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Chuwong I: HE THONG CAC HAM EXCEL

Chuong nay trinh bay cdc kién thire vé cdc loai sé ké todn, ddc trung co ban ciia
tung logi 50, hé théng lai cdc kién thirc vé cdc ham excel co ban va thong dung dé van
dung tinh todn, xdy dung bang biéu, ldp va qudn 1y diF liéu bang excel.

I. SO KE TOAN CUA DOANH NGHIEP
1. Hinh thirc s6 ké toan

- S6 ké toan dung dé ghi chép, hé thdng va luu giit toan bd cac nghiép vu kinh té,
tai chinh da phat sinh theo ndi dung kinh té va theo trinh tu thdi gian ¢ lién quan dén
doanh nghiép. Mdi doanh nghiép chi c6 mot hé thdng s6 ké toan cho mét ky ké toan.

- Doanh nghiép duoc tu xay dung biéu mau so ké toan cho riéng minh tily theo dic
diém hoat dong va yéu cau quan 1y, nhung phai dam bao cung cap thong tin vé giao
dich kinh t& mot cach minh bach, day du, d& kiém tra, d& kiém soéat va d& ddi chiéu.

- Truong hop khong ty xay dung biéu mau so ké toan, doanh nghiép co thé ap
dung biéu mau s6 ké toan theo huéng dan tai phu luc s6 4 Thong tw 200/2014/TT-BTC
néu phu hop véi dic diém quan 1y va hoat dong kinh doanh cta minh.

- Ché d¢ ké toan ap dung theo Thong tu 200/2014/TT-BTC dugc gidi thiéu gdm 5
hinh thirc ghi s6 ké toan nhu sau:

e Hinh thirc ké toan Nhat ky chung

e Hinh thiic ké toan Nhat ky - S6 Cai

e Hinh thirc ké toan Chung tir ghi s6

e Hinh thirc ké toan Nhat ky - Chimg tir
e Hinh thirc ké toan trén may vi tinh.

- Trong mdi hinh thirc s6 ké toan c6 nhimg quy dinh cu thé vé sé luong, két cau,

mau s0, trinh tu, phuong phap ghi chép va mbi quan hé giita cac so ké toan.
2. Cic loai s6 ké toan theo miu hwéng din
- Mdi hé théng s6 ké toan c6 két cdu sd, cach ghi, s6 luong, trinh ty ghi vao cac s6
khac nhau va méi quan hé giita cic s6 ciing khac nhau.
- S6 ké toan bao gdm so ké toan tong hop va s ké toan chi tiét. Trong do:
S6 ké toan tong hop gém: SO Nhat ky, S6 Cai
e S6 Nhat ky dung dé ghi chép cac nghiép vu kinh té, tai chinh phat sinh trong
ting ky ké toan va trong mot nién do ké toan theo trinh tw thoi gian va quan hé doi
img cdc tai khoan ciia cac nghiép vu dé. S6 liéu ké toan trén s6 Nhat ky phan anh tong
s6 phat sinh bén Ng va bén C6 cla tat ca cac tai khoan ké toan si dung ¢ doanh
nghiép. S6 Nhat ky phai phan anh day du cac noi dung sau:
+ Ngay, thang ghi so;
+ 86 hiéu va ngay, thang ciia chimg tir ké toan dung 1am can cir ghi s6;
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+ Tém tat ndi dung ctia nghiép vu kinh té, tai chinh phaét sinh;
+ 86 tién cua nghiép vu kinh té, tai chinh phat sinh.

e SO Cai dung dé ghi chép cac nghiép vu kinh té, tai chinh phét sinh trong timg
ky va trong mot nién do ké toan theo cdc tai khodan ké toan dwoc quy dinh trong ché do
tai khodn ké todn dp dung cho doanh nghiép. S6 liéu ké toan trén SO Cai phan anh
tong hop tinh hinh tai san, ngudén von, tinh hinh va két qua hoat dong san xuat, kinh
doanh cta doanh nghiép. S6 Cai phai phan anh day du cac ndi dung sau:

+ Ngay, thang ghi so;

+ S hiéu va ngay, thang cua chimg tir ké toan dung 1am cin ctr ghi so;

+ Tém tat ndi dung ctia nghiép vu kinh té, tai chinh phaét sinh;

+ S6 tién ciia nghiép vu kinh té, tai chinh phat sinh ghi vao bén No hoic bén
Co cua tai khoan.

- S0 ké toan chi tiét dung dé ghi chép cac nghiép vu kinh té, tai chinh phat sinh
lién quan dén cdc doi twong ké todn can thiét phai theo doi chi tiét theo yéu cau qudn
ly. Cac s6 dugc mé dé theo ddi chi tiét cac déi tuong ké toan nhu tai san, nguén von,
cong no chua duge phan anh trén s6 ké toan tong hop. C6 thé phan ké toan chi tiét
theo timg nhom d6i tugng sau:

Ké toan tién mit, ngan hang Ké toan chi phi

Ké toan luong Ké toan cac khoan g trudc
Ké toan hang hoa Ké toan Tai san c¢6 dinh

Ké toan cong no Ké toan doanh thu

3. Trinh ty ghi s6 ké toin theo hinh thirc Nhat ky chung
- Nguyén tic, dic trung co ban cta hinh thirc ké toan Nhat ky chung 1a tat ca cac
nghiép vu kinh té, tai chinh phat sinh déu phai dugc ghi vao s6 Nhat ky, ma trong tim
1a s6 Nhat ky chung, theo trinh ty thoi gian phat sinh va theo noi dung kinh té (dinh
khoan ké toan) cua nghiép vu d6. Sau d6 13y sb liéu trén cac so Nhat ky dé ghi S6 Cai
theo tung nghiép vu phat sinh.
- Hé thdng s6 ké toan chu yéu gdm:
e S6 Nhat ky chung
e SO Nhat ky dic biét: Dung dé ghi chép cac loai nghiép vu phat sinh nhiéu 1an
trong ky va c6 dinh khoan twong tu nhau nhu Nhat ky mua hang, Nhat ky
ban hang, Nhat ky chi tién, Nhat ky thu tién.
e S6 Cii
e Céc s, thé ké toan chi tiét
- Uu diém:
e Maiu sb don gian, dé thyc hién, thuan tién cho viéc phan cong lao dong ké
toan.
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e Duoc dung phé bién, thuan tién cho viéc ung dung tin hoc va st dung may
vi tinh trong cong tac ké toan.
e (6 thé tién hanh kiém tra ddi chiéu & moi thoi diém trén s6 Nhat ky chung,
cung cap thong tin kip thoi.
- Nhuoc diém: Lugng ghi chép nhiéu.
4. Trinh ty ghi s6 ké toan theo hinh thirc Chirng tir ghi s6
- Hang ngay, cin ctr vao chung tir goc, 1ap dinh khoan cho nghiép vu kinh té phat
sinh. Noi dung dinh khoan duogc ghi vao Chung tir ghi s6 va danh s6 lai theo hé théng
s6 liéu cta doanh nghiép.
- Doi v6i cac chung tir gbe cliing loai phét sinh nhiéu 1an trong ky thi dugc tap hop
lai, 1ap mot dinh khoan tong hop cho cac chimg tir gdc d6 dé ghi trén Chimg tir ghi so.
- Tir nhitng Chiig tir ghi s6 phat sinh, sau d6 s& ghi vao S6 dang ky chiing tir ghi
s6 theo trinh tu thoi gian (con goi 1a ghi nhat ky cho Chimg tir ghi s6). Phan anh cac
dinh khoan trong Ching tir ghi s6 vao S6 Ci (theo timg ndi dung kinh té)
- Hé théng s6 ké toan chu yéu gém: Chimng tir ghi s6, S6 ding ky chung tir ghi sd,
S0 Cai, c4c loai s chi tiét.
- Uu diém: MAu s6 don gian, dé ghi chép, thuan tién cho viéc phan cong lao dong
ké toan.
- Nhuoc diém:
e S lugng ghi chép nhiéu, thuong xuyén xay ra hién tuong tring lap.
e Viéc kiém tra d6i chiéu sd lidu thuong dugc thyc hién vao cudi thang, vi vay
cung cap thong tin thuong cham
5. Trinh tu ghi s6 theo hinh thirc Nhat ky - S6 Cai
- St dung mot SO ké toan tong hop duy nhat dé ghi cac nghiép vu kinh té theo
trinh tu thoi gian (Nhat ky), két hop ghi theo cot ndi dung kinh té (S6 Cai)
- Hé thong s6 ké toan chu yéu: s6 Nhat ky - S6 Cai, cac s6 ké toan chi tiét.
- Uu diém:
e SO luong sb it, mau s6 don gian d& ghi chép.
e Viéc kiém tra ddi chiéu s6 lidu co thé thuc hién thuong xuyén trén sé tong
hop Nhat ky — S6 Cai
- Nhuoc diém:
e Kho thuc hién viéc phan cong lao dong ké toan (chi c6 duy nhat mot S6
tong hop — Nhat ky S6 Cai)
e Kho thyc hién dbi voi doanh nghiép c6 quy moé vira va 16n, phat sinh nhiéu
tai khoan.
6. Trinh tu ghi s6 theo hinh thirc Nhat ky - Chirng tir
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- Hang ngay, phén loai chimg tir goc, tap hop va hé théng hod cac nghiép vu kinh
té phat sinh theo bén C6 cua cac tai khoan va ghi vao S6 Nhat ky ching tir theo thoi
gian.

- Cubi ky, sb tong cong trén Nhat ky Chung tir chinh 13 dinh khoan tong hop ghi
C6 mot tai khoan, ghi No nhiéu tai khoan. Can cr vao dinh khoan tong hop nay dé
chuyén vao S6 Cai cac tai khoan cé lién quan.

- Hé théng s6 ké toan chu yéu: Nhat ky ching tir, bang ké, S6 Cai, cac so chi tiét.

- Uu diém: Giam nhe khoi lugng ghi s6 ké toan. Viéc kiém tra ddi chiéu duoc
thuc hién thuong xuyén. Cung cip thong tin kip thoi

- Nhuogc diém: Mau sb ké toan phirc tap. Yéu cau trinh d6 cao véi mdi ké toan
vién. Khong thuan tién cho viéc img dung tin hoc vao ghi sd ké toan

Nhu vy, tiy thudc vao quy mé va dic diém hoat dong san xut — kinh doanh ma
mdi doanh nghiép s& lira chon mét hinh thirc ghi s6 phu hop.

Theo dénh gia ciia nhimg ké toan vién thuc té va cac nha quan 1y thi hinh thirc
ghi s6 Nhat ky chung duogc lwa chon va sir dung hau hét trong cac doanh nghiép hién
nay.

Luu y: Khi da chon hinh thirc ké toan nao dé 4p dung trong doanh nghiép thi nhat
thiét phai tuan theo cic nguyén tic co ban ciia hinh thic ké toan do, khong dugc ap
dung chip va tuy tién giita cac hinh thic ké toan theo kiéu riéng cua doanh nghiép.

1. TONG QUAN VE EXCEL TRONG KE TOAN

Excel 1a mot phan mém bang tinh ciia Microsoft Office. Excel gitp luu trix, tinh
toan va xtr Iy cac sd lidu, 1ap cac bao biéu thdng ké, tong két va ty dong hoa céc tinh
toan.

Ung dung excel trong ké toan: La van dung phan mém Excel dé hd tro, thay thé
mot phﬁn cong viéc cia nguodi lam ké toan cho mot doanh nghiép hoac mot td chuc
kinh té trong xa hoi.

Ké toan Excel 1a cong cu khong thé thiéu ma bat ky mot ké toan vién nio ciing
phai thanh thao. C6 thé néi day la cong cu don gian nhung hitu hiéu nhat gitp ké toan
vién thyuc hién tdt vai trd cua minh mot cach nhanh chong.

Chinh vi 1y do nay ma hién nay, mic du cic phan mém ké toan kha phd bién
nhung Excel van 13 cong cu chu chét duge sir dung bdi cac doanh nghiép vira va nho,
tham chi 1a tai cac doanh nghiép 16n va co quan quéan ly nha nudc.

1. Thao tac co ban trong Excel
1.1. Khoi dong — Thoadt khoi Excel
- Khé1i dong Excel:

Céch 1: Double click vao biéu tugng Microsoft Excel trén méan hinh Desktop
Cach 2: Vao Start > Program - Microsoft Office > Microsoft Excel.
- Thoat khdi Excel:
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Cach 1: Nhan Alt + F4
Céch 2: Click Office Button (goc trai phia trén phan mém Excel) = Exit Excel
Céch 3: Nhin nut Close (goc phai phia trén ctra s Excel).
1.2.  Dinh dang théng sé
- Chon menu Start/ Setting/ Control Panel
- Chon tuy chon Regional settings/ Customize

+ Currency : Dinh dang tién té
+ Number: Dinh dang )
+ Time: Dinh dang thoi gian

+ Date: Dinh dang ngay thang

Customize Regional Options

Numbers | Curency || Time | Date |

Sample

Poszitive: | 123.456,789.00 MNegative: |-123.45E.739.00
D ecimal sumbol: [] e |
Mo, of digits after decimal: 2 -v-
Digit grouping symbol: v
Digit grouping: 123,456,789 b
Megative sign symbol: B
MHegative number farmat: -1.1 [
Dizplay leading zeros: 0.7 v
Lizt zeparator: bl
Feasurement system: LS. [ e |
Standard digits: 0123456739 v
Diigit =ubstitution: MNane V

L [H] J I Cancel J

Hinh 1.1. Cach dinh dang thoi gian, ngay, thang, s6 thap phan,...
1.3. Tao moi mot bang tinh
- Sau khi khéi dong Excel, man hinh Excel mac nhién xuat hién mot ctra s6 co
tén 1a Bookl. Tir day, ngudi dung co thé 1ap nén cac bang tinh va cac bao céo.
- Muén tao thém nhiéu bang tinh khac:
Cach 1: Click Office Button - New - Create
Cach 2: Nhan Ctrl + N
- Luu ¥y: Mot workbook c6 chira 255 sheet, do viy hdy chén thém nhiéu sheet
trong mot workbook dé tién quan 1y va tao bao cao. Chi nén tao mdi workbook khi can
thiét.
1.4. M¢ bdng tinh
- Cach 1: Click Office Button & Open = chon md nhiéu bang tinh ciing mot luc.
- Cach 2: Nhan Ctrl + O = chon mé nhiéu bang tinh cliing mot lic.
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1.5. Sao luu bang tinh
- Luu bang tinh chua c6 tén: Mac nhién workbook cé tén ban dau 1a Bookl. Dé
luu bang tinh véi tén maéi do nguoi dung dét, c6 2 cach sau:
Cach 1: Click Office Button - Save
Céach 2: Ctrl + S
Xuét hién bang Save As, chon 6 dia, thu muc chira bang tinh
Muc File Name: d4nh tén bang tinh can luu.
Click Save hoac Enter dé luu bang tinh.
- Luu bang tinh da c6 tén, vdi tén khac: Mubn luu tén khac hodc luu trén dia
khac, click Office Button = Save As.
1.6. Xuwrly cot, dong, sheet
- Chen hang, c0t, 6, sheet:

Cach 1: Home > Cell - Insert
—> Insert Sheet Rows: chén hang
Insert Sheet Columns: chén cot
Insert Cells: chén 6

Shift cells right:
Shift cells down:
Insert Sheets: chén bang tinh
Cach 2: Click chudt phai - Insert...
- X6a hang, cot, 0, sheet:

chén 6 bén phai
chen 6 phia dudi

Cach 1: Home > Cell = Delete
- Delete Sheet Rows: x6a hang
Delete Sheet Columns: x0a cot
Delete cells: x06a 0

Shift cells left:
Shift cells up:
Delete sheets:

x06a 0 bén trai
x0a 0 phia trén
x6a bang tinh

Cach 2: click chudt phai - Delete...
2. Cac ham thwong dung trong Excel
2.1. Khai niém Ham (Function)

Excel xdy dung mot tip hop cic chirc ning tinh todn sin, goi 1a ham. Ham
thuong dugc trang bi kém theo tham s6, tham s6 co thé 1a dir liéu hay toa do 0, khdi 6,
hay mot ham khéac. Thé manh ciia Excel trong viéc xir Iy tinh toan 1a nhd cac ham.

Dang tong quat cia Ham:

= Tén ham (tham s6 1, tham s6 2, ...)

Céc tham sd trong ham cach nhau bai dau phay (,) hodc diu chim phay (;)

2.2. Pia chi tuyét doi, dia chi twong déi
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- Pia chi tvong dbi: La dja chi ma khi sao chép cong thirc dén noi khéc, dia chi
d6 s& bi thay doi.

A B C D
1 S6 lugng | Dongia | Thanh tién
2 2 5.000 =A2*B2 | O cong thirc
3 10 2.000 =A3*B3 | O sao chép
4 22 3.000 =A4*B4 | O sao chép

Hinh 1.2. Pia chi twong ddi
- Dia chi tuyét dbi: hay con goi la dia chi c¢d dinh, 1a dia chi ma khi sao chép cong
thire dén noi khéc, dia chi d6 s& khong thay doi.

A B C D
1 50 ngay lam et Tidn com/ ngdy | 20.000
viéc/thang com/thang
20 =A2*$DS$1 O cong thirc
3 18 =A3*$D$1 O sao chép
22 =A4*$DS$1 O sao chép

Hinh 1.3. Pia chi tuyét d6i
- Nhu vay, khi sao chép cong thitc cho cac 6 phia dudi con lai, dia chi D1 van
khong thay ddi, dé tao dia chi ¢d dinh nhu trén, sau khi chon 6 ¢b dinh, nhan phim F4,
lac nay xuat hién ky tu $ trudce tén hang va cot, sau d6 méi sao chép cong thirc.
D1:  dia chi twong dbi
$D$1: dia chi tuyét dbi, cd dinh 6
$D1:  c¢6 dinh cot
D$1: c¢b dinh dong
2.3. Dt tén khoi
- Quét khéi can dat tén.
- Cach 1: Nhap vao Name box trén goc trai thanh cong thirc. Sau d6 Enter
Cach 2: Click chudt phai - Name a range...
Cach 3: Chon Formulas - Name manager (hoac Define name) - New name.
-Luuy:
Pit tén khbi/bang: khong bo dau
Tén khdi/bang khong c6 khoang trang, khong c6 ky tu dic biét nhu +, -, *, /...
Cho phép dung dau nbi.
Vi du: Bang_gia (Luu y: ddu ndi/dau gach duéi, khong phai dau trir)
2.4. Cac ham co bdn trong Excel
2.4.1. Nhom ham logic
a/ Ham IF:
= IF(Logic_test,value _if true,value_if false)
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Ham IF c6 thé 1ong nhau dén 7 cap.
Cho ra gia tri Value if true néu logic test 13 true (dung), va cho ra két qua
Value if false néu logic_test 1a false (sai)

Giai thich: Logic test: Biéu thirc didu kién.
Value if true: Gia tri néu dung
Value if false: Gia trj néu sai

Vi du 1: Yéu cau: Dung cong thirc dé xac dinh két qua hoc tcho 10 sinh vién nhu

sau:
D2 o fr
A B C D
1 Bl piém sé Tinh trang
2 1 An 8
3 2 Binh 6
4 3 Chi 7
5 4 Duong 5
6 5 Birc 4
7 6 Phong 7
8 7 Huy 10
9 8 Linh 9
10 9 Khanh 5
11 10 Manh 5
12
13 Piém sb tir 7 tr& 1én: Dat
14 Piém sd thap hon 7: Khéng Dat
15

Hinh 1.4. Vidu 1 - ham IF

Huéng dan cach thyc hién:
Tai 6 D2, dung cong thuc: =IF(C2>=7,"Dat","Khong Dat")
Giai thich:
- C2>=7: La diéu kién dit ra, can kiém tra xem 6 C2 (diém sd) c6 16n hon hoic
bang 7 hay khong
- "Pat": Két qua tra vé khi 6 C2 16n hon hoic bang 7
- "Khong Dat": Két qua tra vé khi 6 C2 nhé hon 7
Luu y: Khi két qua tra vé 1a dang chit, can dé trong ddu ngodc kép (") nhu trong
cong thuc & trén.
Vi du 2: Hiy lap cong thirc cho cot Phu cép, biét rang phu cp duoc tinh theo
nguyén tac sau:

+ Néu 1a TP (Trudng phong) thi phu cép = 40% luong

+ Néu 1a PP (Pho phong) thi phu cdp=35% luong, con lai 1a 30% lwong.
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A B ) D

1

2 Ho va tén Clhue vu Luong Fhu rfip
5 L& Anh NV 2,000,000

1 Mguyén Khanh Ngoc PP 4,000,000

5 Mguyén Quynh Hoa TP 5,500,000

6 Trin Pai Nghia NV 2,500,000

7 L& Hai Anh NV 1,500,000

5 Mguyén Hii Ding NV 2,000,000

Hinh 1.5. Vidu 2 - ham IF

Huéng dan cach thyc hién
Budc 1:
Tai 6 D3, dat cong thurc:

=if(B3="TP”,40%*C3,if(B3="PP”,35%*C3,30%*C3))
Budc 2: Sao chép cong thirc xudng cac 6 con lai.

b/ Ham AND:

= AND(logicl,logic2...)

Giai thich: And: Va.
Logicl: Dbi s6 1
Logic2: Dbi s6 2

Chap nhan téi da 256 d6i sé phai 1a cac gia tri logic hay cic mang hodc tham

chi€u chtra cac gia tri logic.

Cho ra gia tri dung khi tat ca cac biéu thic diéu kién logicl, logic2...déu la ding

va cho ra gia tri sai khi it nhat c6 mdt bi€u thuc diéu kién 1a sai.

qua.

Néu ddi sé tham chiéu 1a gia tri text hodc Null (rdng) thi nhitng gia tri d6 bi bo

Néu ving tham chiéu khong chira gia tri logic thi ham tra vé 161 #VALUE!.

Vi du 1: Str dung ham AND dé biét cac cong thirc sau diing hay sai:

Yéu cau: Duyét tén va gidi tinh ctiia hoc vién xem ding hay sai.

Huéng dan cach thyc hién:
Dat cong thic & Cé6:

=AND(A6="Nguyén Vin Pat",B6="Nam")

Két qua: TRUE (Piing)
Dat cong thic ¢ C7:

= AND(A7="Nguyén Vin Dat",B7="Nam")

Két qua: FALSE (Sai)
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[ c7 -r £ . =AND{A7="Tran Van Dat",B87="nam")
A B c

1

2 HAM AND TRONG EXCEL

3

4

s Ho va Tén | Giéi tinh Két qua _

6 Nguyén Van Dat | Nam TRUE

7 Nguyén Thi Nga | Nir FALSE

s Trén Thi Huyén | N

9 Hoang Véan Thai . Nam

10 Tran Vin Nam . Nam

Hinh 1.6. Vidu 1 - ham AND
Vi du 2:
A B C D E F
. . Céng thirc 1: Céng thirc 2: Cong thirc 3:

1 Sanphim | Kho | Ba bin =A_\'D(A2="]gananas",B2>C2) =A_\'I}(Bzg>20, B2=C2) :A;?g;:':::z';su’
> |Bananas 30, 20 TRUE FALSE TRUE
3 |Oranges 40| 40 FALSE TRUE FALSE
4 |Bananas 200 20 FALSE FALSE FALSE
5 |Oranges 40 10 FALSE FALSE FALSE

Hinh 1.7. Vi du 2 — Ham AND

Cong thirc Dién giai
=AND(A2="Bananas”, B2>C2)  Tra vé két qua TRUE néu A2 chira “Bananas”
va B2 16n hon C2, FALSE néu khong thoa.
=AND(B2>20, B2=C2) Tra vé két qua TRUE néu B2 16n hon 20 va B2
bang C2, FALSE néu khong thoa.
=AND(A2="Bananas”, B2>=30, Tra vé két qua TRUE néu A2 chira “Bananas”,

B2>C2) B2 16n hon hodc bang 30, va B2 Ién hon C2,
FALSE néu khong thoa.
Bang 1.1. Hudong dan cach thuc hién vi du ham AND
¢/ Ham OR:
= OR(logicl,logic2...)
Giai thich: Or: Hoac
Logicl: Dbi s6 1
Logic2: Dbi s6 2

Cho ra céc gia tri ding khi c6 it nhat mot trong cac biéu thirc diéu kién logicl,
logic2...1a ding va cho gia tri sai khi tat ca cac biéu thirc diéu kién 1a sai.
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Vidu I:
A B C D E F
. 2 I Cong thirc 1: Cong thirc 2: Cong thirc 3:
Sinpham | Kho | Dabin| _ b 5 vBananas",A2="Oranges") | =OR(B2>=40, C2>=20) | —OR(B2="", C2="")
Bananas 30 10 TRUE FALSE FALSE
Oranges 20 TRUE TRUE TRUE
Cherries 20 FALSE FALSE TRUE
Oranges 30 10 TRUE FALSE FALSE
Cherries FALSE FALSE TRUE

Hinh 1.8. Vidu 1 —Ham OR

Cong thirc Dién giai
=0R(A2="Bananas”, Két qua tra vé 1a TRUE néu 6 A2 chira “Bananas” hodc
A2="0Oranges”) “Oranges”, FALSE néu khong dap ung dugc dicu kién

nao.

=0R(B2>=40, C2>=20) Két qua tra vé 1a TRUE néu B2 16n hon hodc bang 40
hodc C2 16n hon hoic bang 20, FALSE néu khéng dap
ung dugc diéu kién nao.

=OR(B2="", C2="") Két qua tra vé 1a TRUE néu mét trong hai 6 B2 hoic
C2 rong hodc ca hai 6 déu rdng, FALSE néu khong dap
ung dugc diéu kién nao.

Bang 1.2. Huéng dan cach thuc hién vi dy ham OR
Vi du 2:
Cho bang tinh sau, hiy lap cong thirc tinh khau hao cua timg tai san, biét rang;
- Néu nhém tai san khong phai 1a loai A hodc loai D thi Khéu hao = 10% gia tri
- Néu nhom tai san 12 loai A hodc loai D thi Khau hao = 20% gia tri.

A E i ]
1 BT trie’_‘udx’i‘mg
2 |Tén tai san | Nhom tai san| Giatri | Khau hao
3 Tolanh 01 Ay A0
4 Quat Nhat B 10
5 Diduhoa E 50
6 Ban ghé C 10
7 Tiwi D | 30
8 Th E [RE

Hinh 1.9. Vidu 2 — Ham OR
Hudéng dan cach thyc hién:
Budc 1: Tai 6 D3, dat cong thuc:
=if(or(B3="A",B3="D"),20%*C3,10%*C3)
Budc 2: Sao chép cong thirc xudng cac 6 con lai.
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2.4.2. Nhém ham thong ké
a/ Ham MAX:
= MAX(number1l,number2,...)
Tra vé gié tri 16n nhét trong danh sach cac d6i s numberl, number2. ..
b/ Ham MIN:
= MIN(numberl,number2,...)
Tra vé gia tri nho nhét trong danh sach cac d6i sé numberl, number2...
¢/ Ham SUM:
= SUM(number1,number?2,...)
Tra vé tong so tat ca cac ddi sb trong danh séch cac ddi s6 numberl, number?2. ..
d/ Ham SUMIF:
= SUMIF(Range,Criteria,Sum_range)
Cong cac 6 thoa man cac diéu kién
Giai thich: Range: Vung chira diéu kién.
Criterria: ~ Diéu kién (C6 thé 1a s6, chudi Text, biéu thirc)
SumRange: Vung dugc tinh tong.
Vi du 1: Cho bang sau, hoan thanh cac 6 con trong :
BANG LUONG THANG 1 NAM 2021

4 |BTT Ho va tén Clhnic vu Luong CB| Hésd |Luong chinh
5 1|L& Anh NV 2,000,000 2.8

B 2 | Neuyén Khanh Ngoc rr 4,000,000 4.1

7 3 Nguygn Quynh Hoa TP 5,500,000 4.2

8 4 |Trén Pai Nghia NV 2,500,000 2.1

9 5|Lé& Hai Anh NV 1,500,000 2.6

10 6| Nguyén Hai Ding MV 2,000,000 32

11 7 | Mguyén Anh Tufn €55) 7,000,000 5.5

12 8|Lé Trung Diing PGE 6,000,000 5.1

13 9|Lé Wi Ha ET 4. 500,000 4.0

14 10| Trén Phi Quy NV 3,000,000 37

15 Wire irong cao nhét
16 Mire hirong thip nhit
17 Tng cdng

Hinh 1.10. Vi du 1 —nhém Ham théng ké
Huéng dan cach thyc hién:
Luong chinh = Luong co ban * Hé s6
Mirc luong cao nhét : 13 gia tri luong chinh 16n nhat trong danh sach
Mirc luong thap nhat : 14 gi4 tri luong chinh 16n nhat trong danh sach
Tong cong : Tong s6 gi tri luong chinh ctia cac nhan vién.
Vi du 2: Tinh tong s6 lwong mat hang SA01 xuét ban trong ky?
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BAO CAO BAN HANG TRONG THANG 1 NAM 2021
Pon vi tinh: 1000 d

A B C D E
1 | Cira hang |Ma hang So lnong |Pon gia |Thinh tien
2 CHO1 SA01 10 100
3 CHO2 SA02 a &0
4 CHO3 SA02 21 TS
5 CHo4 SA03 12 7l
& CHO1 SA02 3 100
7 CHO35 5401 2 &0
8 CHO2 SA04 7 &0
9 CHO3 Sa01 14 TS
10| CHOL SA01 23 100
11| CHM SA03 11 7l

Hinh 1.11. Vi du 2 — nhém Ham théng ké
Huéng dan cach thyc hién:
- Tinh tong thanh tién ban hang trong ky
- Tong s6 lugng mit hang SA01 xuét ban trong ky:
Cach 1: =sumif(B$2$:B$118,"SA01",E$2$:ES115)
Cach 2: =sumif(B$2$:B$11$,B2, E$2$:ES119)
e/ Ham COUNT:
=COUNT (valuel,value2,...)
Pém cac 6 ¢o gia tri 1a s6 trong mot day/chudi cho sin
f/ Ham COUNTA:
=COUNTA(valuel,value2,...)
DPém cac 6 co gia tri 1a s6 va chit trong mot diy/chudi cho sin.
g/ Ham COUNTIF:
=COUNTIF(range,criteria)
Pém cac 6 thoa diéu kién cho trude.
Vi du 3: Cho day sau, 1ap cong thirc dé:
- Pém c6 bao nhiéu 6 co chira s6?
- Pém c6 bao nhiéu 6 c6 chira dit liéu?
- Pém c6 bao nhiéu 6 duoc danh diu “X*?

A B C D E F G

A X B X X 0 1

Bang 1.3. Diy dit liéu vi du 3 — Nhom ham thong ké
Huéng dan cach thyc hién:
DPém 6 chira s6: =count(A1:HI)
DPém 6 chira dir licu: =counta(A1:HI)
Pém 6 danh dau “X”: =countif(A1:H1)
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h/ Ham AVERAGE:
= AVERAGE (gia tri 1, gia tri 2, gia tri 3,... gia tri n hodc vung dir li¢u)
La ham tra vé trung binh cong cac tham s6 dua vao hodc ciia mot vung dir ligu
Vidu: =AVERAGE(7,8,9) => Két qua = 8
2.4.3. Nhém ham xir 1y chudi
a/ Ham LEFT:
=LEFT(text,num_chars)
Két qua tra vé s luong ky tu (num_chars) tinh tir bén trai cua chudi ky tu (Text).
Trong d6 s luong ky tu phai 13 sé nguyén (>= 0)
b/ Ham RIGHT:
=RIGHT (text,num_chars)
Két qua tra vé sb lugng ky ty (num_chars) tinh tir bén phai cua chudi ky tu
(Text). Trong d6 sb lugng ky tu phai 1a s6 nguyén (>= 0)
¢/ Ham MID:
=MID(text,start num,num_chars)
Két qua tra vé so lugng ky tuy (num chars) tinh tir vi tri bat dau can lay
(start_num) cua chudi ky tu (Text)
d/ Ham VALUE:
=VALUE(Text)
Doi kiéu ky tu Text thanh So.
Chu y: Trong excel, néu ky tu s6 két hop véi cac phép toan +, -, *, / thi Excel tu
dong d6i ky tu d6 thanh sb.
Vidu 1: =VALUE(“12”)=12 (s6 12)
= 12" * 2 =24 (s6 24)
Vi du 2: Str dung bang sb liéu & vi du 4.
Mubn 14y ra 2 ky ty chir cia ma hang “SA01” str dung cong thirc nao?
Huéng dan: dit cong thire =left(“SA01”,2)
Mudn lay ra 2 ky ty s6 cia ma hang “SA01” sir dung cong thic nao?
Hudng dan: dit cong thirc =right(“SA01”,2)
Mubn lay ra 1 ky tu chir “A” ctia mé hang “SA01” sir dung cong thirc nao?
Huéng dan: dit cong thirc =mid(“SA017,2,1)
2.4.4. Nhém ham tim kiém:
a/ Him VLOOKUP:
V 1a viét tat ciia Vertical c6 nghia 1a hang doc (thang dung). Lookup la tham
chiéu, tim kiém.
VLOOKUP nghia 13 tim kiém theo chiéu doc, theo cot
=Vlookup(lookup_value,table_array,col_index_num,range_lookup)
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Ham tim kiém 1 gid tri trong cot bén trai ctia Table-array va tra vé gia tri trén cot
thit col_index_num néu tim thiy hodc cho ra két qua “#N/4 ” néu khong tim thay.
Giai thich:
+ Lookup_value: La gia tri duoc tim kiém trong cot bén trai cua ving dir liéu
Table array.
+ Table_array: 1a ving/bang chira dir lidu dugc tim kiém cho trudc, hay con
goi 1 vung tham chiéu.
+ Col_index_num: 14 s6 thi tw clia cot trong table_array noi ham s& 1ay gia tri
tra vé.
+ Range lookup: 1a gié tri logic, xac dinh viéc tim kiém 1 gi tri 1a chinh xéc
(0) hay gan dung (1)
Chuy:
Ving tham chiéu: cot ddu tién cua tham chiéu phai bao phil vira da va toan bo
cac gia tri do tim. Ludn ludn phai dé & gia tri tuyét doi
Cot can lay dém xem né la cot thir bao nhiéu trong bang tham chiéu. Khi dém
phai dém tir trai qua phai
Vi du 1: Cho bang sau, hiy hoan tat thong tin con thiéu & bang chi tiét doanh thu.

|§_I] File Edit View Insert Format Tools Data  Window Help 2] Ble gdt yew Inset Fomst Tools Dsta Window Help

DEHRS SRAE RN-9- 8- [H0 DREZA ARG AR 90 |BO J;mm
E17 o % A B c D E
- 2 - = ’ BANG CHI TIET DOANH THU
13
i : > Tai x& Mi xe |Tén xe S8 Km |Thanh tién

H Bang A s | Trdn Nam |[VT 55
s Mixe |Ténxe Poadn gia s Mguyén A [ET 20
e VT Vina Taxi 6500( |5 H6Thanh |VT 1

. . 1.6 Khanh [MT 3.25
i7|ET Airport Taxi 6000| |°F S

— : 7 Trin Hung |ET 2

18 MT Mal LlIlh TaXl 5500 = D3 hdu VT 32

Hinh 1.12. Vi du 1 — Nhém ham tim kiém
Hudng dan cach thyc hién:
- Quét khdi Bang A, tir A15:C18, dit tén BANG A
- Tén xe: tai 6 C3: =vlookup(B3,BANG_A,2,0)
- Thanh tién = S6 km * Pon gia.
Dé tinh thanh tién, c6 2 cach:
Céach 1: Chén thém 1 cot don gia bén canh cot s6 km.
Tai 6 Don gia gd cong thic: =vlookup(B3,BANG_A,3,0)
C6 gia tri cot don gia, s& tinh dugc thanh tién.
Céch 2: Khong can chén thém cot, ngay tai 6 E3, gd cong thic tinh thanh tién:
=D3*vlookup(B3,BANG _A,3,0)
b/ Him HLOOKUP:
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=Hlookup(lookup value,table array,row_index num,range lookup)
Ham tim kiém 1 gi4 tri trong dong bén trai cua Table-array va tra vé gia tri trén
dong thtt Row _index_num néu tim thiy hodc #N/4 néu khong tim thay.
Giai thich:
+ Lookup_value: La gia tri dugc 1y dé tim kiém trén hang dau cta ving dir
li¢u Table array.
+ Table_array: 1 ving/bang chira dir liéu dugc tim kiém cho trudc
+ Row_index num: 13 s tht ty cia dong trong table array noi ham s& 13y gia

tri tra ve.
+ Range lookup: 14 gid tri logic xac dinh viéc tim kiém 1 gid tri 1a chinh xéac
(0) hay gan dung (1)
Vidu 2: Yéu cau: Xép loai sinh vién theo diém trung binh
D4 - fe || =HLOOKUP{C4,$B$11:5F512,2,1)
| A | B _ C D E _ F

1 i

2 | Bang1

3 TEN DIEMTB | XEP LOAI

4 An 5.6 Trung Binh

5 | Bao 7.3 Khd

6 | Chi 8.1 Kha

7 | Pan 9.5 Gidi

8 | Ha 6.9 Trung Binh

g i

10 |

11 | 0 5 7 3

12 | Yéu Trung Binh Kha Gidi

13

Hinh 1.13. Vi du 2 — Nhom ham tim kiém

Hudéng dan cach thyc hién:
Tai 6 D4, stt dung ham HLOOKUP nhu sau:
=HLOOKUP(C4,$B$11:$F$12,2,1)
Ham HLOOKUP s& do tim diém s & 6 C4 trong bang 2 tir trai qua phai. Khi tim thay
gia tri gan bang, s& tra vé két qua xép loai twong tmg ndm & hang 2.
II1. BAI TAP THU'C HANH
Bai 1: Hay lap ra Danh sach nhép vat tu thang 5/2021, vdi thong tin sau:

- Ngay 04/05/2021, nhap 10 xe dap Trung Qudc.

- Ngay 10/05/2021, nhap 20 chiéc xe dap Trung Qudc, 100 chai bia Ha Noi va 20
kg duong tring.

- Ngay 15/05/2021, nhap 64 chai bia Ha Noi va 35 kg duong trang.
Yéu cau: Tinh tong cong trong thang 5/2021 da nhap vt tu bao nhiéu?
Biét réng danh myc vat tu tai doanh nghi¢p TNHH TM DV Ky Nguyén m¢éi nhu sau:



Chuwong I: Hé thong cac ham Excel 17

Bl Fle Edt view Insert Format Took Data  window  Help

DEEHRS S G 9@ Z- @ [ vweTmes -5 - B I UEEE
E:\ﬁ i 5 c ] E F &

1 Danh myc vt tu

2

] Ma VT |Tén v{t tu | Pon vi tinh |Pon gia

4 MO01 |Xe dap TQ |Chiée 700,000

5 MO002 |Bia Ha N§i |Chai 6,000

5 MO03 |Pudng trdng Kg 7,000

7

8

g

10 Danh séch nhép vt to

12 Ngay (M4 VT |Tén vittw  |Pon vitinh |Pon gid |S6 lugng |Thanh tién

13

Hinh 1.14. Minh hoa danh muc vat tu trén excel
Bai 2: Ngay 1/7/2021, tai ctra hang s6 2 thuoc doanh nghiép TNHH Thai Duong, ké
toan tién hanh 1ap bang tinh lwong thang 6 cho nhan vién:

Yéu cau:

- Lap cong thirc dé xac dinh loai nhan vién, biét rang: néu ngay cong >25 hoic
gid cong >200, xép loai A, néu ngay cong = 25 va gid cong = 200, xép loai B, néu
khong thoa 2 diéu trén, xép loai C.

- Tinh lwong cin ban (LCB), biét lwong cin ban = (Téng quy luong cin
ban/Tong cong bac lwong) * Bac tuong tng * Hé sd lwong cin ban

- Thudng: néu 1a loai A, thuong 400.000 dong, néu 1a loai B, thudng 200.000
dong, loai C khong thudng.

- Phu cép gia canh (PCGC): néu 1a phai Nir (sd 0) va co gia canh tir 2 con thi
PCGC 14 200.000 dong, néu 1a phai Nit va ¢ gia canh 1 con thi PCGC 1a 100.000
ddng, ngoai ra khéng c6 phu cap (PCGC = 0).

- Luong linh = LCB + Thuong + PCGC.
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4 Téng qui Iwong cin bin: 150,000,000
5 Hé s& luong cin ban N 110
B Hé& s lwong ciin bin Nam 1.20
A .| Gia | Bie |Ngay| Gio . . - Luong
Tén [Phai| | - . Loai|LCB | Thudng PCGC .
. canh|luong | cong| cing Linh
8 Héng |0 3 310 |29 190
5 Hoa [0 2 %6 |27 216
10|Lan [0 0 285 |25 200
11 |Anh |1 1 333 |26 208
12 |V 1 2 410 |28 224
13 |Hidn |1 3 310 |23 184
14 |Thaiy [0 1 65 |25 198
15 |Quang (1 0 285 |30 240
16 |Khoa |1 1 290 |25 198
17 |Thinh |1 1 262 |29 232
18 Thay |1 1 400 |30 240

Hinh 1.15. Minh hoa bang tinh luong thang 6 trén excel

CAU HOI ON TAP
1. Néu y nghia, tac dung cia s6 ké toan?
2. Trinh bay céc hinh thirc s6 ké toan? Hay néu mot s6 wu va nhuge diém cua ting
hinh thtre s6 ké toan?
3. Néu vu diém va han ché cta khi st dung Excel cho ké toan doanh nghiép?
4. Tac dung cua ham Vlookup, ham IF 1a gi?
5. Néu su khac nhau gitra ham COUNT, COUNTA, COUNTIF?
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Chuwong IT: KE TOAN LUONG - LAP BANG LUONG VA
HACH TOAN LUONG THONG QUA MICROSOFT EXCEL

Chuong nay trinh bay hé théng lai kién thite hach todn ké todn tién lwong va cdc
khodn trich theo lwong, hiéu dwoc quy trinh ké todn tién lwong, dong thoi vin dung tot
cdc cong cu hé tro ciia phan mém Microsoft Excel dé thiét ké cdc bang biéu, tinh cdc
khodn phdi tra cho céng nhén vién, phuc vu tot cho cong tac qudn Iy lwong ciia doanh
nghiép, ldp dwoc ho so nhdn vién, danh sach tam vmg lwong va bang chdm cong trén
file Excel, hach todn cdc nghiép vu ké todn tién lwong va cdc khodn trich theo lwong.

I. KE TOAN TIEN LUONG

Lam bang luong va tinh luong trén excel 13 cong viéc di trd nén quen thudc déi véi
nhiing nhan vién ké toan, nhan sy. Theo quy dinh tai Thong tu 200/2014/TT-BTC, cac
doanh nghiép duoc tu thiét ké miu bang thanh toan tién lwong phu hop véi yéu cau
cua doanh nghiép.

Pé phan anh cac khoan phai tra cho céng nhan vién cua doanh nghiép nhu tién
luong, tién thudng, bao hiém x& hoi, bao hiém y té,...ké toan sir dung céc tai khoan
334, 333(5), 338, déng thoi, cac khodn phai trd nay cling dugc tinh nhu 1a mot phﬁn
chi phi (tai khoan 641, 642, 622) cua doanh nghiép trong hoat dong san xuét kinh
doanh.

Céc nghiép vu chinh ctia ké toan tién luong:

e Tinh tién luong, tién thuong, bao hiém xa hoi, bao hiém y té, bao hiém that
nghi€p phai trd cho cong nhan vién

e Khau trir tam tng luong

e Cac khoan phai thu khau trir vao luong

e Thué thu nhap c4 nhan phai ndp ngan sach nha nuédc.

Cong viéc ciia ké toan tién luong:

e Lap cac biéu mau, chimg tir lao dong tién luong theo quy dinh nhu: Bang
cham cong, Bang thanh toan tién luong, tién thuong, Bang thanh toan bao hiém xa hoi,
bao hiém y té, bao hiém that nghiép, Bio cdo thué thu nhap, Danh sach tam tung
luong...

e Cudi thang, dua trén két qua tong hop cia cac chimg tir lao dong tién luong,
dinh khoan nhiing nghiép vu ké toan luong phat sinh va ghi vao Nhat ky chung, S6
Cai, hodc Ching tir ghi sd,...tly theo hinh thirc s6 ké toan ma doanh nghiép ap dung.

Céac ham dung dé tinh luong trén Excel gdm nhitng ham sau:

Dé tra civu div liéu ciia nhén vién



