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TRUNG TAM TIN HOC SAO VIET

. LOI MO BAU
% Khong biét tao bao cdo nhanh, chuan, dung y sép
& Giai quyét cong viée qua lau véi cac cong viée lap di lap lai
+ S6 liéu 16n xon nén khong thé thong ké
= Bang tinh ning né vi qua nhiéu cong thirc
& SO liéu khong thé lién két giita cac bo phan, phong ban. ...
% Chua hicu rd ban chat ham nén khong hiéu tai sao két qua sai

& Khorg biét khi nao thi ding ham nio vao cong viéc dang gip phai

Than thao Excel de quan ly gidy to so sach thu chi, quan 1y ban hang kinh doanh, quan ly

] \\ har/su, tién lu’(mg, quan 1y kho hang, hang hoa, quan ly tai chinh, phan tich dong tién, tham
INni gia, a1 vay, cac hoat dong cua co quan doanh nghiép to chtrc hay cong viéc ca nhan déu
dY¢c dung bang excel

Al dén véi Tin Hoc Sao Viét, cac van dé nan giai trén sé dugc giai quyét mot cach bai ban,
nhanh chong va chuyén nghlep, dé ban tré thanh nhan vién xuat sac, mot chuyén gia trong
linh\Wrc thong ké, bao cao va phan tich.
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. LOI MO DAU
rung tam Tin Hoc Sao Viét tu hao 1a don vi hon 10 nam kinh nghiém trong linh vuc dao
hong k&, Bao cao va phan tich so li¢u. Chung t61 da dao tao cho hang tram Doanh nghiép, cho
ang ngan hoc vién la ngud1 di lam, dong tho1 chung td1 da cung cap dich vu viét phan mém,
file Excel theo yéu cau voi1 hang tram don hang tir cac loai hinh Doanh nghiép khac nhau...
gua do chiing t61 hiéu rat ro tam quan trong va loi ich ma bang tinh Excel mang lai.

TRUNG TAM TIN HOC SAO VIET

Trong qua trinh bién soan, khong thé tranh dugc mot so thicu sot, vi vay su dong gop y kién
cia Quy hgc vién cho Trung Tam s€ lam cho no1 dung tai ban lan sau dugc hoan thién hon.

Chan thanh cam on Quy hoc vién




CHUONG TRINH BAO TAO BANG TiNH EXCEL CO BAN 2

Bai 01
Thanh phan va Giao Dién Bang Tinh

Bai 06
Loc Va Sap Xép Dix Liéu

Bai 02 Bai 07
Cac Thao Tac Co Ban Vai Bang Tinh Tim Kiém Va Thay Thé
Bai 03 Bai 08

093.11.44.858

Kiéu Dtr Liéu Trong Excel Tinh Toan Va Céng Thire

Bai 09

M6t Sé Kién Thire Co ban vé Ham

Bai 04
K¢ Thuat Trinh Bang Tinh

Bai 05
Ky Nang In An Trong Excel

Bai 10
On tap Phan |




Ham Tinh Téng Va Ham Dém o
Ham Xu& Ly So
Bai 12 Bai 17
Ham Tim Gia Tri Nhé Nhat, Lén Nhat Ham Kiém Tra Thong Tin Va
Va Ham Tinh Gia Tri Trung Binh Ham X Ly S6 Loi
Bai 13 Bai 18

093.11.44.858

Ham tinh Téng phu SUBTOTAL Ham Tim Kiém (Do Tim)

Bai 19

Phép Kiém Tra Va Ham Diéu Kién

Bai 14
Ham X Ly Thei Gian

Bai 20
Bai Thi Téng K&t Cusi Khoa

Bai 15
Ham X Ly Chudi
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KHOI PONG CHUONG TRINH
O C1: Nhan t6 hop phim Windows + S hodc phim Windows > G& “Exce
O C2: Nhan t6 hop phim WINDOWS + R = G tir “Excel” vao muc Op
O C3: Tao méi tir chwong trinh hién tai hién tai: Nhan t6 hop phim Ctrl
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BAI 1. THANH PHAN VA TUY CHINH GIAD DIEN EXCEL

Menu

Fle WO Inset  Pagelayout  Formules  Data  Review  View Power Pivot

'Ef‘* %meTﬂt beneral

A EE BlMegedCenter - §-% 0 G0
Llipboarg P Font P Alignment P Number

Nhorm cing cu | Thshcingcu '
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BAI 1. THANH PHAN VA TUY CHINH GIAD DIEN EXCEL

n-i

Data_BanHang Sheet1 Sheet2 m +) I (4]
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BAI 1. THANH PHAN VA TUY CHINH GIAD DIEN

. CAC THANH PHAN CO BAN TREN BANG TINH EXCEL
1. Menu

2. Tab (thé)
3. Ribbon (thanh céng cu)

4. Group Ribbon (Nhém cong cu)
5. Ribbon (Céng cu)

6. Name Box (Pia chi 0)
/. Formula Bar (Thanh cong thirc)

L7 *I: | X v Kk
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BAI 1. THANH PHAN VA TUY CHINH GIAD DIEN EX ]

1. MOT SO THAO TUY CHON CAI PAT TREN BANG TINH EXCE
Chon File > Options = va thuc hién mot s6 cai dat sau:
< Thay doi Font chit miic dinh ciia Excel
Chon Gernaral-> chon muc “When Creating new Workbooks”

% Thay doi tinh toan tw ddng trong Excel
Formulas = chon muc “Calculation options”
< Thay doi thoi gian lwu tw dong ciia Excel
Save—> chon muc “Save workbooks”
% Tao Tab, Group méi dé quan 1y cac cong cu thwong ding
Customize Ribbon = New Tab =Tao thé maéi, New Group= tao nhém méi
% An, hién thi Sheet, thanh cuén

Addvanced = chon muc thay doi tai “Display options for this Workbook:” va
“Display options for this SHEET:”
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BAI 01. THANH PHAN VA TUY CHINH GIAD DIEN E

11. MOT SO THAO TUY CHON CAI PAT TREN BANG TINH EXC
[ An/ hién thi ctra s6 Menu, Tab(thé): nhin sang goc phai trén ¢
dau - , c6 miii tén hudng 1én trén—> bam chon vao do, co6 cac

FPowwer Piwvot | o Tell e +j i ———

rde The bbb on. Chok at the top
of the apphhcation to show it.

E.ap-al" Format as Table — _E—S v Tobe —tl;a}

o4 Cell Styles - Show Ribbon tabs onlby. Click a
Styles tab to =howw the commands.

E how Tabs and Commands J§EP)
1
. L e

Showw FibBEEBEon tab=s and
, =
v toan b Menu,, thanh, -l:_-:_i:'_i;ggj Ccual

% Conditional Formattimg =

J . K . L

cormirmandcds all the firme.
S e S S S

(1
& Hién thi NMenu, an thanh comg cu

®& Hién thiltoan bd Menu,, thanh, cong: cul

LY A S ERNE Y
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BAI 02. CAC 801 TUGNG VA THAD TAC CO BAN [tiép]

. WORKBOOK (ky hiéu 1a WB)
Moi mot file Excel duoc goi 1a mot WB, tén cua File 1a tén WB

L)

< Tao méi 1 WB: E'il*c
O CI1: Nhan Windows + S hoic Windows = G6 “Excel” = Enter
0 C2: Nhan t6 hop phim WINDOWS + R-> G& tir “Excel” vao muc Open.

O C3: Tao méi tir WB hién tai: Nhan t6 hop phim Ctrl+N
» Luwu 1l WB magi tao ra:
Chon Ctrl+S=> chon noi luu dit liéu, va dit tén tai muc FileName = bim chon Save. Tt 1an
sau, chi can nhan Ctrl+S 1a File ty dong luu.
¢ Sao chép (nhin ban) 1 WB :
O C1: Mé thu muc c6 File can nhan ban> Chon WB can nhan ban = nhan Ctrl + C> bam
chon chudt trai ra ngoai—> nhan Ctrl + V

O C2: Tai WB dang m¢, chon File—> Save as=2> “Lwu 1 WB méi tao ra”

< Pong 1 WB :
= Nhan Close(X) goc phai trén ciing man hinh Excel hodc nhan t6 hop Ctrl+W



TRUNG TAM TIN HOC SAO VIET Q9 093 11 44 858 wei blogdaytinhoc.com +Bach Xuan Hién

BAI 02. CAC 08I TUONG VA THAD TAC CO BAN [tiép)
1I. SHEET (ky hi¢u SH)

Mo6i mot WB c6 nhiéu SH, néu coi WB 14 1 cudn so, thi SH nhu nhiing to' gidy trong cuon
sO do, mot SH 1a mot to.

Thém: Chon vao dau + duéi khu vue tén SH
< Dat ten:

A C1: Chuot phai vao tén = Rename

a C2: Nhay dup vao tén SH
< Xéa: Chuot phai vao tén - Delete

o
*%

*

% Sao chép (nhan ban): Giit chudt trai vao tén dong thoi gitt CTRL va kéo tha.
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BAI 02. CAC 901 TUONG VA THAD TAC CO BAN [tiep)

II. SHEET (ky hiéu SH)
% An (hién thi): Chuot phai vao tén > Hide (Unhide)
2 Di chuyén: Giir chudt trai vao tén Sheet dong thoi kéo tha
2 Sao chép hoic di chuyén qua \WB khac:
A B1: Chuot phai vao tén SH > Move or Copy-> tich vao “Creat a copy”™
Q B2: Tai muc “To Book”, chon tén WB di chuyén tgi> OK
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BAI O2. CAC 801 TUDONG VA THAO TAC CO BAN [tiep]
Il. SHEET (tiép)
% Sao chép hoic di chuyén qua Workbook khac:

i i 1 ¥ ]

Dashboard_Tac bao cao dong trong Excel.xlsx - Exc

. Mowve or Copy
EEEH:HEE m EIEW CI:”:IE \ Move selected sheets
2324823,
551766 EI EthE[t Sheet... — Il Dashboard Tao bao cao dong trong Excel.xlsx
IEI:J Color b [E;-I:;;t?;;rz] Tao bao cao dong trong Excel.xlsx _.
5247549 )| | Luyen tap PivotTable.xlsx 9)
587164 ~ Hide = e
2802900 115807
Chudi phai DASHEQARD v
5611138 £ [~| Create a copy 9
DT NGA o T TINH | DT VUR Cancel

Xem tiép trang sau
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BAI 02. CAC 841 TUGNG VA THAO TAC CO BAN (tiép)

111. DONG, COT ‘ ‘ ,
Cot (Column) thuong ky hi¢u bang chir cai, Dong (Row) thudong ky hiéu bang con so.
< Chon c0t hoac dong
Q Chon trd chudt vao ngay gitta chit cai hodc con so
< Chon nhiéu cjt, dong:
0 Chon lién tuc: Chon 1 cot=> giir Shift dong thdi chon cot khac
A Chon khong lién tuc: Chon 1 c6t—> gitr Ctrl déng tho1 chon ¢t khac
% X6a: Chon cdt hoic dong=> Chudt phai=> Delete (hoic Ctrl + “dau -”)
< Chen: Chon c0t, dong—> Chudt phai—> Insert (hoac Ctrl + “dau +”)
< Sao chép: Chon dong/cot—> Chuot phai—=> Copy (hoac Ctrl+C)
2 Di chuyén: Chon dong/cdt-> Chudt phai> Cut (hoic Ctrl+X)
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BAI 0O2. CAC 80l TUONG VA THAO TAC CO BAN [tiGép)
111. DONG, COT (Tiép theo)
< Dan: ? ,
Q C1: Ctrl+V @dé dan d¢ va thay thé cot khac
A C2: Chudt phai—> Insert Copied Cells (hoac Insert Cut Cells), cach nay khong thay
d6i cot khac ma tu chén them ¢ot va dan vao.
% An/Hién thi(Hide/Unhide): Chon cot/dong=> Chudt phai=> Hide/Unhide
< Gian dong, c¢ot: Chon troé chudt vao duong chi dudi dong hoac bén phai cot.
% Co dinh Dong/Cot/Vung: View > Freeze panes = Freeze panes
0 Co6 dinh dong: Chon dong dudi trude khi thuce hién nhu trén
Q Cb dinh cot: Chon cot bén phai trudc khi thuc hi€én nhu trén
Q Cb dinh ca dong va cot: Chon vao 1 6 dudi dong can c6 dinh va bén phai cot can co
dinh trudce khi thuc hién nhu trén
0 C6 dinh vung xem: Chon dong ngin cach ving = View > Split
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BAI 02. CAC B0l TUONG VA THAD TAC CO BAN [tiép)

IV.PIA CHI O ]
Dia chi 0 1a t€n go1 cua dong va cot twong rng, vi du B12= dia chi O nam trén  c¢ot B va
dong 12
% Chon: Chon tro chudt vao 6 bat ky
% Chon nhiéu 6: Chon 1 6 dau tién—> giir Shift va chon vao 6 cudi trong ving
¢ Xoa: Chon 1 trong cac cach sau:
Q C1: Chon O-> phim Delete
A C2: Chudt phai—> ClearContents

A C3: Thé Home—> Nhom Editing—> Chon cong cu Clear-> chon cac muc sau:
v' Clear all: X6a toan bo tir dinh dang, no1 dung, ghi cha...
v Clear Formats: Chi x6a dinh dang
v Clear contents: Chi x6a ndi dung
v Clear comment: chi x6a ghi chu
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BAI 02. CAC 801 TUQNG VA THAO TAC CO BAN [tiép)
1V. PIA CHI O (Tiép theo)
% Trén 6: Chon cac 6 can tron > thé Home > Nhom Alignment > Cong cu Merge...
% Xudng dong tw dong trong 1 O: Chon O > Wrap text.

% Xudng dong thi cong trong 1 O: Click dup chudt vao 6 = Di chuyén dau nhay tai noi
can xudng dong - Alt + Enter

% Chinh sira ndi dung trong 1 O: Chon O = F2 hoic chon O > Pua dau nhay vao
thanh cong thirc hosic Click dtp chudt vao O

“* Tao ghi chu (Comment): Chudt phai vao 6 chtra ghi chu—>
U Insert Comment (hoac Shift+F2).
O Pé stra , chon Edit Comment
1 Xo6a thi chon Delete Comment

O Chén hinh vao Comment: Chudt phai vao vién ngoai = Format comment = Colors
and lines = Color - Fill Effects - Picture



R

BAI 02. CAC 861 TUONG VA THAO TAC CO BAN |
V. TEN VUNG

*  Vung 1a tp hop nhiéu 6 duogc chon, dugc ky hicu bai dia chi dau tié
trong vung chon, két hop dau “:”, vi du A1:C10 1a ving tir 6 A1 dé

Val

Q)

e Khi stir dung cong thirc chi can goi tén vung ma khong can quét chon vu

=SUM(tbSoLuong ~ S6 lwong
| SUM(numberLl[numberE], j\] 100,360.00
| 880,813.00
973,569.00
798,190.00
157,704.00

731,656.00
420,302.00




) =,
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BAI O02. CAC ol TUONG VATHRAO T
V. TEN VUNG

¢ Chon vung: Chon tré chudt vao gitra 1 6 dau tién va quét chon ra m¢

»

AC CO BAN |

% Chon ving nhanh: Chon 6 dau tién—> giit SHIFT dong thdi chon 6 ¢
Ctrl+ Shift + End (chi ap dung cho vung c6 dir liu)

< Pat tén viung: Quét chon ving can dit tén > gd tén vao 6 NameBox =
(hoac chudt phai vao viung chon va chon Define Name)

< Quy tic dat tén: tb + tén Sheet + dau cham + tén Cot hodc dong hodc ving
o VD: tbNhatKy.MaCtu

< Goi nhanh tén vung: nhan phim F3 dé goi cac tén ving da dit tén
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BAI 02. CAC g0 TUONG VA THRADO TAC CO BAN [tiép]
V. TEN VUNG

¢ Chinh stra vung:
[ C1: Thé Formulas> Name Manager-> Chon tén vung can sira—> Edit

O C2: Hoiic nhan Ctrl +F3-> Edit r
ITH Delete Filter =

Mame Value Refers To Scope Comm !

F ORI FTPEITT L U A 150~ LALE =’ ngayl Lod ='C\Userswuanhk..  Workbo...

=l ngay2 1ot ="ChUsers'xuanht,.,. Workbao...
_ . =l Print_Titles {"Ma HH","Ten HH",” DVT *,"5... =DanhMucHH!51:51  DanhMu.., )
ormulas Data Review View Developer Add-Ins 7 TableT ["25/05/2020° "BH250520014"... =CT_CongMNo!$SAS1... Workbo... !

o T Table1s {25/05/2020°,"BH250520017"... =TheKhao!SAS14:5G... Warkbo...
b= Define Name I Table2 {"BINHAN","Ldp Mau Gido Bi.. =TongHop_KH!SAS.. Warkbo... d
= Table373 {7, 17/07/2020°,7 436,000 °,"... =TH_CongMo!SAS2.. Warkbo... I
'fx Use in Formul = Tables 35,7 BAN HANG™,"18/05/20... =NhatkyNXISAS2:5...  Workbao... \

) . .. L .. _ ,

TEI'[t DEtE & Luukup E.x_ Mﬂth & MDFE =l tbDanhfMucHH.TieuDe {"Ma HH", "Ten HH",” DVT *,"5... DanhMucHH!SAS,,,  Workbo... "

: =l thDanhMuckH TieuDe {"Ma KH","Ten KH",” SBT *,"Di... =DanhMucKHISAS... Warkbao...

: - Create from 54 ‘ ‘ ,
v Time~ Referencer Trig~ Functions~ 1 tbDMHH {"AFCO001","Banh mdn AFC[2... =DanhMucHHISAS.. Workbo... '
| Library Defined Mames _ 5 == ; )
thnnanpN){Tﬁl { NACDﬂﬂE . Thit nac ﬂm[N] —TnnanpN)&T'SAS... Workbao... 0
< > [
Refers to: :
II:NhatKny!SA$1:$T$1 |

Close
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BAI 03. BiNH DANG DU LIEU CO BAN TRONG EXCEL

|. CAC KIEU PINH DANG THUONG DUNG
Chon O = thé Home=> Nhém Number = Chon kiéu dinh dang trong khung chon.

Insert Page Layout Formulas Data Review View Developer Add-Ins Inguire Powe

> Lut Calibri <11 - e oW
Copy = N | )
- FHLE o - - = = = {'E '}E 3 : L
¥ Format Painter B 1 U = A - - —|—= = Merge & : o
aboard Ma Font Ma Alignment
v £ | 1000000
b | B C D E F

Diu HZ AN
cach tw ding
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BAI 03. BiNH DANG DU LIEU CO BAN TRONG EXCEL

Il. PINH DANG DU LIEU KIEU SO
<+ Kiéu s6: Number Format

Mot s6 lwu y vé dinh dang so-

3 S6 nén dé cin chinh theo mic dinh cta Excel 1a bén phai

[ SO nén dinh dang phan nghin va thip phan bang dau ngin cach tu'dong:

A Trudce khi g6 s6 thap phan, nén ktra dau thap phan 1a dau “,” hay “.%

0 Néu so6 khong nam bén phai, thi phai kiém tra lai bang cac cach sau:
= Chon vao 6 chira s6 > Chon vao dau ngan cach tu dong

0 Néu so ¢ dang Text, dung mot so cach sau dé chuyén sang dang Number:

= Nhan s6 d6 véi 1 sang cot khac, sau d6 copy va dan dang/gia tri nguoc lai
* Dung ham VALUE



TRUNG TAM TIN HOC SAO VIET QY 093 11 44 858 i blogdaytinhoc.com +Bach Xuén Hién

BRI 03. BINH DANG DU LIEU CO BAN TRONG EXCEL
II. PINH DANG DU LIEU KIEU NGAY THANG

/

< Kiéu ngay thang day di: Shordate
Mot s6 luu y vé dinh dang Date:

O Ngay thang vé ban chat 1a mot con so, vi vdy ndé mang cac dic diém cua dang
Number, nhung dugc dinh dang kiéu khac Number.

d DPinh dang ngay thang phai gd theo dung dinh dang cta hé thong

o

Khi chon 6 va chon dinh dang kiéu General hodc dau ngan cach thap phan tu dong,
néu n6 chuyén vé dang s6 1a chuan dinh dang Date, con khong 1a dang dang Text.
O Dé chuyén nhanh sang dang Date, dung phép nhan s6 d6 véi 1 sang 1.¢6t khac, sau
do copy va dan dang gia tri nguoc la1 vao cot do, roi dinh dang la1 dang Date



TRUNG TAM TIN HOC SAO VIET @ 093 11 44 858 wei# blogdaytinhoc.com v Bach Xuan Hién

BAI 03. BINH DANG DU LIEU CO BAN TRONG EXCEL

1. PINH DANG DU LIEU KIEU CHUOI
< Dinh dang kiéu chuoi: Text
Q Kiéu Text nén can chinh vé bén trdi theo mdc dinh Excel
Q Pé chuyén dinh dang sé sang kiéu Text, sir dung ham TEXT
Q Cdc sé khi cat tir mot chudi, sé cho ra kiéu TEXT
Q Pé kiém tra dinh dang TEXT stk dung ham |STEXT
Luu y:

v’ Sao chép dinh dang nhanh: dung cong cu Format Painter
v’ Can chinh dinh dang hé thong: Windows+S = Control Panel = Clock and Region >
Change...Formats - Additional Settings.. 2>
(Numbers= dinh dang so; Time= dinh dang gio phit gidy; Date='dinh dang ngay
thang nam)



TRUNG TAM TIN HOC SAO VIET @ 093 11 44 858 we# blogdaytinhoc.com v Bach Xuan Hién

BN TAR KIEN THUC VE BINH DANG VA KIEU D

1. Khi g6 s6 dang thip phan, can chu y diéu gi sau?
a. Ctr dau thap phan 1a dau phay (,)
b. Can xac dinh dau thap phan dang st dung la gi mdi go

2. Dé nhan biét dau thap phan dang sir dung, thwe hién cach nao sau?
a. Vao hé thong ciia may tinh dé kiém tra
b. G6 mot con so (vi du gd 10000) vao Excel, sau d6 chon dau ngan cach tu dong

3. Khi g6 s6 12,500,120.54 vao Excel, can chi y diéu gi?
a. Ctr g6 va dung dau ngin cach nhu so trén, voi dau phay (,) 1a dau ngan phan nghin
b. Phai xac dinh dau ngan cach thap phan trudc khi go

4.Khi nhép liéu so, dau hiéu nhan biét nhip liéu ding dinh dang dir liéu kiéus
a. SO sau khi gd tu nam bén phai caa O
b. Tu c6 dau ngan cach phan nghin néu gd s6 c¢6 3 chit s6 va chon dau ngin cachfu dong
C. SO sau khi gd nam bén trai ciia O
d. Caa va b déu ding
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bN TAR KIEN THUC VE BINH DANG VA KIEU D

1. Khi g dir liéu dang ngay thang nim, can chu y diéu gi sau?
a. Ctr g0 ngay r6i dén thang roi dén nam
b. Can xem dinh dang hé thong kiéu ngay trudc thang hay thang trude ngay, sa
2. Dé nhan biét dir liéu dang ngay thang nim gé da ding chwa, chon dié
a. Sau khi go dir liéu nam bén phai
b. Sau khi gd, khi chon 6 d6 va chon vao dau ngan cach tu dong no sé bién thanh ¢
3. Khi nhin dwgc mot to hoa don co ghi ngay 1a 31/12/2022, sé nhép liéu thé
a. Kiém tra hé thong xem ngay trudc hay thang trudc r6i moi go
b. Vo hé thong may tinh dé chinh sira dinh dang thoi gian vé dang dd/mm/yyyy roi m
c. Ca hai y trén déu dung
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BRI O4. TAO VA TRINH BAY BANG TIiNH
|. TAO BANG

% Tao, dinh dang khung vién va mau sic
C1: Quét chon vung can tao = Chon cong cu Border = All Border

File Home Insert Draww Page Layout Formulas Data Rewview View Developer Help Power Pivot
E - | I:I 238 Times MNew Roman ~ 11 ~ AT AT = = — P~ %E‘; General h HEH Conc
L ~ ~ 2% B2Z Forrmr
Paste ) B 1 U H ~[j& ~ A ~ = = = = == ~ ¥ =
~ < <80 -8 [ZZ Cell
Undo Clipboard = ' Borders ent = Number =
C4 e |\ -5 Bottorm Border
A B C D i2i Top Border H I I K 1
1 Nt Left Border
2
3 Right Border
4
5 rder
6 All Borders n
=
2 QOutside Borders
90 Thick Outside Borders
1 i+ Bottom Double Border
2 Pl ]
3 i3 Thick Bottorm Border
-4 Top and Bottom Border
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BAI O4Y. TAO VA TRINH BAY BANG TiNH
|. TAO BANG
% Tao, dinh dang khung vién va mau sic

C2: Quét chon ving can tao~> Chuot phai—=> Format cells> Border
Format Cells ) ) I_ v |_i:-?—r

| Mumber I Alignment I Font | Border ! Fill I Frotection |

@) cGhon kidu dudng ke

©®) Chegn mau duéng ké

©) Tién hanh tao dwong ké

© Ké nhanh khung,

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

[ CrE ] [ Cancel ]
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BAI O4. TAO VA TRINH BAY BANG TINH [tiép)

II. SAO CHEP PINH DANG NHANH VOI FORMAT PAINTER
Pé tao nhanh cac dinh dang giong nhau (mau sic, khung vién...), thi ta nén
dung cong cu c6 san Format painter

B1: Chon vung c6 dinh dang can sao chép = Thé Home = Bam chon vao c6

Format Painter, xuat hién con tro kém cai chéi
B2: Bam chon 6 dau tién cua vung can dan

_ahlk

Faste -
— Fﬂl Forrmat Paimnter Il -
ﬁiphﬂa rd M
A 5 e
ad - [
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BAI O4. TAO VA TRINH BAY BANG TIiNH [tiép]

111. CAN CHINH NOI DUNG TRONG BANG
Chon 0 can can chinh, sau d6 chon mot trong cac cong cu sau

Wrap text= xuéng

x Can giiva,
dong tw dong

tren, dwoii

Font chiv- Co chiv

Page Layc

General

=

Merge
cell
=Tron o

Can trai,
giitva, phai

Sao chep
dinh dang

B=Bo6i dam
I= in nghiéeng
U=gach chan

Mau néen
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BAI O4Y. TAD VA TRINH BAY BANG TIMNH [tiép]

V. CAC BUOC NEN THUC HIEN TRUOC KHI TAO BANG TINH
1. Xac dinh hudng gidy va kho gidy chuan A4 (hodc A3, AS...)
o Vao the Page layout va chon theo cac muc sau

v/ Orientation: Huong giéy v'Size: Kho giéy

Print Breaks
Area v~ ~

Hwéng|giay) gy P
Khogiay)

Chon Font chitr “Time New Roman” cho toan bd bang tinh
K¢ bang, hoan thién tiéu dé, chinh do rong cac cot phu hop nodi dung

Hoan thién cac nd1 dung lién quan sau khi da hoan thi¢n cac budc

ok b

Dinh dang dit li¢u cho cac cdt trude khi nhap li¢u



V. THUC HANH

CONG TY TNHH GIAO DUC TIN HQC SAO VIET
MST: 3603708616
SDT: 093 11 44858  Website: blogdaytinhoc.com
BANG KE BAN HANG
N0 DDA DA . e e
DA QI o
3 2 2 OSSOSO
STT Ngay Ma hang Tén hang DVT Solweng Don gia Thanh tién
1 20/08/2022|EZabl Gang tay Nitrile Ezcare | Thing 15.50 570.000 8.835.000
2| 20/09/2022|BIO Kit Biocredit Test 1425 | 1.050.000 14.962.500
3| 20/10/2022 SATA May the santafell Chiéc 50.00 | 2.800.000 140.000.000
4| 20/11/2022|EZabl Gang tay Nitrile Ezcare | Thing | 200,00 | 1.200.000 240.000.000
5| 20/12/2022 VGLabl Gang tay Nitrile Vglove | Thimg 100,00 | 1.350.000 135.000.000
6/ 20/01/2023 BIO Kit Biocredit Test 120.00 | 1.200.000 144.000.000
7| 20/02/2023 EZabl Gang tay Nitrile Ezcare | Thing 20.00 210.000 4.200.000
8 20/03/2023 HUMA Kit Humasis Test 5.00 450.000 2.250.000
9 20/04/2023 VGLabl Gang tay Nitrile Vglove | Thing 10,00 230.000 2.300.000
10, 20/05/2023 BIO Kit Biocredit Test 200,00 450.000 90.000.000
TONG CONG 951.000 781.547.500




TRUNG TAM TIN HOC SAO VIET

CONG TY TNHH GIAO DUC TIN HOC SAO VIET
MST: 3603708616
SDT: 093 11 44858

Website: blogdaytinhoc.com

@ 093 11 44 858

e o .
@ blogdaytinhoc.com

»=Bach Xuan Hién

BANG KE BAN HANG
D e 1B 1 TP
DI CL.
D T A0 11 K0, o
STT Ngay Ma hang Tén hang DVT  So lrong Pon gia Thanh tién Til¢ % Ghi chu
1 20/08/2022 EZabl Gang tay Nifrile Ezcare Thung 15,50 570.000 8.835.000 1,13% Giao gap trong ngay
2 20/09/2022 BIO Kit Biocredit Test 14,25 1.050.000 14.962.500 1.91%
3 20/10/2022 SATA May tho santafell Chiéc 50,00 2.800.000 140.000.000 17.91%
4 20/11/2022 EZabl Géng tay Nitrile Ezcare Thiing 200,00 1.200.000 240.000.000 30,71%| Cho goi dién
5 20/12/2022|VGLabl Géang tay Nitrile Vglove Thung 100,00 1.350.000 135.000.000 17.27%
6 20/01/2023 BIO Kit Biocredit Test 120,00 1.200.000 144.000.000 18.42% Giao thu tién mit
7 20/02/2023 EZabl Gang tay Nifrile Ezcare Thung 20,00 210.000 4.200.000 0.54%
8 20/03/2023 HUMA Kit Humasis Test 5.00 450.000 2.250.000 0.29%
9 20/04/2023 VGLabl Géng tay Nitrile Vglove Thing 10,00 230.000 2.300.000 0.29%
10 20/05/2023 BIO Kit Biocredit Test 200,00 450.000 90.000.000 11,52%
TONG CONG 734,75 951.000 781.547.500 10,00%
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BAI O4Y. TAD VA TRINH BAY BANG TIMNH [tiép]

CONG TY TNHH GIA O DUC TIN HOC SAO VIET
MST: 360.370.8616
PT:0812.114.345  Website: blogdaytinhoc.com

] Sd 1énh
LENH PIEU DONG NC)I B(:)

Can cu tinh hinh san xuét, kinh doanh gitta cidc chi nhanh ctia Céng Ty, nay BGD yéu cau BP Ké

toan kho, BP Kho chuyén hang tir chinhanh............................. Taidiachi......................

............................................ Pénchinhanh .................................taidiachi........

Mahang || Tén hang ~| SL xué"u'T Ghi chu —
Bién Hoa, ngay........ thang......... nam.... ...

Thi kKho Ké toan kho Ban giam déc




C

BAI O4Y. TAO VA TRINH BAY BANG TiNH

5. THU'C HANH [tiép]

CONG TY TNHH GIA O DUC TIN HOC SAO VIET
MST: 360.370.8616
DPT:0812.114.345 Website: blogdaytinhoc.com

Loaiquy:.................
Ngay Ngay £ 4. \ A
2 So chirng t Noi dun Thu
Ghisd |~| Chiing ti - | “'m oL CHns [~ [~
S6 nay cé.....trang, tir trang..... Pén trang...........
Ngady mé so: 37

Bién Hoa, ng
Thua quy Ké toan truéng
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BAI O4Y. TAO VA TRINH BAY BANG TiNH
[tiep]

5. THUC HANH

C.TY TNHH THIET KE THI cONG No1 THAT T HOUSE Mat: D5 13669501
27 Céng Quynh, Phwing Nguyén Cw Trinh, Q.1, Tp HCM
SDT : 086.68.18.119 Hotline:0979.99.93.94 - 0931.313.759 Stk: 66866666

' Web : www.thietkevathicong.com.vn Email: thousehcm@gmail.com

SRR Email: xuongsxbepgiare@gmail.com Nh: A Chau (ACB)

PHIEU PAT HANG

BAO GIA CO HIEU LUC PEN HET THANG 12 NAM 2016

Céng ty chiing toi tran trong giri dén quy khdach hang !

STT VAT LiEU TU BEP TONG [ BEP DUO1 | BEP TREN (mét| . . DAO BEP (mét -
THUNG TU CANH TU (TREN+ DUGT) |  (mét dai) dai) i dai) Figs o
Canh MDF khang dam son man 5,800.000 3,200.000 2,600,000 4,000,000 3.840.000 | 700 - 800 T 2 PR
ay nam, ban lé
) 5 _ giam chén, ray
. Selnaly. M Wilug doe Rl 5.800.000|  3.200.000 2.600.000 4,000,000  3.840.000| 700 - 800 hgc kéo Ivan
Melamine van go/Veneer thuong
Thing gé MFC - — -
& canh MDF kh: Pi
khédng 4m pha Srnb MDE Koug cn i 7.300.000| 4,100,000 3,200,000 5125000 4920000 | 700 - 800
1 Moliv s ke Laminate van go
tring Canh ACRYLIC bong guwong Ban 12 gism chén
. MDF khdng am cé dwong dan 7.500.000 4, 100.000 3,200,000 5,125,000 4,920,000 | 700 - 800 ¥ <
e Hafele, tay nam,
- - - ray hoc kéolvan
Canh ACRYLIC bong gwong
MDF khang am khoéng o6 duong 8.200.000 4, 700,000 3,500,000 3, 700,000 5,640,000 | 700 - 800
dan canh

POI1 VOI THUNG GO MDF SE CONG THEM 10%, HDF 209 GIA O TREN
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BAI 0S. K4 NANG 1IN An

|. CAI PAT MAY IN
Vao File=> Print hoic nhan t6 hop phim Ctrl+P

@ Pritnt: Lénh in @ Khb giy
@ S6 ban in

_ Tw dong don cot hoiic dong vaoe 1 trang in
@ Chon may In

. P @ Hién thi khung lwéi chinh trang in
In tur trang so.. Pén so...

@ In kiu 2 mit hodc 1 mit Hién thi va xem trang in
(© Huing gidy

Xem them hinh anh trong trang sau

39
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BAI 0S. KT NANG 1N AN

. CAI PAT MAY IN

fa o Cnpies:l 1 9—-:,. w W W "
=3
Print wéu chu: CEn chinh trang in cho Jep wva hop Iy
Printer
- - —9 =TT BLEW HO TEM
MWicrosoft Print to PDF
% Ready - 1 1 |14mx4om1001 M I;Iaéu-_;_La: An
2 2 |14K 4081187 Weuyin Phise An
Printer Froperties 3 3 [14K4081005 L: Dhisc Kidu Anh
4 4 |14K 4081013 Wi Thity Béo Anh
Sett | N 95 5 5 |14Ka0B1016 Meorin L2 Gis Eio
3 s |1ax40s1019 B Thi Kim Chi
I:,—_l Print Active Sheets - 7 7 |14k 4081173 Mesya m Qreisc Crine
COnly print the active sheets g g |lAE4081022 Phan Pﬁ’: Dwoanh
- - o o |14K4081175 Weuyrin Binh Drins
Pages: Z to 'o 10 10 |14K 4081028 Megorin Hic Tedn Erat
11 11 |14K4081038 Hi Thi Héng Hanh
|_|E|'|=|:| Colfated 9 - 12 | 12 |1axaceicdl L& Thi Thisy Hins
1,23 1,23 1,23 . 13 13 |14K4081184 Meurin Mhit Hoinsz
14 14 |[14K 4081104 Ean Bnrc Hisne
D Partrait Orientation - 5 5 |14E40B1051 Dnrone BPane Huy
'_@' 18 16 |14K 40810543 Trin Quans Huw
Letior 17 17 |14K 4081198 B Ngoc Lém
I:l - 18 18 |14E 4081201 Trin Thi Thisx Linh
8.5" x 11" _.fl 19 12 [14K 4081202 Than Trong Lo
20 20 |14K 4081078 Phan Xuoin Higén =i
Custorm Margins - 21 21 laxacei207 Trin Thi NIF
22 22 |14K4081208 Dhan ViEn Mam
| Mo Scaling e 23 23 [14K 4081004 Ve Bic Meurén
. . _,»‘I = 24 24 |14K 4021005 MeurEn H& Ich Meursn
LW Print sheets at their actual siFe
Page Setup 40
@) I

r 1 of 195 W&
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BAI 0S. KT NANG 1N AN

Lu:u y: Khi thire hanh cdc thao tdc lién quan in an, hoc vién phai bat ché do in (Ctrl +
kiem tra lai cdc thao tac da dung chua
Il. TAO VUNG INCODPINH ,
Khi in bang tinh, chi c6 duy nhat ving dugc c6 dinh in ra ma thoi
< Tao vung In: Chon vung -> Page layout = Print Area = Set Print Area
% Thém vung in: Chon ving can thém (Vung nay khong dé 1én ving da co6 dinh tru
do) - Page layout - Print Area > Add To Print Area
% Dé x6a in: Chon vung > Page Iayaut => Print Area = Clear Print Area

Xem thém hinh trang sau

41
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BAI 05. K4 NANG IN AN
1. COPINH VUNG IN

Insert Draw I Page Layout Formulas Data Review View Developer Help Power Pr
—_— L—u, _ L1 vy E:‘g]: T Width: Automatic ~  Gridli
| I l l — -
o v T i - i ~
= Margins Orientation Breaks Background Print *—[] Height: |Automatic b
e '~ ~ ~ ~ Titles L] scale: 100%  _ Op
Eé. St Privit Avisa ~ Scale to Fit Shu
o ﬂ Clear Print Area
E Add to Print Area E‘) E
= ” Ton Nhap
Tén hang o DVT diw Ky trong Ky
SK Am dun siéu téc SK-15L Cai 46 107
SK Am dun siéu téc SK-15T Cai 273 95
SK Am dun siéu téoc SK-18H Cai 207 301
K Am dun siéu téc SK-18 Cai 110 124
BO chia gas MILO1/A BoO 140 40
0 Bép dien hong ngoai CP-10 Cai 138 11
».. Bép dién hong ngoai CP-12 Cai 199 84
4D |Be€p dién hong ngoai CP-14D Cai 218 89
Binh loc noudéc B18 Cai 312 198
zbau lanh AMV-N36G/A3A-K Cai 84 275
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BAI 05. K4 NANG IN AN
II. DON TRANG IN TU PONG

Khi trang in c6 mot 5o it cot hoac dong vugt qua trang in hién tai, dé can chinh nha

vao trong trang ta st dung chtrc ning cé san trong Excel, tuy nhién phai dam bao 1a ba
gang tu can chinh bang tay.

« File © Print © tai muc “Scale to fit” nam g'?m chit Page Setup lua chon theo hinh
Settings
E Primt Active Sheats

Oy primt the active sheets
Mo Scalimng

-

LTaTe] Primt sheaets at their actual size _ D&énjtat caj\vao)lltran =Jiial

. . rFit Sheet on One Page /

_Il__bl'_ Shrink the primtout so that it ~ Dontat{ica) —otywaoitrong | 1ltrang|im
fits oNn one page /

Fit All Colummns omnm One Pag
rir

tThe primtout so That 1t 1s
one page wide

] | L =L Lt i)
1t A Rows on One 'I?’age

Shrink the primtout so th;t it is
one page high

Custom Scaling Options...

L ]

calimng

—
Primt sheets at their actual...

Page Setup -
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BAI 0S. KT NANG 1IN AN

Khi bang tinh c6 nhi€u trang, dong tiéu dé nén dugc nhac lai cho cac trang sau.

30| _Danh sich diém dinh kém |
31| || sT-] HO VA TEN -1 BO PHAN 1 SDT/EMAIL ~| Excel~| Wor - |PowerPoi - |
32: I NGUIEN VO THU T g3 : ~h 8] = =
33 | 2 NGUYEN THI XUAN - hr2_ssts(@shinsungvina com.vn 8

34 3 | DAMTHIDAO [ Dong tiéu de bang tinh ] hr5_ssts(@shinsungvina.com.vn 8

35 | 4 PHAN THI THAO . ptthao_hr@ shinsungvina com.vn 8

36 | 5 |NGUYEN THUY TRA ; csr(@shinsungvina com.vn 8

37 | 6 NGUYEN THI HOANG YEM " nthyven_ac@shinsungvina com vn 5

38 7 NGUYEN THI VAN " acc3_ssts(@shinsungvina com. vn | 1{}I

. P .

s Cac buoc thuc hién:

Thé Page layout = Print Titles = thé Sheet = bam chudt trai vao “Row to repeat at t
d6 di chuyén chudt ra ngoai bang Excel, di chuyén con tré mau den vao dong muén n
Khi In

Xem théem hinh sau: 44
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BAI 0S. KT NANG 1IN AN

Thurc

inageLayout Il =armulas Céng cu rién
[l

R =,

fMargins Orientation  Size Print Breaks Backgrounc
- - - Area~ -

= 1
—
[
i

hanh in dn

=

Print

g

Page Setup

¥

3| DAM THI E

Print area:

4 PHAN TI_]:[ i Print titles

Rows to repeat at top:

5INGUYEN 1

Columns to repeat at left:

L

% —— S — _ _
sTT | €)) Chgn[déng[muéninhic)lailkhilin) BO PHAN
1 INGUYENSG
2|NGUYEN 1 )
Page hargins Header/Footer Sheet

| 0} B4m|chudttraijvao day;
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BAI 0S. KT NANG 1IN AN

Mot bang tinh c6 nhiéu trang in, nén danh so trang dé dé quan 1.
Cac buoc thuc hién:

Thé Page layout = Print Titles - thé Header/Footer = chon mot trong 2 Iuwa chon sau:
1. Custom header: danh so trang trén dau trang

2. Custom Footer: danh so trang dudi chan trang

46
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BAI 0S. KT NANG 1IN AN

Mot bang tinh c6 nhiéu trang in, nén danh sb trang dé dé quan 1.

Cz’lc bwdc thyc hién

Thuc hanh in dan

3 oi Page Layout 'I nulas Cang cu rléng
T .
= D e =

Plargins Orientation  Size Print Ereah:s Eackgrnunt

Page Setup

Page Eetup

Page | Margins Il HEEdEH’FUDfELo eet

Panh so trang

Left sedtion:

28 YEEpEaEE

G

Dittrojchutvaoday

Right section:

tren dam

Custom Header... Eustum Footer...
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BAI 06: LOC VA SARP XEP DO LIEU TRONG EXCEL

. LOC CO BAN
D¢ nhitng do1 tuong can kiém tra dugc hién thi, ta dung chirc nang loc'dr ligu, vi du dé
ki€m tra nhitrng nguodi ¢ tén Trinh, néu di do timg dong s€ rat 1au, nhung néu loe ra riéng tat
ca nhitng nguo1 tén Trinh thi kiém tra rat de.
1. Cac bwdec loc dir liéu:
% B1: Quét chon tat ca vung dit liéu, bao gom ca tiéu dé
s B2: Data - Filter
< B3: Pé loc mot doi tuong, chon vao nut loc trén dau cot, g0 tir go1 v vao O tim kiém
(Search) tai muc so 4 sau d6 nhan OK
Xem thém hinh anh trang sau 4 y
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wBach Xuan Hién

BRI 06: LOC VA SAP XEP DU LIEU TRONG EXCEL

. LOC CO BAN

1. Cac bwoc loc dir liéu

Formulas

Dewveloper

—e——
F ol show Queri o Connections %l Y Clear
| | | A
| |Frctr'r| Table = |[:2] Properties i~ Reappl

Mews Refresh - " Z e Filter PR

Query ~ EE};. Recent Sources All - [l Edit Links 2 Adwvanced
Get & Transform Connections Sort & Filter
I MNGUYEM THI NGO TRANM
D E ' F

Employvee qu-zl Employee Name E Team ~ L

Text Filters

SWVMNLOH 2] SortAtoZ
""" SWVMLOM Z] SortZto A
------ S VIQL(}' Sort by Color L
= MGayn ﬁallli]_ﬁlfl! IgC)icyes MName
Filter by Color [

anagement Team

g >

_______________________________ -] Add

SRTINLAOM =

[+ [Select All Search Results)

current selection to filker

SR IO L[] HUWMH THI TUYET TRIMH

SR IMNLOGO1365 lNG'LTT'EN THIT NGOC TR AN

| oK

I | Cancel —l

4 =

Management Team

Management Team
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BRI 06: LOC VA SAP XEP DU LIEU TRONG EXCEL

. LOC CO BAN
2. M@t s6 dang loc Co ban:
< Text Filter: Khi loc cot dang chudi
Equals: Loc chinh xac mot tur
Does Not Equal: Loc cac tir khac biét 1 tir quy udc
Begins With: Loc bat dau bang 1 tur
End With: Loc két thuc véi 1 tir
Contains: Loc cac d6i twong co chia tir can loc

COo000D0

Equals...

Does Not Contain: Loc tir can loc khong chira tir quy udce

Does Mot Equal...
Begins With...
Ends With...

Contains...

Does Mot Contain...

Custom Filter...
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BRI 06: LOC VA SAP XEP DU LIEU TRONG EXCEL

. LOC CO BAN

2. M@t s6 dang loc Co ban:

< Number Filter: khi loc c¢ot s6

Equals: = s6 quy udc
Does Not Equal: <> s6 quy udc
Greater Than: > s6 quy udc
Greater Than Or Equal: >=s6 quy udc
Less Than: < s6 quy udc R - |
Less Than Or Equal To : <= s6 quy udc - < -
BetWeen: Loc trong mot khoang quy udc ;eaimag Equal To..
Top 10: n s 16n nhit, hoac nho nhat Less Tha..
Above Average: Céc s6 1én hon gia tri trung binh cong S
Below Average: Cac s6 nhé hon gia tri trung binh cong op1t.

Above Average

D000 000 00

Below Average

Custom Filter..,
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BAI 06: LOC VA SARP XEP DO LIEU TRONG EXCEL

1. SAP XEP CO BAN
1. SAPXEPMOT COT

R

s B1: Thao tac theo B1 va B2 cua loc dir liéu
< B2: Bam vao biéu twong loc, chon Sort A->Z hoac Sort Z=2>A

2. SAP XEP NHIEU COT
s* B1: Thao tac theo B1 va B2 cua loc dir liéu
s B2: Data> Cong cu Sort (Gan cong cu Filter)

= Add Level: Thém cét can Sap Xép
= Tai bang hién ra o muc so 4, kich chon cét can Sd,p xé’p sau dé nhan OK
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BAI 06: LOC VA SARP XEP DO LIEU TROMNG EXCEL

1

Page Layout Farmulas L) [ I Dewveloper

show Queries ||_ [=] Connections ,.:., T w Clear E"l_'-:-:l E=" Flash Fill
P | il
-rom Table Wt Properties 2 T Reapply BB Remove Dup
Fefresh z l Sort Filter Text to
tecent Sources All - Edit Links A ¥ Advanced Columns = Data Validati
ransform Connections Sort & Filter (5
-

Sort B
ﬂ:lﬂ Level || H Delete Level || E|TE“| Copy Level ||| . | | Options... My data has headers
Column Sort On Order

'l |sortby [pMgay ban hﬁngL Vvalues = | | Oldest to Mewest -
I Then by | H3ing san xudt - Values - Ato Z -
Then by E Values - Ato Z -~
—
Maay ban hana ... ;
Mgaday cong no
Tén Khach hang
EKhu wurc
Chuang loai
Hing san xudt ,
PE hang ﬁ
Tén hang K I | Cancel
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BAI 07: TiM KIEM VA THAY THE TRONG EXCEL

Pé tim kiém mot tir, mot con so. .., ta dung chtrc nang Find san c6 trong EXcel.

Cac budc thyce hién:

< B1: Nhan Ctrl+ F Jsmm24EDuEEH"*"”'“"‘ <— ———
s B2: GO tur can kiém trong 0 Find what L EETH] Find and Replace
s* B3: Chon Find Next '

\ \ \ SVNL il : 4 Flﬂﬂ Renl
Q Match case: Tim tir hoa thuong 2 . [ e

- . W Chon Sheetnéuchi  “NITe LS
1 Match entire cell contents: , ntng Sty |
Tim tw chinh xdc voi tu trong 0 tim kiem QAR

fim trén fit ¢3 Sheet
Within:

D Match entire cell contents

Search:
SVNLOG02M3) [RETHI "
SUNLOGO2430 |BETHI lookin: |Formulas I Options <

SYNLOGOM31  [BUTHI

— Find Al || Find Next W
SVNLOG(2431  (BUTHLU n = | 0se

FUTRT AAAYAM ITTTT TTTTIT ARTA |nnnr'1+nr Wa

-
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BAI 07: TiM KIEM VA THAY THE TRONG EX

Il. THAY THE TRONG EXCEL
bé thay thé mot tir, mot con sb. .. béng mot tr hodc mot con sd kha
niang Replace san co trong Excel.
Cac budc thyc hién:
% B1: Nhan Ctrl+ F
¢ B2: Chon thé Replace e B |
% B3: Chon cac phép thay thé sau: Find and Replace 1 X |
3 Replace: Thay thé ting tir
O Replace all: Thay thé toan bo cac tir Tim thay

chirc

Find what:

Replace with:

Options »>

Replace All Replace Find All Find Next Close
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BAI OB: TINH TOAN VA CONG THUC TRONG

|. CAC PHEP TINH CO BAN
Cong (+), Trur (-), Nhan (*), Chia (/)
Il. QUY TAC THU'C HIEN PHEP TINH TRONG EXCEL
= No61 dung phép tinh = Enter, vi du: =3+2 = Enters€ rakét quala
111. THU'C HIEN PHEP TINH VOI PIA CHI O
Pé thyc hién tinh toan trong Excel, thuc hién chu yéu trén dia chi 0, vi du: =A
IV.SAO CHEP CONG THUC TRONG EXCEL
Cd6 nhiéu cach sao chép cong thirc sang mot 6 khac:
= C1: Chon 6 c6 cong thitc > Ctrl + C, sau d6 chon noi can dan—> Ctrl + V
= C2: Chon 6 c6 cong thir, di chuyén chudt vao goc dudi bén phai ctia 6
xuat hién dau cdng mau den > gilr chuot trai va kéo
=  (C3: Quét chon tr o dau tién co cong thirc dén hét ving can sao ché
chép tir trén xudng) hoac Ctrl+ R (sao chép tir trai qua phai)
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BRI 08: TINH TOAN VA CONG THUC TRONG E

V. CONG THUC TRONG EXCEL
Cong thtre 1a mét tap hop cac phép tinh, biéu thirc toan hoc, hang so, cat
phép tinh co ban gom: + (Cong), - (Trwr), * (Nhan), / (Chia)
Vi du: ta1 6 A3, nhap cong thirc :A1+(AZ-A5+%5+SUI\/I( 8:C9) - Enter
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BAI 08. CAC 801 TUGNG VA THAO TAC CO BAN [tiép)

VI. PIA CHI TUONG POI VA TUYET POI TRONG EXCEL
% Pia chi twong d6i: 1a dia chi bi thay doi khi sao chép cong thirc tir dia chi 6 nay sang
dia chi 0 khac
% Pia chi tuyét doi: 1a dia chi khong bi thay doi khi sao chép cong thirc sang dia chi 6
khac
Q Bé c6 dinh dia chi, dung dau $, $ trudce chir cai 1a c¢o dinh cdt, trude so 1a ¢d dinh
dong.
3 vi du $A$1 1a c6 dinh ca dong va cot, $AL 1a c6 dinh cot khong cb dinh dong, A$l
1a ¢6 dinh dong khong ¢O dinh cot
3 Phim tat nhanh dé c6 dinh dia chi trong cong thtre 1a dung: F4.
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BAI 09: KIEN THUC CO BAN VE HAM TRONG

. MOT SO CHU Y TRUOC KHI THUC HIEN HAM:
1. Phai nam ro yéu cau thyc té cua cong viéc dang lam
o Budc nay can phai biét lam 1 vi du nho bang thil cong

o Xac dinh trinh tu timg budc cua viéc lam bang tay
2. Xac dinh ham sé sir dung dé phuc vu cho cong viéc é budre 1
o Budc nay, phai mo ta dugc y€u cau bai toan theo mot cach tong quat va pho
o Mo Google va tra ctru v6i cum tir “Ham dung dé” + “Yéu cau”
Vi du: “Ham dung dé tim kiém thong tin trong Excel 12 ham gi?”
3. Cach str dung ham
¢ Phai nam duogc y nghia cia ham (ham nay dung dé lam gi?)
¢ Phai nam duoc cau truc cia ham
o Tén ham phai ding theo danh sach go1 ¥
o Ham c6 bao nhiéu tham so
o Nhiém vu ting tham so 1a gi 59
o Dau ngan cach tham so phai theo huéng dan ciia ham




TRUNG TAM TIN HOC SAO VIET = Bach Xuan Hién

@ 093 11 44 858 @ blogdaytinhoc.com

. MOT SO CHU Y TRUOC KHI THUC HIEN HAM:

r“ # Ténham
4

=VLOOKUP

VI0OKUPookup valud

Al

Daujngan cachitham|so

-

e,
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BAI 10: ON TAR KIEN THUC CO BAN VE HF

1. Trwéce khi dwoe giao mot cong viéc tinh toan, can phai lam gi trud
a. Xac dinh ham gi s€ st dung de¢ tinh toan
b. Can nam rd yéu cau thuc té cong viéc la gi

2. Sau khi xac dinh dwoc yéu cau cu thé ciia cong viéc, nén lam gi truée?
a. D1 tra tim ham s dung cho cong viéc dang can tinh toan
b. Tu duy bang phuong phap tht cong va trinh tu tinh toan trudc

3. Cau triic ham gom nhirng thanh phan nao?
a. Tén ham va tham s6
b. Dau ngan cach cac tham s6
c. Ca2ytrén
4. Trwére khi sit dung ham, can chu y diéu gi sau?
a. Ham dang sir dung c6 nhi¢ém vu la gi
b. Ham dang str dung c6 bao nhiéu tham s6
c. Y nghia ting tham s6 1a gi
d. Dau ngin cach tham sb 1a dau gi
e. Cadytrén
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5. C6 cac ham nhu sau, trong méi ham, hay cho biét?
a. Cac ham dudi day co bao nhiéu tham s6 va dau ngin cach tham s6 |3 dan gi?

=MID( |

MID(text, start num, num_chars)

TODAY()

4

SUBTOTAL(function num, ref1, ..)

=IF(

:SUBTOTAL(‘ IF(logical test; [value_if true]; [value if false])
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LUU Y QUAN TRONG

CHUA PQC HOAC CHUA HIEU BAI 9
10, TUYET POI KHONG BPUOC QUA

KIEM TRA TRAC NGHIEM KY CANG

\
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BAI 11: HAM TiNH TONG VA DEM

|. HAM TINH TONG SUM
Cu phap: =SUM(quét chon vung can tinh)

Luu y: Dé tinh téng nhanh, cé thé ap dung 1 sé thii thudt sau:
Dat con tro chuot vao o6 can tinh tong hoac quét chon vung bao gom ca dong can tin
can tinh tong hodc ca dong va cot can tinh tong = Nhan vao biéu twong AutoSum ho

Tuy nhién dam bdo khdng cé é trong hodc dong tréng ndo trong ving tinh tong
Il. HAM DPEM COUNT, COUNTA, COUNTBLANK
Cu phap:
=COUNT(Vung can dém) = Pém s6 6 c6 chira ky tu dang so
=COUNTA(Vung can dém) > Pém s6 6 khong rong
=COUNTBLANK(Vung can dém) = Dém cac 6 rong

Chu y. Néu dém cac kiéu ky tw dang chir cai hay ky tu dac biét, phai dé trong dau ngac kep,
vi du: COUNT(a,b,c,1) ham nay sé bdo o1, chung ta phai =COUNT(“b”, "¢ ", 1)
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BAI 12: HAM TIM GIA TRI LON NHAT, NHO
TINH TRUNG BINH CONG

wi blogdaytinhoc.com

SU DUNG HAM TIM GIA TRI LON NHAT, NHO NHAT

< Ham MIN, tim ra gia tri nhd nhat trong ddy so, ca phap:
=MIN(quét chon vung)

% Ham MAX, tim ra gia tri 16n nhat trong diy so, ct phap:
=MAX(quét chon vung)

II. SU DUNG HAM TINH GIA TRI TRUNG BINH CONG

* Ham AVERAGE, tinh trung binh cOng
=AVERAGE(Quét chon ving can tinh)
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BAI 13: HAM TINH TONG PHU

HAM TINH TONG PHU SUBTOTAL
Ham nay thuong ap dung khi bang tinh c6 cac nhom, nd ¢6 2 diém dic biét:
v’ S6 liéu tong tu dong cap nhat khi thém nhom méi

v' Tu dong trir di cac dong bi an

v' Tong phu khong thong ké cac tong con

\/

¢ Cu phap:
= SUBTOTAL(Chi so6 ham, Quét chon vung can thong ké)

SUBTOTAL(function_num, refl, ...)
|-=SUETDTAL(]

,
¢ Céc chi s0 ham tuong tng 32 - COUNT
\ \ A A2t e A (€3] 3 - COUNTA

= Tir 1->11 la thong ké ca gla.tn l?1 an o T
* 101-> 111 Ia chi thong ké gia tri dugc hién thi 5 - MIN
[t 6 - PRODUCT
(&3] 7 - STDEV.5 s
[£3] § - STDEV.P
£ 9 - sum
66 (310 - VAR.S
311 - VAR.P
3101 - AVERAGE =

| »
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BAI 14: HAM XU LY THOI GIAN

Ham DAY, MONTH, YEAR tra vé ngay, thing, nim tuong (g cua ¢
= DAY (Chuoi dang Date), cac ham con lai twong tu

Ham HOUR, MINUTE, SECOND lay ra gio hodc phut hoic gidy trong
= HOUR (Chubi chira s6 dang Date c6 chira gio), cac ham con lai twong tur
Ham DATE, TIME |3 ham ndi cac thoi gian riéng 1& vé mot chudi

= DATE (nam, thang, ngay)

=TIME (g10, phut, giay)

Ham DATEVALUE la ham chuyén chudi Date dang Text vé dang Date
= DATEVALUE(Chuoi Date dang Text)

Ham WEEKDAY tra vé ngay thit may trong tuan

=WEEKDAY (chubi s6 dang Date, k) thuong 1a k=1, tuéng (g Chu nhat 1a s

Ing.



TRUNG TAM TIN HOC SAO VIET Q9 093 11 44 858 g blogdaytinhoc.com »Bach Xuan Hién

BAI 15: HAM XU LY CHUOI

* Ham LEFT, RIGHT
Lay ra cac ky tu bén trai hoic bén phai ciia mot chudi ky tu, Ct phap:
=LEFT(Chudi c¢6 ky tw mudn cat, so ky tu can cat)
=RIGHT(Chudi c6 ky tu muén cat, so ky tu can cat)
* Ham MID
Cat ra cac ky tu bat ky ciia mot chudi ky tu, Ct phap:
=MID(Chudi ¢6 ky tu muon cat, vi tri cat dém tir trai qua, sd ky tu can cat
“* Ham LEN
DPém s6 ky tu trong mot chudi, cu phap:
=LEN(Chubi ¢6 ky tu mudn dém)
< Ham TRIM
Xoba cac ky tu trang vo nghia trong chudi, vi du SAO VIET-> SAO V
=TRIM(Chudi chtra ky tu can xu 1¥)
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\/
’0

Ham CHAR(10) dang ky tu xudng dong
Nbi cac tir v6i nhau, khi chon Wraptext, vi tri bat dau cua tir phia sau
khac trong 6
=A&CHAR(10)&B... vdi A va B 1a cac tir hodc cac chudi ky tu bat ky
Ham CONCATENATE

Noi céc chudi véi nhau, twong tu nhu phép ndi &
=CONCATENATE(chubi 1, chudi 2....)

Phép noi chudi &

Noi céc tir voi nhau

=A&B > AB... vi A va B 1a cac tir hodc cac chudi ky tu bat ky
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BAI 16: HAM XU LY SO

Ham INT lay phan nguyén tir s6 thap phan
=INT (S0 thap phan)
Ham ROUND lam tron s0, phan thap phan tir 1- 4 s& duogc tinh 1a 0, phan
9 s€ dugc quy tron la 1 don vi va cong vao két qua
=ROUND(S6 thap phan, phan thap phan can lay bao nhiéu so)
Ham ROUNDDOWN }a‘lm tron s6 dang khong tiang hodc giam vao phan dc la
nghia 1a no chi bo di phan phia sau.
= ROUNDDOWN(S6 thap phan, phan thap phan can lay bao nhiéu so)
Ham MOD lay s6 du
=MOD(S6 bi chia, so6 chia)

» Ham VALUE chuyén ky tw so dang Text sang Number
=VALUE(ky tu s6 dang Text)
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BAI 17: HAM KIEM TRA THONG TIN VA XU

HAM KIEM TRA THONG TIN

< Ham ISERROR, kiém tra 15i

< Ham ISTEXT, kiém tra c6 phai dang Text

< Ham ISNUMBER, kiém tra ky tu c¢6 phai Number

HAM XU LY LOI

< Ham IFERROR, dung dé thay thé gia tri bi 16i bang 1 gia tri nao do, ¢
[FERROR(O can kiém tra, gia tri muon tra vé néu 16i)
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BAI 18: HAM TIM KIEM (DO TIM)

** Ham VLOOKUP, HLOOKUP
Tim kiém thong tin 1lién quan dén 1 d61 tuong trong vung tham chiéu,
= VLOOKUP(Do1 tuong di do tim, Vung do tim, Cot so may co thong t
= HLOOKUP(Doi tugng di do tim, Vung do tim, Dong s6 may c6 thong

Luu y:

1. Tham sé cudi cung néu la 0 la tim kiém tuyét doi, tirc la théng tin do tim cd
hai bang phai giong nhau vé dinh dang va gia tri, con néu 1 la tim kiem tuw
Chuong trinh Excel nang cao sé nghién cuu sau hon vé ham tham so

2. Gia tri do tim trong ham VLOOKUP [uon bat dau tir do tim tai cot dau tié
bang do tim.

3. Vung tim kiém luén phdi cé dinh
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BAI 19: PHEP KIEM TRA VA HAM CO PIE

PHEP KIEM TRA PIEU KIEN
% Bai toan c6 diéu kién thi ta phai kiém tra

% Dé kiém tra 1 DK ta chi can so sanh doi tuong can kiém tra vi diéu kién
v" Vi du dé kiém tra mat hang chudi thudc nhoém X phai khong, ta lam nh
=B4=“X” - Enter

SL

16
20

Luu y: Dé ktra PK, sir dung 6 phép so sanh sau: =, >, <, >=, <=,<>
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A

\___V—_J

Ke

A—/

Vi du: A>B hodc A<=B la mét phép so
hoac goi la ,)hJe)p kiém tra diéu kién

4
)

qua

\ \
N
N
N\

sanh
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|. HAM CO PIEU KIEN IF
Khi két qua tra vé phu thudc vao két qua cua phep ki€m tra di€u kién t

=IF(Kiém tra diéu kién, Két qua mudn tra vé néu phép ktra dung, Két qu
néu phép ktra sai)
=IF (logical_test, [value_if true], [value_if false]) :
- logical_test: Kiém tra diéu kién (Biéu thtrc S0 sanh)
- [value_if true]: Két qua mudn tra vé khi kiém tra diéu kién dung(True
- [value_if false]: Két qua mudn tra vé khi kiém tra diéu kién sai (False)

Mot s6 vi du thuee té vé ham |F

N&u digm thi la 10 | Thi Con du'quhu'o'ng 1 chiéc Ngwoc lai C.o‘n phai tinh 1 nam c6 bao nhiéu
xe dap dién gio

Néu diém thi trén 5 | Thi | Ban sé& dau tét nghiép Nguoc lai B?n DIl tlm kleAm M EET
sach wu tién khong
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=IF(( V@JJUJ@ If_

ogical_Tesd) ,[Value_If_True]),

ajlbe)

| s A . A
{ Kiem tra dieu kien ]

L

[ I\Iuon o ket qua hien thi cai gi nhap vao day, ]

neu phép kiém tra co két qua "True"

1\[11011 6 ket qua hién thi cai gi nlnp vao day,
neu phép kiem tra co ket qua '"False"
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BAI 20: BAI THI TONG KET CUOI KH

(12 Cau Ly Thuyét Lam Vao Vé, Thue Hanh Lam Theo File Excel Trén Website

1. Dé dém so 0 chwra dir liéu dang so dung ham gi sau?

a. COUNTA b. SUM c. MID d.C
2. Dé lay ra ky tw bat ky trong chudi dung ham gi sau?
a. VLOOKUP b. HLOOKUP c. RIGHT d. Ml

3. Pé tim kiém thong tin cho mét d6i twong cho trwée & mot bang, ma doi t
c0 mat & mot bang chwra thong tin khac, c6 thé dung ham gi sau day?
a. MID b. SUBTOTAL c. VLOOKUP d. HLOO

4. Pé lay ra ky tw bén trai cia mt chudi ky tw, c6 thé dung ham gi sau day?
a. MID b. RIGHT c. LEFT d. VLOOKU

5. Khi bai toan c6 két qua tra vé phu thudc diéu kién cho truwéc, dung ham nao sau?
a. WEEKDAY b. LEFT c. IF d.SuU

6. Pé tra vé két qua 1a gia tri 16m nhat trong mét vang dir liéu, sir diung ham gi?
a. MID b. MIN c. COUNT d. MAX
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7. Dé tra vé két qua 1a gia tri nhé nhat trong ving dir liéu, sir dung
a. MAX b. DAY c. MIN

U. \

8. Pé tra vé két qua 1a mot ngay trong thang, sir dung ham gi?
a. MONTH b. WEEKDAY c. DAY d.S

9. Pélam tron mjt so, dung ham gi?
a. MONTH b. VALUE c. ROUND d. INT

10. Pé 1ay ra phan nguyén tir mét sé thap phan, sir dung ham gi sau?
a. MID b. RIGHT c. LEFT d. VLOOK

11. Pé tinh trung binh cdng ciia mét vung dir liéu, cé thé sir dung ham gi’
a. SUBTOTAL b. LEFT c. AVERAGE d. SU

12. Pé tra vé két qua 1a gia tri 16n nhat trong mot vung di liéu, cé thé si
a. MID b. SUBTOTAL c. COUNT d. |

13. Bai thi thwe hanh cudi khoa




