty dong trinh chiéu lap lai bai thuyét trinh khi két thuc.



% Thuc hanh theo cac Budce sau:

1. M¢ bai thuyét trinh can &p dung ty dong.
2. Vao ting slide, chon cac d6i tojong d3 &p dung hiéu tmg va vao
ngan Animations, nhdm Timing, chon lai After Previous tai

B Start: -f-.fterF‘revi-:n.@&e-:urder-f-.nimati-:un
(& Duration: 0200

-

-

(?) Delay: po.s0  *
Timing

hop Start.
Tuy chon After Previous trong Animations
3. Vao tung slide, vao ngan Transitions, nhom Timing, chon

After va thiét 1ap thoi gian chd chuyén silde.

dh sound: chimes.wav *  Advance lide

.

& Duration: 02.00 - On Mouse Click

Timing

130l Apply To All After: nn:nz.na(;%

Tuy chon After trong Transitions
4. Vao ngan Slide Show, nhom Set Up, 1énh Set Up Slide Show,
chon 1énh Loop continuously until ‘Esc’.
Hop thoai Set Up Show

1.2.3  Thiét lgp cac nGt Ignh diéu khién
< Tao nit bam:
Thong thudng mot dbi twong da co hiéu tng, khi trinh chiéu cé thé thyc hién hiéu tng d6 mot
cach tu dong hoic thong qua Click chudt. Tuy nhién ta c6 thé sir dyng tinh ning tao n(t bam
dé quy dinh khi ndo thuc hién hiéu tmg d6. Nhoyp vay ndt bam 1a mot déi tojong bat ky
trong Slide cho phép diéu khién viéc thuc hién hiéu ttng cua mot dbi tojong khac hoic caa
chinh né. Viéc diéu khién dojoc thuc hién khi ta Click chudt vao d6i tojong nit bam do.
M3i mot hiéu tng chi co thé bi diéu khién bai mot nat bam.
- Pé kich hoat tinh ning ndy, ta thyc hién cac thao tac:
e Chon hiéu tng cua dbi tojong bi diéu khién trong danh sach hiéu ing cuia cira sb
Animation Pane

e Kich chudt vao miii t€n bén phai \ chon Timing



e Kich nat Triggers

e Luwa chon vao muc Start Effect on Click of:

Effect | Timing

Start: “B on Click w
Delay: ] | seconds
Duration:

Repeat:

() animate as part of click sequence
() Start effect on click o [Rectangle 21: 1969 w

Rectangle 20 1963 Y
Rectanqgle 21; 1969
Rectangle 22: 1974

Rectangle 23: 1997

Pickure 4
Rirkiwra A W

o Kich chu6t tai nit mii tén trong hop Combo Box, tit ca
cac dbi tojong trong Slide d6 s& hién thi.

o Lura chon dbi tojong 1a niit bdm, rdi kich nit OK.

1.2.4  Phong céch trinh chiéu

Trong mét sb truong hop, ching ta can xay dung bai thuyét trinh véi muc dich trinh chiéu
mot cach ty dong va khong c6 ngudi thuyét trinh. Cac huéng dan trong phan nay s& gitip ban
thuc hién diéu do.

Mot bai thuyét trinh ty hanh phai dam bao 3 diéu kién sau:

e Hiéu ing chuyén slide khi 4p dung phai chon thém tiy chon After va thiét 1ap thoi gian
cho chuyén slide cho tat ca cac slide.

e Khi &p dung hiéu tmg cho cac dbi tojong trén tat ca céc slide phai str dung tiy chon

After Previous hoac With Previous tai Start.

e Chon thém Loop continuously until ‘Esc’ trong ngan Slide Show, nhém Set Up, Iénh
Set Up Slide Show dé ty dong trinh chiéu lip lai bai thuyét trinh khi két thic.

% Thyc hanh theo cac Budce sau:

5. Mo bai thuyét trinh can &p dung tu dong.



Show bype Showe slides
(#) presented by a speaker (Full screen) @ all
() Browsed by an individual {window) () Erom: | To: & n

() Browsed at a kiosk (Full screen)

Show options Adwance slides

() Manually
@ Using timings, if present

[¥]Lanp continunusly ur |I‘E‘
. []5haw withaut narrati

X [ show without arimation Multiple monitors 1,(
Pen color: I e
Laser pointer color: I

[ show Presenter iew

hA <A

To show a laser pointer during slide show, hold down the Chrl key and press the left mouse
button.

[ K, l[ Cancel ]

6. Vao ting slide, chon cac d6i tojong d3 &p dung hiéu tmg va vao
ngan Animations, nhom Timing, chon lai After Previous tai
hop Start.

Tuy chon After Previous trong Animations
7. Vao ting slide, vao ngan Transitions, nhom Timing, chon

After va thiét lap thoi gian chd chuyén silde.

dh sound: chimes.wav *  Advance lide
& Duration: 0200 o On Mouse Click
il Apply To All After: |00:02.00 -3

Timing m
NS
Tuy chon After trong Transitions
8. Vao ngan Slide Show, nhom Set Up, 1énh Set Up Slide Show,
chon 1énh Loop continuously until ‘Esc’.
Hop thoai Set Up Show

0O Tao hiéu ing cho cac ddi twong trong slide :
Mot trong nhirng diém manh ctia PowerPoint 12 kha nang thiét 1ap cac hiéu ing dong (Animation
effect). V&i cac hiéu ing nay, thong tin trén Slide cua ban sé dojgc sinh dong hon, hap din
va thu hut ngojo1 theo déi hon.
Pé kich hoat tinh nang hoat hoa, ta 1am cac Budc sau:
Budc 1: Mé Slide can tao hiéu ung cho doi tojong o ché do soan thao (Normal View)
Buére 2: Kich chudt chon vao ddi tojong can tao hiéu tng trong Slide dang mo.
Buéc 3: Kich chon hiéu tng trong khung animation

0 BNt ANCE .. e



Sau d6 chon 1 kiéu hiéu Gng cu thé

Preview
Mudn xem hiéu tmg & ché do soan thao: Kich nifw rhofic -

Mudn g0 bo hiéu tmg da chon: Chon vao doi tojong hodc hiéu ung mudn g0 bosau do chon

v

Mone

trong animation.

0O Thay d6i thong s6 ciia hiéu ng:

- Van chon thyc don Animations, trong muc Timing ta c6 thé thay

d6i cac thong sd cho hiéu tng da chon:
. Muc Start: Dung dé chon thoi diém xuat hién hiéu tung khi

f Start: On Click = Reorder Animation
(& Duration:  Auto
B Delay: 00,00

Timing
trinh chiéu

-
-
-
-

w NMove Later

O ON  CHICK: ettt ettt
O WITN PrEVIOUS: oottt e e e e e e e e e e e e eeees

(AN 1 (=Y g = =12 o U LS
Muc Duration: Dung dé chon toc do thé hién cta hiéu tmg, thoi gian tinh bang gidy

-

@ Duration: 0001 3
= Muc Delay: Thoi gian chd trojge khi hiéu tng bét dau thyc thi.
. Tht ty dojoc danh $61,2,3..0 trong danh sach hi¢u tng:
d6i tojong ndo dung trojdc sé& dojoc trinh dién trojdc, tuy nhién ta cé

thé thay d6i thir ty ndy khi str dung



Animation Pane v X
* Flay
13§ Picture 3 [
| 23 Picture 4 [ v |
Rearder Animation
g3 - B & Move Earlier
E] Re-Crder -k

nut
hodc nit mii tén Ién, xudng trong muc Re — Order cia cira s6
Animation Pane (néu ctra s6 ndy choja xuat hién, kich nat

53.'1 Animation Pane )

. Thay d6i kiéu hiéu tng cho dodi tojong: Chon ddi tojong
can thay doi hiéutmg roi chon hiéu tmg méi trong animation.
. Thém hiéu tng cho dbi tojong: Chon dbi tojong can thém hiéu tmg,
sau do
Add
, . Animation - o, A R . , o,
kich nut .-, chon hiéu tng can thém vao trong 4 nhom hiéu ing.

1.2.5 Header and Footer va in dn
1.2.5.1 Chen Header and Footer
Trong PowerPoint, viéc thiét 1ap Header & Footer cho Slide va trang in kiéu Handout hoic
Notes c6 mot s6 diém khéc nhau. PowerPoint thiét ké sin cac placeholder trén slide va cac
trang handout hoidc notes dé chura cac thong tin header & footer ma ngojdi ding s& nhap vao.
Chuing ta cd thé thuc hién mot s6 tiy chinh doi véi cac placeholder ndy trong ché do Slide Master,
Handout Master va Notes Master.
Header & Footer cho Slide cd 3 placeholder nhu sau:
e Footer: Ding dé chira doan van ban nhoj tén tac gia, tén chojong, ...
e Date and Time: Chira thdng tin ngdy thang tao hoiac cap nhat lan cudi bai thuyét
trinh.



¢ Slide Number: Chtra sé thir tu cua slide trong bai thuyét trinh Header & Footer cho
Handout va Notes c0 4 placeholder sau:
e Header: Dung dé chia doan van ban nhop 13 tén twa dé caa bai bao cao, tén
chagjong, ...
e Footer: Dung dé chtra doan vin ban nhoj tén tac gia, tén chojong, ...
o Date and Time: Chtra thong tin ngdy théang tao hoac cap nhat lan cudi bai thuyét
trinh.
e Page Number: Chtra sé thi ty caa trang in trong bai thuyét trinh Cac Budc thuc
anh nhu sau:
@tin powerpoint
Vao ngan Insert, nhom Text, chon Iénh Header & Footer, hop thoai Header and Footer

xuét hién.

A3 453

Text | Head WordArt Date Slide Object
Box & F@ v & Time Number
Text

Chon lénh Header & Footer

Chon ngan Slide trong hop thoai Header and Footer va lam theo nhoj sau:
e Date and time kiéu ngay thang tai hop Calendar type. Vi du, ban chon tly chon nay vachon
dinh dang 1a thang/ngay/nam theo thiét lap trong Control Panel cua may dang sir dung.

- Fixed: 6di bngbén dudi

- e Slide number: Ban déanh ddu chon va0 6 ndy dé cho hién sé thtr tu cua slide.

- & Footer: Hay nhap vao tén cua ban

- o Don’t show on title slide: ban hiy chon tity chon nay dé khéng &p dung Header &

Footer trén cac slide tua dé (title slide).



L Header and Footer

Slide | Motes and Handouts

Include on slide Apply to Al
Date and kime

(%) Update automatically Apply
e g

ID TIEd Preview
Side pumber T
Eu:u:uter P
|Tr§n Thanh Phong |

[#]Don't shaw on kitle slide:

Thiét ldp Header & Footer cho Slide
1.2.5.2 Notes and Handouts:

Header and Footer

slide | Motes and Handouts
Include on page Apply to Al

() Update automatically

|Friu:|a';.r', January 22, 2010 s |

| | |
(I Fixed
| | Prewiew
Header
|Micru:nsu:nft PowerPoint 2010 |
Page number
Fooker

|Tr§n Thanh Phong |

Thiét Igp Header & Footer cho Notes and Handout

e Date and time: Ban chon kiéu Update automatically va chon dinh dang ngay thang nho
hinh.

e Header: Hay nhap vao van ban “Microsoft PowerPoint 2010

e Page number: Ban danh diu chon vao 6 nay dé cho hién sé thu tu trén céc trang in

Handout hoac Notes Pages.



e Footer: Hay nhap vao tén cta ban

e Nhannat Apply to All dé ap dung cac thudc tinh Header & Footer cac trang in

Handout va Notes Pages.

1.2.5.3 Tuy chinh Header & Footer trong Slide Master

Céc Header & Footer vira thém vao céc slide doi khi s& choja dojoc nhoy y muén. Do Wy,
chiing ta s& thuc hién mot sé tiy chinh cho ddi tojong nay trong ché do Slide Master View.

1

Cac Budc thuc hanh nhoj sau:

Vao ngan View, nhém Master Views, chon 1énh Slide Master.
Ban chon vao slide master, & goc dojdi bén phai cua slide c6 3 hop nhé chinh 1a 3
placeholder dung dé chira théng tin Date andTime, Slide Number va Footer. Ban

hay doi 3 placeholder nay xudng sat canh dojéi cua slide.

ik to edit Master text styles
Secondlevel
Third level

Fourth leval
Fifth level

. Click to edit Master text styles
Secondlevel
Third level

Fourth laval
Fifth level

Sdp xép lai cac placeholder trén Slide Master




Ban chon 2 placeholder Date and Time va Footer, sau d6 vao ngan Home, nhom Font vachon
lai cd chir 1a 14. Chon placeholder Slide Number va cho co chir la 20, chir in dam (Bold)

mau vang va c6 bong mo (Text Shadow).

Home | Insert Transitions Animations  Review Vi
Hempt
Minion Pro (Body * 20 = A~ A7 | &, "= 7
B/ I U N-ta | A~ (=
nt Far|
D% Text Shadow
Add a shadow behind the selected
text to help it stand out on the
slide,

Dinh dang lai cac placeholder

1.2.5.4 Master View.
1.2.6 Thiétlgp in dn
Trong cac budi thuyét trinh c6 st dung may chiéu, dién gia hay ngoyoi bdo céo s& phat cho
ngoyoi xem mot tap tai liéu vé cac bai bao céo sap dién ra dé ho doc trojgc. PowerPoint cung
cap rat nhiéu tiy chon dé ban tao nén cac tai liéu mot cach nhanh chéng va rat chuyén
nghiép.

O In taili¢u danh cho dién gia
In 4n tai liéu dang Notes Pages hoic Outline thuong dojoc str dung danh cho ngooi thuyét trinh.
Cac ban in nay chira ngi dung trén slide vacac ghi chu cua slide cting dojoc in kém theo.
Ngojoi thuyét trinh ¢é thé doc nhanh céc trang in nay dé xac dinh y chinh can trinh bay.

Q0 Tuy chinh Notes Master
Mic du chding ta c6 thé chinh stra, dinh dang cac Notes Page riéng biét trong ché d¢6 man
hinh Notes Page, nhojng viéc 1am nay rat thu cdng vamét thoi gian. Ching ta nén vao ché do
man hinh Notes Master dé thuc hién céc tiy chinh va cac thay doi nay sé c6 tac dung cho tat

ca cac slide trong bai thuyét trinh.

% Cac Budc thuc hanh nhu sau:

1. M¢ bai thuyét trinh can diéu chinh Notes Master.

2. Vao ngan View, nhdm Master Views, chon Notes Master. Cira $0



Notes Master

xuat hién.

Home Insert Review View
£ Slide Master [C1] Ruler O
] Handout Master  []] Gridlines A\
e A Zoon|
[=] Notes Maste [ Guides
Master Views Show »

Lénh Notes Master

3. Tai nhém Placeholders, ban c6 thé thiét 1ap cho an hoic hién

céc placeholder trén trang Notes Page bang cach bo chon hodc

chon vao cac hop kiém.

Page Notes Page

[P
4=

Page Setup

Notes Master

Setup Orientation v Orientation v

Home Insert Review View Developer Add-Ins Acrobat Format A
= v| Header V| Date Colors ~ 5
I a i) Background Styles ~
[¥] slide Image Body [A]Fonts ~ N
Slide Themes Close
Footer Page Number +  [O]Eftects ~ Master View
Placeholders Edit Theme Background Close

Ngan lénh Notes Master

Tai nhom Edit Theme, ban ¢6 thé chon lai by mau sic, font
chir va hi€u tmg cho cac placeholder.

Tai nhém Background, ban c6 thé thém nén cho cac Notes
Page. Vi duy, ban chon Style 2 tai Background Styles.

:{2] Background Styles "

&) Format Background..,
o

Thém nén cho céac Notes Page



6. Trong vung Notes Page:
e Banchon 2 placeholder Header va Date va di chuyén
xudng phia doéi1cm vichlng qué sat 18 trén cua trang

in.

e Ban chon 2 placeholder Footer va Page Number va di chuyén 1&n trén 1 cm vi chling

cling qua sat I& dooi cua trangin.

e Banco thé diéu chinh kich thojéc cua placeholder Slide Image hoac Body

theo nhu cau. Vi du, ban thuc hién diéu chinh sau:

Chon placeholder Body

Vao Drawing Tools, ngan Format, nhom Shape Styles
Chon kiéu dinh dang Colored Outline — Red, Accent 1

me Insert Review View Developer Add-Ins Acrobat ‘ Format
> = .Qf Shape Fill ~ > A v & Bring Forward
( \ y
l Abc Abc | |~ | [Z Shape Outline ~ ke & - | [ sendBackwar
= \ ) Bl pre uicl
‘> " |3 J shape Effects v Styles~ /A | By Selection Pane
Shape Styles fa | WordArt Styles & Arrange

\ Colored Outline - Red, Accent 1 i

e B

Cligh i edit Mastertitiesivle

Chel b wlt Manter Sert atphes
Brimt Wwi
Tistami

Dinh dang cho placeholder Body

7. Chuyén quangin Notes Master vanhan nit Close Master View dé hoan
tat,
O Thuec hién in 4n Notes Pages
Sau khi thyc hién cac cong doan tiy chinh cho Notes Page, ching ta

s& tién hanh in 4nching ta gidy dé str dung khi thuyét trinh.



% Céc Budc thyc hanh nhoj sau:

1. M¢ bai thuyét trinh can in Notes Pages.
2. VaoFile, chonPrint

@1 HY9-0VR_VEIs ThuchanhPowerPoint2010_Ché.pptx - Microsoft PowerPoint o B ¢
.au Home Insert Design Transitions Animations Slide Show Review View Developer Add-Ins Acrobat 2 ‘
| save )
Print 4
B save As @
2 = Copies: 1 py
[ZZ Open ) st reaere 1 e e 33380
Print
[ Close
Info Printer i Nhing K¢t
> Presntation Views >Master Viess
J\® Printer2 on FETPSYS ' St Mactar
Recent =~ it ad 2 § « Hancknt Master
Ready _ﬂg‘;ﬁr - Notes Master
New Printer Properties = i
- o
Print.
“ % Print All Slides .
Share "= Print entire presentation Presentation Views
Slides: + Normal: Ding rét nhiéu trong qua trinh bién soan
e + Slide Sorter: Sapxép cac slide trong bai thuyét
Help — Notes P trinh.
otes Pages - * Notes Page:Thém cac ghi c_ht véo‘shc.ie
E Add-Ins v Print slides with notes * Reading View: Xemtrudc bai thuyettrinh
] Options =) Print on Both Sides = Master Views
2/ Flip pages on long edge * Slide Master: Luutriythéng tin vé thiét k¢
Exit * Handout Master: Thictlap cac thdng socho cac
_ == Collated trangin Handout P X
LJ,[;;I - - o Vi * Notes Master: Thietlap cac thong socho cac
123 123 123 trangin Notes
_| Portrait Orientation v
T Thamh Thzeg
‘ Color -
5
Edit Header & Footer ~ =
o [WlE Tefaz v 45% (9—0— D E

Hop thogi Print

Thuc hién cac tuy chon sau:
e Tai Copies: thiét 1ap s6 lojong ban in
e TaiPrinter: chon may in tir danh sach, ban c6 thé thiét lap céac tiy chon cho may in
bang cach nhan vao Printer Properties.
e Tai Settings:
Thiét 1ap s6 lojong slide s& in tir danh myc:
o Print All Slides: dé in tat ca cac slide trong bai thuyét trinh. Vi du, ban chon
in hétslide.
o Print Selection: chi in cac slide dang chon
o Print Current Slide: chi in slide hién hanh

o Custom Range: thiét 1ap céc slide s& in tai hop Slides bén doj6i.



| [ Print All Slides .|
E Print entire presentation
Slides

| Print All Slides
_] Print entire presentation %

Print Current Slide
Only print the current slide

Custom Range
_I-l_u Enter specific slides to print

Chon céac slide sé in

- Chon kiéu Layout can in: Ban chon kiéu Notes Page, va tiy chon thém

(@)

(@)

Frame Slides: in dojong vién xung quang Notes Page, ban khong chon.

Scale to Fit Paper: ban chon tiiy chon nay dé néi rong dién tich Notes Page
vira voi trang gidy.

High Quality: chon tuiy chon nay dé in véi chit lojong ban in cao nhat. Néu
chon thi s€ in chdm hon binh thuong.

Print Comments and Ink Markup: ban chon tiiy chon ndy dé in c4c nhan xét

trén slide néu co.

Print Layout

Full Page Slides Motes Pages Cutline
Handouts

1 5lide 2 Slides 3 Slides

=

4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal

= = =

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical
Frame Slides

v | Scale to Fit Paper

High Quality
¥ | Print Comments and Ink Markup
Motes Pages l
-
Print slides with notes [%

Chon kiéu layout dé in

- Thiét 1ap ché d¢ in:

o Print One Sided: in mot mit gidy



o Print on Both Sides: in hai mat gidy véi gdy dong & canh dai bén trai.
o Print on Both Sides: in hai mat gidy véi gdy dong & canh ngan bén trén.
- Thiét 1ap ché do sip gidy khi in nhiéu ban:
o Collated: in ¢ tach ra timg bd, ban nén chon tuy chon ndy khi in ra nhiéu bo
vi d& tén cong chia bd sau nay.
o Uncollated: in khong tach b
- Thiét 13p chiéu trang in:
o Portrait Orientation: in trang nam doc
o Landscape Orientation: in trang nam ngang
o Thiét 1ap mau sic cho ban in:
Bai tap thuc hanh

Bai 1: Str dung style soan thao tiéu ludn gdm cd: bia, muc luc, ndi dung:

. —

BO GIAC DUC VA BAC TAC |

HOC VIEN QUAN LY GIAD DUC

,,,,,,,,,,,, BO GIAO DUC VA DAO TAO

{E Hoc vién Quan 1y gido duc
S

Hocvién: PhamB3 Trin mmﬁ.%

Ménhoc Quénly nha trwdms

Huing dfu; GSTSKH NqurinTidasf Hoc vién: Pham P8 Tran Thanh Pat

CONG TAC QUAN LY P . , , N R
TRUONG DAI HQC XUAT SAC Mon hoc:  Quén ly nha truong

THUC TRANG VA GI HAP ~ x .z
\ Hwéng dan:  GS.TSKH Nguyén Tién Sy

Ha N6i, nam 2011




PHAN I: MO PAU

1.1. Nha truong la gi? (...)
1.2. Quan ly nha trweong la gi? (...)
1.3. Giéi thigu vé Truong Pai hoc Xuit Sic (...)
PHAN I1: NOI DUNG

2.1. Thuc trang
2.1.1. Thyc trang vé xay dung & thuc thi ché dinh gido duc va dao tao (...)
2.1.2. Thuc trang vé& b may to chirc va doi ngii nhan Iyc (...)
2.1.3. Thuc trang vé quan |y co s& vat chat va thiét bi
2.2. Giai phap
2.2.1. Vé xay dung & thuc thi ché dinh gido duc va dao tao
2.2.2. V& bd may t6 chirc va doi ngii nhan luc
2.2.3. V& quan ly co s& vat chit va thiét bi
PHAN 111: KET LUAN

Hon 50 nam xay dung va phat trién Truong Dai hoc Xuét Sic da phan ddu thuc hién
t6t nhiém vu ma Pang va Nha nudc giao pho, 1a mot truong dai hoc hang dau & Viét

Nam védao tao cac nganh nghé, cung cép luc lvgng nhan cong chit lwvgng cao cho xa




Bai 1: Str dung style soan thao cubn nhiing diéu can biét
Y&u cau: Liy dir liéu tir cong thong tin dio tao cta nha trudng

- Hoan thién cuén “Nhiing diéu sinh vién chinh quy can biét” ¢6 cac muc tir 1-4 nhu dudi day:

1. Gi6i thiéu vé truong
2. Huéng dan quy trinh dao tao
2.1. Chuong 1: Nhitng quy dinh chung
2.2. Chuong 2: T6 chtrc ddo tao
2.3. Chuong 3: Kiém tra va thi hoc phan
2.4. Chuong 4: Xét va cong nhan t6t nghiép
2.4.1. Thuc tap cudi khoa
2.4.2. Cham d6 an, khoa luan
2.4.3. biéu kién tot nghiép
2.4.4. Cap bang tot nghiép

3. Khung chuong trinh ctr nhan ngoai ngir (dinh hudng nghiép vu phién dich)

A W/ hiuna A1 +rinin T nhANn (3.1 1 14 l..A 2 | N\

- Nhap va dinh dang day du dir liéu theo cac muyc yéu cau trén.



- Str dung style dé soan thao, tao muc luc ty dong. Trinh bay dep, tao bia cudn sach.

BQ GIAO DUC VA BAOTAO
TRUONG DAl HOC XUAT SAC

NHUNG PIEU SINH VIEN
CHINH QUY CAN BIET

Ha N&i, nam 2011




Bai 2: Str dung Tab dé soan thao vin ban sau:

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DH XUAT SAC Déc lap - Tu do - Hanh phiic

GIAY CHUNG NHAN

HIEU TRUONG TRUONG PAI HQC XUAT SAC
CHUNG NHAN
A L o e e
Sinhngay: ..o NOT ST e
M SO ST VEBI T ..ottt
Dang hoc hoc ky/ hoc ph?m e e
Tailop: e Khoa oo

Ha Ngi, ngay......... thang......... nam .........
TRUONG KHOA TL. HIEU TRUONG
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CHUONG 2: CAC HAM UNG DUNG TRONG KINH TE

Muc tiéu: Sau khi hgc xong chwong nay, ngwoi hoc cd kha nang:

2.1
2.1.1

Trinh bay duogc cac ci phap ham va biét cach lua chon cac ham phi hop voi
ting yéu cau cu thé

Thong qua két qua tinh toan ctia ham sinh vién biét nhan dinh dé Iya chon
phuong an hi¢u qua

Vin dung cac kién thirc da hoc dé giai quyét cac bai toan Gmg dung trong thuc té

Microsoft Excel 2010

Mgt sé khai nigm

Workbook : La mot tap tin cia excel (.xlsx) ma trén do ta tinh toan, vé do
thi, ... valopu trit dir liéu. Mdi mot workbook chira nhiéu sheet (bang tinh)
Sheet : Tap hop cac cot va hang giao nhau tao thanh cac 6

Column : Téap hop céc 8 trong bang tinh theo chiéu doc tir trén xudng doj6i.
Row : Tép hop cé4c 6 trong bang tinh theo chiéu ngang.

Cell : Giao diém cta 1 hangval cot.

DPia chi : Latoa d6 cua tha tu cot, hang trong bang tinh.

<tén cot><tén hang>

Dia chi tojong d6i: dia chi thay doi khi sao chép cong thirc: A5, B10, C20,...
Dia chi tuyét d6i: dia chi khong thay doi khi sao chép cong thirc: $A$5, $B$20,...
Dia chi hdn hop: G6 m dia chi tojong d6i va dia chi tuyét d6i: $A1, B$21,
C$45,...

Nhdp diz ligu

0 Nguyén tic chung
Nhap dit liéu vao 6, nhap xong nhin Enter
Str dung merge cell  dé tron va can dir liéu vao gitra 0.
Dung cac miii tén hodc phim Tab dé di chuyén gitta cac 6.
Khéng nén st dung chirc nang cin 1& dé can dix liéu (trir dong tiéu dé)

0O Kiéu dir liéu text
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Thé hién cac tiéu dé, ho tén, dién giai trong bang tinh. Khi nhap dir liéu nay, kich
chudt vao 6 dau tién can nhap va gd binh thuong, dir liéu kiéu text nhap xong dojoc can trai
trong 0.

0O Dir liéu Kiéu sb
Céc chir s6 tir 0 dén 9, c6 thé 4p dung cac phép toan thdng thuong, nhap nhoy dix liéu di
liéu text, dir liéu nhap dang sé dugc can phai trongo.
Dir liéu ngay thang: La dir liéu dojoc hién thi kiéu ngay/thang/nam (dd/mm/yy) hoic
thang/ngay/nam (mm/dd/yy). Dir liéu ngay thang nhap ding s€ can phai 0.
2.1.3  Dinh dang, trinh bay da liéu

O Pinh dang font

B6i den viing dit liéu can dinh dang, sau d6 chon kiéu dinh dang

kiéu font, c& font, 1&, mau séc trong Font ctia thé Home.

Home Ingert Page Layout Formulazs De

Cut ) . -
! Arial & v A A
aCopy~

# Format Painter
soard Font
O Tao dwdng vién, to mau nén:
- BOi den vung dir liéu can dinh dang
- Kich chon Borders trong Font d¢ tao dojong vién hay Fill Colors dé to
Home Inzert Page Layout Formulas De

3 Lut Arial
3 Copy -
¥ Format Painter

Joard

Tao dojong

3
IIAV\

mau

O Dinh dang 50

- Chon viing dit liéu can dinh dang s6
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- Tuy chon dinh dang phan tram, sé 1am tron trong Number ciia Home
Number v
$ - % | %658
0O Pinh dang tién té
- Chon ving dit liéu can dinh dang tién té

- Chon Accounting trong Number ciia Home, chon don vi tién té
thich hop hodc kich vao mii tén Mumber dé thém tay
chon.

0O Vidu: Pinh dang don vi tién 13 dong

B1: Chon vung dir liéu can dinh dang

Category:

General
Mumber

Currencﬁ

Date

Tirme:
Percentage
Fraction
Srientific
Texk
Special
Zuskom

B2: Kich vao miii tén Mumber dé thém tuy chon
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—dLEYUrY;

General Sample

Murmnber

Currency

Accounting Tvpe:

Dake

Time #,#4#0 [$ d6ng]|

Percentage HE S

Frackion mim:ss. 0

Scientific i

Text [h]:rnimn:ss

% U R0 (T (R R0 (g, (@)
B T Gl € U it P

_UF* 0,00 ;8 G, 0,000 _(F* " (@)

_CF 0,00 0 0% G 0,000, 0" @)

[%-409]dddd, mrmmm dd, wyewy

[$-409]h: s ss AMJPR

£, ##0.00 s

B3: Kich chon
Accounting trong
Category B4: Chon
Custom, g0 nhqp

Sau

2.1.4 Cac ham co ban
2.2 Khai niém ham
- Ham la mét cong thire tinh toan dojoc Xac dinh trojde, ham thuc hién tinh toan
bangcac ddi sb.
TQ: Tén ham (d6i s6 1, d6i s62,...)
o Déisé |agid tri, dia chi ciia 1 6 hodc khoi 6 hodc la mét ham

khac.
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82

o Déi s6 kiéu ky tw thi phdi dwoc dét trong
Vi du: Sum(3.4,5), Sum(A1:A5),Rank(H5, H5:H14,0)
Chén ham:
o Bit dau boi déu “= ”
Jr
inser

o | et G t&n ham hodc Formulas/Insert Function
, chon ham, dién cac ddi sé vao function agruments
2.3 Cac toan twr sir dung trong céng thac

To4n tir quan hé: Dung dé so sanh cac chudi ky tw, cac gia tri s6 khi tinh toan, bao gom:

Toan Quan h¢ so sanh

= so sanh bang

< Nho hon

<= Nho hon hoic bang
> Lén hon

>= Lén hon hoic bang
<> So sanh khac

2.3.1 Toan ti# néi chudi ky tw:"&”
Dung dé thuc hién ndi chudi ky tu theo nguyén tic dudi cua chudi
trojoc ndi voi dau caa chudi sau. Vi du “Viét” & “Nam” cho chudi
“ViétNam”
Toan tir s6 hoc: St dung cac phép toan +, -, *, /, % (lay
phan tram), * (liy thira) Toan tir logic: Thuc hién trén céc
biéu thire logic, két qua s& cho gié tri True (Pung),
False(Sai). Bao gdm: and(va), or(hoic), not(phép phu dinh), vi
du AND(5>3,2>0) cho két qua true.
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2.3.2  Cécléi hay gap

Li hién thi Y nghia
#NAME? Tén ham trong cong thirc bi sai hoac ci phap ham bi
sai
#VALUE! Dit liéu bi sai kiéu
#NUM! Cac dir liéu c¢6 su sai sot
#NULL! Loi dir liéu rong
#DIVI/0 Trong cong thure c6 phép chia cho 0
#REF! Ving tham chiéu trong cong thirc khong hop 18
#N/A Trong cong thic c6 6 gia tri khong dung dojoc
T L6i d6 rong

2.4 Nhdm ham toan hoc

- Ham SQRT(number): Tra vé& gia tri cin bac hai ctia mot sb, trong d6 number 13
s6 dojong can tinh cin bac hai hodc dia chi 6 chira s6 dojong.

- Ham ABS(number): Ham tra vé gia trj tuyét ddi cia motsd. Vi du ABS(-
5) =5

- Ham Round(number, n): Lam tron gia tri s6 dén n sb chi dinh. Néu n dojong thi
lam tron n s6 sau ddu phan cach thap phan. Vi du round(1.2345,2) = 1.23 ; Néu
n am, lam trong trojdc dau phan cach thap phan. Vi du round(312.357,-2) = 300

- Ham Int(x) : Him cho phan nguyén ctia mot s6, phan thap phén bi cit bs. Vi du

int(16/3) = 5.
- Ham Mod(x,y) : Ham tra vé phan doj ctia phép chia x cho y. Vi du mod(16,3) =
1.

- Ham Rank(number, list, order) : Tim thi tu ciia number trong diy list, néu order

=0, xé&t list theo thir ty giam dan, order =1, xét list theo thtr tu tdng dan.
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A B C

1 9

2 4

3 16

4 6

5 17

6 11

7 | =R ANK(B6.B1:B6.0)
g [ RANK{number, ref, [order]) |

Vi du : cho két qua bang 3,
nghia 12 B6 (6 gié trji bang 11) dimg thir 3 trong danh sach sap xép
giam dan.

2.5 Nhoém ham théng keé

A B E j E F
3 HOA PON
Z Tén Ihach hang - Vi Piec An
10
11 STT | Ténsich |[S6lwong| Pongia Thanh tién
12 e [ Windows 7 | 25| .. 24,000 dong| 600,000 dong
(A 2{Office 2010 | 32| 36,000 dong| 1,152,000 dong
CAR. S{Laprinh C | 20| 25000 dong| 500,000 dong
(1 Aava e 30| ....23,000 dong| 690,000 dong
18 5 |Photoshop CS 40| 25.000 dong| 1.000,000 dong
17 Tl’;ng cing
18

Ham Sum(List): Tinh tong trong List , vi du =SUM(F12:F16) cho tong
Thanh tién

=3,942,000 dong

Ham Min(List), Max(List) : Cho gi tri nhé nhat, Ién nhét trong List, vi du
min(F12:F16) =

500,000 dong, MAX(F12:F16) = 1,152,000 dong

Ham Average(List): Cho gia tri trung binh cdng cua List, vi du
AVERAGE(F12:F16) = 788,400 dong

- Ham Count(List): dém s6 di liéu kiéu s6: Pém s dit liéu kiéu sd trong danh séch
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2.6
2.6.1

hodc dém sb 6 chua gia tri ) trong pham vi khdi dojoc chi ra. Vi du
COUNT(C12:D16) =5

Ham Counta(List): dém s6 6 c¢6 dit lidu. Vi du COUNTA(C12:D16) = 10.

Ham Sumif(Ving_dk, dk, ving_tinh_téng): Tinh tong cac 6 ¢ vung tinh tong
thoa man diéu kién dk. Vi du tinh tong thanh tién cua nhiing sach c6 sd lojong
16n hon 30: SUMIF(D12:D16,">30",F12:F16) = 2152000 ddng.

Ham Countif(Vung_dk, dk): Dém s6 6 chira dir lidu trén mot khdi 6 thoa man
dk. Vi du dém sb lojong sach c6 gia nhéo hon 25000:
COUNTIF(E12:E16,"<25000") =2

Nhom ham logic
Ham If

Ham xét diéu kién, BT logic 1a true, ham tra vé gia tri gt1, néu tra vé false ham tra vé gia

tri gt2.

Ham IF(): Tra vé 1 trong 2 gia trj tuy thudc vao gi tri cta biéu thire logic

Cu phap: IF(logical_test, value_if_true, value_if false):

Vi du: Theo s6 liéu trong bang 1.2 thi
= IF(D2>=5,"DAT","THI LAI") (] "DAT"

2.6.2

[ B ] c [ o ] E | F [ e T W [ 1+ T 1 T «
STT Ngay sinh Todin Ly Héa |Diém TB|Ghi chu
___________ 1 Lzoedese) Tl T80
___________ 2 L ) ! Y
o 3|NewyenTan  [Binh | 210201887) S ] I s[ 8ol
___________ ; Lodaornesel ol ol sl s
___________ 3 3 B e A | ]
6|Tran Héng  |Minh 02/04/1986 5 2 Hi 4.0
Trong ¢t Ghi chd, néu Biém TB >=5.0 thi ghi 1a Pat, con lai
la Khong dat. Vi du [F(126>=5,"Dat","Khong dat")
Ham And

Ham AND(): Tra vé TRUE néu tit ca cac d6i sb 1a TRUE, tra vé FALSE néu
mdt hay nhiéu dbi sé 1a FALSE
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Cu phap: AND(logicall, logical2,...)
Vi du: Theo s6 liéu trong bang 1.2 thi

A B & D
1 s6TT Ho tén Pi€m thi
2 1 |Trwong Vin  Théng 6
3 | 2 |Nguyén Binh Minh 7
4 3 |Pdng Diéun Lién 4
5 4 |Tén Ky Hoin 3
6 3 |Ly Vin Phitc 7
i 6 |Lé Tri Vién 3
8 | 7 |HO Moéng Tudng 8
9 8 |NguyénThi Viét 5
10| 9 |P& Dinh Nguyén| 7
11| 10 |Hodng Phd 51 3
12| 11 |Lim Thi Huyén 8
13| 12 |T6 Thanh Hiung 3

Bang 1.2
=AND(D2>=7,D2<9) [ False
2.63 Ham OR():
Ham Or (logicall, logical2,..) : Ham tra vé true néu mot trong cac biéu thic logic tra vé
true.
Tra vé TRUE néu mét hay nhiéu d6i s6 1a TRUE, tra vé FALSE
néu tat ca cac ddi s6 1a FALSE
Cu phéap: OR(logicall, logical2,...)
Vi du: Theo s6 lidu trong bang 1.2 thi
=0OR(D2<3,D2>8) [] False
2.6.4 Ham NOT():
Ham Not (logical): Tra vé gié tri phu dinh cau biéu thirc logical.
D4o nguoc gia tri cua ddi sb
Cu phép: NOT(Logical)
Vi du: = NOT(9<5) [J True
2.7 Ham xir ly dir liu Kkiéu chudi
a. Ham FIND(): Tra vé vi tri xut hién cua chudi con trong chudi 16n

Cu phép:FIND(findtext, within-text, startnum)
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start-num: Vi tri bat dau tim(mic nhién 1a1-dau chudi)
Vi du: =FIND("Excel","Microsoft Excel", 1)[111
b. Ham LEFT(): Cit 1y bén trai caa chudi mot sb ky tu
Cu phap:LEFT (text, num-chars)
Vidu: = LEFT("C11A010076", 4)[1“C”
c. Ham LEN(): Tra vé s6 chi chiéu dai ctia chudi.
CuU phép: LEN(text)
Vi du: = LEN("C11A010076") (110
d. Ham LOWER(): Péi chudi thanh chit thuong.
CU0 phap: LOWER(Text)
Vi du: = LOWER(“THONG TIN”)[J“thong tin”
e. Ham MID(): Cit 1dy mot sb ky tu bén trong ctia chudi
Cu phap: MID(text, start-num, num-chars)
Vi du: = MID("C11A010076" ,4,1 )1 "A"
f. Ham PROPER(): Viét hoa ky tu dau tir
Cu phéap: PROPER(text)
Vi du:= PROPER("tran van an")[ITran Van An
g. Ham REPLACE(): Thay mdt phan trong chudi bang chudi khéc
Cu phép:
REPLACE(old-text, start-num, numchars, new-text) Vi du:
= REPLACE("MS Excel 2003",13,1,"7")[J("MS Excel 2007"
h. Ham RIGHT(): Cat lay bén phai ctia chudi mot sb ky tu.
Cu phap:RIGHT (text, numchars) Vi du:
= RIGHT(("C11A010076",4)[] "0076"
i. Ham TEXT(): Poi s6 qua chudi theo dang chi dinh.
Cu phép: TEXT(value, format text) Vi du:
= TEXT(1234.56,"## ##H #H##'") [1'"1,234.56"
j. Ham TRIM(): Cat bo cac ky tu tréng vo ich trong chudi.
Cu phap: TRIM(text)
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2.8

Vi du:= TRIM("

Ham tim kiém va tham chiéu

MS Excel 2007 ")(] "MS Excel 2007"
k. Ham UPPER(): Poi chudi thanh chit hoa
CuU phép:UPPER(text)
Vi du:=UPPER("xay dung")[1"XAY DUNG"
l.  Ham VALUE(): Boi chubi c6 dang séthanh tri s6
Cu phap:VALUE(text)
Vi du: = VALUE("0076") (176

a. Ham COLUMN(): Sé thtr tu cot bén trai caa mot
khéi 6. Cta phap: COLUMN(reference)

Vi du: Theo s liéu trong bang 1.7 thi

= COLUMN()CICot D 1a cot thir 4
b. Ham COLUMNS(): S6 luong cot ¢ trong mot
khéi 6 Ct phap: COLUMNS(array)

Vi du: Theo s6 liéu trong bang 1.7 thi
=COLUMNS(D2:F12) [Tt ¢ot D dén cot F 1a 3
c. Ham ROW(): Sé tht tu hang trén ciing ciia mot khdi 6
Cu phép: ROW(reference)

Vi du: Theo s liéu trong bang 1.7 thi
= ROW(D2:F12)12
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A B £ D E E

1

2 Tén khach S6 phong|Ngay @dé€n| Ngay di | S6 ngayé | Dich vu
3 Pham Thi Nhung 103 05/01/11 |05/06/11 152 LA
4 Nhim Dudng 106 08/03/11 |01/05/11 35 FB
5 V& Thi Ngoc Loan 207 10/04/11 | 21/04/11 12 BU
6 Ha Hué Anh 307 16/04/11 | 16/06/11 62 FB
7 |Chung Bui Phan 205 06/05/11 |07/05/11 2 BU
8 |Huynh Thai Kham 204 07/05/11 | 12/05/11 6 LA
9 |Lé T4an Hung 308 07/05/11 |09/05/11 3 CR
10 Nguyén Thi Ha 210 09/05/11 | 10/05/11 2 CR
11 Ha Té Ha 110 09/05/11 | 12/05/11 4 BU
12 Lé Thi Thanh 401 09/05/11 | 18/05/11 10 FB

Bang 1.7




d. Ham ROWS(): Sé lugng hang co trong mot
khéi 6 Ca phap: ROWS(array)
Vi du: Theo s6 liéu trong bang 1.7 thi
= ROWS(D2:F12)(111
e. Ham VLOOKUP(): Do tim Lookup_value bén trai ctia Table Array va
tham chiéu tri twong tmg & c¢ot Col_index_num.
Cu phap:
VLOOKUP(Lookup_value, Table_array,Col_index_num,{range_lookup})
Luuy:
- Néu danh sach xép tang dan: Range lookup= 1 hodc True
- Néu danh sach khong xép thir tu: Range lookup= 0 hodc False:
Vi du 1: Theo s6 liéu trong bang 1.8 thi dé tinh gid dich vu tai 6 12 ta dung ham

A B C D E F G H I I

1 Tén khach S6 phong| Tang |Ngay d€n|Ngay di|S6 ngay 6|MaDV| Téndichvu |Gia DV |Gid phong|
2 |Pham Thi Nhung 103 1 05/01/11 |05/06/11 152 LA |Laundry

3 Nhim Pudng 106 1 08/03/11 |01/05/11 55 FB |Food & Beverage

4 V8 Thi Ngoc Loan 207 2 10/04/11 |21/04/11 12 BU |(Business Center

5 Hi Hué Anh 307 3 16/04/11 [16/06/11 62 FB |Food & Beverage

6 |Chung Bui Phan 205 2 06/05/11 [07/05/11 2 BU |(Business Center

7 Huynh Thai Kham 204 2 07/05/11 |12/05/11 6 LA |Laundry

8 |Lé Tdn Hung 308 3 07/05/11 |09/05/11 3 CR |Car Rental

9 Nguyén Thi Ha 210 2 09/05/11 |10/05/11 2 CR |CarRental
10 Ha Té6 Ha 110 1 09/05/11 |12/05/11 4 BU |Business Center
11 Lé Thi Thanh 401 4 09/05/11 |18/05/11 10 FB |Food & Beverage
12

3 Biéu gid phong Biéu gid dich vu theo ngay
14 Tang 1 2 3 4 MaDV| Téndichva |GiaDV
15 Gia 60 50 40 30 BU |Business Center 5
16 CR |Car Rental 15
17 FB |Food & Beverage 10
18 LA |Laundry 3

Bang 1.8
= VLOOKUP(G2,$G$15:$1$18,3,0 )13
Vi du 2: Theo s6 liéu trong bang 1.9 thi
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A B

1 0 D

2 5 C

3 7 B

4 9 A
Bang 1.9

= VLOOKUP(6,A1:B4,2,1)[1C
f. Ham HLOOKUP(): Do tim lookup_value trén hang dau tién cua Table_Array
va tham chiéu tri tuong Ung O hang
row_index_num. Cu phép:
HLOOKUP(Lookup_value, Table_array, Row_index_num,
{range lookup}) Vi du: Theo s6 liéu trong bang 1.8 thi dé tinh gia
phong tai 6 J2 ta dung ham
= HLOOKUP(C2,$A%$14:$E$15,2,0)[160
g.Ham INDEX(): Chon mét tri trong mang thong qua chi sé hang
cdt. Ca phép:
INDEX(Array, Rownum, Colnum)
Vi du: Theo s6 liéu trong bang 1.20 thi

A B
1 CLN 12
2 GDH 24
3 SGN 36
Bang 1.10

= INDEX(A1:B3,3,2)(136
2.8.1  Ham x ly diz liéu kiéu ngay
a. Ham DATE(): D6i tri gdm nim, thang, ngdy thanh mot
ngay Cu phap:
DATE(year, month,
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day) Vi du:
=DATE(12,1,25)101/25/12
b. Ham DATEVALUE(): D6i chudi dang ngay(mm/dd/yy) thanh tri
ngay thang Cu phap
DATEVALUE
(date Text) Vi du:
= DATEVALUE ("01/ 25/12")[140,933
c. Ham NOW(): Tra vé ngay va gio hién hanh cua
may tinh. Cu phap
NOW()
Vi du:
= NOW() [1 25/12/2011 8:30
d. Ham TODAY(): Tra vé ngay hién hanh caa may
Cul phap TODAY/()
Vidu: =TODAY/()[125/12/2011
e. Ham DAY(): Ngay trong thang ctia mot biéu thirc ngay (biéu thirc ngay
c6 thé 1a chudi dang ngay hodc dia chi 6 chua dit liéu kiéu ngay)
Cu phap DAY (serial_Number)
Vi du:= DAY("04/30/75")[130
f. Ham DAYS360(): Tra vé s6 ngay giita hai ngay dya trén co sé mot nam c6
360 ngay (12 thang, mdi thang c6 30 ngay) dé dung cho cac tinh toan
tai chinh Cu phap DAY S360(start_date, end_date, method)
Vi du:=DAYS360("12/25/10","01/28/11") (133
g.Ham MONTH(): Tra vé thang cta mdt biéu thuc
ngay
CU phédp MONTH (serial_number)
Vi dy:= MONTH("04/30/75") (14
h. Ham YEAR(): Tra vé nim ctia mdt biéu thirc

ngay Cu phap YEAR(serial _number)
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Vi du= YEAR("04/30/75") 11975
i. Ham WEEKDAY(): Tra vé ngay trong tuan tir 10)7(Chu nhat:1, Thir
bay: 7) Cta phap: WEEKDAY (serial_number)
Vi du= WEEKDAY ("12/30/95") (17

0‘0

2.9  Nhom ham ngay thang
- Today(): Cho ngay thang ndm hién tai. Vi du ngay hom nay 1a 31/5/2013,
today()= 31/05/2013
- Now(): Tra vé gid phat ngay thang nim hién tai cia may tinh.
- weekday(serial number): Tra vé thtr cia ngdy. Chu nhat s& tra vé 1. Vi du
weekday(“31/05/2013”) tra vé 6, tirc thi 6.
- Day(serial number): Tra vé ngdy cua serial number. Vi du day(“31/05/2013”) =
31.
- Month(serial number): Tra vé thang cuta serial number. Vi du
month(“31/05/2013”) = 5.
- Year(serial_number) : Tra vé nam cta serial_number. Vi du Year(“31/05/2013”)
=2013.
2.9.1  Nhom ham tim kiém
2.9.2  Vlookup (GT tim, bang tham chiéu, cét ldy gt, [cach tim])
GT tim: Tim cai gi?
Bang tham chiéu: Tim & dau? (Pia chi tuyét ddi)
Cét ldy gt: Gid tri can dién (chi sb cot)
Céch tim: tim nhoj thé ndo? (0/1) 0: tim kiém chinh xac

1: tim kiém tojong ddi, bang tham chiéu sap xép ting dan Vi du:
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A B C O E F G
1 Minh hoa YVlookup ]
2 Hang nhap Hang xuat
3 Ma hang| Tén hang |86 lugng |[Dongia |Trigia Sé lwong |Tri gia
4 [T001 =VLOOKUP(A4 $C$14.$D$19,2.0) 50
s | TO0Oz2 [ ¥LODKUP{lookup_value, table_array, col_indes_num, [range_lu:u:ulﬂ_lpm 150
g FOOT 50 50
7 ADOT 200 200
g P00 1000 500
g ADOD1 100 0
10| 1003 50 100
11
12 BANG DANH MUC HANG HOA
13 |Ma hang Mahang |Midhang |Mahang
14 ADOT May vitinh  |BS A
15 FO02 Fhotocopy  |Cai E
16 1001 Tl =] i
17 1002 T0 lanh =] -
18 1003 Bliénthoal  |[Cai i
19 [Foo1 Méay Fax  [Céi A
Pé dién cho cot Tén hang, tai 6 B4 ta gd cong thuc:
VLOOKUP(A4,$C$14:$D$19,2,0)
2.9.3  Hlookup (GT tim, bang tham chiéu, hang ldy gt, [cach tim])
GT tim: Tim céi gi?
Bang tham chiéu: Tim & dau? (Dia chi tuyét ddi)
hang ldy gt: Gia tri can dién (chi s6 hang)
Céch tim: tim nhoj thé ndo? (0/1) 0: tim kiém chinh xac
1: tim kiém tojong ddi, bang tham chiéu sap xép tang dan
Vi du: Dé dién cho co6t Phong ban, tai o
D24 ta dién ham: HLOOKUP(B24,$C$32:$F$33,2,0)
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&, B C o E F G H

4l
22 |Minh hoa Hlookup

23 8TT  |MANY  |Ho vatén |Phéng ban [Lwong CB [Ngay céng
24 | DT L& VanHan  |=HLOOKUP(B24 $C$32.$F$32,2,0)
25 TV Ha van Fhanh [ HLODKUP{ookup_value, table_array, row_indesx_nom, [range_lookup]) |
26 HC Hira Minh Tuén 25
a7 YT Tran Qudc Dan 24
28 BT Tréan Hing 22
29 HC Vil Minh Tan 24
30
31 BANG MA PHONG BAN
32 BT HC TV YT
33 Fiao tao Hanh chinh | Tai wu Vat
a4

500000

B 300000
200000

1. Nhap vadinh dang dir liéu nhoj trén
2. Tinh sé ngay & = ngay di - ngay dén + 1, gia thué mot
ngay (ky tu dau cta s6 phong cho biét loai phong)
3. Tinh tién thué= sb ngay 6*Gia thué mot ngay.
4. Tinh tién giam: Néu khach & vao ngay 15/01/2013 thi dojoc giam 35% tién thué cua
ngay do.
5. Tién phai tra = tién thué - tién giam
6. Tinh tong s6 ngoyoi ¢ trong ngay 15/01/2013.
7. Tinh tong s6 tién thu dojoc tir ngay 1 dén ngay 15/01/2013
2.10  Loc va cac ham co sé dir ligu
a. Sap xép dir lieu
Sap xép dir liéu trén bang tinh theo trinh tu ting (Ascending) hay giam
(Descending) trén mot cot hay mot s6 cot (con goi 1a khoa sip xép) gilip viée

khai thac di liéu trén bang tinh mét cach nhanh chong, hiéu qua.
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Budc 1 : Boja chudt vao cot can sap xép

Budc 2 : Nhay vao 2l néu mubn sip xép ting dan cua cot hoic Al néu mubn

sap xép giam dan cua cot.

Néu mudn sap xép trén nhiéu cot :

Budc 1 : Poja chudt vao 6 bat ky cua bang dit liéu

314

Bojoc 2 : Nhay veo  =ot | hop thoai sau mo ra :

Su rt E W
’ “";1 Add Level ” >< Delete Level ” 53 Copy Level ] - Optians. .. [ 1 My data has headers
Caolumin Sort On Crder
Sortby | Column A M Values M ZtoA [i]

I Ok, I [ Cancel

Chon cot can sap xép trong Sort by, kiéu dit liéu sip xép trong Sort On, chiéu
sap xép trong order. Néu mudn sap xép thém cot, kich vao Add Level

Loc dir liéu
Loc dir liéu cho phép tim kiém va hién thi mot cach nhanh chéng nhimng théng
tin dit liéu theo cac yéu cau ciia ngopdi str dung. Excel hd trg 2 phojong phép
loc la AutoFilter vaadvanced Filter.
a. Auto filter : &p dung cho diéu kién
loc don gian. Cac Budc thuc hién
Budce 1 : Doja chudt vao vung dir liéu

b §

Budc 2 : Nhan Filter Fi=r trong Data

Budc 3 : Chon diéu kién loc trong menu tha
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xuéng. Mubn huy loc, kich chudt lai vao
Filter

Vi du : Loc nhitng nhan vién thudc phong Pao tao

STT MA NV Ho va tén Phong ban |Lwong CB [Ngay cong
BT L& Van Han Paotao 24
TV Ha Van Khanh |Taivu I 22
HC Hira Minh Tudn |Hanh chinh [ D5
VT Trén Qudc Dan |Vt t 24
pT Trén Hong Paotao 22
HC Vi Minh Téan Hanh chinh 24

B1 : Bogja chudt vao

vung dio liéu. B2 :

Kich chon Filter

B3 : Trong menu tha xuéng cua Phong ban, kich chon Pao tao/OK

‘}l sortAte £

f;,l, art £ to A

5
Sort by Color

Text Fitterz

] (Select Ally
[JHanh chinh
[OTai vu
[]Vat tur

L O ]I Cancel I

b. Advanced Filter : Ap dung loc cho nhimng diéu kién phirc tap, diéu kién loc co
dojoc phai qua cong thirc.

Trang 20/ 260



Budc 1 : TAo vung chira
diéu kién loc Budc 2 : Nhin

chudt vao 6 bat ky Bude 3 :

Kich chon

\{? Advanced

[' UVANCEd! IFTHer

Ackion

List range:

Criteria range: | $HE25:4

[ ] Unigue records only

(%) Filter the list, in-place
(") Copy ko another location

1§26

PR

L (8] 4 ]I Cancel I

Trong khung action chon vi tri hién thi cac thong tin da dojoc loc.

Filter the list, in-place : loc va hién thi két qua ngay trén bang tinh CSDL

Copy to another location : Loc va copy két qua ra mot ving khéc cia
bang tinh CSDL List range : Toa dd cua bang tinh CSDL

Criteria range : Toa d0 vung tiéu

chuan loc Copy to : Toa d6 noi dit

két qua loc

Unique Record Only : Chi hién thi 1 ban ghi néu céc ban ghi

trung nhau Nhan OK.
Vi du : Loc nhitng khach ¢ trong ngay 25/01
A B [ ¢ ] ] E F G H J K

1 Baisb 3

2| STT |Khach |Séphéng |Ngay dén |Neay di S6ngay & |Gia thué 1 ngay |Tién thué |Tién giam |Tién phai tra
3| Ma  |AD1 01/01/2013| 10/01/2013 10 500000| 5000000 0 5000000
4| Hinz |BO1 15/01/2013 15/01/2013 1 200000| 300000 105000 195000
5 | Nam |401 20/01/2013| 25/01/2013 6 500000| 3000000 0 2000000
5| Minh |02 150012013 20/01/2013 6 200000 1200000] 70000 1130000
7| Thanh |B02 25/01/2013| 30/01/2013 3 200000| 1800000 0 1200000
8| Diing  |AD2 01/01/2013] 30/01/2013 30 500000] 15000000  175000] 14825000
9
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Budc 1 : Thiét ké vung diéu kién loc

dén

di

TRUE
, dooi 6 dén c6 thé nhip =DAY(E3)<=25, doéi 6 di c6 thé nhap :

FALSE

=DAY (F3)>=25 Tiép tuc thyc hién cac Budc con lai. Puoc két qua nhu sau:

STT |Khach |S6 phong |Ngay dén |Ngavdi [S6 ngay & Gia thué 1|Tién thué |Tién giam  |Tién phai tra
Nam |A01 20/01/2013| 25/01/2013 6| 500000 3000000 0 3000000
Thanh |B02 25/01/2013| 30/01/2013 6| 300000 1800000 0 1800000
Ding  |AD2 01/01/2013| 30/01/2013 30| 500000| 15000000 175000 14825000

Cac ham co sé dir liéu

Dung dé tinh toan cho cac ving trong 6 thoa mén diéu kién nao dé

Céu truc chung :

<Database> <field>,<Createria>

Database : Vung co s¢ dit ligu

Field : Cot dir liéu can tinh toan trong viing CSDL, ¢d thé 1a toa do tiéu dé cot
hozc chi s cot trén bang tinh CSDL

Createria : Vung diéu kién (tiéu chuan)

Ving diéu kién gdm 2 thanh phan : Phan « tiéu dé » va « diéu kién »

Trong trojong hop diéu kién 1a dit liéu cu thé, phan tiéu dé tring véi tiéu dé cot cla
bang tinh CSDL. Néu diéu kién thong qua cong thic thi tiéu diéu cua ving diéu
kién khéng dojoc tring véi bat ky mot tiéu dé cot nao trén bang tinh CSDL.

Phan diéu kién c6 thé 1a diéu kién don hodc hdn hop ciia hai hay nhiéu diéu kién

don khéach nhau.

Piéu kién don, cu thé Pic¢u kién hén hop « va » Piéu kién hén hop

«hoac »

Tén cot chira diéu kién Tiéu Tiéu Tiéu dé
de dé
Diéu kién bK1 bK2 PK1
PK2
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Dsum(vingCSDL, cét_tinh_tong, dk) : Tinh téng c6 DK

Daverage(vungCSDL, cgt tinhTB, dk): Tinh trung binh cong co

diéu kién Dmax(vangCSDL, ¢t _timMax, dk): Tim gid tri lon
nhét co diéu kién DMin(vingCSDL, cét_timMin, dk): Tim gia

tri nho nhat c6 diéu kién Dcount(vingCSDL, cét_so, dk): Bém

dir liéu kiéu sb co diéu kién Dcounta(vangCSDL, cét dl, dk):

Bém dit liéu c6 diéu kién

Vi du : Tinh tong s6 tién thu dojoc tir ngay 01 dén ngay 15

A B [ cC D [ E [ F [ G [ H [ [ J [ K

1 Baish3
2| STT |Khach |Sé phong |Ngay dén |[Ngay di St ngay & |Gia thué 1 ngay |Tién thud |Tién giam [Tién phii tra
3| Mai  |AOT 01/01/2013] 10/01/2013 10 500000) 5000000 0 5000000
4] Hing |BO1 15/01/2013] 15/01/2013 1 300000 300000 105000 135000
5| Mam  |A01 20/01/2013| 2500172013 6 500000| 3000000 0 3000000
5| Minh |CO2 15/01/2013| 20/01/2013 6 200000| 1200000 70000 1130000
7| Thanh |B02 25/01/2013] 30/01/2013 6 300000) 1800000 0 1800000
8| Ding  |A02 01/01/2013]  30/01/2013 30 500000 15000000 175000(_ 14825000

9

Pay |a ham tinh tong thoa man didu kién va phai st dung ham méi tinh dojoc

viing diéu kién do d6 ding ham DSUM
Vung CSDL : 1a toan bd vung dir li¢u (F2:K8)
Field : Cot Tién phai trd, do d6 nhap toa do ti€u dé

1a 6 K2 Vung diéu kién thiét ké nhoj sau :
Thiét ké ving diéu kién : (ta dat & day 1a J22 :J23

di
TRUE

Phén tiéu dé phai khac vé6i bat ky tiéu dé nao trong ving CSDL, do6i tiéu dé di ta nhap

= DAY(F3)<=15, vi yéu cau chi tinh tién thu dojgc tir ngay 01 dén ngay 15.
Ta chén ham DSUM nhoj sau : DSUM(F2:K8,K2,J22:J23)

Téng hop dit lidu
2.10.2 Tinh téng theo nhém Sub-totals

Tinh niang Subtotals cho phép thuc hién théng ké, tinh toan & nhitng nhom di

liéu khac nhau trén nhiing c6t khac nhau trong mot bang tinh CSDL. Sau khi
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tinh toan xong Excel tu dong chén vao phia cudi hay dau méi nhém nhimg

dong thong ké chung cho toan bo CSDL.

Vi du: Ta c6 bang dir li¢u nhoj sau:

L 3 —_—

.

BAI SO 3

B

BAO CAO XUATHANG HOA QUY I

D

o on

]

W ca

13
14
15

TT |86 CT|Tén mat hang Ngay Pon gia |SL(KG)| Thanh tién

1 |D001 |Pau xanh 1/29/2007| 5.500 déng 600| 3,300,000 déng
2 |D004 |Péuxanh 3/12/2007 | 5.250 dbng 950 4.987.500 déng
3 |D0O05 |Bauxanh 1/20/2007| 5.500 déng 750 4,125,000 déng
4 |G006 |Gao 2/5/2007 | 2,900 dbng 650 1.885.000 déng
5 |G008 |Gao 2/10/2007 | 2,900 dbng 1200] 3.480.000 ddng
6 [G010 |Gao 2/26/2007 | 2,900 dbng 1500] 4.350.000 ddng
7 |[N0OO2 |Ngd 3/24/2007| 3.750 dong 300/ 1,125,000 déng
8§ [NOD3 |Ngd 1/14/2007| 3.850 déng 800| 3.080.000 déng
9 [NOO7 |Ngd 3/4/2007| 3.750 dong 1000] 3,750,000 ddng
10 [NOD9 |Ngd 1/24/2007] 3.850 déng 1000] 3.850.000 ddng

Sau khi téng hop dif liéu theo tén mit hang bang Sub-totals, ta dojoc két qua nhoy sau:

1023 A B (i O E F G
1 BAI 80 3
> BAO CAO XUATHANG HOA QUY I
:| TT |86 CT| Tén mat hang Ngay Pon gia | SL (KG) Thanh tién
4 1 [DO01 [B&uxanh 1/29/2007| 5.500 dong 600| 3.300.000 déng
s 2 |DO04 |Béu xanh 3/12/2007 | 5.250 dong 950| 4.987.500 ddng
g 3 [DO05 |Béuxanh 1/20/2007 | 5.500 déng 750| 4,125,000 déng
-l |7 Dau xanh Total 2300 12,412,500 déng
B 4 G006 |Gao 2/5/2007 | 2,900 ddng 650| 1.885.000 déng
5 |GO08 |Gao 2/10/2007 | 2,900 dong 1200| 3.480.000 ddng
w| 6 G010 |Gao 2/26/2007 | 2,900 dong 1500| 4.350,000 ddng
=l [ Gao Total 3350| 9.715.000 déng
iz 7 |NODZ2 |Mgd 3/24/2007 ] 3.750 ddng 300| 1.125.000 déng
12 & |NOD3 |Ngd 1/14/2007 | 3.850 déng 800| 3.080.000 déng
14| 9 |NOOY |Ngd 3/4/2007 | 3.750 déng 1000| 3.750,000 ddng
- 1] 10 |[NOO9 [Ngd 1/24/2007] 3.850 dong 1000| 3.850.000 déng
=l |18 Ngd Total 3100 11,805,000 déng
= 17 Grand Total 8750 33,932,500 ddng

18

Ta thuc hién cac Budc nhoj sau:

Budc 1: Sap xép dit liéu trén cot can tinh tong cho cac nhom (Tén

mat hang). Bude 2: Boi den toan bo ving CSDL.
Budc 3: Data/ Subtotals
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Buoc 4. Lua

chon thich hop

[ ubota z@

Ak each change in:

Tén mat hang [V]
Llse Function:

S [v]
Add subtotal to:

[JsacT 2y
[ ]Tén mat hang

[ ] Maay

[ Bon gia E

Thanh tign

Replace current subtokals
[ ] Page break between groups
summary below data

[ Remove All ] i (4 I [ Cancel ]

Remove All dé loai bo viéc téng hop dl
2.10.3 Tong hep di# ligu tir cac khoi

Trong thuc té, cac bang dit liéu dojoc 1ap dé quan ly cac ddi tojong ¢ nhimg thoi
gian va dia diém khac nhau, nhojng c6 cling ciu trac. Dé c6 bang téng hop Ccac
s6 liéu co cdu tric gibng véi cAc bang dir liéu thanh phan tir cac bang tinh hay
cac khdi dir liéu khac nhau, ta sir dung tinh ning consolidate. Khac véi subtotals
chi tong hop trén mot bang tinh, Consolidate cho phép tong hop dir liéu tir
nhiéu bang tinh (Sheet) hodc trén cac tép bang tinh (WorkBook) Vi du: Ta

can lap mot bang tong hop tir hai bang di liéu sau:
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L e Y T B B R L R O B

== |=x
-

KD 87 125 3 114 0 ddng 114 dang
R 400 520 5 1100{1.100 déng 2,200 dang
1T 150 315 2.5 125 413 ddng] 825 ding
CM 7on 545 2 286] 296 ﬂﬁnqlf 592 déng
KD 1500 1625 3 375 375 ddng| 750 ding
10 R 80 184 5 470 164 déng 535 ding
1
Bang diz ligu 1
A B C D E F e H
1
2
3
4
5 KD 34 67 3 169 ddng 56 dang 215 dbng
[ R A 400 A 1,710 déng| 1.710 ddng| 3,420 dang
7 T 80 150 2.5 160 déng 53 dang 203 dang
8 CHM 150 700 2 1,100 déng| 1.100 dang| 2 200 dang
] KD 400 1500 3 3.300 ddng| 3,300 dang| 6,600 ddng
MM 50 a0 5 200 ding 0 déng 200 ding

Bang dir ligu 2
Sau khi tong hop ta dojoc bang két qua sau:

& B C D E F & H
LeaiDS  Chiso dau Chiso cudiHE =0 Thanhtien Phutréi  Céng

121 212 § 271ding  SEddng  22% dong

458 1020 10 2,210 @6ng 2,210 ddng 5,620 dong

240 485 S S83ding 485 ddng 1,028 déng

850 1543 4 1,235 dong 1,395 déng 2,792 dong
1300 3125 § 3575 dong 3,675 dbng 7,250 déng
140 274 10 70 d0ng 185 dbng 835 ding

[N R = R, R SR LR O R

Cac Budc thuc hién nhgj sau:
[ M@ céc bang tinh chira dix liéu can tong hop (consolidate_tablel,
consolidate_table2)
[ M bang tinh chira bang tong hop két qua (consolidate_TH)
[ Ibata/ Consolidate...
[ Chon ham trong Function
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[ Kiéo chon viing CSDL cua tirng bang tinh (nhan vao add dé thém bang
tinh)
[ 0OK

[ onsalndate E W

Function:

Sum v
Reference:
=
All references:
consolidate_table 114644 :$HE10
consolidate_table21$B44:$H$10

Sheetal 4644 $HE10 Delete

=g labels in

Top rowe
[ ] Left column [ ] create links ko source data

i (0] 4 I [ Close

— -

—  Top Row: Lay dong dau tién cia khoi dir liéu lam tiéu dé
Left Column: LAy cot trai lam tiéu dé
- Create links to source data: Chon muc nay, khi dir li¢u cua cac
bang tinh CSDL ngudn thay d6i thi bang tong hop tu dong cip nhat
theo dir liéu méi.
2.10.4 Pivot Table
Cong cu cho phép phén tich hoic théng ké dir liéu theo nhiéu hojéng
khac nhau. Mot Pivot Table gom 4 thanh phan sau:
Page (trang): Mdi trang hién thi mot muc tin cua cot dojoc lya chon lam dé muc
chinh cho Pivot Table
Row(Hang): Hién thi nhitng myc tin cta cdt dojoc lya chon thanh nhiing tiéu dé hang.
Column(Cot): Hién thi nhirng muc tin ctia ¢t dojoc lya chon thanh mét hang tiéu
dé cot cta Pivot Table.

Data(Dir liéu): Vung dir liéu dojoc tinh toan tojong tmg vai cot/hang cia

Trang 27 / 260



Pivot Table. Vi du: C6 bang CSDL nhoy sau:

STT |Hotén Lép |Khéi | Toan| Ly | Hoa | Van |DTB Xép loai
1 |TrdnHung Manh  [12A 12 4 8 5 3 5.0[TB
2 |Nguyén Tran Bach |10A 10 6 5 g 5 6.3|TB
3 |[Nguyén ChiDing |11B 11 5 7 E 7 6.0|TB
4 |Lé LanHuong 11C 11 10 5 s 4 5.8|TB
5 |PhamVanSinh  [11A 11 7 g 3 6 6.3|TB
6 [LéThilan 10A 10 5 8 7 5 7.0|Khd
7 |Lwong Thi S 10C 10 8 6 g 5 7.0(Kha
§ |P6 Thu Hrong 10B 10 9 4 8 7 7.0|Khd
9 |Nguyén Thi Tuyét |11A 11 9 3 7 8 6.8|Kha
10 |Triéu Thi Hanh 11C 11 8 7 9 9 8.3|Gidi

Ta mubn tong hop dit liéu nhu sau:

JCount of XEp loai [Khai =

¥Ep loai hd 10 11 12| Grand Total
Gigi 1 1
Kha 3 1 2
TH 1 3 1 3
Grand Total < 5 1 10

Ta thuc hién cac Budc nhoj sau:
Budc 1: Nhan chudt tai 6 bat ky trong CSDL

Budce 2: Insert/ PivotTable

[ reate’ Pivotlable E@

Zhoose the data that wou want to analyze
(*) Select a table or range
TahlefRange: | SheetSi$ada:$is13 i

(") Use an external data source

Choose where wou want the PivokTable report ko be placed

orksheet!

() Existing Worksheet

Laocakion: Bz

L (04 ][ Cancel ]

Nhiap dia chi CSDL vao Select a table or range, chon noi dé két qua vao New

Worksheets hoac Existing Worksheet.
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Budc 4: Kéo Khei sang COLUMN, Xép loai sang Row va Xép logi sang Data rdi OK
* Khong dojgc dé trong DATA

4 | PivotTable Field List * X

Choose fields to add to report:

[IsTT

[ JHo tén
[(Ldp

Khéi

[ ]Todn
[y
[JHo&
[]vé&n
[]eTe

XEp loai

Drag fields between areas below:

W Report Filter # column Labels
khidi hd

1] Row Labels E  WValues
%Ep loai - Countof¥ép... =

~ | [] Defer Layout Update Update

Biéu dd vain 4n

1. Tao biéu do
Biéu do 1a cach biéu thi cac sb liéu mot cach truc quan, d& hiéu. Biéu do dojoc
lién két v6idir liéu ciia nd trong bang tinh, khi ta thay d6i dir liéu thi d6 thi cling

thay doi tojong tng.
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A B © o

E

F

=

H

1

3 SU THOA MAN CUA KHACH HANG PHAN THEOQ NHOM TUOI
3

4 Thang <30 30 - 49 S0+

5 Théng 1 42% 46% 75%

5 Théng 2 39% 51% 76%

7 Théng 3 29% 38% 73%

5 Théng 4 33% 359% 75%

3 Théng 5 48% 53% 70%

10 Théng 6 51% 57% 76%

11

Gia stir ta mudn st dung do thi cdt dé mo ta sy thdéa man ctia khach hang phan

theo nhom tudi. Ta thuc hién cac Bude nhoj sau:

Budc 1: Chon vung dir liéu tr B4:G10

Budc 2: Insert/Chon nhém charts/ chon 2D-column/ chon clustered column, ta

dojoc két qua nhoy sau:

0%

0%

a0

S0%

A0%

30%

20%

10%

0%

Thangl Thang2 Thang3 Thangd

Thang 5

Pé dinh dang d6 thi, ta chon Design va Layout

Thang &

B30
Wz0-49

Hs04+

il @ E ==L
E il g | [l
Change  Sawe 43 Swiitch Select E -D_H—D_i-
Chart Type Template  RowdColumn  Data
Type Data Chart Lawouts

ATy

hi |

Chart Styles

Trong cira s6 Design, dé thay doi hién thi theo dong/cot, ta chon Switch

Row/Column, dé thay d6i dang vé bén ngoai chon Chart Layouts, thay d6i mau
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sdc cac cot, chon Chart Styles....
"I Dé  thém tiéu dé chinh cho d thi vao: Chart Tools / Layout / Labels / Chart Title

-->lyra chon kiéu tir danh sach

thém tiéu dé cho truc hoanh (hay truc tung) vao Chart Tools --> Layout --> Labels
- --> Axis Titles --> lya chon kiéu tir danh sach
- thém chd thich vao Chart Tools --> Layout --> Labels --> Legend lua chon kiéu
tir danh sach
- thém nhén dir liéu vao Chart Tools --> Layout --> Labels --> Data Labels --> lua
chon kiéu tir danh sach
- thém bang dir liéu vao Chart Tools --> Layout --> Labels --> Data Table --> Iuya
chon kiéu tir danh sach
2.11 In4n
Dé goi hop thoai Print, chon nit Office — chon Print hay nhin t6 hop phim
<Ctrl+P>. Dung hop thoai ndy dé chon may in, chon trang can in, chon sb lojong
ban sa0 vamot sb tiy chon khéc.
Selection: Chi in vung dang chon trojéc nhan Iénh Office — Print.
¢ Active sheet(s): Chi in sheet hién hanh hay cac sheet dang chon.
¢ Entire workbook: In toan bo workbook.
¢ Table: Chi c6 tac dung khi 6 hién hanh dang trong mot bang, néu chon thi
chi in bang nay.
¢ Ignore print areas: Khi chon, Excel s& bo qua tat ca cac thiét 1ap ving in da thuc

hién.
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“ Hame Incert Page Layout Formulas Data

el Save
Print
E save is LE;]
2 = Copies: |1 :
= Qpen
e Print
[ Close
Infa Printer
Recent L HP 2500C Series
~ -
. Ready
Mew Prirter Properties
m Settings
Share [~ Print Active Sheets
| | -
o — anly print the active sheets
el :
Fages: ! to ;
23 Options
= = Collated
=M= *
(3 Eat JUIE,S o 0 B e

— .
j Portrait Cnentztion -
_l L=tter

1 b
: B EE"

Mormal Margins
=% Lefti 07" Right &7

Ma Scaling

Print sheets at their actual size

2.11.1 Thiét Igp thong sé cho trang in
Tt ca cac tiy chon thiét 1ap théng sé trang in c6 tai nhom Page Layout
— Page Setup (Margins: tily chon 1& trang, Orientation: chiéu trang ngang hay
doc, Size: tiy chon kho gidy, Print Area: tly chon ving in, Breaks: tily chon ngit
trang, Background: chén hinh nén, Print Titles: tly chon in tiéu d& lap lai trén
mdi trang,...). cO thé thiét lap cac thong s tai day hoac Vao hop thoai Page Setup

h Automatic -
dé diéu chmﬂ Pé vao hbp thogh Page‘ Setup+Vvao nhd n_jn P?ge LayoJuot — Page

cight: “Automatic
Margins Orientation Size Print Breaks Background Print

Setup —. . . A PR Titles 4 Scale 100% o
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Page Setup

Page | Margns = Header/Footer | Sheet

Crienkation
@ @) Portrait O Landscape
Scaling

@ adjust bo: (100 2 | % normal size
Omtt: |1 ~ page(s) wide by |1 v tal

Print qualty: | 300 doi

First page number: IMa |

Prink... | | Prink Preview | | options... |

[ oc MM cucel ]
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Page Setup El g|

Fage Marging | Header/Footer = Sheet
Top: Hegder:
0s = 03 =
Left: Right:
0.5 ¥ 05 |5
Botbom: Eooter:
05 [§ 03 5
Center on page
[¥] Horigonkally
[] verticalky
Prink... I ll‘-‘rlnt Praview ] [ Options... I
| ok || cancel |

Chiéu trang in (Orientation)
Ribbon — Page Layout — Page Setup — Orientation —
Portrait (trang doc)/chon Landscape(trang ngang).
Khé giay (Size)
Ribbon — Page Layout — Page Setup — Size — chon kho gidy.
Trong hop thoai Page Setup — chon ngin Page — Page size — chon giay.
Canh I giay (Margins)
1. Ribbon — Page Layout — Page Setup — Margins — chon kiéu chira 1é.
2. Trong hop thoai Page Setup — chon Margins — nhap C&c gia tri vao
Top (1é trén), Bottom (1&  dojoi),Left (1&  trai), Right (1&  phai), Header (1&
tieu dé& dautrang), Footer (1¢ tiéu dé& chan trang). Ngoai ra con
c6 tly ch n canh gitra: Horizontally (canh giita trang theo chiéu ngang) va
Vertically (canh giita trang theo chiéu doc).

1. Chon vung in (Set Print Area)
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Quét chon viing can in, vao Ribbon — Page Layout — Page Setup —
Print Area — Set Print Area.
2. Ngit trang (Page Break)
¢ Chén ngit trang ngang: Di chuyén 6 hién hanh dén noi s& chén ngit trang tai
cot A, sau do vao Ribbon — Page Layout — Page Setup — Breaks — Insert
Page Break. (Néu khdng dé ¢ cot A s& ngit trang theo chiéu ngang va doc)
¢ Bo timg dau ngat trang : Di chuyén 6 hién hanh dén 6 nam ngay doioi
ddu, sau do6 vao Ribbon — Page Layout — Page Setup — Breaks — Remove
Page Break.
¢ Bo tit ca danh du ngit trang Ribbon — Page Layout — Page Setup —
Breaks — Reset All Page Breaks.
3. Intiéu dé dong va cot (Row and column headers)
Vao Ribbon — Page Layout — Sheet Options — Headings — chon Print.
In tiéu dé cét va dong lap lai é cac trang
B1l. Vao Ribbon — Page Layout — Page Setup —
Print Title. B2. Tai 6 Rows to repeat at top ta quét chon
dong s6 1 vao — $1:$1. B3. Tai 6 Columns to repeat at
left ta quét chon cot A — SASA.
B4. Nhan OK hoan tat.
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2.11.2 Ham toan hoc va lweng giac
a. Ham ABS(): Tra vé tri tuyét ddi tri s6 cia number
Cu phép:
ABS(num
ber) Vidu
= ABS(5-150) (1145
= ABS(2*(-50)) (1100
b. Ham INT(): Tra vé tri s6 nguyén gan nhat nho hon number
Cu phap:
INT(numb
er) Vidu
= INT(123.45)(1123
= INT(-3.2)[1-4
c. Ham ODD(): Tra vé S6 nguyén 1¢ nho nhat 16n hon hay bang number
Cu phap:
ODD(num
ber) Vi du
= ODD(3.7)[15
d. Ham MOD(): Tra vé s du cta phép chia
nguyén Cu phap:
MOD(number,
divisor) Vi du:
= MOD(30,7)[12
e. Ham PRODUCT(): Tra vé tich cta cac ddi sb
Cu phap: PRODUCT (numberl, number2,..)
Vi du: = PRODUCT(6,5,20) 1600
f. Ham RAND(): Tra vé sd ngiu nhién 16n hon 0 va nhé hon 1
CU phép: RAND()[1S6 ngau nhién giira 0 va 1
g. Ham RANDBETWEEN(): Tra vé s6 ngau nhién trong khoang chi dinh
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Cu phap: RANDBETWEEN(bottom,top)
Vi du:= RANDBETWEEN(18,45)1S6 ngau nhién giira 18 va 45
h. Ham ROUND(): Lam tron dén cot s6 1é chi dinh
Cu phap: ROUND(number, number digits)
Vi du:
= ROUND(12345.678,2) [112345.68
= ROUND (12345.678,-3)(112000
i. Ham SQRT(): Can bac 2 cua sé duong
Cu phép: SQRT(number)
= SQRT(25)5
j. Ham SUM(): Tong céc tri sé trong danh sach
Cu phép: SUM(numberl, number2, ...)
Vi du:= SUM(5,10,15,20) 150
k. Ham SUMIF(): Tinh tong cac 6 thoa diéu kién
CU phéap:SUMIF(rangel, criteria, range2) Vi du: C6 sb liéu nhu bang 1.1

A B
1 SOLUCNG |DPON GIA
2 3 300
3 5 600
4 8 500
5 4 200
6 7 700
7 8 800
Béang 1.1

= SUMIF(B2:B7,“>500 «, A2:A7) [ 20
|. Ham SUMPRODUCT(): Tinh tong cua cac tich
Cua phap: SUMPRODUCT (Arrayl,Array2,..)
Vi du: Theo s6 lidu trong bang 1.1
=SUMPRODUCT(A2:A7,B2:B7) 120,000
m. Ham CEILING(): Lam tron sb dén boi sé gan nhat (16n hon hodc bang s6 do)
ctia mdt sd duoc chi dinh

Cu phap: CEILING(number,significance)

Trang 37 / 260



- number: Sb can lam tron
significance: Con s6 ma ban can lam tron number dén boi s6 ctia nd
+ Néu number va significance khac dau, ham s& bao 161 #NUM!
+ Néu number 12 boi s6 ctia significance, két qua 1a chinh sé d6
Vi du: =CEILING(5,2)[16
n. Ham FLOOR():Lam tron sé dén boi s6 gan nhit (nho hon hodc bang s do)
ctia mot sd duoce chi dinh
Cu phap: FLOOR(number, significance).
Vi du:=FLOOR(2.5,2)(12
0. Ham SIN(): Tra vé gia tri sin cta d6i sd
Cu phap: SIN(number)
Vi du: =SIN(1.5708)11
p. Ham COS(): Tra vé gia tri cos cia ddi sd
Cu phéap: COS(number)
Vi du: =COS(3.1416)[1-1
q. Ham ASIN(): Tra vé sé do ctia goc co gia tri sin bang d6i sd
CU phéap: ASIN(number)
Vi du:=ASIN(1)(11.5708
r. Ham ACOS(): Tra vé gia tri cos ctia ddi sd
Cu phap: ACOS(number)
Vi du:=ACOS(-1)[1-13.1416
s. Ham ATAN(): Tra vé gia trj tan cua d6i sb
Cua phap:ATAN(number)
Vi du:=ATAN(1)[10.7854
Ham AVERAGE(): Tinh tri trung binh Cua phap: AVERAGE(number1,number2,...)
Vi du: =AVERAGE(5,3,4,8,5,6)(15.167
a. Ham CORREL(): H¢ sb tuong quan giita hai chudi s6 liéu
CU0 phap: CORREL (arrayl,array?)
Vi du: C6 sb liéu nhu bang 1.3
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A B

1 1 8

2 | 3 5

3| 5 3

4| 7 2

5| 9 1
Bang 1.3

=CORREL(A1:A5,B1:B5)(1-0.969 (Hai day s6 c6 su twong quan nghich)
b. Ham COUNT(): Bém sb luong cac 6 c6 gia tri
Cua phap: COUNT (valuel,value?2)
Vi du: C6 s6 liéu nhu bang 1.3
=COUNT(B1:B5) (05
c.Ham COVAR(): Pdng phuong sai, trung binh cua tich cac cip sai
léch. Cu phap: COVAR(arrayl,array2)
Vi du: C6 s6 liéu nhu bang 1.3
=COVAR(A1:A5,B1:B5)(1-6,8
d. Ham INTERCEPT(): Tung d6 gbc ctia mot duong hdi qui tuyén tinh
CuU phép: =INTERCEPT(Known_y’s,known_x’s)
Vi dy: C6 sb liéu nhu bang 1.3
=INTERCEPT(AL1:A5,B1:B5)(19.2
e. Ham SLOPE(): Hé s gdc ctia mot dudng hoi qui tuyén tinh
Cu0 phap: SLOPE(known_y’s,known_x’s)
Vi du: C6 s6 liéu nhu bang 1.3
=SLOPE(A1:A5,B1:B5)[1-1.1
f. Ham TREND() :nst) : Tra vé gia tri theo xu thé tuyén tinh tir 2 chudi gia
tri da co
Cu phap: TREND(known_y's, known_x's, new_Xx's, const)
Vi du: C6 s6 liéu nhu bang 1.4
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A B

1 Chiphiquang cdo Lginhuan
2 300 250000
3 180 240000
4 250 270000
5 310 260000
6 280 280000
7 320 290000
8 290 265000
9 330 270000
10 400 ?
Béang 1.4

=TREND(B2:B9,A2:A9,A10,1) (1 288172.78
g. Ham FORECAST(): Dy doan mdt gia trj twong lai bang cach sir dung cac gia
tri hién c6 theo phuong phap héi quy tuyén tinh
Cu phap:
FORECAST(x, known_y's, known_x's) :
Vi dy: C6 s6 liéu nhu bang 1.4
=FORECAST(A10,B2:B9,A2:A9) [1 288172.78
h. Ham LINEST(): Tinh thong ké cho méot duong bang cach ding phuong
phap binh phuong tdi thiéu dé tinh duong thang (hé s6 gbc va tung do
gbc) thich hop nhit véi dit liéu,
LINEST(known_y's, known_x's, const,
stats): Vi du: Co s6 liéu nhu bang 1.4
= LINEST(B2:B9,A2:A9,1,1)(1 {191,90, 211414.37}

i. Ham MAX(): Gia tri 16n nhat ciia mot mang dit liéu

Cu phép:
MAX(number1,number2,...
)

Vi du: Theo s6 liéu trong bang 1.5
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A E
1  San pham |Luong tén kho
2 A 24431
3 B 26,382
4 C 26,819
g D 26,298
b E 25344
7 F 26,304
g G 27,704
9 H 27578
10 I 26,876
Béang 1.5

=MAX(B2:B10)[127,704
j. Ham MEDIAN(): Gia tri tai d6 chudi s6 liéu duogc chia doi sau khi sip xép.
Néu s6 lugng phan tir (n) trong chudi s6 liéu 14 1é thi gia tri tra vé bang gia
tri phan tr dung gitra chudi (mod(n,2)+1), nguoc lai thi gia tri tra vé
bang trung binh cong ctia 2 phan tr n/2 va n/2+1
Cu phép:
MEDIAN(numberl,number
2,.....) Vi du: Theo sb liéu
trong bang 1.5
=MEDIAN(B2:B10)[126,804
k. Ham MODE(): Sé yéu vi; 1a s6 ¢6 s 1an 1ap lai nhiéu nhat
Néu chudi s6 liéu khong ton tai s6 liéu lap lai ham sé& tra vé thong bao 16i #N/A
Cu phéap: MODE(numberl,number2,.....)
Vidu I:
=MODE(1,3,6,3,8,6) 13 (c6 2 gié tri lap 3 va 6 nhung 3 xuat hién trudc)
Vidu 2:
=MODE(6,3,6,3,8,1) 16 (c6 2 gié tri lap 3 va 6 nhung 6 xuat hién trudc)
Vi du 3: Theo s6 liéu trong bang 1.5 thi
=MODE(B2:B10)[1#N/A (vi khong c6 gia tri nao lap lai)
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l.  Ham MIN(): Gia tri nho nhit ciia mot mang dit liéu
Cu phap: MIN(number1,number2,.....)
Vi du: Theo s6 liéu trong bang 1.5 thi
=MIN(B2:B10)124,431

m. Ham RANK(): Tht hang (tir 16n dén nho) cia mot gia tri
Cu phap: RANK(number,ref,order)
Vi du: Theo s6 liéu trong bang 1.6 thi

A B
1 Nim Doanh sé”
2 2000 896.8
3 2001 9574
4 2002 1.038.7
= 2003 1,069 .3
& 2004 1.1679
7 2005 12817
g 2006 1.365.8
9 2007 14359
10 2008 153214
11 2009 16292
12 2010 17337
13 2011 1,807.2

Bang 1.6
=RANK(B2,B2:B13,0) (112 (Gia tri xép hang thap nhan gia tri cao)
=RANK(B6,B3:B9,1)[11(Gi4 tri xép hang thip nhan gia tri thap)

n. Ham STDEV(): Uéc tinh d6 1éch chudn ctia mot miu
Cu phap STDEV (number1,number2,.....)
Vi du: Theo s6 liéu trong bang 1.6 thi
=STDEV()[1307.0409

0. Ham STDEVP(): Udc tinh d6 1éch chuan ciia mot tong thé
Cu phap: STDEVP(number1,number2,.....)
Vi du: Theo s6 liéu trong bang 1.6 thi
=STDEVP(B2:B13)[1293.9692

p. Ham VAR(): Uéc tinh phuong sai cia mot mau
Cu phap:
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VAR(numberl,number2,.....)
Vi du: Theo s6 liéu trong bang 1.6 thi
=VAR()[194,274.09
q. Ham VARP(): Udc tinh phuong sai ciia mot tong thé
Cu phap: VARP(numberl ,number2,.....)
Vi du: Theo s liéu trong bang 1.6 thi
=VARP(B2:B13)186,417.91
r. Ham COUNTIF(): Bém s 6 khong rdng trong ving thoa min 1 diéu
kién cho trudc
Cu phap: COUNTIF(range,criteria)
Vi du: Theo s lidu trong bang 1.6 thi
=COUNTIF(B2:B13,>= "1,500")([] 4
2.12 Co sé dir ligu trén excel
2.12.1 Gidi thigu vé co sé dir ligu (database)
Co s dit lidu (CSDL) 1a tap hop céac thong tin, dit liéu dwoc to chirc theo cdu
truc hang, cot dé khai thac, truy cap nhanh chong.
- Dong dau tién ding dé chira tén ving tin hay con goi 1a trudng (Field) cua
CSDL. Tén vung tin phai 14 kiéu chudi va duy nhat.
- Nhing dong ké tiép dung dé chira noi dung CSDL. Mdi dong duoc
goi 14 mau tin hay ban ghi (Record)
2.12.2  Sdp xép di¥ ligu
a) Sap xép dwa vao mot cot
- Pua con tré 6 vao tén cot lam cin cir sap xép
- Chon Iénh Data
Xuét hién nhém cong cu Sort & Filter nhu hinh 2.1

F [7]
AN ]

z :
Al Sort Filter

'(/ Advanced
Sort & Filter
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Hinh 2.1

- Choncongecu 4| dé€xep tang dan
Hoac chon cong cu z| deé xép giam dan

b) Sép xép dua vao nhiéu cot
- Chon khdi dir liéu can sip xép
- Chon Iénh Data
Xuét hién nhom cong cu Sort & Filter nhu hinh 2.1

- Choncongcu 4z
AR

Xuét hién hop thoai nhu hinh 2.2

Sort @@
[ %, AddLevel ][ X Delete Level H 23 Copy Level H [ Options... ] My data has headers
Column SortOn Order 1
Sortby [MakH v | |Values v [Atz v
N
Hinh 2.2

- Chon ¢t ( Field ) 1am tiéu chi chinh dé sap xép tai muc Sort by
- Chon kiéu sap xép tai khung order:
+ A to Z: Sip xép theo thtr ty ting dan.
+Z to A: Sap xép theo th ty giam gian.
- Kich chudt vao Add level
Xuét hién hop thoai nhu hinh 2.3
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| 5| Add Level ” X Delete Level H 153 Copy Level ]l My data has headers

Column Sort On Order
|Sortby  [makH v | [values v | |AtoZ

Thenby | v “‘;'a\ues v| [atoz

Hinh 2.3
Chon c6t 1am tiéu chi sap xép phu tai muc Then by ( Excel s& sip xép dua
vao ti€u chi phu nay khi tiéu chi chinh trong muc Sort by bi tring ).
Chon kiéu sip xép cho cot lam tiéu chi sap xép phu tai khung order
Luu ¥ : C6 thé chon nhiéu cot 1am tiéu chi sip xép phu
Kich chudt vao hop kiém My data has headers (chon muc nay khi trong bang dix
dang chon c6 dong tiéu d¢)

Kich chudt vao nut 1énh OK

2.12.3 Lgc di ligu:

Chtrc ning nay dung dé trich ra nhitng ban ghi trong co s¢ dit liéu thoa

man nhirng yéu cau dat ra. C6 2 cach loc: Loc tu dong va loc theo bang diéu

kién tao trudc.

2.12.4 Loc tw dong (AutoFilter):

La cach loc 1am cho bang dir liéu chi hién thi cic ban ghi thoa man diéu

kién dua ra, (cac ban ghi khong théa man diéu kién sé€ bi an).

Thao tac :

Chon CSDL mudn loc (chon ca dong dau tién cia CSDL)
Chon Iénh Data
Xuét hién nhém cong cu Sort & Filter nhu hinh 2.1

Chon cong cu N4

Filter

Khi d6 trén ti€u d€ moi cot s€ xuat hién bi€u tugng loc 1a cac Menu

DropDown nhu bang 2.1
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A B8 C D E F G . |

1 STT[v| MAK[v| NGAYCT v| SOCT/v| MAS{v| TENSEv| SOLUON(v|DONG!v |THANHTIE v
2 4 BGI 12/09/2011(KD001  |SPA1 o | 100[ () (3)

all 6 BGI 15/102011|NBo03  [spAal | | 70

a8, 11 BOL .. UIIROILINBO02 . [SPBL . Lo I
58 5 CEB | 06/10/2011|NB002  |SPD2 50

6| 10 CEB | 28/10/2011|KD005  |SPFI e
Al 4 HCR | 01/102011[NBOO1 [spa2 [ | sof [
g 9 HCR | 20/10/2011|KD004  [SPE2 50

2| IBC' . 12A020111KD00T JSPDY | | 1L I
10| IBC 05/11/2011[NBOO3  [spB2 [ | 80

11 IBC 11/11/2011[NBo0S  [sPa2 | | 0 |
12 BM 23/09/2011[KD002 [spBI [ | 200 |
13 BM 26/09/2011|KD003 _ [sPC1 200

14 IBM 16/10/2011|NB002  [sPA1 | | 20 |
15 BM 07/11/2011|KD007 _ |sPC1 150

Bang 2.1
- Mubn loc theo diéu kién ¢ cot ndo thi kich chudt vao biéu tuong loc

cua cdt d6 nhu bang 2.2

A B g ) E
1 STTfr| MaKiv| Neaver+| socti+| Masiv
2 1 BGI|4| sotatoz
3 6 BGI|%| sotztoA
4 11 BGI Sort by Color »
s| 5 | cmB
6 10 | cB ,
7 4 |He
Tt Filters »
8 o | my
P Be Fseectl
FPAL
0 1 | B ey
u| u | mc e,
2 2 |'mM e
3 3 | B vt
@1
)
I g
5 15 | BM ey
16 @FFL

=
Bang 2.2

- Chon gia tri can loc:

- Néu diéu kién loc 1a mot biéu thic ta chon muc lénh text
filters(Jcustom filter..
Xuét hién hop thoai nhu hinh 2.4
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Chon phép so sanh:

+ equals: bang

a

8 Custom AutoFilter
4 show rows where:

4 MA SP

4 equals v| v/
©®and Oor

v v

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

Hinh 2.4

+ does not equal: khong bang (khéc)

+ is greater than: 16n hon

+ is greater than or equal to: 16n hon hoic bang

+ 1is less than: nho hon

+ is less than or equal to: nho hon hodc bang

+ begins with: bt dau bang...

+ does not begin with: khong bt ddu bang... - ends with: két thuc

+ does not end with: khong két thiicbang...

+ contains: chua...

+ does not contain: khong chira...

- Nhép (hoic chon) gia tri 1am diéu kién trong hop danh sach bén phai
Luuy:Co thé két hop thém mot diéu kién loc nira bﬁng cach chon tuong tu trong hai hop

danh sach phia du6i nhung phai thong qua hai phép toan And (va) hoac Or (hoac)

2.3.2 Loc theo bang tiéu chuén tao trudc :

Dung dé¢ loc dit 1i€u co ti€u chuan xac dinh trudc hoac rut trich dir liéu dén noi

khac. Vi cach loc nay ta phai nhap vao mot bang tiéu chuan truéc khi goi 1énh loc

2.12.5 Céch tgo bang tiéu chudn

Bang tiéu chuan 1a 1 khéi co it nhat 2 6 (trén 2 dong) , 6 trén chira tén trudng

(Field), 6 dudi chira tiéu chuan loc. Tén trudng 1am tiéu chuin phai gidng hét tén

Trang 47/ 260




truong ctia ving CSDL t6t nhét 14 sao chép tir tén trudng CSDL
- Cac dong phia dudi ghi diéu kién: cic gia tri tiéu chuan cing dong 1a cac toan
hang ctia phép AND, khac dong la phép OR
Vi du 1: Bang 2.3 14 tiéu chuan dé loc cac ban ghi c¢6 s6 SP ban ra trong thang

1 =400

C
10| Thang 1
11 400

Bang 2.3
Vi du 2: Bang 2.4 1a tiéu chuan dé loc cac ban ghi c6 sb SP ban ra

trong thang 1 16n hon 50

c_ |
10| Thang 1
11 =150
Bang 2.4

Vi du 3: Bang 2.5 1a tiéu chuan d¢ loc cac ban ghi c6 sé SP ban ra
trong thang 1 v&i s6 lugng >150 va <= 500
C D
10| "hang 1 [ Thang 1
11 =150 [ <=500
Bang 2.5

Vi du 4: Bang 2.6 1a tiéu chuan dé loc cac ban ghi ¢6 sb lugng ban ra

trong thang 1 >150 hoac trong thang 2 >200

¢ |l B
10 | Thang 1 | Thang 2
11| =150
12 ==200
Bang 2.6

2.12.6 Thao tac loc
- Tao bang tiéu chuan (nhu da trinh bay & trén)
- Chon Iénh Data
- Xuét hién nhém cdng cu Sort & Filter nhu hinh 2.1
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- Chon cong cu Advanced.
- Xuat hién hop thoai nhu hinh 2.5

Advanced Filter
Action
(%) Filter the list, in-place
O Copy ko another location
List range:
Criteria range: ER
.|
[] Unique records only
[ OK ] [ Cancel J

Hinh 2.5

- Chon 1 trong 2 hanh dong sau:

+ Filter the list, in-place: Két qua loc xuat hién ngay trén CSDL gdc. Céc

dong khong thoa mén diéu kién sé& bi an

+ Copy to another location: Két qua loc s& duoc trich sang mot ving khac.

- List range: Dia chi ciia bang dit liéu can loc. Xac dinh bang cach gb truc tiép
hodc dit con tré vao muyc nay roi dua chudt ra ngoai dé quét.

- Criteria range: Dia chi bang tiéu chuan d tao trudc d6 (cach xac dinh twong tu
List range)

- Copy to: Muc nay chi xuit hién khi & muc Action chon “Copy to another
location”. Xéac dinh dja chi ciia mot 6 bat ky ngoai vung tréng du kién sé& chira
két qua loc

2.13 Cac ham trén co sé dir liéu
Microsoft Excel cung cap nhiéu ham dung cho viéc phan tich dit liéu trong co s& dir ligu.
Moi ham déu str dung 3 ddi s6 1a database, field va criteria.

- Cu phap tong quat: TEN_HAM(database, field,criteria)

- database: Mot co s di liéu 1a mot danh sach dit liéu gdm céc cot (truong — field)
va cac dong (mau tin — record).

- field: Tén cot, c6 thé duoc cho & dang text véi tén cot duge dé trong cip dau
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ngodc kép (“mi hang”) hay 1a s dai dién cho vi tri cua cot (1, 2....), hodc dia

chi 0 chira tén cot

- criteria: LA mot ddy cac 6 chira diéu kién twong tu nhu ving diéu kién trong

- thao tac loc

2.13.1 Mét s6 ham théng dung trén co sé die liéu

Cho bang s6 liéu va ving tiéu chuan nhu bang 2.7

A B e D E B G H I
1 |Bait THONG KE TINH HINH NHAP HANG
2 Stk Tén khach hang M3 san phdm |MNgay nhap |38 luohg| Dongid |Ty & thug| Thanh t&n
3 NgLyen Ngos Hurging #L 271042003 100 200 5% 21,000
4 2 MaLyén Trung Truc BP 3/12/2003 200 10 2% 2,040
7 5 MaLiyEn Minh Canh #L 5/4/2003 So0| 200 5% 105,000
8 & Phan Thuy Hign MB 10/4/2003 100 100 2% 10,200
9 7 Huynh ThiKim  (Chung cH 16/4/2003 300 & 2% 1,836
10 8 Nguyén Thi Thu  Chinh MH 20/4£2003 400 Q0 2% 36,720
11 9 L& Chi Bio BP 30/4/2003 350 10 2% 3,570
12 10 |Trén Gia Bio #L 10/5/2003 250 200 5% 52,500
13 11 |La CEm TU cH 13/5/2003 150 & 2% 918
14 12 |8 Tr MB 10/6/2003 200 100 2% 20,400
15 Cong 269,790
16
17 M3 sén phdm | 58 lugng
18 ¥L >=250

Bang 2.7

a. DAVERAGE():Tinh trung binh cac gia tri trong médt cdt cua danh sach hay

cac tri

ciia mot co so dit liéu, theo mot diéu kién duoc chi dinh
Cu phap: DAVERAGE((database, field, criteria)

Vi du: Tinh thanh tién binh quan thoa diéu kién trong khéi D17:E18

= DAVERAGE(A2:114, 12, D17:E18)

b. DCOUNT(): Bém cac 6 chira sb liéu trong mot cot ctia danh sach hay céc tri

ctia mot co s& dit liéu, theo mét diéu kién duoc chi dinh.
CuU phap: DCOUNT (database, field, criteria)
Vi du: Tinh s6 1an nhap thoa diéu kién trong khéi D17:E18
= DCOUNT(A2:114, 12, D17:E18)

c. DMAX(): Tra vé tri 16n nhét trong mot cot cia mot danh sach hay cua mot
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cO
s& dir liéu, theo mot diéu kién dugc chi dinh.
Cu phap: DMAX (database, field, criteria)
Vi du: Tinh sb lwogng cao nhét thoa diéu kién trong khbi D17:E18
= DMAX(A2:114, F2, D17:E18)
d. DMIN(): Tra vé tri nho nhét trong mot cot ctia mot danh sach hay ciia mot co
s& dir liéu, theo mot diéu kién dugc chi dinh.
Cu phap: DMIN(database, field, criteria)
Vi du: Tinh s6 lugng cao nhat thoa diéu kién trong khdi D17:E18
= DMIN(A2:114, F2, D17:E18)
e. DSUM(): Cong céc sd trong mot cot cua mot danh sach hay ciia mot co so dit
liéu, theo mét diéu kién duoc chi dinh.
Cu phap: DSUM (database, field, criteria)
Vi du: Tinh téng thanh tién thoa diéu kién trong khéi D17:E18
= DSUM(A2:114, 12, D17:E18)
2.13.2 Kiém tra dé ligu khi nhdp
Khi 1ap mét bang tinh Excel, c6 nhitng & chi ¢é thé chita mot loai dir liéu nao d6 ma thoi.
Néu nhap sai kiéu dir liéu thi cac cong thirc co thé tinh toan sai hoic bao 15i.
Dé tranh trudng hop ngudi dung nhap sai kiéu dir liéu, Excel cung cap cong
cu Data Validaton dé khdng ché dir liéu nhap vao. Cach thyc hién nhu sau :
- Chon ving bang tinh mudn thuc hién kiém tra.
- Vao menu Data [] Data Validation.
Xuét hién hop thoai nhu hinh 2.6
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Data Validation X

‘ Input MessageirErrar Alert |
Yalidation criteria
Allow:
vwhole number \:J Ignore blank
Data:
I:;etween \vAI
Minimurm: B
0 &l
Maximum:
10
[] apply these changes to all other cells with the same settings

e

Hinh 2.6
- Trong hop thoai Data Validation, chon thé Settings.
- Chon kiéu dit liéu trong muc Allow
- Quy dinh céac gidi han trong kiéu dit liéu d6 & muc Data
Vi du : khi 1ap bang diém ctia HS, ¢ ving nhap diém sb, ta mudn chi dugc nhap sd
trong khoang tir 0 [ 10, ta s€ khai b4do nhu trong hinh 2.6
- Chon thé Input Message dé nhép thong bao huéng dan (nhu hinh 2.7) khi

nguoi dung chon 6 do.

Data Validation

| Settings | Input Message | Error Alert |

Show input message when cell is selected
When cell is selected, show this input message:
Title:
Nh&c nh
Input message:
| Chi nh&p cac gid tri tir 0 dén 10

i OK ‘[ Cancel ]

Hinh 2.7
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- Chon thé Error Alert dé nhap thong bao 161 (nhu hinh 2.8) khi ngudi dung
nhap sai.

Data Validation %

| Settings | Input Message | Error dlert}
[

Show error alert after invalid data is entered
When user enters invalid data, show this error alert:
Style: Title:
Stop |v| [canh bao

Error message:

@ D iéu khéng hap I&

Hinh 2.8

2.14 Nhom ham dong tién
2.14.1 Ham FV
- Gid tri twong lai cua tién dau tu
- Cu phéap: FV(rate,nper,pmt,pv,type)
- Rate: Lai sudt mdi ky
- Nper: Tong s6 ky tinh I3
- Pmt: sd tién phai tra déu trong mdi ky, néu bo trong 1a =0
- PV: Gi4 tri hién tai ctia khoang dau tu, néu bo trong 12 =0
- Type: Céch tinh cho khoan tra déu PMT, néu type=1 nghia 1 chi tra déu vao dau
ky, néu b tréng 1a = 0, nghia 1a chi tra déu vao cudi mdi ky
Vidu0.1
- S tién bo ra ban dau 1a 1.200.000.000, sau d6 vao diu mdi thang bé thém
80.000.000 trong vong 5 nam (60 thang) 14i suat hang nam 13 11%(bo qua lam
phat). Tinh gia tri thu dugc sau 5 nam
Giai:
B1: Lap bang dir li¢u sau trén bang tinh Excel

(Cha y: tién bé ra mang ddu -)
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A B

1

2 |56 tidn dau tr (pv) (1,200.000,000)
3 |Tong s ki tinh 14 (nper) 60
4 |86 tién bo thém vao dau mdi thang (pmt) (80,000,000)
5 |Lai sudt (rate) 11%
6 |Kiéu bo thém tién

=

$6 tién thu vé sau 5 nam ()
Bang 4.9
B2: Nhip cong thirc =FV(B5/12,B3,B4,B2,1)

vao 0 B6 Két qud s& 1

A B
1
2 S6 tién dau tr (pv) (1,200.000,000)
3 Tong so ky tinh 14 (nper) 60
4 S0 tién bo thém vao dau mdi thang (pmt) (80.000.000)
5 Laisuat (rate) 11%
6 Kiéu bo thém tién
7 SO tién thu vé sau 5 nam () 8.436.145.251
Béng 4.10

2.14.2 Ham PV
- Tra vé gia trj hién tai ciia mot khoan dau tu theo timg ky
- Cu phap =PV/(rate, nper,pmt,fv,type)
- Céc ddi s6: rate, nper,pmt,type tuong tu nhu ham FV
- FV: Gia tri twong lai cta khoan dau tu
Vidu0.2
Mot ngudi mudn b sé tién tiét kiém 300.000.000 dong sau ndm 10 nam. Hoi bay gid ngudi
d6 phai giri vao ngan hang bao nhiéu? biét 13i suat ngan hang 1a 11%/nam (bé qua lam
phat)
Giai:
B1: Lap bang dir li¢u sau trén bang tinh Excel
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(Cha y: tién bé ra mang ddu -)

A B
1
2 FV 300,000,000
3 nper 10
4 pmt -
5 rate 11%
6 PV
Bang 4.11
B2: Nhap cong thuc =PV(B5,B3,B4,B2,1)vao
6 B6 Két qua sé 1a
A B
1
2 Fv 300,000,000
3 nper 10
4 pmt -
5 rate 11%
6 PV (105,655,344)
Béng 4.12

2.14.3 Ham PMT
- Tra vé khoan tuong duong timg ky cho mot khoan dau tu ¢6 13i suit c¢b dinh tra
theo dinh ky
- Cu phap PMT ((rate,nper,pv,fv,type)
- Céc dbi so: rate, nper, pv,fv,type twong tu nhu ham PV,FV
Vidu0.3
Mot ngudi mudn c6 khoan tién tiét kiém 50 triéu dong sau 5 ndm thi nguoi d6 phai goi
vao ngan hang mdi thang bao nhiéu tién. Biét 14i suat ngan hang 13 11%/nam (bd qua lam
phat)
Giai:
B1: Lap bang dir li€u sau trén bang tinh Excel
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(Cha y: tién bé ra mang ddu -)
A B

fu 50,000,000
nper 5
rate 11%

pv
PMT

Bang 4.13
B2: Nhap cong thuc =PMT(B4/12,B3*12,B5,B2,1) vao 6 B6

T W N

Két qua sé& 1a

A B

1

2 fu 50,000,000
3 nper 5
4 rate 11%
5 pv -

6 PMT (623,076)

Bang 4.14

2.14.4 Ham IPMT
- Tinh khodn lai phai tra trong mdt khoang thoi gian cho mdt
- khoan dau tu c6 1ai suét ¢ dinh tra theo dinh ky cb dinh.
- Cu phap: IPMT/(rate, per, nper, pv, fv, type)
- rate 12 14i sudt ¢d dinh
- per la khoang thoi gian tinh li
- nper la téng s6 lan thanh toan
- pv l1a khoan tién vay hién tai
- fv1a khoan tién con lai khi dén ky thanh toén.
- type la kiéu thanh toan (Néu type = 1 thi thanh toan dau ky, néu type = 0 thi thanh
toan vao cudi ky (mic dinh)
Vidy 0.4

Tinh so6 tién phai tra 13i vao cudi mdi nim khi vay ngan hang mot khoan
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tién 200.000.000 dong véi 13i suat 11%/nam (14i kép) trong 5 nam. Giai:
B1: Lap bang dir 1i€u sau trén bang tinh Excel

(Cha y: tién bé ra mang ddu -)

A B
1
2 Khoan tién vay hién tai (pv) 200,000,000
3 Lai sudt (rate) 11%
4 Ky tinh lai (per) 1
5 Tong so ky (nper) 5
6 Khoan tién con lai khi dén ky thanh toan(fv) 200,000,000
7 Kiéu thanh toan (type) -
8 SO tién 1ai phai tra moi nam (IPMT)
Bang 4.15
B2: Nhéap cong thie =IPMT(B3,B4,B5,B2,-B6,B7) vao
6 B8 Két qua sé 1a
A B
1
2 Khoan tién vay hién tai (pv) 200,000,000
3 Lai sudt (rate) 11%
4 Ky tinh 1ai (per) 1
5 |Tong so kv (nper) 5
& |Khoan tién con lai khi dén kv thanh toan(fv) 200,000,000
7 |Kiéu thanh toan (type) -
8 S0 tien 1ai phai tra moi nAm (IPMT) (22.000,000)

Béng 4.16
2.14.5 Ham PPMT (Principal Part Of The Payment)

- Nghia 12 Phan tién gbc ctia khoan thanh toan.

- Ham PPMT 1a mot ham tai chinh trong Excel duoc dung dé tinh s6 tién gdc phai
tra cia mot ky bat ky khi khoan vay ngan hang duoc tra theo ky khoan co dinh,
voi mot 1i sut ¢ dinh.

- Chi c6 thé ung dung ham PPMT khi khoan vay dugc tra theo ky khoan ¢ dinh
voi mot 1i suét ¢ dinh.

- Ky Khoan ¢ dinh 1a mot phuong thirc hoan tra tién no vay ngan hang (hodc
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Vidu0.5

cdng ty tai chinh) ma trong d6 sd tién phai tra hang thang 13 bang nhau va khong
d6i trong sudt thoi han vay.

Khi tra theo phuong thirc ky han ¢ dinh thi s tién 13i phai tra hang thang sé
giam dan, s tién gbc phai tra hang thang s& ting dan.

Ham PPMT c6 cl phap nhu sau: = PPMT(Rate, Per, Nper, PV, [FV], [Type])
Trong do:

Rate 13 13i suat theo ky han. Pay 1a d6i s6 bat budc phai co trong cong thirc ham.
Per 14 ky thanh toan bét ky, Per phai 16n hon hodc bing 1 va nho hon hoic bang
Nper. Pay 14 d6i s6 bat budc trong ham, v6i 1 =< Per =< Nper

Nper 13 tong s6 ky han thanh toan cho méot dong tién. Pay 13 dbi sé bit budc phai
c6 trong cong thirc ham.

PV la gia tr1 hién tai hay gia tri khoan vay. Trong bai toan tinh khoan phai tra khi
vay von thi dy 1a d6i s bat budc phai co trong ct phap.

FV la gié tri tuong lai hoac s6 du tién mat ban mudn dat duge sau khi thuc hién
khoan thanh toan cudi cung. Néu FV duogc bo qua, thi Excel s€ mac dinh FV =0

va ban phai dua vao d6i s6 PV.

Ngén hang cho ban vay 60 triéu dong trong 36 thang voi 13i suat 18%/nam va tra theo

phuong thie ky khoan ¢ dinh. Hoi sb tién gbc ma ngan hang nhan duoc vao ky thir 30?

(B0 qua bao hiém rui ro khoan vay).

=PPMT((C2/12,C7,C3*12,C4,C5,C6)

Loi giai:
SUMIF - X v fx =PPMT(C2/12,C7,C3*12,C4,C5,C6)
Lodongxu.gpm B C D
1 Déi S6 Gia Tri
2 Lai suat vay Rate (%/nim) 18%
3 Ky han vay Nper (Nam) 3
4 SO tien vay PV | $60.000,000
5 Gia tri twong lai FV | $0 |
6 Thanh toan déu ky/cuoi ky Type | 0 |
7 Ky can tinh Per | 30 |
8 S6 tién goc phai tra PPMT ($1.954.457)
9
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Ta co:

+ Rate = 18%/12

+ Per =30

+ Nper =36 thang.

+ PV = 60 triéu dong.
+FV =0

+Type =0

Ta c6 cong thirc ham nhu sau:

= PPMT(18%/12, 30, 36, 60000, 0, 0) hoidc
= PPMT(18%/12, 30, 36, 60000). Két qua sb tién gbc phai tra 1a 1.954.457 dong.

e Type duoc ding dé thé hién hinh thic thanh toan 13 dau ky hay cudi ky. Néu

thanh to4n vao dau ky thi Type = 1, néu thanh toan vao cudi ky thi type = 0. Néu

type dugc bo qua thi mac dinh Type = 0.

Vidu 0.6

Ban vay ngan hang 100 triéu dong trong 5 nim véi 13i sudt 13 20%/nam va hoan tra theo

phuong thirc ky khoan cb dinh. Hoi s tién gdc ban phai thanh toan cho ngan hang vao

thang thtr 3? (B6 qua bao hiém rui ro khoan vay).

Loi giai:
SUMIF X v fx
A B

1 Lodongxu.com Péi Sb
2 Lai suat vay Rate (%/nim)
3 Ky han vay Nper (Nam) |
4 S6 tién vay PV
5 Gi4 tri twong lai FV
6 Thanh toan dau ky/cudi ky Type
7 Ky can tinh Per
8 SO tién gdc phai tra PPMT
9

2.14.6 Ham NPER

=PPMT(C2/12,C7,C3*12,C4,C5,C6)

C
Gia Tri

D

20%

5
$100.000.000
| $0
! 0 |
I 3 |

($1,015.752)

1 =PPMT(/C2/12,C7,/C3 *12,C4,C5,C6)

dung dé tinh s6 ky thanh toan can thiét cia mot khoan dau tu (hodc khoan vay)

dwa trén co so 1a cac khoan thanh toan dinh ky bang nhau va 13i suat khong doi.
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“Nper” 1a viét tit cta tir “Number of Period” nghia 13 s6 chu ky hay s ky han.
- Churc nang cia Ham Nper la:
+ Tinh sb ky tra no can thiét tvong img v6i kha ning tra no hién tai cia minh.
+ Tinh s ky can thiét dé guri tiét kiém sao cho dat muc tiéu tai chinh trong tuong lai.
+ Tinh khoang thoi gian can thiét dé dat sb tién mong mudn sau khi dau tw mot khoan tién
0 hién tai.
*Luuy:
- Ham Nper chi sir dung duogc trong trudong hop khoan vay (hay dau tu) dugc thanh
toan dinh ky bang nhau véi 13i suat khong doi.
- C0 Phédp Ham Tai Chinh Nper
- Ham Nper trong Excel c6 cu phap la: = Nper(Rate, Pmt, PV, [FV], [Type])

Times New Roman 11

Llodongxu.com

N fX =NPER(Rate,Pmt,PV,[FV],[Type])

C D E F

=NPER(Rate.Pmt.PV_[FV].[Type])

Trong do6:

— Rate 12 14i suit theo ky han. Day 1a ddi s6 bat budc phai co trong cong thirc ham Nper.
Vi du 14i suat 12 10%/nam, 15%/nam, 2%/thang,...

— PMT 1a khoan thanh toan cho mdi ky. PMT ludn khong d6i va 1a d6i sé bat budc trong
ham Nper. Néu 1a khoan thanh toan cho khoan vay thi PMT chi bao gom tién gdc va tién
131 ma khong bao gdm céc khoan thué, chi phi khac.

— PV 1a gia tr1 hién tai hay gié tri khodn vay. Trong bai todn tinh khoan phai tra khi vay
von thi day 1a ddi sé bat budc phai c6 trong ct phap ham Nper. Néu PV dugc bo qua thi

ban phai dua vao ham Nper ddi s6 FV.
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—FV la gia tri tuong lai hodc s6 du tién mat ban mudn dat duoc sau khi thuc hién khoan
thanh toan cudi cung, tirc khoan PMT cudi cung. Néu FV duoc bd qua, thi Excel s¢ mac
dinh FV = 0 va ban phai dua vao ddi s6 PV.
— Type duoc dung dé thé hién hinh thirc thanh toan khoan PMT 1a vao dau ky hay cudi ky.
Néu thanh toan vao dau ky thi Type = 1, néu thanh toan vao cudi ky thi type = 0. Néu type
duoc bo qua thi Excel s€ mac dinh Type = 0.

¢ Luwu y Khi Sit Dung Ham Nper
(1) Phai dam bao tinh théng nhat trong viéc st dung don vi ctia Rate va Pmt, tirc 1 tinh
theo thang, hay quy, hay nam.
Néu ban tinh 13i suit (Rate) theo nam thi Pmt phai 1a “khoan thanh toan theo nim” va
nguoc lai, néu Pmt theo thang thi Rate ciing phai tinh theo thang. Vi du nhu 13i suat 1a
a%/nam thi Pmt s& 13 b triéu d6ng/ndm cht khong thé 13 b triéu dong/thang.
Pé Ham Nper c6 nghia thi bat budc phai co 1 trong 2 d6i sé PV hodc FV hoidc c6 ca 2.
Vi cac doi sb thé hién “lugng tién bac” trong ham Nper, néu tién “chay ra khdi tai” ban
thi ban hiy dé ddu 4m, néu tién “chay vao tai” ban, ban hiy dé diu duong phia trude ddi
50.
Vi du nhu gui tiét kiém hang thang mot khoan bang nhau PMT = 100 ngan dong thi chiing
ta s€ nhap 1a “-100”.
Vidu0.7
Ban vay ngan hang 80 triéu dong v&i 14i suat 1a 18%/nam. Hang thang ban c6 thé trich ra
tr lwrong mot khoan tdi da 2.350.000 déng dé tra no. Hoi ban can mot khoang thoi gian it
nhat 14 bao 1au dé tra hét khoan vay. Gia thiét 1a bao hiém rui ro khoan vay béang 0.

Loi giai:
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SUM - X « fx =NPER(C2/12,C3,C4,C5,C6)

Lodongxhcom B C D
1 DPéi Sb Gia Tri
2 Lai suat vay Rate (%/nam) 18%
3 SO tién toi da c6 thé tra PMT ($2.350.000)
4 SO tién vay PV | $80.000.000
5 Gia tri twong lai FV | $0
6 Thanh toan dau ky/cuéiky  Type 0
7 Ky han vay Nper (Thang) 47.999999
8 | =NPER(C2/12.C3.C4.C5.C6)
Ta co:

+ Rate. Vi 14i suat theo nim ma khoan phai tra theo thang nén ching ta can dua lai suat vé
theo thang. Luc nay Rate = 18%/12

+ PMT = 2.350.000 dong. PMT la khoan thanh toan déu dan hang thang, sé mang ddu am
vi 86 tién “di ra khéi” thi ban.

+ PV = 80 triéu dong. Pay 1a sd tién ban vay ban dau.

+FV = 0. Vi ban s& tra hét s6 no nay.

+ Type = 0. Vi thong thuong khi vay ngan hang chung ta s& tra ng vao cudi mdi ky.

Ta c6 clil phap ham Nper nhu sau:

= Nper(18%/12, -2350, 80000, 0, 0) hoac

= Nper(18%/12, -2350, 80000). Két qua la Nper = 47,999 thang, tic ching ta can it nhat
48 thang (4 nim) dé tra hét khoan no 80 triéu dong.

Ban c0 thé thiét 1ap ham Roundup dé 1am tron Nper nhu sau:

= Roundup(Nper(18%/12, -2350, 80000, 0, 0), 0) hoac

= Roundup(Nper(18%/12, -2350, 80000), 0), Két qua s& duoc tu dong lam tron thanh 48
thang.

Vidu0.8

Dau thang ban giri vao ngan hang 100 triéu dong. Sau d6 vao cudi mdi thang ban rat ra 5

triéu dé chi tiéu cho thang sau. Hoi ban can t61 da bao 1au dé tiéu hét so tién co6 trong tai
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khoan? Biét 14i suat tién giri 1a 10%/nam va bo qua lam phat.

Loi giai:
s - @ fx =NPER(C2/12,C3,C4,C5,C6)
Lodong)x,l.com B C

1 Déi S Gia Tri

2 Laii suat Rate (%/nam) 10%

3 So tién rut ra hang thang PMT $5.000.000

4 SO tién tiét kiém PV ($100.000.000)

5 Gia tri twong lai FV $0

6 Thanh toan dau ky/cuoi1 ky Type 0

7 Ky han vay Nper (Thang) 22

8 | 21.96962151 |

Ta co:

+ Rate = 10%/12.

+ PMT = 5 triéu dong. PMT mang déu duong vi sb tién nay “chay vao tai” ban.

+ PV = 100 triéu dong, 14 khoan dau tu ban dau, PV mang dau am vi s6 tién nay “chay ra
khoi” tai ban.

+ FV =0. Vi ban s& tiéu hét s tién nay.

+ Type = 0. Vi ban riit tién vao cudi thang.

Ta c6 cong thirc ham Nper nhu sau:

= Nper(10%/12, 5000, — 100000, 0, 0) hoac

= Nper(10%/12, 5000, — 100000). Két qua Nper = 22 thang.

— Truong Hop 2: Khi PV =0

Vidu 0.9

Ban can tiét kiém 500 triéu dé mé mot quén cafe. Mdi dau thang, sau khi nhan luong ban
c6 thé trich ra mot s6 tién 13 3 triéu dong dé giri ngan hang. Biét 13i suit guri tiét kiém 1a

9%/nam. Hoi sau bao lau ban s& du tién dé md quan cafe? (Bo qua lam phat).
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Lo1 giai:

c7 . =NPER(C2/12,C3,C4,C5,C6)

Lodongxu.com B C
1 DPéi So Gia Tri
2 Lai suat Rate (%/nim) 9%
3 S0 tien tiet kiém moi thang PMT ($3.000.000)
4 SO tién tiét kiém hién tai PV 0
5 S0 tién can tiét kiém FV $500.000.000
6 Thanh toan dau ky/cudi ky Type 1
7 |K}" han vay Nper (Thang) 108 |
Ta co:

+ Rate = 9%/12

+PMT = 3 triéu dong, mang dau 4m vi s6 tién nay “roi khoi tii” ban.

+ PV = 0. Vi ban khong c6 khoan dau tu ban dau.

+ FV = 500 triéu. Day 1a s6 tién ban mudn co trong twong lai.

+ Type = 1. Vi ban sé& giri 3 triéu vao ddu mdi thang.

Ta c6 ham Nper nhu sau:

= Nper(9%/12, -3000, 0, 500000, 1) hoac

= Nper(9%/12, -3000,, 500000, 1). Két qua 1a Nper = 108 thang twong dwong voi 9 nam.
— Truwong Hop 3: Tinh Nper khi PV va FV déu khac 0

2.146.1.a.1.1

Pau thang ban giri vao ngan hang 300 triéu. Sau d6, vao mdi dau thang, ban giri 4 tridu
ddng. Lai sudt tién giri 1a 8%/ndm. Hoi sau bao 1au ban c¢6 600 triéu trong tai khoan.

Loi giai:
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C7 - & fx| =NPER(C2/12,C3,C4,C5,C6)

Lodongxu.cam B @
1 Poi S6 Gia Tri
2 Lai suat Rate (%/nam) 8%
3 SO tien tiet kiém moi thang ~ PMT ($4.000.000)
4 SO tien tiét kiém ban dau PV ($300.000.000)
5 S0 tien tiet kiém twong lai FV $600.000.000
6 Thanh toan dau ky/cuoiky  Type 1 |
7 |Ky han vay Nper (Thang) 43.129 |

Ta co:

+ Rate = 8%/12.

+ PMT = 4 triéu dong. PMT mang ddu am vi s6 tién nay “di ra khoi tGi” ban.

+ PV = 300 triéu dong. Pay 1a khoan dau tu ban ddu, mang dau 4m vi s tién nay “di ra
khaoi tai” ban.

+ FV = 600 triéu. Day 1a sd tién ban s& nhan duogc trong twong lai.

+ Type = 1. Vi ban gtii tién vao dau mdi thang.

Ta c6 cong thirc ham Nper nhu sau:

= Nper(8%/12, -4000, -300000, 600000, 1). Két qua Nper = 44 thang, tirc ching ta can
khoang 3 nam 8 thang dé c6 600 triéu trong tai khoan.

2.146.1.a.1.2

Pau thang ban giri vao ngan hang 500 triéu dong. Sau d6, vao dau mdi thang sau, ban rut
ra 5 triéu dong dé chi tiéu. Lai sudt giri ngan hang 1a 7%/nam. Hoi sau bao 1au thi tai khoan
cua ban con lai 100 triéu?

Loi giai:
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c7 s =NPER(C2/12,C3,C4,C5,C6)

Lodongxu.cam B C
1 Poi Sb Gia Tri
2 Lai suat Rate (%/nam) 7%
3 S0 tién rat moi thang PMT $5.000.000
4 SO tién giri ban dau PV ($500.000.000)
5 S0 tien tiét kiém twong lai FV $100.000.000
6 Thanh toan dau ky/cuoi ky Type 1
7 |Ky han vay Nper (Thang) 127.931 I
Ta co:

+ Rate = 7%/12.
+ PMT = 5 triéu, mang ddu duong vi ban rat s6 tién ndy “vé tui” ctia minh.
+ PV =500 tri¢u. Day 1a s6 tién dau tu ban dau, mang dau 4m vi s6 tién nay “chay ra khoi”
tui ban.
FV =100 tri¢u. bay la s6 tién ban nhéan dugc trong tuong lai.
+ Type = 1. Vi ban rt tién vao dau thang.
Ta c6 cong thirc ham Nper nhu sau:
= Nper(7%/12, 5000, -500000, 100000, 1). Két qua Nper = 128 thang, twong dwong véi 10
nam 8 thang.
2.14.7 Ham RATE
- Lai suat (cho mét dy an di vay)
- Cu phap RATE(nper,pmt,pv,fv,type)
- Nper: Tong s6 thoi doan chi tra theo dinh ky hay hang nam cho du 4n di vay
- Pmt: Khoan chi tra déu & mdi thoi doan, néu bo tréng la=20
- PV: Gi tri tién hién tai nhan duoc khi vay
- FV: Gi4 tri tién phai tra ¢ twong lai
- Type: Cach tinh cho khoan tra déu PMT, néu bé tréng 1a = 0, nghia 1a chi tra déu
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vao cudi nam
- Vi du: mua mét chiée xe tri gia 600.000.000 va tra gbp hang thang 30.000.000
trong 24 thang. Vay 13 suat 1a = RATE(12,-30000000,600000000) = 1.5%
(thang).
> Do d6 13i suat mot nam sé& 1a 1.5%*12 = 18%
Lueu Y- Tién bo ra la sé am (-), tién nhdn vao la sé dwong (+).
2.14.8 Ham EFFECT
Tinh 14i suit thuc té hing nim cho mot khoan dau tu, biét trude 14i sudt danh nghia hing
nim va  tong s6 ky thanh  toan 1di  kép mdi  nim.
bay 1a ham ngugc voi ham NOMINAL()
Cu phép: = EFFECT(nominal_rate, npery)

Vi du:
Tinh 13i suit thuc té dua trén 1ai suat danh nghia va ky han tinh 13i kép trong bang sau:
A B C D .
1
2 Ham EFFECT trong Excel
: Nhom ham tai chinh
4 || L3i sudt danh nghia | S& ky han tinh i kép| L3i sudt thuc té
5 | 0.0598 2
6 | 0.789 3 "@)
7 | 1.005 5 o
8 | 0.0045 4
3 pr==:
|3} Excel.net.vn
¢« » .| NhasSX | Sheet2 | .. ® i >

- Tai 6 can tinh nhap cong thirc: =EFFECT(B5,C5)
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A B C D =
1 4
2| Ham EFFECT trong Excel
5 Nhom ham tai clg.'hK
4 | | Li sudt danh nghia | $8 ky han tinh |3i kéMsué’t thuc t&
s| | o0.0598 2 —EFFECT(E5,C5)
6 | 0.789 3
7 1.005 5
8 0.0045 4 |
9
= Excel.net.un-
¢ » .| NhaSX | Sheet2 | .. (® %l , C

- Nhan Enter -> 13i suat thyuc té tuong (mg la:

D5 ! Jfe || =EFFECT(BS5,C5) v
A B C D -

1 4

2 Ham EFFECT trong Excel

; | Nhém ham téi chinh \

4 L3i suat danh nghia | S8 ky han tinh I3i kép ‘ﬁ&sué’tthqcté’

5 0.0598 2 0.061 |

6 | 0.789 3

7 | 1.005 5

g | 0.0045 4 |

9 >
= Excel,.net.vn.-
4« » .| NhaSX | Sheet2 | ... (® ™% O

- Twong tu sao chép cong thirc cho céc gi tri con lai duoc két qua:
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DS v [ S || =EFFECT(BS,C5) v

A B _ ¢ D =
1 {
2 | Ham EFFECT trong Excel
: Nhom ham tai chinh
} L
4 L3i sudt danh nghia | S6 ky han tinh l%&ép L3i sudt thuc té
5 0.0598 2 0.061
6 0.789 3 1.015
7 1.005 5 1.499
8 0.0045 ke 0.005
° | {:3) Excel.nét.vn-
4 » .| NhaSX | Sheet2 | .. B 74| y

2.14.9 Ham NOMINAL

M ta: Ham tra vé 13i suat danh nghia hang nam dya vao 13i suat thyuc té va sé ky han tinh
1ai kép hang nam.

Cu phap: NOMINAL (effect_rate, npery)

Trong do:

- effect_rate: Lai suat thuc té, 1a tham sd bat budc.

- npery: S6 ky han tinh 13i kép mdi nam, 13 tham s6 bat budc.

Vi du:

Tinh 14i suat trén danh nghia cta nhitng gia tri trong bang dudi day:
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A B c D
1
2 Ham NOMINAL trong Excel
. Nhom ham tai chinh |
| Lai suat $6 ky han muén tinh| L4&i suat danh
4 | ban dau 14i kép moi nam nghia
; | 0.80 2
- 0.85 4
;| 0.75 1 |
0.75 1.99
= E-xc‘etn'et ,
4 » .| NhaSX | Sheet2 | .. ® : ™4

- Tai 6 can tinh nhéap cong thirc: =NOMINAL(B5,C5)

Vi

p

‘ A A B C D
1 4
2 Ham NOMINAL trong Excel
' Nhém ham tai chinh
3 | o
Lai suat $6 ky han muén tir}-&Léi suat danh
4 ban dau 14i kép moi nam nghia
s| | 080 2 =NOMINAL(E5,
) 0.85 4 cs)
| 0.75 1 |
0.75 1.99
= Evcce1met ,
4« » .| NhaSX | Sheet2 | ... ® : 4

- Nhan Enter -> 13i suét trén danh nghia twong tmg 1a:
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D5 ¥ : Fe =NOMINAL(BS,C5) 7 v
_ A B A C D -
1
2 Ham NOMINAL trong Excel
; ' Nhém ham tai chinh
Lai suat $6 ky han mudn tinh\, L3i suat danh
4 ban dau 14i kép moi nam nghia
5 0.80 2 0.68
; 0.85 4
; 0.75 1
0.75 1.99
5l x8) Exgcel.net.vn-
4« » .| NhasSX | Sheet2 | .. ¥ 3

2.14.10 Ham FVSHEDULE
- Ham Excel FVSCHEDULE tra vé gia tri twong lai cia mot khoan tién duya trén
lich biéu 14i suat da cho. FVSCHEDULE c6 thé duoc sir dung dé tim gia trj twong
lai ctia khoan déu tu véi ty 18 thay doi hodc diéu chinh.
- Cu phéap =fvschedule (principal, schedule)

D3 M fe =FVSCHEDULE(D3,D4:D7)
A B C D E

=FVSCHEDULE (principal, schedule)

Excel.webkynang.vn Ky: N3m

1
2
3 Principal Gia tri hién tai khodn dau tv 100,000,000
4 schedule L3i sudt ndm 1 10%
5 L3i sudt nam 2 3%
6 LAi suat nam 3 5%
7 LAi suat nam 4 8%
8
9 FVSCHEDULE Tinh gid tri twong lai $128,482,200.00
10
1"
12
13
2

2.15 Nhém ham danh gia hiéu qua vén diu tw
2.15.1 Ham NPV

- (i tr1 hién tai rong cua mgt du an dau tu 1a gia tri cua cac khoan dau tu, chi phi
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va thu nhap trong vong doi cua du an duoc quy vé hién tai

- Cua phép NPV(rate,valuel,value2,...)

- Rate: Ty suét chiét khau cho toan dong tién

- Valuel: Cac gia tri ciia dong tién

- Value2,....: B trong néu dong tién khoéng qua 30 thoi doan
+ Néu NPV >= 0 thi du an duoc chép nhan
+ Néu NPV < 0 thi dy 4n khéng mang tinh kha thi
Vi du: Tinh NPV cho mdt du 4n dau tu c¢6 dau tu ban dau 1a 1 ti déng, doanh thu hang
nim 14 0.5 ti, chi phi hang nam 1a 0.2 ti, thoi gian thuc hién du 4n 13 4 nam, ¢4 14i suat chiét
khau 1a 8%/nam.

Lap bang dir liéu dé xac dinh dong tién

A B C D
Nam Doanh thu Chi phi Dong tién
0 0 1 -1
1 0.5 0.2 0.3
2 0.5 0.2 0.3
3 0.5 0.2 0.3
4 0.5 0.2 0.3
Bang 4.19

- Gia tri hién tai rong (NPV)la: =D2+NPV(8%,D3:D6) =-0.006
NPV<0 nén du an khong kha thi
2.15.2 Ham XNPV():
- Tinh gia tri hién tai ciia mot khoan dau tu bang cach str dung ty 1& chiét khau véi
cac khoan chi tra (hodc thu nhap) khong dinh ky.
- Cuphap
- XNPV(rate, values, dates)
- Rate: Ty suét chiét khau

- Values: Cac khoan chi tra hodc thu nhap trong cac ky han cta khoan dau tu, trong
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ung vai lich chi tra trong dates.
- Dates: Loat ngay chi trd twong rng.
Vi du: Ngay 1/1/07 dau tu mét sb tién 13 15000, ty suét chiét khau 1a
12% Doanh thu trir chi phi tai mdi thoi diém nhu sau. Hay tinh XNPV

A B C D
Ngay Dong tién
01/01/07 -15000
15/02/08 4800
04/06/09 4700
10/07/10 5500
25/09/11 4900
Bang 4.20

Gid tri hi¢n tai rong 1a :

=XNPV/(12%,B2:B6,A2:A6)=-648.2

2.15.3 Ham IRR

- NOoi suét thu hdi vbn ctia mot dong ngan luu

- Cu phap: IRR(value,guess)

- Values: Céc gi4 tri cuia dong tién

- Guess: Gi4 tri suy doan, néu bo tréng 1a =0
Vi du: Mot du 4n dau tu tinh dén thoi diém du an bat dau di vao hoat dong san xut 1a 100
tri¢u USD, doanh thu hang nam cua dy an 1a 50 triéu USD. Chi phi hang nam la 20 triéu
USD, vong doi ctia dy 4n 12 5 nam, 13i suat vay dai han 1a 12%/nam. Hiy xac dinh ty suat
hoan vén ndi bd

Lap bang dir licu dé xac dinh dong tién

A B C D
N Doanh Chi Dong
am thu phi tién
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Vi IRR 16n hon 14i suét vay dai han nén du an chap nhan duoc

0 0 100 -100

1 50 20 30

2 50 20 30

3 50 20 30

4 50 20 30

5 50 20 30
Béang 4.17

Ty suat hoan von ndi bo 1a :

=IRR(D2:D7) = 15%

2.15.4 Ham XIRR(values, dates, guess)

Tinh ty suat sinh 101 ndi b &p dung cho céc khoan tién khong dinh ky.

Cu phép: =XIRR(values, dates, guess)

Values: Cac khoan chi tra hoac thu nhap trong cac ky han cua khoan dau tu, tuong

ung vai lich chi tra trong dates

Dates: Loat ngay chi tra tuong ing

Guess: Mot con s6 (%) udc lugng gan véi két qua ciia XIRR(). (Néu bo qua,

thi mac dinh guess = 10%.)

Néu XIRR khong thé dua ra két qua sau 100 lan lap, IRR s& tra vé gia tri 16i

#NUM!.

Trong truong hop XIRR tra vé gia tri 16i #NUM!, hay thtr lai véi mot gia tri

guess khac.

Vi du: Mot du an dau tu bo ra 100 triéu USD vao ngay 01/01/07 doanh thu tai méi thoi

di€ém sau khi da trur chi phi nhu sau, vong doi cuia du an 1a 5 nam, 1ai suat vay dai han Ia

12%/mam. Hay xac dinh ty suét hoan vén ndi bd

A

B

Ngay

Dong tién
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01/01/07 -100
15/02/08 30
04/06/09 35
10/07/10 40
31/12/11 45
Béang 4.18

Ty suét hoan von ndi bo:
=XIRR(B2:B6,A2:A6)=13.9%
Vi XIRR 16n hon 1i suét vay dai han nén du an chép nhan duoc
2.16  Nhom ham khau hao tai san cé dinh
2.16.1 Ham SLN
- Tinh kh4u hao TSCD véi ty 1¢ khau hao trai déu trong mot khoang
- thoi gian xac dinh CU phap: =SLN(cost, salvage, life)
- cost |2 gia tri ban dau cua TSCD
- salvage 1a gia tri con lai udc tinh cua tai san sau khi da khau hao
- life 1a doi hiru dung cia TSCD.
Vi du: Mot TSCP dau tu méi ¢6 nguyén gid (tinh ca chi phi 1ap dit chay thir) 1a
120,000,000 déng dua vao sir dung ndm 2000 véi thoi gian sir dung dy tinh 13 5 nim, gia
trj thai hdi wdc tinh 1a 35,000,000 déng. Hay tinh luong trich
khau hao cho tirng nam trong sudt vong doi cia TSCP d6
Giai:
B1: Lap bang dir li¢u sau trén bang tinh Excel
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A B G

Nguvén gid (cost) 120,000,000
Gid trj con lai (salvage) 35,000,000
Thoi gian sir dung (life) 5

Ndm Lwgng trich KH GTCL
2000
2001
2002
2003
2004

WD 00~ 3N e

[y
[s=]

[y
=

Béng 4.1
B2: Nhéap cong thirc =SLN($B$2,$B$3,$B$4) vao
6 B7 B3: Nhap cong thirc =$B$2-SUM($B$7:B7)
vao 6 C7 B4: Chon khéi 6 B7:C7
B5: Sao chép khéi 6 vira chon xudng cac dong

con lai Két qua nhu bang 4.2

A B &

1

2 Nguvén gid (cosi) 120,000,000

3 | Gid tri con lai (salvage) 35,000,000

4 |Thoi gian sie dung (life) 5

5

6 Ndim Lwrgng trich KH GICL
7 2000 17.000,000] 103,000,000
8 2001 17,000,000 86,000,000
9 2002 17,000,000 69,000,000
10 2003 17.000,000 52,000,000
11 2004 17,000,000 35,000,000

2.16.2 Ham SYD
- Tinh tong khau hao hang nim ctia mot TSCD trong mot khoang thoi gian xéac
dinh.
- Cu phap: SYD(cost, salvage, life, per)
- Céc tham sb cost, salvage, life nhur ham SLN

- per la s6 thir tw naim khau hao
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Vi du: Theo s6 liéu trong vi du & ham SLN() dé tinh hao hang nim ctia TSCP ta lan luot
thuc hién cac budc sau:

B1: Lap bang dir liéu sau trén bang tinh Excel

A B G
1
2 Nguyvén gid (cost) 120,000,000
3 |Gid tri con lai (salvage) 35,000,000
4 |Thoi gian sir dung (life) 5
5
6 Nam Lirgng trich KH GITCL
7 1
8 2
9 3
10 4
11 5

Bang 4.3

B2: Nhap cong thitc =SYD($B$2,$B$3,$B$4,A7) vao
6 B7 B3: Nhap cong thirc =$B$2-SUM($B$7:B7) vao
0 C7

B4: Chon khéi 6 B7:C7

B5: Sao chép khdi 6 vira chon xubng ciac dong

con lai Két qua nhu sau

A B &

1

2 Neuvén gid (cost) 120,000,000

3 |Gid tri com lai (salvage) 35,000,000

4 |Thoi gian sik dung (life) 5

5

6 Nim Lwgng trich KH GICL
7 1 28,333,333 91,666,667
8 2 22,666,667 69,000,000
9 3 17,000,000 52,000,000
10 4 11,333,333 40,666,667
11 5 5,666,667 35,000,000

2.16.3 Ham DB
- Tinh khiu hao cho mot tai san sir dung phuong phap sé du giam
- dan theo mdt muc cb dinh trong mot khoang tho1 gian xac dinh.

- Cu phap: DB(cost, salvage, life, period, month)
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Vi du: Tir sb liéu cua vi du & ham SLN(). Hay tinh lugng trich khdu hao cho TSCP duoc

Céc tham sb cost, salvage, life nhu ham SLN

period 14 ky khau hao

month 14 s6 thang sir dung trong nim dau tién. Néu bo qua Excel s& tinh véi

month = 12 thang.

dua vao str dung tir thang 06/2000 (nghia la la month = 7 thang) nhu sau:

Giat:

B1: Lap bang dir liéu sau trén bang tinh Excel

GTCL

A B G

1
2 Nguyeén gid (cost) 120,000,000
3 |Gid tri con lai (salvage) 35,000,000
4 |Thoi gian sik dung (life) 5

S6 thang sir dung trong 7
5 nam dau(month)
6
7 Nam Lwong trich KH
8 1
9 2
10 3
11 4
12 5

Bang 4.5

B2: Nhép cong thirc = DB($B$2,$B$3,5B$4,A8,$B$5) vao
6 B8 B3: Nhap cong thirc =$B$2-SUM($B$8:B8) vao 6 C8

B4: Chon khdi 6 B8:C8

B5: Sao chép khoi 6 vira chon xudng céc dong

con lai Két qua nhu sau
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1
2 Nguvén gid (cost) 120,000,000
3 |Gid tri con lai (salvage) 35,000,000
4 Thoi gian sir dung (life) 5
S6 thdng stk dung trong

L sa 7
s \ndm ddu(month)
6
7 Nam Lirgng trich KH GICL
8 1 15.260,000] 104,740,000
9 2 22,833,320 81,906,680
10 3 17.855.656|  64.051.024
11 4 13,963,123]  50.087.901
12 5 10,919,162 39,168,738

2.164 Ham DDB

Tinh khau hao cho mot TSCP theo phuong phap ty 1& giam dan (s6 du giam gip
d61 hay mot ty 1& giam khac do yéu cau quan ly co thé dugc lwa chon).

Cu phap: DDB(cost, salvage, life, period, factor)

Céc tham sb cost, salvage, life, period nhu ham DB

factor 14 ty 1é trich khdu hao. Néu bo qua Excel gan 1a 2.

Vi dy: Tir s6 liéu cua vi du & ham SLN() hay tinh khau hao cho TSCP d6 véi ty Ié trich
khau hao r = 2 (factor=2)

Giai:
B1: Lap bang dir li€u sau trén bang tinh Excel

A B G
1
2 Neguvén gid (cosi) 120,000,000
3 |Gid tri con lai (salvage) 35.000,000
4 |\ Théi gian sie dung (life) 5
5
6 Nam Liwrgng trich KH GICL
7 1
8 2
] 3
10 4
11 5

Bang 4.7

B2: Nhép cong thuc = DB($B$2,$B$3,$B%$4,A7,2) vao
6 B7 B3: Nhap cong thic =$B$2-SUM($B$7:B7) vao
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0 C7
B4: Chon khoi 6 B7:C7
B5: Sao chép khdi 6 vira chon xubng ciac dong

con lai Két qua nhu sau

A B C

1

2 Nguvén gid (cost) 120,000,000

3 |Gid tri con lgi (salvage) 35,000,000

4 | Thoi gian sir dung (life) 5

5

6 Nim Lirgng trich KH GICL
7 1 48,000,000 72,000,000
8 2 28,800,000 43,200,000
9 3 8,200,000 35,000,000
10 4 0 35,000,000
11 5 0 35,000,000

Béang 4.8

2.17 Nhém ham dau tu chirng khoan
2.17.1 Ham ACCRINTM
- Ham ACCRINTM trong Excel 12 ham tra vé tién 13i cong don cho chirng khoan
tra 1ai khi dao han
- Cu phap: ACCRINTM(issue, settlement, rate, par, [basis])
- Trong do:
- - Issue: La ngay phat hanh chung khoan.
- Settlement: Ngay dén han ciia chimg khoan.
- Rate: Lai suit phiéu 13i hang ndm cta chtng khoan.
- Par: Ménh gia ctia chitg khoan. Néu bo qua, ham ACCRINTM s& mic dinh
14 $1.000.
- Basis: Co s& dém ngay sé& dung.
+ Basic = 0 hoac bé qua: US (NASD) 30/360

+ Basic = 1: Thuc té/thuc té
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+ Basic = 2: Thuc t&/360
+ Basic = 3: Thyc t&/365
+ Basic = 4: Chau Au 30/360
Xét Vi du:
Cho bang tinh dudi, cac gia tri dugc nhap vao twong ung véi cac tham sb ctia ham trong

Excel

| = 5 . E‘ (T V ] =
|BE==|5 (Generaa - ~ ’ g
| A |57

% Times NewR¢~ 12

]

o e ||| !!'”A‘A'] %EE]' |$' % o R
*ly [ ER-A |(EEm] | waE | m
Clipboard ™ |  Font G| Alignment = | Number =
G114 v &2
| <IN B R S—
1]
2| Ham ACCRINTM trong Excel
3 Website: Taimienphi.vn - Betdownload.com
4
5 §
6
7
8 &
9 —

Tinh tién 1ai cong ddn cho chung khoan tra 1ai khi ddo han. Tai 6 C11 ban nhap cong

thirc =ACCRINTM(C6,C7,C8,C9,C10), ta dugc két qua nhu hinh dudi.
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c11 ~-Q | [FACCRINTM(C6,C7,C8,C9,c10) ]

A B € |
B

izl Ham ACCRINTM trong Excel

= Website: Taimienphi.vn - Betdownload.com

i

6

2.17.2 Ham INTRATE
- Ham INTRATE trong Excel 1 ham sir dung tinh lii suit cia

chirng khoan di dau tu trong Excel.
- Cu phap:INTRATE(settlement, maturity, investment,
redemption, [basis])
Trong do:
- Settlement: Ngay thanh toan chimg khoén, tham sd bét budc
- maturity: Ngay d4o han cua chimg khoan, tham sb bat budc
- Investment: S4 tién da dau tu vao chung khoan, tham s6 bat budc
- Redemption: S6 tién nhan duoc khi d4do han, tham s bt budc
- Basis: Co s& dém ngay, tiiy chon
+ Basis = 0 hoac bo qua: US (NASD) 30/360
+ Basis = 1: Thyc té/thuc té
+ Basis = 2: Thyc t&/360
+ Basis = 3: Thuc t€/365
+ Basis = 4: Chau Au 30/360
Xét Vi du:
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Cho bang tinh duéi déy, cac dit liéu duoc nhap vao twong tng véi cac tham s cta ham
INTRATE trong Excel. Ham nay duoc sir dung trén cac phién ban Office 2013, Office
2010, Office 2007 va Office 2003

B’B ) \fllnesNewm'ilz - -
L Bzuax EEEE s-
AR SIET N I3

Clipboard & | Font Aignment = Numper G | ces
D16 v _&J

A 8 | c ™

1)

2| Ham INTRATE trong Excel

3 Website: Taimienphi.vn - Betdownload.com

4

LS

7

it

9.

Pé tinh 13 sudt chimg khoan di dau tu. Nhip cong thac tai 6 Cl1l
=INTRATE(C6,C7,C8,C9,C10). Ta dugc két qua nhu hinh duéi

[@L*I Times New R~ 12 - |™ == | S5 Percentage - (A- Zemset- X -
B Z U-|AN| |EERE ($-% 1|  Foeete- -

hairlE @A EEp-) A Y B romat - | 2-

Clipboard ™ %/ Alignment 5 | Number % '_1 cels ||

cu | C —

Al I

1

2 Ham INTRATE trong Excel

3 Website: Taimienphi.vn - Betdownload.com

4
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https://taimienphi.vn/download-microsoft-office-2013-25
https://taimienphi.vn/download-microsoft-office-2010-63
https://taimienphi.vn/download-microsoft-office-2010-63
https://taimienphi.vn/download-microsoft-office-2007-soan-thao-van-ban-192
https://taimienphi.vn/download-microsoft-office-2003-soan-thao-van-ban-189

2.17.3 Ham RECEIVED

Ham RECEIVED la mét trong nhitng ham tai chinh co ban duoc sir dung dé tinh sé tién

nhan duoc khi ddo han mot khoan dau tu.

Cu phap ham: =RECEIVED(settlement, maturity, investment, discount, [basis])

Trong do:

Settlement: dbi s6 bat budc, 1a ngay thanh toan ching khoan. Ngay thanh toan
ching khoan 1a ngay sau ngay phat hanh khi chirng khoan dugc ban cho nguoi
mua.

Maturity: ddi s6 bat budc, 1a ngay dao han ctia chang khoan. Ngay dao han la
ngay ma chang khoan hét han.

Investment: d6i sb bat budc, 12 s6 tién da dau tu vao chiing khoan.

Discount: ddi sb bat budc, 1a ty & chiét khau cta chimg khoan.

Basis: d6i s6 tuy chon, 1a loai co s& dém ngay sé& dung.

Néu ddi s6 Basis 12 0 hodc bo qua thi co s dém ngay dang US (NASD)
30/360.

Néu ddi s6 Basis 13 1 thi co so dém ngay dang Thyc té/thuc té.

Néu d6i sb Basis 1a 2 thi co so dém ngay dang Thuc té/360.

Néu d6i s6 Basis 1a 3 thi co s& dém ngay dang Thuc t&/365.

Néu d6i s6 Basis 1a 4 thi co so dém ngay dang European 30/360.

Cac dbi so settlement, maturity va basis bi cat phan thap phan thanh s nguyén.
Néu settlement hodc maturity khdng phai 1a ngay hop 18, ham RECEIVED tra
vé gia tri 16i #VALUE!.

Néu investment < 0 hoic néu discount < 0, ham RECEIVED tra vé gia tri I5i
#NUML!.

Néu basis < 0 hoic néu basis > 4, thi ham RECEIVED tra vé gia tri 161 #NUM!.
Néu settlement > maturity, ham RECEIVED tra vé gia tri 161 #fNUM!.

2. Céch st dung ham RECEIVED
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Vi du ban mua maot trai phiéu trj gia 1.000.000 phat hanh ngay 23/07/2019 va d4o han
vao ngay 23/07/2020 v&i chiét khau 7%.

Insert Page Layout Farmulas Data Review
o Cut |Calibri vin VAN | === - BwapTe E
ER Copy -
~ Format Painter B I U- - O-A-| === £=3= EMegeBCenter - | ©
Clipboard = Fant = Alignment =
B3 - I =RECEIVED("23/7/2019";"23/7/2020";1000000;7%;3)
A E C D E F
1
2 Mbi dung Gia tri
3 |Ngay phat hanh 23/07/2019
4 |Ngay ddo han 23/07/2020
5 SO tign dau tw 1.000.000
& Ty l& chiét khau 7%
7 Co'sothucté&/365 3
2 |sd tién nhan duwoc 1.075.491 |
)

Luc nay, dé tinh sd tién nhan duoc sau khi trai phiéu déo han ta c6 cong thirc nhu sau:
=RECEIVED(“23/7/2019";°23/7/2020”;1000000;7%;3)

Két qua ta s€ thu duogc s6 tién nhan duoc 1a 1.075.491

1.1.1  Ham DISC

Ham disc la mot trong nhitng ham tai chinh ké todn théng dung, hdy tim hiéu cii phdp
ham nhu sau:

Cu phéap: DISC(settlement, maturity, pr, redemption, [basis])

Hau hét cac dbi s6 déu bét budc.

Trong do6:
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o Settlement: Ngay thanh todn ching khoan ( 1a ngay ching khoan dugc phat
hanh va ban cho nguo6i mua)

 Maturity: Ngay d4o han ctia ching khoan ( Ngay ma chimg khoan hét han)

o Pr: Gia cua chung khoan ménh gia 100 do-la

o Redemption: Gia tri hoan tra ctia chirng khoan trén $100

« Basis: Co so dém
_Basis=0 hoic bo qua: sd ngay thuc té trong thang 13 30 va trong nim 13 360
ngay (US)
_Basis=1: s ngay thyc té trong thang, sd ngay thuc té trong nam
_Basis=2: s6 ngay thyc té trong thang, s6 ngay thuc té trong nim 1a 360 ngay
_Basis=3: s6 ngay thuyc té trong thang, s6 ngay thyc té trong nam la 365 ngay
_Basis=4: s6 ngay thyc té trong thang 1a 30, va sd ngay thuc té trong nam 13
360 ngay

Str dung bang tinh véi sb liéu bén dudi dé thyc hién thao tac v6i ham Disc:
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huéng dan sir dung ham ¢

Insert Page Layout Farmulas Data Review View Add-ins Help Foxit Reader P

o Cut Calibri -1 - A A | T== -  BwWapTe General
Beopy - | =
~ Format Painter B I U- H- O-A-| === £3E [ Merge&Center ~ $ - 9%
Clipboard Fa Font P Alignment P MLl
I13 v Jx
D E F G H
1 -
2 -
3 ] ar
a HUGNG DAN SU DUNG HAM DISC TRONG EXCEL CO BAN
5 | STT MO TA THAM SO
6 | 1 |NGAY KET TOAN
7| 2 |NGAY PAO HAN
8 3 |GIA
5 4 |GIA TRIHOAN TRA
10, 5 |CO SO DPEM
1 KET QUA 6 |TYLE CHIET KHAU
12
; AP/DUNGIBANG)TINHV.OISO)LIEUINH
15,
16
17
18
Sheet1 *
Ready

huéng dan sir dung ham disc trong excel co ban

Xét vi duy trén tinh ty 18 chiét khau:
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huéng dan sir dung ham ¢

Insert Page Layout Farmulas Data Review View Add-ins Help Foxit Reader P

db Cut Calibri -8 - A A | T = — - = Wrap Text Currency
Beopy - | =
~ Format Painter BII U- H- O-A-| S5 = E=3E EMerge&Center ~ $ - 9%
Clipboard Fa Font P Alignment P MLl
I11 = Jx | =DISC(16.17 18 19.110) |
D . E . F . G . H
1 -
2 -
3 ] ar
a HUGNG DAN SU DUNG HAM DISC TRONG EXCEL CO BAN
5 | STT MO TA THAM SO
6 | 1 |NGAY KET TOAN
7| 2 |NGAY PAO HAN
8 3 |GIA
5 4 |GIA TRIHOAN TRA
10 | 5 |CO SO DEM
1 KET QUA 6 |TY LE CHIET KHAU
12
13
14
15_
16
17
18
Sheet1 *
Ready

két qua str dung ham disc trong excel co ban
CAU HOI ON TAP
1. Céc thanh phan ctia mot co so dir liéu trén EXCEL

2. Céc thao tac sip xép co so dit liéu du trén nhiéu cot
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3. MBb ta cac thanh phan cta viing tiéu chuin
4. Céc thao tac loc, trich ghi dir li¢u

5. Cu phéap tong quét cta cac ham trén co so dir lidu?

BAI TAP
Bai 1. Nhép dir liéu sau day vao bang tinh

Biao Cao Ban Hang
STT | MEHE IvIat héng Nadsr Bom s 36 lugng Biomgia | Thanh hén
1 |[UDIB2 |USB 1GB 1207106 | Ca 5
7 [UD1B2  |USBE 1GB 12010006 | Ca 6
2 |HDWED |Efacing 20GB 12012106 |Ca 12
9 5DINHE  |Biamém 1 4hb 12712106 | Thiing 10
g |CDN74 B CD 0L 12414006 | Thoing 4
10 |UD1R2  [USE 1GE 12014006 | Ca 20
Téung Cing
Bdang Danh Line

LR Tén mdt himg Bom v Bom gid

Shvld Efa mém 1 4hb Thiing 140

B2 USE 1GE i 15

4 Effa CD 7400 Thiing 200

HED0 Efia cimg S0GE Cdi 45

Sau d6 thuc hién cac yéu cau sau :
- Nhap ham dé tinh toan nhiing cot con tréng
- Sip xép bang dit liéu tang dan theo ngay
- Tinh téng s6 tién ban dugc cia cac mit hang dia mém, dia cung, dia CD
- Trich ghi ra danh sich mit hang dia ctng c6 s6 lugng ban 16n hon 5
- Tb6 d6 nhimg dong co sé luong lon hon 10

Bai 2. Nhap dit li€u sau day vao bang tinh
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Biang chi tiét nhip xuit
Loaihd |Ngiy Mi Tén Loai 5 lurng |Pongia  |[Thinh tién
b 10/1/2006 | TREL-TE 100
N 10/1 572006 |CEMT-TH 30
b 11/2/2006|TREL-DE 20
bt 10/1 3/2006 | TREL-TH 30
¥ 10/50/2006 | CBMT-DB 100
H 11/5/2006|CEMT-TB 00
b4 11/11/2006|CEMT-TH 30
Bang phu
Po'n gid xuit hing (k)
2 ki b cudi |TH DB TB Thimg &
Losihing  |Thumgheng  |[Péchidt |Trungtish Tén hing Ting thinh tién
TE& 20,000 ¢| 60,000 & 20,000 4 Hufit Hhip
[ OFFEE 120,000 ¢ 100,000 & 40,000 4 TE&
:OFFEE

Sau d6 thuc hién cac yéu cau sau
- Nhap ham dé tinh toan nhitng cot con trong
Trong do:

+ Ky tu dau cua ma chi tén hang (T Tea, CLICoffee)
+ 2 ky tu cudi ctia ma chi loai hang (THO Thuong hang, DBLdac biét,
TB[1Trung binh)
+ Gié cua loai hd N(Nhap) thap hon gia loai hd X(Xuat) 15%
+ Thanh tién =S luong*don gia Gia cua loai hd N thap hon gia loai hd
X 15%

- Tinh tong thanh tién cta cac mat hang trong bang thong ké

- T6 mau nhimg dong xuat cia tén hang Tea

- Xay dyng ving tiéu chuan dé chi mit hang Tea ban ra trong thang 10

- Tinh tong s6 luong thoa cac gia tri dugce xy dung trong ving

tiéu chuan Bai 3. Nhap dir liéu sau ddy vao bang tinh

Cac chuyén di lich ngin ngay
Neidulich [Ngiy di giyve  [Tiénin Tién khichsan [Ténxe |Tongcomg
Bi Lat 1200407| 1504007
Nha Trang 140407 180407
Viing Tau 1504007 160407
Hué 15/04107| 200407
Ba Lat 18/04007| 21104107
Hué 200407 2710407
Nha Trang 19/04007| 250407
Ba Lat 22004007 2604007
Viing Tau 2604107 2804107
Phil Quéc 20004107 0200507
Bing dongii Bine tong két



Sau do thuc hién cac yéu cau sau :

Nhap ham dé tinh toan nhitng cot con

trong Trong do:
+ Tién an =(Ngay di-Ngay vé +1)*tién an/ng
+ Tién khach san =(Ngay di-Ngay vé )*tién khach san/ng
+ Téng cong =Tién an + Tién khach san+Tién xe
- Tinh cic gi tri trong bang thong ké
- T6 mau nhimg cac chuyén di ¢én Pa Lat
- Trich ghi ra danh sach cac chuyén di d¢én Pha Qudc hodc Hué
- Tinh gia tri 16n nhét trong cot tong cong cua cac chuyén di dén Phu Qudc
hodc Hué
Bai 4. Nhap dir li¢u sau day vao bang tinh.
Sau do thuc hién céac yéu clu sau :
- Nhép ham dé tinh toan nhiing ct con
trbng Trong do:
+ Pon gia tra Bang gia san pham
+ Thanh tién = Pon gia * S6 lugng

+ Thué : Néu Ma san pham c6 ky tu bén trai 1a B thi thué 5%
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Thanh tién nguoc lai thué 3% thanh tién
+ Tong cong = Thanh tién + thué

- Tinh céc gia tri trong bang théng ké

BANG CIA SAN PHAM

STT MA P TEN 3P DO GIA

1 BOO1 Bin g6 300,000

2 BOO2 Ban =&t 750,000

3 BOOS Bin Formica 640,000

<4 BOOS Ghe nhira 200,000

5 BOOT Ghe may 250,000

6 C101 Ghé ném 560,000

7 102 TG kténg 1,100,000

3 C103 Ti 28 760,000

g C104 TG zdt 1,500,000

S0 CHI TIET HANGC XUAT
STT MA P TEN 3P NGAY BANW |80LUQNG | DON GIA |[THANH TIEN| THUE | TONG CONG

1 BOO1 Ban z¢ 10/14/01 10 (1) (2) (3 (4
2 BOO2 Ban =it 10/14/01 2

3 BOOS Bin Formica 10/15/01 3

4 BO06 Ghé nhira 10/15/01 15

5 BOOT Ghé may 10/15/01 5

6 C101 {zhé ném 10/18/01 2

7 C102 TG kidng 10/18/01 1

3 C103 T 10/19/01 5

g 104 Ts 58 10/18/01 1

clo " Ao

TONG HOP HANG BAN
NCAY BAN |[THANH TEN
10/14/01 (5
10/15401
10/1801
10/19/01
10/2101
Céng 6

- Xay dyng vung tiéu chuin dé loc nhitng san pham bén ra tir ngay 14/10/01
dén 17/10/01
- Xay dyng vung tiéu chuan va tinh tong s6 luong ban ra véi Ma
B002 trude ngay 17/10/01
- Sép xép dir liéu theo M4 san pham va theo s6 lugng giam dan
Bai 5. Nhap dit liéu sau day vao bang tinh. Sau d6 thuc hién céc yéu ciu sau :

- Nhép ham dé tinh toan nhiing cot con
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trbng Trong do:

+ Loai ho : 1a ky tu bén phai cua Ma ho

+ Tiéu thu = S6 mai - SO cli

+ Dinh muec: tra bang

+ Vuot myuc: Néu tiéu thy >Dinh mirc thi Vuot mic = tiéu thu - dinh

murc nguoc lai Vuot mure =0

- Tinh cic gia tri trong bang thong ké

- Xay dung vung ti€u chuan chi cac loai hd A,B va cé vugt muirc

- Tinh tong tiéu thu thoa céac gia tri dugc x4y dung trong vung tiéu chuin

CHITIET KHACH HANG SU DUNG NUGC

TT o vi Tén Ma Sa 50 Loa Tign | Binh | Vgt
' Jall cl mi hé thy mi¥c | mukc
1 Luong Cong Dianh KA 646 773 (1) (2 (3) )
2 Tnrong Ba Hung KA 177 338
3 |TrinMinh Hién XA 322 1380
4 |DiDuy Cinh XB 207
5 |HGzDa Loi iz 281 048
6 Newyen Vin Do KC 3835 g42
7 Bui Vin Bz MNA 457 514
g L2 Qui Noru NA 473 520
9 |Ding Thé Ky NE 576 g98
10 |NguyénThidgi Nhi NBE 921 945
11 [Mewyin Thinh Dao NC 570 297
12 |NeuyinVin  Diing SA 60§ 740
132 |Chiu Him Meoo SA 1120 1242
14 Binh Thi Bich  Loean ZE 659 T4
15 |Trrong Negec Duy 5B 1120 1192
16 |NeuyinBic  Hoing 5C 66T 724
17  |Huynh ThiKim Ngoyét sC 675 7546
18  |Nguvén Thanh Céng 5C 1002 1054
BANG PINH MUC BANG TONG HOP
LOATHO| BDINHMITC Loa Sipe | 100 GeU
hg ] thu
A 30 A (3 (&
20 C
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CHUONG 3: UNG DUNG CAC CONG CU GIAI CAC BAI TOAN KINH TE
Muc dich
- Giéi thiéu cho sinh vién mot sb bai toan co ban trong linh vuc kinh doanh
Yéu cau:
- Sinh vién phai hiéu ré cach t6 chirc dit liéu cua bai toan va phai biét lwachon
ham phu hop dé tinh toan
- Dua vao két qua tinh toan sinh vién phai biét phan tich dé rit ra két ludn dung
- Giai céc bai tap cudi chuong va biét van dung cac kién thire dd hoc dé giai quyét
cac bai toan ung dung trong thuc té
3.1 Unhgdung Goal Seek
3.2 Bai toan diém hoa vén, phan tich va lap ké hoach
3.2.1  Céc chitiéu hoa vén:
- San lugng hoa von
- Doanh thu hoa vén
- Thoi gian hoa vén
3.2.2  Baitodn xdc dinh sdn lwong hoa vén

C6 bang s6 liéu nhu bang 5.20

A B C D E F G H
1 Bai toan diém hoa von
2 |Cho 50 liéu nhw bang sau hay tim sén lwong hoa von
3 F 5,000,000 =>Dinh phi
4 P 14.000 - Gia ban don vi san phém (gia dinh khong doi)
5 v 6,000 2 Bién phi don vi sin pham
6

Bang 5.22

Yéu cau: Tinh san lugng hoa von
3.2.3  Céch giai bai toan

- B1. Lap cac cong thuc tinh s liéu trung gian nhu bang 5.21
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A B C D E E G H

1 |Bai toan diém hoa von
2 | Cho s liéu nhu bang sau hay tim san lwong hoa vén
3 F 5.000.000 > Dinh phi
4 P 14.000 - Gid ban don vi san pham (gia dinh khong d61)
5 v 6.000 - Bién phi don vi san pham
6
7 San luong 50 | Nhap mot gia tri tiv v
§ |Dinh phi 5.000.000 |[€=——— =B3
9 |Bién phi 6.000 |[@m— =B5
10 | Téng phi 5.006.000 | =B8-B9
11 |Doanh thu 700.000 €= =B7*B4
12 |Loi nhuan (4.306.000) | €= =B11-B10
13
Béang 5.23

- B2. Bua con tro 6 vao 6 B12

-B3. Chon Data [] What-if Analysis(1Goal
Seek ... Xuat hién hop thoai nhu hinh
5.21

- B4. Khai béo cac théng sd nhu hinh 5.21

Pia chi cia 6 chifa him

22— s

Set cell: B12 5%, AT REsn

o IU— Gid trl ma him muc

o value: ) o
- tidu cdn dat dén
By changing cell: I$B$7 q—‘l
ITI Cancel I Bhaushis Chu: i

lagng thay déi

Hinh 5.21
- B5. Nhép ntit OK dé chay Goal Seek. Két qua can tim s& hién thi tai 6 B7
(san luong) va gid tri ciia ham muc tiéu loi nhuan tai B12 lic ndy bang 0.

Két qua nhu bang 5.22
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[ e B —T— D [ E | F | 6 H
1 |Bai toan diém hoa von
2 |Cho s6 liéu nhw bang sau hav tim san lvong hoa von
3 F 5.000.000 ->Dinh phi
4 P 14,000 - Gid ban don vi san pham (gia dinh khong d6i)
5 v 6,000 - Bién phi don vi san phim
6
7 |San luong 357.6 | Nhap mot gid tri tuy v
8 Dinh phi 5.000.000 [ =B3
9 Bién phi 6,000 |[@mm— =B5
10 | Tong phi 5,006,000 |[@=—— =BZ-B9
11 | Doanh thu 5,006,000 |[€=———— =B7*B4
12 | Loi nhuan - |[€=——— =B11-B10
13
Bang 5.24

3.3  Bai toan tim giao diém giira dwong cung va duwong cau
3.3.1 Gigi thiéu bai toan:
Cho phuong trinh duong cung va dudng cau nhu sau:
- DPuong cung: 3P -2Q =6 (1)
- Pudngcau:P+Q =30 (2
Ttr phuong trinh duong cung va dudng ciu ta 1ap duoc bang 5.18, trong
do gié tri cot B dugc nhap tir ban phim, gia tri ¢ot C va D duoc tinh toan

bang cong thire (vd: 6 C3 =2/3*B3 +2; 6 D3 =30 - B3)

A B C D E

1

2 Luon Gia cung Gia cau

g

3 3 4 27

4 6 6 24

5 9 8 21

6 12 10 18

7 15 12 15

8 18 14 12
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9 21 16 9
1 24 18 6
0

Bang 5.20

3.3.2 Cach gidi bai toan
Thao tac:
- B1. Nhap cong thire=C3 - D3 vao 6 E3
- B2.Chon lai 6 E3
- B3. Chon Iénh Data [1 What-if Analysis [1Goal Seek ...

Goal Seek m

Setcell:

X
To value: I

By changing cell:

OK I Cancel |

Hinh 5.20
- B4. Tai khung To Value nhap 0
- BS5. Kich chuét vao khung By changing cell:
- B6. Kich chudt vao 6 B3 (chon lam bién thay d6i).
- B7. Nhap chudt vao nut OK, khi d6 Excel s& cho gia tri 6 B3 thay d6i cho dén
khi 6 E3 bang 0, nghia 1 gia cung va gia cau bang nhau.

Két qua nhu bang 5.19
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A B c L) E

1
2 Lugng Gidcung Gid cau
3 16.8 15.2 15.2 I D_I
4 6 6 24
5 9 g 21
6 12 10 18
7 15 12 15
B 18 14 12
9 21 16 9
10 2 18 6
1
Béang 5.21

- B8. Nhip chudt vao nat OK dé két thiic bai toan.
Bai toan diém hoa vén
Piém hoa vbn 1a diém ma tai d6 Tong doanh thu bang Tong chi phi.
Hay n6i cach khac thi tai diém hoa vdn, doanh nghiép bat dau thu duoc
loi nhuan.
Viéce xac dinh diém hoa von nham:
- Thiét lap mot mirc gia hop ly
- Pat myc tiéu hiéu qua nhat trong khi két hop giita chi phi ¢6 dinh
va chi phi bién dbi.
- Dé xé4c dinh thu hut va phan bo tai chinh trong cac chién lugce khac nhau
trong doanh nghiép.
- Puogc str dung trong phan tich tinh hi€u qua cia dy an kinh doanh.
3.4  Ungdung Solver
3.4.1 Xdc dinh gia tri toi wu
3.4.1.1 Giéi thiéu bai toan:
Mot doanh nghiép san xuit quan 40, c6 mot may san xudt quan va hai
may san xuat 40. Cong suét toi da ctia may san xut quan 13 5000 cai/ Thang.
Cong xuét toi da ctia may san xuit 4o 1a 10000 cai/Thang. Tong von cong ty

chi tiéu cho san xuat hang thang 1a 500 triéu dong. Chi phi san xuat 1 quan la:
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60000 d/cai. Chi phi san xuit 1 4o 1a: 40000 d/cai. Gia ban mot quan 1a: 100
000 d/cai. Gia ban mét &o 1a 65 000 d/cai.
Muc tiéu ctia cong ty 1a t6i da hoa loi nhuan. Yéu ciu tinh s lugng quén, sé luong
40 can thiét san xuat, va loi nhuan hang thang ctia cong ty.
3.4.1.2 Cach giai bai toan:
- BI. Trén Excel, thiét 1ap bang nhu bang 5.8, trong d6 6 bi rang budc 13 6

C6 va 0 tinh loi nhuan C8 duoc tinh toan béng cong thtrc.

B C D E F
1
2 Chi Gig Sb
Cong suit /thang phi ban| luon
Sx g
1sp
3 Quén 5000 60000 100000 0
4 Ao 10000 40000 65000 0
3
6 Rang bude =F3*D3+F4*D
chi phi sx 4
5
8 Loi =F3*(E3-D3) +
nhuan F4*(E4-D4)
Béang 5.8

- B2. Chon I¢nh Data [1 chon cong cu Solver (xuét hién hop thoai nhu hinh 5.3)
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Solver Parameters

Set Target Cell: CES

Equa To: M CMn O valueof: [0
By Cranging Cells:

Solve

Close

| a2 Guess »
-Subject to the Constraints: | Opticns
1= Add
Lhan_gﬂ Resetall
j Delete —

Hinh 5.3
B3. Nhap chudt vao 6 C8
B4. Nhap chuét chon nit tron Max & hang thong sé Equal To:
B5. Nhap chudt vao 6 By Changing Cells
B6. Nhip chudt chon hai 6 F3 va F4 ¢ khung By Changing Cells dé 1am
hai bién s0.
B7. Nhép chudt vao nut Add, khi d6 mot hop thoai nhu hinh 5.4.

Add Consiraini B

Cell Reference: Constraint:

| - o | 3
OK I Cancel | Add | Help |

Hinh 5.4
Trong hinh 5.4 khung bén trai 1a 0 bi rang budc, khung bén phai la gia tri
rang budc, khung & gitta 1a phép so sanh. Vi du: $C$6 <= 500 000 000
(Chi phi san xuét) $F$3 <= $C$3 (cong suat may san xuat quan) $F$4 <=
$C$4 (cong sudt may san xuit 40) $F$3 >= 0 (lvong san xuat quan) $F$4
>= () (lwong san xudt 40)
B8. Nhap chudt vao 6 C6 & khung bén trai; Cell Reference
B9. Chon diéu kién (phép so sanh khung giita)
B10. Nhap gia tri 500000000 ¢ khung bén phai Constraint

Ba budc 8,9, 10 da hoan tat viéc nhap diéu kién rang budc vé chi phi san Xuét
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hang thang.
- BI11. Nhép chudt vao nat Add dé tiép tuc nhap bdn diéu kién rang budc con lai.
- B12. O diéu kién rang budc cudi cung nhip chudt nat OK, khi d6 man hinh trd vé

lai hop thoai nhu hinh 5.5, voi dﬁy du cac diéu kién rang budc.

Set Target Cell: =l
Equal To: ®mMax OmMn  Ovalueof: |0
By Changing Cells:
i et
Subject to the Constraints:
$C$6 <= 500000000
e
$F$3 >=0 Change
it - o=
S
Hinh 5.5

- B13. Nhép chudt vao nat Solve dé Excel thyc hién phép tinh, trén man
hinh s& thy cac 6 luong quan, 40 va loi nhuédn thay doi.
- Bl4. Nhép chudt vao nit Close dé dong cura s6 Solver, khi d6 mot mot
hop thoai nhu hinh 5.6 xuat hién.
Solver Results HE

Solver found a solution  All constraints and optimality
conditions are satisfied

" Restore Original Values

ok | cacel | savescenario.. | Help |
Hinh 5.6

- B15. Néu mudn luu lai két qua dang hién trén man hinh thi nhap
chuot chon Keep Solver Solution con mudn giir lai gia tri ban dau thi
nhap chudt chon Restore Original Values.
- B16. Nhip chudt vao nut OK dé két thuc bai toan ta c6 két qua nhu bang 5.9
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A B ‘ c D E F

Chiphi Gid $6
Sx1sp ban luwong

2 Cong suat /thang
3 Quén 5000 60000 100000 5000
4 Ao 10000 40000 65000 5000
5

Rang bude
6 chi phi sx 500.000.000
7
8 Loi nhuan 325.000.000

Béang 5.9

3.4.2 Baitoan qui hogch tuyén tinh (Linear Programming)
3.4.2.1 Gioi thiéu bai toan:
Cho bai toan QHTT sau: Ham muc ti€u: f(x) = 2x1+8X2-5X3+15Xs — max

Céc rang budc:
3X1-X2+X3+10X4=5
X1+2X2+X3+5X4 >9
2X1+10Xo+2X3-5X4 < 26
X >0,j=1+4

3.4.2.2 Phwong phap giai bai toan

B1l. Tao bang dir liéu nhu sau

Trang 103/ 260



T chirc bai toan trén bang tinh

| A . B g | B | E F G

4 Vi du gidi bai todn QHTT
5 +
B |Céc bién x1 %2 %3 x4
2 0 0 0 0 Ham muc tiéu

8 |Ha s cia ham myc tisu 2 8 5 5[0l
9 Cac rang budc Ve trai Ve phai
10 R1 3 -1 1 10 0 5
11 R2 1 2 1 5 0 9
12 R3 2 10 2 5 0 26
13 |Céac cdng thirc
14 | Ham muc tigu F8 = BE*$B$7 +CE"$CH7 +D5"§D$7 +ES SES7
15 Céc rang budc F10 = B10*$B$7+C10°5C$7+D10°$D$7 +E10*$E$7
16 | F11 = =B11*$B$7 +C11*$C$7 +D11*§D$7 +E11*$ES$7
17| F12 = B12*$B$7+C12*5C$7 +D12"5D$7 +E12°5E$7

Bang 5.10

Bién quyét dinh: dugc nhap tai cac 6 B7:E7. Cho cac gia tri khoi dong 1a 0.

Ham muc tiéu f(x): c6 gia tri can clr vao gia tri khoi dong cua cac bién. Cong

thure tai 6 F8.

Cac rang budc: nhap cac hé s6 ctuia cac quan hé rang budc tai cac 6

B10:E12. Tinh vé trai cua céc rang budc theo cong thic tai cac 0

F10:F12. Nhap cac gia tri vé phai cua cac rang budc tai cac 6 G10:G12.

B2. Chon 6 F8 va chon 1énh Data [J chon cong cu Solver.

Bang hop thoai Solver Parameters xuat hién nhu hinh 5.7

Solver Paramelers

Set Target Cell: IF$S
Equal To: & Max  Min
By Changing Cells:

Subject to the Censtraints:

X
Solve I
 yaleof: [0 Close
j;l Guess
Options
=] Add
C::%‘ Reset All
| = Help

Hinh 5.7
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B3. Khai bao.
Set Tanget Cell: Nhap $F$8.
Equal To: Chon Max.
By Changing Cells: Nhap B7:E7

Solver Parameters @@
Set Target Cell: kFsa Solve I
Equal To: &M O Mo O valueof: [0

u LE x i Close
By Changing Cells:
‘ [s647:3e87 E gues
'Subject to the Constraints: 1 Options

=] Add
&J Reset All
J Delete =%

Hinh 5.8
Pua con tré vao Subject to the Contraints:
Nhap nit Add, bang Add Constraint xuat hién va gém céc théng sé sau:

Add Constraint

Cell Eeference: Constraint:

I X <= | | =]
OK I Cancel l Aadd I Help l

Hinh 5.9

Cell Reference: Nhap B7:E7 .
O dau: Chon diu >=.

Constraint: Nhap 0

Add Constraint

Cell Reference: Constraint:

[48$7:$E57 & [>= = o =]
oK | Cancelg]

Hinh 5.10
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Cha y: Néu bai yéu cau rang bugc (xj) 1a nguyén thi trong 6 ddu ta
chon int, néu 1a kiéu nh; phan ta chon bin.

Tiép tuc chon Add dé nhap tiép cac rang budc phuong trinh va bat phuong trinh:

Cell Constraint
Reference

F10 = G10

F11 > Gl1

F12 < Gl12

Chon OK dé két thuc viéc khai bao céc rang budc.
Luu y - muén hiéu chinh rang bugc ta chon rang bugc va chon Change,

xo0a rang bugc ta chon rang bugc tir danh sach Subject to the

Solver Parameters

&
(X

Set Target Cell: [F$S | Solve I
Equal To: @& Max  Min © vabeof: [0
ut AL X Close
By Changing Cells:
I§o87:4e47 H _ges |
Subject to the Constraints: Options
$B$7:$E$7 >=0 . Add
$F$10 = $6$10 -l =
$F$11 >=sG11 Change
$F$12 <= 5G$12 = Reset Al
=] _peke |
Help

Contraints va nhap Delete.
Hinh 5.11
B4. Kich chudt vao ntt Solve, hop thoai két qua xuét hién va cho ta hai su lua

chon sau:

Solver Results

Solver Found a solution. All constraints and optimality
conditions are satisfied. Reparts

Answer

& Sensitiviky
: . Litnils
" Rectors Original Yalues J
OK I Cancal Save Scenario... l Help |

Hinh 5.12
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- Keep Solver Solution: Giir két qua va in ra bang tinh.

- Restore Original Values: Huy két qua vira tim duoc va tra cac bién vé
tinh trang ban dau.

- Save Scenario: Luu két qua vira tim duoc thanh mot tinh hudng dé c6
théxem lai sau ndy.

Va cé 3 lua chon loai bao céo la : Answer, Sensitivity va Limits.

O vi du nay ta chon Keep Solver Solution,

B5. Chon OK.
Két qua nhu bang 5.11
_ A I 8 | & | B E F | G
4 Vi dy gidi bai todn QHTT
5
6 Cac bién %1 %2 %3 %4
7 | 0 3 0 0.8 Ham muc tiéu
8 Hé s cia ham muc tiéu 2 a -5 15 36
9 |Céc rang budc VEtrdi W phai
10 R1 3 -1 1 10 5 5
11 R2 1 2 1 5 10 9
12 |R3 2 10 2 5 26 26
Bang 5.11

Nhu vay phuong an cuc bién tim dugce 1a X=(0,3,0,0.8) va gia tri cuc dai ctia

ham muc tiéu f(x) 1a 36.

3.5 Ungdung Data Table
3.5.1 Phdn tich dé nhay mét chiéu
3.5.1.1 Giéi thiéu bai toan:
Trong cac bai toan trudc, chung ta phan tich cac bai toan dang tinh (nghia
la c4c bai todn cd cac yéu td dau vao khong doi).
Trong thuc té, cac yéu td ddu vao thudng xuyén thay ddi, 1am anh hudng
dén két qua dau ra. Vi thé chiing ta can phan tich bai toan dang dong, nghia 1a
xem xét bai toan trong diéu kién cac yéu t dau vao thay ddi. Phan tich 46 nhay

chinh 12 1ap bang xem xét sy thay doi ciia két qua dau ra khi mot hoat hai yéu
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t6 dau vao thay doi.

Trudng hop phan tich bai toan vi mot bién dau vao thay doi ta goi 1a phan tich
do nhay mot chiéu.

Truong hop phan tich bai toan vé6i hai bién dau vao thay ddi ta goi la phén tich
do nhay hai chiéu.

Bai todn : Mot ngudi kinh doanh mét mat hang A ¢6 dir liéu nhu bang 5.15

A B C D
1 Gia mua 8
2 Gia ban 10
3 Tién 1oi 2
4
Béng 5.15
Hay tinh tién 10 khi :

- Gi4ban thay doi.
- Gia mua va gia béan thay doi
3.5.1.2 Phwong phap giai
a. Tinh tién 10i khi gia ban thay doi
- B1. Nhap cong thirc tai 6 C3 (tién loi) =C2-C1
- B2. Nhap cac gid tri cua gia ban tr 6 B6:B9 nhu bang 5.16

A B C D
Giamua 8
Gia ban 10
Tién 10i 2

Phén tich d6 nhay véi gid ban thay dbi

gl B WO N B~

=C3
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6 9
7 10
8 11
9 12

Bang 5.16

- B3. Tai 6 C5 nhap cong thuc =C3.

- B4. Chon khoi 6 B5:C9

- B5. Chon 1énh Data [ What-if Analysis [1Data
Table... Xuat hién hop thoai nhu hinh 5.19

Data Table
Row input cell: 7 ﬁt
Column input cell: [E=)
[ OK ] [ Cancel ]
Hinh 5.19

- B6. Kich chudt vao hop thoai Column Input Cell

- B7. Nhép chudt vao 6 C2 (gi tri cua gia ban).

- BS. Nhép chudt vao chit OK, dé hoan tat l1ap bang d6 nhay mot chiéu.
Két qua nhu bang 5.17

A B C| D
1 Gia mua 8

2 Gia ban 10

3 Tién 1oi 2

4|  Phan tich d6 nhay véi gia ban thay doi
5 2

6 9 1

7 10 2
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8 11 3
9 12 4

Bang 5.17

3.5.2  Phan tich d¢ nhay hai chiéu
< Tinh tién 10 khi gia mua va gia ban thay déi
- B1. Nhap cong thirc tai 6 C3 (tién 1oi) =C2-C1
- B2. Nhap céc gia tri ciia gia ban tr 6 B6:B9
- B3. Nhap cac gia tri cua gid mua tu 6 C5:F5

) B C D E F
1 Gia mua 8
2 Gia ban 10
3 Tién 1oi 2
4|  Phan tich do nhay véi gia mua va ban thay doi
5 2 6 7 8 9
6 9
7 10
8 11
9 12
1
0

Bang 5.18

B4. Tai 6 B5 nhap cong thirc =C3.

BS5. Chon khdi 6 B5:C9

B6. Chon 1énh Data [1 What-if Analysis [Data
Table... Xuat hién hop thoai nhu hinh 5.19

B7. Kich chudt vao hdp thoai Row Input Cell

B8. Nhap chudt vao 6 C1 (gid tri cta gia mua).
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- B9. Kich chudt vao hop thoai Column Input Cell

- B10. Nhap chudt vao 6 C2 (gia tri cuia gia mua).

- B11. Nhap chuét vao chit OK, dé hoan tt 13p bang do nhay hai
chiéu. Két qua nhu bang 5.17

) B C D E F
1 Gia mua 8
2 Gia ban 1
0

3 Tién 10i 2

4|  Phan tich d6 nhay véi gia mua va gia ban thay doi
5 2 6 7 8 9
6 9 3 2 1 0
7 10 4 3 2 1
8 11 5 4 3 2
9 12 6 5 4 3

1
0
Béang 5.19

3.6 Ung dung Scenarios

3.6.1  Baitoan phan tich tinh huéng trong sdn xudt kinh doanh

3.6.1.1 Giai thigéu bai toan

Bai toan phan tich d6 nhay chi giai quyét trudng hop thay d6i ¢ hai bién

dau vao. Gip truong hop c6 nhiéu hon hai bién dau vao thay d6i, chung ta van
c6 thé giai quyét duge trén Excel, d6 chinh 12 bai toan phan tich tinh hudng
(SCENARIOQS)

3.6.1.2 Bai toan tinh:

Mot nguoi kinh doanh mot mat hang A véi:
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- Giamua: 8
- Giaban: 10
- Traluvong: 0.5
Dit liéu dugc to chirc nhu bang 5.12
- [ tién 16i = Gi4 ban - Giad mua - Tra luong = 10 — 8 - 0.5 = 1.5 ( =C3-C2-C4)

A B C

1

Z Gia 8
mua

3 Gia 1
ban 0

4 Tra 0
luong 5

: Tién 1
loi 5

Bang 5.12

3.6.1.3 Bai toan phan tich tinh huéng:
Hay tinh tién 10i khi gia mua, gia ban va tra luong thay d6i nhu dir liéu bang
5.13

A B ® D E
1
2 Truong hop 1 Trudong hop 2 Trudong hop 3
3 Gia 8 7 9
mua
4 Gia ban 10 12 9.5
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5 Tra 0.5 1 1.5

luong

6 Tién 161 1.5 ? ?

Bang 5.13
3.6.1.4 Phwong phap giai bai toan
- B1. Nhép cong thuc sau cho 6 C6 : =C4-C3-C5
- B2. Chon 1énh Data [1 What- if Analysis [ Scenario
manager... Xuét hién hop thoai nhu hinh 5.13

Scenario Manager ‘

Mo Scenarios defined. Choose Add to
dd scenarios.

Changing cells:

\

Comment:

Hinh 5.13

- B3. Nhép chuot vao muc Add...
Xuat hién hop thoai nhu hinh 5.14 .
- B4. Nhap tén cua Tinh hudng (vd: TH1) & khung ctra s6 Scenario Name:
- B5. Nhin phim Tab dé con tré chuyén sang khung Changing Cells:
- B6. Nhan va giit phim Ctr]l dong thoi nhap chudt 1an lugt vao cac & bién (6 ¢6 gia

tri thay doi)
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Add Scenario %
Scenario name:

TH1

Changing cells:
$C439C54,4CH5

Ctrl+click cells to select non-adjacent.
changing cells.

Comment:
Created by Root on 3/7/2011

Protection

Prevent changes [ Hide
N
Hinh 5.14

- B7. Nhap chudt vao nut OK,
Xuat hién hop thoai nhu hinh 5.15 cho phép chiing ta stra doi gia tri
ctia cac bién. Thong thudng truong hop 1 13 truong hop gdc cia bai

todn tinh, nén ta s€ gilr lai khong thay doi gia tri cua cac bién

Enter values for each of the changing cells, -

L scz [ —

2: $c$3 |10 =

3 scea 05 _ e |
Hinh 5.15

- B8. Nhap chudt vao nit Add, dé 1an luot nhap cac tinh hudng con lai
(nhu cac budc 2..7)
Luu ¥ : Chi khai bao lai cac bién khi cac tinh hudng sau c6 cac bién khac
Hop thoai khai bao cho tinh huéng 2 nhu hinh 5.16

Scenario Values

Enter values for each of the changing cells.

L $C3 |7
2 $C44 12
3 $css [1
[ OK l [ Cancel J
Hinh 5.16

tinh huéng 3 nhu hinh 5.17
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' Scenario Values @

Enter values for each of the changing cells.
L: $C$3 |9 |
2 $C§4 (9.5 |
3 $c$5 [1.5] ]
[ OK ] [ Cancel ]
Hinh 5.17

- B9. Kich chu6t vao OK dé két thuc viéc nhap gié tri cho cac bién trong
c4c tinh hudng. Khi d6 mot hop thoai giéng nhu hinh 5.16 xuat hién

vo1 day dua tén cac tinh hudng.

Scenario Manager

Scenarios:

[TH1 Add...
D

Chanaging cells: ‘ $C$3,$CH4,$C45 [
Comment: Created by PHUYENCD on 7/13(2012

[ Show ][ Close J

Hinh 5.18

- B10. Chon tinh huéng va nhap chudt vao nut Show dé xem két qua.

Trong hop thoai hinh 5.18 khi nhap chudt vao nit show két qua nhu bang

5.14

A B c D E
1
2 Trwomghop 1 Truwomghop2 Truomg hop 3
3 Gid mua 7 7 9
4 Gid ban 12 12 9.5
5 Tra lwong 1 1
6 Tién 1oi 4 ?
T

Béang 5.14
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- BI1I1. Nhép chudt vao nat Close dé két thic viéc chay.
3.6.2  Baitoan phan tich tinh huéng trong tai chinh
3.7 Ung dung Crystal Ball
3.7.1 Baitodn tinh
3.7.2  Bai todn dong
Bai tap thuc hanh
Bai 1.
1. Gia sir toi cAn mua ngay mot may tinh laptop tra gop voi sb tién 20 triéu. Hién tai toi
phai vay ngan hang 15 triéu vé6i 13i suat 12% mot nam.
a. Toi quyét tAm tra sd no trén trong vong 1
b. Nhung néu kha ning chi tra ctia chi c6 thé tra mdi thang 500.000 vnd. Vay t6i phai tra
bao nhiéu ndm mdi c6 thé tra hét sd no trén.
Bai 2. Ban dang mo udc sam mot thiét bi co tri gia 100 triéu va mudn trong vong 5
nam tinh tor hdm nay, udc mo sé trd thanh hién thyc
Gia st, 14i suat NH 1a 7,5%/nam
a. Vay ban can phai giri vao NH mdi nam bao nhiéu dé dat duoc udc mo ctia minh?
b. Néu ban muédn guri 1 1an ngay tai thoi diém hién tai,ban phai gui bao nhiéu?
Yéu cau: tinh bang 2 cach: ham tai chinh & goal seek; sir dung dvt 1a dong
Bai 3. Mot nha dau tu dang phan tich ké hoach dau tu 750.000USD vao danh muyc

nhu sau:

Chimg khoan Suat sinh 16i duy kién

A 8,65% 11
B 9,50% 10
C 10,00% 6
D 8,75% 10
E 9,25% 7
F 9,00% 13

Khong dau tu qua 25% tién vao bat ky trai phiéu nao
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ft nhat 50% tong tién dau tu vao trai phiéu dai han (s6 nim déo han >=10
nam)

Téng von dau tu vao ching khoan B, C, E khong duoc quéa 35%

Trang 117 / 260



CHUONG 4: UNG DUNG LAP KE HOACH KINH DOANH MQT SAN
PHAM
4.1 Téng Hop Va Phan Tich Sé Liéu
Trang bi cho sinh vién kién thic co ban vé cach tong hop dit liéu tir nhiéu sheet, nhiéu
tap tin khac nhau trong d6 c6 thyc hién mot sé phép toan: tinh téng, dém, tim gia trj lon
nhat, nho nhat
- Trang bi k¥ ning phan tich sb liéu 3 chiéu
Yéu cau:
- Sinh vién phai hiéu rd cic thao tac khi thyuc hién tong hop sd liéu trong 2
truong hop: cac bang dit liéu c6 cau trac gdng nhau, cic bang dit lidu co
cu triic khac nhau
- Biét cach tinh tong ciia mdi bd phan trong bang co s& dir liéu
- Biét céc thanh phan cua bang phan tich s6 liéu 3 chiéu va cach tao bang phan
tich sd liéu 3 chiéu
- Giai cac bai tap cubi chuong va biét van dung céc kién thirc da hoc dé giai quyét
cac bai toan tng dung trong thuc té
4.1.1  Chirc ning Subtotals (Tong bé phan):
Chtrc ning nay dung dé nhém dit liéu theo ting nhém dong thoi chén
vao cudi mdi nhom nhimg dong thong ké tinh toan (goi 1a cac bo phan -
Subtotals ) va mot dong tong két & cudi pham vi (goi 1a toan bo -
GrandTotal). Thao tac nhu sau:
- Sép xép CSDL theo cot lam khoa (muén nhom theo cOt nao thi cot do
goi la cot lam khod)
- bat con tro 6 vao viung CSDL
- Chon I¢nh Data

Xuat hién nhém cong cu Outline
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& Group T £

~@ Ungroup =
4 subtotal

Cutline l=

Hinh 3.1
- Trong nhom cong cu out line (hinh 3.1) chon cdng cu Subtotals
Xuét hién hop thoai nhu hinh 3.2

4t each change in:
'STT

kd

Use function:

| Sum v |

Add subtotal to:
(] Trung B xnh Al
[[]%&Sp the

Replace current subtotals
[ page break between groups
Summary below data

[gemove All J [ OK ] I Cancel ]

Hinh 3.2

+ At each change in: Chon trudng 1am khoa dé sap xép

+ Use Function: Chon ham sir dung dé thong ké

+ Add SubTotal to: Panh diu vao nhing cot can théng ké gia tri

+ Replace current Subtotals: Thay cac hang Subtotal tao trudc d6 bang cac
hang Subtotal mai.

+ Page Break Between Groups: Tu dong dong tao diu ngit trang gitra cac
nhomdir liéu.

+ Sumary Below data: Tao cac dong thong ké phia dudi cac nhom dix liéu.

- Chon xong 4n OK.
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4.1.2  Chire ning Consolidate (Téng hep tir cdc co sé dit ligu chi tiét):

Chtrc niang Consolidate dugc sir dung dé tao CSDL tong hop tir nhitng CSDL chi

tiét (dugc chon lya trén cing mot hodc trén nhiéu tip tin bang tinh khac nhau)
4.1.2.1 Tong hep theo vi tri.

Puoc str dung khi dir liéu bang tinh giéng hét nhau vé Céu trac, bao gdm
ca S hang, S6 cot. Pé thuc hién téng hop dir li¢u, ching ta can tao ra mot
Sheet trong, véi cu trac tuong tu nhu cac Sheet khac.

B1: Chon ving ma chung ta mudn téng hop dit liéu.
B2: Chon Iénh Data

Xuét hién Ribbon nhu hinh 3.3

£ ; g 2 _:_\jj Data Validation ~
B : [Fi Consolidate
Text to Remove T :
Columns Duplicates =2 What-If Analysis ~

Data Tools

Hinh 3.3
B3: Trong nhom cong cu data tools chon Consolidate
Xuat hién hop thoai nhu hinh 3.4

Consolidate @

Function:
Sum v

Reference:

] 4 Browse. ..

All references:
| Delete

Use labels in
D Top row
O Left column [] create links to source data

Hinh 3.4
B4: Lan luot chon ham, nhap vung dir liéu can téng hop vao hop thoai
- Function: Chon ham cin dung dé tong hop
- Reference: Nhap dia chi vung dir li¢u.

Dia chi nay bao gém: 'tén 6 dia\[tén tap tin]tén Sheet'!dja chi ving
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Vi du:

dir liéu (Néu dir liéu & trong cung tap tin véi bang tong hop thi
khong can nhap tén 6 dia, tén tap tin

Top Row: Tao dong tiéu d& cho bang tong hop.

Left Column: Tao tiéu dé cot dau tién cho bang tong hop.
Create link to source data: Tao méi lién két tir bang tong hop dén
cac bang chi tiét nham muc dich néu c6 su thay ddi trong cac bang
dir lidu chi tiét thi cAc dir liéu lién quan trong bang tong hop ciing
tu thay doi theo.

Kich chudt vao nut Add

Tiép tuc khai bao cho cac ving dir liéu tiép theo

Sau khi khai b4o xong céc viing dir liéu can téng hop kich chudt

vao nut OK.

C6 s0 liu chi tiét ve hang ban ctia 3 nam nhu sau

A B C D E_ |-
2 BANG CHI TIET HANG BAN NAM 2008
Qui
5 San phim 1 2 3 4
4 |S3nphim A 13,61] 1466 14,19 14,77
c |Sanphim B 775 10,20 568 11,69
£ |San phim C 945 985 975 926
7 |San phdm D 483 496]  476]  481]
W 4 » M)\ nam2008 / nam2009 / namz0: < 1
A B C D =
2 | BANG CHI TIET HANG BAN NAM 2009
L 2 3 4
5 San pham
4 Sﬁnph:imA 15,08 15,48 15,93 16,31
5 Sﬁnph:';‘mB 13,52 15,87 1876 22,20
F sa’mphémc 10,05 10,15 10,32 10,46
- Sanphim D 468 467 480 454
M 4 v W\ nam2008 % nam2009  nam2 | < >/
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A B C D E [

2 BANG CHI TIET HANG BAN NAM 2010

3 |San pham o 1 2 3 4

4 |San phém A 14,900 1435 14,76 15,16
& |San phdm B 12,22 1060 12,23 14,11
& |San phim C 9,72 9,89 9,85 10,06
7 |San phédm D 4,85 4,67 4,81 4,69|
M o4 » w{ namz009 % nam2010 { TOMC | < >

Yéu cau: Tong hop hang ban sau 3 nam theo mau:

A B C D E |
2 BANG TONG HOP HANG BAN SAU 3 NAM

T Qui 2 3 4
San pham

San phim A

San phiam B

San phim C
San phim D
4 4 » M nam2010 % TONGHOP ; She | < Sl

-~ o0 M (&=

- BI: Tao sheet tong hop theo miu
- B2: Chon khéi 6 B4:E7 B3: Chon 1énh Data
- B4: Trong nhom cong cu data tools chon Consolidate Xuét hién hop thoai (nhu
hinh 3.4)
- B5: Tai 6 Reference nhap dia chi : nam2008!$B$4:$E$7, roi chon Add
- B6: Tai 6 Reference nhap tiép dia chi : nam2009!$B$4:$E$7, roi chon Add
- B7: Tai 6 Reference nhap dia chi : nam2010!$B$4:$E$7, roi chon Add
Cudi B7 ta c¢6 hop thoai nhu hinh 3.5
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Consolidate @@

Function:
lsm v
Eeference:
E

All references:
[nam200814B44:4E47 7
nam2009!$B$4:$E$7

nam20101§B44:$E47
Use labels in

[] Top row

[JLeftcolumn  [] Create links to source data

Hinh 3.5

B8: Chon OK sé& duoc két qua tong hop bang 3.1

A B C D E

2 | BANG TONG HQP HANG BAN SAU 3 NAM

3 |San ph'-ém o 1 2 3 4

4 |San pham A 4359 4449 4488 4624

5 San pham B 3349 3667 4067 4800

5 San pham C 2922 2989 2992 3038

7 San pham D 1436 14.30 14.17 14.04
Bang 3.1

4.1.2.2 Tong hep theo hang va cot.
Puoc str dung khi ciu trac dir liéu khac nhau. Excel dwa trén Hang va
Cot ma tong hop dit lidu.
Thao tac :
- Dit con trd 6 & sheet can tong hop
- Chon Iénh Data
- Trong nhom cong cu data tools chon Consolidate. ..
Xuat hién hop thoai nhu hinh 3.3
- Lan luot chon nhitng ving dit liéu can tong hop trén cac sheet (chon ca tiéu dé
dong, cot), danh d4u vao muc Top Row & Left Column roi nhan nat Add
- Chon Creat Link to Source Data (néu mudn két qua téng hop thay doi
theo khi dit liéu ngudn thay dbi).
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Chon OK

Luuy

Néu CSDL chi tiét c6 ciing ciu trac (c6 cung sd luong truong, tén truong va kiéu
dir liéu ting trudng hoan toan nhu nhau) thi CSDL tong hop sé& cé ciu tric tuong
tu nhu cac CSDL chi tiét va mdi ban ghi cia CSDL tong hop sé& 1a dir liéu tong
hop tir cac ban ghi trong cac CSDL chi tiét.

Néu cac CSDL chi tiét khong c6 cung céu triic thi nhét thiét phai co6 chung it
nhat truong dau tién bén trai cung kiéu dit liéu dé lam khoa. Lic d6 CSDL tong

hop sé& c6 dang gop cac CSDL chi tiét theo qui tac:

+ Céc trudng trung tén s& duoc tong hop

+ Cac trudng khong trung tén s& duoc ghép ndi

4123

Tong hep, thdng ké va phan tich sé liéu véi Pivotable

Pivot table 13 cong cy dé tong hop va phén tich nhanh chéng sb lwong 16n dir licu.

Str dung bao biéu PivotTable dé:

Truy van mot luong 16n dit liéu, trinh bay gon, dé hiéu;
Dtr liéu dugc gom nhom va tinh toan trén cac nhom;
Trinh bay nhiéu dang tong hop dit liéu khac nhau (chuyén cot thanh dong,
dong thanh cot);
Cach tao Pivot Table
Chon ving dit liéu nguén cho PivotTable
Chon 1énh Insert [] Chon Pivot Table

Xuét hién cong cu nhu hinh 3.7

= Home Menu Insert

o) = | =

i j ba B8
|PivotTable| Table Picture Clip Shi
= Art
_JQJ PivotTable ! A:llustratl‘
“n"ﬂ PivotChart v

Chon PivotTable
Xuéat hién hop thoai nhu hinh 3.8
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Hinh 3.7

Create PivotTable @@

Choose the data that you want to analyze
(® select a table or range
Table/Range: |sheeti$a$t:$1$15 =
(O Use an external data source

Choose where you want the PivatTable report to be placed

() New Worksheet
(O Existing Worksheet.
Location:

Hinh 3.8

- Chon vi tri dat Pivot table
O New Worksheet (Trén worksheet méi)
O Hodc Existing Worksheet (Trén worksheet hién tai)
Néu chon Existing Worksheet thi nhap thém dija chi 6 dit Pivot table
- Chon OK
Xuét hién hop thoai nhu hinh 3.9

PivotTable Field List v X

=
Choose fields to add to report: &~
Ostr ~
[CIma kA

[Ineay ctu

[Jsoctu

[Imasp he]

Drag fields between areas below:
W Report Filter 7 Column Labels

1] Row Labels 3 Values

[[] Defer Layout Update

Hinh 3.9
- Chon cac vung dit liéu lién két trén Pivottable bang cach ré cac Field
tha vao céc vi tri twong g gom:
+ Report Fielter: Cép loc dit liéu cao nhat
+ Row Labels: hién thi dau dong
+ Comumn Labels: hién thi dau cot
+ Value: Field tinh toan

- Pé chon ham tinh toan: kich phai chudt vao 6 Values [Ichon Value Field
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settings [Ichon lai tén ham
4.1.3  Higu chinh Pivot Table
- Thém/ xo0a truong
Dé thém/xoa truong trong PivotTable
o Kich chudt phai vao bang PivotTable [ Chon Iénh Show Field list
o Xuét hién lai hop thoai Pivot Table Field list nhu hinh 3.8
o Ré tén truong tha vao vung can hién thj cua PivotTable dé thém (hodc bo
chon tén trudng trong hop thoai Pivot Table Field list dé x6a truong ra
khoi PivotTable)
- Thay d6i ham tinh toan cho truong dit liéu tinh toan
+ Kich phai chudt vao ving 6 chua tén ham
+ Chon Value Field settings
Xuét hién hop thoai nhu hinh 3.10

Value Field Settings (223
Source Name: DON GIA
Custom Name: | Count of DON GIA

Hinh 3.10
+ Chon lai tén ham
+ Chon OK
4.14 Tao biéu do trong Excel
Trong Excel 2007, chung ta c6 thé tao ra biéu dd mot cach nhanh chong.
Sau khi tao biéu d6 chung ta ¢ thé dé dang thém cac yéu tb méi vao nd
nhu tiéu dé hodc thay ddi cach trinh bay cua biéu do.
Cac dir liéu worksheet xuat hién trong biéu do

Vi du: C6 biéu dd dugc tao tir bang 3.5 nhu sau
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A4 A B [ [—" G H
1 TINH HINH TIEU THU CUA CONG TY XNK

2

3 Qui 1 Qui 2 Qui 3 Qui 4

4 Sanphdm A 154,600 278,000 184,000 25¢,000
5 San phdm B 576,0 425,000 550,800 620,000
6 'San phdm C 347,000\ 250,0 376,000 320,800
7

8 \
5 \

10
11

12 300,000

= 200,000

I
1 | 100000 -
15 _ L

16
17

\
\

®San phdm A

San pham C

M San phdm B

Quil Qui2 Qui3 Qui4

Béang 3.5
- Trong biéu db trén, dir liéu tir mdi 6 1a mot cot. Cot dau tién (tén san
pham) s& 1a bén phai ciia biéu d6, va dong dau tién (cac qui) s& xuét hién
& dudi cung cua biéu do.
- Dit liéu cho mbi san phém Xuét hién trong bon cot riéng biét, mdi qui mot cot.
Chiéu cao ctia mdi biéu do twong tmg dén céac gia tri trong 6 ma nd dai dién.
- MBOi hang dit liéu cua san phim c¢6 mot mau khac nhau trong biéu do.
Biéu d0 ghi chu tao ra tir cot dau tién trong bang dit liéu (tén nhimng san
phém), mau sic dai dién cho cac dix liéu ctia mdi san phém..
- Dong tiéu dé trtir worksheet, thang Giéng, trong bang di liéu Qui 1, Qui
2, Qui3, Qui4 nam dudi ciing cua biéu do. O phia bén trai cta biéu dd,
Excel da tao ra mot ty 18 ciia s6 dé gitip chung ta gii thich chiéu cao cot.
- Batky thay d6i dit liéu trong cac worksheet sau khi biéu d6 dugc tao ra, ngay
1ap tirc biéu dd ciing thay doi.
4.1.4.1 Céch tao biéu do
B1: Pua con tro 6 vao bang dir licu

Vi du: Tao biéu d6 cho dir liéu ¢ bang 3.6 nhu sau
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A [ B & D E
1 | TINH HINH TIEU THU CUA CONG TY XNK
2
3 | Quil Qui 2 Qui 3 Qui 4
4 San pha&m A 154,000 278,000 184,000 254,000
5 Sanpham B 576,000 425000 550,000 620,000

6 Sanpham C 347,000 250,000 376,000 320,000

Bang 3.6
B2: Kich chudt vao menu Insert (hinh 3.11)

P
~/ Home Menu Insert Page Layout Formulas Data Review View

OS2 0ike S ak: O

PivotTable Table Picture Clip Shapes SmartArt | Column Line Pie Bar Area Scatter Other
- Art v ~ v ~ - > Charts~
Tables Tilustrations Charts £}

Hinh 3.11
B3: Kich chudt vao vao mot trong cac loai biéu d6 nhom Charts

Vi du: ta chon loai Column [J xudt hién cong cu nhu hinh 3.12

i o] 28

T
o8] 18] 2
1 18] 4]
m ) 4

hinh
3.12 B4: Kich chuft vao vao mdt trong
dang biéu d6

Vi du ta chon dang sau

Trang 128 / 260



2-D Column

Xudt hién man hinh biéu dd nhu hinh 3.13

< 3 o o o
Home  Menu  Inset  Pagelayout  Formulas  Data  Review  View | Design  layout  Format

B ==
swtch setec ||| A ﬂ-ﬁi: ;

hange  Save As
Chart Type Template || Row/Column Data

o 3 hth k| hd bd b

Type Data Chart Layouts Chart Styles
[ Chart2 ~( £ = 11 heetl heetl 2)
A B G D | E F G H 1 J
1 TINH HINH TIEU THU CUA CONG TY XNK
2 700,000
3 |
4 San ph&m A | 600,000
5 San Ehgm Bl |
6 San pham C 200,000; 1
7
8 400,000 - W San pham A
9 {300,000 B SanphdmB ¢
10 = San phém C
11 200,000 -
12
100,000 -
13
14 .
= Quit Qui2 Qui3 Quis
16

hinh 3.13
4.1.4.2 Cach thay d6i dang, loai biéu do

- Thay dbi dang
B1: Kich chudt vao bén trong biéu do.

B2: Kich chudt vao dang can thay doi trong muc Chart style.

Hinh 3.14
- Thay dbi loai biéu dd
B1: Kich chudt vao bén trong biéu do.
B2: Kich chudt vao Change Chart Type trong nhom Type
a o

Change Save As
Chart Type Template

Type

Hinh 3.15
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XuAt hién man hinh liét ké céc loai dd thi nhu hinh 3.16

Change Chart Type

el o8] 28]

l£¢ Line \ lg@ 21@_@ \lﬂﬂi
@ rie ] . - = ‘ . 3 o
£~ o] Jud 108 {AcH | b | 148
i x| | L] n| JAA] b

g] Surface Lillei = -

el EEEEEEE
¥ Radar Pie

Al o] o] [AR] [an] (o] @
[ManageTemp(ahes... ] [ Set as Default Chart ]

Hinh 3.16

B3: Kich chudt vao loai biéu dd khac

Vi du ta chon dang line [ Xuét hién man hinh nhu hinh 3.17

Change Chart Type

L3 Templates Column &

e || 0B 108) ]l Jud] 4]

e | ) oh] AR

@ surface ‘“"f = — — - -
el EE = EES
Sl e
[ manage Templ lates... | [ Setas Default Chart | v

Hinh 3.17

B4: Kich chudt vao mot trong cac dang biéu dd cua loai line

¥
4 700,000

600,000 -

500,000 \ /
1 \/

400,000

San pham A
{300,000 ——Sanphdm C |
><>\ S&n phédm B
200,000 F
100,000

Qui 1 Qui 2 Qui 3 Qui 4
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a.

Vi du ta chon dang £

Line

OK Xuét hién man hinh nth
3.18

Hinh 3.18
Thém tiéu dé cho biéu do
Tao tiéu dé cho bicu dd
B1: Kich chu6t vao biéu d6
Xuét hién hé théng menu nhu hinh 3.19

&~
| —/ Home Menu Insert Page Layout Formulas Data Review View

Hinh 3.19
B2: Kich chuét vao Layout
Xuat hién cong cy nhu hinh 3.20

f,y

— Home Menu Insert Page Layout Formulas Data Review View Design Layout
Chart Area ¥ Picture F Chart Wa
: a ] (=] of] o] (B W (&) (@] 0
VY Format Selection jshape
2 Chart Axis Legend Data Data Axes ul\jlme Plot
& Reset to Match Style EdTextBox || Titlew Titles~ v  Labelsv Tablev | < Area~

Current Selection Insert Labels Axes Background

Hinh 3.20
B3: Kich chudt vao Chart Title

Xuét hién cong cu nhu hinh 3.21

[l (] o] (a [

Chart | Axis Legend Data Data
Title - [Titles~  ~  Labels ~ Table

None
Do not display a chart Title

Centered Overlay Title
Overlay centered Title on
chart without resizing chart

Above Chart

Display Title at top of chart
area and resize chart

More Title Options...

Hinh 3.21
B4: Chon vi tri dat Chart Title

Vi du ta chon Above Chart (ndm phi trén bicu do)
Xuét hién mot text box Chart Title nhu hinh 3.22
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l Char;TitIeJ

£00,000
600,000 i
M San pham A
400,000 i
Sén pham C
200,000 [— )
m San pham B

Quil Qui2 Qui3 Quid

Hinh 3.22
B5: Kich chuot vao Chart
Title B6: Nhap tén cho
bicu d6
- Tao tiéu dé cho céc truc (Truc hoanh, truc tung)
B1: Kich chu6t vao biéu d6
Xuét hién hé théng menu nhu hinh 3.23

o
| —/ Home Menu Insert Page Layout Formulas Data Review View Design Layout Format

Hinh 3.23
B2: Kich chuét vao Layout
Xuat hién cong cu nhu hinh 3.24

B

j Home Menu Insert Page Layout Formulas Data Review View Design Layout Format

Chart Area v || I8 Picture = 2 . E i 4 8] Chart Wal A ] tines

- : i Vo] (o] || |20) | e (6| | |l 1

9y Format Selection [ Shapes ~ & 00 | Up/Down Bar

= Chart Axis Legend Data Data Axes  Gridlines Plot " Trendline

& Reset to Match Style [E5] Text Box Titlew Titles+ ~  Labels~ Table~ v - Area~ D Rotation v ] Error Bars ~
Current Selection Insert Labels Axes Background Analysis

Hinh 3.24
B3: Kich chuot vao Axis Titles

Xuét hién cong cu nhu hinh 3.25

Trang 132/ 260



Axis |Legend Data Data Axes Gridlines Plot
Titles ~ il Labels ¥ Table v ~ 5 Area~

Trendline

|#] Primary Horizontal Axis Title » 1 None
[i®] | Primary Vertical Axis Title N =) Do not display an Axis Title

| 1 Title Below Axis
13 Display Title below Horizontal Axis and

resize chart

More Primary Horizontal Axis Tile Options..
Hinh 3.25
B4: Chon primary Horizontal axis title [J Title below Axis dé tao tiéu
d& nam duéi truc hoanh

Xuét hién text box Title nhu hinh 3.26

700,000
600,000

500,000
400,000 A
300,000 mSanphamA
200,000 m SanphamC
100,000 | .

L mSanphamB

Quil Qui 2 Qui3 Quid

Axis Title

Hinh 3.26
B5: Kich chuot vao Axis
Titles B6: Nhap tén cho truc
hoanh
Thyc hién tuong tu nhu trén va chon muc Chon primary Vertical axis title [J

Rotated title (nhu hinh 3.27) dé tao tién dé cho truc tung

Axis |Legend Data Data Axes Gridlines Plot Trend!
Titlesw| ~  Labels~ Table~ ke i Area ™ tion o¥s
[#®]  Primary Horizontal Axis Title » L Axes Background
_ﬂ Primary Yertical Axis Title 2ol [7 None
Do not display an Axis Title
Rotated Title
Display Rotated Axis Title and resize

chart

Vertical Title

Display Axis Title with vertical text and
resize chart

Horizontal Title

g i, Display Axis Title horizontally and resize
chart

| [E] LET|E]

More Primary Vertical Axis Title Options...

Hinh 3.27
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4.2 Nguyén tac lap ké hoach

43  Cac bwoc 1ap ké hoach tai chinh

44  Panh gia tinh hiéu qua cita dw 4n dé dwa ra quyét dinh diu tw
4.5  Phan tich hoa vén

4.6 Phan tich dong tién

4.7  Lap bao cao tai chinh

4.8  Céac miu ké hoach tai chinh

4.9  Phan tich hiéu qua dw an

4.10 Du bao

4.10.1 Gigi thi¢u bai toan

C6 s6 liéu vé tinh hinh dy trir hang hoa nhu sau

Tuén Nhu cau du Tuan 18 Nhu cau du trix
18 trit thue té thuc té
1 100 10 90
2 125 11 105
3 90 12 95
4 110 13 115
5 105 14 120
6 130 15 80
7 85 16 95
8 102 17 100

9 110

Hay du bao s6 luong du trir cho tuan ké tiép bang cac phuong phap sau:
1. Phuong phép binh quan di dong theo 3,5,7 tudn va so sanh murc do chinh xéac dé
Iwra chon
2. Phuong phap binh quan di dong theo 5 tudn véi trong sé lan luot 13 : 3;
2,5;2;1,1;1

3. Phuong phap san bang s mii biét rang s6 dy bao tuan 6 12 85 va a = 0,2
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4. Phuong phép diéu hoa mii theo xu hudng voi hé sb diéu hoa trung binh o = 0,2
va hé s6 diéu hoa theo xu hudng p=0,3
4.10.2 Cach gidi bai toan
“Phwong phap binh quan di dong theo 3,5,7 tuan
B1: Lap bang so liéu nhu bang 5.1

A B [ 0 E F G H
1
2 Tudn 1 Mhu ciu d}_x 3 twdin 5 tuén 7 twén
3 ik thire t8 | D béao AD D béo AD Dny béo AD
4 1 100
5 2 125
5] 2 a0
7 4 110
] 5 105
9 & 130
10 7 35
11 8 102
12 9 110
13 10 a0
14 11 105
15 12 a5
16 13 115
17 14 120
18 15 20
19 16 a5
20 17 100
21 13
22 | Thng d3 lech tuyét ddi
23 MMAD

Béng 5.1
B2 : Nhap cac cong thirc sau day vao cadc 6 C11=ROUND(AVERAGE(B8:B10);1) D11
=ABS(C11-$B11)
E1l =ROUND(AVERAGE(B6:B10);1) F11
=ABS(E11-$B11)
G11 =ROUND(AVERAGE(B4:B10);1) H11
=ABS(G11-$B11)
B3: Sao chép cong thic xudng cac 6 phia dudi, sau d6 nhép tiép cac cong thirc sau
vao cac 0
D21 =SUM(D11:D20)
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D22 =ROUND(AVERAGE(D11:D20);2) F21

=SUM(F11:F20)

F22 =ROUND(AVERAGE(F11:F20);2)
H21 =SUM(H11:H20)
H22 =ROUND(AVERAGE(H11:H20);2)

Két qua nhu bang 5.2

o | | =

W oo |~

22
23

A C D E E G H
. = | Niu cau dg 3 tudn 5 tudn 7 tudn
Tuan le i : - - ;
trik thiec t8 | D bao AD D bao AD D bao AD
1 100
2 125
3 o0
4 110
) 105
6 130
7 83
g 102 106.7 47 104.0 20 106 4 14
9 110 1057 43 106 4 36 106.7 33
10 o0 990 90 106 4 164 1046 146
11 105 100.7 43 103 4 16 104.6 04
12 95 101.7 6.7 98 4 34 1039 89
13 115 96.7 183 100 4 146 1024 126
14 120 1050 150 1030 17.0 1003 197
15 80 1100 300 1050 250 1053 253
16 93 1050 10.0 1030 80 1021 71
17 100 98.3 17 101.0 1.0 100.0 0.0
18 91.7 102.0 101.4
Tong d6 léch tuyét ddi 104.0 92.6 96.3
MAD 10.40 926 963
Béng 5.2

Két luan : BJ chinh x4c ctia du béo binh quan di dong 5 tuan cho d6 chinh

x4c cao hon 3 tuan va 7 tuén . Vay du bao ) lugng du trir cho tuan 18 1a

102,0

Luu ¥ : Néu khdng can so sanh dé lira chon chu ky thi ching ta c6 thé siz dung

chitc nang moving average dé dw doan nhuw sau :

B1: Chon 1énh Data

B2: Chon cong cu Data analysis
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B3: Chon chirc nang moving average (nhu hinh 5.1) [ Ok

Data Analysis @
Analysis Tools ‘
Anova: Two-Factor W?th Replicat_ion_ A
éggxézt?‘oﬁo-Factor Without Replication |

Exponential Smoothing
F-Test Two-Sample for Variances
Fourier Analysis

Histogram
¥

Hinh 5.1

B4: Nhap céc tham s6 (nhu hinh 5.2) [ Ok

Moving Average m
Input
ET——— OK

] IneutRange: sepegesn (] Lo |
4 [JLabels in First Row

Interval: irs 1
4 Output options R
| output Range: i$B§$ 5 B3

[ chart Qutput [] standard Errors

N
Hinh 5.2

4+ Phuwong phap binh quén di ddng theo 5 tuin véi trong sb 3; 2,5;2;1,1;1
Nhap cong thic sau :
=ROUND((B20*3+B19*2,5+B18*2+B17*1,5+B16*1)/10;2)
Két qua 1a 99,25
# * Phwong phap san biang s6 mii biét ring s6 du bio tuan 113 100 va «
=0,2
B1: Lap bang s6 liéu nhu bang 5.4
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A B © D

2 Tudin 18 Nhu ciu dl),r o= 0,2
3 trik thwe t&é | Dw bao AD
4 1 100
5 2 125
B 3 90
7 4 110
a 5 105
g 6 130
10 T 85
11 & 102
12 9 110
13 10 90
14 11 105
15 12 95
16 13 115
17 14 120
18 15 80
19 16 95
20 17 100
21 18
22 MAD

Béang 5.4

B2: Nhép céc cong thure sau vao cac 6
C3 =ROUND(C4+$D$2*(B4-
C4);1) D4 =ABS($B4-C4)

B3: Sao chép cong thic xudng cac 6 phia dudi, sau d6 nhép tiép cac cong thic sau
D22 =ROUND(AVERAGE(D11:D20);1)

Két qua nhu bang 5.5
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A =} C O
2 Tuin 12 Nhu ciu d%_r o= 0,2
El trit thuwe té | Du bao AD
4 1 100 100,0 0,0
& 2 125 1000 25,0
G 3 90 105,0 15,0
7 4 110 1020 8.0
B 5 105| 103.6 1.4
g 6 130 1039 26,1
10 7 85 1091 241
11 8 102 1043 23
12 9 110 103.8 6,2
13| 10 90| 1050 15,0
14 11 105 1020 3.0
15 12 95 102.6 7.6
16 13 115 101.1 13,9
17 14 120 103.9 16,1
18 15 80 107.1 27,1
19 16 95 101.7 6,7
20 17 100 1004 0.4
21| 18 1003
22 | MAD o8

Béng 5.5

K&t luan : Theo phuong phap san bang sé mil voi du bao tuan 113 100 va a= 0,2
thi lwong duy trit cho tuan 18 1a 100,3 (d6 1éch binh quan 13 9,8)
+ * Phuong phap diéu hoa mii theo xu hwéng véi hé sé diéu hoa trung
binh a =0,2 va hé s6 diéu hoa theo xu hwéng p=0,3

B1: Lap bang s6 liéu nhu bang 5.6
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A B © B E
1
2| Tuinlf Mhu céu di #=0,2 p=0,3
g it triy thire t8 (A Si1 T FT,
4 1 100
5 2 125
5 3 90
7 4 110
g8 5 105
g 6 130
m_ 7 85
118 102
12 9 110
1310 a0
14 11 105
15 12 95
16 13 115
17 14 120
18] 15 30
19 16 95
20 17 100
2 18
Bang 5.6
B2: Nhap céc cong thac sauvaocacd6 =100
C5
=E4+0,2*(B4

-E4) D5 =(B20-

B4)/16

E5 =C5+D5

D6 =D5+0,3*(E5-E4-D5)
B3: Sao chép cong thirc xudng cac 6 phia dudi, sau d6 nhap tiép cac cong thic sau

Két qua nhu bang 5.7
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A B c D E

2 Tuinld Nhu cdiu dy «=0,2 p=03

P (] triv thye té (Ay Sy Tu FT,

4 1 100 0 0 100
5 2 125 100,0 0 100,0
B3 o0 105,0 0,0 1050
7 4 110 102,0 15 103,
g 5 105 104,8 0,6 1054
a6 130 1053 1.0 1063
w7 g5 1110 L0 1120
T 102 106,6 24 1090
1 9 110 1076 0,8 1084
13 10 90 1087 03 1090
14 11 105 1052 0,4 103,7
15 12 95 1053 0.7 104,8
15 13 115 102.9 0.7 102,1
17 14 120 1047 13 1034
185 15 0 1067 0,6 106,1
19 16 95 1009 0,4 1014
n 17 100 100,1 1,1 99.0
71| 18 99.2 1,3 97,7

Béang 5.7

Két luén : Theo phuong phép diéu hoa mii theo xu hudng véi hé sé didu
hoa trung binh a = 0,2 va hé sé diéu hoa theo xu hudng p=0,3 thi luong du

trir cho tuan 18 1a 97,7
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4.10.3 Twong quan va héi qui tuyén tinh
Dé du bao hoi quy tuyén tinh trong Excel ta cé rat nhiéu cach nhu sir
dung cac ham cua Excel va stir dung trinh cai thém Regression.
4.10.4 S dung cac ham cia EXCEL
Dé du bao bing phuong phap sir dung mé hinh hdi quy tuyén tinh don y
= ax + b (y 12 bién phu thudc, x 1a bién doc 1ap) khi biét dugc mot trong hai
gid tri ta c6 thé
su dung cac ham TREND, FORECAST, LINEST, SLOPE va INTERCEPT.
Gidi thiéu bai toan : Loi nhuan cia doanh nghi¢p phu thudc vao gia

thanh san pham. nhu s6 li¢u & bang sau :

A B
1
2 Loinhuan itr déng) |Gia thanh (d)
3 212 250000
4 287 245000
5 267 230000
B 215 264000
7 259 255000
g 273 265000
9 202 275000
10 233 254000
11 321 260000
12 ? 270000

Bang 5.25

Yéu ciu : du béo lgi nhuan ma doanh nghi¢p s€ dat dugc khi gid thanh
san pham 14 270.000 dong.
Dé c6 két qua du bao ta co thé sir dung mot trong cac ham sau
- St dung ham TREND
Tai 6 A12 nhap ham: =TREND(A3:A11,B3:B11,B12,1)
Két qua sé 1a : 288,8
- St dung ham FORECAST
Tai 6 A12 nhiap ham: =FORECAST(B12,A3:A11,B3:B11)
Két qua s& la : 288,8
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- Sir dung ham LINEST, SLOPE va INTERCEPT
Chon 2 6 B13 va C13 nhap ham : =LINEST(A3:A11,B3:B11,1,1) rdi nhan t6
hop phim Ctrl + Shift + Enter

A B C
1

2 Lgi nhuén (tr déng) |Gia thanh ()

3 312 250000

4 287 245000

5 267 280000

5 315 264000

7 259 255000

5 273 265000

9 302 275000

10 283 254000

11 321 260000

12 9 270000

13 -0.00024022 353.67

Bang 5.26
Tai 06 Al2 nh3p cong thuc:
=B13*B12+C13 Két qua sé& 1a : 288,8
- St dung ham SLOPE va INTERCEPT
Tai 6 B13 nhap ham : =SLOPE(A3:A11,B3:B11)
Tai 6 C13 nhap ham : =INTERCEPT(A3:A11,B3:B11)
Tai 6 Al2 nh3p cong thic
=B13*B12+C13 Két qua sé& 1a : 288,8
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4.10.5 S dung trinh cai thém Regression trong EXCEL dé duw béo
Bai toan : Loi nhuan ctia doanh nghiép (y) phu thudc va gia thanh san

pham (x1), chi phi quan Iy (x2), chi phi ban hang (x3) nhu s6 liéu bang

A, B [ O

1

Loi nhugn | Gi4 thanh | Chi phi quan I | Chi phi ban hang
2 ) (x1) (x2) (x3)
3 540 450 302 203
4 520 520 321 212
5 541 550 8.7 22.1
5 532 555 28.6 24.1
7 530 525 312 26.3
5 560 540 28.7 24.7
g 547 560 293 235
10 559 575 34.1 24.9
11 592 580 345 24.6
12 ? 600 35.0 25.0

Sau.
Bang 5.27

Yéu cau : Dy béo loi nhuan doanh nghiép dat dugc khi x1 =600, x2 =35, x3 =25
Bl. Chon Iénh Data [J Data

analysis Xudt hién hop thoai

nhu hinh 5.22
Dat'a Analysis =

Analysis Tools
= -OK
Covariance A -
Descriptive Statistics Cancel
Exponential Smoothing
F-Test Two-Sample for Variances
Fourier Analysis

Histogram

Moving Average

Random Mumber Generation

Rank and Percentile -
Regresson 2

Hinh 5.22
B2. Chon Regression [1 OK
Xuat hién hop thoai nhu hinh 5.23
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Regression

i
Input ¥ Range:
Input ¥ Range:
[ Labels [[] Constant is Zero
[] Confidence Level: %
QOutput options
O Output Range: EH
O New Worksheet Ply:
® New Workbook
Residuals
[[] Residuals [[] Residual Plats
[] standardized Residuals [ Line Fit Plots
Mormal Probability
[] Normal Probability Plots
Hinh 5.23
B3. Nhap cac tham s6
+ Input Y Range : nhap $A$3:3A$11
+ Input X Range : nhdp $B$3:$D$11
+ Confidence level : chon 95
+ Output Range : nhap $A$15
+ Chon OK
Két qua nhu bang 5.26
A, B C D E F G H
15 | SUMMARY QUTPUT
16
17 Regression Statistics
18 Multiple R 0.60981106
19 R Square 037136553
20 \Adjusted R Sguare -0.0050038
21 |Standard Errar 21.4590174
22 |Observations 9
23
24 ANDWA
25 df 55 s F ‘gnificance F
ERegression 3 1363.103415 4543684717 05958671 0469657
27 |Residual 5 2302 447141 460. 45324281
28 | Total g 3665.555556
2
30 Coefficients|  Standard Eror t Stat Fovalue  Lower 95% Upper 95% _ower 095% pper 095%
31 | Intercept 322917329 132.2320146 2442051045 0053505 -16.9958 652.8305 -16.9959 652.8305
32 X ariable 1 020421422 0.252155639 0.809777369 0.454864 -0.44405 0852478 -0.44405 0.852475
33 ¥ Wariable 2 332112151 3426372693 0969565012 0376724 -5.484058 1212632 548408 1212632
34 ¥ Wariable 3 0.48183652 4.994794402 0.096467819 0926895 -12.3577 1332136 123577 13.32136

Béang 5.28
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B4. Nhap cong thic: =B34*B12+B33*C12+B32*D12+B31 vao 6
A12 Két qua s& 1a : 733,364

Bai tap thuc hanh
Bail. Mot du an dau tu c6 von ban dau 1a 1 ty dong, doanh thu hang nam 13 0,5 ty,
chi phi hang nam 1a 0,2 ty, thoi gian thyc hién 14 4 ndm, véi 13i suat chiét khau la
8%/mam ? Hoi du an c6 duge thuc hién hay khong theo phuong phap NPV
Bai 2. Mot du an dau tu c6 tong von dau tu 1a 500.000, trong d6 vén CSH 1a 30%;
phan con lai 13 von vay cong ty du dinh di vay trong 5 nam, thanh toan mdi thang 1
1an, 13i suét vay 1a 5%/nam
Gia str 13i suat vay thay doi tir 3% --> 10%, dong thoi sb tién vay thay doi tir 260000 dén
380000 thi sé tién phai tra mdi ky sé thay doi ntn?
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CHUONG 5: NGHIEN CUU THI TRUONG
5.1  Tao bang khao sat
Budc 1: Truy cap Google Forms
Sau khi d3 c6 tai khoan Google, cac ban ding nhap Google Drive -> nhap chon New -

> More -> chon Google Forms

C @& drive.google.com/drive/my-drive

% Ungdung @ Show Card Numbers & Google |

‘ Drive Q, SearcH

[ ) My Drive -
I- New

Folder

[+) Fileupload

Folder upload

B Google Docs >

Google Sheets >
Google Slides >

More K >
i

Google Forms >

Google Drawings
Google My Maps
Google Sites

Google Apps Script

20 HS GO

Google Jamboard
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Giao dién trinh soan thdo, noi ban tao cac phiéu khao sat:

B Untitled form @ @ @ :
— Chiealesr Feigonsed
ntitled form=—_. Taotiéu d& R
Untitled fo L. Lwa chon loai
_ khao sat a oy oa
i description " ; cau hoi
— x_,\\ :
| Tao ndi dung ‘ @
-.____'\_ cAu hoi (®) Multiple choice - 7 o
Oplion e d - . - T
S —— 180 CAU tra Thém ciu o
add aplion of add "Other |ﬂ’i hE)I
\ =
0 @ Regquired =
Budc 2: Tao tiéu dé phiéu khao sét
Untitled form-—__  Noinhip
W tiéu dé phigu
Form description khao sat
w
B Untitledform 03 ¥ aschanges savedinomve e o @ I

Quastions Responses

PHIEU KHAO SAT NHU CAU LAM THEM CUA SINH
VIEN

Form descriplion

Budce 3: Lua chon loai cau hoi khao sat

Nhép chon muc Multiple choice dé lua chon loai cau hoi nhu hinh minh hoa:
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Lintitled Question

() Option 1

() Add eption or add “Other

0 @

Required 1

WEOFwe

~

= Short answer

= Paragraph

@ Multiple choice

Checkboxes

€ Oropdown

&» File upload

=+ Linear scale

Checkbox grid

(3 Date
© Time

e,

o

L] ¥ " M
= Multiple choice grid

o

Loai 1: Nguwiri duoe khao sét 58 tu dién ciu tra 1&i cia minh
E L vifi cic ciu hoi lién guan dén y kién rigng cda

Loai 2: Ngwdi duoc khao sat s& lwa chon cac cdu tra 181 tir

Loai 3: cac ciu tra I&i duge chon theo thang diém tir 1 dén 5
{mi¥c 1 13 kém nhat va mirc 5 13 tt nhit). Gidp ngwei duiroc

Loal 4: Ngudi duoc khao sét s& dién thai gian hodc ngay,

Budc 4: Nhap ndi dung cho cac cau hoi khao sat

Nhép chon muc Untitled Question dé nhap ndi dung ciu hoi -> nhap chon muc Option 1 dé

nhap cu tra 161 -> nhap chon Add option dé thém cac phuong an tra 16i khac -> nhap chon

biéu tugng dau cong dé thém cau hoi maéi nhu hinh sau:
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® ]
Untitied Questiory Muliiple choice
9
Option 1 T
m|
=
=
g @ Required =
»

e @

Ban 14 sinh vién ném thir may?. 1 nh?p m:]' Checkboxes -
dung cau hoi 3
! khao sat T

I X
! . (=]
s | f\[hanﬂvao m{t k
Noi nhdp ndi dung nay dé tao cdc -
& cac cAu tra 1o cau hdi ti€p theo K =

¢ x

- t of add "Other
1 2 3 4

[ID m Required i ]

Ch0 y: Duéi mdi cau hdi s& c6 thém céc tiy chinh

Duplicate: nhan d6i cau hoi

Delete: x6a cau hoi

Required: cau hoi bat budc tra 10i

Phan mé rong: thém mo ta cho tiéu dé

Sau khi nhap va lua chon cac loai cau héi, ban sé thu dugc mot phiéu khao sat hoan chinh

va hinh anh duéi ddy 1a mot phan cta phiéu khao sat:
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PHIEU KHAO SAT NHU CAU LAM THEM
CUA SINH VIEN

1. Banla sinh vi&n nam thir may?

ka2

Ooo00Oon0

2. Ban thuéng lam gi trong théd gian ranh réi?

D Giai tri
D Tim vigc lam thém
D Tham giz CLEB nao dé

[ khdem

3. Ban &3 timg i 1am thém chura?

[] 2&tmg

[] chwabaogis

4. Diéu gi 1am ban quan t3m nhat khi ban bat d3u tim mat cang viéc 1am thém?

D Luong cao
D Kinh nghiém
D Ca héi phét trién ban thin vi ndng cac k¥ ning
D M&i trudng |am vigc
Budc 5: Tuy chinh néng cao
Nhép chon Customize Theme dé thay d6i nén, mau vién, font chit hodc phan Header cta
phiéu khao sat
Nhép chon biéu twong hinh con mét dé xem trude phiéu khao sat

Chinh stra cai dat: yéu ciu dang nhap gmail, cho phép nguoi dung chinh sira sau khi g,
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hién thj thanh tién d9,. ..

Tuy chon mo rong: nhan d6i biéu mau, x6a bi€u mau, in biéu mau, thém nguoi quan ly,...

-

PHIEU KHAO SAT NHU CAU LAM THEM
@ Theme options CUA SINH VIEN
HEADER
1. Ban 13 sinh vién ndm thi may?
[ Choose image
O
(m]
THEME COLOR s
ch . °. . . . ¢ o
& 2. Ban thuding lam gi trong thdi gian ranh réi?
O siéivi
BACKGROUND COLOR [ Tim viéc lam thém
o [ Tham gia CLB nzodi
O &néc-......
FONT STYLE
3. Ban d timg di lam thém chua?
Basic -
O oaung

Budc 6: Gui phiéu khao sét toi moi nguoi
Sau khi hoan thanh phiéu khao sat, ban c6 thé giri cho moi ngudi qua email, chia sé trén
cac trang mang x4 hoi hodc nhung vao website. Dé thuc hién guri phiéu khao sat, ban nhép

chon nut Send -> giao dién Send form xuat hién nhu sau:

@@

~
/ X

Send form

[ collect email addresses

Send via -
2

1 3 4
Email

Subject

PHIEU KHAD SAT NHU CAU LAM THEM CUA SINH VIEN

I've invited you to fill out a form:

[ include form in email

B+ Add collaborators Cancel Send
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(132

Gui qua email: ban c6 thé nhap nhiéu email, cac email ngin cach nhau béi dau
Chia sé phiéu khao sat dudi dang lién két URL
Nhang vao website dudi dang iframe: ban copy doan iframe bo6i xanh nhu hinh bén dudi

va dan vao website ctia ban noi ma ban mudn hién thi bai khao sat nay.

Embed HTML

iframe src="https://docs.google.com/forms/d/e/1FAIpQLSTuFPv2pwbk7Skv_320Q3E

width 700 px  Height 520 px

4. Chia s¢ qua mang xa hoi Facebook, Twitter

Budc 7: Théng ké két qua va dong phiéu khao sat

Cic ban co6 thé xem thdng ké két qua khao sat bang cach nhdp chudt vao
tab “Responses” trong giao dién.

Nhap vao muc Individual dé thiy noi dung cau tra 161 dwoc Google forms cp nhat.
Nhép chudt vao biéu twong diu cong mau xanh dé xem céu tra 16i dudi dang bang Excel.
Néu lan dau tién mo file két qua trén Excel, ban tich chon vao Create a new spreadsheet -
> dat tén file -> roi nhan nat Create dé tao.

Khi cac ban di tong hop du thong tin khao sat va khong mudn nhan thém cau tra 16 nita ta
s& dong phiéu khao sat. Trén giao dién tab Responses, gat thanh ngang sang bén trai tai

muc Accepting responses dé dong.
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Questions | Responses

1response

Summeary Guestion

1 of 1 s 0

PHIEU KHAO SAT NHU CAU LAM THEM CUA SINH
VIEN

1. Ban la sinh vién ndm thir may?

2. Ban thugng lam gi trong thai gian ranh rai?

CHUONG 6: Sir dung SPSS dé xir Iy s6 liéu
6.1  Khai niém
SPSS la gi?
SPSS (Statistical Products for the Social Services) la mot hé thong phan mém théng ké
toan dién dugc thiét ké dé thuc hién tat ca cac bude trong bat ky phan tich thong ké nao tir

thong k& md ta dén cac théng ké suy luan.
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[ai lieu SPSS = Microsoft Wor
@ Phieu ho ND_san xuat NN.sav [DataSetl] - SPSS Data Editor — — -
File ot wiew Data  Transform  Analvze  Graphs  UWilties  Add-ons  Window  Help
CHE § o0 LRk & id S0E S00
| Name | Type YWidth | Decimals | Lahel | Values Missing Columns Align | Measure

1 maphieuhoi  |Numeric ;\B ] Ia phieu hoi Mone Mone g = Right & Scale

2 nguoiphongy... String a0 0 Mguoi phong van  None Mone g & Mominal
3 ¥a {111, Dong MNone 8 & Maminal
4 huyen {11, Hon Qu... Mone 8 &5 Maminal
5 tinh ® [umeng) {1, Binh Ph... Nane g &> Mominal
5 I O comma None None 8 & Maminal
7 "1 ";';crt Decimal Places l:l {1, nam. 999 8 & Scale

g 12 L Mone Mone g &> Mominal
9 3 - Seeneaen (1, tu13-3.. 999 8 & Scale
w4 bt (1, dusi2n_ 999 5 & Scale
1 I5 ST i1, caq dan... 999 5 & Soale
12 ] O custom currenicy .. {1,Bongan.. 999 8 & Scale
13 7 O string {1, Duoi 3 th.. 999 8 & Scale
14 1B | o _” — H {1, co} 999 8 & Scale
15 19 {1 taiho}.. 999 8 &’ Scale
16 no1 Tae g T {1, co) Mane 8 & Scale
17 o2 MNumeric 8 0 He van tai {1, co} Mone 8 & Scale
18 103 Mumetic 8 0 Tuot lua {1, co} Mone 8 439 Scale
19 0.4 Mumeric 8 0 Lam nuoc da {1, co} Mone 8 & Scale
20 1no&a Mumeric B 0 Suc khi {1, co} Maone B f Scale
21 HO.6 Mumeric 8 0 Bom nuoc {1, co}.. Mone 8 & Scale
2 1oz Mumeric 8 0 Lam gach {1, co} Mone 8 & Scale
23 1105 MNumeric g 0 Thuyen tau {1, co} Mone g & Scale
24 Hos MNumeric 8 0 Gat dap {1, co} Mone 8 & Scale
25 110.10 Mumetic 8 0 Gieo hat {1, co}.. Mone 8 439 Scale
A 110 14 " o ik {1 _cal " L

4] D]
Data Wieww | Variable View

[

T N CORMEE s e T cEawe e

Giao dién phan mém SPSS

6.2 M@t sé thuat ngir quan trong ciia SPSS

Truwong hop/chii thé (Case): cac quan sat hay ban ghi 1a cAc truong hop/chu thé.

Bién (Variable): Mdi chi thé dugc thé hién qua cac bién. Bién la cac thong tin hodc thudc
tinh duoc thu thap cho timg chi thé. Vi du nhu chiéu cao, can ning, tudi, gidi tinh ...

Tén bién (Variable name): Mdi bién duoc dit tén bién va khong co hai tén bién giéng hét
nhau trong mat tap tin.

Nhan bién (Variable label): nhan bién can ngin gon nhung c6 tinh giai thich cao cho bién
Nhan ciia gié tri bién (Value label): ding dé md ta nhitng biéu hién riéng biét cia ting
bién dinh tinh.

6.3  Huwoéng dan khéi dong SPSS

Khéi dong SPSS: C6 nhiéu cach khai dong SPSS, nhung théng dung nhat 1 tai man hinh
desktop ctia Windows nhap chudt Start & Progams a SPSS for Windows a xuét hién mot
ctra sO dé md tap tin.

Cira s dit liéu ctia SPSS ¢6 2 loai (view):
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— Data View: kiéu nhin ding dé nhap liéu va xem dix liéu da nhap

— Variable View: kiéu nhin ding dé khai bao bién

6.4  Cach nhap dir liéu vao SPSS

Pé nhap dir liéu vao SPSS Data editor, ddi v6i timg bién can phai x4c dinh cac thudc tinh
ctia N6 bao gdm: tén bién, thang do, loai bién, nhan bién, nhan gia tri cua bién, do rong cua
cot, cach biéu hién tri s khuyét thiéu. Sau d6 cr mdi chu thé can nhap lan lugt timg gia tri
clia timg bién mot.

Dt t&n bién: (Variable name): Tén bién dai ti da 12 8 ky tu, khong dung céc ky tu sau dé
nhap tén bién (/, 2, +, — ,*, :, ddu cach, cac con sb ty nhién tir 0, 1, 2 ...9, c4c chir in hoa)
Chon thang do: (Measurement) Trong khoa hoc thong ké& c6 4 loai thang do, tuy nhién
trong SPSS chi cung cép ¢ 3 loai thang do Ia thang ty 1& (scale), thang thir bac (ordinal)
va thang dinh danh (norminal). TUy theo tinh chit ctia viéc do dac, danh gid ma lua chon
thang do cho phu hop.

X&c dinh loai dir ligu: (Variable type) TUy theo tinh huéng ma xac dinh loai dir liéu phu

hop cho ting bién nghién ciru.
AR - ST (T

™, - s -
= .UMi@EWm_-————_T__———
File Ecit Yiew Data Transform  Analyze  Grephs  Uiiies  Add-ons  Window  Help
CHE ® 00 ==k & 4 S6E $0%
Name Type YWidth | Decwmals| Lakel | Yalues | Missing | Co\umns| Align | Measure |

1 WARDDOD1 Murneric 8 2 Mane Maone 8 = Right & Scale [~

2

: o e

5 ) comma Witk |ﬂ ‘

7 O pot Decimal Places: [2 |

[z} () grientific: notation

9 ) Date

1 ) Doflar

i () Custom currency

iz ) String

13

14

15

16 —

17

18

19

20

21

2 [ ok || concar |[ nen |

23

24

25 |

= !

4] |
Data Wiew ‘ Variable View |
D "B 2
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X&c dinh nhan ciia bién: (Variable label) Tén cua bién bi gii han 1a 8 ky tu. Do vy,
trong SPSS ¢6 thé thay thé tén ctia bién bang nhan cta bién. Nhan cta bién cd thé dai dén
120 ky tu. Nhan cua bién thé hién noi dung, tinh chat hay dic diém cia bién. Tao nhén
bién bang cach nhip dup chudt vao cot Label sau d6 gb nhan bién vao.

Nhan ciia gia tri bién: (Value label) Nhip chudt vao cot Value, mot hop thoai xuét hién,
nguoi st dung g6 lan luot timg gid tri vao 6 Value va nhan tuong tmg vao 6 Label sau d6
nhip chudt vao Add cho mdi thao tac dé hoan thanh mot gia tri cua bién. Céc gia tri cla

bién tiép theo ciing thao tac tuong tu.
PN

2 . 7 - ai lieu SPSS Microsoft Wor
Q W
File ot wiew Data  Transform  Analvze  Graphs  UWilties  Add-ons  Window  Help
CHE E 60 =%k o A B0E %29
Name | Type | YWidth | Dec\mals| Lahel | WValues Missing | Columns | Align | Measure |
1 raphieuhoi  MNumeric 8 0 Ia phieu hoi Mone Mone 8 = Right & Scale =]
2 nguoiphongy... String a0 0 Mguoi phong van  None MNone g = Left &) Nominal
3 %a MNumeric 8 0 Xa {111, Dong ... None ] = Left & Mominal
5 tinh MNumeric g —
5 I String 50 rValue Labels i 1
7 1.1 hurmeric ] Value
g 12 String 50 Lebel \tu 18-30 ‘
9 13 Mumeric g ‘ o ‘ T IoET
10 14 Mumeric B — 2=y 3 -4
1| Mumeric 8 TN
12 5 Murmeric g 4="tuS0tro len"
13 7 Mumeric g
14 1B Murneric 8
15 19 MNumeric g
16 no Mumeric g
17 no.z Murneric 8
18 nos3 Mumetic a8
19 0.4 MNumeric g
o |nos Nurneric 8 o J[ concet J[ 1op | |
2 Nno6 Murneric 8 =
22 no.7 Murneric 8 0 Lam gach {1, co}.. Mone 8 = Right & Scale
23 no.a Mumeric g ] Thuyen tau {1, co}.. Mone g = Right & Scale
24 1no9 MNumeric 8 0 Gat dap {1, co} MNone 8 = Right & Scale
25 1010 Mumeric 8 0 Gien hat {1, co}.. Mone 8 = Right & Seale | |
w 10 a4 bl 0 Dl 1 _cal bl = Dkt L |~
i I»]
| Data View | Variable View

o ) sess |l @'—‘ R - 220PM |
:.'.' ) ] .4 1 E - | = v W o

Mot sb thao tac khac

Mé& mét tép da cd sin

DPé mo tép dir liéu SPSS di duoc luu trir, chon File —> Open & hop thoai Open co file da
Iwu —> chon tép SPSS (*.sav) ma ngudi sir dung can tim.

Chén va xda cac bién

Pé chén mot bién, str dung menu Data, Insert variable. Mdi 1an chi chén dugc mot bién.
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Tén cac bién mai duogc chén s& dugc mac dinh 1a VAR 0001, VAR 0002 ...

Sép xép cac truong

Trong tép tin dit liéu, néu mudn sip xép cac chu thé theo mot trat t nhat dinh ndo do st
dung Data, Sort case, mét ctra s6 s& mé ra va cho phép ngudi sir dung chon mét bién hay
hozic mot s6 bién khoa cho viée sip xép va trat tu cta viée sap xép (ting dan hay giam dan).
Néu chon 2 bién khoa trd 1én thi bién duoc chon trude sé cb thi tu wu tién trude.

Thuc hién 1énh Frequencies

Budc 1. Sau khi mo file dr liéu, vao menu Analyze —> Descriptive Statistics —>

Frequencies
E data_practice.sav [DataSetl] - Si
File Ecit View Data Transform | Analyze Graphs  Ulties  Add-ons Window  Help
CHE R 60 8] o r 52 % 2
| Mame | Ty Descriptive Statistics ¥ | 123 Erequencies alues | Missing | Columins Align | Weasure Align G‘mup R-:ntat—e
1 W1 Numeri Tables ¥ | Descriptives... uket}l.. Mone a = Right & Scals
2 Q1.4 Murneri Compare Means v | B Explore... Mone g = Right & Seals
3 Q1.5 Numeri]  General Linear Macel » |3 crosstabs tel}. Mone a = Right & Scale
4 Q1.8 MNumeri Generalized Linear Models ¥ | [12] Ratio.. ucatio... Mone g = Right ‘g& Scale
5 o7 Mumeri Mized Models v | pppics... ith you... Mone 5] = Right & Scale
[ Q1.9 Mumeriq  Correlate v [ a-aPiots... st trip).. Mone a = Right & Scale
7 Q192 MNumeri Regression b mes visit Mane Mone g = Right & Scale
g Q1.10 Numeri Loglinest ¥ formation sou... {1, Friendite... Mone g = Right & Seale
9 Q1.10.1 Murneri Neural Metwarks b endirelative {1, Friendire... None 8 = Right & Scals
10 Q1.10.2 Murneri Classify b fad {2, T ad} Mone g = Right & Seals
11 Q1.10.3 Numeri Data Reduction b lernet {3, Internet)... Mone g = Right & Seale
12 Q1.10.4 Numeri Scale ¥ wspaper {4, Mewspa... None a = Right & Scals
13 Q1.10.5 Murneri Monparammetric Tests P jur guide {5, Tour gui... MNone 5] = Right & Seals
14 1106 Mumeri Time Seties ¥ adio ad {6, Radio ad... Mone g8 = Right & Scale
15 a7 Mumeri Survival b O 7, Waord of ... None g = Right sﬁg’ Scale
1B Q1.10.8 Nurneri Missing Value Analysis. ide book {8, guide bo... MNone 5] = Right & Seale
17 Q1.10.9 Murneri Multiple Resparnss ¥ jochure {9, Brochure... None 8 = Right & Scals
18 Q1.10.10 MNumeri Complex Samples AT {10, Touris... MNone g = Right & Scale
19 Q1.10.11 Mumeri Quality Cantrol b fhers {11, Others}... None g = Right & Seale
20 Q1.13 Nurerii ] ROC Curve.. B {1, €21, Mone 8 = Right & Scale
21 Q114 Numeric 8 0 Gendear {1, Male} Mane g = Right & Scale
22 Q115 String a0 u} Mlationality MNaone MNone g = Left &b Mominal
23 Q.1.15 Numeric a 0 (B) Mationality {1, America... None a = Right & Scals
24 Q118 humetic 3 u} Marital status {1, Single} Mone g = Right & Seale
25 Q117 Numeric a a Educatian {1, Element... None g8 = Right & Scale
26 Q.18 Numeric a 0 Occupation {1, Student}... None a = Right & Scale
|
Drata View Variable View
‘Frequancles |SPSS Proceszat is ready | | | |

3

= [ v -t
Man hinh s& xuat hién hop thoai sau:
Budc 2: Chon bién mudn tinh tan sé (bién Place V1) bang céch click chudt vao tén bién
roi dua sang khung Variable(s).
Budc 3: Click Ok. Trudng hop mudn vé biéu db thuc hién thém budce 4 trude khi click
Ok.
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Budc 4: Dé vé biéu d6 click chudt vao 6 Charts. ... Chon dang biéu dd ¢ Chart type, chon

gia tri thé hién trén biéu d6 1a sé dém (frequencies) hay phan trim (percentages). Click

Continue dé tro lai hop thoai Frequencies — Ok dé thuc hién Iénh.

2 |

=@

®.

‘:.‘EA%H*

7]
HE gy |
=l
|:“:| colors

m

34 Find -

_la"Rep\ace

l; select~
Editing

@ data_practice.sav [_.—-‘ , |5|E|M]
File Ecit View Data Transform  Analyze  Graphs  UWities  Addons Window  Help
CHE R 00 BR A dd E5F $09)
I Marme | Type | Wyidth | Decima\s‘ Label | Walues | Mizsing | Colummns ‘ Align | Measure |

1 W1 MNumetic g 1] Place 11, Phuket}... Mone g & Seale 1=
2 Q1.4 MNumeric g 0 length of stay (.. Mone Mone g & Scale

! 3 Q15 Numeric g 0 Type of accom.. {1, Hatel} Mone g & Seals p |
4 QB MNumetic g 1] Primary purpos... {1, Educatio... MNone g & Scale i
) o7 Numeric g 0 Travel party 11, With you... Mone g & Scals
B Q1.g Numeric 8 il E fuisit S First trind Ll & Seale B
7 Q192 Numeric a E Frequencies @ Frequencies: Charts - u f Scale
] Qi.1o Numeric 8 Chart Type & Scale
] @1.10.1 Numetic 8|| [ pacevi) & Scale
m |onioz2 Numeric 8] |4 lnnotsta] | | M2 & Scale
11 Q1103 Numeric 5 fﬂf_pe“'m | | ©kecterd] & Scale
12 o1.10.4 Nurneric 8 gi::i’l"pz:fl: O B charts & Seale
13 |onios Numeic B | | @ Froqueney o | | = Hstograms: & Scale
14 o110 Numeric 51| | Times vist 1) [ it mormal curve: & Scale
15 |oi07 Numeric @ chart valus & Scale
16 @1.10.8 Numeric g [ & Scale

- (2) Frequencies () Percentages
17 @1.10.3 Numetic g & Scale
18 [@11308 Mumeric ] [ contne ][ concar || & Scale
19 101 MNumeric g & Scale
20 113 Mumeric a8 1] Age A a8 & Scale
21 @1.14 Mumeric a8 0 Gender 11, Malek.. Mone a8 & Scale
22 Q115 String a0 0 Mationality MNone Mone g & Mominal
23 Q.1.15 MNumetic g 1] (B) Mationality 11, Arerica... Mone g & Scale
24 Q118 Numeric g 0 Marital status 11, Single}...  Mone g & Scale
25 a1 A7 MNumeric a8 1] Education {1, Element... Mone a8 & Scale
26 Q1.18 MNumeric g 1] Occupation 11, Student})... Mone g & Scale =1
| DN
|SPSS Processor is ready | | ‘ |

Thuc hién 1énh Descriptives

!

« Budc 1: Vao menu Analyze —> Descriptive Statistics —> Descriptives. .., xuat hién hop

thoai
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E data_practice.sav [Dmktlm ‘? Y - (== 23 I
File  Ecit View Data Transform  Anslyze  Graphs  Wities  Add-ons Window  Help
CHE T 00 L5k A id EEE ¥
Marne Type | Wyidth | Decima\s‘ Lakel | Walues | Migsing Columns Align | Measure
1 W1 MNumeric g 0 Place {1, Phuketl... MNone g = Right & Seale 1=
2 ol Numeric 8 ] length of stay (.. None Mane g = Right & Scale
E Q1.5 humetic g u} Type of accom... {1, Hotel}. MNone g = Right & Seale
4 oe Numeric g 0 Primary purpos... {1, Educatio... Mone a = Right & Scals
5 a1y Numeric 3 u} Travel party {1, With you... None g = Right & Seals
6 Q1.9 Numeric g il Eraauency of visit 1 First trinl  Blos = Right & Seale ||
7 o182 Mumeric g | EE Descriptives == Right & Scale
8 @110 Numerc 8 LTI o] Right & Scale
9 Q1101 MNumeric a £ Place [V1] ﬂ L=—""- 4 Right & Scals
10 Q1.10.2 Numeric G| & lenth of stay (right)... | Right & Seals
11 01.10.3 Numeric | f“’_mf“c”mm”“‘m - Right & Scale
12 Q1.10.4 Nurmeric 8 ;‘g:::‘f;"p::ff;f:;v : |T| Right & Scale
13 Q1105 Numeric Bl & Frequency of vist [ - Right & Scale
14 Q1.10.6 Nurreric 8l & Times wisit [@1.92] Right & Scale
15 Q1.10.7 Numeric || & nformation sourcel... Right & Scale
18 1108 Nurneric g|| & menrsate @ [ Right & Scale
17 Q1.10.9 Mumeric g8 D Save standardized values as varisbles nght & Scale
13 @1.10.10 Numeric g | Recet || Cancel || Hela Right & Seale
18 Q1.10.1 MNumetic g1 Right & Scale
20 Q1.13 MNumeric g 0 Age i1 <271 Mone &) = Right & Seale
21 Q114 Numeric 8 ] Gendear {1, Male} Mane g = Right & Scale
22 Q115 String a0 u} Mationality Nane MNone i) = Left &5 Mominal
23 Q.1.15 Numeric a 0 (B) Mationality {1, America... None a = Right & Scals
24 Q118 humetic 3 u} Marital status {1, Single} MNone g = Right & Seale
25 117 Mumeric a 0 Education {1, Element... Mone a = Right & Scale
26 Q1.18 MNumeric g 0 Occupation {1, Student}... None g = Right & Seale =
1] ] |
Drata View Variable View
SPSS Processar is reacdy

Budc 2: Chon 1 hay nhiéu bién (dinh luong) dwa vao khung Variable(s).
Budc 3: Click vao & Options. .. dé xuat hién hop thoai Descriptive Options. Chon

cac dai lugng thong k& mudn tinh todn bang céch click vao 6 vudng can thiét.

C4c dai lugng thong ké mé ta thuong duge dung 1a:

Mean: trung binh cong

Sum: tong cong (cOng tat ca CAc gia tri trong tap dit liéu quan sat)

Deviation: d6 1éch chuan

Minimum: gi tri nhé nhat

Maximum: gi4 tri 16n nhat

SE mean: sai s chuan khi wéc lwong tri Trung binh

Budc 4: Chon cach sap xép két qua tinh toan theo thir ty danh sach bién (Variable
list), thir tr Alphabetic cia nhan bién, thir tu ting dan (Ascending list), va thi tu
giam dan (Descending list).

Budc 5: Click Continue dé tré vé hop thoai Descriptive —> Ok dé thuc hién 1énh
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data_practice.sav =
File  Ecit View Data Transform  Analyze  Graphs  Uilties  Add-ons Window  Help @
CHE E 0 5k & A S&E SO - #A Find -
I Marne | Type | Wiidth | De:\ma\s‘ Lakel | Walues ‘ Missing Colurnns Align | Measure e Change 250 Replace
1 W1 Mumeric 8 il Place 11, Phuketl.. Mane 8 & Seale |~ g select -
2 Q1.4 MNumeric 3 1] length of stay (... Mone Mone g & Seale
3 (Wi Mumeric 8 u] Type of accor... 41, Hotel}... None g & Scale
4 Q1.6 Numeric g a FE Descriptives: Options g & Seale
G a7 Numaic 8 0 g & seale
G Q1.9 Numeric [ F— [ gun & Scale [\ ot
7 0192 MNumeric B B Descriptives Dispersion & Scale
8 G1.10 Numeric g [7] St deviation  [#] Migimum & Scale
s |oniod Numeriz B [@race il § | [Juarionce  [¥]wagimum oo Right & Scale
10 Q1102 Mumeric 8 gl.reﬂgth of stay | ClRange []5E mesn & Scale
11 @1.10.3 Numeric 8 ype of aceg| & Scale
12 |onioa Mumeic 8 g ::::Vp::f : Distribution & Scale
13 a1.10.5 Numeric 81| | Frequercyofl| | [Jkutosis  []Skewness & Scale
14 o1.10.6 Numeric 31| ¢ Timesvist@| & Scale SRpe—
15 |onioz Numeric 8| |¢7 hiomston of PSP OTEr & Scale L
—— o cic dsi
18 1108 Numeric 3 ! ! ) variagle lis & Scale )
17 Q1.10.9 Nurmeric g|| Clsavestondal | O Alahabetic & Seale sty
18 Q1.10.10 Mumeric g O rsgending means & Scale
13 @1.10.11 Numeric 3 () Descending means & Scale
20 Q1.13 Mumeric a u] a & Scale
2 |as Mumeic 8 a | cortnue |[ cancer || g & Scale
22 Q1.15 String 50 o — — 5] &b Nominal
23 Q.1.15 Murneric g o 1B) Mationality 11, America.. MNone g & Scale
24 Q1.18 Numeric 3 1] Marital status {1, Single} hone g & Seale
25 Qa7 MNumetic g a Education {1, Element... None g & Scale
26 Q1.18 Murneric g o Occupation 11, Student}... Mane g & Scale

4
Variable View
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TAI LIEU THAM KHAO

. Giéo trinh Tin hoc tmg dung, Trudng Pai hoc Kinh té qubc dan, NXB Tdong hop

. Gi4o trinh Tin hoc tmg dung trong quan 1y kinh té, Truong Pai hoc Lam nghiép,
NXB Khoa hoc va Ky thuat

. Gido trinh tng dung tin hoc trong quan tri kinh doanh, Trudong Pai hoc Mo, NXB
Théng ké
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