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Tin hoc dai cwong

— 1. Lam quen véi moi truong Microsoft Excel 2013

2. Thao tac véi dir liéu va bang tinh
— 3. Cac ham toan hoc, ham xtr Iy chudi va ham xir 1y ngay thang
4. Ham If, cac ham thong ké, ham logic.
5. Cac ham tim kiém, sap xép dir liéu
6. Trich loc, tim kiém dit ligu
— 7. Tong hop dit liéu, biéu dd
8

. Tong hop vé Excel

Tinh huéng dan nhap

— Chi Nguyén Lan Anh 14 nhan vién thuéc phong hanh chinh tong hop tai mot

cong ty.

— Cong viéc hang ngay cua chi thuong xuyén phai tinh toan va lam viéc trén
cac bang biéu Excel.

— Chi cam thay rat lung ting vi ki nang Excel ciia minh chua duoc thanh thao

va dac biét 1a 1am viéc trén phién ban hién tai cong ty dang st dung do la
Microsoft Excel 2013.

Bai hoc nay s& cung cap nhitng kién thirc, ki ning co ban va nang cao vé
Microsoft Excel 2013
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Tin hoc dai cwong

3.1. LAM QUEN VOl MOI TRUONG MICROSOFT EXCEL 2013

3.1.1. Téng quan vé Microsoft Excel 2013
3.1.1.1. Kh¢i dong va thoat khoi Microsoft Excel 2013

e Khai dong tng dung:
o Vao Start chon All Program/Microsoft Office 2013/ Excel 2013;
o Hoic nhap dap tai biéu twong Excel 2013 trén man hinh Desktop.
e Dé thoat khoi ung dung:
o Nhip chudt vao nat Office, sau d6 Thoat (Exit);
o Nhip chudt vao nat Close dé thoat khoi chwong trinh (nit bAm nay nam trén
cuing bén phai cua thanh tiéu dé chuong trinh);
o Hoic nhan to hop phim Alt va F4.

7 - 8 X%
Excel each. netempite e Sign in to get the most out of Office
Suggested searches: Budget Invoice  Calend. Expense List L Sched Learn more
Recent
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Danh sach CNTT K3 _TTTN chinh thuc ; S B3 e
G: » HATECH » DO_AN_TOT_NGHIEP = k —_—
5
[ e
(@@ Open Other Workbooks 6 tO U r -
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Family monthly budget planner Employee absence schedule Vacation planner D&B business verification

Hinh 3.1. Khai dong wng dung
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Hinh 3.2. Thoat khoi ung dung

3.1.1.2. Méi trwrng lam viéc cua Microsoft Excel 2013

Thanh céng
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Hinh 3.3. Moi truong lam viéc cua Microsoft Excel 2013

— Vung soan thao cua Excel dugc chia thanh cac hang va cot.
— Cot danh tha tu theo van chit cai: A, B, C,...AA, AB,...AZ, BA, BB...

— S6 cot téi da trong Excel 2013: 16,384.
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S6 dong tdi da trong Excel 2013: 1,048,576

Di chuyén téi cot cudi cung: Ctrl+—

T6i cot dau tién: Ctrl+ «

Di chuyén t6i dong cubi cung: Ctrl+ 4

T6i dong dau tién: Ctrl+ T

S6 Sheet mac dinh 1a 1, s6 Sheet téi da tury thudc vao dung lwong bo nhé.

Workbook: Mot Workbook chinh 1a mét s6 tinh. Vi du mot cudn s6 diém gom
nhiéu bang diém cua cac mon hay mot s6 lwong gdm nhiéu bang luong cia céc

thang.

Sheet: mét Sheet chinh 1a mdt trang tinh hay mot bang tinh
biachi 1 6: <biachicot><bia chi dong> Vi du: D5.
bia chi 1 vung dir liéu:

<bia chi 6 goc trén bén trai hinh chit nhat>:<bia chi 6 goc dudi bén phai hinh
chir nhat>

ViDu: D2:F2

Dia chi tuyét dbi: chira dau $ nham xac dinh vi tri chinh xac va ¢b dinh trén
trang tinh khi copy cong thirc c6 chira dia chi tuyét ddi toi vi tri khéc.

Vi du: $D5: tuyét ddi cot D. Cot D duoc giit nguyén khi copy cong thuc.

Vi du: D$5: tuyét dbi theo dong 5. Dong 5 s& dugc giit nguyén khi copy cong
thuc.

$D$5: tuyét d6i theo ca cot va dong. Cot D, dong 5 hoan toan dugc giit nguyén.

Dia chi tvong dbi: dia chi khong chia dau $. Khi copy cong thirc chira dia chi
tuong d6i va dan sang vi tri khac thi Excel sé tu dong diéu chinh dia chi d6 dé
thé hién vi tri méi.

$D5: 1a tuyét doi theo cot D nhung tuong dbi theo dong, dong s& thay doi theo
s6 budc dich chuyén ciia thao tac Copy cong thirc.

D$5: twong ddi theo cot.

D5: twong ddi theo ca cot va dong.
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Dia chi $D$5, $D$5:$F$8 1a dia chi tuyét ddi
D5, D5:F8 1a dia chi twong ddi

$D5; D$S; $D5:F8 1a dia chi hon hop.

3.1.2. Thao tac véi tép tin

3.1.2.1. Tao tép tin mé&i

Chon mét trong cac cach sau:

Vao File, chon New\Chon Blank Workbook ¢ hop thoai bén tay phai.

Nhap chudt vao biéu tugng New trén thanh cong cu nhanh. Trudng hop chua thiy
biéu twong nay trén thanh cong cu, chon miii tén tré xudng trong thanh nay chon
New.

Nhan t6 hop phim Ctrl+N

o Cachl:
E s Book3 - Excel (Product Activation Fai
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
-9 —
0 3 Cut Calibri M AN T== & EWapTet General
— ER Copy -~ . =
Pafte ¥ Format Painter B I U~ .~ A A EEE EE Merge&:Center + $ % %%
Clipboard s Font ] Alignment [ Number [
Al v Je
A B C D E F G H | J K L

|

VD N OO R W N -

Hinh 3.4. Tao tép tin méi cach 1
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Tin hoc dai cwong

o Cach?2:

Nhap chon miii tén trén W
thanh truy cap nhanh

H © &@- s Book3 - B
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

o0 - .| =
D 3 Cut CaIiEri '111 AA T= = - %Wrap Text
Paste EE Copy - -B I U e oS [ I
: ' Format Painter u- - A === &= [EMerge& Center ~
Clipboard ] Font ] Alignment [

Hinh 3.5. Tao tép tin méi cach 2

o Cach3: An t6 hop phim Ctrl +N

H © c O = Book5 - Excel (Pro
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

&D g;’z:; ) Calibri KA E=2 & EWepTet @
Pﬂjtf—' ¥ FormatPantey B I U Hr DA =E=ZF E3E EMegediCenter - § -
Clipboard P Fant T Alignment T

Al hd I

A B C D E F 3 H J

1] !

2

3

4

3

&

7

g

Hinh 3.6. Tao tép tin moi cach 3
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Ban thuc hién nhu sau:

Ban vao File\Save hoic chon biéu twong Save trén thanh truy cdp nhanh (trudng
hop biéu twong nay chua hién thi thi nhip vao miii tén tha xudng tai thanh nay
chon Save) hoic an té hop phim Ctrl+S.

Xuét hién ctra s6 cho phép ban lra chon vi tri can luu
o Computer: cho phép luu vao may tinh

o OneDrive: cho phép luu tai liéu 1én ddm may dé c6 thé tiép tuc sir dung tai lidu
bat cir dau va bat cir khi nao ban mudn.

Néu chon Computer:
o Ban chon Browse, chon 6 dia luu tai liéu & phia bén trai

o Chon thu myuc mudn luu tai liéu tai cira s6 bén phai=> Nhap vao tén file can
lwu trén 6 File Name, chon kiéu file ma ban mudn luu trén 6 Save as type sau
do6 chon Save.

Néu chon OneDrive:
o Ban chon Sign in (hoac nhay dup vao OneDrive)
o Nhap vao dia chi email ma ban di dang ki dé 1am viéc voi Office.

o Ban chon Next, Microsoft s tién hanh tim kiém tai khoan sau d6 xuat hién 6
cho phép nhap Password => ban nhap Password rdi chon Sign in.

Luuy:

o Trong truong hop tép tin di duoc luu véi mot tén nao d6 thi khi ban tién hanh
lwu, may tinh s& khong hoi vi tri va tén file can dat nita, may s& thyc hién luu
lai nhitng cap nhat maéi cho tép tin.

o Néu tép tin da dugc luu ban mudn luu lai véi mot tén file khac hodc dat tai vi
tri khac thi ban vao File/chon Save As rdi tién hanh nhu cac cach trén.

Vao File, chon Close
Hozc nhip vao nut (Close) dé thoat khoi chwong trinh

Hozc nhan t6 hop phim Ctrl+W hoic Ctrl+F4.
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Tin hoc dai cwong
e N¢u ndi dung tai liéu dang mé c6 sy thay doi, may tinh s€ hoi dé xac nhan viéc luu

tai liéu hay khong.
3.1.2.4. Mé& tép tin da cé

e Vao File\Open hoic chon biéu twong Open trén thanh cong cu nhanh.
e Chon vi tri chira file can mé:
o Computer: file can md nam trén may tinh

o OneDrive: file can m& nam trén dam may. Ban phai ding nhap vao tai khoan
da dang ki vai Microsoft.

o Recent Documents: chira cac file duoc mo gan day.

e Vidu véi Computer, ban chon Browse dé chon 6 dia va thu muc chua file can mg,
chon file cin m& va nhap Open.

3.2. CAC THAO TAC VOI BANG TiNH VA DU LIEU
3.2.1. Thao tac v&i Sheet

e Chén Sheet mdi: An phai chudt tai vi tri can chén thém Sheet, chon Insert; Hosc
nhap chudt vao nit thém Sheet.

e Xoa Sheet: An phai chudt tai Sheet can x6a, chon Delete.

e Doi tén Sheet: An phai chudt tai Sheet can d6i tén, chon Rename, go vao tén can
ddi roi an Enter.

v

1

12

13 N A
= Insert... < Chen thém Sheet

14 ;

- S( Delete G— Xo6a Sheet

16 Rename < Doi tén

17 Move or Copy...

18 Ql View Code

19 B2 Protect Sheet...

20 Tab Color 4

21

o Hide

22

23

— Select All Sheets

Nhap chudt vao dau +

Sheet1 (+)«
T dé chén thém Sheet

An phai chu6t

Hinh 3.7. Thao tdac vdi Sheet
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Lua chon ving dit liéu: D& lya chon mot ving dit liéu lién tuc ta dit 6 hién thoi
vao 6 dau tién cua vung, nhip trai chudt 4n va kéo toi 6 cudi cung cua ving.

Thao tac chon hang: Nhap chudt 1én dia chi s thu ty cua hang, dé chon nhiéu
hang nhap chudt an va kéo tai thi ty cua cac hang khéc.

Thao tac chon cot: Nhap chudt 1én dia chi cua cot trén thanh tiéu dé cot, dé chon
nhiéu cot nhap 4n va kéo t6i cac cot khac.

Chon toan bo bang tinh: Nhap chon vao 6 giao nhau cua 2 thanh tiéu dé cot va
dong hoic 4n t6 hop phim Ctrl+A.

Luu v: dé chon cac ving dit liéu hodc cac hang, cac cot roi rac nhau ta tién hanh
chon viing chon thir nhat, sau d6 giit phim Ctrl roi tién hanh chon tiép cac ving

chon tiép theo.
Nhap chudt TM

D E = G = ) J K L M’

Nhap =
chudt
dé boi —>

den
dong

SBONOW e W =

Hinh 3.8. Thao tac lya chon cac vung dir liéu, hang, cot, bang tinh

Thay d6i kich ¢& 1 hang:

o CIl: Pua con tré chudt 1én dai phan cach duéi cia hang can thay ddi kich cd,
khi tro chudt thanh mili tén 2 chiéu gitr trai chudt an va kéo dé thay doi kich
CO.

o C2: An phai chudt tai dja chi cua hang can thay d6i kich ¢, chon Row Height,
nhap vao kich c& can thay ddi.

Thay dbi kich ¢& nhiéu hang cing lac dé c6 kich c& giong nhau: Tién hanh chon
nhiéu hang rdi tién hanh thay ddi kich ¢& cho 1 hang => cac hang con lai ¢ cing
kich ¢& voi hang vira thay doi.
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e Thay d6i kich c& mot cot:

o C1: Pua con tré chudt 1én dai phan cach sau cta cot can thay doi kich ¢, khi
tré chudt thanh miii tén 2 chiéu giit trai chudt 4n va kéo dé thay d6i kich cé.

o C2: An phai chuét tai dia chi cua cot can thay doi kich ¢&, chon Row Height,
nhap vao kich ¢& can thay doi.

e Thay ddi kich ¢& nhiéu cot cung lac dé c6 kich ¢& gidng nhau: Tién hanh chon
nhiéu cot roi dua tro chudt thay ddi kich ¢& caa 1 cot trong ving chon theo cach

trén thi 1ap tac cac cdt déu co6 cung kich co.

e Cachl:
o Thém hodc x6a hang, cot:
v"An phai chuét tai dia chi cua hang hodc cot ¢ vi tri cAn thém hoic x0a.

v' Chon Insert néu mudn thém 1 hang hoac 1 cot vao trudc. Chon Delete néu
muén xo6a hang hoic cot do.

v Dé tiép tuc 13p lai thao tac 4n ngay phim F4.
o Thém, xo6a 0:
v"An phai chuét tai 6 can thém hodc x0a.

v" Chon Insert. Chon:

Shift cells right (chén thém 1 6 va day cac 6 sang phai)

Shift cells down (chén thém 1 6 va day cac 6 xudng dudi)

Entire row: chén thém mot dong
— Entire column: chén thém mot cot.
v' Chon Delete dé thuc hién thao tac x6a nguoc lai véi thao tac thém 6.
Cach 2: Su dung cong cu.

o Thém dong, cot, 6:
v" Pua 6 hién thoi vao vi tri ctia dong hodc cot, 6 can thém.
v Chon thé Home, trong nhom 1énh Cells, chon Insert.
—  Insert Sheet Rows: dé chén dong,
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Tin hoc dai cwong

ILE HOME

“,': X, Cut
R Copy -

aste

Clipboard

3.2.5. Nhap va stra dir liéu

¥ Format Painter

—  Insert Sheet Columns: dé chén cét,

—  Insert Cells: dé chén 6.

Xda dong, cot, o:

v' Pua 6 hién thoi vao vi tri ctia dong, cot, 6 can x06a.
v" Chon thé Home, trong nhom 1énh Cells, chon Delete.

—  Delete Sheet Rows: x6a dong,

—  Delete Sheet Columns: x6a cot,

—  Delete Cells: x0a 0.

INSERT PAGE LAYOUT FORMULAS

Times NewRoma ~ 13~/ A" A"

DX

B I U-

DA~

Font

Delete Cells...

Delete Sheet Rows

Delete Sheet Columns

Delete Sheet

o 1€

(- o Clx l - '? ; 7 ?) .,:[‘; ,>\ ‘.’ > AutoSum
E Ej - - z s = = = - [ Fill~

e Nt y 40 % Conditional Formatas Cell  Insert Delete Format a
" Formatting~ Table~ Stylesw  ~ v - = Llear~
Insert Delete Format e . .
- w k v
— Xoa 0

2ls
P \ Xd6a dong
Delethon Irqut dé chen

X0a coOt

Chon Delete dé xda

Hinh 3.9. Thém, xoa hang, cét, 6 (Cdach 2)

e Nhap dir li¢u:
o Dua 6 hién thoi vao 6 can nhap dix liéu.

(@)

e Nhap dir liéu ngay thang:

(@)

e Nhap so thir ty tw dong:

@)

Nhap dit liéu sau d6 4n Enter hodc phim Tab, phim mili tén «, T, —, { dé xac

nhan.

Mac dinh trong Excel dir liéu ngay thang dugc nhap theo thir tu: thang trudc,

ngay sau, nam sau. Sau khi nhap xong dir liéu can bén phai.
Dé thay doi thir tw nhap trong Windows 7 ta chon: Control Panel/Region and
Language=>Tab Format=> Additional setting=>Tab Date=> sura lai dinh dang

A

ngdy thang tai 6 Short Date va Long Date. Vi du: mm/dd/yyyy hoac

dd/mm/yyyy.

Nhap dix liéu trén 2 6 lién nhau.

Hoc liéu E-learning TNU — THDC v1.6
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i Tin hoc de;i cwong
o Chon 2 6 d6, dua tro chudt xuong goc dudi bén phai khi tro chudt bién thanh

dau + mau den. Nhap trai chudt, gitr va kéo t6i s6 can danh roi nha chuot ra.

e Swa dir liu:
e Dua 6 hién thoi vao 6 can sta dit liéu. Chon mét trong cac cach sau:
o C1. AnF2 dé sira di ligu.
o C2.Nhay dup tai 6 can sta.
o C3. Dua con tro chudt 1én thanh cong thic, sau chir Fx va stra dit liéu.

Xudng dong ndi tai 1 6: Khi nhap dir liéu dé xudng dong bén trong mot 6, dit
tré chudt tai vi tri can xuéng dong, 4n to hop phim Alt+Enter.

A B C D E
1
2
3 STT HovaTén Gi@i tinh
- 1|Lé Thi Hoan Ni
5 2|Vl Tudn Anh Nam
6 3|Hoang AnhTudn  Nam
7 4|NguynThiThu  Ni¥
8 5|Bui HOong Anh Nam
9 6|Hoang Thi Thuy N
10 7|Lé Thu Ba N
11 =
12
13
14

Hinh 3.10. Bdnh sé tw dong

Hoc liéu E-learning TNU — THDC v1.6



PAI HOC THAI NGUYEN
qf?.-‘uaf kien tao nhimg gid ti méi

Tin hoc dai cwong

Al v| o fc | BANG DIEM SINH VIEN
A B C D E B

1 [BANG DIEM SINH VIEN
~ STT HovaTén Gi@i tinh
An F2; 3
Nhay ddp ; ; tﬁ TTh!j*°:"h :" Nhap chudt vao day

u fuan An am R 2
dé sura

6 3 Hoang AnhTudn  Nam

7 4 NguyénThiThu N

8 5 BUi Hong Anh Nam

9 6 Hoang Thi Thuy N

10 7 Lé ThuBa N

1

Hinh 3.11. Swa dir ligu
Pat con tro tai vi tri cin xuéng
dong, an Alt + Enter
A B D E F

1 |BANG DIEM SINH VIEN

o

3| s Hova Tén Gidi[tinh
4 | 1 Lé Thi Hoan N

5] 2 Vi Tudn Anh Nam

6 3 Hoang AnhTudn  Nam

7 4 NguyénThiThu N

8 | 5 BUi HOng Anh Nam

9 | 6 Hoang Thi Thuy N

10 | 7 Lé Thu Ba N

11

12

Hinh 3.12. Xuéng dong trong 1 6

3.2.6. Pinh dang font chir, dir liéu sé, ngay thang

e Dinh dang Font chtr:
Bo6i den viung can dinh dang Font chit

o C1: Chon thé Home, tai nhom 1énh Font lya chon cac biéu tugng trinh bay
font chir twong tu trong Word,

Hoc liéu E-learning TNU — THDC v1.6
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i Tin hoc dai cuong
o C2: Mé& hop hoi thoai Format Cells bang cach: nhay vao mii tén tro xuong tai

nhom 1énh Font cua thé Home hodc 4n phai chudt trong ving boi den chon
Format Cells hodc an Ctrl+Shift+F. Tai hop hoi thoai Format Cells chon thé
Font va trinh bay font chir twong tu trong Word.

Mumber | Alignment A Border Fill Protection

Font: Font style:
Calibri
Calibri Light [Headings -~ Regular
d Italic
T vn3DH Bold
T .Wnarabia Bold Italic

T VnArabiaH
T VnArial

Underline: Color

Mone I - (=] Normal font
Effects Freview
[] strikethrough
[ superseript AaBbCcYyZz
|:| Subscript

This font style is imitated for the display. The closest matching style will be used for printing.

Hinh 3.13. Pinh dagng Font chz
e Dinhdang dir liéu sé va ngay thang:
Boi den ving can dinh dang font chix

o C1: Chon cac biéu twong dinh dang sb, ngay thang, tién té tai nhom 1énh
Number cua thé Home.

o C2: M hop thoai Format Cell theo mot trong cac cach & phan trén
v" Chon thé Number.

v Dé dinh dang s6: chon Number tai 6 Category, chon s6 chit s6 phan thap
phan tai 6 Decimal places, chon Use 1000 Separator dé hién thi diu ngin
cach cac nhom 3 sd, tai 6 Negative numbers chon dinh dang hién thj s6
am.

v’ Dé dinh dang ngay thang: chon Number tai 6 Category, chon Date chon
kiéu hién thi ngay thang trén 6 Type hodc chon Custom dé tuy bién kiéu
hién thi ngay thang trén 6 Type. VD: dd/mm/yyyy, mm-dd-yyyy, dd-
mmm-yyyy.
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Tin hoc dai cwong

> T < i I Book1dsx - Excel (Product Activation Failed)

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
Cut - : . . Chon kiéu di¥ liéu :
: Calibri i c A A : " g General .
)cow v rs -A A T s
! Format Painter 85 1 u-|H-| & L ¢ Ch?n i hi.?u.E'en $-% > WA FCondtpﬂi

té cho di¥ liéu ARG
yboard 1 Font l'. - 7= = 1 Number »
kiéu tién té
v v Jx | =AVERAGE(ES:GS)
B ¢ D E F 6 W Tang, gidam s6 chi¥
UATHI DAIHOC s6 phan thap phan
T HovaTén Gidi tinh Ngay sinh Diém
Toan Ly

1 L& Thi Hoan N 2/18/1995 2

2 vii Tudn Anh Nam 10/5/1995 5

3 Hoang Anh Tudn  Nam 9/6/2015 7

4 NguydnThiThu N 3/27/1995 a4

5 BUi Hong Anh Nam 8/24/1995 6

6 Hoang ThiThuy N 1/26/1995 8

7 L& ThuBa Nir 4/17/1995 5

we Ki€u dir liBu tidn té cer | rn | protection

Lategory
General
Humb

Sample
S800,000
Decimal places: | O -+
symbot |3

Hegative numbers:

Actounting
Drate

Time
Percentage
Fraction
Scientific
Text
Special
Custom

Chon ki hiéu tién té

00 B3 w1 O O Wl

Currenty formats are used for general monetary values. Use Accounting formats to align
decimal poants in a column,

ok || cancel
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Tin hoc dai cwong

Humber | Alignment | Font | Berder | Fill | Protection C D e F G
Gtegory _
General sample .
Gidri -
Mumber
Cameney 18-02-1595 tink Mgay sinh  Diém
E.cari:untmq Type: Toan Ly Hia
Time dd-mm-yr] [ Mk 18-02-1995 z 6 i:
ercentage S-FA00]h:mm: st AR
Percenta [P "'\ Nam | 05-10-1955 5 7 5
Seientiie [.O0000000 Nam 06-05-2015 7 6 &
Tt 0.0000000¢ P 1895 '
Special 0.000000 Nhap Vao Iﬁll"ll"l L - 3 2 7'
00000 s UL Nam | 24-08-1995 6 7 §
00000 dang hién thi ngay v NG 26-01-1955 B 8 9
00 thang N 17-04-1955 5 8 5
§e #e0

dind

Hoac chon Custom
dé tuy bién

I¥PE INE AUMDEr TOFMAL L0ae, using one of the existing codes as a starting point.

Hinh 3.14. Pinh dang diz liéu sé va ngay thang
3.2.7. Trén 6, can lé div liéu
° Thao tac tron 0:
o Chon cac 6 can tron hay gop thanh mét 6
o Chon biéu tuong Merge & Center tai nhom 1énh Alignment cua thé Home.

o Cac 6 s€ dugc gop lai thanh mot 6 va dix liéu dugc can gitra 6.

. Huy tron 6:
o Chon 6 can hay.
o Nhap chudt chon lai biéu twgng Merge & Center.
e  (Canlédi liéu:
Chon céc 6 can cin 18, thuc hién mot trong 2 cach sau dé can 18:

o C1. Chon cac biéu twong thuoc nhom 1énh Alignment trong thé Home: cin
theo chiéu dung, chiéu ngang, hudng chit, ting giam khoang cach 18 trai.

o C2. M¢ thé Alignment trong hop thoai Format Cells.

v' Chon Horizontal dé can chiéu ngang: Left (trai), Right (phai), Center
(gitta), Fill (nhan d6i noi dung), Justify (déu 2 bén), Center Across
Selection (can gitra cac 0)

v' Chon Vertical cin chiéu doc: Top (trén), Center (giita), Bottom (duéi).

v' Chon khoang céach 1¢ trai tai Indent
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Tin hoc dai cwong

v" Chon huéng chir tai Orientation
v/ Tai Text Control: Wrap Text (ddy vin ban xudng dudi dé vira kich c&
cot); Shrink to fit (tw diéu chinh kich ¢&); Merge Cells (gop hay tron 6)
=  Thao tac tron 6

m H - N s Book1.xisx - Excel (Product
HOME | INSERT  PAGELAYOUT  FORMULAS DATA  REVIEW  VIEW
36 Cut Calibri ‘A A== - EPWepTet General a
50 gy copy - | . i’ Thue hién
= ~ Format Painter BlIu- B 2-A === EE $-%" tUdng tu
Clipboard e Font T Alignmen () Numbe ta Cé
A3 - £ | s Chon biéu tugng két qua

A B C D E F G H | /

1 KET QUA THI DAI HOC

2

3 STT HovaTén Gi¢i  Ngaysinh Diém Diém

4 tinh Toén Ly Héa T8 Ho bdng

5 1 Lé Thi Hoan N 18-02-1995 2 6 4' 4.00 $800,000

6 2 Vi Tudn Anh Nam 05-10-1995 5 7 5 3 5.67 $2,000,000

7 3 Hoang Anh Tudn Nam 06-09-2015 7 6 6 i 6.33 $1,500,000

8 4 NguydnThiThu  Ni¥ 27-03-1995 4 6 77 5.67 $1,200,000

9 5 Bui HOong Anh Nam 24-08-1995 6 7 8' 7.00 $2,500,000
10 6 Hoang Thi Thuy N 26-01-1995 8 8 9 r 8.33 $3,000,000
3 & 7 L& ThuBa N 17-04-1995 5 8 6' 6.33 $1,500,000

12

Hinh 3.15. Thao tdc tron o

» Thao tac can 1& dit liéu:

Hudng chir

. ~
bay chir
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW VIEW /
< | (=2
™ d6 Cut Calibri “jn -A B B EeWiepT General

LJ {Q Copy ~
Paste | *
v ~ Format Painter

B T U-

ifi

3= [ Merge & Center = $ - %

Clipboard T ignment ] Numbe

119 -

—A ___ Choncdnlé -cChoncinlé - Khoangcich — L '
1 chidu dirng chiéu ngang I8 trai
2
3| s HovaTén  Gioi  Ngaysinh Diém Diém {‘_ Chon viung
4 tinh Todn Ly Héa T8 Hobdng can can lé
5 1 L& Thi Hoan N 18-02-1995 2 6 4 4.00 $300,000
6 2 Vii Tudn Anh Nam  05-10-1995 5 7 s’ 5.67 $2,000,000
7 3 Hoang AnhTuan  Nam 06-09-2015 7 6 6 6.33 $1,500,000
8 4 NguydnThiThu N 27-03-1995 a 6 77 5.67 $1,200,000
9 5 BUi HOng Anh Nam  24-08-1995 6 7 8’ 7.00 $2,500,000
10 6 Hoang ThiThuy  Ni¥ 26-01-1995 8 8 9" 8.33 $3,000,000
1 7 L& ThuBa NiF 17-04-1995 5 8 6  6.33 $1,500,000
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Can chiéu ngang
Can chiéu ding
Pay dit liéu xudng
dong dudi

Tu diéu chinh c&
chir

Tréon 6

3.2.8. T6 vién

Chon viing can t6 vién

Tin hoc dai cwong

| Number | Alignment | ! Border | Fil ‘ Protection |

Text alignment Orientation
Horizontak |
Center
Verticak:
Center
Justity distributed
Text control
Wrap text
Shrink to fit
Merge celis
Right-to-left
Text direction:

Xoay kim déng ho
Context ;v_] dé di‘éu Chinh
huwdng chir

Hinh 3.16. Thao tdc can lé dif liéu

Cach 1: Su dung cong cu:

o Nhip chudt vao mili tén tré xudng tai biéu twong Border trong nhom 1énh Font

cua thé Home.

o Trén Menu tha xubng lya chon:

v' Céc biéu tuong trong muc Draw Borders nhu: Line Color (mau vién), Line
Style (kiéu vién), Draw Border (v& duong vién), Draw Border Grid (vé&

lu6i ctia bang bang cach nhap chudt tai 6 goc trén trai va kéo xudng 6 goc
dudi cua bang)

v' Chon céc vi tri can t6 vién tai muc Border.

Cach 2: Str dung hop thoai Format Cells:

o MG hop thoai Format Cells theo cac cach nhu & phan truée, chon thé Border.

o Trén 6 Style chon kiéu vién, tai Color chon mau vién, chon vi tri ap dung vién

tal 2 muc: Preset va Border.
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Tin hoc dai cwong
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

Sy X Cut

Calibri - IH A A TE= ¥ [FWaeplet General
Pact E® Copy ~
aste - - e m ez P .
v N Format Borders == @Mﬁ'g‘&c‘n‘“ $-% >
Clipboarg | — Battom Border Chon i Numbe
Tog Border e
A3 v [1] LeftBorder cong
A | Right Border cu t6 H | I
'
1 ‘€T QUA THI DAI HOC vien
2 [I] OutsideBorders A -
S —— Chon cac vi tri
3 [0 Inick BexBorder r—- ¥ H Diém
4 é&  Bottom Double Border gay sinh can td 1 18 Ho bdng
Chon 5 | 2l = Thick Bottom Border 18-02-1995 2 6 4 4.00/ $800,000
V!:ll"lg 4‘. zlv o= Top ang Bottom Border 05_10_1”5 5 7 5 5-57 sz'm‘m
c\én t6 7 ‘ [ Top and Thigk Bottom Border 06-09-2015 7 6 6 6.33 $1,500,000
P S Top and Dogble Botom Border  [yplga sgpel g P = 5.67| $1,200,000
5 9 Draw Borders ;
V& vién Pf Oy Border e -]._z Gl’ g : ;230 mx
‘ [P DrawBorder Giid V& ludi bang =331 93,000,
p ———————— & CraseBorder 17 6 6.33 $1,500,000
Chon mau e —l

- Line Style
Chon kigy = “"

B Maes Rardace

Hinh 3.17. T6 vién

3.2.9. Tao mau nén

e Chon ving can tao mau nén
e Mo hop thoai Format Cells, chon thé Fill
e Chon mau nén tai 6 Background Color

e Chon hiéu tng mau nén tai 6 Fill Effect, d& c6 nhiéu mau hon chon 6 More
Colors.

e Chon cac mau nén tai 6 Pattern Style, chon mau cua mau tai 6 Pattern Color
e Chon OK.

e Luu v: Dé hay nén, tai 6 Fill Color chon No Color, tai 6 Pattern Style chon kiéu
Solid.
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| Number l Alignment ] Font l Border Fill Protection |
Background Color: Pattern Color:

No Color

Sample

Hinh 3.18. Tao mau nén

3.3. CAC HAM CO' BAN TRONG EXCEL

3.3.1. Lap céng thirc

Cong thirc ludn bat dau bai ddu bang, co dang:
=<Biéu thikc tinh todn>

Biéu thure tinh toan: 1a tap hop cac toan tir va toan hang duoc viét theo quy tic do
Excel quy dinh.

Toan tir: +, -, *, /, %, A(lity thira), >, <, >=, <=, =, <>(khac), &(ndi chudi)
Toén hang:

o La gid tri hang; 1a mot tham chiéu 6; 1a mot ham tinh toan.

o Ham tinh toan c6 dang: =<Tén ham>(Danh sach dbi s6)

o Cac hang chudi dugc bao trong cap dau nhay kép «”
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Tin hoc dai cwong

e  Cong thirc néu xay ra I3i c6 thé nhan nhiing gia tri sau:

MALO!l |YNGHIA

HitHHH DJ rong cot qua hep

#DIV/0! Chiacho 0

#NAME? | Sai tén ham hodc phép tinh cua 1 bién khong xac dinh

#N/A Tham chiéu dén mot 6 réng hoic khong cé trong danh sach

#VALUE! | Sai vé kiéu cua toan hang (Vi du: lay sé chia cho ky tu hoic ngay
thang)

e Copy cong thuc:

-y
~n

o Dua 6 hién thoi vao 6 chira cong thirc can sao chép.
o C1: Khi tro chuét bién thanh dau + mau den thi giit trai chudt va kéo sang céac
vi tri méi can dan.

o C2: An Ctrl+C, boi den mién can dan cong thirc, an Enter.

A B C D £ F G H )
KET QUA THI DAI HOC Nhap

f — — — cong
= 4\ HovaTén G_'m Ngay sinh 3 Dle‘m 2 Bicm Ho bd thirc va
4 tinh Toan Ly Hoéa T8 ~

5 1{L& Thi Hoan N 18-02-1995 2 6 4 4.00 A An Enter
6 2|Vvii Tudn Anh Nam 05-10-1995 5 7 5 $2,000,000

7 3|Hoang Anh Tuan Nam 06-09-2015 7 6 6 $1,500,000

8 - Nguyén Thi Thu N Chon vﬂng can dan _E 7 $1,200,000

9 5|Bui Hong Anh Nam &n Enter V7 I $2,500,000
10 6|Hoang ThiThuy [N <V-UL-1730 ° 8 9 $3,000,000

1 7|Lé ThuBa N 17-04-1995 5 8 6 $1,500,000

Hinh 3.19. Copy cong thuc

3.3.2. Cac ham toan hoc

e Ham ABS: Lay gia trj tuyét doi.
o Cuaphap: =ABS(number)
o Number: s6 hoic dia chi 6 can ldy gia tri tuyét doi
e Ham INT: Ly phan nguyén ciia mot s6 thuc va lam tron xudng cua sé thuc

o Cuaphap: =INT(number)
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Number: sd, dia chi 6 can lam tron xudng.
VD: =INT(5.67)=5

Ham SQRT: Can bac hai ctaa

O

O

Cuphap: =SQRT(number)
Number: 1a mot s6 duong hodc dia chi 6 c¢6 gia tri duong, néu number <0 ham
tra vé 19i.

Ham Round: [am tron.

v' C phap: =Round(Number, num_digits)

v" Number: s6 can 1am tron

v Num_digits: 1a mot s6 nguyén néi 1én vi tri can lam tron.
— Num_digits>0 1am tron tai chit s6 phan thap phan thir Num_digits
— Num_digits =0 lam tron tai hang don vi

— Num_digits<0 1am tron tai chir s6 thir Num_digits trudc chit s6 hang don
Vi.

v’ Vidu:
— =Round(435.673, 1) =435.7
— =Round(435.673,0) =436
— =Round(435.673,-1)=440
Ham SUM: Tinh t6ng caa mot chudi s6
v Cu phap: =SUM (numberl, number2,..)

v" Numberl, number2,..: c6 thé 1a nhitng gia tri $6, cong thuc, dia chi 6 hay
day o.

Ham SUMIF: Tinh tong cua diy 6 trong ham théa man diéu kién

(@)

(@)

Cuphap: =SUMIF(Range, Criteria, Sum_range)

Range: La day 6 dé thyc hién viéc kiém tra theo tiéu chuéan nao do.
Criteria: La mot s6, biéu thuc hay chudi dé xac dinh tiéu chuan tinh téng.
Sum_range: Diy 6 dugc tinh tong.

Vi dy: Tinh tdng hoc bdng cua cac sinh vién tirng khu vuc: KV1, KV2, KV3,
2NT
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Tin hoc dai cwong
= B G = l J K L M N o)

BANG DIEM SINH VIEN

2

3 [ S Dle’m ........ 32 biem KHU VUC Ho bang T6NG HQC 86NG

4 Loan:fiiny Hoa: |:: T8 ! g

5 [ 2 6| 4 4.00 2NT | 800,000 lKVl !=SUMIF(F» $5:51511,1 ﬁ,S.SB:S.SLL)'
6 - ... 5.567 Kvi | .. 20000001 [Kv2

P 4 {6 6] 633 2NT | 1,500,000 KV3

8 - 6 ¥ | 5.67 KVv2 1,200,000 2NT

9 9........7 8] ... T-00| KNS | 2,500,000

10 8 8 9 8.33| 2NT - 3,000,000

1 5 8 6 6.33] 2NT 1,500,000

r

—y
\) | -

Hinh 3.20. Ham SUMIF

— ACOS (number) : Tra vé mot gia tri radian nam trong khoang tir 0 dén Pi, 1a
arccosine, hay nghich dao cosine caa mot so6 nam trong khoang tir -1 dén 1

— ASIN (number) : Tra vé mét gia tri radian nam trong doan tir -Pi/2 dén Pi/2, 1a
arcsine, hay nghich d4o sine cia mot sé nam trong khoang tir -1 dén 1

— ATAN (number): Tra vé mét gié tri radian nam trong khoang tir -Pi/2 dén Pi/2, 1a
arctang, hay nghich d4o tang caa mot so.

— COS (number) : Tra vé mot gia tri radian, 13 cosine cua mot s6
— SIN (number) : Tra vé mot gié tri radian, 14 sine cia mot s6

— TAN (number) : Tra vé mot gia tri radian, 14 tang ctia mot s6
3.3.3. Cac ham xtr ly chudi

e Ham Left:
o Caphap: =LEFT(chudi ki tu,n)
o N:1a mot s6 tu nhién
o Chirc nang: Lay ra n ki tw bén trai cua chudi ki ty (ké ca ky tu trang)
o Vidu =LEFT(“TIN HOC”,5)  la mot chudi “TIN H”
e Ham Right:
o Cuphap: =RIGHT(chudi ki tu,n)
o N:1a mot s tu nhién
o Chirc nang: LAy ran ki ty bén phai cua chudi ki tu (ké ca ky tu trang)
o Vidu: =Right(“TIN HOC”,3) 1a mot chudi “HOC”
e Ham MID:
o Cuphap: =MID(Chudi, vi tri bit dau, s6 ky tw) hoic =MID(Text, m,n)
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o Text: 1a chudi ki tu, m va n 1a cac s tu nhién, m>0.

o Chirc niang: LAy ra n ki tu ctia chudi Text bat dau tir vi tri m

o Vidu =MID(“Nguyén Vin An”, 8,3) =“Vin”

Ham LEN:

o Cuaphap: =LEN(Text)

o Text: 1a mét chudi ki tw hoic dia chi 6 chira dit ligu kicu ki tu

o Chirc nang: Tra vé do dai ctia chudi ki tu Text.

o Vidu =LEN(“TIN HOC”) => 7

Ham TRIM:

o Cuphap: =TRIM(Text)

o Text: 1a mét chudi ki tw hoic dia chi 6 chira dit ligu kicu ki tu

o Chtrc ning: G& bo céac ki tur cach ra khoi chudi ki tw Text ngoai trir nhitng ki
tu ddu cach don gitta céc ti.

o Vidu =TRIM(*“ M S Microsoft 2013 ) =>“M S Microsoft 2013”

Ham Date: Tra vé kiéu dit lidu ngay, thang, nim

o Cuaphap: =DATE (Year,Month,day)

o Vidu =DATE(2010,05,22)  ----- > 22/05/2010

Ham Day: Tra vé ngdy trong thang tir 1 dén 31

o Cuaphap: =DAY(Serial_number)

o Serial number: 14 chudi ki tir kiéu ngay thang hodc dia chi 6 chura dit liéu kiéu
ngay thang

o Chirc ning: Tra vé ngdy trong thang tir 1 dén 31

o Vidu =DAY(*05/22/2010”) la 22

Ham Month: Tra vé thang trong nam tir 1 dén 12.

o Cuaphap: =MONTH(Serial_number)

o Serial number: 1 chudi ki tir kiéu ngay thang hodc dia chi 6 chra dit liéu kiéu
ngay thang

o Vidu =MONTH(*05/22/2010”) 1a 5

Ham Year: Tra vé nim

o Cuaphap: =YEAR(Serial_number)

o Serial number: 1 chudi ki tu Kiéu ngay thang hodc dia chi 6 chua dit liéu kiéu

ngay thang
o Vidu =YEAR(“05/22/2010”) la 2010
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Tin hoc dai cwong

3.3.5. Ham If, ham logic

e Ham IF:
e Cuphap: =IF(Logical_test,Value if True, Value_if False)
=IF (B.thitc Logic, gid tri néu diing, gid tri néu sai)

o Logical Test co kiéu dir lidu 1a logic (chi nhan gia tri True hoic False),
Value if True va Value if False c6 kiéu dir ligu bt ki.

o Chtc ning: Ham néu....thi..... Cin ctr vao gia tri ciia Biéu thuc Logic
(logical test) dé tra vé& két qua:

v' Néu logical test=True (dting) thi tra vé két qua l1a Value_if_True
v' Néu logical test=False(sai) thi tra vé két qua 1a Value_if_False

Vi du: Bién két qua dd trugt cho danh sach sinh vién dudi day véi yéu cau.

— Néu biém TB>=5 thi dién “P§”
— Nguoc lai Piém TB<S5 thi dién “Truot”

E F | e H | ) K L A
1 BANG DIEM SINH VIEN
2
3 R RIS N e varc] o b8ng: | KET.QUA
i G HEEHE L S BB s A
B 2 6| 4| 4.00 2NT | 800000.00 | Truot
: 5 7 s| 5.67| kvi | 2000000.00 | ©&
7 I ,,,,,,, 2§ 4| 4.00( 2NT | 1500000.00 | Truot
g .| 1 7| 5.67| Kv2 | 1200000.00 | ©6
9 A 1 8| 4.33| KV3 | 2500000.00 | Truot
10 . 8 8| 9| 833 2NT | 3000000.00 | ®6
11 5 8 6| 6.33 2NT 1500000.00 | 3

Hinh 3.21. Ham IF
e Ham AND (ham Va):

o Cuaphap: =AND (Logicl,Logic2,....)
o Logicl, logic2,..: 1a cac biéu thuc logic
o Chirc nang: két qua ctia ham AND la mét gia tri Logic. Ham s& nhan két qua

la:

v' Dung (True) néu tat ca biéu thuc logicl, logic2,.... déu dung (True);
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v' Sai (False) néu c6 it nhat mot biéu thirc logic trong danh sach biéu thirc
logic nhan gia tri sai

o Vidu:
=AND(5>3, 6>4) True
=AND(5>3, 6<4) False
=AND(5<3, 6<4) False
e Ham OR (ham Hoac):
o Cuaphap: =OR(Logicl,Logic2,....)
o Logicl, logic2,..: 1a cac biéu thuc logic
o Chirc nang: két qua ciia ham OR 1a mét gia tri Logic. Ham s& nhan két qua la:
v/ Sai (False) néu tat ca biéu thtc logicl, logic2,.... déu sai (False);

v’ Dung (True) néu cé it nhdt mot biéu thirc logic trong danh sach biéu thic
logic nhan gia tri dang (True).

v' Vidu:
=0OR(5>3, 6>4) True
=OR(5>3, 6<4) True
=OR(5<3, 6<4) False
e Ham NOT (ham phu dinh):

o Cuaphap: =NOT(Logic)

o Chtrc nang: Phu dinh mét gia tri Logic

o Vidu:
=NOT(1+1>2) => True

=NOT(OR (5>3,6<4)) => False

e Ham Average: Ham tinh trung binh cong

o Cuphap: =AVERAGEmumberl,number?2,...)
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W M

Wb =] h Ln

Numberl, Number2,... 14 cic sb hoic dia chi cac ving tham chiéu.

Chuc nang: Tra lai gia tri Trung binh cong cua tat ca cac sb hodc 6 ¢o kiéu dir

liéu 1a s6 trong danh sach doi so.

Vi du: C6 bang gém 3 cot, thang 1, thang 2, thang 3. Yéu cau tinh trung binh
cong cua tat ca cac sb trén 2 cot Thang 1 va Thang 3. Ta can viét cong thuc

bat cong thirc tai 6 P8
nhw sau:
=AVERAGE(N4:N6,P4:P6)

nhu hinh dudi.
M N o] P

3 Thang1l |Thang2 |[Thang3
4 2 2

5 4 2 3
6 K 3 4
8 TB thang1va3: r_@
9

A
o

Hinh 3.22. Ham Average

Ham Count: Ham dém

@)

(@)

(@)

@)

Cu phap:

=COUNT (valuel,value?,....)

Value2, value2,..: 1a cac sé hoidc dia chi cac ving tham chiéu.

Churc nang: Pém cac gia tri, cac 6 kiéu so trong danh sach doi so.

Vi du: Dém xem trong 2 ving Thang 1, Thang 3 c6 bao nhiéu 6 1a sb.

Ta dat cong thuc tai 6 P8 nhu sau:  =Count(N4:N6,P4:P§)
™ O P a R
Thangl |[Thang2 |[Thang3
2 4 2
4 2 3
K 3 4
PEm T1,T3: 5.|

Hinh 3.23. Ham Count
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SN B WY e

w0 w

s | ot |y
N - O

Ham MIN: Tim gia tri nhé nhat

c O O O O

Cu phap: =MIN(numberl,number?2,...)

Numberl, Number?2...: 1a cac sb hodc cac dia chi tham chiéu

Chtrc ning: Tra lai gia tri nho nhit trong danh sach céac s6 hoic 6 kiéu sd.
Vidu: =Min(5,9,12,50) =>5

Vidu: O Al c6 gia tri 4, 6 B3 gia tri 2. =Min(A1,B3,10) =>2

Ham MAX: Tim gi4 tri [6n nhét

o O O O O

Cu phap: =MAX(numberl,number2,...)

Numberl, Number?2...: 1a cac sb hodc cac dia chi tham chiéu

Chtrc nang: Tra lai gia tri I6n nhat trong danh sach céac s6 hoic 6 kiéu sb.
Vidu: =MAX(5,9,12,50) =>50

Vidu: O Al c6 gia tri 4, 6 B3 gia tri 2. =MAX(A1,B3,10) =>10

Ham COUNTIF: Dém theo diéu kién

(@)

(@)

Cu phap: = COUNTIF(range,criteria)
= COUNTIF(Viing can dém, tiéu chuan)
Range: La diy cac 6 ma ta mubn dém
criteria: La tiéu chuan dé x4c dinh 6 nao s& duoc dém
Chuc ning: Dém s cac 6 (khac rdng) bén trong mot diy thoa man theo tiéu
chuan (criteria) cho truéc
Vi du: Bém s6 sinh vién D3, Truot trong danh sach duéi dy:

Ta dat cong thirc tai 6 N4 nhu sau: =Countif($K$5:3K$11,M4)

Sau d6 copy cong thic tir 6 N4 xudng 6 N3, ta c6 két qua nhu hinh dudi:

B C E F G H K L M N 0

BANG DIEM SINH VIEN

N B W e

Hova Tén G‘ic'ﬁ : Di'é’m ’ Diém KET QuA - DEm s sv:
tinh. | Toan Ly Hoa 8 Do 3
L& Thi Hoan Nir 2l 6| 4] a.00| Truot Truot
ViTudnAnh  [Nam 5 71 s se7188
Hoang Anh Tuan |Nam ' 6| 3.33| Truot
Nguyén ThiThu [N 4 6|V 3.33| Truot
BUiHOngAnh  [Nam 2 3 8 4.33] Truot
Hoang ThiThuy |Ni 8 8 [ 8.33| D6
Lé Thu Ba Nir 5 8 6 6.33 95

Hinh 3.24. Ham COUNTIF

3.3.7. Cac ham tim kiém
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e Ham HLookup: Tim kiém theo hang trén bang phu:

o Cuphap: =Hlookup(Lookup_value, Table_array, Row_index,
[Range_lookup])

=HLookup(Gia tri tim, Bang tim, Hang tra gia tri, cach tim)
o Lookup_value: 1a mot gia tri ding dé tim kiém, c6 thé 1a mot tham chiéu hay
Mot gia tri nao do.
o Table_array: ving chta dit liéu can tim. Pay 1a bang dit liéu phu c6 noi dung
thuong cb dinh, bao quat dé ching ta 14y dit liéu.
o Row_index_num: chinh 1a hang mudn lay dit liéu tir bang phu.
o Range_lookup: 1a gia tri logic, chi dinh tim chinh x4c hay turong dbi.

v TRUE hay 1: Tim kiém gan dung.
v' FALSE hay 0: Tim kiém chinh xac.

o Coéng dung: do tim mot gid tri & dong dau tién cua mot bang dit lieu. Néu tim
thiy s& tra vé gia tri & cling cOt Voi gid trj tim thay trén hang da chi dinh. Ham
HLOOKUP thuong dung dé dién thong tin vao bang di liéu tir bang dir liéu
phu.

Vi du: Pé dién tén chirc vu cho bang chinh dua vao mi chirc vu va thong tin
trén bang phu, ta dat cong thirc cho 6 F5 nhu sau:

=Hlookup(E5,$B$13:$G$14,2,0)
Sau do, copy 6 F5 cho vung dit liéu F6:F11.

A B C D E F G H
BANG LUONG NHAN VIEN

3 S SR s LUE] Tén

4 4)(‘ Horva Tgn (?nora tmﬁ Ngay élnh Chitc vy Chitevi LU'QNG

5 1|L& Thi Hoan [N 18-02-1995| TP |[Trwéng phong 20,000,000

6 2|Vii Tudn Anh |Nam 05-10-1995| PP (IPhéphong 15,000,000

7| 3|Hoang Anh Tu[Nam 06-09-2015| KT [lk&todn | 12,000,000

8 4|NguydnThiTHNG | 27031995 PP |IPhéphong | 10,000,000

9 5|Bui Hong Anh [Nam 24-081995| BV  [IBlove 35,000,000

10 6{Hoang Thi ThyN{r 26-01-1995 NV Nhénvién 5,000,000
1 7|Le ThuBa  |Ni¥ 17-04-1995| NV ||Nhanvién 11,000,000

M3 CV
13 Tén cv TP PP KT [NV BV
14 Tredng phong |Phé phong Kétodn |Nhanvién Baové

Hinh 3.25. Ham HLookup
e Ham VLookup: Tim kiém theo cot trén bang phu:
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Cuphap: =Vlookup(Lookup_value, Table_array, Column_index,
[Range_lookup])

=VLookup(Gia tri tim, Bang tim, Cot tra gia tri, cch tim)

Lookup_value: 13 mot gia tri dung dé tim kiém, c6 thé 1a mot tham chiéu hay
mat gid tri nao do.

Table_array: ving chira dir liéu can tim. Pay 1a bang dit liéu phu c6 ndi dung
thuong ¢b dinh, bao quat dé ching ta 14y dit liéu.

Column_index_num: chinh Ia c6t muén lay di liéu tir bang phu.
Range_lookup: 1a gia tri logic, chi dinh tim chinh xac hay tuong ddi.

v TRUE hay 1: Tim kiém gan dung.
v' FALSE hay 0: Tim kiém chinh xac.

Cong dung: do tim mot gia tri & cot dau tién caa mot bang dir lieu. Néu tim
thdy s& tra vé gia tri & ciing hang véi gié tri tim thay trén cot da chi dinh. Ham
VLOOKUP thudng ding dé dién thong tin vao bang dit liéu tir bang phu.

b | b
- O

-b
~n

b | |wh [nt |t
N Oy obhs W

-
(=]

W 00 N O\ b W N -

B C D E F G H
BANG LUONG NHAN VIEN
HovaTén Gigi tinh Ngay sinh Mm m LUONG

1{Lé ThiHoan [N 18-02-1995|  TP1  |=VLOOKUP(LEFT(£5,2),5C513:56518,2,0)
2|viTudnAnh Nam | os-a0-a99s| eer | T ] ]I 15,000,000
3|Hoang Anh Tu|Nam ) 06-09-2015 KT2 12,000,000
4|Nguyén Thi THNi¥ » 27-03-1995| _ PP2 10,000,000
5|Bui Hong Anh |Nam | pa-08-1995| BV1 . 35,000,000
_6|HoangThiThyNe | N6-01-1995| ~Nv1 | .....,000,000
7|Lé Thu Ba N l7-04-1995 NV2 11,000,000

—

Ma cv Chircvu Hé s6 CV

P Trudng phong 2

PP Pho phong ‘ 1S

KT K& toan 1.4

NV Nhéan vién 1.2

BV Baové g

Hinh 3.26. Ham VLookup
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3.4. CAC THAO TAC TREN CO' SO’ DU LIEU

3.4.1. Sap xép dir liéu

e Chon bang dit liéu can sap xép. Luu y: khong chon cac 6 dit liéu bi tron 0.
e Tai thé Data chon nhém 1énh Sort & Filter hoic 4n phai chudt chon
Sort=>Custom Sort.

e Tich vao 6 My data has headers néu ving bdi den chtra dong tiéu dé cot.

e Tai 6 Sort by chon cot sip xép chinh. Trén 6 Sort on thudc tinh sip xép:

Values (gia tri), Cell Color (mau cua 0),...

e Trén 6 Order chon thtr tu sip xép. Smallest to Largest (nhé téi to), Largest to
Smallest (to téi nho).

e D¢ bo sung thém diéu kién sip xép. Khi bo sung thém diéu kién sap xép chon

cot sap xép tai 6 Then by.

e Dé xba bét didu kién sap xép ta chon Delete Level.

Connections All ~

PAGE LAYOUT FORMULAS DATA REVIEW VIEW

NYX

E—w H[é @Féénéftions Al i ;Z\‘ Y

Existing Refresh _ ' Zl Sort Filter

Y, Advanced

Connections Sort & Filter

Hinh 3.27. Sap xép di lidu

3.4.2. Trich loc va tim kiém di liéu

e Khéi niém trich loc va tim kiém dit liéu: La thao tic cho phép thong ké nhitng

dong dir licu théa man mdt so tiéu chuan nao do tr vung dir li¢u duogc chon, cac

dong dit lidu khong thoa man tiéu chuan duoc che di.

e (0 2 phuong phap loc:

o Thao tac trich loc va tim kiém dit liéu ty dong AutoFilter,

v

v

B1. Chon bang dix liéu can loc (Luu y: chon ca dong tiéu dé cot).

B2. Chon thé Data, chon Filter trong nhom 1énh Sort & Filter. Trén mdi

cot xuat hién mii tén tro xudng.

B3. Chon mili tén trén cot can loc dé tién hanh sap xép, tim kiém, thu gon
gia trj can loc hodc chon diéu kién loc:

Hoc liéu E-learning TNU — THDC v1.6
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Chon Sort Smallest to Largest hoac Sort Largest to Smallest hoac Sort
by Color dé tién hanh sip xép (néu vung chon khong chia 6 bi gop).

Chon Filter by Color loc theo mau nén cua 6.

Trén danh sach tha xudng c6 thé gd vao gia tri can tim kiém tai 6

Search dé thu gon diéu kién loc. Sau d6 tich chon cac két qua can loc.

Excel 2013 cho phép chon cac diéu kién loc linh hoat dya theo kiéu
dit lieu cua cot can loc. Vi du: Text Filters, Date Filters, Number
Filters.

v’ Cac diéu kién loc phu thudc vao kiéu dix liéu:

— Text Filters: Equals, Does not Equal, Begins With (bat dau boi...),
Ends With (két thic boi...), Contain (chta...), Does not contain
(khong chira...), Custom Filter (tuy bién diéu kién loc)

— Date Filters: Equals (bang), Before (truéc), After (sau), Between
(gitta), Tomorrow,.... Theo tudn, theo thang, theo nim, theo
quy,...Custom Filter (tuy bién diéu kién loc)

— Number Filters: Equals (=), Does not equal (#), Is greater than (>), Is
less than (<), between, top 10, Above Average (trén TB), Below
Average (dudi TB),...Custom Filter (tuy bién diéu kién loc)

v' Tuy bién cac diéu kién loc di liéu:

— Bén trong mdi muc loc theo kiéu dit liéu déu c6 muc Custom Filter
cho phép ta tuy bién cu thé diéu kién loc. Chon Custom Filter bén
trong moi muc Date Filter hoic Text Filter hoic Number Filter.

— Hop thoai Custom Filter xuat hién.

— Tai dong tht nhat chon phép toan loc & 6 bén trai (equals, does not

equal, is greater than,...) va gia tri so sanh & 6 bén phai.
— Chon thém diéu kién loc tai dong thir 2.

— 2 diéu kién loc nay néu dong thoi cling xay ra thi chon And, néu chi
can thoa man mot trong 2 thi chon Or.

v' Thao tac khoi phuc ving dir liéu ban dau: Nhap chon lai biéu tuong Filter
tai nhom Iénh Sort & Filter cua thé Data.
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A B c D E F G H I
BANG LYO'NG NHAN VIEN THANG &
2
3 - . | GId~ -| NGAY ~ ; - - o -
4‘ HO VA TEN ; LUONG N CHU'C VU | PHY CAr| THUC LiNK
4 TiNH cONG
5 1|Hoang ThiThuy |N{ 5,000,000 24 NV 1.0 5,000,000
& 2|NguyEn ThiThu [N 10,000,000 23 PP2 1.5 14,375,000
7 3|Hoang Anh Tudn |Nam 12,000,000 25 KT2 1.2 15,000,000
8 4|L& Thu Ba N 12,000,000 22 NV2 1.0 11,000,000
9 5|V Tudn Anh Nam 15,000,000 24 PP1 14 21,000,000
10 6|L& Thi Hoan NP 18,000,000 23 TPL 1.6 27,600,000
11 7|BuiHBng Anh |Nam 4,500,000 30 BV1 1.0 5,625,000
12 Tong cong:
20

Hinh 3.28. Chon bang dé liéu can loc

o Loc nang cao vai Advanced Filter.

v Nhuoc diém cua loc dit liéu tw dong Auto Filter mdi lan tién hanh chi co
thé loc dit liéu trén 1 cot dit liéu. Mubn loc dir liéu theo nhiéu cot can tién
hanh nhiéu lan loc.

v' Loc dit liéu nang cao Advanced Filter khac phuc nhugc diém trén bang
cach tao ra viung tiéu chuan loc hay ving diéu kién loc goi 1a Criteria

Range.

v" Vi du bang (Luu y: Bang khong c6 cac 6 bi tron)

STT HO VA TEN GINTINH| LUONG 2;:; CHUCVYU | PHUCAP | THUC LiNH
1|Hoang Thi Thuy N 5,000,000 24 NV 1.0 5,000,000
2|Nguyén Thi Thu N 10,000,000 23 PP2 1.5 14,375,000
3|Hoang Anh Tudn Nam 12,000,000 25 KT2 1.2 15,000,000
4|L& Thu Ba N 12,000,000 22 NV2 1.0 11,000,000
5|W{i Tudn Anh MNam 15,000,000 24 PP1 1.4 21,000,000
6|L& Thi Hoan N 18,000,000 23 TP1 L6 27,600,000
7|BUi Hong Anh Nam 4,500,000 30 BV1 1.0 5,625,000
8|Nguyén Thu Trang  |Ni¥ §,000,000 22 N3 1.0 5,500,000
9|vii Ngoc Anh N 10,000,000 24 KT1 1.2 12,000,000

10|MguyEn Tudn Tu Nam 7,000,000 26 Nva 1.0 7,583,333

Hinh 3.29. Loc nang cao voi Advanced Filter

v/ Céch soan vung tiéu chuan:

— Tén céac cot can loc phai tring khép véi tén cot twong mg trén bang
chinh.

— Cac diéu kién nam trén ciing mot dong phai thoa man dong thoi (And)

— Cac diéu nam trén cac dong khac nhau khong thoa méan dong thoi (OF).
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HO VA TEN THU'C LINH Nhan vién trong ho tén chira chir
*Anh* >=12000000 “Anh” va c6 Thyc Linh >=12000000
NGAY i - Nhan vién c6 ngay cong<=24, c6 chirc vu la NV,
cong | CHUCVY | THUCLINH thye linh>=6000000
<=24 NV* >=6000000 Hoac nhan vién co chirc vu la PP, thuc linh >=15000000
pp* >=1500000 Hoac nhan vién cé chic vy la TP
TP*

e Céc budc tién hanh:

B1. Tai thé Data, trong nhom 1énh Sort & Filter, chon biéu twong Advanced.

o
o B2. Xuat hién hop thoai Advanced Filter. Trén 6 Action chon vi tri dat két qua
sau khi loc:
v" Filter the list, in place: Két qua loc duwoc hién thi tai cho, cac gia tri khéng
théa man diéu kién loc dugc an di.
v Copy to another location: Dat két qua vao vi tri khac.
o B3. Trén 6 List Range: chon bang chira dit liéu ban dau can loc.
o B4. Trén 6 Criteria Range: chon vung tiéu chuan loc.
o B5. Néu tai 6 Action chon Copy to another location thi tai 6 Copy to nhap
chudt vao vi tri dau tién cta vung s€ dat két qua loc.
o B6. Chon OK.
A B C D E F G H J K L
- NGAY = -
s HO VATEN GINTINH | LUONG S CHUCVYU | PHYCAP | THUCLINH
4 1|Hoang Thi Thuy N 5,000,000 24 NV1 1.0 5,000,000
5 2|Nguy&n Thi Thu Ni¥ 10,000,000 23 PP2 1.5 14,375,000 NGAY CONG |CHU'C VU |THU'C LiNH
6 3|Hoang Anh Tudn Nam 12,000,000 25 KT2 1.2 15,000,000 <=24 NV* >=6000000
7 4|Lé Thu Ba NU 12,000,000 22 NV2 1.0 11,000,000 pp* >=1500000
8 5|vii Tudn Anh Nam 15,000,000 24 PP1 14 21,000,000 TP*
9 6|Lé Thi Hoan N 18,000,000 23 TP1 1.6 27,600,000
10 7|BUi Hong Anh Nam 4,500,000 30 BV1 1.0 5,625,000
11 8|Nguy&n ThuTrang _ [Ni* 6,000,000 2 NV3 1.0 5,500,000
12| s|vii Ngoc Anh N 10,000,000 2 KT1 1.2 12,000,000 I _|
5 10{Nguyé&n Tudn T4 Nam 7,000,000 24 Nv4 1.0 7,000,000
33 KETQUALOC:
NGAY = o
L HQ VATEN GIOTINH | LUONG CONG CHUCVY | PHY CAP | THUCLINH
35 2 Nguyén Thi Thu N 10,000,000 23 PP2 1.5 14,375,000
36 4|Lé Thu Ba N 12,000,000 22 NV2 1.0 11,000,000
37 5|vii Tudn Anh Nam 15,000,000 24 PP1 1.4 21,000,000
38 6|L& Thi Hoan Ni¥ 18,000,000 23 TP1 1.6 27,600,000
39 10[Nguyén Tudn Tu Nam 7,000,000 24 NV4 1.0 7,000,000

an

Hinh 3.30. Pua két qud vao vi tri khdc
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Xét vi du:
— Cho bang “Doanh sb ban hang thang 7" bén dudi.

— Yéu cau: Hay tién hanh tong hop sb liéu theo ting mat hang dé biét tong sé
luong, tong thanh tién cua tirng mat hang.

[

A B C [B] E F
DOANH SO BAN HANG THANG 7

M

- - . . 50 . - =

5 STT TEN HANG Ngay ban LUONG BON VI GlA THANH TIEN
4 1|véng si¥a Fontana 01-07-2014 25 vi 32,000 800,000
2 2|stra Vinamilk 03-07-2014 10 thing 200,000 2,000,000
6 3|DEu &n Simply 05-07-2014 7 lit 98,000 686,000
7 4|Vang sira Monte 08-07-2014 30 vi 52,000 1,560,000
g 5|5ira ddu nanh Gold Soid 10-07-2014 B thing 160,000 960,000
g 6|stra Vinamilk 12-07-2014 4 thing 200,000 200,000
10 7|D&u an Simply 12-07-2014 12 lit 98,000 1,176,000

8|vang sita Monte 15-07-2014| 20 wi 52,000 1,040,000
12 9|vang si*a Fontana 18-07-2014 40 vi 32,000 1,280,000
13 10|5t¥a d4u nanh Gold Soid 18-07-2014 3 thing 160,000 480,000
14 10|5ta Vinamilk 19-07-2014 i1 Thung 200,000 1,200,000

Hinh 3.31. Tong hop s6 liéu

e Dé tién hanh tong hop sb liéu trude hét ta can sap xép bang theo cot TEN HANG
dé cac TEN HANG giéng nhau dugc ding canh nhau.

e Chon bang can téng hop

e Chon thé Data, trong nhom 1énh Outline chon biéu twong Subtotal. Cira s6
Subtotal xuat hién.

e Tai 6 At each change in chon TEN HANG. Téng hop véi mdi su thay doi cua
TEN HANG.

e Tai 6 Use Function chon phép toan tong hop. Vi du: Sum, Average, ...

e Tai 6 Add subtotal chon cot can tinh. Vi du mudn tinh Téng sé luong, Tong thanh
tién.

e Chon cac tuy chon:
o Replace current subtotals: Pit phan téng hop tai mdi nhém
o Page break between groups: Chén ngit trang tai mdi nhom

o Summary below data: Pit thong tin tdng hop bén dudi mdi nhom.
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G& bo tong hop sb lieu:
o Chon lai toan bd bang téng hop s liéu.
o Chon Subtotal trong nhém 1énh Outline cua thé Data.

o Chon nut Remove all.

Chon bang di liéu can tao biéu dd

Chon loai biéu db:

o C1.Chon thé Insert, tai nhém 1énh Chart, chon loai biéu do can chén.
o C2. Str dung hop thoai Insert charts:

v/ Chon miii tén trd xubng tai goc dudi bén phai d&¢ mé hop thoai Insert
Chart...

v’ Trén Tab Recommended Charts lya chon biéu d6 ma Excel goi ¥ hoic
chon Tab All Charts dé lya chon biéu do khac trong danh sach tat ca cac
loai biéu db.

V' Véi mbi loai biéu do bén trai, twong (ng s& c6 nhiéu biéu d con bén phai,
ta chon loai biéu d6 con bén phai rdi nhap OK.

Nhép dup chudt 1én biéu do, the Design xuat hién cho phép ta hiéu chinh ban d6
sau khi chen.

Tai nhom 1énh ta co thé chon lai cac phong cach ciia biéu do.

Chon biéu tugng Change Colors néu muén thay doi mau sac cua biéu do.
Tai nhom 1énh Chart Layouts:

o Chon Quick Layout néu mudn chon nhanh cac dang b tri biéu do.

o Chon Add Chart Elements dé thém cac yéu t6 cua biéu d6: Truc cua biéu do
(Axes), Tiéu dé cua truc (Axis Titles), tiéu dé biéu d6 (Chart Title), nhan cta
dir liéu (Data label), cac bang cha thich (Data table), chi giai cho biéu do
(Legend).



(@)

PAI HOC THAI NGUYEN

Cing kien tao f.fﬁf?ﬂg qid fi mdt

Véi cac tiéu dé cua biéu dd, cua truc ta co thé nhap chudt vao cac nhén va
chinh stra lai ngi dung.

e Ngoai ra dé co thé thém cac thanh phan cua biéu dd ta co thé ré chudt vao biéu

tuong dau “+” tai goc trén bén phai cua biéu dd va tich chon cac yéu té can thém

vao biéu do.

e Nhéip chudt vao biéu tugng cai but tai canh cua biéu dd rdi chon cac phong cach

hoic mau sic cho biéu dd

e Nhép chudt vao biéu tuong hinh cai phéu (Chart Filters) dé co thé loc cac thong tin

trén biéu do.

e Chon thé Page Layout

o C1.

(@)

(@)

Str dung cong cu. Tai nhom 1énh Page Setup chon céc biéu tugng sau:
Margins: dit 1& cho khé gidy

Orientation: chon hudng gidy

Size: chon ¢ gidy

Print Titles: @& ma hop thoai cho phép thiét lap ving cin in va in 1ap lai tiéu
dé dong hoic cot tai trang méi.

. Str dung hop thoai Page Setup.

Chon mii tén tro xubng tai goc dudi bén phai ciia nhoém 1énh Page Setup cua
thé Page Layout.

Hop thoai Page Setup xuat hién.
Tai thé Page chon huéng gidy tai 6 Orientation, chon ¢ gidy tai 6 Paper size.

Tai thé Margins dat 18: trén, dudi, trai, phai. Tich chon 6 Horizontally dé dat
bang ra gitra theo chiéu ngang trang gidy, 6 Vertically dé dat bang ra giira theo
chiéu dung trang giy.

Tai thé Header/Footer soan thao noi dung phan dau va chan trang.

Tai thé Sheet ta thiét 1ap ving can in tai 6 Print Area. Chon dong tiéu dé can
lap lai trén cac trang tai 6 Rows to repeat at top. Chon Columns to repeat at
left chon cot tiéu dé can lip lai tai trang méi.
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o Cudi cuing nhap chon OK.

Thiét lap ving can in:

o Chon vung dit liéu can thiét lap ving can in.

o Tai thé Page Layout, trong nhom 1énh Page Setup chon Print Area.
o Chon Set print area dé thiét lap ving can in.

o Luu y: Ngoai ra dé thiét 1ap vang can in co thé chon biéu twong Print titles
trong nhém 1énh Page Setup rdi chon muyc Print Area nhu trong phan trudc.

X6a ving can in:

o Tai thé Page Layout, trong nhom 1€nh Page Setup chon Print Area.
o Chon Clear print area dé x6a viing can in.

In ta1 Liéu:

o Antd hop phim Ctrl+P hoac vao File chon Print hoac chon biéu tuwong Print
Preview trén thanh truy cap nhanh néu dugc hién thi.

o Cira s Print xuat hién, khung bén trai chtra cac tuy chon thiét lap in, khung
bén phai cho phép xem trudc khi in.

o Thiét lap tuy chon in: Tai khung bén trai ta chon:
v' Copies: Sb ban sao chép
v" Printer: chon tén may in
v" Nhap vao miii tén tai 6 dau tién trong phan Setting:

— Chon Print Active Sheets dé in Sheet hién tai
— Print Entire Workbook: in toan bd so tinh
— Print Selection: in vung da chon.
v' Tai 6 Pages gb vao trang dau, 6 To gd trang cudi can in
v' Chon Collated néu c6 copy nhiéu ban may s& in tirng bo (lan luot tir trang

bat dau va in lai khi hét trang cudi)

v' Chon Uncollated dé in hét ban copy cua trang dau tién méi dén trang ké
tiép.
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Chon Portrait Orientation hoic Landscape Orientation dé in theo chiéu
doc hay chiéu ngang

v' Tiép theo chon kho gidy in
v' Chon nit Print dé thuc hién Iénh in.

o Két thuc in: chon biéu twong miii tén < dé quay tro lai cira s6 soan thao.

Bai 1:
a. Tao va trinh bay bang tinh sau:

KET QUA THI PAI HQC NAM 2012

|!!| Diém chudn: 23
: Téng s0 thi sinh:
Do

1 |Ding My Dung |HaNoi 10 9 10 Truot

2 |DinhQuang  Viét |Thii Binh 2 4 6

3 |NguynVan Bic |Quang Ninh 5 4 5 Todn | 6 lwong
| 4 |NeguynVin Nam |HaNai 9 Vv 7 ==7

5 |NguyénLiém Bic |Hai Phong 7 5 8 >=8

6 |Nguyén Thi  Ciac |Hai Phong 7 7 4

Dém s bai thi:

b. Yéu cau tinh toan:
1. Tinh Tong diém ca 3 mon: Toan, Vin, NN trong d6 NN x 2

2. Tinh Trung binh voi: Toan, Van hé s6 1; NN hé sb 2; lam tron dén chit s6 hang

don vi
3. Ghi dd, truot vao 6 Két qua:
"P&": néu khong c6 mén nao vang thi va Téng diém >=Piém Chuan
"Truot": néu khong thoa man dk B
4. Thyc hién xép loai nhu sau
- Piém TB <5.0: “Yéu”
- 5.0<=Piém TB<7: “TB”
- 7.0<=biém TB<8: “Kh4”

- Diém TB>=8.0: “Gioi”



PAI HOC THAI NGUYEN

Cing kien tao f.fﬁf?ﬂg qid fi mdt

Sip xép bang tinh theo tén ting dan, néu cung tén thi sap xép giam dan theo

Tong diém

Théng ké s6 luong thi sinh d6, truot va sé luong thi sinh c6 diém toan théa man

cac diéu kién & bang bén.

Bai 2: Tao va trinh bay bang tinh sau:

KET QUA THI DAl HOC NAM 2014

- A Z
Diém chuan:

23

1 |Ding My Dung |Ha Noi 10 9 10
2 |Dinh Quang Viét |Thai Binh 5 4 6
3 |Nguyén Van Bic |Quang Ninh 5 4 5
4 [NguyénVin Nam |HaNoi 9| V 7
5 |NguyénLiém Bac |Hai Phong 7 5 8
6 |[Nguyén Thi Cilic |Hai Phong 7 7 4
Pém s6 bai thi:
Bai 3:
£ BANG TINH TIEN PIEN THANG 11
1 Pl = - Y =
e BANG GIA DIEN VA PHU PHI
hinh thiee | Chisé | Chisé| Dié Tié X Hinh thil .
STT | Chahg | "o vwe |GhisojChisol Hien '*" " |Phy phi| Thanh tién "¢ | Gia dién/sé | Phu phi
sitdung | trwdc | sam | tiéu thu dién SD
1|Van San xuit 45 200 San xuét 2000 30000
2|Binh Kinh doanh | 13 80 Kinh doanh 1500 25000
3|Knhanh Tiéu diing 76 | 100 Tiéu diing 1000 15000
4|Doanh San xut 13 150
5|Lan Tiéu ding 12 40
[ 6| Thu Tiéu dung 76 90
7| Quang Kinhdoanh | 23 | 130
Tﬁng r:ﬁug:
i | Yéu cdu:

1/ Dién tiéu thy = Chi s& sau - Chi sé tnrdce
2/ Gia dién: Hay tinh Tién dién = Dién tiéu thu* gid dién

e

/ Thanh tién = Tién dién + Phy phi
/ Hay loc ra danh séch nhitng hé gia dinh c6 thanh tién>=1000004

Hay loc ra danh sach nhitng hé San xuét c6 thanh tién >=200004
(Két ql_lé loc dirara vi tri khac)

6/ Tinh Téng cong cdc cot: Tién dién, Phy phi, Thanh Tién

7/ Tién hanh téng hop bang trén theo hinh thirc stz dung dién, cdng céc cédt Dién tifu thy, Thanh tidn
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Tin hoc dai cwong

Bai 4: V& biéu dd nhu hinh sau:

Ti LE CAC LOAI NONG SAN NAM 2014

NGO

KHOAI

-1

SAN

Til

10%

12%

13%

Tilé

~

-~
——
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Tin hoc dai cwong

TOM LUOC cuOl BAI ‘
Bai 3 da gidi thiéu véi cac ban nhitng thao tac co ban véi Excel 2013, bao gom cac ngi

dung chinh:

e Cac thao tac voi tép

e Cac thao tac voi dir liéu va bang tinh
e Cac ham

e Sip xép va trich loc dir liéu

e Téng hop dir liéu

e Biéudod

Céc ban doc ly thuyét vé 1am céc bai thuc hanh cudi bai dé giup str dung Excel thanh
thao hon.
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