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I. Nhirng diém méi trong Microsoft Excel 2010

1. Chuc nang Backstage View

NGUYEN DACTAM

Giao dién ribbon cua Office 2010 dugc dua vao tat ca cac ung dung trong goi

Office 2010.

Cong cu Backstage View dugc truy cap qua phim Office (goc trén bén trai), hd tro

st dung céc tac vu nhu luu tai liéu hodc in an.

Information about Book1l

B Save As

a7
g
B Open =]
x Protect
e Close Workbook +
Recent
New =/
=F
Check for
lssues ~

2

Manage
Versions ~

Permissions
Anyone can open, copy, and change any part of this workbook
@ This workbook is still besng edited

Mark as Final to avoid accidental editing

Prepare for Distribution
Before distributing this file, be aware that it contains:
Document properties and author,

Versions
You can open or delete & version file, Most autosaved versions are
deleted when you close this file.

There are no previous versions of this workbook.

Document Properties ~

Related People »

Modified By

Related Documents ~

Thanh dinh huéng bén trai cua Backstage View chira nhiéu 1énh, nhu cho phép ai

stra ta1 li€u, kich co file...



EXCEL 2010 NGUYEN DAC TAM
Thém tinh nang Sparkline

SPATKINEY 0015

Design

«  LZ sparkiine Color ~

;.,I'lll l'l'll..,"lll - |l Marker Color ~ T It Ungroup

" |Z Negative Points » | Theme Colors
Style . HE EEESEN
L7 High Point ’
z Low Point > I I I I I I I l
L7 First Point , |
g Last Point Standard Colors

W EEEEN

Recent Colors

12 More Colors...

Excel ludn c6 dit liéu d6 thi va biéu d6 rat phong pht dé md ta dir liéu va xu
huéng. Vi Excel 2010, Microsoft da bo sung thém mot tinh nang mai -
Sparklines. Tinh ning nay cho phép ngudi dung dat mot d6 thi ¢& nho (mini) hay
mot dong nhan dinh khuynh hudng trong mét 6 (cell). Sparklines la cach nhanh

nhat va don gian nhat dé thém thanh phan d6 thi hién thi vao mot cell.

Mon Tues Wed
All Books T— . 5 7821 $702 $ 6911
Arts & Photography T, % 585 § 592 § 56l
Children's Books —— $ 965 | $ 1,007
Computers & Internet e, 953 5 952 5§ 920
History .- 5 649 5 614 5 636
Mystery & Thrillers o .~ $ 789 5 681 § 698
Cooking = . [5 10a7]s 83 § 997
Romance te—— . S8 861 S 789 S 695
Science Fiction & Fantasy =~ — . % 79% 5 672 5 695
Sports —— . [5 1106]5 927 5 702
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Mon Tues Wed

All Books Emew___ 5 731 57026 5691
Arts & Photography Elm__ 5 585 % 532 & 5E
Children’s Books HEElw____ 5 1005|5 965|5% 1L000
Computers & Internet EEl=___ s 963 5 952 5 8
History EmBEl_ = 5 613 5 614 5 63
Mystery & Thrillers Heml___ 5 7EZ % 631 5 69
Cooking BmB.__ |3 1047 |3 B34 & 9o
Romance Il _ & 861 5 783 5 6%
Science Fiction & Fontasy Hmme_ 5 796 S5 672 5 6%
Sports Em_=__ _ |5 1306 % 927 & 7m

Sparkline 1a cach hitu ich dé thém mét yéu t6 tryc quan nhanh va gon.

Tinh nang Slicers

Slicers 1a mét trong nhimg tinh ning trong Excel 2010 c6 thé gilp ban giai thich

dir liéu cua ban dé dang hon. Mot cach nhanh chdng, ban cé céi nhinh truc quan

sau théng qua s lugng 16n dix liéu.

Row Labels -1 Sum of Sales Amount

Arts & Photography 514,711

Grand Total 14,711

Store & | Genre &

Bellevue o Arts & Photography
Issagquah Children's Books
Everett Computers & Internet
Seattle & History
Redmond Mystery & Thrillers
Edmonds Nonfiction
Tacoma Romance
Geaorge Science Fiction & Fantasy
Kirkland Sports

Vi du, ban c6 thé str dung Slicers dé loc théng qua cac dit liéu caa ban va cé thé

nhanh chong tim thay nhiing thong tin c6 lién quan

Khi dir liéu trong bang tru (Pivot Table) thay d6i, Slicer s& tu dong dugc cap nhat.
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DPinh dang di# liéu cé diéu kign

Chtic niang conditional format méi bao gom nhié kiéu dinh dang va icons va kha
nang to sang chi nhitng muc dugc chi dinh nhu gia tri 16n nhat, nho nhat .. véi chi

1 cu click chuét

Pay 1a chic ning rat hay trong Excel 2010. Néu ban c6 mdt bang v6i nhiéu sd liéu
khac nhau, thong thudng dé danh gia dir liéu, chung ta thudng dung cac ham rat
trich va loc dit liéu. Tuy nhién, v6i chirc ning nay, ban khong can diung ham, cang
khong can lay dir liéu ra khoi bang ma van c6 thé danh gia chinh xac dir liéu qua
cach lam ndi bat cac 6 theo mdt diéu kién dinh sdn. Thuc hién nhu sau: queét chon
mot ¢t hodc dong dir liéu can danh gia, sau d6 bam nut Conditional Formatting,

mot menu hién ra véi cac tuy chon:
Kiéu danh gia sang loc:

Kiéu danh gia nay s& sang loc dir liéu ctia ban ngay tai trong bang chtr khong phai
trich riéng ra ngoai nhu cac phién ban Excel truéc day. Chuong trinh thuc hién
“sang loc tai chd” bang cach 1am ndi bat 1én nhiing 6 dung véi diéu kién hodc quy

luat do ban quy dinh. Sau day la hai nhém quy luét chinh:

Highlight Cells Rules: 1am ndi bat cac 6 theo mot trong cac diéu kién: Greater
Than... (16n hon), Less Than... (nhé hon), Equal To (bang) mot gia tri so sanh nao
do, Between (giita 2 gia tri), Text that Contains (6 chit c6 chtra chudi ky tu quy
dinh), A Date Occurring (theo quang thoi gian), Duplicate Values (6 dir liu trung
nhau).

Khi ban chon xong mdt diéu kién 1am noi bat, s& xuit hién mot hop thoai yéu cu
ban nhap gia tri cAn so sanh va mau t6 ndi bat cho 6 phi hop véi diéu kién so sanh

d6. Xong, ban bam OK dé chuong trinh thyc thi trong bang tinh.
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- Top/Bottom Rules: quy luat ndy gém céac diéu kién: Top 10 Items (danh dau 10
6 c6 gia tri 16n nhat), Top 10% (ddnh diu 10% sd 6 c6 gid tri 1on nhit), twong tur
véi Bottom 10 Items va Bottom 10%, Above Average (6 c6 gia tri 1on hon gia tri
trung binh cua cgt/hang), Below Average (6 c6 gia tri nho hon gia tri trung binh
cua cot/hang). Khi ban chon danh gia theo dir liéu hang Top hoac Bottom, mot hop
thoai yéu cau ban nhép s6 6 can 1am ndi, chang han nhu Top 10 hay 20, Top 10%
hay 20%... 1a tity ban tinh chinh, sau d6 bAm OK dé hoan tat.

Kiéu danh gia hién thi mic do:

- Data Bars: ban bam chon kiéu dénh gia ndy, chon mot mau ung y trong menu
hién ra. Khi d6, trong vung dit li¢u cta ban sé xudt hién cot mau danh gid muc do
dir liéu gitp ban dé dang so sanh cling nhu nhén ra sy ting giam cta s liéu nhap
vao. Cot mau cang dai thi s6 liéu cua ban cang coO gia tri cao, ngugc lai 1a nhitng 6
gia tri thap.

- Color Scales: kiéu danh gia nay s& t6 mau cho cac 6 dir liéu theo 3 mau khac
nhau, Ung véi mdi mau 1a mic do thép, trung binh va mtc do cao. Khi chon nhom
Color Scales, ban hdy chon mdt nhém mau ban thich trong menu hi¢n ra va sé théy
chuong trinh 4p dung lén vung chon cua ban. Ban ciling co thé tao quy luat mau

theo ¥ minh bang cach chon Color Scales > More Rules.

- Icon Sets: bAm chon Icon Sets, chon mot nhom biéu tuong mong mudn, chuong
trinh s€ tu dong dat cac biéu tuong trudc 6 dir li€u cua ban, gitip ban c¢d cai nhin
tryc quan vé bang tinh.

Vi du dau biéu thi s6 liéu & mirc 46 cao nhat, ddu biéu thi s liéu & muc trung binh,
va dau biéu thi sb liéu thap dudi ca mac trung binh, ddng bao dong. Mdi biéu

tuong img véi mot muc dg, chuong trinh s€ tu dong tinh toan gia tri trung binh cua
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toan cot hodc dong dang so sanh va tién hanh dit biéu tuong thich hop vao ting 6

theo gia tri phan tram ma 6 d6 dat dugc so vo1 mire do chung cta ca ¢t hoac dong.

Ban c6 thé dinh lai quy luat danh gia nay bang cach chon More Rules trong nhom

Icon Sets.

Ngoai nhiing kiéu dinh dang co diéu kién trén, ban co thé tao riéng cho minh
nhimg quy luat danh gia khac bang cach bam nut Conditional Formatting > New
Rule, tuy nhién viéc ndy rat mat thoi gian. Tt nhit ban nén st dung nhimg quy
luat c6 sin ma Excel di cung cap rat day dii cho ban. Khi ban khong vira y véi cac
dinh dang da chon, dé x6a ching ma khéng mat dir liéu, ban bam Conditional
Formatting > Clear Rules, chon mét trong cac kiéu x6a nhu Clear Rules from:
Selected Cells (chi xo6a trong cot chon), Entire Sheet (xd6a trong ca sheet), This

Table (chi x6a trong bang dang xt 1y).

C6 thé nodi nhom cong cu dinh dang nay cua Excel 2010 rat thd vi, né cho phép
ching ta tao ra nhitng bang tinh dugc trinh bay rat khoa hoc va bat mét. Pac biét
nhat 13 tinh tu dong cao, giao dién bang tinh dep va kha ning danh gia, sang loc di
liéu chuan xac va doc ddo. Chic chan khi sir dung chirc ning ndy, ban s& thiy hing

tha hon rat nhiéu khi xir 1y dir liéu va tinh toan trong Excel.
PivotTables va PivotCharts

Gidng nhu PivotTables, PivotCharts ciing dugc thuc hién mot cach dé dang trong
giao dién moi nay. Tat ca nhiing cai thién moi vé viéc loc dugc cung cap cho
PivotCharts. Khi ban tao mét PivotChart, cac cong cu PivotChart dac biét va cac
menu nodi dung duoc cung cap dé ban cd thé phan tich dit liéu trong biéu d6. Ban
cling c6 thé thay do6i layout, style va dinh dang cua biéu d6 hoic cac thanh phan
khac cta n6 theo cling mot cach ma ban c6 thé thuc hién cho cac biéu do théng

thuong. Trong Office Excel 2010, viéc dinh dang biéu d¢6 ma ban ap dung duoc
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duy tri khi thay d6i sang PivotChart, diéu ndy la mot bd sung nang cap dé theo

cach ma no6 da lam viéc trong cac phién ban Excel trudc day.

Share Workbook

B sack
Info Send Save to SharePoint
o ’ . You can organize your workbooks and make them available to members of your organization by saving them

B save “_+  Send Using E-Mail your SharePoint

BX Save As
Use this when:

»’_\ Send as Internet Fax e e 3

B Open *  You want to share )‘ourf«le by putting it in 2 central site
* You have large collections of work being shared between you and your co-workers

i Close File Types

There are no known SharePoint locations.

Recent kll Change File Type Learn more sbout saving to SharePoint.

AN

New | Create PDF/XPS Document

A @
Print Special Locations Save to

: Deie = SharePoint
Share S Save to SharePoint
Excel & Publish to Excel Services
B Options —

Save to SharePoint Workspace
Exit @

Workspace

Microsoft Excel 2010 c6 thé tich hep véi SharePoint dé cung cap cac cong cu
quan 1y noi dung d& hiéu, thuan tién cho viéc chia sé kinh nghiém, tri thtc, nang

cao nang suat lam viéc nhom.
l. Ngi dung chinh

Chwong 1: Lam Quen Véi Microsoft Excel
1.1Giéi thiéu Excel

Excel la gi:

Microsoft Excel 13 mot phan mém hay 1a mot chuong trinh ang dung, ma khi chayr
chuong trinh (tng dung nay sé tao ra mot bang tinh va bang tinh nay gidp ta dé

dang hon trong viéc thuc hién:
[J O Tinh toan dai s6, phan tich di liéu

[10]Lap bang biéu béo cao, t6 chirc danh sach
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O Truy cap cac ngudn dir liéu khac nhau

(V& d6 thi va cac so do

[ O Ty dong hoda cac cong viéc bang cac macro

[100Va nhiéu tng dung khac dé gitp ching ta c6 thé phan tich nhiéu loai hinh bai

toan khac nhau.

[1JWorkbook: Trong Excel, mot workbook la mét tap tin ma trén dé ban lam viéc
(tinh toan, v& do thi, ...) va luu trir dix liéu. Vi mdi workbook cé thé chira nhiéu
sheet (bang tinh), do vay ban c6 thé t6 chuec, luu trir nhiéu loai thdng tin c6 lién
quan véi nhau chi trong mot tap tin (file). Mot workbook chia rat nhiéu worksheet

hay chart sheet tuy thugc vao bo nhd may tinh caa ban.

[ Worksheet: Con goi tit 1a sheet, 13 noi luu trit va lam viéc véi dit liéu, né con
duoc goi 12 bang tinh. Mot worksheet chira nhiéu 6 (cell), cac 6 duoc té chie thanh
cac cot va cac dong. Worksheet dugc chtra trong workbook. Mot Worksheet chira
duoc 16,384 cot va 1,048,576 dong (phién ban ct chi chira duoc 256 cot va 65,536
dong).

[J[JChart sheet: Ciing 1a mot sheet trong workbook, nhung né chi chira mot db thi.

Mot chart sheet rat hiru ich khi ban mudn xem riéng 1é timg do th.

[JSheet tabs: Tén cua cac sheet sé& thé hién trén cac tab dit tai goc trai dudi cua
ctra s6 workbook. Dé di chuyén tir sheet ndy sang sheet khac ta chi viéc nhap chuot

vao tén sheet can dén trong thanh sheet tab.
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Workbook

Worksheet Worksheet Chartsheet Chartsheet

1048576 déng 163584 cét

Cac thanh phan cia Workbook
Excel 2010 dung dinh dang tap tin mac dinh la “.XLSX” (dua trén chuan XML
gilip viéc trao doi dit liéu giita cac (ing dung duoc dé dang hon) thay cho dinh dang

chuan trude day 1a “.XLS”.
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Giao dién Excel

10Nt [énh Office chira c&c Iénh rat thudng hay sir dung nhu tao tap tin méi, mo
tap tin, Iuu tap tin, ... va danh muc cac tap tin d@ mo trude d6. Nuat 1énh Office

giong nhu thyc don File caa cac phién ban trudc.
[1JChung ta c6 thé ché bién thanh cac 1énh truy cap nhanh chira cac 1énh ma ta

hay sir dung nhat. Nhin vao |¥ @& ma danh muc céc lénh va ¥ vao cac lénh can
cho hién 1&n thanh Iénh truy cap nhanh. Néu cac ndt Iénh & day con qua it ban c6
thé nhan chon More Commands... 3¢ m& cira s6 diéu ché thanh 1énh truy cap

nhanh.

Home Insert Page Layout Formulas Data Review View

[& save
Save As
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Information about Book1

Product Activation Required

[ Close =] Microsoft Office Monde 2010 requires a valid product license, Activate your

o= product key now to obtain a valid product license,

Actrvate
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Mew A00=] ) )

== | Anycne can cpen, copy, and change any part of this workbook,
Print Protect

Workbook *

Share

Help . Prepare for Sharing
| :} = Before sharing this file, be aware that it contains:

] Opti ies 'g
:] Options Check for Document properties and author's name
[ et [ssues~
: Versions
133 You can open or delete a version file. Most autosaved versions are deleted when
you close this file,
Manage

& p - i
T R ] There are no previcus versions of this file,
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Céc lénh trong thuc don Office

Customize Quick Access Toolbar

Mew

Open

Save

E-mail

Cuick Print
Print Preview
Spelling

Undo

Redo

Sort Ascending
Sort Descending

Open Recent File

Mare Commands...

Show Below the Ribbon

NGUYEN DAC TAM

Bang lua chon Iénh truy cap nhanh
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Excel Options

NGUYEN DACTAM

General

@ Customize the Ribbon,

Formulas
Chaose commands fram: G

Proofing |Popu|ar Commands

Save

il A chart Types...
i1 Borders

Calculate Mow
Center

Conditional Farmatting
Connections

Copy

Custom Sort..,

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Fows
E-mail

Filter

Fant

Font Calor

Font Size

Farmat Cells...
Format Painter
Freeze Panes
Increase Fant Size
Insert Cells...

Insert Function...
Insert Sheet Columns
Insert Sheet Rows
Macros

Merge & Center
Mame Manager

Mew

e

Language

Advanced

Customize Ribbon
Quick Access Taolbar
Add-Ins

Trust Center

SO R o< i BN
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Edii ]

[
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Customize the Ribbon:
|I\-1ain Tahs w

Main Tabs

= [#]Home
Clipboard
Font
Alignment
Mumber
Styles
Cells
Editing

[#]Insert

[#] Page Layout

[#] Farmulas

[¥] Data

[¥#] Review

[#] iew

[JDeveloper E]

[¥] Add-Ins

[¥] Background Remaoval

MNew Tab ] [ﬂewGroup] [ Rename... ]

Customizations: i
Import/Expart * |0

[ Ok l [ Cancel

Hop thoai dé ché bién thanh cac 1énh truy cap nhanh

Ribbon la gi?

Ribbon: Excel 2010 thay doi giao dién ngudi ding tir viéc st dung cac thanh thuc

don truyén théng thanh cac cum 1énh dé dang truy cap dugc trinh bay ngay trén

man hinh goi la Ribbon. C6 cac nhom Ribbon chinh: Home, Insert, Page Layout,

Formulas, Data, Reviews, View, Developer, Add-Ins.

Home Insert Page Layout Formulas Data Review
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Home: La noi chira c&c nut Iénh dugc sir dung thuong xuyén trong qua trinh lam
viéc nhu: cat, dan, sao chép, dinh dang tai liéu, céc kiéu mau cd san, chén hay xda
dong hoic cot, sap xép, tim kiém, loc dir liéu,.. .

[0 Insert: Chén céc loai ddi tuong vao bang tinh nhu: bang biéu, vé so dd, d6 thi,
ky hiéu, ...

[JJPage Layout: Chira cac nat 1énh vé viéc hién thi bang tinh va thiét lap in an.
[10JFormulas: Chen cdng thirc, dat tén vung (range),

cong cu kiém tra theo ddi cong thire, diéu khién viéc tinh toan cua Excel.

[ Data: Céc nit Iénh thao dbi véi dix liéu trong va ngoai Excel, cac danh sach,
phan tich dir liéu,. ..

[JJReview: Cac nat Iénh kiém 13i chinh ta, hd trg dich tir, thém cha thich vao cac
0, cac thiét 1ap bao vé bang tinh.

[100View: Thiét 1ap cac ché do hién thi ciia bang tinh nhu: phong to, thu nhé, chia
man hinh, ...

[ Developer: Tab nay mic dinh dugc an vi né chi hiru dung cho céc Iap trinh
vién, nhimg nguoi ¢ hiéu biét vé VBA. Bé md nhoém nay nhan vao nat Office
[11Excel Options [10Popular [177Chgn Show Developer tab in the Ribbon.
[JOAdd-Ins: Tab nay chi xuat hién khi Excel ma mét tap tin c6 sir dung cac tién
ich b sung, cac ham bo sung,...

Sr dung thwe don ngir canh (shortcut menu)

Khi mudn thyuc hién mot thao tac nao do trén dbi twong (6, ving, bang biéu, do thi,
hinh v&...) trong bang tinh, ban hdy nhap phai chudt 1én d6i twong dé. Lap tic mot
thanh thyc don hién ra chtra cac 1énh thdng dung cd thé hiéu chinh hay 4p dung

cho dbi tegng ma ban chon.
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Calibri » 11 » A A" $ + % o+ |[ag
B J = & A~ 5%

E,},, Cut

=3 Copy
[, Paste Options:

=|

Paste special...

Insert...
Delete...

Clear Contents

Filter 4
Sort 4

A Insert Comment

% Format Cells..,
Pick From Drop-down List..,
Define Mame...

& Hyperlink...
Thuc don ngir canh

1.2. Mé Excel, dong Excel, phong to, thu nhé cira s6
1.2.1. Mé Excel
Thao tac:
B1. Tir man hinh (ctra s6) chinh cua Windows nhap chut nit Start & goc dudi bén
trai
B2. Di chuyén chudt 1én trén dén chit All Programs, roi di chuyén chuét sang phai

chon Microsoft Office, sau d6 di chuyén chudt dén chit Microsoft Office Excel

2010 thi dtrng lai.

B3. Nhip chudt vao biéu twong [XIEEETEEEENN 3¢ khoi dong Excel.
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Phéng to, thu nhé cira s6 Excel

Thu nho Phong to Dong

L

Céc nut diéu khién cua sé Excel
Thu nhé cira s6 Excel

Thao tac nay chi thuc hién duoc khi ctra s6 dang mé to Nhap chudt chudt vao nit
= & goc trén clng bén phai. Khi d6 ctra s6 Excel s& duoc thu gon lai thanh mot

biéu tugng trén thanh Taskbar cia Windows bén canh nit Start.
Phéng to cira so Excel
Thao tac:

Thao tac nay chi thuc hién duoc khi cira s6 dang bi thu nho

Nhap chudt vao biéu tugng thu gon cua Excel trén thanh

Taskbar bén phia dudi man hinh
Thoat khoi Excel
Thao tac:

Nhéap chuét vao nit 22 & goc trén cling bén phai dé thoat khoi Excel. Hoic ciing co

thé thoét Excel bing cach nhan nit Office [J[1chon Exit Excel.
1.3. Thao tac véi 6 va vung
Nhan dang 6 va vung (cells, range)

Dia chi mot 6 trong Excel dugc xac dinh boi tiéu dé cot va sb tha ty caa dong. Mot
vling trong bang tinh dugc xac dinh bang dia chi ciia 6 & goc trén bén trai cua ving

va dia chi 6 goc dudi bén phai caa viing (c6 dau : phan cach). Dac biét, dia chi cua



EXCEL 2010

ca mot cot hoac dong dugce xac dinh 1a <tén cgt>:<tén cgt> (vi du cot A thi duoc

NGUYEN DACTAM

xac dinh ngan gon 1a A:A) va <sé dong>:<sé dong> (vi du dia chi caa ca mot dong

413 4:4).

Vi du: Hinh bén dudi 6 hién hanh c6 dia chi 1a B11 vi n6 c6 tiéu dé cot 1a B va sb

dong 1a 11, ving dwoc bao bai nét cham dut c6 dia chi 1a H2:H12 vi 6 dau tién cua

vung c6 dia chi 1a H2 va 6 cudi cua ving 1a H12.

A b C D E P G g
1 Baiteanddotw|
2 T#n Ddutui6ida Sudt thulgi S6nim TP diihan uRR it RR |
3 Trai phiéu dﬁrm 25.0% hing nim ddo han (1l-ves,0-no) DPanh gia ' { 1-yes, O-no) !
4 | ACME Chemical } M S65% 11 1 1-Cute k¥ t6t — 0 !
5 DynaSr | - 950% 10 1 T o1
6  EagleVision § | b 10.00% 6 0  4Kndest | 1 |
7 | MicroModeling """ -t 875% 10 1 1- Cuc ki :c'&i 0 |
8  Optibo | B 925% 7 o 3T&t | 1 |
O | Sabre Systems 1 L 9.00% 13 1 2Rttt 1 0 |
10 | Téng ddu tu: v Tdng I Téng: | | Téna: i
11 —Fitndangeo»] $750,000 Yéucdu: $375000 Chophep: | S262500 |
1
|

12
13
14
15

A
M 4 F M GRIPT -TH

Chon vung

QHTT-TH_ DHV-TH

Investment - TH

Fli=E11"R0

1
|
THN=Bm 35

Conas

Gigi PT

bia chi 6 va vung

QHTT . DH]N ]

|1

|

Néu ding chudt, trudce tién ban dung chudt di chuyén 6 hién hanh dén goc trén bén

trai ctia viing can chon, sau do giit trai chudt kéo xuéng dudi qua phai dén vi tri 6
cudi cuing cta ving va tha chudt. Néu dung phim thi sau khi chon 6 dau tién ban
giit phim Shift trong khi nhan phim [J0va [Jdé dén 6 cudi ciia ving va tha cac

phim. (Ban ciing c6 thé lam nguoc lai 1a chon 6 cudi cua ving trudc va kéo chon

dén 6 dau tién).
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Khi mudn chon ca sheet hién hanh thi nhan <Ctrl+A>, con muén chon ca
workbook (nghia 1a chon tat ca c4c sheet) thi nhap phai chudt 18n thanh sheet tab

va chon Select All Sheets.
Sao chép va di chuyén ving

Sao chép (copy) gilp ta nhan ban mét ving nao d6 dén mot noi nao dé trong bang
tinh va dir liéu gbc con nguyén, con di chuyén ving thi cling nhu sao chép nhung
dix liéu gbc s& duogc di doi dén vi tri moi. Bé sao chép hay di chuyén trude tién ban
phai chon viing can sao chép hay di chuyén, sau d6 co thé ding nat Iénh, phim tat

hay dung chuét dé thuc hién:

[J O Dung Ribbon: Chon ving 0 CHome £ Cnhdm Clipboard [ Cnhan nt i~
hay # (Copy hay Cut), dén noi dich va Home [1[Jnhém Clipboard []Jnhan nit

7 (Paste). Ban c6 thé goi cac Iénh trén tir thuc don ngit canh [ [inh4p phai

chuot.

[101Chudt: Chon ving [ Cgiir trai chudt va gitr thém phim Ctrl néu 1a sao chép
(khdng gitr thém phim Ctrl s& 1a 1énh di chuyén) [1kéo chudt téi noi dich can sao

chép hay di chuyén dén va tha chuot.
Dan dac biét (Paste Special)

Trong qua trinh sao chép doi khi chung ta can dan noi dung da sao chép hay cat tir
bo nhd vao vai mot sé chon loc nao dé, khi d6 thay vi dung 1énh Paste ban hay st
dung Paste Special... Sau khi chon ving, ra 1énh Copy, dén dich can sao chép dén
va nhap phai chudt, chon 1énh Paste Special. ... hop thoai Paste Special c6 mot s6

lwa chon nhu bang sau:
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Paste Special

@EII () all using Source theme
) Formulas ) all except borders
i values () Column widths
) Formats ") Formulas and number Formats
) Comments () walues and number Formats
) Yalidation &l merging conditional Formats
Operation
%) Mone ) Mulkiply
) add ) Divide
) Subtract
[ ] skip blanks [ ] Transpose
Paste Link, [ (0] 4 ] [ Cancel

Giai thich hop thoai Paste Special

All Dan ca gia tri va dinh dang cua ving ngudn

Formulas Dén gia tri va cong thire, khong dinh dang

Values Chi dan gia tri va két qua cua cong thirc, khong dinh dang
Formats Chi dan vao dinh dang, bo qua tat ca gia tri va cong thic
Comments Chi déan vao cha thich caa cac 8, bo qua tat ca gia tri va

cong thtrc

Validation Chi dan vao cac qui dinh Xac thuc dir liéu cho vung dich

All using source Dan vao moi thtr va diing mau dinh dang tir viing ngudn

theme
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All except borders

Dan vao moi thtr va loai bo cac khung vién

Column widths

Chi dan vao théng tin qui dinh chiéu rong cot

Formulas and

number formats

Dan vao gia tri, céng thirc va cac dinh dang gbc cua cac con

sb, c4c dinh dang khac bi loai bo.

Values and number

Déan vao gia tri, két qua caa cong thirc va cac dinh dang gbc

formats ctia C4c con sd.

None Khong kém theo viéc tinh toan nao trén dix liéu sap dan vao

Add Cong cac gia tri caa ving ngudn vao cac & twong tng &
vung dich

Subtract Céac 6 mang gia tri cua vung dich s¢ trir di cac 6 twong (ng
ctia ving nguon.

Multiply Céac 6 mang gia tri cua vung dich s€ nhan véi cac 6 tuong
{rng cua ving ngudn.

Divide Céac 6 mang gia tri cua vung dich s€ chia cho cac 6 tuong
{rng cua ving nguon

Skip blanks . Khéng dan dé cac 6 rdng ¢ viing ngudn vao 6 cé gia tri o
vung dich

Transpose Dan vao va dao dong thanh cét hoac nguoc lai

Paste Link Dan vao va tham chiéu 6 dich dén 6 ngudn
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Dat tén vung

Viéc dat tén ving c6 loi rat 16n trong qua trinh thao thac va xt 1y tinh toan nhur:
vung dugc gan tén sé gilp goi nhé va dé hiéu cong dung cia nod hon 1a cac dia chi
don thuan, dat tén gidp viéc tham chiéu tinh toan it sai s6t hon va di chuyén hay
chon cac vung da duoc dit tén rat nhanh chéng tir Name box (hoic ding Go to —
F5).... Tén dai toi da 255 Ky tu khong chsra khodng tring va ddu chdm, tén phai
bét dau 14 ky tu khong duoc bit dau 12 sd, tén khong duoc dit gidng cac dia chi
tham chiéu. Dé dit tén trudce tién ta chon ving can dit tén 0 chon nhém
Formulas [ JDefined Names [1[]Define Name, hop thoai New Name hién ra. O
day, ban hdy nhap tén viing vao hop Name chon Scope, nhap chu thich néu can,
xong thi nhan OK. Ngoai ra ban con cd thé dat tén truc tiép tir hop Name box hoic
dat tén cho vung chon tir Formulas [ [1Defined Names [1[]Create from Selection

hoac dung thuc don ngir canh.

New Name @ @

Marme:

acope: Warkbook, W

Carmment:

Refersto: | _sheetzigada:$ad13 P

[ o, l[ Cancel ]

Mubn mé hop thoai quan 1y cac tén dd dat ban vao nhém Formulas [ [ Defined
Names [J[JName Manager. Tir hop thoai ban c6 thé dat tén mai, hiéu chinh théng

tin cho cac tén hién hoic xda tén cia cac ving khong dung dén,.. .
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Thém chu thich cho 6

hém chu thich vao céc 6 gilp cho viéc hiéu chinh va hiéu thong tin ma 6 dang chira
dugc rd rang hon. Dé thém chu thich va 6, chen 6 [Jchon nhém Review
[JJComments [ JNew Comment va hdy nhap chd thich vao. Ngoai ra ban c6 thé

nhdp phdi chudt 1én 6 can chd thich va chon Insert Comment.

[11Dé doc cha thich chi can ré chuét 1én 6 c6 chd thich hoic vao Review

[1JComments [1[1Next hay Previous.
0 OPé an/ hién chd thich vao Review 0 Comments [ Show All Comments (an/
hién tat ca) hoac Show/ Hide Comment (an/ hién chu thich 6 dang chon).

[JHiéu chinh chd thich vao chon 6 can hiéu chinh cha thich [1[Review
[JJComments [ [JEdit Comment. Ngoai ra ¢é nhanh ban c6 thé nhap phai chuot

va chon Edit Comment tur thue don ngir canh.

[][1X6a chu thich vao chon & can xda cha thich [1[1Review [][1Comments

[ Delete. Hoac nhap phai chudt va chon Delete Comment.

=] BaiTHS xlsx - = X
A B G D E F G H E

1 Bai todn diu tu

2 Tién Piutu téi da Sudt thulgi S6'nam TP dii han RR-ItRR

3 Trdi phiéu ddriable cell % héng ndm diohan  (l-ves,0-no) Pdnhgidi (l-ves, (-no)

4  ACME Chemical | aish S8 8.65% 11 1 1-Cc ki tot 0

5 Dmasar { [ 0% 10 1 s :

6  Eagle Vision | =TT 1000% 6 0 4-Kh4 t6t 1

T | MicroModeling ------- Constraint cel 10 |Constlalm cell I Cue kﬂ Constraint cell I

8 OptiPo | 7 0 “Tét 1

9 | Sabre Systems ----------------- 13 1 -Rit 16t 0

10 Téng ddu tu: Toéng: Téng: Téng:

11 Tién dang ca: £750,000 Yéucdu: 375,000 Cho phep: $262,500

12 Fii=B11*80% Hil= 11365

12 4
M4 » M| GEIPT-TH ~QHTT-TH ~DHV-TH | Investment - TH - G PT . ~QHTT .~ DH\ 4 I 1l L |.'.§

Minh hoa cho hién céc chd thich
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Chén, x6a 6, dong va cdt

Chung ta c6 thé chén thém céc 6 vao bén trai hoac bén trén cua 6 hién hanh trong
worksheet va dich chuyén cac 6 dang chon qua phai hoic xudng dudi. Tuong tu, ta
c6 thé chén thém céac dong bén trén, chén thém céc cot vao bén trai va cd thé xoa di
cac 0, cac dong va cot.

Chén 6 tréng

B1. Chon céc 6 ma ban muén chén cac & trong vao d6 (mudbn chon cac 6 khéng
lién tuc thi gitr Ctrl trong khi chon cac 0).

B2. Chon Home [CJchon nhém Cells CInsert O O Insert Cells. .. B3. Chon lya chon
phu hop trong hop thoai Insert

Chen dong

B1. Chon mét hoic nhiéu dong lién tuc hoic cach khoang ma ban muédn chén sé
dong tuong g phia trén cac dong nay.

B2. Chon Home (11 Ichon nhém Cells (107 Insert (1] Insert Sheet Rows

g=Insert -
T Delete =
_:_l Farmat =

Cells
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A = C D E F G I I i
1 Bai todn diu tu
2 Tién Ddutu t6i da [Sust thulgi] Sé'na -ItRR
3 Trai phiéu ddu tu 25.0% hing nam | ddo MMES. 0-no)
4 | ACME Chemical p 865% 11 | Insert 0 -
5| DynaStar | h 9.50% /o—-!r @ hift colls ripte! 1
6 | EagleVision : 10.00% 6 | O shift cells don 1
7 | MicoModeling i h 8759 10 | O eEntire row 0
8 OptiPo  © h 9.29% 7 | Oentire column 1
9 | Sabre Systems | b 9.0p% 13 0
10 7 . | Téng: } ) Téng: l oK ] [ Cancel J _1
11 1 Nhap phai chuot / Yéucdu: $375.000 | Chophep: | $262.500
12 sau khi Ch(_)Il cac Fi1=BIr60% Hil=ET 364
13 0 va chon Insert |
M 4 » FTGEPT-TH "QATT-TH . DHV - TH | Investment - TH , G@iPT , QHTT |

Minh hoa chén cac dong tréng 1én trén cac dong dang chon

Cheén cat

B1. Chon mét hoic nhiéu cot lién tuc hodc cach khoang ma ban mudn chén sé cot

tuong tng phia bén trai cac cot nay.

B2. Chon Home [ Jchon nhdm Cells 10 Insert (100 Insert Sheet Columns

Xoa cac 0, dong va cot

B1. Chon cac 6, cac dong hoic céc cot can xoa

B2. Chon Home [JICells [J[]Delete []CIchon kiéu x6a pht hop (xem hinh)

Xoacac 0 — . Insert Cells...

: 5
Xoa dong —#=  Insert Sheet Rows
kd

"]

Xoa cot — & Insert Sheet Columns

2| Insert Sheet

!:."Jlmfrt: = &7
.""/r

G | H '

() shift cells up
() Entire row

() Entire column

| o

I [ Cancel
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Thay d6i d§ rong cot va chiéu cao dong

Trong worksheet ta c6 thé qui dinh d6 rong cot tir 0 dén 255, day chinh 1a sé ky tu
c6 thé hién thi trong mot dong. Do rong mic dinh cua cot 1a 8.43 ky tu, khi do rong
1a 0 thi cot duoc an di. Tuong tu, chiéu cao caa dong qui dinh tir 0 dén 409, day 1a
don vi do ludng bang diém (point: 1 point = 1/72 inch). Chiéu cao mic dinh cua
dong 1a 12.75 point, khi chiéu cao 1a 0 thi dong bi 4n di. Cac bude diéu chinh dong

cot:

B1. Chon dong hoic cot can diéu chinh chiéu cao hoic do rong
B2. Chon Home [1[Cells [J[JFormat [J[1Chon Iénh phu hop
[I0JRow Height... chon Iénh nay dé qui dinh chiéu cao cua dong

[ AutoFit Row Height chon Iénh ndy Excel sé& tu canh chinh chiéu cao dong cho

phu hop vaéi ndi dung.
[J0]Column Width... chon lénh nay dé qui dinh d6 rong cot

[1JAutoFit Column Width chon [énh nay Excel sé tu canh chinh do rong cot cho

phu hgp véi ndi dung.

[ (] Default Width... chon 1énh nay khi ban mudn qui dinh lai d6 rong mic dinh
cho worksheet hay ca workbook. Ta c6 thé qui dinh chiéu cao dong va d6 rong cot
cho ca worksheet hay ca workbook bang céch chon ca worksheet hay ca workbook
truéc khi thuc hién Iénh. Ngoai cach thay d6i chiéu cao dong va do rong cot nhur
trén, ta con co thé diing chudt dé thao tac nhanh hon. Muén thay dbi d6 rong cot
nao hay ré chudt dén phia bén phai tiéu dé cot d6 cho xuat hién ky hiéu va kéo
chuot vé bén phai dé tang hoac kéo vé bén trai dé giam do rong cot. Tuong tu,
muén thay doi chiéu cao dong nao hay ré chudt dén bén dudi sé thir ty dong cho
xuat hién ky hiéu va kéo chudt 1én trén dé giam hoac kéo xudng dudi dé tang chiéu

cao dong.
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g=lnset~ E - :\? L?a
, ?l‘l |

I Delete » | [g]- *

[ - S':'rt IE‘I'. F|r|lj l:'\'.
(miFormat *| (2~ Filter~ Select~
Cell Size

0 RowHeight...
] AutoFit Row Height | ¢
B Column Width...

AutoFit Column Width

Default Width...
Visibility

Hide & Unhide g
Organize S5heets

Bename Sheet

Move or Copy Sheet...

Tab Colar 4
Protection

2y Protect Sheet..
2| Lock Cell

'ﬁ;' Farmat Cells...
Ta c6 thé qui dinh chiéu cao dong va do rong cdt cho ca worksheet hay ca
workbook bang cach chon ca worksheet hay ca workbook truée khi thye hién 1énh.
Ngoai cach thay d6i chiéu cao dong va do rong cot nhu trén, ta con co thé diung
chudt dé thao tac nhanh hon. Muén thay doi do rong cOt nao hay ré chuot dén phia
bén phai tiéu d& cot d6 cho xuit hién ky hidu T va kéo chudt v& bén phai dé tang
hodc kéo vé bén trai dé gidm do rong cot. Tuong tu, mudn thay ddi chiéu cao dong
nao hiy ré chudt dén bén dudi sb thir tu dong cho xuat hién ky hidu F va kéo

chudt Ién trén d€ giam hoac kéo xudng dudi dé tang chiéu cao dong.
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D ..l.. E 3 Trdi phiéu dau
-_11_ ACME Chemical
d Sust thulgi Sé'nam ° . DynaStar SN
. . 6 Eagle Vizion
hing nam  dso han ¢ age viion
- - | MicroModeling
I sese | 1 - e

Néi (Merge) va bo nbi cac 6 (Split)

Néi nhiéu 6 thanh mgt 6

Khi ndi nhiéu & thanh maot 8, néu tat ca cac 6 déu co dir lidu thi ban can chuyén hét
dix liéu 1én & & goc trén cling bén trai ciia nhom 6 can merge Vi chi co dit liéu cua &
nay duoc gitr lai, dit liéu cua cc 6 khac sé bi xda.

B1. Chon céc & can ndi lai.

B2. Chon Home [ L Alignment [l Cchon Merge & Center. Bé canh chinh dix liéu
trong 6 dung cac nut canh chinh trong nhém Algnment.

General -

=X AdI B I %58 8

Merge & Center
Merge Acrass

Merge Cells

B 6o EE v

Unmerge Cells

Chuyén mét 6 di noi vé lai nhiéu 6

Sau khi chuyén 6 di ndi vé lai nhiéu 6 thi noi dung sé hién tai 6 & goc trén ciing
bén trai.

B1. Chon 6 dang bi ndi.

B2. Chon Home [1[JAlignment [1[Ichon lai Merge & Center hoac Unmerge Cells

déu duoc.
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1.4. Di chuyén trong bang tinh va sir dung phim tat

Ban c6 thé dung chudt, cac phim [0 0000, thanh cudn doc, thanh cubn ngang,
sheet tab, cé4c to hop phim tat dé di chuyén qua lai gitta cac sheet hay di dén céac
noi bat ky trong bang tinh.

Thanh cubn doc, thanh cudn ngang

Thanh cudn doc va thanh cuén ngang duoc goi chung la cac thanh cubn (scroll
bars). Bai vi man hinh Excel chi ¢d thé hién thi (cho xem) mét phan caa bang tinh
dang thao tac, nén ta phai dung thanh cuén doc dé xem phan bén trén hay bén dudi
bang tinh va ding thanh cusn ngang dé xem phan bén trai hay bén phdi cua bang
tinh.
[J O Thanh cudn doc 12 thanh dai nhat, nam doc & bén 1& phai; hai dau c6 hai mii
tén 1én va miii tén xudng; & gitra c6 thanh trugt dé cuén man hinh 1&n xuéng.
(10 Thanh cubn ngang la thanh nam ngang, thir hai tir duéi man hinh d&ém lén. C6
hinh dang giéng thanh cudn doc, chi khac 1a nam ngang.

14 Al

Thanh cudn ngang
Thao tac:
[10INhap chudt vao mili tén sang trai dé cudn man hinh di sang tréi.
[J0JNhap chudt vao miii tén sang phai dé cuén man hinh sang phai.
Thanh Sheet tab

Dé di chuyén qua lai giira cac sheet ta nhap chudt 18n tén cua sheet trén thanh sheet
tab. Ngoai ra chling ta c6 thé dung <Ctrl + Page Up> dé di chuyén dén sheet lién
truéc sheet hién hanh va <Ctrl+Page Down> dé di chuyén dén sheet lién sau sheet

hién hanh. Dé tro vé sheet dau tién ban nhap chudt va nat 4 trén thanh sheet tab
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va dé dén sheet cudi ciing thi ban nhip chudt vao nat trén thanh * sheet tab. Néu
muébn dén mot sheet nao d6 trong trudng hop c6 qua nhiéu sheet thi ban hdy nhap

phai chuot vao thanh # < » ¥ va chon tén sheet can dén.

| 4 ¢ » »| Sheetl ~ Sheet2 ~ Sheetd - ¥J

Pén sheet dau Sheet hién hanh Tao sheet madi1

Ve sheet triede | Deén sheet cudi
Peén sheet sau

Str dung cac t6 hop phim tit dé di chuyén

Pé dén dugc noi can thiét trong bang tinh ngoai viéc ding chudt cudn cac thanh
cubn ngang va doc, cac phim mili tén thi ban nén nhé céc to hop phim & bang bén

duéi dé gitp di chuyén duoc nhanh hon.

Nhan phim Di chuyén
— hodc Tab Sang 6 bén phai
<« hoac Shift + Tab Sang 6 bén tréi
1 Lén dong
! Xubng dong
Home Pén 6 & cOt A cua dong hi¢n hanh
Ctrl + Home Pén dia chi 6 Al trong worksheet
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Ctrl + End Dén dia chi 6 c6 chira dit liéu sau cung trong worksheet
Alt + Page Up Di chuyén 6 hién hanh qua trai mot man hinh
Alt + Page Down Di chuyén 6 hién hanh qua phai mot manh hinh
Page Up Di chuyén 6 hién hanh Ién trén mot man hinh
Page Down Di chuyén 0 hién hanh xuéng dudi mot man hinh
F5 M& hop thoai Go To

End + — hoac Ctrl + ) o )
Dén 6 bén phai dau tién ma trude hodc sau no 1a 6 trong
_)

End + < hoac Ctrl + , L ,
Dén 6 bén trai dau tién ma trude hodc sau nod 1a 6 trong
H

End + 1 hodc Ctrl + 1 | Lén 6 phia trén dau tién ma trén hodc dudi nd 1a 6 trong

Xubng 6 phia dudi dau tién ma trén hodc dudi nd 13 6
End + | hoac Ctrl + |

tréng
Ctrl + Page Up Di chuyén dén sheet phia trudc sheet hién hanh
Ctrl + Page Down Di chuyén dén sheet phia sau sheet hién hanh

Cac phim tit di chuyén nhanh trong bang tinh
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1.5 Thao tac véi workbook
Tao méi workbook

Chon nat Office [ JNew, mot hop thoai hién ra (xem hinh bén dudi) cung cap
nhiéu lya chon dé tao workbook nhu: workbook trong, workbook theo mau dyng
san, workbook dua trén mot workbook di cé. Dé tao workbook tréng, ban chon

Blank workbook va nhap nut Create.

Home Insert Page Layout Farmulas Data Review View

[ save
Available Templates
Save As
3 Open fat Home
£ Close
Info Ll L 4
s -
Recent Blank Recent Sample My templates  Mew from
workbook termplates termplates existing
m Office.com Templates +
Print o -
(R
Share _l u_l H _I _I _l
Hel Agendas Budgets Calendars Expensze Forms Inventories
P reports
il Adddns - -
b =
2] Options [ E‘; o i = |;|
"
e 0= 1= S (=
Invoices Lists Plans Planners Purchasze Receipts
orders
Lal
_I ,_I |-.: J'—I —'f.
e s
Schedules Staticnery Tirne sheets More

categories

M& workbook co séin trén dia

Mot tap tin ¢ san co thé duoc ma bang nhiéu céch:
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1. Chon nuat Office [1[Jchon tén tap tin trong danh sach Recent Documents,
c6 thé c6 t6i da 50 tén tap tin dugc sir dung gan day nhat trong danh sach
nay (dé diéu chinh thi nhan vao nat Office [J1Excel Options [J ] Advance
[10phan Display [ C1Show this number of Recent Documents ).

2. Dung trinh quan ly tap tin nhu Windows Explorer, tim dén noi luu trit tap

tin va nhap chudt hai 1an 18n tén tap tin.

3. Chon nat Office [11JOpen, hop thoai Open hién ra. Trong hop thoai
Open, ching ta phai tim dén noi luu trit tap tin (tai Look In) va chon tén tap
tin cAn mé sau d6 nhan nit Open dé mé tap tin. Cac tiy chon caa nit Open
trong hop thoai Open: Open (Mo binh thuong), Open Read-Only (Khong
lru d¢ duoc nhimg thay d6i), Open as Copy (Tao ban sao cua tap tin va mo
ra), Open in Browser (M& tap tin bang trinh duyét web mic dinh), Open

and Repair (Rat hitu dung trong trudng hop tap tin bi 15i).

Laak in: | h:'l My Docurnents w |

e I Downloads

,.J My Daka Sources

My OFfice Live hﬁM’?" Music

Warkspace lﬂrﬂy Pictures

|aMy Received Files

@My Scans

My Recent EMF Yidenos

Documents ) )
ICaMy Wirkual Machines

B

,‘r‘[? |=)5naglt Catalog
[Ctest
Desktop [52My Shaing Folders

Izﬂtest.xlsx

My Documents
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Luu workbook

ot diéu can luu y khi 1am viéc trén may tinh 1a cac ban phai nhé thyc hién 1énh luu
lai céng viéc da thuc hién thudng xuyén. Viéc ra lénh luu trir khdng tdn nhiéu thoi
gian nhung néu may bi hong hay cup dién dot ngot ¢ thé mat tong ca gio 1am viéc
ctia ban. Nham an toan cho dit liéu, ban nén bat tinh ning Auto Recover, Excel s&
tu dong thuc hién Iénh Iuu theo thoi gian qui dinh (mac dinh 1a 10 phat lvu mot
lan). Dé sir dung tinh ning Auto Recover ban chon nat Office [1[1Excel Options

[1[]Save, sau d6 danh dau chon [1]vao Save AutoRecover information

e

10 :
every I minutes.
Mot s6 cach luu workbook:

1. Chon nat Office [10]Save

2. Nhéap chudt 1én nat = trén thanh 1énh truy cap nhanh (Quick Access Tollbar).
3. Dung t6 hop phim <Ctrl+S> hoic <Shift+F12>.

Néu tap tin da duoc luu trude d6 roi thi Excel s& luu tiép cac phan cap nhat, con
néu 1a tap tin duoc ra lénh luu lan dau thi hop thoai Save As hién ra. Trong hop
thoai Save As, ban hay chon noi luu trit tap tin (tai Look In) va dat tén cho tap tin
tai hop File name, chon kiéu tap tin tai Save as type va sau d6 nhn ndt Save dé

luu trr.
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Save in: |B My Documents v| S -8 X ChiEF-
e ) Downloads
___J My Data Sources

Iy Office Live h“:‘_'.My Music
Workspace [} My Pictures

3 )My Received Files
= ()M Scans
My Recent @My Videos
Docurments i .
[SiMy Virkual Machines
?‘[? [C2)5naglt Catalag
[Ctest

Deskbop [52My Sharing Folders
] test, xlsx

Map Metwaork Drive...

Web Options...

|Book1 Klsx “ |
G | Options...
e |Exce|Wnrkbook(*.xst) V|
Compress Pictures..,
e ) (o

Minh hoa luu tap tin

[0Qui tat dat tén: Pat tén tap tin Excel ding chung qui tat dat tén tap tin cua
Windows. Tén tap tin cd thé dai téi 255 ky ter bao gom ca khoang trang. Tuy nhién

trong tén tap tin khong dugc ding cac ky hi¢u nhu: \ 2 : * “ <> |

[100Dé bao mat tap tin, ching ta c6 thé gan mat ma bao vé, khi d6 can phai biét

mat md mai dugc phép ma tap tin (trie nhirng cach ta dao!).
B1. Nhan nat Office [ [JSave As, hop thoai Save As hién ra.

B2. Nhin ndt Tools [1[Ichon General Options..., hop thoai General Options hién

ra

B3. Nhap mat md ma va hiéu chinh workbook (hai mat ma nay nén khac nhau dé

tang bao mat). Sau d6 nhan nit OK

B4. X4c nhan lai mat ma md workbook. Sau dé nhan nit OK
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B5. X4c nhan lai mat ma hiéu chinh workbook. Sau d6 nhan nit OK

B6. Nhan nit Save dé hoan tat.

General Options E E| Confirm Password
[ ] Always create backup Reenter password to proceed.
File sharing senes

Password to open; TTTYYY

Caution; If wou lose or Forget the passward, it cannot be
recovered, It is advisable to keep a list of passwaords and
their corresponding workbook and sheet names in a safe
place, (Remember that passwaords are case-sensitive. )

Password to modify; | eee

[ ] read-only recommended

I Ok ‘[ Cancel ] [ (84 l[ Cancel

Dung mat mé bao vé workbook

Céc tuy chon trong hop General Options: Always create backup (tao ban sao co
duoi *.xIk trudc khi gan mat ma), Password to Open (mat ma dé mé workbook),
Password to modify (mat mé dé cap nhat noi dung workbook), Read-only

recommended (Mo dudi dang chi doc).

DPong workbook

Mot s6 cach dong workbook:

1. Chon nut Office [I[1Close

2. Dung chudt chon nit 22 ¢ goc trén bén phai (trén thanh tiéu dé).

3. Dung t6 hop phim <Ctrl+F4> hoac <Ctrl+W>. Néu workbook cé sy thay doi
noi dung thi Excel s& nhac ban luu lai cac thay d6i do.

Sap xép workbook

Chi m& nhiéu workbook cling Itc va can tham khao qua lai, dé thuan tién ta nén
sap xép lai: Ré chudt nhan vao nhém lénh View [ chon nit Arrange All
[101Chon kiéu bé tri thich hop.
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Home Insert Page Layout Formulas Data Review Wiew & e
j ;H.H Page Break Preview Eormula Bar _\l ]: E ) g5 Mew Window [ Split IRR] % 3
3] Custom Views e = Arrange &l T Hide L =
M I| Pag ridli i ila s 100%  Zoom tc Sav Switch Macre
il La;gjt = Full screen Gridlines AL e Sj;:l‘i-:?ﬂ ;E]Fleeze Panes » [0 Unhide | 313 '.-‘;'-JI':;;ace '.-‘."ir:::il-:ucw.-'s' afl *
Workbook Views Show Zoom Window Macros
F21 - Fo| x -
B reuterxls [Compatibility Modle] = E 2 | DS LENH KHOP KHONG PHAN BO NGAY 23-0CT-2009 C at e
B c = - A 8 C D
1 Arrange Windows 23] [Nl ISR PY PRy REFORDERID CONFIRMNO
§ 16 13 Artange " 2 oooo10s0 "s000231009014077 23/10/200900:54:54930240 23/10/200900:54:54
) Tiled 1 3 ‘00000939 '3000231009014085 23/10/200900:56:39930248 23/10/200900:56:40
4 Date Time O Harizontal a 4 (00000993 "s000231003014088 23/10/200900:56:56930251  23/10/200900:56:56
5 |02-Dec-09 5 00000939 '3000231009014094 23/10/200900:58:18930257 23/10/200900:58:19
G O Cascade 6 00000939 '3000231009014095 23/10/200900:58:26930258 23/10/200900:58:27
; [ windaws of active workbaak 7 (00000999 '3000231009014100 23/10/200900:59:00930263 23/10/200900:59:00
r r 2 /- 2 2
2 (00000999 8000231009014104 23/10/200900:59:16930267 23/10/200900:59:16
9
10 9 (00001050 '2000231009014108 23/10/200900:59:41930271 23/10/200900:59:41
11 10 00000999 '3000231009014111 23/10/200900:59:57930274 23/10/200900:59:57
12 11
13 |6 il 56 7= 12
14 Match Price  Met Change Pct. Change Tr _13
1< | - 05 il (|
16 15
i, 1 -RA 16
18 2 -G 17
19 3 - M ;
18
20 4 -F
[21] : I
22 6 -5 20
23 7 -5 21

Sap xép cac workbook trong cira s6 Excel

1.6. Thao tac véi worksheet

Chén thém worksheet mdi vao workbook

C6 nhiéu cach thuc hién:

1. Nhan vao n(t %2 trén thanh sheet tab 4 * * | Sheet2 = Sheets = ¥J

2. Dung t6 hop phim <Shift+F11> chén sheet méi vao trudc sheet hién hanh.

3. Nhan chon nhém Home [1(]dén nhém Cells (1 Insert [][]Insert sheet

4. Nhap phai chuot I1én thanh sheet tab va chon Insert..., hop thoai Insert hién ra,

chon Worksheet va nhan nit OK. Sheet méi s& chén vao truéc sheet hién hanh.
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Insert f'5_<|

zeneral | Spreadshest Solutions
g & B3
il Previ
Chart M5 Excel 4.0 MS Excel 5.0 (Eh
Macra Dialog
Presview not available,
Templates on Office.com ] I QK l [ Cancel

Minh hoa chen sheet méi
Doi tén worksheet

Nhéap phai chudt 18n tén sheet can ddi tén ¢ thanh sheet tab, chon Rename, gd tén
mai vao, xong nhan phim Enter. Tén sheet c6 thé dai tai 31 ky tu va co thé ding

khoang tring, tuy nhién khong duoc dung céc ky hiéu dé dat tén nhu: : /\ ? *
Xoba worksheet
Mudn x6a work sheet, ban 1am theo céc céch sau:

1. Chon sheet muén xda [ ichon nhém Home [ [ichon nhém Cells [1(]1Delete
(1] Delete sheet

2. Nhap phai chudt 1én tén sheet muén xo6a sau d6 chon Delete, xac nhan x6a OK.
Sép xép thir ty cac worksheet

C6 nhiéu céch thyuc hién sap xép worksheet nhu:



EXCEL 2010 NGUYEN DACTAM

1. Nhap trai chudt 18n tén sheet can sip xép va giir chudt kéo dén vi tri mai va tha

chuot.

2. Khi ¢6 qué nhiéu sheet thi ding céch nay, nhap phai chudt 18n tén sheet can sip
xép, chon Move or Copy.... hop thoai Move or Copy hién ra. Hay nhap chon Ién
tén sheet trong danh sach ma ban muén di chuyén sheet dén trudc nd, sau d6 nhan
OK.

Insert... Move or Copy 'E E|
|
oW Delete Mave selected sheets
Eename To book;
Move or Copy... D3 LEMH KHOP KHOMNG PHAM BO MGAY 23-0CT-2009.xls  »
Qd Vview Code Before sheet:

Fi |

2y Protect sheet...

Tab Colar k

(rmove bo end)

Hide

Select All Sheets

Creak
Sheet? | Sheets /1 [ create a copy

o4 l [ Cancel

Sao chép worksheet

Nhéap phai chudt 1én sheet, chon Move or Copy...[1[Ichon vi tri dit ban sao trong
vuing Before sheet [1[0danh dau chon vao hop Creat a copy [1Cnhan nit OK.
Ngoai ra dé sao chép nhanh ban nhan giz phim Ctrl rdi ding chudt chon 18n tén
sheet can sao chép [ Jgiir trai chudt ré dén vi tri dit ban sao trén thanh sheet tab
[J[Jtha trai chuot.

[10Pé sao chép nhiéu sheet clng lac cling 1am twong tu nhung phai chon nhiéu

sheet trugc khi thuc hién lénh. Dé chon duoc nhiéu sheet ban hay gitr phim <Ctrl +

nhdp chugt> dé chon sheet.
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[ 0Dé chép mdt hay nhiéu sheet sang mot workbook khac, ban hdy ma workbook
d6 1én sau do thuc hién Iénh Move or Copy... va nhé chon tén workbook dich tai
To book (néu chon workbook dich (new book) thi s& sao chép cac sheet dén mot

workbook méi).
Chon mau cho sheet tab

Viéc td mau gilp quan 1y thanh sheet tab duoc tot hon. Dé td mau cho cac sheet
tab ban chi can nhap phai chudt 1&n tén sheet can td mau, tiép theo hdy chon Tab

Color va chon mau thich hop.

Theme Colors

Insert...

G Do -I"IIIIII

Rename Standard Colors

Move or Copy... EE EEEEN
& view Code Mo Calor
&y Protect Sheet.. 3% More Colors...

Tab Colar

Hide

Select All Sheets
shears ~ 7d

An/ Hién worksheet

Khi ban khdng mudn ngudi khac thady mot hay nhiéu sheet nao d6 thi ban cd thé an
n6 di. Khong thé an hét cac sheet trong workbook ma phai con lai it nhat mot sheet
khong bi an. Mudn an sheet ban chi can nhap phai chudt 18n tén sheet muén an va
chon Hide thé 1a sheet da duoc an. Khi mudn cho hién tré lai mot sheet, ban nhap
phai chuot 18n thanh Sheet tab va chon Unhide... sau d6 chon tén sheet can cho

hién va nhan nit OK.
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Insert...
_,,.J Delete
Bename
Mave or Copy...
Q,J Wiew Code
&)y Protect Sheet...
Tab Caolar
Hide
Unhide...
Select All Sheets
Sheetl | Sheet2 " ¥J

1.7 Sir dung céac ché do hién thi trong qua trinh thao tac

Trong qué trinh thao tac trén bang tinh do6i khi chiing ta can phong to hay thu nho
cac ctra so dé co duoc goc nhin tét hon, hoac xem ndi dung cua cling mot
worksheet dudi nhiéu goc do khac nhau, hoac chia ctra s6 worksheet thanh nhiéu
Tab dé dé dang tham chiéu, hay gitt c¢b dinh tiéu d& mot danh sach dai trong khi

cuédn céc thanh cudn,. ..
S dung thanh Zoom

Excel 2010 bé tri thanh cdng cu Zoom dung dé phong to thu nho khung 1am viéc
cua bang tinh. Thanh zoom nam ngay & goc dudi bén phai man hinh va cé thé giup
thu nho va phong to khung 1am viéc tir 10% dén téi 400%, phong to thi nhan va nat

dau cong con thu nho thi nhan vao nat dau trir.

|(E@@m 100% (= v (+)

Thanh Zoom
Xem va so sanh worksheet trong nhiéu cira s6

Tinh nang nay dic biét hiru ich khi ban mudn xem mot worksheet hay cac

worksheet trong cting mot workbook dudi nhiéu goc do khac nhau, méi mot nhan
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ban dé xem s& dugc gan thém chi s phia sau tén tap tin. Chon nhdm View
O 0Window [ New Window

A B G D E F E E
190 V& dd thj Stocks _ I
2 Bign ddng Gid co phidu céa cong ty Dell
J | Gid oo phigw coa cang ty may tinh Dell
5 Dale Volime | Open High Low Clage 45,000,000 =
Li} 1BO72002 | 25 747 5 25.07 26.74 259 26.05 40,000,000 a7
7 ATe00e[ 386100 a7  soga|  ae7h| 264 -
8 1E072002] 37 944,000 25.45 26,58 2449 26.19 ) 'l. El
9 | 1507/2002| 34,244,700 2481 2549 2412|2544 R ot
10 1®07/2002| 38616000 P54A|  PEES| 2400 2503 25,000,000
11 10y200e| 18856700 sase|  s41B|  9e7h| 234l R
12 100072002 687 100 2404 5.1 23.58 2367 -
13 DEO7i2002) 9692 400 2453 26.1 23.9% 2474
14 DB0F2002) &3 122 DM 2574 2617 24 42 24.75) 10,000,000
15| O&OF2002) 11,707, 600 26.1 Pl 24 1 26.99) 5000090 . 2
16 OW0F2002) 21,995 M0 2412 2476 2365 24 64 a ] an
17| 02072002 36 389 200 24 8 25 2438 24 54 =]
18 D07 2002) 21,323 100 25.94 6.1 26.07 2616
19

Dakzock | SEocksd | ThanhCot | Pareto T _l o4k Curgfaul Cufd-Caud _ OT P, Stocksd | DeliStodk - SEedst - Thanhloo | Parcto-Pa ‘_J

Dé so sanh hai worksheet thi sau khi lam buéc trén ban chon tiép nhom View
CO0Window [101View Side by Side. Khi str dung chitc niang nay khi ban cuén
thanh cudn ¢ cira s6 nay thi cira s6 kia cling dugc cudn theo. Dé tat tinh nang cudn
ddng thoi nay ban vao View 0 OWindow 0 0Synchronous Scrolling (néu né dang
bat).

Chia khung béng tinh 1am nhiéu phan va cé dinh ving tiéu dé

Tinh ning rat hay duoc ding khi thao tac trén cac danh sach dai hoac trong tinh
toan can phai thuc hién nhiéu viéc tham chiéu. Dé chia ctra s6 bang tinh: Dt 6
hién hanh tai vi tri can chia trén bang tinh, sau d6 chon View [ OWindow [ Split.
Pé bo khung bang tinh thi nhan nat Split lai mot lan nita hozc nhap chuét 2 lan Ién
duong chia doc va ngang. Ngoai ra, & dau cua céc thanh cubn doc va ngang c6 mot
ngan nho ma khi ré chudt 1&n sé co biéu tuong %' Gl (cong cu chia nhanh
khung bang tinh), ban giit trai chudt va kéo ra noi mudn chia trén cira s6 1am viéc

cua bang tinh.
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Ngoai viéc chia khung l1am viéc, Excel con hd tro ban c¢é dinh mét ving nao d6

Z] BaiTHE 15 [Compatibility Mode] %
B c (¥}
1 [Tén nuwdére 1940 1991
2 Cambodia 615 11.92
3 Indonesiz 26.14 25.43
4 Malaysia T6.38 50095
5 |Myanmar 262 187
6 Philippines 2752 2960
1 Singapore 18759 169,19
§  Thailand 3413 3596
% Vietnam 2642 J2.a8
10 Indonesia 041 19.38
11 Malaysia 16 67 1515
12 Philippines 125 578
13 Singapore 1381 916
14 Thailand 17 19 15 14
WAk

19492 1¢
16.70
25384
TB.85

144
2913

16256 1
36.97
3242
15.21

518
im
T38

1101

iZ] BaiTHEMIs [Compatibility Made]

B C
1 [Tén nunérc 1980
2 Cambodia G5
3 Indonesia 26.14
4 Malaysia TH.38
5 Myanmar 262
& Philippines 2T 52
7 |Singapore 187 6%
8 Thailand 13
9 Wietnam 26.42
10 Indonesia 041
11 Malaysiz 16.67
12 Philippines 125
13 Singapore 13.81
14 Thailand 13.38
W4 ko ASEA DL IR

[¥]
191

11.92
2543
8035
1.57
2360
18919
3596
258
19.89
1615
578
16
15.14

E
19492

16.70
2584
TB.EE
144
2913
162 58
I6aT
242
1621
619
in
7.38
1381

B
1 [Tén nwdirc
2 Cambodia
3 Indonesia
4 Malaysia

5 Myanmar
& Philippinas
T Singapore
4 Thailand

4 |Viatnam

10 Indonasia
11 Malaysia

12 Philippinas
13 Singapore

A _Thailand
L}

Minh hoa chia 4, chia 2 doc, chia 2 ngang

ASEAN

c
1990
6.15
26.14
76.38
262
2752
167.69
3413
26.42
041
16 67
125
1389

1379
Row Sort

BaiTHE.xIs [Compatibility Mode]

0
1991
11.92
2643
30.95
1.67
20 60
189.19
35.96
3259
18.89
1514
ET6
916

AL 414

trén cira s6 1am viéc vi du nhu dong tiéu dé caa mot danh sach. Viéc ¢b dinh nay

rat hitu ich vi né gitp ta ludn thay duoc dong tiéu dé mac du da cuén man hinh

xubng phia dudi dé nhap liéu. Dé cb dinh ban hiy dit 6 hién hanh tai vi tri can cb

dinh, sau d6 chon View [ JWindow [J [ Freeze Panes [][Ichon kiéu ¢ dinh phi

hop. Néu chon:

[1[JFreeze Panes: S& ¢ dinh dong phia trén va cot bén trai 6 hién hanh

[1[Freeze Top Row: Cé dinh dong dau tién dang nhin thay cua danh séch

[10]Freeze First Column: Cé dinh cot du tién dang nhin thiy cua danh sach

Minh hoa cb dinh cac tiéu dé

& BaitHe s [Compatibility Mode] - = x || & paitHexs [Compatibility Mode] - B X
B c D E F B C 0 E F

1 Tén nwic 1950 1991 1992 19¢ 1 Tén nure 1950 1951 1952 184

16 Malaysiz 11.66 10.68 10.49 34 Malaysia 966 B.60 7.60

19 Myanmar 5129 51.29 35 Philippines 3.04 -0.58 0.3

20 Philippinas 18.92 18.67 17.29 1 36 Singapore 9.01 7.26 6.23 1

21 | Singapore 521 b.69 5.69 37 Thailand 1.7 B.66 3.08

22 Thailand 2873 27 06 26.09 2 38 Vietnam 510 596 866

23 Brunei 19.20 15.67 1258 39 Brunei 090 .70

24 Indonesia 505 547 536 40 Cambaodia 116 T.58 7.02

25 Malaysia T.26 560 G663 41 Indonesia 883 BAg9 724

26 | Myanmar 12.97 14.65 42 L=o PDR I S.Bi‘_l 413 6.86

27 Philippines 1034 B.54 g.44 43 Malaysia 11.08 734 7.56

28 Singapore 605 £.31 6.36 44 Philippines 3.79 D46 1.55

29 Thailand 5.03] K] §.54 45 Singagore 8.88 B.60 4.15

30 Brunei 274 3.63 -1.02 46 Thailand 11.22 B.35 7.23

W 4+ M| ASEAN - Row Soit W4 kW ASEAN - Row Sort

& paiTHEXls [Compatibility Mode]

B C n]
1 Tén nwere 1950 1941
2 Cambodia 615 11.92
3 Indoresia 26.14 2643
4 Malaysia 76.38 d0.98
5 Myanmar 2.62 1.587
G Philippines 27 52 2560
T |Singapore 18759 18519
8 Thailand 413 35.96
9 Vietnam 26.47 3258
10 Indonesiz 041 19.59
11 Malaysia 16.67 1515
12 Philippines 1.25 576
13 Singapore 13.81 216
14 | Thailand 13.38 18.14

W4 F M| ASEAN

Row Sort

E
1992
15.70
2854
7685
144
2313
182 58
3687
32 42
15210
519
i
738
13.51

Dé bo cd dinh thi vao View [11Window [1[]Freeze Panes [1[1Unfreeze Panes

19
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Sw dung Watch Window

Tinh ning ndy gitp ta theo ddi cac 6 trong qua trinh tinh toan. Ban mudn giam sat
6 nao thi dua nd vao danh sach giam sat & cira s6 cua Watch Window. Goi cira s6
Watch Window ban chon nhém Formulas [1[JFormula Auditing [J[JWatch
Window, sau d6 chon & can theo d&i va nhan vao nat Add Watch trén cira so
Watch Window.

Watch Window *
2?4 Add Watch...
Book Sheet Mame el Value Formula
BaiTHS.xls  Investment o1 $63,555 =SUMPRODUCT{$C44: 4049, bE$4:$649)
BaiTHS.xls  Imwestment Fi1 $375,000 =B11%50%
BaiTHS.ds  Inwestment H10 $262,500 =SUMPRODUCT($HS4:$HE9, 5B44:$B59)
Cura s6 Watch Window

Chuwong 2: Lam viéc vai dir ligu trong Excel
2.1. Nhap liéu, hiéu chinh

Cac 0 trong bang tinh c6 thé chira cac con sb, cac chudi van ban hay cac biéu thuc
toan hoc. Ngoai ra bang tinh con cé thé chira cac biéu do, so d6, hinh anh, ... cac

d6i tuong nay khdng chira trong 6 ma noi trén bé mat bang tinh.

Nhap lidu

Nhap s6, chudi, thoi gian, ngay thang nim

B1. Trén worksheet, chon & can nhap liéu

B2. Nhap vao con sb, chudi van ban, ngay thang hay thoi gian,... ma ban can

B3. Nhap xong nhan Enter (6 hién hanh chuyén xudng dudi) hoic Tab (6 hién

hanh chuyén qua phai) dé két thc.
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Luuy:

[10JNéu nhap céc con sé vao ma Excel hién thi ###### 1a do chiéu rong cot khdng

du ban ban ting thém chiéu rong cot.

[JMic dinh Excel s& dung ddu cham (.) dé phan cach phan sé nguyén va phan s6

thap phan.

[J O Khi nhap cé&c con sé ma céc con sé nay khéng can tinh toan thi ban nén dinh
dang 6 1a Text trudc khi nhap (Home C1Jnhdm Number [JIchon Text tir danh

sach).

[10JNgay va thoi gian nhap vao 6 thi n6 dung dinh dang ngay mac dinh trong

Control Panel [J[1Regional and Language Options.

[J0Khi nhap ngay ding dau / hoac - dé phan cach, vi du 10/05/2007 hoic 10-05-
2007. Khi muén nhap ngay hién tai vao 6 hay gé <Ctrl+;>. Khi mudn dung dinh

dang ngay mac dinh cho 6 chuia ngay thi chon 6 va go <Ctrl+Shift+#>,

[J0Khi nhap thoi gian va muén dinh dang theo chuan 12 gio thi thém A hoac P
vao sau thai gian nhap vao, vi du 8:30 AM hoic 4:15 PM, néu khong Excel tu hiéu
la AM. Khi muén nhap thoi gian hién tai vao & hay gd <Ctrl+Shift+;>. Khi mudn
dung dinh dang thoi gian mac dinh cho 6 chaa thoi gian thi chon 6 va g6
<Ctrl+Shift+@>. Mudn nhap cling mét noi dung cho nhiéu 6, ban hay chon céc 6
va nhap liéu vao sau d6 nhan <Ctrl+Enter>. Ngoai ra con c6 thé sir dung chic
nang AutoFill (phan sau). Mudn nhap ciing noi dung trén cac 6 ¢ nhiéu sheet, ban
hdy chon céc sheet d6, sau d6 chon cac 6 trén sheet hién hanh, tiép theo nhap liéu
(c6 thé mat dix liéu do bi nhap dé 1én cac 6 c6 dit liéu). Dé bo chon cac sheet thi

nhap phai chuot 1én thanh sheet tab va chon Ungroup Sheets.
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1
2
3
4
5
@
7
8
9

10
11

A
Chwa dinh dang
4666

04566

10-May

646564622
8489325103
79300958230
0665

0.25

646564622

B
Pinh dang
5466600 dong
45.86%

646,564.622.00
§48-932-5103

35736 PM
1/4
6.47E+08

D

Giii thich

Tidnté

Phan trdm
10/05/2007 Dang nzav ngan gon dd'mm vy
10-May Thursday, May 10, 2007 Dang ngay chitdér  [5-F800]dddd, mmmm dd. vy

Eé toan

$6 dién thoai
7930 005 823 0 SO bac hiem xahdi ## 22 228 282 &

Thi gian
Phan =6

Khoa hoc

NGUYEN DACTAM

Ghi chu
2220 00 [Sddng]
0.00%

_(*##0.00_)_(* &#:0.00;_(* "-"17)_(@)

= 1

0.00E+00

Vi du nhap céc loai dir liéu

Nhap cac ky tw dac biét

B1. Mudn nhap ky tu dic biét vao, trudc tién chon 6 va dén noi can chén trong 6.

B2. Chon Insert [1[1nhom Text []Jchon Symbol

B3. Trong hop thoai Symbol hay chon Ky tu can, co thé doi kiéu Font tai hop Font.

B4. Nhan n(t Insert dé chen.

P - ' T P T SR Y

o oo

10
11
12
13
14
15
16
17
18

A
Chwa dinh dang

646364622
8489525103
79300958230
0.665

D25
646564620

Symbols | Spedal Characters
i | B Svmabol v
_aﬁxﬂsq} yntcpn:luvof
t|Oplo tjv|wmlo||w|d|[{]|]|]|}]~]=
D e e e e g ey
Rerarrhy used symbnks:
slele|¥@ = |m™|£|2]<|2]+|x|=|u|a
Symbel: 100 Charecter code: [100 from: Symbol (decmaly |
P

Viduchén [1Jvao 0
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Haiy 1énh (Undo), phuc hai 1énh (Redo), lap lai 1énh sau cling

49§l

Huy lénh  Phuc héi 1énh
"10Dé huy mét 1énh vira thuc hién ban nhin chudt 18n nat ! hay dung phim
<Ctrl+Z>

[ JPang nhap liéu vao 6 muén hay thi nhan phim ESC

110Dé phuc hdi lénh vira hiy thi nhan nat & hay dung phim <Ctrl+Y>
[ OPé thuc hién lai [énh sau cing nhan <Ctrl+Y>

Hi¢u chinh nd1 dung

X6a ndi dung cac 6 B1. Chon mot hoac nhiéu 6 can xoa

B2. Nhan Delete trén ban phim (x6a cach nay thi chi xda noi dung céac dinh dang

ctia 6 van con). Ngoai ra dé x6a ban c6 thé vao Home [1CJnhém Editing C[JClear
(“£ ) va chon c4c Iénh:

[J0Clear All: Xo6a tat ca noi dung va dinh dang

[J[IClear Formats: Chi x6a phan dinh dang cua 6

[1]Clear Contents: Chi xda ndi dung, con dinh dang

[JClear Comments: Chi xda céc chi thich cua 6 néu co

(10 Luu y cdc Iénh trén khong xoa dwoc dinh dang cua bang (table)
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Nhép deé Ién 6 c6 san ndi dung

Muén nhap d¢ 1én cac 6 c6 san ndi dung, trude tién ban hdy chon 6 d6 va nhap vao
noi dung méi. Khi do, ndi dung cii cua 6 s& mat di va thay bang noi dung vira nhap
de.

Hiéu chinh ndi dung cac 6

Mubn hiéu chinh noi dung sén c6 caa 6 ban 1am céac cach sau:

1. Nhdp chugt hai lan I1én 6 can hiéu chinh [J1dung chuét hodc cac phim mii tén
di chuyén dén noi can hiéu chinh 0ding phim Backspace hoic Delete dé x6a mot

s6 noi dung sau d6 nhap vao noi dung mai.

2. Chon 6 can hiéu chinh va nhan F2 dé vao ché do hiéu chinh va lam tuong ty nhu

trén

3. Chon & can hiéu chinh, sau d6 nhap chuét vao thanh cong thirc (Formula)
Str dung cac ky thuat khi nhap liéu

Sir dung chirc ning AutoFill

Str dung c6ng cu nay Excel s& gilip ban dién ty dong di liéu theo cac mau AutoFill

c6 san. Ngoai ra ban con ¢ thé tao thém céc mau phuc vu cho cdng viéc caa minh.

Danh satch mot sé AutoFill col saiin

CA4c gia tri khoi dau Chudi sau khi mé réng
1,2,3 4,56
9:00 10:00, 11:00, 12:00

Mon Tue, Wed, Thu
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Monday Tuesday, Wednesday, Thursday
Jan Feb, Mar, Apr
Jan, Apr Jul, Oct, Jan

Jan-99, Apr-99

Jul-99, Oct-99, Jan-00

15-Jan, 15-Apr

15-Jul, 15-Oct

1999, 2000 2001, 2002, 2003
1-Jan, 1-Mar 1-May, 1-Jul, 1-Sep,...
Qtr3 (or Q3 or Quarter3) Qtr4, Qtrl, Qtr2,...

Product 1, On backorder

Product 2, On backorder, Product 3, On

backorder,...

Textl, textA

text2, textA, text3, textA,...

1st Period

2nd Period, 3rd Period,...

Product 1

Product 2, Product 3,...

[JBan mudn dién cac sb 1é trong khoang tir 1 dén 25 vao cot A ban 1am nhu sau:

B1. Chon 6 dau tién Al va nhap vao sb 1

B2. Chon 6 tiép theo A2 nhap vao sb 3 (budc nhay bang 3-1 = 2, Excel s& cong sd

2 vao 6 chira 6 1é trude d6 dé co duoc s 1é ké tiép).
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B3. Chon hai 6 A1:A2, di chuyén chudt xudng dau vudng nho mau den (Fill

handle) & goc dudi bén phai viing chon cho chudt bién thanh dau cong mau den.

B4. Giir trai chudt kéo xudng phia duéi cho dén khi hién sb 25 thi dirng lai.

L =T - T e B R B e

[Er S e
W p =3

14

.

B

1
3

Fill handle

i 4+ b | Sheetl . M

C

=1
-

= T B R R e

A

Keo xuong

-

B

9
10
11
12
13
14

\/

M4 F M| Sheetl

-

B

L = I - T e B

14

,.,.,.,.
e S M R T

(=]
[

19]| Nt AutoFill

Options

=)

-

i 4+ ¥ | Sheet1 . [l e

[10Khi ban mudn dién tu dong (sao chép) dit liéu hay cong thic cua 6 hién hanh
cho céc 6 bén tréi, bén phai, phia trén hay bén dudi no thi ban lam theo cac cach
sau:

1. Chon & hién hanh dang chira dit liéu hay cong thirc can sao chép, sau do giir Fill
handle va kéo theo huéng ban can (1&n, xudng, trai hay phai). Khi d6 dir liéu hay
biéu thuc s& duoc sao chép.

2. Chon 6 chira dit liéu (hay cong thuc) can sao chép va tat ca cac & can sao dit liéu
dén, sau 6 vao Home (] [Jnhdm Editing [ OFill 0 Cchon huéng phi hop (Down,
Right, Up, Left).

(100 Ty tao danh sach AutoFill ban vao nat Office [11Excel Options [J[1Popular
[J0trong phan trong phan Top options for working with Excel [10chon Edit
Custom Lists [J[1hop thoai Custom Lists hién ra. Tai day, ban hdy nhap vao danh

sach trong khung List entries, sau khi nhap xong nhan nat Add dé thém vao
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Custom lists va ké tir IGc ndy ban c6 thé sir dung chire nang AutoFill voi danh sach
tu tao cua ban.
[1JMudn xda mot danh séach thi ban chi can chon danh sach d6 va nhan nat

Delete.

[10JNéu mudn hiéu chinh danh séch thi chon danh sach d6 va hiéu chinh trong &

List entries, sau khi hiéu chinh xong nhan ndt Add.

St dung chire ning Automatic Completion

Chtic ning Automatic Completion gitp ban nhap cac chudi vian ban giéng nhau &
cac 0 dugc nhanh chong hon. Tuy nhién, chitc nang nay do6i khi cling 1am ban kho
chiu, dé bat tit ban vao nit Office 0 JExcel Options [ chon Tab Advance [ Utai

Editing options [17Enable AutoComplete for cell values.

Custom Lists E

_usbom Lists

Cuskom lisks: List entries:

NEW LIST AB, C,D,EF GHILILKL
Sun, Mon, Tue, Wed, Thu, Fri, M, N, 0, P, QRS T, UYMW,

Sunday, Monday, Tuesday, Wei XYz

Jan, Feb, Mar, &pr, May, Jun, ]
January, February, March, &pril

Press Enter to separate list entries,

Import lisk From cells:

I K ll Cancel l
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Sir dung chirc nang AutoCorrect

AutoCorrect gilp ban stra cac 16i chinh ta nhap liéu khi nhap bang tiéng Anh,
ngoai ra no con giup nhap nhanh cac ky hiéu hay cac doan van ban lap di lap lai.
Chlng ta c6 thé thém vao cac cum tir ma chung ta thudng hay ding vao danh sach

cua AutoCorrect. Dé thém tir vao danh sach AutoCorrect 1am theo cic budc sau:
B1. Chon nut Office [1Excel Options (][ 1Proofing [JJAutoCorrect Options

B2. Tai Tab AutoCorrect chon Replace text as you type thi chirc niang nay méi c6

tac dung

B3. Trong hop Replace g& cum tir thudng hay gd sai (hodc gb vao ma téc ky)

B4. Trong hop With g cum tir ding vao (hoic gd vao nguyén ban cua mi tc ky)
B5. Nhan n(t Add dé thém vao danh sach

Pé hiéu chinh mot muyc tir trong danh sach thi chon muc tir ¢6 va gé noi dung méi
vao hai hop Replace va With, sau d6 nhan nit Replace. Mubn x6a mot muc tir

trong danh sach thi chon muc tir ¢6 va nhan nit Delete.
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AutoCorrect: English (L1.5.)

AutoCorreck |.ﬁ.ut-:|Fnrrnat 45 You Type || Smeork Tags

Shaow AutaCorreck Opbons buttans

Correct TWo IMitidl Capitals

CEpLians. ..
Capitalize First letker of sentcnces = e
Capitalize names of days

Correct accidental use of caPS LOCE key
Replace kext as you bype

Replace: Miiths

v | Ging ha & hdi Chi Mehia Vit Nam
usualyl Lsually .
WET WY
wirtualy wirkually
wis-a-vis wis-3-vis B
wrey vk w

[ i ] [ Cancel

Minh hoa thém mé téc ky vn va nguyén van
2.2. Binh dang
binh dang chung

Cac nut dinh dang thdng dung ciia Excel dugc bé tri rat thuan loi truy cap trong
nhém Home cua thanh Ribbon. Trong qua trinh soan thao, tinh toan trén Excel,

mdi khi can dinh dang ban chi viéc nhan chuét I&n nat 1énh phi hop dudi day.
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Phong Thunho Canh  Xoay Cac loai dinh
to chit chit gitta doc chiv dang so
. L Canhlé |Canhlé | Wrap Text Dang s
Fontchlt  Co chit trén | dud N6i 6 phﬁn tram

Times MewRom~ 12 ~ | A A" |

General r

!
I
I
¢

|8 ~ % o ||%8 s

il
i
[TET)
L]
¥

BIH"_'\'&YIE

Fon F Alipnmgnt P Numbé u
Chit ddm Keé khung Canh tra g?ng ﬂm{ : (Egmg :"C; Clilam ;’ ©
. . au cac dong (€ toan thap phan
"his ié & né Canh gitta B T : .
Chix nghien Tonen g Giam thut  Dang so Tane 6
Gach chén Mau chir Canh phai dau cac dong (tién t&) thap phin

Dinh dang van ban va sd

Khi can cac dinh dang phtic tap hon ma trén thanh Ribbon khong c6 nat 1énh thi
ban truy cap vao hop thoai Format Cells: Chon Home [11nhém Cells [ JFormat

1 JFormat Cells. ..
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Fank Baorder Fill Prakection

Cakegory:

General
Mumber
Currency

Date
Time

Fraction
Scientific
Text
Special
Zuskom

Accounting

Percentage

Sample

General format cells have no specific number Format,

I Ok l [ Cancel

Gial thich hop thoai Format Cells

Pinh dang

Tab Number

Category

Danh sach cac loai dinh dang sd, gia tri

Sample

Hién thi dinh dang cua gia tri trong 6 hién hanh theo cac
dinh dang ban chon

Decimal places

Téi da c6 thé c6 30 sb sau dau thap phan, chi p dung cho
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dang Number, Currency, Accounting, Percentage, va

Scientific.

Use 1000 Separator
()

Chon 6 nay néu muébn c6 dau phan céch gitra hang nghin,

triéu, ty...chi &p dung cho dang Number

Negative numbers

Chon loai dinh dang thé hién cho sé am, chi 4p dung cho

dang Number va Currency.

Symbol Chon loai ky hiéu tién t¢, chi &p dung cho dang Currency
va Accounting
Type Chon kiéu hién thi pht hop cho gié tri , chi 4p dung cho

cac dang Date, Time, Fraction, Special, va Custom.

Locale (location)

Chon loai ngdn ngir khac dé ap dung dinh dang gia tri, chi

ap dung cho cac dang Date, Time, va Special.

Tab Alignment

Text alignment

C6 céc lya chon dung dé canh chinh ndi dung 6 theo

Horizontal chiéu ngang. Mic dinh Excel canh Ié trai cho van ban, Ié
phai cho gia tri , cac gia tri luan ly va cac 16i dugc canh
gitra.

Vertical C6 céc lya chon dung dé canh chinh ndi dung theo chiéu
doc. Mic dinh Excel canh 1& duéi cho vian ban.

Indent Thut dau céc dong noi dung cuaa d.

Orientation Chon cac hudng cua van ban trong cac 0.
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Degrees

Dit gié tri do dé xoay vin ban. Cac gia tri tir -90 dén 90
do

Text control Wrap

Noi dung trong 6 dugc xudng nhiéu dong tly thudc vao

text d6 rong cot va do dai noi dung. (xem chi tiét phan duéi)

Shrink to fit Giam kich co chir dé tat ca noi dung trong 6 vira véi do
rong cot

Merge cells N&i cac 6 chon thanh mot 6 (da trinh bay phan trén)

Right-to-left Text

Xéc dinh trinh tu doc va canh 1&

direction
Tab Font

Font Chon kiéu Font cho céc 6, font mic dinh 1a Calibri

Font style Chon kiéu thuong, in nghién, in ¢am...cta Font chi,
kiéu mac dinh 12 Regular.

Size Kich thudc font chix , tir o 1 dén 1638 va mac dinh 13 cé
chir 11 point.

Underline Chon kiéu gach chan cho van ban trong danh sach, mac
dinh la None.

Color Chon mau cho van ban, mac dinh la Automatic (do Excel
tu chon mau)

Normal font Néu chon s& loai bo cac dinh dang Font khac va tré vé
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dang binh thuong

Effects Strikethrough

Co thém duong gach ngang van ban

Superscript

Lam cho vén ban co lai va day Ién trén

Subscript Lam cho vin ban co lai va day xuéng dudi
Preview Xem trudc két qua dinh dang ban vira chon
Tab Border

Line Chon kiéu va kich co cac duong ké khung, sau d6 chon
cac nat bén hop Border dé ké

Presets Chon khong ké khung, k& duong bao va ké cac duong
phan céach gitra cac 6

Color Chon mau cho cac duong ké

Border Cac nut bao quanh hinh minh hoa dung dé k& cac duong

bao cac 0

Tab Fill

Background Color

Chon mau nén cho céc 6. Fill Effects cung cap cac hiéu

ng t6 mau nén (xem chi tiét phan dudi).

More Colors

B6 sung thém cac mau va cong cu pha ché mau.

Pattern Color

CA4c mau mau nén

Pattern Style

cac kiéu mau to nén 6. Xem trudc két qua chon mau va
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Kiéu mau tai Sample
Tab Protection

Locked Khoa viéc thay doi, di chuyén, x0a, ... cac 6, chi c0 tac
dung khi sheet dugc bao vé

Hidden An cong thuc trong 8, chi co tac dung khi sheet duoc bao
vé (xem phan sau)

General Excel mic dinh dung kiéu nay dé dinh dang gia tri, khi sb
dai hon 12 s6 thi dinh dang

General chuyén sang dang Scientific

Number Dung dé dinh dang cé4c con sb, ban cd thé chon dau phan
cach thap phan va qui dinh sé con sé sau dau thap phan,
ddng thoi 6 thé chon kiéu hién thi sé am.

Currency Dung dé dinh dang cac don vi tién té cho cac gié tri, ta co
thé chon dau phan céch thap phan va dinh sé con s sau
dau thap phan, dong thoi cé thé chon kiéu hién thi s6 am.

Accounting Dung dé dinh dang cac don vi tién té trong ké toan, né dat
ky hiéu tién té va gia tri & hai cot khac nhau.

Date Dung dé dinh dang cé4c gia tri ngay va thoi gian tly theo
chon Ira tai phan Type va Locale (location). Cac Type c6
dau (*) 1a dinh dang lay tir hé théng (Control Panel).

Time Dung dé dinh dang céc gia tri ngay va théi gian tuy theo
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chon lya tai phan Type va Locale (location). Cac Type ¢6

dau (*) 1a dinh dang lay tir hé théng (Control Panel).

Percentage

Dinh dang nay Iy gia tri trong 6 nhan véi 100 va thém
dau % vao sau két qua, ban cd thé chon dau phan céch

thap phan va qui dinh sé con sé sau dau thap phan.

Fraction

Dinh dang nay hién thi con sé dudi dang phan sé tly theo

Type ban chon.

Scientific

Hién thi con s6 duéi dang khoa hoc <Con sé E+n>. Vi
du, s6 12345678901 dinh dang theo Scientific 1a
1.23E+10, nghia 1 1.23 x 1010. Ban ¢6 thé chon dau
phan céach thap phan va qui dinh sb con s6 sau dau thap

phan.

Text

Dinh dang noi dung 6 giéng nhu nhitng gi nhap vao ké ca

cac con sd.

Special

Dinh dang c4c con s dang ma buu chinh (ZIP Code), sb

dién thoai, s6 bao hiém ...

Custom

Dung dé hiéu chinh cac mi dinh dang dang ap dung hay
tao méi cac dinh dang do ban &p dung. Ta c6 thé thém
VAo tir 200 dén 250 dinh dang tu tao tly theo ngdn ngir va
phién ban Excel. (xem phan sau)

Sir dung Wrap Text

Khi ban muén doan vin ban dai trong 6 c6 nhiéu dong thi ban ding chirc nang

wrap text hoic dung <Alt+Enter> dé xudng dong tai vi tri mong mudn.
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B1. Chon & can dinh dang Wrap text, vi du 6 Al

B2. Chon Home [1JAlignment [0 chon Wrap Text ( = ). Néu dong khong tu
dong ma rong 1a do 6 bi thiét 1ap chiéu cao cb dinh, ban vao Home [ Cells
[1JFormat [1[tai Cells Size chon AutoFit Row Height

Xoay ch# (Orientation)
B1. Chon céc 6 can xoay chit A1:D1

B2. Chon Home (11 /nhém Alignment [10]Orientation [1[1Angle

Counterclockwise

B = General v

Angle Counterclockwise .0 .00
.00 .0

Angle Clockwise

Yertical Text

Rotate Text Up ——

T b 5 4 ¥

Rotate Text Down

-'3%‘ Format Cell Alignment

Dinh dgng khung (border)

K& duong bao xung quanh viing B2:E18 dam, c6 dudng phan céch giita cac 6 bing
nét manh va mau tat ca duong ké 1a mau do.

B1. Chon danh sach can k& khung B2:E18

B2. Chon Home [11nhédm Cells [ 1Format [11Chon Format Cells

B3. Vao Tab Border, chon mau la Red () tai Color

B4. Chon Style 1a nét dam , sau d6 chon nat Outline tai Preset

B5. Chon Style la nét manh , sau d6 chon nut Inside tai Preset

B6. Nhan OK hoan tat
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abaove,

Mumber || Alignment Font | Border |

Fill Prakection
Lire Presets
Shyle:
Mone — =====-=
Mone Cukline Inside
____________ Border
Text Text
Text Text

The selected border stvle can be applied by clicking the presets, preview diagram or the buttons

(4 l [ Cancel

Hiéu s#ng td nén 6 (Fill effect)

B1. Chon viing can td mau nén B2:E18

B2. Chon Home [ Jnhom Cells [10Format [1[1Chon Format Cells

B3. Vao Tab Fill C1C1Chon Fill Effects...

B4. Chon cac mau can phdi hop: Color 1 (vi du 1a mau vang Yellow) va Color 2

(Blue)

B5. Chon Shading styles la Vertical va chon kiéu thir 3

B6. Nhan OK hai lan dé hoan tat.
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Format Cells

| Mumber " Aligrment " Fonk " Border Fill |F‘ru:uteu:tiu:-n
Background Color: Fill Effects
|| Mo Color ||
Gradient
(N NEEEEER
Colors
S e one color Color 1:
ONERRENCON®EO
ENEEEEENEDE © Two colors | v
FEEEEEEEEN Preset Caolar 2;
FEEEEEEEER B
EEE NEEEERN
[Fi_ll Effects... ] [Mu:ure Colars, .. ]
Shading skwles Marianks
Sample () Horizontal
) Yertical
© Diagonal up!
) Diagonal down Sample:
{:!' Fram carner
) From center
\et2 . Sheet3 . ¥ | ok ][ cancel

Tw dong dinh dang co diéu kién.

Vi Excel 2010 dinh dang c6 diéu kién s& gitp ban chi ra cac mau trong dir liéu va
str dung rat don gian. Chi can danh diu mot nhom cac 6 va kich vao Conditional
Formatting trén ribbon Home. Khi dua chudt trén nhitng lwa chon, ban sé& thay
preview cta né ngay 1ap tirc. Co thé gan cho mdi 6 mot mau dé phan anh thi hang
clia né trong toan bo dai cac gi tri, thém mat thanh dir liéu trong sudt phan anh gia
trji cia 6... Cach thrc tién hanh nay cho phép don gian hon rat nhiéu so véi su

phtc tap trong hop thoai Conditional Formatting ciia Excel 2003.
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E: ] o g=lInsert -
<7 ; = ,

s | 5 S e -
Conditional | Format Cell e
Formatting v|as Table = Styles = | (a2l Format =
Cells

== | Highlight Cells Rules *

SSEN

l:HT Bott Rul M
0] Top/Bottom Rules

Data Bars

Color Scales

b e

Icon Sets

Hew Rule...

Clear Rules

hS

| & o

48 Manage Rules...

Bang va dinh dang bang (table)

Excel thiét 1ap sin rat nhiéu biéu mau dinh dang bang va con hd tro tao thém céac
biéu mau méi. Excel chi cho phép xda céc biéu mau ty tao thém va cho phép xda

dinh dang bang. Ngoai ra ta ¢ thé hiéu chinh dinh dang bang khi can thiét.
Ap d@inh dgng bdng cho danh sach va chuyén danh sach thanh bdng

B1. Chon danh B2:E18

B2. Chon Home [1[/nhém Styles [ 1chon Format As Table

B3. Ctra s6 Style liét ké rat nhiéu biéu mau dinh dang bang, chon mot trong cac

biéu mau. Vi du chon mau Light sé 9
B4. Cira s6 Format As Table hién I&n nhan OK dé xé&c nhan.

[10Dé tao mau mai thi tai bude 3 chon New Table Style. .., sau d6 dit tén cho biéu

mau méi va nhan Format d@é ché bién biéu mau.
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[JCMuén x6a mot mau tu tao thi vao Home C1Style CIFormat As Table, tai phan

Custom nhap phai chudt 18n biéu mau va chon Delete.

[1]Cac tuy chon hiéu chinh bang c6 ¢ Table Tools [J[1Tab Design trén thanh

Ribbon

General

$ v % 9

%.0 .00 onditi
] 2 Conditional | Format Cell —

Mui Light

. i_él % _‘I—_‘lﬂ[ g=lInsert ~ E: %‘?' \ﬁ

aF Delete =
. Sort & Find &
Formatting = |as Table =| Styles = B Format = | <2+ Filter~ Select+

) SEaas RS SIS TEET EEES EEEEs mEEEEs
e el S e e
Medium
R SEEaE BEeaS Seaee e e W e
BERES BEEEEE BEE88 BEEEE BEESRS BRERSS SRS88
——— e e A e S

=}
1]
=
e

I

B

Mew Table Style...

Mew PivotTable Style...

X6a kiéu dinh dang bang dang ap dung va chuyén bang vé danh sach
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[10Dé x6a mot kiéu dinh dang bang dang ap dung, trudc tién hay chon bang, tai
Tab Design vao nhom Table Styles chon More () [JIchon Clear. Bén luc nay
vling chon van con la

bang do vay no cé cac tinh nang cua bang.

[ 0Dé chuyén mot bang vé thanh danh sach thi chon bang, sau d6 vao Tab Design,
tai nhom Tools chon Convert to Range.

Sir dung mau dinh dang tai liéu (Document Themes)

Cac mau tai liéu dung sin gitip ngudi sir dung tao nén céc tai liéu ¢ dang vé
chuyén nghiép va rat d& sir dung. Céc biéu mau tai liéu duoc thiét ké san véi nhiéu
mau, font chix, hinh anh, d6 thi,... véi nhiéu hiéu ung dep mat. Ngoai ra chling ta
con ¢6 thé hiéu chinh va ché bién cac mau nay.

[ Dé &p dung biéu mau tai liéu ban vao chon nhém Page Layout (1] Themes
[][1Chon mot biéu mau tir danh séach.

[1[1C6 thé hiéu chinh bidu mau: vao Colors dé chon lai mau, vao Fonts dé chon lai
kiéu Font va vao Effects dé chon lai hiéu tng.

[100Luu y bang phai &p dung Style thi méi c6 tac dung.

[ Tao biéu mau mai Colors va Font ban vao Page Layout [ [1Themes [] Cichon
Colors [1[1chon Create New Themes Colors hay Page Layout [1[1Themes
[100chon Fonts [1chon Create New Themes Fonts. Nhé Tuu lai (Save) sau khi
tao.

[100Khi d6i kiéu mau khac dong loat cac dbi tugng dugc ap dung biéu mau thay

d6i dinh dang va khong bi thay d6i ngi dung.
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m_chme Insert FPage Layout Formulas

5 &
o
- = |
Margins Orientation  Size Print  EBi
- - - - Areav
| Custom -
1| Aa
EEEEEE
Yamato Pa...
Built-In =
T,
1] Aa Aa Aa Aa
7 EEEEEN | [ 1 1] EEEEEE L[ ]]
b Office Adjacency Angles Apex
%
Aall |Aa JIl [Aa ) Aa
EEEETE FEEEEN EEEEE 5 EHNEEER
Apothecary Aspect Austin Bauhaus
[ |
.._Illa AH ;&a B Aa -
L L] ] ] EEEEEE ------_I EEEEEE
BlackTie Carbon Fiber Civic Clarity
[,
Aa Aa Aa Aa
L 11 []] L L1 1]] L L L1 [ ]] [ L1 1]]
Concourse Elemental Equity Executive -
Browse for Themes...
|fa Save Current Theme...

2.3 Tim va thay thé dir liéu
Pé tim dir liéu hodc tim va thay thé dir liéu:
* Kich nut Find & Select trén nhém Editing cta tab Home

* Chon Find hoac Replace
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j‘ﬂ Insert =

T ov
j* Delete - @*

i@

s Sort & |Find &
L:-:'_']F-:urmatv <27 Filter~ |Select =
Cells I% Find...
2ac PReplace..
M | = GoTo..
Go To special.,
Formulas
Comments

Conditional Formatting
Constants

Data Validation

g Select Ohjects
L__LLQ Selection Pane...

« Hop thoai Find and Replace xuat hién, nhap tir mubn tim trong myc Find What
(néu ban chon Find & budc trén) hodc nhap tu mubn tim trong muc Find What va

tir thay thé trong muc Replace with (néu ban chon Replace & budc trén).

« Kich ntit Options dé tim thém cac tiy chon

Find and Replace @

Find | Replace

Find whak; || b |

Frdal | | EBndnet | | Close |
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2.4 Sap xép va loc dir liéu

Sort (sip xép) va Filter (Ioc) 1a nhirng tinh ning cho phép ban thao tac dir liéu
trong mot bang tinh duogc thiét 1ap dua trén céc ti€u chuan.

Sap xép

Dé thyc hién mot sép xép theo chiéu ting dan hay giam dan trén mot cot:

« Panh dau cac 6 mudn duoc sap xép

* Kich nut Sort & Filter trén tab Home

» Kich nut Sort Ascending (A-Z) hay Sort Descending (Z-A)

= 57|
j' {Sort & | Find &
27 |Filter v Select ~
_ 14l sotatoz
~|%l| sotztoa
—] 31 Custom Sort...

W= Filter

Tuy chinh sip xép

Pé sip xép nhiéu hon mot cot:

» Kich nut Sort & Filter trén tab Home

« Chon c6t ma ban mudn sip xép dau tién
» Kich Add Level

* Chon ¢t tiép theo ban muén sép xép

« Kich OK
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’ 1}%1 Add Level ” )( Delete Level H 5y Copy Level ] “ Ciptions. .. [] My data has headers

Column Sort On Order

Sart by |Cn:n|umn H w | |'-a'alues w | |5mallest to Largest o
K, ] [ Cancel

Loc dir li¢u

B0 loc cho phép ban chi hién thi dir liéu ma dap ung céc tiéu chuan nhat dinh. Dé

st dung bo loc:

« Kich vao cot hodc chon cac cot chira dit 1iéu ma ban mubn loc
* Trén tab Home, kich Sort & Filter

* Kich nut Filter

« Kich vao miii tén phia duéi 6 dau tién

* Kich Text Filter

« Kich Words ban muén loc

Nhén chudt vao day dé

xem anh goc
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1 |Monday [T

4] sortatez

il

« Bé khong ap dung b loc, kich nat Sort & Filter

Sart Zto A

Sort by Color

Text

Filters

(Select all)
Friday
Monday
Saturday
Sunday
Thursday
Tuesday
Wednesday

CH

][ Cancel ]

» Kich Clear

Sort & | Find &
Filter ~ | Select ~

2l
&)
oA
=
®

%

SortAtoZ
SortZto A
Custom Sort...
Filter

Clear

Reapply

NGUYEN DAC TAM
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Chwong 3: Gigi Thigu Va Sir Dung Cac Ham

3.1 Gioi thiéu cong thiec va ham:

Gidi thiéu cong thirc (Formula)

Cong thire giup bang tinh hitu ich hon rat nhiéu, néu khong cé cac cong thic thi

bang tinh ciling gidng nhu trinh soan thao vin ban. Ching ta dung cong thirc dé

tinh toan tir cac dit liéu luu trix trén bang tinh, khi di liéu thay d6i cac cong thirc

nay sé ty dong cap nhat cac thay doi va tinh ra két qua méi giup ching ta d& tén

cong st tinh lai nhiéu 1an. Vay cong thirc ¢é cac thanh phan gi?

Cong thuc trong Excel duoc nhan dang 1a do n6 bat dau 1a diu = va sau do 1a su

két hop cua céc toan tir, cac tri s, cac dia chi tham chiéu va cac ham.

Vi du:

—Dau bang
— 11150
Toan tir

Ham
|7 I’Thaﬂl chiéu
= 40000 — IF(C5>=25000.80%*C5.C5)

Vi du vé cong thirc

Cac toan tir trong cong thirc

+ cong

=3+3 3cong3lab

=45-4 45 trir 4 con 41
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* Nhan =150*.05 150 nhan 0.50 thanh 7.5
/ Chia =3/3 3chia3lal
A Lily thira =24 =16”(1/4) | 2 liy thura 4 thanh 16 Lay
can bac 4 cua 16 thanh 2
& N&i chudi ="L8” & “Thanh” | N&i chudi “Lé&” va
“Thanh” lai thanh “Lé
Thanh”
= Bang =Al1=B1 Vi dy 6 A1=3, 6 B1=6 Két
qua: FALSE
> Lén hon =Al1>B1 Vidu 6 A1=3, 6 B1=6 Két
qua: FALSE
< Nho hon =A1<B1 Vidu 6 Al=3, 6 B1=6 Két
qua: TRUE
>= Léon honhoic | =Al1>=B1 Vidu 6 A1=3, 6 B1=6 Két
bang qua: FALSE
<= Nho hon hoiac | =Al<=B1 Vidu 6 A1=3, 6 B1=6 Két
bang qua: TRUE
<> Khéac =Al1<>B1 Vidu 6 A1=3, 6 B1=6 Két
qua: TRUE
, Dau cach cac | =Sum(A1,B1) Vidyu 6 A1=3, 6 B1=6 Két
tham chiéu qua: 9
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Tham chiéu =Sum(A1:B1) Vi dy 6 A1=3, 6 B1=6 Két
mang qua: 9

khoang | Tra vé cac 6 =B1:B6 A3:D3 | Travé giatricuad

trang giao giira 2
vung

Thtr tu vu tién cua cac toan tir

Toan ti MO td Uu tién
: (hai cham) (1 khoang trang) , (diu | Toan tu tham chiéu 1

phay)

— S6 am (vi du —1) 2

% Phan tram 3

A Lily thira 4

*va/ Nhén va chia 5
+va-— Cong va tru 6

& Nbi chudi 7
—<><=>=<> So sanh 8




EXCEL 2010 NGUYEN DAC TAM
Gidi thiéu ham (Function)

Ham trong Excel dugc 1ap trinh sén dung tinh toan hoic thyc hién mot chirc ning
nao d6. Viéc str dung thanh thao cac ham s& gitip ching ta tiét kiém duogc rat nhiéu
thoi gian so véi tinh toan thu cong khong dung ham. Cac ham trong Excel rat da
dang bao trum nhiéu linh virc, c6 nhitng ham khéng yéu cau dbi sé, co nhitng ham

yéu cau mét hodc nhidu ddi sb, va cac ddi sb co thé 1a bit bude hodc tu chon.
=Rand(): ham khong c6 dbi sd
=If(A1>=5,"Pat”,”R6t”): ham 3 ddi s6
=PMT(10%,4,1000,,1): ham nhiéu dbi s6 va déi s6 tiry chon
Trong Excel 2010 c6 cac ham chinh nhu sau:
o Ham ngoai: Call, Registed.ID,...
« Ham léy dir liéu tr SSAS: Cubeset, Cubevalue,...
o Ham dir li¢u: Dmin, Dmax, Dcount,...
o Ham ngay va thot gian: Time, Now, Date,....
o Ham k¥ thuat: Dec2Bin, Dec2Hex, Dec2Oct,...
« Ham tai chinh: Npv, Pv, Fv, Rate,...
o Ham thong tin: Cell, Thong tin, IsNa,...
o Ham luan ly: If, And, Or,...
« Ham tham chiéu va tim kiém: Choose, Vlookup, OffSet,...
o Ham toan va luong gidc: Log, Mmult, Round,...

« Ham théng ké: Stdev, Var, Countlf,...
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« Ham van ban: Asc, Find, Text,...

Chung ta s€ cung nghién ctru cach st dung tirng ham trong cdc nhom ham trén &

céc phan sau.
Nhap cong thirc va ham

Nhép cong thirc trong Excel rat don gian, muén nhap coéng thirc vao 6 ndo ban chi
viéc nhép d4u = va sau d6 1a su két hop cua cac toan tu, cac tri s6, cac dia chi tham
chiéu va cac ham. Ban ¢6 thé nhin vao thanh Formula dé théy dugc tron cong thiec.
Mot diéu hét strc luu ¥ khi 1am viéc trén bang tinh 13 tranh nhap tryc tiép cac con

s0, gia tri vao cong thirc ma ban nén dung dén tham chiéu.

Vi du:
A B C D E F G H |
1 Nam | 0 | 1 2 3 4 5 r
2 Déngtién} -2,000f  -100 600 gool  1.100 900

3

4 |NPv  [=NPV(2,5C52:5G52)+B2
Minh hoa ding tham chiéu trong ham
Trong vi du trén, & di sb thir nhat cia ham NPV chiing ta khéng nhap truc suét
chiét tinh 10% vao ham ma nén tham chiéu dén dia chi 6 chira no 1a 12, vi néu 1i
suit co thay d6i thi ta chi can nhap gia tri mdi vao 6 12 thi chung ta s& thu duoc két

qua NPV méi ngay khong can phai chinh sira lai cong thic.

Gia sur cac 6 C2:G2 dugc dat tén 1la DongTien, va 6 12 dat tén 1a LaiSuat (Xem lai
cach dit tén vung & bai sb 1) thi trong qua trinh nhap cong thic ban c6 thé lam nhu

Sau:
B1. Tai 6 B4 nhap vao =NPV(
B2. Nhan F3, cira s6 Paste Name hién ra

B3. Chon LaiSuat va nhian OK
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B4. Nhap dau phdy (,) va gb F3

B5. Chon DongTien va nhian OK

B6. Nhap ddu dong ngoic roi nhap dau +

B7. Nhép chudt vao 6 B2

B8. Nhan phim Enter

A B C D E F G H |
1 Nam 0 1 2 3 4 5 ;
2 Déng tién -2.000 -100 600 200 1,100 800 10%
3
4 NPV |=MPUiLai5_uat,
: Paste Name Elgl
i Paste name
o
g [ Nhin F3 } M
10 o
11
12
13
14
15
16 [ ok ‘1 ] [ Cancel
17

Chen tén vung vao cong thirc

Mot trong nhimg cach d& dang nhat dé sir dung ham trong Excel 13 str dung thu
vién ham. Khi ban muén str dung ham nao chi viéc vao thanh Ribbon [ chon
nhém Formulas [ Function Library -> chon nhém ham -> chon ham can st
dung. Ngoai ra ban c6 thé nhan vao nat EI dé goi hop thoai Insert Function mot
cach nhanh chong va khi can tim hiéu vé ham nay ban chi cin nhan vao Help on

this function.
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i Function Arguments E|E]
Insert Function
PPY

Search Far a fumckion: Rate |Laisat] E] .

Eﬂpe a brief description of what wou want to do and £ Yaluel |CangTien @ = 4100, 600, 300, 100,200}

0
Yalue? @ =

O select a categary: | Financial
Select a function;

MNOMIMNAL

HPER — 231618451

I Returns the net present value of an investment based on a discount rate and a serles of future

CODDFPRICE payments {neqgative valies) and income (positive valuzs),

CDDFYIELD Rate: isthe race of discount ower the leng:h of one period,

QDDLPRICE

ODDLYIELD

MP¥(rate,valuel,valuez,..}

Returns the net present value of an investment based| Farmula result = 2,318, 15

series of future payments (negative walues) and incor

Help on this Function ol ] [ Cance

Help on this function I QK ] l Cancel

Hop thoai Insert Function
Tham chiéu trong cong thirc
Cac tham chiéu sir dung trong cong thtic gitip cho chung ta khoi tén cong sira chira
cac cong thire khi cac gia tri tinh toan c6 su thay d6i. Co 3 loai tham chiéu sau:
« Tham chiéu dija chi twong dbi: Cac dong va cot tham chiéu s& thay doi khi
ching ta sao chép hoac di doi cong thirc dén vi tri khac mot lugng tuong
g véi sb dong va sb cot ma ta di doi. Vi du A5:B7, C4
« Tham chiéu dija chi tuyét d6i: Cac dong va cot tham chiéu khong thay doi
khi ta di doi hay sao chép cong thirc. Vi du $A$5:$B$7, $C$4
« Tham chiéu hdn hop: Phéi hop tham chiéu dia chi twong ddi va tuyét dbi. Vi
du A$5 nghia 14 cot A tuong dbi va dong 5 tuyét doi.
Luu y: DAau $ trudce tht tu ¢ot 1a cd dinh cot va trude thit tu dong la ¢ dinh dong.
Nhén phim F4 nhiéu lan dé (tuyét d6i) c¢b dinh/ bo cd dinh dong hodc cot.

Nhan phim F4 nhiéu lan dé (tuyét d6i) c¢b dinh/ bo ¢ dinh dong hoac cot.
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Vi du: Tinh thanh tién bang S6 lugng nhan Gia. Poi sang gia tri Thanh tién sang

VND. Tinh téng cac ¢ot Thanh tién va cot VND.

A B C D E

1 Nguwdi mua| Sé lirong Gid | Thanh tién | Tién VND

2 |Binh 4 §2.50 My

3 Binh 2| 5280 = A B c D - E a

4 Binh 1) 52500 4 nguwsi mual| Sé leong Gia | Thanh tién | Tién VND

> Sinh 3| 52501 5 Binh 4 5250 51000 160,000| D2=B2°C2

b |Bire 1| 31251 "3 TBinh 2] 5250 5500 80000| D3=B3°C3

7 Birc 4 51251 4 Bink 1 5250 5250 | 40,000 D4=B4*C4

8 Birc 6] 1251 5 Gigy 3 5250 5750 120000| D5=B5°C5

9 Hoa 2| 5100| g prc 1| 5125 5125| 20000| D6=B6°CE

10 Hoa 2| 5100 7 Dirc i 51925 5500 | 80.000 D7=B7+CT

11 Hoa 3] 5100 8 |Dirc 5 5125 5760 | 120.000 D8=B5"C8

12 Thanh 1 5125 9 |Hoa 2 5100 5200 | 32000 D9=B9"CY

13 Thanh 2l $125| 40 Hoa 2] $1.00 5200 32.000 D10=B10°C10

14 Thanh 2] 51251 44 Hoa 35100 5300 48000 D11=B11°C11

15 Téng 12 Thanh 1| 5125 5125 | 20.000| D12=B12*C12

16 | | 13 Thanh 2| §125 5250 | 40.000| D13=B13*C13
14 Thanh 7] 5125 5250 | 40000| D14=B14*C14
15 Téng $52.00 | 832,000
16
17 Ty gia] _ 16.000 | D15=SUM(D2:D 14} E2=D2*B$17

Minh hoa dja chi tuong d6i va tuyét dbi

B1. Tai 6 D2 nhap vao =B2*C2 va Enter. Sau d6 quét chon ca vung D2:D14 va gb
<Ctrl+D>. Va0 c4c 6 D3, D4... D14 ta thiy cong thic cac dong tu dong dugc thay
d6i twong ug v6i khoang cach so véi 6 D2. Truong hop nay ching ta dung dia chi
tuong ddi ctia B2*C2 14 vi ching ta mudn khi sao chép cong thuc xudng phia duéi
thi dia chi cac 6 tinh toan s& ty dong thay doi theo.

B2. Tai 6 E2 nhap vao =D2*B$17 va Enter, sau d6 chép cong thirc xudng céc 6
E3:E14. Chung ta can cb dinh dong 17 trong dia chi ty gid B17 vi ta muén khi sao
cong thirc xudng thi cic cong thirc sao chép van tham chiéu dén 6 B17 dé tinh

toan.

B3. Tai 6 D15 nhap vao =Sum(D2:D14) va chép sang 6 E15.

Luu y:

« Tham chiéu dén dia chi & worksheet khac nhung ciing workbook thi c6 dang
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o Tén_sheet!Dia chi 6. Vidu:
=A2*Sheet2! A2
=A2*’Thong so’!B4
Khi tén sheet cé chira khodng tring thi dé trong cdp nhdy don ©°
« Tham chiéu dén dia chi trong workbook khac thi c6 dang
[Tén_Workbook|Tén _sheet!Dia chi é.
=A2*[Bai2.xlsx]Sheet3!A4
=A2*’[Bai tap 2.xIsx]Sheet3’!A4
Khi tén Sheet hay Workbook c6 chita khodn trdng dé trong cdp nhdy don
=A2*’C:\Tai lieu\[Bai tap 2.xlsx]Sheet3’! A4
Khi tham chiéu dén workbook khdc ma workbook nay khéng mo
=A2*’\\DataServer\Excel\[Bai tap 2.xlsx]Sheet3’! A4
Khi tham chiéu dén tai nguyén chia sé trén mdy chii trong mang
Cac 16i thong dung (Formulas errors)

Céc 16i thong dung

Léi Gidi thich

#DIV/0! Trong cong thirc c6 chtra phép chia cho 0 (zero) hodc chia 6 rong

#NAME? | Do déanh sai tén ham hay tham chiéu hodc danh thiéu dau nhay

#N/A Cong thirc tham chiéu dén 6 ma c6 dung ham NA dé kiém tra sy
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ton tai cia dir liéu hodc ham khong c6 két qua

#NULL! Ham st dung dit li¢u giao nhau cua 2 ving ma 2 vung nay khong

c6 phan chung nén phan giao rong

#NUM! Van dé ddi véi gia tri, vi dy nhu dung nham sé am trong khi ding

phai 14 s6 duong

#REF! Tham chiéu bi 18i, thuong 1a do 6 tham chiéu trong ham bi x0a

#VALUE! | Cong thirc tinh toan c6 chira kiéu dit liéu khong dung.

3.2 Cac ham trong excel

a. Nhém ham vé thong ké

AVEDEV (numberl, number2, ...) : Tinh trung binh d4 léch tuyét dbi cac diém dix
liéu theo trung binh ciia chung. Thuong dung lam thudc do vé sy bién doi cua tap
sb lieu

AVERAGE (numberl, number2, ...) : Tinh trung binh cong

AVERAGEA (numberl, number2, ...) : Tinh trung binh cong cta céc gia tri, bao
goém ca nhitng gia tri logic

AVERAGEIF (range, criterial) : Tinh trung binh cong cta céc gia tri trong mot
mang theo mot diéu kién

AVERAGEIFS (range, criterial, criteria2, ...) : Tinh trung binh céng cua cac gia tri
trong mot mang theo nhiéu diéu kién

COUNT (valuel, value2, ...) : Bém s 6 trong danh sach
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COUNTA (valuel, value2, ...) : Dém s6 6 c6 chua gia tri (khdng rdng) trong danh
sach

COUNTBLANK (range) : Bém céc 6 rdng trong mét ving

COUNTIF (range, criteria) : Dém s6 6 thoa mot diéu kién cho trudc bén trong mot
day

COUNTIFS (rangel, criterial, range2, criteria2, ...) : Dém sb 6 thoa nhiéu diéu
Kién cho trudc

DEVSQ (numberl, number2, ...) : Tinh binh phuong d6 léch cac diém dir liéu tir
trung binh mau caia ching, réi cong cac binh phuong d6 lai.

FREQUENCY (data_array, bins_array) : Tinh xem c0 bao nhiéu gia tri thuong
Xuyén xuat hién bén trong mot day gia tri, roi tra vé mot mang ding céc s6. Lubn

st dung ham nay ¢ dang cong thic mang

GEOMEAN (numberl, number2, ...) : Tra vé trung binh nhan cia mot day céac so
duong. Thuong dung dé tinh muc ting trudng trung binh, trong d6 13i kép co cac

i bién d6i dugc cho trudc...

HARMEAN (numberl, number2, ...) : Tra vé trung binh diéu hoa (nghich d4o caa

trung binh cong) cua cac sd

KURT (numberl, number2, ...) : Tinh d6 nhon cua tap sb liéu, biéu thi mac nhon

hay murc phang twong d6i caa mot phan bd so vai phan bé chuan
LARGE (array, k) : Tra vé gia tri 16n nhat thir k trong mot tap s liéu
MAX (numberl, number2, ...) : Tra vé gia tri 16n nhat ctia mot tap gia tri

MAXA (numberl, number2, ...) : Tra vé gia tri 16n nhat ctia mot tap gia tri, bao

gom ca céc gia tri logic va text

MEDIAN (numberl, number2, ...) : Tinh trung binh vi cta cac sb.
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MIN (numberl, number2, ...) : Tra vé gi tri nho nhat cia mot tap gia tri

MINA (numberl, number2, ...) : Tra vé gi tri nho nhat caa mot tap gia tri, bao
goém ca céc gia tri logic va text

MODE (numberl, number2, ...) : Tra vé gié tri xuat hién nhiéu nhat trong mot
mang gia tri

PERCENTILE (array, K) : Tim phan vi thir k cta cac gia tri trong mét mang di
liéu

PERCENTRANK (array, X, significance) : Tra vé tha hang (vi tri twong doi) cua
mét tri trong mot mang dix liéu, 1a sb phan traim cta mang dix liéu d6

PERMUT (number, number_chosen) : Tra vé hoan vi caa cac doi tuong.

QUARTILE (array, quart) : Tinh diém tt phan vi caa tap dit liéu. Thuong duoc

dung trong khao sét dit liéu dé chia cac tap hop thanh nhiéu nhom...
RANK (number, ref, order) : Tinh thi hang ciia mot s6 trong danh sach cac s6

SKEW (number1, number2, ...) : Tra vé d¢ léch cia phan phdi, mo ta do khong doi
xung caa phan phdi quanh tri trung binh cia n6

SMALL (array, k) : Tra vé gia tri nho nhat thi k trong mot tap sé

STDEV (numberl, number2, ...) : Uéc luong d6 Iéch chuan trén co sé mau
STDEVA (valuel, value2, ...) : Uéc lugng d6 léch chuan trén co s mau, bao gom
ca nhitng gia tri logic

STDEVP (numberl, number2, ...) : Tinh d6 léch chuan theo toan thé tap hop
STDEVPA (valuel, value2, ...) : Tinh do léch chuan theo toan thé tap hop, ké ca
chir va céc gia tri logic

VAR (numberl, number2, ...) : Tra vé phuong sai dua trén mau
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VARA (valuel, value2, ...) : Tra vé phuong sai dua trén mau, bao gém ca cac tri
logic va text

VARP (numberl, number2, ...) : Tra vé phuong sai dua trén toan thé tap hop
VARPA (valuel, value2, ...) : Tra vé phuong sai dua trén toan thé tap hop, bao
gom ca cac tri logic va text.

TRIMMEAN (array, percent) : Tinh trung binh phan trong caa mot tap dir liéu,
bang céch loai ty 1¢ phan trim cua cac diém dix liéu ¢ dau va & cudi tap dir lidu.

b. Nhém ham vé phén phéi xac suat

BETADIST (x, alpha, beta, A, B) : Tra vé gid tri ciia ham tinh mat do phan phéi
X4C suat tich Iiiy beta.

BETAINV (probability, alpha, beta, A, B) : Tra vé nghich dao cia ham tinh mat do
phan phdi xé4c suat tich liy beta.

BINOMDIST (number _s, trials, probability_s, cumulative) : Tra vé xac suat cua
nhitng lan tht thanh cdng caa phan phdi nhi phan.

CHIDIST (x, degrees_freedom) : Tra vé xac xuat mot phia caa phan phéi chi-
squared.

CHIINV (probability, degrees_freedom) : Tra vé nghich dao cua xac xuat mot phia
ctia phan phdi chi-squared.

CHITEST (actual_range, expected_range) : Tra vé gié tri ctia Xac xuat tir phan phdi
chi-squared va s6 bac ty do twong @ng.

CONFIDENCE (alpha, standard_dev, size) : Tinh khoang tin cay cho mét ky vong
ly thuyét
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CRITBINOM (trials, probability s, alpha) : Tra vé gia tri nh nhat sao cho phan
phdi nhi thirc tich lity 16n hon hay bang gia tri tiéu chuan. Thuong dung dé bao
dam cac tng dung dat chat luong...

EXPONDIST (x, lambda, cumulative) : Tinh phan phéi mii. Thuong dung dé mo
phong thoi gian gitra céc bién c...

FDIST (X, degrees_freedom1, degrees_freedom?2) : Tinh phan phdi xac suat F.
Thudng dung dé tim xem hai tap sb liéu c6 nhiéu mic do khac nhau hay khéng...
FINV (probability, degrees_freedom1, degrees_freedom2) : Tinh nghich dao cua
phan phdi xé4c suat F. Thuong dung dé so sanh do6 bién thién trong hai tap s liéu
FTEST (arrayl, array2) : Tra vé két qua caa mot phép thir F. Thuong dung dé xac
dinh xem hai mau c6 cac phuong sai khac nhau hay khong...

FISHER (X) : Tra vé phép bién d6i Fisher tai x. Thuong dung dé kiém tra gia
thuyét dua trén hé sé tuong quan...

FISHERINV (y) : Tinh nghich dao phép bién d6i Fisher. Thuong dung dé phan
tich mdi tuong quan giira cac mang s liéu...

GAMMADIST (x, alpha, beta, cumulative) : Tra vé phan phéi tich lily gamma. C6
thé dung dé nghién ctu c6 phan bé léch

GAMMAINYV (probability, alpha, beta) : Tra vé nghich dao ciia phan phéi tich liy
gamma.

GAMMLN (x) : Tinh logarit tu nhién cia ham gamma

HYPGEOMDIST (numberl, number2, ...) : Tra vé phan phdi siéu boi (xac suat cua
mot s6 lan thanh cong nao do...)

LOGINV (probability, mean, standard_dev) : Tinh nghich dao ciia ham phan phéi
tich Ity lognormal cua x (LOGNORMDIST)
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LOGNORMDIST (x, mean, standard_dev) : Tra vé phan phéi tich lily lognormal
cla x, trong do6 logarit ty nhién cua x thudng dugc phan phdi véi cac tham sé mean
va standard_dev.

NEGBINOMDIST (number_f, number_s, probability_s) : Tra vé phan phéi nhi
thirc Am (tra vé xac suat ma s& cd number_f 1an that bai trudce khi c6 number_s 1an
thanh cong, khi xac suat khong d6i caa mot l1an thanh cong 1a probability_s)
NORMDIST (x, mean, standard_dev, cumulative) : Tra vé phan phdi chuan
(normal distribution). Thudng dugc str dung trong viéc théng ké, gom ca viéc kiem
tra gia thuyét

NORMINV (probability, mean, standard_dev) : Tinh nghich dao phan phéi tich liiy
chuan

NORMSDIST (z) : Tra vé ham phan phdi tich lity chuan tac (standard normal
cumulative distribution function), 1a phan phdi c6 tri trung binh cong la zero (0) va
do léch chuan la 1

NORMSINV (probability) : Tinh nghich dao ciia ham phan phdi tich lity chuan tac
POISSON (x, mean, cumulative) : Tra vé phan phdi poisson. Thuong dung dé wdc
tinh sé lwgng bién cd s& xay ra trong mot khoang thoi gian nhét dinh

PROB (x_range, prob_range, lower_limit, upper_limit) : Tinh xac suét cua cac tri
trong ddy nam giita hai giéi han

STANDARDIZE (x, mean, standard_dev) : Tra vé tri chuan hoa tir phan phoi biéu
thi bai mean va standard_dev

TDIST (x, degrees_freedom, tails) : Tra vé x4c suat cua phan phdi Student (phan
phdi t), trong d6 x 1a gia trj tinh tir t va duoc dung dé tinh x4c suat.

TINV (probability, degrees_freedom) : Tra vé gié tri t caa phan phéi Student.
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TTEST (arrayl, array?2, tails, type) : Tinh xac xuat két hop vai phép thir Student.

WEIBULL (x, alpha, beta, cumulative) : Tra vé phan phbi Weibull. Thuong su
dung trong phan tich d6 tin cay, nhu tinh tudi tho trung binh cia mot thiét b.
ZTEST (array, X, sigma) : Tra vé x4c suat mot phia cua phép thir z.

c. Nhém ham vé twong quan va hoi quy tuyén tinh

CORREL (arrayl, array?) : Tinh hé sé twong quan giita hai mang dé xac dinh moi
quan hé cua hai dac tinh

COVAR (arrayl, array2) : Tinh tich sé cac do léch ciia mdi cap diém dix liéu, roi
tinh trung binh céc tich sé d6

FORECAST (%, known_y's, known_x's) : Tinh toan hay du doan mot gié tri tuong
lai bang céach str dung cac gié tri hién c6, bang phuong phap hdi quy tuyén tinh
GROWTH (known_y's, known_x's, new_Xx's, const) : Tinh toan su tang truong du
Kién theo ham mil, bang céach sir dung céc dit kién hién co.

INTERCEPT (known_y's, known_x's) : Tim diém giao nhau ctia mot duong thang
Vvéi truc y bang cach sir dung céc tri x va y cho truéc

LINEST (known_y's, known_x's, const, stats) : Tinh théng ké& cho mot duong bang
cach dung phuong phap binh phuong tdi thiéu (least squares) dé tinh duong thang
thich hop nhat vai dit liéu, roi tra vé mang mo ta duong thang d6. Ludn ding ham
nay ¢ dang cong thirc mang.

LOGEST (known_y's, known_x's, const, stats) : Dung trong phan tich hoi quy.
Ham sé& tinh duong cong ham mii phu hop vai dit liéu dugc cung cap, roi tra vé

mang gia tri mé ta duong cong d6. Ludn dung ham nay & dang céng thuc mang
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PEARSON (arrayl, array?) : Tinh hé s twong quan momen tich pearson (r), mot
chi muc khéng tha nguyén, trong khoang tir -1 dén 1, phan anh sy mé réng quan
hé tuyén tinh giira hai tap sé liéu

RSQ (known_y's, known_x's) : Tinh binh phuong hé s6 twong quan momen tich
Pearson (r), thong qua cac diém dit liéu trong known_y's va known_x's

SLOPE (known_y's, known_x's) : Tinh hé s6 géc cua duong hoi quy tuyén tinh
thong qua cac diém dit liéu

STEYX (known_y's, known_x's) : Tra vé sai s6 chuan cua tri dy doan y d6i voi
madi tri x trong hdi quy.

TREND (known_y's, known_x's, new_x's, const) : Tra vé cac tri theo xu thé tuyén
tinh

d. Cac ham tai chinh - financian functions

ACCRINT (issue, first_interest, settlement, rate, par, frequency, basis,

calc_method) : Tinh Iai tich Ity cho mot ching khoan tra 1ai theo dinh ky

ACCRINTM (issue, settlement, rate, par, basis) : Tinh 14i tich Iiiy doi véi chiing

khodn tra li theo ky han

AMORDEGRC (cost, date_purchased, first_period, salvage, period, rate, basis) :
Tinh khau hao trong mdi tai khoa ké toan tiy theo thoi han sir dung cua tai san (sir
dung trong cac hé thong ké toan theo kiéu Phap)

AMORLINC (cost, date_purchased, first_period, salvage, period, rate, basis) :
Tinh khau hao trong mdi tai khoa ké toan (st dung trong cac hé théng ké toan theo
kiéu Phap)

COUPDAYBS (settlement, maturity, frequency, basis) : Tinh sé ngay ké tir dau ky

|3i t6i ngay két toan
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COUPDAYS (settlement, maturity, frequency, basis) : Tinh s ngay trong ky li

bao gom ca ngay két toan

COUPDAYSCN (settlement, maturity, frequency, basis) : Tinh sé ngay tir ngay két
toan téi ngay tinh 14i ké tiép

COUPNCD (settlement, maturity, frequency, basis) : Tra vé mot con s6 thé hién

ngay tinh 14i ké tiép ké tir sau ngay két toan

COUPNUM (settlement, maturity, frequency, basis) : Tinh sb 1an 1ai suat phai tra

trong khoang tir ngay két toan dén ngay dao han

COUPPCD (settlement, maturity, frequency, basis) : Tra vé mét con sd thé hién

ngay thanh toan 14i lan trudc, trudc ngay két toan

CUMIPMT (rate, nper, pv, start_period, end_period, type) : Tinh lgi tic tich liy

phai tra ddi véi khoan vay trong khoang thai gian gitra start_period va end_period

CUMPRINC (rate, nper, pv, start_period, end_period, type) : Tra vé tién von tich
lity phai tra d6i voi khoan vay trong khoang thoi gian gitra start_period va

end_period

DB (cost, salvage, life, period, month) : Tinh khau hao cho mét tai san sir dung
phuong phép sé du giam dan theo mot muac ¢é dinh (fixed-declining balance
method) trong mot khoang thoi gian xac dinh.

DDB (cost, salvage, life, period, factor) : Tinh khau hao cho mét tai san st dung
phuong phap s6 du giam dan kép (double-declining balance method), hay giam
dan theo mot ty 18 nao do, trong mot khoang thoi gian xac dinh.

DISC (settlement, maturity, pr, redemption, basis) : Tinh ty I chiét khau caa mot

churng khoan
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DOLLARDE (fractional_dollar, fraction) : Chuyén d6i gia dollar & dang phan sé
sang gia dollar ¢ dang thap phan

DOLLARFR (decimal_dollar, fraction) : Chuyén dbi gia dollar & dang thap phan

sb sang gi dollar & dang phan sé

DURATION (settlement, maturity, coupon, yld, frequency, basis) : Tinh thoi han
hiéu luc Macauley dya trén ddng ménh gia $100 (thdi han hiéu luc 12 trung binh
trong gid tri hién tai cua dong luan chuyén tién mit va dugce dung lam thude do vé
su phan hoi 1am thay d6i lgi nhuan cua gia tri trai phiéu)

EFFECT (nominal_rate, npery) : Tinh i suat thuc té hang nam, biét trude 13 suat
danh nghia hang nim va téng s6 ky thanh toan 14i kép mdi nim

FV (rate, nper, pmt, pv, type) : Tinh gia tri ky han cua sy dau tu dua trén viéc chi
tra ¢ dinh theo ky va Iai suat c6 dinh

FVSCHEDULE (principal, schedule) : Tinh gia tri ky han cia mot von ban dau sau
khi 4p dung mot chudi céc 14i suat kép (tinh gia tri ky han cho mét dau tu co 14i
suat thay d6i)

INTRATE (settlement, maturity, investment, redemption, basis) : Tinh I4i suat cho
mot ching khoan dau tu toan bo

IPMT (rate, per, nper, pv, fv, type) : Tra vé khoan thanh toan lai cho mot dau tu
dua trén viéc chi tra ¢ dinh theo ky va duya trén 14i suat khong doi

IRR (values, guess) : Tinh lgi suat ndi ham cho mét chudi cac luu dong tién mat
dugc thé hién boi cac tri sb

ISPMT (rate, per, nper, pv) : Tinh sé tién 13i da tra tai mot ky nao dé ddi véi mot

khoan vay c6 l4i suat khong doi, sau khi da trir s6 tién géc phai tra cho ky do.
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MDURATION (settlement, maturity, coupon, yld, frequency, basis) : Tinh thoi

han Macauley sira d6i cho chieng khoan dua trén dong ménh gia $100

MIRR (values, finance_rate, reinvest_rate) : Tinh ty suat doanh lgi néi tai trong

mot chudi luan chuyén tién mat theo chu ky

NOMINAL (effect_rate, npery) : Tinh i suit danh nghia hang nam, biét trudc i
suat thyc té va cac ky tinh 13i kép mdi nim

NPER (rate, pmt, pv, fv, type) : Tinh sb ky han dé tra khoan vay trong dau tu dua

trén tirng chu Ky, s6 tién tra va ty suat lgi tac ¢b dinh

NPV (rate, valuel, value2, ...) : Tinh hién gia rong caa mot khoan dau tu bang cach
sir dung ty Ié chiéu khau véi cac chi khoan tra ky han (tri am) va thu nhap (tri

duong)

ODDFPRICE (settlement, maturity, issue, first_coupon, rate, yld, redemption,
frequency, basis) : Tinh gié tri trén mdi dong ménh gia $100 cua chiing khoan co

ky dau tién I¢ (ngan han hay dai han)

ODDFYIELD (settlement, maturity, issue, first_coupon, rate, pr, redemption,
frequency, basis) : Tra vé lgi nhuan cua mét ching khoan c6 ky tinh 1ai dau tién 1a

1& (ngan han hay dai han)

ODDLPRICE (settlement, maturity, last_interest, rate, yld, redemption, frequency,
basis) : Tinh gia trj trén mdi dong ménh gia $100 cua chiing khoén c6 ky tinh 14i
phiéu cudi ciing 1a Ié (ngan han hay dai han)

ODDLYIELD (settlement, maturity, last_interest, rate, pr, redemption, frequency,
basis) : Tinh lgi nhuan cua chang khoan c6 ky cudi cung 1a 1¢ (ngan han hay dai
han)
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PMT (rate, nper, pv, fv, type) : Tinh tién phai tra d6i voi khoan vay c6 I3 suat
khong doi va chi tra déu dan

PPMT (rate, per, nper, pv, fv, type) : Tinh khoan vén thanh toan trong mot ky han
da cho d6i voi mot khoan dau tu, trong d6 viéc chi tra duoc thuc hién déu din theo
dinh ky voi mot 13i suat khong doi

PRICE (settlement, maturity, rate, yld, redemption, frequency, basis) : Tinh gia tri

chung khoan trén ddong ménh gia $100, thanh toan loi tac theo chu ky

PRICEDISC (settlement, maturity, discount, redemption, basis) : Tinh gia tri trén

ddng ménh gia $100 cia mot chimg khoan da chiét khau

PRICEMAT (settlement, maturity, issue, rate, yld, basis) : Tinh gié tri trén dong

ménh gid $100 cua mét ching khoadn phai thanh toan 1ai vao ngay dao han
PV (rate, nper, pmt, fv, type) : Tinh gi4 tri hién tai caa mot khoan dau tu
RATE (nper, pmt, pv, fv, type, guess) : Tinh lai suat mdi ky trong mot nién kim

REVEICED (settlement, maturity, investment, discount, basis) : Tinh s4 tién nhan

duoc vao ky han thanh toan cho mét chimg khoan dau tu toan bo

SLN (cost, salvage, life) : Tinh chi phi khau hao (theo phuong phap duong thang)

cua mat tai san trong mot ky

SYD (cost, salvage, life, per) : Tinh khau hao theo gia tri con lai cua tai san trong
dinh ky xac dinh

TBILLEQ (settlement, maturity, discount) : Tinh lgi nhuan tuong trng vai tréi
phiéu cho trai phiéu kho bac

TBILLPRICE (settlement, maturity, discount) : Tinh gia tri ddng ménh gia $100
cho trai phiéu kho bac

TBILLYIELD (settlement, maturity, pr) : Tinh loi nhuan cho tréi phiéu kho bac
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VDB (cost, salvage, life, start_period, end_period, factor, no_switch) : Tinh khau
hao tai san st dung trong nhiéu ky

XIRR (values, dates, guess) : Tinh loi suat noi ham cho mot loat lwu dong tién mat
khong dinh ky

XNPV (rate, values, dates) : Tinh ty gia rong cho mot day luu dong tién mat khdng
dinh ky

YIELD (settlement, maturity, rate, pr, redemption, frequency, basis) : Tinh loi
nhuan doi véi ching khoan tra 1ai theo dinh ky

YIELDDISC (settlement, maturity, pr, redemption, basis) : Tinh loi nhuan hing
nam cho chimg khoan da chiét khau

YIELDMAT (settlement, maturity, issue, rate, pr, basis) : Tinh lgi nhuan hing nim
cuaa ching khodn tra 13i vao ngay dao han

e. Danh muc cac Cac Ham Quéan ly Co s¢ dir li€u va Danh sach

DAVERAGE (database, field, criteria) : Tinh trung binh cac gia tri trong mot cot
cua danh sach hay cac tri cia mot co sé dit liéu, theo mot diéu kién duogc chi dinh.
DCOUNT (database, field, criteria) : Dém cac & chua s6 liéu trong mot cot cua
danh sach hay céc tri cia mot co s dit liéu, theo mot diéu kién duge chi dinh.
DCOUNTA (database, field, criteria) : Dém cac 6 "khong rdng" trong mét cot caa
danh sach hay céc tri cia mot co s dit liu, theo mot diéu kién duge chi dinh.
DGET (database, field, criteria) : Trich mot gia tri tir mot cot cua mot danh séch
hay co so dit liéu, khop vai diéu kién duoc chi dinh.

DMAX (database, field, criteria) : Tra vé tri Ion nhat trong mot cot caa mot danh

sach hay ctia mot co s dit liéu, theo mot diéu kién duoc chi dinh.
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DMIN (database, field, criteria) : Tra vé tri nho nhat trong mot cot cia mot danh

sach hay caa mot co so dit liéu, theo mot diéu kién duoc chi dinh.

DRODUCT (database, field, criteria) : Nhan cac gia tri trong mot cot cua mot danh

sach hay ctia mot co s dit liéu, theo mot diéu kién duoc chi dinh.

DSTDEV (database, field, criteria) : Udc lwong do léch chuan caa mot tap hop
theo mau, bang céch sir dung cac sb liéu trong mot cot caa mot danh sach hay cua

mot co s& dit liéu, theo mot diéu kién duoc chi dinh.

DSTDEVP (database, field, criteria) : Tinh d6 Iéch chuan cia mét tap hop theo
toan thé céc tap hop, bang céach sir dung cac s6 liéu trong mot cot caa mot danh

sach hay ctia mot co s dir liéu, theo mot diéu kién duoc chi dinh.

DSUM (database, field, criteria) : Cong cac sé trong mét cot caa mot danh séach

hay ctia mot co sé dir liéu, theo mot diéu kién duoc chi dinh.

DVAR (database, field, criteria) : Udc luong sy bién thién ctia mot tap hop dua
trén mot mau, bang cach str dung cac sb liéu trong mot cot cia mot danh sach hay
ctia mot co sé dir liéu, theo mét diéu kién duoc chi dinh.

DVARP (database, field, criteria) : Tinh toan su bién thién cia mot tap hop dua
trén toan thé tap hop, bang céch sir dung cac sé liéu trong mot cot caa mot danh
sach hay ctia mot co s dit liéu, theo mot diéu kién duoc chi dinh.
GETPIVOTDATA (data_field, pivot_table, fieldl, item1, field2, item2,...) : Tra vé
dir liéu duoc luu giit trong bao céo PivotTable. Co thé dung GETPIVOTDATA dé
lay dit liéu tong két tir mot bao cdo PivotTable, voi diéu kién 1a phai thay duoc dir

lieu tong két tir trong bao cao do.

NGi chung vé Cac Ham Quan 1y Co so dit liéu va Danh sach
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Microsoft Excel cung cap nhiéu ham dung cho viéc phan tich dit liéu trong danh

sach hay co s¢ dit liéu. Nhitng ham nay bit dau bang chit D.

Mbi ham déu sir dung 3 dbi s6 1a database, field va criteria; nhitng d6i s6 nay 1a

cac tham chiéu dén cac mang trong bang tinh.

* database : La mot day cac 6 tao nén danh sach hay co so dir liéu. Mot co s¢ dit
liéu 1a mot danh sach dit liéu gdm nhitng mau tin, va c6 cot dix liéu 1a cac trudng

(field). Dong dau tién trong danh séch lubn chira tén truong.

* field : Cho biét cot nao duoc st dung trong ham. field c6 thé duoc cho & dang
text véi tén cot duge dé trong cip dau ngoidc kép (nhu "Age", "Yield"...) hay 1a sd
dai dién cho vi tri cua cot (1, 2, ...)

* criteria : LA mot ddy cac 6 chura diéu kién. C6 thé dung bt cir ddy ndo cho phan
diéu kién nay, mién 1a diy d6 c6 it nhat mot tén cot va mot 6 bén dudi tén cot dé
lam diéu kién cho ham (xem thém bai Mot s6 vi du vé cach dung Criteria dé nhap
diéu kién ¢ sau day).

HAM NGAY THANG VA THOI GIAN

Mot s6 luu ¥ khi sir dung ngay thang va thoi gian trong Excel:

Excel hé tro tinh toan ngay thang cho Windows va Macintosh. Windows dung hé
ngay bat dau tir 1900. Macitosh dung hé ngay bat dau tir 1904. Tai liéu nay duoc
dién giai theo hé ngay 1900 danh cho Windows.

Hé thdng ngay gio Excel phu thudc vao thiét 1ap trong Regional Options cua
Control Panel. Mic dinh 1a hé théng caa My "Thang/Ngay/Nam" (M/d/yyyy). Ban
c6 thé stra lai thanh hé théng ngay cua VN "Ngay/Thang/Nam" (dd/MM/yyyy).
Khi ban nhap mot gia tri ngay thang khdng hop 18 nd sé& trg thanh mét chudi vin

ban. Cong thuc tham chiéu toi gié tri d6 sé& tra vé 15i.
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=NOW() Cho hién ngay gio cua hé théng
=TODAY() Cho ngay cua hé théng

=DAY (D) Cho gia tri ngay cua D (Tra vé thir tu caa ngay trong thang tir mot gia tri
kiéu ngay thang)

=MONTH(D) Cho gié tri thang cua D
=YEAR(D) Cho gia tri nam cua D

=DAYS360(BTNT1, BTNT2) Tinh sé ngay gitta 2 mdc ngay thang dua trén co sé

Mot nam c6 360 ngay.

=EDATE Tra vé mdc thoi gian xay ra trudce hodc sau méc chi dinh
=EOMONTH Tra vé ngay cudi cling cua thang xay ra truéc hozc sau moc chi dinh
Ham HOUR()

Cho biét s6 chi gid trong mét gia tri thoi gian

Cu phap: = HOUR(serial_number)

serial_number: Biéu thtc thoi gian hoac 1a mot con sé chi gid tri thoi gian
Vi du: HOUR(0.5) = 12 (gio)

Ham MINUTE()

Cho biét sé chi phat trong mot gia tri thoi gian

Cu phap: = MINUTE(serial_number)

serial_number: Biéu thuc thoi gian hodc 1a mot con sé chi gia tri thoi gian
Vi du: Bay gio 1a 10:20 PM, MINUTE(NOW()) = 20 (phat)

=MONTH Tra vé s6 thang caa mot gia tri kiéu ngay thang.
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=NETWORKDAYS Tra vé s6 ngay lam viéc trong méc thoi gian dua ra sau khi
trir di ngay nghi va ngay I¢.

=NOW Tra vé ngay gid hién tai trong hé thong cuaa ban.

Ham SECOND()

Cho biét sé chi giay trong mét gia trj thoi gian

Cu phap: = SECOND(serial_number)

serial_number: Biéu thuc thoi gian hodc 1a mot con sé chi gia tri thoi gian

Vi du; SECOND("2:45:30 PM") = 30 (giay)

Ham TIME()

Tra vé mot gid tri thoi gian nao d6

Cu phap: = TIME(hour, minute, second)

hour: Sé chi gio, 1a mot con sb tir 0 dén 23. Néu 16n hon 23, Excel s& ty trir di mot
boi sb cua 24.

minute: S6 chi phat, 1a mot con s6 tir 0 dén 59. Néu 16n hon 59, Excel s& tinh lai va
tang s6 gid 1én tuong ung.

second: Sé chi gidy, 1a mot con sb tir 0 dén 59. Néu 16n hon 59, Excel s& tinh lai va

tang s6 pht, s6 gio 1én twong ung.
TIME(14, 45, 30) = 2:45:30 PM
TIME(14, 65, 30) = 3:05:30 PM

TIME(25, 85, 75) = 2:26:15 AM
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* Cing nhu DATE(), ham TIME() rat hitu dung khi hour, minute, second Ia nhiing
cdng thirc ma khong phai 1a mot con sd, né sé& gitp ching ta tinh toan chinh xac

hon
Ham TIMEVALUE()

Chuyén d6i mot chudi van ban c6 dang thoi gian thanh mot gia tri thoi gian dé co
thé tinh toan duoc

Cd phép: = TIMEVALUE(time_text)

time_text: Chudi van ban can chuyén doi

Vi du:

TIMEVALUE("26:15") = 0.09375 (= 2:15:00 AM)

=WEEKDAY Tra vé s6 tht tu ctia ngay trong tuan tir gia tri ngay thang.
=WEEKNUM Tra vé s thir tu cia tudn trong nam tir gié tri ngay thang.
=WORKDAY Tra vé ngay lam viéc xay ra truéc hoic sau mbc thoi gian dua ra.
Trong cdng viéc hang ngay, chac han chlng ta hay nghi dén chuyén viéc 1am nay
ciia minh mat hét may phan trim caa mot nam, vi du, mot ngay ngu hét 6 tiéng, 1a
1/4 ngay, vay mot ndm ching ta ngu hét 25% (hic) thoi gian...

Hoac mot nhan vién cua cong ty xin nghi viéc vao thang 5, lvong tinh theo nam,
vay cong ty phai tra cho nguoi d6 bao nhiéu phan tram luong khi cho nghi viéc?
Excel c6 mot ham dé tinh ty 1¢é caa mot khoang thoi gian trong mot nam, va cho
phép tinh theo nhiéu kiéu (ndm 365 ngay, hay nam 360 ngay, tinh theo kiéu My
hay theo kiéu chau Au...):

Ham YEARFRAC()

(Dich tur chir Year: nam, va Frac = Fraction: ty I€)
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Cu phap: = YEARFRAC (start_date, end_date [, basis])

start_date, end date: Ngay thang dai dién cho ngay bat dau va ngay két thic cua
khoang thoi gian can tinh toan. Nén nhap bang ham DATE(), hoic dung mot két
qua tra vé cuia mot cong thirc khéc, vi c6 thé s& xay ra 18i néu ban nhap tryc tiép

ngay thang dudi dang text.
basis: Mot con sd, quy dinh kiéu tinh:

* 0 : (hodc khong nhap) Tinh toan theo kiéu Bac My, mot nam c6 360 ngay chia
cho 12 thang, mot thang c6 30 ngay.

* 1 : Tinh toan theo s6 ngay thuc té cua nim va sb ngay thuc té cua tirng thang

* 2 : Tinh todn theo mot nim c6 360 ngay, nhung sé ngay 1a sé ngay thuc té cua

tung thang

* 3 : Tinh todn theo mdt nim c6 365 ngay, va sbé ngay l1a sé ngay thuc té cua ting

thang

* 4 : Tinh toan theo kiéu Chau Au,mdi thang c6 30 ngay (néu start_date hozic
end_date ma roi vao ngay 31 ctia mot thang thi chiing sé duoc d6i thanh ngay 30

cua thang do)

Vi du: Tinh ty I¢ gitra ngay 15/3/2010 va ngay 30/7/2010 so véi 1 nam:
YEARFRAC("15/3/2010", "30/7/2010™") = 37%

Tinh sé ngay chénh léch theo kiéu mot nam co6 360 ngay

Hién nay, van con mot s6 hé théng ké toan ding kiéu tinh thoi gian 1a mot thang
coi nhu ¢6 30 ngay va mgt ndm coi nhu c6 360 ngay!

Gap truong hop ndy, viéc tinh toan thoi gian sé khong don gian, vi thuc té thi sb

ngay trong mdi thang dau c6 gidng nhau.
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C6 1& vi nghi dén chuyén d6, nén Excel c6 mot ham danh riéng cho cac hé thong ké

toan dua trén co s& mot nam c6 360 ngay, do6 1a ham DAY S360.

Ham DAY S360()

Cu phap: = DAYS360(start_date, end_date [, method])

start_date, end date: Ngay thang dai dién cho ngay bat dau va ngay két thic cua
khoang thoi gian can tinh toan. Nén nhap bing ham DATE(), hoic dung mot két
qua tra vé cia mot cong thac khac, vi c6 thé sé& xay ra 13i néu ban nhap truc tiép
ngay thang dudi dang text.

method: Mét gia tri logic (TRUE, FALSE) dé chi cach tinh toan, theo kiéu chau
Au hay theo kiéu My.

* FALSE: (hoac khong nhap) Tinh toan theo kiéu My: Néu start_date 1a ngay 31
cua thang, thi nd duoc d6i thanh ngay 30 cua thang d6. Néu end_date 1a ngay 31
cua thang va start_date nho hon 30, thi end_date duoc d6i thanh ngay 1 cua thang
ké tiép.

* TRUE: Tinh toan theo kiéu chau Au: Hé start_date hoic end date ma roi vao
ngay 31 cua mot thang thi chiing s& duoc d6i thanh ngay 30 cua thang do.

Vi du: So sanh sb ngay chénh léch giira 01/01/2008 va 31/5/2008 theo kiéu mot
nam c6 360 ngay va theo kiéu thuong (ding ham DATEDIF)
DAYS360("01/01/2008", "31/5/2008") = 150

DAYS360("01/01/2008", "31/5/2008", TRUE) = 149

DATEDIF("01/01/2008", "31/5/2008", "d") = 151

Tinh sb ngay 1am viéc gitra hai khoang thoi gian
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Binh thuong, néu lay ngay thang trir ngay thang, két qua s& bao gom luén nhitng
ngay I&, ngay nghi, v.v... Con néu tinh sé ngay Iam viéc trong mot khoang thoi

gian, thi phai trir b6t di nhitng ngay khong lam viéc.

Trong Excel c6 mot ham chuyén dé tinh toan nhitng ngay lam viéc giita hai khoang
thoi gian ma khdng bao gdom céc ngay thi Bay, Chu Nhat va nhiing ngay nghi khac
dugc chi dinh: Ham NETWORKDAYS (dung nguyén nghia cua nd: net
workdays).

Di nhién ham nay chi thich hop vai nhitng co quan 1am viéc 5 ngay mét tuan, chir

nhu chiing ta, 1am tudt, c6 khi 1a 365 ngdy mot nam (hic) thi ham nay vo tac dung!
Ham NETWORKDAYS()
Cu phap: = NETWORKDAY S(start_date, end_date [, holidays])

start_date, end_date: Ngay thang dai dién cho ngay bat dau va ngay két thic cong
viéc. Nén nhap bang ham DATE(), hoic dung mot két qua tra vé ctia mot cong

thirc khac, vi c6 thé s& xay ra Idi néu ban nhap truc tiép ngay thang dudi dang text.

holidays: Danh sach nhiing ngay nghi ngoai nhitng ngay thtr Bay va Cha Nhat.
Danh sach nay c6 thé 1a mot ving da duoc dat tén. Néu nhap truc tiép thi phai bo

trong cap dau mac {}.

Vi du: Cong thic tinh sé ngay lam viéc gitta ngay 1/12/2010 va ngay 10/1/2011,
trong d6 ¢ nghi ngay Noel (25/12) va ngay Tét Tay (1/1):

= NETWORKDAYS("01/12/2010", "10/01/2011", {""12/25/2007", "1/1/2011"})
Ham DATEDIF()

C6 1& cach dé nhat khi mudn tinh toan ngay thang nam la ding ham DATEDIF().
Cu phép: = DATEDIF(start_day, end_day, unit)

start_day: Ngay dau
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end_day: Ngay cudi (phai lon hon ngay dau)

unit: Chon loai két qua tra vé (khi dung trong ham phai g6 trong diu ngoic kép)
y : 6 nam chénh léch giira ngay dau va ngay cudi

m : s6 thang chénh léch gitra ngay dau va ngay cudi

d : s6 ngay chénh léch giita ngay dau va ngay cudi

md : sé ngay chénh léch giira ngay dau va thang ngay cudi, ma khéng phu thuoc
Va0 s6 nam va so thang

ym : s6 thang chénh léch gitta ngay dau va ngay cudi, ma khdng phu thudc vao sé
nim va sb ngay

yd : s6 ngay chénh léch giita ngay dau va ngay cudi, ma khong phu thudc vao sé
nam

DATEDIF("01/01/2000", "31/12/2100", "y") = 100 (ndm)
DATEDIF("01/01/2000", "31/12/2100", "m") = 1211 (théng)
DATEDIF("01/01/2000", "31/12/2100", "d") = 36889 (ngay)
DATEDIF("01/01/2000", “31/12/2100", "md") = 30 (= ngay 31 - ngay 1)
DATEDIF("01/01/2000", "31/12/2100", "ym") = 11 (= thang 12 - thang 1)
DATEDIF("01/01/2000", "31/12/2100", "yd") = 365 (= ngay 31/12 - ngay 1/1)
*Tinh tudi (2):

O bai trudc, toi da dua ra mot cai cong thirc dé tinh tudi dai thoong nhur vay:

= YEAR(NOW() - YEAR(Birthdate) - (DATE(YEAR(NOW()),
MONTH(Birthdate), DAY (Birthdate)) > TODAY(())
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D6 1a khi chua biét ¢én ham DATEDIF().

Bay gio, voi DATEDIF(), cong thirc trén chi ngin nhu vay thdi, ma ra két qua van
chinh xac:

= DATEDIF(Birthdate, TODAY(), "y")

Vi du, hém nay la ngay 09/01/2007:

* V/6i ngay sinh 1a 05/01/1969 (da t6 chie sinh nhat rdi), DATEDIF("05/01/1969",
TODAY(), "y") = 39

* Nhung voi ngdy sinh 13 11/1/1969 (chua to chie sinh nhat),
DATEDIF("11/01/1969", TODAY(), "y") = 38

*Tim mot gio, phut, gidy nao do tinh tur lUc nay

Nhu t6i d néi ¢ trén, ham TIME() s& tu dong diéu chinh két qua cua mot gia tri
thai gian khi nhitng théng sé trong ham khéng hop 1y (gior > 24, phit va gidy >
60). Va do d6, khi can tinh toan hoac tim mot gia tri thoi gian nao do ké tir 1dc nay
(hoac bat ky luc nao), nguoi ta thuong st dung ham TIME().

Vi du, cong thirc sau day sé& cho ra két qua la thoi gian vao 12 tiéng nira ké tir luc
nay:

= TIME(HOUR(NOW()) + 12, MINUTE(NOW()), SECOND(NOW()))

Khong gidng nhu ham DATE(), ban khong thé don gian cong thém gio, phat, hay
giay trong ham TIME(). Vi du c6ng thic sau day chi Iam mdi chuyén 1a ting thém
1 ngay vao ngay thang nam va thoi gian hién tai:

= NOW() + 1

Néu ban mudn cong thém gio, phat, hay gidy vao mét gia tri thoi gian, ban phai
tinh thoi gian cong thém do theo mét ty 1€ ciia mot ngay. Vi du, boi vi mot ngay thi

cd 24 gio, nén mot gio dugc tinh nhu 1a 1/24. Ciing vay, bai vi mét gio thi c6 60
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ph(t, nén mot phit s& duoc tinh nhu 13 1/24/60 (ctia mot ngay). Va cudi cing, bgi
vi ¢6 60 gidy trong mot phit, nén 1 gidy trong mot ngay s& duoc tinh bang
1/24/60/60.

*Tinh tong thoi gian

Khi tinh tong thoi gian, ban nén phan biét hai truong hop sau day:

* Cong thém gio, phat, gidy: Vi dy, bay gio 1a 8 gid, cong thém 2 tiéng nita, 1a 10
gio... Hodc bay gio 1a 23 gio, cong thém 3 tiéng nira [ 2 gid sang (chd khdng phai
26 gio)... Néu cong kiéu nay thi ban ¢t cong binh thuong, ding ham TIME() va
néu can thi theo bang hudéng dan ¢ trén.

* Cong tong thoi gian 1am viéc: Mbi ngay toi l1am viéc 18 tiéng, vay hai ngay toi
lam may tiéng? 1a 36 tiéng. Nhung néu ban dung format binh thuong dang thoi
gian thi Excel n6 s& tu quy ra (36-24) = 12:00... Bé dugc két qua 1a 36:00, ban phai
dinh dang thoi gian cho 6 theo kiéu:

[h]:mm:ss (gio nam trong mot cap dau ngoac vudng)

L4y lai dinh dang ngay thang

Poi khi, ban nhan duoc mot cai database ma khéng hiéu vi mot 1y do gi do, cell
chura ngay thang nam né nhu sau: 20070823,

nghia 13 n6 duogc dinh dang theo kiéu YYYYMMDD.

Truong hop nay, khdng thé dung Format Cell cua Excel dé dinh dang lai, ma ban
phai dung dén ham DATE(year, month, day)

va cac ham xir ly text, vi du ham LEFT(), MID() va RIGHT() dé lay céc tri s6
ngay, thang, ndm cho ham DATE():

T6i gia sir con s6 20070823 nay dang nam & cell Al, thi cong thic LEFT(AL, 4) s&

cho ta tri s6 cuia nim, MID(A1, 3, 2) s& cho tri s6 caa thang
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va RIGHT(AL, 2) s& cho trj sb cua ngay.

Gia st trong Control Panel cua ban dinh dang ngay thang nam theo kiéu
dd/mm/yyyy, va cell nhan két qua cua ban dd dugc dinh dang theo kiéu ngay thang
nam,

ban ding ham DATE(year, month, day) véi 3 tham sé 1a 3 cong thic vira 1am &
trén, ta sé co:

=DATE(LEFT(A1, 4), MID(A1, 5, 2), RIGHT(A1, 2))— 23/8/2007

HAM TIM KIEM VA THAM CHIEU

Bao gom cac ham tim kiém va tham chiéu rat hiru ich khi ban 1am viéc voi CSDL

|6n trong EXCEL nhu ké toan, tinh luong, thué...

=ADDRESS(row_num, column_num [, abs_num] [, al] [, sheet_text]) Dung dé tao

dia chi dang chudi ky tu, theo chi sé dong va chi sé cot dugc cung cap.
row_num: Sé thir tu dong cua dia chi

column_num: Sé thir tu cot caa dia chi

abs_num: Kiéu dia chi (tuyét d6i hay twong ddi) - mac dinh Ia tuyét doi

al: Dang dia chi (=TRUE: dang Al; =FALSE: dang R1C1) - mac dinh la TRUE
sheet_text: Tén cua sheet chira dia chi - mac dinh la khéng cé

=AREAS(reference) Tra vé sb viing tham chiéu trong mot tham chiéu. Mdi viing
tham chiéu c6 thé 1a mot 6 roi rac hoac 1a mot day 6 lién tuc trong bang tinh.
reference: L& mét hoic nhiéu viing tham chiéu ma ban can ¢ém. Néu muén dua
nhiéu ving rdi rac nhau vao cdng thic thi ban phan céch ching bang dau phay, néu

khong ngan bang diu phay, Excel s& khong dém (xem vi du 3 dudi day)

=CHOOSE Tra vé gi4 tri trong mang gia tri tai vi tri dwoc chi dinh.
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=COLUMN(reference) Tra vé sb thi tu cot ciia 6 dau tién & goc trén bén trai caa

viing tham chiéu.

reference: La 6 hozc mot ving nhiéu 6. Néu reference bo trong thi COLUMNY() tra

vé s6 thir ty cot cua 6 chira cong thic.
=COLUMNS(array) Tra vé s6 cot cua ving tham chiéu.
array: La 6 hoiac mot ving nhiéu 6, mang tham chiéu

=HYPERLINK(link_location, friendly _name) Tao mot siéu lién két, mot lién két
dé mé mot tai ligu...

link location: Pudng dan dén tai liéu can mé, nhap ¢ dang chudi ky tu.
Link_location c6 thé chi dén mot 6 dac biét, tén ciia mot ddy 6 trong mot trang
bang tinh hoac mét bang tinh, hodc chi dén mot danh ddu (bookmark) trong
Microsoft Excel. Link location ciing c6 thé chi dén mét tap tin luu trén 6 cing,
hoac mot duong dan truy xuat ndi bo trén mot may chi hoic mot duong dan tai
nguyén URL trén mang intranet, internet.

- Link_location c6 thé 1a mot chudi ky tu dit trong dau nhay kép, hoic mot & ndo
d6 chtra duong dan duéi dang chudi ky tu.

- Néu link_location lién két dén mot tai nguyén khdng ton tai, s& xuat hién 13i khi
ban kich vao 6 chira ham HYPERLINK() nay.

firendly_name: L& noi dung hién thi trong 6 chita ham HYPERLINK(), c6 thé 1a
mét sb, hoac chudi ky tu. Noi dung nay sé hién thi bang mau xanh va cé gach
chan, néu khong co firendly_name thi chinh link_location s& hién thi.

- Firendly_name ¢ thé 1a mét gia tri, mot chudi ky tw, mot tn mang, hoac mot &

lien két dén mot gia tri hodac mot chudi van ban.
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- Néu firendly_name lién két dén mot gid tri bi 13i, thi chinh tén céi 161 d6 s& duoc

hién thi dé thay thé cho noi dung ban can.
Vi du:

=HYPERLINK("http://example.microsoft.com/report/bu dget report.xIs", "Click

for report™)

s& hién thi: Click for report, va khi ban click vao & nay, Excel s& mé bang tinh

budget report.xls caa trang web http://example.microsoft.com/report
=HYPERLINK("F:\GPE\book2.xls",F10)

s& hién thi noi dung caa & F10 va khi ban click vao 6 nay, Excel s& md bang tinh

book2.xls & the muc GPE ctia 6 F
=HYPERLINK("F:\GPE\book2.xls",F10)

s& hién thi noi dung caa & F10 va khi ban click vao 6 nay, Excel s& ma bang tinh

book2.xls & thu muc GPE cta 6 F

=MATCH Tra vé vi trf caa mét gia tri trong bang dit liéu

=INDEX Tra vé mét gia tri trong bang dit liéu twong ung véi chi muc cia no.
Tim kiém trong nhiéu cot

Poi khi, cac dir liéu dung dé tim kiém khong nam & mot cot ma trong nhiéu cot.
Vi du, ban c6 mét danh sach da duoc tach sin ho va tén riéng ra hai cot.

Nguoi ta yéu cau dua vao ho va tén dé xac dinh chuc vu.

Chung ta c6 thé ding mot cot phu dé néi ho va tén lai rdi tim theo cot phu... Nhung
c6 18 khdng can, vi toi s& dung ham INDEX() va MATCH() véi cong thicc mang.

Ham MATCH() c6 mét ca phap it ngudi biét dén, do 1a:

=MATCH(valuel & value2, arrayl & array2, match_type)
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valuel & value2 1 céc dix liéu dé tim (vi du ho va tén)

arrayl & array? la cac cot (hodc hang) chtra cac dit liéu dung dé tim kiém do6

Va day la ca phap dung INDEX() ghép vai MATCHY() trong cong thirc mang:
{=INDEX(reference, MATCH(valuel & value2, arrayl & array2, match_type))}
=INDIRECT (ref _text[, al])

ref_text 1a tham chiéu tai mot 6 (co thé 1a dang Al hoic dang R1C1), 1a tén dinh

nghia ctia mot tham chiéu, hoac 1a mot tham chiéu dang chudi.
-Néu ref_text khdng hop 1¢, INDIRECT() sé& bao 16i #REF!

-Néu ref_text chira tham chiéu dén mot bang tinh khac thi bang tinh nay phai dang
md, néu khong, INDIRECTY() ciing bao 16i #REF!

al 1a gi tri logic x4c dinh dang tham chiéu bén trong ref_text.
al = TRUE (hoic la 1, hoic khdng nhap) 1a kiéu tham chiéu Al
al = FALSE (hoic la 2) 1a kiéu tham chiéu R1C1

Tra vé gia tri cia mot tham chiéu tir chudi ky tw. Tham chiéu duoc tra vé ngay tirc
thoi dé hién thi ndi dung cua ching. Ciing c6 thé dung ham INDIRECT khi muén
thay d6i tham chiéu téi mot 6 bén trong mot cong thirc ma khong can thay doi cong
thirc do.

=LOOKUP Do tim mot gia tri

Ham LOOKUP

Dung dé do tim mot gia tri tir mot dong hoic mot cot trong mot ddy 6 hoac mot
mang gié tri.

Ham LOOKUP() c0 hai dang: Vec-to (vector form) va Mang (array form)
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* Dang Vec-to: LOOKUP() tim kiém trén mot dong hodc mot cot, néu tim thay s&

tra vé gia tri caa 6 cung vi tri trén dong (hoic cot) dugc chi dinh.

* Dang Mang: LOOKUP() tim kiém trén dong (hoic cot) dau tién cua mot mang
gia tri, néu tim thay s& tra vé gia tri caia 6 cung vi tri trén dong (hoic cot) cudi cung

trong mang do.
Vector form (dang vec-to)
Cu phép: LOOKUP(lookup_value, lookup_vector, result_vector)

lookup_value: La gia tri LOOKUP() sé& tim kiém trong lookup_vector. N6 c6 thé la
mot s6, mot Ky tw, mot gié tri logic, mot tén da duoc dinh nghia cia mot ving 6
hoac mot tham chiéu dén mot gi4 tri.

lookup_vector: L& mét viing ma chi gdm mot dong (hoic mot cot) co chira
lookup_value. Nhitng gia tri chtra trong viing nay c6 thé 1a mot s6, mot ky tu hoic
mot gié tri logic.

- lookup_vector phai dugc sap xép theo thir tu tang dan, néu khong, LOOKUP() c6
thé cho két qua khdng chinh xac.

- Néu khéng tim thay lookup_value trong lookup_vector thi LOOKUP() s& Iy gié
tri 16n nhat ma nho hon hodc bang lookup_value.

- Néu lookup_value nho hon gia tri nho nhat trong lookup_vector thi LOOKUP()
s& bao 16i #NA!

result_vector: LA mot ving ma chi gom maot dong (hoic mot cot) chira gia tri tra
vé. Kich thudc caa result_vector bat budc phai bang kich thudc caa lookup_vector.

M Array form (dang mang)

Cu phap: LOOKUP(lookup_value, array)
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lookup_value: La gia tri LOOKUP() sé& tim kiém trong array. N6 c6 thé 1a mot sd,
mot ky tu, mot gia tri logic, mot tén da dugc dinh nghia cia mot vung 6 hoac mot
tham chiéu dén mot gia tri.

- Néu khdng tim thay lookup_value trong array thi LOOKUP() s& lay gi4 tri 16n
nhat ma nhé hon hoic bang lookup_value.

- Néu lookup_value nho hon gia tri nho nhat trong cot hoac hang dau tién trong
array thi LOOKUP() s& bao 15i #NA!

array: La mot ving chtra lookup_value, c6 thé 1a s6, ky tu, hoic gié tri logic.
Dang mang cia LOOKUP() gan twong dwong nhu ham VLOOKUP() hoac
HLOOKUP().

Khac biét & chd VLOOKUP() va HLOOKUP() tim kiém trén cot (hoic dong) dau
tién, con LOOKUP() tim kiém trén cot hoic trén dong tly thudc vao dang mang
duoc khai bao:

- Néu array 12 mang c6 s6 cot nhiéu hon s dong thi LOOKUP() sé& tim trén dong
dau tién.

- Néu array 1a mang c6 sé dong nhiéu hon sé cot thi LOOKUP() s& tim trén cot dau
tién.

- Trudng hop array 1a mang cé sé dong bang sé cot thi LOOKUP() sé& tim trén cot
dau tién.

- VLOOKUP() va HLOOKUP() lay két qua trén cot (hoic) dong duoc chi dinh,
con LOOKUP() ludn ludn lay két qua trén dong (hoac cot) cudi cung.

- C4c gid tri trén dong (hoac cot) dau tién caa array phai duoc sap xép theo thu tu
tang dan, néu khdng, LOOKUP() c6 thé cho két qua khdng chinh xac.

Ham GETPIVOTDATA()
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Tra vé dit liéu duoc luu giir trong béo cdo PivotTable. C6 thé ding
GETPIVOTDATA() dé lay dir liéu tong két tir mot bao céo PivotTable, véi diéu
kién 1a phai thay duoc dit lidu tong két tir trong bao cdo do.

Pé nhanh chéng nhap cong thiec GETPIVOTDATA(), ban c6 thé gé dau = vao 6
muén nhan dir liéu tdng két, roi nhap vao & chira sb liéu tong két cua bao céo
PivotTable.

Cu phép: = GETPIVOTDATA(data_field, pivot_table, field1, item1, field2,
item2,...)

data_field : Tén truong chira dir liéu tong két cua bao céo PivotTable. Tén nay phai

duoc dat trong mot cap dau nhay kép.

pivot_data : Tham chiéu ¢én mot 6, ddy 6, hoic tén ddy & bén trong mot bao cao
PivotTable. Thong tin nay duoc ding dé xac dinh béo céo PivotTable nao chua dit
lidu tra vé.

field1, item1, field2, item2,... : C4 thé cd tir 1 dén 126 (v6i Excel 2003 trd vé trude
thi con s6 nay chi 1a 14) cap tén field va item mo ta dit liéu mudn tra vé. Nhiing
cap nay cd thé thuoc bat c loai nao. Néu tén field va item khdng 1a ngay thang
hoic s liéu, can phai dit chdng trong cip dau nhay kép. Ddi véi loai bao cao
OLAP PivotTable, items c6 thé bao gom day di duong dan 1an tén caa item. Mot

cap field va item caa OLAP PivotTable ¢ thé nhu sau:
"[Product]”,"[Product].[All Products].[Foods].[Baked Goods]"

Luu y:

* C4c field hay item tinh toén va cac phép tinh tu tao c6 thé duoc dit trong phép
tinh GETPIVOTDATA.
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* Néu pivot_table 1a mot dy c6 chira nhiéu hon 1 béo céo PivotTable, dir liéu tra
vé s& 14 tir bao céo duoc tao ra sau cung.

* Néu d6i so field va cac dbi sb cua item md ta chi mdi mot 0, gia tri caa 6 do sé
duoc tra vé ma khdng can biét gia tri d6 1a chudi, 1a s6, 14 15i, hay 1a mot tha gi
do...

* Néu item chira ngay thang, gid tri phai duoc biéu dién dudi dang mot chudi sé
hodc duoc thiét 1ap bang cach dung ham DATE() dé gi tri d6 s& khong bién ddi
khi bang tinh dugc ma & mot may khac, ¢ hé thong dinh dang ngay thang khac
Vi noi tao ra nd. Vi du, mot item tham chiéu ti ngay 5 thang 3 nim 1999 c6 thé
duoc nhap 1a 36224 hay DATE(1999, 3, 5). Thoi gian c6 thé duoc nhap nhu mot
gia tri thap phan hoic bang cach dung ham TIME().

* Néu pivot_table khong phai 1a mot ddy c6 chira bdo cao PivotTable,
GETPIVOTDATA() sé tra vé 15i #REF!

* Néu cac doi s6 miéu ta mot field khdng thé thiy duoc, hoic néu ching gom mot
truong khong hién thi, GETPIVOTDATA() ciing sé& tra vé 16i #REF!

Ham DGET()

Trich mot gid tri tir mot cot cua mot danh sach hay co so dit liéu, khop voi diéu

Kién duoc chi dinh.
Cu phap: = DGET(database, field, criteria)

=OFFSET (reference, rows, cols [, height] [, width]) Tra vé mot viing tham chiéu tur

mot ving Xuét phat.
Pay 1a mot trong nhitng ham rat hay cta Excel, va duoc ung dung rat nhiéu.

N6 dung dé tham chiéu dén mot viing nao do, bat dau tir mot 6, hoac mot day 6,

véi mot khoang cach duoc chi dinh.
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reference: La viing ma ban mudn lam diém xuat phat dé tham chiéu dén viing khac.
Reference phai chi ¢én mot & hodc mot day 6 lién tuc, néu khoéng, ham s& béao 15i
#VALUE!

rows: S6 dong doi 1én (hoac xuéng) tinh tir reference, nhap sé duong néu mudn doi

xubng, hoic sé am néu muébn doi Ién.

cols: Sb cot doi sang phai trai (hodc phai) tinh tir reference, nhap s6 duong néu

muén doi sang phai, hoic s6 am néu muébn doi sang tréi.
height: La s6 dong (d6 cao) cua vuing tham chiéu can tra ve.
width: La sb cot (46 rong) caa ving tham chiéu can tra vé.
Ghi chu:

* Néu s6 dong (rows) hoic cot (cols) vuot ra ngodi pham vi bang tinh, ham s& béo
16i #REF!

* Po cao (height) va do rong (width) néu khdng nhap, thi xem nhu n6 bang véi do

cao va do rong cua ving xuat phat (reference)

=ROW(reference) Tra vé sb thix tu dong cua 6 dau tién trong day 6. Tra vé so tha

ty dong cua 6 dau tién ¢ goc trén bén trai caa ving tham chiéu.

reference: L& 6 hoic mot viing nhiéu 8. Néu reference b trong thi ROW() tra vé s6

thir tu cot caa 6 chira cong thuec.

=ROWS(array) Tra vé s6 dong cua ving tham chiéu.

array: La 6 hoac mot ving nhiéu 6, mang tham chiéu

=TRANSPOSE(array) Chuyén mot viing dit liéu ngang thanh doc va nguoc lai.

Ham TRANSPOSE() luon ludn dugc nhap & dang cdng thicc mang (nhan Ctrl-
Shift-Enter sau khi nhap)
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array: L& mang dix liéu can hoan chuyén

Néu s cot trong viing nhap cong thire nhiéu hon s hang cua array, hoic s6 hang
trong viing nhap cong thirc nhiéu hon s cot cua array, ham s& bao 16i #NA tai

nhitng 0 bi du ra.

=VLOOKUP(gi tri tim, viing can tim, cot can lay, cach tim) Do tim mét gia tri

trén cot dau tién va tra vé ...

Ham tim kiém va tham chiéu theo cot.

Ving can tim: thuong dé & ché do gia tri tuyét doi: $

Cot can lay: & viing can tim.

Céch tim: Tim theo 2 gia tri:

0: Cot bén trai caa viing can tim khong sap xép (ngam dinh)
1: Sap xép tang dan.

=HLOOKUP(gié tri tim, viing can tim, hang can lay, cach tim) Do tim mot gia tri

trén hang dau tién va tra vé ... - gibng ham VLOOKUP
f. HAM TOAN HQC VA LUQNG GIAC

Bao gom cac ham vé toan hoc va lugng giac gidp ban cé thé giai mot bai toan dai

sb, giai tich, hodc lugng giac tir tiéu hoc dén dai hoc...

Luu y dén quy cach hién thi s6 cua VN va cua US. Dé ludn nhap dap mot gié tri

kiéu s6 ban hay sir dung ban phim sé.
=ABS Tinh tri tuyét doi ctia mot s6
=ACOS Tinh nghich dao cosin

=ACOSH Tinh nghich dao cosin hyperbol

=ASIN Tinh nghich dao sin
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=ASINH Tinh nghich dao sin hyperbol

=ATAN Tinh nghich dao tang

=ATAN2 Tinh nghich dao tang vai toa do

=ATANH Tinh nghich dao tang hyperbol

=CEILING La tron dén boi s6 gan nhat

=COMBIN Tinh t5 hop tir s6 phan tir chon

=COS Tinh cosin ciia mot goc

=COSH Tinh cosin hyperbol

=DEGREES Ddi radians sang do

=EVEN Lam tron mot sé dén so nguyén chan gan nhat.
=EXP Tinh lily thira co sé e

=FACT Tinh giai thtra cia mot s6

=FACTDOUBLE Tinh lily thtra cap 2

=FLOOR Lam tron xudng dén boi sé gan nhat do ban chi.
=GCD Tim udc sé chung 16n nhat

=INT(X) Lam tron xudng sé nguyén gan nhat (Ham lay gia tri 1a phan nguyén-

Ham cho gi4 tri 1a phan nguyén caa X)
=LCM Tim boi s6 chung nho nhat

=LN Tinh logarit co s6 tw nhién caa mot s6
=LOG Tinh logarit

=LOG10 Tinh logarit co s6 10

=MDETERM Tinh dinh thirc cia ma tran
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=MINVERSE Tim ma tran nghich dao

=MMULT Tinh tich 2 ma tran

=MOD(a,b) Ham cho gié tri 1a phan du cta phép chia a:b

=MROUND Lam tron mot sé dén boi sé cua s khéac.

=MULTINOMIAL Ty 18 giai thtra tong véi tich cac giai thira cia cac sb.
=0DD Lam tron dén mét s6 nguyén I& gan nhat.

=PI Tra vé gia tri pi

=POWER Tinh lily thira ctia mot s6

=PRODUCT Tinh tich cac s6

=QUOTIENT Lay phan nguyén cta phép chia

=RADIANS Déi d6 sang radians.

=RAND Tra vé mét sé ngau nhién trong khoang 0 va 1

=RANDBETWEEN Tra vé mot s6 ngau nhién trong khoang do ban chi dinh
Ham ROMAN()

Dung dé chuyén doi mot sé dang A-rap sang dang s6 La-ma

Cu phép: = ROMAN(number, form)

number: Sé can chuyén doi

form: dang chuyén doi

0 (hoic TRUE, hoac khdng nhap): Dang c¢6 dién

1 cho dén 3: Dang cb dién nhung dugc rat gon, s6 cang 16n rit gon cang nhiéu

(xem thém & vi du)

4 (hoac FALSE): Dang hién dai
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Cha y:

* number phai 1a s6 duong, néu number < 0 ham s& bao 16i #VALUE!

* Néu number 1 s thap phan, ROMAN() chi chuyén doi phan nguyén cua nd

* Ham ROMAN() chi xir 1y duoc t&i s6 16n nhat 12 3999, néu number > 3999 ham
s& bao 16i #VALUE!

* Sau khi da chuyén d6i, két qua s& 1a mot di liéu dang text, va khong thé tinh toan

V61 no dugc nra

ROMAN(499, 0) = CDXCIX = ROMAN(499) = ROMAN(499, TRUE)
ROMAN(499, 1) = LDVLIV

ROMAN(499, 2) = XDIX

ROMAN(499, 3) = VDIV

ROMAN(499, 4) = ID = ROMAN(499, FALSE)

ROMAN(2008) = MMV

=ROUND(X,n) Ham lam tron n s6 cua X

Néu n duong (n>0) s& 1am tron s6 bén phai ké tir vi tri ddu cham thap phan.
Néu n am (n<0) s& 1am tron sé bén trai ké tir vi tri dau cham thap phan.
=ROUNDDOWN Lam tron mot so huéng xudng zero

=ROUNDUP Lam tron mot s6 huéng ra xa zero.

=SIN Tinh sin ctia mét goc

=SINH Tinh sin hyperbol cua mot s6

=SUM Tinh tong cua cac sb
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=DSUM (viing dix liéu, cot gié tri, ving tiéu chuan) Ham tinh tong trong cot gia tri

thoa man diéu kién cua vung tiéu chuan trong ving di liéu.

VD: Tinh téng tién lvong nhitng ngudi 26 tuoi.

Ham SUMIF()

Tinh tong cac & trong mot viing thoa mot diéu kién cho trudc.

Cu phap: = SUMIF(range, criteria, sum_range)

Range : Day cac 6 dé tinh tong, c6 thé 1a 6 chira s6, tén, mang, hay tham chiéu dén
cac 6 chira s6. O rdng va 6 chira gid tri text s& duoc bo qua.

Criteria : Diéu kién dé tinh tong. C6 thé ¢ dang s, biéu thirc, hoic text. Vi du,
criteria c6 thé 1a 32, 32", "> 32", hoic "apple", V.v...

Sum_range : La vuing thuc sy dé tinh tong. Néu bo qua, Excel s& coi nhu
sum_range = range.

Luu y:

* Sum_range khong nhét thiét phai cung kich thudc véi range. Ving thuc sy dé
tinh tong dugc xac dinh bang 6 dau tién phia trén bén trai cua sum_range, va bao
goém thém nhimg 6 twong ung véi kich thudc caa range. Vi du:

- Néu Range 1a A1:A5, Sum_range l1a B1:B5, thi viing thuc sy dé tinh tong 1a
B1:B5

- Néu Range 1a A1:A5, Sum_range 1a B1:B3, thi ving thuc sy dé tinh tong 1a
B1:B5

- Néu Range l1a A1:B4, Sum_range la C1:D4, thi viing thuc su dé tinh tong 1a
Cl1:.D4



EXCEL 2010 NGUYEN DAC TAM

- Néu Range 1a A1:B4, Sum_range la C1:D2, thi viing thuc su dé tinh tong 1a
Cl.D4

* CO thé ding céc ky tu dai dién trong diéu kién: dau ? dai dién cho mot ky tu, dau
* dai dién cho nhiéu Ky tu (néu nhu diéu kién 1a tim nhitng dau ? hoac *, thi g&
thém dau ~ & trudc dau ? hay *).

* Khi diéu kién dé tinh tong 1a nhitng ky tu, SUMIF() khdng phan biét chir thuong
hay chir hoa.

Ham SUMIFS()

Tinh tong cac 6 trong mot vung thoa nhiéu diéu kién cho trudc.

Cu phap: = SUMIFS(sum_range, criteria_rangel, criterial, criteria_range2,
criteria2, ...)

Sum_range : Day cac 6 dé tinh tong, c6 thé 1a 6 chira s6, tén, mang, hay tham chiéu
dén cac 6 chaa sd. O rdng va 6 chua gia tri text s& duoc bo qua.

Criteria_rangel, criteria_range2... : C6 thé co tir 1 dén 127 ving dung dé lién két
véi cac diéu kién cho vung.

Criterial, criteria2... : C4 thé cd tir 1 dén 127 diéu kién dé tinh tong. Ching c6 thé
& dang s, biéu thtrc, hoac text. Vi du, criteria c6 thé 1a 32, "32", "> 32", hoic
"apple”, v.v...

Luuy:

* MJi 6 trong sum_range chi duoc tinh tong néu tat ca cac diéu kién twong ng Voi
6 d6 déu dung. Néu thoa cac diéu kién, n6 sé bang 1, con khéng, thi né bang 0.

* Khong gidng nhu nhitng ddi s6 range va criteria caa ham SUMIF, trong ham
SUMIFS, mdi ving criteria_range phai c6 cung kich thudc va hinh dang giéng nhu

sum_range.



EXCEL 2010 NGUYEN DAC TAM

* CO thé ding céc ky tu dai dién trong cac diéu kién: dau ? dai dién cho mot ky tu,
dau * dai dién cho nhiéu ky tu (néu nhu diéu kién 1a tim nhitng dau ? hoic *, thi go

thém dau ~ ¢ trudce dau ? hay *)

* Khi diéu kién dé ¢ém 1a nhitng ky tu, SUMIFS() khdng phan biét chir thuong

hay chir hoa.

Ham SUMSQ()

Dung dé tinh tong cac binh phwong cua cac s6
Cu phap: = SUMSQ(numberl, number2, ...)

numberl, number2, ... : C6 thé dung dén 255 tham sé (v&i Excel 2003 tro vé trudc,

con sb nay chi la 30)

Cac tham sb (number) c6 thé 1a mot s6, 1a mot mang, mot tén, hay 1a mot tham

chiéu dén mot 6 chira b, v.v...

Vi du; SUMSQ(3, 4) = (3"2) + (4°2) = 9 + 16 = 25

Ba ham sau day c6 cach dung va ¢t phap twong tu nhau:

Ham SUMX2MY2(), Ham SUMXPY2() va Ham SUMXMY2()

Pé dé nha tén cua ba ham nay, ban doc ching tir trai sang phai véi cac quy udc
sau:

SUM = Téng, M (Minus) = Trir (hiéu s6), P (Plus) = Cong (tong s6), 2 = Binh
phuong, X va Y 14 hai mang gi d6, c6 chira nhiéu phan tar x vay

Vay, dinh nghia va cach tinh toan ctia 3 ham nay la:

= SUMX2MY?2: Tong cta hiéu hai binh phuong ctia c4c phan tir tuong tng trong 2

mang dir licu
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= SUMX2PY?2: Tong cua tong hai binh phuong cua cac phan ti twong @ng trong 2
mang di liéu

= SUMXMY?2: Tong ciia binh phuong ciia hiéu cac phan tir twong Gng trong 2
mang di liéu

Cu phép:

= SUMX2MY?2(array_x, array_y)

= SUMX2PY2(array_x, array_y)

= SUMXMY2(array_Xx, array_y)

array_x va array_y la cac ddy 6 hoic gia tri kiéu mang

Luu y:

* array_x va array_y bat budc phai cé cing kich thuéc, néu khéng, ham sé bao 15i
#NA!

* Néu trong array_x hoac array_y c6 nhiing gia tri kiéu text, kiéu logic hoac réng,

thi s& duoc bo qua (khdng tinh), tuy nhién cac gia tri = 0 van dugc tinh.

=TAN Tinh tang ctia mot goc

=TANH Tinh tang hyperbol cua mét sb

=TRUNC Cit bét phan thap phan caa s6

Ham SUMPRODUCT() Tinh tong céc tich cac phan tir twong ng trong cac mang
giatri

Sum = Téng-Product = Tich

SUMPRODUCT = Téng cua tich (cac mang dit liéu)

Cu phap: = SUMPRODUCT (arrayl, array?, ...)
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arrayl, array?, ... : CO thé dung tir 2 ti 255 mang (véi Excel 2003 tré vé truée thi

con sb nay chi 1a 30) va cac mang nay phai cung kich thuéc véi nhau
Luu y:
* Néu cac mang khong cuing kich thudc, SUMPRODUCT s& béo 16i #VALUE!

* Bat ky mot phan tir ndo trong mang khong phai 1a dit liéu kiéu sd, s& duoc
SUMPRODUCT coi nhu bing 0 (zero)

Ham SUBTOTAL Ia mot ham rat linh hoat nhung ciing 14 mét trong cac ham hoi
kho str dung ciia Excel. Biéu kho hiéu thar nhat chinh 14 cai tén cua no, vi n6 thuc
su lam duoc nhiéu thtr hon ¥ nghia caa tén ham. D4i s6 tha nhat cua ham bat buoc
ban phai nhé con sé dai dién cho phép tinh can thuc hién trén tap sé liéu (trong
Excel 2010 c6 tinh nang AutoComplete giup chung ta khoi nhé céc con sb nay).
Ham SUBTOTAL dugc Microsoft nang cap ké tir phién ban Excel 2003 véi su gia
tang cac tuy chon cho dbi s6 thir nhat cia ham, tuy nhién diéu nay dan dén su
khong tuong thich véi cac phién ban cii néu chling ta st dung céc tinh nang mai b
sung nay.

Pdi s6 dau tién cua cia ham SUBTOTAL xéc dinh ham thuc su ndo s& duoc sir
dung khi tinh toan (xem trong danh sach bén duéi). Vi du néu di s 1a 1 thi ham
SUBTOTAL hoat dong gidng nhung ham AVERAGE, néu d6i so tha nhat 12 9 thi
ham ham SUBTOTAL hoat dong giéng nhung ham SUM.

SUBTOTAL la ham tinh todn cho mt nhom con trong mot danh sach hoac bang
dix liéu tuy theo phép tinh ma ban chon lya trong d6i s6 tha nhat.

Cu phap: = SUBTOTAL (function_num, refl, ref2,...)

Function_num: Céc con sb tir 1 dén 11 (hay 101 dén 111) qui dinh ham nao sé&
dugc dung dé tinh toan trong SUBTOTAL
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Refl, ref2: Cac vung dia chi tham chiéu ma ban mudn thyc hién phép tinh trén do.
Trong Excel 2010, ban c6 thé dung dén 254 ref (v&i Excel 2003 tré vé trudc thi
con sb nay chi la 29)

Ghi chu:

* Néu ¢c6 ham SUBTOTAL khac dat Iéng trong cac ddi sb refl, ref2,... thi cac ham
long nay sé& bi bo qua khong dugc tinh, nham tranh truong hop tinh toan 2 lan.

* Poi s6 function_num néu tir 1 dén 11 thi ham SUBTOTAL tinh toan bao gém ca
Cac gia tri an trong tap sb liéu (hang an). Poi s6 function_num néu tr 101 dén 111
thi ham SUBTOTAL chi tinh toan cho céac gia tri khdng an trong tap sé liéu (bod

qua CAc gia tri an).

* Ham SUBTOTAL s& bo qua khong tinh toén tat ca cac hang bi an bai 1énh Filter
(Auto Filter) ma khdng phu thudc vao dbi sé function num dugc dung (1 gibng
101...).

* Ham SUBTOTAL duoc thiét ké dé tinh toan cho céc cot sb liéu theo chiéu doc,

n6 khong duoc thiét ké dé tinh theo chiéu ngang.

* Ham nay chi tinh todn cho dit liéu 2-D, do vay néu dit liéu tham chiéu dang 3-D
(Vi du vé tham chiéu 3-D: =SUM(Sheet2:Sheet13!B5) thi ham SUBTOTAL bé&o
15i #VALUE!

Ham SQRT()

Dung dé tinh can bac hai cia mot s6

Cu phap: = SQRT(number)

number: S6 thuc, duong (néu number < 0 ham s& bao 16i #NUM!)

Vi du: Gia str & 0 A2, c6 con s -16
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SQRT(16) = 4

SQRT(A2) = #NUM!

SQRT(ABS(A2)) = 4

Ham SQRTPI()

Dung dé tinh cin bac hai cia mot s6 nhan véi Pi (= 3.14159265358979)

Cu phap: = SQRTPI(number)

number: S6 thyuc, dwong nhan véi Pi (néu number < 0 ham s& béo 15i #NUM!)
Vi du: Gia sir & 6 A2, c6 con s6 -16

SQRT(1) = 1.772454 (can bac hai cua Pi)

SQRT(2) = 2.506628 (cin bac hai cia 2*Pi)

Ham SIGN()

Tra vé dau caa sb: 1 néu 1a sé duong, 0 (zero) néu 1a s6 0 va -1 néu 1a sé am.

Cu phap: = SIGN(number)

Vi du:
SIGN(10) =1
SIGN(4-4) = 0

SIGN(-0.057) = -1

Ham SERIESSUM()

Dung dé tinh tong lity thira cia mot chudi s, theo cdng thire sau day:

series (X, n, m, @) = al*x"n + a2*x~(n+m) + a3*x™(n+2m) + ... + ai*x(n+(i-1)m)

Cu phép: = SERIESSUM(x, n, m, coefficients)
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X : gia tri nhap vao cho chudi lity thira

n : liy thira khéi tao dé tang téi x

m : bude ting cho mdi phan ti trong chudi

coefficients : tap hop hé sé s& duoc nhan véi mdi liy thira caa X

Cac thong sb nay phai 1a cac dix liéu kiéu sb, néu khdng, ham sé& bao 15i #VALUE!
SERIESSUM(5, 0, 2, {1, 2, 3, 4}) = 64,426

Dién giai chi tiét: (x =5, n =0, m = 2, coefficients = 1, 2, 3, 4)

=1*5A0 + 2¥5A(0+2) + 3¥5A(0+2%2) + 4%5(0+3*2) = 64426

HAM THONG KE

Bao gdom céc ham sé gilp ban giai quyét cac bai toan théng ké tir don gian dén

phtrc tap.

=AVEDEYV Tinh binh quan d6 phan cuc
=AVERAGE(viing) Tinh trung binh cong céc sd.
=AVERAGEA Tinh trung binh cong céac gia tri

=DAVERAGE (vung dit liéu, cot can tinh, vung tiéu chuan) Ham tinh trung binh

cac gié tri trong cot thoa man diéu kién cua vung tiéu chuan trong ving dix liéu.
Ham AVERAGEIF()

Tra vé trung binh cong (sé hoc) cua tat ca cac 6 dugc chon thoa man mot diéu kién

cho truéec.

Cu phép: = AVERAGEIF(range, criteria, average_range)
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range : L& mét hoic nhiéu 6 can tinh trung binh, c¢é thé bao gom cac con s6, cac tén
viing, cAc mang hoic cac tham chiéu dén céc gia tri...

criteria : La diéu kién duéi dang mot s6, mot biéu thire, dia chi & hoac chudi, dé qui

dinh viéc tinh trung binh cho nhiing 6 nao...

average_range : La tap hop cac 6 that sy duoc tinh trung binh. Néu b tréng thi

Excel dung range dé tinh.

Luu y:

* Cac 0 trong range néu c6 chaa nhitng gié tri luan ly (TRUE hoac FALSE) thi s&
duoc bo qua.

* Nhitng 0 rong trong average range ciing s& duoc bd qua.

* Néu range rong hodc c6 chuaa dir liéu text, AVERAGEIF s& bao 13i #D1V/0!

* Néu c6 mot 6 ndo trong criteria rdng, AVERAGEIF s& xem nhu n6 bang 0.

* Néu khong c6 6 nao trong range thoa man diéu kiéu cua criteria, AVERAGEIF
s& bao 15i #DIV/0!

* Ban c6 thé cac Ky tu dai dién nhu 2, * trong criteria (dau ? thay cho mot ky tu
nao do, va dau * thay cho mot chudi nao d6). Khi diéu kién trong criteria 1a chinh
cac dau ? hoac *, thi ban gd thém dau ~ truge no.

* average_range khong nhat thiét phai c6 cung kich thudc véi range, ma cac 6 thuc
sy dugc tinh trung binh s& dung & trén clng bén trai cua average _range lam & bat
dau, va bao gom thém nhiing 6 twong &g vai kich thuéc cua range.

Ham AVERAGEIFS()

Tra vé trung binh cong (sé hoc) cua tat ca cac 6 dugc chon théa man nhiéu diéu

Kién cho trudc.
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Cu phép: = AVERAGEIFS(average_range, criteria_rangel, criterial,

criteria_range2, criteria2, ...)

average_range : VUng can tinh trung binh, c6 thé bao gom céc con s, c4c tén

vling, c&c mang hoic cac tham chiéu dén cac gié tri...

criteria_rangel, criteria_range2, ... : Vung chta nhitg diéu kién dé tinh trung binh.
C6 thé khai bao tir 1 ¢én 127 vang.

criterial, criteria2, ... : La cac diéu kién dé tinh trung binh. C6 thé khai bao tir 1

dén 127 diéu kién, dudi dang sb, biéu thirc, tham chiéu hoac chudi...

Luu y:

* Néu average_range rong hoac co chua dit liéu text, AVERAGEIFS s& bao 13i
#DIV/0!

* Néu c6 mot 6 ndo trong nhitng ving criteria_range rong, AVERAGEIFS s& xem
nhu né bang 0.

* Nhitng gia tri logic: TRUE s€ duoc xem la 1, va FALSE s€ duoc xem la 0.

* Mbi 6 trong average_range chi duoc tinh trung binh néu thoa tat ca diéu kién quy
dinh cho 6 do

* Khong gidong nhu AVERAGEIF(), mdi viing criteria_range phai ¢ cting kich
thudc voi average_range

* Néu c6 mot 6 ndo trong average_range khdng thé chuyén doi sang dang sé, hoac
néu khéng c6 & nao thoa tat ca cac diéu kien, AVERAGEIFS s& béao 15i #DIV/0!

* CO thé cac ky tu dai dién nhu ?2, * cho cac diéu kién (dau ? thay cho mot ky tu
nao do, va dau * thay cho mot chudi nao d6). Khi diéu kién trong criteria la chinh

cac dau ? hoac *, thi ban g& thém dau ~ truge no.
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Ham COUNT() Bém 6 dit liéu chira s6 (dém sé 6 khong tréng) - ¢ém sé 6 c6 trong

vung. Nhung chi dém nhitng 6 c6 kiéu di liéu 1a kiéu sd.

CuU phadp=COUNT(vung)

=COUNTA DPém sb 6 chira dix liéu

=COUNTIF(Ving can dém, 6 diéu kién) Ham dém co6 diéu kién - dém sb 6 ¢6
trong viing véi diéu kién da chi ra & 6 diéu kién.

Ham COUNTIF dém 6 c6 kiéu dir liéu Ia kiéu s6 va ca kiéu ky tu.
=DCOUNT(vung dix liéu, cot can dém, ving tiéu chuan) Bém sé 6 chaa luong gia
tri sb trong cot thoa man dk trong viing tiéu chuan tim kiém trong ving dir liéu.
VD: Bém xem c6 bao nhiéu ngudi ¢6 mirc luong 1a 500000.

=MAX(ving) Tim sé I6n nhat trong viing

=MAXA Tim gia tri 16n nhat

Ham DMAX()

Cu phap: = DMAX(database, field, criteria)=DMAX (vung dir liéu, cot gia tri,

vuing tiéu chuan)

Ham tinh gié tri cao nhat trong cot gia tri thoa mén diéu kién cua vung tiéu chuan

trong vung dir liéu.

VD: Tim xem nhitng nguoi 26 tudi ai cao lwong nhét.
=MIN(viing) Tim sb nho nhat trong viing

=MINA Tim gi4 tri nho nhat

Ham DMIN()

Cu phép: =DMIN(database, field, criteria)=DMIN (vung dir liéu, cot gia tri, vung

tiéu chuan)
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Ham tinh gié tri nho nhat trong cot gia tri thoa mén diéu kién cua ving tiéu chuan
trong vung dir liéu.

VD: Tim xem nhiing ngudi 26 tudi ai thap luong nhat.

=RANK(6 can xép thir, viing can so sanh) Tim vi thtr cia mot sb trong day so.
\Viing can so sanh: Thudng dé & ché do gia tri tuyét ddi: $

Ham DVARP()

Cu phép: = DVARP(database, [field,] criteria)

Tinh toan sy bién thién cia mot tap hop dua trén toan thé tap hop, bang cach s
dung cac sb lieu trong mot cot caa mot danh sach hay cia mot co so dit liéu, theo

mot diéu kién dugc chi dinh.
Ham DVAR()
Cu phap: = DVAR(database, [field,] criteria)

U6c lugng su bién thién caa mét tap hop dua trén mot mau, bang céch st dung cac
sb liéu trong mot cot cia mot danh sach hay cia mot co sé dix liéu, theo mot diéu

Kién duoc chi dinh.
Ham DSUM()
Cu phap: = DSUM(database, field, criteria)

Cong cac sd trong mot cot cua mot danh sach hay caa mot co so dit liéu, theo mot

diéu kién duoc chi dinh.
Ham DSTDEVP()

Cu phap: = DSTDEVP(database, field, criteria)
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Tinh d6 léch chuan caa mot tap hop theo toan thé cac tap hop, bang cach st dung
cac sb liéu trong mot cot cia mot danh sach hay caa mot co sé dit liéu, theo mot

diéu kién duoc chi dinh.
Ham DSTDEV()
Cu phép: = DSTDEV(database, field, criteria)

Udc luong dd léch chuan cia mot tap hop theo mau, bang cach st dung cac s6 liéu
trong mot cot cia mot danh séch hay ciia mot co so dix liéu, theo mot diéu kién

duoc chi dinh.
Ham DPRODUCT()
Cu phap: = DPRODUCT (database, field, criteria)

Nhan céc gia tri trong mot cot cua mot danh sach hay cua mot co s dir liéu, theo

mot diéu kién duoc chi dinh.
Pém s6 6 rong trong bang tinh

Dung c6ng thirc mang: {=SUM(IF(ISBLANK(range), 1, 0))} vai range la vung di

liu can kiém tra.

Pém s6 6 chtra nhing gia tri khdng phai 1a kiéu sb

Dung c6ng thirc mang: {=SUM(IF(ISNUMBER(range), 0, 1))} véi range la vung
dix liéu can kiém tra.

Pém s 6 bi I6i

Dung cong thirc mang: {=SUM(IF(ISERROR(range), 1, 0))} véi range la vung dir

liu can kiém tra.
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g. HAM XU LY VAN BAN VA DU LIEU

Bao gdm céc ham xir Iy chudi vin ban nhu trich loc, tim kiém, thay thé, chuyén doi
chudi vin ban trong Excel.

Ham ASC()

Dung dé ddi cac ky tu double-byte sang cac ky tu single-byte cho nhitng ngén ngi

st dung bd ky tu double-byte.
Cu phép: = ASC(text)

text : La chit hozc tham chiéu dén mot 6 ¢ chira chit. Néu text khdng chira bat ky

mau ty ndo thudc loai double-byte, thi text s& khong duoc chuyén doi.

Vi du: = ASC("Excel") = Excel

=CHAR Chuyén s6 thanh ky tu

=CLEAN Xoa ky tu khéng phu hop

=CODE Tra vé ma s6 cua Ky tu dau tién

Ham CONCATENATE

Cong dung: Dung néi nhiéu chudi lai véi nhau
Cong thuc: =CONCATENATE(textl,text2,...)

Vi du: =CONCATENATE("Giai phap", "Excel", " - ", "Cdng cu tuyét voi ctua ban)

— Giai phép Excel - Cong cu tuyét voi cua ban
=DOLLAR Chuyén dinh dang s6 thanh tién té
Ham EXACT

Cong dung: Dung dé so sanh hai chudi véi nhau.

Cong thac: =EXACT (textl,text2)
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Ham EXACT phén biét chir thuong va chir hoa.

Néu 2 chudi textl, text2 gibng nhau hoan toan, ham s& tra vé TRUE; néu khong, s&
tra vé tri FALSE

Vi du:

—EXACT("Giai phap", "Giai phap") — TRUE

=EXACT("Giai phap", "Giai Phap") — FALSE

=FIXED Chuyén mét sb sang dinh dang vin ban

=LEFT(X,n) Ham LEFT lay n Ky tu tir bén trai sang cta van ban X
=LEN Tinh do dai mot chudi

=LOWER Chuyén thanh chir thuong.

=PROPER Chuyén ky tu d¢au mdi tir thanh chir hoa

Ham MID Dung dé trich xuat mot chudi con (substring) tir mot chudi
Cong thiac: =MID(text, start_num, num_chars])=MID(X, m, n)

Ham MID lay n ky tu trong chudi X bat dau tir vi tri m.

text: chudi van ban can trich xuat

start_num: vi tri bit dau trich ra chudi con, tinh tir bén trai sang
num_chars: s6 ky tu cia chudi con can trich ra

- num_chars phai 1a sé nguyén duong

- start_num phai 1a s6 nguyén duong

- Néu start_num 16n hon do dai caa chudi thi két qua tra vé sé 1a chudi rong

Vi du: =MID("Karen Elizabeth Hammond", 7, 9) — Elizabeth

Ham REPLACE
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Cong dung: Dung dé thay thé mot phan cua chudi bang mot chudi khéc, dya vao sé

ky tu duoc chi dinh

Cong thuc: =REPLACE(old_text, start_num, num_chars, new_text)
old_text: chudi van ban can duoc Xt ly

start_num: vi tri bat dau tim cai s& thay thé, tinh tir bén trai sang
num_chars: s6 ky tu ciia chudi can duoc thay thé

new_text: chudi van ban sé& thay thé cho sé Ky tu da chon béi start_num va

num_chars

Cai kho cua ham nay 13 x4c dinh duoc boi start_num va num_chars. Lam sao biét

duoc bat dau tir dau va thay thé bao nhiéu chii? T6i goi y nhé:

- Ban dung ham FIND() hoidc SEARCH() dé xac dinh vi tri bat dau (start_num)
- Dung ham LEN() dé xac dinh s6 ky tu caa chudi s& dugc thay thé (num_chars)
Vi du: dé thay s6 2007 bang 2008 trong cau Expense Budget for 2007

Dung c6ng thirc nhu sau:

=REPLACE(A1, FIND("2007", A1), LEN("2007"), "2008")— Expense Budget for
2008

Vai Al = Expense Budget for 2007

Ham RIGHT Dung dé trich xuat phan bén phai cia mot chudi mot hozc nhiéu ky

tu thy theo su chi dinh cua ban
Cong thac: =RIGHT (text [,num_chars])=RIGHT(X,n)
Ham RIGHT lay n ky tu tir bén phai sang ctia vian ban X

text: chudi van ban can trich xuét ky tu
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num_chars: s6 ky tu can trich ra phia bén phai caa chudi text, mic dinh 1a 1
- num_chars phai la s6 nguyén duong

- Néu num_chars 16n hon d¢ dai caa chudi thi két qua tra vé s& 1a toan bd chudi

text

Vi du: =RIGHT("Karen Elizabeth Hammond", 7) — Hammond
=REPT Lip lai mot chudi

=SUBSTITUTE Thay thé mot chudi xac dinh

Ham FIND va Ham SEARCH

Cong dung: Dung dé tim vi tri bit dau cua mot chudi con (substring) trong mot

chudi

Cong thirc:

=FIND(find_text, within_text [, start_num])

=SEARCH(find_text, within_text [, start_num])

find_text: chudi van ban can tim (chudi con)

within_text: chudi vin ban cht:a chudi can tim (chudi me)

start_num: vi tri bit dau tim trong chudi within_text (mac dinh 1a 1)

Mot s luu y:

- Két qua cua hai ham nay 1a mot con so, chi vi tri bat dau (tinh tir start_num) cua
find_text trong within_text

- Dung SEARCHY() khi muén tim mot chudi bat ky. Vi du: SEARCH("e",

"Expenses") s& cho két qua 1a 1.
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- Dung FIND() khi mudn tim chinh xac mot chudi ¢ phan biét chir hoa, chir

thuong. Vi du: FIND("e", "Expenses"”) s& cho két qua 1 4.
- Néu khéng tim thay find_text, ham s& béo 15i #VALUE
- C6 thé dung nhitng ky tu dai dién nhu *, ? trong find_text cuia ham SEARCH()

- Véi ham SEARCH(), néu muén tim chinh ky tu * hozc ? thi g6 diu ~ truée ky tu

d6 (~* hoac 1a ~?)
=TEXT Chuyén mét sé sang text.
Ham T

Cong dung: Tra vé mot chudi néu tri tham chiéu 1a chudi, nguoc lai, s& tra vé chudi

rdng - Kiém tra dit liéu kiéu text
Cong thirc: =T(value)

Ham nay it khi duoc dung.

Ham SUBSTITUTE

Cong dung: Dung dé thay thé mot chudi ndy bang mét chudi khac. Him nay ciing
twong tu ham REPLACE(), nhung dé str dung hon.

Cong thuc: =SUBSTITUTE(text, old_text, new_text [,instance_num])
text: chudi vin ban gdc, can duoc xur 1y

old_text: chudi vin ban can duoc thay thé

new_text: chudi van ban sé& thay thé vao

instance_num: sé lan thay thé old_text bang new_text, néu bo qua thi tat ca

old_text tim duogc s& duoc thay thé bang new_text

Vi du: dé thay s6 2007 bang 2008 trong cau Expense Budget for 2007



EXCEL 2010 NGUYEN DAC TAM
Dung c6ng thirc nhu sau:

=SUBSTITUTE("Expense Budget for 2007", "2007", "2008") — Expense Budget
for 2008

HAM THAY THE CHUOI NAY BANG CHUOI KHAC (Substituting One
Substring for Another)

C6 nhiéu chuong trinh c¢6 kha nang tim kiém mot s6 doan vin va thay thé né bang

doan van khac.

Excel ciing c6 kha nang 1am chuyén d6 bang cach dung ham. D6 1a ham
REPLACE va ham SUBSTITUTE.

=TRIM Xo6a nhitng Ky tu trang bén trong chudi.

=UPPER Chuyén ky tu thuong thanh hoa.

Ham VALUE

Cong dung: Dung dé doi mot chudi dai dién cho mot s6 thanh kiéu sb
Cong thuc: =VALUE(text)

text phai 1a dinh dang s, ngay thang hoac bat ky mot thoi gian nao mién 1a duoc

Excel cbng nhan.

Néu 2 chudi textl, text2 gidng nhau hoan toan, ham s& tra vé TRUE; néu khong, s&
tra vé tri FALSE

Vi du:
Pé trich ra s6 6500 trong SQAB500, ban ¢ thé dung ham RIGHT()
=RIGHT("SQA6500", 4) — 6500

Tuy nhién két qua do ham RIGHT() ¢ duoc s& & dang text, ban khéng thé nhan

chia cong trur gi voi cai "6500" nay dugc.
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Pé ¢ thé tinh toan véi "6500", ban phai ddi n6 sang dang sé:
—VALUE(RIGHT("SQA6500" 4)) — 6500

Ciing 13 6500, nhung bay gio ban c6 thé cong trir nhan chia véi no.

*Trich xuat ho va tén (vi du dung dé trich cho tén tiéng Anh, bo qua tén dém)

Cach 1am 1a dung ham FIND() dé tim nhiing khoang trang phan cach giira ho va
tén, sau d6 dung ham LEFT() dé tach phan tén, va ham RIGHT() dé tach phan ho.

Pé lay phan tén (First Name), ching ta diing céng thiic sau (gia sir ho tén nam &
cell A2):

=LEFT(A2, FIND(" ", A2) - 1)

Nghia 1a ding ham FIND() dé tim vi tri caa ky tu tring dau tién ké tir bén trai, vi

du no la vi tri tha 5,

khi d6 ham LEFT() s& xac dinh dugc céi tén nay gdm c6 4 chix (= 5-1).
Pé lay phan ho (Last Name), ching ta ding cong thuc:

=RIGHT(A2, LEN(A2) - FIND(" ", A2))

Ban tu dich cau nay nhé!

*Trich xuét ho, tén dém va tén (vi du véi tén tiéng Anh, phan tén dém dugc viét
tat)

Céch 1am giong nhu bai Trich xuét ho va tén & trén, tuy nhién c6 khac mot chut, dé

trich thém phan tén dém.

Gia sir Ho va Tén (full name) nam & cell A2, va dang c6 gia tri la Karen E.

Hammond
Pau tién, nhu bai trén, dung cong thic sau dé tach phan Tén (first name):

=LEFT(A2, FIND(" ", A2) - 1) — Karen



EXCEL 2010 NGUYEN DAC TAM

Cong thic FIND(" ", A2) sé& cho két qua 1a 6, 1a vi tri ctia khoang tring dau tién

(sau chir Karen).

Pé tim vi tri cua khoang trang thi hai, thi ban phai gan vi tri bat dau tim

(start_num) 1a 7, hoac 1a bang két qua cua FIND(" "', A2) cong thém 1:
=FIND(" ", A2, FIND(" ",A2) + 1)

R6i ding két qua caa cong thac nay 1am tham s cho ham RIGHT() dé trich ra

phan Ho (last name):
=RIGHT(A2, LEN(A2) - FIND(" ", A2, FIND(" ", A2) +1)) — Hammond

Dé trich phan tén dém, dung ham FIND() dé tim vi tri caa dau cham (.) roi dua vao

trong cong thirc ciia ham MID() dé tim ky tu dtng truéc dau cham:

=MID(A2, FIND(".", A2) - 1,1) > E

HAM LOGIC

Ham AND

C6 1& khoi giai thich nhi. AND c6 nghia 1a VA. Vay théi. Dung ham nay khi muén
no6i dén cai ndy va cai nay va cai nay......

Cu phap: AND(logicall [, logical2] [, logical3]...)

logical: Nhiing biéu thic s& dugc xét xem diing (TRUE) hay sai (FALSE)

Néu tat ca cac biéu thirc déu dung, ham AND() s& tra vé gia tri TRUE, va chi can 1

trong cac biéu thirc sai, ham AND() s& tra vé gia tri FALSE.

Ban c6 thé ding ham AND() bat ctr chd nao ban muén, nhung thuong thi ham
AND() hay dugc dung chung véi ham 1F().

Vi du:

=IF(AND(B2 > 0, C2 > 0), "1000", "No bonus")
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Néu gi4 tri & B2 va & C2 I6n hon 0, thi (thuang) 1.000, con néu chi can mot trong
2 0 B2 hoac C2 nho hon 0, thi khong thudng chi ca.

=FALSE(): C6 thé nhap truc tiép FALSE vao trong cong thirc, Excel s& hiéu do6 1a
mot biéu thirc 6 gia tri FALSE ma khong can dung dén ci phap cua ham nay
Ham IF

=IF (logical_test, value if true, value if false) : Dung dé kiém tra diéu kién theo
gia tri va cong thuc

CU phép: IF (diéu kién, gia tri 1, gia tri 2) Néu diéu kién dang thi ham tra vé gia tri
1, nguoc lai ham nhan gid tri 2

Cai lap luan: "Néu toi dung thi 1am cho toi cai nay, néu toi sai thi 1am cho t6i cai
kia".. C6 I& trong chung ta ai ciing hiéu.

Mot tinh hudng don gian nhat

Cu phap: IF(logical_test, value is_true)

logical_test: Mot biéu thirc s& dugc xét xem dung (TRUE) hay sai (FALSE)

value_is_true: gia tri tra vé khi biéu thirc logical test duoc kiém tra 1a diing
(TRUE)

Vi du:

=IF(AL >= 1000, "It's big!")

Nghia 13, néu gia tri & Al Ién hon hoac bang 1000, thi két qua nhan duoc s& 12 "It's
big!", con khong, néu Al nho hon 1000, két qua s& 1a FALSE.

Mot vi du khéc, gia st ban c6 mot bang danh gia mirec d6 ban ra, mua vao cua mot
danh muc hang hoéa dai, va ban muén theo ddi nhitng mat hang cé doanh sé ban ra

khong dat yéu cau dé diéu chinh chién lugc kinh doanh caa minh, bang cach gan
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nhitng dau "<" bén canh nd, h& phan tram doanh s6 cang thap thi nhitng dau hiéu

"<" cang nhiéu...

Ban ¢ thé dung ham IF(), theo mau:

=IF(cell<0, flag)

Vi cell 1a gia tri doanh s6 ma ban mudn theo ddi, va flag 1a dau hiéu dé mé ta, vi
du, cell chira gi4 tri doanh sé 1a B2:

=IF(B2<0, "<<<<<"

Pé nhiing dau "<" ty 1¢ thuan véi mac sut giam doanh sé ban hang, ban c6 thé
ding ham REPT(), v&i cong thic:

REPT("<", B2 *-100)

O day, phai nhan gia tri ciia B2 véi -100, béi vi chling ta chi xét nhiing trudng hop
B2<0

Va cbng thirc hoan chinh dé thé hién mac do sut giam doanh sé cua ting mat hang
sé la:

=IF(B2<0, REPT("<" , B2 * -100))

Nhitng ham IF 16ng nhau

Trong cudc sdng doi thuong, cé may ai d& dang chap nhan chuyén "mét cai néu”,
phai khéng cac ban.

Chung ta thuong sé dung Kiéu, néu... réi nhung ma néu... nhiéu khi kéo dai dén vo
tan!

Trong Excel ciling vay. Gia si, ching ta xép loai hoc tap, néu diém trung binh
(PTB) 16n hon 9 thi gioi, vay PTB nho hon 9 thi d6? Chua, DPTB nho hon 9 nhung
I6n hon 7 thi kha cai d4, r6i PTB nhé hon 7 nhung chua bi diém 5 thi trung binh,
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chi khi nao BDTB nho hon 4 thi méi goi la do (cai nay tdi chi vi du théi, cac ban
dung st dung dé xép loai nhé).

Khi d6, chiing ta s& ding nhitng ham 1F() 16ng nhau, IF() nay nam trong IF() kia.

Sau nay chlng ta s& hoc cach ghép thém nhiéu diéu kién khac vao nira.
Vi du, tdi 1dy lai vi du d3 néi ¢ bai trugc:
=IF(AL >= 1000, "Big!", "Not big")

Bi gid thém chit, Al [6n hon 1000 14 "big" rdi, nhung chang I& 10000 thi ciing chi

la "big" ? Co 1€ nén tang thém mot danh hi¢u cao hon:
=IF(Al1 >= 1000, IF(A1 >= 10000, "Really big!!", Big!"), "Not big")

Hoic 13, d6ng Y rang <1000 1a "Not big", nhung noé khac "Small" cht (tui khong

|6m, chua chac tui nho), vay ching ta thém mot dinh nghia "Small" thir xem:
=IF(A1 >= 1000, "Big!", IF(AL < 100, "Small", "Not big"))

Ban dé y nhé, o day toi dat cai IF "con" khéng giong nhu & trén, sao ciing, mién la
dwrng sai cu phéap cua IF().

Va néu thich, ban c6 thé ghép tat ca lai:

=IF(A1 >= 1000, IF(A1 >= 10000, "Really big!!", Big!"), IF(A1 < 100, "Small",
"Not big"))

Chi can mdt luu ¥, 1a nhiing dau dong mé ngodc don. Néu ban dong va mo khong

dung lac hodc khong du, Excel s& khdng hiéu, hoic 1a cho c4c ban két qua sai day.
Ham IFERROR

Trong qué trinh thao tac véi bang tinh, khdng it 1an ching ta gap 15i, va ciing kho

ma tranh duoc 16i. Vi du, mot céng thirc don gian thdi =A/B c6 thé gay 16i
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#DIV/0! néu nhu B bang 0, hoic gay 16i #{NAME? néu A hoic B khong ton tai,

gay 15i #REF! néu c6 6 nao d6 lién két vai A hoic B bi x6a di...

Tuy nhién, d6i ltc chang ta lai can phai loi dung chinh nhitng céi 18i nay, vi du s&

dat ra mot tinh hudng: néu c6 15i thi lam gi d6... Goi ném na 1a BAY LOI.
C6 1& vi vay ma ham nay c6 hai chir dau 1 IF; IFERROR = néu xay ra 13i (thi)...

MS Excel 2003 trd vé trude ¢d ham ISERROR(value), véi value 1a mot biéu thic.
Néu biéu thirc nay gap 15i, ISERROR() s& tra vé gia tri TRUE, con néu biéu thuc
khong c6 15i, ISERROR() tra vé gié tri FALSE.

Va chtng ta thuong dung ISERROR() kém véi IF:

=IF(ISERROR(expression), ErrorResult, expression)

Néu nhu biéu thirc (expression) ¢d 13i, cong thirc trén sé& lay gia tri ErrorResult
(mat 6 rdng, hoac mot théng bao 161, v.v..), nguoc lai, s& 1y chinh gia tri biéu thirc
do.

Vi du: =IF(ISERROR(A/B), ", A/B)

Cai bat tién khi phai ding vira IF() vira ISERROR() 1a chiing ta phai nhap cai biéu
thac hai 1an: mot I1an trong ham ISERROR() va mét lan & tham sé value_is_False
cua IF()

C6 thé cai bat tién vira noi trén khong dang ké, tuy nhién cach st dung nay lam cho
cong thuc caa ching ta tré nén kho dung hon,

boi vi néu thay céi biéu thirc(expression), thi ching ta phai thay d6i nguyén ca
cong thtc.

Excel 2010 duong nhu hiéu duoc su bat tién do, nén da gop hai ham IF() va

ISERROR lai thanh mét, d6 1a IFERROR()

Cu phép: IFERROR(value, value_if error)



EXCEL 2010 NGUYEN DACTAM
value: Biéu thuc c6 thé s& gay ra I5i
value_if _error: két qua tra vé néu value gay ra 19i

Néu biéu thuc value khong gay 15i, IFERROR() s& lay biéu thirc d6, con néu n6 c6

15i thi Iy céi biéu thic value_if error.

Vi du, cong thac =IF(ISERROR(A/B), ™", A/B) néu dung IFERROR() thi sé Ia
=IFERROR(A/B, ")

Ban thay day, IFERROR() ngan gon va dé hiéu hon nhiéu.

=NOT (logical) : Pao nguoc gié tri cua cac doi s6

Ham OR

OR c6 nghia 1a HOAC. Dung ham nay khi muén noi dén cai nay hoic cai nay hay

ci kia... cai ndo ciing dugc, mién 1a phai c6 it nhat 1 cai!
Cu phép: OR(logicall [, logical2] [, logical3]...)
logical: Nhiing biéu thtc s& duge xét xem dung (TRUE) hay sai (FALSE)

Néu tat ca céc biéu thirc déu sai, ham OR() s& tra vé gia tri FALSE, va chi can 1

trong c4c biéu thirc dung, ham OR() s& tra vé gié tri TRUE.

Gidng nhu ham AND(), ban c6 thé diing ham OR() bat ct chd nao ban muén,
nhung thuong thi ham OR() hay dugc dung chung véi ham 1F().

Vi du:

=IF(OR(B2 > 0, C2 > 0), "1000", "No bonus")

Néu gia tri & B2 hoic & C2 Ién hon 0 (tic 1a chi can 1 trong 2 6 I6n hon 0), thi
(thuong) 1.000, con néu ca 2 6 B2 hodc C2 déu nho hon 0, thi khong thudng chi

ca.
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=TRUE(): C6 thé nhap truc tiép TRUE vao trong cong thuc, Excel s& hiéu do 1a

mot biéu thirc co gia tri TRUE ma khéng can dung dén ci phap cua ham nay
Bo qua nhitng 0 bi 16i khi chay cong thirc

Vi du: Cot Gross Margin (cot D) ciia bang tinh dudi ddy c6 chira mot sb 6 gap 15i
chia cho 0 (#DIV/0!), do bén cot C c6 nhitng 6 tréng.

Pé tinh trung binh cong caa cot D, ké nhiing 6 c6 15i #DI1V/0!, phai dung cong

thirc mang nhu sau:
{=AVERAGE(IF(ISERROR(D3:D12), "", D3:D12))}
(nghia 1a néu gap nhitng 6 ¢ 15i thi coi nhu né bang rdng)
Xac dinh tén cua cot (Determining the Column Letter)

Trong Excel c6 ham COLUMNY(), cho ra két qua 1a s cua cot (vi du, g& ham nay

trong cot B thi két qua s& 13 2).

Nhung d6i khi ban mudn két qua la tén cta cot chi khdng muédn d6 1a con so (B

chur khéng phai la 2), thi lam sao?

Pay 13 mot van dé doi hoi su khon khéo mot chdt, vi tén cot trong bang tinh chay
tir A dén Z, tir AA dén AZ... va cho téi tan cing 1a XFD (1)

C6 mot ham giup chung ta tim dia chi tuyét dbi ctia mot cell, d6 1a ham
CELL("address"), vi du $A$2, hoiac $B%$10...

Ham CELL(info_type [,reference])
Vi info_type la mot tham sé da duoc dinh nghia (s& néi ki hon trong nhitng bai
sau)

Va reference Ia cell ma ban chi dinh, néu bo tréng thi Excel sé& lay ngay céi cell c6
chura cong thuc CELL().
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Trong bai nay, dé tim dia chi tuyét di cua mot cell, ching ta s& ding cong thic
CELL() véi info_type la "address"

Tinh y mot chit, ta thy tén cua cot chinh 1a nhitng chir cai nam giita hai dau dollar

($) trong cai dia chi tuyét ddi nay.

Bat dau 1am nhé: ding ham MID() trich ra chit cai tir vi tri thi 2 trong dia chi tuyét

dbi cua cell:
=MID(CELL("Address"), 2, num_chars)

Cai kho 1a cai num_chars ndy day, vi tén cot thi c6 thé 1a 1, 2, hozc 3 ky tu (vi du:
A, AA hoac AAA). Van dung ham FIND thoi:

FIND("$", CELL("address™" ,A2), 3) - 2

Giai thich chat nhé: Ding ham FIND(), tim vi tri ctia dau $ trong cai dia chi tuyét

d6i cua cell, va bat dau tim tir vi tri thir 3 trong cai dia chi nay.

Tai sao phai trir di 2? Cong thuc trén sé& chi ra vi tri (Ia mot con s6) cua dau $ tha

hai trong dia chi tuyét ddi cua cell, tirc 12 cai dau $ phia sau tén cot,

phai trir di 2 tic 14 trir b6t di 2 cai $, luc nay két qua sé chinh 12 s6 ky tu cua tén
cot (1 chit, 2 chir hoac 3 chix)

Bay gio, cong thirc hoan chinh s€ nhu sau:

=MID(CELL("Address"), 2, FIND("$", CELL("address"), 3) - 2)

Cong thure nay ap dung cho chinh cell chira cong thuec.

Néu mudn tim tén cot tai mot cell nao dé, ban chi viéc thém dija chi (hoic mot cai

gi d6 tham chiéu dén dia chi nay) caa cell muén tim vao phia sau cai "address"

Vi du, muén tim tén cua cell AGH68, ban gé:
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=MID(CELL("Address", AGH68), 2, FIND("$", CELL("address", AGH68), 3) - 2)
— AGH

Lap mé sb tu dong

C6 nhiéu danh muc khach hang hodc danh muc hang hoa dugc 1ap ma sé bang
cach dung vai ky tu dau cua tén khach hang (hoic tén hang hda) két hop véi mot
con sé.

Cach dit ma sb tu dong nhu vay rat dé lam trong Excel, bang céch sir dung nhiing
ham xt 1y vin ban va chudi.

Gia str danh muc cuia chling ta nim & cot A va bét dau tai cell A2.

Trudc tién, chlng ta hay tach 3 ky tu dau tién cua danh muc va dinh dang cho né

thanh nhitng chir in hoa, bang cong thic:
UPPER(LEFT(A2, 3))

Tiép theo, tan dung chinh sé cua nhitng hang trong bang tinh dé lap ma sé tu dong:
ROW(A2),

va dinh dang sao cho nhiing con s6 nay ludn c6 4 chir s, bang cong thic:
TEXT(ROW(A2),"0000™)

Va day la cong thirc hoan chinh:

—UPPER(LEFT(A2, 3)) & TEXT(ROW(A2), "0000")

Ham BETADIST()

Tra vé gia tri cia ham tinh mat ¢ phan phéi xac suat tich lily beta.

Thong thuong ham nay duoc dung dé nghién ctu sy bién thién vé phan tram cac
mau, vi du nhu khoang thoi gian ma ngudi ta dung dé xem TV trong mot ngay

chang han.
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Cu phép: = BETADIST(x, alpha, beta, A, B)

X : Gié tri gitta A va B, dung dé tinh mat ¢6 ham.

alpha & beta : Tham s caia phan phoi.

A : Can dudi cua khoang X, mac dinh la 0.

B : Can trén cta khoang x, mac dinh la 1.

Luu y:

* Néu c6 bat ky d6i s6 nao khong phai 1a s6, BETADIST() tra vé gia tri 15i
#VALUE!

* Néu alpha < 0 hay beta < 0, BETADISTY() tra vé gi4 tri 15i #NUM!

* Néu x < A, X > B hay A = B, BETADIST() tra vé gia tri 16i #NUM!

* Néu bo qua A va B, nghia 1a mic dinh A =0va B = 1, BETADIST() s& st dung
phan phdi tich lity beta chuan hoa.

Ham BETAINV()
Tra vé nghich dao caa ham tinh mat d6 phan phdi x4c suit tich liy beta.
Nghia 1a néu xac suat = BETADIST(X, ...) thi x = BETAINV/(X4c sut, ...)

Thuong dung trong viéc 1&n ké hoach du an, d& md phong sb 1an mé rong xac suit,

biét trudc thoi gian bd sung ky vong va do bién doi.

Cu phép: = BETAINV(probability, alpha, beta, A, B)

Probability : Xac suét cua bién cb x trong phan phéi xac suét tich liy beta.
alpha & beta : Tham s caia phan phoi.

A : Can dudi cua khoang x, mac dinh la 0.

B : Can trén cua khoang x, mac dinh 1a 1.
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Luu y:

* Néu c6 bat ky dbi s6 nao khong phai 1a s6, BETAINV() tra vé gia tri 16i
#VALUE!

* Néu alpha < 0 hay beta < 0, BETAINV() tra vé gia tri 15i #NUM!

* Néu probability < 0 hay probability > 1, BETAINV() tra vé gié tri 15i #NUM!

* Néu bo qua A va B, nghia 1a mic dinh A =0va B = 1, BETAINV() s& sir dung
phan phdi tich lity beta chuan héa.

* BETAINV() sir dung phuong phép 1ap khi tinh mat do phan phdi. Voi
probability cho truéc, BETAINV() lap cho téi khi két qua chinh xac trong khoang
+0.0000003. Néu BETAINV() khong hoi tu sau 100 lan lap, n6 s& tra vé gia tri 16i
#NAI

Vi du:

BETAINV(0.6854706, 8, 10,1, 3) =2
Ham BINOMDIST()
Tra vé x4c suat cua nhitng lan thi thanh cong cia phan phéi nhi phan.

BINOMDIST() thudng dugc ding trong cac bai toan c6 s luong cb dinh cac phép
thu, khi két qua caa cac phép thu chi & thanh cdng hay that bai, khi cac phép thi 1a

doc 1ap, va khi xac xuat thanh cong 1a khong d6i qua cac cudc thir nghiém.

Vi du, c6 thé dung BINOMDIST() dé tinh xac suat khoang hai phan ba dta tré

duoc sinh ra la bé trai.
Cu phép: = BINOMDIST(number_s, trials, probability s, cumulative)
Number_s : S6 1an tht thanh cong trong cac phép thu.

Trials : Sd 14n thu.



EXCEL 2010 NGUYEN DAC TAM
Probability s : X4c suat thanh céng caa mdi phép thtr.
Cumulative : Mot gia tri logic dé xac dinh ham tinh xac suat.

=1 (TRUE) : BINOMDIST() tra vé& ham tinh x&c suét tich lily, 1a xac suat c6 sd lan

thanh cdng number_s 16n nhat.

= 0 (FALSE) : BINOMDIST() tra vé ham tinh xé4c suat diém (hay 1a ham khéi

lwgng Xac suat), 1a xac suat ma sé 1an thanh céng 1a number _s.

Luu y:

* Néu number_s va trials 1a s thap phan, chiing s& duoc cat bo phan I¢é dé tro
thanh sé nguyeén.

* Néu number_s, trials hay probability s khdng phai 1a s6, BINOMDIST() tra vé
gi4 tri 13i #VALUE!

* Néu number_s < 0 hay number_s > trials, BINOMDIST() tra vé gia trj 15i
#NUM!

* Néu probability_s < 0 hay probability_s > 1, BINOMDIST() tra vé gia tri 13i
#NUM!

Vi du:

BINOMDIST(6, 10, 0.5, 0) = 0.2050781
BINOMDIST(6, 10, 0.5, 1) =0.828125

Ham CHIDIST()

Tra vé xac xuat mot phia caa phan phéi chi-squared.

Phan phéi chi-squared két hop vai phép thir chi-squared dung dé so sanh cac gia tri

quan sat véi cac gia tri ky vong.
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Vi du, mot thi nghiém vé di truyén cd thé gia thiét rang thé hé ké tiép cua cac cay
trdng s& thira hudng mot tap hop cac mau sic nao do; bang cach so sanh céc gia tri
quan sat dugc Vai cac gia tri ky vong, cd thé thay duoc gia thiét ban du 1a dung

hay sai.

Cu phap: = CHIDIST(x, degrees_freedom)

X : Gié tri dung dé tinh phan phéi.

degrees_freedom : Sé bac tu do.

Luu y:

* Néu cac ddi sé khong phai la s6, CHIDIST() tra vé gia tri 16i #VALUE!
* Néu x < 0, CHIDIST() tra vé gia tri 16i #NUM!

* Néu degrees_freedom khéng phai 12 s nguyén, phan thap phan caa né sé bi cét
bo dé trg thanh s nguyén.

* Néu degrees_freedom < 1 hay degrees_freedom > 10710, CHIDIST() tra vé gia
tri 16i #NUM!

* CHIDIST() duoc tinh toan theo cong thic: CHIDIST = P(X > x), véi X 1a bién
ngau nhién chi-squared.

Vi du:

CHIDIST(18.307, 10) = 0.050001

Ham NORMINV/()

Tra vé nghich dao ctia phan phdi tich lity chuan.

Cu phép: = NORMINV (probability, mean, standard_dev)
probability : Xé4c suat ang véi phan phéi chuan

mean : Gia trj trung binh cong caa phan phdi
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standard_dev : D¢ léch chuan caa phan phdi

Luu y:

* Néu c6 bat ky d6i s6 nao khdng phai 1a s6, NORMINV() s& bao 16i #VALUE!

* Néu probability nho hon 0 hozc Ién hon 1, NORMINV() s& béo 15i #NUM!

* Néu standard_dev nho hon hoic bang 0, NORMDINV() s& béo 15i #NUM!

* Néu mean = 0 va standard_dev = 1, NORMINV/() s& diing phan b4 chuan.

* NORMINV/() sir dung phuong phép lip di lap lai dé tinh ham. Néu NORMINV/()
khong hoi tu sau 100 lan lap, ham sé bao 15i #NA!

Chuwong 4: Khai Thdac Co So Dir Ligu
4.1. Sort (sap xép) va Filter (loc)

Sort (sip xép) va Filter (loc) 1 nhirng tinh niing cho phép ban thao tac dir liéu

trong mot bang tinh duogc thiét 12p dua trén céc tiéu chuén.

Sip xép

Pé thyc hién mot sap xép theo chiéu ting dan hay giam dan trén mot cot:
« Panh dau cac 6 muén dugc sap xép

» Kich nut Sort & Filter trén tab Home

* Kich nut Sort Ascending (A-Z) hay Sort Descending (Z-A)
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zvﬁ[ﬁ

Sort & | Find &
<2~ 'Filter - | Select ~

. |8] sortAtoz
Zl| sortzZtoA
! E Custom Sort...

= Filter
K| Clear

¥ | Reapply

Tuy chinh sip xép

Pé sip xép nhiéu hon mot cot:

* Kich ntt Sort & Filter trén tab Home

« Chon c6t ma ban mudn sip xép dau tién
» Kich Add Level

* Chon cot tiép theo ban muén sép xép

* Kich OK

%y add Level |[ X pelete Level |[ 22 opy Level ]| I

Cokumn Sort On Order
Sortby ‘ v | [vales VJ lAmZ v |

o) Coe=)
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Loc dir li¢u

B6 loc cho phép ban chi hién thi dit liéu ma dap ung céc ti€u chuin nhét dinh. Dé

st dung bo loc:

« Kich vao cot hodc chon cac cot chira dit 1iéu ma ban muébn loc
* Trén tab Home, kich Sort & Filter

* Kich nut Filter

« Kich vao miii tén phia duéi 6 dau tién

» Kich Text Filter

« Kich Words ban muén loc

1 | |

2 |Monday sai
’}fl SortAtoZ

2l sotztoA

Sort by Color »

Text Filters >

[v] (Select All)
[v] Friday

[v] Monday

[v] Saturday
[#] Sunday

[¢] Thursday
[¢] Tuesday

[v] Wednesday

[ OK ][ Cancel ]

« Bé ko 4p dung bd loc, kich nat Sort & Filter
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* Kich Clear
A

~ |Sort & /|Find &
27 IFilter v Select v

4] sortAtoz
Zl sortzZtoA
48 | Custom Sort...
= Filter

% Clear

\,{b Reapply

4.2 PivotTable va PivotChart la nhizng cong cu phan tich diz liéu rat manh trong
Excel. Ching c6 thé bién nhitng con sé duong nhir vé nghia trong mét khéi di liéu
khong 16 thanh nhiing con sé ¢é nghia. PivotTable va PivotChart rat dé sir dung,

nhiung chiing ciing c6 mét s6 van dé phirc tap khéng thé tranh khai.
4.2.1 Giei thiéu PivotTable va PivotChart
Tao m@t bao cao PivotTable don giin

Gi4 st ching ta c6 bang tinh sau day:
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g Home Insert Page Layout Formulas Data Review View

=) j:v Arial 10 AN F == B =  General - :E:gl _A‘:Eﬁl‘ __;dl ;'::
. - . - =E == iEiE | B~ .0 =0 .00 Conditic ar -
Rty BLU QrA- ESE|EE @ S % o W e Tabier syies- | B
Clipboard Fant Alignment Mumber Styles i
Al - e
A B c D E F G H | J K
1
2 Store  Region Date Customers Total Sales Camping Fitness Soccer Baseball Fishing Football
3 2134 Northeast  06-Jun-05 207 % 6561 § 326 5 1284 5 970 & 1270 5 1488 F 1,243
4 2134 MNortheast  07-Jun-05 162 § 3684 5 901 5 247 5 765§ 1251 & 226 5 192
5 2134 MNortheast  08-Jun-05 188 5 4713 5 837 § 1260 § 953 5 765 5 179 5 3
6 2134 MNortheast  09-Jun-05 171 5 5263 F 553 5 1134 F 236 F 1333 § 1011 5 976
7 2134 MNortheast  10-Jun-0% 64 % 4731 % 775§ 294 § 1480 5 160 5 864 & 1158
8 2134 Northeast  11-Jun-0% 246 § 3853 B 429 5 853 F 773§ TR0 & 739 5 294
9 2134 Northeast  12-Jun-05 63 5 BO77T & 1075 5 1418 5 659 § 1445 § 1340 5 140
10 2298 Midwest  06-Jun-05 86 5 4075 § @866 § 399 § 270 5 690 5 418 5 1432
11 2298 Midwest  07-Jun-05 234 % 3933 5 105 5 266 F 781§ 131 5 1376 5 323
12 2298 Midwest  08-Jun-05 286 § 3818 F 1330 5 459 5 314§ 1119 & 143 5 447
13 2298 Midwest  09-Jun-05 99 % 4923 F 456 § 426 5 368 F 1.045 § 1453 F 1173
14 2298 Midwest  10-Jun-0% 85 § 5084 & 1061 & 729 % 211 § 939 & 938 & 1.20%
15 2298 Midwest  11-Jun-05 218 § 3617 F 1191 5 31 5 123 0§ 1293 & 300 5 264
16 2298 Midwest  12-Jun-05 124 § 4435 5 998 § 881§ 350 § 1249 5 295 5 962
17 2166 South 06-Jun-05 215 § 8626 & 1957 5 1995 5 615 § 1623 § 370§ 2065
18 2166 South 07-Jun-05 266 § 5902 5 1829 5 612 5 T0% §F 878 § 1218 5 656
19 2166 South 08-Jun-05 92 % 8032 § 1844 5 1099 5 1804 & 1005 § 1509 5 7
20 2166 South 09-Jun-05 2371 % 7786 B 911 5 1470 5 1430 B V87 5 2074 5 1114
21 2166 South 10-Jun-05 65 § TBEZ B 1377 5 2092 F 364§ 1793 & 202 & 1.541
22 2166 South 11-Jun-05 263 § 5211 5 1201 5 360 5 655 | F 522§ 558§ 1914
23 2166 South 12-Jun-05 159 5 9386 § 1663 5 1978 5§ 828 § 1375 § 1747 5 1787

Pay la mot trong nhiing loai bang tinh ma ban c6 thé dung dé tao ra mot

PivotTable. Dit liéu thong ké doanh thu cua 3 cira hang (store) ban dung cu thé

thao, dai dién cho 3 mién (region) trong mot tuan (tr ngdy 06 dén ngay 12/6/2005).

Cot D 1a s6 khach hang cua tung loai dung cu thé thao, cot E 1a téng doanh thu, va

céc cot con lai 14 doanh thu chi tiét cta timg mat hang.

Pay 1a mot s6 cau hoi ma ban c6 thé phai tra 10i dwa vao bang tinh do:
« Doanh thu ctia dung cu cdm trai (Camping) tai mdi mién ?
« Tai mdi ctra hang, ngay nao trong tuan 13 ngay dong khach nhat?
« Tai mdi cira hang, mat hang ndo ban duoc nhiéu nhat?
« Ngay ndo trong tuan (ndi chung) 13 ngay ban é nhét?

T61 s€ gitup ban tra 161 cau héi dau tién. Té1 s€ huong dan ban tao ra mot

PivotTable dé thiy dugc tong doanh thu mat hang Camping ctiia mdi mién.
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D¢ bat dau, ban can bado dam rang ban dang chon mét 6 (bat ky 6 nao) nam ¢ trong

vung chira dit 1iéu ma ban mudn tao PivotTable. Roi, ban nhan nut PivotTable

nam trong nhom Insert caa thanh Ribbon:

m Home Insert
o— [ = | d_&]
12 BH | led md

PivotTable| Table Picture  Clip

L4

Tables

At

Page Layout

Fo

_JJ Shapes =
?_| Smartart

[ast+ Screenshot =

Illustrations

Excel s& hién thi hop thoai Create PivotTable nhu hinh sau day:

l Home Insert Page Layout Farmulas Data Review View
A 1
I o
a ' o
Tables Ilustrations Charts Sparklines Filter Links Text
SalesData - fe | store
| A | B C D | E | F T 6 [ H [ J K ]
1

2| Store  Region Date Customers Total Sales Camping Fitness Soccer Baseball Fishing Football
3] 2134 Mortheast 06-Jun-05 QLS S d od_C e 270 5 1488 & 1,243
4 2134 Northeast  07-Jun-05R @l ar 1S W21 5 28 5 1w
5 2134 Mortheast 08-Jun-05 765 % 179 % 713
6 | 2134 Northeast 09-Jun-0s| 2= e Hata that youwant to analyze 383 § 1011 § 976
7] 2134 Northeast 10-Jun-05| ) Select a table or range 160 § 864 § 1.158
B 2134 Mortheast  11-Jun-05 Table/Range: Fas| J760 5 739 § 299
| 3 | 2134 Mortheast 12-Jun-050 ) e an external data source 445 §F 1,340 B 140
10} 2298 Midwest  06-Jun-05 630 5 418 5 1432
1] 2298 Midwest  07-Jun-05 131§ 1376 5 323
12 22938 Midwest  08-Jun-05 19 % 149 % 447
13 2298 Midwest  09-Jun-05) choose where vou want the PivatTable repart bo be placed 045 § 1453 § 1175
14 22938 Midwest  10-Jun-05 (3) New Warksheet 839 % 939 § 1.205
15 ] 2298 Midwest  11-Jun-05 ngisting et 293 5 300 % 269
16 2298 Midwest  12-Jun-05 = ) — 249 3 295 % 962
T 2166 South 06-Jun-05 pre=iams FE| 1523 370 § 2,065
18] 2166 South 07-Jun-05 [ o l ’ cancel 876 5 1218 5 656
19 2166 South 08-Jun-05 005 & 1509 % [k
20 ] 2166 South 09-Jun-05 230 3 fiogb & 911 » 140 & 1430 % 787 § 2074 § 1114
21 2166 South 10-Jun-05 65 3 7669 § 1377 5 2092 § 364 § 1793 § 502 % 1.51
22 2166 South 11-Jun-05 263 % 211 § 1201 5 360 $ 6BRE § 622 § 559 § 1.914
23 2166 South 12-Jun-05 159 5 9383 § 1663 5 1978 § B28 § 1375 § 1747 § 1797

Trong hop thoai nay, ban thiy rang dia chi cua diy 6 chira dit lidu (A2:K44) da

dugc nhap san trong hop Table/Range. Néu nhu cac nit tiiy chon duge chon gidng

hét trong hinh: Select a table or range va New Worksheet, ban hiy nhan OK dé

dong hop thoai nay.
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Excel s& tao mot Sheet méi, va né sé trong giéng nhu hinh sau day:

A3 -
] I;I B c PivotTable Field List v X
§ | I Choose fields to add to report:
4 = [stare -
I3 [[Jregion
6 | To build a report. choose fields [pate
; from the PivatTable Field List ECustDme's
Total Sales

9 [Jcamping
10| = [Fitness
"=z [Jsaccer
E = [JBasebal

- Fishing
14 Y CJFenne. L/
5
16 Drag fields between areas below:
17 “ Report Filter i Column Labels
18
19
20
21
§§ 1] Row Labels T Values
24
25
26
27
28
2g [ pefer Layout Update

Nguoi ta goi ddy 1a cai vo ctia mot PivotTable. Trong cai vo ndy, ban s& thay: O

bén tréi 1a ving bao cdo PivotTable, 1a ving s€ hién thi cic yéu cau cia ban sau khi

ban da hoan tit mot PivotTable. O bén phai 1a ctra s6 PivotTable Field List, 1a noi

ma ban s& quyét dinh nhiing dit liéu nao s& duoc hién thi trén PivotTable, va cach

sap xép cua chung. Tbi sé& trinh bay véi ban chi tiét vé cai PivotTable Field List

nay trong mot bai khac. Con bay gid ban cir tiép tuc da.

Trong hop thoai PivotTable Field List, ban hdy nhan vao muc Region dé chon nd

(hoic ban nhin vao hop kiém ngay bén canh né ciing duoc). Ban s& thdy muc

Region nay tu dong xuét hién trong ving Row Labels cua PivotTable Field List,
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ddng thoi PivotTable ciing tu dong hién thi tén ctia 3 mién: Midwest, Northeast va

South trong cot A:

| A | B C D E F G H
PivotTable Field List v X

IR“W Labels '! Choose fields to add to report:

Michwest
Mortheast DSW? -
South Region

Grand Total [iDate
[Jcustomers

[[]Total Sales
[ ]Camping
[ JFitness
[]5occer

[ |Basebal

[ JFishing 3

Drag fields between areas below:

W Report Filter % Column Labels
4 Row Labels = Values
R.egion i

[] Defer Layout Update

RAR TS RN LSRN SRR S R S R L T L T PSR R A U P N [ N PR R
A= R T S B L S T ) R e e S Y = ) s e il ) il

Tiép tuc, ban nhan vao Camping dé chon né. Ngay lap tirc, Sum of Caming xuét
hién trong viing Values & phia cudi PivotTable Field List, dong thoi, & cot B hién
thi tong doanh thu mit hang Camping tng véi mdi mién.

Cubi cung, ban nhin vao cai miii tén bé ti nam ngay bén canh muc Sum of

Camping trong khung Values, chon Value Field Settings trong danh sach mo ra.
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| A | B

[Row Labels ~ 1Sum of Camping

Midwest 6958
Mortheast 4396
South 10732
Grand Total 22636

lwalmalmalmalmalmalmalmalmalmam = lalalalala|la|lal=|a
=1 A s e T S e s B = ) D T R R N e S Y = e el e ) i Bl e i

c D E F € H

- X

Choose fields to add to report:

[stare ”~
Region [
[ |Date

[ JCustomers

[Total Sales

Camping

[ JFitness

[]5occer

[|Basebal =

[ Fishing 3

PivotTable Field List

Drag fields between areas below:

“F Report Filter 4 Column Labels

Values

1] Row Labels =

Region 7 Sum of Camping S

[] Defer Layout Update

Hop thoai Value Field Settings xuat hién. Nhan vao cai nut Number Format.

Hop thoai Format Cells quen thudc s& mé ra, chon Currency. Xong nhan OK hai

1an dé doéng tat ca cac hop thoai. PivotTable cia ban sé& giéng nhu sau hinh say.

Néu thich, va cling d& xem hon, ban nhan vao 6 A3, noi dang c6 chit Row Labels,

stra no lai thanh Region:

A | B

Row Labels| v Sum of Camping

ﬂmmbmm_u!

Midwest 6958
Mortheast 4396
South 10732
Grand Total 22636

| A | B

1

2

3 |Region ~ 1Sum of Camping
4 Midwest G955
5 Mortheast 4396
B South 10782
7 Grand Total 22636
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Hy vong rang ban s& thay viéc tao ra mot PivotTable dé nhu thé nao. Vang, no rat
don gian, va néu ¢ nhitng yéu cau phuc tap hon, thi ciing vay thoi. Xin néi thém

mot vai khia canh khac cua PivotTable:

Khi mot PivotTable duogc kich hoat, hop thoai PivotTable Field List s& xuat hién.
Nhirng Field dugc chon vao trong bao cao PivotTable sé dugc in dam va c6 mot
dau kiém & ngay bén canh, dong thoi ching ciing xuat hién ¢ nhitng ving bén duéi
ctia PivotTable Field List, cho chung ta biét vai trd ctia chung trong PivotTable.
Dé kich hoat mot PivotTable, ban nhin vao mot 6 bat ky trong vung bdo cao
PivotTable. Con néu khong mudn kich hoat no, thi ban chi viéc nhin ra ngoai, bat

ky chd nao trong bang tinh.

Ban sé& thay ¢ bén phai cua tiéu dé Region trong ving bao cdo (6 A3) c6 mot nit
mili tén x6 xudng (drop-down arrow). Nut nay c6 chirc ning tuong ty chirc ning
AutoFilter. Nhan vao d6, ban c6 thé lya chon nhimg muc mudn xem thudc danh
séch Region, ma mic dinh cua né 1a Select All (xem tét ca). Vi du, ban chi muén
xem doanh thu dung cu cim trai ctia riéng mién Midwest ma thoi, ban nhan vao
nat ndy, nhan vao muc (Select All) dé tit n6 di, rdi nhan vao muc Midwest, ban s&

c6 két qua nhu hinh sau:
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| A | B C
1
2
3 |Region ~ |Sum of Camping
A

SortAto Z
2} sotztoa

Mare 5ot Options..,

Label Filters 4
Walue Filters 4
Jo)
] (Select All)
[ Mortheast
[ 5eouth
A B C
1
2
2 Region |-T Sum of Camping
4 Midwest G953
5 Grand Total 6958
B
K l [ Cancel 7
Gl
27 g

1.2. Tao mét bao cao PivotTable véi nhiéu cot

Vi du & bai trude chi 1a mot trong nhiing bao cao PivotTable don gian nhat. Trong
bai nay, ban s€ hoc cach tao mot bao cao PivotTable phirc tap hon, c6 nhiéu cot

cling nhu nhiéu hang hon.

Ban xem dir li¢u sau day. N¢ la dir li€u cua nhitng ctra hang cho thué€ bang video:
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A B C
1
Z Popcorn Video Rentals
3
4 | Store Category Titles
5 Main Street Action 374
6 Main Street Drama 180
7 |Main Street Childrens 63
g |Main Street Sci-Fi aJ24
9 Main Street Classics 203
10 |Main Street Comedy 144
11 |Maorthgate Action 45
12 \Northgate Drama 2487
13 |Northgate Childrens 320
14 |MNorthgate Sci-Fi 36
15 |Northgate Classics Fi
16 |Morthgate Comedy 225
17 |Clarkville Action 22
18 |Clarkville Crama 172
19 | Clarkville Childrens 203
20 | Clarkwille Sci-Fi 324
21 Clarkville Classics 251
22 Clarkville Comedy 245
23 West End Action 310
24 'West End Crama a6Y
25 'West End Childrens 220
26 West End Sci-Fi 236
27 West End Classics 145
28 |\West End Comedy 296
29

NGUYEN DAC TAM

Cac hang di liéu trong bai nay duoc thiét ké khac véi bai trude. Mdi hang trong

bang dai dién cho mét thé loai video ctia mot ctra hang (dugc ghi & cot B). Con sd

& cot Title 1a s6 lwong dau phim thudc thé loai d6. Muc dich cua chung ta 13 tao

mot PivotTable dé trinh bay nhimng thong tin & mot dang d& xem hon.

Cac bude dé tao ra mot cai vo cua PivotTable, t6i di trinh bay ¢ bai 1. Néu ban

lam dtng, hop thoai PivotTable Field List cta ban s& gidng nhu sau:
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PivotTable Field List * X
Choose fields to add to report:
[]5tore
[Jcategary
[ Titles

Drag fields between areas below:

“F Report Filter 4 column Labels

1] Row Labels Z  Values

[ ] Defer Layout Update

Trong danh sach cac Field s& c6 Store, Category va Titles. Hiy nhén chon ca ba.

Excel s€ lam giup ban cac viéc sau:

. Dem Store va Category vao trong hop Row Labels

Pem Tiltes vao trong hop Values, vdi cai tén la Sum of Titles
« Trinh bay céc thong tin vao vung béo céo PivotTable

Két qua dugc minh hoa ¢ hinh sau day:
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| A | B C D E F G H [
2 . PivotTable Field List v X
3 Row Labels - Category  Sum of Titles
4 [=Clarkville Laction 22 -ﬁ -
Ch fields to add t t:

3 Childrens 203 9ass TS o =ca fa reaer
6 Classics 251 [V]Store
7 Comedy 345 [“]Category
] Drama 172 [¥]Titles
g Sci-Fi 324
10 Clarkville Total 1317
11
12 = Main Street Action 374
13 Childrens 63
14 Classics 203
15 Comedy 145
16 Drama 180
17 Sci-Fi 324
18 |Main Street Total 1289 Drag fields between areas below:
19 % Report Filter :’j Column Labels
20 = Northgate Action 45
21 Childrens 320
22 Classics 79
23 Comedy 225

2
gg ngEIII'ElE! 225 2 Row Labels % Values
26 MNorthgate Total 992 Store v | | SumofTitles M
7 Category -
28 =West End Action 310
29 Childrens 220
30 Classics 145
31 Comedy 295 [ ] Defer Layout Update

¥

4 ¥ b | Sheetd ~Sheetl . Sheet? . Sheets . ¥J KN

C6 thé nhitng gi hién thi trén may cta ban khong gidng cai hinh nay. Néu nhu ban
mudn né giéng hét hinh nay, hdy nhan nat phai chudt vao tén cia mot cira hang
nao d6 trong cot A (Clarkville chang han), chon 1énh Field Setting, r6i ban danh
dau vao cac tity chon cila tab Layout & Print gidng nhu t6i d 1am trong hinh sau
day; va néu nhu céi tén trong 6 A3 dang 1a RowLabels, hiy doi n6 thanh Store.
Ban s€ c6 mdt PivotTable y hét nhu hinh ¢ trén.
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Field Settings ?X]

Source Mame:  Stare

Custom Mame: | Stare

Subtotals & Filkers | Layout & Prink

Layout

i) Shows ikem labels in outline Form

(%) Shows jtem labels in tabular Form

[ ] Repeat item labels
Insert blank line after each item label
[] show items with no data

Print

[#]Insert page break after each item:

[ Ok l[ Cancel ]

Cho du day 1a mot bao co PivotTable rat chinh x4c, nhung né khong phai 1a cai
t6i mubn. Trong truong hop nay, Store va Category dang nam chung trong mot
hang, déu 1a Row Labels; con toi thi muén Category phai la mot cot riéng, 1a

Column Labels.

Lam thé nao dé chuyén mot muc & Row Labels thanh Column Lables? C6 hai

cach:

1. Trong hdp thoai PivotTable Field List, trong vung Row Labels, ban hay
nhéan vao nit mii tén bén canh muc Category, va chon 1énh Move To

Column Labels.

2. Néu nhu ban khéo st dung chudt, ban c6 thé "nam" va "kéo" cai muc

Category ra khoi ving Row Labels rdi "tha" n6 vao viung Column Labels.

Sau khi 1am xong mét trong 2 cach trén, ban s& thdy PivotTable giéng nhu sau:
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A B C D E F G H |
2
3 Sum of Titles Column Labels |~
4 Row Labels ~ | Action Childrens Classics Comedy Drama Sci-Fi Grand Total
5 Clarkville 22 203 251 345 172 324 1317
6 |Main Strest 374 (3 203 145 150 324 1239
7 |Morthgate 45 320 74 225' 28?! 36 992
8 |West End 310 220 145 296 3649 236 1576
9 |Grand Total 751 806 678 1011 1008 920 5174
10
11 PivotTable Field List - X
12 -
13 Choose fields to add to report: EE
1% Store
1 |':|‘ Category
16 [7] Titles
17
18
19
20
21 Drag fields between areas below:
22 “¥ Report Filter # column Labels
23 Categaory 7
24
oE 1] Row Labels E  Values
26 Store - Sum of Tites -
27
28 [] pefer Layout Update
29

So sanh v&i bang dir liéu ban dau, PivotTable d& doc hon nhiéu. Nhin vao bang bao
c40 ndy, chiing ta ¢ thé so sanh sd luong dau phim cua timg thé loai video giita
céc cira hang v6i nhau (xem theo cot), hodc so sanh sé dau phim gitta cac thé loai
video cua mot ctra hang v41 nhau (xem theo hang). Nhin vao PivotTable, ban co6

thé tra 101 ngay ctra hang ndo ¢ nhiéu phim hanh dong nhét, phai khong?

Ban c6 thay rang: viéc di chuyén mot Field tir Row Labels sang Column Labels,
lam cho PivotTable duong nhu l1a xoay bang dir li¢u tir doc thanh ngang. Chir
"xoay", trong tiéng Anh, 13 "pivot". Vay ban hiéu PivotTable 14 gi roi chir?

Néu nhu tir ndy gio, ban vira doc bai nay, vira ty thuc hanh, thi ban hay luu lai
bang tinh. Chung ta s€ stt dung PivotTable vira tao ra nay cho bai sau: Tao mot

biéu db xoay (PivotChart). Hen gip lai.
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1.3. Tao mot PivotChart

Mot PivotChart chfmg co gi khac hon 1a mdt biéu dd Excel, duoc tao ra tir dit liéu
ctia mot PivotTable. That ra thi cling c6 mot vai tinh ning ma ban khong tim thay ¢
nhimg biéu d6 binh thudng. Tuy nhién, phan 16n thi mot PivotChart cling gidng
nhu bét ky mot biéu dd nao trong Excel, nhitng thao tac v&i cac biéu dd, hodc viée

dinh dang cho no, ching co gi khéc.

Néu ban biét chic réng ban s& can dén mot PivotChart, ban c6 thé tao ra
PivotTable va PivotChart ciing mdt 1an. Thay vi nhan vao nut PivotTable trong
nhom Insert trén thanh Ribbon (nhu toi d3 trinh bay & bai 1), ban hiy nhan vao cai
mili tén nho & dudi cai nit d6, va chon 1énh PivotChart. Roi thi ban ciing s& gip
hop thoai tao mdt PivotTable nhu ¢ nhitng bai trén, nhung khi tao xong

PivotTable, thi Excel cling s€ tu dong tao luén mdt PivotChart di kem theo.

Bay gi¢ chung ta s€ hoc cach tao ra mot PivotChart tir PivotTable ma ban da thuc
hanh & bai s 2, bai toan vé cac ctra hang ban video. Ban 1an lugt theo cac budc

Sau:

1. Chiac chan rang ban dang kich hoat PivotTable. Néu nhu khong mudn thiy
cai hop thoai PivotTable Field List, ban co thé tit n6 di. Hop thoai ndy c6
thé bat tat bat cr luc nao bang céi ndt nay (trong nhém PivotTable|Options
trén thanh Ribbon):

Wiew Options Design s @ = EE £
_3_:',; Clear = ® Summarize Yalues By - |'[E| PivotChart : Field List
i[é Select = * Show Values As i) i"j +/- Buttons
B2 Move PivotTable | [ig] Fields, ftems, & Sets » =59 Field Headers
Actions Calculations Tools Show

2. Nhan nut PivotChart trong nhém PivotTable|Options trén thanh Ribbon.
Excel s& hién thi hop thoai Insert Chart, nhu hinh sau:
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ulas Data Review View | Options | Design
— Iy 7 Clear = e Summarize Values By =  fil3 PivotChart
 —
— I_I—:I E& Select = ® Show Values As = —'jv OLAP Tools
Insert | Refresh Change Data | :
slicer = - SOUrCE T g Move PivotTable @Fields,ltems,&-:ﬂets* P What-If Analysis
er Data Actions Calculations Tools
Insert Chart
LA Templates Column -
om0 lim) =A) |98 0] 08| 98] 39
% e (L f{|UE0 ][I | | el | OA |

& Pie T - - = ] ] ‘1—
X ) o8| A 0] L JaA| JAA
B Area — — — — —

v |0 iia] | aA] IBA] | b

|is]  Stock ‘

= Li

.@J Surface ne . . . . - -

@ Doughnut K| =~ el MIEAN, , Jf%’

= Bubble

@ Radar = — — — — — —

A IPNIPNIATIPE
1 |(EJ |Q'}m I [ |{i‘\) |QTE :

[managETemplates... ] [ Set as Default Chart ] [ QK J [ Cancel ]

3. Chon Column trong danh sach Templates ¢ bén trai, roi nhan vao biéu
tuong thi hai (stacked column) & hang dau tién trong khung bén tay phai.
4. Nhan OK d¢ tao biéu do.
Ban s& c6 mot biéu dd nhu hinh sau. Mdi cira hang (Store) dugc dai dién béi mot
"bar" trong biéu dd, va trong mdi "bar" nay chira sé lugng thé loai phim (Category)

co trong ctra hang do, dugc phan bi¢t boéi cac mau khac nhau.
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A B C D E F G H

Sum of Titles Column Labels -

Row Labels = Action Childrens Classics Comedy Drama Sci-Fi Grand Total
Clarkville 22 203 251 344 172 324 1317
lMain Street 374 63 203 145 180 324 1289
Morthgate 45 320 79 225 287 36 992
West End 310 220 145 296 369 236 1576
Grand Total 751 806 678 1011 1008 920 5174

F g

Sum of Titles

1800
1600
1400

W 5ci-Fi
1200
M Drama
1000
200 B Comedy
&00 m Classics
400 B Childrens
200 B Action
D T T T 1

Clarkville Main Street MNorthgate West End

Category -

Store -

palpalmalpalmalmalmalpelalala|lalala|l o ala] =
il b i N g B b g e b ey ol el et el e = e B AR L

Khi ban nhan vao biéu dd, tirc 1a ban kich hoat PivotTable, Excel s& hién thi hop
thoai PivotChart Filter Pane nhu ban thiy & hinh trén. Ban c6 thé dung Axis
Fields va Legend Fields trong hop thoai nay dé loc cac dir liéu, diéu chinh
PivotChart hién thi hay khong hién thi biéu d6 ctia mot loai dir liéu nao do. Bat ky
viéc loc dit li¢u nao ban thyc hi¢n trong hop thoai nay, ciing s€ dugc ap dung trong

PivotTable, va biéu dd sé& ty dong v& lai theo nhiing thay doi trong PivotTable.

Vi du, t6i nhan vao Axis Fields, va chi chon hai cira hang: Clarkville, WestEnd.

Biéu do s€ tu dong vé lai nhu sau:
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A B C D E F G H
2
3 | Sum of Titles Column Labels -
4 Row Labels |-T Action Childrens Classics Comedy Drama 5ci-Fi Grand Total
5 Clarkvillz 22 203 251 345 172 324 1317
B |West End 310 220 145 296 HEEII 235! 16576
7 Grand Total 332 423 396 641 541 560 2893
8
g
10
11 Sum of Titles
E 1800
13
14 1600 Category -
15 1400 B Sci-Fi
16 1200 -
17 B Drama

1000 -

18 500 B Comedy
19
20 00 - W Classics
21 400 - B Childrens
2 200 + B Action
23 o -
24 Clarkville West End
25
IF Store <
27

4.2.2 Tim hiéu dix liéu ngudn cia PivotTable

Ching ta c6 thé sir dung nhiéu loai dit liéu ¢é 1am ngudn cho mot PivotTable:

Str dung dir liéu tir mot bang tinh Excel trong cung mot Workbook
Str dung dit liéu tir mot bang tinh Excel trong mot Workbook khac

Str dung dir liéu két hop tir nhiéu ngudn khac nhau nhung c6 cau trdc giéng

nhau (consolidate ranges)

Str dung dit liéu tir mot bao cao PivotTable khac

Nhitng bai sau ddy s& lan luot diém qua ting loai dix liéu nay.

2.1. Sir dung dir liéu caa cung mot bang tinh Excel
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C6 1& cach d& nhat va ciing duoc nhiéu ngudi sir dung nhat 1a sir dung dir liéu cua
mot bang tinh Excel dé 1am ngudn cho PivotTable. Di liéu nay cd thé nam trong

cung mot bang tinh, nhu da dugc trinh bay ¢ bai 1.

Moi Viéc sé& tro nén rat don gian khi ban tao mét PivotTable trong cing bang tinh
chtra dir liéu ngudn. Dir liéu nay phai duoc thiét ké theo dang mét List (trong Excel

2003), mot Table (Excel 2010), véi nhitng yéu cau sau:
« Hang dau tién chira tén céc Field (hoic tén cua céc cot)
« Hang thu hai va nhiing hang tiép theo chira di lidu
« Khéng cd hang bo tréng, nhung c6 thé c6 nhitng 6 tréng

Pé tim hiéu ki hon vé cau tric caa mot Table, ban c6 thé tham khao ¢ bai "Phan

tich dir liéu voi cac Table".

Néu c6 mot 6 nam & dau dé trong vang dit liéu ngudn nay duoc chon khi ban mo
hop thoai Create PivotTable, Excel s€ tu dong xac dinh dia chi ctaa toan bo vung
dix liéu va nhap nd vao trong muc Table/Range cua hop thoai. Néu ban mudn xac
dinh chinh xac dia chi caa ving dit liéu ngudn, ban c6 thé chon mot trong 3 céch

Sau.

1. Chon mot 6 trong vung dir liéu trude khi mo hop thoai. Dia chi cua vung dir

liéu sé dugc nhap vao tu dong

2. Nhap truc tiép dia chi cua ving dix liéu trong muc Table/Range cia hop

thoai

3. Su dung nat Select trong hop thoai dé chon ving di liéu


http://www.giaiphapexcel.com/forum/showthread.php?t=11863
http://www.giaiphapexcel.com/forum/showthread.php?t=11863

EXCEL 2010

Create PivoiTable

Choose the data that you want to analyze
(¥} Select a table or range
Table/Range: |Sheetl!ZAS1:8DE10

V) Use an external data source

Choose where you want the PivotTable report to be placed
) New Worksheet
{*) Existing Worksheet

Location: |Sheetl115C53

MUt Select

NGUYEN DACTAM

BIX

d

=

3.5

=

2.5

Ok

l [ Cancel

]

C6 mot cach rat hay va rat nén lam dé chi cho Excel biét ving dit liéu nam & dau,

la tao mot cai tén (Name) cho vung dir liéu. Stir dung Name thi tién lgi hon viéc

nhap dia chi hoac chon ving dit liéu mbi khi ban mudn tham chiéu dén chang. Dé

tim hiéu thém vé Name cho vung dit liéu, xin doc bai: "Str dung tén cho day".

Tuy nhién, néu ban sir dung mot Table caa Excel 2010 dé 1am dix liéu ngudn cho

PivotTable, thi ban khoi can quan tam dén Name, bai chinh béan than Table d3 ¢

san mot céi tén, khi ban tao né. Va khi da c6 Name cua dit liéu ngudn, ban chi viéc

nhap truc tiép cai tén nay vao trong muc Table/Range cua hop thoai Create

PivotTable. Vi du, & hinh sau day, dit liéu ngudn cua PivotTable 1a mot day c6 tén

la SalesData:


http://www.giaiphapexcel.com/forum/showthread.php?t=9403
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Create PivoiTable

Choose the data that you want to analyze
(*) Select a table or range
Table/fRange: |SalesData
) Use an external data source L\\S

o]
i

Choose where you want the PivotTable report to be placed

i) Existing Worksheet

:.-":|

Location: Efiz

[ oK l[ Cancel ]

2.2. Sir dung dir liéu nguon tir mt bang tinh Excel khac

Néu dir liéu ma ban sé& dung trong PivotTable nam tron mdt bang tinh khéc, cac
budc thé tao PivotTable hoi khdc mot ti. Ban sé& phai xac dinh diy 6 (dia chi) chua

dir li¢u nguon, va tén cuia workbook chira dir li¢u nguon.

Cach d& nhét dé thyc hién viéc ndy, 1a mo ddng thoi hai bang tinh. M6t cai sé chira

PivotTable, mot cai chtra dit liéu ngudn. Roi 1am theo cac bude sau:
1. Chon (kich hoat) workbook s¢€ tao PivotTable.

2. Nhan nut PivotTable trong tab Insert ciia Ribbon dé md hop thoai Create
PivotTable.

3. Hay chic chin rang tuy chon Select a Table or Range dang duoc chon.

4. Nhén nat Select nam & phia bén phai ciia khung Table/Range, mot hop

thoai Create PivotTable "nhé" nhu sau diy sé& xuat hién:

Create PivoiTable
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5. Nhéan Alt+Tab hodc nhan vao workbook chira dit liéu ngudn dé kich hoat

211

n6. Ban s& van thiy cai hop thoai Create PivotTable "nhé".

6. Chon day chua dit li¢u nguén cho PivotTable. Dia chi cta no, bao gém ca
tén cua workbook, s€ tu dong nhap vao trong hop thoai Create PivotTable

"nho":

'[CHI TIET CONG NO KHACH HANG. ¥lsx]Van Anh'1$B§21:£1432|

7. Nhan vao nat Select trén cira so Create PivotTable "nhé" dé chap nhan

vung chon va dong no lai, quay vé hop thoai Create PivotTable "l16n".
8. Nhan OK dé quay vé bang tinh v4i PivotTable vira tao.

Khi mot PivotTable dugc "link" t61 mot bang tinh bén ngoai, ban chi c6 thé cap
nhat (update) PivotTable néu duong link nay téi bang tinh ngudn con ton tai. Khi
bang tinh chira dit li¢u nguén bi d6i tén, bi doi di chd khéc, hodc bi x0a, ban s&
khong thé cap nhat PivotTable. Excel s¢€ hién thj mét thong bao 16i néu ban cd lam
viéc do.

C6 thé ban thic mic 14 tai sao c6 nhiéu ngudi khong lam mot PivotTable trong
cung mot bang tinh, ma lai lam PivotTable trong mot bang tinh khac? Viéc nay,
that ra rat hiru ich, nhat 13 d6i véi nhitng dit liéu khong 16, cong kénh. C6 18 ban da
biét nhitng bang tinh chtra mot bang dir liéu 16n thi chay cham nhu thé nao. Khi dt
PivotTable trong mdt bang tinh khac, ban van c6 thé c6 dugc nhimng thong ké, ma
khong can thiét phai mo dir liéu ngudn ra. Hodc khi ban muén théng ké dir lidu tir
nhiéu ngué)n khéc nhau, ban c6 thé tao mot workbook trung gian, chtra nhiéu

PivotTable, ma mdi PivotTable thi "link" dén mot dir liéu nguon riéng.

C6 mét diéu ban can nén biét, 12 ban than PivotTalbe khong bao gio tu "refresh"

dir liéu, nghia 12 n6 khong thé tu dong cap nhat khi dir liéu ngudn thay doi, bat ké
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dir liéu ngudn nam trong ciing modt workbook voi PivotTable hay ndm trong mot
worbook khéc. Viéc tinh toan lai bang tinh (recalculated) cling khong cap nhat lai

dir liéu cho PivotTable.
Ban phai thyc hién chuyén "refresh" bang tay. Bang hai cach:
« Nhén chudt phai vao PivotTable va chon 1énh Refresh Data

« Nhan vao nit Refresh nam trong tab PivotTable|Option trén Ribbon (ban
chi thy tab nay khi ban kich hoat PivotTable).

I
Data Review View Options

ag] -
ﬂ 3 i7y Clear =
P
—il B select -
Refresh| Change Data | )
- Saurce Beg Move PivotTable

Data Actions

2.3. Sir dung nhiéu diy dir liéu c6 cing cau tric (Multiple Consolidation

Ranges)

Thuat ngit "Multiple Consolidation Ranges" (nhiéu day dir liéu c6 clng céu tric),
that ra khong phtrc tap nhu cai tén ctia no. Tét ca chi don gidn 1a tao mdt
PivotTable dua trén hai hodc nhiéu bang dir li¢u (l1a Table, hay la List trong cac
version trudc). Nhimg ngudn dit lidu ndy c6 thé nam trong cting mot bang tinh,
hozc nam trong nhimg bang tinh khac nhau. Nhung, chirc nang Create PivotTable
ctia Excel 2010 ma chiing ta da lam quen tir dau dén gio, lai khong hd tro Multiple
Consolidate Ranges, va khong c6 tiy chon nay. Bé st dung duoc Multiple
Consolidation Ranges, chiing ta phai ciu vién dén chirc niang PivotTable and
PivotChart Wizard, mot chirc nang co6 trong nhitng version trudc cua Excel.
Trong Excel 2010, chiic ning ndy van con, nhung bi an di. D& goi no ra, ban phai
str dung nhitng phim tit dung dé goi PivotTable and PivotChart Wizard trong
Excel 2003, d¢6 la: Alt+D+P.
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Néu nhu ban thudc tat ca cac phim tat dé goi Iénh trén menu cua Excel 2003, thi
ban c6 thé st dung chung trong Excel 2010, cho du Ribbon cua Excel 2010 thi
chang giong gi Menu Bar ctia Excel 2003.

Pé sir dung dugc Multiple Consolidation Ranges, bat budc mdi danh sach ma ban
mudn dung 1am dit 1iéu ngudn cho PivotTable phai ¢6 ciing ciu tric, c¢o nghia 13 tit
ca nhitng tiéu dé cot (ndm trén hang dau tién) va tiéu dé dong (ndm trong cot dau
tién bén trai) phai giébng hét nhau. Néu nhu c6 mot hang ndo, hodc cot no nim

riéng ¢, thi chung s€ khong dugc tich hgp vao trong bao cio PivotTable.

bay la mot vi du vé cac nguon dit licu c6 thé st dung vo1 chirc nang Multiple

Consolidation Ranges:

A B G D E F G H

1

2 Cleveland Plant Atlanta Plant Newark Plant

3 Employees Employees Employees
4 Accounting 4 Accounting 3 Accounting 11
5 Human Resources 6 Human Resources 5 Hurnan Fesource 9
6 Sales 12 Sales 9 Sales 16
T Development 7 Development 0 Development 22
8 Manufacturing 45 IManufacturing 213 IManufacturing 135
9 Support B Support 16 Support 10

—
L]

Pé khoi dong "Wizard", ban hay nhan Alt+D roi nhan thém phim P. Va tai Step 1,

nhén vao tily chon Multiple Consolidation Ranges:
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PivotTable and PivotChart Wizard - 5tep 1 of 3

Where is the data that wou wank to analyze?
() Microsoft Office Excel lisk or database

() External data source

{(®)imultiple consolidation ranges:

What kind of report do vou want to create?

() PivotTable
) PivokChart report (with PivokTable report)

| mext > H Finish ]

Sau khi nhan Next dé sang Step 2a, ban s€ c6 2 tuy chon:

« Create a single page field for me — D¢ Excel tyr dong tao ra mot Page
Field don, voi mdi ving dit liéu ngudn 1a mot muyc (item) trong Page Field
d6. Page Field c6 thé tam hiéu nhu 1a chirc nang loc "cdp 1" cua PivotTable.
Trong ctra s6 PivotTable Field Lists, Page Field chinh 14 nhitng muc nam
trong khung Report Filter. Néu khong c6, xem nhu Page Field = All (xem
tat ca cac dit liéu).

« 1 will create the page fields — Dung tiiy chon nay dé tu tao cac Page Field
cua riéng ban. Ban c6 thé tao toi da la 4 Page Field, mdi Page Field loc ra
mdt thanh phan nao d6 cia cac di liéu.

2.3.1. Tao mdt trang tong hop duy nhat véi chire ning Create a single page
field for me

Ban xem lai bang tinh EmployeeData ma t6i vira trinh bay & bai trudc. Ban sé thay
¢6 3 danh sach, mdi danh sach 1a mot phuong 4n tuyén dung nhan vién cu thé cho

cac bd phan. Va ca 3 danh sach déu co6 cung cau tric, cling nhu ti€u dé cua cac
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hang, ct nay la giéng nhau. Dé tao mot PivotTable dya vao 3 danh sich nay, ban
hay sur dung PivotTable and PivotChart Wizard theo cac budc toi da trinh bay &
bai trudc, va khi dang & trong Step 2a, hiy danh dau vao tiiy chon Create a
Single-Page Field, rdi nhan Next dé sang Step 2D, ri theo cac budc sau:
1. Nhan vao nut Select & bén phai hop Range
2. Chon day A3:B9 trong bang tinh.
3. Nhén lai vao nat Select dé dua day vira chon vao trong khung Range.
Ghi chl: Néu ban b6 qua buéc 1, ma chi can ding chudt chon tryc tiép
day A3:B9 trong bdng tinh, Excel sé tw hiéu la ban dd nhdn mit Select
réi, nén ciing sé bé qua luén bude 3 nay. Khi ban két thiic viéc chon ddy
bang chuét, Excel sé dwa ban vao thang budc 4 sau day.

4. Nhéan nat Add dé thém day vira chon vao trong danh séch All Ranges.

5. Lap lai budc 1 dén budc 4 dé chon va thém vao danh sach All Ranges hai

diy D3:D9 va G3:G9. T6i day, man hinh cta ban s& giéng nhu sau:

PivotTable and PivotChart Wizard - Step 2b... [? |[X]

where are the worksheet ranges that wou want ko consolidate?

Range:

add I ’ Delete ] [ Browse, .. ]

&l ranges:

Sheet11$A$3:$649
Sheet11$D43:4E49

[ Cancel ][ < Back ]I Mext = l[ Einish

6. Nhan Next dé sang Step 3.
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7. Tai ddy, ban co thé chon New Worksheet dé tao PivotTable trong mot Sheet

moi, hodc chon Existing worksheet va nhan chudt vao noi ban muén tao

PivotTable ngay trong bang tinh nay.

8. Click Finish.

Ban s€ c6 mdt PivotTable nhu sau:

A B C D E F G H |
; rece! Al - PivotTable Field List v X
3 |Sum of Value  IColumn Labels - . -
4 |Row Labels  ~ Employees Grand Total 2ianad izl i e
5 |Accounting 18 18 | |[¥IRow
6 |Development 29 29 [#]Column
T Human Resources 20 20 [#]value
8 | Manufacturing 393 393 [#]Page1
9 |Sales 37 a7
10 |Support 34 34
11 Grand Total 531 o
19 Drag fields between areas below:
13 “F  Report Filter # column Labels
14 Page1 - Column -
15 HH Row Labels E  Values
16
17 Row - Sum of Value -
18 [[] pefer Layout Update
19
20

Trong PivotTable nay, nhan Column Labels c6 mot mili tén x6 xudng, ban co thé

dung n6 dé loc ra c6t muon xem. Trong truong hop nay, do cac dit liéu nguon chi

c6 mdt cdt (Employees), nén nit nay khong can dung dén, nhung néu cac dir li¢u

nguon cia ban ¢6 nhi€u cft, ban s€ can dung dén ndé. Nhan Row Labels ciing c6

mot miii t€n x6 xudng, dung dé€ lgc ra nhiing hang muon xem. Nhitng nit X6 xuong

nay 1a diém dic trung ma ban co thé thiy trong tat ca cac PivotTable.

Con nat x6 xudng ctia nhan Pagel thi ¢6 gi dic biét? N6 cho phép ban loc ra dir

li¢u nguén nao mudn xem, nhu ban thay & hinh sau day, khi nhan vao n6. Cac muc

Item1, Item2 va Item3 tham chiéu dén 3 dit liéu nguén ma ban da dung lam dir li¢u

ngudn cho PivotTable. Ban c6 thé chon tong hop dit liéu theo tat ca cac ngudn
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(All), hodc chi 1 ngudn nao d6. Néu mudn tong hop nhiéu hon 1 ngudn di liéu,

ban phai nhén vao tuy chon Select Multiple Items.

A B C D E F G H I
1 Pagel (Al -
e g Al PivotTable Field List - X
: p _
- Fally . B -
4 (Al Grand Total Choose figlds to add to report:
£ Ttem1 18 Row
£ i:emi 29 Column
= ¥ Item3
i 20 [w]value
g 393 Pagel
g a7
1 34
1 531
1 Drag fields between areas below:
1 ¥ Report Filter FH Column Labels
1 Select Multiple Ttems Pagel 7 Calumn -
: - l [ — 1 Row Labels = Values
1 Row w7 Sum of Value w7
18 [] pefer Layout Update

19
20

Ban hay thir st dung céac nit xb Xuéng bén canh c4c nhin, dé xem ching lam viéc
nhu thé ndo. Loc 1a mot trong chirc ning quan trong nhat ciia mot PivotTable, ban
can hiéu rd cach loc ctia mot PivotTable, dé co6 thé dé dang tiép can véi nhiing
chtic ning cao cap hon.

Trong PivotTable ma chung ta da thyc hanh trong bai nay, c¢6 ¢cot Grand Total, la
mot mac dinh cua PivotTable. Tuy nhién, bo1 vi cac dit ligu nguén cua chung ta chi
¢ 1 cot, nén khong can thiét dén cot Grand Total, t6i s& ndi vé cach bo cai cot
nay di trong bai sau.

2.3.2. Tao mjt PivotTable c6 nhiéu trang tong hop tir nhirng dir liéu ngudn cé
ciing céu tric

Trong cdng viéc hang ngay, nhat 1a khi phai thudng xuyén tong hop nhimng dir liéu
kiéu nhu: Béo céo doanh thu quy I, Bo céo doanh thu quy 11, Béo céo doanh thu
quy III, v.v..., ban nén stir dung PivotTable, véi tuy chon thir 2 khi dang & trong
Step 2a cua PivotTable and PivotChart Wizard: | will create the page fields.
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Tuy chon nay rét thich hop khi tong hop tir nhiéu ngudn dit liéu c¢6 cung cau truc,
ma nhirng ngudn dit liéu d6 c6 cung tidu d&, chi khac vai con sb dung dé téng hop

(theo quy, theo niam, theo thang...), chang han nhu bang tinh nay:

.

] CourseData
A B C D E F G

1 Year 2002 Semester 1 Year 2003 Semester 1

2 Students Students
3 Chermistry 21 Chemistry 32
4 Biology 44 Bioclogy 39
5 Geology 94 Geology K]
6 Physics 59 Physics 101
7 Ecology 23 Ecology 02
o Marine Biology Ta arine Biology a9
9

10 | Year 2002 Semester 2 Year 2003 Semester 2

11 Students Students
12 Chemistry 7 Chemistry 83
13 Biology 101 Biology 74
14 Geology 43 Geology 49
15 Physics 96 Physics Gls
16 Ecology 24 Ecology 20
17 Marine Biology 43 arine Biology 25
18

Pay 1a 4 bang tong hop s hoc sinh dat yéu cau theo tirng mon, va theo timg hoc
ky trong hai nam hoc 2005, 2006; ca 4 déu c6 chung tiéu dé Year ... Semester ...
Chung ta hay thir. Ban hay stir dung PivotTable and PivotChart Wizard theo cac
budc t6i di trinh bay & bai 2.3, va khi dang ¢ trong Step 2a, hiy danh dau vao tiy
chon | will create the page fields, roi nhan Next dé sang Step 2b, rdi theo céc
budc sau:

1. Nhap khéi dit liéu ngudn thir nhat (A2:B8) vao trong khung Range

2. Nhan nat Add dé thém no vao trong danh sach All Ranges

3. Lép lai hai budc trén ba 1an, dé thém 3 khdi dit liéu con lai (D2:D8,

A11:B17, va D11:E17) vao trong danh sach All Ranges. Tai thoi diém nay,

man hinh cda ban s€ giong nhu hinh sau:
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PivotTable and PivotChart Wizard - Step 2b of 3 [ ][X]

where are the worksheet ranges that wou want ko consolidate?
Range:

| [ =

add ] ’ Delete ] ’ Browse, ., ]

all ranges:
Sheet11$a42:14B45
Sheet 114042 4E45
Shest1l$a$11:4B417
Sheet11$0411:$E417

Howe many page figlds do you wank?

®o O1 Oz Oz O4

wehat item labels do wou want each page field o use ko identify the
selected data range?

[ Cancel ][ < Back ][ Mext = l[ Einish ]

4. Nhén vao tiry chon 2 & phan How many page fields do you want?

5. Ban sé& thay phan dang md md ¢ dudi cing ctia hop thoai PivotTable and
PivotChart Wizard mé ra 2 cai: Field one va Field two (ban chi c6 thé co

t6i da 4 trang tong hop).

6. Toi day, hay tam dirng mdt chut dé vach ra mot vai y tuéng cho viéc théng
ké dir liéu. Ban can c6 bao nhiéu trang tong hgp? Hay néi cach khac, ban
can thong ké dir lidu theo may tiéu chi? Hiy nhin vao tiéu dé cua 4 dit liéu
ngudn. O d6 ching ta c6 hai nam hoc: 2005 va 2006, va hai hoc ky
(semester): hoc ky 1 va hoc ky 2. Vay, ¥ tuéng hay nhat, c6 18 1a thong ké
theo nam dé loc ra dit liéu cta tung nam, hodc ca 2 nam; va déng thoi cling

théng ké theo tirng hoc ky, dé loc ra dit liéu cua tung hoc ky hodc ca 2 hoc
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ky. Nhu vay, chiing ta can c6 hai trang tong hop, d6 13 1y do tai sao & budc 4

trén day, t61 noi ban nhan vao tuy chon 2. Moi ban tiép tuc:

7. Trong danh sach All Ranges, chon diy dau tién: A2:B8, day nay la sé liéu
cua hoc ky 1 nam 2002.

8. Nhap Year 2002 vao trong Field one.
9. Nhap Semester 1 vao trong Field two.
10.Chon tiép day thir hai: D2:E8, diy nay 1a sb liéu cta hoc ky 1 ndm 2003.
11.Nhap Year 2003 vao trong Field one.

12.Boi vi trong Field two di c¢6 sdn Semester 1, nén thay vi nhap, ban c6 thé

chon né tir nat mi tén x6 xudng.
13.Chon day tht ba: A11:B17, ddy nay 1a sb liéu cta hoc ky 2 nam 2002.
14.Chon Year 2002 tir nat miii tén x6 xudng cho Field one.

15.Nhap Semester 2 vao trong Field two.
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PivotTable and PivotChart Wizard - Step 2b of 3 [ ][X]

where are the worksheet ranges that wou want ko consolidate?
Range:

| Sheet11§A$11 46517 3
add ] ’ Delete ] ’ Browse, ., ]

all ranges:

Sheet11$A$2: 4645
SheetllDZ: 45

5ht1|$D$1 1: $E$1?

Howe many page figlds do you wank?

Cuo O1 ®z Oz O4

wehat item labels do wou want each page field o use ko identify the
selected data range?

Field one: Field o
| Year 2002 v | |Semester 2| w |

[ Cancel ][ < Back ][ Mext = l[ Einish ]

16.Chon day cudi cung: D11:E17, chon Year 2003 cho Field one va Semester 2

cho Field two tir cac nit mili tén x6 xudng.

Nhéan Next dé hoan tt PivotTable va dit nd & trong cung Sheet hay trong mot
Sheet khac, tiy ban. Thanh qua cua chiing ta giéng nhu sau, 1a mot PivotTable
téng hop tat ca sd hoc sinh dat yéu cau cta ca hai nam hoc 2002 va 2003, thdng ké

chi tiét theo timg mén hoc:
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& CourseData

A B C D E F G H J
; E:gz; E:::; : PivotTable Field List v X
3 ﬂ:ﬁ -
4 |Cuunt of Value 1Column Labels [+ Choose fields to add to report: -
5 Row Labels |~ Students (blank) Grand Total [ row
6 Biology 2 2 [#]Column
7 [Chemistry 2 2 [w]value
8 |Ecology 2 2 [¥]Pagel
9 Geology 2 2 [#]Page2
10 Marine Biology 2 2
11 Physics 2 2
12 | thlank) 12 12 Drag fields between areas below:
13 Grandl Total 12 12 24 “F Report Filter #4 Column Labels
14 Pagel v = Column -
1: HH Row Labels % Values
17 Row A Count of Value -
18 ] pefer Layout Update
19
an

Néu ban nhin nhin Page 1, ban sé& c6 hai lya chon: Year 2002 va Year 2003; cling

vay, khi nhan nhan Page 2, ban sé& c6 hai lya chon: Semester 1 va Semester 2.

Boi vi trong PivotTable ndy chi ¢6 1 cot, nén ban ¢ thé bo cai Grand Total di
bang cach: nhan phai chudt vao ngay nhian Grand Total, va chon Remove Grand

Total tir menu mo ra.

E courseData

A B C D E F =
1 Pagel Year 2002 e
2 Paged (Al - Arial 10 v A A% %y
3 B =H-Axii-wn
4 Count of Value Column Labels ~ ————
5 |Ruw Labels | = | Students IGrand Tut?'!
6 |Biology 2 =3 Lopy
T |Chemistry 2 %R Format Cells...
8 EED":'EW Z Mumber Format...
9 | Geology 2
10 | Marine Biology 2 2] Refresh
11 |Physics 2
R Grand Total
12 Grand Total 12 1 =oaE BlEne e
13 summarize Values By  #
::g oﬂ Value Field Settings...
16 PivotTable Options...
17 Bl| Hide Field List
18
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2.4. Tao mdt PivotTable sir dung dir liéu ngudn tir mot bio cio PivotTable di

7

co

Lua chon cudi cung cho vi¢c tao mdt PivotTable 1a dya vao mot PivotTable hodc
mot PivotChart da c6. Noi cach khac, ta sit dung Summary Data cia mot

PivotTable da c6 lam Raw Data cho bao cao thir hai.
C6 hai cach dé tao mot PivotTable 13 dua vao mot PivotTable da co:

« Néu ban st dung Excel 2010, ban chi viéc goi I¢nh tao mdt PivotTable nhu

van thuong 1am, va chon mot PivotTable c6 san lam dit liéu ngudn cho no.

« Néu ban sir dung PivotTable and PivotChart Wizard, danh dau vao tuy
chon Another PivotTable or PivotChart Report ¢ budc 1 (tiy chon nay
chi xuét hién khi bang tinh cua ban da c6 chua it nhat mot PivotTable). Sau
khi ban nhan Next, ban s& théy mot danh sach cac PivotTable hoac

PivotChart dang co, ro1 ban chon mdt cai dé lam dir liéu nguodn.

Tai sao lai st dung mot PivotTable da co dé 1am dir liéu nguén cho moét PivotTable
khac? Trong nhiéu truong hop, it nhét 14 lic ban dau, ban PivotTable tht hai s& c¢6
cung mot dir liéu nguén v6i ban PivotTable thir nhét. Nhung véi viéce dinh dang
cho ban PivotTable thir hai, ban s€ tao ra dugc hai cach xem cho cung mot dir liéu
nguon, rat hitu dung cho mot sb giai phap xir 1y dix lidu. Vi du, ban di c6 mét
PivotTable tong hop dir liéu, nhung co 1& van con mét it ric rdi (vi di liéu c6 nhiéu
van dé can xt 1y). Bang cach tao thém mét PivotTable nita dya vao PivotTable da

c0, ban s¢ c6 dugc mot cai nhin cu thé hon, dé xem hon vé dir liéu ngudn.

Thém nira, vi¢c tao mot PivotTable str dung dir licu nguén tir mot PivotTable da
co, s& it chiém dung bo nhé h¢ théng hon 14 tao 2 PivotTable tir mot dix liéu nguén.
Thiét nghi day ciing 12 mot van dé can can nhic khi chung ta phai xu 1y nhimng dir

liéu 16n.



EXCEL 2010 NGUYEN DACTAM

4.2.3 Swr dung cac cong cu cua PivotTable va dinh dang PivotTable
Excel ¢6 mot sd cong cu duogc thiét ké dic biét cho cac bao cdo PivotTable. Ban sé&
thdy nhiing cong cu nay trén Ribbon Options va Design, xuat hién khi c6 mot

PivotTable duoc kich hoat.

i .
Design

View | Options |
_3{',',; Clear = & Summarize Yalues By ITEI PivotChart
_Lé Select = * Show Values As = 73l

_:;> Move PivotTable | [ig] Fields, ltems, & Sets -

Actions Calculations Tools

Khi kich hoat mot PivotTable, ban s¢€ théy c6 thém Ribbon Options va Design
3.1. Tim hiéu PivotTable Field List

C6 1& cong cu ma ban s& phai dung dén thudng xuyén nhat khi lam viéc véi
PivotTable 1a Field List. Ban dung Field List dé chi ra loai dir liéu nao sé dugc dua
vao béo cao PivotTable, va sip xép chung trong bao cdo.

Khi ban vira ra Iénh tao mé1 mot PivotTable, ban s€ ¢c6 mot bao cao r5ng. Khi do,
PivotTable Field List hién thi tat ca nhitng Field c6 trong dit liéu ngudn. Day 1a

mot vi du:
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| |
Home Insert Page Layout Farmulas Data Review Wiew Options Design
ity % — )
ERC o K x S=lmee E s I
5 e =3
Paste B 7 U~ iiie M~ Ar = = = i iE | % - 8, s+ | %0 .0 Conditional Farmat
. s 4 L) ] - = = ? 08 0 Formatting = as Table =
Clipboard = Font I} Alignment P Number P Styles
| A3 -( £
| A | B c D E F G H
PivokTable Field List v X
| :
. Choose fields to add to repart:
| PivotTable1
[Jstare ~
To build a report, choose fields from the [Cregion
PivotTable Field List [Joate
[Justomers
[JTotal Sales
Sl==== [Jcamping B
= . [JFitness
= [soccer b

oEO

Drag fields between areas below:

=
— ¥ Report Filter 4 Column Labels

1 Row Labels E  Vales

] Defer Layout Update

palpalpalpalpalmolalalalalalalalalala
AL R D B = T s e e S Y = e e el i e Bl ) B

Mot PivotTable méi tinh, phia bén phai la PivotTable Field List, chua co field

nao duoc chon

Pé thém mot field nao vao trong bao cao PivotTable, ban chi can danh diu vao hop
kiém ngay bén canh tén field. Excel s& thém field d6 vao mot trong 4 ving nam &

phan dudi cua PivotTable Field List.
Bdn ving nay 1a:
1. Report Filter: Nhitng Field nao dugc thém vao trong ving nay, sé dugc

dung dé loc toan b dir liéu ngudn. Noi cach khac, PivotTable chi hién thi

nhing dit liéu nao thoa méan diéu kién ctia Report Filter.
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2. Columns Label: Nhiing Field nao dugc thém vao trong vung nay, sé dugc

dung lam tiéu dé cot cho bao cdo PivotTable.

3. Row Label: Nhiing Field nao dugc thém vao trong vung nay, s€ dugc dung

1am tiéu d& hang cho bao cao PivotTable.

4. Values: Nhitng Field nao dugc thém vao trong ving nay sé& dugc tinh tong
theo mic dinh va hién thi trén ving ndi dung chinh (main body) ctia
PivotTable, noi cach khéac, day chinh 1a nhiing thong ké tir dit liéu ngudn,

ma ban mudn co khi st dung PivotTable.

Khi ban danh déu kiém vao mot field nao d6, 1am sao Excel biét ban mudn dem
field d6 vao ving nao ? Pon gian théi: Néu field chi chtra nhimg dit liéu 1a s, thi
noé sé dugc dem vao trong vung Values, con néu field c6 chira nhirng loai dit li¢u
khac (text, ngay thang...) thi né sé dugc dem vao trong ving Row Labels. Tuy
nhién, viéc Excel dem field vao trong ving nao thi khong quan trong. Béi vi ban

c6 thé di chuyén cac field tir viing nay sang ving khac, néu thay can thiét.

Xem vi du sau day, minh hoa mdt PivotTable cung véi Field List ctia nd. Ban s¢€
biét cach tao ra PivotTable nay trong bai sau. Con bay gid, hiy ludt qua cic ving
ma t6i dd danh sb trong hinh, twong tmg voi 4 ving ctia Field List ma toi vira trinh
bay & trén.

1. Region duoc dit trong ving Report Filter, va n6 nam trong vung Filter cta

bdo cdo (& trén cao, goc trai), co6 chirc nang loc toan bo dir licu nguén.
2. Date duoc dat trong ving Row Labels, va né 14 cac tiéu dé hang cua bao
cao PivotTable.

3. Store dugc dit trong ving Column Labels, va né 14 cac tiéu dé cot cua bao

cao PivotTable.



EXCEL 2010 NGUYEN DAC TAM

4. Camping (chinh xac hon, la Sum of Camping) dugc dat trong vung Values,
va no la cac dir liéu da dugc loc ra trong bao céo PivotTable.
Bai tiép theo sé& trinh bay cach sir dung Field List dé sip xép cach trinh bay mot

PivotTable theo nhur y ban mudn.
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Grand Total

C r
Grand Total
3149
3786
4011
1520
a3
281
76
22636
PivetTable Field Lizt w
Choose fields to add to report:
[#]Store -~
Region
Date
[ ]Customers
[ JTotal Sales £
[+]Camping
[ JFitness
[ ]5occer -
[ |Baseball
IFishinn k.
Drag fields between areas below:
“W Report Filter T column Labels
Region n Store n
§2] Row Labels = Values
Date - Sum of Camping ™
[ ] Defer Layout Update Update
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PivotTable Field List, véi cac field da dugc thém vao trong 4 vung bén dudi
3.2. Str dung PivotTable Field List

O bai trudc, ban da biét rang khi dua mot Field vao trong mot vung cua Field List,
thi n6 s& nim & dau trong PivotTable, hay néi cach khac, viéc dua Field vao mot
trong bon ving cua Field List s& anh hudng thé nao dén céu trac cua PivotTable.

Bai nay sé trinh bay cho ban thay doi ciu triac d6 bang cach sir dung Field List.

Trude hét, mdi ban mé file SportingGoodsRawData.xIsx (& cudi bai nay). Yéu
cau dit ra 12 thong ké lugng hang phuc vu cho di ngoai (Camping) da ban dugc

theo ctra hang (Store) va theo ngay (Date) cua ting vung (Region).
Ban theo cac budc sau:
1. Nhéan con tré vao bat ky 6 nao trong ving dit liéu.
2. Nhan nut PivotTable tir Ribbon Insert dé mé hop thoai Create PivotTable.

3. Nhan OK. Excel s& tao mot PivotTable "rdng" nhu hinh sau:
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A, B c D E

1

| PivotTable

To build a report, choose fields
from the PivotTable Field List

7

Mmimlalalalalalalalalal=
o 1= el e e e e e e e B P L e e e S B 2 L

:
i
}
s
i
i
;
;

Hinh 3.4. PivotTable, lic ban diu

4. Trong Field List, chon (click vao hop kiém & ngay bén trai) cac Field Store,

Region, Camping, va Date.

T6i lic ndy, bang tinh ctia ban s& giéng hinh 3.5.
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WD 00 | = O LT | | L) P |

10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32

A B c
.Uuluas

Row Labels ~ | Sum of Store Sum of Camping
- Midwest 16086 6958
06-Jun-05 229% a6h
07-Jun-05 2298 1056
08-Jun-05 2298 1330
09-Jun-05 2298 456
10-Jun-05 2298 1061
11-Jun-05 2298 1191
12-Jun-05 2298 998

= Northeast 14938 4896
06-Jun-05 2134 326
07-Jun-05 2134 901
08-Jun-05 2134 837
09-Jun-05 2134 853
10-Jun-05 2134 [
11-Jun-05 2134 429
12-Jun-05 2134 1075

= South 15162 10782
06-Jun-05 2166 1957
07-Jun-05 2166 1829
08-Jun-05 2166 1844
09-Jun-05 2166 911
10-Jun-05 2166 1317
11-Jun-05 2166 1201
12-Jun-05 2166 1663
Grand Total 46186 22636

M 4 > o] Sheet2 ~Sheetl . ¥J

PivetTable Field Lt v W

Chaase fields to add to report: =

|v] Store ~
Region |
[+] Date
[[JCustomers
[JTotal Sales
Camping
[CJFitness
[Jsoccer
[(]Bas=bal
[ClFshing

| i€

Drag fields batwesn areas balow:
“S Report Fiter FH Column Labels

I Values -

il Row Labels I values

Fegion i SumofStore  *
Date i Sum of Camping *

[] Defer Layout Update

PivotTable v&i cu trac theo mic dinh, chua chinh sta

Ban thiy ddy. Field Camping va Store déu duogc dat trong ving Values, boi Excel

thdy chiing chira toan cac dir liéu kiéu sd. Field Region va Date dugc dem vao

trong viing Row Labels bai chung c6 chira nhitng dit liéu kiéu ngay thang va text.

Di nhién, cdu tric nay cta PivotTable khong phai 13 th&r ching ta can, chinh xac

hon, vé co ban thi n6 cha cd6 ich lgi gi, bdi vi muc dich cia chung ta 1a thong ké

lugng hang phuc vu cho da ngoai (Camping) da ban dugc theo ctra hang (Store) va

theo ngay (Date) ctia timg ving (Region). TAt ca nhiing gi can lam dé dat duoc

muc dich, 1a sép Xép lai céc field trong cac vung cua Field List.
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Ban c6 thé di chuyén mot field sang viing khac bang hai cach:

« Click vao field muén di chuyén va ré (drag) né vao trong ving khéc.

« Nhan vao niit mili tén x6 xudng bén canh tén field (¢ trong mdt ving nao

d6), roi chon 1énh Move to XXXX (véi XXXX 14 tén ciia viing ban mubn
doi field nay dén).

PivotTable Field List

Choose fields to add to report: &~

[] Store -
Region
Date

Move Down

m

Move to End

“F Move to Report Filter b

24 Move to Column Labels L. ahel=

*  Move to Values

-

X Remove Field

@ Field Settings...

Reqion * | [ SumofStore -

Date hd Sum of Camping ~

[ ] Defer Layout Update

Dung nat mili tén x6 xudng dé doi field Region vao ving Report Filter

Va thyc hién nhitng viéc sau:
« Doi field Region vao vung Report Filter

« Doi field Store (dang mang tén 1a Sum of Store) vao vung Column Labels

PivotTable cua ban lic nay s& giéng nhu hinh sau:
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E_ﬂ SportingGoodsRawData

I

3 A B _ C D E F G H | i
; Region (Al) =] PivolTable Field List v x
3 {Sum of Camping IColumn Labels | =] ) -_i;j -
4 Row Labels = 2134 2166 2298 Grand Total | _ oo (e toadd toreport: .
5 06-Jun-05 326 1957 866 3149 [¥]Store A
6 |07-Jun-05 901 1829 1056 3786 [v] Region
7 08-Jun-05 837 1844 1330 4011 [v]Date
g 09-Jun-05 553 911 456 1920 [CJCustomers
9 10-Jun-05 775 1377 1061 3213 [CJTotal Sales
10 11-Jun-05 429 1201 1191 2821 [¥]Camping
11 [12-Jun-05 1075 1663 998 3736 [JFitness
12 Grand Total 4896 10782 6958 22636 [Jsoccer
13 [ Basebal
14 [MFishing )
15
16 Drag fields between areas below:
17 W Report Filter £ column Labels
18 [ ]
19 Region 3
20
21 1 Row Labels I Values
;i Date v | | Sumof Camping ¥
24 _
gg [[] Defer Layout Update
27
28
EaTal
M 4 » W Sheet2 Sheetl %] [ i

PivotTable sau khi dugc chinh stra
Cudi cung, ban hay dinh dang cho gia tri trong PivotTable theo dang tién té:
« Nhin vao nat mili tén x6 xudng canh field Sum of Camping trong viing
Values

« Chon Value Field Settings trong danh sach mé ra, dé md hop thoai Value
Field Settings.




; -
s F | 6 | H I 1 I g | i
[

; PivotTable Field List v x

:

L & - |

i Choose fields to add to report: @ -

<

¢ | |[¥]Store A

;, Region

I'j Date

i []cCustomers e

.{5 [ |Total Sales e

! | [¥]camping Move Down

l;{ [JFitness Move to Beginning

\ |:|Sun:|:er Move to End

) [ |Baseball =
? FlEishing W Move to Report Filter

I i move to Row Labels

¢ Drag fields between area

3 % Report Filter [ ﬁ Move to Column Labels

;; Region - £ Move to Values

‘1

e'j: 'X Remove Field

t | i RowLabels D value Field Settings...

t

Tli Date - Sum of Camping “

§

fl [ ] Defer Layout Update Update

N

S

NGUYEN DAC TAM

Chon Value Field Setting cho field Sum of Camping

« Nhén vao nat Number Format dé mé hop thoai Format Cells quen thudc.
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Value Field Settings

Source Mame: Camping

Custom Mame: |5um of Camping |

Summarize by | Shaow values as

Summarize value field by

Choose the type of calculation that you want to use to summarize
the data from selected field

k o] [ e

Nhan nat Number Format dé mé hop thoai Format Cells
o Chon loai dinh dang Currency (tién te), roi nhan OK hai lan dé trg vé
PivotTable.
PivotTable ctia ban cudi cing s& gidng nhu sau, va d6 ciing 1a tat ca nhiing gi

ching ta mudn.
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‘:E SporingGoodiRawData (=

A B : c 4] E F G H |

; Region ] L= :Phu'l'lhufluL.t * x|
3 [Sum of Camping] Column Lat ~ i e Ral
4 RowLabels = 2134 2166 2298 Grand Total | 0% e o sddmreport: j
5 |06-Jun-05 $326.00 §1,957.00 $866.00 5314900 | [¥Store | |
& OF-Jun-05 $901.00 $1,829.00 $1,056.00 $3,786.00 | [£Region |
T |08-Jun-05 $837.00 $1.844 00 $1.330.00 54.011.00 [+] Date
8 |09-Jun-05 $553 00 $911.00 345600 $1.920.00 [JCustomars | |
9  10-Jun-05 $775.00 $1,377.00 $1,061.00 S$3.213.00 | [Jrotal Ssles ‘ {
10 11-Jun-05 $42900  $120100  $1.191.00  $2821.00 | [$)camping ;
11 | 12-Jun-05 31.075.00 $1.663.00 $998.00 $3,736.00 [Fitness I
12 \Grand Total $4,896.00  $10,782.00  $6,958.00  $22,636.00 | [Jsocce | !
13 [Jeasesat |
14 FlEshion | |
15 |
16 Drag fields between aneas below: |
17  Report Fiter 75 Column Labsls .
18 - v ||
19 Regon Stofe !
20 _ ] It
21 | i RowLabels I Vales !
gg Date - Sum of Camping * | |
24 | {
g: | [[] Defer Layout Update |
27

28

W4 b W] Sheetd - Sheeti ¥J | e

PivotTable dd hoan chinh theo yéu cau
3.3. Thiét 1ap cac tuy chon cho PivotTable Field List

Hop thoai Field List s& ty dong hién ra mdi khi ban nhan chudt vao bat ky chd nao
trong PivotTable, nghia 1a khi PivotTable dugc kich hoat thi hop thoai Field List sé
tur dong mé ra. Tuy nhién, ban co thé dong hop thoai Field List bang cach nhan vao

nGt Field List trén Ribbon Options (va nhan vao mot 1an nita ¢ mé no ra lai).

Wiew Options | Design & @ = F =
@Clear* & Summarize Values By = iF‘ivntChart E Field List
Bl select = s Show Values s = S OLAP Tools &L </ Buttons

S Move PivotTable
Actions

[ig] Fields, Items, & Sets =

Calculations

;”f‘ What-If Analysis

Tools

ﬁField Headers

Show

Nhan vao nat nay dé dong hodc mé hop thoai Field List
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Ciing giéng nhu moi hdp thoai khéc, ban co6 thé di chuyén Field List t6i bat ky noi
nao ban thich beng cach nhan vung tiéu dé cua hop thoai va ré chudt di, hodc thu

nho no lai hay mé rong n6 ra bang cach nhan va kéo cac canh bién.

Binh thudng, hop thoai Field List hién thi danh sach cac Field & phia trén, va sip
xép 4 ving dit liéu s& hién thi trong PivotTable ¢ bén dudi. Ban c6 thé thay doi su
sap xép nay bang cach nhan vao cai nit ndm & phia trén bén phai ctia hop thoai

Field List, va chon 1 trong 5 kiéu hién thi tr menu m& ra:

PivotTable Field List v X

Choose fields to add to report:

[]5tore

[ Jregion

[ |Date

[ JCustomers
[[JTotal Sales
[]camping =| Fields Section Only

[ JFitness

[ ]5occer

I_I_|_ rLl;l-fh

LD G| e

Fields Section and Areas Section Stacked

Fields Section and Areas Section Side-By-Side

Areas Section Only {2 by 2)

Drag fields between areas below:

Areas Section Only {1 by 4)
W Report Filter i column Labels

Jll &5

45 Row Labels X Values

[ ] Defer Layout Update

Chon céc kiéu hién thi khac cho hop thoai Field List

Hop thoai Field List con c6 mét tiry chon nita, nam & goc dudi bén trai: Defer
Layout Update, gitp ban tam ngung viéc tu dong cap nhat dit liéu trong
PivotTable.
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PivotTable Field List X

Choose fields to add to report: £ M

[+]Store ”
Region

[ |Date

[ ]Customers

[JTotal Sales

[ ]camping

[ JFitness

[ ]5occer

[ |Bas=eball

[IFishinn ¥

Drag fields between areas below:

“W Report Filter ] cColumn Labelz
1| RowLabels = VYalues
Region - Sum of Store ™

Defer Layout Update Update

Nhén vao nat nay dé tam thoi ngung chirc ning ty déng cap nhat cho PivotTable

Binh thudng, tily chon nay khong duoc bat. Bat ky nhitng thay d6i nao ctia ban
trong hop thoai Field List (di chuyén, thém, x6a cac field, thiét 1ap dinh dang s
cho mét field nao do, v.v...) s& dugc cip nhit ngay tic khic trong PivotTable. Néu
ban c6 mot PivotTable 16n, phuc tap, nhét 13 khi PivotTable st dung nguén dir licu
tir bén ngoai Excel, viéc ty dong cap nhat nay sé dién ra kha cham chap va mat thoi
gian. Ban c6 thé bat tuy chon Defer Layout Update dé tam ngung viéc tu dong
cap nhat, va sau khi da hai long voi1 cach b tri cac Field vao cac vung dir li¢u, ban

nhan nat Update dé tat ca nhiing thay d6i ctia ban dugc cap nhat cing mét luc.
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Chwong 5: Dé Thi Trong Excel

5.1 Giéi thiéu dé thi

Dé thi gilp trinh bay cac sé liéu khd khan bang viéc vé thanh cac hinh anh truc
quan, d& hiéu. Db thi duogc lién két véi dix liéu caa nd trong bang tinh, do d6 khi
thay d6i dit liéu cua nd trong bang tinh thi 1ap tic d6 thi sé thay doi tuong Gng
theo. Trong Excel 2010 viéc v& d6 thi chua bao gio dé dang va dep nhu bay gid.
Excel c6 rat nhiéu kiéu db thi khac nhau phuc vu cho nhiéu muc dich khac nhau
cua rat nhiéu loai ddi twong st dung bang tinh, ching ta s& ciing nhau kham pha
thé giGi d6 thi cua Excel trong bai hoc nay. D6 thi 1a mot ddi tuong (object) cua
Excel, d6i twong nay chira cac dit liéu va biéu dién thanh hinh anh véi mau sac va
kiéu dang rat phong phd. Nhin chung, Excel c6 2 loai d6 thi d6 1a d6 thi nam trong
WorkSheet (con goi 1a Embedded chart) va ChartSheet. Dé chuyén d6i qua lai giira
2 loai d6 thi nay ta 1am nhu sau: Chon d6 thi [JJChart Tools [J [1Design

[ Location CI[]Move Chart [I[Jchon Object in + Tén Sheet (d6 thi nam trong
Worksheet) hay chon New sheet + Nhép tén ChartSheet vao.

Il?‘i'] Rook] -

L MO 0 W]

W200E |

Move Chart

o=@ | =

w008 |
Choose whers vou Want the dart te be placzd;

10 Ju[ﬂ 0 Mew sheet: |Cha’tl

1|§ (%1 Ohject In: |

18
4 4 » v| Sheatl “Shest2 ;“Shestd ¥ 0| m
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Chon ChartSheet hay Embedded chart

5.2. V& do thi

Phan nay trinh bay cac budc vé db thi tir mot bang s6 liéu cho trudc va mot sb tuy

chon cua db thi. Két qua nghién cau vé su thda man cua cac nhém khach hang

phan theo d6 tudi dugc cho nhu hinh bén dudi, néu ching ta dung két qua nay dé

bao cao ciing khong c6 van dé gi, tuy nhién bao c4o sé sinh dong va thuyét phuc

hon néu ching ta bién cac con sé nay thanh d6 thi dé dugc nhin thiy mot cach truc

quan hon.
A B C D E
1 Swthda man cua khach hang phén theo cac nhom tudi
2
3 | Thang <30 30-49 50+
4 Thang1 42% 46% 75%
5 Thang 2 39% 51% 76%
6 Thang 3 29% 38% 7:3%
7 Thang 4 33% 39%. 75%
8 Thang5 48% 53% T0%
9 Thang 6 51% 57% T6%

A

Bang s6 liéu nghién ctu
Hay lam theo cac budc sau dé vé do thi: B1. Chon ving dit liéu A3:D9, chon ludn
cac nhan cua cac cot. B2. Chon kiéu d6 thi tir Ribbon (1 Insert [1[]Charts. Mdi
nhom db thi bao gdm nhiéu kiéu khac nhau, vi du chiing ta chon nhém Column

[1JClustered Column.
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Farmulas Data Review View Devel:

ElEl -

Kk %{ L .

Picture Clip 5hapes SmartArt | [Column| Line Fie Bar  Area Gcatt

* .Intl't - - k. - r - * -
Tables Tllustrations w“mn
A~ k[ Tmang = =

/AL 8 o coo0da)=A] 48
1 jrmaa mén cua khach hang phan -\
2 S — — —
3 |Thang <30 30-49 J% a ﬁﬂ
4 [Thang 1 42% 46% | |
5 [Thang 2 39% 51%)| | yiinder v
6 [Thang 3 29% 38% e
7 [Théng 4 33% 39% Hml 0%
8 [Thang 5 48% 53% so%
9 |Thang 6 51% 51%| | cone sox
10 — B30
11 g T w048 ¢
12 Jh | 3% 1 oo |
13 Pyramid ]
14 — | 1%
15 J 0%
16 M Thingl Thang2 Thangd Théng4 Things Thing&
,E il AIICI'IHE!rtT'LrDe's... r

Chon kiéu do6 thi

B3. Xong budc 2 1a chiing ta d c6 ngay mot do thi dang cot nhu hinh trén, tuy

nhién chang ta c6 thé d6i cac bo tri cia cac thanh phan trén do thi. Chen do thi
[10JChart Tools [][1Design [J[]Chart Layout [][1Chon cach bé tri thich hop. Vi

du ta chon kiéu Layout 3 trong Chart Layout.
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LD) bd -0 (Y @L& TR Data0s xsx - Microsoft Excel Chart Taols - @ %
et Pagelayoul  Formulas Data  Revlew  View  Deweloper | Design | layeul  Format W -
W e e W ik e ok el ek bl

ChrtTw Tmplt RowColumn Data ;

Type Deata Chart Layouts Chart Styles Location
“/_/ Sw théa man cua khach hang
Ags T | fHE phén theo cac nhom tudi

=—— Théng 1 Thang 2 Théng 3 Thing 4 Théng5s Thang 6

ﬁE 'ﬂ] MW=320 W30 40 Ws0)

Lua chon layout

B4. Pao cac chudi sé liu tir dong thanh cot va nguoc lai: Chart Tools [1]Design
[J0Data [J]Switch Row/Column. Ching ta thuc hién Iénh nay khi cac do thi ¢
budc trén chua hién thi diing nhu mong mudn. Vi du ching ta muén nhém cac

nhom tudi lai dé dé so sanh gitra cac thang véi nhau.
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Sw thoa man cua khach hang
phan theo cac nhéom tuébi

BO%
0%
60%
30%
40%
30%
20%
10%

0%

<30 30-4%9 50+

BThangl MWThang2 MWThéng3 MThing4 MWThingsS MWThangs

bao dong/ cot

B5. Néu thay kiéu do thi trén khong dep, chling ta c6 thé ddi sang kiéu khac bang
cach: Chart Tools [0 Design [10Type CJ0Change Chart Type, hop thoai Insert
Chart hién thi liét ké toan b cac kiéu d6 thi hién c6 cua Excel tha hd cho ban lyua

chon.
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Insert Chart

Iy
=~

| [ R

(R | | @l e v

[ManagETemplates... ] [ Set as Default Chart ] [ oK ] [ Cancel

Fi

Hop thoai Insert Chart va chon kiéu db thi khac

B6. Ngoai ra, néu ban thay tdng mau cua do thi chua dep thi vao chon Chart Tools

[100Design [0 Chart Styles [10chon More (7).

Farmulas Data Review View | Dresign | Layout Farmat I & 0 (= X

bt bk bk bk bl bk hdbd
heth ek hook (hook (b o (hooke (B ok b ol
bk hd hd hd bd hd ki ki
bl (hd bl bl bl bk hd kol

bk [k b bk ok ok (e
[T Y ) P Y ) Y
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Chon Chart Style

5.3. Cac thao tac trén do thi

a. Nhan biét cac thanh phan trén dé thi

Cac thanh phan thong dung

T = = _;mg R —

, @vef.

1. Chart Title 7. Horizontal Axis

2. Chart Area 8. Data Table

3. Plot Area 9. Horizontal Axis
itle

4. Data Label 10. Vertical
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Gridlines
5. Legend 11. Vertical Axis
6. Horizontal 12. Vertical Axis
Gridlines Title

M@t s6 thanh phan chi cé trong dé thj 3-D
o [1Back wall: Mau/ hinh hén phia sau d thi
o Side wall: Mau/ hinh nén & cac canh bén cia db thi
o Floor: Mau/ hinh nén bén duéi d6 thi

o Column depth: D6 sau ctia cac thanh phan biéu dién chudi sb liéu dudi dang
3-D.

b. Céc thao tac véi do thi
Chen thanh phan trén db thi
o Cach dé nhét 1a dung chudt nhap 1én thanh phan can chon, thanh phan dugc
chon sé& c6 4 hodc 8 nut xut hién bao quanh.
Khi d6 thi da dugc chon, ching ta co thé dung cac phim mtii tén [0 dé
di chuyén dén cac thanh phan trong d6 thi.
o Ngoai ra, ban co thé chon cac thanh phan tai Chart Tools [1[]Format

1Current Selection
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m Home Insert Pz

—
Chart Area —

Back Wall
Chart Area
Flaor
Horizontal [Categary] Axis
Legend
| Plat Area
Side Wall
Vertical [Value] Axis
Vertical (Value) Axis Major Gridlines
Walls
Series "Customers
Series "Total 5ales

Chon thanh phén trén do thi
Di chuyén dd thi
[10P6 thi la Embedded Chart, nhap trai chudt 1én do thi vang Chart Area dé chon
d6 thi di chuyén, khi d6 dau con tré chudt c6 thém ky hiéu mdii tén 4 chiéu (xem
hinh duéi).
O OGitr trai chudt va di chuyén db thi dén noi khac.
Thay déi kich thwdc do thi

[J0PD6 thi la Embedded Chart, hap trai chudt 1én do thi ving Chart Area dé chon
d6 thi can thay doi kich thudc, khi d6 xung quanh d6 thi xuat hién 8 nat nam.

[10Di chuyén chudt vao cac nat nay, git trai chudt va kéo hudéng vo tam d6 thi dé

thu nho va huéng ra ngoai dé phong to.
Sao chép do thi

[101Chon db thi, dung t6 hop phim <Ctrl+C> dé chép db thi vao bo nhd, roi di

chuyén dén mot 6 nao do6 trong bang tinh va nhan <Ctrl+V> dé dan d6 thi vao.
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X6a db thi

[10JChon db thi sau d6 nhan phim Delete dé x6a d6 thi. Dé x6a Chart Sheet, trudc
tién hay chon Chart Sheet, sau do6 nhép phai chudt va chon Delete tir thuc don ngtr

canh hién ra.

Thém cac thanh phan cia do thi

[JChon d6 thi 0 Ochon Chart Tools [ Design [JJChart Layouts Sir dung cac
nhém 1énh tao cac thanh phan twong tmg trén dd thi dugc thiét ké sin nhu tua dé,
chu thich, cac nhan, duong ludi,...

Sip xép va x6a cac thanh phan cia d6 thi

(1Mot s6 thanh phén trong do thi c6 thé di chuyén dugc nhu twa dé, chu thich,
nhan. Mubn di chuyén thanh phan nao trude tién hiy dung chudt chon no, sau dé
nhap va giff trai tai canh ctia thanh phan va kéo dén vi tri méi trong d6 thi.

[J Ngoai ra c6 thé vao Chart Tools [ Layout [ Cchon tir cac danh sach thiét ké
san.

[J Pé x6a thanh phan nao, ban chi can dung chudt chon thanh phan d6 va nhan

phim Delete.

m Haome Insert Page Layout Formulas Data Review ew Design Layout Format

v 0 (5] e il 8] ) 3o

{_2}, Format 5Selection \m| Chart Floor =
,. Picture Shapes Chart Axis  Legend Data Data Ayes  Gridline .
%ﬁ' Reset to Match Style = BJJ( Title = Titles = = Labels = Table~ o o |} 3-D Rotation

Current Selection Insert Labels Axes Background
Cac thanh phan trén do thi
In d6 thi

() In 6 thi cling gidng nhu in cac ddi tuong khac cta Excel luu y Print Preview

truéc khi in dé dam bao trang in dugc tron ven ndi dung.
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[ Néu ban muén in do thi thanh mot trang riéng thi hiy chon d6 thi va nhap nut
Print dé in, khi d6 Excel chi ra 1énh in d6 thi ma ban dang chon.

c. Hiéu chinh va dinh dang do thi

Viéc hiéu chinh va dinh dang cac thanh phan trén do thi ta c6 thé dung Ribbon hay
ding cac hop thoai. Cach dé thuc hién nhat 1a nhip phai chudt 1én thanh phan can
dinh dang va chon Format ... hay nhan <Ctrl+1>. Sau day l1a minh hoa hi¢u chinh
va dinh dang mot sb thanh phan cua d6 thi.

Hiéu chinh Chart Area

[ Chung ta c6 thé hiéu chinh mau séc, hiéu tng, duong k&, khung, d6 bong. .. cho
Chart Area banh cach: chon Chart Area [[Jnhap phai chudt [ Cchon Format
Chart Area...
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Format Chart Area

[Fi | | Fin
Line Colar O no fil
Line Style Q Salid fil
(¥ Gradient fil
Shadow

O Picture or texture fil
Glow and Soft Edges | | () pattern fil

3-D Format O Automatic

. ) Preset colors:
Picture Corrections -

Picture Color Type: . m
Artistic Effects Direction: — » J
Crop Angle: H i
Size Gradient stops ) - 4

Properties El

Alt Text Color @

mEon

Brightness:

noees

il
Wi

Transparency

moene®

Close

Dinh dang Chart Area

[ Ngoai ra ban c6 thé vao Ribbon [1[1Chart Tools [1[JFormat [ITnhém Shape

Styles c6 cung

cap rat nhiéu miu dinh dang dung sén rat dep.

Ghi chu:

[ Fill: Nhém lénh lién quan dén t6 nén cho thanh phan dang chon

[J0JBorder Color: Nhom 1énh lién quan dén ké khung va mau sic ctia thanh phan

dang chon
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[] Border Styles: Cac kiéu duong két ké khung cua thanh phan dang chon.
[] Shadow: Lién quan dén viéc d6 bong cho thanh phan dang chon

[] 3-D Format: Tao hiéu tmg 3-D cho thanh phan dang chon.

|
Data Review View Design Layout Format

rlshape Fill =
Automatic -

Theme Colors

HE EEEREER WordAart Styles

H
Standard Colors
HE EEEEN
Mo Fill
:8  More Fill Colors..,
& Picture...
[l Gradient -
ﬂ Texture r
Pinh dang bang Ribbon
Hi€u chinh Flot Area

[] Chon Plot Area [][IChart Tools [][JFormat [][1Shape Styles [1[lchon kiéu
dinh dang

[100Mubn phong to/ thu nho Plot Area [1[1Nhap chudt trai vao cac ndt bao quan
Plot Area va kéo huéng vo Plot Area dé thu nho va hudng ra ngoai Plot Area dé
phdng to.

Hiéu chinh tiéu dé do thi, chu thich, tiéu dé truc hoanh va truc tung,...

Tuy theo kiéu d6 thi dang xir Iy ma E xcel cho phép ban hiéu chinh céc loai tiéu dé

ctia kiéu dd thi do.
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[J Pé thém tiéu dé chinh cho d6 thi vao: Chart Tools [J [Layout [1[]Labels
[J[JChart Title [0 Jlya chon kiéu tir danh sach

[J Pé thém tiéu dé cho truc hoanh (hay truc tung) vao Chart Tools [ Layout
[0 Labels 0 JAxis Titles [ 0lya chon kiéu tir danh sach

[ Dé thém chu thich vao Chart Tools [1(]Layout [1[]Labels [l [Legend [J[lya

chon kiéu tir danh séch

[ Dé thém nhan dit liéu vao Chart Tools [J[]Layout (][ Labels [1[JData Labels

[ Olya chon kiéu tir danh sach

[ Pé thém bang dit liéu vao Chart Tools [17]Layout [1[1Labels [(1Data Table

[][lya chon kiéu tir danh sach.

[ Ngoai ra chung ta c6 thé chén cac Text Box vao d6 thi Chart Tools [1[]Layout
I Insert [ Text Box.
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M B 5 D E F G H | J K L M
1 |V&da thi tn suat: - - -
5> | | Eiosag | Tiasuit 5 tich s PO THI TAN SUATVA TAN SUAT TiCH LOY
ERE 0 0% 50 o 100%
4 40-30 57 0% T T e0%
r - L 40 - s T B0%
5 50-60 l[l' 3% = ﬁ 0% | F70%
B 60-70 M 0% e 304 ya | - Eg;h
- r 'E VA | T 0%
i TO-50 10 0% = 20 - v | 1 4o
a8 50-20 O 100% 5 = T 30%
10 1 o F20%
9 90-100 0 100% . L 10
10 Tong 50 0 __:v:a; &0.60 | BOUBO | BOLTD | TOBD | 8Om0 | mooi00 (%
1 — i st () 3 10 20 10 s i
12 o Tansudttich ly| 0% 10% 0% 70% 50% 100% | 100%
13 Select Data Source
14 ,
Chartdataranges: | Khoamg /\
15 The data ranoe is toe complex to be disdlayed., If a mew range is selected, it will replace all of
16 the series in the Series pansl,
17 — bh lity 5 . -
- Nhap phai chuot
18 Legend Entries {Series) Horizantal (Category] Asis Labeks l.. _l B Tl s 1
l Es e RO T en do thi va chon
20 Tan sudt 0-40 \ Select Data
21 T8 sut fich [y 40-50 \,_
22 I S S0-50 ™
Chuoti s0 licu 571
23 . . . . .
2 va chu thich m80 3 Chu thich
2 o o= ) truc hoanh
——— == P T

Hiéu chinh cha thich cho d6 thi tir hop thoai Data Source

Hiéu chinh dwong lwéi ngang va doc

[ Mudn thém hay bo dudng luéi trude tién ban chon Plot Area, roi vao Chart
Tools 0 0Layout [ Axes O OGridlines [ Cchon kiéu phu hop tir danh sach.

[ Pé hiéu chinh mau sic, kiéu cta dudng ludi nao thi chon né va vao Chart Tools

[J0JFormat [ [JShape Style [1(Jchon kiéu va mau sic theo nhu cau.

Higu chinh cdc truc Mudn hiéu chinh thong sb cho truc trén do thi thi ban hay

chon truc [10nhép phai chudt [10chon Format Axis... Sau dy la giai thich cac

thong s6 trong hop thoai Format Axis.
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Format Axis

NGUYEN DAC TAM

Axis Options
Mumber

Fill

Line Color

Line Style

Shadow

Glow and Soft Edges
30 Format

Picture Corrections
Ficture Color
Artistic Effects
Crop

Size

Text Box

Alt Text

Axis Options

Mirirmwrn:

':3} Auto O Fixed |

Maximum:

@ Auto O Fixed |

Major unit: & aute O Fixed |

Minor unit: @) autp O Fixed |

[] values in reverse order

[] Logarithmic scale |

Major tick mark type: | Outside w
Minor fick mark type: | Mone

Mext o Axis | »

Axis labels:

Horizontal axis crosses:
{f} Automatic

O Axis value: | |

() Maximum axis value

Close

Hop thoai Format Axis tuy theo gia tri cua truc ma ban chon

Value Axis

Hau hét cac db thi trinh bay gia tri trén truc tung va phan nhom trén truc hoanh.

CAc ban nén chon thir dé biét rd hon cong dung cua cac tuy chon.

[ OMinimum Xac dinh gia tri nho nhét trén truc (gia tri khoi dau)

0 Auto Pé Excel tu xac dinh

o Fixed Qui dinh gi4 tri nhé nhét cho truc

[ Maximum Xéc dinh gia tri lén nhat trén truc (gia tri két thuc)
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0 Auto Pé Excel tu xac dinh

0 Fixed Qui dinh gi4 tri nho nhét cho truc

[1 Major unit Xac dinh gia tri cac khoang chia chinh trén truc.

0 Auto Pé Excel tu xac dinh

0 Fixed Qui dinh gi4 tri nhé nhét cho truc

[1 Minor unit Xac dinh gia tri cac khoang chia phu trén truc.

o0 Auto Dé Excel tu xac dinh

o Fixed Qui dinh gi4 tri nhé nhét cho truc

[J Values in reverse order Dao tht ty sap xép cac gia tri trén truc

(] Logarithmic scale Chuyén cac gia tri trén truc sang hé logarith v6i co s6 do ta

qui dinh tai Base (khong thé dung cho gia tri &m hay bang 0)

[J Display units Chon don vi hién thj trén truc.

[J Show display units label on chart Cho hién thi cic nhin don vi trén d6 thi

[ Major tick mark type Qui dinh cach hién thi ky hiéu phan cach chinh trén do thi.
0 None Khong sur dung

o Inside Hién thi phia bén trong truc

o0 Outside Hién thi phia bén ngoai truc

0 Cross Hién thi cat ngang truc

[ Minor tick mark type Qui dinh cach hién thi Ky hiéu phan cach phu trén db thi.
[] Axis labels Xac dinh cach hién thi cac nhan trén truc

0 None Khong st dung

o0 High Hién thi phia bén phai truc
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0 Low Hién thi phia bén trai truc
0 Next to Axis Hién thi ké bén truc (theo mic dinh)

[ Horizontal axis crosses Cac lya chon qui dinh cach ma truc tung cét truc hoanh

(Dbi véi @6 thi 3-D d6 chinh 1a tiy chon Floor crosses at)

o0 Automatic Do Excel tu xac dinh.

0 Axis value Xac dinh gia tri ma cac truc sé giao nhau

0 Maximum axis value Hai truc s& giao nhau tai gia tri lén nhat trén truc (tung)
Category Axis

] Interval between tick marks Xac dinh su thé hién cic nhom theo khoang chia

(c6 bao nhi€éu nhom trong mot khoang chia, thuong la mot nhom).
[ Interval between labels Xac dinh sy xuat hién ctia nhan theo khoang chia
0 Automatic Excel tu xac dinh (thuong 1a 1)

o Specify interval unit Xac dinh nhan sé& xuat hién sau bao nhiéu khoang chia trén

truc.

[] Categories in reverse order Cac nhom thé hién theo tht ty nguoc lai

[1 Label distance from axis Xac dinh khoang cach cua nhan so vai truc

[1 Axis Type Xac dinh loai truc st dung nhu Automatic, Text axis hoac Date axis
[ Major tick mark type Qui dinh cach hién thi Ky hiéu phan cach chinh trén do thi.
[J0Minor tick mark type Qui dinh cach hién thi ky hiéu phan cach phu trén do thi.
[] Axis labels Xac dinh cach hién thi cac nhan trén truc

[] Vertical axis crosses Céc Iiwa chon qui dinh cach ma truc tung ct truc tung

0 Automatic Do Excel tu xac dinh.
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0 At category number Xéc dinh s6 nhom ma tai d6 cac truc s& giao nhau
0 At maximum category Hai truc s& giao nhau tai gia tri 16n nhat trén truc

[J Position Axis Qui dinh cach hién thi caa cac nhém va nhan trén truc (Ding cho

db thi 2-D area, column, va line).

0 On tick marks Hién ngay ky hiéu phan cach

0 Between tick marks Hién gitra cac ky hiéu phan cach

Time Scale Axis

[ Minimum Xac dinh gia tri (ngay) nho nhat trén truc (ngay bat dau)

[ Maximum Xac dinh gia tri (ngay) 16n nhat trén truc (ngay két thic)

[1 Major unit Xac dinh khoang chia chinh trén truc (don vi la ngay, thang hay
nam)

[1 Minor unit Xac dinh khoang chia phu trén truc (don vi la ngay, thang hay nam)
1 Base Unit Xac dinh don vi tinh cho truc

[] Dates in reverse order Hién thi theo thir tw nguoc lai trén truc

[1 Axis Type Xac dinh loai truc st dung nhu Automatic, Text axis hoac Date axis
[ Major tick mark type Qui dinh cach hién thi ky hiéu phan cach chinh trén do thi.
[ Minor tick mark type Qui dinh cach hién thi ky hi€u phan cach phu trén dd thi.
[] Axis labels Xac dinh cach hién thi cac nhan trén truc

[1 Vertical Axis crosses Cac lua chon qui dinh cach truc tung giao vai truc hoanh
0 Between dates Do Excel tu xac dinh

0 At date Giao nhau tai ngay do ban nhap vao

0 At maximum date Giao nhau tai ngay 16n nhit (gan day nhat) trén truc
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[J Position Axis Qui dinh cach hién thi caa cac nhém va nhan trén truc (Ding cho

dd thi 2-D area, column, va line).

0 On tick marks Hién ngay ky hi€u phan cach

0 Between tick marks Hién gitta cac ky hi¢u phan cach

d. Céc thao tac véi chudi so liéu trong do thi

X06a bét mot chudi so liéu khéi do thi

[ Chon chudi s6 liéu trén d6 thi (Vi du: chon duong cung)

[ Nhan phim Delete trén ban phim dé x6t chudi khoi do thi

Chart 2 - £ A | =SERIES{"Supply Curva”,'Cung-Cau?18C513:8C517 'Cung-Cau1EB513:-8B517 1)

A B C D E F G H I J K L Iv
11 Vi dy vé vE d¢ thi cung cdu = <
12 P ] oo | @ - . . A
5 — : — . PO TH] CUNG CAU P(Q)
14 24 0 16
15 23 2 12 5 7 76\ n
16 22 15 7 . ] -
17 21 0 7 13 —— Demand Carve \K
E T
19 +VE dé thi O(P) nghia 13 0 15 gid tri trée “% 7| " “%\
20 + W& dd thi P{Q) nghia 1d P13 gid tri trén| 2.1 - — \“‘i Q
2 2 --':"':"':'":"':"'i-":"':"':"-:'-':
22 = - o 2 4 6 & 10 1z 14 16 18 20 122
23 12 23

Minh hoa x6a chudi dudng cung khoi do thi
Thém chudi méi vao dd thi
[] Chon d6 thi can thém chudi mai vao.

1 Chart Tools [1[]1Design [J[1Data [][]Select Data. Hop thoai Select Data

Source xuét hién.

[J Nhap nat Add, hop thoai Edit Series xuat hién
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1 Dt tén cho chudi méi tai Series Name (bé“mg tham chiéu hoac nhap truc tiép tén
vao tr ban phim) va chon vung chtra dir li¢u tai Series Values
[ Ngoai ra ta c6 thé thém nhanh chudi méi vao dd thi bang cach chép (Ctrl+C) dir

liéu ctia nd vao bd nhd, sau d6 chon db thi va dan (Ctrl+V) vao do thi.

A B C 7} E F |
1 [Jan-0a Feb-03 | Mar-03 3
2 |Gy 592 546 uﬁa\ Edit Series r ? |®
3 |Dep TE G565 545 —
4 |Non BB4 456 vsl\x Series name:
‘ Cataseriessos1] = Mar-08
7 BOO ; b
B o \LSHiES yalues:
BOD -~ —
L =DataSeries!§D$2: §D44 = 468, 546, 751
; | 00 ,.-" W lan-0E :
RSP Febr0d [ CK I [ Cancel J
13 =00 .—.._._______
. 100+
15 B ’ ’ ] = Chart Tools T
: iy nén e
i . Formulas Crata Rewiew WView Design Layfout Format
17 - - - =
—
il 5
h]J o | J ) o Th i—l ol
Change Sawe As Switch Seleck
Chart Tyge Template RowiColumn  Dat
Type Dt l Chart Layouts Chart Styles
11 - i
A B C E F G H | J K
1 - Feb- y
- Jan-8 | Feb-0&  Makps Selecl Dala Source
2 Giay 542 545 4 -
3 Dép 781 585 546 Chart gata rargey | =DekaGeniesigaf: fO5e =
4 |Man o 456 T
i .
7 aoo r Leg=nd Entri=f {S=ri=s) Horizantsl (Cetegory] dvis Labels
8 o0 ["Hacd ) oresc || Xaemove o] o || orea |
Q ?:'D I8 1
10 =on Feb-1a 2
1 00 Mar-08 3
500
12
200
1 100 +°
l | 5L z (o (e
15 ) . .
Glay Dép nadn
16

Minh hoa thém chudi dit liéu cua thang 3/2008 vao do thi
Thay d6i chudi s6 liéu
Ciing v6i vi du trén nhung ta mudn chi v& cho 2 san pham Giay va Dép

[] Chon db thi can chinh stra
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[1 Chart Tools [17Design [J[1Data [17Select Data. Hop thoai Select Data

Source xuit hién.
[] Chon chudi can chinh stra, nhap nut Edit, hop thoai Edit Series xuat hién

[1 Chon lai ving dit liéu méi tai Series Values. Lam twong tu cho cac chudi s6 liéu
khac.

A B C D E F G H |
1 Jan-08 Feb-08 Mar-0&p —
2 Gay 547 | 546 468 Edit Saries 71X
3 |Dép E-‘E?J ) ‘: AR B4R Series name;
4 |N6n 654 456 751 | ~DataSeries! 584 1 f5:| -31anca
5 Series values:
5 _ | ~DataSories! 5B42: 5643 - 542, 781
go0 7"
7 200 1 [ 0K ] [ Cancel ]
8
- 500 -
so0 +°
10 . B Jan-08
01 o e 1
300 -
12 - Mar-08
200 -
13 —
100
14 —
a T i
15 Gia Nén
16 !

Minh hoa thay doi chudi sb liéu

Ngoai ra chiing ta c6 thé sir dung ham Series cho d6 thi. Cl phap nhu sau: =

Series(series_name, category_labels, values, order, sizes) Trong do:

[] Series_name: (tliy chon) tham chiéu dén 6 chira tén chudi, ban c6 thé nhap vin

ban truc tiép vao nhd dat trong cap nhay kép.

[] Category_labels: (tuy chon) tham chiéu dén ving chira cac nhan cho cac nhém
s6 liéu trén truc, néu bo tréng Excel ty danh s6 cac nhom bat dau la s6 1. C6 thé
nhap tryc tiép cac nhan vao Tab cach nhau bang ddu phay va dit trong cip ngoic
moc {}.
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] Values: (bat budc) tham chiéu dén ving chira s6 lidu cta cac chudi can vé.

(] Order: (bat budc) La sb nguyén qui dinh thir tr v& cta cac chudi (néu d6 thi co
nhiéu hon 1 chudi)

[] Sizes: (chi dung cho d6 thi bong béng — Bubble chart) Tham chiéu dén ving
chtra dir liéu vé kich thuéc cua bong bong trong dd thi kiéu Bubble (str dung trong
phan tich tai chinh). Cac gia tri c6 thé nhap truc tiép Tab cach nhau bang dau phay

va dat trong cap ngoic moc {}.

! Chart 2 i K f.}| =SERIES(DataSeries!5D51, DataSeries!3D32:5054 _3)
A B C D E F G H
Jan-08 Feb-08 | Mar-08
Giay h42 546
Dép 781 565
Nén 654 456

Sae oo e slw N =

800 s

700 4~

600 + .

500 1" . M Jan-08
400 T M Feb-08
Inn 4+

Minh hoa ham Series cta chudi s6 liéu thang 3/2008

Thém dwong xu huéng vao do thi

Khi vé& cac d6 thi véi dir liéu theo thoi gian chung ta thudng vé thém dudng xu
huong dé biét duoc xu hudng trong tuong lai cta tap dir licu. Mot tap s6 liéu c6 thé
c6 nhiéu duong xu huéng tly theo cach phan tich cua ching ta. Bé thém dudng xu

hudng ban vao:

[ Chart Tools [1[]Layout [[JAnalysis [ Trendline [1[Jchon kiéu dudng xu
hudng tir danh sach hay vao More Trendline Options...



EXCEL 2010

Format Trendline

NGUYEN DACTAM

[ Trendline Options l
Line Color
Line Style
Shadow
Glow and Soft Edges
Picture Corrections
Picture Color
Artistic Effects
Crop
Size

Alt Text

Trendline Options
Trend/Regression Type

() Exponential

@' Linear

{3 Logarithmic
) Polynomial

) Power

O Moving Average

Trendline Mame

& Automatic : Linear {Customers)

{:!' Custom: | |
Forecast

Forward: |I:I.I:I | periods
Backward: |III.IZI | periods

|:| Set Intercept = | |

[] Display Equation on chart
[] Display R-squared value on chart

B
EE)

Close

Minh hoa thém dudng xu huéng vao do thi

Chuwong 6: Dinh Dang Trang Va In Bang Tinh

6.1. Céc ché dé hién thi trang trong Excel

Excel 2010 ho trg manh hon trong viéc in 4n, v&i nhiéu ché do xem truc quan gitp

ban c6 thé thay dugc két qua in ngay trén man hinh.

C6 3 ché @6 hién thi 1a Nornal View, Page Layout View va Page Break Preview.

Dé truy cap cac ché d6 xem vao nhom View (] [Jchon Workbook Views [1[]chon

kiéu xem.
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e Normal View: Pay 1a ché d6 ban sir dung thudng xuyén trong qua trinh

nhap liéu, tinh toan,... trén bang tinh va 1a ché do mic dinh ctia Excel.

e [JPage Layout View: La ché d6 xem trudc khi in, trong ché d6 nay ban van

c6 thé tinh toan va nhap liéu.

e [JPage Break Preview: Hién thi bang tinh Excel v6i cac ddu phén trang, tai

day ban co thé chia lai trang bang cach kéo tha cac duong chia cach trang.
6.2. Thiét 1ap thong sé cho trang in

Tat ca cac tiy chon thiét 1ap thong sd trang in ¢ tai nhém Page Layout [ CInhém
Page Setup (Margins: tiy chon 1¢ trang, Orientation: chiéu trang ngang hay doc,
Size: tuy chon khé gidy, Print Area: tiy chon ving in, Breaks: tiy chon ngat trang,
Background: chén hinh nén, Print Titles: tiiy chon in tiéu dé lap lai trén mdi
trang,...). Ban ¢ thé thiét 1ap cac thong so tai day hoic vao hop thoai Page Setup
dé diéu chinh. Dé vao hop thoai Page Setup ban vao nhom Page Layout [10] [dén

nhom Page Setup [ Onhén vao nat

J E Ij _J-Eu }% _=,=J —Zjl o Width:  Automatic -

;I_J Height: Automatic -
Margins Orientation  Size Print Breaks Background Print
= - v  Areav v Titles | ] Scale: 100%
Page Setup Scale to Fit
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Page Setup

Page | Margins || HeadetFooker || Sheet |

Orienkation
® Portrait O Landscape
Scaling

) adjust bo: | 100 2 | %% normal size

) Fit ko pagels) wide by kall

Paper size: | v |
Print quality: |3IZIIII dpi w |

First page number:

Print. .. ] [F‘rint F‘revieg] [ Opkions. .. ]

[ Ok l[ Cancel ]

NGUYEN DAC TAM
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Page Setup

Left:
0.8 %

Center on page
Horizonkally
[] wertically

Page Margins | Headetr/Fooker

Top:
0.5

Sh

FS
w

eet

Bokkorn:

0.5

F
w

Header:
0.3 &

Right:
0.5 &

Fooker:
03 =

Print. ..

] [F‘rint F‘reviem] [ Cptions. .. ]

l

Ok l[ Cancel ]

Chiéu trang in (Orientation)

1. Ribbon [I[JPage Layout [1[1Page Setup [][JOrientation [][Ichon Portrait

(trang doc)/ chon Landscape (trang ngang)

2. Trong hop thoai Page Setup [ [chon ngin Page [1CJOrientation [J[Jchon chiéu

trang in Portrait / Landscape

Khé gidy (Size)

1. Ribbon [10Page Layout [1[JPage Setup [1Size [1[Ichon kho gidy

2. Trong hop thoai Page Setup [1[Jchon ngin Page [1[]Page size [][Jchon gidy

Canh [¢ gidy (Margins)

1. Ribbon [101Page Layout [1[]Page Setup [1[1Margins []Ichon kiéu chira 18
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2. Trong hop thoai Page Setup [ Jchon ngan Margins [J[nhap cac gia tri vao
Top (1& trén), Bottom (1& du6i), Left (18 trai), Right (1& phai), Header (1& tiéu dé
dau trang), Footer (18 tiéu dé chan trang). Ngoai ra con c6 tiy chon canh gitra:
Horizontally (canh giita trang theo chiéu ngang) va Vertically (canh gitta trang
theo chiéu doc)

Chon vung in (Set Print Area)

Quét chon ving can in, vao Ribbon [J[1Page Layout [][1Page Setup [J(IPrint
Area [1[]Set Print Area.

Ngiit trang (Page Break)

e Chén ngat trang ngang: Di chuyén 6 hién hanh dén noi s& chén ngit trang tai
coOt A, sau do vao Ribbon [1[1Page Layout []1[1Page Setup [1Breaks
[0 Insert Page Break. (Néu khong dé ¢ cot A sé& ngit trang theo chiéu

ngang va doc)

e [1B0 timg dau ngat trang: Di chuyén 6 hién hanh dén 6 ndm ngay dudi dau,
sau do vao Ribbon [17Page Layout [117Page Setup [1Breaks [1[JRemove
Page Break.

e [IB6 tat ca danh dau ngit trang: Ribbon [ [1Page Layout [1[1Page Setup
[1Breaks [1[7Reset All Page Breaks.

Thém hinh nén (Background)

Vao Ribbon [11Page Layout [1[Page Setup [1Background [ Jchon hinh luu trir

trén may [1(nhan nut Insert

In tiéu dé dong va cét (Row and column headers)
Vao Ribbon [1[JPage Layout [][1Sheet Options [1Headings [I[lchon Print

In tiéu dé cét va dong lip lgi é cdc trang
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B1. Vao Ribbon [J[1Page Layout [1[1Page Setup [Print Title
B2. Tai 6 Rows to repeat at top ta quét chon dong s6 1 vao [J1$1:$1

B3. Tai 6 Columns to repeat at left ta quét chon cot A [111$A:$A

B4. Nhan OK hoan tat.

Page Setup
Page Margins || Header/Fooker | Sheet
Prink area: |
Prink titles
Rows to repeat ak bop: |$1 1
Columins ko repeat at left: |$.ﬂ.:$.ﬁ.
Prink
aridlines Comments:! | {Mone) w |
Black and white
Ce Cell errors as; ||:|i5|:||a';.-'e-:| W |
[ ] Draft guality
Row and column headings
Page order
Down, then over  [[E=g= =g==
- Baam, EE [EJF. EE
) over, then dowen | == ===
EE .dJE 3B
[ Print... ] [ Print Preview ] [ Options... ]
[ ik ] [ Cancel ]

Hinh minh hoa chon in lip lai cac tiéu dé dong 1 va cot A
Diéu chinh ti 1¢ phong to/ thu nhé trang in

Trong mdt s6 truong hop ta can in nén hay phong to ndi dung vao mot sb trang
nhat dinh khi d6 ta dung Ribbon [1[JPage Layout [10JScale To Fit [[JScale. Ta
c6 thé thu nho tai liéu dén 10% va phong to téi 400%.
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Ngoai ra ta c6 thé ép Excel in tai liéu ra voi sb trang ta qui dinh tai Ribbon
[10JPage Layout [][1Scale To Fit [1(1Width va Ribbon [J[1Page Layout [1[]Scale
To Fit [1[JHeight.

In dwong ludi cua cdc 0

Dé in dudng ludi k& cac 6 trong bang tinh ta chon Ribbon [J[]Page Layout
[11Sheet Options [J1Gridline CJCPrint.

Thém thong tin vao ddu trang va chan trang (Header va Footer)

Header chira cac thong tin xuat hién & diu mdi trang va Footer chira cac thong tin
xuat hién ¢ cudi mdi trang. Cac phién ban trudc ta dung ngan Hearder/ Footer
trong hop thoai Page Setup dé thém Header va Footer nhung phién ban nay lam
bang mot cach khac dé dang va truc quan hon, dic biét c¢6 thé chén hinh vao.
Vao Ribbon DJView [1Jchuyén sang ché do xem Page Layout [ [JTién hanh

thém Header va Footer vao.

Luwu ¥ ban phai nhap chudt vao ving Header hodc Footer thi nhom 1énh Design

moi hién ra.

= o B =

j g Q _j _‘E:ﬂ _l" _\ |‘—7'|_u E J_I [C] Different First Page Scale with Document
Header Footer Page MNumber Current Current  File File Sheet Picture Goto |:| Different Odd & Even Pages Align with Page Margins

- - Mumber of Pages Date Time Path MName MName Footer

Header & Footer Header & Footer Elements Mavigation Options
Céc nut 1énh trong thanh Design

Cac ma Iénh va nut 1énh trong Header va Footer

Nut 1énh Ma 1énh Chirc nang

&[Page] Hién thi sd trang tai liéu

2 &[Pages] Hién thi tong s6 trang duoc in
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= &[Date] Hién thi ngay hién tai
&[Time] Hién thi gio hién tai
7~ &[Path]&[File] Hién thi duong dan day da dén noi luu

tap tin va Tén tap tin

E &[File] Hién thi tén tap tin
&[Tab] Hién thi tén sheet
@ Khoéng cé Chén hinh lya chon vao. Ban phai tim

dén hinh can chén vao trong hop thoai

Insert Picture, chon hinh va nhan nut

Insert.
Khéng co Thiét 1ap cac thong c¢d cho hinh chén
Vao.

Do Excel dung ky hiéu & dé bat dau ma 1énh, do vay trong trudng hop doan vin
ban trong Header va Footer can dung ky hiéu & thi ban hay nhéap ky hiéu nay 2
lan &&. Vi du ban mudn nhap “Cong thirc & Ham” vao Header thi hdy nhap

“Cong thirc && Ham”. Céc lua chon khéc cia Header va Footer:

e Different First Page: Néu chon thi ban c6 thé thiét 1ap thong tin khac vao
header/ footer ctia trang dau tién so voi header/ footer ctia cac trang con lai

trong tai liéu.
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e Different Odd & Even Pages: Néu chon, thi ban ¢6 thé dit header/ footer

khéc nhau cho céc trang chan va céc trang 1¢.

e [IScale With Document: Néu chon, kich thuéc chir ctia header/ footer s&
tang giam theo tai li¢u khi tai li¢u st dung chirc nang in co diéu chinh ti 1&
phong to/ thu nhd.

e [JAlign With Page Margins: Néu chon, 1& trai va 1& phai caa header/ footer
canh déu vai 18 trai va 1& phai cua tai liéu.

6.3. Thiét Iap thdng sé hop thoai Print
Dé goi hop thoai Print, ban chon nat Office [ chon Print hay nhan t6 hop phim
<Ctrl+P>. Dung hdp thoai nay dé chon may in, chon trang can in, chon sb luong

ban sao va mot so tuy chon khac.
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Home Insert Page Layout Farmulas Data

[l save

Print
Save As @

Copiest |1 N

Jpen =
Lj Print
L Close
Info Printer
Recent i @ HP 2500C Series
I:-.._,_- -
Ready

Mew

Printer Properties

Share ’:\ Print Active Sheets
. L Only print the active sheets
elp
Pages: . to -
2] ©Options Coll |
ollatec
@ Exit 123 123 123

\j Pertrait Orientation -
d Letter

8.5"x11"

{1 Mormal Margins
o—o Left: 0./" Right: 0.7"

Mo Scaling
Print sheets at their actual size
Page Setup
e Selection: Chi in ving dang chon trudc nhan 1énh Office [)IPrint
e [JActive sheet(s): Chi in sheet hién hanh hay céac sheet dang chon.
e [JEntire workbook: In toan by workbook
e [ITable: Chi c6 tac dung khi 6 hién hanh dang trong mot bang, néu chon thi

chi in bang nay.
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e [Jlgnore print areas: Khi chon, Excel s& bo qua tat ca cac thiét 1ap ving in
da thuc hién.
6.4. Cac luu y khac
Ngan khong cho in mét sé viing

Trong mdt sb truong hop, dit liéu c6 cac thong tin nhay cam ma ban khong mudn
in ra. Khi d6 ban 1am theo céac cach sau. [JAn cac dong hay cot chtra thong tin do.

Home (1JCells [ [1Format [J[JChon Iénh an.
e T6 mau chir gidng v6i mau nén cla céc 6.
e V¢ hinh d¢ 1én vung dir li¢u nhay cam.
Ngiin khéng cho in cic déi twong

Mot s d6i tuong trén bang tinh nhu dd thi, hinh v&, SmartArt ma ban khong mubn

in thi lam nhu sau:

B1. Nhap phai chudt 1én d6i twong va chon Size and Properties.
B2. Chon ngan Properties trong hop thoai

B3. Bo lua chon tai Print Object.

Chuwong 7: Lam Vigc Véi Macro, Templates

7.1 Macro

Macros la cac tinh ning cao cip, cé thé 1am ting toc dd chinh sira hay dinh
dang ma ban c6 thé thue hi¢én thuwdng xuyén trong mot bang tinh Excel. Chlng
ghi lai nhitng hanh dong ma ban da chon & menu dé cho mot chudi cac hanh dong

d6 c6 thé duge hoan thanh trong mdt budc.
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Ghi m¢t Macro

Dé ghi mot Macro:

» Kich tab View trén vung Ribbon
* Kich Macros

» Kich Record Macro

—

L= [ 7
Save Switch |Macros|

Workspace Windows v v

View Macros

—

#3 Record Macro...

M | [B5] Use Relative References

« Nhép tén cho Marco (khong chtra dau cach)
« Nhap mét phim tat

« Nhap vao muc Description dé giai thich hay mo ta

NGUYEN DACTAM
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Record Macro @

Macro name:

i Macrol '

Shortcut key: —
Ctrl+ ‘_'

Store macro in:
' This Workbook W

Description:

[ OK ][ Cancel ]

Pé thuc hién Macro:
 Kich Macro

* Kich Stop Recording

- =

Save Switch  [Macros|

Workspace Windows ~ v

3 View Macros

d Stop Recording

M @ Use Relative References

Thuwe thi Macro

Pé thyuc thi mot Macro tir phim tat, chi can 4n vao phim ma ban da chon dé chay

Macro. Hodc ban c6 thé xem tat ca cac Macro va thyc thi béng cach:
 Kich Macros
* Kich View Macros

* Chon mot Macro va kich Run
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Macro PX
Macro name:
= E Y
.
| Step Into
(oo ]
Macros in: | All Open Workbooks vj

Description

Cancel

Chuwong 8: Phim Tdt Va Tha Thugt

8.1 Phim Tit

a. Truy cap Ribbon bang ban phim

Méi nhin qua giao dién Excel ching ta c thé tuéng rang phai st dung Ribbon

bang chudt khéng thé dung té hop <ALT+KY tw dai dign> vi khdng c6 cac ky gach

chan nhu cac phién ban trugc. Tuy nhién thanh Ribbon van c6 thé truy cap bang

ban phim.

[ 00Khi mubn truy cap dén cac nhom Iénh trén thanh Ribbon nhu Home, Insert, ...

ta nhan phim ALT mat lan (khong can giir phim ALT). Cac ky tu dai dién cho cac

nhom Iénh s& hién 1én, ban chi can nhan phim trén ban phim twong ng Ky tu dai

dién can truy cap. Ngoai ra ban ciing ¢ thé dung céc phim 0000000 Ide di

chuyén trong thanh Ribbon.
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%[ HE l Irt Pageﬁ’yout Fnrlas Reﬁw ‘-f
3 *, 11 v A Frv

Calibri é General hd

Paste B 7T U~ i« M A E= =
-

RIEay
"l
¥

= = %% v | %%

Clipboard = Font ] Alignment I MNumber a

[ 0Dé biét ky tu dai dién cho cac nat Iénh, ban hay nhan nhan t6 hop phim <ALT
+ ky twr dai dién cia nhom 1énh>. Vi du nhom Iénh Page Layout (ky tu dai dién la
P) DO<ALT+P>.0J

[ 0Khi mudn thuc hién mot 1énh nao dé trén thanh Ribbon thi ta di chuyén

(D0 0O0000) dén lénh d6 va nhan phim Enter hay ding <ALT + KY tw dai dign
cho nut Iénh>.[]

[ 0Khi mudn tré lai viing lam viéc trén bang tinh, ta nhan phim ALT mét lan hoac
nhan phim ESC.

b. Phim tit

Péi lic con chudt ciia may tinh hoi “dé chirng” va viée “quiang” né di nhiéu
khi lai 1a bién phap hay nhat. Néu gip trwong hop nhw thé thi danh sach phim
tat dwoi day that sw can thiét cho ban va cho ca nhirng ai con con chugt nhung

muén thao tac nhanh hon:

Enter Cai dit liéu vao 6, di chuyén xudng dudi

ESC Bo qua dir liéu dang thay do6i

F4 hay Ctrl+Y Lap lai thao tac vira lam

Alt+Enter Bit dau dong méi trong 6
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Backspace Xoa ky tu bén trai hoac vung chon
Delete Xoa ky tu bén phai hodc vung chon
Ctrl+Delete Xoa tat ca chir trong mot dong

Phim mtii tén

Di chuyén l1én xuéng hodc qua lai mot ky tu

Home Chuyén vé dau dong

Ctrl+D Chép dit liéu tir 6 trén xubng 6 dudi

Ctrl+R Chép dir li¢u tir bén trai qua phai

Shift+Enter Ghi dit liéu vao 6 va di chuyén Ién trén
trong vung chon

Tab Ghi dit liéu vao 6 vao di chuyén qua phai
vung chon

Shift+Tab Ghi dit liéu vao 6 vao di chuyén qua tréi

vung chon

Bit ddu mot cong thic

F2

Hi¢u chinh dir li€u trong 6

Backspace

Xoa ky tu bén trai trong 6 dang hi¢u chinh
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Ctrl+F3

F3

F9

Shift+F9

Alt+=

Ctrl+;

Ctrl+Shift+:

Ctrl+K

Ctrl+Shift+”

Ctrl+’

Ctrl+A

Ctrl+Shift+A

NGUYEN DAC TAM

bat tén cho vung chon
Dan mot tén da dat trong cong thirc

Céap nhat tinh todn cac Sheet trong

Workbook

dang m&

Cap nhat tinh toan trong sheet hi¢n hanh
Chén cong thirc AutoSum

Cap nhat ngay thang

Nhap thoi gian

Chén mot Hyperlink

Chép gia tri ciia 6 phia trén vao vi tri con
tré cua 6 hién hanh

Chép gia tri ctia 6 phia trén vao vi tri con
tré cua 0 hién hanh

Hién thi Formula Palette sau khi nhép mot
tén ham vao cong thurc

Chen dau () va cac doi s6 cua ham sau khi

nhdp tén ham vao cong thuc
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Dinh dang dir li¢u

I

Ctrl+1 Hién thi 1énh Cell trong menu Format

Ctrl+Shift+~  Dinh dang s6 kiéu General

Ctrl+Shift+$ Dinh dang s kiéu Curency véi hai chit s6
thap phan

Ctrl+Shift+%  Dinh dang s kiéu Percentage (khong co chir
s6 thap phan)

Ctrl+Shift+~ Pinh dang s6 kiéu Exponential véi hai chir
sO thap phan

Ctrl+Shift+# Dinh dang kiéu Data cho ngay, thang, nim

Ctrl+Shift+?  Dinh dang kiéu Numer véi hai chit s6 thap
phan

Ctrl+Shift+&  Thém duong vién ngoai

Ctrl+Shift+ -  Bo duong vién

Ctrl+B Bat tat ché do dam, khong dam

Ctrl+l Bat tat ché do nghiéng, khong nghiéng

Ctrl+U Bat tat ché do gach dudi
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Ctrl+5 Bat tat ché do gach giita khong gach giira

Ctrl+9 An dong

Ctrl+Shift+(  Hién thi dong an

8.2 Thii thuat
1. Dich sé tién vé chix (Chuyén sb thanh chir)

Buée 1. M6 tap tin can chuyén >> Nhén t6 hop phim Alt + F11 dé mé trinh soan
thao VBA cua Excell

Buwéc 2. Nhap chudt phai 1én VBA Project >> Insert >> Module >> va dan doan
mi bén dudi vao ctra s6 cia Module méi chén

Function ConvertCurrencyToVietnamese(ByVal MyNumber)

Dim Temp

Dim Dollars, Cents

Dim DecimalPlace, Count

ReDim Place(9) As String

Place(2) =" Nghin "

Place(3) =" Trieu "

Place(4) ="Ty"

Place(5) =" Nganty "

' Convert MyNumber to a string, trimming extra spaces.

MyNumber = Trim(Str(MyNumber))

' Find decimal place.


http://helloict.com/excel-dich-so-tien-ve-chu-546
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DecimalPlace = InStr(MyNumber, ".")
" If we find decimal place...
If DecimalPlace > 0 Then
' Convert cents
Temp = Left(Mid(MyNumber, DecimalPlace + 1) & 00", 2)
Cents = ConvertTens(Temp)
* Strip off cents from remainder to convert.
MyNumber = Trim(Left(MyNumber, DecimalPlace - 1))
End If
Count=1
Do While MyNumber <> ""
" Convert last 3 digits of MyNumber to English dollars.
Temp = ConvertHundreds(Right(MyNumber, 3))
If Temp <> """ Then Dollars = Temp & Place(Count) & Dollars
If Len(MyNumber) > 3 Then
' Remove last 3 converted digits from MyNumber.
MyNumber = Left(MyNumber, Len(MyNumber) - 3)
Else
MyNumber =""
End If

Count=Count + 1
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Loop

" Clean up dollars.
Select Case Dollars
Case "

Dollars = "khong Nghin"
Case "One"

Dollars = "Mot Nghin"

Case Else

Dollars = Dollars & " Nghin"
End Select

' Clean up cents.

Select Case Cents

Case "

Cents =" va khong Dong"

Case "One"

Cents =" va mot Dong"

Case Else

Cents="va" & Cents & " Dong"
End Select

ConvertCurrencyToVietnamese = Dollars & Cents

End Function
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Private Function ConvertHundreds(ByVal MyNumber)
Dim Result As String
" Exit if there is nothing to convert.

If Val(MyNumber) = 0 Then Exit Function

" Append leading zeros to number.

MyNumber = Right("000" & MyNumber, 3)

' Do we have a hundreds place digit to convert?

If Left(MyNumber, 1) <>"0" Then

Result = ConvertDigit(Left(MyNumber, 1)) & " Tram "
End If

' Do we have a tens place digit to convert?

If Mid(MyNumber, 2, 1) <>"0" Then

Result = Result & ConvertTens(Mid(MyNumber, 2))
Else

" 1f not, then convert the ones place digit.

Result = Result & ConvertDigit(Mid(MyNumber, 3))
End If

ConvertHundreds = Trim(Result)

End Function

Private Function ConvertTens(ByVal MyTens)

Dim Result As String
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" Is value between 10 and 19?
If Val(Left(MyTens, 1)) =1 Then
Select Case Val(MyTens)
Case 10: Result = "Muoi"
Case 11: Result = "Muoi mot"
Case 12: Result = "Muoi hai"
Case 13: Result = "Muoi ba"
Case 14: Result = "Muoi bon™
Case 15: Result = "Muoi lam"
Case 16: Result = "Moi sau"
Case 17: Result = "Muoi bay"
Case 18: Result = "Muoi tam"
Case 19: Result = "Muoi chin"
Case Else
End Select
Else
' .. otherwise it’s between 20 and 99.
Select Case Val(Left(MyTens, 1))
Case 2: Result = "Hai muoi "
Case 3: Result = "Ba muoi "

Case 4: Result = "Bon muoi "
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Case 5: Result = "Nam muoi "

Case 6: Result = "Sau muoi "

Case 7: Result = "Bay muoi "

Case 8: Result = "Tam muoi "

Case 9: Result = "Chin muoi "

Case Else

End Select

* Convert ones place digit.

Result = Result & ConvertDigit(Right(MyTens, 1))
End If

ConvertTens = Result

End Function

Private Function ConvertDigit(ByVal MyDigit)
Select Case Val(MyDigit)

Case 1: ConvertDigit = "Mot"

Case 2: ConvertDigit = "Hai"

Case 3: ConvertDigit = "Ba"

Case 4: ConvertDigit = "Bon"

Case 5: ConvertDigit = "Nam"

Case 6: ConvertDigit = "Sau"

Case 7: ConvertDigit = "Bay"
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Case 8: ConvertDigit = "Tam"

Case 9: ConvertDigit = "Chin"

Case Else: ConvertDigit =
End Select
End Function

Bwéc 3. Nhan phim Alt + F11 mdt 1an nita va nhan Ctrl + S dé save lai toan bo tai
liéu.

Buéc 4. Dén day, ban co thé str dung cong thirc
=ConvertCurrencyToVietnamese(B3) dé chuyén ddi tién té tir sb vé chir (voi B3
1a s6 tién bang chir sO)

Vi du: B3 ¢6 gid tri 1a: 123456 thi két qua =ConvertCurrencyToVietnamese(B3)

tra vé 1a Mot Tram Hai muoi Ba Nghin Bon Tram Nam muoi Sau Nghin va

khong Dong
2. Giau bang tinh Excel chuyén nghiép

Trong cdng viéc vin phong, néu ban can gidu mot bang tinh trong tai liéu Excel ma
khéng mudn ngudi khac dung 1énh Format > Sheet > Unhide dé xem bang tinh, ma
theo cach thong thuong khi ban ding 1énh Format > Sheet > Hide dé giau cac bang
tinh (néu khong duoc bao vé bang mat khau) thi chi can ngudi khong chuyén thoi
cling d3 co thé dung lénh Format > Sheet > UnHide dé 1am cho né hién ra bang

tinh roi.
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|5hEEI:2 Worksheet j
Alphabetic lCategnrized ]

(Marne) Sheetz
DisplayPageBrealk False
DisplayRightToLef False
EnableautoFiter False
EnableCalculation True
EnableFormatCon True
EnableCutlining False
EnablePivotTable False
EnableSelection |0 - xMoRestricki
Farme Sheetz
Scrollidrea
Standardiidch

Nhung khi ban ap dung tha thuat nay thi bang tinh caa ban s& dugc an toan hon rat
nhiéu va day ciling 13 mot "phuong an" méi dé cac ban doc tham khao va cé thém
duoc nhiéu sy lya chon trong céng viéc cua minh C4c thuc hién nhu sau: Trong
bang tinh can dugc bao mat, ban hdy nhan ALT+F11 dé mé cua s6 Microsoft
Visual Basic ra. Trong cira s6 Project - VBA Project, nhip dup vao VBA Project,
tiép tuc nhap dup vao Microsoft Excel Objects dé mé cac bang tinh trong tai lidu
sau d6 rdi chon bang tinh ma ban muédn giau -> rdi nhan F4. Trong tly chon
Visible ban nhap vao dau tam giac chon 2-xISheetVeryHidden, cudi cing dong
Microsoft Visual Basic nay lai va xem két qua thé nao Khi nao mudn bang tinh
hién ra tré lai, thi ban chi can thuc hién lai cac thao tac trén va chon -1-
xISheetVisible 1a duoc.

3. Khéa va bao vé nhirng 6 cé chwa céng thic

Chiéu nay gitip ban cho phép ngwoi khdc thay déi cdc 6 cé chiva dit liéu, nhung
cim ho thay doi cdc é chiva céng thirc. Ban ciing c6 thé bdo vé cdc 6 c6 chiva

cong thirc ma khong can phdi bdo vé toan bé trang tinh ciia ban.
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Khi tao mot bang tinh, thudng chung ta s& phai dung dén mot sb cong thire, va khi
chia sé bang tinh cho moi nguoi, ¢ thé ban mudn rang, khong ai c6 thé can thiép
(x0a, stra...) nhitng vao nhitng 6 c6 chira cong thirc. Cach dé nhat 1a cling pho bién
nhat 1 Protect (bao vé&) bang tinh. Tuy nhién, Protect bang tinh khong chi ngin
khong cho can thiép vao cac 6 chira cong thirc, ma n6 khong cho can thiép vao tat
c4, nghia 1a khong ai ¢6 thé lam gi bang tinh cta ban. P6i khi, ban lai khong mudn
nhu vay, ban chi mubn bao vé cac 6 chtra cong thirc thoi, con nhitng 6 chira dir liéu

thi khong.

C6 ba giai phap dé thuc hién diéu nay: Khoa nhitng 6 chira cong thire, str dung
chtic nang Data-validation cho cac 6 chira cong thiic, va ty dong bat tit chirc ning
bao vé.

Khoa cac o6 chira cong thire

Theo mic dinh, tat ca cic 6 trong bang tinh déu dugc khoa (locked), tuy nhién, no
chang c6 tac dung gi trir phi ban 4p dung lénh Protect bang tinh. Pay la cach dé
nhat dé ap dung 1énh Protect cho bang tinh, nhung chi nhiing 6 chira cong thuc thi
moi bi khoa, va duoc bao vé:

Chon toan bd bang tinh, béng cach nhan Ctrl+A, hodc nhan vao cai 6 vuong nam &
giao diém ctia cOt A va hang 1. Rbi nhan nut phai chudt va chon Format Cells, roi

trong tab Protection, bé danh déu & tiy chon Locked, rdi nhan OK:



EXCEL 2010 NGUYEN DAC TAM

Custom Lists

Mumber || Alignment Font Border Fill Protection |

[ Hidden
Locking cells or hiding formulas has no effect until you protect the worksheet (Review
tab, Changes group, Protect Sheet button).

I Ok ][ Cancel ]

Mé khéa (Unlock) toan bg bang tinh bang cach bé tity chon Locked

Sau do, ban chon dai mot 6 nao d6, chon Home —Find & Select +Go To

Special; hodc nhan Ctrl+G hay F5 r6i nhan vao nut Special.... Hop thoai sau day

s€é mo ra:
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Go To Special
Select
) Comments () Row differences
() Column differences
; () Precedents
Mumbers () Dependents
Text
Logicale
Errors () Last cell
) Blanks () Visible cells only
() Current region () Conditional formats
) Current array () Data validation
() Objects
[ oK ] [ Cancel ]

Dung hép thoai Go To Special dé chon cdc 6 c6 chira cong thire

Trong hdp thoai do, ban nhéan vao tuy chon Formulas, va néu can thiét thi chon
hodc khong chon thém 4 6 nho & dudi (li€t ké cac loai cong thirc, mac dinh thi ca 4
6 nay déu dugc chon), va nhan OK. Sau d6, ban md lai hop thoai Format Cells da
noéi & trén, nhung lan nay thi ban danh dau vao tiy chon Locked, va néu ban thich
an ludn cong thirc (khong cho thay) thi danh du vao tuy chon Hidden, nhin OK.
Viéc cudi cung la Protect bang tinh: Chon Home trén Ribbon, nhan vao Format

trong nhdm Cells, rdi nhan vao Protect Sheet...; hoic chon Review trén Ribbon,

roi nhan vao Protect Sheet [E2003: Tools | Protection | Protect Worksheet]:
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H ) - - ¥ Lock and Frotect Cells Containing Formulas [Compatibility Mode] - Microsoft Bxcel

Home Infert Page Layout Farmulas Data Rewview Vit Developer Add-Ins

Ei Aril 10 -|[A K| ™ ||| (S Genern ’ :Eé :ﬁ 5

Pte 1B 2 W || ][O A I B9 S - % 0% | Condtionn romat cen

Solnsert -

Clipboard = Fonit C Alignment ls Humber I Styles Cadl Size
Al ~ 3 S| tL Row Heignt..

A B c D E F G H i J K L] | avtorit Row!
o 1| Column Widtl
3 AutoFit Colun
; Default Widte
3 Visibiality
T Hide & Unhid
g COrganize Sheets
10 Bename Sheed
11 Move or Copy
:g Tab Color
14 Protection
15 —— | i}y Protect Sheet.
16 }
= E Lok Cell
18 5| Format Cglis..

SEER.

Chon Protect Sheet 1z Home

Lock and Protect Cells Containing Formulas [Compatibility Mode] - Microsof

(6=
" “
Home Imsert Page Layout Formulas Data | Review | View Developer Add-Ins

v m I I % L] I I ‘ed Show/Hide Comment EI’] === ﬂi]ﬁqt“t and 5t
4% Show All Comments = el Allow Users
Spelling Research Thesaurus Translate MNew  Delete Previous Mext Protect Share
Comment 3 Show Ink orkbook = Workbook __}Tﬂcl‘. Change:
Proofing Comments Changes

Chon Protect Sheet fr Review

Trong hop thoai Protect Sheet, bo danh ddu ¢ tuy chon Select locked cells, chi cho
phép Select unlocked cells (chon nhitng 6 khong khoa), va nhap vao mot

password, néu can thiét:
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Protect Sheet

Protect worksheet and contents of lodked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

[ | select locked cells ”
""" Select unlodked cells
Format cells

Format columns
Format rows

Insert columns
Insert rows

Insert hyperlinks
Delete columns
Delete rows bl

[ OK l’ Cancel ]

Bo tuy chon Select locked cells trong hop thoai Protect Sheet

Vay la xong. Tt bay gio, nhitng 6 chta cong thirc clia ban s& duoc bao vé, ¢ thé
khong xem thay duoc néu ban di chon Hidden, ban khong lo nhitng cong thirc nay

bi can thiép nira.
Str dung Data-validation

Str dung Data-validation, chi 1a don gian khong cho ghi d¢ vao nhiing 6 c6 chira
cong thurc, nghia la khong cho stra cong thirc. Tuy nhién, phuong phéap nay chi
phong ngtra cho chinh ban, nghia 14 trdnh viéc tdy mdy stra lai cai gi do trong
nhitng 6 chira cong thirc, chir that ra, mdc du da dugc "Validation", ban van co thé
x0a cong thirc, hodc dan vao nhiing 6 do bat ky dir liéu nao ban thich... N6i chung

n6 khong bao vé duoc gi nhiéu. Nhung cling xin ndi so qua vé phuong phap nay:

Dé thyc hién, ban hiy chon nhiing 6 chtra 6 cong thirc bang chirc ning Go To
Specials ma toi da néi & trén. Roi, v6i nhitng 6 chita cong thirc dang duoc chon,
ban goi Data Validation tir menu Data trén Ribbon [E2003: Data | Validation].
Trong hop thoai nay, chon tab Settings, chon Custom cho khung Allow, va nhap

cong thirc nay: =" " vao khung Formula, r6i nhan OK, nhu hinh sau:
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[ata Validation

Settings |Input|‘~"lessage Error Alert

Validation criteria
Allow:
|Cusb:um " | [+]1gnore blank:

ormula:

-

I

(o J[e= ]

Sir dung Data Validation dé bdo vé nhitng é chira céng thirc

Ké tir day, mdi khi ban nhap bat ky thir gi vao trong nhitng 6 chira cong thirc, hoic
ban mudn sira lai cong thirc, s€ c6 mot canh bao xudt hién, ngan khong cho ban
nhap vao. Xin nhéc lai, phuong phap nay khong cdm viéc x6a han cong thirc, cling

nhu dan de thir gi d6 vao nhiing 6 chtra cong thirc.
Tu dong bt tit chirc ning bao vé

Phuong phap nay, s& tu dong bat chirc ning bao vé bang tinh (Protect) mdi khi ban
chon mot 6 da dugc khoa (locked), nhung né ciing sé& ty dong tat chirc ning bao vé

khi ban chon mot 6 khong bi khoa.

Dé bat du, ban hiy chéc chin rang nhitng 6 ban mudn bao vé (6 chtra cong thirc)
dd duoc khoa, con nhimg 6 khong can bao vé thi khong bi khoa, nhu toi di trinh
bay & phuong phap thir nhat. Sau d6, ban nhan Alt+F11, nhan vao Sheet ma ban
mudn bao vé cac 6 d3 khoa & trong do, roi nhap vao trong khung soan thao doan

code sau day:

Private Sub Worksheet_SelectionChange(ByVal Target As Range)
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If Target.Locked = True Then
Me.Protect Password:="Secret"
Else
Me.Unprotect Password:="Secret"
End If
End Sub

Néu khdng can dén password, ban khéng can ding doan Password:="Secret", hoic

néu mudn Password la thtr gi khac, ban sira lai chit Secret bang cai ban muon.
Néu ban lo rang nguoi ta 6 thé vao trong khung soan thao VBA dé xem password,

ban c6 thé bao vé cac code nay (khéng cho xem) bang cach chon Tools —

VBAPTroject Properties, chon tab Properties, chon Lock Project for Viewing,

va nhap vao mot password.

Tuy nhién, phuong phap nay ciing khong hoat dong hoan hao, mac du no ciing
gilp ban dugc phan nao viéc bao vé cac cong thic. Tir khoa Target duoc st dung
trong doan code s& chi dé tham chiéu dén 6 dang "active" ngay tai thoi diém no
duoc chon (xin ndi thém, cho du ban chon mot day, nhung trong day do, chi co
mot 0 "active" ma thoi, 1a 6 dang c6 mau khac vai nhitng 0 con lai). Vi ly do nay,
néu mot nguoi nao d6 chon mot day cac 6 (voi 6 "active” khdng bi khoa), thi nguoi
d6 co thé x6a toan bo day 6 nay, boi vi khi d6 thi chtc nang Unprotect da duoc tu
dong bat!

4. Sir dung Data-Validation khi danh sach nguén nam trong mét
Sheet khac
Sir dung Data-Validation 1a mgt cach dé nhdt dé ap dung mét quy tic nhdp ligu

cho mgt day di ligu. Theo mdc dinh, Excel chi cho phép Data-Validation si
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dung nhitng danh sach nguén nam trong ciing mét Sheet véi day di ligu sé

dwoc &p dung quy tac ndy. Tuy nhién, vdn cé cdch dé lach khéi chuyén do.

Chiéu nay s& gilp ban 1am cho Data-Validation c6 thé st dung nhitng danh séch
ngudn nam trong mét Sheet khéac. Céch thir nhat 12 loi dung chinh viéc dit tén cho

mot dady cua Excel, cach tht hai I sir dung mot ham dé goi ra danh sach do.
Cach 1: Sir dung Name cho day nguén

C6 1& cach nhanh nhét va dé nhat dé vuot qua rao can Data-Validation cua Excel 1a
dat tén cho diy ma ban s& ding lam quy tac nhap liéu. Bé biét cach dat tén cho

day, ban xem ¢ loat bai nay: Sw dung tén cho day.

Gia sur ban di dat tén cho day sé& dung lam quy tac nhap liéu 1a MyRange. Ban
chon 6 (hoic day) trong bat ky Sheet nao ma ban muén c6 mot danh sach x6 ra dé
nhap liéu, rdi trong menu Data trén Ribbon, ban chon Data Tools | Data
Validation [E2003: Data | Validation]. Chon List trong danh sach cac Allow, va
trong khung Source, ban nhap vao =MyRange. Nhan OK. Bai vi ban d sir dung
mot Name dé lam List, nén ban c6 thé ap dung Data-Validation nay cho bat ky

Sheet nao.
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[ata Validation

Settings |Input|‘~"lessage Errar Alert

Validation criteria

Allow:
|List " Ignore blank
In-cell dropdown
Source:
=MyRange Fhz

Cancel

Clear all

Céach 2: Sir dung ham INDIRECT

Ham INDIRECT() cho phép ban tham chiéu dén 6 chua dit liéu text dai dién cho
mot dia chi 6. Va rdi ban cd thé st dung 6 d6 nhu mét tham chiéu cuc b, cho di
n6 tham chiéu dén dit liéu trong mot Sheet khac. Ban c6 thé sir dung tinh nang nay
dé tham chiéu dén noi chtra ddy ma ban s& dung lam danh s&ch ngudn cho quy tic
Data-Validation.

Gia str, day chtra danh séch ngudn ndy nam ¢ Sheetl, trong day $A$1:$A$8. Bé
tao mot Dala-Validation, ban ciing lam nhitng budc nhu t6i da néi ¢ cach 1, nhung
thay vi g0 tén day vao trong Source, thi ban nhap vao d6 cong thic:
=INDIRECT("Sheet1!$A$1:$A$8"). Hay chic chan rang tly chon In-cell drop-

down dang dugc kich hoat, va nhan OK.
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[ata Validation

ESEWHQSE Input Message || Error Alert

Validation criteria

Allow:
List " Ignore blank
In-cell dropdown
Source:
=INDIRECT("Sheet1! $A51: S453")

[ ] Apply these changes to all other cells with the same settings

o) (o)

Néu tén Sheet caa ban c6 chira khoang tring, hoac c6 dau tiéng Viét, ban phai dat
tén Sheet trong mot cip nhay don ('). Vi dy, gia sir tén Sheet chira danh sach ngudn
la Sheet 1 (chu khdng phai Sheetl), thi ban stra cong thurc trén lai nhu sau:
=INDIRECT("'Sheet 1'1$A$1:$A$8"). Chd khac nhau so véi cong thire hoi ndy 1a
c6 thém maot dau nhay don (') sau dau nhay kép ("), va mot dau nhay don (') nita
truéc dau cham than (1).

Xin md mot ngodc don: Néu nhu ¢6 thé duoc, khi gap nhiing tham chiéu dén tén
Sheet, ban nén tap thdi quen ludn ludn bo nd vao trong cap dau nhay don. Piéu
nay, tuy chang c6 tac dung gi vai nhitng tén sheet nhu Sheetl, DMHH.... nhung né
s& gitp ban khéng bao gid gap 16i, khi ban hay dit tén Sheet c6 khoang tring, hay
la ¢ bo dau tiéng Viét...

U'u diém va Khuyét diém cia ca hai cach da néu trén

Pit tén cho diy, va dung ham INDIRECT, déu c6 céi tién loi va ca cai bat tién.
Tién loi cua viéc dat tén cho day, 1a viéc ban thay d6i tén Sheet chang c6 anh

huong gi dén Data-Validation. Va d6 chinh 1a cai bat tién cua viéc ding
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INDIRECT, khi ban d6i tén Sheet, tén méi s& khong tu dong cap nhat trong cong
thire dung INDIRECT, cho nén néu van muén ding cong thac nay, ban phai mo

Data-Validation ra va stra lai tén Sheet trong cong thuec.

Tién loi cua viéc dung INDIRECT, 14 ddy ding 1am danh séch ngudn caa ban ludn
lubn nam yén chd da chon (A1:A8 trong vi du trén chang han). Con néu ban dung
Name, ma ban 15 tay x6a mat vai hang (hoac cot) ngay chd chira Name, thi ban

phai diéu chinh lai cho dung...
5. Piéu khién Conditional Formating bang checkbox.

Mac du Conditional Formating 1a 1 trong nhitng chiéu manh ctua Excel, nhung
mudn bat hay tat n6 bang ribbon hay menu thi kha buc boi. Bay gio ta bién hoa
bang cach diéu khién bang 1 checkbox gidng nhu 1 cong tic (hodc 1 cai toggle

Button cang giéng hon).

Conditional Formating c6 tir o1 Excel 97, gan dinh dang cho nhitng 6 nao thoa 1
sO diéu kién nao d6. Piéu kién co thé 1a 1 diéu kién vé gia tri, nhung ta c6 thé tuy
bién nhiéu hon khi dung diéu kién 1a cong thirc, dua vao do ta c6 thé thay doi dinh

dang cho nhimng 6 nay, khi co su thay di gié tri cua 6 khéc.
1. Dung 1 Checkbox hoic 1 Toggle Button dé xem va an dir liéu:

Ban mudn mét vung dir liéu nao do chi hién ra lic can xem, xem xong thi bién di
cho ranh. Trudce ti€n ban phai gan 1€n sheet 1 Checkbox hodc 1 Toggle Button.
Trong Excel 2010, vao tab Developer, nhan Insert trong Controls - chon Checkbox
hodc Toggle Button trong Control Toolbox, trong Excel 2003 chon trong view —

Toolbar — Control Toolbox, v€ Ién sheet 1 cai. Trong hinh, toi lam thir 2 cai.



EXCEL 2010

Formulas Data Review Wiew Developer
“F Properties E _411 Map Properties
B Qg‘] Yiew Code : ?-_34 Expansion Pack:
Insert | Design ) Source
- Mode g Run Dialog {’3 Refresh Data
I Form Controls | XML
E..l BV EEe
Cl™ 4« 8 abl EHER]_E F G
ActiveX Controls |
= (B ¥ di-f—a—r—————| Checkbox
2o ARRP R

[ —— Checkbox
- @
=H A
;.‘.ﬁ_—— Toggle Button
1A
| 3%

Toggle Button

FALSE View/! Hide |

Froperty ™ wiew! Hide
&
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Nhén vao nit design, click chon céi control ban vira vé, nhén thém nut Property.

Trong ctra s6 Property, sira dong Caption thanh View/ Hide, stra dong Linked Cell

thanh $C$2. (ca 2010 va 2003 nhu nhau, ca checkbox va Toggle Button nhu nhau).
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C D E F 3 H | ]
e} o
FALSE e S Hide Properties
|TuggIEButtunl ToggleButkaon j
. . Alphabeti i
™ wiew/ Hide phabetic Categurlzed]
iMame) ToggleButtonl -
Design Mode Accelerator
- Aukoload False
\ Conw x AukoSize False
i BackiColor [[] aHs000000Fs:
5 Backskyle 1 - fmBackstyleCpagque
% apkion Wiew] Hide
[~ [abi Enabled True
p—_— Faonk Yerdana
ForeColor B =Hs000001 28
=H 8 18,75
'._i ij 226,5
2 =
- (=
= A True
,ﬂ ?’ft" (Mone)
MousePointer |0 - FmMousePoinkerDef ault

Bay gi0 khi ban click chon checkbox hoac nhan nut Toggle, 6 C2 s& lan luot c6 céc

gia tri TRUE va FALSE.

TRUE iew/ Hide FALSE View/ Hide
®view/ Hde e
Bay gid gia st ving dir liéu ctia ban gom 4 fields, trong d6 ban chi muén 3 fields
hién thuong xuyén, con field thur 4 thi khi nao can méi hién ra dé xem, khong can
thi dau di. Ban danh dau chon vung chtra field 4, trong 2010 ban vao tab Home,
Conditional Formating, New Rule, chon tiép “use a formula to determine which
cells to format”, trong 2003 1a Fornat - Conditional Formating - chon tiép

“Formula is”. Trong 6 ké bén, ban go: = $C$2=FALSE.
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Edit Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

Field 4 » Format only values that are above or below average
2 13 » Format only unigue or duplicate values
2 13 » Use a formula to determine which cells to format
2 13
5 13 Edit the Rule Description:
£ =i
p) 13 Format values where this formula is true:
2 13 —$C§2=FALSE =
2 15
2 15
;I o, —
; 1 “_T Preview: Faormat...
£ =
2 15
™ Ok, ] | Cancel |

Field3  [Field 4
12 13
12 13
12 13
12 13
12 13
12 13
12 13
12 13
12 13
12 13
12 13|

Conditional Formatting

Condition 1

~|| | =fC$z=FalLsE %
Presview DF_Fprm_at ko use
when condition is krue:

add == || Delete. .. | [ (0 ]| Cancel |
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Nhéan vao nt Format, dinh dang font chir mau tréng. Nhan OK va OK. Nhén nut
design 1 1an nita dé thoat ta khdi ché do design Mode. Va nhan nat toggle hoic

click chon cai checkbox xem két qua.

TRUE Wiew/ Hide

Field 1 Field 2 Field 3 Field 4 \

| 10 11 12 13
| 10 11 12 13
: 10 11 12 131
5 10 11 12 13
| 10 11 12 13|
| 10 11 12 13}
i 10 11 12 13!
| 10 11 12 13
| 10 11 12 13}
| 10 11 12 13
mmmmee 10 aa 11 e 12 s 13]
FALSE wiew Hide

| 100 11 12 :
: 10 11 12 5
: 10 11 12 :
| 10 11 12 :
| 10 11 12 E
| 10 11 12 :
: 10 11 12 5
: 10 11 12 ;
| 100 11 12 :
| 10 11 12 5
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Néu ban khong thich thi dinh dang 6 C2 chit trrflng luén, dé khoi théy chitr TRUE,
FALSE hién Ién.

2. Tiat mé dinh dang mau cho 6:

Dung Conditional Formating nham t6 mau 6 theo diéu kién gitip ta d& tim duoc
nhirng 6 c6 gia tri dac biét cho trudce. Excel 2010 co nhiéu dinh dang khac nhau
cho gia tri s6 ndm trong khoang cho trudc. Nhung bién phap dé mé tat bang

checkbox 1a khong c6 san.

Tuong tu nhu phan trén, ta tao ra 1 checkbox hodc 1 Toggle Button link téi 6
$C$2. Nhung 1an nay ta dit name cho noé 1a IsFill chang han. Ta ciing dit name cho
0 $A$2 la BeginNum va $B$2 1a EndNum, vdi A2 1a gidi han duéi thi du 100, va
B2 1a gi6i1 han trén thi du 1.000.

Trong vung dit liéu B5:B16, ta mudn gié tri nao nam trong khoang BeginNum va
EndNum s€ dugc t6 mau. Vay dung conditional Formating nhu trén, chon vung
C8:C18, 1an nay cong thirc la:

=AND($C8>=BeginNum,$C8<=EndNum,IsFill)

Chon cho n6 1 dinh dang mau theo y mudn.

Két qua: khi nhan button hodc click checkbox thay doi trang thai thanh True, cac 0
chtra sb trong khoang (100, 1.000) s& duoc t6 mau, cac 6 con lai khong t6. Khi thay

d6i thanh False, cac 6 trd lai binh thudng.

Pong thoi, vi ban dit cong thirc lién quan dén BeginNum va EndNum, nén khi

thay d6i 2 s6 nay, két qua t6 mau ciing thay doi.
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Begintum  EndMum I=Fill
100 1000 TRLIE
Field 1 Field 2 Field 3 Field 4
i1 A 131 1,44%,
o2 B 21 0, 89%,
03 C 1.463 16, 12%
i D 453 ,99%
D)) B Q52 10, 60%:
o] D) 1.453 16,01%
o7 C 785 2,65%
oz L) S84 4,2 3%
09 D 1.479 16,29%
10 B 786 =2, 66%
11 C 1.100 12,12%
Sum 9,077 100,00%
BeginMurm  EndMum I=Fill
100 1000 FALSE Wiew
[ Wiew
Field 1 Field 2 Field 3 Field 4

o1 il 131 1,44%

o2 B 21 0, 89%,

03 C 1.463 16,12%

04 O 4573 &, 9958

D)) B 962 10 &0%,

o] D) 1.453 16,01%

o7 C 785 2 65%

oz L) 384 4,2 3%

09 D 1.479 16, 29%

10 B Fi=is) 2,66%

11 C 1.100 12,12%

Sum 9.077| 100,00%

Ban thay day, néu ban chua xem bai nay ma thay 1 file twong tu cta nguoi khac,

ban c6 thé 1am tudng ngudi ta sir dung code ctia VBA.
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6. Panh diu nhirng 6 chira cdng thic bing Conditional Formatting
Khi mot 6 ¢6 chira dit liéu, ban ¢6 thé mudn biét dit liéu trong 6 don thuan 1a dir
liéu nhap vao, hay dit liéu 1a két qua cia 1 cong thic. Ban c6 thé chi can click chon
6 d6 va xem trén thanh cong thirc. Ban ciing ¢ thé dung phim tat Ctrl + ~ dé
chuyén qua lai giira ché d6 xem gi trj va xem cong thirc.
Chiéu sb 19 nay sé& giéi thiéu v6i ban 1 ham tu tao, két hop v6i Conditional
Formatting dé danh d4u 6 chtra cong thirc. Bang cach nay co thé gitip ban tim ra tat
ca nhirng 6 chira cong thirc trong s6 10.000 6 ma khong phai ngo timg 6 mét.
Mic du ban c6 thé dung 1 ham c6 sin cia Macro4 trong Conditional Formatting,

nhu sau:

Trong hdp thoai Conditional Formatting, chon cong thirc, gd cong thirc nay: =
CELL(“type”,Al). Nhung han ché cta viéc dung ham Cell() 14 cong thirc sé& tu tinh
lai mdi khi c¢6 sy thay doi nho xiu trong bang tinh. Vi Cell() 1a 1 ham thudc loai
volatile. Khi Excel tinh lai Cell() cho 10.000 6 nhu trén sé& khién cho ban buc minh
vi cho doi.

Do d6 ban hay dung tuyét chiéu sau ddy, don gian, dé lam va khong phai ham loai
volatile:

Ban hay nhan Alt — F11 dé vao cira s6 VBA, nhan chudt phai vao This Workbook

dé insert vao 1 module. Nhéap doan code sau vao khung soan thao:
Function IsFormula (CheckCells As Range)
IsFormula = CheckCells.HasFormula

End Function
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Do tinh chat cua Property HasFormula, ham ban méi tao s& tra vé céc gia trj luan
1y True, False. Nghia 1a khi ban g8 vao 6 bat ky cong thuc = IsFormula(Al) s& cho

két qua True néu Al chtra cong thic va cho két qua False néu Al chua gia tri.

Pong ctra s6 VBA lai, tro vé bang tinh. Bay gio danh dau toan bo vung dix liéu caa
ban (c6 thé chon du ra mot sb cot va dong, phong khi ban cap nhat thém dix liéu)

sao cho 6 Al la 6 hién hanh.

Bing cach nhu chiéu sb 18, ban vao duoc chd can thiét dé gd cong thirc trong hop

thoai Conditional Formatting, va go vao:

=IsFormula(A1), sau 6 dinh dang t6 mau hozc d6i mau chit cho khéc nhitng & con

lai.

Sau khi nhan OK ban sé& dugc két qua 1a tit ca nhitng 6 chira cong thire s& duoc to
mau. Néu ban thém hoic thay doi 1 8, néu 6 d6 tré thanh cong thuc thi 1ap tic 6 d6
d6i mau.

Doi khi ban khdng thay két qua, vi anh Bill lanh chanh va cham hiéu, anh ta cho
rang cong thire sir dung ham caa ban 12 1 text nén anh tu sta thanh :

="IsFormula(A1)”. Vay ban phai vao chd cii sira lai.
Bay gio moi khi ban sira hozc thém 1 6 trg thanh cong thire, 6 d6 s& c6 mau. nguoc
lai, néu ban stra 1 cdng thtc thanh gia tri hodc thém gia tri vao 1 6, 6 d6 s& khong
cO mau.

7. Sir dung chirc niing thay thé (Replace) dé gé bé cac ky tw khong

mong muon.

Khi nhép dir liéu hay khi sao chép va dan dir liéu tir ngudn khac vao Excel thi cac
ky tu khong mong mudn s& xuat hién trong toan bo bang tinh ctia ban. Str dung

chiéu nay ban c6 thé khic phuc dugc nhing rac réi khi g& bo cac ky tu khong
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mong mudn bang tay. Chirc ning thay thé (replace) trong Excel c6 thé giup ban g&
bo cac ky tu khong mong mudn trong bang tinh, nhung phai qua mét vai budce phu.
Vi du nhu, ban c6 thé thay thé nhitng ky tu khéng mong mudn bang chudi rong tira
nhu né chua hé tdn tai. Mudn vay ban can biét mi cua tung ky ty ma ban mubn g0
bo. Tét ca cac ky tu déu mang mot ma riéng va Excel s& cho ban biét n6 1a gi khi
ban str dung ham CODE.

Ham CODE s& tra vé mot mé sd cho ky tu dau tién trong mot chudi. Ma nay tuong
duong ky tu ma may tinh cta ban d thiét lap.

Dé thuc hién diéu nay, chon mot trong cac 6 c6 chira nhirng ky tu khong mong
mudn. Tir thanh cong thire, bdi den ky tu va sao chép ky tu d6. Tiép theo chon 6
trng bat ky (A1 chang han) va dan ky ty d6 vao 6 da chon (A1).

Tai 6 khac, nhap cong thuc sau:

=CODE($A$1)

Cong thirc ndy tra vé ma caa ky tu khong mong mudn.
Chon toan bg dir liéu cua ban, chon Home —Editing —Find & Select —»Replace

(v6i phién ban trude Excel 2010: chon Edit —Replace...), & khung Find what:

nhan phim Alt va g5 s6 0 kém theo code di dua ra boi cong thic trén. Néu ma s6
1a 163 thi nhan Alt va nhan 0163. (Hodc ban c6 thé dé con tro chudt tai 6 c¢6 ky tu
khong mong mudn, sao chép ky tu d6 va dan vao 6 Find what ciing duoc)

Bo trong khung Replace With va nhan Replace all. Viéc 1am nay s& x6a bo tat ca
nhimg ky tu khong mong mudn rat nhanh qua viéc do tim ma ky ty. Lap lai cac

budce ¢ trén cho mdi ky tu khong mong mudn tiép theo.
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8. Chuyén doi con sé dang vin ban sang sé thuc

CAc gia tri s6 (number) trong Excel dugc mic dinh canh 18 phai va van ban (text)
thi canh 1 trai. Do vay, cach don gian dé nhan biét cac gia tri s6 va van ban trong

mét cot trén bang tinh 14 ban thiét 1ap ché @6 canh I& mic dinh cho cot d6. Ban vao

Home —nhdm Alignment —chon Format Cells —vao Tab Alignment —chon

General tai hop Horizontal dé thiét Iap viéc canh I& mac dinh cho cot dang chon —

nhan OK dé déng hop thoai Format Cells lai.

Ban kéo cot rong ra mot it dé d& phan biét viéc canh I, khi d6 ban s& thy cac gia

tri s8, ngay thang s& dugc canh 1& phai va van ban s& duoc canh I& tréi.
Dung Paste Special dé chuyén gia tri s6 dang viin ban sang sé thuc

Pay la cach nhanh va dé dang nhat dé chuyén cac gia tri sé dang van ban sang sd

thuc. Cac budc thuc hién nhu sau:
Chon mat & tréng nao d6 va nhan Iénh Copy (Ctrl + C)—quét chon ving sb liéu

dang vin ban dinh chuyén d6i (vi du nhu viing A1:A9 & hinh trén) —nhap phai
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chudt va chon Paste Special... —chon Add tai nhdm Operation —nhan OK dé

hoan tat.

D E

LB Paste Special

Paske
) al
) Eormulas

) Yalues

i) Formaks
D Comments
() Walidation

Operation

) Subkract

[ ] =kip blanks

?X

{2 Al using Source theme

() Al except borders

) Column widths

" Formulas and number Formats

() Yalues and number formats

1 Mulkiply
) Divide

[] Transpose

| ok || cancel |

Viéc 1am trén s& gilp chuyén toan sé céc con sé dang vin ban sang sé thuc, vi 6

rdng c6 gia tri 1a 0 va khi ban cong bat ky sé nao vao mot con sb luu duéi dang vin

ban trong Excel thi ban di 1am cho con s dang van ban chuyén thanh sé thuc.

Dung cic ham TEXT dé chuyén doi

Ban c6 thé &p dung nguy@n tic nhu cach trén vao mot sé ham cé sin caa Excel dé

thue hién viéc chuyén d6i. Thong thuong, khi ban dung mét ham thudc nhém

TEXT va két qua tra vé dudi dang con s thi Excel van xem con sb d6 1a gia tri

dang van ban.

Gia str ban c6 mot vung dit liéu A1:A7 nhu hinh sau:
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A
1 |$143.26 Hong
2 |$1863.36 Mai
3 ($789.97 Lan

4 |$78979.989 Cuc
5

Ban dung hai ham trong nhém TEXT 1a LEFT va FIND dé tach cac gi4 tri ra khoi

cac chudi van ban nhu sau:

B1 - f | =LEFT{ALFIND(" ",A1)-1)
A B C D
$143.26 Hong  [$143.26 |

51863.36 Mai  S1B63.36
S789.97 Lan 5789.97
S78979.989 Cac 578979.989

Bl pa e

—LEFT(ALFIND(" ",A1)-1)

Sau khi dung ham dé tach phan gié tri ra thi cac két qua tra vé van dugc Excel xem
nhu 12 van ban vi chung dugc canh 18 trai nhu hinh sau:

Do vay, ban can phai hiéu chinh céng thiic tac chudi trén mot it dé két qua tra vé la
cac con s6 thuc su bang cach cong thém sé 0 vao sau cdng thuc trén:

=LEFT(AL,FIND(" ",A1)-1) + 0

1 - S | =LEFT(ALFIND(" ",A1)-1) +0
A B C D E
1 |$143.26 Hong  $143.26 | 143.26]
2 51863.36 Mai  S1863.36 1863.36
3 |$789.97Llan  $789.97 789.97
4 |$78979.989 Cuc $78979.989 78979.989
9. Tang thém so lan Undo cho Excel

Tat ca ching ta déu da quen thudc voi chitc nang Undo ctia Excel, cho phép ching

ta 1am lai nhimng sai 1dm cta minh. Tuy nhién, mic dinh, chung ta chi c6 thé Undo
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duoc 16 1an. Chiéu nay gitp ban c6 thé ting s6 1an Undo 1én nhiéu hon, c6 thé dén

100 14n.

Khi ban str dung chirc nang Undo cua Excel, va ban da thuc hi¢n Undo 16 lan, thi
nat Undo bi mo di, khong thé Undo duoc nita. Ngoai ra, khi ban nhan nat Save dé
luu bang tinh, thi nit Undo cling bi mo di, va danh sach nhirng tac vu (nhitng hanh
dong da thuc hi¢n trén bang tinh) ma ban da thyc hién bi mét sach. Do 1a do khi
ban luu bang tinh, Excel cho rang ban dé hai 10ng véi bang tinh nay (thi méi nhén
Save), va no thiy rang khong can thiét phai giir lai danh sach nhiing tac vu trudc

khi Ivu ntra.

Ban c6 thé thay rang, quay lui lai 16 lan 1a khong du, nhung lam cach nao dé ting
s6 1an nay 1én? Nghia 13 lam cach nao dé tang danh sach cac tac vu ctia ban 1én?
Thua rang, c6 cach, va ban c6 thé tang con sb nay 1én dén 100 lan.

Dé 1am diéu nay, trudc hét, ban hiy thoat khoi Excel. Sau d6 ban chay 1énh Run
ciia Windows (Start | Run, hoic nhan phim Window + R), g& vao d6 Regedit.exe
va nhan OK.

Run Ex

- Type the name of a program, folder, document, or
= Internet resource, and Windows will open it for you,

Cpen: v

[ Ok H Cancel ][ Browse... ]

Khi ban d3 mé duoc chuong trinh Regedit, hiy tim dén khoa:
HKEY_CURRENT_USER \ Software \ Microsoft \ Office \ 11.0 \ Excel \ Options

Con sb 11.0 & trén day c6 thé khac, vi du voi Excel2000 thi né 1a 10.0, véi Excel
2010 thi n6 12 12.0
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File Edit View Favorites Help

I:l Microzoft Management Console
3 MPEG2Demultiplexer
[ W5 Design Took
3 MsDAIRP
L3 MsPaper 11.0
A Muttimedia
I:l Met Framework Setup
[C3 MetDDE
[ Hetshow
I:l MNotepad
I:l Nibackup
=23 office
=-E3 1.0
I:l Common
= I:l Excel
I:l Add-in Manager
i Options y
I:l Recent Files
I:l Security
I:l Spell Checker
I:l Userinfo
3 wom
[ outlook
3 120
I:l Access
I:l Common
I:l Excel
(3 outleok

My ComputertHKEY_CURRENT _USER\Software\Microsof\O ffice\11.MExcehOptions

[

[ %

Nhén Edit | New | DWORD Value (xem hinh). Mot muc méi New Value #1 s&
duoc tao ra trong khung bén phai, ban nhap vao dé chir UndoHistory, va nhan

Enter.
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File | Edit View Favorites Help

Mew r Key »
Permizgions... String Walue
Delete Del E'WU”E
ename DWORD Value k
Multi-String Walue
Copy Key Name Expandable String Value
Find... Ctri+F
Find Mext F3
-] Ntbackup
=23 office
=-E3 1.0
I:l Cormmon
= I:l Excel
I:l Add-in Manager
g Options =
I:l Recent Files
I:l Security
I:l Spell Checker
I:l Userinfo
3 wom
[ outlook
3 120
I:l Access
I:l Common
I:l Excel
[C3 outleok w

Adds a new DVWORD value.

Nhén dtp (double-click) vao muc UndoHistory méi tao, roi gd vao hop thoai mo
ra mot con s6 bat ky, mién 1a 1én hon 16 va nhé hon 100. Nhan OK, r6i thoat

Regedit.

Edit WWORD Value

Value name:

|Ur1do Histony |
Value data: Base

|:,. | (%) Hexadecimal

") Decimal

| ok || Ccancel
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Ban hay khai dong lai Excel va thir 1am gi trong d6, rdi nhan vao nat Undo xem
ban ¢6 thé Undo dugc bao nhiéu lan nhé. Hy vong rang Undo 100 1an, d3 1a quéa du
cho ban. Tuy nhién, néu ban nhan luu bang tinh, thi danh sach cac tac vu c6 thé

Undo
10. Tach ho va tén trong cung mot cot trén bang tinh Excel

Buéc 1: Khi nhap li€u vao bang tinh Excel, thong thuong ta nhap ca ho va tén vao
cung mot 6. Tuy nhién, c¢6 khi sau d6 ta can phai tach riéng tén ra khoi ho va tén
dém, néu lam tha cong bang thao tac sao chép rdi dan qua 6 khac thi s& rat bat tién.
Néu sir dung ham Right két hop véi mot vai ham khéc thi ciing c6 thé cho ra két
qua nhu ban muén, nhung trong mot sé trudng hop sé cho két qua khong chinh
xac. Co mot phuong phap t6i wu hon sé& gitp ban hoan thanh tot cong viée nay,

cach thuc hién cling kha don gian nhu sau:
Budrc 2: - Trén bang tinh chira ¢t ho tén can tach, nhan Alt+F11

Budrce 3: - Tiép theo, ban nhan menu Insert va chon Module s€ xuat hién mdt ctra

sO soan thao.

- Book1 - Module1 (Code) |
|{Genera|} j |{[Ileclarati-:rns} ﬂ

Budc 4: Ban nhdp doan ma 1€nh sau vao ctra s6 soan thao:

Private Function Tachten(ten As String, Ig As Integer)
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Dim j As Integer

Name = Trim(ten)

For j = Len(Name) To 1 Step -1

If Mid(Name, j, 1) =" " Then

If Ig ="1" Then

Tachten = Right(Name, Len(Name) - j)

Else

Tachten = Left(Name, j)

End If

Exit For

End If

Next

End Function

Budc 5:- Ban nhan Ctrl+S dé luu lai va quay tré vé bang tinh Excel.

Budc 6:- Bay gid dé tién hanh tach riéng ho va tén dém vao mdt 6 moi, ban dat
con trd tai 6 m&i chtra ho va tén dém ro1 nhdp vao cong thirc =TachTen(B3,0) va
nhan Enter s€ thay ngay két qua.

- B¢ tach riéng tén vao mot 6 mdi, ban dat con tro tai 6 s€ chira tén can tach va

nhap vao cong thirc =TachTen(B3,1) rdi nhan Enter 13 xong.

Ghi chi: B3 chinh 1a dia chi ctia 6 ban dau chira ca ho, tén dém va tén.
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11. Tao muc luc trong Excel

Néu ban d3 ton qué nhiéu thoi gian trong mot workbook (bang tinh) véi rat nhiéu
worksheet (trang tinh), ban s& cam thong duoc sy khé khan trong viéc tim kiém
mot trang tinh nao d6. Khi d6, c6 1€ ta nén lap mot chi muc cac trang tinh dang co6

dé thuan tién cho viéc diéu hudng trong bang tinh.

Bang céch sir dung mot chi muc cac trang tinh s& cho phép ban nhanh chéng va dé
dang diéu hudng trong bang tinh, chi bang mot cd nhap chudt s& dua ban dén chinh
x4c noi ban mudn dén ma khong lo bi nham Ian. Ban ¢ thé tao mét chi muc trong
mot vai cach: bang tay, tu dong tao ra bai ma VBA, hoic 14 st dung trinh don tuy
chon theo ngit canh (tham chi ¢ thé ding cac ham Macro4 — khong trinh bay ¢
day).

Tao chi muc thi cong

Cach nay rat d& 1am, ban chi can chén mai mot worksheet va dit cho né mot cai
tén, vi du nhu tén 1a Index. Sau do, ban nhan vao tén cua cac worksheet co trong
workbook va tao cac siéu lién két (hyperlink) dén cac worksheet twong ng véi tén
ma ban nhap.

Pé tao hyperlink ban chon tén sheet, sau d6 vao Insert | chon Hyperlink tai nhém

Links | Insert | Hyperlinks] hozc nhan phim tat 1a Ctrl+K dé mé hop thoai Insert

Hyperlink.
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Link, ko Text ko display: | | ScreenTip. ..
Lookin: | e WINKP (C:) v|
Existing File ar
Web Page |5 84ed91675996e2236c4 L e0f 2b . Bookmark. .,
Current kir =i =
Falder (= .
|5y Documents and Settings
Place in This ) 0ssT
Document Browsed ||C7) Perflogs
Pages |5 Photoshop _
3 |5 Program Files
Create Mew Recent ) Tuxedo
Dacurent Files |5 win3k
) WINDOWS v
Address: | b |

E-mail Address

Zancel

Chon Place in This Document va chon tén Sheet mudn két néi toi. Nhan nit OK

dé hoan tat.

Phuong phap nay phu hop khi bang tinh khéng c6 quéa nhiéu worksheet va tén
worksheet khéng c6 su thay doi thudng xuyén, néu khong s& gay ra nhiéu kho

khan cho cong tac bao tri trang chi muc.
Tao chi muc tw ddng bing cach sir dung VBA

Mot cach thay thé khac 1a st dung VBA dé ty dong tao ra cac chi muc. Poan mé
sau day sé& ty dong tao ra mot bang chi muc lién két dén tat ca cac worksheet ma
ban c6 trong workbook. Bang chi muc nay s& duoc tao lai méi khi worksheet luu

chi muc duoc chon.

Poan ma nay phai dugc dat trong private module cta Sheet chira chi. Chen mot
worksheet mai vao workbook va dit tén cho nd 1a Index chang han. Nhap chuét
phai vao tén worksheet vira tao va chon ViewCode tir trinh don ngit canh hoac
nhan t6 hop phim Alt+F11.

Nhéap doan ma VBA sau vao ctra s6 Code:
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Private Sub Worksheet_Activate()

Dim wSheet As Worksheet

Dim ICount As Long

ICount=1

With Me
.Columns(1).ClearContents
Cells(1, 1) = "INDEX"
End With
For Each wSheet In Worksheets
If wSheet.Name <> Me.Name Then
ICount = ICount + 1
With wSheet
.Range("Al1").Name = "Start" & wSheet.Index
.Hyperlinks.Add Anchor:=.Range("A1"), Address:="", SubAddress:= _
"Index", TextToDisplay:="Back to Index"

End With

"Start" & wSheet.Index, TextToDisplay:=wSheet.Name
End If

Next wSheet
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End Sub

Nhén t6 hop phim Alt+Q dé thoat VBE va tré vé ctra s6 bang tinh, sau d6 luu bang
tinh lai. Bé chay doan ma vira tao, ban dung chudt chon sang worksheet khéc trong
workbook va sau d6 chon lai worksheet Index dé kich hoat sy kién

Worksheet_Activate.

Luu y rang, doan ma s& cac dat tén (Name) cho cac 6 A1 & mdi worksheet kém
theo sb chi muc ctua worksheet trong bang tinh (worksheet dau tién c¢6 chi muc 1a 1,
ké do 1a 2, 3.... n). Diéu nay bao dam rang 6 Al trén mdi trang tinh c6 mot tén
khac nhau. Néu 6 Al trén worksheet cua ban da duoc dat tén, ban nén can nhic

dén viéc thay doi 6 Al trong doan ma sang mot dia chi khac phu hop hon.

Luu ¥, néu ban c6 thiét 1ap Hyperlink base (siéu lién két co so) trong workbook thi
cac hyperlink duoc tao ra tir doan méa trén s& khong thé hoat dong dugc, do ching
da lién két dén cac Name trong workbook hién hanh. Khi thudc tinh hyperlink base

duoc thiét 1ap thi cac siéu lién két s& tro dén hyperlink base két hop véi cac Name.



