BAI 6: SUDUNG HAM TiM KIEM VA THAM CHIEU
MA BAI: MP 08 06
Gidi thi¢u:

Dé tra vé mot gia tri hay mot tham chiéu dén mot gia tri trong pham vi bang
hay ving dit liéu phi hop yéu cau tinh toan, chung ta s& tim hiéu mot s6 ham tim
kiém va tham chiéu.

Muc tiéu:

- Trinh bay dugc y nghia, ci phap va cach sit dung ham tim kiém va tham

chiéu

- Thuc hién dugc 16ng ghép cac ham véi nhau dé giai bai toan

- Ap dung cac ham tim kiém va tham chiéu dé giai bai toan

- Chéap hanh tét ndi quy xuéng thuc hanh, dam bao an toan lao dong va tac

phong cong nghiép.

- Reén luyén tinh kién tri, can than, chinh xac.

1. SUDUNG HAM VLOOKUP
a.Y nghia
Ham vlookup thudng ding dé dién gia tri ty dong vao bang dit liéu tir bang tham

chiéu (néu co).
b. Cu phap:

VLOOKUP(Lookup Value, Table array, Col idx num, [range lookup])

hoac

= VLOOKUP (Gis trj do tim, Bang tham chiéu, C¢t tham chiéu, Cach do tim)

Trong do:

- Gid tri do tim: La gia tri ndm trong bang dir liéu, dung dé do tim trong cot dau
tién bén trai cua bang tham chiéu. Gia tri do tim c6 thé 1a mot sb, mot chudi, mot cong
thirc tra vé gid tri hay tham chiéu dén mot 6 nao d6 dung lam gia tri do tim.

- Bdng tham chiéu: La mot bang dung dé do tim gia tri duoc to chirc theo cot.
Trong d6 cot dau tién bén trai duge dung dé do tim va khong chira cac gia tri tring
nhau, cic cot tiép theo chtra nhimng gia tri twong tng dé tham chiéu. Bdng tham chiéu
c6 thé 1a tham chiéu dén mot ving nao d6 hay tén tra vé ving do tim. Bang tham
chiéu c6 dia chi tuyét d6i.

- Cét tham chiéu: La so thtr tur cua c6t (tinh tir trai qua phai) trong bang tham
chiéu chira gia tri ma ta mudn tra vé, 1a mot s trong khoang tir 1 dén s cot tdi da cua
bang tham chiéu.

- Cach do tim: Nhan mot trong hai gia tri 0 hodc 1(mac dinh)

> Néu Céch do tim = 0 thi Gid tri do tim dugc so sanh tuyét ddi (Gidng y hét
nhau) gitta bang dit liéu va bang tham chiéu
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> Néu Céch do tim = 1 thi Gid tri do tim duoc so sanh tuong ddi (Chi can
gidng ky tu dau tién) gitta bang dir liéu va bang tham chiéu. Pong thoi cot dau tién
bén trai bang tham chiéu phai duoc sdp xép theo tht ty ting dan.
Chuy:
- Néu gia tri Lookup value nhoé hon gia trj nho nhét trong cot dau tién cua bang Table
array, no sé thong bao 161 #N/A.
Vidu: =VLOOKUP(F11,$C$20:$D%$22,2,0)
Tim mot gid tri bang gia tri & 6 F11 trong cot thi nhét, va 13y gia tri twong ng &
cot thir 2.

2. SUDUNG HAM HLOOKUP
a. Y nghia

Ham hlookup thuong dung dé dién gia tri tu dong vao bang dit lidu tir bang tham
chiéu (néu co).

b. Ca phap:
HLOOKUP(Lookup Value, Table array, Row idx num, [range lookup])
hoac
= VLOOKUP (Gia tri do tim, Bang tham chiéu, Hang tham chiéu, Cach do tim)
Trong do:

- Gid tri do tim: La gia tri nam trong bang dir liéu, dung dé do tim trong hang
dau tién bén trai cua bang tham chiéu. Gia tri do tim c6 thé 1a mét s6, mot chudi, mot
cong thirc tra vé gia tri hay tham chiéu dén mot 6 nao d6 dung lam gia tri do tim.

- Bang tham chiéu: La mot bang dung dé do tim gi tri dugc to chirc theo hang.
Trong d6 hang dau tién bén trai duoc dung dé do tim va khong chira cac gia tri tring
nhau, c4c hang tiép theo chtra nhitng gia trj twong umg dé tham chiéu. Bdng tham
chiéu c6 thé 1a tham chiéu dén mot ving nao d6 hay tén tra vé ving do tim. Bdng
tham chiéu c6 dia chi tuyét doi.

- Hang tham chiéu: La s thir ty ctia hang (tinh tir trén xudng dudi) trong bang
tham chiéu chira gia tri ma ta muén tra vé, 1a mot s trong khoang tir 1 dén s6 hang
t6i da ctia bang tham chiéu.

- Cach do tim: Nhan mot trong hai gia tri 0 hodc 1(méc dinh)

> Néu Céch do tim = 0 thi Gid i do tim dugc so sanh tuyét d6i (Gidng y hét
nhau) giita bang dit liéu va bang tham chiéu

> Néu Cach do tim = 1 thi Gid tri do tim dugc so sanh twong d6i (Chi can gidéng
ky tu dau tién) gilta bang dir liéu va bang tham chiéu. Pong thoi hang dau tién bén
trai bang tham chiéu phai duoc sap xép theo thir tu ting dan.

3. SUDUNG HAM MATCH
a. Y nghia
Ham Match cho két qua 13 vi tri twong d6i cta gid tri tim (lookup value) trong
mot mang (lookup array) két véi mot gia tri chi dinh theo th tu dic biét
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(match_type).
b. Cu phap:
MATCH(lookup_value,lookup_array,match_type)

Céc tham s6 ctia ham:

- Lookup_value: La gia tri ma ta dung dé tim gi4 tri ma ta mong muén trong mot
mang (lookup_array). Lookup_value co thé 1a gia tri (s6, text, hodc gid tri logic) hodc
1a mot tham chiéu dén mot sd, text, hodc gid tri logic.

- Lookup_array: Mang chua cac gia tri tim kiém. Lookup array c6 thé 1a mang
hozc tham chiéu mang.

- Match_type: La mot con sd xac dinh cach do tim: -1 hodc 0 (false) hodc 1
(true). Néu match_type duoc bo qua thi mic nhién duogc hiéu 1a 1.

+ Match_type = -1: Tim gi4 tri nhé nhat trong lookup_array, 16n hon hay bang
gia trj do. Lookup_array phai duoc sap xép theo thir tu giam dan.

+ Match_type = 1 (true): Tim gia tri 16n nhat trong lookup_array, nhé hon hay
bang gia tri do. Lookup_array phai duoc sap xép theo thir ty ting dan.

+ Match_type = 0 (false): Tim gia tri dau tién bang gia tri tim trong
lookup_array. Lookup_array khong can sip theo tht ty nao ca.

« Néu tim khong thay, ham cho gia tri 1a #N/A

» Khong phan biét gitra chir hoa va chit thuong.

« Néu match_type = 0 va lookup_value 1a text thi trong lookup value c6 thé chira
cac ky tu dai di¢n nhu:

+ Dau ?: Thay cho mot ky tur bét ky.

+ Dau *: Thay cho t6 hop (nhiéu) ky tu bat ky.

Vi du:

Ham MATCH: cho vi tri xuat hién cta Cell dugc tim thdy trong mang, chi
khong phai la gia tri cua Cell do.

4. SUDUNG HAM INDEX
a. Y nghia

Tra vé mot gia tri hay mot tham chiéu dén mot gid tri trong pham vi bang hay
vung dir li¢u.
b. Cu phap:

INDEX(Array,Row_num,Col_num)

Céc tham s6:

- Array: La mot ving chtra cac 6 hodc mot mang bat bién.

Néu Array chi chira mgt hang va mot c0t, tham $6 Row num hodc Col num
tuong ng la tuy y.

Néu Array c6 nhiéu hon mot hang hodc mot cot thi chi mét Row num hoic
Col num duoc st dung.

- Row num: Chon lya hang trong Array. Néu Row num duoc bo qua thi
Col num 1a bét budc.
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- Col_num: Chon lya cét trong Array. Néu Col_num dugc bé qua thi Row num la
bat budc.

Bai tap thuc hanh cia hoc vién:
Kién thirc:
Cau 1: Trinh bay y nghia, ci phap cac.
Cau 2: Trinh bay cic sai sét, nguyén nhan va cach khic phuc khi st dung cac ham tim
kiém va tham chiéu.
BAI THUC HANH SO 1

Cho bang dir liéu sau:
TINH HINH XUAT HANG NONG SAN QUY 1 - 2018

M4& Hang Tén Hang S6 Lwong | Thanh Tién | Tién Giam | Phai Tra
GTD-1 | Gao trang dai 100
GTH-2 | Gao thom 245
GNH-3 | Gao Nang Huong 278
GTT-2 | Gao trang tron 189
GNH-3 | Gao Nang Huong 256
GTD-2 | Gao trang dai 289
GTH-3 | Gao thom 275
Bang Tra
. . . Loai
Ma Hang Téen Hang )
1 2 3
GTD Gao tring dai 20 40 60
GTH Gao thom 15 45 75
GNH Gao Nang Huong 10 20 30
GTT Gao tring tron 30 40 50
Yéu Cau:

Cau 1: Dya vao 3 ky tu bén trai cia M& Hang va tra trong Bang Tra, hiy dién tén cho
cac mat hang
Cau 2: Hay tinh Thanh Tién, biét rang Thanh Tién = S6 Luong * Pon Gia, trong do:
DPon Gi4 ctia méi mit hang thi tra trong Bang Tra dya vao Ma Hang
Cau 3: Tinh Tién Giam cho mdi loai hang biét rang Tiéfn Giam = Thanh Tién *
%Giam, trong do: % Gidm cho mdi mat hang dya vao ky tu dau tién bén phai, néu:

+ Bang 1: thi dwoc giam 3%

+ Bang 2: thi dwoc giam 5%
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+ Bang 3: thi dwoc giam 7%

Cau 4: Tinh Phai Tra = Thanh Tién - Tién Giam
Cau 5: Tinh Tong Cong cho cac cot S6 Lugng, Thanh Tién, Tién Giam va Phai Tra
BAI THUC HANH SO ?

Cho cdc bdang tinh sau:

Bang don gia nhap (Pon vi: $)

Noi JAP KOR CHI USA
Ma hang
SX
CPU 120,5 100 80,5 120
RAM 24 23 19,5 23
MAI 56 53,5 49 52
Bing mo ta noi san xuat
Ma nuéc JAP KOR CHI USA
Trung
Tén nuéc Nhat Han Qudc Quéc My
Bing mo ta tén hang
Ma hang Tén hang
CPU Chip vi xur Iy (P4-2Ghz)
RAM RAM (Kingston-128MB)
MAI Mainboard (Intel-845)
.| Ten | Noi | P g | Thanh | Thanh
TT | Méhang hang | SX Ngay xuat gl? lwong | tién toan
xuat
1 | CHI-CPU 02/01/2003 25
2 | KOR-CPU 10/10/2003 10
3 | JAP-RAM 31/12/2004 50
4 CHI-MAI 20/11/2004 40
5 | USA-RAM 12/12/2003 30
6 | CHI-RAM 15/01/2004 15
7 | JAP-RAM 13/10/2003 24
8 | JAP-CPU 20/10/2003 26
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9 JAP-MAI 10/10/2004 25

10 | CHI-MAI 30/10/2004 45
Bang théng ké
Mahang | So6lidnban | Sé tién
CPU
MAI
RAM

Yéu cau:
1. Pién tén hang vao cot Tén hang dua vao 3 ki tu cudi cia ma hang va duoc tra &
bang mo ta tén hang.
2. Dién dit liéu vao cot Noi san xuit dya vao 3 ki tu dau caa ma hang va duogc tra ¢
bang mé ta noi sian xuit.
3. Tinh don gia xuit, biét ring: Pon gia xuit ting 10% so voi don gia nhép. (don
gia nhap duoc tra ¢ bang don gia nhap).
4. Tinh Thanh tién = Pon gia xuét * S6 luong.
5. Tinh Thanh toan = Thanh tién + Thué. Trong d6 thué duoc tinh nhu sau:

Néu ngay xuat thudc ndm 2003 thi thué 12 3% Thanh tién.

Néu ngay xuat thudc ndm 2004 thi thué 12 5% Thanh tién

BAI THUC HANH SO 3
BANG KE TINH HINH MUA BAN NGUYEN LIEU
.y Ma Tén Nghiép Hinh So Thanh
Pai Ly . . ) , A
) Hang Hang Vu Thire Lwong Tién
Anh Sang N Mua L 245
Hoang Hon X Mua S 321
Binh Minh D Ban S 157
Stic Song X Mua L 134
Vuon Lén N Béan S 423
Téng Cong
o o Mua Ban
Ma Hang | Téen Hang
S L S L
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X Xang 1.200 1.500 1.800 2.000

D Dau 1.700 2.000 2.000 2.400
N Nhét 2.000 2.500 2.300 2.600
Yéu ciu:

1. Pién s6 liéu cho cot Tén Hang dwa vao Ma Hang & Bang 1 va tra ¢ Bang 2

2. Tinh Thanh Tién = S6 Lwong * Pon Gi4, trong d6 Pon Gia duoc tra & Bing 2
dua vao M@ Hang, Nghiép Vu (Mua hodc Bdan) va Hinh Thire (ST hoac L&) & Bdng
1

3. Hay hoan thanh Bang Théng K&é sau:

BANG THONG KE
Tén Hang Tong S6 Luong Tong S6 Tién
Xang
Diu
Nhét
Tong Cong
BAI THUC HANH SO 4
Cho céc bang tinh sau:
Té SX Loai Xe S6 Lwong Ngay Giao Két Qua | Tién Thuéng
1 DREAM 150 10/03/2003
2 WAVE 500 15/03/2003
3 FUTURE 300 25/03/2003
BANG TRA THONG TIN
Loai Xe Chi Tiéu Ké Hoach Hoan Thanh
WAVE 600 02/03/2003
FUTURE 200 20/03/2003
DREAM 120 30/03/2003
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Yéu cau

1. Bién gia tri cho ¢t Ket Qua véi yéu cau sau:

- Néu to san xuat nao c6 S6 Lwong san pham lap rap > Chi Tiéu duoc giao va ngay
giao san pham trudéc ngidy Hoan Thanh Ké Hoach di dé ra thi ghi “Vwot Ké

Hoach”.

- Nguoc lai thi dé tréng

Trong dé: Chi tiéu S6 Lwong san pham 1ap rap phai hoan thanh va thoi gian hoan
thanh ké hoach ctia mdi to san xuét thi dua vao ky hi¢u loai xe & Bang 1 va tra &

Bang

2. Tinh gia tri cho cot Tién Thwéng biét ring mic Tién Thuwéng s& 1a 1000000 cho
t6 san xuat nao lap rap vuot mirc ké hoach dugc giao.

3. Thao tac dinh dang va ké khung cho bang tinh

BAI THUC HANH SO 5
BANG THONG KE TINH HINH CAC CHUYEN BAY
Ha!’]h Qfléc Ngay Bay | Tuyén Bay Gié = Phy Phai Tra
Khéch Tich Vé Hiém Thu
Ngoc VN | 15/12/2002 | Ha Noi
Jean ANH | 05/06/2002 | Hong Kong
Rooney NHAT | 01/04/2002 | Han Quéc
Thanh VN | 09/08/2002 Hé_Chi
Minh
Jenifer MY | 07/02/2002 | Thai Lan
Téng Cong
Giavé (PVT:USD)
Tuyén Bay ’ (Tinh tr ngay dé:n ngay) ’
Ngay 1 dén Ngay 11 dén Ngay 21 dén
10 20 31
Ha Noi 22 25 28
Hb Chi Minh 27 29 41
Théi Lan 199 210 237
Hong Kong 289 268 272
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Han Qudc 256 241 261

Yéu cau:
1. Tinh Gia Vé cho mdi chuyén bay, biét ring Gia Vé dugc tra trong Bang 2 dua vao
Tuyén Bay, Ngay Bay ¢ Bang 1
2. Tinh tién Bao Hiém cho mdi hanh khach biét rang sb tién Biao Hiém duogc tinh
bang cong thirc:
Gia Vé * %Bio Hiém, trong d6 %Bao Hiém dugc quy dinh theo Quéc Tich nhu
sau: - Quédc Tich 1a VN thi mtrc Bao Hiém 14 3%.
- Con cac Qudc Tich khéc 13 5%.
3. Tinh gia trj cho cot Phu Thu biét rang:
- Néu Ngay Bay tring ngay Chii Nhat hoic Thir Bay thi tinh 2%Gi4 Vé
- Néu Ngay Bay tring vao cac ngay khac thi khdng tinh Phu Thu
4. Tinh s tién Phai Tra cho mdi hanh khach theo cong thic:
Phai Tra = Gia Vé + Bio Hiém + Phu Thu
5. Thyc hién thao tac dinh dang va ké khung cho bang tinh

BAI THU'C HANH SO 6
BANG THEO DOI TIEN BAO HIEM
Ma S6 Miic Bénh Vién Tién Ghi Két Qua
Nhan Vién Lwong Pidu Tri Bio Hiém Cha Tham Khio
Q1-001 400.000 Da khoa Trang tuyén
Q2-002 500.000 Quéan 3 Trai tuyén
Q3-003 600.000 Pa khoa Trai tuyén
Q1-004 550.000 C17 Trai tuyén
Q2-005 450.000 C17 Trang tuyén
Q3-006 700.000 Quan 3 Trang tuyén
Téng Cong
BANG TRA
Ma Mike Bénh Vién
Tuyén Bdo Hiém Bio Hiém
Q1 5% Pa khoa
Q2 10% C17
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15%

Q3 Quan 3

Yéu cau:

1. Tinh Tién Bao Hiém cho mdi bénh nhan biét rang Tién Biao Hiém = Mirc Lwong
* Mirc Biao Hiém, trong do:

Mirc Bio Hiém cta timg nguoi bénh duge quy dinh boi hai ky tu dau tién bén trai
cia Ma So6 Nhan Vién va tra theo Bang Tra

2. Tinh Téng Tién Bdio Hiém

3. Tao gia tri cho c¢dt Ghi Chu: Néu bénh nhan nao mua Bao hiém va diéu trj tai cung
mot Bénh vién thi ghi 13"Trang tuyén", nguoc lai 1a "Trai tuyén"

Trong dé: Bénh vién ma Bénh nhan mua Bao hiém thi dua vao hai ky tw ddu tién bén
trai cia Ma S6 Nhan Vién va tra theo Bang Tra

4. Pinh dang va ké khung cho bang tinh

BAI THUC HANH SO 7
KET QUA THI TUYEN SINH
S6 X 3 Dién \ \ .
) Tén Ma s i i .| Diém Tong Ket
Bao . Chinh | Toan | Ly | Hoa N 2 X
Thi Sinh | Trwong , wu tién | Piem | Qua
Danh Sach
A01 Thanh A K
BO1 Le C CLS
B02 Viet B CTB
Cco1 Hoang C CTB
D01 Thy C K
D02 Thai A MN
Bang Tra Piém Thi Bang Piém Chuin
S6 BaoDanh | Toan | Ly | Hoa Mi Truong Al B |C
D01 10 9 7 Piém Chuin 16 | 175 |19
BO1 10 8 4
D02 9 10 5
Co1 7 0 1
A01 3 6 4
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B02 ‘ 8 ‘ 6 ‘ 4 ‘

Yéu ciu

1. Dya véo S6 B4o Danh cia mdi thi sinh va tra & Bang Tra Diém Thi hay xac dinh
gia tri cho cac cot diém Toan, Ly va Hoa

2. Xé4c dinh Diém wu tién cho mdi thi sinh, biét rang:

- Néu thudc dién chinh sach 1a CLS (Con liét s¥) thi dugc 1,5 diém

- Néu thudc dién chinh sach 1a CTB (Con thuong binh) thi duoc 1

diém

- Néu thudc dién chinh sach 13 MN (Mién nai) thi duge 0,5 diém

- Con ngoai ra khong thudc cac dién thi 0 diém

3. Tinh Tong Piém biét rang Tong Diém = Piém Toan + Diém Hoa + Piém Ly +
Piém uu tién

4. Xac dinh gia tri cho cot Két Qua, biét rﬁng: Néu: Téng Piém >= Piém Chuén
thi ghi 12 "Pau", con nguoc lai thi ghi 1a "Rét", trong d6 Piém Chuén cua mbi
truong thi tra theo Bang Diém Chuan dwa vao gid tri & cot Ma Truong

Y&u ciu vé danh gia két qua hoc tap:
- St dung ham tim kiém va tham chiéu dang cong thirc, dung quy trinh.
- Van dung dugc ham tim kiém va tham chiéu dé tinh toan duoc yéu cau cho
bang tinh phu hop.
- C6 tinh sang tao, ty mi, can than trong cong viéc.
Ghi nh¢:
- Y nghia, ¢t phap va luu ¥ khi st dung ham tim kiém va tham chiéu.
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BAI 7: SAP XEP VA TRiCH LQC DU LIEU
MA BAI: MP 08 07

Gidi thi¢u:

Véi 1 vung dir li€u da co, ching ta co thé sép Xép dir liéu, loc dir li¢u hay trich
1 vung dir li¢u thoa man diéu kién cho trude.
Muc tiéu:

- Trinh bay duoc cac khai niém vé co s& dir liéu trong bang tinh.

- Trinh bay duoc cac phuong phap dé sip xép, trich loc dit liéu.

- Sép xép duoc dir liéu thoa man diéu kién dé giai bai toan.

- Loc, rut trich dugc dit liéu thoa man diéu kién dé giai bai toan.

- Chéap hanh tét ndi quy xuéng thuc hanh, dam bao an toan lao dong va tac

phong cong nghiép.
- Rén luyén tinh kién tri, can than, chinh xéac.

1. SAP XEP DU LIEU
(Gi1a stir chung ta c6 bang s6 liéu dudi day:

1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu'u'r:g e Nféy Lu'?'ng Phu cap 'I:am Lwong chinh
3 ban cdng thang ng
4 1 |Nguy&n Manh Hang 1,500,000 23| 1,326,923| 200,000 1,526,923
5 2 |Hoang Vin Thuy 1,400,000 25| 1,346,154| 350,000| 500,000 1,196,154
6 3 |Nguyén Ngoc 1,300,000 26| 1,300,000 210,000 700,000 210,000
7 4 |Pham Vin Huy 1,100,000 24| 1,015,385| 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 [Dd&ThiHang 1,100,000 20| 846,154 846,154
10 7 |Nguy&n van Tai 1,100,000 26| 1,100,000 200,000) 400,000 900,000
11 8 |Hoang Thién Mé&nh 1,100,000 23| 573,077 973,077
12 3 |Pham NgoclLong 1,100,000 24| 1,015,385) 240,000 1,255,385
13 10 |Mguy&n Thi Nga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguyén Birc Nhin 1,100,000 20| 846,154 846,154
15 12 |Pham VanTu 1,100,000 24| 1,015,385 1,015,385
16 Téng cong 14,200,000 281| 12,811,538| 1,680,000|1,600,000) 12,891,538
17
18 Ghi chu: Ngay cdng chdn 13 26 ngay.

Bang 7- 1. Vi du sip xép
Y&u cau can sap xép theo Ho tén
pé sép Xép dir liéu thuc hién theo cac budce sau day:
Buéc 1: Nhip chon vao cot can sap xép trong ving dit liéu.
nhap chon vao 6 bat ky trong cot Ho tén nay.
Buéc 2: Tir thanh cong cu Ribbon nhip chon Tab Data sau d6 tim téi nhoém
Sort & Filter.
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2 -A H
@ 20

Sort & Find &
— 7 | Filter = Select~

Trong nhom nay co6 thé chon biéu tugng Sort A to Z dé sép xép dir liéu giam
dan, hodc chon biéu tugng Sort Z to A dé sép Xep dir liéu tang dan. Ngoai ra ciing c6
thé chon nat Custum Sort dé c6 nhiéu tuy chon sap xép hon.

Sort [ER==)

’ "'Qlﬁdd Level ” x Delete Level ” E‘@ Copy Level ” My data has headers
Column Sort On Order

Sort by |Z| Values lz‘ AtoZ |Z|

[ OK ][ Cancel ]

Hinh 7- 1. Hop thoai sort
Pé bd xung cac dleu kién sip xep nhap chon nut Add Level sau do chon truong

can loc trong 6 Sort By tiép theo la kleu sap xép trong 6 Order.

.
Sort (2 o]
’ +il Add Level ” 7< Delete Level ” E[ Copy Level ] B My data has headers
Column Sort On Order
sortby [Hotén [=] |values [=] |atoz [=]
Thenby | |yang co ban |Z| Values |Z| Smallest to Largest |Z|
Then by | Ngiy cong E WValues :l Smallest to Largest E
[ OK ] [ Cancel

HWh 7—A2. Nut lénthd Level cua hop th:)ai sort
2. TRICH LOC TU PONG

Loc 1a cach dé& dang va nhanh chong dé tim va lam viéc véi dir liéu trong ving
dir liéu dugc chon. Vung dir liéu duoc loc hién thi cac mau tin dap Ung tiéu chuin ma
chi dinh cho mot trudng. Excel cung cip hai 1énh: AutoFilter dung dé loc tu dong voi
tiéu chuan don gian va Advanced Filter dung dé loc cho tiéu chuan phirc tap hon.

Vié¢e loc khong giéng ViEc sép xép, loc mau tin c6 tac dung che tam thoi cac mau
tin ma khong mudn hién thi va né khéng sip xép trat tu cac miu tin d6. Khi di loc cac
mau tin, c6 thé chinh stra, dinh dang cac mau tin nay trong co s& dit liéu ma khong anh
hudng dén cac mau tin khac.

Loc tu dong bﬁng AutoFilter
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Loc tu dong 1a cach loc don gian va nhanh nhét. Trong d6 c6 thé chon nhiing
tiéu chuan do Excel phat hién thiy co trong truong dit liéu hodc ciing c6 thé s dung
cac cau lénh di theo no. Cac budc thuc hién nhu sau:

- Chon t6i1 vung dit liéu can loc

- Tt thanh cong cu Ribbon nhép chon Tab Data tim t&1 nhom 1énh Sort &
Filter. Khi d6 trén ving dit liéu ¢ dong dau tién mdi 6 s& xuat hién mot biéu tuong
hinh tam giac nho phia goc phai.

B3 - fe || sTT
A B C D E F G H I

1 BANG LUO'NG NHAN VIEN THANG 12/2013

2

. STT. Ho tén - Lm:r;i % :‘::;z‘ I;:::jz Phu cé'E‘ T,::lz‘ Lwong chirE-
4 1 |Nguy&n Manh Hing 1,500,000 23| 1,326,923| 200,000 1,526,923|| £
5 2 |Hoang Vin Thuy 1,400,000 25| 1,346,154| 350,000/ 500,000 1,196,154
6 3 |Nguyén Ngoc 1,300,000 26| 1,300,000] 210,000| 700,000 810,000
7 4 |Pham Vin Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |D&ThiHang 1,100,000 20| 846,154 246,154
10 7 |Nguy&n vin Tai 1,100,000 26| 1,100,000] 200,000| 400,000 900,000
11 8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077
12 9  |Pham NgocLong 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguy&n Dirc Nhan 1,100,000 200 846,154 846,154
15 12 |Pham Vin Tu 1,100,000 24| 1,015,385 1,015,385
16 Téng cong 14,200,000 281| 12,811,538 1,680,000/1,600,000] 12,891,538

Bang 7- 2. Vi du trich loc tw dong
- Bay gio muodn loc theo c¢Ot nao nhap chon bi€u tugng hinh tam giac ¢ cot do.
Moét danh sach xudt hién trong menu nhanh nhu hinh duéi day:
2] SortAtoZ
Zl sortZtoA

Sort by Color -

Text Filters >

Search =
-~ [Select Al -

[+ B4 Thi Hing

[ Hodang Thién Ménh
~[] Hodng Van Thuy
¥ Mguyén Birc Mhdn
[ Mguyén Manh Hing
[+ Mguyén Mgoc

[« Mguyén Thi MNga
[ Mguyén Van Tai

~[+] Pham Mgoc Long

el e

[ OK ] [ Cancel ]

Hinh 7- 3. Minh hoa 1énh Text Filters
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+ Sort A to Z: Sap xep dir liéu ting dan

+ Sort Z to A: Sap x€p dir liéu giam dan ‘

+ Sort by Color: Sap xép dit liéu theo mau nén cua Cell.
4| SomAtoZ

Zl senZtoa
Sort by Cell Color

Sort by Color +
Mo Fill
Text Filters J
Custom Sort...
Search yel
[ [Select All} -

[+~ B& Thi Hang

[ Hoang Thién Ménh
-] Hoang Van Thuy
[+ Mguy&n Brc Mhin

— [+ Mguy&n Manh Hing
[+ Mguyén Mgoc

~[+] Mguy&n Thi Mga
[+ Mguyin Van Tai

[+ Pham Ngcuc L::ung

[

m

[ OK ] [ Cancel ]

Hinh 7- 4. Minh hoa sip xép theo mau
Khi di chuyén chudt dén muc ndy mot menu nhanh xuét hién bén trai liét ké cac
mau nén cia Cell ¢ trong cdt hién thoi co thé chon mot mau bat ky nao dé dé sap xép
dit liéu theo mau do.
+ Filter by Color: Loc dir liéu theo mau nén cta Cell
4] sotAtoz

£l sotzZtoa
v | Sort by Color ,

Filter by Color * | Filter by Cell Color

Text Filters - l:l
I

Mo Fill

bd

(Select All)

Churong Wan Tam
Bang Minh Tudn

Binh V&n Mam

Hoéng Thi Hing Thanh
Lai Thi Thu Trang

L& ViSt Bang

Lu‘clng Minh Céng

[#] Nguy&n Thanh Lam

- Nguyen Thi Hué

[ oK ] [ Cancel l

Hinh 7- 5. Minh hoa lgc dir li¢u theo mau
Khi di chuyén chudt dén muc nay mot menu nhanh xuat hién bén trai liét ké cac
mau nén cua Cell ¢o trong cot hién thoi c¢o thé chon mdt mau bat ky nao d6 deé loc dir
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liéu theo mau do.

Gia sur ching ta chon miu vang nhu hinh trén két qua s& duoc nhu hinh dudi

day:
al B ] C | D | e ] F | G | H 1

| 1|
2 Bang lwong nhan vién thang 12 ndm 2009
3

Lworng cof | Ngay

" S Ho tén — h:;; | con - Lrong thin~ | Phu {;‘1'|:-v Tam &'n~ | Luo'ng chirk
15 6|Lai Thi Thu Trang 1,100,000 22 930,769 300,000 630,769
16 10|Nguy&n Thi Hué 1,100,000 24 1,015,385 1,015,385
18
19 Ghi chi: Mgay cong chuin 13 26 ngay

| 20 ]

Bang 7- 3. Bang két qua loc dir li€éu theo mau
Luu y:

+ Trong truong hop mudn loc ra nhitng Cell khong c6 mau nén chon muc No

Fill.

+ Néu mudn huy gia tri loc nhap chon lai muc di dugc danh dau loc trude do.

Filter by Cell Color
i ]

Mo Fill
- Text Filters: Loc dir liéu dang Text
&l SortAtoZ
Il sotZtoa
Sort by Color 4
TI':XtEiltEFE - EE|LIEIE...
Search el Does Mot Equal...
[ [Select All) - Begins With...
[ ©& Thi Hing S
~[# Hoang Thién Ménh s R
- Hoang Van Thuy - Contains...
-] Mguyin Bic Mhén T ]
-] Nguy&n Manh Hing Does Mot Contain...

-] Mguyén Mgoc
-] Mguyin Thi Mga
[+ Mguyén Van Tai
-] Pham Mgoc Long
a1 e - -— .

— Custom Filter...

[ OK ][ Cancel ]

Hinh 7- 6. Minh hoa loc dir li€éu dang text

Khi di chuyén té1 myc nay mot danh sach xuat hién bén tay trai cé thé chon:

+ Equals...: Loc nhitng gia tri bang... Sau khi nhp chon muc nay mot hop thoai

xuat hién nhu hinh dudi day:
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Custom AutoFilter

Show rows where:
Ho tén

equals

@ And

Use * to represent any series of characters

[

Hinh 7- 7. Hyp thoai Custom AutoFilter
Nhép gia tri can im ¢ hop thoai dau tién bén tay trai, gia str chiing ta mudn tim
nhan vién c6 ho tén 1a “Pang Minh Tuan”.
Cubi cung nhap nat Ok dé hoan tat, két qua s& duoc nhu hinh dudi day:
B c D E F G H I
BANG LUO'NG NHAN VIEN THANG 12/2013

Luong cor| Ngs Luo - T
STT Ho tén r:g nga',r . = Phu ci 'gm Lwerng chi
- 7| ban|-| cang~| thing-| ~| éngl-| -
8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077

Ghi chu: Ngay cong chan 13 26 ngay.
Bing 7- 4. Vi du két qua loc dif li¢u dang text

Luu y: Ngoai viéc gd truc tiép gia tri can loc ciling c6 thé nhap vao 6 hinh tam
giac cudi 6 nhap nay dé chon tinh xac gia tri can loc.

+ Does not equal...: Loc nhimng gia tri khong bang... Sau khi nhap chon muc nay
hop thoai Custom AutoFilter xuat hién nhu hinh duéi day:

Van voi danh sach trude chung ta mudn loc ra nhitng nhan vién cé ho tén bit dau
1a “Nguyén” thiét 1ap thong s nhu sau:

Cubi cung nhdp Ok dé hoan tét, két qua s& duoc nhu hinh dudi day:

B c D

A E F G H I
1 BANG LUONG NHAN VIEN THANG 12/2013
2
3 STT Ho tén Lm:;i E :‘:::3 ::::53 Phu c'a’E .'I-:':ZE Lwong chl’rﬁ-
4 1 Nguyén Manh Hung 1,500,000 23| 1,326,923 200,000 1,526,923
(5] 3 Nguyén Ngoc 1,300,000 26( 1,300,000 210,000| 700,000 810,000
10 7 Nguyén Van Tai 1,100,000 26| 1,100,000 200,000 400,000 900,000
13 10 Nguyén Thi Nga 1,100,000 23| 1,057,692 250,000 1,307,692
14 11 Nguyén Purc Nhan 1,100,000 20 846,154 846,154
17
18 Ghi chu: Ngay cong chan 13 26 ngay.

+ Begins With...: Loc dir li¢u bat dau voi... Sau khi nhép chon muc nay hop
thoai Custom AutoFilter xuat hién nhu hinh duéi day:
Van voi danh sach trudc chung ta muon loc ra nhitng nhan vién c6 ho tén khac
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“Nguyén Manh Hing” thiét 1ap thong s6 nhu sau: i
Cudi cung nhap Ok dé hoan tat, két qua trong danh sich khong con Nguyén
Manh Hung nhu hinh dudi day:
A B C

D E F G H I

1 BANG LUONG NHAN VIEN THANG 12/2013
2

STT Ho té&n Lu’u'r:g i Nféy Lu’l:.\'ng Phu cin 1:?“" Lweong chink
3 - -f| ban | ~| céng~| thang~ ~| dng~ h
5 2 [Hodng Vin Thuy 1,400,000 25| 1,346,154| 350,000 500,000 1,196,154
6 3 [Nguy&n Ngoc 1,300,000 26| 1,300,000 210,000 700,000 810,000
7 4 |Pham Van Huy 1,100,000 24| 1,015,385| 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 968,231
9 6 |D& ThiHing 1,100,000 20/ 846,154 846,154
10 7 |Nguy&n van Tai 1,100,000 26| 1,100,000 200,000 400,000 900,000
11 8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077
12 9 [Pham Ngoclong 1,100,000 24| 1,015,385| 240,000 1,255,385
13 10 |Nguy&n ThiNga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguy&n Birc Nhan 1,100,000 20| 846,154 846,154
15 12 |PhamVinTu 1,100,000 24| 1,015,385 1,015,385
16 Téng chng 14,200,000 281 12,811,538| 1,680,000|1,600,000 12,891,538
17
18 Ghi chu: Ngay céng chdn 13 26 ngay.

Biang 7- 5. Vi du lgc kiéu Begins with
+ End With...: Loc dit liéu két thtc véi... Sau khi nhip chon muc nay hop thoai
Custom AutoFilter xuét hién nhu hinh dudi day:
Van voi danh sach trude chung ta mudn loc ra nhitg nhan vién c6 ho tén két
thiic bang “Hang” thiét 1ap thong sd nhu sau:
[ Custom AutoFitter (-2

Show rows where:
Hao tén

ends with Izl Hﬁng| E
@ And Or !
=] [=]

|| Use 7 to represent any single character I
| Use * to represent any series of characters

i [ oK ]| Cancel ||

Cubi cing nhap Ok dé hoan tat, két qua s& duoc nhu hinh duéi day:
A B C D F G H I

E

X

L

E—— — = = -
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
L Ng3 L - T ;

5TT Ho tén u'u'r:g o ngay u'?'ng Phu cir 'am Lworng chink
3 - -T| ban ~| cdng~| thang~ ~| dng~ -
9 6 |DdThiHang 1,100,000 20| 846,154 846,154
17
18 Ghi chu: Ngay cong chan 13 26 ngay.

+ Contains...: Loc dir liéu chura...
+ Does not contains...: Loc dir li¢u khong chura. ..
+ Custom Filter...: Tuy bién diéu kién loc.
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Thuc chat tit ca cac lya chon trén déu nam trong hai hop chon dau tién bén tay

Custom AutoFilter &lﬂ—hJ

Show rows where:

trai.

Ho tén

does not contain E Wan |E|

beqgins with &
does not begin with

ends with

does not end with =

contains
|| IRERH does not contain = I
| Use * to represent any series of characters |
[ COK ] [ Cancel ] i

Pay con goi 1a cac diéu kién loc, tuy nhién véi nhiing gi da hudng dan mdi lan
loc chiing ta chi c6 thé ldy dir lidu ra v6i mot diéu kién (bang, khong bang, chira,
khéng chtra,...). Trong phan ndy ching ta s& hoc cach loc dit liéu v6i hai diéu kién két
hop nhau gia sir nhu tén chira tir “Thi” va két thiic bang “Thanh”, hay tén khong chua
tir “TAm” hodc chta tir “Tién”. Pé 1am duoc diéu nay chung ta quy lai v6i cia sb
Custom AutoFilter va thiét 1ap nhu hinh duéi day:

Gia sir ching ta loc nhitng nhan vién c6 ho 1a “Nguyén” nhung tén khac “Lam”.
rCusti:'m AutoFilter — r.-..__..—..'l - l"@ ﬂh,r

Show rows where:

Ho tén
begins with E Mguyén E
@ and O Or
ends with E Hing E

Use 7 to represent any single character
Use * to represent any series of characters

[ OK ]’ Cancel ]

~ Trong hai muc And va Or tich chon And vi déy 14 hai diéu kién say ra dong thoi.
Két qua cudi cung s€ nhu hinh dudi day:

A B 9 D E F G H I
—_— = = e
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
Lo o| Ngi Lo - T .

5TT Ho tén r:g € ngay i ne Phu cin 'am Lworng chinh
3 - -T| ban ~| cdng~| thing~- ~| dng~ -
4 1 Nguyén Manh Hung 1,500,000 23| 1,326,923 200,000 1,526,923
17
18 Ghi chu: Ngay cong chdn 13 26 ngay.

- Trong phan tiép theo: Microsoft Excel 2013 cung cdp cho ching ta cic tuy
chon khac.

Paiu tién 14 hop nhap tim kiém c6 thé g0 gia tri can tim kiém tai day dé thu gon
diéu kién loc. Sau d6 tich chon cac két qua can loc.
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2] sortatoZ

Zl sortZtoa

Sort by Color

T C

ear Filter From "Ho tén"

| Text Filters

Moguyén|

; [Select All Search Results)
D Add current selection to filter
Mguyén B Mhan

Mguyén Manh Hing

Nguyén Mgoc
Mguyén Thi Mga

----- Mguyén Van Tai

3. LOC NANG CAO

[ oK

J

Cancel

]

~ Hoac co thé nhap chon (Select All) dé chon tt ca. Cudi cing nhdp Ok dé hoan
tat.

Loc dit liéu vdi co ché loc tu dong béng AutoFilter chi c6 thé tién hanh trén mot

truong dir liéu ndo d6 nén con rat nhiéu han ché. Co ché loc cao cip biang Advanced
Filter s€ cho phép loc trén nhiéu truong khac nhau goi 1a vung ti€u chuan loc (Criteria
Range), n6 tao di€u kién cho viéc loc dit liéu da dang hon. B¢ ti¢n theo doi phan nay

ching ta s€ lam vi¢c véi bang dit liéu dudi day:

o w i=9 w

[ B I

B C D E F G H I
BANG LU'O'NG NHAN VIEN THANG 12/2013

sTT Ho tén I.|.ro‘|:g et Nngéy L“?“g Phu ca~ 'I:a;m Lwong chirh
- -1 ban ~| cong~| thang -~ ~| irng ~ -
1 |Nguy&n Manh Hang 1,500,000 23| 1,326,923 200,000 1,526,923
2 |Hoang Vin Thuy 1,400,000 25| 1,346,154 350,000| so00,000 1,196,154
3 |Nguy&n Ngoc 1,300,000 26| 1,300,000 210,000] 700,000 810,000
4 |Pham Van Huy 1,100,000 24| 1,015,385 230,000 1,245,385
5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
6 |98 ThiHing 1,100,000 20 846,154 846,154
7 |Nguy&n vin Tai 1,100,000 26| 1,100,000 200,000) 400,000 900,000
8 |Hoang Thién Mé&nh 1,100,000 23| 973,077 973,077
9 |Pham NgocLong 1,100,000 24| 1,015,385 240,000 1,255,385
10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
11 |Nguy&n Dirc Nhan 1,100,000 20| 846,154 846,154
12 |Pham Vin Tu 1,100,000 24| 1,015,385 1,015,385

Ghi chu: Ngay céng chan 14 26 ngay.
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