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Bé’j 1 A =~ A
TONG QUAN VE PHAN MEM MS EXCEL 2K3

a. biéu kién tién quyét:

v S{ dung thanh thao chudt va thao tac ban phim
4 C6 kién thic tin hoc co ban, thuc hién dugc thao tac quan li h6 so trén may tinh.
v C6 kién thirc va ki nang nhap van ban tiéng viét trén may tinh (s& dung unikey (Vietkey),
chon ma va Font tuong Uing bang ma)
b. Muc tiéu
v M6 ta dugc quy trinh va thuc hién dugc thao tac khaéi dong, thoat khoi Excel.
v M6 ta va néu dugc y nghia cac thanh phan trén giao dién man hinh Excel 2K3
v Thuc hién dugc ki nang thao tac co ban trén bang tinh (sheet) : di chuyén tré chudt trén
sheet, tao lap bang tinh, thao tac lién quan sheet, 6, dong...
v Thuc hién cac thao tac nhap dit liéu tiéng viét vao sheet, hiéu chinh, x6a dit liéu, chon vung,
copy, di chuyén dir liéu...
v Thuc hién dugc thao tac lién quan dinh dang bang tinh : dir liéu s6, chudi, ké khung vién, to
nén,...
c. NGi dung

Microsoft Excel la phan mém xu ly bang tinh chay trén nén Windows do hang Microsoft
san xuat rat dugc thong dung. N6 gitip ich cho ngudi st dung trong viéc tinh toan, xr li s
liéu, thong ké, trich loc thong tin phuc vu nhu cau hoc tap, nghién clu khoa hoc, kinh
doanh, qudn li hanh chinh, san xuat kinh doanh, ...MS Excel 2K3 1a m6t phan mém dugc
tich hgp san trong bé MS Office 2K3 khi cai dat vao hé théng may tinh.

I. Khéi dong va thoat khoi Excel.
1. Khdi dbng:
v/ Céch 1: Nhap déi chubt vao bi€u tugng Microsoft Excel trén man hinh.
v' Céach 2: Nhap chubt vao nat Start, chon All Programs > Microsoft Office >
Microsoft Excel 2003
2. Thoéat khoi Excel:
v' Cach 1: Chon File > Exit.
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v Céch 2: An t8 hop phim Alt + F4 hodc gd t6 hop phim Alt + F réi gé phim X.
v' Céach 3: Nhdp chudt vao nut Close X| g gsc trén bén phai man hinh.
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Il. Man hinh lam viéc cia MS Excel 2K3
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1. Thanh tiéu dé.
Hién thi tén Umg dung va tén tap tin, cac nat phdng to, thu nhé man hinh va nit Close
(thoat khdi Excel).
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2. Thanh menu.
Tim hi€u céac trinh don (Menu) clia MS Excel 2K3.

|E_1 Eile Edik wiEnn Inserk Formak Tools Data wiimd o Help

File ... Chra cac Iénh lién quan dén thao tac trén tap tin bang tinh
[ [ Chra céc lénh lién quan dén thao tac soan thdo béng tinh
INSEIt ..o Chra cac Iénh lién quan dén thao tac chén
Format ........cccccooeeevvvviiiiiiieenne, Cha céac Iénh lién quan dén thao tac dinh dang dit liéu
TOOIS ..o Cha céac Iénh lién quan dén mot s cong cu cla Excel
Data .........ccceveeveieieciieee e, Chra cac Iénh lién quan dén thao tac trén co sé dit liéu
WiNAOW ........coovviiiiiiieeniiee e ChUra céc 1énh lién quan dén thao tac trén clra s

D& maé mdt menu, co6 thé chon 1 trong 2 cach sau:
v’ Cach 1: Nhap chudt vao tén menu trén thanh thuc don.
v/ Céch 2: Nhan t6 hgp phim ALT + ky tu dai dién tén menu (ky tu c6 gach dudi).
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Vi du d€ md menu File c6 thé an t6 hgp phim Alt+F roi gé phim F

3. Thanh c6ng cu chudn (Standard)

Chlra mot s6 nit co6 tac dung gip thao tac nhanh khi lamviéc véi Excel
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MOt s nut 1énh thong dung trén thanh céng cu chuan

Nat Iénh | Tén nit Iénh T6 hop phim tat Menu Cong dung

L] | New Ctrl + N File > New M& mot bang tinh méi

=7 Open Ctrl + O, Ctrl + F12 | File > Open M@ mot bang tinh c6 san

Ctrl + S, hay . - .
Save Shift + E12 File > Save Luu bang tinh
Print Ctrl+P File > Print In bang tinh hién hanh
Print Preview Alt+F,V Fle > Print Xem bang tinh trudc khi in
Preview
Cut Ctrl + X Edit > Cut Cat da chon vao Clipboard
: . Sao chép khéi da chon vao
Copy Ctrl+C Edit > Copy Clipboard
Paste Ctrl+ vV Edit > Paste E?n khol 'da chon tr Clipboard ra
én ngoai
Format Painter | Khong co Khong co Sao chép ki€u dinh dang
3 . HUAy bé thao tac hién hanh, 1ap
Undo cul+2 Edit> Undo lai thao tac trudc dé
™ Redo Ctrl+Y, F4 Edit > Repeat Lap lai thao tac hién hanh
, Insert > Chén mot siéu lién két vao bang

s ;
Insert Hyperlink | Ctrl + K Hyperlink tinh
22 AutoSum Khéng cé Khéng cé Tinh téng tu déng

3 . N N Sap x€p dit liéu trong ving dugc
Sort Ascending | Khéng cé Khéng cé chon theo thi tu ting dan

5 . . ] . ] Sap xép dir liéu trong ving dugc
Sort Descending | Khéng co Khong c6 chon theo thi tu giam dan

r : R . View > Toolbar N R .
Drawing Khéng cé > Drawing Bat/tat thanh cbng cu Drawing
Chart Wizard Alt+F1, F11 Insert > Chart Chen biu do, 46 thi vao bang

tinh

4. Thanh céng cu dinh dang (Formatting toolbar).

Chlra mot s6 nit gitp thuc hién nhanh thao tac dinh dang co ban khi st dung MS Excel

|§nrial -0 -|B J UIESEAHS % 0 N[ EE GO A -]
MOt s6 nit 1énh thong dung trén thanh céng cu dinh dang
NiGt Iénh | Tén niatlénh | Té hop phim tat Menu Coéng dung
I Font Ctrl + Shift + F Eg:}rpat > Cells > gSgg Z?]r(;tnchfr cho vung d{r liéu
10 [+| | Font Size Ct5l + Shift + P Eg;Tat > Cells > 1 chon kich thudc chia font chir
Bold Ctrl +B Format > Cells > | patat in dam d liéu

Font
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Format > Cells >

Italic Ctrl + 1 Fort Bat/t4t in nghiéng dit liéu
Underline Ctrl + U Eg:]rt”at > Cells> | payist gach dudi dir liéu
Align Left Khong co Format > Cells > | 11 gir liéu vé bén trai 6
Alignment
Center Khong cé Format > Cells > Canh d{r liéu & gi(ta 6
Alignment
Align Right | Khong c6 Format > Cells > | 11y dirliéu vé bén phai ctia 6
Alignment
Merge and " . Format > Cells > Tron cac 6 dugc chonthanh 1 6
-2 Khong cé . s AN
Center Alignment duy nhat va canh gitta dr liéu
w0 Increase N . Format > Cells > o o2 2 LA A A
il Decimal Khoéng cé Number Tang so le ¢ phan thap phan
o0 Decrease . . Format > Cells > . 2 2R A A
.0 Decimal Khong cé Number Giam s0 le ¢ phan thap phan
Decrease Khona c6 Khona c6 Pay dir liéu vé bén trai 6 hién
Indent 9 9 hanh
Increase Khong c6 Khong c6 E)\ay d(r li€éu vé bén phai 6 hién
Indent hanh
Borders Khoéng cé Format > Cells > Ké khung cho bang tinh
Borders
Eill Color Khong c6 Format > Cells > T6 nén cho vung dir liéu dugc
Patternns chon
Eont Color Khong c6 Format > Cells > Chon mau chir trong vung dir

Font

liéu duoc chon

5. Thanh c6ng thurc (Formular)

dia chicla é hién tai E2

= 1
+ WNI-Times Il

-12 -|[B]7 U EES =% %
2 - f =CD7 emmmmmmm—————
A C D E
HQ VA TEN LCB |NGAY CONG| LUONG
2 |Nguyén Pang Quan | 50000 25| 1,250,000 || €=—-
4 |Pb PinhThai 50000 23| 1,150,000

Thanh céng
thirc: noi chira
dir liéu hay
cong thirc cua
O hién tai

6 hién tai dang
tham chiéu E2

Thanh cong thiec l1a hoép hién thi dit liéu ban nhap vao 6 gitp ching ta theo d&i qua trinh
nhap dit liéu vao 6. Thanh céng thic hién thi cong thic tai 6 dang tham chiéu va gitp phan
biét dit liéu nhap vao 6 la s6 hay cong thiec. Vi du trén, 6 E2 1a 6 dang tham chiéu, nhin
vao 6 thay con s6 1,250,000 ( 1 triéu hai trdm nam mugi ngan) nhung nhin & thanh cong
thic, ta thay la =C2*D2 nén thuc chat d{r liéu tai E2 |a cong thic. Gia tri tai E2 |a két qua
cla cong thic =C2*D2 =50000*25=1250000

6. Thanh cuodn (Scroll bar).
GOm hai thanh cudn ngang va cuén doc dung dé xem ndi dung phan bi che khuat cla

bang tinh.

7. Thanh diéu huéng (navigation bar)
c6 cong dung cho hién tén sheet trong bang tinh khi cé nhiéu sheet do gidi han bé rong
man hinh moi l1an chi hién t6i da khdang 7-9 sheet, cac sheet con lai bi che.




Huéng dan ki ndng st dung MS Excel 2K3 7

e

M 4 » M BB cudng bai giang 4 khai Bong 4 K&t thuc S Giao Didn sheet hién tai
l_. cho hién sheet cudi cung

cho hién sheet bén phai sheet hién tai
Ctrl + PageDown

cho hién sheet bén trai sheet hién tai
Ctrl + PageUp

= cho hién sheet dau tén

8. Thanh trang thai.
Hién thi trang thai hién hanh hay y nghia Iénh hién hanh cla Excel va cac tinh trang
clia hé thong nhu: Num Lock (ché dé st dung cac phim sé 6 bén phai ban phim),
Caps Lock (ché dd gb chir hoa).

9. Bang tinh.

v M6t tap tin bang tinh Excel (Workbook) gom nhiéu bang tinh (Worksheets), cac
Sheet c6 thé co tén riéng (mac dinh la Sheet 1, Sheet 2, Sheet 3,.....)

v M6t Sheet 1a 1 bdng gom 256 cét (column) dugc ky hiéu A, B, C,...., Z, AA, AB,....IV
va 65536 dong (row) dugc ky hiéu 1, 2, 3, ...., 65536

v" Khu vuc giao nhau gira 1 c6t va 1 hang dugc goila 1 6 (cell). Trong Excel 6 dung
dé€ Iuu tr(r dt liéu va ciling 1a don vi co sé nhd nhat dé xu li
clia bang tinh A B |

v’ Tap tin bang tinh (Workbook) Ia tap tin ma ban c6 thé nhap, |2
xu li va luu trlr dir liéu theo dang bang bao gom nhiéu cot
va nhiéu dong.

v MOt tap tin bang tinh (workbook) cé thé chlra nhiéu bang
tinh (Worksheets).

v' Tap tin bang tinh c6 thé dugc tao bdi cac chuong trinh x li bang tinh nhu chuong
trinh MS Excel cUa hang Microsoft, (Quattro pro - hang Corel),...c6 phan dudi la
XLS. (phan dudi nay duac tu dong tao ra khi ban luu tap tin)

v Dia chi (ky hiéu) 6 dugc ky hiéu béi tén ¢t va dong tuong Ung.
Vidu: O Al la 6 (phan giao) 6 cOt A hang 1, 6 B3 la ¢ c6t B hang 3

v Tap hgp nhiéu 6 lién ti€p tao thanh hinh ch{r nhat goi 1a 1 viing hay mién (range),
dia chi vang duoc ky hiéu bdi dia chi 6 phia trén bén trai (dia chi dau) dén 6 phia
dudi, bén phai (dia chi cubi) clia vung.
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A | B c | D E | =
1 i i i
2
3 //////////////% Tén viung |sd 6 trong vung |Tén cac 6 trong vung
4 C1 1 C1
5 A3:B3 2 A3, B3
6 A5:C7 9 A5, B5, A6, B6, A7, B7
i % A9:A11 3 A9, A10, A11
8
9
10
11 .

N&u muén bi€u dién 6, ving & sheet khac thi phai ghi tén sheet & phia trude tén 6, vang.
Vi du: Sheet2!Al, Sheet3!C1:C12

10. Ki ndng thao tac chon Font chit viét cho toan bang tinh

DE tat ca cac 6 trong bang tinh déu hién thi dugc font G
ch{r viét, ban nén thuc hién theo cac budc sau:

B1: Chay b6 go ban phim tié€ng viét ( hién chirV hay E
mau dé & goc phai dudi man hinh) (nén s dung
unikey: click déi bi€éu tugng UNI trén man hinh

B2: Chon bang ma VNI windows hodc unicode= cach

B3: Click 1 sheet trong Excel, gé CTRL+A hodc click

B4: Chon Font tuong Ung véi bang ma da chon ¢ B2
Vidu 1: Néu & b2, ban chon bang méa la VNI Windows, thi
muon hién chr viét trong bang tinh, can phai chon céc
font ch{r c6 tén bat dau la VNI- nhu VNI-Avo, VNI-Helve,

click phai nat ch{r V mau dd, click chon vni

windows ( hodc unicode), click phai chitV 1 lan

n{ra roi chon ki€u gé VNI (hoac vni typing)

nat bén trai cot A d€ chon toan bd bang tinh

(sheet)

VNI-Times,...
Vi du 2: Néu & b2, ban chon bang ma la unicode, thi phai chon 1 trong cac Font sau:

Arial, Tahoma, Verdana, Times New Roman, ...

|

% Arial Blagk
B Arial Narrow

-

click mii tén nay, roi go chir

! |

AR sé hién ra tén font Arial,
click tén Arial

o (,@,|n;g|§
T Archie ; ”

G kidu TELEX
v GEkiuvN :
SEESS Gakiduvior | bangma
Ga kiduvigR+ | unicode
v Llnic-:u:le"r
TCWN3 - ABC
W1 wWindows
Y.
VIBR s
Yietnamesze |0 b3 3 VNI
UTF-3 Literal E'W“_Q 313
NCR Diecimal indows
o A B
1| ™~
2 click & nay
3 dé chontoan
4 bd sheet

> 1

| T WfDecorate7s 9&&5‘&;:'@441&?
| T VFDECORATERT

PRt

click mii tén, click nut thanh
trwrot kéo xudng tim Font
chir c6 tén bat dau la VNI- vi
du VNI-Avo, click chudt 1én
tén font chir nay

- JJJIF_M#-::F,
B WNI-Aptimae T/
iy @waafﬁﬂiﬂé
T YNI-Auchon,’

L vneavo




Huéng dan ki ning st dung MS Excel 2K3 9

1. Ki NANG THAO TAC QUAN LY TAP TIN BANG TiNH.
1.1 MG mét tap tin bang tinh méi: chon 1 trong 3 cach sau:

C1: Click nGt New L= trén thanh Menu
C2: chon menu File, click chon New
C3: G6 Ctrl + N ( An va giir phim CTRL, click réi nha phim N)
1.2 Luu m@t tap tin bang tinh Ién dia ctiing (mém): chon 1 trong 3 cach sau

C1: Click =
Ctr |+ |'s l hoac || Shif L F1 l
. I i T 2
( An va gilt phim CTRL, click réi nha phim S)

nut Save

C2: Go

c3: Chon menu File, click chon Save

Sé hién ra hOp thoai Save As sau:

Save As E]
Savein: | < DISK1_YOLZ (D1) v| @ @@ X i E - Tools~
. 0. Test soft CKHALMHAT s
53' Dt Training My SQL - DMy Musc  N{ 3 click chon dia va thu
My Recent I 1Extrackdirectx12 IC)PHP-A35P Application mue vi du -:.:Iic:k chon dia
DEEUHERS |32, Training PHP [CQuocTuan o T R
. )3, L ) Visioz003 D: va click doi ténthw
([ ' muc dinhthai
|34, php Script collection 7 .
Desktop |55, PHP Programmming L
2516, Sam's PHP-My S0L ,,"'
\ ¥ |37, web courses 2003 &
ot [C5)5. ASP-ASP.NET e
My Documents | |10, Web tempates 7
ﬁanimatimnwurkshcup/’
A CIBAITARL ~ 4. nhap tén bang 5. click OK
i # - . -
| [D)dangquan .~ tinh vidu két thuc
My Computer || dinkithai &
= IJ :
I i 1
a4 File: mame: |I:uang|uu:ung| e w | [ e ]
My Metwork,
Places Save as Lype: |Mi-:ru:usu:uFt Office Excel Warkbook (*,xls) w | Cancel
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1.3 M& mot tap tin bang tinh da c6 trén dia: chon 1 trong 3 cach sau

v" Click nat Open
v' Ctrl + O hoac Ctrl + F12 hoac chon Menu File, click chon [énh Open

Thuc hién tié'i nhu huéni; dan iqi i nhu hinh sau

Lock in: IC3) 0. Bai Giang + Bai Tap @-3|Q ~ Cy £~ Tools~

-1 |ZERiai 1-Thao Tac co ban+Format data!
uﬁ |ZiBai 2- Ham Co Ban + Logic + Pank
My Recent | Bai 3 Harm Thong Ke4-Dem -
Documents == e 4-Ham chuoi+ngay gio click chon dia va click doi
- I S +6 Sort- Ylookup-Hlookup| tén thw muc chira file can

|aBai 7-HamM Cs0L-Dsum-Do U I'I'ID‘ Wi dl,-l click déi thw

Deskiop I_Z)Bai 8-a0YANCED FILTER-DOTH muc baigiang va bai tﬂp
ICIBT TOMG HOP

\ B Ig]::lu an THCS.xls
.y B Huong DallHam IF.5LS
My Docurments 1

b

0
1
1
1

}!!. click dai tén file Excel can mo (vi
My Computer du file hwong dan ham IF)

|

1.4 Luu tap tin bang tinh véi tén méi va duong dan mai: chon 1 trong 2 cach
File > Save As hoadc g6 phim F12
1.5 Doéng tap tin bang tinh dang mé.: chon 1 trong 3 cach sau:
v GO0 t6 hgp phim Ctrl + F4 hay Ctrl + W
v Chon File > Close hodc click nit close & goc phai trén cla s6 Excel

Bai tap ap dung rén luyén ki nang luu bang tinh, déng bang tinh, mé file
bang tinh c6 san trén dia:

Cau 1: Khéi dong Windows Explorer (g0 la cO+E), Hay tao thu muc tén BTEXCEL trén D:.
Khéi dong Excel, chay b gé Unikey.

R

% Chon bang ma la Unicode. G CTRL+A, Chon Font trong Excel la Arial.

R

% Nhap vao bang tinh sau:

X/

7/

< Luu bang tinh véi tén la BT1.xls A < =
trong thu muc BTEXCEL 1 HQ VA TEN LCB |NGAY CONG
2 |Neuyén Pang Quan | 50000 25
Cau 2: Thoat khél Excel (FI'e > EXIt) 4 DE PinhThai 50000 23
Cau 3: Khai dong Excel, mé File - < r -
BT1.XLS trong BTEXCEL. > |Giang Quéc Tudn | 45000 2
6 |Huynh Minh Tri 55000 25
Cach thuc hién: (xem muc 1.3) 7 |Lai Dinh Khai 50000 27

X Click n(t Open trén menu hay gé CTRL+O.

X Click chon dfa D: roi click déi tén thu muc BTEXCEL, sé hién ra tén cac file trong
BTEXCEL.

o Click doi tén file BT1.XLS

10



Huéng dan ki ndng st dung MS Excel 2K3

11

2. M6t s ki ndng thao tac lién quan dén sheet
Thém sheet, x6a sheet, dGi tén sheet, di chuyén sheet, sao chép sheet

click
phaitén
sheet
réi click
chon 1
chure
nang

2.1

23 Insert...
gg Delets insert ——— Chen thém sheet
0 Rename Delete — Xoa sheet hién tai
"7 Move o Copy... Rename—— doi tén sheet hién tai
gg‘ . Select All Shests Move or Copy—»di chuyén /sao chép sheet
i 5
30 N"n‘ Tab Calar...
a1 . : )
= G Wiew Code @fgmat Tools D
4 4 F KM ""‘.\E =) e e |y | oy
Raws | 1
Chén thém mot Sheet vao bang tinh: Calumns
chon céch trén hoac cach th& 2 dung menu Insert, = 2

click chon Worksheet

2.2 Thao tac ddi tén Sheet trong bang

tinh.

;_' ﬁnrkshe@# . —|

AL b, ot m e

v' Céach 1: Nhap doi chudt vao tén Sheet can déi tén trén thanh phi€u bang tinh, nhép
tén mdi va nhan Enter.

v Cach 2: click phai tén sheet > click chon rename, goé tén méi va enter

25
26

AT
4 4 » M

[Xsheet 104
A

click doi tén sheet, go
vao tén méi, Enter

Eheet? f Sheet3 /

v' Céach 3: Click chon Sheet can doi tén, Chon Format > Sheet >rename- go

tén mai

iFgrmat Tools Data FlashPaper  Window Help  PDF

S cells,, T ot | (@ F -4 3. click
Ry | > E'f_ 0 .00 | o= |é nh
; | ’J 2 $ ':'J'llﬂ ;] .l:l-l:l -i-.':l | E.E".‘,_ Re n ame’

olumn -~ - -
= —yas - o tén sheet
s b m Rename sé td den,
AutoFormat. ., Hide go tén
Conditional Formatting. .. Unhide. .. moi, go
Enter
Style... Background. .,
Tab Color. ..

11
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2.3 Ki ndng thao tac x6a sheet trong bang tinh.
v Céch 1: click phai vao tén sheet can x06a, click chon delete

v’ Cach 2: click chon sheet can xda, click chon menu Edit, click chon delete sheet

21
=2 Insert, .. ( Edit';l'-.-'iew Insert  Forma
23 Delete cart O 1 | ctel+z
24 -
Eename"ax | Cub _ Chrl+i
b1. click phai B it
tén sheet b2: Click chon = 5
can xoa Delete Delete... .~
gz “.,‘ T || Delete ﬁﬁeet
0] Ny @] sencose AL B GHHE,
M 4 b M aheetlf{ SheetZ f oheetd / e "

3. Ki nang thao tac co ban trong bang tinh (sheet)
3.1 Di chuyén con tré 6 (tham chi€u 6) trong bang tinh
v' Céach 1: Nhap chudt vao 6 ma ta mudn di chuyén con tré dén 6 do.
v' Cach 2: Trong khi nhap dit liéu cho bang tinh, c6 thé s dung phim nhu sau

........................................ di chuyén con trd 6 1én trén mot dong.

....................................... di chuyén con tré 6 xudng dudi mot dong.

D ....................................... di chuyén con tré 6 qua phai mot cot.

....................................... di chuyén con trd 6 qua trai mot cot.

.............................. di chuyén con trd 6 1én trén mot trang man hinh.

........................ di chuyé@n con trd 6 xuéng dudi mot trang man hinh.

Page Down

Alt || | Pageup flooiiiinin di chuyén con tré 6 qua trai mét trang man hinh.

di chuyén con tré 6 qua phai mot trang man hinh.

Alt + Page Down ||****r*"*-

ctrl |+ [ Hom ffeeeeeinn. di chuyén nhanh con tré 6 vé 6 Al.
Mubn di chuyén con tré dén 1 6 ot
bat ki, c6 thé gé phim F5 r6i nhap —
dia chi 6 can di chuyén tdi trong Vi du muén tham chiéu &
hép thoai go to> OK G10:bam phim F5 sé
hién ra, nhap vao dia chi
G10 tai day va click OK
fr; J':”
F ,
.F{ !’
Referente: ,
1o~ !,”
¥
[ Special. .. ] l (8] 4 ] [ Cancel ]

12
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Bai tap ap dung vé thao tac sheet:
Cau 1: Ban hay thir doi tén sheetl thanh TIN30, sheet2 thanh TIN32A, sheet3 thanh
TIN32B.
Cau 2: Hay chen thém 4 sheet nita. roi dGi tén 4 sheet nay thanh TIN33A, TIN33B, TIN29, TIN31
Cau 3: Hay di chuyén cac sheet dé xép theo th( tu sheet tu trai sang phai nhu sau

2k

Moy b TINZD £ TIN3O £ TIN31 4 TIN32A £ TINZZE /4 TINI24) % TIN33B /

Cau 3: Hay x6a 2 sheet TIN33A va TIN33B. chén thém 4 sheet n{ia r6i d6i tén 4 sheet nay
thanh hoc ki 1, hoc ki 2, hoc ki 3, hoc ki 4 ( mudn hién chir viét tén sheet ban
chonma unicode va Font Arial hay Tahoma.

Cau 4: di chuyén 4 sheet cla cau 3 ra phia trudc.
Cau 5: luu file vua thuc hién vdi tén la BT2.xIs tai BTEXCEL.

3.2 Kinang nhap dir liéu trong bang tinh.
Chon 6 can nhap dit liéu, gd d{t liéu vao 6, nhan Enter hodac nhan phim mii tén
phai hay trai dé€ hoan . Th&r nhap dong chit trung tdm tin hoc nhu sau:

v NE&u nhép dit liéu theo cét thi nén gd Enter sau khi nhap

1 trunﬁ\ A tinﬁ-o-c--l-- tham chiéu A1, nhap ndi dung
d I ; roi go Enter, con tro sé xuodng 6
g = A2 lic nay mé&i hién ra chir viét

Ghi cha: NGi dung sé tran qua 6 bén phai néu 6 bén phai (B1) 1a 6 rc’gng. NOi dung “ Trung tam tin
hoc “ tuy nhin trén man hinh thay tin hoc thudc vé 6 B1 nhung thuc ra van thubc 6 Al.

v Néu nhap d{t liéu theo hang ngang thi nén gé phim mdi tén phai sau khi nhap d{

liéu
vi du: gé STT rdi gé phim , g0 ti€p HO roi gb ti€p phim mii tén
A E c |
1]STT «_|Ho l nhap STT roi g6 phim miii tén-->
20 e con tro nhay qua 6 bén phai
3 -

3.3 Thao tac chinh stra dir liéu da c6 trong 6

< NE&u chi muon stra vai ki tu trong 6 thi chi can click chudt vao 6 roi click vao thanh
cong thuc (hoac click chon 6, gé phim F2, hoac click déi tré chubt vao 6) rbi dung
phim IUi, Delete dé xéa bd ki tu va nhap mdi va gé Enter

A2 - A Hoynh Minh €= ————— thanh céng thirc
A = - .

2 [Py finh— e === 5] -~ | Vi & muén s thong tin 6 A2

= = = click déi lén © A2 hoac click Ién
: Nguyien Bang Q”fi_" 10 thanh cdng thirc, dung phim
4 |DoBDinh Thai 8 Delete hay lui dé x6a vai ki tw
5 |Giang Quéc Tuan 6 va go thém rbi enter
& (C6 Ton Minh  |Pang 7

13
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R

» Mubn thay m&i hoan toan thong tin trong 6 : vi du 6 A3 : click chon 6 A3 va nhap dir
li€u mdi, go Enter d€ hoan tat. (thong tin mdi sé thay thé théng tin c6 san trong 6)

3.4Thao tac xé6a dir liéu trong 6
v Xba dit liéu trong 6: click chon 6, gé phim delete
v Xo6a dit liéu 1 viing: chon vung rbi gé phim delete.

v Hay thglr nhap bang tinh sau va x6a dong th(r 4 nhu hudng dan nhu sau. Go
CTRL+Z dé& hly bo thao tac vira thuc hién

A E o
é Huynw;v:;th Tr':'en Toang Vi du muén xo6a ving A4:C4,
——— té chon viung A4:C4, go phim
3 |[NguyénBDang |Quan 8 Delete, dir liéu viing A4:C4 bi
4 |Bo Binh Thai 10}« ~~=| xo6a nhwng dong 4 van con
5 |Giang Quoc Tuan 5

3.5 cac ki€u dir liéu trong Excel
D{t liéu nhap vao 6 c6 thé 1a 1 trong 4 dang sau :

3.5.1 Dir liéu kiéu sé (number):

v' Excel sé& hi€u ndi dung nhép vao la kiéu dir liéu s6 khi d{t liéu d6 co chilta cac so tlr
0-9, vi tri ki€u d{ liéu s6 mac dinh nam & bén phai 6 va c6 dang General number.

v Khi nhap c6 dau $ é dau thi so sé c6 dang Currency.

v" Khi s6 nhap qué Ién thi s6 sé c6 dang Scientific (s6 mdi) vi du 1.23E+09.
v DU liéu so6 la dir liéu c6 thé tinh téan dugc : +, -, *, /

v" Khi con s6 c6 do dai > dd rong 0 thi sé hién ra cac dau thang ###H#HHH#

Vi du: 1 con soO trong 0 c6 thé hién thi & nhiéu dang : general ( s6 nguyén), number (c6
sO lé thap phan), scientific (s6 KHKT), percent (%), date (vi du dd/mm/yyyy), ...

Thinh Thainh

Vittw |donvi|S6 lvyng |donGia | tién Vittw |donvi|S6'lvyng |donGia | tién

Ximang |Bao 200| 50000 | s ¥iming |Bac 200| 50000| 1E+07

Cdt m’ 100 25000 s Cit m’ 100| 25000| 3E+06

Gach&ng |Vign | S0000| SO0|####4 Gach éng |Vién | 50000  500| 3B+07
7 7

ddrong cothepnén _-

. - '
A .
hién ra déu thang dang scientific (khoa hoc)

Th uh Thinh
Vittw |donvi|S6 hiyng |don Gia tidn Vittw |donvi|S6 Tuyng |don Gin | ti€n
¥iméing |Bac 201 30000 1,000,000 ¥imdng |Bac 200 50000 1000000
Cat m’ 10| 25000| 250,000 Cit m? 10| 2s000| 280000
Gachéng|Vién | S000] 500 $2:f00,000 Gach 8ng |Vién 5000 S00| 2500000

7
sb dang currency (co ki hiéu tién'té) dang General (s nguyén) »”

14
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3.5.2 Dir liéu kiéu chudi (label hay string) la dir liéu
v/ GOm céc ki tu chir, khdang trang va s6 0..9 . Vi du : 300nam la 1 chuOi
v' Khi nhap dir liéu s6 vao 6, mac dinh la nam bén trai cla 6. Ta c6 thé dinh

dang lai cho canh gi

iCta hay trai.

v D{t liéu chudi la d{t liéu khéng thé tinh toéan véi dir liéu s6 duoc.
v’ Hay thuc tap nhap d{r liéu cho bang tinh nhu sau (chua dinh dang, ké khung)

A

| B | ¢ | D

E |

DANH SACH SINH VIEN LOP TIN20

Ho vatén

Téan | Vatli

thch |

téng |

Houynh Minh Tri

=B3+C3+D3

Nguyén Pang Quan

1

D6 Dinh Thai

Giang Quéc Tuan

1

o e R R VN

~||@0 o]
kOGO 0O

N|o|w|~o

Y
o oW o

Co6 Tén I\ﬂnh Pang
]

A A A

- _.__:'_

dir liu kiéu chudi :
tw ddng canh Ié trai

dir liéu kiéu so : tw
dong canh lé phai

kiéu céng thirc néu
gia tri 506 thicanh phai

Ghi chi: Khi nhap dir liéu chudi trong 6, mudn viét
xudng dong trong 6 c6 2 cach
Cach 1: Viét xudng dong trong 1 6 = cach dinh dang
wrap text cho 6

Ho va tén chwa Wraptext

Click chon 6 B1,
Chon Format > cell

A 'B C

STT Hr.)*}ﬁ. TEN | PHAI
1 |Anh nam :
2 |Wlinh nit

Khi wrap text —>thu hep
dd rong cot--> cac tir tw

dong xuodng dong trong &
A | !B C
ﬁq VA
STT | TEN PHAI
1 |Anh ram
2 |Winh jgiliy

*

Click Chon Wrap text

Fonk

Murnber

~
Text alignment =

e
Horizonkal;
Center

Werkical:

Bokkom

Cach 2:

dé tré chudt sau tir va, gé
ALT+Enter -->Excel sé tach
Tén xudng dong trong . Du
cd néirdng cét, thita ludn
co2dongtrong o

B

A o
wir HQ VA
STT TEN PHAI
1 |Anh natm
2 |Whnh niY

3.5.3 Kiéu ngay thang (date) :

£

<
e b e e e

< Excel sé hi€u la dt liéu ki€u ngay néu ta nhap theo dang dd/mm/yy hoac mm/dd/yy

hodc 1 dang khac tuy theo ki€u ngay ma ta thiét 1ap trong Control Panel va Format >
Cells

15
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< Dt liéu Ki€u date theo 1 dinh dang nao do6 thuc chat cling 1a kiéu sé vi khi ban nhép
vao 1 gié tri dang ngay/thang/nam thi Excel sé luu bén trong bd nhéla 1 con s6
ngay tinh t&r 1/1/1900 dén date ma ban nhap vao.
Vi du, khi ban nhap vao 12/2/2005, thi Excel thuc ra luu vao s6 38395 tlc la ngay th(
38395 ké tir ngay 1/1/1900. Vi vay dit liéu ki€u Date ciling 1a kiéu s6 tlc 1a c6 thé thuc hién
phép tinh +, -, *,/ (cOng, trk, nhan, chia)

Vi du:

B1 * B 4/30/2006
A B C
08/03/2006 30-Apr-061 July 5. 2006

Cac dang cua kiéu dir liéu ngay

Hay thuc tap nhép dir liéu kiéu ngay va dinh dang cac kiéu thé hién kiéu ngay

nhu sau:
A | B | ¢ | b | A | B | ¢ | b |
1 |BANG TINH TIEN O KHACH SAN 1 |BANG TINH TIEN G KHACH SAN
2 Tén Ngiy dén | Ngay di |sb ngay & 2 Ten Ngay dén | Ngay di | s6 ngay &
3 |Minh E1572005) &252005 3 |Mdinh 15/6/05 25/6/05
4 |Tém EI0/2005)  A52005 4 |Tam 10/6/05 2705
5 |Héang TBR2005] 83072005 5 |Héang 187705 307805
Pbinh dang mm/ddlyyyy dinh dang dd/mmlyy (viethamese)
A | B | < D Vi di liéu tai 2 vang B3:B5 va
1 |BANG TINH TIEN G KHACH SAN C3:C5 la ki€u Date nén d€ tinh s6
2 Tén Ngay dén | Ngay di | s ngay & ngay &: ta thuc hién phép tinh:
3 |Minh 150605 250605 < =ngay di-ngay &. Cong thuc tai D3
= 100605 050705 la : =C3-D3 rbi chon Format, click
S |Héang 120705 200205 Cells, click chon number, click chon
- general dé chuyén vé dang s6
dinh dang kiéu germany (Purc) nguyén.

Trong ki€u cla 1 qudc gia cling c6 nhiéu dinh dang khac nhau

PE& nhép d{r liéu ki€u date theo viét nam (Phéap) : dd/mm/yyyy (ngay/thang/nam)

Hodc thay d6i ki€u hién thi date theo qudc gia, ban thuc hién theo cac budc sau:

B1: Tré chuét vi tri bat ki trén bang tinh, chon
Start, click control panel

Trong cUa s6 control panel, click doi biéu tuong
Regional and Language

-E.i
=twork
inections

1

! n

ickTime  Regional and
{ Language
{.0ptions

Mg\

Metwork Setup

b

NYIDIA nWiew
Desktop M...

Stanners and
Cameras

&

TweaklI L

16
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Customize Regional Options

Murnbers || Currency Timel.I Date;

~J 4
wihen a bwo-digit year iz entered, interpret it az a pear between;

[ ] ot 2258

3. click vao day go lai
dang dd/mmlyyyy

T
Short date i

Shart date zample: |2I:I:.-"EIE.-"2EIEIE 2. click miii tén nay
- 1

! click chon kiéu /

Calendar

i
Short date format; @mn‘lﬂ'},wy K L |
[rate separator; '
Long date

Long date sample:  |'"Wednesday, September 20, 2006 |

Két thuc, click Apply réi OK

Long date format; ||:||:|-:||:|, MMMM dd, yyy 5 L |
H \
i

[ ﬁ( l[ Cancel ][ ‘i.lﬂ-.ppl_l,l ]

B2: T6 chon cac khoi 6 can chuyén sang dinh dang dd/mmlyyy (vietnamese),>
chon Format > cells roi thuc hién theo goi y trong hinh sau

Format Cells

e
Numbea Align Fonk Border Patterns | Protection
Cakegory: Sample
Geners| 4. click kiéu date
Mumber
Currency - Twpe:
AT 5. click miii tén nay,
+ - Am
The 3}’:’2':'”‘35':' kéo thanh trwot roi
Percentage 3(14/01 click chon muc
Cracten 03/14/01 vietnamese
Scientific 14-Mar
;Eziial 14-Mar-01 . ]
Cpusb:um Locale {location: : L
English {United States? LFJ
T —
Telugu I a
_ Thai : T
Date Formats display date ang 1 rkish i cepk For
items that have an asterisk (Y \1r ainian : rders
with the operating swskem. |4, I
|
zbek (Cyrillic) :

L I=bek (Lakin)

17
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3.5.4 Kiéu cong thirc :

% Excel sé& hiéu la dit liéu kiéu cdng thic khi ta nhap dii liéu vao 6 dang =biéu thic
(bi€u thirc phai nhap theo ding qui dinh cla Excel).

X/
*

< DU liéu ki€u cong thiic dugc tu dong canh trai hay canh phai tuy thudc vao gia tri trd
vé cUa biéu thic.

% CoOng thdc bat dau 1a dau “ = ” hay dau + sau dé la céng thic can Iap. Trong coéng
thirc cé thé la cac s6 can tinh (todn hang), cac ham tinh toan (sé dugc hoc sau)
hoac cac toan tur +, -, *, /

Vi du: A E C D E F
et 1 Ho lot Tén | Téan | THCB | téng Ho vatén
2 |Haynh Minh Tri 9 9 |? 18| Huynh Minh Tri
3 |NguyénbDang |Quan 10 7| /7 17|Nguyén Dahg Quan
4 |Pé Pinh Thai 8 3¢ 11|D6 Dinh THai
5 |Giang Quéc Tuan 6 ,’8 14|Giang Qué¢ Tuan
& |[CoTonMinh  |Pang 7] /2 9|C6 Tén Minh Pang
i 1
cong thirc: =C2°D2la dir liéu kiéu Cong thirc ghép chq_ai: =A2&" "&B2
s0O nén két qua duwgc canh phai nén két qua la chuoi nén tw déng
canh lé trai

Cach thuc hién cot ho va tén: tré chudt tai F2, gé =, click A2, g6 dau &, go phim “, thanh
dai, phim “, gé dau &, click B2 roi Enter.

3.6 Ki ndng thao tac lién quan dén cot trong sheet
3.6.1 Ki ning thay déi do réng coét : cach st dung chudt thay doi truc ti€p

tro chudt vao vach ngancach gitba 2 cot, khi
hién miii tén 2 chiéu thi click va kéo qua phai
hay trai hoac click déi vao vach nay

* ==

A <> B <> C<> D
1 STT 10 VA TENHUC VIl LCB
2 Nguydn Vay TP 1,800
3 TrinVianX| PP 1,600
4 Wai Thi Saor] KT 1,500

3.6.2 Kinang chon mot cot.
click vao tén cHt A, B, C...

Cach 1: Nhap chudt vao tén cot can chon
trén thanh tiéu dé cot. (khi do ta sé chon
hon 65000 6 cUa cOt A)

Cach 2: Di chuyén con trd 6 dén mot 6 bat
ki cha c6t can chon, an Ctrl + Spacebar.

O e}

g ]

T | [ —

3.6.3 Chon nhiéu cét lién ti€p nhau.

Céach 1: Ré chudt tai cac tén cbt can chon trén thanh tiéu dé cot.

18
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Céach 2: nhap chubt vao tén cot dau
tién can chon, an+gilr phim Shift va
nhap chudt vao tén cot cudi cung
can chon trén thanh tiéu dé cot, roi
nha chudt = nha phim Shift

3.6.4 Chon nhiéu cét khéng

19

Z
1 [THONG RESAT TU
2 Vattw |don vi S:ﬁm_luw
3 |Xi méang Bao 20
4 |cat m? g| | Vidu:click
5 |cach éng |vign 5000 | N cOtA keo
: qua cotB
& |Sat XD Kg 500

lién ti€p nhau.

Nhap chudt vao tén cOt dau tién can chon, gilr phim Ctrl trong khi nhap chu0t vao trén cac
cOt con lai trén thanh tiéu dé c6t. Hay thuc tap chon 2 c6t A va c6t B nhu sau:

[ R T O W R

U TR S - B N T

By . S
# cut ==

S=~codt, click chon

i D
1 THONG KEYAT TUTRANG
2 Vattw |donvi E?'I'u'q;rlg don Gia
3 |Ximéng |Bao 200~ 50000
4 |cat m® 8 25008
5 |Gach ong |Vién 5000 500

click tén cot A,

~| clickténcdt C

An va gitv
phim CTRL,

3.6.5 Chén thém cot maéi

click phai tén

nsert --= excel

sé& chén thém 1
coOt bén trai cot

hién tai

=& Copy I
1 |[Anh |24 Paste . P
2 |[BIinh Paste fﬁec‘i‘qlr.'.'
3 I’ihutl Insert = |
4 |Winh Delete
3.6.6 X6a cot
D

gy
2k ]
-3 Copy -~

1 [Anh |3 paste

2 |Whinh Paste Special. ..

3 K ntdn, Insert -
4 |Wink &~

T click phai tén

coHt can xda (vi
du cot B), click
+ chon delete

Cach 2: click chon tén
cot, chon menu Insert >
column

p——
lnserg Format Tools De
oy
Rows | 1
Colurmns x
5
Worksheet ¥ 2

Cach 2: click trai tén cot,
chon menu Edit > delete

Editg-iew Insert  Forma
r:an-tgmle +7
I
day Cu Chrls
b s gt ot g s
Fill 5
':lEir’ #,.p- 2 b
r g

Delete,

e e

19
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3.6.7 Lam An (d&au) cot:
Cach 1: Click Chon tén cdt, Chon Format > Column, chon Hide. Sau khi bi dau, tén
cOt khéng hién trong bang tinh (chi thdy c6t Ava C, D, ...cOt B bi dau)

cach thr 2 didu céttrong bang tinh

20

A ~ | D
1| HOVATEN [#HUCY" 'Y CONG
B
2 |Nguyén vanNnsf] TP | = 25
3 | = — |7 Paste By
Mudn daucdtB, Paste Special...
4 |l click phai tén cot B, KT — 25
5 click chon Hide [NV 24
\ Delete -
o e w—IkT 25
- Clear Conkents
7 Ly Mit Udt ﬂ\" ] 27
2 % |2 Format Cells...
g —~ gfjlurnn width. ..
10 e
11 Unhide DANGRUAN2005
Cach 2: Format | Tools [Data  FlashPaper  Window Help  PDF Cre
- " ;
B Cellsh 1 |, pu @ 5 .4zl
Bow IS op » il 0 EE s
Colurnn 4 ‘ o width... 3
Shest \\ b ELItDFiE‘ Eﬁlﬁ: O
AukoFormat h E] | Hide
3.6.8 Hién Iai cét bi é’n: + rnmditiremel Fosmaabome o s s b o semldphida s o csems =
< Chon céc cOt bén trai va bén phai cot bj an
% Format > column > Unhide
ifmad | Tools  Data  FlashPaper  window  Help  PDF Crez
cllc_k c{hgn E_c:gtﬂ va C [c?t B celstwg| g forr o Q5 .4 2]
B bi dau). Click phai lén cot s = .
. . = ) . =
A, click chon Unhide _ $ %h » Tm| o EE
| Calurnn 4 | 1 ‘width. .,
: - e Sheet r_...r"r futaFit idgctiun
P - - - 1 | . .
1 HQ VA TEN LCE I Z TTOTCTOTT |Fl:|rmattll'|g... urlh"je
7 Ngu}'éu Vin Nhin 1800 Skyle... Standard Wwidth, ..
3 |Trin Vin Xoai 1600
4 |Mai Thi Sori 1500
5 |Trin Minh Cae 1300
& |Lé& Hoai Mit 1800
7 |Ly Mit Udt 1500
2 TONG CONG
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3.6.9 Co6 dinh dong (cot):
- Chon dong (c6t) phia dudi dong can c6 dinh (Chon cOt bén phai cbt can co
dinh)
- Window > Freeze Panes

3.6.10 Huy bé viéc co dinh dong:
- Chon dong hay cot
- Window > Unfreeze Panes

3.7 Ki ndng thao tac chon dong, thém dong, x6a dong trong bang tinh:

3.7.1 Ki ndng thao tac chon 1 dong:

Vi dy: Néu click v2 A B c
| U:} eu clicKk vao - _ _
déng s6 4, ban dé chon 1| Holot Tén | Téan
256 6 thudc dong 4 Huynh Minh Tri 9
~— 3 |[Nguyénbang |Quan 10
‘nﬁ Dinh Thai 8

N&u muén chon nhi€u dong lién ti€p nhau, click chudt chon dong th(t 1 va kéo chudt xubng
(Ién) tén cac dong ké tiép ( vi du click chon dong s6 2 kéo chudt xudng chon tiép dong 3
va 4 rdi nha chudt - ta chon 3 dong lién tiép 2, 3, 4

3.7.2 Kinang chon nhiéu dong ké can nhau trén bang tinh

A | B| ¢ | D |
dg'r'fg"‘:fgu 1 ITHONG KE VAT TU TRANG
déng 3 Ué- 2 Vat tw don vi|Sé lweng| don Gia

kéoré |==m=m== o Xi ming Bao 20 50000

chuot . |[cat m® 8 25000

xudng i - —

dong 5 v h}?ch éng |Vien 5000 500
6 |Sat XD Kg 500 3500

3.7.3 Thay doi chiéu cao dong: cach sir dung chuét thay doéi truc tiép

tro chudt vao vach ngan A B c
cach gilka 2 dong, khi -
hién miii tén 2 chiéu thi »f L (N 1 A O S I Ao
click chudt kéo_ Mguyen ¥an Mhin TF
Ién/xudng dé thay doi dd 3 Tran ¥Van Xodi PP
réng dong cuadong trén 4 #ai Thi Sori KT

3.7.4 Chén thém 1 dong mdi
cach 1: chon 1 6 bat ki (Vi du chon 6 B2) trong dong 2, chon Insert > row > Excel sé

chén thém 1 dong mdéi phia trén dong hién tai. A B o
A E C 1 | STT |HQ VA TEN| PHAI
1 | STT |HQ VA TEN| PHAI M'1 Tools  De 2 -
2 1 [Ank m [ cells- |:> 3 1 |Anh ram
3| 2 [Minh i il ; 4 2 |Minh i
PR e S TE “& 5 s i
5| 4 |Virh — A MO et 6| 4 |Vinh ram
P4
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cach 2: Thém dong maoi P —
A B C click phai tén
STT |HQ VA TEN| BHaZ=——dong (vi du
( P A nam déng 2), click
- Cut o f’chgn insert
453 Copy mn}'#f"
5 & Paste ,.;rﬁ‘;n
& Paste ipecial.#f"
’f"
7 In=ert Ar
N
3.7.5 Chén thém nhiéu dong :
A B Z
stT |HO VA TE : _1,_. click chon 2dong (vi
= ) B[ du 2 va 3) rdi click
: +—#nh nam phai Ién 2 hoac 3,
,..i!!' ot gtiy _ chon Insert--> Excel
[ ol - nam ’l" sé chénvao1 lwot 2
- Copy g ddng méi phia trén
6 [ Paste P dong hién tai (dong 2)
7 Paste i:neciquf’
:
Q Deleke

3.7.6 X6a dong (dir liéu trong dong sé bi x6a ludn)

DO*-JG"-L.M_L\L{)

A B Z
E STT |HQ VA _TEN {- BT~
,d( Ut nam
=3 Copy ot
[ Paste am e
IL
Paste Special. .. -
aste Specia HaZm
Insert ’f"
Delete

3.7.7 Dau dong

Click chon déng can dau, chon Format > row, click Hide

_ click phai tén
dong can xba
(vi du dong 2),

click chon
» delete

-

Cach 2: click trai tén dong,
chon menu Edit > delete

Editg-iews  Insert  Forma
T
Can't [ { [r+2
g Cut Chrl2
R i e e
Fill »
cl - 2 3
e ar L
| gelete..‘..'

B D T TN LR

Sau khi dau, trén bang tinh sé khéng thay dong so 2.

Format | Tools sefisks  Window Help  Adobe PDF

S cCells,,, 1 Chrl4+1 - | @ F -t

| Row 2 HE Height.. 3
Colurmn * b Eutn:nﬁit/
Sheet N » ui.j:
autoFarmat, .. 2 LInhide
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17

Py
HQ VA TEN |CH Muén dau déng 2, click
[|?i _______ in=4 Phaitén dong 2, click

._3__,4!'*5; chon Hide
- T 55 Copy _
_4 |52 Paste KT 7 1500
_5 Paste Special. .. NVJI 1300
j Inserkt ?{- 1800

b Delete }’Nv 1500
|7 (o] - .
_8 Clear Conkents "' TONG CONG
—9 ﬁ:‘ Format Cells. .. i"

10 _ S
— Row Height. .. -

1 — cach thir 2 dau dong trong

13 — bang tinh
. Unhide

3.7.8 Hién lai dong bi dau trén bang tinh
< Click trai chon tén dong bén trén va dudi clia dong bi an.
s Chon Format > Row, chon UnHide

|| A

iZ

click chon dong 2 va 4
(dong 3 bi an),

3.8 Ki nidng thao tac xéa 6, chon 1 hoac nhiéu viing
3.8.1 Xéa 0O (cell) > dirliéu trong 6 sé bi xé6a ludén

A B C || click phéi & can
1 | STT |HQ VA TEN PHAER- x0a, click chon
2| 1 [Anh 47" lham delete sé hién
2 2 |WEnh da Cut ra 1 hépthoai
4 3| Copy
5 [ Paste j',
3] Paste SJ:?rcial...
7 lnsnart..,*II
. | Qelete.t ‘
9
10 Clear Conkents

két qua khi chon Shift cells up

Delete

Delete

D Entire: row &
(") Entire column B

-
-
g

_____
-----

| ok

] [ Cancel

L kéo o trai qua sau khi xoa
kéo 6 dwéi lén sau khi xoa
-x0a ca 1dong

L xoacalcot

két qua sau khi chon Shift cells Left

A B C A B i

STT |HQ VA TEN| PHAI 1 | STT |HQ VA TEN| PHAI | _-
1 |[[Winh dnam 2 1 |mam 1 A<

; & o 2 |Minh |

23
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N&u chon Entire row : sé x6a bé déong dang chita 6 va x6a luén dir liéu dong 2
N&u chon Entire column : sé& xéa mat dir liéu c6t B

3.8.2 Cheén thém 6 mai: click chon 6 (vi du chon 6 B2), chon Insert sé
hién hop thoai sau

A E Z ; &3] _- day & hién taiqua phai1o
) . Inserk -
STT |HQ VA TEN M O shift cells right 4™ | _ -~ day & hién tai xuéng dwéi1 6
1 JAnh nam ®! -
) |Minh  |n® O Entire tow < m = == mfr === = chén thém dong moi
© Entire colmMn e m = — — b e chén thém cot moi
Ok b Cancel
chon Shift cells Right khichon Shift cells down
i O moi
A B c | D A B C " thém
STT |HQ VA TEN| PHAI 1 | STT |HQ VA TEN| BHXI Vao
*—-l'
2 1 4 ~~Pnh |nam P 1 : R
2 |MEnk <] 3] 2 [anh @ [
| — 4 Winh

& méi thém vao

3.8.3 K7 ndng chon mét ving (nhiéu é lién tiép nhau)

Ving la 1 khéi céc 6 lién ti€p nhau trén sheet. Viing dugc xac dinh béi dia chi dau:

dia chi cuéi. Vi du:

4 Vung A1:A5 gém 1 khéi cé 5 6 lién ti€p tir Al (dia chi dau) dén A5 (dia chi
cu0i)

v Ving A1:C4 goém 1 khoi c6 12 6 lién tiép tir Al (dia chi dau) dén C4 (dia chi
cubi)

PéE chon 1 vung trén sheet, co6 thé chi s&r dung chubt hodc két hop chubt va phim shift,
hodc chi dung phim mii tén két hgp shift

4 Cach 1: Di chuyé&n con trd 6 dén 6 gdc trén bén trai (dia chi dau), An+ gilr
phim Shift r6i dung cac phim mi tén di chuyén vét sang dén 6 & goc dudi bén
phai cGia ving can chon (dia chi cudi).

v Céch 2: Di chuyén con tré 6 dén 6 goc trén bén trai (dia chi dau), an+ gilr
phim Shift r6i nhap chudt vao 6 & géc dudi bén phai cla ving can chon. (dia chi
cudi).

4 Céach 3: Nhap chudt vao 6 gdc trén bén trai (dia chi dau) cla vung va ré chudt
dén 6 & goc dudi bén phai (dia chi cudi).clia vliing can chon. Vi du ta can chon
vung Al1:C4

) ) L - click chudt chon éthr 1, an va git
Acr:'ik ‘;;“%ti;hgl’_‘llg;h;ilfgiy;:i phim SHIFT rdi gé phim mii tén xuéng
d cupéni cia vung (C4) dén A4 va miii tén qua phai dén C4

A | B | C A | B | C
Y

W

24
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Click chudtchon 6 A2

3.8.4 Kindng chon nhiéu ving roi rac (khéng lién tuc)

A E C A E C
1| HOVATEN |CHUCVU| LCB 1| HOVATEN |CHUCVU| LCB
2 Nguyén Vin Nhi TP 1800 2 |Nguyén Vin Nhiin TP 1800
3 |Trin VanXoai PP 1600 3 |Trin Vin Xoai PP 1600
4 |Mai Thi Shri KT 1500 4 |Mai Thi Sori KT 1500
5 |Trin Minh Ce NV 1300 5 |Trin Minh Céc Av 1300

An SHIFT roi click chubt
B4 dé chon khoi A2:B4

Chon viing dau tién, gitr Ctrl trong khi chon cac viing con lai.

A E Z I E
1 | HO VATEN | Toan Ly | Hoa Téng .-
3 [Minh Tri 8 3 _-of 20
3 |Dang Quan 4/|4€-76 6
4 (BDinh Thai 4 4 5 _
5 |Quéc Tuan 9 3 3
& |Minh Pang 8 9 6

Click chudt td chon vung
B2:B6 roi An va giir phim
CTRL, click chudt & D2
~="1 kéo xudng D6-> dé chon

2 vung r&i rac nhau

3.8.5 Ki nang chon toan bd bang tinh.

Céch 1: An t6 hop phim Ctrl + A ho&c Ctrl + Shift +Spacebar.

Céach 2: Nhap chudt vao 6 Select All.
3.9 Ki nang sao chép dir liéu

C6 nhiéu cach sao chép d{t liéu tir 1 6 dén cac 6 khac. Vi du

Select All |

3.9.1 Sao chép théng tin tUr 6 A1l dén céac 6 lién ti€p bén dudi hay bén phai 6 Al

tro chudt vao

__--906c phai dwoi

cua ova kéo
Xudngcac o
duwoi

—

A

Anh
Anh
Anh
Anh

LR R R R

3.9.2 Truong hop sao chép doc xudng diing t6 hop phim CTRL+D
Hay thuc tap tha thao tac tao nhiéu 6 c6 dir liéu gidng nhau nhu sau:

A

A s Ly pd |

tré chudt vao 6 dau

Anh <]===- tién roi td chon cac &

lan can phia dwéi ( vi
du A1:Ad)rdigo

CTRL+D

—

A
Anh
Anh
Anh
Anh

LR = N R

25
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3.9.3 Trurong hop sao chép ngang qua phai

26

A E iZ O

E

1 [Anh  Anh

Anh Anh

1 |f-‘x}r:lh ﬂ| >

2

click chon & dau tién kéo qua phai chon
cac 0 lan can roi go CTRL+R

Cach 2: sudung CTRL+C va CTRL+V

A
1 [Anh 4---- click chon & dau tién -> g6 CTRL+C
2
3
4 |Anh €---- click chon é dich --> go CTRL+V
Cach 3: str dung chudt két hop phim CTRL
& hon & dau tién, tré chudt tai h dwéicua &
1 __- chon 6 dau tién, tro chudttai canh dwéicua 6
7 " cho dén khi hién miitén 4 chiéu phia trwéc
3 i % miii tén trang thi bam + gilr phim CTRL roi click
4 ﬁfnh chudt kéo dén 6 dich --> nha chuot

3.9.4 Truong hop sao chép 1 viing dén vi tri khac trong sheet:
B1: Chon vang d{t liéu mudn sao chép roi chon Edit > Copy hay gé CTRL+C

B2: click chon sheet2, trd chudt dén 6 dau tién cla sheet2,
B3: goé CTRL+V hay Edit > Paste
- 1
TO chon Edit | Yiew Insert  Format CIiCK’\ﬁ dén
ving can Can'tUndo G 2 hay tén .
s v GRS sheet bat ki

Chr+C

.
=3 Copy
Cr‘n Office Clipboard, ..

Vi du ta can sao chép viing A1:C4 dén vi tri E1

A B iz
1 Ho lot Tén | Toan
2 |Huynh Minh Tri 9
3 |Nguyén Pang |Quan 10 :
4 |P6 Pinh Thai 8

T6 chon ving can sao chép vidu A1:C4, gd
CTRL+C. Click chon 6 E1, go CTRL+V

-

Edit I Wiew  Insert  Format

Bert Undo  Chr+Z

!
i Cu
e Rk
28 Copy C‘E[ 2
% Office Clipbosfd...

ChrH-

ChrhH-y

& Paste

Paste Special...

B F i
Ho l6t Tén Téan
Huynh M| Tri 9
Nguyén { Quan 10
D6 Dinh |Thai 8

26
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3.9.5 Truong hop sao chép 1 viing dén vi tri khac trong sheet khac:

Vi du can sao chép viing A1:C6 trongSheetl qua Al trong Sheet2

A B c |
1 Ho lot Tén | Toan

2 |Huynh Minh Tri 9
3 |NguyénDang |Quan 10
4 |D6 Dinh Thai 8
5 |Giang Quéc Tuan 6
6 [C6TonMinh  |Dang 7

24 | click tén sheet dén
25 I
26

M4 HHSheetlheetS;"

1L

A B Z

Té chon ving can sao chép. vi du A1:C8,
Go CTRL+C ( hoac click nit copy la nut
bén phai cay kéo trén thanh cong cu ) roi
click tén Sheet dén vi du sheet2, click 6
A1, go CTRL+V ( hoac click nat Paste bén
phai nat copy trén thanh cong cu)

Ho lot Tén Téan
Haynh Min Tri
Nguyén D|Quan 1
D6 Dinh |Thai
Giang QuqTuan
C6 Ton MiPang

|| I oo | b | —
=~ h|(0|O|W

vung dir liéu da dweoc sao cheép

qua sheet2
3.9.6 Sao chép theo chiéu ngang
A E iz L E
EO0T JAD0z 1A002 [aooa [aoo td chon A1,:A2, tro chudt goc phai
"= o dwéi cua A2 khi hién ra dau thap

..............________ den thi kéo chudt qua phai

3.10 Kining dién tu déng s6 th tu trong 1 day 6

cach 1:

1
2
3
4
)

A E

- tro chuot tai goc phai dwoi

;'Fluilh"'"'”a cta 6 roi an +gilv phim

L 3 CTRL--> click chudt kéo
Khitdng  |mam xuong hay qua phai
inh ram

Cach 2: Ban nén nhap dit liéu day da nhiéu dong trudc khi dién so th(r tu tu déng.

L TR N U T ey

A B i
STT |HQ VA TEN| PHAI _
1Anh NA I P

i3

2|1 ple = I
tuttng nam

Winh

nam

td chon 2 & dau tién, tro chubt tai
g6c dwéi phai va click dbi néu da
nhép dir liéu nhiéu dong hoac
click kéo xudng dén 6 cudi cing
cua bang dir liéu

27
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Hay thuc tap: Tro 6 Al, gd A001, enter r6i go A002 va Enter. roi sao chép cho A3 dén

Ab.
A B
1 JA00T td chon 2 6 A1:A2, tré chudt
7 —====""|tai goc dwéi phaidén khi hién
3 | A0D2 dau thap den thi click doi hay
4 [ADD4 click chudt kéo xudng
5 JADDS Y

3.11 Kinang di chuyén dir liéu trén bang tinh (sheet)
Cach 1: click chon 6 hay 1 viing, gé CTRL+X--> click chon 6 dich, gé CTRL+V

Vi du ta ¢ bang tinh nhu hinh dudi day: BE di chuyén viing A1:C6 qua vi tri khac la E1:
G6 thuc hién nhu sau: Td chon viing A1:C6, go CTRL+X hodc click nat cut ( hinh cay kéo
trén toolbar), click chudt 6 E1, gé CTRL+X hoac click nit paste & bén phai nit cay kéo

Cach 2: click chon 6 hay 1 vung, tré chudt vao 1 canh cla 6 hay vang roi click chuot kép
dén vi tri mdi trén sheet

A B c E F G
. Holot /A IS Holot | Tén | Téan
: : = ¢ i
2 Huyn? M'n,,h S 2 Haynh M Tri 9
3 ﬂguyen Bang | |Quan 10 N infQ 10
4 |Dé Pinh | [Thai 8 guyen §Wuan
5 |Giarg Quéc | [Tuan _# D6 Dinh | Thai 8
6 |C6 TérnMinh ! [Pang |-~ 7 Giang QUTuan 6
-, - = = =
S | e Co Tén NPang Tl
hd
Toé chon vung can di chuyén (vi du ving dir lieu da doi qua vi tri
A1:C6). bwa tro chudt dén 1 trong mé&i E1:G6. Ban chi can thay
4 canh cua vuang, khi hién ra miii Zi oo Lo H .
ten 4 chiéu thi click canh nay di doi do reng cotcho phu hop
chuyén gua & khac roi nha chudt

Bai tdp ap dung sao chép va di chuyé&n dit liéu trén bang tinh

Cau 1: Khéi dong Excel, d6i tén sheetl la caul.Tao bang tinh nhu trén

Cau 2: chép vung A1:B6 dén A20.

Cau 3: chép vung A1:C6 dén F1.

Cau 4: chép vung A2:B6 dén Al cua sheet2

Cau 5: Hay chén 2 dong phia trén dong 2 réi nhap bé sung ho 16t, tén va diém tdéan cho 2

dong nay.
«» Chen thém 1 dong tréng & phia trén cing cla bang tinh r6i nhap dong chi sau cho

0 Al: DANH SACH SINH VIEN LOP TIN40

CAau 7: Hay chén thém 1 cot bén trai cot ho 16t roi nhap tén cot 1a STT.

< Dién tu dong s6 th(r tu tir 1 dén 7 cho cac dong trong bang tinh

< Chén thém 1 cot bén phai cbt Tén roi dat tén cho cot nay 1a phai. Nhap bd sung tiy
y d{r liéu cho cbt phai nay cho 7 dong.

*,

>

28



Huéng dan ki ndng st dung MS Excel 2K3 29

% Ki NANG PINH DANG BANG TiNH

4.1 Pinh dang bang tinh nghia la gi?
Pinh dang dugc hié€u la thuc hién thay déi ki€u, kich ¢, font chit, ...d{r liéu trong sheet. la
thao tac chon Font cht, ki€u, c& ch(r (*size), thay ddi vi tri cGa dir liéu ki€u chubi trong 6,
hudng trinh bay d{r liéu chudi, hinh thic hién thi ki€u d{t liéu so trong bang tinh, ki€u hién
thi ngay, gio, ké vién, té nén céac khoi 6, bao vé dit liéu trén bang tinh...
4.2 KT ndng dinh dang dir liéu trong 6 (canh trai, phai, gitra, in d@m, nghiéng,
té nén, ké vién
PE canh bién d{t liéu trong 6, ta thuc hién theo cac budc sau:
B1: Chon 6 hodc chon vung can dinh dang canh bién.
B2: Nhap chudt vao mot trong cac nat Iénh trén thanh céng cu dinh dang

Click chon Font chik In ddm canh gilra Thém ki hiéu tién té phia trwéc con so
| " |
— i ¥ _ ¥y v p—
: Arial ¥ - 10 v|BIE|?§Eﬁ|$ % » g 40 | IE iE |
” ! AR
1 %
In nghiéng canh tri I
L Tréon nhiéu 6 thanh 1 6
canh phai va canh gilra dir liéu

Hay thuc tap nhap bangtinh sau va luu Ién dia véi tén 1a VATTU2007.XLS tai D:\

Dong chit nay, ban dau nhap tai A1, Click t6 chon ving AL:F1, click nat tron 6 (Merge and center)>
Excel sé tron 6 6 thanh 1 6 va canh gilra dong ch(r “ Thong ké vat tu trang bi”

Al B C D B F

Click 1 chon 1| v THONG KE VAT TU TRANG BI
vung A2:F2, cliek—>|STT| Vit tir don vi | S6 luong | don Gid |[Thanh tién
nat canh gidia, in -~ | 3 ¥i ming Bao 20| 50000
dam, click nat t6 - F
nénchon1mau |4 Cdt m 8 25000
nhat 5 Gach éng Vién 5000 500

5 Sdt XD Kg 500| 3500

7 Cach men ml 7 12000

2 Gach béng m? 24| 65000
T6 chon ving 9| lpews | w° 6| 24000
C3:C12, click — . 3
it canh gitia 10 B 1x3 m 4| 30000

11 Cia o8 Cdi 2| 650000

12 Cia kéo Cdi 1| 1200000

13 TONG CONG ? ?

Ghi chu:
D{r liéu s6 6 cdt s lugng la ki€u s6, khi nhap mac dinh |a canh phai clGia 6. Ban nén nhép
tlng 0 roi go enter dé tang téc nhap di liéu thay vi nhap dit liéu theo hang ngang
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D{t liéu cbt vat tu 1a dir liéu ki€u chudi, khi nhap vao ting 6, dit liéu tu dong canh trai. Khi
can thiét ban c6 thé dinh dang canh |€ lai dt liéu nay: canh phai, giita,...
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4.3 Pé dinh vi vén ban trong 6: ( phia trai, phai, gitta, nghiéng/quay chit trong 6)

b1: chon 6 hay viing cha d{t liéu can dinh dang = chon Format > cells tuong Ung
st dung cac nut canh trai, gitra, phai trén thanh cong cu dinh dang (Formatting)

BANG TINH TIEN O KHACH SAN
Tén Ngﬁfﬂén Ngay il sh ngiy é (| Farmat " Tools Data  FlashPape
Mink 15;’652005 23062005 10  Cells... - Chrl+1
Tim | 1062005] 5702005 25 LRow s, b
Héang 181"?!2005 307672005 43 1 |mn 9 »
! Sheet »

dir liéu canh gilia cta 4 6 nhwng
khéng trén laithanh 16

PE dinh vi d{t liéu trong ving: ( phia trén, gilta, dudi : theo chiéu ding cla 6)

Hay nhap bang tinh sau va
su dung chirc nang Format >
cells dé dinh dang bang tinh

nhu mau

|: Format '. Tools Data  FlashPape Format Cells

Cells... L Chrl+1 Number Farit

.TI. \"g Text alignment

.‘EDW e 4 Horizonkal:
1 |mn 2 3 General
seneral
Sheet b LeFt (Tndent)
- Center

Right {Indent)

TedJustify 1

1
Cenker Across Selection
T

Border Patkerns Protection
Crientakion
* . .
B *.
T
1] & - .
—
% Texk :
k g
J'JI_ *
*
gt ¥

o

T worap fesr

=1

ri

]

click chon 1 vi tri cua
van ban theo chigu

Center, phai: Right)

ngang (trai : Left, gidra:

[
i | DEgrees
#

click chon hwéng
nghiéng cla van ban
trong

J |

Cancel

D€ viét xuéng dong USD trong 6, d€ di€m chén sau chit tién,
g6 ALT+Enter dé tach USD xudng dong trong 6

STT nam phiatrén 6 (Top)

Tréon 5 6 thanh 1 6
-~ va canh gilra

-

Dorn gia nam dwéi 6 [Bottbtq] .
: -

- " ..--"'"\
STT # ’f! S6 lwong cac ngay 4=~ \
:f
L - = - - -
. . A E - - - =% .
TEN HANG / s|s8|2| 3|8 |8 T":’Sg[:;e T"E‘:&;"" V16 %
:..
f ‘BUFH iE‘ ﬂE‘ i -9 iE‘ iE‘ iE‘ k‘ lﬁ
] L = = L=} = = = \ F
t g A -1 e L
I 10 ~e3 3| s s 8¢ o ?
| - ] -
N N = . Sa, I # ' . .
Tén hang nim giira é (Center) ~ | ‘_/' canh gilka Thanh tién theo 2
Sal# chiéu : theo chiéu ngang va

Quay drng van ban trong 6

theo chiéu dirng

31



Huéng dan ki ndng st dung MS Excel 2K3 32

PéE canh gilra Tén hang trong 6, click chon 6 Tén hang, chon Format > cells, thuc hién

nhu ggi y trong hinh sau: —
Format Cells EIE|

Murnber | | Fort Border || Patterns || Protection
Texk alignment h"‘\- canh QIU’E theo
Horizonkal: '.__.-"" chiéu ngang
Center L hd .
YWertical: o l )
Toock e
Zenter b i
‘F"'*--.._,__ canh gilra theo
= chiéu dirng
Text control =

4.4Ki nang ké duong vién, ké khung, td nén.

R

< DE ké duong vién, ké khung hay t6 nén cho 6 hodc 1 vung, ta lam nhu sau:
«» Dau tién phai chon 6 hodc ving can ké vién hay t6 nén

Hay nhap bang tinh sau va thuc hanh ké vién va té nén theo goi y nhu sau:

Céach 1: st dung ntt cong cu trén toolbars

al 8 | ¢ | o [ 8 | F |
1 THONG KE VAT TU TRANG BI
2 |STT| Vitto don vi | S6 luong | don Gid |Thanh tién
3 ¥iméng Bao 20| 50000
4 CHt m” gl 25000
5 Gach &ng Vidn 5000 500
6 Sit XD Xe 500 3500
7 Gachmen mt 7| 12000
8 Gach béng e 24| #5000
9 Bd 4x6 m 6| 24000
10 Bd 1x2 m” 4| 30000
11 Cita <& Cdi 2| 650000
12 Ci¥a kefo Cdi 1| 1200000
13 TONG CONG ? ?
P& ké vién bang tinh: T6 chon ving A2:F13 I:> EEIEERY
DE té nén 1 vuing: T6 chon ving A2:F2 o rm————
== |
@ click tam giac O B
------- Tassyer nay, click nat ke :
| e :if"an tbanbd " '@B
EEEEEENE= click hinh tam khoi & d3 chon _JQWE%%'T
giac canh binh

Mo

EEEEENER . :

—meee 22 "o~ | Muwe, click chon 1
EEEETRENE - -

i mau, click no Fill
- SEETE BN E | héng tonén 6
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A C D
1| HO VATEN LCB NGAY CONG
2 [Nguyén Van Nhanj. 1800 2 A < D
4 |Mai Thi Sori : 1500 23 1| HOQVATEN LCB NGAY CONG
5 TedinMimhCéc | 1300 24 2 Nguyén VanNhin 1800 5
! 4 Mai Thi Sori 1500 23
t6 chon vang A1:D1, click nat me bang & Trdn Minh Cée 1300 2%
mau, click chon 1 mau T
Cach 2: sit dung menu dé ké vién cho 6 hay khéi 6
|: Farmat "Iu:u:uls Data FlashPape tx]
ﬁ—({ells. ) Chrl+1 | 2. Chon thé Border Hsorderl A Cac duong vién
\ - F“x Presets ~ & phia trong
1 Row . Y
Khoéng ke pf i Chon kiéu cho
1 |mn 2 4 duérng vién N """ — dwiong vién
Sheet " o der Hone !" Luting insige

Cac dudng vién
& phia ngoai

Text Text

Color:

| | Chon mau cho

. Automatic ™ i du’b'ng Vién
hetE d bord . j
T s Nndp OK dé Kétthue [T
Nhap chon cac nut dé ké LY
nhikng dwérng vién tay y \l—l
CK Cancel
Cach 2: Té nén cho 6 hodac 1 ving bang menu 1énh
. . ed .3
<> cl!ck chg_n AFormq'F > cells (hoac 2. Chon thé Patterns F ! _
click phai Ién khéi 6 dang chon, R . . oJBorder | Patterns | protection |
roi click chon Format cells) - CE" Ishading
Color:
('—) | \ash || No Color |
Format § Tools  Data  FlashPape
e s EEEEEEEN
Cells... t Chri+1 EEEEEEEE Chon mét mau dé té nén
s ~ N IDDIDIIIK/,
| now N EOENCDENO
1 ln 9 . DOooOoOoomEd
Sheet , EECCONEEC
- HE(ICEEEN

< Thuc hién nhu ggi y cUa hinh bén

3. Nhip Ok dé két thiac

™

Chon mau hinh nén

i CK I Cancel |
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4.5Céc thao tac dinh dang dir liéu ki€u sé, Date

Cach 1: Dung céc nat trén thanh céng cu dinh dang (Formatting) dé€ thuc hién cho nhanh

b1: Chon viing d{t liéu can dinh dang
b2: Nhap chubt vao mét trong céc bi€u tugng dinh dang so trén thanh cong cu dinh dang.

Binh dang s6 theo
kiéu tai chanh

Binh dang s6
theo Kiéu tién té

Ting sb |

thip phan

é & phan

Binh dang sd theo
kiéu phan tram

Giam so |

thap phan

é & phan

Cach 2: Dung menu dé dinh dang d{t liéu ki€u sO
Vi du: Pinh dang s6 theo kié€u tién té, khdng c6 hodc c6 s6 1é & phan thap phan va co
ky hiéu tién té d & sau sO. To chon viing can dinh dang cé ki hiéu tién té

) TIEN TIEN TIEN
TEN PHI
PHONG PHONG PHONG
TY 124, 000.5 750,000 a 750,000 VIND| 750,000 déng
sUU 58, 000.0 120,000 a 120,000 VIND| 120,000 déng
DAN 72,000.0 100,000 d 100,000 VNP | 100,000 déng
MEO 67,000.5 250,000 d 250,000 VND| 250,000 déng
THIN 240,000.0 320,000 a 320,000 VNP| 320,000 déng
TI 102, 000.0 820,000 d 820,000 VNP| 820,000 déng
NGQ 655,000.0 450,000 d 450,000 VNP| 450,000 déng
MUTI 350,000.0 80,000 A 80,000 VIND 80,000 déng
#,1#00.0 #,400 [$d] | #.400 [$VIND] |# #00 [$déng]
A A A 7
1 1 1 1
cac ma dinh dang nhap vao & t'_-,rpe_c'ié
hién thi ki hiéu tién té sau con so
Formak I' Tools Data  FlashPape m 3. click thé number m
-
Cells, . Chrl+1 Aligrirment Fonk Border Patterns | Protection
"r._ E\.h Categary: lo—
i oy . 3 General 5.go vao ma: & £#&0 [5d]
* Mumber 7
1 [mn 2 ¥ Currency Tvpe: -
pecounting #,##0 [$7]
Sheet ¢ Time 000-00-0000 ~
Percentage T R PG - -0 I e
Fraction djriyy
Scienkific A,880.0
Text #, 2 30[46]

Special
Cuskan

Tvwpe the I‘|LII"_|:|EF format code, using one af the g

poink.

dd-rmrn-
v

Ling

6. click OK
két thuc

4. click loai custom

1
[ O, ﬁ [ Cancel
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4.6Dinh dang dir liéu date theo ki€u viét nam (Phap): dd/mmlyyyy.
Chon viing d{t liéu can dinh dang = chon Format > cells (hodc gé CTRL+1)

|: F_n:n‘rmat "L:n:uls Data FlashPape Format CEIIS @E|

-
ﬁi Cells. .. w_ Chrl+1 Alignment Fonk: Border .
1 LY n
L Row N r Category: ; . .C;IICk-ChQn !
o ) b cerera | Click chon loai date kiéu dinh dang
Murnber - -
haet > CUrFren Type: ;J
Accoughin 14/3/01 P ~
Tirne 14/3/2001 1:30 CH
Percentage 14/3/2001 1:30 PM
Fraction
actior 14 th3 01
Seientific 14 thang ba 2001
Text 14 mars 01 A
Special :
Cuskom Locale (location):
] L Vietnamese
click miii tén, |
click keothgnh & cept For
trwet --> click rders
chon  |Urdu kT
- H o
viethnamese S
ancel |

4.7BAO VE DU LIEU

Chon Sheet (viing) can bao vé > Format > Cells

Chon tab Protection

Panh dau chon cac muc Locked va Hidden -OK

Goi |énh Tools > Protection

Chon Protect sheet (hoac) Protect workbook

G0 Password (mat khau) 2 1an

Cac 06 bi lock (khod) sé khong cho phép stra chira d{ liéu

Céc 6 bi Hide (an) chi cho thay gia tri (khdng thay cong thr)

4.8 DINH DANG DU LIEU KIEU SO TRONG 6 THOA BIEU KIEN NAO PO
Trong bdng tinh co rat nhiéu di liéu, néu mudn cho ndi bat nhiing con s nao do théa
diéu kién nham thuén tién trong viéc quan sat, mé phong, so sanh ta can cho nhiing 6
do6 c6 dang hién thi dac biét nao dé: ch(rin dam cé mau do, nén xanh ...

7
L X4

5

S

5

*

K/
L X4

e

AS

K/
°e

¢

o
25

*
o

Vi du: ta chon mau nén dd cho cac 6 c6 BPTB <=5 mau xanh, nhiing 6 c6 gia tri nho
hon mau doé.

CACH THUC HIEN:
B1: Xac dinh  ving d{ liéu can dinh dang theo diéu kién nao dé.
B2: Chon menu Format > Conditionnal Formatting...
P& st dung céc gia tri trong khoi 6 d&a chon lam tiéu chuén dinh dang, ta chon Cell
Value Is trong Condition 1 va chon ki€u so sanh (between, greater than, equal, ...),
sau do xac dinh céac gia tri (hay cong thic) trong cac hdp khai béo tuong Ung.

B3: Click nit Format va chon Iua cac dinh dang can qui dinh cho cac 6 thda diéu kién
tiéu chudn. D€ khai bao diéu kién cho cac dinh dang khéc, click nit Add va thuc hién
lai cac budc nhu trén. Ta cé thé dinh dén 3 diéu kién dinh dang.
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Vi du: Binh dang cho nhimng HS c6 diém 10 c6 nén blue, in dam, nghiéng.

A B & L B = Té ving céan dinh dang
1 (STT HD VATEN | Téan L? Héa Tﬁng_ C2:F1 u, Chon Format =
2| 1 |MinhTri 10 3 9 22 Conditional formatting, tai
3 | 2 |Dang Quan 4 6 6 16 conditional 1 chon cell
4 | 3 |PinhThai 5 4| 10 19[€7 value is, tai hop ké bén
5 | 4 |Quéc Tuan 9 3 3 15 click chon equal to, tai
6 | 5 |MinhDang 8| 9| 6| 23 | hopbenphaigovao10

Chon khéi 6 tir C2 dén F6. Vao Format > Conditional Formatting ...

dangguan200&
Conditional Formatting E'
Condition 1
I ell Yalue Is ‘J equal ko ﬂ [0 A _
Freview of férmat to use I H
when congltion is true: ;’ AEBbC(:YyZZ
/ 7 T
/’ rd I 1
click chon cell value;s [ EE";:‘:‘ | [ cfete.. | o ]| e |
" 1 1

. ‘ /' click vao hép nay, gé vao gia
clickchonequalto v ™5 2 dinh dang dac biet

Mudn thém diéu kién thir 2, _ 1,
click nut Add va khai bao click nat Format, dé chon mau nén,
twong tw diéu kién 1 mau nét cho gia fri can dinh dang

roi click OK két thuc

» Trong Condition 1 chon Cell Value Is.

= Chon ki€u so sanh la equal to gia tri 1a 10.

= Click nut Format ,chon Font - Style |a Bold italic, click thé Pattern, click chon
mau blue, tai color click chon mau doé roi OK.

Format Cells

chon mau nén cho &

Fonk " @m[ Pakkerns I'(_--_--—
S
Faont skyle: . .
| [Bold Ttaiic | chon kiéu in dam,
p +===<= Nghiéng,..cho gia tri
i trong o thoa dieu kién
i
i
Lnderline: . . z
| muc color: chon mau chik, s6
trong 6 thoa dieu kién
Effects Prewigw T

Mudn chon diéu kién 2 la td nén vang soc nghiéng, ch{r mau doé déi véi diém <5, thi trong
hop thoai trén click chon Add va khai b&o tuong tu nhu trén

36



Huéng dan ki ndng st dung MS Excel 2K3 37
BAI TAP 1: Nhap dir liéu, ké khung t6 nén, dinh dang dir liéu:
Thuc tap nhap dir liéu, ké khung, té nén vung, chén cét, dién sé thu tu tu déng
A B C D B F G H I ] K L

1 [THONG KE VAT TUTRANG B] Click chon 6 E3, g6 dau =, click

2| Vittw | donvi |Soliong [ don Gid Tlﬁnhli@nA O €3, g6 dau * (dau nhan), click

3 Ximing |Bao 20| 50000 7 6 D3, g0 Enter sé cé6 két qua

4 |Cdt m’ 8 25000

5 |Gachéng |Vién 5000 500

6 SEtXD  |Kg 5000 3500

T |Gachmen | 7 12000

8 |Gachbdng |m* 24 65000

9 Bids | 6| 24000

0B 12 |m 4 30000

HChd |od 2| 650000

12Chkée |Cdi 1| 1200000

13 ? ?
% YEU CAU THUC HANH :

—_
L

—
-~

—_
=]

b2 | =
D|LD

o
2]
B3

24

Hudng dan: tao m*: T6 sé 3, chon Format > Cells, click super script

1. Nhap va dinh dang bang tinh nhu mau luu véi tén VATTU.XLS tai Dz,
2. Tinh cét THANH TIEN = SO LUONG * BON GIA,

3, TINH TONG CONG CAC COT : SO LUONG, THANH TIEN , (DUNG CONG THUC HOAC HAM SUM)

4, DINHDANG COT THANH TIEN CO DAU PHAN CACH HANG NGAN ( NHAP NUT DAU PHAY)

5. Binh dang cét THANH TIEN c6 ki hiéu tién té "dong " cudi con s6.

6. Chén thém c6t STT bén trai cét VAT TU rdi DIEN SO THU TU TU BONG CHO COT STT

7. Hay thuc tap thém dong, thém cét . hay chén thém 2 dong tréng sau dong thir 2 rdi Nhap thém dif liéu cho 2 dong nay
8. Hay thif x6a 2 dong vita méi thém vao,

9. Thuc tap thém ot rdi x6a cdt: Hay thif thém cdt mdi sau c6t don gia, Hay xda cdt vita mai thém vao,
94 6. LUUBANG TINH VOT TENNHU €O
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Bai tap 2 : Nhap va dinh dang bang tinh nhu mau: ké khung, t6 nén nhu mau.
B1: GO Ho va rbi gé Alt+Enter, gd ti€p L6t, Enter. Xong click doi nat
cay co roi click lan luot cac 6 C1, D1, E1, F1, G1, H1, 11,
A B| < D E E @ H I I E
HQ V: KIEM KIEM HANH | T.BINH )
STT TEN HK 1 HK 2 HANG | X.LOAI
1 LOT TRA 1 TRA 2 KIEM | NAM
2 Nguyén Minh 6.5 4 5  7.5|TOT
3 Tran Hai 5 4.5 4 5|KHA
4 Lé Phwong 7 5.5 6.5 5|TB
5 Phan Duy 5.5 T 6 8.5|TB
& Dwong Minh 8 6.5 7.5 8|TOT
T Lam Trang 6.5 5.5 8.5 7.5(KHA
g Mai Vian 5.5 8.5 6 5(KHA
9 Khuu Thao 7 5.5 4 4[KHA
10 Tran Thai 5 4 4.5 4.5|T0T
11 Lé doan 6.5 5 55 6|TB
12
B4 NG THONG KE 50 LUGNG BANG THONG KE
13 PIEM > =5 XEPLOAIHS
TONG ) _ | T.BINH . .
. HEKI |HEKII GIOI | KHA TB KEM
14 50 HS MNAM
15 ? 2 ? ? ? ? ? ?
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Bai tdp 3: Nhap dir liéu cho bang tinh sau va dinh dang nhu mau luu tai dia D:\ véi
tén THONGKE.XLS

Phan dinh dang xudng %zlbng nay xem trang 28

\

A B |C|D|E G | H I ||\ I K
1 BANG THONG KE HANG XUAT \
2 Ti gia U$D| 15500
3 S6 lwong cac ngay v \
1S |S |2 | S| 5 |5 | Thanh N
TEN HANG BE’;;'A s (S % S|5 | & | tén Th;m[:r" Ty 16 %
& | & | | & | & | & | (USD)
D | D@ o | o | D
4 zZ | z2|=|=2|2 |2
5 [cAM 10 2| 3] 3] 5| 5| 8
5 |MIT g| 5/ 6| 6/ 8 8/ 8
7 |XOAI 12| 7| 7| 10| 30| 20| 40
2 [MANG cU1 7] 10| 10| 12| 15[ 12| 18
9 [QUIT 11| 10| 10| 10| 20| 30| 45
10 |SAU RIEN( 20| 12| 12| 15| 14] 25| 20
11 [NHAN 15| 4| 4] 10| 5| 12| 10
12 [0 5] 5/ 5| 8] 8] 10 10
13 [MAN 4] 8| 8| 8] 15 12| 20
14 |[TAO 10| 8| 8| 12| 30| 32| 40
15 [LE 12| 10| 10| 12| 18| 22| 48
16 |CHOM CH( 8| 15| 15| 20| 28| 30| 70
17 [KHE g| 2| 2| 4] 4] 5| 4
12 [CHANH 5| 10| 10| 10| 15 8| &
19 TONG CONG

1. Chén thém cOt STT bén trai cot TEN HANG r6i dién ty dong s6 th(rtu cho ct STT

2. THANH TIEN (USD)= (Téng C5:H5 ) * B5 (don gid). ( st dung dia chi tuong déi)

(click vao 6 15, g6 vao =SUM( réi click 6 C5 td kéo qua H5, gé dau ngoac ), gé dau *, click 6

B2, g6 Enter két thic.). Sao chép cong thic nay cho cac 6 16 dén 118)

3. THANH TIEN (VND)= I5 * J2 ( ti gi4). ( st dung dia chi tuyét d6i)

(click vao 6 15, go vao = click 0 12, gé dau *, click J2 roi g6 phim F4 dé€ chuyén sang dia chi

tuyét d6i, gé Enter két thic.). Sao chép cong thlc nay cho cac 6 16 dén 118)

4. Dinh dang c6t THANH TIEN (USD) c6 ki hiéu tién té $ & phia trudc con s, c6 dau
phan cach hang ngan ( xem trang 34, muc 4.2.4)

5. Dinh dang c6t THANH TIEN (VND) c6 ki hiéu tién té “déng” & phia sau con s6, c6 d&u
phén cach hang ngan. (xem trang 34, muc 4.2.4)

6. Dinh dang cot ti 1é hién thi dr liéu s6 dang % c6 2 sd 1é . Vi du : 2.23%, 1.44%
(T6 chon cac 6 cot ti 1é : K5:K19, click nut ki hiéu % trén thanh dinh dang,
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Bai tdp 4: Nhap d{r liéu cho bang tinh sau va dinh dang nhu mau luu tai dia D:\ vGi tén

BANGLUONGNV.XLS
Al B | ¢ | D | B R G I
1 BANG LUONG NHAN VIEN CONG TY ABC THANG 5/2006
2 |S8TT Ho Tén Ludhg Ngay |Ngay cing| Luohg Thang | Thug& Luohg lanh
3 Haang Dung 50000 25 ? ? ?
4 Wai Hanh 30000 20
5 L& Khanh 20000 24
& Cireng £dng 100000 30
7 Tran Truec 200000 12
3 Fhan Diling 35000 25
9 L& Minh 25000 20
10 Mauyén Trirc 45000 20
11 LON NHAT ? ? ? ? ?
12 NHO NHAT ? ? ? ? ?
13 TRUNG BINH ? ? ? ? ?
14 TONG CONG ? ? ? ? ?
15
16| 1) Nhép bang tinh trén nhu' mf;:uu trén luu vdi tén LUONGTS.XLS tai thu' muc C:'\BTEX
17| 2) Binh dang bang tinh nhu' mau : ké khung, td6 nén bang tinh
12 | 3) Tinh Luong Thang = Ludng ngay x Ngay Cong rdi sao chép cho cac dong con lai cia cdt nay
19| 4) Tinh Thué = 10%0 cia Lg ngay rdi sao chép cho cac dong con lai cda cot nay
20| 5) Luaong lanh = Luohg thang - Thué
21| 6) Bién s6 tha tu tu dong cho cdt STT
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Cau hai 6n tap

1.

Cltrl + Esc
Alt + F4

Cot cudi cung cla bang tinh 1a cot thi 256 c6 tén 1a
cot 1V, dong cudi cung cla bang tinh la dong thu
65536, vay dia chi clia 6 nay la

t6 hdp phim tudng duong Menu [énh File > Exit 1a

I Ctrl + F4
0 Alt + Tab

Quan sat thanh menu, gilt phim Alt va gé 1 phim tuong
Ung vdi ky tu c6 gach dudi trén thanh menu, hién tudng gi
xay ra ?

0 O cubictra s6 bang tinh.

Trong ctia sé bang tinh Excel, thanh trang thdi (Status
bar) xuéat hién

1 & dau clra s bang tinh.

5. Trén man hinh cta s6 badng tinh Excel ctia mdy tinh
ban dang st dung, hién ra bao nhiéu dong, c6t ?
ki hiéutlrchr____ dén chi . Co tat cd cOt
ghi tr s6 dén so .Cb tatca dong
6. Hay an céc té hop phim sau va ghi lai két qué xay ra
Ctrl + O
Ctrl + [

7. Trd chudt 6 A1, Nhap vao dong chi: “ Trung tam tin
hoc”, enter. Di chuyén nhanh dén 6 A30, nhap CDSP,
enter. Di chuyén nhanh dén 6 D80, nhap “khoa tin
hoc”, enter. Hay an t6 hdp phim sau day va ghi lai két
qua xay ra

Ctrl + Home
Ctrl + End
8. Click chudt chon sheet1, An va gilt phim CTRL, Click kéo

sheet1 qua phadi va nha chult.

Nhan xét két qud. Rut ra két ludn thao tc sao chép nhanh 1 sheet.

9.

CHon Tools > Options, click chon thé View, click chon [
Gridlines. Nhan xét két qua.
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Cau hoi trac nghiém tu 6n tap kién thirc va ki nang st dung
EXCEL2K3

PE khéi dong Excel trén Window

a. Nhap dup con tro chudt 1én bi€u tugng 16i tat cha Excel
b. Nhap chon Start > Program > Microsoft Office > Excel
c. Nhap chon Start > Run > g& Excel > OK

d. Cau a, b, c déu dang

Pé thoat khdi Excel

a. Nhap menu diéu khién, chon Close c. Chon menu File > Exit

b. Nhan t6 hop phim Alt + F4 d. Tat ca cac cau déu ding
Thoat khoi chuong Excel ta chi viéc:

a. Nhan t6 hgp phim Alt + F4 c. Chon menu File > close
b. bam nat Reset d. tat may

Mudn cuc ti€u man hinh Excel, ta

a. Nhap vao nit cyc tiéu trén thanh tiéu dé b. Nhap vao menu diéu khi€n réi chon Minimize
c. Nhap vao nut hinh chit X trén thanh tiéu dé d. Cau ava b déu dang

Trong Excel muén bat/ tat thanh céng cu

a. Chon Tools > Options > General C. Chon View > Tool‘s Bar

b. Chon View > Formula bar d. Tat ca cac cau déu dang

Chon cau phat bi€u ding nhat

a. Trong Excel khéng c6 menu tat

b. Menu tat 1a mét t6 hgp x8 xudng chita cac cau l1énh co thé c6 ciia mot muc hodc déi tugng dugc tac dong
c. T6 hgp phim tat goi Iénh tac dong lén doi tugng da dugc chon goi la menu tat

d. Menu tat la cach goi khac cla cac hdp thoai x6 xudng trén thanh céng cu

Thanh cong thic cla Excel

a. Xuat hién trén ctra s6 man hinh (khi dugc danh dau chon)

b. Hi€n thj cong thirc da chén vao 6 (néu cd)

c. Chi hién thi cac nat Iénh khi dang thuc hién viéc chén ham vao 6 hién hanh

d. Tat cad déu ding

DE& bét/ tat thanh cong thiic

a. Chon View > Formula Bar

b. Chon View > Tools Bar > Full Screen

c. Chon View > Tools Bar > Formula Bar

d. Khong can lam gi ca, thanh cong thirc mac dinh luén xudt hién trén cra s6 man hinh Excel
Khi muén bat tat thanh trang thai

a. Chon Tools > Options > General c. Chon View > Tools Bar

b. Chon View > Status Bar d. Tat ca cac cau déu ding

D& sap x&p nhiéu clra sé tap tin da mad khi lam viéc

a. Nhan t6 hop phim Alt + W, A ¢. Chon Window > New Window
b. Chon Data > Sort d. Cau a va c déu ding

Ta thuc hién cac cau Iénh GoTo bang cach

a. Nhan t6 hgp phim Ctrl + G c. Nhan F5

b. Nh&n t6 hop phim Alt + G d. Cau a va c déu dang

PE& chon hoac di chuyén dén mot sheet trén bang tinh, thao tac tuang duang click chudt tén sheet
la

a. Nhan phim TAB c. Nhan t6 hgp phim Ctrl + PgUp hodc Ctrl + PgDn

b. Nhén t6 hop phim Alt + PgUp hodc Alt + Pgbn d. Cau a va b déu dang

Thay dGi s6 Sheet trong tap tin sé c6 hiéu luc

a. VGi tat ca cac tap tin Excel. c. Chi véi tap tin dang mé

b. K& tlr ltc thay dGi trd di d. V4i cac clra s6 tap tin dang mé

Sheet dugc chen thém c6 vi tri )
a. O trén cung tat cad cac Sheet c. O ngay phia truéc Sheet hién hanh
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b. O sau cudi tat cd cac Sheet d. O ngay phia sau Sheet hién hanh
Mudn xda Sheet, thao tac thuc hién la chon Sheet do roi

a. Chon Edit > Delete Sheet b. Nhan t6 hgp phim Alt + E, L

c. Nhap chudt phai trén tén Sheet chon Delete d. Tat ca cac cau déu ding

Phat bi€u nao sau day SAI:

a. Co thé sao chép hoac di chuyén cac Sheet ciing mot lic véi diéu kién ban phai nhém chon chiing

b. Tén Sheet mdi chén vao la thr tu ké ti€p clia s6 Sheet trong tap tin

43

c. Tén clia Sheet mgidugc sao chép la tén ban chinh kém theo ky hiéu (i), i 1a chi s6 th( tu ban sao

d. Chi c6 thé sao chép hoac di chuyén cac Sheet trong cing mot tap tin véi nhau ma thoi

DE& cai dat ché dd an cho Sheet, ta chon Sheet roi
a. Chon Format > Sheet > Hide C. Chon Window > I—!ide
b. Chon Data > Group and Outline > Hide Detail d. Tat ca cac cau déu ding

Trong Excel dé md tap tin trén dia ta ding:

a. Chon File > Open b. T6 hgp phim Ctrl+ O ¢. T6 hgp phim Ctrl + N d. Cau a va b déu ding

Trong Excel d€ luu mot tap tin trén dia ta ding:
a. T6 hgp phim Ctrl + S b. T6 hop phim Alt + Shift + S
c. T6 hgp phim Alt + S d. Tat ca cac ciu déu sai

Nhan F12 dé

a. Thuc hién cau Iénh Open b. Thuc hién cau Iénh Close
b. Thuc hién cau Iénh Save As d. Thuc hién cau lIénh Print

Muén luu mét tap tin vao dia véi tén khac, ta co thé chon:

a. Chon File > Save, chon tap tin can luu, OK b.Ctrl+S )

b. Chon File > Save As, gd vao tén tap tin, OK d. Cé 3 céach trén déu dugc

Chon cau phét bi€u ding nhat

a. Ché dd luu tu dong chi thuc hién viéc luu tu ddng cho tap tin dang hoat dong
b. Ché db luu tu dong thuc hién viéc luu tu déng cho tat ca cac tap tin dang mé
c. Ché do luu tu dong thuc hién viéc luu ty ddng 10 phat mét lan

d. Ché d6 Iuu ty dong thuc hién theo nhirng ty chon ma ngudi dung da xéac lap

Trong Excel d€ dong mot tap tin, thuc hién thao tac:

a. An T6 hop phim Alt + F, g& phim C c. An T6 hop phim Ctrl + W

b. Chon File > Close d. cd 3 Cau a, b va c déu dung
T6 hgp phim Ctrl +F4 tuong duong véi cau 1énh:

a. Bong tap tin hién hanh c. Thoat khoi Excel

b. M tap tin mai d. Tim ki€ém tap tin

Theo mac dinh ky tu dang chudi khi nhap vao 6 dugc:

a. Canh phai trong 6 c. Canh déu 2 bén

b. Canh trai trong 6 d. Canh gilta trong 6

Theo mac dinh ky tu dang s6 khi nhap vao 6 dugc:

a. Canh phai trong 6 c. Canh déu 2 bén

b. Canh trai trong 6 d. Canh gi(ra trong 6

Trong qua trinh chon khéi 6 (viing) khdng lién ti€p nhau, ta nhan va gitr

a. Phim Shift c. Phim Citrl

b. T6 hgp phim Alt + Shift d. T6 hgp phim Alt + Ctrl

DE chon tron mdt cot trong trang bang tinh, ta di chuy&n dén cot doé roi

a. Nhan t6 hop phim Ctrl + Spacebar c. Nhan t6 hgp phim Page Down
b. Nhan t6 hop phim Ctrl + A d. Nhan t6 hgp phim Alt + Page Down

D& chon tron mot hang trong trang bang tinh, ta di chuyén dén hang do roi

a. Nhan t6 hop phim Ctrl + Spacebar c. Nhan t6 hgp phim Shift + Spacebar
b Nhan t6 hgp phim Ctrl + Page Up d. Nhan t6 hop phim Ctrl + Page Down
DE chon toan b trang bang tinh, phat bi€u nao sau day dang

Cau A: Nhan t6 hop phim Ctrl + A,

Cau B: trd chudt vao 0 giao cUa thanh tiéu dé doc va thanh tiéu dé ngang roi nhap trai chu6t.

a. Cau A dung, cau B saic. cau A dung , cau B sai
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b. Cau A va cau B déu sai d. Cau A va cau B déu ding

Chon céau phat bi€u ding nhat:

a. Budc nhay khi dién dir liéu c6 ndi dung tang/ giam vao pham vi da chon lubn luén la 1.

b. Budc nhay khi dién d{t li€u cé ndi dung téang/ giam chi thuc hién theo chiéu tu trén xuéng dudi
c. Budc nhay khi dién dir liéu cé ndi dung tang/ gidm vao pham vi da chon ta st dung Iénh Series
d. Budc nhay khi dién dir liéu c6 ndi dung tang/ gidm vao pham vi da chon ta str dung Iénh Fill
Trong Excel, c6 thé ma nhiéu tap tin bang tinh, dé lam viéc véi mot tap tin da mad ta chon:

a. Window, chon tap tin... b. Help, chon tap tin...

c. Tools, chon tap tin... d. Edit, chon tap tin...

PE& thay d6i don vi do

a. Chon Toools > Option b. Chon Format > Paragragh

c. Chon File > Page Setup d. Khong co6 ché do thay d6i don vi
Mudn xem thong tin téng quét tap tin dang soan thao

a. Chon File > Summary Info b. Chon View > Full Screen

c. Chon Tools > Gerenal d. Tat ca cac cau déu ding

Trong Excel mudn st dung hop thoai Find dé tim kiém ta:

a. Nhan t6 hop phim Ctrl + F b. Chon Edit > Find

c. Ca 2 cau déu ding d. Ca 2 cau déu sai

Trong Excel muén st dung hdp thoai Replace dé thay thé ta:

a. Nhan t6 hop phim Ctrl + H b. Nhan t6 hgp phim Ctrl + F, nhap Replace
c. Chon Edit > Replace d. Tat ca cac cau déu ding

Chon cau phat bi€u ding nhat

a. Trong Excel ¢t dugc chén vao bén trai ¢t hién hanh

b. Trong Excel hang dugc chén vao bén dudi hang hién hanh
c. Trong Excel khong c6 ché dd chén thém cOt vao bang tinh
d. Trong Excel khéng cé ché dd chén thém hang vao bang tinh

Trong Excel dé chén mot ¢t vao trong bang tinh, chon 1 6 bat ki trong cdt can thém vao roi

a. chon Column > Insert b Chon Format > Cells

¢. Chon Format > Column d. Chon Insert > Column

Trong Excel dé chén mot hang vao trong bang tinh, ta chon 1 6 bat ki trong hang can thém roi:
a. Chon Format > Cells b. Chon Format > Column

c. Chon Insert > Row d. Chon Insert > Column

Trong Excel dé thay d&i chiéu cao ciia mOt hang trong bang tinh, ta di chuyén 6 hién hanh dén
hang can thay d&i chiéu cao roi

a. Chon Format > Rows > Height ¢. Chon Format > Cells > Number

b. Chon Insert > Cells, Entire Row d. Chon Format > Column, Width

Hay chon cau phat bi€u ding nhat: dé€ xda d{f liéu trong mot 6 hodc viing trong bang tinh

a. Chon 0 (hoac khoi 6) can x6a, nhan phim Delete

b. Khéng can chon 6 (hodc khai 6), chi can nhan phim Delete

c. Chon 6 (hoac khGi 6) can xdéa, nhan phim Insert

d. Chon 6 (hodc khoi 6) can xéa, nhan phim bat ky

Muén sao chép dit liéu cla 6 (hoadc khdi 6) trong bang tinh Excel, ta

a. Chon 6 (hodac kh6i 6) can sao chép va nhan t6 hgp phim Ctrl + C, sau d6 dua con tro dén vj tri
can sao chép va nhan t6 hop phim Ctrl + V

b. Chon 6 (hodc khdi 6) can sao chép va nhan t6 hop phim Ctrl + X, sau dé dua con trd dén vi tri
can sao chép va nhan t6 hop phim Ctrl + V

c. Khéng can chon 6 (hodc khoi 6) chi can nhan t6 hgp phim Ctrl + C, sau d6 dua con tré dén vi tri
can sao chép va nhan t6 hgp phim Ctrl + V

d. Chi c6 cach nhap lai dit liéu trong 6 (hodc khoi 6) vao vi tri can thiét

P& sao chép d{t liéu clia 6 (hodc vung) trong bang tinh Excel vi nhiing thong s6 an dinh,

a. St dung thém hop thoai Paste Special trong menu Edit dé€ chon théng s6 an dinh

b. S& dung thém hop thoai Cell trong menu Format dé dinh dang nhimng thong sé an dinh
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c. Sao chép dit liéu dén 6 (hoac khoi 6) dén vi tri mdi roi sir dung hdp thoai Cell trong menu Format dé

dinh dang

d. Co thé thuc hién ca 3 céch trén, cach nao cling ding

Mu6n di chuyén dit liéu cta 6 (hoac khoi 6) trong bang tinh Excel ta

a. Chon 6 (hodc khéi 6) can di chuyén va nhan té hop phim Ctrl + C, sau dé dua con trd dén vi tri
can sao chép va nhan t6 hop phim Ctrl + V

b. *Con 6 (hoac khéi 6) can di chuyén va nhan t6 hgp phim Ctrl + X, sau d6 dua con tré dén vi tri
can sao chép va nhan t6 hop phim Ctrl + V

c. Ca hai cau a, b déu ding

d. Ca hai cau a, b déu sai

TG hgp phim Ctrl + 1 diing dé:

a. Tao khoang hé hang don cho trang bang tinh c. Tao khodng h& hang dup trang bang tinh

b. Tao khodng hd hang mot rudi cho trang bang tinh -~ d. M& hdp Format Cells

DE canh Ié phai mot 6 (hodc khoi 6) trong Excel ta chon 6 (hodc khoi 6) dé réi chon

a. Format > Cells > Aligment... c. Chon Page Setup, Margins, Right

b. Nhan t6 hop phim Ctrl+ R d. Nhan t6 hop phim Alt + Ctrl + R

DE canh gitra mot 6 (hodc khai 6) trong Excel ta chon & (hodc khdi 6) do rbi chon:

a. Nhan t6 hop phim Ctrl + E

b. Nhan phim Spacebar cho dén khi nao vao dén gitra thi thoi

c. Format > Cells > Aligment...

d. Tat cd déu sai

Trong Excel muén bat/ tat ché do in dam ta co thé:

a. Nhan t6 hgp phim Ctrl + B c. Nhan t6 hop phim Alt + B

b. Nhan t6 hop phim Ctrl + Shift + B d. Ca 2 cau a va ¢ déu dang

Trong Excel muén bat/ tat ché dé in nghiéng ta c6 thé chon:

a. Chon Format > Font, OK c. Ctrl + 1

b. Nhan t6 hop Alt + | d. Nhan t& hop phim Ctrl + Shift + |
Trong Excel muén bat/ tat ché dé gach dudi ta cé thé chon:

a. Nhan t6 hgp Ctrl + U c. Nhan t6 hgp Alt + U

b. Nhén t6 hop phim Ctrl + Shift + W d. Cau a va b ding

P& tao nén va mau sac trang tri cho & (hoac khoi 6) da chon, ban chon 6 (hoac khoi 8) can tao
nén va mau trang tri roi

a. Chon Format > Cells chon thé I&énh Patterns c. Chon Format > Cells chon thé Iénh Border

b. Chon Format > Cells chon thé 1énh Alignment d. Chon Format > Cells chon thé 1énh Protection

Cu phap Ham Vlookup(tri do, bang do, n, cach do) , phat bi€u nao dung:
a. n la cot bén phai cot chira ma do cla bang do. c.nla cot dau tién cla bang do
b. n 1a cot thit 2 clia bang do d. Ca a, b, c déu sai.
Trong Excel, d€ sao chép gia tri 1 6 hay ving dén vi tri khac ( khéng chép cong thurc), thao tac
thuc hién la:
a. chon 6 céjn chép, go CTRL+C, click chon 6 dén, goé CTRL+V
b. chon & can chép, chon Edit > copy, click chon 6 dén, chon Edit > paste
C. 2 cAu ava b déu ding
d. chon 6 can chép, chon Edit > copy, click chon 6 dén, chon Edit > paste special, chon value
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Bai 2
Tinh téan trong bang tinh

a. biéu kién tién quyét:
v Lam chu céac ki nang thao tac ca ban di chuyén con tré 6 trong bang tinh
v Thuc hién thanh thao ki nang quan Ii tap tin bang tinh.
v Lam chd ki nang lién quan 6, dong, cOt - cac thao tac nhap, x6a, sta, chép,
di chuyén d{t liéu, dinh dang dit liéu trén bang tinh

b. Muc tiéu
v Gidi thich va mé td duoc, phan biét dugc khai niém dia chi tuong doi, tuyét
d6i, hon hop trén bang tinh.
v M0 ta dugc quy trinh [ap cong thic va tinh téan cho bang tinh.
v M6 ta cu phap va van dung dugc cac ham téan hoc co ban dé tinh téan 1ap
bdng tinh theo yéu cau.

c. Noi dung

Pé tinh téan trong sheet, can nhap cong thic cho 6 cla c6t can tinh téan cho dong dau
tién, sau doé sao chép cong thiic nay cho cac dong con lai trong cot dé. DE thuc hién viéc
dé, khi nhap cong thic can nhap dia chi ch khong phai gia tri.

Excel nhan biét d{r liéu nhap vao la cong thic khi ki tu dau tién cla cong thic la dau =
1. Cac toan tur va do uu tién gilra cac toan tu. )

1.1 Céc toan tir (phép tinh) trong Excel: +, -, *, /, ~ (10y thUra), ndi chubi &,
Toéan tr so sanh : <, <=, >, >=, <> (khac nhau)

A E iZ D
1 trung tam tinhoc |CDSP
2 2 3 10 100
3
4 céng thire kétqua |phép tinh
5 =AZ2+B72 Sledng
6 =C2-A2 a\triy
7 =AFEZ £|nhan
2 =D2IAZ A0\ chia
9 =i_Z2»=B2 TRUE |== = =
10 =A18""&B1  |trunatdm |& ndi chudi
11 =B2"A2 Sy thira

1.2 PO uu tién gilra cac toan tu.
Khi s&r dung céac toan ti trong cong thic, Excel thuc hién tinh toan theo quy luat tu trai qua
phai va tinh toan véi cac toan tlr theo ché dd uu tién nhu sau:
D&u ngoac () 2 % > ~ (I4y thtra) = *, / (nh&n chia) >+,- (cOng/trl) > & 2 =, <, >, >=, <>
Cac loai dia chi :
Pia chi tuyét d6i (absolute address) : sé bi diéu chinh khi sao chép
Pia chi tuong doi (relative address) : khéng bi diéu chinh khi sao chép.
Dia chi hon hgp (mixed address) : thanh phan nao c6 dau $ bén trai khéng bi diéu chinh
khi sao chép.
Pia chi cla 1 Cell 1a s6 hiéu tuong Ung cla cOt hang.
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Vidu : Al ladia chi tuong d6i. (Cell cé ky hiéu c6t la A va so hiéu hang la 1)
$A$1 1a dia chi tuyét doi. (c6 dinh cOt A va dong 1)
A$1 la dia chi hon hgp. (co dinh dong 1)
$A1 la dja chi hén hgp. (c6 dinh cbt A)
Pé thay d6i cac loai dia chi :
AL -gd F4 - $A$1 —gd F4 - A$L ~gb F4 - $AL ~gd F4 - AL,

Cé 2 céch ghi dia chi :

Céch ghi dia chi trén 1a cach thuong dung nhat. Ngoai ra con cach ghi dia chi theo RmCn,
cach ghi dia chi nay Ung véi hang va cot déu la s6 hiéu ban phai vao menu Tools, chon
Option, chon General, danh ddu chon muc R1C1.

1.3 Pia chi tuong doi, tuyét déi va dia chi hén hop
Trong cong thic cé tham chi€u dén dia chi 6 hay viing, cac dia chi nay thuong la dia chi
tuong doéi. Khi sao chép cong thic co dia chi tuong doi, cac dia chi 6 trong cong thic cla 6
dich ciing dugc cap nhat va thay déi thanh céac dia chi tuong d6i khac.

Vidu: C1 - f[=A12B1] 2 - A =A2+m2
A | B C A | B | C

1 5 4 9] 1 5 1 9

3 3 T 2 3 ; Tl

Cong thirc tai 6 C1 1a =A1+B1, khi sao chép xudng 6 C2 thi céng thirc tai C2 la: =A2+B2
Coéng dung : S& dung dia chi tuong d6i, ta co thé tinh téan tu dong cho nhiéu dong chi can
nhap cong thic cho 6 dau tién clia dong dau tién can tinh téan sau d6 sao chép cong thic
do cho cac dong con lai.
Vi du 2: BE tinh téng diém cho 1&p (cho moi HS), Hay nhép bang tinh sau va thuc hién nhu
theo tung budc goi y nhu sau:
Budcl: tinh di€m T6ng cho HS tén Minh (dong 3):

click 6 E3, g6 dau =, click B3, gé dau +, click C3, g6 dau +, click D3 roi Enter
budc2: Sao chép cong thic nay cho cac dong con lai bang céach

A B C D E , — -

1 |BANG DIEM HOC SINH LOP 10 Tro chudt tal goc phal

— = - - p : = dwéi cua o E3, khi hién

2 | HOVATEN Téan Ly Hoa |Téng diém| . z o el

3 [Minh 8 3 9 20 gf ra}dau +th|cllckd’q|te_u

N déau + hodc click du +

4 |Giang 4 6 6 va kéo chudt dén goc

5 |Mai 4 4 5 47| phai dwei cia dong 5
6 |Lan o 3 3 Y
L]

Ta co két qua nhu sau

A |l B ]l c | D | E | F |
1 |BANG DIEM LOP 10A Excel tu déng
Z Tén Téan Li Héa Téng cap nhét dja chi
2 Minh A 3 g |20 —»#=B3+C3+D3 tuong ddi cho cac
4 |Giang 4 B E |16 —# =B4+C4+D4 dong con lai va
5 Mai 4 4 5 |13 —a =B5+C5+D5 tinh téan véi dia
6 |Lan g 3 3 |15 —n =B6+C6+D6 chi méi da cap
7 nhat
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J
*

lugt nhu hinh trén.

*

o
*

7/
L X4

dung dia chi tuyét doi bang cach cé dinh dia chi nhu sau:

Vi

Ti gia chuyé&n déi : 1 USD= 15550 VND (6 C1)

NEu tai B3 ta nhap cong thiic =C1 * A3 ta sé c6 két qua 77500 (ding). Nhung khi sao chép
cong thirc B3 cho cac 6 B4, B5, B6 ta sé c6 két qua nhu sau

click chon B3, tro
chudt vao goc phai
dw&i cua B3 sao cho
hién ra dau + thi click
ddi hoac click chudt
kéo dén hét bang
tinh

A | B C
1 |Tigid USD : 15500
2| USD | VND -
3 5| 77500 4=
4 10
5 15
& 20
7 25
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» Hay th(r click chubt vao cac 6 E4, E5, E6 sé thay cong thuc dugc Excel cap nhat lan

Hay th(r thay doéi gia tri cla B3 ( s6 8 thanh s6 5) sé thdy Tong sé tu dong thay déi.
Né&u mubén khéng thay d6i dia chi khi sao chép céng thiic dén 6 khac thi phai st

du: ta can tinh tién VND tuong Ung tién USD: VND= ti gia chuyén déi * USD

Cong thic tai B3 : =$C$1*A3 véi $C$1 la dia chi tuyét d6i nghia la khi sao chép cong thuc
B3 cho cac 6 B4, B5, B6, B7 dia chi nay sé gilt nguyén. Cach thuc hién:
click B3, gb = rbi click C1, gbé phim F4 dé chuyén sang dia chi tuyét d6i, goé *, click A3,
enter ta c6 ngay két qua la 77500 tai 6 B3. Tién hanh sao chép cho cac 6 con lai cla cot

B3> B7
A~ | B c Gia tri nay (C1) khéng thay d6i khi sao chép nén
_ — can an dinh cho dia chi C1 la dia chi tuyét doi
1 |Tigia TSy : 155040
2 | USD | VND T
- - xcel tw dbng
3 5| 77500 == SCS1°A3 cap nhat dia
4 10| 155000| € —— SCS$17°A4 <==F chidong A3
5 15| 232500 | == SCS1°A5 =-| dén A7,
6 20] 310000| €—— $C$1°A6 <- nhuwngCi
- khéng doi vi
7 25| 387500 «€—— SCS1°AT -}

Né&u mu6n khong thay déi dia chi khi sao chép cong thlc dén 6 khac thi phai s&rdung dia
chi tuyét doi bang cach cé dinh dia chi nhu sau:
Vi du ta cé bang tinh nhu sau:

A | B | ¢ A B C
1 |Giavang 1 Iwgng F 12500000 1 |Giavang 1 lwong 12500000
2 | Ngay |sélwong| Thanh tién 2 | Ngay |sélwong| Thanhtién
3 | 15/12i06 5/=B3*C1 3 | 15012106 5| 62500000
4 | 17112i06 19.-7"r 4 | 1712106 104y #VALUE!
5 | 20/12i06 276 5 | 20012106 %] 3750Q0000
;z i i
Thanh tién=so lweng * gia két qua sau khisaochépcho 2
vang 1 lwgng phia dwéi --> cho két qua sai
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Ban hay thir tré chudt vao cac 6 C4 va C5 sé thay lan lugt cong thlic nhu sau->sai

A E Z
1 |Gia vang 1 lwong 12500000 Dang ra trong cong
2 | Ngay [sélweng| Thanh tién thirc, & C1phal co
e mm = B3 1 €=~ dinh khong thay doi
3 | 1512106 5| 62500000 < B3*C1 khi ap dung cho
4 | 1712006 10 #VALUE! |<--=-B4'C2€= " 505 con lai
5 | 20M12/06 6| 375000000 ===~ B5"Cl g~

Céch khac phuc: click chon 6 C3, nhap lai =B3* >click C1, go Phim F4, enter

Vi du: Hay nhap cong thiic =A2, gé dau *, click 6 C1 r6i th&r gé phim F4 nhiéu lan va
quan sét su thay déi dia chi C1

F F F
=A2*C1l —F—»A2*$C3$1 »A2*C$1 »A2*$C1
Ghi nhé :ngay khi click dia chi C1, g6 phlm F4 chi ¢ tac dung doi véi dia chi C1.
Cong thirc nhap Go Cong thirc thanh Bia chi

=A2'C1 F4 =A2"$C$H1 Tuyét doi

=A2'5CH4 F4 =A2°'C$1 Tuyét doi theo dong

=A2'C%1 F4 =A2"$C1 Tuyét doi theo cot

=A2"$C1 F4 =A2"C1 Tuong doi

Cau hoi tu 6n tap ki€m tra kién thiic va
ki nang nhap, dinh dang, sao chép dir liéu, cong thic

1. Trong 1 bang tinh Excel, 6 A5 chia cong thirc: =A1*$C$1. Vay $C$1 1a

a. dia chi tuong dbi c. dia chi tuyét déi theo dong
b. dia chi tuyét ddi theo cot d. dia chi tuyét dbi
2. Khi tinh téan trén cac loai dir liéu, Excel sif dung cac téan tir ( phép tinh) nhu sau:
1. Dau ngoac () 2. % 3. 2 (IQy thlra) 4. *, [ (nhan chia)
5. +,- (cOng/tru) 6. & 7. =,<,>, >, <>

Th tu uu tién khi Excel tinh téan la

a.1,2,3,4,56,7 b.1,3,2,4,5,6,7 c.1,2,4,3,7,5,6 d.1,2,3,4,6,5,7
3. Trong 1 bang tinh Excel, 6 A1, A2, A3 lan luct chira s6 1, 2, 3. Cong thuc tai A4 la =A1&A2
sé cho két qua la

a. 12 b. 13 c.3 d. Excel bao 16i cti phap
4. Trong 1 bang tinh Excel, 6 A1, A2, A3 lan luct chira chir A, B, C. Cong thiic tai A4 l1a
=A1+A2 sé cho ket qua la

a. 12 b. 13 c.3 d. Excel bao 16i #VALUE
5. Trong 1 bang tinh Excel, 6 A1=A, A2= B va B1=1, B2=2. Céng thtic tai A4 la =A1+B1 sé
cho két qua la

a. A b. A1 c. 1A d. Excel béo 16i #VALUE
6. Trong 1 bang tinh Excel, 6 A1=A, A2= B va B1=1, B2=2. Céng thtic tai A4 la =A1&B1 sé
cho két qua la

a. A b. A1 c. 1A d. Excel bao 16i #VALUE
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7. Trong 1 bang tinh Excel, 6 A1=A, A2= B va B1=1, B2=2. Phat biéu nao sau day dung vé 2
Cong thuc (1)=A1&B1 va cong thuc (2): A1 + B1

a. cho két qua nhu nhau c. cho két qua khac nhau

b. (1) gay 16i, (2) khong gay 16i (kiéu d{ liéu) d. (2) gay 16i, (1) khong gay 16i (kiéu di liéu)
8. Trong 1 bang tinh Excel, 6 A2=3, A3= 4, B1=2. Cdng thtic tai B2 la =A2+$B1. Khi sao chép
cong thuc nay cho 6 B3. céng thiic ciia 6 B3 la

a. A3+B1 b. A3+$B2 c. A3+$B1 d. Excel bao 16i #VALUE
9. Trong 1 bang tinh Excel, 6 A2=3, A3=4, B1=2. Céng thuc tai B2 1a =A2+$B$1. Khi sao
chép cong thuc nay cho 6 B3. céng thuc cua 6 B3 la

a. A3+B1 b. A3+$B2 c. A3+$B$1 d. A3+B$2
10.Trong 1 bang tinh Excel, 6 A2=3, A3=4, B1=2. Cong thtc tai B2 lIa =A2+B$1=5. Khi sao
chép cong thuc tai B2 cho 6 B3. Két qua 6 B3 Ia

a.6 b.9 c.7 d. tri khac
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Bai tap 5
Nhép'bgng tinh va dinh dang nhu mau sau va luu véi tén NHANVIEN.XLS vao thu muc D:\
A E . I E F &)
1| HO VATEN |CHUCVU| LCB |NGAY CONG|LUONG |TAM UNG [CON LAT
2 |Nguyén Vin Nhin TP 1800 25
3 |Triin Vin Xoai PP 1600 24
4 |Mai Thi So'ri KT 1500 23
5 [Trdn Minh Cdc NV 1300 24
& |Lé Hoai Mit KT 1800 25
7 |L¥ Mit Udt NV 1500 27
8 TONG CONG

1. Tinh LUONG = LCB x NGAY CONG
Huéng dan: Click 6 E2, nhap dau=, click C2, gé phim *, click D2, enter réi tién hanh sao
chép cong thirc cho cac 6 con lai = cach click E2, trd chult tai géc phai dudi cho dén khi
hién dau thap den, click doéi hay click kéo xuéng dén 6 E7

2. Tinh TAM UNG = 2/3 luong ( phai hiu la LUONG x 2/3)
Huédng dan: Click F2, gé =, click E2, g6 **/3 va enter rdi sao chép xudng cho cac 6 F2:F6

3. tinh CON LAI = LUONG - TAM UNG

Huéng dan: Click E2, gé dau =, click E2, g6 déu trir-, click F2 roi Enter va sao chép cho céac 6
phia dudi tir G3 dén G6.

4. tinh Téng cac cot NGAY CONG, LUONG, TAM UNG, CON LAl

Hudng dan : click D8, click nut SUM window Help  PDF Creat
Sé hién ra =SUM(D2:D7) Wirr” click nut SUM

5 . 5 s —
ban goé Enter dé chap nhan ving tinh téng cua Excel

5. Dinh dang céac cét luong, tam Ung, con lai c6 1 s6 1é thap phén
Hudng dan : Té vuing E2:F7, click nit ting giam so so6 |é thap phan trén thanh céng cu

6. Chén thém cOt STT bén trai c6t Ho va tén roi dién sé thit tu tu ddng cho cot nay
(Xem ki néng dién s0 th(r tu trang 38)
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Bai tap 6
A | B |c|p|B|F|G|H| 1 | 1 K
1 BANG THONG KE HANG XUAT
Ti gia USD| 15500
S6 lrong cac ngay
| =5 5 S |5 | 5 | 5 | Thanh | Thanh
TEN HANG Bﬁjﬂsg;‘“ E E E ,E_ E % tién tién Ty 1& %
&= | & | | & & | & | (USD) (VND)
f=2] f=2] f=2] f=2] f=2 ] f=2]
4 = = = = = =
5 |cam 10 2 3 3[ 5 5 8| 7 ? 7
& |MIT 8 5 6 6 B 8 8
7 [x0Al 12 7 7| 10| 30| 20| 40
2 [MANG CyT 7| 10| 10| 12| 15| 12| 18
g lauiT 11| 10| 10| 10| 20| 30| 45
10 TONG CONG |7 ? 7
11
12 [1. Thanh tién USD= téng c¢ac ngay ban* dorn gia USD
13 |2. Thanh tién VNB=Thanh tién USD * ti gia USD
14 3. Tinh Téng cdéng cac ¢ét Thanh tién USD, Thanh tién VNP : 6 110, J10
15 |4. Tinh Ti & %: thanh tiéniténg céng réi dinh dang di¥ lidu cét nay dang %

Hudng dan :

1. Tinh Thanh Tién USD: Click 15, gé dau =, gé SUM(, click C2 t6 viing kéo qua H2, go
dau ngoac ), go dau *, click B5 va enter. Sao chép cong thlc nay cho cac 0 16:110

2. Tinh Thanh Tién VND: Click J5, g6 dau =, click 15 gé dau *, click J2 rbi phim F4 (d€ c6
dinh dia chi J25), va enter. Sao chép cong thic nay cho cac 6 J6:J1

3. Tinh Téng thanh tién: Click 6 110, click ndt SUM @J trén thanh cong cu. S&
hién ra =SUM(I5:19). G enter dé ch&p nhan tinh tdng. Sao chép cong thic 6 nay qua

bén phai
Baitap 7
A| B | ¢ | b | 8 | F | ¢ H I ]
1 BANG KE HANG NHAP
2 Binh mirc % 4.25 Binh mic chuyén ché 1.12
3 | CTI¥ | Dién giai Pon gia | S6 lwong | Trigia | Thué | CwécCChé | Téng céng
4 |B50 |Ban gb 25000 40
5 |B51 |Ban sat 23000 25
6 |B52 |Ban Formica 21000 23
7 |B9%3 [Ban vitinh 12000 21
2 |B54 |Ban ghé dwa 25000 24
9 |BS5 |Ta kiéng 30000 25
10 (B56 |Ném mouse 25000 15
11 Téng cing| 7 ? ? ?
12
13 1. Tri gia = sé Ilwong * don gia
14 |2. Thué = tri gia * dinh mirc % (6 D2)  (s(r dung dia chi tuyét déi)
15 |3. Cwéc Cché = Tri gia * dinh mirc chuyén ché (6 H2)  nhé chuyén sang dia chl tuyst i & D2 va H2
16 |4. Hay thir diéu chinh gia tri tai ¢cac 6 D2 va H12 cac gia tri trong ¢dt Thué va cwéc CChé sé thay doi
17 |5. Chén c6t STT bén trai cot CTU, dién sé thir tw tw déng cho cét nay
18 |6. Tinh Téng tai cac 6 cé dau ? (0 D11, F11, G11, H11)
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GiGi thiéu ham
Ki ndng st dung ham trong Excel

1. Gi6i thiéu cac ham téan hoc va cac ham tinh téan don gian

P& hé trg ngudi dung tinh téan nhanh trén bang tinh, Excel cung cap san 1 s6 cong thuc,
thd tuc dac biét dé tinh nhanh. Ngudi dung chi can nhap tén tha tuc kém 1 vai tham so
theo yéu cau thi sé co két qua ngay. Tha tuc dé goi la ham. C6 nhiéu loai ham trong Excel,
trong gido trinh nay cac ban sé lam quen 1 s6 ham thtrong dung nhu sau

Gia sUrta c6é bang tinh sau:

A E Z I
1 5 -0 50| 4545.455
2 0 12 45|123XYZ
3 10 2|ABC
4 20 TIN HOC

Vi du Thay vi tinh tng viing A1:A4 bang cong thiic : =A1+ A2 +A3+ A4 khi enter ta dugc 41
Taco tpé’ sur dupg h§1m SUM theo cu phép sau : =SUM(A1:A4)=41
Dang tdng quat cua mot ham :
=Tén ham(Paoi s6 1, Pdi sb 2, ..., DG6i s6 n)
Tén ham : sUr dung cac tén theo tén goi quy udc cua Excel.
D0Gi s6 : ¢ thé la tri s6, chubi, dia chi 6, tén khdi, cong thirc, ham khac...

Luuy:

X3

S

Ham phai dugc bat dau bai dau =.

Tén ham khdng phan biét chit hoa ch{r thudng, khéng dugc viét tat.

D6i s phai dugc dat trong dau ().

Khi st dung cac doi s lam ham thi khong nhap dau = trudc no.

khong dugc c6 khodng trang trong khi s&r dung ham.

Phan cach gilra cac déi sé thuong la dau phdy “” (mac nhién trong List Separator cula
International 1a dau phady va phan cach phan ngan, phan thap phan theo ki€u MY).

Ban nhd rang khi ban thay d6i phan cach phan ngan, phan thap phan theo ki€u Phap thi ddu phan
cach d6i s6 ban phai st dung la déu cham phdy “" (mdc du ban khong dinh lai trong hop List
Separator Excel sé tu déng chuyén khi ban khéi déng Excel. Boi véi trudng hop nay khi ban vao
Excel s& gap thong bao dudi day trudc khi vao Excel.

Dé de dang tiép can cong dung cac ham, Ban hay nhap bang tinh sau vao sheetl dé€ lam
d{r liéu thir cac ham

3

*

X3

8

X3

S

X3

8

X3

6

A B C D
1 5 -6 50| 1545.4545
2 6 12 45|300nam
3 10 2 55
4 20|trung tam TIN HOC
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Ham AB'S  CHOKET QUA LA 1 S6 DUONG ( TRT SG TUYET D01 A GLA TRT TRONG NGOAC)

cli phép ABS(biéu thirec)  Hay nhap lai céng thire sau dé lam quen ham ABS
Vi DU =ABS(-5) 5 Trj tuyét déi cua -5

= 2¢ABS(Ad) ——— 22

=ABS(B1*2) ———— 12

=ABS(D2) —— #VALUE! vi D2 chira dit liéu kiéu chudi

Ham SORT  Tinh cin bac 2 cua biéu thirc trong ngoéc

SQRT(biéu thurc)
=SQRT(9) > 3
=SQRT(A4+A1) > 5
Hay thuc tap st dung ham SQRT dé lay can béac 2 cla
A1*B3 ?
C1/B3 ?
(C1-B2)2 2

Ham INIT  CHO KET QUA LA PHAN NGUYEN CUA GIA TRI TRONG NGOAC
Cu phap INT(biéu thirc)

vi du ta lay 45/2=22.5 nhwng ta muén lay phan nguyén 22 bo phan lé

ta st dung ham INT(45/2)=22

Vi DU
=INT(-3.2) — 4
=INT(3.2) — 3
=ZINT(A1/B3) — 2
=INT(C3) — 5
=INT(D2) — " #VALUE! vi D2 Ia 1 chudi

Hay thuwec tap st dung ham INT dé lay phan nguyén cac biéu th
phan nguyén cua D1
phéan nguyén caa D1*B3
phan nguyén cua C2/A2
phan nguyén cua C3*B3
phan nguyén cua (B1+B2+B3)/A1

Ham MAR Y CHO KET QUA LA gi4 tri 16n nhat trong danh sach
caphap =MAX(danhsach)

Urc sau

Céng thirc Két qua Y nghia |
=MAX(1,5,9) — 9| Giatrilon nhatcta3s61,5 919
=MAX(A1,B2,C1) —— 50| Giatrilon nhéat cha 3 s6 tai 6 A1, B2, C11a5
=MAX(A1:A4) —T 20| Giatrilon nhat trong ving A1:A4 [a 20
=MAX(A1:A4,C1:C3)|—> 50| Gia tri Ion nhét trong ving A1:A4 ¥a C1:C3 |
=MAX(B1:B4) —1— 12| bo qua dir liéu kiéu chudi
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Céng thiree can nhap  Hay thuwe tap str dung ham MAX dé lay

Gia tri lo'n nhat trong vung A1:A4

Gia tri loon nhat trong vung A1:B3
Gia tri lo'n nhat trong vung B1:C3
Gia tri lo'n nhat trong vung A1:A3 va C1:C3

Gia tri loon nhat trong vung C1:C4

Gia tri lo'n nhat trong vung A1:D3
Gia tri lo'n nhat trong vung B1:B4 va D1:D4

Ham naINT Cho két qua 1a gid tri nhé nhét trong danh sach

cu phi =MIN(danhsach) Danh sach co thé la cac gia tri roi rac hay 1 va nhiéu vung

Cong thirc Két qua Y nghia
=MIN(1,5,9) — 1 S6 nhoé nhatcua1,5va9la1
=MIN(A1,B2,C1) — 5 S6 nhé nhat tai C1, A1 va B1
=MIN(A1:A4) — 5 S6 nho nhat tai ving A1:A4
=MIN(A1:A4,C1:C3) 5 $6 nho nhat tai ving A1:Adva C1:C3
=MIN(B1:B4) ——| -6 Excel bo qua di¥ liéu kiéu chudi

Céng thirc can nhap

Hay thuwc tap sir dung ham MIN dé lay

Gia tri nho nhat trong vung A1:A4

Gia tri nho nhat trong vung A1:B3

Gia tri nho nhat trong vung B1:C3

Gia tri nho nhat trong vung A1:A3 va C1:C3

Gia tri nho nhat trong vung C1:C4
Gia tri nho nhat trong vung A1:D3
Gia tri nho nhat trong vung B1:B4 va D1:D4

Ham MO CHO KET QUA LA 56 DU CUA PHEP CHIA X cho Y
«aphip MOD(X,Y) X goi la sO bi chia, Y la s6 chia

Vidy Cong thurc Két qua Y nghia
=MOD(10,3) — 1 Phan du clia 10 chia cho 3 1a 1
=MOD(A4,3) — 0 Phan dw clia 6 tai Ad chia cho 3130
=MOD(C2,3) — 0 Phan du clia 6 tai C2 chia cho 3120
=MOD(MAX(B1:B3).5) 2 Phan dw clia $6 tlon nhét ving B1:B3 chia cho 5122

=MOD(A3,"§") — 0

=MOD(D2,3) — #VALUE! |viD2la1 chuoi

=MOD(A2/B2) —| Excel bao loi vi nhap sai cu phap

=MOD(C2,84) —| #VALUE! vi B4 1a 1 chuoi
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Codng thurc nhap

Héy lam quen ham MOD dé lay

Phan dw cua phép chia 10 va 3

Phan dw cua phép chia A4 va 3

Phan dw cua phép chiaC2 va 3

Phan dw cua phép chiaD2 va 3

Phan dw cua phép chia 10 va 3

Phan dw cua phép chia C2 va B4

phan dw cua A2 véi B3
phéan du cua C2 véi A1
phan duw caa A3/ 2

phéan duw cua A2/3

phéan duw cua A4/A1

phan duw cua (A1+ A2+A3)/3

Bai tap ung dung ham INT va ham MOD
Vi du 1: khach hang thué phong 6 khach san 22 ngay. Hdi Khach ¢ may tuan? May ngay

1é

22 ngay tuong duong 22/7= 3,1 tuan
chinh xac la 3 tuan = cach 1ay phan nguyén cla phép chia =INT(22/7)=3
sO ngay thué khach sang la s6 ngay & 1a 1 1a phan du cla phép chia 22 cho 7

A E _ I E B o
1 Tén Ngiydén | Ngaydi |[S6 ngayd| S6tudind |S6 nghylé| Tién phai tra
2 |Hoa 15/05/2002| 25/05/2002
3 [¥ai 16/05/ 2002 06/06/ 2002
4 |31 18/05/ 2002 270642002
5 |Hodng 2040542002 ( 13/06/2002
& |Trac 210520021 07062002
7 |¥én 23/05/2002( 15/06/2002
8
9 |Sé ngay &= ngay di-ngay dén tién & tuan 500(USD)
10 tién & ngay 100|(USD)
11 . . . o . )
12 |Tien phai tra=tien ¢ tuan*so tuan & +tién & ngay*so ngay lé

S6 ngay G sau khi tinh nhé chuyén vé dinh dang general dé€ hién thi s6 nguyén
(Chon vung D2:D7, chon Format > cells, chon number, chon general )

S6 ngay 1& =phan du cla (sO ngay 36/7)
S6 tuan &=phan nguyén(so ngay &/7)
SU dung dia chi tuyét doi cho gia tién & tuan va gia tién & ngay =E2*$F$9+F2*$F$10

56

Phan dw cua phép chia Max cua khéi 6 B1:B3 va 5
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Vi du 2: Hay dién cong thic tinh s két nguyén va s6 chai |é, thanh tién khi biét sO chai tiéu thu

A E o I E

1 Ponvi |Sé chaitiéuthu| sé két day | sé chailé | Thanh tién
2 | Lérp TIN29 32

3 [Lép TINIO 60

4 [Lép TING1 25

5 [Lép TINS2 80

&

7 Gia tién (doéng) Mot két nguyén cd 24 chai bia
2 |két nguyén 85000

9 |chailé 9000

10 | Thanh tién= sd két * gia két nguyén + sé chai 1& * gia chai 1&

11 |cong thire tai B2: =C2*$B$8+D2°$B$9  dung dia chi tuyst ddi
Vidu 3  1thang sira hép nguyén co6 24 hop

Khach hang S6 hop tiéu thu sé thung sd hoplé | Thanhtién
Hdéang Ha 35 ? ? ?
Binh Khai 45
Minh Thanh 28
Minh Phwong 50
Gia tién (dong) Tinh Sé thung, sé hop |é va thanh tién

Gia 1 thang 160000
Gia 1 hap 7500

Thanh tién=s6 thung x gia 1 thung + sé hop Ié * gia 1 hép

Ham SUM  cho két qud 12 tong céc biéu thic liét ké trong danh sach
cli phap SUM(danh sach)

Cang thirc Két qua Y nghia hoéc biéu thikc twong dwong
=SUM(A1A2A3) ——— 21 tuong (rng cong thire =A1+A2+A3 HOAC =SUM(A1:A3)
=SUM(A1+A2+A3) — 21 mac du sai tham sd, EXCEL 2003 van thwe hién tinh tong
=SUM(B2:B4) 14 Excel bo qua 6 B4 rong, tong 1 viing
=SUM(5+6-2) 9 mic du sai ¢l phap, EXCEL 2003 van thue hién tinh tong
=SUM(A1:A4,B1.B3) ———— 49 Tinhténg 2 vung réi rac
=SUM(B2,C2D2) —— 57 Excel bd qua 6 D2 chira gid tri kiéu chudi

w -
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Vi du 1 LCB| 350000
Tén Hé sé lwong| Lwong Phu cap [Thanh tién
MINH 2.35 100000 | ?
DANH 25 100000
LINH 2.9 100000
GIANG 3.1 100000
HANH 3.3 100000
PHONG 3.9 100000
Téng céng ? ? ?
1) Tinh LWFO'NG = Hé s6 lwong “LCB ( dia chi tuyét déi)
2) THANHTIEN = LWONG + PHU CAP (dung ham SUM)
3) Tinh Téng & cac 6 cé6 dau ? (dung ham SUM)

Ham AV/ERAGE CHOKET QUA LA TRUNG BINH CONG CAC GIA TRI TRONG NGOAC, TRONG VUNG
¢t phap AVERAGE(danh sach)

Céng thure Két qua
=AVERAGE(A1,A2,A3) — 7
=AVERAGE(A1+A2+A3 21

=AVERAGE(B2:B4) — 26666667

=AVERAGE(5+6-2) —
=AVERAGE(5,6,-2) —
=AVERAGE(B2,C2,D2)
=AVERAGE(A2:D2)
=AVERAGE(A1:A3,B3:B4)
=AVERAGE(B4) i
=AVERAGE(A4:B4)
=AVERAGE(A1)
=AVERAGE(A1,A2,B3.9)

9

3

285

21
5.75
#DIVI0!
20

5
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Y nghia hoic biéu thirc twong dwong
twong (g cong thire =(A1+A2+A3)i3 HAY =AVERAGE(SUM(A1:A3)/3)
sai tham s6, EXCEL 2003 van thuc hién tinh trung binh céng
Excel Xem 6 B4 rong =0 twong dwong (B2+B3+0)/3
mic du sai tham sé, EXCEL 2003 van thwe hién tinhTB céng
twong wng céng thore =(5+6-2)i3
Excel bé qua 6 D2 chira gia tri kieu chudi twong dwong (B2+C2)I2
Excel bo qua 6 D2 chira gia trj kiéu chudi twong dwong (A2+B2+C2)I3
twong duong =(A1+A2+A3+B3+B4)5
chiacho zero
Excel bé qua 6 B4 1a 6 rong
=A11
=(A1+A2+B3+9)/4

Phan thuc tap sir dung ham Average
Yéu cau van dung tinh téan

Cong thirc nhap

tinh trung binh céng vung A1: A3

tinh trung binh céng vung A1:A3 vavung B1:B3

tinh trung binh céng vung A1:A4

tinh trung binh céng 3 6 A1, A2, A3, lam tron 1 sé 1é

tinh trung binh céng 3 6 B1, B2, B3

tinh trung binh céng 3 6 C1, C2, C3

Hay nhap va lam quen van dung ham MAX, MIN, SUM, Average trong cac vi du sau
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ViDU 1 UNG DUNG HAM Average, MAX, MIN
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vidu?2

HOQ TEN VAN TOAN LY HOA BTB
Mai Hoa 4 7 7 6 ?
Tran Khanh 6 7 9 5
Lwong Minh 9 T 8 9
Lam Linh 5 9 8 8

Lén nhat|? ? 2 7

Nhé nhat|? ? ? 7

1) Nhap céng thure tinh trung binh 4 mén Van, Téan, Ly, Héa
2) Hién thj di¥ lidu trong c6t DTB khéng thay sé lé (click nut tang giam sé s6 lé trén thanh céng cu)
3) Dung ham MAX,MIN tinh diém I&n nhat, nhé nhat 4 mén

ta c6 bang tinh sau

Tén

THCB

LTC HDH DTB

Dinh Khai

Binh Huan

Dinh Thai

BPinh Van

DPinh Long

=l [0 |00|WwW| =~

Binh Phong

(| WD | &

W|a|o|~|~N|~

5

1) tinh trung binh ¢éng cta 3 mén THCB, LTC, HPH (dung ham Average)
2) Hién thi d(¥ liéu trong c6t DTB 1 sé Ié (click nat tang giam s6 sé |é trén thanh céng cu)

vidu3 ta c6 bang tinh sau
anh 55 9 8 ?
binh 6.5 5 9
dung 75 7 4
thanh 85 8 5
lan 9 9 9
khanh T 5 5

cu phap

Cong thirc
=ROUND(D1,3) |
=ROUND(D1.2) |
=ROUND(D1,1)
=ROUND(D1,0) |
=ROUND(DA,1)
=ROUND(D1,2)

8
9
10
11

Cong thirc G2:

1) Tinh trung binh 3 mén biét Van hé s6 3, sir hé s6 2, Diahé s6 1
( c6 thé dung hodc khéng ding ham Average)
2) Hién thj di¥ liéu trong c6t DTB thay cé 1 sé |é (click nat tang giam s6 sé 1é trén thanh céng cu)

Ham BOUND CHO KET QUA LA GIA TRI BUGC LAM TRON DEN VI TRI THU n
ROUND(Biéu thirc s6,n)

theo nguyén tac, sé phia trwéc sé tang 1 néu sé bo dilas tré lén

n>0: lam trén phan |é thap phan

n=0: lam trén hang don vi phan nguyén

Ghi chir

n<0 : lam trén phan nguyén tir hang chuc

Két qua
4545.455
4545.46
4545.5
4545
4550
4500

Y nghia
Lam tron s6 tai 6 D1, véi 3so 1@
Lam tron s6 tai 6 D1, voi 2 s6 18
Lam tron so6 tai 6 D1, voi1 so 18
Lam trén s6 tai 6 D1, khéng c6 s6 |é {lam trén hang don vi phan nguyén)
Lam trén phan nguyén hang chuc sé tai 6 D1
Lam tron s6 tai 6 D1, hang chuc phan nguyén

Nhip eéng thire tinh trung binh 4 mén Vin, Téan, Ly, Héa, va lam trén 1 s6 lé
Ding ham MAX, MIN tinh diém I&n nhit, nhé nhat 4 mén
=ROUND{AVERAGE(C2:F2),1)

Phan s6 |é thap phan 2 da lam trén (s6 khéng) do tac dung ham round
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Hay giai thich y nghia cta cac cong thirc sau day

ving A1:A4, Iam tron 1 s6 lé
ving A1:A4, lam tron 2 sé lé
viing C1:C4, lam tron 1 sé lé
viing C1:C4, lam tron 2 s6 lé
viing A1:B4, lam tron phan nguyén hang chuc

vung B1:C4, lam tron khéngco so 1é (hang don vi phan nguyén)
(Tong cua ving B1:B3 va ving €1:C2)/3, lam tron 2 s6 lé

.-:_1:4" -
i

Trung binh céng cua ving A1:A3, lam tron 1 sé |é

va thir nhap lai cong thuc dé kiem tra két qua

Céng thire

Y nghia cdng thirc

=ROUND(A1*C3.,2)

=ROUND(A1*C3,0)

=ROUND(A1*C3,1)

=ROUND(C313,1)

=ROUND(D113,1)

=ROUND{AVERAGE(C1:C3),1)

vidu 1

ta c6 bang tinh sau

TEN

VAN

TOAN

bTB

Dinh Huan

4

7

Thanh Thi

Hoéang Long

Minh Tri

Dang Quan

(| O 3D

B O]~

~l|[@0 |00~

Dinh Thai

5

3

5

vidu2

ta co6 bang tinh sau

Quoc Tuan 55 9 8
Minh Tri 6.5 5 9
BDinh Thai 75 7 4
Dinh Khai 85 8 5
Minh Thanh 9 9 9
Minh Phwong 7 5 5

1) tinh trung binh c¢éng cla 3 mén Van, Toan, Ly valamtrén 1 sé |é
2) Dién so6 thi tw tw déng cho c6t STT

tinh trung binh 3 mén biét Van hé s6 3, sr hé s6 2, Diahé sé 1, lamtron 1sé Ié
( c6 thé dung hoac khéng dung ham Average)
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Vidu3 LCB | 350000
Tén Hé so6 Lwong Phu cap |Thue linh
MINH 2.35 ?
DANH 3.2
LINH 35
GIANG 3.39
HANH 28
PHONG 26
Téng cong|? ? ?
1) LWONG = hé s6 “LCB lam tron 1 s6 1é
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2) Phu cip = Luong * 10% lam tron 1 s6 |é
3) Thwe linh = LWONG + PHU CAP
4) Hién thi di¥ liéu 3 ¢6t Lwong, Phu cap, Thue Iinh 1 56 1@ va co ki hiéu tiénté "VND" cudi con so6

DAP AN BAI TAP 1 SAU KHI HOAN THANH

A | B | ¢ | o | E | F | & | v | 1
| Baitap1 BANG DIEM TIN HOC LOP TIN33
2 | Trén Mi Dung 5 3 65 25| ||Hwéng dan chén thém2
3 |PhamHoéang  |Thién 75 6.5 6 35| |dong
4 |L& Thi Mi Vin 8 5 6.5 5| | Click chudt Té chon
5 |Trin Dirc Quin 55 35 7 35| [ dong2va3, Click phai
6 Lim Phong 45 5 45 65| |4ong2hogc 1, chon
7 Phan Diing § 55 5 55 |Insert
g
[ 5 |1) Hay chén thém 2 dong dé nhap tiéu dé cho bang tinh
10| 2) chén thém cot STT bén trai cot HO, dién s6 thir tw tw dong cho cot STT
1] 3) Dung Ham Average tinh trung binh céng cho ¢4t DTB cho 3 mén WIN, WORD va EXCEL
12|4) B sung céng thire ¢t DTB bang céch thém ham ROUND dé lam tron 1 sé 18
13 |5) K& khung cho bang tinh nhw bang tinh méu
14 6) Binh dang di¥ liéu cac cgt WIN, WORD, EXCEL, DTB c6 1 56 16 thap phan

A | B | ¢ | b E | F | @ H |
1 Bai tap1 BANG DIEM TIN HOC LOP TIN33
2 sTT Ho I6t Tén L Thipe hanh pTB
3 Thuyét |'THCB |WORD |EXCEL
4 1 |Tran Mi Dung 5.0 3.0 6.5 25 4.3
5| 2 |PhamHséang Thién 75 6.5 6.0 35 59
6| 3 |[L&ThiMi Van 8.0 5.0 6.5 5.0 6.1
7 4 |Tran Bire Quan 55 35 7.0 35 49
8 5 |Lam Phong 45 5.0 45 6.5 5.1
5| 6 |Phan Diing 6.0 55 5.0 55 55
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Cau hoi tu ki€m tra ki€n thuc

1. O E1 chira cong thirc =A1+$B$1+C$1. Khi sao chép cong thirc E1 cho 6 E2 thi 6 E2 sé chira
cong thuec :
a. =A1+$B$1+C$1 b. =A2+$B$1+C$1 c. =A2+$B$1+D$1 d. =A2+$B$3+D$2

2. Trong bang tinh Excel, d€ lam tron phép tinh trung binh cong cla 3 6 d{t liéu A1, A2, A3 véi 1 chir
sO thap phan ta dung ham:

a. = ROUND((A1+A2+A3)/3,1) b. =ROUND(Average(A1:A3),1)
c. =lROUND((A1+A2+A3),1)/3 d. Ca 2 cau a va b déu ding
Gid st c6 bang tinh sau
A B (03 D E F
1 [ MAasv Tén SV Tboan Van DTB XLoai
2 | K99-AV01 Xuén 5 6
3 | K99-AV02 Hai 5 5
4 | K98-AV1l Thu 7 5
5 | K97-THO1 Diing 8 2
6 | K97-TH23 Nam 9 2
7 | K98-TH10 Trung 8 2

Cau 1: Bi€u thirc =INT((C2+D2)/2) cho két qua:
Cau 2: Bi€u thirc =MOD(C4,2) cho két qua:

Cau 3: Cong thic tinh BTB vdi toan hé s6 2, van hé s 1 va ldy 1 so 1é thap phan la:
a. Round((C2*2+$D$2) / 3,1) c. Round(average(C2*2+D2) / 3,1)
b. Round(average(C2,C2,D2),1) d. Ca 3 déu sai
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Bai 3
Ham Logic AND, OR va ham IF

a. Piéu kién tién quyét:

v Lam chu céc ki nang thao tac co ban di chuyén con tré 6 trong bang tinh
v Thuc hién thanh thao ki ndng Iap ham tinh téan coban va sao chép két qua
v M6 ta y dugc nghia tac dung va cu phap cla cac ham Average, Sum, Int, Mod, Round

va van dung dugc dé giai quyét cac toan thuc té.
v Md tad dugc mét s6 16i thudng gap khi st dung cac ham trong Excel dac biét ham
MOD, Round.
b. Muc tiéu
v Gidi thich va mo ta dugc, phan biét dugc y nghia va ca ché hoat ddng clia ham logic,
ham AND, OR . Van dung t6t ham IF.
v Néu dugc mot s6 16i thudng gap khi st dung cac ham logic va ham IF.

c. NOi dung

1. Thé nao la ham logic, biéu thic logic ?
Ham logic la ham trd vé 1 trong 2 gié tri : TRUE (dlng) hoac FALSE (sai)
Bi€u thirc logic la bi€u thitrc gdbm 2 vé& ngan cach nhau béi téan tlr so sanh hodc ham
logic va két qud trd vé 1a 1 trong 2 gia tri: TRUE (diing) hodc FALSE (sai)
Cac toéan tir so sanh

= bang nhau
<> khac nhau
> I&n hon

>=  LGn hon hodc bang
< Nhd hén
<= Nho hon hoac bang
Vi du: Ban hdy nhap bang dit liéu saudé thuc tap lam quen céac biéu thic logic

A B C ) E| F G
1 10 3|ABC 1|A
2 5 7 5|7A5 2B
3 10 30 12 3|C
4 20 4 D
5 5 E

Ban hay thuc tdp nhép cac cong thiic bén trai dé€ kiém dinh két qua |a TRUE hay FALSE

=10=10 ____, TRUE déy 1a phat higu dung

tri trd w& cla higu thire logic nay 13 TRUE
=10>100 . FALSE day |14 phat biéu_ sai

tri trd w& ciia higu thire logic nay 1& FALSE
=A1=100 _ ., TRUE Tay 14 hidu thire logic

Né.u gia tri tai 6 A10 1a 10 thi tri trd v& cla
higu thirc logic nay la TRLUE
=MOD(A1,2)=0— TRUE A1 co phaila sd chin khang?

=A3&B3=1030——» FALSE MEi 2 6 A3 va B3 ca bing sA 10307

=SUM(A1:A2)=SUM(A2:A3)— TRUE Téng vwing A1:A2 cd bing

Téng wing A2A37
=MAX(A1:A3)=MIN(B2:B4) ———» FALSE S8 1&n nhat trong wing A1 A3

ct bing s8 1¢n nhat trong vong B2:B47
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HV thuc tap nhap va du déan két qua cla cac biéu thic logic sau
=MOD(A1,C3)=MIN(C1:C3)

=SUM(A2:C2)=SUM(C2:C3)

=A1>=A2

Ban hay thuc tdp nhap lai cac bi€u thirc c6 ham AND sau dé kiém dinh két qua TRUE hay
FALSE (lam quen lam AND ( va)
HAM S ; . S
And  Travé gidtr 12 False néucd 1 bidu thirc con trong ham 6 gid tr 1 False
caphap =AND(btLogici, btLogic2,...)
CHO KET QUA LA TRUE KHI CAC BIEU THUC TRONG DAU NGOAC DEU O GIA TRI TRUE
hodc chi can c6 1 biéu thirc con trong ham AND cé gia tri FALSE thi ham AND cho gia tri FALSE (sai)

=AND(A2>A3,A2<B2) » FALSE A2IénhonA3 va A2nhd hon B2
pida
False

=AND(F2>F1,F2<F3) »  TRUE F2célénhonF1vaF2conhd honF3
% v

True True

=AND(A1>=A3,A1<B3) » TRUE A1c¢élénhonva=A3vaAlcénhdhonB3
S

Tru True

=AND(F1<F5,F1>F3,MOD(A1,2)=0)— FALSE F1conhéhonF5vaF1célénhonF3va
-¥ ¥

True False 6 10 ¢6 phai la s6 chan?

Ban hay thuc tap nhap lai cac bi€u thic c6 ham OR sau dé€ kiém dinh két qud TRUE hay
FALSE (lam quen lam OR( hoac)

™ OF Tr4 v g4 1 1A TRUE néu c6 1 biku thirc con trong ham c6 gié tr 13 TRUE

ciuphap =OR(btLogic1, btLogic2,...)
CHO KET QUA LA TRUE KHI chi ¢dn ¢o 1 BIEU THUC TRONG DAU NGOAC CO GIA TRI TRUE
=OR(A1<B3 A2>A4) — TRUE

True khéng can xét biéu thirc logic 2

=OR(SUM(F1:F3)>=MAX(F1:F5),F1=MIN(F1:F5)) — TRUE

v . .
True khéng can xét biéu thure logic 2
=OR(MOD(3,2)=0.G1&G2="BA") » FALSE
v v

False False
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[ | z .
Tim hiéu ham W
Céng thire ham IF = |F( Biéu thic diéu kién, tri dung, tri sai)
Nhdn xet:
a)  Vé hinh thirc, can nhé' Ham IF gom 3 tham s6, 2 dau phay, néu thiéu hoac duw thira
thi EXCEL s& bdo 16i
b)  Biéuthirc diéu kién la 1 biéu thive logic gébm 2 vé ngan cach nhau béi mét trong cac toan tlr sau :
= >,<,<=,>= hoacla1ham logic AND hoac OR
e) Giatridung va Gia Tri Sai cé thé hodcla1 con s, hodc 1a 1 chudi hodc la 1 ham khac cla EXCEL
ké ca cothé la1 ham IF nira
d)  HamF cho két qua la Gia tri dung néu biéu thirc diéu kién la dung, ngwoc lai sé |a Gia tri sai
A B C D E B G H
vV 1 Tén PTB  |Hanh kiem| Xép loai | Kétqua |HocBdng 3 loai
2 |Minh 95 A |7 ? ? '
3 |Lan 4.0 B
4 |Hung 6.5 Cc
5 |Phwong 8.0 A
.6 |resn luyedn :
7 |1. Nhdp céng thire dé dién vao cdt xép loai 1a GIOI néu DTB tir 9 tré 1&n
& |Ngwee lai (tire 12 DTB <9) thi dé trong)
9 |2. Tinh Cét KQUA : Nhip céng thire dién vao cot KQUA 1a Ddu néu DTB twr 5 tré 1&n
10| NGUOQCLAILAROT
11 [3. Nhdp céng thire cho c¢ét Hoc bang : Cap hoc bang 100000 cho HS diu
12 |phai hiéu 1a Néu Kétqua=dau thi 100000, ngwerc lai la 0
13
Ecang thue tai D2:  =IF(B2>=9, "GIOI", " ")
15 |Céngthire tai E2:  =IF(B2>=5,"Dau","Rot")
16 |Cong thire tai F2: =IF(E2="Pau",100000,0)
17
18 |Ghi chu: Trong céng thire néu gia tri la chudi thi gia ti dat trong dau ngodc kép.
19 |
A E Z [ E E 3 H
1 [Vidu2vé hamIF
2| TEN PHAI |Hanh kiém| TOAN ANH |Tong diém| Ghicha1 | ghicha?2
3 |Minh A H 5 14.0 Y
4 |Lan X B 10 g8 18.0
S |Haang X C 2 ] 7.0
& |vinh A 7 ] 12.0
7 |Long X = 10 7 17.0
2
9 |Nhip cdng thire tai cot ghi cha 1, dién vao ghi chi la Nir néu cét phai ¢é dau X
10 |Néu Téng diém dat tr 8 tré 1&n, dién vao ghi chi 2 |2 tring tuyén
11
12 |ebng thire tai G2: =IF(B3="X","N{"," ") —— Tién hanh sac chép cho cac dong con lai
13 |edng thire tai H2:  =IF(F3>=8,"trang tuyén"," ")  Tién hanh sao chép cho cac dang con |ai
14
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Vi du 4: SU dung ham IF két hgp ham AND

A | B | ¢ | D B F G
1 |Vidu sty dung IF két hop ham AND
2 Tén NSinh bTB Pao dirc| HocBéng
3 [Minh 1985 4.5 A
4 [Lan 1986 4.0 E
5 [Hong 1984 6.5 C
& [Phuong 1985 8.0 A
=
2 Cép hioc bfmng 100000 cho HS cd BETE tr 3 trd 18n va co dao dirc loai A
S |cdngthure tai E3:  =IF{(AND(C3>=9, D3="A"),100000, 0)
10
E diéu kién phirc hop théa man cling lic

A B - D E B ]
1 |ViDU 3 Ham IF 16ng nhau
2 TEN DTB | Xép loai |Hoc bédng| Tiéu chuan xép loai
3 Minh 95 |Gidi Giéi : DTB >=9
4 |Lan 4.0 Kha:6<=DTB<9
5 |Hong B.5 TB :5<=DTB <6
& |Phuong 8.0 Yéu :DTB<5
=
2 |Tiéu chuén cap hoc bdng: cap 100000 cho HS gidi,
9 50000 cho HS kha =IF(C3="Giéi",100000,IF(C3>="kha",50000,0))
10
11 [Céngthlctai C2 =IF(B3>=9,"Giéi",IF(B3>=6,"kha",IF(B3>=5,"TB","Y&u")))
12
15 hidu 1a BTB<6
E hidu 14 DTB<9 hidu 14 BDTB<5
16 [Hoac =|F(B3<5,"yéu" IF(B3<6,"TB" IF(B3<9,"kha","gisi")))
17

Vi du 5: SU dung ham IF két hgp ham AND va OR

A | B | ¢ | b | E | F G H
1 |Vidu sir dung ham IF két hop ham AND, OR
2 Tén Phai MNedng Loai Thwé&ng PCGC
3 Anh ik 25 A ?
4 Hinh Marm 2d B
5 Chau (M a0 Z
& Oing  [Mam 25 A
7
?Thuéng 50000 cho nguréi xép loai A hode co ngay cong trr 30 trd 1&n
9 |Néu Ia nir va co ngay cong tir 28 trd 1én thi phu cép 50000d cho mdi ngay virot
10 |edng thuwre tai E3:  =IF(OR(D3="A",C3>=30),50000,0)
‘11 |céng thire tai F3:  =IF(AND(B3="n(¥",C3>=28),(C3-27)*50000,0)
12
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Tim hi€u ham RANK
Coéng dung : xép hang 1 gia tri so sanh véi 1 viing gia tri

CU phéap : =RANK(tri x€p hang, viing so sanh, cach x€p)

67

Céach xép=0 hoac khéng ghi trong céng thic: gia tri I6n xép nho nhat vi du xép hang HS,
Sv trong hoc tap: di€ém cao nhat hang thap nhat ( hang 1)

Céch xép =1: thudng ding trong x&p hang thé thao (dua xe dap): gia tri nho nhat, hang

nhd nhat ( thai gian vé dich nho3 nhat-> hang 1)

Vi du 6: cong thuc tai D2 nhu hinh minh hoa

A B i L B H a3 H
1 Tén NSinh PTB |xép hang
2 [Minh 1985 94 1 €= =RANK(C2,$C%2:$C$10)
3 |Lan 1986 40 g “~~ =RANK(C2,$C$2:$C$10,0)
4 [HC 1HE4 b .G & R .
1o ] tri can xép hangla DTB : C2

LF g 18985 8.0 d - . L

. Vung so sanhla c6tDTB:
& |Mai 1986 5.0 i 2 . - e mi:
7 TLon 1987 45 5 C2:C10 lay dia chi tuyét doi

= hg o5 - = cach gé phim F4. Khi sao

g |Lin 8.5 2 chép xudng, cing gia tri thi
9 |Hboang 19845 7.5 4 déng hang
10 |Phuong 19587 6.5 5 i

Vi du 7: SUr dung ham RANK véi cach x€p hang trong thé thao

A B C D B F | 6 | H |
1 | TENVDV |XUAT PHAT| BEN PIiCH |THANH TICH| XEP HANG
2 | Anh 9:10:00| 13:10:10 4:00:10| =RANK(D2,$D$2:$D%9,1)
3 | Quéc 9:10:00{ 13:11:10 4:01:10 5
4 |Lé 9:12:00| 12:55:40 3:43:40 2
5 |Chau 9:12:00| 13:15:00 4:03:00 6
6 |Durc 9:15:00| 14:20:12 5:05:12 8
7 |Hoang 9:16:00( 13:00:00 3:44:.00 3
2 |Sang 9:16:00( 13:45:23 4:29:23 7
9 |Cong 9:19:00| 12:34:35 3:15:35 1
10
11 |1. Chén thém cét STT bén trai cot tén VDV, dién s6 thir tw cho cét nay
12 |2. Thanh tich= thoi gian dén dich - thoi gian xuat phat
13 |3. Dung ham RANK xép hang danh sach van déng vién dwa vao c¢6t THANH TiCH
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BAI TAP 1
alefcfole[ f e[ [ 1 [ 5 &[] L | m |
1 BANG LUONG THANG 052002
2| HQ |TEN |PHAI| CVU | LCB |NCONG |PCCV|LUONG | THUGNG | THUGNG 8/3| TONG [TAM UNG|CON LAI
3 |Trdn [Anh [N | PGP | 463 24
4 Lé Linh |Nam | GD | 505 30
S |Hoang [Hoa [N | TP | 425| 23
6 Bui [Thu |[Nam | PP | 3% 2
7 Mai [Hoa [N | NV | 352 30
8 Nguyén [Tién |Nam | NV | M
9 |Chu  |[Khinh|Nam | NV | 200 22
10|Ping [Dung |Ni# | NV | 200 23
11 Cao nhd't ? ? ? ?
12 Tha'p nhdt ? ? ? ?
13 Trung binh ? ? ? ?

1. Dua vao cbt chirc vu, tinh phu cép chiic vu (PCCV) NHU SAU :

Giam dbc (GP) : 200000 , Phé Giam doc (PGP) : 150000, trudng phong (TP) : 100000

pho phong (PP) : 70000

2. cOt Thudng: Thudng 50000 cho ngudi cé ngay cong tu 30 trd Ién, thudng 30000 cho
ngudi c6 28<=Ngay cong <30

3. cOt Thuéng 8/3: ThuO ng cho nit céng nhan 50000 nhandip 1€ 8/3

4, COt TAM UNG: Tam Ung = 80% Luong cho CB-CNV n{, 50% cho nhan vién nam

BAI TAP 2
A E C D E F G H I
1 |Baitap 2 DANH SACH HOC SINH LGP 1242
2 HOQ TEN |VAN| TOAN LY HOA BTB XEP LQAI | XEP HANG
3 |Mai Hoa 4 7 7 B
4 |Trén Khanh | B 7 g 5
5 |Luong tinh H 7 = H
& |Lam Linh 5 g B B
7 |Hoang  |Khanh | 4 4 7 g
8 |Nguyén |Hoang | & 3 5 B
9 |Phuong  |Mai 5 7 H B
10 |Khueu Minh 5 7 7 7
11
12 |1, Tinh cot ETE cac man hiét VAN w3 Taan hé sd 2, Liva Hoa hé sd 1, lamtren 1 sd 18
13 |2. Nhap cong thirc Xép loai HS dwa vao tigu chudn sau:
14| Gidi: BTEty Btrd 16n, Kha: ty 65 dén 7.8, TE: BTE tir 5 dén dudi 6.5, Yéu : BTE <5
15 |3. ¥ép hang HS ding ham RAMK(tri xét, ving so sanh) =RANK(G3 $G$3:$GE10)
16 |G3 |4 tri cén xEp hang, Ving so sanh:; Cdt BTE
17
18 |céing thirc tai G3: =ROUND{CI*2+03* 2+E3+F 3)/6,1)
19 |céing thirc tai H3:  =IF(G3==8,"GIOI" F(G3==6.5"KHA" IF(G3==5 "TE" "YEU")))
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BAITAP 3:
A |Blc| b | 8] F | 6 | H| I 1 | B | L
1 Bai tap 3: Bang tinh lwong thang
2 Mirc lwong téithiéu| 310000
Hovaten | phai | 0 | HESO | nody | gie | 0| LeB | Thueng | "™ % |Tamimg| Con lai
3 coh| lweng | céng | cong gia canh
4 |Minh nam 3 25 22 200 150000] (150,000
5 |Trang nik 1 248 23 208 150000) 150,000
& |Long nam 1 25 21 200 150000] 150,000
7 |Hibang nik I 38 2A 208 150000) 150,000
& [Phuong nam 2 ana 24 200 150000] 150,000
9 |Khanh nam 3 472 2B 200 150000] 150,000
10 [Khuong ni 0 24 22 198 150000] 150,000
11 |Trinh nam P 44 24 208 150000] 150,000
12 Tong leong|?
13 |1, Nhép cong thire cho cdt Xép loai theo thigu chuén sau: (ham IF, AND, OR) Lureng binh quén|?
14| Loal A ngay cdng ==26 hodc gidr cong tir 208 trd 18n Lirong cao nhat|?
15| Loal B néugio cong =200 va lpai C: néu gi¢r cong <200 Lurong thap nhit|?
116 |2 LCB = Lwong toi thiéu * hé sé lwong
117 |3. Cot Thwéng theo tidu chuan sau: Loai A 50000, loai B: 30000, loai C: -20000
18 |4. Cot PCGC (phu cép gia cénh) cho méi ngurdi theo tiéu chudn sau: { dong ham IF, AND, OR)
19| 100000 cho nt céng nhéan cd 3 con tri 1&n, 50000 cho ndt cé 1 conhodc khdng cb con
20 |5. Conlai =LCB+Thudng+phu cap gia canh -Tam Ling
21 (6. Tinh Tong Ieang, Lirang binh quén, Ivong cac nhat, thap nhét (ham SUM, Average MAX MIN)
22
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Bai 5
Ham dem va ham thoi gian
a. Piéu kién tién quyét:
Lam chu céac Ki nang st dung ham IF, And, OR va cac ham téan hoc co ban

b. Muc tiéu
v Gidi thich va m6 ta dugc, phan biét dugc y nghia va co ché hoat dong cla ham
Count, Counta, CountlF
v Néu dugc mot sé 16i thudng gap khi str dung cac ham théng ké, dém.

c. N&i dung

1. HAM PEM

Hay ma file ham thongke+dem.xls trong D: d€ rén luyén ki nang. Néu khong tim thay ban
hay nhap bang tinh sau:

A B C D E F (3 H I J K, L
1 [Tén HS |THAnG1|THANG2 | THANG3 |Todn| Ly | DTB |Xépleai| Phai STT |mat hang
2 |MAI 80 90 80 50 85 6.2(Gioi Nam 1 |ABCD
3 |AN 99 88 67 8.0 5.3|Kha Nii 2 |BCD
4 |DUNG 80 69 90 60, 90/ 7.0/TB Nam CDE
5 |THU 100 80 99 70, 40| 60|Yéu Nam A |ABD

5
i

g
o

o
."\.:\\‘@Q&s’gﬁ Ham tac o chips ai‘i-ﬁ:‘:f-..\f?;{._\-:z_:%}i_e-.__a-_ies';m___;:;g‘\;'w:eg_s\e{:::sg:z\__'.\‘-:'i_a\::: %
3 .

COUNT(danh sach)
Ham COUNTA Dém cac 6 khdng rdng trong danh sach
cu phap COUNTA(danh sach)

Ham COUNTBLANK Dém cac 6 rbng trong danh sach

it

cu phap COUNTBLANK(danh sach)
Vidu Ban hdy lam quen ham COUNT, COUNTA bﬁng cach nhép lai cac cong hir dudi day
Céng thire Két qua Y nghia Nhap lai cdng thire
=COUNT(B2:B5) 4 Bemso o c chiva diy iéu kieu sd trong viing B2:85
=COUNT(B1:B6) 4 Dém sd 6 6 chiva dib liéu kieu so trong ving B1:86
I . P
=COUNT(AS6) _ 0'Demso o co chiva dil ligu kiew so trong viig AG (1 o
=COUNT(A2:B6) 4 Demso cd chiva di liéu kieu so trong viing A2:B6
=COUNT(A2:D2) 3 Bemso o cd chiva di liéu kieu sd trong viing AZ:02
=COUNT(A2:B6,02:D6) 8 Dem 5o 6 ca chiva dib liéu kiu so trong viing A2:B6 va D2:06
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REN LUYEN SU’ DUNG HAM DEM
Cong thirc mau Nhaplai  Kétqua Y nghia
=COUNT(K2:KS5)
=COUNTA(K2:K5)
=COUNTA(E2:ES5)
=COUNT(E2:E5)
=COUNT(12:15)
=COUNTA(12:15)
=COUNTA(B1:B6)
=COUNTA(A6)
=COUNTA(A2:B6,D2: D6)
=COUNTA(A2:BS6)

O O PR

—_
[ %)

a

PHAN REN LUYEN VAN DUNG HAM DEM DE THONG KE

YEU CAU THONG KE cong thirc nhap Pap an

s6 HS thi mén téan 4 )
sb HS thi mén Ly 3 )
sé HS di thi 4 )
Téng S6 HS du thi 4 )

Téng s6 mit hang & cét mit ha

tam COUNTIF  Dém cac 6 trong danh séach thoa dieu kién

cii phap =COUNTIF(khéi di¥ ligu dé tim, biéu thire diéu kién)
(vung dir liéu ) " diéu kién dém: cé thé l1a 1 dia chi hay nhap |
do tim B2:B5 | trong dau ngodc kép : "=80" hoac B2
" > -
N L s o
S, L -
~.C0 f / -~ Kétqua i
;&Eng thwcﬁa_,f q i Y nghia
=COUNTIF(B2:B5,"=80") 2 twong duwong =COUNTIF(B2:.B5,B2)
=COUNTIF(C2:C5,">80") 2 dém s6 6 chura sé >80 trong viing C2:C5
=COUNTIF(B2:D5,"<80") 2 dém s6 6 chira sé <80 trong viing B2:D5
=COUNTIF(H2:H5; gi&i") 1 S& hoc sinh gidi trong c6t X&p loai
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PHAN REN LUYEN VAN DUNG HAM COUNTIF DE THONG KE

72

YEU CAU THONG KE cong thire nhap Dap an =COUNTIF(12:15,12)
56 hoc sinh nam trong ¢ét phai K =COUNTIF(I2:15,"nam")
56 hoc sinh ¢c6 DTB >=5 4 =COUNTIF(G2:G5,">=5")
" b |
50 mat hang c6 chik C trong tén J
50 hoc sinh ni¥ trong cét phai 1
S6 hoe sinh kha trong cot xép loai 1
S6 hoe sinh gioi trong cot xép loai 1
A | B | ¢| p |B|] F | @ | H I
1 |Vidu str dung ham COUNTIF
2 | Hovatén | phai | BTB | xép loai Lap bang théng ké sau
3 |Minh nam 95| Gidi $6 HS nam|?
4 |Trang niF 40| Yéu sé HS tén Dung|?
5 |Dung nam 65 kha s6 HS gioi|?
& |Héang nir 8.0/ kha
7 |Phwong nam 55 TB s6 HS nam
2 |Khanh nam 9.5 Gidi =COUNTIF($E$3:$B%11 B3)
9 [Long nir 85 kha =COUNTIF($B%$2:$B$11,"nam")
10 |Trinh nam 8.0 kha S6 HS tén Dung
11 |Dung niF 40| Yéu =COUNTIF($A$2:3A11,A5)
12| =COUNTIF(FAS3:$AT11 "dung™)
13 |S6 HS gioi
14 | =COUNTIF($D%$2:$D%11,D3 hoac =COUNTIF{$D$3:$D%11 "gidi")
1&
G H [ 1 [J] K |
1
2
3 PEM SO PHIEU BAN MAT HANG CAM
4 |BAITAP 2
E |Ténhing | Thutién THONG KE MAT HANG DA BAN
E (QUIT 100 Té N hang CAM / XO0Al QuiTt
7 |cam 300 56 phigu|? 4B 2
8 |XOAI 120 Téng s6 phiéu mat hang CAM da ban Vung dir liéu doé tim
3 |QuIT 50| cach 1 =COUNTIF($A$6:$A$14,"CAM") $A$6:5A$21
10 |CAM 600 cach2 =COUNTIF($A$6:5A%514,A7)
11 |QuIT 100 _ “DIEU KIEN DEM
12 |X0AI 500 Thong ké doanh thu J
13 |CAM 2000 Thu tien | <500 |>=500 PEM SO PHIEUBAN CO
14 |XOAI 500 S6 phidu|  ? ? GIA TRI >=500 J
15
15 | PEM SO PHIEU BAN Dap an
17 | €O GIA TR! <500 s6 phiéu<500 =COUNTIF($B$6:$B$14,"<500")
18 sé phiéu>=500 =COUNTIF($B$6:$B$14,">=500")
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A | B

| ¢ [ b | E | F [ 6 [ H [ 1 | J [ K|

"AM SUMTIF  Cdng don cAc 6 trong viing thoa diéu kién cho tréc

u ///// //////// o 4’////

/

Téng tién cha cac phiéu thu <500

J/; ﬂd

adi6

2 |ci phap =SUMIF(ving dii liéu, diéu kién, vang cong don)

3 Tén thu Wiing cdng ‘Jung diy Ileu dieu kign cgng don
4 hang tién (:20(;113 \J

5 out 100 ' -SUMIF($B$5 $B$13,"CAM",$C35: $C$13]|
B G AM 300 =SUMIF($B$5:$B$13,B86,5C$5:3C$13)

7 XOAl 120 Théng ké doanh thu

B QuIT - | ~ [Ténhang| CAM XOAI | Quit

9 CAM “goup— Vimg divlieu | |sgtign | ? ? ?

10 QuIT 0| (L BB8

i} XOAl 500 Théng ké doanh thu

12 CAM 2000 Phiéu Thutién | <500 |>=500

13 XOAl 500 Sé tién ? ?

=SUMIF($C$5:$C$13,"<500" $C$5:$C$13)

. COUNTIF VA SUMIF

-

=COUNTIF(VUNG DU LIEU DO,DIEU KIEN)

cng thac:
=SUMIF(ving dii liéu, diéu kién, viing tinh téng)

4 TONG KET cudl TUAN

weay] MA | TEN s6 | TEN Tén |Téngsé| Tongséd |Téng
5 | ean | PHIEU | HANG |LUGQNG | (usd) Hang | phiéu luong tién
B RAD2 |Radio 2( 1200 Radio
7 |Thr 2|TVO2 | TiVi 1 1500 TiVi
] CA02 |Cassefte 3 1300 Cassette
q TLO3 |TdLanh 5( 5000 Ta lanh
10 |Thi 3| TVO3 | TiVi 2( 6400
11 CAD4 |Cassette 3| 1800 Xem dap an
12 TLO4 |TdLanh 3| 2400 Tong s6 phiéu .
13 |The 4{TVO4  |TiVi 4| 1900 Téng s6 Iwong A
14 TVOS |TiVi 5| 2500
15 TLO4 |TdLanh 3( 3000
16 |Thi 65|RA06 |Radio 1| 3000 Téng sé6 phieu =COUNTIF($C$6:$C$17,"Radio")
17 [The 7|TVO7 [ TiVi 2| 5000 Téngsélwong  =SUMIF($C$6:$C$17,C6,$D$6:$D$17)
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Ban hay nhap bang tinh sau va thuc hién théng ké theo yéu cau
A B C D E F G
1 |Baitap 1: irng dung ham SUMIF dé théng ké so Iwong va doanh thu tir mat hang
2 |Ma hang|Tén hang |Hang SX |Dongia |S6lwong (lit) |Thué  |Thanh tién
3 |DO1SG |Daugdi |Safe Guard 70000 220| 1078000 16478000
4 |S02JS |Stratam |John'son 60000 158| 474000| 9954000
5 |K03JS |Kem mudi|John' son 30000 120| 288000| 3888000
6 |S04SG |Slratam |Safe Guard 90000 75| 337500| 7087500
7 |D05JS |Daugdi |John'son 45000 90| 283500| 4333500
2 |[KO6SG |Kem muoi|Safe Guard 58000 115| 533600 7203600
9 |D07JS |Daugdi |John'son 45000 160| 504000| 7704000
10
11 BANG THONG KE
12 Ténhang | Kem Mudi | dau goi SiFa tam
13 So lwong
14 Tong tién )
15
16 =SUMIF($B$3:$B%$9,B5,$E$3:$E$9)
17
18 | Tong s6 tién mat hang stratam =SUMIF($B$3:$B$9,B6,$G$3:$G$9)
19 Dap an
20 BANG THONG KE
21 Ténhang | KemMudi | dau goi Sira tim
22 $6 lwong 235 470 233
23 Tongtién | 11091600| 28515500 17041500
A B | C | D |E|F] G | H | |
1
Nhap/ |_ . _ ) . Téng S6| Téng S6 | Téng S& Tién
, S6 lugng | Bon gid | Thanh tién Tién | tién Nhgp SN
3 |Nhip 200 50 10000 ? ?
4 | Xudt 100 100 10000
5 |Nhap 300 100 30000 NN NN
& |(Nhdp 200 30 6000 Tong so tién
7 | Xudt 150 50 7500 Téng sé tién nhap 76000
8§ |Xudt 50 100 5000 Tong so tién xuat 25500
3 |Nhdp 300 50 15000
10 |[Nh3p 100 100 10000 Toéng sé tién nhap
11 [Nhdp 100 50 5000 =SUMIF($A$3:$A$12,A3,$D$3:$D$12)
12 | Xudt 100 30 3000 Tong sb tién xuat
13 =SUMIF($A$3:$A$12,A4,$D$3:$D$12)
14
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A | B c | o | B || G |H|] 1 |
1 |Baitap 3: wng dung ham SUMIF dé thong ké s6 lwong va doanh thu tir mat hang
2 |Ma hang|Tén hang |Sé lwong [Don gia |Thanh tién | Thué |Hué héng|Téng
3 [MAS  |May anh 55| 31350|? ? ? ?
4 |MAL My anh 18| 11880
5 |DVS  |PauDVD 55| 18700
5 |MAL May anh 7| 4620
7 IMAS  |Mdy anh 46| 26220
2 |MTS May Tinh 64| 28800
9 |MTL May Tinh 18| 9900
10 |DVL Pau DVD 30 11400
11 Thué 5% Hué héng | 10%
12
13 |BANG THONG KE Sé lwong may tinh (céng thire tai 6 B14
14 |T&n hang| Maytinh | May anh {P3 =SUMIF($B%2:$B%10, B8, $CE3:5CE10)
15 [Sé lwong|? 17 ? | Téngtién may tinh (céng thirc tai 6 B15
16 [Téng tién|? «—7— |7 =SUMIF($B$2:$B$10,B8 $HE3.$H$10)
17
18 |1) Tinh Thanh tién =Sé lwong * DPon gia
19 |2) Tinh Thué = Thanh tién *Thué (6 C11)
20 |3) Hué héng = Thanh tién * hué héng (6 F11)

2. Ham thoi gian

Ban hay nhép bang tinh sau va nh@p céng thic tinhcdt Ngay,Thang, Nam,Tudi,

Thu trong bang réi sao chép cho cac dong phia duéi

A | 8 | ¢ | p | B | F | G | H

Vi du trng dung ctia 1 s6 ham vé théi gian

HO TEN NGAYSINH Ngay Thang MNam TUOI Thr
Mai Hoa 26/11I86 26 11| 1986 20 4
L& Dan 257185
Phan Ding 914179
Pang Linh 15M10f78
Nguyén Try 30012174

LYo I S L N R N Y T

-ham DAY (date)dé tach lay NGAY cla mét date : =DAY(B3)=26

—
[

-ham MONTH(date) dé tach Lay THANG cia mét date:=MONTH(B3)=11

—
—

-ham YEAR (date) dé tach lay NAM cla mét date: =YEAR(B3)=1986

—
]

-ham NOW() dé lay date hién tai theo dang ngay va gié hé théng may tinh

—
[F¥]

vidu: 22/9/2005 14:57 la két qua cua ham NOW() tra vé

—
iy

-ham TODAY/() dé lay date hién tai theo dang ngaythangnam (khéng cé gid)

—
]

—
o

Year(26/11/86)=1986

—
|

-Ham WEEKDAY(date) cho biét thir clia date. vi du =WEEKDAY(B3)=4 ( thur 4)

—
]

Vidu : ngaysinh la 1 date : 26/12/86

—
L]

Dé tinh tudi 1 ngwéi =nam hiéntai -nam sinh==year{today(})-year(B3)

]
L

1

Ghi chu ma du trén man hinh, nam cua date chicé 2 con s6 vi du 86 nhwng ham

75



Huéng dan ki ndng st dung MS Excel 2K3
Cau hdi 6n tap

A B C D E F
1 Ma SV Tén SV toan van PTB XL
2 | K99-AVO01 Xuan 5 6
3 | K99-AVO02 Ha 5 5
4 | K98-AV1l1 Thu 7 5
5 | K97-THO1 Dong 8 2
6 | K97-TH23 Nam 9 2
7 | K98-TH10 Trung 8 2

Cau 1: Biéu thirc =COUNT(A1:A7) cho két qua:
Cau 2: Biéu thirc =NOT(OR(C2<5,C2>5)) cho két qua:
Cau 3: Biéu thirc =NOT(AND(C2<=D2,C2>5)) cho két qUa:

Cau 4: Cong thirc dém sé lugng sinh vién:
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Bai 5
b ~ Ve X
Ham Xu li chuoi

a. Piéu kién tién quyét:
Lam chd céac Ki nang van dung cac ham IF, And, OR, Count, Counta, CountIF
b. Muc tiéu
v Gidi thich va md ta dugc, phan biét dugc y nghia va co ché hoat déng clia ham
LEFT, RIGHT, MID, VALUE, LEN, Proper, Upper, Lower
4 Néu dugc mot sé 16i thudng gap khi st dung cac ham vé chudi.

c. NGi dung

Ham chubi 1a ham x{r Ii véGi dir liéu 1a ki€u chubi hodc s6é va tra ra két qua la 1 chubi. Ta cé
mot s6 ham x{ Ii chudi nhu sau. BE dé dang ti€p can van dé, Ban hay nhép bang dir liéu
minh hoa sau

A B C D E F G H
1 |TRUNG TAM TIN HOC 123xyz Ma hang M3 so Ho Tén
2 |CAO DANG SP 12345 61725 |A001y VNA10BAK |Lé& vian |Hanh
2 |Sai Gon mua xuan 5 BO12N JAL120SK |Maithi |(Dung
4 |Sai gon 300 mua xuan S3aigon mua xuan |B003Y SGP13SGP |Tran Vin |Thanh
ghi chu:

cac chuoi & cot A déu namtrong 1 6: A1="TRUNG TAM TIN HOC",
A2="CAO DANG SP", A3="8ai Gon mua xuan",
A4=" Sai gon 300 mua xuan", C4="5aigdnmua xuan"

Ban hady nhép lai cac cong thiic duéi day dé ki€ém dinh két qua va lam quen ham

wma LEFT trich ra n ki tw tir bén trai clia chudi ban dau S

caphap LEFT(S,n) voi S 1a 1 chudi ban dau, n 1 s6 lwong ki tw cat ra tir chudi ban dau
Congthte | Kétqua Y nghia

=L EFT(A1,6) —{TRUNG Trichra 6 bytes ké tir bén tréi clia chudi ban dau A1

=LEFT(A2,4) —»{CAD Trichra 4 bytes ké tir bén tréi ciia chudi ban dau A2

=L EFT(A4,7) —»{Sai gon Trichra 7 bytes ké tir bén trai cia chudi ban dau A4

=LEFT(C1,2) —{12 " chudi "12" chir khng phaila s6 12

=L EFT(C4,3) —{Séi Trich ra 3 bytes k& tir bén trai ciia chudi tai C1: Font tiéng viét 2

=LEFT(A2,30 )| CAO DANG SP 6 ki tu trich ra> chiéu dai chudi = chuéi ban déu
=LEFT(F23) —{VNA

=LEFT(C2,0) —* khéng c6 ki tw nao ca

=LEFT(E22) |AO
Mudn di chuéi sé thanh s6 st dung ham VALUE

=LEFT(C23) —— |123 chudi "123" chir khong phii la s6 123-> canh tréi 6
=VALUE(LEFT(C23)— 123(56 123 - canh phai ciia 6
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cét 2 chir 61 cua E2
cét 2 chir ca clia A2
3 chir 123 cia D1
céat 3 chir 617 clia E2 va chuyén thanh sé

Trich ra 2 kit ké tir bén trai cha chudi ban dau D2
Trich ra 3 ki tw ké tir bén trai cha chudi ban dau C2

Trich ra 3 ki tw (byte) ké tir bén trai clia chudi ban dau E4

nin RIGHT trich ra n bytes tir bén phai ctia chudi ban dau S

cuprgp  RIGHT(S,n)

voi S 1a chudi ban dau va n Ia sd ki tw can trich ra ké tir bén phai

Cong thirc Két qua Y nghia
=RIGHT(A1,7) TINHOC Trichra 7 kit ké tir bén phai ctia chui ban dau A1
=RIGHT(A2,5) NG SP  Trichra 5kitw ké tr bén phai ciia chudi ban dau A2
=RIGHT(A4,8) mua xuan Trichra 8 kitw ké tir bén phai ctia chudi ban dau A4
=RIGHT(D2,2) 45 “Trichra 2 kit ké tir bén phai cia chui ban dau D2
=RIGHT(E2,3) 725 Trichra 3 kitw cudi cia chudi ban dau E2 (chudi "725"khdng phai s6 725
=RIGHT(C1,20) 123z sblwong kitw cét ra> chiéu dai chudi =chudi ban dau
=RIGHT(F2,3) BAK Trich ra 3 kitw cudi ctia chuoi ban dau F2
=RIGHT(C2,2) 45 chudi s6 "45" ch khéng phai s6 45 -> canh trai
=VALUE(RIGHT(C2,2)) 45 DGi chuoi s "45" thanh sb 45 --> canh phai

Thuc tap rén luyén van dung ham right

Van dung ham Right dé cong thirc nhéap

trich 2 chii SP bén phai chuéi CAO DANG SP

trich 4 chii xuan bén phai chuéi Sai Gon Mua xuan

trich 3 chii xyz bén phai chudi 123xyz

TRICH Ki TU cuOI CUA MA HANG ( H2)

TRICH 3 Ki TU cuOl cUA MA SO ( 12)
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KET HOP 2 HAM

LEFT VA RIGHT TRICH RA 1 CHUOI CON NAM BEN TRONG CHUOI ME
Vi DY 1: Trich chi TIN trong 6 A1

cong thire nhw sau:

=RIGHT(LEFT(A1,13),3) hodc =L EFT(RIGHT(A1,7),3)

=RIGHT( "TRUNG TAM TIN",3) = "TIN"
k2
3 ki tw tir bén phai chuéi "TRUNG TAM TIN HOC"

Vidu 2: trich 2 ki twr DA trong 6 A2
céng thire cia ham LEFT két hgp ham RIGHT nhwsau  =RIGHT{LEFT(A2,6),2)

KET HOP 2 HAM

LEFT VA RIGHT  TRicH RA 1 CHUBI CON NAM BEN TRONG CHUOI ME

Pé trich ra sé 10 trong chudi F2 co thé thuc hién két hop ham LEFT va RIGHT nhw sau
ding LEFT cat ra 5 ki tw bén trai ta c6 VNA10 réi dung ham RIGHT cat lai 2 ki tw ta ¢6 chudi 10

=RIGHT(LEFT(F2.5),2) 10 chudi 10 chir khéng phai s6 10

VNA10
¢4t lai 2 ki iy bén phéi clia "VNA10"
hosc =LEFT(RIGHT(F2,5),2)

tin \]|D Trich ra 1 chui con gom n ki tir ké tip i trf thi i dém tle bén tré

ciphap MID(S.in) Vi Slachuoi ban dau,ila vitribat dau cat dém tir bén trai, n s0 ki tw cat ra ke tir vitrithiri
=MD(A 2) —> R

=MID[A254) —> DANG

=MD(C242) —> &

=MD[D223) —> 172 Trich3 kit st tirvitrithir2 cita s6 61725-> Két qua a1 chudi s6 "172"

=MID(F2,42) »[10 > chudi"0"
=VALUEMD(F242) — 10— dai chudi "10" thanh s 10
=MID(E232) » (01— chuoi"0"
=VALUEMID(E232)) — 1t—— déi chudi "01" thanh s6 1
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A E c D E F = H

1 [TRUNG TAM TIN HOC 123xyz Ma hang M3 sd Ho Tén

2 |CAD DANG SP 12345 61725 |A001y VNATDBAK |Lé van Hanh

3 |Sai Gon mua xuan 5 BO12N JAL120SK |Maithi |Dung

4 |Sai gon 300 mua xuan Saigoén mua xuan |B003Y SGP13SGP |Tran Vin |Thanh

) o ghi chu:
cac chuoi o cdét A déeu nam trong 16: A1="TRUNG TAM TIN HOC",
A2="CAOQ DANG SP", A3="Sai Gon mua xuan",
A4=" Sai gon 300 mua xuan", C4="85aigdéonmua Xuan"

THUC HIEN PHEP KET NGI 2 CHUOI

Todntt & ya ham CONCATENATE
=G2&H2 >
=G2&" "&H2 » LévanHanh
=CONCATENATE(G2,H2) —» Lé vanHanh
=CONCATENATE(G2," " H2)— L& van Hanh
="chao mirng anh" & " "&H2 ———» "chao murng anh Hanh"

=C3&D2 > 1561725
=VALUE(C3&Dz2) 561725

Lé vanHanh

Ham [ .en cho biét d6 dai chudi tinh = bytes

cliphdp LEN(S) v6i S a1 chudi hodc 1 con sé

=LEN("HELLO") —— & chu6i HELLO dai5 bytes

=LEN(AT) —— » 17

=LENAZ) ——— 11 chu6i "CAO DANG SP" dai 11 bytes

=LEND2) —» & s6 61725 dai5 bytes

=LEN(A18A2) — > 28

=LEN(C2) —————* & s6 12345 dai5 bytes

=LEN(C2&"") — » 6 s6 12345+1 khoang tring dai 6 bytes

Ham = . = . —

Upper aéi chudi thanh chir hoa
cuphap =UPPER(S) voi S la 1 chudi hay 1 s6

=UPPER("Hello"™) HELLO

=UPPER(A1) TRUNG TAM TIN HOC

=UPPER(A2) CAOQ DANG SP

=UPPER(C2) 12345

=UPPER(G3&" "&H3) MAI THi DUNG

=UPPER(A3) SAI GON MUA XUAN

=UPPER("MS word") = "MS WORD"

¢6 khéang trang gilka ho va tén

c6 khéang trang gitra ho va tén

n6i 2 con s6 thanh 1 chudi sé "561725"
déi chudi s6 561725 thanh s6 561725
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Vi du:
danggquan2ids
A | B C | D |
1 két hop UPPER vé&i két néi chudi
2 HO TEN Ho vatén
3 |Lé thi Xoai =UPPER(A3&", "&B3)
4 |Mai Van |Oi MAI VAN Ol e
5 |Tran an |[Mit TRﬁ:N AN MIT click chon C3, tro chudt tai
& |Heoang cam HOAMG CAM goc phai dwei cho dén khi
7 |Li Thi quyt Li THi QUYT hién ra dau + den, click doi
2 |Phan coc PHAN COC dé sao chép cho cac déong
g con lai
10 | két ndi Ho va tén réi déi sang chir hoa
11

Ham
Lower ddi chudi thanh ché thuwdng

cliphap =LOWER(S) v&i S la 1 chudi hoac sé
=LOWER(A1) » trung tam tin hoc
=LOWER(LEFT(A1,6)) ———» trung
=LOWER(A4) » saigon 300 mua xuan
=LOWER(300450) —» 350
=LOWER(C2) = 12345

=LOWER(G2&" "&H2) —— € van hanh
=LOWER("Sai Gon") = "sai gon"
=LOWER(A2) = "cao dang sp"

. roper déi chubdi ki tw mbdi tir trong chudi thanh chi hoa

=PROPER(A1) ——————— Trung Tam Tin Hoc
=PROPER(D2) — , 61725
=PROPER(A3) ————— Sai Gon Mua Xuan
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Bai tdp ap dung ham chuéi, IF, COUNT, COUNTA, COUNTIF, SUMIF
A | B8 | < | D | B | F | & | H

1 (Baitap 1
2 |CONG TY VAN CHUYEN HANH KHACH
3 MA SO HANG | GIO PEN | NOI XUAT PHAT VNA VIET NAM
4 | VNATOBAK JAL JAPAN
5 JAL120S5K SGP SINGAPORE
&5 | SGP13SGP KLM puUc
7 | FCH14HCM FCH puc
g | KLMISNEY
9 |YEUCAU DYA VAO MA SO PE PIEN VAO CAC COTCON  BAK BANGKOK
10 LAl THEO CACH SAU 0SK OSAKA
11 Hang may bay = 03 ky tw dau (VNA10BAK) SGP SINGAPORE
12 Gio dén la gia tri s6 02 ky tw gilra (VNA10BAK) NEY SYDNEY
13 Noi xuat phat 1a 03 ky tw cudi (VNA10BAK) HCM HO CHI MINH
14 0 B3: =LEFT(A4,3)
15 0 C3: =VALUE(MID(A4,2,2)
16 0 D3: =RIGHT(A4,3)

A E iz o E 3
1 Baitap 2
2 Biang theo ddi hang nhip xuit
3 | Ma Hang Nhap Xuat Bdn Gia Tién
4 [AO0D1y 10000
5 |BO12N 25000
& |BO03Y 45820
7 JADTIN 14000
2 |B054Y 16000
9 |COD1IN 50000
10
11 |1) C6t XUAT dwoe tinh nhw sau : (két hop LEFT va IF)
12 |Méu Ma Hang co 1 ki tir dau 1a A thi Xuat =60% clia Nhap
13 |MNeu M Hang cd 1 ki tur Jau 1a B thi Xuat =70% clia MNhap
14 | Cac trurdeng hop khac thi ghi la o Mhéap sai I‘}ﬂé Hang
15 |2) CotPon gla dwee tinh nhuw sau : (két hop RIGHT valF)
16 | Méu WM& hang c6 kit cudi la Y thi Bon gia =100000
17 |MNeu Ma hang cd kit cudi la M thi Bvorn gia =250000
12 | Cac trurdng hop I{Ijénr: thi ghi la . Mhap sai Ma Hang
19 [3) Coét TIEN= Xuat* Pon gia
20
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A B | ¢ | D B F G H I

1 |Baitap 3

2 BANG KE HANG XUAT THANG 6/2002

3 | MAHH Tén hang KHO | sélweng | Pongia| Trigia | Thué Céng

4 |Boo1 |BAN GO MHG 20| 80000

5 |B002 |BAN SAT MHS 15| 120000

6 |B003 |BAN TRON MHG 18| 60000

7 |B0O04 |BAN OVAN MHS 25| 80000

2 |BOO5 |BAN FORMICA |[MHG 14| 145000

9 |Bo06 |GHE DUA MHS 150| 30000

10 |BOO7 |GHE MAY MHG 60| 25000

11 |Bo08 |GHE XEP MHG 120| 70000

12

13 |1. Tinh Tri gid = s6 lugng X Pon gid, nhung néu ki tu dau c§t MAHH ="B" thi gidm 10% CUA tri gid.

14 |2. Tinh thué THUE= 5% CUA tri gi néu KHO = "MHG", THUE= 8% tri giéi néu KHO ="MHS"

15| c6nlaiTHUE= 10% CUA tri gi

16 |3. Tinh Céng = Tri gid + Thué

Pap an : Cau 1: =IF(Left(A4)="B",90%,1)*D4*E4
Cau 2: =IF(C4="MHG",5%*F4, IF(C4="MHS"”,8%*F4, 10%*F4)

A | B | ¢ | p | E F | & | H I
1 |Baitap 4
2 BANG DIEM LGP NANG KHIEU TP (HK1: 2000-2004)
3 MAHS Ho tén Trweng | Lép TOAN VAN DTB | Xép loai |Xép hang
4 |Btx11a311 [Hinh Th 7 g9
5 [Bool1ad10 |Hbang Oanh 10 85
6 |Btx11a412 |Tu Anh 35 4
7 |Bbe12a204 |Long Thanh 45 8
2 [Lhp11a133 |Mai Anh 25 3
9 |Lhp11a169 [Binh Tu 4 45
10 |Lhp11a204 |Long Hai 7 3
11 |Lhp12a103 |Tn Tai 3 2
12 |Lhp12a111 [Mgoc Eich 9 85
13
14 |1. Dién vao cét Trwéng la 3 ki tw dau c6t MAHS
15 |2. Dién vao c6t Lép bang ki tw thir 4,56 cot MAHS
16 |3. Tinh c6t DTB v&i toan hé sé 2, Van hé s6 1.(lay mét sé 1é thap phan)
17 |4. DUng ham IF xép loai dwa theo diéu kién cla cét DTB:
18 DTB>=8 : GIOI 6.5¢<=DTB<8 KHA .
19 5¢<=DTB<6.5 : TBINH, PTB<5 YEU
20 |5. Xép hang HS dwa vao DTB: diém cao nhat hang 1
21

Pap an: cau 1: =LEFT(A4,3) CAU 2: MID(A4,4,3)

CAU 3: ROUND((E4*2+F2)/3,1)
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A E Z |

E

Baitap 5 Binh mirc Thué

5%

Ma hang|Tén hang |[S6 lwong |Pon gia |[Thanhtién |[Thué

MAS 55 31350

MAL 18 11880

DVS 55 18700

MAL 7 4620

MAS 46 26220

MTS 64 28800

MTL 18 9900

DWVL 30 11400

===
bl o | M| 6 0| O s e b |

1,. Cé6t Tén hang tinh nhw sau

—
Led

—
I

—
Lh

—
o

2) Thanh tien=S6 lwong * don gia

3) Thué=Thanh tién * dinh murc thué

—
~1

—
oo

—
W

tiéen t8 VND phia sau con sé.

Néu ki tw bén trai cia Ma Hang la MA thi tén hang la May anh
Néu ki tw bén trai cia Ma Hang la DV thi tén hang la Pau DVD
Néu ki tw bén trai cia Ma Hang la MT thi tén hang la May tinh

Goi y: Dung ham LEFT dé thuc hién Cau 1, cau 2, cau 3

4) Binh dang c6t Thanhtién cé dau phan cach hang ngan va ki hiéu

84

1. Dién vao c6t Ma Kho laiatrisé
trng voi ky tur thar 6 cua MaHD
2. Dién vao c¢6t Ma Hang la 2 ky tu

thir 3,4 cua Ma HD

Bai tip 6 vi du vé LEFT, MID, RIGHT, Value Bai tap 7 vi du vé LEFT, MID, RIGHT, Value
Ma HD [M& Kho| Ma hang 1A i A

01TA12 NV101 |Anh

02DX13 NV102 |Ha

NV203 |Diing

03BI21 CV205 |Lam

04NO13 CV410 |Minh

05N023 KT315 |Lan

06TA12 Dién vao cét M3 h 122 ki tw dau cha M3 NV

ign vao ¢ot Ma ngach la 2 ki tw dau cua Ma

07TA12 Dién vao cot Béc 1a gia tri s6 cha ki tw thir 3 cia Ma NV
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Cau hai 6n tap

Gia sUr ¢6 bang tinh sau

A B C 0 E F G H I J

STT |Mma HS Ho Tén | NgSinh | Toin | Van | NN | Xloai |Thuing

Kool |LeéTh Tric 81171998 6.0 85 500 TB 0

K7006  |Fham Hai 6/211958 9.0 6.0 70l Khd 50000

K6003 |TranLé Binh 10/3/1999 35 8.0 80| Khd 50000

KO031 |Trtng Chinh | 9/11/19597 7.0 5.0 50 Khd 50000

L iy T S A T o

A b P e —

K8022 |Thdl Vin MNam 1172311998 100 85 80| Gidi | 100000

Cau 1: Cong thirc =MID(RIGHT(B5,4),3,2) cho két qua :
a. 90 b. 31 c. 03 d. Ca a, b, c déu sai

cau 2: Cong thic =IF(AND(F3>=6,G3>=5, H3 >=5),"DPau","R4t") cho két qua:
a. bau b. R6t c. #N/A d.5

cau 3: Cong thic =LEFT(LEFT(B2),3)cho két qua : )
a. 01 b. K c.1 d. Excel bao I0i

Cau 4: b€ 1ay ra dugc so 3 (gia tri s6) & 6 B4 ta diing cong thirc:

a. =VALUE(RIGHT(B4,3)) c. =VALUE(MID(B4,4,2))
b. =VALUE(MID(B4,3,3)) d. C3 a, b, ¢ déu dung.

Cau 5: Cong thirc =COUNTA(A2:B6) cho két qua :
a. 10 b. 4 c.0 d.o

Cau 6: Cong thirc = MONTH(E5)=9 cho két qua :
a. False b. True c. #N/A d. Gia tri khac

Cau 7: Trong mdt bang tinh cla Excel, ham Rank dung dé

a. Xép hang b. Tinh trung binh c. Tinh téng d. Tinh gia tri 1&n nhat

Cau 8:Trong Excel, ci phap ham RANK nhu sau (v&i n=0,1)

. TRANK(Number, List , Order) b. =RANK(Dia chi 6, Vung, n)
. =RANK(Number, List) d. Ca cau a va b déu ding

Cau 9: Trong Excel dé€ 18y n ky tu bén trai cia mot chudi m ta ding ham:

. Left(n,m) b. Right(m,n) c. Left(m,n) d. Right(n,m)

Cau 10: Trong mét bang tinh Excel, 6 C5 chla chuéi "TRAN" va 6 D5 ch(ra chubi " BAO",
dé 6 E5 co két qua la "TRAN BAO" (c6 1 khodng trang & gilra) ta nhap cong thic:

. =A5+" "+B5 b. =A5+B5 c. =Ab&" "&B5 d. =A5&B5

Cau 11: Trong mdt bang tinh Excel, tai 6 D5 c6 chita chudi "TRAN CHAU",
ham=lower(D5) cho gia tri sau:

. Trdn Chau b. tran chau c. TRAN chau d. Bao 16i ERROR

Cau 12: Trong bang tinh Excel, tao 6 E5 c6 chira chudi "Nguyén thi Giau" (st dung font 2
byte), ham=Len(E5) cho gia tri sau:

.13 b. 15 c. 17 d. Ca 3 cau déu sai
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Bai 6
Ham do tim VLOOKUP, HLOOKUP

a. biéu kién tién quyét:
Lam chu céc ki nang van dung cac ham IF, And, OR, Count, Counta, CountlF, ham chudi
b. Muc tiéu
4 Gidi thich va m6 ta dugc, phan biét dugc y nghia va co ché hoat ddng cla ham
Vlookup Hlookup, chinh xac va khéng chinh xac
v Néu dugc mot so 16i thudng gap khi s&r dung cac ham vé do tim.

c. NGi dung

DPE dé tiép can ham do tim, gia st ta c6 bang d{ liéu sau

A B C D E F & H I
1 5 52 84 43 MANV |Tén S6 diénthoai |Phai
2 10 32 67 45 A001 [Minh [0901345693  |nam
3 15 42 18 22 B002 |Dung (0983214689  |nip
4 20 83 76 47 C003 |Lan (0937894563  |nip

Ham VLOOKUP do tim cdt nhdy qua cot lay gia tri

Ca phap tong quat cGa ham Viookup
=VLOOKUP (Tri do, bang phu, cot bén phai lay thong tin, cach do)

ca 1: Truong hop do chinh xac: cach do=0
Thue hién viéc tim kiém trén cét dau tien cia BANG DO (bang phu)
néu tim thay sé nhay qua c6t bén phai cia bang phu cla cét chi dinh trong ham viookup
lay gia trj tai 6 (cell) d6 twong trng cla dong chira gia tri do tim thay
Néu khéng tim thay tri d6, Excel sé bao 16i #NIA
Tim s6 15 trong c6t dau tién cla bang dir ligu, néu tim thay lay gid trj & cét 3 cla bang
Exel sé do tim sé 15 trong ving A1:A4, tim thay sé 15, nhay qua cét 3 sé lay dwoc gia tri 18

Bang phuy
—
=VLOOKUP(1i5,$A$1 $D$4,3,0) — > 18
qua it 3 4y gid tr
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50 do tim: 15, viing do: A1:A4, cdt lay gid tri=3, cach do : chinh xdc
s0 do tim: 42, viing do: B1:B4, c6t lay gia tri=3, cach do ; chinh xdc
56 do tim: 30, viing do: A1:Ad, cdt lay gid tri=2, khong tim thay

Bao 16i vi khdng c6 cot 0 dé lay gi tr

Béo [0i vi 50 ct =8> 50 cot clia bang do

=VLOOKUP(15A1:0430) —» 18
=VLOOKUP(B3R1:D430) —> 22
=VLOOKUP(30A1:0420)  #NIA '
=VLOOKUP(10,A1:0400) '#VALUE!
=VLOOKUP(10,A1:D480) " #REF!

=VLOOKUP(B3R1:D430) — 7

\|

=VLOOKUP(42B1:D420) — 7

Ca2 : cach do khong chinh xac =Vlookupitrido, bang do, cét lay thongtin)

=VLOOKUP(50,A1:D44) 4T sbdotim: 50, ving do: A1:Ad, cot Iy gid tri =4, khing co s6 50
Excel sé chon s6 nho hon trj do, gan tri do nhat va qua cét chi dinh dé lay thong tin

Excel sé chon s620 (gan 50 nnhat) qua cét 4 4y duoc gia tri 2 47

=VLOOKUP(16 $A%1:$D$43) — 4 ?
=VLOOKUP(7 $A$1:$D$44) . ?
=VLOOKUP(40 $B$1:6D842) —» ?

P& d6 tim 13y so dién thoai cla 1 ngudi cé ma NV ="A001” trong bang tinh ta nhap cong
thdrc nhu sau : =VLOOKUP(A001,$F$2:$1$4,3,0)

Al B | ¢ |p|] = F | ¢ |H| 1 | 1 | K
|1 (Vidut: Tri'dd déng nhat voi gia tri chira trong vang daé tim do, cach dé chinh xac h
2 | =VLOOKUP(dia chi trj d6, bang phu, ¢t lay gid tri, 0) cich do=0
3 |Bang 1 don gia: =VLOOKUP(A5,5E$6:$G$8,3,0)
4 |M&TB |Tén hang Don gia Bang phu
5 | MB |bomach chu | 1500000 Ma hang Tén hang Don gia | +——dong tiéu dé cha bang phu
6| MO \ KB Ban phim 350000
7| KB \ MB bo mach chu 1500000
g MO \ MO Man hinh 900000
9| MB \ i | 1
10| KB \ cot 1 cot 2 cot3
11| MB ,
1 \ Bang phy —»cach do chinh xac
B \
14| Tén thiét bj =VLOOKUP(A5,$E$6:$G$8,2,0)
15
% Ghi cha - dia chitrj o lImJ qua cft 2 4y gid trj (tén thiét bi)
| 12 |Dwa vao MATB do trong Bang phu dé dién vao tén Hang
19 |Dwa vao MATB dé trong Bang phu dé dién vao don gia
20| 1. khi chon vung bang phu, khéng lay déng tiéu dé
21| 2.Giatrido cot MaTB gidng nhw gia tri trong ving do méa hang ; E6:E8
2] 3 Dé dién vao tén hang, Excel sé tim gia tri A5="MB" d6 trong viing E6:E8 cla bang phu E6:G8
(23| néutimthdy sé qua cot 2 (tén Hang) cla bang phu lay gid tri twong Ung déng chira gia tri tim thay
24| Néukhdng tim thay sé hién thi #NIA
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A | 3] c|Dp| B |F|] 6 | H] I | 1 | &
| 1 |Trueng hop do tim phurc tap =VLOOKUP(LEFT(AS5,2),5F$5:$H$7,3,0)
| 2 |vidu2: trj d6 khéng dong nhét vé'ifl}; tri trong vung dé tim
3 Bang phu
4 | MANV | Tén | ngach LCB/ Ma ngach LCB c¢t |éY gié tl‘i
5 [NV101 |Anh \ / CV |chuyénvién| 450
6 [NV102 |Ha \ NV  |Nhan vién 250
7 |NV203 |Diing \ KT |Kithuat 200
8 |CV205 |Lam
9 |CV410 |Minh \ cot2 cot3
10 [KT315 |Lan T \
TR A gia t} trong vlng 60
| tridod \ Bang phy  _, s4ch d chinh xde
3 t___khdng ddng nhét voi r
14 Ngach h-VLOOKUP LEFT(AS 2),$F$5 7,2,0
15
16 tri cl(!:- im
17
12 |Yéu cdu cot |éy gia tri
19 dién vao cét Ngach = cach dwa vao MaA NV dé trong bang phu
20 dién vao cét LCB = cach dwa vao Ma NV dé trong bang phu
| 21 Nhan xét: Gia trj trong vung do ( vi du CV) 1a 2 ki tw bén trai cia MaNV, nén ta c6 céng thire nhuw sau
22
A | B | c|] b | B |F] ¢ H | 1 | 1 | kg |
| 1 |vidu3: tri do khdng dong nhat véi gid tri trong vung do tim, cach do chinh xac
| 2 | =VLOOKUP(dja chi trj do, bang phu, cét lay gid tri, 0)
3 |Bang chinh Bang phu
4 [IMaHD Tén kho Ma kho | tén kho Co ché do:
5 [01TA12 \ 1|quan 1 Excel sé |ay tri gia tri s6 tai dia chi A5 do tim tai
6 (02DX13 \ 2|quan 2 c6t dau tién cha bang phu (D5:D8, néu tim thay sé qua
7 |03BI21 \ 3|Quan 3 cot 2 1ay gia trj (tén kho) Néu khéng tim thay
g (04NO13 \ t sé tra vé gia tri #NJA (not avalable)
ERER cot2
10| trido vung do= ¢4t dau tién cla bang phu
11

1 Gid trj viing db 18 cling chinh I gid trj 0 clia ki ty cui cia M& HD

13 |M# kho Ia ki tw cudi clia Ma HD.
14 /Nhap cdng thire dién yao tén kho = cach dwa vao ki tu cudi cila Ma HD va dé trong bang phu

o Béang phy  —»cach d0 chinh xac
17] — r

18] =VLOOKUP(VALUE(RIGHT(A5,1)),$D$5:$E$7.2,0)

|19

% tri do tim qua cjt 2 Iiy gié trj (tén kho)
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Al 3 | ¢ || E |F|] ¢ | ®H | 1 | 1 |
| 1 |vidy4:tri do khdng dong nhat véi gia tri trong vung do tim cot2 cot3 cotd
2 cét lay gid tri cho ham Vlookup phai xét diéu kién l l l
3 |MaHD| Tén hang |S6 Iwgng| Hé s6 | Dongia Bang gia (USD)
4 [ B021 4 Mahang | Ténhang | Giasi Giale
5 | 1032 / B |Bandi 10 12
6 | B152 / N N6i dién 30 33
7 [ NO31 T Tu lanh 200 215
2 | M203 M May lanh 250 260
g
|10 |S6 lwong 1a pia trj s6 cua ki tw thir 2 va 3 clia Ma HD
(11 Hé so la gialtri s6 c( i cua Ma HD ——— =VALUE(RIGHT{AZ 1))
12 |Néu s6 lwong >=5 thi tinh théo gid si
=] .
11411, Lap cdng thire dieén gid tri cho cét Tén hang dwa vao Ma hang va Bang gia.
115 /2. Lap cong thure dién gia tri cho cét Don gia dwa vao Ma hang va Bang gia.
|16 |Tén hang: i Ma HD do tai bang phu, néu tim thay qua c6t 2 lay tén hang
17
18]
|19 |Don gia: Lay gia/tri tai Ma HD do tai bang phu, néu tim thay va néu Ia ban si ( s6 lwong>=5)
120 qua cét 3 lay don gid si, ngwoc lai qua cot 4 1ay gia 1é.
121 =VLOOKUP(LEFT(A2),$G$3:$J%6, IF(C2>=53,4),0)
2 trj do tim
3 Néu b egmg >=5 thi iy gid T (ot 3) nguee laithi Ky gié 18 (cht4)
24
Al 8 | ¢ o] 8 | 8 |G| H | 1 | 1| K
| 1 |Vidu5 : Dung ham HLOOKUP do tim theo dong, qua dong |a gia tri (tri do dong nhat véi tri trong ving do)
| 2 | =HLOOKUP(dia chitrj d6, bang phu, déng,0)  Véi cdch dé la chinh xdc: 0
3 |Bang 1 vung do tim: F5:H5
4 M&TB (Ténthiétbi Pongia| Bangphu +_ R
5| HD . MATB vC HD CD lYe—dong1
6| CD TénThiétbi | Videocard | HDD | CDRW |« déng2
7 VC Don gia 350000 |900000| 250000 [+— déng3
8| CD T
10
11 Bang phy =HLOOKUP(A5,$F$5:$G$7,3,0)
12| ‘L /_A_\
3 =HLOOKUP{P15,$F$5:$G$T,2,D) qua dong 3 lay gid i (don gié)
14
= dfa cnit do tim - ging ay g  (dong 2 én it
17| Co ché do tim : Excel sé Iy tri tai A4, d6 tim trong dong dau tién ciia bang phu (viing F4:H4)
18 Néu tim thay sé qua dong 2 lay gia tri, néu khéng tim thay sé tra vé gia tri #NIA
19
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A | B | C | D E | F | &G |H I|JT K| L M

vi du6: sir dung Hlookup véi nhiéu dong lay gi tri, cach do chinh xac
=HLOOKUP(dia chi tri dé, bang phu, dong lay gia tri, 0) ving Excel s& do tim rj do : H4:K4
Bang chinh Bang hé s6

1
2

3

4 M3aHD|so lwong| Hé sb |Tilé thué| ti Ié giam Héso = 1|2 |3 |4 |«dong1
5 B021 / \ Ti g gidm | 0% | 1% | 2% | 3% | «—déng 2
6
7
2
9

T032 / N Tilé thué | 2% | 3% | 5% [10%|«— dong 3

B152
NO31 / Bang phu

M203 /
10 M104 / =HLOOKUP(C5,5H$4:$K$6,2,0)

= Bang ph
1 PV 4 daﬂmJquadbngzléygiatri{ﬁlegiam)

13
14| =HLOOKUP(C5,$H$4:$K$6,3,0) Excel sé lay tri tai C5 do tim trong vung H4:K4
15 néu tim thay s& qua dong 3 lay gia tri

d WdOUM o song 3ty gid i (616 thud)

17
18 1. So lwong la gia trj s6 cla kit thir 2, 3 clia MAHD ——— =VALUE(MID(A5 2,2))
1192, Hé s6 la gia tri s6 cla ki tw cudi clia MAHD ——————— =VALUE(RIGHT(AS))
20 3. Lép céng thire dién gid tri cho cét Tilé thué dwa vao hé s6 do trong Bang hé so.
121 4. Lap cong thire dien gid trj cho ¢t TiIé giam dua vao hé sb do trong Bang hé sé.
22

S
H
L
L

A |3 | ¢ |p|EB| F | 6 |H|I1|J|R]|] L

vi du 8: str dung Vlookup véi cach dé khéng chinh xac

=VLOOKUP(dia chi tri do, bang phu, dong lay gia tri
Bang phu
Tén | DTB | Xép loai PTB | Xéploai

Minh | 94 Yéu Khéng c6 sb 0 cubi cdng thire
Lan 8.3 \, TB

0
5
Dan 7.7 7|Kha
Khang 5.4 8|Gidi

Lé 75
Binh 6 Bang phy

Linh 4.6 é_Aj
Sang 4 =VLOOKUP(B5,5E$5:$F$8,2)

tri do tim

— | =
gl ol K = =0 R s ) [ S V) Y e

—
b

—
Led

—
i

qua cit 2 lay gié trj (xép loai)

Pic diém giatri do nam trong 1 khéang cla ving doé (khéng chinh xac)
Dwa vao diém trung binh (DTB) dé tim & bang phu dién két qua cot xép loai
Excel sé lay gia tri nho gan nhat gia tri do (xem nhuw tim thay)

—
LA

—
(a3

—
~1

—
(=]

—
in]




Huéng dan ki ndng st dung MS Excel 2K3

Bai tap rén luyén ham VLOOKUP va HLOOKUP

91

A B | C | o | E | F - H

1 |Baitap 1
2 |STT| ching tir don gia s6 lwong| Thué | Thanhtién
3 DOOBP 1500
4 DO1ES 2800
5 X92SH 3500
& N4TCA 1000
7 DOOTN 2500
8 NO6MO 5200
o NS9BP 1200
10 X39SH 2400
1 X59CA 3200
12 N25ES 1300
13 BANG PHU 2 BANG PHU 1

M3 HangXS | Tén hang SX Ma Vattw| Tenvattw | DON9ia | Thue
14 dongllit suat
15 MO Mobil X xéng 300 3.0%
16 CA Castrol D dau 1500| 2.5%
17 SH Shell N Nhot 400| 2.0%
18 ES Esso
12 BP British Petro
20

Chén thém vao bén phai cét MA HANG 2 cét : TEN VAT TU, va TEN HANG SX.
Cot TEN VAT TU' : dwoc xac dinh dwa vao ki tw dau cia MA HANG va do trong BANG PHU 1
TEN HANG SX dworc dién vao bang cach duwa vao 2 ki tw cudi ciia CHUNG TU.

Néu 2 ki tw cudi cia CHING TU [a TN thi Tén Hang SAN XUAT ghila " Néi Dia",

ngworc lai thi do trong BANG PHU 2 dé |ay.
PON GIA dworc tinh bang cach dwa vao ki tw dau tién ciia CHUNG TU va do trong BANG PHU | dé |ay.
THUE : THUE = (SO LUONG * DON GIA * THUE SUAT). Néu TEN HANG SX la "Néi Dia"
thi THUE SUAT 120, ngworc lai dwa vao ki tw dau tién ciia CHING TU va do trong BANG PHU 1 dé lay.
THANH TIEN = (SO LWO'NG * PON GIA)+ THUE

chép toan bd bang tinh qua sheet2. Loc ra cac dong théa diéu kién ; SO LUGNG>2000 va <5000
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Al e | c [0 [JE] F |

c | w | | v [ e ]

Bai tap 2

Ma
hang

S6
lreng

Tén
hang

Loai hang |Pen gia Ngay thué

Ngay tra

$6 ngay |Tién thué

thué

BO1 25| 30/08/95

05110195

D01 28| 02109195

02110195

G01 30| 02109195

13/10/95

G02 20| 30/08/95

0211095

K01 20| 04/09195

14/10/195

K02

15| 01109195

10/10/95

R I = B . O o B S i L -

Bang phu

M3 hang

Ténhang

DBeon gia 1 [Pongia 2 1) cét tén hang Dwa vao ky tw thir nhat

B |Bap

200 180 clia MA HANG do trong bang phuy

Biu

100 80 2) cét loai hang la gia tri s6 cda ki tw cudi cia mé hang

Gao

150 140 3) Cét don gia Dwa vao M3 hang hoac Tén hang dé trong bang phu

D
G
K

Kheai

120 100 Néu la loai 1 thi 1ay don gia 1 nguwoc lai lay don gia 2

4) S6 ngay thué=ngay tra-ngay thué
5) Cét tién thué= S6 lwong * dongia * sé ngay thué Néu S6 lwong > 20 thi dwoc giam 10%
6) Sap xép bang tinh giam dan theo cét sé lwong

Dap an

A

cdu 1 =VLOOKUP(LEFT(AZ) 5A%11:5D514.2.0)
cdu2: =VALUERIGHT(AZ) caud: GA-F3
cdu 3 =VLOOKUP(LEFT(AZ) $A511:50%14 IF(VALUE(CI=13.4) 0)
cAu S =EFDIHIIFEI=2020%,1)
B \ C \ o

|E|F G H \|

Baitap 3

Ngay ban

Phiéu hang |Ma hang| Ténhang | DVT | S6 lwong | Thanh tién USD |Thanh tién (VND)

0210311997

B001 10

0210411997

TOO1 5

1210311997

G002 20

15104/1997

B002 7

2810311997

G001 11

151031997

To02 15

fw I o= et e S Y N I e )

1110411997

B002 46

—
[}

Téng cong

—
—

bang danh muc hang hoa
Ténhang | BVT

Ghé cai

Ban cai

Ta bd

—
[}

Ma hang Pongia |Ti gia USD |
12
8

15

15550 |

—
[#]

=

o
||

o

—
e |

1. Dién vao c6t Ma hang 12 ki tw thir 1 cia Ma hang

2. Dwa vao Ma hang do & bang danh muc hang héa dé dién tén hang
3. Dwa vao Ma hang do & bang danh muc hang héa dé dién BVT

4. Tinh cét Thanh tién USD = sé lwong * dongia véi don gia do & bang danh muc hang héa
dongia dwa vao Ma hang doé & bang danh muc hang hoa dé lay

5. Thanh tién VND = Thanh tiénUSD * Ti gia USD

6. Sap xép bang tinh theo thir tw giam dan cla cét thanh tién USD
Dapan: cau2: =VLOOKUP(C3,5A$13:$D$15,2,0) cau 3:
cau 4 : =F3*VLOOKUP(C3,$A$13:$D$15.4,0) caus:

—
oo

19
20|
2]
2
23
24
25

=VLOOKUP(C3,$A$13:$D$15,3,0)
=G3"$G$12
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Huéng dan ki ndng st dung MS Excel 2K3
A | B | c | D | E | F | G | H | 1 | I
1 BANG KET TOAN HANG NHAP KHAU
MA MA TEN s6 PON THANH . | PHAI
2 STT cTU HANG | HANG CcTU SL GIA TIEN Uil TRA
3| 1 SB205 50
4| 2 TLAQ2 100
5| 3 SB401 125
6| 4 | DGIO3 47
7| 5 | DG2o2 BO
g | & | RUIO4 50
9| 7 | BMSO3 120
10| & SBE303 48
1| 9 | RU201 50
12| 10 | SBSO7 B0
13 Tang cong
14 Trung binh
15 NRS nhit
15 Lén nhdiit
BANG MA LOAl HANG HOA VA PON GIA BANG THONG KE PHU
MA TEN BON i . i
T HANG GLL Sila bot Ihirng | Bt nopt
SB Sifa bot 25000 S& lin nhdp
TL Thudc 14 10000
Inle; Enrdng 5000
R Rurgu 150000
BN Bétngot 20000
Yeu ciu:
1. Mhip va trinh bdy bdng tinh nhittrén
2. Lip cbng thifc didn diY [i€u vd o5t MA hang 13 2 ky tr divcda Ma Ctir
3. Eién Tén hang difa vdo Mi hang v4 Bing Mi loai hing hod va Pon gid
4. Tim S& CTir la gid tri 8 ola ky tu the* 3 oda Md CTir
5. Tinh Thanh tién = SL* Pon gid
6. Tinh Thué = 20% Thanh tién cho cic mat hing Thnde 14,

10% Thénh tién cho mat hing Ritdu, 0% cho cdc mat hing edn lai

7. Tinh Phii trd = Thanh tién + Thué&

8. Tinh sd 1An nhip cho cdc mat hing trong Bing théng ké phu
9. 34p x€p bdng tinh theo thi? tif ting ddn cda <&t S& CTir,

10, Trich ra nhitng mat hing Ruou va Thude L.
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Huéng dan ki ndng st dung MS Excel 2K3

A

B |

c | D

E

| F |G | =

I

J

K

BANG THANH TOAN TIEN DIEN THANG 10/2003

MA KH

HQ TEN KH

LOAI
HQ

cs cl

Cs mai

TIEU
THU

DINH
muc

DON
GIA

S
viigt DM

TIEN
TRONG
M

TIEN
VwgT
M

NDOOA

L& Anh

1367

15600

NDOo2

Ly Bio

hhbh

5530

SA005

Hd Clc

4500

4700

Sx004

Tdn Vi

6000

5400

KDOODS

Ly nhan

8850

150

KDO0G

L& Cam

8500

700

LOoc N NN T o 3 Y < ' A [ 2

(=
]

Bing1: D

inh miflc v ddn gid

11

LOAI HO

DINH muc

Bdn gid

12

ND

100

a0

13

sX

300

60

14

KD

500

80

2: hé

sé vugt

S8 KW viigt DM

a0

100

200

HE sO vugT

2.0

2.5

3.0

1. Nhé&p lig¢u va dinh dang bang tinh nhu trén

2. Didn vao cot LOAI HO 1& 2 ky tu ddu oot Ma KH
3. Dign vao cot TIEU THY theo digu kign:

NEUCS mdi==CSeii thi TIEU THY = CS mdi- CScil
NEu khéng thi TIEU THU = 10.000 - CScli + C3 mdi
4. Bién vao oot BINH MUC can o vio LOAI HO va bang 1
5. Dién vao cot DON GIA can cd vao LOAI HO va bang 1

6. Tinh 56 KW vugt DM theo didu kigén: NEU TIEU THU > DINH MUG thi 56 KW wust
B = TIEU THU - BINH MUG. néu khong thi sd KwW vugt BM = 0

7. Tinh tién trong ©M = (gid tri nhd hon gida TIEU THU va BINH MUGCY * BON G4
8. Tinh tién vuct BM = S8 KW wugt DM * BON GIA * HE 50 YUGT
(HE SO VUOT céin ol vao S& KW vuot DM va bang 2)

(2 diém)
(0.5 digm)

(1 digm)
(1 digm)
(1 digm)

(1 didmy

(1.5 diém

(1 digm)

9. Copy bang tinh sang sheet 2 va tién hanh trich loc d& tao ving dif li&u cho cdc khdch hang
sU dung wuct B T 100 KW ird 180

(1 diém)
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Huéng dan ki ndng st dung MS Excel 2K3 95
A | B | ¢ | o | E | F | ¢ | H | 1
1 HOA PON BAN SA CH 07/2001
, MA LOAI s0 |THANH | PHI VAN | TIEN
MSHH TENSACH . ) PON GI&
2 SSCH | S{CH | LUGNG TIEN |CHUYEN | GIAM
3 ADG2 Baisa 11 1500
4 A1G2 Quang hoc 11 2100
5 0T Gian Thien Ly oo
& BOEK 1 Daw Todn 6 B00
7 AIGE Wan Hoco 12 2000
2 iK1 Tam 13 Hs 450
=] Z1T2 Thidw Hit 1500
10 Bding Logisdich Bdng Phi vin chuyén
11 | MASACH | LOAISACH | B.GIA SLugng 0 1000 1500
12 G Sido khoa 2800 FPhi 50000 30000 15000
13 T Tyen 3500
14 K Tham khidc 3000
YEU CAU:
L. Trinh biy bdng tinh nturtrén, It vio dia A: v4i t8n SACH.XLS (2 di€m)
2, Bién dit liéu vio cdt M sdch ld ky tu thi' 3 cla cét MSHH (1 di€m)
3. Dufa vdo M sdch vda Bang Loaisich dién dif lidu vio o5t Loaisach (1 di€m)
3. Dita vio M4 sdch vi Bing Loai sich didn diY ligu vdo o5t Pon gid (1 di€m)
4. Tinh Thanh Tién= S& lwong™* Pon gid (0.5 di€m )
5. Bidn vdo cét Phi vin chuyén, dita vd o S6 Iwong sdch va Bing phi vin chuyén (1 dié
6. Tinh Tién gidm (1.5 di€m), biét :
MNEu Ky tr ddu ca MSHH 14 A thi Tién gldm bing 8% cia Thinh Tién
MEu Ky tr ddu cia MSHH 14 B thi Tign gidm bing 5% cda Thinh Tién
Cdc trif¥ng hdp cén lai thi khéng gidm.
7. Tinh Phii trd = Thanh Tién - Tién gidm + Phi vin chuyé&n (1 di€m)
8. Sdp x£p bdng tinh ting din theo ¢ét S6 Iuong.
9. Copy bang tinh qua Sheet 2, Trich loc ra nhitng HH |4 Gido khoa {1 digm)
bap an
2. =MID{A33,1) 3. =vLOOKUP(D? $B517:50%19 2 0)
4. =VLOOKUPD? 385175051930 5. =HLOOKLUPIF? $HF1E: 5517 21)

B. =IF(LEFT(ET 1)="4" 8% IF(LEFT(ET 1)="B" 5% j/*H7

95



Huéng dan ki ndng st dung MS Excel 2K3
Al B | ¢ | © | E | F S | H I
1 HOA PON BAN HANG
2 STT Mt hang 5S¢ lugng - Gia ed
3 MA HP |MA hing | Tén hang |S6 vigng |Tién nhip| Tién xudt [Thué VAT |Lgi nhudin
4 1 |KBOO1 100
5 2 |[EBo02 200
& 3 (MO0 50
T 4 |FDOO1 S00
2 5 |HDOO1 20
9 & (MO002 450
10 T |FD003 50
11 g |HDOO3 T
12 Thip nhdi 7
13 Cao nhdt 7
14 Téng cong 7
15|
16 Bdng Gid rhdp Bdng thing ke
17 M4 hing |Tén hing| Gid nhip M4 hiing | Lgi nhuin
18 KB Keyboard 9 KE ?
19 HD HardDisk a0 HD 7
20 | L] Monitor 110 ] 7
21 F Floppy 2 F s

L B A

10, Tinh Téng cdng ca ¢4t Loi nhudn

. Tao bang tinh nhnttrén, [t vdo dfa A: vd1 tén HOADON.XLS
 Bign dff ligu vio cdt M hang= 2 kj ti' ddu oda Mi HB.

. Dnfa vio Bang Gid nhip v4 Ma hang dién diY li€u vde cdt Tén hing.
. Tinh Tién nhép= S&6 lwong*Gid nhip (véi Gid nhip dua vio Bang Gid nhip)

. Tinh Tifn xudt biét:

Tién xudt =105% *Tién nhd p n€v mat hiang cé S6 Iuifng trén 150
Tién xudt =112%*Tién nhd p n€u mat hang c¢é S6 Ivigng tir 100 dén 150
Tién xudt =120%*Tién nhdp n€u mat hang ¢ S6 Ivigng nhé hon 100.

Tinh Loi nhuin=Tién xui't-(Tién nhip+Thu& VAT)

. Tinh ThAp nhit cla ¢4t Loi nhudn
. Tinh Cao nhét cia cét Loi nhudn

11, Bién dif lidu vio Bing théng ké: = dung ki m SumIf.

6. Pién diY liéu vio cét Thué VAT=10%*{ Tién xui't - Tién nhéip)
1,
a3
9

2 digm
0.5 di€m
| di€m
| di€m
1.5 difm

0.5 di€m
0.5 di€m
0.5 di€m
0.5 di€m
0.5 di€m
1.5 di€m

96
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Huéng dan ki ndng st dung MS Excel 2K3 97
A B | ¢c | p | B | F | ¢ H I ]
1 |Baitap 8 TiGiaUSD| 15500
, | Makhich Tén  |LoaiKS| Pongia | Neidén n;a:& Tién an béop:ilém Thﬂ‘g[:'e" Thm[:'e"
3 INHA-1SAO-D1 |Ti anh
4 INHA-MINIO3  |Minh Thu
5 INHA-1SAO-04 |Lan Anh
6 INHA-2SA0-11 |Bio Long
7 INHA-MINI-5  |Yén Linh
8 |[DAL-MINI-14  [Hoang An
9 |DAL-MINI12  |YénTrang
10 |DAL-2SA0-34 |Phuwong Tu
11 DAL-2SA0-23 |Anh Thu
12 |DAL-3SA0-16 |Vin Minh
13 HUE-1SAO-15 |An Binh
14 HUE-35A0-36 |Tan Hung
15 |HUE-3SAO-10 |Qudc Trung
16 HUE-2SA0-19 |Hung Lan
17 |Bang phu 1 Bang phu 2
Loaiks | Dongia Ma |\ oigen | SO |Tiénan
18 ngay noi dén ngay o | (USD)
19 [MINI 5 DAL |PaLat 3 15
20 [1SA0 8 NHA [Nhatrang 4 22
71 2SA0 12 HUE |Hué 6 27
22 |3SA0 17
Yéu cau

1. Loai khach san la ki tw thir 5, 6, 7, 8 cua Ma khach
2. Cot Don gia ngay: dwa vao loai khach san do & bang phu 1

3. Cotnoi dén : Dwa vao 3 ki tw dau ca Ma khach do & Bang phu 2

4. Cétsé ngay & : Dwa vao 3 ki tw dau cla Ma khach do & Bang phu 2
5. Cot Tién an : Dwa vao 3 ki tw dau cla Ma khach dé & Bang phu 2

6. Phi bao hiém : dwa vao noi dén nhw sau
7. Thanh tien USD = Pon gia*sé ngay 6+Tién an + phi bao hiém
8. Thanh tién VND : Thanh tién USD * ti gia USD

Pap an

1.

=MID(A3 5 4)

2.

Palat:5

3. Noi dén =VLOOKUP(LEFT(A3 3 $D$19:$G$21.2.0)
4 Sbngay 6=VLOOKUP(LEFT(A3 3) $D$19 $6$21.3.0)
5. Tién an =VLOOKUP{LEFT(A3 2)$0$19:$G$21.4.0)
6. Phi b&o hiém =IF(E3="Da Lat", 5%, IF(E3="Nha Trang" 7%, 10%)

=YLOCKUP(C3,$A$19:$8$22,2 0}

Nhatrang: 7 , noi khac : 10
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Huéng dan ki ndng st dung MS Excel 2K3 98
A 1 8 [ ¢ [ o0 [EJ]TF 6 AT J]
1 BANG LUONG THANG 01-2005
2| MaNV Ho&Tén | Xéploai | Mdngach | Bac | Hé sé [Thuéng|Lwong | Thué |Con lai
3 [LD3-007 [Lé Phuaong Mam A
4 |LD2-002 |Tén Vi Bac A
5 |[CY3-005 [T VanLong C
6 [CV1-007 [Duang Té Phong E
7 |NV1-008 |Han Viét Van A
g |NV2-013 |Hiynh L& MNhét B
g [NW3-014 L& Hai Nguyét A
10 |BANG 2 - Tién thwéng BANG 3 - Hé s6
11| Xép Loai| Tiénthwéng 1 2 3 Lwong cin ban
2] A cv 2| 25 3
13 B LD 3 35 4
14 C NV 1 15 2
% Yéu cau:
17| 1. Nhép liéu va dinh dang bang tinh nhue trén, Ieu vao dia véi tén Bangluong.xls (2d)
18| 2. Bién vao cit Ma ngach 13 2 ky tur dau cit Ma NV (1d)
19] Biénvao cotBac la gia tri 56 cla ky tur ther 3 c6t MANV
% 3 Dién va0 cOt Hé s6 can clr vao Ma ngach, Bac va Bang hé s6 -Bang 3 (2d)
5 (4. Biénvao cdt Thwong can clr vao Xép loai va Bang tién thwéng - Bang 2 (1d)
23|5. Tinh lbong = Lwong can ban * Hé so + Thudng (1)
2416 Tinh thué theo diéu kién: N&u Ieong trén 2000 t tinh 15% 506 du. NEu khéng thi thué = 0
% (%7 du: néu leang = 2400 thi ttjué =400 15% con néu leong =1800 thi thué =0)
o7 | 7. Tinh con fai = Lrang - Thué (1d)
28| 8. Ruttrich (loc) cac mau tin c6 Ma Ngach [a NV va co déng thué sang Sheet 2 (1d)
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Huéng dan ki ndng st dung MS Excel 2K3 929
ON TAP TU KIEM TRA
bel
Hay tham khao bang sau dé lam nhitng cau tiép theo
A B C D E F G H | J
1 STT | MaHS Ho Tén | Ng Sinh [ Toan | Van NN Xloai |Thudng
2 | , |[Leo01 e Ding | 13/08/03 5.5 6 TB 0
3 2 |L8006 Tran Hai 29/08/03 7 Kha 75000
4| 3 [L8003 |H6Thi  [Binh | 06/03/03 | 45 g Kha 75000
6 | o5 |8022 |vivan [Nam | 22/11/03 100 85 g Gidi | 200000
1. Lénh LEFT(LEFT(B2,2),1) chota:
a.l b. L c.8 d.o
2. DElay ra giatri s6 80 & 6 B3 ta dung cong thirc:
a. = RIGHT(LEFT(B3,3),2) b. = VALUE(MID(B3,2,2))
c. = VALUE(MID(B3,3)) d. Ca a, b, c déu ding.
3. Cong thirc = MONTH(ES) cho ta :
a. 17 b. 03 c.1 d.D2
4. Cong thic =IF(YEAR(E4)=03, 3, 2003) cho ta:
a. 06/03/03 b. Khéng tinh dugc c.3 d. 2003
5. Cong thirc =MATCH("NN",C1:J1,0) cho ta:
a. #N/A b. 4 c.5 d. 6
6. Cong thirc =COUNTIF(F2:F6,"7") cho ta :
a. 4 b.1 c.2 d.o
7. Cong thic =VLOOKUP(“L8003”,B2:F6,5,0) cho ta:
a. 4.5 b.7 c. 06/03/03 d.8
8. Cong thirc =HLOOKUP(6, F2:H6, 4, 0) cho ta:
a.7 b. 8 c.6 d.5
9. Cong thic =IF(AND(F2>=5,G2>=5), “Dau’, “Rét”) cho két qua:
a. bau b. R6t c. #N/A d.5
pé 2
Hay tham khao bang sau dé lam nhiing cau tiép theo
A B C D E F G
1 | MANV HO TEN NV NGAY TUYE’N DUNG| PONVI | LUONG | PHU CAP THUE
2 |[TV0O1 |Lé Van An 10/12/79|Tai vu 100 50 X
3 [TV12 |Hé Thi Héng 15/03/87|Tai vu 120 40 X
4 |KT23 |Ha Van 12/03/90(Ky thuat 150 60 X
5 [KT58 |LyBa 25/11/97|Ky thuat 80 15
6 |TV79 |Nguyén Nam 07/03/99|Tai vu 60 20
Lénh = LEFT(RIGHT(A2,3),1) cho két qua :
a.Tv b. T c.V d.1
Lénh = IF(WEEKDAY(C2) = 10,4,10) cho két qUa :
a. 4 b. 10 ’ c. 1979 d.Tat cd a,b,c déu sai
Lénh = COUNTIF(D2:D6,"Tai vu") cho két qua :
a.0 b.1 c.3 d. Tat ca a,b,c déu sai
Lénh = COUNT(A2:A6) cho két qua :
a. Lénh sai b.0 c.5 d.6
Lénh = YEAR(C2) cho két qua :
a. 79 b. 1979 c. 10/12/79 d.Lénh sai
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6.

7.

8.

9.

10.

11.

12.

Huéng dan ki ndng st dung MS Excel 2K3

100

Lénh =SUMIF (D2:D6,’ky thuat”, E2:E6) cho két qla
a.0 b.2 c. 230 d. Tat ca a,b,c déu sai
Lénh = Vlookup (“TV01”, A2:G6, 4, 0) cho két qua :
a. “Lé van An” b. “Tai vu” c. 100 d. Tat ca a,b,c déu sai
Lénh = Hlookup (“TV01”, A2:G6, 4, 0) cho két qua :
a. “KT58” b. “Tai vu” c. 100 d. Tat ca a,b,c déu
sai
Lénh = MATCH("TVO01",A2:A6,0 ) cho két qua :
a. “Tv79” b.0 c.l d. Tat ca a,b,c déu sai
Lénh = AND (A2 = “TV01”, NOT (E2 > = 100) ) cho két qua :
a. True b. False c. “Tv01100” d. Tat ca a,b,c déu sai
Lénh = OR (AND (1 > = 1, NOT (A2 = “TV01")) , COUNTA ( G1:G6 = 6))
a. True b. False c. “TVO1” d. Tat ca a,b,c déu sai
Lénh RANK (F2, F2:F6) cho két qua :
a. 185 b. 135 c.2 d. Tat ca a,b,c déu sai
pbe 3
Hay tham khao bang sau dé lam nhiing cau tiép theo
A B C ] E F B H I J
1| s | MAHs HQ TEN |NGAY SINH| TOAN | LY | HOA | DTB | XEPLQAI
2 1 | Ao mal HOA 121241934 5 5 3| as| vEU
3 2 B101 |LE KIMH 5511984 3] 8 o 7.3 KHA
4 3 | po2 [|Hoane [clanc 12741985 6 5 BIEERE
g i 201 |PHAM DLIMNG 12419583 7 7 8 7.3 KHA
E 5 | cwe |ur HAI 1/8/1984 8 9 of &7 KHA
7 & A202  [NGUYEMN [TRLIC 791984 10 o o5 95 GIO|
13. Cong thlrc =ROUND(F2*G2+H2/2,0) cho két qua |a.
a. 26 b. 27 c.14 d. 26.5
14. Cong thirc =ROUND(AVERAGE(A2:B5),0) cho K&t qua la
a.3 b. 2.5 c.2 d. Excel béo 16i
15.  Cong thic =LEFT(MID(B2,2,3),1) cho két qua ta :
a.o0 b.2 c.A d1
16.  Lénh =LEFT(RIGHT(B2,3),1)cho két qua la:
a."“2” b.2 c.1 d. “1”
17.  Lénh =COUNTIF(J2:37,KHA) cho két qua la :
a.l b.3 c.0 d. Excel béo 16i
18.  Lénh =COUNT(A2:B7) cho két qua 1a :
a.6 b. 12 c.0 d. Excel bao 16i
19. Lénh =COUNTA(A2:B7) cho két qud la:
a.6 b. 12 c.6 d. Excel béo 16i
20.  Lénh =VLOOKUP(10,F2:H7,3) cho két qua Ia :
a. 9.5 b.9 c.8 d. Excel bao 16i
21.  Lénh =COUNTIF(F2:17,>9) cho két qua la:
a. 2 b.3 c.4 d. Excel béo 16i
22. Lénh =HLOOKUP(B2,B2:D7,3) cho két qua la :
a. B102 b. HOA c. GIANG d. Excel bo 16i
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bé 4

Hady tham khalio baling sau fiea lasm nhéong cadu tieadp theo

A B C D E F G
1 | MAHang | Ténhang |Ngay nhap | Kich thuéc | Pon gia So6 luong Thanh tién
2 [TV15 Tivi 15/01/04 15" 100 10 1000
3 [TV17 Tivi 15/01/04 17" 120 5 600
4 (TV21 Tivi 17/01/04 21" 160 3 480
5 [MT15 May tinh 21/02/04 15" 200 12 2400
6 (MT17 May tinh 12/03/04 177 250 4 1000

1. Lénh = RIGHT(LEFT(A2,2),1) cho két qa :

a. Vv b. “T” c.“TV” d. Tatca a,b,c déu sai
2. Lénh = MID(A2,3,1) cho két qua:

a. “Tvl” b. “v1” c.“1” d.”15”
3. Lénh = COUNTIF(B2:B6, Tivi") cho két qua :

a. TRUE b.FALSE c.3 d.5
4. Lénh = COUNT(AL:A6) chota :

a.o0 b. 1 c.6 d. Sai, Théng béo 16i
5. Lénh = YEAR(C2) cho két qua :

a. 15/01/04 b. 04 c. 2004 d. Sai, théng béo 16i
6. Lénh = SQRT(E2) + MOD(F2,3) cho két qUia :

a. l1ll b.13 c. 101 d. 103
7. Lénh=IF (INT(F3/3) =1, 1, 2) cho két qua :

a.0 b.1 c.2 d. Tat ca a,b,c déu sai
8. Lénh = MATCH( “TV15",A1:A6,0 ) > = RANK( G2,G2:G6) cho két qua :

a.l b.2 c.TRUE d. FALSE
9. VLookup(A2, A2:G6,5,0) cho két qua

a. “MT15” b. 100 c. 10 d. Tat ca a,b,c déu sai
10. = IF (MIN(E2:E6) < SUMIF(B2:B6,"TIVI",G2:G6), 1, 0) Cho két qua:

a. True b. False c.1l d.o
11. AND(ABS(E2) = 100, NOT(OR (D2 = D3, Average(E2:E6) = 100)))

a.l b. 2 c. TRUE d. FLASE
12. Lénh = Index (A1:G6,4,5) cho két qua:

a. “Tv21’ b. “MT15” c. 160 d. Tat ca a,b,c déu sai
pe5

Cho mOt bang tinh nhu sau , trong d6 A,B,C,D,E,F,G 1a c0t va 1,2,3,4,5 1a hang. Gid sU ngay ban 1a ngay c6
dang DD/MM/YY (trd 10i tir cAu 26 dén 40 )

A B Cc D E F
1 | MASO |TENSANPHAM | SO LUONG [PON GIA| THANH TIEN NGAY MUA|
2 | P400 | XI MANG P400 35 5800 203000 20/06/03
3 | P200 | XIMANG P200 40 4800 192000 25/06/03
4 | HO21 CAT 299 300 89700 17/06/03
5 | B001 GACH BONG 300 2800 840000 30/06/03
1) Lénh LEFT(RIGHT(A4,2),3) chota:
a.” 021”7 b. «“21” c. “H02” d.Tat cd a,b,c déu sai
2) Lénh HLOOKUP(“5800",C2:E5,3,0) cho ta:
a. 300 b. 4800 c. 2800 d. Tat cd a, b, c déu sai
3) Lénh IF(RIGHT(A4,2)="21""DUNG","SAI") cho ta :
a. DUNG b. SAI c. “SAI” d.Tat ca a,b,c déu sai
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4) Lénh SUMIF(C2:C5,">=50",D2:D5) cho ta :

a. 3100 b. 5200 c.0 d.Tat cd a, b, c déu sai.
5) Lénh COUNTIF(F2:F5,"17/06/2003") cho ta :

a. 1 b.0 c.2 d. Tat cd ab,c déu sai.
6) Lénh SUM(C4,D5) chota:

a. 3699 b. 599 c.3099 d. Tat ca a,b,c déu sai
7) Lénh VALUE(RIGHT(A4,2)-RIGHT(A3,2)) cho ta :

a. 21 b. «“21” c. 2100 d. Tat cd a,b,c déu sai
8) Lénh IF(MID(A3,3,2)="0",1,0) cho ta :

a. 0 b. 1 c. TRUE d.Tat ca a,b,c déu sai
9) Lénh MAX(C2:E5) cho ta:

a. 300 b. 840000 c. 203000 d. Tat cd ab,c déu sai
10) Lénh AND(C4<=D5,D3<C5,E2>C5) cho ta :

a. TRUE b. FALSE c.T d.F
11)Lénh VLOOKUP(*h021”,A2:F5,4,0) c6 gia tri la:

a. 299 b. 300 c. 89700 d. Tat cd a, b, ¢ déu sai.
12)Lénh PROPER(B5) chota:

a. Gach bong b. GachBéng c. GACHBONG d. Tt ca a,b,c déu sai
13)Lénh OR(E2>C3,D5=E3) cho ta:

a. TRUE b. FALSE c.T d. Tat cd a ,b,c déu sai.
14)Lénh IF(RIGHT(A3,2)="0","DUNG","SAI") cho ta :

a. DUNG b. SAI c. “SAI” d.Tat cd a, b, c déu sai
15)L.énh COUNTIF(C2:D5,”300") cho ta :

a. Khong tinh dugc b. 1 c.0 d.2

pé 6
Cho mot bang tinh nhu sau , trong d6 AB,C,D,EF,GH la cOtva 1,2,3,4,5,6 1a hang .Luu y c6t D
chlta cdc ngdy c6 dang : dd/mm/yy ( trd 10i tlr cau 1 dén 15)

A B C D E F G H
1 HO TEN | MASO | NGSINH | MON1 [ MON2| TB HOC BONG
2 | NGUYEN | DINH | AO5 12/07/85 8 I 7.5 100000
3 | TRAN CHA | B02 09/09/86 5 6| 55 80000
C
4 | LE THI A04 02/07/86 9 8| 8.5 100000
5 | PHAM AMY | B03 23/04/84 10 8 9 123450
6 | KY VY A0l 07/07/85 9 10| 9.5 100000
1. Lénh IF(E2="8",10,20) cho ta :
a. 10 b. 20 c."6” d.Tat ca a,b,c déu sai
2. Lénh AND(F3<F4,F4<C6,H6>C2)
a. TRUE b. FALSE c.T d.F
3. Lénh IF(RIGHT(C2)=5,4,10) cho ta :
a.4 b. 10 c. D4 d.Tatcd a,b,c déu sai
4. Lénh LEFT(LEFT(A2,1),2) cho ta :
a.N b. G c.E d.A
5. Lénh VLOOKUP(B03,C2:H6,4,0) cho ta :
a. #N/A b.9 c.8.5 d.8
6. Lénh PROPER(A2) cho ta :
a. NGUYEN b. nguyen c. Nguyen d. Tat ca a,b,c déu sai
7. Lénh PRODUCT(E2,E6) cho ta
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10.

11.

12.

13.

14.

15.

a.

a.

a

a

a

a.

0 b. 72 c. 32400 d. Khéng thuc hién dugc
Lénh IF(C3="B02",’D",’S") cho ta :
S b.D c.‘D” d."s”
Lénh SUMIF(C2:C6,"b0?",E2:E6 ) cho ta:
.15 b.0 c. 41 d. Tatca a, b, c déu sai
Lénh COUNTIF(E2:G6,"9") cho ta :
.4 b. 3 c.5 d.o
Lénh COUNTIF(D2:D6,"7/7/1985") cho ta :
. Khéng tinhdugc b. 1 c.0 d. 2
Lénh SUM(E2:F3) +15 chota:
.41 b. 29 c.28 d. Tat ca a,b,c déu sai
Chon 2 6 A6 va B6 rdi nhap vao nat cong cu Merge and Center sé cho ta:
. KYVY b. KY c. VY d. Tatcd a, b, c déu sai
Lénh ROUND(H5,-3) cho ta:
.123000 b. 123400 c. 123500 d. Tatcd a, b, c déu sai
Lénh MOD(ES6, F6) cho ta:
1 b. 10 c.9 d. Tatca a, b, c déu sai
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Bai 7
Sap xép va rut trich co sé dir dit liéu

a. biéu kién tién quyét: )
Lam chu céac Ki nang van dung cac ham IF, And, OR, Count, Counta, CountIF, ham chuoi
b. Muc tiéu
v Giai thich va md ta dugc, phan biét dugc y nghia va co ché hoat déng clia ham
Vlookup Hlookup, chinh xac va khéng chinh xac
v Néu dugc mot s6 16i thudng gap khi sir dung cac ham vé do tim.

c. Noi dung

1. Khai niém co sé dir liéu (CSDL)

Mot bang tinh clia Excel c6 thé coi 1a mot co s& dit liéu (CSDL) vi CSDL la mét tép hop
danh sach gom nhiéu dong va nhiéu cét. Moi cbt co tén cot goi la truong (Field), moi dong
con goi la mau tin (record) hay bd. Dong dau tién clia CSDL goi la dong tiéu dé (Header
row). Véi CSDL ta c6 thé sap x€ép danh sach theo 1 th( tu ting dan (Ascending) nhu1->2,
-...2>n hay theo tu dién: A>B->...> hay a > b->...>z hay giam dan (Descending) nhu :
10> 9->....-->1 hodc Z> Y->...> Atheo 1 c6t ( goi la khda sap xép : key) (theo mot hay
nhi€u khoa), c6 thé tim ki€m, trich loc théng tin hitu ich, t6ng hop théng tin...tUr CSDL.

2. Sap x€p co so dir liéu (CSDL) (Sort)

La thao tac sap x€p cac mau tin clia bang tinh theo th( tu ting hay giam dan dua vao noi
dung cla 1 hay nhiéu cét goi la khoa sap xép.

D& minh hoa cho thao tac sap xép cac mau tin trong bang tinh, ching ta hay xem vi du
minh hoa sau

A B lc o | E | F | e ] v | 0| x |1
1 |Vi du minh hoa thao tac sap xép di liéu cho mét bang tinh
2 | BANG KE HANG XUAT
3| CTU* |DIEN GIAI SL BGIA | TRIGIA | THUE | CONG #—— Dong tiéu dé (Header row)
4| B50 |BAN GO 40 25 1,000 50| 1,050 ) A3:G3
5| B51 |GHEDUA 120 08 960 48| 1,008
&| B52 |GHE XEP 38 12 456 23 479 Ving
7| B53 |GHEDAU 85 08 680 3| 714| > danh sachcac mautin
8| BS54 |TOKIENG 41 42 1,722 86 | 1,808 A4:G10
9| B5 |TUFORMECA | 95 14 1,330 67 | 1,397
10| BS6 [TOFORMECA | 78 45 3,510 176 | 3686 )
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Cdc bworc thuc hién thao tac sap x€p di¥ liéu (Vi du sip xép bang tinh trén ting din theo cat SL)

1 Chon ving dir liéu cansap xép : A3:G10 ( bao gom déng tiéu dé)

2 Chon DATA > SORT sé hiénra hop thoai Sort
3 Click chon tén cot lam khoa sap xép ( vi du nay ban click chon tén ¢t SL)

4 Click chon hwérng sap xép :

5 Chon OK két thie

Ting dan : Ascending
Giam déan : Descending

1. clickchon ||l ?)X]
tén Cﬁﬂél’l’l Sark by hq"“'-,___h
k Dﬂﬂ sap ' v 1@ fscending
Xep (trong vi || 1rane) ‘}-v (O Descending
dunayta -~ ) mcrlr | L
= ~4DIEM GIAT
chon cdt SL) (%) dsgending
BGlA -~ () Descending
TRLATA b
e
. L ~f (¥) Ascending
2. click chon bd _
A di . () Descending
t?ce nd I ng My data range has
an an
::_ 5i l:glil:k U]K - _@‘H‘eader row () Mo header row
[ Cptions. ., ]h‘h?‘ O, ] [ Cancel ]

Bai tap ren luyén sort (dua vao béng tinh trén)
Cau 1: Hay sap xep bang tinh gidm dan vaéi khéa sap xep la cOt cong
Cau 2: Hay sap xep béng tinh tang dan dan véi khoa sap x€p labon g|a

Cau 3: Hay sap xep bang tinh gidm dan véi khda sap xép la cot Thué
Thuc hién sap xép theo 2 khoéa. Vi du
A E C D E F i H I

1 |STT|He Tén PHAlI |NG Sinh op LT TH PTB
21 1 |Lé Minh Mam [ 1310/72 D 5.0 95 88
3| 2 [Hoang Minh Mam [ 21/08/70 C 6.5 75 70
4 | 3 [Trén Anh M 2211171 D 45 B0 53
5 | 4 [MaiThi Anh Mam [ 01/07/69 E 8.0 1000 90
6 | 5 [Hbang Dung M 03/09/66 A 6.5 80| 73
7 | & |MNguyén Lam NG 13/06/67 E 4.0 401 40
g | 7 |Hbéang Lam N 04/07171 C 5.0 9.0 85
g | & [Phan Long Mam [ 12/09/64 A 6.0 70l 65
W 9 [Truong Long Mam | 08/01/71 i 3.0 8.0 8.5
11
12 1. S&p ¥&p bang tinh theo thiy t tAng dan oot Lep (thiy tur te dién) néu tring 1ap thi xép
13 theo thiy tu gidm dan cot ETE
14 Hurémg dén
15 bwéc 1: Chon wing sap xép than bé bang tinh : A1:19
15 bwéc 2. Chon Data = Sort tai muc Sort by —= Click chon Lép, click chon Ascending
17 Tai muc Then by Click chon BTE, click chon Descending
13 bwéc 3 click Ok

Hoc vién hay thuc tap rén luyén sap xép nhu sau

Cau 1: Hay sap xép bang tinh ting dan véi khoa sap xép 1a cot Tén, néu tring tén thi sap
x€p theo cOt Ho tang dan

Cau 2: Hay sap xép bang tinh ting dan vdi khoa sap xép 1a cot phai, néu tring phai thi
sap xép theo cOt Tén ting dan
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Cau 3: Hay sap xép bang tinh giam dan véi khda sap xép la cot BTB, néu tring DTB thi
sap xép theo cOt Tén tang dan

3. Rut trich dif liéu (Filter)

Pay la chlc nang co6 y nghia thiét thuc cho viéc quan li CSDL trong cong tac tuyén sinh,
quan li sinh vién, can bd CNV tai cac trudng hoc, co quan, quan li mua ban ban hang, vat
tu, san xuat kinh doanh tai cac doanh nghiép, san xuét.... TU danh sach ban dau (CSDL)
ta c6 thé trich loc ra thong tin h{u ich, mét danh sach thda man mét diéu kién nao do.

Vi du tr danh sach SV ban dau ta c6 thé trich loc danh sach SV dau, rét, co6 hoc béng,...

3.1 AutoFillter: (tu déng trich loc)

AutoFillter gitp ta nhanh chéng loc ra mét danh sach chi gém céac dong (mau tin)
thda diéu kién ngay tai viing hién thi cla danh sach ban dau.

Huéng dan ki ndng st dung MS Excel 2K3

Truong hop 1: Trich loc cac dong théa man 1 diéu kién chinh xac. ta cé vi du sau

A | 8| ¢ | p | E| F | e | B 1] 1 | K |1
1 |Trich loc 2 diéu kién véi gia tri trich loc nam trong 1 cét
2 |Ho ~| Tén[-| PHAI-|INGSin-| Lop(~| LT (-] TH[-| BTB(~| «Clickchon1é
3 |Nguyén van |Minh MNam | 13/10/72 D 80 95 88 bat ki dong nay
4 |Hoang Minh Nam [210870] C 65 75 70
S |Trén Arh N 221171 D 45 60| 53 click chon Data > Filter
6 |PhanThi  [Anh Nam |01/07/69] B g0 100] 90 click Autofilter
7 |Phan Dung Nt |0309/66] A 65 80 73
8 Noguyén  |Lam Nt 1306667 B 40 40[ 40
9 |Hoang Lam N 040771 C 8.0 90| 85
10 |Phanvan  |Long MNam | 12/09/64 A 6.0 700 65
11 | Trurng Long Mam | 06/01/71 C 8.0 90 85
Hwéng dan

buwée 1: Click chudt chon 1 & bat ki trén dong tiéu dé

bwéc 2. Chon Data = Filter » Autofilter ——= mdi tén cét =& cé 1 hinh tam giac

Dlata 1ﬁlashﬁaper indow  Help  Adobe PDF

N PI@MD% - o M
v~

'| - sin~| Lop[~
| Bilter w _ fukoFiker — Sort fscendig”
Subtatals...” >~ s Sort 0 4 pding
walidation. .. - advanced Filker, 3 {All)
(Top 10...3
(Custam...)
buwéc 3: Mudn loc thdng tin lién quan cét nao, click tam giac cit dé va BT
click chon gia tr hién ra trong danh sach g AP
Vidu 1: Trich loc danh sach HS hoc lép A (hinh 1) ‘
Ban click mili tén cdt Lap --= click A hién ra trong danh séch Hinh 1
Vidu 2: Trich Igc daﬂh ?achﬂHS qgm (h|.nh 2 N , 5 [Ti PHAj[T'
Ban click mii tén cdt Phai --= click nam hign ra trong danh sach  Tsgr peeaading =7
Vi du 3: Trich loc danh sach HS tén Long (hinh 3) sart | 1 Jriding
Ean click mii tén cdt Tén —= click nam hién ra trong danh sach  {ian

Vidu 4: Trich loc danh sach HS ¢ ho la Fhan (Hinh 4)
Ean click mii tén cdt HO —= click nam hién ra trong danh sach

(Top10...) | 2

I{Custnrk_.),-"

M

Hinh 2
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Truong hop trich ra théng tin ma gia tri 1a 1 phan cua théng tin trong cot .

Vi du: Trich ra danh sach HS ¢6 ho la Phan ( lién quan c6t HQ)

Céch gidi quyét: Thuc hién budc 1 va budc 2 nhu trén. Budc 3 click chon hinh tam giac cot
Ho - click chon custom.

Custom AutoFilter E'
Shov raves where;
Ho
tIE!I:IiFIS with w | |F‘han w |
3 A
i i
I @and Oor I

1. click miii tén, click ]

chon begin with 2.go vao Phan roi click OK

Ise * ko represent any series of charackers

% -(--------

][ Cancel ]

Ghi chii 2He  []
muén hién lai tdan bd danh sach, ban click hinh tam giac ot Ded 1 Pa

cUa cOt vua trich loc rdi click chon All

g

¢l

ETDE‘E{I“Ii

click chon
All

Truong hop trich loc théng tin véi 2 diéu kién chi lién quan 1 c6t
Céch gidi quyét : click hinh tam giac va click chon custom va s dung diéu kién And va OR

Vi du 1: Trich loc danh sach HS tén Minh hoac tén Anh. Thuc hién budc 1 va 2 nhu trén
Budc 3: click hinh tam giac c6t Tén --> chon custom hién ra hdp thoai sau

m Tén ‘F Custom AutoFilter
Sort Ascending.*
SortDg 4 Hing Show rows where: 5
. LY
(ol Ten A
Top 10... |E:q|:|a|5 _‘v| | ! 1:
W‘\ " ¢ |anh !
w2 | ol
i ®ad Oor /S Lam |
|

Lan
1. clickmiitén, | v m_
click chonequals

I . . hker
LIse * to represent any series of charackers

[ oK, l’ Cancel ]
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Custom AutoFilter, 3. click hon Or (hoac)

Show rows where: ri
TEn ;r‘
‘equals / |w| |mnh | 6. click mii tén roi

7 click chon Anh

[

Oand ©igr; -~ '
#
anh & !—|
|eq|j:|s :‘*ﬂ | n
i # -

lemti b bonmus simale chosncfor 6. click OK két thuc

4. click mdi tén roi  [acters
click chon equals (

]
1

k l[ Cancel ]

]

Vi du 2: Trich loc danh sach HS c6 diém trung binh tir 5 dén 8, 2 diéu H Ej ETEE

kién nay (BTB >=5 va BTB <=8) chi lién quan dén thdng tincla 1 ¢t  [orpoe

DTB nén ta ap dung cach gidi quyét nhu trén: Thuc hién budc 1 va 2 Sort Desef 1

nhu trén. (Al

Budc 3: click hinh tam giac cot BTB roi click chon Custom = hién ra Top 10...

hop thoai sau. KT —
4.0 S
5.3 v 9
.5

Custom AutoFilter '} g-f- viaosé 5 m
Show rows where: -

BTE

Fl
Fa
¥
|is greater than or equal to w | g5 " |
A

-»

E ®and Oor

1. click mui tén, click
chon lén hon va =

Ilse * to represent any series of characters

Custom AutoFilter
3. click chon and

TTE T

|is qreater thaa or egual ko w | |5
L)

! !
(‘5 ]
and (O or i

s

|is less than or equal to v | |Ei|'

Use ? to refresent any single character click OK két thuce

4. click miii tén, click -
chon<hay = [ JK ] [ Cancel ]
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Bai tap ap dung: SU dung dir liéu da nhap & vi du

Cau 1: Trich loc danh sach HS I16p A hoac I6p B. Chép danh sach sau khi trich loc qua
sheet? roi dat tén sheet2 |a LOPAB

Cau 2: Trich loc danh sach HS c6 ho Phan hoac ho Lé . Chép danh sach sau khi trich loc
qua sheet3 roi dat tén sheet3 |a PHAN-LE

Cau 3: Trich loc danh sach HS c6 diém TH tir 5 dén 7. Chép danh sach sau khi trich loc
qua sheet4 roi dat tén sheet4 |a TB5 den 7

Cau 4: Trich loc danh sach HS c6 ho la Nguyén. Chép danh sach sau khi trich loc qua
sheet5 roi dat tén sheet5 la HoNguyen

Cau 5: Trich loc danh sach HS c6 tén bat dau la L.

Truong hop trich loc théng tin véi 2 diéu kién lién quan 2 cot
Céch gidi quyét: Trich loc 2 1an hoac trich Ioc nang cao

Vi du 1: Trich loc danh sach HS nam I6p A. diéu kién 1: HS nam, diéu kién 2: Lép A
Thuc hién buéc 1 va budce 2 nhu trén. Budc 3 nhu sau

Budc 3.1: trich loc HS nam = cach click hinh tam giac cOt phai, click chon nam
Budc 3.2: trich loc HS I16p A = cach click hinh tam giac c6t Ldp, click chon A

Vi du 2: Trich loc danh sach HS n{r c6 diém TB tir 7 tré 1én. diéu kién 1: HS nr, diéu kién
2: DTB >=7

Thuc hién budc 1 va nhu trén.

Budc 3.1: trich loc HS n{r = cach click hinh tam giac c6t phai, click chon n(r

Budc 3.2: trich loc DTB> = 7 bang céch click hinh tam giac cot BTB, click chon custom

3

Custom AutoFilter

Show rows where;

BTE
is greater than or equal to | |7 ¥, w
A A ~
i [ .
! Giapd o ! ™
1. click miiitén, click 2. govaosdo7roi [
chon > hay = click OK
e T TEOTES RIS T T TeT |
Ise * to represent any series of characters :
w
[ ok l [ Cancel ]

Bai tap rén luyén

Cau 1: Trich loc danh sach HS 16p A hoac I6p B. Chép danh sach sau khi trich loc qua

sheet? roi dat tén sheet2 |a LOPAB

109



Huéng dan ki ndng st dung MS Excel 2K3 110
Cau 2:
A B C D B A G H |
MA NV Ho Tén M LCB Bic Hésé | Luong | Thué
1 Ngach
2 [NV101 Tranminh  |NV 300000 1 182 546000
3 NVI102 Héang Dung NV 300000 1 182 546000
4 INY203 PhanDilng NV 300000 2 2,24\ 672000
5 |CV205 Tu Anh Cv 450000 2 2.24| 1008000 800
6 |CV410 LamDing |CV 450000 4 3.56| 1602000 60200
7 |KT315 Vii Héang KT 350000 3 275 962500 ]
B
9 |BANG 1 BANG 2
10 |MA NGACH LCB BAC 1 2 3 4
11 [NV 300000 HE S0 182 2.24 275 3.56
12 KT 350000
13 |ICV 450000
14
E 1. C6t Ma ngach la 2 ki tw dau tién cla MaNV
|16 |2. CotLCB: dwa vao 2 ki tw dau cia MaNV do trong bang 1
117|3. Cotbac |§l gia tri so cuakitwthir 3 cha Mﬁl\'N' '
13 |4. Cot Hé s6: dwa vao béc do trong bang 2 dé lay hé so tirng nguéi
19 |5. Lwong = LCB* Hé s, [am tron don vi
| 20|6. Thué =10% phan vret hon 1000000 ciia Lwong
|21 |7.Trich loc danh sach nhén vién c6 ma ngach NV va c6 bac 1 Chép danh sach nay qua sheet2 va dt tén la NVbac2
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1.

2.

3.

On tap tu kiém tra

Sap xép bang tinh theo 1 cdt nao do trong Excel, ta dung:

a. Data > Sort... b. Tool > Sort... c. Format > Sort... d. Ca 3 déu sai.
Trong Excel dé vé do thi, sau khi nhap bang di liéu, ta chon: )

a. Format > Chart b. Insert > Graph c. Insert > Chart d. Ca a, b, c déu sai.
Trong Excel d€ rit trich (Ioc) nhitng dong thda man 1 diéu kién nao do ta dung:

a. Data > Filter > AutoFilter b. Data\ Filter\ Advenced Filter

c. Ca a, b déu sai. d. Ca a, b déu dang.

DE& rat trich dir liéu ta chon:
a. Data > Sort b. Data > Filter c. Tool > Sort d. Data > Group
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