Chwong |
GIOI THIEU MICROSOFT EXCEL

l. GIOI THIEU:

Microsoft Excel Ia mét chwong trinh 'ng dung thuéc bé Microsoft Office, la mot cong
cu manh dé thyc hién cac bang tinh chuyén nghiép.

Ciing nhuw cac chwong trinh bang tinh Lotus, Quattro,..., bang tinh cia Excel ciling
bao gdbm nhiéu 6 dwoc tao bdi cac dong va cot, viéc nhap dir liéu va tinh toan trong
Excel cling c6 nhirng diém twong tw tuy nhién Excel c6 nhiéu tinh ndng wu viét va cé
giao dién rat than thién véi ngudi s dung.

Hién tai Excel dwoc sir dung rdng rai trong méi trwéng doanh nghiép nham phuc vu
cac cdng viéc tinh toan thédng dung, bang cac cdng thirc tinh toan ma nguwdi stv dung
(NSD) khéng can phai xay dwng cac chwong trinh.

Il. SU DUNG EXCEL

1. Khéi dong Excel
Céch 1: Nhap dbi chudt vao biéu twong Excel trén man hinh nén (Néu co)

Céch 2: Kich chuét vao biéu twong Excel trén thanh MS Office Shortcut
Céch 3: T Menu Start - Chon Program - Chon biéu twong Microsoft Excel
Céach 4: T Menu Start - Chon Run - xuét hién hop thoai: Nhap tén tap tin chuwong
trinh Excel (kém theo dwéng dan day dd) ® 4n OK
2. Thoat khéi Excel: Co nhiéu cach:
Cach 1: Chon Iénh File - Exit
Cach 2: Kich chudt vao nut Close trén thanh tiéu dé cta ctra sb Excel
Céch 3: Nhan té hop phim Alt + F4
Khi déng Excel, néu bang tinh chwa dwoc lwu triv thi excel sé xuét hién théng bao:

Microsoft Excel

" Do you want to save the change...?" ( Ban cé lwu lai nhitng thay dbi trén tap tin



BOOK1 khéng?)

Néu chon Yes: Lwu tap tin rdi dong Excel lai

Néu chon No: Béng Excel lai ma khéng Iwu tap tin
Néu chon Cancel: Huy bé I&nh thoat Excel

3. Cac thanh phan trong ctra so Excel Thanh tieu
Thanh Menu
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Cling gébm cac thanh phan co ban cia ctra sé chwong trinh:

- Thanh tiéu dé

- Thanh thwc don

- Thanh céng cu: Péng/ mé& cac thanh cdng cu bang 1énh View - Toolbars

- Thanh ¢éng thire: (Formula bar): Péng mé thanh céng thirc bang 1énh View - Formula
bar.

- Dong (Row): Tiéu dé dong dwoc ky hiéu theo sb thir tw 1, 2, 3, ...dén 65536

- Dong (Column): Tiéu dé cot dwoc ky hiéu theo cac chiv cai: A, B, C... dén IV (téi da
256 c6t trén mot bang tinh)



- O (Cell): Giao cuia hang va cot. O dwoc xac dinh bang dia chi 6, ky hiéu <cot><dong>
Vi du: O C5 Ia 6 tai vi tri cot C giao v&i dong 5

- Con trd 6: cé dang hinh chi* nhat bao quanh 6. O c6 chiva con trd 6 goi 1a 6 hién
hanh. Dia chi & hién hanh sé hién thj trén 6 Name box (phia bén trai cua Thanh cong
thirc) va ndi dung chira trong & do6 sé hién thi & phia bén phai ctia thanh cong thirc.

* CAu truc bang tinh Excel

M®i tap tin Excel co thé chira nhiéu bang tinh. Mdi bang tinh dwoc goi |1a mot Sheet
(gdbm 256 cot x 65536 dong). Mbi tap tin (book) cd thé chira tbi da 255 Sheet. Khi mé&
m&i mot tap tin, Excel sé& 14y tén tap tin 1a Book1.xIs va con tréd sé ndm & bang tinh
Sheet1.



CHUONG lI
LAM VIEC VOI BANG TiNH

I. CAC THAO TAC CO BAN VOI TAP TIN BANG TiNH
1. Lwu bang tinh

- Chon Iénh File - Save /hodc nhan Ctrl + S/ hodc kich chuét vao nut Save = trén
thanh cdng cu.
- Xuét hién hop thoai:




Save in: I [:l My Documents

j “'|@Xﬁvmn[sv

-
|1 Corel User Files
1My eBooks
Mv Pick Chon dia, thw mu
Iy FICErES chtra tap tin
| Iy Webs
|:I MySetups
E:I 2ld Excel Docurnents

GO tén tap tinj

j E Save I

Save as bype! IMiu:r-:usu:uFt Excel Waorkbook (*, x1s)

j Zancel |

+ Muc File name: G& tén tap tin

+ Muc Save in: Chon dia va Folder chira tap tin ® Xong &n nut Save

2. Mé tap tin méi:

- Chon Iénh File - New/ hodc nhan t6 hop phim Ctrl + N/ hodc 4n nut New

thanh céng cu Standard.

trén



3. M¢& tap tin da co trén dia

&

- Chon I&nh File - Open/ hodc nhan t hop phim Ctrl + O/ hodc &n nut Open trén
thanh céng cu Standard.
® Xuét hién hop thoai:

+ Muc Look in: Chon thuw muc chira tap tin muén mé. Noi dung cta thw muc dwoc chon

sé& xuat hién trong danh sach bén dwdi. Nhip dbi chudt vao tap tin muén mé.
Il. KHAI BAO THONG SO MOI TRUONG
Pé khai bao dinh dang cho cac kiéu di lieu, trwdc khi lam viéc voi Excel ta nén
xem lai phén khai bao thdong s6 moi trwdng lam viéc dé thuan tién trong viéc nhap dir
liéu vao cho dung dinh dang qui wéc cia may. Thao tac nhw sau:
T& Menu Start - Chon Control Panel ® M& Regional Settings ® Xuét hién hop thoai:
+ Phiéu Number: khai bao kiéu s6



Hegional Options

2|

General Mumbers | Eurrenu:_l,ll Time I [ ate I Input Lu:u:alesl

Appearance zamples

Pasitive: |123,455,?EEI.EIEI

Negative: |-1 23.456,789.00

Decimal symbaol:

Mo, of digits after decimal;

Dhigit grovuping svmboal:
Dhgit grouping:

Megative zign zumbol:
Meqgative number farmat;
Dizplay leading zenos:
Lizt zeparatar;

Meazurement syzten:

—
Ii ,A DAu phan cach théB

E -]

[ ‘/z DAu phan nhém@

[123.456.789 =l
| [
[+ =l

oh ligt ké ]

[07 Qéu phan ca
s 5




Decimal Symbol: Chon dau phan cach sé thap phan
No, of digits after decimal: s6 chi¥ sb thap phan
Digits grouping symbol: Dau phan cach nhém sb
No, of digits in group: sé chi¥ s6 trong mét nhém
Negative sign symbol: ddu am
Negative number format: dang thirc s6 am
Display leading zeroes: dang con sb nhé hon 1
Measurement system: Hé thdng do luwéng
List separator: diu phan cach liét ké
+ Phiéu Currency: Hiéu chinh dinh dang di liéu tién té. Khai bao twong tw nhw phiéu
Number, ngoai ra con c6 thém cac muc:
Currency symbol: Ky hiéu tién té
Position of currency symbol: Vi tri ky hiéu tién té



Reqgional Options il il

Generall Mumbers  Curency | Time I D ate I | npLik Lu:u:alesl

Appearance zamples

Paozitive: |$'I 23.456,.789.00 M egative: |[$'| 23.456.783.00)

( Thay ddi ky hiéu tién@
Currency zvmbal: IE ; 'i
Poszitive curmency format: |$1 A j
Meqgative currency format: |[$1 1] j
Decimal symbal; I j
M. of digits after decimal; IE j
Dhigit growping symbal: I

L L

Diigit grouping: I 123,456,789




+ Phiéu Time: Hiéu chinh dinh dang dir liéu gi¢o
Time sample: Dang gi® hién thi
Time style: Kiéu dinh dang
Time separator: DAu phan cach
AM symbol: Ky hiéu gi®& budi sang
PM symbol: Ky hiéu gi& budi chiéu
+ Phiéu Date:
Calendar type: Loai lich s&r dung
Short date style: ngay thang dang gon
Long date: Dang day du
Khai bao xong &n nat Apply ® OK
Pé khai bao Font mic nhién cho Excel:
Tai man hinh Excel, chon 1&nh Tools - Options, xuét hién hdp thoai:
+ Phiéu General:
Standard Font: Chon Font
Size: Chon c&
® OK ® xuét hién théng bao yéu cau khéi dong lai Excel dé bat dau lam viéc.
lIl. THAO TAC NHAP LIEU
1. Nhap dir liéu
- Mudn nhap di¥ liéu tai & nao thi phai di chuyén con trd & dén 6 dé.
- Nhap liéu binh thwéng va két thic nhap bang phim Enter.
- Ngat dong trong 1 6: dung phim Alt + Enter
2. Di chuyén con tré 6:
- Dung phim mdi tén/ hoac phim Enter
- Dung chuét kich vao 6 can di chuyén dén.
- Tab / Shift Tab: dich chuyé&n sang phai/ trai mét man hinh
- Page Up/ Page Down: Lén /xuéng mét man hinh
3. Thay déi kich thwéc cot/ hang
- Kéo chubt trén vach ngan cla tiéu dé cot/hang
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IV. PHAN LOAI DU LIEU
D& liéu khi nhap vao Excel dwgc phan ra lam cac loai sau:
1. Kiéu chubi, ky tw (Text)
- G6m cac ky tw chi¥ (A -> Z), sb, cac dau chinh ta...
- C6 thé nhap di liéu chudi bat dau bang 1 trong céc ki tw canh bién:
' (d4u nhay): Canh chudi vé bién trai 6
" (du nhay kép): Canh chudi vé bién phai 6
A (dAu mii): Canh chuéi giira 6
- Khi nhap mac nhién canh trai trong 6
- Néu d6 rong 6 nhé hon chiéu dai cta chuéi thi:
Néu cac 6 1an can cung hang con tréng thi di¥ liéu sé& Ian chiém sang dé thé
hién day da.
Néu cac 6 lan can cung hang da cé di liéu thi phan di liéu thiéu ché sé bj
khuét.
2. Kiéu s6 (Number)
- L& kiéu d liéu chi chira cac con s6 0 -> 9, ¢6 thé c6 dau + - %, (), ky hiéu tién té va
mot sb ky hiéu dac biét khac.
- Mac dinh di¥ liéu kiéu sb dwoc canh phai trong &
- D@ liéu kiéu s6 bao gdm rat nhiéu kiéu chi tiét:
Sé chwa dinh dang (General)
Sb da dwoc dinh dang theo kiéu s6 (Number)
Sé & dang tién té (Currency)
Sé ké toan (Accounting)
Sb & dang ngay (Date)
Sé & dang gi® (Time)



Sé phan trdm % (Percent)
Sé & dang chubi (Text)

S
Sb & dang sé E (Scientific)
Sé dang dé&c biét (Special)
M6t sb dang khac (Custom)

& dang phan sbé (Fraction)

O

- Néu d6 rong 6 nhé hon chiéu dai con sé. Di¥ liéu sé& thé hién dang sé mi (VD: 1E +
04) hodc toan nhirng dau ##HH## trong 6.
3. Kiéu cong thirc (Formula)
La mét biéu thirc toan hoc, bat du bang dau "="hoac dau "+" chira di¥ liéu s, chubi
(phai dat trong cap dau nhay kép), toan t&v, ham...
Két qua cutia cong thirc sé hién thi trong 6 con céng thirc sé dwoc hién thj trén thanh
cbéng thire.
Chiéu dai khéng vuot qua 255 ky tw
Chuy:
- Néu dir lieu kiéu sb, cong thirc ma co ky tw canh bién di truedc thi Excel xem d6 1a div
liéu kiéu chudi.
- Néu ta nhap dir liéu kiéu sb, ngay,... khéng dung dang da khai bao thi Excel khéng
nhan dién dwoc di liéu va ty ddng chuyén sang kiéu chubi.
V. HIEU CHINH DU’ LIEU
1. Stra dir lidu
Céch 1: Nhap déi chudt vao 6 can stra dé sira, stra xong an Enter
Céch 2: Dat con trd tai 6 can stra roéi an phim F2 dé stra.
2. Xoa
Céch 1: Chon pham vi can xo0a ® an phim Delete (xoa ndi dung)
Céch 2: Chon pham vi can xoa ®
Chon Iénh Edit - Clear - All: Xo4 ca ndi dung 1an dinh dang
- Format: Chi xoa dinh dang
- Contents: Chi xoa ndi dung
- Comments: Chi xoa chu thich
Céach 3: Chon pham vi can xo4 ® Kich phai chudt vao pham vi do, chon 1énh Clear -
Contents (Xoa néi dung)
3. Di chuyén dir liéu



Cach truc tiép: Dung chudt kéo dir liéu twr vi tri nay dén vi tri khac (kéo tai vi tri dwong
vién ctia pham vi)
Céch gian tiép: Chon pham vi di¥ liéu, chon 1énh Edit - Cut (Ctrl + X), sau d6 dwa con
trd dén vj tri dich, chon I&énh Edit - Paste (Ctrl + V)

4. Sao chép dir liéu
Céch truc tiép: Dung chudt kéo di liéu tir vi tri nay dén vj tri khac déng thdi &n phim
Ctrl trong khi kéo (kéo tai vi tri dwdng vién cla pham vi)
Céch gian tiép: Chon pham vi di¥ liéu, chon l&énh Edit - Copy (Ctrl + C), sau dé dwa con
trd dén vj tri dich, chon I&énh Edit - Paste (Ctrl + V)

Ngoai ra trong Excel con st dung nut Handle (nut c6 dang hinh chir thap mau den &
géc dwdi bén trai cia pham vi div liéu) dé sao chép cho nhitng 6 lan can theo hudng
kéo nut Handle

5. Pién div liéu tw déng
- Dién dir liéu tang dan (danh sé thiy tw)
Cach 1:
Budc 1: Gb sb vao 2 6 lién tiép theo th tw ting dan
Buédc 2: Chon 2 6 do
Buwdc 3: Kéo nut Handle ciia pham vi ndy va kéo theo huéng can dién dén vij tri can
thiét rdi nha chudt.
Cach 2:
- G6 s6 thi tw dau tién cua day sb can dién
- Kéo nat Handle tai & d6 déng thdi 4n phim CTRL trong khi kéo, ta s& dwoc mot day
sb thr tw tang dan 1 don vj theo huéng kéo nut Handle
VI. KHOI, PHAM VI THAO TAC

1. Khai niém khéi( con goi la viing bang tinh): Khéi gbm 1 6 hoac nhiéu 6 lién tuc
Khéi dwoc xac dinh bang dia chi: < dia chi 6 dau tién>:<dja chi 6 cubi cung>
VD: Khéi di¥ liéu A2:C5 gbm tat ca nhivng 6 tir 6 A2 dén 6 C5

Cédch chon khéi:

- Chon 1 6: mudn lam viéc véi 6 nao thi kich chuét tai 6 dé

- Chon mét khéi gébm nhiéu 6: quét chudt tr & dau tién cua khdi dén 6 cudi cung cua
khoi

- Chon 1 dong: Kich chuét vao tiéu dé dong do

- Chon 1 cdt: kich chudt vao tiéu dé cot do



Ngoai ra c6 thé dung phim Shift + cac phim mi tén dé chon khbi
2. Khai niém pham vi:
Gom 1 khoi hodc nhiéu khoi
Cdch chon pham vi gém nhiéu khéi:
Dung chudt quét chon khéi dau tién, 4n phim Ctrl, réi quét chon tiép cac khdi khac.
VIl. LAM VIEC VO'I DU LIEU KIEU CONG THUC
1. Cac toan twr dung trong céng thirc
- Toan t&r s6 hoc: + (cdng), - (trwr), * (nhan), / (chia), * (luy thira)
- Toan ti lién két chudi: & (ghép nbi 2 chubi)
- Toan t&r so sanh: chi cho két qua la mét trong hai gia tri TRUE hodc FALSE

= (bang) > (I6n hon) >= (Ibn hon hodc
bang) < (nhd hon)
<= (nh& hon hodc bang) <> (khéng bang)

- D6 wu tién cla toan ti: theo thir tw gidm dan: (), A, */, + - ...
2. Cac loai dia chi 6/ khoi:
- Dja chi twong doi:
Ky hiéu: <c6t><dong>

VD:
A B C D
1 10 3 30 90
2 20 4 80 320

Gia sr cong thirc tai 6 C1 nhw sau: = A1 * B1, két quéa la 30
Khi sao chép céng thirc clia & C1 dén & C2 thi cdng thirc tai 6 nay nhw sau: = A2 * B2,
két qua |a 80
Khi sao chép cdng thirc ciia 6 C1 dén 6 D1 thi cong thirc tai 6 nay nhw sau: =B2 * C2,
két qua 1a 90
Khi sao chép cdng thirc ctiia 6 C1 dén 6 D2 thi céng thirc tai 6 nay nhw sau: =B2 * C2,
két qua 1a 320
Nhuw vay khi sao chép cong thirc clia & C1 dén cac 6 khac thi 6 A1 va B1 thay dbi theo
hang va cot twong trng. Vay 6 A1, B1 trong cdng thire 14 loai dia chi twong dbi.

- Dja chi tuyét doi:
Ky hiéu: $<cot>$<dong>
VD: Yéu cau tinh cac cdt Chi phi 1 va Chi phi 2 trong bang sé liéu sau, biét rang:



Chi phi 1 = Sé lwong 1 * Bon gia 1 * Ty 1é chi phi
Chi phi 2 = Sé lwong 2 * Pon gia 2 * Ty 1é chi phi

A B C D E F
1 | Ty lé chi phi: | 5%
p SO luong g g . .
2 | SO luwgng 1 5 Pongia1 [bPBongia2 | Chiphi1 Chi phi 2
3 |10 5 50000 75000 25000 18750
4 |20 7 30000 25000 30000 8750
5 |30 9 10000 35000 15000 15750

Ta c6 cong thire tai 6 E3 1a: = A3 * C3 *$B$1
Khi sao chép cbng thire tir 6 E3 sang cac 6 E4, ES5, F3, F4, F5 thi cong thirc sé thay
ddi nhw sau:
E4 = A4 * C4 *$BS$1
E5=A5* C5*$B$1
F3=B3*D3 *$B$1
F4 =B4 * D4 *$B$1
F5=B5* D5 *$B$1
Vay trong céng thirc, dia chi $B$1 1a loai dia chi tuyét dbi.
- Dia chi hén hop:
Ky hiéu: $<cot><dong> hoac <cot>$<dong>
VD: Yéu cau tinh cac cot Chi phi V.Chuyén va Chi phi B.Xép trong bang sb liéu sau,
biét rang:
Chi phi V.Chuyén = Sé lwong * Don gia * Ty |& chi phi ciia V.Chuyén
Chi phi B.Xép = Sé lwgng * Pon gia * Ty |é chi phi ctia B.Xép

A B C D

1 Chi phi V.Chuyén | Chi phi B.Xép
2 |Pongia Sélwong | 5% 3%

3 |10000 5 2500 1500

4 | 20000 7 7000 5400




| 5 | 30000 9 13500 8100
Taco C3 =3$A3 *$B3 * C$2
Khi sao chép cong thirc tir 6 C3 sang 6 C4, C5, D3, D4, D5 thi cong thirc thay dbi nhw
sau:
C4 = $A4* $B4* C$2
C5 = $A5 $B5 C$2
D3 = $A3 * $B3* D$2
D4 = $A4 * $B4* D$2
D5 = $A5 * $B5* D$2
Trong c6ng thire cac dia chi $A3, $B3, C$2 la cac dia chi hdn hop.
3. Cach tao cong thirc:

Chon mét trong cac cach:
Céch 1: Nhap trwc tiép tor ban phim
Céch 2: Nhap bang ban phim cac gia tri la hang sé, toan tir. Kich chuét vao cac 6, khéi
ma cong thirc tham chiéu va dung phim F4 dé chon loai dia chi (con tré dang dirng sau
dia chi nao thi phim F4 sé tac dung Ién dia chi do)
VD: Muén tao ¢céng thirc tai 6 C2 = $B3 - C$1 ta lam nhw sau:
- Pwa con trd dén 6 C2
- Gb dau "="
- Kich chuét vao 6 B3, sau d6 4n phim F4 cho dén khi dwoc $B3
- G6 dau "-"
- Kich chudt vao 6 C1, sau d6 an F4 cho dén khi dwgc C$1
- Nhén Enter.
VIIl. DINH DANG D LIEU
D@ liéu m&i nhap vao sé & dang thd, dang nguyén thuy. Mudn di liéu trinh bay theo
dang thrc phu hop, can phai tién hanh dinh dang.
- Chon pham vi di¥ liéu can dinh dang
- Chon I&nh Format - Cells -> Xuat hién hop thoai:
+ Phiéu Number: Binh dang sb



Format Cellz el

I .ﬁ.lignmentl Fank: | Border | Patterns Pru:uteu:tiu:unl

’—Sample
CuUrrency

Accounking General format cells have no
Dabe specific number Format.,
Tirne:

Percentage

Fraction

Srientific

Texk

Special

Zuskom ;I

Cakegory:

Mumber

K I Zancel

Category: Gdm céac dang thirc thé hién: sé, ngay, tién té...
+ Phiéu Alignment: B tri di¥ liéu trong 6
Text Alignment: canh di liéu
- Horizontal: Canh di liéu trong & theo chiéu ngang
General: mac nhién
Left: Canh trai



Right: Canh phai
Center: Canh gitra

- Vertical: Canh theo chiéu ding
Top: Sat phia trén
Center: Canh gitra
Bottom: Sat canh dudi

Format Cells

Murmber

Text alignment —rientation
Horizonkal: Indent: * .
IGeneraI j IU ﬂ *.

T .
Yertical: o et —
X .
IEh:uttu:um j k .
. *
.

Text control ||:| 5‘ Degrees
- \Wrap bexk
I shrink ko fit
[ Merge cells

K I Zancel




Orientation: Hwdng di liéu

Text Control:

- Wrap text: tw déng diéu chinh dd rong 6 sao cho vira véi dir liéu trong 6

- Shrink to fit: thay déi kich thwdc div liéu sao cho vira van véi do réng 6

- Merge cells: Két hop cac 6 dwoc chon thanh mot 6
Ngoai ra c6 thé canh bién di¥ liéu bang cach sir dung nhanh cac nut trén thanh céng cu
Formatting:

i
(I
Il
e

1 2 3 4
Theo thi ty tr trai sang phai:
1: Align left (Canh trai theo chiéu ngang)
2: Center (Canh gitra theo chiéu ngang)
3: Align Right (Canh phai theo chiéu ngang)
4: Merge and center: Két hop cac 6 dwoc chon thanh mét 6 va canh di liéu & gitra.
+ Phiéu Font: BDinh dang Font cho pham vi di¥ liéu dwgc chon



Format Cellz el

Murmber | Alignment Font | Border | Patterns | Pru:uteu:tiu:unl
Fonk: Font skyle: Size:
| vI-Times |Mormall |11
T wNI-Revue :l g -
T WNI-Soript Q
WHI-Tekon — |gold 10
= -
nderline: Colar:
INu:une j I Aukarmakic j v formal font
fFects Feview
[ Strikethrough
[ Superscript AaBbCeY vZz
[ Subscripk

This is a TrueType fonk, The same Fonk will be used on both wour printer
and wour screen,

K I Zancel

+ Phiéu Pattern: T6 nén cho pham vi



Format Cells

Cell shading
Zolor

|| Mo Color |

EEEEEEEN
EEEEEEEN
HONCONNE
EORDOENO
OboooooBan

Sy JEpEE o) IE
ERN[EENN

Pakkern: I - I

ample

K I Zancel

+ Phiéu Border: ké khung cho pham vi



Format Cells

Mumber | dlignment | Fonk

Presets
T Skyle:
E..E..E : Mone =====-=
Maone QLIt"I‘lE Tnside | | e [
Border .
el I I L = = -
_ Text
= - r Color:
...... Auktomnatic
|-+ | | |
The selected border skyle can be applied by clicking the presets, preview
diagrarm or the buttons above.

Ok I Zancel

Presets: Cac kiéu ké

Style: Cac kiéu nét ké

Color: mau séc cla nét ké

Border: Chira cac nut hién thi vi tri ctia tirng dwdng vién trong pham vi. C6 thé
thao tac trwc tiép bang cach kich chudt vao cac nut nay dé ké tirng nét cho pham vi.
+ Phiéu Protection: Bao vé di¥ liéu



Ngoai ra c6 thé thuc hién ké khung bang nut Borders trén thanh cong cu:
& % 5 %%

C6 thé dinh dang sb nhanh bang cach st dung cac nut trén thanh céng cu
Formatting:
1 2345
Theo thir ty twr trai sang phai:
1: Binh dang sb theo dang tién té
2: Binh dang sbé theo dang Phan tram
3: Binh dang s6 theo dang tai chinh
4: Tang sb chir s thap phan
5: Giam s6 chi sb thap phan
IX. HIEU CHINH BANG TiNH
1. X ly 6, cot, hang:
- Chen 6, cét, hang:
Chén 6: Chon Iénh Insert - Cells -> Xuat hién hop thoai:
Shift Cell Right: Chén mét 6, day cac 6 cung hang sang phai
Shift Cell Down: Chén mét 6, day cac 6 cung cot xubng
Entire row: Chén mét hang vao vi tri hién tai
Entire Column: Chén moét ¢ot vao vi tri hién tai
Chen cét: Chon Iénh Insert - Columns
Chéen hang: Chon Iénh Insert - Rows
Ngoai ra cé thé kich phai chudt vao vi tri can chén rdi chon Iénh twong
ng.
- Xoa 6, cét, hang:
Chon khéi 6
Chon lénh Edit - Delete -> Xu4t hién hop thoai:
Shift Cell Left: Xoa 6, kéo cac 6 cung hang sang trai
Shift Cell Up: Xoa mét 6, kéo cac 6 cung cbt & phia dwdi Ién
Entire row: Xoa mot hang tai vi tri hién hanh
Entire Column: Xoa moét cbt tai vi tri hién hanh
Ngoai ra c6 thé kich phai chudt vao vi tri can chén réi chon Iénh twong



ng.
- Che d&u khéi cét, khéi dong:
Chon mét trong cac cach:
C1: Dung chudt kéo trén vach ngan tiéu dé cot /hang cho dén khi 2 vach ngén tring
nhau
C2: Chon I&nh Format - Row/ Columns - Hide/Unhide (che dau /hién thij lai)
C3: Kich phai chudt trén tiéu dé cot/ tieu dé hang - Chon 1énh Hide/Unhide
2. Xt ly bang tinh

- Chen thém bang tinh:

C1: Chon Iénh Insert - WorkSheet

C2: Kich phai chudt vao tén bang tinh hién hanh, chon Insert ® Xuat hién hop
thoai ® Chon WorkSheet ® OK

- Xoa bang tinh:

C1: Chon Iénh Edit - Delete Sheet

C2: Kich phai chudt vao tén bang tinh hién hanh, chon Delete.

- Déi tén Sheet:

C1: Chon Iénh Format - Sheet - Rename ® Go6 tén ® Enter

C2: Kich phai chuét vao tén bang tinh can stra, chon Rename ® G5 lai tén ®
Enter.

C3: Nhap dbi chuét vao tén bang tinh ® gé lai tén ® Enter

- Che d&u hién thi lai bang tinh

Che d4u: Chon lénh Format - Sheet - Hide
Hién thj lai: Chon lénh Format - Sheet - Unhide



_ Chuwong il
HAM (FUNCTION)

I. DINH NGHIA HAM
Ham 1a mét thanh phan cta di liéu loai céng thirc va dwoc xem Ia nhivng céng thire
dwoc xay dwng san nham thwc hién cac cbng viéc tinh toan phurc tap.
Dang thirc tbng quat: <TEN HAM> (Tham sé 1, Tham s6 2,...)
Trong d6: <TEN HAM> |a tén qui wéc ciia ham, khdng phan biét chir hoa hay thwédng
Cac tham sé: Pat cach nhau b&i dau "," hodc ";" tuy theo khai bao trong Control Panel
(xem phan khai bao méi trwéng - chwong 1)
Cach nhap ham: Chon mét trong cac cach:
- C1: Chon Iénh Insert - Function
- C2: An nut Insert Function trén thanh céng cu
- C3: Gb truc tiép tlr ban phim
Il. CAC HAM THONG DUNG
1. Nhém Ham xtr ly sé:
a. Ham ABS:
- Cu phap: ABS(n)
- Céng dung: Tra vé gia tri tuyét dbi ctia sé n
- Vidu: ABS(-5) ® 5
b. Hdm SQRT:
- Cu phap: SQRT(n)
- Céng dung: Tra vé gia tri 1a can bat hai cia sb n
- Vi du: SQRT(9) ® 3
c. Ham ROUND:
- Cu phap: ROUND(m, n)
- Céng dung: Lam tron sb thap phan m dén n chi» sb 1&. Néu n dwong thi lam tron
phan thap phan. Néu n am thi lam tron phan nguyén.
- Vidu 1: ROUND(1.45,1) ® 1.5
- Vidu 2: ROUND(1.43,1) ® 14

- Vi du 3: ROUND(1500200,-3) ® 1500000
- Vidu 4: ROUND(1500500,-3) ® 1501000
d. Ham INT:

- Cu phap: INT(n)
- Céng dung: Tra vé gia tri 1a phan nguyén cla sbé thap phan n
- Vi du: INT(1.43) ® 1
e. Ham MOD:
- Cu phap: MOD(m,n)



- Céng dung: Tra vé gia tri phan dw ctia phép chia sd m cho sd n
- Vi du: MOD(10,3) ® 1
2. Nhém ham xt ly dir liéu chudi:
a. Ham LOWER:
- Cu phap: LOWER(s)
- Cong dung: Chuyén tat ca cac ky tw trong chudi s sang chi¥ thwdng.
- Vi du: LOWER(“ExCel”) ® “excel”
b. Ham UPPER:
- Cu phap: UPPER(s)
- Cong dung: Chuyén tt ca cac ky tw trong chudi s sang chi¥ hoa.
- Vi du: UPPER(“ExCel.”) ® “EXCEL”
c. Ham PROPER:
- Cu phap: PROPER(s)
- Codng dung: Chuyén tat ca cac ky tw diu ctia méi tr trong chudi s sang chi¥ hoa
va cac ky tw con lai la chr thwdng.
- Vi du: PROPER(“MiCRosoFt ExCel.”) ® “Microsoft Excel”
d. Ham LEFT:
- Cu phap: LEFT(s, n)
- Cong dung: Trich ra n ky tw cGa chudi s ké tr bén trai.
- Vi du: LEFT(“EXCEL”,2) ® “‘EX”
e. Ham RIGHT:
- Cu phap: RIGHT(s, n)
- Cong dung: Trich ra n ky tw cGa chudi s ké tir bén phai.
- Vi du: RIGHT(“EXCEL",2) ® “EL”
f. Ham MID:
- Cu phap: MID(s, m, n)
- Céng dung: Trich ra n ky tw cGa chudi s ké tt vij tri thir m.
- Vidu: MID(“EXCEL",3,2) ® “CE”
g. Ham LEN:
- Cu phap: LEN(s)
- Céng dung: Tra vé gia trj 1a chiéu dai cta chubi s.
- Vi du: LEN("EXCEL”) ® 5
h. Ham TRIM:
- Cu phap: TRIM(s)
- Céng dung: Tra vé chubi s sau khi da cat bé cac ky tw tréng & hai dau.
-Vidu: TRIM(* EXCEL ”) ® “‘EXCEL”
@ Cha y: Néu cac ham LEFT, RIGHT khéng c6 tham sé n thi Excel sé& hiéu n=1.
3. Nhém ham théng ké:




a. Ham COUNT:
- Cu phap: COUNT{(pham vi)
- Céng dung: Dém sb 6 cé chira dir lidu sé trong pham vi.
- Vi du: D& dém sé nhan vién trong bang dwéi thi dung cong thirc:
COUNT(E2E6) ® 5

A B C D E
1 STT Ho va tén Gidi Phong Lwong CB
tinh ban
2 1 Nguyén Van | Nam Ké Toan 1,000,000
A
3 2 Tran Thi B N Kinh 900,000
doanh
4 3 Pham Ngoc Ké Toan 1,200,000
C
5 4 Lé Van D Nam Ké Toan 800,000
6 5 Ngé Thi E N Kinh 1,000,000
doanh

b. Ham COUNTA:
- Cu phap: COUNTA(pham vi)
- Céng dung: Pém sb 6 co chira dir liéu trong danh sach List.
- Vi du: D& dém sbé nhan vién trong cot C & bang trén thi dung céng thirc:
COUNT(C2:C6) ® 4
c. Ham COUNTIF:
- Cu phap: COUNTIF(pham vi, diéu kién)
- Cong dung: Dém sb 6 thda man diéu kién trong pham vi.
- Vi du: D& dém sb nhan vién thuéc phong Ké toan (xem bang & muc a) thi dung
cbng thirc:

COUNTIF(D2:D6, “Ké toan”) ® 3
@ Cha y: Trir trwdng hop diéu kién 1a mdt con sb chinh xac thi cac trwéng hop con lai
déu phai bé diéu kién trong mét ddu ngodc kép.
Vi du 1: Dém s6 nhan vién c6 Lwong CB 1a 1.000.000
COUNTIF(E2:E6,1000000) ® 2
Vi du 2: Dém s6 nhan vién c6 Lwong CB nhé hon 1.000.000
COUNTIF(E2:E6,’<1000000”) ® 2
d. Ham MAX:
- Cu phap: MAX(pham vi)
- Céng dung: Tra vé gia tri la sé Ién nhét trong pham vi.
- Vi du: Dé biét Lwong CB cao nhat (xem bang & muc a) thi dung céng thirc:
MAX(E2:E6)®  1.200.000
e. Ham MIN:



- Cu phap: MIN(pham vi)

- Céng dung: Tra vé gia tri 1a s6 nhé nhét trong pham vi.

- Vi du: Dé biét Lwong CB thp nhat (xem bang & muc a) thi ding céng thirc:

MIN(E2:E6) ® 800.000
f. Ham AVERAGE:

- CU phap: AVERAGE(pham vi)

- Céng dung: Tra vé gia tri 1a trung binh cdng ctia cac 6 trong pham vi.

- Vi du: D& biét mirc lwong trung binh (xem bang & muc a) thi dung céng thirc:

AVERAGE(E2:E6) ® 980.000
g. Ham SUM:

- Cu phap: SUM(pham vi)

- Cong dung: Tra vé gia tri la téng cac 6 trong pham vi

- Vi du: Bé tinh tbng Lwong CB cla tat ca cac nhan vién (xem bang & muc a):

SUM(E2:E6)®  4.900.000
h. Ham SUMIF:

- Cu phap: SUMIF(vung chira diéu kién, diéu kién, viing can tinh téng)

- Coéng dung: Ham dung dé tinh téng cé diéu kién. Chi nhitng & nao trén ving
chira diéu kién thod man diéu kién thi sé tinh tbng nhirng 6 twong &ng trén vung cén
tinh téng.

- Vi du: Tinh tdng Lwong CB cuia nhan vién phong Ké toan (xem bang & muc a):
SUMIF(D2:D6, “Ké toan”, E2:E6) ® 3.000.000
4. Ham xép vi thir (RANK)

- Cu phap: RANK(X, Khéi, n)
- Cong dung: Xép vi thir cho gia tri X trong khdi. Trong d6, n la tham sé qui dinh cach
sap xép:

+ Néu n = 0 (hodc khoéng cé tham sé nay) thi két qua sap xép theo kiéu I&n dirng
trwdc, nhd dirng sau
+ Néu n khac 0 thi két qua sap xép theo kiéu nhé dirng trwédc, I&n dirng sau
- Vi du 1: D& xép vi thir cho cac hoc sinh trong bang dwéi thi tai 6 D2 g& céng thic
sau:
RANK(C2,$C$2:$C$6)
A B C D

1| STT | Hovatén | DTB | Vithw
2 | 1 |NguydnVan 8.3

A
3 2 Tran Thi B 7.5
4 3 Pham Ngoc 9.2
C

5 4 Lé Van D 7.8




| 6| 5 |NgoThiE | 85] |
5. Nhom ham xur ly dir liéu logic:
D liéu logic la loai di¥ li€u ma chi chira mét trong hai gia tri True (dung) hoac False
(sai).
a. Ham IF:
- Cu phap: IF(biéu thirc diéu kién, gid tri 1, gia tri 2)
- Cong dung: Ham tién hanh kiém tra biéu thurc diéu kién:
+ Néu biéu thure didu kién 1a True (dung) thi tré vé gid tri 1.
+ Nguoc lai, néu biéu thire diéu kién |1a False (sai) thi tra vé gié tri 2.
- Vi du 1: Hay dién gia tri cho cot két qua. Biét rang: Néu diém thi I&n hon hoac
bang 5 thi ghi “Dau”. Ngwoc lai thi ghi “Héng”
IF(B2>=5, "Dau", "Héng")
-Vidu 2: IF(2>3,”Sai”, “Pung”) ® “Ding”
@ Chuay:
v Ham IF dung dé chon 1 trong 2 lwa chon nhwng néu phai chon nhiéu hon 2 lya
chon thi dung ham IF theo kiéu 16ng nhau.
Vi du 3: Hay dién gia tri cho cot xép loai trong bang dwéi. Biét rang: Néu DTB
>=9 thi ghi “Giéi”, néu DTB >=7 thi ghi “Kha”, néu BDTB >=5 thi ghi “TB”, con lai thi ghi

7

“Yéu”.

IF(B2>=9,"Gi6i",IF(B2>=7,"Kha" IF(B2>=5,"TB", "Yéu")))
A B C
Ho tén | Piémthi| Két qua
Nguyén
Hong
Anh
Thanh
Xuan
v Biéu thirc diéu kién cha ham IF ludn phai cé két qua tra vé 1 trong 2 gia tri True
(dung) hoac False (sai).
Vidu4: IFCA’=B",”C",’D") ® ‘D’
Vidu 5: IF(“A”, "B”, ”C”) ® Lbi #VALUE
v Trong ham IF, néu khéng cé dbi sé thir 3 thi khi biéu thirc diéu kién sai ham sé
tra vé gia tri False.
Vi du 6: IF(2<3, "Sai”) ® “Sai”
Vidu7:IF(2>3,Sa’) ®  FALSE
b. Ham AND:
- CU phap: AND(biéu thirc diéu kién 1, biéu thirc diéu kién 2,...)
- Coéng dung: Ham tra vé gia trj True (dung) néu tat ca cac biéu thirc diéu kién déu
dung va tra vé gia tri False (sai) khi co it nhat mét biéu thive diéu kién sai.
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- Vi du: Hay dién gia tri cho cot két qua trong bang dwdi. Biét rang:
Néu téng diém>=10 va diém Anh van>=5 thi ghi “Dau”
Cac trwong hop con lai thi ghi “Héng”.
IF(AND(B2>=10,C2>=5),"bBau", "Hong")

A B C D

1 Tong diém Két
Ho tén thi Anh qua

2 | Nguyén 13 6
3 | Hong 8 8
4 | Anh 16 7
5 | Thanh 17 3
6 | Xuan 9 5

c. Ham OR:

- Cu phap: OR(biéu thirc diéu kién 1, biéu thirc diéu kién 2,...)

- Coéng dung: Ham tra vé gia tri True (ding) néu cé it nhat mot bt diéu kién dung va
tra vé gia tri False néu tat ca cac bt diéu kién déu sai.
- Vi du: Hay dién gia tri cho cot két qua trong bang & muc b. Biét rang:
Néu tébng diém>=10 hoac diém Anh van>=5 thi ghi “Dau”
Cac trvong hop con lai thi ghi “Hong”.
IF(OR(B2>=10,C2>=5),"Diu", "Héng")
d. Ham NOT:
- Cu phép: NOT(biéu thirc logic)
- Céng dung: Tra vé gia tri 1a pht dinh cta biéu thirc logic
_Vidu: NOT(2<3) ®  False
6. Nhom ham xw ly di¥ liéu ngay - thang - nam:
a. Ham TODAY:

- C phap: TODAY()
- Cong dung: Tra vé gia tri la ngay thang nam cuia hé thdng
- Vi du:
b. Ham NOW:
- Ca phap: NOW( )
- Cong dung: Tra vé gia tri la ngay thang ndm va gi® - phut ctia hé théng
- Vi du:
c. Ham DAY:
- Cu phap: DAY (biéu thirc ngay — thang — nam)
- Céng dung: Tra vé phan ngay cda biéu thirc ngay — thang — nam
- Vi du: DAY(TODAY( )

d. Ham MONTH:




- Cu phap: MONTH(biéu thirc ngay — thang — nam)
- Cong dung: Tra vé phan thang cta biéu thirc ngay — thang — nam.

- Vi du: MONTH(TODAY( ))
e. Ham YEAR:
- Cu phap: YEAR(biéu thirc ngay — thang — nam)
- Cong dung: Tra vé phan nam cua biéu thtrc ngay — thang — nam.
- Vi du: YEAR(TODAY( ))

b. Ham WEEKDAY:
- Cu phap: WEEKDAY (biéu thirc ngay — thang - nam , kiéu tra vé)
- Cong dung: Tra vé gia tri 1a sd thir t cha biéu thirc ngay -thang ndm trong mot
tuan tuy thudc vao kiéu tra vé:
+ Néu kiéu trd vé 13 1 (ho&c khéng cd) thi chi nhat dwoc xem la ngay dau tién
trong tuan va dwoc danh sé thi tw theo bang sau:
The | CN 2 3 4 5 6 7
STT 1 2 3 4 5 6 7
Vi du: Gia str 6 A1 chira ngay 30/07/2006 (tirc cha nhat) thi:
WEEKDAY(A1) ® 1
+ Néu kiéu trd vé la 2 thi thir 2 dwoc xem 1a ngay dau tién trong tuan va duoc
danh STT theo bang sau:
The | 2 3 4 5 6 7 | CN
STT 1 2 3 4 5 6 7
Vi du: Gia str 6 A2 chira gia tri ngay 31/07/2006 (tirc thi 2) thi
WEEKDAY(A2) ® 1
+ Néu kiéu tra vé 1a 3 thi thir 2 dwoc xem 1a ngay dau tién trong tuan va va duoc
danh STT theo bang sau:
Tho 2 3 4 5 6 7 CN
STT 0 1 2 3 4 5 6
Vi du: Gia st 6 A2 chtra gia tri ngay 31/07/2006 (th( 2) thi
WEEKDAY(A2 ® 0
7. Nhém ham xe ly di¥ liéu gic - phiit - gidy:
a. Ham SECOND:
- Cu phap: SECOND(biéu thirc gio» - phat - giay)
- Cong dung: Tra vé phan giay cla biéu thirc gi® - phut - giay
- Vi du: Gia st tai 6 D5 chtra gia tri 08:30:20 thi:
SECOND(D5) ® 20
b. Ham MINUTE:
- Cu phap: MINUTE(biéu thirc gi® - phat - giay)




- Cong dung: Tra vé phan phut cta biéu thire gid - phat - giay
- Vi du: Gia st tai 6 D5 chtra gia tri 08:30:20 thi:
MINUTE(D5) ® 30
c. Ham HOUR:
- Cu phap: HOUR(biéu thirc gio» - phat - gidy )
- Cong dung: Tra vé phan gi® cia biéu thire gi® - phut - giay
- Vi du: Gia st tai 6 D5 chtra gia tri 08:30:20 thi:
HOUR(D5) ® 8
8. Nhom ham tra ctru:
a. Ham VLOOKUP:
- Cu phap: VLOOKUP(n, khéi, m, r)
- Céng dung: Tién hanh tim gia tri n trong cot dau tién cua khéi va lay gia tri twong
trng trén cot ther m.
+ Néu r=0 (hodc FALSE) thi tim gia tri chinh xac bang v&i n. Néu khéng tim thay
thi tra vé& 15i #N/A (I8i khong tim thay)
Vi du: Dién gia trj cho cot Phu cép trong bang dwéi dwa vao chirc vu va trad &
bang 1

VLOOKUP(C2,3F$3:$G$7,2,0)

A B [ D E F | G

1 PR . Phu A
STT | Ho vatén | Chirc vu céﬁ BANG 1

2 Chirc

1 | Nguyén Gb vu Phu cap
3 2 |Lé PGD Gb 50000
4 3 | My TP PGD 40000
5 4 | Hoang NV TP 30000
6 5 | Thanh TP PP 20000
7 6 | Hanh PP NV 10000
8 7 | Chi NV
9 8 | Hién NV
10| 9 |Tram NV
11| 10 | Tung NV
12 BANG 2
13 Chirc vu Gb PGD TP PP NV
14 Phu cap 50000 40000 | 30000 20000 10000

+ Néu r=1 (hoac TRUE) thi cot diu tién cta khéi phai dwoc sap xép tdng dan va
luc d6 néu khéng tim thdy gia tri chinh xac véi n sé 13y gia tri twong &ng gan cua n.
Vi du: Dién gia tri cho cot Xép loai trong bang sau dwa vao DTB va tra & bang
tra
VLOOKUP(C2,3F$2:$G$5,2,1)




A B C D E F G
1| STT | Hovatén | PTB | Xép loai DTB | Xép loai
2| 1 |Nguyén 7.3 4| Yéu
3 2 Lé 5.6 5|TB
41 3 | My 9.0 7 | Knha
5| 4 |Hoang 4.0 9| Gioi
6 5 Thanh 5.0

b. Ham HLOOKUP:

HLOOKUP cé cu phap va céng dung twong tv VLOOKUP nhwng dwgc dung trong
trwong hop bang tra dwoc bo tri theo hang ngang thay vi theo hang doc nhuw

VLOOKUP.

Vi du: Dién gia trj cho cot Phu cép trong bang & muc a dwa vao chirc vu va tra &

bang 2

HLOOKUP(C2,$C$13:$G$14,2,0)
c. Ham MATCH:

- Cu phap:

- Cong dung: Tra vé sé thw te cha n trong khéi. Trong do, r ¢6 y nghia twong tw r

MATCH(n, Khéi, r)

trong ham VLOOKUP.

- Vi du: Hay xac dinh vi tri cda nhan vién tén Chi trong c6t B ctia hinh 1 muc a:

MATCH(“Chi”, B2:B11,0) ®

d. Ham INDEX:
- Cu phap:

- Vi du: Hay xéac dinh gia thué phong Loai B & tdng 3 trong bang sau la bao nhiéu?

INDEX(Khdi, m, n)
- Cong dung: Tra vé gia tri cla 6 nam giao clia hang m va cot n trong khoi.

7

INDEX($C$3:8E$5,2,3) ® 260
A | B|] ¢ | D | E

1 BANG GIA TIEN PHONG
2 Loai\Tang T | T2 | T3 | TR
3 A 310 [ 290 | 270 | 250
4 B 300 | 280 | 260 | 240
5 C 210 [ 190 [ 170 | 150




Chwong IV
CO SO DU LIEU (DATABASE)
.  MOTA:
La tap hop cac thong tin, dir liéu dwc td chire theo cau truc hang, c6t dé khai thac,
truy cap nhanh chong.
- Dong d4u tién dung dé chira tén vung tin hay con goi la trweng (Field) cia CSDL.
Tén vung tin phaila kiéu chubi va duy nhét.

Sort by
w!| @ Ascending
() Descending
Then by
| (® Ascending
() Descending
Then by
w (¥ Ascending
() Descending
My data range has
(¥ Header row ) Mo header row
o) (o

- Nhirng dong ké tiép dung dé chira ndi dung CSDL. Mbi hang dwoc goi [a mau tin
hay ban ghi (Record)
Il. THAO TAC VO'I CSDL:
1. Sdp xép dir liéu:
- Chon pham vi can sdp xép (xem vi du)
- Chon |&énh Data - Sort, xuat hién hop thoai:
+ Sort by: Chon ¢t (Field) lam tiéu chi chinh dé sap xép.
+ Chon kiéu sap xép:
(i Ascending: Sap xép theo thr tw tang dan.
(i Descerding: Sap xép theo thir tyw gidm gian.
+ Then by: Chon cdt lam tiéu chi sap xép phu (Excel sé sap xép dwa vao tiéu chi
phu nay khi tiéu chi chinh trong muc Sort by bi trung).
+ My List has: Tuy chon cho dong tiéu dé ctia CSDL:

b each change in:

Phéng ban v

LIse funckion:

um w

Add subkotal ko



(i Header row: Chon muc nay khi trong pham vi dang chon cé dong tiéu dé (khéng
sap xép dong dau tién).
U No Header row: Chon muc nay khi trong pham vi dang chon khéng c6 dong tiéu
dé (sap xép tat ca cac dong).
2. Tao téng cap dwéi (Subtotals):

Lénh dung d& nhém di¥ liéu theo tirng nhém ddng thdi chén vao cudi méi nhém
nhirng dong thdng ké tinh toan (goi 1a cac tbng con - Subtotals) va mét dong tong két &
cudi pham vi (goi la tdng I&n - GrandTotal). Thao tac nhw sau:

- Sap xép CSDL theo cbt [am khoa (mudn nhom theo cot nao thi cot dd goi la cot lam
khoa)

- P4t con trd 6 vao viung CSDL, chon Iénh Data - Subtotals, xuat hién hop thoai:

+ At each change in: Chon truwérng lam khoa dé sap xép

+ Use Function: Chon ham s dung dé théng ké

+ Add SubTotal to: Panh diu vao nhirng cot can thdng ké gia tri

+ Replace current Subtotals: Thay cac hang Subtotal tao trwéc dé bang cac hang
Subtotal mai.

+ Page Break Between Groups: Ty ddong dong tao dau ngét trang gitra cac nhom
di liéu.

+ Sumary Below data: Tao cac dong thdng ké phia dwéi cac nhom dir liéu.

+ Chon xong an OK.

3. Loc dir liéu (Filter)

Chilrc nang nay giup trich ra nhirng ban ghi trong co’ s& dir liéu thoa man nhirng yéu
cau dat ra. Co 2 cach loc: Loc tw ddng va loc theo bang diéu kién tao trudec.

a. Loc tw dong (AutoFilter):

La cach loc 1am cho bang di¥ liéu chi hién thi cac ban ghi thda man diéu kién dwa
ra, con cac ban ghi khéng thda man diéu kién sé bj 4n. Thao tac nhw sau:
- Chon CSDL muén loc (chon ca dong dau tién ciia CSDL)
- Chon Iénh Data — Filter - Autofilter. Luc do trén tiéu d& mdi cot sé xuét hién biéu
twong loc la cac Menu DropDown.
- Mudn loc theo diéu kién & cot nao thi kich chudt vao biéu twong loc clia cot dé dé
chon mét trong cac muc cé san. Trong dé goém:
+ All: Cho hién thj tit ca cac ban ghi.
+ Top 10: Loc mét nhém cac ban ghi cé gia tri I&n nhat hodc nhé nhét trong cot
dang xét. Muc nay chi c6 gia tri dbi v&i div liéu kiéu sé.
+ Custom: Cho phép nguwdi st dung tw chon diéu kién theo hop thoai
(i Chon phép toan so sanh can dung trong hdp danh sach bén trai:

Custom AutoFilter, g] @ equals: béng

@ does not equal:

Show rows where:



khéng bang (khac)
@ is greater than: I&n hon
@ is greater than or equal to: I&n hon hodc bang
@ is less than: nhdé hon
@ is less than or equal to: nhé hon hodc bang
@ begins with: bat dau bang...
@ does not begin with: khéng bat dau bang...
@ ends with: két thic bang...
@ does not end with: khéng két thac
bang...
@ contains: chura...
@ does not contain: khéng chtra...
U GO hoac chon gia tri lam diéu kién trong hop danh sach bén phai
C6 thé két hop thém mét diéu kién loc nira bang cach chon twong tw trong hai
hép danh sach phia dwdi nhwng phai théng qua hai phép toan And (va) hoac Or (hoac)
«  Dé huy Iénh lgc ta chon lai Iénh Data - Filter - AutoFilter mdt Ian nira
b. Loc theo bang diéu kién tao trwéc (Advanced Filter):
Dung dé loc di¥ lieu co diéu kién hodc trich di¥ lieéu dén noi khac. V&i cach loc nay,
ta phai nhap vao mét bang diéu kién riéng trwdc khi goi 1énh loc .
* Céch tao bang diéu kién(Criteria)
Dé tao bang diéu kién, nhat thiét trén bang diéu kién phai cé it nhat 2 8, mot 6 chira
tén trworng (Field) lam diéu kién loc, mét 6 chiva diéu kién loc.
Tén trwong lam diéu kién loc thwong dwoc sao chép tr CSDL ra dé tranh sai sot va
dwoc chinh xac
Vi du: P& loc ra cac nhan vién thudc phong Ké toan thi tao bang diéu kién nhw sau:

Phong ban

Ké toan

- Diéu kién don chinh xac:
+ D liéu chudi: Ghi chinh xac chudi lam diéu kién (nhw vi du trén)
+ D liéu sb: Ghi chinh xac s6 lam diéu kién.
Vi du: P& loc ra cac nhan vién c6 Lwong CB 1a 1.100.000

Lwong CB
1.100.000

- Diéu kién don khéng chinh xac:
+ D liéu s6: St dung cac toan t& so sanh dé ghi diéu kién
Vi du: Bé loc ra cac nhan vién ¢o Lwong CB tir 1.000.000 tré 1én




Lwong CB
>=1.000.000

+ D liéu chudi: S dung cac dau dai dién (*,?)
Vi du: P& loc ra cac nhan vién cé tén phong bat dau la chir K

- Diéu kién két hop:
+ VA: gb cac diéu kién trén cung moét hang
Vi du: D& loc cac nhan vién thudéc phong Kinh doanh va cé Lwong CB dudi
1.000.000 thi tao bang diéu kién nhw sau:

Phong ban
K*

Phong Lwong CB
ban
[Kinh <1.000.000
doanh

+ HOAC: gb céac diéu kién trén cac hang khac nhau
Vi du: Dé loc cac nhan vién thuéc phong Ké toan hodc Kinh doanh thi tao
bang diéu kién nhw sau:

* Thao tac loc:

Phong ban
Ké toan
Kinh doanh

- Tao bang diéu kién (cach tao da trinh bay & trén)
- Goi lénh Data — Filter — Advanced Filter. Xuat hién hop thoai:

Advanced Filter

!

Bickion
(") Filter the list, in-place
(%) Copy to another location
Lisk ramge:
Crikeria range:

Copy ko

[ ] Unique records only

| ok

][ Canicel l

+ Action: Chon 1 trong 2 hanh déng sau:

U Filter the list, in-place: Két qua loc xuét hién
ngay trén CSDL gbc. Céac dong khéng théda man diéu
kién sé bj an.

i Copy to another location: Két qua loc sé duwoc
trich sang mét vung khac.
+ List range: Dia chi cla bang di liéu can loc.
Xéac dinh bang cach gb trwc tiép hodc dat con tré vao
muc nay roi dwa chudt ra ngoai dé quét.
+ Criteria range: Dja chi bang diéu kién da tao

trwdc d6 (cach xac dinh twong tw List range)

+ Copy to: Muc nay chi xuat hién khi & muc Action chon “Copy to another
location”. Xac dinh dia chi cia mét 6 béat ky ngoai vung tréng duw kién sé chira két qua



loc.
4. Tao co’ s& diF liéu téng hop twr cdc co’ sé& diF liéu chi tiét (Consolidate):

Puoc st dung dé tao CSDL téng hop tir nhivtng CSDL chi tiét (dwoc chon lwa trén
cung mét hodc trén nhiéu tap tin bang tinh khac nhau)

- Néu CSDL chi tiét c6 cling cAu tric (c6 cung sbé lwong trwdng, tén trwdng va kiéu
di¥ liéu tirng trwdng hoan toan nhw nhau) thi CSDL téng hop sé cé cAu tric twong tw
nhw cac CSDL chi tiét va mbi ban ghi cia CSDL téng hop sé 1a di¥ liéu tdng hop tir cac
ban ghi trong cac CSDL chi tiét.

- Néu cac CSDL chi tiét khéng co6 cung ciu tric thi nhét thiét phai cé chung it nhét
trwdng dau tién bén trai cung kiéu div liéu dé 1am khoa. Luc dé6 CSDL tdng hop sé co
dang gop cac CSDL chi tiét theo qui tac:

+ C4c trwdng trung tén sé dwoc tbng hop
+ Cac trwong khéng trung tén sé dwoc ghép nbi
F Thao tac nhw sau:
- D3t con tré tai bang tinh sé chira két qtia tébng hop
- Chon lénh Data - Consolidate, xuat hién hép thoai:

Consolidate ® + Function: Chon ham can

Funiction: dung dé t6ng hop

S o + Reference: Nhap hoac

beslfoyznies, dung chudt dé quét chon va an
nGt Add 1an luot toa d6 cac

All references:

+ Top Row: Tao dong tiéu

[ Erowse... |
bang chi tiét can tdng horp.
; 3 hop

Delek N > 2
== dé cho bang téng hop.
L'Dselabels in + Left Column: Tao tiéu dé
Top row " X i n > 2
[ ] Left calumn [ ] create links ko source data COt dau tién cho bang tong
hop.
| ok || Cose | + Create link to source data:

Tao méi lién két tr bang téng
hop dén cac bang chi tiét nham muc dich néu cé sw thay ddi trong cac bang di liéu chi
tiét thi cac div liéu lién quan trong bang tbng hop ciing tw thay dbi theo.
lll. CAC HAM TRONG CO SO D LIEU:
1. Ddc diém chung cua cdc ham trong co’ s& diF liéu:
- Dang tbng quat: <Tén ham>(Database, Field, Criteria)
- Cac ham s dung trong CSDL déu c6 3 dbi sb:
+ Database: La dia chi CSDL mudn thao tac
+ Field: Chi dinh c6t nao trong Database sé duwgc st dung cho viéc tinh toan trong
ham. Field: cé thé dwoc khai bao 2 cach:




Céch 1: Khai bao bang sb th&r tw clia cot trong CSDL (cot dau tién bén trai cla
Database la cot 1, cotké tiép la 2...)
Céch 2: Khai bao bang tiéu dé cét (dat trong diu ngoéac kép)
+ Criteria: La vung chira diéu kién tinh toan. Vung diéu kién phai dwoc tao trwéc
(cach tao twong ty nhw chirc nang loc Advanced Filter).
2. M6t s6 ham thwong dung:
a. Ham DSUM (Database, Field, Criteria)
Dung dé tinh tdng cac 6 trong codt <Field> co diéu kién thod man diéu kién trong
bang <Criteria> trong CSDL <Database>.
b. Ham DMIN (Database, Field, Criteria)
Dung dé tim gia tri nhd nhét trong cot <Field> cé diéu kién thod man diéu kién trong
bang <Criteria> trong CSDL <Database>.
c. Hdm DMAX (Database, Field, Criteria)
Dung dé tim gia tri I&n nhat cla cac 6 trong codt <Field> c6 diéu kién thod man diéu
kién trong bang <Criteria> tai CSDL <Database>.
d. Ham DAVERAGE (Database, Field, Criteria)
Dung dé tinh trung binh cdng ctia cac 6 trong cot <Field> cé diéu kién thod man
diéu kién trong bang <Criteria> tai CSDL <Database>.
e. Ham DCOUNT (Database, Field, Criteria)
Dung dé dém sb 6 co gia tri kiéu sb trong cot Field cé diéu kién thod man diéu kién
trong bang <Criteria> tai CSDL <Database>.
f. Ham DCOUNTA (Database, Field, Criteria)
Dung dé dém sé 6 cé chira di¥ liéu trong cot Field cé diéu kién thod man diéu kién
trong bang <Criteria> tai CSDL <Database>.




_ ChuongV
CHEN HINH ANH - DbO THI

I. CHEN CAC BOI TUQNG HINH ANH VAO BANG TiNH:
Cach chén twong tw nhw trong Microsoft Word
I. DO THI:
1. Gi&i thiéu d6 thj (Chart):
Biéu d6 la sw biéu dién cac con sb, di¥ liéu bang hinh anh d& nguwdi doc ndm bat
théng tin mét cach triec quan hon
Do thi c6 thé dwoc st dung d& minh hoa sy bién dong cla chudi sé liéu trong bang
tinh, cho phép nhin khai quat cac déi twong va tién doan hwéng phat trién trong twong
lai.
Trwéc khi tao 1ap dd thi, cAn phai xac dinh pham vi dir liéu tham gia minh hoa trong d6
thi.

A B C

| |Cac quy |Nam 2004 |Nam 2005
2 |Quy 1 125 150
3 |Quy 2 275 240
4 |Quy 3 130 210
5 |Quy 4 175 110

Vi du: Cho bang sé liéu vé doanh sb ban ra trong hai ndm cta mét cong ty thwong
mai nhw hinh bén:
Yéu c4u: Tao 1ap db thi So sanh Doanh sé cta hai ndm 2004 va 2005 theo tirng Quy
2. Thao tdc tao do thi:
- Chon pham vi di¥ liéu can biéu dién I&n db thj
- Chon Iénh Insert — Chart (ho&c click nat hinh dd thj trén thanh céng cu Standard).
Xuét hién;

u HOp thoai Chart Wizard - Step 1 of 4 - Chart Type: Tai day chon dang thuc do
thj can dung trong danh sach bén trai va chon mét dang con clia né trong danh sach
bén phai va &4n nut Next

u HOp thoai Chart Wizard - Step 2 of 4 - Chart Source Data: Tai day ta khai bao
vung dir liéu sé& dung dé tao dé thi (Data range).

+ Phiéu Data Range: Khai bao di liéu nguén

Y Data Range: Toa d6 khéi di¥ liéu dung dé vé dé thi

Y Series in: Chon dang dd thj doc di¥ liéu theo hang (Row) hay C6t (Column)
+ Phiéu Series: Khai bao tirng chudi s liéu trén dé thi, trong dé:

Y Series: Chtra cac chudi di¥ liéu tham gia d6 thi

Y Values: Toa d6 khéi chira gia tri




Y Name: Toa dé 6 chira tén ctia chudi di liéu
Y Category (X) Axis labels: Khéi dung Iam nhan truc X
Sau khi khai bao xong tai hdp thoai nay, an nat Next

(i Hop thoai Chart Wizard - Step 3 of 4 - Chart Option: Hop thoai nay dung dé
khai bao cac ndi dung vé: Tiéu dé cua dd thj (Titles), truc toa dd (Axes), duwong lwdi
(Gridlines), chu thich (Legend), nhan (Data Labels), bang dir liéu (Data Table)... Khai
bao xong, 4n nut Next dé tiép tuc.

(i Hop thoai Chart Wizard - Step 4 of 4 - Chart Location: Khai bao vi tri dat do thi:

- As new sheet: do thi dwoc dat @ mot Sheet khac véi Sheet chira sé lieu
- As object in: d6 thj dwoc dat trén cung Sheet véi bang sb liéu
Khai bao xong ta 4n nut Finish dé két thuc tao 1ap db thi.
3. Hiéu chinh dé6 thi:

- Ho&c Double Click vao thanh phan can hiéu chinh trén dd thj d& mé hop thoai
hiéu chinh cGa thanh phan dwoc chon.

- Hoac kich chon thanh phan nay trén db thi réi chon lIénh Format - Select <tén
thanh phan)...

* Cdc thanh phan trén doé thi gém:

- Chart Title: Tiéu dé cuta db thj

- X Title: Tiéu dé cla truc X

- Y Title: Tiéu dé cua truc Y

- Category label: Tiéu dé dir liéu s

- Data Series: Bwong biéu dién cla biéu dé

- Legend: Chu thich

- Gridlines: Cac duwdong ludi

- Axes: Truc toa dé

- Data Labels: Nhan

- Data Table: Bang di liéu




Chwong Vi
IN BANG TINH

I. XEM TRU'O'C KHI IN:
DPé xem tdng thé trwde khi in thi dung 1énh File - Print Preview (hodc kich chudt vao
nut Print Preview trén thanh cong cu Standard)
Il. DINH DANG TRANG IN:
Trong thao tac dinh dang trang in gdm c6: Pinh dang khd gidy, dinh dang 1&, dinh
dang tiéu dé& dau trang va chan trang, chon vung in...
M@ trinh don File - Page Setup, xuat hién hop thoai Page Setup:

Page Setup el[c3]
_________ F" EII;IE Margins | HeaderfFooter | Sheet
Orienkati
L L
IR e
(& adjust ko: 100 % [% normal size
Rt bo: |1 % | panels) wide by |1 & | tall
Paper size: i "
Print guality: | 300 dpi w
First page number; Ao
O, ] [ Cancel

- Ng&n Page: Chon huwéng in va khé gidy

+ Tai muc Orientation: thay dbi kiéu in
Portrait: Dinh dang kiéu in dirng
Landscape: Dinh dang kiéu in ngang

+ Tai muc Paper size: Chon khé gidy in



FPage Setup

Page Marglnsl Header/Footer Sheet
2 &
Optians...
Left: Right
3 = 15 =
Eottorm: Foater:
2 & 0s =
Center on page
[ ] Horigonkally [] ertically
[ (04 ] [ Cancel

- Ngan Margin (hinh trén) dung dé dinh dang Ié trang:

+ Top: Lé trén + Left: L& trai
+ Bottom: L& dudi + Right: L& phai
+ Header: Tiéu dé trén + Footer: Tiéu dé dudi

+ Center on page: Binh ndi dung in nam gitra trang theo chiéu ngang (Horizontally) hay
theo chiéu doc (Vertically)

Page Setup

Page | Margins | Sheet
|

Header: -
|{nune} Vl Opkions. ..
[ Cuskom Header. ., ] [ Cuskom Fooker... ]
Fooker:
||{ru:une]| vl

[ Ok ] [ Cancel ]

- Ngan Header/Footer (hinh trén) dung dé tao tiéu d& dau va chan trang: Cac nut



Custom Header va Custom Footer lan lwot dung dé tao tiéu d& dau va chan trang.
Néu chon nut Custom Header thi xuét hién hop thoai dé tao tiéu d& du nhw sau:

Header

Ta format frese—satashtbotaot
To insert a Panh sb6

ame: position the

Ngay hién

()
Ten

Hinh

Dinh dang

>

Left section: Center section; Right section;
Gio hién
o " — A
Noi dung tiéu Noi dung tiéu Noi dung tiéu dé
de de trinh bay bén

- Chon ngéan Sheet: dé chon vang in

Fage Setup

Page Margins | Header/Fooker | Sheet !

Prink titles - -
Fows to repeat at top:
Qpkions. ..
Columns to repeat at left; .
Prink
[ ] aridlines [ ] row and column headings
D Black and white Comments: {Mane)
[ oraft guality Cell errors as: displayed w
Page order
(%) Down, then over E‘E E E-,'_EE
|
() cwer, then down EE 2l =B

[ 0K ] [ Cancel

+ Print Area: Dia chi viing can in trong bang tinh

+ Row to Repeat at top: Dong can I&p lai & dau méi trang

+ Column to repeat at left: Cot can |ap lai bén trai & moi trang in
+ Gridlines: In ndi dung bang tinh cé dwdng lwéi

+ Row and column header: In ca tiéu dé cot va sé thi tw dong



+ Black and white: Chiin trdng den
+ Draft quality: Ché dé in lot
+ Comments: In cha thich (None: Khéng in; At end of sheet: In cha thich & cudi
trang; As displayed on sheet: In nhw dang hién thj trén sheet)
+ Cell errors as: Chi dinh in cac 6 bi 16i (Displayed: In nhw hién thj 16i; Blank:
Dé trdng; -- Thay cac 6 16i bang d4u gach; #N/A: Cac 6 bj 16i thi in chir #N/A)
+ Page order: Chi dinh th( ty in cac trang
Down, then over: Tl trén xudng va t trai qua phai
Over, then down: Tl trai qua phai va tir trén xudng
lIl. THU'C HIEN IN BANG TiNH:

Chon Iénh File - Print, xuat hién hop thoai Print:

+ Name: Chon tén may in

+ Print range: Tai day chon muc All dé in hét tit ca cac trang hoac chon Page
(s) d& in tir trang (From)...dén trang(To)...

+ Trong Print what: In cac 6 va déi twong dang chon (Selection), in sheet hién hanh
(Active Sheet(s)), In tt ca cac sheet (Entire workbook), chi in danh sach dwoc chon
trén sheet (List)

+ Number of copies: S ban in ctia méi trang
Print &3]
Prinker

Mame: & Canon LEP-810 v
Skakus: Idle =
Tvpe: Zanon LEP-510

Where: LPTL:

Comment: [ ] rint to File
Print range Copies

= al Murber of copies: | TN

43
=)
<>

() Pagefs)  Erom:

Print whak
rirt A Ijil Ijgl [+] Callate
() Selection ) Entire workbook,

(%) Active sheetis)

-




BAI TAP THUYC HANH EXCEL
BAI THU'C HANH SO 1

Bwéc dau hoc vién thye hién cac yéu cau sau:
§ Dinh dang lai di¥ liéu ngay, so tr Menu Start - Settings- Control Panel - Regional
Settings.

§ Khéi ddng Excel va thue hién cac thao tac vé khdi vai thiét bi chudt:

- Nhép vao 6 A1 ndi dung: Céng hoa

- Sao chép dir liéu & A1 sang cac 6 trong khbi A2:C5

- Di chuyén khéi dir liéu A2: C5 dén vi tri D2: F5

- Thyc hién thao tac thay doéi do réng cot, dé cao hang

§ Thuc hién mét sé thao tac dinh dang:

- Nh&p vao 6 A1 ndi dung: Céng ty thwong mai dich vu

- Pwa dong Cong ty thwong mai dich vu vao nam gitra khéi A1: F1

- Dién mot day sbé cé thd ty tang dan tir 1 dén 10

- Nhap vao 6 C4 con sb: 200000, sau d6 dinh dang con sé nay theo dang sé tai chinh.
- Nhap vao 6 D4: 01/12/2004 cho dung véi dinh dang kiéu dd/mm/yyyy.

- Nhap vao bang tinh sau:

BANG GHI PIEM KIEM TRA MON HOC

STT [HOVATEN |NGAY SINH TOAN |ANH |VAN |TONG
1 Ha 20/01/1985 7.5 6 7
2 [Nam 01/10/1986 7 8 9
3 |Ding 15/07/1986 6.5 9 4.5
4  |Van 02/08/1985 8 7 6
5 [Thao 05/01/1986 8.5 6 7
6 |Tri 07/04/1986 9 95 |9
7 |Thuy 19/08/1985 8.5 85 |10
8 [Hung 09/02/1985 8 7 7
9 [Minh 18/07/1986 8 8 8.5
10 |Phat 25/03/1985 10 9 7

Yéu cau: Nhap dung gia tri va kiéu dir liéu cho bang. D liéu cot Téng la loai cdng
thirc dworc tinh:
Tong = Toan + Van + Anh



BAl THYC HANH SO 2

Cho bang sb liéu sau:

BANG LUONG NHAN VIEN THANG 12/2005

STT [TenNV |[NC |LCB |PHUCAP |Thwéng Z,ng‘i' M Thwe linh
1 |An 25 [25000 [? 2 250 ?
2 [Binh 26 |30000
3 |Hoa 28  [28000
4 [Thanh  [24  |40000 300
5 |va 23 [20000
6 TA O ng 2 2
cdng
Yéu cau:

Cau1: Nhap sb liéu trén vao bang tinh
Cau 2: Tinh toan céac cot sb liéu theo yéu cau:

a. Phu cép = 1/5 Luong, trong d6 Lwong = NC * LCB

b. Thwéng = 1/2 Lwong, trong d6 Lwong = NC * LCB

c. Thuc lanh = Luwong + Phu cép + Thwéng - Tam &ng, véi Lwong = NC * LCB
Cau 3: Tinh Tdng céng cho cac cot NC, Phu cép, Thuwéng va Thuc lanh
Cau 4: Thuc hién céac thao tac dinh dang co ban cho bang tinh (Thay déi Font, c¢& chi,
mau séc, ké khung...) bang cach st dung cac nut trén thanh céng cu.

_~ BAITHUC HANH SO 3
BANG TiNH TIEN KHACH SAN

Cau 1: Nhap sb liéu trén vao bang tinh.Hay s&r dung nut Handle dé dién gia tri cho cot

STT

Cau 2: Tinh S6 ngay & = Ngay di - Ngay dén

Cau 3: Tinh Tién phdong = SO ngay & * Bon gia
Cau 4: Tinh Phu thu = 5% Tién phong
Cau 5: Tinh Phai trd = Tién phong + Phu thu

st |T€N Ngay Ngay sé‘ _ [pon Tié‘n Phu Phai
khach [Dén di ngay & |gia phong thu tra

1 |An 20/10/2004(25/10/2004|? 20000

2 |Viét 30/07/2004|10/08/2004 25000

3 [Nhi 10/06/2004{04/07/2004 40000

4 |Trang 03/07/2004|13/07/2004 30000

5 |Ding 08/10/2004|04/11/2004 20000

Téng codng ? ? ? ? ?

Yéu cau:




Cau 6: Tinh Tdng cong cho cac cot
Cau 7: Thyc hién thao tac dinh dang cho bang tinh.



BAI THU'C HANH SO 4

Cho bang sb liéu sau: ] ]
BANG LUONG THANG 6 - 2004

% PHU

STT |[HOTEN [NC |[LCB CAP | eBHXH [%BHYT THUC LANH
30% 20% 5%

1 Hwong |25 25000

2 Lan 28  [30000

3 Tung 27  |40000

4 Vi 25 [20000

TONG CONG |? ? ? ? ?

Yéu ciu:

Cau 1: Nhap sb liéu vao bang tinh

Cau 2: Tinh gia tri cho cac cot Phu cp, BHXH, BHYT biét rang gia tri cho méi cot dwoc
tinh bang Ty |& phan tram cta méi cot * Lwong trong dé Lwong = NC * LCB

Chu y: C6 thé st dung mdt cong thirc dé tinh cho ca 3 cot hodc mbi cot [ap mot cong
thire riéng.

Cau 3: Tinh Thwc lanh = Lwong + Phu clp - BHXH - BHYT trong d6 Lwong = NC *
LCB

Cau 4: Thyc hién thao tac dinh dang cho bang tinh.

BAI THUC HANH SO 5

Cho bang sb liéu sau:
BANG CU'U CHUPONG

A B C D E F G H | J
1 1 2 3 4 5 6 7 8 9
2 1 ?
3 2
4 3
5 4
6 5
7 6
8 7
9 8
10 9
Yéu cau:

Chi s&r dung mét cdng thire duy nhét tai & B2, sau d6 sao chép cho tat ca cac 6 con lai.



Cho bang sb liéu sau:
BANG TONG KET DPIEM THI HOC KY Il NAM HOC 2003-2004

BAI THU'C HANH SO 6

Cau 1: Tinh cdt Téng: = Téng Diém cla tirng mén nhan véi hé sé ciia mén dé

Cau 2: Tinh Diém trung binh = Téng diém chia cho Téng hé s6
Cau 3: Tinh Vj thir ]
Cau 4: Xép loai cho hoc sinh dya vao biem TB

- Néu Biém TB >=9 thi xép loai A
- Néu Piém TB >=7 thi xép loai B
- Néu Biém TB >=5 thi xép loai C
- Con lai xép loai D

Cau 5: Tinh Diém trung binh cao nhét, thadp nhét cho hoc sinh

Cau 6: Tinh tdng sé hoc sinh xép loai A

A B C D E F G H | J

1 Diém cac mén thi ] ]

2 Ho va tén |Van Toan [Lic hNgo ai|+z PiemlV iX e p
STT hoc sinh s ng?"y Tong TB [thor [loai

3 2 3 2 2

4 1 Diing 7 5 6 7

5 2 Nam 8 7 6 7

6 3 Ha 9 6 7 8

7 4 Phi 5 10 8 9

8 5 Hung 6 5 4 4

9 6 Giang 4 8 5 6

10 |7 Huwong |8 9 9 7

11 8 Van 7 7 10 7

12 |9 Yén 5 4 8 5

13 10 Anh 10 5 8 9

14  |Piém trung binh cao nhat: ?

15 |Piém trung binh thap nhat ?

16 |T6ng sb hoc sinh xép loai A ?

Yéu cau:




Cho bang sb liéu sau:

BAI THU'C HANH SO 7

BANG TiNH TIEN DIEN

A B C D E F G H I J
1 |sTT Ehéch Khu Sf’) 86’_ Diph Tiéu T_Ai Thué Pfjéi
ang |vwc |[cd mé&i muwc thu dién bao tra
2 1 Anh 1 468 |500 |? ? ? ? ?
3 |2 Vu 2 160 (230
4 13 Trang |3  |410 |509
S |4 Lan 3 436 (630
6 |5 Doan |2  [307 |450
7 Thanh (1 171 (205
8 |TONG CONG ? ? ? ?

Yéu cau:

Cau 1: Nhap céc sb liéu trén vao bang tinh.
Cau 2: Tinh ¢t Binh murc, biét rang Néu Khach hang & Khu vuc 1 thi 50, Khu vie 2 thi
100 va Khu viwe 3 la 150.
Cau 3: Tinh lwgng dién tiéu thy biét rang Tieu thu = So moi - So cu
Cau 4: Tinh Tien dien biét rang Tien dien = Tieu thu * Don gia trong do:

- Néu s6 KW Tieu thu <= S6 KW Dinh muc cta khu vic minh thi tinh gia 450 d/
KW

- Nguoc lai: Clr méi KW vwot dinh mire tinh gia 800 d/KW (S6 KW trong dinh
murc Van tinh gia 450 d/KW)
Cau 5: Tinh Thue bao = 5% * Tien dien
Cau 6: Tinh Phai tra = Tien dien + Thue bao



BAI THU'C HANH SO 8

Cho bang sb liéu sau:

A B IC D [E [ |G H I
1 |BANG TONG HOP NGOAI TE THU BOI TRONG NGAY ]
2 22?1y Giald O "9 [STT |KHACH HANG ¥§°A' o "
3 |usD [14611 |? 1 Nam 2000 [usD |?
4 |DEM [6346 2 Ha 600 FRF
5 |FRF [1892 3 Diing 800 GPB
6 |AUD [7480 4 Nguyén 900 USD
7 |[JPY [120 5 Thao 50 JPY
8 |[GPB [20308 6 My 700 DEM
9 7 Dung 125 USD
10
Yéu cau:

Cau 1: Tinh c6t Tién VND biét rang Tién VND = Sé tién Ngoai té * Ty gia cta Loai NT
doé
Cau 2: Tinh Téng sb tién NT thu déi dwoc trong ngay theo tirng loai



BAI THU'C HANH SO 9

Cho bang sb liéu sau:

AB |C D [E F |G H |l |J K IL M
1 DANH SACH LUONG THANG 06/2004
2 S Cac khoan phai trw
| T |TEN|Nhom|HSL|HSTN|Cong| Luong |Loai| Thueng Thue
3 T BHXH |BHYT |T.UNG

1 [Ha [sx [1,78[1 22
|

2 [Nhi [VP  [1,78]2 19
)

3 [An [SX [3,2 |1 21 500000
5

4 |Ti [sx [1,56[2 23

5 [Na [VP [1,78]1 22
3

6 Uy [VP [1,92]0,5 |20 600000
)

7 |Bi [SX [2,15]0,5 20
0

8 [Teo [SX [24 [1,5 [22
1

9 |An VP [35 [1,5 |20 500000
12

10[Du [SX [3,0 [0,5 [18
13

Céng qui dinh : Bang tién thwéng
4 22




DPon vi tién luong: 290000 A B c
5
Bao hiém Y.Té: 5% 300000 (200000|50000
6
Bao hiém X.hoi 2%
17
|8|Téng lwong khéi VP: ?
Tong lwong khéi SX: ?
9
Toéng s6 Nhan vién nhém VP:  |?
0
Yéu cau:

Cau 1: Tinh cdt Lwong biét rdng Lwong = (HSL + HSTN)*Céng * Pon vi Tién
Lwong/Céng Qui dinh
Cau 2: Tinh Xép loai cho nhan vién
- Néu Cong >= Cdng qui dinh thi xép loai A
- Néu trong thang nghi khéng qua 2 ngay thi thi xép loai B
- Con lai xép loai C
Cau 3: Tinh Tién thwéng cho nhan vién biét rang Tién thuwdng sé& dwoc dwa theo Xép
loai cia nhan vién (Trong Bang Tién thudng)
Cau 4: Tinh c6t BHXH = Lwong * Ty I1é %BHXH va tinh c6t BHYT = Luwong * Ty 1€ %
BHYT
Cau 5: Tinh Thyc Linh = Lwong + Thuwédng - BHYT - BHXH - Tam (*ng
Cau 6: Tinh Téng lwong khdi VP, Tdng lwong khdi SX
Cau 7: Tinh tdng sb nhan vién nhém VP: Bém c6 bao nhiéu nhan vién thudéc nhém VP
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Cho bang tinh sau:
BANG TiNH TIEN TRONG KHACH SAN

AB |C D E F |6 H I U K L
1 s ' |PHONG| TIEN THANHTOAN  |N9%Y|20/05/2005
TiTen | NCAY \'picH | . di TONG
5 |1 PEN vy [S6 [BG [T [86 [BG [T |5,
i tuan|{Tuan|{Tuan|Ngay|Ngay|Ngay| ° i
3 [1|Ha  [10/05/2005[101-A
4 |2[Trung [07/05/2005[205-B
5 [3|Vinh |05/05/2005/109-C
6 |4|Mau |07/05/2005|302-B
7 |5|Thanh|09/05/2005[108-C
8 |6|Ding |16/05/2005[207-A
9 [7[Thu [14/05/2005[105-C
10[8|Hoa |07/05/2005[301-C
Yéu cau:

Cau 1: Tinh cot sb tuan biét rang: Sé tuan = (Ngay di - Ngay dén)/7 va chi |4y phan
nguyén
Cau 2: Tinh cot DG Tuan biét rang PG Tuan dwoc tinh dwa theo Loai phong (Bang
Gia theo Loai phong). Ki tw diu tién bén trai ciia Cot Phong Dich vu thé hién Loai
phong

A B C
12 |0 Gia tuan |2

phong ngay
13 |1 400 70
14 |2 280 50
15 |3 200 35

Cau 3: Tinh cot TT Tuén = S6 tuadn * PG Tuan

Cau 4: Tinh cot S6 ngay = (Ngay di -Ngay dén)/7 va chi lay phan dw

Cau 5: Tinh cdt DG Ngay : Twong tw nhw DG Tuan

Cau 6: Tinh cot TT Ngay = Sé Ngay * DG Ngay

Cau 7: Tinh c6t Dich vu:=(Ngay di - Ngay dén)* Gia Dich vu méi ngay (Dwa theo Bang
Gia Dich vu va Loai phong. Ki tw diu tién bén phai ciia Cét Phong Dich vu thé hién
Loai phong)

D E F
12 |A B C
13 15 10 )

Cau 8: Tinh Cot Téng = TT Tuan + TT Ngay + Dich vu






BAI THU'C HANH SO 11
Cho bang tinh sau:

BANG TIEN HOC BONG

A [B C D E F G H |

1 Loai HB |[M&rc HB |Tong

2 A 200000

3 B 100000

4 C 0

5

6 Dian  [2iem thi ] Loai Hoc

7 STT |Tén CS Mén  |Mén Mén Tong Hoc béng
CS |CN1 CN2 diém bbng

8 |D201 8 7 6

9 |D202 7 8 9

10 [N103 5 9 8

11 |D404 4 5 7

12 |D305 9 7 5

13 |N206 7 8 6

Yéu cau:

Cau 1: Tinh cot Dién CS biét rang Cot STT gbém 4 ki tw, ki tw thir 2 cho biét Dién CS
Cau 2: Tinh cdt Téng Diém:
Tbéng diém = Mdn CS + Mén CN1 + Mén CN2 + Diém CS
Trong d6: Diém CS 1a 1 néu Dién CS 1a 1, Diém CS 14 0,5 néu Dién CS 14 2.
Con lai Diém CS 1a 0
Cau 3: Tinh Cot Loai HB biét rang:
- Loai HB = A néu Téng diém >= 24 va khéng c6 mén nao nhé hon 8
- Loai HB = B néu:
Hoé&c Téng diém >= 24 va khéng cé6 mén nao nhd hon 6
Ho&c Téng diém >= 22 va khdng ¢ mdén nao nhd hon 6 va Dién CS [a 1
-Conlaila Loai C
Cau 4: Tinh cét Hoc Béng (Dwa vao Loai Hoc bdng va dwoc tra cliru trén bang Loai
hoc béng)
Cau 5: Tinh cdt Téng: Tbng tién hoc béng da phat cho tirng Loai hoc bdng



BAI THU'C HANH SO 12

Nhap vao bang sb liéu sau:

Yéu cau:

A B C D E F
PL Ngay |Xé Tién
1 [STT [Tén Lao gay P len
déng cong Loai Thwéng
2 CcC 22
3 |2 TV 21
4 |3 DH 20
5 (4 CcC 20
6 |[5 TV 21
7 |6 DH 22
8 |7 DH 19
9 |8 TV 18
10 |9 DH 22
Cau 1: Tinh cot Xép Loai: dwa vao s6 Ngay Céng
- Néu Ngay Céng >= 22 thi xép loai A
- Néu Ngay Céng >=20 thi xép loai B
- Néu Ngay Céng >=18 thi xép loai C
- Con lai xép loai D
Cau 2: Tinh cot Tién Thuéng dwa vao Bang Tién thwdng sau:
A B C D
12 CC DH TV
13 A 500000 (400000 (300000
14 B 300000 (200000 |150000
15 C 100000 |0 0
16 D 0 0 0




BAI TAP PHAN CSDL

BAI THU'C HANH SO 13

Cho bang sb liéu sau:

CHI TIET XUAT NHAP THANG 12/2003

Cau 1: Nhap hai bang trén vao Sheet1. Tinh c6t TTN biét réng: TTN = SLN * BbGN

A [B C D E F G H
1 [STT |[NGAY MAHH |[SLN TTN SLX TTX MA KH
2 |1 ]02/02/2003]|S12 50 0 SG01
3 |2 ]02/02/2003|GHN 140 0 HN15
4 [3 [03/02/2003[S10 30 0 DNO1
5 |4 [03/02/2003|GTQ 30 0 DNO03
6 |5 [03/02/2003|S12 20 0 DNO02
7 |6 |04/02/2003|GTQ 45 0 SG02
8 |7 |04/02/2003|GHN 0 75 SG01
9 [8 [05/02/2003|V12 70 0 DNO1
10 [9 [06/02/2003|GTQ 0 45 HN15
11 [10 [06/02/2003]S10 35 0 DNO1
12 [11 [07/02/2003[S10 0 60 HP14
13 [12 [07/02/2003[X30 50 0 SG02
14 [13 [08/02/2003|Vv24 50 0 HUO02
15 |14 [10/02/2003|S12 0 60 HP14
16 [15 [10/02/2003|V12 0 45 DN12
17 [16 [10/02/2003|Vv24 0 25 DN12
18 |17 [12/02/2003|X30 0 40 HPO3
19 [18 [12/02/2003]X50 50 0 HUO1
20 [19 [15/02/2003]S10 0 25 DNO1
21 [20 [15/02/2003]X50 0 30 HPO3
BANG DON GIA
A B C D

23 [MAHH [DVT GIA NHAP |GIA XUAT

24 |GCO 1000 vién 200 215

25 |GHN 1000 vién 190 204

26 |GTQ 1000 vién 175 188

27 [S10 Tan 500 537

28 [S12 Tan 550 591

29 [S16 Tan 450 483

30 [S20 Tan 600 645

31 V12 Tam 25 26

32 (V24 Tam 45 48

33 [X30 Tan 300 322

34 [X40 Tan 350 376

35 [X50 Tan 400 430
Yéu cau:




(BGN tra trén Bang Pon Gia dwa vao MA HH). Tinh ¢ot TTX biét rdng TTX = SLX *
DGX (DGX tra trén Bang Don gia dwa vao MA HH)

Cau 2: Thuc hién Tdng hop D liéu theo tirtng méat hang

Cau 3: Tiép tuc sao chép di¥ liéu tir Sheet 1 sang Sheet 3 d& c6 mét CSDL twong tuw.
Sau do thwe hién thao tac Loc dir liéu theo cac yéu cau sau:

§ S dung Lénh Data - Filter - AutoFilter

- Yéu cau 1: Loc di¥ liéu chi tiét xuat nhap cho tirng mat hang

- Yéu cau 2: Loc chi tiét xuat nhap ctia mat hang Sat (mat hang Sat c6 MA HH bét dau
bang chir S)

- Yéu cau 3: Loc chi tiét hang Nhap ma Khach hang la BN

- Yéu ciu 4: Loc chi tiét hang xuat nhap t ngay 5 dén ngay 10/02/2003

Chu y: Sau khi thwc hién xong Yéu céu 1 thi trd di¥ liéu lai trang thai ban dau (hién thj
day da cac ban ghi) rdi méi tiép tuc thwe hién yéu cau tiép theo.

§ S dung lénh Data - Filter - Advanced Filter

- Tl di¥ liéu cha bang tinh(Sheet 3), tao mét bang di¥ liéu méi (cling nam trong Sheet
3) chi gdbm di¥ liéu ctia mat hang Nhap (Luc dé TTX = 0) va Khach hang tlr Ba Néng
(MA KH béat dau bang chir DN)

Huwéng dén: Tai Sheet 3 tao mot Bang diéu kién loc riéng nam & vj tri khac voi Bang
dir liéu gdc, sau do dung lénh Data - Filter - Advanced Filter dé loc.
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Cho CSDL sau:

A B Cc D E F G H
1 |STT [NGAY MAHH [SLN |TTN SLX TTX MA KH
2 |1 02/02/2003(S12 50 0 SGO01
3 |2 02/02/2003|GHN 140 0 HN15
4 |3 03/02/2003(S10 30 0 DNO1
5 |4 03/02/2003|GTQ 30 0 DNO3
6 |5 03/02/2003|S12 20 0 DNO2
/ |6 04/02/2003|GTQ 45 0 SG02
8 |7 04/02/2003|GHN 0 75 SGO01
9 |8 05/02/2003 (V12 70 0 DNO1
10 |9 06/02/2003|GTQ 0 45 HN15
11 |10 |06/02/2003|S10 35 0 DNO1
12 |11 107/02/2003(S10 0 60 HP14
13 |12 |07/02/2003|X30 50 0 SG02
14 |13 |08/02/2003|V24 50 0 HUO2
15 |14 |10/02/2003(S12 0 60 HP14
16 |15 [10/02/2003|V12 0 45 DN12
17 |16 |10/02/2003|V24 0 25 DN12
18 |17 |12/02/2003|X30 0 40 HPO3
19 |18 [12/02/2003|X50 50 0 HUO1
20 |19 [15/02/2003|S10 0 25 DNO1
21 |20 [15/02/2003|X50 0 30 HPO3

Yéu cau:

Cau 1: Tinh ¢6 bao nhiéu khach hang xuat nhap t» ngay 05/02/2003 tré di. Két qua
tinh dwoc dat trong 6 D26

Cau 2: Tinh tdng SLN cla nhirng khach hang la Pa Nang (nhirng khach hang cé6 MA
KH béat dau Ia DN). Két qua tinh dwoc dat trong 6 B26

Cau 3: Cho biét SLN I&n nhéat dbi véi nhirng khach hang 1a Hué (MA KH bat dau 1a H)
va xuat nhap truéc ngay 10/02/2003. Két qua dat tai 6 E26.

Huéng dan: Truwdc hét phai tao vung diéu kién nhw bang dudi, st dung cac ham trong
CSDL dé tbng hop theo yéu cau.

22 A B cC |D E F G H
23 MA KH NGAY NGAY MA KH

24 DN* >=05/02/2003 |<10/02/2003 |H*

25

26 ? ? ?




BAI THUWC HANH SO 15
Cho bang sb liéu sau:
BAO CAO DOANH THU THANG 10 NAM 2005
CUA HANG SO 1

QUAY HANG |[THANG 1THANG 2| THANG 3 | QUY 1
Quay dién tor 25.5 23 24.5 73
Quay xe may 475 30 27 | 104.5
Quay do choi tré em 7.5 2.5 55 15.5
Quay bép ga 12.5 11.5 7.5 31.5
Tong cong 93 67 64.5 | 224.5

Hay tao dé thi biéu dién sw so sanh doanh thu gilra cac quay hang qua céac thang
bang biéu dé hinh cét va hinh tron

SO SANH DOANH THU

500
4077
T ——
:: B Cugy dign tk
o 20 ] B Cudy xe may
104 O Qudy do choitré em
. O Gudy hép ga
THANG 1 THANG?2 THANG3
THANG
QUY 1
14% 33%
7%

E Quiy dign ok
B Quiy xe miy

O Quiy dd chei tré em

O Quiy bép ga

4i3%0



