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THU THUAT Cach xéa dir |iéu trong dau

THOTHUAT | C4ch danh STT khi gop 6 02 goa
ngoac

01

THU THUAT| Cach copy va gilt nguyén do
04 rong clia cot

THU THUAT | Céch sira 16i hién thij khi co cot dir
03 liéu

THU THUAT
06

THU THUAT

or Cach chén don gia vao sd

Cach tao nhanh duwong ké cham

THU THUAT | Tao théng bao ty dong cho thoi

: THO THUAT Tinh tong tuw dong cap nhat div
07 han hop dong

08 lidu khi thém hang, cot

THU THUAT | Céch x6a dong trong trong file dir
09 lidu

THU THUAT
10

Cach tao danh sach chon
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- 01
Cach danh STT khi gdp 6

®

TIN HOC SAO VIET

1

A3 v i X/ Jx| —COUNTA(SAS2:A2) 5> STT |- Tinh San pham [~ | SL ba-
A B C D 3 Béc Ninh Mi gbi 67

1 4 1 Béc Ninh Géng tay Nitrile Vglove 79
5 | STT - Tinh ; San phAm . |SLba- . Bac Ninh Dubng den 76
= " " 6 Bac Ninh Bt ngot 500¢g 77

3 ijic Ninh Mi g6i 67 7 2 Bén Tre Gao nép 58
41 COUNTA. Béc Ninh Giéing tay Nitrile Vglove 79 8 Bén Tre Puong tring 43
5 SAS2:A2) Bac Ninh Pudng den 76 9 Binh Dirong Bot ngot 54
6 [ 77" |Bac Ninh Bét ngot 500g 77 0 3 Binh Durong Gang tay Nitrile Ezcare 48
7 Bén Tre Gaon ép 58 11 Bi‘nh Dwong Pudng den 73
g Bén Tre Purdmg tr ine 13 12 B?ng Na} Ga’ng ta_y Nitrile Ezcare 45
- N X 3 13 Pong Nai May tho santafell 58

9 Binh Duong Bot ngot 54 14 4 Péng Nai Géng tay Nitrile Vglove 45
10 Binh Duong Géng tay Nitrile Ezcare 48 15 Pdng Nai Géng tay Nitrile Ezcare 44
11 Binh Duong Puong den 73 16 Déng Nai Kit Humasis 50

Bién®soaff: NBuy@n Tfan Fong Phiing TRUNG TAM PAO TAO TIN HQC SAO VIET Trang3



1 4 7 N\ ~ ° A /‘\ 4 s ™ ™
Buwore 1: Quét chon vung dit liéu can danh STT
/4 2 N\ o ~ A /( o pAY /‘\
Buwore 2: St dung ham COUNTA, chon 6 dit liéu goc (6 tiéu dé STT)
A~ A . A r A g < A A © A N ,
101 g6 dau hai cham sau d6 c6 dinh diém dau tién bang phim F4
r A A ’
Bwde 3: Nhan t6 hop phim CTRL + Enter
1
A3 : v/ =C : z
v X ' Jx|| ~COUNTA($AS2:A2) 5| STT[- Tinh ;|  Sanphim .|SLbi.
A B C D 3 Bic Ninh Mi goi 67
1 4 1 Bic Ninh Ging tay Nitrile Vglove 79
> STT |- Tinh ; San phAim - [SL b4 - > Bac Ninh Budng den L
7 - — 6 Bic Nmh Bot ngot 500g 77
3 B%C Nmh Mi go1 67 7 5 Bén Tre Gao nép 58
4 _ COUNTA. Bac Nmh Géﬂg tay Nitrile V}ZlOV@ 79 8 Bén Tre Buong tréug 43
5 S JL $2-A2 Béc Ninh Duong den 76 9 Binh Duoug Bot ngot 54
6 2) Bic Ninh Bot ngot 500g 77 10 3 Binh Duong Gang tay Nitrile Ezcare 48
7 Bén Tre Gaon ép 58 11 Bi:lh Dlrc_mg Blﬂfé‘ng deg . : 73
3 Bén Tre Duong tr éllg 43 1?: B(:ng Naf Ga{ng tay Nitrile Ezcare 45
: " 13 Dong Nai May tho santafell 58
9 B}llh Duong B?t ngot — 34 14 4 Dong Nai Gang tay Nitrile Velove 45
10 Binh Duong Gang tay Nitrile Ezcare 48 <® 15 Déng Nai Ging tay Nitrile Ezcare 44
11 Binh Dwong Duong den 73 16 Déng Nai Kit Humasis 50
Bién soan: Nguyén Tran/HongPhung TRUNG TAM PAO TAO TIN HQC SAO VIET Trang4
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Cach xo0a dir li€u trong

dau ngoac

TIN HOC SAO VIET

woh WwoR

L= R REEN -

A B <
STT Tén SP, Ma SP ‘Ghi cha

1 Gang tay Nitrile Ezcare (GT001)

2 Kit Biocredit (KB002)

3 May thé santafell (MTO005)

4 Gang tay Nitrile Ezcare (GT004)

5 Ging tay Nitrile Vglove (GT002)

6 Kit Biocredit (KB00S)

7 Gang tay Nitrile Ezcare (GT008)

8 Kit Humasis (KH001)

9 Gang tay Nitrile Vglove (GT005)

10 Kit Biocredit (KB004)

11 DPuong den (DDO01)

12 Gao nép (GN003)

13 Bét ngot (BN002)

14 Mubi hat (MHOO06)

A B C
1 STT Tén SP, Ma SP Ghi cha
2l 1 Gang tay Nitrile Ezcare
3 2 Kit Biocredit
4 3 My tho santafell
5 4 Gang tay Nitrile Ezcare
6 5 Gang tay Nitrile Vglove
= 6 Kitgi(\;dit
8 7 E%ﬁng la?Nmile Ezcare
) 8 7Kit HulmTSiS
10 9 Gang tay Nitrile Vglove
11 10 Kit Biocredit
12 11 DPuong den
13 12 Gao nép
14 | 13 Bot ngot
15 14 Mubi hat

Biénsoan: Nguyan Tran Hong Phung

TRUNG TAM PAO TAO TIN HQC SAO VIET

Trang5



Bwaére 1: Quét chon ving dit liéu va nhan t6 hop phim CTRL + H

Budc 2: Tai 6 Find what g theo cu phap: (*)
Con 6 Replace with thi dé trong
Buwéc 3: Nhan Replace All

(%]

W

10
11

13
14
15
16

]

A B C D E F A B c
STT Tén SP, Ma SP Ghi chi 1 STT Tén SP, Ma SP Ghi cha

1 Gang tay Nitrile Ezcare (GT001) 2 1 Ging tay Nitrile Ezcare

2 Kit Biocredit (KB002) 3 2 Kit Biocredit

3 May thé santafell (MT005) Find and Replace 4 3 May thé santafell

4 Gang tay Nitrile Ezcare (GT004) 5 4 Giing tay Nitrile Ezcare

5 |Ging tay Nitrile Velove (GT002) Find Replace . S |Gane tay Nitrile Velove

6 Kit Biocredit (KB005) ) - 5 Kit Biocradit

7 Ging tay Nitrile Ezcare (GT008) @ " 5 e Ging tay Nitrile Ezcare

g Kl_t Humasu.; (_KHGM) Within: | Sheet 2| [ match case 9 8 Kit Humasis

° S wEXglLE(GI Oi &td [ Match entire cell contents 10 9 Fm E}\:lh'r\fgl;l‘e_ o
10 |Kit Biocredit (KB004) Sgaggt # By Rows e —3—=
11 Duong den (DDO01 ) Look in: | Formulas b 11 10 Kit Biocredit
12 |Gao nép (GNOO3) 12| 1 Bucms den
13 Bot ngot (BN002) Replace All Replace Find All [ 13 12 Gao nép
14 [Mudi hat (MHO06) T rE—— 14 13 | Botngot
15 Mi g6i (MGO004) 15 14 Mudi hat

Bién s%m: Nguyén Tran Hong Phung

TRUNG TAM PAO TAO TIN HQC SAO VIET

Trangé6



03 - SRR
Cach swra 101 hién thi
khi co cot dir ligu

TIN HOC SAO VIET

©

A B C D E B C D E
Tén hang DVIT 86 hrgngj Pon gia Thanh titn DVT Sélwgng| Don gia Thanh tién

Giing tay Nitrile Ezcare Thing 15.50| #i# | Thing 15.50| 570,000.00 ¢ | 8,835,000.00 ¢
Kit Biocredit Test 14.25| | S Test 14.25| 1,050,000.002 | 14.962.500.00 4
May tha santafell Chiée 50.00| #eseee | Y Chiéc 50.00] 2,500,000004 | 140,000,000.00 4
Gang tay Nifrile Ezcare Thing 200,00 #essE | supsspay Thang | 200.00] 1200000002 | 240,000,000.00 4
Ging tay Nitrile Velove Thing 100.00] #hsi# | HHbiH (Thing | 100.00] 1350000004 | 135,000,000.00 4
Kit Biocredit Test 120,00 #hssse  #psbasiss Test 120.00| 1.200.000.00 ¢ | 144,000,000.00 4
Géng tay Nitrile Ezcare ' Thung I i — Thing 20.00| 210.000.00 2 | 4.200.000.00 ¢
Kit Humasis Test | 500 #| ] Test 5.00| 450.000.00 2 | 2.250.000.00 ¢
Gang tay Nitrile Velove Thing | 10.00] #dis | shsmmsnss Thang 10.00/ 230.000.002 | 2,300.000.00 4
Kit Biocredit Test 20000 #prps | snpm Test 200.00] 450.000.00 2 | 90,000.000.00 4

Biénsoar: Nguydn Tran Hong Phung TRUNG TAM DPAO TAO TIN HQOC SAO VIET Trang7
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Buwoe 1: Quét chon toan bo bang dir liéu
B}l’é’C 2: Nhan to hop phim CTRL + 1, tai hop thoai Format Cells
bam vao Aligment
Bwoe 3: Tich chon vao 6 Shink to fit

B C D
DVT  Sb lwong DPon gia
Thimg 15.50|  570.000.00 4
Test 14.25| 1.050,000.00 d
Chiéc 50.00| 2.800,000.00 ¢
Thimg 200.00| 1,200.000.00 ¢
Thimg 100.00| 1.350,000.00 ¢
Test 120.00| 1.200,000.00 &
Thimg 20.00| 210,000.004
Test 5.00) 450,000.00 4 |
Thimg 10.00|  230.006.00 4
Test | 200.00  450.000.00 4

Format Cells

Text alignment

Horizontal:

~ | Indent

Vertical:

Justify distributed
Text control
[:] Wrap text
B shrink to fit
D Merge cells

Right-to-left
Text direction:

Context v

B C D IE
Border DVT |Sélwong| Pon gia Thanh tién

Thung 15.50| 570.,000.004 | 8.835.000.00 ¢

Test 14.25| 1.050.000.00¢ | 14,962,500.00 ¢
: Chiéc 50.00| 2.800,00000¢ | 140,000,000.00 &
Thung 200.00| 1.200.000.00 ¢ | 240,000,000.00 €

‘ Thing - 100.00] 1,350,000.00 2 | 135,000,000.00 4

Test | 120.00] 1200000004 | 144,000,000.00 4

Thimg 20.00| 210.000.00 ¢ | 4.200,000.00 ¢

Test 5.00| 450,000.00¢ | 2.250,000.00 4

Thing 10.00| 230.000.00¢ | 2.300,000.00 ¢

Test 200.00| 450,000.00 ¢ | 90,000,000.00 4

Bién soan: Ngu*ﬁw Tran Hong Phung

TRUNG TAM PAO TAO TIN HQC SAO w@r

Trangg




04 SRR
Cach copy va gitr nguyen
do rong cua cot

TIN HOC SAO VIET

®

Q

A B C D E J

i b e bt e i v e
1 03/01/2024 Mi goi 10000 VND
2 |HHHE Migol  #iHHH 40 | 400,000 26/01/2024 Puong den 5000 VND 40
3 mRRRREE Duong defhbsbiis 40 | 200,000 15/02/2024 Mi g6i 10000 VND -
s B i 21/02/2024] Butmgden| | s000 VD 40
6 |4unsitat Gaondp Hiubuiss 12 420,000 ON03/24 Cediain 35000 VND 12
T sEEEEEEE Migol  AdsEsEEE 40 | 400,000 13/03/2024| Mi g6i 10000 VND =t
8 |HHHHHHIH] Duong deHHHH 10 50,000 17/03/2024 Budngden | 5000 VND C
O gt Mubi hat #EsEEA 10 20,000 17/03/2024 Mudt hat 2000 VND 10
10 | #sste Duong de 4448 55 | 275.000 19/03/2024 Dudng den 5000 VND 55
L1 | #i#Hi) Bot ngot #HHHHH] 40 | 600,000 25/03/2024 Bot ngot 15000 VND 40

Biénsoar: Nguydn Tran Hong Phung TRUNG TAM PAO TAO TIN HQC SAO VIET Trang9
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Bwdc 1: Quét chon ving dit liéu can sao chép
Buwdc 2: Nhan t6 hop phim CTRL + C dé copy va dan tai vi tri méi

bing CTRL + V

Bwdc 3: Nhan chon Keep Source Column Widths

=

b — | -

N G0 (~1 O\ |V B W

Ngay ban ong

| Migol | 40 | 400,000
it | Duong de it 40 | 200,000
| Mi gl |[#HE#E 35 | 350,000
it | Duong de it 40 | 200,000 |

#esssiny Gaondp [HHHHHHHE| 12| 420,000
#espany Migoi 40 | 400,000
#esiy Duong de#is i 10 50,000
) Mudi hal | #H# 10 | 20,000
O |4 Duong de#issiEs 55 | 275,000
| [#44] Bot ngot | #iiisy 40 | 600,000

Paste

025 B
] (i

@ < s

]

[RCtr) ~

Bién soan: NguyénTran Hong Phung

TRUNG TAM PAO TAO TIN HOC

=)

A B C D
S6 lwgng
40

1

2 | 03/01/2024 Mi goi 10000 VND

3 | 26/01/2024 Duodng den 5000 VND 40
4 15/02/2024 Mi goi 10000 VND 35
5 | 21/02/2024 Duong den 5000 VNP 40
6 09/03/2024 Gao nép 35000 VND i2
7 | 13/03/2024 Mi go6i 10000 VND 40
& | 17/03/2024 Dudng den 5000 VND 10
9 17/03/2024 Mudi hat 2000 VND 10
10 | 19/03/2024 Puong den 5000 VND 55
11 25/03/2024 Bot ngot 15000 VND 40

SAO VIET

Trang10




Cach chén don gia vao so

TIN HOC SAO VIET

A B C D E
03/01/2024| Mi géi 10,000 400,000 03/01/2024 Mi goi 10000 VNP 40 400,000
26/01/2024| Pudong den 5,000 40 200,000 26/01/2024 Du(‘:mg den 5000 VND 40 200,000
15/02/2024| Mi go1 10,000 35 350.000 15/02/2024 Mi goi 10000 VNP 35 350,000
21/02/2024| Dudng den 5.000 40 200.000 21/02/2024 Dubdng den 5000 VND 40 200,000
‘l’zﬁ g;ﬁ ;gij f;i“’ nep ig’ggg 4113 ;‘g%ggg 09/03/2024 Gao nép 35000 VND 12 420,000

igol . 4 ; 5 gy ;

17/03/2024| Puong den 5,000 10 50.000 13',03/20:4 Mi :E ! 1?000 VgD 40 400,000
17/03/2024] Mubi hat 2,000 10 20.000 17/03/2024) Dudng den 5000 VND 10 50,000
19/03/2024 Du’t‘mg den 5.000 55 275,000 17/03/2024 Mudi hc’_!.t 2000 VND 10 20,000
25/03/2024| Bot ngot 15,000 40 600,000 19/03/2024 Pudng den 5000 VND 55 275,000
25/03/2024| Mubi hat 2,000 40 80,000 25/03/2024 Bét ngot 15000 VND 40 600,000
02/04/2024| Mi géi 10,000 10 100,000 25/03/2024 Muéi hat 2000 VND 40 80,000
03/04/2024| Buémg den 5,000 45 225.000 02/04/2024 Mi gbi 10000 VND 10 100,000
03/04/2024| Muoi hat 2,000 45 20000 03/04/2024 Duémg den 5000 VND 45 225,000
21/04/2024| Mudi hat 2,000 20 40,000 S B S P Y
[] ] - - ]

Bién®soaff: NBuy@n Tfan Fong Phiing TRUNG TAM PAO TAO TIN HOC SAO VIET Trangl1



Bwdc 1: Quét chon ving dit liéu can chén chir et
Bwdc 2: Nhan t6 hop phim CTRL + 1 r6i chon Custom
Bwoe 3: Tai khung dinh dang ghi theo ct phap sau: 0 “VND”

Luu v: Pon vi tién té c¢6 thé thay doi tuy theo bai lam

S 10000 ' A B C D

Tén SP ‘ Gia ban ‘ Mumber  Alignment Font Border Fill Protection 03/01/2024 Mi gél 10000 VND 40 400,000
Mi goi 10,000 || category 26/01/2024 Dudng den 5000 VND 40 200,000
Butmg den 5.000| [eneral Sample 15/02/2024 Mi goi 10000 VND 35 350,000
Mi go1 10,0000 | ¢rency 10000VND 21/02/2024 Pudng den 5000 VND 40 200,000
2“"‘“% den 3;33‘; Accounting lz%l 09/03/2024 Gao nép 35000 VND 12 420,000

ao ne . o X R

Mi goi P el .. ;V”D - | 13/03/2024] Mi goi 10000 VND 10 400.000
Duong den 5000 in M s 17/03/2024. Puomg den 5000 VND 10 50,000
Mubi hat 2000 | o T e R jaes 17/03/2024 Muébi hat 2000 VNB 10 20,000

3 Special _($* #£#20. i ($* (###0.00),_(3* "-"77)_ / . 7
Buongden | 5000 ety | |0 (000, 5 (61 19/03/2024, Duong den 5000 VND 55 275,000
Botngot | 15,000 w0 O e Y @) 25/03/2024  Bot ngot 15000 VND 40 600,000
Mubi higt 2,000 IO BN e g i 25/03/2024) Mudi hat 2000 VND 40 80,000
Mi gor 10,008 [3-en-US]dd, mmmm d yyyy 02/04/2024 Mi goi 10000 VND 10 100,000
le()’llg den 57000 [$-en-US]h:mm:ss AM/PM . N
Muéi hat 2.000 _(* #FF00) (" (#AF00)(* 7@ 03/04/2024 Du’cfng den 5000 VINb 45 225,000

Bién soan: Nguyén Tran Hong Phung

- @ TRUNG TAM DAO TAO TIN

HOC SAO VIET

Trang12




{06 R
Cach tao nhanh dwong
ke cham

TIN HOC SAO VIET

®

(N

1 CONG TY TNHH GIAO DUC TIN HQC SAO VIET fg;?;;;—,—?;g? GIAO DUC TIN HOC SAO VIET

B MST: 3603708616 SDT: 093 11 44858 Website: blogdaytint

3 SDT:093 11 44858 Website: blogdaytinhoc.com ’ : ebsite: blogdaytinhoc.com

4 i .

5 BANG KE BAN HANG Nt i b BANG KE BAN HANG

6 Neudi nhan hang: g 1 DA DANE: .o
7 |bia chi: DA O
o SDT..........\.-...‘ .............. A W I— S .
9 STT| Ngdy |Mahang| Ténhang |Sélwgng| Pongis | STT] Ngay [Mahang| Ténhang |S6lwong| Dom gia

10 1 |20/08/2022/EZabl  |Gang tay y té 155 57,000 I |20/08/2022E7abl  |Gangtay y té 15.5] 57,000

11 2 20/09/2022/BI0  [Kit Bioeredit 14.25]  105.000 2 |20/09/2022|BIO Kit Biocredit 14.25| 105,000

12 3 |20/10/2022|SATA  |[May the santafell so| 280,000 3 |20/10/2022|SATA | May thé santafell 50| 280.000

13 4 |20/11/2022/EZabl  |Gang tay v té 200] 120,000 4 _|20/11/2022|[EZabl __|Géing tay y t© 200] 120.000
L ] . L 2 L ] L

Biénsoar: Nguydn Tran Hong Phung TRUNG TAM PAO TAO TIN HQC SAO VIET Trang13



Bwdc 1: Quét chon ving can thém dau cham

Buwéc 2: Nhan to hop phim CTRL + 1 roi chon Custom

Bwoe 3: Tai khung dinh dang ghi theo ci phap sau: @*.

vl J¥  Nguoinhan hang: Format Cells

A B C D Number  Alignment Font Border Fill
CONG TY TNHH GIAO DUC TIN HOC SA( Category
MST: 3603708616 Goneral S
SPT: 093 11 44858 Website: blogdayti |Number Ngués nhn hang:

Currency
- A . L Accounting T
BANG KE BAN HANC |Date | @
A 1a Time
|Ng’lf01 Ilhx’;lll hﬂIng Percentage General
Bia chi: Fraction 0
: Scientific 0.00
SDT: Text #8450
STT Ngay |Ma hang Tén hang Special _/ ##40.00
" cuson * A
1 |20/08/2022|EZabl Gang tay y té ###0_)[Red](#.#£0)
. - ##40.00 );(#,##0.00) ‘
2 |20/09/2022|BIO Kit Biocredit ###0,00_);[Rad] (##£0.00)
§##40_)($%440)
3 |20/10/2022|SATA May thé santafell $###0_)[Red]($###0)
. $5##0,00);(§# ##0.00)

4 120/11/2022|EZabl Ging tay y té

5 |20/12/2022|VGLabl |Gang tay y té
Biénsoan: Nguyén Tran Hong Phung ®

CONG TY TNHH GIAO DUC TIN HQC SAO VIET

MST: 3603708616

SDT: 093 11 44858

Website: blogdaytinhoc.com

BANG KE BAN HANG

STT Ngay |Ma hang Tén hang So lwong| Pon gia
1 |20/08/2022|EZabl Gang tay y té 15.5 57,000
2 |20/09/2022|BIO Kit Biocredit 14.25| 105,000
3 |20/10/2022|SATA May thé santafell 50/ 280,000
4 120/11/2022|EZabl Gang tay y té 200 120,000

TRUNG TAM PAO TAO TIN HQOC SAO

VIET

Trangl14




07 SRR
Tao thong bao tu dong cho
thoi han hop dong

TIN HOC SAO VIET

©

= B = C D Tén nhan vién Ngay hét han Trang thai
Tén nhan vién Ngay hét han Trang thai 5 e
T 1 — L — T T
D6 Thuan Phat 07/10/2024 e = e
Vo Neoc Hoi 17/07/2024 Vo Ngoc Hoi 17/07/2024 61 ngay da hét han
Tam fl:i Toé-n 19/09/2024 Lam Tri Toan 19/09/2024 3 ngay sé hét han
L& Kiiii Phiroic 25/09/2024 Lé Kim Phuong 25/09/2024 9 ngay s& héhan
Nguyén Thity Ngoc 30/09/2024 Nguy%n Thuy Ngoc 30/09/2024 14 ngay sé llét han
Nguyén Trung Quan 23/08/2024 Nguyen Trung Quan 23/08/2024 24 ngay da hét han
Han Nir Hong Ngoc 24/08/2024 Han Nit Hong Ngoc 24/08/2024 23 ngay da hét han
La Thi Ngoc Tho 25/08/2024 La Thi Ngoc Tho 10/10/2024 24 ngay sé hét han
Diang Thi Thanh Diém 05/08/2024 Ding Thi Thanh Diém 05/08/2024 42 ngay da hét han

Biénsoan: NguyénTrﬁn HGngPhung TRUNG TAM DPAO TAO TIN HQOC SAO VIET Trangl5
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Buwdre 1: Tinh s6 ngay hét han hop dong theo cong thirc sau:

Ngay hét han — TODAY()

Bwdc 2: Sao chép cong thitc xudng cac 6 bén dudi, tiép theo nhan to
hop phim CTRL + 1 r6i chon Custom
Bwoe 3: Tai khung dinh dang ghi theo ci phap sau:

[color10]# “ngay sé hét han

e
9

Tén nhan vién Ngay hét han Trang thai
Pham Du Ky 17/09/2024 =(C2-TODAY()
D6 Thuan Phat 07/10/2024
Vo Ngoc Hoi 17/07/2024-
Lam Tri Toan 19/09/2024
Lé Kim Phuong 25/09/2024
Nguyén Thiy Ngoc 30/09/2024
Nguyen Trung Quan 23/08/2024
Han Nit Hong Ngoc 24/08/2024
La Thi Ngoc Tho 10/10/2024
Dang Thi Thanh Diém 05/08/2024

Bién soan: Nguyén Tran Hong Phung

=)

[color3]# “ngay da hét han”

B
én nhan vién

u Ky

F =C2-TOD\

lan Phat
¢ Hoi

i Toan
Phuong

Trung Quan

Thuy Ngoc

Format Cells

Number Alignment Font Border

Category:

General Sample
Number
Currency
Accounting Type:

1 ngay sé hét han

Fill

Protection

Date

I [color10]# "ngay sé hét han";[color3]# "ngay da hét han” l

Time

Percentage 0%
Fraction 0.00%
Scientific 0.00E+00
Text ##0.0E+0

g =272
EEa— | -

Ngoc Tho

[an Chinh

Hong Ngoc

hi Thanh Diém

dd/mm/yyyy
dd-mmm-yy
dd-mmm
mmm-yy

h:mm AM/PM
h:mm:ss AM/PM

TJTRUNG TAM PAO TAO TIN HQC SAO VIET

Tranglb6
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Tinh tong tw dong cap nhat
dur lieu khi them hang, cot

TIN HOC SAO VIET

BANG DOANH THU SAN PHAM THANG 10 Q
;
3 STT[.| Ngayban Tén SP [_| Thanh tié; | Tong doanh thu:
4 1 03/01/2024 Mi goi 400,000 3,710,000
5 2 26/01/2024 DPuwong den 200,000
6 3 15/02/2024 Mi goi 350,000
7 4 21/02/2024 Puwong den 200,000
8 5 09/03/2024 Gao nép 420,000
9 6 13/03/2024 Mi gbi 400,000
10 7 17/03/2024 Puong den 50,000
11 8 17/03/2024 Mubi hat 20,000
12 9 19/03/2024 Puong den 275,000
13 10 25/03/2024 Bot nget 600,000 -
14 11 25/03/2024 Mubi hat 80,000
15 12 02/04/2024 Mi goi 100,000
. . . . 16 13 03/04/2024 Puong den 225,000
17 14 03/04/2024 Mudi h_gt 90.000

Biénsoar: Nguydn Tran Hong Phung TRUNG TAM PAO TAO TIN HQC SAO VIET Trangl7



Bwoc 1: Pat chudt vao vung dir liéu r6i nhan CTRL + T

Bwoc 2: Sau do, tinh 1lai ham SUM cho cot dit liéu

I SAN PHAM THANG 10

A B C D
BANG DOANH THU SAN PHAM THANG 10
1
2
3 STT Ngay ban Tén SP Thanh tien
4 1 03/01/2024 | Mi gbi 400,000
5 2 26/01/2024 | Puong den 200,000
6 3 15/02/2024 | Mi géi 350,000
7 4 21/02/2024 | Duéng den 200,000
8 5 09/03/202" "~ e=~nnn
9 5 13/03/202 Create Table ? X
10} 7 17/03/202 Where is the data for your table?
11} 8 17/03/202 $A$3_$D$18| Y
12 9 19/03/203 : =
13 10 25;03]{20: s My table has headers
14 11 25/03/201 Cancel
15 12 02/04/202_____ _
|

Tén SP .| Thanh tiér,
Mi goi 400,000
Dudng den 200,000
Mi goi 350,000
Puong den 200,000
Gao nép 420,000
Mi goi 400,000
Pudng den 50,000
Mubi hat 20,000
Duong den 275.000
Bot ngot 600,000
Mudi hat 80,000
Mi goi 100,000
Dudng den 225,000
Mudi hat 90,000

Sita twoi 300.000

Tong doanh thu:

—SUM(Tablel[Thanh tién]

al

[ SUM(number1, [number?], ...)

Bién soan: Nguyén Tran Hong Phung
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09 ’ B
Cach xo0a dong trong trong
file dir licu

TIN HOC SAO VIET

e S "L | MHOOL | Phiéu suit kho, PO va Hoa don GTGT | Ke
> | MH004 | Puong tring Ke 65 4,500 ? MHO004 | Puong tréng Kg
3 | MH002 | Nudc mam Phi Quac Chai 40 | 10,000 3 MH002 | Nude mim Phi Quoc Chai
3 o0 | Bt dan % m <000 4 MH003 | Buong den Kg
5 MHO001 | Gao thom lai Kg
S MHOOL_ Geo thom I = W 6 | MH002 |Nudemim Phi Quie Chai
6 MHO002 | Nude mam Phi Quic Chai 35 10,000 7 MH004 f)ltf)llg h‘fmg J Kg
7 | MH004 | Duong tring Kg 35 4500 8 MH003 | Duong den Kg
5 | MH005 | Duong den Ke m 5000 9 MHO001 | Gao thom lai _Kg

Biénsoar: Nguydn Tran Hong Phung TRUNG TAM PAO TAO TIN HOC SAO VIET Trang19



Bwée 1: Quét chon ving dit liéu co cac dong trong

Bwdc 2: Nhan t6 hop phim CTRL + G, chon muc Special va tich vao
chit Blank dé chon dugc hét cac dong trong

Bwoc 3: Sau d6 bam CTRL + “ dau -”

1 Mi SP 1 Mai SP
2| 1 MHO001 | Phidu snit bha DO wd Waa dom GTET | %o 65 2 1 MHO001 | Phiéu xut kho, PO va Héa don GTGT Kg 65
3 Go To ? X 3
1| 2 MHO04 | 65 4 2 MH004 | Dudng tring Kg 65
> Table1 : | - = - = -
6 3 MHO002 40 6 3 MH002 | Nwde mam Phu Quoc Chai 40
4 MHO003 40 8 4 MH003 | Duong den Kg 40
9 9 | g a i
| 5 | wHool 10 105 | wmHool | Nhan CTRL + dau - Ke 10
11 11| ———— '
12| 6 MH002 | 35 12 6 MH002 | Nude mam Phii Quoc Chai 35
13 Reference: 13 | -
14 7 MH004 | | 35 14 7 MHO004 | Duong rang Kg 35
15 15 |
16| 8 MH003 Special.. Cancel 40 16| 8 MHO003 | Pwdng den Kg 40
17 : 17 |
18] 9 MHO001 | Gao thom lai — Ke 95 18] 9 MH001 | Gao thom lai Kg 95

®
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Cach tao danh sach chon

®

TIN HOC SAO VIET

So

Sé . .
¢ Ho va tén Mai xép loai| Tén xép loai bio danh

bdao danh

Ho va tén Ma xép loai| Tén xép loai

HN1202 Nguyén Van A

- HT2112  |Lé Van Quan
2 A ) o
' NA1121 Ho Van Quang

DN2111 Lé Van Quan
HT1202 Nguyén Vin A
DN2112 Lé Van Quéan
BD1121 Hé Van Quang
SG2111 Lé Van Quan

HN1202 Nguyén Van A
HT2112 Lé& Van Quén
NA1121 Hb Van Quang
DN2111 Lé& Van Quan
HT1202 Nguyén Vin A
DN2112 Lé Van Quan
BDI1121 Ho Van Quang
SG2111 Lé& Van Quén

O glo
Loai Kha
Loai Trung binh

IR
FIEIFNREEREA R

L] . L] L] L]

Bién®soaff: NBuy@n Tfan Fong Phiing TRUNG TAM PAO TAO TIN HQC SAO VIET Trang21



Buwoe 1: Quét chon ving dit liéu can tao danh sach
Buwdce 2: O tab Data, chon Data Validation

Bwoc 3: Trong muc Allow chon List, sau d6 nhép tily chon ma ban
mudn hodc quét chon bang co san

D B Data Validation

. 56 ;s ; A
Mi xép loai| Tén xép loai Settings Input Message  Error Alert i Hg va ten Mﬁ X'EP lﬂal Tm xep lﬂﬂ,l
b:ao danh

Validation criteria

A ~
A Allow: HN1202 Nguyén Van A |A ¥
— e
R " oal gio

& B incel dropdown HT2112 Lé Van Quan A Loai Kh
A oai Kha
o between v NA1121 Ho Van Quang |B Loai Trung binh
A Source:
B | =$E$133E575] | (2) + I DN2111 Lé Van Quan A
B x -

v HT1202  |Nguyén VinA |C
B | T DN2112  |L&é VinQuan  |A
A Loai gioi Apply these changes to all other cells with the same settings P
B Loai Kha BDI1121 Ho6 Van Quang |B
€ Lo T Db ear (3] SG2111  |Lé VanQuan _ |B

7 N

Bién soan: Nguyén Tran H(R)ng Phung TRUNG TAM PAQ TAO TIN HOC SAO VIET Trang22
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