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LOI MO DAU
_ Khéng biét tao bao cao nhanh, chuan, dung y sép
_ Giai quyét cong viéc qua lau vai cac cong viée lap di lap lai
_ Sb liéu 16n x0n nén khong thé théng ké
_ Bang tinh ning né vi quéa nhiéu cong thirc
_ S6 liéu khong thé lién két gitra cac b phan, phong ban....
_ Chua hiéu r3 ban chat ham nén khong hiéu tai sao két qua sai
_ Khong biét khi ndo thi dung ham nao vao cong viéc dang gip phai

O Thanh thao Excel dé Quan Iy gidy to sé sach thu chi, qudn Iy ban hang kinh doanh, quan
Iy nhén sw, tién lwong, qudn Iy kho hang, hang héa, quan Iy tai chinh, phdn tich dong tién,
tham dinh gid, 1d@i vay, cdc hoat déng ciia co quan doanh nghiép to chirc hay céng viéc cd
nhdn déu dwoc ding bang excel.
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LOI MO DAU
S Hay dén véi Tin Hoc Sao Viét, cdc van dé nan gidi trén sé dwoc gidi quyét mot cdach bai
ban, nhanh chong va chuyén nghiép, dé ban tro thanh nhdn viéen xudt sac, mot chuyén gia
trong linh vuc thong ke, bao cdo va phan tich.
@ Trung tam Tin Hoc Sao Viét tw hao la don vi hon 10 nam kinh nghiém trong linh vuc
dao Thong ké, Bao cdo va phan tich so lieu. Chung toi da dao tao cho hang tram Doanh
nghiép, cho hang ngan hoc vién la nguoi di lam, dong thoi chung toi da cung cap dich vu
viéet phan mém, file Excel theo yéu cdu voi hang tram don hang tu cac loai hinh Doanh
nghiép khac nhau... qua do chung toi hiéu rat ro tam quan trong va loi ich ma bang tinh
Excel mang lai.
O Trong qud trinh bién soan, khéng thé tranh dwoc mét so thiéu sét, vi vay s dong gép y
kien cua Quy hoc vién cho Trung Tdm sé lam cho noi dung tai ban ldan sau dwoc hoan thién

hon.

< Chdn thanh cam on Quy hoc vién!
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TIN HOC SAO VIET @ 093.11.44.858 tinhocsaoviet.com . Bach Xuéan Hién

BAI 01: LAM QUEN KHOA HOC

PHAN 1: TAT MO MAY TINH DPUNG CACH

|. Mé may tinh nhw thé ndo cho ding cach:
O Budce 1: Kiém tra tin hiéu dén man hinh, sau khi c6 tin hiéu dén thi tiép budc 2

O Budce 2: Bat nguon CPU (luu y: NGt nguon CPU ludn nam phan mat trude CPU)

1) Tay an nhe ndt ngudn r6i tha ra

2) Nhin tin hiéu dén tai NGt ngudn hoac xung quanh nit nguén

3) Cho 5-10 giay va nhin 1én man hinh xem co0 tin hiéu chua
Il1. Tt may tinh nhw thé nao dung céch

1) Tat cac tng dung dang mé

2) Chon nut Start & Chon vao nit nguon = Shut down

2 Luu y: Khi ndo tdt ca tin hiéu man hinh, dén nguon tat thi may tinh méi tar thanh coéng

Trang5



TIN HOC SAO VIET

093.11.44.858 tinhocsaoviet.com

PHAN 2: THUC HANH GO POAN VAN BAN SAU VAO MS EXCEL

Lam sao dé co kién thtrc chic chan, khdng so bi quén, luén cha dong va tu phét
trién dugc trong moi cong viéc?

1.

Can biét dang hoc cai gi va tdc dung mon hoc d6: Hoc vién khi ding ky
can nghe tu van k¥ cang vé cac mén hoc ma minh sé duoc hoc.

Phai doc k§ muc luc trwée khi hoc: Trude khi hoc nén xem minh sé duoc
hoc nhitng ndi dung nao.

Chua dong nghién ctru: Hoc vién nén chu dong nghién ctru trudce khi hoi
giao vién, viéc nay gilp hoc vién hiéu sau hon van dé¢ dang nghién ctru.

Van dung cac cong cu hé tro: Trong qua trinh hoc tap, hoc Vién nén van
dung cac cong cu hd trg trén Internet nhu ChatGPT, Youtube... dé tu tim
cach giai quyét van dé, gido vién sé hd trg g& not that, khi d6 hoc vién sé
hiéu rd ban chat van dé va van dung t6t hon.

Hoc va |am nhiéu bai tap & nha: Mdi ngay hdy danh t6i thiéu 30 phut 6n
lai va lam lai cac bai da dugc hoc trén 16p, dam bao ban khong bao gio
guén, tham chi con phat hién ra nhiéu cach 1am mai la hon.

= Bach Xuan Hién

Kiéu go Telex

AA=A EE=E

DD=D 00 =0
OW =0 UW=U
AW = A

F = Dau huyén (\)
S = Dau sac (/)

J = Dau ning (.)
X = Dau ngi (~)
R = Dau hoi (?)
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TIN HOC SAO VIET 093.11.44.858

tinhocsaoviet.com . Bach Xuéan Hién

PHAN 3: THAO TAC MO GIAO TRINH, TAI LIEU KHOA HQOC

Hoc vién hay ghi vao v& va lam theo cac budc sau dé lay giao trinh hoc tap:

O Budc 1: Mo trinh duyét Chrome trén may tinh

> Thao tac: Giir dong thoi hai phim Windows va phim R = Gé “Chrome” = Enter (hodc bam OK)

ol

O Budc 2: Tai 0 tim kiém trén Chrome, nhap “TIN HOC SAO VIET”

0 Budc 3: Chon Website c6 tén “blogdaytinhoc.com’ (cé hinh ngoi sao)
 Budc 4: Chon khoa hoc ¢6 tén “Lam Viéc Voi Bang Tinh Trong Excel”

= Run

(=

Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

x ]

Open: | chrome‘

Cancel Browse...

A Budc 5: Chon mon hoc THVP050... & Cudn xudng dudi muc

> d€ mo gido trinh

Trang?




BAI 01: TU CHU CONG VIEC CUNG AI VA INTERNET
C6 2 van dé ma nguoi hoc ludn mong muodn khi két thic khoa hoc:
1. Lam sao hoc xong khong bi quén?
2. Hoc xong lam sao biét ap dung vao cong viéc trong thue té?
Dé giai quyét van dé trén, chi co thé tra 1i 1a: Chung ta phai co cong cu hd tro.
Cong cu ho tro hiéu qua nhat hién nay la tri tu¢ nhan tao (Al) va mot $6 rng dung Internet.
|.  Ung dung tri tué nhan tao (AI) pho bién
1. Chat GPT - Bam vao day dé s dung Chat GPT

2. Copilot - Bam vao diy dé st dung Copilot

1. Ung dung Internet pho bién

1. Trinh duyét Chrome - Bam vao day dé st dung Chrome
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https://chat.openai.com/
https://copilot.microsoft.com/
https://www.google.com.vn/

111. BAT PAU CUNG CHAT GPT
Hay yéu cau CHAT GPT hudng dan cac cong viéce sau:
Khéi dong Excel trén may tinh bang Window + R nhu thé nao?
Excel c6 nhirng Tab nao?
Tab Home trong Excel c6 nhitng nhom cong cu nao?
B6i den vung tir B2:C4 trong Excel nhu thé nao?
Tron cac 6 B2:C4 thanh 1 6 bang cong cu Merge trong Excel nhu thé nao?

Muon bo viéc tron 6 thi thuc hién nhu thé nao?

S - o A

Tao khung vién cho bang trong Excel tir dia chi B2:E10 biang cong cu?
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BAI 2. KHOI PONG VA THANH PHAN GIAO DIEN EXCEL

1. Khéi dong phan mém Excel
Nhan t6 hop phim Windows + R = G tir “Excel” vao muc Open = OK (hoic Enter).

=] Run X

=/ Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

Open: | excel

Cancel Browse...

2. Luwu 1 Workbook méi tao ra:
File > Save > Chon noi luu dit liéu va dit tén > BAm chon Save.
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3. Thanh Phan Giao Dién
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Data BanHang | Sheetl | Sheet? ’| Sheet3 @ 4]
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Cuin doc
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1. Menu
2. Tab (The)

3. Ribbon (Thanh cong cu)

4. Group Ribbon (Nhoém cong cu)
5. Ribbon (Cong cu)

6. Name Box (Dia chi 6) RN R N o ey om0y "™
/. Formula Bar (Thanh cong thirc)
(Day la 6 Name Box| : Jx |Paylathanh cong thiic |
A B C D E F G
1
2 |
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BAI 3. POI TUONG VA THAO TAC CO BAN
1. Sheet (ky hi¢u SH)

Moi mét WB c6 nhiéu SH, néu coi WB la 1 cuén sé, thi SH nhur nhitng to gidy trong cuén sé
do, mot SH la mot to.

= Thém: Chon vao dau (+) dudi khu vuc tén SH.

= Pat tén: Chuot phai vao tén - Rename (hoac nhay dup vao tén SH).

= Xoa: Chuot phai vao tén - Delete.

= Sao chép: Giir chudt trai vao tén dong thoi gitt CTRL va kéo tha.

= An (Hién thi): Chudt phai vao tén = Hide (Unhide)

= Bio mit (Protect sheet): Chudt phai vao tén = Protect Sheet > Nhap mat khau néu can
= B6 bao mat: Chudt phai vao tén = Unprotect Sheet &> Nhap mat khau néu co
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= Di chuyén: Giit chudt trai vao tén Sheet dong thoi kéo va tha.

= Sao chép hoic di chuyén qua WB khac:

- BI1: Chudt phai vao tén SH = Move or Copy -2 tich vao “Creat a copy”
~ B2: Tai muc “To Book”, chon tén WB di chuyén téi > OK

Dashboard_Taoc bao cao dong trong Excel.xlsx - Exc

Mowve or Copy

5290426 {Tj View Code
2324823 I:' Protect Sheet...

Mowve selected sheets

Dashboard_Tao bao cao dong trong Excel.xlsx

-5'-54?55 [(new book]
IE':J Colaor b Dashboard Tac bao cao dong trong Excel.xlsx _.

5247549 )| | Luyen tap PivotTable.xlsx 9)

587164  Hide
5802900 | |1080tromM

| DASHBOARD ) * | H
20111358, _
DT NGA 0 T TINH DT VUR Cancel
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2. Dong, Cot

Cét (Column) thuwong ky hiéu bang chir cdi, dong (Row) thuong ky hiéu bang con sé.
Q Chon cdt hoiic dong: Chon tro chudt vao ngay giira chit cai hodc con so.

3 Chon nhiéu cdt, dong:

v Chon lién tuc: Chon 1 ¢ot = Gitr Shift dé)ng tho1 chon cot khac;

v" Chon khong lién tuc: Chon 1 ¢dt 2 Gitr Ctrl dé)ng tho1 chon cot khac.

[ X6a: Chon cot hodc dong = Chudt phai = Delete (Hoic Ctrl + “dau -)

[ Chén: Chon cbt, dong = Chudt phai=> Insert (Hodc Ctrl + “dau +)

0 Sao chép: Chon dong/cot = Chuot phai - Copy (Hoac Ctrl+C)

O Di chuyén: Chon dong/cét > Chudt phai = Cut (Hoic Ctrl+X)
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4 Dan:
v/ C1: Ctrl+V dé dan 1én cot bat ky.
v C2: Chudt phai = Insert Copied Cells (hoac Insert Cut Cells)
d An/Hién thi (Hide/Unhide): Chon cot/dong = Chudt phai = Hide/Unhide.
 Gian dong, cot
v Thu ¢dng: Chon tr6 chudt vao duong chi dudi dong hoac bén phai cot va kéo tha.
v Tu dong gidn theo Kich c& ndi dung: Nhay dap chudt vao duong ké (dong hoac cot)
v Piéu chinh do rong nhiéu cot hoic nhiéu dong bang nhau:

Quét chon nhiéu dONQ hodc cét = Kéo dan 1 dong hodc 1 cét trong ving chon
d Co dinh Dong/Cot
v' C6 dinh dong: Chon dong phia dudi dong can co dinh = View > Freeze panes;
v' C6 dinh cot: Chon cot phia bén phai cot can ¢6 dinh > View = Freeze panes.
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3. Pia Chi O:
Dia chi o dwoc ky hiéu bang Cot va Dong twong ung, vi du B12 = dia chi O nam trén cot B
va dong 12.

1 Chon: Chon tré chudt vao 6 bat ky.

[ Chon nhiéu 6: Chon 1 6 dau tién 2> Gitt Shift va chon vao 6 cudi trong vung.

3 Trén 6: Chon cac 6 can tron = Thé Home = Nhém Alignment = Cong cu Merge. ..
0 Xuodng dong tu dong trong 1 O: Chon O = Wrap text.

O Xudng dong thi cong trong 1 O: Chuyén dau nhay tai noi can xuéng > Alt + Enter
O Chinh sira ni dung trong 1 O: Chon O = F2 (hoic Click dup chudt vao O)

1 Tao ghi chi (Comment): Chudt phai vao 6, sau do:

v" Insert Comment (hoac Shift+F2) = Chén ghi chu;

v' Edit Comment = Stra Comment;

v' Xo06a: Chon Delete Comment.
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4, Tén \Vung

Vung la tap hop nhiéu é dwoc chon, dwoc ky hiéu boi dia chi dau tién va cudi cung trong
vung chon, két hop dau “:”, Vidu: A1:C10 la vung twwr 6 A1 dén 6 CI10.

Q Chon vung: Chon tré chudt vao gitta 1 6 dau tién va quét chon ra mot vung.

1 Chon ving nhanh: Chon 6 dau tién > Gitt SHIFT déng thoi chon 6 cudi cung, hoac
Ctrl+ Shift + End (Chi ap dung cho vung c6 dir 1i¢u).

Pé qud trinh tinh todan va chon vung dwoc nhanh va tién loi, vung nén dwoc dat téen.
4 Quy tac dat tén: tb + tén Sheet + diu cham + tén Cot hoic dong hoac vung.
Vi du: tbNhatKy.MaCtu

O Pat tén ving: Quét chon ving can dit tén > GO tén vao 6 NameBox = Enter
(hodc chudt phai vao vung chon - Define Name).

3 Goi nhanh tén vung: Nhan phim F3 (hoidc Fn + F3) dé goi cac tén vung da dat tén.
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= Khi stir dung cong thirc chi can go1 tén vung ma khong can quét chon vung.

=SUM(thSoLuong S6 lwong
SUM(number1, [number?2], ...) 1 00’36000
880,813.00
973,569.00
798,190.00
157,704.00
731,656.00
420,302.00
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* Chinh swra vung:

_ C1: Thé Formulas & Name Manager = Chon tén vung can stra = Edit.
_ C2: Hodc nhan Ctrl +F3 = Edit.

Data Review View

0

Text Date & Lookup& Math&  More

Mame Manager ? et
HNew... || Edit... | | Delete Filter =

Mame Value Refers Ta Scope Comm
FORnT TTPEITT O A S~ LA — ngay bt ="CiUserswuanhy...  Workbo...
=l ngay2 Lo} ="CUsers'xuanh...  Workbo...
=l Print_Titles {"Ma HH","Ten HH",” DVT °,"5... =DanhMucHH!51:51  DanhMu...
Developer Add-Ins 7 Table ["25/05/2020°,"BH250520014"... =CT_CongNo!SAS1.. Workbao...
T Table1s {"25/05/2020°,"BH250520017"... =TheKho!5A514:5G... Workbo..
= | Define Mame T Tablez FEINHANT,"Ldp M&u Gido Bi.. =TongHop KH!SAS.. Workbao..,
T Table37s {,17/07/2020°, 436,000 -, =TH_CongMo!SAS2... Workbo...
.fI USE in FDFFI"II.J' T Tables x5, BAN HAMNG', " 18/05/20... =MhatkyMx!5A52:5... Waoarkbo..,
=l tbDanhMucHH. TieuDe {"Ma HH","Ten HH",” DVT °,"5.. =DanhMucHHISAS,., Workbo..,

CFEEtE frl:lr'l"l 5“ tbhDanhMuckH. TieuDe i"Ma KH","Ten EH",” 58T °,"Di DanhMuckH!ISAS Workbo

=DanhMucHH!5AS5... Waorkbo...

*  Time~ Reference= Trig~ Functions~

|1Librar1.r

T tbDMHH

Defined Mames

Bién soan: Bach Xuan Hién

thnnanpN){Tﬂf

["AFC0001",

{ NACD{}DE CThit nac daifM) ..

“Banh man AFC(Z...

—TnngHupN){T'SAS...

Workbo...

£ >
Refers to:
|I=NhatKyN){!$A$1:$T$1 |Fs
Close
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5. Xoa dir liéu trong Excel

e C1: Chon O > Phim Delete.

* (C2: Chudt phai = ClearContents.

* (C3: Thé Home - Nhom Editing = Chon cong cu Clear = Chon cac muc sau:
~ Clear All: Xoa toan bo (tue dinh dang, noi dung, ghi chu...);

_ Clear Formats: Chi xéa dinh dang (Chi x6a mau sdc, khung vién, in déam...);
~ Clear Contents: Chi xoa noi dung;

- Clear Comment: Chi xoa ghi chu.
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BAI 04. KIEU DU LIEU CO BAN TRONG EXCEL
|. Céc Kiéu Pinh Dang Thwong Dlng
Chon O > Thé Home = Nhém Number = Chon kiéu dinh dang trong khung chon.

Insert Page Layout Formulas Data Review View Developer Add-Ins Inquire Powe

L Calibri 11 A A

vl =& \Wrap e

1 Lopy ~

|-|.|
[
4
|-
4
*
L |
4
I[1]
I[1]
|

= 2=
¥ Format Painter —= = Merge &

aboard M Font M Alignment

Lim trim so

Diu ngan
cach tw dong
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|1.Pinh Dang Dir Liéu Kiéu So

1. Kiéu s6: Number Format

O Mot s6 lwu y vé dinh dang so:

v SO nén dé can chinh theo mic dinh ctia Excel 1a bén phai.

v/ SO nén dinh dang phan nghin va thap phan bang dau ngan céach ty dong.
v Trude khi g6 s6 thap phan, nén kiém tra dau thap phan la dau «,” hay «.”
v’ Néu so khéng nam bén phai, thi phai kiém tra lai bang cac cach sau:

Chon VA0 0 chita s6 = Chon Vao ddu ngdn cach tw dong, néu tw déng co phan thip
phan sinh ra thi dinh dang chuan.

v’ Néu so & dang Text, dung Text to Columns dé chuyén sang dang Number
Chon vung dir lieu - Data -2 Text to Columns = Next (ciz Next) = Finish
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2. Kiéu ngay thang Shordate

= Mot so lwu Y vé dinh dang Date:

_ Dt liéu Date ban chat 1a mot dang Number

_ Dit liéu dang Date mang cac dic diém nhu dang Number

_ Pinh dang ngay thang phai gd theo dung dinh dang cta hé thong.

_ Kbhi chon dinh dang kiéu General, néu né chuyén vé dang so & chuan dinh dang Date
_ Néu dit liéu Date & dang Text, ding Text to Columns dé xu ly

Chon vung dir lieu - Data -2 Text to Columns = Next (cir Next) = Finish = Dinh
dang lai Short Date
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3. Pinh dang kiéu chudi: Text

_ Kiéu Text nén can chinh vé bén trai theo mac dinh Excel.

~ Dé chuyén dinh dang sb sang kiéu Text, st dung ham TEXT.
~ Céc s6 khi cit tir mot chudi, s& cho ra kiéu TEXT.

_ Pé kiém tra dinh dang TEXT str dung ham ISTEXT.

« Sao chép dinh dang nhanh: dung cong cu Format Painter.

* Can chinh dinh dang hé théng:

Control Panel = Clock and Region =2 Change...Formats -2 Additional Settings.. 2
(Numbers = dang so; Time = dang gio phat gidy; Date = dang ngay thang nam).
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4. On Tap Kién Thirc Vé Pinh Dang Va Kiéu Dir Liéu

A. Khi g s6 dang thap phan, can chu y diéu gi sau?

a. Ctr dau thap phan 1a dau phay (,).

b. Can xac dinh dau thap phan dang st dung 1a gi méi gd.

B. Pé nhan biét dau thap phan dang sir dung, thue hién cach nao sau?

a. Vao hé thong ctia may tinh dé kiém tra.

b. ,G6 mot con s (vi du g 10000) vao Excel, sau d6 chon dau ngin cach tu dong dé nhan
biét.

C.Khi g6 so 12,500,120.54 vao Excel, can chi y diéu gi?

a. Ctr gb va dung dau ngan cach nhu s6 trén, vdi dau phay (,) 1a dau ngan phan nghin.

b. Phai xac dinh dau ngan cach thap phan trudc khi go.
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D. Khi nhép liéu s6, dau hiéu nhén biét nhap liéu ding dinh dang dir liéu kiéu so 1a
gi?

a. S6 sau khi gd tw nam bén phai cta O.

b. Tu c6 dau ngan cach phan nghin néu g6 s6 c¢6 3 chit s6 va chon dau ngin cach tu dong.
c. S6 sau khi gd nam bén trai ctia O.

d. Caavab déu ding.

E. Khi g6 dir liéu dang ngay thang nim, can chu y diéu gi sau?

a. Ctr gb ngay roi dén thang roéi dén nam

b. Can xem dinh dang hé thong kiéu ngay trudc thang hay thang trude ngay, sau d6 mai gd
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F. D¢ nhan biét dir liéu dang ngay thang nim gé di dung chwa, chon diéu nao sau?
a. Sau khi gd dit liéu ndm bén phai.

b. Sau khi g0, khi chon 6 d6 va chon vao dau ngan cach tu dong no s¢ bién thanh con sb.
G.Khi nhén dwoc mét to hoa don c6 ghi ngay 1a 31/12/2022, sé& nhép liéu thé nao?

a. Kiém tra hé thong xem ngay trudc hay thang trudc roi méi go.

b. Vao hé thong may tinh dé chinh stra dinh dang thoi gian vé dang dd/mm/yyyy r6i méi
go.
¢. Cahai y trén déu dung.
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BAI 05. TAO VA TRINH BAY BANG TINH

|. Tao Bang
= Tao, dinh dang khung vién va mau sic:

* C1: Quét chon vung can tao > Chon cong cu Border - All Border

File Home Insert Draw Page Layout Formulas Data Review View Developer Help Power Pivot
IL) e I:I "%’ Times Mew Roman ~ 11 ~ AT AT = = — ’3:7" ~ EE_’; General v @Conc
Li ~ ~ 9% > BZ Formr
Paste ] BIgoEElvo-v_f—\v = = === =-. =
~ < — <68 58 2 Cell
Undo Clipboard = F Borders ent M= Number M=
C4 ~ i< Bottom Border
A B C D {ii Top Border H | J K 1

]

Left Border

Right Border

N @)

All Borders Il

==
Outside Borders

Thick CQutside Borders

i~ Bottorm Double Border

i~ Thick Bottom Border

"_pm‘t.d;_.‘c'\DOO'-JO\'ﬂ-PWNH

Top and Bottom Border
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e C2: Quét chon vung can tao~> Chudt phai~> Format cells=> Border.

Format Cells [ ) |—-?'-?-—]1
_ ® chon kiédu dwéng ké
Mumber I Alignment I Fill I FProtection | -
e T ©) chon mau dudng keé
None | | """""" | || O P )
....................... outine  Ineiae ©) Tién hanh tao dwdng ke

€ Keé nhanh khung,

Text Text

alor:
Automatic 9

The selected border style can be applied by clicking the presets, preview diagram or the buttons
above.

Text Text

| oK | | cancel |
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I1.Sao Chép Dinh Dang Nhanh Vai Format Painter

Dé tao nhanh cac dinh dang giong nhau (mau sac, khung vién...), thi ta nén su dung cong
cu co san Format painter:

- B1: Chon vung c6 dinh dang can sao chép - Thé Home - Bam chon vao cong cu
Format Painter, xuat hi€n con tro kém cai choi.

- B2: Bam chon 6 dau tién cua vung can dan.

B I Cut Calib
== Copy
Fa=t= = =
_— F'_'E' Forrmat Painter I
ClhipbBEoard M
A3 —
= |
NS NPELSf S
1|
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[11.Can Chinh N¢i Dung Trong Bang
Chon 0 can can chinh, sau d6 chon mot trong cac cong cu sau:

Wrap text= xuéng
dong tw dong

Can gitra,
tren, dwoi

Font chiv- Co' chiv

Page LaycC

35

7 Calibn S General -
,,; E‘@v " : =
o) EL S I Il ) )5 - % 0 [m

Clipbo74d = Alignment Number M
Sao chep
dinh dang | | & H | 1

B=Boi dam
I= in nghieng
U=gach chan

Mau néen
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IV.Cac Buwdoc Nén Thue Hién Trudc Khi Tao Bang Tinh

1. Xac dinh hudng gidy va kho gidy chuan A4 (hoiac A3, A5...)
» Vao the Page layout va chon theo cac muc sau:

e Orientation: Huong giay =~ _r—l—Page == .

T L1
, . I MO (2 =
L4 Slze: Kho glay Margins fOrientatio Size Print Breaks
e — e Area v ~
/ Mp
Hwong|giay) Kb; GiAY)
2. Chon Font chit “Time New Roman” cho toan bd bang tinh.
3. K¢ bang, hoan thién ti€u d¢€, chinh do rong cac cot phu hop nd1 dung.
4. Hoan thién cac nd1 dung li€n quan sau khi da hoan thién cac budc trén.
5. Pinh dang dir 1i€u cho cac cot trude khi nhap lidu.
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V. Thuc Hanh

CONG TY TNHH GIAO DUC TIN HOC SAO VIET
MST: 3603708616
SDT: 093 11 44858

Website: blogdaytinhoc.com

BANG KE BAN HANG
NEUST BHAN DANE: ..o
DI Qi oo
35 3 OSSPSR TSURT
STT Ngay Ma hang Tén hang DVT Solwong  Don gia Thanh tién
1 20/08/2022 EZabl Gang tay Nitrile Ezcare | Thimg 15,50 570.000 8.835.000
2| 20/09/2022 BIO Kit Biocredit Test 1425 | 1.050.000 14.962.500
3| 20/10/2022 SATA May thé santafell Chiéc 50,00 | 2.800.000 140.000.000
4/ 20/11/2022 EZabl Gang tay Nitrile Ezcare | Thimg | 200,00 | 1.200.000 240.000.000
5/ 20/12/2022 VGLabl Gang tay Nitrile Vglove | Thimng 100,00 | 1.350.000 135.000.000
6 20/01/2023 BIO Kit Biocredit Test 120,00 | 1.200.000 144.000.000
7| 20/02/2023 EZabl Gang tay Nitrile Ezcare | Thimg 20,00 210.000 4.200.000
8 20/03/2023 HUMA Kit Humasis Test 5.00 450.000 2.250.000
9 20/04/2023 VGLabl Gang tay Nitrile Vglove | Thimg 10,00 230.000 2.300.000
10| 20/05/2023 BIO Kit Biocredit Test 200,00 450.000 90.000.000
TONG CONG 734,75 951.000 781.547.500
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CONG TY TNHH GIAO DUC TIN HQC SAO VIET
MST: 3603708616

SDT: 093 11 44858  Website: blogdaytinhoc.com

BANG KE BAN HANG
DA 1 I TSSOSO
DA QI o
S T . e GIA0 11 D0, oo
STT Ngay Mi hang Tén hang DVT | S6 hrong Pon gia Thanh tién Tilé % Ghi chi
1 20/08/2022 EZabl Géng tay Nitrile Ezcare Thung 15,50 570.000 8.835.000 1,13% Giao gap trong ngay
2 20/09/2022 BIO Kit Biocredit Test 14,25 1.050.000 14.962.500 1.91%
3 20/10/2022 | SATA May tho santafell Chiéc 50,00 2.800.000 140.000.000 17.91%
4 20/11/2022 [EZabl Géng tay Nitrile Ezcare Thung 200,00 1.200.000 240.000.000 30,71%| Cho goi dién
5 20/12/2022 VGLabl Gang tay Nitrile Vglove Thung 100,00 1.350.000 135.000.000 17.27%
6 20/01/2023 BIO Kit Biocredit Test 120,00 1.200.000 144.000.000 18.42% Giao thu tién mit
7 20/02/2023 EZabl Gang tay Nitrile Ezcare Thung 20,00 210.000 4.200.000 0.54%
8 20/03/2023 HUMA Kit Humasis Test 5.00 450.000 2.250.000 0.29%
9 20/04/2023 VGLabl Gang tay Nitrile Vglove Thing 10,00 230.000 2.300.000 0.29%
10 20/05/2023 BIO Kit Biocredit Test 200,00 450.000 90.000.000 11,52%
TONG CONG 734,75 951.000 781.547.500 | 10,00%
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c.ry TNHH THIET KE THI CONG No1 THAT T HOUSE Mat: 0313802301
27 Cd‘}ng Quynh, Phudng Nguyén Cuw Trinh, Q.1, Tp HCM

SDT : 086.68.18.119 Hotline:0979.99.93.94 - 0931.313.759 Stk: 66866666
4 Web : www.thietkevathicong.com.vn Email: thousechcm@gmail.com ¢
S Email: xuongsxbepgiare@gmail.com Nh: A Chau (ACB)
PHIEU PAT HANG
BAO GIA CO HIEU LUC PEN HET THANG 12 NAM 2016
Cong ty ching toi tran trong giei dén quy khach hang !
STT VAT LIEV TU BEP TONG | BEP DUOT | BEP TREN (mét| .. . . DAO BEP (mét .
THUNG TU CANH TU (TREN+ DUGY) | (mét dii) dai) s WK e e
Canh MDF khédng am son mau 5,800,000 3200000 2,600,000 4,000,000 3,840,000 | 700 - 800

Tay niim, bin I¢
glam chiin, ray

5,800,000 3,200,000 2.600.000 4,000,000 3,840,000 | 700 - 800 hjc kéo Ivan

Cdnh MEC khang am Phu
Melamine van go/Veneer thwong

Thing gb MFC
khang dm phu
Melamine mau

Canh MDF khdng am Phu
Laminate van go

Canh ACRYLIC béng guong

7.300,000| 4,100,000 3,200,000 5,125,000 4,920,000 | 700 - 800

(i an; .
rang MDF khdng dm c6 duimg ddn 7.500.0000 4100000 3200000 51250000 4.920000| 700 - 800 z‘:":,c'li ":f;“ng":‘"
o ray hjc kéolvan

Canh ACR YLIC bong guwong
MDF khang am khong cé deomg 8,200,000 4,700,000 3,500,000 3, 700,000 5,640,000 | 700 - 800
ddn canh

POI1 VOI1 THUNG GO MDF SE CONG THEM 10%, HDF 20% GIA O TREN
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BAI 06. KY NANG IN AN

|. Cai Dt May In
Vao File> Print hoac nhan t6 hop phim Ctrl+P
@ Pritnt: Lénh in @ Kho gidy
@sébﬁnin VT .
9 Tw dong don cot hoiac dong vao 1 trang in
@ Chon may in , _
@ Hién thi khung lwéi chinh trang in
@ In tir trang so.. Pén so... .
Hién thi va xem trang in

@ In kiéu 2 mit hoiic 1 mit

@ Huéng gidy

< Xem them hinh anh trong trang sau.
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pr——
o- Copies 1 9

| 3 =
= -
i _
Print ¥éu ciu: CEan chinh trang in cho Jep wa hop Iy
Printer
-9— STT DA HO TEN
Microsoft Print to PDF >
l::% Ready - 1 1 [14x4ns1001 Ngé Hodng Léc An
2 2 |14K 4081167 Meuvyen Phisc A
Frinter Froperties 3 3 |14xacsioos L& Dhisc Kidu Anh
4 4 |14K 4021013 %& Thisy Bao Anh
5 ettt | a g 5 5 s |14k 4pB10185 }:_51;}-5:-_1_,--; Gia Bao
& 5 [14K 4081019 B8 Thi Kim Chi
D Print Active Sheets - T 7 |14 4081173 MWerrsn Qi Crone
Only print the active sheets g 8 |lsE 408102 Phan ;Ih’" D‘f““""
o o 14K 40EL11 TS Meuran BEvnh Dricng
Pages = | to 'o' 10 10 |14x4pB1028 Meuwsn Hie Toin Brat
11 11 |14K 4081038 Hi Thi Héns Hanh
Collated 12 12 |14¥K 4c81041 L5 Thi Thisy Hing
1,223 1,23 1,23 13 15 |14K 4081184 Weursn Whit Hodng
14 14 |14k 4081199 SEn Brirc Hiznz=
Portrait Orientation - 15 15 |14R 4081051 Dhrons BEns o
?j 18 16 |14 40810543 Tran Quans Huxr
= Lotter 17 17 |14k 4081108 BdiNgoc Lim
I:I . o - 18 18 |14x 401201 TirZn Thi Thisy Linh
8.5" x 11 il 19 12 [14K4nm1200 Dhan Trons L
20 20 |14 401078 Phan Xusn Hién Dof=i
@ Custom Margins - 21 21 |1axaos1207 Trin Thi hIF
232 22 |l14xaos1208 Phan “an Mam
0 Mo Scaling 9 23 23 |14k aos1009 1‘5913-: o };_-_-u}-i_n».-_
|__b| Li0ah Print sheets at their actual =|"’_|§Jll il =3 = JEERIAREIRES Nguyen Ho lch Mgy
S 5 515 -
Page Setup -
J0) ! =

1

of 195 »

K<) I =)

S Lwu v: Khi thue hanh cdc thao tdc lién quan in an, hoc vién phdi bét ché do in
(Ctrl + P) dé kiem tra lai cdc thao tac da dung chua.

TRUNG TAM PAO TAO TIN HOC SAO VIET
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11.Tao Vung In Cé Pinh
Khi in bang tinh, chi co duy nhat vang dwoc co dinh in ra ma thoi.

= Tao vung in: Chon vung —> Page layout = Print Area - Set Print Area.

= Thém ving in: Chon ving can thém (Vung nay khong dé 1én ving da cb dinh trude do)
—> Page layout = Print Area = Add To Print Area.

= Pé x6a in: Chon vung = Page layout = Print Area = Clear Print Area.

Insert Draw Page Layout Formulas Data Review View Developer Help Power Pi

rs ~ L_[\>.3 ]D [cg: # 5?15] —Width: Automatic ~  Gridli

s v I:[] Height: Automatic ~ Vv

Margins Orientation  Size Print | Breaks Background Print
s v ~ ~ ~ Arega ¥ ~ Titles LX] scale: 100% = (I
Pad [—% Set Print Area =~ Scale to Fit =~ Sh
~ ﬁ Clear Print Area Y
=4 Add to Print Area I:_) = Fr
= = ! Ton Nhap Xuat
| ‘ - A
Zen hang Sl dau ky trong Ky trong Ky
SK Am dun siéu téc SK-15L | Cai | 46 | 107 | 14 |
SK Am dun siéu téc SK-15T | Cai | 273 | 95 | 76 |
SK Am dun siéu téc SK-18H | Cai | 207 | 301 | 199 |
K Am dun siéu téc SK-18 | Cai | 110 | 124 | 304 |
BO chia gas MILO1/A BO 140 40 227
0 |Bép dién hong ngoai CP-10 Cai 138 11 248
2 |Bép dién héng ngoai CP-12 Cai 199 84 71
4D |Be€p dién hong ngoai CP-14D Cai 218 89 180
Binh loc nueéc B18 Cai S 198 292,
zbau lanh AMV-N36G/A3A-K Cai 84 275 246
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111.D6n Trang In Tw Péng

Khi trang in co mot so [t cot hodc dong vuot qud trang in hién tai, dé can chinh nhanh cho
vao trong trang ta sw dung chirc nang co san trong Excel, tuy nhién phai dam bao la ban
dd co gang tw can chinh bang tay.

= File > Print = tai muc “Scale to fit” nam gan chir Page Setup lua chon theo hinh sau:
Settings

@ Primt Active Sheaets
e
Oy primt thhe active sheasts

MNo Scaling

L ST} Primt sheets at their actual size _ D& ntaticaj\vao,| trang|in|

» - rFit Sheet on One Page /
_ll__bl'_ Shrink the printout so that it — Dénjtaticalcotyvaoitrong)i)trang|in
fits onmn one page /

—

I Fit All Columns on One Pag
[E Shrink The primtout so that it i=s

— /’/ Don(tat|caldong)vaoilltrang|in
F:it Aldl Rowws on One Page l

— —
| Shrimk thhe primntout so that it is
one page high

Custom Scaling Options...

I__bl MNo Scalimg
—
100 Primnt shheets at thheir actual... v-—_‘.

Page Setup -
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IVV.Nhiic Lai Tiéu Pé Dong, Cot Khi In

Khi bang tinh cé nhiéu trang, dong tiéu dé nén dwoc nhac lai cho cdc trang sau.

30| Danh sidch diém dinh kém .
31 [ 5T - I HO VA TEN - I SPT/EMATL - I Excel - | Wor - IPuwerPui - |
32 T /ﬁ [fvTha_ b SHfsOn Zviia  C ot Vil a7 = =]
33 2 NGUYEN THI XUAN o w hr2_ssts(@shinsungvina com.vn 8 8 8
34 3 DAM THI BAO L Dong tien de bang tinh J hr5_ ssts(@shinsungvina com.vn g 4 3
35 4  |PHAN THI THAO ptthao_hr@ shinsungvina com. vn g8 7 o
36 5 |NGUYEN THUY TRA " csr(@shinsungvina com.vn 8 8 8.5
37 6 |NGUYEN THI HOANG YEN " nthyen_ac@shinsungvina com vn 5 3 3
38 | 7 NGUYEN THI VAN " acc3_ssts(@shinsungvina com.vn | 1 IZI-I 3 5
- s B

= (Cac budc thuc hién:

The Page layout - Print Titles = thé Sheet > bam chudt trai vao “Row to repeat at top”,
sau d6 di chuyén chudt ra ngoai bang Excel, di chuyén con tréo mau den vao dong mudn
nhac lai khi in.

Xem thém hinh sau:
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|VV.Nhiic Lai Tiéu Pé Dong, Cot Khi In (tt):

Thurc hanh in dn

o I Page Layout 'l

argins Clrler'ltatln:-n Slze Print EBreaks Elach:gr-:uunc
- - - Area~

Page Setup

3 DAM THI E

_ . ) - Ly . -

STT | @) Chonldengimusdninhac)lailkhilin) BO PHAN SPT/EMA
1|{NG s B
2|NGUYEN 1 _ 1

Page Margins Header/Footer Sheet H

Print area:

g
,

4 PHAN TI_]]. ] Print ti'tIE'.‘S . 1
5 Rows to repeat at top: | o ) BAm | chuétitrailvao day, * I
5|\NGUYEN 1 <8 e SO, L]
Columns to repeat at left: + I
Bi&n soan: Bach Xuén Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trangds3



V.Panh So Trang

Mot bang tinh c6 nhiéu trang in, nén danh sé trang dé dé quan 1y,

* Cac bwéce thuwe hién: Thé Page layout - Print Titles - Header/Footer = Custom

Footer:

o Page Layout I

i

Pargins Orientation Slze F-‘rlnt
- - - Area - -

Page Setup

Elreah:s Elach:gn:uunn:

Thwc hanh in dn

|

Page Setup ? X
Page hargins Sheet
Pinh s6 tran
Header: e . g
dwdi ciing
(none) -

Custom Header...

Custom Footer...

Bién soan: Bach Xuan Hién

TRUNG TAM PAO

Footer  First Page Footer

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button. To format your picture, place the

cursor in the edit box and press the Formee ure button.

Left section:

Dit dau nhdc chudt tai diy

\ei 0K Cancel

TAO TIN HOC SAO VIET

Trangdi4




V.Panh So Trang

Mot bang tinh c6 nhiéu trang in, nén danh sé trang dé dé quan 1y,

* Cac bwéce thuwe hién: Thé Page layout - Print Titles - Header/Footer = Custom
Header :

Thuwc hanh 1in dn

O
Iy D[EH

PMargins Orientation  Size Print Breaks Elach:gn:-unn:
- - - Area -

Page Setup

Page Eetup

Fage MarginsIE
—

Panh so trang

g

Left section:

QEE 6 BEE

section: Right section:

. W@;

Dititrojchuotvaoday

trén dan
e Custom Header... n Custom Footer... |

—
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BAI 07: LOC VA SAP XEP DU LIEU TRONG EXCEL
|. Loc Co Ban

Dé nhitng doi twong can kiém tra dwoc hién thi, ta dung chitc nang loc dir liéu, Vi du dé
kiem tra nhitng nguoi €O tén Trinh, néu di do tung dong sé rat 1au, nhung néu loc ra riéng
tat ca nhirng nguwoi tén Trinh thi kiém tra rat deé.

Formula I Data

—
F DSho’wQ rio W Connections 8] EF‘ Y
EEH From Table [:Z] Propertie

1. Cac bwoc loc dir liéu: e e be e s O e

G t & Transform Connections

= Reapply
Advanced

y 4 0 N ~ . A 0 . A b NGUYEN THI NGOC TRAM
= BI: Quét chon tat ca vung dir liéu, bao gom ca tiéu dé. . :
] | Empluyeeﬂlfoqz‘ Employee Name 9 EI; Team EI G
= B2: Data - Filter. [svmor s swezees =

Y;\ Noamnhanhibojloc)c.c= Marme anagement Team
v |Management Team

Filter by Color
Text Filters o y |Management Team

* B3: Pé loc mot dbi taong, chon vao nut loc trén
dau cot,go tir go1 vy vao 0 tim kiém (Search) tai muc
sO 4 sau do nhan OK.

Management Team

Management Team

I:I Add current selection to filter Management Team
L[] HUYNH THI TUYET TRINH Management Team

Management Team

Management Team

Management Team

Management Team

Management Team

Management Team

| ok | | cancel

_|Management Team
SWVNLOGO1365 |[NGUYEN THI NGOC TRAM - Management Team
1 =

Y
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2. Mot s6 dang loc co ban: o
. 3 : Equals...

. . ~ X - T C H
= Text Filter: Khi loc c¢ot dang chuoi: Does Mot Equal...
~ Equals: Loc chinh x4c mot tur. oo 9 Begins With...
il
| Ends With...

- Does Not Equal: Loc cac tir khac biét 1 tir quy uoc.
Contains...

_ Begins With: Loc bat dau bang 1 tu.
_ End With: Loc két thuc véi 1 tir.

Does Mot Contain...

Custom Filter...

_ Contains: Loc cac doi tuong co chua tu can loc.

~ Does Not Contain: Loc tir can loc khong chia tir quy udc.
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= Number Filter: khi loc ¢ot so: :

_ Equals: = so quy uéc.

. A ’ Equals...
- Does Not Equal: <> s6 quy udc. Search S
- Greater Than > S0 quy uoc. Greater Than...

Greater Than Or Equal To...

_ Greater Than Or Equal: >=s6 quy udc. i

- LESS Than < Sé) quy lIé’C, Less Than Or Egual To...
, Between...

- Less Than Or Equal To : <= s6 quy udc. —_—

- BetWeen: Loc trong mot khoang quy ude. sz,

Below Average

~ Top 10: n s6 16n nhat, hodc nho nhat.

Custom Filter...

_ Above Average: Cac s6 16n hon gia tri trung binh cong.

_ Below Average: Cac s6 nho hon gia trj trung binh cong.
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11.Sap Xép Co Ban
1. Sap xép mjt cot:
= B1:Thao tac theo B1 va B2 cua loc dir liéu.

= B2: Bidm vao biéu twong loc, chon Sort A>Z
hoac Sort Z2A.

2. Sap xép nhiéu cot:

= B1:Thao tac theo B1 va B2 cua loc dir liéu.

= B2: Data> Céng cu Sort (Gan cong cu Filter).

_ Add Level: Thém cét can sap xép.

~ Tai bang hién ra o muc s 4, kich chon cét can Scfp xé'p sau dé nhan OK.

Xem them hinh anh trang sau.
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1 F

Home Insert Page Layout Formulas View

Developer

show Queries r (=] Connections Clear T [=" Flash Fill
: I;_"'bl:I|I . ;_rq. =|E=
‘rom Table Properties Y- Reapply B-f Rermowve Dup
Refresh Z l Sort Filter Text to
lecent Sources All = Edit Links A Y, Advanced e = Data Validati
ransform Connections Sort & Filter Cvi
Sort B |-
'a:ld Level “ }i; Delete Level H E|TE“| Copy Level IH . I I Options... I My data has headers
Column Sort On Order
| |sortby | mgay ban héngﬁ - | |values ~| |Oldest to Newest -
I Then by | Hing sdn xuét - Values - AtoZ -
Then by ; Values - AtoZ -
H.EI.E!I...E.E!.U...U.?.'.[!H .....................
Mgay cong no
Tén Khach hang
Khu vuc
Ching loai
Hing san xuat
M3 hang a
Tén hang CHE Cancel
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BAI 08: TIM KIEM VA THAY THE TRONG EXCEL
|. Tim Kiém Trong Excel

Dé tim kiem mot tie, mot con s0..., ta dung chirc nang Find san co trong Excel.

Cac buoc thuwe hién: SUNLOGUMY) [BE THjdsesna:
; | Find and Repl
= B1: Nhan Ctrl+ F. SVNLOGR0 [BETHD
~ 4N A <A A . SVNLOGIN k :
= B2: G0 tir can kiém trong 6 Find what. 1 [nd 'R“E'“*
] Chon Sheetnéu chi ind what: “3431
= B3: Chon Find Next. tm trong Sheet hien
. . . | tgi,cﬁanlrkhuuknEu
- Match case: Tim tir hoa thirong. bt b fted Sheet

_ Match entire cell contents:

7 Search:
Tim tw chinh xac voi tu trong 6 tim kiém. SVNLOGIM30 _[BE TH _ —
SVNLOGI430 EETI‘]] Loakin: | Formulas I Options <<

SVNLOGO2431  [BUTHI

! c :
SUNLOGIM431  [RUTHI Find Al “ Find Next | Close

FIMT AAAYAM ITTTT TTTITT T ARTA |nnnrl1|'nr Na
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|1. Thay Thé Trong Excel

Pé thay thé mét tir, mot con so... béz"ng mot tir hodc mét con sé khdc, ta dung chirc nang

Replace san cé trong Excel.

Find and Replace [ ¢
Cac budc thue hién:
, Find | Replace |
= B1: Nhan Ctrl+ F. _
? Findwhat 2631 Tacanjtha Y/ v
= B2: Chon th¢ Replace. | ——
) Replace with: || 2435 -’[‘irthawt_hﬂ v
= B3: Chon céc phép thay thé sau:
, Qptions »»
- Replace: Thay the tung tur.
_ Replace all: Thay thé toan bé cdc tir Tim thd’y.‘ Replace All | | Replace Find All 1| Find Next Close
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BAI 09: KIEN THUC CO BAN VE HAM TRONG EXCEL
. Mét S6 Chi Y Truwée Khi Thwe Hién Ham:

1. Phai nim ré yéu cau thue té ciia cong viéc dang lam

= Budc nay can phai biét lam 1 vi du nho bang thu cong.

= Xac dinh trinh tu timg budc cta viéc lam bang tay.

2. Xac dinh ham sé sir dung dé phuc vu cho céng viéc & buée 1

= Budc nay, phai mo ta dugce yéu cau bai toan theo mot cach tong quat va pho thong nhat.
= M Google va tra ctru v4i cum tir “Ham dung dé” + “Yéu cau”.

Vi du: “Ham dung dé tim kiém thong tin trong Excel 1a ham gi?”.
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3. Cach sir dung ham

= Phai nam dugc ¥ nghia cia ham (ham nay dung dé 1am gi?).
* Phai ndm duoc cau trac cia ham .

- Tén ham phai dung theo danh sach goi1 y.

_ Ham c6 bao nhiéu tham so.
~ Nhiém vu tung tham s6 1a i,

_ Dau ngan cach tham so phai theo hudng dan ciia ham.
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Daungan cdchitham s

r‘ Tén/ham

‘VLOOKUP
Tham)so)f Tham|so}2 Tham;so}3 Tham)s0/4
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BAI 10: TINH TOAN VA CONG THUC TRONG EXCEL
|. Cac Phép Tinh Co Ban
Cong (+), Trur (-), Nhan (*), Chia (/)
11.Quy Tac Thwe Hién Phép Tinh Trong Excel

Noi dung phép tinh = Enter, vi du: =3+2 - Enter s& ra két qua 1a 5

|11.Thue Hién Phép Tinh Véi Pia Chi O

Pé thuc hién tinh toan trong Excel, thuc hién chu yéu trén dia chi 0, vi du: =A1+A5+B13
IV.Sao Chép Cong Thirc Trong Excel (tt)

= (C2: Chon 6 c6 cong thire, di chuyén chudt vao goc dudi bén phai ciia 6 dang chon, xuat
hién dau cOong mau den -2 gitr chudt trai va kéo

= (C3: Quét chon tir 6 dau tién c6 cong thire dén hét ving can sao chép, nhan Ctrl+D (sao
chép tr trén xudng) hoac Ctrl+ R (sao chép tur tra1 qua phai)
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IV.Sao Chép Cong Thirc Trong Excel (tt)

= (C2: Chon 6 c6 cong thire, di chuyén chudt vao goc dudi bén phai ctiia 6 dang chon, xuét
hién dau cong mau den -2 gitr chudt trai va kéo

= (C3: Quét chon tir 6 dau tién co cong thirc dén hét ving can sao chép, nhan Ctrl+D (sao
chép tur trén xudng) hoac Ctrl+ R (sao chép tu tra1 qua phai)

V. Cong Thirc Trong Excel

Cong thire 1a mot tap hop cac pheép tinh, biéu thirc toan hoc, hang so, cac bi€n so... Cac

phép tinh co ban gom: + (Cong), - (Trir), * (Nhan), / (Chia)
Vi du: Tai 6 A3, nhap cong thirc =A1+A2-A5+25+SUM(A8:C9) - Enter

- & ®
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VI1.Pia Chi Twong P6i Va Tuyét Poi Trong Excel

Mét O tinh trong Excel déu du,",O’c gcfn VvOT mot cdi tén g,of ld‘d‘,ia chi o, dia chi d‘u’g’c ky hiéu
bang cach ghép tén cot voi so dong twong ung. Vi du: O nam trén cot B dong so 2 thi dia
chi ky hieu la B2

= Pia chi twong doi: 12 dia chi bi thay d6i khi sao chép cong thirc tir 6 nay sang 6 khac
= Pia chi tuyét doi: 1a dia chi khong bi thay ddi khi sao chép cong thtrc sang 6 khac

_ Pé co dinh dia chi, dung dau $, $ trudc chit cai la c6 dinh cot, trude so 1a co dinh dong
_ Phim tat nhanh dé c¢6 dinh dia chi trong cong thirc 1a dung: F4.

Vi du: Tai 6 B2 nhéap so 5, sau d6 thuc hién theo 2 yéu cau sau day:

1. Tai Al gd cong thirc “=B2” > Copy 6 Al sang 6 C5 thi gia tri 6 C5 cho két qua?;

2. Tai Al gd cong thitc “=$B$2” = Copy 0 Al sang 6 C5 thi gia tri 6 C5 cho két qua?.
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ON TAP KIEN THUC CO BAN VE HAM

Truéc khi dwoe giao mét cong viéc tinh toan, can phai lam gi truéc?

Xac dinh ham gi sé sir dung dé tinh toan.

Can nam 1o yéu cau thuc té cong viéc 1a gi.

Sau khi xac dinh dwoc yéu ciu cu thé ciia cong viéc, nén lam gi truée?
Pi tra tim ham sir dung cho cong viéc dang can tinh toan.

Tu duy bang phuong phap thi cong va trinh tu tinh toan trude.

Cau triic haAm gom nhirng thanh phan nao?

Tén ham va tham soO.

o ®® W T »®» DD T B

Dau ngan cach cac tham so0.

o

Ca 2y trén.
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4. Trwée Khi sir dung ham, can chu y diéu gi sau?
a. Ham dang st dung c6 nhiém vu la gi?
b. Ham dang sir dung c6 bao nhiéu tham s6?
c. Y nghia tirng tham s6 1a gi?
d. Dau ngin cach tham s6 1a dau gi?
e. Cady trén.
5. C6 cac ham nhw sau, trong mdi ham, hay cho biét?
a. Cac ham dudi dy c6 bao nhiéu tham s6 va dau ngin cach tham so 1a dau gi?
=TODAY(| VI
TODAY() MID(text, start_num, num_chars)

SUBTOTAL(function_num, ref1, ..)

=IF(
:SU BTOTAL(‘ IF(logical test; [value_if true]; [value if false])

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang60




LUU Y QUAN TRONG

CHUA PQC HOAC CHUA HIEU BAI 9 VA BAI 10, TUYET POI
KHONG PUQC QUA

KIEM TRA TRAC NGHIEM KY CANG
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BAI 11: HAM TINH TONG VA PEM
|. Ham Tinh Tong SUM
Ct phap: = SUM(quét chon vung can tinh)

Luwu y: Dé tinh tong nhanh, cé thé dp dung 1 sé thii thudt sau: Dt con tré chudt vao 6
can tinh tong hodc quét chon ving bao gom cd dong can tinh tong hodc cét can tinh tong
hodc cd dong va cét can tinh tong = Nhan vao biéu twong AutoSum hodc nhén Alt = .
Tuy nhién dam bao khéng c6 é trong hodc dong trong ndo trong ving tinh tong.

I1.Ham Pém COUNT, COUNTA, COUNTBLANK

Cu phap:

= COUNT (Vung can dém) = Pém s6 6 c6 chira ky tu dang so
= COUNTA (Vung can dém) = Pém s6 6 khong rong

= COUNTBLANK (Vung can dém) = Pém cac 6 rong

ChU V: Néu dém cdc kiéu ky tw dang chir cdi hay ky tw dac biét, phai dé trong dau ngdc
kép, vi du: COUNT (a,b,c,1) ham nay sé bao [6i, chung ta phai =COUNT (“b”,’c”,1)
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BAI 12: HAM TIM GIA TRI LON NHAT, NHO NHAT VA
TINH TRUNG BINH CONG
|. Sir Dung Ham Tim Gia Tri Lon Nhat, Nho Nhat

= Ham MIN, tim ra gia tri nho nhat trong diy so, cl phap:
= MIN(quét chon vung)

= Ham MAX, tim ra gia tri 16n nhat trong day so, ci phap:
= MAX(quét chon vung)

I1.Sw Dung Ham Tinh Gia Tri Trung Binh Cong

= Ham AVERAGE, tinh trung binh cong, cu phap:

= AVERAGE(Quét chon vung can tinh)
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BAI 13: HAM TINH TONG PHU
|. Ham Tinh Tong Phu Subtotal

Ham nay thwong dp dung khi bang tinh cé cdc nhém, né ¢é 2 diém déic biét:

2 S0 liéu té?ng tw dong cap nhdt khi thém nhom moi.

O Tw déng trir di cac dong bi an. |- SUBTOTAL (function_num, refl, ...
2 A 4 A LR =SUBTOT
< Tong phu khong thong ké cdc tong con. .
, . 3] 2 - COUNT T
= Cu phap: £33 - COUNTA
_ s A 1n , \ A X A 314 - max =
= SUBTOTAL(Chi s6 ham, Quét chon vung can thong k€) . I
/ s A 1.x ' 36 - PRODUCT
* (Cac chi s6 ham tuong ung: &7.spEvs
\ v LA A o e e R (-3 8 - STDEV.P
 Tu 1->11 la thong ké ca gia tri b1 an. £ - SuM
\ ) 41 K N e, .2 ) 3] 10 - VAR.S
« 101-> 111 1a chi thong ké gia tri dugc hién thi. E11 - VARP
1101 - AVERAGE =~ =

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang64



ON TAP KIEN THUC BAI 13
. Pé tinh tong cho mét vung dir liéu, sit dung ciach nao?
Dung phép tinh cong dé tinh tong cac O trong vung dit liéu vdi nhau
Dung Ham SUBTOTAL d¢é tinh
Dung Ham SUM dé tinh

o &»®» =

Pé dém co6 bao nhiéu 6 chira dir liéu dang s6?
Dung ham SUBTOTAL dé dém

. Dung ham COUNTA dé dém

Dung ham COUNT dé dém

o P N O

o
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Pé dém c6 bao nhiéu 6 cé chira dit liéu dung ham gi?
Dung ham SUM

Dung ham COUNTBLANK

Dung ham COUNTA

o & W

Pé dém c6 bao nhiéu 6 khong chira dir liéu dung ham gi?
Dung ham COUNT

Dung ham SUM

Ding ham COUNTBLANK

o ® A O

Dé tinh tong cho mot vung dir liéu, sir dung cach nao?

Dung phép tinh cong dé tinh tong cac O trong vung dit liéu vdi nhau

o ® 0O

Dung Ham Count dé tinh
Dung Ham SUM dé tinh

o
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Pé dém co6 bao nhiéu 6 chira dir liéu dang s6?
Dung ham SUM dé dém

Dung ham COUNTA dé dém

Dung ham COUNT dé dém

S

Pé dém c6 bao nhiéu 6 c6 chira dir liéu dung ham gi?
Dung ham SUM

Dung ham COUNTBLANK

Dung ham COUNTA

o » o O

Pé dém co6 bao nhiéu 6 khong chira dir liéu dung ham gi?
Dung ham COUNT

Dung ham SUM

Dung ham COUNTBLANK

o & NO

o
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BAI 14: HAM XU LY THOI GIAN
= Ham DAY, MONTH, YEAR: Tra vé ngay, thang, nim twong (g trong chudi

= DAY (Chuoi dang Date), cadc ham con lai twong tu.

= Ham HOUR, MINUTE, SECOND: Lay ra gi¢ hoic phut hoic gidy trong chudi.
= HOUR(Chudi chira s6 dang Date c6 chtra gio), cac ham con lai tuong tu.

= Ham DATE, TIME: La ham n6i cac thoi gian riéng 1é vé mot chudi.

= DATE(Nam, thang, ngay)

= TIME(G10, phut, giay)

= Ham WEEKDAY tra vé ngay thir may trong tuin

= WEEKDAY (Chudi s6 dang Date, k) thuong 1a k = 1, tuéng tmg Chu nhat 14 s6 1.
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BAI 15: HAM XU LY CHUOI
= Ham LEFT, RIGHT: Lay ra cac ky tu bén trai hoic bén phai cia mot chudi ky tu, Cl
phap:
= LEFT(Chudi c6 ky tu muon cit, s6 Ky tu can cat)

= RIGHT(Chudi c6 Ky tu mudn cit, s6 Ky tu can cat)

= Ham MID: Cit ra cac Ky tu bat ky ctia mot chudi ky tu, CU phap:

= MID(Chudi ¢6 Ky tu mudn cat, vi tri cat dém tir trai qua, so Ky tu can cat)
= Ham LEN: Bém so ky tu trong mot chudi, ¢ phap:

= LEN(Chudi ¢6 ky ty mudn dém)

» Ham TRIM: Xda cac ky tu trang v0 nghia trong chudi, CU phap:

= TRIM(Chudi chira ky tu can xt 1Y)

Vidu: SAO VIET = SAO VIET
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= Phép ndi chudi &: Nbi cac tir vdi nhau.
= A&B 2 AB... v61 A va B 1a cac tir hoac cac chudi ky tu bat ky.
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BAI 16: HAM XU LY SO
= Ham INT: Lay phan nguyén tir s6 thap phan. C phap:
= INT(S0 thap phan)

= Ham ROUND: Lam tron so, phan thap phan tir 1- 4 s& dugc tinh 1a 0, phan thap phan
tir 5-9 s€ dugc quy tron la 1 don vi va cdng vao két qua. Cu phap:

=ROUND(S6 thap phan, phan thap phan can lay bao nhiéu so)

= Ham MOD: Lay s6 du. CU phéap:

=MOD(S6 bi chia, s6 chia)

= Ham VALUE: Chuyén ky tu s6 dang Text sang Number. CU phap:
=VALUE(kY tu so6 dang Text)
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BAI 17: HAM XU LY LOI

|. Ham Xir Ly Loi
Ham IFERROR: Dung dé thay thé gia tri bi 16i bang 1 gié tri nao do, ¢t phap:

=IFERROR(O can kiém tra, gia tri mudn tra vé néu 161)
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BAI 18: HAM TIM KIEM (DO TIM)

* Ham VLOOKUP, HLOOKUP
Tim kiém thong tin lién quan dén 1 d6i tuong trong ving tham chiéu, ct phap:

= VLOOKUP(Dbi tugng di do tim, Vung do tim, Cot s6 may co thong tin can lay, 0)
= HLOOKUP(Ddi tugng di do tim, Vung do tim, Dong s6 may c6 thong tin can 1ay,0)
_ Tham s6 cudi cung néu la 0 la tim kiém tuyét doi, tirc la théng tin do tim c6 mdt tai hai

bang phdi giong nhau vé dinh dang va gid tri, con néu 1 la tim kiém twong doi. Chuwong
trinh Excel nang cao sé nghién cuu sau hon vé ham tham so 1.

_ Gid tri do tim trong ham VLOOKUP luén bat dau tir do tim tai cot dau tién trong bang
do tim.

_ Ving tim kiém ludn phdi co dinh.
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BAI 19: PHEP KIEM TRA VA HAM CO PIEU KIEN
|. Phép Kiém Tra Piéu Kién

= Bai toan c6 diéu kién thi ta phai kiém tra.
= Pé kiém tra 1 DK ta chi can so sanh d6i tuong can kiém tra véi diéu kién dit ra.
Vi du: Pé kiém tra mit hang chudi thudc nhom X pha1 khong, ta lam nhu sau:

=B4=“X” - Enter. .-:'rﬁ | A E C

MA HANG | NHOM | SL

5 [Khoai lang T 20

Luu V: Dé ktra DK, sir dung 6 phép so sinh sau: =, >, <, >=, <=,<>
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A Cac p)he)p13@ sanh:
3. <
4. >=
5. <=
p 6. <>
TRUE

Vi du: A>B hoac A<=B la mot phep so sanh
h‘@amc goi la phep kiem tra dieu kién
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|1.Ham C6 Piéu Kién If

Khi két qua tra vé phu thudc vao két qua ctia phép kiém tra diéu kién ta dung ham IF.

Cu phap:

=IF(Kiém tra diéu kién, Két qua mudn tra vé néu phép ktra ding, két qua mudn tra vé néu
phép ktra sai)

=IF(logical _test, [value_if true], [value If false]):

_ logical test: Kiém tra diéu kién (Biéu thirc so sanh)

~ [value if true]: Két qua mudn tra vé khi kiém tra diéu kién dung(True)
_ [value if false]: Két qua mudn tra vé khi kiém tra diéu kién sai (False)

= Moét 56 vi du thuce té vé ham IF:

Néu diém thi la 10 g:: g:;:c e Con phai tinh 1 nam c6 bao nhiéu gio

Néu diém thi trén 5 Ban s& diu tot nghiép Ngwoc lai Ban .I)Ahal tIAm kiem co trong danh sach
wu tién khong
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Kiem tra dieu kien

/—\

Muon 6 ket qua hien thi cdi gi nhap vao day,
néu phép kiem tra co ket qua "True"

I\Iuon o ket qua hien thi cai gi nhap vao day,
neu phép kiem tra co ket qué "False"
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BAI 20: BAI THI TONG KET CUOI KHOA
(12 Cau Ly Thuyét Lam Vao Vo, Thuc Hanh Lam Theo File Excel Trén Website)

1. Dé dém so 0 chira dir lieu dang so dung ham gi sau?

a. COUNTA b. SUM c. MID d. COUNT
2. Pé lay ra ky tw bat ky trong chudi dung ham gi sau?
a. VLOOKUP b. HLOOKUP c. RIGHT d. MID

3. Pé tim kiém thong tin cho mdt doi twong cho trwdc & mot bang, ma doi twong nay
c6 mit ¢ mot bang chira thong tin khac, c6 thé dung ham gi sau day?

a. MID b. SUBTOTAL c. VLOOKUP d. HLOOKUP

4. Pé lay ra ky tw bén trai ciia mt chudi ky tw, c6 thé ding ham gi sau day?

a. MID b. RIGHT c. LEFT d. VLOOKUP

5. Khi bai toan cé két qua tra vé phu thudc diéu kién cho trwéc, dung ham nio sau?
d

. WEEKDAY b. LEFT c. IF d. SUM
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6. Pé tra vé két qua la gia tri 16n nhat trong mot viung dir liéu, sir dung ham gi?
a. MID b. MIN c. COUNT d. MAX

7. Pé tra vé két qua la gia tri nhé nhat trong ving dir liéu, sir dung ham gi?

a. MAX b. DAY c. MIN d. COUNTA
8. Pé tra vé két qua 1a mdt ngay trong thang, sir dung ham gi?

a. MONTH b. WEEKDAY c. DAY d. SECOND
9. P¢é lam tron mjt s6, dung ham gi?

a. MONTH b. VALUE c. ROUND d. INT
10.Pé 1ay ra phan nguyén tir mdt s6 thap phan, sir dung ham gi sau?

a. MID b. RIGHT c. LEFT d. INT
11.Pé tinh trung binh cdng ciia mot viung dir liéu, c6 thé sir dung ham gi?

a. SUBTOTAL b. LEFT c. AVERAGE d. SUM
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12.Pé tra vé két qua 1a gia tri 16n nhat trong mét vang dir liéu, c6 thé sir dung ham
gi?

a. MID b. SUBTOTAL c. COUNT d. MAX
13.Bai thi thwe hanh cudi khéa.
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