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Nham néng cao chdt lwong day va hoc Tin hoc tai truong THPT Nguyen Khuyén
theo dinh huéng chudn quoc té, gép phdn hinh thanh phat trién pham chat nang lyc
ddc thi ciia hoc sinh, giip cdc em tré thanh nhitng céng dan toan cau, san sang gia
nhdp vao cudc cdch mang cong nghiép 4.0, khai thdc kho tang tri thire khong 16, cdp
nhat khong ngung cua nhan logi

Truong THPT Nguyen Khuyén xdy dung ké hoach day hoc Tin hoc theo chudn
quoc té théng qua viéc trién khai day chwong trinh Tin hoc MOS va chuwong trinh Tin
hoc Bo GD&DT cho hoc sinh

Tai lieu Microsoft Excel 2019 bién soan nham hudng dan cho hoc sinh cdch sir
dung xit Iy trang tinh bao gém nhiing kién thirc Iy thuyet ciing nhu bai tap Excel tir don
gidn dén phite tap. Dac biét la nhiing kién thirc can thiét givip cdc em cé thé tw tin tham
gia ky thi cap chung chi Mos

Pé bién soan duwoc tai liéu nay chung toi co tham khao mot s6 tdi lidu cia QOuy
Thdy Cé chia sé trén Internet. Chiing t6i xin chdn thanh cam on nhitng téc gia trong
cdc tai liéu ma chung toi da tham khdo trong qua trinh bién soan tai liéu nay

Tai lidu lwu hanh néi bo tai triong THPT Nguyén Khuyén.

Trong qud trinh bién soan tai liéu khong tranh khoi nhitng sai sot. Rit mong su
doéng gép ciia cdc gido vién va hoc sinh nham hodn thién trong lan tdi bdn sau.

Tat cd nhitng v kién déng gdp déu dwoc trdn trong.

Xin chan thanh cam on!



= Truwong THPT Nguyén Khuyén

Trang 2



> Trieong THPT Nguyén Khuyén

Muc luc

1900) (5(6) 6 57N 6 8OO 1
BAI 1: GIOI THIEU MICROSOFT EXCEL ......ovviuiieetiieseeesesieeiessiesessesissessesessssesessesssses s 8
O €1 (0 11 1 1 216 OO 8
2 N2 6] 510 )N =5 (ol = TP 8
3 MAN HINH MICROSOFT EXCEL .....cooviuiiieeieseesiiseieteseieseeisesss s sssss s ssseses s ssssanenes 8
3.1  Thanh dinh hudng VA i ChUYEN ..ottt 12
KB V1Y [0 ¢ (o To Lo | OSSPSR 12
3.3 Worksheet (trang tinh) .......ccooeiiicec e 12
3.4 RANGE (VUNQ): eeiteiitieie ettt ettt e sta e st e st e sba e te e st e sseesteessesseesteesseaneesteesseanneasaeteaneenrens 12

A4 TO CHUGC LATTAP TIN oo e eeee ettt eee e sese e 13
4.1  Thay d0i SO SNEEt trONG AP TIN...u.vvveeieerececeeceeeeeee ettt 13
4.2 DOT BN SNEEL....vveeeeeeeeeeeeeeeeeeeet ettt ettt e et ettt et et et et e et et et et et e e eeee et e ettt en e 14
O T O 1 =Y o I £ T<T o 1) 1T A 14
R 0T U] 1<) S SRRSO R RSP 14
4.5 SA0 ChEP SNEEL... et 15
A8 ANJNIEN T SNEET ..ottt ettt er et ee e es st ee s s e e eeeteneees 15
A7 DO MAU BN SNEEL. ...ttt e et e e e ettt e et et ee et et eeeeee s st eseeeeeeeeeeseeeereneees 16

5  TAO, MO, LUU, PONG TAP TIN ....ooiiiiiieieeiceeeseeee e teseeeseseeseesessessesses s snsensssesnesnenns 16
T8 A 1P To N 1 Fo) B T I ] N e ST SUSSSRSRR 16
5.2 MO AP TN et bbbt 16
5.3 LU EAP TN ettt bbbt 17
5.4 DONG AP TIN.eiiiiiiiiiiie bbbt 19
BAI 2: PINH DANG DU LIEU & TRANG TINH .......cooviviiieeiieeeeceeseeeee s, 20
1  CAC LOAIDU LIEU TRONG EXCEL ...ocvvviveeeieeseeieesieeeses s tesiess s sesesses s senessensnes 20
R B 1y 3 [TVl Yo U1 TR 20
1.2 DT HEUdaNg QIATH c.ooceiiiicece ettt 20
1.3 DU ligu dang CONG thUrC......cooviiiiiiiiiiieeee s 20

2 DINH DANG O DU LIEU ..ottt ettt 21
p 25 R 311 I P2 o T H T 21
2.2 DINNANG LN T8 ..ottt 22
2.3 DINNAANG NGAY ...cviiiicice ettt a e re e nre e nre s 22
2.4 Dinh dang NOT dUNG IrONG 0 & ..veeveiiiiieiieieeie e et nreas 22
2.5 Ap dung, hidu chinh KiU dit HEU .......v.eeeeeeeee et 26

3 TAO VA DINH DANG BANG .......cooiieeieteieieeeeeee s ven et n s 26




> Trieong THPT Nguyén Khuyén

T8 IF To N o o o S 26
3.2 MOt 56ty chon hién th trBN DANG: .......c.ieeeececeeeeee et 28
BAI 3: THAO TAC TRONG TRANG TINH CUA EXCEL .....c.ovevvereeieereeiesrssssessesienienesessesnenn, 33
1 DIEU HUONG TRANG TINH ..ottt sen s s sessesse st 33
2 HIEU CHINH O, DONG, COT, TRANG TINH ....ooivivrieieeceeeeesesseeesessee s 34
2.1 Chon mot nhAm 6 KNONG lIEN tiEP NNAU .........c.vveeveeeeececeeie e 34
2.2 Chontoan bo trang tiNN .......ceeieieece e 34
2.3 Thay d0i CRIU FONG COL......vevveceeeveereeeeeie e steseeeees e sesn e sennes 34
2.4 Thay d0i ChIGU CA0 NANG.........eveeveereeecieeseeeeeeeeee e enee s 34
2.5 An/ Hién c4c hAng/Cot treN trang tNN .....c.oveceeeeeceeeeeeee e 35

3 SAO CHEP DU LIEU ...cooieiieeeeeeeteetesee ettt eses sttt sas st sss s s s s 35
3.1  Sao chép dir [iéu binh thuONQ:.....c.cccveiiei e 35
3.2 Cac cach sao chép dac biét (Paste Special): ... 35

4 DICHUYEN DU LIEU ..ot ee e een s en e een e eenens 35
5 CHEN XOA O, DONG, COT ..ottt 36
ST R O 4 T o (0] 3o OSSOSO PRSPPSO 36
ST O 1 1= 170 SRR P PSSR OPRPRRRPR 36
5.3 ChEN O NOAC KNGT B: ...ttt 36
5.4 Chen dong trong pham Vi DANG: ........ccceeiiiiiie e 37
ST T o o (o] 1010 ST SRS 37
5.6 X080 NOAC KNGT 07ttt 38

6 AP DUNG TU DONG DIEN ......oooooooeeeeeeeeeeeeeeeeeee oo e e eee e ee oo 38
7 TIMVATHAY THE DU LIEU oo 40
7L TIM KIEM G0 TOU T oo ee et een e 40
7.2 THAY thE O HEU .ottt 40

8 CHEN CAC DOI TUGNG MINH HOA ..ot 41
8.1  Chen va hiéu chinh hinh anh (PICTUIe) ........coveiiiiiiiiceceee e 41
8.2  Chen va hiéu chinh hinh dang hinh hoc (Shape).........cccccveiieiiiic i 42
8.3  Chén va hiéu chinh SO d0 (SMAIAIL) .........coiveeeeereeereeeeeee st 43
BAI 4: CONG THUGC VA HAM .....ooviiieieeeeeeeeeee e eness st 45
(R 07 Yo (0 VI 1 SO 45
1.1 TOAN T SO HOC oottt en e ee e en et en s 45
1.2 TOAN T CRUBH...e.vveeeee oottt et e e et et e et et et eeee et e et et eeeseten et eeneaeeneneeeen, 45
1.3 TOAN SO SANN ..ottt et s b st e et e e b e e s be e et e e s b e e eabe e sbaeebe e reeenree e 45
1.4 TOAN T TNAM CRIBU ..v.veeeeee ettt ettt ettt ettt en et en e en et eneeeeeeeeenn 46

2 CAC KHAINIEM TRONG EXCEL ....covueiieesieteeseceeeeeete st es s sans s 46

Trang 4



> Trieong THPT Nguyén Khuyén

0 A 0 o I 1 1 (oSSR SRS 46
2.2 Nhap ham vao trang tinh ©........ooio e 47
G TS O 1 - ol ) 1o R 49
24 AP AUNG BN VING O:...vooeeeeeeeeeseees ettt en sttt 50
2.5 HIGU ChINN T8N VUNQG Ol ..ooveeiicii ettt e e aesneenne s 51

3 NHOM HAM THUONG SU DUNG: .....cooceevirreeeeeieetieseseseeessessessessessessssesssen s sssessass e 53
3.1 NNOM hamM thONG QUNG. ... et 53
3072 N 1o ¢ I g =T 1 0=V N 1o R 54
3.3 NROM NAM XU 1Y CAUB: w.v.veveecveececte ettt 55
3.4 NhOm ham @61 KiU G IBU: .....veveeeeececeeeeeeeeeseesee et 56
3.5 NROM NAM TUAN 1Y .ot nre s 56
3.6 NROM HAM NGAY, GlO.....ooiciieiieeeeceteseieeeses s tesee sttt s s sssas st 57
3.7 NhOM HAM TIM KIEM.....ooiiiieieieieieeeeeesessseses s s ssesess s sessssse s snesnenens 58
3.8 NhOM HAM THONG KE .......coiiiieeieeeeeeeee ettt 59
127N ST 21 2L 6 57 TN 63
L GIOTTHIEU oottt ee et en e ee s et en s ee e et en e, 63
2 TAO BIEU DO .ottt ee et ee e s eennns 63
3 HIEU CHINH BIEU DOttt neaneas 64
3.1 Di ChUYEN DIGU GOt w.cvucveveiececieieeeeeee e 64
3.2 Thay d01 KiCh thUGC ......veveeeeecieeveeeeeeeeeee s 64
KT T (o LSO RRRR 64
3.4 Thay d6i MOt SO YEU 16 CUA DIEU O ...vucveeeeceeceeeeeeeeese et 64

4 HIEU CHINH CAC THANH PHAN: ..ot 64
4.1  Thém tiéu dé truc ngang Va truc doC (aXis title) ........co.cvvevevceerercreeeeeeeseeee e 64
4.2  Thém tiéu dé cta biéu dd (Cart tItle) .........ccovveveveeeeeeereeeeecteeeeceee e 65
4.3  Hién thi khung ch thich cta biéu dd (IEgeNd) ..........co.eveveereereereeeeeeeeeeeeesee e 65
4.4  Thay doi mau (change color) CUA DI d0.......cc.ovviveeveeeeieeeeeee s 66
45  Thay doi kiéu (phong cach) cta biéu dd (Chart Styles) ..........cccoveveeveevervseesieereeeeeieeeenees 66
4.6 HOAN 01 HONG CO & u.vvvviiviceceeeeceee ettt ettt enenes 67
4.7  Thay doi dang ctia biéu @ (CNArt tYPE) .......vevereeeeeeeeeeeee et 67
4.8  Dichuyén biéu do sang trang tinh KNAC...........coveveeveeveveeeeeieeeeeeesee e 68
4.9 DN daNG DIEU GO .....vovveeeieeeeeeeee ettt 68

5 TAO BIEU DO SPARKLINE ... c.ooieeeeeteeeeeeeeeeeeeeeeeee e e es e seseen s seeneseeeenenns 69
BAI 6: TO CHUC DU LIEU TREN TRANG TINH ......oovivviieieieiesieieeeseeessese e ses s 70
(A 1 O 1 ) =1 OO 70
2 MOT SO THAO TAC TREN DU LIEU ..ot 70

Trang 5



> Trieong THPT Nguyén Khuyén

2.1 SAP XEP O THEU © oottt 70

2.2 SAP XEP thRO tTE T EUY Yiuneiieeieeeeteeee ettt sttt 71

2.3 SAP XEP thEO NNIBU MUIC A0 wvvveiveieiieeeeeeeeee ettt 71

A I Voo 1 G 1< N (] (=T ) OSSR 71

2.5 LOC theo VUNG tIBU CRUAN .........veieeeeeeeeese sttt 73

2.6 Thao tAC FULIFICR .ouviececce e 74

2.7 Thao tac Group/Ungruoup trong Nhom OULIINE ..........cccoreiiiiiiiieeceee e 74

2.8 Thao tac Subtotal tong NOP SO HHEU .......cvueveeeeeceeieeeeeeeee e 75

3 MOTHAM CO SO DU LIEU TREN TRANG TINH.....ccooiviireeieeieeeieeee s 77
3.1 Ham DSUM (Database,Field,Criteria). ..........ccccoviiueiieiiiieieeie e 78

3.2 Ham DMAX(Database,Field,Criteria). ........c.cccoveiiieiieieiieseeie e 78

3.3  Ham DMIN(Database,Field,Criteria). ..........ccceieivieiiierieiieieese e 78

3.4 Ham DAVERAGE(Database,Field,Criteria). .........cccooeiiieiieiiiiieiieie e 78

3.5 Ham DCOUNTA(Database,Field,Criteria). .........ccccervrieresieeieerieriesesesese e sesseeeneennes 78

3.6 Ham DCOUNT (Database,Field,Criteria). .........ccccurieriiiiiiiiieiieierese e e e 78

4 AP DUNG DINH DANG CO DIEU KIEN ....oooimiieioeeeeeeeeee et 79
4.1  Dinh dang 6 theo diu Kien €O SAN ...cvv.vvveeveeeeeeeeeiee et 79
BAI 7 : DINH DANG TRANG IN ....oiiiiiieeeeeeeeeeee oot e ettt s s e etes et s e et es s s e eeen e, 83
1 THAO TAC CAIDAT TRANG IN ...ooiiiiiiiiisiiseieieieies et 83
1.1 Dinhdang I traNG iN 2 ...cveeceeceeeeeeeeeeee ettt 83

1.2 Thay d6i hUONG trANG N c..cv.eveeeeceeeeeeeeee ettt 84

1.3 CAl QAEKNO GIAY ettt 84

S A TTcT FT Yo VoI T OO 85

1.5 CRENNQAL TTANG: ..ottt s st en e sn e 85

1.6 Inl3p lai dong tiéu dé cta trang tinh (Print title): .......co.covvveveveeceeeeeeeeee e 86

1.7 Ta0 tHEU A8 QAU TFANG ...ceveeeeeeeeeeteee ettt 86

2 THUTC HIEN IN oottt ettt ve st a st e sssaes et ebe s stesestesessatensatanas 87

3 KIEM SOAT SO TINH (WORKBOOK)........c.ruiereireseeeiseesiesieeessessessssessessssensesesesnesneanens 87
3.1 Kiém soat thong tin ctia 6 tiNh (PrOPErties) ...........cevvevreeeeeeeseeseeesseseeseessee e 87

3.2 Kiém soat tat ca cac thong tin cua so tinh (Check for ISSUES) ..........ovevvevvvvereereriieeseenen. 88
BAITAP 01: QUAN LY MOI TRUONG LAM VIEC EXCEL.....coovieoiieeeeeeeeeeeeeeeeeeeeeeseneeeeon. 90
BAI TAP 02: PINH DANG O TINH VA BANG TINH ..o, 01
BAI TAP 03: CAC THAO TAC VOI BANG TINH .....oooieieoeeeeeeeeeeeeeeeeeeeeeeee e, 94
BAI TAP 04: HAM THONG DUNG — HAM XU LY CHUOI .....c..cooverniinieiesisiesesiesssisninn, 97
BAITAP 05: HAM LUAN LY — HAM THONG KE .....oooitieeieeeeeee oo, 100
BAITAP 06: HAM TIM KIEM .......oovuiiiiiiiieciscsseeie st 104

Trang 6



> Trieong THPT Nguyén Khuyén

137N s N 072023 121 G 0 TR 108
BAI TAP 08: SAP XEP - TRICH LOC DU LIEU......oovviveereeeereeessieeieeessesessess s sesnesnens 111
BAI TAP 09: DINH DANG TRANG IN ....oviiviieiiieeieiseeseeies s sestess s sssessessssssenessenssnessnes 114
BATITAP 10: ON TAP ..ottt s st ssn et 117
TAILIEU THAM KHAO ......oooiiiiieeieeeeeeesee et ee s stsses s s sssss st s sensn s nssnesnens 120
MOS & CONG CU ON LUYEN THI MOS (GMETRIX) .....ovvriiresiieneeieessessssienssesessessenesseneas 121
1 GIOI THIEU CHUNG CHIMOS ...ttt 121
0 T 1o 111 OO 121

1.2 Loiich ctua chitng Chi MOS 2016 .......cccciiiiieiiirieieieeie e 121

1.3 CAac cap do cta chiing Chi MOS 2016...........cccveieeeeeeeeeeeeeeee s ees s 121

14 ChENG CEMOS ..ottt 121

2 CONG CUONLUYEN THIMOS .....oovieiceeeeeeseetese et sesisss s ass st 123
2.1 Phan mém thi tht MOS Gmetrix SMS (Skill Management System) ..........c.cccccveuvune... 123

2.2 Céch Tai Va Cai Bat Gmetrix Cho MAy Tinh .......cccooiiiiiiiiiiee e 123

2.3 Huéng dan s dung phan mém thi thir Gmetrix dé thi thir bai thi MOS ...........cc.co........ 123

Trang 7



= Truwong THPT Nguyén Khuyén

BAI 1: GIOI THIEU MICROSOFT EXCEL

1 GIOI THIEU:

Excel hay Microsoft Excel la mét phan mém trang tinh (spreadsheet software) dugc phat trién
va xuat ban boi Tap doan cong nghé Microsoft. N6 1a mot phan trong bd Microsoft Office ma bao

g6m Excel, Word, Powerpoint, Access....

Microsoft Excel 1a mot phan mém ding dé t6 chirc va thue hién cac phép tinh tir dir lidu. N6 ¢o
thé phan tich, tinh toan , thong ké, tao bang tong hop va bi€u dién dir li¢u dudi dang biéu do (chart)

hodc db thi (graph).
2 KHOI PONG EXCEL

Thuc hién cac budc sau:

Good afternoon

[ New ~ New -
= Open - .
o —
Get Add-ins z Take a tour
Info s
s >
Save 7
Blank workbook Welcome to Excel

Save As

Print

Recent Pinned

D Name

™ Data_Baitap08

3 MAN HINH MICROSOFT EXCEL

Share

Export

Get started with
Formulas

Formula tutorial

More templates —>

Date modified

Sau khi khoi dong, man hinh cua Excel Xuat hién véi mot tap trang tinh trong dugc gan nhan

Book1, bao gém hai cira sO: cira s6 ing dung va cira so trang tinh.

Insert  Draw  Pagelayout Formulas Data Review View Help

‘1;' Tell me what you want to do

% Times New Roman 2 - ‘ % % F. Conditional Formatting ~ ol .
R — [ ° ] Thanh Ribbon
B I U- 4 ¥ Number §¥ Format as Table ¥ Editing | Agd-ins
v © e A @ = o : 7 CellStves « ’
eid O B s Thanh tiéu dé cét (tén cot) e X )
7 . fo | 25/10/2000 ] } Th'dnh Cong terC
L TN ¢ D E F | 6 | H | 1 | J | &K | L | M|N|oO e ks [ A

NGAY SINH|

6 A

— o
: Lt fh oo O hién hanh dang duoc chon
3 2| Trwomg Ngoe Lan = - -
9 3|Ly Cém Nhi | ﬁr 00_
10 4 [uuThu" Nhi 1495
n *'\ in Thi Rich Tuvén 12/5/02:

5| Vung thé tén trang tinh

Thanh cudn ngang

} Vung lam viéc

[ Yeucau bai1 Sheet! bai2 bai3 baid bai5 & I ]q\

Ready  ( Accessibility: Investigate I Display Settings

—f—+ 00%

Thanh tiéu dé dong (tén dong)

Thanh Ribbon trong excel 14 thanh cong cu chira hau hét cach tap 1énh can thiét dé ban c6 thé

1am bat ctr gi ban can thao tac trén trang tinh ctia minh.

Thanh Ribbon trong Excel 2019 bao gém nhiéu tab khac nhau, mdi tab s& chira cac tap 1énh

cho cac chirc nang riéng biét.
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Thanh Ribbon duoc chia 1am 2 thanh phan chinh:
— Thanh Tab: Ia tén c&c nhom chinh ctia cac nhom 1énh trong excel.

- Thanh Command (thanh I¢nh): 1a noi chira cac tap Iénh cua tirng nhém dé ban thao tac truc
tiép 1énh trang tinh excel.

Tén thé Iénh Nhém lénh

Lénh thudc nhém [énh Nt 18nh thu nhd thanh Ribbon

Page Layout Formulas Data Review View Q Tell me.. Signin 9_ Share

Insert

File

== = E¥ LT ¢ General @Coitiona\ Formatting - Em]nsert P ’é“r'
= = = - " r-] B~ $-9% EFormatasTabIE' E’ Delete - E' P~
R aste | . -
€= ¥ . ¥ E 0 39 ? Cell Styles - = Format~ & ~
I Alignment s Clipboard Number Styles Cells Editing
J
Tén nhém lénh Nt 1énh mé clra s6 chira day du cac |énh cda nhém lénh

¢ Home
Tap hop céc nat Iénh thao tac cho céc ddi twong co ban va thuong xuyén st dung nhu sau:

Insert  Pagelayout Formulas Data Review View Q Tell me what you want to do..

X |Calibri 11 - ===FEP (General - [i3Conditional Formatting~ &=lnsert + X - 4T~
s - BIU- AA ===~ $-% » EPromatasTable~ EXDelete ~ [¥]~ O~
B R , &,:A' ExE - o 2 [54 Cell Styles ~ ) E:]Format‘ g -
| Clipboard | [i_Fg_ryti_\ 5| | é[i_gn_nj_'e“r}tj 5 \__I}!y_mpe'rv‘ el | Styles ! } Cells | Editing A

+ Clipboard: Thao tac lién quan dén copy, cut, paste nhanh dir liéu.

+ Font: Tap hop céac nat 1énh vé kiéu font, mau séc, kich ¢& chit, dong khung

+ Aligment: Canh I& van ban, tap hop cac Iénh vé dinh dang noi dung canh tréi, canh phai, canh giira,
xudng dong, merge cell, vi tri chit trong cell (thut dau dong, xoay chir, chir theo chiéu doc, chiéu
ngang...)

+ Number: Binh dang dit liéu, tap hop nat 1énh vé thay doi kiéu dir liéu trong cell.

+ Styles: Binh dang trang tinh, tap hop mot sé nat 1énh chuyén biét dinh dang cell.

+ Cells: Thao tac vai cell, tap hop cac 1énh thém sura x6a hang, cot ...

+ Editing: Ham, loc dix liéu, tim kiém, x6a (ghi ch, ndi dung, dinh dang, link)
¢ Insert

Thém cac d6i tugng bd sung vao trang tinh dé 1am trang tinh cang da dang diy mau sic:

File Home Page Layout Formulas Data Review  View Q Tell me what you want to do... g_ Share

PN 9 = [ [ I-' lll' ] |; ﬂ = T:> 4 Q
= . - 1?7 Do~ ol - i~ bz !”S“II & o)
Tables lllustrations Add- Recommended . i PivotChart 3D  Sparklines Filters Hyperlink Text Symbols
= v ins~ Charts " L_ ) o Map ~ < . _ .

‘Lchar‘ts i I IZ)LT[;:} | Links ~

+ Tables: Thém trang tinh va thao tac lién quan dén trang tinh

+ Illustrations: Thém dbi twgng dd hoa (hinh anh, hinh vé ...)
+ Charts: Thém céc loai dd thi

+ Text: Thém céc text vao trang tinh (work art, header text, ...)
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+ Symbols: Thém céc biéu tuong toan hoc

¢+ Page Layout
Tap hop céc lénh thao tac dinh dang vé giao dién cho trang tinh:

File Home Insert [MELEAETCUMM Formulas Data Review View  Q Tell me what you want to do..
n @ F‘\ D E* . & Width: Automatic ~| Gridlines Headings B,
2 ﬁ U Height: Automatic | [v| View |v| View
Themes Margins Orientation Size Print Breaks Background Pnnt ] } — . ~ Amange
- l' - - *  Areav - Titges (LRSI 100%. . Print Print v
| Themes | [Page Setup | 5 [Sletofit] 5 [sheetoptions] s A

+ Themes: Tly chinh chu dé

+ Page Setup: Pinh dang vé trang cua trang tinh excel
+ Scale to Fit: Chon s6 trang in trong 1 mét van ban.
+ Sheet option: Tuy chinh Sheet

¢ Formulas
Tap hop céc nat 1énh vé cong thirc, ham

File Home Insert Pagelayout [RINOAWESMM Data Review View  Q Tell me what you want to do.. QShare

> AutoSum ~ Logical ~ = - 5 o Trace Precedents [ ’_‘
Recently Used ~ Text~ |ﬂ g ; DQE Trace Dependents b Yis o )
Insert N i Defined . Watch Calculation [
Function |& Financial ~ I8 Date & Time~ |& - Names ~ ¥ Remove Arrows = (5)  Wwindow Options

‘junction Libra@ ‘7 Formula Auditinﬁgr_‘ (Calculation A

+ Function Library: Gém cac lénh goi ham

+ Defined Names: Gom céc lénh dinh nghia ving lam viéc
+ Formula Auditing: Gom cac Iénh tham chiéu cong thirc
+ Calculation: Tuy chon tinh toan trong excel

¢ Data
Tap hop cac Iénh lam viéc vai di liu

File Home Insert Pagelayout Formulas [EBEICEM Review View  Q Tell me what you want to do.. ,Q+Share

5 Bn REs@ YIe @, B B e
Get External  New Refresh _ 2| Sort Filter v S Textto _, & Whatflf Forecast |Outline
Data~ = Query~lO®  All~ B W' Advanced  coymns =° * ' Analysis~ Sheet | ~
Get&Transform1 {Connections | WS&rtEﬂFfi‘IVtierﬁJ | Data Tools ‘ [ Forecast ! — A

+ Get External Data: Truy van dit liéu tir tng dung khac.
+ Get & Transform: Truy van dit liéu va chuyén d6i di liéu vé dang trang tinh
+ Sort & Filter: Chwa lénh sap xép va loc dit liéu
+ Data Tools: Chtra cac cong cu tién ich xur ly dir liéu
+ Forecast: Tap hop céac cbng cu du bao di liéu
+ Qutline: Chua I1énh phan nhom dir liu

¢ Review

Tap hop céc 1énh kiém tra vin ban, ghi chii, comment, cac thay ddi cua trang tinh
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File Home Insert Pagelayout Formulas Data [GRENEUM View  Q Tell me what you want to do.. Qr Share
¥ Spelling ;D ‘_Ll 'Li:_ E7 protect Sheet & Protect and Share Workbook
- a
[E5] Thesaurus L% T [ Protect Workbook E7 Allow Users to Edit Ranges
Smart  Translate New . —
Lookup ot /) EJ Share Workbook Q Track Changes ~
Proofing Insights ' Language Comments Changes A

+ Proofing: Tap hop cac nit lénh kiém tra 16i ngon ngi

+ Insights: B&o c4o Hoat dong k§ thuat s6, cho ban biét hoc vién (thanh vién) cua ban
thuoc mot nhém hoat dong ra sao trong mot khoang thoi gian cho trudc.

+ Language: Ngon ngir
+ Comments: Cac Iénh thao t&c véi comment trong excel
+ Changes: Tap hop cac lénh xem thong tin thay ddi, bao vé, chia sé trang tinh
¢ View
Gom tap cac lénh phuc vu viéc hién thi

File Home Insert  Pagelayout Formulas Data  Review JRMISY \/ Tell me what you wan
o : 51 ;
[] Page Layout L Q > D.\ Cis New Window 7] [ EE r‘,
- == HAmange Al T D
Normal Page Break 5] Custom Views Show  Zoom 100% Zoom to Switch  Macros
Preview ¥ Selection E=1 Freeze Panes~ “ Windows~  ~
Workbook Views Zoom Window Macros A

+ Workbook Views: Cac ché do hién thi

+ Zoom: Phéng to thu nho 1 phan hay toan b trang tinh.
+ Window: Cac nit Iénh thao tac trén cira s6

+ Macros: Tap hop cac lénh thao tac véi Macros

Ngodi ra dé an bat ky thanh phan nao trén thanh céng cu nay céac ban c6 thé click vao phan
trong ctia n6 va chon Customize the Ribbon...Hoac vao File --> Options --> Customize Ribbon
bénh dau check va uncheck vao céc tab cdc ban muon hién thi hodc an trong thanh cong cu
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essal @ Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: Customize the Ribbon: i
Proofing [ Popular Commands »7} | Main Tabs z
Save Ik
L 2 Accept and Move to Next ~ MaioJabs ~
e = Align Left 5 ome
Advanced =) Breaks > Clipboard
Bullets > Font
Customize Ribbon Center Paragraph
Change List Level > Styles
Quick Access Toolbar [EEY . Editing
# Cut = [Zfnsert
Nddilns Define New Number Pages
Trust Center %1 Delete Tables .
[ Draw Table lllustrations
Draw Vertical Text Box . Links
=1 E-mail A Header & Footer
33 Find == Text
Font I~ << Remove Symbols
A Font..
A Font Color | »
Font Size I~
¥ Format Painter
A° Grow Font
&, Hyperlink...
AB' Insert Footnote
3= Line and Paragraph Spacing >
P Macros ~
] New
4 MNew Comment [SSNewFabiy] |[ENewGronps| |[ERepames s
e * Customizations: ‘ Reset ¥
L e
Keyboard shortcuts: Customize...

‘ Imgort/Exporti”‘ i

[ oy 4 Mreriepsiom

Thanh cbng thuc
Hién thi toa d hién dang lam vi¢c, nat huy bo, mit lya chon, nut ham, ndi dung dir li€u chira
trong 6 dang lam vi¢c

To7 v Je ' =SUM(T17:W66)

3.1 Thanh dinh huéng va di chuyén

GOm céc nut chuyén doi gitra cac sheet, tén cac sheet. Va thanh cuon ngang man hinh. Khi
duoc chon. tén sheet s€ doi mau.

Sheet1 | Sheet2 | Sheet3 @

3.2 Workbook

Mot tép tin duoc tao bdi Excel ¢o phﬁn tén mo rong la “ xIsx” goi la Workbook (sé tinh), mot
Workbook gom nhiéu trang tinh (worksheet)

3.3 Worksheet (trang tinh)
Mot trang tinh gom :
+ 16.384 ¢4t (Column) co tén la cac ky tu A,B,C, .....AA, AB, .... XFD
+ 1.048.576 dong (Row) dugc danh sd tir 1,2,3 ... 1.048.576

+ Giao nhau giira cot va dong goi la cell, mdi cell mang mot dia chi <dia chi cot><dia
chi dong>Vidu : A5, B7,D25 ....

3.4 Range (vung):
Tap hop nhiéu 6 lién tiép nhau goi 1 ving. Dia chi ving 1a B5:G15, H10:K15
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4 TO CHUC LAI TAP TIN
Diéu can quan tdm khi t6 chirc lai tap tin 14 t6 chirc cac sheet sao cho du dé luu trir va xu ly dir
liéu. Excel cho phép thyc hién mét s6 1énh ve sheet nhu thay doi so sheet, chen, xda. sao chép va di
chuyén.
4.1 Thay doi s6 sheet trong tip tin
pé thay ddi sheet trong tap tin maoi, thyc hién cac budce sau:

+ Nhap chon menu File & Options. Hop thoal Options xuat hién.-> Chon thé Iénh General.

Excel Options ? X

G i LY . §
e ...‘l. General options for working with Excel.
Formulas
Proofing User Interface options
Save | Show Mini Toolbar on selection
Language /| Show Quick Analysis options on selection
Advanced 2] Enable Live Preview

ScreenTip style: | Show feature descriptions in ScreenTips w

. When creating new workbooks
Qu 2
A ~ - .
Add-ins Use this as the default font: | Body Font - Chon kleu Chlr mac d!nh
~ ~ - .
Trust Center - «—————— Chon ¢ chir mi¢ dinh
new sheets: | Normal View - R
P . A - > - .

relusethis many sheets : «———— C(Chon so0 trang tinh mé¢ mic dinh

Personalize your copy of Microsoft Dffice

User name: Long Phi

eqardiess of nto Office.
Choose the exensions you want Excel to open by default: | Default Programs...

|isn't the default progam for viewing and editing spreadsheets.

en this application starts

oK Cancel

+ Hién thi hoic an cac nhic nha vé cau tric ham: Chon File (1) — Options (2) — Advanced (3)

Excel Options 7 X
General Chart
Formulas
V| Show chart element names on hover
Procfing 7 Show
ve ollow chart data point for all new workbooks
B38ook -
e || es follow chart data point for current workbook
Add-n: ecent
Tru nt Sh umber of unpinned Recent Folders
R Default Units ~
- . 4
Chon Show function ScreenTips
Display options for this workbook: | [§3Book1 v
V| Show horizontal scroll bar
V| Show ye al sc e
oK Cancel
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4.2 Doi tén Sheet

— Khi tao tap tin mdi, Excel tu dong dét tén cho cac sheet 1a Sheetl, Sheet2,...Ban c6 thé thay
doi cac tén sheet nay

Sir dung menu tiit
—  Chon sheet can ddi tén roi Click chudt phai. Hop thoai xuét hién.
— Chon Rename Nhip tén méi cua sheet vao nhap OK.
C6 mét s6 han ché khi chung ta d6i tén Sheet trong Excel nhu:
— Tén sheet khong dugc dai qua 31 ky tu.
—  Tén sheet khong duoc dé trong.
— Céc ky tu sau khong thé dugc dung dé dat tén sheet: \ /2 : * ]
4.3 Chén thém sheet
— Céch 1: Nhap chon nat New sheet. Khi d6, trang tinh méi s& xuét hién sau trang tinh dang

chon.
Insert Pagelayout  Formulas  Data / Q Tell me what you want to do. Signin £ Share
N [y dn kN ==Eg. =z Geedl - F%, Conditional Formatting =~ &= Insert - E - Ar-
P $-% 42 Format as Table ~ X Delete = (4|~ P~
@ v = 9= ] - o
y 81U Y EEET uann (7 Cell Styles = (= Format =
Alignment 3 Number Style ells Editing ~
Al f v
A B C D E F G H J K L M N
il
2
3
4
S
. , I
s Chen trang tinh mdi sau sheet 4
8
9 Screen Clipping |
10 N |
1
1 « | Sheet2 Sheet3 Sheet5 | Sheetb
Ready # g - 1 + 100%

- : » Tk
, ., X — B ;; el e 3% EFromatuTibe: Bxpdete ~ [T)- O~
— Cé&ch 2: Chon vi tri sheet can | ™" « ol it 2 48 Boasye B foma- £+
chén 16i Click chudt phai. | — — ' -
Hép thoa'l Xuﬁ't hlén' E Screen Clipping r L E F G H | ] .":7K L M N -
— Chon lénh Insert & mo hop | e~ i
thoai Insert Sheet. - o a |,,_] & B |oos
6 DI | owt  sbulao o frastes
— Trong hop New, chon lya |; & & § 0
sheet tuy y. : R i S —
, n a
— Nhap OK. 2 o =
— Khi do, trang tinh médi s€ | Wit | |@|m |
xuat hién trwdc trang tinh |’ omacor. | ' o
dang chon N S
. - o «  Chén trang tinh méi trwérc sheet 4
4.4 Xoa sheet anetin I: :
‘ . | Sheet2 Sheet3 || Sheetd | —— ¥ ‘ 3

Sir dung menu tiit
—  Chon sheet hodc nhém sheet can x6a rdi Click chugt phai. Hop thoai xuét hién.
— Chon 1énh Delete Nhip OK xéc nhan xoa sheet.
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4.5 Sao chép sheet

Chon tén s6 tinh

Chon vi tri

Dénh déu chon Create a copy

Chon Move or Copy —-

Nhap phai chudt vao tén trang tinh — -

wle v ofu s wn =

a

W=

a2

Ready

- % * BfFor Table ~
Dot ol e Cells  Editing
W 3 57 el styles - . .
Humb Styles .
E F G H | s -
Move or Copy 2 %
Move selected sheets
To book:
Book1 o
Before sheet:
Sheet
(move to end)
Create a copy |
o (o] cone
: »
B oo - 1 + 100%

— Nhép chon sheet mudn sao chép roi click chudt phai. Hop thoai xuét hién.
— Chon 1énh Move and Copy... dé mo hop thoai Move or Copy nhu hinh da minh hoa.

—  Thuc hién sip xép vi tri sheet sao chép trong hop Before Sheet, nhap chon hop kiém Create

a Copy.
— Nhip OK.

ChQ y: thé sao chép hodc di chuyén nhiéu sheet cing mot lic, Thue hién nhom cdc sheet nhie
dad huong dan o trén, di chuyén con tro chugt den sheet dau tién roi thuc hién viéc sao chép.

4.6 An/hién thi sheet

Ban c6 thé hién thi hodc cai dat ché do an cho sheet.

bé cai dat ché do an cho mot sheet,

thuc hién cac budc sau:

— Nhép phai chudt vao tén trang

tinh can 4n — chon Hide.

Dé hién thi lai ctra s tap tin dang &

ché d6 an, thuc hién cac budc sau:

— Nhép phai chudt vao tén trang tinh bat ky — chon Unhide — chon tén trang tinh can bé an

— chon OK

Chon tén trang tinh cin bo 4n

Chon Hide

15 EX Delete

16 ename

7

i -

= &1 View Code

20

21 Tab Color b
g S
> [ e |
23

25 Select Al Sheets

26 Ungraup Sheets

Nhap phai chudt vao tén trang tinh ——

Unhide
nhide sheet:

Chon Unhide

peefp _Sheet] | Sheet? | Sheetd

9
2 A

Nhap phai chudt vao tén trang tinh

[T | - L) +  100%
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47 DO6i mau tén sheet

— Nhip phai chudt vao tén trang tinh can d6i mau thé — chon Tab Color — chon mau.

16|
17
18] |nsert...
19 -
= % Delete
21 Rename
22| Move or Copy
2| & view Code
= 7 Protect Sheet...
25
Chon Tab Color - »> Theme Colors
27| Hide B EEEEEEN
28| o Gold, Accent 4
A I A ~ -~ - = Select All II -

Nhép phai chudt vao tén trang tinh —————— | sheens | REEENR 3

Ready Standard Colors [ - 1 + 1005

5 TAO, MO, LUU, PONG TAP TIN
5.1 Tao mot tap tin méi
Khi méi khaoi dong Excel, chuong trinh s€ md mét tap tin méi tén Bookl. Pé tao mot tap tin
ma&i. Thyc hién mot trong nhitng cach sau:
— Nhép chon menu File -> New.
— Ant6 hop phim Ctrl + N.
— Tap tin méi s& co tén Bookn (n 12 s6 thi tu cua tap tin méi)
Ban than Bookl cling 1a mot tap tin moi.
Tao mot workbook mai trén template

—  Click tab File. ->. Click New. ->. Bé dung mét trong so cac template mau trong Excel, truy
cap Available Templates > click Sample Templates, rdi click dup vao template ban mudn.

5.2 MG¢ tap tin
Mé hop thoai Open bang mét trong nhiing cach sau:
—  Nhép chon menu File -> Open.
— An t6 hop phim Ctrl + O.
Trong hop thoai niy, nhip chon tén tip tin muén md. Nhap Open.

©

L) Recent £ Open x
Save
™ g > This.. > Docu
Save As . OneDnve Personal
haodonh Pgmail.com ; y = P
Print Organize New folder = ]
Share ] ThisPC B This PC Name Staty ate mc I
Export @l Desktop 13_files
+ Add a Place ] Documents 2020 GIAO HANG
sk
FuLHsy L Downloads 22
= BAI1&2AA
Close & Music
Browse Bai1 2
Pi s o
P8 Picture BaitapMOS_Excel
Account & videos chuong01_K11
Options B Local Disk (C) Custom Office Templates
= Local Disk (D) HD

- Local Disk (E:) Hung_Huy_Lan

Spring Suite 9
== 2022 (\\hongph S Sue

File name: All Excel Files

Tools ~ Open |w Cancel
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Ban c6 thé mé tap tin v6i cac tiiy chon khac nhau tir hop thoai Open:

- Open Read-Only: M¢ tap tin chi doc

- Open as Copy: Mo ban sao cua tap tin

- Open in Browse: M tap tin trong trinh duyét

- Open in Protected view: Mé tap tin trong ché do bao vé
- Open and Repair: Mé va stra 161 néu tap tin bi 161

.
Open > |
T~ « Docu... » Zalo Rece... ~ O Q. Search Zalo Received Files
Organize ~ New folder = = [ o
E Tung Name Date modified
GiaoTrinh = danh sach gvbm nam hoc 2022- 2023 NOP Hi... 7/30/2022 2:34 PM
]
Giaovien Ei DANH SACH TAI KHOAN GIAO VIEN NAM HO...  7/30/2022 1:02 AM l
Picture Samsun [=]: DS Dang Ky tiem mui 4 ngay 30_6_2022 THPT ... 7/10/2022 4:05 PM
i KHEN-CON GV 2022 8/8/2022 9:36 AM i
> Microsoft Excel
B List thanh toan 07.2022 7/29/2022 11:06 AM )
> @ OneDrive - Perso -
H: PooingVina xuat HoadonThang 7 7/29/2022 9:41 AM
> [ This PC B sample room 12-07 7/12/2022 8:16 AM
5 i Netwark
File name: |List thanh toan 07.2022 ~ ‘ All Excel Files ~
Tools - Open |v Cancel
Open

Open Read-Only
Open as Copy

Open in Protected View
Open and Repair...

5.3 Luu tap tin
Dbi véi 1 tap tin da co trén dia, sau khi mé va stra d6i ndi dung. Mudn luu noi dung da thay doi
thuc hién mot trong nhitng cach sau:
— Nhip chon menu File -> Save.
— Ant6 hop phim Ctrl + S,
— Nhép chon menu File -> Save As. Hop thoai Save As xuat hién

Trong hop thoai Save As. Chon 6 dia, thu muc, gd tén tap tin vao hop File Name, rdi nhap
Save.
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S Save As X
a e S &« 2> v = » This.. » Docu.. > v (@] L Search Documents
Open -~ OneDrive - Personal Organize ~ New folder =- @
haodonhu2000@gmail.com ~

Save W This PC Name Status Date mo
Save As El;l This PC @l Desktop 13 files @ 14/03/2(

) B Documents 2020 GIAO HANG fs] 01/12/2¢
Print ©

+ Add a Place L Downloads aaa 08/04/2(
BAI_1&2AA 01/10/2C
Share & Music X @ 110/
» Bai1_2 ©] 04/10/2(
rt g o

22l Browse Pictures BaitapMOS_Excel © 31/12/2(

Publish i3 Videos chuong01 K11 ® 04/10/2(
e Local Disk (C)
Close
File name:
Account Save as type: Excel Workbook
Authors: Haodo Tags: Add atag

Options

() save Thumbnail

A Hide Folders Tools ¥ Cancel

¢ Luu tap tin véi dinh dang khac
Trong hop thoai Save As. Chon 6 dia, thu muyc, gb tén tap tin vao hop Save as type chon kiéu
dinh dang can luu , r6i nhap Save.

Save As >
< - ~ ™ « Docu... > Zalo Rece... ~ C Q. Search Zalo Received Files
Organize ~ New folder — o

|- Downloads # Name Date modified
— Documents # @ 1_AnhHao_MICROSOFT EXCEL 2016 Ver0O1 7/6/2022 3:01 PM I
B Pictures » @ 8 C22TTQ-[Chua c6]-Q4LQOSVO309-MT.pdf ... T/12/2022 8:05 AM

E Tung @ 8C22TTQ-[Chura c6]-XAL149WPIV2-MT 7/8/2022 1:13 PM

GiaoTrinh & 10 C22TTQ-[Chura c81-U4LT4UCSAUS-MT 7/8/2022 1:13 PM

Giaovien @ 10 C22TTQ-[Chua co]-S4LQPG41PB7-MT.pdf........ T/12/2022 8:06 AM

File name: | Ttoan Bayshool 29-07

Save as type: | PDF

Authors:  Administrator Tags: Add a tag
Optimize for: @ Standard (publishing B Open file after
online and printing) publishing

() Minimum size
(publishing online)

Options...

- Hide Folders Tools ~ Cancel

Luu ¥, khi chuyén Excel sang PDF bang Micorosft Excel, mic dinh thi chi Sheet dang duoc
chon s& duoc luu thanh file PDF, nhiing Sheet khac s€ khong dugc luu.

bé chuyén toan bd file Excel thanh PDF, cac ban chon vao tuy chon Options trong hop thoai
luu file.
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= Pictures

mVideos
£ 05(C)
. Work (D3)

v <

File name: | chuyén excel sang pdf

Save as type: PDF

Authors:  tinhocvanphong.net

Optimize for: (@) Standard (publishing

 Hide Folders

Tags: Add atag

Open file after

online and printing) publishing
() Minimum size
Options... |
Tools ¥ Save Cancel

Trong ctra s6 hién ra, cac ban chon vao Entire workbook -> sau d6 chon OK.

Page range

® Al

O Page(s) From: |1 : To: |1
Publish what

O Selection O Entire workbook

@ Active sheet(s) Table

] Ignore print areas
Include non-printing information

Document properties

Document structure tags for accessibility
PDF options

I:‘ PDF/A compliant

2o ]

4 b

1

Cancel

Sau d6 cac ban luu file nhu hudng trén, khi d6 toan bo file Excel sé& duogc chuyén sang PDF.

5.4 Dong tap tin

Thuc hién mdt trong nhitng thao tac sau:
+ Trén tab File , bam Close.
+ O goc trén bén phai cta cira s6 Excel, bam nat Close B
+ Hodac nhan Alt + F4
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BAI 2: PINH DANG DU LIEU & TRANG TiNH

Excel quy dinh nhiéu loai dit liéu khac nhau, c6 thé 1a chudi ky tu (Text). Gia tri s6 (Number),
cong thire (Formula) ...

1 CAC LOAI DU LIEU TRONG EXCEL

1.1  Dir liéu dang chudi

La dit liéu & dang 12 mot chudi ky tu.

Vi du: “Truwong THPT Nguyén Khuyén” . ‘Tru‘t‘:mg THPT Nguyén Khuyén
1.2 Dirliéu dang gia tri
Vidu: 4.635,00 (dang sd) 4,635.00
10/10/2022 (dang ngay) 10/10/2022
04:30 AM (dang gid) 4:30:00 AM
1.3 Dir liéu dang cong thirc
= B5*9/A5 (dang cong thirc) =B5*9/A5
=If(B5>=100,500,0) (dang ham) =if(B5>100,500,0)

Quy tiic va dang thivc thé hi¢n

Dit liéu loai ngay gi¢ phai dugc nhap theo nhiing dang thurc sau

Toan twr Dang thé hi¢n
m/dly 7/2/99
d-mmm-yy 2-Jul-99
d-mmm 2-Jul

mmm-yy Jul-99

m/d/y h:mm 7/2/99 15:30
h:mm AM/PM 15:30 PM
h:mm:ss AM/PM 15:30:30 PM
h:mm 15:30

h:mm:ss 15:30:30

Ghi Chu
Ban n}lap dwr liéu loai ngay dudi dang m/d/y. Néu mudn thay doi dang thtrc thé hién, lua chon
cac thong so trong Control Panel- > Region -> Additional seting
+ Khi sir dung cac ddu chim, ddu phay dé phan céach giira ngay thang, nam hodc nhap cac
gia tri ngay, thang, nam khong dung theo nhiing quy tac da néu, thi Excel s& tu dong
chuyén sang dang chuoi.
C6 thé thirc hién cac phép toan v6i nhitng dir liéu dang ngay, gio.
C6 thé nhap ngay gid vao cing mot 6, nhung phai phan cach ching bang mét ky tu
trong
+ Khodng nén sir dung cac ky tu canh bién dat trude cac cong thirc hay ngay thang nam vi
lac d6 Excel s€ ngam hiéu la ban dang nhap dir liéu loai chudi vao trang tinh.
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( ¥ Customise Format X 1 r ¥ Customise Format

| Numbers Currency Time Date | MNumbers Currency Time Date

2

Example Example
Positive:  123.456,789.00 Negative: -123,456,789.00 | Short date: 12/06/2022
Long date: Sunday, June 12, 2022
Decimal symbol: ‘ l v ‘ Date formats
No. of digits after decimal: 2 v Short date: v |
Digit grouping symbol: ‘ . v ‘ ‘ Long date: | dddd, MMMM d, yyyy ~ |

Digit grouping: 123,456,789 v | What the notations mean:

Negative sign symbol: ‘ -

Negative number format: S Calendar

Display leading zeros: 0.7

1950 and 2049

-
List separator:

First day of week: ~ Sunday

Measurement system: us. v
Standard digits: 0123456789 v
Use native digits: Never v
Click Reset to restore the system default settings for Reset Click Reset to restore the system default settings for
numbers, currency, time and date. = numbers, currency, time and date.

d, dd = day; ddd, dddd = day of week; M = month; y = year

When a two-digit year is entered, interpret it as a year between:

Reset

Apply

2 PINH DANG O DU LIEU
2.1 PDinh dang sé:

Thé Home — Nhém Number

— S6 nén dé theo mic dinh cua Excel 1a bén phai

— S nén dinh dang phan nghin va thap phan bang diu ngin cach ty dong.
— Trudc khi g6 s6 thap phan, nén ktra dau thap phan 1a dau «,” hay «.”

Insert  Pagelayout  Formulas  Data  Review ' Q Tell me what you w
“D [ﬁ- TimesNewRoma~(13 ~ A A — = = %~ E;Wrap'[ext o General -
Pafte ¥ B I U~ &~ T"A' EE=EE €= Merge&Center +1 $~9% *» | % %8 FC;'
Clipboard &~ Font [ Alignment M Number "
A3 v f< | DANH SACH THITUYEN
A B C D E F G H I J
; Chon dinh dang s6
Thay d6i ki hiéu tién té _
Screen Clip

|%| Dang %

[s] Dang c6 dau phan céch hang ngan
% Tang s lugng sb 1é phan thap phan
Gidm s6 lugng s6 1é phan thap phan
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2.2 Dinh dang tién té:

Chon 6 cén thay déi dinh dang

3 o Humbar Akt Fant Bl Fim Pyt
= Cotepier
5 [t U hample
F Mok ST VD
Cunm

T hirgnting I
: = o

1 Teme
] | | Percertage Ganarsl 1 -
Iﬂ Feadtine [1]

1 Sapiantitir (Y. .
n Ll

.. i%: Mhap dinh dang cin thay déi

ﬁ

!
e

H rypm w00

1% , B |

- 900 | Fadis, #o0) >

ir Crviete

18 | Frew e number lammat tode, wing ane of Bhe renling taded a2 8 ilafing point

L]

20

21

2.3 Dinh dang ngay
— Ngay thang vé ban chat 1a mot con s6, vi vay né mang cac dic diém cua dang Number,
nhung dugc dinh dang kiéu khac Number.
— Dinh dang ngay thang phai g theo dung dinh dang cua hé théng
— Khi chon 6 va chon dinh dang kiéu General hoic dau ngin cach thap phan tu dong, néu
né chuyén vé dang sé 1a chuan dinh dang Date, con khong 1a dang dang Text.

o rmert Page L Hat ot ekt Dats H ¥ L] :- Tell me what you wan
o ik LY s = - EwepTet Date
5 Copy *

Paste B Ioy- - 5. A FHE EMerpefCenter - § - % 0

¥ Fomrat Panter

Chptears . Feni D e iy
Al - & 3282009
1 C ) E ¥ G H [ J

Chon & can thay déi dinh dang ——{[_zn]| [ ot cot r

2

3 o : Musbel  Angnment  Font  Barder Fa Protection

4 | Categeny

H | General Semple .

: || [Gumoer oz +— Binh dang mdi sau khi dai

8

Kkl

a“:?fi

&

E:I'E ; i
Q@

Le-d
ALt i

| ] 0
0 Frachion §o mni) L el se, meiy

| | Scenti § IL00 LR SE0.00
11 ! Temt S w0l 00 | Fed)(ie 2000
12 A

Q.0 s n e el

13 | 2ot Nhap dinh dang can thay doi
14 | .7
15 - P

| -
1% Ll S
7 . it Lriete
7 Sareen Clipping

R ki v Tormak code, wiing one of the existing codes a5 a sarting poid

15
]
2
z

) = oo

2.4 Dinh dang ngi dung trong o6 :
Chon kiéu chir, mau chit, canh 1&, ké khung ...

a. Theé Font:
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General - [ Conditional Formatting +
$ - % v [ Format as Table »

Tomes NewRoma = (13 = A" A = -

n..m“; B I U- - DA |EE=ES

' o Coil Styles +

Styles

A3 v f« | DANH SACH THITUYEN

A B c D E F G H 1 J

1
2
3 |DANH SACH THI TUYEN
-

5 ISTT  TENTHISNGAY SIN DIEM THNHAP DIEM LY THUYTHUCHAMDTB  XEP LOAI
6 LT TH

7 I Npoyéa T 102500 45 757 ? ? ?

L 2 Truomg N 22401 4 45

C& chir Tang giam c@ chir

e

Kiéu chit —— TimesNewRoma ~/13 ~ A A

A
B I U-~- o~ OvA~+— Miuchiy
iorlt I I M Screen Clipping
) Mau nén 6
Ké khung 6

s Thé Alignment:

lv. A B C D E F G H ! ]
S g e
Da&i hudng van ban trong 6 G6i van ban trong 6
Canhlétheo | 1

chiéu doc - E¢ Wrap Text

=aE | B Merge & Center ~

’ Alignment ] =
0

Canh [é theo __ oz v Gop 6
chidu ngang Tang/giam lé

% Co6ng cu Merge & Center

C6 thé gop 6 bang cach boi den cac 6 can gdp sau d6 chon thé Home trén thanh ribbon. Tiép
theo nhan vao miii tén canh muc Merge & Center. Thanh cudn s€ hién ra cac lva chon cho ban nhu
sau:

—  Merge & Center: gdp cac 6 thanh 1 6 duy nhit va vin ban trong 6 s& duoc cin gitta.
—  Merge Across: gop nhiéu 6 duge chon theo timg dong riéng biét.
—  Merge Cells: gop nhiéu 6 thanh mét 6 duy nhat ma khong can 1 chinh gitta cho 6.

-~ Unmerge Cells: bo gop 6
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Insert Page Layout Formulas Data Review View Q Tell me\

B I

db Cut Calibri 11 AA T == - EWrap Text Ge
- Copy - o o
iste - - - - === | €= 2= -
o ¥ Format Painter BIU HE‘ A' = = '— — Merge £l iy $

Clipboard N Font I Alignn Merge & Center

N Merge Across
2 - I
FH Merge Cells
A B C D E [

| FH Unmerge Cells

% Cong cu xoay chi trong 1 6 Excel bang Orientation

9 O muc Home tré:n thanh menu ban chon céng cu Orientation (biéu tuong chit ab). Tai day
c6 thé chon 1 trong 5 kiéu xoay phu hop :

GO Insert Pagelayout Formulas Data Review View @ Tell me wha

- Calibri 11 A A === &~ E‘:’Wrap Text C
Zopy v T .
- . &H. A . == = ¥ Angle Counterclockwise
~ormat Painter 1 U-H N E o \
6 Angle Clockwise
oard r Font R

LB Vertical Text

- Je Nguyén Khuyén 18 Rotate Text Up

| B | C | D E F lg' Rotate Text Down
¥ Format Cell Alignment
ed
<
&
)

— Angel Counterclockwise: La kiéu xoay chir huéng 1én trén véi goc nghiéng 45°.

—  Angel Clockwise: La kiéu xoay tir trén xuéng dudi véi goc nghiéng -45°.

—  Vertical Text: La kiéu tha chir thang dung tir trén xubng véi cac chit cac duogc tach
riéng bi¢t tung dong.

~ Rotate Text Up: La kiéu xoay chit thang dimg goc 90° hudng tir dudi 1én trén.
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~ Rotate Text Down: La kiéu xoay chit thang ding goc 90° hudng tir trén xudng dudi.
Ngoai ra c6 thé tiy chinh nhiéu hon cho cac kiéu xoay cua chit véi Format Cell Alignment
: Nhan chudt phai > Chon Format Cells. Nhap goc mudn xoay chit tai 6 Degress hodc nhan
chudt vao cac diém biéu thi toa dd nghiéng cua chi.
— Horizontal: Canh b cuc chir theo chiéu ngang.
Vertical: Canh b cuc chir theo chiéu doc.
Wrap text: Ty xudng dong dé vira véi do rong cua cot.

Shrink to fit: Tir diéu chinh kich ¢& dé vira véi 6.

Merge cell: Ghép ndi 6.

D
W L P 3 Huéng van ban trong &
7 ) é’ — HE Bt o Format Cells 7 X
A . fo | DANMSACH e TuvEn Number ‘@79;';'}{7: Font  Border Fill Protection
A B c D £ ¥ L H 1ent alignment Orientation
L ¥ - . . ]  Horizontak o .
Canh |é theo chiéu ngang = Genenal %] ingen ‘ .
Verticat o B L4 .
Canh lé theo chiéu doc —+ Bottom & 1 x |[T—4
ustity distributed Giad tri thut 18 trai trong 6|t .‘
Text control ; .ﬁ,*
Xudng hang trong cling 1 6 > [ wirap text 0 1 Degrees
e -~ -~ . e A
[ shrink to 1t «—Thay d0i ¢& chi¥ cho vira vdi 6
Gop 6 > [7] Merge cells I
Right-to-left apiaiy dis
Tedt direction: Gia i iy
Context v
o
«»» Thé Boder:
Forrnat Celis ? x
Mumber  Alignment Font Border Fill Protection
Line Presets
T || |-~ +——Chon ké téng|thé
c‘hcn kléu net k‘é —_— Hone  Qutline  [nside
(nén chon dau tién) i |
Text Text
S = +—— Chon ké tirng nét
. L Lolor: . Text Text
Chonmaunetké — L m— Q

A0 @O OE

The selected border style can be applied by dicking the presels, preview diagram of the buttons

above.

Cancel
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2.5 Ap dung, hi¢u chinh kiéu dir liéu &

¢ Ap dung kiéu 0 (cell styles) co san: Chon khdi 6 can dinh dang — thé Home — Cell Styles
— chon mot kiéu dinh dang

e Signin

g, o6 Cut TimesNewRoma = (10 +| A A = =2 ®- EFWnplet General S =] 5= Bx W] [E"""’S“"‘ ) 4 p
Copy ~ -~ Ko 5 S Fill »
P tmaton | & 1 U B Qe EFE EE Moo - | § - % 0 o8 41| Contion ot of S ot D fomat L @ e
Chpboard font e Alignment . Number . Styles Custom
AS v | MASp Normal 2 —
Good, Bad and Neutral
A B C D E F Normal Bad Good Neutral
l Data and Model
2 o Output Warning Text
3 PHIEU GIAO NHAN Titles and Headings
4 { ?:at::\s"slmﬂﬂeidlngz Heading 3 Heading 4
5 |[MA SP SOLUONG  TEN SP DONGIA KHUYENMAT THANH TIEN | |a0%-accentt 20%-Accentz  20%-Accents  20% - Accents
6 |XB 19 Xa bong LifeBoy 4200 3 67200 |40%-Accentl 40%-Accent2 40%-Accentd  40%-Accentd
7 [s 5 Tra lai 4350 1 17400] [EEEEEEE GEIEER
T | T Accentl Accent2 _ Accentd
8 |T 16 Sup Knor . 1000 3 13000 I
9 |IXB 12 Xa bong LifeBoy 4200 3 37800 |Comma Comma[0]  Curency Currency [0]
10|s 8 Tra lai 4350 1 304504 " ; l‘
11T 1 Sup Knor 1000 0 1000
12 Tong cong: 166850

¢ Tao kiéu 6 (cell styles) méi: Chon khdi 6 di duoc dinh dang — thé Home — Cell Styles — New

Cell Style — nhap tén kiéu 6 — OK

“‘1 3‘ £ = ¥ Wrap Text Genesal P‘; B >
Pasts BB » — — == 2 27 | Condiiana Founst it D T B
e paa |18 | = S = [SE 2R B e cen v | $ %02 | MR e Table~ e '. S |7
Clipboard Font ] Alignment Number Styles Custom
AS . £ | mAse vomai2 TN
Good, Bad and Neutral
A B F Normal Bad
1 Data and Model
o [Calcutation ]
2 §ty|e name: Output Warning Text
3 PHIEU 22AO NHAN Titles and Headings
4 Style Includes (By Example)| Heading1 Heading2
—_—r = - Themed Cell Styles
5 Il |/ dumber  dddd, mpmm dd, yyyy MAI THANH TIEN || [
6 @] alignme Nhap tén' moi| aligned 67200
7 [7] Eont Calibri (Body) 11, Text 1 17400 —
==
8 [V] Border No Borders 13000 Number Format
9 37800 Comma Comma [0]
V| Fill No Shadi
VI Fi o Shading ‘ 30450 [D New Cell Style... | °
- B Merge Styles
[¥] Protection Locked 6 1000 i
Cancel T
| Concer | 166850

3 TAO VA PINH DANG BANG

3.1 Tao bang:

Chon khdi 6 can dinh dang bang (1) — Thé Home (2) — Format as Table (3) — chon mau

dinh dang can sir dung (4)
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A B C D E
1
2
3 RelU GIAO NHAN
1 ]
5 |[mMA sp|s6 LUONG |TEN SP DON GIA |[KHUYEN MAI
6 ||xB 19|Xa béng LifeBoy 4200 3
7 |Is 5|Tra lai 4350 1
8 ||T 16|Sup Knor 1000 3
9 ||xB 12|Xa béng LifeBoy 4200 3
10|s 8|Tra lai 4350 1
11|T 1|Sup Knor 1000 0
12 T6n§ coéng:

-
w

— xuat hién cira s Format As Table dé kiém tra lai ving 6 da quét khdi ding chwa — danh
dau muc chon My table has headers néu ving 6 da chon cé ca dong tiéu dé (5)

A B C D E F @ H

1
| Format As Table T = |

2 - Wihare is the Sata o your tableT
3 PHIEU GIAO MNHAN o ~SASSSFSIZ i3
4 -1 My tabie has headers
5 [MAsP[sB LUONG |TEN sP BON GIA |KHUYEN MAI |[THANH TIEN |
6 |xB 19|Xa béng LifeBoy 4200 3 67200
7 Is 5|Tra 1ai 4350 1 17400
s IT 16/sup Knor 1000 3 13000
o |xB 12|Xa béng LifeBoy 4200 3 37800
10 |s 8|Tra lai 4350 1 30450
11 |7 1/sup Knor 1000 o 1000
12 Téng céng: 166850
13

¢ Hiuy bé cac gia tri trung (remove duplicates):

Chon bang (1) — thé Design (2) — chon Remove Duplicates (3) — danh dau chon
cot chira dir liéu trung (4) — OK (5)
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Page Layout

Table Name: mmarize with PivotTable = za= Properties | Header Row First Column

Table2 L RemoveDuph(a(esI S & Open in Browser Total Row Last Column

Insert ~ Export Refresh ;
) Resize Table 2 Convert to Range ﬁoﬂ - &2

3 Unlink v| Banded Rows Banded Columns

Slicer
Properties Tools External Table Data Table Style Options
A6 N L1
A A B C D E F G H 1 J
o Remove Duplicates ? X

To delete duplicate values, select one or more columns that contain duplicates,

DANH SACH THI TUYEN

52 select Al | | 1= Unselect Al £A My data has headers

= SINH - = ~ 2 cotum V F
10250 0 457 []OI‘SJT:i
224001 J 4 (4 TEN THI SINH 0
W 690 36 (4 NGAY SINH
771495 J U e
8 Teln ) T 2 _. . m' !’. D Nmol‘M e
1:1| 6 Trin Thi Bich Tuyén 12/5/02 L | = V

13 |BANG XEP LOAI

Luwu y: Trong trudng hop khéi dit liéu khong phai dang bang, ta c6 thé sir dung 1énh Remove
Duplicates trong thé Data

[ From Access L LY TlShow Queries | [ [£] Connections 8 AN W Clear ¥ Flash Fil @ Consolidate
[& From Web ‘ [ : F[: [:]From Table | & Propertie: ©lhs Y ¥ Reappl e |Hﬂ Remove Duplicates | 5 Relationships
From Other  Basting New Refresh Z| Sot  Filter 0
[T From Text Sources*  Connections Query = [% Recent Sources All= Edit Links As Yo Advanced Colurmns € < Data Validation + [3) Manage Data Model
Get External Data Get & Tansform Connedtions Sort & Filter Data Tools

A5 i 3

d A B C D E E G H | 1 B)

1 | Remove Duplicates 7 bd

: 1 To delete duplicate values, select one or more columns that contain duplicates.

2 | o DANH SA(‘H THI Tl’YE.\. . ;E Select All . Egunmm Al [4 My data has headers
Columns [ .

5|[STT | TENTHISINH |NGAYSINII DIEM THEM |NHAP DIEM |LV THUYET Ostr

6||____1]Nguyéa Thii Nga 102500 431 7 | @ s o

7 2{Trrong Ngoc Lan 22401 4 E :i::m:

§ 3 Lf ChNH 6/6/90 56' O N.HSP DIEM

] 4{Luu Thiry Nhi 7/14/95 73] ] L THUYET v

i 5| Tran Thi Bich Tuyén 1250 %] o ][ o

| 6|Tran Thi Bich Tuyen 12/5/02 89| i . 7

12] P
G iy Screen Clipping |

3.2 Mot sb tiry chon hién thi trén bang:
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File Home Insert Page Layout Formulas Data Review i I i Q Tell me what you want to do.

Table Name: Summarize with PivotTable m ] Properties V! Header Row First Column v/ Filter Button | S CE=
- | == === ===
Table3 E'B Remove Duplicates _'9 & Open in Browser Total Row || Last Column = ﬂﬂ
- Inset = Export Refresh e | ====— EE
{0 Resize Table | 5 Convert to Range Slicer v « €3 Unlink v Banded Rows | | Banded Columns
Properties Tools External Table Data Table Style Options
A5 Y f S
A A B C D E F G | H I
l ’
2
3 ’ DANH SACH THI TUYEN
]

An hi¢n dong tiéu dé bang
An hién dong tong cong
BandedRows|  Pinh dang mau xen ké cho cac dong
Dinh dang mau xen ké cho cac cot
An hién bé loc bén phai timg cot & dong tiéu dé bang

- 2 % A Ae A
gaConvetioRange|  Chuyén bang vé dang khoi 6

File Home Insert Page Layout Formulas Data Review ’
Table Name: E Summarize with PivotTable E m =] Properties | Header Row First Column V| Filter Button | F[=[=
Table3 B-E Remove Duplicates =t =9 (® Open in Browser Total Row Last Column !
—_— = Insert  Export Refresh =11
) Resize Table Slicer v » €2 Unlink v| Banded Rows |v| Banded Columns
Properties Tools External Table Data Table Style Options
v fe | NGAYSINH
d A | B C D | E | F | G | H | 1
1 1
2 1
3 DANH SACH THI TUYEN
=
Microsoft Excel X
5 B ~|[PTB - | -]
6 1|Nguyén Thai Nga 1 o Do you want to convert the table to a normal range? 7 7 ?
7 2|Trwong Ngoc Lan .
8 3|Ly Cam Nhi (I )
9 4|Luu Thay Nhi 7/14/95 75
10 5|Tran Thi Bich Tuyén 12/5/02 89

b. Thiét lap vin ban thay thé (Alternative Text) cho bang:
Nhap phai chudt vao bang (1) — chon Table (2) chon Alternative Text (3) —
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Cut
Copy
Paste Options:

Ty

= =

Paste Special...

Smart Lookup

Screen Clipping I

@ | Nhip phai chust vao bang - :
Select 4

Clear Coptents
Quick Analysis
Sort »
Filter
Table

»
] I E Totals Row

2]

% Insert Comment Conyert to Range 9
Pick From Drop-down List...
Alternative Text &g
Title o
A ein A s \ Nhap tiéu d&8  ————— |[[nnap tieu az |
Nhap tiéu dé vao vung P o
Description

Title va nhap van ban mo ta vao
vung Description (4) — OK (5) Nhapvinbanmétd ———+

Nhip vin bdn mé ta

Titles and descriptions provide alternative,
text-based representations of the information
contained in tables. This information is useful for
people with vision or cognitive impairments who
may not be able to see or understand the table.

Atitle can be read to a person with a disability and
is used to determine whether they wish to hear the
description of the content.

e | I OK Ii Cancel

C. Nhap dir liéu tir tap tin dang Text

~ Chon 6 chura dit liéu nhép (1)— the Data (2) — Get External Data (3) — From Text (4) —
xuat hién ctra so Import Text File cho phép chon tap tin

Home Page Layout Formulas Team < Tell me... Sign in ‘r:-:;_ Share

[=] Connecti Y h Ao ~  [E  Be E f:' 5
ITE% 2 P::nneni:ns o ‘; R::’ ly =IE= Bl oF - @ e
Refresh " z] Sort Filter s Textto _ _ What-If Forecast Outline
All~ | Edit Links Yo Advanced | Columns =5 - @ Analysis~ Sheet =
Connections Sort & Filter Data Tools Forecast -~
From rom Other Existing
Access Web Sources ~ Connections _ - | D | - E 1 F | G ﬂ
Get External Data 1EU G‘IA.O NHAN
2
MASP| SO LUONG TENSP DPON GIA mmmtm THANH TIEN
3
4 XB 19|Xa bong 4.200 vnd| 3 67.200
5 S 50|Tra la 4.350 wvnd| 5 195750
6 T o 20|Sup Knor 1,000 vad 4 16,000
a T i 1|Sap Knor 1,000 vnd| ] 1,000
9. T
10

Trang 30




> Trieong THPT Nguyén Khuyén

— chon tép tin can nhap dit liéu vao trang tinh hién tai cua so tinh (5) — Import (6) — xuat
hién ctra s6 Text Import Wizard

— E—
E1) import Text File
@Ov[,, « MOSExcel » MOS Excel » Project5 ~ ] %9 |[ Search Project 5 )

Organize »  New folder 3= 0 @

== -

). 2016 - Name . Date modified Type
4 excel 2016

. | | More Cars.txt 6/22/2018 11:26 AM _ Micl
J exc uong
I Iy thuyet excel 2014 T
). MOS Excel Khu
)i MOS Excel

ng chq}rl;lén-g'_‘g’,tiﬁJ

| Projectl
). Project2 (M3
J. Project 3 =
J. Projectd

J. Project5
J. Project6
J. Project7
b mysqgl

»

File name: More Cars.csv - _LText Files (" prm:".tt:".csv) -

1 . e 1 =5 S M&]
Khung chon tén thw muyc)

— Chon tuy chon ky ty phéan chia ¢t (7) — chon hoac bo chon tuy chon My data has headers (8)
— Next (9)

Text Import Wizard - Step 1 of 3 l:i“
The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
jose the file

ype that best describes your data:
- Character

Chon cg-llv)l‘}r.p-hin chia cdy) 5

- Fields are o..,..2C ... B e meastlwes w G THEIL
Start import at row: 1 5~ File origin: 65001 : Unicode (UTF-8) El
= Ch 5 Bay khbs 5’don satou 2d
My data has headers, hon ¢6 hay khong cé dong tiéu dé)
Preview of file D:\MOS2\201 S ExcePNMOS Excel\Project 5\More Cars.csv.
,Family Minivan 245,8,50,6 700 -

.Sports,Laboxgini €7,3,500,3500 )

=

— Chon ki ty phan chia ndi dung (10) — Next (11)

[ Text Import Wizard - Step 2 of 3 D j) |

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below.

Dung ddu phdy dé phan chia

["] Semicolon || Treat consecutive delimiters as one
gl;omm:. ®
- Text gualifier: - >
" Space @,‘ e D
[] other: T

N

TSP Tl ‘o .

Data preview Dir li¢u da duge phin chia)
Family Minivan 245 P B0 700 -
Eports Laborgini &7 B E00 pBsoo |

([ cancet | [ <gax | mewt> JJ[ Emisn |

L —_

J

— Chon dinh dang cho dir li¢u trong vung Column data format (12) — chon Finish (13) — OK
(14)
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-

Text Import Wizard - Step 3 of 3
This sereen lets you select each column and set the Data Format.

Column data format
@ General
) Text

7 Date: E

MDY

Do not import column (skip)

Data preview

(2 sl

‘General’ converts numeric values to numbers, date values to dates, and
all remaining values to text.

Censzzl ral
amily Minivan 245 P a oo
ports [Laborgini €7 B oo 500

<|

[ Cancel l[

< Back ]

[ ™
Import Data B ¢ [
Select how you want to view this data in your workbook.

[l @ Table
PivotTable Report

PivatChart

Where do you want to put the dafa?
@ Existing worksheet:

l | =5A516 ' -

() New worksheet

AN - N ST T e,
O, déau tién cua khoi nhan dir Eguéahen]\‘gﬁ(}‘

["] Add this data to the Data Model @
= o
|

Két qua: No1 dung tép tin dugce chon s€ dugce chen vao trang tinh hién tai bt dau tai 6 da duoc
chon (Existing worksheet) hodc chén vao trang tinh mdi (néu chon New worksheet)
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BAI 3: THAO TAC TRONG TRANG TIiNH CUA EXCEL

1 DPIEU HUONG TRANG TIiNH

RS

RS

X4

*

L)

°

Di chuyén dén mét :

—  Céac phim miii tén dé di chuyén hdp dinh vi sang trai, phai, trén, dudi.

—  Tab: di chuyén sang phai.

—  Shift + Tab: di chuyén sang trai.

Di chuyén trang man hinh:

- Page Up/ Page Down: di chuyén 1én trén/ xubng dudi.

- Alt + Page Up/ Alt + Page Down: di chuyén qua trai/qua phai

Di chuyén vé diu/cudi dong trén dong twong ng (trang trong):

—  Ctrl + Left Arrow («): dau dong

—  Ctrl + Right Arrow (—): cudi dong

Di chuyén vé dau/cudi cdt trén ¢t twong ing (trang trong):

—  Ctrl + Up Arrow (1): dau cot

—  Ctrl + Down Arrow (¥): cudi cot.

Di chuyén vé 6 diu tién/ cudi cing:

—  Ctrl + Home: 6 dau tién.

—  Ctrl + End : 6 cudi cung (6 cudi cung 1 6 giao gitra dong dudi cting va cot cudi cliing
bén phai da ting dugc thyc hién thao tac).

Sir dung thé 1énh dé di chuyén:

— Thé Home — Find & Select — Go To — chon tén ving 6 trong khung Go to — OK.

Formulas Data Review Team @ Tell me what you want to do.. Signin £ Share

Insert  Page Layout
| calibii -|n

®. = Gene -  FZConditional Formatting -~ | = Insert -~ | 2 -

| T I 1 A A =5 T, rd
= $ - % * [FFormatas Table - 2% Delete - | [T -
aste - - = = = &= = —] - o
- Lo Ue e A =E=E=EEH- g [7 Cell Styles - [ Format- | &+ e
Clipboard 1 Fant = Alignment G Number 1 Styles Cells
Al - 4 ab  Replace...
= GoTo..
A B c D E F G H I J K L M —
o Special..
(0 I o
2 ul
3 GoTo 7 X omments
4 Conditional Formatting
J Go to: Copstants
6
A N A Bang 1 at on
7 Chon tén vung 6 —— ||/&%
3 d ang_
9
10
1
12
13
14
15
16
= Reference:
18 A1l
19
20 Special... “ Cancel
21 —
22
23
Sheet1 Sheet2 Sheet3 Sheetd +) ‘ »
Ready :2:) E [ - 1 +  100%
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=

Alignment

Al b 2

Chon cach di chuyén ——

Sheet! | Sheetz | Sheet3 | Sheeta &

Ready

Team

Thé Home — Find & Select — Go To Special.

Q Tell me what you want to do...

Signin £ Share

(O Current region
(O Current array
O Objects

(O conditional formats
() Data validation
Al

Same
coce
]
B @ O -

General  ~| [ Conditional Formatting~  &®inset ~ 2 - ‘%\v 73_ o
$ - % * [ZFrormatas Table~ =X Delete -~ [¥] -
T %8 i Cell Styles - f— Format » F . E:,’{:, ;Tdﬂf
Number & Styles Cells Editing O Find..
8 Replace...
% GoTo.
H | J K L M {W o
Go To Special ? o Formulas
Comments
Select Conditional Formatting
(O Comments O Row differences Copstants
(O Canstants O Column differences Data Validation
() Formulas () Precedents [t Select Objects
Mumbers O Dependents Efly Selection Pane..
Text Direct only I
Logicals All levels
. ~
Errors @iast ceill. «———— |O cudi cung
() Blanks (O visible cells only

1 + 100%

2 HIEU CHINH O, DONG, COT, TRANG TiNH

2.1

Chon m¢t nhém 6 khéng lién tiép nhau

— An giit phim Ctrl trong khi nhép con tré chudt trén nhitng 6 mudn chon.

2.2 Chon toan b{ trang tinh
— Ant6 hop phim Ctrl + A.

— Di chuyén con tré chudt vao 6 giao ctia thanh tiéu dé doc va thanh tiéu

dé ngang rdi nhap trai chuot.
2.3 Thay ddi chiéu rong cot

+ Sir dung thé 1énh: Chon ct can doi do rong — thé Home — Format — Column Width
— nhap kich thude (d6 rdng) can doi — OK.

Page Layout Formulas Data Review View

Team

Tell me

Signin 9

Share

= % TimesNewRoma |12« & o | = =|B E = General - E!Candilional Formattina = §® Insert = 2 - ,%\v p
i g - . - $ - % »  [ZFFormat as Table~ £ Delete +  [¥] - o, B
aste - | IO - - = I - — o n
@ (BIUC[Er A ES=ERE g (7 Cell Styles~ L~ Fifter~ Select -
Clipboard & Font Alignment i Number G Styles Cell Size s
. L Row Height... ~ — = >
= s ’ ActoFit Row Height Nhip Kich' thuée ==
A B C D E F G H I = : L |-
2 o AutoFit Column Width f
3 |DANH SACH THI fUYEN - %\GM
* Visiblity :
" . N a . Hide & Unhid:
s|STT  |TENTHE[NGAY SINDIEM THNHAPBIEM LY THUYTHUCHAMDTB  XEPLOAI R '
6 LT TH Organize Sheets
7 1|Nguyéa T|  10/25/00 45 757 ? ? ? Rename Sheet
8 2|Trromg 2124/01 4 45 Move or Copy Sheet..
9 3|L¢ Cém 6/6/90 36 36 Tab Color »
10 4|Luu 7114/95 75 63 Protection

2.4 Thay ddi chiéu cao hang

+ Sir dung thé 1énh: Chon dong can thay ddi d6 cao — thé Home — Format — Row Height

— nhap kich thudc (dd cao)
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o Inset  Pagelayout  Formulas  Data  Review  View  Team @ Tell mewhaty

[ - = General - [FEConditional Formatting = = E=lnsert - Z A

s New Roma = |12~ - B

Pacs EEI7 $- % 7% Format as Table ~ *D:m: . So q
- B I U- DA === - it

. ¥ - 4 L= = = 8 8 (59 Cell Styles = ﬁformat' S Era

Clipboard Font 5 Alignment 5 Number & Styles Cell Size ¥ NIy ek arde

. c ¢
" 4 i -
A3 - fr || DANH SACH THI TUYEN ol*L Row Height... | ——

AutoFit Row Height Row height:
A B c D E F G H 1 I (3 Column Width vy -
1 = - Cancel
| o AutoFit Column Width o =
3 [DANH SACH THI TUYEN il Defauit Width.
! Visibility

2.5 An/ Hién cic hang/cft trén trang tinh
St dung menu
+ Chon pham vi chtra cac hang can thuc hién -> Nhép phai chudt
+ Chon Iénh Hide (an) hodc Unhide (hién).
Ghi cha
Nhitng hang trong pham vi da chon sé bi che khudt béi cdc hang ké cdn phia dudi
Trén dwong vién doc khéng hién thi ky hiéu ciia cac hang bi che gidu.
3 SAO CHEP DU LIEU
3.1 Sao chép dir liéu binh thwong:
~ Quét khéi cac 6 di ligu can sao chép — l?ém t6 hop phim CTRL+C (copy)
—  Nhap chudt vao 6 can sao chép dir liéu dén — bam t6 hgp phim CTRL+V (paste)
3.2 Caic cach sao chép diac biét (Paste Special):

Quét khdi cac 6 dir liéu can sao chép — bam t6 hgp phim CTRL+C — nhap phai chudt vao 6
can sao chép dit liéu dén — chon cach sao chép dac biét can ap dung

0 Chon 6 hodc khéi 6 can sao chép — Bdm CTRL+C

»- A" A ) i ) "
- Formulas: Chi sao chép cong thirc.
Nhip e x‘ft hiésn c[ria Is,s - Values: Chi sao chép gia tri.
2 aste &cial » ¢ H
phai Ty Paste Options P - Formats: Chi sao chép dinh dang.
ot @ o mee .
oS ol h e < leo - Comments: Chi sao chép chu thich
N N 4 ( al ] . A
can chép - ° (binh luén).
dir liéu dén et Lot pasteSpecel - 7 x| oo - .
nsert Cc - Columin widths: Chi sao do rong ¢ot.
Faste
@ O At using Source teme = Add: Cong gia trj noi dén vai gia tri
) Lormutas J AN except bordens .
O yatues ") Cotumn widths sao chep.
O rormats ) Formulas 3nd number formats . . 3 — e X
O gomments O vaiges a0d pumber formats - Subtract: Trir gid tri noi dén vai gid tri
it R e sao chép.
Ouemm\ S :
® "‘;"' 2 e - Multiply: Nhan gia tri noi dén véi gia
8 ) Dpide o :
O subtract tri sao chép.
[ suip pranks Olvanspose - Divide: Chia gia tri noi dén véi gia tri
Paste = > ~ao chép.
robezers E Screen Clippina | P

4 DI CHUYEN DU LIEU
—  Quét khbi cac 6 dit liéu can di chuyén
— Bam t6 hop phim CTRL+X (cut)
— Nhéap chudt vao 6 can di chuyén dit liéu dén — bam t6 hop phim CTRL+V (paste)
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5 CHEN XOA O, DONG, COT
5.1 Chén dong :
Chon dong can chén — nhép phéi chudt vao dong can chén — chon Insert

Vi du: Chen 1 dong tai dong 6 — chon dong 6

=+ % T fany

Nhiip phai chuét vio dong duogce chon)
— ) e A agta-—o,:‘—f-/
9 0 e Options?

ik

10 o =

1 s . ;
= Paste Special... Ndt Insert Options —.6 )
13 ——(2)] = ()]

14 Delete Pinh dang giéng dong trén - Format Same As Above
15 Clear Contents Dinh dang giéng dong dudi =9 $ O Format Same As Below
ig Format Cells.. X6a bo dinh dang %»Q Clear Formatting

= Row Height.

19 Hide

20 Unhide

5.2 Chén cot:
Chon c6t can chén — nhép phai chudt vao cot can chén — chon Insert.
Vi du: Chen cdt tai ct F — chon cot F

‘—E gm, Eut

B Copy
&L'] Paste Options:

ljllL"nQ phii chuft V-'"l—n*l-‘\_'::gf:l—?%4 TQ
Paste Special...
| Tnsert eﬂ‘- T E * F 9 H I
Delete Nut Insert Opti(l}ns o
Clear Contents Dinh dang giéng cot trai ormat Same As Left ™
Format Cells... Dinh dang giéng c6t phai Format Same As Right

Column Width... X6a bd dinh dang

Hide
Unhide |

Clear Formatting

5.3 Chén 6 hoic khdi 6:

Nhép phai chudt vao 6 can chén — chon Insert — chon cach chén (Shift cells right hoic
Shift cells down)
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78% (* Cut
ERy Cop
WD, Paste Options:
9\ VEL o e A :‘Fﬁ n
cNhap)phai'chugtivao)litrong cic,d duge chon)

O Smart Lookup

11
12
13 Insert... 9 [
- Insert
14 Delete...

15 Clear Contents
16 =
17, g DAy dit lidu dang cé sang phai
18 Filtgr " Dy dir lidu dang c6 xudng dudi
= Sort s Cheén toan b dong
o %] Insert Comment ,Chén toan b0 cot
= %9 Delete C t . o
elete Lommen! =
22 i N
24 Pick From Drop-down List...

Seattle | Salet Define Name...

Ready &3
5.4 Chén dong trong pham vi bang:
Chon dong can chén — nhdp phai chudt vao dong can chén — chon Insert — chon Table
Rows Above (chén dong bén trén dong dang chon).
Vi du: Chen 1 dong tai dong 5 — chon dong 5

Bl |SINGAPUKL |

™ WY

Cut

B Copy
Ty Paste Options:

e, el a0

TV P ATy - =5 =/
)] h.:g phalchuqb\ao dﬂlw% p...t ; _ l@

o aste Special...
10 a2 Sty .
] O Smart Lookup Chén yio phia trén Llnng,:,'t_!l_t_l’n_J
]_2_
13 | Table Columns to the Left
i:‘ Delete Pl 3=, Table Rows Above 9'
15— Select »
17 ' Clear Contents

5.5 Xéa dong/cot:
Chon dong/cot can x6a — nhép phai chudt vao dong can x6a — chon Delete.
Vi du: X6a dong 6 — chon dong 6

(x_,) Cut

Nhip phii chudt vaq d(‘:nm;l re ch
F o >
Nhiip phai chudt viao dong duge chon)

S o Paste Options:
1 T =

20 2 2

11| Paste Special...

12

13 1 Insert

14| l Delete 'QI]

15 | Clear Contents

IGA E Eormat Cells...

17

18 1 Row Height...

19~ Hide

20 Unhide
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5.6 Xoa 6 hoic khoi 6:

Nhép phai chudt vao 6 hoic khéi 6 can x0a — chon Delete — chon Shift cells left (di chuyén
dir liéu sang trai) hoac Shift cells up (di chuyén dir li¢u 1én trén)

8 0% 'y Paste Options: )
| -
. 3 N —Di chuyén di lié i
UM o (S T i chuyén dit liéu sang trai
'a0) \ — e B ami=a an 5
RNRAp phalichugtvao 'J'i‘li‘fgp‘l%?f‘i‘f‘l‘f-'—“-’ﬂ Di chuyén di liéu én trén
11 W R Ak o
? ‘ Q Smart Lookup Xc’)a to?n b? d?ng
| ——X0a toan b cot
13 Insert...
14 I [ Delete... e ﬁ
15 Clear Contents

18

6 AP DUNG TU PONG PIEN

¢ Thao tic dién thir bing tiéng Anh trong tuin;
Chon 6 chtra dir liéu ban dau — tré chudt vao goc phai dudi cua 6 (fill handle) — Bam giir chudt
kéo sang hudng can dién.

Khéi sau khi bam giit chudt kéo xudng

—

. E F Monday
Tuesday
Monday o ,||Wed
Thursday

| ﬁ -

Con tro chudt dat tai vj tri fill handle Alito Fill Options

Sao chép ndi dung 6 ké ca dinh dang ¥ Copy Cells
pién day lién tuc

Chi sao chép dinh dang (khéng sao chép ndi dung)
Chi sao chép néi dung (khéng sao chép dinh dang)
Dién theo ngay

Dién theo ngay lam viéc trong tuan

Fill Series
Fill Formatting Only
Fill Without Formatting
Fill Days

Fill Weekdays

Flash Fill

O

Luru y: Khi can dién thtr trong tudn 13 tiéng Viét, ta cAn tao ddy tuy chinh ty dong dién chinh 1a nhitng
chuoi thir nay.

Céch tao méi ddy tuy chinh ty dong dién: Chon File (1)— Options (2) — xudt hién ctra sb
Excel Options (3) — Advanced (4) — Edit Custom Lists (5) — xuat hién ctra s0 Custom Lists
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— © :

General General
Formulas Provide feedback with soumd
Proofing | Provide feedback with animation

Save Ignore other applications that use Dynamic Data Exchange (DDE)

| Ask to ypdate automatic links
O*ﬂw:—— Show add-in yser interface errors
Advanced +| Scale content for A4 or 8.5 x 11" paper sizes
Custornize Ribbon At startup, open all files in:

Quick Access Toolbar Web Options... o

Add-ine +| Enable multi-threaded processing

Trust Center Create lists for use in sorts and fill sequences:

Data

| Disable undo for large PivotTable refresh operations to reduce refresh time
Disable undo for PivotTables with at least this number of data source rows (in thousands): | 300 -
Prefer the Excel Data Model when creating PivotTables, QueryTables and Data Connections (i

+| Disable undo for large Data Model operations
Disable undo for Data Model operations when the model is at least this large (in MB): | 8 -

Enable Data Analysis add-ins: Power Pivot, Power View, and Power Map

Lotus compatibility

Trong ctra s6 Custom Lists — New List (mic dinh dugc chon) (6) — nhép cac chudi thir
trong
vung List entries (7) va chon Add (8) — OK (9)

A A
Custom Lists (2 ot

STV N S S VS 8 e ¥
— Danh siach duy& nh:gB phiin cich bang xuong h.my—
Custom Lists | 1

List entfies:

Sun'day, Mond’ay, Tu'esda;, We
Jan, Feb, Mar, Apr, May, Jun, It
January, February, March, Apri

Press Enter to separate list entries.
Import list from cells: SAS1:5DS2

Tao day tuy chinh ty dong dién khi cac chudi cin tao c6 san: Quét khéi chon khdi dir liéu can
tao day tuy chinh — thé File — Options — Advanced — Edit Custom Lists — chon Import —
OK.
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- =
O —
ks — e | - -
e Calibri A == tF [‘.4 L‘-f‘ Brinen - | 2 Fad ,O
) - - 1] #Delete - [T~ _
Pute . B r u. M- DA w3 5  Conditional Formatas Cell | . . Sort& Find&
- Select -
Clipboard 1 Excel Options @ ? ~
Al - General o N =1 0
| Custom Lists ? *
R Formulas When calculating this workbook: | [§Bai tap -
Thir hai Procfing [¥] Upgate links to other documents
Thir | :
_+u Save Set precision as displayed - List gntries
Thir tur 5 . Add
Language Use 1904 date system Sun, Mon, Tue, Wed, Thu, Fri, ©
ThiF ndm Sunday, Monday, Tuesday, We
e = || Save external link values Jan, Feb, Mar, Apr, May, Jun, I Dielete
- January, February, Mareh, Apri
Thir by Customize Ribbon General Spring, Summer, Fall
Chi nhat
Quick Access Toolbar Provide feedback with sound o 3

Add-ins [+#] Provide feedback with animation

Ignore other applications that uze Dynamic [

Trust Center

[] Ask to update sutomatic links
Show add-in user interface errors

/] Scale content for A4 or 8.5 x 11" paper sizes

At startup, open all files in:

Web Options...

= [l el i~
._,‘,,Ib,";lwul,_,clmo N W e

Press Enter to separate list entries.

Impart list fram celis: $A51:5A57 5
II II Cancel
o

o

[+ Enable multi-threaded processing

Screen Clipping |

18 Create lists for use in sorts and fill sequences: Edit Custom Lists...
19 | |
20 Data
21
22‘ [w]| Disable undo for large PivotTable refresh operations to peduce refresh time
an Disable undo for PivotTables with at least this number of data source rows (in thousands): | 300 z -
4
| oK Cancel
Ready

7 TIM VA THAY THE DU LIEU
7.1

Chon Home -> Find & Select -> Chon Find

Tim kiem dir liéu :

) Bimer - T+ A
B B2 Fouee - 3 2
Pasts - X3 . s . X Conditmal Format Cet -
we o 1w v A+ = dc $e%ouwa o Tate: St Dfomar £ -
S I font Y Mg et 3 Pumber . Apes 1
() ' L Trong TP " Beplace
* Goto
A & < ) 3 ¥ (.
3 J Find and Replace ? X
. PHIEU GIAGE,
= Fingd Ikenm:
srr) SOHOA | MA [ TEN  [NGAY DAT [NGAYGIAO| MANOL | NOIDAT [P | Fingwhat | Nhip gid tri c3n iim?ﬂ Il mrom.:su| Format.. ~
3 PON | sp sP HANG HANG | DATHANGL_HANG —— —
4 17001 XB X boag. 1112016 1162016] A Troeg TP 1] |
5| 20002 BN Bt egot V182016 1232016} c TebMN ] |
o| 30003 Ic Caphé 11820161 1302016] B [ | Within:
21 dooi B | Xivdeg | Screen Clipping fél_A |
= T pping f& A H sewen
5| 6006 T Trils 1302016 2712016, c MN Il (ookin
| 7007 C Caphe 232016, 292016 A |
| 008 s Sigp Kace 272016 2112016] A |
n $1009 G Gao 292016{ 2132016 D TehMB || |
n| 1w0b10 T Trdly 2182016] 2182016 4 Tab MN
2 10 " G 2ARMN1A 2262014 o X bt
. v | Tim vi thay thé  Sheet! ® e 0 ’
e 1 et SN W B - U + 0%

7.2 Thay thé dir liéu :
Chon Home -> Find & Select -> Chon Replace

Chon pham vi (cdt hodc dong) chira dir liéu can tim

1
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k.

\ matesteoms-2 AN ==l B & |coos ) [9) Erime z- %
8 -~ - ‘J.-_om - -
Pare BI Y- B H.A =BT B, $-% ‘31 Condtoes famatm (b Son 8
. ¥ > Formattng* Table* Styles+ (=) Format LA
Opoad 1 Tent Abgramert Nambier e Sty Caity 8t Tod
Find and Replace ? X W ’ s K * Wele
Nhap gia trj ci can tim s— —— Go To Speci
il ol GIAO NHAN
gia figawnat | Trong TP (v [ WoFormatset | | Format. - . r._(nm,,‘,‘ p
: Condaionst Formutting
A (| v/ | Mo Format et | [ Fomat- = Kor [ NGIDAT | PHUONGPHAP | SO | DON|  contws
méi wape: [Shet 9] [ Maten gase ANG G__| VAN CHUYEN [LUQNG | GIA Oute Yakcation
3 r=1 [C] Match entire celt cgntents Troeg TP Xe may 41 4200 | 1 celect Dayects
bl Searcr: By Cotumms = - |- Xew 36390 [lo oo o
thay Look inc |mcs oppons << ||| Xe bin ta 39| 3000 | v
|| Xe may 28| 3200 [
Xe b tai 11| 2500 2
a St Chesa o) e | MN Xe 30] 1000 s
o0 TIPS TII0TST YIS A Xe mdy 43| 3000 )
1|  sfoos S Sip Kacr 272006] 2112016} A Xe may ul 8350 5
w2l 9009 G Gao 292016] 2132016 D Nedn _ Screen Clipping 3
1| 100010 T Trala 2182016]  21812016) C Tk MN Xetu -r—r-mm—-' 0
wal 110011 G G 21800061 2060016) R Xehiats | 2l 1600 | 1 .
‘. Tien vh thay thé  Sheet) @ N—— ] »
Frady l o ot UBE W F - 1 + %
||
Thay thé tat ca Thay thé tai vi tri tim thay tri

Chon pham vi (¢t hodc dong) chira dir liéu can thay thé

8 CHEN CAC POI TUQONG MINH HQA
8.1 Chén va hi¢u chinh hinh dnh (Picture)

Chon 6 can chén hinh -> chon Insert -> Pictures -> Chon file hinh anh -> chon Insert

B insert Picture

X
- - 4 « TOT » 000-Office 2016 v O Search 000-Office 2016 P
Organcze New folder s B )

New_Source_Code * Name 4

NohienCuuThuy Access 2016
PivotTable Recommended Table Program Files Decuongchitiet

PivotTables
Project! Excel 2016
Tables lllustrations
> SOFTS NganHangKiemtraHangtuan
Al v 4 N SourceCode Powerpoint 2016
5 e = v B10r | Word 2016
| ] ' i & Imagel jpg
> 000-Office 2016 3
1 5 Image2ipg ol
> || 0-BaoCacThang § imagedjpg +chon hinh can chén
2 | Chon 6 chira hinh can chén 0-CSTH3_BaiCua$'
! BANG K OHumony v ¢ >
File game: | image1.jpg v| Al Pictures (*.emt"wmf*jpg" v

~ o
b) 1 Al 50 190
(] 2 A2 -70 70 70, 60 130 -100 e
7 3 Al -200! -110 -20 -100 180 -180
$ 4 Al 150, -30 -80 70 100 -10
9 5 Bl 170) -140 -100| 20 190) 70
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% Hiéu chinh hinh dnh

Nhom lénh chinh phong cach hinh Nhom lénh chinh kich thudc hinh

Nhém lénh tinh chinh hinh

. "i I Compesns Prctuses J— Z Puture Border +
o o == Q |
RaC Puctuse O Puctors (Mects «
Remove  Conections Colw At — = Crop W 14

Background . . Eects « i Revet Putre % Prctore Layout
cture 2 o 5
c 4] E F o H 1 J K 8 M N
|+ Chon hinh Nhém 1énh sap xép hinh ‘
\

BANG KE LOT NHUAN 6 THANG DAU NAM 2018

Crraan (Chnnina L

Formulas Data Review

L# Picture Border ~ 1 Bring Forward ~ L “|le chl‘éu cao h\mh
~ & Picture Effects - 0 Send Backward ~ '] 'C
- |;‘- Picture Layout ~ E[‘T Selection Pane “h~ ?P v 1837 o Chiéu ngang hinh
Picture Styles 7} Arrange | Size ~
Xén hinh v
| G []
Format Picture VL
<— Chon D O o
hinh
4 Size
Height 137
ANG KE LOI NHUAN 6 THANG DAU Width 1.83°
Rotation L Xoay hinh
- - — - Scale Height 124 - +——— Thay d6i chiéu cao hinh theo ti l&
1 - - . - a E Ty
- - p” . Scale Width 4% - Thay d6i chiéu ngang hinh theo ti 1&
-110 20 -100 18 /] Lock aspect ratio Khéa ti 18 hinh
-30 -20 70 10 Relative to ariginal picture size
-140 -100 20 19 Original size
-20 10 40 -16 Height: 1.1" Width: 147"
-80 20 130 5 - oL
Reset =
p . . d es Phuc hoi kich thuée hinh
-130 -120 -170 3 b Properties
el e e
| b ATea Tao van ban thay thé 44

8.2 Chén va hiéu chinh hinh dang hinh hoc (Shape)
% Chen shape:

Chon Insert (1) -> Shapes (2) -> Chon Shape can chén (3)-> Drap chuét vé& hinh shape can
chen
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Chon 1 hinh dé vé

age Layout Formulas

Home
TShepe 1t

% Hiéu chinh Shape

Mau vién shape

Mau nién shape

8.3 Cheén va hiéu chinh so' d6 (SmartArt)

Nhdp chi trong shape: Nhip phai chudt vao shape

— chon Add Text hodc Edit Text — nhap chir vao shape.

Nhap phai chudt vao shape & Cut

B3 Copy
‘T Paste Options:

v« Edit Points

Nhap chit vao shape

‘g, Hyperlink...

Assign Macro...

Set as Default Shape
§ [] Size and Properties...
8‘/,3! Format Shape...

Mau vign chir

Mau chir B8i kich thude shape

A B € ] [} ¥ 4 L
1 ! o
: &
A . Phong cach shape Phong cach WordArt
L]
E o Higu ung shape
L3
w
nl °

Chon Insert (1) -> SmartArt (2) -> Chon kiéu SmartArt can chén (3)-> Chon bé cuc (4) -> nhip

chon OK (5)
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| Trpe your lext here x 7 o o

t 2 JData i * el | (i Text] W [Text)
T * e = . .

iE Io. [-.I l_ll;l _lﬂ* (& F—l ﬂ .[Tr] G o o o
5¢c

Fila Home Forrmulas

"rotTable Recommended Table  Pictures Online Shapes Mhap ndi dung
PrvotTables Pictures. = | . P —

Takles Hiwstrations
17 w F
d A | B | €| |cveessmiaces o Chon bd cuc 1 oo
1 [ } ] - -
i an E:”'-H g E_;)
2 toed) X B s F b L ¥
PRI (S wors 1<
O troe Pl GIENED Gl TOCE)
. D
3 By Faistizning D) M e oo
[} | [+ JELT
.‘: :..-p—.: % ‘_': S EE e Conibrmermn Boch Proxen 4— TEM BE cyc
- Pt -] = et
i OFxecem - [ ——
. ] =l oo
07 | & B
Chon kigu =e A =8 =2E |-

—  Higu chinh so do SmartArt

Chuyén so d6 sang hinh shape
P6i mau so do

Déi phong cach so d6

Chuyén hudng tir phai sang trai

Team

171 Add Shape - Promat + Move Up - - N - % F‘
ESE e-e-o O-@6@ = 1 % |m Je % | T wo

[ Add Buliet sl + Move Down @q\E‘, -&-d¢ |;|E|DE| 'ﬁ Il change Im O Cw LI s | TS

[I¥etPane] & Rightto Lefe & Layout | colors- - “/| Graphic to Shapes

Create Graphic tayouts SmartAr Styles Reset

Diagram3  + % D8i bs cuc |

4 & | B | ¢ ) E F G H 1 ) K LM N o P a | R | T

Cu} 1 T < | Type your text here x |

2

3| i | * Word 2003

0! | —y—yy

4 b Word 2016 * Word 2010 - 5 o

5| ] « Word 2016 Phuc hoi so d6 nhu ban dau

. .

z o

8

9| Continuous Block Process...

10
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BAI 4: CONG THUC VA HAM
1 CACTOANTU

Toan tir 1a cac quy wdc ndi két dir lidu voi nhau va cho ra cac két qua phong pha hon. Excel
dung bon loai toan tir nhu sau:

Toan tir Ky hi¢u

S6 hoc +-*/%N

Chudi &

So sanh =<<=>>=<>
Tham chiéu ., space(khoang tring)

1.1  Toan Tir S6 Hoc

Toén tr sO hoc dung d€ noi két cac dir li¢u so, cho két qua co6 kiéu so. Quy ludt két noi tuan thu
quy udc tinh toan so hoc.

ey Vgt | vidy | i
- Am -5 -5

% Phan tram 5% 0.05
A Ldy thira 213 8
¥/ Nhan, Chia 2*6/4 3

Cong, Tru 3+5-2

1.2 Toan tir chudi

Toan tir ndi chudi (&) dung dé ndi két hai dir liéu kiéu chudi ky tu cho két qua ciing c6 kiéu

chudi ky tu.

“thanh”&”binh” “thanhbinh”

& “thanh”&“ “&"“binh” “thanh binh”

“diém la: "&“8" “diém la: 8”

1.3 Toan so sanh
= Bing < Nhé hon <= Nho hon hoic bang
> Lén hon >=  Lénhonhoicbiang <>  Khac nhau
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1.4 Toan tir tham chiéu

Toén tir tham chiéu dugc sir dung trong cac 6 tham chiéu dé xac dinh dja chi nhém 6 cung thao
chiéu ndi dung khi tinh todn.Cé céc toan tir sau:

Ky higu  Toan tir Vi du Két qua
: Range A5:C10 Tham chiéu noi dung tit ca cac
6 tir AS cho dén C10
, Union A5:C10,C11:E20 Tham chiéu ndi dung nhém 6
A5:C10va C1:C2
Khoang Intersec A5:B10,B5:C10 Tham chiéu noi dung cac 6
Tring chung ctia hai nhom 6 A5:B10

va B5:C10. Néu khong tim thiy
nhém 6 chung, Excel s& hién thi

ky hi¢u #NUL
Khoang Intersec Gia tong Tham chiéu noi dung 6 1a giao
Trang cta cdt tén Gia va hang tén Tong

D¢ wu tién giwra cac logi toan tir

Thu
uu tien

1 Toan tir am ()

2 Phén trim (%)

3 Liy thtra )

4 Nhan, chia ¢ 0)

S Cong tru (+), (-)

6 Két ndi chudi (&)

7 So sanh e = o e

Lueu y: Dé thay doi d wu tién giiva C&c toan tir, ta dung cap dau ngodc ().
2 CAC KHAI NIEM TRONG EXCEL

Mot dac tinh manh mé cua Excel 1a tinh toan trong cac trang tinh. Excel thuc hién tinh toan trong
cac bang thong qua cac ham da duoc cai dat san. Chuong nay dé cap dén mdt soO ham thong dung
thuong gap trong Excel.

2.1 Cong thirc:
— Trang tinh str dqng cac cong thuc dé thuc hién viéc tinh toan dua trén dit liéu dua vao. Nhiing
cong thirc bao gom:
+ Mot hodc nhiéu dia chi 6 va (hoac) gia tri
+ Cac toan tu
+ Céc ham

Trang 46



> Trieong THPT Nguyén Khuyén

—  MBQi cong thirc bat dau bai dau =

— Khi thuc hién tinh gia tri trong cong thure, thir tu vu tién s€ la:

+

+
+
+

Ham tinh trudc, toan tir tinh sau
Phan trong dau ngoac tinh trudc, phan ngoai dau ngodc tinh sau.
Toan tir vu tién tinh trudc, réi dén cac toan tir cé mue do uu tién ke ticp. . .

Bén trai tinh trudc, bén phai tinh sau.

—  Dé chi phdi thtr ty vu tién trong cong thirc, ban st dung cac ddu ngoic ( ), khong str dung céc

dau

*

[ 1hodc { }.

Nhap cong thirc tir ban phim:

+
—+
+

Dé nhap cong thire tir ban phim. Thuc hién cac budc sau:

Di chuyén 6 hién hanh dén vj tri can nhép cong thirc.

G6 déu =

Chiéu dai t6i da ctia mot cong thirc 1a 255 ki ty. Trong cong thire, ban c6 thé nhép ky
tu trang, gilra cac toan tur va ky tu.

Sira doi cong thirc

bé sura doi cong thirc trong cac 6, thuc hién cac budc sau:

+
+
4
4

Di chuyén 6 hi¢n hanh dén cac 6 c6 chlra cong thirc can sua doi.
Nhan phim F2, hodc nhap dap con tro chudt trén 6.
Stra do1 ndi dung ctia cong thure.

Nhan phim Enter hodc t6 hgp phim Ctrl + Enter dé két thic tién trinh sira doi.

Cu phap tong quat ciia ham:

Ct phép tong quat ctia ham c6 dang nhu sau:

= <tén ham>(doi so 1, doi so 2 ,....,doi so n)

MJi ham bao gom ba thanh phan:

+
—+

Déu = cho biét nhitng gi sau d6 s& 1a mot ham .

Tén ham: str dung cac tén goi theo quy uwdc cia excel.

+  Doi s0: 1a cac gia tri sO, chuoi,toa dJ 0, tén vung, cong thirc, hoac mdt ham khac.

Ghi chu:
+ Ham phdi dwoc bdt dau bang ddu =

+ C6 thé go tén ham bang chir thirong hay chit hoa nhung khéng dwege viét tdt

+

+

Sau tén ham la cac doz $6 (c6 thé cé hodc khéng tity theo ham) doi sé phal duwoc dat trong
ddu () giita cic doi s6 phdi dwoc phan cdach boi dau phdy, hodc dau cham phay.

Trong ham c6 thé chira t6i da 30 doi s6, nhieng khéng dwoc veot qua 255 ki tir.

Trong ham khéng dwoc chiva cdc khodng tring

Téi da cdc toa dQ 0 duwoc sw dung trong ham von sé bi thay doi méi khi dung cac lénh sao
chép hay di chuyén.

C6 thé ding ham nay lam d6i s6 cho ham khdc, sau d6 khong can phdi nhdp dau = phia truée
tén ciia ham doi sé

2.2 Nhap ham vao trang tinh :

Ta chon mdt trong hai céch sau:
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a. Nhap ham tir ban phim:
+ Di chuyén dén 6 can nhap ham
+ GO dau=

+ Nhép tén ham va cac d6i sb tir ban phim (theo ding ct phap ctia ham)

=vlookup(

VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])

b. Luwa chon trong bang liét ké:

— Di chuyén dén 6 can nhap ham

Chon mot trong nhitng cach sau: Insert Function 70X
Nhan chon menu Insert->function | Search or a function
Nhén té ho’p phim Sh ift +F3 Type a brief description of what you want to do and then click Gd
Nhép biéu tuong trén thanh cong cu, xuat hign | O =eeestsen: MostRecenty Used V
hop thoai Past Function selecta function

+ Chon nhém ham céan thuc hién trén khung
Function Catelogy, khi di chuyén vét sang

A \ \ \ ~ 1A A , A HYPERLINK
dén ham nao thi Excel s€ liét ké danh sach tat | counr

ca cac ham thudc nhom do6 theo thtr tuy mau ty | V& —
A . COUNTIF(range,criteria)
tren khung FunCtlon Name Counts the number of cells within a range that meet the given condition.
+ Chon tén ham can thuc hién trén khung
Function Name
+ Nhan Finish, Excel s& dong hop thoai va | seponis s oK Cancel
chuyén ham vtra chon vao thanh cong thirc
+ Nhiép cac ddi sb theo yéu cau riéng cta timg ham
Function Arguments ? X
SUMIF
Range B -
Criteria A
Sum_range B =

Adds the cells specified by a given condition or criteria.

Range is the range of cells you want evaluated.

| Formula result =

| Help on this function Cancel
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Dé hién thi cong thtc thay cho gié tri caa céng thtc trong 8: chon thé Formulas — Show

Formulas

File Home

Insert

Page Layout

Data

Formulas

Review View Team

Q) Tell me what you want to do...

Sign in (Q'_ Share

2 AutoSum ~ @ Logical 3 Lookup & Reference ~ = (=] Define Mame ~ S;“ Trace Precedents E Show Formulas r E
- o B B
I Recently Used ~ Text~ (E Math & Trig~ fx Use in Formula =* Trace Dependents ¥ Error Checking - oo
Insert ) _ ) ) Name . — Watch  Calculation 72
Function IE Financial - |0 Date & Time~ |B More Functions - Manager ¢4 Create from Selection [ Remove Arrows ~ (&) Evaluate Formula Window ~ Options *
Function Library Defined Names Formula Auditing Calculation
E4 - fe | =D4*$HS2
A B L= D E F G H
. BANG KE DOANH THU TRONG NAM 2016
2| % ting gid: 0.1
s - E o 2« | cUoc
T Mi hing > a 5 a5 THANH TIEN CHUYEN DOANH THU
LUONG e [ -
3 T p CHO
4 Al 100 400 =D4*SHS2
5 A2 50 150 =D5*SHS2

2.3

Dia chi 6:

Excel c6 3 loai dia chi dé tham chi€u gitta cac 6

a. Dia chi twong ddi ( Relative ):

Dia chi tham chiéu c6 dang cOt dong.

Vidu: Al, C8:D20 khi chep dén ving dich , dia chi tham chiéu ctia viing dich sé& thay
doi theo phuong, chiéu va khoang cach

A B
TEN sO
’ SP |LUONG
2 |[Xabéng 119
3 |Tralai 5
4 |Sup Knor [16
5 | Suap Knor |1

Tham chiéu twong déi thay doi
sau khisao chép

b. Dia chi tuyét doi (Absolute): .
Dia chi tham chiéu c6 dang $ COT $ DONG.
Vi du: $A$1, $F$5:$G$15 khi chép dén dia chi ving dich, dia chi tham chiéu ving
dich van gilt nguyén nhu vung nguodn.
Tham chiéu tuyét déi khéng déi sau khi sao chép

A B

1 Tigia

TEN SO
2 SP LUONG
3 [Xabéng (19
4 |Tra lai 5
5 |Sup Knor |16
6 |Sup Knor |1
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c. Dia chi hon hop (Mixed); ,
Dia chi c6 dang $ COT DONG hay COT $ DONG, dia chi tham chiéu cua ving dich s&
thay do6i tuy theo phuong, chiéu va khoang cach.

Vidu: $A1, F$5: G$15

Ghi chu:
C6 thé chuyén ddi giira cac dja chi tham chiéu bang cach

- Di chuyén dén 6 chira dia chi tham chiéu

- Chi dinh tham chiéu é trén thanh céng cu

- Nhdn F4 @é hodn chuyén cho dén kiéu dia chi can thiét

d. Tham chiéu dén dia chi trén trang tinh khac:
C phéap tham chiéu dia chi trén trang tinh khac: <Tén_trang_tinh>!<dja_chi>

Luu y:

+ Néu trong tén trang tinh cé khodng cdch thi ta phdi dat tén trang tinh trong cdp nhdy
don nhw sau: <Tén trang tinh>’/<dia_chi>

+ Trong cong thirc, khi chon dia chi trén cac trang tinh khdc, tén trang tinh tuwong ung sé
dwoc tw dong thém vao

Tén Sheet1 khong dat trong cap dau nhay don 12+'Bai 6'!L12+m12

| L vl
124Bai 61 12+B3i 71L12 |
|

Tén ‘Bai6’ va ‘Bai 7’ c6 khoadng cach nén dugc dat trong cap dau nhay don

12

2.4  Ap dung tén ving 6:

+ Ta c6 thé dat tén cho meg 6 (pham vi 0).

+ Tén la mot tir viét ngan gon hodc viét tit gitip dé hiéu y nghia cua tham chiéu 6, hang sb,
cong thic hodc bang. Néu dung dia chi thudng sé& gay kho hiéu.

+ Tén viing 6 duoc sir dung trong cong thirc nhur mot tham chiéu tuyét dbi
Dat tén vung 6:

» Céach 1: Quét khdi ving 6 can dat tén (1) — nhdp chudt vao 6 Name Box (2) — nhép tén
vung 6 — bam phim Enter.

Home Insert Page Layout Formulas Data Review View Team Q Tell me...
. 2 AutoSum -~ |H Logical - I - ~ (=) Define Name ~ %o Trace Precedents  [54] ’_
X — 22 v oo
IH Recently Used ~ Text ~ a - e in Formula =% Trace Dependents ' ~
Insert Name Watch
Function | Financial ~ |g Date & Time~ |B ~ Manager E5 Create from Selection = 1% Remove Arrows ~ Window
Function Library Defined Names Formula Auditing
o Don_Gia v I a7
Name Box
A B C D | E F | Screen Clipping H
1 |a)
2, a h a=b a<b a>=h a<=b a=h ah
o 3| 47 23 ? ? ? ? ? ?
al| 58 58 ? ? ? ? ? ?
sl 12 49 ? ? ? ? ? ?
s|| 35 75] 7 7 ? ? ? ?
7 |b)
8 GIATRI =~ | TINH
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Céch 2: Quét khdi ving 6 can dat tén (1) — thé Formulas (2) — Define Name (3) — nhdp
tén vang 6 trong khung Name (4) — chon pham vi trong khung Scope (5) — stra d6i tham chiéu
vung 6 trong khung Refers to (6) —» OK

Insert 3 -a. Data

Review View Team Q Tell me...
fx 2 AutoSum - Logical ~ ) —_' =] Define Name ~ o%}n Trace Precedents (%] ==
[—] =)
IQ Recently Used ~ Text ~ [ 6 fr Use in Formula ol% Trace Dependents 4 ~ &o
Insert Name Watch
Function |E Financial = LE Date & Time ~ |H - Manager L,j Create from Selection r';\ Remove Arrows ~ [ Window
Function Library Defined Names Formula Auditing
e - f L/ New Name ? x
i 1o A B Cc || Name: Ten vung o o |:, G | H
a)
Scope: Workbook
2 a b a=b orebes = a=b a<b
o 3 47 23 7 || @mment » 2
a 58 58 ? > >
5| 12 49 ? ? ?
6 as 75 ? ? ?
778] Refersto: | _-paj 1'15A53:5B56 e .5
a8
GIA TR| cone
5 A | B | C X,

Review View Team Q Tell me..

£ 2 AutoSum ~ |8 Logica e A [T@ Define Name ~ #ioTrace Precedents %7 h

A =" g — :

. id Recently Used Text ft Use in Formula =% Trace Dependents v

nsert : Name Watch  Calculation
Einction Financial Date & Time |Manager 5 Create from Selection % Remove Arrows ~ (7 Window  Options ~

Function Library Defined Names Formula Auditing Calculation
A3 . f¢| Name Manager e X
A 01 t EIELe Filter~ L
1 |a) ]
Value Refers To Scope Comment
2 _a
pm
o 3 47 New Name m

4 58
5 12 Name: Nhap_ten_vung_o e
6 35 Scope:
7 |b) Comment: ,
8
o A
10 1 -
11 2 —
12 3 Refers to: | ' Quet_khoi_dia_chi_vung_o B3
13 4 oK Cancel
14 5 0
15 6 1 éefers to
16 7 3 > %
17 8 5
18 | Close

2.5 Hiéu chinh tén vung 6:

Thé Formulas — Name Manager — chon tén ving 6 can hiéu chinh — Edit — nhap tén
mai cho vung 6 trong khung Name — stra doi tham chiéu vung 6 trong khung Refers to - OK —
Close.
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File Home Insert Page Lay Formulas Data Review View Team Q Tell me..
Z AutoSum ~ Logical = - =. |=l Define Name ~ E;“ Trace Precedents @I[ m
; —
Recently Used ~ Text - “?} Use in Formula ~ “CE Trace Dependents e - 695
Insert Name Watch
Function |E Financial - I8 Date & Time~ im Manager [ Create from Selection  J% Remove Arrows ~ (&) Window
Function Library Defined Names [— TOTUt AUt -
New Name M
Al N fe Name Manager o
Name: Nhap_ten_moi_cho_vung_o J
A . 8 | Mew.. Edit.. | Delete )
1 I a) Scope: Workbook El
2 a b 3 Comment: |
3 47 23
4 58 58
5 12 49 o
5 5 A AY A A -

8 3 73 Chon tén vung 6 can
7 b) hiéu chinh Befersto: | 5ua_doil dia_chi_vung_o [
8 | GIA TRI iéu chin
9 A B 4
10 1 -9 < >
11 2 -7 Refers to:
12 3 -5 X ='bai 1'15A83:5BS6 E]
13 3 3 e
14 5 -1 Gose ||

X6a tén vung 6:

Thé Formulas — Name Manager — chon tén ving 6 cin x6a — Delete — Chon OK

dé x6a, chon Cancel dé bo q

ua — Close.

\.'
ye

Home Insert Page La Data Review View Team Q Tell me..
AutoSum - Logical = - = *=| Define Name - 4.0 Trace Precedents 3
3 Bigoi- B[ =, | 2 '
—
Recently Used ~ Text~ ?} Use in Formula - “CE Trace Dependents e - &5
Insert Name Watch
Funetion |E Financial - IQ pate & Time > i - Manager [ Create from Selection [ Remove Arrows ~ (&) Window
Function Library Defined Names Formula Auditing

Al N fe || Name Manager 0 ? X

A . 8 | New.. Edit.. Delete fiter~ | H
1 Ia)
2 a b F Refers To o
3 47 23 | .. = 'bai 1"15A53:5656 Workbook [}
4 58 58 -
5 12 19 Microsoft Excel X
- 335 3 Chon tén vung 6
7 |b) - , | Are you sure you want to delete the name Bang17?
8 | GIA TRI can xo0a :
s A B (5) cance
10 1 -9 < >
11 2 -7 Refers to:
12 3 -5 X ='bai 1154535856 E]
13 4 -3

3| 14 5 -1 e Close

Dé hién thi cong thic thay cho gia tri ciia cong thuc trong 6: chon the Formulas — Show

Formulas
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File Home Insert Page Layout Data Review View Team Q Tell me what you want to do... 9 Sign in ,Q'_ Share

Z AutoSum ~ E Logical 3 Lookup & Reference = =] Define Name = %20 Trace Precedents | %] Show Formulas — =
. 9 n P =y 2 L B
- N FH i
Iﬂ Recently Used ~ Text~ ID Math & Trig~ =% Trace Dependents ! Error Checking ~ o
Insert J 2 Name N . g Watch  Calculation 72
Function |g Financial = D Date & Time ~ |! More Functions ~ Manager £5 Create from Selection I3 Remove Arrows ~ f:i Evaluate Formula  window Options -
Function Library Defined Names Formula Auditing Calculation -~
E4 - I =D4*§HS2 v
A B C D E F G H -
q BANG KE DOANH THU TRONG NAM 2016
2 % ting gii: 0.1
s - 0 | cUac
e s0 g0 P ' , :
T M hing LUONG = - O THANH TIEN CHUYEN DOANH THU
T a s = CHO
b -’
4 Al 100 400 =D4*SHS2
5 A 50 150 =D5*SHS2

3 NHOM HAM THUONG SU DUNG:
3.1 Nhém ham thong dung
¢ Ham SUM: Cho gia trj tong sb ctia cac sd
Cu phap: = SUM (Number 1, Number 2, ..., Number n)
Number cé thé 1a tri s, toa d6 6 chura s, pham vi 6. ..
Vi du: = SUM (15, 18, 20, 62) = 115
= SUM (D3:D9) gia tri 1a tong cac s6 trong cac 6 tir D3 dén D9
¢ Ham MAX, MIN:

MAX cho gi tri cao nhat trong cac sd
MIN cho gi4 tri nho nhat trong cac sd
Cu phéap: = MAX (Number 1, Number 2, ..., Number n)
= MIN (Number 1, Number 2, ..., Number n)
Number c6 thé 1a tri sd, toa d6 6 chira sd, pham vi 6...
Ghi cha:
—  Nhitng dit liéu nhin va ky tw trong cé trong pham vi sé khéng dwoc tinh
—  Nhitng dit liéu dang ngay dwoc tinh dwa vao tri sé tudn tir ciia cdc ngdy do.

— 6 thé lién két nhiéu thanh phan trong ciing mét ham nhwng phdi c6 dau phdy
phdn cach gitta chung

Vidu: = MAX (15, 18, 20, 62) = 62
= MIN (D3:D9) gia tri nho nhat céc tri s6 trong cac 6 tir D3 dén D9
¢ Ham AVERAGE: Cho tri trung binh cdng ctia cac sd
Cu phap: = AVERAGE (Number 1, Number 2, ..., Number n)
Number c6 thé 1a tri sd, toa d6 6 chira s, pham vi 6...
Vidu: = AVERAGE (3,6,9) =6
= AVERAGE (F4:F12) gia tri 1a trung binh cdng céc tri s6 trong cac 6 tir F4 dén F12

¢ Ham RANK: (Xép hang) Tim tht bic cta x trong ving do theo cach xép thir bac
Cu phap: = RANK (Number, ref, oder)
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RANK (x, viing do, cich xép hang)
Cdach xép hang:  Néu 14 0 hodc khong co thi xép giam dan
Néu 1a 1 thi xép tang dan
Vidu:

SUM v X J i =RANK(A2DAD2:3AT6,0)

A | B | € | D | E

STBINH KQUA  XEPHANG

glDAU  [zRANK(A23A823A35.0)
4|ROT [ RANK(number, ref, [order]) |
5|PAU 3

3|ROT 5

oIPAU 1

3.2 Nhém ham toan hoc
¢ Ham ABS: Tra vé gia tri tuyét d6i cua sb
Cu phap: = ABS (Number)
Vidu : ABS (-5) =5
¢ Ham INT: Travé gia tri phan nguyén cua 5O
Cu phép: = INT (Number)
Vidu : INT (5,98) =5
Ham SORT: Tra vé gia tri can bac 2 ctia s6
Cu phap: = SQRT (Number)
Vidu : SQRT (25) =5
¢ Ham MOD: Tra vé gia tri s6 du ctia phép chia
Cu phép: = MOD( Number, divisor)
MOD (tri 56, 56 chia)
Vidu : MOD (17,5) =2
¢ Ham ROUND: Tra vé gia trj 1am tron s dén s 1¢ chi dinh
Cu phap: = ROUND (Number, Number_digits)
ROUND (tri s6 lam tron, cdch lam tron n)
Cach lam tron
[0 n = 0.1am tron hang don vi

<

() n > 0. 1am tron phan thap phan
(] n < 0.lam tron phan nguyén
Vidu :
ROUND (78456.589 , 0) = 78457
ROUND (78456.589 , -2) = 78500
ROUND (78456.589 , 2) = 78456.59
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3.3 Nhom ham xir Iy chudi:

¢

Ham LEFT : Trich n ky tu ctia chudi tw du tién bén trai.

Cu phép : LEFT (Text, num_char). A B
Vi du: = LEFT(A1,9) = “Microsoft” 1 |Microsoft Excel |Microsoft
Ham RIGHT :Trich n ky tu ciia chudi tir ky tu dau tién bén phai.
Cu phép : RIGHT (Text, num_char). = =
Vidy: = RIGHT(ALS) = “Excel” 1 |Microsoft Excel |Excel |
Ham MID :Trich num_chars ki tu vé phia bén phai cua chudi lay tir vi tri start_num .
Cu phép : MID (Text, start_mun, num_char).
Vi du: Bl = MID(A1,6,4) = “soft” A B

Ham UPPER: D6i chudi ra kiéu ky tu in hoa.

Cu phap : UPPER (text).

Vi du: = UPPER (“tin hoc van phong”) = TIN HOC VAN PHONG

Ham LOWER: P6i chudi ra kiéu ky tu thuong.

Cu phap : LOWER (text).
Vidu: = LOWER (“Tin Hoc Van Phong”) = tin hoc van phong

Ham PROPER: Déi chudi ra kiéu ky tu in hoa ¢ ddu mdi tir.

Cu phap : PROPER (text).

Vi du: = PROPER (“tin hoc van phong”) = Tin Hoc Van Phong

Ham LEN : Tra vé gia tri chiéu dai chudi.

Cu phap : LEN (text).
Vi du: = LEN (“tin hoc van phong”) = 16

Ham TRIM: cit bo nhiing khoang tréng vo ich ctia chudi.

Cu phap : TRIM (text).

Vidu:=TRIM (“tin ~ hoc  vin phong”) = tin hoc van phong

Ham CONCATENATE: dé ndi hai hodc nhiéu chudi vin ban vao mot chudi.

Cu phap : CONCATENATE((textl, [text2], ...)

1 [Microsoft Excel |soft

Vi du: = CONCATENATE( “Nguyén”, ” “, “Khuyén”) = Nguyén Khuyén
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¢ TOAN TU CONG CHUOI:
Cu phép : [textl] & [text2], ...)

Vidu :
£ |ho ldt 1&n ho w4 t&n
0 |[Mguwen vin IHanI:L Iﬂguyén vin Hanh
10 |=pos" "&Bp

3.4 Nhém ham ddi kiéu dir liéu:
¢ Ham VALUE :Ham d6i chudi dang s6 thanh sb
Cu phap : VALUE (text).

Vi du: A | B | ¢ |
1 |mds=d nim zinh
2 |THOOTE :|=VﬁLUE[RIGI—IT(E’2.?):]
3 " [¥ALUE(tet) |

¢ Ham TEXT: P6i s6 thanh chudi sb theo dang chi dinh.
Cu phép : TEXT (value, format_text)
TEXT (gid tri, kiéu dinh dang).
Vidu : TEXT (123458, “#.###”) & VND= 123.458VND
TEXT (34567, dd/mm/yy) = 21/08/94

3.5 Nhom ham luan ly
¢ Ham AND (va) Tra vé gi4 tri dung (TRUE) chi khi tat ca cac diéu kién c6 gia tri ding TRUE.
Cua phap : AND (logical 1, logical 2...)
logical 1, logical 2: biéu thirc luan 1y c6 cac phép toan so sanh.

Ham cho két qua :
[] TRUE : Néu tat ca cac diéu kién déu co gia tri TRUE.
1 FALSE : Néu mot trong cac diéu kién c6 gia tri FALSE.
Vidu: AND (3>2,5>10) -> FLASE

¢ Ham OR (hoiic ) Cho két qua 1a dung (TRUE) khi it nhat mot trong cac diéu kién c6 gia tri
TRUE.

Cu phap : OR( logical 1, logical 2...)
Ham cho két qua :
1 TRUE : néu mét trong cac ddi sé co gia tri TRUE
[] FALSE : néu tit ca cac ddi sé co gia tri FALSE.
Vidu: OR (3>2,5>10) -> TRUE
[ Ham AND, OR : Ding dé tinh gi4 tri clia hai hay nhiéu hon céc diéu kién. VD A1 > 5 va
B1l=“N” ... nhiing ham nay thuong dung trong di€u ki¢n phirc tap ciia ham IF.
¢ Ham NOT Cho két qua nguoc lai v6i gia tri cta didu kién
Cu phap : NOT( logical )
Vi du: NOT (3>2) -> FLASE
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¢ Ham IF Tra vé 1a mot trong hai gia tri dung hodc gia tri sai tiy theo diéu kién 1a dung hodc sai.
Cuphap : IF (logical_test, [value_if true], [value_if false])
IF( diéu kién, [gid tri néu dk ding], [gid tri néu dk sail).

Piéu kién : La gia tri hay cong thirc co gia tri a TRUE hoidc FALSE. Néu la cong thic,
phai c6 cac toan tir so sanh (>,<,=,...)

Gia tri dung : Gia tri cia 6 chura ham IF néu diéu kién co gia tri TRUE.
Gid tri sai : Gia tri ctia 6 chtra ham IF néu diéu kién c6 gia tri 1a FALSE.
Vidul:

Két qua 1a DPAU néu DTBINH 16n hon
bang 5 ngugc lai thi ROT

5M v X J & =IFAZ=5"DAU" "ROT"
A | 8 e 0 [ E | F |
ETRINH HEIEM EQUA

Vidu 2 : Ham IF long nhau

e

|=IFIM::5, "BAD" R

KQUA la: 4 KHA R IF{logical_test, [value_if_true], [value _if False]) |
7 Gidi néu DTB >=8, 5 ﬁ E’é};
. X . 3 4
0 Kha neu’BTB >=7, o T&T BAU
[J Tbinh néu BTB >=5, Con

lai 1a Yéu
KQUA := IF(A3>=8,”GIOI”,IF(A3>=7,”KHA” IF(A3>=5,"TBINH”,”"YEU")))
Vidu3:
KQUA 1a DAU néu (PTB>=5 va HANH KIEM 1a TOT) con lai 1a ROT
KQUA = [F(AND(A2>=5,B2="TOT”), “DAU”, “ROT”)
3.6 Nhém HAM NGAY, GIO
¢ Ham DATE : Bdi cac gia trj year, month, day thanh sb thir ty ciia ngay theo nim, thang, va ngay
duoc chi dinh (dugc tinh tir ngay 1/1/1900).
Cu phap : DATE (year, month,day).
[ Year: la con s6 chi ndm c6 gid tri tir 1900 -2078.
O
O

Vidu:

Month : 1 con sé chi thang ciia ndm.
Day : la con sé chi ngay ciia thang.
= DATE (96,04,10) = 10/04/96 (néu dinh dang 1a DD/MM/YY)

¢ Ham DAY : Tra vé gia tri ngay trong thang ctia biéu thirc ngay thang nim (duoc tinh tir ngay
1/1/1900).

Cu phép : DAY (serial number).
[ Serial number : cé thé la sé hodc chudi.
Vidu: DAY (“96/04/10”) =10
DAY (32501) =24
¢ Ham MONTH : Tra vé gia tri thing cua biéu thirc ngay thang nam (duoc tinh tir ngay 1/1/1900).
Cu phap : MONTH (serial number).
O Serial number : ¢6 thé la sé hodc chudi.
Vidu: MONTH (“96/04/10”) = 04
MONTH (32501) =12
¢ Ham YEAR : Tra vé gia tri nim cua biéu thirc ngdy thang ndm (duoc tinh tir ngay 1/1/1900).
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Cu phap : YEAR (serial number).
[ Serial number : cé thé la sé hodc chudi.
Vidu: YEAR (“96/04/10”) =96
YEAR (32501) =1988
¢ Ham TODAY : Tra vé gia tri ngay hién hanh cua hé thong.
Cu phap : TODAY ().
Vidu: TODAY () =29/05/2022

¢ Ham NOW() : Tra vé gia tri ngay gio hién hanh cta hé thong.
Cu phap : NOW ().
Vidu: NOW () = 30/05/2022 10:30

3.7 Nhém HAM TiM KIEM
¢ Ham VLOOKUP : D¢ tim gia tri theo cot dau tién cia mot bang, cho két qua 1a gia tri trén
cung dong cta mdt cot thudc bang va da duge chi dinh trong ham.
Cu phép : VLOOKUP ( lookup value, table array, Col_index_num, [range_lookup] )
Viookup (Gid tri do tim, bang do tim, Chi sé COT gid tri, Cich do)

Gid tri do tim (x): Gia tri s& dugc do tim, c6 thé 1a sd, vin ban hay dia chi 6.

Bdng do tim : Vung chua gia tri dé do tim va két qua do tim. Pia chi ving thuong
dung dia chi tuyét doi (bam phim F4).

+  Chi s6 cot gid tri : SO thir ty clia cot can ldy gid tri tvong mg véi Gia tri do tim trong
bang do tim. Cot dau tién cta bang 1a cot 1.

+ Cachdo:

o Cégid trila I hodc khéng néu: Thi viéc do tim khong can chinh xé4c , c6 thé
tim maot gia tri gan bang gia tri can do. Bé co két qua dung, bang do phai
dugc sap xe€p theo thir ty tang dan

o Cogiatrila 0 : Thi viéc do tim chi tim ding gié tri can do, néu khong tim
thay s€ thong bao 101 #N/A

Vi du
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¢ Ham HLOOKUP Do tim gia trj theo hang dau tién ctia mot bang, cho két qua 1a gia tri trén

A | B | c | Db E|] F | G | H
1 RANG THONG KE
? Mibing |Ténhing |Pomgid  |Ttidn
3TV =VLOORURAS 3FE6:3HE9.2,0)
4 DM E1'||leIlIZIILCUPI{In:n:IIrJJp_vall.l;aJ table_array, col_index_num, [range_lnnkup]H
5 |TL T lanh Wi hiang |Tén hdng |Bcn gid
& MG Wdy gidt TV Tivi 100
i D Bdu mdy 200
2 | TL Tii lanh 500
| 9 | MG Wy gidt /00

cung ¢ft cua mot dong thudc bang va da dugce chi dinh trong ham.

Cu phap : HLOOKUP ( lookup value, table array, Row_index_num, [range_lookup] )
Hlookup (Gid tri do tim, bang do tim, Chi sé DONG gid tri, Cich do)

[ Y nghia cdc tham sé twong tw nhw trong ham VLOOKUP.

Vidu:

A [ B D El pifomeBar i
i [BANG TONG KET BAN HANG BANG DON GIA
2 \Mi hang |Tén hing|/Pon gid Mi hing TV |DM MG TL
3TV Tén hing |Tivi |Paumdy |Miy gidt|Td lanh
4 |TL Bon gid 400 300 430 200
5 MG
& (DM

Pé tim TEN HANG trong bang don gia, ta nhip cong thuc ¢ 6 B3:
=HLOOKUP(A3,$F$2:$1$4,2,0) cho két qua 1a Ti vi
Dé tim PON GIA, ta nhap cong thic ¢ 6 C3:
=HLOOKUP(A3,$F$2:81$4,3,0) cho két qua 1 400

¢ Ham INDEX: Tra vé gia tri cta 6 trong ving do di tir goc trai xudng X hang va qua phai Y cot.

Cu phap : INDEX (Vung do, X, Y).

¢ Ham MATCH: cho vi tri tuong d6i ctia 6 trong viing do c6 gia tri hop véi tri do X theo cach do

duoc chi ra.

Cu phap : MATCH (Tri do X, Vung do, cach do)

3.8 Nhém HAM THONG KE
¢ Ham COUNT: Bém sb 6 chua trj sb trong mot pham vi
Cu phap: =COUNT (range)
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Vung(range): pham vi c6 thé 1a toa d6 hoic khéi 6

Ghi cha:

O O’chd’a dir liéu chu5£ khong dwoc tinh, vi thé khi can
dém thém cac 6 chuoi, ta su dung ham COUNTA.

[l Néu trong pham vi khong co 6 chira dit li¢u, ham
COUNT sé cho ket qua la 0

COUNT(AL:C6) =6
¢ Ham COUNTA: Pém sb 6 chura tri khong rong trong mot pham vi
Cu phap: =COUNTA (range)
Vung(range): pham vi c6 thé 1a toa d6 hodc khéi 6
COUNTA(AL:C6) =14

Vidy:

Vidy:

¢ Ham COUNTBLANK: Pém sb luong 6 khong chira dir liéu

trong khoi 6 range (6 rong).

Cu phéap: COUNTBLANK( (range)

Vung(range): pham vi c6 thé 1a toa d6 hoic khéi 6

+ Vi du: COUNTBLANK(A1:C6) — Cho két qua 12 4.

¢ Ham COUNTIFE: Bém sb 6 chira trj trong mot pham vi thda diéu kién

Cu phép: = COUNTIF ( range, criteria)
COUNTIF (ving, diéu kién)
Vi du :Dém s6 ky ty “A” trong ving A1:C6

COUNTIF(A1:C6, “A”) = 3

Vi du: Bém s6 nguoi c6 nam sinh >= 1975

A C

1 12 20

2 10 35

3D abe

4 24

5 A A

6 B 25

B

1l |A 12 20
2 10 35
3D abe B
4 24
5 A A
o B 25|EFG

B7 A =COUNTIF(B2:BB,">=1975")
A I © [ 0 [ E |

1 |Tén Nim sinh Phdi

2 |Binh 1970 Nam

3 |Long 1985 Nam

4 |Phuong 1971 Nir

5 [Ty 1977 Nam

& |Tudn 1980 Nir

7 3

¢ HAM SUMIF: Tinh téng cac 0 trong vung chon thoa mot diéu kién duoc dit ra.

Cu phap: SUMIF ( range, criteria, [sum_range] )
SUMIF (viing, diéu kién, ving tinh téng)
Vi du: Tinh tong thanh tién ciia mit hang Pwong
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o7 - A =SUMIF(AZ AR, "D udng " D2:DE)
A | B T D |

1 |Hing S6 luong Gid Thinh tién

2 | Sita 15| 8500 127500

5 |Pudng 21 Foo0 1477000

4 B4t ngot 18 5000 20000

5 Ca phé 6 4500 277000

6 |Pudng 9 000 63000

7 2 10000

¢ Ham AVERAGEIF: Tinh gi4 tri trung binh cac 6 trong khéi average range twong tng véi cac
0 trong khoi range thoa diéu kién criteria.

Cu phap: AVERAGEIF(range, criteria, [average_range])
Trong do:

+ Range: khdi 6 can xét diéu kién.

+ Criteria: diéu kién.

+ Average range: khi 6 tinh gia trj trung binh.
Luuy:

+ Khi sao chép cong thirc can c¢b dinh cac khdi 6.

+ (6 thé str dung cac ky tu thay thé 1a diu * hodc dau ?.

Vi du :
A B C| D - | -
MA | THANH
1| MH | TIEN Tinh trung binh thanh tién cua M4 hang "HD"
2 1HD [7350 |HD [=AVERAGEIF(A2:A6."?"&D2B2B6) |
3 2FD |[50
4 1DD 1215 Dia chi khoi 6 khi khdng sao chép céng thirc
5 2HD (3185
6 2DD (1620
A B' E D E
Ma So
1 | hang | lwong ] . THONG KE
2 10ML [12 MA [Sé Iwvong
3 21ML_[4 ML |[=AVERAGEIF($A$2:$A$7."*"&D3.$B$2:$B$7)
4 [12ML [5 MG |=AVERAGEIF($A$2:$A$7.""&D4.$B$2:$B$7)
5 [22MG |8 TV |=AVERAGEIF($A$2:$A$7."*"&D5,$B$2:$B$7)
6 31MG |9 } }
7 32TV |1 Dia chi khdi 6 khi c6 sao chép cong thirc

¢ Ham SUBTOTAL

Ham SUBTOTAL hoat dong bang céach tinh toan tong gia tri caa mot pham vi 6, dua
trén mot ham toan hoc khac. SUBTOTAL str dung tai 11 ham toan hoc khac nhau (tir
AVERAGE dén VAR.P) dé tim téng gia tri phu hop, dong thoi lam viéc trong céc tham sé
cua ham (vi duy, bo qua cac céng thuc SUBTOTAL khac).
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Cu phap =SUBTOTAL (function_num, refl, [ref2],...).

Trong do:

+ Function_num: Céc con s6 tir 1 dén 11 va 101 dén 111 quy dinh ham nao s& duoc
dung dé tinh toan trong SUBTOTAL. 7 7 ,
+ Refl, Ref2, ...: 1 hodc nhiéu 6, hoac day 6 deé tinh tong phuy, t6i da 254.

Funfion num : S6 xac dinh chirc nang thuc hi¢n c6 2 loai sau:

- 1-11bd quacac 6 da dl{qc loc ra, nhung ndé lai cac hang dugc an thu cong.
- 101 -111 bo qua cac 6 an — da loc ra va an tha cong.

| Function num | Chikc niing | M ta \
1 101 | AVERAGE || Tinh trung binh cac con sd |
2 ]l102 | COUNT || Dém sb 6 chura gia tri sb |
3 ]103 | COUNTA || Dém s6 6 khong trong |
14 104 [ MAX | Tim gié trj lon nhit |
5 ][105 | MIN || Tim gié tri nho nhét |
|6 |/106 | PRODUCT || Tinh két qua cua cac 6 |
17 107 || STDEV || Tinh d6 1éch chudn mu dya trén miu |
|8 |[108 || STDEVP || Tinh d6 1éch chudn dya trén toan b sb |
9 ][109 sum || Cong céc sb |
10 |[110 [ VAR || Ubc tinh d6 dao dong dua trén mu |
(11 ] | VARP || Uc tinh d6 dao dong duya trén toan bo sb |

Ban khong can phai nhé hét cac con sd chirc ning. Ngay khi ban nhap ham SUBTOTAL

Excel vao 1 6 hodc trén thanh cong thirc, Excel s€ dua ra danh sach cac con s6 cho ban.

Trong hinh dudi, 3 chirc ndng khac dang duoc dung.

Luu y:

Khi ban dung cong thirc SUBTOTAL Excel véi chirc ning tinh tong nhu SUM hay AVERAGE,

A B C D E

1 LT

2 |East Apples $285

3 |East Grapes $340

4 |East Apples $280

5 |East Oranges $335

6 North  Apples $260

7 |North  Grapes $250

8 |North  Lemons $255

9 |Total $2,005 =SUBTOTAL(9, C2:C8)
10 |Average $286 =SUBTOTAL(1, C2:C8)
11 |Min $250 =SUBTOTAL(S, C2:C8)
12 IMax $340 =SUBTOTAL(4. C2:C8)

Excel s€ chi tinh cac 6 chtra s0, bd qua 6 trong va 6 chtra gia tri khong phai so.
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Khuyén

1 GIOITHIEU :

BAI 5: BIEU PO

—  Biéu d6 1a nhitng hinh v& vé6i cac dang duong thang, hinh tron, hinh tru... duoc dung dé minh
hoa truc quan va lién két vai cac so liéu trong trang tinh.

— Biéu d0 c6 thé 1a mot phan cua trang tinh hodc mét trang tinh riéng.

— Chung ta c6 thé biéu dién céc so li¢u bang cac dang biéu do sau:

+ Column (biéu dd hinh C6t) : dung dé so sanh cac gia tri & nhitng thoi diém khac nhau

su thay ddi gia tri theo thoi gian

+
biét giita cac thanh phan
+
+
so voi toan thé
+

luogng cua sy thay doi cac gia tri

Cic thanh phan co ban trong biéu do:

Chart Title:

2 TAO BIEU PO:

Tiéu dé ciia biéu do
Category(X)Axis:Tiéu dé truc hoanh
Series (Y) Axis : Tiéu dé cua truc tung
Value (Z) Axis : Tiéu dé tryc xién
Legend: Chu thich

Gridlines: Cac duong ké ludi

Bar (biéu d6 hinh Khéi): Dung twong tu biéu d6 hinh cot ding dé nhan manh su khac
Line (biéu d6 dang gap khiic): Dung dé nhan manh dén khuynh huéng phat trién va
Pie (biéu d6 dang hinh tron): Dung dé trinh bay mdi tuong quan giita cic thanh phan

Area (biéu dd mién): twong ty biéu do hinh gip khuc dung dé nhan manh dén s6

Thohng ké HQC VIEN

[ Cin bin

B Vin phoéng
OLip trinh
O Mang

- Chon vung di li¢u can v& biéu do. -> Thyc hign
Insert -> Chon loai biéu d6 (Chart Type) va dang biéu do (Chart sub type)

-

File Home

ut Formulas

Data

Review View Developer

Load Test

PDF Team

Q Tell me what you want to do...

F

-2 - gl= 1. ‘[_7

2-D Column

| dm (2R (A8
o8 18 A
= ==

3-D Bar

1 1) = 7
mj ‘ l? | [;ll ‘ 4 ¢ o ol Store I??
PivotTable Recommended Table Pictures Online Shapes SmartArt Screenshot & My Add-ins ~ Recommended

PivotTables Pictures - ’ Charts
Tables Hlustrations Add-ins
B3 = f Tén SP . . To
Chon loai biéu do
A B C D E F
1
2 BANG THONG KE Chon dang —
N i s0O A =
, | Tén SP THANH TEN e biéu doé
40 Xa béng LifeBoy 105000 31
5 Tra lai 47850 13
6 Sup Knor 14000 17
7
8
0 Chon khéi dit liéu
" can vé biéu db :
Kétqua ———— | = l. .. -

Sparklines

g Column Win/

Loss
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3 HIEU CHINH BIEU PO

31

Di chuyén biéu do:

Drag mouse trén biéu d6 va di chuyén dén vi tri méi
3.2 Thay déi kich thwéc

Click mouse trén bié‘:u d6 dé xuit hién nhirg nut vudng. Drag mouse trén nhitng nit nay dé

thay doi kich thudc biéu do.
3.3 Xoa:

Click mouse trén biéu d6 va 4n phim Delete

3.4 Thay déi mét sé yéu to ciia biéu do:

Chon biéu d can thay ddi. chon yéu té can thay ddi

= e 2) m
9 0 g o D Design o g
L ]
. - —— ? s
" L R B . s = B o (@
Doi — | Add Chart Quick Change -z _-‘ = { — T - = Switch Row/ Select Change Move
b6 cuc Element ~ Layout ~ | Colors~ Column Data Chart Type  Chart
: Chart Layouts Chart Styles Data b 4 Type Location
~. by . r -
Chart9 -Doi mau £~ Dai phong cach (kléu}T
A B | C | D | E | F G H |
2 | BANG THONG KE Hoan déi dong cot
3 Tén SP THANH TIEN | SO LUONG
4 | X4 béng LifeBoy 105000 31
5 | Tra lai 47850 13 Thay déi dit liéu
6 Stip Knor 14000 17
o 1 re
1 . +
8 | Chart Title S
p Doéi loai (dang)
9 e
| 150000
hd . .
10 [ 10 IR o Di chuyén sang sheet khac
1 50000 .. u 56 LUONG o
| 0 e
Xa bong Tralai Sip Knor <— Chon biéu dd can thiét ké lai
12 | LifeBoy
-l O £
~ 4 r A Y x
4 HIEU CHINH CAC THANH PHAN:
A oA A By . .
4.1 Thém tiéu deé truc ngang va truc doc (axis title)
Bai tap Tai lop Tuan 10 - Excel Chart Too
e Pagelayout  Formulas  Data  Review  View  Fouit R.:ad=® ,
- L] - — —_ -
I H- s> b = E
AddChart [quick  Change Lo L - .. ’."‘- La. La. e
Element = Jayout-  Colors~
. ifgh Axes » o Chart Styles
Thém — | musTves | i | primary Horizonts Thém tiéu dé truc ngang
tiéu dé truc e ® ChanTile v || — s
i Datalabels + Iiim | Primary vertical ..%Thém tiéu dé truc doc L
| Data Table »
More Axis Title Options
Gridlines s A - sO
I:ﬁ . ' in SP THANH TIEN LUGNG
! z LifeBoy 105000 31
47850) 13
or 14000) 17
o] 0
T Chart Title *
#
9 o 120000 =
Tiéu dé trucdoc ——— 2| 'm0 T
10 o = | soooo . o
% | 40000 = THANH TIEN
11 o= zum; l. [ . = SO LUONG
Xabéng Traki SipKnor
12 Life Bay .
Axis Title Tiéu dé truc ngang
10/13/2018 13 )\
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4.2 Thém tiéu dé cia biéu do (chart title)

Bai tap Tai lop Tuan 10 - Excel

Page Layout Formulas Data Review View Fouit Reader PDF

I H_ ME° eg® N g
Add Chart | Quick  Change I' La L B :A.-L:-& l 1

Element~ |ayout~ Colors~

{dh Axes v o Chart Styles
Idh  Axis Titles 4

N L
Thém — |® ChatTile ¢ — N . a e
c =5 B . .
tidy de bidu 46 e —_— T “—D £ Khong hién thi tiéu dé H
, . . . . |
i DataTable » i | Above char . Tiéu d@ hién thi bén trén biéu do
E
. e A e e
# Gridlines ) m_t Centered Overlay s(?\ Tieu dé che 1 phan biéu do
ElhE Legend » LUONG
More Title Options... 00 3
47850 13
or 14000 17
O O
3 . ? + Y . - A -1
8 Chart Title | < Tiéu dé biéu do
&.4
9 | 120000 |
100000
10 ,a% 20000 T
= coooo
o '2‘ 40000 l aTHANHTEN
11 2°°°s = u SO LUONG
Xabong Trali Sdp Knor
12 LifeBoy
| Axis Title

4.3 Hién thi khung chu thich ciia biéu dd (legend)

H o~ Bai tap Tai lop Tuan 10 - Excel @ art Tool
File Home Page Layout Formulas Data Review View Foxit Reader Format

M!al»:an Qill c::n.ge I-'-= 1. . g—l—‘l‘h— 1 o I'"" - i‘ S

Element v | ayout~  Colors~

Ih Axes 3 Chart Styles
Idb  Axis Titles » £
@ Chart Title »
i Data Labels » .B I C I D | E 1 F I G | H
iy Data Table 3
BANG THONG KE
& Gridlines s | _ sO
.. : 5 ) LUQNG R
Hle{n tf_1! - _Jj]jl'lé‘<| None 24 Khang hién thi chi thich
chu thich r ek bt ban op
e Bight < - Chu thich hién thi bén phai
. 0
8 (4 R —* __ Chathich hién thj bén trén
9 rd
— wooco | Bl Left + Chu thich hién thi bén trai
100000 T
10 woo| [l gottom ¢ Ch thich hién thi bén dudi
] Q goooo | = e Qamannien 1O .
11 40000 More Legend Options... gl sd IbUONGS.l Cha thich cla biéu do
20000 1 13 17
. g BN Ear
1 X béng Tra Jai Sip Knor
LifeBoy
10/13/2018
/13/ 3 . s
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4.4 Thay d6i mau (change color) ciia biéu dd

Bai tap Tai lop Tuan 10 - Excel

Formulas Data

Review View

Foxit Reader P

LRETR O T :
Addc:.art Quick Ch:nge L - lz . F
Element = Layout - | Colors =
Chart Layouts Colorful (el Chart Styles
Chart 9 - ......
A HEENEEE . E F G H

il )| HENEEE
2 ]

Meonochromatic )

LUONG
Xat .... 31
I8 | | | 13
... Color 6 17
i HEEN
o L] [ ] - S

12004
100000 Y
10 80000
1 60000 47850 uTHANH TIEN
sO LUONG
11 | 40000 14000 0 .
20000 31 13 17
12 . [ =
| X béng Tri lai Sup Knor
LifeBoy

13

e Chonbd mau

>

4.5 Thay d6i kiéu (phong cach) ciia biéu do (chart styles)

H b I Bai tap Tai lop Tuan 10 - Excel
File Home Page Layout Formulas Data Review View Fouxit Reader PDF Dalgn Format
I ’ 5o L] - — -
q ._0 = -
+ - E T E = i - '
Element * Layout~ Colors
Chart Layouts Chart Styles
Style 3
Chart9 v I -
A B _ C b | E | F G | H | 1
1 . .
—~ i X Chon kiéu (phong cach)
2 | BANG THONG KE
; sO
Tén SP THANH TIEN
3 o LUGNG
4 | Xa bong LifeBoy 105000 31
5 Tra lai 47850 13
6 i Sup Knor 14000 17
7
8 . +|
Chart Title
y
9 150000 = ippi
T Y‘ Screen Clipping |
10 1 47850
50000 14000
. 13 17
11 0
' XA BONG TRA LAI S0P KNOR
12 LIFEBOY
13 BTHANHTIEN mSOLUONG
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4.6 Hoan ddi dong cot :

Chon biéu dd — Thé Design — chon Switch Row/Column

Home Insert Page Layout Formulas Data Review View Tr-arn Format ell me wha
el . . N s
I'-l- ‘Jﬂ“l ®e . .. -l §.' fla1 _ ., = . - il il
Add Chart Quick Change = ZZzzE | SSeS ' === Switch Row/ |Select = Change
Element ~ Layout~ Colors~ Column Data | Chart Type
Chart Layouts Chart Styles Data Type
4 A | B | c D | E | 4 A B | C D | E
2 BANG THONG KE 2 BANG THONG KE
3 Tén SP THANH TIEN | s0 LUQNG 3 Tén SP THANH TIEN | s0 LUQNG
4 | Xa béng LifeBoy 105000 31 “_. Xa béng LifeBoy 105000/ 31
5 | Tra lai 47850 13 5| Tra i 47850| 13
6 Siip Knor 14000 17 6 | Stp Knor 14000] 17
7] © - o gl 19 A
8 | Chart Title LY I Chart Title
\ . & 9 { ' ."‘.
Chon 1| 120000 Trwéc khi hoan déi || [ ] | o0 - Sau khihoandai
biéu d6 —g—>| 100000 10 100000
11 60000 R 1| © Bann s
I 40000 = 0 LUONG I e
12 | 12| 40000 wSiip Knor
20000
iy ) . 13| | 2000
— 1 A
¥ bing Tralai Sdp Knol 0 - =
14 LifeBoy 14 | THANH TIEN s0 LU‘ONq
| o o O TF O
Re s o R A
4.7 Thay doi dang cua biéu do (chart type)
i Insert *age L Fol as Data Review View Team Format ' v t .
— L - - — r ==
| !|' D . |: E' 'ko N Eliy | I
Add Chart Quick | Change - e [FEEE = —  Switch Row/ Select | Change
Element * Layout~ Colors = Column  Data | Chart Type
Chart Layouts Chart Styles Data Type
Chart 3 I fe Change Chart Type T X
A A | B C D Recommended Charts  All Charts
4 | Units Sold per Month e Recent Q e A
g cieso — | = - | O [§d € € O
6 Z Vanilla Latte 8,800 9,400/ | lnd Coluenn :
7 = Chocolate Mocha 6,700 7,200 | k2 Line 3-D Ple
8 g_ Caramel Macchiato 2,100 2,200 @ Pie Ho
9 v Hazelnut Mocha 3,600 3,900 | E Bar
10 - h itl WA Area
1 @ Chart Title i XY (scatten
12 £ i
=} 4] Stock
13 g & Surface
14 i % Radar
15 l‘j Treemap
18 C@ Sunburst
17] |y Histogram
18 ) .8 W A
o it soawnsie |«——— Chon dang biéu do can thay doi
. Chon ¥ 4000 R Waterfall
20 - A?- )
21| biéu d6 2000 - Hy Combo
: 0=
23 ) N — [ ]
B ‘ - . e ]
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4.8 Di chuyén biéu do sang trang tinh khac

s[5
—_— L] - —_—
| !_ dmf  e,e |: ) _:'.9 . Em il [T
Add Chart Quick  Change 2 = = —  Switch Row/ Select  Change Maove
Element = Layout~ Colors~ Column  Data  Chart Type| Chart
Chart Layouts Chart Styles Data Type Location
Chart 3 e S
Move Chart ? 4
A A B c D
R § | Choose where you want the chart to be placed:
4 |Units Sold per Manth =~ = o
Kl Category DI Chu\"en bleu do Sang ShEEt moil J_h | (®) New sheet: |Nhé_ptén mdi cho trang tinh| I
6 o Vanilla Latte 8,800 9,400 =
7 © Chocolate Mocha 6,700 7,200
8 8 Caramel Macchiato 2,100 2,200 ] |Oijed in: |Qtr2 zll
g9 u:':!' slnut Mocha 3600 3,900
U
. | oK I Cancel

-+ Chart Title ] = |

: R —

o !

g I

b7 T

Di chuyén biéu d6
uAprl inh d3 c6
- May sang tra ng tin d co
19_ m lune
I Chon —— | a0
. A A

21/ biéu do 2,000
22|
23 Wandla Late Ohocotate Mocha Cararmed Max dhiato Hapsinut Moda
e V.

N

4.9 Pinh dang biéu do

PO .
Chon thanh ph3n Thay doi kich thuéc
b3 = FSRT-4 ~ A ~
can dinh dan, : .
i ang D8i phong cach shape Doi kiéu chir, mau chit trong shape
Format
Chart Area - =~ |2 Shape Fill ~ A/ a7 11 Bring Forward = [¢ ~ 51188 -
2 Format Selection OC |- - [E£° Shape Outline - & A - By Send Backward = E1- | -
—| Change . Quick o . =1 -
‘EResettoMatchsiyle  |A L L[5 o “ || shapeEffects - | gjec- & - | B Selection Pane o -
Current Selection Insert Shapes Shape Styles | WordArt Styles Arrange Size m
Chart 3 = S
4| A | B c | D | E F G H | | 1 | x
|.Tup5ellers Chon bié"u db
April May June 1 l
Z Vanilla Latte 8,800 9,400 10,900 29,100 | S b
7 = Chocolate Mocha 6,700 7,200 8,300 22,200 | | + |
] . Chart Title I
8 @ Caramel Macchiato 2,100 2,200 2,600 6,900 I
9 [ Hazelnut Mocha 3,600 3,900 4,500 12,000 15,000 I &
10 Classic Latte 6,700 7,200 8,300 22,200 10,000 Screen Clipping ;
" : = April
@ Classic Mocha 2,600 2,300 3,200 8,600 5,000 il b |‘f|
% Tea Latte 5,700 6,100 7,000 18,800 - -t mMay
13 o Cappuccino 3,100 3,300 3,800 10,200 & = June
E Wanilla Blender 7,200 7,800 9,000 24,000 R & 4
& 4 |
15 Caramel Blender 5,200 5,600 6,400 17,200 L
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5 TAO BIEU PO SPARKLINE

Sparkline 13 biéu dd thu nho trong mot 6 dugc dung dé biéu dién dit liéu mot cach tryc quan.

Tao biéu d6 sparkline

File

Page Layout

EEIEERS

Formulag

Create Sparklines

Chon kiéu biéu dd sparkline

]
PivotTable Recommended Table = Pictures Online S U art Line Column Win/ Slicer
PivotTables Pictures @+ 7 Data Range: | CS:H10 23] Loss
Tables llustrations _o F] Sparklines Fi|
cs - 3 50 Choose where you want the sparklines to be placed
Locstion Range: |siss:sisi]  «—— b Chon ving hién thi bidu dd
| A | B 1 c | D | | 7 g ! ! |
3 — BANG ! o" oK || | cancer 8
Screen Clipping x
4
5 1 Al 50 190 50 =170 =120 2000 —
6 2 A2 70| 70 70 60 130 -100 - -
7 k] A3 -200 -110| -20 -100 180 -180
g 4 A4 150 -30| -80 70 100 -10 _
9 ] Bl 170 -140| -100 20 130 70 —_— -
0| 6 Bl 80 -20 10 40 -160 -120 I —

L

Quét khéi sé liéu dung dé vé biéu db sparkline

< Pinh dang biéu do sparkline:

Chon 6 hién thi biéu d6 — thé Design

Chon kiéu biéu dd sparkline

Home Insert

Line Column Win/
Loss

Page Layout

High Poi

Low Point.
Negative Points

Hién thi ho3c dn cac diém danh dau

Formulas

nt

v Markers

Show

First Point
| Last Point

Q Tell me what youwant to do...

W W WA

Style

L#" Sparkline Color ~
B Marker Color -

E LH Group

Huis
& Clear ~

171 Ungroup

Group

S

D

E | F

| G |

.|

BANG KE LOI NHUAN 6 THANG DAU NAM 2018

a Xda bigu dd
s| 1 Al 50 150 50 -170 -120 2000 — ——
6 2 A2 -70 70 70 50, 130 0] ——
7 3 A3 =200 110 -20 -100| 180 -180 _————“‘——/ll“-_
s 4 A4 150 -30 -80 70, 100 D
s 5 Bl 170/ -180 -100 20| 19;1 )

Chon phong cach biéu d6

Mau cac diém danh dau
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BAI 6: TO CHUC DU LIEU TREN TRANG TiNH

DU LIEU

La mdt tap hop cac dir li¢u, thong tin c6 lién quan véi nhau duogc td chure va luu trit theo mot cu

trac théng nhét nham dé dang phuc vu tdt cho viéc khai thac cac dit liéu do.

+
+

Véi Excel,

ta c6 thé to chuc thanh mot dir liéu gom:
Mot hay nhiéu trang tinh.
MG&i trang tinh gdm mat hay nhiéu ving.

M&i ving gdbm nhiéu cot va dong (it nhat 1a mot cot hai dong), trong d6 c6 dong dau
tién chira tén cac cot con goi 13 Field (trwong) biéu thi cac thanh phan c6 trong mot
dbi twong nao do, va cac dong con lai chta cac thong tin cia dbi twong duoc goi 1a
cac Record (mdu tin)

— T6 chirc thanh dir lidu, Excel cung cap: mot sb thao tac xur 1y cac thong tin nhu: loc (Filter),
x6a(Delete), rut trich (Extract), thong ké nhiing dong dir liéu thoa mot tiéu chuan nao do.

— Mot s6 ham tinh toan dua trén nhirng dong dir 1iéu théa mdt tiéu chuén.

2 MOT SO THAO TAC TREN DU LIEU

2.1

Sip xép dir liéu :

Foj View Foxit Reader PDF

Page Layout

EB-= Consolid

“T_—HG L=l Cmemtuons

Show Queries

= Y ¥
- I: ;F Tabl o = B-Ar Duplicat:
Get External  New —— Refresh z| son — e emove Duplicates
Data~  Query - Li>RecentSources | aj- - Y Advanced | columns S5 Data Validation ~  [Efi Manage
Get & Transform Connections Sort & Filter Data Tools
AB F Kim
~ ~ A B c D E F G H | J K
Chon 6 bat N , , ]
. BANG TINH TIEN KHACH SAN
ky trong g
vung dir & v < p—
- n . P a Neav dé Neav di ‘ o 1en
II?U an 5 Tén KH Quaoc tich Phong ‘ Ngay dén Ngay di neay & | phone
sapxep gl Korea L1A-F1 Chon thém cét sap xép LR
hoac quét - — .
kh .. hon 7 |Nam Korea L1B-F2 %] Add Level < Delete Level  [E2; Copy Level | Options... My data has headers +— Khai di¥
4 Ol C C s |7ohn A 12A-F2 | | cotumn Sort On Order lidu co
r‘f”gf"“ 9 |David__|Phap Lia-Fy || [Quocticn =] e — s : chira
reu can 10 [Hing  |Viét Nam L1C-F1 o déng
sap xep Mich  |Viét Nam  |L2A-F2 Chon cot Chon cach sip x&p tidu da
o E can sap xép
14 BANG PO o
Loai I oK || Cancel
phong A = =
15 Lin
16 L1 40 35 30
’ Ie < A
— Céc cach sap xép trong khung Order
D1t liéu kiéu chuoi:
— A to Z: ting dan.
sort . — Z to A: giam dan.
4| Add Level || DX Delete Level [ Copy Level Options... EA My data has headers ) L2 -
Cotumn Sort On Oraer Dir liéu kiéu so:
Sort by Quédc tich ~ Values -~ AtoZ B - X
T — Smallest to Largest: ting dan.
Nh&p chudt — Largest to Smallest: giam dan.
Dt liéu hién thi dang ngay:
e — Oldest to Newest: tang dan.

— Newest to Oldest: giam dan.
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2.2 Sip xép theo thir tu tuy y:

File Home Insert Page Layout Fo Review View Foxit Reader PDF
B F g :hnw?l;elzries IF [&] Connections 8 Y [ customins 2 %
Get External  New om fene Refrech) P 2 sot| Fiter _
Data~ Query - [Z; Recent Sources All = Edit Lin L Vo Advancd Custom Lists
~  t&Filter Custom lists: List entries:

a

Chon & bat ky trong vung dit Ileu can sap xep Sam, Mo Tue, weg, T Pt | xe ian ti Add
Sunday, Monday, Tuesday, Wi "

hodc quét kh0| chon vung dit liéu can sap xép Jan, Feb, Mar, Apr, May, tann | | elete
January, February, March, Apri T o

3| lo PHIEU GIAO NHAN Nhip céc gid tri theo

= - - thi tw can sap xép
— SOHOA [ MA TEN NOIPAT | PHUGNGPHAP | SO

5 DON SP SP HANG VAN CHUYEN |LUQ] .

6 1 001 B Xabo Trmg ™ X ma'y Press Enter to separate list entries.

7|2 [002 BN Bat ngot Tinh MN Xe tai

8| 3 [oo3 c Ca phé Ngoai TP Xe ban tai e

9| _4 [004 XB Xa bong Trong TP Xe may

1G] 5 | sont | | Cancel

116

14| 7 s Add Level X Deletelevel  [[2) Copy Level Options... My data has headers

13 8 Column Sort On Order

14[ 9 | |Sotby [pHuGNG PHAP VAN CHUYEN |~ | |values v | |AtoZ [v]

14| 10 AtoZ 3 ‘

|1 I o r& — a

19|12 A e

dl 3 Chon cot

W g Nhép chudt

1q[ 14 can sap xep ap chuo

2q| 15

2 :g o |I oK || Cancel 8

2.3  Sap xép theo nhiéu mirc do

Home Insert Page Layout Review View Foxit Reader PDF m at you want t
E : jShuwQuerlﬁ ’L%. [=] Conections ?i Z A Clear ?ﬂ Flash Fill B+a Consolid
r.— 5 From Table Flj"" Propertier ‘Y Reapp B BB Remove Duplicates Relations
Get Bxternal  New Refresh 9 zZl Sort Filter Text to ” o
Data~  Query~ [ Recent Sources All~ Edit Link Yo Advanced | cojumns =& Data Validation ~ (&} Manage
Get & Transform Connections Sort & Filter Data Tools
AB - S Kim
ChQn 6 b’a"t A B C D E F G H [ J K
N 1
ky trong 2
vung dir lieu ; BANG TINH TIEN KHACH SAN
can sap xép =2
hogc quet TéenKH| Quéctich | M* | Ngaydén | Ngayai | o | Tiém
khoéi chon 5 Phéng ngay o | phong
vung dit lieu | 6 |Kim  [Korea LIA-F1 | sort o 7 x
Can sap xep 7 |Nam Korea L1B-F2 | *2] Add Level | < Delete Level  [[3 Copy Level w | Options... [“] My data has headers
8 |John M? L2A-F2 Column Sort On Order
o 9 |David Phép L1A-F1 Sortby | Quéctich « | | Vvalues v| |Atoz ~
Then by é v ~ ~
10 !! Viét Nam L1C-F1 Tén KH Values AtoZ
11|Mish  |VietNam  [L2A-F2 T o
12 Chon cét
13 n S ~
" BincpoN|  €ansdp xép o
l\ Loai | ok || conce

2.4 Logc dir liéu (Filter):
Loc ra nhitng dong thoa céc diéu kién dit ra va hién thi ngay trén ving dir liéu.
- Chon moét 6 bat ky trong ving Database
- Thuc hién 1énh Data -> Filter , xuit hién cac nat bo loc trong nhitng 6 chtra tiéu dé cot.

- Click chudt trén cac nut bo loc cua cac tiéu dé dé chon nhiing diéu ki¢n. Khi do, Excel
s€ loc ra cac dong c6 gia tri da chon
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[ = = | Show Queries e [ Connections 4 Y W< Clear ¥ p
’@ E@ L[] |j¢- Flj Dme Table ITZ? [:] Properties 21 Y Reapply ElE Eﬁ E-’E
From From From From Other Existing New Refresh ) Z] Sem Filter o Textto Flash Remove
Access Web Text Sources~ Connections Query~ [ Recent Sources All~ Edit Links ' Advanced | Columns Fill Duplicates
Get External Data Get & Transform Connections Sort & Filter
AS - e sSTT
A B c | D E F G | H | 1 | 3 K L ]
e ~
. @ | auetknsi PHIEU GIAO NHAN  soloc
M| ]
s1r [SOHOA | MA TEN NGAY DAT :_(i::; MANOI NOIDAT | PHUONGPHAP | SO l, PON KHUYEN THANH
| -] PoN st SP ] HANG | pie[-|PATHANT| HANG | VAN CHUYEF |LUQNT| GLi|  MAI | TIEN
6 1001 B Xa bong 11/01/2016 _ 16/01/2016 A Trong 1P Xe may 34200 [] 16300
7| 2002 BN Bot ngot 18/01/2016  23/01/2016 C Tinh MN Xe tal 36 2500 5 77500
s | 3003 C Ca phé 18/01/2016  30/01/2016 B Ngoai TP Xe ban tai 39 3000 5 102000
o | 4loo4 xB Xa bong 25/01/2016  03/02/2016 A Trong TP Xe may 25 4200 5 84000
10| 50005 BN Bét ngot 26/01/2016  05/02/2016 B Ngoai TP |  Me bin tii . 11, 2500 2 22500
11 67006 T Tra lai 30/01/2016  07/02/2016 C Tinh MN | Screete &pping 30 1000 B 25000
- Co6 thé chon Custom dé chon hai diéu kién cho cung mdt cot
24 R . . N ~ .
- Dé€ hién thi lai toan bd, chon Data -> Filter -> Show all
AL ’ , H
- Dé tat cac nut, chon Data -> Filter
14 . ~ \ J4 A A
Vi du: Loc nhitng dong ¢c6 SO LUONG trén 20 (>20)
Nhdp chon bé loc | o
o SOHOA MA TEN NGAY DAT :,(1;:2) MANOI | NOIDAT PHUONG PHAP sO l PON KHUYEN THANH
-1 DON SP SP { HANG —{ i DAT HAN®| HANG VAN CHUYEY || LUQONE| GLA MAI — TIEN—
s | [~] - -] 2 | HANG|-| v (-] E =1l ~ | 3 2
8 1:001 XB Xa bong 11/01/2016,  16/01/2016 A 21 Sort Smallest to Largest 4200 0 16800
7 2002 BN Bot ngot 18/01/2016  23/01/2016 C zl s 2500 5 77500
. 2 - - A ort Largest to Smallest
8| 37003 C Caphé 18/01/2016  30/01/2016 B 3000 5 102000
9| 4004 XB Xabéng | 25/01/2016 03/02/2016 A Sort by Color > | 4200 5 84000
10 | 5005 BN Bot ngot 26/01/2016  05/02/2016 B ) 4 2500 2 22500
1 6006 T Tra lai 30/01/2016  07/02/2016 C e 1000 5 25000
12 77007 C Caphé 03/02/2016  09/02/2016 A 3000 5. 114000
13 s:oos S Sip Knor 07/02/2016  11/02/2016 A I Number Filters » ] Equals...
14 97009 G Gao 09/02/2016| _13/02/2016 D Search 7 Does Not Equal...
15| 10010 T Tra lai 15/02/2016  15/02/2016 €
= (V] (Select All) , _ N Greater Than...
Custom AutoFilter N X |=As3 Chon phép todn —»L
Greater Than Qr Equal To...
Show rows where: v a
SO LUONG B ™is Less Than...
iiga;;lhgg' ~] %; Less Than Or Egual To...
® ~ &f)ﬂ Between...
Use 7 to represent any single character e E :; Top 10...
Use * to represent any series of characters =
e Lﬁ 18 v Above Average
= = e Below Average
26| 217021 S Sip Knor = 09/05/2016  10/05/2016 [ oK Cancel
27| 227022 G Gao 16/06/2016  16/06/2016 B Sistom Bite.

- Vidu: Loc 5% cac dong c6 SO LUONG cao nhét

Nhap chon bs loc | &

NGAY -
(i:(; MA NOT NOI DAT PHUONG PHAP sO PON KHUYEN THANH
HAnG |- | PATHANT| HANG | VAN CHUYEF | LUON—{ GI<_ MAT | TEN_
16/01/2016 A 21 Sort Smallest to Largest 4200 (2] 16800
23/01/2016 c B 2500 5 77500
S: L t to S lles
30/01/2016 B A% 1 Sartamecttc Smalless 3000 5 102000
03/02/2016 A Sort by Color * | 4200 s 84000
05/02/2016 B ~ 2500 2 22500
07/02/2016 C o 1000 5 25000
09/02/2016 A 3000 5. 114000
11/02/2016 A | NumberEilters 3 Equals..
134022016 = Search Fa) Does Not Equal...
15/02/2016 c —
26/022016 B ¥ (Setect Al ~ Greater Than...
14/03/2016 D Ef Gieatei Than OF Equal To.
17/03/2016 D ~is Less Than...
? x S; Less Than Or Equal
=
Nhap Chin &1 Between... o
s
~1s I Top 10...
P! 18 v Above Average

STT SO HOA MA TEN NGAY DAT
= —| PON— sP- sP HANG |
& | 1001 XB Xa béng 11/01/2016
7| 2702 BN Bot ngot 18/01/2016
s 3703 [ Ca phé 18/01/2016
s | 4’004 xXB Xa béng 25/01/2016
10 57005 BN B6t ngot 26/01/2016
11| 67006 T Tralai 30/01/2016
12| 77007 C Ca phé 03/02/2016
13|  s’oos s Sup Knor 07/02/2016
14| o709 G Gao 09/02/2016
1s| 10010 T Tra lai 15/02/2016
16| 11011 G Gao 18/02/2016
17| 127012 D Duong 08/03/2016
18| 137013 c Ca phé 15/02.2016
19| 147014 s =
20 15:01> D Top 10 AutoFilter =
=i o] e Slijpes
23| 187018 D Top
24 D
25 D
26 s
27 G

10/VU0/ZUL0

10/U0/2UL0 5

oK Cancel

Below Average

Custom Filter...
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2.5 Loc theo vung tiéu chuén
¢ Vung tiéu chuin

+ Céc thao tac, cac ham tinh toédn trén dir li€u trong Excel thuong thda di€u kién dugc quy
dinh trong mdt vung goi la vung ti€u chuan
+ Ving nay gom c6 dong dau chira mot hay nhiéu ti€u dé cua ving co sé dir liu, cic dong
con lai chira cac diéu kién
¢ Cac dang vung tiéu chuan
Tiéu chuan so, van bdan
+ Diéu ki¢n 1a s0, van ban co the két hop vdi cac phép toan >, <, >=, <>,

Vi du : Vung tiéu chuan véi dicu kién :

S6 con 16n hon 2 chic vu la NV1
S8 con Chits vi
o2 M1

+ €6 thé dung cac ky tu * hay ? trong cac chudi ky tu cta didu kién

Vi du : Ving tiéu chuan véi diéu kién : Tén
—  Tén bat dau 1a N (Nhan, Nam, Nga ...) [}

Chits v
7P

+ Chuc vu bt dau voi bat cir ky ty nao sau d6 1a P (TP,PP)

Tiéu chudn cong thirc:

+ O diéu kién 12 mot cong thirc c6 cac phép toan so sanh. Néu sir dung tiéu chuan nay phai
luu ¥ hai diéu sau :
— O tiéu dé ciia ving tiéu chudn phdi la mot tiéu dé khdc véi tat cd tiéu dé ciia ving di
lieu.
—  Trong cong thirc ciia 6 diéu kién phdi ldy cot trong mau tin ddu tién (dong thit 2 trong
vung dir lieu) dé so sanh.
—  Gid tri trong 6 diéu kién sé la TRUE hodc FALSE.
Vd : Tiéu chuan ky tu dau cua tén khac “H” XY7
Cong thirc trong 6 diéu kién 1a = left(C2,1)<> “H”. | FALSE

¢ Phdi hop nhiéu diéu Kkién trong viing tiéu chuin

+ Trong vung ti€u chuan, c6 thé két hop nhiéu diéu ki¢n vdi nhau.

Két hop VA : Céc diéu kién dit cung dong S5 con |Chit va

Vd: Vung tiéu chuén thé hién 2 diéu kién : 3l
C6 s0 con bang 2 va c6 chuc vu la Nvl.
Két hop HOAC_: Cac diéu kién dit khac dong: S8 con  |Chits v
Vd1 :_Ving tiéu chuan thé hién 2 diéu kién : 2
S6 con bang 2 heic c6 chirc vu la NVI. 9 aon NW1
Vd 2 : Ving tiéu chuan thé hién 2 diéu kién 3
C6 sb con bang 2 hoic s con bang 3 3
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Vd 3:_Vung tiéu chuan nay thé hién ca 2 diéu kién c6 tinh chat
“Va” va “Hodc”: La nhan vién c6 chirc vu la NV1 va c6 so con bang 3.

2.6 Thao tac ruat trich

T
=28 con

Chite v

NV1

MNW2

+ Rt trich cic mau tin (dong) thoa didu kién da quy dinh dén mot
vung khac.
+ Pé thuc hién cac thao tic nay, phai to chirc ra nhirng ving sau :
— Vung Database: Vung chira dir li¢u s€ thao tac.
— Vung Criteria: Ving tiéu chuén chira diéu kién loc.
— Vung Extract: Vung dit liéu chira cac mAu tin ciia viing Database thoa diéu kién cua
vung ti€u chuan.
A B & D S F i |
1 |STT HO TEN |CHUC vU|SO CON|LUTNG
2| 1 |LéHai Anh M%7l 1 &00000 CHUC VU
3| 2 |Dudng Thiy Phiting |TP 2| 1500000 TP
4 | 3 |NguyénThinh |Mam Nv1 2| 500000
& | 4 |TrénThanh An TP N 1/2000000|| Viing tidu chudn
B | 5 |[NouydnHéng |[Diew  [HV2 \\3| s00000
i
g ( \Vung rut trich ] Vung Database ]
9 |STT ==
10| 2 |Phng
11 4 |An

Thuc hién

Chon 1 6 bat ky trong ving Database.

Thyc hién 1énh Data -> Advanced Filter.

Trong Action, chon Copy to another location.
Trong List Range, nhap dia chi ving Database.
Trong Criteria Range: nhap dia chi vung Criteria
range (vung tiéu chuan).

Chon Copy to another location.

Dit con tré vao 6 Copy to va chon 1 6 bat ky trong
trang tinh.

Néu chon Unique record only, dit liéu loc ra néu
c6 nhirng dong trung nhau s€ chi hién ra 1 dong.

Advanced Filter

Action

(O Filter the list, in-place

OECgpy to another location;

List range:

Criteria range:

Copy to:

l—_] Unique records only

L

]
i

|
i

Cancel

Click OK, cac mau tin thoa diéu kién trong ving Criteria s& dugc trinh bay trong viing

bat dau tai 6 da chon trong viing Copy to.

Néu trong Action chon Filter the list, in place, sau khi thyc hién, viing database s€ chi Xuét
hién nhitng dong thoa di€u kién trong vung Criteria. Tir menu, chon Data/Filter/Show All dé hién
thi lai cac dong trong vung database.

2.7 Thao tac Group/Ungruoup trong nhom Outline

Tinh niang Group trong Excel 14 tinh ning ding dé an nhanh dong hay cot.
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Thuwe hién
Quét khbi dit liéu (1) — thé Data (2) — Quitline (3) — chon Group (4) — Chon Group (5)

File Home Insert Draw Pagelayout F. 2 as Review View Help @ Tell me whatyou want to do

ET ™ Queries & Connections 8| Fary| Y 02 » >
~ b4 o
(S ALZ B @ ?
Get - Refresh z| Sort Filter v Textto . What-If F t] Outline
» ® =
Data v All v 7 Advanced | Columns Analysis v Sheet ¥
Get & Transform Datal Queries & Connections Sort & Filter Data Tools Forecast 1
srrl SOHOA | MA TEN NGAY DAT | NGAY GIAO [MANOIDAT NOIDAT | PHUONG PHAP | SO | DON | KHUYEN | Zmmani || <0 j—
5 | DON SP SP HANG HANG HANG HANG VAN CHUYEN | LUONG | GIA MAI o 1
6 5[005 BN Bét ngot 26/01/2016]  05/022016] B Ngoai TP Xe ban tai 11] 2500 2 [t
7 20002 BN 18012016/ 23/0122 3 Tinh MN Xe tii 36/ 2500
U TS R s =0 Group Ungroup Subtotal
3 7[007 c A Trong TP Xe miy 43] 3000 v v
10|___3[003 B Noii TP Xe ban tai 39] 3000
1| __17[017 c & Tinh MN Xe thi 24| 3000 Grou
12|__300030 c c “Tinh MN Xe tii 30/ 3000 { P-- ——
13| 13[013 c D Tinh MB Xe lia 4] 3000 - .
e - s . — Auto Outline
15 20/020 D Duimg 02052016, 05/05/2016] A Trong TP Xe miy 20| 5000 4 80000
" 2alna n Phrima IINRANTAL  IRINGINAI A Tenna T Y mave al” snnn al 20000

Man hinh sau khi thyc hi¢én Group “Ca phé” va “Gao”
File Home Insert Draw Page Layout |

P8 - f

PHIEU G

3
srr | SOHOA | MA TEN NGAY DAT [ NGAY GIAQ [MA NG
5 DON | sP sP HANG HANG HAN
[ 5fo0s BN Bt ngot 26/012016] _ 05/02/2016 B
7 2002 BN Bét ngot 18/0172016]  23/01/2016 C
L 8 237023 BN B4t ngot 25/08/2016 26/06/2018 D
9 70007 [c Ci phé 09/02/2016 A
o 3003 c Ciphé 30/01/2016 B
1 17f017 c Ca phé 14/0472016]  16/04/2016 c
ro1aA 2 30[030 c Ci phé 27/0722016]__ 31/07/2016 c
Ky hiéu sau s 13 c caﬁs 15/032016] _ 17032016] D
[ e 19[019 D Puimg 15/0472016] _ 22104/2016 A
khi (n‘oup 2 s 20(020 D Buimg 02/0572016]  05/05/2016, A
N e 24[024 D Duimg 26/0612016] _ 28/06/2016 A
lan: 17 26[026 D Puimg 09/07/2016] __10/07/2016 A
18 16[016 D Duimg 14/0472016] _ 14/04/2016 B
IR al A9 19 15[015 D Puimg 09/0412016]  13/04/2016 c
Ca phe 0120012 D Duimg 08/03/2016] __14/03/2016 D
c » 2118018 D Buimg 14/0472016] __ 19/04/2016 D
- “G ao 22 25025 o Buimg 20/06/2016] 0410712016, [}
23 270027 G Gao 13/0722016]  13/07/2016 A
24110011 G Gao 18/022016] _26/02/2016 B
25 220022 G Gao 16/0672016] _ 16/06/2016 B
2 28028 G Gao 19/0722016]  21/07/2016 B
27 290029 G Gao 23/0722016]__ 26/07/2016 B
28 9009 G Gao 09/02/2016, 13/02/2016 D
20 8l008 s Sip Knor 07/022016]__ 11/02/2016 A
30 14014 S Sip Knor 17/0372016] __20/03/2016 B
a1 210021 s Stip Knor 09/052016]  10/05/2016 C

Q 0

Home Insert Draw P

P8 - Jx
1 ]2] A B @ D E
; P
"
srr | SOHOA | MA TEN NGAY DAT
— 5 PON SP SP HANG
6 s[o0s BN Bot ngot 26/01/2016
X 7 2[002 BN Bt ngot 18/01/2016
R +| 8 23023 BN Bt ngot 25/06/2016
Chon vao 14 190019 D Puong 15/04/2016
ky hiéu = 15 20[020 D Puimg 02/05/2016
=| 42 16 24[024 D Puing 26/06/2016
hrly - de 17 26[026 D Puimg 09/07/2016
an/hién 18 16016 D Duing 14/04/2016
nhanh céac 19 15[015 D Puimg 09/04/2016
20 12[012 D Duing 08/03/2016
group 5
21 18018 D Puimg 14/04/2016
+ 22 25[025 D Buwéng 29/06/2016
T 29 8[008 S Siip Knor 07/02/2016
30 14[014 S Siip Knor 17/03/2016
a1 21f021 s Siip Knor 09/05/2016

2.8 Thao tic Subtotal tong hop sb liéu
Tinh ning Subtotal dung dé tong hop s6 liéu theo timg nhom
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Buwéc 1: Sip xép dir liéu (1)
PHIEU GIAO NHAN

3
STT SOHOA | MA TEN NGAY DAT | NGAY GIAO | MA NOI NOIDAT | PHUONG PHAP 50 DON | KHUYEN | THANH

5 PON SP SP HANG HANG | PATHANG | HANG VAN CHUYEN | LUGNG | GIA MAI TIEN

& ool XB Xa jpa FrTTeTY T _ Fr— r— Yy 16800
7 2002 BN Both Sort ? X 77500
8 3003 C Ca 102000
9 4[004 XB, Xaf ) . a 84000
0 sloos B Both zl Add Level < Delete Level Copy Level Options... My data has headers 52500
11 6[006 T Trd| 25000
12, lan c cafpy Column Sort On Order 114000
i an xé IeK Sort by  TEN SP < Cell Values AtoZ g (| Bl
«  Sap xép theo [ Y 000
15| s a I i 4000
o tiéu chi can [ 5500
17 2 h bubs 200000
18 tong hop lab oK Cancel 12000
1 _ . —pK 73950
~n P A T T - 1 A i s in s ima o ~ | v - 1 - | Aal cnnn Al o

J
Budc 2:

Quét khdi dir liéu (2) — thé Data (3) — Subtotal (4) — chon tén cot lam nhém dé tong hop s6
liéu (5) — Chon ham tong hop so li€u (6) — chon ¢t can tinh gié tri tong hop so 1iéu (7) — OK (8)

Insert

Home

'_, Show Queries

Page Layout

Formulas

Review

View  Developer  Load Test

Team

~ ™y [2) Connecti var| W Clear ¥ B FR [

- F—] DFvomTabIe Le ﬁ.o e-(t,one ‘[f;‘ Y Y Reapy — ] ? M;.
Get External  New Refresh SR £| Sort  Filter i Tetto g What-If Forecast

Data~ QUQW.RR«entSouv(es All - t Lir 0 Y Advanced  Colymns 55 © @ Analysis~  Sheet
Get & Transform Connections Sort & Filter Outline
Subtotal M}
A5 of b= STT
At each change in:
TENSP m 9
A B C D & L M J Use function: ’, J—
1
Quét khai dir lieu —
0. l PHIEU GIAO NHAN

STT SOHOA | MA TEN NGAY DAT | KHUYEN | THANH o
5 PON Sp Sp HANG MAI m V! Replace current subtotals
6 2(002 BN B“w 18/01/2016! 5 77500 | Page break between grourg
7 |___5[oos BN Btngot | 26/01/2016] DINRAN| || ) summacy below duta
8 [ 23[023 BN Bét ngot 25/06/2016) 0 7500| || [ gemovean | [ ox Goncel |

N 3[003 C Caphé 18/01/2016( 5[ 102000

10 7007 lc Caphé 03/02/2016] 5| 114000

Vi du: Dung tinh niing Subtotal dé tong hep téng thanh tién theo tirng nhém TENSP

(Luu ¥: Dit liéu can dugc sip xép trudce theo cot can tong hop sb 1ié

File Home Insert Page Layout Formulas Review View Developer Load Test PDF eam Vv
B 7] Show Queries ™ [2] Connections 3, IR ear E""‘ B y [ Eeroup ~ *=
= 'F— ¥ From Table e I Y Reaps E& B I\? == @Uungroup - =
et External  New Refresh gl Sort Filter Tedto What-f Forecast
Data-  Query~ LoRecentSources gy Y Advanced  Columns 55 * B Analysis+ Sheet  EE Subtotal
Get & Transform Connections Sort & Filter Data Tools Forecast Outline ]
A5 - j2 Subtotal [0 ot
1[zls] 4 A B c D E L M = | Tén cot can nhdm
£ -
N 2 v 1ea
. PHIEU GIAO NHAN g Ham tng hop s6 liéu
- * Agd subtatal to:
NOTDAT HANG
STT | SOHOA | MA TEN NGAY DPAT | KHUYEN | THANH || PHUGNG PHAP VAN CHUYEN
5 PON | sP SP HANG MAI TIEN {0 UG ‘
[ 6 |__ 2002 BN Bit ngot 18/01/2016} 5[ 77500] . ? L A AL m ax 2
7 (s N Bitagot | 26012016 T 2500 - Tén cdt can tinh tong
B 23[023 BN & 25/06/2016) 0 7500 [¥] Replace current subtotals
= 9 Bt ngot Total 107500 [7] Page break between groups
10| 3003 c Caphé 18/01/2016} 5| 102000| || ¥ summary betow data
11|__ 7007 = Caphé 03/02/2016 s 114000| || r )
R All oK Cancel
e[ Bhs___|c Caphé | 150372016 e ) —
13|_17[017 c Caphé 14/04/2016| 4] 60000
12|__30[030 c Caphé 27/07/2016 1 o s s - o N .
=N | Ca phié Total 363000| [ Két qua sau khi tinh todng|tién theo tirng tén SP
[ - 16]_12[012 D Duimg 08/03/2016 5[ 200000]

Bé tinh ning Subtotal:
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Chon dir li¢u (1) — thé Data (2) — Subtotal (3) — chon Remove All (4) — OK (5)

File Home Insert Page Layout Formulas Data Review View Developer Load Test PDF Team Q Tellme... Sign in
> F ; 7] Show Queries A’_L_\‘ 2] Conne(trons | Y F’E feo 7 {/J %B Group ~ :E
Get External  New AL Refresh e Sort Filter 1 Text to EH & Wha(ilf Forecast & Angioupiie
Data ~ Query ~ [%5 Recent Sources All~ Y' Advanced  Colymns =8 7 f’ Analysis ~  Sheet e
Get & Transform Connections Sort & Filter Data Tools Forecast )
o ' - [ subtotal
X Chon du Ileu At each change in:
EBE J TENSP [+] [
Use function:
©| PHIEU GIAONHAN | 5
Add subtotal to: )
srr | SOHOA | MA TEN | NGAY DAT | KHUYEN | THANH 2&8:21?’1‘.3 VAN CHUYEN i
5 DON | SP SP HANG MAI TIEN PMONG J
6 2[002 BN Bot ngot 18/01/2016 5 77500 ] KHUYENMAT 3
7 5(005 BN Bot ngot 26/01/2016 2 22500 S ATH =
8 23[023 BN Bétngqt 25/06/2016, 0 7500 V| Replace current subtotals
= 9 Bét ngot Total 107500 Page break between groups
10 3[003 c Caphé 18/01/2016 5 102000 V| Summary below data
1| 7007 c Caphé 03/0212016 31140001 e o T e
12| 13[013 c Ca phé 15/03/2016 0] 12000 J
13| 17]017 C Ca phé 14/04/2016 4 60000 "4
14| 30030 C Caphé 27/07/2016 5 75000 o e
-l 15 Ca phé Total 363000
[ © 16| 12[012 D Dwong 08/03/2016 5| 200000

3 MOT HAM CO SO DU LIEU TREN TRANG TiNH

Céac ham nay c6 tinh chat théng ké nhitng mAu tin trong ving database thoa diéu kién cia mot
tiéu chuan quy dinh.

Cu phép chung cua cac ham Database nhu sau:
Tén ham (database, Field, Criteria)

Database: Ving chtra dit liéu dé thong ké, tinh toan. Ving nay phai bao gdm ca dong tiéu
de.

Field: Cot dé tinh két qua trong ham.

Criteria : Ving chira tiéu chuan dé thong ké, tinh toan.

A B c D E F £ H
1 |3TT HO TEM |CHUC VI [30 CON|LUTNG|30 coN| TEN
2| 1 |LéHsdi Ham V1 1| 500000 2|Mam
3| 2 |Dudng Thiy Phtoing |TP 2| 1500000
4| 3 |Mezuyén Thinh Mam MVl 20 450000
5 | 4 |Trdn Thanh An TF 1| 2000000
B | 5 |MguyénHéng Dhigy M2 2 500000
7
a Nhi'ng ngu®i co tén la "Nam"
g Nhiing ngu®i ¢d 56 con bing 2 3
10 Téng lutng 2450000
11 Litong thep nhat 450000
12 Luttng cao nhit 1500000
13 Lutng trung binh 216667
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3.1

3.2

3.3

3.4

3.5

3.6

Ham DSUM (Database,Field,Criteria).

Tinh tong trén cot Field cia ving Database tai nhitng dong thoa diéu kién cua ving tiéu
chuan (Criteria).

Vd : Tinh téng lwong nhitng ngudi cd sb con bang 2.
C10 = DSUM(AL:F6,F1,G1:G2).
Ham DMAX(Database,Field,Criteria).

Tinh gié trj 16n nhét trén cot Field cua ving database tai nhimg dong thoa diéu kién cua ving
tiéu chuan (Criteria).

Vd : Tinh gi4 tri luong 16n nhit cua nhitng ngudi c6 sé con bang 2.
C12 = DMAX(AL:F6,F1,G1:G2).
Ham DMIN(Database,Field,Criteria).

Tinh gia tri nho nhat trén cot Field cua ving database tai nhitng dong thoa diéu kién cta ving
tiéu chuan (Criteria).

Vd : Tinh gia tri lwvong nho nhét ctia nhitng nguoi co sé con bang 2.
C11 = DMIN(AL:F6,F1,G1:G2).
Ham DAVERAGE(Database,Field,Criteria).

Tinh gi4 tri trung binh trén cot Field cia ving database tai nhitng dong thoa diéu kién cua
vung tiéu chuan (Criteria).

Vd : Tinh gi4 tri luong trung binh cta nhiing ngudi c6 sd con bang 2.
C13 = DAVERAGE(A1:F6,F1,G1:G2).
Ham DCOUNTA (Database,Field,Criteria).

Tinh s6 phan tir kiéu s6 trén cot Field ctia ving database tai nhitng dong thoéa diéu kién ctia
vung tiéu chuan (Criteria).

Vd : Tinh s6 ngudi c6 tén 1a “Nam”
D8 = DCOUNTA(AL:E7,C1,H1:H2).
Ham DCOUNT (Database,Field,Criteria).

Tinh s6 phan tir kiéu s6 trén cot Field ctia ving database tai nhitng dong thoéa diéu kién ctia
vung tiéu chuan (Criteria).

Vd : Tinh sd ngudi c¢6 s6 con bang 2.
D9 = DCOUNT(A1:E7,E1,G1:G2).
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4 AP DUNG PINH DANG CO PIEU KIEN

4.1 PDinh dang 6 theo diéu kién c6 sin

Quét khdi dir liéu can dinh dang — thé Home — Conditional Formatting

Insert Page Layout
I 4 i ~ ol = L = B, [
D B . Times Mew Roma ~ |12 A a == & EF Wrap Text General o E '—&-." Lo
Paste . B I U-~|B+|M L EE=E EaE M & Centsr ~ . sy €0 00 | Conditional [Formatas Cell
- ¥ - o & = AR $ % e Formatting 7| Table = Styles -
Clipboard & Font [} Alignment N Mumber [F} j—
Highlight Cells Rules »
Hgl
GE ~ Fo A o —
A B ¢ D | E F & Top/Bottom Rules » ChOTI.
2 B e mot
3 PHIEU GIAO NHA] t5 DetoBors "| kiéu
: dinh
P " = | Color Scales 4 "
—_ = TEN - . ' ; MA NOT -
. STT SOHOADPON| MA SP <p NGAY DAT HANG [NGAY GIAO HANG AT HANG dang
= lcon Set
5 1[oo1 B %A bing 11/01/2016 w020 A = eonse '
7 2{002 BN Bit ngot 18/01/2016 23/01/2016 C E] NewRule
] 3003 C Ca phé 18/01/2016 30/01/2016 B -
3 41004 B 24 bing 15/01/2016 03/02/2016 A 7 ClearRules s
10 5005 BN Bét ngot 26/01/2016 05/02/2016 B [E Manage Rules...
1 6{006 T Tra 1A 30/01/2016 07/02/2016 C TOOL VY | ~c |
4.1.1 Dinh dang o theo quy ludt cua 6 (Highlight Cells Rules)
= = | = (=1 p=h ‘Enuw
ner - I .,‘ o o
fener D'—lﬂ ‘—"" "av H ::)( .8 I Fill -
e $-% v WM Conditional Formatas  Cell Inzert Delete Format
Formatting= Tsble = Styles= = . « & Clent
n Number = BF ) B
__[s_“l Highlight Cells Rules » _,:_ Greater Than.. —— Loémhon
I 4 fm. Top/Bottom Rules  » { Less Than... ! Nhé hon
[ patasas + | B Between. +«————— Trong khoang 2 s6
- ———— E_| ] | 3 ..
PHU [:I'_‘\l'l'_rr $O | Color Scales J = Equal To... " Bﬁ.l’lg véri
PHAP VAN BC
chuven | LUONG ! s
— | lcon Sets ¥ “1 Text that Contains.., #=—t———— Co chira ki tu
Xe may 4] - ] ak, | '
Ke L& 36 ] R
e bdn i 30 ] :| Dew Rule... -- A Date Occurring.,, 4+t Ngﬁ}!’
e may 25 . E#  Clear Rules PR |
e ban 14 B[ ([ Manage Bules. | Duplicate Values.. +—————— Cic gid tri trl
e 0 oo | " . | Duplicate Yalues Cac gia tri tring
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4.1.2 Dinh dang 6 theo gid tri I6n nhit nhé nhit (Top/Bottom Rules)

Feat Reader PDF

General [F] :-_.-" L“J :F:uJ 2 Aut
(] F == B ===
o $ % W Conditional Formatas  Cell Insert Delete Format _"
Formatting® Table~ Styles- - E = & Cley
M Number Rl Cells
, y T IopfBottom Rules »  * ) Iop 10 hiems.. — Cic 6 co gid tri 16n nhét
| Data Bars v B !TJ Top 10 %... ——— %{ch gid tri 16m nhit
PHUONG e | Color Scales , '.i‘_ﬂ:l Bottom 10 tems.. «————— Cac 6 cb gid trj nho nhit
PHAP VAN . i
cHuyin | LUONG = :
n » [ Bottom 10 %... #—————— % 0 ¢6 gid tri nho nhét
N . )
T — [ MewRule.., A P .
| B NewRule : T,T_'| Above Average..  4——— Trén gid tri trung binh
25 d D Clear Rules poLA
XEb‘él? .lal 11 ! E'_ Manage Rules.. | | Below Average... Dudi Ela tri trung binh
Xe ti 30 oy | 31 £ = : =

4.1.3 Dinh dang té6 mau theo kiéu thanh ngang (Data Bars)

Data

%WrapText General - |:l_—
Paste =1~ B I u-|H- v A === EE Merge&Center . $ -0 s | &2 0 Insert Delete Format
Clipboard 15 Font 1 Alignment F1 Mumber ] Cells
E:—|| Highlight Cells Rules »
= >
J& A 12 4
D E F G | H | J n WE Top/Bottom Rules  » N o
2
; PHIEU GIAO NHAN [Flomees  of
TEN . . . . MA NOT NOT BAT PHUGNC sO [;] Color Scales » . : )
| NGAY BATHANG [NGAY GIAO HANG | e | e FEL;E\ \%N LuonG | B¢ :| [E
I S = 1
6 | abing 11/01/2016 16/01/2016) & Trong TP | Xemay ([l 4[] con ets > | Solid Fil
7 | Bitngot 18/01/2016 23/01/2016 ¢ TinhMN | Xetii |[B 36]| :
— Mew Rule.., I
8| Caphé 18/01/2016 30012016 B Ngoai TP_| Xe ban tai B = HewRule E [ﬂ [EJ
9 | Xibing 25/01/2016 03/02/2016] A Trong TP | Xemay [ 25[] (67 ClearRules [
10| Bétngot 26/01/2016 05/02/2016 B Ngodi TP | Xe ban tai ||l Ul 1 Manage Rules... J Lt_| |_t_|
11 Trali 30/01/2016 07/022016] ¢ Tinh MN | Xetai |[B 130]] iwuu 3] 2 T —

Quét khéi dit liéu cAn dinh dang I ay

(s

Chon mau
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4.1.4 Dinh dang t6 nhiéu mau theo ti 1¢ (Color Scales)

Insert Page Formulas Data Foxit Reader PDF

F o 1, 16—}
db . . R . = N ) T Bx >4
j B - Tirmes Mew Roma ~ |12 A a - Ina E* Wrap Text General Lt =] == EI
Paste BIUu- 1. &H-A- == F=3= ElMergesiCenter - | § - % % % Cell  Insert Delete Format
- - _ - == | = . Styles - - - - L
Clipboard & Font (] Alignment F} Mumber [F] _| Cells
: I &l Highlight Cells Rules »
I3 M A | 4 =
D E F G H J 'Tl°| TopiBottom Rules » N o P
2|
; PHIEU GIAO NHAN QO i >
. - PHUONG [:J Color Scales S S e E
T_EN NGAY DAT HANG |NGAY G140 HANG | M NOT : Not B‘?TT PHAP VAN SO. . | pd
. SP . DATHANG| HANG [* 00 LUQNG _ = =
| S = = = =
65 | ¥abong 110172016 1&/012016] A Trong TP | e may fcon Sets ’ =
7 Bt ngot 18/01/2016 230172016 c Tinh MN He tai | {5 yewRule = =) e e
8 Caphé 18/01/2016 30/01/2016 B Ngoai TP | Xe bén ta [ - H= I_-' = HS
9 | Mabing 25/01/2016 03/022016] A Trong TP | e méiy 25| <be LlearRules ' More Rules
10| Bt ngot 26/01/2016 05/02/2016 B Ngoai TP | Xe bén tii I ') Manage Rules.. — Te
1 Trald 30/01/2016 07/02/2016 c Tinh MM e tai 30| rwou 51 u.ﬁ

Queét khéi dit liéu can dinh dang I o

4.1.5 DPinh dang si dung tip cdc biéu twong (Icon Sets)

Chon mau

Insert Page Layout Formulas Data e wha tto d
LTI . . v o= __ = 1 I~ k = ZAutuSum * A
Titnes New Rorna » 12 = A A = = = &~ E¢ Wrap Text General - g D ! '_-b‘( [ 3
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- ® drj®-|a-a SE % | B Merme & Cener - % W 4 Formatting = | Table = Stdes= = - - & Clear~ Filte
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6 | Xibing 11/01/2016 16/01/2016 A Trong TP | Hemdy || 411 | - =Y * + = *
7 | Bitngot 18/01/2016 23/01/2016 C Tinth WIN Xets ||fh 36 E] Mewhule
8 | Caphé 18/01/2016 30/01/2016 B Ngodi TP | Xe ban 1] |G k| _‘ - =v * AN *
9 3bing 25/01/2016 03/02/2016 A Trong TP | Xemay ||[© 25| «E# ClearRules ’ ANy 'Y EXY
10 | Bt ngot 26/01/2016 05/02/2016 B Ngodi TP | e bén tai] | I TE] Manage Rules...
11| Trdld 30/01/2016 07/02/2016 C Tirth MN Xetr |2 300] 1wy E e} A2 *
12| Caphé 03/02/2016 09/02/2016 A Trong TP | Xemdy | |G 43|[ 3000 5 114 [Shapes
13 | Sip Knor 07/02/2016 11/02/2016 A Trong TP | Xemdy | |G 34| 4350 5 126
14 Gao 09/02/2016 13/02/2016 D Titth VB Xelia |2 18] 1600 3 4 O . . u .
15 Trild 15/02/2016 15/02/2016 C Tinh MM Xeti || 1000 0 4 A. . O. .
16 Gao 18/02/2016 26/02/20146 B Ngodi TP | Xe ban 1| |l 71l 1600 1 o
Quét khoi dir liéu can dinh dang o T e

Chon mau
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4.1.6 Dinh dang theo

diéu kién riéng

Vi du : Binh dang t6 mau vang cho céac 6 trong khdi bt dau la T

e

H

Conditional Formatting Rules Ma

Show formatting rules 105 | Curre

New Formatting Rule

Select a Rule Type:

X

= Format only unique or duplicate values

= Format only celis that contain I e

= Format only top or bottom ranked values
= Format only values that are above or below average

= Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:
Specific Text

E]Ibeq-nnmqvmh vI T
1

E_?m] Top/Bottom Rules  *

Flowsn

ﬁ Color Scales ’

8| Caphé 18012016 30012016 B Ngoas TP

8| Xibdng 2510112016 031022016 A '- TP :

1e| Bt agot 261012016 05/02/2016 B g s TP E

1] Trala 30012016 07/02/2016 C Tinh MN Xe tai 30] oo

Quét khéi céc §.can diph dang, .

-
Screen Clipping
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BAI 7 : PINH DANG TRANG IN
1 THAO TAC CAI PAT TRANG IN
1.1 DPinh dang I€ trang in :
Chon trang tinh — thé Page Layout — Margins — chon kiéu dinh dang 18& trang

File Home Insert Page Layout Formulas Data Review View Fouit Reader PDF
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Home Insert Formulas Data Vi
I Colors - @ B¥ o |:L | |
gee. O 0 Der & @

es Margins Orientation Size Print Breaks Background Print '] Header/Footer = Sheet
- [OfEffects~ - - * Area~ - Titles -
Themes Page Setup o E “ . on Top: Header:
Letren —— 1 2 05 |5 +—
A3 - fe Vung tiéu dé
dau trang
A ] =] D E ‘ F
2 PHIEU GIAO NHAN PR . Bont
. NHAL L& trai —» (o752 075 [+]«— L& phai
STT| SO HOADON | MA SP TEN SP NGAY DAT HANG |NGAY GIAOH

4

5 1001 XB Xi béng 11/01/2016 16/01 Bottom: Footer:

6 | 2lo02 BN Bt nzot 1800112016 2301 Leduwdi —— 1 2 05 & ‘_V' .

— Ung tiéu dé
s . ! Center on page L
T B £ Caghd HAR12016 0ok , Canh gifta theo chiéu ngan, CuQli trang
- [ Horizontally *+— g gang

6 MR B 3 bong 20172008 93021 [Jvetticaly «— Canh git*a theo chigu doc

3 __ 5005 BN Bét nzot 26/01/2016 05/02
0 6/00s T Trd lai 30/01/2016 07/02 Print... Print Preview | Options...

O -
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1.2 Thay doi hwéng trang in:
Chon trang tinh — thé Page Layout — Orientation: Chon chiéu cho trang gidy in, nhap
chon 1énh ndy ching ta s€ c6 hai lya chon
+ Portrait: in theo chiu doc cua kho gidy
+ Landscape: in theo chiéu ngang cta kho giay

ome < Page Layout 0 Data Re

I Colors - ¥ | = Eu L | Sma
» }
.ﬁ mees @ISO &= &
Themes Margins|Orientation| Size Print Breaks Background Print
u Effects ~ e v ~  Areav - Titles
Themes =1 Setup " ; . ;
[ -| Portrait e Huéng in dirng (doc)
S - |I=
A B c =]| Landscape 3 F Hudng in ngang

2 | PHIEU GIAO NHAN
o l_

STT| SO HOADPON | MASP TEN SP NGAY DAT HANG |NGAY GIAOH
q
s ___1loo1 3 Xi béng 11/01/2016 16/01
6 __ 2|002 BN Bét ngot 18/01/2016 23/0%
7 __ 3lo03 c Ci phé 18/01/2016 30/01
8 4[004 XB Xi béng 25/01/2016 03/02
1.3 Cai dit kho gidy:

Chon kho gidly cho trang in, nhép chon I¢nh ndy mét danh sach ligt ké cic kho
gidy xuat hién, théng thuong ching ta chon kho giéy A4 @ in cic vin ‘ban. Ngoai
nhimg mau co sin cling co thé chon More page size dé tuy chinh kho gidy theo yéu
cau str dung

Home Insert Page Layout Formulas Data Review View Foxit Reader PDF
Aaj' I Colors ~ ﬁ ‘ Y [E r‘ “\ E ) Width: | Automatic ~
..... D Fonts ~ = ‘ T E []Height: Automatic ~
Them Margins Orientatior]  Sizé | Print Breaks Background Pnnt e =
. Effects ~ 5 = Area ~ - Titles l')-\J Scale: 100%
Themes — Letter |~ Scale to Fit ~
1 L ] 8.5"x 11
A3 > F
| Letter Small
|_apg B L c | 85" x 11 | &
2 PHIEU GIAO NHAN | [7] Told g
& - _ N7 < Chon kho giay
STT| SOHOADON | MisP |  TE) ﬁ“’gjj G| MA NOTDAT HANG
|4 &xH
|s | 1loor XB Xi J Legal L6 A
8.5"
| 6 £ 2002 BN Bét B3 6 c
7| 3loos c ci Stkaeswont s B
| 168 5.5"x8.5"
|8 | 4loos xB Xi b A
[ Executive
|9 5 BN Bét U 7.25" x 10.5 L6 B
|10 | 6]006 T T4 — a3 L6 c
?11 71007 C Gi L‘ 11.69" x 16.54" L6 A
|12 8| 008 s sipl T J A4 b6 A
|13 | sloos G dl — s D
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1.4 Thiét lap ving in:

Chon trang tinh — chon khdi 6 — thé Page Layout — Print Area — Set Print Area

Home Insert Page Layout Formulas Data

Review

View

Fouit Reader PDF

H Colors ~ B N L] - - E Width: |Automatic ~ Gridlines Hea
> = -A\ =
Fonts ~ Eﬂ _LJ_ ‘|: [;\:'l l o hg’ % [|Height: Automatic ~| [v] View [v
Themes _ Margins Orientation _Size | Print [Breaks Background Print
- Effects ~ - . e - Titles | lScale  [100% Print f
Themes Pa E‘E' Set Print Area I L Scale to Fit [ Sheet Options
A3 - fe STT Clear Print Area
A B C D E F G H
1 |BANG TINH TIEN KHACH SAN
S|l sTT MA KH Ho KH Tén KH | MA QG | Quéctich | MiPhong Ngiy dén
4 1]A001 Lam Gia Aj Q1 Korea L1A-F1 08/02/2016
5 2|A002 Tham My An Q2 Viét Nam L1A-F2 09/02/2016
6 3|A003 Mai Uyén Anh Q3 Phip L1A-F3 09/02/2016
7 4| A004 Nguyén Thi Thu __ [Bich Q4 My L2A-F2 11/02/2016
8 5|A005 Nguyén Ngoc Minh |Bich Qs Thai Lan L2A-F3 16/02/2016
9 6| A006 Nguvén Thi Yén  |Pat Q6 Lio L2A-F2 28/02/2016
10 7|A007 Trinh Nguyén Lién |[Duwong Q3 Phip L1B-F1 J 03/03/2016
11 8[A00S 4 |Pham Doan Ngoc |Duy Q4 MF LIB-F2 03/03/2016
12 9|A009 Nguyén Thi Cam  |Hoa Q1 Korea L1B-F3 06/03/2016

Chon khdi 6

Nhu vay khi thyc hién in 4n may tinh chi in ving dir liéu ma da chon va thiét lap la
vung in an. Néu muon huy danh dau vung in an chon lai vung dir liéu da thiét lap luc
trude nhap chon lai biéu tuong Print Area chon Clear print area.

1.5 Chén ngit trang:

Chon trang tinh — chon vi tri ngit trang — thé Page Layout — Breaks — Insert Page

Break

Vi du: Chén ngit trang trén dong 10 — chon dong 10

Page Layout Formulas

Insert Data

Home

Foxit Reader PDF

- | g N | . . FEE]  Gos Width:  Automatic = | Gridlines Hea
Aa = Colors 2 ] | N o s
Fonts‘ L i D ” —] [ﬁ - - _h_gﬂ a_:l]Height Automatic = v View |V
Themes Margins Orientation Size Print | Breaks Packground Print . .
= [©] Effects ~ = = - | = Titlee I Scale: 100% Print
Themes Pago Insert Page Break | omle to Fit [} Sheet Option
G10 - £ L1B-F1 Remove Page Break
Reset All Page Breaks
G H | > 1 n i L M N O
Mi Phong =~ Ngay dén Ngay & Sé Tién
3 ngay o phong
4 L1A-F1 08/02/2016 13/02/2016 6 240
5 L1A-F2 09/02/2016 29/02/2016 21 840
6 L1A-F3 09/02/2016 11/03/2016 32 1280
7 [L2A-F2 11/02/2016 26/02/2016 16 480 .
Chon don
8 L2A-F3 16/02/2016 23/03/2016 37 1110 o l g
9 T2A-F2 28022016 15/03/2016 17 510
I 10 |L1B-F1 03/03/2016] 07/03/2016 5 175 |
11 |[L1B-F2 03/03/2016 10/03/2016 g 280
12 |L1B-F3 06/03/2016 30/03/2016 25 875

Hiiy ngit trang: Chon trang tinh — chon vi tri ngdt trang can huy — thé Page Layout —
Breaks — Remove Page Break
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1.6 In Lip lai dong tiéu dé cia trang tinh (Print title):

Trong trudng hop mudn tidu dé cho tat ca cac trang chon 1énh nay. Hop thoai Page setup xudt
hién va tr6 téi Tab Sheet nhu hinh dudi day:

o v FoxitRead — S .
e ' &5=  Vidu: In lap lai dong 3:

B Colors - B 1 e SN S| = | tos Width: |Autond
£ o o 1 - ~
: SaiEE I LD “ ] Fl-—ﬂ w > |54 | £ eighe [Auton] —> s€ chon dong 3
Themes — Margins Orientation Size  Print Breaks Background| Print | - 1
- [O]effects~ & z S ameE s Titles | Pl Scale: 100/
Themes Page Setup =) Scale to Fit
A3 - ya STT Page Setup ? x
A 8 | (<8 1 o | Page  Margins Header/Footer  Sheet
1 BANG TINH TIEN KHACH S. rrntarea: =
< Print titles 3
[srr MA KH Ho KH Tén KH| N wl 5353l — Nhap chudt
3 Columns to repeat at left: ==
a 1]A001 Lam Gia Ai Q1 p—
5 2|A002 Tham My An Q2 Clgn c ~
= — = < omments: one) ~ |
s 3]A003 Mai L}'e” Anh < [[] Btack and white =
7 2|A004 Nguyén Thi Thu Bich Q- ] okt s Cell errors as: | displayed ~|
[[] Row and column headings
§ L @) Down, then over
‘hon déng tiéu dé O Over, then down
Print... Print Preview Options...
(5 conc

1.7 Tao tiéu dé dau trang

Chon trang tinh — thé Insert — Text — Header & Footer — thyc hién nhép tiéu dé dau
trang.

m Formulss  Data

i | e = - Ie- o n T T — = T Equatio
g 1 L __%l = ol Store 12 e - 1 = Ib:\ll W il i =¥ Hy S
- o t (- — 0 of
PivotTable Recommcoaed Table  Pictures Online 3 My sdd-ing - Recommended PrvotChart i Line Column Win/ Slicer Timeline  Hyperlink| | Test
PivotTables Pictures fe ~ Charts ° - Map = Less -
Tables llustrations Add-ins n Tours Sparklines Fitters Links Symbols

Al - fe T‘

Text| Header Wordfst

B C D E F G H 1 J
1 é Bex | & Footer
.

et
; [PHIEU GIAO NHAN e
STT| SO HOA DON | MASP TEN SP NGAY DAT HANG |NGAY GlAOQ HANG | MA NOTPAT HANG | NOIDAT HANG | PHU'ONG PHAP VAN CHUYEN | SOLUQNG| BDONGLA EHUYEN]
4
5 1001 XB i béng 11012016 1601 A Trong TP Xa miy 4 4200
] 002 BN Bét apgt 18012016 230112016 c Tish M e ti 36 2500
A B c D E F G
Nhap tiéu
LY
dé dau
Header
trang ——— | [Nhépueude dauseng o nhip tigu d2 d&u trang Nhip tiéu d& dau tran

Cac cong cu trén thé Design ciia Header & Footer Tools

Tiéu d& trang dau tién khac tiéu dé cac trang con lai

= Bai tap Tai lop Tuan 12.xlsx - Excel
Insert Page Layout Formulas Data Review Wiew Foxit Reader PDF
= p— = . -~
@ E_;'] Ur @ g (| Different First Page | Scale with Document
Header Footer Page MNumber Current Curmrent File File Sheet Picture Format Goto Goto Different Odd & Even Pages Align with Page Margins
- MNumber of Pages Date Time Path MName MName Picture Header Foote
HcaLcr&ru$ + T Headzr&rcu$r Elemen f" T Nawgal.onf Options
chan chen Chén chén Chén  chén
Header Footer N . 18 hinh . N
theo theo ngay Bl tre:ng mn Tigu dé trang chin, 1& khac nhau
mau mau tinh
Chén sd Chén Cheén Chén Di Di
thur ty téng s& dudng tén sd chuyén chuy&n
trang trang dan tinh dén dén
(tén tap vang ving
tin) Header Footer
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2 THUC HIEN IN

+ Thuc hién 1énh File -> Print dé in.

Home
Y
l] x Times
L [‘B .
Paste B I
Clipboard &
A2 v
B
2 P}lIEU GI
o b——a
STT| SO HOA
4
6 | 2l002
7 | 3loo
8 4 i
I 3 -
0 _slo
n |3l
© | 8loos
B9
1 | 10lo10

3 KIEM SOAT SO TiNH (WORKBOOK)

3.1

Print

1 Copies 1 -
—

ot Chon may in

Printer l

Fout Reades PDF Prnter

% Ready

Settings

Prnter Properts
Settings
J Print Active Sheets /
nly print the active sheets
Pages 3 vlto [7 - fie—
pewe Collated
BB ., 121 103 * e
Landscape Orientation v [€=
_‘ M v |4
8.2 1
= : Custom Margins v
A7 NoScaling i
Lr100  Print sheets at thesr actual size

Page Setup

Kiém soat thong tin ciia so tinh (Properties)

Nhap thdng tin ca nhan cho sb tinh

|2 @8 2 8 |® & |~ & [« s

Formulas

I Print Active Sheets e
[ Print Entire Workbook -
E Print the entire workbook
Pt l Print Selection e
EE Only print the current selection
T
| POt sheets at ther actual size  [d——
v Fit Sheeet on One Fage
<00 Shnnk the printout 5o that it i
on ape page
s2e A (nlwnn? o= OvePage  jg—
[N
* ¢

In trang tinh hién tai
In toan bd so tinh
In vung chon

In dung kich thudc that
In vira trén 1 trang

In tat ca cac cot vira
trén 1 trang

In tat ca cac dong

vira trén 1 trang

In mét sd trang bat ky (trang 3 dén trang 7)

Cach in khi in nhiéu ban
Huéng in

Khé gidy in

Chinh lai [é trang

Intheotilé

it T b Trsn 1.2 - el

o

Bai tap Tai bop Tuan 12.0bex Propertes [ 4 o
Info o g l— Nhip thugc tinh tuong (g
It I Tieu d&
; 1
?al tap Tai lop Tuar] . Chi da
dsthar: At ator o
e Protect Propenies = I
Contredw arager:
Protect — i . :—-ﬂlm
Werlkheok = Cgmpany: Mo deument
propentee
Catgery: Categona Add  categony
Irspect]  grvwonds: Related Dates
[ Mt;‘:f Lomments: Lant Mocified
— path Cipsted
W Hosde Last Prstd
= o e -
Related People
Buthes r
a rr\:‘.:l..‘fl% [ 5age Thumbnais for Al Excel Doouments e - F -'-| Administrator
N =1 n
Warkchook
el Last Melified By [
A THUY |
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3.2 Kiém soat tit ca cac thong tin ciia s6 tinh (Check for issues)

3.2.1 Kiém sodt thujc tinh ciia

Info

Bai tap Tai |
E

sé tinh (Impect Document)

Batap Tuitop |

op Tuan 12

Protect Workbook

Contral what types of changes pecple can make o this workbook

Inspect Workbook

Before publahing tha file, be sware that it commns:

" Document propertes, authar's mame, related dates and sback
* Headers and foctens

Jspect Docwment
=

heck the w

or personal infc

ey are unable to read

book #
emation

« hodden properte

heck the

diaad

ernont

b Check Accessibiity

Check Compatitaity
heck for b

© 14 P Ase e

ok for content thet aved changes.

e pot e
ricbe

Screen Clipping A’.....__......-....

ot

eatures not supported by earher
f Exces

A Metr Sone Cramgen oot be amdone

Data

Revie

Xéa thudc tinh va
| théng tin cd nhéan

Bai tap Tai lop Tuan 12
‘_v

Protect Workbook
Control what types of changes people can make 1o the workbook

»

Protect

Inspect Workbook

Eedore publishing the file, be aware that ¢ contany
.

Headers and footers
s are unable 1o read

pved changes

~  Imspect Document
heck the workhe

f Ormatson

ok for Pedden properties

Or pecsonal i

Check Accenidiity

Check the workbook for content that pecy

e fint

‘e

with daahd e ma WMo

read

W Screen Clipping |

o of Escel
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- Vi du: Kiém tra kha ning truy cap ctia ddi tugng va sira 16i.

Formulas

ge Layout

Info

Bai tap Tai lop Tuan 12
E

Protect Wiorkbook
> - e e i skt i
Progect
Wszok -
Inspect Warkbook

Pafoe publishing i s, B ssre that £ antsing

Vaendr s daotrs
i s sl 0 rend

fox hidchan progestin

i tap Tai kg T 1k - Gl

Dhaciamein progesmes, BUthars et et 012 sl absiadute pagh

Minh

Data
o ¢ Wrap Text General I:’F? ;,‘J E.‘
Ea= E‘-ﬂMerge&Centu < $ -0 s P Mm Conditional Formatas Cell
i Formatting - Table~ Styles~|
Alignment G Number [F} Styles
E F | 6 H a] o
[ SAN Accessibility Checker
o Inspection Results
Tid Errors -
= o «— |6i duoc
phﬂllg 4 Missing Alt Text . .
Chart 1 (Bai1) phat hién
160 Warnings
175 4 Merged Cells Canh bao
90 A3:G3 (Bail)
B14:E14 (BaiT)
240
160
David lohn 150 @

c. Kiém soat tinh twong thich ciia so tinh

Cho biét nhitng dinh dang s& khong dugc ho trg khi luu s6 tinh tir phién ban méi

xuong phién ban cii hon.

b
Microsoft Ewcel-l:nrrpaﬁhiilyﬂnchu_.

== T

=)

o If the workbook is saved in an earlier file format or opened in an earlier version of Microsoft Excel, the listed features will not be
available.
Select wersions to show ~
| nfo . Excel 97-2003 OCcurmences
B I . Excel 2007 nality 9 =
Paste i : |
. ¥ Bal ta p Tai | Op T . Excel 2010 arkbook aren't available in this wersion of Microsoft Excel and won't be saved. 1
E B excel2013 Help
Clipbosrd Excel 97.2003
Pro This file originally contained features which were not recognized by this version of Excel. These features are 1
A2 ) Cont not preserved when saving an OpeniML file to the XL5B file format, or vice wersa, Help
] Excel 2007
Workbook =
Minor loss of fidelity P
2 A table in this workbook does not display a header row. In earlier versions of Excel, the data is displayed 1
- without a table unless the Header Row check box is selected [Table Tools, Design tab, Table Style Options find Help
group).
Location: ‘Phan bo thei gian Excel 97.2003
4 & Lable style is applied to a table in this workbook, Table style formatting cannot be displayed in earlier 1
wersions of Excel, Find Hel
s Location: ‘Phan bo thed gian —oe SeR
| IZ:Tu Inspect Documed Excel 97-2003 -
B = Check the workbd | [] Check compatibility when saving this workbook.
or personal infon Copy to liew sheet |'T]|
b, Check Accessibili

Check the workbook for content that people

with disabilities might find difficult to read,

Check Compatibility
Check for features not supported by earlier
versions of Excel.

Bved Changes.

36
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BAI TAP THUC HANH
BAI TAP 01:
QUAN LY MOI TRUONG LAM VIEC EXCEL

I/ Khéi tao va dinh dang trang tinh:
1/ Tao trang tinh Trang 1 sau trang tinh hinh 1.
2/ Di chuyén trang tinh Trang 1 ra trudc trang tinh Yeu cau.
3/ Chén thém trang tinh Trang 2 trudce trang tinh hinh 1.
4/ Sao chép trang tinh Bai 3 dén vi tri cudi cling va ddi tén trang tinh ban sao thanh Bai 5.
5/ Tao,sé tinh hoan toan mai dat tén la BT2.xIsx va chén thém 2 trang tinh (sheet) mai vao
vi tri cuoi:
a. Sao chép trang tinh Bai 5 trong s6 tinh Bai tap 01.xIsx sang so tinh BT2.xlsx va
dat trang tinh Ban sao sau trang tinh Sheet1.

b. Di chuyén trang tinh Sheet3 trong so tinh BT2.xIsx sang s tinh Bai tap 01.xIsx va
dat sau trang tinh Bai 3.

Thiét 1ap cac mau khéc nhau cho céc tén trang tinh trong sb tinh BT2.xIsx.

d. Thiét 1ap cung mot mau cho vUng tén cac trang tinh Trang 1, Bai 1, Sheet3, Bai 5
trong so tinh Bai tap 01.xIsx.

e. Trong so tinh Bai tap 01.xlsx, thiét 14p sao cho trang tinh Bai 1 van con ton tai
trén so tinh nay nhung khong nhin thay no.

f. Cho hién thi lai trang tinh BKNK trong s6 tinh Bai tap 01.xIsx.
g. Trong s tinh Bai tap 01.xlsx, x6a c4c trang tinh BKNK va BTT.

h. Luu ca 2 so tinh.

II/ Lwu s6 tinh véi nhiéu dinh dang khac nhau
Str dung s tinh Bai tap 01.xIsx va thyuc hién cic yéu cau sau:
1/ Luu s6 tinh hién tai theo dinh dang Excel 2003.
2/ Chuyén dinh dang cta s tinh hién tai thanh dang Excel 2019 va luu s6 tinh.

3/ Chon trang tinh Yeu cau, luu trang tinh hién tai theo dang PDF véi tén trang tinh hien
hanh.pdf khdng mao tap tin sau khi luu.

4/ Luu toan bd s tinh theo dang pdf, khdng mé tap tin sau khi luu.
5/ Luu trang tinh hién hanh theo dang CSV (Comma delimited).
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BAI TAP 02:
PINH DANG O TiNH VA BANG TIiNH
I/ Pinh dang 6 tinh
Trong trang tinh bai 1, dinh dang dit liéu nhw hinh bén dwdi véi cdc yéu cau chinh nhw sau:
1/ Hién thi noi dung céc 8 trong khdi A5:J5 trén 2 dong.
2/ Canh giira noi dung cac 0 thudc khdi A5:J5.
3/ Tron va canh gitra cho vung A3:J3 nhu hinh trén trang tinh bai 1.
4/ Chinh d6 rong cot D vira khdp véi ndi dung dir liéu trong cot.
5/ Dinh dang dit liéu ngay trong khéi C7:C11 theo dang dd/mmlyy.
6/ Doi huéng ndi dung 6 C5 theo dang Rotate Text Up.
7/ B6i huéng ndi dung 6 H5 theo dang Rotate Text Down.
8/ Dinh dang dir lidu cho gidng vai hinh bén phai trén trang tinh bai 1.
9/ Luu tap tin.

A B z D |E|F G H | J
1
2

- X
3 DANH SACH THI TUYEN
&4
- — .\'HAP 3 [l ]
- N = Z |BIEM Z LY L= XEP

5 |STT| TEN THISINH S S | rping L PEM | pover §=‘ 213 B
6 = LT|TH = :
il 1 |[Nguyén Thai Nga 25/10/00 45| 75 ? ? ? ?
8 2 |Trrong Nzoc Lan 24/02/01 4| 45
9 | 3 |LyCam Nhi 06/06/90 56| 56
10| 4 |Luu ThiyNhi 14/07/95 75| 6.5
11| 5 |Tran ThiBich Tuyen| 03/12/02 89| 80

12
13 BANG XEP LOAI

14 Diém Xép loai
15 0|Rot

16 3| Trung binh

17 8|Kha

18 10|Giot

Trong trang tinh bai 2, thure hi¢n cdc yéu cdu sau:
1/ B cao dong 3 la 40.
2/ Dinh dang dir liéu nhu hinh trén trang tinh bai 2.
3/ Ap dung kiéu 6 (Cell Styles) 12 Heading 3 cho khdi tiéu dé cot A5:F5.
4/ Thay d6i dinh dang cho kiéu 6 (Cell Styles) Heading 3 c6 ¢& chir 1 10, mau tim, nén mau
vang
5/ Chon & B15 (d4 dugc dinh dang), dit tén kiéu 6 méi theo vi tri nay 13 KieuOmoi.
6/ Ap dung kiéu 6 (Cell Styles) KieuOmoi cho khéi 6 F16:G18.
7/ Pinh dang khdi G16:G18 theo dang Accounting c6 1 sb 1¢ thap phan.
8/ Luu tap tin
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; PHIEU GIAO NHAN

4

6 |xB Xa béng LifeBoy | 4,200 VND 3

7 Is 5|Tralai 4,350 VND 1 17,400 VND

8 |T 16|Sap Knor 1,000 VND 3 13,000 VND

9 |xB 12|Xa béng LifeBoy | 4,200 VND 3 37,800 VND

10 |s 8| Tratai 4,350 VND 1 30,450 VND

11 |T 1{Sup Knor 1,000 VND 0 1,000 VND

12 Téng cong:|| 166,850 VND

13

14 SAN PHAM THONG KE TONG

15 Mi SP Tén SP Pon gii THANH TIEN

16 XB Xa bong LifeBoy 4200 XB 105000
17 S Tra lai 4350 S 47850
18 T Sup Knor 1000 T 14000

II/ Tao va thiét ké lai bang tinh
Trong trang tinh bai 2, thwe hi¢n cdc yéu cau sau:

9/ Thuc hién sao chép dinh dang cia 6 H1 cho vung 6 ThongKe.

10/ Tao bang cho ving 0 A5:F11 v6i dang bang (Format as Table) kiéu Table Style Medium 3
c6 thiét 1ap dong tiéu dé bang.

11/ Bo chirc nang td mau cach dong tw dong trong bang. Sir dung cong cu cia Excel dé g bo
tat ca nhitng ban ghi cé gié tri MA SP trung nhau.

12/ Khéng g& bo cac ban ghi khac.

13/ An céc ky hiéu loc dit liéu (ky hiéu tam giac) trén dong tiéu dé bang.

14/ An dong tiéu dé cua bang.

15/ Str dung ky thuat chen thém mot dong méi vao bang sao cho dong nay tw dong tinh tong thanh
tién

16/ Thém Alt Text cho bang véi Title 12 "Phiéu” va Description Ia "Phiéu giao nhan".

17/ Hién thi lai dong tiéu dé cua bang.

18/ Di chuyén dén viing 6 TongCong va x6a ndi dung ving 6 nay.

19/ Luu tép tin.

111/ Bai tap rén luyén:
Trong trang tinh bai 3, thwe hién cdc yéu cdu sau:
1/ Pinh dang dong 4 c6 d¢ cao la 30.
2/ Tron va canh gitra cho vung 6 A4:J4, dinh dang c¢& chir 20, in dam.

3./ Hién thi ndi dung cac 6 trong khdi 6 A6:J6 trén 2 dong, canh giita dit liéu ca chiéu cao va
chiéu ngang in dam.

4/ Pinh dang khdi 6 A6:C6 xudng dong gidng nhu hinh trén trang tinh bai 3.
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5/ Binh dang khéi 6 A6:J10 thanh dang bang kiéu tlly y. Sau do, chén thém mét dong mdi vao
bang sao cho dong nay ty dong tinh tong so liéu trong bang.

6/ Dinh dang khéi 6 A14:B15 va khdi 6 G14:H14 theo kié¢u 6 Good.
7/ Chinh stra kiéu 6 Good sao cho nén 6 sir dung kiéu Vertical Gradient.

8/ Luu tép tin.

MA SO
NGANH

6 UU TIEN

7 1LéVanBinh Al 17 AU |
8 2 Tran Thi Co B3 Ly 4.0 70 15 1 16 ROT |
9 3 Ly Thi Loan Cc2 Héa 70 60 20 15 215  PAU |

4 Tran Hoang Thai C4 Héa 6.0 65 185 0 185 bAU |

12 PIEM UU TIEN
NGANH| Ma nganh A B C \’ﬁ Diém
13 ' HOC wu tien
14 Tén nganh Tin hoc Ly Héa

Trong trang tinh bai 4, thure hi¢n cdc yéu cdu sau:

1/ Binh dang Bang Pon Gia Phong sao cho cac dong duoc td mau xen k&. Sur dung k¥ thuét tu
dong cac dong thém méi tu cap nhat dinh dang.

2/ B6 ché do t6 mau xen ké cho cac dong va dinh dang t6 mau xen kécho cac cot ciia Bang
Pon G

3/ Chuyén d6i Bang Pon Gia Phong vé dang khdi 6, giit nguyén cac dinh dang khéc.
4/ Pinh dang khéi 6 C4:F4 giéng nhu hinh bén phai véi d6 cao dong la 30.

5/ Dinh dang khdi 6 C5:F8 ké khung gidng nhu hinh trén trang tinh bai 4.

6/ Luu tap tin.

BANG DON GIA PHONG
: Loai phong A B C
Lau
L1 40 33 30
L2 30 25 20
L3 20 15 10

Trong trang tinh bai 5, thuc hién cdc yéu cau sau:
1/ Bé céc dong c6 chira dit liéu tring nhau (xét trén tat ca cac cot).

2/ Luu tap tin.
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BAI TAP 03:
CAC THAO TAC VOI BANG TiNH
I. Nhéap dit liéu (Luu lai bai) ‘
Trong trang tinh Nhdp, thuc hién cdc yéu cau sau:
1/ Nhap dit liéu va dinh dang nhu hinh bén phai bat dau tir 6 Al.
2/ Pinh dang co6t Ngay ban c6 do rong 15, va kiém tra xem c6 nhap ding kiéu ngay khong.
3/ Cheén dir liéu tir tap tin bt3.csv vao trang tinh bét dau tir 6 A5 voi ky tu phan cach 1a ddu phay

" s
b

4/ Luu tap tin.

A B & D
BAO CAO BAN HANG
MA | PON | NGAY SO
2 MH GIA BAN LL‘()’.\'G
3 |[HD1 49| 10/05/14 150
4 FDI1 2.5] 22/05/14 20

Il. Sao chép
Trong trang tinh Sao chép, thire hién cdc yéu cau sau:

1- Sao chép khdi C5:H9 sang cac khéi sau:
a/ J5:009: sao chép binh thuong.
b/ J11:015: sao chép chi cong thirc.
¢/ Q11:U16: sao chép chuyén vi (chuyén dong thanh ¢t va nguoc lai).

2- Sur dung sao chép dac bigt dé thuc hién:
a/ Cap nhat gia tri cot Pon gi4 ting 1 bang cach cong gia tri 6 F12 vao timg 0 trong
khbi F14:F16

b/ Céap nhat gia tri cot Pon gia giam bang c4ch trir gid tri timg 6 trong khdi

G14:G16 cho gia tri ctia 6 G12

3- Luu tap tin.

PHIEU GIAO NHAN

I1l. Chen va x6a

Trong trang tinh Chén va x06a, thuec hién cdc yéu cau sau:

_ TEN ] KHUYEN THANH
IA S TON ' GL - .

MA SP| LUONG = DPON GIA MAT e

XB 19/Xa bong 4,200 VND 3 67,200

S 50|Tra lai 4350 VND 5 195,750

T 20|Stp Knor 1,000 VND 4 16,000

T 1/S1ip Knor 1,000 VNP 0 1,000
Téng cong: 279,950

SAN PHAM 100 50

Ma SP| TénSP Don gia | Dom gia ting 1 | Don gia giam

XB Xa bong 4200 4200 4200

S Tra lai 4350 4350 4350

T Stip Knor 1000 1000 1000
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1/ Xéa cung luc 2 ¢ot J va K.

2/ Trong bang PHIEU GIAO NHAN 1 di chuyén c6t SO LUGNG ra phia sau cot DON GIA
nhu hinh.

3/ Pinh dang dang bang cho cac khdi 6 D12:E15, J11:021, c6 thiét 1ap tiéu dé cho bang.

4/ Chén thém khéi 6 bén trai khéi 6 J11:321.

5/ Tai 6 J11 dién chudi STT, c4c 6 trong khdi J12:J21 dién cac s thir tu tir 1,2,3....

6/ Chen thém 1 cot trudc cot J sao cho ¢ot maéi chén co dinh dang twong tu cot bén phai cua
no.

7/ Sao chép cot Tén SP (khéi 6 D5:D9) trong bang PHIEU GIAO NHAN 1 sang phia trudc
¢t San xuat (E25:E29) trong BANG GIA nhu hinh.

8/ Luu tap tin.

C D E F G B ¢ D E F G H
16 BANG GIA 2 PHIEU GIAO NHAN 1
17 Quan ly s
18 PX1 |Xabong 180 185 s |XB__|Xabong 3
19 PX2  |Tra lai 110] 120 7 ? g? '?(i }’SSE gg i 1?2;33{”
- 8 tp Knor
20 PX3 |SipKnor 150] 150 s [T |SupKnor 1000 1 o 1000]
21 PX4 Sup Knor 200 215 10 Téng cong: 279950 |

IV. Pién tr dong
Trong trang tinh Bién tw dpng, thuc hién CAC yéu cdu sau:
1/ Ty dong dién di¥ liéu cho khdi G2:N26, tlly chon dién sao cho ndi dung va dinh dang
giong cac cOt dit liu trén HINH 3
2/ Tao diy tly chinh ty dong dién cho cac thir trong tuan cia tiéng Viét: tir Thir hai dén Chu
nhat.
3/ Sir dung day tuFu chinh ty dong dién ctia ciu 2, dién dir liéu cho khdi 6 02:026 nhu
HINH 4.

4/ Luu tap tin.

i HINH 4

G H [ J K L M HINI'P!‘ : =
1 Cf;ns: C::;f Ddy ngay 1 Ddy ngdy 2 |Ddy ngay 3|Ddy ngay 4 0% (::htieng D(é:;::?i d an t\l;.ﬂ:‘
2 1 1 2/25/2015 2/25/2015| 2/26/2015| 2/27/2015|Monday Al ﬁgl—'?—
3 3 2 2/25/2015 3/25/2015| 2/27/2015 Tuesday A2 Thabe
4 5 4 2/25/2015 4/25/2015| 3/2/2015 Wednesday  |A3 Trhe to
5 7 8 2/25/2015 5/25/2015| 3/3/2015 Thursday A4 Ther nam
6 9 16 2/25/2015 6/25/2015| 3/4/2015 Friday AS Trher sau
7 11 32 2/25/2015 7/25/2015| 3/5/2015 Saturday A6 Trher bay
8 13 64 2/25/2015 8/25/2015| 3/6/2015 Sunday A7 Tcha Nhat
9 15 128 2/25/2015 9/25/2015| 3/9/2015 Monday A8 m—
10 17 256 2/25/2015| 10/25/2015| 3/10/2015 Tuesday A9 Ther ba

V. Tim va thay thé

Trong trang tinh Tim va thay thé , thuee hién cdc yéu cau sau:
1/ Tim ky tu "X" trong khéi 6 D4:D33.
2/ Tim tir "may" trong khdi 6 14:133.
3/ Trong c6t THANH TIEN, tim va thay thé 60000 thanh 70000.
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4/ Trong co6t NOI PAT HANG, tim va thay thé TP thanh Thanh phd.
5/ Luu tap tin.

A A B L € | D ] E | F G ] H ] ! ] ] k| L ] M
: PHIEU GIAO NHAN
2

orp | SOHOA | o o] TEN | NGAYDAT |NGAY GIAO [MANGIDAT| NOIDAT | PHUONGPHAP | SO [DON | KHUYEN | ..o

3 DON S HANG HANG HANG | HANG | VANCHUVEN |LUGNG | GIA [ MAI
4 XB Xa bing 11/012016]  16/012016 A Trong TP Xe miy 4] 4200 0 16800
5 BN | Botngot | 18012016 23012016] € Tioh MN Xe tii 36| 2500 5 77500
6 C Caphé 18/012016] 3010122016 B Ngoai TP Xe ban tii 39] 3000 3 102000
7 XB_ | Xibong | 25012016 03022016] A Trong TP Xe miy 25| 4200 5 84000
8 BN Bat ngot 26/01/2016] 05022016 B Ngodi TP Xe bdn ti 11} 2500 2 22500
3 T Tri 30012016] 07022016] € Tioh MN Xe ti 30/ 1000 5 25000
10 C Caphé 03/0272016|  09/02/2016 A Trong TP Xe may 43| 3000 3 114000
u s SipKaor | 07022016 11022016] A Trong TP Xe miy 34| 4330 5 126150
12 G Gao 09/022016] 131022016 D Tinh MB Xe lia 18] 1600 3 24000
1 T Tr i 15022016 _15022016] € Tioh MN Xe tii 4] 1000 0 4000
1 G Gao 18/022016 __26022016] B i Xe ban ti 1
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BAI TAP 04:
HAM THONG DUNG - HAM XU LY CHUOI

Trong trang tinh Bai4.1, thie hién cdc yéu cdu sau:

A B C D E F G H

1 BANG KE DOANH THU TRONG NAM 2016

2 % Tang gia: 10%

Phi chuyén ché 1500

i MA SO ; Q é < THAlNH th(jc ~ |DOANH

Al T HANG |LUQNG| i » [T O| TIEN | CHUYENCHG | THU

5 Al 100 400

6 A2 50 150

7 A3 58 120

8 B1 79 850

9 B2 92 200

10 B3 220 250

1 B4 199 600

12 TONG CONG

1/ Pién s tht tu cho ¢ot STT (st dung mbe dién-Fill handle).
2/ Binh dang bang cho khéi G3:H10 theo kiéu Table Style Light 7, c6 thiét 1ap dong tiéu dé bang .
3/ Tang gia = Gia mua * % tang gia.

4/ Thanh tién = S6 luong * (Gia mua + Tang gia).
5/ Cudc chuyén chd = S6 lugng * Phi chuyén cho
6/ Doanh thu = Thanh tién + Cudc chuyén chd.

7/ Tinh s6 6 chi chira s6 trong khoi B4:D11.

8/ Tinh s 6 khong rdng trong khdi B4:D11.

9/ Tinh s6 6 rong trong kh6i B4:D11.

10/ Tinh s6 6 chi chira chudi trong khéi B4:D11.
11/ Luu tap tin.

Trong trang tinh Bai4.2, thire hién cdc yéu cdu sau:

A B [&] D E F G H

1 BANG KE LGOI NHUAN TRONG NAM 2015

2 |STT MA HANG THANG 1 | THANG 2 | THANG 3 | THANG 4 | THANG 5 | THANG 6
3 Al -790 -550 20 50 70 -370
4 A2 -290 -620 120 -700 520 520
5 A3 -920 -850 -890 -10 430 -940
6 Bl -630 -550 820 550 530 -280
7 B2 230 60 840 -590 740 540
8 B3 -760 -560 540 200 -40 -710
9 B4 350 -760 -390 -550 690 520
10

11

12 BANG THONG KE NAM 2015

13 THANG 1 THANG 2 THANG 3 THANG 4 THANG 5 THANG 6
14 Gis tri 16 1ém nhat:

15 Gia tri ldi lom nhat:

16 Gi4 tri lgi nhufin trung binh:

1/ Tinh Gia tri 18 16m nhAt, gia tri 1di 16n nhit, gia tri loi nhun trung binh Thang 1 trong nim
2015

2/ Sao chép cong thirc sao cho lgi nhuan ctia cac thang con lai ing voi tirng gia tri.

3/ Luu tap tin.

Trong trang tinh Bai4.3, thuc hién cdc yéu cau sau:
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A = @ D E F G
1 BANG KE CHI TIET PAILY BUU PIEN TRONG NGAY
; NGAY | BATPAU |KET THUC| SO GIG |SOPHUT TINH THANH TIEN
3 13/10| 13:00:55 13:02:56 BDG
1 17/10| 20:17:50 20:19:01 DTP
5 18/10|  8:15:20 8:28:10 BDG
5 19/10| 14:18:17 14:20:26 AGG
7
3 BANG THONG KE PON GIA 1100 VND
El Thanh tién
0 AG
1] BD |
2 DT

1/ SO GIO =KET THUC - BAT PAU.
2/ SO PHUT = GIO * 60 + PHUT + GIAY/60, véi GIO, PHUT, GIAY la c4c gi4 tr gio,

phut, giay

& 6 SO GIO tuwong tng. Dinh dang vai 2 s6 1&.

3/ PON GIA: Can ctr vao TINH, tra ciru trong bang DPON GIA.
4/ THANH TIEN = SO PHUT * DON GIA.
5/ Théng ké sd cudc goi nhe BANG THONG KE trén.
6/ Trang tri cho bang tinh va luu lai

Trong trang tinh Bai4.4 , thuc hién cdc yéu cau sau:

A B c _ b E E G H
1 BANG TINH TIEN THUE XE
2 Tén Khich | Ngay Thué | Ngay Tri | S6 Ngay Thué [ S6 Tuan | S6 Ngay Lé | Phai Tra
3 Nguyén | 1/20/2004 | 1/30/2004
4 Lé 1/1/2004 | 1/17/2004
5 Giao 3/20/2004 | 4/28/2004
5 Vy 10/5/2004 | 10/26/2004
7 Tong Céng
3 E:x €| Tuan 650000
) RO B[  Ngy 100000

1/ Tinh S6 Ngay Thué Xe = Ngay Tra - Ngay Thué.
2/ Hay quy d6i S6 Ngay Thué thanh S Tuan va S6 Ngay L&

Vi dy : Néu Sé Ngay Thué la 10 ngdy thi quy doi thanh I tuan va 3 ngady lé
3/ Tinh gi4 tri cho cot Phai Tra biét rang

Phai Tra = S6 Tuan X Pon Gia Tuan + S Ngay x Pon Gia Ngay

va mdi khach hang duoc giam 5% sd tién Phai Tra.
4] Tinh Tong Cong cho cac cot S6 Ngay Thué, S6 Tuan, S6 Ngay Lé va Phai Tra
5/ Binh dang va ké khung cho bang tinh

Trong trang tinh Bai4.5, thuc hién cdc yéu cdu sau:
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17 KET QUA TUYEN SINH NAM 2020

Ho Tén Tosn Ly Hoa Két qua Xép hang

9 C203 Ly van Manh 2 6 3
20 |A208 Lam nguyén |Son 4 3 5
1 A205  |Nguyén minh|Tung 5 4 4
12 |A101 Lé thanh Trung 5 8 7
13 B102 Kiéu my Nga 6 5 5
4 D107 Lé thi Hoa 8 6 5
15 D204 Pham hoang |Uyén 9 9 7
%6 C106 Trananh  |Hing 10 8 8

1/ Chén trudce cot Toan cot Ho va Tén

2/ Dung ham cong chudi ndi cot Ho va cot Tén dong thoi chuyén ddi thanh chit in HOA sau d6
x0a cdt Ho va cot Tén

3/ Két qua = trung binh cong 3 cot Toan Ly Hoéa , 1am tron 1dy 1 s6 1é

4/ Dung ham xép hang dé xép hang theo Két qua

5/ Sap xép theo Xép hang

A B C D E F G H

MA SO PON [KYTU|2KYTU |[KY TU| 2KYTU3 | NOIKYTU
1 HANG | LUONG | GIA | PAU | CUOI |THU2 VA 4 PAU VA CUOI
2 AS0123 100 400
3 AL1342 50 150
4 AS2043 58 120
5 BS2341 79| 850
6 BL0122 92| 200
7 BL1233 220 250
8 CS1234 199| 600

a/ Str dung ham xu ly chudi 1a dé léy ky tu dau cua cot MA HANG dién vao cot KY TU DAU.

b/ St dung ham xtr Iy chudi 1a dé léy 2 ky tu cudi cua cot MA HANG dién vao cot HAIKY TU
CUOL

¢/ Str dung ham xt 1y chudi 1a dé Iy ky tu thir 2 cua cot MA HANG dién vao cot KY TU THU 2.

d/ St dung ham xir Iy chudi 1a dé 1y ky tu thir 3 va thir 4 ciia ot MA HANG dién vao cot 2 KY
TU 3 VA 4.

e/ Str dung ham xu Iy chu(x)iklé dé ghép ndi ky tu dau va ky tu cudi ciia cot MA HANG dién vao cot

NOIKY TU PAU VA CUOL

f/ Luu tap tin.
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BAI TAP 05:
HAM LUAN LY - HAM THONG KE

Trong trang tinh Bai5.1, thuc hién cdc yéu cau sau:

A B ® D E F G
1 BANG KE DOANH THU TRONG NAM 2016
2 Ti gia USD: 21000
L=
2 — e sO PON TRI DOANH THU 2016
il 1 & g | Lvone GIA GIA (VND)
5 1A 100
6 2|A 50
7 3lA 58
8 4B 79
9 5B 92
10 6B 220
1 7lA 199
12
13 Bing Théng ké
Ma 2 ... Téng sb
Téng tr]
14 hang CuBtER | rong
15 A
16 B
17
18 | Téng tri gid cac mat hang cé sb lirgng trén 100‘ ‘

1/ Thiét 1ap sao cho khdng hién thi bo loc ¢ dong tiéu dé cua bang (Filter Button).
2/ Tinh c6t Tén hang sao cho:

Néu M hang la "A" thi Tén hang I1a "Tra", nguoc lai thi Tén hang 1a "Sita”

3/ Tinh cot Pon gia sao cho:

Néu M4 hang la "A" thi Bon gi4 12 2, nguoc lai thi Pon gié 12 4.

4/ Tri gia = Sb lugng * Pon gié.

Nhung néu Sé luong 16n hon 100 va M4 hang 1a "A" thi giam 10% Tri gia

5/ Duya vao 6 ti gia USD (6 G2) dé tinh DOANH THU 2016 (VND).

6/ Hoan chinh sé liéu trén bang thong ke.

7/ Tao Alt Text cho bang ké doanh thu véi tiéu dé 1a: "Bang béo céo doanh thu"
8/ Tong tri gia cac mat hang c6 sb lugng trén 100

9/ Luu tap tin.

Trong trang tinh Bai5.2, thiec hién cdc yéu cau sau:
1/ Thiét 1ap sao cho khong hién thi bo loc & dong tiéu dé cua bang (Filter Button).
2/ TEN MON: Néu ky tu d¢au cua MA SO MON THI Ia "A" thi TEN MON la "WORD",
nguoc lai la "EXCEL".
3/ PIEM THEM: Néu ky tu cudi cia MA SO MON THI 1a "1" thi BIEM THEM la 1,
nguoc lai 1a 0.
4/ TONG CONG = DPIEM + BIEM THEM.
5/ KET QUA: Néu TONG CONG > 5 thi ghi "Qua mén", nguoc lai ghi "Khong".
6/ Thém 1 cot phia truéc cot HO VA TEN va dit tén cot moi thém nay 1a HO TEN PUNG
7/ Pién thong tin cho cot HO TEN BUNG bang cach ding ham dbi théng tin trong cot HO
TEN sao cho ki tu ¢au ciia mdi tir in hoa, cac ki tu con lai cia mdi tir in thuong.
8/ Bo b6t cac dong dix liéu bi tring Ho va tén trong khéi 6 A3:112.
9/ Chuyén d6i bang vé dang khéi 6 va giir nguyén cac dinh dang khéc.
10/ Hoan chinh s6 liéu trén céc bang théng ké.
11/ Xéc dinh sb thi sinh c6 diém tir 5 tro 1én.
12/ Luu tap tin.
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A B8 © D E F G H [ J
1 BANG KET QUA THI

=

SO . . |MASOMON TEN . PIEM | TONG KET

, 1T HO VATEN THI MON PIEM | rhim CONG QUA

4 1|1é vén binh Al 7.0

5 2|trén thi bich tuyén |Al 5.5

6 3|1y cém nhi B2 75

7 4|trdn hoang thai  |A2 6.0

8 S|nguyén thiinga  [B1 6.5

9 6|trrong ngoc lan  |B2 3.5

10 7|ly cam nhi B2 7.5

11 8| luu thiy nhi Al 8.0

12 9|trAn thi bich tuyén |Al 5.5

13

14 BANG THONG KE

L e Piém Tong con PIEM | S6 thi KET | . .. .

. TENMON | S thi sinh rung b?nh g THEM | s QUi | S8 thi sinh
16 WORD 1 Qua moén
17 EXCEL 0 Khéng
18
19 Sb thi sinh c6 diém tir 5 tré 1én:

Trong trang tinh Bai5.3, thuc hién cdc yéu cau sau:

A B v D E F G H I J

| CTY TNHH PAI THAI BINH DUONG

3 Thang: ?27?
i @ T CHUC LI‘(JS:G NGAY IZI:; Lrong| TAM CON

: : VU - |cONG| cHUC : UNG LAI

T : BAN : ;

3 VU

b | 1 |TrinThi  [Yén [NV 1000 24

3 | 2 [Nguyén Thanh |BV 1000 30

5 | 3 [Doan An |TP 3000 25

' 4 |Lé Thanh |GD 5000 28

3| 5 |Hb Kim |PGD 4000 26

) | 6 |Trén Thé |TP 2000 29

0 7 [Nguyén Van [Som  |KT 1000 30

1] 8 |Lé Nam |TP 3000 30

2| 9 |Hb Tén Tai [NV 1000 26

3 TONG CONG:

4 TRUNG BiNH:

5 CAO NHAT:

5 THAP NHAT:

1/ Panh s tht tw cho cot STT .
2/ Phu c?ip chtrc vu dugc tinh dya vao chuc vu: (Str dung ham IF)
+ GDb: 500
+ PGD: 400
+ TP: 300
+ KT: 250
+ Céc truong hop khac: 100.
3/ Luong = Luong can ban * Ngay cong.
4/ Tam rng dugc tinh nhu sau:
- Néu (Phu cip chirc vu + Luong)*2/3 < 25000 thi Tam tmg = (Phu cép chirc vu + Luong)*2/3
Nguoc lai:
Tam tng = 25000 (Lam tron dén hang ngan, st dung ham ROUND)
5/ Con lai = Phu cap chtc vy + Luong - Tam Gng.
6/ Thang: Dung ham l4y ra thang hién hanh.
7/ Luu bai tap
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Trong trang tinh Bai5.4, thuc hién cdc yéu cau sau:

BANG TINH TIEN KHACH SAN
I'én KH | Qudc tich P::):g Ngay dén | Ngay di ngi'i& p{f:g Giam gia | Téng thu | Ghi chii

m Korea LIA-F1 | 01/09/2016] 01/09/2016
{am Korea L1B-F2 | 10/09/2016 15/09/2016
Tung Viét Nam |L1C-F1 | 02/09/2016] 05/09/2016
Ainh Viét Nam  |L2A-F2 | 12/09/2016| 20/09/2016
Ning Viét Nam |L2B-F2 | 21/09/2016| 30/09/2016
Javid  [Phap L1A-F1 | 11/09/2016] 15/09/2016

on My L2C-F2 | 01/09/72016] 06/09/2016
BANG THONG KE THEO MA PHONG BANG THONG KE THEO QUOC TICH
MiPhong| " | Téng thu S0 Quéctich | S0 | Trune binh Trung bink
ngay & ngudi nguoi | tong thu | so ngay &
Ll Korea
L2 Viét Nam
Phap
My

1/ S6 ngay & = Ngay di - Ngay dén, nhung néu Ngay di = Ngay dén thi S6 ngay ¢ 1a 1

2/ Tién phong = S6 ngay ¢ * Pon gi4 phong.

Vi Pon gia phong dugc tinh 1a: Néu 2 ky tu dau caa M4 phong 1a "L1" thi Bon gia phong la
300000, nguoc lai 1a 200000.

3/ Giam gia duoc tinh nhu sau: Néu Ngay dén truée ngay 2/9/2016 va ky tu thir 3 caa M4
phong 1a A thi giam 10% Tién phong

4/ Téng thu = Tién phong - Giam gia.

5/ Ghi cha hién thi chudi "C6" néu S6 ngay & I6n hon 5, ngugc lai hién thi chudi "Khéng”
6/ Hoan chinh sé liéu trén cac bang thong ke.

7/ Luu tap tin.

Trong trang tinh Bai5.5, thuec hién cdc yéu cau sau:

A B . ¢ | D E F G __H I
1 BANG KE TIEN CHO THUE MAY VI TINH
2 MA | HINHTHUC | NHAN | TRA |THOI GIAN THUE i TIEN TIEN PHAI
3| sO THUE MAY | MAY | GIG | PHUT GIAM TRA
4 01T 9:00 10:30
5 021 9:05 10:00
5 03M 14:00 | 14:15
7 06T 15:30 | 18:00
8 091 19:00 | 20:30
9 021 10:30 | 15:30
0 011 18:10 | 20:15
1/05M 17:00 | 17:15
2 |08T 9:00 11:00
3 BANG 1 BANG THONG KE
4 MA THUE I T STT My | Doanh thu S 1an thué trong ngay
5 Don gid/l gié 4000| 3000 01
6 Pon gia/l phiat 100 50 02
7 03
Mo ta:

-2 ky tu da‘}u cta Ma s,(A) cho bi,ét STT May.
- Ky tu cudi cia Ma s6 cho biét Hinh thure thué may 1a Thyc hanh (T), Internet (I) hay Check Mail
(M).

Yéu cau:
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1/ Hinh thirc thué: dwa vao ky tu cudi cia Ma sb dé dién gia tri thich hop.
2/ Gid = Tra may - Nhan may. Luu y: Chi 14y phan gio.

Vd: Nhan may lac 9:00, tra may luc 10:30 --> Gid (Thoi gian thué) s€ 1a 1.
3/ Phit = Tra may - Nhan may. Luu y: Chi ldy phan phut.

Vd: Nhan may lac 9:00, trd may luc 10:30 --> Phut (Thoi gian thué) sé& 1a 30.
4/ Tién thud:

+Néu hinh thttc thué 1a Check Mail thi tién thué 1a = 3500,

nguoc lai thi Tién thué = Gio * Pon gia/1 gio + Phit * Don gia/1 pht.
Véi: Pon gia/1 gio: dwa vao hinh thirc thué, tra trong BANG 1 dé 14y Pon gia theo gio twong tmg.
Pon gi4/1 phit: dwa vao hinh thirc thué, tra trong BANG 1 dé 14y Pon gia theo phit twong

ung.
5/ Tién giam: néu thué nhiéu hon 2 gio thi Tién giam = 20% cta Tién thué, con nguoc lai thi
khong giam.
6/ Tién phai tra = Tién thué - Tién giam.
7/ Théng ké nhw BANG THONG KE trén.
8/ Trang tri nhu bang tinh trén va luu ban copy cua trang tinh nay vai tén file BaiTapThem.xlIsx
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HAM TiM KIEM
Trong trang tinh Bai6.1, thuc hién cdc yéu cau sau:
A B C D E F -6 H | J K
BANG THANH TOAN LUONG
STT [MANV| HOVATENNV | LCB 23:: THUGNG  CHUC VU P_BAN PCCY LUONG | THUC LANH
1 A [TrinBio Anh 500000 25 GD
2 B  [Nguyén Vin Ding 450000 24 PGP
3 A [Trin Minh Ting 250000 17 P
4 C  [Cao Viin Ngoc 350000 18 NV
N B |Ly Thi Trin 150000 13 PP
]
) BANG PHU CAP CHUC VU BANG TEN PHONG BAN
1 CHUC VU PCCV MA A B C
2 GD 50000 TEN PHONG BAN |KE HOACH| HANH CHANH | KE TOAN
3 PGP 40000
' TP 30000
5 PP 25000
3 NV 15000

1) Cot tién Thuong dugce tinh nhu sau:
- Néu Ngay cong < 15 thi Thuong: 5% LCB (Luong can ban)
- Néu Ngay cong tir 15 dén 20 ngay thi Thuong: 8% LCB.
- Néu Ngay cong >20 thi Thuong: 10% LCB
2) Cin ctr vao Ma NV va Bang tén phong ban, hiy dién tén phong ban cho cac nhan vién & cot
P_BAN
3) Can clr vao cot Chirc vu va Bang phu cap chuc vu, hy tinh tién Phu cap chac vu (PCCV) cho
cot PCCV
4) Cot Luong va Thuc lanh dugc tinh nhu sau:
LUONG = (LCB * NGAY CONG)/30 + PCCV (sau d6 lam tron dén hang ngan)
THUC LANH = LUONG + THUONG

Trong trang tinh Bai6.2, thuc hién cdc yéu cau sau:

A B C # E F G H
! BANG CHI PHI VAN CHUYEN
2 Ty gia USD: 15700
3 0 D RO 0 0 [EN P |
4 CtyA 1AN 2/3/2018]? 500(? ? ?
5 XNB 20X 3/15/2018|? 350/? ? ?
5 To hop C 2BX 5/25/2018|? 1000{? ? ?
7 DNIND 3BN 6/5/2018|? 1580(? ? ?
3 ICyE 1AX 9/30/2018|? 1900? ? ?
9 XNF 2CN 10/15/2018|? 7017 ? ?
0CyG 24X 12/5/2018|? 800|? ? ?
1
2| BANG PINH MUC VA GIA CUGC BANG THONG KE
3 LOAIHANG | BINHMIUC GIA CUGC MALOAI | THANH TIEN TRUNG BINH
4 A 200 3 A ?
5 B 400 2 C ?
6 C 600 1 D ?
7 D 800 0.5
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a/ binh dang dong 3 cd d6 cao la 30

b/ PINH MUC va GIA CUOC: dya vao ky ty thir 2 cia LOAT HANG va BANG PINH

MUC VA GIA CUOC
¢/ TIEN PHAT: dugc tinh nhu sau:

-Néu TRONG LUQNG > PINH MUC va thang van chuyén sau thang 9 thi
TIEN PHAT = (TRONG LUQNG - PINH MUC) * 20% * GIA CUOC
Nguoc lai: TIENPHAT = 0.
d/ THANH TIEN = (GIA CUGC + TIEN PHAT) * Ty gia USD
e/ Hoan chinh s6 liéu BANG THONG KE.
f/ Luu tap tin.

Trong trang tinh Bai6.3, thuc hién cdc yéu cau sau:

-0 WO NOO O E WN - O v

A

B

c

D

E

F

BAO CAO BAN HANG

THANH TIEN

TONG CONG

MAMH MATHANG DONGIA NGAYBAN

SOLUQONG  PHIi CHUYEN CHO

HDI |2 10/05/18 150[2
FDI 12/05/18] 20
MS1 15/07/18} 50
SDI 25/07/18) 20
DD1 05/10/18 45
HD2 05/12/18 65
MS2 16/02/19 70
DD2 03/03/19 60
* Mo ta: 2 ky tie dau ciia MA MH cho biét Ma hang, ky ti cuéi cia MA MH cho biét
BANG DON GIA BANG THONG KE 1 BANG THONG KE 2
MAHANG | MATHANG | DON GIA MAHANG  TONG SO LUONG
HD [Diacimg . HD ? HD ?
... [Plamem | 25 FD FD
MS  [Mouse 3 MS MS ?
SD  [SDRam 13 SD SD ?
DD  IDDRam 27 DD DD ?

a/ MAT HANG: Dya vao 2 ky tu dau cia MA MH, tra ctru @ BANG DON GIA.

b/ PON GIA: Dya vao 2 ky ty dau cia MA MH, tra ciru 6 BANG PON GIA.

¢/ PHI CHUYEN CHO: = 1% DON GIA d6i voi mit hang Loai 1 va 5% DON GIA dbi voi
mat hang Loai 2
d/ THANH TIEN = SO LUGNG * (PON GIA + PHi CHUYEN CHO).
e/ TONG CONG = THANH TIEN - TIEN GIAM

TIEN GIAM dugc tinh nhu sau: Néu THANH TIEN >=1000 va hang dugc béan trude ngay
1/1/2015 thi TIEN GIAM=1% THANH TIEN, nguoc lai TIEN GIAM bang 0
f/ Pinh dang thong tin trén c6t THANH TIEN va c6t TONG CQNG c6 dang Currency véi 1
s0 1é & phan thap phan
g/ Hoan chinh s6 liéu trén cic BANG THONG KE.
h/ Luu tap tin.
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Trong trang tinh Bai6.4, thuc hién cdc yéu cau sau:

A 8 c D E F G H

1 BANG TINH TIEN KHACH SAN

2 TENKH QUOC TICH MA PHONG |NGAY PEN| NGAY DI |SO NGAY G| TIEN PHONG

3 Kim Korea L1A-F1 9/1/2018  9/1/2018

4 Nam Korea L1B-F2 9/10/2018| 9/15/2018

5 Hing Viét Nam L1A-F1 9/2/2018  9/5/2018

6 Minh Viét Nam L2A-F2 9/11/2018]  9/20/2018

7 David  |Phap L3A-F1 9/21/2018] 9/30/2018

8 John My L2B-F2 9/11/2018] 9/15/2018

9

0 BANG DON GIA PHONG BANG THONG KE 1
Al PHONG A B

11 LAU

2 L1 40 35 L1

13| L2 30 25 L2

4] L3 20 15

15| BANG THONG KE 2

16 MG ti:

7]-2kyty dau ciia Ma phong cho biét phong d6 thude Lau may.

18 |- Ky tr thir 3 cia Ma phong cho biét Loai phong. B

Thuc hién cdac yéu cdu sau: )
a/ SO NGAY O =NGAY DI - NGAY BEN,
nhung néu NGAY PI=NGAY DEN thi SONGAY O =1
b/ TIEN PHONG = SO NGAY O * PON GIA PHONG.
Trong do:
PON GIA PHONG dya vao MA PHONG (LAU va LOAI PHONG) va tra trong
BANG PON GIA PHONG
¢/ Pinh dang c6t TIEN PHONG c6 dang Accounting véi 1 s6 1& & phan thap phan.
d/ Hoan chinh sé liéu trén cac BANG THONG KE.
e/ Luu tap tin.

Trong trang tinh Bai6.5, thuec hién cdc yéu cau sau:

A B c D E F G__H I J K L M
1 KET QUA TUYEN SINH NAM 2005
2
3 C203 Ly Manh 2l 6 3
4 A208 |Lam Son 4 3 5
5 A205 |Nguyén |Ting 51 4 4
6 Al01 |L& Trung 5| 8 7
7 B102  |Kidu Nga 6| 5 5
8 D107 |Lé Hoa 8 6 5
9 D204 |Pham  |Uyén D 7
10 C106  [Tran Hiing 100 8 8
1
12 Bang 1- BANG PIEM CHUAN Bing 2- BANG DIEM HOC BONG
Mi Nganh Diém Diém .
I3 | nganh thi chuan1 | chuin2 Manganh| A B ¢ D
14| A |Maytinh 19 20 PiémHB| 25| 23 21 19
5| B |Dientr 17 18
6] C [Cokhi 15 16 “
7| D |Héa 13 14
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Thuc hién cac yéu cdiu sau:

a.
b.

Sép xép bang tinh KET QUA TUYEN SINH theo thir tu Tén ting dan.
Chén vao trude cot Nganh thi cot: Ho va tén, thuc hién viéc cong chudi Ho va Tén ddi thanh
chit in HOA sau do6 xo6a c¢6t Ho va cot Tén
Lap cong thirc dién dir liéu cho cac cot Khu vure va Nganh thi trong g cho timg thi sinh.
Trong do
—  Khu vyc 1a ky ty thi 2 ctia M3 sb
— Nganh thi: dua vao ky tu dau cia M4 sé va Bang 1.
Tir ky tu déu ciia Ma s (M3 nganh), Khu vic va Bang 1, hiy dién dit liéu cho cot Piém
chuin
Trong d6, néu thi sinh thudc khu vuc 1 thi 1dy Diém chuanl1, nguoc lai iy Diém chuan2
Tinh Tong cdng 13 tong diém cua 3 mon.
Hay lap cong thire dién Két qua nhu sau
Néu thi sinh ¢ diém Téng cong >= Piém chuin ciia nganh minh du thi thi s& c6 két
qua 1a "Pau", nguoc lai la "Rot".
Thém cot Piém hoc bong 1ap cong thic tinh dwa vao ky ty ddu ciia Ma sé (M4 nganh) va Bang
2.
Thém cot Hoc bong va 1ap cong thirc dién vao d6 1a "C6" néu diém Tong cong cua thi sinh
>= Piém hoc bong, trudng hop nguoc lai dé trong.
Sép Xép lai danh sach Két qua tuyén sinh theo thir ty tang dan cua 3 ¢t diém: Toan, Ly, Hoa
Thong ké nhu bang trén
Pinh dang bang tinh va luu
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BAI TAP 07:
BIEU PO

1. Biéu dd:

Trong trang tinh bai 1, thwc hi¢n cac yéu cdu sau:
a/ Dua vao sb liéu trén Bang Théng ké, v& va dinh dang cac biéu dd theo dang cot
(Column) nhu cac hinh bén phai (Hinh 1, Hinh 2 va Hinh 3)
b/ Thay d6i biéu d6 dang cot sao cho THANH TIEN hién thi trén truc ngang thay cho
¢/ Dua vao bang Théng ké, v& va dinh dang c4c biéu do theo dang Pie nhur cac hinh
bén phai (Hinh 4, Hinh 5).
d/ Luu tap tin.

THANH TIEN BIEU PO THANH TIEN THANH TIEN
120000 120 18 e
- ) ,g 100
100000 % 100 . 90
80000 E - z f:
60000 60 £38 37 60
® THANH TIEN - 20
20000 & - io
0 1 as:1
XibinglifeBoy  Trala Stip Knor Hinh 1 ? -
Hinh 2 z ]
z Hinh 3
THANH TIEN 6
0 LUQNG
# Xabéng LifeBoy
aTrila X3 béng LifeBoy
F hiks
Hinh 4 Hinh 5

Trong trang tinh bai 2, thwc hién cdc yéu cdu sau:
a/ V& biéu d6 dang cot nhu Hinh 6 chi cho cot thanh tién cta cac mat hang Xa bong
LifeBoy va Sup Knor
b/ Thém s liéu vé s6 luong cua mat hang Xa bong LifeBoy va Stp Knor vao biéu
d6 “ THANH TIEN” Dit tén cot méi s& hién thi trong phan ghi chu 1a "SL".
¢/ Thay ddi kich thudc cua biéu d6 "THANH TIEN" sao cho bao phu c4c 6 tir K1 dén
010
d/ Mé rong biéu dd dang Line dé dir liéu bao gdom tat ca cac dong trong bang
e/ Di chuyén biéu d6 dang Line sang trang tinh mdi véi tén trang tinh 1a "Bieu do
Line”
f/ Thay d6i biéu ¢6 "THANH TIEN" dé ghi chd hién thi & phia trén (top) cta biéu do.
g/ Ap dung kiéu Style 3 cho biéu db pie.
h/ Thém tiéu dé "BAO CAO THANG 10" cho biéu d6 pie sao cho tiéu d& nam phia
trén biéu dd (above)
i/ Thém Alt Text véi tiéu dé 12 "BAO CAO VE SO LUQNG" cho biéu do
PIE.
j/ Di chuyén biéu do pie sang trang tinh bai 5.
k/ Luu tap tin.
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150000
100000
50000

2./ Sparklines:

THANH TIEN

I . m THANH TIEN

Hinh 6

Xa bong Sup
LifeBoy Knor

Trong trang tinh bai 3, thwc hién cdc yéu cau sau:
a/ Tao biéu d6 Sparkline dang cot trén cac 6 gidng nhu Hinh 7.

m Xa bong LifeBoy

b/ Tao biéu dd Sparkline dang dong trén cac 6 giéng nhu Hinh 8.

¢/ Thém Sparkline dang cot biéu dién dit liéu cua khéi 6 C9:H9 va dat
Sparkline tai 6 K4

d/ Luu tap tin.

- - o -+ Wi o
M| g g Z Z ; Z
STT
bang| 3 Z 2 E E =
4 = = = = = =
5 1)A1 50 190 50| -170] -120 200" nmn
[ 2|A2 -70) 70 70 60 130 100
7 3]A3 -200 -110 -20) -100] 180 -180
8 4[B1 150 -30| -80| 70| 100 -10
9 5|B2 170 -140 -100 20 190 70
10 6|B3 80 -20| 10 40| -160| -120|
1 7|B4 70 -80 20 130) -50) -70
12 8|C1 -80) 190| 30 60 60 -90
jE] 9|p1 120 -190 -120 -170) 30) -130
14 10B2 130 -200 -190) -130 40 0/ gun"=
15 11fc2 -190] 160 -30] -200] 90| 20

1- Trong trang tinh bai 4, thuc hién cdc yéu cdu sau:

a/ Tao biéu do Sparkline trén cac 6 giong nhu Hinh 9.

b/ Tao biéu @b Sparkline trén c4c 6 giong nhu Hinh 10.
¢/ Luu tap tin.

m Tra lai Sap Knor

C D ] E
= o -
= = =
= = =
L = =

50 (X% 190 50

-70] R 70| 70|

-200| | -110| —20|

150 ?—0—.9 -80|

170] -100|

=01 Hinh 8 =

70| = 20|

-80| 190 30|

120 -190] -120|

130 -200 -190|

-190] 160 -30|

-110| 20 90|

110 20 -50|

130 -20 -110|

110 -150 30|

50 30| -130|

-100| -40 150

-30| -80 10|

60| 120 10|

90| -80 40|

110 80| -120|

90| -30 -50|

180 -170 -130|

-170| -30] 60|

-180| -190| -10|

110 130 -110|

20| 100 100|

70| -100 100

A B c D E F ‘ H
8|4l 170, 30 60 4 30/ 10|
% 15 180 190 10 190) 30| 40|
3] 26c2 110 130 110 90| 50] 160
31l 2 100 100] 7| 60] 40
A 70 100 100] 180 60| 70

= L Ll §
_ m_ N _a_n

C

3./ Cac d6i twong minh hoa:

A | B D E | F G H I

1 BAI THUC HANH EXCEL 80 9.5
2 i . . . —— Hinh 10
3 BANG KE LQT NHUAN 6 THANG DAU NAM 2016

Tee| 2| F | £ | £ | | 2
4 = = = = = =
5 1)Al 50| 190 50) 170) 120 200 I | I
6 2|2 70] 70) 70) 60| 130 100| m= I |
7 3la3 200 110 20 100) 180 180 M I I
8 481 150] 3j ; 70| 1;] 10 I l I _
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Trong trang tinh bai 5, thwe hién cdc yéu ciu sau:

a/ Thyc hién chén 1 hinh tén ClipArt.png trong thu muc bai tap tuan 10 (vira giai nén) vao trang
tinh bai 2 va dat tai vi tri nhu Hinh 11.
b/ Tao Alt Text cho hinh vira chén véi tiéu dé (title) 1a "Hinh ClipArt" va mé ta (Description)

la “ Cong viéc”

¢/ Thuc hién chen 1 SmartArt vao trang tinh bai 5 va dinh dang nhu Hinh 12.

d/ Sao chép SmartArt trong cau ¢ thanh 1 SmartArt méi va thay d6i thanh dang nhu Hinh 13
e/ Thyc hién chén 1 hinh (Shape) vao trang tinh bai 2 va dinh dang nhu Hinh 14.

f/ Chén hinh e.jpg trong thu muc bai tap tuan 10 (vira giai nén) vao trang tinh bai 5 tai 6 A25
g/ Thay ddi kich thudc cua hinh vira chén sao cho c¢6 chiéu cao 1a 3" va chiéu rong 14 2.7”

h/ Luu tap tin.

—‘

E F G H

A B T D
; Hinh 11
, % BANGTHONG KE
_ THANH s0
4 Tén 5P TEN | LUGNG
5 i béng LifeBoy 103000 85000/
6 Tra lai 47850 15000
7 | Sip Knor 14000 60000
A B C D
| BAI THUC HANH EXCEL 80 9.2

2

3

e BANG THONG KE

_ THANH S0
4 TenSP TEN | LUGNG
5 Xa béng LifeBoy 103000 85000
6 Tra lai 47850 15000
7 Stp Knot 14000 60000

BANG THONG KE i 2016

Hinh 14

Trang 110



> Trieong THPT Nguyén Khuyén

BAI TAP 08:

SAP XEP - TRICH LQOC DU LIEU
Cau 1: Trong trang tinh Bai 8.1, thurc hi¢n Cac yéu cdu sau:

BANG TiNH TIEN KHACH SAN

Tén KH | Qube tich Pﬁig Ngay dén | Ngay di ngz‘; 5 pflf::g
Kim Korea LIA-F1 | 01/09/2006] 05/09/2006 4 160
Nam  Korea LIB-F2 | 10/09/2006] 15/09/2006 5 175
Hing  |ViétNam  |[LIC-F1 | 02/09/2006] 05/09/2006] 3 90
Minh  |ViétNam  [L2A-F2 | 12/09/2006] 20/09/2006 8 240
David  Phap LIA-F1 | 11/09/2006] 15/09/2006 4 160
John My L2A-F2 | 12/09/2006] 22/09/2006 10 300

a/ Loc nhiing dong théng tin cua khach hang quéc tich Korea hoic Phap. Sao chép két qua loc sang
Sheet KET QUA. B6 loc.

b/ Loc nhitng dong thdng tin cua khach hang cé qudc tich khéng phai Viét Nam va ngay dén 1a
ngay 11 va 12 thang 9. Sao chép két qua loc sang Sheet KET QUA. B loc.

¢/ Loc nhitng dong c6 t& mau vang trong cot Ngay di. Sao chép két qua loc sang Sheet KET QUA.
Bo loc.

d/ Loc nhiing dong khong td mau trong cot Ngay di. Sao chép két qua loc sang Sheet KET QUA.
Bo loc.

e/ Sap xép dit liu cia BANG TINH TIEN KHACH SAN tiing dan theo cét Quéc tich va giam dan
theo cot Tién phong. Sao chép dit liéu sip xép sang Sheet KET QUA.

f/ Binh dang c6 diéu kién véi kiéu t6 nén mau vang (Yellow) cho nhiing 6 Tién phong c6 gia tri
>200.

g/ Pinh dang c6 diéu kién vai kiéu hién thi icon Three Arrows (Colored) cho tt ca gié tri cua cot
S6 ngay &

h/ Binh dang c6 diéu kién theo mau Green Data Bar Gradient Fill cho tat ca gi tri caa cot Tién
phong.

i/ *Pinh dang c6 diéu kién véi kiéu mau chit 1a d6 (Red) cho nhiing 6 c6 Ma phong bét dau 1a L2.

j/ *T6 mau xanh (Blue) cho nhiing 6 trén cot Tén KH va Quac tich ma gia tri trén cot Tién phong
< 180.

k/ *Sap xép dir lieu cna BANG TINH TIEN KHACH SAN dua vao cot Quéc tich sao cho Viét
nam dng trudc tién, sau d6 dén My, ké dén 12 Phap va cudi cung la Korea. Sao chép dir liéu sap
xép sang Sheet KET QUA.

I/ Luu tap tin.
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Cau 2: Trong trang tinh Bai 8.2, thure hién cac yéu cau sau:

PHIEU GIAO NHAN

3
STT SOHOA | MA TEN NGJ\_Y DAT .\IGA)’ GIAO :yL‘\ NOT NOLDAT | PHUONG PHAP SO DON KHI‘}'EN THANH

5 DON SP SP HANG HANG DAT HANG HANG VAN CHUYEN | LUONG | GIA MAI TIEN

6 1001 XB X bong 11/01/2016)  16/01/2016 A Trong TP Xe méy 4] 4200 0 16800
7 2[002 BN | Botngot |  1801/2016]  23/01/2016 C Tinh MN | Xe tai 36] 2500 5 77500
8 31003 C Ca phé 18/01/2016)  30/01/2016 B Ngoai TP Xe ban tai 39| 3000 5 102000
9 4]004 XB Xa bong 25/01/2016)  03/02/2016 A Trong TP Xe méy 25| 4200 3 84000
10 51005 BN Bt ngot 26/01/2016)  05/02/2016 B Ngoai TP Xe ban tai 11] 2500 2 22500
1 6006 T | Tralai | 30012016]  07/02/2016 [§ Tinh MN | Xe tai 30| 1000 5 25000
12 7007 c Ca phé 03/02/2016)  09/02/2016 A Trong TP Xe mdy 43| 3000 5 114000
13 81008 S Siip Knor 07/02/2016)  11/02/2016 A Trong TP Xe méay 34] 4350 5 126150
14 21009 G Gao 09/02/2016]  13/02/2016 D Tinh MB Xe lita 18] 1600 3 24000

a/ Loc 5% sb dong co gié tri Thanh tién cao nhat. Sao chép két qua loc sang Sheet KETQUA 2. Bo
loc.

b/ Loc nhitng dong thdng tin ¢d S6 lweng 16n nhat 1a 20 va c6 Pon gia nho nhat 12 3000. Sao chép
két qua loc sang Sheet KETQUA 2. Bé loc.

¢/ Loc nhitng dong thong tin caa Tén SP cd chaa ky tu 6. Sao chép két qua loc sang Sheet KETQUA
2.Bo loc

d/ Loc nhiing dong thdng tin caa Noi dit hang c6 ky tu dau 1a T va cé S6 lweng > 30. Sao chép két
qua loc sang Sheet KETQUA 2. B¢ loc.

e/ Pinh dang c6 diéu kién véi kiéu t6 nén theo mau mic dinh cho nhiing 6 S6 lweng cé gia tri trong
khoang tir 30 dén 40

f/ Sap xép dir lieu cua bang PHIEU GIAO NHAN téng dan theo cot Tén SP va giam dan theo cot
Noi dit hang. Sao chép két qua loc sang Sheet KETQUA.

g/ Pinh dang c6 diéu kién véi mau chix 1a do (Red) cho nhitng 6 ma Phwong phép van chuyén co
ky tu cudi cing 1a i.

h/ Binh dang c6 diéu kién vai kiéu hién thi icon Three Arrows (Colored) cho tat ca gi4 tri cua cot
Thanh tién

i/ Dinh dang c6 diéu kién véi kiéu Green Data Bar Solid Fill cho tit ca gié tri cua cot Thanh tién.

j/ Pinh dang c6 diéu kién véi kiéu td mau xanh (Blue) cho nhitng & trén cot Thanh Tién co gia tri
trén trung binh (Above Average)

k/ Luu tap tin.
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Cau 3: Trong trang tinh Bai 8.3, thurc hi¢n Cac yéu cdu sau:

BANG KE LOI NHUAN 6 THANG PAU NAM 2016

L] o~ L] - v L -]

~ [¢] &) O o O o

Ma 7 z z z z 7

hang

1]A1 50 190 50 170 120 200
2|A2 7 7 7 60 130 100
3|A3 200 110 20 100 180 180
4|A4 150 30 80 70 100 10
5|B1 170 140 100 20 190 70
6|B2 80 20 10 40 160 120
71B3 70 80 20 130 50 70

a/ Ap dung kiéu dinh dang c6 diéu kién Below Average cho viing 6 (khéi 6) C5:H32 véi mau mic

dinh.

b/ Tai 6 K5, tinh Téng lei nhuan cua tat ca cac mat hang trong tat ca cac thang.

¢/ Thay dbi dinh dang cé diéu kién tai 6 K5 sao cho dinh dang t6 mau do cho & chi &p dung khi gia
tri >= 20000

d/ Luu tap tin.

Cau 4: Trong trang tinh PhieuGN, thire hién cac yéu cau sau:

PHIEU GIAO NHAN

¥ W

W~ ownm

9
10
11
12
13
14

STT SOHOA | MA TEN NGA‘Y DAT NG,:‘H‘{ GIAO| MA NOI NOIDAT | PHUONG PH:‘U) sO DON K.HU}{EN Tl—Li:Nl—I
PON SP SP HANG HANG PAT HANG HANG VAN CHUYEN | LUQNG | GIA MAT TIEN
1[001 XB Xa bong 11/01/2016]  16/01/2016 A Trong TP Xe may 4] 4200 0 16800
2[002 BN Bot ngot 18/01/2016]  23/01/2016 C Tinh MN Xe tai 36| 2500 s 77500
3[003 C Ca phé 18/01/2016]  30/01/2016 B Ngoii TP Xe ban tai 39| 3000 5 102000
4[o04 XB X2 bong 25/01/2016]  03/02/2016 A Trong TP Xe miy 25| 4200 5 84000
5[005 BN Bot ngot 26/01/2016]  05/02/2016 B Ngoai TP Xe ban tai 11| 2500 2 22500
6[006 T Tra lai 30/01/2016]  07/02/2016 c Tinh MN Xe tai 30| 1000 5 25000
7[007 C Ca phé 03/02/2016]  09/02/2016 A Trong TP Xe miy 43| 3000 5 114000
8[00s S Siip Knor 07/02/2016]  11/02/2016 A Trong TP Xe méy 34| 4350 5 126150
5[009 G Gao 09/02/2016|  13/02/2016 D Tinh MB Xe hia 18| 1600 3 24000

a/ St dung tinh néng tu tong hop sb liéu (Subtotal) dé hién thi tong THANH TIEN theo ting TEN
SP. Chup anh giao dién man hinh két qua dan vao trang tinh KETQUA 2.
b/ St dung tinh néng tu tdng hop s6 liéu (Subtotal) dé hién thi trung binh THANH TIEN theo tirng
NOT PAT HANG. Chyp anh giao dién man hinh két qua dan vao trang tinh KETQUA 2.
¢/ Luu tap tin.
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Trong trang tinh Bai9.1, thuc hién cdc yéu cau sau:

50 HOADON MA SP

)1
2
3
M
%
6
i

XB
BN

(o}

TEN SP

Xa bong
Bot ngot
Caphé
Xa bong
Bot ngot
Tra lai
Caohé

NGAY PAT NGAYGIAO MA NOI
DAT HANG

HANG
11/01/2016
18/01/2016
18/01/2016
250112016
26/01/2016
30/01/2016
03/02/2016

BAI TAP 09:
PINH DANG TRANG IN

I. Thao tac véi lwa chon Page Setup cho sé tinh - In trang tinh, s6 tinh:

PHIEU GIAO NHAN

HANG

16/01/2016
23/01/2016
300112016
03/02/2016
05/02/2016
07/02/2016
09/02/2016

A

> 0 W > o

NOIDAT
HANG
Trong TP
Tinh MN
Ngoai TP
Trong TP
Ngoai TP
Tinh MN
Trong TP

PHUONG PHAP
VAN CHUYEN

Xe mdy
Xe tai
Xe ban tai
Xe mdy
Xe ban tai
Xe tai
Xe mav

SO

LUQONG
4

36

39

25

11

30

43

DON GIA

4200
2500
3000
4200
2500
1000
3000

KHUYEN

MAI

THANHTIE]

168(
775C
1020(
840C
225
250(
1140(

a/ Thiét 1ap trang in sao cho dong tiéu dé ctia bang tinh (dong 4) duoc in lap lai & dau mdi trang
in. Bo thiét 1ap in 13p lai dong tiéu dé cua bang tinh.

b/ Thiét 1ap trang in sao cho chi 2 cot ddu ctia bang tinh dwoc in 13p lai trén mdi trang in. Bo thiét
1ap in 1ap lai 2 cOt dau cuia bang tinh.

¢/ Thiét 1ap trang in sao cho dong tiéu dé ctia bang tinh va ca 2 cot dau ciia bang tinh duoc in
lap lai trén mdi trang in. Bo thiét lap in lap lai cac dong va cot tiéu dé cua bang tinh.

d/ Ty chinh tdy chon in 4n (Print Settings) dé chi in khdi A4:E10 va c6 in cac 6 ludi va tiéu dé
trang tinh.Chup anh man hinh hién tai va dan hinh vira chup vao sheet KETQUA.

e/ Chén ngit trang trude dong 22. Sau d6 xem trang & ché do Page Break va dam bao cot A dén
E s& xuét hién ¢ trang dau tién. Tra vé ché 46 mic dinh (Reset All Page Breaks).

f/ Thiét lap céc tiy chon trang in bao gém:

—  Kich thudc 18 trang in dang Narrow.

— Huéng in: theo chiéu doc.

— Kich ¢ trang in (kho gidy): A4.

g/ Luu tap tin.

Trong trang tinh Bai9.2, thuc hién cdc yéu cau sau:

PHIEU GIAO NHAN
1foo1 XB Xabong 11/01/2016 16/01/2016 A Trong TP Xe miy 4] 4200 0] 168
2/002 BN Bt ngot 13012016 23012016 C Tinh MN Xetai 36| 2500 5] 775
3003 C Caphé 18/01/2016 30/00/2016 B Npoii TP Xe bdn tai 39) 3000 5| 10200
4]004 XB Xi bong 2310112016 03/0212016 A Trong TP Xe miy 25| 4200 5] 8400
51005 BN Bt ngot 26/01/2016 05/02/2016 B Npodi TP Xe bin tai 11| 2500 2| 28
6r006 T Tré lii 30012016 07/0212016 C Tinh MN Xetai 300 1000 5] 2500
7r007 C Ciphé 03/022016 09/02/2016 A Trong TP Xe miy 4313000 5] 11400
ErOOS § Sip Knor 07/0212016 11022016 A Trong TP Xe may 34| 4350 5] 1261¢
alno [e] Gan NN IMA 13/MNMA n Tinh MR Yalim 18 1400 3 4

a/ Thiét 1ap vang can in (print area) 1a khdi 6 A2:M52.
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b/ Thiét lap trang in sao cho chic chin rang ndi dung can in s& duoc in theo hudng trang in ngang
va in vira du trong 1 trang A4.

¢/ Luu tap tin.

Trong trang tinh Bai9.3, thire hién cdc yéu cdu sau:

PHIEU GIAO NHAN

NGAYDAT  NGAYGIAO MANOIDAT  NOIDAT  PHUONG PHAP KHUYEN  THANH

SOLUQONG DON GIA

HANG HANG HANG HANG VAN CHUYEN MAI N

XB Xa bong 11/01/2016 16/01/2016 A Trong TP Xe may 4 490 0 1630

2[00 BN Bt ngot 18/01/2016 23/01/2016 C Tioh MN Xetai 36| 2500 5 7750
3[003 C Caphé 18/01/2016 3000112016, B Neoi TP Xe ban tai 39 3000 5 10200
4004 XB Xa bong 25/01/2016 03/0212016 A Trong TP Xe may 2 4200 5 8400
5[00s BN Bat nggt 26/01/2016 05/02/2016, B Neoi TP Xe binti ul 2500 2 250
6006 T Tra lai 30/01/2016, 07/022016 [ Tinh MN Xetai 300 1000 5 2500
100 C Caphé 03/02/2016 09/02/2016 A Trong TP Xe miy 4| 3000 5 11400
s[00s S Siip Knor 07/02/2016 111022016 A Trong TP Xe may 4 4350 5 12615
9009 G Gao 09/022016 13022016 D Tich MB Xe in 181 1600 3 2400

a/ Thiét 1ap vang can in (print area) 1a khdi 6 A2:M52.

b/ Thiét lap trang in sao cho chac chin rang ndi dung trang tinh s& dugc in theo kich c& 55%
kich thuéc that

¢/ Luu tap tin.

Trong trang tinh Bai9.4, thiec hién cdc yéu cau sau:

BANG TINH TIEN KHACH SAN

Ten KH MAQG  Quac tich Mi Phong Ngay dén Negay di ngz‘:' a
1/A001  |Lam Gia Ai Ql Korea L1A-F1 08/02/2016 13/02/2016 6 24(
2/A002  [Tham My An Q2 Viét Nam L1A-F2 09/02/2016 29/02/2016 21 R4(
3/A003  [Mai Uyén Anh[Q3 Phap L1A-F3 09/02/2016 11/03/2016 32 128(
4/A004  NguyénThiThu  [Bich  [Q4 My L2A-F2 11/02/2016 26/02/2016 16 48(
5|A005 Ngnyén Ngoc Minh |Bich Qs Thai Lan L2A-F3 16/02/2016 23/03/2016 37 111¢
6/A006  |NguyénThi Yén  |Pat Q6 Lio L2A-F2 28/02/2016 15/03/2016 17 510
7/A007  |Trinh Nguyén Lién |[Dwong  [Q3 Phap L1B-F1 03/03/2016 07/03/2016 5 17:
8/A008  [PhamPoanNeoc |Duv |04 My L1B-F2 03/03/2016 10/03/2016 8 28¢

a/ Tao tiéu dé dau trang (Header) cho tat ca cac trang ngoai trir trang dau tién nhu sau: Ving
bén trdi nhap ngay thang hién tai, vlung & gitra nhip tén cua sb tinh va ving bén phai
nhap so thir tu trang. Sau do, thém chéan trang (Footer) hién thi tén trang tinh & ving bén
trai.

b/ Thiét 1ap viing Header 13 0.4 va ving Footer 12 0.5". ¢/ Luu tap tin.

Trong trang tinh Bai9.5, thiec hién cdc yéu cau sau:

BANG TINH TIEN KHACH SAN

S6 Tién

MA KH Ho KH Ten KH MAQG  Québc tich ‘ Ma Phong Ngay dén ‘ Ngay di ngay & phong
1]A001 Lam Gia Ai Q1 Korea L1A-F1 08/02/2016 13/02/2016 6 24C
2|A002 Tham My An Q2 Viét Nam L1A-F2 09/02/2016 29/02/2016 21 84(
3|A003 Mai Uyén Anh Q3 Phap L1A-F3 09/02/2016 11/03/2016 32 128(
4]A004 Nguyén Thi Thu Bich Q4 My L2A-F2 11/02/2016 26/02/2016 16 48(
5|A005 Nguyén Ngoc Minh |Bich Q5 Thai Lan L2A-F3 16/02/2016 23/03/2016 37 111¢
6|A006 Nguyén Thi Yén Dat Q6 Lao L2A-F2 28/02/2016 15/03/2016 17 51C
7|A007 Trinh Ngllyéu Lién Dwong |Q3 Phéap L1B-F1 03/03/2016 07/03/2016 5 17¢
8|A008 Pham Poan Ngoc | Duy Q4 My L1B-F2 03/03/2016 10/03/2016 8 28(
9|A009 Nguyén Thi Cam Hoa Q1 Korea L1B-F3 06/03/2016 30/03/2016 25 87¢
10lA010 Va Hone T.inh o2 Viat Nam T3A-F1 07/03/2016 29/03/2016) 23 460
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a/ Xo6a

c4c tiéu dé dau trang (Header) va chan trang (Footer) dang cd cia trang tinh.

b/ Chén tiéu dé dau trang (Header) cho trang tinh theo dang T4c gia, S6 trang, ngay thang.

¢/ Chén tiéu dé chan trang (Footer) hién thi tén so tinh ¢ ving bén phai.

d/ Thiét lap cac tiy chon trang in bao gom:

Kich thu6c 18 trang in: Lé trén va 18 dudi 14 1.25", 18 tréai va 18 phai 1a 1.5",

Header va Footer la 0.7"

Hudng trang in: hwéng in ngang.

Kich ¢& trang in (kho gidy): A4.

Thiét 1ap ving can in: khéi 6 A3:K40.

Thiét 1ap trang in sao cho dong tiéu dé cua bang tinh dugc in 1ap lai trén mdi trang.

Doi cac ddu ngat trang sao cho trang 1 bao gdm dong 3 dén dong 22 va cot A dén cot
G.

e/ TOy chon in 4n sao cho toan bo trang tinh chi in trén 1 trang (Fit Sheet on One Page)

- Sir dung 1énh Print dé xem trang in, chup anh giao dién man hinh va déan vao trang
tinh KETQUA.

f/ Thiét lap in 4n voi c4c ty chon sau:

g/ Luu

May in: Microsoft XPS Document Writer

In toan bo sb tinh

In tir trang 3 dén trang 10

In ra 3 ban va tuFu chon sao cho 3 ban cua trang 1 duogc in trude sau d6 méi d&én 3 ban
cuia CAc trang sau.

Huédng trang in: Hwéng ngang

Kho gidy: Ad

Dang 1¢ trang: Narrow

Chuyp anh giao dién man hinh va dan vao trang tinh KETQUA.

tap tin.

11/ Kiém soat sé tinh:

1/ Thuc hién kiém tra s6 tinh (Check Accessibility) va bd sung tiéu dé Alt Text v6i ndi dung

nhu sau

a/ D6i voi bang (Table) thi thém Alt Text véi tiéu dé 1a "Phiéu giao nhin

cho cac d6i twong néu co théng bao 13i thiéu thudc tinh nay:

ATl

b/ Béi vai biéu dd thi thém Alt Text véi tieu dé 1a "Théng ké theo san phim"
2/ Kiém tra thong tin ca nhan va xda tat ca cac théng tin c& nhan va thugc tinh ctia so tinh.

3/ Thém tur

"Bai tap tai I6p tuiin 12" vao thudc tinh tiéu dé (Title) cia so tinh.

4/ Luu tap tin.
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BAI TAP 10:
ON TAP

«» Book List

1. DPinh dang sao cho ndi dung trong mdi 6 ctia viing A2:A6 trong trang tinh "Book List" hién
thi trén 2 dong (2 lines).
2. Trén trang tinh "Book List", thém cot "No." trude cot "Title" va cot "Title2" sau cot Title.
3. Tréntrang tinh "Book List", thay thé tat ca tir "ms" thanh "Microsoft".
4. Trén trang tinh "Book List", tai 6 C2, nhap cong thirc dé doi chuoi trong 6 B2 sao cho cac
ki ty dau tién ctia moi tir dugce viet hoa va cac ki tu con lai cia moi tir viét thuong.
5. Bién cong thirc trong 6 C2 xudng cac 6 con lai trén cot "Title2".
6. Trén trang tinh "Book List", bat dau tir 6 B7 thém dir liéu tir tap tin MOAC.txt dung dau
tach la Tab, chap nhéan tat ca cac mac dinh khac.
7. bién so th tu 1,2,... cho cac 6 trén cot "No.".
A B c D E F G H [
1 [Title AuthorFirst Authorlast File BAuthorPhone Publisher PubDate Locator Biography
2 'ms word 2016 step by step Joan Lambert 858-555-0100 Microsoft Press 2015
3 \windows 10 step by step Steve Lambert 972-555-0134  Microsoft Press 2015
4 'ms excel 2016 step by step Curt Frye 425-555-0158  Microsoft Press 2015
5 |MOS 2016 study guide for ms excel expert Paul McFedries 360-555-0194  Microsoft Press 2017
5 'MOS 2016 studv guide for ms word expert John Pierce 123-555-0167 Microsoft Press 2017

s Employees

1.
2.

Trén trang tinh "Employees", thém cdt "FullName" trude cot "Description".

Trén trang tinh "Employees", nhap cong thic tai 6 C4 bang cach ndi chudi FirstName voi
LastName, thém dau phay va khoang tring & giita 2 chudi nay. Sau dé, sao chép cong thirc
dén cho céc 6 con lai trén cot "FullName" (Vi dy: "Karen, Berg")

Trén trang tinh "Employees", thiét lap sao cho lu6n hién thi dong 3 va WordArt khi cudn
trang tinh theo chiéu ngang.

Trén trang tinh "Employees", tai 6 D1 chén tap tin hinh anh team.jpg. (bén phai tiéu dé Our

Team)

FirstName LastName Description

aren Berg Karen is the owner of Adventure Works. Her education includes a degree in Accounting and an MBA
from the University of Washington. She completed "The Master Gardener” program at Edmonds
Community College and is a member of the American Horticultural Society.

im Akers Kim received her BS in Botany from the University of Oregon. She joined the company as a buyer and
was promoted to head buyer. Kim is a member the American Horticultural Society.

david . Osborn David completed a certificate program in non-toxic pest control from Edmonds Community College. He

was hired as an assistant. Additionally he specializes in dealing with soils, fertilizers, chemical and non-
toxic pesticides.
‘hase Carpenter  Chase is a graduate of the University of California, Davis. He was hired as a sales representative and

was nromoted to sale manaocer
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5. Thiét 1ap trang in sao cho mdi trang tinh dugc in vira du trén 1 trang, c6 thé in so tinh thanh
3 ban ( 3 copies) va tit ca cac ban in cua trang 1 duoc in trude sau d6 méi in dén cac ban in
cua nhirng trang sau.

6. Trén trang tinh "Employees", x6a lién két (hyperlink) tai 6 A15 nhung van giir nguyén ndi
dung trong 6 nay.

«» Sales

1. Trén trang tinh "Sales", thay ddi dinh dang bang sang kiéu Table Style Medium 3.

2. Trén trang tinh "Sales", dinh dang bang sao cho cac dong chin 1¢ duoc to nén xen ké nhau.
Str dung k¥ thuat dé dinh dang duoc cap nhat tu dong khi chén thém dong mai.

3. Trén trang tinh "Sales",dinh dang cot "Sales" sao cho c6 3 chit s6 thip phan.

4. Trén trang tinh "Sales", méi mat hang dugc giam 15%, hiy tinh gia giam (Discount) cho
cac mat hang.

5. Trén trang tinh "Sales", chuyén bang "Tablel" vé dang khéi 6, giit nguyén cac dinh dang
khéac.

6. Trén trang tinh "Sales", thém day gia tri dong Total (A9:C9) vao biéu d6 cot (Column).

700.0
i Sales
500.0 800.0 -
400.0
300.0 600.0 +
200.0 400.0 -
100.0 . 200.0
0.0 - . 00 . ) ) ) —a—Sales
Berry bushes Bonsai Bulbs Cacti Carnivorous ’ . - o X o
< >
supplies N & N C o
& & VS
&
= Sales = Discount Q,é“\ (’q}

< Menu ltems

1. Trén trang tinh "Menu Items", gop cac dong tir 5 dén 9 trén 2 cot "Category™ va "Bonus
Column" cta vung dir liéu thudc bang

2. Cali Sold dé tao thanh mot cot duy nhat gom 5 dong véi tén cot 1a "Menu Category". Dir
liéu sau khi tron van duy tri canh trai.

Jnits Sold Cali Sold

u Category Jan Feb Mar Apr [
ipeciality 123,254 235,869 356,745 3,780,427 Berry bushes 376.5 338.85
imoothies 325,412 364,000 456,231 2,489,316 Bonsai supplies 175.4 157.8¢
iandwiches 217,900 180,600 500,245 1,280,800 Bulbs 520.12 468.108
oups 145,400 153,000 994,600 1,050,253 Carnivorous 1343 120.87
‘otal 811,966 933,469 2,307,821 8,600,796 |

Air Quality Index Report

nits Sold
Seatle, WA - 2007 Units So
\ir Quality Days
iood 284 1,000,000
floderate 73 800,000 .
Inhealthy for Sensiti 7 600,000 s
Inhealthy 1 400,000
Mar
o I =
Sandwiches Soups

3. Trén trang tinh "Menu Items", thay ddi biéu do sao cho hién thi tiéu dé truc doc dang
Vertical Title vdi ndi dung tiéu d¢ "Sales" va tiéu dé truc ngang vai ndi dung tiéu de la
"Category"
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Trén trang tinh "Menu Items", tai 6 G6 st dung ham xac dinh gia tri 16n nhat trong cac 6
C6:F6, sau d6 sao chép cong thirc xudng khbi 6 G7:G9.

Trén trang tinh "Menu Items", bd sung thém dit liéu thang 1,2,3 (Jan, Feb, Mar) ctia mit
hang Speciality vao biéu db.

Trén trang tinh "Menu Items", tiy chinh biéu dd sao cho Thang hién thi trén truc ngang
thay vi hién thi trong phan chu thich.

++ MOS Result

oo

Chuyén bang trén trang tinh "MOS Result" vé dang khdi 6.

Trén trang tinh "MOS Result", st dung tinh ning tong hop s6 liéu (subtotal) dé hién thi
diém (SCORE) 16n nhit theo tirng mon thi (EXAM). Chup anh giao dién man hinh va dan
vao sheet RESULT.

Trén trang tinh "MOS Result", st dung tinh ning tong hop sd liéu (subtotal) dé hién thi
diém (SCORE) thap nhit theo tirng mon thi (EXAM). Chup anh giao dién man hinh va
dan vao sheet RESULT.

Trén trang tinh "MOS Result", st dung tinh ning tong hop s6 liéu (subtotal) dé hién thi gia
trj trung binh cta cot diém (SCORE) theo timg phong thi (ROOM). Chup anh giao dién
man hinh va dan vao sheet RESULT.

Luu tap tin
3 sinh vién dat 1000 diém
5 sinh vién dat chimg chi (>=700)
3 sinh vién thi rot

EXAM STUDENT ID LAST NAME FIRST NAME CLASS DOB TEST DATE TIME ROOM | LANGUAGE SCORE

o s& tin hoc 1 - Microsoft Word 2010 | 717H0264 |Trwong Gia An 17070412 | 02-Nov-99 | 12/05/2018 9:00 A602 English 756
o s& tin hoc 1 - Microsoft Word 2010 717H0263  |Huynh Ngoc [An 17070411 | 19-1an-99 | 12/0612018 9:00 AB04 | Vietnamese 714
o'sdtnhoc 2-Microsoft Excel 2010 | 217H0028 |Nguyén éng Héng [An [ 17020110 [og.0ec | 12052018 | 730 | Aoz | Engish | 714
o 56 tin hoc 1 - Microsoft Word 2010 | 217H0030 95‘ Ngoc Phuong  |Anh [ 17020112 | 07-Apr-99 | 12/05/2018 9:00 A802 English 785
osdtinhoc 2-Microsoft Excel2010 | 717H0272 [TdnPhuong |Anh [ 17070411 [29May 9| 12062018 | 730 | A603 | Vietamese | 714
08 tin hoc 3 - Microsoft PowerPoint 2010 | 717H0096 |Doan BinhNam  |Anh 17070511 |21-May-99| 12005/2018 |  10:30 A802 English 901
0's& tin hoc 3 - Microsoft PowerPoint 2010 | 717H0681 [Béng Viét {Anh [17070614 | 05-Nov-99| 12/06/2018 |  15:00 AB03 | Vietnamese | 950
0'sd tin hoc 3 - Microsoft PowerPoint 2010 |  717H0694 Nguyén Ngoc {Anh 17070614 | 10-Jun-99 | 12/06/2018 | 15:00 AB03 | Vietnamese 774
osdtinhoc 2- Microsoft Excel 2010 | 717H0280 |M&Biu |Chéu [17070413 |15 ng 99| 12062018 | 730 | A603 | Vietamese | 832
o &4 tin hoe 3 - Microsoft PawerPaint 2010 717H0519  [Naé Bich Chéu 17070512 | n8-1an-99 | 12/05/2018 1030 ABD? Fnalich | 910
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TAI LIEU THAM KHAO

+ Microsoft Office Excel 2019 - Trung tam IIG Viét Nam
+ Tai li¢u giang day Tin hoc Trung tam tin hoc thudc Truong Pai hoc Ton Buc Théng

+ MOS 2016 Study Guide for Microsoft Excel - Joan E. Lambert
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MOS & CONG CU ON LUYEN THI MOS (Gmetrix)

1 GIOI THIEU CHUNG CHI MOS
1.1  Gié6i Thiéu

MOS (Microsoft Office Specialist) 1a bai thi vé ky ning Tin hoc Van phong dugc trién khai
boi Tap doan khao thi Tin hoc hang dau thé gii — Certiport (Hoa K¥) va dang duoc ap dung trén 150
quéc gia va ving lanh tho trén thé gidi. Bai thi MOS dugc thuc hién truc tuyén trén 27 ngdn ngit va
da dugc Viét hoa, voi trung binh 280.000 bai thi mdi thang dugc to chirc théng qua hon 12.000 trung
tam duoc Uy quyén chinh thire ctua Certiport.

Chtng chi MOS do chinh Téng Giam dbc Microsoft ky tén va c6 gia tri vo thoi han trén toan
céu.v Tai Viét Nam, Chtrng chi MOS di duoc Bo Thong tin va Truyén théng cong nhin tuong duwong
chuan k¥ nang CNTT nang cao quy dinh trong thong tu 03/BTTTT-CNTT ctua B Thong tin va
Truyén thong.

Nhiéu truong THPT trén ca nudc da triép khai chuong trinh dao tao va thi 1y chtng chi MOS
cho hoc sinh. Ching chi MOS ciing dugc nhiu truong Cao dang, Pai hoc uy tin trén ca nudc chon
lam chuan dau ra cho sinh vién tot nghiép. Dac biét, nhiéu Tap doan, Tong cong ty va Doanh nghiép
16n & Viét Nam dang sir dung MOS lam tiéu chi danh gia k§ ndng Tin hoc trong tuyén dung nhén su
dau vao va dénh gia can b nhan vién.

1.2 Lgiich cia ching chi MOS 2016

+ Hé thong Chung chi MOS 14 thuéc do chuan Qudc té vé mirc d6 sir dung thanh thao may
tinh, dwoc cong nhan trén toan thé gi¢i va c6 gia tri vo thoi han.

+ Hoc sinh c¢6 ching chi Mos s& dugce mién hoc cac chirng chi Tin hoc lién quan trong chuong
trinh General Education khi di du hoc hodc hoc cac chuong trinh du hoc tai chd tai Viét
Nam.

+ Lam chii nhitng k¥ nang dé thuc hién nhitng (mg dung va phat trién tdt trong thoi dai cong
nghé sb.

+ Dugc cong nhan twong duwong chirng chi irng dung CNTT co ban ¢ Viét Nam va ching
chi Nghé THPT theo quy dinh ctia B Gido duc

+ Khang dinh trinh 46 ngang bing hoc sinh ciing cip & Hoa Ky va chinh phyc chuan dau ra
Tin hoc tai nhiéu truong Pho thong, Tmng cap, Cao dang, Pai hoc.

+ Tang muc luong ki vong va co hoi nghé nghiép trong twong lai — Mang lai nhiéu loi thé trong

viéc tuyen dung va dé bat nhan su trong t chirc.
1.3  Cac cap d¢ cua chirng chi MOS 2016

Céc cap do bai thi:

+ Cép do Specialist: Chimg nhan cac k¥ ning co ban trong cic phan mém Microsoft Office:
Word, Excel, PowerPoint, Access, Outlook.

+ Cap do Expert: Ching nhan cic k¥ ning nang cao trong Microsoft Word va Microsoft Excel
bao gdbm Word Expert va Excel Expert.

+ Céip d6 Master: Chirng nhan k¥ ning toan dién, chuyén sau nhat vé st dung phan mém
Microsoft Office; yéu ciu 4 bai thi nhu sau: Word Expert, Excel Expert, PowerPoint va 1
trong 2 bai thi Outlook hoac Access.

1.4  Ching chi MOS
Thi sinh dat diém yéu ciu (tir 700/1000 diém tr¢ 1én) s& nhan dugc chimg chi MOS c6 gié trj
trén toan thé gidi do Microsoft cap.
+ Thi sinh c6 thé thi lai né'q chua dat diém yéu cu dé 1y chtng chi. Tuy nhién, cac lan thi caa
ban phai st dung duy nhat 1 tai khoan.
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+ Chimg chi MOS: ban mém c6 thé tai vé truc tuyén st dung tai khoan Certiport ca nhan va
ban cung dugc gui tryc ti€p tir Microsoft Hoa Ky vé Viét Nam, thi sinh nhan ching chi ban
cung tai cac dia di€ém dang ky thi.

MAu chirng chi MOS

mpieted the reguarements 10 De recognided a4 » Mirow
CMce Woed X000 Lapet

Office PowerPoint® 2010 b Ko

M chimg chi

Thi sinh c¢6 thé nhap Ma chimg chi vao website www.verify.certiport.com dé kiém tra tinh xac thuc
cua chung chi dugc cap.

eicome 10 the Corhport GO Credental Venficat e, Thes fraud prevent system Can Do uied 1o venfy Cortiport Credentials heid

edertid 1dentfication e -

* Nhip Ma chimg chi
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2 CONG CU ON LUYEN THI MOS

2.1
MOS Gmetrix SMS 1a cong cu hd tro 6n, luyén thi
chtng chi tin hoc van phong Quéc té MOS
(Microsoft Office Specialist). Ban c6 thé luyén tép,
thi tha MOS tryc tiép khong gio1 han trén phan
mém. Dé st dung dwoc phan mém ban can mua
Code Access tir hé théng Gmetrix. Bai viét ndy s&
huéng dan ban kinh nghiém sir dung phan mém
Gmetrix mot cach hi¢u qua nhét

2.2 Cach Tai Va Cai Dat Gmetrix Cho May Tinh
Ban vao link sau dé tai phién ban méi nhat cia Gmetrix SMS.
Tuy vao may ban dang sir dung ma ban chon tai phién ban danh cho
Windows hoac phién ban danh cho Mac nhé.

Sau khi download Gmetrix phién ban méi nhét xong, ban

click vao file .exe, chon Install dé cai
2.3 Huéng din sir dung phan mém thi thir Gmetrix dé thi thir

bai thi MOS

bang Nhap Vao Gmetrix SMS Trén May

Nhap username, mat khau -> Sign in dé dang nhap vao tai
kh‘oén Gmetrix cua ban. Ban c6 the lya chon ngdn nglr cua phan
mém, nhu trong anh dang dé ngon ngir 1a English (tiéng Anh).
Sau khi dang nhap xong, ban di c¢6 thé vao trang Dashboard ctia
Gmetrix:

GMetrix SMS7 v7.0.25

G METRIX

@ Start a New Test
Study Guides

Redeem

Tell Me About This Page

Céch bat dau lam bai thi thar Mos trén phan mém Gmetrix

B1: Bit dau mét bai thi mdi

Céch 1: Tai trang chi (muc Dashboard), chon Start a new test.
Céch 2: Tests -> New Test

@ StUdv -

Phan mém thi thir MOS Gmetrix SMS (Skill Management System)

Phan mém

Luyén thi THVP MOS

./‘_\
G METRIX

Skills Management System

o —
G'METRIX

Skills Management System

[Username I

lPassword I

[Enghsh ']

Forgot your password?

No account? Sign up here!

OR
Sign in with an existing provider.
G 8
< i

eI

- O

A Tinhocmos eduvn
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Luu y: Moi lan bat dau bai test méi dwoc tinh la 1 lan thi thir

— Trang Take a Test hién ra, ban c6 thé chon ngdn ngit cta bai test tai phan Language.

— Chon phién ban Office cia bai test. Luu y 1a ban thi phién ban nao thi chon ding phién ban
do (ciing 1a phién ban dugc cai trén mdy ban). Ddc bi¢t la may ban chi nén cai dat 1 phién
ban Office dé tranh xung dot khi su dung Gmetrix.

B2: Chon mén ma bgn muén thi
B3: Chen ché dg thi — Training Mode hay Test Mode

Nhiéu ban héi phan mém thi thir Gmetrix ¢6 2 ché do thi khac nhau, vay su khac biét & day 1a gi, va
nén chon phién ban nao?

GMetrix SMS7 v7.0.25 =]

E G METRIX A Tinhocmos eduvn Vv

Take a Test

Language:

English

Word 2016 Core Practice Exam 2

Training Mode  Testing Mode Questions: 35

Word 2016 Core Practice Exam 3
Questions: 35

Word 2016 Core Skill Review 1

Questions: 58

CertPREP

Word 2016 Core Skill Review 2

Questions: 56

Word 2016 Core Skill Review 3
Questions: 37

Ché do luyén tap — Training Mode s& phu hop v6i nhimg ban chua ving kién thuc, hodc méi bat
dau thi thir can 1am quen voi phan mém. Trong qua trinh thi, ban c6 thé xem goi y cach lam bai
bang cach chon Help & cubi man hinh.

you want to do
Y S = o P | L e =
3 Cut Calibri BTV S - EfWapTet General - _';- By [y == =x 3 AutoSum Ay p
0 Em Copy ~ (&3] & < | H = [T Fill ~ z
Paste _, B I U- Oy AL B Merge & Center = $ ~ % » 3 98 Conditional Formatas Cell  Insert Delete Format Sort & Find &
~ ¥ Format Painter Lo 4 < Formatting~ Table~ Stylesw - ~ ~ & Clear~ Filter ~ Select ~
Clipboard " Font & Alignment w Number m Styles Cells Editing -~
K6 > ~

1 J K L M N o -

1 o SportsClub o o

2 B Baseball  Bd Basketball Bl Soccer B rennis B2 volieyball B Total

3 |January $ -8 - $ 49000 $ =S - $ 500000 $  9,900.00

4 |February S S - S 5,200.00 $ - $ - S 5,300.00 $  10,500.00

5 |March $ - $ 400000 $ 6,000.00 $ 2,100.00 $ = 3,00000 $  15,100.00

6 |April $ $ 460000 $  5400.00 $ 230000 $  1,500.00 $ - $  13,800.00

7 |may $ 1,050.00 $ 5,000.00 $ = S 1,050.00 $ 1,500.00 $ $ 8,600.00

8 |June $  1,20000 $  6000.00 $ - $ 120000 $ 200000 $ $  10,400.00 -
|_Registration Revenues [[Ghartsl| @ < >

Ready 23 H @ [ - 1} + 100%

@ AA Project 1/7 00:00:13 Summary Restart Project Save Project  Grade Project

Create a Stacked Area chart that shows the registration trend from January to December for Football, Baseball, and Basketball.
Position the chart to the right of the table and change the color to Monochromatic Palette 4 (or Color 8).

ot conptes— |
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Ché d thi thir — Testing Mode, ban s€ lam bai test twrong tu nhu khi thi that, s€ c6 tinh thdi gian
lam bai (50 phut) va duong nhién 1a khong c6 goi y. Sau khi ban ndp bai thi thir, hodc néu da hét
thot gian 50 phat, hé thong s€ dong bai thi va tra vé ket qua chi tiét s6 di€ém chung va s6 diém chi
tiét & moi phan. Cheé d6 nay phu hop voi nhirng ban déa 6n tép chéc kién thire MOS, thi thir d€ quen
véi cdu trac bai thi va gilp can thoi gian hop 1y trong qua trinh thi.
B4: Lam bai thi the
M3&i bai thi s& bao gdm 7 Project (du 4n), mdi Project s& bao gdm céc task nhu bai thi MOS that.

+ Overview: Gi6i thiéu téng quan vé Project.

+ Task: Cac yéu cau trong 1 Project. Sau khi ban hoan thanh xong 1 task, ban c6 thé Mark
Completed (danh dau task da hoan thanh), Mark for review (Panh ddu task can kiém tra
lai), chuyén sang cac task khac bang cach nhip vao tén task hodc chon Previous task (quay
vé task phia trudc) va Next task (chuyén sang tab tiép theo).

+ Restart Project: bat dau lai Project, nhitng phan ban da lam ciia Project d6 s& bi x6a
+ Save Project: Luu lai Project

+ Summary: Gitip ban xem tong quat vé bai thi, xem ban di hoan thanh nhitng phan nao va
can xem lai & dau. Khi ban mudn téi moét task hay project nao d6 mot cach nhanh chéng, chi
can chon Summary -> chon tén task -> Go

Word 2016 Core Practice Exam 1 Testing

type question name or id

Viewed Review  Complete

~ Networking

w lce Cream

v Rock Crawling
~ Fishing

w FusionTomo

v

= e e

—  Sau khi hoan thanh bai thi, néu chwa hét gio va da kiém tra lai k¥ cang cac phan bai 1am ban
c6 thé ndp bai bang cach chon Finish Test & Summary.

— Céch lam tiép bai thi Gmetrix da luu

—  Dé quay lai lam tiép bai thi ma trudc d6 ban chua 1am xong, vao Tests -> Saved Tests
— Cach xem lai bai thi ¢ d3 hoan thanh

—  Pé xem lai két qua nhitng bai thi da 1am trude do, vao Tests -> Completed Tests

Chuic cac em on luyén va thi tot 1111
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