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TUYEN BO BAN QUYEN
Tai li¢u nay thudc loai sach gido trinh nén cac nguén thér}g tin ¢ thé
dugc phép dung nguyén ban hoac trich dung cho cic muc dich vé dao tao va
tham khao.
MQj muc dich khac mang tinh ’léch lac hoac sir dung véi muc dich kinh
doanh thiéu lanh manh s€ bi nghiém cam.



LOI GIOI THIEU

Vai nét giéi thiéu xuat xtr gido trinh :
Gido trinh nay dugc viét theo Dy an thi diém xay dung chuong trinh va

giao trinh day nghe nam 2011- 2012 cia TCDN- BLDTBXH dé lam tai liéu day
nghé trinh d6 cao dang nghé.

Qua trinh bién soan: Trén co s¢ tham khao cac giao trinh, tai li€u cua cac
chuyén gia vé linh vuc tin hoc img dung, két hop vé&i yéu cau thuc té ciia nghé
Quan tri nha hang, Giao trinh nay dugc bién soan c6 sy tham gia tich cuc co
hi€u qua cua cac gido vién cd kinh nghiém trong giang day moén Tin hoc ng
dung trong kinh doanh.

Moi quan hé cua tai liéu voi chuong trinh, mé dun/mén hoc : Cin cit vao
chuong trinh day nghé va thyuc té hoat dong nghé nghiép, phan tich nghé tiéu
chuan k¥ niang nghé, Tin hoc (mg dung tron kinh doanh 1a mén hoc b trg cho
nghe Quan tri nha hang, giup cho nguoi hoc sau khi ra truong co thé ung dung
tot kién thtrc can ban vé thdng ké va chuyén sau trén may vi tinh dwa vao phan
mém Microsoft Excel, thuc hién tinh toan thong ké, quan tri kinh doanh... trén
moi truong Windows.

Céu truc chung cta giao trinh Gido trinh Tin hoc &rng dung trong kinh
doanh gom c6 6 bai:

Bai 1: Gidi thiéu chung vé Microsoft Excel

Bai 2: Cac van dé xtr Iy cin ban trong Excel

Bai 3: Cac ham trong Excel

Bai 4: Co so dir liéu

Bai 5: Biéu d9, béo vé va in 4n

Bai 6: Xt Iy cac bai toan chuyén nganh bang Excel

Sau mdi bai déu c6 hé thong cac cau hoi va bai tap dé cing cb kién thire
cho ngudi hoc.

Cudn sach duge bién soan trén co s¢ tham khao nhiéu tai liéu lién quan c6
gia tri trong nudc. Song chic han qué trinh bién soan khong thé tranh khoi
nhiing thiéu sot nhat dinh. Ban bién soan mong mudn va thyc sy cam on nhiing
¥ kién nhan xét, danh gia cia cac chuyén gia, cac thdy c6 dong gop cho viée
chinh stra dé gido trinh ngay mot hoan thién hon.

Ha Noi, ngay thang  nam 2012

Tham gia bién soan:
1. Ths. Lé T@i Thu
2.Ks. Nguyén Thi Hoai



MUC LUC

LOI GIOT THIEU ... oioiiiiieieieiesi e 2
IMUGC LUC ettt ettt e s be e s saae s etaeesnaeennaeaenseeenns 3
BAI 1: GIOI THIEU CHUNG VE MICROSOFT EXCEL..........cooviiviisineinns 9
1. CAC KHAI NIEM CO BAN .....oooooooiiiiiiiiiicsecesessesesssesesses s 9
1.1. Khéi dong va thodt khdi EXCel........coooviiiiiic 9
L1 1 KROT AONG ..ot 9
1.1.2. Thodt Khoi EXCel.........ooiiiiiiccce e 9
1.2. CAU IUC DANG HNN ... 10
1.2.1. Gidi thi¢u cac thanh CONG CU........cooviveviviiiiiieeeee e 10
1.2.2. SO tih (WOTKDOOK) ..o seeeeesee e eees e eeseens 11
1.2.3. Bang tinh (SKEet)........ocoioiiiiiieiiiieee e 11
1.2.4. O VA A1 ChT 6 1ovvvveoeeeceeiecices s 12
1.2.5. Cac dang dir li¢u ctia EXCel ........ccoovvivieiiiiii 13
2. XU LY DU KIEN TRONG BANG TINH......ooooioooeeooeeeeeeeeeeeeeeeeeeeeen. 14
2.1. Nhap dit ki€n vao bang tinh ..., 14
2.1.1. Dit 1iéu dang chudi (TEXt).........oo.owveieeeeeeeeeeeeeeeeeeeeeee e eeeeeeeee e 14
2.1.2. Dit 1iéu dang S6 (NUMDET) ...........ovveeeeeeeeeeeeeeeeeee e eee s 15
2.1.3. Dir li€u dang cong thirc (Formulars).............cccooooeieieiiieieeciicieccecceeece, 17
2.1.4. Dir liéu dang ngay (Date), gi0 (Time) .......ccccoveviiieieiieieeccceeeeee e, 18
2.2. DINh daNE 8, KNOT B oo 19
2.2.1. Binh dang KIEU FONE CRTE ..o 19
2.2.2. Dinh dang GUONE VIBN ...........ovveeereeeeeeeeeeeee oo seeeeee e eeseeeeeeeseessee e 20
2.2.3. Dinh dang mau N8N KNUNE ...........ovvveorooeeeeeeeee oo 21
2.3. Xu 1y 6, cOt, trong bang tinh.............cccoooiiiiiiieicccece e, 22
2.3.1. Thay d6i kich thudc 6, dONE COt.........eveeeereeeeeereceeeeeeeeeeeeeeeee e eeees e 22
2.3.2. Chen 0 vao baAng tinh .........cocoooiiiiiiiiiii 23
2.3.3. Thém dong vao bang tinh .............ccccoooiiviiiiiiicceeee e, 24
2.3.4. Thém cOt vao bANG tiNh ..., 24
2.3.5. X6a 6, khdi 6 trong DANE tNN............oooveeeeeeeeeeeeeeeee e 25
2.3.6. Xo4d dong, x0a4 cQt trong bang tinh..............cccooeviiiriiiiieec, 25
2.3.7. AN HIBN AONE COt.rrveoieeeeieeeeeeeeeee e seeeee e s seee oo 25
2.4. Chuyén doi gitra cAc Kiu dif THBU .....vvcoeeveeeeeee oo 26



2.4.1. Chuyén d6i kiéu dit 1iéu trong 6, KNO1 O..........cevvereeeeeeceeeeeecceeeeeece e 26

2.4.2. Lam tron sO v6i dit 1iéu Kieu NUMDET..........oeeeeeeeeeeeeeeeeeeeeeeeeee e, 26
BAT TAP THUGC HANH: ... e s 28
BAI 2: CAC VAN DE XU LY CAN BAN TRONG EXCEL ........ccccccovvvrrnnn. 35
1. LAM VIEC VOI CAC SHEET VA CAC CUA SO.....ooooioee 35
L.1. TAO WOTKSREEL ...t 35
1.2. Dich chuyén Sheet, sao chép va d0i t8n SKEet ..........coovveeeevveeeeeeeeeeeeeeeereeeeeeens 36
1.2.1. Dich CHUYEN SRECL ... eee s eeeeeees 36
1.2.2.S20 ChEP SREEL ......c.cooviiiie e 36
1.2.3. DOT N SREEL .......oveooveeeeeeeeeeeeeeeecesss s 37
1.3 AN B SREEL ... 37
13010 ANUSHEEL ... 37
1.3.2. HIEN SHECL ...t 37
1.4, LAM VIBC VOT NIEU CUA SO wereeoeeoeeeeeeoeeeee e 37
1.4.1. TACh bANG tINN.......cooviviiii e 37
1.4.2. Khoi phuc bang tinh dd b1 tAch ..........ccoiiiiiii 38
1.4.3. CO GNh BANG NN .o..oooee e 38
1.4.4. Hién thi cac ctra sO ClNg MOt TUC ..o, 38
2. LAM VIEC VOI BANG TINH ... 38
2.1.580 Chép Al TEU ... 38
2.1.1. Sao chép dir li€u binh thuwOng...........cccoovviiiiiiiiieieeee e, 38
2.1.2. S0 chép cAC & tham ChIEU.............ovveoeeeeeeeeeeeeeeeeece e 39
2.2. Di chuyén ndi dung 8, dONE COt .........evveeeeeeeeeeeeeeeeeseeeeeeeeeeeeeeeeeeeeeeeeeeseeseeseend 39
2.3. Nhitng tht1 thudt dan dac Di€t..........cocooeiiiiiiiiciee e, 39
2.5. X048, KNOT PIUC XOA.......cooviiieiiiiiieeeeeec e 41
2.6. TIM KiEm VA thay thé..........oo.oooiooveeeeeeeee oo 42
2.7. An hién AONE COL..viniiiiic ettt 42
2.8, TAO SEYLC ...t 43
BAT TAP THUC HANH: ...coooooooooooooooeoeeoeeeeeeeeeeeeeeeeeeois s 46
BAI 3: CAC HAM TRONG EXCEL ....ccoovuuiiiieiiiieieieie e 52
1. CAC KHAI NIEM DANG TONG QUAT CUA MOT HAM.......coooovcovrce.n, 52
1.1, KhAi DIEM V& BAM ....oooooooeeveeveoeess s 52
1.2. Dang tong quAt cia MOt NAM ...........ooveeeeeeeeeeeeeeeeee e eseee e 52



1.3. Cach nhép ham vao bang tinh ..o 53

2. CAC HAM TRONG EXCEL ....oooooiiiiiiiiisssisssssssssesesessssessssssssese e 54
2.1 HAM SO NOC oot 54
211 HAM SUM ottt 54
202 HAM ABS ..ot 55
2.1.3. HAam SQRT ..ottt 55
2.1.4. HAM SUMIF ..o 55
2.2 HAM ThONE K& e es e eeeseend 57
2.2.1. HAM AVETAZE. ..ottt sttt 57
2.2 2. HAM MAAX .ottt ettt 57
2.2.3  HAM MIN .ottt 57
2.2.4, HAM COUNL......ooviiiiiiiiieeeteeeete ettt st 57
2.2.5. HAM COUNLA.......oviiiiiiiiiieit ettt 58
2.2.6. HAmM RANK ......ocoiii e 58
2.2.7 HAM COUNTIT ..o 58
2.3 HAM LLOZIC ...ttt 59
2.3 1 HAM IF et 59
2.3.2. HAM AND oot 60
2.3 3. HAM OR oot 61
2.3 4. HAM NOT ...t 62
2.4, HAM thOT ZIAN ....oovieieieece et 62
241 HAM DALE ...ttt 62
2.4.2. HAM DAY ..o 63
2.43. HAM MONTH ..ot 63
244 HAM YEAR ..o 63
2.4.5. HAM NOW Lottt 63
2.4.6. HAM TIME ........coooiiiiiie e 63
2.5, HAM VAN DAN ..o 64
2.5.1. HAM CONCAtENALE. ........ocuouinieieeiiiiiiieicie ettt 64
252 HAM FINA ..o 64
2.5 3. HAM LEFT oo 65
2.54. HAM RIGHT ...ooooiiiii e 65
255 HAM LEN .ot 65



2.5.6. HAM MID ...t 65

2.5.7. HAM TRIM. ...ooomiooooeoeeeeeeeeeeeeeeeee oo 66
2.6. Ham tra ctiru va tham KA .........coooeiioeeeeeeee e 66
2.6.1. HAM VIOOKUP ..o 66
2.6.2. HAM HIOOKUP ....oooviviiiiicececc e 67
2.7 Ham ta1 Chinh. ..o 69
2.7 1 HAM PV oo ees e eeseend 69
2.7 2. HAM NPV et se e e e eeeseend 70
273 HAM FV oo 70
2.7 4 HAM PMT oo eesee e se e eeeeeed 71
2.7.5 HAM NPER ..o seeee e es s 74
BAT TAP THUGC HANH: ..o 76
BAI4: CO SO DU LIEU ..o, 83
1. GIOI THIEU CHUNG VE CO SO DU LIEU.....ccooioovoeeeeeeeeeeeecceeeeeeeeeseeeeceeeee 83
L1 DINh n@hTa. ..o 83
111, €O SO QI TEU ..o 83
Lo1.20 TIUOMNE .ottt ettt es e es e et s et 84
1130 BAN @I oo 84
1.2. Phan loai co & dit 1i€u (CSDL) ..o 84
2. CAC HAM VE CO SO DU LIEU ... 86
2.1 HAM DSUM ..o e eeeee e ee e eeseend 87
2.3 HAM DIMAX ..o es e 88
2.4, HAM DMIN ..o eee e se s eeeeeend 88
3. SAP XEP DU LIEU ..o eeeeeees e seeeeees e 89
A, LOC DU LIEU ..o s s ene e ee e 89
A1 LOC T QONE ..ottt 91
4.2, LOC NANEZ CAO....cuiietiiiieiieieieie ettt ettt ettt ettt sttt s st senessenas 92
5. LAM VIEC VOI CAC VUNG ..o 94
5.1, QuUY UGC At tEN VUNE ..ottt e 94
5.3, ST dUNG tEN VUNG ...t 95
5.4, XOADO tEN VUNG ..ottt 95
6. PHAN TICH, TONG HGP DU LIEU ... 96
6.1, GOAL SCEK ...t 96



6.2, PIIVOU TADIE.....oeeeeeeeeeeeeeee ettt e et et 97

BAI TAP THUGC HANH: ..o 102
BAI 5: BIEU DO, BAO VE VA IN AN ..o 106
1. BIEU DO oo 106
1.1 T8O BIEU GO 106
1.2. D180 ChINN DIEU G0....... oo 109
2. BAO VE BANG TINH .....oioioooeeeeeeeeeeeee e 110
2.1. BA0 V€ WOTK SHEECt ..ot 110
2.2 B30 V€ WOTK BOOK ... e 111
3. DINH DANG TRANG IN......ooooooeeoeeeeeeeeeeeeeee e eeeseeeeseeeseeseeseseeeeesseeseeesee e 112
3.1, Thibt 18P KNO ZIAY cvvveoeoeveeeeeeeeeeee e 112
3.2. Thiét 1P 18 DANG tINN.........cooveooeeeeeeeeeeee e 112
3.3. Dt tiéu d& dAu trang, CUGT trANG ............ovvvveeeeeeeeeeeeeceeeeeseeee e 113
3.4 THIEE 1P SHEET ... es e eee e 114
BAT TAP THUGC HANH: ..o oo eee e 117
BAI 6: XU LY CAC BAI TOAN CHUYEN NGANH BANG EXCEL......... 120
1. BAT TINH TOAN LAP.....ooooeeeeeeeeeeeeeeeeeeeeeeeeee e 120
1.1, G101 thi€U DA tOAN ....o.oiviiiiii et 120
1.2. Cach @11 DA1 tOAN ......oooviiiiiiccee e 121
2. CAC BAI TOAN TINH BANG .....ccoooivooieeeeeeoeeeee oo 122
3. BAI TOAN HOI QUY TUYEN TINH ... 128
3.1. HOl qUY tUYEN tNN DOL: cocooooveeeeeeeee e e 129
3.2. HOi quy tuy@n tinh QOM ..o 133
4. BAI TOAN DU BAO KINH DOANH ....ccoooooooooeeeeeeeeeeeeeee e 135
4.1 GEOT TNIBU.....eeeeeeee e se e 135
4.2. Bai todn mInh NO@ ..........coooiiiiiie e 136
5. BAI TOAN DONG TIEN TE .....oivooooieeoeeeeeeeeeeeeeeeeeeeeeseeseeee e sesesees s 140
5.1. Gia tri hién tai cia MOt KNOAN tHEN: «..ov.oveoeeoeeeeeeeeeeeeeeee e 140
5.2. Gia tri twong lai cua mdt khoan 18I, oo 144
5.3. Ham tinh suat thu 10i 06 tai (IRR) ........ooveioeeeeeeeeeeeeeeeeeeeeee e 144
6. CAC PHAN MEM UNG DUNG CHUYEN NGANH.........ccoooovcomrceererc. 146
TRA LOI CAC CAUHOI VA BAT TAP ..o, 158
TAILIEU THAM KHAO ..., 174



MO PUN
TIN HQOC UNG DUNG TRONG KINH DOANH

Mai s6 ciia md dun: MD 15
Vi tri, tinh chat, ¥ nghia, vai tro ciia mé dun

- Tin hoc trng dung trong kinh doanh la mé dun thu¢c nhom cac moén hoc,
md dun dao tao nghé k¥ thuat co s& trong chuong trinh dao tao trinh 46 Cao dang
nghé “Quan tri Nha hang”.

- M6 dun ndy c6 vi tri quan trong trang bi cho sinh vién nhiing kién thuc
co ban vé tin hoc phuc vu cho nghé nghi€p phuc vu dn uéng cua sinh vién.

- Tin hoc ng dung trong kinh doanh 1a mé dun 1y thuyét két hop véi thuc
hanh.

- Tin hoc ung dung trong kinh doanh cé y nghia théng ké tinh toan theo
ting nhom dir liéu.

- Tin hoc ung dung trong kinh doanh co vai tro rat 16n trong cac hoat
dong kinh doanh cua doanh nghiép. Tin hoc da tr¢ thanh nhéan t6 quan trong, 1a
cau noi trao doi gitra cac thanh phan cua doanh nghiép.

Muc tiéu ctiia mo6 dun

- Trinh bay dugc nhiing kién thirc cin ban Ve thong ké va chuyén sau trén
may vi tinh dya vao phan mém Microsoft Excel vé tinh toan théng ké, quan tri
kinh doanh... trén méi truong Windows.

- Thuc hanh duogc cac tinh toan cin ban, cac tinh toan thong ké, co so dir
liéu, phan tich tan suat, vé bi€u do va cac tinh toan chuyén sau nhu: tinh toan
1ap, cac dang bai toan quy hoach tuyén tinh, du bao kinh doanh...

- Hoc tap nghiém tac, sang tao, tinh than 1am viéc khoa hoc, ¢6 y thirc tiét
kiém, bao v¢é tai san.

Noi dung ciia moé dun:

Sé ] Thoi gian ]
TT Tén cac bai trong mo dun Tong Ly | Thyc | Kiém
SO thuyét | hanh | tra *
1 | Gidi thiéu chung vé Microsoft Excel 6 2 4 0
2 | Cac van dé xtr Iy can ban trong 8 2 6 0
Excel
3 | Cac ham trong excel 10 3 6 1
4 | Cosédirliéu 4 2 2 0
5 | Biéu do, bdo v¢ va in an 3 1 2 0
6 | Xu ly cac bai toan chuyén nganh 14 3 9 2
bang Excel
Cong 45 13 29 3




BAI 1
GIOI THIEU CHUNG VE MICROSOFT EXCEL
Ma bai: MD15- 01
Gidi thiéu:

Excel 12 mdt phan mém chuyén dung cho cong tac ké toan, van phong
trén moi tru’ﬁfng Windows, thuc hi¢n dugc nhi€u phép tinh tir don gian dén phuc
tap. Excel t6 chirc va luu trit thong tin dudi dang van ban nhu bang luong, bang
ké toan, bang thanh toan, bang thong ké, bang du toan va khi co sy thay doi dir
liéu bang tinh ty dong tinh toan theo s6 liéu méi. Thao tac trén bang tinh ¢ thé

tao ra cac bao cio tong hop hodc phan tich c6 kém theo cac biéu dd hinh vé
minh hoa.

Muc tiéu:
- Trinh bay dugc kién thirc, khai niém co ban vé Microsoft Excel.
- Thao tac dugc x1r Iy dit kién trong bang tinh.

- Rén luyén tinh can than, chinh xac trong viéc nhan dang va xu 1y céac
thanh cong cu va bang tinh.

Noi dung chinh:

1. CAC KHAI NIEM CO BAN

Muc tiéu:
- Trinh bay dugc kién thtrc, khai niém co ban vé Microsoft Excel.
- Trinh bay duoc cu tric bang tinh, cac kiéu dir liéu trong Excel.
- Thao tac dugc cac dia chi trong bang tinh Excel.

- Rén luyén tinh can than, chinh xac trong qué trinh 1am viéc vdi bang
tinh Excel.

1.1. Khéi dong va thoat khoi Excel
1.1.1. Khéi dong Excel
Pé mo mot bang tinh Excel ching ta sir dung mot trong hai cach sau:
- Céach 1: Bé khoi dong Excel dung 1énh:
Start/ Programs/ Microsoft Office/ Microsoft Office Excel 2003.
- Cach 2: Nhay dup vao biéu tuong Excel trén man hinh: @
1.1.2. Thoat khoi Excel
Pé thoat khoi chuwong trinh ta ¢6 cac cach nhu sau:
Céch 1: Vao Menu File/ Exit.
Céch 2: Nhan t6 hop phim Alt + F4.
Cach 3: Nhay vao diu nhan chéo mau do & goc trén bén phai man hinh
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(nut Close).
1.2. Céu tric bang tinh

Khi khoi dong Excel chung ta s& thdy mot bang tinh Excel trén man hinh
nhu sau:

E4 Microsoft Excel - Book1

@ File Edit WYew Insert Format Tools Data Window Help

TBE | SRV | iBBRY | v-a- & LKL @
Arial | w0 - | B 7 U| = : | &= ==
X v =77 '
| B

A vV | = -

A

0| oo | 4 o e b [ —

1EI

Hinh 1.1: Céu triic bang tinh
1.2.1. Giéi thi€u cac thanh cong cu
e Thanh Standard (thanh chuan) chira mot s6 1énh thong dung cua Excel
dudi dang cac nat cd biéu tugng, cac 1énh nay co thé truy xuat truc tiép bang
chuot. Trén thanh Standard c6 cac nit: New, Open, Save, Print, Print Preview,
Cut, Coppy, Paste, Format Painter.....

0 63 e (2] d (D% L) % Caf- 9 -0 @ 5 Al Z] |l H100% -l@

Pé hién tén nut ta chi can dit con trd chudt 1én trén nat, khong nhay
chudt. Néu chua c6 kha ndng nay, hay dung I¢nh Tools/ Customize /Options
danh dau ki€ém vao 6 Show Screen Tips on Toolbars.

e Thanh Formatting (thanh dinh dang):

=G| $ % s 0 00| EEE

| Arial S0 B sy =
Chtra cac 1énh dudi dang céc nut co biéu tuong dé dinh dang dir liéu cua
bang tinh nhu kiéu, loai font, cd font, can 1€,... Trén thanh cé cac 6 diéu khién
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Font, Font Size; cac nit Bold, Italic, Underline, Align left, center, Align right...

e Thanh Formular (thanh cong thirc) gdbm cac 6: Name Box (hién thi toa
dd 6 hién hanh), Formula bar (nd1 dung dir li¢u cua 6 hién hanh).

| 130 - A |
e Thanh Drawing: duoc str dung dé vé& cac hinh nhu duong ké, hinh chi
nh;it, elip va mdt s6 hinh dang cho san, .... thong qua cac nut I¢énh dudi dang
biéu tugng.

Trén bang tinh con tré chudt 1a hinh chu thap rong, con tré 6 1a mQt khung
chit nhat bao xung quanh mét 6, 6 ¢6 con tro 6 goi la 6 hién hanh.

1.2.2. S6 tinh (Workbook)

e Workbook (S6 tinh) 1a cira s6 chtra ndi dung tép. Tén tép hién trén thanh
tiéu dé cira s6 voi phan md rong dinh san 1a XLS. Tén tép Workbook mic nhién
1a Book# (# 1a s thtr tu twong tng voi nhirng 1an mé tép). Cac thanh phan cua
Workbook 1a :

- Puong vién ngang (Column Border) ghi ky hiéu cot tir trai sang phai
theo chir cai A, B, C,... Y, Z, AA, AB ... IV. Cot (Column) 1a mét tap hop nhiing
6 theo chiéu doc. D6 rong mac nhién 1a 9 ky tu (co thé thay doi tri s nay tir 0
dén 255). Co tong cong 256 cot.

- Puwong vién doc (Row Border) ghi s‘(”') thir tw dong tur trén xudng dudi.
Dong (Row) la mét tap hop nhimg 6 theo chiéu ngang . Chiu cao mdc nhién la
12.75 cham diém (c6 thé thay doi tr1 s6 nay tir 0 dén 409). Co6 tong cong 65536 dong.

- O (Cell) 1a giao cua mot dong voi mot cgf)t. bia chi ciia mdt 6 xac digh boi
cot trudc dong sau, vi du: B6 1a giia chi cia 6 nam trén ct B, dong thir 6. O hi¢n
hanh (Select cell) 1a 6 c6 khung vién quanh. Mot 6 ¢6 thé chira toi 32.000 ky tu.

- Scroll Bar (hai thanh trugt & bén phéi va bén dudi cira s0) dung dé hién
thi nhitng phan bi che khuat ctia bang tinh trén man hinh.

- Status Bar (duéi day cua ctra s6 Microsoft Excel) dong chira ché d6 1am
viéc hién hanh hay y nghia Iénh hién hanh cua bang tinh va céac tinh trang hién
hanh cua h¢ théng nhu NumLock, Capslock,...Cac ché d6 1am viéc thong thuong
gém: Ready (sén sang nhap dir liéu), Enter (dang nhap dir liéu), Point (dang ghi
chép cong thirc tham chiéu dén mot dia chi), Edit (dang diéu chinh dir liéu hay
cong thirc trong 6 hién hanh, chon ché d6 nay bang cach di chuyén dén 6 mudn
diéu chinh va gd phim F2).

1.2.3. Bang tinh (Sheet)

- Sheet (Bang tinh) 1a mét bang gdm ¢ 256 cot va 65536 dong. Tén bang
tinh mdc nhién 1a Sheet# (# la so thi tu). Mot tép Workbook c6 nhi€u Sheet,
duogc liét ké Sheetl, Sheet2, Sheet3... Trong hinh 1.1 ta dang chon trang bang

tinh Sheetl ctia tép Book 1. Ta c6 thé quy dinh s6 Sheet trong mot tép
11



Workbook bﬁng 1énh Tools / Options, chon 16p Genneral, chon ) lugng Sheet
trong muc Sheets in New Workbook (c6 thé 1én toi 255). Trong 16p General ta
cling c6 thé chon phong chit va c¢& chit ngdm dinh cho cac Sheet, vi du: Times
New Roman, 12.

1.2.4. O va dia chi 6

- Pia chi twong ddi: Cac dong va cot tham chiéu sé& thay d6i khi ching ta
sao chép hoac di doi cong thirc dén vi tri khac mdt luwong twong trng voi s6 dong
va sO ¢Ot ma ta di doi. Vi du A5:B7, C4

Vi du, c6 dir liu tai cac 6 nhu sau:

A B C D

1 2 4 >\8 32

2 4 6 %{ 144
\= Al* Bl

Cong thirc tai 6 C1 la=A1 * B1 va cho ngay két qua 1a 5.

Khi sao chép cong thirc cia 6 C1 vao 6 C2 thi cong thire tai 6 nay la:
= A2*B2 va két qua 1a 24.

Khi sao chép cong thirc cua 6 C1 vao 6 DI thi cong thic tai 6 nay la
=B1*Cl1 va két qua 1a 32;

=> Pia chi Al, Bl trong cong thirc ctia 6 C1 1a dia chi twong dbi.

- Pija chi tuyét ddi: Cac dong va cot tham chiéu khong thay d6i khi ta di
doi hay sao chép cong thirc. Vi du $A$5:$B$7, $C$4

Vi du c6 dir 1iéu tai cac 6 trong bang doi tién nhu sau:

A B C
1 S tién doi : 10000000
2 Ngoai té Ti gia S6 NT d6i duoc
3 Do la My 15300 =$C$1/B3
4 Nhan dan té 1700
5 D6 la HK 2500

Cot S6 ngoai t¢ ddi duge tinh theo cong thuec: S4 tién doi/ Ti gia
Tai 6 C3 nhap cong thirc: = $C$1/B3.

Sau do6 chép cong thuc tir 6 nay dén cac 6 con lai trong cQt, ta théy dia chi
6 $C$1 trong cong thirc s&€ khong bi thay doi. Dia chi $C$1 dugc goi 1a dia chi
tuyét doi .
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- Dia chi hon hgp: Phéi’hop tham chiéu dia chi tuong dbi va tuyét d6i. Vi
du AS$5 nghia la cot A twong doi va dong 5 tuyét doi.

Vi du: cong thire cua 6 C5 1a = A$5 + B$5, sao chép cong thirc nay dén 6
C6 s€ la= A$5 + B$S5, dén 6 D7 sé 1a = B§5 + C$5.

1.2.5. Cac dang dir liéu cua Excel
Trong mot 6 chi co thé chira mot kiéu dit liéu. Bao gém cac kiéu:
* Dir liéu dang van ban (Text)
- Vi dy: “Nguyén Vin An”
- Luu ¥ v61 dit liéu dang van ban:
+ Khi cac toan hang trong cong thirc hodc tham s6 trong cac ham sb
la dit 1i€u dang van ban thi ching phai dugc dat trong cap dau nhay kép (").
’ + Mubn st dung chit sé dé biéu dién dir liéu dang vin ban thi phai
dat dau (‘) trudc khi nhap dir liéu vao 6 tinh
+ Theo ngﬁm dinh dir liéu dang van ban can trai trong 0 tinh.

+ Néu nhap dir liéu kiéu sb, kiéu ngay khong ding qui uéc thi
Excel s& tu dong chuyén sang ki€u van ban.

Pay 1a mot dau hiéu dé nhan biét dang dir liéu
* Dit liéu dang s6 (Number)

- Kiéu sé (Numl?er): Khi nhap vao sb baow g@)m: 0..9, g, ), E, %, $ thi sb
mac nhién dugc canh 1€ phai trong 6. Excel s€ hiéu dir li€u kiéu s6 khi ban nhap
dir licu ki€u s6 dung theo sy dinh dang cua Windows (ngay va gio cling dugc
luu trit nhu mot tri s6), ngugce lai no6 s€ hiu la dir liéu ki€u chuoi.

Khi chiéu dai cta chudi s6 16n hon do rong cua o: Exc,el tu dong chuyén
sang dang so khoa hoc k¥ thuat (scientific) hodc hién thi cac dau ###... trong 0.

- Kiéu ngay (Date):

Microsoft Excel s& hiéu dit liéu kiéu Date khi ta nhap vao dung theo sy
qui dinh cia Windows mac nhién la thang/ngay/nam (m/d/yy). Nguoc lai Excel
s€ hi€u 1a kiéu chuoi. Mdc nhién dir li¢u ki€u Date dugc canh phai trong 6.

Dit liéu kiéu Date dugc xem nhu 13 dir lidu kiéu s6 v6i mdc thoi gian bat dau
tir ngay 1/1/1900 (khi quy dinh c6 gia tri 1 1), ngay 22/1/1900 c6 gia tri 14 22, ...

-Luu y:

+ Dau phan cach gitra phén nguyén va phan thap phan cua 1 sd
(theo mac dinh trong Excel 1a dau cham)

+ Cach thé hién dir liéu dang ngay thang (qui uéc mic dinh ban dau
thang/ngay/nam)

+ Theo ngﬁm dinh dir liéu dang sb6 s& duoge can phai khi nhap dir
li€u vao 6 tinh.
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* Dir liéu dang cong thuc (Formular)
- Quy udc: Dir liéu dang cong thirc dugc bt dau bai diu = hodc ddu +

- Dang thé hién: La tri s6 két qua cta cong thirc trong 6 (cong thirc nhap
vao s€ duoc thé hién trén thanh cong thirc — Formular)

- Trong cong thirc bao gdm:

+ Cac toan tu tinh toan: +; - ; * ; /; ~ Cac toan tir so sanh: <; <=; >;

+ Céic toan hang, co thé 1a:
(-) Hang sé: Vi du: =2*3

(-) Tham chiéu, bao gém: Tham chiéu 1a dia chi 6: Vi du:
B3+B4+8. Tham chiéu la tén mién, vi du: =6%*Thu_nhap.

(-) Ham s6, vi du: =6%*Sum(B2:B20)

2. XU LY DU KIEN TRONG BANG TiNH
Muc tiéu:

- Thao tac dugc xtr 1y dir kién trong bang tinh Excel.

- Thao tac dugc céc tinh toan don gian trong Excel.

- Rén luyén tinh cén than, chinh x4c trong qua trinh 1am viéc trén Excel.
2.1. Nhap dir kién vao bang tinh

- Nhdp dir liéu vao mgt 6: Nhay chudt vao 6 can nhép, nhap dir liéu (theo
quy udc ting loai dir liéu), két thuc nhap bang cach gd phim Enter (hodc nhay
vao nut Enter trén thanh Formular, hoac dung cdc phim miii tén di chuyén con
tro sang 6 khac).

- Ghi de dir liéu moi vao mét 6: nhay chudt vao 0, go dir liéu maoi va
an Enter.

- Stra dii liéu mét 6: nhay chudt vao 6 rdi gd F2 (hodc kich dap chudt vao

o can nhap dir liéu), dung mii tén chuyén con tré chén (13 mot dau vach dung)
t6i noi can stra dé stra, muén xo4 ky tu dung cac phim Delete va Backspace.

- Cdc phim di chuyén con tré 6: T (1én mot dong), ¥ (xuéng mot dong),
— (sang phai mdt cit), < (sang trai mot cdt), PgUp (1én mot trang man hinh),
PgDown (xudéng mdt trang man hinh), Alt + PgUp (sang trai mot man hinh),
Alt+PgDown (sang phai mot trang man hinh), Home (vé dau dong), Ctrl+ Home
(vé 6 Al). Ngoai ra c6 thé nhay chudt tai mot 6 dé di chuyén con tré 6 dén do.

2.1.1. Dir liéu dang chudi (Text)
Céac budc tién hanh nhu sau:
Bwée 1: Chon 6 mudn dinh dang.

Buwée 2: Vao Format / Cell hodc nhan chudt phai tai 6 chon va chon
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Format Cell hoic nhan Ctrl+1.

Buwée 3: Trong muc Category chon Text hdp thoai c6 danh nhu sau:

* Piéu chinh cdc dinh dang dir ligu sé, ngay thdng, thoi gian:

Format Cells

alignmert | Font | Bordsr | Patterns | Protection |

Sample

Caktegory:

General
Murnber
CUrrency
Bccounting

Percentage
Fraction
Scienkific

entered,

Special
Cuskom

Text format cells are treated as
Date kext even when a number is in the
Tirne cell. The cell is displaved exactly as

(.4 _J [ Zancel

Hinh 1.2: Hop thoai Format Cells
Buwée 4: Nhap nat OK dé chap nhan dinh dang Text.
2.1.2. Dit liéu dang s6 (Number)

Buoc 1: Start/ Settings/ Control Panel

Buwéc 2: Nhan dup chudt vao Regional Language Options. Xuat hién
hop thoai Regional and Language Options

~ Bwdc 3: Chon Customize... Hop thoai Customize Regional Options
xuat hién.

Budc 1

Hinh 1.3: Menu nit Start va biéu tuwong Regional and language Options

@/ Sek Program Access and Defaulks

w Windows Catalog

% Windows Update:

Programs

y  Documents

B Control Panel

Settings
@, Metwork Connections
|52 Prinkers and Faxes

E Taskbar and Start Menu

Search

| Help and Support

Run...

Log Off Student. ..

Windows XP Professional

Turn OFF Computer...

i,

Budc 2 .
4

Regional and
Language
Options

15



Regional and Language Options
Hegianal Options | Languages | Advanced | Customize Regional Options

Standards and formats

Murnbers |"Eurrency. | Time | Date

This option affects how zome programes format numbers, curre
dates, and time. Sample

lick Customize b Pasitive: |123,458,?89.DD | Negative: |-123,458,?89

Select an item to match |
wour own farmats:

Englizh [United State

Samples ::> Diecimal symbal: I—
Humber: | 123 456,789.00 Mo, of digits after decimal: |:
Currency: | $123 456,759.00 Digit grouping syrmbol: |:
Tie 31500 PH Digit grauping: 123,456,783

Shart date: | 5/24,/2008 Megative sigh symbol ¢

Long date: (S aturday, May 24, 2008 Megalive rumber format: (41
Display lsading zeros: C
Location List separator: ’—

To help services provide you with local information, such as n Measurement spstem: |_LI.S.
weather, select your present location:

Hinh 1.4: Hop thoai Regional and Language Option va hop thoai

Customize Regional Option

Buwée 4: Dé diéu chinh dinh dang sb ta chon thé Number

Customize Regional Options

“Murbers | Curency|| Time || Date |

Sample

Prsstive: | 123.456,769.00 Megalive -1
1. Dau phén cach théip phén. 1. Decimal symbol m
2. S6 chit s6 thap phan. 2. Mo of digits aiter decimal 2
3. Déu phén cach hang nghin. 3. Digit grouping symbal .
4. 56 50 hang nhém hang nghin. || 4. Digi arouping 123,456,700
5. Di;u phfl -:i]:.]]]l [56 ﬁﬂl}. 5. MNegaise sign symbal. :
0. Biﬂl‘l d-E_’-LI.lg 55 am. 6. Megaive nurber fomat I‘I‘Ii
7. Dinh dang so thwe nho hon 1. || 7. Dirplay lezdrg zsrox o7
8. Dau phén cach tham sé ham. 8. Listseparator: ke
9. He ﬂléug do liromg. 9. Measmement spster: IE

Hinh 1.5: Hop thoai thé hién cdc dinh dang 56 trong trong windows
Buwéc 5: Nhan Apply => Nhan OK.
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2.1.3. Dir liéu dang cong thirc (Formulars)

Microsoft Excel s& hiéu dit liéu kiéu cong thirc khi ta nhap vao bat dau
bang dau =. D6i véi dir liu kiéu cong thirc thi gia tri hién thi trong 6 khong phai
la cong thirc ma la két qua cua cong thirc do (co thé 1a mét tri sd, mot ngay
thang, mot gid, mot chudi hay mot thong bao 16i). Cong thirc duoc xem nhu 1a
su két hop giita cac toan tir va toan hang.

+ Céc toan tir ¢ thé 1a: +, -, *, &, 7, <, <=, >, >=, <>

+ Céac toan hang c6 thé 1a: hang, ham, dia chi 0, dia chi ving.

Vi du: =SQRT(A1)+10*B3
=RIGHT(“microsoft Excel”,5)
=MAX(3,-7,0,sum(A2:A10))

Néu cong thirc ¢ nhiéu dau ngodc thi qui tic tinh nhu sau:

+ Ngoac trong tinh trudc, ngoac ngoai tinh sau.

+ Trong ngoac tinh trude, ngoai ngoac tinh sau.

+ Uu tién cao tinh trude, wu tién thap tinh sau.

+ Bén phai tinh trude, bén trai tinh sau.

* PO wu tién cua cac toan tir

D0 wu tién | Toan tir Y nghia
1 0 Déu ngoic don
2 A Luy thtra
3 - Déu cho sd am
4 */ Nhan, chia
5 +,- Cong, trur
6 =<> Béng nhau, khac nhau
> >= Lo6n hon, 16n hon hodc bang
<<= Nho hon, nho hon hodc bang
7 Not Phu dinh
AND Va (diéu kién dong thoi)
9 OR Hoic (diéu kién khong dong thoi
10 & Toén tir ghép chudi

Bang 1.1: Todn tir va do wu tién toan tir
* C6 hai cach nhap cong thirc:
Vi dy: dé nhap cong thirc =A2+B2+C2 vao 6 D2

Cach 1: nhap tryc tiép:
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+ Dat con tro tai 6 D2
+ Nhap =A2+B2+C2
+ GO phim Enter
Céch 2: Nhap theo kiéu tham chiéu (két hop chudt va ban phim)
+ it con tro tai 6 D2
+ Nhap =
+ Chon 6 A2, nhap +, chon 6 B2, nhép +, chon 6 C2
+ Nhan Enter két thic.

SUM - =A2+B2+C2
AlB]c|] D £
1
2 [ 10] 15] 20|=A2+B2+C2|
3

Hinh 1.6: Nhép céng thirc theo kiéu tham chiéu
2.1.4. Dir li¢u dang ngay (Date), gio' (Time)
Céc budec tién hanh nhu sau:
Buwée 1- Chon 6 mudn dinh dang.

Bwée 2- Nhip chudt phai trén 6 va chon Format Cell trong menu
Shortcut hoac ta vao Format va chon Cell.

Buwéc 3- Dé tién hanh dinh dang dit liéu ngay, trong hop Category chon
muc Date. Hop thoai c6 dang nhu sau:

Format Cells

Murnber Alignment | Fant Border Patterns | Pro

Categary: Sample

|General 4f21f1900

| Mumber |

| Currency Tvpe:

W [#3/14/z001

(12 |*wednesday, March 14, 2001

 Time: |3/14

. Perce:ntage 3/14/01

; Fr‘?ct'9f'7 \03{14/01

;Smentl ic | 14-Mar

fle-t: | 14-Mar-01

| Special | o

[ cuskom | Locale {location):

| English {United States)

| Dake Formats display date and time serial numbers as date value
E items _that hawve an asterisk (*), applied formats do not switch d

Hinh 1.7: Hop thoai Format Cells voi dinh dang ngay

Dé dinh dang thoi gian trong hop Category chon muc Time. Hop thoai c6
dang nhu sau:
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Format Cells

Murnber | Alignment | Font | Eorder | Patterns | Fro
Zategory: Sample

General

Murnber

Currency Tvpe:

Accounting *#1.730:55 PM

EEL] 13:30

R 1:30 FM

Percentage 13:30:55

Fr?"ct"?'F'f' 1:30:55 PM

Scientific 355, 2

Text 37:30:55

Special :

Custom Locale (location);

Endglish {United Skates)

Time Formats display date and time serial numbers as time value
ikemns that_he!\-'e an asterisk (*), applied Formats do not switch d

Hinh 1.8: Hop thoai Format Cells voi dinh dang thoi gian
Buéc 4- Chon kiéu hién thi trong hop Type sau d6 nhan nat OK.
2.2. Pinh dang 6, khdi 6
2.2.1. Pinh dang kiéu Font chir
Buwée 1: Chon vung dir li¢u can dinh dang.
Buée 2: Mé menu Format \ Cells. Xuét hién khung d6i thoai Format Cells

Format Cells |
| Mumber | Alignment ___________ F nnt Border I Patterns | Prof
Font: Font style: Size:
Arial Regular 10
M AngsanallPC -~ - 8
M Aparajita B Italic g
Arabic Typesettin ' |Bold
o Bold Italic S 11
Underline: Color:
Mone IEI Automatic EI Mari
Effects Preview
[ strikethrough
7] superscript AaBbCcYyiz
[ subscript
This is & TrueType font. The same font will be used on both you

Hinh 1.9: Hop thoai Format Cells voi dinh dang Font
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