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I. Nhirng diém méi trong Microsoft Excel 2010
1. Chuc nang Backstage View
Giao dién ribbon cta Office 2010 dugc dua vao tit ca cac ung dung trong go6i Office 2010.

Cong cu Backstage View dugc truy cip qua phim Office (goc trén bén trai), hd tro sir dung

cac tac vu nhu Iuu tai liéu hoac in an.

Information about Book1 ‘

= Permissions
I’il ,' Anyene can cpen, copy, and change any part of this workbook. ‘
H
Protect & This workbook 15 still besng edited
Workbook » () Mark as Final to avoid accidental editing
Document Properties ~
g Prepare for Distribution Titte
"I‘ ) Before distributing thic file, be aware that it contains: e
- Document properties and author, w
Check for Categones
lssues -
Related Dates *
t Modified
Versions Croated Today, 9:58 AM
J You can open or delete a version file, Most autosaved versions are Last Printed
) deleted when you close this file.
Manage There are no previous versions of this workbook. Relsted People =
Versions ~
0 Uset
ast Modified B

Thanh dinh hudng bén trai cua Backstage View chira nhiéu 1énh, nhu cho phép ai sura tai li¢u,

kich co file...
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Thém tinh nang Sparkline

g'l"ll"“l‘lrﬂ‘l'i'll"
|
Design
.| [ sparkiine Color~  —= 1] Group
i wh @ Ty
| ; t . U . “wllll ~- ?n Marker Color ~ IEIUF‘Q'OUD
3 2 Negative Points » | Theme Colors
Style = | Ma H EEERIEEW
7 High Point » . "
|
Z Low Point > " Illilill
LZ First Point >
Standard Colors
7 Last Point »
— . P EEEEN
Recent Colors

2 More Colors,..

Excel lubn cd dit liéu dd thi va biéu d6 rat phong pha dé mé ta dit liéu va xu hudng. Véi
Excel 2010, Microsoft di bo sung thém mét tinh ning méi - Sparklines. Tinh ning nay cho
phép ngudi dung dit mot do thi cd nho (mini) hay mot dong nhan dinh khuynh huéng trong
mot 6 (cell). Sparklines la cach nhanh nhat va don gian nhat dé thém thanh phan db thi hién
thi vao mot cell.

Mon Tues Wed

All Books e $ 7821 $702% $6911
Arts & Photogrophy T~—_, $ 585 S 592 $ 561
Children's Books T |5 1025]|5 965|$ 1,007
Computers & Internet e Wi 93 $ 952 S 920
History - S 649 S 614 S 636
Mystery & Thrillers F —— § 789 S 681 S 698
Cooking e o |S 1047]s 834 5 997
Romance T . $ 81 $ 789 S 695
Science Fiction & Fantasy ~~—~e— $ 796 S 672 5 695
sports —— . [s 1106|5 927 5 2
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Mon Tues Wed

All Books Bmmw____ 3 7821 $7026 $691
Arts & Photogrophy Elw.___ 3 585 $ 592 $ 56
Children’s Books MENw. | $ 1025|$ 965|$ 100
Computers & Internet BN .__ 3 963 § 952 § 9
History [ [ O 643 § 614 S 63
Mystery & Thrillers Bl .3 789 $ 681 $ 69
Cooking Ml !5 10475 84 $§ 99
Romance || [P 861 S 789 S§ 69
Science Fiction & Fontasy BMmmem . 3§ 796 S 672 § 6%
Sports w3 1,106/8 927 S 70

Sparkline 1a cach hiru ich dé thém mdt yéu té truc quan nhanh va gon.
Tinh nang Slicers

Slicers 1a mét trong nhirng tinh ndng trong Excel 2010 c6 thé gilp ban giai thich di¥ liéu cla
ban dé& dang hon. M6t cach nhanh chéng, ban cé céai nhinh tryc quan sau théng qua sé

lwong I&n dir liéu.

Row Labels :?Sum of Sales Amount

Arts & Photography $14,711

Grand Total $14,711

Store & | Genre &

Bellevue | - | | Arts & Photography
Issaquah Children's Books
Everett Computers & Internet
Seattle E History
Redmond Mystery & Thrillers
Edmonds Nonfiction
Tacoma Romance
George Science Fiction & Fantasy
Kirkiand Sports

Vi du, ban c6 thé stir dung Slicers dé loc thong qua cac di¥ liéu ctia ban va c6 thé nhanh

chéng tim thay nhirng thdng tin c6 lién quan

Khi dir liéu trong bang tru (Pivot Table) thay ddi, Slicer sé tu dong duoc cap nhat.
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Dinh dang di liéu cé didu kién

Chirc nang conditional format mai bao gém nhié kiéu dinh dang va icons va kha ning to sang

chi nhitng muc duoc chi dinh nhu gia tri I6n nhat, nho nhat .. véi chi 1 cd click chuot

Pay 1a chiic niang rat hay trong Excel 2010. Néu ban c6 mot bang véi nhicu sé lidu khac
nhau, thong thudng dé danh gia dir liéu, ching ta thudng dung cac ham rat trich va loc dir
lidu. Tuy nhién, voi chirc ning ndy, ban khong can ding ham, cang khong can lay dit liéu ra
khoi bang ma van c6 thé danh gia chinh xac dit liéu qua cach 1am ndi bat cac 6 theo mot diéu
kién dinh sdn. Thuc hién nhu sau: quét chon mot cot hoic dong dir lidu can danh gia, sau do

bam nat Conditional Formatting, mét menu hién ra véi cac tity chon:
Kiéu danh gia sang loc:

Kiéu danh gia nay s& sang loc dir liéu ctia ban ngay tai trong bang chir khong phai trich riéng
ra ngoai nhu cac phién ban Excel truéc ddy. Chuong trinh thuce hién “sang loc tai chd” bang
cach 1am ndi bat 1én nhitng 6 dang vé6i diéu kién hodc quy luat do ban quy dinh. Sau day 1a

hai nhom quy luét chinh:

Highlight Cells Rules: 1am ndi bat cac 6 theo mdt trong cac didu kién: Greater Than... (I6n
hon), Less Than... (nhé hon), Equal To (bang) mét gié tri so sanh nao d6, Between (giira 2 gia
tri), Text that Contains (6 chit c6 chia chudi ky tu quy dinh), A Date Occurring (theo quang

thoi gian), Duplicate Values (6 dit liéu triung nhau).

Khi ban chon xong mét di€u ki€n 1am no1 bat, s€ xuat hién mdt hop thoai yéu cau ban nhap
gia tri can so sanh va mau té noi bat cho 6 phu hop véi dicu kién so sanh d6. Xong, ban bam

OK dé chuong trinh thue thi trong bang tinh.

- Top/Bottom Rules: quy luat nay gdm cac diéu kién: Top 10 Items (danh ddu 10 6 c6 gia tri
16n nhat), Top 10% (d4nh dau 10% sd 6 ¢6 gia tri 16n nhat), twong tu véi Bottom 10 Items va
Bottom 10%, Above Average (6 co gia tri 16n hon gia tri trung binh cta cdt/hang), Below
Average (6 c6 gia tri nhdé hon gia tri trung binh cua cot/hang). Khi ban chon danh gié theo dir
liéu hang Top hoac Bottom, mot hop thoai yéu cau ban nhap s6 6 can lam ndi, chéng han nhu

Top 10 hay 20, Top 10% hay 20%... 1 tiy ban tinh chinh, sau d6 bAm OK dé hoan tét.

Kiéu danh gia hién thi mirc do:

- Data Bars: ban bAm chon kiéu danh gia ndy, chon mdt mau ung y trong menu hién ra. Khi
do, trong vung dir li€u cua ban s€ xuét hién cdt mau danh gid mirc d¢ dir liu giup ban dé

10
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dang so sanh cling nhu nhén ra sy tdng gidm cua so li¢u nhap vao. Cot mau cang dai thi so

liéu cua ban cang c6 gia tri cao, nguoc lai 1a nhiing 6 gia tri thap.

- Color Scales: kiéu danh gia nay s& t6 mau cho cac 6 dit liéu theo 3 mau khac nhau, Gmg véi
mdi mau 1a mic d thap, trung binh va muc do cao. Khi chon nhom Color Scales, ban hiy
chon mot nhém mau ban thich trong menu hién ra va s& thiy chuong trinh 4p dung 1én viing
chon ctia ban. Ban ciing c6 thé tao quy luat mau theo y minh bang cach chon Color Scales >

More Rules.

- Icon Sets: bAm chon Icon Sets, chon mot nhém biéu tuong mong muén, chuong trinh s€ tu

dong dat cac bi€u tuong trudc 6 dir liéu cua ban, gilip ban ¢o6 cai nhin tryc quan vé bang tinh.

Vi du dau biéu thi s6 liéu & mirc 46 cao nhat, dau biéu thi sd liéu & muc trung binh, va dau
biéu thi s liéu thdp dudi ca mac trung binh, ddng bao dong. Mbi biéu tugng tng vi mot
muc do, chuong trinh s€ tu dong tinh toan gia tri trung binh ctia toan cot hoac dong dang so
sanh va tién hanh dat biéu tugng thich hop vao timg 6 theo gid tri phan traim ma 6 d6 dat duoc

so vo1 murc d§ chung cua ca cot hodc dong.
Ban c6 thé dinh lai quy luat danh gia nay bang cach chon More Rules trong nhdm Icon Sets.

Ngoai nhitng kiéu dinh dang c6 diéu kién trén, ban c6 thé tao riéng cho minh nhitng quy luat
danh gia khac bang cach bam nit Conditional Formatting > New Rule, tuy nhién viéc nay rat
mat thoi gian. Tt nhit ban nén str dung nhitng quy luat c6 san ma Excel da cung cép rat day
du cho ban. Khi ban khong vira ¥ v6i cac dinh dang da chon, dé x6a chung ma khong mat dir
liéu, ban bam Conditional Formatting > Clear Rules, chon mét trong céac kiéu x6a nhu Clear
Rules from: Selected Cells (chi x6a trong cot chon), Entire Sheet (x6a trong ca sheet), This
Table (chi x6a trong bang dang xir 1y).

C6 thé n6i nhom cong cu dinh dang nay cia Excel 2010 rat tha vi, n6 cho phép chung ta tao
ra nhirng bang tinh duogc trinh bay rat khoa hoc va bit mit. Dic biét nhit 1a tinh ty dong cao,
giao dién bang tinh dep va kha nang danh gia, sang loc dir liéu chuin xac va doc ddo. Chic
chin khi str dung chirc ning nay, ban s& thiy hirng tha hon rat nhiéu khi xir 1y dit liéu va tinh
toan trong Excel.

PivotTables va PivotCharts

Gidng nhu PivotTables, PivotCharts ciing duoc thuc hién mot cach dé dang trong giao dién

méi nay. T4t ca nhitng cai thién mai vé viéc loc duoc cung cap cho PivotCharts. Khi ban tao

11
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mot PivotChart, cac cong cu PivotChart dic biét va cac menu noi dung dwoc cung cap dé ban
c6 thé phan tich dir liéu trong biéu dd. Ban ciing c6 thé thay ddi layout, style va dinh dang
cua biéu dd hoic cac thanh phan khac cua né theo ciing mot cach ma ban c6 thé thyc hién cho
c4c biéu d6 thong thuong. Trong Office Excel 2010, viéc dinh dang biéu d6 ma ban ap dung
duogc duy tri khi thay doi sang PivotChart, diéu nay 13 mot bo sung nang cap dé theo cach ma

no6 da lam viéc trong cac phién ban Excel trudc day.

Share Workbook
B3 eack
nfo Send Save to SharePoint
= ! You can organize your workbooks and make them available to members of your organization by saving them
B save ¥  Send Using E-Mail your SharePoint

B Save As

VL Use this when:
) Send as Internet Fax
B Open *  Youwant to share your file by putting it in a central site
*  You have large collections of work being shared between you and your co-workers
i Close File lypes
There are no known SharePoint locations.
= < * Learn move about saving to SharePoint,
Recent L‘L{ Change File Type
New ._J Create PDF/XPS Document
— (<)
Print Special Locations Saveto
SharePoint
Share ® Save to SharePoint
Excel 13 Puyblish to Excel Services
B Options e
Save to SharePoint Workspace
Exit L Workspace

Microsoft Excel 2010 c6 thé tich hep véi SharePoint dé cung cap cac cong cu quan Iy noi
dung d& hiéu, thuan tién cho viéc chia sé kinh nghiém, tri thirc, ndng cao ning suit lam viéc

nhom.
l. Ngi dung chinh

Chuong 1: Lam Quen Véi Microsoft Excel
1.1 Gioi thiéu Excel

Excel la gi:

Microsoft Excel 1a mot phan mém hay 1a mot chuong trinh tng dung, ma khi chayr chuong
trinh ing dung nay sé& tao ra mot bang tinh va bang tinh nay gidp ta dé dang hon trong viéc
thuc hién:

@ Tinh toan dai sb, phan tich dir liéu

@ Lap bang biéu bao céo, t6 chirc danh sach

12
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& Truy cap cac ngudn dir liéu khac nhau
& V& d6 thi va cac so do
@& Ty dong hoa cac cdng viéc bang cac macro

@ Vanhiéu tng dung khac dé gilip chlng ta cd thé phan tich nhiéu loai hinh bai toan khéac

nhau.

e Workbook: Trong Excel, mot workbook 1a mét tap tin ma trén d6 ban lam viéc (tinh toan,
vé dd thi, ...) va luu trir dix liéu. Vi mdi workbook cd thé chira nhiéu sheet (bang tinh), do
vay ban c6 thé t6 chic, luu trir nhiéu loai théng tin c6 lién quan véi nhau chi trong mot tap tin
(file). Mot workbook chtra rat nhiéu worksheet hay chart sheet tiy thuc vao bo nhé may tinh

cua ban.

e Worksheet: Con goi tat 1a sheet, 1a noi luu trir va lam viéc véi dit liéu, no con dugc goi la
bang tinh. Mot worksheet chira nhiéu 6 (cell), cac 6 duoc t6 chirc thanh cac cot va cac dong.
Worksheet dugc chira trong workbook. Mot Worksheet chira duoc 16,384 cot va 1,048,576
dong (phién ban cii chi chira dugc 256 cot va 65,536 dong).

e Chart sheet: Ciing 13 mét sheet trong workbook, nhung n6 chi chita mot dd thi. Mot chart

sheet rat hitu ich khi ban muén xem riéng Ié timg db thi.

e Sheet tabs: Tén cua cac sheet s& thé hién trén cac tab dit tai goc trai dudi cua cira sd
workbook. Dé di chuyén tir sheet nay sang sheet khac ta chi viéc nhap chudt vao tén sheet can

dén trong thanh sheet tab.

Workbook

Worksheet Worksheet Chartsheet Chartsheet

1048576 déng 16384 cot

Céc thanh phan cia Workbook
13
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Excel 2010 dung dinh dang tap tin mac dinh 1a “.XLSX” (dua trén chuan XML gilp viéc trao

dbi dir liéu giira cac wng dung duoc d& dang hon) thay cho dinh dang chuan trude déy 1a

“XLS”.

Home
"—3 & Calibri
P_aste L
- 7

Clipboard =

B I U-

Insert

* 11

- A~

Font

A

-

h'

Page Layout

Farmulas

il (|

P

-

Data

General

$ %

.0 .00
.00 .0

MNumber

Review

-

]

Wiew

j‘ﬂ Insert =

;1"" Delete -

EjF-:urmat -

Cells

o @ == =

ﬁ \ﬁ
Gj' Z
Sort & Find &

27 Filter™ Select~
Editing

D3

-

5]

L

4
5
6
7
8
9

10
11
12
13
14

15
M 4 b M| Sheatl

A B

Sheet2

Sheet3

¥

IEN

Ready | P4 |

|[EHom 1w (=)

o N(t Iénh Office chira cac 1énh rat thuong hay st dung nhu tao tap tin mgi, ma tap tin, luu

tap tin, ... va danh muc céc tap tin dd mé trude d6. Nt 1énh Office gidng nhu thuc don File

cua cac phién ban trudc.

e Chling ta cd thé ché bién thanh céc I1énh truy cap nhanh chira cac 1énh ma ta hay sir dung

nhét. Nhin vao | ¥ dé mé danh muc cac lénh va

Giao dién Excel

v

vao cac lénh can cho hién 1én thanh lénh

truy cap nhanh. Néu cac nt Iénh ¢ day con qua it ban c6 thé nhan chon More Commands...

dé mo ctra s6 diéu ché thanh Iénh truy cap nhanh.
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Home Insert Page Layout Formulas Data Review View
[ save .
Information about Book1
B save As
B Open Product Activation Reguired
[ Close @ Microsoft Office Mondeo 2010 requires a valid product license, Activate your
3 preduct key now to cbtain a valid product license.
Activate
Info Product
Recent
Permissions
New () )
Ex T Anyone can open, copy, and change any part of this workbook.
Print Protect
Workbook~ |
Share
Help = Prepare for Sharing
(_ ?t Befere sharing this file, be aware that it contains:
] Options Check for Document properties and author's name
a Exit ‘ Issues v .
- Versions
@ Yeu can open or delete a version file. Most autosaved versions are deleted when
M you close this file.
Veri?:r?se' ) There are ne previous versions of this file.

Cac lénh trong thuc don Office

Customize Quick Access Toolbar

Mew
Cpen

Save

E-mail

Cuick Print

Print Preview

Spelling

Undo

Redao

HE

Sort Ascending
Sort Descending
Open Recent File

Mare Commands...

Show Below the Ribbon
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Bang lya chon Iénh truy cap nhanh

Excel Options

General . i
ﬁﬁ Customize the Ribbon.
Formulas
LChoose commands from: G Customize the Ribbon:
Froofing |Popu|ar Commands w |I‘-1ain Tahs v
Save
o ;ﬂ'] All Chart Types... ~ Main Tabs
tanguage i3 Borders » [El [#]Home
Advanced Calculate Mow Clipboard
= Center Font
Customize Ribbon 2} Conditional Formatting 3 Alignment
Ig Connections Mumber
Quick Access Toolbar 23 Copy Styles
B [¥F Custom Sort... Cells
Add-Ins % Cut Editing
Trust Center A~ Decrease Font Size [“insert
% Delete Cells... Page Layout
W Delete Sheet Columns Farmulas
= Delate Sheet Rows Data
({1 E-mail [#] Review
= Filter [] View
Fant T [ Developer E]
A Fant Color » [#] &dd-Ins
Font Size T~ I Background Remaval
.ﬁ' Format Cells...
f Format Painter
@ Freeze Panes 4
A" Increase Font Size
o= Insert Cells...
] Insert Function...
'JﬁJ Insert Sheet Columns
j'ﬂ Insert Sheet Rows
b Macros Mew Tab ] [ Mew Group ] [ Rename... ]
ﬁ Merge & Center
g MName Manager Customizations: i
l:l HEW b Import/Expart > |l
[ Ok l [ Cancel

Hop thoai dé ché bién thanh cac 1énh truy cap nhanh
Ribbon la gi?
Ribbon: Excel 2010 thay di giao dién ngudi ding tir viéc sir dung cac thanh thuc don truyén
thdng thanh céc cum lénh d& dang truy cap dugc trinh bay ngay trén man hinh goi la Ribbon.
C0 cac nhom Ribbon chinh: Home, Insert, Page Layout, Formulas, Data, Reviews, View,

Developer, Add-Ins.
n Home ingert Page Layout Formallsy Data L View

™ 8. » ¥ \z2 ol Sea Insert » -
{ & Calibn 11 v A A ™ol ¥ ar  Genecs - *.‘ 5 B S Insent E

d 2. 2 < oo G-

Frite g g8 O~ A - EE3 2P :EJ' . $~ % o - | andtioral  Format ol e

Formatting « wi Table » Sylen ;]P'uvu' -

Thanh céng cu Ribbon
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Home: La noi chira c&c nut 1énh dugc sir dung thuong xuyén trong qué trinh lam viéc nhu:
cét, dan, sao chép, dinh dang tai liéu, cac kiéu mau cd sin, chén hay x6a dong hoic cot, sip

xép, tim kiém, loc dit liu,...

e Insert: Chén céc loai dbi tugng vao bang tinh nhu: bang biéu, vé so dd, do thi, ky hiéu, ...
e Page Layout: Chira cac ndt lénh vé viéc hién thi bang tinh va thiét lap in an.

e Formulas: Chen cong thuc, dat tén vang (range),

cdng cu kiém tra theo ddi cong thuc, diéu khién viéc tinh toan caa Excel.

e Data: C4c n(t lénh thao ddi véi dit liéu trong va ngoai Excel, cac danh séch, phan tich dit

liéu,...

e Review: Céac nut lénh kidm I3i chinh ta, hd tro dich tir, thém chd thich vao cac 6, céc thiét

1ap bao vé bang tinh.
e View: Thiét lap cac ché do hién thi cia bang tinh nhu: phéng to, thu nho, chia man hinh, ...

e Developer: Tab nay mic dinh duoc an vi né chi hiru dung cho céc 1ap trinh vién, nhirng
ngudi ¢ hiéu biét vé VBA. Pé ma nhom nay nhan vao nat Office >  Excel Options

- Popular > Chen Show Developer tab in the Ribbon.

e Add-Ins: Tab nay chi xuat hién khi Excel mé mot tap tin ¢d st dung cac tién ich bd sung,

cac ham bd sung, ...
St&r dung thuc don ngir canh (shortcut menu)

Khi mudn thuc hién mot thao tac nao d6 trén d6i twong (6, ving, bang biéu, d6 thi, hinh
Vv&...) trong bang tinh, ban hay nhap phai chuédt 1én d6i twong d6. Lap tic mot thanh thuc don

hién ra chira cac lénh théng dung c6 thé hiéu chinh hay &p dung cho dbi twong ma ban chon.

17
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Calibri = 11 + A" A" $ ~ % s [
B 7 = &~ A %050

E g Cut
2 Copy
[, Paste Opfions:
=

Paste Special...

Insert...

Delete...

Clear Contents

Filter g
Sort k

Insert Comment

i b

Format Cells...
Pick From Drop-down List...
Define Mame...

‘Q‘_,) Hyperlink...
Thuc don nglr canh

1.2. Mé Excel, déng Excel, phéng to, thu nhé cira sé
1.2.1. Mé Excel
Thao tac:
B1. Tir man hinh (ctra s6) chinh caa Windows nhap chudt ndt Start & goc dudi bén tréi

B2. Di chuyén chuét 1én trén dén chix All Programs, roi di chuyén chuét sang phai chon

Microsoft Office, sau d6 di chuyén chudt dén chix Microsoft Office Excel 2010 thi dung lai.

B3. Nhap chuét vao biéu tuong |1 BIEEEGISIEFEE 38 khoi dong Excel.
Phéng to, thu nhé clra sd Excel

Thu nho Phong to Doéng

L

I

Céc nut diéu khién cira sé Excel

18
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Thu nhé cira s6 Excel

Thao tac nay chi thuc hién duoc khi cira s dang ma to Nhip chudt chudt vao nit = & goc
trén cing bén phai. Khi d6 cira s6 Excel s& duoc thu gon lai thanh mot biéu twong trén thanh

Taskbar caa Windows bén canh nit Start.
Phong to cira s6 Excel
Thao téc:

Thao tac nay chi thuc hién duoc khi cira s6 dang bi thu nho

Nhap chudt vao biéu tuong thu gon cua Excel trén thanh Taskbar bén

phia dudi man hinh

Thoat khoi Excel

Thao tac:

Nhap chudt vao nat £ & goc trén cing bén phai dé thoét khoi Excel. Hoic ciing ¢6 thé thoét
Excel bang cach nhan nat Office > chon Exit Excel.

1.3. Thao tac véi 6 va vung

Nhan dang 6 va vung (cells, range)

Dia chi mot 6 trong Excel dugc xac dinh boi tiéu dé cot va sé thir tu caa dong. Mot ving
trong bang tinh duoc xac dinh bang dia chi ciia 6 ¢ goc trén bén trai cua ving va dia chi 6 goc

dudi bén phai caa viing (c6 diu : phan cach). Bic biét, dia chi cua ca mot cot hodc dong duoc

xac dinh 1a <@n cpt>:<®n cpt> (vi du cot A thi dugc xac dinh ngan gon la A:A) va <sé

ddng>:<sé ddng> (vi du dia chi cua ca mot dong 4 13 4:4).

U ah: Hinh bén dudi 6 hién hanh c6 dia chi 1a B11 vi n6 c6 tiéu dé cot la B va sé dong 1a 11,

ving dugc bao bai nét chim dut c6 dia chi 1a H2:H12 vi 6 dau tién cia ving co dia chi la H2

va 0 cudi caa vang 1a H12.
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A B c D E F G H E
1 Bai todn diu tu
2 Ti#n Ddutwtéida Sudt thulgi S&nim TP diihan E_ﬁi—-—in_ik"i
3 Trai phiéu dag to 25.0% hingnim ddo han (l-yes,0-noi Ddnhgid |(l-yes,0-no) |
4 | ACME Chemical | : 865% 11 1 1Cyckytsti 0 :
5 DymaStar | | b 9.50% 10 1 AT6 T
6 EagleVision | | * 10.00% 6 0  4Knhftst | 1 | 5
7 | MicooModeling NI h 8.75% 10 1 1-Ccketsh 0 |
8 opiPo | | b 925% 7 0 3T | 1 |
9 | Sabre Systems IS X 9.00% 13 1 2Rttt | o0 | >
10 Téng ddu tu: v Téng: I I Téng: | I Téng: :
11 —Fié +»] $750,000 Yéucdu: $375000 Chophép: | $262.500 |
12 Fii=BIr50% Hit-Birasy; f
w0000 [ AL T T L=
14
15

A

4 4 M| GRIPT-TH  QHTT-TH, DHV-TH Investment - TH  Giai PT , QHTT orm:mﬁ
bia chi 6 va vung
Chon vung

Néu ding chuét, trudc tién ban dung chudt di chuyén 6 hién hanh dén gdc trén bén trai caa
viing can chon, sau d6 giir trai chudt kéo xudng dudi qua phai dén vi tri & cudi ciing cua ving
va tha chudt. Néu dang phim thi sau khi chon 6 dau tién ban giir phim Shift trong khi nhan
phim=> va<¥ dé dén 6 cudi caa ving va tha cac phim. (Ban ciing c6 thé lam nguoc lai la

chon 6 cudi caa viing trudc va kéo chon dén 6 dau tién).

Khi mudn chon ca sheet hién hanh thi nhin <Ctrl+A>, con muén chon ca workbook (nghia 13

chon tat ca céc sheet) thi nhap phai chuot I&n thanh sheet tab va chon Select All Sheets.
Sao chép va di chuyén viing

Sao chép (copy) gilip ta nhan ban mot ving nao d6 dén mot noi nao d6 trong bang tinh va di
lieu goc con nguyén, con di chuyén ving thi ciing nhu sao chép nhung dit liéu gbc s& duoc di
doi dén vi tri méi. Bé sao chép hay di chuyén trudc tién ban phai chon viing can sao chép hay

di chuyén, sau d6 c6 thé dung ndt lénh, phim tit hay dung chuét dé thuc hién:

e Dung Ribbon: Chon ving & Home >  nhém Clipboard =  nhin nit I hay &

(Copy hay Cut), d¢én noi dich va Home = nhém Clipboard &  nhan nit 4 (Paste). Ban

c6 thé goi cac lenh trén tir thuc don ngit canh > nhap phai chuot.
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e Chuot: Chon viing =  giir trai chugt va giir thém phim Ctrl néu 1a sao chép (khéng gii
thém phim Ctrl s& 1a Iénh di chuyén) >  kéo chut toi noi dich can sao chép hay di chuyén

dén va tha chuot.
Dan dac biét (Paste Special)

Trong qué trinh sao chép d6i khi chiing ta can dan ndi dung di sao chép hay cit tir bo nhé
vao v&i mot sé chon loc nao dé, khi d6 thay vi dung 1énh Paste ban hay sir dung Paste
Special... Sau khi chon vuing, ra lénh Copy, dén dich can sao chép dén va nhap phai chuot,
chon Iénh Paste Special.... hop thoai Paste Special c6 mot sé hra chon nhu bang sau:

Paste Special

lf_;__",'ﬂll () all using Source theme

) Formulas ) all except borders

i values () Column widths

) Formats ") Formulas and number Formats

) Comments () Walues and number Formats

) validation &l rmerging condikional Farmaks
Operation

%) Mone ) Mulkiply

) add () Divide

) Subtract

[ ] skip blanks [ ] Transpose

Paste Link. [ K J [ Cancel

Giai thich hop thoai Paste Special

All Dan ca gia tri va dinh dang ciia viing nguén

Formulas Dén gi4 tri va cong thac, khong dinh dang

Values Chi dan gia tri va két qua cia cong thirc, khong dinh dang
Formats Chi dan vao dinh dang, bo qua tat ca gia tri va cong thic
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Comments

Chi dan vao chu thich caa céc 6, bo qua tit ca gia tri va cong thic

Validation

Chi dan vao cac qui dinh x&c thuc dit liéu cho vung dich

All using source theme

Dan vao moi thir va diing mau dinh dang tir viing nguon

All except borders

Dan vao moi thir va loai bo cac khung vién

Column widths

Chi dan vao thong tin qui dinh chiéu rong cot

Formulas and number

formats

Dan vao gia tri, cong thirc va cac dinh dang gbc ciia cac con sb,

cac dinh dang khac bi loai bo.

Values and number

Dan vao gia tri, két qua cua cdng thirc va cac dinh dang gdc cua

formats c4c con so.

None Khéng kém theo viéc tinh todn nao trén dir liéu sap dan vao

Add Cong cac gid tri cua viing ngudn vao céc 6 twong tng & ving dich

Subtract Cac 6 mang gia tri cia vung dich sé trir di cac 6 tuong (rng cua
viing nguon.

Multiply Céac 6 mang gia tri cia vung dich sé nhan vai cac 6 tuong rng cua
viing nguon.

Divide Céac 6 mang gia tri cua vung dich s€ chia cho cac 6 tuong rng cua
viing nguon

Skip blanks . Khong dan de cac 6 rdng & viing ngudn vao 6 ¢ gia tri ¢ viing
dich

Transpose Dan vao va dao dong thanh ¢t hoac nguoc lai

Paste Link Dan vao va tham chiéu 6 dich dén 6 ngudn
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bat tén vung

Viée dat tén ving c6 loi rat 1on trong qua trinh thao théc va xir 1y tinh toan nhu: ving duoc
gén tén sé& gilp goi nhé va dé hiéu cong dung ciia nd hon 14 cac dia chi don thuan, dat tén

gilp viéc tham chiéu tinh toan it sai sot hon va di chuyén hay chon cac ving da duoc dat tén

rat nhanh chong tir Name box (hoic ding Go to — F5).... Tén dai toi da 255 ky tu khOng

chira khoing tring va diu chim, tén phai bit diu B kY fw khong duoc bat dau 1a s6, tén

khong duoc dat gidng cac dia chi tham chiéu. Dé dit tén trudc tién ta chon ving can dat tén
- chon nhém Formulas > Defined Names - Define Name, hop thoai New Name
hién ra. O day, ban hdy nhap tén viing vao hop Name chon Scope, nhap chd thich néu can,
xong thi nhin OK. Ngoai ra ban con c6 thé dit tén tryc tiép tir hop Name box hoic dit tén

cho vung chon tir Formulas - Defined Names -  Create from Selection hoac dung thuc

don ngir canh.

Mame:

Scope: Warkbook, i

Carmment:

Refersto: | _sheetz $ndadasla F
[ I l[ Cancel ]

Mudn mé hop thoai quan 1y cac tén da dat ban vao nhdm Formulas >  Defined Names
> Name Manager. Tir hop thoai ban c6 thé dit tén méi, hiéu chinh théng tin cho céc tén

hién hoic x0a tén cta cac viing khong dung dén, ...

Thém chu thich cho 6

hém chd thich vao cac 6 gidp cho viéc hiéu chinh va hiéu thong tin ma 6 dang chira dwoc rd
rang hon. Dé thém chu thich va 6, chen 6 >  chon nhom Review > Comments >  New
Comment va hdy nhap chu thich vao. Ngoai ra ban c6 thé nhdp phii chugt1én 6 can chi

thich va chon Insert Comment.
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e Dé doc chd thich chi can ré chudt 1én 6 c6 chd thich hoic vao Review &>  Comments

- Next hay Previous.

e B¢ an/ hién chi thich vao Review > Comments &>  Show All Comments (an/ hién tat

ca) hoic Show/ Hide Comment (an/ hién chu thich 6 dang chon).

e Hiéu chinh cht thich vao chon 6 can hiéu chinh chi thich > Review > Comments
> Edit Comment. Ngoai ra dé nhanh ban c6 thé nhap phai chudt va chon Edit Comment tir

thuc don ngir canh.

e X6a chu thich vao chon 6 can xda chl thich > Review &> Comments > Delete. Hoic

nhap phai chudt va chon Delete Comment.

rh'§] BaiTHS xlsx oo e

A B C D E F G H

1 Bai todn dau tu

2 Tién Diututéida Suit thulgi Sé'nam TP dai han RR-ItRR

3 Trai phiéu a4\ zriable cell % hing nim diohan  (l-yes,0-no) Pznhgidi (l.yes,0-no)

4 | ACME Chemical } Yariable ool 865% 11 1 1-Cc k¥ t6t 0

§  DymaStar | e 950% 10 1 3Ta 1

6 | EagleVision & Wllvewoce 10.00% & 0 4-Khd 16t 1

7  MicroModeling  [Consanteen Set cell 10 [Constraintcell | Cufe k¥{Constraintcell |

8| opibm R 7 o fTa 1

9 | Sabre Systems | : 13 1 -Rit 16t 0

10| Téngddutw: | Téng Téng: | Téng:

11 Tiéndang co: $750,000 Yéu cdu: $375.000 Cho phép: $262,500

12 Fll=B1r50% HN=B135%

W 4> ] GRiPT-TH QHTT-TH _ DHV-TH | Investment - TH - Giai PT . QHTT . DHY\

Minh hoa cho hién cac cha thich
Cheén, xbéa 6, dong va cét

Ching ta c6 thé chén thém cac 6 vao bén trai hoac bén trén cua 6 hién hanh trong worksheet
va dich chuyén cac 6 dang chon qua phai hodc xudng dudi. Tuong tu, ta c6 thé chén thém cac
dong bén trén, chén thém céc cot vao bén trai va cé thé xoa di cac 6, cac dong va cot.

Chén 6 tréng

B1. Chon céc 6 ma ban mudn chén cac 6 tréng vao do (mudn chon cac 6 khdng lién tyc thi

gitr Ctrl trong khi chon céc 0).
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B2. Chon Home >chon nhom Cells > Insert >  Insert Cells... B3. Chon lua chon phu hop

trong hop thoai Insert
Chen dong

B1. Chon mét hoac nhiéu dong lién tuc hoac cach khoang ma ban mudn chén sé dong tuong

ung phia trén cac dong nay.

B2. Chon Home = chonnhom Cells &> Insert > Insert Sheet Rows

g=lInsert ~
2 Delete -
[Ej Format =
Cells
A B C B E F G H | i
1 Bai todn ddu tu
2 Tiéen Ddu tu t6i da[Suat thulgi] Sé'na -ItRR
3 Trai phiéu ddu tu 25.0% hing nam | ddo MMes. 0-no)
4 | ACME Chemical ‘; 8.65% 11 | tnsert 0 =
5| DynaStar | 3 250% | Jo-pr @ Shift cols ik 1
6 Eagle Vision i b 10.00% 6 | Oshiftcels ﬁ» 1
7 | MicroModeling © by 8.75% 10 | Oentirerow 0
8 OptiPro i ; 0272 7 | O Entire column
9 | Sabre Svstems ‘ P 13 0
10 1 = -- , p / Tdng: [ oK ] [ Cancel l ﬁ
11 1 Nhap phai chuot / Yéucdu: $375.000 Chophep:  $262,500
12 sau khi Ch(_)ll cac Fil=B150% Hit=B11'35%
13 0 va chon Insert

4 4« » VT GREIPT-TH _ QATT-TH_ DHV - TH | Investment - TH , Giai PT , QHTT . ¥
Minh hoa chén céc dong tréng 1én trén cac dong dang chon

Cheén cét

B1. Chon mét hoic nhiéu cot lién tuc hoic cach khoang ma ban muébn chén sé cot tuong ng
phia bén trai cac cot nay.

B2. Chon Home = chon nhdm Cells > Insert > Insert Sheet Columns

Xoa céc 6, dong va cét

B1. Chon céc 6, cac dong hoic cac cot can xda

B2. Chon Home > Cells > Delete > chon kiéu x6a pht hop (xem hinh)
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;*-'In-;frtj > W é?

Xoa cac 0 —

e Insert Cells... Los () ishift cells left!
o & S
Xoa dong —— < Insert Sheet Eo% ject~ | O Shiftcellsup
gy ) Entire row

Xoa cot Insert Sheet Columns

AL

e

. () Entire column
Insert Sheet
G ' H

QK ] [ Cancel

Thay d6i a6 rong cdt va chiéu cao dong

Trong worksheet ta c6 thé qui dinh do rong cot tir 0 dén 255, day chinh 1a sé Ky tu ¢6 thé hién
thi trong mot dong. D6 rong mic dinh cua cot 1a 8.43 ky tu, khi do rong 1a 0 thi cot duoc an
di. Twong tu, chiéu cao caa dong qui dinh tir 0 dén 409, day 1a don vi do ludng bang diém
(point: 1 point = 1/72 inch). Chiéu cao mic dinh caa dong 1a 12.75 point, khi chiéu cao 12 0
thi dong bi an di. Cac bude diéu chinh dong cot:

B1. Chon dong hoic cot can diéu chinh chiéu cao hoic do rong

B2. Chon Home = Cells > Format = Chon Iénh phu hop

e Row Height... chon lénh nay dé qui dinh chiéu cao cua dong

e AutoFit Row Height chon Iénh nay Excel s& tur canh chinh chiéu cao dong cho pha hop véi
noi dung.
e Column Width... chon Iénh nay dé qui dinh d6 rong cot

e AutoFit Column Width chon Iénh nay Excel sé tu canh chinh d6 rong coét cho phu hop véi

noi dung.
e Default Width... chon Iénh nay khi ban muén qui dinh lai &6 rong mic dinh cho worksheet

hay ca workbook. Ta c6 thé qui dinh chiéu cao dong va do6 rong cot cho ca worksheet hay ca
workbook bang cach chon ca worksheet hay ca workbook trudc khi thuc hién 1énh. Ngoai
cach thay doi chiéu cao dong va do rong cot nhu trén, ta con co thé ding chudt dé thao tac
nhanh hon. Mudn thay d6i d6 rong cot nao hay ré chudt dén phia bén phai tiéu dé cot d6 cho

xuét hién ky hiéu va kéo chudt vé& bén phai dé tang hoac kéo vé bén trai dé giam do rong cot.
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Twong ty, mudn thay d6i chiéu cao dong nao hdy ré chudt dén bén dudi sb thir tu dong cho

xuat hién ky hiéu va kéo chudt 1én trén dé giam hoic kéo xudng dudi dé tiang chiéu cao dong.

g=lnset~ E - fW L_?a
3 Z

o Delete =
e Sort & Find &
(=| Format = 27 Filter~ Select~
| Cell Size
$ Row Height..
AutaFit Row Height C

= Column Width..,
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide k
Organize Sheets
Eename Sheet
Move ar Copy Sheet...
Tab Colar b
Protection
i

zly Protect Sheet...
&) Lock Cell

ﬁ"' Format Cells...
Ta c6 thé qui dinh chiéu cao dong va d6 rong cot cho ca worksheet hay ca workbook bang
cach chon ca worksheet hay ca workbook trude khi thuc hién 1énh.

Ngoai cach thay ddi chiéu cao dong va do rong cot nhu trén, ta con cd thé dung chudt dé thao
tac nhanh hon. Mubn thay ddi d6 rong cot nao hiy ré chudt dén phia bén phai tiéu dé cot do
cho xuét hién ky hiéu + va kéo chudt vé bén phai dé tang hoac kéo vé bén trai dé giam do
rong cot. Tuong tu, mudn thay ddi chiéu cao dong nao hay ré chudt dén bén dudi s6 tha tu

dong cho xuét hién ky hiéu -I- va kéo chudt 1én trén dé giam hoic kéo xubng dudi dé ting

chiéu cao dong.

D &4 E 3 Trai phiéu diu
51_ ACME Chemical
dSuitthulgi Sénam © | o D¥vesmr Lo
6 121 .
hiangnam ddohan ¢ . Eagle Vision cconec
T 62 1| 11 7 | MicroModeling :
N O%%n feasnsaans
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NGi (Merge) va bd ndi cac 6 (Split)

Nbi nhieu 6 thanh méto

Khi néi nhiéu & thanh mot 8, néu tat ca cac 6 déu co di liéu thi ban can chuyén hét di liu
I&n 6 ¢ gdc trén cing bén trai caa nhom & can merge vi chi ¢6 dit liéu cua 6 nay duoc gii lai,
dix liéu cua cac 6 khac sé bi xoa.

B1. Chon cac 6 can ndi lai.

B2. Chon Home =  Alignment = chon Merge & Center. Bé canh chinh dit li¢u trong 6

dung céc nut canh chinh trong nhdém Algnment.

=  General -
-] s - % > | w8
ﬁ Merge & Center
_% Merge Acrass
THE Merge Cells i
1

Unmerge Cells

Chuyén mot & da ndi vé lai nhiéu 6
Sau khi chuyén 6 da ndi vé lai nhiéu 6 thi noi dung s& hién tai & & goc trén cling bén trai.
B1. Chon 6 dang bi ni.

B2. Chon Home > Alignment =  chon lai Merge & Center hoic Unmerge Cells déu

duoc.
1.4. Di chuyén trong bang tinh va sit dung phim tit

Ban c6 thé dung chuét, cac phim € > T4, thanh cudn doc, thanh cubn ngang, sheet tab,
c4c t6 hop phim tat d& di chuyén qua lai giita cac sheet hay di dén cac noi bat ky trong bang
tinh.

Thanh cuén doc, thanh cudn ngang

Thanh cudn doc va thanh cubn ngang duoc goi chung 1 cac thanh cuén (scroll bars). Boi vi

man hinh Excel chi c6 thé hién thi (cho xem) mot phan cua bang tinh dang thao tc, nén ta
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phai dung thanh cusn doc dé xem phan bén trén hay bén duwi bang tinh va ding thanh cuén
ngang dé xem phan bén trai hay bén phdi cia bang tinh.
e Thanh cudn doc Ia thanh dai nhat, nam doc & bén I phai; hai dau c6 hai miii tén 1én va mii
tén xuéng; & gitra co thanh truot dé cubn man hinh 1&n xudng.
e Thanh cudn ngang la thanh nam ngang, thir hai tir du¢i man hinh dém 1én. C6 hinh dang
gidng thanh cudn doc, chi khac la nim ngang.

(£ 3l

Thanh cuén ngang
Thao téc:
o Nhap chudt vao mili tén sang trai dé cuén man hinh di sang tréi.
 Nhéap chudt vao mili tén sang phai dé cuén man hinh sang phai.
Thanh Sheet tab

Dé di chuyén qua lai giira cac sheet ta nhap chuét 18n tén caa sheet trén thanh sheet tab.
Ngoai ra chiing ta cd thé dung <Ctrl + Page Up> dé di chuyén dén sheet lién truéc sheet hién
hanh va <Ctrl+Page Down> dé di chuyén dén sheet lién sau sheet hién hanh. Dé trg vé sheet
dau tién ban nhip chudt va nit M trén thanh sheet tab va dé dén sheet cudi cling thi ban nhap
chuot vao nat trén thanh ™ sheet tab. Néu muén dén mot sheet nao do trong trudng hop co

qua nhiéu sheet thi ban hay nhap phai chudt vao thanh ™ 4 * ¥ 3 chon tén sheet can dén.

|4 4 » »| Sheetl  Sheet? - Sheet3 ~¢J

Pén sheet dau

‘ Sheet hién hanh Tao sheet moi
Veé sheet trede | Pén sheet cudi
Pén sheet sau

St dung cac té hop phim tat dé di chuyén

Pé dén dugc noi can thiét trong bang tinh ngoai viéc dung chudt cudn cac thanh cubn ngang
va doc, cac phim miii tén thi ban nén nhé cac té hop phim ¢ bang bén dudi dé gidp di chuyén

duoc nhanh hon.
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Céc phim tat di chuyén nhanh trong bang tinh

Nhén phim

Di chuyén

— hoac Tab

Sang 6 bén phai

« hoac Shift + Tab

Sang 6 bén trai

0 Lén dong
1 Xuéng dong
Home DPén 6 & cot A ciia dong hién hanh
Ctrl + Home Pén dia chi 6 Al trong worksheet
Ctrl + End Dén dia chi 6 c6 chira dit liéu sau cung trong worksheet
Alt + Page Up Di chuyén 6 hién hanh qua trai mét man hinh

Alt + Page Down

Di chuyén 6 hién hanh qua phai mot manh hinh

Page Up Di chuyén 6 hién hanh 1én trén mot man hinh
Page Down Di chuyén 6 hién hanh xudng du6i mot man hinh
F5 Mo hop thoai Go To

End + — hoac Ctrl + —

Dén 6 bén phai dau tién ma trudc hodc sau no 1a 6 trong

End + « hoac Ctrl + «

Dén 6 bén trai dau ti€n ma trude hodce sau no 1a 6 trong

End + 1 hoac Ctrl + 1

Lén 6 phia trén dau tién ma trén hodc dudino la 6 trong

End + | hoac Ctrl + |

Xudng 6 phia dudi dau tién ma trén hodc dudind 1a 6 trong

Ctrl + Page Up

Di chuyén dén sheet phia truéc sheet hién hanh

Ctrl + Page Down

Di chuyén dén sheet phia sau sheet hién hanh

30



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

1.5 Thao tac véi workbook

Tao méi workbook

Chon nat Office >  New, mot hop thoai hién ra (xem hinh bén dudi) cung cip nhiéu lya

chon dé tao workbook nhu: workbook tréng, workbook theo mau dyng san, workbook dya

trén mot workbook dé c6. Dé tao workbook trong, ban chon Blank workbook va nhap nat

Create.
Home Insert Page Layout Formulas Data
[ save
Available Templates
&l Save As
3 Open & Home
[ Close . : _
Info ‘ l/‘/}, I_.
6y B
Recent Blank Recent Sample
workbook templates templates
m Office.com Templates
Print e -
— | =l | 0
| I
Share 0 ..... H
Help Agendas Budgets Calendars
£ Add-Ins ~ - —: :
eyt o o
:] Options 1] v MR
,,,,,,, d 5 J
Exit = = =
Invoices Lists Plans
ol
= = S
Schedules Stationery Time sheets

M workbook cé san trén dia

Mot tap tin ¢ san cé thé duoc mé bang nhiéu cach:

Review

g

My templates

More
categories

View

New from
existing

Forms

Purchase
orders

b b

=1

Inventories

s = - |
=
L
X }

Receipts

1. Chon nidt Office >  chon tén tap tin trong danh sdch Recent Documents, c6 thé c6

t6i da 50 tén tap tin duoc s dung gan ddy nhit trong danh sach nay (dé diéu chinh thi
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nhan vao nat Office > Excel Options > Advance & phan Display > Show
this number of Recent Documents ).

2. Dung trinh quan ly tap tin nhu Windows Explorer, tim dén noi luu trit tap tin va

nhap chuot hai lan Ién tén tap tin.

3. Chon nat Office >  Open, hop thoai Open hién ra. Trong hop thoai Open, ching
ta phai tim dén noi luu trit tap tin (tai Look In) va chon tén tap tin can mo sau d6 nhan
nit Open dé ma tap tin. Cac tdy chon cua nit Open trong hop thoai Open: Open (mé
binh thuong), Open Read-Only (Khong Iuu dé duoc nhirng thay doi), Open as Copy
(Tao ban sao cua tap tin va mé ra), Open in Browser (Mo tap tin bang trinh duyét
web mic dinh), Open and Repair (Rét hitu dung trong truong hop tap tin bi 15i).

Look in: | h:i My Documents - |

- I 0ownloads
,_J My Diaka Sources
My Office Live érﬂy Mlusic
workspace (24 My Pictures

ICaMy Received Files

My Scans
My Recent EM':-' Yidens

5

Documents |50y virkual Machines
= |C15naglt Catalog
L [test
Deskkop EﬁMy Sharing Folders

Izﬂtest.xlsx

\$

My Documents

Luwu workbook

ot diéu can Iuu ¥ khi lam viéc trén may tinh 1a cac ban phai nhé thuc hién 1énh luu lai cong
viéc da thuc hién thuong xuyén. Viéc ra lénh Iuu trir khéng ton nhidu thoi gian nhung néu
may bi hong hay cup dién dot ngot c6 thé mit tong ca gio 1am viéc cua ban. Nham an toan
cho dix liéu, ban nén bat tinh nang Auto Recover, Excel sé tu dong thuc hién Iénh luu theo
thoi gian qui dinh (mac dinh 13 10 phat luu mot lan). Dé st dung tinh ning Auto Recover ban
chon nit Office > Excel Options >  Save, sau d6 danh diu chon @  vao Save

\
~
v

. . 10 .
AutoRecover information every minutes.
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Mot sb cach luu workbook:

1. Chon nit Office > Save

2. Nhap chugt Ién nit i trén thanh Iénh truy cap nhanh (Quick Access Tollbar).
3. Dung t6 hop phim <Ctrl+S> hoac <Shift+F12>.

Néu tap tin da duoc luu trude do6 roi thi Excel sé Iuu tiép cac phan cap nhat, con néu la tap tin
duoc ra lénh Iuu 1an dau thi hop thoai Save As hién ra. Trong hop thoai Save As, ban hay
chon noi Iuu trit tap tin (tai Look In) va dat tén cho tap tin tai hop File name, chon kiéu tap

tin tai Save as type va sau d6 nhan nit Save dé luu tri.

Save in: |D My Documents V| )] o X ] :| =

— I3 Dowanloads
_J My Data Sources
My Office Live @My Music

Workspace 24 My Pictures

3 [C2)My Received Files
= ()M Scans

My Recent EMV Videos

Documents My Wirtual Machines
= [C2)5naglt Catalag
|- li'ltest
Deskiop @My Sharing Folders
Erest, xlsx
X Delete

Web Options...

|Book1 Klsx “ |
General Options...
= B |Exce| Workbook {*,xlsi) w |
Compress Pictures..,
swve ] [t

Minh hoa Iuu tap tin
e Qui tit dit tén: D3t tén tap tin Excel dung chung qui tit dat tén tap tin caa Windows. Tén
tap tin co thé dai toi 255 Ay fir bao gom ca khoang trang. Tuy nhién trong tén tap tin khdng

(14

duoc dung cac ky hiéu nhu: \?:* © <> |

« Dé bao mat tap tin, ching ta c6 thé gan mat ma bao vé, khi d6 can phai biét mat ma méi

dugc phép ma tap tin (trir nhitng cach ta dao!).
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B1. Nhan nit Office > Save As, hop thoai Save As hién ra.
B2. Nhan n(t Tools & chon General Options..., hop thoai General Options hién ra

B3. Nhap mat md m¢ va hiéu chinh workbook (hai mat ma nay nén khac nhau dé tang bao
mat). Sau d6 nhan ndt OK

B4. Xéc nhan lai mat ma ma workbook. Sau d6 nhan nit OK
B5. Xéc nhan lai mat ma hiéu chinh workbook. Sau d6 nhan nit OK

B6. Nhin nit Save dé hoan tat.

General Options E E| Confirm Password
[ ] Always creake backup Reenter password to proceed,
File sharing sesns

Password to open; TYTYYY

Caution: If wou lose or Forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding warkbook and sheet names in a safe
place. {Remember that passwords are case-sensitive, )

Password to modify; | ees

[ ] read-only recommended

I oK I[ Cancel ] [ 84 l[ Cancel

Dung mat ma bao vé workbook

Céc tuy chon trong hop General Options: Always create backup (tao ban sao c6 dudi *.xlk
trudc khi gan mat ma), Password to Open (mat ma dé mo workbook), Password to modify

(mat ma dé cap nhat noi dung workbook), Read-only recommended (m¢ dudi dang chi doc).
bong workbook

Mot s6 cach déng workbook:

1. Chon nat Office >  Close

2. Dung chudt chon nut = & gdc trén bén phai (trén thanh tiéu de).

3. Dung té hop phim <Ctrl+F4> hoic <Ctrl+W>. Néu workbook c6 su thay d6i noi dung thi
Excel s& nhic ban luu lai cac thay d6i do.

Sip xép workbook

Chi mé nhiéu workbook cting ltc va can tham khao qua lai, dé thuan tién ta nén sip xép lai:
Ré chudt nhin vao nhom Iénh View >  chon nit Arrange All &  Chon kiéu b tri thich
hop.
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Home Ingert Page Layout Formailes Dats Reviey o Q@
j' ] ‘x & Fage Sieak Previey I Formiute Ba A H New Win = spi 1 - | = =
e " 13 Cuntom Viey = Arange == Hude ﬁ -
Hommal Fage i Grigtines V! Headnot low Zoom to Save ch Macros
It ,7,,‘_, A rull Soeen S b, Selechion m"‘-‘lf Fanes Workypace Windows * -
ocknook Viey She Zoge Vinao Mac
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Sap xép céc workbook trong cira s6 Excel

1.6. Thao tac véi worksheet
Chén thém worksheet méi vao workbook
C6 nhiéu cach thuc hién:

1. Nhin vao nat £ trén thanh sheet tab .+ * * | Sheet2 sheets =%l

2. DUng t6 hop phim <Shift+F11> chén sheet méi vao trudc sheet hién hanh.
3. Nhan chon nhém Home =  d@én nhom Cells >  Insert >  Insert sheet

4. Nhap phai chudt 1&n thanh sheet tab va chon Insert..., hop thoai Insert hién ra, chon

Worksheet va nhin nat OK. Sheet m&i s& chén vao trugc sheet hién hanh.
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Insert E'
General | Spreadshest Solutions
g & -
il Pravi
Workshest Chart M3 Excel 4.0 M35 Excel 5.0 SR
Macra Dialag
Presdiew not available,
Templates on Office. com ] (04 l [ Cancel

Minh hoa chen sheet mai

Dai tén worksheet

Nhap phai chudt I&n tén sheet can doi tén ¢ thanh sheet tab, chon Rename, gé t&n mai vao,
xong nhan phim Enter. Tén sheet c6 thé dai ti 31 ky tu va c6 thé dung khoang tring, tuy

nhién khong dugc dung cac ky hiéu dé dat tén nhu: : /\ 2 *
Xo6a worksheet
Mudn x6a work sheet, ban Iam theo céc cach sau:

1. Chon sheet muén x6a > chon nhdm Home =  chon nhém Cells >  Delete
- Delete sheet

2. Nhap phai chuét 1&n tén sheet muén xo6a sau d6 chon Delete, xac nhan x6a OK.

Sap x&p thi tu cac worksheet

C6 nhiéu cach thyc hién sap xép worksheet nhur:

1. Nhip trai chudt 1&n tén sheet can sap xép va giit chudt kéo dén vi tri méi va tha chuot.
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2. Khi ¢6 qua nhiéu sheet thi duing cach nay, nhap phai chut 1&n tén sheet can sip xép, chon
Move or Copy.... hop thoai Move or Copy hién ra. Hay nhip chon 1én tén sheet trong danh

sach ma ban mudn di chuyén sheet dén trude né, sau d6 nhan OK.

Insert... Move or Copy
1
W Delete Maove selected sheets
Bename To book;
Move or Copy... 05 LEMH KHOP KHOMG PHAR BO MGAY 23-00CT-2009,xls »
g Wiew Code Before sheet:

tlg Protect Sheet..

Sheetz
Tab Calar 3 Sheet3
(move to end)

Hide

Select All Sheets

Creat
Sheet? | Sheet3s 7 ¥ [ Create a copy

o4 l [ Cancel

Sao chep worksheet

Nhap phai chudt 1&n sheet, chon Move or Copy...=> chon vi tri dit ban sao trong viing

Before sheet >  danh diu chon vao hop Creat a copy =  nhan nit OK. Ngoai ra dé sao
chép nhanh ban nhan giiz phim Ctrl rdi ding chudt chon I1én tén sheet can sao chép >  giit
trai chuot ré dén vi tri dat ban sao trén thanh sheet tab >  tha trai chuot.

e Dé sao chép nhiéu sheet cing lic ciing lam tuong tu nhung phai chon nhiéu sheet trudc khi
thuc hién 1énh. Dé chon duoc nhiéu sheet ban hay giit phim <Ctrf + nhip chuét> dé chon
sheet.

e Dé chép mot hay nhiéu sheet sang mot workbook khéc, ban hdy m& workbook d6 1én sau
d6 thuc hién 1énh Move or Copy... va nhé chon tén workbook dich tai To book (néu chon

workbook dich (new book) thi s& sao chép cac sheet dén mot workbook méi).
Chon mau cho sheet tab

Viéc t6 mau gilp quan 1y thanh sheet tab dugc tot hon. Dé td mau cho céc sheet tab ban chi
can nhap phai chuot I&n tén sheet can td mau, tiép theo hdy chon Tab Color va chon mau
thich hop.
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Theme Colors

Insert...
S T
Bename Standard Colors
Kove or Copy... HN EEEEE
& View Code He Color
&g Protect Sheet.. i More Colars..,
Tab Colar k
Hide

Select All Sheets
Shesrts 7

An/ Hién worksheet

Khi ban khéng mudn ngudi khac thay mot hay nhiéu sheet nao d6 thi ban ¢ thé an né di.
Khong thé an hét cac sheet trong workbook ma phai con lai it nhat mot sheet khéng bi an.
Muén an sheet ban chi can nhap phai chuét 1&n tén sheet mudn an va chon Hide thé 1a sheet
da dwoc an. Khi mudn cho hién tro lai mot sheet, ban nhap phai chuét Ién thanh Sheet tab va

chon Unhide. .. sau d6 chon tén sheet can cho hién va nhan nat OK.

Insert...

A Delete
Bename
Mave or Copy...
Q& View Code
&)y Protect Sheet...
Tab Color 3
Hide
Unhide...
Select All Sheets
Sheetl | Sheet2 %1

1.7 St dung cac ché dé hién thi trong qua trinh thao tac

Trong qué trinh thao tac trén bang tinh d6i khi chung ta can phong to hay thu nho cac cira sb

dé co duoc goc nhin tét hon, hodc xem ndi dung cua cling mot worksheet dudi nhiéu goc do
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khéc nhau, hoic chia cira s worksheet thanh nhiéu Tab dé d& dang tham chiéu, hay giir ¢b
dinh tiéu d& mot danh sach dai trong khi cudn cac thanh cuén,...

St dung thanh Zoom

Excel 2010 bé tri thanh cdng cu Zoom ding dé phdng to thu nho khung 1am viéc cua bang
tinh. Thanh zoom nam ngay & goc dudi bén phai man hinh va c6 thé gidp thu nho va phéng to
khung 1am viéc tir 10% dén t6i 400%, phong to thi nhan va ndt dau cong con thu nhé thi nhan

vao nit dau trr.

|[EEO @ 100% (=) gt )

Thanh Zoom
Xem va so sanh worksheet trong nhiéu cira sé

Tinh ning nay dac biét hitu ich khi ban muén xem mot worksheet hay cac worksheet trong
ciing mot workbook duéi nhiéu goc do khac nhau, mdi mot nhan ban dé xem s& duoc gan

thém chi sb phia sau tén tap tin. Chon nhém View > Window > New Window

) EaiTh 3 gtk al E— Iii]:. H i ropatibility a| =%
A B C D E F E E
190 VE b thi Stocks _ I
2 Bign dgng Gié cd phidu cka cong ty Dell
3 | Gid oo phigu cua céng ty may tinh Dell
5 Dale Volime | Dpen High Low Clage 45,000,000 1 =
Li} 18072002 | 25,7 47 500 26.07 26.74 25.9 26.05) 40000007 < a7
T ATOTE00e 3386100 #a73|  26%a| 2675 264 I
8 16072002 | 37,944 000 25.45 2658 249 26,19 _l.
9 | 1507/2002| 34,244, 700 7481 25.43 2412 2544 FHH 0
10 1®07/2002| 36,616,000 7548  PEE5| 2401 2503 25,000,000
11 10072002 | 30,858,700 2aca| paien|  2o7s|  saog —
12 1072002 | #0647 100 2404 5.1 23.58 2367 —
13| OSVO7 2002 | 29 692 400 2453 26.53 23,99 2474
14 ORO72002) 3,122 D00 25.78 26.17 24.42 2475 10,000,000 1
15 | OSO72002 | 11,700 600 26.1 i 24 06 26.99 5000000 4
16 ONO72002) 21 995 300 2412 2478 23 65 24 .68 a4
17| 0072002 | 36 380 200 24 8 25 2438 24 54 =]
18 ouorraone|21.32300]  psoe| e[ 2507 2518 EEEEE

e = - T - R T == = =

DuErnck | Stodksd o ThanhCon - Pancto- L _l Hod kb CufegHCal Curg-Casd - OT P, Stocksd | DalStodk - Stocds? - Thenhlot - Pareto-Pa ‘_J

Dé so sanh hai worksheet thi sau khi lam budc trén ban chon tiép nhom View > Window
> View Side by Side. Khi str dung chirc ning nay khi ban cuén thanh cuén ¢ cira s6 nay thi
ctra s6 kia cling dwoc cudn theo. Pé tat tinh ning cudn dong thoi ndy ban vao View

>  Window > Synchronous Scrolling (néu n6 dang bat).

Chia khung bang tinh 1am nhiéu phan va cé dinh vung tiéu dé

Tinh ning rt hay duoc dung khi thao tac trén céc danh sach dai hoac trong tinh toan can phai

thuc hién nhiéu viéc tham chiéu. Bé chia ctra s6 bang tinh: Dt & hién hanh tai vi tri can chia
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trén bang tinh, sau d6 chon View & Window >  Split. Bé bé khung bang tinh thi nhan nit

Split lai mot Ian nira hodc nhap chudt 2 Ian 1én dudng chia doc va ngang. Ngoai ra, & dau cua

b
cac thanh cuon doc va ngang c6 mot ngan nho ma khi ré chudt 1én sé c6 biéu tuong E”a

(cdng cu chia nhanh khung bang tinh), ban gir trai chudt va kéo ra noi mudn chia trén cira s6

lam viéc cua bang tinh.

B paiTHE x5 [Compatibility Mode] %
=] C ]
1 [Tén nwde 1990 151
2 Cambodia 6.15 11.92
3 Indonesia 2614 26.43
4 Malaysia 76.36 8095
5 Myanmar 2.62 1.57
6 Philippinzs 2752 2960
1 Singapore 19754 189.19
& Thailand .13 35.98
9 Vietnam 2642 3259
10 Indonesia 041 19.38
11 Malaysia 16 67 1515
12 Philippines 125 576
13 Singapore 1381 Rl
14 il and 13 39 15 14
CREL

- | X

E
1952
15.70
2584
76.85
144
2913
162.56
36.97
242
1521
518
im
T38

131 A1

14

B
1 [Ten nuoc
2 Cambodia
3 Indonesia
4 Malaysia

5 |Myanmar
G Philippines
T Singapore
B Thailand

9 Wistnam
10 Indonesia
11 Malaysiz
12 Philippines
13  Singapore
14 Thailand
R

2] BaiTHEMIs [Compatibility Mode]

c (]
1450 1991
615 11.92
2614 26.43
76.35 80.95
262 1.57
27.52 29.60
197.59 168919
413 3536
2647 32589
041 19.49
16.67 16.15
125 578
13481 216
13.38 16.14

2] BaiTHEXs [Compatitility Mode] o

B
1 [Ten nwoc
2 Cambodia
3 Indonesia
4 Malaysia
5 |Myanmar
& Philippines
T Singapore
4 Thailand
4 |Viatnam
10 Indonasia
11 Malaysia
12 Philippinas
13 Singapore
il Ll

A4 Thailan
44 kbl ASEAN

C
1450
6.13
26.14
76.38
2.62
27.52
157.69
34.13
26.42
041
16 67
125
1381

Row S0t |

= X
o E H
1951 1952 144
11.92 15.70 1
2643 23.84 2
30.95 75.85 g
1.57 1.44
2060 2913 3
18519 18288 17
35.96 35.87 3
32,59 3242 2
19.89 18.21
1818 519 1
576 im
916 738 1

1L 14

Minh hoa chia 4, chia 2 doc, chia 2 ngang

Ngoai viéc chia khung 1am viéc, Excel con hd tro ban cé dinh mot ving nao do trén cira $6

lam viéc vi du nhu dong tiéu dé caa mot danh séch. Viéc ¢ dinh nay rat hitu ich vi nd gitp ta

lubn thay duoc dong tiéu dé miac du da cudén man hinh xuéng phia duéi dé nhap liéu. Bé cd

7
A

dinh ban hiy dat 6 hién hanh tai vi tri can cé dinh, sau d6 chon View &  Window

> Freeze Panes & chon kiéu c¢b dinh pht hogp. Néu chon:

e Freeze Panes: S& ¢ dinh dong phia trén va cot bén trai 6 hién hanh

o Freeze Top Row: Cé dinh dong dau tién dang nhin thiy cua danh sach

e Freeze First Column: Cé dinh cot dau tién dang nhin thay ciia danh sach

Dé bo ¢b dinh thi vao View > Window > Freeze Panes &> Unfreeze Panes

& paiTHEXIs [Compatibility Mode] - B x || & paiTHExMs [Compatibility Mede] - B X
B c D E F B c D E F

1 Tén nweec 1950 1981 1952 19¢ 1 Ten nuee 1980 1981 1952 19¢

18 Malaysia 11.66 10.68 10.49 34 |Malaysia 9.66 B.60 760

19 Myanmar 51.29 53.39 35 | Philippines 3.04 -0.58 0.34

20 Philippines 18.92 18.67 17.29 1 36 | Singap ore .01 7.26 6.23 1

21 |Singapore 521 .59 5.58 3T | Thailand 1147 B.56 808

22 Thailand 28.73 2706 26.09 2 3 Vietnam 5.10 5.96 8.65

23 Brunei 19.20 15.67 12.58 39 |Brunei 0.90 -3.70

24 Indonesia 5.05 547 536 40 Cambaodia 1.16 r.59 7.02

25 Malaysia T.25 560 563 41 Indonesia 883 B.89 124

26 |Myanmar 12.97 14.65 42 Lao PDR I B.EJ'.l 4.13 6.56

27 |Philippines 10.34 B.64 g.44 43 Malaysia 11.08 7.39 7.56

28 Singapore .08 B.31 B.36 44 Philippines 379 046 1.55

29 | Thailand 5051 EEX] 5.54 45  Singapore .89 E.60 a.1s

30 Brunai 274 3.63 -1.02 46 Thailand 11.22 .35 7.23

14 4+ #| ASEAN -~ Row Sort _fi 44+ ®| ASEAN - Row Sort

Minh hoa cd dinh céc tiéu dé

Z] paiTHE x5 [Compatibility Mode] -

=]
Ten nwdc
Cambodia
Indonesia
Malaysia
dyanmar
Philippinez
Singapore
Thail and
9 Wistnam
Inderesiz
11 Malaysia
12 Philippines
13 Singapore
14 Thailand
W4 F M ASEAN

LIRS TR

C
1590
615
26.14
7638
262
27 52
197.59
M3
2642
0.41
16.67
1.25
13.81
13.38

B X
(u] E
1991 1992 1
11.42 15.70
2643 2384 2
80.95 7585 3
187 144
2560 2313 3
18819 18258 T
3596 3g.aT 3
3253 3242 2
12.89 15.211
1614 5.1% 1
578 im
516 7.38

1514 13.61
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S dung Watch Window

Tinh ning nay gitip ta theo ddi cac 6 trong qua trinh tinh toan. Ban mudn giam sét 6 nao thi
dua nd vao danh sach giam sat & ctra s6 cua Watch Window. Goi cira s6 Watch Window ban
chon nhém Formulas > Formula Auditing >  Watch Window, sau d6 chon & can theo
ddi va nhan vao nit Add Watch trén cara s6 Watch Window.

Watch Window *
?3 AddWatch... % Delete

Book Sheet Mame Cell Value Formula

BaiTHS.xls  Inwestment 010 $68,535 =SUMPRODLICT{ 4044 4049, kB4 $B49)
BaiTHSxls  Investment F11 $375,000 =B11*%50%

BaiTHS.xls  Inwestment H10 $262,500 =SUMPRODUCT{$HE4: $HED, kB4 $E49)

s

Ctra s6 Watch Window
Chwong 2: Lam vigc vai dir ligu trong Excel
2.1. Nhap liéu, hiéu chinh

Cac 6 trong bang tinh cd thé chtra cac con s6, cac chudi vian ban hay cac biéu thac toan hoc.
Ngoai ra bang tinh con c6 thé chira cac biéu dd, so do, hinh anh, ... cac d6i twong nay khong

chira trong 6 ma ndi trén bé mat bang tinh.

Nhap liéu

Nhap s6, chudi, thoi gian, ngay thang nam

B1. Trén worksheet, chon 6 can nhap liéu

B2. Nhap vao con sd, chudi van ban, ngay thang hay thoi gian,... ma ban can

B3. Nhap xong nhan Enter (6 hién hanh chuyén xudng duéi) hoac Tab (6 hién hanh chuyén

qua phai) dé két thc.
Luuy:

o Néu nhap céc con sé vao ma Excel hién thi ##### 1a do chiéu rong cot khong du ban ban

tang thém chiéu rong cot.

e Mic dinh Excel s& dung dau cham (.) dé phan cach phan sé nguyén va phan sé thap phan.
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& Khi nhap c4c con s ma céc con sé nay khong can tinh toan thi ban nén dinh dang 6 la

Text trudc khi nhap (Home - nhom Number - chon Text tur danh séch).

< Ngay va thoi gian nhap vao 6 thi né6 dung dinh dang ngay mac dinh trong Control Panel

- Regional and Language Options.

< Khi nhap ngay dung dau / hoic - dé phan cach, vi du 10/05/2007 hoic 10-05-2007. Khi
mudn nhap ngay hién tai vao & hay gd <Ctrl+;>. Khi mudn dung dinh dang ngay mic dinh

cho 6 chira ngay thi chon 6 va gb <Ctrl+Shift+#>.

@ Khi nhap thoi gian va mudn dinh dang theo chuan 12 gio thi thém A hozc P vao sau thoi
gian nhap vao, vi du 8:30 AM hoic 4:15 PM, néu khong Excel tu hiéu 1a AM. Khi mudn
nhap thoi gian hién tai vao 6 hay gd <Ctrl+Shift+;>. Khi mubn ding dinh dang thoi gian mac
dinh cho 6 chira thai gian thi chon 6 va gd <Ctrl+Shift+@>. Mudn nhap cling mét ndi dung
cho nhiéu 6, ban hdy chon cac & va nhap liéu vao sau d6 nhan <Ctrl+Enter>. Ngoai ra con cd
thé st dung chirc ning AutoFill (phan sau). Mudn nhap cting ndi dung trén cac 6 & nhiéu
sheet, ban hay chon cac sheet d6, sau d6 chon cac 6 trén sheet hién hanh, tiép theo nhap liéu
(c6 thé mat dix liéu do bi nhap dé 1én céc 6 c6 dit lidu). Dé bd chon céc sheet thi nhap phai

chudt Ién thanh sheet tab va chon Ungroup Sheets.

i B D E
1 | Chra dinh dang Dinh dang Gidi thich Ghi chi
2 £4666 5466600 déng Tién té £ 2201 00 [Sddng]
3 04566 45 56% Phan tram 0.00%
4 10-May 10/05/2007 Dang ngay ngin gon dd'mm/vvvy
5 10-May Thorsdav, Mav 10, 2007  Dang ngav chi et [3-F800]dddd, mmmm dd, vy
& 646564622 646, 56462200 K& toan _(F==20.00_0:_(* (z==000)_*"-"77 ) _(@_)
7 8489325103 848-932-5103 So dien thoa ===_===_====
3 79300958230 7930 095 823 0 S bao hiém x3hoi == =g azEEEs =
9 0663 35736 PM Thiv gan [5-F400 i ss ANPM
10 D.25 1/4 Phin s6 # M
11 646564622 6.47E+08 Khoa hoc 0.00E+00

Vi du nhap céc loai dir liéu
Nhap céc ky tu dic biét
B1. Mudn nhap ky tu dic biét vao, trudc tién chon 6 va dén noi can chén trong 6.
B2. Chon Insert > nhdém Text -  chon Symbol
B3. Trong hop thoai Symbol hdy chon ky tu can, c¢d thé doi kiéu Font tai hop Font,

B4. Nhan nat Insert dé chen.
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A

1 | Chwa dinh dang

2 4666

: 0.4566 Jymbols | Spedal Characters

4 10-May

5 10_}.13_}_ -[]1 Eﬂ":: 5';.'|'I'I|:l|:l| V‘l

6 Aadnsndnl _ . A A
L ¥, E | L KA VD

7 £489325103 p ’iﬂ olym P - H —

& 79300938230 n|O|plotjvmlo||w|d|[{|]]F~]-

9 0665 =il EeiE=liEel il il iul Bel el iel iul Bl el Bul B =

10 0.25 iy B By By Ry Iy Ry Ry By i Ry

11 odgspdell SIS U (L [ U S S (S (S [ S G QU U A

= - Recerihy used symbolks:

13 O I

14 0€£¥@R'T“‘i#£2:—x"pa‘

15

16 Syrmbal: 100 Character cods; 100 from: Svmbol {dedmal) ‘v‘|

= | mnser | [ ioze |

18

Vidu chén & vao 6
Haiy lénh (Undo), phuc héi Iénh (Redo), lép lai 1énh sau cung
= T : T- -3
Huylénh  Phuc hoi lénh

e Dé hay mot lénh vira thuc hién ban nhan chuét 1&n nat “ hay dung phim <Ctrl+Z>

e Pang nhap liéu vao 6 mudn huy thi nhan phim ESC

e Dé phuc hdi Iénh vira hay thi nhan nat ™ hay dung phim <Ctrl+Y>

e Dé thyuc hién lai 1énh sau cling nhan <Ctrl+Y>

Hiéu chinh ndi dung

X6a ndi dung cac 6 B1. Chon mot hoic nhiéu 6 can xoa

B2. Nhin Delete trén ban phim (x6a cach nay thi chi x6a noi dung cac dinh dang ciia 6 van

con). Ngodi ra dé x6a ban c6 thé vao Home >  nhém Editing >  Clear (“< ) va chon

cac lénh:
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e Clear All: X6a tat ca noi dung va dinh dang
e Clear Formats: Chi x6a phan dinh dang cua 6
e Clear Contents: Chi x6a ndi dung, con dinh dang

e Clear Comments: Chi x6a cac chd thich cua & néu cé
e Lruy cic nh trén khbng xéa duoc dinh dang cua bang (table)

Nhap de 1én 6 c6 san ndi dung

Muén nhap dé 1én cac 6 ¢ san ndi dung, trudc tién ban hily chon 6 d6 va nhap vao noi dung

méi. Khi d6, ndi dung cii ciia 6 s& mat di va thay bang ni dung vira nhap de.

Hiéu chinh ngi dung cac 6

Muén hiéu chinh ndi dung san c6 caa 6 ban lam céc cach sau:

1. Nhdp chuét hai fén 1én 6 can hiéu chinh &  dung chudt hoic cac phim mdi tén di

chuyén dén noi can hiéu chinh >dung phim Backspace hoic Delete dé x6a mot s6 noi dung

sau d6 nhap vao noi dung méi.

2. Chon 6 can hiéu chinh va nhan F2 dé vao ché do hiéu chinh va 1am tuong tu nhu trén
3. Chon 6 can hiéu chinh, sau d¢6 nhap chuét vao thanh céng thic (Formula)

Str dung cac ky thuat khi nhap liéu

St dung chirc nang AutoFill

Str dung cdng cu nay Excel s& gilp ban dién tu dong dit liéu theo cac mau AutoFill c¢é san.

Ngoai ra ban con c6 thé tao thém cac mau phuc vu cho cng viéc cua minh.

Danh satich mot sé AutoFill cou saiin

Cac gia tri khdi dau Chuai sau khi mé rong
1,2,3 4,5,6

9:00 10:00, 11:00, 12:00
Mon Tue, Wed, Thu
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Monday Tuesday, Wednesday, Thursday
Jan Feb, Mar, Apr
Jan, Apr Jul, Oct, Jan

Jan-99, Apr-99

Jul-99, Oct-99, Jan-00

15-Jan, 15-Apr

15-Jul, 15-Oct

1999, 2000 2001, 2002, 2003
1-Jan, 1-Mar 1-May, 1-Jul, 1-Sep,...
Qtr3 (or Q3 or Quarter3) Qtr4, Qtrl, Qtr2,...

Product 1, On backorder

Product 2, On backorder, Product 3, On backorder,...

Textl, textA

text2, textA, text3, textA,...

1st Period

2nd Period, 3rd Period, ...

Product 1

Product 2, Product 3,...

e Ban mudn dién cac s ¢ trong khoang tir 1 dén 25 vao cot A ban lam nhu sau:

B1. Chon 6 dau tién Al va nhap vao sb 1

B2. Chon 6 tiép theo A2 nhap vao s6 3 (budc nhay bang 3-1 = 2, Excel s& cong s6 2 vao 6

chira s6 1é trude do dé co duoc s6 1é ké tiép).

B3. Chon hai & A1:A2, di chuyén chudt xuéng dau vuéng nhé mau den (Fill handle) & goc

dudi bén phai viing chon cho chudt bién thanh dau cong mau den.

B4. Giir trai chuot kéo xudng phia dudi cho dén khi hién sb 25 thi ding lai.
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A B c A B c A B c
1 1 ] 1 1 T 1 T
z 3 z 3 z 3
3 3 - 3 5
4 ] 4 4 7
5 Fill handle s s o |
6 6 6 11
7 = - 7 13
2 Keéo :-;110"1{ 2 15
9 9 9 17
10 10 = 10 19]l Nut AutoFill
11 11 v 1 21 Options
12 12 12 13
13 13 13 15
14 g 14 g 14 = 1
i 4 b b | Sheet1 TN B < > v Sheet1 . TINM BIE <« > v Sheet1 . TIM Wl

e Khi ban muén dién tu dong (sao chép) dit liéu hay cong thic caa & hién hanh cho cac 6 bén
trai, bén phai, phia trén hay bén dudi n6 thi ban lam theo cac cach sau:

1. Chon & hién hanh dang chta dit liéu hay céng thirc can sao chép, sau dé giir Fill handle va
kéo theo hudng ban can (1&n, xuéng, trai hay phai). Khi d6 dit liéu hay biéu thirc s& duoc sao
chép.

2. Chon 6 chira dit liéu (hay c6ng thtic) can sao chép va tat ca cac 6 can sao dir liéu dén, sau
d6 vao Home = nhém Editing 2> Fill > chon huéng phu hop (Down, Right, Up,
Left).

e Tu tao danh sach AutoFill ban vao nat Office > Excel Options - Popular >  trong
phan trong phan Top options for working with Excel >  chon Edit Custom Lists >  hop
thoai Custom Lists hién ra. Tai day, ban hdy nhap vao danh sach trong khung List entries,
sau khi nhap xong nhan nit Add dé thém vao Custom lists va ké tir Iic nay ban c6 thé sir

dung chtrc nang AutoFill vai danh s&ch tu tao cua ban.
e Muén x6a mot danh sach thi ban chi can chon danh sach d6 va nhan ndt Delete.

 Néu muén hiéu chinh danh sach thi chon danh sach d6 va hiéu chinh trong 6 List entries,

sau khi hiéu chinh xong nhan nat Add.
St dung chirc nang Automatic Completion

Chirc ning Automatic Completion gitip ban nhap cac chudi van ban giéng nhau & cac 6 dugc

nhanh chéng hon. Tuy nhién, chitc ndng nay doi khi cting lam ban kho chiu, dé bat tat ban
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vao nut Office > Excel Options = chon Tab Advance - tai Editing options
- Enable AutoComplete for cell values.

Custom Lists @

Custom Lists

Custom lists: List entries:

NEW LIST 8,8,CD,EFGHILLKL ~|
Sun, Mon, Tue, Wed, Thu, Fri, € M N, QP QR,ST,UYW,

Sunday, Monday, Tuesday, Wec XY 2Z

Jan, Feb, Mar, apr, May, Jun, J
January, February, March, April

Press Enter to separate list entries.

Import list from cells:

QK [ Cancel ]

Sir dung chire nang AutoCorrect

AutoCorrect gilp ban sira cac 16i chinh ta nhap liéu khi nhap bang tiéng Anh, ngoai ra né con
gitp nhap nhanh céc ky hiéu hay cac doan van ban lap di 1ap lai. Ching ta c6 thé thém vao
cac cum tir ma chung ta thuong hay dung vao danh sach cua AutoCorrect. Dé thém tir vao
danh sach AutoCorrect lam theo cac budc sau:

B1. Chon nut Office >Excel Options > Proofing > AutoCorrect Options

B2. Tai Tab AutoCorrect chon Replace text as you type thi chirc nang nay mai co tac dung
B3. Trong hop Replace g6 cum tir thuong hay gé sai (hoic gd vao ma téc ky)

B4. Trong hop With g6 cum tir diing vao (hoic gd vao nguyén ban cua ma toc ky)

B5. Nhan nat Add dé thém vao danh sach
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Dé hiéu chinh mot myc tir trong danh séch thi chon muyc tir 46 va gd ndi dung méi vao hai

hop Replace va With, sau d6 nhin nit Replace. Mudn x6a mot muyc tir trong danh séch thi

chon muc tir d6 va nhan nat Delete.

AutoCorrect: English (L.5.)

AutaCarrect |F'.utu:|FDrrnnt A= Yoo Type || Smark Tags

Show AutoCarreck Ophons butkons

Carrect Twio IMitia Capitals

Capitalize First letker of sentences
Capitalize pames of days

Correct accidental use of cAPS LOCE key
Replace kext as wau bype

Replace: With:

v | Cing hoa ¢& hii Chi hia Yiet Ham

usualkyl Lsually ~

WELT WEFY

wirtual wirtualy

Wis-a-vis wis-3-vis =3

WrEY wEEY W
[ K, ] [ Cancel

Minh hoa thém mé téc ky vn va

2.2. binh dang

Dinh dang chung

nguyén van

Céc nut dinh dang théng dung caa Excel duoc b tri rat thuan loi truy cap trong nhdm Home

cua thanh Ribbon. Trong qué trinh soan thao, tinh toan trén Excel, mdi khi can dinh dang ban

chi viéc nhan chuot 1&n nat 1énh phi hop dudi day.
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Phéong Thunho Canh  Xoay Cac loai dinh
tocht chue ‘gitadoc chi dang s6
Canhlé |Canhlé | Wrap Text Dang s

Fontchtt Cochit wen | dinse

No61 6  phan tram

Times NewRom ~ (12 ~ | A" A7| | =] = =|| | General -
B Z U-|ii-[& A === #EE |$ = Y v |58 5%
Fon E Alipnmgnt f« Numbgr C
Chi d4m Ké khung Canh trai Tang thut Dangsé | Giamso
Chit nehia Té ni Canliuitss dau cac dong (ké toan) | thap phan

-ann g1 .. e -
‘hir nghien 0 nén 8 Giamthyt  Dang s6 Tang s6

Gach chan Mau chir Canh phai dau céc dong (tién té) thap phan

Dinh dang vin ban va s6

Khi can cac dinh dang phic tap hon ma trén thanh Ribbon khong c6 nat 1énh thi ban truy cap
vao hop thoai Format Cells: Chon Home = nhom Cells > Format »> Format Cells...

Format Cells

Numl:-er| Aligriment: || Fonk || Border || Fill || Prokection

Category:

General Sample
MNurmber
CuUrrency
Accounting
Date

Time
Percentage
Fraction
Scientific
Texk
Special
Custarm

General format cells have no specific number Format,

[ Ok l [ Cancel

Giai thich hop thoai Format Cells
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binh dang Mo ta
Tab Number
Category Danh séch céc loai dinh dang s, gia tri
Sample Hién thi dinh dang cua gié tri trong 6 hién hanh theo cac dinh dang ban

chon

Decimal places

Tbi da c6 thé c6 30 s6 sau dau thap phan, chi ap dung cho dang

Number, Currency, Accounting, Percentage, va Scientific.

Use 1000 Separator (,)

Chon & nay néu muén c6 du phan céach giita hang nghin, triéu, ty...chi

ap dung cho dang Number

Negative numbers

Chon loai dinh dang thé hién cho s6 am, chi 4p dung cho dang Number

va Currency.

Symbol Chon loai ky hiéu tién té, chi &p dung cho dang Currency va
Accounting
Type Chon kiéu hién thi phtl hop cho gié tri , chi 4p dung cho céc dang Date,

Time, Fraction, Special, va Custom.

Locale (location)

Chon loai ngdn ngir khac dé ap dung dinh dang gié tri, chi 4p dung cho

cac dang Date, Time, va Special.

Tab Alignment

Text alignment Horizontal

C6 cac lya chon dung dé canh chinh noi dung 6 theo chiéu ngang. Mic
dinh Excel canh I& trai cho van ban, I& phai cho gia tri , cac gia tri luan

Iy va cac 1i dugc canh gitra.

Vertical C6 céc lya chon dung dé canh chinh ndi dung theo chiéu doc. Mic
dinh Excel canh 1& du6i cho van ban.
Indent Thut dau cac dong noi dung cua o.
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Orientation

Chon cac hudng cua vian ban trong céc 6.

Degrees

Dit gia tri do dé xoay vin ban. Céc gia tri tir -90 dén 90 d6

Text control Wrap text

Noi dung trong 6 duoc xudng nhiéu dong ty thude vao do rong cot va

do6 dai noi dung. (xem chi tiét phan duéi)

Shrink to fit

Giam kich co chit dé tt ca noi dung trong 6 vira véi do rong cot

Merge cells

Noi cac 6 chon thanh mét 6 (da trinh bay phan trén)

Right-to-left Text direction

Xéc dinh trinh tu doc va canh 18

Tab Font

Font Chon kiéu Font cho céc 6, font mic dinh la Calibri
Font style Chon kiéu thuong, in nghién, in dam...caa Font chir, kiéu méc dinh Ia

Regular.
Size Kich thudc font chit , tir c& 1 dén 1638 va mic dinh la c& chir 11 point.
Underline Chon kiéu gach chan cho vin ban trong danh sach, mic dinh 13 None.
Color Chon mau cho van ban, mac dinh la Automatic (do Excel tu chon mau)
Normal font Néu chon s& loai bé cac dinh dang Font khac va tro vé dang binh

thudng

Effects Strikethrough

C6 thém duong gach ngang van ban

Superscript

Lam cho vin ban co lai va day Ién trén

Subscript Lam cho van ban co lai va day xuéng dudi
Preview Xem truéc két qua dinh dang ban vira chon
Tab Border
Line Chon kiéu va kich cé cac duong ké khung, sau d6 chon cac nit bén

hop Border dé ké
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Presets Chon khong ké khung, k& duong bao va ké cac duong phéan cach gitra
cac 6

Color Chon mau cho cac duong ké

Border Céc nit bao quanh hinh minh hoa ding dé k& cac duong bao cac 6

Tab Fill

Background Color

Chon mau nén cho cac 6. Fill Effects cung cp c4c hiéu ung t6 mau

nén (xem chi tiét phan dudi).

More Colors

B& sung thém cac mau va cong cu pha ché mau.

Pattern Color

C4c mau mau nén

Pattern Style

cac kiéu mau td nén 6. Xem trudc két qua chon mau va kiéu mau tai

Sample

Tab Protection

Locked Khéa viéc thay ddi, di chuyén, x6a, ... cac 6, chi ¢ tac dung khi sheet
duoc bao vé

Hidden An cong thirc trong 6, chi co tac dung khi sheet dugc bao vé (xem
phan sau)

General Excel mac dinh dung kiéu nay dé dinh dang gia tri, khi s6 dai hon 12
s6 thi dinh dang

General chuyén sang dang Scientific

Number Dung dé dinh dang céc con s6, ban c6 thé chon dau phan cach thap
phan va qui dinh s6 con sb sau du thap phan, dong thoi c6 thé chon
kiéu hién thi sé am.

Currency Dung dé dinh dang cac don vi tién té cho cac gia tri, ta c6 thé chon dau

phan cach thap phan va dinh s con sé sau dau thap phan, ddng thoi co

thé chon kiéu hién thi sé am.
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Accounting

Dung d¢ dinh dang cac don vi tién té trong ké toan, né dat ky hiéu tién

té va gié tri & hai cot khac nhau.

Date

Dung dé dinh dang céc gia tri ngay va thoi gian tay theo chon lya tai
phan Type va Locale (location). Cac Type c6 dau (*) 1a dinh dang liy
tir hé thong (Control Panel).

Time

Dung dé dinh dang céc gia tri ngay va theri gian tiy theo chon lua tai

phan Type va Locale (location). Cac Type c6 dau (*) 1a dinh dang liy
tir hé thong (Control Panel).

Percentage

Dinh dang nay lay gié tri trong 6 nhan véi 100 va thém dau % vao sau
két qua, ban c6 thé chon diu phan cach thap phan va qui dinh sé con s6

sau d4u thap phan.

Fraction

Dinh dang nay hién thi con sé du6i dang phan sé tuy theo Type ban

chon.

Scientific

Hién thi con s6 duéi dang khoa hoc <Con s6 E+n>. Vi du, s6

12345678901 dinh dang theo Scientific 1a 1.23E+10, nghia 1a 1.23 x
1010. Ban c6 thé chon diu phan cach thap phan va qui dinh sé con sb

sau dau thap phan.

Text

Dinh dang ndi dung 6 gidng nhu nhitng gi nhap vao ké ca cac con sb.

Special

Dinh dang cac con s6 dang mé buu chinh (ZIP Code), sé dién thoai, s6

bao hiém ...

Custom

Dung dé hiéu chinh cac ma dinh dang dang 4p dung hay tao méi cac
dinh dang do ban 4p dung. Ta c6 thé thém vao tir 200 dén 250 dinh

dang tu tao tiy theo ngdn ngir va phién ban Excel. (xem phan sau)

Sir dung Wrap Text

Khi ban muén doan vin ban dai trong 6 ¢ nhiéu dong thi ban dung chirc ning wrap text hoic

ding <Alt+Enter> ¢ xudng dong tai vi tri mong mudn.

B1. Chon 6 can dinh dang Wrap text, vi du 6 Al
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B2. Chon Home -  Alignment = chon Wrap Text ( = ). Néu dong khdng tu dong mé
rong la do 6 bj thiét 1ap chiéu cao cb dinh, ban vao Home > Cells > Format > tai
Cells Size chon AutoFit Row Height

Xoay chir (Orientation)

B1. Chon cé4c 6 can xoay chit A1:D1

B2. Chon Home - nhdédm Alignment >  Orientation > Angle Counterclockwise

= General -
Angle Counterclockwise .0 .00
.00 .0

Angle Clockwise

Wertical Text

Fotate Text Up —
Rotate Text Down

% T b =g (¥

Format Cell Alignment

Dinh dang khung (border)

K& duong bao xung quanh viing B2:E18 dam, c6 dudng phan cach giira cac 6 bang nét méanh
va mau tat ca duong ké la mau do.

B1. Chon danh sach can k& khung B2:E18

B2. Chon Home = nhém Cells > Format > Chon Format Cells

B3. Vao Tab Border, chon mau la Red () tai Color

B4. Chon Style 1a nét dam , sau d6 chon nut Outline tai Preset

B5. Chon Style la nét manh , sau d6 chon nat Inside tai Preset

B6. Nhan OK hoan tit
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Format Cells

Mumber | alignment

Fonk | Border |

above,

Presets

Border

Fill Protection
hone Cutline  Inside
Texk Texk
Text Text

The selected border style can be applied by clicking the presets, preview diagram or the butkons

(0] 4 l [ Cancel

Hiéu ieng td nén 6 (Fill effect)

B1. Chon viing can td mau nén B2:E18

B2. Chon Home = nhém Cells > Format = Chon Format Cells

B3. Vao Tab Fill > Chon Fill Effects...

B4. Chon c&c mau can phdi hogp: Color 1 (vi du [a mau vang Yellow) va Color 2 (Blue)

B5. Chon Shading styles la Vertical va chon kiéu thir 3

B6. Nhan OK hai lin @é hoan tat.
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Format Cells |E| |E|

| Mumber || Aligrment || Font || Border | Fill |F‘ru:uteu:tiu:un
Background Calar; Fill Effects
|| Mo Calar ||
Gradient
(N NEEEEERNR
Colors
ONOBOO000O0O0O - I
OCNERERCONEEO e =
ENEEEEENEE © Two colors | v]
FEEEEEEEEENR Preset Color 2
FEEEEENEEER . B
ERE A EEEEN
LFi_II Effects... ] [Mu:ure Colars. .. ]
Shading styles Warianks
Sample ) Harizonkal
3 ertical
© Diagorial up:
) Diagonal down Serie oy
) From cormer
{:} From cenker
\et2 . Sheet3 , ¥J | o ][ canel

Tw dong dinh dang cé diéu kién.

Vi1 Excel 2010 dinh dang co diéu kién sé gitp ban chi ra cac mau trong dir lidu va str dung
rat don gian. Chi can danh ddu mot nhom cac 6 va kich vao Conditional Formatting trén
ribbon Home. Khi dua chudt trén nhitng lwa chon, ban s& thdy preview ctia né ngay lap tic.
Co thé gan cho mdi 6 modt mau dé phén anh thir hang cua n6 trong toan bg dai cac gia tri,
thém mot thanh dit liéu trong sudt phan anh gia tri ctia ... Cach thirc tién hanh nay cho phép
don gian hon rat nhiéu so v6i sy phirc tap trong hop thoai Conditional Formatting ctia Excel

2003.
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‘?l | B [}  a=Insert v
5 <= —-lgy — =
s | S S 3 Delete v
| Conditional | Format Cell Saal
|Formatting v} as Table ~ Styles ~ (%] Format ~

Cells
—gl Highlight Cells Rules » —
N =

5l

= v
10 Top/Bottom Rules 4

1= Icon Sets »
2] NewRule...
_‘J' Clear Rules »

i5] Manage Rules...

Bang va dinh dang bang (table)

Excel thiét 1ap san rat nhiéu biéu mau dinh dang bang va con hd tro tao thém céc biéu mau
méi. Excel chi cho phép x6a céc biéu mau tu tao thém va cho phép x6a dinh dang bang.

Ngoai ra ta c6 thé hiéu chinh dinh dang bang khi can thiét.

Ap dinh dang bdng cho danh séch va chuyén danh sach thanh bdng

B1. Chon danh B2:E18

B2. Chon Home > nhom Styles - chon Format As Table

B3. Cura s6 Style liét ké rat nhiéu biéu mau dinh dang bang, chon mét trong cac biéu mau. Vi

du chon miu Light sé 9

B4. Cira s6 Format As Table hién Ién nhan OK dé xac nhan.

e Dé tao mau méi thi tai budc 3 chon New Table Style..., sau do dit tén cho biéu miu méi va

nhan Format dé ché bién biéu mau.

e Mubn x6a mdt mau tu tao thi vao Home >  Style >Format As Table, tai phan Custom

nhap phai chudt 1&n biéu mau va chon Delete.

e C4c tuy chon hiéu chinh bang c6 ¢ Table Tools > Tab Design trén thanh Ribbon
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g=lnsert* X v W \ﬁ
@ L

3 Delete -
e Sort & Find &
o Format~ | cZ2~ Filter = Select -

General -

$ - % | %N

MNui Light

) ———— S S T S e mEeEe
) e EE s ) ) EEs
Medium
e e e e N e B
W EERE8 SESEE SEEES
E—— e e B s

=]
=1}
=
e

i Mew Table Style...
[iZ Mew PivatTable Style...
X6a kiéu dinh dang bang dang ap dung va chuyén bang vé danh sach

o Dé x6a mot kiéu dinh dang bang dang ap dung, trudc tién hay chon bang, tai Tab Design

vao nhém Table Styles chon More () =  chon Clear. Bén luc nay vung chon van con 1a
bang do vay né c6 cac tinh nang cua bang.

e DBé chuyén mot bang vé thanh danh séch thi chon bang, sau d6 vao Tab Design, tai nhom

Tools chon Convert to Range.
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Sir dung mau dinh dang tai li¢u (Document Themes)

Cac mau tai liéu dung san gitip ngudi sir dung tao nén céc tai liéu co dang vé chuyén nghiép
va rat dé sir dung. Cac biéu mau tai liéu dugc thiét ké san vai nhiéu mau, font chit, hinh anh,
db thi,... véi nhiéu hiéu tmg dep mat. Ngoai ra chling ta con c6 thé hiéu chinh va ché bién céc
Mau nay.

e D¢ 4p dung biéu mau tai liéu ban vao chon nhom Page Layout > Themes &> Chon mét
biéu mau tir danh séach.

e C0 thé hiéu chinh biu mau: vao Colors dé chon lai mau, vao Fonts dé chon lai kiéu Font

va vao Effects dé chon lai hiéu ang.
e Luu y bang phai &p dung Style thi méi cé tac dung.

e Ta0 biéu mau mai Colors va Font ban vao Page Layout > Themes > chon Colors
- chon Create New Themes Colors hay Page Layout > Themes - chon Fonts
- chon Create New Themes Fonts. Nhé Iuu lai (Save) sau khi tao.

e Khi d6i kiéu mau khac dong loat cac ddi twong duoc ap dung biéu mau thay déi dinh dang

va khong bi thay dbi ndi dung.
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Insert

iR

Margins Orientation

Page Layout | Formulas

Size Print Bl

¥ Area~

P

Yamato Pa...
| Built-In =
I
il Aa Aa
f | | b1 L )] aEran = pEamEe
f Office Adjacency Angles Apex
4 I D
|| Aa . Az 1| |[Aa ] |Aa
L D1 B  EEmEE- L 11 B _l [ & 1
Apothecary Aspect Austin Bauhaus
N ; 5
z\a Aa Aa il Aa =
| L | T e ENaEaw L] TeEmEN
BlackTie Carbon Fiber Civic Clarity
| X
Aa Aa
amuEEN - L L L] L] L L L]
Concourse Elemental Equity Executive |w

Browse for Themes...
Ea Save Current Theme,.,

2.3 Tim va thay thé dir liéu

Dé tim dir liéu hodc tim va thay thé dir li¢u:

« Kich nut Find & Select trén nhém Editing cta tab Home

* Chon Find hoac Replace
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j‘ﬂ Insert =

2 Delete -

[Ej Format =
Cells ﬂ‘él

b

e

3 -
> 9T | &

Sort & |Find &

27 Filter = |Select =

Find...

Replace...

GoTou.

Go To special...
Formulas

Comments

Caonditional Formatting
Canstants

Data Yalidation

Select Ohjects

Selection Pane...

« Hop thoai Find and Replace xuét hién, nhap tir mudn tim trong muc Find What (néu ban

chon Find & budc trén) hodc nhap tir mudn tim trong muc Find What va tir thay thé trong

muc Replace with (néu ban chon Replace ¢ budc trén).

« Kich nut Options dé tim thém cac tiiy chon

Find and Replace

Find | Replace

Find what; ||

Fndal | | Endnext | | close |

2.4 Sap xép va loc dir liéu

Sort (sﬁp xép) va Filter (lgc) 1a nhirng tinh ning cho phép ban thao tac dir liéu trong mot

bang tinh dugc thiét lap dua trén céc tiéu chuén.

Sip xép

Dé thyc hién mot sip xép theo chiéu tang dan hay giam dan trén mot cot:
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« Panh diu cac 6 mudn dugc sip xép
» Kich nat Sort & Filter trén tab Home

» Kich nat Sort Ascending (A-Z) hay Sort Descending (Z-A)

> -[Aer] &

. 7 4l |
3-12r o)
. iSort & | Find &
L7 Filter v |Select ~

4] sortAtoz
2l sotztoA
48] Custom Sort...

W= Filter

Tuy chinh sip xép

Dé sap xép nhiéu hon mot cot:

» Kich nat Sort & Filter trén tab Home

+ Chon ¢6t ma ban muén sép xép dau tién
* Kich Add Level

« Chon c6t tiép theo ban mudn sap xép

» Kich OK
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’ 4| Add Level ” X Delete Level H =3 Copy Level ” + || v || Options... [] My data has headers
Calumn Sort On Order
Sort by |C|:|Iumn H - | |'-a'a|ues w | |5mallest to Largest w
DK ] [ Cancel

Loc dir licu

B0 loc cho phép ban chi hién thi dit liéu ma dap tng cac tiéu chuin nhét dinh. Bé sir dung bd

loc:

« Kich vao cot hodc chon cac cot chira dit liéu ma ban mudn loc
* Trén tab Home, kich Sort & Filter

* Kich nut Filter

« Kich vao miii tén phia dudi 6 dau tién

* Kich Text Filter

« Kich Words ban mudn loc

Nhin chudt vao day dé xem

anh goc
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A B c |

1 |Monday |™

SortAtod

SortZto A

Sort by Color k
Clear Filter From "Monday

Filter by Color [

Text Filters 4

Search P|

-] (Select All)
- [o#] Friday

-[«#] Manday

- [of] Saturday

- [of] Sunday

- [of] Thursday

- [of] Tuesday

- [of] Wednesday

L K J[ Cancel ]

« Bé khong 4p dung bo loc, kich nat Sort & Filter

» Kich Clear

27| &

Sort & | Find &

il el

4] sortAtoz

%] sortztoa

48 Custom Sort...
| Fitter

K | Clear

%- Reapply
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Chuwong 3: Gigi Thigu Va Sir Dung Cac Ham
3.1 Gioi thiéu cdng thac va ham:
Giédi thiéu cong thirc (Formula)

Cong thuc gitip bang tinh hitu ich hon rat nhidu, néu khdong c6 cac cong thirc thi bang tinh
cling gidng nhu trinh soan thao vin ban. Chung ta dung cong thirc dé tinh toan tir cac dit liéu
Iwu trit trén bang tinh, khi dit liéu thay dbi cac cong thirc nay s& ty dong cp nhat cac thay ddi
va tinh ra két qua méi gitp chiing ta d& tén cong sire tinh lai nhiéu 1an. Vay cong thic co cac

thanh phan gi?

Cong thuc trong Excel dugce nhan dang 1a do n6 bat dau 1a ddu = va sau do 1a su két hop cua

cac toan tu, cac tri sO, cac dia chi tham chiéu va cac ham.

Vi du:

—Dau bang
—Tr1 s6
Toan tir

Ham

I*Tham chiéu

= 40000 — IF(C5>=25000.80%*C5.C5)

Vi dy vé cong thirc

Céc toan tur trong cong thirc

+ Cong =3+3 3cong3lab

- Tru =45-4 45 trir 4 con 41

* Nhan =150*.05 150 nhéan 0.50 thanh 7.5

/ Chia =3/3 3chia3lal

A Liy thua =2/ =16"(1/4) 2 lity thira 4 thanh 16 Lay cin
bac 4 cua 16 thanh 2
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& N&i chudi ="L&” & “Thanh” N&i chudi “Lé” va “Thanh” lai
thanh “Lé Thanh”
= Bang =A1=B1 Vidu 6 A1=3, 6 B1=6 Két qua:
FALSE
> Lén hon =A1>B1 Vidu 6 A1=3, 6 B1=6 Két qua:
FALSE
< Nho hon =Al<B1 Vidu 6 A1=3, 6 B1=6 Két qua:
TRUE
>= Lén hon hodc =Al1>=B1 Vidu 6 A1=3, 6 B1=6 Két qua:
bang FALSE
<= Nho hon hoic =Al<=B1 Vidu 6 A1=3, 6 B1=6 Két qua:
bang TRUE
<> Khéc =Al<>B1 Vidu 6 Al=3, 6 B1=6 Két qua:
TRUE
, DAau cach cac tham | =Sum(A1,B1) Vidu 6 A1=3, 6 B1=6 Két qua:
chiéu 9
Tham chiéu mang | =Sum(A1:B1) Vidu 6 A1=3, 6 B1=6 Két qua:
9
khoang Tra vé céc 6 giao | =B1:B6 A3:D3 Tra vé gia tri cua &
tring giita 2 viing
Thir tu vu ti€n cua cac toan tu
Toan tiw MO0 ta Uu tién
: (hai cham) (1 khoang trang) , (ddu phay) | Toén tir tham chiéu 1
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_ S6 am (vi du -1) 2
% Phan trim 3
A Lily thira 4
*val Nhén va chia 5
+va— Cong va tru 6
& Nbi chudi 7
Z<><=>=<> So sanh 8

Gidi thiéu ham (Function)

Ham trong Excel duoc lap trinh sin dung tinh toan hoic thuc hién mot chic ning nio do.
Viée str dung thanh thao cac ham sé& gitp ching ta tiét kiém duoc rat nhiéu thoi gian so véi
tinh toan thi cong khong dung ham. Cac ham trong Excel rat da dang bao trum nhiéu linh
vuc, c6 nhirng ham khong yéu cau ddi sb, co nhitrng ham yéu ciu mot hodc nhiéu ddi sb, va

cac doi sd c6 thé 1a bat bude hodc tu chon.
=Rand(): ham khong c6 dbi sd
=If{A1>=5,"Pat”,”R6t”): ham 3 ddi s6
=PMT(10%,4,1000,,1): ham nhiéu d6i s6 va d6i s6 tiy chon
Trong Excel 2010 c6 cac ham chinh nhu sau:

e Ham ngoai: Call, Registed.ID,...

¢ Ham léy dir 1iéu tir SSAS: Cubeset, Cubevalue,...

e Ham dir liéu: Dmin, Dmax, Dcount,...

o Ham ngay va thoi gian: Time, Now, Date,....

e Ham k¥ thuat: Dec2Bin, Dec2Hex, Dec2Oct,...

e Ham tai chinh: Npv, Pv, Fv, Rate,...
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e Ham thong tin: Cell, Thong tin, IsNa,...

e Ham luan ly: If, And, Or,...

e Ham tham chiéu va tim kiém: Choose, Vlookup, OffSet,...
e Ham toan va lugng giac: Log, Mmult, Round,...

e Ham théng ké: Stdev, Var, Countlf,...

¢ Ham van ban: Asc, Find, Text,...

Chung ta s€ cung nghién ctru cach sir dung tung ham trong cac nhoém ham trén ¢ cac phan

sau.
Nhép cong thirc va ham

Nhap cong thire trong Excel rat don gian, mudn nhap cong thirc vao 6 ndo ban chi viéc nhap
dau = va sau do 1a su két hop cua cac toan tu, cac tri sO, cac dia chi tham chiéu va cac ham.
Ban c6 thé nhin vao thanh Formula dé théy duoc tron cong thirc. Mot didu hét stre luu y khi
1am viéc trén bang tinh 1 tranh nhap truc tiép cac con sd, gia tri vao cong thirc ma ban nén

ding dén tham chiéu.

Vi du:
A B C D E F G H |
1 MNam | 0 | 1 2 3 4 5 r
2 Dongtién} -2.000f  -100 600 g0l  1.100 900
3

4 NPV |=NF"‘J§I2_§C”2 5G524B2
Minh hoa dung tham chiéu trong ham

Trong vi du trén, & ddi s6 thir nhat cia ham NPV chung ta khong nhép truc suat chiét tinh
10% vao ham ma nén tham chiéu dén dia chi 6 chira n6 1a 12, vi néu 14i suit co thay ddi thi ta
chi can nhap gia tri méi vao 8 12 thi chung ta s& thu dugc két qua NPV méi ngay khong can
phai chinh stra lai cong thuc.

Gia sur cac 6 C2:G2 duoc dat tén la DongTien, va 6 12 dat tén la LaiSuat (Xem lai cach dat
tén viing & bai s6 1) thi trong qua trinh nhap cong thirc ban ¢ thé lam nhu sau:

B1. Tai 6 B4 nhap vao =NPV(

B2. Nhéan F3, cira s6 Paste Name hién ra

B3. Chon LaiSuat va nhin OK
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B4. Nhap dau phdy (,) va gd F3

B5. Chon DongTien va nhan OK

B6. Nhap diu dong ngoic rdi nhap dau +

B7. Nhép chudt vao 6 B2

B8. Nhan phim Enter

A B E D E F G H I
Nam 0 1 2 3 4 5 r
Ddng tign -2,000 -100 600 800 1,100 800 10%

1
2
3
4
h
6
7
8
g

1
12
13
14
15
16
17

NPV |=HPUiLaiSuat,

[ Nhan F3 1
10 0

Chen tén vung vao cong thirc

Paste Name

Paske name

Laisuak Bg

[ oK \ ] [ Cancel

Mot trong nhitng cach dé dang nhat dé sir dung ham trong Excel 1a str dung thu vién ham.

Khi ban mudn sir dung ham nao chi viéc vao thanh Ribbon = chon nhom Formulas >

Function Library -> chon nhoém ham -> chon ham can sir dung. Ngoai ra ban c6 thé nhan

vao nit EI dé goi hop thoai Insert Function mot cach nhanh chong va khi can tim hiéu vé

ham nay ban chi can nhin vao Help on this function.
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Function Arguments E|EJ
TP

Insert Function

Search For a function: 0.1

4-100, 600,800, 100,300}

Rate |LaiSuat|

Type a brief description of what wou want to do and £ valuei

DongTien
Go

Yalue?
Or select a category: | Financial

Select a function:
MOMINAL
HFER - 2316,15451
MNP R.eturns the net present value of an Investment based on a discount rate and a serles of future
ODDFPRICE payments (negative valies) and income (positive waluzs),

QDDFYIELD
ODDLPRICE
QDDLYIELD
MP¥(rate,valuel,valuez,..}
Returns the net present value of an investment based| Farmula resule— 2,316, 15
sefies of future payments (negative walues) and incorn

Rake: is the race of discount ower the lengch of one period,

Hel on this Fncticn ok || canes
Help on this function I oK ] [ Cancel

Hop thoai Insert Function
Tham chiéu trong cong thirc

Céc tham chiéu str dung trong cong thirc gitp cho chung ta khoi ton cong sira chita cac cong

thirc khi cac gia tri tinh todn c6 su thay ddi. C6 3 loai tham chiéu sau:

e Tham chiéu dia chi twong dbi: Cac dong va cot tham chiéu s& thay d6i khi chung ta
sao chép hoic di doi cong thirc dén vi tri khac mot lugng twong tng véi sé dong va sb

cOt ma ta di doi1. Vidu A5:B7, C4

o Tham chiéu dia chi tuyét dbi: Cac dong va cot tham chiéu khong thay dbi khi ta di doi
hay sao chép cong thuc. Vi du $AS5:$B$7, $C$4

e  Tham chiéu hdn hop: Phbi hop tham chiéu dia chi twong d6i va tuyét doi. Vi du A$5
nghia 14 cot A tuong dbi va dong 5 tuyét doi.

Luu y: Déu $ trude thir tu cot 1a ¢ dinh cot va trude thir tu dong la ¢ dinh dong. Nhin phim
F4 nhiéu lan dé (tuyét d6i) c6 dinh/ bé cb dinh dong hodc cot.

Nhan phim F4 nhiéu [an dé (tuyét d&i) cd dinh/ bé c¢6 dinh dong hodc cot.

Vi dy: Tinh thanh tién bing S6 lwong nhan Gia. Do6i sang gia tri Thanh tién sang VND. Tinh

téng cac cOt Thanh tién va cot VND.
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A B C D E
1 Nguwéi mua| Sé lirong Gid | Thanh tién | Tién VND
2 Binh NI Y
3 Binh 2 250 = A B c D E a
4 Binh 1| 52501 4 Nguwdi mual Sé leong Gia | Thanh tién | Tién VND
5 Binh 3l S28501 5 Bink 4] 5250 $1000| 160.000| D2=B2°C2
6 Birc 1 51251 5 'Binn 2| 5250 5500 80,000 D3=B3°C3
7 Birc 4 $1251 4 'Binh 1| 35250 $250| 40000| D4=B4*C4
§ Burc 6] $125] 5 TEigy 3 52560 5750 120000| D5=B5'C5
9 Hoa 2| $1.00| g puc | 5125 5125 20000| D6=BE'CS
10 Hoa 2]  $1.00 7 Birc 4 5195 5500 | 80.000 D7=B7*C7
11 Hoa 3] $100 8 Dirc 5[ 5125 5750 | 120,000 D8=B5*CB
12 Thanh 1| 5125 9 Hoa 2| 5100 5200 | 32.000 D9=B9*CY
13 Thanh 2] 5125 10 [Hoa o[ 5100 5200 | 32.000 D10=B10"C10
14 Thanh .21 5125| 49 Hoa 3 5100 5300 48.000] D11=B11*C11
15 Tong 12 Thanh 1| 5125 $125 |  20.000 D12=B12°C12
16 13 Thanh 2| 5195 5250 | 40000| D13=B13°C13
14 Thanh 2 125 5250 | 40000| D14=B14°C14
15 Téng $52.00 | 832,000
16
17 Ty gia]  16.000 | D15=SUM(D2-D14) E2=D2*B3$17

Minh hoa dia chi twong d6i va tuyét dbi

B1. Tai 6 D2 nhap vao =B2*C2 va Enter. Sau d6 quét chon ca ving D2:D14 va g6
<Ctrl+D>. Vo cé4c 6 D3, D4... D14 ta thiy cong thiic cac dong tu dong duoc thay doi trong
g vé6i khoang cach so v6i 6 D2. Truong hop ndy chung ta dung dia chi tuong d6i cua
B2*C2 1a vi chung ta muén khi sao chép cong thirc xudng phia duéi thi dia chi cac 6 tinh

toan s& tur dong thay doi theo.

B2. Tai 6 E2 nhap vao =D2*B$17 va Enter, sau d6 chép cong thirc xudng cac 6 E3:E14.
Chung ta can ¢6 dinh dong 17 trong dia chi ty gia B17 vi ta mudn khi sao cong thirc xudng thi

cac cong thirc sao chép van tham chiéu dén 6 B17 dé tinh toan.

B3. Tai 6 D15 nhap vao =Sum(D2:D14) va chép sang 6 E15.

Luu y:
 Tham chiéu dén dia chi & worksheet khac nhung cting workbook thi c6 dang
o Tén_sheet!Dja_chi 6. Vidu:

=A2*Sheet2! A2

=A2*’Thong so’!B4

Khi tén sheet ¢ chita khodng trdng thi dé trong cdp nhdy don *°
« Tham chiéu dén dia chi trong workbook khac thi ¢ dang

[Tén_Workbook|Tén_sheet!Dia_chi 6.
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=A2*[Bai2.xlsx]Sheet3!A4

=A2*’[Bai tap 2.xlsx]Sheet3’! A4

Khi tén Sheet hay Workbook c6 chita khodn trang dé trong cip nhdy don *’
=A2*’C:\Tai lieu\[Bai tap 2.xlsx]Sheet3’! A4

Khi tham chiéu dén workbook khdc ma workbook nay khéng mo
=A2*’\\DataServer\Excel\[Bai tap 2.xIsx]Sheet3’! A4

Khi tham chiéu dén tai nguyén chia sé trén mdy chii trong mang

Cac 16i thong dung (Formulas errors)

Céc 16i thong dung

Léi Giii thich

#DIV/0! Trong cong thirc ¢6 chira phép chia cho 0 (zero) hoic chia 6 rong

#NAME? Do déanh sai tén ham hay tham chiéu hodc danh thiéu diu nhay

#N/A Cong thirc tham chiéu dén 6 ma c6 dung ham NA dé kiém tra su ton tai cta

dir liéu hodc ham khong c6 két qua

#NULL! Ham str dung dit liéu giao nhau ctia 2 viing ma 2 ving nay khong c6 phan

chung nén phan giao rong

#NUM! Van dé d6i véi gia tri, vi du nhu ding nhdm s6 4m trong khi dung phai 1a sé
duong
#REF! Tham chiéu bi 161, thuong 13 do 6 tham chiéu trong ham bi x6a

#VALUE! Cong thire tinh toan c6 chua kiéu dit liéu khong dung.

72



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

3.2 Céc ham trong excel
a. Nhém ham vé thong ké

AVEDEV (numberl, number2, ...) : Tinh trung binh dé léch tuyét d6i cac diém dir liéu theo

trung binh cda chdng. Thudng dung lam thudc do vé sy bién déi cda tap so liéu

AVERAGE (numberl, number2, ...) : Tinh trung binh cong

AVERAGEA (numberl, number2, ...) : Tinh trung binh céng cta céc gia tri, bao gébm ca nhirng
gid tri logic

AVERAGEIF (range, criterial) : Tinh trung binh cdng cla céc gia tri trong mot mang theo mot
diéu kién

AVERAGEIFS (range, criterial, criteria2, ...) : Tinh trung binh céng cta cac gia tri trong mét
mang theo nhiéu diéu kién

COUNT (valuel, value2, ...) : PEm s6 6 trong danh sich

COUNTA (valuel, value2, ...) : D&m s6 6 ¢ chira gid tri (khdng rong) trong danh sach
COUNTBLANK (range) : P&m cac 6 rong trong mot vung

COUNTIF (range, criteria) : Dém s& 6 thda mdt diéu kién cho trudc bén trong mét diy
COUNTIFS (rangel, criterial, range2, criteria2, ...) : Dém sd 6 thoa nhiéu diéu kién cho truwdc

DEVSQ (numberl, number2, ...) : Tinh binh phuwong dé léch céc diém dit liéu tir trung binh
mau clia chung, roi cdng cac binh phuong d4é lai.

FREQUENCY (data_array, bins_array) : Tinh xem cé bao nhiéu gia tri thwdng xuyén xuat hién
bén trong mot day gia tri, réi tra vé mot mang dirng cac s6. Lubn st dung ham nay & dang
cdng thirc mang

GEOMEAN (numberl, number2, ...) : Tra vé trung binh nhan cia mot day cac sé duong.
Thudong dung dé tinh mirc tdng trudng trung binh, trong d6 13i kép cd céc I3i bién déi dwoc

cho truéec...

HARMEAN (numberl, number2, ...) : Tra vé trung binh diéu hoa (nghich dao cda trung binh

cbng) cla céc sd
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KURT (numberl, number2, ...) : Tinh d6 nhon cua tap sé liéu, biéu thi mic nhon hay murc

phang twong ddi cila mdt phan b6 so véi phan bé chuan
LARGE (array, k) : Tra vé gia tri I&n nhat th k trong mot tap s6 liéu
MAX (humberl, number2, ...) : Tra vé gia tri I&n nhat cda mot tap gid tri

MAXA (numberl, number2, ...) : Trd vé gid tri |&n nhat cla mot tap gid tri, bao gdbm ca cac

gia trj logic va text
MEDIAN (numberl, number2, ...) : Tinh trung binh vi cia céc sé.
MIN (numberl, number2, ...) : Tra vé gia tri nho nhat cha mot tap gia tri

MINA (numberl, number2, ...) : Tra vé gia tri nhd nhat cia mot tap gia tri, bao gdm ca cac

gida tri logic va text

MODE (numberl, number2, ...) : Trd vé gia tri xuat hién nhiéu nhat trong mét mang gid tri
PERCENTILE (array, k) : Tim phan vi th k cta céc gia tri trong mét mang dir liéu
PERCENTRANK (array, x, significance) : Tra vé th& hang (vi tri twong d6i) cla mot tri trong
mot mang di liéu, 1a s6 phan tram cda mang dit liéu d6

PERMUT (humber, number_chosen) : Tra v& hodn vij cla cic ddi twong.

QUARTILE (array, quart) : Tinh diém t& phan vi cda tap dit liéu. Thuong dugc dung trong

khdo st dir liéu dé chia cac tap hgp thanh nhiéu nhém...
RANK (number, ref, order) : Tinh th{* hang ciia mét sé trong danh sach céc sé

SKEW (numberl, number2, ...) : Tra vé d6 léch cGa phan phéi, mé ta d6 khéng d6i xrng cua

phan phdi quanh tri trung binh cla né

SMALL (array, k) : Tra vé gia tri nhé nhat thir k trong mot tap s6

STDEV (numberl, number2, ...) : Uéc lwgng do léch chuan trén co s& mau

STDEVA (valuel, value, ...) : Uéc lvong d6 l1éch chuin trén co sé mau, bao gdm ca nhitng
gia tri logic

STDEVP (numberl, number2, ...) : Tinh dé I&ch chuin theo toan thé tap hop
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STDEVPA (valuel, value2, ...) : Tinh d6 l&ch chuan theo toan thé tap hop, ké ca chit va cac
gid tri logic

VAR (numberl, number2, ...) : Trd vé phuong sai dwa trén mau

VARA (valuel, value2, ...) : Tra vé phuong sai dua trén mau, bao gdm ca cac trj logic va text
VARP (numberl, number2, ...) : Tra vé phuong sai dua trén toan thé tap hop

VARPA (valuel, value2, ...) : Tra vé phuong sai dya trén toan thé tap hop, bao gdbm ca cac tri

logic va text.

TRIMMEAN (array, percent) : Tinh trung binh phan trong clia mot tap dit liéu, bang cach loai
ty 18 phan trdm cda cac diém dit liéu & dau va & cudi tap dir liéu.

b. Nhém ham vé phan phdoi xac suit

BETADIST (x, alpha, beta, A, B) : Tra vé gid tri cia ham tinh mat dd phan phéi xac suét tich

Ily beta.

BETAINV (probability, alpha, beta, A, B) : Tra vé nghich dao ciia ham tinh mat d6 phan phdi

xac sudt tich Iy beta.

BINOMDIST (number _s, trials, probability_s, cumulative) : Tra vé xac suat cia nhirng lan thir
thanh cong cGa phan phéi nhi phan.

CHIDIST (x, degrees_freedom) : Tra vé xac xuat mot phia cia phan phdi chi-squared.

CHIINV (probability, degrees_freedom) : Tra vé nghich d3o cGa xac xuat mot phia cia phan

phéi chi-squared.

CHITEST (actual_range, expected_range) : Tra vé gia tri cla xac xuat tr phan phai chi-

squared va s6 bac ty do tuong rng.
CONFIDENCE (alpha, standard_dev, size) : Tinh khoang tin cdy cho mét ky vong ly thuyét

CRITBINOM (trials, probability s, alpha) : Tra vé gia tri nhé nhat sao cho phan phdi nhi thirc
tich Ity I&n hon hay bang gia tri tiéu chuan. Thwdng dung dé bao ddm cac rng dung dat chat
lwvong...

EXPONDIST (x, lambda, cumulative) : Tinh phan phéi mii. Thuorng dung dé mé phdng thoi
gian gitta cac bién cé...
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FDIST (x, degrees_freedom1, degrees_freedom2) : Tinh phan phdi xac suat F. Thwdng dung

dé tim xem hai tap s6 liéu c6 nhiéu mdrc d6 khac nhau hay khéng...

FINV (probability, degrees_freedom1, degrees_freedom?2) : Tinh nghich dao cta phan phdi

xac suat F. Thudong dung dé so sanh dé bién thién trong hai tap s6 liéu

FTEST (arrayl, array2) : Tra vé két qua ciia mot phép thir F. Thudng dung dé xac dinh xem

hai mau cé cac phuong sai khac nhau hay khéng...

FISHER (x) : Tra vé phép bién déi Fisher tai x. Thudng dung dé kiém tra gia thuyét dya trén

hé sé twong quan...

FISHERINV (y) : Tinh nghich d3o phép bién d6i Fisher. Thuorng dung dé phan tich méi twong

quan gitra cdc mang s6 liéu...

GAMMADIST (x, alpha, beta, cumulative) : Tra vé phan phdi tich Itiy gamma. C6 thé dung dé

nghién cru c6 phan bd léch
GAMMAINV (probability, alpha, beta) : Tra vé nghich dao cdia phan phdi tich Ity gamma.
GAMMLN (x) : Tinh logarit tw nhién cda ham gamma

HYPGEOMDIST (humberl, number2, ...) : Tra vé phan phdi siéu bdi (xac suat cia mot sd lan

thanh cong nao dé...)

LOGINV (probability, mean, standard_dev) : Tinh nghich ddo ctiia ham phan phdi tich Ity
lognormal ciia x (LOGNORMDIST)

LOGNORMDIST (x, mean, standard_dev) : Tra vé phan phdi tich Iliy lognormal cla x, trong

do logarit tu nhién cta x thuong dwoc phan phéi véi cac tham sé mean va standard_dev.

NEGBINOMDIST (number_f, number_s, probability_s) : Tra vé phan phéi nhj thirc 4m (trd vé
xac sudt ma sé coé number_f [an that bai trwdc khi cé number_s [an thanh cong, khi xac suat

khdng d6i cia mét [an thanh cong |a probability_s)

NORMDIST (x, mean, standard_dev, cumulative) : Tra vé phan phdi chuan (normal

distribution). Thudng dwoc st dung trong viéc théng ké, gdbm ca viéc kiém tra gia thuyét

NORMINV (probability, mean, standard_dev) : Tinh nghich dao phan phéi tich Ity chuan
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NORMSDIST (z) : Tra vé ham phan phdi tich Ity chuin tac (standard normal cumulative

distribution function), la phan ph&i cé tri trung binh cdng |a zero (0) va dd léch chuan 13 1
NORMSINV (probability) : Tinh nghich dao cia ham phan phéi tich Ity chuan tac

POISSON (x, mean, cumulative) : Tra vé phan phdi poisson. Thudng dung dé wdc tinh s6

lwong bién cd sé xay ra trong mot khoang thoi gian nhat dinh

PROB (x_range, prob_range, lower_limit, upper_limit) : Tinh xac suat cla céc trj trong day
nam giita hai gi¢i han

STANDARDIZE (x, mean, standard_dev) : Tra vé tri chudn héa tir phan phdi biéu thi b&di mean

va standard_dev

TDIST (x, degrees_freedom, tails) : Tra vé& xac suat cta phan phdi Student (phan phéi t),

trong do x la gid tri tinh tir t va duoc dung dé tinh xac suat.
TINV (probability, degrees_freedom) : Tra vé gia tri t ca phan phéi Student.
TTEST (arrayl, array2, tails, type) : Tinh xac xuat két hop véi phép thir Student.

WEIBULL (x, alpha, beta, cumulative) : Tra vé phan phéi Weibull. Thudng st dung trong

phan tich d6 tin cdy, nhu tinh tudi tho trung binh ctia mot thiét bi.
ZTEST (array, x, sigma) : Tra vé xac suadt mét phia cla phép thir z.
c. Nhém ham vé twong quan va hdi quy tuyén tinh

CORREL (array1, array2) : Tinh hé sé twong quan gitta hai mang dé xac dinh méi quan hé cua

hai dac tinh

COVAR (array1, array2) : Tinh tich s6 cac do léch cta mdi cdp diém dit liéu, roi tinh trung
binh cac tich sé dé

FORECAST (x, known_y's, known_x's) : Tinh todn hay dw dodn moét gid tri twong lai bang cach
sir dung cac gia tri hién cé, bang phuong phap hdi quy tuyén tinh

GROWTH (known_y's, known_x's, new_x's, const) : Tinh todn su tang trwdng dy kién theo
ham mi, bang cach st dung cac dit kién hién cé.

INTERCEPT (known_y's, known_x's) : Tim diém giao nhau clla mdt duwong thang véi trucy
bang cach s dung céc tri x va y cho truéc
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LINEST (known_y's, known_x's, const, stats) : Tinh théng ké cho mot duwéng bang cach dung
phuong phap binh phuong tdi thiéu (least squares) dé tinh dwong thang thich hop nhat voi

dit liéu, roi trd vé mang mo ta dudng thang dé. Ludn dung ham nay & dang cong thirc mang.

LOGEST (known_y's, known_x's, const, stats) : Dung trong phan tich héi quy. Ham sé tinh
duwong cong ham mii phu hop véi dit liéu dwoc cung cap, roi trd vé mang gia tri mo ta
duong cong dd. Ludn dung ham nay & dang cong thirc mang

PEARSON (arrayl, array2) : Tinh hé s twong quan momen tich pearson (r), mét chi muc
khong thir nguyén, trong khodng tir -1 dén 1, phdn dnh sy mé rong quan hé tuyén tinh giira
hai tap sé liéu

RSQ (known_y's, known_x's) : Tinh binh phuong hé sé twong quan momen tich Pearson (r),
théng qua cac diém dit liéu trong known_y's va known_x's

SLOPE (known_y's, known_x's) : Tinh hé s6 géc cta dudng héi quy tuyén tinh théng qua cac
diém dir liéu

STEYX (known_y's, known_x's) : Tra vé sai s& chuan cla tri du doan y doi véi mdi tri x trong
héi quy.

TREND (known_y's, known_x's, new_x's, const) : Tra vé cac tri theo xu thé tuyén tinh

d. Cac ham tai chinh - financian functions

ACCRINT (issue, first_interest, settlement, rate, par, frequency, basis, calc_method) : Tinh li

tich Ity cho mot chirng khoan tra I3i theo dinh ky

ACCRINTM (issue, settlement, rate, par, basis) : Tinh |3i tich ITy d&i v&i chirng khodn tra 13i

theo ky han

AMORDEGRC (cost, date_purchased, first_period, salvage, period, rate, basis) : Tinh khau
hao trong mdi tai khdéa k& todn tuy theo thdi han s dung cla tai san (s& dung trong cac hé

théng ké toan theo kiéu Phap)

AMORLINC (cost, date_purchased, first_period, salvage, period, rate, basis) : Tinh khdu hao

trong moi tai khoa ké toan (str dung trong cac hé théng ké toan theo kiéu Phép)

COUPDAYBS (settlement, maturity, frequency, basis) : Tinh s6 ngay ké tir dau ky |3i tdi ngay

két toan
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COUPDAYS (settlement, maturity, frequency, basis) : Tinh s& ngay trong ky 13i bao gém c3

ngay két toan

COUPDAYSCN (settlement, maturity, frequency, basis) : Tinh s& ngay tir ngay két toan tdi

ngay tinh |13i ké tiép

COUPNCD (settlement, maturity, frequency, basis) : Tra vé mét con s& thé hién ngay tinh |3i

ké tiép ké tir sau ngay két toan

COUPNUM (settlement, maturity, frequency, basis) : Tinh s& [an 13i suat phai tra trong

khoang tir ngay két todn dén ngay dédo han

COUPPCD (settlement, maturity, frequency, basis) : Tra vé mot con s6 thé hién ngay thanh

todn |3i [an trudc, trwde ngay két toadn

CUMIPMT (rate, nper, pv, start_period, end_period, type) : Tinh lgi tire tich Ity phai trd doi

véi khoan vay trong khoang thoi gian giilra start_period va end_period

CUMPRINC (rate, nper, pv, start_period, end_period, type) : Tra vé tién von tich [Ty phai tra

d6i vdi khodn vay trong khodng thoi gian gilra start_period va end_period

DB (cost, salvage, life, period, month) : Tinh khdu hao cho mét tai san st dung phuwong phap
s6 du giam dan theo mot mure ¢d dinh (fixed-declining balance method) trong mét khoang

thoi gian xac dinh.

DDB (cost, salvage, life, period, factor) : Tinh khdu hao cho mét tai san sir dung phwong
phap s6 du gidm dan kép (double-declining balance method), hay giam dan theo mét ty 1é
nao do, trong mot khoang thai gian xac dinh.

DISC (settlement, maturity, pr, redemption, basis) : Tinh ty I& chiét khdu ciia mét chirng
khodan

DOLLARDE (fractional_dollar, fraction) : Chuyén ddi gia dollar & dang phan s& sang gia dollar
@ dang thap phan

DOLLARFR (decimal_dollar, fraction) : Chuyén d6i gid dollar & dang thap phan s6 sang gia

dollar & dang phan so

DURATION (settlement, maturity, coupon, yld, frequency, basis) : Tinh thoi han hiéu luc

Macauley dua trén déng ménh gia $100 (thdi han hiéu luc 1a trung binh trong gid tri hién tai
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cla dong luan chuyén tién mat va dugc dung lam thudc do vé sy phan hoi lam thay déi loi
nhuan cda gid tri trai phiéu)

EFFECT (nominal_rate, npery) : Tinh |3i suat thyc t& hang ndm, biét trwdc I3i suat danh nghia

hang ndm va téng s& ky thanh todn 13i kép mbi ndm

FV (rate, nper, pmt, pv, type) : Tinh gia tri ky han cla sy dau tw dua trén viéc chi trd c6 dinh

theo ky va 13i suat cd dinh

FVSCHEDULE (principal, schedule) : Tinh gia tri ky han cda mot vén ban d4u sau khi dp dung

mat chudi cdc 13i suat kép (tinh gid tri ky han cho mét dau tw ¢ 13i suat thay d6i)

INTRATE (settlement, maturity, investment, redemption, basis) : Tinh 13i suadt cho mét chirng

khodn dau tuv toan bd

IPMT (rate, per, nper, pv, fv, type) : Tra vé khoadn thanh toan |3i cho mét dau tu dwa trén

viéc chi trd ¢ dinh theo ky va dua trén I3i suat khong déi

IRR (values, guess) : Tinh lgi suat ndi ham cho mot chudi cac lwu déng tien mat duoc thé

hién bdi cac trj sO

ISPMT (rate, per, nper, pv) : Tinh s6 tién |13i d3 trd tai mot ky nao d6 déi véi mot khoadn vay

c6 13i suat khong ddi, sau khi d3 trir s tién gée phai tra cho ky dé.

MDURATION (settlement, maturity, coupon, yld, frequency, basis) : Tinh thoi han Macauley

stra d6i cho chirng khodn dya trén déng ménh gia $100

MIRR (values, finance_rate, reinvest_rate) : Tinh ty suat doanh lgi noi tai trong mot chudi

luadn chuyén tién mat theo chu ky

NOMINAL (effect_rate, npery) : Tinh |13i suat danh nghia hang nam, biét trudc |13i suat thuc
t& va cdc ky tinh I3i kép moi ndm

NPER (rate, pmt, pv, fv, type) : Tinh s8 ky han dé trd khoan vay trong dau tu dwa trén tirng
chu ky, sé tién tra va ty suat lgi tirc cd dinh

NPV (rate, valuel, value2, ...) : Tinh hién gia rong ctia mdt khodn dau tu bang cach s dung

ty 1& chiéu khau vai cac chi khodn tra ky han (tri &m) va thu nhap (tri duwong)
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ODDFPRICE (settlement, maturity, issue, first_coupon, rate, yld, redemption, frequency,
basis) : Tinh gid trji trén moi dong ménh gia $100 cla chitng khoan cé ky dau tién 1& (ngan
han hay dai han)

ODDFYIELD (settlement, maturity, issue, first_coupon, rate, pr, redemption, frequency,
basis) : Tra vé Igi nhuan cia mot chirng khodn ¢ ky tinh 13i dau tién 13 1é (ngdn han hay dai
han)

ODDLPRICE (settlement, maturity, last_interest, rate, yld, redemption, frequency, basis) :
Tinh gia tri trén moéi déng ménh gia $100 cla chirng khodn cd ky tinh I3i phi€u cudi cung la 1é
(ngan han hay dai han)

ODDLYIELD (settlement, maturity, last_interest, rate, pr, redemption, frequency, basis) :
Tinh lgi nhuan cla chirng khodn cé ky cudi cung 13 1& (ngdn han hay dai han)

PMT (rate, nper, pv, fv, type) : Tinh tién phai tra d6i vdi khoan vay cé |13i suat khong déi va
chi tra déu dan

PPMT (rate, per, nper, pv, fv, type) : Tinh khoan vén thanh todn trong mét ky han d3 cho déi

v&i mot khodn dau tu, trong d6 viéc chi trd duoc thye hién déu dan theo dinh ky vdi mét 13i

suat khong doi

PRICE (settlement, maturity, rate, yld, redemption, frequency, basis) : Tinh gia tri chirng

khodn trén dong ménh gia $100, thanh toan lgi tirc theo chu ky

PRICEDISC (settlement, maturity, discount, redemption, basis) : Tinh gid trj trén dé6ng ménh

gia $100 cha mét chirng khodn d3 chiét khau

PRICEMAT (settlement, maturity, issue, rate, yld, basis) : Tinh gia tri trén déng ménh gia

$100 chia mot chirng khodn phai thanh toan 13i vao ngay dao han
PV (rate, nper, pmt, fv, type) : Tinh gia tri hién tai ca mot khoan dau tu
RATE (nper, pmt, pv, fv, type, guess) : Tinh 13i suat moi ky trong mot nién kim

REVEICED (settlement, maturity, investment, discount, basis) : Tinh s6 tién nhan dwoc vao

ky han thanh todn cho mét chirng khodn dau tu toan bd

SLN (cost, salvage, life) : Tinh chi phi khau hao (theo phuong phap dwong thang) clia mot tai

san trong mot ky
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SYD (cost, salvage, life, per) : Tinh kh3u hao theo gia tri con lai cda tai san trong dinh ky xac
dinh

TBILLEQ (settlement, maturity, discount) : Tinh lgi nhuan tuwong &ng véi trai phiéu cho trai

phiéu kho bac

TBILLPRICE (settlement, maturity, discount) : Tinh gid tri déng ménh gid $100 cho trdi phiéu
kho bac

TBILLYIELD (settlement, maturity, pr) : Tinh lgi nhuan cho trai phi€u kho bac

VDB (cost, salvage, life, start_period, end_period, factor, no_switch) : Tinh khdu hao tai sdn

str dung trong nhiéu ky

XIRR (values, dates, guess) : Tinh lgi suat ndi ham cho mét loat lwvu déng tién mat khdng

dinh ky
XNPV (rate, values, dates) : Tinh ty gid rong cho mot ddy lwu dong tién mat khdng dinh ky

YIELD (settlement, maturity, rate, pr, redemption, frequency, basis) : Tinh lgi nhudn d&i véi

chirng khodn tra 13i theo dinh ky

YIELDDISC (settlement, maturity, pr, redemption, basis) : Tinh lgi nhuan hang ndm cho

chirng khodn d3 chiét khau

YIELDMAT (settlement, maturity, issue, rate, pr, basis) : Tinh Igi nhuan hang ndm cla chirng

khoan tra |3i vao ngay ddo han
e. Danh muc cac Cac Ham Quan ly Co sé dir liéu va Danh sach

DAVERAGE (database, field, criteria) : Tinh trung binh céc gia tri trong mét cét cia danh sach

hay céc tri cla mot co sé dit liéu, theo mot diéu kién dworc chi dinh.

DCOUNT (database, field, criteria) : Dém céc 6 chira s6 liéu trong mot cot clia danh sach hay

cac tri ca mot co s& dit liéu, theo mét diéu kién dwoc chi dinh.

DCOUNTA (database, field, criteria) : Dém cac 6 "khdng réng" trong mot cdt clia danh sach

hay cdc tri cla mot co sé dit liéu, theo mot diéu kién dworc chi dinh.

DGET (database, field, criteria) : Trich mot gia tri tir mot cot cia mot danh sach hay co so dir

liéu, khép véi diéu kién dugc chi dinh.
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DMAX (database, field, criteria) : Tra vé tri I&n nhat trong mot cot cia mét danh sach hay

clia mot co s& dit liéu, theo mot diéu kién duoc chi dinh.

DMIN (database, field, criteria) : Tra vé tri nhd nhat trong mot cét cha mot danh séch hay

clia mot co s& dit liéu, theo mot diéu kién duoc chi dinh.

DRODUCT (database, field, criteria) : Nhan cdac gia tri trong mot cot clia mot danh sach hay

clia modt co s& dit liéu, theo mot diéu kién duoc chi dinh.

DSTDEV (database, field, criteria) : Udc lwgng dé 1éch chudn ciia mdt tap hop theo mau,
bang cach s dung céc s6 lieéu trong mot ¢t ciia mot danh sach hay clia mot co s& dit lidu,

theo mot diéu kién duoc chi dinh.

DSTDEVP (database, field, criteria) : Tinh d& léch chuan ctia mot tap hop theo toan thé cac
tap hop, bang cach s dung cac s6 liéu trong mot cot clla mot danh sach hay ciia mot co s&

dit liéu, theo mot diéu kién dwoc chi dinh.

DSUM (database, field, criteria) : Cong cac sé trong mot cét cha mot danh séch hay ciia mot

co s& dit liéu, theo mot diéu kién dwoc chi dinh.

DVAR (database, field, criteria) : U'dc lwong su bién thién cda mét tdp hop dua trén mét
mau, bang cach st dung cac sé liéu trong mdt cot clia mdt danh sach hay clia mét co sé dir

lieu, theo mét diéu kién duoc chi dinh.

DVARP (database, field, criteria) : Tinh todn sy bién thién cia mot tdp hop dua trén toan thé
tap hop, bang cach st dung cac sé liéu trong mot cot clia mdt danh sach hay ciia mot co s&

dit liéu, theo mot diéu kién dwoc chi dinh.

GETPIVOTDATA (data_field, pivot_table, field1, item1, field2, item2,...) : Tra vé dit liéu dworc
lwu gilt trong bdo cdo PivotTable. C6 thé dung GETPIVOTDATA dé |ay dit liéu tdng két tir mot

bdo cdo PivotTable, vdi diéu kién 1a phai thdy dwoc dir liéu téng két tir trong bdo cdo dé.
N6i chung vé Cac Ham Quan ly Co s& dit liéu va Danh sach

Microsoft Excel cung cdp nhiéu ham dung cho viéc phan tich dit liéu trong danh sach hay co
s& dit liéu. Nhitng ham nay bat dau bang chir D.

M6i ham déu sir dung 3 d6i s6 la database, field va criteria; nhitng d&i s6 nay la cac tham
chi€u dén cdc mang trong bang tinh.
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* database : La mot d3y cac 6 tao nén danh sach hay co s& dit liéu. Mét co sé& dit liéu la mot
danh sach di liéu gdbm nhitng m&u tin, va cé cot dit liéu la cac trudng (field). Dong dau tién

trong danh sach luén chira tén truong.

* field : Cho biét cot nao dugc st dung trong ham. field cé thé duwgc cho & dang text vdi tén
cot duoc dé trong cap dau ngodc kép (nhu "Age", "Yield"...) hay la s& dai dién cho vi tri cla

cot (1, 2,...)

* criteria : La mot ddy cac 6 chira diéu kién. Co thé dung bat ct* d3y nao cho phan diéu kién
nay, mién 1a diy dé cé it nhat mot tén cot va mot 6 bén dudi tén cot dé lam diéu kién cho
ham (xem thém bai Mét sé vi du vé cach dung Criteria dé nhap diéu kién & sau day).

HAM NGAY THANG VA THOI GIAN

Mot s6 luru y khi s&r dung ngay thdng va thdi gian trong Excel:

Excel ho tro tinh todn ngay thang cho Windows va Macintosh. Windows dung hé ngay bat
dau tir 1900. Macitosh dung hé ngay bat dau tir 1904. Tai liéu nay duoc dién giai theo hé
ngay 1900 danh cho Windows.

Hé théng ngay gid Excel phu thudc vao thiét 1ap trong Regional Options cla Control Panel.
Mac dinh |a hé théng ctia My "Thang/Ngay/Nam" (M/d/yyyy). Ban cé thé sira lai thanh hé
théng ngay cda VN "Ngay/Thang/Nam" (dd/MM/yyyy).

Khi ban nhap mdt gia tri ngay thang khong hop 1é né sé& tré thanh mot chudi van ban. Cong
thirc tham chiéu t&i gia tri d6 sé tra veé 15i.

=NOW() Cho hién ngay gi& cta hé théng

=TODAY() Cho ngay ctia hé théng

=DAY(D) Cho gid tri ngay clia D (Tra vé th( ty cda ngay trong thang tir mét gid tri ki€u ngay

thang)

=MONTH(D) Cho gia tri thang cia D

=YEAR(D) Cho gia trinam cta D

=DAYS360(BTNT1, BTNT2) Tinh s& ngay gitta 2 m&c ngay thang dwa trén co s&@ mot ndm cé

360 ngay.
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=EDATE Tra vé mdc thoi gian xay ra trudc hodc sau méc chi dinh
=EOMONTH Tra vé ngay cudi cung cla thang xay ra trwdc hodc sau méc chi dinh
Ham HOUR()

Cho biét sé chi gio trong mot gid tri thoi gian

Cu phdp: = HOUR(serial_number)

serial_number: Biéu thirc thdi gian hodc l1a mét con sé chi gia tri thoi gian
Vi du: HOUR(0.5) = 12 (gio)

Ham MINUTE()

Cho biét sé chi phat trong mét gia tri thoi gian

CuU phap: = MINUTE(serial_number)

serial_number: Biéu thirc thoi gian hodc l1a mét con sé chi gia tri thoi gian
Vi duy: Bay gi¢ la 10:20 PM, MINUTE(NOW()) = 20 (phut)

=MONTH Tra vé sé thadng cia mot gia tri kiéu ngay thang.
=NETWORKDAYS Tra vé s6 ngay lam viéc trong moc thoi gian dua ra sau khi trir di ngay nght
va ngay |é.

=NOW Tra vé ngay gio hién tai trong hé théng cta ban.

Ham SECOND()

Cho biét s& chi gidy trong mét gid tri thoi gian

CU phap: = SECOND(serial_number)

serial_number: Biéu thirc thoi gian hodc 1a mét con sé chi gia tri thoi gian
Vi du: SECOND("2:45:30 PM") = 30 (giay)

Ham TIME()

Tra vé mét gia tri thoi gian nao do

Cu phap: = TIME(hour, minute, second)
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hour: S& chi gi®, la mét con s6 tir 0 dén 23. Néu |&n hon 23, Excel sé ty trir di mot bdi sd cla

24,

minute: S chi phut, 1a mot con s8 tir 0 d&n 59. Néu Ién hon 59, Excel s& tinh lai va ting s6

gio lén tuong trng.

second: S& chi gidy, la mot con s8 tir 0 d&n 59. Néu I&n hon 59, Excel sé tinh lai va tdng s6

phut, sé gior 1én twong &ng.

Vidu:

TIME(14, 45, 30) = 2:45:30 PM
TIME(14, 65, 30) = 3:05:30 PM
TIME(25, 85, 75) = 2:26:15 AM

* Cling nhu DATE(), ham TIME() rat hitu dung khi hour, minute, second la nhitng céng thirc

ma khéng phai 1a mot con s8, né sé gilp ching ta tinh todn chinh xac hon
Ham TIMEVALUE()

Chuyén d&i mot chudi van ban cé dang thai gian thanh mot gid tri thoi gian dé cé thé tinh

toan duwoc
Cu phap: = TIMEVALUE(time_text)
time_text: Chudi van ban can chuyén dai

Vidu:

TIMEVALUE("26:15") = 0.09375 (= 2:15:00 AM)

=WEEKDAY Tr3 vé s6 thi tw clia ngay trong tuan tlr gia tri ngay thang.
=WEEKNUM Tr3 vé s6 th ty cla tudn trong nam tir gid tri ngay thang.
=WORKDAY Tra vé ngay lam viéc xay ra truéc hodc sau moc thoi gian dua ra.

Trong cdng viéc hdng ngay, chac han ching ta hay nghi d&n chuyén viéc lam nay ctia minh
mat hét may phan tram cda mét nam, vi du, mét ngay ngu hét 6 tiéng, 1a 1/4 ngay, vay mét

nam chuing ta ngl hét 25% (hic) thoi gian...
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Hodc mét nhan vién cta cong ty xin nghi viéc vao thang 5, lwong tinh theo nam, vay cong ty

phai trd cho ngudi dé bao nhiéu phan tram lwong khi cho nghi viéc?

Excel c6 mot ham dé tinh ty 18 cia mét khodng thoi gian trong mot ndm, va cho phép tinh

theo nhiéu kiéu (ndm 365 ngay, hay ndm 360 ngay, tinh theo kiéu M§ hay theo kiéu chau

~

Au...):

Ham YEARFRAC()

(Dich tlr chir Year: nam, va Frac = Fraction: ty 1é)

CuU phdp: = YEARFRAC(start_date, end_date [, basis])

start_date, end_date: Ngay thang dai dién cho ngay bat dau va ngay két thuc cla khodng
thoi gian can tinh toan. Nén nhap bang ham DATE(), hodc dung mot két qua tra vé clia mot

cong thirc khac, vi c6 thé sé xay ra 16i néu ban nhap truc tiép ngay thang dudi dang text.
basis: Mét con s8, quy dinh kiéu tinh:

* 0 : (hodc khéng nhap) Tinh toan theo kiéu Bac M{, mot ndm cé 360 ngay chia cho 12

thang, mot thang cé 30 ngay.

* 1 : Tinh todn theo sé ngay thuc té clia ndm va s6 ngay thue té cha tirng thang

* 2 : Tinh todn theo mot ndm cd 360 ngay, nhung s6 ngay la s6 ngay thuc té cda tirng thang
* 3 : Tinh todn theo mét ndm cé 365 ngay, va sé ngay la sd ngay thuc té cla tirng thang

* 4 : Tinh todn theo kiéu Chau Au,mdi thang c6 30 ngay (néu start_date hodc end_date ma

roi vao ngay 31 cia mot thang thi chung sé duoc déi thanh ngay 30 cla thang dd)
Vi du: Tinh ty 1é gitta ngay 15/3/2010 va ngay 30/7/2010 so v&i 1 nam:
YEARFRAC("15/3/2010", "30/7/2010") = 37%

Tinh s8 ngay chénh léch theo ki€u mét nam cé 360 ngay

Hién nay, van con mot s hé thong k& toan dung kiéu tinh thoi gian 1a mot thang coi nhu ¢é

30 ngay va mot nam coi nhu c6 360 ngay!

Gap truong hop nay, viéc tinh todn thoi gian sé khdng don giadn, vi thyc té thi sé ngay trong

moi thang dau cé giéng nhau.
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Cd |18 vi nghi dén chuyén do, nén Excel c6 mdt ham danh riéng cho cac hé théng ké todn dua

trén co s& mot nam cé 360 ngay, d6 la ham DAYS360.
Ham DAYS360()
Cu phdp: = DAYS360(start_date, end_date [, method])

start_date, end_date: Ngay thang dai dién cho ngay bat dau va ngay két thuc cla khodng
thoi gian can tinh todn. Nén nhap bang ham DATE(), hodc dung mot két qua trd vé clia mot

cong thirc khac, vi cé thé sé xay ra 16i néu ban nhap truc tiép ngay thang dudi dang text.
method: Mdt gia trj logic (TRUE, FALSE) dé chi cach tinh toan, theo kiéu chau Au hay theo
kiéu My.

* FALSE: (hoac khéng nhap) Tinh todn theo kiéu M§: Néu start_date la ngay 31 cla thang, thi

né dugc déi thanh ngay 30 cla thang d6. Néu end_date |a ngay 31 cla thang va start_date

nhd hon 30, thi end_date dwgc d6i thanh ngay 1 cda thang ké tiép.

* TRUE: Tinh toan theo kiéu chau Au: Hé start_date hodc end_date ma roi vao ngay 31 cua

mot thang thi ching sé duoc d6i thanh ngay 30 cla thang dé.

Vi du: So sanh s& ngay chénh léch gitra 01/01/2008 va 31/5/2008 theo kiéu mdt nam cé 360
ngay va theo kiéu thudng (dung ham DATEDIF)

DAYS360("01/01/2008", "31/5/2008") = 150
DAYS360("01/01/2008", "31/5/2008", TRUE) = 149
DATEDIF("01/01/2008", "31/5/2008", "d") = 151
Tinh s6 ngay lam viéc gitta hai khodng thoi gian

Binh thuwdng, néu 18y ngay thang trir ngay thang, két qua sé bao gdm ludn nhitrng ngay |&,
ngay nghi, v.v... Con néu tinh s6 ngay lam viéc trong mot khoang thoi gian, thi phai trir bét

di nhitng ngay khong lam viéc.

Trong Excel c6 mét ham chuyén dé tinh todn nhirng ngay lam viéc gitta hai khoang thai gian
ma khéng bao gébm céc ngay th& Bay, Chd Nhat va nhitng ngay nghi khac duoc chi dinh:

Ham NETWORKDAYS (dung nguyén nghia cta no: net workdays).

88



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

Di nhién ham nay chi thich hgp v&i nhitng co quan lam viéc 5 ngay moét tuan, chit nhu ching
ta, lam tuét, cé khi la 365 ngay mot nam (hic) thi ham nay vo tac dung!

Ham NETWORKDAYS()

Cu phdp: = NETWORKDAYS(start_date, end_date [, holidays])

start_date, end_date: Ngay thang dai dién cho ngay bat dau va ngay két thic cong viéc. Nén
nhap bang ham DATE(), hodc dung mot két qua tra vé clia mdt cong thirc khac, vi cé thé sé

xay ra 16i néu ban nhap truc ti€p ngay thang dudi dang text.

holidays: Danh sach nhirng ngay nghi ngoai nhitrng ngay th& Bay va Cha Nhat. Danh sach nay

c6 thé 1a mot vung d3 duwoc dat tén. Néu nhap truc tiép thi phai bd trong cap ddu maoc {}.

Vi du: Cong thirc tinh s6 ngay lam viéc gitra ngay 1/12/2010 va ngay 10/1/2011, trong d6 cé
nghi ngay Noel (25/12) va ngay Tét Tay (1/1):

= NETWORKDAYS("01/12/2010", "10/01/2011", {"12/25/2007", "1/1/2011"})

Ham DATEDIF()

Cé 18 cach dé nhat khi muén tinh todn ngay thang ndm 1a dung ham DATEDIF().

Cu phap: = DATEDIF(start_day, end_day, unit)

start_day: Ngay dau

end_day: Ngay cudi (phai Ién hon ngay dau)

unit: Chon loai két qua tra vé (khi dung trong ham phai gd trong dau ngodc kép)

y : s6 nam chénh léch gitta ngay dau va ngay cubi

m : s6 thang chénh léch gitra ngay dau va ngay cudi

d : s6 ngay chénh léch gitra ngay dau va ngay cudi

md : s6 ngay chénh léch gilta ngay dau va thang ngay cudi, ma khdng phu thudc vao s6 ndm
va s6 thang

ym : s6 thang chénh léch gilra ngay dau va ngay cudi, ma khéng phu thudc vao sé nam va sé
ngay

yd : s6 ngay chénh léch gitta ngay dau va ngay cudi, ma khdng phu thudc vao s6 ndm
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Vidu:

DATEDIF("01/01/2000", "31/12/2100", "y") = 100 (ndm)
DATEDIF("01/01/2000", "31/12/2100", "m") = 1211 (thang)
DATEDIF("01/01/2000", "31/12/2100", "d") = 36889 (ngay)
DATEDIF("01/01/2000", "31/12/2100", "md") = 30 (= ngay 31 - ngay 1)
DATEDIF("01/01/2000", "31/12/2100", "ym") = 11 (= thang 12 - thang 1)
DATEDIF("01/01/2000", "31/12/2100", "yd") = 365 (= ngay 31/12 - ngay 1/1)
*Tinh tudi (2):

O bai trudc, t6i d3 dua ra mot cai cong thirc dé tinh tudi dai thoong nhu vay:

= YEAR(NOW() - YEAR(Birthdate) - (DATE(YEAR(NOW()), MONTH(Birthdate), DAY(Birthdate))
> TODAY())

D6 13 khi chua biét dén ham DATEDIF().

Bay gi®, vdi DATEDIF(), cdng thirc trén chi ngan nhw vay thdi, ma ra két qua van chinh xac:
= DATEDIF(Birthdate, TODAY(), "y")

Vi duy, hdm nay la ngay 09/01/2007:

* V&i ngay sinh la 05/01/1969 (d3 t6 chirc sinh nhat réi), DATEDIF("05/01/1969", TODAY(),
llyll) - 39

* Nhung v&i ngay sinh la 11/1/1969 (chwa té chire sinh nhat), DATEDIF("11/01/1969",
TODAY(), "y") = 38

*Tim moét gio, phut, gidy nao d6 tinh tir luc nay

Nhu t6i d3 ndi & trén, ham TIME() s& ty déng diéu chinh két qua cla mot gia tri thoi gian khi
nhitng théng s6 trong ham khoéng hop ly (gio > 24, phut va gidy > 60). Va do d6, khi can tinh
todn hodc tim mét gid tri thoi gian nao d6 ké tir lic nay (hodc bat ky lic ndo), ngudi ta
thuong st dung ham TIME().

Vi du, cdng thirc sau day sé cho ra két qua la thoi gian vao 12 tiéng nita ké tir lic nay:

= TIME(HOUR(NOW()) + 12, MINUTE(NOW()), SECOND(NOW/()))
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Khong gidng nhu ham DATE(), ban khéng thé don gian cdng thém gi®, phut, hay gidy trong
ham TIME(). Vi du cdng thirc sau day chi lam mbi chuyén 1a tdng thém 1 ngay vao ngay thang
nam va thoi gian hién tai:

= NOW() + 1

Né&u ban mudn cong thém gid, phut, hay gidy vao mét gia tri thoi gian, ban phai tinh thoi
gian cong thém dé theo mot ty & cla mét ngay. Vi du, bdi vi mot ngay thi co 24 gid, nén
moét gio duwgc tinh nhu 13 1/24. Cling vay, b&i vi mét gio thi cé 60 phut, nén mot phut sé
duwoc tinh nhu 1a 1/24/60 (cta mot ngay). Va cudi cung, b&i vi cé 60 gidy trong mot phut,

nén 1 gidy trong mot ngay sé duoc tinh bang 1/24/60/60.
*Tinh tdng thoi gian
Khi tinh t&ng th&i gian, ban nén phan biét hai trudng hop sau day:

* Cong thém gidy, phut, gidy: Vi duy, bay gid 1a 8 gidy, cong thém 2 tiéng nita, 13 10 gid... Hoic
bay gi®r 1a 23 gi®, cdng thém 3 tiéng nira la 2 gidr sang (chd khong phai 26 gid)... Néu cdng
ki€u nay thi ban c cdng binh thuong, dung ham TIME() va néu can thi theo bang huéng dan
g trén.

* COng tong thoi gian lam viéc: Mbi ngay toi lam viéc 18 tiéng, vay hai ngay téi lam may
tiéng? la 36 ti€ng. Nhung néu ban dung format binh thwdng dang thi gian thi Excel né sé ty
quy ra (36-24) = 12:00... P& dugc két qua la 36:00, ban phai dinh dang thoi gian cho 6 theo
kiéu:

[h]:mm:ss (gi® nam trong mdt cdp dau ngodc vudng)

Lay lai dinh dang ngay thang
Doi khi, ban nhan dwoc mét cai database ma khéng hiéu vi mét ly do gi d6, cell chira ngay
thang nam né nhuw sau: 20070823,

nghta la né dwoc dinh dang theo kiéu YYYYMMDD.

Truwdng hop nay, khdng thé dung Format Cell cla Excel dé dinh dang lai, ma ban phai dung

dén ham DATE(year, month, day)

va cac ham xtr ly text, vi du ham LEFT(), MID() va RIGHT() dé |8y cac tri s6 ngay, thang, nam

cho ham DATE():
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Toi gia s con s6 20070823 nay dang nam & cell A1, thi cong thirc LEFT(A1, 4) sé cho ta tri s6
cla nam, MID(A1, 3, 2) s& cho trj s6 cla thang

va RIGHT(A1, 2) sé cho tri s6 cla ngay.

Gia s(r trong Control Panel cGa ban dinh dang ngay thang ndm theo kiéu dd/mm/yyyy, va

cell nhan két qua cla ban d3 dwoc dinh dang theo kiéu ngay thang ndm,

ban dung ham DATE(year, month, day) véi 3 tham s6 1a 3 cdng thirc vira lam & trén, ta sé co:
=DATE(LEFT(A1, 4), MID(A1, 5, 2), RIGHT(A1, 2))-> 23/8/2007

HAM TIM KIEM VA THAM CHIEU

Bao gdm cdc ham tim kiém va tham chiéu rat hirtu ich khi ban 1am viéc v&i CSDL I&n trong

EXCEL nhu ké& toén, tinh lvong, thué...

=ADDRESS(row_num, column_num [, abs_num] [, al] [, sheet_text]) Dung dé tao dia chi

dang chudi ky tw, theo chi s6 dong va chi s& cot duoc cung cap.
row_num: S8 thi ty dong cda dia chi

column_num: S8 thi ty cét cta dia chi

abs_num: Kiéu dia chi (tuyét d6i hay twong d6i) - mic dinh 1a tuyét déi
al: Dang dia chi (=TRUE: dang A1; =FALSE: dang R1C1) - mdc dinh |a TRUE
sheet_text: Tén cla sheet chira dia chi - mac dinh la khéng cé

=AREAS(reference) Tra vé s& vung tham chiéu trong mdt tham chiéu. M&i vung tham chiéu

c6 thé 1a mot 6 roi rac hodc la mét day 6 lién tuc trong bang tinh.

reference: La mét hodc nhiéu vung tham chi€u ma ban can dém. Néu muén dwa nhiéu vung
r&i rac nhau vao cong thire thi ban phan cach ching bang dau phay, néu khéng ngdn bang

dau phay, Excel s& khong dém (xem vi du 3 duwdi day)
=CHOOSE Tr3 vé gid tri trong mang gia tri tai vi tri dwgc chi dinh.

=COLUMN(reference) Tra vé s6 thir tu cot cla 6 dau tién & goc trén bén trai cha vung tham

chiéu.
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reference: La 6 hodc mdt vung nhiéu 6. Néu reference bo tréng thi COLUMNY() tra vé sé thir
tw cot cla 6 chira cong thirc.

=COLUMNS(array) Tra vé s6 cot cda vung tham chiéu.

array: La 6 hodc mot vung nhiéu 6, mang tham chiéu

=HYPERLINK(link_location, friendly_name) Tao mét siéu lién két, mét lién két d& md mot tai
liéu...

link_location: Budng dan dén tai lieu can mé, nhap & dang chudi ky tw. Link_location cé thé
chi d&n mét 6 dac biét, tén cia mét ddy 6 trong mét trang bang tinh hodc mot bang tinh,
hodc chi d&n mét danh dau (bookmark) trong Microsoft Excel. Link_location cling c6 thé chi
dén mot tap tin lwu trén 6 clirng, hodc mot dwong dan truy xuat nodi bd trén mdt may cha
hodc mot dudng dan tai nguyén URL trén mang intranet, internet.

- Link_location cé thé 1a mot chudi ky tu dt trong dau nhay kép, hodc mot 6 nao d6 chira
duwong dan dudi dang chudi ky tu.

- N&u link_location lién két d&n mot tai nguyén khong ton tai, s& xuat hién 16i khi ban kich
vao 0 chira ham HYPERLINK() nay.

firendly_name: La ndi dung hién thj trong 6 chira ham HYPERLINK(), c6 thé la mot s8, hoadc
chudi ky tw. Noi dung nay sé hién thj bang mau xanh va cé gach chan, néu khéng cé
firendly_name thi chinh link_location s& hién thi.

- Firendly_name c6 thé 1a mot gia tri, mot chudi ky tw, mot tén mang, hodc mot 6 lién két
dén mot gid tri hodc mot chudi van ban.

- Néu firendly_name lién k&t dén mdt gia tri bj 16i, thi chinh tén cai 16i d6 s& dugc hién thj dé

thay thé cho néi dung ban can.

Vidu:

=HYPERLINK("http://example.microsoft.com/report/bu dget report.xls", "Click for report")

s& hién thi: Click for report, va khi ban click vao 6 nay, Excel s mé bang tinh budget

report.xls clia trang web http://example.microsoft.com/report

=HYPERLINK("F:\GPE\book2.xls",F10)
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s& hién thj ndi dung cta & F10 va khi ban click vao 6 nay, Excel s& m& bang tinh book2.xls &
thu muc GPE cia 6 F

=HYPERLINK("F:\GPE\book2.xIs",F10)

s& hién thj ndi dung cta 6 F10 va khi ban click vao 6 nay, Excel s& m& bang tinh book2.xls &

thu muc GPE cia 6 F

=MATCH Tra vé vj tri cha mot gid tri trong bang dir liéu

=INDEX Tra vé mét gia tri trong bang dit liéu twong &ng véi chi muc cda nd.
Tim ki€m trong nhiéu cot

Doi khi, cac dit liéu dung dé tim kiém khdng ndm & mdt cot ma trong nhiéu cot.
Vi dy, ban c6 mot danh sach d3 dwoc tach san ho va tén riéng ra hai cot.

Ngudi ta yéu cau dua vao ho va tén dé xac dinh chirc vu.

Chung ta cé thé dung mét cdt phu dé ndi ho va tén lai roi tim theo cot phu... Nhung c6 18

khéng can, vi téi s& dung ham INDEX() va MATCH() v&i cdng thirc mang.
Ham MATCH() c6 mét cd phap it ngudi biét dén, dé la:

=MATCH(valuel & value2, arrayl & array2, match_type)

valuel & value2 |a cic dit liéu dé tim (vi du ho va tén)

arrayl & array2 la cac cét (hodc hang) chira cac di¥ liéu dung dé tim kiém dé
Va day la ct phap dung INDEX() ghép v&i MATCH() trong cong thirc mang:
{=INDEX(reference, MATCH(valuel & value2, arrayl & array2, match_type))}
=INDIRECT(ref_text [, al])

ref_text | tham chi€u t&i mot 6 (cd thé 1a dang Al hodc dang R1C1), 1a tén dinh nghia cla

mo&t tham chi€u, hodc |a mét tham chiéu dang chudi.
-Néu ref_text khdng hop &, INDIRECT() s& bao 16i #REF!

-Néu ref_text chira tham chiéu dén mot bang tinh khac thi bang tinh nay phai dang mé, néu

khong, INDIRECT() ciing bao 16i #REF!
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al I3 gid trj logic xac dinh dang tham chiéu bén trong ref_text.
al=TRUE (hodc la 1, hodc khdng nhap) la kiéu tham chiéu Al
al = FALSE (hodc la 2) |3 kiéu tham chiéu R1C1

Tra vé gid tri cila mot tham chiu tir chudi ky tw. Tham chiéu dwoc tra vé ngay tire thoi dé
hién thi ndi dung cda ching. Cling c6 thé dung ham INDIRECT khi muén thay d6i tham chiéu

tdi mot 6 bén trong mdt cdng thirc ma khdng can thay d6i cong thirc dé.
=LOOKUP Do tim mot gia tri
Ham LOOKUP

Dung dé do tim mot gia tri tir mét dong hodc mét cdt trong modt ddy 6 hodc mdt mang gid

tri.
Ham LOOKUP() ¢ hai dang: Vec-to (vector form) va Mang (array form)

* Dang Vec-to: LOOKUP() tim ki€m trén mot dong hodc mét cdt, néu tim thay s& tra vé gia tri

cla 6 cung vi tri trén dong (hodc cét) duoc chi dinh.

* Dang Mang: LOOKUP() tim ki€m trén dong (hodc cot) dau tién cha mot mang gia tri, néu

tim thay s& trd vé gid tri cha 6 cung vi tri trén dong (hodc cot) cudi cung trong mang dé.
Vector form (dang vec-to)
CuU phap: LOOKUP(lookup_value, lookup_vector, result_vector)

lookup_value: La gia tri LOOKUP() sé tim kiém trong lookup_vector. N6 c6 thé |a mot s8, mot
ky tw, mot gid tri logic, mot tén d3 duoc dinh nghia cda mot vung 6 hodc mét tham chiéu

dén moét gia tri.

lookup_vector: La mdt vung ma chi gém mot dong (hodac moét cdt) cé chira lookup_value.

Nhitng gia tri chra trong viing nay cd thé 1a mét s8, mot ky ty hodc mét gid tri logic.

- lookup_vector phai dwoc sap x&p theo thit ty tdng dan, néu khong, LOOKUP() cé thé cho

két qua khdng chinh xac.

- Néu khong tim thay lookup_value trong lookup_vector thi LOOKUP() s& lay gid tri I&n nhat

ma nhd hon hodc bang lookup_value.
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- N&u lookup_value nhé hon gia tri nhd nhat trong lookup_vector thi LOOKUP() sé& bao 16i
HNA!

result_vector: LA mdt ving ma chi gdm mot dong (hodac mét cdt) chira gid tri trd vé. Kich

thudc cla result_vector bat budc phai bang kich thuéc cta lookup_vector.
AN Array form (dang mang)
CuU phdp: LOOKUP(lookup_value, array)

lookup_value: La gia tri LOOKUP() sé& tim kiém trong array. N6 c6 thé 1a mét s6, mot ky tw,
mot gia tri logic, mot tén da dwoc dinh nghia cla mot vung 6 hodac mét tham chiéu dén mot
gia tri.

- N&u khéng tim thay lookup_value trong array thi LOOKUP() s& I8y gid tri I&n nhat ma nhé

hon hodc bang lookup_value.

- Néu lookup_value nhd hon gia tri nhdé nhat trong cdt hodc hang dau tién trong array thi

LOOKUP() s& bdo 16i #NA!
array: La mot vung chira lookup_value, ¢ thé 1a s6, ky tw, hodc gia tri logic.
Dang mang cla LOOKUP() gan tuong duong nhuw ham VLOOKUP() hodc HLOOKUP().

Khac biét & chd VLOOKUP() va HLOOKUP() tim ki€m trén cot (hodc dong) dau tién, con

LOOKUP() tim ki€m trén cot hodc trén dong tuy thudc vao dang mang dugc khai béo:

- Néu array la mang c6 sé cdt nhiéu hon sd dong thi LOOKUP() sé tim trén dong dau tién.
- Néu array la mang c6 sé dong nhiéu hon s6 cét thi LOOKUP() sé& tim trén cot dau tién.

- Trudng hop array l1a mang cé s6 dong bang s6 cot thi LOOKUP() s& tim trén cot dau tién.

- VLOOKUP() va HLOOKUP() lay két qua trén cét (hodc) dong duoc chi dinh, con LOOKUP()

luén ludn Iay két qud trén dong (hodc cot) cudi cung.

- Cac gid tri trén dong (hodc cot) dau tién cla array phai duwoc sap xép theo thi ty ting dan,

néu khéng, LOOKUP() cé thé cho két qua khdng chinh xac.

Ham GETPIVOTDATA()
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Tra vé dit liéu duoc lwu gilr trong bdo cdo PivotTable. Cé thé dung GETPIVOTDATA() dé 1ay
dit liéu tong két tir mot bdo cdo PivotTable, véi diéu kién |a phai thady duoc dit liéu téng két

tr trong bdo cdo do.

DE& nhanh chéng nhap céng thirc GETPIVOTDATA(), ban cé thé gb diu = vao & muén nhan di

liéu tong két, roi nhap vao 6 chira s6 liéu tong két clia bdo cdo PivotTable.
Cu phdp: = GETPIVOTDATA(data_field, pivot_table, field1, item1, field2, item2,...)

data_field : Tén trwdng chira dit liéu tdng két cla bdo cdo PivotTable. Tén nay phai duoc dat

trong mot cap dau nhay kép.

pivot_data : Tham chiéu dén mét 6, day 6, hodc tén day 6 bén trong mdt bdo cdo
PivotTable. Thong tin nay duoc dung dé xac dinh bao cdo PivotTable nao chira di¥ liéu tra

Sa

Vve.

field1, item1, field2, item2,... : C6 thé c6 tir 1 dén 126 (v&i Excel 2003 tré vé trudc thi con s6
nay chi la 14) cap tén field va item mo ta dit liéu mudn tra vé. Nhirng cdp nay co thé thudc
bat c loai nao. Néu tén field va item khéng la ngay thang hodc s6 liéu, can phai dat ching
trong cap dau nhay kép. Ddi vdi loai bao cdo OLAP PivotTable, items co thé bao gom day du

dwong dan |1an tén cla item. Mot cip field va item ctia OLAP PivotTable cé thé nhu sau:
"[Product]","[Product].[All Products].[Foods].[Baked Goods]"
Luuy:

* Cac field hay item tinh todn va cac phép tinh tu tao c6 thé dwoc dat trong phép tinh

GETPIVOTDATA.

* Néu pivot_table |1a mot ddy co chira nhiéu hon 1 bdo cdo PivotTable, dif liéu tra vé sé I3 tur
bdo cdo duoc tao ra sau cung.

* N&u d6i s6 field va cac d6i s6 clia item md ta chi mbi mot 6, gid tri clia 6 d6 s& duwoc tra vé
ma khoéng can biét gia tri d6 1a chudi, 1a s6, 1a 16i, hay 1a mdt th gi dé...

* N&u item ch(ra ngay thang, gia tri phai dwoc bidu dién dudi dang mot chudi sé hodc duoc
thiét 1ap bang cach dung ham DATE() dé gia tri d6 s& khong bién déi khi bang tinh dwgc mé

& mét may khéc, co hé théng dinh dang ngay thang khac véi noi tao ra né. Vi du, mét item
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tham chiéu t&i ngay 5 thang 3 ndm 1999 cé thé duwgc nhip 1a 36224 hay DATE(1999, 3, 5).

Thoi gian cé thé dwoc nhdp nhu mot gia tri thap phan hodc bang cach dung ham TIME().

* Néu pivot_table khéng phai la mét diy cé chira bdo cdo PivotTable, GETPIVOTDATA() s&

tra vé 16i #REF!

* Néu cac ddi s& miéu ta mot field khong thé thay duoc, hodc néu ching gdm mét trudng

khéng hién thi, GETPIVOTDATA() cling s& tra vé 16i #REF!
Ham DGET()

Trich mét gia tri tr mét cdt cda mdt danh sach hay co s& dit liéu, khép vai diéu kién duorc

chi dinh.
Cu phap: = DGET(database, field, criteria)

=OFFSET(reference, rows, cols [, height] [, width]) Tra vé mot vuing tham chiéu tir mét vung

xuat phat.
DAy la mot trong nhirng ham rat hay cda Excel, va duwgc &ng dung rat nhiéu.

N6 dung dé tham chi€u d&én mot vung nao d6, bat dau tir mot 6, hodc mot day 6, vdi mot

khoang cach dworc chi dinh.

reference: La ving ma ban mudn lam diém xuat phat dé tham chiéu dén vung khac.

Reference phai chi d&n mdt 6 hodc mat ddy 6 lién tuc, néu khéng, ham sé& bao 16i #VALUE!

rows: S8 dong doi 1én (hodc xudng) tinh tir reference, nhap sé duong néu mudn doi xuéng,

hoac s& am néu mudn do&i lén.

cols: S6 cot doi sang phai trai (hodc phai) tinh tir reference, nhap s6 dwong néu mudén doi

sang phai, hodc s6 &m néu muén doi sang trai.

height: La s6 dong (dd cao) cta vung tham chiéu can tra vé.

width: La s6 cot (d6 réng) cda vung tham chiéu can tra vé.

Ghi chu:

* Néu s6 dong (rows) hodc cot (cols) virot ra ngoai pham vi bang tinh, ham sé& bdo 16i #REF!

* P cao (height) va d6 rong (width) néu khéng nhap, thi xem nhu né bang véi d6 cao va do

rong clia vung xuat phat (reference)
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=ROW(reference) Tra vé s thi ty dong clia 6 dau tién trong diy 6. Tra vé sé thir tu dong
cla 6 dau tién & goc trén bén trai cha vung tham chiéu.

reference: La 6 hodc mdt vung nhiéu 6. Néu reference bo tréng thi ROW() tra vé sé thir tu
cot cla 6 chira cong thirc.

=ROWS(array) Tra vé s6 dong cla vung tham chiéu.

array: La 6 hodc mot vung nhiéu 6, mang tham chiéu

=TRANSPOSE(array) Chuyén mét vung dit liéu ngang thanh doc va nguoc lai.

Ham TRANSPOSE() ludn ludn dugc nhap & dang céng thirc mang (nhan Ctrl-Shift-Enter sau
khi nhap)

array: La mang di* liéu can hodn chuyén

Né&u sé cot trong vung nhap cong thirc nhidu hon sé hang cta array, hodc s6 hang trong

vung nhap cdng thirc nhiéu hon s6 cot clia array, ham sé& bao 16i #NA tai nhitng 6 bi du ra.
=VLOOKUP(gid tri tim, vung can tim, cét can lay, cach tim) Do tim mot gia tri trén cot dau
tién va tra vé ...

Ham tim kiém va tham chiéu theo c6t.

Vung can tim: thuong dé & ché dé gia tri tuyét déi: $

Coét can ldy: & vung can tim.

Cach tim: Tim theo 2 gia tri:

0: Cot bén trai clia vung can tim khong sap x&p (ngam dinh)

1: S3p x&p ting dan.

=HLOOKUP(gid tri tim, vung can tim, hang can |dy, cach tim) Do tim mot gia tri trén hang dau
tién va trd vé ... - giong ham VLOOKUP

f. HAM TOAN HQC VA LUONG GIAC

Bao gbm cdc ham vé todn hoc va lugng gidc gilp ban cé thé gidi mét bai toan dai s6, gidi

tich, hodc lvong gidc tir tiéu hoc dén dai hoc...

99



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam
Luu y dén quy cach hién thi s6 cda VN va cta US. D€ ludn nhap dup mot gia tri ki€u s6 ban
hay st dung ban phim sé.

=ABS Tinh trj tuyét d6i cia mét sd

=ACOS Tinh nghich dao cosin

=ACOSH Tinh nghich dao cosin hyperbol

=ASIN Tinh nghich ddo sin

=ASINH Tinh nghich d3o sin hyperbol

=ATAN Tinh nghich ddo tang

=ATAN2 Tinh nghich ddo tang v&i toa d6

=ATANH Tinh nghich dao tang hyperbol

=CEILING La tron dén bdi sd gan nhat

=COMBIN Tinh t6 hop tir s& phan t chon

=COS Tinh cosin clia mét géc

=COSH Tinh cosin hyperbol

=DEGREES Ddi radians sang d6

=EVEN Lam tron mot s& dén s6 nguyén chan gan nhat.
=EXP Tinh lGy thira co s6 e

=FACT Tinh giai thira cha mot sd

=FACTDOUBLE Tinh Iiiy thira cap 2

=FLOOR Lam tron xuéng dén bdi s6 gan nhat do ban chi.
=GCD Tim wdc sé chung 1&n nhat

=INT(X) Lam tron xudng sé nguyén gan nhat (Ham |ay gid tri la phan nguyén-Ham cho gia tri

la phdn nguyén cua X)
=LCM Tim bdi s6 chung nhé nhat

=LN Tinh logarit co s6 tu nhién cia mot s6

100



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

=LOG Tinh logarit

=LOG10 Tinh logarit co' s6 10

=MDETERM Tinh dinh thirc ca ma tran

=MINVERSE Tim ma tran nghich dao

=MMULT Tinh tich 2 ma tran

=MOD(a,b) Ham cho gid tri |a phan du cta phép chia a:b
=MROUND Lam tron mot s6 dén bdi sé cla so6 khac.
=MULTINOMIAL Ty |& giai thira tong véi tich cac giai thira cla cac sd.
=0ODD Lam tron d&n mot s6 nguyén I8 gan nhét.

=PI Tra vé gid tri pi

=POWER Tinh Illy thira ciia mét sd

=PRODUCT Tinh tich céc s6

=QUOTIENT L&y phan nguyén cla phép chia

=RADIANS D&i d6 sang radians.

=RAND Tra vé mét s6 ngau nhién trong khodng 0 va 1
=RANDBETWEEN Tra vé mot s6 ngau nhién trong khoang do ban chi dinh
Ham ROMAN()

Dung dé& chuyén déi mot s6 dang A-rap sang dang s6 La-m3
CuU phap: = ROMAN(number, form)

number: S8 can chuyén doi

form: dang chuyén déi

0 (hodc TRUE, hodc khéng nhap): Dang c6 dién

1 cho dén 3: Dang ¢d dién nhung duogc rat gon, s6 cang I&n rut gon cang nhiéu (xem thém &

vidu)

4 (hodc FALSE): Dang hién dai
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Chuy:
* number phai 13 s6 duong, néu number < 0 ham s& bao 16i #VALUE!
* NEu number 13 s6 thap phan, ROMAN() chi chuyén d6i phan nguyén cla né

* Ham ROMAN() chi xt Iy duoc téi s6 I16n nhat 1a 3999, néu number > 3999 ham s& bao 16i

#VALUE!

* Sau khi da chuyén ddi, k&t qua s& 1a mot dir liéu dang text, va khéng thé tinh toan vai no

duoc nira

Vidu:

ROMAN(499, 0) = CDXCIX = ROMAN(499) = ROMAN(499, TRUE)
ROMAN(499, 1) = LDVLIV

ROMAN(499, 2) = XDIX

ROMAN(499, 3) = VDIV

ROMAN(499, 4) = ID = ROMAN(499, FALSE)

ROMAN(2008) = MMVIII

=ROUND(X,n) Ham lam tron n sé cta X

Néu n duwong (n>0) s& lam tron s6 bén phai ké tir vi tri ddu chdm thap phan.
NEu n am (n<0) s& lam tron s bén tréi ké tir vi tri ddu chdm thap phéan.
=ROUNDDOWN Lam tron mot s6 hudng xudng zero

=ROUNDUP Lam tron mét sé hudng ra xa zero.

=SIN Tinh sin cia mét goc

=SINH Tinh sin hyperbol clia mét s6

=SUM Tinh téng cla céc sd

=DSUM (vung dit liéu, cdt gia tri, vung tiéu chudn) Ham tinh tdng trong cot gid tri thod man

diéu kién cla vung tiéu chuan trong vung di liéu.
VD: Tinh t6ng tién lvong nhitng ngudi 26 tudi.
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Ham SUMIF()
Tinh téng céc 6 trong mot vung théda mét diéu kién cho trudc.
Cu phdp: = SUMIF(range, criteria, sum_range)

Range : D3y cdc 6 dé tinh téng, cd thé |a 6 chira s, tén, mang, hay tham chiéu dén cac 6

chtra s6. O réng va 6 chira gid tri text s& duoc bo qua.

Criteria : Diéu kién dé tinh tong. CS thé & dang s6, biéu thirc, hodc text. Vi du, criteria c6 thé

la32,"32","> 32", hoac "apple", v.v...
Sum_range : La vung thuc sy dé tinh tong. Néu bé qua, Excel s& coi nhu sum_range = range.
Luuy:

* Sum_range khong nhat thiét phai cung kich thuwdc vai range. Vung thuc sy dé tinh téng
dugc xac dinh bang 6 dau tién phia trén bén trai clia sum_range, va bao gdbm thém nhitng 6

twong ng vai kich thwdc cda range. Vi du:

- Néu Range 1a A1:A5, Sum_range la B1:B5, thi vung thuc sy dé tinh tong |a B1:B5
- Néu Range 1a A1:A5, Sum_range la B1:B3, thi vung thuc sy dé tinh tong |a B1:B5
- Néu Range 1a A1:B4, Sum_range la C1:D4, thi vung thuc sy dé tinh tong 1a C1:D4
- Néu Range la A1:B4, Sum_range la C1:D2, thi vung thuc sy dé tinh tong 1a C1:D4

* C6 thé dung cac ky tu dai dién trong diéu kién: diu ? dai dién cho mot ky ty, ddu * dai
dién cho nhiéu ky ty (néu nhu diéu kién 13 tim nhirng dau ? hodc *, thi gd thém diu ~ &

trwdc dau ? hay *).

* Khi diéu kién dé tinh téng la nhirng ky tw, SUMIF() khéng phan biét chir thwong hay chir

hoa.

Ham SUMIFS()

Tinh téng céc 6 trong mot vung thda nhiéu diéu kién cho trudc.

Cu phap: = SUMIFS(sum_range, criteria_rangel, criterial, criteria_range2, criteria2, ...)

Sum_range : D3y céc 6 dé tinh téng, cé thé la 6 chira s6, tén, mang, hay tham chi€u dén cac

6 chira 8. O rong va 6 chira gid trj text s& dugc bod qua.
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Criteria_rangel, criteria_range2... : C6 thé c6 tlr 1 dén 127 vung dung dé lién két vai céc
diéu kién cho vung.

Criterial, criteria2... : C6 thé c6 tir 1 dén 127 diéu kién dé tinh tong. Ching c6 thé & dang so,
biéu thirc, hodc text. Vi dy, criteria c6 thé 13 32, "32", "> 32", hodc "apple", v.v...

Luuy:

* Mi 6 trong sum_range chi dwoc tinh tdng néu tat ca cac diéu kién twong &ng véi 6 d6

déu dung. Néu théa cac diéu kién, né s& bang 1, con khong, thi né bang 0.

* Khéng gidng nhu nhitng ddi s6 range va criteria cia ham SUMIF, trong ham SUMIFS, moi

vung criteria_range phai c6 cung kich thudc va hinh dang giéng nhu sum_range.

* C6 thé dung cac ky tu dai dién trong cac diéu kién: dau ? dai dién cho mot ky tw, dau * dai
dién cho nhiéu ky tu (néu nhu diéu kién 1a tim nhitng dau ? hodc *, thi gd thém dau~ &

truwdc dau ? hay *)

* Khi diéu kién dé dém la nhitng ky tw, SUMIFS() khéng phan biét chir thwong hay chit hoa.
Ham SUMSQ()

Dung dé tinh t&ng cac binh phuwong cla cac s

CuU phap: = SUMSQ(numberl, number2, ...)

numberl, number2, ... : C6 thé dung dén 255 tham s6 (v&i Excel 2003 tré vé trudc, con sd

nay chila 30)

Cac tham s6 (number) c6 thé la mot s8, la mot mang, mot tén, hay 1a mdt tham chiéu dén

mot 6 chira s6, v.v...

Vi du: SUMSQ(3, 4) = (372) + (472) =9 + 16 = 25

Ba ham sau day cé cach dung va cu phdp tuong ty nhau:

Ham SUMX2MY2(), Ham SUMXPY2() va Ham SUMXMY2()

DE dé nhé tén cla ba ham nay, ban doc chung tir trai sang phai véi cac quy wdc sau:

SUM = Téng, M (Minus) = Trir (hiéu s&), P (Plus) = Cdng (téng s6), 2 = Binh phuong, X va Y 1a

hai mang gi d6, c6 chira nhiéu phantrxvay
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Vay, dinh nghia va cach tinh toan cda 3 ham nay la:

= SUMX2MY2: Téng cua hiéu hai binh phwong cla cac phan tlir twong (rng trong 2 mang dir
liéu

= SUMX2PY2: Téng cla téng hai binh phwong cla céc phan tlr twong (rng trong 2 mang dir
lieu

= SUMXMY2: Téng cla binh phuong cla hiéu cdc phan tlr twong (ng trong 2 mang dit liéu
Cu phép:

=SUMX2MY2(array_x, array_y)

=SUMX2PY2(array_x, array_y)

=SUMXMY2(array_x, array_y)

array_x va array_y la cac day 6 hodc gia tri kifu mang

Luuy:

* array_x va array_y bat budc phai cé cling kich thudce, néu khong, ham sé bao 15i #NA!

* Néu trong array_x hodc array_y cé nhirng gia tri ki€u text, kiéu logic hodc rong, thi sé dwoc

bd qua (khong tinh), tuy nhién céc gia tri = 0 van duoc tinh.

=TAN Tinh tang cia mot goc

=TANH Tinh tang hyperbol cia mét s6

=TRUNC Cat bét phan thap phan cla s6

Ham SUMPRODUCT() Tinh téng cac tich cdc phan tlr twong (rng trong cdc mang gia tri
Sum = Téng-Product = Tich

SUMPRODUCT = Téng cua tich (cdc mang dit liéu)

Cu phap: = SUMPRODUCT(array1, array2, ...)

arrayl, array2, ... : Cé thé dung tir 2 t&i 255 mang (vdi Excel 2003 trd vé trwdc thi con sé nay

chi la 30) va cdc mang nay phai cung kich thudc véi nhau

Luuy:
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* Néu cadc mang khong cung kich thuéc, SUMPRODUCT s& bao 16i #VALUE!

* Bat ky mot phan tlr nao trong mang khéng phai la dit liéu kiéu s6, s& dwoc SUMPRODUCT

coi nhu bang 0 (zero)

Ham SUBTOTAL |a m&t ham rat linh hoat nhwng ciing 1a mét trong cdc ham hoi kho st dung
cla Excel. Piéu khé hiéu thir nhat chinh la cdi tén cda nd, vi nd thuc sy lam duoc nhiéu thi
hon y nghta ctia tén ham. Da&i s& thir nhat cla ham bt budc ban phai nhé con sé dai dién
cho phép tinh can thyc hién trén tip so liéu (trong Excel 2010 ¢6 tinh ndng AutoComplete
giup chung ta khdi nhé cac con s6 nay). Ham SUBTOTAL duwoc Microsoft nang cap ké tir
phién ban Excel 2003 vd&i sy gia tdng cac tuy chon cho déi sé thi nhat cda ham, tuy nhién
didu nay dan dén sy khdng twong thich véi cac phién ban cii néu ching ta st dung cac tinh

nang mai bé sung nay.

D3&i s6 dau tién cha cla ham SUBTOTAL xac dinh ham thuc su nao sé dwoc st dung khi tinh
todn (xem trong danh sach bén duwdi). Vi du néu ddi sé 13 1 thi ham SUBTOTAL hoat déng
gidng nhwng ham AVERAGE, néu d6i s6 thir nhat 13 9 thi ham ham SUBTOTAL hoat déng

gidng nhwng ham SUM.

SUBTOTAL I3 ham tinh todn cho mét nhdm con trong mét danh sach hodc bang dir liéu tuy

theo phép tinh ma ban chon lya trong déi sé thir nhat.
CuU phap: = SUBTOTAL(function_num, refl, ref2,...)

Function_num: Cac con s6 tir 1 dén 11 (hay 101 dén 111) qui dinh ham nao sé duoc dung dé

tinh todn trong SUBTOTAL
Refl, ref2: Cac vung dia chi tham chi€u ma ban muén thyc hién phép tinh trén dé.

Trong Excel 2010, ban cé thé dung dén 254 ref (v&i Excel 2003 trd vé trudce thi con sd nay

chi la 29)
Ghi chu:

* Néu cé ham SUBTOTAL khac d&t 16ng trong cac doi so refl, ref2,... thi cdc ham 16ng nay sé

bi bd qua khéng duoc tinh, nham tranh truéng hop tinh toan 2 lan.

106



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

* D6i s6 function_num néu tlr 1 dén 11 thi ham SUBTOTAL tinh todn bao gom ca cac gid tri
an trong tap s6 liéu (hang an). PG6i s6 function_num néu tir 101 dén 111 thi ham SUBTOTAL

chi tinh todn cho céc gié tri khong an trong tap sd liéu (bb qua céc gid tri an).

* Ham SUBTOTAL sé& bd qua khéng tinh toan tat ca cdc hang bj an bdi [énh Filter (Auto Filter)

ma khong phu thudc vao déi s6 function_num duoc dung (1 giéng 101...).

* Ham SUBTOTAL duoc thiét k& dé tinh todn cho cac cot sé liéu theo chiéu doc, né khéng

dugc thiét k& dé tinh theo chiéu ngang.

* Ham nay chi tinh todn cho dit liéu 2-D, do vay néu dit liéu tham chiéu dang 3-D (Vi du vé

tham chiéu 3-D: =SUM(Sheet2:Sheet13!B5) thi ham SUBTOTAL bdo 16i #VALUE!
Ham SQRT()

Dung dé tinh can bac hai cia mot s6

CuU phap: = SQRT(number)

number: S6 thuc, dwong (néu number < 0 ham sé bdo 16i #NUM!)

Vidu: Gid sit & 6 A2, c6 con s6 -16

SQRT(16) =4

SQRT(A2) = #NUM!

SQRT(ABS(A2)) = 4

Ham SQRTPI()

Dung dé tinh can bac hai cla mét s6 nhan véi Pi (= 3.14159265358979)

Cu phap: = SQRTPI(number)

number: S6 thuc, dwong nhan véi Pi (néu number < 0 ham sé& bao 16i #NUM!)

Vidu: Gid s&tr & 6 A2, ¢ con s6 -16

SQRT(1) = 1.772454 (can bac hai cta Pi)
SQRT(2) = 2.506628 (can bac hai ctia 2*Pi)

Ham SIGN()
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Tra vé dau cla s6: 1 néu 13 sé duwong, 0 (zero) néu 1a sé 0 va -1 néu 1a sé am.

Cu phap: = SIGN(number)

Vidu:
SIGN(10) =1
SIGN(4-4) = 0

SIGN(-0.057) =-1

Ham SERIESSUM()

Dung dé tinh téng Ity thira ciia mot chudi s6, theo cong thirc sau day:

series (X, n, m, a) = al*x™n + a2*xM(n+m) + a3*xA(n+2m) + ... + ai*x*(n+(i-1)m)
CuU phap: = SERIESSUM(x, n, m, coefficients)

X : gia tri nhap vao cho chudi Ity thira

n : Ity thira kh&i tao dé tang t&i x

m : buwdc ting cho mdi phan tir trong chudi

coefficients : tap hop hé s6 sé dwoc nhan véi moi Ity thira cla x

Céc thong s6 nay phai la cac dit liéu kiéu s6, néu khong, ham sé bao 16i #VALUE!

Vidu:

SERIESSUM(5, 0, 2, {1, 2, 3, 4}) = 64,426

Dién giai chi tiét: (x = 5, n = 0, m = 2, coefficients = 1, 2, 3, 4)

=1*5A0 + 2*57(0+2) + 3*¥*57(0+2*2) + 4*57(0+3*2) = 64426

HAM THONG KE

Bao gdbm cac ham s6 giup ban gidi quyét cac bai todn thong ké tir don gidn dén phirc tap.
=AVEDEV Tinh binh quan d6 phan cuc

=AVERAGE(vung) Tinh trung binh cdng cac sé.

=AVERAGEA Tinh trung binh cdng cac gia tri
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=DAVERAGE (vung dir liéu, cét can tinh, ving tiéu chudn) Ham tinh trung binh céc gia tri
trong cdt thod man diéu kién cta vung tiéu chuan trong vung dit liéu.

Ham AVERAGEIF()

Tra vé trung binh cong (s6 hoc) cla tat ca cac 6 dugc chon théa man mét diéu kién cho

trudec.
Cu phdp: = AVERAGEIF(range, criteria, average_range)

range : La m&t hodc nhiéu & can tinh trung binh, cé thé bao gdm céc con s8, cac tén ving,

cdc mang hodc cac tham chiéu dén céc gia tri...

criteria : La diéu kién dudi dang mot s&, mot biéu thire, dia chi 6 hodc chudi, dé qui dinh viéc

tinh trung binh cho nhitng 6 nao...

average_range : La tap hop cac 6 that si dugc tinh trung binh. Néu bé tréng thi Excel dung

range dé tinh.

Luuy:

* C4c 6 trong range néu ¢ chira nhirng gid tri ludn Iy (TRUE hodc FALSE) thi sé dwoc bd qua.
* Nhitng 6 rong trong average_range ciing s& duoc bo qua.

* N&u range réng hoic cé chira dit liéu text, AVERAGEIF sé& bao 16i #DI1V/0!

* N&u c6 mot 6 nao trong criteria rong, AVERAGEIF s& xem nhu né bang 0.

* N&u khong cé 6 nao trong range théda man diéu kiéu cla criteria, AVERAGEIF s& bao 16i
#DIV/0!

* Ban cé thé cac ky ty dai dién nhu ?, * trong criteria (dau ? thay cho mét ky tw nao do, va
dau * thay cho mot chudi nao dé). Khi diéu kién trong criteria 1a chinh cac dau ? hodc *, thi
ban gd thém diu ~ trwdc no.

* average_range khéng nhat thiét phai c6 cung kich thudc véi range, ma cac 6 thue sy dwoc
tinh trung binh s& dung 6 trén cung bén trai clia average_range lam 6 bat d4u, va bao gom

thém nhirng 6 twong &ng vai kich thuwdc cla range.

Ham AVERAGEIFS()
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Tra vé trung binh cong (s6 hoc) cla tat ca cac 6 dugc chon théa man nhiéu diéu kién cho

trwdec.

Cu phdp: = AVERAGEIFS(average_range, criteria_rangel, criterial, criteria_range2, criteria2,
o)

average_range : Vung can tinh trung binh, cé thé bao gbm cdc con s6, cic tén vung, cac

mang hodc cac tham chiéu dén cac gia tri...

criteria_rangel, criteria_range2, ... : Vung chira nhitng diéu kién dé tinh trung binh. C6 thé

khai bdo tir 1 dén 127 vung.

criterial, criteria2, ... : La cac diéu kién dé tinh trung binh. C6 thé khai bao tir 1 dén 127 diéu

kién, dwdi dang s6, biéu thirc, tham chi€u hodc chubi...
Luuy:
* Néu average_range rong hodc cé chira dit liéu text, AVERAGEIFS s& bao 16i #DIV/0!

* Néu cé mdt 6 ndo trong nhitng vung criteria_range rdng, AVERAGEIFS s& xem nhu né bang

0.
* Nhirng gia tri logic: TRUE sé dwoc xem la 1, va FALSE sé dugc xem la 0.

* MAi 6 trong average_range chi dugc tinh trung binh néu thda tat ca diéu kién quy dinh

cho 6 do

* Khong giong nhu AVERAGEIF(), mdi vung criteria_range phai cé clng kich thuéc voi

average_range

* Néu c6 mét 6 nao trong average_range khdng thé chuyén déi sang dang sd, hoac néu

khong cé & nao thda tat ca cac diéu kién, AVERAGEIFS s& bao 16i #DIV/0!

* C6 thé céc ky ty dai dién nhu ?, * cho cac diéu kién (dau ? thay cho mét ky tw nao d6, va
dau * thay cho mot chudi nao dé). Khi diéu kién trong criteria 1a chinh cac dau ? hodc *, thi

ban gd thém diu ~ trwdc no.

Ham COUNT() Dém 6 dit liéu chira s6 (d€m sé 6 khéng trong) - dém s6 6 ¢ trong vung.
Nhung chi dém nhirng 6 cé kiéu dit liéu 1 kiéu sd.

Cu phap=COUNT(vung)
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=COUNTA Dém s6 6 chira dit liéu

=COUNTIF(VUng can dém, 6 diéu kién) Ham dém co diéu kién - dém sb 6 cd trong ving vdi
diéu kién d3 chira & 6 diéu kién.

Ham COUNTIF dé&m 6 c6 kiéu di liéu |3 ki€u sé va ca kiéu ky tu.

=DCOUNT(vung dir liéu, cot can dém, vung tiéu chuan) Dém s6 6 chira lwgng gid tri s6 trong
cOt thod man dk trong vung tiéu chun tim kiém trong vung dit liéu.

VD: PEm xem c¢d bao nhiéu ngudi cé mirc lwvong la 500000.

=MAX(vung) Tim s6 I&n nhat trong ving

=MAXA Tim gid tri |&n nhat

Ham DMAX()

Cu phép: = DMAX(database, field, criteria)=DMAX (vung dit liéu, cot gid tri, vung tiéu chuin)
Ham tinh gid tri cao nhat trong cot gia tri thod man diéu kién cla vung tiéu chuin trong vung
di liéu.

VD: Tim xem nhitrng ngudi 26 tudi ai cao lvong nhat.

=MIN(vung) Tim s6 nhd nhat trong vung

=MINA Tim gid tri nhd nhat

Ham DMIN()

Cu phdp: =DMIN(database, field, criteria)=DMIN (vung dit liéu, cot gid tri, vung tiéu chuan)
Ham tinh gid tri nhé nhat trong cot gid tri thod man diéu kién cda vung tiéu chuin trong
vung dit liéu.

VD: Tim xem nhitng ngudi 26 tudi ai thap lvong nhat.

=RANK(6 can x€p thi, vung can so sanh) Tim vi thr ca mét sé trong day s6.

VUung can so sanh: Thudng dé & ché do gia tri tuyét déi: $

Ham DVARP()

Cu phap: = DVARP(database, [field,] criteria)
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Tinh todn sy bién thién clia mot tap hop dwa trén toan thé tap hop, bang cach st dung cac
s liéu trong mot cdt cia mot danh sich hay cdia mét co s& dit liéu, theo mot diéu kién

duoc chi dinh.
Ham DVAR()
Cu phdp: = DVAR(database, [field,] criteria)

Uéc lugng su bién thién cla mot tap hop dwa trén mdt mau, bang cach sir dung cac s6 liéu
trong mot cdt ciia mot danh sich hay ciia mét co s& dit liéu, theo mét diéu kién dugc chi

dinh.
Ham DSUM()
Cu phap: = DSUM(database, field, criteria)

Cong cdc s6 trong mét cdt ctia mét danh sdch hay clia mot co sé dit liéu, theo mot diéu kién

duoc chi dinh.
Ham DSTDEVP()
Cu phap: = DSTDEVP(database, field, criteria)

Tinh d6 Iéch chuan clia mot tap hop theo toan thé cac tap hop, bang cach s& dung cac s6
liéu trong mot cdt cia mét danh sdch hay ciia mét co s& dit liéu, theo mot diéu kién duoc

chi dinh.
Ham DSTDEV()
Cu phap: = DSTDEV(database, field, criteria)

Uédc lugng d6 l1éch chudn clia mot tip hop theo mau, bang cach sir dung céc s6 liéu trong

mot cdt cha mot danh sdch hay ciia mét co s& dit liéu, theo mét diéu kién duoc chi dinh.
Ham DPRODUCT()
Cu phap: = DPRODUCT(database, field, criteria)

Nhan céc gia tri trong mét cdt cia mét danh sach hay clia mét co sé dit liéu, theo mot diéu

kién dwoc chi dinh.

DEm s6 6 rong trong bang tinh
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DUng cdng thirc mang: {=SUM(IF(ISBLANK(range), 1, 0))} v&i range la vung dit liéu can kiém
tra.

Dé&m s6 6 chira nhitng gia tri khong phai 1a kiéu s6

Dung cdng thirc mang: {=SUM(IF(ISNUMBER(range), 0, 1))} v&i range 1a vung dit liéu can
kiém tra.

DEm s6 6 bj 16i

Dung cong thirc mang: {=SUM(IF(ISERROR(range), 1, 0))} v&i range |a vung di¥ liéu can kiém
tra.

g. HAM XU LY VAN BAN VA DU LIEU

Bao gdm cac ham x{ ly chudi vdn ban nhu trich loc, tim kiém, thay thé&, chuyén déi chudi van
ban trong Excel.

Ham ASC()

Dung dé d&i cac ky ty double-byte sang cac ky tw single-byte cho nhirng ngdén ngit s&r dung

bo ky tw double-byte.
CuU phap: = ASC(text)

text : La chit hodc tham chi€u dén mot 6 cé chira chit. N&u text khong chira bat ky mau tu

nao thudc loai double-byte, thi text s& khong dugc chuyén déi.

Vidu: = ASC("Excel") = Excel

=CHAR Chuyén sé thanh ky tw

=CLEAN Xda ky tu khong phu hop

=CODE Tra vé m3 s6 cla ky ty dau tién

Ham CONCATENATE

Coéng dung: Dung ndi nhiéu chubi lai v&i nhau
Cong thirc: =CONCATENATE(text1,text2,...)

Vi dy: =CONCATENATE("Giai phap", "Excel", " - ", "Cong cu tuyét vai cha ban) > Giai phap

Excel - Cong cu tuyét voi cha ban
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=DOLLAR Chuyén dinh dang s& thanh tién té
Ham EXACT

Cong dung: Dung dé so sanh hai chudi véi nhau.
Cong thirc: =EXACT(text1,text2)

Ham EXACT phan biét chit thuong va chit hoa.

N&u 2 chudi textl, text2 gidng nhau hoan toan, ham s& tra vé TRUE; néu khong, sé tra vé tri

FALSE

Vidu:

=EXACT("Giai phap", "Giai phap") - TRUE

=EXACT("Giai phap", "Giai Phap") - FALSE

=FIXED Chuyé&n mét s6 sang dinh dang van ban

=LEFT(X,n) Ham LEFT Iay n ky tu tir bén trdi sang cta van ban X

=LEN Tinh d6 dai mot chubi

=LOWER Chuyén thanh chit thuwdng.

=PROPER Chuyén ky tu dau méi tir thanh chit hoa

Ham MID Dung dé trich xuat mét chudi con (substring) tr madt chudi
Cong thirc: =MID(text, start_num, num_chars])=MID(X, m, n)

Ham MID Iay n ky tu trong chudi X bat dau tir vi tri m.

text: chudi van ban can trich xuét

start_num: vi tri bat dau trich ra chudi con, tinh tir bén trai sang
num_chars: s6 ky tw cla chudi con can trich ra

- num_chars phai 1a sé nguyén duwong

- start_num phai 1a sé nguyén duong

- N&u start_num I&n hon d6 dai ctia chubi thi k&t qua tra vé sé 1a chudi rong

Vi du: =MID("Karen Elizabeth Hammond", 7, 9) = Elizabeth
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Ham REPLACE

Cong dung: Dung dé thay thé mot phan cla chudi bang mdt chudi khac, dua vao s6 ky tu

duoc chi dinh

Cong thirc: =REPLACE(old_text, start_num, num_chars, new_text)

old_text: chudi van ban can duoc xir ly

start_num: vi tri bat dau tim cai s& thay thé, tinh tir bén trai sang

num_chars: s6 ky tu clia chudi can duoc thay thé

new_text: chudi vin ban sé thay thé cho sé ky tw d3 chon bdi start_num va num_chars

Cai khé clia ham nay 1a xac dinh duwoc bdi start_num va num_chars. Lam sao biét dwoc bat

dau tlr dau va thay thé bao nhiéu chi*? Tdi goi y nhé:
- Ban dung ham FIND() hodc SEARCH() dé xac dinh vj tri bat dau (start_num)
- Dung ham LEN() d& xac dinh s& ky tu cla chudi sé dwoc thay thé (num_chars)

Vi du: dé thay s6 2007 bang 2008 trong cau Expense Budget for 2007

Dung cong thirc nhu sau:
=REPLACE(A1, FIND("2007", A1), LEN("2007"), "2008")—> Expense Budget for 2008
V&i Al = Expense Budget for 2007

Ham RIGHT Dung dé trich xuat phan bén phai ciia mot chudi mot hodc nhiéu ky ty tuy theo

su chi dinh ctia ban

Cong thurc: =RIGHT(text [,num_chars])=RIGHT(X,n)

Ham RIGHT Iay n ky ty t&r bén phai sang cta van ban X

text: chudi van ban can trich xuat ky ty

num_chars: s6 ky tw can trich ra phia bén phai cla chubi text, méc dinh 1a 1

- num_chars phai 13 sé nguyén duwong

- N&u num_chars I&n hon d6 dai ctia chudi thi két qua tra vé sé 1a toan bd chudi text

Vi du: =RIGHT("Karen Elizabeth Hammond", 7) > Hammond
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=REPT L3p lai mdt chubi

=SUBSTITUTE Thay thé& mét chubi xac dinh

Ham FIND va Ham SEARCH

Cong dung: Dung dé tim vi tri bat dau cla mot chudi con (substring) trong mot chudi
Cong thuc:

=FIND(find_text, within_text [, start_num])

=SEARCH(find_text, within_text [, start_num])

find_text: chudi vdn ban can tim (chudi con)

within_text: chudi vin ban chira chudi can tim (chudi me)
start_num: vj tri bat dau tim trong chudi within_text (mac dinh 1a 1)
Mot s6 luu y:

- K&t qua cla hai ham nay 1a mdt con s6, chi vij tri bat dau (tinh tir start_num) cla find_text
trong within_text

- Dung SEARCHY() khi mudn tim mot chudi bat ky. Vi du: SEARCH("e", "Expenses") s& cho két
qua la 1.

- Dung FIND() khi mudén tim chinh xac mot chudi cé phan biét chit hoa, chit thuong. Vi du:

FIND("e", "Expenses") s& cho két qua la 4.
- Néu khoéng tim thay find_text, ham s& bdo 16i #VALUE
- C6 thé dung nhitng ky tyw dai dién nhu *, ? trong find_text cia ham SEARCH()

- V&i ham SEARCH(), néu muén tim chinh ky tw * hodc ? thi gd dau ~ trudc ky tu do (~*

hoac la ~?)
=TEXT Chuyén mét sé sang text.
Ham T

Cong dung: Tra vé mot chudi néu tri tham chiéu la chudi, nguoc lai, s& tra vé chudi rong -

Kiém tra dit liéu ki€u text
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Cong thic: =T(value)
Ham nay it khi dugc dung.
Ham SUBSTITUTE

Cong dung: Dung dé thay thé mdt chudi nay bang mot chudi khac. Ham nay ciling twong tu

ham REPLACE(), nhung dé sir dung hon.

Cong thirc: =SUBSTITUTE(text, old_text, new_text [,instance_num])
text: chudi van ban géc, can duogc xir ly

old_text: chubi van ban can duoc thay thé

new_text: chudi vin ban sé thay thé vao

instance_num: s6 |an thay thé old_text bang new_text, néu bd qua thi tat ca old_text tim

dugc sé dugc thay thé bang new_text

Vi du: dé thay s6 2007 bang 2008 trong cau Expense Budget for 2007

Dung cong thirc nhu sau:

=SUBSTITUTE("Expense Budget for 2007", "2007", "2008") = Expense Budget for 2008
HAM THAY THE CHUOI NAY BANG CHUOI KHAC (Substituting One Substring for Another)

Cé nhiéu chuong trinh c6 kha nang tim kiém mot s6 doan van va thay thé né bang doan vin

khac.

Excel ciing cé kha nang lam chuyén dé bang cach dung ham. Dé 1a ham REPLACE va ham

SUBSTITUTE.

=TRIM Xéa nhirng ky tw trang bén trong chudi.

=UPPER Chuyén ky tu thudng thanh hoa.

Ham VALUE

Coéng dung: Dung dé& d6i mot chudi dai dién cho mot s6 thanh kiéu s6

Cong thurc: =VALUE(text)
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text phai la dinh dang s8, ngay thang hodc bat ky mdt thoi gian nao mién 1a dwoc Excel cong
nhan.

N&u 2 chudi textl, text2 gidng nhau hoan toan, ham s& tra vé TRUE; néu khong, sé tra vé tri

FALSE

Vidu:

D& trich ra s6 6500 trong SQA6500, ban cé thé dung ham RIGHT()
=RIGHT("SQA6500", 4) - 6500

Tuy nhién két qua do ham RIGHT() cé dugc sé & dang text, ban khong thé nhan chia cong

trir gi v&i cai "6500" nay dugc.

Dé& c6 thé tinh toan vai "6500", ban phai d6i né sang dang s6:
=VALUE(RIGHT("SQA6500",4)) - 6500

Ciing 12 6500, nhwng bay gi ban cé thé cong trir nhan chia véi né.

*Trich xuat ho va tén (vi du dung dé trich cho tén tiéng Anh, bo qua tén dém)

Cach lam 13 dung ham FIND() dé tim nhitng khodng trang phan cach gitta ho va tén, sau dé

dung ham LEFT() dé tach phan tén, va ham RIGHT() dé tach phan ho.
DE 14y phan tén (First Name), chiing ta duing cong thirc sau (gia st ho tén nam & cell A2):
=LEFT(A2, FIND(" ", A2) - 1)

Nghia 13 dung ham FIND() dé tim vi tri cta ky tw trdng dau tién ké tir bén trai, vi du né 13 vj

tri th 5,

khi d6 ham LEFT() s& xac dinh dworc cai tén nay gom cé 4 chir (= 5-1).

Dé |3y phan ho (Last Name), ching ta dung céng thirc:

=RIGHT(A2, LEN(A2) - FIND(" ", A2))

Ban ty dich cau nay nhé!

*Trich xuat ho, tén dém va tén (vi du vdi tén tiéng Anh, phan tén dém dwoc viét tat)

Cach lam giéng nhu bai Trich xuat ho va tén & trén, tuy nhién cé khac mét chat, dé trich
thém phan tén dém.
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Gia sir Ho va Tén (full name) ndm & cell A2, va dang c6 gid tri la Karen E. Hammond
Dau tién, nhu bai trén, dung cdng thirc sau dé tach phan Tén (first name):
=LEFT(A2, FIND(" ", A2) - 1) > Karen

Cong thirc FIND(" ", A2) s& cho k&t qua 13 6, 1a vi tri cla khoang trang dau tién (sau chir

Karen).

DE tim vj tri cla khodng trang th& hai, thi ban phai gan vi tri bat dau tim (start_num) 13 7,

hodc 1a bang két qua cGa FIND(" ", A2) cdng thém 1:
=FIND(" ", A2, FIND(" ",A2) + 1)

R6i dung ké&t qua cla cong thirc nay lam tham s& cho ham RIGHT() dé trich ra phan Ho (last

name):
=RIGHT(A2, LEN(A2) - FIND(" ", A2, FIND(" ", A2) +1)) -> Hammond

D& trich phan tén dém, dung ham FIND() dé tim vj tri cda ddu cham (.) rdi dwa vao trong

coéng thirc ciia ham MID() dé tim ky tw ding trwdc ddu cham:
=MID(A2, FIND(".", A2)-1,1) > E

HAM LOGIC

Ham AND

C6 18 khoi giai thich nhi. AND cé nghia |Ia VA. Vay thoi. Dung ham nay khi mudn néi dén cai

nay va cdi nay va cdi nay......
Cu phap: AND(logicall [, logical2] [, logical3]...)
logical: Nhitng biéu thirc s& dugc xét xem dung (TRUE) hay sai (FALSE)

Néu tat ca cac biéu thirc déu ding, ham AND() s& tra vé gid tri TRUE, va chi can 1 trong cac

biéu thirc sai, ham AND() s& tra vé gid tri FALSE.

Ban c6 thé dung ham AND() bat ct chd nao ban muén, nhung thudng thi ham AND() hay

duoc dung chung véi ham IF().

Vi du:

=IF(AND(B2 > 0, C2 > 0), "1000", "No bonus")
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Néu gia tri @ B2 va & C2 I&n hon 0, thi (thudng) 1.000, con néu chi cdn mot trong 2 6 B2
hodc C2 nhé hon 0, thi khéng thudng chi ca.

=FALSE(): C6 thé nhap truc ti€p FALSE vao trong cong thirc, Excel s& hiéu d6 1a mét biéu thirc

cé gid tri FALSE ma khéng can dung dén cu phap ctia ham nay
Ham IF

=IF (logical_test, value_if true, value_if false): Dung dé kiém tra diéu kién theo gid trij va
cong thirc

Cu phép: IF (diéu kién, gia tri 1, gid tri 2) Néu diéu kién dang thi ham tra vé gia tri 1, nguoc
lai ham nhan gia tri 2

Cai lap luan: "Né&u toi dung thi lam cho téi cai nay, néu tdi sai thi lam cho téi cai kia".. Co 18

trong chung ta ai cling hiéu.

Mdt tinh huéng don gian nhat

Cu phap: IF(logical_test, value_is_true)

logical_test: Mot biéu thirc s& duoc xét xem dung (TRUE) hay sai (FALSE)
value_is_true: gia tri tra vé khi biéu thirc logical_test duwoc kiém tra la ding (TRUE)

Vidu:

=IF(A1 >= 1000, "It's big!")

Nghia |13, néu gia tri & A1 I&n hon hodc bang 1000, thi két qua nhan duwoc sé 13 "It's big!", con
khéng, néu Al nhd hon 1000, két qua s& la FALSE.

Mot vi du khac, gia st ban c6 mot bang danh gia mirc d6 ban ra, mua vao ciia mot danh muc
hang héa dai, va ban mudn theo d&i nhitng mat hang cé doanh sé ban ra khéng dat yéu cau
dé diéu chinh chién lugc kinh doanh ctia minh, bang cach gan nhitng dau "<" bén canh nd,
hé phan trdm doanh s& cang thap thi nhitng dau hiéu "<" cang nhiéu...

Ban c6 thé dung ham IF(), theo mau:

=IF(cell<0, flag)

Vi cell 1a gia tri doanh s6 ma ban mudn theo ddi, va flag 1a dau hiéu dé mé t3, vi duy, cell

chira gia tri doanh s6 1a B2:
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=IF(B2<0, "<<<<<"

Dé nhirng dau "<" ty 1é thuan véi mirc sut gidam doanh s6 ban hang, ban cé thé dung ham

REPT(), v&i cong thirc:

REPT("<", B2 * -100)

O day, phai nhan gid tri cia B2 v&i -100, bdi vi ching ta chi xét nhirng trudng hop B2<0
Va cong thirc hoan chinh dé thé hién mirc d6 sut gidm doanh s6 cla tirng mat hang sé la:
=IF(B2<0, REPT("<" , B2 * -100))

Nhitng ham IF 16ng nhau

Trong cudc sdng doi thuwong, cé may ai dé dang chap nhan chuyén "mot cai néu", phai

khong cac ban.
Chung ta thuwdng sé dung kiéu, néu... réi nhwng ma néu... nhiéu khi kéo dai dén vo tan!

Trong Excel cling vay. Gia sl, ching ta x&p loai hoc tap, néu diém trung binh (PTB) Ién hon 9
thi gidi, vdy DTB nho hon 9 thi d&? Chua, DTB nhd hon 9 nhung I&n hon 7 thi kha céi d3, roi
DTB nho hon 7 nhung chua bi diém 5 thi trung binh, chi khi ndo BDTB nhoé hon 4 thi m&i goi

|a d& (cdi nay tdi chi vi du théi, cac ban dirng sir dung dé xé&p loai nhé).

Khi d8, chling ta s& dung nhitng ham IF() 16ng nhau, IF() ndy nam trong IF() kia. Sau nay

chung ta s& hoc cach ghép thém nhiéu diéu kién khac vao nira.
Vi du, toi |8y lai vi du d3 néi & bai trwdc:
=IF(A1 >= 1000, "Big!", "Not big")

Bi gio thém chut, A1 Ién hon 1000 I3 "big" roi, nhwng chang 18 10000 thi ciing chi 1a "big" ?

Cé I&é nén tang thém mot danh hiéu cao hon:
=IF(A1 >= 1000, IF(A1 >= 10000, "Really big!!", Big!"), "Not big")

Hodc 13, déng y rang <1000 I3 "Not big", nhung né khac "Small" ch( (tui khdng I6n, chua

chic tui nhd), vay ching ta thém mét dinh nghtia "Small" thir xem:

=IF(A1 >= 1000, "Big!", IF(A1 < 100, "Small", "Not big"))
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Ban déy nhé, & day t6i dit cai IF "con" khdng gidng nhu & trén, sao cling, mién 13 dirng sai

cl phap cta IF().
Va néu thich, ban c6 thé ghép tat ca lai:
=IF(A1 >= 1000, IF(A1 >= 10000, "Really big!!", Big!"), IF(A1 < 100, "Small", "Not big"))

Chicadn mét lwu y, la nhitng dau déng md& ngodc don. Néu ban déng va mé khdng ding ltc

hodc khong d0, Excel sé& khéng hiéu, hodc 1a cho cac ban két qua sai day.
Ham IFERROR

Trong qua trinh thao tac véi bang tinh, khong it 1an ching ta gdp 16i, va cling khé ma tranh
duwoc 16i. Vi du, mot cdng thirc don gian thoi =A/B cé thé gay 16i #DIV/0! néu nhu B bing 0,
hodc gay 16i #NAME? néu A hodc B khdng ton tai, gay 16i #REF! néu cé 6 ndo dé lién két vai A

hoac B bj x6a di...

Tuy nhién, d6i ltic ching ta lai can phai loi dung chinh nhitng cai 16i nay, vi du s& ddt ra mot

tinh huéng: néu c6 18i thi lam gi d6... Goi ném na la BAY LOI.

Cé 18 vi vay ma ham nay c6 hai chit d3u 13 IF; IFERROR = néu xay ra |6i (thi)...

MS Excel 2003 tr& vé trwdc cd ham ISERROR(value), vdi value 13 mot biéu thire. Néu biéu
thirc nay gép 16i, ISERROR() s& tra vé gia tri TRUE, con néu biéu thirc khong ¢ 16i, ISERROR()
tra vé gia tri FALSE.

Va ching ta thuwong dung ISERROR() kem véi IF:

=IF(ISERROR(expression), ErrorResult, expression)

N&u nhu biéu thirc (expression) cé 16i, cdng thirc trén sé 1ay gid tri ErrorResult (mot 6 rong,

hodc mot théng bao 16i, v.v..), nguoc lai, s& 1ay chinh gid trj biéu thirc do.

Vi du: =IF(ISERROR(A/B), ", A/B)

Cai bat tién khi phai dung vira IF() vira ISERROR() la ching ta phai nhap cdi biéu thirc hai lan:
mot 1an trong ham ISERROR() va mot [an & tham sé value_is_False cla IF()

Co6 thé cai bat tién vira ndi trén khéng dang ké, tuy nhién cach s&r dung nay lam cho céng
thirc cla ching ta trd nén khé dung hon,

bai vi néu thay cai biu thirc(expression), thi ching ta phai thay d6i nguyén ca cong thirc.
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Excel 2010 dudng nhu hiéu dugc sy bat tién do, nén da gdp hai ham IF() va ISERROR |ai
thanh mot, d6 13 IFERROR()

Cu phdp: IFERROR(value, value_if _error)
value: Biéu thirc cé thé s& gay ra 16i
value_if_error: két qua tra vé néu value gay ra 16i

Né&u biéu thirc value khong gay 16i, IFERROR() sé 1ay bidu thirc dd, con néu né cé 16i thi lay
cdi biéu thirc value_if error.

Vi duy, céng thirc =IF(ISERROR(A/B), "", A/B) néu dung IFERROR() thi s& |3

=IFERROR(A/B, "")

Ban thay day, IFERROR() ngan gon va dé hiéu hon nhiéu.

=NOT (logical) : Ddo nguworc gia tri cia cac doi s6

Ham OR

OR c6 nghfia 1a HOAC. DUng ham nay khi mudn néi dén cai nay hodc cdi nay hay cdi kia... cai
nao cling duwgc, mién la phai ¢ it nhat 1 cail

Cu phap: OR(logicall [, logical2] [, logical3]...)

logical: Nhitng biéu thirc s& dugc xét xem dung (TRUE) hay sai (FALSE)

Néu tat ca cac biéu thirc déu sai, ham OR() s& tra vé gia tri FALSE, va chi can 1 trong cac biéu

thirc dang, ham OR() s& tra vé gid tri TRUE.

Gidng nhu ham AND(), ban cé thé dung ham OR() bat ct* chd ndo ban muén, nhung thudng

thi ham OR() hay duwgc dung chung vé&i ham IF().

Vidu:

=IF(OR(B2 > 0, C2 > 0), "1000", "No bonus")

Néu gia tri & B2 hodc & C2 I&n hon O (tirc la chican 1 trong 2 6 1&n hon 0), thi (thuwdng)
1.000, con néu cad 2 6 B2 hodc C2 déu nhé hon 0, thi khdng thuwdng chi ca.

=TRUE(): C6 thé nhap truc tiép TRUE vao trong céng thirc, Excel s& hiéu dé 1a mot biéu thire
cé gia tri TRUE ma khéng can dung dén cu phap cdia ham nay
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Bd qua nhitng 6 bij 16i khi chay cdng thirc

Vi du: Cot Gross Margin (cot D) cla bang tinh dudi day cé chira médt s6 6 gdp 16i chia cho 0

(#DIV/0!), do bén cdt C cbé nhirng 6 tréng.

DE tinh trung binh cong clia cot D, k& nhirng 6 cé 16i #DIV/0!, phai dung cdng thirc mang nhu

sau:
{=AVERAGE(IF(ISERROR(D3:D12), "", D3:D12))}

(nghfa 13 néu gip nhitng 6 ¢6 16i thi coi nhu né bang rong)
Xac dinh tén cla cot (Determining the Column Letter)

Trong Excel c6 ham COLUMN(), cho ra két qua 1a sé cla cét (vi du, gd ham nay trong cot B

thi két qua sé 13 2).

Nhwng d6i khi ban muén két qua 13 tén cla cot ch& khdng muén dé la con sé (B chit khéng

phai la 2), thi lam sao?

DAy |a mot van dé doi hoi sy khdn khéo mdt chit, vi tén cot trong bang tinh chay tir A dén z,

tlr AA dén AZ... va cho téi tan cung la XFD (!)

C6 mét ham gilp ching ta tim dia chi tuyét ddi cia mot cell, d6 |a ham CELL("address"), vi

du SAS2, hodc SBS10...

Ham CELL(info_type [,reference])

V&i info_type la mot tham s6 d3 dugce dinh nghia (s& néi ki hon trong nhirng bai sau)

Va reference 13 cell ma ban chi dinh, néu bd tréng thi Excel s& Iy ngay cai cell c6 chira cdng
thirc CELL().

Trong bai nay, dé tim dia chi tuyét déi ciia mot cell, ching ta s& dung céng thirc CELL() vdi
info_type la "address"

Tinh y mot chut, ta thay tén cta cot chinh 1a nhitng chi? céi nam gitra hai dau dollar ($) trong
cdi dia chi tuyét déi nay.

B3t dau lam nhé: dung ham MID() trich ra chit cdi tir vi tri tht 2 trong dia chi tuyét déi cla

cell:

=MID(CELL("Address"), 2, num_chars)
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Cai kho 13 cdi num_chars nay day, vi tén cot thi co thé 13 1, 2, hodc 3 ky ty (vi du: A, AA hodc

AAA). Van dung ham FIND thoi:
FIND("S", CELL("address"",A2), 3) - 2

Gidi thich chat nhé: Dung ham FIND(), tim vi tri cGa diu $ trong cai dia chi tuyét déi cda cell,

va bat dau tim tir vj tri th& 3 trong cai dia chi nay.

Tai sao phai trir di 2? Cong thirc trén s& chi ra vi tri (la mot con s8) cha ddu $ thir hai trong

dia chi tuyét d6i cda cell, tirc 1a cdi ddu S phia sau tén cot,

phai trir di 2 tlre 13 trir bét di 2 céi S, 1Uc nay két qud s& chinh la s6 ky tw cda tén cot (1 chi,

2 chit hoac 3 chi)

B4y gi®, cong thirc hoan chinh sé nhu sau:
=MID(CELL("Address"), 2, FIND("$", CELL("address"), 3) - 2)
Cong thirc nay ap dung cho chinh cell chira cong thirc.

NE&u muén tim tén cdt tai mot cell ndo d6, ban chi viéc thém dia chi (hodc mét cai gi d6 tham

chi€u dén dia chi nay) cla cell muén tim vao phia sau cai "address"

Vi du, muén tim tén cda cell AGH68, ban g:

=MID(CELL("Address", AGH68), 2, FIND("$", CELL("address", AGH68), 3) - 2) > AGH
L4p ma sé ty dong

C6 nhiéu danh muc khach hang hodc danh muc hang héa dugc 1ap ma s8 bang cach dung vai

ky tw dau cla tén khach hang (hodc tén hang hda) két hop véi mot con sb.

Cach d&t m3 s6 tu dong nhu vay rat dé lam trong Excel, bang cach st dung nhitng ham x& ly
van ban va chubi.

Gia sir danh muc cla ching ta nam & cot A va bat dau tai cell A2.

Trwdc tién, ching ta hdy tach 3 ky tu dau tién cda danh muc va dinh dang cho né thanh

nhitng chi in hoa, bang cdng thirc:

UPPER(LEFT(A2, 3))
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Tiép theo, tdn dung chinh s cta nhirng hang trong bang tinh d€ 1ap ma sé ty déng:
ROW(A2),

va dinh dang sao cho nhitng con s6 nay ludn cé 4 chit s8, bdng cong thirc:
TEXT(ROW(A2),"0000")

Va day la cong thirc hoan chinh:

=UPPER(LEFT(A2, 3)) & TEXT(ROW(A2), "0000")

Ham BETADIST()

Tra vé gid tri cia ham tinh mat do phan phdi xac suat tich Iy beta.

Théng thwong ham nay dwoc dung dé nghién ctu sy bién thién vé phan trdm cac mau, vidu

nhu khodng thoi gian ma nguoi ta dung dé xem TV trong mdt ngay chang han.
Cu phap: = BETADIST(x, alpha, beta, A, B)

x : Gid tri gitta A va B, dung dé tinh méat d6 ham.

alpha & beta : Tham s6 cGa phan phadi.

A : Can dudi chia khoang x, mac dinh la 0.

B : Can trén cta khoang x, mac dinh 13 1.

Luuy:

* N&u c6 bat ky ddi s& nao khong phai la s6, BETADIST() tra vé gid tri 16i #VALUE!
* Néu alpha < 0 hay beta < 0, BETADIST() tra vé gia trj 16i #fNUM!

* Néu x < A, x > B hay A = B, BETADIST() tra vé gid tri [6i #NUM!

* Néu bd qua A va B, nghia la mdc dinh A=0va B =1, BETADIST() s& st dung phan phai tich

Ity beta chuan héa.
Ham BETAINV()
Tra vé nghich ddo cha ham tinh mat dd phan phéi xac suét tich Iy beta.

Nghia la néu xac suat = BETADIST(x, ...) thi x = BETAINV(xac suét, ...)
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Thudng dung trong viéc 18n k& hoach du an, d€ mo phéng s6 [an mé rdng xac sut, biét

trwdc thoi gian bé sung ky vong va do bién daéi.

Cu phdp: = BETAINV(probability, alpha, beta, A, B)

Probability : Xac suat cha bién cd x trong phan phéi xac suét tich Iy beta.
alpha & beta : Tham sé cta phan phai.

A : Can dudi chia khodng x, mdc dinh la 0.

B : Can trén cua khoang x, mac dinh 1a 1.

Luuy:

* Néu cé bat ky d6i s6 nao khdng phai la s6, BETAINV() tra vé gid trj 16i #VALUE!
* Néu alpha < 0 hay beta < 0, BETAINV() tra vé gid tri [6i #NUM!

* Néu probability < 0 hay probability > 1, BETAINV() tra vé gid tri [6i #NUM!

* Néu bd qua A va B, nghia la mdc dinh A=0va B = 1, BETAINV() s& s&t dung phan phadi tich

Ity beta chudn hoa.

* BETAINV() s& dung phuong phdp 13p khi tinh mat do phan phéi. Vi probability cho truéec,
BETAINV() 13p cho t&i khi két qua chinh xac trong khodng +0.0000003. Néu BETAINV() khéng

hdi tu sau 100 [an 13p, nd s& tra vé gia trj 16i #NA!

Vidu:

BETAINV(0.6854706, 8, 10,1, 3) =2
Ham BINOMDIST()
Tra vé xac suat clia nhitng lan thir thanh céng cla phan phdi nhi phan.

BINOMDIST() thuwong dwoc dung trong cac bai toan cé s6 lugng cd dinh cac phép thi, khi
két qua cla cac phép thir chi 13 thanh cong hay that bai, khi cac phép thir 1a déc 1ap, va khi
xac xuat thanh céng la khdng ddi qua cac cudc thir nghiém.

Vi du, c6 thé dung BINOMDIST() dé tinh xac sudt khoang hai phan ba dia tré dwoc sinh ra la
bé trai.

Cu phap: = BINOMDIST(number_s, trials, probability_s, cumulative)
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Number_s : S& [an thir thanh cong trong céc phép thir.
Trials : S6 lan thr.

Probability s : Xac suat thanh cong cia mdi phép thir.
Cumulative : M6t gia trj logic dé xac dinh ham tinh xac suét.

=1 (TRUE) : BINOMDIST() tra v& ham tinh xac sudt tich ITy, 13 xac suat c6 sé [an thanh cdng

number_s I&n nhat.

=0 (FALSE) : BINOMDIST() tra vé ham tinh xac suat diém (hay la ham khdi lvong xac suét), |a

Xac sudt ma s6 lan thanh céng la number_s.
Luuy:

* N&u number_s va trials la s6 thap phan, ching s& duoc cat bo phan 1é dé trd thanh s6

nguyén.

* Néu number_s, trials hay probability s khéng phai la s6, BINOMDIST() tra vé gia tri 15i
H#VALUE!

* Néu number_s < 0 hay number_s > trials, BINOMDIST() tra vé gia tri 16i #NUM!
* Néu probability_s < 0 hay probability s > 1, BINOMDIST() tra vé gid tri 16i #NUM!

Vidu:

BINOMDIST(6, 10, 0.5, 0) = 0.2050781

BINOMDIST(6, 10, 0.5, 1) = 0.828125

Ham CHIDIST()

Tra vé xac xuat mét phia cda phan phéi chi-squared.

Phan phdi chi-squared két hop v&i phép thir chi-squared dung dé so sdnh cac gia tri quan sat
V@i cac gia tri ky vong.

Vi du, mdt thi nghiém vé di truyén cé thé gia thiét rang thé hé ké ti€p cla cac cay trong sé
thira hudng mot tap hop cdc mau sac nao d6; bang cach so sanh cac gia tri quan sat duoc
V@i cdc gia tri ky vong, c6 thé thay duoc gia thiét ban dau 1a ddng hay sai.

CuU phap: = CHIDIST(x, degrees_freedom)
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X : Gid tri dung dé tinh phan phéi.

degrees_freedom : S& bac ty do.

Luuy:

* N&u cac d8i s6 khong phai 13 s6, CHIDIST() tra vé gia tri 16i #VALUE!
* Néu x < 0, CHIDIST() tra vé gid trj 16i #NUM!

* Néu degrees_freedom khdng phai la s& nguyén, phan thap phan cla né sé bj cat bo dé tré

thanh s nguyén.

* Néu degrees_freedom < 1 hay degrees_freedom > 10710, CHIDIST() tra vé gid trj I5i
#HNUM!

* CHIDIST() dwoc tinh todn theo cdng thirc: CHIDIST = P(X > x), v&i X |a bién ngau nhién chi-

squared.

Vidu:

CHIDIST(18.307, 10) = 0.050001

Ham NORMINV()

Tra vé nghich dao cta phan phéi tich Ity chuan.

CuU phap: = NORMINV(probability, mean, standard_dev)

probability : Xac suat &rng véi phan phéi chuan

mean : Gia tri trung binh cdng ctia phan phdi

standard_dev : D6 léch chudn cha phan phdi

Luuy:

* N&u cé bat ky d6i s6 nao khong phai la s6, NORMINV() s& bao 16i #VALUE!
* N&u probability nhé hon 0 hodc Ién hon 1, NORMINV() s& bdo 16i #NUM!
* Néu standard_dev nhé hon hodc bang 0, NORMDINV() s& bdo 16i #NUM!

* Néu mean = 0 va standard_dev = 1, NORMINV() s& dung phan b6 chuan.
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* NORMINV() s&r dung phuong phdp I3p di l3p lai dé tinh ham. Néu NORMINV() khéng hoi tu

sau 100 [an I&p, ham sé bao 16i #NA!
Chuwong 4: Khai Thdac Co So Dir Ligu
4.1. Sort (sap xép) va Filter (loc)

Sort (sap xép) va Filter (loc) 1a nhirng tinh ning cho phép ban thao tac dir liéu trong mot

bang tinh duoc thiét 1ap dya trén cac tiéu chuan.

Sip xép

Pé thuc hién mot sap xép theo chiéu ting dan hay giam dan trén mot cot:
« Panh déu cac 6 mubn dugc sap xép

* Kich nut Sort & Filter trén tab Home

« Kich nut Sort Ascending (A-Z) hay Sort Descending (Z-A)

[ A

j iSort & | Find &
&l Filter ~ 'Select ~

4] sortAtoz
2] sortztoa

41| Custom Sort...

= Filter

Tuy chinh sip xép

Dé sip xép nhiéu hon mot cot:

» Kich nit Sort & Filter trén tab Home

« Chon cdt ma ban mudn sép xép dau tién
* Kich Add Level

« Chon c6t tiép theo ban mudn sap xép

* Kich OK
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[";mddtevd][XQdemmd][u{agoovma]l NI My datn has headars

' Cokmn Sort On Ocder

‘Sortby [ v | Values v/ [Ei v
= JCa=]

Loc dir liéu

B0 loc cho phép ban chi hién thi dit liéu ma dap tng cac tiéu chuin nhét dinh. Dé sir dung bd

loc:

« Kich vao cot hodc chon cac cot chira dit liéu ma ban mudn loc
* Trén tab Home, kich Sort & Filter

« Kich nut Filter

« Kich vao miii tén phia dudi 6 dau tién

* Kich Text Filter

« Kich Words ban muén loc
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1
2 Monday |
81| sotAtoz
2} sortzZtoa

Sort by Color (3

W _{ear Fiter rrom

Text Filters >

; (Select All)
-[v|Friday
[v¢]Monday
-[v] Saturday
-[#]Sunday
-[¢] Thursday
-[¢] Tuesday
“[¢] Wednesday

Lok J[ cancer ||

« Bé ko ap dung bo loc, kich niit Sort & Filter

» Kich Clear

zvﬂ“ﬁ

Sort & | Find &
'Filter ~ |Select »

71 sotAtoz
(%] sortztoa

%% Custom Sort...

V| Filter
% Clear
t@ Reapply

D.
o

4.2 PivotTable va PivotChart 1a nhiing cong cu phan tich dz liéu rdt manh trong Excel.

Chung c6 thé bién nhiing con s6 diwong nhue vé nghia trong mét khéi diz liéu khéng 16 thanh
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nhitng con sé ¢é nghia. PivotTable va PivotChart rat dé sir dung, nhung chiing ciing ¢é mét

S6 van dé phirc tap khong thé tranh khai.

4.2.1 Gigi thiéu PivotTable va PivotChart

Tao mot bao cao PivotTable don gian

Gia str ching ta c6 bang tinh sau day:

m Home Insert Page Layout Formulas Data Review View
== \ ] i
= i ] Arial = = '; B =¢  General - i_gl % |__;al :‘h [|:
- === - <0 .00 onditic ar "
g |BLU === ko ing - as Tabie - Styles - | [E1F
Clipboard Faont Alignment Mumber Styles C
Al - 5
A B C D E F G H | J 58
1
2 Store  Region Date Customers Total Sales Camping Fitness Soccer Baseball Fishing Foothall
3 2134 Mortheast 06-Jun-02 207 3 6531 & 326 5 1234 § 970 5 1270 § 1488 5 1243
4 2134 Mortheast 07-Jun-05 162 % 3684 53 800 % 247§ VBE 5 1291 % 2258 3 192
5 2134 Mortheast 08-Jun-05 188 3 4713 % 837 § 1260 5 959 § 765 % 179 5 713
6 2134 Mortheast 09-Jun-05 171 5 5263 F BRI 5 1134 5 236 5 1353 5 1011 5 976
7 2134 Mortheast  10-Jun-05 64 5 4731 5 77505 294 5 1480 &5 160 3 864 5 1158
8 2134 Mortheast  11-Jun-05 246 5 3853 5 429 5 853 5 7735 B0 B 739 3 299
9 2134 Mortheast 12-Jun-05 63 5 6077 5 1075 5 1418 § 659 5 1445 5 1340 5 140
10 2293 Midwest  06-Jun-02 86 % 4075 5 @886 $ 399 5 270 5 690 3 13 5 1432
11 2293 Midwest  07-Jun-05 234 % 3,933 % 105 & 266 % V81 5 131§ 1376 3 323
12 2298 Midwest  08-Jun-05 286 5 3818 % 1330 5 459 §5 314 5 1119 & 149 5 447
13 2298 Midwest  09-Jun-05 99 5 4923 5 456 5 426 5 368 5 1045 5 1453 5 1175
14 2298 Midwest  10-Jun-05 85 % 5084 % 1061 5 729 5 211 5 8939 § 939 5 1205
15 2298 Midwest  11-Jun-05 218 5 3517 51191 5 31 0F 123 05 1293 § 300 3 269
16 2298 Midwest  12-Jun-05 124 5 4435 5 998 5 581 5 350 5 1249 3 295 3 962
17 2166 South 06-Jun-05 215 5 8625 § 1957 5 1995 § G615 5 1823 & 370 5 2085
18 2166 South 07-Jun-05 266 % 5902 % 19829 § 612 § 709 § 878 & 1218 % 656
19 2166 South 08-Jun-05 92 5 8032 & 1844 5 1099 5§ 1804 5 1005 5 1509 5 77
20 2166 South 09-Jun-05 237 5 7786 F 911 5 1470 5 1430 5 87 5 2074 5 1114
21 2166 South 10-Jun-05 65 5 7669 5 1377 5 2092 § 364 5 1793 § 502 5 1541
22 2166 South 11-Jun-05 263 5 5211 § 1201 5 360§ 655 5 522 § 559 5 1914
23 2166 South 12-Jun-05 159 % 9388 % 1663 5 1978 § 828 % 1375 § 1747 5 1797

Day la mdt trong nhitng loai bang tinh ma ban c6 thé dung dé tao ra mot PivotTable. Dit lidu

thong ké doanh thu cua 3 ctra hang (store) ban dung cu thé thao, dai dién cho 3 mién (region)

trong mot tuan (tir ngay 06 dén ngay 12/6/2005). Cot D 14 sd khach hang cua timg loai dung

cu thé thao, cOt E 1a téng doanh thu, va cac cdt con lai 1a doanh thu chi tiét cua tirng mat

hang.

Day 1a mot s6 cdu hoi ma ban 6 thé phai tra 10i dya vao bang tinh dé:

Doanh thu ctia dung cu cdm trai (Camping) tai mdi mién ?

Tai mdi cira hang, ngay nao trong tuan 1a ngay dong khach nhat?

Tai mdi cira hang, mat hang nao ban dugc nhiéu nhat?
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« Ngay nao trong tudn (n6i chung) 1a ngay ban é nhat?
To1 s€ giap ban tra 101 cau hoi dau tién. Toi s& huéng din ban tao ra mot PivotTable dé théy
dugc tong doanh thu mdt hang Camping ctia mdi mién.

Pé bit dau, ban can bao dam rang ban dang chon mét 6 (bat ky 6 ndo) nam & trong viing chta
dir liéu ma ban mudn tao PivotTable. R6i, ban nhan nat PivotTable nim trong nhém Insert

cua thanh Ribbon:

Home Insert Page Layout Fa

jj’ EEEE I ] ellgl [y Shapes ~
1 2 el T
PivotTable Table @ Picture Clip ..
- Art  [owt Screenshot ~
Tables INustrations

Excel s& hién thi hop thoai Create PivotTable nhu hinh sau day:

Home Insert Page Layout Farmulas Data Review View

| & A L

B i i

Tables lustrations Charts Sparklines Filter Links Text

SalesData - F | store

1 | A | B [ ¢ [ o [ € [T F [ 66 [ H [ 1T [ 3 T K ]
2| Store Region Date Customers Total Sales Camping Fitness Soccer Baseball Fishing Football
| = | 2134 Northeast 06-Jun-05 z o < o e 270 5 1488 § 1,243
4 2134 Northeast  07-Jun-05R LT ar 1S P51 5 28 5 1w
A 2134 Northeast 08-Jun-05 R 179 5 713
76| 2134 Northeast 09-Jun-0s| 225 e d3ta that vou wank to analyze 353 5 1011 § 976
7] 2134 Northeast 10-Jun-05| () Gelect a table or range 160 § 864 5 1158
8 2134 MNortheast  11-Jun-05 TablefRange: | SEoRRETEvaETR ) Faz| 4760 5 739 5 299
| 2| 2134 Northeast 12-Jun-058 ) se an external data source 445 5 1340 % 140
10! 2298 Midwest  06-Jun-05 690 5 418 5 1432
1] 2298 Midwest  07-Jun-05 131 & 1376 3 323
12 2298 Midwest  08-Jun-05 119 % 149 5 447
L13] 2298 Midwest  09-Jun-05) choose where vou want the PivotTable report to be placed 045 § 1453 5 1175
14 2298 Midwest  10-Jun-05 () New Workshest 939 % 939 § 1.205
L5} 2298 Midwest  11-Jun-05 ngisting T 293 % 300 & 269
16 ) 2298 Midwest  12-Jun-05 = ) —— |49 3 295 % 962
Rl 2166 South 06-Jun-05 Lpreliams FE| 623§ 370§ 2,065
18 2166 South 07-Jun-05 [ ok ] ’ Cancel 878 5 1218 35 (56
Rkl 2166 South 08-Jun-05 005 & 1509 3 7
20 ] 2166 South 09-Jun-05 230 % ffob & 911 » 1.4/0 & 1430 &% 787 5 2074 § 1,114
2] 2166 South 10-Jun-04 65 3 7669 % 1377 § 2092 § 364 § 1793 5 502 5 1.8M
22 2166 South 11-Jun-04 263 % E211 5 1201 § 360 § 6BARE § 622 5 559 § 1.914
23 2166 Saouth 12-Jun-05 159 5 9388 % 1663 5 1978 & 828 § 1376 5§ 1747 & 1797

Trong hop thoai nay, ban théy rfmg dia chi cta day 6 chtra dir liéu (A2:K44) da dugc nhap
san trong hop Table/Range. Néu nhu cac niit tity chon dugc chon gidng hét trong hinh:
Select a table or range va New Worksheet, ban hiy nhan OK dé dong hop thoai nay.

Excel s& tao mot Sheet mdi, va n6 sé trong gidng nhu hinh sau ddy:
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A3 A Fe
1 M B c D = PivotTable Field List - X
% l | Choose fields to add to report:
4 ._ — _ [stare Y
T | rivotlabie [Jregion
6 | To build a report. choose fields [pate
; from the PivotTable Field List Eﬂ'stﬂmﬂs
Total Sales

9 [(]camping
10| = == []Fitness
= [saccer
E = = [[Basebal

- = Fishing
14 = : [Fishing. i
15 F-
16 Drag fields between areas below:
17 W Report Filter 8 Column Labels
18
19
20
21
§§ 1 Row Labels T Values
24
25
26
27
28
2g [ pefer Layout Update

Nguoi ta goi day 1a cai vo ctia mot PivotTable. Trong cai vo nay, ban s& thdy: O bén trai la
vung bao céo PivotTable, la viung s€ hién thi cac yéu cau ctia ban sau khi ban d3 hoan tat mot
PivotTable. O bén phai 1a cira s6 PivotTable Field List, 1a noi ma ban s& quyét dinh nhiing
dir liéu nao s& duoc hién thi trén PivotTable, va cach sip xép cuia chung. T6i sé& trinh bay véi
ban chi tiét vé cai PivotTable Field List nay trong mot bai khac. Con bay gior ban ctr tiép tuc
da.

Trong hop thoai PivotTable Field List, ban hdy nhin vao muc Region dé chon n6 (hodc ban
nhan vao hop kiém ngay bén canh no6 cling dugc). Ban s€ théy muc Region nay tu dong Xuét
hién trong ving Row Labels cia PivotTable Field List, ddng thoi PivotTable ciing tu dong

hién thi tén ctia 3 mién: Midwest, Northeast va South trong cot A:
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| A | B C D E F G H
PivotTahle Field List v X

[Row Labels T! Choose fields to add to report:

Midwest o =
Mortheast O rF‘j —
South [v|Region

Grand Total [IDate
[JCustomers

[[]Total Sales
[ ]Camping
[ ]Fitness

[5occer
[ |Basebal -

[ JFishing 3

Drag fields between areas below:

W Report Filter B4 Column Labels
H Row Labels £ Values
Region -

] Defer Layout Update

RIS B L R R R e e e R e R L e e e e e e el Fd el B
A PR R S R S L I P Y e i e o i Bl e e

Tiép tuc, ban nhan vao Camping dé chon nd. Ngay lap tic, Sum of Caming xuat hién trong
viing Values & phia cudi PivotTable Field List, dong thoi, & cot B hién thi tong doanh thu
mat hang Camping tng v6i mdi mién.

Cubi ciing, ban nhan vao cai miii tén bé ti nam ngay bén canh myc Sum of Camping trong

khung Values, chon Value Field Settings trong danh sach mo ra.
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| A | B C D E F G H

PivotTable Field List v X

IRPW Labels '!Sum of Camping Choose fields to add to report:
Midwest G958

Northeast 4396 [store
South 10782 [¥]Region

Grand Total 22636 [Ipate
[ ]Customers

[Total Sales

Camping

[ JFitness

[]5occer

[ |Basebal B

[JFishing

| £

Drag fields between areas below:

“F Report Filter 4 Column Labels
1] Row Labels = Values
Region - Sum of Camping -

[] Defer Layout Update

T I S L N N R T TR ] ) %) ) ey Uiy ) ) ') PES) U S
-:::-u:uc\:--.1r_'-':r_'n.b.mm_ugmmﬂmmhmm_kgmmﬂmmhmm_u

Hop thoai Value Field Settings xuat hién. Nhan vao cai nit Number Format. Hop thoai
Format Cells quen thudc s& mé ra, chon Currency. Xong nhian OK hai lan dé dong tét ca
cac hop thoai. PivotTable cua ban sé& giéng nhu sau hinh say. Néu thich, va ciing dé xem hon,

ban nhin vao 6 A3, noi dang c6 chir Row Labels, stra n6 lai thanh Region:

[ 4 A | B L] A | B

1 1

2 2

3 Row Labels| ~ Sum of Camping 3 [Region ~ 1Sum of Camping
4 |Midwest Fas3 4 |Midwest 5955
5 Mortheast 4896 5 |Mortheast 4396
6 South 10782 6 |South 10782
7 |Grand Total 22636 7 Grand Total 27636

Hy vong ring ban s& thiy viéc tao ra mot PivotTable dé nhu thé nao. Vang, n6 rat don gian,
va néu c6 nhirng yéu cau phirc tap hon, thi cling vay thoi. Xin ndi thém mot vai khia canh
khac cua PivotTable:
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Khi mot PivotTable dugc kich hoat, hop thoai PivotTable Field List s€ xuét hién. Nhirng
Field duoc chon vao trong bao cdo PivotTable s& dugc in ddm va c6 mot dau kiém & ngay
bén canh, dong thdi chiing ciing xuat hién & nhitng ving bén dudi cua PivotTable Field List,
cho chung ta biét vai tro cta ching trong PivotTable. D¢ kich hoat mot PivotTable, ban nhan
vao mot 6 bat ky trong viing bao cao PivotTable. Con néu khong mudn kich hoat nd, thi ban

chi vi¢c nhan ra ngoai, bat ky cho nao trong bang tinh.

Ban s& thiy & bén phai cta tiéu dé Region trong viing bao céo (6 A3) c6 mot nit miii tén x6
xudng (drop-down arrow). Nut ndy c6 chirc ning twong tu chiic ning AutoFilter. Nhan vao
d6, ban c6 thé lya chon nhitng muc mudn xem thudc danh sach Region, ma mac dinh cua nd
la Select All (xem tt ca). Vi dy, ban chi mudn xem doanh thu dung cu cam trai cta riéng
mién Midwest ma thoi, ban nhin vao nat ndy, nhan vao muc (Select All) dé tit nd di, réi nhan

vao muc Midwest, ban sé& c6 két qua nhu hinh sau:

| A | B C

[Region + |Sum of Camping

SortAtol

ERSIN R P

| s
| sortztoa

Mare 5ot Options...

Label Filters g

Yalue Filters k

] (Select All)
Midwest
[ Mortheast
[J5outh

A | B c

Region |-T Sum of Camping
Midwest 5955
Grand Total 6358

oK l [ Cancel

WD 00| = O ) P |k —

27

1.2. Tao mdt bao cdo PivotTable véi nhiéu cft
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Vi dy ¢ bai trudc chi 1a mdt trong nhirng bao céo PivotTable don gian nhat. Trong bai nay,
ban s& hoc cach tao mot bao céo PivotTable phirc tap hon, co nhiéu cot cling nhu nhiéu hang

hon.

Ban xem dir li€u sau day. N¢ la dir liéu cua nhitng ctra hang cho thué bang video:

A B C D
1
Z Popcorn Video Rentals
3
4 | Store Category Titles
5 Main Street Action 374
6 |Main Street Crama 180
T |Main Street Childrens 63
g Main Street Sci-Fi 324
9 Main Street Classics 203
10 | Main Street Comedy 144
11 |Northgate Actian 45
12 |MNorthgate Drama 2487
13 |Northgate Childrens 320
14 MNorthgate Sci-Fi a6
15 |Northgate Classics Fi
16 |Maorthgate Comedy 225
17 |Clarkville Action 22
18 |Clarkville Drama 172
19 | Clarkville Childrens 203
20 | Clarkwille Sci-Fi 324
21 Clarkwville Classics 251
22 Clarkville Comedy 245
23 'West End Action 310
24 West End Drama aeY
25 West End Childrens 220
26 'West End Sci-Fi 236
27 West End Classics 145
28 West End Comedy 296
29

Céc hang dir liéu trong bai nay duoc thiét ké khac voi bai trude. Mdi hang trong bang dai
dién cho mdt thé loai video ctia mot ctra hang (dugc ghi o cot B). Con sé & cot Title 1 sd
luong dau phim thudc thé loai d6. Muc dich cua chung ta 1a tao mot PivotTable dé trinh bay

nhirng thong tin & mot dang dé xem hon.

Céc budc dé tao ra mot cai vo cua PivotTable, toi da trinh bay ¢ bai 1. Néu ban lam ding,

hop thoai PivotTable Field List ctia ban s& giéng nhu sau:
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PivotTable Field List

v X
Choose fields to add to report:
[]5tore
[ Jcategory
[Titles

Drag fields between areas below:

“F Report Filter HH column Labels

B3 Row Labels ¥ Values

[ ] Defer Layout Update

Trong danh sach cac Field s& co Store, Category va Titles. Hiy nhan chon ca ba. Excel s& lam
giip ban céc vigc sau:

Dem Store va Category vao trong hop Row Labels

Dem Tiltes vao trong hop Values, vdi céi tén la Sum of Titles

Trinh bay céc théng tin vao vung bao cao PivotTable

Két qua duge minh hoa ¢ hinh sau day:
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| A | B C D E F G H [
2 : PivotTable Field List -
3 Row Labels - Category  Sum of Titles
g | = Clarkville éﬁ?;;&ns 2§§ Choose fields to add to repaort:
6 Classics 251 [v]Store
7 Comedy 45 [#]Category
8 Drama 172 [] Titles
g Sci-Fi 324
10 |Clarkville Total 1317
11
12 = Main Street Action 374
13 Childrens 63
14 Classics 203
15 Comedy 145
16 Crama 180
17 Sci-Fi 324
18 Main Street Total 1289 Drag ficlds between areas below:
19 W Report Filter 1 cColumn Labels
20 | =Morthgate Action 45
21 Childrens 320
22 Classics 79
23 Comedy 225
3: g;“g:a 22; 1] Row Labels Values
26 MNorthgate Total 992 Store v | | SumofTites v
7 Category -
28  =ZWest End Action 310
29 Childrens 220
30 Classics 145
T Comedy 296 [ pefer Layout Update
W 4 » W| Sheet4 . Sheetl . Sheet? . Sheet3 . ¥J 4]

C6 thé nhitng gi hién thi trén may ctia ban khong giéng cai hinh nay. Néu nhu ban mudn né
gidng hét hinh ndy, hdy nhan nat phai chudt vao tén ctia mot cira hang nao d6 trong cot A
(Clarkville chang han), chon 1énh Field Setting, rdi ban danh dau vao cac tiy chon cua tab
Layout & Print giéng nhu t6i da lam trong hinh sau day; va néu nhu céi tén trong 6 A3 dang

la RowLabels, hiy d6i n6 thanh Store. Ban s& c6 mot PivotTable y hét nhu hinh & trén.
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Field Settings ?X]

Source Mame:  Stare

Cuskom Mame: |St|:|re |

Subtatals & Filters | Layout & Print

Layout

() Shows ikem labels in outline Form

%) Show jtem labels in Eabular Form

[] Repeat item labels
Insert blank. line after each item label
[] show items with no data

Print

[*]:Insert page break after each ikem:

[ o, l [ Cancel

Cho du day 1a mot bao céo PivotTable rat chinh xac, nhung nd khong phai 1a cai t6i mudn.
Trong trudng hop nay, Store va Category dang nam chung trong mot hang, déu 1a Row

Labels; con toi thi mudn Category phai la mot cot riéng, 1a Column Labels.
Lam thé nao dé chuyén mot muc & Row Labels thanh Column Lables? Co hai cach:

1. Trong hop thoai PivotTable Field List, trong ving Row Labels, ban hiy nhin vao

nut miii tén bén canh muc Category, va chon 1énh Move To Column Labels.

2. Néu nhu ban khéo st dung chudt, ban cé thé "nim" va "kéo" cai muc Category ra

khoi ving Row Labels 1di "tha" n6 vao vimg Column Labels.

Sau khi 1am xong mot trong 2 cach trén, ban sé thdy PivotTable gibng nhu sau:
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A B c D E F G H

2

3 Sum of Titles Column Labels |~

4 Row Labels ~ Action Childrens Classics Comedy Drama Sci-Fi Grand Total
5 Clarkville 22 203 251 345 172 324 1317
6 Main Street a74 (3 203 145 180 324 1234
T |Morthgate 45 320 79 225' 28?! a6 992
g West End 310 220 145 296 369 236 1676
9 Grand Total k)| 806 678 1011 1008 920 5174
10

il PivotTable Field List - X

12 -

13 Choose fields to add to report: '—':EI M

14 Store

15 Category

e [#]Titles

17

18

19

20

21 Crag fields between areas below:

22 ¥ Report Filter #H Column Labels

23 Category hd

24

25 1 Row Labels E  Values

26 Store - Sum of Titles -

;; ] Defer Layout Update

29

So sanh véi bang dir liéu ban dau, PivotTable dé doc hon nhiéu. Nhin vao bang bao c4o nay,
ching ta c6 thé so sanh sd lwong dau phim cua ting thé loai video giita cac ctra hang véi
nhau (xem theo cot), hodc so sanh sé dau phim giita cac thé loai video cia mdt cira hang véi
nhau (xem theo hang). Nhin vao PivotTable, ban c6 thé tra 101 ngay cira hang nao c6 nhiéu

phim hanh dong nhat, phai khong?

Ban c6 thy rang: viéc di chuyén mot Field tir Row Labels sang Column Labels, 1am cho
PivotTable duong nhu 1a xoay bang dir liéu tir doc thanh ngang. Chir "xoay", trong tiéng
Anh, la "pivot". Vay ban hiéu PivotTable 1a gi roi chir?

Néu nhu tir ndy gio, ban vira doc bai ndy, vira ty thuc hanh, thi ban hay luu lai bang tinh.
Chang ta s€ st dung PivotTable vira tao ra nay cho bai sau: Tao mot biéu d6 xoay
(PivotChart). Hen gap lai.

1.3. Tao mot PivotChart

Mot PivotChart chéng c6 gi khac hon 1a mot biéu dd Excel, dugc tao ra tir dit liéu cua mot

PivotTable. Thét ra thi cling c6 mot vai tinh ning ma ban khong tim thiy & nhitng biéu do
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binh thudng. Tuy nhién, phan 16n thi mot PivotChart ciing gidng nhu bat ky mot biéu dd nao

trong Excel, nhitng thao tac vdi cac biéu do, hodc viéc dinh dang cho no, chang c6 gi khéc.

Néu ban biét chic rang ban s& can dén mot PivotChart, ban c6 thé tao ra PivotTable va
PivotChart ciing mot 1an. Thay vi nhin vao nat PivotTable trong nhém Insert trén thanh
Ribbon (nhu t6i da trinh bay & bai 1), ban hay nhan vao cai miii tén nho & dudi cai nut do, va
chon 1énh PivotChart. Roi thi ban ciing s& gap hdp thoai tao mot PivotTable nhu ¢ nhitng bai
trén, nhung khi tao xong PivotTable, thi Excel cling s€ ty dong tao luén mot PivotChart di

kém theo.

Bay gio chung ta s€ hoc cach tao ra mot PivotChart tir PivotTable ma ban da thyc hanh ¢ bai

s6 2, bai toan vé cac ctra hang ban video. Ban 1an luot theo cac bude sau:
1. Chéc chan rang ban dang kich hoat PivotTable. Néu nhur khong mudn thiy cai hop
thoai PivotTable Field List, ban c6 thé tat né di. Hop thoai ndy co thé bat tit bat cir

lac nao bang cai nat nay (trong nhdm PivotTable|Options trén thanh Ribbon):

View ’ Options " Design (A @ o BB 2R
_3"’/' Clear v e Summarize Values By ~ ﬂ:,J PivotChart ‘ ; Field Lisi‘
_\{, Select - e Show Values As v i CLA i';J ;.“:B_u&ons'
_H., Move PivotTable | [ig] Fields, ltems, & Sets v £ at-If ‘%;ireld Heade“ré
Actions Calculations Tools Shoy

2. Nhan nat PivotChart trong nhom PivotTable|Options trén thanh Ribbon. Excel s&
hién thi hop thoai Insert Chart, nhu hinh sau:
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ulas Data Review View ‘ Options [ Design

— aj ‘v?ﬁ @ Clear » ® Summarize Values By v I}'@ PivotChart

— ¥ 5% %

— L"—"B B Select v e Show Values As v —',5, OLAP Tool

Insert | Refresh Change Data = . e ——

Slicer = - Source v lagy Move PivotTable @ Fields, ltems, & Sets v 9 What-If Analysis ~
Data Actions Calculations Tools

~

[ Templates e
= ] )] ] 98 30
_Q Line \_B_ﬂ :
& Pie ' - =y e T 3 vl
£ - o) IN8) 0] dua] ad] A4
RA  Area ‘
% XY (Scatter) M M 1‘5{5 M M
[ﬁiﬁ Stock : :
@f’) Surface Hine — — — — — —
0 owme ||| T | (125 (R (L Hf;‘—
92 Bubble
W Radar e - - e - -

(W] @ @val (B e (@s v
[ManageTemplates... ] [ Set as Default Chart ] L CK ] [ Cancel ]

3. Chon Column trong danh sach Templates ¢ bén trai, rdi nhan vao biéu

(stacked column) ¢ hang dau tién trong khung bén tay phai.

4. Nhan OK dé tao biéu dd.

tuong thir hai

Ban s& c6 mot biéu do nhu hinh sau. Mdi cira hang (Store) dugc dai dién boi mot "bar" trong

biéu dd, va trong mdi "bar" nay chira s6 lugng thé loai phim (Category) c¢6 trong cira hang do,

dugc phan biét bdi cac mau khac nhau.
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A B C D E F G H
2
3 | Sum of Titles Column Labels -
4 Row Labels ~ | Action Childrens Classics Comedy Drama 5ci-Fi Grand Total
5 |Clarkville 22 203 251 345 172 324 1317
6 |Main Strest 374 63 203 144 1680 324 1289
7 Maorthgate 45 320 74 225 2a7 36 992
o |VWest End 310 220 144 296 369 236 16576
9 Grand Total | 806 678 1011 1008 920 5174
10 F =]
11 Sum of Titles
12
13 1300
14 1600 Category -
15 1400 W Sci-Fi
16 1200
17 mDrama
18 1000 e 4
o 800 omedy
20 600 W Classics
21 400 B Childrens
22 200 W Action
23 D T T T 1
gg Clarkville Main Street MNorthgate West End
6 Store -
27 L 2

Khi ban nhin vao biéu dd, tic 1a ban kich hoat PivotTable, Excel s& hién thi hop thoai
PivotChart Filter Pane nhu ban thiy & hinh trén. Ban c6 thé dung Axis Fields va Legend
Fields trong hop thoai nay dé loc cac dir lidu, diéu chinh PivotChart hién thi hay khong hién
thi biéu d6 ctia mot loai dir liéu ndo d6. Bat ky viéc loc dir liéu nao ban thuc hién trong hop
thoai nay, cling s€ dugc ap dung trong PivotTable, va biéu dod s& tu dong vé lai theo nhirng

thay d6i trong PivotTable.

Vi dy, t6i nhan vao Axis Fields, va chi chon hai cira hang: Clarkville, WestEnd. Biéu do sé& tur

dong veé lai nhu sau:
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A B C O E F 8] H
2
3 Sum of Titles Column Labels -
4 Row Labels |-T Action Childrens Classics Comedy Drama 5ci-Fi Grand Total
5 Clarkville 22 203 251 345 172 324 1317
6 |VWest End 310 220 144 296 SEHI 235! 1676
7 Grand Total 332 423 396 641 541 560 2893
8
g
10
11 Sum of Titles
E 1800
13
14 1600 Category -
15 1400 ® Sci-Fi
16 1200 -
17 B Drama

1000 -

13 500 B Comedy
20 00 - B Classics
21 400 - B Childrens
2 200 + W Action
23 o -
24 Clarkville West End
25
IF Store <
27

4.2.2 Tim hiéu dir liéu ngudn cia PivotTable
Chung ta c6 thé str dung nhiéu loai dix liéu dé lam ngudn cho mot PivotTable:
e  Strdung dir liéu tir mot bang tinh Excel trong cung mot Workbook
e Sir dung dix liéu tir mot bang tinh Excel trong mot Workbook khac

« Sir dung dit liéu két hop tir nhiéu ngudn khac nhau nhung ¢ cau trdc giong nhau

(consolidate ranges)
e Surdung dir liéu tir mot bao céo PivotTable khac
Nhirng bai sau ddy sé& lan lugt diém qua tirng loai dit liéu nay.
2.1. Swr dung dir ligu caa cung mot bang tinh Excel

C6 I8 cach d& nhét va ciing dugc nhidu ngudi sir dung nhat 1a sir dung dir liéu cua mot bang
tinh Excel dé lam ngudn cho PivotTable. Dit lidu nay cé thé nam trong ciing mot bang tinh,

nhu da duoc trinh bay ¢ bai 1.
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Moi viéc s& tro nén rat don gian khi ban tao mot PivotTable trong ciing bang tinh chira dit
liéu ngudn. Dir liu nay phai duoc thiét ké theo dang mot List (trong Excel 2003), mot Table
(Excel 2010), véi nhirng yéu cau sau:

« Hang dau tién chua tén cac Field (hoic tén caa cac cot)
« Hang tha hai va nhitng hang tiép theo chia dix liéu
« Khong c6 hang bo tréng, nhung cé thé c6 nhitng 6 tréng

Pé tim hiéu ki hon vé cau triic cuia mot Table, ban c6 thé tham khao & bai "Phan tich dir liéu

VGi cdc Table".

Néu c6 mot 6 nam ¢ dau do trong vang dit liéu ngudn nay dugc chon khi ban md hop thoai
Create PivotTable, Excel sé tu dong xac dinh dia chi cua toan b vung dir liéu va nhap n
vao trong muc Table/Range cua hop thoai. Néu ban mudn xac dinh chinh xac dia chi caa

viing dit liéu ngudn, ban c6 thé chon mét trong 3 céch sau:
1. Chon mot 6 trong vung dir liéu trudc khi mo hop thoai. Pia chi caa vung dir liéu sé
duoc nhap vao tu dong
2. Nhap tryc tiép dia chi cua vang dit liéu trong muc Table/Range cua hop thoai
3. Swrdung nat Select trong hop thoai dé chon vung dir liéu

Create PivotTable 7)[x]
Choose the data that you want to analyze
{*) Select a table or range
Table/Range: |sheetl!$AS1:5D510 £

) Uze an external data source

\

MUt Select

Choose where you want the PivatTable report to be placed

i) Mew Worksheet
(%) Existing Worksheet

Location: |Sheet1!SCE3

[ oK l[ Cancel ]

C6 mot cach rat hay va rat nén 1am dé chi cho Excel biét ving dit liéu nam ¢ dau, 1a tao mot
cai tén (Name) cho vung di liéu. Str dung Name thi ti¢n lgi hon viéc nhap dia chi hoac chon
viing dir liéu mdi khi ban muén tham chiéu dén chung. Dé tim hiéu thém vé Name cho viing

dir liéu, xin doc bai: "Su dung tén cho day".
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Tuy nhién, néu ban sir dung mot Table cua Excel 2010 dé 1am dit liéu ngudn cho PivotTable,
thi ban khoi cAn quan tam dén Name, béi chinh ban than Table da c6 san mot céi tén, khi ban
tao nd. Va khi dd c6 Name cua dit liéu ngudon, ban chi viéc nhap truc tiép cai tén nay vao
trong muc Table/Range cua hop thoai Create PivotTable. Vi duy, ¢ hinh sau day, di liéu
nguon cia PivotTable 1a mot day co tén la SalesData:

Create PivofTable

Choose the data that you want to analyze

{*) Select a table or range

Table/Range: |SalesData R
) Uze an external data source L\\s

Choose where you want the PivotTable report to be placed

() Existing Worksheet

Location: Efiz |

[ oK l[ Cancel ]

2.2. Sir dung dir liéu ngudn tir mét bang tinh Excel khac

Néu dit liéu ma ban s& dung trong PivotTable nam tron mot bang tinh khac, cac budc thé tao
PivotTable hoi khac mot ti. Ban s€ phai xac dinh day 6 (dia chi) chtra dr liéu nguén, va tén

cua workbook chira dir liéu nguon.

Céch d& nhit dé thuc hién viéc ndy, 1a mo dong thoi hai bang tinh. M6t cai s& chira

PivotTable, mdt cai chira dir liéu nguén. R6i 1am theo céc bude sau:
1. Chon (kich hoat) workbook s€ tao PivotTable.

2. Nhan nat PivotTable trong tab Insert ciia Ribbon dé mé hop thoai Create
PivotTable.

3. Hay chic chin rang tuy chon Select a Table or Range dang dugc chon.

4. Nhén nat Select nim & phia bén phai ctia khung Table/Range, mot hop thoai Create

PivotTable "nhé" nhu sau ddy s& xuit hién:

Create PivoiTable
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5. Nhin Alt+Tab hodc nhin vao workbook chira dit liéu nguén dé kich hoat n6. Ban s&
van thdy cai hop thoai Create PivotTable "nhé".

6. Chon day chira dir liéu ngudn cho PivotTable. Pia chi ctia n, bao gdm cé tén cia

211,

workbook, sé tu dong nhap vao trong hop thoai Create PivotTable "nhé™:

Create PivofTable

'[CHI TIET CONG NO KHACH HANG. xlsx]Van Anh'1$B521:£1532|

7. Nhan vao nut Select trén cira sd Create PivotTable "nhé" dé chip nhan ving chon

r,_ 1

va déng no lai, quay vé hop thoai Create PivotTable "l6m".
8. Nhin OK dé quay vé bang tinh v&i PivotTable vira tao.

Khi mot PivotTable duge "link" téi mot bang tinh bén ngoai, ban chi ¢6 thé cap nhat (update)
PivotTable néu duong link nay téi bang tinh ngudn con ton tai. Khi bang tinh chta dit liéu
ngudn bj d6i tén, bi doi di chd khac, hoic bi x6a, ban s& khong thé cap nhat PivotTable. Excel

s€ hién thi mgt thong bao 161 néu ban co6 lam viéc do.

C6 thé ban thic méc 1a tai sao c6 nhiéu ngudi khong 1am mot PivotTable trong cing mot
bang tinh, ma lai lam PivotTable trong mét bang tinh khac? Viéc nay, that ra rat hitu ich, nhét
1a d6i voi nhitng dir liéu khong 16, cong kénh. C6 18 ban da biét nhirng bang tinh chira mot
bang dir liéu 16n thi chay cham nhu thé nao. Khi dat PivotTable trong mdt bang tinh khac,
ban van ¢6 thé c6 dugc nhitng théng ké, ma khong can thiét phai mé dir liéu ngudn ra. Hodc
khi ban mudn théng ké dit liéu tir nhiéu nguén khéc nhau, ban c6 thé tao mot workbook trung

gian, chtra nhiéu PivotTable, ma mdi PivotTable thi "link" dén mot dit liéu ngudn riéng.

C6 mot diéu ban can nén biét, 13 ban than PivotTalbe khong bao gior tu "refresh" dir liéu,
nghia 1a né khong thé tu dong cap nhat khi dir liéu ngudn thay doi, bat ké dir liéu ngudn nam
trong cling mdt workbook véi PivotTable hay nam trong mdt worbook khac. Viéc tinh toan

lai bang tinh (recalculated) cling khong cép nhat lai dir liéu cho PivotTable.
Ban phai thuc hi¢n chuyén "refresh" béng tay. Bﬁng hai cach:
o Nhén chuot phai vao PivotTable va chon Iénh Refresh Data

« Nhéin vao nit Refresh nim trong tab PivotTable|Option trén Ribbon (ban chi thiy
tab nay khi ban kich hoat PivotTable).
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Data Review View Cptions

Nj Y 7 Clear ~
o
=E _;’ Select v
Refresh | Change Data =,
v Source v ugp Move PivotTable

)

ata Actions
2.3. Sir dung nhiéu diy dir liéu c6 cing cau tric (Multiple Consolidation Ranges)

Thuét ngit "Multiple Consolidation Ranges" (nhiéu ddy dit liéu c6 cung ciu trac), tht ra
khong phtrc tap nhu cai tén ciia nd. Tat ca chi don gian 13 tao mot PivotTable dya trén hai
hodc nhiéu bang dir liéu (1a Table, hay 1a List trong cac version trudc). Nhitng ngudn dir liéu
nay c thé ndm trong ciing mot bang tinh, hodc nim trong nhitng bang tinh khac nhau.
Nhung, chirc ning Create PivotTable cua Excel 2010 ma chiing ta da lam quen tir dau dén
gi0, lai khong hd trg Multiple Consolidate Ranges, va khong c6 tiy chon nay. Dé st dung
dugc Multiple Consolidation Ranges, chung ta phai cau vién dén chirc ning PivotTable and
PivotChart Wizard, mot chirc nang c6 trong nhirng version trudc cua Excel. Trong Excel
2010, chirc ning nay van con, nhung bi 4n di. Bé goi né ra, ban phai sir dung nhirng phim tat

dung dé goi PivotTable and PivotChart Wizard trong Excel 2003, d6 1a: Alt+D+P.

Néu nhu ban thudc tt ca cac phim tat dé goi Iénh trén menu cua Excel 2003, thi ban c6 thé
str dung chting trong Excel 2010, cho du Ribbon ctia Excel 2010 thi chang giéng gi Menu Bar
cua Excel 2003.

DPé su dung dugc Multiple Consolidation Ranges, béat budc mdi danh sdch ma ban mudn dung
1am dit liéu ngudn cho PivotTable phai c6 cling cdu tric, co nghia 1a tit ca nhitng tiéu dé cot
(nam trén hang dau tién) va tiéu dé dong (ndm trong cot du tién bén trai) phai gidng hét
nhau. Néu nhu c6 mot hang nao, hodc cot nao nam riéng 1¢, thi chung sé khong duoc tich hop

vao trong bao cao PivotTable.

Day 1a mot vi du vé cac ngudn dir lidu c6 thé sir dung véi chirc ning Multiple Consolidation

Ranges:
A B C D E F G H

1

2 Cleveland Plant Atlanta Plant Newark Plant

3 Employees Employees Employees
4 Accounting 4 Accounting 3 Accounting 11
5 Human Resources 6 Hurman Resources 5 Human Resource 9
b |Sales 12 Sales 9 Sales 16
7 Development 7 Development 0 Development 22
8 Manufacturing 45 Manufacturing 213 IManufacturing 135
9 Support B8 Support 16 Support 10
10
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Pé khoi dong "Wizard", ban hay nhéan Alt+D rdi nhin thém phim P. Va tai Step 1, nhan vao

tuy chon Multiple Consolidation Ranges:

PivotTable and PivotChart Wizard - Step 1 of 3 HE

‘\Where is the data that vou want to analyze?

) Microsoft Office Excel list or database

() External data source

(®iMultiple consolidation ranges:

‘\What kind of report do vou want to create?
() PivotTable
() PivotChart report (with PivotTable report)

il | mext> || Finish

Sau khi nhdn Next dé sang Step 2a, ban sé& c6 2 tly chon:

« Create a single page field for me — Dé Excel tu dong tao ra mot Page Field don,
v6i mdi ving dit liéu ngudn 1a mot muc (item) trong Page Field d6. Page Field c6 thé
tam hiéu nhu 14 chirc ning loc "cp 1" ctia PivotTable. Trong ctra s PivotTable
Field Lists, Page Field chinh 1 nhitng muc nam trong khung Report Filter. Néu

khong co, xem nhu Page Field = All (xem tat ca cac dir lidu).

« 1 will create the page fields — Dung tuy chon nay dé tu tao cac Page Field cua riéng
ban. Ban c6 thé tao toi da 1a 4 Page Field, mdi Page Field loc ra mot thanh phan nao
do cua cac dir lidu.

2.3.1. Tao mgt trang t(x)ng hop duy nhét véi chire niing Create a single page field for me

Ban xem lai bang tinh EmployeeData ma toi vira trinh bay & bai trudc. Ban s& thay ¢6 3 danh
sach, mdi danh sach 1a mot phuong an tuyén dung nhan vién cu thé cho cac bd phan. Vaca 3
danh sach déu co cing cau tric, cling nhur tiéu dé cta cac hang, cot nay 1a gidng nhau. Dé tao
mdt PivotTable dua vao 3 danh sach nay, ban hay s dung PivotTable and PivotChart
Wizard theo cac budc toi di trinh bay & bai trudc, va khi dang & trong Step 2a, hiy danh dau
vao tity chon Create a Single-Page Field, rdi nhan Next dé sang Step 2D, rdi theo cac budc

Sau:
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1. Nhan vao nut Select & bén phai hop Range
2. Chon day A3:B9 trong bang tinh.
3. Nhén lai vao nut Select dé dua day vira chon vao trong khung Range.

Ghi chl: Néu ban bé qua buéc 1, ma chi can diing chudt chon truc tiép diy A3:B9
trong bang tinh, Excel sé tir hiéu la ban dd nhdn niit Select réi, nén ciing sé bé qua
luon budc 3 nay. Khi ban két thiic viéc chon day bcfng chuot, Excel sé dwa ban vao

thang budc 4 sau day.
4. Nhan niit Add dé thém day vira chon vao trong danh sach All Ranges.

5. Lap lai budc 1 dén budc 4 dé chon va thém vao danh sach All Ranges hai ddy D3:D9

va G3:G9. Téi day, man hinh ctia ban s& giéng nhu sau:

PivotTable and PivotChart Wizard - Step 2b... [2 |[X]

where are the worksheet ranges that wou want ko consolidate?

Range:

et 15683 408

add ] [ Delete ] [ Browse, .. ]

&l ranges:
Sheet11$a45:4B40

Cancel ][ < Back ][ ek = l[ Einish

6. Nhan Next dé sang Step 3.

7. Tai day, ban c6 thé chon New Worksheet dé tao PivotTable trong mot Sheet mai,
hodc chon Existing worksheet va nhan chudt vao noi ban mudn tao PivotTable ngay

trong bang tinh nay.
8. Click Finish.

Ban s€ c6 mét PivotTable nhu sau:
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| A | B C D E F G H [
; Pagef (Al d PivotTable Field List - X
3 |Sum of Value  IColumn Labels - -
4 |Row Labels ~ Employees Grand Total Choose fields to add to report: -
5 |Accounting 18 18 [v]Row
6 |Development 29 29 [#]Column
7 Human Resources 20 20 [#]value
8 | Manufacturing 393 393 [¥]Pagel
9 |Sales v 37
10 |Support 34 34
11 Grand Total a3 LK)
12 Drag fields between areas below:
13 “F Report Filter #H Column Labels
14 Pagel - Column -
15 i Row Labels Values
1? Row = Sum of Value =
18 [] pefer Layout Update
19
20

Trong PivotTable nay, nhan Column Labels ¢6 mot miii tén x6 xudng, ban co thé dung n6 dé
loc ra c6t mudn xem. Trong trudng hop nay, do céc dit liéu ngudn chi c6 mot cot
(Employees), nén nut nay khong can dung dén, nhung néu cac dir liéu ngudn ciia ban cd
nhiéu cot, ban s& can dung dén n6. Nhin Row Labels ciing ¢6 mot miii tén x6 xudng, ding
dé loc ra nhirng hang muén xem. Nhitng nit x6 xudng nay 1a diém dic trung ma ban co thé

thdy trong tat ca cac PivotTable.

Con nat x4 xudng cua nhan Pagel thi co gi dic biét? N6 cho phép ban loc ra dir liéu ngudn
nao mudn xem, nhu ban théy ¢ hinh sau day, khi nhén vao n6. Cac muc Iteml, Item2 va
Item3 tham chiéu dén 3 dit liéu ngudn ma ban da ding lam dit liéu ngudn cho PivotTable.
Ban c6 thé chon téng hop dit liéu theo tt ca cac ngudn (All), hodc chi 1 ngudn nao d6. Néu
mubn tong hop nhiéu hon 1 ngudn dir lidu, ban phai nhan vao tiy chon Select Multiple

ltems.
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| A | B C O E F G H |
1 Pagel (Al -
a g (All PivotTable Field List v X
.z o
A (AN Grand Total Choose fields to add to report: -
£ Item1 18 Row
F i:emi 29 Column
= em3
i 20 [#]value
g 393 Pagel
i 37
1 34
1 a
1 Drag fields between areas below:
1' W Report Filter #H cColumn Labels
U [¥] select Multiple Ttems Pagel v Calumn v
1 -
: - l [ — 1] Row Labels = Values
1 Row w7 Sum of Value w7
18 [ pefer Layout Update
19
20

Ban hay thir st dung cac nut X0 xuéng bén canh cac nhin, dé xem ching lam viéc nhu thé
nao. Loc 13 mdt trong chirc ning quan trong nhat cia mot PivotTable, ban can hiéu rd cach
loc ctia mot PivotTable, dé co thé dé dang tiép can véi nhirng chire ning cao cip hon.

Trong PivotTable ma ching ta da thuc hanh trong bai nay, c6 cot Grand Total, 1a mt mac
dinh cua PivotTable. Tuy nhién, bo1i vi cac dir li¢u nguén cua chung ta chi c6 1 cot, nén
khong can thiét dén cot Grand Total, t6i s& ndi vé cach bo cai cot nay di trong bai sau.
2.3.2. Tao mét PivotTable cé nhiéu trang tong hop tir nhirng dir liéu ngudn cé ciing ciu
tric

Trong cong viéc hang ngdy, nhét 1a khi phai thudng xuyén tong hop nhiing dir liéu kiéu nhu:
Bao cao doanh thu quy I, Bao cdo doanh thu quy II, Bao cdo doanh thu quy III, v.v..., ban nén
stir dung PivotTable, véi tiy chon thir 2 khi dang ¢ trong Step 2a cua PivotTable and
PivotChart Wizard: | will create the page fields.

Tty chon nay rat thich hop khi tong hop tir nhidu ngudn dit liéu ¢ ciing ciu tric, ma nhitng
ngudn dit liéu d6 ¢ cung tiéu de, chi khac vai con s6 ding dé tong hop (theo quy, theo nam,

theo thang...), chang han nhu bang tinh nay:
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.

EH CourseData
|

A

| B

Year 2002 .Semeater 1

Chemistry
Biology
Geology
Physics
Ecology
Iarine Biology

Year 2002 Semester 2

Chemistry
Bialogy
Geology
Physics
Ecology
Marine Biology

Students
21
44
94
59
23
Fill]

Students
37

101

43

96

28

43

D E
Year 2003 Semester 1

Chemistry
Bialogy
Geology
Physics
Ecology
Iarine Biology

Year 2003 Semester 2

Chemistry
Bialogy
Geology
Physics
Ecology
Marine Biology

F

Students
32

39

83

101

82

84

Students
g3
74
49
86
26
25

Pay 1a 4 bang tong hop sd hoc sinh dat yéu ciu theo tirng mon, va theo ting hoc ky trong hai

nam hoc 2005, 2006; ca 4 déu c6 chung tiéu dé Year ... Semester ....

Chung ta hay thir. Ban hay sur dung PivotTable and PivotChart Wizard theo cac budce toi

da trinh bay & bai 2.3, va khi dang & trong Step 2a, hiy danh dau vao tuy chon | will create

the page fields, roi nhin Next dé sang Step 2b, rdi theo cac budc sau:

1.

2.

Nhap khdi dir liéu ngudn thir nhat (A2:B8) vao trong khung Range

Nhan nat Add dé thém né vao trong danh sach All Ranges

Lap lai hai bude trén ba lan, dé thém 3 khéi dit liéu con lai (D2:D8, A11:B17, va

D11:E17) vao trong danh sach All Ranges. Tai thoi diém nay, man hinh cua ban s&

gidng nhu hinh sau:
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PivotTable and PivotChart Wizard - Step 2b of 3 [?|[X]

Where are the worksheet ranges that you wank ko consolidate?
Range:

| [ ==y

add ] [ Delete ] [ Browse, ., ]

All ranges:
Sheet 114442 4B
Sheet 114042 4E45
Shest1!$a$11:46417
Sheet 114041146417

How many page fields do you want?

®o O1L Oz O3 O4

What item labels do wou want each page field bo use ko identify the
selected data range?

Cancel ][ < Back ][ Mext = l[ Einish ]

4. Nhan vao tiy chon 2 & phan How many page fields do you want?

5. Ban s& thiy phan dang m& md ¢ dudi cing cua hop thoai PivotTable and
PivotChart Wizard mé ra 2 cai: Field one va Field two (ban chi c¢6 thé co toi da 4

trang tong hop).

6. Téiday, hiy tam dirng mot chiit dé vach ra mot vai ¥ tudng cho viée thong ké dir lidu.
Ban can c6 bao nhiéu trang tong hop? Hay noi cach khac, ban can thong ké dit liéu
theo miy tiéu chi? Hay nhin vao tiéu dé ctia 4 dit liéu ngudn. O d6 ching ta c6 hai
ndm hoc: 2005 va 2006, va hai hoc ky (semester): hoc ky 1 va hoc ky 2. Vay, y tudng
hay nhét, c6 18 1a théng ké theo niam dé loc ra dit liéu cua tung nam, hodc ca 2 nam; va
ddng thoi ciing thong ké theo ting hoc ky, dé loc ra dir lidu cua timg hoc ky hodc ca 2
hoc ky. Nhu vay, ching ta can c6 hai trang tong hop, d6 14 1y do tai sao & budc 4 trén

day, t61 ndi ban nhén vao tuy chon 2. Moi ban tiép tuc:

7. Trong danh sach All Ranges, chon diy dau tién: A2:B8, day nay 14 s6 liéu cua hoc ky
1 nam 2002.

8. Nhap Year 2002 vao trong Field one.
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9. Nhap Semester 1 vao trong Field two.
10. Chon tiép ddy thi hai: D2:E8, diy nay 1a sb liéu cta hoc ky 1 nim 2003.
11. Nhap Year 2003 vao trong Field one.

12. Boi vi trong Field two da c6 sin Semester 1, nén thay vi nhap, ban c6 thé chon né tir

nat mii tén x6 xudng.
13. Chon diy thir ba: A11:B17, diy nay la s liéu cua hoc ky 2 nim 2002.
14. Chon Year 2002 tir nt miii tén x6 xudng cho Field one.

15. Nhap Semester 2 vao trong Field two.

PivotTable and PivotChart Wizard - Step 2b of 3 [?|[X]

Where are the worksheet ranges that you wank ko consolidate?
Range:

| Sheet 1154511 46417 £

add ] [ Delete ] [ Browse, ., ]

All ranges:

Sheet 115442 4645
5heet1lnz: I

5h1|$D$11$E$1?

How many page fields do you want?

Co O1L ®z O3 O4

What item labels do wou want each page field bo use ko identify the
selected data range?

Field one: Field bwo:
|‘1"ear 2002 V| |Semester 2| V|
[ Cancel ] [ < Back ] [ Mext = l [ Einish ]

16. Chon day cudi cing: D11:E17, chon Year 2003 cho Field one va Semester 2 cho

Field two tir cac nat mili tén x6 xudng.

Nhin Next dé hoan tat PivotTable va dit né ¢ trong cting Sheet hay trong mot Sheet khac,
tiy ban. Thanh qua ciia chiing ta gidng nhu sau, 1a mot PivotTable tong hop tat ca so hoc sinh

dat yéu ciu cua ca hai nam hoc 2002 va 2003, théng ké chi tiét theo tirng mén hoc:
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= CourseData

A B E D

1 |Pagel (Al -

2 Page? (Al -

3

4 |Count of Value IColumn Labels -

5 Row Labels ~ Students (blank) Grand Total
6 |Biology 2 2
7 Chemistry 2 2
8 Ecology 2 2
9 | Geology 2 2
10 Marine Biology 2 2
11 Physics 2 2
12 |{blank) 12 12
13 Grand Total 12 12 24
14

15

16

17

13

19

an

E F G H J

PivotTable Field List v X

Choose fields to add to report:

Row
[#]Column
[¥]value
Pagel
Pagel

Drag fields between areas below:

“F Report Filter FH column Labels

Pagel * | =| || Column -
{5 Row Labels % Values
Row - Count of Value -

[] Defer Layout Update

Néu ban nhin nhin Page 1, ban sé& ¢ hai lya chon: Year 2002 va Year 2003; ciing vdy, khi

nhén nhin Page 2, ban s& c¢6 hai lya chon: Semester 1 va Semester 2.

Boi vi trong PivotTable nay chi ¢ 1 cot, nén ban c6 thé bo cai Grand Total di bang cach:

nhén phai chudt vao ngay nhin Grand Total, va chon Remove Grand Total tir menu mé ra.

E] CourseData

A B & | D E F &
1 Pagel Year 2002 -1
2 |Page? (All) v Arial o+ 10 v AT AT $ v % v
: BI=O-A--w
4 Count of Value Column Labels - e
5 Row Labels |~ Students IGrand Tut?'!
6 |Biclogy 2 53 Copy
T |Chemistry 2 @ Format Cells..,
L Ecnlugy 2 Mumber Format...
9 Gealogy 2
10 |Marine Biology 2 |Z] Refresh
11 |Physics 2

R Grand Total

12 Grand Total 12 FmaLE Brand Te
13 Summarize Values By F
1: @5 value Field Settings...
16 FivotTable Options...
17 El| Hide Field List
18

2.4. Tao mdt PivotTable sir dung dir liéu ngudn tir mot bao cio PivotTable di cé
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Lua chon cudi cung cho viéc tao mot PivotTable 1a dya vao mdt PivotTable hodc mot
PivotChart da c6. Noi cach khac, ta st dung Summary Data ciia mdt PivotTable da c6 1am

Raw Data cho bao cao thir hai.
Co6 hai cach dé tao mot PivotTable 1a dua vao mot PivotTable d3 co:

« Néu ban str dung Excel 2010, ban chi viéc goi 1énh tao mdt PivotTable nhu van

thuong 1am, va chon mét PivotTable c6 san lam dir liéu ngudn cho no.

« Néu ban sir dung PivotTable and PivotChart Wizard, danh dau vao tiy chon
Another PivotTable or PivotChart Report & budc 1 (tily chon nay chi xuét hién khi
bang tinh ctia ban d3 c6 chira it nhit mot PivotTable). Sau khi ban nhin Next, ban s&
théy mot danh sach cac PivotTable hodc PivotChart dang co, 101 ban chon mdt cai dé

lam dir liéu ngudn.

Tai sao lai sir dung mot PivotTable da c6 dé 1am dit liéu ngudn cho mot PivotTable khac?
Trong nhiéu truong hop, it nhat 14 lic ban dau, ban PivotTable thir hai s& c6 cing mot dit lidu
nguén v&i ban PivotTable thir nhat. Nhung vo1 viéc dinh dang cho ban PivotTable thir hai,
ban s€ tao ra dugc hai cach xem cho cung mét dir licu nguén, rat hitu dung cho mot ) giai
phap xtr 1y dit liéu. Vi du, ban di c6 mot PivotTable tong hop dir liéu, nhung c6 1& van con
mdt it ric roi (vi dit liéu c6 nhidu van dé can xur 1y). Bing cach tao thém mot PivotTable nita
dua vao PivotTable di co, ban s& ¢ duge mot cai nhin cu thé hon, d& xem hon vé dit liéu
ngudn.

Thém nira, viéc tao mdt PivotTable sir dung dir li¢u nguén tor mot PivotTable da co, s€ it
chiém dung bo nhé hé thong hon 1 tao 2 PivotTable tir mot dir liéu ngudn. Thiét nghi day
cling 12 mot van dé can can nhic khi chung ta phai xtr Iy nhitng dir liéu 16n.

4.2.3 Sir dung cac cong cu cia PivotTable va dinh dang PivotTable

Excel c6 mot sb cong cu dugc thiét ké dac biét cho cac bao cao PivotTable. Ban s& théy
nhitng cong cu ndy trén Ribbon Options va Design, xuat hién khi ¢6 mot PivotTable duoc
kich hoat.

View Cptions Design
= \7 '3 ol L
7 Clear ~ e Summarize Values By |(§J PivotChart
O3 select ~ ® Show Values As v

_ng Move PivotTable | [ig] Fields, Items, & Sets ~

Actions Calculations foals
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Khi kich hoat mot PivotTable, ban sé& thay c6 thém Ribbon Options va Design
3.1. Tim hiéu PivotTable Field List
C6 18 cong cu ma ban s& phai dung dén thudng xuyén nhat khi lam viéc voi PivotTable 1a
Field List. Ban dung Field List dé chi ra loai dit liéu ndo s& duogc dwa vao béo céo PivotTable,
va sdp xép chung trong bao céo.
Khi ban vira ra lénh tao mdi mot PivotTable, ban s& c6 mot bao cao rong. Khi do, PivotTable

Field List hién thi tit ca nhitng Field c6 trong dit liéu ngudn. Pay 1a mot vi du:

[] pefer Layout Update

Home Insert Page Layout Farmulas Data Review Wiew I Options Design I
_j j:; Arial 1w v A= 2% P ¢ | General M ﬁl ﬁ
Paste. y B Z U~ - H-A- ESETEE & $-% 0 90 S
Clipboard = Fant I} Alignment (P MNumber P Styles
| A3 - ( £
| A | B C D E F G H
; PivokTable Field List v X
j I I . Choose fields to add to repart:
5 I PivotTable1
[stare ~
6 To build a report, choose fields from the [Cregion
7 PivotTable Field List [oate
8 [Justomers
E [JTotal Sales
10 Sl==== RN [Jcamping B
1 = || — [JFitness
E = di E [soccer b
14 ': —
15 |:| — Draag figlds between areas below:
16 — W Report Filter ] Column Labels
17
18
19
0 ] Row Labels % Values
21
22
23
24
25

Mot PivotTable mdi tinh, phia bén phai la PivotTable Field List, chua ¢6 field nao dugc

chon

Pé thém mét field nao vao trong bdo c4o PivotTable, ban chi can danh du vao hop kiém
ngay bén canh tén field. Excel s& thém field 6 vao mot trong 4 ving nim & phan duéi cua

PivotTable Field List.
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Bén viing nay la:
1. Report Filter: Nhitng Field nao dugc thém vao trong ving nay, s& duoc ding dé loc
toan bo dir liéu ngudn. Néi cach khac, PivotTable chi hién thi nhitng di liéu nao thoa

min diéu kién ctia Report Filter.

2. Columns Label: Nhirng Field nao dugc thém vao trong ving nay, s€ dugc dung lam

tiéu dé cot cho bao céo PivotTable.

3. Row Label: Nhirng Field nao dugc thém vao trong vung nay, sé€ dugc dung lam tiéu

dé hang cho béo céo PivotTable.

4. Values: Nhiing Field ndo dugc thém vao trong viing ndy s& dugc tinh tong theo mic
dinh va hién thi trén viing ndi dung chinh (main body) ctia PivotTable, noi cach khac,
day chinh 1 nhitng thong ké tir dit liéu ngudn, ma ban mudn cé khi sir dung

PivotTable.

Khi ban danh dau kiém vao mot field nao d6, lam sao Excel biét ban muén dem field d6 vao
ving nao ? Pon gian thoi: Néu field chi chira nhitng dit lidu 1a sd, thi nd s& dugc dem vao
trong ving Values, con néu field c6 chira nhitng loai dit liéu khéc (text, ngay thang...) thi n6
s€ duoc dem vao trong vung Row Labels. Tuy nhién, viéc Excel dem field vao trong viing
nao thi khéng quan trong. Béi vi ban c6 thé di chuyén céc field tir viing nay sang ving khac,

néu thiy can thiét.
Xem vi du sau day, minh hoa mét PivotTable cung voi Field List ciia nd. Ban s¢€ biét cach tao
ra PivotTable nay trong bai sau. Con bay gid, hiy ludt qua cac ving ma téi di danh sb trong
hinh, tuong tng voi 4 vung cua Field List ma t61 vira trinh bay & trén.
1. Region dugc dit trong ving Report Filter, va né nam trong ving Filter ciia béo cao
(¢ trén cao, goc trai), c6 chirc nang loc toan bd dir licu nguén.
2. Date dugc dit trong ving Row Labels, va n6 13 cac tiéu dé hang cta bao cdo
PivotTable.

3. Store duoc dat trong ving Column Labels, va no 1a céc tiéu dé cot clia bao cdo

PivotTable.

4. Camping (chinh xac hon, la Sum of Camping) dugc dat trong ving Values, va nd la

cac dir liéu da dugc loc ra trong bdo céo PivotTable.

162



Phién ban thtr nghiém — Lwu hanh néi b - Microsoft Vietnam

Bai tiép theo s& trinh bay cach sir dung Field List dé sip xép cach trinh bay mot PivotTable

theo nhu y ban mudn.

|

13
14
15
16
17
18
13
20
21
22
21

11 12Jut05
12 Grand Total

C
Grand Total
3149
3786
401
1920
3213
2821
3736
22636
PivotTable Field List *
Choose fields to add to report:
[+]5tore -
Region
Date
[Jcustomers
[JTotal Sales g
[v]Camping
[JFitness
[]5occer -
[[]Basebal
[IFishinn ks
Drag fields between areas below:
“F Report Filter 24 Column Labels
Region hd Store b
i Row Labels % Values
Date hd Sum of Camping *
[ ] Defer Layout Update Update
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PivotTable Field List, vdi cac field da dugce thém vao trong 4 vung bén dudi
3.2. Sir dung PivotTable Field List

O bai trude, ban da biét rang khi dua mot Field vao trong mdt ving cua Field List, thi n6 s&
nam & dau trong PivotTable, hay noi cach khéc, viéc dua Field vao mot trong bon ving cta
Field List s& anh huong thé nao dén cau triic cua PivotTable. Bai nay sé trinh bay cho ban

thay d6i cdu trac d6 bang cach sir dung Field List.

Trudce hét, moi ban mo file SportingGoodsRawData.xIsx (¢ cudi bai nay). Yéu cau dit ra la
thong ké lwong hang phuc vu cho da ngoai (Camping) di ban dugc theo cira hang (Store) va

theo ngay (Date) cua tirng vung (Region).
Ban theo cac budc sau:
1. Nhin con tro vao bat ky 6 nao trong viing dir liéu.
2. Nhan nat PivotTable tir Ribbon Insert d¢ mé hop thoai Create PivotTable.

3. Nhin OK. Excel s& tao mot PivotTable "rong" nhu hinh sau:

A B G D E
1
2
) —
4 Dt Takla
= [__Pworrabie
6 | To build a report, choose fields
g from the PivotTable Field List
g
[V [—
11| B |_
12 = 0 —
b =
15 O S—
16
17
18
19
20
21

Hinh 3.4. PivotTable, lic ban dau
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4. Trong Field List, chon (click vao hop kiém ¢ ngay bén trai) cac Field Store, Region,

Camping, va Date.

T6i lac ndy, bang tinh cua ban sé gidng hinh 3.5.

A _ - _ C [ D | E F G H |
1
2
3 Values  PivolTable Fleid List v x|
4 Row Labels > Sum of Store Sum of Camping ‘
5 = Midwest 16086 6958 o s i e
3 06-Jun-05 2298 866 | = m—y
7 07-Jun-05 2298 1056 |@5'°°" Al
8 08-Jun-05 2298 1330 |"°°‘°“
) 09-Jun-05 2298 456 [v]Date
10 10-Jun-05 2298 1061 [CJCustomers
1 11-Jun-05 2298 1191 |DT°wSales
12 12-Jun-05 2298 998 [] Camping
13 =Northeast 14938 4896 [JFitness
14 06-Jun-05 2134 326 [Jsoccer
15|  07-Jun-05 2134 901 [JBasebal
16 08-Jun-05 2134 837 | [MiEstion 4
17 09-Jun-05 2134 553 :
18 10-Jun-05 2134 775 f Dragﬁddsummueas‘bebw:
19 11-Jun-05 2134 429 ¥ ReportFiter 5] ColumnLabels
20 12-Jun-05 2134 1075 i ‘ ‘ e m—
21 =South 15162 10782
22 06-Jun-05 2166 1957 B |
23 07~Jun-05 2166 1829 L] RowLabeis X values
24 08-~Jun-05 2166 1844 [ Regon v il SoofStore. v
25 09-Jun-05 2166 911 Dot * | | Sumof Camping ~
26 10Jun-05 2166 1377 ; |
27 11-Jun-05 2166 1201 | [[] Defer tayout Update
28 12-Jun-05 2166 1663 ‘
29 Grand Total 46186 22636
30
k3
32
“‘“‘ » M| Sheet2 Shestl YJ 4 »

PivotTable v6i cAu tric theo mic dinh, chua chinh sta

Ban thiy day. Field Camping va Store déu dugc dat trong viing Values, boi Excel thiy
chiing chira toan céc di liéu kiéu s6. Field Region va Date dugc dem vio trong viing Row

Labels bai ching ¢ chtra nhirng dit liéu kiéu ngay thang va text.

Di nhién, cau tric ndy ctia PivotTable khong phai 14 thir ching ta can, chinh xac hon, vé co
ban thi n6 cha co ich lgi gi, boi vi muc dich cta chiing ta 14 thong ké Iwrong hang phuc vu cho
da ngoai (Camping) da ban duoc theo ctra hang (Store) va theo ngay (Date) cta tung vung
(Region). T4t ca nhitng gi cAn lam dé dat dugc muc dich, 13 sap xép lai cac field trong cac
vung cua Field List.
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Ban c6 thé di chuyén mot field sang ving khac bang hai cach:
e Click vao field muén di chuyén va ré (drag) nd vao trong ving khac.

e Nhan vao nat mili tén x0 xudng bén canh tén field (¢ trong mot ving nao do), roi

chon 1énh Move to XXXX (v6i XXXX 14 tén ctia viing ban mudn doi field nay dén).

PivotTable Field List

Choose fields to add to report:

v X

[+]5tore
Region
Date

Y

Move Down

Move to Beginning
Move to End

Move to Report Filter
Move to Row Labels

Move to Column Labels

by

Labels

Move to Values

X M <

Remove Field

@ Field Settings...

I -

Region A
Date i

 SumofStore v
Sum of Camping ~

[ ] Defer Layout Update

Dung nat miii tén x6 xudng dé doi field Region vao ving Report Filter

Va thuc hién nhiing viéc sau:

PivotTable ciia ban lic nay sé gidng nhu hinh sau:

Doi field Region vao vung Report Filter

Doi field Store (dang mang tén la Sum of Store) vao vung Column Labels
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r@ SportingGoodsRawData

A — - —
_1_Region (All) (=]
2 =
3 [Sum of Ca olumn Labels ~ |

4 553=?E3535?B!E§! 2134

5 06-Jun-05 326
6 07-Jun-05 901

7 08-Jun-05 837

8 09-Jun-05 553

9 10-Jun-05 775
10 11-Jun-05 429
11/12Jun05 1075
12 Grand Total

13

.

15

16

17

18

19

20 |

21

2|

23

24

2

26

27

28

C D

2166 2298 Grand Total

1957 866
1829 1056
1844 1330
911 456
1377 1061
1201 1191
1663 998

3149
3786
4011
1920
3213
2821
3736

4896 10782 6958 22636

F I

Choose fields to add to report:

iShofe
[V|Region
iolte
1E]Customers
[[Total Saies
[¥]Camping
![:]Soa:ar
|[JBasebai
T IFishing

-~

Drag fields between areas below:

W ReportFiter
Region -

Store

|

v

X Values

| Date v

Sum of Camping ¥ {

[[] Defer Layout Update

an ! . E
i4-4.> 4| Sheet2 ~Sheeti <) AL TR

PivotTable sau khi duoc chinh stra

Cudi cung, ban hay dinh dang cho gia tri trong PivotTable theo dang tién té:

« Nhéin vao nit miii tén x6 xudng canh field Sum of Camping trong viing Values

« Chon Value Field Settings trong danh sich mé ra, & md hop thoai Value Field

Settings.
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; -
* F | G | H I 1 I J | i
[

i | PivotTable Field List v x

K

|

i Choose fields to add to repart:

Y

¢ | |[¥]Store ~

;, Region

'3 Date

i [ ]Customers N

{3 [ JTotal Sales et

J [#]Camping Move Down

I; [JFitness Move to Beginning

; DSnccer Mowve to End

) [ |Baseball =
Y MEishing “  Move to Report Filter
’L . @ Move to Row Labels

; Drag 5 between areg

"\ 7 ReportFilter [ f Move to Column Labels
;E Region - E  Move to Values

}( Remove Field

i ) .

[ ﬁ Row Labels % Value FIE|dr§Ettlﬂgs...
L

?;2 Date b Sum of Camping +

!

£

'E [ ] Defer Layout Update Update

i)

y

TR

T -

Chon Value Field Setting cho field Sum of Camping

« Nhan vao nat Number Format dé mé hop thoai Format Cells quen thudc.
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Value Field Settingz

Source Mame: Camping

Custom Mame: |5um of Camping |

Summarize by | Show values as |

summarize value field by

Choose the type of calculation that you want to use to summarize
the data from selected field

Count
Average
Max

Mir
Product

| T

| £

k e [ p—

Nhan nat Number Format dé md hop thoai Format Cells
« Chon loai dinh dang Currency (tién t&), roi nhan OK hai lan dé tré vé PivotTable.

PivotTable cua ban cudi cung s€ giong nhu sau, va do cling la tat cd nhirng gi chiing ta muon.

@Sao:\-ncﬁooazﬁnuvoatn - X
‘ A - c D E {_F G o n -
; {Regron A = {mmmu - x|
3 [Sum of Camping] Column Lat ~ Bl
4 Rowlabels ~ 2134 2166 2298 Grand Total | | oo fekds o add to report: |
5 06Jun-05 $32600  $1.957.00 $86600  $3,149.00 | [FStore Al
6 07-Jun-05 $90100  $182900  $105600  $378600 | [ZIRegion ;
7 08-Jun-05 $837.00  $184400  $133000  $4.011.00 | [IDate !
8 03Jun-05 $553.00 $911.00 $45600  $1.92000 | |[Tcustomess j
9 10-Jun-05 S77500  S$137700  $1.06100  $321300 | [Totw Ssles ;
10 11Jun-05 $42900  $120100  $1.191.00  $2821.00 | [Zcamping |
11 12-Jun-05 $1.07500  $166300 $998.00  $3.736.00 | [rimmess -
12 Grand Total $4,896.00  $10,78200  $6.958.00  $22.636.00 | [jsocce !
13 [(JBasebad 5 ]
H [MFebina 5| |
15 { |
16 Drog feids between areas belon: §
:; ¢ Report Fiter 9 Coumntabels |
- =11
19| Region Store I
20 '
21
2
23
24
25
2
27
2
W Sheet2 ~Sheet1 3 & T

PivotTable dd hoan chinh theo yéu cau
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3.3. Thiét 1ap cac tiy chon cho PivotTable Field List

Hop thoai Field List s& tu dong hién ra mdi khi ban nhén chudt vao bt ky chd nio trong
PivotTable, nghia la khi PivotTable dugc kich hoat thi hdp thoai Field List s€ ty dong mo ra.
Tuy nhién, ban c6 thé dong hop thoai Field List bang cach nhan vao nat Field List trén

Ribbon Options (va nhin vao mot lan nita dé md no ra lai).

View ! Options ”‘ Design ‘ A @ o @B 2%
_Jj Clear ~ e Summarize Values By v fi(3 PivotChart j Field List |
_Li, Select ~ ® Show Values As v 22 OLAP Toc E:]:j =/- Buttor:s_‘
B8 Move PivotTable | [ig] Fields, Items, & Sets v | [%0 What-If Analysis = Field Headers)|
Actions Calculations Tools Show

Nhén vao nat nay dé dong hoac mé hop thoai Field List

Ciing gibng nhu moi hop thoai khac, ban c6 thé di chuyén Field List ti bat ky noi nao ban
thich bang cach nhn ving tiéu dé cua hop thoai va ré chudt di, hoic thu nhé né lai hay mo
rong nd ra bang cach nhin va kéo cac canh bién.

Binh thudng, hop thoai Field List hién thi danh sach cac Field ¢ phia trén, va sip xép 4 ving
dir liéu s& hién thi trong PivotTable & bén dudi. Ban c6 thé thay dbi su sip xép nay bang cach
nhén vao cai nit ndm & phia trén bén phai ciia hop thoai Field List, va chon 1 trong 5 kiéu

hién thi ttr menu mé ra:
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PivotTable Field List

Choose fields to add to report:

L
4

[ ]5tore

[ ]Region
[[]Date
[JCustamers
[[Total 5ales
[ ]Camping

[ ]Fitness

[ |5occer

Fields Section and Areas Section Stacked

Drag fields between areas below:
¥ Report Filter

FH column Labels

LTI ‘mm
000 | BE

Fields Section and Areas Section Side-By-5ide

o

Fields Section Only

Areas Section Only (2 by 2)

Areas Section Only (1 by 4)

|:|| |:|| |:|| |:|| % % LLTETECIE

HH row Labels

= Values

[ ] Defer Layout Update

Chon céc kiéu hién thi khac cho hop thoai Field List

Hop thoai Field List con c6 mdt tiy chon nita, nam & goc dudi bén trai: Defer Layout

Update, giup ban tam ngung viéc tu dong cép nhat dir liéu trong PivotTable.
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PivotTable Field List X

=

Choose fields to add to report: £ M
[+]Store ”
Region

[ |Date

[ ]Customers
[JTotal Sales
[ ]camping
[ JFitness

[ ]5occer

[ |Bas=eball
[IFishinn

Drag fields between areas below:

“W Report Filter ] cColumn Labelz
1 RowLabels = Values
Region hd Sum of Store ™

Defer Layout Update Update

Nhin vao nat ndy dé tam thoi ngung chire ning tu dong cap nhat cho PivotTable

Binh thudng, tiy chon nay khong duoc bat. Bét ky nhitng thay dbi nao cta ban trong hop
thoai Field List (di chuyén, thém, x6a céc field, thiét lap dinh dang s6 cho mot field nao do,
v.v...) s& dugc cap nhat ngay tirc khic trong PivotTable. Néu ban c6 mot PivotTable 16m,
phuc tap, nhéat 1a khi PivotTable st dung nguén dr liéu tir bén ngoai Excel, vi¢c tu dong cap
nhat nay s€ dién ra kha cham chap va mat thoi gian. Ban co thé bat tuy chon Defer Layout
Update dé tam ngung viéc tu dong cdp nhat, va sau khi da hai long véi cach b tri cac Field
vao cac vung dir li€u, ban nhén nat Update dé tt ca nhiing thay ddi cua ban duoc cap nhat

cung mdt luc.
Chwong 5: Pé Thi Trong Excel
5.1 Gi6i thiéu dd thi

D6 thi gitip trinh bay céac s lieu khd khan bang viéc vé thanh cac hinh anh truc quan, dé hiéu.

Do thi dugc lign két voi dir liéu cua nd trong bang tinh, do d6 khi thay d6i dit liéu cua n6
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trong bang tinh thi 1ap tirc do thi s& thay doi twong tng theo. Trong Excel 2010 viéc v& d6 thi

chwa bao gid d& dang va dep nhu by gid. Excel ¢d rat nhidu kiéu d thi khac nhau phuc vu

cho nhiéu muc dich khac nhau cua rat nhiéu loai déi tugng str dung bang tinh, ching ta s&

cuing nhau kham pha thé gidi d6 thi ctia Excel trong bai hoc nay. D6 thi 1a mot dbi twong

(object) cua Excel, ddi twong nay chua cc dit liéu va biéu dién thanh hinh anh v6i mau séc

va kiéu dang rat phong phi. Nhin chung, Excel c6 2 loai d6 thi d6 1a d6 thi ndm trong

WorkSheet (con goi l1a Embedded chart) va ChartSheet. Bé chuyén dbi qua lai giita 2 loai db

thi ndy ta 1am nhu sau: Chon dd thi > CJChart Tools = [JDesigh = [JLocation = [JMove

Chart > [Jchon Object in + Tén Sheet (d6 thi nam trong Worksheet) hay chon New sheet +
Nhdp tén ChartSheet vao.

| & Booki
A B C D E F G H
1 | 2008 2008 i 5
2 A
3B
i |C
5 D
6 |[E
7 |A Move Chart
g Choose where you want the dhart ke be placed;
10 Ju[d 0 Mew shieet: |Chert1
11
E (% Cbject In: ShEEtl vl 5 ]
1 C o [ == )| =
156
1£
i4 4 » »| Sheetl ,“Shest2 . Sheetd , %] (L m

= |

W 1008

W 1003

]

Chon ChartSheet hay Embedded chart

5.2. V& db thi

Phan nay trinh bay cac budc v& do thi tir mot bang sb lidu cho trudc va mot sé tly chon cia

d6 thi. Két qua nghién ctiu vé sy thda méan cua cac nhom khach hang phéan theo d6 tudi duoc

cho nhu hinh bén dudi, néu chiing ta ding két qua nay dé bao céo ciing khong c6 van dé gi,

tuy nhién bao cao s& sinh dong va thuyét phuc hon néu chiing ta bién cac con s6 nay thanh do

thi dé duoc nhin thdy mat cach truc quan hon.
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A B e D E
1 Swthda man cua khach hang phéan theo cac nhom tuoi
2
3 Thang <30 30-49 50+
4 Thang 1 42% 46% 75%
5 Thang 2 39% 51% T6%
6 Thang 3 29% 38% 73%
7 Thang 4 33% 38% T5%
8 Thang 5 48% 53% 7070
9 Thang b6 51% a7% 76%

&
o

Bang s6 liéu nghién ctru
Hay lam theo céc budc sau dé vé& d thi: B1. Chon viing di liéu A3:D9, chon ludn cac nhin
cua cac cot. B2. Chon kiéu dd thi tir Ribbon = [Insert > [Charts. Mdi nhom db thi bao
gdm nhiéu kiéu khéc nhau, vi du chung ta chon nhém Column = [ Clustered Column.

s [
\/ Home Insert

o T o

Layout Farmulas Data Review Vi

i = led &8 O il ik @ oy

PivotTanle Table Picture Clip Shapes SmartArt Column| Lne Fie Bar  Area Scatt

- Art - ,' L - v - - 7 -
TaPIes Nlustrations &?um L

AY > @ fe| Thang k ] . B
O ST el 1= | (AR L

Devell

B<30

1 Sy thoa mén cua khach hang phan S

2 — — - e
3 [Thang <30 30-49 J <

4 [Thang 1 42% 46% ﬂtﬂ i
5 |Thang 2 39% 51%| | cnderi

6 [Thang 3 29% 38% | sox

7 |Thang 4 33% 39% JEJ T0%

8 |Thang 5 48% 53%]| | | b s
9 [Thang 6 51% 51%|lpemmment! . |

10 | =

4 40% o

1 os0%

| —
N —
e=—
[
&

w50+

n30-49 :

13 | —d| 20%
14 Pyramjd 10%
1 67 L‘ Thingl Thing2 Thdng3 Thing4 Thdng3 Thanzs
17 " .
18 | il Al Chart Types... ]'
Chon kiéu db thi

B3. Xong budc 2 1a ching ta da cd ngay mot dd thi dang cdt nhu hinh trén, tuy nhién ching
ta c6 thé doi cac bd tri clia cac thanh phan trén do thi. Chon do thi > [IChart Tools
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- IDesign = [Chart Layout - [1Chon cach b tri thich hop. Vi du ta chon kiéu Layout 3
trong Chart Layout.

‘EEE ™ B Bl Qlﬁ ¥ @WI-& = R Datad3xlsx - Microscft Excel Chart Toole - X
~ Home cen Page Layout Formubas Ditu Revlew  View Develaper Disign W - nx

Format
N 3 E = =5 |
Cnange  Save As Svntch Select 4 l Mqv:
Chart Type Template  Row/Column Data
Type Dats Chart Layouts Chart Stytes tocstion

Sw thoa man cua khach hang
> phan theo cac nhom tuoi

80%
70%
60%
50%
40%
30%
20%
10%
0%

Thang 1 Théng 2 Thiéng 3 Thang 4 Thang5 Thang 6

<20 W30 49 W30

Lua chon layout

B4. Pao cac chudi s6 liéu tir dong thanh cot va nguoc lai: Chart Tools > [Design > [ Data
- DSwitch Row/Column. Chiing ta thyuc hién lénh nay khi cac do thi & budc trén chua hién
thi dung nhur mong mudn. Vi du chiing ta mudn nhém céc nhom tudi lai dé dé so sanh giita

cac thang vé1 nhau.
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Sw théa man cua khach hang
phan theo cac nhom tudi

80%
70%
60%
50%
40%
30%
20%
10%

0%

<30 30-49 50+

WThiangl MThang2 WThang3 WThingd WThangS5 W Thangé

Dao dong/ cot

B5. Néu thdy kiéu db thi trén khong dep, chiing ta c6 thé doi sang kiéu khac bang cach: Chart
Tools = [1Design > U Type > [JChange Chart Type, hop thoai Insert Chart hién thi liét ké

toan bo cac kiéu dd thi hién c6 cua Excel tha hd cho ban lua chon.

Insert Chart @@

3 Templates Column A

e lm) 28] 28] \ga] o8] 93] 30
éiﬁ Hia) JaB | I8 A ) Jad] JAA)
0N Area = oh b = oh i = oh b = SR o = o
i wvsarer || ) i) A ] AA ] | b
@ Surface VLine i : . : . .
| =
|

(B | @l (A8 an| @ o]
[Manage Templates...] Lget as Default ChartJ [ OK ] L Cancel J:E

Hop thoai Insert Chart va chon kiéu dd thi khac
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B6. Ngoai ra, néu ban thdy tong mau cta dd thi chua dep thi vao chon Chart Tools

- [1Design > [Chart Styles > [Ichon More (7).

Formulas

Data Review

View ’ Design ‘ Layout

Format l

o @ o B3R

bt | ok

A

Ii;l |HI

i

hid

hd

hd

hd

hd

b

hd

i

bl

b

hd

i ol

hd

bl

b o

Chon Chart Style

bk ek bk bk bk b (s
[T Y ) ) Y P I
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5.3. Cac thao tac trén do thi

a. Nhin biét cac thanh phan trén do thi

Cic thanh phan théng dung

 @ctrerite

1033

1. Chart Title
2. Chart Area
3. Plot Area

4. Data Label

5. Legend

@vm

7. Horizontal Axis

8. Data Table

9. Horizontal Axis itle
10. Vertical Gridlines

11. Vertical Axis

6. Horizontal Gridlines 12. Vertical Axis Title

Mot s6 thanh phén chi ¢é trong d6 thi 3-D

o [Back wall: Mau/ hinh hén phia sau d thi

o Side wall: Mau/ hinh nén & cac canh bén cua do thi
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o Floor: Mau/ hinh nén bén dudi d6 thi

o Column depth: P sau cta cac thanh phan biéu dién chudi sé liéu dudi dang 3-D.
b. Céc thao tac véi do thi
Chon thanh phin trén @6 thi

o Céch d& nhit 1a dung chudt nhip 1én thanh phan can chon, thanh phan duoc chon s&

¢6 4 hodc 8 nut xuét hién bao quanh.

Khi d6 thi d3 duoc chon, chiing ta c6 thé dung cac phim miii tén « T — { dé di chuyén dén

cac thanh phan trong do thi.

o Ngoai ra, ban c6 thé chon cac thanh phan tai Chart Tools = [JFormat = [JCurrent

Selection

“ Home Insert P:

[~
Chart Area —

Back Wall
Chart Area
Flaor
Horizontal (Categaory] Axis
Legend
| Plot Area
Side Wall
Vertical Value) Axis
Vertical [Value] Axis Major Gridlines
Walls
Series "Customers
Series Total Sales

Chon thanh phan trén db thi
Di chuyén db thi

e D6 thi 13 Embedded Chart, nhap trai chudt 1én do thi viing Chart Area dé chon d thi di

chuyén, khi d6 dau con tré chudt ¢ thém ky hi€u mili tén 4 chiéu (xem hinh dudéi).
e Gii trai chudt va di chuyén db thi dén noi khac.
Thay doi kich thwéc do thi

e D6 thi 14 Embedded Chart, hép trai chudt 1én do thi vung Chart Area dé chon d6 thi can

thay d6i kich thudc, khi d6 xung quanh d thi xuét hién 8 nut nam.

179



Phién bdn thtr nghiém — Luu hanh néi bé - Microsoft Vietnam

e Di chuyén chudt vao cac nat ndy, giit trai chudt va kéo huéng vo tam do thi dé thu nho va

hudng ra ngoai dé phong to.
Sao chép db thi

e Chon db thi, dung t6 hop phim <Ctrl+C> dé chép do thi vao bd nh, rdi di chuyén dén mot

6 nao do trong bang tinh va nhan <Ctrl+V> dé dan do thi vao.
Xo6a dd thi

e Chon db thi sau d6 nhin phim Delete dé x6a do thi. Dé x6a Chart Sheet, trudc tién hiy

chon Chart Sheet, sau do nhép phai chudt va chon Delete tir thyc don ngir canh hi¢n ra.
Thém céc thanh phan cia db thi

e Chon dd thi > Uchon Chart Tools = [IDesign = [JChart Layouts Sir dung cic nhom 1énh
tao cac thanh phﬁn tuong Ung trén dd thi duoc thiét ké sdn nhu twa dé, cha thich, cac nhan,

duong luoi,...
Sap xép va xo6a cac thanh phin ciia do thi

e Mot s6 thanh phén trong dd thi co thé di chuyén duoc nhu tua dé, cht thich, nhan. Mudn di
chuyén thanh phan nao trudc tién hiy dung chudt chon né, sau do nhap va giit trai tai canh

ctia thanh phan va kéo dén vi tri méi trong do thi.
e Ngoai ra ¢6 thé vao Chart Tools = Layout = Lichon tir cac danh sach thiét ké sén.

e Dé x6a thanh phan nao, ban chi can dung chudt chon thanh phan d6 va nhin phim Delete.

“ Home Insert Page Layout Formulas Data Review View Design | Layout Format
Chart Area v =) = . Py 1 || Chart Wall ~
w A | | g ] 98] ] a6
V% Format Selection o |®| Chart Floor ~
3 Picture Shapes Text Chart Axis Legend Data Data Axes Gridlines
&1 Reset to Match Style v Box Titlev Titlesw =~  Labels~ Tablev - v y ) 3-D Rotation

Current Selection

Insert Labels Axes Background

Céc thanh phan trén do thi
In d6 thi

e In db thi ciing gibng nhu in cac ddi tuong khac cua Excel luu y Print Preview trugc khi in

dé dam bao trang in dugc tron ven ndi dung.

e Néu ban muén in d6 thi thanh mot trang riéng thi hay chon dd thi va nhép nat Print dé in,

khi d6 Excel chi ra 1énh in dd thi ma ban dang chon.
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c. Hi¢u chinh va dinh dang db thi

Viéc hiéu chinh va dinh dang cac thanh phan trén do thi ta c6 thé dung Ribbon hay ding cac

hop thoai. Cach d& thyc hién nhit 14 nhap phai chudt 1én thanh phan can dinh dang va chon

Format ... hay nhin <Ctrl+1>. Sau ddy la minh hoa hiéu chinh va dinh dang mét sb thanh

phan ciia d thi.

Hiéu chinh Chart Area

e Chiing ta c6 thé hiéu chinh mau sic, hiéu tng, duong k&, khung, d6 bong... cho Chart Area

banh cach: chon Chart Area > Onhip phai chudt = Cchon Format Chart Area. ..

e Ngoai ra ban c6 thé vao Ribbon = DChart Tools = DFormat >nhém Shape Styles c6

cung

Format Chart Area

Fill Fill
Line Color O Mo fill
Line Style O Solid fil
had &) Gradient fil
5 W
=ee ) Picture or texture fil
Glow and Soft Edges O Pattern fil
3D Format O Automatic
Picture Corrections Preset colors: ||] v |
Picture Color Type: ! . ﬁ R
Artistic Effects Direction: - _J E
% o e 0
gj Gradient stops - = e
IZE Ty I.- = I.- oY
Properties E| H . | | i 'ﬂ]
L p
e 1] |
srightness: | D -—
A— —
——]—] |
Transparency
] H
Dinh dang Chart Area
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cap rat nhidu mau dinh dang dung sin rat dep.

Ghi chu:

o Fill: Nhom 1énh lién quan dén t6 nén cho thanh phan dang chon

o Border Color: Nhom Iénh lién quan dén ké khung va mau sic ciia thanh phan dang chon
o Border Styles: Cac kiéu dudng két ké khung ctia thanh phan dang chon.

o Shadow: Lién quan dén viéc d6 bong cho thanh phan dang chon

o 3-D Format: Tao hiéu rng 3-D cho thanh phan dang chon.

Data Review View Design Layout | Farmat

alshape Fill = \

Automatic -

Theme Colors

H EEEEENR Wordart Styles

H
Standard Colors
HE EEEEN
Mo Fill
38 More Fill Colors..,
ﬂ Picture...
[ Gradient b
ﬂ Texture k
Pinh dang bang Ribbon

Hi€u chinh Flot Area
e Chon Plot Area > OChart Tools - OFormat > 0Shape Styles = [ichon kiéu dinh dang

o Mudn phong to/ thu nho Plot Area > [ /Nhip chudt trai vao cac niit bao quan Plot Area va

kéo hudng vo Plot Area dé thu nho va hudng ra ngoai Plot Area dé phong to.
Hiéu chinh tiéu dé @ thi, chi thich, tiéu dé truc hoanh va truc tung,...

Tuy theo kiéu d thi dang xir Iy ma E xcel cho phép ban hiéu chinh céc loai tiéu dé cta kiéu
do thi do.
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e Dé thém tiéu dé chinh cho db thi vao: Chart Tools = [Layout - [Labels = OChart Title
- [lya chon kiéu tir danh sach

e Dé thém tiéu dé cho truc hoanh (hay truc tung) vao Chart Tools - [JLayout = [Labels
> AXis Titles = [lya chon kiéu tir danh sach

e Pé thém chu thich vao Chart Tools = [Layout - [ILabels = [1Legend = [luya chon kiéu

tu danh sach

e Pé thém nhan dir liéu vao Chart Tools = [JLayout > [ILabels - [1Data Labels > [lya

chon kiéu tir danh sach

e Dé thém bang dir liéu vao Chart Tools = [JLayout = [JLabels = [1Data Table = [Ilya

chon kiéu tir danh sach.

e Ngoai ra chung ta c6 thé chén cac Text Box vao d6 thi Chart Tools = [Layout = [JInsert
- [OText Box.

Al B | ¢ [ b [ E | F | 6 | H bl & ot R
1 |V& da thi thn suat: = i =
2 Khoing  Tinsuit TS tichls DO THI TAN SUATVA TAN SUATTICHLUY
A 040 0 0% 50 = F—r 100%
4 | 4030 5] 10% P 1 0%
' 4 = . 407 2| 1 80%
5 50-60 10 30% s ® 0% | - 70%
6 60-70 20 70% e 307 ? By
1 r L] | | + 50%
7 70-80 10 90% = 20 4 . { T 40%
8 $0-90 5 100% P A 5 T 30%
9 90-100 0 100% = B ' T:28%
; . _1_I_ TR
A - d o
IO Tong :0 0 D_GG &0-60 80.60 80.70 70-30 80-90 90100 0%
11 N sust 0 3 10 20 10 5 0
12 o Tansudttich lGy 0% 10% 0% 7C% 0% 100% 100%

13 Select Data Source

14 — e )
" Chartdatarange: | @ Khoang /\

|| The data rance is too complex to be dsplayed. If a rew range is sdlected, it will replace all of
16 the series in the Series pancl,

17 \ = | h Lty
18 Legend Entries (Series) Horizon:al (Category) Axs Labes

18 = add “ jEﬂ_‘[)(Semw:l I @ I 7 Edit \L

20 T3 suat \
4-50

21 Tan sudt tich Iy

Nhap phai chuot
1én do thi va chon
Select Data

-
2 TR T 50-60 ™N
zf Chuoi s0 ligu i
3 . 3 - P e -
3 va chu thich 70-80 3 Chu thich
25 | | [ dden anc Evpty Cels T truc hoanh

Hiéu chinh chu thich cho d6 thi tur hdp thoai Data Source
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Hiéu chinh dwong luéi ngang va doc

e Mudn thém hay bo duong Iudi trude tién ban chon Plot Area, roi vao Chart Tools

- DLayout = [JAxes = [1Gridlines = [Ichon kiéu phu hop tir danh sach.

e Dé hiéu chinh mau sic, kiéu ctua dudng ludi nao thi chon nd va vao Chart Tools

- OFormat - [JShape Style = [chon kiéu va mau sic theo nhu cau.

Hiéu chinh cdc truc Muén hiéu chinh thong s6 cho truc trén dd thi thi ban hay chon truc

- [Unhap phai chudt > Cchon Format Axis... Sau déy 1a giai thich cac thong s trong hop

thoai Format Axis.

Format Axis

Axis Options

Mumber

Fill

Line Color

Line Style

Shadow

Glow and Soft Edges
3-D Format

Picture Corrections
Picture Color

Artistic Effects

Axis Options

Minimum: @) Aute O Fixed

Maximum: (@& Auto ) Fixed

Major unit: @) Auto ) Fixed

Minor unit: @) aute O Fixed |

[ values in reverse order

[] Logarithmic scale |

Major tick mark type: | Qutside W
Minor tick mark type:  |Mone

Axis labels: Mext to Axis | »

Crop Horizontal axis crosses:

) '@} Automatic
Size

O Axis value: | |

TextB

SebEen {:!' Maximum axis value
Alt Text

Hop thoai Format Axis tuy theo gid tri cua truc ma ban chon
Value Axis
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Hau hét cac d thi trinh bay gia tri trén truc tung va phan nhém trén truc hoanh. Céac ban nén
chon thir dé biét rd hon cong dung cua cac tuy chon.

e Minimum Xéc dinh gi4 tri nhoé nhat trén truc (gi tri khoi dau)
0 Auto Dé Excel tu x4c dinh

0 Fixed Qui dinh gia tri nho nhat cho truc

e Maximum Xac dinh gia tri 16n nhat trén truc (gia tri két thuc)
0 Auto Dé Excel ty xac dinh

0 Fixed Qui dinh gia tri nho nhat cho truc

e Major unit Xac dinh gia tri cac khoang chia chinh trén tryc.

0 Auto Dé Excel ty xac dinh

0 Fixed Qui dinh gia tri nho nhat cho truc

e Minor unit Xac dinh gia tri cac khoang chia phu trén truc.

0 Auto Pé Excel tu xac dinh

0 Fixed Qui dinh gia tri nho nhat cho truc

e Values in reverse order Dao tht tu sip xép cac gid tri trén truc

« Logarithmic scale Chuyén cac gia tri trén truc sang hé logarith véi co s6 do ta qui dinh tai

Base (khong thé dung cho gi tri am hay bang 0)

« Display units Chon don vi hién thi trén truc.

« Show display units label on chart Cho hién thi c4c nhin don vi trén do thi

e Major tick mark type Qui dinh cach hién thi ky hiéu phan cach chinh trén d thi.
0 None Khong stir dung

0 Inside Hién thi phia bén trong truc

0 Outside Hién thi phia bén ngoai truc

0 Cross Hién thi cit ngang truc

e Minor tick mark type Qui dinh cach hién thi ky hiéu phan cach phy trén d thi.
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e Axis labels Xac dinh cach hién thi cac nhdn trén truc
0 None Khong str dung

0 High Hién thi phia bén phai truc

0 Low Hién thi phia bén tréi tryc

0 Next to Axis Hién thi ké bén truc (theo mic dinh)

e Horizontal axis crosses Cac Iira chon qui dinh cdch ma tryc tung cat truc hoanh (Péi véi d6

thi 3-D d6 chinh 1a tuy chon Floor crosses at)

0 Automatic Do Excel tu xac dinh.

0 Axis value Xac dinh gia tri ma cac truc s€ giao nhau

0 Maximum axis value Hai truc s& giao nhau tai gia tri 16n nhat trén truc (tung)
Category Axis

e Interval between tick marks Xac dinh sy thé hién cac nhom theo khoang chia (c6 bao nhiéu

nhom trong mot khodng chia, thuong la mot nhom).

e Interval between labels Xac dinh sy xuat hién cia nhin theo khoang chia

0 Automatic Excel tu xac dinh (thuong la 1)

o Specify interval unit X4c dinh nhén s& xuit hién sau bao nhiéu khoang chia trén truyc.
« Categories in reverse order Cac nhom thé hién theo thir tw nguoc lai

e Label distance from axis Xac dinh khoang cach cua nhan so vai truc

e Axis Type Xac dinh loai truc st dung nhu Automatic, Text axis hoac Date axis
e Major tick mark type Qui dinh cach hién thi ky hiéu phan cach chinh trén d thi.
e Minor tick mark type Qui dinh cach hién thi ky hiéu phan cach phuy trén d thi.

e Axis labels Xac dinh cach hién thi cac nhan trén truc

« Vertical axis crosses Cac Iya chon qui dinh cach ma truc tung cit truc tung

0 Automatic Do Excel tu xac dinh.

0 At category number Xac dinh sé nhém ma tai 6 céc truc s& giao nhau
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0 At maximum category Hai truc s€ giao nhau tai gia tri 16n nhat trén truc

e Position Axis Qui dinh cach hién thi cta cc nhom va nhén trén truc (Dung cho dd thi 2-D

area, column, va line).

0 On tick marks Hién ngay ky hi¢u phan cach

0 Between tick marks Hi¢n giira cac ky hi¢u phan cach

Time Scale Axis

e Minimum Xéc dinh gia tri (ngy) nho nhét trén truc (ngay bat dau)

e Maximum Xac dinh gia tri (ngay) 16n nhat trén truc (ngay két thuc)

e Major unit Xac dinh khoang chia chinh trén truc (don vi la ngay, thang hay nam)
e Minor unit Xac dinh khoang chia phu trén truc (don vi la ngay, thang hay nam)
e Base Unit Xac dinh don vi tinh cho truc

e Dates in reverse order Hién thi theo thir tuw nguoc lai trén truc

e AXis Type Xac dinh loai truc str dung nhu Automatic, Text axis hoac Date axis
e Major tick mark type Qui dinh cach hién thi ky hiéu phan cach chinh trén db thi.
e Minor tick mark type Qui dinh cach hién thi ky hiéu phan cach phuy trén d6 thi.

o AXxis labels Xéc dinh cach hién thi cc nhan trén truc

e Vertical Axis crosses Cac lua chon qui dinh cach truc tung giao véi truc hoanh
0 Between dates Do Excel tu xac dinh

0 At date Giao nhau tai ngay do ban nhap vao

0 At maximum date Giao nhau tai ngay 16n nhat (gan day nhét) trén truc

e Position Axis Qui dinh cach hién thi ctia cdc nhom va nhan trén truc (Dung cho d6 thi 2-D

area, column, va line).
0 On tick marks Hién ngay ky hi¢u phan cach

0 Between tick marks Hién giira cac ky hi¢u phan cach
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d. Céc thao tac v6i chudi sb liéu trong do thi
X6a bét mdt chudi sé liéu khoi do thi
e Chon chudi s6 liéu trén d6 thi (Vi du: chon duong cung)

e Nhén phim Delete trén ban phim dé x6t chudi khoi do thi

Chart 2 - - | =SERIES({"Supply Curva”,'Cung-CauZ1SCE13:8C617 "Cung-CauZ15BE13:5B517 1)
A B C D E F G H | J K L
11 Vi dy vé vE &4 thi cung cdu =
12 P ] oo | ¢ - . . A
13 Iy . 5 " PO THI CUNG CAUP(Q)
14 24 0 16
15 23 11 n» 15 1 % P
16 22 15 7 24 - T Sy Cae b -
17 21 » 2 1, % DerandCarve N
18 1~ ‘*\
19 +VE d6 thi O(P) nghia 13 015 gid tri trén | " "‘%\
20 +VE d4 thi P(Q) nghia 13 P 13 gid tri trés| 2.1 — \1 0
21 2 '"I"'I"'I"':"'I"'i"'I"'I"'I"'I"'I
2 ¢ 23 0 2 4 6 8 W0 12 1 16 18 20 22
23 2 23

Minh hoa x6a chudi dudng cung khoi d6 thi
Thém chudi méi vao dé thi
e Chon do thi can thém chudi méi vao.
e Chart Tools = ODesign > [1Data - OSelect Data. Hop thoai Select Data Source xuit
hién.
e Nhép nut Add, hop thoai Edit Series xuat hién

e it tén cho chudi mai tai Series Name (béng tham chiéu hoic nhap truc tiép tén vao tur ban

phim) va chon ving chira dir liéu tai Series Values

e Ngoai ra ta co thé thém nhanh chudi méi vao dd thi bang cach chép (Ctrl+C) dit liéu ctia nd

vao bd nhd, sau d6 chon db thi va dan (Ctrl+V) vao do thi.
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| ——
YRS ST O N 70V 2 ) Y o ;-
0 [Jan-08 Feb-08 | Mar-08 -
= e 453\ Edit Series ? | §
3 |Dep 781 565 546 —
4 [Non 654 466 751 \ Series name:
5K |2 i
J0staseries 041 = Mar-08
7 | 800 E
2|i| 7o \ | Series values:
=3 500 ¢ o~
ol ] =DataSeries!§D$2:$D44 = 468, 546, 751
iy 14 200+  mence
3| %o = feba [, OK ] [ Cancel ]
13| 20 t > —
| 100
14
15| e % | Chart Toolk T
| Sléy Dép Non
8| < Formulas Doata Rewiew View Design Lafout Format
1

' ” h ﬂ

Chart gata rang ~OnkaSenesl$a51 034

Leg=nd Entri=§ {Sari=s) Hnrimnhl@ahgxry) Axis Labels
Sad ') orear || Xaemove J[o ] 6 Fear |
- |Jan-08 1
Feb03 2
Mar08 3
| -t [ e
15 |

Glay Dép nNén

Minh hoa thém chudi dit liéu cua thang 3/2008 vao dd thi
Thay d6i chudi so liéu
Ciing v6i vi du trén nhung ta mudn chi v& cho 2 san pham Giay va Dép
e Chon d6 thi can chinh sta

e Chart Tools > [ Design > [ Data - DSelect Data. Hop thoai Select Data Source xuét

hién.
e Chon chudi cin chinh stra, nhdp nit Edit, hop thoai Edit Series xuét hién

e Chon lai viing dit liéu m&i tai Series Values. Lam twong tu cho cac chudi s6 liéu khac.
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A B & O E F G H |
1 Jan-08 Feb-08 Mar-0%m —
? |Gy ' 547 E Sdf 48 Edit Saries
3 Dé&p i 7a1 ) 565 546 Sevies name;
4 Nén 654 456 751 | ~DinkaSeries15B41 | —ance
5 Series values:
] |-Dntn5:rics!$B$2:$B$3 B - 54z, 781
500
! [ QK ] [ Cancel ]
aa
B
9 600
500
10 B Jan-08
11 100 B Feb-08 E
300
12 hMar-08
200
13 —
100
14 —
a T i
= Gia Dé M
213 c an
16 i P

Minh hoa thay d6i chudi s liéu
Ngoai ra chung ta c¢6 thé st dung ham Series cho dd thi. Ct phap nhu sau: =
Series(series_name, category_labels, values, order, sizes) Trong do:
e Series_name: (tiy chon) tham chiéu dén 6 chtra tén chudi, ban c6 thé nhap vin ban truc

tiép vao nh¢ dit trong cip nhay kép.

e Category_labels: (tuy chon) tham chiéu dén ving chtra cdc nhin cho cac nhom s lidu trén
truc, néu bo tréng Excel tu danh s6 cac nhém bét dau 1a s6 1. Co thé nhap truc tiép cac nhan

vao Tab cach nhau bang déu phay va dit trong cp ngoic moc {}.
e Values: (bat buc) tham chiéu dén ving chira sb lidu ciia cac chudi can vé.

e Order: (bat budc) La s6 nguyén qui dinh thir ty v& ctia cac chudi (néu dd thi c6 nhidu hon 1
chudi)

e Sizes: (chi dung cho d6 thi bong bong — Bubble chart) Tham chiéu dén viing chtra dit liu
vé kich thude ctia bong bong trong dd thi kiéu Bubble (st dung trong phan tich tai chinh).

Céc gia tri c6 thé nhap truc tiép Tab cach nhau bang dau phay va dat trong cip ngodc moc {}.
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| Chart 2 » (0 X « f«| =SERIES(DataSeries!$D31, DataSeries!$D52:5D34.3)
A B C E F G H
1 Jan-08 Feb-08 | Mar-0&
2 Giay 542 546
3 Dép 781 565
4 |Non 654 456
5
6
- 800 g
700
&
600
9
10 500 M Jan-08
17 1 M Feb-08
Znn

Minh hoa ham Series cta chudi sb liéu thang 3/2008

Thém duong xu hwéng vao dd thi

Khi v& cac db thi véi dit liéu theo thdi gian chung ta thudng v& thém duong xu hudng dé biét

duoc xu hudng trong tuong lai cia tap dir liéu. Mot tap so liéu c6 thé co nhiéu duong xu

hudng tiy theo cach phan tich cua chung ta. Dé thém duong xu hudng ban vao:

e Chart Tools = [JLayout = [JAnalysis > [ Trendline = [Ichon kiéu dudng xu hudng tir

danh sach hay vao More Trendline Options...
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Format Trendline

Trendine Options | | Trendline Options
Line Colar Trend/Regression Type
Line Style () Exponential
Shadow —
S (@) Linear
Glow and Soft Edges —
Picture Corrections “ | O Logarithmic
Picture Color 7
o O Polynomial |:|
Artistic Effects —
Crop - #] O Poper
Size O Moving Average I:I
Alt Text
Trendline Mame
(%) Automatic Linear {Customers)
{:} Custom: | |
Forecast
Forward: |III.IZI | periods
Backward: |EI.IZI | periods

[] setIntercept = | |

[] pisplay Equation on chart
[] Display R-squared value on chart

Close

Minh hoa thém duong xu hudng vao do thi
Chwong 6: Dinh Dang Trang Va In Bang Tinh
6.1. Cac ché dé hién thi trang trong Excel

Excel 2010 hd trg manh hon trong viéc in an, v6i nhiéu ché do xem truc quan giup ban co thé

thdy dugc két qua in ngay trén man hinh.

C6 3 ché do hién thi 1a Nornal View, Page Layout View va Page Break Preview. Bé truy cap

cac ché do xem vao nhom View = [chon Workbook Views = [chon kiéu xem.

o Normal View: Pay la ché d6 ban sir dung thuong xuyén trong qua trinh nhap liéu,

tinh todn,... trén bang tinh va la ché d6 mac dinh cua Excel.
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e [JPage Layout View: La ché d6 xem trude khi in, trong ché do nay ban van c6 thé

tinh todn va nhap liéu.

e [JPage Break Preview: Hién thi bang tinh Excel vdi cac ddu phén trang, tai diy ban

c6 thé chia lai trang bang cach kéo tha cac dudng chia cach trang.
6.2. Thiét lap thong sb cho trang in

Tat ca cac tiy chon thiét 1ap théng sd trang in ¢6 tai nhom Page Layout - [Inhom Page
Setup (Margins: tiy chon 18 trang, Orientation: chiéu trang ngang hay doc, Size: tily chon
kho gidy, Print Area: tiiy chon viing in, Breaks: tuy chon ngat trang, Background: chén hinh
nén, Print Titles: tiy chon in tiéu dé 13p lai trén mdi trang,...). Ban co thé thiét 1ap cac thong
s6 tai day hodc vao hop thoai Page Setup dé diéu chinh. Dé vao hop thoai Page Setup ban

vao nhém Page Layout > [] [Jdén nhom Page Setup > [Inhin vao nat

F— D = MR =1 e By 52 width: Automatic v
LJ B Digs & 5 ;2 .

;'LI Height: Automatic
Margins Orientation Size Print Breaks Background Print ;
v v v Area~ v Titles ﬂ Scale: 100%

Page Setup ‘ Scale to Fit o

Page Setup

Page |Margins Header/Fooker | Sheet

Crienkation
(%) Portrait ) Landscape
Scaling

(%) adjust bo: | 100 2 | % normal size

) Fit ko pagels) wide by tall

Paper sigs: | XA
Prink guality: | 300 dpi v/

First page number:

Print... ] [F‘rint F‘revieg] [ Opkions. .. ]

[ Ok l[ Cancel ]
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Page Setup E|E|

Fage Margins | Header/Footer | Sheet
Top: Header:
05 = 03 =
Left: Right:
0.5 = 05 =
Bokkarn: Fooker:
ns = 03 =
Center on page
Horizonkally
[ ] wertically
Print. .. ] [F‘rint F‘revieg] [ Opkions. .. ]
[ (0] 4 l [ Cancel ]

Chiéu trang in (Orientation)

1. Ribbon - [1Page Layout - [1Page Setup —> [JOrientation - [Ichon Portrait (trang doc)/

chon Landscape (trang ngang)

2. Trong hop thoai Page Setup > [chon ngin Page - [Orientation = [ichon chiéu trang in

Portrait / Landscape

Khé gidy (Size)

1. Ribbon = [1Page Layout = [1Page Setup = [1Size = [Ichon khd gidy

2. Trong hop thoai Page Setup > [chon ngin Page - [1Page size = [Ichon gidy
Canh Ié gidy (Margins)

1. Ribbon = [1Page Layout = [JPage Setup - [IMargins = [Jchon kiéu chira 1¢

2. Trong hop thoai Page Setup - Ochon ngan Margins = Onhap cac gia tri vao Top (1& trén),
Bottom (1& dudi), Left (18 trai), Right (1& phai), Header (1& tiéu dé dau trang), Footer (& tiéu
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dé chan trang). Ngoai ra con c6 tiy chon canh giita: Horizontally (canh giira trang theo chiéu

ngang) va Vertically (canh giita trang theo chiéu doc)
Chon vang in (Set Print Area)

Quét chon viing can in, vao Ribbon = [IPage Layout - [JPage Setup - [IPrint Area
- [JSet Print Area.

Ngiit trang (Page Break)

e Cheén ngit trang ngang: Di chuyén 6 hién hanh dén noi s& chén ngit trang tai cot A,
sau do vao Ribbon - [1Page Layout - [JPage Setup - Breaks - [1Insert Page

Break. (Néu khong dé ¢ cot A s& ngit trang theo chiéu ngang va doc)

e [JBO tung diu ngit trang: Di chuyén 6 hién hanh dén 6 nam ngay dudi dau, sau do

vao Ribbon - [1Page Layout - [1Page Setup ->Breaks - [1Remove Page Break.

e [JBO tat c4 danh dau ngit trang: Ribbon - [JPage Layout > [JPage Setup - Breaks
- [JReset All Page Breaks.

Thém hinh nén (Background)

Vao Ribbon - [1Page Layout = [1Page Setup ->Background - [Ichon hinh Iuu trir trén
may = [Inhan nat Insert

In tiéu dé dong va cét (Row and column headers)

Vao Ribbon - [1Page Layout = [1Sheet Options - Headings = [Ichon Print
In tiéu dé cét va dong lip lai ¢ cdc trang

B1. Vao Ribbon > [1Page Layout - [1Page Setup > Print Title

B2. Tai 6 Rows to repeat at top ta quét chon dong s6 1 vao > 0$1:$1

B3. Tai 6 Columns to repeat at left ta quét chon cot A > L$A:$A

B4. Nhan OK hoan tat.
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Page Setup
Page Margins || Header/Fooker | Sheet
Prirk ares | 55
Prink titles
Rows o repeat at top: |$1 41 Ehz
Colurnns bo repeat at left; |$.ﬁ.:$.ﬁ. s
Prink
Gridlines Comments: | (Mone) w |
Black and white
(s Cell errors as: |displayed w |
[ ] Draft quality
Row and column headings
Page order
Down, then over  [[E=gs) ===
2 Bssin EE [EJF. EE
) ower, then doven | =4 ===
E .8JE' 38
[ Print. .. ] [ Print Preview ] [ Options... ]
[ ik ] [ Cancel ]

Hinh minh hoa chon in lip lai cac tiéu dé dong 1 va cot A
Diéu chinh ti 1¢ phong to/ thu nhé trang in

Trong mot sb truong hop ta can in nén hay phéng to ndi dung vao mot sb trang nhat dinh khi
do ta dung Ribbon = [Page Layout > Scale To Fit - 0Scale. Ta co thé thu nho tai liéu
dén 10% va phong to tGi 400%.

Ngoai ra ta c6 thé ép Excel in tai lidu ra voi s6 trang ta qui dinh tai Ribbon = [Page Layout
- [JScale To Fit > OWidth va Ribbon - [Page Layout - [IScale To Fit - [JHeight.

In dwong lwdi cua cdac 0

Pé in dudng Iudi k& cac 6 trong bang tinh ta chon Ribbon > JPage Layout > [Sheet
Options - [Gridline - LPrint.

Thém théng tin vao dau trang va chin trang (Header va Footer)

Header chira cac thong tin xuat hién & ¢du mdi trang va Footer chira cac thong tin xuat hién &

cudi mdi trang. Cac phién ban trudc ta dung ngan Hearder/ Footer trong hop thoai Page Setup
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dé thém Header va Footer nhung phién ban nay lam bang mot cach khac dé dang va truc

quan hon, dac biét co thé chén hinh vao.

Vao Ribbon = [1View = [chuyén sang ché do xem Page Layout = [JTién hanh thém

Header va Footer vao.

Luu ¥ ban phai nhip chudt vao ving Header hodc Footer thi nhém 1énh Design méi hién ra.

= = _j ‘j7 -_\L_}; > Iﬂﬂ | | G =1 [ pifferent First Page V| Scale with Document

Header Footer Page Number Current Current File File  Sheet Picture t t Goto | [T pifferent Odd & Even Pages [¥] Align with Page Margins
v v Number of Pages Date Time Path MName Name Footer -
Header & Footer Header & Footer Elements Navigation Options

Céc nut 1€nh trong thanh Design

Céac ma 1€nh va nut Iénh trong Header va Footer

Nt Iénh Ma Iénh Chirc nang
&[Page] Hién thi s6 trang tai liéu
4 &[Pages] Hién thi tong s6 trang duoc in
&[Date] Hién thi ngay hién tai
&[Time] Hién thi gio hién tai
&[Path]&[File] Hién thi duong dan day du dén noi luu tap

tin va Tén tap tin

= &[File] Hién thi tén tap tin
&[Tab] Hién thi tén sheet
Khong c6 Chén hinh lya chon vao. Ban phai tim dén

hinh can chén vao trong hop thoai Insert

Picture, chon hinh va nhan nut Insert.

Khoéng c6 Thiét 1ap cac thong ¢ cho hinh chén vao.

&
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Do Excel dung ky hiéu & dé bit diu mi 1énh, do vay trong trudng hop doan vin ban trong

Header va Footer can dung ky hiéu & thi ban hay nhap ky hiéu nay 2 1an &&. Vi du ban

mudn nhap “Cong thirc & Ham” vao Header thi hiy nhap “Cong thirc && Ham”. Cac lya

chon khac ctia Header va Footer:

Different First Page: Néu chon thi ban c6 thé thiét 1ap thong tin khac vao header/

footer cua trang dau ti€n so voi header/ footer cua céc trang con lai trong tai li¢u.

Different Odd & Even Pages: Néu chon, thi ban c6 thé dit header/ footer khac nhau

cho céc trang chan va cac trang 1¢.

[JScale With Document: Néu chon, kich thudc chir ctua header/ footer sé ting giam

theo tai liéu khi tai liéu str dung chtrc ning in c6 diéu chinh ti 16 phong to/ thu nho.

DAlign With Page Margins: Néu chon, 18 trai va 18 phai ciia header/ footer canh déu

va1 1€ trai va 1€ phai cua tai liu.

6.3. Thiét 1ap thong sé hop thoai Print

Dé goi hop thoai Print, ban chon nit Office > [chon Print hay nhan td hop phim <Ctrl+P>.

Dung hdp thoai nay d€ chon may in, chon trang can in, chon so lugng ban sao va mot so tuy

chon khac.
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Home Insert Page Layout Formulas Data

| save
; Print
B Save As @

: = Copies: 1 2
= Open v
= Print
[ Close
Info Printer
Recent ). \® HP 2500C Series

Ready
Hew Printer Properties
Print ;
- Settings
Share l I Print Active Sheets
) Only print the active sheets
Help : z
Pages: R (o
] Options
= = Collated
Exit 123 123 123
1
‘ __| Portrait Crientation v

D Letter
85" x11"

Nermal Margins

v
t—3 Left: 0.7" Right: 0.7"
No Scaling
v
Print sheets at their actual size
Page Setup

e Selection: Chi in viing dang chon trudc nhan lénh Office = DPrint
e [JActive sheet(s): Chi in sheet hi¢n hanh hay cac sheet dang chon.
e [Entire workbook: In toan b6 workbook

e [OTable: Chi cé tac dung khi 6 hién hanh dang trong mot bang, néu chon thi chi in
bang nay.

e [lgnore print areas: Khi chon, Excel s& bo qua tat ca cac thiét lap vung in da thuc

hién.
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6.4. Céc luu y khac
Ngiin khong cho in mgt so ving

Trong mot sd trudng hop, dit lidu co cac thong tin nhay cam ma ban khéng mudn in ra. Khi
d6 ban lam theo cac cach sau. [JAn cac dong hay cdt chira théng tin d6. Home > T Cells
> JFormat > [1Chon Iénh an.

e T06 mau chir gidng v6i mau nén cua cac 0.
e V€ hinh d¢ 1én vung dir liéu nhay cam.
Ngan khong cho in cdc doi twong

Mot sb dbi tuong trén bang tinh nhu do thi, hinh v&, SmartArt ma ban khong mudn in thi lam

nhu sau:

B1. Nhép phai chudt 1én ddi twong va chon Size and Properties.
B2. Chon ngan Properties trong hdp thoai

B3. Bo lua chon tai Print Object.

Chuwong 7: Lam Viéc Vi Macro, Templates

7.1 Macro

Macros la cac tinh ning cao cip, c6 thé 1am ting toc df chinh sira hay dinh dang ma
ban c6 thé thye hién thudng xuyén trong mét bang tinh Excel. Chang ghi lai nhitng hanh
dong ma ban da chon ¢ menu dé cho mdt chudi cac hanh dong do co thé duoc hoan thanh

trong mot budce.

Ghi m¢t Macro

Pé ghi mot Macro:

« Kich tab View trén vung Ribbon
+ Kich Macros

» Kich Record Macro
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- ==
Save Switch !Macros ‘
Workspace Windows ~ .

Q View Macros

| B3 Record Macro...

@ Use Relative References
1

« Nhap tén cho Marco (khong chtra ddu céch)

« Nhap mot phim tit

« Nhap vao muc Description dé giai thich hay mé ta

Record Macro

Macro name:

6

) Macrol

Shortcut key: —,
Ctri+| |

Store macro in:

lThis Workbook

Description:

[ OK ][ Cancel ]

Pé thuc hién Macro:
 Kich Macro

» Kich Stop Recording
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Save Switch IMacros

Workspace Windows~ |||~
| View Macros

o =2

| @ Stop Recording

M @ Use Relative References

Thuwe thi Macro

Pé thyc thi mdt Macro tir phim tat, chi cdn 4n vao phim ma ban da chon dé chay Macro.

Hodc ban c6 thé xem tat ca cac Macro va thuc thi bang cach:
* Kich Macros
« Kich View Macros

* Chon mot Macro va kich Run

Macro @El

Macro name:

Step Into

EIIm
c
3

Creata
~reqalc

Options..,
Macros in: | &ll Open Workbooks v ’
Description

Cancel
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Chwong 8: Phim Tat Va Tha Thuat

8.1 Phim T4t

a. Truy cap Ribbon bang ban phim

M&i nhin qua giao dién Excel chiing ta c6 thé twong rang phai st dung Ribbon bang chuot
khéng thé dung t6 hop <AL T+ky fie dai dién> vi khong co cac ky gach chan nhu cac phién
ban trudc. Tuy nhién thanh Ribbon van cd thé truy cap bang ban phim.

e Khi mudn truy cap dén cac nhdm Iénh trén thanh Ribbon nhu Home, Insert, ... ta nhan
phim ALT moét lan (khdng can giit phim ALT). Cac ky tu dai dién cho cac nhdm lénh s& hién
I&n, ban chi cAn nhan phim trén ban phim twong @ng Ky tu dai dién can truy cap. Ngoai ra ban

ciing c6 thé dung cac phim € > T dé di chuyén trong thanh Ribbon.

! \
FI | Home | Insert Pagjﬂyout Formulas a Review View
p i) o
-1 v A - =

J J& Calibri A | g%gf D =  General -
Pste 5 | B Z U~ - O-A- ESEEEEH $-% 0 | WY
Clipboard 715 Font u Alignment I Number .

o Dé biét ky tu dai dién cho céc ndt Iénh, ban hdy nhan nhan té hop phim <ALT + ky tw dai
dién cia nhom 1énh>. Vi du nhom Iénh Page Layout (ky tu dai dién la P) > <ALT+P>.

e Khi muén thuc hién mot 1énh nao do6 trén thanh Ribbon thi ta di chuyén (€ > T 1) d&n
Iénh d6 va nhan phim Enter hay dung <AL T + Ky tw dai dién cho nt lenh>.

o Khi mudn tré lai viing 1am viéc trén bang tinh, ta nhan phim ALT mét lan hoic nhan phim
ESC.

b. Phim tit

Pbi luc con chudt ciia may tinh hoi “dé chirng” va viéc “quang” né di nhiéu khi lai 1a bién phap hay
nhat. Néu gip trwong hop nhu thé thi danh sach phim tit dwéi day that sw can thiét cho ban va

cho ca nhirng ai con con chudt nhwng mudn thao tac nhanh hon:

Cai dir liéu vao 0, di chuyén xuong dudi ‘
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ESC Bo qua dit liéu dang thay doi

F4 hay Ctrl+Y Lap lai thao tac vua lam

Alt+Enter Bit diu dong mai trong 6
Backspace Xoa ky tu bén trai hoac ving chon
Delete Xoa ky tu bén phai hodc viing chon
Ctrl+Delete Xoa tét ca chit trong mot dong

Phim mi tén

Di chuyén 1én xudng hodc qua lai mot ky tu

Home Chuyén vé dau dong

Ctrl+D Chép dit liéu tir 6 trén xudng 6 dudi

Ctrl+R Chép dir li€u tur bén trai qua phai

Shift+Enter Ghi dir liéu vao 6 va di chuyén 1én trén
trong vung chon

Tab Ghi dir liéu vao 6 vao di chuyén qua phai
vung chon

Shift+Tab Ghi dit liéu vao 6 vao di chuyén qua trai

vung chon

Bit diu mot cong thirc

F2

Hiéu chinh dir li¢u trong 6

Backspace

Xoa ky tu bén trai trong 6 dang hi¢u chinh
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Ctrl+F3 Dat tén cho ving chon

F3 Dén mdt tén da dat trong cong thire

F9 Céap nhat tinh toan cac Sheet trong Workbook
dang mo

Shift+F9 Céap nhat tinh toan trong sheet hién hanh

Alt+= Chén cong thure AutoSum

Ctrl+; Cap nhat ngay thang

Ctrl+Shift+: Nhap thoi gian

Ctrl+K Chén mot Hyperlink

Ctrl+Shift+” Chép gia tri ciia 6 phia trén vao vi tri con
tré cua 0 hién hanh

Ctri+’ Chép gia tri cia 6 phia trén vao vi tri con
tré cua 0 hién hanh

Ctrl+A Hién thi Formula Palette sau khi nhdp mot
tén ham vao cong thuc

Ctrl+Shift+A Chén dau () va cac d6i s6 cia ham sau khi
nhap tén ham vao cong thuc

Pinh dang dir liéu

Ctrl+1 Hién thi 1énh Cell trong menu Format

Ctrl+Shift+~ Dinh dang s kiéu General
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Ctrl+Shift+$ Dinh dang s kiéu Curency véi hai chit sb
thap phan

Ctrl+Shift+% Dinh dang sb kiéu Percentage (khong ¢ chir
sO thap phan)

Ctrl+Shift+" Dinh dang sb kiéu Exponential v6i hai chir
sO thap phan

Ctrl+Shift+# Dinh dang kiéu Data cho ngay, thang, nim

Ctrl+Shift+? Dinh dang kiéu Numer v&i hai chit s6 thap
phan

Ctrl+Shift+& Thém dudng vién ngoai

Ctrl+Shift+ - Bo dudng vién

Ctrl+B Bat tat ché d6 dam, khong dam

Ctrl+ Bat tat ché d6 nghiéng, khong nghiéng

Ctrl+U Bat tit ché do gach dudi

Ctrl+5 Bat tat ché do gach giira khong gach giira

Ctrl+9 An dong

Ctrl+Shift+( Hién thi dong an

8.2 Thu thuat

1. Dich sé tién vé chir (Chuyén s6 thanh chir)

Budée 1. M6 tap tin can chuyén >> Nhan t6 hop phim Alt + F11 dé mé trinh soan thao VBA

cua Excell
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Buwéc 2. Nhip chudt phai 1én VBA Project >> Insert >> Module >> va dén doan ma bén

dudi vao cira s6 ciia Module méi chén
Function ConvertCurrencyToViethnamese(ByVal MyNumber)
Dim Temp
Dim Dollars, Cents
Dim DecimalPlace, Count
ReDim Place(9) As String
Place(2) =" Nghin "
Place(3) =" Trieu "
Place(4)="Ty"
Place(5) =" Nganty"
' Convert MyNumber to a string, trimming extra spaces.
MyNumber = Trim(Str(MyNumber))
' Find decimal place.
DecimalPlace = InStr(MyNumber, ".")
"If we find decimal place...
If DecimalPlace >0 Then
"Convert cents
Temp = Left(Mid(MyNumber, DecimalPlace + 1) & "00", 2)
Cents = ConvertTens(Temp)
' Strip off cents from remainder to convert.
MyNumber = Trim(Left(MyNumber, DecimalPlace - 1))
End If
Count=1
Do While MyNumber <> ""

' Convert last 3 digits of MyNumber to English dollars.
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Temp = ConvertHundreds(Right(MyNumber, 3))

If Temp <> "" Then Dollars = Temp & Place(Count) & Dollars
If Len(MyNumber) > 3 Then

' Remove last 3 converted digits from MyNumber.
MyNumber = Left(MyNumber, Len(MyNumber) - 3)

Else
MyNumber =""
End If
Count=Count+1
Loop

' Clean up dollars.
Select Case Dollars
Case""

Dollars = "khong Nghin"
Case "One"

Dollars = "Mot Nghin"

Case Else

Dollars = Dollars & " Nghin"
End Select

' Clean up cents.

Select Case Cents

Case""

Cents =" va khong Dong"
Case "One"

Cents =" va mot Dong"

Case Else
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Cents="va" & Cents & " Dong"

End Select

ConvertCurrencyToVietnamese = Dollars & Cents
End Function

Private Function ConvertHundreds(ByVal MyNumber)
Dim Result As String

" Exit if there is nothing to convert.

If Val(MyNumber) = 0 Then Exit Function

" Append leading zeros to number.

MyNumber = Right("000" & MyNumber, 3)

' Do we have a hundreds place digit to convert?

If Left(MyNumber, 1) <>"0" Then

Result = ConvertDigit(Left(MyNumber, 1)) & " Tram "
End If

' Do we have a tens place digit to convert?

If Mid(MyNumber, 2, 1) <> "0" Then

Result = Result & ConvertTens(Mid(MyNumber, 2))
Else

"If not, then convert the ones place digit.

Result = Result & ConvertDigit(Mid(MyNumber, 3))
End If

ConvertHundreds = Trim(Result)

End Function

Private Function ConvertTens(ByVal MyTens)

Dim Result As String

"|s value between 10 and 197
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If Val(Left(MyTens, 1)) = 1 Then
Select Case Val(MyTens)

Case 10: Result = "Muoi"

Case 11: Result = "Muoi mot"
Case 12: Result = "Muoi hai"
Case 13: Result = "Muoi ba"
Case 14: Result = "Muoi bon"
Case 15: Result = "Muoi lam"
Case 16: Result = "Moi sau"
Case 17: Result = "Muoi bay"
Case 18: Result = "Muoi tam"
Case 19: Result = "Muoi chin"
Case Else

End Select

Else

'.. otherwise it's between 20 and 99.
Select Case Val(Left(MyTens, 1))
Case 2: Result = "Hai muoi "
Case 3: Result = "Ba muoi "
Case 4: Result = "Bon muoi "
Case 5: Result = "Nam muoi "
Case 6: Result = "Sau muoi "
Case 7: Result = "Bay muoi "
Case 8: Result = "Tam muoi "
Case 9: Result = "Chin muoi "

Case Else
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End Select
' Convert ones place digit.
Result = Result & ConvertDigit(Right(MyTens, 1))
End If
ConvertTens = Result
End Function
Private Function ConvertDigit(ByVal MyDigit)
Select Case Val(MyDigit)
Case 1: ConvertDigit = "Mot"
Case 2: ConvertDigit = "Hai"
Case 3: ConvertDigit = "Ba"
Case 4: ConvertDigit = "Bon"
Case 5: ConvertDigit = "Nam"
Case 6: ConvertDigit = "Sau"
Case 7: ConvertDigit = "Bay"
Case 8: ConvertDigit = "Tam"
Case 9: ConvertDigit = "Chin"
Case Else: ConvertDigit =""

End Select

End Function
Buwéc 3. Nhin phim Alt + F11 mot lan nita va nhin Ctrl + S dé save lai toan bo tai liéu.
Buéc 4. Dén day, ban c6 thé sir dung cong thirc =ConvertCurrency ToVietnamese(B3) dé
chuyén dbi tién té tir s6 vé chir (v6i B3 1a s6 tién bang chit s6)

Vi du: B3 c6 gia tri 1a: 123456 thi két qua =ConvertCurrencyToVietnamese(B3) tra vé 1

Mot Tram Hai muoi Ba Nghin Bon Tram Nam muoi Sau Nghin va khong Dong
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2. Giau bang tinh Excel chuyén nghiép

Trong cdng viéc van phong, néu ban can gidu mét bang tinh trong tai liéu Excel ma khéng
mubn nguwoi khac dung 1énh Format > Sheet > Unhide dé xem bang tinh, ma theo cach
théng thuéng khi ban dung 1énh Format > Sheet > Hide dé gidu cac bang tinh (néu khdng
duwoc bdo vé bang mat khau) thi chi can nguoi khdng chuyén théi ciing da cé thé dung lénh

Format > Sheet > UnHide dé lam cho n6 hién ra bang tinh roi.

Properties - Sheet? E

|5heet2 Workshest j
Alphabetic l Cateqgorized ]

Mame) Sheetz
DisplayPageBreak, False
DisplayRight ToLef False
EnableAutoFiter False
Enablealculation| True

EnableFormatCon| True
EnableCutlining False
EnablePivotTable False
EnableSelection |0 - xIMoRestricki
Mame Sheetz
Scroldrea

Standardwidth  |5.43

2 - xlsheetvervh

Nhwng khi ban &p dung tha thuat nay thi bang tinh cta ban s& dwoc an toan hon rat nhiéu
va day ciing 1a mot "phwong an" méi dé cac ban doc tham khéo va cé thém dwoc nhiéu sw
lwa chon trong cong viéc ctia minh CAc thwe hién nhw sau: Trong bang tinh can dwoc bao
mat, ban hay nhan ALT+F11 d& mé clra sé Microsoft Visual Basic ra. Trong clra sd Project -
VBA Project, nhap dup vao VBA Project, tiép tuc nhap dup vao Microsoft Excel Objects dé
mé cac bang tinh trong tai liéu sau d6 réi chon bang tinh ma ban muédn gidu -> réi nhan F4.
Trong tuy chon Visible ban nhap vao dau tam giac chon 2-xISheetVeryHidden, cudi cung
déng Microsoft Visual Basic nay lai va xem két qua thé nao Khi nao muén bang tinh hién ra

tré lai, thi ban chi can thwe hién lai cac thao tac trén va chon -1-xISheetVisible la dworc.
3. Khda va bao vé nhirng 6 cé chira cong thirc

Chiéu nay gitip ban cho phép ngwoi khdc thay déi cic é c6 chira div liéu, nhung cim ho
thay doi cdc é chiva cong thive. Ban ciing cé thé béo vé cic 6 cé chiva cong thirc ma khong

cdn phdi bao vé toan by trang tinh ciia ban.
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Khi tao mot bang tinh, thudng chung ta s& phai dung dén mot s6 cong thirc, va khi chia sé
bang tinh cho moi ngudi, c6 thé ban mudn rang, khong ai co thé can thiép (x6a, sira...) nhitng
vao nhitng 6 c6 chira cong thirc. Cach dé nhit 14 ciing phd bién nhit 14 Protect (bao vé) bang
tinh. Tuy nhién, Protect bang tinh khong chi ngan khong cho can thi€p vao cac 6 chira cong
thirc, ma né khong cho can thiép vao tat ca, nghia 1a khong ai c6 thé lam gi bang tinh cta ban.
Doi khi, ban lai khong mubn nhu vay, ban chi mudn bao vé cic 6 chira cong thirc thoi, con
nhirng 6 chira dir li¢u thi khong.

C6 ba giai phap dé thyc hién diéu nay: Khoa nhiing 6 chira cong thic, st dung chirc ning
Data-validation cho cac 6 chira cong thuce, va ty dong bat tat chuc nang bao v¢.

Khéa cac 6 chira cong thirc

Theo mic dinh, tat ca cac 6 trong bang tinh déu duoc khoa (locked), tuy nhién, né chiang co
tac dung gi trir phi ban ap dung 1énh Protect bang tinh. Day 13 cach dé nhat dé ap dung 1énh

Protect cho bang tinh, nhung chi nhitng 6 chira cong thirc thi méi bi khoa, va dugc bao ve:

Chon toan by bang tinh, béng cach nhan Ctrl+A, hodc nhan vao cai 6 vuong nam & giao diém
ctia cOt A va hang 1. Rdi nhan nut phai chudt va chon Format Cells, roi trong tab

Protection, bo danh déu & tiy chon Locked, roi nhin OK:
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Cusztom Listz

|Number || Alignrment || Font || Border || Fill | Protection

Locking cells or hiding formulas has no effect until you protect the worksheet (Review
tab, Changes group, Protect Sheet button).

[ Ok l[ Cancel ]

M6 khéa (Unlock) toan bé bang tinh bang cach bé tiry chon Locked
Sau do, ban chon dai mdt 6 nao do, chon Home = Find & Select = Go To Special; hoac

nhén Ctrl+G hay F5 réi nhan vao nat Special.... Hop thoai sau ddy s& mé ra:
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Go To Special
Select
) Comments () Row differences
() Constants () Column differences
@E Ias ) Precedents
Mumbers () Dependents
Text
Logicals
Errors ) Last cell
() Blanks {3 visible cellz only
") Current region () Conditional formats
) Current array () Data validation
() Objects
[ oK l [ Cancel

Dimng hép thoai Go To Special dé chon cdc 6 ¢6 chira cong thic

Trong hop thoai do, ban nhén vao tuy chon Formulas, va néu can thiét thi chon hoic khong
chon thém 4 6 nho ¢ dudi (ligt ké céc loai cong thire, mac dinh thi ca 4 6 nay déu dugc chon),
va nhdn OK. Sau d6, ban m¢ lai hop thoai Format Cells di néi & trén, nhung 1an nay thi ban
danh du vao tuy chon Locked, va néu ban thich an luon cong thirc (khong cho thiy) thi danh
dau vao tuy chon Hidden, nhan OK.

Viéc cudi cung 1a Protect bang tinh: Chon Home trén Ribbon, nhan vao Format trong nhm
Cells, roi nhan vao Protect Sheet...; hodc chon Review trén Ribbon, rdi nhin vao Protect
Sheet [E2003: Tools | Protection | Protect Worksheet]:
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@ ) - v Lock and Protet Cells Containing Formulas [Compatibilty Mode] - Microsott Txced
=/ Wome | Inset  Pagelayout  Formulss Doty Review  View  Developer  Addins
=" :
£ a L Arial ]xo - AR j |= -ﬁl»-' 8 General H ﬁ
R Rl B SRR l EEEEE 5% llw »!N‘ ,‘,,°,.,""'"°"‘,u,,,,l ko) ;;::. |
Clipbosrd & Font c) Ahgnment Rl Mumber 5l Styles || cen size
Al il &J L RowHei
QI_L B c | E F Cempcas Hammjmm | : J K L| AutoFit |
1 > :
2 1 Column
“al AutoFit |
; Default |
__Z | Hide & L
10 Rename
!1 Move or
:§~ Iab Colo
15 —p |3y Protects
:;5 &) Look Cel
18 5 Format C
Chon Protect Sheet fr Home
\ g L Jocl LI R Lock and Protect Cells Containing Formulas [Compatibility Mode] -
- Home  Insert Page layout  Formulas  Data | Review. | vuw Developer  Add.Ins

v @ [ 3% Ry TP [y

Spelling Research Thesaurus Transiate Delete Previous Next

2 Show Ink

| Comnent

Chon Protect Sheet - Review

Trong hop thoai Protect Sheet, bé danh dau ¢ tiiy chon Select locked cells, chi cho phép

Select unlocked cells (chon nhiing 6 khong khéa), va nhap vao mot password, néu can thiét:
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Protect Sheet

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:
[ ] select locked cells

""" Select unlocked cells
Format cells

Format columns
Format rows

Insert columns
Insert rows

Insert hyperlinks
Delete columns
Delete rows ¥

| >

[ oK l[ Cancel ]

Bo tuy chon Select locked cells trong hop thoai Protect Sheet

Viy la xong. Tir by gio, nhitng 6 chira cong thirc ctia ban s& duoc bao vé, c6 thé khong xem

thiy duoc néu ban di chon Hidden, ban khong lo nhitng cong thirc nay bi can thiép nira.
Sw dung Data-validation

Str dung Data-validation, chi la don gian khong cho ghi dé vao nhirng 6 cé chtra cong thurc,
nghia 1a khong cho stra cong thirc. Tuy nhién, phuong phap nay chi phong ngtra cho chinh
ban, nghia Ia tranh viéc tdy may sua lai cai gi do trong nhiing 6 chira cong thurc, chir that ra,
mic du di dugc "Validation", ban van c6 thé xéa cong thirc, hodc dan vao nhitng 6 d6 bat ky
dir liéu ndo ban thich... Néi chung n6 khong bao vé duoc gi nhiéu. Nhung ciing xin ndi so

qua vé phuong phap nay:

Dé thuc hién, ban hiy chon nhitng 6 chira 6 cong thirc bang chirc ning Go To Specials ma
t6i dd noi & trén. ROi, véi nhitng 6 chira cong thirc dang duoc chon, ban goi Data Validation
tur menu Data trén Ribbon [E2003: Data | Validation]. Trong hop thoai nay, chon tab
Settings, chon Custom cho khung Allow, va nhap cong thirc nay: =" " vao khung Formula,
roi nhdn OK, nhu hinh sau:
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[ata Validation

Settings |Input|‘~"lessage Errar Alert

Validation criteria
Allow:
|Cusb:um w | [+]Ianare blank:

ormula:

-

-

[ oK l [ Cancel

Sir dung Data Validation d@é bdo vé nhitng 6 chira cong thikc
Ké tir day, mdi khi ban nhap bat ky thir gi vao trong nhitng 6 chtra cong thirc, hodc ban mudn
sua lai cong thtrc, s€ c6 mot canh bao xuat hién, ngan khong cho ban nhap vao. Xin nhéc lai,
phuong phap nay khong cdm viée x6a han cong thic, cling nhu dan dé thu gi d6 vao nhirng 6
chura cong thurc.
Tu dong bat tit chic ning bio vé
Phuong phéap nay, s€ tu dong bat chirc ndng bao v€ bang tinh (Protect) mdi khi ban chon mot
0 da dugc khoa (locked), nhung n6 ciing s€ tu dong tat chuc nang bao v€ khi ban chon mét 6
khong bi khoa.
Dé bit dau, ban hiy chic chin rang nhitng 6 ban mudn bao vé (6 chira cong thirc) da duoc
khoa, con nhiing 6 khong can bao vé thi khong bi khoa, nhu t61 da trinh bay & phuong phap
thtr nhat. Sau do, ban nhan Alt+F11, nhdn vao Sheet ma ban mudn bao vé cac 6 da khoa &
trong do, 10i nhap vao trong khung soan thdo doan code sau day:
Private Sub Worksheet SelectionChange (ByVal Target As Range)
If Target.Locked = True Then
Me.Protect Password:="Secret"
Else
Me.Unprotect Password:="Secret"
End If
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End Sub

Né&u khdng can dén password, ban khdong can dung doan Password:="Secret", hodc néu muén

Password la thi gi khac, ban stra lai chit Secret bang cai ban mudn.

N&u ban lo rang ngudi ta cé thé vao trong khung soan thao VBA dé xem password, ban cé thé bao vé
cac code nay (khéng cho xem) bang cach chon Tools = VBAProject Properties, chon tab Properties,

chon Lock Project for Viewing, va nhap vao moét password.

Tuy nhién, phuwong phép nay cling khong hoat ddng hoan hdo, méc du né cling gitlip ban dwgc phan
nao viéc bao vé cac cong thirc. Tl khda Target dwoc sir dung trong doan code sé& chi dé tham chiéu
dén 6 dang "active" ngay tai thdi diém né dwoc chon (xin néi thém, cho du ban chon moét day,
nhuwng trong day do, chi cé mot 6 "active" ma théi, 1a 6 dang c6 mau khac vai nhirng 6 con lai). Vily
do nay, néu mdt ngudi nao dé chon mdt day cac 6 (véi 6 "active" khong bi khda), thi ngudi d6 cé thé

x6a toan bd diy 6 nay, badi vi khi dé thi chirc ndng Unprotect d3 dworc tuw dong bat!
4. Sir dung Data-Validation khi danh sach nguén nam trong mét Sheet khac

Str dung Data-Validation Iad mét cdch dé nhét dé dp dung mét quy tdc nhép liéu cho mét day dir
liéu. Theo mdc dinh, Excel chi cho phép Data-Validation stz dung nhitng danh sdch nguén nam
trong ciing mét Sheet vdi day dir liéu sé dworc dp dung quy tdc nay. Tuy nhién, vdn cé cdch dé lach

khéi chuyén dé.

Chiéu nay s& gitip ban lam cho Data-Validation cé thé sir dung nhitng danh sach ngudn nam trong
mot Sheet khac. Cach thr nhat |a lgi dung chinh viéc dat tén cho mot day cla Excel, cich thi hai la

str dung mét ham dé goi ra danh séch do.
Cach 1: SIr dung Name cho day nguén

C6 1& cach nhanh nhat va dé nhat dé vuot qua rao can Data-Validation cla Excel [a dit tén cho day
ma ban s& dung lam quy tic nhap liéu. D& biét cach dit tén cho diy, ban xem & loat bai nay: St dung

tén cho day.

Gia sir ban d3 d&t tén cho day sé dung lam quy tac nhap liéu 1a MyRange. Ban chon 6 (hodc diy)
trong bat ky Sheet nao ma ban muén cé mét danh sich xé ra dé nhap liéu, réi trong menu Data trén
Ribbon, ban chon Data Tools | Data Validation [E2003: Data | Validation]. Chon List trong danh sach
cac Allow, va trong khung Source, ban nhap vao =MyRange. Nhan OK. B&i vi ban d3 st dung mét

Name dé lam List, nén ban c6 thé 4p dung Data-Validation nay cho bat ky Sheet nao.
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[ata Validation

Settings |Input|‘~"lessage Erraor Alert

Validation criteria

Allow:

|List " | Ignore blank
In-cell dropdown

Source:

=MyRange

Clear all

Céch 2: S& dung ham INDIRECT

| Cancel

Ham INDIRECT() cho phép ban tham chiéu dén 6 chira dit liéu text dai dién cho mét dia chi 6. Va roi
ban c6 thé str dung 6 d6 nhu mot tham chiéu cuc bd, cho du né tham chiéu dén di liéu trong mot
Sheet khéc. Ban c6 thé st dung tinh ndng nay dé tham chiéu dén noi chira ddy ma ban s& dung lam

danh sach ngudn cho quy tac Data-Validation.

Gia slr, ddy chira danh sach ngudn nay nam & Sheetl, trong day SAS1:5AS8. P& tao mot Dala-
Validation, ban cling lam nhitng budc nhu t6i d3 ndi & cach 1, nhwng thay vi gd tén day vao trong
Source, thi ban nhap vao dé cong thirc: =INDIRECT("Sheet1!$AS1:$AS$8"). H3y chdc chdn rang tuy

chon In-cell drop-down dang dugrc kich hoat, va nhan OK.

[rata Validation

| Input Message || Error Alert |

Validation criteria

Allow:

|List " Ignore blank
In-cell dropdown

Source:

| <INDIRECT("Sheet115A$1: 54887 Es

[ ] apply these changes to all other cells with the same settings

Clear all K [g[ Cancel
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Né&u tén Sheet cla ban cé chira khoang trang, hodc cé dau tiéng Viét, ban phai dit tén Sheet trong
mét cap nhay don ('). Vi du, gid slr tén Sheet chira danh sdch ngudn la Sheet 1 (ch& khdng phai
Sheet1), thi ban sira cong thirc trén lai nhu sau: =INDIRECT("'Sheet 1'ISA$1:5A$8"). Cho khac nhau
s0 v&i cdng thirc hoi ndy 13 cé thém mot ddu nhay don (') sau ddu nhay kép ("), va mdt ddu nhay don

(') nira trwdc dau cham than (!).

Xin m& mdt ngodc don: Néu nhu cé thé duoc, khi gdp nhitng tham chi€u dén tén Sheet, ban nén tap
théi quen ludn ludn bod né vao trong cdp dau nhdy don. Didu nay, tuy chang cé tac dung gi véi nhitng
tén sheet nhu Sheet1, DMHH... nhung né sé& gitp ban khong bao gior gép 16i, khi ban hay d&t tén

Sheet cé khoang trang, hay 1a c6 bd dau tiéng Viét...
U'u diém va Khuyét diém cla ca hai cadch da néu trén
D3t tén cho day, va dung ham INDIRECT, déu cé cdi tién loi va ca cai bat tién.

Tién lgi cla viéc dat tén cho day, 1a viéc ban thay d6i tén Sheet chang c6 anh hudng gi dén Data-
Validation. Va d4 chinh |3 céi bat tién cla viéc dung INDIRECT, khi ban déi tén Sheet, tén mdi sé&
khong tu ddng cap nhat trong cdng thirc dung INDIRECT, cho nén néu vAn muén dung cdng thirc nay,

ban phai m& Data-Validation ra va stra lai tén Sheet trong cong thirc.

Tién loi ca viéc dung INDIRECT, |a d3y dung lam danh sach ngudn ctia ban ludn luén nam yén cho da
chon (A1:A8 trong vi du trén chang han). Con néu ban ding Name, ma ban |& tay xéa mat vai hang

(hodc cot) ngay chd chira Name, thi ban phai diéu chinh lai cho dung...

5. Diéu khién Conditional Formating bang checkbox.
Mic du Conditional Formating 13 1 trong nhirng chiéu manh ctia Excel, nhung mudn bat hay
tit n6 bang ribbon hay menu thi kha buc boi. Bay gid ta bién hoa bang cach diéu khién bang
1 checkbox gidng nhu 1 cong tic (hodc 1 cai toggle Button cang giéng hon).
Conditional Formating ¢ tir doi Excel 97, gan dinh dang cho nhitng 6 ndo thoa 1 s6 diéu
kién nao d6. Piéu kién co thé 1a 1 diéu kién vé gia tri, nhung ta c6 thé tuy bién nhiéu hon khi
dung diéu kién 13 cong thire, dwa vao do ta co thé thay d6i dinh dang cho nhitng 6 nay, khi co
sy thay d6i gia tri cta 6 khac.
1. Dung 1 Checkbox hoic 1 Toggle Button dé xem va an dir lidu:
Ban mudn mot vung dit li¢u nao do chi hién ra lic can xem, xem xong thi bién di cho ranh.
Trudc tién ban phai gan 1én sheet 1 Checkbox hodc 1 Toggle Button. Trong Excel 2010, vao
tab Developer, nhan Insert trong Controls - chon Checkbox hodc Toggle Button trong Control
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Toolbox, trong Excel 2003 chon trong view — Toolbar — Control Toolbox, v€ 1én sheet 1 cai.

Trong hinh, t61 lam thtr 2 céi.

Formulas

Data Review Wiew Developer

“F Properties [: _411 Map Properties

Q?] Yiew Code ?-_34 Expansion Pack:
Insert | Design Source ..
- Mode 8 RunDialog “4 Refresh Data

I Form Controls | XML
fauEAM S e
Cl(™ A & abl EHEA| _E F G

ActiveX Controls |

= =B [+ it | Checkbox

2o ARP R

\ Toggle Button

FALSE View /! Hide |
I' View/ Hide

E
-

L iR
i ®

f

e | Toggle Button

Ee me
2% >

Nhén vao nat design, click chon cai control ban vira veé, nhén thém nut Property. Trong cua

sO Property, stra dong Caption thanh View/ Hide, sira dong Linked Cell thanh $C$2. (ca 2010

va 2003 nhu nhau, ca checkbox va Toggle Button nhu nhau).
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C D E F 3 H |
O O
FALSE e S Hide Properties
|TuggIEButtunl ToggleButkaon j
. . Alphabeti i
I~ wiew/ Hide phatetic | Cakeqorized ]
(Marne) ToggleButton1 -
Design Mode Accelerator
- Aukoload False
\ Conw X AukaSize False
i Backolor [] sHs000000F
S Backskyle 1 - FmBackstyleOpaque
% apkion Wigw) Hide
[ bl Enabled True
p—— Font Yerdana
ForeCalar B =Hs00000128
E-E:) 13,75
# ﬂ 226,5
2 =
- E
= A True
& | e {Mone)

MousePaointer |0 - FrMousePoinkerDefaolt

Bay gid khi ban click chon checkbox hodic nhan nut Toggle, 6 C2 s& lan luot c6 cac gia tri
TRUE va FALSE.

TRLIE

FALSE View/ Hide

W wview/ Hide

Bay gid gia sir viing dir lidu cuia ban gom 4 fields, trong d6 ban chi mudn 3 fields hién thuong
xuyén, con field thir 4 thi khi ndo can méi hién ra dé xem, khong can thi ddu di. Ban danh dau
chon vung chtra field 4, trong 2010 ban vao tab Home, Conditional Formating, New Rule,
chon tiép “use a formula to determine which cells to format”, trong 2003 14 Fornat -

Conditional Formating - chon tiép “Formula is”. Trong 6 ké bén, ban g&: = $C$2=FALSE.
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Edit Formatting Rule

Select a Rule Type:
» Format all cells based on their values
» Format anly cells that contain
» Format only top or bottom ranked values
Field 4 » Format only values that are above or below average
2 13 » Format only unique or duplicate values
2 13 » Use a formula to determine which cells to format
2 3
5 - Edit the Rule Description:
£ =
p) 3 Format values where this formula is true:
2 3 —$C42=FALSE =
2 3
g 3
2 3 . .
Preview: | Format...
Z 3
2 15
—— OK ] | CancEl |

Field 3 [Field 4
12 13
12 13
12 13
12 13
12 13
12 13
12 13
12 13
12 13
12 13
12 131

Conditional Formatting

Condition 1

v| |=$Cz=FALSE =
Prewview DF.F!::rm.at ko use
when condition is true:

| Add == || Delete. .. | [ (8] 4 ]| Cancel |

Nhan vio nut Format, dinh dang font chit mau trang. Nhan OK va OK. Nhan nut design 1 lin
nita dé thoat ta khdi ché d6 design Mode. Va nhin niit toggle hoic click chon cai checkbox

xem két qua.
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TRUE wiew/ Hide

Field 1 Field 2 Field 3 Field 4 E

| 10 11 12 134
! 10 11 12 13}
! 10 11 12 131
: 10 11 12 13!
! 10 11 12 13
: 10 11 12 13}
: 10 11 12 131
: 10 11 12 131
| 10 11 12 13}
! 10 11 12 13}
mnnn 10 11 le . 131
FALSE View/ Hide
I iview, Hide:

‘Field 1 Field 2 Field 3

| 10 11 12 :
: 10 11 12 5
i 10 11 12 :
: 10 11 12 :
| 10 11 12 5
| 10 11 12 :
| 10 11 12 5
5 10 11 12 ;
| 10 11 12 :
: 10 11 12 5
| 10 11 12 ~

Néu ban khong thich thi dinh dang 6 C2 chix tréng ludn, dé khoi théy chit TRUE, FALSE
hién 1én.

2. Tit mé dinh dang mau cho é:

Dung Conditional Formating nhiam t6 mau 6 theo diéu kién gitip ta dé tim duoc nhitng 6 ¢
gia tri dac bi¢t cho trudce. Excel 2010 co nhiéu dinh dang khéc nhau cho gia tri s6 ndm trong
khoang cho trudc. Nhung bién phap dé mo tit bang checkbox 1 khong c6 san.
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Twong ty nhu phin trén, ta tao ra 1 checkbox hoidc 1 Toggle Button link t6i 6 $C$2. Nhung
1dn nay ta dat name cho no 14 IsFill chiang han. Ta ciing dat name cho 6 $A$2 1a BeginNum
va $B$2 1a EndNum, vdi A2 la gidi han dudi thi du 100, va B2 1a gidi han trén thi du 1.000.
Trong ving dir liéu B5:B16, ta mudn gia tri ndo nam trong khoang BeginNum va EndNum s&
duoc t6 mau. Vay dung conditional Formating nhu trén, chon ving C8:C18, lan niy cong
thuc la:

=AND($C8>=BeginNum,$C8<=EndNum,IsFill)

Chon cho n6 1 dinh dang mau theo y mudn.

Két qua: khi nhan button hoic click checkbox thay doi trang thai thanh True, cac 6 chira s6
trong khoang (100, 1.000) s& duoc té mau, cic 6 con lai khong t6. Khi thay d6i thanh False,
cac 0 trd lai binh thuong.

Pong thoi, vi ban dit cong thic lién quan dén BeginNum va EndNum, nén khi thay d6i 2 s6

nay, két qua t6 mau ciling thay doi.
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Begintum  EndMum I=Fill
100 1000 TRLIE Wiew
Field 1 Field 2 Field 3 Field 4
01 A, 131 1,44%
o2 B 21 0, 89%,
03 C 1.463 16, 12%
04 O 453 4,99%,
D)) B 952 100 &0%,
06 O 1.453 16,01%
o7 C 785 2 65%
oz L) S84 4,2 3%
09 O 1.479 16,29%
10 B 786 2 66%
11 C 1.100 12,12%
Sum 9.077]|100,00%
Begintum  EndMum I=Fill
100 1000 FALSE Wiaw
[ Wiew
Field 1 Field 2 Field 3 Field 4

01 A, 131 1,44%

o2 B 21 0, 89%,

03 C 1.463 16, 12%;

04 O 453 4,999,

D)) B Q52 10 &0%,

[]3) o 1.453 165,01%

o7 C 785 2 65%

B} i) S84 4,2 3%

09 O 1.479 16,29%

10 B Fi=is) 2, 66%

11 C 1.100 12,12%

Sum 9.077]|100,00%

Ban thay diy, néu ban chuwa xem bai nay ma thay 1 file twong tu ciia ngudi khac, ban co thé

1Am tudng nguoi ta sir dung code ciia VBA.
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6. Panh diu nhitng 6 chira cong thirc bing Conditional Formatting
Khi mot 6 c6 chira dit liéu, ban c6 thé mudn biét dit liéu trong 6 don thuan 1a dir liéu nhap
vao, hay dir liéu 1a két qua ciia 1 cong thirc. Ban c6 thé chi can click chon 6 d6 va xem trén
thanh cong thirc. Ban ciing c6 thé dung phim tit Ctr]l + ~ dé chuyén qua lai giita ché d6 xem
gia tri va xem cong thuc.
Chiéu s6 19 nay s& gidi thiéu v6i ban 1 ham tu tao, két hop v6i Conditional Formatting dé
danh du 6 chira cong thirc. Bang cach ndy c6 thé gitip ban tim ra tat ca nhirng 6 chtra cong
thire trong s6 10.000 6 ma khong phai ngo timg 6 mot.
Mic du ban ¢6 thé dung 1 ham c6 sin ctia Macro4 trong Conditional Formatting, nhu sau:
Trong hop thoai Conditional Formatting, chon cong thirc, gd cong thirc nay: =
CELL(“type”,Al). Nhung han ché cta viéc ding ham Cell() 1a cong thirc sé ty tinh lai mdi
khi ¢ sy thay d6i nho xiu trong bang tinh. Vi Cell() 1a 1 ham thudc loai volatile. Khi Excel
tinh lai Cell() cho 10.000 6 nhu trén s€ khién cho ban buc minh vi chd doi.
Do d6 ban hiy dung tuyét chiéu sau day, don gian, dé 1am va khong phai ham loai volatile:
Ban hay nhan Alt — F11 dé vao cira s6 VBA, nhan chudt phai vao This Workbook dé insert
vao 1 module. Nhap doan code sau vao khung soan thao:
Function IsFormula (CheckCells As Range)
IsFormula = CheckCells.HasFormula
End Function
Do tinh chat cla Property HasFormula, ham ban md&i tao sé trd vé céc gia tri luan ly True, False. Nghia
13 khi ban g6 vao 6 bat ky cdng thirc = IsFormula(A1) s& cho két qua True néu Al chira cong thirc va
cho két qua False néu A1l chira gid tri.
Dong clra s6 VBA lai, trd vé bang tinh. Bay gi& danh dau toan bé vung dit liéu cla ban (cé thé chon
du ra mét sé cot va dong, phong khi ban cap nhat thém dir liéu) sao cho & A1 13 6 hién hanh.

Bang cach nhu chiéu s6 18, ban vao dwoc chd can thiét dé gb cong thirc trong hdp thoai Conditional

Formatting, va g6 vao:
=IsFormula(A1), sau d6 dinh dang t6 mau hodc d&i mau chit cho khac nhitrng 6 con lai.
Sau khi nhan OK ban s& duwoc két qua 1a tat cd nhitng 6 chira cong thirc s& dugc td6 mau. Néu ban

thém hodc thay d6i 1 6, néu 6 do trd thanh cdng thirc thi lap tirc 6 dé d6i mau.
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Doi khi ban khong thay két qud, vi anh Bill lanh chanh va cham hiéu, anh ta cho rang cong thirc st
dung ham cla ban 13 1 text nén anh ty stra thanh : =”IsFormula(A1)”. Vay ban phai vao chd cii sira

lai.
Bay gio mdi khi ban sira hodc thém 1 6 tré thanh cdng thirc, 6 d6 s& cé mau. nguoc lai, néu ban sira
1 cong thirc thanh gia tri hodc thém gia tri vao 1 6, 6 d6 sé khéng cé mau.

7. Sir dung chirc niing thay thé (Replace) dé g& bé cac ky tw khdng mong

muén.

Khi nhép dit liéu hay khi sao chép va dan dir liéu tir ngudn khac vao Excel thi cac ky tu
khong mong mudn s& xuét hién trong toan bd bang tinh cia ban. St dung chiéu nay ban c6
thé khic phuc duoc nhitng ric réi khi g& bo cac ky tu khong mong mudn bang tay. Chirc
ning thay thé (replace) trong Excel ¢ thé giup ban g& bo cac ky tu khéng mong mudn trong
bang tinh, nhung phai qua mot vai budc phu.
Vi du nhu, ban c6 thé thay thé nhirng ky tu khong mong mudn bang chudi rdng twa nhu nd
chua hé tdn tai. Mudn vay ban can biét ma cua tirng ky tu ma ban muén g0 bo. Tat ca cac ky
tu déu mang mot ma riéng va Excel s¢ cho ban biét no 1a gi khi ban st dung ham CODE.
Ham CODE s& tra vé mot ma s6 cho ky tur du tién trong mot chudi. Ma nay tuong duong ky
tu ma may tinh cua ban da thiét lap.
Dé thuc hién diéu nay, chon mot trong cac 6 co chira nhitng ky tu khong mong mudn. Tt
thanh cong thirc, boi den ky tu va sao chép ky tu d6. Tiép theo chon 6 trong bit ky (Al ching
han) va dén ky tu d6 vao 6 da chon (Al).
Tai 6 khac, nhap cong thic sau:
=CODE($A%1)
Cong thic nay tra vé ma cia ky ty khong mong mudn.

Chon toan b dir liéu cua ban, chon Home = Editing = Find & Select = Replace (véi phién

ban truée Excel 2010: chon Edit = Replace...), & khung Find what: nhan phim Alt va g5 s6

0 kém theo code da dwa ra bai cong thirc trén. Néu ma s6 1a 163 thi nhin Alt va nhan 0163.
(Hodc ban c6 thé dé con tré chudt tai 6 c6 ky tu khong mong mudn, sao chép ky tu d6 va dan

vao 6 Find what cling duogc)
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Bo trong khung Replace With va nhin Replace all. Viéc lam ndy s& x6a bo tit ca nhirng ky tur
khong mong mudn rt nhanh qua vi¢c do tim ma ky tu. Lap lai cac budc ¢ trén cho mdi ky tu

khong mong mudn tiép theo.
8. Chuyén doi con s6 dang vin ban sang sé thuc

Céac gid tri s6 (number) trong Excel dwgc mac dinh canh |8 phai va van ban (text) thi canh |& trai. Do

vay, cach don gian dé nhan biét cac gia tri s6 va vin ban trong mot cot trén bang tinh Ia ban thiét 1ap

ché& do canh Ié mac dinh cho cét dé. Ban vao Home = nhém Alignment = chon Format Cells = vao
Tab Alignment = chon General tai hop Horizontal dé thiét 1ap viéc canh 18 méc dinh cho cot dang

chon = nhan OK dé dong hop thoai Format Cells lai.

A B
1 56464
2 46646
3 42424
a 6466
5 4664
6 (2131
r
7 N5
L
g 1553
9 (6757575
10
11

Ban kéo cot rong ra mot it d& dé phan biét viéc canh |8, khi d6 ban s& thay cac gia trj s6, ngay thang

s& duwoc canh & phai va van ban s& duoc canh |8 trai.
Dung Paste Special dé& chuyén gia tri sé dang van ban sang sd thyc

Day 1a cach nhanh va dé dang nhat dé chuyén cdc gia tri s6 dang van ban sang s6 thuc. Cac budc

thuc hién nhu sau:
Chon mét 6 tréng nao dé va nhan [&énh Copy (Ctrl + C)= quét chon ving sé liéu dang van ban dinh
chuyén d6i (vi du nhu ving A1:A9 & hinh trén) = nhap phai chudt va chon Paste Special... = chon

Add tai nhém Operation = nhan OK dé hoan tat.
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A D E G H I
! L Paste 5pecial ?
2 146646 | P [?)(x]
3, 42424 Paste
41 6466, ) al () All using Source theme
5 |1664 ! ) Formulas () All except borders
6 12131 ! ) Yalues () Colurnn widths
1 L]
7 .""35 1 () Formats () Farmulas and nurmber Formats
3 1:.1.553 \ () Comments () Walues and number Formats
1 L] . )

q ;'235‘?‘5‘?5“: ) Yalidation
10 [ Cperation
11 3 Mulkiply
12 O Divide
13 O
14 ] skip blanks ] Transpose
15
16 I O, I [ Cancel
17

Viéc lam trén s& gitp chuyén toan s6 cac con s6 dang vn ban sang s& thuc, vi 6 rong cé gia tri 13 0 va
khi ban cdng bat ky s6 ndo vao mdt con sé lwvu dudi dang van ban trong Excel thi ban d3 1am cho con

s6 dang van ban chuyén thanh s6 thuec.
Dung cac ham TEXT dé chuyén ddi

Ban c6 thé 4p dung nguyén tic nhu céch trén vao mot s6 ham cé sin cla Excel dé thyc hién viéc
chuyén d6i. Théng thuwdng, khi ban dung mét ham thuéc nhém TEXT va két qua trd vé dudi dang con

s8 thi Excel van xem con s6 d6 1a gia tri dang van ban.

Gia st ban cé mét vung dit liéu A1:A7 nhu hinh sau:

A
1 |5143.26 Hong
2 51863.36 Mai
3 |5789.97 Lan
4 | 578979.939 Cuc
5

Ban dung hai ham trong nhém TEXT |a LEFT va FIND dé tach cac gia trj ra khéi cac chudi van ban nhu

Sau:
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B1 - fe | =LEFT(ALFIND(" ",A1)-1}
B C D

A
|1 [5143.26 Hong [5143.26
2 |$1863.36 Mai  $1863.36
3 $789.97lan  $789.97
4 $78979.989 Clc $78979.989

=LEFT(AL,FIND(" ",A1)-1)

Sau khi dung ham dé tach phan gid tri ra thi cac két qua tra vé van duoc Excel xem nhu 13 vén ban vi

ching dwoc canh [é trai nhu hinh sau:

Do vay, ban can phai hiéu chinh cong thirc tac chudi trén mot it dé két qua tra vé 1a cac con s6 thuc

su bang cach cong thém s6 0 vao sau cong thirc trén:

=LEFT(AL1,FIND(" ",A1)-1) + 0

c1 - £ | =LEFT(ALFIND(" ",A1)-1) +0
A B C D E
1 [$143.26 Hong  $143.26 143.26]
2 |$1863.36 Mai  $1863.36 1863.36
3 |$789.97Lan  $789.97 789.97
4 |$78979.989 Cuc $78979.989 78979.939
9. Ting thém sé 1an Undo cho Excel

Tt ca chiing ta déu da quen thudc véi chirc nang Undo ctia Excel, cho phép chiing ta lam lai
nhitng sai 1am ctia minh. Tuy nhién, mic dinh, ching ta chi c6 thé Undo dugc 16 lan. Chiéu

nay gitp ban co thé ting s6 lan Undo 1én nhiéu hon, c6 thé dén 100 lan.

Khi ban str dung chtrc nang Undo cua Excel, va ban da thuc hién Undo 16 1an, thi nat Undo
bi m¢ di, khong thé Undo dugc nita. Ngoai ra, khi ban nhan nat Save dé luu bang tinh, thi ntit
Undo ciing bi m¢ di, va danh séch nhirng tac vu (nhiing hanh dong da thuc hién trén bang
tinh) ma ban da thuc hién bi mét sach. D6 1a do khi ban Iuu bang tinh, Excel cho rang ban da
hai 1ong v6i bang tinh nay (thi méi nhn Save), va nd thay rang khong can thiét phai giir lai

danh sach nhitng tac vu trude khi luu nira.

Ban c6 thé thay rang, quay lui lai 16 lan 1a khong du, nhung lam cach nao dé ting s6 lan nay
1én? Nghia la lam cach nao dé tdng danh sach cac tac vu cta ban 1€n? Thua réng, co cach, va

ban c¢6 thé ting con s6 nay lén dén 100 lan.
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DPé lam diéu nay, trudc hét, ban hay thoat khoi Excel. Sau do ban chay 1énh Run cua

Windows (Start | Run, hodc nhan phim Window + R), gb vao d6 Regedit.exe va nhin OK.

Run (%]

= Type the name of a program, folder, document, or

= Internet resource, and Windows will open it for you,

Open: | v|

[ oK H Cancel H Browse. ., ]

Khi ban d3 mo dugc chuong trinh Regedit, hay tim dén khoa:
HKEY_CURRENT_USER \ Software \ Microsoft \ Office \ 11.0 \ Excel \ Options

Con sb 11.0 ¢ trén day co thé khac, vi du véi Excel2000 thi no 1a 10.0, véi Excel 2010 thi nd
1a12.0
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File Edit View Favorites Help

I:l Microzoft Management Console
3 MPEG2Demultiplexer
[ W5 Design Took
3 MsDAIRP
L3 MsPaper 11.0
A Muttimedia
I:l Met Framework Setup
[C3 MetDDE
[ Hetshow
I:l MNotepad
I:l Nibackup
=23 office
=-E3 1.0
I:l Common
= I:l Excel
I:l Add-in Manager
S Options y
I:l Recent Files
I:l Security
I:l Spell Checker
I:l Uzerinfo
3 mom
[ outlook
3 120
I:l Access
I:l Common
I:l Excel
3 outlook v

My ComputertHKEY_CURRENT _USER\Software\Wicrosof\Office\11.MExcehOptions

[

Nhan Edit | New | DWORD Value (xem hinh). Mot muc méi New Value #1 s& duoc tao ra
trong khung bén phai, ban nhap vao d6 chir UndoHistory, va nhin Enter.
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File | Edit View Favorites Help

Mew r Key »
Permizgions... String Walue
Delete Del E'WU”E
ename DWORD Value k
Multi-String Walue
Copy Key Name Expandable String Value
Find... Ctri+F
Find Mext F3
-] Ntbackup
=23 office
=-E3 1.0
I:l Cormmon
= I:l Excel
I:l Add-in Manager
g Options =
I:l Recent Files
I:l Security
I:l Spell Checker
I:l Uzerinfo
3 mom
3 outlook
3 120
I:l Access
I:l Common
I:l Excel
3 outlook w

Adds a new DWORD value.

Nhan dap (double-click) vao muc UndoHistory méi tao, roi gé vao hop thoai mé ra mot con

sO bat ky, mién 1a 16n hon 16 va nho hon 100. Nhan OK, roi thoat Regedit.

Edit WVWORD Value

Value name:

|L|r1du Histony |
Value data: Base

|:, | () Hexadecimal

() Decimal

| ok || cancel |

Ban hiy khoi dong lai Excel va thir lam gi trong d6, r6i nhan vao nat Undo xem ban c6 thé
Undo duoc bao nhiéu lan nhé. Hy vong rang Undo 100 1an, d3 1a qua du cho ban. Tuy nhién,

néu ban nhan luu bang tinh, thi danh sach céac tac vu c6 thé Undo
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10. Tach hg va tén trong cung mét cot trén bang tinh Excel

Buéc 1: Khi nhap li¢u vao bang tinh Excel, thong thuong ta nhap ca ho va tén vao cung mot
6. Tuy nhién, c6 khi sau d6 ta can phai tach riéng tén ra khoi ho va tén dém, néu lam thu cong
bang thao tac sao chép roi dan qua 6 khac thi s rat bét tién. Néu sir dung ham Right két hop
v6i mot vai ham khéc thi ciing c6 thé cho ra két qua nhu ban mudn, nhung trong mot sd
trudng hop sé& cho két qua khong chinh xac. C6 mot phwong phap tbi wu hon s& gitip ban

hoan thanh tét cong viée nay, cach thuc hién ciing kha don gian nhu sau:
Budc 2: - Trén bang tinh chira ¢4t ho tén can tach, nhan Alt+F11

Buoc 3: - Tiép theo, ban nhan menu Insert va chon Module sé xuat hién mot cura s6 soan

thao.

- Book1 - Module1 (Code) Il
{General) ﬂ |{[let:larati-:rns} ﬂ

Budc 4: Ban nhap doan ma 1€nh sau vao ctra s6 soan thao:
Private Function Tachten(ten As String, Ig As Integer)
Dim j As Integer

Name = Trim(ten)

For j = Len(Name) To 1 Step -1

If Mid(Name, j, 1) =" " Then

Iflg="1"Then

Tachten = Right(Name, Len(Name) - j)

Else

Tachten = Left(Name, j)

End If

Exit For
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End If
Next

End Function
Buéc 5:- Ban nhan Ctr+S dé Iuu lai va quay trd vé bang tinh Excel.

Buéc 6:- Bay gid dé tién hanh tach riéng ho va tén dém vao mot 6 mdi, ban dit con tro tai 6
moi chira ho va tén dém rdi nhap vao cong thirc =TachTen(B3,0) va nhin Enter s& thiy ngay

két qua.

- B¢ tach riéng tén vao mdt 6 mdi, ban dat con trd tai 6 s€ chura tén can tach va nhap vao cong

thirc =TachTen(B3,1) rdi nhan Enter 1a xong.
Ghi chl: B3 chinh 1a dia chi ciia 6 ban dau chtra ca ho, tén dém va tén.
11. Tao muc luc trong Excel

Néu ban d3 tén qué nhiéu thdi gian trong mét workbook (b&ng tinh) véi rat nhiéu worksheet
(trang tinh), ban s& cam théng dugc sw khé khan trong viéc tim kiém mét trang tinh nao do.
Khi d6, c6 |8 ta nén lap moét chi muc cac trang tinh dang cé dé thuan tién cho viéc diéu

hwéng trong bang tinh.

Bang cach s&r dung mét chi muc cac trang tinh sé cho phép ban nhanh chéng va dé dang
diéu hwéng trong bang tinh, chi bang mét ct nhap chuot sé dwa ban dén chinh xac noi ban
mudn dén ma khong lo bi nham 1&n. Ban c6 thé tao mot chi muc trong mét vai cach: bang
tay, tw dong tao ra b&i ma VBA, hoac la st dung trinh don tuy chon theo nglr canh (tham

chi cé thé dung cac ham Macro4 — khéng trinh bay & day).
Tao chi muc tha céng

Céch nay rat dé lam, ban chi can chén mé&i mot worksheet va dét cho né mét cai tén, vi du
nhuw tén la Index. Sau do, ban nhan vao tén cta cac worksheet c6 trong workbook va tao

céac siéu lién két (hyperlink) dén cac worksheet twong (rng véi tén ma ban nhap.

Dé tao hyperlink ban chon tén sheet, sau d6 vao Insert | chon Hyperlink tai nhém Links |

Insert | Hyperlinks] ho&c nhan phim tat la Ctrl+K d& mé hop thoai Insert Hyperlink.
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Insert Hyperlink

Link, b Text ko display: |<:~::Se|eu:tiu:un in Document == | ScreenTip.. .

Existing File ar

Lookin: | e WINKP (C:) v|
My

Web Page |5 84ed91675996e2236c4 L e0f 2b Bookmark. ..
Current hir F —
Folder - .
|5y Documents and Settings
Place in This ) 0ssT
Document Browsed ||C7) Perflogs
Pages IC3) Photashop B
5 IC=) Program Files
Create Mew Recent ) Tuxedo
Dacurent Files |5 win3k
) WINDOWS v
Address: | b |

E-mail Address

o o]

Chon Place in This Document va chon tén Sheet muén két ndi t¢i. Nhan nit OK dé hoan
tat.

Phwong phap nay phu hop khi bang tinh khéng c6 qua nhiéu worksheet va tén worksheet
khéng c6 sy thay ddi thwdng xuyén, néu khdng sé gay ra nhiéu khoé khan cho cong tac bao
tri trang chi muc.

Tao chi muc tw déng bang cach str dung VBA

Mét cach thay thé khac 1a st dung VBA dé tw dong tao ra cac chi muc. Doan ma sau day sé
tw dong tao ra modt bang chi muc lién két dén tat ca cac worksheet ma ban c6 trong

workbook. Bang chi muc nay sé dwoc tao lai méi khi worksheet lwu chi muc dwoc chon.

Doan ma nay phai dwoc dat trong private module ctia Sheet chira chi. Chen mét worksheet
m&i vao workbook va dat tén cho né |a Index chang han. Nhap chuét phai vao tén
worksheet vira tao va chon ViewCode ttr trinh don nglr canh hoac nhén té hop phim
Alt+F11.

Nhap doan ma VBA sau vao ctra s Code:
Private Sub Worksheet Activate ()
Dim wSheet As Worksheet

Dim 1Count As Long

1Count = 1
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With Me
.Columns (1) .ClearContents
.Cells (1, 1) = "INDEX"
End With
For Each wSheet In Worksheets
If wSheet.Name <> Me.Name Then
1Count = 1Count + 1
With wSheet
.Range ("A1") .Name = "Start" & wSheet.Index
.Hyperlinks.Add Anchor:=.Range ("Al"), Address:="", SubAddress:= _
"Index", TextToDisplay:="Back to Index"

End With

Me.Hyperlinks.Add Anchor:=Me.Cells (1Count, 1), Address:="", SubAddress:= _
"Start" & wSheet.Index, TextToDisplay:=wSheet.Name
End If
Next wSheet

End Sub

Nhan t6 hop phim Alt+Q dé thoat VBE va tré vé ctra sd bang tinh, sau d6 lvu bang tinh lai.
DPé chay doan ma vira tao, ban dung chuét chon sang worksheet khac trong workbook va

sau d6 chon lai worksheet Index dé kich hoat sy kién Worksheet_Activate.

Lwu y rAng, doan ma sé cac dat tén (Name) cho cac 6 Al & mbi worksheet kém theo sb chi
muc cta worksheet trong bang tinh (worksheet dau tién c6 chimuc la 1, ké do la 2, 3.... n).
Diéu nay bdo dam rang 6 Al trén méi trang tinh c6 mot tén khac nhau. Néu 6 Al trén
worksheet clia ban da dwoc dét tén, ban nén can nhic dén viéc thay déi 6 A1 trong doan

ma sang mot dia chi khac phu hop hon.

Lwu y, néu ban c6 thiét lap Hyperlink base (siéu lién két co' s&) trong workbook thi cac
hyperlink dwoc tao ra tir doan ma trén sé khong thé hoat déng dwoc, do ching da lién két
dén cac Name trong workbook hién hanh. Khi thudc tinh hyperlink base dworc thiét 1ap thi

céac siéu lién két sé trd dén hyperlink base két hop véi cac Name.
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