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Chuong 2. MICROSOFT EXCEL

2.1. Gi6i thiéu vé Excel
2.1.1. Gié6i thiéu bang tinh Excel
Microsoft Excel 1a mdt loai bang tinh dién tor duoc dung dé t6 chrc, tinh toan
bang nhimg coéng thirc (Formulas), phan tich va tong hop sd liéu,...
a. Khei dgng Excel
- Cach 1: Double_Click trén biéu twong cua chuong trinh Excel trén man hinh
nén
- Cach 2: Double Click trén tén tap tin do phin mém Excel tao ra.
- Cach 3: Vao man hinh Start chon Microsoft Excel.
b. Thoat khéi Excel
- Céch 1: Click vao nut Close (x) & goc trén cung bén phai cira s6
- Céch 2: Nhan t6 hop phim Alt + F4
- Cach 3: Chon 1énh File\Exit
c. Giao di¢n cia Microsoft Excel 2010
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= % Times MewRc «[12  « W me| Z¢  General « 5} Conditianal Formatting = 5+ Insert ~ E - ;\? I}ﬁ |
I - B F U - N & E ;; mo~._ % = 9% » | 03f Format as Table - 2= Delete = | [3] - Z |
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Hinh 2.1: Giao dién Excel 2010

Cic Iénh ciia Excel nam trong cdc tab trén thanh Ribbon:

- Home: dinh dang, chinh stra Sheet.

- Insert: chén ddi tuong vao Sheet.

- Page Layout: dinh dang trang in, sip xép lai cac d6i twong dd hoa trén Sheet.

- Formulas: thém ham va céng thirc vao Sheet hodc kiém tra cong thuc trén
Sheet.

- Data: nhap dir liéu tir bén ngoai vao, truy van, tinh tong nhom (subtotal), ...
- Review: bao vé va danh diu bang tinh.
- View: thay d6i giao dién ciia workbook va dif liéu.
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- Formula Bar: thanh cong thirc gdm c6 3 phan dung dé nhap dir liéu, cong
thirc vao 6 hién hanh.

_,./f{""’“ﬁ e T

MName box

Y—
1 MNGi dung

b |

Nut thanh cong thirc

Hinh 2.2: Thanh cong thirc

+ Name box: hién thi dia chi ctia 6 hién hanh, gd vao dia chi 6/ving dé di
chuyén dén o/vung.

+ Nt thanh cong thire: gdm c6 fx (thém ham), % (Cancel) va v'(Enter).

+ Thanh ndi dung: chira nd1 dung cong thurec. .

2.1.2. Céc kiéu dir liéu va cach nhap
Microsoft Excel ty dong nhén dién kiéu dir liéu khi ta nhap dir li€u vao trong 0.
Cong viéc cua ta la xac dinh diung kiéu dir liéu dé tién cho viéc tinh toan va dinh dang.
a. Cach nhdp dir liéu vao mgt 6
- Pua con trdo dén & can nhap, nhap dit liéu, két thic bang phim ENTER (hoic
——11). Hay bo dit liéu dang nhap ta nhan phim Esc.
- Muén hiéu chinh dir liéu da nhap ta chuyén con tré 6 dén 6 can hiéu chinh roi
nhan phim F2 hoic D Click vao 6 d6 roi tién hanh hiéu chinh.
b. Cac kiéu da ligu
% Dir liéu kiéu chudi
- Bao gom cac ky tu chir va chir s6. Mic dinh dir liéu kiéu chudi s& duoc canh 1&
trai.
- Nhap chudi sé thi thuc hién mot trong 2 céch:
+ Céch 1: Nhap dau nhay don ( ©) trudc khi nhap dix lidu so.
+ Céch 2: Xac dinh khdi can nhap di liéu kiéu chudi sd, chon 1énh Home\
Cells\ Format\ Format Cells\ Number\ Text.
- Chudi xuat hién trong cdng thirc thi phai duoc bao quanh bgi dau nhay kép « .
< Dir liéu kiéu s6
Khi nhap vao sb bao gom: 0.9, +, -, *, /, (, ), E, %, dau cham thap phan, ky hiéu
phan cach hang ngan, ky hiéu $, ngay va gio thi mac dinh duoc canh I& phai trong 6.
> Dir liéu dang s6
Dé dit quy dinh vé cach nhap va hién thi s trong Windows: md  Region
trong cira s6 Control Panel va chon Additional Settings...\ Chon I6p Numbers.
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ks

Humbers Cisrency Time Date

K5 hidu b thip phin

__

§4 chit =& thip phian

/,/

E¥ higuphancachhangnghin

v
I

S4 s6 hangnham hangnghin

Ky hidu phii dinh (sé 3m)

I

Binh dang =4 am

Click Reset to restore the system default settings for
numbers, currency, time, and date.

a4 Cancel

Example

Positive: | 123,456,729.00 | Negative | -123,456,7B0.00 |
Decimal symbaol: | .
Ma. of digits after decimal: 2
Diigit grouping symbal: | N "'--T
Diigit growuping: 123 456,789
Megatiee sign symbal: | -
Megative number format: 1.1
Display leading zeros: 0.7 e
List separator :‘H:
Measurarment system: Ibetric

A\

Binh dang sb thirc nhé hon 1

Diu phin cich danh sich
(=ia tri, ddi sb, dia chi &)

A EEEERERE

He thong do hring
Apply

Hinh 2.3: Quy dinh céch nhdap va hién thj sé

» Dir liéu dang ngay

Microsoft Excel s& nhan dang dix liéu kiéu Date khi ta nhap vao dung theo su

qui dinh ciaa Windows, mac dinh la
s& hiéu la kiéu chudi.

thang/ngay/nam (m/d/yy). Nguoc lai Excel

Pé dat quy dinh vé cach nhap va hién thi ngay trong Windows: mé Region
trong ctra s6 Control Panel va chon Additional Settings...\Chon Iép Date.

¥ Custarnize Forrnat £33
Mumbers Currency Time  Date
Example
Short date: | 13-10-2020 .______I_______ N .
: —> M2u diF liéu hién thi
Long date: | 13-10-2020 |
Date formats
Short date: [ da-MM-yyyy ~]
—-—.._,_____‘--
Leng date: | dd-MM-yyyy ~ """-\-.5 Q’ll}’ diﬂh diﬂh d.i:l.tlg Date

What the notations mean;
d, dd = day; ddd, dddd = day of weelk; M = menth; y = year

Calendar

1950

First day of week:  Monday

Click Reset to restore the system default settings for
numbers, currency, time, and date,

When a two-digit year is entered, interpret it as a year bebween:

and | 2049 \
—>

Nam dhy dn
(VD: Nhap nam 99—1999)

£

Reset

Hinh 2.4: Thay déi quy dinh kiéu Date
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> Dir liéu dang gio: Mic dinh 1 gio:phut:giay budi (hh:mm:ss AM/PM).

% Dir ligu kiéu cong thirc

Microsoft Excel s& hiéu dit liéu kiéu cong thirc khi ta nhap vao bat dau bing dau
=. Déi vé6i dir lidu kiéu cong thuc thi gi tri hién thi trong 6 khong phai 1a cong thic
ma 1a két qua cua cong thiac d6 (co thé 1a mot tri sb, mot ngay thang, mot gio, mot
chudi hay mét théng béo 15i). Cong thire duge xem nhu 14 su két hop gitra cac toan tur

va toan hang.

+ Cactoantr co thé 1a: +, -, *, [, &, >, <, >=, <=, = <>,

+ CAc toan hang c6 thé la: hang, ham, dia chi 6, dia chi ving.

Vidu, =SQRT(AL) + 10*B3

= RIGHT(“Microsoft Excel”,5)

= MAX(3,-7,0,SUM(A2:A10))
e D9 wu tién cia cac toan tir

PO UUTIEN | TOANTU Y NGHIA

1 0 Dau ngoic don

2 N Lu¥ thira

3 - Dau cho s6 am

4 */ Nhéan/ chia

5 +, - Cong/ trir
= <> Bang nhau, khac nhau

6 >, >= Lén hon, 16n hon hodc bang
<, <= Nho hon, nhé hon hodc bang
NOT Phu dinh

8 AND Va (diéu kién dong thoi)

OR Hoic (diéu kién khong dong thoi)
10 & Toan tir ghép chudi

e Bang chan tri cia cac ham NOT, AND, OR

A B NOT (A) | AND(A,B) | OR (A, B)
FALSE | FALSE | TRUE FALSE FALSE
FALSE | TRUE TRUE FALSE TRUE
TRUE | FALSE | FALSE FALSE TRUE
TRUE | TRUE | FALSE TRUE TRUE
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e C0 hai cach nhap cbng thirc
Vi du: dé nhap cong thic =A2+B2+C2 vao 6 D2
- Céch 1: Nhap tryc tiép. Dat con tro tai 6 D2. Nhap =A2+B2+C2. G6 phim
Enter.
- Céch 2: Nhap theo kiéu tham chiéu (két hop chudt/ban phim dé chon 6,
vung). Pat con tro tai 6 D2. Nhap = Chon 6 A2, nhap +, chon 6 B2, nhap
+, chon 6 C2. Gd phim Enter.

SUM | X =| =A2+B2+C2
A, B Z D
1
2 10 151 _201=AZ+B2+CZ|

Hinh 2.5: Nhdp céng thizc theo kiéu tham chiéu

2.1.3. Cé4c loai dia chi va cac thong bao 18i thwong giap
a. Cac logi dia chi
e Pia chi twong doi
- Qui wdc Viét: <tén cot> <chi sé hang>, vi du Al, B2, ...
- Trong qué trinh sao chép cong thire thi cac dia chi ndy sé tu dong thay ddi theo
hang, cot dé bao ton mdi quan hé twong dbi.
e Pia chi tuyét doi
- Qui udc viét: $<tén cot>$<chi sé hang>, vi du $A$1, $B$2, ...
- Khi sao chép cong thirc thi cac dia chi loai nay s& khong bao gio thay doi.
e Pia chi ban tuyét déi (dia chi hdn hop)
- Qui wdc Viét:
+ COt tuyét dbi: $<tén cot><chi sé hang>
+ Hang tuyét d6i: <tén cot>$<chi sé hang>, vi du $A1, B$2, ...
- Khi sao chép cong thirc thi cac dia chi loai nay chi thay déi ¢ thanh phan tuong
d6i con thanh phan tuyét doi thi khong thay doi.
Ghi cht : St dung phim F4 dé luan chuyén gitta cac loai dia chi trén.

Hinh 2.6: Chuyén doi giira cac logi dia chi
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b. Cac thdng bao 16i thuwong gap trong Excel

Loi bao Nguyén nhan
#DIV/0! | Trong cong thirc c6 phép tinh chia cho sé khéng (0)

Cong thac tham chiéu dén 6 c6 muc nhap #N/A hoic gd mot so

#N/A e 2
/ ham khong c6 doi s6

#NAME? | Trong cong thirc c6 mot tén ma Excel khéng hiéu duoc

Xay ra khi xac dinh giao giita 2 ving nhung trong thyc té 2
vung do khong giao nhau

#NUM! | Xay ra khi dir liéu s6 c6 sai sot

Xay ra khi trong cdng thtc tham chiéu dén mét dia chi khdng
hop I¢

#NULL!

#REF!

#VALUE! | Trong cong thirc co cac toan hang va toan tir sai kiéu

2.2. Tao lap trang bang tinh
2.2.1. Thao tac trén tap tin

a. Mg tap tin
- M0 tap tin moi: Chon File\New hoac nhéan té hop phim Ctrl + N hoic nhan ndt
m trén thanh Quick Access.
- Mo tap tin da co trén dia: Chon File\Open hoac nhan t6 hop phim Ctrl + O hoac
nhan nat - = trén thanh Quick Access.
b. Luu tap tin

- Luu tap tin lan dau: Chon File\Save hozc nhan to hop phim Ctrl + S hodc phim
F12 hoic nhan nat H trén thanh Quick Access.
- Luu tap tin vai tén khac: Chon File\Save As.

c. Xem céc File mg gdn nhdt: Chon File\Recent.
d. Dong tap tin
Lénh File\Close dung dé dong tap tin hién hanh. Phai luu tap tin trude khi dong,
néu tap tin c6 cip nhat ma chua luu lai thi Excel s& hién théng bdo nhic nha, chon
Save d¢é luu.
2.2.2. Cac thao tac co ban trong excel
a. Xer ly trén vung
e Cac loai vung va cach chon

Loai vung Cach chon

Vung chi c6 mot & Click vao 6 can chon.

Mouse: Drag tir 6 dau dén 6 cudi cia ving.

Viing nhiéu 6 lién tuc C A A A sin JT
g i Keyboard: Pua con tro vé 6 dau tién, nhan gir phim
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Loai vung Cach chon

Shift két hop véi cac phim miii tén.

Mouse + Keyboard: Pua con trd 6 vé& 6 dau tién, nhan
giit Shift, Click vao 6 cubi cua ving.

Nhiéu 6 cach khoang Gitr phim Citrl, Click chon ting 6.

Nhiéu viing cach khoang | Giir phim Ctrl, Drag chon lan luot tirng ving.

Nguyén cot Click vao tén cot can chon.
Nguyén dong Click vao chi sé hang.
Click vao nut dau tién giao giira thanh chira tén cot va
Toan bo Sheet thanh chtra s6 cua hang; hoic nhan té hop phim Ctrl +
A.
D_Click vao 6 can chon (hoic dit tro vao 6, gb phim
Mot phan caa 6 F2), sau d6 chon giéng nhu chon van ban théng
thuong.

e X04& bé noi dung/ dinh dang 6 (Home\ Clear)
Chon vuing dix liéu can thao tac. Chon Iénh Home\ Clear. Chon thao tac x6a tat
ca/xoa dinh dang, ...

[CEJII! D “é‘_'l ;AutoSum' %? &a

Fill ~
Insert Delete Format [——, Sort & Find ©
v v v {2 Clear ~| Filter ~ Selec

Cells 2 Clear Al — Xoa tét cd
) \ %5 Clear Formats Xoa dinh dang
0 P | Clear Contents Xéa néi dung
. ‘ Clear Comments Xoa chit thich
‘ Clear Hyperlinks Xéa lién kétva dinh dang
[ &
ke

Hinh 2.7: X6a noi dung va dinh dang 6

e Sao chép dir liéu tir 6 nay sang 6 khac va dién dix liéu (Fill)
- Céch 1: Sir dung chire nang Copy va Paste dé sao chép dix liéu.
- Cé4ch 2: Ty dong dién dir liéu bang tinh ning AutoFill:

Khi Drag tai Fill handle xubng phia dugi hoic sang phai, AutoFill s& tao
ra ddy céc gia tri ting 1én dua theo mau trong ddy 6 da duoc chon. Khi ta Drag
tai Fill handle Ién phia trén hoac sang trai, AutoFill sé tao ra day cac gia tri
giam dan ciing dya trén mau do.

e Dichuyén dir liéu
- Céch 1: Sir dung chire niang Cut va Paste dé di chuyén dir liéu.
- Céch 2: Chon ving dit liéu can di chuyén. Tro chudt vao bién caa vang duoc
chon, drag dén vi tri méi.
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b. Thao tac trén cgt va hang
e  Thém hang (Row)

- Chon céc hang ma tai d6 mudn chén thém hang méi vao.

- Chon thé Home\Insert\Insert Sheet Rows hoac R_Click, chon Insert.

i =

v -

€«<—>1

-

gm Insert Cells...
=2

&=

2

Insert Sheet Rows

1 Insert Sheet

Insert Sheet Columns

Hinh 2.8: Thém hang/cgt/6/sheet

e Thém cét (Column)

- Chon céc cot ma tai @6 mudn chén thém cot méi vao.
- Chon thé Home\Insert\Insert Sheet Columns (Hinh 2.8) hoac R_Click, chon

Insert.
e Thém 06 mai

- Chon cac 6 hoic dua con tro dén 6 ma tai 6 mudn chén céc 6 tréng vao.
- Chon Iénh Home \ Insert \ Insert Cells.

hop thoai sau.

..; hodc R_Click, chon Insert..., xuat hién

1. Chén 1 6 hodc nhiéu 6, dit liéu cua
0 hién hanh bi day sang phai.

2. Cheén 1 6 hodc nhiéu 6, dit liéu cua
0 hién hanh bi day xuong dudi.

3. Chén hang.
4. Chén cot.

F M S

e Xoba hang/cot
- Chon cé4c hang/cot can xoa.

- Chon lénh Home\ Delete\ chon Delete Sheet Rows hoac Delete
Columnshoac R_Click \ chon Delete ..

% j‘;j > AutoSum

Fill =

3 & Clear~

Delete Format

Delete Cells...

X % B

Delete Sheet

Delete Sheet Rows

Delete Sheet Columns

[ (_) Entire row
e () Entire column

oK |

Cancel

Hinh 2.9: Thém 6 mdai

Hinh 2.10: Xda hang/cot/d/sheet
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e Xobao:
- Chon céc 6 can xda.
- Chon lénh Home\ Delete\ Delete Cells...; hoic R_Click Ién khdi 6 da chon,
chon 1énh Delete... Hop thoai xuat hién.

1. Xoa 1 0 hoac nhiéu o6, dit liéu cua 6 bén
phai dugc day qua 6 hién hanh. S
. 1 — 1 @ishift cells jeft]

2. Xoa 1 6 hodc nhiéu 6. dit liéu ciia 0 bén 2 — Shift cells up
dudi durege day 1én © hién hanh. 33— Entire row

P 4 — Entire column
3. Xoahang.
4 XDE’l Cét QK . Cancel

Hinh 2.11. X6a 6
o Thay d6i d réng cia cot va chiéu cao cia hang
> Sirdung chudt dé thay doi
- Dat con tro chudt ngay canh caa cot/hang can thay doi.
- Drag sang trai hoic sang phai dé thay doi d6 rong caa cot; Drag 1én trén
hoac xuong dudi d¢ thay doi chiéu cao cua hang.
> Sizdung menu Format dé thay doi
- Chon céc cot/hang can thay ddi kich thudc.
- Vao menu Home\Format.
+ Chon Row Height dé thay doi chiéu cao cua hang (hoic chon Column
Width dé thay doi d6 rong cua cot).
+ Chon AutoFit Row Height/AutoFit Column Width d¢ tu dong dic¢u chinh
kich thudc hang/cot cho vira véi dir liéu.

;’;—:— ﬁ AutoSum - %‘Y
Fill =
Format ; Sort &
- & Clear - Filter ~
Cell 5ize

IE Row Height...
AutoFit Row Height

Tl Column Width...

AutoFit Column Width
Default Width...

Hinh 2.12: Piéu chinh dé réng
e An/hién cot/hang/Sheet
- Chon mét hoac nhiéu cot/hang/Sheet muén cho an/hién.
- Chon thé Home\ Format\ Hide&Unhide hoac R_Click 1én cac cot/ hang/ Sheet
da chon, chon Iénh Hide/Unhide (an/ hién) cot/hang/Sheet.
Ghi cha: C6 thé an/hién cot/hang bang cach cho do rong cua cot/hang bang 0/
khac 0.
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c. Pong bang tiéu dé cét/hang

Excel hd trg chirc ning dong bang tiéu dé cot/hang khi cuon bang tinh, nham tao
diéu kién d& dang khi lam viéc voi cac bang tinh 16n.

Cach thyc hién:

- Chon 6 & ngay bén phai cac cot, ngay bén dudi cac hang mudn déng bing.

- Chon Iénh View\ Freeze Panes\ Freeze Panes.

L_:] = split L1 View Side by Side cCEl
I'tll:iﬂI nchrong ."-' crothing
Freeze _ _ Switch
Panes = Unhids 1= Reset Window Fosition windowe
Freeze Panes l

: r] Keep rows and columns visible while the rest of
' the worksheet scrolls (based on -:I.::rent';-clc-:tmn\
. FreezeTopRow 2 Pong bing tiéu dé cot/ hang
Luj Keep the top row visible while screlling through "“'-.. Déng b:‘mg tiéu dé hang dﬁ.ll tién
the rest of the worksheet. D¢ bi ., d; - d; o
Freeze First Column 3 «——— Dong bang tien de cot dan tien

E +—+- 1 Keep the first column visible while scrolling
- through the rest of the worksheet.

Hinh 2.13: Béng bdng tiéu dé cét/hang
Cha y: Dé g bo dong bang bang cach chon lénh View\ Unfreeze Panes.

2.3. Quéan ly WorkBook va WorkSheet

Mot tap tin cia Excel dugc goi 1a mot Workbook, né dugc xem nhu la mot tai
liéu gdm nhiéu trang.

MBJi trang goi 1a mot WorkSheet (Sheet), s6 luong Sheet trong mot Workbook 1a
khong gidi han, nhung bi gidi han bdi b nhé kha dung (available memory) trong hé
théng. Cac Sheet duoc dit theo tén mic dinh 1a: Sheetl, Sheet2, ...

a. Cau trdc cia mat Sheet
- Mot Sheet dugc xem 1a mot bang tinh gdm nhiéu hang (row), nhiéu cot (column).
+ C6 t6i da 1a 1.048.576 hang, 16.384 cot (cot duogc danh sd tir A dén XFD).
+ O (cell) 1a giao ciia cot va hang, c6 1.048.576 x 16.384 = 17.179.869.184 6
trong mot Sheet.
+ MObi 6 c6 mdt dia chi, vi du: 6 C9 nghia 1a 6 & cot C va hang thu 9.
- Con tro 6: 1a mét khung sdm mau, 6 chira con tro 6 dugc goi 1a 6 hién hanh.
Dé di chuyén dén mot 6 trong bang tinh ta st dung chudt Click vao 6 can chon
hoic str dung cac miii tén trén ban phim: 1én, xudng 1 hang; qua trai, phai 1 6.
 PageUp: Lén 1 trang man hinh.
« PageDown: Xudng 1 trang man hinh.
« Alt + PageUp: Sang trai 1 trang man hinh.
« Alt + PageDown: Sang phai 1 trang man hinh.
« Ctrl + Home: V& 6 AL
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Sir dung thanh cuén ngang/ding: cho hién thi viing chira 6 can chuyén dén, xong
click chuot vao 6.

Vung: gdm nhiéu 6 lién tiép nhau theo dang hinh chit nhat, méi viing c6 mét dia
chi duoc goi 1a dia chi vang. Vi du: C5:F10 1a mot ving chit nhat dinh vi bang 6
dau tién 12 C5 va 6 cudi la F10.

Gridline: Trong bang tinh c6 cac dudng ludi (Gridline) dung dé phan cach gita
cac 6. Mic dinh thi cac duong lugi ndy sé& khong dugc in ra. Mudn bat/ tit
Gridline, chon Iénh View\ [ cridines dé bat/ tit duong ludi.

M@t sé thao tac trén Sheet
Chon Sheet lam viéc: click vao tén Sheet hoic nhin Ctrl+Page Up/Ctrl+Page
Down dé di chuyén giira cac Sheet.
Poi tén Sheet:
+ Céch 1: D_Click ngay tén Sheet can ddi tén, nhap t&n méi, g Enter.
+ Céch 2: R_Click Ién tén Sheet can doi tén, chon Rename, nhap t&n méi, go
Enter.
+ Céch 3: Chon Sheet can doi tén, chon lénh Home\ Format\ Rename Sheet,
nhap tén méi, go Enter.
Chén thém m¢t Sheet mai:
+ Céch 1: Click nat New Sheet

/ New sheet

Sheetl 72

Hinh 2.14. Thém sheet mai

+ Céch 2: R_Click Ién vi tri mudn chén Sheet méi, chon Insert\ Worksheet\
oK.
+ Céach 3: Chon vi tri mudn chén Sheet méi, chon 1énh Home\ Insert\ Insert
Sheet.
X6a mgt Sheet: Chon Sheet can xda, chon 1énh Home\ Delete\ Delete Sheet hoic
R_Click 1én Sheet mudn xda, chon Delete.
Di chuyén Sheet:
+ Céch 1: Drag tén Sheet dén vi tri méi.
+ Céach 2: R_Click Ién tén Sheet mudn di chuyén, chon Move or Copy.
+ Céch 3: Click chon Sheet muén di chuyén, chon 1énh Home\ Format\ Move
or Copy Sheet.
T6 mau tén Sheet: ding dé danh dau cac Sheet quan trong hoic cac Sheet can chi

y
+ Cach 1: R_Click Ién tén Sheet, chon Tab Color.

+ Céch 2: Chon Sheet mudn t6 mau tén Sheet, chon Iénh Home \ Format \ Tab
Color.
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2.4. Pinh dang va in 4n bang tinh
2.4.1. Pinh dang bang tinh
a. Pinh dang hién th;i dé ligu

- Chon vuing dit liéu can dinh dang.

- Chon menu Home\ Format\ Format Cells...\ Number hoac click miii tén bén phai

nhoém Home\ Number dé hién thi hop thoai Format Cells.

Format Ceils * I
fl = o
Chon loai e :
dit liéu & Fosran
khung A — = om
Category 22”‘: e
home ANM/PAM nel("
Hinh 2.15: Binh dang dir liéu
- Chon quy dinh cach hién thi di liéu:
Loai dir ligu Cong dung Vi du
Dinh dang dit lidu s6 mac dinh, canh phai, giit nguyén | 15.75
General A AR
dang ban dau khi nhap vao. 15234
binh dang dir liéu so, ma dinh dang géom dau phan 3.14159
Number cach hang ngan, sé chir sb thap phan va cach hién thi 1'234 .
c4c s6 am (1,234.57)
Dinh dang tién té, ma dinh dang gom ky hiéu tién té | $15.25
Currency Y S S N S O
khac, so chir so thap phan va cach hién thi cac so &m. | VND 500
Dinh dang tién té, dic biét duoc thiét ké dé canh di $75.50
Accounting | liéu theo ky hiéu tién té. (Ky hiéu tién té xuét hién doc - 5'0
theo canh tréi cua céc 0). '
Date Dinh dang ngay thang niam, ma dinh dang gdm mot sé | 09/12/2003
mau dinh san. Sep-12-03
Time Dinh dang thoi gian gio phat gidy, ma dinh dang gom | 2:30 PM
maot s6 mau dinh san. 14:30:20
binh dang ty I¢ %, cac gia tri trong cac 6 da chon 184%
Percentage | duoc nhan véi 100 va két qua hién thi véi biéu tuong 20 1520¢
%, ma dinh dang gdm sé chit s thap phan e
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Loai dir liéu Cong dung Vidu
Fraction Dinh dang phan sb. 1/5
L Dinh dang sé khoa hoc, sir dung ky hiéu mii cho cac | 1.25E+3
Scientific IO Y
SO €O qua nhiéu chir so. 2.0E-2
Text binh dang van ban (dit liéu s€ duoc canh trai trong 6). | 0123
. Bo cac dang hitu ich, bao gém: Zip Code, Phone|9810-123
Special
Number ... 12-34-56
binh dang riéng, cho phép ngudi st dung go vao cac | INV-0075
Custom e i A A
ma dinh dang riéng theo yéu cau. 25/12/2003

Ta c6 thé dinh dang nhanh céch hién thi dit liéu bang céch st dung cac n(t trén

nhém Home\ Number.

General g - I. Bnl dang .kfe":u !Fe":rr_ ie
2. Bink dang kidu pldn trdam
T - 05 » 5500 3. Binh dang 56 cé dau phén edch hang ngdn
i 2 3 4 5 4. Tang mat si Ie thap phidn

Mumber

5. Gidm mot so Ie thdp phdn
&, Bink dang fién thi div licu

Hinh 2.16: Binh dang hién thj sé

b. Binh dang ky tw

Chon thé Home\Format\Format Cells\ chon I6p Font: Font (kiéu chit), Font Style

(loai nghiéng, dam, gach dudi ...), Size (kich c& chit), va Effects (hiéu (ng).

c. Canh lé di ligu trong 6

- Chon ving dit liéu can dinh dang.

- Chon thé Home\ Format\ Format Cells...\ Chon I6p Alignment, xuat hién hop

thoai:
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Pt .‘)4774‘-7
| Number | Alignment | Font | Border Fill

Protection |

Text alignment QOrientation

Horizontak:

* .
| General | Vl Indent

Vertical: ‘0 "5',
Just|fy d;stributed
Text control
|:] Wrap text
[] shrink to fit
D Merge cells
Right-to-left
;[ext direction:

| Context 2

Hinh 2.17: Binh dang phan bé diz liéu trong 6
+ Horizontal: phan bé ngang
+ Vertical: phan bé doc
+ Text control: diéu chinh dit liéu
= Wrap text: nam chung trong 0.
= Shrink to fit: canh vira voi 6.
+ Orientation: Chon huéng thé hién dit liéu

Ngoai ra, ¢ thé str dung Iénh Home\ Alignment dé dinh dang nhanh phan bé di
liéu trong 6.

A1l 23 C D A. Phin bé doc:
=== e~ E# Wrap Text 1. Canh lé trén;
2. Canh gifta;
= = = £ 3= Merge & Center\ 3. Canh 16 dudi
B4 5 6 E

B. Phdn bé ngang:
4. Canh 16 trdi:
5. Canh Ié gita
6. Canh Ié phdi;
C. Orientation
D. Wrap text;
E. Ghép cdc 6 va canh gitra dit liéu ving
durge chon

Alignment =

Hinh 2.18: Dinh dang phan bé diz liéu
d. Ké khung va td mau nén cho bang tinh
- Ké¢ khung: chon 1énh Home\ Format\ Format Cells\ Chon l6p Border.
- T mau nén: chon Iénh Home\ Format\ Format Cells\ Chon Iép Fill.
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e. Sao chép dinh dgng bang nat Format Painter

Doi khi ta can sao chép dinh dang tir mot & ndy sang cac 6 khac ma khdng sao
chép dix liéu trong 6. Vi du nhu can sao chép Font chir, Size chix, kiéu chix (Bold,
Italic), dudng vién, mau nén, ...

Cach thuc hién:

- Chon 6 c6 dinh dang can sao chép.

- Click vao nit =¥ Format Painter,

- Chon cac 6 ma ta mudn sao chép dinh dang.

2.4.2. Pinh dang trang in (Page Setup)

Lénh Page Layout\ Page Setup cho phép ta dat huéng trang (Orientation), chon
kho gidy in (Paper size), dit do rong cua cac 1& (Margins), tao tiéu d& va ha muyc
(Header/ Footer), chon vung dix liéu in (Print Area), ...

o Lop Page:
- Orientation: Chon hudng giay in.
- Scaling: chon ty I¢ in.
- Paper size: chon kho gidy.
- Print quality: chon chat luong in.
- First page number: chon s6 bit dau caa trang dau tién.
e Lép Margins: dit do rong cua céc Ié
e Lép Header/ Footer: tao tidu dé dau/tiéu dé cudi, danh so trang, ...
e Lop Sheet: chon vung dir liéu in, dat tuy chon khi in, thir tu in, ...

Page Setup 2 “‘

Header/Footer 7 Sheet |

|.Page 1| Margins |

Orientation
. ) Portrait - (® Landscape

Scaling

@ Adjustto: |100 |-3|% normal size

) Fit to: 1 2] page(s) wide by |1 F tan
Paper size: | A4 ' Q
Print guality: | fAV

First page number: {Aﬁfo [

Print.. | | PrintPreview | | Options... |

Hinh 2.19: Bdt huéng trang, chon kho gidy in
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2.4.3. Xem trwoc (Print Preview) va in (Print) bang tinh
Chon Iénh File\ Print hodc nhan t6 hop phim Ctrl + P.

2.5. Str dung ham trong Excel
2.5.1. Khai niém ham
Ham 1a mot cdng thire dinh trude c6 thé tu dong tinh todn két qua, ta co thé sir
dung ham c6 san trong Excel hozc tu tao nhitng ham mai.
Dang thurc caa ham:
= Tén_ham (tham sé)
Giai thich:
- Ddu “=": Yéu cau Excel hién thi két qua (néu khong c6 dau = Excel s& khdng
tinh toan va 6 s& hién thi céng thirc nhu vin ban)
- Ddu ngodc: T4t ca cac tham sé déu phai dit trong mot cap dau ngoic ()
- Tham sé (Argument): V&i cac ham khac nhau yéu cau vé thong tin cho ham Ia
khac nhau, c6 nhiéu cach dé cung cap di liéu cho mot tham so tham sé c6 thé 1a:
+ Hang (néu 1a hang van ban thi phai dat trong cap dau nhay kop « ).
+ Cong thirc, biéu thire, ham.
+ Tham chiéu t&i 6, cong thuc (nhap dit liéu thong qua dia chi 0).
+ CO6 ham khdng c6 tham sb: TODAY(), nhung van phai dat trong cap dau
Ngoac.
MJdi tham s6 cach nhau boi dau phay (, hoic ;).
Khi str dung cac ham 16ng nhau véi cac ham 16ng ta khong sir dung dau bang (=)
phia trudc.
2.5.2. Céc loai ham
Cac ham trong Excel dugc phén thanh tirng nhom sau:
- Ham tai chinh (Finnacial): Tinh toan tién Ii, tién dau tu va cac dang thong
tin khac vé tai chinh.
- Ngay thang, thoi gian (Date & Time): Cho céc ham tinh toan vé ngay, gio.
- Toan hoc va Luong giac (Math & Trig): Cung cap cac ham toan hoc va ky
thuat co ban (tinh cos, sin, lam tron,...).
- Théng ké (Statistical): Cac ham diing trong thong ké
- Tim kiém va tham chiéu (Look up & Reference)
- Co so dir ligu (Database)
- Vian ban (Text): Cac hamveé xir Iy van ban.
- Luan ly (Logical): Ham tra ra két qua dua trén nhimng diéu kién.
- Théng tin (Information): Tra ra nhiing théng tin chung vé bang tinh: dinh
dang hay noi dung cua mét 6
2.5.3. Cach str dung ham
Néu cdng thtc bit dau 1a mot ham, thi phai c6 ddu = hoic + & phia truéc. Néu
ham 1a d6i s6 cua mot ham khéc thi khdng can nhap céac dau trén.
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Co0 2 cach nhdp ham
Céch 1: Nhap tryc tiép tir ban phim
- Dat tré chudt tai & mudn nhap ham. Nhap diu = (hoic dau +).
- Nhép tén ham cung cac ddi s6 theo dang ct phap. Go Enter dé két thic.

I |k 1T B ¥ 5
[ sUM || X« £ || AF{C2Z-0,50RT{C2),"Khéng thé |dy cdn bac hai")
E c | D | E F G H |
1 | | |
2 ] 9l=1F|C220,5QRT(C2),"Khéng thé I8y cin bac hai’)

3 . | IFllogical_test, [value if_trug], [value if false]) |
Hinh 2.20: Nhdp ham truc tiép

Céch 2: thdng qua hop thoai Insert Function
Dit con tro tai & mudn nhap ham va goi hop thoai Insert Function.

Chon nhom ham trong khung Select a category.

Chon ham can sir dung trong khung Select a function. Nhap OK dé chon
ham.

Tién hanh nhap cac d6i s6. Nhap OK dé két thuc.

IF

Logical_test |C2 =10 E = TRLE
value_if_true [SQRTCZ) | = 2.449489743
Yalue_if_False |"56 &rn khdng cd c3n bac hail” E = "5f &m khing cd can

= 2.449459743
Returns one value iF a condition vou specify evaluates to TRUE and another walue if it
evaluates to FALSE,
Yalue_if_False is the value that is returned iF Logical_test is FALSE. IF omitked, FALSE is
returned.

Formula result =2, 449489743 Ok | Cancel ‘

Hinh 2.21: Nhgp ham thong qua hgp thogi Insert Function

2.5.4. Cac ham co ban
2.5.4.1. Cac ham toan hec

Cu phap Y nghia va vi du

Tra vé gia tri tuyét ddi cua mot so.

ABS(number) ~ABS(12 - 20) = 8

Tra vé so nguyén 16n nhat khong vuot qua number.

INT(number
( ) =INT(5.6) =5 ; =INT(-5.6) = -6

Tra vé s6 du cua phép chia nguyén number cho divisor
MOD(number, divisor) (number, divisor la cac sé nguyén).
=MOD(5, 3) =2

Lam tron trén tgi mot s nguyén 1é gan nhat.

ODD(number) =0ODD(3.6) =5
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Cua phéap

Y nghia va vi du

POWER (number,exponential)

Tinh number liy thira exponential
= POWER(2,3) = 8

PRODUCT (numberl,number2,...)

Tinh tich cua céc gié tri trong danh sach tham sé.
=PRODUCT(2, -6, 3, 4) = -144

RAND()

Tra vé mot sé ngau nhién trong khoang tir 0 dén 1.
=RAND( ) = S6 ngau nhién

ROUND(number, num_digits)

Lam tron s6 number véi d6 chinh xac dén num_digits
chir sé thap phan (v6i qui wéc 0 12 1am tron téi hang don
vi, 1 12 lay 1 chir sb thap phan, -1 1a 1am tron t6i hang
chuc, ...).

=ROUND(5.136, 2) = 5.14;

=ROUND(145.136, -2) = 100

SQRT(number)

Tinh can bac 2 caa mot s6 duong number.
=SQRT(36) =6

SUM(numberl, number2, ...)

Tinh tong cua cac gia tri trong danh sach tham so.
=SUM(2, -6, 8, 4) = 8

SUMIF(range,criteria [,sum_range])

Tinh tong cac 6 thoa mén diéu kién.

range: ving ma diéu kién s& duoc so sanh.

criteria; chudi mé ta diéu kién. Vi du: "10", ">15", "<20"
sum_range: ving duoc tinh tong. Cac 6 trong ving nay
s& duoc tinh tong néu cac 6 twong wng trong viing range
thoa diéu kién. Néu khong cé sum_range thi viing range
s€ duoc tinh.

=SUMIF(C4:C12, “>=6", F4:F12);

—SUMIF(C4:C12, “>=6")

2.5.4.2. Cac ham thong ké va tim kiém

Cu phap

Y nghia va vi du

AVERAGE(numberl, number2, ...)

Tra vé gia tri trung binh cong cua cac so trong danh séch
tham sé.
=AVERAGE(Y, 2, 3,5) = 2.75

COLUMN(cell)

Tra vé so thtr tu cot cua 6 cell
=COLUMN(B5) = 2

COLUMNS(range)

Tra vé s6 cot trong range
=COLUMNS(A4:D4) =4

COUNT (valuel, value?, ...)

DPém s6 cac gia tri s6 trong danh sach tham so.
—~COUNT(2, “hai”, 4, -6) = 3
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Cua phéap

Y nghia va vi du

COUNTA(valuel, value2, ...)

DPém s6 6 khong rong trong danh sach tham so.
=COUNT(2, “hai”, 4, -6) = 4

COUNTBLANK(range)

DPém s6 cac 6 rong trong viing range.
=COUNTBLANK(B4:B12)

COUNTIF(range, criteria)

Dém cac 6 thoa mén diéu kién criteria trong viing range.
range: 12 ving ma diéu kién s& duogc so sanh.

criteria: 1a chudi mo ta diéu kién. Vi du: "10", ">15",
"<20".

=COUNTIF(B4:B12, “>=6")

MAX(numberl, number2, ...)

Tra vé gia tri lon nhat cua cac gia tri so trong danh sach
tham s6.
=MAX(L, 2,3,5) =5

MIN(numberl, number2, ...)

Tra vé gia tri nho nhat cua cac gia tri s6 trong danh sach
tham s.
=MIN(L, 2,3,5) = 1

RANK(number, ref [, order])

Tra vé thi hang caa number trong ref, voi order 1a cach
xép hang. Néu order = 0 hodc duoc bo qua thi ref duoc
hiéu 1a cé thi tu giam.

Néu order <> 0 thi ref duoc hiéu 12 ¢ thu ty ting.
=RANK(F4,  $F$4:$F$12,  0);  =RANK(G4,
$G$4:$G$12, 1)

ROW(cell)

Tra vé s6 thir tw hang cua 6 cell
—ROW(B5) = 5

ROWS(range)

Tra vé s6 hang trong range
=ROWS(A4:D4) = 1

CHOOSE(Index_num,valuel,value2,...)

Ham Choose sir dung index num dé tra vé mét gia tri tir
danh sach céc di sb valuel, value2, ...
CHOOSE(2, “HocTinVanPhong.Net”,300,2014) =300

CHOOSE(3, “HocTinVanPhong.Net”,300,2014) =2014

2.5.4.3. Cac ham Logic

Cu phéap

Y nghia va vi du

AND(logicall, logical2, ...)

Tra vé gia tri TRUE néu tat ca cac diéu kién déu la TRUE.
=AND(3>2, 5<8, 9>-12) = TRUE

OR(logicall, logical2, ...)

Tra vé gia tri TRUE néu ¢ it nhat mot diéu kién 1a TRUE.
=OR(2>3, 12<8, 9>3) = TRUE

NOT (logical)

Lay phu dinh cua gia tri logical.
=NOT(2>3) = TRUE
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Cu phép Y nghia va vi du

Tra vé gia tri thir nhat value_if_true néu diéu kién logical_test
1a TRUE, nguoc lai s& tra vé gia trj thir hai value_if_false.
—IF(A1 >=5, “Dau”,"R6t”)

Néu gi4 tri tai A1 >=5 thi két qua cia ham 1a Pau. Nguoc lai
néu gia tri & & Al <5 thi két qua 1a Rét.

IF(logical_test, value_if true,
value_if false)

2.5.4.4. Cac ham xir ly chubi

Cu phap Y nghia va vi du

Chuyén chudi text thanh chir thuong.

LOWER(text
(tex) =LOWER(“Trung tam Flic”) = trung tam flic

Chuyén chudi text thanh chi in hoa.

UPPER(text
(text) =UPPER(“Trung tam Flic”) = TRUNG TAM FLIC

Poi cac ky tu dau ciia moi tir trong chudi text thanh chir in
PROPER(text) hoa, con lai déu la chit thuong.
=PROPER(“Trung tam FLIC”’) = Trung Tam Flic

Cit bo cac ky tu trong vo ich trong chudi text.

TRIM(text
(tex) =TRIM(*“ Trung tam )= Trung tam

Tra vé d6 dai cua chudi text (s6 ky tu trong chudi text).

LEN(text
(tex) =LEN(“Trung tam FLIC”) = 14

Tra vé num_char ky tu bén trai chudi text (Mic dinh 12 1)

LEFT (text[, num_chars])
=LEFT(“Trung tam FLIC”, 9) = Trung tam

Tra vé num_char ky tu bén phai chudi text (Mac dinh 1a 1)

RIGHT (text[, num_chars])
=RIGHT(“Trung tam FLIC”, 4) = FLIC

Tra vé chudi Ky tu c6 6 dai num_chars bat dau tir vi tri
MID(text, start_num, num_chars)| start_num cta chudi text.
=MID(“Trung tam FLIC”, 7, 3) = tam

Chuyén chudi c6 dang so thanh trj s6.

VALUE(text)

= VALUE("123") + 2 = 125

Tra vé vi tri xuat hién (néu c6) cua find_text trong

within_text (bat dau tim tir vi tri start_num).
FIND(find_text, within_text Néu khdng c6 start_num thi vi tri bt dau tim tir dau chudi.
[start_num]) Ham FIND phan biét chir in hoa va chir thuong.

Néu khong tim thay find_text thi s& tra vé 15i #VALUE!
=FIND(“Excel”, “Microsoft Excel”) = 11

Tuong ty nhu ham FIND nhung khong phan biét chir in
hoa hay thuong.

=SEARCH(“Excel”, “Microsoft Excel”) =11

SEARCH(find_text, within_text
[, start_num])
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