Khoa CNTT - VDH Md Excel 1

I. KHOI PONG VA MAN HINH EXCEL
1. Khéi dong
Sau khi khéi dong WINDOWS lam theo mot trong cac cach sau

- Nhay chuot vao biéu tuong Microsoft Excel & gbc trén bén phai man hinh.

l
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- Néu dung Win 3.1x, trong ctlra s6 Microsoft Office 43 m& chon biéu tugng
Microsoft Excel r6i nhay dip chuot.

- Néu dung Win 95, nhay vao Start / Program / Microsoft Excel

2. Man hinh

a - Cdc thanh phdn cua man hinh Excel
Man hinh ctia Excel 1a mot ctra s6 da dugc phong to va trong gan giong
man hinh ctia Word, bao gom cac thanh phén sau :

- Thanh tiéu dé (Title bar) : & dong trén cuing cua man hinh, khi méi khoi
dong Excel tai day ghi Microsoft Excel - Bookl, khi ta dat tén cho bang
tinh, tén nay kém theo phan ma rong . XLS sé thay thé tir Bookl .

- Céac thanh Menu, Cong cu, Pinh dang giong nhu ciia Word. Phan 16n cac
bi€u tuong trén céc thanh nay c¢6 cong dung y nghia nhu trong Word, y
nghia cia mot s bi€u tuong dung riéng cho Excel duoc ghi trén trang 3.

- Thanh Céng thitc (Formula Bar) : 1a dong thit nam ctia man hinh hién thi
toa do (dia chi hodc tén) 6, nit huy bo X, ndt lua chon M, noi dung dit
liéu trong 0 hién tai (06 ¢6 khung vién chung quanh)

- Thanh Trang thdi (Status bar) : 12 dong cudi cung hién thi cdc ché do hoat
dong ctua Excel :

Ready :Pang san sang lam viéc.

Enter : Pang nhap dir li¢u hay cong thuc.

Pointer : Pang ghi cong thitc tham chi€u dén mot dia chi.

Edit  : Dang diéu chinh dit liéu hay cong thiic trong 0 hién tai

- Thanh the tén bdng tinh (Sheet tabs) : 1a dong ngay trén thanh Trang thai,
hién thi tén cta céc bang tinh (khi ching chua duoc dit tén, tai day ghi
Sheetl, Sheet2, ..., Sheet16). Bén trai 1a cac nit chuyén tdi cac bang tinh.
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- Thanh cuén Doc (Vertical Scroll Bar), cuén Ngang (Horizontal Scroll Bar)
giong nhu trong Word.

- Cita sé Bang tinh (Worksheet Window) 1a phéin 16n nhat dung dé nhap di
liéu, tinh todn, v& d6 thi nhu sau :

e ssoft Excel - L_Q 2|25 |3 |29 2]
File Edit ¥Yiew Insert Format Tools Data Window Help ¥

LI_I_I@IMW"IEJ_II@MINIIEIM 51|24 [R]E ]2 [100=

| ¥nTime iz [cl[e]z]u](@=El==]E) 2]zl ]2 (4 4
EE 2] [ =2207C17 ]
Sy 4 | B [ ¢ | D, | E [,F | & | ¥+
1 ) L
> Hoép Tén (Bia chi)
3 Nut chon toan bé bang tinh Tén cot
d < Contro 6
5 \86 th tu hang Y
g Somie —
3 Méc dién
9 | Nut chuy8n t6i bang tinh Thé tén bang tinh
}? Bang tinh hién tai Thanh th{a’ tén bang tinh
L *
M« D, Sheeﬂ/,{’ Sheet? / Sheetd / Gheetd 7 Sheets 7 9« | \:E
Ready | | MUK | | |_

b - Cdc thanh phdn ciia cita s6 Bdng tinh :

- Cot (Column) : La tap hgp céac 0 trong bang tinh theo chi¢u doc dugc danh

thit tu bang chif cdi (tr trdi sang phai bat dau tix A, B, C, ...
AA, AB dén 1V, tong s6 ¢6 256 cot). Ngoai cling bén tréi
la nut chon (danh dau khoi) toan bo bang tinh.

- Hang (Row) : La tap hop cédc 0 trong bang tinh theo chiéu ngang duoc

danh thi tu bang so tir 1 dén 16.384).

-0 (Cell) : La giao cua mot cot va mot hang. Dia chi cua 6 duoc xac

dinh bang cot trudc, hang sau, vi du C4, AB25.

O hién tai :  La 6 c6 khung vién chung quanh v6i mot chdm vuoéng nho

& goc phai duéi (Moc dién) hay con goi 1a Con trd 6 (sau
day goi tat 1 con tré). Toa do clia 0 nay dugc hién thi trén
thanh Cong thic.

- Con tré ban phim : La vach ding | nhap nhdy dé biéu thi vi tri ky tu s&

dugc chen vao.

- Con tro chudt co cdc dang sau :

Dau | : dung @€ dua con trd 6 vé vi tri nao dé.
Dau ® :dung dé chon lénh, biéu tuong hodc cudn bang tinh.
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o pd A s A 7z 7~
¢ - Dich chuyén con tro o trong Bang tinh theo mot trong céc céch
sau :
- Trd chudt vao 6 can chuyén t6i, bAm nuit trai.

- An céc phim miii tén : chuyén t6i cdc hang, cot 1an can.

e PgUp, PgDn : Ién hoac xuéng mdt man hinh.

e Home : Véo Al.

e Tab : Sang phai mot man hinh

o Shift + Tab : Sang trdi mot man hinh

e End + Home : Pén 6 cuoi cung cua bang tinh

- F5, dia chi o, : V€ 06 do, vi du dé vé nhanh 6 H22, ta 4n phim F5,
g6 H22 roi an J

Chii y : Cac thao tic c¢6 ddu e chi thuc hién duoc khi chon 1énh Tools,
Option, Transition, dién ddu ¥ & tuy chon Transition Navigation
Keys

3. Ra khoi Excel
theo mot trong cic cach sau :

- Chon File, Exit hoac

- An Alt + F4
- Nhay didp chuot tai ddu trir & goc trai M/a/> R A=
man hinh dé tr& vé Windows 3.x. =| File Edit Yiew

- Nhay vao dau ¥ trén cung & goc phai cia man BlEEEIEES
hinh dé tr& vé Windows 95.

Y NGHIA CAC BIEU TUGNG TREN THANH CONG CU

(TOOLBAR)
Help : Tro giup
Tip Wizard : Goi y
Zoom Control : Phéng o, thu nho bdng tinh
Drawing : Vé mot hinh
Texbox : Hop van ban

o]~ [=[#] [BHZ] [E[E[S] 5= T[] [D]w2

AutoSum : Tinh té’ng‘

Function Wizard : Goi ham
Sort Acsending : Scp xép tding
Sort Decsending : Sdp xép giam
Chart Wizard : Vé do thi
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Y NGHIA CAC BIEU TUGNG TREN THANH PINH DANG
(FORMATING)

Font Color : Mdu chir

Color : Mdu nén

Borders : Duong vién

Decrease Decimal : Bot di 150 thdp phdn

Increase Decimal : Tdng thém 1s6 th.p.

| 4=

= 8] 26l , [ 4ol |

|

Comma Style : Ddiu tdch nghin, triéu, ty
Percent Style: Nhdn véi 100 va dién ddu %

Currency Style : Dién ddu tién té

Center Accross Columns : Can vao giita cuia nhiéu 6

Y NGHIA CAC THANH PHAN CUA THANH CONG THUC
(FORMULA BAR)

Hop Tén (Dia chi) 6 hiéntai  Noi dung 6 hién tai

| |
c1 Y |eIXVAl =A1*B1

/ Nt goi ham
Nt huy bé noi dung vira g6 Niit dién noi dung vira go

II. CAC THAO TAC VOI BANG TINH

1. Luu (ghi) bang tinh 1én dia

Chon biéu tugng Save hoac muc File, Save. Néu ddy la ldn ddu tién
thuc hién thao tdc nay voi bang tinh, ta phdi go vao tén cho bang tinh trong
0 File Name theo quy tic dat tén tép ctia DOS, Excel s& tu gan kiéu .XLS
cho né. Tén bang tinh s& xuat hién trén thanh tiéu dé cha cira so.

Sau d6 trong qua trinh lam viéc, ta thuong xuyén ghi bang tinh lén dia
biang cach trén ma khong can dat tén cho né.

Néu ta can luu gitt bang tinh véi tén khac, chon muc File, Save As va
dat tén méi cho né.
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2. MJ bang tinh da cé trén dia

Chon biéu tugng Open hoac muc File, Open. Xu4t hién hop thoai Open
v6i danh sach cac bang tinh trong khung File Name dugc xép theo thi tu
A,B,C. Ta chon tép can thiét roi chon OK. Néu bang tinh ta can lai ¢ trén
dia khac hoac thu muc khéc, ta chon dia tit 6 Drives, nhay dup tai thu muc
can thiét cia khung Directories

Excel con ¢6 cach mé bang tinh khac: chon muc File, xuat hién Menu
doc vé6i danh sich 4° bang tinh mdi lam gdn nhdt & phia duéi. Ta chon tép
can thiét tir danh sdch nay. Danh sdch cdc bang tinh nay c6 thé nhiéu hon
tuy thudc vao nguoi cai dat.

3. béng bang tinh
Trudc khi chuyén sang bang tinh khac hodc 1am viéc khac, phai ghi tép
lén dia sau d6 méi déng nd bang cdach chon muc File, Close. Néu quén
chua ghi tép 1én dia, Excel sé hoi :
Do you want to save change to <FileName>. XLS ?
Chon Yes dé ghi lai, No dé khong ghi nhiing thay déi vira tao ra cho
bang tinh.

4. Chén thém 1 bang tinh
- Insert / Worksheet, hoac
- Nhay niit phai chuot trén thanh thé tén bang tinh dé goi Menu tat (sau day
chiing ta quy udc goi thao tiac nay 1a [Menu tat], chon Insert Worksheet

5. Xoa bét 1 bang tinh

- Edit, Delete Sheet, hoac
- [Menu tit], Delete sheet

6. Poi tén bang tinh
- Nhay duip vao thé tén (tic l1a vao tén bang tinh, sau day ching ta quy udc
goi 1a the tén) trén thanh thé tén hoac Format / Sheet / Rename hoac
[Menu tit], Rename
- GO vao tén méi, J hoac OK

7. Sao chép / Chuyén 1 bang tinh

Cach 1: Git Ctrl trong khi kéo tha thé tén tai mot theé tén khac (Sheet
khéc). Néu khong giit Ctrl bang tinh s& duoc chuyén di.

Cdch 2: Edit, Move or Copy Sheet. Chon vi tri dat bang tinh hién tai truGc
bang tinh nao trong khung Before Sheet. Néu danh dau chon vao
Creat a Copy, Excel sé& sao chép bang tinh chit khong chuyén né.

“ Con s6 ndy c6 thé khéc, tuy thudc vao viéc chon Tools, Options, Recently Used Files
List
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Chi dung cdch 2 néu bdng tinh nguon va dich cdch xa nhau (khéng
thdy thé tén ciia chiing cung mot liic).

8. Tach bang tinh
C6 3 cach giup ta dong thoi thay nhitng phan khac nhau cta bang tinh
Cdch 1: Tro chuot vao thanh tach cho xuat hién mili tén 2 dau, kéo tha n6
tai vi tri can tach.
Cdch 2: Dua con trd 6 vé vi tri can tach, chon muc Window / Split. Sau dé
dé bo tach chon Window / Remove Split

Cdch 3: Dua con tro 6 vé vi tri can tach, chon muc Window / Freeze Panes.
Sau d6 dé bo tach chon Window / Unfreeze Panes

9. An va hién lai 1 bang tinh

- Chon Format, Sheet, Hide dé an bang tinh
- Dé hién lai bang tinh Format, Sheet, Unhide

10. Bao vé bang tinh
Dé nhiing thiét 1ap vé Bao vé va che giau 6 (xem trang 26) c6 tac dung,
can bao vé bang tinh. Cach lam nhu sau :
- Tool / Protection
- Chon Protect Sheet dé bao vé bang tinh, chon Protect Workbook dé bao vé
tap bang tinh.
- Néu can thiét gd mat khau vao viing Password. 2 1an g6 phai giong nhau
va luu y ring mdt khdu trong Excel phdn biét chit hoa vdi chit thuong
- Dé bo tinh trang bdo vé : chon Tool / Protection / Unprotect Sheet hay
Unprotect Workbook. Néu c6 mat khau, phai g vao, néu ding ta méi cap
nhat dugc bang tinh.

11. Chon nhiéu bang tinh
a.Liénké : Nhdy chudt vao thé tén dau, giir Shift trong khi nhdy chuot
vao thé tén cudi
b. Cdch nhau : Gitt Ctrl trong khi 1an lugt nhday chudt vao cac thé tén
c. D€ bo viéc chon mot bdang tinh nao : gitt Ctrl trong khi nhdy chuot vao
thé tén cua bang tinh dé

III. XU LY DU LIEU TRONG BANG TINH
1. Cac kiéu dir liéu
Trong mdi 6 chi c6 thé chita mot kiéu dit liu. Kiéu dit liéu ctia 6 phu

thuoc vao ky tu dau tién go vao. Cac ki€u dit lieu trong mot 6 dugc phan ra
nhu sau :

a - Dang chuoi (Text)
- Bit d4u bdi céc chit cdi a dén z hoac A dén Z
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- Nhitng dit liéu chudi dang s6 nhu : s6 dién thoai, s6 nha, ma so, .v.v.
khi nhap vao phai bat didu bang dau nhay don (') va khong c¢6 gid tri tinh
toan.

- Theo mic dinh, dir liéu dang chudi dugc can sang trai O.

b - Dang s6 (Number)
Bat ddu boi : - Cdc s6 tir 0 dén 9.
- Cic dau +, -, (, *, $ (hoic mot dau don vi tién khac tuy
thudc vao viéc dat cac thong s6 quoc té€ cuia Windows).
- Theo mac dinh, dit liéu dang s6 dugc can sang phai 6.
¢ - Dang cong thirc (Formulas)

Bat ddu boi cdc ddu = hoac +. Sau khi 4n J cong thic nhap vao chi
thé hién trén thanh cong thiic con két qua clia né dugc thé hién trong 6.

Néu thdy : Co thé'la do :

HFHH#HE Cot qua hep

#DIV/0! : Chia cho 0

#NAME? : Thuc hién phép tinh v6i mot bién khong xac dinh
(tén khong gan véi mot 6 hay mot viing nao ca)

#N/A - Tham chi€u dén mot 6 rong hodc khong cé trong
danh sach

#VALUE! : Sai vé kiéu ctia todn hang (vi du : 14y s6 chia cho ky

tu hodc ngay thang)
d - Dang Ngay (Date), gio (Time)
Trong c4ch trinh bay dudi day :
DD 1a 2 con s6 chi Ngay
MM 1a 2 con s6 chi Thang
YY 122 con s6 chi Nam
Nhap theo dang MM/DD/YY hodac DD/MM/YY tuy thudc vao viéc
dat cac thong s6 quoc t€ cua Windows, vi du néu dat thong s6 quoc té€
kiéu Phdp, ta gd vao 27/09/04, trudng hop dung kiéu M§ (ngdm dinh) ta
g0 vao 09/27/04. Khi nhap sai dang thiic, Excel tu dong chuyén sang
dang chubi (cin sang trai 6) va ta khong thé dung dit lieu ki€u nay dé
tinh toan.
C6 thé nhap ngay bing cdch :
- nhap ham =DATE(YY,MM,DD), day la cach nhap ngay tot nhat.
- sau d6 chon Format, Cells, Number, Date va chon dang thé hién
ngay 6 khung bén phai.
Dic biét : Ctrl + 3 (ddu chdm phdy) cho Ngay hé thong
Ctrl + Shift + ; cho Gio hé thong
- Theo mac dinh, dit liéu dang ngay thang duoc can sang phai 0.
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2. Cac toan tu trong codng thitc

a - Todn tir sé

cong - trur
*  nhan (vidu =10*50 chokétqua 500)
/  chia = 126/3 42
luy thtra =52 25
%  phan tram = 50%*600 300

Thi tu vu tién cta cic phép toan nhu sau : luy thira trudc roéi dén nhan
chia va sau cung méi dén cong trir. Cac phép toan cung muc uu tién (nhu
nhan chia hodc cong trix) thuc hién tir trai sang phai. Muon thay doi thit tu wu
tién, dung cdc cdp ngodc tron, toan tir trong cap ngoac & sau nhat sé dugc
thuc hién truée. Vi du: cac 6 Al, B1, Cl1 chita cac s6 2,3, 4, néu trong 6 D1 gb
=A1+B1*C1 sé dugc két qua 14, gdo =(A1+B1)*C1 s€ dugc két qua 20.

b - Todn tit chuoi
& Noichudéi ="Tin "&"hoc" Tin hoc
¢ - Todn tu so sdanh

> 16n hon >= 16n hon hodc bang < >khac

< nho hon <= nho hon hoic béang

Cac toan tlr so sanh cho két qua la True (Dung) hoac False (Sai). Vi du,
trong 6 Al dang c6 s6 26, 6 B1 c6 s6 -125. Néu tai 6 C1 g cong thic

= A1>B1 s€ nhan dugc két qua TRUE
= A1<=Bl1 s€ nhan dugc két qua FALSE, v.v..
3. Nhap dir lieu
a - Dir liéu bdt ky
- Pua con tr6 6 vé 0 can thiét.
- Nhap dit liéu theo loai dang thiic.
- Dé keét thiic viéc nhap dit liéu, 1am theo mot trong céc cdch sau :
o An phim Enter, con tr6 6 s€ xudng 6 dudi.
e An mot phim miii tén dé dua con trd 6 sang 6 can thiét, vi du an phim
— s€ dua con tro 6 sang bén phai.
e Chon nit M (mau xanh 14 cay) trén thanh cong thiic.
e Tro chudt vao 0 can tdi, an ndat trai.
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C6 thé dung mién nhdp dit liéu sau day:

Gia st can nhap 2 cot :
Ding 200 I
Van 300 ;
Khoa 150 4
Tuén 180 3
Ha 250 6
vao cac 6 Al: B5. Ta lam theo cac budc

sau :

- Danh dau khoi mién A1:B5 (xem trang 13 vé cdch danh ddu khot)

- D€ nhap theo tiing hang, an phim Tab sau mdi 14n gd dit liéu vao mot 6.
- Dé nhap theo ting cot, an phim J sau méi 1an gd dit lieu vao mot o.

Hué6ng dich chuyén ctia 6 nhap dit liéu khi &n Tab hoic  :

A | B | A | B |
. =LA
3 IR
: AV
5 5

A,nTab An A

b. Dut liéu trong cdc o0 giong nhau :

- Danh dau khoi mién can dién dit liéu (vi du A1:B5)
- GO vao dit liéu (vi du s6 2000)
- Két thiic viéc nhap bang cédch dn phim Ctrl + .

Két qua 1a : mién A1:B5 s€ duoc dién kin boi s6 2000

¢. Dit liéu trong cdc o0 tudn theo mét quy ludt

e Chudi s6'vdi budc nhdy la 1 :

- Pua con tré vé 6 diu tién clia mién, gd vao sO bat dau, vi du dé
danh so thi tu cho mot s6 6 bat dau tir 1, ta go 1.

- Tro chuodt vao moc dién cho xuat hién ddu + mau den, gitt phim Ctrl
trong khi kéo va tha chuot tai 6 cudi clia mién (tir day vé sau ta goi
thao tic nay la dién tu déong (AutoFill)). Két qua ta dugc chudi so 1,
2,3, ...

e Chudi s0 vdi budc nhdy bdt ky:

- Pua con trd vé 6 ddu tién ctia mién, gd vao s bat dau, vi du dé c6
chudi s6 chan ta gd 2 vao mot 6 nao do.

- V€ 0 dudi (hodc bén phai) cia mién, gb vao so tiép theo, vi du 4.
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- Danh dau khéi 2 6 nay, trd chuot vao moc dién cho xudt hién dau +
mau den, kéo va tha chudt tai 6 cuoi ctia mién.

Kéo diu + va tha tai 6
A7, ta sé& dudc chubi /
s6 2,4,6,8,10,12,14 tai
mién A1:A7

X(W_
;

N[N ||~

eChuoi Ngay thdng tang :
- Dua con tro vé 6 ddu tién clia mién, gd vao ngay thang nam bat dau.
- Tro chudt vao moc dién cho xudt hién dau +, bam giit nit phai, kéo
tha tai 6 cu6i mién.
- Trong menu tat chon :
Fill Days : dé tang 1 ngay (vi du : 15/04/1999, 16/04/1999, 17/04/1999)
Fill Months : d€ tang 1 thang (vi du : 15/04/1999, 15/05/1999, 15/06/1999)
Fill Years:  d€ tang 1 nam(vi du : 15/04/1999, 15/05/2000, 15/06/2001)
eDién mot danh sdch tu tao :
- Néu danh sich nay chua ¢6 thi phai tao bang cach :
- Tools / Option / Custom List
- Trong khung List Entries 1an luot nhap cac gia tri cho danh sach, hét
mdi gid tri bAm  dé xuong dong. Vi du : Thit Hai J Thit Ba J. Cudi
cung ta duoc nhu hinh sau :

Custam Lists | Chart | Colar | Module General I Module Farmat
Cuztomn Lists: Ligt Ertries:
= o -_EIK
Sun, Mon, Tue, Wed, Th | {Thd Hai -
un, Mon, Tue, Wed, Thu, ThitBa
Sunday, Monday, Tuesday Thit Tu ﬂl
Jan, Feb, Mar, Apr, Map, Ju Thit M&m
Janwary, Februam, March, . Thet S&u
Tht B &y
Chil Mhat

Prezs Enter to separate list entries.

Irnport List from Cells: | Import

- OK
- Dé str dung :
- nhap mot gia tri c6 trong danh sach tu tao vao 6 dau
- dién tu dong t6i 6 cudi mién (xem cach dién tu dong & trang 9).
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d. Dit liéu kiéu cong thirc
- Phai bat dau boi dau = hodc cdc dau +, —
- Khi cén 14y s6 liéu & 6 nao nhay chuot vao 6 d6 hoac g6 vao dia chi 6
Vidu : dé tinh Luong theo cong thitc : Luong = S6 NC x Tién 1 Ngay
lam theo céac buéc sau :

1. Chon mién E2:E7 (vi cong thiic tinh trong mién giong nhau : déu 14y s6 &
cot C nhan véi s6 6 cot D- xem phan b. & trén)

2. GO vao dau =

3. Tro chuot vao 6 C2, an niit trai (hoac go C2)

4, GO dau *

5. Tré chuot vao 6 D2, an nut trai (hoac go D2). Tai 6 E2 va thanh cong

thic xuat hién = C2*D2
6. An Ctrl + . Tai céc 6 tir E2 dén E7, Excel cho két qua tinh Luong ctia timg
nguol.
Ta ciing ¢6 thé 1am nhu sau :
- Bo qua budce 1
- Thuc hién cdc budc tir 2 dén 5, sau budc 5 chon nit M trén thanh cong
thic (hoac an )
- P€ tinh Luong cho nhitng nguoi con lai, dua con trd vé 6 E2, dién tu dong
cho t6i 0 E7.

Al B | c|] Db | E | F |
1| STT Ten S6NC J\}éggy Luong Ty I¢
2 1  Luan 20 50 = C2*D2 =E2/$E$8
3| 2 Uyén 26 40
4| 3 Hai 18 35
5| 4 Minh 22 45
6 5 Tuan 15 20
7| 6 Hang 16 25
8 Cong =SUM(E2:E7)

e Tinh ty Ié phdn tram Luong cua ting nguoi so véi Tong Liong
1. Pua con tro vé 6 F2
2. GO vao dau =, dung chudt chon 6 E2 (hoac g E2), gd dau /, nhay chuot
vao 0 E8 (hoac gb E8). Chon nit M trén thanh cong thitc (hoic 4n )
3. Dé tinh Ty 1é cho nhitng ngudi con lai, dua con trd vé 6 F2, sao chép
cong thitc tinh bang cach dién tu dong cho t6i 6 F7.
Tai cdac 6 F3:F7 xudt hién #DIV/0! (chia cho 0). Khi dua con tro vé 6
F3, ta thdy trén thanh cong thic ghi = E3/E9, Excel di 1y s6 ¢ 6 bén trai
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(E3) chia cho s6 & cach d6 6 6 (E9), ... tic la da s dung dia chi tuong doi.
Dé bao cho Excel 1ay lan luot cac so tir E2 dén E7 chia cho s6 cé dinh & 6
E8 (0 nay la dia chi tuyét doi), ta lam nhu sau :

- Dua con tré 6 vé E2, nhdy dip nit chuét, sau d6 dua con tré ban phim vé
ngay trudc ky hiéu E8, &n phim F4, ddu $ dugc dién vao trudc va gitia ky
hiéu do, an J roi copy cong thitc nay xudén 6 E7.

- Danh dau khoi céc o tir E2 dén E7 (xem phéin 5a duéi day), chon biéu
tuong % (Percent Style) trén thanh dinh dang, Excel doi ra dang phéan
tram va dién ddu % cho cac s6. D€ 14y chinh xdc hon, ta chon céc 6 nay
r6i chon biéu tuong Increase Decimal, mdi 1an an chuot tai biéu tugng
nay, cac con s0 lai dugc thém mot s6 thap phan.

« Tinh Téng Luong va ghi vao 6 ES:
- Pua con tr6 vé 6 E8

- GO vao dau =, tro chuot vao biéu tuong Y. (AutoSum), nhdy dip. Néu ding
ban phim, go vao cong thitcc =SUM(E2:E7)

e. Cong thitc mang

Ngoai viéc sao chép cong thiic tuong doi nhu trén, Excel con cung cip
mot phuong tién khac gon gang ho, d6 1a mang (array)

Mang duoc dung khi ta gap phai mot luong tinh todn nhi€u va phiic tap
trén mot vi tri nho hep, hoiac dung dé thay thé cic cong thiic can lap lai
nhi€u 1an, mang gidp tiét kiém duoc bo nhé (thay vi phai c¢6 100 cong thic
sao chép vao 100 0, chi can mdt cong thiic mang 1a du).

e Nhdp mot cong thiic mang (array formula):

- V& 6 can thiét, néu 1a ddy 6, phai danh ddu khéi ching (xem trang 13). O
vi du trén boi den mién E2:E7.

- Khac véi loai cong thic twong doi (trong vi du trén la = C2*D2), & day
phai nhap toan bo day 6 : =C2:C7*D2:D7.

- Két thic phai 4n Ctrl + Shift + . (gitt dong thoi 2 phim Ctrl va Shift
trong khi 4n ). Excel s€ bao cong thiic mang nay trong cap ngoac nhon :
{=C2:C7*D2:D7)]}

o Stia mot cong thiic madng :

- Vé 0 bat ky da ap dung cong thiic mang can stra
- Nhay chuot 1én thanh cong thic. Cac diu ngoac { } bién mat.
- Tién hanh stra cong thiic. Stra xong bam Ctrl + Shift +

o Chi dinh (boi den) mot dday mang :

Ve 0 bét ky cua day mang lam theo mot trong hai cach sau :

Céch 1 : Bam Ctrl +/ (gitt phim Ctrl trong khi &n phim s6 chéo xuo6i)

Cach 2 : Bam F5, chon Special sau d6 chon Current Array
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4. Stra, xoa dir liéu
a-Xod
- Pua con tr6 6 vé€ 0 hodc chon mién can thiét
- An phim Delete
b - Stta : Lam theo mot trong hai cach sau :

- Nhay dudp chuot tai 6 (hoac an phim F2), néi dung ctia 6 xuét hién tai 6
d6 va tai thanh cong thitc, dua con trd ban phim vé chd can thiét va stra.
Ta nén bam chuot tai thanh cong thic va sua tai do, sta xong chon ky
hiéu M (hoac an J) d€ ghi lai, chon & (hodc 4n Esc) dé huy bd moi stra
doi.

- Nhap dit liéu méi cho 6 d6, sau d6 an phim

5. Cac thao tac véi khoi
Khoi 1a mot mién chit nhat trén bang tinh.
a - Bdnh ddu (chon) khoi
- Tr6 chuot vao mot géc cua khdi, bam niit trdi dong thoi kéo chudt vé géc
doi dién theo duong chéo
hoac
- Pua con tro 6 vé mot géc cua khoi, gitt phim Shift dong thoi s dung cac
phim miii tén dé dua con trd 6 vé goc doi dién theo dudng chéo.
Chit ¥ : Sau khi duoc chon, toan bo khéi, #rir 6 & goc xudt phdt, déi mau.
Cdc phuong phdp ddc biét :

+ Khoi la mot mién lién tuc -
o Chon khoi bdt ky : Pua con tro 6 vé gbc trai trén ctua khoi, gitt phim
Shift dong thoi an nat trdi chuot tai 6 & géc phai dudi clia no.
s Chon mot cot - An nit trdi chuot tai tén cot d6 (cac chit A, B,...) , hoac
dn Ctrl + Dau cach.
o Chon mot hang : An nit trai chuot tai s6 thi tu cua hang d6 (cac s6
1,2,...), hoac an Shift + Dau cach.
o Chon toan bo bdng tinh : An nit tréi chuot tai nit chon toan bo bang
tinh (bén trdi cot A phia trén hang 1) hoac &n t6 hgp phim Ctrl + Shift
+ dau cach
+ Chon cdc 6 roi rac : Pua con tro t6i 6 dau dinh chon, gitt Ctrl va bAm nat
trai chuot tai cac 6 dinh chon ti€p theo.
+ Khoi la cdc mién roi rac : Chon vung dau, gitt Ctrl,bam ndt trai va ré
chuot tai cdc mién khac.
Vi du : Dé chon dugc cdc mién nhu hinh duéi day, ta lam theo cic bude
sau :
- Chon mién lién tuc B2:C3
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_An giit phim Ctrl va chon mién lién tuc E4:G7
- Giit nguyén phim Ctrl va chon mién lién tuc C9:F11

a | B | ¢ | o | E | F | a | =

I

b - Copy, xod, ddn khoi dung bo nho dém (thuong dung khi mién dich va
mién nguoén cdch nhau hodc dé dan moét khoi vao nhiéu ché khdc
nhau). Trude khi thuc hién cac thao tac sau, ta phai chon khéi can thiét.

+ Copy : Chon bi€u tugng Copy, hoic 4n Ctri+C, hodc chon muc Edit, Copy.
+ Xod : Chon biéu twong Cut, hoic an Ctrl+X, hoidc chon muc Edit, Cut.
+ Ldy khoi tit bo nhé dém ra ddn vao bdng tinh

- Pua con tr6 0 téi goc trai trén ctia mién dich.
- Chon biéu tugng Paste, hodc 4n Ctrl+V, hoidc chon muc Edit, Past.

¢ - Copy, chuyén khoi ding chuot

- Chon khoi can thiét

- Tro chudt vao bién cua khoi sao cho xuét hién . Sau d6 thuc hién
mot trong cac thao tac sau :

+ Giit Ctrl déng thoi kéo va tha khéi tai vi tri dich dé€ Copy khoi.
Néu trong budc nay khong diung phim Ctrl thi khoi sé duogc
chuyén t6i vi tri dich, hoac

+ Bam giit nit phai chudt, kéo va tha khoi tai vi tri dich. Xuat hién
thuc don cho phép chon mot trong cac phuong an.

Copy : Copy toan bd, bao gom ca dit liéu va khuon dang.
Move : Chuyén dit liéu.

Copy Value : Chi copy dit liéu.

Copy Format : Chi copy khuon dang.

s s

Chu y : Khi copy dit liéu

- Néu mién ngudn chita dit liéu s6 hodc chudi, két qua mién dich s€ giong
mién nguon.

- Néu mién nguédn chita cong thic, két qua mién dich s& thay déi hay
khong tuy thuoc vao cong thdc trong mién ngudn tham chi€u dén dia
chi tuong d6i hay dia chi tuyét doi.
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6. X ly 6, cot, hang trong bang tinh
a - Thay doi kich thudc cot, hang

« Mot cot | mot hang :

- Cot : Tro chudt vao vach ding & bén phai tén cot sao cho xuat hién

4 , kéo va tha vach d6 tai vi tri mdi.

- Hang : Tro chuot vao vach ngang duéi so thi tu hang sao cho xuat
hien =+ , kéo va tha vach
dé tai vi tri méi.

A | B<p c | D
I . s 2 R S
Kéo va tha vach nay tai vi tri magi
i :! dé thay ddi d6 rong cot C
dq
5
a | B | ¢ | D
1
2 :! Kéo va tha vach nay tai vi tri méi dé
3 thay ddi chiéu cao hang 4
q ; /
&N

« Nhiéu cot/ Nhiéu hang :

-Cot - Chon mot s6 0 cua cac cot.
- Format, Colum, Width.
- GO vao do rong méi cho c4c cot
- OK hoac

- Hang : - Chon mot s6 0 cua cac hang.
- Format, Row, Height.
- GG vao chiéu cao mdi cho céac hang
- OK hoac

b - Chén thém cét, hang, 0

. QOA_[ .
- Chon khoi 1a tén cac cot (cac chir A, B, ...) tai vi tri can cheén, can thém
bao nhiéu cot ta chon bay nhiéu.

- Chon Insert, Columns. Excel s& chén thém cdc cot trong va ddy cdc
coOt dugc chon sang phai

. Hang:
- Chon khoi 1a s6 thit tu ctia cac hang (cac so 1, 2, ...) tai vi tri can chen,
can thém bao nhiéu hang ta chon bay nhiéu.
- Chon Insert, Rows. Excel s& chén thém cac hang trong va day cédc
hang duogc chon xudng dudi.
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16

A

O:

- Chon khoi 1a cac 06 tai vi tri can chén (nhu & vi du dudi day la cac 6

C3:D4), can thém bao nhiéu 6 ta chon bay nhiéu.
- Chon Insert, Cells. xuat hién hop thoai Insert

A | B | ¢ | b | E | F | & | H
M5-DOS |WINDOWS
| (1.4 l
--
) Entire Row
C! Entire Column

2

Chon bé

- Shift Cells Right : ddy cdc 6 dugc chon sang phai

- Shift Cells Left  : ddy céc 6 dugc chon xudng dudi
- OK hoac : thuc hién 1énh

¢ - Xod cot, hang, 6
Cot:

- Chon khoi 1a tén cac cot (cac chit A, B, ...) tai vi tri can x04,

can xoa bao nhiéu coOt ta chon bay nhiéu.

- Chon Edit, Delete.

Hang : - Chon khdi la s6 thit tu cac hang (cac s 1, 2, ...) tai vi tri can
X04, cian xo0a bao nhiéu cot ta chon bay nhiéu.

- Chon Edit, Delete.
0: - Chon khoi la cac 6 can xo4.
- Chon Edit, Delete.
Xuét hién hop thoai Delete
Chon bé

- Shift Cells Left : chuyén dit liéu cua cc 0
bén phai sang vliing bi xoa

- Shift Cells Up : chuyén dit liéu cua cdc 6
phia du6i 1én viing bi x04.
- Entire Row

~Delete
@® Shift Cells Left. o0k
I Shift Cells Up Cancel
(") Entire Row
' Entire Column ’F

: X0d toan bo cac hang chtra vung dugc chon.

- Entire Column : x04 toan bo cac cot chira viing dugc chon.

- OK hoac J : thyc hién 1énh

d - Chuyén hang thanh cét va nguoc lai

Gia st can chuyén dif liéu dang dugc x€p thanh cot trong cdc 6 A2:A6

thanh hang tai cac 6 C3:F3, ta lam nhu sau :
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A | B | cC [ DJET]JF ]| G |

STT

Tén STT Tén Toan  Tin Anh
Toan

Tin

Anh

N[N [W([DN|—

- Chon cac 6 muo6n cho déi chd hay con goi 1a mién nguén (A2:A6)
- Chon biéu tugng Copy hoiac Ctrl+C
- Pua con tro vé 6 dau tién ctia mién dan (C3).
- Chon muc Edit, Past Special, danh dau chon 6 Transpose
-OK
Chii y : Mién nguén va mién dan khong dugc giao nhau (khong dugc ¢
0 chung)

f- A?n/ hién cot, hang

Dé tieén cho thao téc, trén cdc bang tinh, nhat 12 cdc bang tinh 16n, ngudi
ta thudng cho 4n cic cot (hodc hang) khong can thiét. Khi nao can lai cho
ching hién tré lai. Cach lam nhu sau :

- Chon cdc cot (hodc cdc hang) cin an di.

- Chon Format, Column (hoac Row).

- Chon Hide.

Tai vi tri céc cot (hodc hang) 4n, xuat hién duong ké doc (hodc ngang)
ddm, cdc cot (hodc hang) bi 4n van c6 tac dung (van sit dung dé tinh todn).
Dé cho chiing hién trd lai, ta 1am nhu :

- Chon céc cot (hoidc cdc hang) lién ké vé6i chiing. Vi du cén cho céc cot

C, D, E hién tr¢ lai, ta chon cac cot ding ngay trudc va sau ching : B,
F; cin cho cac hang 4, 5, 6 hién trd lai, ta chon cac hang & ngay trén
va ngay dudi chung : 3, 7.

- Chon Format, Column (hoac Row), Unhide

g - Co dinh cot, hang tiéu dé
O céc bang tinh 16n, khi cuon xem hodc nhap dit licu & phan dudi thi
khong con thay tiéu dé cot clia ching & hang trén cung, do dé rat dé bi
nham lan gitta cOt no véi cot kia. Tuong tu nhu vay, khi cudén xem hoac
nhap dit liéu & bén phai thi khong con thiy cac cot trai nhat (nhu cac cot Ho
tén, Mat hang, ... ), rdt dé bi nham 1an hang no véi hang kia, Excel giup ta
cd dinh cot, hang tiéu dé, cach lam nhu sau :

- Pua con trd vé 6 chudn dé co dinh. O nay phai nim ngay dudi hang va
ngay bén phdi cot can ¢6 dinh. Vi du, can cd dinh cic cot A, B va cic
hang 1, 2, ta dua con trd vé 6 C3

- Chon Window, Freeze Pane. Tai 6 chuan xuat hién 2 dudng ké doc va
ngang.
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- D€ huy bo viéc c6 dinh cot, hang tieu dé, chon Window, Unfreeze
Pane
7. Pinh dang dir liéu
a - PDinh dang ky tu
- Chon mién dit liéu can dinh dang, sau d6
e Dung chuot

[.vnTime Iz [e[(B]z]u] (& |
| ] i 7
Font Font Size Color| |Font Color

- Chon mot kiéu chit tir hop Font

- Chon mot c& chit tir hop Size

- Chon Bold dé (hoic bo) in dam, chon Italic dé (hoic bo) in nghiéng,
chon Underline dé (hoic bd) gach chan

- Chon Color dé dit mau nén.
- Chon Font Color dé dat mau chi.

e Diing Menu (dé€ c6 thé chon nhiéu muc déng thoi)
- Format, Cells, Font

- Chon Color dé dat mau chir.
- Chon mot ki€u chir tir hop Font

= Format Cells
Murnber T Aligrment T Font T Border T Patterns T Protection |
Font: Font Style: Size:
|."¢l'nTime |Hegulal |12
T ¥nTeknical + Regular [+] 4] -_Cant:el
T VnTeknicalH Italic . [
MnTifani Heav Bold —
Bold Italic [+] [N+
Underline: Color
INnne |£I I Automatic |;I X Normal Font
Effectz——— Preview
[C Strikethrough
[ Superscript AaBbleYyZz -
[ Subscript
Thiz iz a TrueType font. The zame font will be uzed on both your printer and your screen.

- Chon mot c& chit tir hop Size

- Trong Font Style chon Italic dé in nghiéng, chon Bold dé in dam,
chon Bold Italic d€ in vita nghiéng vira ddm, chon Regular dé ky tu tro
lai binh thuong.

- Trong Underline chon mot kiéu gach chan : None (bd gach chan),
Single (gach bang nét don), Double (gach bang nét doi), Single
Accounting (gach bang nét don kiéu tai chinh dén cudi mép phai clia
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0), Double Accounting (gach bing nét doi kiéu tai chinh dén cu6i mép
phai cua 0)
- Chon Color dé dat mau chit.

-Trong 6 Effect : chon Strikerthough (gach ngang), Superscript (sO
mii), Subscript (chi s0)

- Chon Normal Font néu muén boé moi trinh by va lay lai ki€u ngdm
dinh.

e Dung ban phim
Dung té hop phim Dé

Ctrl + B In dam
Ctrl + 1 In nghiéng
Cul+U Gach chan
Ctrl +5 Gach ngang

Ctrl + Shift + F M6 danh sich Font chir
Ctrl + Shift + P M6 danh sich ¢d chir

b - Dinh dang so

- Chon mién dif liéu can dinh dang, sau d6 chon céc bi€u tuong tuong
ung trén thanh dinh dang (xem ¥y nghia ctia chiing trén trang 4)

So’ Dung biéu tuong Doi thanh
123 Currency Style (Dién dau tién té) $ 123.00
123456  Comma Style (Dau tach nghin, triéu, ty) 123,456.00

0.156 Percent Style (Nhan v6i 100 va dién dau %) 15.6 %
12.346 Increase Decimal (1ay thém 1 s6 thap phan)  12.3460
12.346  Decrease Decimal (giam di 1 s6 thap phan)  12.35
Trong cac vi du trén, cic thong s6 quoc t€ (dau tién té; ddu tach nghin,
triéu, ty; dau thap phan) 12 ki€u M§ (ngdm dinh). C6 thé dit lai céc thong s
nay cho phu hop.
Pé an (che di) cac s6 khong (0)
- Chon céc 0 can thiét
- Chon Format, Cells
- Chon Number

- Trong 6 Code go vao 0;0;
- OK
¢ - Canh bién (dong hang)
- Chon vung dir liéu can canh bién

e Dung biéu tirong (chi can dugc theo chiéu ngang)
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UE

Cin thang trai ' C#n thang phai

Can mét tieu dé vao
gitta nhiéu 6

Can vao gitra

Vidu : Dé c6 tieu dé nhu duéi day, ta lam nhu sau :
A B C D E F| G| H I K L | M
1 | PATHOC MO HN CONG HOA XA HOI CHU NGHIA VIET NAM

2 KHOA CNTT Poc ldp - Tu do - Hanh phiic
3

Tai 6 Al g6 DAl HOC MO HN

Tai 6 A2 g6 KHOA CNTT

Chon mién A1:D2, chon biéu tugng (can vao giira nhiéu 0)
Tai 6 E1 g6 CONG HOA XA HOI CHU NGHIA VIET NAM
Tai 6 E2 gd Poc ldp - Tu do - Hanh phiic

Chon mién E1:K2, chon biéu tuong Cdn vao giita nhiéu 6

e Dung Menu can dugc theo ca chiéu ngang 1an chiéu doc

- Format, Cells. Xuat hién hop thoai Format Cells

= Format Cells

Murmber | Allgnment T Font T Barder T Fattemns T Protection ~
~Honzontal - rYertical - rOrientation oK
® General ' Top I
1 Left ' Center | Cancel
) Center ® Bottom TH. -
L b e =
) Right ) Justify x |2 |2
C Eill t
1 Justify
— Wrap Text
("' Center across L iiapilc
zelection
- Chon Aligment

Céc thong s6 dong hang cua dit liéu trong 6 bao gom :

Horizontal : theo chiéu ngang

General: Ky tu duogc can vé bén trai, s6 dugc can sang phai, cac gia tri
logic va 16i dugc céan vao giita.
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Left,Center,Right : Can sang trdi, vao gilta, sang phai.

Fill : Tu dién diy 0 (trong 6 chi can g6 1 nhém ky tu sau d6
chon muc nay, Excel s& dién ddy mién biang nhém nay)
Justify : Can thang 2 bén. Trudong hop do rong ciia cot nhd hon noi
dung bén trong nd, Excel tu dong tang chi€u cao clia hang.
Center Across :  Can vao giita mién da chon (tuong tu nhu viéc chon
Selection biéu tugng < a —> )
Orientation : Hudng phan bo
Wrap Text : Néu chon sé cho xuoéng dong trong cac 6 khi noi dung
vuot qua chiéu ngang 6 (nhu cot Trung binh)
d - Ké khung
o o |
- Chon vung dit liéu can ké Il
khung
e Dung chuot G
- Chon £ cua biéu tugng
Borders.
- Chon tiép loai duong ké can
thiét.

e Dung Menu
- Chon Format, Cells, Border.
- Chon tié€p duong can ké trong khung Border :

= Format Cells
Mumber T Alignment T Font Border T Fatterns T Protection |
~Border———— [ Style
(114
| Outhne [ [
| Left Cancel
I Righ
1 | | Help
| Bottom | |
Lolor: I Automatic IEI
Outline : Vién xung quanh khdi 6
Left, Right, Top, Bottom : Vién trai, phai, trén, duéi moéi 6
Color : Mau cta duong ké

- Chon kiéu dudng ké trong khung Style
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e -To mau
- Format, Cells, Patterns

- Chon Patterns d€ dit mAu nén.
- Chon Color dé dat mau to.

f-Dinh dang tw dong

Excel c¢6 sdn mot s6 khuon mau duogc sir dung dé dinh dang. Cac budc
nhu sau :
- Chon vung dit liéu can dinh dang
- Format, AutoFormat

= AutoFormat
Table F I
P Sample
Classic 1 =
Classic 2 — Jan Feb Mar Total ‘ﬂ'
Classzic 3 East 7 7 o] 19 -
acsautnop West 6 4 7 17 Options >> |
Accounting 2
Accounting 3 South 8 7 5 24 \I
Accounting 4 Total 21 1 21 50 L
Colorful 1
Colorful 2
Colorful 3 [#]
~Formats to Apply

[® Mumber X Font [ Alignment

X Border [ Patterns ¥ width/Height

- Chon ki€u tao khuon trong danh sdch Table Format

- Nut Option cho phép thuc hién viéc tao khuon tu dong han ché trén
c4c céc kiéu dit lieu nhat dinh.

- Ving Sample 1a mau cta khuon duoc minh hoa trén mot vi du gia
dinh.

8. Pbat tén cho 6

bat tén cho 6 hay nhom 6 ¢6 tac dung sau :

- Tén dé doc, dé nhé. Nhu & vi du trén trang 11, tén "TongLuong" dé hiéu
va dé nhé hon cong thic =SUM(E2:E7).

- Khi da gdn tén c6 thé tham chiéu t6i 6 hay nhém 6 bang tén, vi du trong 0
F2 ta c6 thé thay dia chi $E$8 bing tén TongLuong.

- Viéc di chuyén vé mot 6 (hay mién) da duoc dat tén trd nén nhanh chéng
va thuan tién.

Tén phéi bat dau boi chit cdi hodac dau _ (noi dudi), \ (sé chéo nguoc),
c6 do dai nhiéu nhat 1a 255 ky tu va khong dugc chita ddu cach. Dé dé
doc, céc chit cdi dau moi tir trong tén nén viét hoa, vi du TongLuong hay
néi céc tir bang ddu _ (ndi dudi), vi du Bang_Tra_Cuu. Khong nén gé dau
ti€éng Viét trong tén.
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a - Pt tén cho 6 hay nhém o6 bang tay
Sau khi chon 6 hay nhém 6 can dat tén lam theo mot trong hai cach sau:
Cdch 1 : - Nhay chuot tai £ cua hop Tén trén thanh cong thic, dia chi ctia
0 doi sang mau xanh.
- Xo4 dia chi d6 di, go vao tén roi an
Cdch 2 : - Chon muc Insert, Name, Define (hoac Ctrl + F3)
- Trong khung Names in Workbook g6 vao tén cho 6 hay nhom 6.

- OK

MHames: in Workbook: oK

ITungLuung - E,
Add

Delete
Help
+*
Befers to:
|=Sheet11$E$8

b - Ddt tén theo tiéu dé cua cot hay hang (tu déong)

Céc bu6c nhu sau :

- Chon 6 hay nhém 6 can dat tén gom ca céc tiéu dé cot hoac hang, nhu vi
du trén trang 11 dinh dat tén cho day 6 ghi s6 ngay cong, ta chon C1:C7.

- Chon Insert, Name, Create (hoac Ctrl+Shift+F3).
- Y nghia cdc muc trong hop Create Name nhu sau :

Top Row : Ldy 0 & hang diu (cua khoi da chon) lam tén

Bottom Row :  Lay 6 & hang cudi (cua khéi da chon) lam tén

Left Column : Lay 0 6 cOt bén trai (ctia khoi da chon) lam tén

Right Column : Lay 6 & cOt bén phai (ctia khoi da chon) lam tén
- OK.

Két qua la & vi du trén, mién C2:C7 dugc dat tén 1a SO NC

¢ - Dan tén vao céng thirc
Khi nhap hay stra cong thic, thay vi dién vao dia chi cua 6 (hay mién)
da duoc dat tén, ta
_ An F3 (hoac nhay chuot tai £ ctia Hop Tén trén thanh cong thic, hoac
chon muc Insert, Name, Paste )
- Chon tén can thiét tir danh sach r6i OK
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I."."nTime |12 |B 7|0 |§ E|= EHA %) » | %
&l =B/
L. NE C D E F
Tongluong - -
' ) S N TiEn 1 Nga Latong Ty 18
Nhay chudt tai _
2 [déy d& chon tén 20 50 1000 =E2§
3 26 40) 1040

¢ - Vé nhanh mot 6 (hay mién) da duoc dit tén
C6 thé dua con tro vé nhanh mot 6 (hay mién) da dugc dit tén bing mot
trong 2 cach sau :
Cdach I :
- Nhdy chuot tai £ cta Hop tén trén thanh cong thic va chon tén can thiét
tir danh sach (hoac go dia chi cua 0).
Cdch 2 :
_ AnF5
- Chon tén can thiét tir danh sach
- OK
Pay ciing 12 phuong phdp kiém tra xem Tén da dugc dit cho mot 6
(hay mién) nao.
d - Xod tén
- Chon Insert, Name, Define.
- Chon tén can xo4 tir danh sach
- Chon Delete
- Chon OK hodc Close.

e-Chuy
- Néu muon 14y tén ctia nhém 6 nay dé dit cho nhém 6 khdc, trudc hét phai
x04 tén do di.
9. Ghi chd cho 6
C6 thé thém phan ghi chii cho timg 6 riéng ré. Nhing ghi chid nay gidp
ta giai thich bang tinh clia minh mot cach r6 rang hon (tai sao lai dung ham
nay hay dat dia chi kia la tuyét doi .v.v..).
a - Tao ghi chu
- V€ 0 can tao ghi chu.
- M6 hop thoai CellNote theo mot trong hai cac sau :
Cach 1: - Shift+ F2
Cach 2: - Chon muc Insert/ Note
- GO vao loi ghi chu trong khung Text Note
- OK dé dong hop thoai.



Khoa CNTT - VDH Md Excel 25

Cell Hote

Cell: ﬁ Text Note: 0K

, : Bana ndy (mién 17 : J11 khéng bao gém hing tiéu =
stizs [ Zies d£) duore d3 tn 13 BangepLoai Clase
H7: Harm AND|Lo

I7: Bang nay [mién 17 : J

d

daldl-

Delete

~Sound Mate

[

Mot chdm vudng mau do & géc phai trén cua 0 chi ra rang 6 d6 da duoc
ghi chi. Néu khong thady chdm vuong nay hay lam nhu sau :
- Tools / Options / View
- banh dau chon vao 6 Note Indicator

Hinh duéi day cho thidy cac 6 H7 va I7 ¢6 ghi chi. Néu dang dung
Excel 7 hoic Excel 97 thi khi ra chuot vao 6 17, noi dung ghi chd dugc hién
thi

G | H I J K
H

o | Xeploai 5‘;‘; Diém TB | Xép loai
7 | Trung binh 0 0| Kém
8 |Khi 100 B dng nay [mign |7 :
O |3idi 1010 J11 khéng bao

- gim hang tiéu d&]
10 [3uft zac 100 duroe dat tén 13
11 | Trung binh 0 Rl on
12 [Kém 0

b - Xem |/ Stia / Xod cdc ghi chii
- Néu can xem ghi chi cua mot 6 : chi viéc ra chuot vao 6 d6, mot khung
v6i noi dung ghi chd xuat hién. D€ tat khung nay : ra chuot sang 6 khéc.
- D€ sira hay x04 mot ghi chi : m& hop thoai CellNote
- Chon ghi chi can thiét trong khung Note In Sheet
- Tién hanh stra noi dung cta ghi chi trong khung Text Note. D€ xo04 ghi
chu : chon Delete
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10. Bao vé 6

Trong mot so trudng hop, dé gidi han quyén sir dung ctia ngudi khéc, vi
du : khong cho ho stra d6i mot s6 6 nay hay xem cong thic & mot s6 6 khic
.v.v.. hay st dung tinh nang bao vé va che ddu 6. Cach lam nhu sau :
- Chon 6 hay nhém 6 can bao vé.
- Chon muc Format / Cells / Protection.
- Trong hop thoai danh dau chon vao

Locked : dé khod khong cho stra d6i

Hidden : dé€ che dau cong thiic
-OK

Sau d6 can phai bao vé bang tinh thi nhiing thiét 1ap trén méi cé tac

dung. Xem phan “7. Bdo vé bang tinh “ & trang 6.

IV. HAM TRONG EXCEL

Ham (Function) dugc xem nhu 1a céc cong thic dinh sin nham thuc
hién c4c tinh todn chuyén biét. Trén 0 thuc hién ham s€ cho mot gid tri
hoac mot thong bdo 16i. Excel ¢ trén 300 ham va duoc phan loai thanh
tirng nhom.

1. Quy tac st dung ham
- C4c ham c6 dang téng quat : TENHAM(Céc tham bién). Vi du :

TODAY() cho két qua la ngay hién tai trong may 27/09/04
(ham khong can tham bién)
LEN("Excel 5.0") cho két qua do dai ctia chubi 1a 9 (ham 1 tham bién)

AVERAGE(A1,B5,D8) cho két qua la trung binh cong céc so trong cac 0
Al, B5, D5 (ham nhiéu tham bién)

- Tén ham c¢6 thé viét thudng hay hoa hodc vira viét thudng vira viét hoa déu
duoc.

- C4c tham bién ¢6 thé c6 hodc khong nhung phai dat trong hai dau () va
céch nhau bdi ddu phdy (nhu trong tai liéu nay), chadm phay hodc mot dau
ngan cach nao khac tuy theo cach dat cac thong s6 quoc té€. Trong 1 ham
c6 thé chita nhiéu nhat 30 tham bién nhung khong dugc vuot qua 255 ky
tu.

- Trong ham khong dugc c6 dau céch.

- Ham phai duoc bat ddu boi ddu = hodc dau ciia mot phép tinh. Trudng hop
dung mot ham dé 1am tham bién cho mot ham khdc (ham 16ng nhau,
nhi€u nhat 1a 7 mdc) khong can viét dau = trude tén ham d6. Vi du : cdc 0
A1, Bl chta s6 do cac canh cua tam giac vuong, khi d6 cong thiic

= SQRT(SUM(A1/2, B172)) g6 tai 6 C1 cho s6 do canh huyén.
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0 day, SQRT la ham khai can bac 2, SUM 1a ham tinh t6ng (binh phuong clia
2 canh géc vuong), ta thiy truGc ham nay khong c6 dau = vi né duoc dung lam
tham bién (d6i s0) cho ham SQRT.

2. Nhap ham vao bang tinh
C6 3 cach nhap ham vao bang tinh :
- GO vao tu ban phim
- Dung biéu tuong E (Function Wizard)
- Ding menu
Dé nhap ham : dua con trd 6 vé 6 cén thiét roéi chon mot trong cdc cdch
sau :

a - Go vao tir ban phim:
-Go dau =
- GO vao tén ham, dau (, cdc tham bién theo ding dang thic quy dinh,
dau
b - Dung biéu tuong Function Wizard. Cic buée nhu sau :

1 -Chon biéu tuong E trén thanh cong cu. Xuat hién hop thoai Function
Wizard nhu sau :

Function Wizard - Step 1 of 2 Ed |

Choosze a function and press Mest to fill in itz arguments.

Function Categony: Funchion Hame

kd sk ntly zed ]

All DCOUNT
Financial DS
Date & Time IF

Math & Trig LEFT
Statiztical MO0
Lookup & Reference MOMTH
Databasze RIGHT
Tt SUMIF
Logical WLOOKLP
[nformation d d

COUMTIF[range.criteria)

Counts the number of non-blank cells within a range which meet the given
criteria.

Hep | Coancel | <iew || News | Finish |

Y nghia ctia cdc nhém ham trong khung Function Category nhu sau
Most Recently Used : Cac ham sit dung gan day nhat

All : T4t ca cac ham
Financial : Ham tai chinh

Date & Time : Ham Ngay va Gio

Math & Trig : Ham Todn va Luong giic
Statistical : Ham thong ké

Lookup & Reference : Ham Tim ki€m va Tham chiéu
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Database : Ham Co s6 dit liéu

Text : Ham xu ly ky tu

Logical : Ham Logic

Information : Cdc ham Thong tin vé 0, vé bang tinh .v.v.

2 -Chon nhém ham trong khung Function Category. Khi di chuyén thanh
sang dén nhom nao, Excel s€ liét ké cac ham ctia nhém doé theo thit tu
chtt cai trong khung Function Name.

3 -Chon nhém ham trong khung Function Name
4 -Chon Next. Xuat hién hop thoai Function Wizard liét ké cong dung,
khung cac tham bién can nhap, khung chita gia tri két qua cua ham ...

= Function Wizard - Step 2 of 2

AVERAGE Value: 5

Returnz the average of tz arguments.

Mumberl‘number?’... [required]
are 1 to 30 numerc arguments for which you want the average.

berl'number?"... @lAE:EE {4.6.0}

Help | Cancel | < Back I Mext > I Fimizh I

Dién cdc tham bién cua ham bing cdch an nit chudt vao khung can
thiét, sau dé nhap tir ban phim hoac ré chuot trén mién dit liéu (& hinh
trén 12 chon mién A3:C3). Trudong hop can goi ham khac, chon niit f,
bén trdi ciia khung.

5 -Chon Finish. Excel tit hop thoai va ghi két qua clia ham vao o.
6 -Luuy:
+ Y nghia c4c nit lénh khic :
- Next : chuyén sang budc ti€p theo : Function Wizard step 2 of 2
- Back : Ihi vé budce trude : Function Wizard step 1 of 2
- Cancel :huy bo Iénh
+ Khi con tro 6 & tai 6 dang chita ham, néu chon Function Wizard

Excel s& chuyén sang viéc chinh sira ham, xuat hién hop thoai
Editing Function 1 of I sau :



Khoa CNTT - VDH Md Excel 29

= Editing Function 1 of 1
AVERAGE Value: 5

Feturnzs the average of it arguments.

Mumberl 'number2’. .. [required]
are 1 to 30 numenc argumentz for which you want the average.

berl'number2".... (] FEDE I (4.6.0}
Help | Cancel | ¢ Back I Mext > I Finizh I

¢ - Dung Menu
- Chon muc Insert, Function. Xuat hién hop thoai Function Wizard
- C4c budc con lai giong nhu khi chon biéu tugng fx (trang )

3. Mot s6 ham thudng dung
3.1. Ham ngay thdang
DATE(year,month,day)
Chi ra ngay dang s6 tng véi ngay thang nam.
Vi du : =DATE(04,09,27) tra vé 27-09-04
DAY (date)
S6 ngay trong thang cua bi€n ngay thang date.
Vidu : =DAY(27-09-04) tra vé 27
=DAY("27-Sep") tra vé 27
MONTH(date)
S6 thang trong nam cta bién ngay thang date.
Vi du : =MONTH(27-09-04) tra vé 9
=MONTH("27-Sep") tra vé 9
TIME(hour, minute, second)
Chi ra thoi gian dang so.
Vidu : =TIME(19,5,14) tra vé 19:05:14 hoac 7:05 PM
WEEKDAY (date)
Chi ra s6 tht tu cia ngay trong tuan cua bién ngay thang date (Thi Hai
la ngay thit 1, Tha Ba 1a ngay thit 2, ..., Chi Nhat la ngay tha 7)
Vidu : =WEEKDAY (27-09-04) tra vé 6
YEAR(date)
S6 nam cua bi€n ngay thang date.
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Vidu : =YEAR(27-09-04) tra vé 2004

3.2. Ham ky tu

EXACT(textl, text2)
Nhan gia tri TRUE hay FALSE phu thudc vao hai chudi text! va text2
c6 giong hét nhau hay khong.
Vi du : =EEXACT("EXCEL","EXCEL") tra vé TRUE
=EXACT("EXCEL","Excel") tra vé FALSE

FIND(find_text, text, atnum)

Vi tri cua chudi con (Find_text) trong chudi 16n (text ) bat dau tix vi tri
atnum, néu bo qua arnum n6 dugc cho bang 1. Haim nay phan biét chit HOA
va thuong

Vidu : =FIND("e","Excel 5.0") tra vé 4
—FIND("E","Excel 5.0") tra vé 1
=FIND("A","Excel 5.0") tra vé #VALUE! (161)

FIXED(number, decimal, no_commas)

Chuyén s6 (number) thanh chudi dang c6 dinh véi decimal s6 thap
phan. Néu khong ghi decimal s€ cho 2 chit s6 thap phan. Néu no commas
1a FALSE (hoac khong ghi), chudi in ra s& ¢d ddu ngdn cdch nghin triéu
nhu vi du 1, néu no_commas 1a TRUE, chudi in ra s€ khong c6 dau ngin
cach ngan triéu nhu vi du 2 (chid ¥ & vi du nay c¢é 2 ddu phdy)

Vidu: 6 Al chita s6 12345.6789, khi d6
=FIXED(A1,3) tra vé 12 345.679

=FIXED(A1, ,TRUE) tra vé 12345.68

LEFT(text, number)
Lay number ky tu bén trai cua text.
Vidu : =LEFT("Excel 5.0", 5) tra vé Excel

LEN(text)
Do dai cua chudi ky tu zext.
Vi du : =LEN("Excel 5.0", 5) tra vé 9
LOWER(text)

Chuyén fext thanh chit thudng.
Vidu : =LOWER("EXCEL") tra vé excel

MID(text, numstart, numchar)
Tra lai numchar ky tu cta text bat du tix vi tri numstart.
Vi du : =MID("Excel for Windows",11,3) tra vé Win

PROPER(text)
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Chuyén céc chit cdi dau tir clia fext thanh chit viét hoa.
Vi du : =PROPER("excel for windows") tra vé Excel For Windows
Chii y : néu text 1atiéng Viét, ham nay s€ cho két qua sai.
Vidu: =PROPER("viét") tra vé Viut
REPLACE(oldtext, numstart, numchar, newtext)
Thay newtext vao oldtext bat dau tix vi tri numstart va c6 do dai numchar.
Vi du : =REPLACE("T6i hoc Quattro 5.0",9,7,"Excel")
tra vé Toi hoc Excel 5.0
REPT (text,number)

Lap lai text lién ti€p number lan.
Vi du : =REPT("Tin hoc ",3) tra vé Tin hoc Tin hoc Tin hoc

RIGHT(text, number)
L&y ra number Ky tu bén phai cla rext.
Vi du : =RIGHT("Excel 5.0", 3) tra vé 5.0

SEARCH(find_text, text, atnum)
Tuong tv ham Find nhung khéng phdn biét chit in hoa hay chit in
thuong.

SUBSTITUTE(text, oldtext, newtext, instance)

Thay thé newtext vao vi tri oldtext trong text & lan xuat hién instance
(Néu khong c6 doi so nay s€ thay th€ & moi vi tri).
Vidu: =SUBSTITUTE("Hay xem xem", "xem", "nhin",1)
tra vé Hay nhin xem
=SUBSTITUTE("Hay xem xem", "xem", "day",2)
tra vé Hay xem day

TRIM(text)
Cit bo cac ky tu trong vo nghia trong rext.
Vidu: =TRIM(" MS Excel 5.0 ")tra vé MS Excel 5.0

UPPER(text)
Chuyén text thanh chif in hoa toan bo.
Vidu: =UPPER("excel") tra vé EXCEL

VALUE(text)
Chuyén fext sang so.
Vidu: =VALUERIGHT("Tel. 533332",6)) tra vé 533332

3.3. Ham toan hoc

ABS(x) : Gia tri tuyét d6i clia sO x.
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ACOS(x) : Ham arccos cua x, x nam trong khoang tir -1 dén 1. Gi4 tri géc
tra vé theo radian tir 0 dén 7. Néu muén chuyén két qua sang do,
nhan né véi 180/PI( )

ASIN(x) : Ham arcsin cta x, x nam trong khoang tir -1 dén 1. Gi4 tri géc
tra ve theo radian tur -1/2 dén /2.

ATAN(x) : Ham arctangent cua x. Tuong tu nhu ASIN(x)
COS(x) : Ham cos cta goc x, x la géc theo radian, néu la do, phai nhan
no véi PI()/180.

Vi du : = COS(0.785398) tra vé 0.707107 (cos cta m/4)
= COS(45*PI( )/180) tra vé 0.707107 (cos ctia 45°)

COSH(x) : Ham Cos Hyperbolic ctia goc x.

COUNTIF(range, criteria) : Dém s6 6 khong réng thoa tiéu chuén cho trudc
Range La tap hop cac 6 ma ta muon dém
Criteria Tiéu chuin, c6 thé 12 s6, chit hoac biéu thic, x4c dinh xem sé&
dém 6 nao.
Xét bang trén trang 55, dé dé€m s6 ngudi
+ C6 Luong bang 50, dung cong thic :
Cong thice =COUNTIF(D2:D10,50) cho két qua la 3
+ Tudi tir 30 trd 1én dung cong thic :
—COUNTIE(D2:D10,”>=30") (phéi d€ biéu thitc trong d&u nhdy kép )
+ Tén bat dau bang chit H diing cong thiic :
—COUNTIE(A2:A10,”"H*”) (phai dé chit va d&u * trong d&u nhdy kép )
Ham COUNTIF chi dém theo 1 diéu kién, vi du chi dém s6 Nit hoac chi
dém s6 Tudi tir 30 trd 1én. Néu can dém s6 Nt ¢6 tudi tir 30 trd 1én (két hop 2
diéu kién) phai ding ham DCOUNT (xem trang 57)
DEGREES(x) : D6i radian sang do
Vi du : = DEGREES(PI( )/4) tra vé 45 (d0)
EXP(x) : Him mii e* (tra vé Iuy thira ctia e).
Vidu: = EXP(1) tra vé 2.718281
INT(x) : S6 nguyén 16n nhat khong vuogt qua (nho hon) x.
Vi du : = INT(2.789) tra vé 2
= INT(-2.4) tra vé -3 (vi -3 nho hon -2.4)
LN(x) : logarit ty nhién cta x.
LOG(number, base) : Logarit co s6 base cia number

LOG10(number) : Logarit co s6 10 cta number (log,,X)
MDETERM(DC) : Dinh thiic ma tran cho béi dia chi ving DC.
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MINVERSE(DC) : Ma tran ngugc cua DC.
MMULT(M1,M2) : Tich hai ma tran M1,M2.

MOD(n,t) : S6 du cuia phép chia nguyén n/t.
Vidu : =MOD(11,3) tra vé 2

PI( ) : Tra vé s6 © bang 3.141592654
RAND( ) : S6 ngau nhién gitta 0 va 1.

RANDBETWEEN(n1, n2)
S6 nguyén ngau nhién gitra hai s6 nguyén nl va n2.

ROUND(x,n)
Lam tron so x v6i do chinh xac dén con so thit n
- Néu n < 0 thi x dugc 1am tron dén chit s6 thap phan thi n
- Néun>0thi x dugc lam tron dén chit s6 bén trdi thir n cia du (chdm) thap phan
Vidu : 6 Al chia s6 347 645.146, khi d6 cong thic

=ROUND(A1,2) tra vé 347 645.15
=ROUND(A1,1) tra ve 347 645.10
=ROUND(A,-3) tra vé 348 000 (lam tron dén hang nghin)

SIGN(x) : Xdc dinh dau cia mot so. Tra vé 1 néu x >0, 0 néu x =0, -1 néu x<0.
Vidu : = SIGN(10) tra vé 1
= SIGN(4-4) tra vé 0
= SIGN(7-25) tra vé -1

SIN(x) : ham Sin cua x.

SINH(x) : ham Sin Hyperbolic cua x.
SQRT(x) : ham can bac hai cta x.
SUM(nl, n2, ..) : téng clia cc s6 nl, n2,..

SUMIF (range,criteria,sum_range) : Cong nhiing 6 thoa diéu kién nao dé.

Range La viing 6 dé€ so sdnh v6i Criteria

Criteria La diéu kién cong, c6 thé 1a s, chit hodc biéu thiic.
Quyét dinh 6 nao trong ving Sum_Range s€ dugc cong

Sum_Range La ving 6 s€ dugc cong
Céc 6 trong Sum_range chi dugc cong néu cac 6 tuong
ting v4i n6 trong Range thoa man Criteria

Xét bang trén trang 55, d€ tinh téng luong clia nhitng ngudi

+ l1a Nit, dung cong thuc :

= SUMIF(C2 : C10, “Ni”,D2 : D10) cho két qua 280
+ cua nhiing nguoi c6 Luong tir 50 trd 1én, dung cong thic :
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=SUMIF(D2:D10,">50",D2: D10) (chu y ddu nhay kép )
+ Tén bat diu bang chit H ding cong thic :
=SUMIF(A2:A10,”H*”,D2: D10) (chd y dau nhdy kép ” va dau * )
Ham SUMIF chi tinh tong theo 1 diéu kién. Néu can tinh téng theo 2 diéu
kién tré 1én phai dung cong thiic mang hoac ham DSMUM (xem trang 57)
TAN(x) : ham Tang cua goc x.
TANH(x) : ham Tang Hyperbolic cta x.

TRUNC(x)
Cit bo phan thap phan cia s6 x dé chi 14y phin nguyén.
Vidu: = TRUNC(2.789) tra vé 2
= TRUNC(-2.4) tra vé -2, trong khi d6 = INT(-2.4) tra vé -3

3.4. Ham Logic

AND(logicl,logic2,..)
Nhan gid tri TRUE (Diing) néu tit ca cac biéu thic logicl, logic2,... déu
la TRUE, nhan gia tri FALSE (Sai) néu c6 it nhat mot doi so 1a FALSE
Vidu : =AND(5>3,6>4) tra vé TRUE
~AND(5>3,6<=4) tri vé FALSE

FALSE()
Cho gié tri logic FALSE.

IF(logical test,value if true,value if false)

Tra lai gia tri ghi trong value if true néu logical test 1a TRUE va gia tri
ghi trong value_if false trong trudng hgp nguge lai. Haim IF c¢6 thé 16ng
nhau dén 7 cap.

Vi du : Gia sir trong 6 B4 ghi tudi clia mot nguoi, khi d6 cong thic
= [F(B4>=16,"Nguai 16n","Tré em") cho két qua la Nguoi 16n
néu tudi tr 16 trd 1én, 12 Tré em néu tudi dudi 16

D¢ kiém tra xem 6 D2 chita s6 nao dung
= [F(D2>0,"S6 duong", IF(D2=0,"S6 khong",S6 am"))

NOT(logic) : ham phu dinh.
Vidu : = NOT(1+1>2) tra vé TRUE
= NOT(1+1=2) tra vé FALSE

OR(logicl,logic2,...)
Nhan gid tri TRUE néu mot trong cdc biéu thitc logicl,logic2,.. 1a
TRUE, nhan gia tri FALSE néu tét ca cac biéu thitc d6 1a FALSE.
Vi du : =OR(5>3,6<=4) tra vé TRUE
=0OR(5<3,6<=4) tra vé FALSE
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TRUE( ) : nhan gi4 tri logic TRUE.

3.5. Ham thong ké

AVERAGE(numl, numz2,..)
Tinh trung binh cOng cta cac s6 numl, num2,...
Vidu: =AVERAGE(10,8,9,3) tra vé 7.5

COUNTPia chi) : tinh s6 cac 6 dit liéu kiéu s6 trong mién Dia chi
Vidu: Cac ot Al dén ES5 chia cac gia tri sau :

A B C D E
1 | STT Ténsach  S6luong Dongid Thanh tién
2 1 Excel 5.0 10 15000 150000
3 2  Word 6.0 15 14000 210000
4 3 Access 5 12000 60000
5 Cong 30 420000

khi do, cong thuc
= COUNT(A1:E5) tra vé 14
COUNTA(DC)
Tinh s6 cac 06 khong rong trong viing DC.

Vidu : = COUNTA(AL:ES) tra vé 23
(c6 2 06 rong 1a A5 va D5)

LARGE(DC,K) : Phan t&t 16n thit & trong viing DC.
Vidu: = LARGE(E1:E5,1) tra vé 420000
= LARGE(E1:E5,3) tra vé 150000
MAX(numl,num2,..) : gid tri 16n nhat cta cac s6 numl,num?2,..
Vi du : = MAX(E1:E5) tra vé 420000
MIN(numl,num2,..) : gia tri nho nhit cua cac s6 numl,num?2,..
Vi du : = MIN(E1:E5) tra vé 60000
MODE(DC) : tra lai gia tri hay gap nhat trong ving DC.
Vidu:=MODE(1,2,4,5,2) tra vé 2

RANK(s0, Danh sach, Tuy chon) : xdc dinh thd hang cta s6 so v6i chubi
cdc so trong danh séch, tic 1a xem s6 d6 diing thit may trong chudi s6

- xép giam dan néu khong cé Tuy chon hodc Tuy chon bang 0 (Vi du 1).
- xép tang dan néu Tuy chon la mot so'1on hon 0 (Vi du 2).

Dia chi cua Danh sach phai la tuyét doi.
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Vidu: 1.Gia str & cdc 6 E3:E12 ghi diém trung binh cua cdc thi sinh,
dé xép thit cin ctt vdo diém trung binh, tai 6 F3 nhap
=RANK(E3,$E$3:$E$12) hoac =RANK(E3,$E$3:$E$12,0),
sau d6 copy cong thiic nay xuéng cac 6 tir E4 dén E12.

Vidu: 2. Gia st & cac 6 B3:B12 ghi thoi gian chay 100 m cta cac van
dong vién, dé xép thit can cit vao thoi gian, tai 6 C3 nhap
=RANK(B3,$B$3:$B$12,1), sau d6 copy cong thic nay
xuéng cdc 0 tr C4 dén C12. C6 thé thay s6 tham s6 thit 3
bing mot s6 bat ky khac 1.

SMALL(DC,K) : phan tir nho tha k trong ving DC.
Vidu : = SMALL(E1:E5,1) tra vé 60000
= SMALL(E1:E5,3) tra vé 210000

3.6. Ham Tim kiém va Tham chiéu

VLOOKUP(lookup_value, table array, col_index num, range lookup)

Lookup value  Gia tri dugc tim kiém trén cét bén trdi cua Table_array

Table array Vung tim ki€m hay con goi la bang tra cttu, dia chi phai la
tuyét d6i, nén dat tén cho viing (xem trang 11 vé cach dat
tén).

Col index num SO thi tu cot trong table_array, noi VLOOKUP s¢ lay gia

tri tra vé

Range lookup  Gia tri logic xac dinh viéc tim ki€m la chinh xac hay gan

ding, néu la:
TRUE hay 1 Cot dau tién phdi duoc sap xép tang dan (khi d6 cé
thé bd qua tham so6 thit 4 nay).
Khi khong thiy s€ 14y két qua gan ding, vi thé con goi
l1a do tim khong chinh x4c.
FALSE hay 0 Cot dau tién khong can sap xép . Tim chinh xéc, tra vé
#N/A néu khong thiy. (Xem vi du 6 trang 72)
Vi du : Bang sau 12 két qua thi clia hoc sinh, dua vao diém Trung binh
hay xé&p loai hoc sinh theo thang diém :
] ] ] ]
Kém 5 Trungbinh 7 Kha 8 Gioi 9.5 Xuatsic
Pé ding ham VLOOKUP, ta can thuc hién c4c budc sau :

- Trong mién C15:D19 gd vao thang diém trén dudi dang cot. Vi day la
cach do tim khong chinh xac (trong mot khoang) nén chi g vao can dudi
(theo chiéu tang) ciia moi loai.

Nhu vay :
lookup_value 1 E3 (diém Trung binh clia hoc sinh thit nhat)

table_array la mién $C$15: $D$19 (mién dia chi tuyét d6i, khong dua
hang tieu dé C14: D14 vao)
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col_index_num 1a 2 vi can ldy gia tri cia cOt Loai, cOt nay c6 so thi tu la
2 trong mién $C$14: $D$19.
range_lookup 12 1 hoac TRUE déu duoc, cé thé b qua tham bién nay
- Tai 6 G3 dién vao cong thitc = VLOOKUP(E3,$C$14: $D$19,2) ta nhan
duoc Trung binh
- Copy cong thitc & 6 G3 xudng cac 6 tir G4 dén G12, Excel s€ xép loai cho
céac hoc sinh con lai.

A B C D E F G
2| IT | Tén | Todn Tin |Trung binh| Xépthit | Xép loai
3 1 |Hung 4 7 5.5 ”
4| 2 |[Binh 6 8 7.0 /m(a
5 3 |Van ) A/Gidi
6 4 B = VLOOKUP(E3,$C$14: $D$19,2) UAL Sc
7 5 |Doanh 5 8 6.5 Trung binh
8 6 |Loan 5 4 4.5 Kém
9 7 |Anh 9 6 7.5 Kha
10| 8 |[Thu 3 5 4.0 Kém
11] 9 |Khanh 6 7 6.5 Trung binh
12| 10 [Ngan 10 8 9.0 Gioi
13
14 Piém Loai
15 0 Kém
16 5 Trung binh
17 7 Kha
18 8.5 |Gioi
19 9.5 |Xuait sac
20
21 | Piém 0 5 7 8.5 9.5
22 |Loai | Kém |Trungbinh| Kha Gioi Xudt sac
HLOOKUP((lookup_value, table array,

row_index num,range lookup)
Ham nay hoat dong giong nhu ham VLOOKUP, diém kh4c 1a :
Lookup value  Gia tri dugc tim ki€m trén hang dau tién ctia Table_array
Table array Vung tim ki€ém viét thanh hang
Row_index num S6 tht tu hang trong table_array, noi HLOOKUP sg lay
gid tri tra vé
- Trong mién A21: F22 ta gd vao thang diém trén dudi dang hang, chud y
chi g6 vao can dudi (theo chiéu tang) cia moi loai.
Nhu vay :
lookup_value 12 E3 (diém Trung binh cta hoc sinh thit 1)
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table_array la mién $B$21: $F$22 (mién dia chi tuyét doi, khong dua
cot tiéu dé A21: A22 vao)

row_index_num 1a 2 vi can 14y gia tri ctia hang Loai, hang nay c6 so thi tu
la 2 trong mién B21: F22.

- Tai 6 F3 dién vao cong thitc = HLOOKUP(E3,$B$21: $F$22,2), ta nhan

duoc Trung binh
- Copy cong thitc & 6 G3 xudng cac 6 tir G4 dén G12, Excel s€ xép loai cho
céac hoc sinh con lai.

3.7. Ham Co so dit liéu

Xem muc IX. 4. Cadc ham CSDL (trang 55)

V. PO THI

Kha ning biéu dién so liéu bing d6 thi cia Excel rat phong phi. Céc
biéu d6 duoc cai dat trén bang tinh ting thém sitc hap dan va thuyét phuc
cta so liéu.

1. Cac budc tao doé thi mai
1 - Chon mién dit liéu can dua vao vé do thi, vi du B2:F6, chi y chon ca
hang tieu dé 1992, 1993.... va cot tén cdc bang tinh dé 1am nhéan cho

do thi.
A E C D E F G

| THONG KB TINH HINH SUDUNG CAC BANG TINH

2 1993 1994 s 1998
3 1 20
1 2 50 20 3
5 3 -:- 43 0
b 4 5
=

1 -Chon biéu tuong (ChartWizard), con trd chuodt tré thanh dau +

2 -X4c dinh mién hinh chit nhat tai viing tréng cua bang tinh dé dua do thi
vao bang céch trd chuodt vao dinh tréi trén clia nd, 4n va gilt nuit trdi dong
thoi kéo chudt vé dinh phai dudi, tha nit chuot, xuit hién hop thoai
ChartWizard - Step 1 of 5

3 -Néu can, sua lai dia chi cua mién dit liéu dua vao vé do6 thi trong
khung Range bang cach go truc ti€p hoiac ding chudt chon mién dit
liéu can thiét (xem trang 13)
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= ChartWizard - 5tep 1 of b

If the selected cells do not contain the data you wish to
chart, select a new range now.

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

Bange: =$B$2:$F$E
| Help | Cancel | < Back I Mext > I Finizh

Y nghia cdc nit trong hop thoai nhu sau :

Cancel :huy bo viéc v€ do6 thi

Next  : chuyén sang budc ti€p theo

Back  : quay tré lai budc trude

Finish :tu dong thuc hién tit ca cac budc cho dén két thic

Né€u chon Next, xuat hién hop thoai ChartWizard - Step 2 of 5 véi
15 kiéu d6 thi cua Excel (9 nhém loai hai chiéu va 6 nhém loai 3
chiéu).

5 -Chon mot ki€u do thi (vi du 3-D Column), ¢ thé gb ky tu c6 gach
chan cta kiéu can thiét r6i an - .Chi y ring loai Pie chi 4p dung cho
mot diy s, va thudng ding dé so sanh mot véi tit ca cdc yéu to, vi
du so sanh s6 hang ban dugc ctia 1 quy v6i ca nam.

= ChartWizard - Step 2 of b
Select a chart type:

Area Bar Column Line
Doughnut Radar # [Scatter] | Combination

3-D Line 3-D Pie

3-D Column

| Help | Cancel | < Back I Mext > I Finizh

Chon Next, xuét hién hop thoai ChartWizard - Step 3 of 5 véi cac
dang cua ki€u do thi dugc chon.
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= Chartvizard - Step 3 of b

Select a Format for the 3-D Column chart:

Help Cancel < Back I Mext > I Finizh

6 -Chon mot dang cho d6 thi, néu ding ban phim, go s6 thi tu ctia dang
can chon (vi du g6 s6 4).
Chon Next, xudt hién hop thoai ChartWizard - Step 4 of 5 v6i d6
thi ciia mién dit liéu duoc chon.

= ChartWizard - Step 4 of &

Sample Chart

) Columns

Uze First |1_E Row(z]

for Category [X] Axiz Labels.

Uze First |1 E Column(z]

for Legend Text.

1112 1111 1114 REEH

| Help | Cancel | < Back I Mext > l Einizh

7 -Néu cén thay doéi, stra céc thong s sau day cho do thi :
Data Series in : V& dit 1iéu theo hang (Rows) hay Cot (Columns)
Use First Colums (Rows): St dung Cot (Hang) thi ...

for Category [X] Axis Labels : 1am tiéu dé cho truc X
for Legend Text : lam van ban cho chu thich.

Chon Next, xuat hién hop thoai ChartWizard - Step 5 of 5.
8 -Dién cédc thong s6 sau :

Add a Legend : (Yes/No): C6 b6 sung chii thich clia céc day s6 liéu vao
do thi khong ?
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= Chartizard - Step b of b

Sample Chart

Add a Legend?
(% Yes
| Mo

Chart Title:
[tinh hinh sd cac bang tinh
Axiz Titles

. . Category [®]: |H|E|m
1112 1131 1114 1115 Value [£]): I
.- Series [Y]: I

| Help | Cancel | < Back Mext > I Finish I

txak hxak zd c_c bilng t¥ak

Chart Titles : Tiéu dé chung cua d6 thi
Axis Titles  : Tiéu dé cla céc truc
Category [X] : Tiéu dé cho truc X
Value [Z]  : Tiéu dé cho truc Z (trong khong gian 3 chiéu)
Sau cac budc trén, mot do thi s€ dugc dua vao bang tinh tai vi tri da dinh.

2. Thiét lap lai do thi

1 -Chon d6 thi bang cach tro chuot vao trong 1ong nd va bam niit trai.
Xuat hién khung bao quanh d6 thi v6i cdc chAm vuong & cic goc va
gifra cdc canh.

[ o = o]

tinh hinh sd ¢ic bang tinh

B Lotus
B Q. pro
O Bzxcel
E Khic

=

o

2 -Chon biéu tugng ChartWizard, Excel 1an luot dua ta tr& lai cac budc
da néu trén.
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3. Chinh stra dé thi

a - Chinh suia cdc doi tuong :

1 -Trd chuot vao trong long d6 thi va nhdy dip, xuét hién khung chit
nhat ¢4 canh 1 cdc soc chéo véi cham vuodng hodc mot ctlra s riéng.

2 -Dé sura kiéu d6 thi chon Format, Chart Type

Dé stra cdc d6i tuong khdc, nhdy dip tai d6i tugng cén thiét (vi du tiéu
dé chung cua do6 thi), xuit hién khung chit nhat véi chAm vuong tai
cac goc va giira cac canh. Chon Format. Noi dung muc dau tién cta
menu doc tuy thudc viéc truéc d6 doi tuong nao dugc chon, nhu
trong vi du nay la Select Chart Title (tiéu dé ciia do thi). Chon muc
nay va tién hanh cac chinh sira can thiét.

bé Cdn

Thay doi kich thudc Tro chudt vao chdm vudng sao cho xudt hién
mii tén 2 dau, kéo va tha nd tai vi tri mdi.

Chuyén doi tugng ~ Tro chudt vao mot canh sao cho xudt hién X,
kéo va tha né tai vi tri méi.

Xod mot doi tuong  An phim Delete

Két thiic sita Tro chuot vao viing ngoai do thi bAm nut trai.

A A A A A r i rrarrrrss sy
==

tinh hinh sd cic bang tinh

=

B Lotus
B0 pro
O Bxcel
E Khic

\."'.."'..\.'\."'.."'..'\.\."'.."'.."ﬁ.'\."'.."ﬁ.'\."\."ﬁ.'\.'\."h."'..'\."h."'..'\."ﬁ."l.'\."'.."'..\.'ﬁ.‘h‘ﬁ.‘h\.‘ﬁ.‘h\h‘.\h‘.\h‘h‘.‘ﬂh‘dﬂh\.‘*
it R R T e e s s e bbb b Rt R bt b e

SEPRRRERTTRRPRRTERRRPRRERTPRRIRLEPRPRRRLERRRRRLERERRREETPRRRRRLEPRRRRLLPRRPRRRELRRPRIRLLRRIIRE
b - Bo sung / bé duong ké ludi :
1 -Tro chuot vao trong long do6 thi va nhdy dip, xuét hién khung chit
nhat ¢6 canh la cac soc chéo v6i cham vuong.
2 -Chon Insert, Gridlines. Danh dau chon vao cdc 0 cin thiét dé bo sung
cac dudng ké ludi, bd dau chon dé huy bd cac dudng nay:
Major Gridlines Puong ké chinh
Minor Gridlines Puong ké phu
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¢ - B6 sung thém duong biéu dién :
Vi du : dé b6 sung thém dudng biéu dién so liéu ctia nam 1996 vao do thi :
- Chon mién dit liéu can bd sung (mién G2:G6)
- Kéo va tha mién nay vao do thi.

4. 6 thj kieu dén chiéu (Slideshow)

C6 thé tao nhiéu dang dé thi cho mot hodc nhiéu bang tinh sau do6
cho trinh chi€u ra man hinh nhu phim dén chi€u véi cdc kiéu man
hinh, thoi gian chuyén va am thanh phat ra tru6c mdi lan chuyén.

a - Tao do thi kiéu den chiéu theo cic buéc sau :
1. M6 mot hodc nhiéu bang tinh dda tao do thi.
2. Chon File, New. Hop thoai New xuat hién (¥)

Hew:
o

Shdes Cancel

Help

3. Chon Sildes
4. Chon OK (hoac a4n ). Xuat hién man hinh Slides1

A | B | C | D |
1 | | Paste Slide | | Edit Slide... || Start Show | | Set Defaults... |
2 | Cu; Row I | Cupz Row Iﬂste Row I | Deéete Row I | E
3 |Slide Image Effect Type |Effect Speed|Slide Advance|Sound File
; .
b
7
]
q
10
11
12

5. Tt menu chinh chon muc Windows, chon bang tinh ¢6 cac do thi da veé.
6. Chon d6 thi can dua vao dén chiéu.

" Néu khong xuat hién hop thoai ndy, ta chon muc Tools, Add-In, sau d6 danh ddu chon
vao muc Slideshow Template (néu muc ndy c6, néu khong, phai cai bé sung tinh niang
nay cho Excel).



Khoa CNTT - VOH Md Excel 44

7. Tt menu chinh chon muc Edit, Copy hoac an Ctrl + V, xuat hién duong
dut nét chay xung quanh do thi.

8. Chon Windows, chon tiép Slidesl. Xuat hién man hinh Slides1 nhu trén.
9. Chon niit Paste Slide. Xuat hién hop thoai Edit Slide :

Effect  : Chon cac kiéu man hinh chuyén ti€p gitta hai d6 thi :
Cut throught black : Mau den
Fade : Sang (t6i) dan
Vertical blinds : Manh cu6n theo chiéu diing

Horizontal blinds : Manh cudn theo chiéu ngang ...
Test : Xem thtr ki€u man hinh chuyén tiép.
Advance : DPat mot trong hai tuy chon sau :

Manual : Néu chon, s€ tat ch€ do tu dong chuyén tié€p tir do thi nay
sang do thi khac. Khi trinh chiéu ta phai &n phim ddu cich
hodc nit chuot thi Excel méi chuyén sang do thi sau.

Time : Tu dong chuyén ti€p tir d6 thi nay sang do thi khac sau
thoi gian bao nhiéu giay (phai cung cip con so tai 6 nay).

= Edit Slide

-Transition Gallery Advance

Effect: ® Manual

Cut through Black C Timed (sec]:
Fade | |
Yertical blinds 3

Horizontal blinds
Box in A ~Sound

Box out

Choosze.__

Speed:

L]

Slow s

¥ared Siapnamgd

Sound  :Pit am thanh cho kiéu dén chiéu.
Choose  : Chon file am thanh (c6 tén * WAV) trong thu muc Windows
Test Sound : Nghe thu &m thanh

Clear : X04 bo viéc cai dat am thanh
10. Chon OK dé két thic viéc tao kiéu do thi den chi€u. Man hinh Slides1
xuat hién.

11. Lap lai cac buéc tir 5 dén 10 dé tao kiéu do thi dén chiéu khac.
12. Dé trinh dién cdc kiéu do thi dén chi€u, chon nit Start Show clia man
hinh Slide1. Hop thoai Start Show xuat hién
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[~ :Repeat show until 'Esc’ i pressed :

Initial Slide: 1 Cancel

L« -
1 Help

- Néu danh dau chon vao 6 Repeat show until 'Esc’ is pressed thi dé
nglng viéc trinh dién ta phai 4&n phim Esc
- Trong hop Initial Slide : Chi dinh trinh dién d6 thi dén chiéu tha
may.
13.Dé ghi lai tép cac kiéu dé thi den chiéu, chon niit File, chon ti€p :
-Save  : Chap nhan tén file mac dinh Ia SLIDE1.XLS
- Save As : bat tén khéc cho file
b - Stta do thi kiéu dén chiéu
1. M6 file dén chi€u cin chinh stra. Clra s6 man hinh clia dén chiéu
xuat hién.
2. Thuc hién cac thao tac chinh sua :
- B6 sung thém do thi den chi€u : m& bang tinh c6 cac d6 thi da vé
roi thuc hién cac budc tir 5 - 10 clia muc a & trén.
- Chinh stra c4c thong so clia mot ki€u do thi :
+ Chon do6 thi (Slide Image) can chinh stra
+ Chon nut Edit Slide
+ Stra cac thong s6 theo y muon
- Xo4 mot kiéu do thi :
+ Chon d6 thi (Slide Image) can xod
+ Chon ntt Delete Row
3. Két thiic viéc stra, chon biéu tuong Save
c - Trinh dién do thi kiéu den chiéu
1. M¢ file den chiéu can thiét.
2. Chon nit Start Show (budc 12 cia muc a & trén)

VIL KIEU TRINH BAY

Giong trong Word, céc kiéu trinh bay (Style) gitp dinh dang cdc 6 cua
bang tinh mot cach nhanh chéong va thong nhat.
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1. Tao mot kiéu trinh bay mdi
- Pua con trd vé 6 (hoac chon mién) cin tao, néu la bang tinh méi dua con
trd vé 0 Al.
- Chon muc Format, Style. Xuat hién hop thoai Style

Style Name: [T *| oK

—Style Includes
[*X Mumber Standard

Cancel

[X Font W¥nTime 12 Modify. .

X Alignment General, Bottom Aligned Add

[*x Border Mo Borders Delete
[X Patterns Mo Shading Merge. .

[X Protection Locked Help

04

- Trong khung Style Name chon kiéu trinh bay da tao hodc go vao tén cho
kiéu trinh bay mdi.
- Chon nut Modify. Xuat hién hop thoai Format Cells (xem trang 18)
Number  : Dinh dang so
Aligment : Canh bién (dong hang)

Font : Binh dang ky tu
Border  :Ké khung
Pattern  : Dat mau nén

Protection : Bao vé 0
- Tién hanh dinh dang dit liéu.
- Chon Add dé bo sung kiéu trinh bay méi.
- Chon OK dé két thic.

2. Ap dung mét kiéu trinh bay
a. Dung Menu
- Pua con tr6 vé 6 (hoidc chon mién) can 4p dung
- Chon Format, Style
- Chon kiéu trinh bay tuong ting tir danh sach Style Name
-OK

b. Dung thanh cong cu (giong thao tac copy dinh dang cia Word)
1 - Pua con trd vé 6 (hodc chon mién) can 4p dung
2 - Chon biéu tugng Format Painter (chéi son). Con tré chudt lic nay ¢
kém theo chdi son.
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3 - Dung con tro chuot dé chon (boi den) nhom 6 can dinh dang theo ki€u
trinh bay.
Pé ap dung mot kiéu trinh bay cho cdc mién rdi rac (cdch xa nhau), &
buéc 2 ta can 4n doi nit chuot tai biéu twong Format Painter. Sau buée 3,
chon biéu tugng nay 14n nita dé két thic viéc.

VIII. MACROS

Ciing giong trong Word, cdc Macro cua Excel diung dé tu dong céc
cong viéc ma ta phai thuong xuyén thuc hién. Ching c6 thé gan cho phim
néng, thanh cong cu hodc menu dé tién cho viéc sir dung.

1. Ghi mot Macro méi
1 - Chon Tools, Record

- Chon Macro Record New dé thu Macro méi

- Chon Use Relative Reference dé thu Macro theo dia chi tuong doi,
nghia la néu khi thu macro, thao tac thuc hién trén mot 6 thi khi
chay, thao tdc d6 s€ dugc thuc hién tai mot 6 khac hoac mot day céc
0.

Xuat hién hop thoai Record New Macro :

2 - Trong 6 Macro Name g6 vao tén cho Macro (bat diu biang chit cdi, sau
dé6 1a cac chir cdi hoac con so0, khong dugc dung cac ky hiéu, dau cach
hoac dau tiéng Viét).

3 - Trong 6 Description gd vao 10i mo ta cac cong viéc ma Macro nay sé€
thuc hién.

4 - Chon Options. Trong khung Assign to chon cach gan Macro cho Menu
hay tao phim go tat cho né.
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Fecord Hew Macro HE |
i g
Macro Mame K |
IF'hanTram

. Cancel |
Dezcription;

Macru:u recorded 04-07-1 EBE by L& I]uan; Huy -
E1idi 28 ra phdn tram, dién déu %, 13 1 58 thap phan,

in dam, gach chan *
—Aezigh to

¥ tenu ltem on Tools Menw:
P fra
¥ Shortcut Key:

ELrI+|e
—Store in Language
% Perzonal Macro Workbook " isual Basic
i~ Thiz Warkboak = M5 Excel 4.0 Macra
" Mew'workbook

+ Néu danh dau chon vao muc Menu Item on Tools Menu,
tén ciia muc. Sau nay néu chon muc Tools tir menu chinh, ta s€ thay
muc nay duoc xép vao cudi cia menu doc.

+ Néu danh ddu chon vao muc Shortcut Key, Excel dé nghi mot Ky tu bat
dadu béing chit e, n€u muon ta c6 thé xoa chit e va go vao ky tu khdc.
Sau nay dé chay Macro &n t6 hogp phim Ctrl+phim nay. Luu ¥ ring
phim tét trong Excel phan biét chit hoa vdi chit thuong. Vi du khi gd
vao chit E lam phim tét, lic thuc hién macro phai badm Ctrl+Shift+e.

5 - Trong khung Store in, chon Personal Macro Workbook dé c6 thé dung
Macro nay trong cac bang tinh khac, néu khong Macro chi ¢6 tac dung
tai tap bang tinh hién thoi (This WorkBook) hoac trong bang tinh méi
(New WorkBook).

6 - Chon Visual Basic dé cédc thao tdc ma ta thu duoc thé hién biang ngon
ngit nay trong mot don thé (Module)

7 - Chon OK dé bat d4u ghi lai cdc thao tdc. Nhu & vi du nay, ta cin chon
céc biéu tuong %, 1ay thém s6 1€, in dam, gach chan.

8 - Chon nut Stop dé€ két thic viéc ghi Macro. Néu khong thay nit nay,
chon muc Tools, Record Macro, Stop Recording.

2. Gan Macro cho thanh cong cu
- Chon View, Tools. Xuat hién hop thoai Toolbars
- Chon nut Customize.
- Trong khung Categories chon Custom.
- Kéo mot biéu tuong it dung nao d6 trén thanh cong cu va tha trén bang tinh

dé c6 chd. Kéo mot niit cuia hop thoai Customize va tha trén thanh cong cu.
Xuat hién hop thoai Assign Macro.
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- Chon tén ctia Macro can thiét (néu c6) tir danh sdch. C6 thé chon nit
Record va thuc hién cic budc tir 2 dén 8 clia muc 1. & trén dé tao va gan
mot Macro méi cho thanh cong cu.

- Chon OK
- Chon Close

3. Chay Macro

a - Pua con trd vé chod can dp dung Macro.

b - Chon biéu tugng ctia Macro, hodc tir Menu chinh chon Tools, sau d6
chon ti€p muc can thiét, hodc an t6 hgp phim néng tuy theo trudc dé ta
da gan Macro cho thanh cong cu, Menu hoéc 4n t6 hop phim néng.

Ciing c6 thé chay mot Macro theo céch sau :
- Chon Tools, Macro. Hop thoai Macro hién ra.
- Chon Macro can thiét tir danh sach Macro Name.
- Chon nut Run.

4. Xoa Macro
- Chon Tools, Macro. Hop thoai Macro hién ra.
- Chon Macro can xoa tir danh sach Macro Name.
- Chon Delete, Yes

IX. QUAN TRI DU LIEU

1. Khai niém co ban

Co s6 dit liéu (CSDL) 1a tap hop cac dit liéu duoc sap x€p trén mot ving
chit nhat (gém it nhét 2 hang) ctia bang tinh theo quy dinh sau :
- Hang dau tién ghi cac tiéu d¢ cta di liéu, moéi tieu dé trén mot cot. Cac

tieu dé nay duoc goi la truong (field)
- Tu hang thi hai trd di chda dit liéu, moi hang 1a mot ban ghi (record)
-Chuiy : + Tén cac truong phai l1a dang ky tu, khong duge dung s6, cong
thitc, toa do 0...).Nén dit tén trudng ngan gon, khong triing 1ap.
+ Khong nén c6 mién rong trong CSDL

2. Sap xép dir liéu

- Néu dinh sap xé€p cho toan bo CSDL: vé 6 bt ky cia nd. Néu chi dinh sap
x€p cho mot s6 ban ghi : chon mién dir liéu cdn dua vao sip xép. Xuat
hién hop thoai Sort. Excel c6 thé sip xé&p theo 3 khod (diéu kién). Chon
(bam nut chuot tai) ¥ cta khung nay. Xuat hién danh sach trai xuéng ghi
tén hoac thi tu cac truong. Chon trudng can thiét.
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~Sort By
[Tén [2] @® Ascending 0K
() Descending Cancel
~Then By -
|Tlung binh E () Ascending ‘%l
® Descending
Help
~Then By '
|Tin E ' Ascending
@® Descending
~My Lizt Has
® Header Row (' No Header Row

Sau day la y nghia cic muc :

- Sort by : cOt uu tién nhat trong khod sap xép.
- Then by : cOt uu tién thi hai va thi ba trong khoa sap xép
- Ascending  : sap x€p tang dan

- Desending  : sap x€p giam dan
- My List Has : Header Row (hoic No Header Row): mién dit liéu
chita (hoiac khong chita) hang tiéu dé

Nut Option
- Case Sensitive : phan biét chit hoa v6i chit thuong
- Orientation

Sort Top To Bottom : sap x€p cac dong trong CSDL
Sort Left To Right : sap x€p cac cor trong CSDL
Chon OK dé bt dau sip xép.

Hinh trén 12 hop thoai Sort v6i cdc thong s6 dé danh sach dugc xép theo
van A, B, C cta Tén, nhitng ban ghi tring tén x€p nguoi c6 diém Trung
binh cao lén trén, nhitng ban ghi tring diém Trung binh xép ngudi cd
diém Tin cao lén trén.

3. Loc dir lieu
a - Cdc yéu to co bdan
Pé thuc hién loc dit liéu, phai xdc dinh cdc yéu t6 co ban sau trén bang tinh :

- Mién dit liéu (Database) : chiia toan bo dit liéu can xir 1y, ké ca hang tiéu dé.

- Mién tiéu chudn (Criteria) : 12 mién bat ky trén bang tinh ngoai ving
CSDL, chia cdc tiéu chuan (diéu kién ma cdc ban ghi phai thai man).
Mién tiéu chudn gém t6i thiéu 2 hang : hang diu chita tiéu dé ctia mién
tieu chudn. C4c tiéu dé nay hodc 1a tén trudng hoic 12 tén bat ky phu thudc
vao phuong phdp thiét 1ap tiéu chudn truc ti€p hay gian ti€p). Tir hang thit
hai trd di 1a tiéu chuan ctia CSDL.
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Mién tiéu chudn so sanh_truc tiép (TCSSTT): cho phép dua vao cic
tieu chuin dé so sdnh dir liéu trong mot trudng véi mot gia tri nao do.
TCSSTT dugc tao ra theo nguyén tac sau :

- Hang du ghi tiéu dé cho céc tiéu chuén, ldy tén truong lam tiéu dé.

- Hang tht hai tr& di d€ ghi cdc tiéu chuén so sdnh, trudc céc gia tri d6 ¢
thé thém céc toan tir so sdnh nhu >, >=,<, <=. C4c tiéu chuin trén cling
hang (thuong duoc goi 1a diéu kién va - and) dugc thuc hién dong thoi.
Ciac tieu chudn trén cdc hang khdc nhau (thudong dugc goi 1a diéu kién
hodc la - or) dugc thuc hién khong dong thoi.

Vi du vé cach viét TCSSTT :

Tén Loc ra nhitng nguoi tén 1a Binh
Binh
Trung binh | Loc ra nhiing ngudi dat diém
>=5 Trung binh tir 5 tr& 1én
Tudi Loc ra nhitng ngudi 18 tudi
18

Dé loc ra nhitng ngudi dat diém Trung binh tir 5 dén 8 (trong khodng)
lam nhu sau :

Trén hang tiéu dé cla tiéu chudn phai c6 2 6 déu ghi truong Trung binh,
ngay phia duéi ghi diéu kién (trén cang mot hang) :

Trung binh | Trung binh

>=5 <8

Dé loc ra nhimg ngudi Xép loai Kém hodc Giodi, Xuat sic (tdc 1a di€ém
Trung binh duéi 5 hoac trén 8 (ngoai khodang) 1am nhu sau:
Ngay phia dudi ghi diéu kién (trén hai hang) :

Trung binh
<5

> 8

PE loc ra danh sdch Nam hoic Tuéi trén 21 :
Diéu kién ghi trén hai hang :

Tubi GT

Nam

>21
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Mién tiéu chudn so sanh gidn tiép (TCSSGT) hay con goi 12 tiéu chudn
cong thic: cho phép dua vao cdc tiéu chuin dé so sanh dit lieu hoic mot
phan dit liéu trong mot truong véi mot gia tri nao d6. TCSSGT duoc tao
ra theo nguyén tac sau :

- Hang dau ghi tiéu dé cho cac tiéu chuin. Tiéu dé nay c6 thé dat bat ky
nhung khong duoc trung véi tén truong nao.

- Tir hang thit hai tr&d di ghi cdc tiéu chuén so sianh, méi tiéu chudn 1a mot cong
thic. Cong thiic nay phai chita dia chi cia ban ghi dau tién. Két qua thuc hién
cong thic nay 1a mot gia tri Logic : TRUE (Diing) hoac FALSE (Sai)

Nam sinh
=YEAR(C3) < 1975 Sinh truéc 1975

Khi 4n . , tai 0 tiéu chudn nay s& xuat hién FALSE (vi Nam sinh cua
Hung 12 1978)

Ngay sinh chan
=MOD(DATE(C3),2) =0 | Sinh vio Ngay chin
Khi 4n J , tai 6 tiéu chudn nay s& xuat hién TRUE (vi Ngay sinh cua
Hung 1a 30)
- Mién dich (Copy to) : mién tréng trén bang tinh, ding dé chida céc ban
ghi dat tiéu chuén.
b - Loc tu dong (AutoFilter)
- Chon mién dit liéu dinh loc (k€ ca hang tiéu dé).
- Data, Filter
- Chon AutoFilter, Excel tu dong chén nhitng miii tén vao bén phai cta cac
tén truong.
- Chon ¥ tai cot chita dit liéu dung 1am tiéu chuén dé loc (vi du tai cot Xép loai).
- Chon mot trong cdc muc tai Menu :
[All] : Hién toan bo cac ban ghi
[Blanks] : Chi hién cac ban ghi trong

[Nonblanks] : Chi hién cac ban ghi khong trong
[Custom ...] : Dung céac toan tir so sanh (s€ dugc trinh bay chi tiét
trong phan tié€p theo)
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KET QUA THICUOIKY - LOP TIN HOC €0 50

TT Ten Nedy sinh Tudi GT Toan Tin 08 X wanion
[  [s B [ [EE R ME e 3]

1 Hiing =~ 30-01-78 Narn 4 7 55 |0 |+

[Custom__]

2 Binh ~ 21-08-74 INiT 5 8 7| | Gidi —

3Van | 12-11-70 i & 5 85 |gem

4Binh | 15-06-77 Narn 5 10 9.5 |Trung binh

5 Doanh | 05-12-76 Narm 5 & 6.5 ’[“E‘ig:ﬂfgf r

6 Loan = 18-09-77 INiT 5 4 45 6 Kem

7T Anh | 23-04-68 Ham 9 & 75 3Khi

§ Thu = 01-05-73 INiT 35 4 5 Kém

9 Khénh = 26-02-71 Harm 6 7 65 4[Trung bintl
10 Ngan ~ 12-05-75 1Nt 0 8 3 2 Gibi

Phan con lai 1a danh sach gid tri cua cdc ban ghi trong CSDL tai cot
d6. Khi can loc céc ban ghi theo mot gid tri cu thé nao d6 chi can chon gia
tri d6 trong Menu (vi du chon Trung binh).

Dung cdc todn tit so sanh

Khi chon muc nay xuat hién hop thoai sau vé6i 2 khung nho dé ghi tiéu
chuén so sanh :

Chon 1 tiéu chudn : trong khung thit nhat (khung trén) :

= Custom AutoFilter

Show Rows Where:

~Trung binh

|< |£I |5_5 E | Cancel .
Oand @ oOr i ]

Usze 7 to represent any single character
Usze * to represent any senez of characters

- Nhan nut chudt tai £ bén trdi, chon mot toan tir so sanh (=, >, >=, <, <=, <>).
G0 vao hoac bam nuit chuot tai £ bén phai, sau d6 chon mot gia tri dinh so sanh.
- Chon OK

Chon 2 tiéu chudn : trong khung thit hai :
- Dit tiéu chudn thit nhat (nhu da trinh bay & trén)
- Chon nit And (Va, trong khoang doi v6i s6) hoac Or (Hodc la, ngoai
khoang doi véi s6)
- Pit tiéu chudn thit hai : bAm nit chuot tai & bén trdi, chon mot todn tir so
sanh (=, >, >=, <, <=, < >). G6 vao hodc bam nit chudt tai L bén phai,
sau d6 chon mot gia tri dinh so sénh.
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- Chon OK

Hinh trén dat tiéu chuian loc danh sdch hoc sinh Kém, Gidi, Xuat sic
(diém Trung binh <=5.5 hoic >=8.5)

Huy loc dit liéu :
- Huy loc trong 1 ¢6t . Bam nat chuot tai £ cua cot do, chon [All]
- Huy loc toan bo : - Data, Filter, chon AutoFilter dé xo4 diu v/

- Hién lai tdt cd cdc hang trong danh sdch duoc loc -
- Data, Filter, Show All

¢ - Loc ndng cao (Advanced Filter)

Advanced Filter dung dé tim cdc ban ghi thoda man céc diéu kién phiic
tap hon. Chtc niang loc nang cao ndy ting vdi vdi cdc tiéu chudn so sanh
gidn ti€p, bat budc phai ding mién tiéu chuan. Cac budc nhu sau :

- Tao mién tiéu chuan.

- Chon mién dit liéu dinh loc

- Data, Filter

- Chon Advanced Filter, y nghia cic muc trong hop thoai Advanced

Filter nhu sau :
Action :

Filter the List, in place : Loc tai cho (ngay tai vi tri cia CSDL chi

hién cdc ban ghi thoa man tiéu chuin loc)

Copy to Another Location : Trich cdc ban ghi dat tiéu chuén loc sang

mién khéc ctia bang tinh, dia chi cia mién
nay dugc x4c dinh tai khung Copy fo

List Range : Dia chi mién di liéu nguoén dem loc
Criteria Range : Dia chi mién tiéu chuén
Copy to : Dia chi mién dich dé chiia c4c ban ghi dat tiéu chuén loc)

Unique Record Only : Chi hién 1 ban ghi trong s6 cac ban ghi tring nhau.

Vi du : DE loc ra danh sdch céc hoc sinh Nit dat diém Trung binh tir 7
tré 1én (Xép loai tir Kha trd 1én) ctia danh séch trén trang 55 ta dién vao céc
muc trong hop thoai Advanced Filter nhu hinh sau.

= Advanced Filter

Action
(' Filter the List. in-place
® Copy to Another Location Cancel

List Range:  [$A$2:3J$12
Criteria Range: [$E$14:$H$15
Copy to: |$ﬁt$1 /31326

Help

7k

[T Unique Records Only
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Két qua 12 tai mién A17 : J20 ta c6 cdc ban ghi dat tiéu chudn da néu.
Al B| ¢ |D|E|F |G| H | 1 [ 1
1 KET QUA THI CUOI KY - LGP TIN HOC CO SO
2 |TT| Tén |Ngay sinh|Tuoéi| Gt |Toan |Tin|Trung binh|Xép thit| Xép loai
3| 1 |Hung | 30/01/78 Nam| 4 7 5.5 8 Trung binh
4 | 2 |Binh 21/08/74 N 7 7 7.0 5 Kha
S| 3 |Van 12/11/70 N 8 9 8.5 3 Gioi
6 | 4 |Binh 15/06/77 N 9 10 9.5 1 Xudét sac
71 5 |Doanh | 05/12/76 Nam| 5 8 6.5 7 Trung binh
8| 6 |Loan | 18/09/77 N 5 4 4.5 9 Kém
9| 7 |Anh 23/04/68 Nam| 9 6 7.5 4 Kha
10| 8 |[Thu 01/05/73 N 3 5 4.0 10 |Kém
11| 9 |Binh 26/02/71 Nam| 6 8 7.0 5 Kha
12| 10 [Ngan | 12/05/75 N 10 | 8 9.0 2 Gioi
13
14 Gt Trung binh
15 N >=7
16
17| TT | Doan |Ngay sinh | Tuéi| Gt |Toan |Tin|Trung binh| Xép th | Xép loai
h
18| 2 |Binh 21/08/74 N 7 7 7.0 5 Kha
19 3 |Van 12/11/70 N 8 9 8.5 3 Gioi
20| 10 |Ngan | 12/05/75 Nir 10 | 8 9.0 2 Gioi

4. Cac ham Co sé dir liéu (CSDL)

Dung dé tra lai mot gid tri tit CSDL theo mot diéu kién nao do.
CSDL sau day dung dé minh hoa cho cdc vi du.

A B C D

1 [Tén Tuoi Giodi tinh Luong
2 |An 30 Nam 50
3 |Hoa 28 N 40
4 | Thanh 35 Nam 80
5 |Binh 29 N 60
6 |[Van 40 N 100
7 | Phuic 28 Nam 50
8 |Kim 21 N 30
9 | Oanh 38 N 50
10 | Hung 28 Nam 80
11

12 {Van H Tubi Gi6i tinh | Luong
13 |FALSE 28 N >=50
14
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DSUM (database, field, criteria)

Tinh tong trén mot cot (field) cia CSDL (database) thoa man diéu
kién ghi trong mién tiéu chudn (criteria)
Vi du : d€ tinh tong lwong ctia N, tai mot 0 trong ndo dé clia bang tinh,
sau khi nhap cong thic
=DSUM(A1:D10, 4 ,C12:C13)
ta nhan duoc gi4 tri 280.
Trong cong thiic nay :
A1:D10 la dia chi CSDL (database)
C12:C131a dia chi mién tiéu chuin (criteria)
4 12 so thit tu ctia cot luong (coOt can tinh téng) tinh tir cot thit nhat cia
CSDL (cot Tén), c6 thé thay con sé nay bang "Luong”(bao trong ddu
nhay kép) hodc D1 (6 co truong Luong)

Khi chi tinh theo 1 diéu kién thi c¢6 thé thay ham DSUM bdng SUMIF.
Cong thic trén c6 thé thay bing =SUMIF(C2:C10,”Nir’,D2:D10). Nhung
khi tinh theo tir 2 diéu kién trd 1én ham DSUM thé dugc thay bang cong
thiic mang (xem trang 12). Vi du dé tinh téng Luong ctuia nhitng nguoi 1a
Nit ¢6 Luong tir 50 trd 1én, cong thiic sau :

=DSUM(A1:D10,D1,C12:D13)

sé duoc thay bang cong thitc mang :

={SUM(IF(C2:C10="Ni",1,0)*IF(D2:D10>=50,1,0)* D2:D10)}

DAVERAGE (database, field, criteria)
Tinh gia tri trung binh cdng trén mot cot (field) cia CSDL (database)
thoa man diéu kién ghi trong mién tiéu chuén (criteria)
Vi du : d€ tinh tudi trung binh ctia Nit, sau khi nhap cong thiic
= DAVERAGE(A1:D10,2,C12:C13)
ta nhan duoc gid tri 30.4 (Tudi 1a cot thi 2 tinh tir trai sang, vi vay
trong cong thic trén c6 thé thay con s6 ny bang "Tudi")
DMAX (database, field, criteria)
Tinh gia tri 16n nhat trén mot cot (field) cua CSDL (database) thoa man
diéu kién ghi trong mién tiéu chuan (criteria)
Vidu : dé tinh Luwong cao nhét clia nhitng ngudi 28 tudi, sau khi nhap
cong thuc
= DMAX(A1:D10,4,B12:B13)
ta nhan dugc gid tri 80
DMIN (database, field, criteria)
Tinh gia tri nho nhat trén mot cot (field) cia CSDL (database) thoa man
diéu kién ghi trong mién tiéu chuan (criteria)
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Vidu : dé tinh Luong thap nhat clia nhiing ngudi 28 tudi, sau khi nhap
cong thuc
=DMIN(A1:D10,4,B12:B13)
ta nhan duoc gia tri 40
DCOUNT (database, field, criteria)
Dém s6 ban ghi ctia CSDL (database) trén ¢t so (field) thoa man diéu
kién ghi trong mién tiéu chuan (criteria)
Vi du : dé dém s6 ngudi 1a Nit ¢6 Luong tir 50 trd 1én, cong thic :
=DCOUNT(A1:D10,D1,C12:D13) cho ta két qua la 3
Vi du : d€ dém s6 ngudi ¢ chit cai ddu ctia Ten 12 H, sau khi tao mién
TCSSGT véi tieu dé Van H (hodc noi dung bat ky) tai 6 Al12 va
tieu chuan =LEFT(A2,1)="H" tai 6 A13, nhap cong thiic
= DCOUNT(A1:D10, 2 ,D12:D13) ta nhan duoc gid trj 2.
Can chid y rang tai vi tri tham bién thi 2 (field) cia ham DCOUNT chi
dugc ghi s6 thit tu (hodc tén) cla truong s6 bat ky chir khong duoc ghi s¢
thit tu (hodc tén) cua truong ky tu hodc ngay thdng. Nhu trong vi du trén cé
thé 14y s6 4 (chit khong dugc 14y so 1 hoic 3) thay cho s6 2.
DCOUNTA (database, field, criteria)
Pém s6 6 khong rong cua cot bat ky (field) thoa man di€u kién ghi
trong mién tiéu chuén (criteria). Khac véi DCOUNT, trong cong thiic cla
ham nay c6 thé ghi s6 thit tw hodc tén clia trudng bat ky nao ctia CSDL.

5. Tong két theo nhém
a - Tong két theo mot loai nhém (SubTotal) :
Chtc nang méi nay

cia Excel 5.0 cho phép o [ T S

cac dong tong két trong At Each Change in:

mot CSDL. SubTotal s& | e Lok |
% L s . =ep loai |£I

chen tai c4c vi tri can thiét Cancel

cac tinh toan thong ké | Use Function:

theo yéu cau clia nguoi st | [Average 12| [ Remove Al

dung. Céac buéc thuc hién
nhu sau :

Add Subtotal to:

Help

1/ Sip x€p dit liéu theo
truong can tao SubTotal
(6 vi du trén 1a trudong Xép

loat). [¥ Replace Current Subtotals

2/ Chon Data, Subtotals, [T Page Break Between Groups
xuat hién hop thoai [¥ Summary Below Data
Subtotal.

Trong do :
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At Each Change in : Chon truong ma theo trudng nay, tai moi vi tri thay
d61, Excel s& chén vao mot dong Tong két - titc 1a dong thuc hién cac phép
tinh (& vi du trén 12 trudng Xép loai, cit mdi khi chuyén sang loai hoc sinh
khac Excel lai chén dong két qua tinh vao tai cac dong 5,8,12, 15,17).

- Use Function : Chon ham d¢€ tinh to4n tong két dit liéu. Him ngdm dinh
1a SUM. O vi du trén dung ham Average dé€ tinh gia tri trung binh clia
mot sO truong.

- Add SubTotal to : Chon céac truong can tinh toan (& vi du trén la tinh
Trung binh cic trudong Tudi, Toan, Tin, Trung binh).

als | ¢ |[p|E|F|la| B | 1 | J [ K
I KET QUA THI CUBIKY - LGP TIN HOC €O 50
2 |TT Tén Ngaysinh Tudi Gt Tosn Tin Trung hXép thir Xép logi
([- 3| 3van 121170 Nit 8 9 85 3 Gidi
* | 4| 10 Ngin | 12-03-75 it 1o 8 3 2 Gidi
] |s 9 85 875 {3i0i Average
B § Loan | 18-09-77 it 34 4.5 9 Kéim
-7 # Thu 01-05-73 it i a3 4 10 Kém
=] |3 4 45 425 Kém Average
(- |9 2 Hnh = 21-08-74 Mit 7T 7 > kha
10| 7 Anh 23-04-68 Matn 9 8 7.5 4/ kha
11 9 Binh | 24-02-71 Matn 8 & 7 > khi
=] |12 73 7T 717 Kh4 Average
[« 13| 1 Hmg | 30-01-78 Nan 4 7 53 3 Trung binh
14| 5 Doanh 03-12-76 Matn > 8 8.3 7' Trung binh
=l |15 45 7.5 f Trvng binh Avex
i le| 4 Hinh 15-08-T7 it 9 10 9.3 1 Xufft sac
=ik 3 10 35 Xuat sac Averag
[=] 12 66 T2 6.9 {Grand Average

Cac tuy chon khac :

- Replace Current SubTotal : Khi tao dong tong két méi dong nay s& thay
thé dong tong két cii. Theo ngam dinh cdc dong tong két s€ néi ti€p nhau.

- Page Break Between Group : Chén ddu ngit trang tai mdi vi tri ¢6 dong

SubTotal (tic 1a dwa m6i nhém sang mot trang riéng biét).

- Summary Below Data : Dit dong tong két & cudi méi nhém. Néu bo ddu
dong nay sé duoc dua lén trudc modi nhém.
- Remove All : Huy bo moi SubTotal da thuc hién.

3/ Chon Ok dé bat dau tao.

b - Tong két theo nhiéu loai nhém (PivotT able - Bang Tong hop) :

Chic niang nay cua Excel cho phép tu dong hoa qua trinh téng két theo
nhiéu loai nhém, phan tich va danh gid s6 liéu ma sau day chung toi goi la
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Bdng Tong hop.
Bang sau 1a mot CSDL vé doanh thu ciia mdt co quan kinh doanh gom
2 cura hang ky hiéu 1a S6 1 va So 2.

A | B | C | D | E |
1 Ngay Nhanvién Cuahang Sanphiam  Tién
2 | 29-08-97  Huong So 1 Keo 20
3 | 29-08-97 Lan S6 1 Banh 10
4 | 30-08-97  Chi So 1 Banh 40
S | 30-08-97 Nga S6 2 Mut 15
6 | 30-08-97  Van So6 2 Keo 25
7 | 03-09-97  Chi So 1 Banh 30
8 | 03-09-97 Lan S6 1 Keo 45
9 | 03-09-97 Nga S6 2 Keo 20
10 | 04-09-97  Chi So 1 Mut 10
11 | 04-09-97  Van S6 2 Bénh 35
Tir CSDL trén, tong hop theo timg ctlra hang, timg nhan vién va timg ngay
cho bang Téng hop sau :
Ctra hang (AlD) 4
Sum of Tién San pham
Nhan vién Ngay Bénh Keo Mut  |Grand Total
Chi 03-09-97 30 0 0 30
04-09-97 0 0 10 10
30-08-97 40 0 0 40
Chi Total 70 0 10 80
Huong 29-08-97 0 20 0 20
Huong Total 0 20 0 20
Lan 03-09-97 0 45 0 45
29-08-97 10 0 0 10
Lan Total 10 45 0 55
Nga 03-09-97 0 20 0 20
30-08-97 0 0 15 15
Nga Total 0 20 15 35
Van 04-09-97 35 0 0 35
30-08-97 0 25 0 25
Van Total 35 25 0 60
Grand Total 115 110 25 250
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» Cdc khai niém co ban

O bang CSDL trén, tiéu dé clia cdc cot 1a cac "truong” (field): Ngay,
Nhan vién, Clra hang, San phdm va Tién. C4c trudng nay sé tham gia vao
viéc xay dung bang Téng hop nay.

Bang Téng hop duoc chia 1am 4 ving :

Page Field : Toan bo dit liéu dugc téng két theo timg nhém (Item) cua
trudong nay. Page Field lu6n ndm & phia trén cua bang Téng hop. Trong vi
du nay, Page Field la Cira hang gom 2 nhém S6'7 va S6'2.

Row Field : Méi nhém dit liéu cta trudng nay duoc tong két trén mot
dong, vi vay dugc goi 1a "Row". Néu s6 Row Field nhiéu hon 1, PivotTable
s€ tong két cac trudng nay theo kiéu 16ng nhau theo thit tu tir trén xuéng
duéi. Trong vi du nay, c6 2 Row Field 1a Nhan vién va Ngay, truong Nhan
vién duoc tong két trude 161 méi dén trudng Ngay.

Column Field : M6i nhém dit liéu cha trudng nay dugc tong két trén
mot cot, vi vay dugc goi 1a "Column". Néu s6 Nhom nay nhiéu hon 1,
PivotTable s& tong két cdc nhom nay theo thit tu tir trdi qua phai. Trong vi
du nay, cic Nhém dugc tong két thanh céc cot (truong) theo thit tw ABC clia
tén nhém : Banh, Keo Muit.

Data Field : ving chinh ctia Bang Téng hop ghi két qua ctia mot phép
toan. Trong vi du nay, s6 liéu cua trudong Tién dugc dua vao va phép todn
tong két 1a 14y téng (SUM).

» Tao mdi mot Bang Tong hop

- Chon mién dit liéu ké ca tiéu dé cua cdc cot (vi du A1:E11)

- Chon muc Data, PivotTable

Hop thoai PivotTable Wizard step 1 of 4 xuat hién.
- Chon Microsoft Excel List of Database
- Chon Next
Hop thoai PivotTable Wizard step 2 of 4 xuét hién. Néu can, sua lai
dia chi cia mién dit liéu bang cach gb truc ti€p hoac ding chudt chon lai.

- Chon Next. Xuat hién hop thoai PivotTable Wizard Step 3 of 4.

- Chon cic truong dé dua vao cdc viing cua bang bing cach kéo va tha
tén truong & bén phai hop thoai t6i cac ving dugc 4n dinh trong bang.

O vi du ndy ching t6i dua vao cdc miii tén (chi huéng kéo tha) dé ta doc
tién thao tac. Cu thé, ta

Kéo truong thd tai ving
Cira hang PAGE
Nhan vién ROW

Ngay ROW

San phdm COLUMN

Tién DATA
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— PivotTable Wizard - Step 3 of 4

Drag Field Buttons to the following areas to lapout your PivolT able

- BOw Ta show itemz in the figld as row labels.
- COLUMMN  To zhow items in the field az column labels,
- DATA T o summarize walues in the body of the table.
- PAGE To zhow data far one ikem at a time in the table.
.. ............................................................ Hgay
BAGE e COLUMM
N v .

Y'ou can double click field Buttons to customize fields.

| Help | Cancel || ¢ Back Mext » Finizh |

Sau thao t4c trén, hop thoai c6 dang :

= PivotTable Wizard - Step 3 of 4

Drag Field Buttons to the following areas to layout your PivoltT able

- ROWw To shaow items in the figld as mow labels.

- COLUMM  To shaw items in the figld az calumn labels,

- DATA T o zummarnize values in the body of the table.

- PAGE Ta shaw data far ane itern at a time in the table,

Mgay

if

Cita hang San pham| COLUMMN
= | [Nhan vien

Sum of Tién

=l
L]
=T
-
=11
=
=]

Ngay

ROW DATA

IE

Tién

You can dauble click fisld buttons to cuztomize figlds.

Help | | Cancel | | ¢ Back Mext > Finizh

Chon Next dé chuyén sang budc tiép theo. Xudt hién hop thoai
PivotTable Wizard Step 4 of 4.

Trong hop PivotTable Starting Cell ta chi ra dia chi clia 6 dau tién
(gbc trdi trén) ciia bang Téng hop (vi du : néu ta chon 0 A13, Excel s€ tu
dién vao Sheetl!$A$13). Néu khong, bang Téng hop s& dugc dé & Sheet
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mdi (ti€p ngay sau Sheet hién tai).

= PivotTable Wizard - Step 4 of 4

PivotT able Starting Cell: |5heet1 15A%13
PivolT able Name: |Tdng két B4n hanlg

~PivotT able Options
[¥ Grand Totals For Columns

[%X Grand Totals For Rows
[¥ Save Data With Table Layout
[¥ AutoFormat Table

You have finished using the PivotT able Wizard.
Mow vou can customize your PivotT able by using
the FPivolT able Field command on the Data menu.

Help Cancel ¢ Back I Mext » I Finizh l

Trong hop PivofTable Name ta gb vao tén ciia bang Tong hop (trudng
hop cén tao nhiéu bang Téng hop cho mot CSDL), vi du Téng két Bdn hang.

Y nghia cdc lua chon khac nhu sau

Grand Total For Columns ~ : Tao thém cot tong cho mbi s6 liéu cua
Column Field.

Grand Total For Rows : Tao thém hang téng cho mbi s6 liéu cla
Row Field.

Save Data With Table Layout : Bang Téng hop dugc luu trit cling véi
Format dugc tao.

AutoFormat Table : Tu dong tao khuon cho Bang Téng hop

» Diéu chinh Bdng Tong hop

Thay doi vi tri cdc truong : Trong Bdang Tong hop kéo va tha tén trudng
tai vi tri mong muén. O vi du trén, c6 thé ddi chd cho hai trudng Nhan vién
va Ngay bang cédch kéo trudng Nhan vién vé€ bén phai truong Ngdy va thd
tai do.

B0 sung cdc truong :

- Chon 6 bat ky ctia Bang Tong hop

- Chon muc Data, PivotTable

- Thuc hién lai cdc buéc nhu khi tao méi bang Téng hop dé bé sung
truong vao cac vi tri mong muon.

Xod truong : Trong Bang Tong hop kéo tén trudng can xod ra khoi bang.

Stta tén truong : Pua con tro 6 vé trudng can thiét trong Bang Tong hop
va tién hanh sta tén nhu stra dit liéu ctia bang tinh



Khoa CNTT - VDH Md Excel 63

» Thay doi ham so tinh todn

O ché do mic dinh s6 liéu chia ving DATA dugc 14y tdng va cdc cot
hoic hang Total cling dugc 14y tong. Co thé thay déi céc cach tinh nay bing
cac ham s6 khac nhu d€m (Count), tinh trung binh (Average), tim cuc dai
(Max), tim cuc tiéu (Min),... Cdc buéc nhu sau :

- Trong Bdng Tong hop chon trudong truéc d6 ta da dua vao ving
DATA (nhu & vi du trén trang 59, chon 6 Grand Total)

- Chon muc Data, PivotTable Field, xuat hién hop thoai sau :

= PivotTable Field
Source Field: Tién
BN Sum of Tign [
Cancel
Summarize by:
Delete
Count
Average Humber___
nﬁ:‘ Options >»
Product
Count Hums Help

- Chon ham tuong tng danh sdch Summarize by

- Chon OK

» Ty dong diéu chinh Bdng Tong hop khi dit liéu goc thay doi
Sau khi stra s0 liéu cua CSDL

- Chon 0 bat ky cta Bang Téng hop

- Chon muc Data, Refresh Data

X. TRINH BAY TRANG

1. Chon c& gidy, hudng in

- Chon File, Page Setup. Xuat hién hop thoai Page Setup
- Chon Page

- Chon c& gidy trong khung Paper Size

- Chon Landscape @€ in ngang gidy, Portait d€ in doc
-OK
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Pt @H|
~Printer

Harme: IQ’jHF' Lazerlet [IIP j Broperties. .. |
Status: |dle
Type: HF Lazerlet [IIP
Wihere: LPT1:
Comment: [~ Print to file
~Print ‘wfhat Copie
" Selection Mumber of copies: E
* Selected Sheet(s]
" Entire Workbook Iﬂ I Collate
—Page Range
Lo
" Pages  from: I ﬂ b I ﬂ
k. I Cancel I Preview
. (1)1
- Chon File, Page Setup
- Chon Margins
Chon D¢ ddt khodng cdch cho
. 3) (4)
Top Létrén (1) PRI RN
Bottom 1Lé duéi (2)
Left  Létdi (3)
Right  Léphai (4)
Header 1¢ cua tiéu dé dau trang (5) , I
Footer L1g cua tiéu dé cudi trang (6) @) © ¢

- Dat lai khoang céch céc 1€ cho phu hgp, can chi y rang céac khoang

cdch nay duogc tinh bang cm hoac inch.

3. Tao tiéu dé dau / cudi trang

a - Chon tiéu dé ddu | cudi trang theo mdu :

- Chon File, Page Setup
- Chon Header /Footer

- Chon Header hoac Footer, xuat hién danh sach cdc mau, y nghia cta

ching nhu sau:

(none)
Page 1

Page I of ?In chit Page kém theo so trang cla tong so trang
Mot mau (sample) xudt hién cho ta thiy két qua ctia viéc chon

- Chon OK

D¢ trong phan tiéu dé dau/ cudi trang
In chit Page kém theo s6 trang
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b - Tu tao tiéu dé ddu | cuoi trang:

- Chon File, Page Setup
- Chon Header /Footer
- Chon Custom Header hoac Custom Footer, xuat hién hop thoai sau :

HE|
To format text: sele , font buttan. Chén Naga i
To inzert a page nu{ bPanh so6 trang Etab name: pozition the inzgg 9ay. g LI

in the edit box, th LItkan,

Cancel I

\
[[omrmar | A of ] o crentenrie |

ECTIOT, LCenter Section: Right Section:
Khoa CNTT — Excel — Ke[Page]l—
\, N ) e AT " ) s L2 )
Phan bén trai Phan giua 1| Phan bén phai E
— clatiéudé cla tiéu dé cla tiéu dé
. . J/ J/

- Can tao cho phan nao ctia tiéu dé dua con tro dén phan d6 va gé van ban
vao hodc chon cdc niit twong tng. Vi du dé tao tiéu dé nhu cdc trang 1€ cla
tai liéu nay, ta gd vao Khoa CNTT tai 0 Left Section va nhdy chuot tai nut
Chon Font chit dé trinh bay ki€u, c& chit. Lam tuong tu nhu vay véi tir
Excel 6 6 Center Section. Dé ¢6 so trang & goc phai tiu dé, ta dua con tro
v€ 0 Right Section va chon nit Ddnh s6 trang

- OK

4. Chén | xoa dau ngat trang

a - Chén ddu ngdt trang doc va ngang :
- Chon 6 noi ta muon bat dau trang mai.
- Insert, Page Break
Excel chén ddu ngat trang (12 cdc dudng ké nét dit) & trén va bén trai 6
dugc chi dinh.

b - Chi chén mot ddu nedt trang ngang :

- Chon hang noi ta mudn bat dau trang mdi.
- Insert, Page Break
Excel chén ddu ngit trang & trén hang dugc chi dinh.

¢ - Chi chén mot ddu ngdt trang doc :

- Chon ¢4t noi ta mudn bat ddu trang mdi.
- Insert, Page Break
Excel chén d4u ngat trang & bén trai cot duoc chi dinh.

d - Xod mot ddu neodt trang:

- Chon 6 bat ky ngay phia du6i dau ngat trang ngang hoic ngay bén phai
dau ngat trang doc.
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- Insert, Remove Page Break

e - Xod tdt cd cdc ddu nedt trang:

- Chon toan bo bang tinh.
- Insert, Remove Page Break

5. Lap lai tiéu dé cua bang tinh khi sang trang

O céc bang tinh 16n, méi khi sang trang, dé tranh phai g6 lai céc tieu dé,

ta lam nhu sau :
- Chon File, Page Setup
- Chon Sheet, xuat hién hop thoai sau :

= Page Setup
Page T b arging T Header/Foaoter T Sheet
Print Area: I (1].4
~Print Titles | Cancel
Bows to Repeat at Top: |$2:$2
LColumnz to Repeat at Left: | | Print.__
~Print | Print Preview
[% Gridlines [" Black and White
[T Hotes [T Bow and Column Headings | Options.._
[T Draft Quality
~Page Order | Help
(" Down, then Across EE B Eu-_EE
) Across, then Down Es HIF =E

- Néu can lap lai cdac hang tiéu dé, trong khung Rows to Repeat at Top
dién vao so thtt tu cia ching. Vi du, & bai tap 3 trang 72, d€ méi khi
sang trang, tieu ¢ TT Ho va tén CYV ... tai hang 2 ctia bang tinh duoc
lap lai, ta dién vao $2:$2 (bang cach go truc ti€p hoidc dung chuot chon

1 6 bat ky nao cua hang do).

- Néu can lap lai cac cot bén trai bang tinh trong khung Columns to
Repeat at Left dién vao so thit tu ctia chiing. Vi du, & bai tap 3 trang sau
khi chén diu ngét trang doc tai cot K, ta muon & trang ddu in céc cot tir
TT Ho va tén dén Tam ing (tir cot A dén cot I ), con & trang sau in
cac cot TT Ho va tén va cot Con lai, ta dién vao $A:$B (vi can lap lai
2 cot TT Ho va tén) bang cdch gd truc ti€p hoac dung chuot chon 2 6

bat ky nao trén cung hang ctia 2 cot do.
- Chon OK.

Ta chi thdy tiéu dé ldp lai khi chon biéu tuong Print Preview (kinh

Ilup) hodc khi in ra gidy.
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6. Khong in luéi cé san cua bang tinh
Dé Excel chi in khung cho cic 6 do ta ké ma khong in ludi ¢6 sdn cho
cac 0 khac cta bang tinh, ta 1am nhu sau :
- Chon File, Page Setup
- Chon Sheet
- B6 dau chon X tai 6 Grid
- OK

XI. IN

Trudce khi in nén :
- Chon muc File, Print Preview (hodc biéu twong Print Preview) dé xem bo
cuc (hinh thu) bang tinh
- Kiém tra xem mdy in di sin sang chua (da noi voi mdy tinh chua, da bat
chua, da nap gidy chua v.v..).
Dé in toan bo bdng tinh, chon biéu tuong Print trén thanh cong cu.

Dé in titng phdn bdng tinh -

- Chon muc File, Print. xuat hién hop thoai sau :

Printer: HF Lazerlet on LPT1:
Print What | 0K I
(' Selection
® Selected Sheet{z] Cancel
' Entire Workbook

Page Setup...
Copies: |1 E Print Preview
Page Range N
........ . Prnter Setup...
® Al - :
' Pagels] From: | iEI To: | IEI Help
Selections : In mot khoi da duoc chon trude do.
Selected Sheet(s) :In mot hoac nhom bang tinh
Entire Workbook : In toan bo tap bang tinh
Pages : In mot day cdc trang : dién vao s6 thi tu clia trang
dau day trong 6 From, sO tha tu cua trang cudi

trong 6 To
- Chon OK.
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XIL. LAM VIEC VOI NHIEU BANG TiNH
- Lan lugt m& cac bang tinh.

Trén man hinh 1a bang tinh dugc md sau ciing. Dé chuyén sang lam viéc
vGi bang tinh khac :

- Chon Window, Excel liét ké cac bang tinh dang m& véi sO thi tu cla
chidng, tén bang tinh chita con trd ¢6 ddu \ & beén trdi
- Chon bang tinh ma ta cin chuyén t6i (hodc gd s6 thit tu ciia bang tinh
do)
Muoén cho hién ra tat ca cac bang tinh trén man hinh :
- Chon Window, Arrange. Xuat hién hop thoai Arrange Windows
Chonmuc  Dé sdp xép cdc cita s6 bdng tinh
Title Phu kin man hinh

Horizontal ~ Theo chiéu ngang

Vertical Theo chiéu doc
Cascade So le
- D€ chuyén sang bang tinh nao, kich chuot tai clra s6 ctia bang tinh d6
hoic &n Ctrl+F6. Ta c6 thé thuc hién cac thao tdc vé6i cdc cira s6 ndy
nhu : sap xép lai, thay doi kich thudc, dong v.v..
C6 thé copy, chuyén khoi tir bang tinh nay sang bang tinh khac (xem
cac thao tac véi khoi 6 trang 13).
Khi khong can bang tinh nao ta nén déng no lai (d€ giai phong b6t bo
nhé) bing cach chuyén vé bang tinh do, chon File, Close hodc dong cira s6
cua bang tinh do lai
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XIIL. TRAO POI THONG TIN VOI WORD

1. Chuyén cac két qua clia Excel cho Word

Theo céc budc sau :

- Chon mién dit liéu cta bang tinh cin chuyén cho Word (xem céch ddnh
dau khoi & trang 13). Néu 1a do thi chi cin tro chudt vao trong long né, an
nat trai, xudt hién chdm vuong tai cac canh va géc cua khung.

- Chon biéu twong Copy trén thanh cong cu hodc muc Edit, Copy. Néu
khong can lam viéc v6i Excel nita, thoat khoi chuong trinh nay (xem trang
4). Néu ta dua vao bo nhé mot khoi 16n, hay tra 161 Yes cho cau hoi Save
Large Clipboard From ... ?

- Khoi dong Word (néu can), trong Word ta mé tai liéu va dua con trd vé vi trf
can thiét, sau dé lam theo mot trong hai cdch sau :

Cadch 1 : Chon bi€u tugng Paste trén thanh cong cu hoic muc Edit, Paste.
Cdch 2 : Chon muc Edit, Paste Special, Paste Link.
Su khdc nhau giwta 2 cach dan :
Béng cach 2, moi thay déi ctia doi tugng trong Excel s& duoc phan anh trong

Word. Trong khi d6 & cdch 1 su stra d6i khong dugc phan anh.

Chii y : Khong thé dua dong thoi mot liic bdng tinh va do thi sang cho
Word duoc. Ta phdi thuc hién cdc thao tdc trén ldan luot cho ting
loai mot.

2. Chuyén bang dia gé bing Word cho Excel

Kha nang tinh todn trong bang cua Word rit yéu. Néu can tinh toan trong
cac bang da duoc gé bang Word, nén chuyén chiing cho Excel theo cdc
budc sau :

- Trong Word, chon cac 6 hay toan bo bang da go.

- Chon biéu twong Copy trén thanh cong cu hoic muc Edit, Copy. Néu
khong can lam viéc v6i Word nita, ta ra khoi chuong trinh nay. Néu ta
dua vao bo nhé mot khoi 16n, hay tra 10i Yes cho cau hoi Save Large
Clipboard From ... ?

- Khéi dong Excel (néu can), trong Excel mé bang tinh va dua con trd vé vi
tri can thiét, , sau d6 lam theo mot trong hai cach sau :

Cdch 1 : Chon biéu tugng Paste trén thanh cong cu hodc muc Edit, Paste.

Cach 2 : Chon muc Edit, Paste Special, Paste Link.

Béng cdch 2, moi thay d6i ctia doi tugng trong Word s& duoc phan anh trong
Excel. Trong khi d6 & c4ch 1 su stra d6i khong duoc phan anh.



Khoa CNTT - VDH MJ Excel 70

BAI THUC HANH
Bai 1. Lap bang doanh thu sau :
A B C D E F G
1 DU TINH THU NHAP NAM 1997 CONG TY X
2 |Hangmuc | Quyl | Quy Il | Quy Il | Quy IV |Cd ndm| VND
3 |Bdn : 14000 | 15000 | 16000 | 24000 | 69000
4 |Chi phi :
5 |Luong 2000 | 2000 | 2000 | 2000 | 8000
6 |Tralai 1200 1400 1500 1600 5700
7 |Nha 600 600 600 600 2400
8 |Quang cdo 900 2000 1700 4000 8600
9 [Vattu 4000 | 4200 | 4500 | 5000 | 17700
10 |Téong chi : | 8700 | 10200 | 10300 | 13200 | 42400
11 \Thu nhdp:
12 |Quy 5300 4800 5700 | 10800
13 |T61 quy 5300 | 10100 | 15800 | 26600 | Ty gia | 11.000

- Khong gb dit liéu 6 cac cot F, G va cac hang 10,12,13.
Céach tinh nhu sau :
Cd nam =X Cdc quy, tai 6 F3 g6 = SUM(B3:E3)
Tong chi = X Cac muc chi, tai 6 B10 g6 = SUM(B5:B9)
Thu nhdp Quy = Bdn - Téng chi, tai 6 B12 gb = B3-B10
Thu nhdp toi quy = Luy ké cdc quy trudc,
tai 6 B13 g6 = B12
tai 6 C13 g6 = B13+C12
copy cong thic tir 6 C13 sang D13:E13
- Chen thém 1 hang vao giita cdc hang 3 va 4 dé€ tinh % tién ban dugc cua
ting quy so véi ca nam.
- Trong cot G tinh tién ban duoc va tién chi phi quy ra tién Viét theo ty gid
ghi & 0 cuoi bang (6 G13)
- V& d6 thi : tién ban dugc cta cic quy
s0 liéu cac muc chi
tién ban dugc va téng chi ciia cac quy
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Bai 2. Lap bang két qua thi sau :
A B C D E F G H I J
1 KET QUA THI CUOI KY - LOP TIN HOC CO SO
2 |TT| Tén | Ngay sinh | Tudi| Gt |Toén |Tin|Trung| Xeép | xg, joai
binh | thu
3| 1 |Hung | 30/01/78 Nam| 4 | 7 | 55 8  |Trung binh
4| 2 |Binh 21/08/74 Nit 7 7 7.0 5 Kha
5| 3 |Van 12/11/70 Nir 8 9 8.5 3  |Gidi
6 | 4 |Binh 15/06/77 Nt 9 |10| 9.5 1 |Xuit sic
7| 5 |Doanh | 05/12/76 Nam| 5 8 6.5 7 | Trung binh
8 | 6 |Loan 18/09/77 N 5 4 4.5 9 |Kém
9| 7 |Anh 23/04/68 Nam| 9 6 7.5 4 |Kha
10| 8 |Thu 01/05/73 Nit 3 5 4.0 10 [Kém
11{ 9 |Binh 26/02/71 Nam| 6 8 7.0 5 Kha
12| 10 [Ngan 12/05/75 Nit 10 | 8 9.0 2 Gioi
13 Cao nhat 10 |10 | 9.5
14 Trung binh 6.6 72| 69
15 Thap nhat 3.0 140 4.5

- Khong go dit liéu 6 cac cot A, D, H, I, J va cac hang 13, 14, 15

- banh so6 Thit tu
- Tinh Tuéi : =YEAR(TODAY( ))-YEAR(C3)
- Tinh Diém Trung binh = AVERAGE(F3:G3)
- Tinh cac gia tri cao nhat (MAX), trung binh (AVERAGE), thap nhat

(MIN) cuia cac cot Tudi, diém Toén, Tin, Trung binh
- X&p thit = RANK(H3,$H$3:$H$12)
- Xé&p loai theo Diém trung binh theo thang diém sau :

Kém 5
bang 2 céch :

Trung binh 7

+ dung ham IF
= IF(H3>=9.5,"Xuét sac" IF(H3>=8,"Gioi" JF(H3>=7,"Kh4",
IF(H3>=5,"Trung binh", "Kém"))))

+ dung ham HLOOKUP hodc VLOOKUP (trang 37)

- Danh lai tha tu xép thi

- Sap x€p danh sich theo ABC ctia Tén hoc vién, nhitng ngudi trung tén xép
ngudi cé diém Trung binh cao Ién trén.

- Pua ra 4 nhém danh sach xép loai (Gioi, Kha, Trung binh, Kém) va s6 hoc vién
ctia méi loai. Tinh xem méi loai chi€m bao nhiéu phan tram ctia tong so.

Kha

8

Gioi

9.5 Xuat sic
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15
16
17
18
19
20

Bai 3. Lap bang luong sau, chu y khong go so trong cac cot tir F dén K.

A B C D E F G H I K
CO QUAN X BANG LUONG THANG 12 - 1996

TT| Hovatéen |CV|LCB|NC| PC |Luong| Thu | Tam | Con

CV nhap | ung lai
1 |Ng. VanDing | TP | 1600 | 25 | 3500 | 40000| 43500| 20000| 23500
2 |Trdn MaiLan |[NV|[1200| 21| 0 | 25200| 25200| 17000 8200
3 |V Td Nam PP | 1400 | 24 | 3000 | 33600| 36600| 20000| 16600
4 |Lée Pinh Hung |BV | 1100 | 25 | 1000 | 27500| 28500| 19000 9500
5 |Pham Van Loc | PG |1700| 15 | 4000 | 25500| 29500| 20000 9500
6 |Tran Tuan Anh [NV |[1000| 25| 0 | 25000 25000| 17000| 8000
7 |Ly Thong GD [ 2000 | 25 | 5000 | 50000| 55000| 20000| 35000
8 |Nguyén Ba PP | 1500 | 18 | 3000 | 27000| 30000| 20000| 10000
9 |P6 Van Xuan | BV [1000| 17 | 1000 | 17000/ 18000| 12000 6000
10 [Tran Van Hop | TP | 1700 20 | 3500 | 34000| 37500| 20000| 17500

CV |PCCV

Gb | 5000

PG | 4000

TP | 3500

PP | 3000

NV | 0

BV | 1000

Cong thic tinh nhu sau :

1. Luong = Luong co ban (LCB) x S6 ngay cong (NC),
tai 0 G3 go: = D3*E3
2. Phu cép chiic vu (PCCV) ghi tai mién F14:G20. D¢ tinh PCCV cho timg

nguoi, ta lam nhu sau :

- Dat tén cho mién F15:G20 1a BangPCCV
- Tai 6 F3 g6 : = VLOOKUP(C3, BangPCCV, 2, 0). Vi c6t thit nhat cua

Bang PCCV khong xé€p tang dan nén phai thém tham bién tha tu (s6 0) cho
ham. C6 thé thay s6 0 nay bang chit False

3.

Thu nhap = Phu cap chirc vu + Luong, tai 6 H3 g6 cong thiic:
= F3 + G3. Céch tinh Tam tng nhu sau :
Mobi nguoi tam tGng 2/3 s6 luong (lam tron dén hang nghin), néu s6

=MIN(20000,ROUND(2/3*H3,-3))

Con lai = Thu nhap - Tam ung, tai 6 K3 g6 : [3-H3

4. Trong cau 2, thay ham VLOOKUP bang ham HLOOKUP.

tién tam ¢ng tinh ra > 20000 thi 14y bang 20000 tai 6 F3 gb cong thc :
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MUC LUC
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