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EXCEL NANG CAO

CHUYEN PE 1: SOAN THAO, PINH DANG DU LIEU, STYLE VA CAC POI
TUQNG VE, TRINH BAY BANG TiNH PEP

KY THUAT SOAN THAO

+ K¥ thuat soan thao nhanh:

+ K¥ thuat chon ving nhanh:

+ K¥ thuat copy dir 1iéu va cong thic:

+ K§ thuat dan dir liéu néng cao:

r -
Paste Special @'&J
Paste
[=] EII 1 All using Source theme
") Formulas ) All except borders
1 Values " Column widths
" Formats " Formulas and number formats
| Comments ) Values and number formats
~1 Validation All merging conditional formats
Operation
@ Mone ) Multiply
_) Add ~) Divide
" Subtract
[ skip blanks [] Transpoze
Paste Link | ok || cancal |
|- - -

Tao danh sach tuy y — Custom L.ists
Excel 2007: Office Button(nut tron)->Excel Options->Popular->Edit Custom List...
Excel 2010 tré 1én: File->Options->Advanced->Edit Custom List...
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C D E F

- | Custom Lists B |

Thir 2

ThL? 3 Custom Lists

ThL’r 4 Custom lists: List entries:
. MNEW LIST - Thir 2 -

Tha 5 Sun, Mon, Tue, Wed, Thu, Fri, £ Thg 3
. Sunday, Monday, Tuesday, Wet Thir 4

Thu’ 6 Jan, Feb, Mar, Apr, May, Jun, J Thir s
. Janijar1_.-',IFet:urIuarr_.-',I I"~'1E|r|:|I'|I .ﬁ.prril Thira

Tha 7 Tuén, Nhign, Linh, Duy, Son Thir 7

Cha Nhat Thir 2, Thir 3, Thr 3, T 5, T I ST

Thir 2

Thir 3 - -

ThL? 4 Press Enter to separate list entries.

ThL’r 5 Import list from cells: Eiz Import

Tha 6

Thua 7

Chl:l Nhét [ QK. J [ Cancel ]

KIEU GIA TRI

PINH DANG DU LIEU TUY BIEN

Dinh dang 50

Mau séc, thong tin phu cua dir licu kiéu s c6 thé dugc thay doi tuy vao sb am/duong, ...
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B9 - fx| =B7-B8
A \; Format Cells * [
1 Sotien 100 cTc-ng 1| Alignment I Font I Border I Fill |Protecﬁon
2 Cate :
~y " ~ Lategory:
3 50 le-Phan s6 1/2| || [ceneral | sample
4 3/2| || |comrency & 50.00
Accounting Type:
E 5/2 Dare [Bluel 3" #, #20.00_);Red] 15" #,##0.00; [Green] "hoa"
6 . ::ercgntage [Bluel"LEi "%, #%0.00_);[Red] 18 "#,#20.00;[Green] hda" -
7 Doanh thu 300 ﬂc—ng Sra._aecm?gc E;rlnag]?c.l‘ild mmmm dd, yyyy
8 |Chi phi 350 don o f;' 08h:mm:ss AMEM
9| 550,00 | FESmm— B iiﬂjj&?ﬁ%%ﬁ?ﬁ; o
bl SRR,

<POSITIVE>;<NEGATIVE>;<ZERO>;<TEXT>

Dé dinh dang nhu trén vao “Format Cell”->Custom, muc Type: 2o
[Blue]"Lai "#,##0.00_);[Red] "6 "#,##0.00;[Green] *hoa"

# ##0.00 1a quyén tic dinh dang nhom sb.

IDir liéu goc|| Pinh dang |[Code/Type]
1123459  [[1234.6 |l#anes |
8.9 18.900 |l#.000 |
.631 0.6 ll0.# |
12 12.0
1234568 |1234.57 #.0#
44.398
44,398
102.65 1022'685 22,777
2.8 (witr.1 aligned decimals)
51/4

2.55 53/10 # 22?2?77

) (with aligned fractions)

[Tén mau tiéng Anh] nhu 1a
[Black]
[Green]
[White]
[Blue]
[Magenta]
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Pao tao Excel va Thiét ké
wng dung chuyén nghiép
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[Yellow]
[Cyan]
[Red]
Dinh dang s6 thap phan thanh phan sd. Vi du 2.5 thanh 5/2 ta dinh dang Type: #/#
F2 £ | 22/12/2012
| F G H

=
N e oY eSO bk W N

= |
W

18

Pinh dang thoi gian ngay

2 [ |
LR _ e—— . - '
Number | Alignment | Faont | Barder I Fill | Protection |
Category:
General ~ | Sample
gﬂ::te:ﬁgy Ha M&i, ngay 22 thang 12 ndm 2012
Accounting Type:
Date e e m imic w  mu a
Time "Ha Mai, ngay™ dd "thang”™ mm "nam" yyyy
Percentage [BIue]'Lal #,#0,00_);[Red] 18 "#,#£0.00;[Green] "hoa" -
Fraction MIMm-yyy
Sdentific [5-409]dddd mmmm dd, yyyy
Text dd
Special [5-409]h:mm:ss AM/PM
ﬁ_ [Blue] -.-,-.-#ﬂ_‘,l [F‘.ed][-.-l-.-#ﬂ}l
= W i
#2480, D_:IJ {z #,##0, D} '{: "\Jj_)J {@_} |E|
=R 0 (T (w20) (5 0 0 (@) -
[Blue]"L&i" #,#20.00_);[Red] 18" #,#0.00;[Green] "haa”

m Hién thi s6 thang khong cé s6 0 dan trudc
mm Théang cé s6 0 dan trudc
mmm Jan — Dec
mmmm January — December
mmmmm J-D
d Hién thi s6 ngay khdng c6 s6 0 dan trudc
dd Ngay c6 s6 0 dan trudc
ddd Sun - Sat
dddd Sunday to Saturday
vy Hién thi thang vdi 2 con s8
yYYy Hién thi thang vdi 4 con s8
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Dinh dang thoi gian gio

h Gi& khdng cd s6 0 dan trudc

[h] Hién thi tdng s6 gi néu vuat qua 24

hh GiS c6 s6 0 dan trudc. N&u kép hgp AM or PM, gid theo chuan 12,
trudng hgp khac la 24

m Hién thi phat khong c6 s 0 dan trudc

Cha y m hoac mm phai di két hop véi h hogic s néu khong Excel s& dinh
dang veé thang (m-month)

[m] Hién thi phat khi vuot quéa 60
mm
s Hién thi gidy
[s]
ss Néu mudh hién thi phan 1é cla donvi gidy hmm:ss.000

AM/Z;/IP’ aa%pm, S{r dung gid theo chuan 12 va hién thi ky hiéu sang/chiéu

UNG DUNG VA TAO STYLE

D )| Fm T G OE
Rl o
Conditional Format Cell Insert Delete Format ,
Formatting ~ as Table = [Styles ~ e 7 - 2
| Custom
_ » | DINH D... |
‘R Nomal2 [3p]| Normal AC...
Good, Bad and Neutral
Normal Bad Good
E Data and Model
| | | [l | Explanatory ...
=
: Titles and Headings
— Heading1 Heading 2 Heading 3
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Nguyén Duy Tuan: 0904210337 5/15



Dia chi: P1012, tang 10 CT1A-DN2 buong Ham Nghi,

Trung tim dao tao thyc hanh — Cong ty c6 phan BLUESOFTS
BLuforTs
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THIET KE GIAO DIEN

] Microsoft Excel - A-Excelxts [Read-Only]

i {3} Trang dau DFile - Setup~ Toy chon - Mghidp vy~ Lap s+ Béo céo~ Trogidp- | @ R CO thé difa cdng thit! =Sum(C1iC ~ |H
<

= A-Excel 5 ; PHAN MEM KE TOAN DDANH NGHIEP Po#eed
m
® Hurding d3n )
2 Homnay  21/03,/03 8 i .
- Thang P 1 Quan I céng ng Quan tri hé thing -
g MNarm PS 2007
= Danh Myc % 117 ;\rﬁ
g S8 Mhat ki S8 cai
- ,-;5’—_1 Can dai
- s
'% Nghigp vu é : g?; Tai khoan
[}
- ) 58 quf, Ngan hang B&o cao guan Iy
=
= Loc chifng o
[} o r
ey = *
L] EE

o 56 chi tigt 56 tong hap  [**°"
[ = — T =

L a4
= Lam luohng, t gia, &-} BAo céo
=1 k&t chuyen, ... e L e o Tai chinh
= yen, Quan I kho Bao cao Thug =——»
= -
[as

| o] il
o DFile eI
= Céng ty Cd phin Ngdi nha méi @
X .
- S8 5 Mouyen Chi Thanh - BAng £a - Ha NI
@ 2004 - 2007 Hgwyén Dy Tudn bt wanw bluesofts.net Tel 0004.210,337

PAO TAO “EXCEL NANG CAO”
Nguyen Duy Tuan: 0904210337

Trung tam Pao tao Thuc hanh BLUESOFTS
6/15



Trung tim dao tao thyc hanh — Cong ty c6 phan BLUESOFTS
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CHUYEN DE 2: KY THUAT PHOI HQP VALIDATION, CONDITIONAL
FORMATTING VA CONG THUC

VALIDATION

Khi xay dung bang tinh trong Excel, mot sb truong hop yéu cau nhap liéu 1a gia tri-cuthé
hoac trong danh sach sin c6. Lam thé nao ban c6 thé kiém soat duoc dir liéu dauvao dé theo
dung yéu cau? Lam thé nao Excel tu thong béo 15i nhap khong dung? Chirc nang Data
Validation (DV - x&c nhan tinh hop Ié cua dir liéu) sé gilp ching ta thuc:hién cong viéc d6 mot
cach kha tron ven nhitng doi hoi trén. Pay 1a cong cu hd tro viéc xay dung cac san pham ang
dung trén Excel.

10 ssct: Ky higy:
11 Ngay CT: ’
12 Léi nhap liéu 5
13 | Tén khach héng:lHH[}Dﬂl v#N!J -
14 Bia chi #P" ' | Ban phai chon m3 trong danh sach. NJIIIA __________
Lurw y L P
15 M3 so thug: #N Hay chon ma —
6 khach hang | cancel | [ hep |
17 Di&n giai: trong danh sach \
18 51T| Ma hang | —rennang | PvT | Slg | Pon gia | Thanh tién
Thue hién tao Validation
Data->Data Validation
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Nguyén Duy Tuan: 0904210337 7/15
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BLU[SOFTS Dia chi: P1012, tang 10 CT1A-DN2 Puong Ham Nghi,
. ' 9 W KDT My Dinh 2, Tur Liém, Ha Ngi
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EPEREESE DR

“ Hame Insert Page Layout Farmulas Data Review View A-Tools Developer Add-Ins & 9 (==

-1 @ I_-E Connections Al ? K Clea = K= |24 Data validation ~ % Group ~ =
=3 FA L —
= T Properties £14 & [¥ Consolidate @ Ungroup = 7=
Get External  Refresh . Z| sert Filter Y Textto  Remove
Data = All= =2 Edit Links %2 Advanced | columns Duplicates ._SD What-If Analysis = Ej Subtotal
Connections Sort &L Filter | Data Tools | Cutline £l
A3 - #« || Data validation B v
\—/A B Input Message | Error Alert | =
1 DATA VALIDATION Validation riteria
2 Number Date Allow:
3 | | 02/01/201 Whale number [+ [ 1gnore blank =
Data:
4 Luu y llzjzoj- betw |z|
5 Chi dugc ehwesn
nhap Slg tir Minimum:
6 1-»10 a
7 Maximum: 4
g 10
9 [ Apply these changes to all ather cells with the same settings
10 o ) [ o ]
v

14
M 4 » M| Validation .~ Custom Number
Ready | (3 | IEErRTENS Iy ()

Chirc nang Settings

Whole number

Chte ning nay chi cho phép nhap liéu 1a sé nguyén. Néu nhap sb thap phan, chudi,... s& bi

bao loi.
Data Walidation 7| [
‘alidation criteria

Allow:

Whole number |Z| Ignaore blank

Daka:

bebwean H

cEWeen
B3
iir;attﬁ;;hoarneil:‘q:?l o er cells with the same settings
b ~ N
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Decimal

Chtc niang nay chi cho phép nhap liéu 1a sé nguyén hoic sé thap phan. Cach thuc hién tuong
tu ddi vai Whole number. St dung kiéu gia tri Decimal cho phép tranh dwoc nhiing sai/s6t.do
quy dinh vé s6 thap phan Quéc té va Viét Nam (dau chiam va phay), hoic nhitng thiétlap riéng
trong Window.

Data Yalidation 7=
Settings | Input Message | Error Alert
Walidation criceria
Allow:
‘wihole number E Ignare blank.
Dt
less than E
Magxirurm:
2000] ES
[T Apply these changes to all ather cells with the same settings

List
Chure nang nay chi cho phép nhap liéu tr mét danh sach sép c6. Danh sach nay c6 thé dugc
nhap truc tiép, tir mot vung trong sheet, tir tén vung (Name) san cé hoac tur tap tin khac.

Date
Chuc ning nay chi cho phép nhapliéu 1a ngay. Viéc diéu khién vé khoang ngay nhap gidng

nhu d6i v6i Whole number. Didu dé co nghia 1a chon ngay trong mot khoang xac dinh, ngay
bat dau, ngay két thuc,...

B3 . £ | | Data validation (G2l X
A B i 3¢ || Input Message I Error Alert |
1 DATA VALIDATION Validation criteria
2 Number Date Allow:
3 Date |E| [#] 1gnore blank
Data:
4 20/12/2012 less than or equal to |Z|
5 End date:
6 =TODAY() B
7
8
9 [] Apply these changes to all other cells with the same settings
10 | 0K ] I Cancel
11 =
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Text length

Chtc niang nay chi cho phép nhap liéu 1a chudi c6 d6 dai xac dinh (tinh bang sé ky tu, ké ca

khoang trang, dau,...).

Chirc nang Input Message

Input Message cho phép hién thi thdng tin nhap liéu khi di chuyén chudt vao 6:do, tir d6

dinh hudng cho cong viéc nhap liéu.

C13 - S | KHO02

A B C D Ef ' I
~ o vy Data Validation ot e

1 Cong ty Co phan BLUESOFTS .

2 Dao tao Excel, VBA tir can ban -> Nang cao || Error Alert

?} Cac |U'D nguyen lY ke toan, k& todn tong hUD Show input message when cell is selected

= When cell is selected, show this input message:

6 - Title:

: HOA PON || | -

- Input message:

g ﬂ!&f H&y chon m3 khach hang trong danh sach. -
10 sscr.

11 Ngay CT: bwuy

""""""""""" Hay chon ma -

12 Khich hing

13 Tén khach héﬂg:IKHU‘UZ 1| trong danh sach.
4 » M| Hoadon AT e DM K Clear Al 0K Cancel
——— [ gearat | | |

Chirc nang Error Alert

Nhu ching ta d4 biét, khi 6 da duoc thiét 1ap ché do DV, néu nhap liéu khong ding quy dinh

sé nhan duoc théng bao.
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10 s§CcT: Ky héu
11 MNgay CT: p
2 T Ldi nhap ligu (S5
13 | Tén khach hang:[HHO04 |- #N/
14 Dia chi #h II.Lru ¥ Ban phai chon m3 trong danh sach. NJ'II‘E" __________
15 M3 s0 thué: #M Hay chon ma
6 khach hang | cancel | [ e |
17 Di&n giai: trong danh sach

18 STT| Ma hang

- |
Data Validation @'ﬂ_hj

| Settings | Input Message | Error Alert

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
L&i nhap liéu
Error message:
Ban phai chon ma trong danh sach. .

o ] (e |

[ =1

- Show error alert after invalid data is entered: Bat (tét) ché do hién thi canh bao sau khi dit
liéu duoc nhap vao 6. Truong hop nay chon Bat.

- Style: Kiéu canh bao, gdbm Stop (ding lai), Warning (canh bao), Information (thong tin).

Validation véi danh sach dong

Tinh hubng chiing ta c¢6 3 danh sach ma: MAKH(Ma KH), MANB(Mi NB), MANV(M3
NV).
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A B C D E F G

i lm ‘Bét t&n: MANB I |Eét t&n: MANV |

3

4 KHOO1 - NBOO1 -

5 KHOO2 NBOOZ

& KHOD3 NBOO3

7 KHOO4 NBOO4

8 KHOOS NBOOS

9 NBOOG

10 NBOO7

11 NBOOS

12 NBOOY

13 NBO10

14
15
16

Ta can tao mot 6 dé nhap ma ddi tuong, ma chon tir danh sach xae dinh bﬁng Validation,
tuy nhién danh sach nay ty thudc vao ma tai khoan dugcnhép tr mot 6 khac. “131” —
DMKH; “331” — DMNB; “141” — DMNV

] K L 3] K | L

Ma TK:

M3 TK: 31 Ma ddi trgng: [NVOO1
= 2 , NVDO1
Ma dai tugng: e
MNVOD3
MV OO0
MVOO5S |8
MY O0&E
MYOOF
MYO03

m

Dé thuc hién yéu cautrén ta can thuc hién céc viéc sau:

- Tao muc.chonma TK tai 6 K8
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Trung tim dao tao thyc hanh — Cong ty c6 phan BLUESOFTS
BLU FT$ Dia chi: P1012, tang 10 CTLA-DN2 Puong Ham Nghi,
g LS KDT My Dinh 2, Tu Liém, Ha Ngi

Pio tao Excel va Thiét ké Dién thogi/Fax: 0243.791.7200 Mobile: 096.555.6989
rng dung chuyén nghiép Website: http://bluesofts.net — Mail: sales@bluesofts.net
Data Vahdation @

Validation criteria

Allaw:

List Ignore blank
Data: In-cell dropdown
betwee
Source:
131,331,141 B

[] apgly these changes to all other cells with the same settings

Ok ] [ Cancel

- Tao muc chon cho “Ma doéi tuong:”

Data Validation @

i | Input Message I Error Alert |

Validation criteria

Allow:
List Ignore blank
Data: In-cell dropdown
betwee
Source:

=INDIRECT{IF{SK$8="131", MAKH" IF (8K $3="

[] apply these changes to all ather cells with the same settings

o) Lo )

Piéu dic biét & day 1a muc Source, binh thuong ta dua vao tén hodc dia chi ving chira
danh sach, tuy nhién danh séach s€ phai thay doi tuy vao ting ma tai khoan nhép vao 6
KS8. Vay ta can st dung ham IF( ) dé chon danh séach.

=IF($K$8="131","MAKH", IF($K$8="331","MANB","MANV"))

})AONTAO “EXCEL NANG CAO” Trung tam Pao tao Thuc hanh BLUESOFTS
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éng dung chuyén nghiép Website: http://bluesofts.net —Mail: sales@bluesofts.net

Cong thirc trén s& tra vé chudi tén ving dit liéu — Gia tri tra vé& ctia ham IF 1a dang
TEXT. Ma vung trong Validation ¢ muc Source phai la dang tham chiéu chir khong phai
TEXT vay dung ham INDIRECT dé chuyén tén vung (dang TEXT) vé dang tham chiéu.

Cong thirc day du la:
=INDIRECT(IF($K$8="131" "MAKH", IF($K$8="331","MANB","MANV")))

(*) Tinh hudng trén c6 thé khong can dung ham INDIRECT van c6 thé thuc hién bang
cong thuc

=IF($K$8="131",MAKH, IF($K$8="331",MANB,MANV))
(Ham IF tra vé dang tham chiéu luén.)

Tac gia mudn dua vao vi du ham INDIRECT dé tmg dung trong cac tinh hudng khac sau
nay.

CONDITIONAL FORMATTING

Chtre nang dinh dang “Conditional Formatting’ ¢chophép chung ta tao dinh dang tu dong theo
cac tinh hudng, cac tinh hudng duoc thay ddi theo.cac diéu kién xac dinh truge. Cac tinh hudng
y&u cau nhiéu diéu kién phuc tap bude chdng td phai sir dung cong thie trong dinh dang.

Cong thirc st dung trong dinh dang diéu kién ludn phai tra vé gia tri kiéu logic — Boolean. Néu
tra vé TRUE Excel s& dinh dang-Chung ta luu ¥ khi 1ap c¢6ng thirc can phai lay 6 thugc dong
dau tién dé lam diéu kién trong.cong thuc, cong thirc ndy Excel s& copy cho cac & con lai trong
viing chon. Vi tinh chat copy cong thic trong Conditional Formatting nén khi lap céng thic
ching ta can luu y ki thuat st dung dia chi twong déi, tuyét doi.

Vi du: Binh dang dong cho nhirng nguoi thugc mot trong cac chac vu “KT”,”BH”, “KD” ma
cd ngay cong <= 20.

Mg tép tin “Bai tap Ke toan may.xIs” dé thuc hién theo hudng dan dudi day.

DAONTAO “EXCEL NANG CAO” Trung tam Pao tao Thuc hanh BLUESOFTS
Nguyen Duy Tuan: 0904210337 14/15
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. A | B | p | E | F [ [ v | 1 | 1 | K | L
5 Bang lucdng
6 Théng 6 nim 2002
7 Lis T
T 1 KDOo1 KD 18 Edit Formatting Rule 7] [E3m]
9 2 KT01 KT 26 Select & Rule Type:
i? i gsl E:__r ;; » Format all cells based on their values
» Format only cells that contain
12 5 CHTO1 CHT 26 » Format only top or battom ranked values
13 & CHYVO1 BH 17 » Format only values that are above or below average
14 7 KDTO01 TFKD 20 » Format only unigue or duplicate values
= - ECD =
16 9 GDPO2 PGD 22
17 10 GDOL GD 25 Edit the Rule Description:
18 r"’dﬂg 226 Format values where this formula is true:
19 2 J xd 5 & 7 =AND(OR(SEG="KD",SE8="KT", SEG="BH"), 563 < =20) =
20
21 K& todn KT
;; :?:;:):;h zs Preview: AaBbCeYylz
) — .
o condee |
Tao biéu do Grantt chart
So d0 Grantt Chart
STT [Céing viéc Ngay bit dau |Ngay k&t thic |S& ngay 31]o1]02] 03] 04050607 30 31 01
1 |Ldp k& hoach 30/07/2007 01/08/2007 3
2 |Soan thao cdu hdi 02/08/2007 10/08/2007 9
3 |In va gli cdu hdi 11/08/2007 15/08/2007 3
4 |Mhdn phan hai 16/08/2007 20/08/2007 3
5 [Mhip ligu 21/08/2007 22/08/2007 2
6 |Phén tich dif ligu 22/08/2007) 23/08/2007 2
7 |Viét bdo cdo 22/08/2007)  24/08/2007 3
8 |GUi bdo cdo nhap 25/08/2007) 26/08/2007 2
9 [Mhan ¥ ki€n 25/08/2007) 28/08/2007 4
10 [Hoan thién bao cdo 28/08/2007) 30/08/2007 3 [
11 [Giri bdo caoe tdi ban lank  31/08/2007)  31/08/2007 1 [
12 [Hop ban lanh dao 01/09/2007) 01/09/2007 1 ]
TONG HOP DOANH THU Té mau gia tri triing
S6 CT
Cira hang 1 1,000 4 2 @] 3% 1
Cira hang 2 2,000 % 3 L) 5% 2
500 § 1 o 1% 1
Cira hang 4 3,000 = 5 @ 8% 3
Cifa hang 5 2,500 % 4 L) 7% 4
Cira hang 6 5,000 71 8 @ 16% 5
Cira hang 7 3,600 = 6 4 ] 10% 6
Cira hang 8 4,000 7 7 1) 11% 7
Cira hang 9 7,000 ¢ O ® 19%
8000 # 10 @ 2%
Total 37,600 100%,
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