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LOI MO DAU

% Khong biét tao bao cao nhanh, chuan, ding ¥ sép

& Giai quyét cong viéc qua lau vai cac cong viée 1ap di lap lai
& S6 liéu 16n x0n nén khong thé thong ké

& Bang tinh ning né vi qua nhiéu cong thirc

& S0 liéu khong thé lién két gitta cac bd phan, phong ban. ...

feu ro ban chat ham nén khong hi€u tai sao két qua sai

Khong biét khi néto thi dl‘mg ham néo vao céng VIEC dang gép phéi

C dung bang excel

¢ thong ké, bao cao va phan tich.

dén véi Tin Hoc Sao Viét, cac van dé nan giai trén s& duogc giai quyét mot cach bai ban,
chong va chuyén nghi€p, dé ban tré thanh nhan vién xuat sic, mot chuyén gia trong
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LOI MO DAU

rung tam Tin Hoc Sao Viét tu hao 1a don vi hon 10 nam kinh nghiém trong linh vuc dao

hong ké, Bao c4o va phan tich so liéu. Chung toi di dao tao cho hang trim Doanh nghiép, cho
ang ngan hoc vién 1a nguoi di lam, dong thoi chung t6i da cung cap dich vu viét phan mém,
file Excel theo yéu cau v6i hang trim don hang tir cac loai hinh Doanh nghiép khac nhau. ..

qua d6 ching toi hiéu rat rd tim quan trong va loi ich ma bang tinh Excel mang lai.

e —

Trong qua trinh bién soan, khong thé tranh duwoc mot so thiéu sot, vi vay su dong gop v kién
cua Quy het vién cho Trung Tam s€ lam cho nd1 dung tai ban lan sau dugc hoan thién hon.

han thanh cam on Quy hoc vién
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Bai 01
Thanh phan va Giao Dién Bang Tinh

Bai 06
Loc Va Sap Xép Dir Liéu

Chuyén nghiép — Tan tdm — Hoc thanh nghé
Bai 02
Cac Thao Tac Co Ban Véi Bang Tinh

Bai 07

Ho Chi Minh, Binh Dirong, Bang Nai Tim Kiém Va Thay Thé

Bai 03
Ky Thuat Trinh Bang Tinh

Bai 08
Tinh Toan Va Céng Thirc

093.11.44.858

Bai 09

Mot S6 Kién Thire Co ban vé Ham

Bai 04
K¢ Nang In An Trong Excel

Bai 05

Kiéu Dir Liéu Trong Excel

Bai 10
On tap Phan |




Bai 11

Bai 16
Ham Tinh Téng Sum Va TV
Théng Ké Nhém Subtotal Nhom Ham X Ly Thoi Gian
Bai 12 Bai 17

Nhoém Ham Dém Nhom Ham X& Ly Sé

Bai 13 Bai 18
Ve b Ve L4 . ? ~ 0931 144858
Nhom Ham T|_|2«: ﬁlsél'rg Nho Nhat, Nhém Ham Tim Kiém
Bai 14 Bai 19

Nhom Ham Tinh Gié Tri Trung Binh Nhom Ham Diéu Kién

Bai 15
Nhém Ham X Ly Chudi

Bai 20
On Tap Va Kiém Tra Cudi Khoa




KHOI PONG CHUONG TRINH
O C1: Nhan Windows + S=> G& “Excel”
O C2: Nhan t6 hgp phim WINDOWS + R-> G tir “Excel” vao muc Ope
@ C3: Tao méi tir chwong trinh hién tai hién tai: Nhan t6 hop phim Ctrl
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BAI 1. THANH PHAN VA TUY CHINH GIAO DIEN EXCEL

Menu

Fle WU Inset  Pagelayout  Formulas  Data  Review  View Power Pivot

D%QW'

aste BT U~ iie
. Format Painter !

Llipboard [ Font Alignment [ Number

VR %Wrap Text General v

A\v E=E= €% BMegebCeter v §% 2 G0

Nhom cong cu Tha céng cu
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BAI 1. THANH PHAN VA TUY CHINH GIAO DIEN EXCEL

Noi chika dia chi )

Cuon doc

Sheet

Cudn ngang

Data_BanHang | Sheetl | Sheet2 ”| Sheet3 | (+) l [<] | 3
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BAI 1. THANH PHAN VA TUY CHINH GIAO DIEN E

I. CAC THANH PHAN CO BAN TREN BANG TINH EXCEL
1. Menu

2. Tab (thé)
3. Ribbon (thanh cong cu)

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

6. Name Box (DPia chi 0)

7. Formula Bar (Thanh cong thirc) S | |
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BAI 1. THANH PHAN VA TUY CHINH GIAO DIEN EX ]
II. MOT SO THAO TUY CHON CAI PAT TREN BANG TINH EXCE

Chon File-> Options—> va thuc hién mdt s6 cai dit sau:

R

% Thay do6i Font chir miic dinh ciia Excel
Chon Gernaral-> chon muc “When Creating new Workbooks”

< Thay doi tinh toan tw dng trong Excel
Formualas—> chon muc “Calculation options”
% Thay doi thoi gian lwu tw dong ciia Excel
Save—> chon muc “Save workbooks”
< Tao Tab, Group méi dé quan 1y cac cong cu thwong dung
Customize Ribbon—> New Tab =Tao thé mo6i, New Group= tao nhom méi
< An, hién thi Sheet, thanh cudn |

Addvanced = chon muc thay d6i tai “Display options for this Workbook:” va
“Display options for this SHEET:”
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BAI 0. THANH PHAN VA TUY CHINH GIRO DIEN E)

II. MOT SO THAO TUY CHON CAI PAT TREN BANG TiNH EXC
O An/ hién thi cira s6 Menu, Tab(thé): nhin sang goc phai trén .
dau - , c6 miii tén hudng lén trén—> bam chon vao do, c6 cac n

Powrer Pivot | LA SNl ————

. fick: at the top
Ei'F the appllcatlc-rl to skhvowe TE.

E_;rl‘ Format as Table — & Tal:nsl Ejl'
E‘;.“" Cell Styles ~ | Show Ribbon ta oy, Chcok a

tab to =showw the cormmands.

% Conditronal Formatting —

] Stylies
Fm
== ow Bbhon tabe orre
cormrirmancs all the time.
=K | - L —— |

) A tosam hu_;M’-E:nu- thanhhcnng:cl;y

L1 n
%}Hiiéf § hi}MEnu,l_. a_;'n thanh cnng: cu

e iy B S e it~

@Hiéinu, thi toan bo Menu, thanh cOng:cu

.
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BAI 02. CAC B0l TUONG VA THAO TAC CO BAN [tiep)

I. WORKBOOK (ky hi¢u 1a WB)
Mbi mot file Excel dugc goi 1a mot WB, tén cua File 1a tén WB
< Tao méi 1 WB: 'E."_"j*L'i
[ C1: Nhan Windows + S hoac Windows =2 G0 “Excel” = Enter
O C2: Nhan t6 hgp phim WINDOWS + R-> G& tir “Excel” vao muc Open.

O C3: Tao moéi tir WB hién tai: Nhan t6 hop phim Ctrl+N
Luu 1 WB mgi tao ra:
Chon Ctrl+S~> chon noi luu dit liéu, va dit tén tai muc FileName = bam chon Save. Tir lan
sau, chi can nhan Ctrl+S 1a File tu dong luu.
* Sao chép (nhan bin) 1 WB :
O C1: M6 thu muc ¢6 File can nhan ban=> Chon WB can nhan ban = nhan Ctrl + C> bam
chon chuot trai ra ngoai—> nhan Ctrl + V

0 C2: Tai WB dang md, chon File> Save as=> “Luu 1 WB méi tao ra”
< Dong1 WB:
= Nhan Close(X) goc phai trén cung man hinh Excel hodc nhan t6 hop Ctrl+W

X/
000
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BAI 02. CAC DAl TUONG VA THAD TAC CO BAN [tiep]
II. SHEET (ky hiéu SH)

Mobi mot WB c¢6 nhiéu SH, néu coi WB 1a 1 cuén so, thi SH nhu nhitng to gidy trong cuén
sO do, mot SH 1a mot to.

o
*%

*

Thém: Chon vao diu + dudi khu vuc tén SH
< Dat tén:
A C1: Chudt phai vao tén = Rename
Q C2: Nhay dup vao tén SH
< Xéa: Chudt phai vao té€n = Delete
» Sao chép (nhan ban): Gitr chudt trai vao tén dong thoi gitr CTRL va kéo tha.



BAI O2. CAC BAI TUONG VA THAO TAC CO BAN [ti

II. SHEET (ky hi¢u SH) |
< An (hién thi): Chuot phai vao tén = Hide (Unhide) \

< Di chuyén: Gift chu6t trai vao tén Sheet dong thoi kéo tha \

< Sao chép hoic di chuyén qua WB khac: \
\

O BI: Chudt phai vao tén SH > Move or Copy-> tich vao “Creat a copy™

Q B2: Tai muc “To Book”, chon tén WB d1 chuyén t61—=> OK
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BAI 02. CAC BAI TUQNG VA THAD TAC CO BAN [tiep]

II. SHEET (tiép)
% Sao chép hoic di chuyén qua Workbook khac:

TS OUTO

Move or Copy

5290426 &7 View Code
5324823 57 Protect Sheet...

Sl Tab Color » HH

Move selected sheets

(new book)
Dashboard Tao bao cao dong trong Excel.xlsx E :

\A.

5247549

587164  Hide
5802900
5611138 i

DT NGAY @)oT TINH | DT VUR

4 |TOP 10
10 BOTTOM
DASHBOARD

Xem tiép trang sau
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BAI 02. CAC B4l TUONG VA THAD TAC CO BAN [tiep]

III. DONG, COT
Cot (Column) thuong ky hiéu bang chit cai, Dong (Row) thudng ky hiéu bang con so.

< Chon c0t hoac dong

Q Chon tro chudt vao ngay gitta chit cai hodc con s0
Chon nhiéu cft, dong:

A Chon lién tuc: Chon 1 cot—> gitr Shift déng tho1 chon cot khac

Q Chon khéng lién tuc: Chon 1 cot=> giit Ctrl dong thdi chon cot khac
» X6a: Chon cot hodc dong=> Chudt phai=> Delete (hodc Ctrl + “dau -)
% Chén: Chon cot, dong=> Chudt phai> Insert (hoic Ctrl + “dau +7)
» Sao chép: Chon dong/cot—=> Chuot phai=> Copy (hoac Ctrl+C)
< Di chuyén: Chon dong/cot=> Chudt phai> Cut (hodc Ctrl+X)

K/
0‘0
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BAI 02. CAC 01 TUONG VA THAO TAC CO BAN [tiep]
ITII. DONG, COT (Tiép theo)

< Dan:
Q C1: Ctrl+V dé dan dé va thay thé cot khac
A C2: Chuot phai—> Insert Copied Cells (hodc Insert Cut Cells), cach nay khong

thay doi cot khac ma ty chén them cot va dan vao.

% An/Hién thi(Hide/Unhide): Chon cdt/dong> Chudt phai—=> Hide/Unhide

< Gian dong, cot: Chon tro chudt vao duong chi dudi dong hoac bén phai cot.

% Co dinh dong/ cot: Chon vao 6 phia dud1 dong sé ¢6 dinh, hodc 6 bén trai cot ean cb

dinh—-> View—> Freeze panes—> Freeze panes



TRUNG TAM TIN HOC SAO VIET @ 093 11 44 858 i blogdaytinhoc.com + Bach Xuan Hién

BAI 02. CAC B4l TUONG VA THARD TAC CO BAN [tiep]

IV.PIA CHI O N
Dia chi 6 1a tén goi cua dong va cot trong ing, vi du B12= dia chi O nam trén cot B va
dong 12
% Chon: Chon tro chudt vao 6 bat ky
« Chon nhiéu 6: Chon 1 6 dau tién—> gitt Shift va chon vao 6 cudi trong ving
¢ Xoa: Chon 1 trong cac cach sau:
Q Cl: Chon O~ phim Delete
A C2: Chudt phai—> ClearContents

A C3: Thé Home—> Nhom Editing=> Chon cong cu Clear—> chon cidc muc sau:
v' Clear all: X06a toan b0 tir dinh dang, n¢1 dung, ghi chu...
v" Clear Formats: Chi x6a dinh dang
v" Clear contents: Chi x6a ndi dung
v' Clear comment: chi x6a ghi chu
v Clear Hyperlink: chi x6a lién két



TRUNG TAM TIN HOC SAO VIET Q9 093 1144858 i blogdaytinhoc.com +Bach Xuan Hién

BAI 02. CAC 80l TUDONG VA THAD TAC CO BAN [tiep]
IV. PIA CHI O (Tiép theo)

% Tron 6: Chon cac 6 can tron = thé Home = Nhom Alignment > Cong cu Merge. ..
% Xudng dong tw dong trong 1 O: Chon O > Wrap text.
X X‘u(‘)ng,d(‘)ng thi cong trong 1 O: Click dup chudt vao 6 > Di chuyén dau nhay tai noi
can xudng dong = Alt + Enter
«% Chinh sira ndi dung trong 1 O: Chon O QA F2 hoic chon O = Pua dau nhdy vao
thanh cong thirc hoac Click dap chudt vao O
¢ Tao ghi chi (Comment): Chuot phai vao 6 chtra ghi chu—>
U Insert Comment (hodc Shift+F2).
O Pé sira , chon Edit Comment
d X06a thi chon Delete Comment

[ Chén hinh vao Comment: Chudt phai vao vién ngoai > Format comment = colors
and lines = Color = Fill Effects = Picture
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BAI 02. CAC B0l TUONG VA THAO TAC CO BAN [tiep)

V. DIA CHI TUONG POI VA TUYET POI TRONG EXCEL
% Pia chi twong d6i: 13 dia chi bi thay d6i khi sao chép cong thirc tir dia chi 6 nay sang
dia chi 6 khac
% Dia chi tuyét doi: 1a dia chi khong bi thay doi khi sao chép cong thirc sang dia chi 6
khac
O Bé c6 dinh dia chi, dung dau $, $ trudc chit cai 1a co dinh cot, trude so 14 €6 dinh
dong.
Q vi du $AS$1 1a c6 dinh ca dong va cot, $A1 1a c6 dinh cot khong co dinh dong, A$1
1a ¢6 dinh dong khong co dinh cot
O Phim tat nhanh dé c6 dinh dia chi trong cong thirc 1a dung: F4.



BAI 02. CAC ol TUONG VA THAO TAC CO BAN |
VI. TEN VUNG

Vung 1a tap hop nhiéu 6 duge chon, dugc ky hiéu boi dia chi dau tién va ¢
vung chon, két hop dau “:”, vi du A1:C10 la vung tir 6 A1 dén 6 C10

¢ Chon vung: Chon tré chuot vao gitta 1 6 dau tién va quét chon ra mot

% Chon vung nhanh: Chon 6 dau tién-> gitt SHIFT dong thoi chon 6 cudi cu

Ctrl+ Shift + End (chi ap dung cho vung co6 dir li¢u)

< Pit tén vung: Quét chon ving can dit tén> gd tén vao 6 NameBox > |

(hoac chudt phai vao vung chon va chon Define Name)

* Quy tic dat tén: tb + tén Sheet + dau chidm + tén Cot hodc dong hoac vu

o VD: tbNhatKy.MaCtu :

% Goi nhanh tén viing: nhan phim F3 dé goi cac tén vung da dat tén




e
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BAI O2. CAC B4l TUONG VA THAO TAC CO BAN [ticép)
VI. TEN VUNG (TIEP)
¢ Chinh stra vung:
Q C1: Thé Formulas=> Name Manager-> Chon tén ving can sita~> Edit

O C2: Hoidc nhan Ctrl +F3-> Edit Name Manager 2 X

New... Edit... [ Delete Filter~
| 1}
MName Value Refers To Scope Comm
‘=l ngayl Tonf ="ChUsers'wuanht.. Workbo..,
‘=l ngay2 foot ="ChUsers'xuanhy... Workbo..
) i = Print_Titles {"Ma HH","Ten HH",” DVT "5, =DanhMucHHIST:S1  DanhMu..,
w Data Review View Developer Add-Ins T Table1 [*25/05/2020°,"BH250520014"... =CT_CongMolS451.. Waorkbo...
o T Table1s ["25/05/20207, BH250520017 ... =TheKho!SA514:5G.., Warkba..,
0 T Tablez FBINHAN®,"Ldp MAu Gido Bi... =TongHop_KH!SAS.. Workbo...
ﬂ T Table37a [, 17/07/20207," 436,000 7,7, =TH_CongMo!SASZ.. Workbo..,
— — fI Use in Formul T Tables {3, "BAN HANG®,"18/05/20... =NhatKyM¥!SA52:5... Workbo...
= : : £ i e :
Tt Dted Lookip . Mathd: Mot : L =i e
. - ‘._" Createfro'ﬂs : an L JdTeubie a . 1en = i lous =Llan uc r ar [« T
* Time~ Reference~ Tﬂg v Functions * ‘ T thDMHH "AFCODO1,"Banh min AFC(2.. =DanhMucHHISAS.., Workbo...
' . o oy o dna BEAm N 3 [ &
 Libr fined Nam e -
| Library Defined Names X TieuDe {"CHECK”,"Ghi Chu2’,"Noi D...  =NhatKyNX!SA31:5.,
| tbTongHopNXT4 HACDROZ2",Thit nac dui(M] .. =TongHopMXTISAS.. Waorkbo...
£ >
Refers to:
H'=NnatKyNX!sA51:3T51 =3 i
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BAI 03. TAOQ VA TRINH BAY BANG TINH
I. 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

General ~ BEH conc
$ ~ 25 9 BZ Forrr
%8 =28 B2 cell s

MNumber

o = X _ L
pa Ehlil E‘@ Times Mew Roman ~ 11 - A A

Paste -
B I U R ~ A~
= < (== ¢
I'—l Borders

Undo Clipboard =
W\ R Bottom Border

T

{
il
B %
{

¢
a

mt

m

Cc4 S
A B C D i~ Top Border o I T = .

]

Left Border

Right Border

)— iﬂ@rder
E. HH Al Borders u

Outside Borders

E2
Thick Outside Borders

2 Bottom Double Berder

Thick Bottom Border

Top and Bottom Border

Ihm“pc\omqo\m#wwu
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BAI 03. TAO VA TRINH BAY BANG TIiNH
I. TAO BANG
< Tao, dinh dang khung vién va mau sic

C2: Quét chon vung can tao> Chuot phai=> Format cells—> Border
Format Cells L2 S|

©) cGhon kiéu dwong ké
[ Number ]ﬂgnment [ Font IBorder Fill [ Protection | = Chenkisudu AG)RS
E— =9 _ ©) Ghon mau duéng ké
one @@= (L) [ e -f

____________________ “’/L—__ None Outline Inside @ “lgn-héﬂh't@,@ dl;é’)ﬂgl ke’
P ] | = ©) Keé nhanh khung,

| Text Text

77777 Text Text

Eo'on ) - :
AutomaticQJZl

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

[ OK ] [ Cancel ]
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BAI 03. TAO VA TRINH BAY BANG TINH [tiép)

II. SAO CHEP PINH DANG NHANH VOI FORMAT PAINTER
Pé tao nhanh cac dinh dang giong nhau (mau sac, khung vién...), thi ta nén
dung cong cu co san Format painter

B1: Chon vung c6 dinh, dang can sao chép > thé? Home = biam chon vao ¢on
Format Painter, xuat hién con tré kem cai choi
B2: Bam chon 6 dau tién ctia ving can dan

[ I6 Cut Cahb

Em Copy

Paste — - — =
F-‘ Format Painter -.

—~—

Clipboard —
A o
el A !
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BAI 03. TAD VA TRINH BAY BANG TINH [tiép]

III. CAN CHINH NOI DUNG TRONG BANG
Chon 0 can can chinh, sau d6 chon mdt trong cac cong cu sau

Wrap text= xuoéng
dong tw dong

4 Can giiva,
tren, dwoi

Page Layc

General
Paste s : . $ -~ % >

Number

Tao khung
vien

Can trai,
giiva, phai

Sao cheéep
dinh dang

B=Boi dam
I= in nghiéeng X -
U=gach chan Mau néen
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BAI 03. TAD VA TRINH BAY BANG TiNH [tiép]

IV. CAC BUOC NEN THU'C HIEN TRUOC KHI TAO BANG TINH
1. Xac dinh hudng gidy va kho gidy chuan A4 (hodc A3, AS5...)
o Vao the Page layout va chon theo cac muc sau
v' Orientation: Huéng gidy
v’ Size: Kho gidy

art Draw Dat
L
Margins jOrientatio Print Breaks

W e

Hi;ré;n‘glgi'y/
2. Tao, hoan chinh nd1 dung va can d61 bang tinh tinh trudce

3. Chon Font chir “Time New Roman” cho toan bo bang tinh
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BAI 03. TAD VA TRINH BAY BANG TiNH [tiép]

5. THUC HANH

CONGTY TNHH GIAO DUC TIN HOC SAO VIET
MST: 360.370.8616

DT:0812.114.345  Website: blogdaytinhoc.com

4 A X \
BANG KE XUAT HANG
Nguoinhan hang
Dia chi
SbT
STT_| MiHH Tén HH .| BVT_| SL | Dongii | Thanh tié;;v

CONGTY TNHH GIAO DUC TIN HQC SAO VIET
MST: 360.370.8616
DT:0812.114.345 Website: blogdaytinhoc.com
S lénh
LENH PIEU PONG NQI BO

Cin ctr tinh hinh san xuét, kinh doanh giita céc chi nhanh ciia Céng Ty, nay BGD yéu
toan kho, BP Kho chuyén hang tir chinhanh............................. Taidia chi.......
............................................ Dén chinhinh ..........c.coceeiiiioeeen. i

Ma hang | . Tén hang SL xué"l:‘,. Ghi chu
Ngueoi nhdn ky nhdn da nhdn ddy di s6 heong va chdt heong hang nguyén ven, méi 100%
Bién Hoa, ngay........ thang........ AAM.............
Ké toan kho Thii kho Ngwoi nhin hang Giam doc Thii kho Ké t




o

5. THUC HANH

CONG TY TNHH GIAO DUC TIN HOC SAO VIET
MST: 360.370.8616
DPT:0812.114.345 Website: blogdaytinhoc.com

Ngay Ngay

. S6 chirng t Noid Th
Ghi Sﬁ |L| Chl'lllgﬁtl 0OC u’ng D ()l ung u

N
-

S6 nay cé.....trang, tir trang ..... Pén trang...... ...
Ngay mo s6: )
 Bién Hoa, ng

Thi quy Ké toan truéng
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BAI 03. TAD VA TRINH BAY BANG TiNH [tiep]

5. THUC HANH

C.TY TNHH THIET KE THI CONG NOI THAT T HOUSE

27 Cong Quinh, Phwing Nguy@n Cu Trinh, Q.1, Tp HCM

SDT : 086.68.18.119 Hotline: 0979.99.93.94 - 0931.313.759

Web : www.thietkevathicong.com.vn Email: thousehcm@& pmail.com
Email: xuongsxbepgiare@gmail.com

PHIEU PAT HANG

BAO GIA CO HIEU LUC PEN HET THANG 12 NAM 2016

Mst: 0313892301

Stk: 66866666
Nh: A Chiu (ACE)

T e,

Cong ty chiing toi tran trong giei dén guy khach hang !

sTT VAT LIiEL TUBEP TONG | BEP DG | BEP TREM (mét| _ . . DAO BEP (meét .
THUNG TUO CANH TU (TREN+ DUGT) | (mét dai) dai) Eiaheidian aai) iz et
Cdnh MDF khdng cm som ot 5. 500 000 320000 2 B0 O o 0RO FELO O | TG - B0 T .
ay ndm, bin 1&
- T - gidm chin, ray
Colimp e i dm Hiif 5800000 3200000 2,600,000 Lo00.000| 3840000 | 700 - 80O hoc kéo Ivan
Melamine vdn goVeneer thurdmg
Thiing gé MFC . —— -
e MDE & P
i khang dm phii en E s iom f;ﬁ ‘:‘; i 7.300.000| 4,100,000 2,200,000 5125000  4.920.000 | 700 - 800
Melami : —
e atr:-';zzlna“ Cdnh ACRYLIC bing girong Ban 12 gism chén
MDF khdng ém cé dudng den 7.500.000| 4,100,000 3,200,000 5125000  4.920000| 700 - 800 SADE
Hafele, tay nam,
cail = -
= a 7 ray hic kéolvan
dnh ACRYLIC bdng guong
MDF kh&dng am khong o6 drcong &, 200, 000 4, 700,000 3,500, 000 3, FOA O} G040, 000 | 700 - 500
el cqnili
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BAI OU. K9 NANG IN AN

I. CAI PAT MAY IN
Vio File=> Print hodc nhan to hop phim Ctrl+P

@ Pritnt: Lénh in .
i @ Kho giay

Tu dong don cot hoic dong vao 1 trang in
@ Chon may in

) 1 oz X @ Hién thi khung lw6i chinh trang in
In tir trang so.. DPén so...

@ In kiéu 2 mit hosc 1 mit Hién thi va xem trang in
(® Huing gidy

Xem them hinh anh trong trang sau
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BAI OU. K9 NANG IN AN
I. CAI PAT MAY IN

w w w w w w |
-
= - & - > . = -
Yéu cau: Can chinh trang in cho dep wa hop by
Printer
3 . —9 i | STT MISW HO TEN
Microsoft Print to PDF :
1:% Ready il 1 1 |ismacsioor  ed Heine Léc T
= = e . 2 2 |1amacaiisT MeEurdn Phisc Arn
Frinter Properties 3 3 |14K4081005 L3 Dhic Kiu Anh
4 4 |14massio13 & Thisy Bao Arnh
< E"tt] n gS 3 5 |14 4081016 MNeuwinLE Gia Bao
- 5 & |14K 4081012 B4 Thi Kim Chi
D Print Active Sheets - 7 7 |ram4aos1173 Meurdn Quic Cirene
Oinby print the active sheets g i e e bl Do Tian: Thomoh
= = 14K 40E117TE MNeuren Bunh Drens;
10 10 |14K 4081028 Meuwdn Hire Todn Erat
11 11 [14K 4081038 Ha Thi Héng Hanh
12 12 |[14K4a0810491 L& Thi Thisy Hinz
13 13 (14K 4081184 MeEuwSn Mhit Hedng
14 14 |14K4as81184 En Briac Himng
Portrait Ornientation 15 15 [14F40B1051 Dhireng Bing Huy
16 16 |14 aca10s54 Trin Quans Huw
17 17 |14K 4081188 BEii Naoc Lim
|:| ) 18 18 |14 4081201 Trién Thi Thine Linh
B.5" x 11" il 10 | 10 |14k 4081202 Than Tiong L
20 20 |[14K 4081076 Dhen Xuén Hifn Nfmi
E Custom Margins o 21 | 21 [14xqos1207 Trin Thi BAE
L } H| 2 22 14K apai208 Phan Vin Tam
T'_b-lD Mo Scaling 'J 23 23 |14 4081004 "r’EBir: .. }\:'-_z:l.}':l-n.
D L) Print sheets at their actual siFe - = #h. MR ARRLEEE, i o Pl
Page Setup - 32
D) ! !

[c 1 |of195 »
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BAI O4. KY NANG IN AN

II. COPINH VUNG IN , ,
Khi in bang tinh, chi c6 duy nhat vung dugc co dinh in ra ma thoi
< Tao vung in: Chon vung = Page layout = Print Area = Set Print Area
% Dé x6a in: Chon ving > Page layout = Print Area = Clear Print Area

III. DON TRANG IN TU PONG

Khi trang in c6 mét sé it cét hodc do‘ng vuot qua trang in hién tai, dé can chinh nha
Vao trong trang ta st dung chirc nang co san trong Excel, tuy nhi€n phai dam bao la ban
gang tu can chinh bang tay.

< File=> Print-> nhin xudng 6 dudi cing, gan chir “Page setup” (Xem lai muc I)
Q Fit All Columns... : Don cdc cét vao 1 trang in
Q Fit All RoSH.. : Dén cdc dong vao 1 trang in
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BAI OU. K9 NANG IN AN

Khi bang tinh c6 nhiéu trang, dong ti€éu dé nén dugc nhac lai cho cac trang sau.

30| Danh sich diém dinh kém .
31|l sTI-] HO VA TEN (=] BOPHAN - .| SPT/EMAIL '+| Excel »| Wor - PowerPoi - I
32._- f— [MGUYEN VO THU DY P \ TF [TIviiE_hr e SIS g virla . C Ot vl Ej =il <3
3% 2 _NGU’Y’E\I'IH]}{U&\I _hr’«’ 55t5ﬁ‘5hm5m1g‘.ma com. vn 8| 8| 8
34| | 3 _B-’L\i THI BAO [ Dong tién da bang tinh ) |hr5_ssts{@shinsungvina com vn 8| 4| 3|
35| | 4 |PHANTHITHAO : - _ptﬂ}a_oﬁfn’ﬁsimmm}gﬁ.ma Com.vn 8| 7| 9
36 5 |NGUYEN THUY TRA _ " |csr@shinsungvina. com.vn 8| 8| 8. 5|
. i) 6 |NGUYEN THI HOANG YEN _ " \nthven_ac@shinsungvina com.vn | 3 _3_;
33 7 NGUYEN THI VAN g acc3_ssts(@shinsungvina comwvn | 10 3 5|

s Cac budc thyc hién:

Thirc hanh in dn

@ ﬁ L] [&%‘s (m

Margins Onentation  Size  Print  Breaks Backgrount
¥ g v Amar -

Print titles

Rows to repeat at top:

Page Setup —rg AN Columns to repeat at left:
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BAI OU. K9 NANG IN AN

Mot bang tinh c6 nhiéu trang in, nén danh sd trang dé dé quan 1.
Cac budc thuc hién

Thure hanh in dn

Left sectiom:

Right section:

Margins Orientation 5ize  Print Ereaks Backgrounclf Print
- o * Arear -

Page Setup

.

-
Header/Footeko eet

Page §etup

Dattrojchugtvaodiy

I Page | Margms
l

Panh s6 trang
trén dau
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BAI OS. BINH DANG DU LIEU CO BAN TRONG EXCEL

I.

3 Copy ~ N -
¥ Format Painter BI U-H-|Q"AI==
oboard M Font a
- F || 1000000 Khung chon cic
kiéu dinh dang
k | B | C 1 D | E ; F |

CAC KIEU PINH DANG THUONG DUNG
Chon O = thé Home—> Nhom Number = Chon kiéu dinh dang trong khung chon.

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

- b

A A

Calibn 111 ~

Dau ngin
cach ty dong
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BAI 0S. BINH DANG OU LIEU CO BAN TRONG EXCE
II. PINH DANG DU LIEU KIEU SO

% Kiéu s6: Number Format
Mot s6 lueu Y vé dinh dang SO
3 S6 nén dé cin chinh theo mic dinh cta Excel 1a bén phai
[ S6 nén dinh dang phan nghin va thap phan bang dau ngin cach tu
O Trude khi g6 s6 thap phan, nén ktra dau thap phan 1a dau «,” hay .
O Néu s6 khong nam bén phai, thi phai kiém tra lai bang cac cach sau:
= Chon vao 6 chira s6=> Chon vao dau ngin cach tu dong
O Néu s6 ¢ dang Text, duing mot s6 cach sau dé chuyén sang dang Number:
= Dung phép nhan s6 d6 véi 1 sang 1 cot khac, sau d6 copyva dan dang gia

tri nguoc lai vao cot do.
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BAI 0S. 8INH DANG OO LIEU CO BAN TRONG EXCEL

II. PINH DANG DU LIEU KIEU NGAY THANG
< Kiéu ngay thang day dii: Shordate

Mot sé6 huu y vé dinh dang Date:

O Ngay thang vé ban chat 1a mot con s, vi vay né mang cac dic diém ctia dang
Number, nhung dugce dinh dang kiéu khac Number.

Q Pinh dang ngay thang phai gd theo diing dinh dang ctia hé thong

L Khi chon 6 va chon dinh dang kiéu General, néu no chuyén vé dang con | =
sO la chuan dinh dang Date, con khong la dang dang Text.

O Dé chuyén nhanh sang dang Date, dung phép nhan s d6 véi 1 sang 1.¢6t khac, sau
d6 copy va dan dang gia tri nguoc lai vao cot do, roi dinh dang lai dang Date
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BAI OS. 8INH DANG OO LIEU CO BAN TRONG EXCEL

II. PINH DANG DU LIEU KIEU CHUOI
< Dinh dang ki€u chuoi: Text
Q Kiéu Text nén can chinh vé bén trdi theo mdc dinh Excel
Q Pé chuyén dinh dang sé sang kiéu Text, sir dung ham TEXT
Q Cdc s6 khi cat tir mot chudi, sé cho ra kiéu TEXT
Q Dé kiém tra dinh dang TEXT s dung ham ISTEXT
Luu y:

v’ Sao chép dinh dang nhanh: dung cong cu Format Painter
v’ Can chinh dinh dang hé thong: Windows+S = Control Panel > Clock and Region 2>
Change...Formats 9Addltlonal Settings.. 2

(Numbers= dinh dang sé; Time= dinh dang gio phiit gidy; Date= dmh dang ngay
thang nam)
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BRI 0S. BINH DANG CO BAN TRONG EXCEL
I1I. PINH DANG TUY BIEN TRONG EXCEL

Dung d¢ tao ra cac dién dat linh dong va dé hi€u hon so v&i viée néu chi dé moi
khong dep, hodc kho hiéu, hdy so sanh 2 kiéu duoi day:

HS > = : I
- A B = D | E |
1 STT STT
2. 1l 01
=% 22 02 Thang 08
4 =5 03
5 pas 04
6 S 05 07/08/2020
i
8 7 07 *
= 8 08 Ngay O7 thang O8 nam 2020
10 o 09
11 10 10
12 113l 11
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BRI 0S. BINH DANG CO BAN TRONG EXCEL
III. PINH DANG TUY BIEN TRONG EXCEL

BUOC 1

Calibi ~11 =~ A" A" $ -~ 9% »

| 01/05/2020]
X

Em
I "'D

I =0 A-EH %8

Cut

Copy

Paste Options:

i

i)

Paste Special...

Smart Lookup

Insert...

Delete...

Clear Contents

Quick Analysis

Filter > |
Sort »
Insert Comment

Format Cells...

Pick From Drop-down List...
Define Name...

Hyperlink...

»Bach Xuan Hién

| thang 05
- o
Format Cells
;i_NumbnAlignment I Font l Border I Fill I Protection
Category:
General - Sample 0
Number :
Currency L2
Accounting Type:
Date =
Time “thang mmﬁ
Percentage mm:ss -
Fraction mm:ss.0
Scientific @
Text

_(5* #,##0);_(5* (###0),_(5* "-")_(@)
_(* ##80);,_(~ (###0),_(" ") (@)

Sﬁecial a

[S-en-US]dddd, mmmm dd, yyyy
dd/mm/ "NAM

-

Type the number format code, using one of the existing codes as a

_(5* #,#50.00);_(S* (#,##0.00);_(5* "-"72);_(@)
_(* #,##0.00);_(* (¥,##0.00);_(* "-"72);_(@))

starting point.

[ ok || cance |
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BAI 6: LOC VA SAR XEP OU LIEU TRONG EXCEL

I. LQC CO BAN |
Dé nhimg do1 tuong can kiem tra duge hién thi, ta dung chirc nang loc'dir lieu, vi du de
kiém tra nhitng nguo1i ¢6 tén Trinh, néu di do tirng dong s€ rat lau, nhung néu loc ra rieng tat
ca nhirng nguo1 tén Trinh thi kiém tra rat de.
1. Cac bwéc loc dix li€u:
< B1: Quét chon tat ca vung dir liéu, bao gom ca tiéu dé
s B2: Data—> Filter
< B3: Pé loc mot do6i tuong, chon vao nut loc trén dau cot, g0 tr go1 v vao O tim kiém
(Search) tai muc s6 4 sau d6 nhan OK

d
Xem thém hinh anh trang sau S

&

1
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BAI 6: LOC VA SARP XEP OO LIEU TRONG EXCEL
I. LOC CO BAN T v oo

—
r r ~ AN — e Connections al .:A'l Clear
== — < z
1. Cac buorc loc dir liéu Tl e — © o
New Refresh o : Filter
Query ~ [ Recent Sources All-~ =) Edit Links ¥» Advanced
Get & Transform Connections Sort & Filter
I~ NGUYEN THI NGOC TRAM
D | E 3
Employee Coc‘zj Employee Name Team = G

SVNLO{ 2| SortAtoZ

 SVNLO{ £] SertZto A
SVNL.O{ Sort by Color

SVNLOfw Xéaynhanh bOJIQC) o cc Miarme

Managt::nmt ’Ir‘eamw

E
» |Management Team

Management Team

Filter by Color Management Teamﬂ

~ Ma{]agen“u:nt Team

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, Text Filters
SVINLOH Management Team
SVINLOt Management Team

------------------------------- [~ (Select All Search Results) -

vvvvvvv SVNLOH! --[] Add current selection to filter Management Team
SVNLOH [ HUYNH THI TUYET TRINH Management Team

. SVNLOM Ma;nagement Team |

~ SVINLOM Management Team

| SVNLOM Management Team
SVINLOH Management Team
SVINLOH Management Team
SVINLOH Management Team
SVINLOH L =5 | I tancel T Management Team
SVNLOGO01365 |[NGUYEN THI NGOC TRAM - Management Team

= L ——— == e 2 = =
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BAI B: LOC VA SAP XER DU LIEU TRONG EXCE

I. LOC CO BAN
2. Mét s6 dang loc co ban:
< Text Filter: Khi loc cot dang chudi
Equals: Loc chinh xac mot tu
Does Not Equal: Loc cac tur khac bi€t 1 tir quy udc
Begins With: Loc bat dau bang 1 tir
End With: Loc két thuc véi 1 tir
Contains: Loc cac d6i tuong co chua tu can loc
Does Not Contain: Loc tir can loc khong chira tir quy udc

Y) Clear Filter From "Tén KH

CO0DO0O0O

Equals...

== o - Dces Not Equal...
Filter by Color

Begins With...
(Select All) Ends W lih
Ceontains...

Dces Not Contain...

Custom Filter...
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BAI B: LOC VA SAP XEP DU LIEU TRONG EXCEL

I. LOC CO BAN
2. Mt so6 dang loc co ban:
< Number Filter: khi loc cot s6
Equals: = s6 quy udc
Does Not Equal: <> sb quy udc
Greater Than: > s6 quy udc v

Greater Than Or Equal: >=s6 quy u6c | |
Less Than: < s0 quy udc _ MNumbertes >

Equals...

Search P Does Not Equal...

Less Than Or Equal To : <= s quy udc ———
BetWeen: Trong 1 khoang quy udc Grester Than O Equal To..
Top 10: n s6 16n nhat, hodc nho nhat Less Than..
Above Average: Cac scf) 16n hon gia tri trung binth cong e
Below Average: Cac s6 nho hon gia tri trung binh cOng Top10..

Above Average

oo pooo0on

Below Average

Custom Filter...
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BAI 06: LOC VA SAR XEP OU LIEU TRONG EXCEL

II. SAP XEP CO BAN

1. SAPXEPMOT COT
** B1: Thao tac theo B1 va B2 cua loc dir liéu
< B2: Bam vao biéu tuong loc, chon Sort A>Z hodc Sort Z>A

2. SAP XEP NHIEU COT
¢ B1: Thao tac theo B1 va B2 cua loc dit liéu
s B2: Data=> Coéng cu Sort (Gan cong cu Filter)

= Add Level: Thém cét can Sap xép
= Tai bang hién ra o muc s6 4, kich chon cét can Sc‘fp xé}y sau dé nhan OK



\\
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BAI O6: LOC VA SARP XEP DO LIEU TRDI'IG EXEEL

Page Layout Formulas 1 Developer
show Queries | —n, L[2] Connections ‘1 Y > Clear [E% ES" Flash Fill
~
‘rom Table —&* |:Z] Properties < Y= Reapply B-B Remove Dup
Refresh z l Sort Filter Text to s
Recent Sources All ~ s Edit Links i Yo Advanced  columns =& Data Validati
ransform Connections Sort & Filter Di
Sort R -~ ﬂ X
:}d Level l 7< Delete Level ] E[® Copy Level ]l - J - [ Options... My data has headers
Column Sort On Order
Sort by Ngay ban héngiE: Values [ZI Oldest to Newest [EJ
I Then by ' H3ing san xuat - ‘Values [Zl AtoZ [Z]
Then by E Values EI 'AtoZ [z]
Ngay ban hana 3
Ngay cong ng
Tén Khach hang
Khu vuc
Chdng loai
Hang san xuat
M3 hang a
Tén hang OK [ Cancel
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BAI 01: TiM KIEM VA THAY THE TRONG EX

I. TIM KIEM TRONG EXCEL
Pé tim kiém mot tir, mdt con so..., ta dung chic ning Find san c6 trong
Cac buoc thue hién:

% B1: Nha + —
. ~a1} Cfﬂ FA A SVNLOGOM30  [BE TH[Awasnms—
*» B2: GO tur can kiém trong 6 Find what Find and Replace
N . SVNLOGO2430  (BE THI
s* B3: Chon Find Next = =

U Match case: Tim tir hoa thuong - | ]

S , .
d Match entire cell contents: o e et | foFumatse
Tim tw chinh xac voi tir frong o fim kiem | v
ls S MM sheet  [v]| 0 Mater L

SVNLOGO30 (BETH] 2% [iorkbook
SVNLOGIM30 |BETH] Lookin

‘ Options <<
=

SVNLOGO2431  [BUTH
SVNLOGU431 _[BUTH Lk Cost
CIAT AAMAN DT I nAAA IMM ﬁ_‘
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BAI 01: TiM KIEM VA THAY THE TRONG EX

II. THAY THE TRONG EXCEL
Pé thay thé mot tr, mot con s6. .. bang mot tir hoac mot con s6 khd
ning Replace san co trong Excel.

chuc

Cac buwdc thuc hién:
< B1: Nhan Ctrl+ F
¢ B2: Chon thé Replace

% B3: Chon céac phép thay thé sau: Find and Replace N r X
[ Replace: Thay thé tirng tur | '
0 Replace all: Thay thé toan bo cac tir Tim thay ™ (Rl

Fndwhat 2431 Lican(hay) 9
Replace with 2435 il thay)(he v

Options >>

Replace All Replace Find All Find Next Close
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I. CAC PHEP TINH CO BAN
Cong (+), Trir (-), Nhan (*), Chia (/)
II. QUY TAC THUC HIEN PHEP TINH TRONG EXCEL
= NOi dung phép tinh = Enter, vi du: =3+2 - Enter s€ rakét quala 5
I11. THU'C HIEN PHEP TINH VOI PIA CHI O
Pé thuc hién tinh toan trong Excel, thuc hién chu yéu trén dia chi 0, vi du: =A
IV.SAO CHEP CONG THUC TRONG EXCEL \
C6 nhiéu cach sao chép cong thirc sang mot 6 khac: \

BAI 08: TINH TOAN VA CONG THUC TRONG E

C1: Chon 6 ¢6 cong thitc > Ctrl + C, sau d6 chon noi can dan—> Ctrl ﬂ A
C2; Chon 6 o’co cong thire, di chuyén chudt vao goc dudi bén phai cia 6 ‘ :
xuat hién dau cong mau den > gilr chudt trai va kéo

C3: Quét chon tr o dau tién c6 cong thire dén hét ving can sao chéy
chép tur trén xudng) hoac Ctrl+ R (sao chép tur trai qua phai)
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blogdaytinhoc.com

BAI O8: TINH TOAN VA CONG THUC TRONG E

V. CONG THUC TRONG EXCEL
Cong thirc 1a mot tap hop cac phép tinh, biéu thitc toan hoc, hang s, cat
phép tinh co ban gom: + (Cong), - (Trwr), * (Nhan), / (Chia)

Vi du: tai 6 A3, nhap cong thic =A1+(A2-A5+%5+SUM( 8:C9) = Enter
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BAI 09: HAM TRONG EXCEL

I. MOT SO CHU Y TRUOC KHI THUC HIEN HAM:
1. Phaii nim ré yéu cau thuc té ciia cong viéc dang lam
o Budc nay, ngudi hoc can xac dinh dung hudng di va cach lam thu cong,
can st dung ham, ma hay dién két qua bang tay
o Xac dinh trinh tu timg budc cia viéc 1am bang tay
2. Xac dinh ham sé sir dung dé phuc vu cho cong viéc & budée 1
o Budc ndy, nguoi hoc phai mé ta duoc ngan gon yéu cau cia bai toan theo mot
quat va pho thong nhat
o Mé Google va tra clru v6i cum tir “Ham dung dé” + “Yéu cau”
3. Cach sir dung ham
% Phai nam dugc ¥y nghia ctia ham (ham nay dung dé lam gi?)
% Phai nam duoc cau tric ctia ham
o Tén ham phai dung
o Ham c6 bao nhiéu tham s6
o Nhiém vu tung tham $6 13 gi
o Dau ngin cach tham s6 phai theo huéng dan ctia ham

52
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BRI 09: HAM TRONG EXEEL
I. MOT SO CHU Y TRUGC KHI THUC HIEN HAM:

[T e Dlungingicthanie
L

OKU P'l okup_valug ftable_arrayf

/

MamsOl  fhamsgy  Thamsdy  Thams§4
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BAI 09: HAM TRONG EXCEL

1. HAM TiNH TONG SUM
Cua phap: =SUM(quét chon vung can tinh)

I1I. HAM SUBTOTAL
La ham thuong dung khi thong ké theo dang nhom hay con goi 1a ham tinh
c6 2 dic diém dic biét:

v’ S6 liéu tong tu dong cap nhat khi thém nhom méi

Y S . 7 SUBTOTAL(function_num, refl, ...)
v Ty dong trir di cac dong bi an ‘=SUBTOTAL(]
¢ Cu phap:
=SUBTOTAL(Chi s6 ham, Quét chon ving can thong ké) 33 COUNTA
 Céc chi s6 ham tuong Gng g
» Tir 1->11 1a thong ké ca gia tri bi an €36 - PRODUCT
= 101> 111 1a chi thdng ké gié trji duge hién thi i
9 - sum
54 €310 - VAR.S
€311 - VARP
101 - AVERAGE ~ ~
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BAI 09: HAM TRONG EXCEL

V. HAM DEM
“ Ham COUNT, COUNTA, COUNTBLANK
Cu phap:
=COUNT(Vung can dém) = Pém s6 6 c6 chia ky tu dang so
=COUNTA(Vung can dém) = Dém sb 6 khong rong
=COUNTBLANK(Vung can dém) = Pém céc 6 rong

Chu y:
Néu dém cdc kiéu ky tw dang chir cdi hay ky tw ddc biét, phdi dé trong dau ngdc k
COUNT(a,b,c,1) ham nay sé bao [oi, chung ta phai =COUNT(“b”,”c”,1)

TRUNG TAM TIN HOC SAO VIET @ 093 11 44 858




BAI 09: HAM TRONG EXCEL
SU DUNG HAM TINH GIA TRI LON NHAT, NHO NHAT

J/

< Ham MIN, tim ra gia tri nho nhat trong diy sd, ¢t phap:
=MIN(quét chon vung)

L)

L)

» Ham MAX, tim ra gia tri 16n nhat trong ddy sd, ca phap:
=MAX(quét chon vung)



BRI 09: HAM TRONG EXCEL

1. SUDUNG HAM TINH GIA TRI TRUNG BINH

s Ham AVERAGSE, tinh trung binh cdng
=AVERAGE(Quét chon ving can tinh)




TRUNG TAM TIN HOC SAO VIET @ 093 11 44 858

' blogdaytinhoc.com wBach Xuan Hién

I.LHAM XU LY THOI GIAN

BAI 09: HAM TRONG EXCEL

Ham DAY, MONTH, YEAR tra vé ngay, thang, nim tuong ng cla
=DAY (Chudi dang Date), cac ham con lai tuong tu

Ham HOUR, MINUTE, SECOND lay ra gid hodc phut hodc gidy trong
=HOUR (Chudi chira s6 dang Date c6 chita gid), cac ham con lai twong tur
Ham DATE, TIME 13 ham ndi céc thoi gian riéng 1é vé mot chudi
=DATE (nam, thang, ngay)  ----------- =TIME (g10, phut, giéy) \
Ham DATEVALUE la ham chuyén chudi Date dang Text vé dang Date diing
= DATEVALUE(Chudi Date dang Text) y
Ham WEEKDAY tra vé ngay thir may trong tuan
=WEEKDAY (chudi s6 dang Date, k) thuong 1a k=1, tuéng img Chu nhat 1a s §
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BAI 09: HAM TRONG EXCEL

III.LHAM XU LY CHUOI
s Ham LEFT, RIGHT
Léy ra cac ky tu bén trai hodc bén phai cia mdt chudi ky tw, Ca phap:
=LEFT(Chubi co ky tu mudn cat, sd ky tu can cét)
=RIGHT(Chudi ¢6 ky ty mudn cat, s6 ky tu can cat)
s Ham MID
Cat ra cac ky tu bat ky ctia mot chudi ky tw, Ct phap:
=MID(Chubi co ky tu mudn cat, vi tri cit dém tur trai qua, s6 ky tu ca ce"lt)
“ Ham LEN
DPém s6 ky tu trong mot chudi, cu phap:
=LEN(Chudi ¢6 ky tu mudn dém)
% Ham TRIM
X6a cac ky tu trang vo nghia trong chudi, vi du SAO VIET-> S
=TRIM(Chubi chtra ky tu can xur 1y)

'_ blogdaytinhoc.com
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BAI 09: HAM TRONG EXCEL

X. HAM XU LY CHUOI (Tiép)

< Ham CHAR(10) dang ky tu xudng dong
Nbi cac tir v&i nhau, khi chon Wraptext, vi tri bat dau cua tur phia sau
dong khac trong 6 |
=A&CHAR(10)&B... voi A va B 1a cac tir hodc cac chudi ky tu bat ky

s Ham CONCATENATE
Noi cac chudi v6i nhau, twong tu nhu phép noi &
=CONCATENATE(chudi 1, chudi 2....)

% Phép noi chudi &
N6i céc tir v6i nhau

=A&B D AB... v6i A va B 1a cac tir hodc cac chudi ky tu bat ky

blogdaytinhoc.com
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BAI 09: HAM TRONG EXCEL
HAM XU LY SO
** Ham INT lay phan nguyén tir sO thap phan
=INT(So thap phan)
% Ham ROUND lam tron s6, phan thap phan tir 1- 4 s€ dugc tinh 1a 0, p
tr 5-9 s€ dugc quy tron la 1 don vi va cong vao két qua
=ROUND(S6 thap phan, phan thap phan can 1y bao nhiéu so)
< Ham ROUNDDOWN lam tron s6 ma khong tinh 1am tron
= ROUNDDOWN(S6 thap phan, phan thap phan can lay bao nhiéu s6)
% Ham MOD lay s6 du
=MOD(S6 bi chia, so chia)
** Ham VALUE chl}yén ky tu s6 dang Text sang Number
=VALUE(ky tu s0 dang Text)
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BAI 09: HAM TRONG EXEEL

HAM KIEM TRA THONG TIN
< Ham ISERROR, kiém tra 15
< Ham ISTEXT, kiém tra c6 phai dang Text

A/

< Ham ISNUMBER, kiém tra ky tu c6 phai Number
HAM XU LY LOI

/7

** Ham IFERROR, dung dé thay thé gla tr1 b1 101 bang 1 gia tr1 nao do,
IFERROR(O can kiém tra, gia tri muon tra vé néu 15i)
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XIII.LHAM TiM KIEM

' blogdaytinhoc.com wBach Xuan Hién

BAI 09: HAM TRONG EXCEL

“ Ham VLOOKUP, HLOOKUP
Tim thong tin lién quan dén 1 d6i twong trong ving tham chiéu, Ct phap
= VLOOKUPP6i tuong di do tim, Ving do tim, Cot s6 may co thong ti
= HLOOKUP(DGi tugng di do tim, Vang do tim, Dong s6 may c6 thong ti

» Luu y: Tham s6 cudi cung néu 1a 0 tirc 13 tim kiém tuyét doi, tic 13 thong ti
mit tai hai bang phai giong nhau vé dinh dang va gia tri, con néu 1a 1 C&gc lat
twong dbi

<

L)

L)
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BAI 09: HAM TRONG EXCEL
V.PHEP KIEM TRA PIEU KIEN
% Pé két luan mot PK dua ra dung hay sai, ta phai kiém tra DK

wBach Xuan Hién

% Pé kiém tra 1 DK ta chi can so sanh DK can kiém tra vdi gia tri dung dé
v" Vi du dé€ kiém tra mat hang chudi thudéc nhém X phai khong, ta
lam nhu sau: =B4=“X”" - Enter

% Pé kiém tra nhiéu diéu kién, ta phai ding ham AND hodc ham OR

O Ham AND duoc dung dé kiém tra nhiéu diéu kién rang budc nhau.B

O Ham OR duoc dung dé kiém tra nhiéu diéu kién khong rang budc nhau.
—AND(Klem tra DK 1, Kiém tra PK2...), ham OR twong ty

= Chi can mot phép kiém tra sai, ham AND s& tra vé két qua sai

= Chi can 1 phép kiém tra dung, ham OR s& tra vé két qua ding

Luu y: Dé ktra DK, st dung 6 phép so sanh sau: =, >, <, >=, <=,<>
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BAI 09: HAM TRONG EXCEL
V.PHEP KIEM TRA PIEU KIEN

# blogdaytinhoc.com = Bach Xuan Hién

Q g AR

=AND) ( KIEM TRA DK1, KIEM TRA DK2, KTRA DK3!..) =AND) ( KTRA DK1), KTRA DK2, KTRA DKS3...)
, 0 9 :
\ Yy ¥ Y ¥ v
TRUE TRUE TRUE TRUE! TRUE FALSE
TRUE FALSE

=OR(KTRA DK1, KTRA DK2, KTRA DK3...)

‘Y

TRUE FALSE FALSE|

TRUE
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A&

TRUE

SANH B

Ki@tr qua

A

BAI 09: HAM TRONG EXCEL
V.PHEP KIEM TRA PIEU KIEN

Cac phép So sanh:
1.
.4L.J '

Vi du: A>B hodc A<=B la mét phép so sanh
hodc goi la phép kiém tra diéu kién

»Bach Xuan Hién



TRUNG TAM TIN HOC SAO VIET @ 093 11 44 858 = Bach Xuén Hién

BAI 09: HAM TRONG EXCEL

IV.HAM CO PIEU KIEN IF
Khi két qua tra vé phu thudc vao két qua cua phep kiém tra di€u kién ta

blogdaytinhoc.com

=IF(Kiém tra diéu kién, Két qua mudn tra vé néu phép ktra ding, Két qua
néu phép ktra dung)
=[F (logical test, [value if true], [value if false]):
- logical test: Kiém tra diéu kién (Biéu thirc so sanh)
- [value if true]: Két qua muon tra vé khi kiém tra diéu kién dung(True)
- [value if false]: Két qua mudn tra vé khi kiém tra diéu kién sai (False)

Mot s6 vi du thuc té vé ham IF

N&u digém thi 1a 10 | Thi Con du'qc.:AThu'o'ng 1 chiéc Nawoc lai an phai tinh 1 nam cé bao nhiéu
xe dap dién gio

Néu diém thi trén 5| Thi | Ban sé& dau tét nghiép Ngwoc lai B? ) 2L tlm kleAm £ (I e
sach wu tién khong
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BAI 09: HAM TRONG EXCEL

XIV.HAM CO PIEU KIEN IF
Cu phap:

" blogdaytinhoc.com wBach Xuan Hién

2l \ﬁaJJUJ _If_ True

(d @g}i@aL D)

e A ey A
Kiem tra dieu kien

>
Muén 6 kKét qua hién thi cai gi nhap vao day, ]

~ , e : o o
neu phép kiem tra co két qua "True"'
b

Muon 6 két qua hien thi cai gi nhap vao day,
néu phép kiém tra coé két qua ""False"

J




