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=1. Khai niém

0 CSDL gom cac trudng (field) va ban ghi (record).

0 Trudng 1a mdt cdt CSDL, mdi trudng biéu thi mot
thudc tinh cta d6i tugng va cé kiéu dit liéu nhat
dinh.

0 Ban ghi la mét hang di liéu.

0 Dong dau cua mién CSDL chira cac tén trudng,
cac dong ti€p sau la cac ban ghi

A B c D E F G H I 1| x
| BAVGTIVH LUONG
) B kg 200
]
LS HOVATEY  |scon |BicLG GiocdvG| Loy | LcB | THUONG puck  |TiNG| ToNG
51 [NwhVaNo 3 s wm B s ) 10000 60
6 2 [MaTwlm D 5 103005
73 [LeVTim IR ) 5 48405
$ 4 [minVaTu R ] 11200
95 |NudQuicHmg R ) 10000 76600
10 6 [viTiHe 3w B[ s ) 10000 90
11 |Gk TR ] 00
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1 10 TrVaBioh 15 o 4 | 5o 5 150005
5 11 [laVaTod T 0 105000
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=2, S&p xép (Menu Data/Sort)

0 Khi sap xép CSDL — phdi chon tit ci cdc cét.

0 Co s6 dir liéu khong co dong tén truong thi tén cot s€ thay
tén truong.
0 C6 thé sip xép theo hang hoic theo cot

2 Cach lam: Chon mién —chon menu Data/Sort

l Data ’ Review  View

[35] Connections A A K Clear
° R

A properties T Reapply
El z| sort | Fiter |
=3 Edit Links A .E/Advanced
onnections | Sort & Filter

S&p xép (Menu Data/Sort)

Thém cot sép xép\

C6 dé tiéu dé g dau dong

Chgn C@t Sé'p Xé'p\ My data has header|
ot 5
Chon Option sé&p xé&p thgo/
cac tuy chon
Cancel




3. Loc d@? liéu (Menu Data/Filten)

0 DUng dé& |18y cac ban ghi théa man diéu kién nhat
dinh.

0 Co hai loai:
OAutoFiter: hd trg didu kién loc.
DAdvanced Filter: tu dinh nghia diéu kién loc.

0 Cach s dung:

Data | Review  View

|@Connecﬁons Al alz| K Clear
2

%[ Properties Ty Reapply
= Zl Sort Filter |
23 Edit Links A \2"; Advanced

onnections | Sort & Filter

3.1 AutoFilter

0 Chon mién CSDL, dat tén Database.
0 Vao menu Data/Filter/AutoFilter

Chon tiéu tri loc Nhap gia tri mudn loc
STT ~ HO VA TEN <| SO Cco -| BACL - | GIGLON - LOAI - i
1 Nguyén | 2] Sort Smallest to Large' / 200 B 1
2 Trdn Tht Z| sort Largest to Smallest / 208 A
= s e Sort by Color R / 200 B
a Tran Var / 208 A ‘
= Ngoé Que / 200 B ‘
L= Va Thi b - L 200 B ]
7 Giang K Number Filters > Equals... ]
8 Ly My P Search Does Not Equal... ]
° 1e Kiéu - ]
10 Tran Var E (;ezlect Al ~ Greater Than... i
tn e | 222 Greater Than Or Equal To... i
<] 290 = Less Than...
1/ Nhap }"% 310 Less Than Or Equal To...
2/ Tinh : e Between...
E410 = Top 10..
— i Above Average

3/ Tinh : [ ok ] [ Cancel ]

47 Tinh 1 . Below Average

5/ Tinh Phu cap : Phu cap = 10000 néu s& con >= 2 Custom Filter... ’
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*3.2 Advanced Filter

0 Cac budéc:
abinh mién diéu kién(co thé dat tén Criteria) gém: dong
dau ghi tén trudng dé dinh diéu kién, cac dong ghi diéu
kién lién ké bén dudi. Cac bkién cung dong la phép toan
AND, khac dong la phép OR

0Vi du:
M1 M2 M2 M2
5 »= | =5 <= |
/ AN \
M1 =5 M2 >=6 5<M2<=9

** Advanced Filter

Advanced Filter

Action
™ @ Filter the list, in-place
Hi¢n KQ lgc ra noi khaC\-»O Copy to another location

Chon mién CSDL ———————— 4 i¢ rance:

Hién KQ loc ngay tai mién dir liéu——|

Chon mién diéu kién Criteria range: | §K§6:4L47 %l
Chon mién hi¢n KQ Copy to: | %, |

Chi hién 1 ban ghi trong s6 nhirg KQ-

. . T Unique records only
trung lap

l OK ” Cancel ]




14 \ ? ' 4 ? ~ = N\
4, Cac ham xu ly co so du lieu
0 Ca phap:
Tén_ham(MiénCSDL,C6t n,Mién_diéu_kién)
tinh todn trén trudng & d6i s6 thr 2 ciia mién CSDL thod man
mién tiéu chuan.
0PGi s6 thir 2 cling cb thé Ia tén cdt (tén trudng).
0 Tén_ham gom:
0DSUM: Tinh téng cia mot ddy hodc CSDL thoa man diéu kién
LDMAX: Tim Max clia mot ddy hodc CSDL thoa maén diéu kién
LDMIN: Tim Min ciia moét ddy hoac CSDL thda man diéu kién
LDAVERAGE: Tinh trung binh ciia mot ddy hoac CSDL thda man
diéu kién
L:ILD_(;OUNT: DEm s6 6 clla moét day hoac CSDL thda man diéu
ién

A B € D E F ¢ | ® | 1 | 1 |
1| Tree Height Age Yield Profit | Height
2 |Apple =10 <16
3 |Pear
4 | Tree Height Age Yield Profit
5 |Apple 18 20 14 105
6 |Pear 12 12 10 96
7 |Cherry 13 14 9 105
8 |Apple 14 15 10 75
9 |Pear 9 8 8 76.8
10 |Apple 8 9 6 45
11
12 |Téng loi nhujin cia cy Tao 225| =DSUM(ALEIDS AT.A2)
13 | Lot nhun Max clia cac chy tao va ciy I8 105| =DMAX(A4EDS ATAT)
14 Lot nhuanMin cta céc cay tao cd chigu cao > 10 75| | =DMIN(A4:E10,5,A1:62)
15 | Tudi trung binh cia céc céy trong CSDL 13| =DAVERAGE(A4:E103 ALE1D)
16 [Dém xem c6 bao nhitu cy tho cd 10 < chifu cao <16 1| =DCOUNT(A4:E10,"Age" A1:F2)
17
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= 5. Tinh todn theo nhdm sé liéu

0 B1: Sap xép CSDL v6i khod la truong phan nhém
0 B2: Chon CSDL, gém cd dong tén truong
0 B3: vao menu Data/Subtotal... Emmmmmmsmsty o]

Group Ungroup Subtotal

| Subtotal ? i
Chon trudong e
phan nhom Tree [=]
\ Use function:
Chon ham can tinh [-]
Add subtotal to:
- R B
Chor} nhiing truong — Dg;%"t
can tinh todn
[V Replace current subtotals
["] Page break between groups

[V] Summary below data Nén dé 2 |L_Pa Chon
[Removent | [ ok ] [ conce 1' mac dinh nhw hinh vé

4 Tree Height Age Yield Profit
[ - 5 |Apple 18 20 14 105
6 |Apple 14 15 10 75
- 7 |Apple 8 9 6 45
= 8 |Apple 40 44 30 225
[ 9 |Chenry 13 14 9 105
= 10 |Cherry 13 14 9 105
[+ 11 |Pear 12 12 10 96
12 |Pear 9 3 3 76.8

5 Pear

13 |Total 21 20 18 172.8
- 14 |Grand 74 78 57| 5028




”""36. Bang hai chiéu (Menu Data/Pivot Table)

Q Tc“)’nlgA két dir liéu theo phan loai “catogories”

~

da lieu.
2 Pivot Table c6 cac khai niém:
QRow field: s6 liéu dung dé ghi cac dau dong & bang
hai chieu. i
JColumn field: sé liéu dung dé ghi cac dau cét & bang
hai chieu. ]
QPage field: s6 liéu dung dé ghi cac dau trang ¢ bang
hal chieu
OData : s6 liéu dé tinh
2 Cac budc:
1Chon CSDL va dat tén la Database
aVao menu Insert\PivotTable and ...

* Sir dung PivotTable

01 - MOt ngudn di liéu bén ngoai, dudc to
chifc theo cac cot

12 - Cot dit liéu dung cho Report Filter

03 — COt di liéu dung cho Column Label

14 - Cot dit liéu dung cho Row Label

05 - Cot dit liéu dung cho vung Values
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Vi d
1 Bang théng ké tién lnh
2 |Khoa Bd mén Nguwoi inh S6 tién linh Ngay linh
3 |Kinh té T3 chive Tran Thu Ha 2000000 12/20/1999
4 |Kinh té Théng ke Le Van Thwe 3000000( 11/25/1999
5 |Kinh té T3 chirc Ngd Thu Thuy 5000000( 10/10/1999
6 |Sw pham Ngoaingt D3 Thu An 1000000  9/2/1999
7 |Sw pham Tin hoc Nguygn Vian Ha 6000000| 3/10/1999
8 |Sw pham Ngoai ngi¥ L& Vian Thoan 2000000| 12/3/1999
9 |Sw pham Tam Iy L& Hung 2500000| 3/25/1999
10 |Co dién May kéo Ngd Thu An 3500000 12/25/199%
11 |Co dién Pién P3 Thu Anh 4500000 6/12/1999
12 |Co dign May kéo Nauyén Vin Hing 1500000 4/2/1999
13 |Co dién Pign P& Huan Minh 7500000 7/8/1999
14 |Sw pham Tin hoc Trinh Xuén Thu 4500000 5/7/1999
15 |Kinh t& T3 chive Ngs Thi Ha 6500000 9/8/1999
16 |Kinh té Théng ké L# Thanh 3500000 12/12/1999
Ch1 - Cd s8 dif liéu 17
f’fg N
l‘l'l'Aé
“Két qua
16384C | B | ¢ D E F G H | J | PivotTable Field List
(All) S Choose fields to add to
report:
of S8 tién finh Column Labels - |Khoa
Labels - Dién May kéo Ngoai ngit Tamly Théngké Tinhoc Téchu Té chirc Grand Total v|Bg mon
uAn 1000000 1000000 | | Y/Ngudilinh
2uAnh 4500000 4500000 | | Y0 en ik
14n Minh 7500000 7500000 o
ing 2500000 2500000
anh 3500000 3500000
n Thoan 2000000 2000000
nThu 3000000 3000000
Thi Ha 6500000 6500000
Thu An 3500000 3500000
Thu Thay 5000000 5000000
&n Van Hai 6000000 6000000
&n V3n Hung 1500000 1500000 Drag fields between areas beli
Thu Ha 2000000 2000000 | W ReportFiter [ Col
Xuén Thu 4500000 4500000 Khoa v | | Bamar
d Total 1
41 Rowlabels 3 Val
Ngudifinh v Sum of
Sheet4 /Sheetl /Sheet2 /Sheet3 /#J M4 > L
Ch1 - Cd s8 dif liéu 18
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"7. 1In trang tinh

0 Trudc khi in 8n cdn phai dinh dang trang in dé
dugc trang in dang yéu cau

0 Vao menu Page Layout

0 Chon cac nut trén thanh cdng cu dé& ciu hinh
trang in

s F @RS @ E
=S 13 i
] 5 &5 & 0
Margins Orientation Size Print Breaks Background Print

= = > Area~ > Titles
Page Setup r~

“"ADinh dang trang in

1. Tab Page:

@ adjust to: % normal size
Kich thuéc _|

O Fitto: E} page(s) wide by E} tall

ngang

trang: chon A4 ~\‘|
Paper size: A4

O

Print quality: | 300 dpi

]

First page number:

Page Setup E”ZJ
Trang doc |
i Page l Margins | Header/Footer | Sheet |
L orientation -- Chon dé in
Portrait O{ndscane (print Preview - Xem trudc
Trang X0aY (g ) ||  Khiin
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“Binh dang trang in (2)

2. Tab Margins:

Page Setup

2IX

| Page I?Margms“ Header/Footer | Sheet |

Chon kich -

thuéc cac1é || & ——— |
ks #
trang 1In =~ {

Can gilra trang noi
dung can in

\ Bottom:

Center on page

+ theo chiéu ngang —f—rerntaly__—[ertcaly

Right:
N
Footer:

+ theo chiéu doc — |

Chon | Printer
may in Name: [qgudtmntHPsL VI [ PLDPSFUBS---"]_ — Chon
Status:  Idle s A A
Type: HP LaserJet 6L thong 'SO
Where:  LPT1: may In
C t:
erme [ print to file
Tn tht ca | Feerenoe Copis | Chon s6
O all Number of copies: i ban C‘én in
In tiy trang —f"OPeeets) Eom: [ 3|1 [ 7]
#1dén | picunat @ [P Do
trang #2 O Selection O Entire workbook
(® Active sheet(s) List

» DE& tranh ban in khdng dep, khong chinh xac, nén
xem ky trudc khi in bang cach bdm nut Preview

7/16/16

11



