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. LOI MO BAU
% Khong biét tao bao cdo nhanh, chuan, dung y sép
& Giai quyét cong viée qua lau véi cac cong viée lap di lap lai
+ S6 liéu 16n xon nén khong thé thong ké
= Bang tinh ning né vi qua nhiéu cong thirc
& SO liéu khong thé lién két giita cac bo phan, phong ban. ...
% Chua hicu rd ban chat ham nén khong hiéu tai sao két qua sai

& Khorg biét khi nao thi ding ham nio vao cong viéc dang gip phai

Than thao Excel de quan ly gidy to so sach thu chi, quan 1y ban hang kinh doanh, quan ly

] \\ har/su, tién lu’(mg, quan 1y kho hang, hang hoa, quan ly tai chinh, phan tich dong tién, tham
INni gia, a1 vay, cac hoat dong cua co quan doanh nghiép to chtrc hay cong viéc ca nhan déu
dY¢c dung bang excel

Al dén véi Tin Hoc Sao Viét, cac van dé nan giai trén sé dugc giai quyét mot cach bai ban,
nhanh chong va chuyén nghlep, dé ban tré thanh nhan vién xuat sac, mot chuyén gia trong
linh\Wrc thong ké, bao cao va phan tich.
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. LOI MO DAU
rung tam Tin Hoc Sao Viét tu hao 1a don vi hon 10 nam kinh nghiém trong linh vuc dao
hong k&, Bao cao va phan tich so li¢u. Chung t61 da dao tao cho hang tram Doanh nghiép, cho
ang ngan hoc vién la ngud1 di lam, dong tho1 chung td1 da cung cap dich vu viét phan mém,
file Excel theo yéu cau voi1 hang tram don hang tir cac loai hinh Doanh nghiép khac nhau...
gua do chiing t61 hiéu rat ro tam quan trong va loi ich ma bang tinh Excel mang lai.

TRUNG TAM TIN HQC SAO VIET

Trong qua trinh bién soan, khong thé tranh dugc mot so thicu sot, vi vay su dong gop y kién
cia Quy hgc vién cho Trung Tam s€ lam cho no1 dung tai ban lan sau dugc hoan thién hon.

Chan thanh cam on Quy hoc vién




Bai 01

K¥ Nang Trinh Bay Bang Tinh

Bai 06
Tong Hop Va Phan Tich Dir Liéu

Bai 02

Dinh Dang dit liéu nhiéu Piéu Kién

Bai 07
Biéu Do - Chart

Bai 03 Bai 08
. 093.11.44.858 7
Rang Bugc Va Chi Dan Nhap Li¢u Bai Tap Tong Hop
Bai 04 Bai 09
Loc Dit Li¢u Nhiéu Diéu Kién Bai Thi Cudi Khéa
Bai 05 Bai 10

Ham Nang cao Phim Tat Va Thu Thuat Hay
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BAI 01. KY NANG TRINH BAY BANG TINH TU PONG

Tac dung cua viéc sir dung bang tinh ty dong la gi?
v" Thao tac nhanh viéc ké mot bang tinh
v Thay d6i nhanh chéng dinh dang bang tinh c6 san

v Tu dong mé rong dinh dang bang tinh khi nhap thém dong, c6t mdi vao bang tinh

v Pham vi vung tu dong mo rong theo s6 liéu mébi nhap vao dong hodc cot mdi, viéc nay giap
chung ta dung trong cong thirc, hoac st dung Pivot Table khong bi cap nhat thic¢u dir ligu
phat sinh khi nhap dir liéu méi vao dong hoac cot cuoi cung cia bang tinh

v" Cac vung con tuong ung dugc tu dong tao ra tuong ing tén cot, vung twong ing.
v Dung dé tinh tong rat nhanh véi mot nhap chudt

v Dung ché d6 loc Insert Slicer rat chuyén nghiép, dong thoi cé thé loc véi nhiéu diét kién
nhau nhu ché do loc nang cao



C

Mt s6 Iwu y khi trinh bay bang tinh dang tw dong:
v" Khong tu dinh dang bang tinh theo cac cong cu nam ngoai bang tuy dong
v Khong duoc tron 6 v4i bang tinh chira dir liéu nguén

v Dit liéu nguon tot nhat trinh bay theo cot va trinh bay kiéu nhat ky (tirc mo
ticu, va dir icu dugc ghi lién tuc theo phat sinh)

y
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1. Sir dung mau bang tinh c6 sin:
Chi can chon vao mdt 6 trong bang tinh hién tai=> FAT-> Chon mdt bang c6 san
hop thoai hién ra, hay ki€m tra vung chon va tiéu dé

T - 2 AutoSum + A
:;;’ 0 | - A
=~ /il | |
o Cel nsert Delete Format L Kibmtraviog chondi | . | '
L L T \"— .C|Ear T Fi|tEr ¥ &lECt ¥ ]I} 1 ll.ru]lguc .ﬂl]l Hﬁ.
b chon hétving di Lieu chwa L
Fo g
L Where is thi fata for your table?
Xuat kho A.Thanh xa Ay o5
Tich chon myc ndy My table has headers
dé Liy Tiéu & hing
e b
Healer cho Table = cancel
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2.

Tao mau bang tinh tuy chinh:
Thé Home—> FAT-> New Table Style...—>

< Whole Table: Binh dang cho toan b bang tinh.
Chu y€u dinh dang phan Border, mau Border nén st dung mau den nhat

< First Row Stripe: Tao ra cac dong mau xen k& nhau, bat dau tir 6 dau tién, muc na
yéu chon muc Fill
< Header Row: Pinh dang tiéu dé cho bang tinh, muc nay chil yéu dinh dang Font da
Fill mau sang nhat

> Khi tao xong, phai vao lai Menu cua Format as table chon bang moi tao ra dé G

Chinh sira mau bang tinh da tao:
Thé Home = FAT = Chudt phai vao mau bang tinh vira tao> Modify ...
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Mew Table Style -
' r’ Phan the hien xem trwoc

Name: |pauBang]| _.; Piit tén miu hing
Table Element: Previ
P —

Yhole Table’
Ol tripe
Serond Column Stripe

First Row Stripe T mau xen ke

econd Row Stripe
Last Column

First Column . - gty .
Header Row Duh dang i dé hang tuh

otal Eow b

&

chon day dé tién hinh dinh dang

Element Formatting:
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< Cac thé chirc nang lam viéc chinh

Dinh dang Font chir

Format Cells

| Border il

{ | CalbriLight (Headings
T Calibri Body
R
T Vndrabia
T \nrabizH

T \ndria

Underline

Dinh dang mau nén

Format Cells

Font  Border

Background Color.

No Color

il

) Jjuiuin]n & 2jn
ONRROO0O0ORO
ENRNEEOONE
SNNNNEEEED
ANRNNENEEDN

EROCENENNDR

Fill Effects..,

Mare Colors..,

Pinh dang khung vién b

Format Cells

Font |Emder l Fill

Ling

.........................

Presets

None "Ouffine™ Tnside
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% Mot so thao tac co ban trén Table:
chon mét 6 trong vung—> thé Design—>

Dat tén Table vira tao: Nhom Properties—> Table Name

Chinh kich thudc caa Table: Nhom Properties—> Resize Table

Tao bd loc chuyén nghiép: Nhom Tools—> Insert Slicer

Loai bo gia tri trung 1ap: Nhom Tools=> Remove Duplicate

Loai bo nut loc mac dinh: Nhom Table Style Options—> Filter Button
Tao dong tong cong: Nhom Table Style Options=> tich chon Total row

U OO0 00 0O O

Chuyén sang dang Range: Nhom Tools=> Convert to Range
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0

Nhirng tinh nang dac biét trén Excel:
TC = Tham chiéu

d

Q
Q
Q

TC to1 1 cot: Tén Table[Tén cOt m]

TC t6i 1 ving nhiéu cot: Tén Table[[Tén cdt m]:[Tén Cot n]]
TC t61 dia chi cua dong dang chon: Table[@Tén cOt m]

TC t6i ¢t co dinh:

Tén Table[[Tén cOt m]:[Tén Cot m]] hoac Copy cong thirc dang Ctrl + C va dan
khong Copy dang kéo chuot
TC to1 dia chi cua dong dang chon, ¢6 dinh theo cot: Table[@[Tén cot m]:[T¢€
hoac Copy dang Ctrl + C cong thirc va dan chir khong Copy dang kéo chudt:
TC t6i tiéu de:

Tén Table[[#Header];[Cot m]] hodac Tén Table[[#Header];[Cot m]:[Cot n]]
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BAI 02. CONDITIONAL FORMATING - PINH DANG CO DIEU KIEN

Dung dé kiém tra kién} soat nhanh ,sé liéu, vi du nhu: Pén ngay cong ng, hang t6n vuot hoac
dud1 mure cho phép, s6 lieu trung lap...
1. Sir dung cac tinh niing c6 sin trong céng cu

< B1: Chon ving can dinh dang > Thé Home = Trong nhom Style chon CE

\/

¢ B2: Chon mot trong cac tinh nang sau:
O HighLight Cells Rulers: t6 sang mau cho 6 diéu kién
: Pinh dang cac 6 16n hon 1 gia tr1 quy udc
: Pinh dang cac 6 nho hon gia-tri quy woc
: Binh dang cac 6 nam trong mot khoang quy udc
: Pinh dang cac 6 dung nhu gia tri quy udc (co thé s6 hodc ky tu)
: Pinh dang cac 6 co6 chira trong gia tr1 quy uoc
: Pinh dang cac 6 c6 gia tr1 trung nhau trong vung chon

O Data Bars: Tao biéu do truc quan trong 6 theo gia trj hién thi
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2. Lap quy tac dé tuy chinh dinh dang
St dung vo1 nhirng bai toan co nhiéu diéu kién hodc dinh dang cho 1
¢ B1. Chon vung can dinh dang
¢ B2. Thé Home - CF - Manage Rules = New Rule = Chon “Use a
 Lap cong thuc dinh dang tai muc: “Format values where this for
1 Tao dinh dang tai nit Format véi cac tuy chon:
= Number: Dinh dang s6
= Font: Dinh dang Font chix
= Fill: Binh dang mau nén
= Border: Pinh dang khung vién
Luu y: Klgi lap céng thirc voi CE thi’nén lap céng thirc kiém tra ngoadi bang tinh#6i déan vao,
va phai rdt chu y vé dia chi tuwong doi va tuyét doi




C
3. Chinh sira quy tac da thiét 1ap
Chon vung c6 dinh dang = CF - Manage Rules = Chon Quy tac = E

4. Xéa quy tic da lap
Chon vung c6 dinh dang > CF - Manage Rules - Chon Quy tac = De

5. Sz‘"tp xép quy tac da lap

Nguyén tac dinh dang cua CF la cai nao nam dudi thi chon 1am dinh da gt
thay doi1 thir tu dinh dang da 1ap

5. Nhan ban quy tiac da lap
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\
onditional Formatting Rules Manager PoX
Now formating rules for. Current Celection v
Al appled n rder shown) Format Apples o Stop FTrue

Formulg: =§82>75 A&BbCCYYZZ _ I
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New Formatting Rule ? X

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average

= Format only unique or duplicate values ‘
= Use a formula to determine which cells to format o

Edit the Rule Description:

Format values where this formula is true:

Lap cong thic tai day

Preview: No Format Set

oK Cancel

CF

»=Bach Xuan Hién

Format Cells

Number  Font  Border | Fill |

Background Color:

| No Color |
ONCEEEEENEN
ORBEO0O0O0O0OO0O
OO ECOOO0OmEE
EEEEEENEOEN
AEEEEEEEEN
AEEEEEEEEEN

ERdSEEEEN

| Fill Effects... | | More Colors... |

Sample

Pattern Color:

l Automatic

Pattern Style:

|

Clear

[ ok | cance
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BAI 03. DATA VALIDATION RANG BUQC VA CHI DAN NHAP LIEU

I. RANG BUQC NHAP LIEU TRONG EXCEL
Tao ra cac hudng dan, canh bao, hoic tao danh sach X0 Xuéng dé chon khi nhap li¢u,
g1ip han ché nhap sai chinh ta, dinh dang khong déng nhat, dan dén viee téng hop dir
l1€u s€ b1 sai.

=2 - o
.y B - [ E F =
STT | CHUNG TU NGAY MA NV | TEN NV | GIOI TINH | KHU VIUIC
- THANG | - T -
Mam Bd '
Bic Bo
Trung BS
Tay Nguwyén

DO~ WN=2

|
= O



—

Ik K
ith 7
> &::A

1. Dung List tao danh sach xo xuong dé chon

/

< B1. Chon ving can tao List
«» B2. Thé Data=> nhom Data Tools—> Data Validation—>

U Setting: Tao danh sach
trong muc Allow chon List=> trong muc Soure, gd cac tir muon thé
hoac quét chon cdt chira danh sach.

O Input Message: Tao hép thoai thong bao huéng dan
= Title: Tiéu dé tin nhan
= Input message: néi dung hudng dan

O Error alert: Tao hop thoai canh bao 16i
Tich chon vao “Ld Show error.....data is entered” n€u chua duogc tich che

= Title: Tiéu dé cia cira so théng bdo 10
= Error massage: néi dung hudng dan
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2. Dung mét so tinh niing rang budc khac:
** Whole Number: Quy udc chi dugc nhap dang s6 nguyén, va nhap th
da chi dinh trong muc Data

kién

% Decimal: Quy udc chi dugc nhap dang s6 (bao gom sd nguyén va thap
theo mot di€u kién da chi dinh trong muc Data
< Date: Quy udc chi duoc nhap dang ngay thang, va nhap theo mét diéu kié
trong muc Data

< Time: Quy udc chi duoc nhap dang gid, va nhap theo mot diéu kién da chi ng
muc Data

s Text length: Quy udc do dai ky tu trong mét 6, vi du 6 do chi dugc nhap mét SO€6 6
chir so.

¢ Custom: Tao cong thirc tuy chinh



TRUNG TAM TIN HOC SAO VIET QW 0812.114.345 wei blogdaytinhoc.com +=Bach Xuan Hién

3. Dung mét so diéu kién rang budc cé sin:
Sau khi chon 1 chirc nang trong muc Allow, ta1 muc Data ching ta c6 the chon mot so
di€u  kién nhu hinh:

Data Validation ? X

¢ Between: nhap li€u trong khoang

¢ Not between: nhap liéu ngoai khoang S

“* Equal to: nhap li€u chinh xac Vol diéu kién dua ra plow o

¢ Not equal to: nhap li€u khac diéu kién dua ra

¢ Greater than: nhap li¢u 16n hon diéu kién dua ra

¢ Greater than or equal to: nhap li¢u 16n hon hoac
bang diéu kién dua ra

¢ Less than: nhap li€u nho hon diéu kién dua ra

Settings Input Message  Error Alert

+

+

greater than or equal to . .
less than or equal to er cells with the same settings

Clear All QK Cancel

% Less than or equal to: nhap liéu nho hon hoic bing
di€u kién dua ra
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BAI 04;: ADVANCED FILTER LOC DU LIEU NANG CAO

Khi diéu kién dua ra nhiéu, ma diéu kién nam trong cac cot khac nhau?

Mudn loc va chuyén dit liéu sang 1 vung, 1 Sheet khac hay mot Book khac?
Mubn loc dua vao su linh ddng ciia cong thirc?

Mubn loc theo ky tu dai dién?

Tat ca s€ dugc chure nang “Advanced Filter “ gitip chung ta hoan thanh nhanh chong
va hét strc dé dang

= LN =



-

Rt
2 KL‘:-A’

D‘é loc ra chi tiéu théa man nhiéu diéu kién khac nhau, vi du loc tén nhan viér

tién lvong trén 8 trigu.

Cac budc thyc hién

< B1: Chon 1 O bat ky trong Sheet

s B2: Data - Nhom Sort and Filter > Addvanced

** B3: Tich chon cach loc
= Filter the List, in place: Hién thi két qud loc trong bang dir liéu
=  Copy to another location: Hién thi két qua loc ra mot vi tri khac
= Unique Records Only: Loc dit liéu duy nhat
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Advanced Filter

Action

ﬂ) Filter the list, in-place

- Copy to another location

List range: EE$?:$E$1?
Criteria range:

Copy to:

(] Unique records only

I OK

Cancel

= | >

>

—
Xuat|ket|qua)locitailvung|di¥ligu/goc)

Xuat! kéhqj@luc sang/mot;vung|khac)

S
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Advanced Filter ? 4

Action

() Filter the list, in-place
IEI Copy to another location

List range: SAS55873:5ARS5602 1

Criteria range:

Copy dir liéu ra
S miotviung khac

Lnique records only:

T1|r:]1 chon vao d’mr
HEU lic ra duy nhat
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BAI 05: HAM NANG CAO TRONG EXCEL
I. THONG NHAT 1 SO CACH GOI TONG QUAT:
Diéu kién: DK So sanh: ss Vung tham chiéu: VTC
II. MOT SO CAU HOI THUONG GAP TRONG KHI SU DUNG HA
1. Két qua tra vé la gi?
K&t qua tao ra cua phép tinh dugc goi la két qua tra ve.
2. Tham chiéu la gi?
La dia chi hoac vung chira dit 11i€u co6 gia tr1 do1 chiéu, 1ay két qua.

3. Diéu kién can kiém tra la gi?
La yéu cau ma tinh toan phai théa man no thi méi ra két qua ding.
4. Gia tri tri kiém tra, so sanh?
La gia tri dung dé kiém tra diéu kién dua ra dung hay sai
1. Thé nao la kiém tra diéu kién? 26
La mot phép so sanh gia tri can kiém tra voi gia tri kiém tra
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. PHEP KIEM TRA PIEU KIEN
% Dé két luan mot PK dua ra dung hay sai, ta phai kiém tra DK
% Dé kiém tra 1 DK ta chi can so sanh DK can kiém tra véi gia tri dung
v/ Vi dy dé kiém tra mit hang chudi thuoc nhom X phai khong, ta
lam nhu sau: =B4=“X" = Enter
% D¢ kiém tra nhiéu diéu kién, ta phai dung ham AND hozc ham OR
O Ham AND dugc dung dé kiém tra nhiéu diéu kién rang budc nhau.
O Ham OR duoc dung dé kiém tra nhiéu diéu kién khong rang budc nhau.
=AND(Kiém tra PK1, Kiém tra DK2...), ham OR tuong tu
= Chi can mot phép kiém tra sai, ham AND s& tra vé két qua sai
= Chi can 1 phép kiém tra dung, ham OR s& tra vé két qua dung

Luu y: Dé ktra PK, sir dung 6 phép so sanh sau: =, >, <, >=, <= <>
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=AND) (| KIEM | TRA DKA1, KIEM TRA DK2, KTTRLL\\ DKS...) =AND KTJRiA\ DKA1, KTrRLA\ DK2, KTRA DK3...)
TME TJRM = UZKE TRUE mtﬁsrz FALSE
TRUE FALSE

=OR(KTRA DK, KTRA DK2, KTRA DK3...)

T

TRUE  FALSE  FALSE

;ﬁ

TRUE
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A SO SANH Céc phép So sé

il

£
TRUE

Vi du: A>B hoac A<=B la mot phep so sanh
h;@atc goi la p)h@p kiem tra diéu kién

1.=
2, >

N4

]

_:____
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. SUDUNG CONG THUC MANG VOI IF
¢ Ap dung tinh tong co diéu kién
=SUMIF((VTCI1 ss BDK1)*(VTC2 ss DPK2)+(VTC3 ss BK3)...,Vung

> Ap dung tinh Min, Max c6 diéu kién
=MAX{F((VTC1 ss BK1)*(VTC2 ss DPK2)+(VTC3 ss BK3)...,Vung

Mot so luu v:

= Dau * thay cho ham kiém tra AND

= Dau + thay cho ham kiém tra OR

= Do dai ving tham chiéu phai bang nhau

L)

wBach Xuan Hién
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. HAM TINH TONG CO PIEU KIEN
D¢ ap dung tinh tong hoac dém... c6 nhiéu di€u kién khac nhau, ta str
c6 san trong OFFICE

% Ham SUMIF, tinh tong thda man 1 diéu kién
=SUMIF(Vung TC, DK, vung tinh tong)

» Ham SUMIFS, tinh té)ng théa méan nhiéu diéu kién
=SUMIFS(Vung SUM, VTC1, bK1 , VTC2, bK2, VTC3, bK3.....)

% Ham SUMPRODUCT: tinh tong thoa man nhiéu diéu kién ca dong va cot
=SUMPRODUCT (Vung tinh tong*(VTC1 ss BDK1)*(VTC2 ss PK2)+(VTC
bK3)...)

» Chu y quan trong:

Kich thwéc cdc ving tham chiéu doc hodc ngang phdi cing do dai
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|. HAM PEM CO PIEU KIEN
% Ham COUNIF, COUNTIFS dém c6 diéu kién
Cu phap:
=COUNTIF(Vung TC, bK)
=COUNTIFS(VTCI, bK1, VTC2, bK2...)
Chu y:
Néu dém cdc kiéu ky tw dang chir cai hay ky tw dac biét, phai de trong ddu nga
COUNT(a,b,c,1) ham nay sé bao loi, chung ta phai =COUNT(“b”,”’c”,1)
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111. SUDUNG HAM TiINH GIA TRI LON THU K, NHO THU K

»» Ham SMALL, tim ra gia tri nho thir K, ca phap:
=SMALL(Quét chon vung, s6 nho thir k)

* Ham LARGE, tim ra gia tri 16n thur Kk, cu phap:
=LARGE(Quét chon vung, so 16n thir k)

IX. SUDUNG HAM TINH GIA TRI TRUNG BINH

< Ham AVERAGEIF, tinh trung binh céng c¢6 1 diéu kién

=AVERAGEIF(VTC, PK, Vung tinh TB cong)

% Ham AVERAGEIFS, tinh trung binh cdng phu thudc nhiéu diéu kié
=AVERAGEIFS(Vung tinh TB cong, VTCI, bK1, VTC2, bK2...)

wi blogdaytinhoc.com
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. HAM XU LY THOI GIAN
< Ham NETWORKDAYS tri vé s6 ngay lam viéc trong mét khoa
dinh T7 va CN la ngay nghi
=NETWORKDAYS(thoi gian bat dau, thoi gian két thuc, ngay nghi)

&

<+ NETWORKDAYS.INTL tra vé so ngay lam viéc trong 1 khoang th
ngay cudi tuan khong lam viéc c6 thé tuy chinh
= NETWORKDAYS.INTL(thoi gian bat dau, thoi gian két thiic, ngay nghi)
= NETWORKDAYS.INTL(Ngay bat dau, Ngay két thuc, ngay cudi tuan tuy chinh,
Xe WORKDAYS’ trﬁ‘vé ngay téi han véi moc thoi gian bat dau va so6 ngay quy dinh hoan
trudc, ngay bat dau sé dwogc tinh nhw 1 ngay khong lam viéc
=WORKDAY (Ngay bat dau, s ngay hoan thanh, ngay nghi)

<+ WORKDAYS. INTL tra vé ngay toi han voi moc thoi glan bat dau va so ngay quy dinh h
thanh cho trwéc voi ngay cuoi tuan khong lam vi€c ¢o thé tuy chinh

=WORKDAY .INTL(Ngay bat dau, so ngay hoan thanh, ngay cudi tuan, ngay nghi)
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wu y:
v Luu y: Méc dinh, ngay thir 7 va chu nhat, dugc tinh la ngay nghi
v' Ngay nghi c6 thé duoc thiét 1ap thanh 1 bang riéng va tham chiéu vao
v’ Céc gia tri chudi ngay cudi tuan dai bay ky tu va mdi mot ky tu trong ch

ngay trong tuan, bat dau tu thir hai. 1 dai dién cho mot ngay khong lam v
dién cho mot ngay lam viéc. Chi dugc phép dung cac ky tu 1 va 0 trong ¢
12 mot chuoi khong hop 16.
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/

< Ham EOMONTH tra vé ngay cudi cung cua thang

—EOMONTH(Ngay bat ky trong thang, k), trong dé:
0 k = 0: Tra vé ngay cudi cia thang dang kiém tra
Q k > 0: Tra vé ngay cudi cung sau K thang, so voi thang hién tai
0 k < 0: Tra vé ngay cudi cung trudc do k thang, so véi thang hién
Vidy, dé tra vé ngay cudi cung dya vao mot chudi ngay thang 05408/
néu k=0 thi trd v€ ngay cudi cung thang 8, con k=2 la tra ngay cuoi cu
thang 10, k= -1 1a tra ngay cuoi cung cua thang 07

< Ham EDATE tra vé ngay nay sau hoic trudc ngay hién tai n thang

—EDATE(Ngay bat ky trong thang, n), trong do:

A n<0: Trudc thang hién tal n thang

a n>0: Sau thang hién tai n thang
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. HAM XU LY CHUOI

** Ham SEARCH
Tim vi tri cia mot tir trong chudi, khong phan biét hoa thuong, Ct ph
=SEARCH(d6i tuong tim vi tri, chudi hodc dia chi chtta chudi, vi tri b

* Ham FIND
Tim vi tri cia mot tir trong chudi, c6 phan biét hoa thuong, Ct phap:
=FI ND(déi tuong can tim vi tri, Chudi hodc dia chi chira chudi, vi tri bat

» Ham SUBSTITUTE
Thay thé 1 ky tu trong chudi bang 1 ky tu khac. Ca phap:
=SUBSTITUTE(Chudi can xt 1y, ky tu can thay, ky tu thay thé, vi tri bat da

» Ham TEXT
Chuyén tir dinh dang s6 sang dinh dang TEXT dudi cac dang tiy chon
=TEXT(O chira dinh dang s, kiéu dinh dang tra vé)
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XILLHAM TIM KIEM
+ Ham LOOKUP
Tim kiém thong tin 1 doi twong, lién quan nhiéu diéu kién khac nhau.

=LOOKUP(1,1/(VTC1=bK1)/(VTC2=bDK2)..., VTC) hoac
=LOOKUP(1,1/((VTCl=a)*(VTC1=b)+(VCl=c))/(VC2=DK2)..., VTC)

Luu y: + Stir dung * thay cho AND va + thay cho OR.

+ S6 1 ¢6 thé dugce thay bang mdt con so6 bat ky

QW 0812.114.345 sz blogdaytinhoc.com +Bach Xuan Hién
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IIL.LHAM TIM KIEM
s> Ham INDEX

Tra vé két qua 1a gia tr1 giao nhau gitra dong va cot tuong rng, C phag
INDEX(Vung TC, vi1 tri dong, vi1 tri cOt)
U Vung tham chiéu la mot dong thi vi tri dong =0
1 Vung tham chiéu 1a mot cot thi vi tri cot =0

s Him MATCH

Tim vi tri dong hoac ¢t cua mot do1 tuong

=MATCH(DO01i tuong can tim kiém vi tri, ving TC dong hoac cot chira do1

Luu y: Ham MATCH chi tim trén 1 dong hoac 1 cot

s Ham OFFSET
Tra v€ mot vung tham chiéu madi, dua trén vung tham chi€u trude g
=0OFFSET(Vung TC ct, so6 dong bo di, so ¢t bo di)
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IV.HAM THAM CHIEU

< Ham INDIRECT
Tra vé két qua la gia tr1 trong mot dia chi, cu phap:
=INDIRECT(“Dia chi”, 1) hoac =INDIRECT(“dia chi dang RIC1",(
XV.HAM THAY THE
< Ham CHOOSE
=CHOOSE(Chi s, “Gia tri 17, “Gia tri 2...) , chi s6 =1 thi KQ tra vé la
< Ham REPLACE, thay thé 1 ky tu ttong chudi bang 1 gia tri khac
=REPLACE(chudi kJ ﬁﬂg;fbat dau thay, s6 ky tu can thay, ky tu

déu,
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BAI 06: TONG HOP VA PHAN TICH VOI PIVOT TABLE

I. KHOI PONG CUNG PIVOTTABLE
1. Tao PivotTable
*» Bl1: Cong viéc nén lam trudc
= Lam sach dir liéu dir liéu nguo”‘n
» Pinh dang tu dong cho bang
» Pat tén bang
¢ B2: Thé Insert-> PivotTable—> chon 1 trong cac budc sau:
1 Choose the data that you want to analyze:
Lua chon dir liéu dé tao bao céo va phan tich
L Choose where you want the PivotTable report to be place:
(Lwa chon vung hién thi bdo cdo)
o New SHEET: Tao trong I sheet moi
o Existing SHEET: lwa chon I dia chi bat ky
d Choose whether you want to analyze multiple tables
Pua vao Data Model dé luu trit va két noi chiing lai véi nhau
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Cac vung thao tac chinh trén PivotTable

4

L)

» Flelds: Danh sach truong

Filters: Chi tiéu dung dé loc

Rows: Chi tiéu phan tich theo dong
Columns: Chi ti€u phan tich theo cot
Values: Gia tri thong ké

L)

e

e

e

*

e

*

e

*

wi# blogdaytinhoc.com
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To build a report, choose
fields from the PivotTahble
Field List

CIRICT

PivotTable Fields

Choose fields to add to report:
(5)
Search

[] CHECK

(] Chi Nhanh
[] Noi Dung
[] Ngay Thang
[] Chung Tu
[] MaKH

L] Ten kH

(] ovT

[] Ten HH

[] Ma HH

Drag fields between areas below:

T R N R =T = I - I I =
"

| : |
Filters Il Columns
er' a’:
= Rows 2" Values
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3. Thao tac trén thé Design

Haome Insert Drranae Page Layout rr a a [ [ r [ aly
=] Row Headers [ Banded Rows e e === === ===—- ——=
Subtotals Grand | Report  Blank Column Headers [ | Banded Columns | =l====, =i====, ===== ===== ===== =—=-=== ===
= Totals = Layout = Rows~

Lavout PivotTable Style Cptions PiwotTable Stwles

a. Nhom cézg cu PivotTable Style Option: Row Headers
b. Nhom Layout

\/

< Blank Rows (Chén thém dong trong giira cac nhom phan tich)
¢ Report layout:
Q Show in Compact Form: Truong phan tich gom vé 1 c¢ot, dong Total ¢ dong trén cung,
nhung khong xuat hién chit Total
O Show in Outline Form: Truong phan tich tach riéng ra, dong Total & dong trén cuing
nhung khong xuat hién chir Total
L Show in Tabular Form: Trudng phan tich tach ra cac cot riéng, chi c6 1 tén dai dién &
dau nhom va dong Total & dudi cung, va xuat hién thém chir Total.
O Repeat All Items Lables: Nhic lai tén chi tiéu phan tich trén tat ca cac dong.
% Grand Totals va Subtotal
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4. Thao tac trén thé Analyze

File Home  Inset  Draw  Pagelayout  Formulas  Data  Review  View  Developer  Help  Power Pivot Design Q Tell e what you want to do

PivotTable Mame: | Active Field: i F D D ~ 2 - E|
.- = < | ¢ - 2
s | =
(PivotTables | | |Sum of NoPhaiTh T Y &~ ¢ =k 73 £ Iz ' =
. : - Insert  Insert Refresh ChangeData | Clear Select  Move Fields, lterns, Relationships | PivotChart Recommended | “Feld  +/-  Field
[y Options ~ [ Field Settings 1 Slicer Timeline v Source M *  PivotTable Bl Sets~ PivotTables List Buttons Headers

PivotTable Active Field Group Filter Data Actions Calculations Tools Show

¢ Show: Field List (Danh sach tén cot)
% Tools: PivotChart (Tao biéu do)

% Calculations: Relationships (Truy van) va Field, Items, & Set (Tao cong thiie riéng)
< Actions: Move PivotTable (Di chuyén ving bao c4o)

< Data: Refresh va Change Data Source (Cap nhat va thay doi dit liéu nguon)

¢ Filter: Insert Timeline va Insert Slicer (Cheén b loc tho1 gian va bo loc miéng)

*» Group: Group Selecttion, Group Field va Ungroup (Nhoém)

¢ PivotTable: PivotTable Name (DPat tén cho Pivot) va GetpivotData (Cong Pivot)
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5. Thao tac véi chudt phai trong vung phan tich

¢ PivotTable Option
O Tu dong co gian cOt bao cao
O Thay thé gia tri 16i bang mot gia tri khac
O Thay thé chit Blank cua 6 trong bang mot gia tri khac

% Show Detail: Hién thi chi tiét gia tri thong ké ctia chi tiéu & dong lua'chon
Dé hién thi chi tiét 1 chi tiéu, chudt phai vao gia tri thong ké twong ung va chon
vao Show Detail, s6 liéu chi tiét ctia chi tiéu d6 sé& hién thi sang 1 Sheet khac

< Summarize Values By: thay ddi cac phép thong ké

% Show Values As: Hién thi gia tri S0 sanh, chirc ning nay xuat hién khi chudt phai

vao coOt thong ké hoidc trong Value Field Setting

1 % Difference From: Tinh ti 1€ tang trudng
3 % of Column Total: Ttng chi tiéu S0 sanh véi gia tri tong trong cot phan tich
3 % of Row Total: Tung chi tiéu so sanh véi gia tri tong trong dong phan tich. ..
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6. Thao tac véi chudt phai trong viang phan tich (tiép)
** Remove...: X06a bo cot dang chon
% Sort: Sap xép dir liéu
¢ Refresh: Cap nhat dir li¢u
s Filter: Loc dur liéu
Dé loc cac gia tri 1a so lugng trong thang 11 (nhu trén hinh), thi chudt phai vao
1 ¢ot c6 chirc nang loc 2 Filter-> Chon 1 trong cac chirc nang loc sau:
O Lable Filters: Loc cot chi tiéu dang chon
[ Value Filters: Loc cot gia tri thong ké
A Top 10: Loc n gia tri 16n nhat hodc nhé nhat
O Hide Select Items: Loc cac gia tri khac gia tri dang Iua chon
O Keep Only Select Items: Loc cac gia tri luva chon
(Xem tiép trang sau)
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7. Thao tac v6i chudt phai trong ving phan tich (tiép)
¢ Filter: Loc dir li€u, chirc nang nay chi xuat hién tai nhung cot ¢o bieu tuong

loc

wBach Xuan Hién

j

10 11 Grand Total

19,818

' 6,000

B I = O~ A% .

I IA51A51472| 24,545 24,545

R Copy 72512 24,545 24,545

Format Cells... 93282 14,818 14,818

[A Refresh 33833 6,000 6,000

- 82636 6,000 6,000
k

2ort 388531 17.318 17,318

‘ 5,000

v Subtotal "Tén kho %Eep Only Selected ey 37,025

Expand/Collapse k Hide Selected l[tems 24,545

i 32,318

6|5 Group... Top 10... 28,745

g Ungroup... Label Filters... 6,000

Move 3 Value Filters... 32,318
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8. Thao tac trong viing phan tich (tiép)
s Filter: Loc dur liéu
Dé loc cac gia tri 1a s6 luong trong thang 11 (nhu trén hinh), thi chudt phai
vao 1 cOt c6 chirc nang loc = Filter-> Chon 1 trong cac chirc nang loc sau:
L Lable Filters: Loc cot chi tiéu dang chon
3 Value Filters: Loc cot gia tri thong ké
3 Top 10: Loc n gia tri 16n nhat hodc nhd nhat
1 Hide Select Items: Loc cac gia tri khac gia tri dang Iua chon
1 Keep Only Select Items: Loc céc gia tr1 luva chon



Mt s6 Iwu y khi phan tich

v/ Chi tiéu phan tich chinh thi nam phia ngoai, chi tiéu phu nam & trong
v/ Chi tiéu tong quat nam ngoai chi tiéu chi tiét
v' Chi tiéu c6 it dong thi nén nam theo cot, nhiéu dong thi nam theo dong

v' Néu c6 thé hiy cho chi tiéu thoi gian nam theo cot
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BAI 07: PIVOTCHART VA BIEU PO TRONG EXCEL

Truc quan, sinh dong chinh 13 vu diém ctia biéu do. Nhin vao hinh anh, ching ta ¢6 thé
dua ra cac danh gia va quyét dinh nhanh hon.

Str dung biéu d6 khi nao? Biéu d6 str dung khi chung ta lam bao cao dé phan tich dit liéu,
nghia 1a sau khi tao bao cdo, chiing ta méi str dung thém cong cu bicu do vao

1. Chuan bi dir liéu bao cao phan tich chuan

Chon ving bao cdo = Insert> Nhoém Chart> Chon mot kiéu biéu d6 phu hop bai'toan
Luu ¥: C6 thé nhan Alt + F1 dé tao nhanh mot biéu do

1. Chart Title: Tiéu dé cua biéu do
2. Chart Area



