CHUONG 2: BANG TiNH PIEN TU

Muc dich

Excel 1a mot phan mém 1ap bang tinh nam trong bo Office cua hdng Microsoft.

Chuong nay gi6i thidu vé Mircosoft Excel 2016, tap trung gidi thiéu t6i ngudi hoc mot sb
véan dé nhu;

>

YV V V VYV

Tong quan vé Microsoft Excel 2016
Céch thac quan ly Worksheet

Cac thao tac co ban trén cac 0 tinh (cell)
binh dang bang tinh

Céc cbng thirc Excel co ban

Mot sé tinh nang mé rong caa Excel.

Noi dung ctia chwong

VV V VYV

Chuong nay tap trung mot s6 ni dung chinh sau:
Tong quan vé giao dién Excel

Xt ly dir liéu trong bang tinh

Mét s6 ham théng dung trong bang tinh

Xtr ly co so dir liéu

Dinh dang va in 4n bang tinh

M@t sé tinh méi trong phién ban Microsoft Excel 2016

Phién ban Office 2016 vé4i nhiéu cai tién. Tinh ning va giao dién twong thich tbt voi

hau hét cac nén tang, trong d6 c6 windows 10, nang cao kha ning tuwong tac va lam viéc
nhoém, don gian hoa viéc chia sé file va tai liéu. Str dung Office 2016 noi chung va Excel
2016 noi riéng, giup thay d6i hoan toan phong cach 1am viéc, dap wng nhu cau da dang
cling nhu mang dén nhiing gia tri tot nhat.

VV V VYV

Mot s tinh ning maéi cua Office 2016:

Tich hop tinh nang Lync va Skype danh cho cac doanh nghiép.

Cong cu soan thao, tao bang tinh, trinh chiéu, ... hd trg tot hon trén Windows 10.
Giao dién vai thanh cong cu Ribbon.

H3 tro tdi da cho cac thao tac trén man hinh cam Gng.

Cho phép nhap cau lénh dé mo va chia sé file.

Giao di¢gn

Giao dién lam viéc cua Excel 2016 cé mot vai su thay
d6i nho so vai phién ban Excel 2013. Piém dau tién nhan thay .
A , A . ~ ome
d6 la biéu tugng cua cac cong cu Excel dugc bo di. Thong

thuong, ¢ Office 2013 trg vé trudc biéu tuong nay thudng xuat hién & goc trén bén tréi cua
file. Nhu vay, trén gdc nay chi con 3 tinh nang la: save, undo va redo.
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http://taimienphi.vn/download-office-2016-17533

G6c phai giao dién dwgc bd sung tinh
ning Share. Vi tinh ning ndy, nguoi dung dé
dang chia sé vai tat ca moi ngudi. Mot diém nixa

Sign in ,Q,_.Share
Zﬁkutuﬂum - A

do l1a biéu tuong Editing khong con 1a mot chiée 7 ;. i \@
6ng nhom nhu truée ddy ma thay vao d6 1a mot ¢ Clear~ Eﬁ':arsf Sélect
chiéc kinh Iap. i “

Tinh nang Tell me

Tell me Ia tinh ning méi tiép theo cua Office 2016. Tell me c6 mit trong tat ca cac
cdng cu Word, Excel, PowerPoint .. cia Office 2016. Tell me giai dap moi yéu cau tir nguoi
ding, théng qua céc tir khoa ngudi dung nhap vao, Tell me s& d& xuat cac menu chinh va
menu con tuong (ng c6 lién quan. Phim tat dé sir dung tinh ning Tell me d6 1a Alt+Q.

Bookl - Excel
Insert Page Layout Formulas Data Review
L] - = = Recently Used
0 Jb Cut Calibri Ju o cla sy =E=E - Ew =
Bz Copy - La Zoom to Selection
Paste B . .|l === | &= 3= o 1
> ~ Format Painter B I U - O~ A - - —|l—= L &4 Screen Clipping !
Clipboard a Font I Alignment Try ]
= - £ add a comment
insert a table
A B C D £ F G H L

freeze the top row

L

Tinh néing chia sé tai ligu truc tuyén
Céc cdng cu Word, Excel, PowerPoint dugc Office 2016 tich hop tinh nang chia sé

tai liéu truc tuyén. Khi thuc hién tinh ning nay, nguoi ding cd thé chia sé tai liéu Office

trén cong cu ma minh dang sir dung vai ban bé hoic dong nghiép caa minh.

» Chon Share -> click Save to H - 8 X
Cloud dé luu tai liéu 1én One
Drive bar\g ‘Account. Microsoft ITH S Autosum © Ay p
cua nguoi dung (Phai dam bao LDJ T Fill- ZV
N1oAn 3 A5 YR LY 2 Format Sort & Find &

ng'IIO’I dung ?a dang k,y tai 7I-<h0an i & Clear~ T
Microsoft, néu chua co, phai thuc Editing "
hién budc dang ky trudc).

Sign in JQ', Share

Share v X

To collaborate with others, please £ave a copy of your
file to an online location.

Save to Cloud
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> Nhap théng tin di twong can chia sé ti

Share * % ligu tai Invite people. CO thé thay d6i quyén
Invite people chinh sura tai ||éu hOéC thém n6| dung tin nhén
vmhanh@uneti.edu.vn EE néu mUé)n.

el i »  AnShare.

Tai liéu cdn hoan thanh trude ngay 21/5!

>  Nguoi duoc chia sé vao Email mo file dé

xem hoac chinh stra van ban tuy y.
Share

Mot dic diém hiru ich 1a nguoi duoc chia sé file, khong can c6 tai khoan Microsoft
ma van c6 thé xem va chinh stra duoc nho tinh niang Office Online trén One Drive. Tén
hién thi ciia nguoi dung sé 1a Khach (Guest). Khi c¢6 ngudi chinh sira hozc xem bai, thong
tin ngudi d6 s& hién thi trén cira s6 Share cdng cu cua Excel. Ban ¢6 quyén thay doi quyén
cho céc tai khoan dé nhu thay doi quyén chinh sira, quyén xem noi dung ...hoac dirng chia
sé bat ky luc nao.

™M G Suite

l— Soan thu

outlook_7BF82A35D24. Toi da chia sé “BasicsPractice - Copy.xls” v6i ban trong OneDrive - Tai liéu can hoan thanh trud 14:47

Tinh nang Smart Lookup
Pay 1a tinh ning kha bo ich cua Office 2016. Khi lya chon tinh ning nay, nguoi
diing sé& ¢ trong tay mot cong cu tim kiém y nghia cua tir bang céng cu nhu Bing.

s

S lcalbri -1 AN $ 9% 0 B

Insights
BI=O-AH-9858« g
sum | Explore Define
_Y. Cut
B3y Copy Explore Wikipedia

[y Paste Options: Summation - Wikipedia
AD In mathematics, summation is the addition of a sequence of any kind
of numbers, called addends or summands; the result is their sum or

Paste Special., total Besides numbers, other types of values can be summed as we..

D Smart Lookup |¢

Insert...

Sum 41 - Wikipedia

Sum 41 is a Canadian rock band from Ajax, Ontario

il Originally a band called Kaspir, the band was formed
in 1996 and currently consists of lead vocalist, guitar...

Delete..,

Clear Contents

More
Filter 3
Sort v Web search
Insert Comment - P p .
] - Sum | Definition of Sum at Dictionary.com
Format Cells... hitps:/#www dictionary.com/browse/sum
Pick From Drop-down List... Sum definition, the aggregate of two or more numbers, magnitudes,

quantities, or particulars as determined by or as if by the

Define Name... mathematical process of addition: The sum of 6 and 8 is 14, See

% Hyperlink... = =

V6i tinh nang Smart Lookup, ngudi ding c6 thé tim kiém bat ct thdng tin vé cac
tir, cum tir hay tham chi ca mot doan vin trén cong cu tim kiém Bing thay vi phai sir dung
c4c trinh duyét web nhu Chrome, CocCoc hay Firefox dé tim kiém. C6 thé thay Office
2016 dang t6i uu hoa rat nhiéu tinh ning hiru ich danh cho ngudi ding.
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2.1 Tong quan giao dién Excel 2016
2.1.1 Khéi dong va thoat khéi Excel

Dé lam viéc vai Excel 2016, vé co ban céc thao tac 1am viéc véi file excel kha tuong
dong véi cac ung dung khac trong bo Office ciia Microsoft (Xem thém Churong 1 - Céch
khoi dgng va thoat khéi Microsoft Word). Nguoi dung ¢ thé kich hoat chwong trinh
Microsoft Excel 2016 théng qua biéu tuong | chuong trinh. Lya chon mot
template da duoc dinh dang san hoic chon Blank workbook dé mé ra mot giao
dién mai chua dinh dang.

Dé thoat khoi méi truong 1am viéc cua Excel, Chon Ribbon File = Close, hoic
chon biéu twong déng cira s6 & goc trén bén phai man hinh giao dién Excel.

Excel Sign in to get the most out of Office
Learn more
Recent :
Yesterday I - -
X DS hoc i I
Desktop 2 !
: | Blood Pressure Tradker
! Your Company Name T
Older 4 | = -
. LT veoen
DS CBCT TN-CD-2012 (1) 6 z -
D:»TL ; it
Blank workbook Billing Statement Blood Pressure Tracker

= 0 =
: Loan Amortization Sched
3 _| Personal Monthly Bug

Expense Report Loan Amortization Personal Monthly Budget

[a# Open Other Workbooks

Hinh 2.1. Man hinh khoi dong Excel
2.1.2 Man hinh Excel 2016

ile ormu ouv
B X Cut = im Ex 2L 3 AutoSum - A
Calib N -|A K T == ¥ EWepTet  Genen I - r ¢ ;.} & 5 ; Al
DE@CDW C d I Fo = Cell ]EEI §E\I Fe e sZ & Find&
aste B I U Y. . -9 s | & 0 Conditional Formatas Cel nsert Delete Format ort & Fin
~ ¥ Format Painter 4 e $ 2 o rmatting - Table~ Styles~ | - - - € Clear~ Filter - Select~
Clipboard m Font. m i [ Number n Styles Cells Editing ~
D8 - 5 -
A 8 c D E F G H 1 1 K L M N o P Q R s T Ul
1
2 O chita cong thitc
z Diachié Ribbon menu
4
5 . . . Cét (column)
5 O (cell) /Con tré
7
8
G \Hdng (row) '
10
11
12
13
14 Thanh cuén mam hinh ———— |
15
16
17
18
19 Bang tinh (sheet)
20 Thanh rang thai
21 (starus)
2
23 .
Sheetl ® | 1 v
Ready i m - I +  100%

Hinh 2.2 Giao dién cira s6 Microsoft Excel 2016
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Ribbon menu: Ribbon 1a mot thay déi Ién trong céc phién ban tir Excel 2003 dén
nay. Ribbon chira tit ca céc lénh lién quan dén
quan ly va lam viéc véi bang tinh (Spreadsheets). r Auto-hide Ribbon
Ribbon dugc thiét ké dé gitp nguoi ding nhanh ™8 | tide the Ribbon. Click st the top

, < e , n X 2 ., LA of the application to show it.
chong tim kiém cac Iénh can dé thuc hién mot

A NP 2 . ¢|F m=— Show Tabs
nhiém vu nao d6. Cac lIénh duoc to6 chirc theo cac F :

] LY « Show Ribbon tabs only. Click a
nhom logic, duoc tap hop lai dudi cac Tab. Moi tab to show the commands,
Tab lién quan dén mot loai hoat dong, chéng han —_ | Show Tabs and Commands
nhu dinh dang hoic hién thi mot trang. Dé giam — | Show Ribbon tabs and
A L, . = cormmands all the time.
su 1on xon, mot so Tab chi duoc hién thi khi can. R g T <]

Vi du: tab Picture Tool chi duoc hién thi khi hinh
anh duoc chon. Ngoai ra cé thé c6 thé tiy chinh ché do hién thi cua Ribbon, cac lénh va
cac Tab.

Tab Home: 1a tab dugc nguoi dung sir dung nhiéu nhat. Tab bao gém cac lénh dic
trung vé dinh dang 6 (cell) va dinh dang ki tu (text), vi du nhu thay d6i phéng chix cho
doan vin ban, ...Tab Home ciing bao gom nhiing dinh dang bang tinh co ban, nhu: wrap
text, merging cell, va style cell.

Formulas Data Review Q Tell me what you want to do... Signin £ Share
2 X, cut =_ = o e Bx > AutoSum - A
Calibri n - KA === - BEWapTet General - - 2] 4 | = @ A d
Paste BV c d s & IEEI §E\| ey L sZ & Find &
B I U | === T=3= EMergefCeonter - $ - % » %3 M Conditional Formatas Ce nsert ort & Fins
¥ Farmat Painter A g % Formatingr Tablew Stylest v £Clear Fifter Select~
Clipboard [ Font [ Alignment [ Number [ Styles Cells Editing -

Tab Insert: Cung cip kha da dang cac muc ma ngudi ding c6 thé chén vao trong
mot workbook, nhu: pictures, clip art, header and footer, dic biét 12 thao tac chén cac biéu
dd vao trong bang tinh ...

Bookl - Excel = - *

Page Layout Formulas Data Review View Q@ Tell mew ouwant to do... Signin 9. Share

ile
- = = I' © i = B 4 T Equation
5 H o g;'a (Cszz ? (LR el = =R
1 O R (e I i @I T @ ~ | € Symbol
pworrame Recommended Table FPictures Online 8 My Add-ins ~ [ Recommended © 0" Pivotchat 30 Line Column Win/ Slicer Timeline Hyperlink Tedt Header
PivotTables Pictures o Chats - k- Map + Loss Box &Faoter
Tables Tlustrations Add-ins Charts o Tours Sparklines Filters Links Text Symbals -~

Tab Page Layout: Tab bao gom cac lénh dung dé cin chinh trang nhu: chinh I&
(margin), hudng in (orientation),...

Booll - Excel

File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...

HCDIors' @ @ IE [% b% E':é; EWit.:lth: Automatic' Gridl\fﬂes Headings o O E[} EI

Fonts = ﬁ DHelght: Automatic * | |v| View v/ View
Themes Margins Orientation Size  Print Breaks Background Print .. - Ering Send  Selection Align Group Rotate
. Effects = - - - Area~ - Titles @ Scale: 100% Print Print | Fonward~ Backward~ Pane -
Themes Page Setup [F] Scale to Fit [F] Sheet Options F] Arrange

Tab Formulas: Tab c6 céc 1énh sir dung khi tao Cong thirc. Tab nay chira mot thu
vién ham 16n cd thé hd tro khi tao bat ky cong thire hodc ham nao trong bang tinh.

= ¥ Bookl - Excel
File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...
fx 2 AutoSum - Logical = | Lookup & Reference - [:ﬂ\‘ Define Name - 30 Trace Precedents  [F7] Show Formulas H . B
1
ﬂ Recently Used ~ Text - E Math & Trig ~ fi Use in Formula o +Trace Dependents I Error Checking - &S

Insert Name Watch | Calculation i

Function |B Financial - I8 Date & Time - |B More Functions - Manager £ Create from Selection  $% Remove Arrows = (%) Evaluate Formula Window =~ Options
Function Library Defined Names Formula Auditing Calculation

-97 -



Tab Data: Tab cho phép nguoi dung chinh stra mét lwgng 16n dir liéu trong bang
tinh, bang céch sap xép, loc dit liéu, ciing nhu nhém va phan tich di liéu.

= y Bookl - Excel
File Home Insert Page Layout Formulas Review View Q Tell me what you want to do...

B F [ Show Queries ”z Connections 8l Y Clear "'?Ij E Be = @ & Group -

~ Zl |alz = :

B E From Table L Properties ) Reapply g8 7 2H Ungroup ~

Get Bxternal  New Refresh Z| Sort  Filter Textto _,, & What-If Forecast

Data~  Query~ [ Recent Sources Al - Edit Links T Advanced Columns =° EE Analysis - Sheet B4 Subtotal
Get & Transform Connections Sort & Filter Data Tools Forecast Outline 7]

Tab Review: Tab cho phép ngudi ding stra chinh ta, ngir phép ciing nhu thiét 1ap
céc ché do bao mat. Pong thoi cung cap kha nang ghi chu (note) lai cac dic trung va theo
ddi nhitng thay déi trong bang tinh cia nguoi dung.

H v Bookl - Excel

File Home Insert Page Layout Formulas [BEIF] Review View Q Tell me what you want to do..

ABC E ;D |;:'i oF Show/Hide Comment g .3 Protect and Share Workbook
\/ 2 = show All Comments EZ Allow Users to Edit Ranges
Spelling Thesaurus Smart | Translate New Delete Previous Next Protect Protect Share

Lookup Comment Sheet Workbook Workbook F}Track rrgss=

Proofing Insights | Language Comments Changes

4 Show Ink

Tab View: Cho phép ngudi ding thay doi ché do xem cira s6 lam viéc, nhu: freezing
hoac splitting panes, viewing gridlines va hide cells.

H 9- v Bookl - Excel

File Home  Insert Page Layout Formulas Data Review Q Tell me what you want to do...

I:I D EJ Ruler v| Formula Bar Q [‘% D.\ DE E Izl E::I:IIZ View Side by Side EE E[

: Synchronous Scrolling 3
Normal Page Break Page Custom [/ gridlines [v] Headings Zoom 100% Zoom to New Arrange Freeze Switch Macros

Preview layout Views Selection Window All  Panes~ | Unhide Reset Window Position  windows ~ -
Workbook Views Show Zoom Window Macros

2.1.3 Thao tac véi bang tinh
2.1.3.1 CAu trac caa mot Workbook
Workbook
Mot tap tin caa Excel 2016 duoc goi 1a mot Workbook va ¢ phan dinh dang file
mic dinh 12 .xIsx. Mdt Workbook duoc xem nhu mot tai liéu gdm nhiéu trang goi 1a sheet,
maot workbook c6 téi da 255 sheet.
Worksheet
MJi sheet 1a mét bang tinh gom cac hang va cot.
- Hang: duoc danh sb thir tu tir 1,2,3, ...
- Cot: duoc danhso tr A, B, C, ...
- O: Lagiao cua cot va hang, dir liéu dugc chira trong cac 0, gitra cac 6 c6 ludi phan
cach.
- MJi 6 c6 mot dia chi dugc xac dinh bang tén cua cot va s thtr tu hang

<Tén cdt> <Chi sé hang>

- Con tro 0: la mot khung nét doi, 6 chira con tré 6 duoc goi la 6 hién hanh.
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- \Vung: gém nhiéu & lién tiép nhau, mai viing c6 mot dia chi duoc goi 1a dia chi ving.
bia chi vung duoc xac dinh boi dia chi cua 6

goc trén bén trai va 6 géc dudi bén phai. Gitra
dia chi cua 2 6 1a ddu hai cham (;)
» Vidu: bia chi vung A1:B3

RS R ]

Gridline: Trong bang tinh c6 cac ludi
(Gridline) dung dé phan cach giira cac 9, cac 6 ludi ndy s& khdng xuat hién khi in an. Mudn
bat/ tat Gridline, chon Iénh View = (Group Show) = Gridlines.
2.1.3.2 Céc thao tac trén WorkSheet

Chon Sheet lam viéc: Click vao tén Sheet.

Do6i tén Sheet: Double _Click ngay tén Sheet
can doi tén, sau d6 nhap tén mai can doi. Hoac,
chon Sheet can d6i tén > Right Click = chon
Rename = Dat lai tén cho Sheet mai.

Chen thém Sheet: Chon Iénh Insert >
WorkSheet. Hoic, chon biéu twong dau cong
(+) dé thém Sheet méi.

X&a Sheet: Chon Sheet can xda, Right_Click
- Delete.

2.2 X ly dir ligu trong bang tinh
2.2.1 Cac kiéu dir liéu

Kiéu dir liéu sb

A

B C

Dia chi viing A1:B3

X

i

Sheet1r |

Insert...
Delete

Rename

Move or Copy..

View Code
Protect Sheet...
Tab Color

Hide

Select All Sheets

1y
|\_-!:}|

Khi nhap vao s bao gdbm 0, ..., 9;+, -, *, /, (,), E, %, $, ngay va gio, thi sb theo
dung quy wdc trong moi truong Windows s& méc dinh dwoc can Ié phdi trong 0.

Dé dit quy dinh vé cach nhap va hién thi sé trong Windows (Hinh 2.2): chon lénh
Start = Control Panel - Region and Language ->Format - Additional Settings =

Number.

Kiéu di liéu dang sé (Number)

Decimal symbol: Quy wéc dau phan cach phan thap phan.

No. of digits after decimal: S chit s thap phan.

Digits grouping symbol: Dau phan céch hang nghin.

Digits grouping: S6 s hang trong group.
Negative number format: Binh dang s6 &m
List separator: Quy wéc dau phan céch nghin.
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Customize Form

Numbers |Currenqr | Time | Date |

Example

Positive:  123,456,789.00 Negative; -123,456,789.00
Decimal symbol: I hd
MNo. of digits after decimal; [2 vl
Digit grouping symboaol; ' hd
Digit grouping: [123,456,789 vl

I MNegative sign symbal: - hd

MNegative number format: [—1.1 vl
Display leading zeros: [0.7 vl
List separator: . hd
Measurement system: [U.S. vl
Standard digits: [0123456789 vl
Use native digits: [Never vl

Click Reset to restore the system default settings for

numbers, currency, time, and date.

Hinh 2.3. Thiét 1ap cach nhap va hién thi s6 trong Windows

Dir liéu tién té (Currency)

Excel cho phép ngudi ding dinh dang cach hién thi cac loai tién té khac nhau. Dau
cham phan cach gitra cac phan theo quy dinh cua hé théng nhu kiéu Number. Kiéu di liéu
tién té dung s& duoc ty dong can phai.

Dir liéu dang ngay (Date)

Excel s& hiéu dit liéu kiéu Date khi ta nhap vao dang theo quy dinh cia Windows,
dir liéu s& can phai trong 6. Nguoc lai, Excel sé& hiéu 1a kiéu chudi.

Dé kiém tra va thay d6i quy dinh khi nhap dir liéu kiéu Date cho Windown: chon
Start = Control Panel - Regional and Language-> Format - Additional Settings -
Date.

Dir liéu dang gio (Time)
Excel s& hiéu dit liéu kiéu Time khi ta nhap dang theo quy dinh cia Windows, mac
dinh l1a gio: phat: giay (hh: mm: ss AM/PM). Dir liéu sé canh phai trong 6.
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Dir liéu kiéu chudi (Text)
Dit liéu chudi bao gdm Ky tu chir va sb. Khi nhap thi mic dinh dugc cin thing trai
trong 0.
Cong thac (Formula)
Cong thire bt dau boi dau bang (=), gia tri hién thi trong 6 1a két qua cua cong thc,
c6 thé 1a mot tri s6, mot ngay thang, mot gid, mot chudi hay mot thong béao 15i.
2.2.2 Cac toan tir trong Excel
Cong thuc trong Excel 1a su két hop giita cac toan tir va todn hang
- Céactoan tor nhu: +, -, *,/, & ", >, <, >=, <=, = <> 1 ...
- Céc toan hang nhu: héng, ham, dia chi 6, dia chi vung, ...
2.2.3 Dinh dang dir liéu
2.2.3.1 Binh dang dit liéu sb.
> Chon vuing dix liéu can dinh dang
» Chon Home - (Group Cells) - Format - Format Cells, chon thé Number

Format Cells M
-_— i
Mumber | Alignment | Font | Border | Fill | Pratection |
Category:
General - sample
1.00
Currency
Accounting Decimal places: |2 :
Date
Time D Use 1000 Separator ()
Percentage
Fraction Negative numbers:
Scientfic 2
Tex‘t. 123410
Special (1234.10)
Custom (1234.10)

Number is used for general display of numbers. Currency and Accounting offer specialized formatting for
monetary value.

|

Hinh 2.4. HOp thoai Format Cells
Dit liéu sé khi nhap vao mét 6 trén bang tinh phu thugc vao 2 thanh phan: Loai
(Category) va mi dinh dang (Format code). Mot s6 cd thé hién thi theo nhiéu loai nhu
Number, Date, Percentage, ... mdi loai c6 nhiéu cach chon ma dinh dang
Chon loai thé hién trong khung Category
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LOAI  CONG DUNG

General  Dinh dang sé mac dinh, canh phai, git
nguyén dinh dang ban dau nhu khi nhap vao
Number  Dinh dang sb véi dau chim dong c6 thé hd tro

bang céc ddu phay, sb chit s6 thap phan tuy .

Currency Dinh dang don vi tién té

Accounting Dinh dang tién té duoc thiét ké dé canh céac
cot theo dau thap phan cua gia tri tién té.

Date binh dang ngay thang noi chung. Ngay thang
duoc hién thi theo mot sd kiéu tiéu chuan
Time Dinh dang gio chung, gio duoc hién thi theo

mot s6 kiéu tiéu chuan

Percentage Mot cach dinh dang ma cac gia tri trong cac 6
duoc chon, nhan véi 100 va két qua hién thi
Vi biéu tugng %

Praction  Binh dang dudgi dang phan s6
Scientific  Dinh dang s khoa hoc, sir dung sé mii cho
c4c s6 ¢6 qua nhiéu chir sd.
Text Dinh dang sé nhu van ban
Special ~ Céc dang dac biét Zip Code, Phone Number
Custom  Danh séch cac dang tiéu chuan hoic cac dang

tuy chon

Bang 2-1 Cac mau thé hién dit liéu

VI DU
15.75
15234

3.123456
(1,234.57)

$12.345
1234VND

$75.50
$5.50

05/09/2019
Sep-12-19
2:30 PM
15:09:30

100%
59.9%

1/3

1.25E+3
2.3E-2

123
9810-12345-35-56
15/09/2019

Ngoai ra c6 thé dinh dang nhanh céch hién thi sé biang cach dung cong cu trén thanh

Formatting.

$-% > %3
|

Currency «

Percent * l
Comma

» Increase

» Decrease Decimal

Hinh 2.5. Binh dang hién thi sé bang cng cu Formatting
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- Currency: binh dang kiéu tién té

- Percent Style: Binh dang kiéu phan tram (%)

- Comma Style: Binh dang c6 du (,) phan céch

- Decrease Decimal: Giam bét mét sd sler phan thap phan
2.2.3.2 binh dang don vi tién té

Dé kiém tra, thay doi dinh dang cach hién thi tién té trong moi treong Windows,
Chon Start > Control Panel - Regional and Language -> Additional Settings —->
Currency.

- Currency symbol: Nhap dang ky hiéu tién té

- Positive currency format: Chon vi tri dat ky hiéu tién té.
2.2.4 Thao tac véi khoi

» Dit tén cho vung

Dé thuan tién cho viéc thao tac trén dir liéu, ta cd thé dit tn cho mot vung di liéu
duoc chon nhu sau:

- Chon vung dit liéu can dit tén.

- Nhap tén ving dix liéu vao viing Name box. Nhan Enter.

Khi mot ving dit liéu dugc dat tén, ngudi dung cd thé sir dung tén ving dix liéu thay
cho dia chi vung dir ligu.

vung_test -

A B A B C
1 1 1 1
2 2 3 2 2 3
3 3
4 Téng 10 4 |T5ng |=SUM{'-JLm§_test]|
- C

> Sao chép dir lidu tir 6 nay sang 6 khéc va dién dix liéu (Sir dung chikc niang Copy
va Paste)

Chon viing dit liéu ngudn can sao chép

Chon Home = (Group Clipboard) = Copy hoic an Ctrl+C

Di chuyén con tro 6 dén 6 dau tién cua ving dich
- Chon Home > (Group Clipboard) = Paste hoic nhan Ctrl+C

> Tu dong dién dir lieu (Auto Fill)

- - - . . . A B C D
- Strdung tinh nang AutoFill: Khi Drag tai :
Fill handle xuéng phia duéi hoic sang ? 2 _
L. . . ., 3 3 Tinh ning AutoFill
phai. Auto Fill sé tao ra day cac giatritaing 4 a S —
b x X oA ax 5 R
dan dga theo mau trong ddy 6 da duoc o
chon : il Sarles
9 Fill FEormatting Only
10 #)| Fill Withgut Formatting
11 Flash Fill
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- Sir dung tinh niang Fill tir Ribbon: Ngoai tinh
ning AutoFill, con c6 thé sir dung lénh Fill tir
Group Editing dé thuc hién nhiing sao chép don

Lmh nang Fill

gian. %/%{? }3
Dawn

e e Il B

+ Pit con tro tai & mudn sao chép va Drag dén @ o
nhitng 6 mudn dién gia tri B Right
> + Chon Home = (Group Editing) > Fill, sau d6 chon  —
€] Left

lénh Down, Right, Up, Left thich hop véi hudng mudn
sao chép
- Str dung chtrc nang Copy va Paste Special
Chtic ning Paste Special gitp nguoi ding cd thé sao chép
mét thanh phan nao d6 cua dir liéu.
+ Chon dit liéu can sao chép
+ Chon Home - (Group Clipboard) - Copy
+ Chon vj tri can sao chép dén
+ Chon tab Home - (Group Clipboard) - Paste >
Paste Special

+ Xuat hién hop thoai Paste Special. Chon dang sao
chép phu hop

s

D ‘}{’ Calibri
By -

Paste Values
= B[
123 123 123

Other Paste Options

T - S . ]

Paste Special...

Paste Special @ el )
Paste
( gll All using Source theme
\_) Formulas @ al except borders
Values Column widths
(©) Formats () Formulas and number formats
Comments Values and number formats
() validation All merging conditional formats
Operation
@ None Multiply
() add () Divide
() subtract
|:| Skip blanks |:| Transpose
o] o]

Hinh 2.6. HOp thoai Paste Special
- Formulas: Chi sao chép cong thac
- Values: Chi sao chép dinh dang
- Comments: Chi sao chép chu thich
- Validation: Sao chép kiém tra tinh hop Ié dix liéu
- All except Borders: Sao chép tat ca ngoai trir duong vién
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- Columm widths: Sao chép do rong cot
- Formulas and number formats: Sao chép cong thirc va dinh dang dit liéu s6
- Values and number formats: Sao chép gia tri va dinh dang dir liéu s6
- Operation: Add, Subtract, Multiply, Divide. Sao chép ddng thoi thuc hién phép
toan cong, trur, nhan, chia.
2.2.5 Thao tac trén hang va cot, 6
» Thém hang
- Chon céc hang ma tai ¢6 mubn chén thém hang méi voa
- Vao Home - (Group Cells) = Insert Sheet Rows hoic R-Click, chon Insert.
» Thém cot
- Chon cac cot ma tai 6 muén chén thém cot mai vao
- Vao Home > (Group Cells) = Insert Sheet Columns hoac R_Click, chon Insert
» Thém 6 méi
- Chon céc 6 hoic dua con tré dén 6 ma tai ¢6 mudn chén cac 0 tréng vao.
- Chon Home - (Group Cells) = Insert Cells hoac R_Click, chon Insert.
Xuét hién hop thoai sau:

- Shift cells right: Dir ligu trong 6 hién tai bj | e F| X
day sang phai Insert
- Shift cells down: Dit liéu trong 6 hién tai bi shift cells right

day xudng duéi @ shift cells down

- Entire row: Chén ca dong mai
- Entire column: Chén ca cot méi
» Xoa hang, cot, 6 [ oK ] ‘ Cancel |
- Xoba hang/ cot: Chon cac hang/cot can xda.
Chon Home - Group Cells - Delete > Delete Rows Delete Sheet Columns
hoac R_click chon Delete.
- Xoba 6: Chon céc 6 can x6a. Chon Home > Group Cells > Delete > Delete
Rows hoac R_click chon Delete.
> Thay doi d6 rong cua cot va chiéu cao cua hang

Entire row

Entire column

C6 thé thay d6i d6 rong cua cot hodc chiéu cao cua hang bing cach dua chudt dén
bién gitra ten cot/ hang sau d6 drag chudt dé thay d6i kich thuéc.

- Home - (Group Cells) - Format

- Chon Row Height dé thay d6i chiéu cao ciia hang (hoac chon Column Width dé
thay d6i do rong caa cot)

- Chon AutoFit Row Height AutoFit Colum Width dé tu dong diéu chinh kich
thudc via voi di liéu.

> Canh I& dit liéu trong 6
Chon Home - (Group Cells) - Format - Format Cells > Aligment
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Format Cells

Number Ahgnment‘ Font | Border Fill

Text alignment
Horizontal:
General
Vertical

Bottom

Text control
] Wrap text
[ shrink to it
D Merge cells
Right-to-left
Text direction:

Context

& e
0

Justify distributed

=]

Hinh 2.7. HOp thoai Format Cell / Alignment

Text Alignment: Canh I& cho dir liéu trong 6.

- Horizontal: Canh Ié theo chiéu ngang (Left/ Right/ Center/ Justified/ Center
Across Selection/ Distributed/ Fill
- Vertical: Canh 1& theo chiéu ding (Top/ Center/ Bottom/ Justify/ Distributed)

Orientation: Chon huéng cho dir liéu (Nhap sé do goc quay trong 6 Degrees)

Text Control: Biéu chinh dit liéu

- Wrap text: Dit liéu tu dong xudng dong khi gip I& phai cua o.
- Shrink to fit: Dit liéu tu dong thu nho Kich thudc cho vira vai 6

- Merge cells: Két hop
> binh dang ky tu trong 6

cac 0 thanh 1 6.

- Chon Home > Croup Cells > Format >Format Cell > Font: Chon kiéu dinh
dang. (Hoac bam chudt phai vao 6 dit liéu can dinh dang chon 1énh Format Cells)

» Ké khung cho bang tinh

- Chon Home - Group Cells = Format ->Format Cells > Border.

Format Cells

A

Number | Alignment | Font \ gorder 3\ Fill | Protection \

Prese
r

_____ Bordel

ts
None Outline Inside
v

Text

Text

i &

NN

Hinh 2.8 Hop thoai Format Cell / Border
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Presets: Chon kiéu dudng ké khung.
- None: Bo ké khung
- Inside: Ké cac duong trong
- Outside: Ké duong vien xung quanh
Border: Cho phép chon duong ké truc quan theo yéu cau.
Line: Chon kiéu va mau dudng ké khung
- Style: Chon kiéu cua duong ké
- Color: Mau cua duong ké
> T6 nén cho bang tinh
Chon Home - (Group Cells) > Format - Format Cells - Fill

- Pattern Color: Chon mau nén
- Pattern Style: Chon c4c mau nén

C6 thé t6 nhanh bing cach Click nat Fill Color & Group Font

Luu §: C6 thé mé hop thoai Format Cells bang cach chon ving dir liéu, R_click
chon Format Cells trong Shortcut menu.

2.3 Mot sé6 ham théng dung trong Excel
2.3.1 Quy tic sir dung ham
Cu phép chung:

=TEN HAM ([Danh sach cac déi s6])

Pa s6 cac ham caa Excel déu c6 dbi s6, nhung ciling c¢6 nhitng ham khong ¢ ddi so.
Néu ham cé nhiéu déi so thi giita cac ddi sé phai duoc phan cach nhau bang ky hiéu phan
cach. Cac ky hiéu phan cach duoc quy dinh trong Control Panel. Trong Excel mac dinh ky
hiéu phan céch 1a dau phay (,).
2.3.2 Cach nhap ham
Néu cong thizc bat dau 1a mot ham thi phai c6 dau bang (=), hoic dau @, hoic dau
cong (+) & phia truéc. Néu ham 1a d6i s6 cuia mot ham khac thi khdng can nhap cac dau
trén. C4 2 cach nhap ham
> Cach 1: Nhap truc tiép tir ban phim
- it con tro chudt tai 6 mudn nhap ham
- Nhép dau bang (=) hoic ddu @ hoic dau cong (+)
- Nhép tén ham cuing céac ddi sb theo dung cu phap
- Nhan Enter dé két thic.
» Cach 2: Thong qua hop thoai Insert Function
- bat con tro chudt tai & mubn nhap ham
- Chon ribbon Formulas, chon Insert Function fx hoac Shift+F3
- Chon Group ham trong danh sach Function category.
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- Chon ham can sir dung trong muc Select a function
- Click OK dé chon ham

- Tuy theo ham duogc chon. Excel s& ma hop thoai ké tiép cho phép nhap cac dbi
s6 (nhap hoic quét chon). Tién hanh nhap cac d6i sé. Vi du danh sach céac dbi

s6 can nhap cua IF.

-

Insert Function

===

Search for a function:

Type a brief description of what you want to do and then click Go|

Or select a category: | Most Recently Used E

Select a function:

HYPERLIMK
COUNT
VLA

SIN

SUM{numberl number2,...)
Adds all the numbers in a range of cells.

Help on this function l oK l l

Hinh 2.9 Hop thoai Insert Function

Function Arguments

F

Logical_test -
Value_if true =
Value_if_false =

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this function l OK

=

Hinh 2.10 Hop thoai Function Arguments
Cac loai dia chi va cac thong bao 18i thwong gap
Dia chi twong doi

La dia chi ty dong cap nhat theo s thay ddi cua dia chi 6 ngudn khi thuc hién thao
tac Copy cong thirc dé bao toan méi quan hé tuong dbi gitra cac 6 trong cong thuc.

Quy wéc: Pia chi twong d6i cua 6 ¢o dang

<Tén ct> <Chi sb6 hang>
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Vi dy: Dia chi 6 C3 duoc ty dong cap nhat theo dia chi cua 6 ngudn C2.

A B C A B C
1 S&lwgng Dongid Thanh tign 1 |S6lugng Dongia Thanh tién
2 | 10| 100|=A2*82] | 2 10 100 1000
3 5 150 750 3 | 5| 150|=A3*p3] |
4 20 80 1600 4 20 80 1600
» 5 15 200 3000 5 15 200 3000
Dja chi tuyét doi
La dia chi khong tu dong thay ddi theo dia chi ciia 6 ngudn khi copy cong thuc.
Ouy wéc: Dia chi tuyét dbi caa 6 c6 dang
$<Tén cpt>$ <Chi s6 hang>
Vi dy: Dia chi 6 C1 khong bi thay doi khi copy cong thirc
A B C A B C
1 Tygia | 25000 1 Tygia | 25000
2 | UsD VND | 2 | usD VND
4 50 1250000 4| 50 |-ne*scsy
5 30 750000  Dja chi tuyét doi > 30 750000 )
r Dia chi tuyér doi
Dja chi hon hep
Ma dia chi ma n6 chi thay d6i mét trong hai thanh phan (hang hoic cot) khi copy
cong thuec.

Quy wéc: Dia chi hdn hgp ¢6 dang

Giit ¢ dinh cot khi copy cong thirc

$<Tén cot> <Chi sb

hang>

Giit c6 dinh hang khi copy cong thirc

<Tén cot>$ <Chi sé hang>

Vi du: Khi copy cong thirc tir 6 D3 sang 6 F3 thi cot B van khong thay di (do cot
B da duoc ¢ dinh boi ddu twong dbi $.

A B C D E F A B C D E F
1 Ponvil Ponvi2 1 Ponvil Ponvij2
M3t |Pon| S8 | Thanh | S& |Thanh Mat |Pon| 56 |Thanh| S& | Thanh
2 |hang| gid |lvgng| tién |lwgng| tign 2 |hang| gid |lvong| tién |lwgng| tién
3 |A 100 5|=C3*5B3 15| 1500 3 |A 100 5| 500 15 =E3*SB3|
4 |B 120 10 1200 5 600 4 |B 120 10| 1200 5 600
5 |C 150 15 2250 10| 1500 5 |C 150 15| 2250 10 1500

Céch chuyén déi giira cac dia chi

Str dung phim chirc ning F4 dé thuc hién chuyén d6i nhanh gitra cac loai dia chi

F4
Vi du:

Al —

$A81 ——* ASl

F4 F4

F4

— " 3Al ———* Al
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Céc thdng bao 1i thwong gdap trong Excel

Khi khong tinh dugc cong thire thi Excel sé& thong béo 16i. Léi duoc Ky hiéu bt dau
bang dau #. Mot sé théng bao 16i thuong gap:

Thong bio
loi

Nguyén nhan

#DIV/0!

Trong cong thirc cé phép tinh chia cho 0.

#N/A

Céng thire tham chiéu dén 6 ¢6 gid o khong
tim thay hoéc nhap ham thiéu dai so.

#NAME?

Trong cong thire ¢d tén ham hodc tén 6 sai.

#NULL

Xay ra khi xac dinh giao gitta 2 vung
nhung ving giao nhau la rong.

#NUM!

Dt liéu so bi sai.

#REF!

Xay ra khi trong cong thire ¢6 tham chiéu
dén mét dia chi khong hop 1é.

#VALUE!

Trong cong thirc ¢é cac toan hang va
toan tir sa1 kiéu.

Bang 2-2 Céc 16i thuong gap trong Excel

2.3.3 Nhém ham xir ly ngay thang

CU PHAP CONG DUNG
TODAY() Tra vé ngay hién hanh caa hé thng
Vi du: = TODAY()
NOW() Tra vé ngay va gio hién hanh caa hé théng
Vi du: =NOW()
DAY (date) Tra vé gia tri ngay trong thang cua biéu thirc ngay date
Vi du: =DAY(D1)
b
1| 15-5ep-20
MONTH(date) Tra vé gia tri thang cua biéu thic ngay date
Vi du: =MONTH(D1) > 9
YEAR(date) Tra vé gia tri nim cua biéu thuac ngay date
Vi du: =YEAR(D1) = 2020
WEEKDAY (date) Tra vé s6 thir tw ngay trong tuan cua biéu thirc date

Giatri tra vé 1a 1 (Sunday), 2 (Monday),..., 7(Starurday)
Vi du: =WEEKDAY(D1) > 1

DATE(year, month, day)

Tra vé gia tri dang Date theo quy dinh cua hé théng
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CU PHAP

CONG DUNG

Vi du: = DATE(2020,09,15) - 15/09/2020

TIME(hour, minute, second)

Tra vé gia tri dang Time
Vi du: = TIME(S, 25, 28) > 8:25:28 AM

Bang 2-3 Cac ham ngay va gio

2.3.4 Nhém ham xir ly ky tw

CU PHAP

CONG DUNG

LEFT(text, num_chars)

Tra vé num_chars Ky tu bén trai chudi text.
Vi du: =LEFT(“PAl HOC KINH TE KY THUAT
CONG NGHIEP”, 7) = “PAI HOC”

RIGHT (text, num_chars)

Tra vé num_chars ky tu bén phai chudi text.
Vi du: = RIGHT(“PAI HOC KINH TE KY THUAT
CONG NGHIEP”, 11) > “CONG NGHIEP”

MID(text,start_num,
num_chars)

Tra vé chudi ky tu co6 do dai num_chars bat dau tir vi
tri start_num cua chudi text.

Vi du: = MID (“PAI HOC KINH TE KY THUAT
CONG NGHIEP”,9,7) > “KINH TE”

UPPER(text)

Chuyén chudi text thanh chix in hoa

Vi du: = UPPER(“Pai Hoc Kinh Té K§ Thuat Cong
Nghiép”’) > DAIHOC KINH TE KY THUAT CONG
NGHIEP

LOWER(text)

Chuyén chudi text thanh chir thuong
Vi dy: = LOWER(“Pai Hoc Kinh Té K§ Thuat Cong
Nghiép”) = dai hoc kinh té k¥ thuat cong nghiép

PROPER(text)

Poi cac ky tu dau cia mdi tir trong chudi text thanh
chit in hoa, con lai déu 1a chit thuong.

Vi du: PROPER(“DAI HOC KINH TE K¥ THUAT
CONG NGHIEP”) > Pai Hoc Kinh Té K§ Thuat
Cong Nghigép.

TRIM(text)

Cit bo cac ky tu trong vé ich trong chudi text

Vi dy: = TRIM(“ Dai Hoc Kinh Té K§ Thuat Cong
Nghiép ) > “Pai Hoc Kinh Té Ky Thuat Céng
Nghi¢p”

LEN(text)

Tra vé d6 dai cua chudi text
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CU PHAP

CONG DUNG

Vi du: = LEN(“Pai Hoc Kinh Té K§ Thuat Cong
Nghiép™) > 35

Bang 2-4 Céac ham xiu ly chudi

2.3.5 Nhém ham théng ké

CU PHAP

CONG DUNG

MIN(numberl, number2,...)

Tra vé gi4 tri nho nhét cua cac gié tri sé trong danh
sach tham so.
Vi du: = MIN (1,2,35) > 1

MAX(numberl, number2,...)

Tra vé gia tri nho 16n nhat cua cac gia tri s6 trong danh
sach tham sd.
Vi du: = MAX (1,2,3,5) > 5

AVERAGE(numberl,
number2,...)

Tra vé gia tri trung binh cta cac gia tri s6 trong danh
sach tham sé.
Vi du: = AVERAGE (1,2,3,5) > 2.75

RANK( (number, ref, [order])

Tra vé thr hang caa number trong ref, véi order 1a
cach xép hang.

Néu order =0 hoic dugc bo qua thi ref duoc hiéu 1a co
thi tu giam dan

Néu order <> 0 thi ref duoc hiéu la c6 thir ty ting dan

COUNT(valuel, value2,...)

DPém s6 cac gia trj s6 trong danh sach tham sb
Vi du: = COUNT (2, “hai” 4,-6) > 3

COUNTA(valuel, value2,...)

Pém s6 cac 6 khong rong trong danh sach tham sé
Vidu: =COUNTA(AL1:A5) > 4
A B C

A

1, 10 1 10]
2 12:00 AM 2 12:00 AM
4 4
5 |text

eat 1 5 |text
5 |=CDUNTA(A1:A5} c B
7 COUNTA(valuel, [value2], ..) 7

COUNTBLANK( (range)

DPém sb cac 6 rong trong ving range
Vi du: =COUNTBLANK (B1:B5)
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