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LOI GIOI THIEU

Qua trinh bién soan: Trén co s¢ tham khao céc gido trinh, tai liéu cla cac
chuyén gia vé linh vyc tin hoc (mg dung, két hop véi yéu cau thyc té clia nghé
Ky thuat ché bién mon an, Gido trinh ndy dugc bién soan cd sy tham gia tich
cuc c6 hi€u qua cia cac gido vién c6 kinh nghiém trong gidng day mon Tin hoc
tng dung trong kinh doanh.

Mbi quan hé cua tai ligu v0i chuong trinh, mé dun/mén hoc : Can ctr vao
chuong trinh day nghe va thyc té hoat dong nghé nghiép, phan tich nghe tiéu
chuén k¥ ning nghe Tin hoc u’ng dung tron kinh doanh 1a mén hoc bd trg cho
nghé Ky thuat ché bién mon an, giup cho ngudi hoc sau khi ra truong c6 thé tmg
dung tot kién thirc can ban vé thong ké va chuyén sdu trén may vi tinh dya vao
phin mém Microsoft Excel, thyc hién tinh toén théng ké, quén tri kinh doanh...
trén moi trrong Windows.

Cau tric chung ciia gido trinh Gido trinh Tin hgc g dung trong kinh
doanh gom c6 6 bai:

Bai 1: Giéi thi¢u chung vé Microsoft Excel

Bai 2: CAc vén dé xtr Iy cin ban trong Excel

Bai 3: Cac ham trong Excel

Bai 4: Co sd dir liéu

Bai 5: Biéu dd, bio v¢ va in én

Bai 6: Xir Iy céc bai toan chuyén nganh bang Excel

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

Cudn séch dugc bién soan trén co s& tham khao nhidu tai ligu lién quan c6
gia tri trong nude. Song chic han qua trinh bién soan khong thé tranh khoi
nhu'ng thiéu s6t nhat dinh. Ban bién soan mong mudn va thue sy ciam on nhung
¥ kién nhan xét, danh gid cia céc chuyén gia, cac thiy c6 déng gép cho viée
chinh stra dé gido trinh ngay mot hoan thién hon.

Ha Noi, ngay thdng  nam 2017
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MO DUN
TIN HOC UNG DUNG TRONG KINH DOANH

M3 s6 ciia mé dun: MP 10
Vi tri, tinh chit, y nghia, vai tro ciia mo dun

- Tin hoc tmg dung trong kinh doanh 1& m6 dun thudc nhém cac mén hoc,
mo dun dao tao nghé k¥ thuat co so trong chuong trinh dao tao trinh d Cao dang
nghe “K¥ thuat ché bién mén én”.

- M6 dun ndy ¢6 vi tri quan trong trang bi cho sinh vién nhiing kién thirc
co ban vé tin hoc phuc vu cho nghé nghiép phuc vu dn udng cia sinh vién.

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

- Tin hoc mg dung trong kinh doanh cé ¥ nghia théng ké tinh toan theo
tung nhom dir ligu.

- Tin hoc tmg dung trong kinh doanh c6 vai trd rat 16n trong cac hoat
dong kinh doanh ciia doanh nghiép. Tin hoc da tré thinh nhén t6 quan trong, 1a
cau noi trao doi gilta cac thanh phan cua doanh nghiép.

Muc tiéu ctia mé dun

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

- Thye hanh dugc cac tinh toan cin ban, cac tinh toan thong ké, co s& dit
li¢u, phan tich tan suat, v€ biu d6 va cic tinh toan chuyén séu nhu: tinh todn
lap, cac dang bai toan quy hoach tuyén tinh, du bao kinh doanh...

- Hoc tap nghiém tic, sing tao, tinh than 1am viéc khoa hoc, c6 ¥ thirc tiét
kiém, bao vé tai san.

Noi dung ciia m6 dun:

g Thoi gian
T’i‘ Tén céc bai trong mé dun Té!lg Ly | Thyc Kiém
s0 | thuyét | hanh | tra *
1 | Giéi thiu chung vé Microsoft Excel 6 2 4 0
2 | Cac van dé xir Iy cin ban trong 8 2 6 0
Excel
3 | Cdc ham trong excel 10 3 6 1
4 | Cosodir liéu 4 2 2 0
5 | Biéu dd, bao vé va in 4n 3 1 2 0
6 | Xt 1y 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: MP10- 01
Gioi thiéu:

Excel 12 mdt phan mém chuyén ding cho cong tac ké toan, van phong
trén méi truong Windows, thye hién dugc nhieu phép tinh tir don gian dén phirc
tap. Excel to chirc va luu trit thong tin dudi dang van ban nhu bang luong, bang
ké todn, bang thanh toan, bang thong k€, bang dy toan va khi c6 sy thay doi du
li¢u bang tinh tw dong tinh toan theo s6 liéu mdi. Thao tac trén bang tinh c6 the
tao ra cic bao cdo tong hop hodc phéan tich c6 kém theo cic biéu do hinh vé
minh hoa.

Muc tiéu:
- Trinh bay dugc kién thirc, khai niém co ban vé Microsoft Excel.
- Thao tac dugc xir 1y dir kién trong bang tinh.

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

N¢i dung chinh:

1. CAC KHAI NIEM CO BAN

Muc tiéu:
- Trinh bay dugc kién thirc, khai niém co ban vé Microsoft Excel.
- Trinh bay dugc cAu tric bang tinh, cac kiéu dit lidu trong Excel.
- Thao tdc dugc cac dia chi trong bang tinh Excel.

- Rén luyén tinh can than, chinh xac trong qua trinh lam viéc véi bang
tinh Excel.

1.1. Khéi dong va thoat khéi Excel
1.1.1. Khéi dong Excel
Pé mé mot bang tinh Excel chiing ta sir dung mdt trong hai cach sau:
- Cdch 1: Pé khéi dong Excel dung lénh:
Start/ Programs/ Microsoft Office/ Microsoft Office Excel 2003.
- Céch 2: Nhay dip vao biéu tugng Excel trén man hinh: @
1.1.2. Thoat khéi Excel
Dé thoat khoi chuong trinh ta ¢6 cac cach nhur sau:
Céch 1: Vao Menu File/ Exit.
Céch 2: Nhén t6 hop phim Alt + F4.
Céch 3: Nhay vao diu nhén chéo mau do & goc trén bén phai man hinh
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(ndt Close).
1.2. Céu tric bang tinh

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

E3 Microsoft Excel - Book1 EXEWEJ
&) File Edt View Insert Format Tools Data Window Help = x|
1w BE SRV IRBRS | oo @z A2 BP0 -,
arial -0+ B I U B3 %% 5 W% EEE-d-A
TIxXv=7

A | B | € [ D | E J F 6 [ H 1 [ 7=

RISV mNmm s W=

20/ | ! | x
| 4/ M)\ Sheet1 / Sheetz / Shests / [« g r
Edit | 1 NUM | ;

Hinh 1.1: Cau tric bdng tinh
1.2.1. Giéi thiéu cac thanh cong cu
* Thanh Standard (thanh chuin) chira mét s6 1énh théng dung cua E}gcel
dudi dang cac nit c6 biéu tugng, cac 1énh nay cé the truy xuat tryc tiép bang
chudt. Trén thanh Standard c6 cac nat: New, Open, Save, Print, Print Preview,
Cut, Coppy, Paste, Format Painter.....

0 63 (A AT E %@ P90 8 F -8 Z] ARG 10% -@

Dé hién tén nut ta chi cin dit con tré chudt 1én trén nat, khong nhdy
chudt. Néu chua c6 kha nang ndy, hay dung 1énh Tools/ Customize /Options
danh dau kiém vao 6 Show Screen Tips on Toolbars.

e Thanh Formatting (thanh dinh dang):

| Arial o LBz U EE=E]S % 1 RBESE| DA
r

Chira céc 1énh dudi dang céc nit ¢6 bieu trgng dé dinh dang dit liéu cia
bang tinh nhu kiéu, loai font, c& font, cdn I&,...Trén thanh ¢6 cdc 6 diéu khién
7



Font, Font Size; cdc nit Bold, Italic, Underline, Align left, center, Align right...
e Thanh Formular (thanh cong thirc) gdm cac 6: Name Box (hién thi toa
d0 6 hién hanh), Formula bar (ni dung dir li€u cta 6 hién hanh).
I A |
* Thanh Drawing: dugc su dung dé vé cac hinh nhu dudng ké, hinh chir
nhit, elip va mot s0 hinh dang cho san, .... thong qua cac nut 1énh du6i dang
biéu tugng.

Draw~ L | AutoShapes~ N\ ™ (1O 4] 4l 2 (8] & \'3* Z-A-=E=Z4d 3

Trén bang tinh con tré chudt 1a hinh chir thap rong, con tré 6 la mot khung
chir nhét bao xung quanh mgt 6, 6 ¢6 con tro 6 goi la 6 hién hanh.

1.2.2. Sé tinh (Workbook)

 Workbook (S6 tinh) 13 ctra sb chira ndi dung t&p. Tén t&p hién trén thanh
tiéu dé ctra s6 voi phan mé rong dinh sin 1a XLS. Tén tép Workbook mic nhién
12 Book# (# 14 s& thtr tur twong Umg v6i nhimg 14n mé tép). Cac thanh phin cua
Workbook 14 :

- Pwing 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) 14 mot tép hop nhiing
6 theo chiéu doc. D) rong médc nhién 1a 9 ky tur (co thé thay dbi tri s6 nay tir 0
dén 255). C6 téng cong 256 cot.

- Duong vién dgc (Row Border) ghi s6 thir tyr dong tir trén xubng dudi.
Dong (Row) 1a mdt tap hop nhimg 6 theo c]:u'él.} ngang . Chiéu cao méc nhién la
12.75 cham diém (c6 thé thay doi tri 86 ndy tir 0 dén 409). Cé tong cong 65536 dong.

- O (Cell) 12 giao ctia mt dong véi mdt cot. Pia chi clia mot 6 xéc dinh boi
cot trude dong sau, vi dy: B6 la dia chi cua 6 nam trén cdt B, dong thir 6. O hién
hanh (Select cell) 1a 6 c6 khung vién quanh. M6t 6 c6 thé chira t¢i 32.000 ky tu.

- Scroll Bar (hai thanh trugt & bén phai va bén dudi cira s6) ding dé hién
thi nhimg phan bi che khuét ctia bang tinh trén man hinh.

- Status Bar (duéi day cia cira s6 Microsoft Excel) dong chira ché d6 lam
vi¢c hién hanh hay y nghia 1¢nh hi¢n hanh cua bang tinh va cac tinh trang hién
hanh cia h¢ thong nhur NumLock, Capslock,...Cac ché d6 lam viéc thong thuong
gom Ready (sén sang nhap dir liéu), Enter (dang nhap di he;u) Point (dang ghi
chep cong thirc tham chiéu dén mot dia chi), Edit (dang diéu chinh dit liéu hay
cong thirc trong 6 hién hanh, chon ché d6 nay bang cach di chuyén dén 6 mubn
diéu chinh va go phim F2).

1.2.3. Bang tinh (Sheet)

- Sheet (Bdng tinh) 1a mot bang gdm ¢ 256 ¢ot va 65536 dong. Tén bang
tinh mic nhién 1a Sheet# (# la s6 thir tw). Mot tép Workbook co nhiéu Sheet,
duoc liét ké Sheetl, Sheet2, Sheet3... Trong hinh 1.1 ta dang chon trang bang
tinh Sheetl cia tép Book 1. Ta c¢6 thé quy dinh s Sheet trong mot tép
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Workbook bang 1énh Tools / Options, chon 16p Genneral, chon s6 lugng Sheet
trong myc Sheets in New Workbook (co thé 1én tGi 255). Trong 16p General ta
ciing c6 thé chon phéng chit va c& chit ngdm dinh cho cac Sheet, vi du: Times
New Roman, 12.

1.2.4. O va dia chi &

- Pia chi twong dbi: Cac dong va cot tham chiéu s& thay doi khi chung ta
sao chép hodc di doi cong thirc dén vi tri khac mot lugng twong tmg véi s6 dong
va s0 ¢ft ma ta di doi. Vi du AS5:B7, C4

Vi du, c6 dir lidu tai cidc 6 nhu sau:

A B C D

1 2 4 \8 32

2 4 6 }4\ 144
\—-A]* Bl

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

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

Khi sao chép cong thie cua 6 C1 vao 6 D1 thi cong thic tai 6 nay 1a
=B1*C1 va ket qua la 32,

=> Pia chi Al, Bl trong cong thirc ctia 6 C1 1a dia chi twrong d6i.

- Pia chi tuyét dbi: Cac dong va cot tham chiéu khong thay doi khi ta di
doi hay sao chép cong thirc. Vi du $A$5:3BS$7, $C$4

Vi du c6 dir ligu tai cac 6 trong bang doi tién nhur sau:

A B c
1 S6 tién ddi : 10000000
2 Ngoai t& Ti gi4 S6 NT dbi dugc
3 D6 la My 15300 =$CS$1/B3
4 Nhan dén té 1700
5 D6 la HK 2500

Cot S6 ngoai té d6i duoc tinh theo cong thire: S6 tién ddi/ Ti gia

Tai 6 C3 nhap cong thire: = $C$1/B3.

Sau d@6 chép cong thirc tir 6 nay dén céc 6 con lai trong cdt, ta thay dia chi
6 $C$1 trong cong thirc s& khong bi thay doi. Dia chi $C$1 duoc goi 1a dia chi
tuyét doi .



- ia chi hdn hep: Phéi hop tham chiéu dia chi twong dbi va tuyét doi. Vi
du A$5 nghia 14 ¢t A tuong doi va dong 5 tuyét doi.

Vi dy: cong thire cia 6 C5 1a = A$5 + B$5, sao chép cong thirc nay dén 6
C6 sé la=AS$5 + B$5, dén 6 D7 sé la = B$5 + CS5.

1.2.5. Céc dang dir li¢u ciia Excel
Trong mot 6 chi co thé chira mot kiéu dit liéu. Bao gém cac kiéu:
* Di liéu dang van ban (Text)
- Vi du: “Nguyén Vin An”
- Luu y voi dir ligu dang  van ban:
+ Khi cdc toan hang trong cong thirc hodc tham sO trong cac ham sd
la dir liéu dang vin ban thi chung phai dugc dat trong cép dau nhay kép (").
) + Mubn st dung chir s6 dé biéu dién dir liéu dang vin ban thi phai
dat dau () trudce khi nhép dir liéu vao 6 tinh
+ Theo ngﬁm dinh dir liéu dang van ban can trai trong 0 tinh.
+ Néu nhdp dit lidu kiéu s6, kiéu ngdy khéng dung qui uéc thi
Excel sé& ty dong chuyen sang kiéu van ban.
Dy 1a mot ddu hiéu dé nhan biét dang dir liéu
* Dir lieu dang s6 (Number)

- Kiéu s6 (Number): Khi nhap vao s6 bao gdm: 0.9, (, ), E, %, $ thi sb
mdc nhién dugce canh 1& phai trong 6. Excel s& hiéu dif liéu kiéu sb khi ban nhép
dit ligu kiéu s6 dung theo sy dinh dang ciia Windows (ngdy va gio cling dugc
Iwru trit nhu mét tri s6), ngugc lai né s& hiéu 1a dir liéu kiéu chudi.

Khi chleu dai ctia chudi s6 16n hon do rong cua 0: Excel ty dong chuyén
sang dang s0 khoa hoc k¥ thuat (scientific) hodc hién thi cac dau ###... trong 6.

- Kiéu ngay (Date):

Microsoft Excel s& hiéu dir liéu kiéu Date khi ta nhip vao ding theo sy
qui dinh cua Windows méc nhién 1a thang/ngay/ndm (m/d/yy). Nguge lai Excel
s& hieu 1a kiéu chuoi. Méc nhién dir li¢u kiéu Date dugc canh phai trong 6.

Dir liéu kiéu Date dugc xem nhu 13 di¥ lidu kiéu s6 véi moe thoi gian bét dau
tr ngay 1/1/1900 (khi quy dinh c6 gia tri 1a 1), ngay 22/1/1900 co6 gia tri la 22, ...

-Luuy:
+ Dau phan céach gitia phﬁn nguyén va phan thip phéan cia 1 sb
(theo mac dinh trong Excel 1a dau cham)
+ Céch thé hién dit liéu dang ngdy thang (qui uc mic dinh ban dau
thang/mgay/nam)
+ Theo ngdm dinh dir liéu dang s6 s& dugc cin phai khi nhap dir
liéu vao 6 tinh.
10



* Dir liéu dang cong thicc (Formular)
- Quy uéc: Dit liéu dang cong thirc duoc bat dau boi dau = hodc dau +

- Dang t!:lé hién: La tri s6 két qua cta cong thirc trong 6 (cong thirc nhip
vao s€ dugc the hi¢n trén thanh céng thirc — Formular)

- Trong céng thirc bao gdm:
+ Céc toan tir tinh todn: + ; - ; * ; /; A Céc toan tir so sanh: <; <=; >;

+ Cic todn hang, c6 thé 1a:
(-) Hang s6: Vi du: =2*3

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

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

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

- Thao tac duge xur ly dir kién trong bang tinh Excel.

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

- Rén luyén tinh can than, chinh x4c trong qua trinh 1am vigc trén Excel.
2.1. Nhap dir ki¢n vao bang tinh

- Nhdp dir liéu vao mg’i{ 0: Nhay chu(f)‘t vao 6 can nhap, nhap dir liéu (theo
quy udc tiung loai dir li¢u), két thuc nhdp bang cach gd phim Enter (hodc nhay
vao nit Enter trén thanh Formular, hodc ding cdc phim miii tén di chuyén con
tro sang 6 khac).
) - Ghi dé dit ligu mdi vae mt 6: nhay chudt vao 6, gd dir liéu méi va
an Enter.

- Stra dir lieu mot 6: nhay chudt vao 6 1di g6 F2 (hoc kich dap chudt vao
6 can nhép dir lidu), dung mii tén chuyén con tré chén (13 mét déu vach dimg)
t6i noi can sira dé sira, mudn xod ky tur diing cdc phim Delete va Backspace.

- Cdc phim di chuyé"n con tré é: T (1én mot dong), d (xuéng mdot dong),
— (sang phai mot cdt), < (sang trdi mot cdt), PgUp (1én mot trang man hinh),
PgDown (xudng mdt trang man hinh), Alt + PgUp (sang trii mot man hinh),
Alt+PgDown (sang phai mot trang man hinh), Home (vé dau dong), Ctrl+ Home
(vé 6 A1). Ngoai ra c6 thé nhay chudt tai mét 6 dé di chuyén con tro 6 dén do.

2.1.1. Dir liéu dang chudi (Text)
Céc bude tién hanh nhu sau:
Buwée 1: Chon 6 mudn dinh dang.
Buwéc 2: Vao Format / Cell hoic nhan chudt phai tai 6 chon va chon
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Format Cell hoic nhan Ctrl+1.
Buwoc 3: Trong muc Category chon Text hop thoai c6 danh nhu sau:

Format Cells @@

Alignment | Font | Border | Patterns | Protection |

Category: Sample
General
Mumber
Currency
Accounting Text format cells are treated as
Date text even when a number is in the
Time cell. The cell is displayed exactly as
Percentage entered.
Fraction
Scientific
Text
Special
Custom

[ ok ][ Cancel ]

Hinh 1.2: Hop thoai Format Cells

Bwde 4: Nhip nat OK dé chap nhan dinh dang Text.
2.1.2. Dir ligu dang s6 (Number)

* Piéu chinh cdc dinh dang dir li¢u 56, ngay thdng, théi gian:

Buéc 1: Start/ Settings/ Control Panel

Buwdc 2: Nhin dip chudt vio Regional Language Options. Xuit hién
hop thoai Regional and Language Options

Bwdce 3: Chon Customize... Hop thoai Customize Regional Options
xudt hién.

@ Set Program Access and Defaults

E\:‘, Windows Catalog

“ Windows Update

Programs »

.ev Documents »

ControPare —> il
o LOMrol Fane +
Settings = Regional and

& Network Connections Language
3 Printers and Faxes Options
a Taskbar and Start Menu

[ %

Search

e
,_J
9_\ Help and Support
=

Run...

ﬂ Log Off Student...
Bude 1

—>

Hinh 1.3: Menu mit Start va biéu tiwgng Regional and language Options

Windows XP Professional

@ Turn OFf Computer. ..

4 start Ce % & Giao an B Control Panel
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Regional and Language Options E|E|

 Regional Options | Languages | Advanced
Standards and formats

dates, and time.

your own formats:

This oplian affects how some programs format numbets, cunencies,

Select an item to match its prefetsnces, or click Customize to choose

Customize Regional Options

Numbers Cunency | Time | Date |

Sample

Positive: |123.456,789.00

| Negative: |-123.456,769.00

I English [United States)

Samples Decimal symbot I i
Number:  |123.456.789.0n C LN Nt el tscuad 2 3
Curency: | 4123.456,789.00 Vv Dk oo st 3
b 31500 P Digh grouping 123,456,789 v
Short date: | 5/24/2008 MNegative sign symbat v
Longdate:  Saturday, May 24, 2008 Negative nurmber format: 11 v
Display leading zeros: 07

Location B 9
To help services provide pou with local information, such as news and S —
weather. select your present location: Measurement sy Us. ¥
| United States v

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

Customize Regional Option
Buwdc 4: Pé dicu chinh dinh dang s6 ta chon thé Number

1. Déu phén cach thap phén.

2. S6 chix sé thap phan.

. Déu phén cach hang nghin.

. S6 s6 hang nhém hang nghin.
. Déau phu dinh (s6 4m).

6. Dinh dang s6 4m.

7. Dinh dang sé thuc nhé hon 1.
8. Déu phén cach tham s6 ham.

= e b

h

9. Hé thong do lwomg.

Customize Regional Options

Nurbers ‘:Qagwnwrj Time | Date |

Sample

Postive: |123.45E.?53[O Negatve -123.455.739.00

1. Docimal symbol | | v
2. MNo. o digits &iter decinal (2 v
3. Digil grouping symbal i v|
4. Digil grouping (123,456,780 ~|
5. Megaive sign synbal. | v|
6. Neoxive nurher fornat |_1 17\”
7. Dicplay leading zeros: (07 V!
8. List sepaeton [ v |
9. Measuement susten: lﬁéiUi
[ ok ]| cace |

Hinh 1.5: Hop thogi thé hién cac dinh dang s6 trong trong windows
Buwéc 5: Nhan Apply => Nhan OK.

13



2.1.3. Dir liéu dang céng thirc (Formulars)

Microsoft Excel s& hiéu dit liéu kiéu cong thirc khi ta nhap vao bt dau
bang ddu =. P6i véi dit ligu kiéu cong thire thi gia tri hién thi trong 6 ) khong phal
1a cong thirc ma 14 két qua cua cong thirc d6 (c6 thé 1a mot tri s6, mdt ngay
thang, mét git, mot chudi hay mot théng béo 15i). Cong thirc duge xem nhu 14
su ket hop gitra cac toan tir va toan hang.

+ Céac todn tir ¢6 thé la: +, -, *, /&, 1, <, <=, >, >=, <>

+ Céc toan hang co thé la: hﬁng, ham, dia chi 6, dia chi ving.

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

Néu cong thirc ¢6 nhiéu dau ngodc thi qui tic tinh nhur sau:

+ Ngodc trong tinh trudc, ngodc ngoai tinh sau.

+ Trong ngodc tinh trudce, ngoai ngodc tinh sau.

+ U tién cao tinh trude, uu tién thap tinh sau.

+ Bén phai tinh trudce, bén tréi tinh sau.

* PO vu tién cla cac toan tir

P6 wu tién | Toan tir Y nghia
1 0O Déu ngodc don
2 i Luy thira
3 - Déu cho s6 4m
- ®f Nhin, chia
5 +,- Cong, trir
6 =<> Béng nhau, khic nhau
e Lén hon, 16n hon hoac bang
£ = Nho hon, nho hon hodc bang
7 Not Phu dinh
AND Va (didu kién ddng thoi)
9 OR Hodc (diéu kién khong ddng thoi
10 & Toan tir ghép chudi

Bang 1.1: Toan tik va do wu tién toan tur
* Co6 hai cach nhap cong thirc:
Vi du: dé nhap cong thirc =A2+B2+C2 vio 6 D2

Céch 1: nhép tryc tiép:
14



+ Bt con tro tai 6 D2
+ Nhép =A2+B2+C2

+ GO phim Enter
Céch 2: Nhap theo kiéu tham chiéu (két hop chugt va ban phim)
+ Dat con tro tai 6 D2
+ Nhap =
+ Chon 0 A2, nhap +, chon 6 B2, nhap +, chon 6 C2
+ Nhin Enter két thuc.
SUM - =A2+B2+C2
Al B|C| D E |

1

2 | 10] 15] 20|=A2+B2+C2

)

Hinh 1.6: Nhdp cong thirc theo kiéu tham chiéu
2.1.4. Dir liéu dang ngay (Date), gio' (Time)
Céc budc tién hanh nhu sau:
Budée 1- Chon 6 mudn dinh dang.

Buée 2- Nhap 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 dir lidu ngay, trong hop Category chon
muc Date. Hop thoai c6 dang nhu sau:

Format Cells ﬁ!@
Number | Alignment Font | Border | Patterns | Protection
Category: Sample

General 4/21/1900
Number
Currency Type:
o — Al
*wednesday, March 14, 2001
Time 13114
Percentage |2/14/01
Fraction i
Sciertfic el
e | 14-Mar-01 &
c'f.iﬁam Locale {location):
| English (United States) v|
Date Formats display date and time serial numbers as date values. Except For
iterns that have an asterisk (*), applied formats do not switch date orders
with the operating system,
[ OK ] [ Cancel ]

Hinh 1.7: Hop thoai Format Cells véi 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 E\.E|

Number | alignment | Font | Border | Patterns | Protection |

Cotegory:  Sample

General |

Mumber

Currency |

Accounting

Date

Percentage

Fraction

: 1:30:55 PM

Scientific 130:55.2

;E:Eal 37:30:55 v

Cﬂstom | Locale (location):

- Englsh (Urited States) |

Time formats display date and time serial numbers as time values. Except for
items that have an asterisk (*), applied formats do not switch date or time
orders with the operating system.

[ o ][ cance |

Hinh 1.8: Hop thogi Format Cells voi dinh dang thoi gian
Buéc 4- Chon kiéu hién thi trong hop Type sau d6 nhan nut OK.
2.2. Pinh dang 6, khéi &
2.2.1. Pinh dang kiéu Font chir
Bude I: Chon ving dit lidu cin dinh dang.
Bude 2: M6 menu Format \ Cells. Xuit hién khung dbi thoai Format Cells

-
Format Cells M

| Number | Aignment |{_Font ;| Border | Patters | Protecton |

Font: Font style: Size:
Arial _Regular |10
T AngsanaUPC | [ETEEE -
' Aparaijita ! Italic
i Arabic Tﬁtﬁni - Bold
S Bold Italic s
Underline: Color:
None B Automatic E V] Normal font
Effects Preview
[[] strikethrough
[ supersaript | AaBbCcYyZz __|
[ subscript
This is a TrueType font, The same font will be used on both your printer
and your screen.

[ o [ cancel |

Hinh 1.9: Hop thoai Format Cells véi dinh dang Font
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Buwde 3: Chon nhan Font. C6 cac lya chon sau:

- Font : Thay d6i kiéu chit

- Font style : Thay d6i dang chit

- Size : Thay di c& chir

- Underline : Tao chi¥ c¢6 gach chan

- Color : Chon mau chix

- Effects : Tao hiéu ing

+ Strikethrough: Tao chif c6 gach ngang

+ Superscript : Tao chi sb trén

+ Subsecript : Tao chi s6 dudi

- Preview : Cho xem su thay d6i tuong tmg véi cac lwa chon

Burde 4: Sau khi Iya chon xong néu dong ¥ chon OK hoic chon Cancel dé
huy bo.
2.2.2. Pinh dang dudng vién

Mubn ké cac duong ngang doc trong bang tinh ta tién hanh céc bude nhu sau:

Buwde 1: Chon viing 6 can ké khung

Buwdc 2: Dung 1énh Format/ Cells, xuét hién hop thoai Format Cells, chon
16p Border.

Format Cells @@

Nurnber ] Alignment ‘ Font Bor

rl Patterns | Protection l

Presets s
Style:
None Outine  Irside | | = it
Bordef ——————— | | o e
T |
B |- - Color:
Automatic  w
i) | H| N

The selected border style can be applied by clicking the presets, preview
diagram or the buttons above.

QK | Cancel I

Hinh 1.10: Hép thogi Format Cells véi dinh dang dwong vién 6

- Outline: v& vién quanh ving 6 da chon.
- Inside: ké cac duong ké ngang doc bén trong ving 6 da chon.
- None: huy bo cac duong ké 6.
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