Pinh Dang C6 Piéu Kién Trong
Excel

Rang Budc va Chi Din Nhép Liéu
Trong Excel

Truc Quan Héa Dir Liéu Véi Pivot
Chart Trong Excel

Str Dung Al Trong Excel

Bai Thi Cuéi Khéa Mén Excel



#

CHUONG I: PINH DANG CO PIEU KIEN TRONG EXCEL

O I. Muc dich nghién citru

II. NOi dung nghién ciru

Bai 1: T6 mau tu dong theo cong cu cb san

Bai 2: T6 mau tu dong ap dung cong thirc kiém tra diéu kién
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I. MUC PiCH NGHIEN CUU

Vi tinh nang tu dong dinh dang dir li¢u tu dong theo diéu kién dua ra, Conditional
Formatting giﬁp‘ nguoi fiﬁng chu dong trong viéc nhan di¢n cac sai sot, hoac dua ra
nhitng du bao vé mat so li¢u
Vi du:

+ Khi dir liéu b1 trung 1ap s€ bi td6 mau do
Hang ton kho dudi muc t6i thiéu s& bi t6 mau den
Cong ng sap dén han phai thu thi Font chit s& t6 ddm, mau vang va nén mau xanh
Dit ligu 15i s& tu an di
Dir li¢u trong thang s€ dugc tu dong ke khung, ngoai thang s€ bi andi ...

+ 4+ + + o+

HO tro tao bao cao truc quan

— Vi vay chung ta can lam no61 bat cac dir liéu quan trong dé nhan dién cac rui ro, hoac
tao ra cac bao cao truc quan dé dua ra quyét dinh nhanh nhat cho Cong ty.
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II. NOI DUNG NGHIEN CUU

[ BAI 1: TO MAU TU PONG VOI CONG CU SAN CO TRONG EXCEL ]

Chon ving — Home — Conditional Formatting — Highlight cells Rules — Chon phép

kiém tra can toO mau

file ' Home Yo insert  Draw Page Layout Formulas Data Review View Developer Help

—tn _— i
flj & cut |Times New Roman Jh V[ ATA C— r;"‘y; 22, p-Fext [Custom *b @ @ F/ @ g):( @ AutoSum
Paste (B copy ~ B I U iy v Av = = = = 3= Merge & Center v $v% 9 %% B Rl el omatas  Cell IFser; {Délats format -

Y < Format Painter - - = - - T/ == Formatting v| Tablev  Styles v ¥ ¥ v O Clear v
Clipboard N Font [ Alignment [ Number ] 1
E Highlight Cells Rules@ Greater Than...
v i fxll s =
A B C D E F G H J Top/Bottom Rules > & Less Than... Q
ﬁ Data Bars > @ Between...
AD VIET :
)&*— PO L [ cotorscates > | HZ] Eaual To..
& wwwaiblogdaytinhoc.com = =]
EEE Icon Sets > E@ Text that Contains...
2 2 - < New Rule... i
M sin phim ‘ San phim DVT | Noicung cip | S§ixong | Ghichu B Newry % A Date Occurring...
F@ Clear Rules >
£ 2 s @ Duplicate Values...
SPO1 Gao Tan Hau Giang 5(F [ Manage Rules..
SP02 Nudc sudi Thing Long An 50 More Rules...
SP03 Nu6e mam can 20 Can Phit Quée 15 (]
SP04 Puong Tan Bién Hoa 10 [}

Céu 1 T6 mau cho dit liéu c6 s lwong ban 1ém hon 10
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BAI 2: TO MAU TU PONG AP DUNG CONG THUC
KIEM TRA PIEU KIEN

Buwée 1: tao cot mdi dé 1ap cong thic kiém tra diéu kién
Buéc 2: sao chép cong thuc kiém tra tai 6 dau tién

Bwée 3: quét chon ving can t6 mau — Thao tac tiép theo hinh

_ Beart | New Formatting Rule X Format Cells Mau nén
| pm———- 1 jessesan 1
W] & Cut @ @ fpj | Selecta Rule Type: Number | Font | Border o ]}
i ‘ ——p==- E==n
- E@ Copy v Conditional §Formatas  Cell || Format all cells based on their values Background Q(‘i.or:
<& Format Painter Formatting v| Table v  Styles v = Format only cells that contain INo Color
Clipboard o R || = Format only top or bottom ranked values | ' [ ] | [ | |
. E Highlight Cells Rules ‘ = Format only values that are above or below average [ L ¥
v o | . o~ . M| :ﬁ
T > | = Format onl ly unique or dup ies . . {
Top/Bottom Rules I —
B @ P l— Use a formula to determine which cells to format Lo) ’\j) om AEEEEEER
‘ ¥ ? EEEEEEEEN
@ Data Bars > | Editthe Rule Description: _,# o o T 1. EEEEE
| -
| | Format Vie @ this formula is true: ’,” - ,’
@ Color Scales > ~sr>10 D4 a hi a0 da m pr Fill gffects... More Coll
2 > an cong thire vao day 2. '
‘ , I e ‘ 2 L ' :
PR oot s | [ eeeessses @’ Dinh dang Font chir nhu:
=0 p=—- —— A ia N -
| preview: —— i Forinat. i In dam, In nghiéng, mau chi...
FE NewRule... ] | ———— i
e .
1 1
fS Clear Rules > @_-?f-___' Cancel ! Sample
@ Manage Rules...
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CHUONG II: RANG BUQC VA CHI DAN NHAP LIEU TRONG EXCEL

I. Muc dich nghién ctru
II. NOi dung nghién ctru
Bai 3: Tao huéng dan nhap liéu
Bai 4: Rang budc nhap liéu (nhap liéu theo quy dinh bat budc)
Bai 5: Tao danh sach nhap liéu phu thudc trong Excel

Bai 6: Tao canh béo khi nhép liéu khong ding yéu cau
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I. MUC PiCH NGHIEN CUU

Trong qua trinh nhap li¢u, néu dir liéu khong dugc kiém soat, thi rat dé dan dén nhap sai

Vidu nhu:

+  Nhap dir liéu khong c6 trong danh muc da quy udc
+ Nhap s6 dién thoai nhung thiéu sd, vi du sdt c6 10 sb nhung lai nhap duogc 9 sb
+  Dir liéu chi cho nhap dang s6 (number) nhung lai nhap sang dang chudi (text)...

— Vi vay, cac cot dit liéu tuong tmg can tao ra cac hudng dan tu dong, cac canh bao khi
nhap khong dung yéu cau, hodc khong chap nhan dir li¢u nhap néu dir li¢u khong dap
ung cac dieu ki¢n dua ra.
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II. NOI DUNG NGHIEN CUU

BAI 3: TAO HUONG DAN NHAP LIEU TRONG EXCEL

Chon vung — Data — Data Validation —

File  Home Insert Draw Pagelayout Formulas

GBhbBL B

Review  View

Developer Help  Table Design

2/ iz L)

Data Tools

Data Validation

Settings

Show input mefsage

When cell is selegted, show this i

Title:

Error Alert

en cell is selected

(Huc’mg dan nhép liéu cot ngé)a

Get  From  From From Table/ Recent Existing Refresh H Sort Filter Textto Flash Remove
Datav Text/CSV Web  Range Sources Connectior Alv [ B S& Advanced  Columns  Fill  Duplicates Validation v
Get & Transform Data Queries & Connections. Sort & Filter
B10
A G HI J K L M N 0
5
SAD VIET "
£ QUETMA QR
DE TRUY CAP WEBSITE
A @ www.tinhocsaoviet.com
5
6
7 BANG KE BAN HANG
8
PVT § Gid bin Thanh tién .
9 lugng 1) Hay tao huéng din cho ngwdi nhap liéu nhw sau
10 Tai cot "Ngay ban'". tao huong dan nhap liéu cho nguoi ding nhu sz
11
12
13
14
15
19 | [Huéna din nhap liéu cot nady

TIN HOC SAO VIET

#Bach Xuéan Hién

]

B 093 11 44 858

Input
Ean hay nhap liéu ngay ban vao day, chd y nhap ding quy dinh ctia hé théng’] . | |
Clear All Cancel
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BAI 4: RANG BUQC NHAP LIEU TRONG EXCEL ]

Any value: nhap dit lidu bat ky

Whole number: chi cho nhap dir liéu dang s6
nguyén theo do 1om quy udce

Decimal: chi cho nhap dit liéu dang s6 thap phan
theo d6 16n quy udc

Text length: chi cho nhap dir 1i€u vaoi do dai ky tu
dugc quy ude

Date: chi cho nhap dir li¢u dang ngay thang nam
theo d6 16n quy udc

List: chi cho nhap li¢u theo danh sach quy udc

Chon ving — Data — Data Validation —

Formulasl Data ). Review View Developer Help  Table Design

[y TR = = | B-
! 0 9 Data Consolidate
a @ Advanced  Columns  Fil - Duplieétes [Validation v

dsting Filter
Sort & Filter

# Queries & Connections

nections

Dueries & Connections Data Tools

Gid bin Thanh tién

1) Hay rang bugc va tao cianh bao cho ngwoi nhip liéu nhw sau

| Tai ¢t "S6 lwong", chi cho nhap sb 16n hon 0, va noi dung cinh b

Data Va!idation/ 1 X 5

((settings o ut Message  Error Alert
lon hunOI

Validation criteria

Allow:

elp
Whole number QB Ignore blank )
| ————

Huéng d|

S6 lugng

céc s6 lor
4
+

(7] Apply these changes to all other cells with the same settings

Clear All oK Cancel

o



| BAI 5: TAO DANH SACH NHAP LIEU PHU THUQC TRONG EXCEL |

Buwéc 1: Tao cau truc

Lap cac cot dir li¢u riéng
biét. Dong dau la "Tén
nhoém chinh" (bat budc
viét lién, khong khoang
trang), bén dudi 1a céc
"Muc con".

TIN HOC SAO VIET
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(- C D
Bac v |Trung Nam v
Bac Kan Binh Dinh Lam Dong
Bac Giang Da Nang An Giang
Bac Ninh Dak Lak Ba Ria - Vung Tau
Cao Bang Dak Nong Bac Lieu
Dien Bien Phu |Gia Lai Ben Tre
Ha Giang Ha Tinh Binh Duong
Ha Nam Khanh Hoa Binh Phuoc
Ha Noi Kon Tum Binh Thuan
Hai Duong Phu Yen Ca Mau
Hung Yen Quang Binh Can Tho

B 093 11 44 858 @ tinhocsaoviet.com
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Buwoc 2: Dat tén vung dir licu (Define Name)

Vung Nhom chinh: B6i den cac 6
chira "Tén nhoém chinh". Nhap vao 6
Name Box (goc trén trai) dé dat mot
tén chung dai di¢n -> Nhan Enter.

Ving Muc con: Boi den phan dir
liéu nam bén dudi tiéu dé cua ting
cot. Tai Name Box, dat tén trung
khép hoan toan véi tiéu dé caa cot do
> Nhén Enter.
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[ Khu_vuc|

A

C

Bac

D

Bac

- |Trung

|~ [Nam

L)

Bac Kan
Bac Giang
Bac Ninh
Cao Bang

Binh Dinh
Da Nang
Dak Lak

Dak Nong

Bac Lieu

Lam Dong
An Giang
Ba Ria - Vung Tau

—
o
o]
[g]

] :

0N RA WN =

B

C

Jx

Bac v

Bac Kan

Bac Giang

Bac Ninh

Cao Bang

Dien Bien Phu

Ha Giang

Ha Nam

Trung
Binh Dinh
Da Nang
Dak Lak
Dak Nong
Gia Lai

Ha Tinh
Khanh Hoa
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Buwée 3: Thiét 1ap danh sach Cap 1 (Nhém chinh)
Chon 6 dich — Mo hop thoai Data Validation (Thé Data).

Tai the Settings — muc Allow — chon List.

Tai 6 Source, nhap: = [Tén chung dai dién ¢ Budc 2].

Data Validation

hE- O
§ [% ReE;:h j
BB Ay A

form Data  Queries & Connections
v

B (%

Tao List

ome Insert Draw Page Layout

Formulas_| Data

g

Currencies

Data Types

nh Sach Phu‘Thuc}c |

IKhu Vuc M\h |Huv§n

0)

[s6 ho ngheo |
|

Review View Automate Developer Help

= Comm | Settings | Input Message  Error Alert
@:} @ Validation criteria
7 \
- Foreca Allor )’
Analysisf  Sheet ITList — v I Ignore blank
A
£ Data Validation.. Data: In-cell dropdown
[€ circle Invalid Data between v
| Fo Clear Validation Circles Source: e\
I[:Khu_vuc Nt 1 s
O Apply these changes to all other cells withnthe same settings

TIN HOC SAO VIET
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Clear All

& 093 11 44 858 @ tinhocsaoviet.com

Cancel
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Buwéc 4: Thiét 1ap danh sach Cap 2 (Phu thudc)
Chon 6 dich — Mo hop thoai Data Validation.

Tai muc Allow — chon List.
Tai 6 Source, nhap ham tham chiéu: =INDIRECT([Toa d¢ 6 Cap 1])
Thyc hien tuong tw doi véi cdc cd’p nho hon

Ghi chii: Co ché hoat dong: Ham INDIRECT sé dwa vao gia tri dang dwoc chon o Cd’p
1 dé tr dong goi ding danh sdch Muc con twong vng da dat tén & Budc 2.

B m Data Validation ? X
Get & Transform Data ' Queries & Connections Data Types | Settings Input Message Erfor Alech
B5 g - S Validation criteria
A | B C D E | g | Ak -
. , - i ~ | &4 Ignore blank
1 Tao List Danh Sach Phu Thudc | J
2 Data: In-cell dropdown
3 between W
4 Khu Vuc__[Tinh Huyén S8 hd nghéo | Source:
5 Bac | || =INDIReCT(sBSS)| 2
6 v;.\. *
7] 0 P ™l | [
T ™ T——— ot
9 Apply these changes to all other cells with the same settings
10
1 Clear All Cancel
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Két qua dat duorc:

Khu Vuc

Tinh Huyéi

Bac

Tay Ninh | ~

Bac Kan |

Tong

Bac Giang
Bac Ninh

Cao Bang
Dien Bien Phu
Ha Giang

Ha Nam

Ha Noi

Hai Duong
Hung Yen

TP. Hai Phong
Hoa Binh

TIN HOC SAO VIET
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dong thay d6i ma khong can phai tao lai danh sach mai.

Khu Vuc

Tinh

Huyén

Nam

Tay Ninh

Tong

Binh Phuoc
Binh Thuan
Ca Mau
Can Tho
Dong Nai
Dong Thap
Hau Giang
Kien Giang
Long An
Ninh Thuan
Soc Trang

' Tay Ninh

B 093 11 44 858

@ tinhocsaoviet.com

Khi dbi sang mot nhom chinh md&i, danh sach thong tin cua cac nhom phu thudc sé tu

Trang 14



BAI 6: TAO CANH BAO NHAP LIEU KHI NHAP SAI YEU CAU

Chon ving — Data — Data Validation — Lam tiép theo huéng dan trong hinh

as | Data | Review View Developer Help Table Design
) —

—0— . P W
;,;. fouenes&Connectlons Ql M Y ; (; £

Zl Sort Filter Textto Flash  Removi
i & Advanced Columns  Fill  Duplicajes| validation v

D

ueries & Connections Sort & Filter

E F G H 1) K

" QUET MA QR
. DE TRUY CAP WEBSITE =
5 www.tinhocsaoviet.com

BAN HANG

Data Validation ?

: - f h bao cho ngwéi nhap
Settings Input Message | “E“fltof Ale__l_‘t__ |

nhap s 16n hon 0, va

Show error alert after invaliddat

When user enters invalid d
Style:
Stop

, show this erronalert:

|| Canh béo chuoang trinh 1256 16n hon 0

0

Error message:

Help
—_—

Ban chi dugc nhép gié tri 14 s6 16n hon 0

o
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CHUONG III: TRUC QUAN HOA DU LIEU VOI PIVOTCHART TRONG EXCEL

O I. Muc dich nghién citru

II. Noi dung nghién ctru

Bai 7: Cac budc tao biéu d6 trong PivotChart
Bai 8: Pinh dang biéu d6

Bai 9: Thiét ké biéu do

Bai 10: Tuy chinh biéu do chuyén sau
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I. MUC PiCH NGHIEN CUU

D¢ danh gia mot van dé ching ta can c6 cac con so, tuy nhién viéc danh gia thong qua
cac con sO s€ cham va khong thu hit bang hinh anh trgc quan.

Chinh vi vay, biéu do s€ giap cho cac con so tré nén thu hut hon va danh gia van dé
nhanh hon.

Mot s6 loai biéu d6 thuong st dung:

BIEU PO COT BIEU PO HINH TRON BIEU PO PUONG
T SAN LUONG B AN = M?E LE SAN LUQONG BAN CUA CAC KHU VUC o Ii:g HUGNG BAN HANG QUA CAC THANG

1.200

1.000

u Total

SPL1 SPL2 SPL3 SPL4 SPL5

Months (Ngay ban) ~
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II. NOI DUNG NGHIEN CUU

BAI 7: CAC BUOC TAO BIEU PO VOI PIVOTCHART

Bwéc 1: tao bang tong hop véi PivotTable

Budc 2: chon 1 0 trong bang — PivotTable Analyze — PivotChart

Data Review View Automate Developer H elzPivotTable Analyze | |
F] = =h® [Q_Z] Clear v [g?/"’ Fields, Items, & Sets o=
B % D hope T i
Insert  Insert Refresh Change Data Ll eled Recommended
Slicer Timeline v Source v [5] Move PivotTable 2 PivotTables
pup Filter Data Actions Calculations Tools
G H | K M N (o) P Q|

Row Labels - Sum of S& lvgng thuc hién

Giay dép oL 1,113
Phu kién =/ 274 |
Thoi trang 1,295
Grand Total 2,682

@ Xem tiép trang sau

TIN HOC SAO VIET

#Bach Xuéan Hién

B 093 11 44 858
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Bwéc 3: Tai hop thoai mé ra, chon lai biéu do va kiéu thiét ké phu hop

Insert Chart

Al Charts.

2) Recent
] Templates
ll]|]_ Column
w Line

® Pie

E Bar

M Area

E XY (Scatter)
@ wmap

[ﬁ,‘]j'] Stock

;f Surface
@ Radar

Bﬂ Treemap
@ Sunburst
|[ﬂ1 Histogram
é‘? Box & Whisker
[|I\_|]l Waterfall
? Funnel

@ Combo

.
hi| 2 MR o a3 93 A9

Clustered Column

D>
(i)
©>

G- Xem tiép trang sau

TIN HOC SAO VIET

“Bach Xuan Hién

Mt so6 loai bi¢u do théng dung:

- Column (Biéu do cét): Ding so sanh dit lidu
gilra cac nhom

- Line (Biéu dé dwong): Thé hién xu hudng ting
giam theo thot gian

- Pie (Biéu dé tron): Thé hién ty 1& phan trim

- Bar (Biéu do thanh ngang): So sanh dit liéu
theo chi€u ngang

- Area (Biéu d6 mién): Thé hién xu hudng va tong
gia tri

- 9bm\b0 (Biéu do két h{))’p).‘\Két hop nhiéu loai
biéu do6 trong cung mot bicu do

& 093 11 44 858 @ tinhocsaoviet.com Trang 19



Buwoc 4: Stra tiéu dé cua biéu do theo yéu cau

o) O O
56 lugng l 56 lugng
° ? , :
i Title Chart, Thong ké so lwong theo loai
300 300
250 250
200 200
C) 150 () 150
100 100
i 0
Dutmgden  Duimgtrang Gaothomlii Nudc mim Phi . Dutmngden  Dutmgtring Gaothomli Nudc mam Phi
Quoc Quoc
Tén sén phdm Tén san phdm ~
O O O

TIN HOC SAO VIET

“Bach Xuan Hién
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BAI 8: PINH DANG BIEU PO

@D Chon vao 1 diém trén biéu 36 — @ Format — @ Chon thanh phﬁn can dinh dang — @ Dinh dang

Chart Area: nén khu vuc
chung cua bi¢u do

Chart Title: tiéu dé

Plot Area: nén cua khu vuc
hinh anh

Legend: khu vuc chu thich
mau dir liéu

— Luu y:

+ Khi chon vao tirng muc
trong danh sach xo xuong,
thanh phan trén biéu do sé
tw chon.

+ Méi biéu do c6 thém mot s6
thanh phan khac nhau.

TIN HOC SAO VIET

File Home

TR

Data

Page Layout  Formulas

Review View Automate _ Developer  Halp.—Rivetch

1 L Shape Fill v
‘ ’

Insert  Draw

reAmatyze—"DESGN Format
' 14 v | e;
AAA =

A ~

Button Doanh thu 9 z Shape Outline v

Button Khu vuic &) Shape Effects v

i Selection Par
Chart Area Shape Styles N WordArt Styles &
Chart Title
Legend 5
Plot Area
l[ Series "Total"
3
4
= Khu vuc
: o . cén :I'ho ¢
= Da Nang
5 Ha Noi
2 ® Hai Phong
20 # TP. HCM
alal]
12 | L J
13 O O

#Bach Xuan Hién
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BAI 9: THIET KE BIEU DO ]

1. Thiét ké biéu do co ban

D Chon vao 1 diém trén biéu 36 — @ Design — @ Thuc hién theo huéng dan bén dudi

@ Chart Layouts: Tuy chinh thiét ké

+ Add Chart Element: thém bét cdc thanh phan
+ Quick Layout: cac kiéu bo cuc san co

® Chart Styles: mau duoc dinh dang san

© Data: dir liéu bang tong hop

+ Switch row/Column: hodn doi truc (ban chat
la do di liéu bang tong hop bi hodn doi giiva
dong va cot dan dén truc biéu do thay doi theo)

+ Select Data: chinh swa diw lieu

O Type: thay dbi loai biéu d6

TIN HOC SAO VIET #Bach Xuan Hién

Home Insert Draw Pagelayout Formulas Data Review View Developer Help  PivotChart Analyze \ Format

i & 9
Add Chart  Quick Change
Element v Llayoutv ~ Colors v

E=00

Chart3

B ol E

Switch Row/ Select = Change  Move
Column  Data  ChartType  Chart

Uk

tlaluthl -

_ o= @0
Vi fx .
B c D 3 F G H | J K

Sum of Thanh tign

700,000,000
600,000,000
500,000,000
400,000,000
300,000,000

100,000,000
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BAI 10: TUY CHINH BIEU DO CHUYEN SAU

1. Tuy chinh dwong lwéi chinh Major Gridline

Major Gridline la cac duong ké ngang/doc chinh trong ving biéu do, twong tng voi cac
gia tri 1on trén truc, gitp nguoi doc:

e Xem doc gia tri nhanh

e Lam bicu do6 dé phan tich khi bao co

TIN HOC SAO VIET

Saluongbén SBlungbin
Téng hop s6 lwong ban hang Téng hop 53 lrong ban hang
120
|
/\ Tél xéch
000
i // \ asne
e, " (R
. / \ roo "% | TR e
N
w0 ",
20 "
\ .
. foknoic
hosc Quinty  Taa \
énhang ~ \ 600 il
—

“Bach Xuan Hién

B 093 11 44 858

@ tinhocsaoviet.com

Khi can thiét ké slide chuyén nghiép, c6 thé lam manh — nhat dé khong r6i mat
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Pé tuy chinh Major Gridline, ta thuc hién nhu sau:

Chon biéu d6 — Click vao ving gia tri dit liéu — Chudt phai — Format Major Gridlines

Tai hop thoai hién thi, ta thuc hién tuy chinh cac thong sb (xem tiép trang sau)

oI

S5 luong bén =
T6ng hop s6 lwgng ban hang
1200 £
1,000 A

A Font...

S d]] Change Chart Type...
Tén
@ Select Data...

. [P :
5 B — }Venical(Value)V‘
8001 Fill  Outline
| \ /
400
Delete

200) ({‘__] Reset to Match Style

Giay thé thao Quan tay Tdi Xac

O
O

?j Format Major Gridlines...

0‘/ Format Axis...

Format Minor Grid-lines,..

TIN HOC SAO VIET

#Bach Xuan Hién

B 093 11 44 858

Format Major Gridlines vooX

~ Major Gridline Options

o
\;
\ /

O Solid line a
O Gradient line

() Automatic

Color

Transparency —— \0%

Width

Compound type

Dash type

Cap type

Join type

Begin Arrow type
Begin Arrow size

End Arrow type

- =
. S
= A —~IE
||||‘ 1] ‘m 2 i%il‘ il R
¢ i ¢ JiL < | <o < Ji < B < Qi < Qi< 2o il < )
4 G

End Arrow size

@ tinhocsaoviet.com
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No line: Khong hién thi duong vién cia truc
/ chuoi dir ligu.

Solid line: Hién thi duong vién vd1 mot mau
duy nhat.

Gradient line: Duong vién c6 hi¢u tng
chuyén mau tr mau nay sang mau khac.

Automatic: Excel tu chon mau theo chu dé
(Theme) cua biéu do.

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

Format Major Gridlines

+ Major Gridline Options

v Line
() No line
O Solid line
() Gradient line

() Automatic

@ tinhocsaoviet.com
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Color: Chon mau cu thé cho duong vién.

Transparency: Diéu chinh mirc dd nhin xuyén qua (0% la rd
hoan toan, 100% la trong su6t hoan toan).

Width: Diéu chinh d6 day ctia dudng vién (tinh bang pt).
Compound type: Chon dang duong (don, d6i, day — manh

két hop...)
Dash type: Chon dang dudng lién, nét dut, cham, gach
cham. ..

Cap type: Cach hién thi hai dau cua duong: vudng, tron...
Joint type: Cach hién thi diém ndi giira hai doan thang:
nhon, tron, vat...

Begin Arrow type: Chon dang miii tén ¢ dau duong.

Begin Arrow size: Diéu chinh d6 16n mili tén ¢ dau duong.
End Arrow type: Chon dang mili tén & cudi duong.

End Arrow size: Diéu chinh d6 16n mii tén ¢ cudi duong.

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

Color ‘ Z ¥
Transparency — ‘ 0% 7 ]
Width | 0.75 pt
Compound type ‘ —
Dash type ’ v
Cap type |Flat v
Join type | Round ~ j
Begin Arrow type E »
Begin Arrow size § ¥
_—’

End Arrow type e
End Arrow size § ¥

@ tinhocsaoviet.com
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2. Tuy chinh Minor Gridline

4
Sum of 5§ lurgng thuchién

1,200

1,000

800

600

400

200

Ténhang »
.

Ao so mi Gidy thé thao Quén tay

O
19y

Téng hop s6 lwong ban hang

Chart Elements
Axes

Axis Titles
Chart Title
Data Labels
Data Table
Error Bars
Gridlines

Legend

ORRIOORKEOR

Trendline

Minor Gridlines 1a cac duong luéi phu nam gitra cac Major Gridlines. Cang nhiéu Minor
Gridlines, biéu do cang chi ti€t, tuy nhi€én néu qua nhi€u s€ dé gay ro1 mat nguoi doc.

Khi phan tich tai chinh — KPI — k¥ thuat, Minor giip nhin rd mic chénh nhé nhung quan

OROR[

TIN HOC SAO VIET

O
O

#Bach Xuan Hién

B 093 11 44 858

Primary Major Horizontal
Primary Major Vertical
Primary Minor Horizontal
Primary Minor Vertical
More Options...

@ tinhocsaoviet.com




O O O
Sum of 56 lugng thuchién
T6ng hop s6 luvgng ban hang
@ <
1,200
1,000
800
(o] (o]
600 - = Total
J H. [P~
R vertical (value) ~|
Fill  Outline ——————————
(U —
Delete
X fﬂ Reset to Match Style
Gidy thé thao Quan tay Tui xach
= A Font...
Tén
o— o )

Change Chart Type...

Select Data...

ormat Major Gridlines...

9) Format Minor Gridlines...

o’j Format Axis...

TIN HOC SAO VIET

“Bach Xuan Hién

Pé tuy chinh Minor Gridline, ta thuc hién nhu sau:

B 093 11 44 858

Format Minor Gridlines

~ Minor Gridline Options

[ @

v Line
() No line
) Solid line
_) Gradient line

O Automatic

Color

~

Transparency F—— ‘0%

Width [ 075pt

Compound type
Dash type

Cap type
Join type

Begin Arrow type
Begin Arrow size
End Arrow type

End Arrow size

‘IIII‘ ‘ m‘ ‘ ||||‘ ‘ m

@ tinhocsaoviet.com

Tai hop thoai hién thi, ta thuc hién tuy chinh cac thong sb (xem tiép trang sau)

X

Chon biéu do — Click vao vung gia tr1 ditr liéu — Chuot phai — Format Minor Gridlines
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No line: Khong hién thi duong vién cia truc
/ chud1 dir liéu.

Solid line: Hién thi duong vién véi mot mau
duy nhat.

Gradient line: Duong vién c6 hi¢u tng
chuyén mau tr mau nay sang mau khac.

Automatic: Excel tu chon mau theo chu dé
(Theme) cua biéu do.

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

Format Minor Gridlines

+ Minor Gridline Options

| -

v Line

) No line
) Solid line
) Gradient line

(o) Automatic

@ tinhocsaoviet.com
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Color: Chon mau cu thé cho duong vién.

Transparency: Diéu chinh mirc dd nhin xuyén qua (0% la rd
hoan toan, 100% la trong su6t hoan toan).

Width: Diéu chinh d6 day ctia dudng vién (tinh bang pt).
Compound type: Chon dang duong (don, d6i, day — manh

két hop...)
Dash type: Chon dang dudng lién, nét dut, cham, gach
cham. ..

Cap type: Cach hién thi hai dau cua duong: vudng, tron...
Joint type: Cach hién thi diém ndi giira hai doan thang:
nhon, tron, vat...

Begin Arrow type: Chon dang miii tén ¢ dau duong.

Begin Arrow size: Diéu chinh d6 16n mili tén ¢ dau duong.
End Arrow type: Chon dang mili tén & cudi duong.

End Arrow size: Diéu chinh d6 16n mii tén ¢ cudi duong.

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

Color ‘?
Transparency — ‘E]
Width (075pt
Compound type ‘E
Dash type ’?
Cap type |Flat  +|
Join type | Round v |
Begin Arrow type = v

Begin Arrow size ?
End Arrow type ?
End Arrow size = v

@ tinhocsaoviet.com
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3. Tuy chinh Axis

Axis 13 truc ctia biéu d6, day 1a cac duong dung dé hién thi va dinh vi dir liéu trén biéu
do.

e (ategory Axis:
o Thuong nam & phia dudi biéu do.
o Hién thi danh muc hodc thoi gian.
e Value Axis:

o Thuong nam bén trai biéu do. =™ :
.2 Y SPTIA S6 lwong ban theo tirng san pham
o Hién thi gia tr1 so liéu. —
1,200,000
1,000,000

Puongden Pudng trang Gaothomlai Nudc mam
Phii Quéc

800,000
600,000 o
. 400,000 Category Axis
Value Axis 200,000 . . V
Tén san phdm v
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pé tuy chinh Axis, ta thuc hi¢én nhu sau:

Chon biéu d0 — Click vao viung Value Axis hodc Category Axis — Chudt phai —
Format Axis...

Tai hop thoai hién thi, ta thuc hién tuy chinh cac thong sb (xem tiép trang sau)

1,200

Thousands

1,000

800

400

200

Sé Ilwong ban theo tirng san pham

Value Axis

Category Axis |x

1,400

3

Delete

ﬂ Reset to Match Style

A Font...

[[]] Change Chart Type...

ﬁ:ﬁ Select Data...

Add Minor Gridlines

Format Major Gridlines...

% Format Axis...

. - %

&Wv

== |vertical (valug) |

Outline

Show display units label on chart

[_] Values in reverse order

o

TIN HOC SAO VIET

#Bach Xuan Hién @ tinhocsaoviet.com Trang

\ Axis Options Text Options

O 1@ (al)

v Axis Options

Axis Type
O Automatically select based on data
O Text axis
O Date axis
Vertical axis crosses
O Automatic
() At category number
() At maximum category
Axis position
) On tick marks
© Between tick marks

[ Categories in reverse order

> Tick Marks
> Labels

> Number

L»J
[\S]



Value Axis

Units
Major: Gia tri chia nhom chinh

Minor: Gia tri chia nhoém phu

Horizontal axis crosses: Giao nhau véi truc ngang tai dau
Automatic: Ty dong (ndm ¢ gié tri 0)
Axis Value: [ | Nhap mot gia tri s& ldy lam diém giao nhau

Maximum axis value: Tai vi tri gia tri 16n nhat (trén cung)

Display units: Pon vi dugc hién thi

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

Format Axis v X

v Axis Options Text Options

SO @ (il

v Axis Options
Bounds
Minimum ‘ﬁ ‘ Auto
Maximum | 14E6 | Auto
Units
Major | 2000000 | Auto
Minor | 40000.0 | Auto

Horizontal axis crosses
O Automatic
O Axis value
) Maximum axis value
Display units lM:
Show display units label on chart

[ Logarithmic
scale

OJ Values in reverse order
> Tick Marks

> Labels

> Number

@ tinhocsaoviet.com Trang 33
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Tick Marks: Vach

400,000/ 1

200,000 -

Pudng den Pudng trang Gao thom I3i

Major type: Kiéu chia nhom chinh

Minor type: Kiéu chia nhém phu
None: Khong c6 vach chia
Inside: Vach chia d0 bén trong
Outside: Vach chia d§ bén ngoai

Coss: Vach chia dd cét ngang truc

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

chia do
Format Axis N7

 Axis Options Text Options

& O @ (]

> Axis Options

v Tick Marks
Major type | Outside v |
Minor type ’ Outside |~ ‘
None
? Labels Inside
S Mimnber QOutside

Cross
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Labels: Chon vi tri hién thi hodc an hién nhan dit liéu

Number: Dinh dang dir li¢u

Doanh thu

S6 Iwgng ban theo tirng san pham

VND 1,400,000 -
VND 1,200,000 -
VND 1,000,000 -
VND 800,000 -
m Total
VND 600,000 -

VND 400,000 +

VND 200,000 +

VND - -
Pudng den Puong trang Gao thom Iai Nudc mam Phi Qudc

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

Format Axis AV ¢

v Axis Options Text Options

SO = (il

> Axis Options
> Tick Marks

v Labels

Label Position | Next to Axis v

v Number
Category

@

‘ Custom

Type
| _(*#220);_(* (2220)_(*"-".. ~|

Format Code @

[ #220; (* (22200, ¢ "]

| Add |

Linked to source
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Category Axis

AXxis
Automatic ... Tu dong chon gia tr1 dya vao dir li¢u

Text axis: Truc dang van ban

Date axis: Truc dang ngay thang

Vertical axis crosses: Giao nhau vo1 truc doc tai dau
Automatic: Ty dong (ndm ¢ gid tri 0)
At category number: [ | Tai coOt thir [...]

Maximum axis value: Tai vi tri Il6n nhat (cuodi cluing)

Axis position: Can chinh vi tri truc
On tick marks: Nam trén vach chia

Between tick marks: Nam giita vach chia

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

Format Axis v X
Type « Axis Options Text Options
SO o= (il
v Axis Options
Axis Type

O Automatically select based on data
O Text axis
) Date axis
Vertical axis crosses
(o] Automatic
() At category number
() At maximum category

Axis position
) On tick marks
© Between tick marks
O Categories in reverse order
> Tick Marks
> Labels

> Number
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CHUONG IV: SUDUNG AI TRONG EXCEL

O I. Muc dich nghién citru

II. Noi dung nghién ctru

Bai 11: Al mién phi cho Excel va phuong phap ra 1énh



I. MUC PiCH NGHIEN CUU

“Hoc xong so¢ bi quén”, “Ham khé qua hoc khong nhé”, “Gip mot van dé la khong
biét phai héi ai”...

pé giai quyét cho van dé trén, Al chinh 12 mét Iya chon. Chi véi vai cau 1énh don gian la

Al c6 thé giup ban:

1.

2
3.
4
5

Huéng dan thyc hién chi tiét tung budc, cod thé go1 y thém Video hoac cac bai viét trén mang
Xitr 1y dir liéu truc tiép trén file cong viéc

Xuét dit liéu tir hinh anh, file PDF sang Excel theo yéu cau

Tu tao bang dit liéu theo yéu cau dé giai quyét cac tinh hudng trong thuc té

Tao bao cao va phan tich dir li¢u ké khi ban chi ¢6 kién thttc co ban nhat vé Excel
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II. NOI DUNG NGHIEN CUU

| BAI 23: AI MIEN PHi CHO EXCEL VA PHUONG PHAP RA LENH |

1. Mot s6 cong cu AI mién phi cho excel
CHAT GPT - GEMINI - COPILOT

Pay 1a 3 cong cu Al pho bién nhat hién nay. Phién ban mién phi cta nd ciing du gitp cho ngudi
dung xur Iy dugce rat nhiéu cong viéc khac nhau.

Ban nén dang ky tai khoan mién phi dé str dung duoc nhiing tinh nang hitu ich cta ung dung nhu:
cho phép xir 1y truc tiép véi tép tin, khong bi gidi han s6 lugng CHAT, luu lich sir cong viéc da
thue hién, ghi nhé céc kién thirc.

¢~ CHAT GPT va GEMINI: chi can c6 tai khoan Google (Gmail) 13 ding k¥ str dung mién phi
<~ COPILOT: phai c6 tai khoan Microsoft (Hotmail hodc Outlook mail...)

Ngoai ra c6 rat nhicu tmg dung khac rat hitu ich khac, tuy nhién trong giéi han chiing ta chi nghién
ctru 3 ung dung nay
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2. Mot so cong cu AI mién phi cho excel

Pé ra 1énh cho Al thi ban thuc hién theo cic bude sau:

1) Yéu cau Al chi dwgc phép ghi nhé tirng ciu 1énh, chi thwe hién khi cho phép:

C‘ﬁu Iénh: Téi,sé cung cép cho ban cac cau Iénh, ban hay ghi nh¢ cac cau 1énh va chua dua ra phan
ho61 nao, cho dén khi t61 ra Iénh OK ban ma&i thuc hién.

2) Gin Al vé6i linh vire chuyén mén cu thé

Cau lénh: Ban 13 chuyén gia xtr 1y va phan tich dir liéu trong phan mém Microsoft Excel

3) Van dé can giai quyét la gi:
Céu lénh: T6i can ban lap bao céo tong hop doanh sb ciia tirg nhan vién trong thang 5

4) Thong tin dau vao ma bai toan co:
Cau lénh: T6i1 c6 bang dir li¢u Excel gém: tén coOt 1, tén cot 2....
Budc ndy, ¢ thé chi can cung cap hinh anh 1a duoc (sit dung Snipping Tool ¢6 sin trén Windows)
5) Xac nhan thye thi cho AI
Cau Iénh: OK
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t6i s& cung cdp cho ban cac cau |énh, ban hay ghi nhd cac cu lénh va
chua dua ra phan hdi nao, cho dén khi t6i ra [énh OK ban mdi thuc
hién.

9
Paro.

Ban hay guri cac cau |énh, t6i s& ghi nhan va chua thuc hién hay phan hdi néi dung, cho dén khi ban ra Iénh

“OK".
oYL
ban la chuyén gia x& Iy va phén tich dit liéu trong phan mém Microsoft
Excel
9
Da ghi nhan.
6P Lo
t6i can Lap bao céo téng hogp Doanh thu cac san pham theo loai san
phdm
©f
D3 ghi nhan.
@0 PLC

D3 ghi nhan dir liéu.

@6 P Lo

OK, t6i thuc hién yéu cau

Dua trén bang dit liéu ban cung cap, bdo cdo téng hgp Doanh thu theo Loai san pham trong Excel nén
thuc hién nhu sau:

E} Muc tiéu bao cao
L]

Téng hgp Doanh thu theo tiing Loai san pham (SPL1, SPL2)
e (o thé md réng xem theo Tén san pham néu can

[F] Cach lam nhanh & chuan nhat: PivotTable
Budc 1: Chuan héa dir liéu

e Dam bao d liéu cé tiéu dé cot

e Khong cé dong tréng trong bang

e (ot Doanh thu 3 s6 (khéng phai text)

Budc 2: Tao PivotTable
1. Chon toan bd bang di liéu
2. Vao Insert — PivotTable

3. Chon New Worksheet — OK

TIN HOC SAO VIET #Bach Xuan Hién
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CHUONG V: ON TAP VA KIEM TRA CUOI KHOA

Bai 12: On tip va kiém tra cudi khoa




