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LOI GIOI THIEU

Kinh doanh 13 1 hoat dong doi hoi dugc quan 1y mot cach khoa hoc, dé c6 thé thuc
hién tét cong viéc kinh doanh ngudi quén tri phai cé cac ky ning co ban d6 13 phan tich va
ra quyét dinh. Nhu vay, viéc phan tich cac thong tin dong vai tro then chdt dé dua ra cac
quyét dinh kinh doanh hiéu qua.

Céch day chua lau, do cac cong cu trg giup tu dong chua ra doi, viéc phan tich cac
thong tin kinh doanh da phan déu duoc 1am bang thu cong va dya trén kinh nghiém 13 cha
yéu, khi lugng thong tin can xtr 1y 13 16n, hodc phire tap sé khién cho nguoi quan tri mat rat
nhiéu thoi gian dé xtr Iy ma hiéu qua coéng viéc cling khong cao.

Ngay nay, v6i sy phat trién nhanh chong cia KHKT, cac cong cu trg giup cho cong
viéc kinh doanh ra doi trong d6 c6 may vi tinh, ciing véi may vi tinh 13 1 loat cac phan mém
ung dung phuc vu cho cac chuyén nganh nhu quan tri, tai chinh, k¥ thuat, y hoc ...va céc
phan mém dé chat luong ngiy cang cao. Riéng véi linh vuc quan tri thi ndi bat nhat 1a
Microsoft Excel nho cac tinh ning manh mé cua né, hiéu qua cia Excel 1a khong thé phu
nhan thé hién qua su ing dung rong rii ciia phan mém nay trong vin phong cta cac cong ty
tai Vit Nam.

Hau hét cac chuyén gia déu nhin dinh ring moi ngudi déu khong sir dung qué 20% céc
tinh ning ma Excel cung cap. Céc chirc ning co ban ctia Excel 14 tinh toan di liéu trén cac
bang, quan 1y cac co sé dit liu, v& d6 thi. Bén cach cac chic ning truyén théng do, Excel
con co 1 loat cac chirc ndng dac bi¢t hon 1a tao bang téng hop, tao bao céo theo tinh huéng,
phan tich va danh gia sé liéu. Tat ca cac chirc ning d6 déu rit c6 ich cho nguoi quan tri
trong viéc phan tich cac thong tin kinh doanh.

Dé dap tmg v6i yéu cau hoc tap cia sinh vién chuyén nganh Quén tri kinh doanh,
truong Pai hoc Kinh té - K¥ thuat cong nghiép td chirc bién soan tai liéu hoc tap ’Tin ing
dung trong kinh doanh”. Pay 1a mot hoc phan co ban cta sinh vién chuyén nganh Quan tri.
Hoc phan cung cip nhitng kién thirc co ban vé Tin hoc ma cy thé 1a Excel dé tir 6 giup cho
sinh vién van dung vao thuc té dé dat duoc hiéu qua phan tich kinh doanh cao nhat.

Tai liéu dugc bién soan theo dung chuong trinh dao tao va cac quy dinh vé cach trinh
bay cua Nha trudng. Két ciu cua tai liéu bao gdm 3 chuong, ndi dung chii yéu nhu sau:

Chuong 1: Gidi thiéu chung vé Microsoft Excel
Chuong 2: Co s¢ dit licu
Chuong 3: Mt sb tinh ning cao cap

Tai liéu hoc tap duoc thuc hién boi tap thé giang vién mon Tin ing dung trong kinh
doanh khoa Quan tri kinh doanh, Pai hoc Kinh té - K§ thuat cong nghiép. Cu thé 1a: Ths
Hoang Hiéu Thao (chu bién), Ths Mai Hoang Thinh, Ths Nguyén Thi Thanh Hoa, Ths P
Thi Huong, Ths Nguyén Vin Ky.



Do thoi gian va trinh d6 ¢ han, nén tai liéu kho c6 thé tranh khoi nhimg thiéu sét nhat
dinh. Chung t61 luén mong nhan dugc sy gop y cua ban doc dé tai liéu hoc tap co thé hoan
thién hon.

Xin tran trong cam on!

T/M TAP THE TAC GIA

Hoang Hiéu Thao



CHUONG I : GIOI THIEU CHUNG VE MICROSOFT EXCEL

MUC PICH CUA CHUONG:
Sau khi nghién cau va hoc tap chuong nay sinh vién nam duoc:

¢+ Cac churc nang co ban cua bang tinh.

+¢+ CA4c thao tac dinh dang trén bang tinh.

% Phan biét duoc dia chi twong ddi va dia chi tuyét doi.

s+ Céch str dung cac ham co ban.
NOI DUNG CHUONG
1.1. Lap trang tinh don gian
1.1.1. Lap mot trang tinh don gian

1.1.1.1. Gidi thiéu vé Microsoft Excel:

Phan mém Microsoft Excel 1a san pham tiéu biéu nam trong bo Microsoft Office ndi
tiéng cua hang Microsoft. Microsoft Excel duoc coi 1a manh nhét trong tit ca cac phan
mém tuong tu nhu Lotus, Quattro... va rat phi hop véi cac cdng viéc vin phong, quan tri

dir liéu cua céc cong ty. Ba chirc ning co ban nhit cua Microsoft Excel Ia:
> Tao lap va tinh toan trén cac bang tinh (Spreadsheet).
> Quan 1y cac co s¢ dir liéu don gian (Simple database).
> Théng ké va tao lap céac biéu do, do thi (Graph).

Bén canh nhitng chirc ning truyén thong cia mot bang tinh thong thudng, Microsoft
Excel con cd mot loat cac chirc ning dic biét hon cac phan mém khac 1a cac chic ning tao
bang tong hop (Pivot Table), tao bao cao theo tinh hudng (Scenario manager), phan tich va
danh gia s liéu (Goal seek, Solver manager) ...Cac cong cu nang cao nay sé dugc tién hanh

trong thuc tap nang cao trén bo sé liéu cac ban duogc thu thap khi di doanh nghiép.
1.1.1.2. Khgi dong
Sau khi khoi @ong Windows lam theo mét trong cac cach sau:
» Néu dung Win 98, nhay vao Start / Programs / Microsoft Excel.
» Néu dung Win XP, chon Start /All Programs /Microsoft Office /Microsoft Office
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Excel 2003.
1.1.1.3. Man hinh
* C4c thanh phan caa man hinh Excel:

Man hinh cua Excel 12 mot ctra s6 da duoc phong to va trong gan gibng man hinh cua
Word, bao gom céc thanh phan sau :

> Thanh Tiéu dé (Title bar): & dong trén cing caa man hinh, khi mai khai dong
Excel tai day ghi Microsoft Excel - Bookl, khi ta dat tén cho bang tinh, tén nay kem theo
phan mé rong .xIs sé thay thé tir Bookl.

» Cac thanh Menu, Cong cu, Pinh dang gidng nhu ctua Word. Phin 16n cac biéu
tuong trén cac thanh ndy c6 cong dung ¥ nghia nhu trong Word, ¥ nghia ctia mot s biéu
tuong dung riéng cho Excel dugc giai thich ¢ phan dudi.

> Thanh Céng thirc (Formula bar): La dong thi nim ctia man hinh hién thi toa d6
(dia chi hodc tén) 0, nut huy bo, ntt lya chon, néi dung dit li¢u trong 6 hién tai (6 c6 khung
vién chung quanh).

> Thanh Trang thai (Status bar): La dong cudi cing hién thi cac ché d6 hoat dong
cua Excel :

- Ready: Pang sin sang lam viéc.

- Enter: BPang nhap dir li¢u hay cong thurc.

- Pointer: Dang ghi cong thirc tham chiéu dén mét dia chi.

- Edit: Pang diéu chinh dit liéu hay cong thirc trong 6 hién tai.

> Thanh thé tén bang tinh (Sheet tabs): 12 dong ngay trén thanh trang thai, hién thi
tén cua cac bang tinh (khi chung chua dugc dat tén, tai day ghi (Sheetl, Sheet2, ..., Sheet7).
Bén trai 1a cac nat chuyén toi.

» Thanh cudn Doc (Vertical Scroll Bar), cuon Ngang (Horizontal Scroll Bar):
giong nhu trong Word.

> Cira s Bang tinh (Worksheet Window): 1a phén 16n nhat dung dé nhap dir liéu,

tinh toan, v& dd thi nhu sau:
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Hinh 1.1: Giéi thiéu vé cira sé bang tinh Excel
1.1.1.4. Cac thanh phan cua ci#a sé Bdng tinh:

» Cot (Column): La tap hop cac 6 trong bang tinh theo chiéu doc duoc danh thi tu
bang chir cai (tir trdi sang phai bit dau tir A, B, C, ... AA, AB dén IV, tong s6 c6 256 cot).
Ngoai ciing bén trai 1a nit chon (danh dau khéi) toan bo bang tinh.

> Hang (Row): La tap hop cac 6 trong bang tinh theo chiéu ngang dugc danh thi tu
bang so tir 1 dén 16.384.

» O (Cell): La giao cua mot cot va mot hang. Pia chi caa 6 dugc xac dinh bang cot
trudc, hang sau, vi du C4, AB25.

> O hién tai: La & c6 khung vién chung quanh véi mot cham vuéng nho ¢ goc phai
dudi (Mdc dién) hay con goi 1a Con tro & (sau day goi tat 1a con tro). Toa do cua 6 nay dugc

hién thi trén thanh cong thic.

> Con tro ban phim: La vach ding | nhap nhay dé biéu thi vi tri ky tu s& dugc chén

Vao.



> Con tr6 chuot c6 cac dang sau:
- Dau | : Dung dé dua con trd 0 V& Vi tri nao do.
- Diu K: Dung dé chon Iénh, biéu tuong, v& hinh hoic cudn bang tinh.
1.1.1.5. Dich chuyén con tré 6 trong bang tinh:
Theo mot trong cac cach sau :
> Tro chudt vao 6 can chuyén téi, bam nt tréi.
» An cac phim mili tén: Chuyén téi cac hang, cot lan can.
- PgUp, PgDn : Lén hoic xuéng mot man hinh.
- Home: Vé 6 Al
- Tab: Sang phai mot man hinh
- Shift + Tab: Sang trai mot man hinh.
- End + Home: Dén 6 cudi cung cua bang tinh.
> F5, dja chi 6, J: Vé 6 do, vi du dé vé 6 H22, ta 4n phim F5, g& H22 rdi 4n

» Chuy: Céac thao tac trén chi thuc hién duoc khi chon 1énh Tools, Option, Transition,

kich chon ¢ tuy chon Transition Navigation Keys.
1.1.1.6. Ra khai Excel:
Theo mot trong cac cach sau :
> Chon File/Exit hoic 4n Alt + F4.

» Nhay dup chudt tai dau nhan (X) & goc tréi trén caa man hinh dé tro vé Windows.
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Hinh 1.2: Y nghia 1 s6 biéu tweng trén thanh céng cu (ToolBar)
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Hinh 1.3: Y nghia 1 s6 biéu tweng trén thanh dinh dang (Formating)
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Hinh 1.4: Y nghia cac thanh phin ciia thanh cong thirc (Formula bar)
1.1.2. Pinh dang va chinh trang dir li¢u
1.1.2.1. Luu (ghi) bang tinh lén dia:
» Chon biéu tugng Save trén thanh cong cu hoic muc File / Save.

> Néu day 1a 1an dau tién thuc hién thao tac ndy véi bang tinh, ta phai gd vao tén cho
bang tinh trong 6 File Name, Excel s& tu gan kiéu duéi 1a .xIs cho n6. Tén bang tinh s& xuat
hién trén thanh tiéu dé cua cira s6. Sau do6 trong qua trinh 1am viéc, ta thuong xuyén ghi
bang tinh 1én dia bang cach trén ma khong can dit tén cho no.

> Néu ta can luu gitr bang tinh véi tén khéc, chon muc File /Save As va dit t&n méi
cho no.

1.1.2.2. Mo bang tinh da co trén dia:

» Chon biéu tuong Open hoic muc File/Open. Xuat hién hop thoai Open véi danh
sach cac bang tinh trong khung File Name dugc xép theo thir ty A,B,C. Ta chon tép can
thiét réi chon OK. Néu bang tinh ta can lai & trén dia khac hodc thu muc khéc, ta chon dia tir
6 Drives, nhay dup tai thu muc can thiét cua khung Directories.

> Excel con ¢ cach mé bang tinh khéc: Chon muc File, xuat hién Menu doc véi danh
sach nhitng File méi 1am gan nhat & phia dudi. Ta chon tép can thiét tir danh sach nay. Danh
sach cac bang tinh nay c6 thé nhiéu hon tuy thudc vao nguoi cai dt.



1.1.2.3. Bong bang tinh:

> Trudc khi chuyén sang bang tinh khac hozc 1am viéc khéc, phai ghi tép 1én dia sau
d6 mai dong né bang cach chon muc File /Close. Néu quén chua ghi tép 1én dia, Excel s&
hoi :

Do you want to save change to <FileName>.xls ?

- Chon Yes d ghi lai, No dé khdng ghi nhiing thay ddi vira tao ra cho bang tinh.

1.1.2.4. Chén thém 1 bang tinh (thém sheet)

Cac céch Thao tac
Cach1 | Insert/ Worksheet
Nhay nat phai chuét trén thanh thé tén bang tinh dé goi Menu tit (sau
Cach2 | day chung ta quy wdc goi thao tac nay la [Menu tit]), chon Insert
Worksheet
Cach 3 Tools/Option/ tab General/ Sheets in new workbook/ G6 s6 luong sheet
mong mudn vao, gia sir 50 .

Bang 1.1 : Thao tac chen thém 1 bang tinh

1.1.2.5. Xoa bét 1 bang tinh

Cac cach Thao tac
Cach 1 Edit/ Delete Sheet
Cach 2 | [Menu tit], Delete Sheet

Bang 1. 2 : Thao tac xéa bét 1 bang tinh

1.1.2.6. Déi tén bang tinh

Cac cach Thao tac
Cach 1 Nhay dap vao the tén (tic 1a vao tén bang tinh, sau day ching ta quy
udc goi la thé tén) trén thanh thé tén, gb vao tén mai.
Cach 2 Format /Sheet /Rename, g6 vao tén mai.
Cach 3 | [Menu tit], Rename, g vao tén mai

Bang 1.3 : Thao tic ddi tén 1 bang tinh




1.1.2.7. Sao chép / Chuyén 1 bang tinh:

Cac cach Thao tac

Ccach 1 Gitw Ctrl trong khi kéo tha thé tén tai mot thé tén khac (Sheet khac).
ac , ,
Neéu khong gitr Ctrl bang tinh s& dugc chuyén di.

Edit, Move or Copy Sheet. Chon vi tri dat bang tinh hién tai trudc bang
Cach 2 | tinh nao trong khung Before Sheet. Néu danh ddu chon vao Creat a

Copy, Excel s& sao chép bang tinh chi khéng chuyén no.

Bang 1.4 : Thao tac sao chép/ di chuyén 1 bang tinh

& Luu y: Chi ding cach 2 néu bang tinh ngudn va dich cach xa nhau (khong thay thé
tén cua chdng cung mét luc).

1.1.2.8. Tach bang tinh:

Céc cach Thao tac
, Tro chudt vao thanh tach cho xuét hién miii tén 2 dau, kéo tha no tai vi
Cach 1 L
tri can tach.
Cach 2 Pua con tré 6 V& vi tri can tch, chon muc Window / Split. Sau d6 dé bo
ac
tach chon Window / Remove Split
chch 3 Pua con tro 6 Ve vi tri can tach, chon muc Window / Freeze Panes. Sau
ac ) _
do dé bo tach chon Window / Unfreeze Panes

Bang 1.5: Cac tach bang tinh

@ Luu y: Viéc tach bang tinh ra c¢6 y nghia rat quan trong, khi ta Iam viéc vai nhiing
bang tinh c6 nhiéu hang, nhiéu cot c6 nhitng hang hay cét ta lubn muén quan sat dé tién lam
viéc thi ta phai str dung tinh nang chia tach bang tinh
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