TIN HOC VAN PHONG

PHAN 3: EXCEL

NOI DUNG: MICROSOFT EXCEL

> 1. TONG QUAN VE MS.EXCEL
> 2. BANG BIEU TRONG EXCEL

> 3. HAM THONG DUNG TRONG EXCEL




BAI 1

GIOI THIEU VE MICROSOFT EXCEL

I. Gié6i thi¢u

» Microsoft ’Excel 12 phan mém chuyén dung cho
cong tac ke toan, van phong

> Pic diém:
+’Th1_rc hién duoc nhiéu phép tinh tir don gian
dén phuec tap.
+ T6 chirc va luu trir thong tin dudi dang bang
nhu: tinh luong, thong ké ...
+ Khi 6 thay doi dit liéu, bang tinh s& tw dong
tinh toan lai theo so liéu mai.




I1. Khéi dong MS.EXCEL

> Céch 1: Nhap chudt vao Start—Programs
—Microsoft Excel

> Cach 2: Nhap chudt vao biéu tuong
Excel trén thanh Micosoft Office Shortcut
Bar (Trén goc trén bén phai man hinh )

> Hay Double Click chudt vao biéu tuong
trén man hinh desktop €

Iicrosoft

I1. Thoat khoi Microsoft Excel

> Céch 1: Nhap chuot vao nut [E] (close) &
gbc trén bén phai

> Cach 2: Nhiap Menu File — Exit
» Cach 3: Control box — Close

> Céach 4: Nhan t6 hgp phim Alt + F4




II1. Man hinh lam viéc cua MS. Excel
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I11. Man hinh lam viéc cua MS. Excel

> 1) Thanh tiéu dé (Title): Khi khoi dong c6 sén 1a
Microsoft Excel Book1. Khi ta luu tai liéu thanh
mot tap tin thi thanh nay s€ mang tén tap tin .

» 2) Thanh thyc don (Menu): Cho phép truy cap
toan bd céac 1énh va cac thiét lap trong Excel .

> 3) Thanh tiéu chuin (Standard): Cung cap cac
1€nh va céac thu tuc thuong dung nhat.

> 4) Thanh dinh dang (Formatting): Cho phép dinh
dang nhanh mdt s6 thao tac nao do.




II1. Man hinh lam viéc cua MS. Excel

> 5) Thanh cong thirc (Formula): Hién thi dia chi va
dir li€u hodc cong thirc cia mdt 6 kich hoat nao do.
6) Ky hi¢u cét (Columns): ABCD ...

7) Ky hi¢u dong (Rows): 1234 ...

8) Thanh cudc doc (Horizontz,tl Scroll bar): cho
phép cudn 1én phia trén hay xuong phia dudi man
hinh .

» 9) Thanh cujc ngang (Vertical Scroll bar): cho
phép cudn qua trai hay qua phai man hinh.

YV YV V

I11. Man hinh lam viéc cua MS. Excel

» 10) Thanh trang thai (Status): Cho phep
hién thi mét so trang thai dac biét.

> 11) O kich hoat (Active cell): 13 6 giao giita
dong va cot . O goc dudi bén phai cua 6 kich
hoat goi 1a Auto Fillhandle .

» 12) Vung cac bang tinh (Sheet): quan lycac
bang tinh trong tap tin.
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IV. Tap tin (WORK BOOK)

> 1. Khai Niém

Work book 1a ving lam viéc cua Excel duoc
thiét ké dé c6 thé chira mot hodc nhiéu tap
hop cac bang tinh (sheet), ¢6 tdi da 1a 255
sheet trong 1 work book
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IV. Tap tin (WORK BOOK)

» 2. Cac thao tac co ban trén tap tin:
+ Mo work book di co san trén dia: File/Open
+ M& méi work book : File/New
+ Luu trit work book : File/Save
+ Poéng work book : File/Close

(Cdc thao tdc trén thuc hién giong nhir trong
Microsoft Word)
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V. Bang tinh (SHEET)

» 1. Khai niém:
Sheet 13 d6i twong lam viéc tryc tiép va ludn
ludn thude 1 work book nao dé . Bang tinh la
tap hop cac dong va cot
+ Cot: co toi da 13 256 cot va dugc danh thir
thu la A,B,C,...
+ DoONg: co tdi da 14 65.536 dong va duoc
danh tht thu 1a 1,2.3,...
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V. Bang tinh (SHEET)

2 . Cac thao tac trén bang tinh (sheet)

> a) Chon sheet: ta nhap chudt vao sheet can
CI}Qn. Ta cc:) thé nhép chudt trén cac nat/n « » »/
dé di chuyén qua lai gitra cac sheet .

> b) Doi tén sheet:
- Nhap chudt phai vao sheet — chon Rename
- Nhdp tén moi — Enter
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V. Bang tinh (SHEET)

2 . Cac thao tac trén bang tinh (sheet)

» ¢) Chén thém sheet moi:

Nhép chudt phai vao sheet — chon Insert —
chon Worksheet — OK .

luc do sheet moi
sé nam bén trai

sheet dwoc chon.

She

| Insert...

Delete

Eename

Move or Copy...
Select All Sheets

Tab Calar...

o Wiew Code

L1 [ ONEELE JorEELS F

V. Bang tinh (SHEET)

2 . Cac thao tac trén bang tinh (sheet)

> d) Xoa sheet :

15

Nhép chudt phai vao sheet — chon “Delete”

— OK

> e) Di chuyén sheet:

An gilr chudt kéo sheet di dén vi tri mong muodn
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VI. Dia chi

1. Khai niém

> Dia chi 1a giao cua dong va cot (cot ghi trude va
dong ghi sau. VD: B4 nghia la giao ctia cot B va
dong thu 4

» Dia chi 6: 1a dia chi caa 1 6. VD: B4 dia chi 6 B4

> Dia chi khoi 8: chi dja chi cia mot khéi cac 6 lién
tiép nhau. VD: B4 : B14 chi mot khoi cac 6 tir 6
B4 dén 6 B14
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VI. Dia chi

2. Cac kiéu dia chi

> a) Pia chi twong doi
* CU phép: <Cot><Dong> ; VD: A3, B4
- Tinh chat: thay d6i tuong ddi trong sao chép
cong thuc

> b) Pia chi ¢ dinh
* CU phéap: <$Cot><$Dong> ;VD: $A$3,5B%$4
-Tinh chat: ¢b dinh trong sao chép cong thirc
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VI. Dia chi

2. Céc kiéu dia chi
> ¢) Dia chi hon hop: 1a hon hop dia chi tuong
do1 va dia chi co dinh
* CuU phéap: <$Cot><Dong> , <Cot><$Dong>
VD: $A3, B34
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VI. Dia chi

2. Cac kiéu dia chi
» Chay:

- Nguyén tic sao chép cong thirc: sao chép tir
trén xuong thi tang dia chi dong 1én 1 don vi,
cOt gilt nguyen; sao chép tur trai qua phai thi
tang cot 1én 1 don vi, dong gitr nguyén.

- Ta dung phim F4 dé chuyén doi qua lai gitra
cac kiéu dia chi.

20
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VIL Di chuyén trén bang tinh

> Enter: Chuyén xuéng mot 6 bang tinh

> Shift+Enter: Chuyén 1én mét 6 bang tinh

> Tab: Chuyén sang phai mét 6 bang tin

> Shift+Tab: Chuyén sang trai mot 6 bang tinh
» Home: Chuyén to1 cOt A cua dong hié¢n tai

> Page Up: Chuyén 1én mot trang man hinh

> Page Down: Chuyén xudng mdt trang man
hinh
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VIL. Di chuyén trén bang tinh

> Alt+Page Up:Chuyén sang trai mot trang
man hinh

> Alt+Page Down: Chuyén sang phai mot
trang man hinh

> Ctrl+Home: Chuyén tdi 6 bang tinh c6 dia
chi Al

> Ctrl+End: Chuyén t6i 6 bang tinh c6 dia chi
tai dong va cot cudi cung

22
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VIII. Cic kiéu dir liéu

1. Kiéu Viin Ban (Text)

> Khi nhap vin ban vao phai bat dau bang céc
ky tu tir A — Z. Dit liéu trong 1 6 dai t6i da
khong qua 255 ky tu .

> Khi nhap Excel s& canh trai, néu 6 ké bén
khong c6 dir 1iéu thi khi nhap van ban s¢€ tran
qua ké d6, con néu céac 6 ké ¢ dit liéu thi
viéc hién thi s& bi che khuat di 1 phan .
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VIII. Cac kiéu dix liéu

2. Kiéu S6 (Number)

> Khi nhap vao phai bat dau bang cac so tir 0
— 9. Khi nhap Excel s€ canh bén phai.

» Chu y: Trong Excel thong thuong ta dung
dau “.” 1a dau phan cach gita phan nguyén
va phan thap phan . Tuy nhién ta c6 thé thay
d6i lai hé théng dau nay bang cach thay doi
trong Control Pannel.

24

12



VIII. Cic kiéu dir liéu

2. Kiéu S6 (Number)

» Chuay:
Pé nhap s6 & dang chudi ta nhip dau nhay
don ¢ trude, sau d6 mai nhap sb
Vd: “1234: két qua chudi s6 1234

25.

VIII. Cac kiéu dix liéu

3. Kiéu Ngay Gio (Date)

> Khi nhap dir liéu kiéu ngay gio phai phu
thudc vao su qui dinh cua Control Panel. Ta
dung dau *“/” dé phan cach ngay thang nam.

> Vidu:| 10/5/2008

26
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VIII. Cic kiéu dir liéu

3. Kiéu Ngay Gio (Date)

> Chu y: Bé dinh dang kiéu ngay, gio theo
dang Viét Nam DD/MM/YYYY thi vao
Control Panel dé dinh dang lai nhu sau :

> Nhap chudt vao Start/Settings/Control
Panel —chon Regional and Language —
Customize — chon thé Date trong khung

“Short date format” nhap vao:
DD/MM/YYYY , chon “Apply” — “OK”

27

IX. Cong thure

1. Cach nhap cong thire

> Ta nhap dau “=" sau d6 1a cong thirc.

> Dir liéu kiéu chudi khi d}ra vao cong thuc
phai dugc bao bdi cap dau ngoac kép

» Vidu: =(A2+B2)*10

28
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IX. Cong thurc

2. Cac Toan Tw

> a) Cac phép toan s6 hoc: +, -, * ,/, ~(luy
thura)
- Do vu tién: A, *,/,+.- , tuy nhién c6 thé sir
dung dau ( ) dé thay doi trat tu uvu tién cta
cac phép toan (cac phép toan trong dau ( ) sé
duogc thuc hién trude).

> Vd:=3"2 > 9; =A5*7
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IX. Cong thure

2. Cac Toan Tw
» b) Cac phép toan so sanh :
>, >=, <, <=, = <>(khac)
Vd: a<>b (akhacb)
> ¢) Toan tir ghép chudi : “&”
Vd: “Nguyén Van” & “A” — “Nguyén Vin
A”

30
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IX. Cong thirc

3. Sao chép cong thirc

» Sao chép cong thuc la tré chudt tai Auto
Fillhandle cta 6 chira cong thirc (khi trd
chudt xuit hién dau “+” ) nhéin va kéo
xudng hay qua phai cho nhitng 6 can chép

cong thuec .
BAI 2
BANG BIEU TRONG EXCEL
5

32

16



I. Cac thao tac trén 0 bang tinh (CELL)

1. Chon 6 hoic khdi 6:

> Chon 6 ta nhap chudt tai 6 mudn chon

> Chon nhiéu 0ta nheflp chuot tai 6 dau tién sau dé
quét chudt dén 6 cudi cung.

2. Chon mot hodc nhiu cét:

> Chon mdt cét: ta nhap chudt vao ky hiéu cot:
AB.C....

> Chon nhiéu cft lién tiép: nhap chudt tai ky hiéu
cc:)t dau tién sau do quét chudt dén ky hi€u cot cudi
cling.
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I. Cac thao tac trén 0 bang tinh (CELL)

3. Chon mét hoiic nhiéu dong:

> Chon mot dong ta nhp chudt vao ky hiéu dong:
1,2,3....

> Chon nhiéu dong lién tiép: ta nhap chuot tai ky

hiéu dong déu ti€n sau do quét chudt dén ky hi¢u

dong cudi cung

Chon toan bg bang tinh :

Cach 1 : Nhap t6 hop phim Ctrl+A .

Céach 2 : Nhap chudt vio 6 giao cua thanh ky

hi€u c0t va thanh ky hi¢u dong

vV v &

34
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ILI. Cac thao tiac co ban vé khéi

1. Di chuyén dir liéu (cut — paste):

» Cach 1: Chon 6Iho€1§: khéi 6 can di chuyén —
tro chudt 1én khoi 6 an gitr chudt kéo di.

> Céch 2: Chon 6 hogc khoi 6 can di chuyén,
vao Edit — Cut sau d6 nhan Edit — Paste

> Céch 3: Click chuét phai chon Cut hay nhan
t0 hop phim Ctrl+X sau d6 nhan Ctrl+V
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II. Cac thao tic co ban vé khoéi

2. Sao chép dir liéu (copy — paste):

> Cach 1: Chon 6 hodc khéi 6 can copy — An
gitt Ctrl dong thoi kéo 6 hodc khoi 6 di.

> Cach 2: Chon 6 hoac khoi 6 can copy, vao
Edit — Copy sau d6 nhan Edit — Paste

> Cach 3: Click chuét phai chon Copy hay
nhan t6 hgp phim Ctrl+C sau d6 nhan
Ctri+V

36
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ILI. Cac thao tiac co ban vé khéi

3. Sira doi dir ligu:
> Nhap dap chudt tai vi tri mudn sua d6i hoac
nhap chuot tai vi tri mudn stra doi trén thanh

cong thirc hoac nhan phlm F2 vao 6 can sira
d6i sau d6 thyc hién viée stra doi.

4. Phuc hoi dit liéu truée dé (Undo)

> Nhap chudt vao biéu tugng 2[-] hoic nhan to
hop phim “Ctrl+z”
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II. Cac thao tic co ban vé khoéi

5. Phuc hoi dir liéu sau d6 (Redo)
» Khi ban da phuc héi lai di liéu dén khi nao do
ban lai quyét dinh khong phuc_ héi lai dit ligu

thi ta thuc hién I¢nh “Redo” bang cach nhap
chudt vao biéu tuong [& -]

6. Pit tén cho khoi

> Quét khoi ndi dung can dat tén —»Vao
Insert/Name/Define — Khung Name in
workbook: nhap tén cho khdi — “OK”
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I1. Ciac thao tac vé hang va cot

1. Thay d6i chiéu rong cia cdt va hang

> a) Thay déi chiéu rong ciia cét
Tro chudt vao Vién bén phai cua ky hi¢u ccf)t‘ khi do
con tré chudt bién thanh hinh miii tén 2 chiéu ta thuc
hién 1 trong céc cach sau day:
+Kéo vé bén trai: dé giam chiéu rong cot
+ Kéo vé bén phai: dé ndi chiéu rong cot

> b) Thay doi chiéu réng ciia dong : tuong tu cot
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II1. Céc thao tac vé hang va cot

2. Chén thém mot dong méi

> Céach 1: Nhép phdi chudt 1én ky hiéu dong chon
Insert. Luc d6 dong mdi chen vao s€ nam bén trén
dong dugc chon.

» Cach 2: vao Insert chon Rows

3. Chén thém mot cot maoi

> Cach 1: Nhap phai chudt 1én ky hiéu cot chon
Insert lic dé cot mbi chén vao s€ nam bén trén cot
duoc chon.

» Cach 2: vao Insert chon Columns

40
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I1. Ciac thao tac vé hang va cot

4. Xo0a dong hoac cit

> Céch 1: Chon dong (c6t) muon xo04. An
phim Delete

> Céch 2: Nhap phai chudt 1én ky higu dong
(cOt) muon x6a — chon Delete.
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IV. Dinh dang ky tw
(Font, size, Bold, Italic, Underline, font color)

1. Str dung thanh cong cu (twong tuw word)

J YNI-Times

2 . Str dung thanh Menu

- Nhap chudt vao menu Format/Cells khung
hop thoai xuat hién

- Chon thé “Font”
(Thyee hién dinh dang giong nhw trong Word)

42
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V. Canh 1é dir liéu

- Chon 6 hodc khéi 6 can dinh dang

1. Dung biéu tweng: dung cac biéu tugng trén
thanh cong cu

2. Str dung thanh Menu:

> Vao Format /cells: khi d6 xuat hién hop
thoai — Chon thé Alignment

43

V. Canh 1@ dix liéu

2. Sir dung thanh Menu: gom cac thudc tinh
» Trong khung “Horizontal”: canh 1é theo
chiéu ngang.
» General : dinh dang mac nhién cua dir li€u
« Left : canh dit liéu vé bén trai
» Center : canh dir li€u vao gitra
« Right : canh dit liéu vé bén phai
« Justify : canh dit liéu déu ¢ 2 bén .

44
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V. Canh 1é dir liéu

2. Sir dung thanh Menu: gom céc thudc tinh
> Trong khung “Vertical” : canh 1¢ theo chiéu
doc
« Top : canh dit li¢u ¢ phia trén
» Center : canh dir li€u vao gitra
« Justify : canh dir liéu déu 62 bén .
» Trong khung “Orientation” : Xoay dir li¢u
theo 1 géc tuy chon
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V. Canh 1@ dix liéu

2. Sir dung thanh Menu: gdm céc thudc tinh

> Trong khung Text Control : danh ddu chon vao
cac O sau .
- Wrap text : bat/tat ché d¢ tw dong xudng dong
khi nhay tr6 cham 1€ phai cta 6
« Shrink to fit : bat/tat ché do co gian cac chir dé
vira khit trong 6
* Mergecells: bét/tét ché d6 tron cac 6 dé tro
thanh 1 6 duy nhat

> Nhap “OK”.
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V. Canh 1é dir liéu

3. Tron nhiéu 6 thanh 1 6
> Chon khéi 6 can tron

> Nhép chudt vao biéu tuong [ (Merge And
Center)

> Chay : dé bo tron ta Vao Format/Cells —
Chon thé Alignment — ta nhip bo dau chon

0 “Merge cell” — “OK” hodc nhap chon
biéu tugng (Merge And Center) lan nira.
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VI. Ké dwong vién

Chon 6 hoic khoi 6 can thue hién
> Céch 1: Str dung biéu tuong |
- Nhap chudt vao miii tén cta biéu tugng
(Borders). Khi d6 xuat hién khung chira cac
dang ké duong vién. Cho phép chon 1 kiéu
duong vién can tao .|

T HDO

. Dravw Borders. ., 48




VI. Ké dwong vién

» Cach 2: Str dung thanh Menu

- Vao Format/cells —khi d6 xuat hién hop thoai

— Chon thé Border

Number | Alignment | Font. ;___Bg_rd_gr_jl Patterns | Pratection |

ool 3 s

The selected border styls can be applied by dicking the prassts, previsw
diagram ar the buttans above.

49

Cancel

VI. Ké dwong vién

+ Khung Style : chon céc kiéu cua dudng vién .

+ Khung Color : chon mau dudng vién

+ Trong khung Presets : chon 1 trong cac chirc nang
« None : khong c6 dudng vién
« Outline : cac duong vién bén ngoai
« Inside : cac dudng vién bén trong

+ Trong khung “Border” : chon riéng tirng duong

(trén, duoi , trai, gitra, phai ...)
+Nhan “OK”.

50
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VII. Tao nén va mau sac trang tri

Chon 6 hoac khoi 6 can tao nén va mau

sac trang tri

> Céch 1: Str dung biéu tugng
Nhép chudt vao biéu twong [ - (Fill color)
» 2 .Str dung thanh Menu
- Vao Format/Cells — xuat hién hop thoai
— Chon thé Patterns

51

VII. Tao nén va mau sac trang tri

+ Khung color: chon mau el PIX)
< 4 Nurmber | Alignment Fant Border | Patterns | Protection
sac tthh\th (No color | o
khong mau) R
N EEEEEEERENR
+ Khung Pattern: dung EEEEEEEE
2 x n (] EEEEN
dé chon mau to6 EECNENNE
. - - - Sample
+ Khung Sample: hién ERCEEEEE _
thi mau va mau t6 da Eatten:
duoc chon
+ Nhap “OK”

52
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VIII. Dinh dang dir li¢u trong 0 (cell)

Chon 6 hoic khoi 6 can dinh dang

- Nhép chuét vao Format/Cells — Chon “Number”
- Khung “Decimal places” ta khai bao s6 chi s6 sau
dau thap phan

- Khung Category (khung bén trai): chon cac kiéu
dir liéu can dinh dang

- Khung Sample (khung bén phai): hién thi dang s6
duoc chon.
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VIII. Pinh dang dir li¢u trong o6 (cell)

a ) Kiéu s0 (Number)
- Khung “Category”: ta chon “Number”

- Khung “Decimal places” ta khai bao s6 chi
s6 sau d4u thap phan

- Néu ta danh diu chon vao 0 “Use 1000
Separator (,) ” thi s€ c6 dau phan cach hang
ngan

- Trong khung “Negatlve numbers” ta chon
dang thé hién ctia s6 4m .

54
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VIII. Dinh dang dir li¢u trong 0 (cell)

b ) Currency (tién t&)
- Khung “Category”: ta chon “Currency”
- Khung “ Decimal places” : thi s& c6 dau
phan cach hang ngan
- Khung “Symbol” : ta chon ky hiéu tién té
can thé hién
- Trong khung “Negative numbers” ta chon
dang thé hién cua s6 am
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VIII. Pinh dang dir li¢u trong o6 (cell)

¢) Kiéu Date
- Khung “Category”: ta chon “Date”
- Khung “Type” ta chon dang ngay thang can
thé hién vao 6 dugc chon .
d ) Kiéu Time (gio)
Tuong tu nhu kiéu Date
f) Kiéu Percentage (%)
Tuong tu nhu kiéu sd
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VIII. Dinh dang dir li¢u trong 0 (cell)

g) Kiéu Custom :
Kiéu do ngudi str dung dinh nghia
- Khung “Category” ta chon “Custom”

57

IX. Thwe hanh

» Nhap liéu nhu ndi dung bang bén dudi.
» Thuc hién cac thao tac tron 0, canh 1€ cac cot, dinh dang cac
coOt ngay theo kiéu dd/mm/yyyy.

£ B [ C [ D [
1 BANG THONG KE DANH SACH KHACH HANG DU LICH
2 Du lich : Tp.HCM - Ha Ndi
3
4 | 51T TénKhach Ngay dang ky Ngay khaoi hanh  Tién ¥é  Tién Dich Yu
5 1 Anh Tudh 15,/01/2007 05/02/2007 2,500,000 ]
6 2 Hing Minh 01,/02/2007 05/02/2007 2,500,000 ]
7 3 [ ThuMga 05/02/2007 20/02/2007 3,250,000 750,000
2 4 CAm TO 10/02 /2007 20402/2007 3,250,000 750,000
9 5 Minh Anh 10/02/2007 20/02/2007 3,250,000 750,000
10 | & L&MNam 15/02/2007 20/02/2007 3,250,000 750,000

58
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IX. Thuc hanh

> Nhap liéu nhu n6i dung bang bén dudi.
» Thuc hién cac thao tac trén 6, ké dudng vién, dinh
dang cac 6 theo mau bén dudi.

[A] B ¢ DR E e G [ | T ()
| LICH TRUC NGOAI Git¥
£2:5) Tudn |& 01/01,/2007 dén 06/01,/2007
N m A w © A
SIT| Catryc z ¥ by ] 3 & / Ghicha
3 3 = = 3 3
45| = Tudn | Hing | Tudn | Hung [ Tudn | Hing | Thanh
ang
5 | 1 |7h00-14h00 | Mich | Nam | Mich | Nam | Minh | Nam | Ngoc
6 Binh
7 0 Khanh | Ding | Khanh | DG Khanh | Thanh
L5 Chicu ..Ding | Khanh | Dn 9L ST oung.. ] Kam 1.anenn, Nigm phong
8 | “© |14h00-20n00| Hoa |Khuohg| Hoa |Khuong| Hoa fKhudng| Naoc | cirakinh
9 | Birh
59
A 3
HAM TRONG EXCEL
60
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I. Khai niém

1. Giéi thiéu
» Ham la mot doan chuong trinh c6 san thue
hién mdt yéu cau nao do.

61

I. Khai niém

2. Cach nhap ham

> CU phéap: =Tén Ham (ddi s6 1, d6i s6 2, ...,
ddi s n)
+ Tén Ham: str dung theo quy udce ctia Excel
+ Poi s6: 1a céc tri s6, chudi, dia chi 6, vung,
cong thirc hodc mdt ham nao khac|

Vd : =SUM(A1,A3,A5)
=SUM(D3:D13)
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I. Khai niém

Cha y:

>

>

Cu phap cua ham khong phan biét chit hoa
voi chit thuong

Ham c6 thé chira toi da 30 doi s6 nhung
khong dugc qua 255 ky tu

Péi s6 12 dia chi 6 thi s& bj thay doi khi thuc
hién sao chép cong thirc

Ham khong chira cac khoang trang

63

I. Khai niém

3.

>

Str dung chirc nang Function Wizard trén
thanh cong cu

B1: Di chuyén 6 hién hanh dén 6 can nhap
ham

B2: Nhép chudt vao menu Insert=> Function
hoac Shift+F3 hodc nhap chudt vao bicu
tuong trén thanh cong cu

In=ert Function |
xuat hién hop thoai:
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I. Khai niém

3. Sir dung chirc nang Function Wizard trén
thanh cong cu

*B3:

Search For a Function:

Type a brief description of what you want to do and then
click Go

Or select a category: | Date & Time ] CllQn
o 7 \
Select a Function; n h om h am

DATE )
. st dun
Chon ham oAy {ng

DAYS360

can st dung HOLR

MIMNUTE .
MONTH al
DATE(year,month,day)

Returns the number that represents the date in Microsoft OFfice Excel

date-time code

65

I. Khai nieém

3. Str dung chirc nang Function Wizard trén
thanh cong cu

> B4: Xuét hién ctra s6 méi, thuc hién chon céc
d6i s6 (bang cach quét khoi vao cac 6 chira
d6i sb) hodc nhap vao

> B5: Nhan “OK” dé hoan thanh
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II. Cac ham thong dung

1. Nh6ém ham so6 hoc (Math & Trig)

> Ham ROUND: ding dé 1am tron mjt gia tri
) d@n SO 92’10 chir s6 da duoc chi dinh ro (so
n) ké tir dau thap phan
ClU Phdp: =ROUND(s6, n)
+s6: sO can lam tron

+ n: sO chi sO lam tron
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II. Cac ham thong dung

» Ham ROUND:

+n >0 lam tron sb vé bén phai dén n chi s6 tinh tir
cOt hang don vi
Vd: =ROUND(5.7263,2) - 5.73
Vd: =ROUND(5.7133,2) > 5.71

+n <0 : 1am tron s6 vé bén trai dén n chi sb tinh tir
cot hang don vi
Vd: =ROUND(3207.12,-2) - 3200
Vd: =ROUND(31264.3,-2) - 31300

+n=0 : 1am tron s dén cot hang don vi
Vd: =ROUND(3207.12,0) > 3207
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II. Cac ham thong dung

Vi du (ROUND)
A E o D B F G

1

21 |MguyénVan Ty 75 | 9.0 8.0

3 (2 |TrénTh S 60 | 75 8.0

4 |3 |Trogng Vdan Dén 55 | 65 8.0

5 |4 Mguyén Canh Thin | 8.0 &.0 7.5

& |5 Mguyén Thi Dau 90 | 6.0 85

— Tinh PTB = (Toan x3 + Ly x2 + Ho4)/6 va dung

Round lam tron ldy 2 s6 18
=ROUND((C2*3+D2*2+E2)/6,2) - 8.08

69
I1. Cac ham tho
. Cac ham thong dung
N\ . N
Bai tap:
~ - N kd
Cho di lieu nhu bang sau:
BANG KE MUA BAN HANG HOA
Thang 01,2007
- MUA BAN
STT M3t Hang Lugng Ban gia Tien Tién Pon gia Tign
) usD usD YND YND YD
1 K200i 10 Q00,00 7 7 10,500,000 7
2 5100 5 205.50 4,200,000
3 G150 12 450.00 5,500,000
4 N7250 10 400,00 8,000,000
5 Kao0i 20 350.00 5,000,000
5] Adapter 2 312 50,000
70
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II. Cac ham thong dung

Mo ta:

- Tién USD hang mua = S6 luong * Pon gia USD
hang mua. Lam tron va ldy 1 s6 1é.

- Tién VND hang mua = Tién USD hang mua * Ti
gia VND (Ti gia VND la 16200).

- Tién VND hang ban = S6 luong * Pon gia VND
hang ban.

- Lam tron sé hang ngan cho Tién VND hang mua
va Tién VND hang ban.
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II. Cac ham thong dung

2. Nhém ham xir Iy chuéi (Text)
> 5.1.Ham LEFT:
CU Phép : =LEFT(chudi,n)
Y nghia : dung dé trich n ky tw bén tréi cua
chuoi
Vd : =LEFT(“TTDVVLBL”,6) > TTDVVL
=LEFT(A2,2)
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II. Cac ham thong dung

2. Nhém ham xir Iy chudi (Text)
» 5.2. Him RIGHT:
CU Phap : =RIGHT(chudi,n)
Y nghia : dung dé trich n ky tu bén phai cta
chuoi
Vd : =RIGHT(“TTDVVLBL”,2) >BL
=RIGHT(A2,2)

73

II. Cac ham thong dung

2. Nhém ham xir Iy chuéi (Text)
» 5.3. Ham MID:
CU Phép : =MID(chudi,m,n)
Y n~ghia - dung dé trich n ky ty o gifra cta
chuoi tai vi tri thor m tinh tir bén trai sang.
Vd: =MID(“TTDVVLBL”,3,4)> “DVVL”
=MID(A2,3,1)
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II. Cac ham thong dung

> Thuc hanh cac ham xtr ly chudi:
- Nhap dit liéu nhu bang sau:
BANG THEO DOI HANG HOA

Mihing MENSX Dongid(USD) S56lwgng  Thanh tién
TV09SN200100 ? ? ? ? ?

MLOBPN500150

TLOJTB350250

MG095Y400500

TVO7PN250200

VD0O2SN120050

TLOBEL500010

TLO7SP300400
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II. Cac ham thong dung

Mo ta:

- M4 hang: 13 hai ky tu dau cia Lo hang

- MA&NSX: 14 2 ky tu th@ 5 va 6 cua Lo hang
- Pon gia (USD): 1a 3 ky tu th 7, 8,9 ctia Lo
hang

- S0 luong: 1a 3 ky tu cudi cua Lo hang

- Thanh tién = S6 luong * Pon gia (USD) *
19000
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II. Cac ham thong dung

3. Nhém ham thoi gian (Date & Time)
> 3.1.Ham DAY: tra vé gi4 tri la ngay cia

chuoi ngay/thang/nam

Cu Phap : = DAY (ngay/thang/nam)

A | B
07/10/1978

S
=8

vd: =DAY(A1) D 7
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II. Cac ham thong dung

3. Nhém ham thoi gian (Date & Time)

> 3.2.Ham MONTH: tra vé gia tri 1a thang cua
chuoi ngay/thang/nam
Cu Phap : = MONTH(ngay/thang/nam)

> 3.3.Ham YEAR: tra vé gia tri 12 nim cta
chudi ngay/thang/nim
Cu Phép : =YEAR(ngay/thang/nam)
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II. Cac ham thong dung

> Thuc hanh:
Cho bang di liéu nhu sau:

BANG THEQ DOI TIEN PHAT cUOC PHI THUE KHO
P N - 50 Ngay Ngay Hét Ngay 580 Ngay Sd Tién
STT | LBHang | NgayNhap | | 4 ppg Han Xuat vugt Thué Kho
1 MO107-1 1540142007 2 7 17,/01/2007 ? 7
2 | Wo1o7-2 01,/02/2007 5 08/02/2007
3 MO107-3 05/02/2007 10 20/02/2007
4 MO107-4 1040242007 1 11,/02/2007
5 | NO107-5 10,02 /2007 5 15,02/2007
5] MNO107-6 18/02/2007 1 20/02/2007
79

II. Cac ham thong dung

Mo ta:
- Ngay hét han = Ngay nhap + S6 ngay luu kho
- S6 ngdy vuot = Ngay xuat - Ngay hét han

- S6 tién thué kho = (Sé ngay luwu kho *
100000) + (Sé ngay vugt * 150000)
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II. Cac ham thong dung

3. Nhém ham thoi gian (Date & Time)

> 3.4.Ham HOUR: tra vé gié tri 12 gid cia
chuoi gio:phut:giay
Cu Phép : = HOUR(gio:phut.giay)

> 3.5.Ham MINUTE: tra vé gi4 trj 1a phdt cua
chuoi gio:phut:giay
Cu Phap : =MINUTE(gio:phuit:gidy)
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II. Cac ham thong dung

3. Nhém ham thoi gian (Date & Time )

» 3.6.Ham SECOND: tra vé gid tri 12 gidy cua
chuoi gio:phut:giay
Cu Phap : =SECOND(gio:phut:giay)
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II. Cac ham thong dung

> Thuc hanh:
Nhép vao bang dir liéu sau:

BANG THEQ DOI CHO THUE MAY TINH
. Tinh Tién St Dung May
STT 56 May Gity BAt dau | Gidl K&t Thuic S . S
S Gid S Phait Sd Tiégn
1 101 02,3000 10:30:00 7 7 I
2 102 09:00:00 13:30:00
3 103 0223000 10:230:00
4 104 11:20:00 14:10:00
) 105 12:00:00 16:00:00
G 106 08:30:00 10:30:00
83

II. Cac ham thong dung

Mo ta:

- Tinh s0 gio sir dung may= Gid bat dau - Gid
két thuc. Lay so gio.

- Tinh s6 phut st dyng may= Gio bat dau - Gio
ket thuc. Lay so phut.

- S tién = (S6 gid * 2800) + (S6 phut * 50)
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II. Cac ham thong dung

4. Nhom ham Logic (Logical)
»  Ham IF: IF(biéu thirc diéu kién, biéu thirc diing,
biéu thirc sai)

Y nghia :Ham nay dau tién kiém tra b1eu thirc dleu kién,
néu biéu thire diéu kién ding s€ nhan két qua 1a biéu
thire diing, ngugc lai (bleu thire diéu kién sai) s& nhan
két qua 1a biéu thuc sai.

Vd: IF(a>=20, a-20,a+20)
Truong hop :
a=10 — két qua= 30
a=30 — két qua=10

85

II. Cac ham thong dung

4. Nhom ham Logic (Logical)
> Ham IF:
% Chu y:
- Néu c6 n diéu kién thi ta st dyung n-1 ham IF
- Trong cong thic néu c6 sur dung chubi thi chudi
nay phai dugc dat trong dau nhay kép “”.
- Néu co nhiéu diéu kién (3 tro 1én) thi ta sir dung
cac IF 16ng nhau.
- Tén ham khong phan biét chir hoa va chir thuong.
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II. Cac ham thong dung

4. Nhom ham Logic (Logical)
» Ham |F:
VD: Xép loai cho hoc sinh nhu sau :
Néu DTB>=8.5 thi Giéi ; Néu DPTB>=7.0 thi Kh4
NéuDTB>=5.0 thi TB ; NéuDTB<5.0 thi Yéu
=IFDBT B>=8.5,“Gic’)i’i,IF(DTB>=7.0,“Khé”,IF(BTB>
=5.0,“Trung binh”, “y&u™)))
* Gid su: PTB c6 dia chi 6 1a H3. Cong thirc duogc viét
=| F(H3>=8.5,“G@éi”,IF(H3>=7.0,“Khé”,IF(H3>=5.0,
“Trung binh”, “yéu™)))
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r \ A
II. Cac ham thong dung
\ \ =
» Thuc hanh bai 1:
Nhéap dir liéu theo bang sau:
BANG LUGNG NHAN VIEN
Thang 01/2007
Morc luiong co ban : | 350,000 ding
STT Ho Tén | Chifc Vu | S8 Con "?he-'ir';?]';" rf;dig Phuy Cap EEECSEU T?h"wg:';" Tién Ludng
1 LE Anh TP 1 A 4 ? ? ? ?
2 LE Minh PP B 3
2 Tran Nam My 2 A 2
4 48 Thanh K% 3 [y 3
5 Binh Tudn FFP C 2
G (i Ban MY A 2
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II. Cac ham thong dung

MO ta:

- Phu cap: 300000 dong néu s6 con >=2, nguoc lai la
100000 dong

- Hé sb chite vu: 2 néu chire vu 12 “TP”, 1 néu chuc vu 12
“PP”, con lai la 0.

- Tién khen thuong: 500000 dong néu loai khen thuéng la
“A”, 300000 dong néu loai khen thuéng la “B”. Nguoc lai
bang 0.

- Tién lwong = (Mtc luong co ban * Hé sb luong) + Phu
cap + (Muc luong co ban * Hé s6 chuc vu) + Tién khen
thudng.
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r Y A
II. Cac ham thong dung
AY \ =
» Thuc hanh bai 2:
Nhéap dir liéu theo bang sau:
KET QUA HOC TAP
Nam hoc 2006-2007
- Bién K&t Qua Loai Khen Hoc Sinh
STt DL HK 1 HK 2 B Thi Lai ®8p Loai Thudng Xudt Sac
1 L& anh 8.5 10.0 7 7 7 7 7
2 L& Mink 6.0 7.0
3 Tran Mam 3.0 4.0
4 Wi Thanh 9.0 10.0
5 Binh Tudn 4.0 6.0
5] Wi Bao 8.0 8.0
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II. Cac ham thong dung

Mo ta:

- Piém TB = (Piém HK2 * 2 + Diém HK1)/3

- Thi lai 14 “X”’ néu diém TB<=4.

- Xép loai: “Gi6i” néu 9 <= diém TB <= 10

“Kh4” néu 7 <= diém TB <9
“TB” néu 4 < diém TB <7
“Yéu” néu diém TB <= 4
- Loai khen thuong: “A” néu diém TB >8 va 1a “B” néu
diém TB tir 7 dén 8.
- Hoc sinh xuit sic 1a “X” néu diém TB>=9.5 va diém HK1
va HK2 tir 9 tré 1én.

II. Cac ham thong dung
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5. Nhém ham théong ké (Statistical)
> 5.1. Ham SUM: tra vé gia tri tong cua cac doi

SO

CU Phép : =SUM(ddi s6 1,d6i $6 2, ...,ddi s6 n)

Vd:

=SUM(2,5,10,14) 31

A B C D E | F G |_H
NI g TEM BON | DON V| CONG TRINH A CONG TRINH B

2 VAT T G4 | TiNH 5L TTIEN 5L TTEN

3 1]x mANG 49.000] BAO 50.00] 2,450,000 30.00] 1,470,000

4 2[sAT LE0 5.000] kg 120.00 360,000 £0.00[ 240,000

5 3[SAT RGN 3.200] kg 150.00 480,000 90.00]  288.000
— 5 4[sON BACHTUYET | 14.500] kg 25.00 362,500 18.50] 268250

7 s|soN CHENG THAM | 15000 kg 12.00 180,000 10.00] 150,000

g 6GS sx 10 12,000 mét 12.50 150,000 14.00]  1¢8.000
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II. Cac ham thong dung

5. Nhém ham thong ké (Statistical)

> 5.2.Ham AVERAGE: tra vé gi4 trj trung
binh ¢ong cua cac doi so
Cu Phép : =AVERAGE(doi 56 1,doi 50
2,...,doi so n)
Vd: =AVERAGE(4,8,9) > 7
Vd: =AVERAGE(E3:E8) > 61.58
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II. Cac ham thong dung

5. Nhém ham théong ké (Statistical)
> 5.3.Ham MAX: trd vé gi4 trj 16n nhat cia cac
do1 so
CU Phép : =MAX(déi s6 1,doi s6 2,...,doi s6 n)
Vd: =MAX(4,8,20,15) > 20
=MAX(E3:E8) = 150.00

* Tuong tu ta c6 ham MIN tra vé gié tri nhé nhat
cua cac doi s
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II. Cac ham thong dung

>Thuc hanh
Nhap vao bang dir liéu sau:

BAO CAD XUAT VAT TU
Thang 01-06/ 2006
. Qui I Qui I . .
STT Vat Tu BYT Tong Cong

T1 T.2 T.3 T4 1.5 T6
1 Tivi Cai 10 23 20 a0 20 a0 ?
2 Td lanh Cai a0 25 30 20 5 a0
3 MWy lanh Cai S0 25 40 20 9 10
4 MWy gigt Cai S0 25 20 10 10 20
5 Quat dign Cai ] 25 20 10 5 ]

Téng cing 7 ? ? ? ? ?
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II. Cac ham thong dung

Thue hién:
- Tinh tong cong so luong xuat cho moi vat tu.

- Tinh tong cong sb luong xuat cho mdi vat tu
theo tung thang.
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II. Cac ham thong dung

6. Nhom ham do tim (Lookup & Reference)
> 6.1. Ham VLOOKUP (do tim theo chiéu doc)
Cu Phap : =VLOOKUP(gia tri do tim, bang
do tim, ¢t tham chi€u, cach do)
+ Gid tri do tim : 1a gia tri 1 6 kiéu s0 hogc kiéu
chuoi trén bang chinh c6 lién quan dén bang
phu (bang do tim)
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II. Cac ham thong dung

> 6.1. Ham VLOOKUP (do tim theo chiéu doc)
+ Bang do tim (bang phy) : 13 dia chi cta 1 khoi
dir liéu (khoi nay thuong phai dung dia chi co
dinh bang cach stir dung phim F4)

+ Cét tham chiéu : sb thir tu cot can 1ay trong
bang phu tinh tir bén trai sang.

+ C4ch do : chi mang mot trong hai gia tri 1[a 0
(tim chinh x&c) hay 1 (fim twong doi)
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II. Cac ham thong dung

> 6.1. Ham VL.OOKUP (do tim theo chiéu doc)
+ Y nghia : Ham nay lay gia tri do tim, do vao
trong bang phu dya vao cot dau tién trong bang
phu, néu tim théy s€ in ra ngay Vi tri s6 thur tu
cot tham chiéu trong bang phu.
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II. Cac ham thong dung

> 6.1. Ham VLOOKUP (do tim theo chiéu doc)
+ Cach do :
-Néu cach do 1a 0 : do tim chinh xac . C6 nghia la néu
khong do tim thay “gia tri do im” trén cot dau tién ctia

“bang phu” thi ham s& bdo 16i (thong thuong 1a bao 16i
#N/AD)

-Néu cach do 1a 1:do tim twong doi. Co nghia la néu
khong do tim thay “gia tr1 do tim” trén cot dau tién cua
“bang phu thi ham sé& lay gia tri 16n hon hodc gan
bang vGi nd nhat. Trong trudng hop dbi s6 nay 1a 1 thi
ta co thé bo qua .
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II. Cac ham thong dung

6.2. Ham HLOOKUP (do tim theo chiéu ngang)

Cu Phap : =HLOOKUP(gia tri do tim, bang
do tim, dong tham chiéu, cach do)

+ Gid tri do tim : 1 gia tri 1 6 kiéu so hodc kiéu

chudi trén bang chinh c6 lién quan dén bang
phu (bang do tim)

+ Bang do tim (bang phu) : 1a diachicua 1 kh01
dir ligu (khdi nay thuong phai dung dia chi c6
dinh bang cach st dung phim F4)
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II. Cac ham thong dung

6.2. Ham HLOOKUP (do tim theo chiéu ngang)
+ Dong tham chiéu : s6 thu ty dong can lay
trong bang phuy tinh tir trén xudng.

+ Cach do : chi mang mét trong hai gid tri la 0
(tim chinh x&c) hay 1 (tim twong doi)

+ Y nghia : Him nay ldy gia tri do tim, do vao
trong bang phu dua vao dbng dau tién trong
bang phu, néu tim thay s€ in ra ngay Vi tri s6
thr ty dong tham chiéu trong bang phu.
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Cha y:

[0 Néu dit liéu can lay trong bang phu duoc sap
xep theo dang cot thi ta dung VLOOKUP,

[0 Néu dit liéu can lay trong bang phu dugc sip
x€p theo dang dong thi dung HLOOKUP @dé
lay.

[ Néu gia tri do tim 1a chudi thi cach do 14 0,
gia tri do tim 1a s0 hoac ngay thang thi cach
dolal
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II. Cac ham thong dung

> Thuc hanh: Nhap vao di liéu sau

BANG LUONG CONG NHAN
Théang 01/2007
. Ma Tén Trg cap L Téhg
STT Ho Tén e it o e (i Hé sd luiahg Luiang L o
1 L& Anh [ 7 7 20 7 ?
2 L& Minh FP¥2 2.0
3 Tran Mam Px3 1.5
< W& Thanh P 2.0
5 Binh Tudn Pl 2.0
] Wil Bao P32 2.0

DANH MUC BON Y1 - Binh mirc luong cdng nhan

wa don vi Tén don vi Trg cap doc hai e luiohg
[ Fudng 1 200,000 200,000
P2 JUitng 2 200,000 500,000
Fi3 Hueing 3 u] 350,000
Fitd Hueing hoa chat 500,000 200,000

104



II. Cac ham thong dung

Mo ta:

- Tén don vi dua vao ma don vi va tim trong
bang DANH MUC DON VI.

- Tro cép doc hai dua vao ma don vi va tim
trong bang Danh muc don vi.

- Luong = Hé sé luvong * Mirc luong

Trong d6 muc lvong dugce tinh dua theo ma
don vi trong bang danh muc don vi.

- Téng lvong = Tro cép doc hai + Luong.
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- HET -
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