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Nhirng diém méi trong Microsoft Excel 2010

Chirc nang Backstage View

Giao dién ribbon cua Office 2010 dwgc dua vao tat cd cac ing dung trong goi

Office 2010.

Cong cu Backstage View duwoc truy cap qua phim Office (géc trén bén trai), hd

tro s&r dung cac tac vu nhu luu tai liéu hodc in an.
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Thém tinh nang Sparkline
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) More Colors..

Excel luén cé di¥ liéu d6 thi va biéu d6 rat phong pht dé mé ta dir liéu va xu
huwdng. Véi Excel 2010, Microsoft d3 b6 sung thém mét tinh nang mai -
Sparklines. Tinh nang nay cho phép ngudi dung dat mét dé thi cd nhoé (mini)
hay mot dong nhan dinh khuynh hudng trong moét 6 (cell). Sparklines la cach
nhanh nhat va don gidn nhat dé thém thanh phan do6 thi hién thi vao mot cell.

Mon Tues Wed
All Books T— ., % 7821 §70% 6911
Arts & Photography TTtew— . & 585 § 592 & 561
Children's Books T —— $ 965 | $ 1,007
Computers & Internet TTT—_ .5 %3 § 952 5 920
History .- 8 B89 $ 614 § 636
Mystery & Thrillers T .- 5 789 5 681 S5 698
Cooking e . [5 10a7]s 8 § 997
Romance te— . 5 B61 S 789 $ 695
Science Fiction & Fantasy = — . 5 796 5 672 $ 635
Sports —— . [s 1108|s 927 § m




Mon Tues Wed

All Books Emmw___ 5 7871 57026 5691
Arts & Photography Elm_____ 5 585 % 532 5 56
Children’s Books HEElw____ |5 1005|5 965|5 L000
Computers & Internet [ ] | U 963 5 952 5 92
History EmBEl_ = 5 615 5 614 5 63
Mystery & Thrillers Heml___ 5 7E3 % 681 5 6%
Cooking BmB.__ |3 1047 |3 3234 S 99
Romance Il _ 5 861 & 789 5 6
Science Fiction & Fontasy Hmm=_ __ 5 795 5 672 5 6%
Sports Bl _ 5 1106 5 927 5 7O

Sparkline 1a cach hitu ich dé thém mot yéu t6 truc quan nhanh va gon.

Tinh nang Slicers

Slicers la mét trong nhirng tinh ndng trong Excel 2010 cé thé gitp ban gidi thich
di¥ liéu clia ban dé dang hon. Mt cach nhanh chéng, ban cé cai nhinh tryc
quan siu théng qua sé luvong |&n dit liéu.

Row Labels <7 Sum of Sales Amount

Arts & Photography 514,711

Grand Total $14,711
Store i || Genre R
Bellevue * || Arts & Photography
Issaguah Children's Books
Everett Computers & Internet
Seattle E History
Redmond Mystery & Thrillers
Edmonds Nonfiction
Tacoma Romance
George Science Fiction & Fantasy
Kirkland Sports

Vi du, ban cé thé sir dung Slicers dé loc thdng qua cac dir liéu cha ban va cé thé
nhanh chéng tim thay nhirng thong tin cd lién quan

Khi di¥ liéu trong bang Pivot Table thay ddi, Slicer s& tuw ddng dwgc cap nhat.



Dinh dang di¥ liéu c6 diéu kién

Chirc ndng conditional format méi bao gdbm nhié kiéu dinh dang va icons va
kha nang t6 sang chi nhitng muc duoc chi dinh nhw gia tri I&n nhat, nhd nhat...
v&i chi 1 cu click chudt

Day la chirc nang rat hay trong Excel 2010. Néu ban cé mét bang véi nhiéu sé
liéu khac nhau, thong thuorng dé danh gia dit liéu, ching ta thuwdng dung cac
ham rat trich va loc dit liéu. Tuy nhién, vdi chirc ndng nay, ban khéng can dung
ham, cang khong can 18y di liéu ra khoi bang ma van cé thé danh gia chinh xac
di* liéu qua cach lam ndi bat cac 6 theo mot diéu kién dinh san. Thuc hién nhu
sau: quét chon mot cét hodc dong dir liéu can danh gia, sau d6 bam nat
Conditional Formatting, m6t menu hién ra vdi cac tuy chon:

Kiéu danh gia sang loc:

Ki€éu danh gid nay sé sang loc di¥ liéu cla ban ngay tai trong bang ch khong
phai trich riéng ra ngoai nhu cac phién ban Excel trudc day. Chuong trinh thyc
hién “sang loc tai chd” bang cach lam ndi bat I1én nhirng 6 dung vé&i diéu kién
hoac quy luat do ban quy dinh. Sau day la hai nhdm quy luat chinh:

e Highlight Cells Rules: lam néi bat cac 6 theo mét trong cac diéu kién:
Greater Than... (I&n hon), Less Than... (nhd hon), Equal To (bang) mot gia
tri so sdnh nao d9, Between (giita 2 gia tri), Text that Contains (6 chit co
chtra chudi ky ty quy dinh), A Date Occurring (theo quing thoi gian),
Duplicate Values (6 dit liéu trung nhau).

Khi ban chon xong mot diéu kién Iam ndi bat, s& xuat hién mot hép thoai
yéu cau ban nhap gid tri can so sdnh va mau td n6i bat cho 6 phu hop vai
diéu kién so sanh dé. Xong, ban bdm OK dé chuong trinh thyc thi trong
bang tinh.

e Top/Bottom Rules: quy ludt nay gdm cac diéu kién: Top 10 Items (danh
ddu 10 6 co gia tri [&n nhat), Top 10% (danh ddu 10% s6 6 cé gia tri lon
nhat), twong tu vai Bottom 10 Items va Bottom 10%, Above Average (6
cé gia tri l&n hon gid tri trung binh cha cdt/hang), Below Average (6 c6
gia tri nhd hon gia tri trung binh cta cét/hang). Khi ban chon déanh gia



theo dit liéu hang Top hodc Bottom, mot hdp thoai yéu cadu ban nhap sé
6 can lam ndi, chdng han nhu Top 10 hay 20, Top 10% hay 20%... 1a tuy
ban tinh chinh, sau dé bAm OK dé hoan tat.

Ki€u danh gia hién thi mc do:

e Data Bars: ban bam chon kiéu danh gid nay, chon mét mau ungy trong
menu hién ra. Khi d6, trong vung dit liéu cta ban sé xuat hién cdét mau
danh gid mirc d6 dir liéu gitip ban dé dang so sanh cling nhw nhan ra sy
tang giam cha sb liéu nhap vao. Cot mau cang dai thi sé liéu cda ban cang
cé gid tri cao, nguoc lai la nhirng 6 gia tri thap.

e Color Scales: kiéu danh gid nay s& t6 mau cho cac 6 dit liéu theo 3 mau
khac nhau, &ng véi mdi mau la mirc d6 thap, trung binh va mirc d6 cao.
Khi chon nhdm Color Scales, ban hday chon mét nhdm mau ban thich
trong menu hién ra va s& thay chuong trinh dp dung 1én viing chon cua
ban. Ban ciing c6 thé tao quy luat mau theo y minh bang cach chon Color
Scales > More Rules.

e Icon Sets: bAm chon Icon Sets, chon mdt nhdm biéu tugng mong muén,
chuong trinh sé ty dong dat cac biéu twong trudc 6 dit liéu cta ban,
giup ban c6 cdi nhin truc quan vé bang tinh.

Vi du dau biéu thj sé liéu & mirc d6 cao nhat, dau biéu thj sd liéu & mirc trung
binh, va diu biéu thj s& liéu thap duwdi cad mirc trung binh, dang bao dong. Moi
biéu twong irng vdi mot mirc dd, chuong trinh s& ty dong tinh toan gia tri
trung binh cda toan cét hodc dong dang so sanh va tién hanh dat biéu twong
thich hop vao tirng 6 theo gia tri phan tram ma 6 dé dat duoc so vdi mirc do
chung cla ca cot hodc dong.

Ban cé thé dinh lai quy luat danh gid nay bang cach chon More Rules trong
nhom Icon Sets.

Ngoai nhitrng ki€u dinh dang cé diéu kién trén, ban cé thé tao riéng cho minh
nhi*ng quy luat danh gia khac bang cach bam nuat Conditional Formatting >
New Rule, tuy nhién viéc nay rat mat thoi gian. Tot nhat ban nén st dung
nhi*ng quy ludt cé san ma Excel d3 cung cap rat day dd cho ban. Khi ban khong
vlra y vdi cic dinh dang da chon, dé xda chiing ma khong mat dir liéu, ban bAm
5



Conditional Formatting > Clear Rules, chon mot trong cac kiéu xéa nhv Clear
Rules from: Selected Cells (chi x6a trong cdt chon), Entire Sheet (x6a trong ca
sheet), This Table (chi xda trong bang dang xt ly).

Cé thé ndi nhdm céng cu dinh dang nay cla Excel 2010 rat thu vi, né cho phép
ching ta tao ra nhirng bang tinh dwoc trinh bay rat khoa hoc va bat mat. Dac
biét nhat |a tinh ty ddng cao, giao dién bang tinh dep va kha nang danh gia,
sang loc di? liéu chuin xac va ddc dao. Chac chan khi st dung chirc ndng nay,
ban sé& thay hirng thd hon rat nhiéu khi x{r ly di¥ liéu va tinh toan trong Excel.

PivotTables va PivotCharts

Gidng nhu PivotTables, PivotCharts cling dwgc thuc hién mot cach dé dang
trong giao dién md&i nay. Tat ca nhirng cdi thién mdi vé viéc loc dugc cung cap
cho PivotCharts. Khi ban tao mo6t PivotChart, cac cong cu PivotChart dac biét va
cdc menu ndi dung dugc cung cap dé ban cd thé phan tich dit liéu trong biéu
d6. Ban ciling c6 thé thay d6i layout, style va dinh dang cta biéu d6 hoac cac
thanh phan khac cta né theo cing mot cdch ma ban cé thé thyc hién cho cac
bi€u d6 thdong thudng. Trong Office Excel 2010, viéc dinh dang biéu d6 ma ban
ap dung duoc duy tri khi thay doi sang PivotChart, diéu nay la mot bd sung
nang cap dé theo cdch ma nd d3 lam viéc trong cac phién ban Excel trudc day.

Share Workbook
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Send Save to SharePoint

You can organize your workbooks and make them available to members of your organization by saving them

f
P save “Y_ 4  Send Using E-Mail your SharePoint
BX Save As
Use this when:
'} Send as Internet Fax NS
B Open *  Youwant to share )ourfrle by putting it in a central site
*  You have large collections of work being shared between you and your co-workers
m Close File Types A
There are no known SharePoint locations.
; Learn more about saving to SharePoint.
Recent H Change File Type
Y
New | Create PDF/XPS Document
=" ®
Print Special Locations Save to
SharePoint
Share @ Save to SharePoint
Excel Publish to Excel Services
B Options —
Save to SharePoint Workspace
Exit @

Workspace



Microsoft Excel 2010 c6 thé tich hgp vdi SharePoint dé cung cip cdc cdng cu
quan Iy ndi dung dé hiéu, thuan tién cho viéc chia sé kinh nghiém, tri thirc,
nang cao nang suat lam viéc nhém.



Chwong 1: Lam Quen V&i Microsoft
Excel

Giéi thiéu Excel
Excel la gi:

Microsoft Excel Ia mot phan mém hay la mét chwong trinh &ng dung bang,
giup ta dé dang hon trong viéc thuc hién:

& Tinh todn dai s, phan tich dit liéu

= L4p bang biéu bdo cdo, t6 chirc danh sach
& Truy cdp cac ngudn dit liéu khac nhau

& V& d6 thi va cic so d6

= Ty dong hda cac cong viéc bang cac macro

*"Va nhiéu &ng dung khac dé gitp ching ta c6 thé phan tich nhiéu loai hinh bai
toan khac nhau.

eWorkbook: Trong Excel, mot workbook la mot tap tin ma trén doé ban lam viéc
(tinh toan, v& do thi, ...) va lwu trir di¥ liéu. Vi moi workbook cé thé chira nhiéu
sheet (bang tinh), do vay ban cd thé t6 chirc, lwu trir nhiéu loai thdng tin ¢d lién
quan vadi nhau chi trong mot tap tin (file). M6t workbook chira rat nhiéu
worksheet hay chart sheet tuy thudc vao bd nhé may tinh cta ban.

eWorksheet: Con goi tat |a sheet, 1a noi lwu tri¥ va lam viéc véi dit liéu, né con
duoc goi la bang tinh. M6t worksheet chira nhiéu 6 (cell), cac 6 dwoc té chire
thanh cac cot va cac dong. Worksheet dugc chira trong workbook. Mot
Worksheet chira dwgc 16,384 cot va 1,048,576 dong (phién ban cii chi chira
duoc 256 cot va 65,536 dong).

eChart sheet: Ciing la mot sheet trong workbook, nhung né chi chira mot d6
thi. M6t chart sheet rat hitu ich khi ban mudn xem riéng 1é tirng d6 thi.



eSheet tabs: Tén cla cac sheet s& thé hién trén cac tab dat tai gdc trai dudi cla
clra s workbook. D€ di chuyén tir sheet nay sang sheet khac ta chi viéc nhap
chudt vao tén sheet can dén trong thanh sheet tab.

Workbook

Worksheet Worksheet Chartsheet Chartsheet

1048576 déng

Cdc thanh phdn ctia Workbook
Excel 2010 dung dinh dang tap tin mac dinh 13 “.XLSX” (dwa trén chudn XML
giup viéc trao d6i dit liéu gitra cac irng dung dwoc dé dang hon) thay cho dinh
dang chuan trudc day la “.XLS”.
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Giao dién Excel

eNUt Iénh Office chira cac |énh rat thudng hay s& dung nhu tao tap tin méi,
ma& tap tin, lwu tap tin, ... va danh muc cac tap tin d3 mo trwdc dé. Nut Iénh

Office giéng nhu menu File cda cac phién ban trudec.

eChung ta c6 thé ché bién thanh cac |&nh truy cdp nhanh chira céc [énh ma ta

hay st dung nhat. Nhan vao | d& mé& danh muc cac l1énh va

YIvao cac [énh

can cho hién 1én thanh [énh truy cadp nhanh. Néu cdc nat |énh & day con qud it

ban cé thé nhan chon More Commands... dé m& clra s6 diéu ché thanh Iénh

truy cap nhanh.
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Home Insert Page Layout Formulas Data Review View
[& save

Save 45

Information about Bookl

&5 Open Product Activation Required
£ Close JEI Microsoft Office Monde 2010 requires a valid product license, Activate your

) product key now to obtain a valid product license,
Activate
Info Product

Recent
. Permissions
BwW

igl Anycne can open, copy, and change any part of this workbook,

Print Protect
Workbook -

Share
Help = Prepare for Sharing

L¥ E Before sharing this file, be aware that it contains:
] Options Check for Document properties and auther's name
E Exit [ezues =

Versions
@ fou can open or delete a version file, Most autosaved versions are deleted when

you close this file,
Manage

Versions = B There are no previous versiens of this file,

Cac lénh trong menu Office

Customize Quick Access Toolbar

Mew
Open

Save

E-mail

Cuick Print

Print Preview

Spelling

Undo

Redao

HE

Sort Ascending
Sort Descending
Open Recent File

Mare Commands...

Show Below the Ribbon

Bdng lua chon lénh truy cdp nhanh
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Excel Options

General R i
Eﬁﬁ Customize the Ribbon.
Farmulas
Choose commands fram: Customize the Ribbon:
Proofing |P0pu|ar Commands v |I‘--lain Tahs w
Save
o b 4 chart Types... ~ Main Tabs
tanguage MY Borders » Bl [#]Home
Advanced @ Calculate Mow Cliphoard
= Center Font
Customize Ribbon E-,! Conditional Farmatting 3 Alignment
|58 Connections MNumber
Quick Access Toolbar 53 Capy Styles
N [#f Custom Sort... Cells
Add-Ins b cut Editing
Trust Center A" Decrease Font Size [#]Insert
2 Delete Cells... Page Layout
P Delete sheet Columns Farmulas
=# Delete Sheet Rows Data
{0 E-mail Review
= Filter [#] view
Font T~ [ Developer E
A Font Color » [¥] Add-Ins
Font Size = Background Removal
%f Format Cells...
f Format Painter
Qﬂ Freeze Panes »
A‘ Increase Font Size
j’ﬂ Insert Cells...
Insert Function...
'J,f Insert Sheet Columns
j*ﬁ Insert Sheet Rows
b Macros Mew Tab ] [ Mew Group ] ’ Rename... ]
] Merge & Center
A Mame Manager Customizations: i
'-_l EEW v Import/Export ¥ |
[ OK l [ Cancel

Hop thogi dé ché bién thanh cdc lénh truy cdp nhanh

Ribbon la gi?

Ribbon: Excel 2010 thay ddi giao dién ngudi dung tir viéc st dung cac thanh
menu truyén thdng thanh cadc cum lénh dé dang truy cap duoc trinh bay ngay
trén man hinh goi la Ribbon. Cé cac nhdm Ribbon chinh: Home, Insert, Page
Layout, Formulas, Data, Reviews, View, Developer, Add-Ins.

Home Insert Page Layout Farmulas Data Review View ) 0 o =
= L. = ) | g=Insetr I -
B LI S A = =l=l® 5 ceneal - ﬂ ?}5 ‘d} e [?a
- E= R e = & Delete @ L
Paste B J U- Wi« M-A- === iE = ~ % -9, s | %0 .00 Conditionsl Format  Cell . Sort & Find &
- = 4 - = - T ég ’ o Formatting = as Table = Styles = L;:anrn1at v | 27 Filters Select
Clipboard = Font F Alignment Fl Mumber F Styles Cells Editing

Thanh cong cu Ribbon
Home: La noi chita cac nut Iénh duoc sir dung thuwang xuyén trong qua trinh
lam viéc nhu: cat, dan, sao chép, dinh dang tai liéu, cac kiu mau cé san, chén
hay xda dong hodc cot, sap xép, tim kiém, loc dit liéu,...
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elnsert: Chén céc loai d8i twgng vao bang tinh nhu: bang biéu, vé so do, dé thi,
ky hiéu, ...

ePage Layout: Chra cac nut [énh vé viéc hién thj bang tinh va thiét |ap in &n.
eFormulas: Chen cong thirc, dat tén vung (range),
cong cu kiém tra theo ddi cdng thirc, diéu khién viéc tinh todn cda Excel.

eData: Cic nut |énh thao d6i vai dit liéu trong va ngoai Excel, cac danh sach,
phan tich dir liéu,...

eReview: Cac nut Iénh kiém 16i chinh t3, ho tro dich tir, thém chd thich vao cac
0, cac thiét 13p bdo vé bang tinh.

eView: Thiét 1ap cac ché& d6 hién thj cha bang tinh nhu: phdéng to, thu nhé, chia
man hinh, ...

eDeveloper: Tab nay méic dinh dugc an vi nd chi hitu dung cho céc lap trinh
vién, nhirng ngudi cé hiéu biét vé VBA. D& m& nhdm nay nhan vao nut Office
—>Excel Options - Popular > Chon Show Developer tab in the Ribbon.

eAdd-Ins: Tab nay chi xuat hién khi Excel m& mdt tap tin cé st dung céc tién
ich b6 sung, cdc ham bé sung,...

S&r dung menu ngir canh (shortcut menu)

Khi muén thuc hién mot thao tdc nao dé trén d6i tuong (6, vung, bang biéu, do
thi, hinh v&...) trong bang tinh, ban hdy nhap phai chudt 1én déi twong dé. Lap
tirc mot thanh menu hién ra chra céc I1énh thong dung cé thé hiéu chinh hay
ap dung cho déi twong ma ban chon.
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Calibri = 11 + A" A" $ ~ % s [
B 7 = &~ A %050

EQ{; Cu

2 Copy
[, Paste Opfions:

=

Paste Special...

(=3

Insert...
Delete...

Clear Contents

Filter g
Sort k

Insert Comment

d

ﬁf‘ Earmat Cells...
Pick From Drop-down List...
Define Mame...

_‘__!_, Hyperlink...

Menu ngir canh

Mé& Excel, dong Excel, phdéng to, thu nhé clra sb

M& Excel

Thao tac:
B1. Tr man hinh (ctra s8) chinh cia Windows nhap chudt nit Start & géc dudi
bén trai

B2. Di chuyén chudt |1&n trén dén chit All Programs, rbi di chuyén chudt sang
phai chon Microsoft Office, sau d6 di chuyén chudt dén chi¥ Microsoft Office
Excel 2010 thi dung lai.

B3. Nhap chudt vao biéu tugng | X BIEEEERSECERE §€ khdi dong Excel.

Phéng to, thu nhé cira sé Excel

14



Thu nho Phong to Doéng

>

Cac nut diéu khién cira so Excel

Thu nho cira so Excel

Thao téc nay chi thuc hién dugc khi clra sé6 dang mé to Nhap chudt chudt vao
nut = & gdoc trén cung bén phai. Khi d6 clra s6 Excel s& dwoc thu gon lai thanh
mot biéu tugng trén thanh Taskbar ciia Windows bén canh nut Start.

Phdng to ctra s Excel
Thao tac:

Thao tac nay chi thuc hién dugc khi clra sé dang bi thu nho

Nhap chuét vao biéu tvong thu gon cla Excel trén thanh
Taskbar bén phia dwéi man hinh

Thoat khéi Excel

Nhap chudt vao nut £ & gdc trén cung bén phai dé thoat khdi Excel. Hodc cling

c6 thé thoat Excel bang cach nhan nut Office = chon Exit Excel.

Thao tac voi 6 va vung

Nhan dang 6 va vung (cells, range)

Dia chi mét 6 trong Excel duoc xac dinh bdi tiéu dé cot va s thir tu cha dong.
M6t vung trong bang tinh duoc xac dinh bang dia chi clia 6 & gdc trén bén trai
cla vung va dia chi 6 géc dudi bén phai cdia vung (cé dau : phan cach). Pac

biét, dia chi cia ca moét cot hodc dong dugc xac dinh la <tén cét>:<tén cét> (vi

du cot A thi dugc xac dinh ngén gon 1a A:A) va <sé dong>:<sé dong> (vi du

dia chi chia ca mot dong 4 la 4:4).

15



Vi du: Hinh bén dudi 6 hién hanh cé dia chi la B11 vi n6 c6 tiéu dé cot la B va
s6 dong la 11, vung duoc bao bdi nét cham dirt co dia chi la H2:H12 vi 6 dau
tién cla vung cé dia chi 1a H2 va 6 cudi clia vung la H12.

A B & D E F G H f
1 Baitegn ddut|
2 T#n Ddutt6ida Sudt thulgi S6¢'ndm TP dii han i RR-ItRR |
3 Trdi phién dﬁrm’ 25.0% hing ndm ddohan (l-yes,0-no) Pinhgid |(l-yes. 0-no) !
4 | ACME Chemical | 5 8.65% 11 1 1-Cuckytsti 0 |
5| DymSar | | % 9.50% 10 TS
6  Eagle Vision | b 10.00% 6 0  4Khitst | 1 ! =
7 | MicroModeling | | | 8.75% 10 1 1Cgkiwe 0 |
8 opibo | | | 9.25% 7 0 3T | 1 |
9 | Sabee Systems &b 9.00% 13 1 IRtSt | 0 ! >
10 | Téng ddu tu: v Téng: I Téng: | | Téng: i
11 —Fiéndangcop] $750,000 Yéucdu: $375000 Chophép: | $262500 |
12 FN=B1505 | Hit-B1ra522 | 1
13 |
1 Bl11
15

44> W] G@iPT-TH  QHTT-TH, DHV-TH | Investment - TH - Gai PT _ QHTT . DN I

Dia chi 6 va viing

Chon vung

Né&u dung chudt, trudc tién ban dung chudt di chuyén 6 hién hanh dén géc trén
bén trai cha vung can chon, sau d6 gilr trdi chudt kéo xuéng dudi qua phai dén
vi tri & cudi cung cda vung va tha chudt. Néu dung phim thi sau khi chon 6 dau
tién ban gilt phim Shift trong khi nhan phim =>va NV dé dén 6 cudi clia vung va
tha cac phim. (Ban cling cd thé lam nguoc lai la chon 6 cudi clia vung trudc va
kéo chon dén 6 dau tién).

Khi mudn chon ca sheet hién hanh thi nhan <Ctrl+A>, con mudn chon ca

workbook (nghfa 1a chon tat ca cdc sheet) thi nhap phai chuét Ién thanh sheet
tab va chon Select All Sheets.

Sao chép va di chuyén ving

Sao chép (copy) gitp ta nhan badn mét ving nao d6 dén mét noi nao dé trong
bang tinh va dit liéu gdc con nguyén, con di chuyén vung thi cling nhw sao chép
nhung dit liéu gdc sé& dwoc di doi dén vi tri méi. D& sao chép hay di chuyén
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trudc tién ban phai chon vung can sao chép hay di chuyén, sau dé cé thé dung
nut [énh, phim tat hay dung chudt dé thuc hién:

eDuNg Ribbon:

Chon vung »>Home = nhdém Clipboard = nhan nat - hay ® (Copy hay

Cut), dén noi dich va Home = nhdém Clipboard = nhan nut 4 (Paste). Ban cé
thé goi cac l1énh trén tir menu ngit cdnh > nhap phai chuét.

eChuot:

Chon vung —>gitt trai chudt va gilr thém phim Ctrl néu 13 sao chép (khéng gilr
thém phim Ctrl s& 1a 1énh di chuyén) = kéo chudt tdi noi dich cin sao chép hay
di chuyén dén va tha chubt.

Dan dac biét (Paste Special)

Trong qua trinh sao chép ddi khi ching ta can dan ndi dung d3 sao chép hay cat
tlr bd nhd vao véi mot sé chon loc nao d6, khi dé thay vi dung Iénh Paste ban
h3y stir dung Paste Special... Sau khi chon vlung, ra [énh Copy, dén dich can sao
chép dén va nhap phai chuét, chon l1énh Paste Special.... hdp thoai Paste
Special c6 mét s6 lwa chon nhu bang sau:

Paste
{E}ﬂll () all using Source theme
) Formulas ) all except borders
i values () Column widths
) Formats ") Formulas and number Formats
) Comments () walues and number Formats
) Yalidation
Operation
{¥) Mone ) Mulkiply
O add ) Divide
) Subtract
[ ] skip blanks [ ] Transpose
Paste Link. [ K l [ Cancel

Giai thich hop thogi Paste Special
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All Dan ca gia trj va dinh dang caa viing ngudn

Formulas Dén gia tri va cong thac, khong dinh dang

Values Chi dan gi4 tri va két qua caa cong thirc, khong dinh dang
Formats Chi dan vao dinh dang, bo qua tat ca gié tri va cong thic
Comments Chi déan vao chu thich cua céc 6, bo qua tat ca gia tri va cong thirc
Validation Chi déan vao céc qui dinh xac thuc dir liéu cho ving dich

All using source theme | Dan vao moi thir va diing mau dinh dang tir viing ngudn

All except borders Dan vao moi thir va loai bo cac khung vién

Column widths Chi dan vao thong tin qui dinh chiéu rong cot

Formulas and number | Dan vao gid tri, cong thizc va cac dinh dang géc cua céc con sb,

formats cac dinh dang khac bi loai bo.

Values and number Dan vao gia tri, két qua caa cdng thirc va cac dinh dang gdc cua

formats c4c con sd.

None Khéng kém theo viéc tinh todn ndo trén dir liéu sap dan vao

Add Cong céc gia tri cua ving ngudn vao cac 6 twong (ng ¢ vang dich

Subtract Céac 06 mang gia tri cua vung dich sé trir di cac 6 tuong tng cua
viing nguon.

Multiply Céac 6 mang gia tri cua ving dich s€ nhan vai cac 6 tuong trng cua
viing nguon.

Divide Céac 06 mang gia tri cua viung dich sé chia cho cac 6 tuong rng cua
viing ngudn
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Skip blanks

. Khong dan d¢ cac 6 rdng & viing ngudn vao 6 ¢ gié tri ¢ ving
dich

Transpose

Dan vao va dao dong thanh co6t hoac nguoc lai

Paste Link

Dan vao va tham chiéu 6 dich dén 6 ngudn

bat tén vung

Viéc dat tén vung cd lgi rat I&n trong qua trinh thao thac va x& ly tinh todn
nhu: viing dwoc gan tén s& gitp goi nhé va dé hiéu cong dung ctia né hon I3
cac dia chi don thuan, dat tén gitp viéc tham chiéu tinh todn it sai s6t hon va
di chuyén hay chon céc vung d3 duoc dat tén rat nhanh chdng tir Name box
(hodc dung Go to — F5).... Tén dai t6i da 255 ky tw khong chira khodng trang va
dau cham, tén phai bat dau 1a ky tw khdng duoc bat dau 1a s6, tén khdng duoc
dat giong céc dia chi tham chiéu. D& dat tén trudc tién ta chon vung can dat
tén > chon nhédm Formulas - Defined Names - Define Name, hop thoai

New Name hién ra. O day, ban h3y nhap tén viing vao hép Name chon Scope,
nhap chu thich néu can, xong thi nhan OK. Ngoai ra ban con c6 thé dat tén truc
tiép tir hdp Name box hodc dit tén cho vung chon tir Formulas - Defined
Names > Create from Selection hodc dung menu ngit canh.

New Name @ @

Mame:

Scope: Warkbook, i

Carmment:

Refersto | _chectzigagadas!s P
[ lo)'s l[ Zancel ]
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Mudn mé hdp thoai quan ly cac tén da dat ban vao nhédm Formulas - Defined

Names = Name Manager. T hép thoai ban cé thé dit tén mdi, hiéu chinh

théng tin cho cac tén hién hodc xda tén cha cac vung khdong dung dén,...

Thém chu thich cho 6

hém chu thich vao cdc 6 gitp cho viéc hiéu chinh va hiéu thdng tin ma 6 dang

chira dwoc rd rang hon. D& thém chu thich va 6, chon 6 > chon nhém Review

- Comments = New Comment va hdy nhap chu thich vao. Ngoai ra ban ¢ thé

nhéap phai chuét|én 6 can chu thich va chon Insert Comment.

eDE doc chu thich chi can ré chudt Ién 6 c6 chu thich hodc vao Review

- Comments > Next hay Previous.

eDé an/ hién chu thich vao Review = Comments - Show All Comments (an/
hién tat cd) hoac Show/ Hide Comment (an/ hién chu thich & dang chon).

eHiéu chinh chu thich vao chon 6 can hiéu chinh chu thich = Review
- Comments = Edit Comment. Ngoai ra dé nhanh ban c6 thé nhap phai chu6t

va chon Edit Comment tir menu ngit canh.

eXda chu thich vao chon 6 can xda chu thich = Review = Comments = Delete.

Hodc nhap phai chuét va chon Delete Comment.

=) BaiTH5 xlsx - 8 X
A B C D E E G H Y

1 Bai todn ddu tu =
2 Tién Diutwtéida Sudtthulgi Sénim TP diihan RR-ItRR

3 Trdi phién d4 v ariable ool s hing nim diohan  (l-yes,0-no) Pdnhgidi (l-ves, 0-no)

4  ACME Chemical | iriabiccs 8.65% 11 1 1-Cc k¥ t6t 0

5 DymaStar | fo—ro 950% 10 1 aTet 1

6  Eagle Vision ©  [vewmes 10.00% 6 0 4-Khd 6t 1

T  MicroModeling ------- Caonstraint cell Set cell 10 [Constraint cell | Cute ki Constraintcell |

8 OptiPo | 7 0 “Tét 1

9  Sabre Svstems ----------------- 13 1 -Rit 16t 0

10  Téng ddu tu: Téng: Téng: Téng:

11 Tiéndanges:  $750,000 Yéu cdu: $375,000 Chophép:  $262,500

12 Fii= B0 Hil:E11385%

413 -4
M4 4+ M| GaiPT-TH - QHTT-TH, DHV-TH | Investment - TH - Giai PT ~QHTT . DHVNIL__ ] B

Minh hoa cho hién cdc chu thich
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Chén, xéa 6, dong va cot

Chung ta c6 thé chén thém cdc 6 vao bén trdi hodc bén trén cta 6 hién hanh
trong worksheet va dich chuyén cic & dang chon qua phai hodc xudng dudi.
Tuong ty, ta c6 thé chén thém cdc dong bén trén, chén thém cac cot vao bén
trdi va co thé xda di céc 6, cdc dong va cot.

Chén 6 trong

B1. Chon céc 6 ma ban mudén chén cac 6 tréng vao dé (mudn chon céc 6 khong
lién tuc thi gilt Ctrl trong khi chon cac 6).

B2. Chon Home = chon nhém Cells = Insert = Insert Cells... B3. Chon lya chon
phu hgp trong hép thoai Insert

Chen dong

B1. Chon mét hodc nhiéu dong lién tuc hodc cich khodng ma ban mudn chén
s6 dong twong rng phia trén cac dong nay.

B2. Chon Home = chon nhdm Cells = Insert = Insert Sheet Rows

g=lInsert =

a4 Delete =

'L:j Format =

Cells
A = C D E F G H I i

1 Bai todn déu tu
2 Tién  Ddutu 6l dafSust thulgi] Sé'na -ItRR
3 Trai phiéu ddu tu 25.0% hing nidm | ddo MMES. {-no)
4 | ACME Chemical § 8.65% 11 | tnsert 0 -
5 DynaStar * 950% /0»—-?@.‘-‘! __________ irht: 1
6  Ezgle Vision o : 6 | ©shitt cells gin 1
7 | MicoModeling © | 8.75 10 | OEntire row 0
8 OptiPo | ‘* 7 () Entire column 1
9  Sabre Svitems ------------ h: 13 0
10 7 . :I Téng Téng: l ok i [ Cancel ] _1
11 1 Nhap phai chuot Yéucdu: $375.000 | Cho phep:  $262.500
12 sau k_h] ChOI] cac F=E1150% HN=E1"352
13 0 va chon Insert
TR GRTPT-TH —OQHTT=TH, DHV - TH | Investment - TH , Giai PT , QHTT

Minh hoa chén cdc dong tréng Ién trén cdc dong dang chon
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Cheén cot
B1. Chon mét hodc nhiéu cét lién tuc hodc cadch khoang ma ban muén chén sé
cot tvong ing phia bén trai cac cot nay.

B2. Chon Home = chon nhom Cells = Insert = Insert Sheet Columns
Xoa cdc 6, dong va cét
B1. Chon céc 6, cac dong hodc cac cot can xda

B2. Chon Home - Cells = Delete = chon kiéu xéa phu hgp (xem hinh)

Delete @g|

o pometn] 2T AP R oo
I e e Tl s
Xoa dong — = Insert Sheet Rows ect ~ (O Shift cells up

. . () Entire row
Xo6acdt ——=—1 | Insert Sheet Columns e -

d CC T & | Insert Sheet Colur —_— () Entire colurnn

__J Insert Sheet R
G ' = ' [ Ok I [ Cancel

Thay d6i dd rong cdt va chiéu cao dong

Trong worksheet ta cé thé qui dinh d6 rong cot tir 0 dén 255, day chinh 1a sé ky
tu c6 thé hién thij trong mét dong. D6 rong mac dinh cta cot 1a 8.43 ky tu, khi
dd rong |a 0 thi cot duoc an di. Twong tu, chiéu cao cla dong qui dinh tir 0 dén
409, day la don vi do lwvdng bang diém (point: 1 point = 1/72 inch). Chiéu cao
mac dinh cla dong 1a 12.75 point, khi chiéu cao |a 0 thi dong bj an di. Cac budc
diéu chinh dong cét:

B1. Chon dong hodc cdt can diéu chinh chiéu cao hodc do rong

B2. Chon Home —>Cells - Format > Chon |énh phlu hop

eRow Height: chon |&énh nay dé qui dinh chiéu cao cta dong

eAutoFit Row Height: chon 1énh nay Excel sé ty canh chinh chiéu cao dong cho

phu hgp véi ndi dung.
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eColumn Width: chon [énh nay dé qui dinh d6 rong cot

eAutoFit Column Width: chon Iénh nay Excel sé ty canh chinh d6 rong cot cho
phu hop véi ndi dung.

eDefault Width: chon 1énh nay khi ban muén qui dinh lai d6 réng méc dinh cho
worksheet hay ca workbook. Ta cé thé qui dinh chiéu cao dong va do6 réng cot
cho ca worksheet hay cd workbook bang cach chon ca worksheet hay ca
workbook truwdc khi thue hién 1énh. Ngoai cach thay ddi chiéu cao dong va do
rong cdt nhu trén, ta con cd thé dung chudt dé thao tdc nhanh hon. Muén thay
d6i d6 rong cot nao hay ré chudt dén phia bén phai tiéu dé cét dé cho xuat
hién ky hiéu va kéo chudt vé bén phai dé tang hodc kéo vé bén trai dé giam do
rong cot. Twong tu, mudn thay d6i chiéu cao dong nao hay ré chudt dén bén
dudi sé thi ty dong cho xuat hién ky hiéu va kéo chudt 1én trén dé gidam hoic
kéo xuéng dudi dé tang chiéu cao dong.

g=lInsert = = - 5\ s
. 7l &

7 Delete -
e . Sort & Find &
2 lFormat = (27 Filter= Select~
Cell Size
!0 Row Height...
] AutoFit Row Height I
1 Column Width..,
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide
Organize Sheets
Eename Sheet
Move ar Copy Sheet..,
Tab Colar
Protection
£}y Protect Sheet...

i |

L&) Lock Cell

ﬁ;‘ Format Cells...
Ta c6 thé qui dinh chiéu cao dong va do rong cot cho ca worksheet hay ca

workbook bang cach chon cd worksheet hay cd workbook trudc khi thuc hién
[énh.
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Ngoai cdch thay déi chiéu cao dong va do réng cét nhu trén, ta con cé thé dung
chudt dé thao tac nhanh hon. Mudén thay d6i d rong cot nao hay ré chudt dén
phia bén phai tiéu dé cot dé cho xuat hién ky hiéu + va kéo chudt vé bén phai
dé tdng hodc kéo vé bén trai dé gidm do6 rong cot. Twong ty, mudn thay déi
chiéu cao dong nao hay ré chudt dén bén dudi sé thi tu dong cho xuat hién ky
hiéu + vakeo chudt |én trén dé gidm hodc kéo xubng duwdi dé tang chiéu cao
dong.

D + E 3 Trdi phiéu dau
EI- ACME Chemical
d Sust thulgi  S6'nam ! DmaStar S
: . G Eagle Vision
hing nim dso han ¢ ’ agle vision
. - 7 | MicroModeling
| sese | 11 c me

N&i (Merge) va bé ndi cdc 6 (Split)
NGi nhiéu 6 thanh mot 6
Khi nGi nhiéu & thanh mot 6, néu tat ca cac 6 déu cé dit liéu thi ban can chuyén
hét dit liéu 1én 6 & gbc trén cung bén trdi ca nhém 6 cadn merge vi chi cé dir
liéu cta 6 nay duoc gitt lai, dit liéu cta cac 6 khac sé bi xda.
B1. Chon cac 6 can ndi lai.

B2. Chon Home = Alignment = chon Merge & Center. D& canh chinh dit liéu
trong 6 dung cac nut canh chinh trong nhdm Algnment.

="  General v
B s -% » | %%
E Merge & Center
] ;—El Merge Acrass T
THE Merge Cells i
1

Unmerge Cells

Chuyé&n mot 6 da ndi vé lai nhiéu 6

Sau khi chuyén & d3 ndi vé lai nhiéu 6 thi ndi dung sé hién tai 6 & géc trén cung
bén trai.
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B1. Chon 6 dang bi ndi.

B2. Chon Home - Alignment - chon lai Merge & Center hoac Unmerge Cells
déu duoc.

Di chuyén trong bang tinh va st dung phim tat

Ban c6 thé dung chudt, cic phim &->T, thanh cuén doc, thanh cuén ngang,
sheet tab, cac t6 hop phim tat dé di chuyén qua lai giita cac sheet hay di dén
cac noi bat ky trong bang tinh.

Thanh cudn doc, thanh cudn ngang

Thanh cuén doc va thanh cudn ngang dwoc goi chung la cac thanh cudn (scroll
bars). B&i vi man hinh Excel chi cé thé hién thj (cho xem) mdt phan cda bang
tinh dang thao tac, nén ta phai dung thanh cuén doc dé xem phén bén trén hay
bén dudi bang tinh va dung thanh cuén ngang dé xem phdn bén trdi hay bén
phdi cua bdng tinh.

eThanh cudn doc la thanh dai nhat, nam doc & bén 1é phai; hai dau cé hai m{ii
tén l1&én va mii tén xuéng; & gilra c6 thanh trwgt dé cudn man hinh 1én xudng.

eThanh cudn ngang la thanh nam ngang, th hai tir dudi man hinh dém lén. Cé
hinh dang gidng thanh cuén doc, chi khac Ia nam ngang.

T4 Al

Thanh cudn ngang

Thao tac:

eNhap chudt vao miii tén sang trdi dé cuén man hinh di sang trai.
eNhap chudt vao miii tén sang phai dé cuén man hinh sang phai.
Thanh Sheet tab

Pé di chuyén qua lai gitta cdc sheet ta nhap chudt 1én tén cla sheet trén thanh
sheet tab. Ngoai ra chiing ta c6 thé dung <Ctrl + Page Up> dé di chuyén dén
sheet lién trudc sheet hién hanh va <Ctrl+Page Down> dé di chuyén dén sheet
lién sau sheet hién hanh. D& trd vé sheet dau tién ban nhap chudt va nat
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trén thanh sheet tab va dé dén sheet cudi cung thi ban nhip chuét vao nut
trén thanh " sheet tab. Néu muén dén mét sheet nao dé trong truéng hop cé
qud nhiéu sheet thi ban hay nhap phai chuét vao thanh * * » ¥ v3 chon tén
sheet can dén.

1!4 4 » M| Sheetl ~ Sheet2 ~ Sheet3 %]

Pén sheet dau Sheet hién hanh Tao sheet madi

Ve sheet trirdie | Pén sheet cudi
Pen sheet sau

S dung cac t6 hop phim tat dé di chuyén

Pé dén duogc noi can thiét trong bang tinh ngoai viéc dung chudt cuén cac
thanh cudn ngang va doc, cac phim mii tén thi ban nén nhd céc t6 hop phim &
bang bén dudi dé gitip di chuyén duoc nhanh hon.

Nhan phim Di chuyén
— hodc Tab Sang 6 bén phai
«— hodc Shift + Tab Sang 0 bén trai
0 Lén dong
! Xudng dong
Home Pén 6 & cot A cua dong hién hanh
Ctrl + Home Dén dia chi 6 Al trong worksheet
Ctrl + End Pén dia chi 6 c6 chira dir liéu sau cung trong worksheet
Alt + Page Up Di chuyén 6 hién hanh qua trdi mot man hinh
Alt + Page Down Di chuyén 6 hién hanh qua phai mdt manh hinh
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Page Up

Di chuyén 6 hién hanh 1én trén mdt man hinh

Page Down Di chuyén 6 hién hanh xudng dudi mot man hinh
F5 Mo hop thoai Go To
End + — hoac Ctrl + — Dén 6 bén phai dau tién ma trudc hodc sau nod 1a 6 trong
End + < hodc Ctrl + < DPén 6 bén trai dau tién ma trude hodc sau nod 13 6 tréng
End + 1 hoac Ctrl + 1 Lén 6 phia trén dau tién ma trén hodc dudi né 1a 6 tréng
End + | hodc Ctrl + | Xubng 6 phia duéi dau tién ma trén hodc dudiné 1a 6 tréng

Ctrl + Page Up

Di chuyén dén sheet phia trude sheet hién hanh

Ctrl + Page Down

Di chuyén dén sheet phia sau sheet hién hanh

Cdc phim tdt di chuyén nhanh trong bdng tinh

Thao tac v&i workbook

Tao méi workbook

Chon nut Office > New, mot hdp thoai hién ra (xem hinh bén dwdi) cung cap
nhiéu lia chon dé tao workbook nhu: workbook tréng, workbook theo mau
dung san, workbook dwa trén mot workbook d3 cé. Dé tao workbook tréng,
ban chon Blank workbook va nhap nut Create.
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Insert

Page Layout

[& save
Save As

£ Open

L4 Close

Infao
Recent
Print
Share

Help
il Adddns =
z] Options

B Exit

Available Templates

fat Home
C L)
r )
Blank Recent
workbook templates

Office.com Templates

= ® |
Agendas Budgets
o
T <
> L |
Invoices Lists
[l
== =
Schedules Staticnery

M& workbook cé san trén dia

Farmulas

Data Review

categories

Mot tap tin ¢ san cé thé dwgc mé bang nhiéu cach:

View

L 4
Sample My templates  Mew frem
templates existing
[,
T
=t il
Calendars Expense Forms
reports
=
i ~
= - =
Plans Planners Purchaze
orders
LI y
..
Time sheets More

Inventories

=]

Receipts

1. Chon nut Office > chon tén tap tin trong danh sach Recent Documents, cé

thé c6 tdi da 50 tén tap tin duoc st dung gan day nhat trong danh sach nay (dé
diéu chinh thi nhan vao nut Office = Excel Options = Advance = phan Display
- Show this number of Recent Documents ).

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

va nhdp chuét hai lan 1&n tén tap tin.

3. Chon nut Office > Open, hop thoai Open hién ra. Trong hop thoai Open,

ching ta phai tim dén noi lvu trit tap tin (tai Look In) va chon tén tép tin can
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m& sau dé nhan nut Open dé ma tap tin. Cac tuy chon cla ndt Open trong hép
thoai Open: Open (m& binh thuwong), Open Read-Only (Khéng lvu dé duoc
nhirng thay doi), Open as Copy (Tao ban sao cla tip tin va md ra), Open in
Browser (M& tap tin bang trinh duyét web méic dinh), Open and Repair (R4t
hitu dung trong trwdng hop tap tin bj 16i).

Look in: ) My Documents w

o |3 Downloads
_,J My Daka Sources
My Office Live dM’:-" Fsic
workspace 24y Pictures
usiﬁ | My Received Files

My Scans
My Recent EMF Yidenos

Documents
My Virtual Machines

= |Z)5naglt Catalog
- [test
Desktop [52aMy Sharing Folders

Izl]test.xlsx

9

My Docurments

Lwu workbook

Mot diéu can lwu y khi lam viéc trén may tinh 13 cdc ban phai nhé thuc hién
[énh [ru lai cong viéc da thyc hién thudng xuyén. Viéc ra Iénh lwu trir khong
tdn nhiéu thdi gian nhung néu may bi hdng hay cip dién dot ngdt co thé mat
tong ca gi® |am viéc clia ban. Nham an toan cho dit liéu, ban nén bat tinh nidng
Auto Recover, Excel sé ty dong thuc hién |énh lwu theo thoi gian qui dinh (mac
dinh 13 10 phut lvu mot 1an). DE st dung tinh ndng Auto Recover ban chon nut
Office = Excel Options = Save, sau d6 danh didu chon Mvao Save AutoRecover

e
w

. . 10 .
mformatlon every minutes.

M6t sé cach lwu workbook:

1. Chon nut Office - Save

2. Nhap chuét [én nut = trén thanh lénh truy cap nhanh (Quick Access
Tollbar).
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3. Dung t& hop phim <Ctrl+S> hodc <Shift+F12>.

Néu tap tin da duoc luu trude d6 rdi thi Excel s& lwu ti€p cdc phan cdp nhét,
con néu la tap tin duoc ra lénh lru [an dau thi hép thoai Save As hién ra. Trong
hop thoai Save As, ban hay chon noi lwu 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 dé nhan nut
Save dé luu trir.

Save in: .,E] My Documents i~ )] o X ] j =

p— [)Dowinloads
_.-j My Data Sources
My Office Live dMy Music
Workspace 24 My Pictures
I_‘:ig LMy Received Files

My Scans
My Recent EMy Videos

Dacuments
(M Virtual Machines

= [)5naglt Catalog
- [)test
Deskbop (520 My Sharing Falders

i (Etest s

Map Metwaork Drive...

W i
Web Options... Bookl ,xlsx

G | Options...
e Excel Workbook {*,xls:)

Compress Pictures..,

o) (o

Minh hoa lwu tdp tin

eQui tat ddt tén: Dat tén tap tin Excel dung chung qui tat dat tén tap tin cla
Windows. Tén tap tin c6 thé dai t&i 255 ky fr bao gdm ca khoang trang. Tuy

«

nhién trong tén tap tin khong dugc dung cac ky hiéu nhu: \?2:* “<>|

eDE& bdo mat tap tin, ching ta cé thé gdn mat ma bao vé, khi d6 can phai biét
mat ma madi dwgc phép maé tap tin (trtr nhirng cach ta dao!).

B1. Nhan nut Office = Save As, hdp thoai Save As hién ra.

B2. Nhdn nut Tools = chon General Options..., hdp thoai General Options hién
ra
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B3. Nhdp mat m3 md& va hiéu chinh workbook (hai mat m3 nay nén khac nhau
dé tang bao mat). Sau d6 nhan nut OK

B4. Xac nhan lai mat m3 mé& workbook. Sau dé nhan nut OK
B5. Xac nhan lai mat m3 hiéu chinh workbook. Sau dé nhan nut OK

B6. Nhan nut Save dé hoan tat.

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

Password to open: TYTYYY

Caution: If wou lose or forget the password, it cannot be
Password to modify: | eee recovered. It is advisable to keep a list of passwards and
- their corresponding warkbook and sheet names in a safe

[ ] Read-only recommended place. {Remember that passwords are case-sensitive, )

I Ok ‘[ Cancel [ 04 l[ Cancel ]

Dung mdt mad bdo vé workbook
Cac tuy chon trong hdop General Options: Always create backup (tao ban sao
c6 dubi * xlk trwdc khi gdn mat ma), Password to Open (mat ma dé m&
workbook), Password to modify (mat ma dé cap nhat ndi dung workbook),
Read-only recommended (m& dudi dang chi doc).

Pbong workbook

Mot s6 cach dong workbook:
1. Chon nut Office - Close
2. Dung chudt chon nut 2 & géc trén bén phai (trén thanh tiéu deé).

3. DUng t6 hgp phim <Ctrl+F4> hodc <Ctrl+W>. Néu workbook cé sy thay déi
ndi dung thi Excel s& nhac ban lwu lai cac thay d6i dé.

Sap x&p workbook

Chi mé& nhiéu workbook cuing lic va can tham khao qua lai, dé thuan tién ta
nén sdp xép lai: Ré chudt nhan vao nhédm |énh View = chon nut Arrange All
- Chon kiéu bé tri thich hop.
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Insert Page Layout

n Home

Farmulas

Data Review

View

E Ll Page Break Preview o Eormula Bar e (i E 3 New Window [ split 13 C= % =
13] custom views N L == = amange Al T Hide T =
Mormal| Page 7 Gridli 7] Heading Zoom 100% Zoomto Save Switch Macros
Layout (= Full Screen fatines Fadings Selection IEFFEEZE Panes * [] Unhide ' 33 Workspace Windows » -
Waorkbook Views Show Zoom Window Macros
| F21 - £l x -
E reuter.xls [Compatibility Mode] o [E 2R | DS LEMNH KHOP KHOMG PHAMN BO NGAY 23-0CT-2009.xls [Compatibility Mode]
B c = - A B c D
1 arrange Windows (][] | SRR R REFORDERID CONFIRMNO
§ e o Arrange - 2 (00001050 '2000231009014077 23/10/200900:54:54930240 23/10/200900:54:54
O Tiked h 2 '00000999 "B000231009014085 23/10/200900:56:39930248  23/10/200900:56:40
4 |Date Time ) Horizantal n 4 00000993 "8000231008014088  23/10/200900:56:56930251  23/10/200900:56:56
5 |02-Dec-09 @ ¥erfical 5 "nopo0sss B0D0231009014094 23/10/200900:58:18930257  23/10/200900:58:19
g (@]« =] 6 'DDDDDBBB '8000231009014095 23,/10/200900:58:26930258 23/10/200900:58:27
g [ windows of active workbook 7 :00000999 :8000231009014100 23/10/200900:59:00930263  23/10/200900:59:00
8 (00000999 8000231009014104 23/10,/200900:59:16930267 23/10/200900:59:16
9
10 3 'EIEIEIE|1E|5EI 'BEIEIE|231EIEIBEI].41EIE 23/10/200900:59:41930271  23/10/200900:59:41
1 10 00000999 'B000231009014111 23/10/200900:59:57930274  23/10/200900:59:57
12 (|2
136 il 56 7= [ 12
14 |Match Price  Met Change Pct. Change  Tr =
1< N ('’ i ||
16 15
17 1 -F 16
18 2 -Q 17
19 3 - I
18
20 4 -PB =
21 5 -\
22 6 -5 2l
23 7 -5 21

Sdp xep cac workbook trong cira so Excel

Thao tac véi worksheet

Chen thém worksheet méi vao workbook
C4 nhiéu cach thuc hién:

M 4 » M| Sheet2 ~Sheet3 . ¥

1. Nhan vao nat %2 trén thanh sheet tab

2.

3.

4.

Nhan chon nhém Home = dén nhdm Cells = Insert = Insert sheet

Dung t6 hop phim <Shift+F11> chén sheet mdi vao truwdc sheet hién hanh.

Nhap phai chudt |én thanh sheet tab va chon Insert..., hdp thoai Insert hién

ra, chon Worksheet va nhan nut OK. Sheet md@i s& chén vao trudc sheet hién

hanh.
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Insert E'
zeneral | Spreadshest Solutions
g & e
il Previ
Workshest Chart M3 Excel 4.0 M35 Excel 5.0 fihs
Macra Dialag
Preview not available,
Templates on Office. com (04 l [ Cancel

Minh hoa chen sheet méi

Daoi tén worksheet

Nhap phai chudt |1én tén sheet can ddi tén & thanh sheet tab, chon Rename, gb
tén mdi vao, xong nhan phim Enter. Tén sheet c6 thé dai t&i 31 ky tw va cé thé
dung khoang trang, tuy nhién khong dwoc dung cac ky hiéu dé dit tén nhu: : /
\?*

Xo6a worksheet

Mudn xda work sheet, ban lam theo cdc cach sau:

1. Chon sheet mudn xéa = chon nhém Home = chon nhdm Cells = Delete
- Delete sheet

2. Nhap phai chudt |én tén sheet mudn xda sau d6 chon Delete, xac nhan xda
OK.

Sap xép th tw cdc worksheet

C6 nhiéu cach thyc hién sap xép worksheet nhu:

1. Nhap trai chudt |&n tén sheet can sap x€p va gitr chudt kéo dén vi tri madi va
tha chudt.
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2. Khi cé qud nhiéu sheet thi dung cach nay, nhap phai chudt 1én tén sheet can
sap x&p, chon Move or Copy.... hop thoai Move or Copy hién ra. Hay nhap chon
|&n tén sheet trong danh sdch ma ban mudn di chuyén sheet dén trwdc né, sau
dd nhan OK.

Insert... Mowve or Copy @E|

W Delete Maove selected sheets

Bename To book;

Move or Copy... DS LEMH KHOP KHOMNG PHAM BO MGAY 23-0CT-2009.xls  »
g Wiew Code Before sheet:

tlg Protect Sheet..

Tab Color k

(move ko end)

Hide

Select All Sheets

Creat
Sheet? | Sheet3s 7 ¥ [ Create a copy

o4 l [ Cancel

Sao chép worksheet

Nh&p phai chuét |én sheet, chon Move or Copy...~>chon vj tri ddt ban sao trong
vung Before sheet > danh diu chon vao hdp Creat a copy = nhan nat OK.

Ngoai ra d€ sao chép nhanh ban nhan gii¥ phim Ctrl r6i dung chudt chon Ién

tén sheet can sao chép 2> gilt trdi chudt ré dén vij tri dat ban sao trén thanh
sheet tab = tha trai chudt.

eDE sao chép nhiéu sheet cung lic cling lam twong tw nhung phai chon nhiéu
sheet truwdc khi thue hién 1énh. D& chon duoc nhiéu sheet ban hay gilt phim

<Ctrl + nhép chuét> dé chon sheet.

eDE& chép mot hay nhiéu sheet sang mdt workbook khéc, ban hdy m&
workbook dé |én sau d6 thuc hién [Enh Move or Copy... va nhd chon tén
workbook dich tai To book (néu chon workbook dich (new book) thi sé sao
chép cac sheet dén mot workbook mdi).

Chon mau cho sheet tab
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Viéc t6 mau gilp quan ly thanh sheet tab duoc t6t hon. D& t6 mau cho céc

sheet tab ban chi can nhap phai chudt 1én tén sheet can td mau, ti€p theo hidy
chon Tab Color va chon mau thich hop.

|
=5

(o=

i

Shears

An/ Hién worksheet

Khi ban khéng muén ngudi khac thdy mét hay nhiéu sheet nao d6 thi ban ¢é
thé 4n né di. Khdng thé an hét cac sheet trong workbook ma phai con lai it

nhat mot sheet khéng bi an. Mudn an sheet ban chi can nhip phai chudt [én
tén sheet mudn an va chon Hide thé 1a sheet da dugc an. Khi mudn cho hién
trd lai mot sheet, ban nhap phai chudt 1én thanh Sheet tab va chon Unhide...

Insert...

Delete

Eename

Move ar Copy...
Yiew Code
Protect Sheet...
Tab Colar

Hide

Select All Sheets
L=

Theme Colors

Standard Colors
| B | EEEREN

Mo Colar

i) More Calars..,

sau dé chon tén sheet can cho hién va nhan nut OK.

Insert...

._,,.J Delete
Bename
Mave or Copy...

Q& View Code

=

&)y Protect Sheet...
Tab Calar g

Hide
Unhide...

Select All Sheets

Sheetl | Sheet2 ¥

35



St dung cac ché do hién thj trong qua trinh thao tac

Trong qua trinh thao tac trén bang tinh déi khi ching ta can phdng to hay thu
nhd cac clra s6 dé cé dugc gdc nhin tét hon, hodc xem ndi dung cda cung mét
worksheet duéi nhiéu gdc d6 khic nhau, hodc chia clra s6 worksheet thanh
nhiéu Tab dé& dé dang tham chiéu, hay gii* c6 dinh tiéu d& mot danh sach dai
trong khi cuén céc thanh cuén,...

S dung thanh Zoom

Excel 2010 bé tri thanh céng cu Zoom dung dé phdng to thu nhd khung lam
viéc cla bang tinh. Thanh zoom nam ngay & géc dudi bén phai man hinh va cé
thé gitp thu nho va phéng to khung lam viéc tir 10% dén tdi 400%, phdng to
thi nhan va nat dau cdng con thu nhd thi nhan vao nat dau trr.

|[EEEE 100% (<) y] @)

Thanh Zoom

Xem va so sanh worksheet trong nhiéu ctra sd

Tinh ndng nay dac biét hitu ich khi ban muén xem mot worksheet hay cac
worksheet trong cing modt workbook dwdi nhiéu géc d6 khac nhau, modi mot
nhan ban dé xem s& duoc gan thém chi sd phia sau tén tap tin. Chon nhém
View - Window - New Window

-ai_]:l } 5 rpaiibikty Fieeda] = x| lii]:. H 1 ripat ity RS -
A B G D E F E E
I 90 VE &S thi Stocks i PP
2 Bign dong Gia ¢o phicu cia céng by Dell
A Gid cf phidu coa céng ty may tinh Dell
5 Dale Wolme | Open High Low Clase 45,400,000 1 B
i 1B/OTF2002 | 25,747 500 .07 26,74 2349 26.05 000,000 4 a7
7 Aope008[33.386,100]  mo73| 2600|2675 264 I 1,
8 16072002 | 37,944 000 25.45 2658 249 26,19 _l. El "
9 | 1507/2002[ 34,284 700 za&l 2543 2412 2544 FHH 0 15
10 120772002 | 36 616 200 2548 2565 24.91 2503 25000, 0] 1 )
11 10072002 | 38 858 700 X156 24181 N ] 2393 000007 B
12 1VOR2002 | 2 647 100 a0 i1 2358 2367 — 22
13| OSVO7 2002 | 29 692 400 2453 26.53 23,99 2474 ’ a
14 DEOF2002 | 33,122 000 2578 2617 24.42 24 75 10,000,007 1 -
15 | OSO72002 | 11,700 600 26.1 i 24 06 26.99 5000000 4 t H
16 DNOF2002 | 21,9495 300 a2 2476 2365 24 68 - ] a0
17 02072002 ) 26 385 200 24 .8 5 24 38 24 54 ¥ P HEHEH®EHEYEEEIEEEESHEH
18| 0072002 ) 21,323 100 25.94) 2.1 26.07 2516 ; Z z ; E ; ; ; ; Z ; Z Z Z Z ; ; ;
18 €t Eh S5t E5h55Efh~mS5E55HE5%8
£ 233838583 F 8823222 z2
20
i l !
] Dalrnck | Stocksd o ThanhCor | Pacte = [ : Hod kb CurgCaul - Cung-Cau2 _ DT P, Stocksd | DelStod - SEeds? | Thanhloo - Parcto-Pa ]

Pé so sanh hai worksheet thi sau khi lam budc trén ban chon tiép nhém View
- Window - View Side by Side. Khi st dung chirc ndng nay khi ban cuén
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thanh cuén & clra s6 nay thi clra s6 kia cling dwoc cudn theo. P& tat tinh ndng

cudn déng thoi nay ban vao View = Window - Synchronous Scrolling (néu n6

dang bat).

Chia khung bang tinh lam nhiéu phan va cd dinh vung tiéu dé

Tinh nang rat hay dugc dung khi thao tac trén cac danh sach dai hodc trong
tinh todn can phai thyc hién nhiéu viéc tham chiéu. P& chia ctra s6 bang tinh:

D&t 6 hién hanh tai vi tri can chia trén bang tinh, sau dé chon View = Window

> Split. Dé bd khung bang tinh thi nhan nut Split lai mot [an nira hodc nhap
chudt 2 1an 1én duwong chia doc va ngang. Ngoai ra, & dau cla cac thanh cudn

\ , ~ ~ ? N .« A A N ~ , R '1| Eh
doc va ngang co mét ngan nho ma khi ré chudt [én sé c6 biéu tuvgng Fa HElIE
(cdng cu chia nhanh khung bang tinh), ban gilr trdi chuét va kéo ra noi muén
chia trén clra s lam viéc cla bang tinh.

Z] BaiTHE xls [Compatibility Mode] - x
B C [n] E

1 [Tén nwoc ! 1950 1991 1942 18
2 Cambodia 615 1142 156.70

3 Indonesiz 26.14 26.43 25.84

4 Malaysia 76.36 8045 76.85

5 |Myanmar 262 1.57 1.44

6 Philippinzs 2752 2960 2913

1 Singapore 19754 18919 BE2EE A
& Thailand 3413 3598 3697

9 Vietnam 2642 3248 242

10 Indonasia 041 1938 1621

11 | Malaysia 1667 1515 518

12 |Philippines 125 576 im

13 Singapore 1381 Rl T38

14 Thailand 13 39 15 14 131 A1

M4 rH ..

r

2] paiTHExIs [Compatibility Mode] - B X
B C D E 'i

1 [Tén nuwec ! 1990 1991 1992 1

2 Cambodia 515 11.92 1670

3 Indonesia 26.14 26.43 2384 3

4 Malaysia 76.36 5035 T6AS

5 Myanmar 262 1.57 1.44

6 Philippines 2T 52 2960 2913

T Sinpapore 19759 18919 1B248 1

8 Thailand 13 3536 3697

9 |Wietnam 2642 3259 3242

10 Indonesia 041 19.89 1621

11 |Malaysia 16.67 15.15 619

12 Philippinas 1.25 578 3

13 | Singapore 1381 9.16 T.36

14 Thailand 13.3% 16.14 13.81

[ ..

]
1981

11.92
26.43
30.95
157
2060
185,19
35.96
32.59
19.59
15.15
576

E] paiTHEx|s [Compatibility Mode]
] C
1 [Tén nwic ! 1940
2 Cambodia 645
3 Indonesia 26.14
4 Malaysia 76.38
5 Myanmar 262
G Philippinzs 27 52
7 Singapore 157.69
4 Thailand 3413
9 Vietnam 26.42
10 Indonesia 041
11 Malaysia 16 67
12 Philippinas 125
13 Singapore 1381

14 Thailan~
W4 kM ASEAN

13739

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

Row S0t

916
1c 14
f

E
1992
15.70
23.54
76.65
144
2913
182.58
38.97
32.42
15.21
519
391
738
171 B1
AL

Ngoai viéc chia khung lam viéc, Excel con ho trg ban c6 dinh mét ving nao dé

trén clra s6 lam viéc vi du nhu dong tiéu dé cda mét danh sach. Viéc cé dinh

nay rat hiru ich vi né gidp ta ludn thay duwoc dong tiéu dé mac du da cudn man
hinh xuéng phia dudi dé nhap liéu. Dé c6 dinh ban hdy dit 6 hién hanh tai vi tri
can c6 dinh, sau d6 chon View = Window - Freeze Panes —>chon kiéu c6 dinh

phu hop. Néu chon:

eFreeze Panes: S& c6 dinh dong phia trén va cot bén trdi 6 hién hanh

eFreeze Top Row: C6 dinh dong dau tién dang nhin thay clda danh sach

eFreeze First Column: C6 dinh cdt dau tién dang nhin thay cta danh sach
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Il_i_] BaiTHE.xls [Compatibility Mede] - B X [i_ﬁ_] BaiTHE.xls [Compatibility Mode] - B X II_A_] BaiTHE xls [Compatibility Mede] - B X
E C o E F B C ] E F B C ] E

1 Tén nwic 1550 1991 19492 1% 1 Tén nuie 1990 1991 19492 19 1 Tén nuwic 1550 1941 19492 149
18 Malaysia 11.66 10.68 10.49 34 |Malaysia 9.66 B.60 760 2 Cambodia 6.15 11.92 15.70 1
19 Myanmar 51.29 53.39 35 | Philippines 3.04 -0.58 0.34 3 Indonesia 2614 26.43 28 B4 2
20 Philippines 18.92 18.67 17.29 1 36 | Singap ore .01 7.26 6.23 1 4 Malaysia 76.38 80.95 T6.B5 8
21 |Singapore 521 .59 5.58 3T | Thailand 1147 B.56 808 5 Myanmar 262 187 144
22 Thailand 2873 27 06 26.09 2 38 | Vietnam 510 5 96 865 6 Philippines 27 52 2560 2313 3
23 Brunei 19.20 1567 1258 3 Brunei 0.80 370 T Singapore 19753 18519 18258 1T
24 Indoresia 505 547 636 40 Cambaodia 116 r.58 7oz 8 Thailand M13 3596 3697 3
25 Malaysia T.26 560 563 41 Indonesia 883 B.89 724 9 Wistnam 2642 3259 3242 2
26 Myanmar 12.97 14.65 4Z Lzo PDR I B.E?.l 413 6.65 10 Indonesia 041 12.89 15.211
27 |Philippines 10.34 B.64 g.44 43 Malaysia 11.08 7.39 7.56 11 | Malaysia 16.67 1616 RE] 1
28 Singapore | 6.08 6.3 6.36 44 Philippines 379 0.46 154 12 Philippines 1.25 B.76 im
29 | Thailand | 5.05[ 43 554 45 | Singap ore 5.59 £.60 3.15 13 Singagore 13.81 ER L 758
30 Brunei 274 383 -1.02 - 46 Thailand 11.22 .35 7.23 14 | Thail and 13.38 1514 13.61
4 4 kbl ASEAN - Row Sort | W4 b b ASEAN - Row Sort i 4 4 b b ASEAN < Row Sort

Minh hoa ¢ dinh cac tiéu dé
DE bd ¢ dinh thi vao View 2 Window = Freeze Panes = Unfreeze Panes

Str dung Watch Window

Tinh ndng nay giup ta theo ddi cac 6 trong qua trinh tinh toan. Ban mudn gidm
sat 6 nao thi dwa nd vao danh sach gidm sat & clra s6 cia Watch Window. Goi
clra s6 Watch Window ban chon nhdm Formulas = Formula Auditing

- Watch Window, sau dé chon 6 can theo ddi va nhan vao nut Add Watch
trén clra s6 Watch Window.

Watch Window *
3‘.!. AddWatch... £ Delete Watch

Book. Shest Mame Cell Value Formula

BaiTHS.xls  Inwvestment 010 $6a,535 =SUMPRODUCT($CF4: $0%9, bEf $B49)
BaiTHSxls  Investment F11 $375,000 =B11*%50%

BaiTHS.xls  Inwestrent H10 $£262,500 =SUMPRODUCT($H$4: $H$9, FB$4: $B59)

s

Ctra s6 Watch Window
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Chwong 2: Lam viéc v&i dir liéu trong
Excel

Nhap liéu, hiéu chinh
Céc 6 trong bang tinh cd thé chtra cac con sb, cac chudi van ban hay cac biéu thac toan hoc.
Ngoai ra bang tinh con ¢ thé chira cac biéu do, so do, hinh anh, ... cac ddi tuong nay khdng

chira trong 6 ma noi trén bé mat bang tinh.

Nhap liéu

Nhap sd, chubi, thoi gian, ngay thang ndm

B1. Trén worksheet, chon 6 can nhép liéu

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

B3. Nhap xong nhan Enter (6 hién hanh chuyén xudng dudi) hodc Tab (6 hién
hanh chuyén qua phai) dé két thuc.

Lwuy:
eNEu nhap cac con s6 vao ma Excel hién thj ##### |3 do chiéu rong cot khéng

dd ban ban tadng thém chiéu rong cot.

eM3c dinh Excel sé& dung dau cham (.) d& phan cach phan s6 nguyén va phan sé
thap phan.

& Khi nhdp cdc con s6 ma cac con s nay khdng can tinh todn thi ban nén dinh
dang 6 la Text trudc khi nhap (Home > nhdém Number - chon Text tir danh
sach).

& Ngay va th&i gian nhap vao 6 thi né dung dinh dang ngay mac dinh trong
Control Panel > Regional and Language Options.

< Khi nhap ngay dung dau / hodc - dé phan cach, vi du 10/05/2007 hodc 10-05-
2007. Khi mudn nhap ngay hién tai vao 6 hay gd <Ctrl+;>. Khi muén dung dinh
dang ngay mac dinh cho 6 chra ngay thi chon 6 va gd <Ctrl+Shift+#>.
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= Khi nhap thoi gian va mudn dinh dang theo chuin 12 gid thi thém A hoac P
vao sau thoi gian nhap vao, vi du 8:30 AM hodc 4:15 PM, néu khéng Excel ty
hi€u 1a AM. Khi mudn nhap thdi gian hién tai vao 6 hay gb <Ctrl+Shift+;>. Khi
mudn dung dinh dang thoi gian mac dinh cho 6 chira thoi gian thi chon 6 va go
<Ctrl+Shift+@>. Mudn nhip cung mét ndi dung cho nhiéu 6, ban hiy chon céc
d va nhap liéu vao sau d6 nhan <Ctrl+Enter>. Ngoai ra con co thé sir dung chirc
nang AutoFill (phan sau). Mudén nhap cung ndi dung trén cac 6 & nhiéu sheet,
ban hdy chon cac sheet d6, sau dé chon céac 6 trén sheet hién hanh, ti€p theo
nhap liéu (c6 thé mat dir liéu do bj nhap dé 1én céc 6 co dit liéu). PE bo chon
cac sheet thi nhap phai chudt Ién thanh sheet tab va chon Ungroup Sheets.

i B D E
1 | Chra dinh dang Dinh dang Gidi thich Ghi chi
2 £4666 5466600 déng Tién té £ 2201 00 [Sddng]
3 04566 45 56% Phan tram 0.00%
4 10-May 10/05/2007 Dang ngay ngin gon dd'mm/vvvy
5 10-May Thorsdav, Mav 10, 2007  Dang ngav chi et [3-F800]dddd, mmmm dd, vy
& 646564622 646, 56462200 K& toan _(F==20.00_0:_(* (z==000)_*"-"77 ) _(@_)
7 8489325103 848-932-5103 So dien thoa ===_===_====
3 79300958230 7930 095 823 0 S bao hiém x3hoi == =g azEEEs =
9 0663 35736 PM Thiv gan [5-F400 i ss ANPM
10 D.25 1/4 Phin s6 # M
11 646564622 6.47E+08 Khoa hoc 0.00E+00

Vi du nhdp cdc logi dir liéu

Nhap cac ky tw dac biét

B1. Mudn nhép ky tu dic biét vao, trudc tién chon 6 va dén noi can chén trong
0.

B2. Chon Insert Bnhdm Text Bchon Symbol

B3. Trong hdp thoai Symbol hdy chon ky tu can, cé thé déi kiéu Font tai hop
Font.

B4. Nhan nut Insert dé chén.
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&

1 | Chwa dinh dang

2 24666

3 0 2566 Symbols | 3pedal Characters

4 10-May

5 lﬂ-f‘nf[ﬂ'}' Th Faore: Syrabol vl

6 Aadaaad622 _ oA s
L ¥, & | L K V(D

7 480325103 L ‘{E o v @ - H —

s 79300938230 n|O|plotjvmlo||w|d|[{|]]F~]-

9 0665 /=l =l Al Al el el === == 7 =

= I [ e e S T ) e e e e

11 G65ed46ll SR N S S (S S SU S [ g (S S [ g

1 = Recerihy used symbolks:

13 (O I

14 0€£¥@RT““1#£2:—X"L1CI‘

15

16 Syrmbal: 100 Character cods; 100 from: Svmbol {dedmal) ‘v‘|

17 | Inzerk ] [' Cloze ]

1B

Vi du chén dvao 6
Hay l1énh (Undo), phuc héi Iénh (Redo), 13p lai Iénh sau cung
= -T AR 3
Huy lenh  Phuc hoi 1énh

eDé hly mot I1énh vira thuec hién ban nhan chudt 1én nut 9 hay dung phim
<Ctrl+Z>

eDang nhap liéu vao 6 mudn hdy thi nhdn phim ESC
eDé phuc hoi 1énh vira hay thi nhan nut ™ hay dung phim <Ctrl+Y>
eDE thuc hién lai 1énh sau cung nhan <Ctrl+Y>

Hiéu chinh ndi dung

X6a ndi dung cic 6 B1. Chon mdt hodc nhiéu 6 can xda

41



B2. Nhan Delete trén ban phim (xda cach nay thi chi xéa ndi dung céc dinh
dang cla 6 van con). Ngoai ra dé xda ban cé thé vao Home = nhém Editing

> Clear ( £ ) va chon cac lénh:
e Clear All: X6a tat ca ndi dung va dinh dang
e Clear Formats: Chi x6a phan dinh dang cla 6
e Clear Contents: Chi xda ndi dung, con dinh dang
e Clear Comments: Chi xda cac chu thich cta 6 néu cé
e Luuycaclénh trén khong xéa duoc dinh dang clda bang (table)
Nhap deé Ién 6 c6 san ndi dung
Mudn nhap dé 1én cac 6 cé san ndi dung, trudc tién ban hay chon 6 d6 va nhap

vao ndi dung méi. Khi dé, ndi dung cii clia 6 s& mat di va thay bang ndi dung
vira nhap de.

Hiéu chinh ndi dung cac 6

Mudn hiéu chinh ndi dung san cé cla 6 ban lam céc cach sau:

1. Nhép chuét hai lin 1én 6 can hiéu chinh >dung chuét hodc cédc phim mi

tén di chuyén dén noi can hiéu chinh = dung phim Backspace hoic Delete dé
x6a mot sd ndi dung sau dé nhap vao ndi dung mai.

2. Chon 6 can hiéu chinh va nhan F2 dé vao ché d6 hiéu chinh va lam tuong tu
nhu trén

3. Chon & can hiéu chinh, sau d6 nhap chudt vao thanh céng thirc (Formula)
St dung cac ky thuat khi nhap liéu
Str dung chirc nang AutofFill

S dung cong cu nay Excel sé gitip ban dién tw dong dit liéu theo cac mau
AutoFill cé san. Ngoai ra ban con cé thé tao thém cdc mau phuc vu cho cong
viéc cla minh.
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Danh sach Auto Fill cé san

Cac gia tri khéi dau

Chudi sau khi mé& rong

1,2,3 4,5, 6

9:00 10:00, 11:00, 12:00

Mon Tue, Wed, Thu

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,...

eBan mudn dién cac s6 |é trong khodng tir 1 dén 25 vao cdt A ban lam nhu sau:
B1. Chon 6 dau tién A1 va nhdp vaosé 1

B2. Chon 6 ti€p theo A2 nhap vao s6 3 (bwdc nhdy bang 3-1 = 2, Excel s& cong
s6 2 vao 6 chira sb 1é trwdc d6 dé co duoc sb |é ké tiép).
43



B3. Chon hai 6 A1:A2, di chuyén chudt xudng dau vuéng nhd mau den (Fill
handle) & géc dudi bén phai vung chon cho chuét bién thanh dau céng mau

den.

B4. Giit trai chudt kéo xudng phia dudi cho dén khi hién sé 25 thi dirng lai.

A B c A B c A B c
1 1 ] 1 1 ] 1 1 I
2 3 2 3 2 3
3 3 A 3 5
4 . 4 4 g
5 Fill handle | s | s q 1
B B 6 11
7 = | - T 13
- Kéo Kl‘l@f/ P 15
g g g 17
10 = 10 = 10 19| Nat AutoFill
1 11 v 1 21} Options
12 12 12 13
13 13 13 25
14 14 14 =

- -

-

i 4 v ¢ Sheetl . MRS < « » ¢ Sheetl . THNMEILE « « » M| Sheet1 . Il EE

eKhi ban muén dién ty déng (sao chép) dit liéu hay céng thirc ctia & hién hanh
cho céc 6 bén trai, bén phai, phia trén hay bén dudi né thi ban lam theo céc

cach sau:

1. Chon 6 hién hanh dang chra di¥ liéu hay cdng thirc can sao chép, sau d6 gitr
Fill handle va kéo theo hudng ban can (Ién, xudng, trai hay phai). Khi d6 dir
liéu hay biéu thirc s& dugc sao chép.

2. Chon 6 chira dit liéu (hay cdng thirc) cdn sao chép va tat cd cic 6 can sao dir
liéu dén, sau d6 vao Home = nhdm Editing = Fill = chon hudng phu hop
(Down, Right, Up, Left).

oTy tao danh sach AutoFill ban vao nut Office - Excel Options - Popular
—>trong phan trong phan Top options for working with Excel > chon Edit
Custom Lists > hop thoai Custom Lists hién ra. Tai day, ban hdy nhdp vao danh
sach trong khung List entries, sau khi nhap xong nhan nut Add dé thém vao
Custom lists va ké tir lic nay ban c6 thé st dung chirc ndng AutoFill v&i danh
sach tu tao cla ban.
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eMudn xda mdt danh sach thi ban chi can chon danh sdch dé va nhan nut
Delete.

eNéu muédn hiéu chinh danh sach thi chon danh siach d6 va hiéu chinh trong 6
List entries, sau khi hiéu chinh xong nhan nut Add.

S dung chirc nang Automatic Completion

Chirc ndng Automatic Completion gitip ban nhap cac chudi van ban giéng nhau
& cac 6 dwgc nhanh chdong hon. Tuy nhién, chirc nang nay déi khi cling lam ban
khé chju, dé bat tat ban vao nut Office = Excel Options = chon Tab Advance
—>tai Editing options - Enable AutoComplete for cell values.

Custom Lists E

Custom Lists

Custom lists: List entries:
NEW LIST 8,8 CD,EFGHIIKL
Sun, Mon, Tue, Wed, Thu, Fri, £ M

Sunday, Monday, Tuesday, Wei b 4
Jan, Feb, Mar, &pr, May, Jun, ]
Janwary, February, March, April

Press Enter ko separate lisk entries,

Import lisk From cells:

I K l[ Cancel l

St dung chirc ndng AutoCorrect
AutoCorrect gitip ban sira cac 16i chinh ta nhap liéu khi nhap bang tiéng Anh,
ngoai ra né con giup nhap nhanh cac ky hiéu hay cac doan van ban 13p di lap
lai. Chung ta cé thé thém vao cic cum tir ma ching ta thuéng hay dung vao
danh sach clda AutoCorrect. D€ thém tlr vao danh sach AutoCorrect lam theo
cac budc sau:
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B1. Chon nut Office - Excel Options - Proofing > AutoCorrect Options

B2. Tai Tab AutoCorrect chon Replace text as you type thi chirc nang nay mai
co tac dung

B3. Trong hdp Replace gb cum tir thwdng hay gd sai (hodc gd vao ma toc ky)
B4. Trong hép With gd cum tlir dung vao (hodc gd vao nguyén ban cia ma téc
ky)

B5. Nhan nut Add dé thém vao danh séch

Pé hiéu chinh mot muc tir trong danh séch thi chon muc tir d6 va gd ndi dung

m&i vao hai hép Replace va With, sau d6 nhan nut Replace. Mudn x6a mét
muc tir trong danh sach thi chon muc tr 6 va nhan nit Delete.

AutoCorrect: English (LS. ) E| E]

AutaCarrect | AutoFormat As You Tvpe | Smert Tags

Show AutoCarreck Ophons butkons

Correct TWio IMikisl Capikals

CEeplions. ..
Capitalize First letker of sentences =48
Capitalize pames of days

Correct accidental use of cAPS LOCE key
Replace kext as wau bype

Replace: With:

v iZ6ng héa %3 hbi Chi Mohia Yigk Mam

usualyl LsUalky L
WELT WEFY

wirtual wirtualy

Wis-a-vis wis-3-vis

WrEY WEEY b

[ I ] [ ancel

Minh hoa thém md téc ky vn va nguyén vdn
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Dinh dang
Pinh dang chung

Cac nut dinh dang théng dung cla Excel duoc bé tri rat thudn lgi truy cip trong
nhdm Home cla thanh Ribbon. Trong qua trinh soan thao, tinh toan trén Excel,
moi khi can dinh dang ban chi viéc nhan chudt Ién nut |énh phi hop dudi day.

Phéng Thunho Canh  Xoay Céc loa1 dinh
to chit chit _ giftra doc _chﬁ dang s6
Canhlé |Canhlé | Wrap Text Dang <d

Fontch® Co chit trén | dusi

No1 6 phan tram

Times NewRom~ (12 ~ |A & | | = =||®~ General v
B 7 U-||EH-|d-A-|E=EFEE $ - % |78 3%
Fon r Alignmgnt P H.lm!:ue‘l }‘-
Chtr dam Ké khung Canh trai gf'ing _ﬂ“-llt‘ Df' ﬂgf‘-*é’ Gif‘m ‘5‘3:3
Chir nghién T6 nén Canh giira G-la?::_; ;i;c 011% hg S;e mml)Tﬁn:;gP phén
Gach chan Mau chiv Canh phai dau céc dong (tien t&) thap phan

Dinh dang vin ban va s6

Khi can cac dinh dang phirc tap hon ma trén thanh Ribbon khéng cé nut [énh
thi ban truy cap vao hop thoai Format Cells: Chon Home - nhdém Cells
- Format = Format Cells...
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Format Cells

Numl:-er ..... | Aligriment: Fonk Border Fill Prokection
Category:
General Sample
Mumber
CuUrrency
EEEDUHUHQ izereral format cells have no specific number Farmat,
are
Time
Percentage
Fraction
Scientific
Texk
Special
Zuskom
[ K l [ Cancel
Gidi thich hdop thoai Format Cells
Dinh dang Mo ta
Tab Number
Category Danh sach cac loai dinh dang s6, gia tri
Sample Hién thj dinh dang cua gia tri trong 6 hién hanh theo
cac dinh dang ban chon
Decimal places T6i da c6 thé cd 30 sb sau diu thap phan, chidp dung
cho dang Number, Currency, Accounting, Percentage,
va Scientific.
Use 1000 Separator | Chon 6 nay néu mudn c6 diu phan cach gitra hang
(,) nghin, triéu, ty...chi ap dung cho dang Number
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Negative numbers

Chon loai dinh dang thé hién cho s6 am, chi dap dung
cho dang Number va Currency.

Symbol Chon loai ky hiéu tién té, chi dp dung cho dang
Currency va Accounting
Type Chon ki€u hién thi phu hgp cho gia tri, chi 4p dung cho

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

Locale (location)

Chon loai ngén ngit khac dé dp dung dinh dang gid tri,
chi dp dung cho cac dang Date, Time, va Special.

Tab Alignment

Text alignment Cé cdc lya chon dung dé canh chinh ndi dung 6 theo

Horizontal chiéu ngang. Mac dinh Excel canh 1é trdi cho van ban,
|&é phai cho gia tri, cac gia tri luan ly va céac 16i duoc
canh giita.

Vertical Cé cdc lya chon dung dé canh chinh ndi dung theo
chiéu doc. Mac dinh Excel canh |& dudi cho van ban.

Indent Thut dau cdc dong ndi dung cuda 6.

Orientation Chon cac huédng chia van ban trong cac 6.

Degrees D3t gia tri d6 dé xoay van ban. Cac gid trj tir -90 dén 90

d

O

Text control Wrap

Néi dung trong 6 dwoc xudng nhiéu dong tuy thudc

text vao do rong cot va dé dai ndi dung. (xem chi tiét phan
dudi)
Shrink to fit Gidm kich c& chir dé tat ca ndi dung trong 6 vira véi do

rong cot

Merge cells

N&i cac 6 chon thanh mét 6 (d3 trinh bay phan trén)

Right-to-left Text

Xac dinh trinh tw doc va canh 1&
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direction

Tab Font

Font Chon ki€u Font cho cac 6, font mac dinh la Calibri

Font style Chon ki€u thuong, in nghién, in dadm...ca Font chi¥,
ki€u mac dinh 1a Regular.

Size Kich thuwdc font chit, tlr c& 1 dén 1638 va mac dinh la
c& chit 11 point.

Underline Chon ki€u gach chan cho van ban trong danh séch,
mac dinh la None.

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

Normal font Né&u chon sé loai bo cac dinh dang Font khac va tré vé
dang binh thuong

Effects Strikethrough | Cé thém duong gach ngang van ban

Superscript Lam cho van ban co lai va day |én trén

Subscript Lam cho van ban co lai va day xudng dudi

Preview Xem trudc két qud dinh dang ban vira chon
Tab Border

Line Chon kiéu va kich c¢& cdc duong ké khung, sau d6 chon
cdc nut bén hop Border dé ké

Presets Chon khoéng ké khung, k& duong bao va k& cac duong
phan cach gilra cac 6

Color Chon mau cho cac dudong ké

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

duong bao cac 6
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Tab Fill

Background Color

Chon mau nén cho céc 6. Fill Effects cung cap cac hiéu
&rng t6 mau nén (xem chi tiét phan dudi).

More Colors

BG sung thém cdc mau va céng cu pha ché mau.

Pattern Color

Cac mau mau nén

Pattern Style cac kiéu mau té nén 6. Xem trudc két qua chon mau va
ki€éu mau tai Sample
Tab Protection

Locked Khoa viéc thay d6i, di chuyén, xda, ... cic 6, chi co tac
dung khi sheet duoc bao vé

Hidden An cong thirc trong 6, chi co tac dung khi sheet duoc
bdo vé (xem phan sau)

General Excel m3c dinh dung kiéu nay dé dinh dang gia tri, khi
s6 dai hon 12 s6 thi dinh dang

General chuyén sang dang Scientific

Number Dung dé dinh dang céc con s8, ban cé thé chon dau
phan cich thip phan va qui dinh s6 con sb sau dau
thap phan, déng thoi c6 thé chon kiéu hién thi sd am.

Currency Dung dé dinh dang cac don vi tién té cho céc gia tri, ta
c6 thé chon dau phan cach thap phan va dinh s6 con
s6 sau dau thap phan, déng thoi cé thé chon kiéu hién
thij s6 am.

Accounting Dung dé dinh dang cac don vi tién té trong ké todn, né
dat ky hiéu tién té va gid tri & hai c6t khac nhau.

Date Dung dé dinh dang cac gia tri ngdy va thoi gian tuy

theo chon lua tai phan Type va Locale (location). Cac
Type c6 dau (*) la dinh dang lay tir hé théng (Control
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Panel).

Time

Dung dé dinh dang cac gia tri ngay va tho/ gian tuy
theo chon lya tai phan Type va Locale (location). Cac
Type c6 dau (*) la dinh dang |ay tir hé théng (Control
Panel).

Percentage

Dinh dang nay |3y gia tri trong 6 nhan v&i 100 va thém
dau % vao sau két qua, ban cé thé chon diu phan cich
thap phan va qui dinh sé con s6 sau diu thap phéan.

Fraction

Dinh dang nay hién thi con s6 duwdi dang phan sé tuy
theo Type ban chon.

Scientific

Hién thj con s& dudi dang khoa hoc <Con sé E+n>. Vi
du, s6 12345678901 dinh dang theo Scientific |a
1.23E+10, nghia la 1.23 x 10:.. Ban c6 thé chon dau
phan cach thap phan va qui dinh s6 con sb sau dau
thap phan.

Text

Dinh dang ndi dung 6 gidng nhu nhirng gi nhap vao ké
ca cac con so.

Special

Dinh dang cdc con s6 dang m3 buu chinh (ZIP Code), s
dién thoai, s6 bao hiém ...

Custom

Dung dé hiéu chinh cdc ma dinh dang dang ap dung
hay tao mé&i cic dinh dang do ban dp dung. Ta cé thé
thém vao tlr 200 dén 250 dinh dang ty tao tuy theo
ngdn ngit va phién ban Excel. (xem phan sau)

Str dung Wrap Text

Khi ban mudn doan van ban dai trong 6 cé nhiéu dong thi ban dung chirc nang

wrap text hodc dung <Alt+Enter> dé xudng dong tai vi tri mong muén.

B1. Chon 6 can dinh dang Wrap text, vi du 6 Al
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B2. Chon Home > Alignment > chon Wrap Text ( = ). Néu dong khéng tw
dong mé rong la do 6 bj thiét 1ap chiéu cao ¢ dinh, ban vao Home - Cells
- Format —>tai Cells Size chon AutoFit Row Height

Xoay chiv (Orientation)

B1. Chon céac 6 can xoay chit A1:D1

B2. Chon Home > nhdm Alignment - Orientation - Angle Counterclockwise

= General -
Angle Counterclockwise .0 .00
.00 .0

Angle Clockwise

Vertical Text

Fotate Text Up —
Rotate Text Down

% T b= (¥

Format Cell Alignment

Pinh dang khung (border)
K& dwong bao xung quanh vung B2:E18 dam, c6 duwong phan cach gilra cac 6
bang nét m3nh va mau tat ca duong ké 1a mau dé.

B1. Chon danh sich can ké khung B2:E18

B2. Chon Home = nhém Cells 2 Format = Chon Format Cells
B3. Vao Tab Border, chon mau la Red () tai Color

B4. Chon Style la nét dam, sau do chon nut Outline tai Preset
B5. Chon Style la nét manh , sau dé chon nut Inside tai Preset

B6. Nhan OK hoan tat
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Format Cells

Mumber | alignment Font | Border | Fill Protection
Line Presets
Skyle:
e EEENE
_____ hone Cutline  Inside
------------ Border

Texk Texk

Text Text

The selected border style can be applied by clicking the presets, preview diagram or the butkons
above,

(0] 4 l [ Cancel

Hiéu rng t6 nén 6 (Fill effect)

B1. Chon vung cdn t6 mau nén B2:E18
B2. Chon Home = nhém Cells 2 Format = Chon Format Cells
B3. Vao Tab Fill > Chon Fill Effects...

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

B5. Chon Shading styles 1a Vertical va chon kiéu thir 3

B6. Nhan OK hai Ian dé hoan tat.



Format Cells

| Mumber | Alignment | Font | Border | Fil

Background Calar;

Mo Color

EEEEC O]

EEEENE =m

EEEEO [
O EEEEQD =
H EEEEC =
H EEEEO =
H EEECON =
H EBEEEEC =
H EEEENCO =

|
|
|

H EEECOCO W

| Fil EFfects... |

—_—

More Colors. .. ]

Sample

| Protectian

2]

Fill Effects

Gradient

Colors

Cne color
(%) Two colors

Preset

Shading styles

) Horizonkal
3 ertical

) Diagonal down
) From cormer

{:} From cenker

Color 1:

| v

Colar 2

B
Varianks

a7
”

Sample:

et? Sheet3 ¥

L

(04 J [ Cancel

Tw ddng dinh dang c6 diéu kién.

V@i Excel 2010 dinh dang cé diéu kién sé gitip ban chi ra cdc mau trong dit liéu

va st dung rat don gidn. Chi cdn ddnh ddu mét nhédm céc 6 va kich vao

Conditional Formatting trén ribbon Home. Khi dwa chudt trén nhirng Iwa chon,

ban s& thay preview cla né ngay lap tirc. C6 thé gan cho m6i 6 mot mau dé

phan anh th& hang clia né trong toan b dai cac gia tri, thém mot thanh dit liéu

trong sudt phdn anh gia tri cta 6... Cach thirc ti€n hanh nay cho phép don gidn

hon rat nhiéu so vai sy phirc tap trong hdp thoai Conditional Formatting cda

Excel 2003.
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+! o+  g=lnsert
EJ i
Conditional | Format Cell -
Formatting =|as Table = Styles = | oo Format -

I Delete =

Cells

—'l Highlight Cells Rules *
3, Hioniig

l:” Top/Bottom Rul W
10 Top/Bottom Rules

Data Bars
Color Scales

Icon Sets

b

Hew Rule...

L

=

Clear Rules

L

Manage Bules...

II_"- J

Bang va dinh dang bing (table)

Excel thiét 1ap san rat nhiéu biéu mau dinh dang bang va con ho tro tao thém
cac biéu mau mdi. Excel chi cho phép xda cac biéu mau ty tao thém va cho
phép xda dinh dang bang. Ngoai ra ta cé thé hiéu chinh dinh dang bang khi can
thiét.

Ap dinh dang bdng cho danh sdch va chuyén danh sdch thanh béng

B1. Chon danh B2:E18

B2. Chon Home > nhom Styles - chon Format As Table

B3. Clra s Style liét ké rat nhiéu biéu mau dinh dang bang, chon mot trong cac
biéu mau. Vi du chon mau Light s6 9

B4. Clra s6 Format As Table hién 1én nhan OK dé xac nhan.

*D& tao mau mdi thi tai bwdc 3 chon New Table Style..., sau d6 dat tén cho
biéu mau mé&i va nhan Format dé ché bién biéu mau.

eMudn x6a mot mau ty tao thi vao Home = Style = Format As Table, tai phan
Custom nhap phai chudt 1&én biéu mau va chon Delete.
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eCac tuy chon hiéu chinh bang c6 & Table Tools > Tab Design trén thanh
Ribbon

General - ju nsert = z - \ﬁ
. Zﬁ
8]

2 Delete -
Sort & Find &

$ % | %3N 55
3 =l Format~ | 2~ Fiter~ Select~

Muj Light

) ———— S S T S e mEeEe
S e S e S e S
Medium
e e e e N e B
W EERE8 SESEE SEEES
E—— e e B s

=]
=1}
=
e

el Mew Table Style...
liF Mew PivotTable Style...

Xéa kiéu dinh dang bang dang ap dung va chuyén bang vé danh sach

eDé xda mot kiéu dinh dang bang dang 4p dung, trudc tién hdy chon bang, tai
Tab Design vao nhdm Table Styles chon More () = chon Clear. Dén lic nay
vung chon van con I3

bang do vay nd cé cac tinh nang cta bang.
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D& chuyén mdt bang vé thanh danh sich thi chon bang, sau d6 vao Tab
Design, tai nhdm Tools chon Convert to Range.

S dung mau dinh dang tai liéu (Document Themes)

Cac mau tai liéu dung san gitp ngudi st dung tao nén cac tai liéu cé dang vé
chuyén nghiép va rat dé st dung. Cac biéu mau tai liéu dugc thiét ké san voi
nhiéu mau, font chi¥, hinh anh, db thi,... v&i nhiéu hiéu rng dep mat. Ngoai ra
ching ta con cé thé hiéu chinh va ché bi€n cac mau nay.

oDé ap dung bidu mau tai liéu ban vao chon nhém Page Layout = Themes
= Chon mdt biéu mau tir danh sach.

eCd thé hiéu chinh biéu mau: vao Colors dé chon lai mau, vao Fonts dé chon lai
kiéu Font va vao Effects dé chon lai hiéu rng.

eLuu y bang phai ap dung Style thi mai c6 tac dung.

eTao biéu mau ma&i Colors va Font ban vao Page Layout = Themes = chon
Colors > chon Create New Themes Colors hay Page Layout > Themes —>chon
Fonts > chon Create New Themes Fonts. Nh& lwu lai (Save) sau khi tao.

oKhi d6i kiu mau khac dong loat cac ddi twgng dugc ap dung biéu mau thay
d&i dinh dang va khéng bi thay déi ndi dung.
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Mme Insert Page Layout Formulas

sl 0 B ORY
Lo
[TITIT] ants - I T é |
Themes Margins Crientation Size Print  Bi
- @ EffECtS - - - - Area -
| Custom <
1| Aa
EEEEEE
Yamato Pa...
Built-In =
%
Aa Aa Aa Aa
EEEEEE u [ 1| ] EEEETE L1 | |]
Office Adjacency Angles Apex
%
Aa 0 Aa Ad Aa
EEEEEE EEEEEN EEEEEE 1 ENEEEE
Apothecary Aspect Austin Bauhaus
% i
J._Illa Aa ;&a N Aa |—
[ L] [ L1 ]] [ L1 1]] | EEEEEE
ElackTie Carbon Fiber Civic Clarity
%
Aa Aa Aa Aa
L L1 []] [ 11 11]] [ L1 1]] [ L 11 ] ]]
Concourse Elemental Equity Executive -
Browse for Themes..,
|:7a Save Current Theme..,

Tim va thay thé div liéu

Dé tim dit liéu hodc tim va thay thé dit liéu:
e Kich nut Find & Select trén nhom Editing cia tab Home

* Chon Find hoac Replace



g=lInsert ~ E - W \?a
@z

28 Delete =

pane Sort & |Find &

L:-:'_']F-:urmat v | &7 Filter= |Select -

Cells I% Find...
3ic PReplace..
M | = GoTo..

Go To special...
Formulas
Comments

Caonditional Formatting
Canstants

Data Yalidation

g select Objects
L__LLQ Selection Pane...

* Hop thoai Find and Replace xuat hién, nhdp tir muén tim trong muc Find
What (néu ban chon Find & buéc trén) hodc nhap tir mudn tim trong muc Find
What va tir thay thé trong muc Replace with (néu ban chon Replace & buéc
trén).

e Kich nut Options dé tim thém cac tuy chon

Find and Replace @

Find | Replace

Find what: || w |

Fndal | | Endhext | | Close |

Sap xép va loc div liéu
Sort (sdp xép) va Filter (loc) 13 nhitng tinh ndng cho phép ban thao tac dit liéu
trong mot bang tinh dwoc thiét |ap dua trén céc tiéu chuln.
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Sap xép

D& thuc hién mot sdp xép theo chiéu tdng dan hay gidm dan trén mot cot:

e Danh diu cac 6 mudn dwoc sap xép
e Kich nut Sort & Filter trén tab Home

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

- A ?a
@ Zy" ‘

~  |Sort &|Find &
27 |Filter v Select ~

5] sortAtoz

2} sotztoa
EI Custom Sort...

W= Filter

Tuy chinh sap xép

DE sap x&p nhiéu hon mot cot:

e Kich nut Sort & Filter trén tab Home

e Chon co6t ma ban mudn sap xép dau tién
e Kich Add Level

e Chon cot ti€p theo ban mudn sap xé&p

¢ Kich OK
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’ 1;%1 Add Level ” >< Delete Level H 53 Copy Level ” - Cptions... ] My data has headers
Calumn Sort On Order
Sort by |C|:|Iumn H - | |'-a'a|ues w | |5mallest to Largest

QK

] [ Cancel

Loc di¥ liéu

B loc cho phép ban chi hién thi dit liéu ma ddp (rng cac tiéu chuian nhat dinh.

Pé sir dung bd loc:

e Kich vao cot hodc chon cac cot chira di¥ liéu ma ban mudn loc

e Trén tab Home, kich Sort & Filter

e Kich nut Filter

¢ Kich vao miii tén phia dwdi 6 dau tién
e Kich Text Filter

e Kich Words ban muén loc
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A B

1 |Monday |™

SortAtod
SortZto A
Sort by Color

Clear Filter From "Monday

Filter by Color

Text Filters

Search

-] (Select All)
- [o#] Friday

-[«#] Manday

- [of] Saturday

- [of] Sunday

- [of] Thursday

- [of] Tuesday

- [of] Wednesday

| ok

J[ Cancel ]

» D& khéng ap dung bd loc, kich nit Sort & Filter

¢ Kich Clear

\

] ke

|

ar. &

Sort & | Find &
Filter v |Select ~

4] sortAtoz
Zl| sotztoA
¥4 Custom Sort...
V= Filter

W% Clear

z» Reapply
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Chwong 3: Giai Thiéu Va Str Dung Cac

Ham

Gi&i thiéu cong thirc va ham:

Gioi thiéu cong thirc (Formula)

Cong thirc gitp bang tinh hitu ich hon rat nhiéu, néu khéng cé cac cong thirc

thi bang tinh cling giéng nhu trinh soan thdo van ban. Ching ta dung cdng thirc

dé tinh toan tir cac di liéu lwu trit trén bang tinh, khi di¥ liéu thay d6i cdc cong

thirc nay s& ty déng cap nhat cac thay déi va tinh ra két qua mdi gitp ching ta

dd& tén céng strc tinh lai nhiéu [an. Vay céng thirc cé cac thanh phan gi?

Cong thire trong Excel dwoc nhan dang la do né bat dau 1a ddu = va sau dé la

sy két hop cla cdc toan tir, cac tri s6, cac dia chi tham chiéu va cac ham.

Vi du:

—Dau bang
—Tr1 56
Toan tur

Ham

I*Tham chiéu

= 40000 — IF(C5==25000,80%*C5.C5)

Vi du vé cong thirc

Cac toan tlr trong cong thirc

+ Cong =3+3 3cong3la6
- Tru =45-4 45 trir 4 con 41
* Nhan =150*.05 150 nhan 0.50 thanh 7.5
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/ Chia =3/3 3chia3lal
A Ldy thira =274 =16"(1/4) 2 Gy thira 4 thanh 16 Lay
can bac 4 cla 16 thanh 2
& | NGichudi ="1&” & “Thanh” | N&i chudi “L&” va “Thanh”
lai thanh “Lé Thanh”
= Bang =A1=B1 Vidu 6 Al=3, 6 B1=6 K&t
qua: FALSE
> Lén hon =A1>B1 Vidu 6 Al=3, 6 B1=6 K&t
qua: FALSE
< Nhd hon =A1<B1 Vidu 6 Al=3, 6 B1=6 K&t
qua: TRUE
>= Lédn hon hodc =A1>=B1 Vidu 6 A1=3, 6 B1=6 K&t
bang qua: FALSE
<= Nhoé hon hodc | =A1<=B1 Vidu 6 A1=3, 6 B1=6 K&t
bang qua: TRUE
<> Khac =A1<>B1 Vidu 6 A1=3, 6 B1=6 K&t
qua: TRUE
, DAu cach cac =Sum(A1,B1) Vidu 6 A1=3, 6 B1=6 K&t
tham chiéu qua: 9
Tham chiéu =Sum(A1:B1) Vidu 6 A1=3, 6 B1=6 K&t
mang qua: 9
khodng | Tra vé cic 6 =B1:B6 A3:D3 Tra vé gid tricta 6
trdng | giao gitta 2
vung

Th ty wu tién cla cac toan tw
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Todn tir M6 ta Uu tién
: (hai chdm) (1 khodng tréng), (ddu | Toan tlr tham chiéu 1

phay)

- S6 am (vi du -1) 2

% Phan tram 3

A Ldy thira 4

*va/ Nhan va chia 5
+va-— Cong va tri 6

& N&i chudi 7
=<><=>=<> So sanh 8

Gi¢i thiéu ham (Function)

Ham trong Excel dwgc 1ap trinh san dung tinh toan hodc thyc hién mot chire

nang nao dé. Viéc st dung thanh thao cdc ham s& gilp chuing ta tiét kiém duoc

rat nhiéu thoi gian so védi tinh todn tha cong khéng dung ham. Cac ham trong
Excel rat da dang bao trum nhiéu linh vue, cé nhitng ham khéng yéu cau doi
8, c6 nhirng ham yéu cau mot hodc nhiéu d6i s6, va cac doi s cd thé 1a bat

budc hoac tu chon.
Vi du:

=Rand(): ham khéng c6 d6i s

=If(A1>=5,"Dat”,”Rét”): ham 3 d8i s6

=PMT(10%,4,1000,,1): ham nhiéu d6i s6 va doi sé tuy chon

Trong Excel 2010 c6 cac ham chinh nhu sau:

e Ham ngoai: Call, Registed.ID,...

66



e Ham lay dit liéu tlr SSAS: Cubeset, Cubevalue,...
e Ham dit lieu: Dmin, Dmax, Dcount,...

e Ham ngay va thoi gian: Time, Now, Date,....

e Ham ky thuat: Dec2Bin, Dec2Hex, Dec20ct,...

e Ham tai chinh: Npv, Pv, Fv, Rate,...

e Ham thong tin: Cell, Thong tin, IsNa,...

e Ham luanly: If, And, Or,...

e Ham tham chiéu va tim kiém: Choose, Vlookup, OffSet,...
e Ham toan va lwgng giac: Log, Mmult, Round,...
e Ham thong ké: Stdev, Var, Countlf,...

e Ham van ban: Asc, Find, Text,...

Chung ta sé cung nghién clru cach sir dung tirng ham trong cac nhdm ham trén
& céc phan sau.

Nhap cong thirc va ham

Nhap céng thirc trong Excel rat don gidn, muén nhdp cdng thirc vao 6 ndo ban
chi viéc nhdp dau = va sau d6 1a su két hop cla céc todn tl, cac tri s, cac dia
chi tham chi€u va cdc ham. Ban c6 thé nhin vao thanh Formula dé thay duoc
tron céng thirc. Mot diéu hét strc luu y khi lam viéc trén bang tinh 1a trdnh
nhap truc ti€p cac con s6, gia tri vao cdng thirc ma ban nén dung dén tham

chiéu.
Vi du:
A B C D E F G H |
1 MNam | 0 | 1 2 3 4 5 r
2 Dongtién} -2.000f  -100 600 g00[  1.100 900
3

4 MNPV |=NF"‘J§I2.§C52 3G52)+B2

Minh hoa dung tham chiéu trong ham
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Trong vi du trén, & déi sé thir nhat cdia ham NPV ching ta khéng nhép truc
suat chiét tinh 10% vao ham ma nén tham chiéu dén dia chi 6 ch&a nd 1a 12, vi
néu l3i suit cé thay déi thi ta chi cAn nhap gia tri mdi vao 6 12 thi ching ta sé
thu dugc két qua NPV méi ngay khong can phai chinh stra lai cong thirc.

Gia slr cac 6 C2:G2 duoc dat tén la DongTien, va 6 12 dat tén |a LaiSuat (Xem
lai cAch dat tén vung & bai sd 1) thi trong qua trinh nhap cdng thirc ban cé thé
lam nhu sau:

B1. Tai 6 B4 nhap vao =NPV(

B2. Nhan F3, clra s6 Paste Name hién ra
B3. Chon LaiSuat va nhan OK

B4. Nhap dau phdy (,) va gb F3

B5. Chon DongTien va nhan OK

B6. Nhap didu déng ngodc rdi nhap dau +

B7. Nhap chudt vao 6 B2

B8. Nhan phim Enter
A B C D E = G H |
Nam 0 1 2 3 4 5 [
Déng tign 2000 100 600 800] 1.100 900 10%

NPV |=HPUiLaiSuat,

Paste Mame @E|

Paske name

[ Nhan F3 } Laisuat gl _—

[ oK IIIl ] [ Cancel

— — — — — — — —
=i = e e el o e =) Ll Ll B Sl R St Bl o

Chen tén vung vao coéng thirc
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Mot trong nhitng cach dé dang nhat dé s& dung ham trong Excel la st dung
thu vién ham. Khi ban muén st 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 nut EI dé goi hop thoai Insert Function
mot cadch nhanh chdng va khi can tim hiéu vé ham nay ban chi cdn nhan vao
Help on this function.

i Function Arguments E|§J
Insert Function —
[Py

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

gype a brief description of what wou want to do and £ yaluel |CangTien @ = 100,600,200, 1100,300

0
Yalue? @ =

Or select a category: | Financial
Select a function:

MOMINAL

MPER = 231815451

MPY F.eturns the net present value of an Investment based on a discount rate and a serles of future

ODDEPRICE payments (negative valies) and income (positive waluzs),

ODDFYIELD Rake: isthe race of discount ower the lengch of one period,

ODDLPRICE

QDDLYIELD

MP¥(rate,valuel,valuez,..}

Returns the net present value of an investment based| Farmula result— 2,316, 15

sefies of future payments (negative walues) and incorn

Hel on this Fncticn ok || canes

Help on this function I o]y ] [ Cancel ]

Hop thoai Insert Function

Tham chiéu trong céng thirc

Cac tham chiéu st dung trong cdng thirc gilip cho ching ta khoi tén cdng stra
chira cac cdng thirc khi céc gid tri tinh todn cé sy thay déi. Cé 3 loai tham chiéu
sau:

e Tham chiéu dia chi twong ddi: Cic dong va cot tham chiéu s& thay doi
khi ching ta sao chép hodc di doi cdng thirc dén vi tri khdc mét lwong
tuwong ng vdi sé dong va sé cdt ma ta di doi. Vi du A5:B7, C4

e Tham chiéu dija chi tuyét déi: Cic dong va cot tham chiéu khdng thay
ddi khi ta di doi hay sao chép cong thirc. Vi du SAS5:5BS7, SCS4

e Tham chiéu hon hop: Phéi hop tham chiéu dja chi twong ddi va tuyét
doi. Vi du AS5 nghia 1a c6t A twong doi va dong 5 tuyét doi.
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Lwu y: Dau S trudce thi ty codt 13 ¢6 dinh cdt va trudce thl ty dong la cd dinh
dong. Nhan phim F4 nhiéu lan dé (tuyét déi) cd dinh/ bd ¢6 dinh dong hoac
coOt.

Nhan phim F4 nhiéu lan dé (tuyét déi) c6 dinh/ bd ¢ dinh dong hodc cot.

Vi du: Tinh thanh tién bang S6 lvgng nhan Gia. D&i sang gid tri Thanh tién sang
VND. Tinh téng céc cét Thanh tién va cdt VND.

WD 00| = | O[T P L (R =

A B C D E
Ngurdi mua | 56 lirong Gid | Thanh tién | Tién VND
Binh 4 §2 50 My
Binh 2l 5250 = A B c D E
Binh 1| 52501 4 Nguwdi mual Sé leong Gia | Thanh tién | Tién VND
Binh 3l S28501 5 Bink 4] 5250 $10.00 | 160,000
B 1 51251 5 'Binn 2| 5250 5500  80.000
Bire 4 $1251 4 'Binh 1| 35250 5250 | 40,000
B 6l $125| ¢ TGinn 3 5260 57560 120,000
Hoa 2] 31.00] g Buc | 5128 $125|  20.000
Hoa 2|  $1.00 7 [Bic 4 5128 5500 | 80.000
Hoa 3| $1.00 8 Duc B 5125 57.50 | 120.000
Thanh 1 $1.25 9 Hoa 2| 3100 $2.00 | 32.000
Thanh 2| $125| 40 Hoa 2[ 5100 5200| 32.000
Thanh .21 5125| 49 Hoa 3 5100 5300  48.000
Tong 12 [Thanh 1| s125 $1.25 | 20.000
13 [Thanh 2| 5128 5250  40.000
14 [Thanh 2| 5128 5250  40.000
15 Téng $52.00 | 832,000
16
17 Ty gid|  16.000 | D15=SUM(D2:D14)

Minh hoa dia chi twong doi va tuyét doi
B1. Tai 6 D2 nhap vao =B2*C2 va Enter. Sau d6 quét chon ca vung D2:D14 va
gd <Ctrl+D>. Vao cac 6 D3, D4... D14 ta thdy cdng thirc cac dong tu déng duoc
thay d6i twong ng vdi khoang cach so vdi 6 D2. Trudng hop nay ching ta
dung dia chi twong déi ciia B2*C2 13 vi ching ta mudn khi sao chép cdng thirc
xudng phia dudi thi dia chi cic 6 tinh todn s& ty dong thay d6i theo.

G

D2=B2*C2
D3=B3*C3
D4=B4"C4
D5=B5"Ch
D6=B6"Ct
D7=B7*C7
D5=B8*Co
D9=B9"C3
D10=B10"C10
D11=B11"C11
D12=B12"C12
D13=B13"C13
D14=B14"C14

E2=D2"B517

B2. Tai 6 E2 nhap vao =D2*BS17 va Enter, sau d6 chép cdng thirc xudng cac 6
E3:E14. Ching ta can cd dinh dong 17 trong dia chi ty gid B17 vi ta mudn khi
sao cong thirc xudng thi cac 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.

Lwuy:
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Tham chiéu dén dia chi & worksheet khac nhwng cing workbook thi cé dang

Tén_sheet!Pja_chi_é. Vi du:

o =A2*Sheet2!A2

e =A2*Thongso’!B4

Khi tén sheet c6 chira khodng trdng thi d€ trong cdp nhdy don *’

Tham chiéu dén dia chi trong workbook khac thi cé dang

[Tén_Workbook]Tén_sheet!bia_chi_6.

Vidu:

e =A2*[Bai2.xlIsx]Sheet3!A4

e =A2*'[Bai tap 2.xIsx]Sheet3’'|A4

Khi tén Sheet hay Workbook cé chita khoan trang dé trong cap nhay don *’

e =A2*C:\Tai lieu\[Bai tap 2.xIsx]Sheet3’!A4

Khi tham chiéu dén workbook khac ma workbook nay khong mé

e =A2*\\DataServer\Excel\[Bai tap 2.xIsx]Sheet3’!A4

Khi tham chiéu dén tai nguyén chia sé trén may chud trong mang

Cac 16i thong dung (Formulas errors)

Léi Gidi thich

#DIV/0! Trong cong thirc c¢6 chira phép chia cho 0 (zero) hoc chia 6 rong

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

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

#NULL! Ham sir dung dir liéu giao nhau ciia 2 viing ma 2 ving nay khong ¢ phan
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chung nén phan giao rong

#NUM! Van dé dbi véi gia tri, vi dy nhu ding nhdm s6 am trong khi dung phai 1a sé
duong
#REF! Tham chiéu bi 161, thuong 14 do 6 tham chiéu trong ham bi x6a

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

Cac ham trong excel

a. Nhém ham vé thong ké

AVEDEV (numberl, number2, ...)

Tinh trung binh do léch tuyét déi cac
diém dit liéu theo trung binh cla
ching. Thuong dung lam thuwdc do vé
sy bién ddi cla tap s6 liéu

AVERAGE (numberl, number2, ...)

Tinh trung binh cong

AVERAGEA (number1, number2, ...)

Tinh trung binh cong cula cac gia tri,
bao gdm ca nhirng gid trj logic

AVERAGEIF (range, criterial)

Tinh trung binh céng cua cac gia tri
trong mot mang theo mot diéu kién

AVERAGEIFS (range, criterial,
criteria2, ...)

Tinh trung binh céng cula cac gia tri
trong mot mang theo nhiéu diéu kién

COUNT (valuel, value2, ...)

Dém s6 6 trong danh sach

COUNTA (valuel, value2, ...)

DEm s8 6 cé chira gia tri (khdng rong)
trong danh sach

COUNTBLANK (range)

DEm cac 6 rong trong mdt vung

COUNTIF (range, criteria)

PEm s 6 théa mot diéu kién cho
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trudc bén trong mot day

COUNTIFS (rangel, criterial, range2,
criteria2, ...)

PEm sb 6 théa nhiéu diéu kién cho
trudc

DEVSQ (numberl, number2, ...)

Tinh binh phuwong d6 l1éch cac diém dir
liéu tlr trung binh mau cla ching, roi
cOng cac binh phuong dé lai.

FREQUENCY (data_array, bins_array)

Tinh xem c6 bao nhiéu gia tri thwong
xuyén xuat hién bén trong mét day gia
tri, roi trd vé moét mang dirng cdc so.
Ludn s&r dung ham nay & dang cong
thdrc mang

GEOMEAN (numberl, number2, ...)

Tra vé trung binh nhan cha mét day
cac s6 duwong. Thuong dung dé tinh
murc tang trwdng trung binh, trong do
13i kép ¢ cac |3i bién d6i dwoc cho
trudc...

HARMEAN (numberl, number2, ...)

Tra vé trung binh diéu hoa (nghich
ddo cuda trung binh cdng) cda cac s6

KURT (numberl, number2, ...)

Tinh d6 nhon cua tap s6 liéu, biéu thi
mtrc nhon hay mic phang twong doi
cla mot phan bé so véi phan bd
chuan

LARGE (array, k)

Tra vé gia tri I&n nhat tht k trong mot
tap so liéu

MAX (numberl, number2, ...)

Tra vé gid tri [&n nhat cia moét tap gia
tri

MAXA (numberl, number2, ...)

Tra vé gid tri [&n nhat cia moét tap gia
tri, bao gdbm ca cac gia trj logic va text
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MEDIAN (numberl, number2, ...)

Tinh trung binh vj cGa cdc sé.

MIN (numberl, number2, ...)

Tra vé gid tri nhé nhat cia mot tap gia
tri

MINA (numberl, number2, ...)

Tra vé gia tri nho nhat cda mot tap gid
tri, bao gdm ca cac gia tri logic va text

MODE (numberl, number2, ...)

Tra vé gia tri xuat hién nhiéu nhat
trong moét mang gia tri

PERCENTILE (array, k)

Tim phan vi th& k cla cac gia tri trong
moét mang dit liéu

PERCENTRANK (array, x, significance)

Tra vé th& hang (vi tri twong déi) cda
mot tri trong mot mang dit liéu, 1a s6
phan trdm cla mang dir liéu d6

PERMUT (number, number_chosen)

Tra vé hodn vi cla cac déi twong.

QUARTILE (array, quart)

Tinh diém t& phan vi cta tap dit liéu.
Thuong duoc dung trong khao sat dir
liéu dé chia cac tdp hop thanh nhiéu
nhom...

RANK (number, ref, order)

Tinh th&r hang cda mot sé trong danh
sach cac sb

SKEW (numberl, number2, ...)

Tra vé d6 léch clia phan phéi, md t3
dd khdng déi xirng cda phan phdi
quanh tri trung binh cta né

SMALL (array, k)

Tra vé gia tri nho nhat th k trong mot
tap s6

STDEV (numberl, number2, ...)

Uéc lvgng d6 léch chuln trén co sé&
mau

STDEVA (valuel, value2, ...)

Uéc lvgng d6 léch chuln trén co sé&
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mau, bao gdm ca nhirng gid tri logic

STDEVP (numberl, number2, ...)

Tinh d6 léch chuidn theo toan thé tap
hop

STDEVPA (valuel, value2, ...)

Tinh d& léch chuan theo toan thé tap
hop, ké ca chit va cc gia tri logic

VAR (numberl, number2, ...)

Tra vé phuong sai dya trén mau

VARA (valuel, value2, ...)

Tra vé phuong sai dya trén mau, bao
gdém ca cac trj logic va text

VARP (numberl, number2, ...)

Tra vé phuwong sai dua trén toan thé
tap hop

VARPA (valuel, value2, ...)

Tra vé phuwong sai dua trén toan thé
tap hop, bao gbm ca céc trj logic va
text.

TRIMMEAN (array, percent)

Tinh trung binh phan trong cia mét
tap dit liéu, bang cach loai ty 1é phan
trdm cla cac diém dir lieu & dauva &
cuGi tap dir liéu.

b. Nhdm ham vé phan phdi xac suat

BETADIST (x, alpha, beta, A, B)

Tra vé gia tri ca ham tinh mat dé
phan phdi xac suat tich Iy beta.

BETAINV (probability, alpha, beta, A,
B)

Tra vé nghich ddo cdia ham tinh mat
dd phan phdi xac suat tich Iy beta.

BINOMDIST (number_s, trials,
probability_s, cumulative)

Tra vé xac suat cta nhirng [an thiy
thanh céng ctia phan phéi nhi phan.

CHIDIST (x, degrees_freedom)

Tra vé xac xuat mot phia cda phan
phdi chi-squared.
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CHIINV (probability, degrees_freedom)

Tra vé nghich ddo cla xac xuat mot
phia cdia phan phdi chi-squared.

CHITEST (actual_range,
expected_range)

Tra vé gid tri cia xac xuat tir phan
phdi chi-squared va s6 bac ty do
twong ng.

CONFIDENCE (alpha, standard_dev,
size)

Tinh khoang tin cdy cho mot ky vong
ly thuyét

CRITBINOM (trials, probability_s,
alpha)

Tra vé gia tri nho nhat sao cho phan
phdi nhi thire tich Ity I&n hon hay
bang gia trj tiéu chuan. Thwdng dung
dé bao dadm cac ng dung dat chat
lwvgng...

EXPONDIST (x, lambda, cumulative)

Tinh phan phéi mi. Thuong dung dé
mo phong thoi gian gilra cac bién cé...

FDIST (x, degrees_freedom1,
degrees_freedom?2)

Tinh phan phéi xac suat F. Thuong
dung dé tim xem hai tap sé liéu cd
nhiéu mirc d6 khac nhau hay khong...

FINV (probability, degrees freedom1,
degrees_freedom?2)

Tinh nghich ddo cta phan phdi xac
suat F. Thwong dung dé so sanh dé
bi€n thién trong hai tap so liéu

FTEST (arrayl, array2)

Tra vé két qua ciia mdt phép thir F.
Thudng dung dé xac dinh xem hai
mau cé cac phuong sai khac nhau hay
khong...

FISHER (x)

Tra vé phép bién déi Fisher tai x.
Thuwdng dung dé kiém tra gid thuyét
dua trén hé sé twong quan...

FISHERINV (y)

Tinh nghich ddo phép bién déi Fisher.
Thudng dung dé phan tich mai twong
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quan gitra cdc mang s6 liéu...

GAMMADIST (x, alpha, beta,
cumulative)

Tra vé phan phéi tich Ity gamma. C6
thé dung dé nghién ctru c6 phan bd
léch

GAMMAINV (probability, alpha, beta)

Tra vé nghich dao ctia phan phoi tich
|Gy gamma.

GAMMLN (x)

Tinh logarit tyw nhién cia ham gamma

HYPGEOMDIST (numberl, number2,
o)

Tra vé phan phdi siéu bdi (xac suat
cla mot s6 1an thanh céng nao d6...)

LOGINV (probability, mean,
standard_dev)

Tinh nghich ddo ctia ham phan phéi
tich Ity lognormal cla x
(LOGNORMDIST)

LOGNORMDIST (x, mean,
standard_dev)

Tra vé phan phéi tich Iy lognormal
cla x, trong dé logarit ty nhién cta x
thudong dugc phan phdi véi cac tham
s6 mean va standard_dev.

NEGBINOMDIST (number _f,
number_s, probability s)

Tra vé phan phdi nhj thirc 4m (trd vé
Xac suat ma s& c6 number_f [an that
bai trwdc khi c6 number_s [an thanh
coéng, khi xac suat khong d6i cia mot
lan thanh céng |a probability s)

NORMDIST (x, mean, standard_dev,
cumulative)

Tra vé phan ph6i chuan (normal
distribution). Thuong duoc st dung
trong viéc thong k&, gdm ca viéc kiém
tra gia thuyét

NORMINV (probability, mean,
standard_dev)

Tinh nghich ddo phan phéi tich Ity
chuén

NORMSDIST (z)

Tra vé ham phan phdi tich Iy chuan
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tac (standard normal cumulative
distribution function), 1a phan phéi ¢ tri
trung binh cong la zero (0) va do Iéch
chuanlail

NORMSINV (probability)

Tinh nghich dao cta ham phéan phai
tich Ity chuan tac

POISSON (x, mean, cumulative)

Tra vé phan phdi poisson. Thuwong
dung dé uwdc tinh s luvgng bién cd sé
xay ra trong mot khoang thoi gian
nhat dinh

PROB (x_range, prob_range,
lower_limit, upper_limit)

Tinh xdc suat cla céc trj trong day
nam gilra hai gidi han

STANDARDIZE (x, mean,
standard_dev)

Tra vé tri chuin héa tir phan phdi
bi€u thi bdi mean va standard_dev

TDIST (x, degrees_freedom, tails)

Tra vé xac suat cta phan phdi Student
(phan phdi t), trong dé x 13 gia tri tinh
tir t va dugc dung dé tinh xac suat.

TINV (probability, degrees_freedom)

Tra vé gia tri t cha phan phéi Student.

TTEST (arrayl, array2, tails, type)

Tinh xdc xuat két hop véi phép thir
Student.

WEIBULL (x, alpha, beta, cumulative)

Tra vé phan phéi Weibull. Thuéng st
dung trong phan tich d6 tin cay, nhu
tinh tudi tho trung binh cda mét thiét
bi.

ZTEST (array, x, sigma)

Tra vé xac sudt mot phia cta phép
thir z.

c. Nhém ham vé twong quan va hoéi quy tuyén tinh
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CORREL (arrayl, array2)

Tinh hé s6 twong quan gitra hai mang
dé xac dinh ma&i quan hé cla hai dac
tinh

COVAR (arrayl, array2)

Tinh tich s& cac do l1éch ctia moi cip
diém dit liéu, rdi tinh trung binh cac
tich s6 dé

FORECAST (x, known_y's, known_x's)

Tinh toan hay duy doan mot gia tri
twong lai bang cach st dung cac gia tri
hién cé, bang phvong phap hdi quy
tuyén tinh

GROWTH (known_y's, known_x's,
new_x's, const)

Tinh todn sy tang trwdng du kién
theo ham mil, bang cach s dung cac
di* kién hién co.

INTERCEPT (known_y's, known_x's)

Tim diém giao nhau cia mot duwdng
thang véi truc y bang cach s dung cac
tri x va y cho truéc

LINEST (known_y's, known_x's, const,
stats)

Tinh théng ké cho mot duwdng bang
cach dung phuwong phap binh phuong
tdi thiéu (least squares) dé tinh duwdng
thang thich hop nhat véi dit liéu, roi
trd vé mang mo ta dudng thang dé.
Luén dung ham nay & dang cong thirc
mang.

LOGEST (known_y's, known_x's, const,
stats)

Dung trong phan tich héi quy. Ham sé
tinh dwdng cong ham mii phu hgp voi
dit liéu dugc cung cép, roi trad vé mang
gia tri mo ta dwong cong dé. Lubn

dung ham nay & dang cong thirc mang

PEARSON (arrayl, array2)

Tinh hé s6 twong quan momen tich
pearson (r), mot chi muc khong th
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nguyén, trong khodng tir -1 dén 1,
phdn dnh sy m& réng quan hé tuyén
tinh gitra hai tap so liéu

RSQ (known_y's, known_x's)

Tinh binh phuwong hé sé 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 gdc cta duong héi quy
tuyén tinh théng qua cac diém dir liéu

STEYX (known_y's, known_x's)

Tra vé sai sé chuan cla trj du dodny
d&i v&i moi tri x trong hoi quy.

TREND (known_y's, known_x's,
new_x's, const)

Tra vé cac trj theo xu thé tuyén tinh

d. Cac ham tai chinh - financian functions

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

Tinh 13i tich Ity cho mét chirng khoan
tra 13i theo dinh ky

ACCRINTM (issue, settlement, rate,
par, basis)

Tinh 13i tich Ity d&i véi chirng khodn
tra 13i theo ky han

AMORDEGRC (cost, date_purchased,
first_period, salvage, period, rate,
basis)

Tinh khau hao trong mai tai khoa ké
toan tuy theo thoi han st dung cla tai
san (s& dung trong cac hé théng ké
todn theo kiéu Phap)

AMORLINC (cost, date_purchased,
first_period, salvage, period, rate,
basis)

Tinh khau hao trong mai tai khoa ké
toan (s&r dung trong cac hé théng ké
toan theo ki€u Phép)

COUPDAYBS (settlement, maturity,
frequency, basis)

Tinh sé ngay ké tir dau ky 13i t&i ngay
két toan
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COUPDAYS (settlement, maturity,
frequency, basis)

Tinh s6 ngay trong ky 13i bao gébm ca
ngay két todn

COUPDAYSCN (settlement, maturity,
frequency, basis)

Tinh sé ngay tlir ngay két todn tdi ngay
tinh I5i ké tiép

COUPNCD (settlement, maturity,
frequency, basis)

Trd vé mot con s6 thé hién ngay tinh
13i ké tiép ké tir sau ngay két toan

COUPNUM (settlement, maturity,
frequency, basis)

Tinh sé 1an 13i suat phai tra trong
khodng tlir ngay két todn dén ngay dao
han

COUPPCD (settlement, maturity,
frequency, basis)

Tra vé mét con s6 thé hién ngay
thanh todan 13i lan trudc, trude ngay
két toan

CUMIPMT (rate, nper, pv,
start_period, end_period, type)

Tinh loi tire tich Iy phai tra doi vdi
khoan vay trong khoang thoi gian gilra
start_period va end_period

CUMPRINC (rate, nper, pv,
start_period, end_period, type)

Tra vé tién von tich Ty phai tra déi
v&i khoan vay trong khoang thoi gian
gilra start_period va end_period

DB (cost, salvage, life, period, month)

Tinh khau hao cho mot tai san sk
dung phuong phap s6 du gidm dan
theo mét mirc ¢6 dinh (fixed-declining
balance method) trong mot khoang
th&i gian xac dinh.

DDB (cost, salvage, life, period, factor)

Tinh kh3u hao cho mot tai san s
dung phwong phap sé dw giam dan
kép (double-declining balance
method), hay giam dan theo mot ty lé
nao do, trong moét khoang thoi gian
xac dinh.
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DISC (settlement, maturity, pr,
redemption, basis)

Tinh ty 1& chiét khdu cha mot chirng
khoan

DOLLARDE (fractional_dollar, fraction)

Chuyén d6i gia dollar & dang phan sé
sang gia dollar & dang thap phan

DOLLARFR (decimal_dollar, fraction)

Chuyén déi gia dollar & dang thap
phan so sang gid dollar & dang phan so

DURATION (settlement, maturity,
coupon, yld, frequency, basis)

Tinh thoi han hiéu lyc Macauley dua
trén dong ménh gid $100 (thoi han
hiéu lyc la trung binh trong gia tri hién
tai cda dong ludn chuyén tién mat va
duoc dung lam thuwdc do vé sy phan
hoi lam thay ddi lgi nhuan cda gia tri
trai phiéu)

EFFECT (nominal_rate, npery)

Tinh 13i suat thuc t& hang ndm, biét
trwdce |3i suat danh nghia hang ndm va
téng s6 ky thanh toan 13i kép mdi ndm

FV (rate, nper, pmt, pv, type)

Tinh gia tri ky han cda sy dau tv dya
trén viéc chi trd cd dinh theo ky va |3i
suat cd dinh

FVSCHEDULE (principal, schedule)

Tinh gia tri ky han cda mdt vén ban
dau sau khi 4p dung mot chudi cac I3
suat kép (tinh gia tri ky han cho mét
dau tu cd I3i suat thay doi)

INTRATE (settlement, maturity,
investment, redemption, basis)

Tinh 13i suat cho mét chirng khodn
dau tw toan bd

IPMT (rate, per, nper, pv, fv, type)

Tra vé khodn thanh todn I3ai cho mét
dau tu dua trén viéc chi trd co dinh
theo ky va dua trén |3i suat khéng doi
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IRR (values, guess)

Tinh loi suat ndi ham cho mot chudi
cac luu déng tién mat duoc thé hién
b&i cac tri s

ISPMT (rate, per, nper, pv)

Tinh sé tién 13i d3 tra tai mét ky nao
dé d6i véi moét khoan vay cd 13i suat
khéng d6i, sau khi da trir sé tién géc
phai tra cho ky dé.

MDURATION (settlement, maturity,
coupon, yld, frequency, basis)

Tinh th&i han Macauley stra d6i cho
chirng khodn dua trén déng ménh gia
S100

MIRR (values, finance_rate,
reinvest_rate)

Tinh ty suat doanh lgi néi tai trong
mot chudi ludn chuyén tién mat theo
chu ky

NOMINAL (effect_rate, npery)

Tinh 13i suat danh nghia hang nam,
biét trwdc 13i suat thuce té va cac ky
tinh 13i kép moi ndm

NPER (rate, pmt, pv, fv, type)

Tinh s6 ky han dé tra khoan vay trong
dau tw dya trén tirng chu ky, sé tién
tra va ty suat lgi tirc ¢d dinh

NPV (rate, valuel, value2, ...)

Tinh hién gid rong cia mét khoan dau
tw bang cach s dung ty & chiéu khau
v&i 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 gid tri trén mo6i ddng ménh gia
$100 cda chirng khodn c6 ky dau tién
|& (ngdn han hay dai han)

ODDFYIELD (settlement, maturity,
issue, first_coupon, rate, pr,
redemption, frequency, basis)

Tra vé lgi nhudn cla mét chirng
khodn co ky tinh 13i dau tién 1a 1é
(ngdn han hay dai han)
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ODDLPRICE (settlement, maturity,
last_interest, rate, yld, redemption,
frequency, basis)

Tinh gid tri trén mo6i déng ménh gia
$100 cla chirng khoan coé ky tinh 13i
phiéu cudi cung |3 I& (ngdn han hay dai
han)

ODDLYIELD (settlement, maturity,
last_interest, rate, pr, redemption,
frequency, basis)

Tinh lgi nhuan cda chirng khoan cé ky
cudi cung 13 1é (ngan han hay dai han)

PMT (rate, nper, pv, fv, type)

Tinh tién phai trd doi vai khodn vay cé
13i suat khong d6i va chi trd déu dan

PPMT (rate, per, nper, pv, fv, type)

Tinh khodn vén thanh todn trong mot
ky han d3a cho d6i véi mét khoan dau
tw, trong d6 viéc chi tra duoc thuc
hién déu dan theo dinh ky véi mét I3i
suat khéng doi

PRICE (settlement, maturity, rate, yld,
redemption, frequency, basis)

Tinh gid tri chirng khoan trén déng
ménh gid $100, thanh toan lgi tic
theo chu ky

PRICEDISC (settlement, maturity,
discount, redemption, basis)

Tinh gia tri trén dong ménh gid $100
cla mot chirng khodn d3 chiét khau

PRICEMAT (settlement, maturity,
issue, rate, yld, basis)

Tinh gia tri trén dong ménh gid $100
clla mot chirng khodn phai thanh toan
|3i vao ngay ddo han

PV (rate, nper, pmt, fv, type)

Tinh gia tri hién tai ca mot khoan
dau tu

RATE (nper, pmt, pv, fv, type, guess)

Tinh 13i suadt moi ky trong mot nién
kim

REVEICED (settlement, maturity,
investment, discount, basis)

Tinh s6 tién nhan duwoc vao ky han
thanh todn cho mét chirng khodn dau
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tuw toan bo

SLN (cost, salvage, life)

Tinh chi phi kh3u hao (theo phuwong
phap dudng thing) clia mot tai san
trong mot ky

SYD (cost, salvage, life, per)

Tinh khdu hao theo gid tri con lai cla
tai san trong dinh ky xac dinh

TBILLEQ (settlement, maturity,
discount)

Tinh lgi nhuan tuvong ng voi trai
phi€u cho trai phi€u kho bac

TBILLPRICE (settlement, maturity,
discount)

Tinh gia tri d6ng ménh gid $100 cho
trai phiéu kho bac

TBILLYIELD (settlement, maturity, pr)

Tinh lgi nhudn cho trai phi€u kho bac

VDB (cost, salvage, life, start_period,
end_period, factor, no_switch)

Tinh khdu hao tai san sr dung trong
nhiéu ky

XIRR (values, dates, guess)

Tinh lgi suat ndi ham cho mot loat lvu
dong tién mat khéng dinh ky

XNPV (rate, values, dates)

Tinh ty gia rong cho moét day lwu dong
tién mat khéng dinh ky

YIELD (settlement, maturity, rate, pr,
redemption, frequency, basis)

Tinh lgi nhuan d6i vdi chirng khodn
tra 13i theo dinh ky

YIELDDISC (settlement, maturity, pr,
redemption, basis)

Tinh lgi nhuan hang ndm cho chirng
khodn da chiét khau

YIELDMAT (settlement, maturity,
issue, rate, pr, basis)

Tinh lgi nhudn hang ndm cla chirng
khodn tra |di vao ngay ddo han

e. Danh muc cac Cac Ham Quan ly Co’ s& dir liéu va Danh sach

DAVERAGE (database, field, criteria)

Tinh trung binh cac gia tri trong mot
cOt cta danh sach hay cac tri ca mot
co s& dit lidu, theo mét diéu kién
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duoc chi dinh.

DCOUNT (database, field, criteria)

DEm cac 6 chira s6 liéu trong moét codt
clia danh sach hay cac tri cia mét co
s& dit liéu, theo mét diéu kién duoc
chi dinh.

DCOUNTA (database, field, criteria)

DEm cac 6 "khdng rong" trong mot
cot clia danh sach hay cac tri cia mot
co s& dit liéu, theo mot diéu kién
duoc chi dinh.

DGET (database, field, criteria)

Trich mot gid tri tir mét cot cha mot
danh sach hay co s& dit liéu, khép vai
diéu kién duoc chi dinh.

DMAX (database, field, criteria)

Tra vé tri I&n nhat trong mot cot cla
mét danh sach hay clia mét co s& di
liéu, theo mot diéu kién duoc chi
dinh.

DMIN (database, field, criteria)

Tra vé tri nhd nhat trong mot cot cla
moét danh sach hay cia mot co so dir
liéu, theo mot diéu kién duoc chi
dinh.

DRODUCT (database, field, criteria)

Nhéan cac gia tri trong mot cot cla
moét danh sach hay cia mot co so dir
liéu, theo mot diéu kién duoc chi
dinh.

DSTDEV (database, field, criteria)

Udc lwong dé léch chuan cla mot tap
hop theo mau, bang cach s dung cac
s6 liéu trong mét c6t ca mét danh
sach hay cia moét co s& di liéu, theo
mot diéu kién dwoc chi dinh.
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DSTDEVP (database, field, criteria)

Tinh d6 léch chudn cla mot tap hop
theo toan thé cac tap hop, bang cach
str dung cac s6 liéu trong mot cot cla
mot danh sach hay clia mét co s& di
liu, theo mot diéu kién duoc chi
dinh.

DSUM (database, field, criteria)

Cong cac sb trong mot cdt cha mot
danh sach hay ciia mot co s& dit liéu,
theo mot diéu kién duoc chi dinh.

DVAR (database, field, criteria)

Uédc luvgng sy bién thién cla mot tap
hop dwa trén mot mau, bang cach sl
dung cdc so liéu trong mot codt cla
mét danh sach hay ciia mét co s& di
liéu, theo mot diéu kién duoc chi
dinh.

DVARP (database, field, criteria)

Tinh todn sy bién thién cha mét tap
hop dwa trén toan thé tap hop, bang
cach str dung céc s6 liéu trong mét cot
clla mot danh sach hay cia mét co sé&
dit liéu, theo mot diéu kién duoc chi
dinh.

GETPIVOTDATA (data_field,
pivot_table, field1, item1, field2,
item2,...)

Tra vé dir liéu duoc lwu gilr trong bao
cdo PivotTable. Cé thé dung
GETPIVOTDATA dé Iy dit liéu téng két
tlr mot bao cdo PivotTable, vdi diéu
kién la phai thay dugc dit liéu tong két
twr trong bao cao dé.

N6i chung vé Cdc Ham Quan ly Co sé& dir liéu va Danh sach

Microsoft Excel cung cap nhiéu ham dung cho viéc phan tich dit liéu trong danh
sach hay co s& dit liéu. Nhitng ham nay bat dau bang chir D.
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M6i ham déu st dung 3 ddi sé |a database, field va criteria; nhitng déi s6 nay la
cac tham chiéu dén cdc mang trong bang tinh.

* database : La mot ddy cac 6 tao nén danh sach hay co s& dit liéu. Mét co so
di? liéu 1 mot danh sach dit liéu gdm nhirng mau tin, va cd cot dir liéu 13 cac
truong (field). Dong dau tién trong danh sach ludn chra tén trwdng.

* field : Cho biét cdt ndo duoc st dung trong ham. field cé thé dwoc cho &
dang text v&i tén cot duwoc dé trong cdp dau ngoac kép (nhu "Age", "Yield"...)
hay la s6 dai dién cho vj tri cda cét (1, 2, ...)

* criteria : LA mét ddy cac 6 chira diéu kién. C6 thé dung bat cr d3y nao cho
phan diéu kién nay, mién la ddy dé cé 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 THO1 GIAN

Mt s6 lwu vy khi sir dung ngay thang va thi gian trong Excel:

Excel ho trg tinh todn 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
dwoc dién giai theo hé ngay 1900 danh cho Windows.

Hé thdng ngay gid Excel phu thudc vao thiét |4p trong Regional Options cla
Control Panel. Mac dinh 13 hé théng cha My "Thang/Ngay/Nam" (M/d/yyyy).
Ban c6 thé slra lai thanh hé théng ngay cta VN "Ngay/Thang/Nam"
(dd/MM/yyyy).

Khi ban nhap mét gia tri ngay thang khong hop & né sé tré thanh mot chudi
van ban. Cong thirc tham chiéu t&i gid tri d6 s& tra vé 16i.

=NOW() Cho hién ngay gi® clia hé théng
=TODAY() Cho ngay cta hé théng

=DAY(D) Cho gia tri ngay cta D (Tra vé th ty cla ngay trong thang tir mot gia
tri ki€u ngay thang)

=MONTH(D) Cho gia trj thang cia D
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=YEAR(D) Cho gid trinam cta D

=DAYS360(BTNT1, BTNT2) Tinh s& ngay giita 2 méc ngay thang dwa trén co s&
mot nam co 360 ngay.

=EDATE Tra vé m&c thoi gian xay ra trudc hodc sau méc chi dinh

=EOMONTH Tr3 vé ngay cudi cung cta thang xay ra trudc hodc sau méc chi
dinh

Ham HOUR()

Cho biét s6 chi gio trong mot gia tri thoi gian

Cu phdp: = HOUR(serial_number)

serial_number: Biéu thirc thoi gian hodc [a mét con s6 chi gia tri thoi gian
Vidy: HOUR(0.5) = 12 (gio)

Ham MINUTE()

Cho biét s6 chi phut trong mét gia tri thoi gian

Cu phap: = MINUTE(serial_number)

serial_number: Biéu thirc thoi gian hodc la mét con s6 chi gid tri thoi gian
Vi du: Bay gi® 13 10:20 PM, MINUTE(NOW()) = 20 (phut)

=MONTH Tra vé s6 thang cia mét gia trj kiéu ngay thang.

=NETWORKDAYS Tra vé s6 ngay lam viéc trong méc thdi gian dua ra sau khi trir
di ngay nghiva ngay |é.

=NOW Tra vé ngay gi® hién tai trong hé théng cla ban.
Ham SECOND()

Cho biét s6 chi gidy trong mot gia tri thoi gian

CuU phdp: = SECOND(serial_number)

serial_number: Biéu thirc thoi gian hodc la mét con s6 chi gia tri thoi gian
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Vi du: SECOND("2:45:30 PM") = 30 (giay)

Ham TIME()
Tra vé mot gia tri thoi gian nao dé
CuU phdp: = TIME(hour, minute, second)

hour: S6 chi gi®, 1a mot con sé tir 0 dén 23. Néu I&n hon 23, Excel s& ty trir di
mot bdi sé cla 24.

minute: S6 chi phut, 1a mot con s6 tir 0 dén 59. Néu I&dn hon 59, Excel s& tinh
lai va tdng so gi® 1én twong ing.

second: S& chi gidy, 1a mot con sé tir 0 dén 59. Néu I&n hon 59, Excel s& tinh lai
va tang so phut, so gid 1én twong &ng.

Vidu:

TIME(14, 45, 30) = 2:45:30 PM
TIME(14, 65, 30) = 3:05:30 PM
TIME(25, 85, 75) = 2:26:15 AM

* Cling nhw DATE(), ham TIME() rat hitu dung khi hour, minute, second |3
nhirng cong thirc ma khéng phai Ia mét con s8, né sé gilp chung ta tinh toan
chinh xac hon

Ham TIMEVALUE()

Chuyén d6i mot chudi van ban cé dang thoi gian thanh mot gia tri thoi gian dé
cé thé tinh toan duwoc

CU phap: = TIMEVALUE(time_text)
time_text: Chudi vin ban can chuyén doi
TIMEVALUE("26:15") = 0.09375 (= 2:15:00 AM)

=WEEKDAY Tra vé s6 th ty cla ngay trong tuan tir gia tri ngay thang.
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=WEEKNUM Tra vé s4 thi¥ ty cda tudn trong ndm tir gia tri ngay thang.
=WORKDAY Tra vé ngay lam viéc xay ra trwdc hodc sau mdc thdi gian dua ra.

Trong cong viéc hang ngay, chac han ching ta hay nght dén chuyén viéc lam
nay cta minh mat hét may phan trdm cda mot ndm, vi du, mot ngay ngt hét 6
tiéng, 1a 1/4 ngay, vdy mot nam chuing ta ngl hét 25% (hic) thoi gian...

Hoac mot nhan vién clia cong ty xin nghi viéc vao thang 5, lvong tinh theo nam,
vay cong ty phai trd cho ngudi d6 bao nhiéu phan trdm lwong khi cho nghi
viéc?

Excel c6 modt ham dé tinh ty 1é cia mét khodng thdi gian trong mét ndm, va
cho phép tinh theo nhiéu kiéu (ndm 365 ngay, hay ndm 360 ngay, tinh theo
ki€u My hay theo kiéu chau Au...):

Ham YEARFRAC()
(Dich ttr chit Year: nam, va Frac = Fraction: ty |)
Cu phap: = YEARFRAC(start_date, end_date [, basis])

start_date, end_date: Ngay thang dai dién cho ngay bat dau va ngay két thuc
clia khodng thoi gian can tinh todan. Nén nhap bang ham DATE(), hodc dung
mot két qua tra vé clia mot cong thirc khac, vi cé thé sé xay ra 16i néu ban nhap
true ti€p ngay thang dudi dang text.

basis: Mt con s8, quy dinh kiéu tinh:

* 0 : (hodc khéng nhap) Tinh toadn theo ki€u Bac My, mot ndm cé 360 ngay chia
cho 12 thang, mét thang cé 30 ngay.

* 1 : Tinh todn theo s6 ngay thuc té cda ndm va sé ngay thuc té cla tirng thang

* 2 : Tinh todn theo mét ndm ¢ 360 ngay, nhung s ngay 13 sé ngay thuc té
cla tirng thang

* 3 : Tinh todn theo mét ndm cé 365 ngay, va s6 ngay la sé ngay thuc té cla
trng thang
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* 4 : Tinh toan theo kiéu Chau Au,mbi thang cé 30 ngay (néu start_date hoic
end_date ma roi vao ngay 31 cda mot thang thi ching s& duoc d6i thanh ngay
30 ctia thang dé)

Vi du: Tinh ty Ié gitta ngay 15/3/2010 va ngay 30/7/2010 so véi 1 nam:
YEARFRAC("15/3/2010", "30/7/2010") =37%
Tinh s6 ngay chénh léch theo kiéu mét ndm cé 360 ngay

Hién nay, van con mot s6 hé théng k& toan dung kiéu tinh thdi gian 1a mot
thang coi nhu c6 30 ngay va mét nam coi nhu co 360 ngay!

Gap trwong hop nay, viéc tinh toan thoi gian s& khéng don gian, vi thuc té thi
s6 ngay trong moi thang dau cé giéng nhau.

Cé 18 vi nghi dén chuyén do, nén Excel c6 mot ham danh riéng cho cac hé
théng ké todn dya trén co s& mot ndm cé 360 ngay, doé la ham DAYS360.

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

start_date, end_date: Ngay thang dai dién cho ngay bat dau va ngay két thuc
clia khodng thoi gian can tinh todan. Nén nhap bang ham DATE(), hodc dung
mot két qua tra vé clia mot cong thirc khac, vi cé thé sé xay ra 16i néu ban nhap
true ti€p ngay thang dudi dang text.

method: M6t gid tri logic (TRUE, FALSE) dé chi céch tinh toan, theo kiéu chau
Au hay theo kiéu M.

* FALSE: (hodc khong nhap) Tinh todn theo ki€u My: Néu start_date Ia ngay 31
cla thang, thi né duoc dbi thanh ngay 30 cta thang d6. Néu end_date 1a ngay
31 cla thang va start_date nho hon 30, thi end_date dwoc déi thanh ngay 1
cla thang ké tiép.

* TRUE: Tinh todn theo kiu chau Au: Hé start_date hodc end_date ma roi vao
ngay 31 cla mét thang thi ching s& dwoc d6i thanh ngay 30 cla thang ddé.
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Vi du: So sdnh s6 ngay chénh léch gitra 01/01/2008 va 31/5/2008 theo kiéu
mot ndm cd 360 ngay va theo kiéu thudng (dung 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 sé ngay lam viéc giira hai khodng thoi gian

Binh thudng, néu Iy ngay thang trir ngay thang, két qua sé bao gébm luén
nhi*ng ngay I&, ngay nghi, v.v... Con néu tinh s6 ngay lam viéc trong mot
khoang thoi gian, thi phai trir bét di nhitng ngay khong lam viéc.

Trong Excel c6 mdt ham chuyén dé tinh todn nhirng ngay lam viéc gitra hai
khodng thoi gian ma khong bao gébm céc ngay th& Bay, Chu Nhat va nhirng
ngay nghi khac duwgc chi dinh: Ham NETWORKDAYS (dung nguyén nghia cla
nd: net workdays).

DT nhién ham nay chi thich hgp va&i nhitng co quan lam viéc 5 ngay mot tuan,
ch& nhu chdng ta, lam tuét, cd khi la 365 ngay mdt ndm (hic) thi ham nay vé
tac dung!

Ham NETWORKDAYS()
Cu phap: = NETWORKDAYS(start_date, end_date [, holidays])

start_date, end_date: Ngay thang dai dién cho ngay bat dau va ngay két thuc
cong viéc. Nén nhap bang ham DATE(), hodc dung mot két qua trad vé clia mot
cong thirc khac, vi c6 thé s& xay ra 16i néu ban nhap truc ti€p ngay thang dudi
dang text.

holidays: Danh sach nhitng ngay nghi ngoai nhirng ngay th& Bay va Chu Nhat.
Danh sdch nay cé thé [a mot vung da duoc dat tén. NEu nhap tryc tiép thi phai
bé trong cdp ddu mac {}.

Vi du: Cong thirc tinh sé ngay lam viéc gitta ngay 1/12/2010 va ngay
10/1/2011, trong d6 c6 nghi ngay Noel (25/12) va ngay Tét Tay (1/1):
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= NETWORKDAYS("01/12/2010", "10/01/2011", {"12/25/2007", "1/1/2011"})
Ham DATEDIF()

C6 18 cach dé nhat khi muén tinh todn ngay thang nam la dung ham DATEDIF().
Cu phdp: = DATEDIF(start_day, end_day, unit)

start_day: Ngay dau

end_day: Ngay cudi (phai l&¢n hon ngay dau)

unit: Chon loai két qua tra vé (khi dung trong ham phai gd trong diu ngoac
kép)

y : s nam chénh léch gitra ngay dau va ngay cudi
m : s& thang chénh léch gitta ngay dau va ngay cudi
d : s& ngay chénh léch gitra ngay dau va ngay cudi

md : s6 ngay chénh léch giira ngay dau va thang ngay cudi, ma khéng phu
thudc vao sé ndm va sé thang

ym : s6 thang chénh léch gitra ngay dau va ngay cudi, ma khéong phu thudc vao
s6 nam va s6 ngay

yd : s6 ngay chénh |éch gilta ngay dau va ngay cudi, ma khéng phu thudc vao
s6 nam

Vi du:

DATEDIF("01/01/2000", "31/12/2100", "y") = 100 (nim)
DATEDIF("01/01/2000", "31/12/2100", "m") = 1211 (thang)
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)
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*Tinh tudi (2):
O bai trudc, toi d3 dua ra mot cai cong thirc dé tinh tudi dai thodng nhu vay:

= YEAR(NOW() - YEAR(Birthdate) - (DATE(YEAR(NOW()), MONTH(Birthdate),
DAY(Birthdate)) > TODAY())

D6 13 khi chura biét d&n ham DATEDIF().

Bay gi®, v&i DATEDIF(), cdng thirc trén chi ngan nhu vay thoi, ma ra két qua van
chinh xac:

= DATEDIF(Birthdate, TODAY(), "y")
Vi du, hdm nay la ngay 09/01/2007:

* V&i ngay sinh 1a 05/01/1969 (d3 t6 chirc sinh nhat roi),
DATEDIF("05/01/1969", TODAY(), "y") = 39

* Nhung vdi ngay sinh 1a 11/1/1969 (chua t6 chire sinh nhat),
DATEDIF("11/01/1969", TODAY(), "y") = 38

*Tim mot gid, phut, gidy nao dé tinh tir luc nay
Nhu t6i dd ndi & trén, ham TIME() sé ty déng diéu chinh két qua cha mét gia tri
thoi gian khi nhirng thong sé trong ham khéng hop ly (gio > 24, phut va gidy >

60). Va do dd, khi can tinh todn hodc tim mot gid tri thoi gian nao dé ké tir luc
nay (hodc bat ky lic nao), ngudi ta thwong s& dung ham TIME().

Vi du, céng thirc sau day sé& cho ra két qua |a thoi gian vao 12 tiéng nira ké tir
[Uc nay:

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

Khéng giéng nhu ham DATE(), ban khdng thé don gian cdng thém gid, phut,
hay giay trong ham TIME(). Vi du cdng thirc sau day chi lam mdi chuyén 13 ting
thém 1 ngay vao ngay thang nam va thoi gian hién tai:

= NOW() + 1
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NE&u ban muén cdng thém gid, phut, hay gidy vao mot gid trj thoi gian, ban phai
tinh thoi gian cong thém dé theo mot ty |é cha mot ngay. Vi du, bdi vi mot
ngay thi cd 24 gio, nén mot gio duoc tinh nhu la 1/24. Ciling vay, bdi vi mot gio
thi cé 60 phut, nén mot phut sé duwoc tinh nhu 1a 1/24/60 (cla mét ngay). Va
cudi cung, b&i vi c6 60 gidy trong mét phat, nén 1 gidy trong mot ngay sé duwoc
tinh bang 1/24/60/60.

*Tinh téng thoi gian
Khi tinh téng thai gian, ban nén phan biét hai trud'ng hop sau day:

* Cong thém gid, phut, gidy: Vi du, bay gio |a 8 gid, cdng thém 2 ti€ng nita, |13
10 gio... Hodc bay gio 1a 23 gid, cong thém 3 tiéng nita 13 2 gi® sang (ché khéng
phai 26 gi®)... Néu cdng ki€u nay thi ban c cdng binh thudng, dung ham
TIME() va néu can thi theo bang huéng dan & trén.

* COng téng thoi gian [am viéc: Moi ngay t6i lam viéc 18 ti€ng, vay hai ngay t6i
lam may ti€ng? 13 36 tiéng. Nhuwng néu ban dung format binh thudng dang thoi
gian thi Excel nd s& tw quy ra (36-24) = 12:00... D& duoc két qua 1a 36:00, ban
phai dinh dang thoi gian cho 6 theo kiéu:

[h]:mm:ss (gi® ndm trong mdt cdp diu ngodc vudng)
L4y lai dinh dang ngay thang

Doi khi, ban nhan dwoc mot cdi database ma khdng hiéu vi mét ly do gi do, cell
chtra ngay thang nam né nhu sau: 20070823,

nghta la né dwgc dinh dang theo kiéu YYYYMMDD.

Truwdng hop nay, khéng thé dung Format Cell cla Excel dé dinh dang lai, ma
ban phai dung dén ham DATE(year, month, day)

va cac ham x& ly text, vi du ham LEFT(), MID() va RIGHT() d& 1y cac tri s6 ngay,
thang, nam cho ham DATE():

Toi giad str con s6 20070823 nay dang nam & cell A1, thi cong thirc LEFT(A1, 4)
sé cho ta trj s6 cha nam, MID(A1, 3, 2) sé cho trj s6 cla thang

va RIGHT(A1, 2) sé& cho tri s6 cla ngay.
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Gia st trong Control Panel cla ban dinh dang ngay thang ndm theo kiéu
dd/mm/yyyy, va cell nhan két qua cta ban da duwoc dinh dang theo kiéu ngay
thang nam,

ban dung ham DATE(year, month, day) v&i 3 tham sé la 3 céng thirc vira lam &
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 gém cac ham tim ki€m va tham chi€u rat hiru ich khi ban lam viéc véi CSDL
|&n trong EXCEL nhu ké toan, tinh lwong, thué...

=ADDRESS(row_num, column_num [, abs_num] [, al] [, sheet_text]) Dung dé
tao dia chi dang chudi ky tw, theo chi s6 dong va chi s6 cot dugc cung cap.

row_num: S8 th( ty dong cla dia chi

column_num: S8 th tu cdt cda dia chi

abs_num: Kiéu dia chi (tuyét d&i hay twong ddi) - mac dinh 1a tuyét déi
al: Dang dia chi (=TRUE: dang A1; =FALSE: dang R1C1) - mac dinh la TRUE
sheet_text: Tén cula sheet chira dia chi - mac dinh la khéng cé

=AREAS(reference) Tra vé s6 vung tham chiéu trong mot tham chiéu. Moi vung
tham chiéu c6 thé |a mét 6 roi rac hodc 1a mot day 6 lién tuc trong bang tinh.

reference: L mot hodc nhiéu vung tham chi€u ma ban can dém. Néu muén
dwa nhiéu vlung r&i rac nhau vao cong thirc thi ban phan cach ching bang dau
phay, néu khéng ngan bang dau phay, Excel s& khdng dé€m (xem vi du 3 dudi
day)

=CHOOSE Tr3a vé gia tri trong mang gid tri tai vi tri dwgc chi dinh.

=COLUMN(reference) Tra vé sb thir ty cot cla 6 dau tién & géc trén bén trai
cla vung tham chiéu.
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reference: La 6 hodc mét vung nhiéu 6. Néu reference bd tréng thi COLUMN()
trd vé so thi tu cot cha 6 chira cdng thirc.

=COLUMNS(array) Tra vé so cot chia vung tham chiéu.
array: La 6 hodc mét vung nhiéu 6, mang tham chiéu

=HYPERLINK(link_location, friendly_name) Tao mot siéu lién két, mot lién két dé
mo& mot tai liéu...

link_location: Buwdng dan dén tai liéu can mé, nhap & dang chudi ky tuw.
Link_location cé thé chi dén mot 6 dic biét, tén cla mot day 6 trong mot trang
bang tinh hodc mot bang tinh, hodc chi dén mét ddnh diu (bookmark) trong
Microsoft Excel. Link_location cling c6 thé chi dén mét tap tin lwu trén 6 cing,
hodc mot dwdng dan truy xuat ndi bd trén mot may chd hodc mot dwong dan
tai nguyén URL trén mang intranet, internet.

- Link_location cé thé 1a mdt chudi ky tu d3t trong dau nhay kép, hodc mot 6
nao dé chira dwdng dan dudi dang chudi ky tu.

- Néu link_location lién két d&n mot tai nguyén khong ton tai, sé xuat hién I6i
khi ban kich vao 6 chira ham HYPERLINK() nay.

firendly_name: L3 ndi dung hién thj trong 6 chira ham HYPERLINK(), c6 thé 13
mot s6, hodc chudi ky tw. Noi dung nay s& hién thi bang mau xanh va cé gach
chan, néu khong co6 firendly_name thi chinh link_location sé& hién thi.

- Firendly_name cé thé la mdt gid tri, mot chudi ky tw, mot tén mang, hodc mot
o lien két dén mot gia tri hodc mot chudi van ban.

- Néu firendly_name lién két d&€n mot gia tri bi 16i, thi chinh tén cai 16i d6 s&
duoc hién thj dé thay thé cho ndi dung ban can.

Vi du:

=HYPERLINK("http://example.microsoft.com/report/bu dget report.xls", "Click
for report")

s& hién thj: Click for report, va khi ban click vao 6 nay, Excel s& m& bang tinh
budget report.xls clia trang web http://example.microsoft.com/report
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=HYPERLINK("F:\GPE\book2.xIs",F10)

s& hién thi ndi dung clia 6 F10 va khi ban click vao 6 nay, Excel s& m& bang tinh
book2.xls & thw muc GPE clia 6 F

=HYPERLINK("F:\GPE\book2.xIs",F10)

s& hién thi ndi dung clia 6 F10 va khi ban click vao 6 nay, Excel s& mé& bang tinh
book2.xls & thw muc GPE cGa 6 F

=MATCH Tra vé vj tri cia mot gia tri trong bang dir liéu

=INDEX Tra vé mdt gia trj trong bang dit liéu twong ng véi chi muc cda nd.
Tim kiém trong nhiéu cot

Dai khi, cac di¥ liéu dung dé tim kiém khong nam & mot cot ma trong nhiéu cot.
Vi du, ban c6 mét danh sach da duoc tach san ho va tén riéng ra hai cot.

Nguwdi ta yéu cau dya vao ho va tén dé xac dinh chirc vu.

Ching ta c6 thé dung mot cot phu dé néi ho va tén lai réi tim theo cét phu...
Nhwng cé |8 khdng can, vi toi s& dung ham INDEX() va MATCH() v&i céng thirc
mang.

Ham MATCH() c6 mét cd phép it ngudi biét dén, do la:

=MATCH(valuel & value2, arrayl & array2, match_type)

valuel & value2 |3 cac di¥ liéu dé tim (vi du ho va tén)

arrayl & array2 la cdc cot (hodc hang) chira cac di liéu dung dé tim kiém do
Va day la cu phap dung INDEX() ghép v&i MATCH() trong cong thirc mang:
{=INDEX(reference, MATCH(valuel & value2, arrayl & array2, match_type))}
=INDIRECT(ref text [, al])

ref_text 13 tham chi€u t&i mét 6 (cé thé la dang Al hodc dang R1C1), |a tén

dinh nghia cla mot tham chiéu, hodc |a mot tham chiéu dang chudi.
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-Néu ref_text khong hop 18, INDIRECT() s& bao 16i #REF!

-Néu ref_text chira tham chi€u dén mot bang tinh khac thi bang tinh nay phai
dang m&, néu khong, INDIRECT() ciing bao 16i #REF!

al Ia gia tri logic xac dinh dang tham chi€u bén trong ref_text.
al=TRUE (hodc 13 1, hoac khéng nhap) 13 kiéu tham chiéu Al
al = FALSE (hodc 13 2) |13 kiéu tham chiéu R1C1

Tra vé gia trj cia mot tham chiu tr chudi ky ty. Tham chi€u dugc tra vé ngay
tire thoi dé hién thi ndi dung cla ching. Cling cé thé dung ham INDIRECT khi
mudn thay ddi tham chiéu t&di mot & bén trong mot céng thirc ma khdng can
thay ddi céng thirc d6.

=LOOKUP DO tim mot gia tri
Ham LOOKUP

Dung dé do tim mot gid trj tir mot dong hodc mot cot trong mét day 6 hodc
mot mang gia tri.

Ham LOOKUP() cé hai dang: Vec-to (vector form) va Mang (array form)

* Dang Vec-to: LOOKUP() tim kiém trén mét dong hodc mot cdt, néu tim thay
sé trad vé gid trj cha 6 cung vj tri trén dong (hodc cdt) dwoc chi dinh.

* Dang Mang: LOOKUP() tim kiém trén dong (hodc cdt) dau tién cia mét mang
gia tri, néu tim thay s& tra vé gia tri cda 6 cung vi tri trén dong (hodc cét) cudi
cung trong mang do.

Vector form (dang vec-to)
Cu phap: LOOKUP(lookup_value, lookup_vector, result_vector)

lookup_value: La gia tri LOOKUP() sé& tim ki€m trong lookup_vector. N6 ¢ thé
la mot s6, mot ky tw, mot gia tri logic, mot tén d3 dwoc dinh nghia cda mét
vung 6 hodc mot tham chi€u dén mot gia tri.

100



lookup_vector: La mdt vung ma chi gdm mot dong (hodc mot codt) cé chira
lookup_value. Nhi*ng gid tri chira trong ving nay cé thé 1a mét s8, mot ky tyw
hoac mot gia tri logic.

- lookup_vector phai dugc sap x&p theo thir ty tang dan, néu khéng, LOOKUP()
c6 thé cho két qua khdng chinh xac.

- Néu khéng tim thay lookup_value trong lookup_vector thi LOOKUP() s& lay gia
tri I&n nhat ma nhd hon hodc bang lookup_value.

- Néu lookup_value nhé hon gid tri nhd nhat trong lookup_vector thi LOOKUP()
s& bao 16i #NA!

result_vector: La mot vung ma chi gém mét dong (hodc mét cot) chirva gid tri
tra vé. Kich thwdc cla result_vector bat budc phai bang kich thudc cla
lookup_vector.

AN Array form (dang mang)
Cu phap: LOOKUP(lookup_value, array)

lookup_value: La gid tri LOOKUP() s& tim ki€m trong array. N6 c6 thé la mét sé,
mot ky tw, mot gia tri logic, mot tén da dwoc dinh nghia cia mot vung 6 hoac
mot tham chi€u dén mét gia tri.

- Néu khéng tim thay lookup_value trong array thi LOOKUP() s& |3y gia tri I&n
nhat ma nhd hon hodc bang lookup_value.

- Néu lookup_value nhd hon gid tri nhd nhat trong cot hodc hang dau tién
trong array thi LOOKUP() s& bao 16i #NA!

array: L mot vung chira lookup_value, c6 thé 1a s8, ky tw, hodc gid tri logic.

Dang mang cdia LOOKUP() gan twong duwong nhw ham VLOOKUP() hoac
HLOOKUP().

Khac biét & chd VLOOKUP() va HLOOKUP() tim ki€m trén cot (hodc dong) dau
tién, con LOOKUP() tim kiém trén cot hodc trén dong tuy thudc vao dang mang
duwoc khai bao:
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- Néu array la mang cd s6 cét nhiéu hon sé dong thi LOOKUP() sé tim trén dong
dau tién.

- Néu array la mang c6 s6 dong nhiéu hon s6 cot thi LOOKUP() sé& tim trén cot
dau tién.

- Trwdng hop array la mang cé s6 dong bang s6 cot thi LOOKUP() s& tim trén
cHt dau tién.

- VLOOKUP() va HLOOKUP() lay két qua trén cét (hodc) dong duoc chi dinh, con
LOOKUP() ludn luén Iay két qua trén dong (hodc cdt) cudi cung.

- Cac gid tri trén dong (hodc cot) dau tién cla array phai dwoc sap xép theo the
tu tdng dan, néu khdng, LOOKUP() c6 thé cho két qua khdng chinh xac.

Ham GETPIVOTDATA()

Tra vé dit liéu dwoc luu gilr trong bdo cdo PivotTable. C6 thé dung
GETPIVOTDATA() dé 1ay di liéu téng két tir mdt bdo cdo PivotTable, vai diéu
kién la phai thay dugc dit liéu tdng két tir trong bdo cdo dé.

Pé nhanh chdng nhap céng thirc GETPIVOTDATA(), ban cé thé gd dau = vao 6
mudn nhan dit liéu téng két, roi nhap vao 6 chira sb liéu téng két cda bao cado
PivotTable.

Cu phap: = GETPIVOTDATA(data_field, pivot_table, field1, item1, field2,
item2,...)

data_field : Tén truong chira dit liéu téng két clia bdo cdo PivotTable. Tén nay
phdi dugc dat trong mét cap dau nhay kép.

pivot_data : Tham chiéu dén mot 6, diy 6, hodc tén day 6 bén trong mét bdo
cdo PivotTable. Théng tin nay duoc dung dé xac dinh bao cdo PivotTable nao
chira di¥ liéu tra ve.

field1, item1, field2, item2,... : Cé thé c6 tir 1 dén 126 (v&i Excel 2003 trd vé
trudc thi con s6 nay chi la 14) cdp tén field va item md ta dit liéu mudn tra vé.
Nhirng cdp nay cé thé thudc bat clr loai nao. Néu tén field va item khong |a
ngay thang hodc sé liéu, can phai dat ching trong cap dau nhay kép. Doi vdi
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loai bdo cdo OLAP PivotTable, items c6 thé bao gom day di duong dan 1an tén
cla item. Mét cap field va item cla OLAP PivotTable cé thé nhu sau:

"[Product]","[Product].[All Products].[Foods].[Baked Goods]"
Luu y:

* Cac field hay item tinh todn va cac phép tinh ty tao ¢ thé duwgc dat trong
phép tinh GETPIVOTDATA.

* Néu pivot_table la mét ddy c6 chira nhiéu hon 1 bdo cdo PivotTable, dit liéu
tra vé sé |3 tlr bdo cdo dwogc tao ra sau cung.

* N&u ddi s6 field va cac d6i s6 clia item mo ta chi moi mot 6, gia tri clia 6 do
s& dwoc trad vé ma khong can biét gia tri d6 1a chudi, 1a s6, 1a 16i, hay 1a mot th
gi d6...

* N&u item chira ngay thang, gia trj phai dugc biéu dién dudi dang mot chudi
s6 hodc duoc thiét 1ap bang cach dung ham DATE() dé gid tri d6 sé khong bién
ddi khi bang tinh duwoc méd & mdt may khéc, cd hé théng dinh dang ngay thang
khéc v&i noi tao ra nd. Vi du, mot item tham chié€u té&i ngay 5 thang 3 ndm 1999
c6 thé dugc nhap 1a 36224 hay DATE(1999, 3, 5). Thoi gian ¢ thé dugc nhap
nhuw mot gia tri thap phan hodc bang cach dung ham TIME().

* Néu pivot_table khong phai la mdt day cé chira bado cdo PivotTable,
GETPIVOTDATA() s& tra vé 16i #REF!

* N&u cdc dbi s6 miéu ta mot field khdng thé thay dwoc, hodc néu ching gom
mot tredng khong hién thi, GETPIVOTDATA() cling s& tra vé 16i #REF!

Ham DGET()

Trich m&t gia tri tlr mot cdt cda mot danh sdch hay co s& di liéu, khdp véi diéu
kién dwoc chi dinh.

CuU phdp: = DGET(database, field, criteria)
=OFFSET(reference, rows, cols [, height] [, width]) Tra vé mot vung tham chiéu

tlr mot vung xuat phat.
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Day la mot trong nhirng ham rat hay cla Excel, va dugc rng dung rat nhiéu.

N6 dung dé tham chi€u d&n mot ving nao dé, bat dau tir mot 6, hodc mot day
0, v&i mot khoang cach dugc chi dinh.

reference: La vung ma ban muén lam diém xuat phat dé tham chiéu dén vung
khac. Reference phai chi dén mét 6 hodc mét day 6 lién tuc, néu khéng, ham sé
bao 16i #VALUE!

rows: S6 dong doi 1én (hodc xudng) tinh tir reference, nhap sé duwong néu
mudn doi xuéng, hodc s6 am néu mudn doi lén.

cols: S6 cot doi sang phai trai (hodc phai) tinh tir reference, nhap sé duwong néu
mudn doi sang phai, hodc sé 4m néu mudn doi sang trai.

height: La s6 dong (d6 cao) clia vung tham chiéu can tra vé.
width: La s6 cdt (d6 rong) cda vung tham chi€u can tra vé.
Ghi chu:

* Néu sd dong (rows) hodc cét (cols) vugt ra ngoai pham vi bang tinh, ham sé
bao 16i #REF!

* Do cao (height) va d6 rong (width) néu khéng nhap, thi xem nhu né bang véi
dd cao va dé rong chia vung xuat phat (reference)

=ROW(reference) Tra vé so thir tu dong cha 6 dau tién trong day 6. Trd vé s6
th& tw dong cla 6 dau tién & géc trén bén trai cha vung tham chiéu.

reference: La 6 hodc mét vung nhiéu 6. Néu reference bd tréng thi ROW() trd
vé sb thir ty cot cha 6 chira cdng thirc.

=ROWS(array) Tra vé sd dong cta vung tham chiéu.
array: La 6 hodc mot vung nhiéu 6, mang tham chiéu
=TRANSPOSE(array) Chuyén mot vung dit liéu ngang thanh doc va nguoc lai.

Ham TRANSPOSE() luén ludén dwgc nhap & dang cong thirc mang (nhan Ctrl-
Shift-Enter sau khi nhap)
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array: La mang dit liéu can hoan chuyén

Néu so cot trong vung nhép céng thirc nhiéu hon sé hang cda array, hodc sé
hang trong ving nhap cdng thirc nhiéu hon sé codt cha array, ham s& bao 16i
#NA tai nhirng 6 bi du ra.

=VLOOKUP(gid tri tim, vung can tim, c6t can |3y, cach tim) Do tim mot gia tri
trén cHt dau tién va tra vé ...

Ham tim kiém va tham chiéu theo cét.

Vung can tim: thuong dé & ché do gid tri tuyét déi: S

Cot can 1ay: & vung can tim.

Cach tim: Tim theo 2 gia tri:

0: COt bén trai cla vung can tim khong sap xép (ngam dinh)
1: Sap xép ting dan.

=HLOOKUP(gia tri tim, vung can tim, hang can |dy, cach tim) Do tim mét gia tri
trén hang dau tién va trad vé ... - gibng ham VLOOKUP

HAM TOAN HOC VA LUONG GIAC
Bao gdm cdc ham vé todn hoc va lwgng gidc gilip ban cé thé gidi mot bai toan
dai s6, giai tich, hodc lwong giac tir tiéu hoc dén dai hoc...

Luu y dén quy céch hién thj s6 cha VN va cda US. D& ludn nhap dip mot gid tri
kiéu s6 ban h3y sir dung ban phim sé.

=ABS Tinh trj tuyét déi cia mét s6
=ACOS Tinh nghich dao cosin

=ACOSH Tinh nghich dao cosin hyperbol
=ASIN Tinh nghich dao sin

=ASINH Tinh nghich dao sin hyperbol

=ATAN Tinh nghich dao tang
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=ATAN2 Tinh nghich dao tang v&i toa d6

=ATANH Tinh nghich dao tang hyperbol

=CEILING La tron dén bdi sd gan nhat

=COMBIN Tinh t6 hgp tir sé phan tl&r chon

=COS Tinh cosin clia mot goéc

=COSH Tinh cosin hyperbol

=DEGREES Déi radians sang d6

=EVEN Lam tron mot s& dén s6 nguyén chan gan nhat.
=EXP Tinh I{iy thira co s6 e

=FACT Tinh giai thira cha mot so

=FACTDOUBLE Tinh lly thira cap 2

=FLOOR Lam tron xudng dén boi sé gan nhat do ban chi.
=GCD Tim uéc sé chung I&n nhat

=INT(X) Lam tron xuéng s6 nguyén gan nhat (Ham 1y gid tri 1a phan nguyén-
Ham cho gid tri la phan nguyén cda X)

=LCM Tim bdi s6 chung nhé nhat

=LN Tinh logarit co sé tu nhién cda mot sé

=LOG Tinh logarit

=LOG10 Tinh logarit co s6 10

=MDETERM Tinh dinh thirc cia ma tran

=MINVERSE Tim ma tran nghich dao

=MMULT Tinh tich 2 ma tran

=MOD(a,b) Ham cho gia tri |a phan du cta phép chia a:b

106



=MROUND Lam tron mot sé dén boi sé cla s6 khac.
=MULTINOMIAL Ty |é giai thira téng vdi tich cdc giai thira cla céc s6.
=0DD Lam tron dén mot s6 nguyén |& gan nhat.

=P| Tra vé gia tri pi

=POWER Tinh IGy thira cia mét s6

=PRODUCT Tinh tich cac sé

=QUOTIENT L&y phan nguyén cla phép chia

=RADIANS Déi d6 sang radians.

=RAND Tra vé mdt s6 ngau nhién trong khodng Ova 1
=RANDBETWEEN Tra vé mot s6 ngau nhién trong khoang do ban chi dinh
Ham ROMAN()

Dung dé chuyén déi mot s6 dang A-rap sang dang s6 La-m3

Cu phap: = ROMAN(number, form)

number: S6 can chuyén doi

form: dang chuyén déi

0 (hodc TRUE, hoac khéng nhap): Dang c6 dién

1 cho dén 3: Dang c6 dién nhwng dwogc rut gon, sé cang I&n riut gon cang nhiéu
(xem thém & vi du)

4 (hoac FALSE): Dang hién dai
Cha y:
* number phai la s& duwong, néu number < 0 ham sé& bao 16i #VALUE!

* NEu number |3 s6 thdp phan, ROMAN() chi chuyén d&i phan nguyén cda nd
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* Ham ROMAN() chi xtr ly duoc tdi s6 [&n nhat 13 3999, néu number > 3999
ham s& bdo 16i #VALUE!

* Sau khi d3 chuyén déi, két qua sé 1a mot dit liéu dang text, va khdng thé tinh
toan vaindé duoc nita

Vidu:

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) = MMVII|

=ROUND(X,n) Ham lam tron n s6 cda X

Né&u n duong (n>0) sé lam tron s& bén phai ké tir vi tri ddu chdm thap phan.
NEu n 4m (n<0) s& lam tron s6 bén trai ké tir vj tri ddu chdm thap phan.
=ROUNDDOWN Lam tron mét s hwdng xudng zero

=ROUNDUP Lam tron mot sé huéng ra xa zero.

=SIN Tinh sin cia mo6t géc

=SINH Tinh sin hyperbol cla mét sb

=SUM Tinh t6ng cla cac sb

=DSUM (vung di¥ liéu, cot gid tri, vung tiéu chuin) Ham tinh téng trong cot gia
tri thod man diéu kién cta vung tiéu chuan trong vung dit liéu.

VD: Tinh tong tién lwong nhirng ngudi 26 tudi.
Ham SUMIF()

Tinh téng céc 6 trong mot vung thda mot diéu kién cho trude.
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CuU phdp: = SUMIF(range, criteria, sum_range)

Range : D3y cdc 6 dé tinh tdng, cd thé |a 6 chira s6, tén, mang, hay tham chiéu
dén cac 6 chira s6. O réng va 6 chira gid tri text sé& dwoc bod qua.

Criteria : Diéu kién dé tinh tong. Co thé & dang sd, biéu thirc, hodc text. Vi du,
criteria c6 thé 1a 32, "32", "> 32", hodc "apple", v.v...

Sum_range : La vung thuc sy dé tinh téng. Néu bd qua, Excel s& coi nhw
sum_range = range.

Luuy:

* Sum_range khéng nhat thiét phai cung kich thudc véi range. Vung thuc sy dé
tinh téng dwoc xac dinh bang 6 dAu tién phia trén bén trai cla sum_range, va
bao gdbm thém nhirng 6 twong rng vdi kich thuéc cha range. Vi du:

- Néu Range la A1:A5, Sum_range 13 B1:B5, thi vung thuc sy dé tinh tong la
B1:B5

- Néu Range la A1:A5, Sum_range 1a B1:B3, thi vung thuc sy dé tinh tong la
B1:B5

- Néu Range la A1:B4, Sum_range |a C1:D4, thi vung thuc sy dé tinh téng |a
C1:D4

- Néu Range la A1:B4, Sum_range |a C1:D2, thi vung thuc su dé tinh téng |3
C1:D4

* C6 thé dung cac ky tw dai dién trong diéu kién: diu ? dai dién cho mot ky tu,
dau * dai dién cho nhiéu ky ty (néu nhu diéu kién la tim nhirng diu ? hodc *,
thi gd thém dau ~ & truwdc dau ? hay *).

* Khi diéu kién dé tinh téng la nhitng ky tw, SUMIF() khéng phan biét chir
thuong hay chir hoa.

Ham SUMIFS()

Tinh téng cdc 6 trong mdt vung thoa nhiéu diéu kién cho trudec.
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Cu phdp: = SUMIFS(sum_range, criteria_rangel, criterial, criteria_range2,
criteria2, ...)

Sum_range : D3y cac 6 dé tinh téng, cd thé |a 6 chira s8, tén, mang, hay tham
chi€u dén cac 6 chira s6. O rong va 6 chira gia tri text sé duwoc bo qua.

Criteria_rangel, criteria_range2... : C6 thé cé tir 1 dén 127 vung dung dé lién
két vai cac diéu kién cho vlung.

Criterial, criteria2... : C6 thé cé tir 1 dén 127 diéu kién dé tinh téng. Ching cé
thé & dang s8, biéu thirc, hodc text. Vi duy, criteria cé thé 1a 32, "32", "> 32",
hoac "apple", v.v...

Luuy:

* Moi 6 trong sum_range chi dwoc tinh tdng néu tat ca cac diéu kién twong
&ng v&i 6 d6 déu dung. Néu thda cac diéu kién, né s& bang 1, con khdng, thi né
bang 0.

* Khdng gidng nhw nhirng déi sd range va criteria cda ham SUMIF, trong ham
SUMIFS, mdi vung criteria_range phai cé cung kich thwdc va hinh dang gidng
nhu sum_range.

* C6 thé dung cac ky ty dai dién trong cac diéu kién: diu ? dai dién cho mot ky
tw, ddu * dai dién cho nhiéu ky ty (néu nhu diéu kién I3 tim nhirng dau ? hoac
* thi gd thém dau ~ & trudc dau ? hay *)

* Khi diéu kién dé dém la nhirng ky tw, SUMIFS() khong phan biét chi thuong
hay chit hoa.

Ham SUMSQ()
Dung dé tinh tdng cac binh phuong cla cac sé
CuU phap: =SUMSQ(numberl, number2, ...)

numberl, number2, ... : C6 thé dung dén 255 tham sé (v&i Excel 2003 trd vé
trudc, con so nay chi la 30)
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Cac tham s& (number) cé thé [a mot s6, |a mdt mang, mot tén, hay la mot tham
chiéu dén mét 6 chira s, v.v...

Vidu: SUMSQ(3, 4) = (322) + (472) =9+ 16 = 25
Ba ham sau day cé cach dung va cu phap tuvong ty nhau:
Ham SUMX2MY2(), Ham SUMXPY2() va Ham SUMXMY2()

DEé dé nh& tén cla ba ham nay, ban doc ching tir trai sang phai vdi cac quy
wdc sau:

SUM = T8ng, M (Minus) = Trir (hiéu s8), P (Plus) = Céng (téng s8), 2 = Binh
phuong, X va Y la hai mang gi d6, cé chira nhiéu phan tlr xvay

Vay, dinh nghia va cach tinh todn cta 3 ham nay la:

= SUMX2MY2: Téng cla hiéu hai binh phuong cla cdc phan tlr twong rng
trong 2 mang dit liéu

= SUMX2PY2: T6ng cua tong hai binh phuong clia cac phan tlr tvong rng trong
2 mang dit liéu

= SUMXMY?2: Téng cta binh phwong cda hiéu cdc phan tlr twong &ng trong 2
mang dit liéu

Cu phap:

= SUMX2MY2(array_x, array_y)

= SUMX2PY2(array_x, array_y)

= SUMXMY2(array_x, array_y)

array_x va array_y la cac day 6 hodc gid tri kifu mang

Luuy:

* array_x va array_y bat budc phai cé cung kich thudc, néu khéng, ham sé bao
16i #NA!
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* N&u trong array_x hodc array_y cd nhirng gia tri ki€u text, kiéu logic hoic
rong, thi sé duoc bd qua (khdng tinh), tuy nhién cac gia tri = 0 van duoc tinh.

=TAN Tinh tang ciia mot goc

=TANH Tinh tang hyperbol cia mét sé

=TRUNC Cat b&t phan thap phan cla s6

Ham SUMPRODUCT() Tinh téng cac tich cac phan tlr twong &rng trong cdc mang
gia tri

Sum = Téng-Product = Tich

SUMPRODUCT = Téng cUa tich (cdc mang dit liéu)

Cu phdp: = SUMPRODUCT(array1, array2, ...)

arrayl, array2, ... : C6 thé dung tir 2 t&i 255 mang (vdi Excel 2003 tré vé trudc
thi con s& nay chi la 30) va cdc mang nay phai cung kich thudc véi nhau

Luuy:
* N&u cac mang khong cung kich thwdc, SUMPRODUCT sé bao 16i #VALUE!

* B4t ky mét phan tlr nao trong mang khong phai 1a dir liéu kiéu s6, s& duoc
SUMPRODUCT coi nhu bang 0 (zero)

Ham SUBTOTAL Ia mdt ham rat linh hoat nhung cling 1a mét trong cdc ham hoi
kho st dung cta Excel. Diéu khé hiéu thir nhat chinh [a cdi tén cda nd, vi nd
thue sy lam dugc nhiéu th& hon y nghia cha tén ham. Déi s thi nhat cda ham
bat budc ban phai nhé con s6 dai dién cho phép tinh can thuc hién trén tap sé
liéu (trong Excel 2010 cé tinh ndng AutoComplete gitp ching ta khoi nhé cac
con s& nay). Ham SUBTOTAL duoc Microsoft nang cap ké tir phién ban Excel
2003 vdi su gia tdng cac tuy chon cho d6i sé th& nhat cda ham, tuy nhién diéu
nay dan dén sy khong twong thich vdi cac phién ban cli néu chung ta s dung
cac tinh ndng madi b6 sung nay.

Doi s6 dau tién cla cda ham SUBTOTAL xac dinh ham thuc sy nao s dugc st
dung khi tinh toan (xem trong danh sach bén dudi). Vi du néu déi s6 la 1 thi
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ham SUBTOTAL hoat déng giéng nhung ham AVERAGE, néu ddi s6 thi nhat |a
9 thi ham ham SUBTOTAL hoat dong giéng nhwng ham SUM.

SUBTOTAL la ham tinh todan cho mdt nhdm con trong mot danh sach hodc bang
dit liéu tuy theo phép tinh ma ban chon lya trong déi s6 thir nhat.

CuU phdp: = SUBTOTAL(function_num, refl, ref2,...)

Function_num: Cac con s6 tir 1 dén 11 (hay 101 dén 111) qui dinh ham nao sé&
duogc dung dé tinh toan trong SUBTOTAL

Refl, ref2: Cac vung dia chi tham chi€u ma ban muén thyc hién phép tinh trén
do.

Trong Excel 2010, ban cé thé dung dén 254 ref (v&i Excel 2003 tré& vé trudce thi
con s6 nay chi la 29)

Ghi chu:

* NEu c6 ham SUBTOTAL khac dat 16ng trong cac d6i sé refl, ref2,... thi cac
ham 16ng nay s& bi bé qua khéng duoc tinh, nham tranh trudng hop tinh todn
2 lan.

* P6i s6 function_num néu tir 1 dén 11 thi ham SUBTOTAL tinh todn bao gém
ca cac gid tri an trong tap s6 liéu (hang an). PGi s6 function_num néu tir 101
dén 111 thi ham SUBTOTAL chi tinh todn cho cac gia tri khdng an trong tap sé
liéu (b6 qua cac gia tri an).

* Ham SUBTOTAL s& bd qua khdng tinh todn tat ca cac hang bi 4n b&i l1énh
Filter (Auto Filter) ma khéng phu thudc vao déi sé function_num duwogc dung (1
giéng 101...).

* Ham SUBTOTAL duoc thiét ké dé tinh todn cho cac cot so liéu theo chiéu doc,

nd khong duoc thiét ké dé tinh theo chiéu ngang.

* Ham nay chi tinh todn cho di¥ 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 bdo
16i #VALUE!

Ham SQRT()
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Dung dé tinh cin bac hai cha mét so
CuU phdp: = SQRT(number)
number: S8 thuc, dwong (néu number < 0 ham sé& bdo 16i #NUM!)

Vidu: Gid si* & 6 A2, cd con s6 -16

SQRT(16) = 4

SQRT(A2) = #NUM!

SQRT(ABS(A2)) =4

Ham SQRTPI()

Dung dé& tinh cin bac hai cia mot s6 nhan vdi Pi (= 3.14159265358979)

CuU phdp: = SQRTPI(number)

number: S8 thuc, dwong nhan vdi Pi (néu number < 0 ham s& bao 16i #NUM!)

Vidu: Giasir & 6 A2, c6 con sb -16

SQRT(1) = 1.772454 (can bac hai cta Pi)

SQRT(2) = 2.506628 (can bac hai ctia 2*Pi)

Ham SIGN()

Tra vé dau cla s6: 1 néu la s6 duong, 0 (zero) néu 13 s6 0 va -1 néu la s6 am.

Cu phap: = SIGN(number)

Vidu:
SIGN(10) = 1
SIGN(4-4) =0

SIGN(-0.057) = -1
Ham SERIESSUM()

Dung dé tinh tdng iy thira ctia mot chudi s8, theo cdng thirc sau day:
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series (x, n, m, @) = al*x"An + a2*x*(n+m) + a3*xA(n+2m) + ... + ai*x*(n+(i-1)m)
CuU phdp: = SERIESSUM(x, n, m, coefficients)

X : gia tri nhap vao cho chudi liiy thira

n : Iy thira kh&i tao dé tang tdi x

m : budc ting cho mdi phan tl trong chudi

coefficients : tap hop hé s8 s& dwoc nhan véi moi Iy thira cla x

Céc thong s6 nay phai 1a cac dit liéu kiéu s6, néu khong, ham s& bao 16i
#VALUE!

Vi du:

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*58(0+2*2) + 4*5A(0+3*2) = 64426
HAM THONG KE

Bao gém cac ham sé giup ban gidi quyét cac bai todn théng ké tir don gian dén
phirc tap.

=AVEDEV Tinh binh quan d6 phan cuc
=AVERAGE(vung) Tinh trung binh cdng céc sé.
=AVERAGEA Tinh trung binh c6ng cac gia tri

=DAVERAGE (vung di¥ liéu, cdt can tinh, vung tiéu chuan) Ham tinh trung binh
cdc gia tri trong cot thod man diéu kién cda vung tiéu chuan trong vung di liéu.

Ham AVERAGEIF()

Tra vé trung binh cdng (s6 hoc) cla tat ca cac 6 dwgc chon thda man mét diéu
kién cho trudc.

Cu phdp: = AVERAGEIF(range, criteria, average_range)
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range : La mét hodc nhiéu 6 can tinh trung binh, c6 thé bao gdbm céc con s, cac
tén vung, cdc mang hodc cac tham chiéu dén cac gia tri...

criteria : La diéu kién duwdi dang mot s6, mot biéu thire, dia chi 6 hodc chudi, dé
qui dinh viéc tinh trung binh cho nhirng 6 nao...

average_range : La tdp hop cdc 6 that sy duoc tinh trung binh. Néu bd tréng
thi Excel dung range d€ tinh.

Luuy:

* Cac 6 trong range néu co chira nhirng gia tri luan ly (TRUE hodc FALSE) thi sé&
duwoc bd qua.

* Nhitng 6 rong trong average_range ciing s& duoc bd qua.
* N&u range rong hodc cé chira dit liéu text, AVERAGEIF s& bao 16i #DIV/0!
* NEu cd mot 6 nao trong criteria rong, AVERAGEIF s& xem nhu né bang 0.

* Néu khéng cé 6 nao trong range thda man diéu kiéu cla criteria, AVERAGEIF
s& bao 16i #DIV/0!

* Ban cd thé céc ky tu dai dién nhu ?, * trong criteria (d4au ? thay cho mot ky ty
nao do, va dau * thay cho mot chudi nao dé). Khi diéu kién trong criteria I3
chinh cdc dau ? hodc *, thi ban gd thém dau ~ trudc nd.

* average_range khdng nhat thiét phai cé cung kich thudc véi range, ma cic 6
thuc sy duoc tinh trung binh sé& dung 6 trén cung bén trai cla average_range
lam & bat d4u, va bao gdm thém nhitrng 6 twong rng véi kich thudc clia range.

Ham AVERAGEIFS()

Tra vé trung binh céng (sé hoc) cla tat ca cidc 6 dwgc chon thda man nhiéu
diéu kién cho trudc.

Cu phdp: = AVERAGEIFS(average_range, criteria_rangel, criterial,
criteria_range2, criteria2, ...)

average_range : Vung can tinh trung binh, cé thé bao gém céc con s8, cac tén
vung, cdc mang hodc cac tham chiéu dén cac gia tri...
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criteria_rangel, criteria_range2, ... : Vung chira nhirng diéu kién dé tinh trung
binh. C6 thé khai bdo tir 1 dén 127 vung.

criterial, criteria2, ... : La cic diéu kién dé tinh trung binh. Cé thé khai bao tir 1
dén 127 diéu kién, duwdi dang s8, biéu thirc, tham chiéu hodc chubi...

Luu y:

* N&u average_range rong hodc cé chira di liéu text, AVERAGEIFS s& bao 10i
#DIV/0!

* N&u cd mot 6 nao trong nhirng vung criteria_range rong, AVERAGEIFS s& xem
nhuw né bang 0.

* Nhirng gia tri logic: TRUE sé duwoc xem la 1, va FALSE sé dugc xem la 0.

* Mi 6 trong average_range chi dwoc tinh trung binh néu thda tat ca diéu kién
quy dinh cho 6 do

* Khong gidng nhu AVERAGEIF(), mbi vung criteria_range phai cé cung kich
thudc vai average_range

* NEu cé mot 6 nao trong average_range khdng thé chuyén ddi sang dang s6,
hodc néu khdng cé & nao thda tat ca cac diéu kién, AVERAGEIFS sé bdo I0i
#DIV/0!

* CO thé cac ky tu dai dién nhu ?, * cho cac diéu kién (dau ? thay cho mot ky ty
nao do, va dau * thay cho mot chudi nao dé). Khi didu kién trong criteria Ia
chinh cdc dau ? hodc *, thi ban gd thém dau ~ trudc nd.

Ham COUNT() Dém 6 dit liéu chira s6 (d€m s6 6 khéng tréng) - d€m sb 6 cb
trong vung. Nhung chi d&€m nhitng 6 cé kiéu dit liéu la kiéu s6.

Cu phdp=COUNT(vung)

=COUNTA Pém s6 6 chira dit liéu

=COUNTIF(Vung can dém, 6 diéu kién) Ham dém cé diéu kién - dém s6 6 cb
trong vung v&i diéu kién d3 chira & 6 diéu kién.

Ham COUNTIF dém 6 cd kiéu dit liéu la kiéu s6 va ca kiéu ky tu.
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=DCOUNT(vung dit liéu, cot cAn dém, vung tiéu chuan) Pém sb 6 chira lwvong
gia trj s6 trong c6t thod man dk trong vung tiéu chuan tim kiém trong vung dir
liéu.

VD: Dém xem ¢ bao nhiéu ngudi cé mirc lwong la 500000.
=MAX(vung) Tim s6 I&n nhat trong ving

=MAXA Tim gid tri |&n nhat

Ham DMAX()

Cu phdp: = DMAX(database, field, criteria)=DMAX (vung dit liéu, cot gia tri,
vung tiéu chuén)

Ham tinh gia tri cao nhat trong cot gia tri thod man diéu kién cla vung tiéu
chuan trong vung dit liéu.

VD: Tim xem nhi*ng ngudi 26 tudi ai cao lvong nhat.
=MIN(vung) Tim sé nhd nhat trong vung

=MINA Tim gia tri nhd nhat

Ham DMIN()

Cu phap: =DMIN(database, field, criteria)=DMIN (vung dit liéu, cot gid tri, vung
tiéu chuan)

Ham tinh gia tri nho nhat trong cét gid tri thod man diéu kién cda vung tiéu
chuan trong vung dit liéu.

VD: Tim xem nhi*ng ngudi 26 tudi ai thap lvong nhat.

=RANK(6 cdn xép thi, ving cdn so sanh) Tim vi th& cha mot sé trong day s6.
Vung can so sanh: Thuong dé & ché d6 gid trj tuyét déi: $

Ham DVARP()

Cu phdp: = DVARP(database, [field,] criteria)
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Tinh todn sy bién thién ctia mot tap hop dwa trén toan thé tap hop, bang cach
str dung cac s6 liéu trong mét cdHt cla mdt danh sdch hay cda mot co s& dir
liéu, theo mét diéu kién duogc chi dinh.

Ham DVAR()
Cu phdp: = DVAR(database, [field,] criteria)

Uéc lwong sy bién thién ciia mot tap hop dwa trén mot mau, bang cach st
dung cdac so liéu trong mot cét ctia modt danh sach hay clla mot co so dit liéu,
theo mot diéu kién duoc chi dinh.

Ham DSUM()
Cu phdp: = DSUM(database, field, criteria)

Cong cac sb trong mdt cdt cha mdt danh sdch hay clla mot co s& dit liéu, theo
mot diéu kién dwoc chi dinh.

Ham DSTDEVP()
Cu phap: = DSTDEVP(database, field, criteria)

Tinh do léch chuan clia mot tap hop theo toan thé cac tap hop, bang cach st
dung cdac sé liéu trong mdt cdt ctia modt danh sach hay cda mot co s& dit liéu,
theo mot diéu kién duoc chi dinh.

Ham DSTDEV()
Cu phap: = DSTDEV(database, field, criteria)

Uéc lwong d6 [éch chudn clia mot tap hop theo mau, bang cach st dung cac s6
liéu trong mot cot cha mét danh sdch hay cia mét co s& dit liéu, theo mét diéu
kién dwoc chi dinh.

Ham DPRODUCT()
Cu phap: = DPRODUCT(database, field, criteria)

Nhan cac gia tri trong mot cot cla mot danh sach hay ciia mot co s& dit liéu,
theo mét diéu kién duoc chi dinh.
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DEm sb 6 rdng trong bang tinh

Dung cong thirc mang: {=SUM(IF(ISBLANK(range), 1, 0))} v&i range la vung dir
liéu can kiém tra.

DE&m sd 6 chira nhirng gia tri khdng phai |a kiéu sé

Dung cong thirc mang: {=SUM(IF(ISNUMBER(range), 0, 1))} v&i range la viing
dir liéu can kiém tra.

DEm s6 6 bj 16i

Dung cong thirc mang: {=SUM(IF(ISERROR(range), 1, 0))} v&i range la vung dir
lidu can kiém tra.

HAM XU’ LY VAN BAN VA DU LIEU

Bao gdm cac ham x{ ly chudi van ban nhu trich loc, tim ki€m, thay thé&, chuyén
d6i chudi van ban trong Excel.

Ham ASC()

Dung dé ddi céc ky tu double-byte sang cac ky ty single-byte cho nhitng ngén
nglt sir dung bd ky tw double-byte.

Cu phap: = ASC(text)

text : La chit hodc tham chi€u dén mét 6 cd chira chir. Néu text khdng chira bat
ky mau tw nao thudc loai double-byte, thi text s& khong dwoc chuyén déi.

Vi du: = ASC("Excel") = Excel

=CHAR Chuyén s& thanh ky tu

=CLEAN Xoa ky tu khong phu hop

=CODE Tra vé m3 sob cua ky ty dau tién

Ham CONCATENATE

Cong dung: Dung néi nhiéu chudi lai véi nhau
Cong thirc: =CONCATENATE (text1,text2,...)
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Vi du: =CONCATENATE("Giai phap", "Excel", " - ", "Cbng cu tuyét voi cta ban)
- Giai phap Excel - Cong cu tuyét voi clia ban

=DOLLAR Chuyén dinh dang s6 thanh tién té
Ham EXACT

Cong dung: Dung dé so sanh hai chudi véi nhau.
Cong thirc: =EXACT(textl1,text2)

Ham EXACT phan biét chir thudng va chir hoa.

N&u 2 chudi textl, text2 gidng nhau hoan toan, ham s& trd vé TRUE; néu khong,
s& tra ve trj FALSE

Vi du:

—EXACT("Giai phap", "Giai phap") - TRUE

—EXACT("Giai phap", "Giai Phdp") - FALSE

=FIXED Chuyé&n mdt s6 sang dinh dang van ban

=LEFT(X,n) Ham LEFT 4y n ky ty tlr bén trai sang cta van ban X
=LEN Tinh do dai mét chudi

=LOWER Chuyén thanh chit thuong.

=PROPER Chuyén ky ty dau madi tir thanh chir hoa

Ham MID Dung dé trich xudt mot chudi con (substring) t&r mot chudi
Cong thirc: =MID(text, start_num, num_chars])=MID(X, m, n)
Ham MID 13y n ky tu trong chudi X bat dau tir vj tri m.

text: chudi vin ban can trich xuat

start_num: vi tri bat dau trich ra chudi con, tinh tir bén trai sang

num_chars: s& ky ty ctia chudi con can trich ra
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- num_chars phai I3 s& nguyén duong
- start_num phai la s6 nguyén duong
- Néu start_num I&n hon do dai cha chudi thi két qua tra vé s& a chudi rong

Vi du: =MID("Karen Elizabeth Hammond", 7, 9) - Elizabeth

Ham REPLACE

Cong dung: Dung dé thay thé mot phan clia chudi bang mot chudi khac, dwa
vao s6 ky tu duoc chi dinh

Cong thirc: =REPLACE(old_text, start_num, num_chars, new_text)
old_text: chudi van ban can duogc xtr ly

start_num: vi tri bat dau tim cdi sé thay thé, tinh tir bén trai sang
num_chars: s ky tw cia chudi can duoc thay thé

new_text: chudi vin ban s& thay thé& cho s6 ky tu d3 chon bdi start_num va
num_chars

Cai kho cia ham nay la xac dinh duoc bdi start_num va num_chars. Lam sao
biét dwoc bat dau tir dau va thay thé bao nhiéu chi¥? Téi goi y nhé:

- Ban dung ham FIND() hodc SEARCH() dé xac dinh vi tri bat dau (start_num)
- DUng ham LEN() dé xac dinh s6 ky tu cla chudi sé duoc thay thé (num_chars)

Vi du: d& thay s6 2007 bang 2008 trong cau Expense Budget for 2007

Dung cong thirc nhu sau:

=REPLACE(A1, FIND("2007", A1), LEN("2007"), "2008")-> Expense Budget for
2008

V@&i Al = Expense Budget for 2007
Ham RIGHT Dung dé trich xuat phan bén phai ctia moét chudi mot hodc nhiéu ky

tw tuy theo su chi dinh cda ban
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Cong thirc: =RIGHT(text [,num_chars])=RIGHT(X,n)

Ham RIGHT lay n ky tw tr bén phai sang cdia van ban X

text: chudi vdn ban can trich xuat ky ty

num_chars: s ky tw can trich ra phia bén phai ctia chudi text, mic dinh I3 1
- num_chars phai la s6 nguyén duwong

- N&u num_chars I&n hon dd dai cla chudi thi két qua tra vé s& |a toan bo
chudi text

Vi du: =RIGHT("Karen Elizabeth Hammond", 7) > Hammond

=REPT L&p lai mot chudi
=SUBSTITUTE Thay th& mot chudi xac dinh
Ham FIND va Ham SEARCH

Cong dung: Dung dé tim vj tri bat dau cla mot chudi con (substring) trong mot
chudi

Cong thurc:

=FIND(find_text, within_text [, start_num])

=SEARCH(find_text, within_text [, start_num])

find_text: chudi vdn ban can tim (chudi con)

within_text: chudi vin ban chira chudi can tim (chudi me)
start_num: vi tri bat dau tim trong chudi within_text (mdc dinh 1a 1)
Mbt s6 luu V:

- K&t qua cta hai ham nay 1a mét con s6, chi vi tri bat dau (tinh tir start_num)
cta find_text trong within_text

- DUng SEARCH() khi mudn tim mdt chudi bat ky. Vi du: SEARCH("e",
"Expenses") s& cho két qua la 1.
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- DUng FIND() khi muén tim chinh xdc mot chudi cé phan biét chit hoa, chir
thuong. Vidu: FIND("e", "Expenses") sé cho két qua la 4.

- Néu khong tim thay find_text, ham sé bao 16i #VALUE
- C6 thé dung nhirng ky tyw dai dién nhu *, ? trong find_text ciia ham SEARCH()

- V&i ham SEARCH(), néu muén tim chinh ky tu * hodc ? thi gd dau ~ trwdc ky
tw do (~* hoac la ~?)

=TEXT Chuyén mdt s6 sang text.
Ham T

Cong dung: Tra vé mdt chudi néu tri tham chiéu la chudi, ngwoc lai, s tra vé
chudi rong - Kiém tra dit liéu kiéu text

Cong thirc: =T(value)
Ham nay it khi duvoc dung.
Ham SUBSTITUTE

Cong dung: Dung dé thay thé mot chudi nay bang mdt chudi khac. Ham nay
cling twong ty ham REPLACE(), nhung dé s dung hon.

Cong thirc: =SUBSTITUTE(text, old_text, new_text [,instance_num])
text: chudi van ban gdc, can duoc xr ly

old_text: chudi van ban can dwoc thay thé

new_text: chudi vin ban s& thay thé vao

instance_num: s& Ian thay thé old_text bang new_text, néu bd qua thi tat ca
old_text tim dwoc s& dwoc thay thé bang new_text

Vi du: d& thay s6 2007 bang 2008 trong cau Expense Budget for 2007

Dung cong thirc nhu sau:

=SUBSTITUTE("Expense Budget for 2007", "2007", "2008") - Expense Budget
for 2008

124



HAM THAY THE CHUOI NAY BANG CHUOI KHAC (Substituting One Substring for
Another)

Cé nhiéu chuong trinh cé kha ndng tim ki€ém mot sé doan van va thay thé né
bang doan vin khac.

Excel cling c6 kha nang |am chuyén d6 bang cach dung ham. D6 1a ham
REPLACE va ham SUBSTITUTE.

=TRIM Xda nhi*ng ky tu trang bén trong chudi.

=UPPER Chuyén ky ty thudng thanh hoa.

Ham VALUE

Cong dung: Dung dé d6i mot chudi dai dién cho mot s thanh kiéu s6
Cong thirc: =VALUE(text)

text phai la dinh dang s6, ngay thang hoac bat ky mét thoi gian ndo mién 1a
duoc Excel cong nhan.

N&u 2 chudi textl, text2 gidng nhau hoan toan, ham s& trd vé TRUE; néu khong,
s& tra ve tri FALSE

Vi du:

D& trich ra s6 6500 trong SQA6500, ban c6 thé dung ham RIGHT()
=RIGHT("SQA6500", 4) - 6500

Tuy nhién két qua do ham RIGHT() cé duoc sé & dang text, ban khdong thé nhan
chia cong trir gi v&i cai "6500" nay duoc.

D& cé thé tinh todn vdi "6500", ban phai d6i nd sang dang sé:
=VALUE(RIGHT("SQA6500",4)) - 6500
Cling 13 6500, nhung bay gi®d ban cd thé céng trir nhan chia vdi né.

*Trich xuat ho va tén (vi du dung dé trich cho tén tiéng Anh, bd qua tén dém)
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Céch lam 13 dung ham FIND() dé tim nhitng khodng trang phan cach giita ho va
tén, sau dé dung ham LEFT() dé tach phan tén, va ham RIGHT() dé tich phan
ho.

DE 13y phan tén (First Name), chung ta dung cong thirc sau (gia si ho tén nam
& cell A2):

=LEFT(A2, FIND(" ", A2) - 1)

Nghia 1a dung ham FIND() d& tim vj tri cla ky tu trang dau tién ké tir bén trai, vi
du né la vj tri thk 5,

khi dé ham LEFT() s& xac dinh duoc céi tén nay gém co 4 chiy (= 5-1).
Pé |ay phan ho (Last Name), ching ta dung cdng thirc:

=RIGHT(A2, LEN(A2) - FIND(" ", A2))

Ban ty dich cau nay nhé!

*Trich xuat ho, tén dém va tén (vi du v&i tén tiéng Anh, phan tén dém duoc
Viét tat)

Cach 1am gidng nhw bai Trich xuat ho va tén & trén, tuy nhién cé khac mot
chut, dé trich thém phan tén dém.

Gia st Ho va Tén (full name) nam & cell A2, va dang c6 gia tri 1a Karen E.
Hammond

Dau tién, nhu bai trén, dung céng thirc sau dé tach phan Tén (first name):
=LEFT(A2, FIND(" ", A2) - 1) = Karen

Cong thirc FIND(" ", A2) sé& cho két qua 13 6, 1a vj tri ciia khoang trang dau tién
(sau chit Karen).

DE tim vj tri cla khodng trang th( hai, thi ban phai gan vi tri bat dau tim
(start_num) 13 7, hodc |a bang két qua cta FIND(" ", A2) cong thém 1:

=FIND(" ", A2, FIND(" ",A2) + 1)
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R6i dung két qua cda cdng thirc nay lam tham s6 cho ham RIGHT() dé trich ra
phan Ho (last name):

=RIGHT(A2, LEN(A2) - FIND(" ", A2, FIND(" ", A2) +1)) > Hammond

Pé trich phan tén dém, dung ham FIND() dé tim vj tri cda ddu chdm (.) réi duva
vao trong céng thirc cdia ham MID() dé tim ky tu dirng trwdc ddu cham:

=MID(A2, FIND(".", A2)-1,1) > E
HAM LOGIC
Ham AND

C6 18 khdi giai thich nhi. AND cé nghia |a VA. Vay thoi. Dung ham nay khi muén
néi dén cai nay va cdi nay va cdi nay......

Cu phdp: AND(logicall [, logical2] [, logical3]...)
logical: Nhitng biéu thirc s& dwoc xét xem dung (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 cdc biéu thirc sai, ham AND() s& trad vé gid trj FALSE.

Ban cé thé dung ham AND() bat c chd nao ban muén, nhwng thudng thi ham
AND() hay duoc dung chung véi ham IF().

Vidu:
=IF(AND(B2 >0, C2 > 0), "1000", "No bonus")

Né&u gia tri & B2 va & C2 I&n hon 0, thi (thuwdng) 1.000, con néu chi cdn mot
trong 2 6 B2 hodc C2 nho hon 0, thi khong thudng chi ca.

=FALSE(): C6 thé nhap truc tiép FALSE vao trong cdng thirc, Excel sé hi€u dé |a
mot biéu thirc cd gia tri FALSE ma khdng can dung dén cu phap cla ham nay

Ham IF
=IF (logical_test, value_if_true, value_if false) : Dung dé kiém tra diéu kién

theo gia tri va cong thirc
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CU phdp: IF (diéu kién, gia tri 1, gia tri 2) Néu diéu kién dung thi ham tra vé gia
tri 1, ngwoc lai ham nhan gid tri 2

Cai 13p luan: "Néu t6i dung thi lam cho t6i cai nay, néu t6i sai thi lam cho t6i cai
kia".. C6 |18 trong chung ta ai cling hiéu.

Mot tinh hudng don gian nhat
Cu phdp: IF(logical_test, value_is_true)
logical_test: Mot biéu thirc s& duoc xét xem dung (TRUE) hay sai (FALSE)

value_is_true: gid trj trd vé khi biéu thirc logical_test dwgc kiém tra 1a ding
(TRUE)

Vidu:
=IF(A1 >= 1000, "It's big!")

Nghia 13, néu gid tri & Al 1&n hon hodc bang 1000, thi két qua nhan dwoc sé 13
"It's big!", con khéng, néu Al nhé hon 1000, két qud s& 1a FALSE.

Mot vi du khac, gia st ban c6 mot bang danh gia mrc do ban ra, mua vao cua
mot danh muc hang hda dai, va ban mudn theo d&i nhirng mat hang cé doanh
s6 ban ra khdng dat yéu cau dé diéu chinh chién luvoc kinh doanh ca minh,
bang cach gan nhitng dau "<" bén canh nd, hé phan trdm doanh s cang thap
thi nhirng diu hiéu "<" cang nhiéu...

Ban cé thé dung ham IF(), theo mau:
=IF(cell<0, flag)

Vdi cell 1a gia tri doanh s6 ma ban muén theo ddi, va flag 1a ddu hiéu dé mé t3,
vi du, cell chira gia tri doanh sé 1a B2:

=IF(B2<0, "<<<<<")

D& nhitng dau "<" ty & thuan véi mirc sut gidm doanh s6 ban hang, ban cé thé
dung ham REPT(), v&i cong thirc:

REPT("<", B2 * -100)
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O day, phai nhan gia tri cGa B2 v&i -100, bdi vi ching ta chi xét nhitng trudng
hop B2<0

Va cdng thirc hoan chinh dé thé hién mrc d6 sut giam doanh s6 cla tirng mat
hang sé la:

=IF(B2<0, REPT("<" , B2 * -100))

Nhirng ham IF I6ng nhau

Trong cudc séng doi thwdng, céd may ai dé dang chap nhan chuyén "mét cai
néu", phai khéng céc ban.

Chung ta thudng s& dung kiéu, néu... rdi nhung ma néu... nhiéu khi kéo dai dén
vO tan!

Trong Excel cling vay. Gia slt, chung ta xép loai hoc tap, néu diém trung binh
(DTB) I&n hon 9 thi gidi, vay DTB nho hon 9 thi d&? Chuwa, PTB nhd hon 9
nhung I&n hon 7 thi kha cai d3, r6i DTB nho hon 7 nhung chua bj diém 5 thi
trung binh, chi khi nao DTB nhd hon 4 thi méi goi la d& (céi nay tdi chi vi du
thoi, cdc ban dirng str dung dé x&p loai nhé).

Khi d6, chiing ta sé dung nhitng ham IF() [6ng nhau, IF() ndy nam trong IF() kia.
Sau nay chung ta sé& hoc cach ghép thém nhiéu diéu kién khac vao nita.

Vi du, t6i 13y lai vi du d3 néi & bai trudc:
=IF(A1 >= 1000, "Big!", "Not big")

Bi gi® thém chut, A1 I&n hon 1000 13 "big" roi, nhung chang 18 10000 thi ciing
chi la "big" ? C6 1& nén tang thém mot danh hiéu cao hon:

=IF(A1 >= 1000, IF(A1 >= 10000, "Really big!!", Big!"), "Not big")

Hodc |3, dong y rang <1000 la "Not big", nhwng né khac "Small" ch& (tui khong
l&n, chwa chic tui nhd), vay ching ta thém mot dinh nghia "Small" thir xem:

=IF(A1 >= 1000, "Big!", IF(A1 < 100, "Small", "Not big"))

Ban déy nhé, & day toi dat cai IF "con" khdng gidng nhu & trén, sao cling, mién
la dirng sai ci phap cua IF().
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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"))

Chican mét lwu y, 1a nhitng ddu ddng md& ngodc don. Néu ban dong va mo

khdong dung luc hodc khéng dd, Excel s& khéng hiéu, hodc 1a cho cac ban két
qua sai day.

Ham IFERROR

Trong qua trinh thao tac vdi bang tinh, khdng it [an ching ta gap 16i, va ciing
khé ma tranh dwoc 16i. Vi du, mot cdng thirc don gian thdi =A/B c6 thé gay 10i
#DIV/0! néu nhu B bang 0, hodc gay 16i #NAME? néu A hodc B khong ton tai,
gay 16i #REF! néu c6 6 nao dé lién két véi A hodc B bj xda di...

Tuy nhién, d6i luc ching ta lai can phai lgi dung chinh nhitng cai 16i nay, vi du
s& d3t ra mot tinh hudng: néu cé 16i thi lam gi dé... Goi ndém na la BAY LOI.

C6 18 vi vdy ma ham nay cé hai chi¥ dau 13 IF; IFERROR = néu xay ra 16i (thi)...

MS Excel 2003 tré& vé trwdc cé ham ISERROR(value), vdi value la mdt biéu thire.
N&u biéu thirc nay gap 16i, ISERROR() sé& tra vé gia tri TRUE, con néu biéu thirc
khong cé 16i, ISERROR() tra vé gia tri FALSE.

Va chung ta thudong dung ISERROR() kém véi IF:
=IF(ISERROR(expression), ErrorResult, expression)

N&u nhu biéu thirc (expression) cé 16i, cong thirc trén sé 1ay gia tri ErrorResult
(mot 6 rong, hodc mot thdng bao 16i, v.v..), nguoc lai, sé 18y chinh gia tri bidu
thirc d6.

Vi du: =IF(ISERROR(A/B), "", A/B)

Cai bat tién khi phai dung vira IF() vira ISERROR() la ching ta phai nhap cai biéu
the hai lan: mot 1an trong ham ISERROR() va mot 1an & tham sé value_is_False
cta IF()
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Cé thé cdi bat tién vira ndi trén khéng dang ké, tuy nhién cch st dung nay lam
cho cdng thirc cla ching ta trd nén kho dung hon,

b&i vi néu thay cdi biéu thirc(expression), thi ching ta phai thay déi nguyén ca
cong thirc.

Excel 2010 dudng nhu hiéu dugc sy bat tién do, nén da gép hai ham IF() va
ISERROR lai thanh mét, dé la IFERROR()

CuU phdp: IFERROR(value, value_if _error)
value: Biéu thirc cé thé sé gay ra I0i
value_if error: két qua tra vé néu value gay ra 10i

N&u biéu thirc value khdng gay 16i, IFERROR() sé 1y biéu thirc d6, con néu néd
c6 16i thi 1ay cai biéu thirc value_if_error.

Vi du, cong thirc =IF(ISERROR(A/B), "", A/B) néu dung IFERROR() thi sé |a
=IFERROR(A/B, ")

Ban thay day, IFERROR() ngan gon va dé hiéu hon nhiéu.

=NOT (logical) : Ddo nguoc gia tri cta cac d6i s

Ham OR

OR c6 nghia la HOAC. Dung ham nay khi muén néi dén cdi nay hodc cai nay hay
cai kia... cai nao cling dwgc, mién |a phai cé it nhat 1 cail

Cu phap: OR(logicall [, logical2] [, logical3]...)
logical: Nhitng biéu thirc s& dwoc xét xem dung (TRUE) hay sai (FALSE)

Né&u tat ca cac biéu thirc déu sai, ham OR() s& tra vé gid trj FALSE, va chican 1
trong cac biéu thirc ding, ham OR() s& tra vé gia tri TRUE.

Gidng nhu ham AND(), ban cé thé dung ham OR() bat c& chd nao ban mudn,
nhung thuong thi ham OR() hay duoc dung chung véi ham IF().

Vi du:
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=IF(OR(B2 >0, C2 > 0), "1000", "No bonus")

NEu gid tri & B2 hodc & C2 1én hon 0 (tire 1a chi cdn 1 trong 2 6 |&n hon 0), thi
(thwdng) 1.000, con néu ca 2 6 B2 hodc C2 déu nhd hon 0, thi khéng thuwdng
chi ca.

=TRUE(): C6 thé nhap truc ti€p TRUE vao trong cdng thirc, Excel sé hiéu dé |a
mot biéu thirc cé gid tri TRUE ma khdng can dung dén cd phap cia ham nay

B6 qua nhitrng 6 bi 16i khi chay cong thirc

Vi du: Cét Gross Margin (cét D) cla bang tinh duéi day cé chira mot s6 6 gap
16i chia cho 0 (#DIV/0!), do bén c6t C c6 nhitng 6 tréng.

DE tinh trung binh cdng cla cot D, k& nhitng 6 cé 16i #DIV/0!, phai dung cdng
th&rc mang nhu sau:

{=AVERAGE(IF(ISERROR(D3:D12), "", D3:D12))}
(nghta |3 néu gdp nhitrng 6 cé 16i thi coi nhw né bang rong)
Xac dinh tén cla c6t (Determining the Column Letter)

Trong Excel c6 ham COLUMN(), cho ra két qua |a sé cta cot (vi du, gd ham nay
trong cot B thi két qua sé 13 2).

Nhwng déi khi ban mudn két qua la tén cta cét ch* khdong mubn d6 13 con sb
(B chi&r khéng phai la 2), thi lam sao?

DAy [a mot van dé doi hdi sy khén khéo mot chit, vi tén cdt trong bang tinh
chay tir A dén Z, tlr AA dén AZ... va cho t&i tn cung |a XFD (!)

Cé mdt ham gilp chung ta tim dia chi tuyét d6i cha mét cell, d6 [a ham
CELL("address"), vi du SAS2, hoac SBS10...

Ham CELL(info_type [,reference])

Véiinfo_type la mot tham sé da duoc dinh nghia (s& ndéi ky hon trong nhirng
bai sau)
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Va reference la cell ma ban chi dinh, néu bd tréng thi Excel s& |y ngay cai cell
co chtra cong thire CELL().

Trong bai nay, dé tim dia chi tuyét d6i cia mot cell, ching ta sé& dung céng thirc
CELL() v&i info_type la "address"

Tinh y mot chut, ta thay tén cta cdt chinh |13 nhitng chi¥ céi nam gitra hai dau
dollar ($) trong cai dia chi tuyét doi nay.

Bat dau lam nhé: dung ham MID() trich ra chi¥ cdi tir vi tri thi 2 trong dia chi
tuyét déi cta cell:

=MID(CELL("Address"), 2, num_chars)

C&i khé la cdi num_chars nay day, vi tén cot thicd thé 13 1, 2, hodc 3 ky tu (vi
du: A, AA hodc AAA). Van dung ham FIND thoi:

FIND("S", CELL("address"",A2), 3) - 2

Gidi thich chit nhé: Dung ham FIND(), tim vi tri cGa diu S trong cai dia chi tuyét
d6i cla cell, va bat dau tim tir vi tri th& 3 trong cai dia chi nay.

Tai sao phai trir di 2? Cong thirc trén sé chi ra vi tri (la mét con s8) cda dau $
th& hai trong dia chi tuyét déi cta cell, téc 1a cdi ddu S phia sau tén cot,

phdi trir di 2 tdre 1a trir bét di 2 céi S, e nay két qud sé chinh la s6 ky tu cla
tén cot (1 chi, 2 chi* hoac 3 chit)

Bay gi®, cong thirc hoan chinh sé nhu sau:
=MID(CELL("Address"), 2, FIND("S", CELL("address"), 3) - 2)
Cong thirec nay ap dung cho chinh cell chtra cong thirc.

NEu mudn tim tén cot tai mot cell nao d6, ban chi viéc thém dia chi (hodc mét
cai gi d6 tham chiéu dén dia chi nay) cla cell muén tim vao phia sau cai
"address"

Vi du, mudn tim tén cha cell AGH68, ban go:
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=MID(CELL("Address", AGH68), 2, FIND("$", CELL("address", AGH68), 3) - 2) >
AGH

Ldp m3 sb tu dong

Cé6 nhiéu danh muc khach hang hodc danh muc hang héa duoc [ap ma s6 bang
cach dung vai ky tu dau cda tén khach hang (hodc tén hang hda) két hop vai
mot con so.

Cach d3t m3 s8 ty dong nhw vay rat dé lam trong Excel, bang cach st dung
nhirng ham x{& Iy vdn ban va chudi.

Gia st danh muc cla ching ta nam & cot A va bat dau tai cell A2.

Trwdc tién, ching ta hay tach 3 ky ty dau tién cia danh muc va dinh dang cho
né thanh nhitng chit in hoa, bang cdng thirc:

UPPER(LEFT(A2, 3))

Tiép theo, tdn dung chinh sé cta nhitng hang trong bang tinh dé I1ap ma sé ty
dong: ROW(A2),

va dinh dang sao cho nhitng con s& nay ludén cé 4 chit s6, bang cong thirc:
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 d6 phan phdi xac suét tich Ily beta.

Théng thudng ham nay duwgc dung dé nghién clru sy bién thién vé phan tram
cac mau, vi du nhuw khoang thoi gian ma nguwdi ta dung dé xem TV trong mot
ngay chang han.

Cu phdp: = BETADIST(x, alpha, beta, A, B)

x : Gid trj gitta A va B, dung dé tinh mat 6 ham.
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alpha & beta : Tham sé cGa phan phéi.

A : Can duwdi clia khoang x, mac dinh 13 0.
B : Can trén cta khoang x, mac dinh la 1.
Luu y:

* N&u cé bat ky ddi s6 nao khéng phai 1a s6, BETADIST() tra vé gia tri 10i
#VALUE!

* N&u alpha < 0 hay beta < 0, BETADIST() tra vé gia trj 16i #NUM!
* NEux <A, x> B hay A = B, BETADIST() tra vé gid tri 16i #NUM!

* Néu bo qua A va B, nghia la mdc dinh A=0va B =1, BETADIST() s& st dung
phan phdi tich Iy beta chuan hda.

Ham BETAINV()
Tra vé nghich ddo cta ham tinh mat dé phan phdi xac suét tich Ily beta.
Nghia 13 néu xac suat = BETADIST(x, ...) thi x = BETAINV(xac suét, ...)

Thudng dung trong viéc 18n ké hoach dy &n, dé md phdng s6 lan md rdng xac
suat, biét trwdc thoi gian bd sung ky vong va dd bién déi.

Cu phap: = BETAINV(probability, alpha, beta, A, B)

Probability : Xac suat cGia bién cé x trong phan phéi xac suat tich Iy beta.
alpha & beta : Tham s& cGa phan phéi.

A : Can duwdi cha khoang x, mac dinh Ia 0.

B : Can trén cta khoang x, mac dinh la 1.

Luuy:

* N&u cé bat ky ddi s6 nao khong phai 1a s6, BETAINV() tra vé gia tri 16i #VALUE!
* NE&u alpha < 0 hay beta < 0, BETAINV() tra vé gid tri 16i #NUM!

* N&u probability < 0 hay probability > 1, BETAINV() tra vé gia tri 16i #NUM!
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* Néu bd qua A va B, nghia la mdc dinh A=0va B =1, BETAINV() s& st dung
phan phdi tich Iy beta chudn hda.

* BETAINV() s&t dung phuong phap 1ap khi tinh méat d6 phan phai. Vi
probability cho trudc, BETAINV() Iap cho téi khi két qua chinh xac trong khoang
+0.0000003. N&u BETAINV() khdng hoi tu sau 100 [an 13p, nd s& tra vé gia tri 16i
#NA!

Vidu:

BETAINV(0.6854706, 8,10, 1, 3) =2
Ham BINOMDIST()
Tra vé xac suat cta nhirng [an thir thanh céng cda phan phdi nhj phan.

BINOMDIST() thuong duoc dung trong céc bai todn cé sé luvgng cd dinh cac
phép thir, khi két qud cla cac phép th chi la thanh céng hay that bai, khi cac
phép thir 13 doc 1ap, va khi xac xuat thanh céng la khéng d6i qua céc cudc thir
nghiém.

Vi du, cé thé dung BINOMDIST() dé tinh xac suat khodng hai phan ba dra tré
duoc sinh ra la bé trai.

Cu phap: = BINOMDIST(number_s, trials, probability_s, cumulative)
Number_s : S6 [an thir thanh céng trong céc phép thir.

Trials : S6 1an thr.

Probability s : Xac suat thanh cong clia mdi phép thir.

Cumulative : M6t gid trj logic dé xac dinh ham tinh xdc suét.

=1 (TRUE) : BINOMDIST() tra vé ham tinh xdac sudt tich Iliy, |a xac sut c6 sé 1an
thanh céng number_s I&n nhat.

= 0 (FALSE) : BINOMDIST() trd v& ham tinh xac suat diém (hay 13 ham khaéi
lwong xac suat), la xac sudt ma so lan thanh céng Ia number_s.

Luuy:
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* Néu number_s va trials 1a s& thap phan, ching s& duoc cat bd phan [é dé tré
thanh sé nguyén.

* Néu number_s, trials hay probability_s khong phai la s6, BINOMDIST() tra vé
gia tri 16i #VALUE!

* NEu number_s < 0 hay number_s > trials, BINOMDIST() tra vé gia tri 16i
#NUM!

* N&u probability s < 0 hay probability_s > 1, BINOMDIST() tra vé gia tri 10i
#NUM!

Vidu:

BINOMDIST(6, 10, 0.5, 0) = 0.2050781
BINOMDIST(6, 10, 0.5, 1) = 0.828125

Ham CHIDIST()

Tra vé xac xuadt mét phia cda phan phdi chi-squared.

Phan phéi chi-squared két hop vdi phép thir chi-squared dung dé so sédnh cac
gia tri quan sat vdi cac gia tri ky vong.

Vi du, mot thi nghiém vé di truyén cé thé gia thiét rang thé hé ké ti€p cla cac
cay trong sé thira hwdng mot tap hop cdc mau sic ndo do; bang cach so sanh
cdc gia tri quan sat duoc vai cac gid tri ky vong, ¢ thé thay duoc gia thiét ban
dau la dung hay sai.

Cu phap: = CHIDIST(x, degrees_freedom)

X : Gia tri dung dé tinh phan phéi.

degrees_freedom : S6 bac tv do.

Luuy:

* N&u cdc d6i s6 khong phai 1a s6, CHIDIST() tra vé gia tri 16 #VALUE!

* N&u x < 0, CHIDIST() tra vé gia tri 16i #NUM!
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* Néu degrees_freedom khong phai la s6 nguyén, phan thap phan cda né sé bj
cit bd dé tré thanh s& nguyén.

* Néu degrees_freedom < 1 hay degrees_freedom > 10710, CHIDIST() tra vé gia
tri 16i #NUM !

* CHIDIST() duoc tinh todn theo céng thirc: CHIDIST = P(X > x), v&i X la bién
ngau nhién chi-squared.

Vidu:

CHIDIST(18.307, 10) = 0.050001

Ham NORMINV()

Tra vé nghich dao cGa phan phadi tich [Ty chuan.

Cu phdp: = NORMINV(probability, mean, standard_dev)

probability : Xac suat rng v&i phan phdi chuan

mean : Gid trj trung binh céng clda phan phéi

standard_dev : D6 lé&ch chuan cGa phan phadi

Luuy:

* N&u cé bat ky ddi s6 nao khong phai 1a s6, NORMINV() s& bao 16i #VALUE!
* N&u probability nhé hon 0 hodc I1&n hon 1, NORMINV() s& bao 16i #NUM!
* Néu standard_dev nhé hon hodc bang 0, NORMDINV() sé& bao 16i #NUM!

* Néu mean = 0 va standard_dev = 1, NORMINV() s& dung phan bd chuan.

* NORMINV() st dung phuwong phap I3p di l3p lai dé tinh ham. Néu NORMINV()
khong hoi tu sau 100 lan 13p, ham s& bao 16i #NA!
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Chwong 4: Khai Thac Co So Dir Liéu

Sort (sap xép) va Filter (loc)

Sort (sap x&p) va Filter (loc) Ia nhi¥rng tinh ndng cho phép ban thao tac dit liéu
trong moét bang tinh duoc thiét 1ap dwa trén cac tiéu chuan.

Sap xép

DE thyc hién mot sap x&p theo chiéu tang dan hay giam dan trén mot cot:
e Danh diu cac 6 mudn dwoc sap xép
e Kich nut Sort & Filter trén tab Home

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

: 57 &
_ 2l o
j ?Sort&lFind&-
~£” [Filter - [Select ~ |

| 5] sortAtoz

| %l sortztoA

[iﬂ Custom Sort...

| = | Fitter

B
5

Tuy chinh sap xép

DE sap x&p nhiéu hon mot cot:

e Kich nut Sort & Filter trén tab Home

e Chon co6t ma ban mudn sap xép dau tién
e Kich Add Level

e Chon cot ti€p theo ban mudn sap xé&p

e Kich OK
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s add Level || X pelete Level || L3 Copy Level ]l e|le

Column Sort On Order
Sort by ‘ v | |values vJ [Amz v

Loc dir liéu

B loc cho phép ban chi hién thi dit liéu ma ddp (rng cac tiéu chuian nhat dinh.
Pé sir dung bd loc:

e Kich vao cdt hodc chon cac cot chira dit liéu ma ban mudn loc
e Trén tab Home, kich Sort & Filter

e Kich nut Filter

e Kich vao miii tén phia duwdi 6 dau tién

e Kich Text Filter

e Kich Words ban muén loc
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Monday

SortAtoZ
SortZto A
Sort by Color

o |

-« —

Text Filters

! (Select All)

- [#] Friday
- [¢]Monday

i Saturday

i Sunday

-] Thursday

-] Tuesday

“-[¢] Wednesday

[ ok

J[ Cancel ]

» D& ko ap dung bd loc, kich nut Sort & Filter

¢ Kich Clear

> -
= bR

Sort &

F

Find &
Select ~

2" 'Filter~

21 SotAtoz
Zl sotzZtoa
¥4 | Custom Sort...
7= Eilter
K Clear
\(v Reapply

4.2 PivotTable va PivotChart
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La nhi*ng cong cu phan tich dit liéu rat manh trong Excel. Chiing cé thé bién

nhirng con s& dud'ng nhu vo nghia trong mot khdi dit liéu khdng 16 thanh

nhi*ng con s6 cé nghia. PivotTable va PivotChart rat dé st dung, nhung chiing

cling c6 mot s6 van dé phirc tap khdng thé tranh khoi.

Gidi thiéu PivotTable va PivotChart

Tao mot bao cao PivotTable do'n gian

Gia slr ching ta c6 bang tinh sau day:

m Home Insert Page Layout Formulas Data Review View
al iv Arial 10 v AN = Eg P =¢  General - El _A‘:E“EI .__;'dl :::
o BE o = == b o =0 .00 | Conditic or .
Nt |BLDC|HE =B S % o W ine o Table Styles - | [E1F
Clipboard Fant Alignment MNumber Styles C
Al - fx
A B & D E F G H | J K
1
2 Store  Region Date Customers Total Sales Camping Fitness Soccer Baseball Fishing Foothall
3 2134 Mortheast 08-Jun-05 207 5 65281 § 326 5 1284 5 970 5 1270 3 1483 5 1,243
4 2134 Mortheast 07-Jun-05 162 % 35884 & 9001 5 247§ TRE 5 1281 % 228§ 192
5 2134 Mortheast 08-Jun-05 1686 5 4713 § 837 5 1260 5 959 § 765 5 179 § 713
6 2134 Mortheast 09-Jun-05 171 % 5263 & 553 5 113 5§ 236 § 1353 5 1011 & 976
7 2134 Mortheast  10-Jun-05 64§ 4731 5 775 5 294 5 1480 5 160 5 864 5 1158
8 2134 Mortheast  11-Jun-05 246§ 3853 & 429 5 853 5§ 773 5 RO 5 739 § 299
9 2134 Mortheast  12-Jun-05 63 5 6077 § 1075 5 1418 § 659 5 1445 5 1340 § 140
10 2298 Midwest  08-Jun-05 86 5 4075 5 866 § 399 5 270 5 690 % 418 5 1432
11 2298 Midwest  07-Jun-05 234 5 3933 § 1056 5 266 5 0T8T §F 131 % 1376 & 323
12 2298 Midwest  08-Jun-05 266 5 3818 & 1330 5 4589 5 314 5 1119 5 149 § 447
13 2298 Midwest  09-Jun-05 99 5 4923 5 456 5 426 5 368 5 1045 § 1453 3 1175
14 2298 Midwest  10-Jun-05 85 5 5084 § 1060 5 729 § 211§ 939 § 939 5§ 1,205
15 2298 Midwest  11-Jun-05 218 5 357 §F 1191 5 31§ 123 5 1293 5 300 § 269
16 2298 Midwest  12-Jun-05 124 % 4435 %5 998 § 581§ 350 5 1249 § 295 § 962
17 2166 South 06-Jun-05 215 5 8.625 & 1957 5 1995 § G615 § 1623 5 370§ 2065
18 2166 South 07-Jun-05 266 % 5902 § 1829 5 612 5 709 §F 878 5 1218 5 B5EG
19 2166 South 08-Jun-05 92 5 8,032 § 1844 5 1099 5 1804 § 1005 5 1509 5 7
20 2166 South 08-Jun-05 237 5 7786 & 911 5 1470 5 1430 § 787 5 2074 5 1114
21 2166 South 10-Jun-05 65 § 7669 & 1377 5 2092 § 364 5 1793 § 502 § 1511
22 2166 South 11-Jun-05 263 § 5211 § 12001 5 360 § 655 F 522 § 553 5§ 1914
23 2166 South 12-Jun-05 159 % 9,388 § 1663 5 1978 $ 828 § 1375 3 1747 5 1797
Day la mo6t trong nhirng loai bang tinh ma ban cé thé dung dé tao ra mot
PivotTable. D{t liéu thong ké doanh thu cliia 3 clra hang (store) ban dung cu thé

thao, dai dién cho 3 mién (region) trong mét tuan (tir ngay 06 dén ngay
12/6/2005). C6t D la s6 khach hang cla tirng loai dung cu thé thao, cOt E la
téng doanh thu, va cdc cdt con lai 1a doanh thu chi tiét cda tirng mat hang.

DAy 1a mot sé cau hdi ma ban ¢ thé phai tra 161 dwa vao bang tinh d6:

e Doanh thu ctia dung cu cam trai (Camping) tai mdi mién ?
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e Tai mdi clra hang, ngay nao trong tuan la ngay déng khach nhat?

e Tai mdi clra hang, mdt hang nao ban duoc nhidu nhat?

e Ngay nao trong tuan (ndi chung) la ngay ban & nhat?

T6i & gitp ban tra |6 cau hoi dau tién. Toi s& hudng dan ban tao ra mot

PivotTable dé thay dugc téng doanh thu mat hang Camping cia moi mién.

DE bat dau, ban can bado dam rang ban dang chon mét 6 (bat ky 6 nao) nam &

trong vung chira dit liéu ma ban muén tao PivotTable. R6i, ban nhdn nat

PivotTable nam trong nhém Insert cla thanh Ribbon:

m Home Insert Page Layout Fo
]j| | | Ela __'P Shapes =
. i
- L %Slnal'ti'-.rt
PivotTable| Table Ficture Clip ...
- Art st Screenshot -
Tables Illustrations

Excel s& hién thi hdp thoai Create PivotTable nhu hinh sau day:

l Home Insert Page Layout Farmulas Data Review View
A 4
I v,
ast L %
Tables lustrations Charts Sparklines Filter Links Text
SalesData - JF | store
| A | B C D | E [ F T 6 [ H®H T 1 J K ]
1

2| Store Region Date Customers Total Sales Camping Fitness Soccer Baseball Fishing Football
| = | 2134 Northeast 06-Jun-05 T o < o Ll 270 5 1488 § 1,243
A 2134 Northeast 07-Jun-05[Rar Tt AT W31 s 28 5 1w
5 2134 Northeast 08-Jun-05 R 179 5 713
6| 2134 Northeast 09-Jun-pg| 1225 e d3ta that vou wank to analyze 33 5§ 1011 5 976
7] 2134 Northeast 10-Jun-05| () Gelect a table or range 160 § 864 5 1158
| 2134 MNortheast  11-Jun-05 TablefRange: | SEESIETRraEIR Faz| 4760 5 739 % 299
9 2134 Northeast 12-Jun-058 () se an external data source 445 5 1340 5 140
10! 2298 Midwest  06-Jun-05 630 5 418 5 1432
1] 2298 Midwest  07-Jun-05 131 § 1376 3 323
12 2298 Midwest  08-Jun-05 119 § 149 5 447
L3 2298 Midwest  09-Jun-05) choose where vou want the PivotTable report to be placed 045 § 1453 5 1175
14 2298 Midwest  10-Jun-05 () New Workshest 939 % 939 § 1.205
L5} 2298 Midwest  11-Jun-05 O Existing T 293 % 300 & 269
16 ) 2298 Midwest  12-Jun-05 - ) —— |49 3 295 % 962
Rl 2166 South 06-Jun-05 Lpreliams FE| 623§ 370§ 2085
18] 2166 South 07-Jun-05 [ oK ] ’ Cancel 878 5 1218 35 656
Rkl 2166 South 08-Jun-05 005 & 1509 3 7
20 ] 2166 South 09-Jun-05 230 3 ffob & 911 » 1.4/0 & 1430 &% 787 5 2074 & 1114
2] 2166 South 10-Jun-04 65 3 7669 % 1377 § 2092 § 364 § 1793 5 502 5 1.8M
22 2166 South 11-Jun-05 263 5 E211 5 1201 § 360 § 6BRE § 622 5 559 § 1914
23] 2166 South 12-Jun-05 159 3 9388 % 1663 5 1978 § 828 5 1375 5 1747 & 1797
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Trong hop thoai nay, ban thay rang dia chi clia ddy 6 chira dit liéu (A2:K44) d3
dwoc nhap san trong hop Table/Range. N&u nhu cac nut tuy chon dwoc chon
giong hét trong hinh: Select a table or range va New Worksheet, ban h3y nhan
OK dé déng hép thoai nay.

Excel s& tao mét Sheet mdi, va né sé trong gidng nhw hinh sau day:

A3 A Fe
A B c D = PivokTable Field List * X
1
§ I Choose fields to add to report: EE
4 s [stare A
g [(Jregion
6 ' To build a report. choose fields [pate
; from the PivatTable Field List ECL'S*W“E"S
Total Sales

9 [Jcamping
L p— []Fitness
(= [Jsoceer
E = [[Basebal

- [CJFishing
14 = = .. i
15
16 Drag fields between areas belov:
17 W Report Filter i Column Labels
18
19
20
21
22
73 1] Row Labels T Values
24
25
26
27
23
9 [ pefer Layout Update

mn

Ngudi ta goi day la cai vo clia mot PivotTable. Trong cdi vé nay, ban sé thay: O
bén trai la ving bdo cdo PivotTable, Ia ving s& hién thj cdc yéu cau cla ban sau
khi ban d3 hoan tat mot PivotTable. & bén phai la clra s6 PivotTable Field List,
la noi ma ban s& quyét dinh nhitrng di¥ liéu nao s& dwogc hién thj trén
PivotTable, va cach sdp x€p cla ching. Toi s& trinh bay va&i ban chi tiét vé cai
PivotTable Field List nay trong mot bai khac. Con bay gio ban c( tiép tuc da.

Trong hép thoai PivotTable Field List, ban hdy nhan vao muc Region dé chon
né (hodc ban nhan vao hdp ki€m ngay bén canh nd cling duoc). Ban sé thay
muc Region nay ty déng xuat hién trong vung Row Labels cua PivotTable Field
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List, d6ng thoi PivotTable cling tw dong hién thi tén cha 3 mién: Midwest,
Northeast va South trong cot A:

| A | B C D E F G H
; PivotTable Field List v X
3 [Row Labels T! Choose fields to add to report:
4 |Midwest
5 Mortheast DSW? -
6 South Region
7 Grand Total [pate
5 [JCustomers
q [[]Total Sales
10 [ ]Camping
11 [ ]Fitness
12 []5accer
13 [ |Basebal
14 [ JFishing 3
15 — —
16
17 Drag fields between areas below:
18 " Report Filter T Column Labels
19
20
21
22
23 "
— i I?lu:nx Labels E  Values
25 Region -
26
27
28
23 [] Defer Layout Updat
20 yout Update

Tiép tuc, ban nhan vao Camping dé chon nd. Ngay 13p tirc, Sum of Caming xuat
hién trong vung Values & phia cudi PivotTable Field List, dong thoi, & cot B
hién thi tdng doanh thu mit hang Camping tng v&i moi mién.

Cudi cung, ban nhan vao cai miii tén bé ti nam ngay bén canh muc Sum of
Camping trong khung Values, chon Value Field Settings trong danh sach mao ra.
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| A | B C D E F G H

; PivotTable Field List v X
3 IRPW Labels T!Sum of Camping Choose fields to add to report:
4 Midwest 6958
5 Northeast 4896 [store A
6 South 10782 [“]Region
7 Grand Total 22636 []pate
g8 [ ]Customers
g [Total Sales
10 [+]Camping
11 [ JFitness
12 []5occer
13 [ |Basebal 1
14 Fishin
15 Lo v
16
17 Drag fields between areas below:
18 “F Report Filter 2 Column Labels
19
20
21
22
éi 1] Row Labels = Values
5 Region - Sum of Camping -
26
27
28
29
[] Defer Layout Update

30

Hop thoai Value Field Settings xuat hién. Nhan vao cdi nit Number Format.
Hop thoai Format Cells quen thudc s&é md ra, chon Currency. Xong nhan OK hai
lan d& déng tat ca cac hdp thoai. PivotTable cla ban s& gidng nhu sau hinh say.
Né&u thich, va cling dé xem hon, ban nhan vao 6 A3, noi dang cé chit Row
Labels, stra né lai thanh Region:

[ 4 A | B [l | A | B

1 1

2 2

3 Row Labels ~ Sum of Camping 3 [Region - 1Sum of Camping
4 |Midwest fas3 4 |Midwest 5958
5 Mortheast 4795 5 MNortheast 4396
6 South 10782 6B South 10782
7 Grand Total 22636 7 Grand Total 22636
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Hy vong rang ban sé& thay viéc tao ra mdt PivotTable dé nhu thé nao. Vang, né
rat don gian, va néu co nhirng yéu cau phirc tap hon, thi cling vay théi. Xin ndi
thém mot vai khia canh khac cla PivotTable:

Khi mét PivotTable dworc kich hoat, hdp thoai PivotTable Field List s& xuat hién.
Nhirng Field dwoc chon vao trong bdo cao PivotTable sé dwoc in dam va cé
mot diu kiém & ngay bén canh, déng thoi ching cling xuat hién & nhirng ving
bén dudi cta PivotTable Field List, cho ching ta biét vai tro cla ching trong
PivotTable. D& kich hoat mot PivotTable, ban nhan vao mét 6 bat ky trong viung
bdo cdo PivotTable. Con néu khdng mudn kich hoat nd, thi ban chi viéc nhan ra
ngoai, bat ky chd nao trong bang tinh.

Ban sé thay & bén phai cla tiéu dé Region trong vung bao cdo (6 A3) cé mot
nut mdi tén xé xudng (drop-down arrow). NUt nay cé chirc ndng twong tu chirc
nang AutoFilter. Nhan vao dé, ban cé thé Iya chon nhitng muc muén xem
thudc danh sach Region, ma mac dinh cda nd la Select All (xem tat cd). Vi du,
ban chi muén xem doanh thu dung cu cdm trai cla riéng mién Midwest ma
thoi, ban nhan vao nudt nay, nhan vao muc (Select All) dé tat né di, roi nhan vao
muc Midwest, ban s& cé két qua nhu hinh sau:
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| A | B C
1

(%]

3 |Region + |Sum of Camping
4] sortatoz

2} sortztoa

Mare 5ot Options...

Label Filters g
Yalue Filters k
Je
] (Select All)
[ Mortheast
[J5outh
A | B C
1
2
3 Region |-T Sum of Camping
4 | Midwest (953
5 Grand Total 6958
6
14 l [ Cancel 7
8
27 g

Tao modt bao cdo PivotTable véi nhiéu cot

Vi du & bai trwdc chi la mét trong nhirng bdo cdo PivotTable don gidn nhat.

Trong bai nay, ban sé hoc cach tao mot bao cao PivotTable phirc tap hon, cé

nhiéu cot cling nhw nhiéu hang hon.

Ban xem di liéu sau day. N6 la di¥ liéu cta nhirng clra hang cho thué bang
video:
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A B C D

1

Z Popcorn Video Rentals

3

4 | Store Category Titles

5 Main Street Action 374
6 |Main Street Crama 180
T |Main Street Childrens 63
g Main Street Sci-Fi 324
9 Main Street Classics 203
10 | Main Street Comedy 144
11 |Northgate Actian 45
12 |MNorthgate Drama 2487
13 |Northgate Childrens 320
14 MNorthgate Sci-Fi a6
15 |Northgate Classics Fi
16 |Maorthgate Comedy 225
17 |Clarkville Action 22
18 |Clarkville Drama 172
19 | Clarkville Childrens 203
20 | Clarkwille Sci-Fi 324
21 Clarkwville Classics 251
22 Clarkville Comedy 245
23 'West End Action 310
24 West End Drama aeY
25 West End Childrens 220
26 West End Sci-Fi 236
27 West End Classics 145
28 West End Comedy 296
29

Cac hang dit liéu trong bai nay duoc thiét ké khac vai bai tredc. Moi hang
trong bang dai dién cho mét thé loai video clia mdt clra hang (dwoc ghi & cot
B). Con s6 & cot Title 1a sé lwong dau phim thudc thé loai d6. Muc dich cua
ching ta la tao mot PivotTable dé trinh bay nhirng thdng tin @ mot dang dé
xem hon.

Cac budc dé tao ra mot cdi vo cla PivotTable, téi da trinh bay & bai 1. Néu ban
lam dung, hdp thoai PivotTable Field List cha ban sé giéng nhu sau:
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PivotTable Field List

v X
Choose fields to add to report:
[5tore
[Jcategary
[itles

Drag fields between areas below:
“F Report Filter 4 column Labels

3 Row Labels ¥  values

[ ] Defer Layout Update

Trong danh sach céc Field s& cé Store, Category va Titles. H3y nhan chon c3 ba.
Excel sé lam gilup ban cac viéc sau:

e DPem Store va Category vao trong hop Row Labels

e Dem Tiltes vao trong hop Values, vdi cai tén la Sum of Titles
e Trinh bay cac thong tin vao vung bao cao PivotTable

K&t qua duwgc minh hoa & hinh sau day:
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| A | B C D E F G H [
2 : PivotTable Field List - X
3 Row Labels - Category  Sum of Titles
4 = Clarkville lAction 22 -,ﬁ -
Ch fields to add t (E
5 Childrens 203 oass TS 10 s T reaer
6 Classics 251 [v]Store
7 Comedy 45 [#]Category
B Drama 172 [“]Titles
g Sci-Fi 324
10 |Clarkville Total 1317
11
12 = Main Strest Action 374
13 Childrens 63
14 Classics 203
15 Comedy 145
16 Crama 1a0
17 Sci-Fi 324
18 Main Street Total 1289 Drag ficlds between areas below:
19 W Report Filter fj Column Labels
20 | =Morthgate Action 45
21 Childrens 320
22 Classics 79
23 Comedy 225
2
3: gE”ET‘ 225 4 Row Labels =  Values
26 MNorthgate Total 992 Store v | | SumofTites v
7 Category hd
28  =ZWest End Action 310
29 Childrens 220
30 Classics 145
T Comedy 296 [ pefer Layout Update
W 4 » M| Sheet4 . Sheetl . Sheet2 . Sheet3 .’ 4|

Cé thé nhirng gi hién thj trén may cta ban khéng giéng cai hinh nay. Néu nhu

ban mudn né gidng hét hinh nay, hdy nhan ndt phai chudt vao tén cdia mot clra

hang nao dé trong cot A (Clarkville ch§ng han), chon Iénh Field Setting, r6i ban

ddnh dau vao cac tuy chon cla tab Layout & Print gidng nhu tdi d3 lam trong

hinh sau day; va néu nhu céi tén trong 6 A3 dang la RowLabels, hdy d6i nd

thanh Store. Ban sé cé mot PivotTable y hét nhu hinh & trén.
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Field Settings I

Source Mame:  Stare

Custom Mame:  |Stare

Subtotals & Filkers | Layout & Prink

Layout

i) Shows ikem labels in outline Form

%) show jtem labels in tabular Form

[] repeat item labels
Insert blank line after each ikem label
[] show items with no data

Prink

[*]iInsert page break after each ikem:

[ oK l[ Cancel ]

Cho du day |a mot bdo cdo PivotTable rat chinh xac, nhung né khdng phai la cai
t6i mudn. Trong trudng hop nay, Store va Category dang nam chung trong mot
hang, déu 13 Row Labels; con t6i thi mudn Category phai Ia mét cot riéng, la
Column Labels.

Lam thé& nao dé chuyén mot muc & Row Labels thanh Column Lables? Cé hai
cach:

e Trong hdp thoai PivotTable Field List, trong vung Row Labels, ban hay
nhan vao nut miii tén bén canh muc Category, va chon 1énh Move To
Column Labels.

e N&u nhu ban khéo st dung chudt, ban cé thé "ndm" va "kéo" cdi muc
Category ra khoi vung Row Labels rdi "thd" né vao vung Column Labels.

Sau khi lam xong mét trong 2 cach trén, ban s& thay 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 Street a74 (3 203 145 180 324 1234
T |Morthgate 45 320 79 225' EB?! a6 992
g West End 310 220 145 296 369 236 1676
9 Grand Total k)| 806 678 1011 1008 920 5174
10
il PivotTable Field List * X
12 =
13 Choose fields to add to report: £
1% Store
1 |':l‘ Category
e [7] Titles
17
18
19
20
21 Crag fields between areas below:
22 ¥ Report Filter #H Column Labels
23 Category hd
24
o5 1 Row Labels E  Values
26 Store - Sum of Tites -
27
25 ] Defer Layout Update
29

So sanh va&i bang dit liéu ban dau, PivotTable dé doc hon nhiéu. Nhin vao bang
bdo cdo nay, ching ta cd thé so sanh s6 lwong dau phim cla tirng thé loai
video gilra cic clra hang v&i nhau (xem theo c6t), hodc so sanh s6 dau phim
gitra cac thé loai video clla mot clra hang vdi nhau (xem theo hang). Nhin vao
PivotTable, ban cd thé tra |&i ngay clra hang nao cé nhiéu phim hanh déng
nhat, phai khéng?

Ban cé thay rang: viéc di chuyén mot Field tir Row Labels sang Column Labels,
lam cho PivotTable duo'ng nhu |a xoay bang dit liéu tir doc thanh ngang. Chir
"xoay", trong tiéng Anh, |a "pivot". Vay ban hiéu PivotTable la gi roi ch(r?

Néu nhu tir ndy gio, ban vira doc bai nay, vira ty thuc hanh, thi ban hay lwu lai
bang tinh. Ching ta s& stir dung PivotTable vira tao ra nay cho bai sau: Tao mét
biéu d6 xoay (PivotChart). Hen gép lai.
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Tao mot PivotChart

M6t PivotChart chang cé gi khac hon 1a mét biu do Excel, duoc tao ra tur dir
liéu cia mot PivotTable. That ra thi cling c6 mot vai tinh ndng ma ban khong
tim thay & nhitng biéu d6 binh thudng. Tuy nhién, phan I&n thi mét PivotChart
cling gidng nhu bat ky mot biéu d6 nao trong Excel, nhirng thao tac vdi cac
biéu d6, hodc viéc dinh dang cho né, chang cé gi khac.

N&u ban biét chac rang ban s& can d&n mdt PivotChart, ban c6 thé tao ra
PivotTable va PivotChart cing mét [an. Thay vi nhan vao nut PivotTable trong
nhom Insert trén thanh Ribbon (nhu téi d3 trinh bay & bai 1), ban hdy nhan vao
cai miii tén nhd & dudi cai nut dd, va chon lénh PivotChart. R6i thi ban cling sé
gap hop thoai tao mot PivotTable nhu & nhitng bai trén, nhwng khi tao xong
PivotTable, thi Excel cling sé ty dong tao luon mot PivotChart di kem theo.

Bay gi0 chung ta sé hoc cach tao ra moét PivotChart tir PivotTable ma ban da
thuc hanh & bai s6 2, bai todn vé cac clra hang ban video. Ban [an lvgt theo cac
budc sau:

e Chac chan rang ban dang kich hoat PivotTable. Néu nhw khéng mudn
thay cai hop thoai PivotTable Field List, ban cé thé tat né di. Hop thoai
nay cé thé bat tat bat c lic nao bang cai nat nay (trong nhém
PivotTable| Options trén thanh Ribbon):

Wiew Cptions Design & @ O EE EX
_3_:'/ Clear = & Summarize Values By = ﬂEI FivotChart : Field List
_Lé Select = & Show Values As = i) i":| +/- Buttons
B2 Move PivotTable | [ig] Fields, ftems, & Sets » EEH Field Headers
Actions Calculations Tools Show

e Nhan nut PivotChart trong nhém PivotTable | Options trén thanh
Ribbon. Excel s& hién thj hdp 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_IEI E& Select = ® Show Values As = ;'ﬁ OLAP Tools
Insert | Refresh Change Data | :

slicer = - SOUrCE T g Move PivotTable mﬂ Fields, Items, & Sets = | EP What-If Analysis
er Data Actions Calculations Tools

Insert Chart

CH Templates Colum_n B B B B B B 25
ol 2 |88] ia j88] 98] 33
& Fie ] ] ] - ] ] ]
= . ] laf 08 ) ) Jad] JAR)

Area . - ~ - -
e || ) L) 4] | BA] b
@) Surface e > = - — o]
@ =l e e ] o] ] R
:@ Radar Pie B B B B B

(B @ | @l AR ad| @ v

| Manage Templates... | | setas Default chart | | ok || cancel |

e Chon Column trong danh sach Templates & bén trai, roi nhan vao biéu
tuong thir hai (stacked column) & hang dau tién trong khung bén tay
phai.

e Nhan OK dé tao biéu do.

Ban s& cd mot biéu d6 nhu hinh sau. Mdi clra hang (Store) duwgc dai dién bdi
mot "bar" trong bi€u d, va trong mdi "bar" nay chita s6 lugng thé loai phim
(Category) cé trong ctra hang dé, dugc phan biét b&i 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 5ci-Fi Grand Total
Clarkville 22 203 251 345 172 324 1317
Main Street 374 B3 203 145 180 324 1289
Maorthgate 45 320 78 225 287 36 992
Wiest End 310 220 145 296 3BY 236 1576
Grand Total 791 806 678 1011 1008 920 374

F g

Sum af Tites

1800
1600
1400

W Sci-Fi
1200
mDrama
1000
200 N Comedy
&00 W Classics
400 M Childrens
200 W Action
D T T T 1

Clarkville Main Street MNorthgate West End

Category -

Store -

palpalmalpalmalpalpalmolalalalal oo o s o]
b i i e g Mg b g e b el eyt ol e et e e S e I R S )

Khi ban nh&n vao biéu db, tirc |a ban kich hoat PivotTable, Excel s& hién thj hop
thoai PivotChart Filter Pane nhu ban thdy & hinh trén. Ban c6 thé dung Axis
Fields va Legend Fields trong hdp thoai nay dé loc cac dit liéu, diéu chinh
PivotChart hién thj hay khdng hién thj biéu d6 ciia mét loai dit liéu nao d6. Bat
ky viéc loc dit liéu nao ban thyc hién trong hop thoai nay, cling sé dwoc ap
dung trong PivotTable, va biéu d6 s& tu ddng v& lai theo nhirng thay d6i trong
PivotTable.

Vi du, tdi nhan vao Axis Fields, va chi chon hai ctra hang: Clarkville, WestEnd.
Biéu d0 s& tw ddng v& lai nhu sau:
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2

A B c

3 Sum of Titles Column Labels ~

4 Row Labels|-T Action

L

F | G H

Childrens Classics Comedy Drama 5ci-Fi Grand Total

5 Clarkville 22 203 261 345 172 324 1317
6 |VWest End 310 220 145 296 BEHI 235! 1576
7 Grand Total 332 423 396 641 541 560 2893
g
g
10
11 Sum of Titles
E 1800
13
14 1600 Category -
15 1400 ® Sci-Fi
16 1200 -
17 B Drama
1000 -
18 200 - H Comedy
19
0 600 - B Classics
21 400 B Childrens
2 200 + W Action
23 o -
24 Clarkville West End
25
IF Store <
27

Tim hiéu dir liéu ngudn ctia PivotTable

Chung ta c6 thé sir dung nhiéu loai dit liéu dé lam ngudn cho mét PivotTable:

St dung dit liéu tir mot bang tinh Excel trong cung mot Workbook

St dung dit liéu t&r mot bang tinh Excel trong mot Workbook khac

St dung dit liéu két hgp tir nhiéu ngudn khac nhau nhung cé cau tric

gidng nhau (consolidate ranges)

St dung dit liéu tir mot bao cao PivotTable khac

Nhirng bai sau day sé lan lwot diém qua tirng loai dit liéu nay.
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S dung di¥ liéu cua cung mot bang tinh Excel

C6 18 cach dé nhat va cling dugc nhiu ngudi st dung nhat 1a st dung di lieu
clia mdt bang tinh Excel @€ lam ngudn cho PivotTable. Di liéu nay cé thé nam
trong cung mot bang tinh, nhu da duoc trinh bay & bai 1.

Moi viéc sé trd nén rat don gidn khi ban tao mét PivotTable trong cling bang
tinh chira dit liéu nguén. DIt liéu nay phai duoc thiét ké theo dang mot List
(trong Excel 2003), mét Table (Excel 2010), v&i nhitng yéu cau sau:

e Hang dau tién chira tén cac Field (hodc tén cla cac cot)
e Hang th hai va nhirng hang ti€p theo chira dit liéu
e Khdng cé hang bo tréng, nhwng cé thé c¢6 nhitng 6 tréng

Dé& tim hiéu k§ hon vé ciu tric cla mot Table, ban cé thé tham khao & bai
"Phan tich dix liéu véi cac Table".

N&u cé mot & nam & dau dé trong vung dit liéu ngudn nay dugc chon khi ban
ma& hdp thoai Create PivotTable, Excel sé ty dong xac dinh dia chi cia toan bd
vung dit liéu va nhap né vao trong muc Table/Range cta hdp thoai. Néu ban
mudn xac dinh chinh xac dia chi cda vung di liéu ngudn, ban cé thé chon mét
trong 3 cach sau:

e Chon moét 6 trong vung dit liéu trudc khi mé hop thoai. Dia chi clia vung
dit liéu sé dwoc nhap vao ty dong

e Nhép tryc tiép dia chi cta vung di¥ liéu trong muc Table/Range ctia hép
thoai

e Sir dung nut Select trong hdp thoai dé chon vung di liéu
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Create PivotTable 7)[x]
Choose the data that you want to analyze
{*) Select a table or range
Table/Range: |Sheet11$AS1:4D$10 Fs:

) Use an external data source /‘

Mut Select

Choose where you want the PivatTable report to be placed
i) Mew Worksheet
(%) Existing Worksheet
Location: |Sheet116C43 i

[ oK l[ Cancel ]

C6 mdt cach rat hay va rat nén lam dé chi cho Excel biét vung di liéu nam &
dau, la tao mot cai tén (Name) cho vung dit liéu. S dung Name thi tién lgi hon
viéc nhap dia chi hodc chon vung di¥ liéu mai khi ban mudn tham chiéu dén
chung.

Tuy nhién, néu ban s dung mét Table cha Excel 2010 dé lam dit liéu ngudn
cho PivotTable, thi ban khéi cdn quan tdm dén Name, b&i chinh ban than Table
d3a cé san mot cai tén, khi ban tao nd. Va khi da c6 Name cua di liéu ngudn,
ban chi viéc nhap truc tiép cai tén nay vao trong muc Table/Range cia hép
thoai Create PivotTable. Vi du, & hinh sau day, dit liéu nguén cta PivotTable la
mot day co tén la SalesData:

Create PivofTable

Chooze the data that you want to analyze
{*) Select a table or range
Table/Range: | SalesData R
) Uze an external data source L\\s

Choose where you want the PivatTable report to be placed

i) Existing Worksheet

Location: Efiz

oK l[ Cancel ]
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St dung di¥ liéu nguén tir mot bang tinh Excel khac

Né&u dit liéu ma ban s& dung trong PivotTable nam tron mdt bang tinh khac, cac
budc thé tao PivotTable hoi khdc mét ti. Ban s& phai xac dinh day 6 (dia chi)
chira dit liéu ngudn, va tén clia workbook chira dit liéu ngudn.

Céach dé nhat dé thuc hién viéc nay, 1a mé dong thoi hai bang tinh. Mot cai s&

chira PivotTable, mét céi chira dit liéu ngudn. Réi lam theo cac budc sau:

Chon (kich hoat) workbook sé tao PivotTable.

Nhan nut PivotTable trong tab Insert cla Ribbon dé m& hép thoai
Create PivotTable.

H3y chac chadn rang tuy chon Select a Table or Range dang duwoc chon.

Nhan nut Select nam & phia bén phai cla khung Table/Range, mdt hdp
thoai Create PivotTable "nhd" nhu sau day s& xuat hién:

Create PivofTable

Nhan Alt+Tab hodc nhan vao workbook chira dit liéu ngudn dé kich hoat
né. Ban s& van thay cai hop thoai Create PivotTable "nhé".

Chon day chira di¥ liéu ngudn cho PivotTable. Dia chi cla nd, bao gébm ca
tén cta workbook, sé tw dong nhap vao trong hdp thoai Create
PivotTable "nho":

Create PivoiTable

'[CHI TIET CONG NO KHACH HANG. xlsx]Van Anh'1$B521:£1532|

Nhan vao nut Select trén clra s6 Create PivotTable "nhé" dé chap nhan
vung chon va déng nd lai, quay vé hdp thoai Create PivotTable "lé&n".

Nhan OK dé quay vé bang tinh vdi PivotTable vira tao.

Khi mét PivotTable dwoc "link" t&i mot bang tinh bén ngoai, ban chi cé thé cap

nhat (update) PivotTable néu duong link nay t&i bang tinh ngudn con ton tai.
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Khi bang tinh chira di¥ liéu ngudn bj d&i tén, bi doi di chd khac, hodc bi xda,
ban s& khong thé cap nhat PivotTable. Excel s& hién thi mdt thong bdo 16i néu
ban c6 lam viéc d6.

C6 thé ban thac mac |3 tai sao c6 nhiéu ngudi khéng lam mot PivotTable trong
cung mot bang tinh, ma lai lam PivotTable trong mét bang tinh khac? Viéc nay,
that ra rat hiru ich, nhat 13 d6i v&i nhitng dit liéu khdng 16, cong kénh. C6 18 ban
d3 biét nhirng bang tinh chira mét bang dit liéu I&n thi chay chdm nhu thé nao.
Khi dat PivotTable trong mot bang tinh khac, ban van cé thé cé dugc nhitng
théng ké, ma khéng can thiét phai ma& dit liéu ngudn ra. Hodc khi ban muén
théng ké dit liéu tir nhiéu ngudn khac nhau, ban cé thé tao mot workbook
trung gian, chta nhiéu PivotTable, ma mdi PivotTable thi "link" d&n mét dir
liéu ngudn riéng.

Cé mdt diéu ban can nén biét, 1a ban than PivotTalbe khdng bao gio tu
"refresh" di¥ liéu, nghia la né khéng thé tu ddong cap nhat khi di¥ liéu ngudn
thay d6i, bat ké dit liéu ngudn nam trong cung mot workbook vé&i PivotTable
hay nam trong mot worbook khac. Viéc tinh toan lai bang tinh (recalculated)
cling khong cap nhat lai dit lieu cho PivotTable.

Ban phai thuwc hién chuyén "refresh" bang tay. Bang hai cach:
e Nhan chudt phai vao PivotTable va chon |énh Refresh Data

e Nhan vao nut Refresh nam trong tab PivotTable | Option trén Ribbon
(ban chi thay tab nay khi ban kich hoat PivotTable).

I
Data Review View Options

ag] -
ﬂ 3 i7y Clear =
P
—il B select -
Refresh| Change Data | )
- Source * Beg Maove PivotTable

Crata Actions
St dung nhiéu day dir liéu cé cung ciu tric (Multiple Consolidation
Ranges)

Thuat ngit "Multiple Consolidation Ranges" (nhiéu day dit liéu cé cung ciu
trdc), that ra khéng phire tap nhu céi tén cla nd. Tat ca chi don gian la tao mot
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PivotTable dwa trén hai hodc nhiéu bang dit liéu (la Table, hay la List trong cac
version trudc). Nhirng ngudn dit liéu nay cé thé nam trong cing mot bang tinh,
hodc nam trong nhirng bang tinh khac nhau. Nhung, chirc ndng Create
PivotTable clia Excel 2010 ma ching ta d3 lam quen tir dau dén gio, lai khong
ho trg Multiple Consolidate Ranges, va khdng cé tuy chon nay. Dé st dung
duoc Multiple Consolidation Ranges, ching ta phai cau vién dén chirc nang
PivotTable and PivotChart Wizard, mét chirc nang cé trong nhirng version
trwdc cla Excel. Trong Excel 2010, chirc ndng nay van con, nhung bj an di. Dé
goi nd ra, ban phai st dung nhi*ng phim tat dung dé goi PivotTable and
PivotChart Wizard trong Excel 2003, d¢6 la: Alt+D+P.

N&u nhu ban thudc tat ca cac phim tat dé goi Iénh trén menu cla Excel 2003,
thi ban cé thé sir dung chiing trong Excel 2010, cho du Ribbon cla Excel 2010
thi chang giéng gi Menu Bar clia Excel 2003.

Pé str dung duoc Multiple Consolidation Ranges, bat budc moéi danh sach ma
ban mudn dung lam di¥ liéu ngudn cho PivotTable phai cé cung cau tric, cé
nghia 1a tat ca nhirng tiéu dé cdt (nam trén hang dau tién) va tiéu dé dong
(nam trong cot dau tién bén trai) phai gidng hét nhau. N&u nhw cé mot hang
nao, hodc cot nao nam riéng 18, thi chung s& khdng dwoc tich hgp vao trong
bao cdo PivotTable.

DAy la mot vi du vé cdc ngudn dit liéu co thé sir dung véi chirc ndng Multiple
Consolidation Ranges:

A B C 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 Human Resource 9
6 Sales 12 Sales 9 Sales 16
7 Development 7 Development 0 Development 22
g Manufacturing 45 Manufacturing 213 IManufacturing 135
9 Support 8 Support 16 Suppart 10

—
=]

Dé khdi déng "Wizard", ban hdy nhan Alt+D rdi nhan thém phim P. Va tai Step
1, nhan vao tuy chon Multiple Consolidation Ranges:
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PivotTable and PivotChart Wizard - Step 1 of 3

Where is the data that wou wank to analyze?

() Microsoft Office Excel lisk or database
() External data source

{(®)Multiple consolidation ranges:

What kind of report do you wank to create?

(%) PivatTable
) PivokChart report (with PivotTable report)

| ext = ][ Finish ]

Sau khi nhan Next dé sang Step 2a, ban s& c6 2 tuy chon:

e Create a single page field for me — D& Excel ty déng tao ra mot Page
Field don, véi mdi vung dit liéu ngudn 1a mét muc (item) trong Page
Field d6. Page Field c6 thé tam hiéu nhu la chirc nang loc "cép 1" cla
PivotTable. Trong c(ra s PivotTable Field Lists, Page Field chinh |3
nhi*ng muc nam trong khung Report Filter. Néu khdng c6, xem nhu Page
Field = All (xem tat ca cac dit liéu).

e | will create the page fields — Dung tuy chon nay dé tu tao cic Page
Field cla riéng ban. Ban cé thé tao tdi da |a 4 Page Field, mdi Page Field
loc ra mét thanh phan nao d6 cha cac dit liéu.

Tao mét trang tdng ho’p duy nhat véi chirc nang Create a single page field for
me

Ban xem lai bang tinh EmployeeData ma tdi vira trinh bay & bai trudc. Ban sé
thay c6 3 danh sach, méi danh sach 1a mot phuong an tuyén dung nhan vién cu
thé cho cic bd phan. Va cd 3 danh sdch déu cé cling ciu truc, cling nhu tiéu dé
cla cac hang, cot nay la gibng nhau. Dé tao mot PivotTable dya vao 3 danh
sach nay, ban hdy st dung PivotTable and PivotChart Wizard theo cac budc toi
d3 trinh bay & bai trudc, va khi dang & trong Step 2a, hdy danh dau vao tuy
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chon Create a Single-Page Field, roi nhan Next dé sang Step 2b, roi theo céc
buwdc sau:

e Nhéan vao nut Select & bén phai hop Range
e Chon ddy A3:B9 trong bang tinh.

e Nhan lai vao nut Select dé dwa day vira chon vao trong khung Range.

Ghi chl: Néu ban bé qua buéce 1, ma chi can dimng chudt chon truc tiép diy A3:B9
trong bang tinh, Excel sé tir hiéu la ban dd nhdn mit Select réi, nén ciing sé bé qua
luon buoc 3 nay. Khi ban két thic viéc chon day bc%ng chuot, Excel sé dwa ban vao

thang budc 4 sau day.
e Nhan nut Add dé thém d3y vira chon vao trong danh sach All Ranges.

e Lap lai bwdc 1 dén budc 4 dé chon va thém vao danh sich All Ranges hai
day D3:D9 va G3:G9. Tdi day, man hinh clGa ban sé giéng nhu sau:

PivotTable and PivotChart Wizard - Step 2b... [2 |[X]

where are the worksheet ranges that wou want ko consolidate?

add I [ Delete ] [ Browse, .. ]

&l ranges:
Sheet11$A45: 4649

[ Cancel ][ < Back ][ Mexk = l[ Einish

e Nhan Next dé sang Step 3.

e Tai day, ban cé thé chon New Worksheet dé tao PivotTable trong mot
Sheet mdi, hodc chon Existing worksheet va nhan chuét vao noi ban
muén tao PivotTable ngay trong bang tinh nay.

e Click Finish.
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Ban sé cd mot PivotTable nhu sau:

A B C D E F G H I
; el (Al = PivotTahle Field List - X
3 |Sum of Value  IColumn Labels - s el to add . -
4 Row Labels  ~ Employees Grand Total Choose fields to add to report:
5 |Accounting 18 18 [v]Row
6 |Development 29 29 [#]Column
7 Human Resources 20 20 [#]value
8 | Manufacturing 393 393 [¥]Pagel
9 Sales 37 a7
10 |Support 34 34
11 Grand Total 531 K|
12 Drag figlds between areas below:
13 “F Report Filter #H Column Labels
14 Page1 - Column -
1? HH Row Labels E  Values
1; Row - Sum of Value -
18 [] pefer Layout Update
19
20

Trong PivotTable nay, nhin Column Labels c6 mét miii tén x8 xudng, ban cé
thé dung nd dé loc ra cd6t mudn xem. Trong trudng ho'p nay, do cac dit liéu
nguoén chi cé mot cdt (Employees), nén ndt nay khéng can dung dén, nhung
néu cac di¥ liéu ngudn cta ban cé nhiéu cot, ban s& can dung dé€n nd. Nhan
Row Labels cling c6 mét miii tén x4 xuéng, dung dé loc ra nhitng hang muén
xem. Nhirng nut x6 xudng nay la diém dac trung ma ban ¢ thé thay trong tat
ca cac PivotTable.

Con nut x4 xuéng cta nhan Pagel thi cé gi ddc biét? N6 cho phép ban loc ra di
liéu nguén nao mudn xem, nhu ban thay & hinh sau day, khi nhan vao né. Cac
muc Item1, Item2 va Item3 tham chi€u dén 3 di¥ liéu nguén ma ban d3 dung
lam di* liéu ngudn cho PivotTable. Ban cd thé chon téng hop dit liéu theo tat ca
cdc ngudn (All), hodc chi 1 ngudn nao dé. NEu mudn téng hop nhiéu hon 1
ngudn dit liéu, ban phai nhan vao tuy chon Select Multiple Items.
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A B C D E F G H |
1 |Page1 (Al -
a g (Al PivotTable Field List v X
- »
4 (AN Grand Total Choose fields to add to report: -
£ Item1 18 Row
F i:emi 29 Column
7 = 20 | [Fvalue
g 393 Pagel
g a7
1 34
1 a
1 Drag fields between areas below:
1 W Report Filter # 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 s&r dung céc nut x6 xudng bén canh cac nhan, dé xem chdng lam
viéc nhu thé ndo. Loc |a mot trong chirc ndng quan trong nhat cda mot
PivotTable, ban can hiéu rd cach loc ciia mot PivotTable, dé cé thé dé dang tiép

can vadi nhirng chirc nang cao cap hon.

Trong PivotTable ma chung ta da thyc hanh trong bai nay, c6 cot Grand Total,
la mét mac dinh cla PivotTable. Tuy nhién, b&i vi cac dit liéu ngubn cda ching
ta chi c6 1 cdt, nén khéng can thiét dén cot Grand Total, t6i s& ndi vé cich bd

cai co6t nay di trong bai sau.

Tao mét PivotTable c6 nhiéu trang tong ho'p tir nhirng dir liéu nguén cé cung
cau truc

Trong cdng viéc hang ngay, nhat 1a khi phai thudng xuyén téng hop nhitng dir
liéu ki€u nhu: Bdo cdo doanh thu quy |, Bdo cdo doanh thu quy II, Bdo cdo
doanh thu quy lll, v.v..., ban nén s&r dung PivotTable, vdi tuy chon thi 2 khi
dang & trong Step 2a cla PivotTable and PivotChart Wizard: | will create the
page fields.

Tuy chon nay rat thich hop khi téng hop tir nhiéu ngudn dit liéu cé cung cau
trdc, ma nhirng ngudn dir liéu d6 cé cung tiéu dé, chi khac vai con sé dung dé
tong hop (theo quy, theo ndm, theo thang...), chdng han nhu bang tinh nay:
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.

E

ourseData

A
Year 2002 Semester 1

Chemistry
Biology
Geology
Physics
Ecology
Iarine Biology

Year 2002 Semester 2

Chemistry
Bialogy
Geology
Physics
Ecology
Marine Biology

B

Students
21
44
94
59
23
Fill]

Students
37

101

43

96

28

43

D E
Year 2003 Semester 1

Chemistry
Bialogy
Geology
Physics
Ecology
Iarine Biology

Year 2003 Semester 2

Chemistry
Bialogy
Geology
Physics
Ecology
Marine Biology

F

Students
32

39

83

101

82

84

Students
g3
74
49
86
26
25

0

DAy la 4 bang téng hop s6 hoc sinh dat yéu cau theo tirng mén, va theo tirng

hoc ky trong hai ndm hoc 2005, 2006; c3 4 déu c6 chung tiéu dé Year ...

Semester ....

Chang ta hdy thir. Ban hdy s&r dung PivotTable and PivotChart Wizard theo cac
budc téi da trinh bay & bai 2.3, va khi dang & trong Step 2a, hdy dadnh diu vao
tuy chon I will create the page fields, roi nhan Next dé sang Step 2b, roi theo

cac budc sau:

. Nhap khéi dit liéu ngudn th& nhat (A2:B8) vao trong khung Range
. Nhan nut Add dé thém né vao trong danh sach All Ranges

. LAp lai hai budc trén ba lan, dé thém 3 khai dit liéu con lai (D2:DS,

A11:B17, va D11:E17) vao trong danh sach All Ranges. Tai thoi diém nay,
man hinh cta ban s& gidng nhu hinh sau:
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PivotTable and PivotChart Wizard - Step 2b of 3 [?|[X]

Where are the worksheet ranges that you wank ko consolidate?
Range:
| Fi

2.7
add ] [ Delete ] [ Browse, ., ]

All ranges:
Sheet 114442 4B
Sheet 114042 4E45
Shest1!$a$11:46417
Sheet 114041146417

How many page fields do you want?

®o O1L Oz O3 O4

What item labels do wou want each page field bo use ko identify the
selected data range?

[ Cancel ][ < Back ][ Mext = l[ Einish ]

4. Nhan vao tuy chon 2 & phan How many page fields do you want?

5. Ban s& thay phan dang m& mo & duwdi cung cta hdp thoai PivotTable and
PivotChart Wizard mé& ra 2 cai: Field one va Field two (ban chi cé thé cé
toi da 4 trang tong hop).

6. Tdi day, hay tam dirng mét chut dé vach ra mot vai y twdng cho viéc
théng ké dit liéu. Ban can cd bao nhiéu trang téng hop? Hay néi cach
khéc, ban can thng ké dit liéu theo may tiéu chi? Hay nhin vao tiéu dé
cda 4 dir liéu ngudn. O do chung ta c6 hai nam hoc: 2005 va 2006, va hai
hoc ky (semester): hoc ky 1 va hoc ky 2. Vay, y twdng hay nhat, cé |8 13
théng ké theo ndm dé loc ra di¥ liéu cda tirng ndm, hodc ca 2 ndm; va
déng thoi cling thdng ké theo tirng hoc ky, dé€ loc ra dit liéu cda tirng hoc
ky hodc cd 2 hoc ky. Nhw vay, chidng ta can cé hai trang téng hop, dé 1a ly
do tai sao & budc 4 trén day, t6i néi ban nhan vao tuy chon 2. Moi ban
ti€p tuc:
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8.

9.

Trong danh sach All Ranges, chon day dau tién: A2:B8, day nay la sé liéu

ctia hoc ky 1 nam 2002.
Nhap Year 2002 vao trong Field one.

Nhap Semester 1 vao trong Field two.

10.Chon ti€p day th hai: D2:E8, d3y nay la s6 liéu cda hoc ky 1 ndm 2003.

11.Nhap Year 2003 vao trong Field one.

12.Bd&i vi trong Field two d3 cé san Semester 1, nén thay vi nhap, ban cé thé

13.Chon day th ba: A11:B17, ddy nay la s6 liéu cta hoc ky 2 ndm 2002.

14.Chon Year 2002 tir nit mii tén x6 xuéng cho Field one.

chon nd tir nat mii tén x4 xudng.

15.Nhap Semester 2 vao trong Field two.

PivotTable and PivotChart Wizard - Step 2b of 3 [?|[X]

Where are the worksheet ranges that you wank ko consolidate?
Range:

| Sheet 1154511 46417 i

add ] ’ Delete ] ’ Browse, .. ]

All ranges:

Sheet 115442 4645
5heet1lnz: I

5h1$D$11$E$1?

How many page figlds da vou wank?

Co O1L ®z O3 O4

What item labels do wou want each page field bo use ko identify the
selected data range?

Field one: Field bwo:
|‘1"ear 2002 w | |5&mester 2| w |

[ Cancel ][ < Back ][ Mext = l[ Einish ]
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16.Chon d3y cudi cung: D11:E17, chon Year 2003 cho Field one va Semester
2 cho Field two tir cidc nit mii tén x6 xuéng.

Nhan Next dé hoan tat PivotTable va dat né & trong cling Sheet hay trong mot
Sheet khac, tiy ban. Thanh qua cla chung ta giéng nhu sau, |a mot PivotTable
téng hop tat ca sd hoc sinh dat yéu ciu cla ca hai nam hoc 2002 va 2003,
théng ké chi tiét theo tirng mdn hoc:

= CourseData

A B C D E F G H ]
1 Page1 {All) - - - -
2 Page? (Al - PivotTable Field List v X
4 ICuunt STalnalconmuianes - Choose fields to add to report: -
5 Row Labels |~ | Students (blank) Grand Total [¥]Row
6 |Biology 2 2 [v]Column
7 Chemistry 2 2 [¥]value
8 |Ecology 2 2 [¥]Pagel
9 | Geology 2 2 [#]Pagez
10 Marine Biology 2 2
11 Physics 2 2
12 |{blank) 12 19 Drag fields be?ween areas below:
13 |Grand Total 12 12 24 “F Report Filter T Column Labels
14 Page1l = Column -
1? {5 Row Labels % Values
1; Row - Count of Value -
18 [] Defer Layout Update
19
an

NéEu ban nhan nhan Page 1, ban sé c6 hai lwa chon: Year 2002 va Year 2003;
cling vay, khi nhan nhan Page 2, ban s& cé hai lra chon: Semester 1 va

Semester 2.

Bd&i vi trong PivotTable nay chi cd 1 cét, nén ban cé thé bd cai Grand Total di
bang cach: nhan phai chudt vao ngay nhin Grand Total, va chon Remove
Grand Total t* menu ma ra.
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= CourseData

A B C D E F G
1 Pagel Year 2002 e
2 |Page? (Al v Arial v 10+ AT AT $ v % v
: B 7= & Ay
4 Count of Value Column Labels - = = =
5 |Row Labels ~ Students IGrand Tnt?'!
6 Biology 2 =3 Lopy
7 |Chemistry 2 @ Format Cells..,
8 |Ecology 2 Mumber Format...
9 Gealogy 2
10 Marine Biology 2 2] Refresh
:11; gr::lildcs'rntﬂl 13 1 Remove Grand Total
13 summarize Values By »
14 @ ) .
15 A Value Field Settings...
16 FivotTable Options..
17 El| Hide Field List
18

Tao mot PivotTable sir dung di¥ liéu nguén tir mdt bao cdo

PivotTable da cé

Lwa chon cudi cung cho viéc tao mét PivotTable la dwa vao mét PivotTable
hoac moét PivotChart da cd. Noi cach khac, ta st dung Summary Data cla mot
PivotTable da cé lam Raw Data cho bdo cdo th hai.

Cé hai cach dé tao mdt PivotTable Ia dua vao mot PivotTable d3 coé:

e Né&u ban sir dung Excel 2010, ban chi viéc goi Iénh tao mét PivotTable
nhw van thudng [am, va chon mot PivotTable ¢é san lam dit liéu ngudn
cho no.

e N&u ban st dung PivotTable and PivotChart Wizard, danh dau vao tuy
chon Another PivotTable or PivotChart Report & budc 1 (tuy chon nay
chi xuat hién khi bang tinh cda ban d3 cé chira it nhat mot PivotTable).
Sau khi ban nhan Next, ban s& thdy mét danh sach cac PivotTable hodc
PivotChart dang cd, rdi ban chon mot cai dé [am dit liéu ngudn.

Tai sao lai s&r dung mét PivotTable d3 cé dé lam di¥ liéu nguén cho mét
PivotTable khac? Trong nhiéu trwdng hop, it nhat la lGc ban dau, ban
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PivotTable th( hai s& c6 cung mot dit liéu ngudn vdi ban PivotTable thi nhat.
Nhung vai viéc dinh dang cho ban PivotTable thi hai, ban sé tao ra duoc hai
cach xem cho cung mot dit liéu ngudn, rat hiru dung cho mét sé gidi phap xi ly
di¥ liéu. Vi du, ban d3 cé6 mdt PivotTable téng hop dit liéu, nhung cé I8 van con
mot it rac roi (vi di¥ liéu cé nhiéu van dé can x ly). Bang cach tao thém mot
PivotTable nira dwa vao PivotTable da cd, ban sé cd duwoc mdt cai nhin cu thé
hon, dé& xem hon vé dit liéu ngudn.

Thém nira, viéc tao mot PivotTable s&r dung dit liéu ngudn tir mot PivotTable
d3 cd, sé it chi€m dung bd nhd hé théng hon la tao 2 PivotTable tir mot dir liéu
ngudn. Thiét nghi day cling 1a mét van dé can can nhac khi ching ta phai x ly
nhirng dit lieu lon.

St dung cac cong cu cua PivotTable va dinh dang PivotTable

Excel cé mét s6 cong cu duoc thiét ké ddc biét cho céc bao cdo PivotTable. Ban
sé thay nhirng cong cu nay trén Ribbon Options va Design, xuat hién khi cé
mot PivotTable dwoc kich hoat.

View Options Design
_if"/ Clear = & Summarize Yalues By = ﬁ-EI PivotChart
5 select = ® Show Values &g = 7

_u:;> Move PivotTable | |ig] Fields, ltems, & Sets =

Actions Calculations Tools

Khi kich hoat mét PivotTable, ban sé thdy c6 thém Ribbon Options va Design

Tim hiéu PivotTable Field List
Cé 18 cong cu ma ban sé phai dung dén thuéng xuyén nhat khi lam viéc vdi

PivotTable 13 Field List. Ban dung Field List d& chi ra loai dit liéu nao s& dugc
dwa vao bdo cdo PivotTable, va sdp x&p chuing trong bao cdo.

Khi ban vira ra lénh tao md&i mot PivotTable, ban s& cé mdt bao cdo rong. Khi
do, PivotTable Field List hién thj tit ca nhirng Field cé trong dit liéu ngudn. Pay
[a moOt vi du:
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m Home Insert Page Layout Farmulas Data Review Wiew Options Design

ity _ ]

= 0 al 10 AN S=[=l®r F 0 cenenl N ﬁ ﬁjﬁ
23 - =3

Paste B 7 U~ i > A === = [~ % - 9 o+ | %0 .9 | Conditional Format
- 7 - - — ) =2 ? 08 0 Formatting = as Table =

Clipboard Fant Alignment Number Styles

A3 - Jx

| A | B c D E F H

1

2 PivokTable Field List v X

3 | | —

4 - - Choose fields to add to repart:

5 I - - [Jstare -

6 To build a report, choose fields from the [Cregion

7 PivotTable Field List [Joate

8 [Justomers

E [JTotal Sales

1? Sl==== s [Jcamping

12 = — [JFitness

13 = — [soccer b

14 v —

15 v — Drag fields between areas below:

16 “W Report Filter T8 Column Labels

17

18

19

20 3 Row Labels % Values

21

22

23

3; [] pefer Layout Update

Mét PivotTable méi tinh, phia bén phdi la PivotTable Field List, chwa cé field nao dwoc
chon

Dé thém mot field nao vao trong bdo cdo PivotTable, ban chi cAn danh diu vao
hop ki€ém ngay bén canh tén field. Excel s& thém field d6 vao mot trong 4 vung
nam & phan duédi clia PivotTable Field List.

B&n vung nay la:

1. Report Filter: Nhirng Field nao dwgc thém vao trong vung nay, sé dugc
dung dé loc toan bé dit liéu ngudn. Néi cach khac, PivotTable chi hién thj
nhirng di¥ liéu ndo théa man diéu kién cda Report Filter.

2. Columns Label: Nhirng Field nao dwgc thém vao trong vung nay, sé
duoc dung lam tiéu dé cédt cho bdo cdo PivotTable.

3. Row Label: Nhirng Field nao dwgc thém vao trong vung nay, sé duoc
dung lam tiéu dé hang cho bao cdo PivotTable.
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4. Values: Nhirng Field nao dwgc thém vao trong vung nay sé duoc tinh
tdng theo mac dinh va hién thj trén viung ndi dung chinh (main body) cla
PivotTable, ndi cach khéc, day chinh Ia nhirng théng ké tir di¥ liéu ngudn,
ma ban mudn cd khi s&r dung PivotTable.

Khi ban danh dau kiém vao mot field nao dd, lam sao Excel biét ban mudn dem
field d6 vao vung nao ? Don gian théi: Néu field chi chra nhirng di liéu 1a s6,
thi né sé duwgc dem vao trong vung Values, con néu field cé chira nhirng loai
di¥ liéu khac (text, ngay thang...) thi né sé dugc dem vao trong vung Row
Labels. Tuy nhién, viéc Excel dem field vao trong vung nao thi khong quan
trong. B&i vi ban cé thé di chuyén cac field tir vung nay sang vung khac, néu
thay can thiét.

Xem vi du sau day, minh hoa mot PivotTable cung vé&i Field List cGa né. Ban sé
biét cach tao ra PivotTable nay trong bai sau. Con bay gio, hay ludt qua cac
vung ma tdi d3 danh sé trong hinh, twong &ng véi 4 vung cla Field List ma toi
vlra trinh bay & trén.

1. Region dwoc dat trong vung Report Filter, va né nam trong vung Filter
clia bao cdo (& trén cao, goc trai), co chirc nang loc toan bo dit liéu
nguon.

2. Date dugc dat trong vung Row Labels, va nd 1a cic tiéu dé hang cda bado

cao PivotTable.

3. Store dwogc dat trong vung Column Labels, va né 1a cac tiéu dé codt cla
bao cao PivotTable.

4. Camping (chinh xac hon, lIa Sum of Camping) duoc dat trong vung
Values, va né la cac di¥ liéu da duoc loc ra trong bao cao PivotTable.

Bai ti€p theo s& trinh bay cach st dung Field List d& sdp x&p cach trinh bay mot
PivotTable theo nhu y ban muén.
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12 Grand Total
13
14
15
16
17
18
19
20
21
2

k|

PivotTable Field List, véi cdc field da dwoc thém vao trong 4 vung bén dwdi

Grand Total
349
376
40M
1920
I3
281
3716
22636
PivotTable Field List  w
Choose fields to add to report:
[¢] Store -~
Region
Date
[]Customers
[(Total 5ales g
[v]Camping
[ JFitness
[]5occer |
[ |Basebal
IFishina b4

Drag fields between areas below:

“F Report Filter 24 Column Labels
Region b Store hd
i Row Labels = Values
Date - Sum of Camping ™

[ ] Defer Layout Update

pdate
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S dung PivotTable Field List

O bai trudc, ban d3 biét rang khi duwa mot Field vao trong mét vung cla Field
List, thi né s& nam & dau trong PivotTable, hay néi cach khac, viéc dua Field
vao mot trong bén vung cla Field List s& anh hudng thé nao dén ciu tric cla
PivotTable. Bai nay sé trinh bay cho ban thay d6i ciu tric dé bang cach st
dung Field List.

Trudc hét, moi ban mé file SportingGoodsRawData.xlsx (& cudi bai nay). Yéu
cau dat ra la théng ké lvgng hang phuc vu cho d3 ngoai (Camping) d3 ban
duworc theo clra hang (Store) va theo ngay (Date) cla tirng vung (Region).

Ban theo cac budc sau:
1. Nh&n con trd vao bat ky 6 nao trong vung dit liéu.

2. Nhan nut PivotTable tir Ribbon Insert dé mé hdp thoai Create
PivotTable.

3. Nhan OK. Excel s& tao mot PivotTable "rong" nhu hinh sau:

A B c D E

To build a report, choose fields
from the PivotTable Field List

pila|lalalalala|lalala]l=
Dmmﬂmmhmmégmmﬂmmhmm_u
1l

21

o 22 P TSR W TSR T LN LR SCNMEEY YT TS S S T O

Hinh 3.4. PivotTable, liic ban ddu
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4. Trong Field List, chon (click vao hdp kiém & ngay bén trai) cic Field Store,
Region, Camping, va Date.

T&i ldc nay, bang tinh cta ban sé giéng hinh 3.5.

A B c D E F G H

1

2

3 Values PivotTable Field List v x
4 Row Labels * | Sum of Store Sum of Camping

5 = Midwest 16086 6958 Choose fields to add to repart: el
6 06-Jun-05 2298 866

7 07-Jun-05 2298 1056 [v]Store e
8 08-Jun-05 2298 1330 [4] Region

9 09-Jun-05 2298 456 [v]Date

10 10-Jun-05 2298 1061 [JCustomers

11 11-Jun-05 2298 1191 []Total Sales

12 12-Jun-05 2298 998 [¥] Camping

13 | = Northeast 14938 4896 [JFitness

14 06-Jun-05 2134 326 [Jsoccer

15 07-Jun-05 2134 901 [JBasebal

16 08-Jun-05 2134 837 [CFshing bl
17 09-Jun-05 2134 553

18 10-Jun-05 2134 775 Drag fields between areas below:

19 11-Jun-05 2134 429 W Report Filter 2 Column Labels
20 12-Jun-05 2134 1075 T Ve v
21 = South 15162 10782

22 06-Jun-05 2166 1957

23 07-Jun-05 2166 1829 i RowLabels I Values

24 08-Jun-05 2166 1844 Region v | | sumofStore  ~
25 09-Jun-05 2166 911 Date v | | Sumof Camping ~
26 10-Jun-05 2166 1377

27 11-Jun-05 2166 1201 [] Defer Layout Update

28 12-Jun-05 2166 1663

29 Grand Total 46186 22636

a0

31

32
M 4 » M| Sheet2 ~Sheetl  7J

PivotTable véi cdu triic theo mdc dinh, chwa chinh stra
Ban thay day. Field Camping va Store déu dwoc dat trong vung Values, béi
Excel thay ching chira toan cac dit liéu kiéu sé. Field Region va Date dugc dem
vao trong vung Row Labels bdi ching c6 chira nhitng dir liéu kiéu ngay thang
va text.

DT nhién, cu tric nay cla PivotTable khong phai |a th& ching ta can, chinh xac
hon, vé co ban thi né cha cé ich 1gi gi, b&i vi muc dich cha ching ta 13 thong ké
lwong hang phuc vu cho d3 ngoai (Camping) da ban dugc theo clra hang
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(Store) va theo ngay (Date) cula tirng vung (Region). Tat ca nhirng gi can lam dé
dat dwoc muc dich, 13 sap x€p lai cac field trong cac vung cla Field List.

Ban cé thé di chuyén mot field sang vung khac bang hai cach:
e Click vao field muén di chuyén va ré (drag) né vao trong vung khac.

e Nhan vao ndt mdi tén x6 xuéng bén canh tén field (& trong mét vung nao
dd), réi chon [énh Move to XXXX (v&i XXXX 13 tén cda vung ban muén
doi field nay dén).

PivotTable Field List v X

Choose fields to add to report: I
[+] Store e
Region

Date

Move Down

Move to End

“ Move to Report Filter b

73 Move to Column Labels Labels
= Move to Values -
X Remave Field

@ Field Settings...

Region ~ | | sumofStore  ~
Date b Sum of Camping ~

[ ] Defer Layout Update

Diing niit miii tén xé xudng dé doi field Region vao viing Report Filter

Va thyc hién nhirng viéc sau:
e Doifield Region vao vung Report Filter
e Doifield Store (dang mang tén la Sum of Store) vao vung Column Labels

PivotTable cGia ban Itc nay sé gidong nhu hinh sau:
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fﬂ SportingGoodsRawData

W« » »i| Sheet2 - Sheett <) AN

. A B _lcip E F G H I
; Region (All) [-] PrvotTabie Field List v x
3 {Sum of Campi olumn Labels ~ | . -j',j -
4 |Row Labels |~ 2134 2166 7298 Grand Total | Co0e fieds 10 dd to report:
5 06-Jun-05 326 1957 866 3149 | [vIStore A
6 |07-Jun-05 901 1829 1056 3786 [+] Region
T |08-Jun-05 837 1844 1330 4011 [+] Date
8 09-Jun-05 553 911 456 1920 | [JCustomers
9 | 10-Jun-05 775 1377 1061 3213 | [JTotai Sales
10 11-Jun-05 429 1201 1191 2821 | [7]camping
11 12-Jun-05 1075 1663 998 3736 | [Jritess
12 Grand Total 489% 10782 6958 22636 [Jsoccer _
13 [Basebal
14 [P Bt - |
15
16 Drag fields between areas below:
17 W RegortFilter £ column Labels
18 [
19 ? ¢
20
21 fi Row Labels T Vahes
§§ Date * | | sumof camping ~ |
24 _
= [] Defer Layout Update
27
28

PivotTable sau khi dwoc chinh stra

Cuéi cung, ban hay dinh dang cho gia tri trong PivotTable theo dang tién té:

e Nhan vao ndt mdi tén x6 xudng canh field Sum of Camping trong vung

Values

e Chon Value Field Settings trong danh sdch mé ra, dé m& hdp thoai

Value Field Settings.
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e Nhan vao nit Number Format dé m& hop thoai Format Cells quen

thudc.

Nl LY O L SN ¥t

T A i L N

(e

e T e e e

R LY NN R L D

‘
.

F | & | H | 1 |
PivetTakble Field Lizt w
Choose fields to add to repart:
[#]Store ~
Region
Date
[ ]Customers N
[ JTotal Sales et
[¢]Camping Move Down
[JFitness Move to Beginning
g g
|:|Snccer Mowve to End
[ |Baseball
CEishing “  Move to Report Filter
@ Move to Row Labels
Drag fields between areg
7 ReportFilter [ f Move to Column Labels
Region - X  Move to Values
}( Remove Field
Row Labels Walue Field Settings...
[ Setting
Date b Sum of Camping +
[ ] Defer Layout Update Update

jol i

Chon Value Field Setting cho field Sum of Camping
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Value Field Settingz

Source Mame: Camping

Custom Mame: |5um of Camping |

Summarize by | Show 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] [ el

Nhdn niit Number Format dé mé hop thoai Format Cells

e Chon loai dinh dang Currency (tién té), réi nhan OK hai [an dé tré vé
PivotTable.

PivotTable cla ban cudi cung sé gidng nhu sau, va dé ciling la tat cd nhirng gi
ching ta muédn.
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‘:ﬂ SportingGoodiRawData

A =] : [ D E F G H |
; Region (Al Ed | PrvoeTabie Fieid List v x
3 [Sum of Camping] Colum Lat - B~
4 RowLabels - 2134 2166 2298 Grand Total | oo fiekds o add to report: 2
5 |06-Jun-05 $326.00 $1,957.00 $866.00 $3,14900 | []Store A
& O7-Jun-05 $901.00 $1.829.00 $1.056.00 $3,786.00 [+] region
T 08-Jun-D5 SB37.00 51,844 00 £1,330.00 54.011.00 [+] Date
8 09-Jun-05 $553 00 $911.00 $456.00 $1.920.00 [Customers
5 | 10-Jun-05 STT5.00 $1.377.00 $1.061.00 $3.213.00 [JTotml Sales
10 | 11-Jun-05 $429.00 $1.201.00 £1.191.00 2 821.00 [«] Camping
11 | 12-Jun-05 31.075.00 $1.663.00 $9595.00 $3,736.00 [JFitness
12 Grand Total $4.896.00  $10,782.00  $6,958.00  $22,636.00 oo
13 [(easesat
Lo MFishinn ]
15
16 Drag fiekds bebween areas below:
17 W Report Fiter 23 Column Labeis
18 - -
19 Regon Store
20
21 i RowLabeis E Vales
gg Date - Sum of Camping ™
24
g: [] Defer Layout Update
27
28
W4 b bi| Sheet2  Shestl  *J 1 u

PivotTable dd hoan chinh theo yéu cdu

Thiét 13p cac tuy chon cho PivotTable Field List

Hop thoai Field List s& ty ddng hién ra moi khi ban nhan chudt vao bat ky chd
nao trong PivotTable, nghia la khi PivotTable duoc kich hoat thi hdp thoai Field
List s& tw dong m& ra. Tuy nhién, ban cé thé déng hdp thoai Field List bang
cach nhan vao nut Field List trén Ribbon Options (va nhan vao mot [an nira dé

ma& no ra lai).

Wiew Options | Design & e = EH E2
175 Clear = ® Summarize Values By = iTEPim:utChart
ifl Select - s Show Values 45 v Bl OLAP Tools
(& Move PivotTable | [5g] Fields, Items, & Sets ~ | (5 Whatif Analysis
Actions Calculations Tools Show

Nhdn vao nut nay dé déng hodc mé hop thoai Field List

Cling giéng nhu moi hép thoai khac, ban cé thé di chuyén Field List t&i bat ky

noi nao ban thich bang cach nhan ving tiéu dé cla hop thoai va ré chudt di,

hodc thu nhd né lai hay mé& rong né ra bang cach nhan va kéo cac canh bién.
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Binh thudng, hdp thoai Field List hién thi danh sich céc Field & phia trén, va
sap x&p 4 vung dit liéu s& hién thi trong PivotTable & bén dudi. Ban cé thé thay
d6i sy sap x€p nay bang cach nhan vao cdi nit nam & phia trén bén phai cla
hop thoai Field List, va chon 1 trong 5 ki€u hién thj tir menu ma& ra:

PivotTable Field List v X

E

Choose fields to add to report;

[store ﬂ Fields Section and Areas Section Stacked
[ ]Region 44
Date =
EC g Jj Fields Section and Areas Section Side-By-Side
ustomers = =]
[[Total 5ales
[]camping E| Fields Section Only
[ ]Fitness BE
[Soccer jj Areas Section Only (2 by 2)
1
Drag fields between areas below: — Aress Section Only (1by 4)
¥ Report Filter HH column Labels =
{5 Row Labels Z  Values

[ ] Defer Layout Update

Chon cdc kiéu hién thi khdc cho hdp thoai Field List
Hop thoai Field List con cé mot tly chon nita, nam & géc dwdi bén trai: Defer
Layout Update, giup ban tam ngung viéc ty dong cap nhat dir liéu trong
PivotTable.
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PivotTable Field List v

Choose fields to add to report: EiE

[+]Store ”
Region

[ |Date

[ ]Customers
[JTotal Sales
[ ]camping

[ JFitness

[ ]5occer

[ |Bas=eball
[IFishinn

Drag fields between areas below:

“W Report Filter ] cColumn Labelz
1 RowLabels T Values
Region - Sum of Store . ™

Defer Layout Update Update

Nhdn vao nut nay dé tam thoi ngwng chirc ndng tw déng cdp nhdt cho PivotTable
Binh thudng, tuy chon nay khéng duoc bat. Bat ky nhirng thay ddi nao cda ban
trong hdp thoai Field List (di chuyén, thém, xda cac field, thiét Iap dinh dang s6
cho mot field nao d6, v.v...) s& duwgc cap nhat ngay tirc khac trong PivotTable.
NéEu ban cé mét PivotTable I&n, phire tap, nhat 13 khi PivotTable s&t dung ngudn
di¥ liéu tr bén ngoai Excel, viéc ty ddng cap nhat nay sé dién ra kha chdm chap
va mat thoi gian. Ban cé thé bat tuy chon Defer Layout Update dé tam nguwng
viéc ty déng cap nhat, va sau khi d3 hai long véi cch bé tri cac Field vao céac
vung dit liéu, ban nhan ndt Update dé tat ca nhirng thay d6i cda ban dwoc cap

nhat cung mot ldc.
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Chwong 5: D6 Thi Trong Excel

Giéi thiéu do thi

D6 thi gitp trinh bay céc sé liéu khé khan bang viéc v& thanh cac hinh anh tryc
quan, dé hiéu. Bo thi duoc lién két véi dir liéu clia nd trong bang tinh, do dé
khi thay d6i dit liéu cta né trong bang tinh thi 1ap tirc d6 thi sé thay déi tuwong
&ng theo. Trong Excel 2010 viéc v& d6 thi chua bao gi® dé dang va dep nhu bay
gi®. Excel cé rat nhiéu kiéu dd thi khdc nhau phuc vu cho nhiéu muc dich khéac
nhau cla rat nhiéu loai d6i twong st dung bang tinh, ching ta s& cung nhau
khdm pha thé gidi d6 thi cia Excel trong bai hoc nay. D6 thi 1a mét déi twong
(object) cla Excel, d8i twong nay chira cac dit liéu va biéu dién thanh hinh dnh
v&i mau sac va kiéu dang rat phong phu. Nhin chung, Excel cé 2 loai d6 thj d6 1a
d6 thi nam trong WorkSheet (con goi la Embedded chart) va ChartSheet. D&
chuyén d6i qua lai gitra 2 loai d6 thi nay ta lam nhu sau: Chon d6 thi = Chart
Tools > Design - Location - Move Chart = chon Object in + Tén Sheet (d06 thi
nam trong Worksheet) hay chon New sheet + Nhép tén ChartSheet vao.

I-@Rc*nk' - =
A B C D E = G H J K
1 | 2008 2009 i 5 g
2 A
3 B
4 |C
5 D
6 |E
@G 1ovo Chart W00
a3 W 2009
° Choose where rod want e dhark te be placed;
10 JT,H 0 Mew shieet: |Chert1
11
= Ooecn  FETE——— o
- o [ e |
1L
4 4 b M| Sheetl  “Shest2 “Shest3d ,'¥J 11 m

-

Chon ChartSheet hay Embedded chart
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Vé do thi

Phan nay trinh bay cac budc vé do thi tir mot bang sé liéu cho trwdc va mot sd
tuy chon cla d6 thi. K&t qua nghién ctru vé sy thda man cla cac nhdm khach
hang phan theo dd tudi dwoc cho nhw hinh bén dudi, néu ching ta dung két
qua nay dé bao cdo cling khdng cé van dé gi, tuy nhién bdo cdo sé sinh dong va
thuyét phuc hon néu ching ta bién cdc con sé nay thanh d6 thi dé dugc nhin
thdy mot cach truc quan hon.

A B L D E
1 Swthbéa man cua khach hang phéan theo cac nhom tuoi
i
3 Thang <30 30-49 50+
4 Thang 1 42% 46% 75%
5 Thang 2 39% 51% T6%
6 Thang 3 29% 38% 73%
7 Thang 4 33% 38% T5%
8 |Thang & 48% 53% T70%
9 Thang 6 51% a7% T6%

Bang so li€u nghién ctru

H3y lam theo céc budc sau dé vé d6 thi: B1. Chon vung dit liéu A3:D9, chon
ludn cac nhan cla cac cdt. B2. Chon ki€u do thi tir Ribbon = Insert = Charts.
M6i nhédm db thi bao gdm nhiéu kiéu khac nhau, vi du ching ta chon nhém
Column - Clustered Column.
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T | —
\—/ Home | Insert ——-Ra.a;_l_._a__ynl.rt Farmulas Diata Review Wiew Devels

G K @ S g |

rial| @]

Picture Clip Shapes SmartArt | [Column| Line Fig Bar Area Scatt

I

PivotTabole Table

- ﬁrt - - b - T - - -
Tables Tllustrations ‘k@ﬁ“mn
A AT =
/AL 8 o coo0da)=A] (48
1 Syr thda mén cua khdach hang phan
2 3-D Colymn
3 |Thang <30 30-49 J% a ﬁiﬂ
4 |Thang 1 42% 46%
5 |Thang 2 39% 51% b *
6 |Thang 3 20% 308% —— || so0%
7 |Thang 4 33% 39% i[mj T0%
8 [Thang &5 48% 53% s0% -
15:} Thang 6 51% 57% . so%
—3 aom 4 B <30
11 b B m3odn 3
12 Lﬂ. 0% T —
13 0%
14 PYIT 10%
14 0%
16 ] Thingl Thang2 Thdng3 Thing+ Things Thinze
E il A Chamvoe [

Chon kiéu do thi
B3. Xong buéc 2 1a ching ta d3 cd ngay mot d6 thi dang cdt nhu hinh trén, tuy
nhién chiing ta cé thé ddi cic bé tri cha cac thanh phan trén do6 thi. Chon d6 thij
- Chart Tools = Design = Chart Layout = Chon céch bé tri thich hop. Vidu ta
chon kiéu Layout 3 trong Chart Layout.
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LD> b -0 (Y -ﬁrpa =) Data03adsx - Microsoft Excel Chart Toals - = X

Insert Page Layout Farmulas Duata Reulew L Developer Dieslgn Farmat & - = ox

IR nl: n.i.W\u hd bd

Swritch Select ]Ea JLLI.

Chart Type Template || BawiColumn Data ’

Trpe Dats Chart Layouts Chart Styles
: : :/_/ Sw thoa man cua khach hang
= | S— n r s A -
x| d G THEl phan theo cac nhom tuoi
=== 80%
. . 70%
_il = | — |__ = 60%
R L - ]i ]E 50%
=== | B2 — 40%
— ][ — 30%
T | e | | ™
‘dad ke EEE ||
0%
—— B Théng 1 Thang 2 Théng 3 Thing 4 Théng5s Thang B
i T
- == - =20 H20 40 W50l

Lwa chon layout
B4. Dao cac chudi s6 liéu tir dong thanh cot va nguoc lai: Chart Tools = Design
- Data = Switch Row/Column. Chuing ta thyc hién 1énh nay khi cdc d6 thi &
budc trén chua hién thi ding nhu mong mudn. Vi du ching ta muén nhém céc
nhém tudi lai d€ dé so sanh gitra cac thang va&i nhau.

Sw thoa man cua khach hang
phan theo cac nhém tubi

BThiéngl MThing2 MThang3 MThang4 MThang5 MThingb

Ddo dong/ cot
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B5. Néu thay ki€u d6 thj trén khdng dep, ching ta cé thé déi sang ki€u khac
bang cach: Chart Tools = Design = Type = Change Chart Type, hop thoai

Insert Chart hién thi liét ké toan b cac ki€u do thj hién cé cua Excel tha ho cho

ban lwa chon.

Insert Chart

[ Templates {olumﬂ B B B B - - »~
e im|=A) B8 53] o3, 93 30
& Pie ] n - = ] ] ]
i ﬂﬂi Wﬂ ﬂH @Eﬁi |J:-ii‘u |L{~f& Mﬂ 1

Area — — _ _ -
o A4 ibis] 18] AA] | b
& Ssurface Line - - - - -
”“" e |"’”‘ ! |\/’\~/ |\/\~/ |V“{ |L:»':;, |LN’ i’?ﬁ}
Wy Radar . B B B B B

(B @ @ (8 e e v

| Manage Templates... | | setasDefault Chart | | ok || coneel

B6. Ngoai ra, néu ban thay tdng mau cla d6 thi chua dep thivao chon Chart

Hép thoai Insert Chart va chon kiéu do thi khdc

Tools > Design = Chart Styles - chon More ( ).
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Farmulas Data

Review View ‘ Design | Layout Format

o @ = = =

RTHY

‘ i

hd ki

hd

ha

T

ha

TAUT

hi d

bl

TUT!

mh

Cac thao tac trén do thi

Chon Chart Style

Nhan biét cic thanh phan trén d6 thi

Céc thanh phan théng dung

. 1200 e

“@chartTitle |

bk [k bk bk (b bl bk
[ ) ) Y Y P Y Y

1132

B 0 e e TS T I L R

Central 1132 ; 1087 1087

West | 1015 g 1033 S ISR
@Vnr
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1. Chart Title
2. Chart Area

3. Plot Area

4. Data Label

5. Legend

6. Horizontal
Gridlines

Mot sd thanh phan chi cé trong d6 thj 3

7. Horizontal Axis

8. Data Table

9. Horizontal Axis
itle

10. Vertical
Gridlines

11. Vertical Axis

12. Vertical Axis
Title

-D

e Back wall: Mau/ hinh hén phia sau d6 thj

e Side wall: Mau/ hinh nén & cac canh bén cuta d6 thi

e Floor: Mau/ hinh nén bén dudi d6

thi

e Column depth: Do sau cla cac thanh phan biéu dién chudi sé liéu dudi

dang 3-D.

b. Cac thao tac v&i d6 thi

Chon thanh phan trén d6 thi

Cach dé nhat 1a dung chudt nhap 1én thanh phan can chon, thanh phan duoc

chon s& cé 4 hodc 8 nut xuat hién bao quanh.

Khi @6 thi d3 duwoc chon, ching ta cé thé dung cac phim mii tén « Tl dé di

chuyén dén cac thanh phan trong d6 thi.

Ngoai ra, ban cé thé chon cdc thanh phan tai Chart Tools >Format >Current

Selection
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“ Home Insert P:

[~
Chart Area —

Back Wall
Chart Area
Flaor
= Haorizantal (Category] Axis
Legend
| Plot Area
Side Wall
Vertical Value) Axis
Vertical [Value] Axis Major Gridlines
Walls
Series "Customers
Series Total Sales

Chon thanh phadn trén do thi
Di chuyén db thj
eD0 thi Ia Embedded Chart, nh3p trdi chudt [én d6 thj viing Chart Area dé chon
d6 thi di chuyén, khi d6 dau con tré chudt cé thém ky hiéu mii tén 4 chiéu
(xem hinh dudi).

oGilr trdi chudt va di chuyén do6 thi dén noi khac.

Thay déi kich thwéc d6 thi
eD0 thi Ia Embedded Chart, hap trai chudt 1én d6 thj ving Chart Area dé chon
do thi can thay déi kich thuéc, khi d6 xung quanh dbd thij xuat hién 8 ndt nam.

eDi chuyén chudt vao cac nut nay, gilr trai chudt va kéo hwdng vé tam do thi
dé thu nhé va huwdng ra ngoai dé phdng to.

Sao chép db6 thi

eChon db6 thi, dung t6 hop phim <Ctrl+C> dé chép d6 thj vao bd nhd, roi di
chuyén dén mét 6 nao d6 trong bang tinh va nhan <Ctrl+V> dé dan do thij vao.
Xo6a db thi

eChon d6 thj sau d6 nhan phim Delete dé xda d6 thi. D& xda Chart Sheet, trudc
tién hdy chon Chart Sheet, sau dé nhap phai chudt va chon Delete tir menu
nglt canh hién ra.

Thém céc thanh phan cta dé thi
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eChon d6 thi > chon Chart Tools = Design - Chart Layouts St dung cdc nhém
lénh tao cac thanh phan tuong ng trén do thi duoc thiét ké san nhu twa de,
chu thich, cac nhan, duong ludi, ...

Sap xép va xoa cac thanh phan cta d6 thj
eM6t s6 thanh phan trong d6 thi cé thé di chuyén duoc nhu twa dé, cha thich,

nhan. Mudn di chuyén thanh phan nao trudc tién hiy dung chuét chon nd, sau
doé nhap va gilr trai tai canh cda thanh phan va kéo dén vij tri mai trong d6 thi.

e Ngoai ra c6 thé vao Chart Tools = Layout = chon tir cac danh sich thiét ké
san.

e D& xda thanh phan nao, ban chi cadn dung chudt chon thanh phan dé va nhan
phim Delete.

m Home Insert Page Layout Formulas Data Review View Design Layout Format
Chart &rea v I_T' ) |||-|| - &l Chart Wall =
[T
{.Z:'J' Farmat Selection |—| & Chart Floor +
= Picture Shapes Text Chart Axis  Legend Data Data Axes  Gridlines
@ﬁ Reset to Match Style = Box Title = Titles ~ = Labels * Tahle = o o ) 3-D Rotation
Current Selection Insert Lakels Axes Background

Cdc thanh phdn trén do thi
In d6 thi
e In d6 thj cling giéng nhu in cdc d6i twong khac cda Excel lwu y Print Preview
trwdc khiin dé ddm bao trang in dwgc tron ven ndi dung.

e Néu ban muén in d6 thi thanh mot trang riéng thi hdy chon d6 thi va nhap
nuat Print dé in, khi d6 Excel chi ra I1énh in d6 thi ma ban dang chon.

Hiéu chinh va dinh dang dé thi

Viéc hiéu chinh va dinh dang cac thanh phan trén d6 thj ta c6 thé dung Ribbon
hay dung cac hdp thoai. Cach dé thuc hién nhat |a nhap phai chudt Ién thanh
phan can dinh dang va chon Format ... hay nhan <Ctrl+1>. Sau day la minh hoa
hiéu chinh va dinh dang mét sé thanh phan cda d6 thi.

Hiéu chinh Chart Area
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e Ching ta c6 thé hiéu chinh mau sac, hiéu rng, dudng k&, khung, d6 béng...
cho Chart Area banh cach: chon Chart Area = nhap phai chudét = chon Format

Chart Area...

Format Chart Area

e Ngoai ra ban c6 thé vao Ribbon = Chart Tools = Format = nhém Shape

[Fi Fill
Line Color O Mo fill
Line Style O Solid fill
had * Gradient fil
5 W
=een ) Picture or texture fil
Glow and Soft Edges O Pattern fil
3D Format O Automatic
Ficture Corrections Preset colors: ||] v |
Picture Color Type: . ! . ﬁ R
Artistic Effects Direction: - _J 5
Crop Angle: | l |
I ! L L o
Size Gradient stops ) i ) . ) :
U=l 1 I=IW]
b L —
e WE--HME
srichness: | D W 0
Trans F— .
Transparency
e W
Dinh dang Chart Area

Styles c6 cung cap rat nhiéu mau dinh dang dwng san rat dep.

Ghi chu:

e Fill: Nhndm Iénh lién quan dén td nén cho thanh phan dang chon

e Border Color: Nhém Iénh lién quan dén ké khung va mau sac cla thanh

phan dang chon




e Border Styles: Cac kiéu dudng két ké khung cdia thanh phan dang chon.
e Shadow: Lién quan dén viéc dé bong cho thanh phan dang chon

e 3-D Format: Tao hiéu (rng 3-D cho thanh phan dang chon.

Data Review View Design Layout Format
Salshape Fill =
Automatic

Theme Colors

HE EEEENR WordArt Styles

«ARRREEREE

Standard Colors

HE EEEEN

Mo Fill

:8  More Fill Colors...

Eﬂ Picture...

D Gradient 4

2y Texture 2

Pinh dang bang Ribbon

Hiéu chinh Flot Area

e Chon Plot Area = Chart Tools - Format = Shape Styles = chon kiéu dinh
dang

eMudn phdng to/ thu nhé Plot Area = Nhap chudt trai vao cac nut bao quan
Plot Area va kéo huéng vo Plot Area dé thu nho va hudng ra ngoai Plot Area
dé phoéng to.

Hiéu chinh tiéu dé d6 thi, chd thich, tiéu dé truc hoanh va truc tung,...

Tuy theo kiéu d6 thj dang x(r ly ma Excel cho phép ban hiéu chinh cac loai tiéu
dé cua kiéu do thi dé.

e D& thém tiéu dé chinh cho d6 thi vao: Chart Tools = Layout = Labels = Chart
Title > uwa chon kiéu tir danh sach
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e D& thém tiéu dé cho truc hoanh (hay truc tung) vao Chart Tools = Layout
- Labels = Axis Titles = |ua chon kiéu tir danh sach

e D& thém chu thich vao Chart Tools = Layout = Labels - Legend = lia chon

ki€u tlr danh sach

e D& thém nhan dit liéu vao Chart Tools = Layout = Labels - Data Labels
—lya chon kiéu tir danh sach

e D& thém bang dit liéu vao Chart Tools = Layout - Labels = Data Table = ya

chon kiéu tir danh sach.

e Ngoai ra ching ta cd thé chén cic Text Box vao do thi Chart Tools = Layout

- Insert = Text Box.
A B = D E F G H | K L M
1 V& db thitan suat: - - -
5 | | Kioina | Thasudt TS tichls P& THI TAN SUATVA TAN SUAT TicHLOY
T 04 0 0% 50 o T 100%
4 40-30 3 10% AT T 90%
r 40 - ~ | T 80%
5 50-60 0 30% E o T 70%
6 60-70 20 0% o 30 7 T EEZ"
7 T0-80 10 90% s 5 S ' T aom
g 50-90 5 100% =z o T 0%
10 g + 20%
) 20-100 0 100% i . L0
]O TD“E 51} 0 -_JED 0B 060 B0.TO TOLED B0-80 B 100 %
1 — A0 s Uit [ E 10 a0 10 B o
12 o Tancuattch liy| 0% 10% 0% 70% 50% 100% | 100%
13 5eleci Dala Source
14 .
Chartdatarangs: | Khoang /\
15 The data range is toe complex bo be disdlayed. If a new range is selected, it will replace all of
16 the series in the Series pansl,
17 HH ke iy

18 Legend Entries (Geries)

Horizentzl (Category] Axis Labels

18 [ Hadd ” o it "}'(Bcno'r:

Tan sudt
1 Tan suat tch Iy

Chuobi 6 liéu

73 . L

va chn thich 70-20 3
24
2 .

Hiéu chinh chtl thich cho do thi ttr hdp thoai Data Source

Hiéu chinh dwong lwéi ngang va doc

Chu thich
truc hoanh

Nhap phai chuot
lén do thi va chon
Select Data
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e Mudn thém hay bd duwdng ludi trwdce tién ban chon Plot Area, rdi vao Chart
Tools = Layout - Axes = Gridlines = chon kiéu phu hop tir danh sach.

e D& hiéu chinh mau sac, kiu cla dwdng lwdi nao thi chon né va vao Chart

Tools = Format = Shape Style = chon kiéu va mau sac theo nhu cau.

Hiéu chinh cdc truc Muén hiéu chinh thdng sé cho truc trén d6 thi thi ban hay

chon truc > nhép phai chuét 2 chon Format Axis... Sau ddy la giai thich cac

théng s6 trong hép thoai Format Axis.

Format Axis

[ Axis Options
Mumber
Fill
Line Color
Line Style
Shadow
Glow and Soft Edges
3-D Format
Picture Corrections
Picture Color
Artistic Effects
Crop
Size
Text Box

Alt Text

Axis Options

Minimum: @ Auto () Fixed |

Maximum: @) Auto ) Fixed |

Major unit: @) aute O Fixed |

Minor unit: &) Auto () Fixed |

[] values in reverse order

[ Logarithmic scale |

Major tick mark type: | Qutside W
Minor tick mark type:  |Mone

Axis labels: Mext to Axis %

Horizontal axis crosses:
&) Automatic

O Axis value: | |

{:} Maximum axis value

Close

Hop thoai Format Axis tuy theo gid tri cua truc ma ban chon

Value Axis

Hau hét cidc d6 thj trinh bay gid tri trén truc tung va phan nhém trén truc
hoanh. Cac ban nén chon thir dé biét rd hon cdng dung cuia cac tuy chon.
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eMinimum Xac dinh gid tri nhé nhat trén truc (gia tri khéi dau)
o Auto Dé Excel tu xac dinh
o Fixed Qui dinh gia tri nh6 nhat cho truc
e Maximum Xac dinh gia tri |&n nhat trén truc (gia tri két thic)
o Auto Dé Excel tu xac dinh
o Fixed Qui dinh gia tri nh6 nhat cho truc
e Major unit Xac dinh gia tri cac khoang chia chinh trén truc.
o Auto Dé Excel ty xac dinh
o Fixed Qui dinh gia tri nh6 nhat cho truc
e Minor unit Xac dinh gia tri cac khoang chia phu trén truc.
o Auto Dé Excel ty xac dinh

o Fixed Qui dinh gia tri nh6 nhat cho truc

e Values in reverse order Do thir tw sdp x&p cac gia trj trén truc

e Logarithmic scale Chuyén céc gia tri trén truc sang hé logarith vdi co s6 do ta

qui dinh tai Base (khdng thé dung cho gida tri 4m hay bang 0)

e Display units Chon don vi hién thj trén truc.

e Show display units label on chart Cho hién thj cdc nh3n don vij trén d6 thj

e Major tick mark type Qui dinh cach hién thij ky hiéu phan cach chinh trén d6

thi.
o None Khong st dung
o Inside Hién thj phia bén trong truc
o Outside Hién thj phia bén ngoai truc

o Cross Hién thj cat ngang truc
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e Minor tick mark type Qui dinh cach hién thj ky hiéu phan cich phu trén do
thi.

e Axis labels Xac dinh cach hién thj cadc nhan trén truc
o None Khong st dung
0 High Hién thj phia bén phai truc
o Low Hién thij phia bén trai truc
o Next to Axis Hién thj k& bén truc (theo mac dinh)

e Horizontal axis crosses Cac lya chon qui dinh cach ma truc tung cat truc
hoanh (D&i va&i d6 thi 3-D d6 chinh |a tuy chon Floor crosses at)

o Automatic Do Excel tv xac dinh.
o Axis value Xac dinh gia tri ma cac truc sé giao nhau

o Maximum axis value Hai truc sé giao nhau tai gia tri |&n nhat trén truc
(tung)

Category Axis

e Interval between tick marks Xac dinh sy thé hién cdc nhdm theo khoang chia
(c6 bao nhiéu nhém trong mot khoang chia, thuong la mot nhém).

e Interval between labels Xac dinh sy xuat hién cda nh3n theo khodng chia
o Automatic Excel ty xac dinh (thuwong la 1)

o Specify interval unit Xac dinh nhan s& xuat hién sau bao nhiéu khoang
chia trén truc.

e Categories in reverse order Cic nhdm thé hién theo thi tu nguoc lai
e Label distance from axis Xac dinh khoang cach ciia nhan so vdi truc

e Axis Type Xac dinh loai truc si* dung nhu Automatic, Text axis hoac Date axis
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e Major tick mark type Qui dinh cach hién thij ky hiéu phan céch chinh trén d6
thi.

eMinor tick mark type Qui dinh céch hién thj ky hiéu phan cach phu trén d6
thi.

e Axis labels Xac dinh cach hién thj cadc nhan trén truc
e Vertical axis crosses Cac lya chon qui dinh cdch ma truc tung cat truc tung
o Automatic Do Excel tu xac dinh.
o At category number Xac dinh s6 nhdm ma tai dé céc truc sé giao nhau

o At maximum category Hai truc sé giao nhau tai gid tri I&n nhat trén
truc

e Position Axis Qui dinh céch hién thj cla cdc nhdm va nhan trén truc (Dung
cho d6 thi 2-D area, column, va line).

o On tick marks Hién ngay ky hiéu phan cach

o Between tick marks Hién gilra cac ky hiéu phan cach
Time Scale Axis
e Minimum Xac dinh gid tri (ngay) nhd nhat trén truc (ngay bat dau)
e Maximum Xac dinh gia tri (ngay) I&n nhat trén truc (ngay két thc)

e Major unit Xac dinh khoang chia chinh trén truc (don vi la ngay, thang hay
nam)

e Minor unit Xac dinh khoang chia phu trén truc (don vi la ngay, thang hay
nam)

e Base Unit Xac dinh don vi tinh cho truc
e Dates in reverse order Hién thj theo th ty ngwoc lai trén truc

e Axis Type Xac dinh loai truc si* dung nhu Automatic, Text axis hoac Date axis
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e Major tick mark type Qui dinh cach hién thij ky hiéu phan céch chinh trén d6
thi.

e Minor tick mark type Qui dinh cach hién thi ky hiéu phan cach phu trén d6
thi.

e Axis labels Xac dinh cach hién thj cadc nhan trén truc

e Vertical Axis crosses Cac lya chon qui dinh cach truc tung giao v@i truc hoanh
o0 Between dates Do Excel tv xac dinh
o At date Giao nhau tai ngay do ban nhap vao
o At maximum date Giao nhau tai ngay I&n nhat (gan day nhat) trén truc

e Position Axis Qui dinh céch hién thj cla cdc nhdm va nhan trén truc (Dung
cho d6 thi 2-D area, column, va line).

o On tick marks Hién ngay ky hiéu phan cach

o Between tick marks Hién gilra cac ky hiéu phan cach
Cac thao tac véi chudi s liéu trong do thi
X6a bé't mot chubi sé liéu khéi db thi
e Chon chudi s8 liéu trén d6 thi (Vi du: chon duéng cung)

e Nhan phim Delete trén ban phim dé x4t chudi khoi do thi
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Chart 2 - L | =SERIES({"Supply Curva”,'Cung-CauZ1SCE13:8C617 "Cung-CauZ15BE13:5B517 1)

A B C D E F G H | J K L
11 Wi duvévédﬁ thi cung cdu =
12 P ] oo | ¢ - . A
13 e . p” F PO THI CUNG CAUP(Q)
1_6 —

14 24 0 16
15 23 n © 25 ~ % A
16 22 15 7 14 - T4 Sepply G ™ -
17 21 20 3 5 —— Demand Carve \ -

- - |23 b
19 +VE 86 thi O(P) nghia 13 0 14 gid tri tréy % 7| " "5*[%\
20 +VE d6 thi P(Q) nghia 1 P13 gid tri trén| 21 | B i T Q
21 : |IIIIIIIIIIII||=||I=|I|i|||IIIIIIIIIIIIIIIII
22 ¢ 3 0 2 4 6 8 w0 12 u 16 18 20 2
23 12 23

Minh hoa xéa chudi dwdng cung khéi do thi

Thém chudi mé&i vao d6 thi

e Chon do thi can thém chudi mdi vao.

e Chart Tools > Design - Data —> Select Data. Hop thoai Select Data Source
xuat hién.

e Nhap nut Add, hop thoai Edit Series xuat hién

e D3t tén cho chudi mai tai Series Name (bang tham chiéu hodc nhap truc tiép
tén vao tlr ban phim) va chon vung chira dit liéu tai Series Values

e Ngoai ra ta cé thé thém nhanh chudi méi vao d6 thj bang cach chép (Ctrl+C)
dit liéu cla nd vao bd nhd, sau d6 chon d6 thi va dan (Ctrl+V) vao d6 thi.
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A B C o E F |
1 [Jan-0A Fab-0A | Mar-03 — -
2 [Gay EFREE -153\ Edit Series f?|®
3 |Dep TBI G565 548 —
4 |pan B54 465 ?5l\x Series name:
ol Cztz5eriesi 604 1] = Mar-08
T -
ol mot” \_Series yalues:
EOD
ol ol =DataSeries!$D$2:$D$4 = 468, 546, 751
_'; | aan ian-0E '
LR Fekd [ COK ] [ Cancel J
13 200 1" *—r—
; w00+
15 " ) ; 3 7 Excel Chart Tools
=08 Dep PGy K
18 . . Formulas Data Review View Design Layout Format
1T
iy 2 :
."IJ - —_—I . b o b o ol b
Change  Sawe Az Switch Select
hart e Templa RowidColumn Dat
Type Data 1 Chart Layauts Chart: Styles
11 - (2 ra
A B C E
1 Jan-08 Feb-08 Max08
2 | Giay 242 245G 4
4 Dep a1 a8a a6
4 |Man G5 456 T
i }
7 Leg=nd Entri=f {S=ri=s) Horizantsl (Cetegory] dvis Labels
8 =add | =Edr ]I ¥ Bemove JB ¥ J'Em_]
q 108 1
10 Feb-13 2
1" Mar-08 3
12
13
1 = (o] Ca )
:2 GIEY DEp mdn

Minh hoa thém chudi dir liéu ctia thang 3/2008 vao dd thi

Thay ddi chudi s liéu

Cling v@i vi du trén nhwng ta mudn chi v& cho 2 san pham Giay va Dép
e Chon d6 thi can chinh stra

e Chart Tools - Design - Data > Select Data. Hop thoai Select Data Source
xuat hién.

e Chon chudi can chinh stra, nhap nat Edit, hdp thoai Edit Series xuat hién
e Chon lai vung di¥ liéu mdi tai Series Values. Lam twong tu cho cac chudi s6

liéu khac.
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A B i B E F G H [

1 Jan-08 Feb-08 MWar-0&p —
2 Gy | 547 | 546 468 Edly Series 7]
3 |Dép ' 781 1 AR5 fatala) Sevies name;
4 MNén £54 A5G 751 | ~DiataSeries! B4 1 | -Jance
5 Zeries values:
E |—Dntn5:rics!$B$2:$B$3 g8 =542, 7t
500
7 [ QK ][ Cancel ]
700
B
5 500
500
10 B lan-08 E
1 100 B Feb-08
300
12 hMar-08
200
13 I
100
14 —
0 T i
= Gi} D T
210 (= an
16 Y P

Minh hoa thay d6i chudi sé liéu
Ngoai ra ching ta cé thé str dung ham Series cho d6 thj. C4 phdp nhu sau: =
Series(series_name, category_labels, values, order, sizes) Trong do:

e Series_name: (tuy chon) tham chiéu dén & chta tén chudi, ban cé thé nhap
van ban truc ti€p vao nhd dat trong cap nhay kép.

e Category_labels: (tuy chon) tham chiéu dén vung chira cdc nhan cho céac
nhém s6 liéu trén truc, néu bod tréng Excel ty danh s& cac nhom bat dau 1a s6 1.
C6 thé nhap truc ti€p cac nhan vao Tab cach nhau bang diu phay va dit trong
cap ngoac moac {}.

e Values: (bdt budc) tham chi€u dén ving chira sé liéu cla cac chudi can vé.

e Order: (bat budc) La s6 nguyén qui dinh th tu vé cla cac chudi (néu db thi
c6 nhiéu hon 1 chubi)

e Sizes: (chi dung cho d6 thj bong béng — Bubble chart) Tham chi€u dén vung
chira dit liéu vé kich thudc ctia bong bong trong d6 thij kiéu Bubble (s dung
trong phan tich tai chinh). Cac gid tri cé thé nhap truc ti€p Tab cach nhau bang
dau phay va dat trong cdp ngoac moc {}.
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| Chart 2 » (0 X « f«| =SERIES(DataSeries!$D31, DataSeries!$D52:5D34.3)

A B C D E F G H
Jan-08 Feb-08 | Mar-08

Giay 542 546
Dép 781 565
Ndn 654 456

SlaleleNoo|sjwin=

800 s

700 1

600 1+ .

500 1" " M Jan-08
800 T M Feb-08
znn 4

Minh hoa ham Series cua chudi s liéu thang 3/2008

Thém dwdng xu huéng vao do thi

Khi v& cac d6 thj vdi dit liéu theo thdi gian ching ta thudng vé thém duwdng xu
huwdng dé biét dwoc xu hudng trong twong lai cla tp dir liéu. Mot tap so liéu
c6 thé cé nhiéu duwdng xu huwdng tuy theo cach phan tich cla ching ta. Dé
thém dudng xu hudng ban vao:

e Chart Tools = Layout = Analysis = Trendline = chon kiéu dudng xu hudng
tir danh sach hay vao More Trendline Options...
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Format Trendline

Trendline Cptions

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

() Logarithmic
O Polynomial

() Power

Trendline Mame

(O Moving Average  Period

() Automatic : Linear {Customers)

{3 Custom: | |
Forecast

Forward: |III.IZI | periods
Backward: |EI.IZI | periods

[ setIntercept = [0.0

[] Display Equation on chart
[ oisplay R-squared value on chart

Close

Minh hoa thém dwong xu hwéng vao do thi
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Chwong 6: Pinh Dang Trang Va In
Bang Tinh
Cac ché dd hién thij trang trong Excel

Excel 2010 h6 trg manh hon trong viéc in an, vdi nhiéu ché dd xem truc quan
gilip ban cé thé thay duoc két qud in ngay trén man hinh.

Cé 3 ché dd hién thi la Nornal View, Page Layout View va Page Break Preview.
P& truy cp cac ché dd xem vao nhédm View = chon Workbook Views = chon
ki€u xem.

e Normal View: D3y la ché d6 ban s&r dung thud'ng xuyén trong qua trinh
nhap liéu, tinh todn,... trén badng tinh va 13 ché dé mac dinh cda Excel.

e Page Layout View: La ch& dd xem trudc khi in, trong ché dd nay ban van
c6 thé tinh todn va nhap liéu.

e Page Break Preview: Hién thi bang tinh Excel v&i cdc dau phan trang, tai
day ban cé thé chia lai trang bang cach kéo tha cac dudng chia cach
trang.

Thiét 1ap théng sé cho trang in

T4t ca cac tuy chon thiét |ap théng s6 trang in c6 tai nhém Page Layout
—->nhdm Page Setup (Margins: tuy chon |é trang, Orientation: chiéu trang
ngang hay doc, Size: tuy chon khé gidy, Print Area: tuy chon vung in, Breaks:
tuy chon ngét trang, Background: chén hinh nén, Print Titles: tuy chon in tiéu
dé 13p lai trén moi trang,...). Ban cé thé thiét 1ap cac thong s6 tai day hodc vao
hop thoai Page Setup dé diéu chinh. Dé vao hdp thoai Page Setup ban vao

nhédm Page Layout - dén nhém Page Setup = nhan vao nut *

—]

J 3 Ij _;34 }4' _:J —‘:jl o4 Width: Automatic -

3|] Height: Automatic =
Margins Crientation  Size Print Breaks Background Print i
- - ~  Areav - Titles | [ Scale: 100%

Page Setup Scale to Fit
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Page Setup

Page | Margins | Header/Footer | Sheet |

Crienkation
@ Portrait O Landscape
Scaling

(%) adjust bo: | 100 2 | % normal size

) Fit ko pagels) wide by Eall

Paper size: | v |
Print quality: |3IZIIII dpi w |

First page number:

Print. .. ] [F‘rint F‘revieg] [ Opkions. .. ]

[ oK l[ Cancel ]
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Page Setup E|E|

Fage Margins | Header/Footer | Sheet
Top: Header:
0.5 & 0.3 2
Left: Right:
0.5 % 0.s 2
Bokkarn: Fooker:
05 [ 0.3
Center on page
Horizonkally
[] wertically
Print. .. ] [F‘rint F‘revieg] [ Opkions. .. ]
[ o4 l [ Cancel ]

Chiéu trang in (Orientation)
1. Ribbon > Page Layout > Page Setup = Orientation > chon Portrait (trang
doc)/ chon Landscape (trang ngang)

2. Trong hdp thoai Page Setup = chon ngdn Page = Orientation = chon chiéu
trang in Portrait / Landscape

Kho gidy (Size)

1. Ribbon = Page Layout = Page Setup = Size = chon khé gidy

2. Trong hdp thoai Page Setup = chon ngédn Page > Page size = chon gidy
Canh Ié gidy (Margins)

1. Ribbon = Page Layout = Page Setup = Margins = chon kiéu chira 1é

2. Trong hop thoai Page Setup > chon ngan Margins > nhap cac gia tri vao Top
(Ié trén), Bottom (lé dudi), Left (lé trai), Right (Ié phai), Header (lé tiéu dé dau
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trang), Footer (lé tiéu dé chan trang). Ngoai ra con co tuy chon canh giita:
Horizontally (canh giira trang theo chiéu ngang) va Vertically (canh gitra trang
theo chiéu doc)

Chon vung in (Set Print Area)

Quét chon vung can in, vao Ribbon - Page Layout = Page Setup = Print Area
- Set Print Area.

Ngat trang (Page Break)

e Cheén ngét trang ngang: Di chuyén 6 hién hanh dén noi s& chén ngat
trang tai cot A, sau dé vao Ribbon - Page Layout - Page Setup
> Breaks = Insert Page Break. (N&éu khong dé & cot A s& ngat trang theo
chiéu ngang va doc)

e BO tirng diu ngat trang: Di chuyén 6 hién hanh dén 6 nam ngay dudi
dau, sau d6 vao Ribbon - Page Layout = Page Setup = Breaks
—>Remove Page Break.

e BO tat cd danh dau ngat trang: Ribbon = Page Layout -> Page Setup
—>Breaks > Reset All Page Breaks.

Thém hinh nén (Background)

Vao Ribbon > Page Layout > Page Setup > Background > chon hinh luu trir
trén may 2 nhan nit Insert

In tiéu dé dong va cét (Row and column headers)

Vao Ribbon > Page Layout > Sheet Options > Headings = chon Print
In tiéu dé cot va dong lap lai & céc trang

B1. Vao Ribbon > Page Layout > Page Setup = Print Title

B2. Tai 6 Rows to repeat at top ta quét chon dong s6 1 vao =>5$1:51
B3. Tai 6 Columns to repeat at left ta quét chon cot A 2> SA:SA

B4. Nhian OK hoan tat.
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Page Setup

Page Margins || Header/Footer | Sheet
Prirk ares | 575
Print Eitles
Riows to repeat at top: |$1 g3 1
Columns ko repeat at left: |$.ﬁ.:$.ﬁ.
Prink
Gridiines Comments: |I{r'-.lu:|ne]| w |
Black and white
Ca Cell errors as: |displayed w |
] Draft guality
Row and column headings
Page order
Down, then over  [[E=g= =a==]
- Bssin EE [EJF; EB
() ower, then doven | =4 ===
B .2jE' 38
[ Print... ] [ Prinkt Presview ] [ Options... ]
[ il l [ Zancel ]

Hinh minh hoa chon in lap lai cdc tiéu dé dong 1 va cot A

Diéu chinh ti Ié phéng to/ thu nhé trang in

Trong mét s6 trwdng hop ta can in nén hay phdng to ndi dung vao mét sb trang
nhat dinh khi dé ta dung Ribbon = Page Layout = Scale To Fit > Scale. Ta c6
thé thu nhé tai liéu dén 10% va phdng to t&i 400%.

Ngoai ra ta co6 thé ép Excel in tai liéu ra vdi sb trang ta qui dinh tai Ribbon
- Page Layout - Scale To Fit > Width va Ribbon - Page Layout - Scale To
Fit > Height.

In dwong lwédi chia cac 6
Dé in dudng lwdi ké cac 6 trong bang tinh ta chon Ribbon - Page Layout
—>Sheet Options > Gridline - Print.

Thém théng tin vao déu trang va chén trang (Header va Footer)

Header chira cac thdng tin xuat hién & dau moi trang va Footer chira cac thong
tin xuat hién & cudi mdi trang. Cac phién ban trudc ta dung ngan Hearder/
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Footer trong hdp thoai Page Setup dé thém Header va Footer nhung phién ban
nay lam bang mot cach khdc dé dang va truc quan hon, dic biét cé thé chen
hinh vao.

Vao Ribbon - View - chuyén sang ché dé xem Page Layout 2> Tién hanh thém
Header va Footer vao.

Lwu y ban phai nhap chudt vao vung Header hodc Footer thi nhém Iénh Design

s . N
mai hién ra.

= o B =

g ; ﬂ _j __Ilz_l i" _\, lZIJJ <l _J_I [T 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
Cac nut lénh trong thanh Design

Cac ma lénh va nut |énh trong Header va Footer

Nut Iénh Ma lénh Chirc nang
&[Page] Hién thj s6 trang tai liéu
3 &[Pages] Hién thi téng sb trang dugc in
3 &[Date] Hién thi ngay hién tai
&[Time] Hién thj gi® hién tai

€]

&[Path]&[File] | Hién thi dwdng dan day dd dén noi lwu tap tin
va Tén tap tin

U]

&[File] Hién thi tén tap tin
&[Tab] Hién thj tén sheet
Khong cé Chén hinh lya chon vao. Ban phai tim dén hinh

[}

can chén vao trong hdp thoai Insert Picture,
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chon hinh va nhan nut Insert.

Khéng co Thiét |ap cac théng cd cho hinh chén vao.
-

Do Excel dung ky hiéu & dé bat dau m3 lénh, do vay trong truéng hop doan
van ban trong Header va Footer can dung ky hiéu & thi ban hdy nhap ky hiéu
nay 2 lan &&. Vi du ban muén nhap “Céng thirc & Ham” vao Header thi hdy
nhap “Cong thirc && Ham”. Cac lya chon khac clia Header va Footer:

e Different First Page: Néu chon thi ban cé thé thiét |ap thdng tin khac vao
header/ footer cla trang dau tién so véi header/ footer cla céc trang
con lai trong tai liéu.

e Different Odd & Even Pages: Néu chon, thi ban c6 thé dat header/
footer khac nhau cho céc trang chan va céc trang Ié.

e Scale With Document: Néu chon, kich thudc chi¥ cha header/ footer sé&
tang giam theo tai liéu khi tai liéu st dung chirc ndng in cé diéu chinh ti
|&é phdng to/ thu nho.

e Align With Page Margins: Néu chon, | trai va |é phai cia header/ footer
canh déu vai lé trdi va |é phai cia tai liéu.

Thiét 1ap théng sé hdp thoai Print
Dé goi hdp thoai Print, ban chon nut Office = chon Print hay nhan t6 hop phim

<Ctrl+P>. Dung hdp thoai nay dé chon may in, chon trang can in, chon s6 luvong
ban sao va mét s6 tuy chon khiac.
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Data

Home Insert Page Layout Formulas
[a save
Print
Save 4s @
Copiest |1
Jpen
Lj Print
[ Close
Info Printer i
Recent @ HP 2500C Series
A=
Ready
Mew Printer Properties
m Settings
Share ’:l Print Active Sheets
" Only print the active sheets
Help
Pages: . fo -
] Options
Collated
By Exit DDI.E.S 1,23 1,23

Selection: Chi in vung dang chon truwdc nhan Iénh Office = Print

Active sheet(s): Chi in sheet hién hanh hay cac sheet dang chon.

j Portrait Orientation
J Letter

85" x11"

Meormal Margins
1 Left: 0.7" Right 0.7"

Me Scaling

Print sheets at their actual size

Page Setup

Entire workbook: In toan bo workbook

Table: Chi cé tac dung khi & hién hanh dang trong mét bang, néu chon

thi chi in bang nay.

Ignore print areas: Khi chon, Excel s& bo qua tat ca cac thiét [ap vung in

da thuc hién.
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Cac lru y khac

Ngan khéng cho in mét sé vung

Trong moét s6 treang hop, dit liéu co cac théng tin nhay cdm ma ban khéng
mudn in ra. Khi d6 ban 1am theo cac cach sau. An cac dong hay cét chira thong
tin d6. Home = Cells = Format = Chon Iénh an.

T6 mau chir giong véi mau nén clha cac 6.
V& hinh dé Ién vung dit liéu nhay cam.

Ngan khdng cho in cac doi twong

Mot s6 ddi twong trén bang tinh nhu d6 thi, hinh v&, SmartArt ma ban khéng
muén in thi lam nhu sau:

B1. Nhap phai chudt I1én déi twong va chon Size and Properties.
B2. Chon ngan Properties trong hop thoai

B3. Bd lwa chon tai Print Object.
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Chwong 7: Lam Viéc Va&i Macro

Macro

Macros |a cac tinh nang cao cap, ¢ thé lam tadng téc d6 chinh slra hay dinh
dang ma ban cd thé thyc hién thuwdng xuyén trong mot bang tinh Excel. Ching
ghi lai nhirng hanh dong ma ban d3 chon & menu dé& cho mot chudi cac hanh
déng d6 cé thé dwoc hoan thanh trong mot buéec.

Ghi mot Macro

Pé ghi mot Macro:
e Kich tab View trén vung Ribbon
¢ Kich Macros

¢ Kich Record Macro

= N
T oo (| E
. ' =5
Save Switch IMacros|
Woarkspace Windows ¥ ¥

1 _j View Macros

1 3 Record Macro...

M i E‘j Use Relative References

* Nhép tén cho Marco (khéng chira dau cach)
e Nhap mot phim tat

» Nhap vao muc Description dé gidi thich hay mé ta
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Record Macro @

Macro name:

! Macrol |

Shortcut key: —
Ctrk+| |

Store macro in:
g This Workbook v

Description:

[ OK ][ Cancel ]

DPé thyc hién Macro:
¢ Kich Macro

e Kich Stop Recording

Save Switch [Macros ]
Workspace Windows~ |||~

= :; View Macros
d Stop Recording

M @ Use Relative References

Thwc thi Macro

DE thyc thi mot Macro tir phim tat, chi can an vao phim ma ban d3 chon dé
chay Macro. Hodc ban cé thé xem tat cd cdc Macro va thyc thi bang cach:

¢ Kich Macros
¢ Kich View Macros

e Chon mot Macro va kich Run
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Macro @
Macro name:
est | | Run
Test
Step Into
Create

Options...

Macros in: | All Open Workbooks v ]

Description
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