Bai giang Microsoft Excel

Khéi dong Excel

R

R I}

e C1: K[ch dup chubt vao biéu twgng
trén nén man hinh (Desktop). =

e C2: Kich chuét vao biéu twong cua Excel
trén thanh Microsoft Office Shortcut Bar &
goc trén bén phai nén man hinh.

e C3: Menu Start/Programs/Microsoft Excel

° ...

N\ J

Ctra sb lam viéc cla Excel
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Mé& mét tép trang mai (New) ;\

e C1: Kich chudt vao biéu tvong D New
trén Toolbar.

e C2: An t6 hop phim Ctrl+N
e C3: Vao menu File/New.../Workbook

- /
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M& mot tep da ghi trén & dia (Oper\l)\\
4

e C1: Kich chuét vao biéu twong OpenZ; trén Toolbar. 7
e C2: An t6 hop phim Ctrl+O
o C3:Vao menu File/Open...

(=3 Look IWA @ X (4 0 - ook~

0o ky_jiusa_sach. s

1. Chon noi chira tép

2. Chon tép cin m&

g 3. Bim nut Open
o ot dé mo tép Bam nut
Cancel d¢ huy

Ghi tép vao 0 dia (Save) \
S/

<«
N e = [k T . o oA
\ e O e o e | =l l@nhmorwy

[o C1: Kich chuét vao biéu twong Save g trén

Toolbar.

® C2: An t6 hop phim Ctrl+S.

L C3: Vao menu File/Save.

* Néu tép da dwoc ghi trudc tir trudce thi 1an ghi tép
hién tai sé ghi lai sw thay di ké tiv 1an ghi trwée.

* Néu tép chwa dwoc ghi 1An nao sé xuét hién hop
thoai Save As, chon noi ghi tép trong khung Save
in, g tén tép can ghi vao khung File name, 4n nu
Save. j
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Ghi tép vao 6 dia vai tén khac (Save A%)

S/

> Khi ghi tép v&i 1 tén khac thi tép ¢l van t(‘“)n"tai,
tép m&i dwgre tao ra co cung ndi dung véi tép ca.
e VVao menu File/Save As...

= seor:  [Qzaste  v] @- )@ X C 0 Tooke
Y H)Dang_ky_fmus_sach.xds
g % Danh_Muc_Sach.ds
MyRecent  BS10S lop Alxs
Documents 3105 lop AZ.xis . coa
@ 805100 3. 1. Chon noi ghi tép
g ost_KesTHods
Desitop (2] 1 piuia_sachsds
ﬂwvm s
o e 2 G tén méi cho tép
Heozcmay 3. Bam nt ,
o Save dé ghi tép Bam nit

Cancel dé huy

My Computer

My Network
Places

Save astype: [1acrosoft Office Excel Workbook.(*.xds) Concel

Mot sb thao tac vai bang tinh “f\
V4

\ Q e = - slm |~ 1enh ghi tép/
=l
—

® Thém mot hang vao bén trén hang hién tai:
menu Insert/Rows

®*Thém mot cdt vao bén trai cot hién tai:
menu Insert/Columns

® Thém moét bang tinh (sheet): menu
Insert/Worksheet

® Xoa hang hién tai: menu Edit/Delete

...Entire Row
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Mot s6 thao tac véibang tinh |
-/

® Xoa cot hién tai: menu

Edit/Delete...Entire Column
¢ Xoa bang tinh: menu Edit/Delete Sheet
® DPéi tén sheet: nhay chudt phai tai tén
sheet & goc trai dwoi bang tinh, chon
Rename, gé tén md&i cho sheet rdi an
Enter.

Thoat khoi Excel (Exit) ‘\\
- /"

N\ J

e C1: An t6 hop phim Alt+F4

e C2: Kich chudt vao nut Close x & goc trén
cung bén phai ctra sO lam viéc cia PowerPoint.

e C3: Vao menu File/Exit

* Néu chwa ghi tép vao & dia thi xuat hién 1 Message
Box, chon:
® Yes: ghi tép truéc khi thoat,
®* No: thoat khéng ghi tép,
® Cancel: huy Iénh thoat.

!§ Do you want to save the changes you made to Bookl’?

\ o | coce j

Dia chi 6 va mién

B

e Dia chi 6 va dia chi mién chi yéu dwoc dung
trong cac cong thirc dé 1ay di liéu twong tng.
e Dia chi 6 bao gom:
> Dia chi twong dbi: gdm tén cot va tén hang.
® Viduy: A15 la dia chi 6 co tén cét la A, tén hang la 15
> Dia chi tuyét dbi: them dau $ trwéc tén cot valhodc
tén hang néu muon co dinh phan dé. Vi du:
® $A3: [udn & cot A
® B$4: luon & hang 4
® $C$5: lubn & 6 C5

Dia chi 6 va mién (tiép)

A

Dia chi twong dbi thay ddi khi sao chép 069
hire, dia chi tuyét doi thi khéng.

e Mién la mot nhdm & lién ké nhau.
e Dja chi mién dwoc khai bao theo cach:
Dia chi 6 cao trdi : Dja chi 6 thap phai
Vidu. A3:A6 B2:D5
$C$5:$D%8
B2 \ I+ A

I B C i} E_|
;i X
|3
4
=

- _ J
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Dich chuyén con tré 6 *’\
-/

e Dung chudt kich vao 6.
e Go phim F5 (Ctrl+G), gb dia chi 6 can dén vao
khung Reference, bam nut OK.

G0 dia chi 6
=l

muén dén \
Reference:
LT

Cac phim dich chuyén con tré 6: )
-/

(Dl‘mg cac phim sau day: j

®* .1, -, 1 dich chuyén 1 6 theo hwéng midi tén

® Page Up dich con trd 1én 1 trang man hinh.

® Page Down dich chuyén xubng 1 trang man hinh.

® Home cot dau tién (cot A) clia dong hién tai

® Ctrl+ —  t&i cot cudi cung (cot IV) clia dong hién tai.

® Ctrl+ <«  t&i cot dau tién (cot A) ciia dong hién tai.

® Ctrl+ t&i dong cudi cing (dong 65536) clia cot
hién tai.

® Ctrl+T  t&i dong dau tién (dong 1) clia cot hién tai.

® Ctrl+ T+« t&i 6 trai trén cung (6 A1).

*Ctrli+ T+ toi 6 phai trén cung (6 1V1).

Ctrl+{ + « t6i 6 trai dwéi cung (6 A65536).
Ctrl+{ + > t&i 6 phai dwdi cung (6 1V65536). j

Nhap di liéu vao 6 \

e Cach thtrc: kich chudt vao 6, gb di liéu
vao, nhap xong gé Enter.

e D{¥ liéu chir nhap binh thwdng

e D ligu sO nhap dau cham (.) thay dau
phay (,) ngan cach phan thap phan.
e D& Excel hiéu mét div liéu dang khac la di

Cac thao thac giup nhap di liéu k‘\,\
/

liéu dang chir thi nhap dau ’ truéc div liéu do.
\. Vi du: ’04.8766318 /

e Gb dia chi tuyét déi ctia 6 va mién trong
cobng thure: dung phim F4
VD: can gd $A$5:$C$8: dung chudt chon
mién A5:C8, rbi 4n phim F4.

e Nhap di¥ liéu tién té, VD: $6,000.00 chi
can nhap 6000, sau dé an nut Currency $
trén thanh dinh dang.

- /
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Cac thao thac giup nhap di liéu \
/

e Nhap mét day lién tuc cach déeu vao
cac 6 lien k& nhau (khdong bat bubc
tang 1 d.vi), vd: nhap STT, nhap cac
thang trong nam...:

e Nhap 2 g/t dau tién ctia day vao 2 6
twong wng

e Babiden 2 6 vira nhap

e Thwc hién Drag nhw khi sao chép cong

Nhap di liéu kiéu ngay thang nam \
/

e Viéc nhap di liéu kiéu ngay thang trén Excel phéi
phu hop véi thiét 1ap dinh dang ngay thang trong
HBPH (Windows)

® Dinh dang ngay thang cé thé 1a ngay trwéc thang
sau hodc thang trwéc ngay sau

® Mot sb kiéu dinh dang

® Ngay: d, dd
® Thang: m, mm
* Nam:yy, yyyy

\ thire j

* > Két hop lai ta ¢6 dinh dang di¥ liéu ngay thang,

\ Vi du: d/m/yy hay dd/mm/yyyy... j
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A

| Cac bwoc dé nhap dung di liéu kiéu
ngay thang /\

e B1: Xac dinh kiéu di liéu bai toan cho
(ngay trudc hay thang trwdée)

e B2: Thay ddi dinh dang ngay thang trong
Window cho phu hop

e B3: Thwc hién nhap dir liéu trong Excel

e B4: Thuwc hién Forma’s cell trén Excel dé
d liéu ngay thang hién thj dung trén moi

Chon mi&n, cot, hang, bang *\
J

\ /

e Chon mién: kich chuét vao 6 cao trai, gilr va di
to¢i 6 thap phai, nha chubt.

e Chon ca hang: kich chu6t vao 6 tén hang.

e Chon ca cot: kich chudt vao 6 tén cot.

e Chon ca bang tinh: kich chuét vao 6 giao gilra
tén hang va tén cot.

e Néu chon nhiéu mién r&i nhau thi gite phim Ctrl
trong khi chon cac mién do.

> Khi can |4y dia chi 6 hodc mién trong coéng thirc

thi khong nén go tr ban phim ma nén dung
vhuét chon dé tranh nham lan. /




Cong thure

N

e CoOng thuc:
e bat dau bdi dau =
e sau do la cac hang sé, dia chi 6, ham sb dwoc
ndi v&i nhau béi cac phép toan.
e Cacphéptoan: +,-,* /1, ” (luy thra)
eVidu: =10+A3
= B3*B4 + B5/5
=2*C2 + C324 - ABS(C4)

Ham sb

A

\ = SIN(A2) j

e Excel c6 rét nhiéu ham s sl dung trong cac linh
vue: toan hoc, thong ké, logic, x&r ly chubi ky tw,
ngay thang ...

e Ham s6 dwoc dung trong cong thirc.

e Trong ham c6 xt ly cac hang ky tw hodc hang xau
ky tw thi ching phai dwgc bao trong cap dau “”

e Cac ham sb c6 thé 16ng nhau. VD:
=IF(AND(A2=10,A3>=8),“G" IF(A2<7,“TB",“K"))

e C6 thé nhap ham sbé bang cach an nut Paste

Function f, trén Toolbar, rdi theo hwdng dan & ting
Qué’c. j

Mot s6 ham sb co san

A

e SUM (déi 1, d6i 2, ..., d6i

n): cho tong cua cac 401 ¢ =i el 1
sO A B C [ o | E
5 10 | 40 ! =s+15+m+1u|

Céc dbi sb la cac hang,
dia chi 6, mién.

M6t s6 ham sb cé san (tiép)

A

o AVERAGE (dbi 1, d6i 2, .../ &% " -nwcei 25 10

déi n): cho gia tri TBC ¢ __ A1 s B[ 0 [E
. X 1 1 s -
cée s6 TR i m { ki

\ 5 U

e MAX (déi 1, d6i 2, ..., déi n): cho gia tri 16n

nhat. D1 - A =MAX(A1:A2,B1,10)
A [ B | ¢ D
1 5 10 o 15
2| 15 20 10
3

e MIN (déi 1, déi 2, ..., déi n): cho gia tri nhd

nhat. 03 = A =MIN(AT:A2 B1.10)
[ A | B | ¢C D
1] 5 10 40 15
2| 15 0 10 g 1
| 3 |
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M6t s6 ham sb cé san (tiép) \
S/

e SUMIF (mién_d/k, d/k, mién_tdng): ham tinh
tong cé diéu kién
Gia sir mién B2:B5 chira cac g/t tien nhap 4 mat
hang twong tng 100, 200, 300, 400. Mién
C2:C5 chura tién lai tu’o’ng tng 7,14, 21, 28, can
tinh s6 tién I4i twong (rng cla mat hang c6 tién
nhap >160. Ta dung ham
SUMIF(B2:B5,“>160",C2:C5) cho két qua bang
63 (=14+21+28)

M6t s6 ham sb cé san (tiép)

N

e IF (bt logic, tri dung, tri sai):
e Hién thi tri ding néu BT logic c6 g/t True
e Hién thj tri sai néu BT logic c6 g/t False
VD: =IF(A3>=5,“Dé”,“Trwot”)

Cb - A =SUMIF(B2:B5,">160" C2:C5)
A B c D

1 [ Mat hang | Tién nhap [ Tien lai
2 Gai 100 7

3 Ga 200 14
4 Man 300 21

\ 5 Chén 400 28 /

B[ SUMIF 63

-

- Ham IF co6 thé viét Ibng nhau.
VD: = IF(C6<=300,1,IF(C6<=400,2,3))
- Ham trén cho két qua clia phép thir sau:

1 néu [di liéu trong 6 C6] < 300

J> néu 300 < [di¥ liéu trong 6 C6] < 400
13 néu [di liéu trong 6 C6] > 400

/

M6t s6 ham sb co sén (tiép)

)

IO VLOOKUP (tn tra_ctru, bang_tra_ctru, coét Iay dir_liéu,
[True/False]): tim trj tra ciu trong bang tra ctru, néu cé cho
gia tri twong ng & cot thir n (d6i sb thir 3) trong bang tra
clu .

VD: = VLOOKUP(E3, $E$12:$F$16, 2, True)

- Néu gt tra clru nho ‘hon g/t nhé nhat trong cot dau
tién cda bang thi tra vé 16i #N/A.

- Néu déi sé thie 4 bang True (hoac 1):
+ Cac glt trong cot dau tién cla bang phai dwoc sép
xép téng dan.

Vi du ham VLOOKUP

A

+ Néu glt tra clru khéng c6 trong cot dau tién cla
an thi ham sé tra ctru g/t trong bang < g/t tra CL'Fy

C3 - A =VLOOKUP(A3 $B$10:$C$14 2,1)
A B C D
1 Loai xe So ngay thue Gia ngay
2 a 0/
3] <\ 200
4 a \\ 100 \
5 c \\ 300 \\
6 e \\ 500
7 d A\N 400
8 | E\ /
9 \ _Bang gia thué xe
10 a [ 100
11| b ———> 200
12 c 300
13] d 400
\ 14 | e 500

03/02/2018




M6t s6 ham sb cé san (tiép)

N

e HLOOKUP(g/t, bang_g/t, hang_lay d.liéu, [1/0]):
ham tra ctru theo hang, twong tw ham VLOOKUP
e Ham xép thi hang:
RANK(g/t_xép, bang_g/t, tiéu_chuan_xép)
- dbi sb 1: 1a gia tri cAn xép thir (VD: diém 1 HS)
- d6i sb 2: bang chira cac g/t (VD: bang diém)
- d6i s 3: = 0 thi g/t nhd nhét xép cudi cung (VD khi
xép thr hang cac HS trong I&p theo diém)
= 1 thi g/t nhé nhét xép dau tién (VD khi

Vi du ham RANK f\
-/

\ xép th& hang cho cac VDV dua xe theo thoi gian)j
=RANK(A3 $AS3-$A$10 1)

RANK(g/t_xép, bang_g/t, tiéu_chuén_xép)

fe =RANK(C2 $C$2:5C%5,1) A =RANK(C2 $C$2:5CH5 0)
SR D E e D E
Piem TB | Xep thw Piem TB [ Xep thw

5.95 2 5.95 3

6.34 3 6.34 2

5.45 1 5.45 4

7.84 4 7.84 1

Khi tht thy xép bang 1 Khi tht thy x&p bang 0

N\ J

Mot s& ham sb co sén (tiép) ‘f\
Y

e COUNT(d6i1, d6i2,...): dém s lvong céac 6 co
chira s0 va cac so trong cac doi so.
e Cac dbi sb la cac sb, ngay thang, dia chi 6,

dia chi mién.
# =COUNT(C2:C7) A =COUNT(C2:C7 2)
(&) D D

Sales | 3l

Mot sb ham sb co sén (tiép) ‘f\
,,/

COUNTIF(mién_dém, diéu_kién): dém so
lwong cac 6 trong mién dém thod man diéu kién.

> fe =COUNTIF(B2:B5,"T40") o S =COUNTIF(C2:C5,">=54")

B [ G [ b T B I c [ b |
Logi qua  Khoi lwong (kg) Loai qua  Khai lugng (kg)
Tao 32 I 2! Téo 32 3.
Cam 54 Cam 54
Hoai 75 Koai 75
Téo 86 Tao 86

Vidu1 Vidu 2

- /
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M6t s6 ham sbé cé sén (tiép) *\
)

® AND (doi 1, d6i 2,..., d6i n): phép VA, Ia ham logic,
chi dung khi tat ca cac doi so6 cé gia tri dung.
Céc dbi sé la cac hang, biéu thire logic.
VD: = AND (B3>=23,B3<25)

£ =AND(B3>=23 B3<25)

I A =AND({B3>=23 B3<25)
| b e © B [ene] o
u  [wE s [CEE]

e OR (déi 1, d6i 2, ..., d6i n): phép HOAC, Ia ham
logic, chi sai khi tat ca cac déi sb co gia tri sai.

M6t s6 ham sb cd san (tiép) \
S/

\ VD: = OR (D3>=25,D3<23) j

e LEFT(“Chudi ky tw”, n): Cho n ky tw bén trai
cla chuoi.
e VD: =LEFT(“Gia L4m — Ha N$i”,7)
cho két qua 1a chudi “Gia Lam”
e RIGHT(“Chudi ky tw”, n): Cho n ky tw bén phai
cla chuoi.
e VD: =RIGHT(“Gia Lam — Ha N¢i”,6)
cho két qua 1a chudi “Ha Noi”
e MID(“Chudi ky tw”, m, n): Cho n ky tw tinh tw
ky tw thir m ctia chudi.
e VD: =MID(“Gia Lam—Ha N$i”,9,2)

\ cho két qua Ia chudi “Ha” j

M6t s& ham sé co san (tiép) f\
/

e NOW(): Cho ngay va gid & thoi diém hién tai.
e TODAY(): Cho ngay hién tai.
e DAY(“mm/dd/yy”): Cho gia tri ngay.
e VD: =DAY(“11/25/80")
cho két qua 1a 25
e MONTH(“mm/dd/yy”): Cho gia tri thang.
e VVD: =MONTH(“11/25/80")

M6t s6 ham sb cé san (tiép) ‘1\
J

\ cho két qua 1a 11 /

e YEAR(“mm/dd/yy”): Cho gia tri nam.
e VD: =YEAR(“11/25/80")
cho két qua la 1980

e Ham Year thuworng dwoc dung dé tinh tudi khi
biét naav sinh:

- & =YEAR(NOW()-YEAR(C2)
B [ ¢ D
Ho Tén Ngay sinh Tuoi
NguydnvanA | o247 [ g8 )
Trén Van B 0B/03/56 19

Lo Thi C 02/06/85 20 /
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Cac thao tac soan thao \
-/

1. Sao chép (Copy):
e Chon mién
An Ctrl+C (bdm nut Copy, menu Edit/Copy)
e Dich t&i 6 trai trén ctia mién dinh dan
e An Ctrl+V (bAm nut Paste, menu Edit/Paste)
Néu sao chép céng thirc sang cac 6 lan can:
e Di chudt t¢i dau cham & goc phéi dwoi cua o,
bam gilr trai chudt va di qua cac 6 lan can réi nha

Céc thao tac soan thao (tiép)

N

chuét (Drag & Drop). Dia chi twong déi clia cac 6
\ trong céng thirc sé duogc thay twong (rng. j

2. Dich chuyén (Move):
e Chon mién
An Ctrl+X (bdm nuat Cut, menu Edit/Cut)
Dich t&i 6 trai trén cia mién dinh dan
An Ctrl+V (b&dm nut Paste, menu Edit/Paste)
e C2: di chudt t¢i bo ciia mién, con trd thanh
hinh mpi tén, Drag r(‘yi,dfr liéu t&i vi tri maoi,
thay thé dir liéu cl. Mudn xen ké di¥ liéu ci va

\mé’i thi gitr phim Shift trong khi Drag. j

Céc thao tac soan thao (tiép)

A
3. Swa:
Dich t&i 6 can stra: kich dup chuét, hodc an
phim F2, hoac kich chudt trén thanh cong
thirc, con trd nhap nhay trong 6 thi stra binh
thwong.
4. Xoa: Chon mién can xod, 4n phim Delete.
Undo va Redo:

Undo: Ctrl+Z, hodc bdm nat '«  trén Toolbar:
c6 tac dung huy bé viéc vira lam, hay dung dé

o

Dinh dang *\
y

khoi phuc trang thai lam viéc khi xay ra sai sot.
Redo: Ctrl+Y, hodc bAm nut ™ trén Toobar;

1) Thay dbi kich thwéc hanglcot: 2 cach
chinh:

e C1: Di chudt vao mép hang/cét, con trd
thanh hinh mdi tén 2‘chiéu, an gitv trai
chudt, di dén vi tri m&i roi nha chudt.

e C2: Di chudt vao mép hang/cét, kich dup dé
dwoc kich thwdc vira khit.

C6 thé 4n dinh kich thuwéc hang/codt bang cach

vao menu Format/Row/Height... va
k Format/Column/Width... /
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Dinh dang (2)

2) Binh dang 6 (Menu Format/Cells...)
® Chon mién, vao menu Formar/Cells...

® Tab Number: dinh cach hién thi sb

® Tab Alignment: dinh cach chinh vi tri di
lieu

® Tab Font: dinh font chir

® Tab Border: dinh dwdng ké vién cac 6

N\ J

Menu Format/Cells... Tab Number ‘\,\
4

a3 Khung
| __xem truéc

(1éu hlél’l Number |Aligr|lner|t | Font | Border | Patterns | Protecti
i sd : (e T S6 chit s6

H+—thap phan
becindlpoces: [f =2 |

Su dung ky hi¢u nga

I™ Use 1000 Separator (& 3 N .
cach hang nghin

Megative numbers;

1234.10 4 ;8

-1234.10 Ca?h,hlen

-1234.10 i thi s6 am
Nurnber is used for general display of numbers. Currency and Accounting: Chu glal

offer specialized Formatting for monetary value.

N ==
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Menu Format/Cells... Tab Alignment \
e

2l

Can dir liéu amber  Algoment | Fort | Border | pattems | protection |

‘A n Textalgnment — ~Orientation
chiéu ngang 6
Horizontal: Indent
Center vI IU E‘
S sria T
Can dit liu Gertical: e — Dinh hud
chidudoc 6™ & vin ban

Xubng dong
vira 49 rong 6 T

0 5‘ Degrees

Wrap text

Thu nhé chV ¥ xoiiof Nhap céc 6 lién
I Merge cells <« N

vira kich ké thanh 1 6

thudc 6

N == /

Menu Format/Cells... Tab Font

7 >4

_ = - Chon kiéu
Number I Alignment | Border | Patterns ] Protection | - -
Chon phong  gont: ot style: 1 chir
chit Jarial [Regular
T WnTime - 'l Chon kich
E MnTimeH e :, N
Agency FB 2 thude chir
Gach chan ~ Underine: Solors
: chir ———{niane =] [ automatic ﬂm Chon mau
~Effects Preview . chir
I™ Strikethrough |
I” Superscript | AaBbCcYyZz «—+ Xem trudc
I™ Subscript |
This is a TrueType font. The same font will be used on both your printer
and your screen.

N =
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Menu Format/Cells... Tab Border ‘\,\
/

i
Khong ké
Mumber | Alignment: | Font | | Patterns ] Protection I
khung
W (Line
Khung b pl e
H 3 - —
bao ngoai [ Hlome
........... - o1l Chon kieu
Khung _—=l[-—  + | fff-—- == - duong ké
bén trong Text Text e
i Text Text
Chon ting = Color: Mau
\ 2 | Automatic ¥ R N
duong ke 7l | 1| = = duong ké
khung o S
The selected border style can be applied by clicking the presets, preview

diagram or the buttons abaove.

Dinh dang trang in
A

e Chon cac muc File/ Page Setup sé c6 hop
thoai gébm cac muc sau
e Page
e Oriention = hwéng in: Portrait =‘dc‘)ng theo’ bé
réng, Landscape = dong theo bé dai to giay.
e Page size = ¢& gidy: cac c& chuan va
Custom= tu dinh.
e Print Quanlity = chét lwong in, sé dpi cang Ion,

\ hinh cang min va in cang cham. j

Pinh dang trang in "\
4

e Margin
e Dinh khoang cach bén trén (TOP), bén
dwdi (BOTTOM), bén trai (LEFT), bén
phai (RIGHT).
e Center on Page: chinh gira trang theo
chiéu ngang (Horizontally), chiéu doc
(Vertically).

- /

Pinh dang trang in "\
4

e Header/ Footer

e Chon cac mau cé san & Header va Footer
trong dé None = khong c6.

e Chon Custom Header/ Custom Footer roi
nhap dau trang, cudi trang theo mau riéng.

e Print Preview

e Tailiéu duwoc hién nhw sé in ra, dwa vao do

ta c6 thé bb sung cach trinh bay.
%

03/02/2018
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Co s& di¥ liéu (CSDL) B
-/

1) Khai niém

e CSDL gdm céac trwong (field) va ban ghi
(record).

e Trwdng la mét cot QSDL, moi trudng biéu thj
mc}'t thudc tinh cda doi twgng va co kieu dir liéu
nhat dinh.

e Ban ghila mét hang di liéu.

e Dong dau clia mién CSDL chira cac tén truong,

2) Sap xép - Menu Data/Sort \“\
-/

\cézc dong tiép sau la cac ban ghi. j

e Khi xép tht tw 1 danh sach (CSDL), phai chon tat
cd cdc c6t dé tranh sw mét chinh xac di liéu.

e DS khong c6 tén trwong thi tén cot sé thay thé.

e Trwong quy dinh cach xép the tw goi |a khod. Co
thé dinh téi da 3 khoa. Cac ban ghi cung git &
khoa thir nh4t duwoc xép th tw theo khoa thir 2;
cling g/t & khoa thir 2 dwoc xép thr tw theo khoa
thir 3.

kCéch lam: Chon mién. Chon Menu DatalSort...j

Chon kho sort 21|

, A Sort by — = < A
thir nhat ™\ 3] @ sonaog —{— SEPXp

€ Descending tang dan
[Chon khoa Then by

thi hai] ~~——fF = Sip xép
[Chon kho# Then by - . - giam dan
thir ba] ¥ Descenéling L

. My list has Ko co dong

Dong dau 1é/F Header row " Mo header roy «—1— tén truong

tén truong (sép xép ca

(kosipxép) o] [o | cmedl | dong dau)

21
Eirst key sort order
Xep tr trén T ———— \_%.l
Cance

xubng ducn\‘r
Orientation
Xep tu tral * Sort top to bottom

sang phai  Sort left to right

3) Tim kiém (Loc di¥ liéu) Menu Data/Filter \
S/

e Muc dich: L4y ra nhirtng ban ghi (théng
tin) thod man diéu kién nhat dinh.

e C6 thé loc theo 2 cach:
e AutoFilter: Excel hé tro diéu kién loc

° chvanced Filter...: nguwoi s dung tw dinh
dieu kién loc.

- /

03/02/2018
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a) Loc dir liéu dung AutoFilter \
/

e Chon mién CSDL gbém ca dong tén trwdng
e Menu DatalFilter/AutoFilter, 6 tén trwong co

dau mdai tén tha xudng cua hop danh sach
e Kich chubt vao do, coé danh sach tha xuéng:

e All: dé hién lai moi ban ghi

e Top 10...: C4c gi4 tri I&n nhét

e Custom...: tw dinh diéu kién loc

e Cac gia tri cta cot

N\ J

Loc di¥ liéu dung AutoFilter (tiép) *\
y

b) Loc di¥ liéu dung Advanced Filter T\
J

1. B1: Binh mién diéu kién:

e Dong dau ghi tén trwong dé dinh diéu kién,
cha y phai giébng hét tén trwdng cta mién
CSDL, tt nhat 1a copy t tén trwérng CSDL.

e Cac dong tiép dudi ghi diéu kién: cac diéu
kién cung dong la phép AND, céac diéu kién

e VD v&i mién CSDL nhu trén:

khac dong la phép OR.

° Néu chon Custom... sé hién hop thoai Custom Autoi:/ilter
dé nguwoi st dung tw dinh diéu kién loc:
. . i A '8 < D E F ¢
VD:’ LQ(E nthng ban ghi & ST_|Tnsie] Thing =] Thing =] Thing <|
thpa man so Iu’cyr’wg SP Z % ;xsm“ L;E E E
ban ra trong thang 1 ' ErrrrE——
nam trong khoang i St
(120,400] %l s oreater than = = =
‘ Cad Co
Cha y: khi diéu kién loc & Fewmemn o & 5l
Ia or trén hai trwdng e e
khac nhau ta khong thg —a e
Qt‘mg AutoFilter 2 s
S| s
10| Thang1 | 10| Thang 1 |
[ a0 | 11 >150

Mién d/k & loc cac ban Mién d/k dé loc cac ban
ghi c6 s0 SP ban ra trong | ghi c¢6 so SP ban ra trong

thang 1 =400 thang 1 >150
10| Théng 1 | Thang 1 ) Ty L Thany 2
11| >150 <=500 12 S=200

Mién d/k d¢ loc céc ban

ghi ¢6 s SP ban ra trong

thang 1 >150 hodc trong
thang 2 >200

Mién d/k dé loc cac ban
ghi ¢6 s SP ban ra trong
thang 1 150<S6SP<500

14



Loc di¥ liéu dung Advanced Filter (tiép)

)

B2: Thwc hién loc

Vao menu DatalFilter/Advanced Filter...

Hién KQ loc ngay

Advanced Filter

Action

tai mién dir ligu
Hién KO I i khé \‘ Eilter the list, in-place
ién KQ loc ranoi Al Copy to another location

Chon mién CSDL ~

A EUTA ist range:
Chon mién diéu kién ~—

riteria range:

Chon mién hién KQ ~

Chi hién 1 ban ghi trong

\ s6 nhimg KQ trang lap T4

1

$C4:4E48 "'-:]

$a$10:$a$11 %
$B$4:4E48 X

21|

3. Cac ham x& ly co s& dir liéu |

)

-

e Cu phap:
Tén_ham(MiénCSDL,Cét n,Mién_tiéu_chuén)
tinh toan trén truong & déi sb thir 2 ciia mién CSDL
thoa man mién tiéu chuan.
e Dbi sb thir 2 cling c6 thé 1a tén cot (tén trwdng).
e Tén_ham goém:

DSUM: Tinh tdng ctia mét day hodc CSDL théda man diéu kién
DMAX: Tim Max ctia mét ddy hodc CSDL théa man didu kién
DMIN: Tim Min ctia mét day hodc CSDL théda man diéu kién
DAVERAGE: Tinh trung binh cia mét ddy hoac CSDL thda
man diéu kién

DCOUNT: Bém sb 6 clia mot ddy hodc CSDL théa mén diéu

kién /

03/02/2018

Cancel I
r \
Vidu |
A
A B c D E F G H I |1 |
1 Tree Height Age Yield Profit | Height
2 |Apple >10 <16
3 |Pear
4 | Tree Height Age Yield Profit
5 [Apple 18 20 14 105
6 |Pear 12 12 10 96
7 [Cherry 13 14 9 105
8 |Apple 14 15 10 5
9 |Pear 9 8 8 76.8
10 |Apple 3 9 [ 45
11
12 |Tong lot nhuin clia ciy Téo 225 =DSUM{A4 ETD5AT:AZ)
13 | Lot nhufin Max clia céc cfy tho v ciy 1€ 105 =DMAX(A4:E10 5 A1:A3)
14 | Lot nhugnMin cia céc cy tho cé chidu cao > 10 75| [=DMINALETDSATB2)
15 |Tudi trung binh cfia cc cdy trong CSDL 13| =DAVERAGE(A4:E103 A4E10)
\ 1_6 Diém xem cé bao nhitu cdy tao c6 10 < chifu cao <16 1| =DCOUNT(A4:E10,"Age" A1:F2)
) L

Tinh toan theo nhom sb liéu

/'\

\-

e B1: Sap xép CSDL véi khoa la truong phdn nhém
® B2: Chon CSDL, gom cd dong tén trong
e B3: vao menu Data/Subtotal...

Chon trwdng

phan nhom — | d
. N X , Use function:
Chon ham can tinh _) 3
~ 3 Add subtotal to:
Chon nhirng trwdng [Jrree -
can tinh toan o s

At each change in:

[] Replace current subtotals Nén dé 2 Iwa chon

<

] e )

[T Page break between aroups
Summary below data

mac dinh nhuw

[Removear | [ ok

(o]
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Két qua DO thi
A )
4| Tree | Height | Age | Yield | Profit e DO thj (graph) dwoc st dung dé dién ta sy
5 |Apple 18 20 14 105 phéan bo cua cac dai lwgng dwdi dang hinh
6 |Apple 14 15 10 75 anh.
7 |Apple 8 9 6 45 e Vidu: D6 thj nang suét lta theo nam cho ta hinh
=/ | 8 |Apple 40 44 30 225 anh vé s thay doi clia nang suat theo nam.
[+ 5 |Cheny 13 14 9 105 e D6 thi cot bao gdbm mot truc danh déu cac mée
=/ 10 |Cherry 13 14 9 105 va cac cot biéu dién gi trj tai cac moc cua cac
- 11 |Pear 12 12 10 96 dai lwong.
12 [Pear 9 8 8 76.8 T »
E Pear . o
13 |Total 21 20 18] 1728 "
\- 14 |Grand 74 78 53] s028/ \ :
~_ 4 1999 2000 2001 2002 2003
Do thi Bwéc 1: Dinh kiéu do thi
N N
e Chon mién di liéu vé do thi, chu y chon cé 1 o | i
tiéu dé hang va 1 tiéu dé cot doi voi cac do thi Chon kiéu 0 thj co sin: —_ *0 | esmmeel

Chart type: Chart sub-type:
L —

kiéu Column, Line va Pie.

e BAm nut Chart Wizard @ trén Toolbar hoac
vao menu Insert/Chart... - HOp thoai Chart
Wizard hién ra giup tao do thi qua 4 bu¢c: + Pie: banh tron
1. Pinh kiéu db thi
2. Binh di¥ liéu

3. Céc lwa chon: tiéu dé, cac truc, chu gidi ... Chon mét dang ciia
4. Chon noi hién dé thj Pras s ot o Sl

kiéu d3 chon
\ / \ o R e |
4

+ Column: ¢t doc

|20 XV (Scatter)

M rea
@ Doughnut

+ Line: duong so sanh

r.

KClustered Column. Compares values across
categories.

+ XY: duong twong quan

16



Buwéc 2: Dinh di liéu

Chart Wizard - Step 2 of 4 - Chart Source Data 2ix

DataRange | Series |

| Tiéu dé cot
lam chu gia
Tiéu dé han

hién tai da

Mién DL v& db thi

uQ

~

Chon DL v& db thi
theo hang hoac

theo ¢t
\ 0 @ ol Bl e /

Budc 3: Cac lwa chon - Tab Titles

Tiéu dé do thi va tiéu dé cac truc /,\

o 21
Nhap tiéu
d;\ dp; th Titles | Axes I Gridline: Labels I Data Table ]

€ do IN‘”E title: >

o Nang sudt phénaring 1 qua Ning Sust phin zring 1qua 3 thing
N‘hap oY oy s £
de truC X o3l 500

R n Yalue () axis: | :::"'9'
Nhip tiéu__=
detrucY a lill_

\ Cancel | <Back | Next > | Finish |
4

03/02/2018

Buwéc 3: Cac Iwa chon - Tab Legend
Chu qiai /‘\

s AN A Chart Wizard - Step 3 of 4 - Chart Options
Hién/an ik - -
Data Labels ]

chu giai \:B
v Show legend ne
Vi tri dat loment
: ¢ ————(" Bottom

cha giai € e
Iop

& Right P, |
C Left

Buwdc 3: Cac lwa chon - Tab Data Labels

Nhan di liéu
21

tles | Legend  DataLabels I Nhan dir lléu

Khong hién T
Hién g/t QWT o
¥ None

NC
C A - Show value
Hién phan trim — s gercet

2% i

‘A ~ Show label
Hién nhan —TbF Show label 2nd percent o .
. . € Show bubble sizes -~ lp” v
Hién nhan va " -
13 0%

phin trim &

[ Thin @ Guin O Hing O arng @ WMichD Chign 8 13 0D o3 M Arj

N

\ @ Cancel < Back | Next > I Einish

-
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Buoc 4: Dinh noi dat do thi Khi db thi d& dwoc tao, co thé
/\ /\
) 1. Chuyén db thi t&i vi tri m&i bang phwong thirc Drag
Do thi hién trén 1 sheet mai & Drop.

i 2. Thay ddi kich thwéc dd thj bang cach kich chudt vao
Chart Wizard - 5tep 4 of 4 - Chart Location 2 2| x|

viing tréng ctia dd thi d& xuét hién 8 chdm den & 8

el hwong, dat chudt vao chdm den, gitr trai chudt va di
e ti kich thuwéc mong mudn rdi nha chudt.

3. Thay dbi cac thudc tinh ctia d6 thi (tiéu dé, cha giai,

@ @ Ascbjecting [ W - | ...) bang céch nhay chudt phai vao vung trong cla

dd thi va chon Chart Options... Thao tac tiép theo

o) cancel | <pack | mes |[CEmsh | nhw buwéc 3 & trén.
(|

{/‘ 4. Thay déi cac thudc tinh ctia cac thanh phan do thi
D thi hién trén 1sheet d3 ton tai (font chir, ty & cac truc, mau sc nén,...) bang cach
\ / \ nhay chudt phéi vao thanh phan dé va chon Fory})

Thay dbi thuéc tinh truc dé thi Thay déi thudc tinh truc db thij
* Thay dbi ty 1& trén truc A * Thay dbi vitri hién thidi liéu

21

patterrs Scale | Fork | tumber | Abgrenas: |
Category () s scole

Kndi lwong ciia lon qua cac ngay twoi

m
8

., . N Z Patterns || Scale || Font | Number s |
Gia tri nho nhat Value (2) s scole S o |
. \ 10
Auto Nusrber of categories - //
. . P \E Minimnum: s b % 12
Gié tri 16n nhat —— wamm: o AT 0 :, e
; ; /D Major urit: 2 — ﬁ;‘lﬂnma:um:«mmmm ,‘:
Khoang cach | & sorwn: (04 I Yoo kot s b ey |l - P
, L2 . Floor (Y plane) 5 T~ 25/’
cac diém chia il *
Sosinh 10 0 30 < 50 0
Display units: None v An inh cin Naiy

( E I =" ——M6ng Cii —— Yorkshire
[ wogarithmic scale

Eliss bomse Doi véi do thi dang Line, nhiéu khi d6 thi v&€ xong nhu trén

[7] Floor (¥ plane) crosses at minimum value

nhung van chua chinh xdc vi cac mbc thoi gian khéng nam
\ / k

ung diém chia trén truc X, do lua chon mic dinh cta Excel.
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Thay d6i thudc tinh truc do thj

* Thay dbi vi tri hién thi div liéu

N

rormatns
Patems  Scis | Foot | Mumber | Algrment |
Category () axis scale
value (1) s rosses

8t category number: i
Number of categories

between ik mark labels: 0
Number of cstegories

between ik marks: 0

™ vk (1) a5is crosses between categaries|
I Categories ingeverse arder
™ Vakoe () s crosses ot mximom category

2

o] o |

Khdi lwong ciia lon qua cac ngay tudi

L]

@

5

Khéi krgng (kg)
@

——Wéng Céi ——Yorkshire

Pé sira d6i chi can bo lya chon mic dinh cta Excel nhu hinh

Vi do thi dang XY \ \f\
y

= Phai sap xep cot (hang) dau tién tang din

» D6 thi dang XY 1a mot duong twong quan
gitta 2 dai lwong, néu nhiéu hon 1 dwong la
sai

= PO thi dang XY khong c6 chi giai

/

N\ J

Bai giding Microsoft Excel 74
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