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A Tong quan vé microsoft office excel 2010 O

1. Khéi dong Excel

Céch 1: Tai man hinh Desktop kich dip chudt vao biéu tuong M'S Excel 2010.
Céch 2: Vao Start -> All Programs -> Micr osoft Office -> Microsoft Excel 2010.
2. Tao mot file meéi

Vao File -> New -> Blank Workbook -> Create

L wu mét fileméi: bAm té hep phim Ctrl + S hoiic vao file -> Save hoiic Save as.
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3. Giao dién Excel 2010
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4. Céac Ribbon
v Home: Chiza cac ndt |énh nhur Cut, Coppy, Paste, dinh dgng tai lidu, sdp xép, tim
kiém, x6a dong hodc cét, loc diz liéu...
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4. Cac Ribbon

v Formulas: Chén cong thirc, dat tén vang, kiémtra theo dai cong thiz, diéu khién
viéc tinh toan cua Excel.
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v Data: Cac n(t I¢énh thao tac doi véi dir liéu trong va ngoai, ca danh sach, phan tich
dir liéu,...
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v Review: Cac nut Iénh nhu kiémtra chinh tg, hd tro dich tir, thém chi thich vao cac
o, cac thiét Idp bao vé bang tinh.
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4. Céac Ribbon
v View: Thiét Idp ché @ hién thi cia bangt inh nhwr phong to, thu nhé, chia man hinh...
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v Developer: Tab nay mac dinh 1a dn, chi siz dung cho céc ldp trinh vién.
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so bo sung...
v Team: Chura cac nut nhue nUt teo bao cao,...

(2] = Bkl - Micresall Encel - oIl
g Hora el Pugelgeul  furew Dda Beea e Dodasa lu c@emn
_lﬂ . ¢ I A i i Tvam feurdrian LT3
b : sl
ok R Tur Feaah
8/8/2014 7

£ enter

FHAT TRIEN KT NANG -HANG TAM KIEN THING

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

A Tong quan vé microsoft office excel 2010 O

5. Thoat Excel S
- C1: Kichchudtvaonat™ -#-=% gdc phai trén cling dé dong cua sd excel.

- C2: Nhin t6 hop phim Alt + F4 dé dong ctrasd chuong trinh.
Chu y: Béng cia sd chuong trinh chua lwu thi xuat hién hop thoai hoi ban c6 mudn leu
trude khi thodt hay khéng chon luu dé thoét chuong trinh.,

Micrasaft Parel

/ ! Do yous want to save the changes you made to Book1'?

San Don's Save Cancal
- Save: Luu trudce khi déng cira sd chuong trinh.

- Don’tSave: béng cira sb makhéng luu.
- Cancel: hu bo 1énh déng cira sb.
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. Cackhéi niém
1. Workbook
- Lamot tap tu liéu caa Microsoft Office Excel 2010, dugc dit tén vai
phan ma rong & XLSX.
- M&i Workbook chira nhiéu Sheet.
2. WorkSheet (bang tinh)
- Lamot bang nam trong Workbook goi tat 1a Sheet.
- Tén mac dinh |a Sheetl, Sheet?,...
- Mot WorkSheet chira nhiéu 6 (Cell), céc 6 dugc to chuc thanh céc cot
va hang.
3. Hang (Row)
Mot WorkSheet c6 1048576 hang, duoc danh sb tir 1 dén 1048576
4. Cot (Colums)
Mot WorkSheet ¢ 16384 cot duoc danh sb tir A ¢én XFD. Hang chiratén
cot goi 1a Column Heading, nam & bén trén bang tinh ngay trén hang
1(chtratén cac cot nhu A, B, C, D,...
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. Cackhéi niém

5.0 (Cell)

- O lavi tri giao caa hang va cot.

- biachi 6 dugc xéc dinh theo tén cot méi dén tén hang.

- O hién hanh 146 dang chtra con tré chudt.

II. Cac loai dia chi

1. Pia chi twong ddi

- L& dia chi thay doi trong qué trinh sao chép cong thirc chira dia chi 6.
Khi sao chép cong thic cua 6 nguon s thay ddi twong tng voi khoang
céch gitraving ngudn vadich.

- Piachi twong d6i duogc viét dudi dang: <Cot><Hang>.

Vi du: A5, BS, ...
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II. Cac loai dia chi

2. Pia chi tuyét doi

- Ladiachi khéng thay d6i khi sao chép cong thirc chira dia chi ndy dén
dia chi khac trén bang tinh.

- Puoc viét dudi dang: $<Cot>$<Hang>

- $: cHtadung cb dinh dia chi khdng bi thay doi khi sao chép.

Vi du: $A$5, $B8S,...

Tai 6 C5 = $A$5 + B5 sao chép dén 6 D6 s = $A$5 + C6.

3. Pia chi hon hep

- Ladiac chi thay doi theo phuong (hodc chiéu) va khoang céach khi sao
chép tir viing ngudn dén viing dich.

- Puoc viét duéi dang:

+ Pjachi tuyét ddi cot, twong dbi hang: $<Cot><Hang>.

+ Pjac chi tuyét d6i hang, teong db cot: <Cot>$<Hang>

Vi du: $A6, B$8,...
Chay: Nhan F4 dé chuyén doi qua lai gitra cac loai dia chi.
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111. Céc kiéu dir liéu

1. Dirliéu kiéu Text (ky tu)

- Bao gom céc chit cé (ca chir hoa va chit thuong), cac chir s, cac ky tu
khéc: “, 2, <, >,...

- Mic dinh kiéu Text duoc can tré trong o.

- Dir liéu kiéu Text dang sd nhu: Sb dién thoai, sb chirng minh, sb nha,
ma sd,...khi nhap vao cé thé ding diu nhay don (‘) dat trudc con 9,
khong co giatri tinh toan.

- Trong céc cong thie dir liéu kiéu Text phai dat gitra cip nhay doi (*”).

Vi du: = if(C3>=5,"Pau’, “Rét")
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111. Céc kiéu dir liéu
2. Dir liéu kieu Number

- Gomcacsotrsd0-9,cécdau+, - *, (,$,...

- Duogc can phai trong 0.
- Kiéu Number c6 céc dang sau:

General
Number
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom

8/8/2014

S6 chuadinh dang

S d& duoc dinh dang theo kié sb
S6 & dang tién té

S6 & dang ké toan

S6 & dang ngay

Sb & dang gio

S6 & dang phan tram

S6 & dang phan sb

S6 & dang khoa hoc

S6 & dang chubi

S6 & dang dic biét hu ma ving, M dién thoai cia cac nuéc.

S5 khia béo khéc (khai béo thi cong).
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111. Céc kiéu dir liéu
3. Dir liéu kiéu Logic
- Nhan 1trong 2 giatri la True hoac False
- Trong tinh toan thuong ding cac phép so sanh dé tra vé giatri logic.
4. Cong thirc (Formula)

- Cong thirc dugc bat dau bang diu (=), (+) hoic dau (-).

- Chtra céc phép toan hoac cac ham.
- 1V. Pinh dang diru li¢u
1. Pinh dangkiéu sb

DPé dinh dang kiéu sb thuc hién mot trong 2 céch sau:
- Cach 1: sir dung céc nut [énh trén thanh Ribbon Home

+ Chon vuing dir liéu mubn dinh dang.
+ Chon céac n(t 1énh trén thanh Ribbon Home

+ hodc nhan vao nit mii tén bén canh chit “General” dé

Chon céc dinh dang khéc.

8/8/2014
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V. Pinh dang diru li¢u

1. Pinh dang kiéu sb

- Cach 2: Trén thé Home chon nhdm Number (kich chudt vao miii tén tro
xubng) dé mo hop thoai Format Cell->Number. Tai hop thoai lya chon
céc kiéu dinh dang sb dé dinh dang. Vanhan OK dé thyc hién.

Formas Cells 3
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V. Pinh dang diru li¢u
2. Pinh dang dir liéu kiéu tién té

- Chon vuing ditu liéu muén dinh dang. Fermat el T
- Trénthé¢ Home chon nhém Number | " el frte fon fmomes
(kich chuot vao mii tén tr xuong) de = == =a
o k Gty ]
mo hop thoai Format Cell->Number . T Gtz
Tai hop thoai Iya chon cac kiéu dinh o e b
dang tién té (Curency) dé dinhdang. | == s

+ Decimal Places: chon sb 1& thap phan.
+ Symbol: chon ky hiéu tién té trong
khung.

+ Negative numbers: chon kiéu sd am
trong khung.

+ Sample: xem mau trong khung.

- chon OK dé cap nhat dinh dang.

v QurencydorTerts sre used For ceneral monetary welnen, Lise Beocunng Tormeds i slgn dedrel
it a robn,

8/8/2014 16




£ enten

PHAT TRIEN K MANG -RANG TAM KIEN THTC

B Dinh dang dir liéu va cac phép toan

V. Pinh dang diru li¢u
3. Pinh dang Font chir
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0

Trén thé Home cia Excel 2010 chtra céc ndt [énh dinh dang Font chit cu thé.
- chon viing diru liéu mudn dinh dang va sir dung cac ndt 1énh trén Ribbon.

Tites Hew Roman -

E
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V. Pinh dang diru li¢u
3. Pinh dang Font chir
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0

Trén thé Home chon nhém Number (kich chudt vao miii tén tré xuéng) dé mo
hop thoai Format Cell->Number. Hop thoai Format Cell xuat hién chen

Font.

- Font: chon font chi.

- Size: chon c& chir.

- Font style: chon kiéu trinh bay.

- Underline: chon kiéu gach chan.
- Color: Mau chir.

- Effects:

+ Strikethrough: gach ngang chit.
+ Superscript: chi sb trén.

+ Subscript: chi 6 dudi.

- Nhin OK dé cap nhat kiéu dinh dang.
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V. Pinh dang diru li¢u

4. Pinh dang vi tri dir li¢u trong 6

Pé dinh dang Vi tri diz liéu trong  thuec hién cac burdc sau:

- Chon viing dit liéu mudn dinh dang.

- Trénthé Home chon nhém Number (kich chudt vao miii tén tré xudng) dé
ma& hop thoai Format Cell->Number. Hop thoai Format Cell xuat hién
chon Alignment.

- Chon kiéu can dir liéu theo chiéu ngang caa 6 trong hop thoai Horizontal véi:

+ General: Mac dinh. P ‘

+ Left: Can tréi. e

+ Right: Can phai. =—p -

+ Center: Can giira. T )

+ Fill: 1am day 6.

+ Jutify: can déu hai bén

+ Center across selection: can gitra cac 6 da chon
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V. Pinh dang diru li¢u

4. Pinh dang vi tri dir li¢u trong 6

- Chon kiéu can dir liéu theo chiéu dting cua 6 trong hop thoai Vertical voi:

+ Top: Nam sét dinh.

+ Bottom: Nam sét day.

+ Center: Can gitra.

+ Jutify: cian déu theo chiéu cao.

- Chon hinh thirc trai dir liéu trong Orlentation. Thay doi tri sd trong hop
Degr ees dé thay doi chiéu hudng trai dir liéu trong 6

+ Wrap Text: ty dong tang chiéu cao cua é. s

+ Shrink to fit: tw dong thu nho ¢& chir ma e

Ma khong |am thay déi kich thudc 6. — :

+ Merge cell: ndi céc 6 da chon thanh 1 6.

- Chon OK dé cap nhat dinh dang. e
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V. Pinh dang diru li¢u
5. Pinh dang Border, Patterns
Trong hop thoai Format Cell chon tab Border.

- Preset: chon kiéu cho trudc. T e
- Border: chon duong vién. >~ EEE
- Style: chon kiéu duong viéen. =
Chon tab Fill dé t6 mau nén. =
Y -
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V. Pinh dang diru li¢u

6. Cac phép toan

v Céac phép toan sb hec

- %: Toan tir phan tram.

- N Toén td ma hay con goi laliy thira

- *,/[: Toan t& nhan, chia.

-+, _: Toan tir cong, trr.

v Phép toan két néi chudi

Duing dé ndi cac chudi thanh mot chudi duy nhat. Phép todn co dang &
Vi du: “Dai”&“Hoc” -> DaiHoc.

“Pai”&” “&“Hoc” -> Pai Hoc.

v Céc phép toan so sanh

- >:16n hon - <: nho hon.

- =: bang - <>: khéc nhau.

- >=:l6nhon hoic bang. - <=: nho hon hoic bang
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C Thao tac trén bang tinh O
|. Thao tac véi tap tin bang tinh
1. Maé mét tap tin bang tinh da cé truéc
Chon File -> Open (hoic Ctrl + O) di dén 6 dialuu file kich dip (hoac chon
file cin md bAm OK) dé mo file.
2. Pong tap tin bang tinh
Kich File-> Close (Ctrl + F4 hoac Ctrl + W hoac Chon nut Close ¢ goc phai
trén clng bang tinh) dé déng bang tinh.
Il. Quan ly WorkSheet
1. Mic dinh sb Sheet trong mét tap tin Excel
File ->OPtion- >General -> Include this many sheet dé nhap s sheet
can xuat hién khi mé moi mot WorkSheet. Nhan OK dé cap nhat trang thai.
2. Chén thém Sheet
- Céch 1. Nhannat .2 trén thanh Sheet tab dé chén mot Sheet mai.
- Céch 2: Dung t6 hop phim Shift + F11 dé chén sheet méi.
- Céch 3: vao Home chon nhém Cell va chon Insert ->I nsert sheet dé chén
mot sheet mai.
- Céch 4: nhan chuot phai 1én thanh Sheet -> I nset ->Wor ksheet ->OK .
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C Thao tac trén bang tinh O
I1. Quan ly Wor kSheet
3. Sao chép Sheet
Céch 1: Gitr phim Ctrl va dung chudt kéo ré sheet mudn sao chép dén vi tri
mai trong cung tap tin.
Céch 2: kich phai chudt vao tén sheet (trén tab sheet) mudn sao chép chon
M ove hoic Copy. Ctra so Move hoic Copy xuat hién:
Muowe or Copy T =

Move seleched sheats
To koo

Skl -
Lefore sheat;
Sheatl

Sheatd

sheets

Sheetd

Shast7?

Sheett

[reorve to mnc)

|| Create a cpy

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

o | | cancd

- Tich vao muc Crearte a copy.
- Trong khung to book chon tap tin s3 chira sheet dugc sao chép dén.
- Trong khung Befor e sheet chon vi tri cho sheet duoc copy dén

- ChonOK.
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% ENTER
i i TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

C Thao tac trén bang tinh O

I1. Quan ly Wor kSheet

4. Poi tén Sheet

Nhan chudt phai vao Sheet can do6i tén va chon Rename dé thay doi tén Sheet.

Irsert...
.n: Dielete
Eename
Mowe or Copy.
Gl view Code
gy Frotect Sheet.

Iab Calar

Hide

Select A1l Sheets
M| sheety ~snesz—sness - Sh

5. Di chuyén sheet
Dung chudt kéo ré Sheet muon sao chép dén vi tri mai trong cung tap tin.
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C Thao tac trén bang tinh O

I1. Quan ly Wor kSheet

6. Xb6a bo Sheet

- Nhan chubt phai vao sheet can xda chon Delete.

risert
o Delcix
Fenmms

Blowve of Copw..

G Wiew Code
Wy Evobect Sheet

Jab Color

e

SaElad Al Snsete
kB M| Shestl Siesr [t =h

w | 2|

- Hodc tai thé Home chon nhdm Cell -> Delete ->Delete Sheet.

} E Autofum -
[ -] B |

i p= I_I Full -
wt |Delete | Format | i
. E o2 Clear = ]
¥ Delete Cells i
=% [relete Shesl Rows
G Delete Sheet Columns

i Delele Sheet
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C Thao tac trén bang tinh O
I1. Quan ly Wor kSheet
7. An, hién Sheet
- An: Nhap chudt phai |én sheet muén an chon Hide.
- Hién: Nhap chudt phai 1&n thanh sheet tab va chon Unhide. Hop thoai
Unhide xu4t hién chon sheet mudn cho hién thi. Vanhan OK.

Unhide ?
Linhide sheet: |
gheetz |
Sheet3
Sheetd
O [ Cancel
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C Thao tac trén bang tinh O

I1. Quan ly Wor kSheet

8. Tach bang tinh

Pé tach bang tinh thanh 2 phan thyc hién nhw sau:
- Pé con tro tai 6 can tach.

- Tai thé View chon Split.

= =T 1231 - HiTeach 2w Bl - |

e i D e Clepodi dm -
T - 5 | 3 ] = =1 .y 1 —
= 1 = ola bl B I = = = = 3
s g P LIl Py e AL Teamis | dem Jmem - Bar e
sl i el [+ PPty
s

al

s * o 1 o | S

=
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TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

C Thao tac trén bang tinh
II1. Thao tac trén Worksheet
1. Di chuyén con tré chugt trén bang tinh
- Dung phim TAB: dé di chuyén con tro dén 6 tiép theo tir tréi qua phai.
- Dung Shift + TAB: dé di chuyén con tro theo hudng tir phai sang tréi.
- Dung phim Enter: dé di chuyén con tro dén & bén dudi.
- Phim HOME: di chuyén con tro vé 6 dau tién caa hang hién hanh.
- Ctrl + Home: di chuyén con tré vé 6 dau tién A1.
- Crtl + End: di chuyén con tré chudt vé 6 cudi cling c6 dit liéu.
- Phim page up/ page down: doi con tré 18n hoic xubng mét trang.
- Dung cac phim miii tén: dé di chuyén con tré xuéng/lén/sang phai/ sang
tra mot o.
- Crtl + miii tén |&n/miii tén xudng: di chuyén con tro vé 6 dau tién/ 6 cudi
cung.
- Crtl + miii tén sang phai/ miii tén sang trai: di chuyén con tro vé 6 dau
tién bén phai/ bén trai.
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C Thao tac trén bang tinh

II1. Thao tac trén Worksheet

2. Sao chép diru ligu

- Pénh diu 6 can copy.

- Tai thé¢ Home chon Copy (hoac Crtl + C).

- Puacon tré chudt dén 6 can Paste tai thé Home chon Paste (Ctrl + V).
3. Xoadir li¢u

- Pénh dau 6 can xda.

- Bam phim Delete. Hoic tai thé Home chon nhém Editing -> chon Clear ->

Clear all.
4. Thay déi kich thwéc cot, hang
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C Thao tac trén bang tinh

[11. Thao tac trén Worksheet

5. Chen hang, cot, 0

v Chen cot

Chon ¢t hoic nhiéu cot mudn chén. Tai thé Home chon nhém Cell -> Insert ->
Insert sheet columns.

Hoac kich chuot phai [én cot d& bdi den chon Insert.

v Chén hang

Tuong tu nhu chen cot.

v Chen 6

- Puacon tré chudt dén 6 mudn chen.

- Tai th¢ Home chon nhédm Cell chon Insert -> Insert Cell.
Hoac kich chuét phai tai 6 mubn chén chon I nsert.

+ Shift cell right: chuyén dir liéu viing hién hanh sang phai.

+ Shift cell down: chuyén dix liéu tai vang hién hanh xubng duéi.
+ Entire row: Chén nguyén hang.

+ Entire column: chen nguyén cot.

Nhan OK dé thuc hién cheén.
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C Thao tac trén bang tinh

[11. Thao tac trén Worksheet

6. X0a hang, cot, 0

Vv X0a cot

- Chon cot hodc nhiéu cot can xda. Tai thé Home chon nhém Cell -> Delete -
> Delete Sheet Columns.

- Hoac kich chudt phai 1én cot bdi den chon Delete.

Vv Xoba hang

- chon hang hoic nhiéu hang mudn x6a. Tai th¢ Home chon nhém Cell ->
Delete -> Delete Sheet Rows.

- Hoac kich chudt phai 1én dong boi den chon Delete.

v Xb6ab

- Chon 6 muén xda. Tai thé Home chon nhédm Cell -> Delete -> Delete Célls.

- Hodc kich chudt phai 1&n ving béi den chon Delete. Hop thoai xuat hién:

+ Shift cell left: chuyén dir liéu viing bén phai vao viing bi xéa.

+ Shift cel up: chuyén ditu liéu viing bén dudi vao viing bi xda.

+ Entire Row: x0a nguyén hang.

+ Entire Column: Xdéa nguyén cot.
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C Thao tac trén bang tinh

[11. Thao tac trén Worksheet

7.Tronvatach o

- Tron: Chon céac 6 can tron. Tai thé Home chon nhém Alignment chon
Merge & Center.

- Téach: chon céc 6 can tach. Tai thé Home chon nhém Alignment chon
Merge & Center -> Unmerge cells.

8. An, hi¢n hang, cét

v An hang, cét:

Chon céc hang, cot can an. Bam chudt phai 18n hang, cot vira bdi den chon

Hide.

v Hién hang, cot

Chon céc hang, cot lién trudc va sau voi chiing. BAm chudt phai |én chon

Unhide.
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C Thao tac trén bang tinh
II1. Thao tac trén Worksheet
9. Cé dinh hang, cot
Dat con tro tai vi tri can cb dinh. Tai thé View -> Window -> Freeze panes,
Chon kiéu phti hop sau:
- Freeze panes: C6 dinh dong phiatrén vacot bén tré 6 hién hanh.
- Freeze Top Row: Cé dinh dong dau tién dang nhin thiy caa danh séch.
- Freeze First Column: Cb dinh cot dau tién dang nhin thiy cua danh
sach.
Dé bo ché do trén. Tai the View -> Window -> Freeze panes -> Unfreeze
panes.
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PHAT TRIEN B8 MANG -RANG TAM KikN TH T

D Cac ham théng dung O

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

|. Giéi thigu
1. Khai niém
Ham (Function) & nhirng cong thirc dinh sin nham thuc hién mot yéu cau tinh
toan ndo do. Két qua tra vé mot ham lamot giatri cu thé tiy thudc vao chic
nang caa ham.
2. Cu phép

Tén ham (danh séch déi sb)
Tén ham: Sir dung ham theo quy udc cia Excel.
Danh sach doi sb: |a nhitng giatri truyén vao cho ham. Béi sb cia ham co thé
lahang sb, chudi, dia chi 6, di chi ving, ...t6i dala 255 d6i so.

8/8/2014 35

£)-enter

PHAT TRIEN B8 MANG -RANG TAM KikN TH T

D Cac ham théng dung O

|. Giéi thigu

3. Cach thuc hién ham

Céch 1: Nhap truc tiép tén ham va céc d6i s tir ban phim.
Céch 2: Kich chugt vao nit £ trén thanh cdng thirc dé xuat hién hop thoai
Insert function.

Tai hop thoai chon ham tir danh séc va nhan OK

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

Koo e

bé xuat hién hop thoai doi so va nhap doi s6.-> OK N ——
- ) . ) Fl.ru:t;'n A:ng:ms- : . 7 “ P v r—" o _
=M '.i.h.ﬂ'l‘."':'\"f' £
Bunlecrl | - _Ea-la:-
Hurahesr 3 HIMT_H

Airmebrl rawboi |
Adl ¥t T b g 2l

Ankkeall L e in arangs ok,

Bumberl: noreo Lronterd. . ac L bl 2
e e ool iebete by
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D Cac ham théng dung O

Il. Function Wizard

- cheon 6 can nhap.

- Click nat & trénthanh céng thirc.

- Trong hop thoai Insert Function chon All ¢ hop thoai Function
Category.

- Function Name: Chon ham can dung ->OK .

- Nhap céc d6i sd vao hop Text Box.

- Néu dbi sb lamot function méi, kich vao nGt mii tén ¢ tai hop Name Box,
Néu chua xuét hién tén ham chon More Function. Hp thoai I nsert
Function, lap lai cac thao téc nhap ham.

- Nhap céc ddi sd con lai ciaman hinh.

- Chon OK dé két thuc.
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D Cac ham théng dung O

I11. Ham xir ly dik liéu dang sb
v Ham ABS

Cu phap: =ABS(Number)
- Cong dung: Tra vé giatri tuyét d6i cua sb
- Vidu: ABS(-10) tra vé gi trj 1a 10.
v Ham INT

Cua phap: = INT(Number)
- Coéng dung: Tra vé phan nguye cia s6 number
- Vidduy: Int(5.9) tra vé giatri 5
v Ham QUOTIENT

Cu phap: =QUOTIENT (Number, divisor)
- Cong dung: Tra vé giatri phan nguyén caa phép chia Number cho divisor.
- Vidu: QUOTIENT(10,3) tra vé giatri 3.
v Ham MOD
Cu phép: = MOD(Number, divisor)

- Coéng dung: Tra vé giatri phan du caa phép chia Number cho divisor.
- Vi du: MOD(10,3) tra vé giatri 1.
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D Cac ham théng dung O

I11. Ham xir ly dik liéu dang sb
v Ham RAND
Cl phap: =RAND()
- Cong dung: Tra vé mot sd ngau nhién trong khoang 0 va 1.
v Ham ROUND
CuU phap: = ROUND(Number, num_digits)
- Coéng dung: Lam tron s number, 1ay num_digist chir s6 thap phan, phép
|am tron thuc hién theo nguyén tac >=5 thi nang 1&n va nguoc lai.

+ Néu num_digist 1a sb nguyén duong: tra vé giatri ¢a duoc lam tron cia s
Number valdy num_digist 1asd | thap phan
Vi du: =Round(4.635,1) tra vé giatri |a 4.6.

=Round(4.368,2) tra vé giatri 1a 4037.
+ Néu num_digist & sd nguyén am |am tron phan nguyén cia sb Number tai vi
tri thir num_digist(ké tir ddu thap phan sang tréi).
Vi du: =Round(12345,-3) tra vé giatrj 1a 12000.
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I11. Ham xir ly dik liéu dang sb
vv Ham RANDUP, ROUNDDOWN
Tuong tu nhu ham Round nhueng ham Roundup [uén lam tron 1én va
Rounddown udn 1am tron gié tri xudng.
v Ham SQRT
CuU phap: = SQRT (Number)
- Cong dung: tra vé can bac 2 caa Number.
- Vidu: = Sart(9) tra vé giatri la 3.
v Ham PRODUCT
Cu phap: =PRODUCT (Number1, Number2,...)
- Cong dung: Tra vé giatri phép tinh tich cac sb.
- Vidu: Product(10,3) tra vé giatri 30.
v Ham POWER
Cu phap: = POWER(Number, Power)
- Cong dung: Tra vé giatrj caa phép tinh Number mii Power.
- Vi du: Power(2,3) tra vé giatri 8.
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D Cac ham théng dung O

I11. Ham xir ly dik liéu dang sb
v Ham SUM

CU phap: = SUM (Number 1, [number 2]],...) hoiac =SUM (vung)
- Cong dung: tra vé téng giatri cua danh séch cac dbi sd hoic caa ving.
- Vi du: G2=4, G3=7,G4=6 thi =SUM (G2:G4) tra vé giatri 1a 17.
v Ham SUMIF

Cua phap: =SUMIF(Range,criteria,[sum_range])

- Cong dung: Tinh téng gia tri caa c&c 6 trong vuing tinh tong sum_range tuong
rng Vvéi céc 6 trong ving range thoa man diéu kién criteria.

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

lllll PR R A L AR AT AR AT

- Vi du: e e .
Tai 0 E3 [ap cong thuc: - Pl
=SUMIF($A$2:$A$7,"A",$B$2:$B$7) i s —

Tuy nhién, vai cong thic trén ta khéng thé sao
Chép duogc cho c&c 6 con lai dé tinh loai B,C dugc ma thay bang cong thic sau dé
tinh: =SUMIF($A$2:$A$7,D3,$B$2:$B$7). 2 cong thic déu cho 1 két qua 1a 98.
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D Cac ham théng dung O

I11. Ham xir ly dik liéu dang sb
v Ham SUMIFS
Cu phap: = SUMIFS(sum_range,criterial rangel,criterial,
criteria2_range2,criteria2,...)

- Cong dung: tinh tong gia tri caa cac 6 trong viing tinh tong théa man diéu

kién cho trudc.
Trong do:
sum_range: D&y céc 6 dé tinh tong, co thé 14 6 chira sb, tén, mang, hay tham
chiéu dén cac 6 chirasd. O réng va b chira giatri text s3 bo duoc qua.
criterial_rangel, criteria2_range2,..: Dung dé lién két diéu kién cho ving.
Criterial, criteria2, ...: biéu kién dé tinh tong. Chiing co thé & dang 5, biéu
thic hoic text. Criteriaco thé 1432, “32”, “>32", hoic “apple’,...

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

VI' du: Tl'nh téng &é |11’(_)'ng |02_1| mét hér]g T (" & & E|=CurllnCED 3307 TIL 44T, A%
A ciiahéng DELL? T s e S
CT: T . p—

= SUMIFS(C2:C7,B2:B7,"DELL" A2:A7,"A") :i—=
Két qua 14 50.

1 TIHHTAME 20 wAons LEGAN OLh HEFG DS L
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D Cac ham théng dung O
I11. Ham xi ly dir liéu dang chudi (Text)
v Ham LEET

Cua phap: = LEET(Text,[num_charg])
- Cong dung: tra vé mot chudi con gdm num_chars ky tu trich tir tréi sang
phai cia chudi Text. Néu num_chars bo quathi ngam dinh = 1.
- Vidu: = Leet(*VIETHANIT” 4) tra vé chudi “VIET”
v Ham RIGHT
CuU phap: =LEET(Text,[num_charsg])
- Cong dung: tra vé mat chudi con gdm num_chars ky tu trich tir phai sang
tré cia chudi Text. Néu num_chars bo quathi ngam dinh = 1.
- Vidu: = Leet(*VIETHANIT” 4) tra vé chudi “ANIT”
v Ham MID
Cu phap: =MID(text,start_num, num_chars)
- Cong dung: tra vé mot chudi con gdm num_chars ky tu trich tir vi tri
Start_num caa chudi Text trich tir tréi sang.
- Vidu: = MID(“VIETHANIT” 5,3) tra vé chudi HAN.,
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[11. Ham xir ly di liéu dang chudi (Text)
v Ham UPPER

Cu phap: = UPPER(Text)
- Coéng dung: tra vé chudi text dang chir hoa
- Vi du: = Upper(“vietNAM”) tra vé chudi “VIETNAM”
v Ham LOWER

Cu phap: =LOWER(Text)
- Coéng dung: nguoc lai kiéu UPPER.
- Vidu: = Lower(*VIetNAM”) travé chudi “vietnam”.
v Ham PROPER

Cu phap: =PROPER(text)
- Cong dung: tra vé chudi text ki ty dau viét hoa.
- Vi du: = Proper(“Nguyén vian an”) tra vé chudi “Nguyén Van An”.
v Ham TRIM

Cu phap: =TRIM (Text)
- Coéng dung: Tra vé chudi text sau khi loai bo khoang trang dau va cudi. Va
loai bé khoang trang thira & giita. - 5 ,

- Vidu:=Trim(* Tran Xuan Quyét ”) tra vé chuoi “ Tran Xuan Quyeét”
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D Cac ham théng dung O
[11. Ham xir ly dir liéu dang chudi (Text)
v Ham LEN

Cu phap: = LEN(Text)
- Coéng dung: tra vé do dai caa chudi da cho.
- Vidu: =Len(*HO CHi MINH") tra vé giatri la 11.
v Ham VALUE

Cu phap: =VALU(Text)
- Coéng dung: Chuyén d6i mot SO kiéu chum sang dang sb.
- Vidu: = Value(*2006") travé chudi so 2006.
V. Ham xik ly ngay va gio
v Ham DAY

Cu phap: =DAY (serial_number)
- Coéng dung: Tra vé giatri la ngay trong chuSi serial_number.
- Vidu: = day(*15/04/2014") ket qua tra ve la 15.
v Ham MONTH
Cu phép: =MOTH(serial_number)

- Coéng dung: Tra vé giatri lathang trong Qhuéi serial_number.
- Vi du: = day(“15/04/2014") ket qua tra vé la 4
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D Cac ham théng dung O
V. Ham xi ly ngay va gio
v Ham YEAR
Cu phap: =YEAR(serial_number)
- Coéng dung: Tra vé giatri |anam trong chudi serial_number.
- Vi du: = day(*15/04/2014”) két qua tra vé |a 2014.
vv Ham DATEDIF
Cu phap: =DATEDI F(start_date, end datetype)
- Cong dung Tinh s6 ngay gitra hai moc thoi gian tir ngay bat dau(start day)
den ngay két thic(end_ day) Type="“d" tra v¢ so ngay, Type ="m” tra vé
sb thang, Type="“y” tra vé sb nam.

- Vidu:
Sum - ® & fe | =DATEDIF(A2,B2,"d")
A ' E [ e | b
1 ngay bat dau ngay két thic  két qud
2 | 08/10/2014]15/08/2014 | =DATEDIF(A2,82,"d")
3 | DATEDIF() |

4
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D Cac ham théng dung O
V. Ham xi ly ngay va gio
v Ham EOMONHT
ca phap =EOMONTH((start_date,monhts)
- Coéng dung: Tra vé ngdy cudi cling cua thang trudc hodc sau sb thang chi dinh.
- Vidu: Tai 6A2 codix lieu 1a03/2/2012 .
=EOMONTH(A2,2) tra vé ngdy cudi clng caa thang sau thang hai 2 thang |a
30/4/2012.
=EOMONTH(A2,-3) tra vé ngdy cudi cling cua thang trudc thang hia 2 thang 1a
30/11/2012.
v Ham NETWORKDAY
CuU phap: =NETWORKDAY (start_date, end_date,holidays)

- Cong dung: Tra vé sb ngay lam viéc trong méc thoi gian duara sau khi trir di

ngay nghi va cac ngay |&. Céc ngay |é phal dé gan nhau dé chon thanh mét vang.

= Vl du lipboard it
B4 - J& | sMETWORKDAYS[B1,682,63)
A B C D E

1 mgay bt d3u 25/03/2014

2 ngay ket thic 05042014

3 ngay ngl"ilaL 0Z2/04/2014
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D Cac ham théng dung O

V. Ham xi ly ngay va gio
v Ham WEEKDAY

CU phap: = WEEKDAY S(serial_number, [return_type])
- Coéng dung: Tra vé tht ty ngdy trong tuan. Trong do:
+ Néu return_type bo tréng hoac 1 thi ham weekday tra vé sb 1 1angay chi nhat.
+ Néu return_type = 2 thi ham weekday tra vé s 1 lathu 2.
+ Néu return_type = 3 thi ham weekday tra vé s6 0 la thu 2.
- Vi du: = Weekday(“10/11/2012”) ...-> két qua la 2
v Ham WEEKNUM

Cu phap: =WEEKNUM (serial_number, [return_type])
- Cong dung: Tra vé s thir tu tuan trong nam.

_ Vi du: _ _ Két qua la tuan thir 14 trong nam 2014
SUM - ¥ o~k SWEEKNUMBZ) 4 - Jx
A B C | T a E C
1 ngay bt S 28/03/2014 1 'ngay bét dau 25/p3/2014
2 ngay kETthic 05,/04/2004 2 ngay k&t thac 05,f04,/2014
3 ngaynghii 1 02,04/2004] sWEEKNUM{B2) 3 | nahy nghi 12 020472014 14
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D Cac ham théng dung O
V. Ham xi ly ngay va gio
v Ham HOUR

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

Cu phap: =HOUR(serial_number)

- Coéng dung: Tra vé giatri lagio trong chudi serial_number.
- Vidu: Hour(*11:25:40”) tra vé giatri 1a11.
v Ham MINUTE

Cu phap: =MINUTE(serial_number)
-Cong dung: Tra vé giatri 1a phdt trong chudi serial_number.
- Vidu: MINUTE(*11:25:40") tra vé giatri 1a 25.
v Ham NOW

CuU phap: =NOW()
Cong dung: Tra vé gio hién tai cua hé thong.
v Ham TODAY
Cu phap: =TODAY ()

Cong dung: Tra vé ngay hién tai caa hé thong.
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£ EnTER

PHAT TRIEN K F MANG -HARG TAM KIEN THC

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

D Cac ham théng dung O
V. Ham xir ly dir liéu dang logic
v Ham AND

CU phap: —AND(Ioglcall logical2,..)
- Cong dung Kiém tradleu kién doi so.
+ Néu tat ca cac d6i sd dung tra vé giatri TRUE.
+ Néu tat ca cac d6i sd sai tra vé giatri FAL SE.
- Vi du: =ZAND(3>2) tra vé giatri TRUE.
= AND(3<2, 3<4) tra vé giatri FALSE.
v Ham OR
Cu phap: =OR(logicall, logical2,..)
- Cong dung: Lién két diéu kién dé kiém tra dong bd. Trong do logicall, logical2
|& nhitng biéu thuc.
Két qua tra vé 1a FAL SE néu tat ca cac dbi so lasai. Céc truong hop con lai 1a
dung.
- Vi du: = OR(3>6,5>6) tra vé giatri 1a False.
= OR(3>4,5>4) tra vé giatri la Truse.
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% ENTER
ki Wimols Ak TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

D Céac ham théng dung O
V. Ham xir ly dit liéu dang logic
v Ham NOT

Cu phép: =NOT (logical)
- Coéng dung: Tra vé giatri pha dinh caa biéu thuc.
- Vidu: =NOT(3<6) tra vé giatri lafalse.
Bang todm tat cac hamlogic

__A__| B __|AND(AB)| OR(AB) |NOT(AB)
TRUE TRUE TRUE TRUE FALSE
TRUE FALSE FALSE TRUE FALSE
FALSE TRUE FALSE TRUE FALSE

FALSE FALSE FALSE FALSE TRUE
v Ham FALSE
Cu phap: =FAL SE()
- Coéng dung: Tra vé giatri false.
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% ENTER
ki Wimols Ak TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

D Céac ham théng dung O
V. Ham xir ly dir liéu dang logic
v Ham FALSE
Cu phap: =FAL SE()
- Coéng dung: Tra vé giatri true.
v Ham IF
Cu phap: =IF(logical_test,value if true, value if false)
- Coéng dung: Ham kiém tra gi tri caa biéu thirc néu biéu thirc nhan giatri Tru
ham tra vé giatrj value if truevanguoc lai.
- Vidu =if(A2>5, “dau,"rot”)

IR LA

SUIM 1" K« fo =IF[B13>=5"04u" "R

[l A B E [ o [
10 hg tén didm kil qua

11 trén & 5 Béu

12 MguyénB 3 Rat

13 WA 4|=IF{R133=5, "Riu", "Rat")
o
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£ EnTER

PHAT TRIEN B8 MANG -RANG TAM KikN TH T

D Céac ham théng dung O
V1. Ham théng ké
v Ham MAX
Cu phap: =MAX(numberl, number2,...) hoic = MAX(vung).
- Cong dung: Tra vé giatri I6n nhat trong danh sach d6i sé hodc vang.
- Vidu: = Max(3,5,7) tra vé giatri la 7.
v Ham MIN
Cu phap: = MIN(number1, number2,...) hodc = MIN(vung).
- Cong dung: Tra ve giatri nho nhat trong danh séch dbi s6 hoac vung.
- Vidu: = Min(3,5,7) tra vé giatri 1a 3.
v Ham AVERAGE
Cu phap: =AVERAGE(number1, number2,...) hodc = AVERGE(vung)
- Cong dung: Tra ve giatri trung binh cong trong danh séch déi b 0 hoac vung.
- Vidu: = Max(3,5,7) tra vé giatri TBC la 15.
v Ham COUNT
Ca phap: —COUNT(numberl number2,...) hoic = COUNT(vung)
- Cong dung Pém sb luong 6 co chia du: ligu kleu sH trong vung (khdng d¢ém 6
chudi va 6 rong).

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER
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£ EnTER

PHAT TRIEN B8 MANG -RANG TAM KikN TH T

D Cac ham théng dung O
VI. Ham théng ké
v Ham AVERAGEIF
Cu phap: —AVERAGEIF(range criteria, averge | range)
- Cong dung: Tra ve giatri trung binh cong(sd hoc)caa cac 6 duoc chon thoa
man mot diéu kién cho trugc. Trong do:
+ range: |a mot hodc nhiéu 6 can tinh trung binh, c6 thé bao gom céc con sb, cac
tén vung, cac mang hoac cac tham chiéu den cac giatri...
+ criteria; ladiéu kién dudi dang mot sb, mot biéu thu:c dia chi 6 hoac chudi dé
quy dinh tinh trung binh cho nhitng 6 nao..
+averge range: latap hop cac 0 that sy tinh trung binh.

Siind - Fow B SAVIRAGOITAZAT,"A"CHCT]

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

A 0 | B ] F | &

1 Joai bdng 5X _5.5- hrgmg
2 (A DELL 0
: B B 20
4a DELL T
5 \C 158 24
5 A 1851 a0
7B DELL | 15

2 | Tinh tng binh mat hing 13 loa /&
3 -.-'L‘i.'F‘R.J.'l"FII'(.-\‘A AT }

10| [ AVERAGETF(range. criteria, [acemge rarg
11 | Tich g binh ot he h'l,-h.-n-q.n 1 e Dol

12 15
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£)-enter

PHAT TRIEN B8 MANG -RANG TAM KikN TH T

D Céac ham théng dung O
V1. Ham théng ké
v Ham AVERAGEIFS
Cu phép: =AVERGEIFS (average range, criteria rangel, criterial,
criteria rangez, criteria2,...)
- Coéng dung: Tra vé gia tri trung binh cong(sd hoc)cua cac 6 duoc chon thoa
man mot diéu kién cho trudce.

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

SUM - L J‘:-_ SAVERAGEIFS(CC? A2:AT,"A" BLBY,"DELL")

[ A B | € o 3 E & H
i lom hing 53X 56 remg
2[4 TDELL 2
3B 1EN1 20
i A DELL 10
5 |C IEM 25
& |A EM 30
7 B IDELL 15
§  Tinh trong binh mat hang la logi A
£l L}
10

11 Tirh trang hink mat hing 1 logi A caa king Tell
12 | =AVERAGEIFS{C2:CT A2 AT "A" BI:B7,"DELL")
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£)-enter

D Cac ham théng dung O

V1. Ham théng ké
v Ham COUNTIF
~ Cu phap: =COUNTIF (range, criteria)
- Cong dung: beém so 6 trong vung range théa man diéu kién criteria

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

- Vi du:
A4 - B | sCOUNTIF(AZ:AT, A"
| A& | &8 C 6 | e | F
1 |boi hing 5K 56 hrong
2 |A DELL 1]
1B [EM 0
1 |A DELL o
5 |C [EM 25
(-1 RN E1x]
7|0 DELL 15
8| Th ey beinch it b B3 leaad A
9 In
10
11 | Tirks e bk i hivneg 1 ol A cia hiing Tell

12 15

13 Erden s Gl dapd A

] 1

15 | DEm s 120 mathang loai A cda héng DELW
16 2

iT
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4> enter

PHAT TRIEN B8 MANG -RANG TAM KikN TH T

D Cac ham théng dung O
V1. Ham théng ké
v Ham COUNTIFS
CU phép: =COUNTIFS (criteria_rangel,criterial,[criteria_range2,
criteri2],...)
- COng dung: Ap dung dleu kién cho tat ca ca 6 giao gitta cac ving diéu kién,
dém sb lan thoa man tat ca cac diéu kién.

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

- Vidu : S—
¢ Alg hd fe | SCOUNTIFE(AZIAT, A", BZ:B7, DELL')

__ A E I C x] E F L]

1 ke hing 5K 56 keomg

2 A TELTL m

2 B IEA il

4 A LDELL 10

5 |C TEN 23

a4 IEX 30

7 B DELL L%

% Tinh orung binh mit kang 13 boai A

E) 20

10

11 Tinh tung hinh m#t hang 13 kai & rma hing Tl

12 15

13 Dmosd dlddopd A

14 3

15 kiern =0 B mat hang loge & oda hang el

1b _j.

17
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£>-enter

PHAT TRIEN B8 MANG -RANG TAM KikN TH T

D Cac ham théng dung O
VI. Ham tra ciu va tham chiéu
v Ham VLOOKUP

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

Cua phéap: =VLOOKUP
(vlookup_valuetable_array,column_index_num,range_lookup)
= VLOOKUP(tri do,bang do,cot Iay giatritra ve, cach do)
Cong dung: dung d tim dir liéu cho 6 hlen hanh dya vao lookup value (tri do) va
table array (bang do).
Trong do:
+ lookup_value (tri do): l1a gia tri dugc dem so khép véi céc gia tri trong cot dau tién caa
bang do table_array.
+ table_array (bang do): 1abang thong tin chira ditu li¢u dugc do.
+ column_index_num(cot lay giatri tra vé): 1a sb tha ty cot chira giatri tra vé caa ham khi

phép so khap duoc thyuc hién.

+ range_lookup(céch do): la mot glatn logic, 6 thé nhap hoac bo qua.

VI du i} 1] [ (k] [ - S LU B ] S b o E - [ (]
1 | RTE | Msed Tin ting |58 tvor nb.,. Thinh tins |
» 1 [ain  HOD =.x | s u L oF E [
3 Thing e [ 3 _BIC [ Eabeb Ve haag |0 heoug ] chon Lyadi
43 | m wous| & . NI
5 f] Kau  HOD 15 o TR R - |
b 5 2 Tan T 15 B
7 [Tentene  Thol [por Gis § ——
& MOLEE I ! P
4 ELD w10 o
i) HOD 0% i0 11} JES) b 1 I
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£ nran

PHAT TRIEN B8 MANG -RANG TAM KikN TH T

D Céac ham théng dung O
V1. Ham tra ciru va tham chiéu
v Ham HLOOKUP
Cu phap: =HLOOKUP (vlookup_valuetable array,row_index_num,range_lookup)
= HLOOKUP(tri do,bang do,hang lAy giatritra v, cach do)
Cong dung: dung d tim dir liéu cho 6 hién hanh dua vao lookup vaue (tri do) va
table array (bang do).
Trong do:
+ lookup_value (tri do): la gia tri dugc dem so khop véi céc giatri trong hang dau tién caa
bang do table_array.
+ table_array (bang do): labang thong tin chira ditu li¢u dugc do.
+ row_index_num(hang |y giatri tra vé): 1a s thu ty hang chira gia tri tra vé caa ham khi

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

phép so khap dugc thyc hién.
+ range_|lookup(céch do): lamat giatri logic, co thé nhap hoic bo qua
Vl du I 5 B c E F = =i & c-IEl B

STT  [Tinknick Tin g sam Bon gl [Thich 4]

L
TR L | HIN T & o A -
: BT Al ey |G ey
al 2 Ding | FDO | &4 i - | D@ | = W
al 3 Hi MOUSE 47 52 | Diw [P0 | &1 |0
1 am | DD 15 A3 | W [wetsE e :
1] ' 1 Mav 1 1%
4 = = i -
7 Ténzing MOUSE IDD oD T E
- : Teubiay [W00SE| EDO | HID
B Thur 5% 1 ] 2 %ﬁ
a Do i & 5 w0 s Touga| 5 | o
i n
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£ nren

PHAT TRIEN B8 MANG -RANG TAM KikN TH T

D Céac ham théng dung O
VI1. Mt sb théng béo 18i khi tinh toan va sir dung ham

| Tensi | Njidwng |
#DIV/O! Xay ra khi trong cong thic cé phép tinh chia cho 6 chira
giatri 0 hoic 6 trong.

#N/A Tim kiém mot giatri khéng c6 pham vi.
#NAME?  Tén khong hiéu dugc
#NULL! 2 vung khéng giao nhau.

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

#NUM ! Hai vung khong giao nhau.
#RET Cong thirc tham chiéu d¢én mot dia chi khéng hop 1é.
#VALUE!  Céc todn hang vatoan ti: sai kiéu di liéu

8/8/2014 60




%- ENTER
' TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

E Cossdiulieu ()

. Khai niém CSDL

CSDL (Database) 1a tap hop céac thong tin duoc to chuc theo mot ciu tric

thdng nhat nham phuc vu cho nhu cau khai théc dir liéu.

I1. Sip xép diru lidu

i Sﬁp xép nhanh

Dé sip xép ditu lié theo Chleu tang dan hay giam dan [am nhu sau:

- Chon cot dit liéu mudn sap xép.

- Trén thanh Ribbon chon thé¢ Data kich chon nit ¢ dé sap xép tang dan,
chonnit l dé sip xép giam dan.

Data Review View Devel

4| Connections - r ~
| A

Al |

1|
L Sort Filter

P
I:.:s

nections Sort & Filte)
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%- ENTER
' TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

E Cossdiulieu ()

I1. Sap xép diru liéu

2. Sap xép theo dieu kign

Dé sap xép diru lié theo Chleu tang dan hay giam dan [am nhu sau:

- Chon cdt dit liéu mudn sip xép.

- Trén thanh Ribbon chon thé Data chon nhém Sort& Fiter va chon Sort.
- Hop thoai Sort xuat hién:

+ Sort by: Chon truong mudn sip xép.

+ Sort on: Chon diéu kién sip xép.

+ Order: kiéu sip xép, A to Z: sip xép ting dan; Z to A: sip xép giam dan.

aon
Data Review View Devel

!
!

gl fadd Lo ez Lovd & ooy Love | Do, oy ks b meeciens

=, Cohaes e O Crka
.’ Sy OpennH w | | EEs w| AW w |

'ﬂ'. 1
2], |
Sart Fitker . 1

|

.c."ﬂl:ﬂ"ml?':'tl':rl“.s

Bl
=l

L

Z
A
inections Sort & Filte o Canadl
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£ EnTER

k. Co so diru liéu

[11. Loc dir ligu
1. Auto Filter

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

O

- Chon cot (hodc céc cot) dir lieu mudn loc.
- Trén Ribbon chon thé Data chon nhém Sort & Filter -> Filter.
- Kich vao mii tén 6 dau tién.
- Kichvao text Filter.

- Kich vao ndi dung mudn loc hodc chon diéu kién loc.
+ Equal: so sanh bang.

+ Does not equal: so sanh khac.

+ Isgreater than: so sanh l6n hon.

+ Begins with: diéu kién bat dau vai.
+ Isgreater than or equal to: so sanh 16n hon hoic bang.
+ Does not begin with: diéu kién khdng bat dau véi..
+ Does not end with: diéu kién khong két thic véi. ..
+ Contains: diéu kién co chu...

+ Does not contains: diéu kién khong co chura..

+ Top 10: chon céc giatri 16n nhat.

+ Above Average: chon cac giatri lon hon trung binh.

8/8/2014

+ Below Average: chon céc giatri nho hon trung binh.
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£ EnTER

k. Co so diru liéu

I11. Loc dir liéu
2. Advanced Filter

TRUNG TAM TIN HOC KIEN TRUC

O

- Tao mot bang diéu kién dé mé ta céc diéu kién loc.
- Trén Ribbon tai thé Data chon nhdom Sort & Filter

-> Filter.

- X&c dinh céc théng sb sau:
+ Filter thelist, in-place: trich caban ghi duoc loc

ngay tai CSDL.

+ Copy to another location: trich cac ban ghi duoc loc

sang 1 vi tri khéc.

+ List range: diachi vung CSDL.

+ Criteria range: diachi bang diéu khién.

+ Copy to: chi dinh vi tri trich.

+ Uniquerecordsonly: chon néu khdng mubn trich
Céc ban tin trang 13p vé diéu kién loc.

Dé khong &p dung chon loc kich nit Sort & Filter -

>Clear.

8/8/2014

- XAY DUNG 8 NGHIEP VU ENTER

A B
Ingay bt diu 29/03/2014
!mgay k&t thie 05/04/2014
ingay nghi 18 02/04/2014
1]
lcing thirc 4
két qua 1
advanced Fiter 7 [HEMN
Action
#) Fiter the list, in-place
Copy to another location
List range: 5.7
Criteria range: &

|| Unigue records only

O Cancel

qud




% ENTER
TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

E Cossdiulieu ()

V. Cac ham CSDL
v Ham DAVERAGE
Cu phap: =DAVERAGE(database, field, criteria)
- Coéng dung: Tinh trung binh céc giatri trong mét cot caa danh sach hay cac
tri cia mot CSDL theo mot diéu kién chi dinh.
v Ham DCOUNT, DCOUNTA
Cu phap: =DCOUNT (database, field, criteria)

- Cong dung: Bém s lugng ban ghi thoa man diéu kién duoc chi dinh.
v Ham DMAX

Cu phap: = DMAX(databasg, field, criteria)
Cong dung: Tra vé giatri 16n nhat trong mot trueong caa danh séch hay CSDL
théa man diéu kién dugc chi dinh.
v Ham DMIN

Cu phap: =DMIN (database, field, criteria)
Cong dung: Tra vé giatri nho nhat trong mot trudng caa danh séch hay CSDL
théa man diéu kién duoc chi dinh.
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% ENTER
TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

E Cossdiulieu ()

V. Cac ham CSDL
v Ham DSUM
Cu phap: =DSUM (database, field, crlterla)

- Coéng dung: Tinh tong cac 6 caa truong chi dinh thoa man diéu kién.

V. Tao Subtotal

1. Tao mot subtotal

- Sap xép diru liéu thanh cac nhém bing 1énh Sort (subtotal theo khda ndo
thi sip xép theo khoa do).

- Chon vuing dix liéu can tinh tong tirng nhom.

- Chon Ribbon Data chon nhdm Outline -> SubtotaJ Hop thoai subtotal
xuat hién. :

- Xé&c dinh céc théng sd sau: gl
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% ENTER
TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

E Cossdiulieu ()

V. Tao Subtotal

1. Tao mot subtotal

+ At each change in: chon tén truong, tiéu dé can tao nhom.

+ Use function: chon ham dé théng ké (sum, count, average,...).

+ Add subtotal to: chon nhitng cot mudn thyuc hién thong ké.

+ Replace current subtotals: ¢danh dau chon néu muén thay thé nhirng gia tri
subtotal hién co.

+ Page break between groups: dénh diu chon néu mén tao ngat trang giira cac
nhém.

+ Summary below data: danh dau chon néu mudn dong tong két duoc chén &
sau moi nhém.

+ Remove All: xéatat ca nhitng subtotal hién tai

8/8/2014 67

% ENTER
TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

E Cossdiulieu ()

V. Tao Subtotal

1. Tao nhiéu subtotal 16ng nhau

Pé tao nhiéu subtotal 16ng nhau thi phai sap xép ditu liéu thoe nhiéu khoa

Khoa 1 (sort by) ding dé phan nhém trong lan tinh tong ther nhat (subtotal

Ion) khoa 2 (then by) dung dé tinh tong cho lan sau (subtotal nho)
L4an 1: thuc hién véi At each change in |a khoa thir nhat

- Lan 2: thuc hién voi At each changein 1a khoa thir hai. Nhung trong lan 2
x6a chon & muc Replace current subtotal dé khéng [am anh huong dén
subtotal hién tai.

- Céclan sau lam tuwong tu lan 2.

8/8/2014 68




ENTER

cla ARDI

2

PHAT TRIEN KT NANG - HANG TAM KIEN THIG

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

I Biéu dd, phim tat vain an O

|. Biéu dé
1. Khé niém

Biéu dd lamot ddi tuong cua Excel, d6i twong ndy chira céc dit liéu vabiéu
dién thanh hinh anh véi mau sac va kiéu dang rat phong phu.

2. V& biéu dd
Vi du bang s6 liéu bén

chon vung dit liéu A3: D8, chon nhén cua cot
Chon kiéu biéu d tir Ribbon Insert -> Chart. Chon cac kiéu biéu dd thich

ho’p_ [ E G o E E G H i a K
° 1 S bhda i ctia khich bang phan thee nhdom tudi
* thang =30 ] L%
3 [trangL 4% 4% o | B
4 Mkdnp q9% M5 ] S P
5 thang3 9% 3% W
& Mhangd 5% ESEY =N
T thdngs 48% 435 o
2 trdnge 1% TR e
kl
0
11
1z
4
15/
16|
7
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2

PHAT TRIEN KT NANG - HANG TAM KIEN THIG

ENTER

cla ARDI

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

I Biéu d@d, phim tat vain an O

2. V& biéu do

- Bé thay ddi chéach bb tri trén biéu d6 ta chon biéu do hién tai -> Chart Tools-
>Design ->Chart Layout va chon cach bo tri ban do.

1E]| el = = Bozk? - Microsal: Cops Tricks
“ drm mad Fegrlace Pemda Dl Rerew e D an g | Lapat | Pair "

im 3 =l 3 1

e Pl veRen = 1 -II 1— '] "".l : | d .] ﬁ pike | l'] j-'-]

W ki QU SOpE: 1B | MO MG LM LIS UTA | M Gnawes | B =
& ax -1 £h- Tatis e a

Cure Sektine L L O 111 =1 fra b
Chart2 - % | -SERIES|, Shemtpd a3 5#.53, hiesdG! 5055 5053.30
a H L] e} E (c] H [} 1 K [*] H 0

T mFdhi man e khach hing pran thes nhom i

2 by uLw b

3 thamgl am s 7ma] W]

4 tharg? 5% 3% ki T

5 themga 298 1E 5%

& thasga 31% T

T thargs a5% w—N— R B B OB -

3 thargs 51% msarial

g o Bieriest

10 amy - —— L e

.,l.] e | ;

g 0% - — — — -

14

- e L

7 thargl  Hing?  thamgd thingd Gaingb  thamgt

17
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% ENTER
halnf w0l ARDI

PHAT TRIEN 6§ NANG - HANG TAM KIEN THIC

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

I Biéu dd, phim tat vain an O
2. V& biéu @6
- bé dao s6 liéu cot thanh dong/ dong thanh cot: Chart Tools->Design ->Data
-> Switch row/column.

a | e | e | m | E | F | =& H | 1 I | & L

1 i théa min aba khich hing phin theo nhém tudi

2 théng <30 30-49 =50

3 thangl 4% 4% 755 Ll

& théng 2 39% 39% g o

5 thang 3 29% 25% %

& thangd LD 3% 7o | 0% ® thang 1
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I Biéu d@d, phim tat vain an O
2. V& biéu @6
- Boi sang kiéu bieu do khac: Chart Tools->Design ->Type -> Change Chart
Type.
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I Biéu dd, phim tat vain an O
2. V& biéu @6
- Boi mau biéu do: Chart Tools->Design ->Chart Styles->More.

[T~ I o e fuad Wil Emod fiat bt -"EA
“ e el Frg loymd LT T Tl T e rw Crrelopre Tram Ergs e L _'a_rl.‘ =
[ I i : d 4 d =

Fail ) - [
e Al PR AR T U T T T T T T NY
Chod lpw e TaTohw Bl o ol

T baok bodk [Book Book b heod [Book bl :
Covtertomrimrminra bt ik [ bl bk b (bl kd T

Vg w1

TR . bk b (R B b B (o ki
R R R e bt bd [kd bd bd ki kd B
e | T R Y I Y Y Y

"
"
i
1

[T}
pL]
2l

8/8/2014 73

% ENTER

PHAT TRIEN KT NANG - HANG TAM KIEN THIG

TRUNG TAM TIN HOC KIEN TRUC - XAY DUNG & NGHIEP VU ENTER

I Biéu d@d, phim tat vain an O
2. V& biéu do
 Hiéu chinh biéu dé:
- Hiéu chinh Chart Area

Chuing ta cd thé hiéu chinh mau sic, hiéu tng, Format Dt Seies e
dudng k&, khung, d6 bong,...bang cach chon | =™ | mersersuies

Chart Area->Format Chart Area... tedrcir | | Coname e | -

Trong do: o o

+ Fill: Nhém lénh t6 mau. e | B

+ Border Color: K& khung va mau sic cua

nhoém dang chon. s

+ Border Styles: Céc kiéu duong nét k&

khung.

+ Shadow: D6 béng cho biéu db.

+ 3-D Format: Tao hiéu trng 3D.

Ngoai ra c6 thé vao Ribbon -> Chart Tools -

>Format -> nhom Shape Styles. =
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I Biéu dd, phim tat vain an O
2. V& biéu do
« Hiéu chinh biéu dé:
- Hiéu chinh Flot Area:
Chon Flot Area -> Chart Tools -> Format ->Shape Styles -> Chon kiéu dinh
dang.
- Hiéu chinh tiéu dé chinh, tiéu dé truc tung, tiéu dé truc hoanh, cha thich:
+ Tiéu dé chinh: Chart Tools ->L ayout->L abels->Chart Title-> chon kiéu tir
danh sach.
+ Truc tung/ truc hoanh: Chart Tools ->L ayout->L abels->Axis Title-> chon
kiéu tir danh sach.
+ Chu thich: Chart Tools ->L ayout->L abels->L egend> chon kiéu tir danh

sach.
+ Nhan diz liéu: Chart Tools ->L ayout->L abels -> Data L abels-> chon kiéu
tir danh sach.
+ Bang dizu ligu: Chart Tools ->L ayout->L abels->Data T able> chon kiéu tir
danh sach.
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I Biéu dd, phim tat vain an O
2. V& biéu dd
» Hiéu chinh dwong lwéi ngang va doc:
- Thém hoac bé dwong 61 Plot Area->Chart Tools ->L ayout->Axes-
>Gridline> chon kiéu phl hop tir danh séch.
- Mau sic duong luégi: Chart Tools -> Format ->Shape Styles -> Chon kiéu dinh
dang.
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Céc phim tat théng dung
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Pl tat Y nghia Phimm tit ¥ nghi
Enter Cai diro liguvio &, di chuvés con trd xudng dudi Cirl+ 1 Hin thi 13ah Cell trong memm Format
ESC Bi qua di lidu dang thay doi Ctrl + Shift =~ | Binh dang 50 kiu General
F4/Ctri =¥ |Ldp Ipi thao tic vis Jam Ctrl + Shifi =% | Pinh damg 50 kisu Currentey viri hai chit 50 thip phin
Alt+Enter | Bit d3n dong mi trong Cirl + Shifi —% |Binh dang 50 kidu Percentase
Backpace | daky nz bén trdi hode viing chon Cirl + Shift—* | Binh dams 50 kiéu Exponsntial vdi 2 bt 56 thip phin
Delete Xoa ki tr bén phii boje vine chon Chil + Shift =7 | Einh dams 50 kiéu Number i 2 chit 50 thip phin
Cirl - Delete [Xoatat ca chit trong mot dong Chl + $hift =& | Thém dirimg vien ngodi
Din i tén | D4 chuyen 1én xuéng hode qua lai 1 ki by Ctrl + Shifi— - |Bo duimg vicn
Homs Chuvin vé din dong Cirl + B Bit ché d6 chit dim’ khng dim
Cel+D Chep dit liéo 117 & trén xuong & dundi Ctrl +1 Bit che 33 chir nghisne/ khomg aghiéne
Cirl =R Cheép dit lién i trii gua phéi Ctrl+U Rit ché da chir pach chin/ khéng pach chin
Bhift + Enter | Ghi it lituvio & v di chyén 59 irén frone ving chon | Crl + 5 Bijt ché 33 chit zach gilta’ khang mack piika
Tab G di i vic 6w di chayen gua phéi vimgehon | Cirl + 9 An cng
Skift~ Tdo__| G d i vio i d e g i viag chon | Crl-= Stit—(_ Hienth dong n
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[11.1n 4n

1. Ché do hién thi
C6 3 ché do sau:

Normal View: 1& ché dé sir dung thurong xuy@n trong qué trinh nhdp liéu.
Page Layout View: xem truzoc khi in.
Page Break Preview: hién bang tinh c6 ddu phan trang.
2. Thiét 1ap théng sb cho trangin
Dé thiét 1ap thong sb cho trang in chon nhém Page L ayout -> Page Setup:
Margins: tlly chen |é trang.

8/8/2014

Orientation: trang ngang/ trang doc.

Sze: khé day.

Print Area: chon vang in.
Break: tlly chon ngat trang.
Background: chén hinh nén.
Print Titles: in tiéu dé 1ap lai trén moi trang.
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2. Thiét 1ap théng sb cho trangin

Vao Page L ayout ->Page Setup. hop

thoai Page Setup xuat hién.

Tab Page trong hop thoai Page Setup:

- Portrait: trang in dung.
- Landscape: trang in ngang.
- Fit to: trang bat dau in.

Page () wide by: trang in két thic.

Paper size: kiéu day in: Letter, A4,

Page Setup

Pags Marginis | Header Footer | S

A3...
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Scaling
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I Biéu dd, phim tat vain an O
2. Thiét 1ap théng sb cho trangin

Tab Marginstrong hop thoai Page Setup:
- Top: Khodng cach bang tinh so véi bién gidy

trén.

- Bottom: Khodng céch bang tinh so véi bién gidy

Page Setup
Page  Mergrs  HaaderSooter | Sheet

Lo Hegder:
duo. 075 o B
- Left: Khodang céch bang tinh so véi bién gidy
trai. !
- Right: Khodng céch bang tinh so véi bién gidy B et
phdi. :
- Header: Khodng cach tir ngi dung tiéu dé dau
trang so véi bién gidy trén. B Feter
- Footer: Khoang cach tir ngi dung tiéu dé dau A -
trang so véi bién gidy dudi. | sy
- Center On Page: Pinh ngi dung bang tinh nam . ="
giira tramh theo chiéu doc hogc chiéu ngang. ore. | [Pontmesen | e

- Print Preview: Xemtruoc trang in.

- Option: hgp thoai chon cac lya chon cho may in.

Cudi cuing chon OK.,
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2. Thiét 1ap théng sb cho trangin

Tab Header/Footer trong h¢p thoai Page Setup:

- Custom Header: tgo tiéu dé dau trang.
- Custom Footer: tgo tiéu dé chan trang.
Cira s6 Custom:

- Left section: tgo tiéu dé canh trai.

- Right section: tgo tiéu d@é canh phai.

- Center section: tgo tiéu dé canh giira.
- Cudi cung chon OK.
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3. Thiét 1ap thdng sé hép thoai Print

Dé goi hop thoai Print chon nut File ->
Print. Dung hop thoai ndy dé chon méy in,
trang in, chon sb lrong ban sao va céc tly
chon khac.

- Copis: S banin.

- Printer: Chon may in.

- Setting: Thiét 1ap lai cac thong sd khéc.

- Pages. So trangin.

- Collated: Cachin trong khi in nhiéu
trang, nhiéu ban.

- Orientation: Huéng in.

- Size: Kich thudc gidy in.

- Margins: Lé trang in.

- Sealing: til¢ in.
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