Gido trinh Excel 2013

A g C D E F G H 1
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu’u'r:g i Nng‘ay Lu'?'ng Phu cip 1:?"“ Lwong chinh
3 ban cong thang 'ng
4 1 |Nguy&n Manh Hing 1,500,000 23| 1,326,923| 200,000 1,526,923
5 2 |Hoang Van Thuy 1,400,000 25| 1,346,154 350,000] 500,000 1,196,154
6 3 |Mguy&n Ngoe 1,300,000 26| 1,300,000)  210,000] 700,000 210,000
7 4 |Pham V&n Huy 1,100,000 24| 1,015,385 230,000 1,245,385
g 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |pdThiHéng 1,100,000 20| 846,154 846,154
10 7 |Mguy&nvan Tai 1,100,000 26| 1,100,000) 200,000] 400,000 900,000
11 8 |Hoang Thién Mé&nh 1,100,000 23| 973,077 973,077
12 9 |Pham MgocLong 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
14 11 |Nguy&n Dirc Nhan 1,100,000 20| 846,154 846,154
15 12 |Pham Van Tu 1,100,000 24| 1,015,385 1,015,385/
16 Téng cing 14,200,000/ 1,680,000
17
18 Ghi chu: Ngay cdng chin 13 26 ngay.

Bude 3: Tinh hang tong cong

- Pé tinh hang tong cong ban nhap chon 6 D16 va nhap vao cong

thirc sau: =SUM(D4:D15).
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A B 9 D E F G H I

1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu'o'r:g i Nigéy Lu'r:rng Phu cip 'I:am Lweng chinh
3 ban cdng thing irng
4 1 Nguyén Manh Hung 1,500,000 23| 1,326,923 200,000 1,526,923
5 2 |HoangVan Thuy 1,400,000 25| 1,346,154 350,000 500,000 1,196,154
5 3 [Nguy&n Ngoc 1,300,000, 26| 1,300,000 210,000| 700,000 810,000
7 4 [Pham V&n Huy 1,100,000 24| 1,015,385 230,000 1,245,385
a8 5 |Pham Ngoc Thach 1,200,000 21 969,231 969,231
9 6 |Db ThiHing 1,100,000 20/ 846,154 846,154
10 7 [Nguy&n vin Tai 1,100,000! 26| 1,100,000| 200,000| 400,000 500,000
11 8 |Hoang Thién Mé&nh 1,100,000 23 973,077 973,077
12 3 |Pham Ngoclong 1,100,000 24| 1,015,383 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,0001 25| 1,057,692| 250,000 1,307,692
14 11 Nguyén Burc Nhan 1,100,000 20 846,154 846,154
15 12 |Pham VinTu 1,100,000 24| 1,015,383 1,015,385
15| Téng cong =sum(D4:D112Rx1C
17 SUM(numberl, [number2], ..
18 Ghi chu: Ngay céng chdn 13 26 ngay.

Nhin Enter dé xac nhan cong thirc.

- Tiép theo ban kéo FillHand sang bén phi tir 6 D16 dén 6 116 dé
dién cong thirc twong ing cho cac 6 trong hang nay.
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I B c D E F G H 1

1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén me:g i N::g'ay Lu'?’ng Phu cap 'I:am Lwong chinh
3 ban cdng thang irng
4 1 |Nguy&n Manh Hing 1,500,000 23| 1,326,923| 200,000 1,526,923
5 2 |Hoang Vin Thuy 1,400,000 25| 1,346,154 350,000 500,000 1,196,154
& 3 |NguyEn Ngoc 1,300,000 26| 1,300,000] 210,000 700,000 810,000
7 4 |Pham Vin Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |Dp&ThiHing 1,100,000 20| 846,154 846,154
10 7 |Nguy&n Vian Tai 1,100,000 26| 1,100,000] 200,000 400,000 900,000
11 8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077
12 9 |Pham Ngoclong 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguy&n Birc Nhan 1,100,000 0] 246,154 846,154
15 12 |Pham VanTa 1,100,000 24| 1,015,385 1,015,385
16| Téng cong 14,200,000 281| 12,811,538| 1,680,000| 1,600,000 12,891,538
17 58
18 Ghi chu: Ngay cdng chén 13 26 ngay.

Bu6c 4: Pinh dang bang tinh: Sau khi dién day du ndi dung
chung ta tién hanh dinh dang bang tinh tuan ty nhu sau:

- Pinh dang tiéu dé cho bang tinh: Ban gop cac 6 tr B1 dén I1,
chon c& chir 16 va dé ki€u chir dam.

H ©- O Q <« B Céng ty PM AVIN - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
LD ;; Calbri Y =3 General : - E% Cenditional Formatting ~ E‘“Ir
Paste - I " - L o A = $-% 0 LFFurmat as Table~ %’I D
T 4 = === 0 R 7 Cell Styles - Eir
Clipboard & Font [F] Alignment & Number [F] Styles C

o PRODUCT NOTICE Excel hasn't been activated. To keep using Excel without interruption, activate before Tuesday, November 20, 2012,

Bl - A || BANG LUONG NHAN VIEN THANG 12/2013
A B 5 D E F G H 1
1 | BANG LUO'NG NHAN VIEN THANG 12/2013
2
Lvo o| Nga Luo - T: .
STT Ho tén r:g i Agay i e Phu cap ’am Lwong chinh
3 ban edng thing irng
4 1 |Nguyé&n Manh Hing 1,500,000/ 23| 1,326,923| 200,000 1,526,923
5 2 |Hoang Vin Thuy 1,400,000 25| 1,346,154| 350,000| 500,000 1,196,154
6 3 |Mguy&n Ngoc 1,300,000 26| 1,300,000 210,000| 700,000 810,000
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- K¢ khung cho bang tinh: Cac duong ké trong bang tinh ma
chung ta nhin thdy thyc chit chi dé phan dinh hang va cot, chung
s€ khong duogc in ra. Néu mudn bang tinh duoc ké 6 chiing ta can
tao duong vién (border) cho bang tinh. Cach thyc hi¢n nhu sau:

+ Chon ving 6 ké border tir 6 B3 dén 116 nhu hinh dudi déy:

LI I S R ST

10
1
12
13
14
15
16

C D

E

F

G

H

1

BANG LU'O'NG NHAN VIEN THANG 12/2013

%]
woa-ummn-wm»—-:l

=
m =S

Ho té
. ban

Nguyén Manh Hing 1,500,000

Hoang Van Thuy 1,400,000
Nguy&n Ngoc 1,300,000
Pham Van Huy 1,100,000
Pham Ngoc Thach 1,200,000
B0 Thi Hang 1,100,000
Nguyén Van Tai 1,100,000
Hoang Thién Ménh 1,100,000
Pham Ngoc Long 1,100,000
Mguyén Thi Nga 1,100,000
Nguyén Birc Nhan 1,100,000
Pham V&n Td 1,100,000
Tong cong 14,200,000

Lwong cor Ngay

céng
23
25
26
24
il
20
26
23
24
25
20
24
281

Luvong

thang
1,326,923
1,346,154
1,300,000
1,015,385
969,231
846,154
1,100,000
973,077
1,015,385
1,057,692
846,154
1,015,385
12,811,538

Phu cap

200,000
350,000
210,000
230,000

200,000

240,000
250,000

¥

500,000
700,000

400,000

1,680,000 1,600,000

Lwong chinh

1,526,923
1,196,154
810,000
1,245,385
969,231
846,154
900,000/
973,077,
1,255,385
1,307,692
846,154
1,015,385

12,891,538

+ Tu thanh Ribbon nhép chon Tab Home, trong nhom Iénh Font

nhap chon mili tén bén trai biéu tugng More borders

sach dd xuéng ban chon Iénh All Borders.

" . Danh
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Bottom Border
Top Border
Left Border

Right Border

Mo Border
All Borders
Cutzide Borders

Thick Box Border

H

+ Nhu vay toan bg vung chon da dugc ké khung.

A B C D E F G H I

4 1 |Nguy&n Manh Hing 1,500,000 23| 1,326,923 200,000 1,526,923
5 2 |HoéngVan Thuy 1,400,000 25| 1,346,154| 350,000 500,000 1,196,154
6 3 |Nguyén Ngoc 1,300,000 26| 1,300,000 210,000 700,000 810,000
7 4 |Pham Van Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |D&ThiHing 1,100,000 20| 846,154 846,154
10 7 |Nguyén V3n Tai 1,100,000 26| 1,100,000 200,000| 400,000 500,000
11 8 |Hodng Thién Ménh 1,100,000 23| 973,077 973,077
12 9 [Pham Ngoc Long 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,632
14 11 |Nguy&n Birc Nhidn 1,100,000 20| 846,154 846,154
15 12 |Pham Va&nTu 1,100,000 24| 1,015,385 1,015,385
16 Tong cing 14,200,000 281| 12,811,538 1,680,000/ 1,600,000 12,891,538
17

18 Ghi chu: Ngay céng chdn |13 26 ngay.
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Tuy nhién chiing ta can hi¢u mot chut vé mau sac cua Borders
ban ti€p tuc nhap chon mii tén bén trai bi€u tugng More

borders 3 Trong danh sach d6 xubng ban di chudt t6i muc
Line Color, chon m&t mau nhat dinh & bang mau bén tay phai.

H -

Borders

“ Bottom Border
- Top Border

[ Left Border

2 Right Border
Draw Borders

™ Draw Border

D' Draw Border Grid

W Automatic
¢ EraseBorder Theme Colors
L2 Line Color ’ H EENR |} |
Line Style 4
EH More Borders... I I I
«ARNRNRERN

White, Background 1, Darker 3.
L I EEEEN

e More Colors..

(menu trén di duoc thu gon dé chung ta dé dang quan sat hon)
- Pinh dang dong tiéu d¢ cta danh sach

Dong tiéu dé cua danh sach bat dﬁu’ tir B3 dén 13, dé dinh dang
ban chon vung dit liéu B4:14. Nhap phai chudt chon Format
Cells...
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Cut

Copy

Paste Options:

0

Paste Special...
Inzert...

Delete...

Clear Contents
Quick Analysis
Filter

Sort

Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...

Hyperlink...

Hop thoai Format Cells xuét hién ban chon ti Tab Alignment.
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,
o | )
=

Fil | Protection |

Presets

AAAAAAA

Mane  Outline  Inside

___________ Border

Automatic

The selected barder style can be applied by clicking the presets, preview diagram or the buttons
above,

| [

Trong muc Horizontal va Vertical ban chon gid tri Center, thiét
1ap thudc tinh nay co tac dung cin ndi dung vao giita Cell. Tiép
theo tich chon muc Wrap text, nhiing cell dugc thiét lap thudc
tinh nay néu noi dung vuot qua do rong cua Cell sé tuy dong
xudng dong méi va ting do cao cua dong phi hop véi noi dung.

Tjép tuc nhap chon Tab Font trong myc Font style ban chon Bold
d¢ to dam chir trong dong ti€u de.
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i ™

| Mumber | Alignment | Font | Border I Fill | Protection |

Font: Font style:
Calibri Bald

i Calibri Liiht EHeadinis -
d —| |Italic

T Agency FB L

T Aharoni Bold Ralic

T Algerian 12

T Andalus Z | |14

Underline: Calor

MNone El _|Z| "] Mormal font
Effects Preview

[ strikethrough

] superseript AaBbCcYyZz
|:| Subscript

Regular

This is a TrueType font, The same font will be used on both your printer and your screen,

Sau khi thiét lap xong thudc tinh cho cac Cells ¢ Tab Alignment
va Tab Font ban nhap chon Tab Fill d¢ dat mau nén cho cac
Cells. Tab Fill xuat hién ban chon t61 mau xam nhu hinh dudi
day:
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f ™

| Number | Alignment | Font | Bardel Protection |

Background Color: Pattern Colar:

| Automatic Izl

Pattern Style:

=]

H EEEOC0 W[

| Fill Effects... | | More Colars... |

Cubi cung nhip Ok dé thuc hién cac thay doi. Két qua sau budc
nay chung ta s€ dugc nhu hinh dudi day:
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A B c D E F G H 1

1 BANG LUO'NG NHAN VIEN THANG 12/2013

2

. STT Ho tén wa:i o :I;‘:: I:;::: Phu cap :r:': Lwreng chinh
4 1 [Nguy&n Manh Hung 1,500,000 23| 1,326,923| 200,000 1,526,923
5 2 |Hoang Vin Thuy 1,400,000 25| 1,346,154|  350,000| 500,000 1,196,154
6 3 [Nguy&n Ngoc 1,300,000 26 1,300,000] 210,000| 700,000 810,000
7 4 |Pham Van Huy 1,100,000 24| 1,015,385) 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |DO ThiHang 1,100,000 20| 846,154 846,154
10 7 [NguyEnvan Tai 1,100,000 26/ 1,100,000] 200,000| 400,000 300,000
11 8 |Hoang Thién Ménh 1,100,000 23] 973,077 973,077
12 9 |Pham Ngoc Long 1,100,000 24| 1,015,385) 240,000 1,255,385
13 10 |Nguyén ThiNga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguyé&n Birc Nhén 1,100,000 20| 846,154 846,154
15 12 |Pham Van T 1,100,000 24| 1,015,385 1,015,385
16 Téng cong 14,200,000 281| 12,811,538| 1,680,000|1,600,000) 12,891,538

- Pinh dang dong tong cong cua danh sach: Pé dinh dang dong
téng cong ban chon ving Cell tir B16 dén 16, nhip phai chudt
chon Format Cells... Hop thoai Format Cells xuét hién ban nhép
chon tab Font.
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r ™y
Mumber | Alignment Font | Border | Fill I Protection |

Font: Fant style:
Calibri Bold|

ﬁ Calibri Liiht EIHeadinis Regular
d Italic
T Ageney FB Bold _[ENR
T Aharoni Bold ftalic
T Algerian 12
T Andalus 14

Underline: Color:

None [~] | ] [ normai font
Effects

[T strikethrough

[ superscript AaBbCcYyZz
[ subscript

Preview

This is a TrueType font, The same font will be used on both your printer and your screen,

Trong muyc Font style chon gia tri Bold dé boi dém chir. Tiép tuc
chon t6i Tab Fill dé thlet 1ap mau nén cho dong tong cong. Trong
Tab nay ban chon mau ddm hon mét chut so véi dong tiéu dé.
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,

| MNumber I Alignment I Font I Border |

| Protection |

Background Caolon Pattern Calar

| Automatic

Pattern Style:

H EEEOCO W[

| Fill Effects... | | More Colors.. |

Cubi cung nhip Ok dé thuc hién thay doi. Sau budc nay bang
tinh chung ta s€ nhu hinh dudi day:
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A B c D E F G H 1
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lw':g o Nngé\r I.mz'ng Phu cap 'I:am Lweng chinh
3 ban coéng thang wng
4 1 [Nguy&n Manh Hung 1,500,000 23| 1,326,923| 200,000 1,526,923
5 2 |Hoang Van Thuy 1,400,000 25| 1,346,154| 350,000| 500,000 1,196,154
6 3 |[Nguy&n Ngoc 1,300,000 26 1,300,000] 210,000| 700,000 810,000
7 4 |Pham Vin Huy 1,100,000 24| 1,015,385) 230,000 1,245,385
3 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |6 ThiHing 1,100,000 20| 846,154 846,154
10 7 [NguyEnvan Tai 1,100,000 26 1,100,000 200,000| 400,000 900,000
11 8 |Hoang Thién Mé&nh 1,100,000 23] 973,077 973,077
12 9 |Pham Ngoc Long 1,100,000 24| 1,015,385| 240,000 1,255,385
13 10 |Nguyén Thi Nga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguyén B Nhan 1,100,000 20| 846,154 846,154
15 12 |Pham Van Tu 1,100,000 24| 1,015,385 1,015,385
16

- Dinh dang céac cot s6: Cac cot sb trong bang tinh chua duoc
dinh dang theo quy cach (c6 dau phan cach hang nghin) vi vay
tuong ddi kho nhin. Dé dinh dang cac cft nay ban trong cdt D
ban chon céc 6 tir D4 dén D16 sau d6 nhan phim Ctrl chon tiép
ving thir hai tir F5 dén 117 két qua s& nhu hinh duéi day:
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A B C D E F G H 1
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
5 STT Ho tén I.|ﬂ;r;‘oo' *;éy I;::: Phu cap :::: Lwong chinh
4 1 |Nguy&n Manh Hiing 1,500,000 23 -| 200,000| 1,526,923
5 2 |Hoang Van Thuy 1,400,000 25| 1,346,154| 350,000 500,000 1,196,154
6 3 |Nguyén Ngoc 1,300,000 26| 1,300,000) 210,000) 700,000 810,000
7 4 |Pham Vin Huy 1,100,000 24| 1,015,385 230,000 1,245,385,
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |98 ThiHing 1,100,000 20| 845,154 846,154
10 7 |Nguydn Van Tai 1,100,000 26| 1,100,000 200,000 400,000 900,000
1 8 |Hoang Thién Mé&nh 1,100,000 23| 9m077 973,077
12 9 |Pham Ngoc Long 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |NguyEn ThiNga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguy&n Buc Nhdn 1,100,000 20 846,154 846,154
15 12 |Pham VanTa 1,100,000 24 - 1,015,385/
16

Tiép theo ban phép phai chudt chon Format Cells, hop thoai
Format cells xuat hién ban chon Tab Number.

MNumber |Allgnmeﬂt | Font I Baorder | Fill I Protection |
Category:
General & | Sample

200,000
Currency
Accounting " . Y
Date Decimal places: |0
Time Use 1000 Separator )
Percentage
Fraction Negative numbers:
Scientific
Text
Special
Custom [L,234)

Mumber is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value.
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+ Category: Ban chon myuc Number

+ Decimal places: 0 (khong c6 sb 16 sau ddu phay)

+ Tich chon muyc Use 1000 Separator (,). Sir dung diu phay la

dau ngan cach hang nghin.

+ Negative numbers: Chon gia tri dau tién

Cubi cung nhdp Ok dé hoan tt, sau budc nay chung ta da hoan
thanh tinh toan va dinh dang cho bang tinh.

A g C D E F G H 1

1 BANG LUO'NG NHAN VIEN THANG 12/2013

s STT Ho tén wa:i o :I:j: I;:::: Phu cap .‘r_f“"; Lreng chinh
4 1 |Nguy&n Manh Hung | 1,500,000 23| 1,326,923 200,00 1,526,923
5 2 |Hoang Van Thuy 1,400,000 25| 1,346,154  350,000| 500,000 1,196,154
6 3 |Nguy&n Ngoc 1,300,000 26| 1,300,000]  210,000] 700,000 810,000
7 4 |Pham Vin Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |D&ThiHing 1,100,000 20| 846,154 846,154
10 7 |Nguy&n VEn Tai 1,100,000 26| 1,100,000 200,000| 400,000 900,000
1 8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077,
12 9 |Pham Ngoc Long 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguy&n Dirc Nhan 1,100,000 20| 846,154 846,154
15 12 |Pham Van T 1,100,000 24| 1,015,385 1,015,385
1 1231158 1,630,000/ 1.600,000 12,891,538
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Bai 3 — Lam viéc voi dir liéu

3.1. Kiéu dir liéu va cach dinh dang

3.1.1. Kiéu chudi

Kiéu dir liéu nay bao gdm cac ky hiéu tir a dén z, tr A dén Z va
cac phim s6 trén ban phim ngoai ra n6 con cd6 mdt so cac ky hi¢u
trén ban phim.

Dir ligu loai chudi thuong dugc ding dé mé ta, giai thich cac thanh
phan cho 10 rang n6 khong dung trong tinh toan.

Néu céc kicu dit liéu duge nhap vao khong hop 1¢ thi Excel ty dong
chuyeén cac dir li¢u nay thanh dir liéu loai chuoi.

Dir liu loai chudi khi dtg trong cong thirc phai dugc rao trong
cap dau nhay kép (" ").

Khi mudn thé hién sb duN('ri dang 153'1 tu, ban nhap thém dau nhay
don (°) trudce dir liéu chuoi dang so.

3.1.2. Kiéu ngay thang

Kiéu dir liéu ngay thang duoc thé hi¢n ngay thang nam gid phut
gidy hay thang ngay nam... cach thé hién ngay thang tuy theo sy
lga cho cua ching ban

Chon cach thé hi¢n ngay thang

Nhap phai chudt vao 6 hay nhom 6 kiéu ngiy thang can dinh
dang chon Format Cells.
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3{, Cut
By Copy
hD Paste Options:

g

Clear Contents

Filter 3
Sort 3
L7 Insert Comment
Format Cells...
Pick From Drop-down List...
Define Name...

% Hyperlink...

Hop thoai xuét hién ban chon t&i Tab Number.
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Mumber |Al.i.gnment I Font | Border | Fill | Pmtecti.anl

Categony:
General Sample
Mumber
Currency

Accountini Type:

i 14/3/12
Time
14372012

E:;E;gt:ge 14/3/2012 1:30 CH

ientifi 14/3/2012 1:30 PM
Scientific
Text 14Thg312
14 Thang Ba 2012
14 mars12

Locale (location):

Special
Custom

| |

Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

+ Category: Chon muc Date

+ Locale (Location): Chon gia tri Vietnamese
+ Type: Chon kiéu ngay thang can dinh dang.
Chon cach thé hién gio

Nhap phai chudt vao 6 hay nhom 6 kiéu ngiy thang can dinh
dang chon Format Cells.
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a6 Cut
Em Copy

& Paste Options:
-

=

="
Paste Special...

11T

Insert...
Delete...

Clear Contents

(7 Insert Comment

E Format Cells...
Pick From Drop-down List...
Define Mame...

% Hyperlink...
Hop thoai xuét hién ban chon téi Tab Number.

, _ ,
e R W =

Number | alignment | Font [ Border | Fil [ protection |

Category:

General ~ |  Sample
Mumber

Currency
Accounting

Date

Percentage
Fraction

Scientific

Text

Spedial N
Custom

Locale (location):

Vietnamese E|

Time formats display date and time serial numbers as date values. Time formats that begin with
an asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system, Formats without an asterisk are not affected by operating system settings.

==

+ Category: Chon muc Time

+ Locale (Location): Chon gia tri Vietnamese
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+ Type: Chon kiéu thoi gian can dinh dang.
Mot s6 dang thé hién.

- Thé hién ctia ngay thang
m/dlyy

d- mmm- yy

d- mmmm

mmm- yy

- Thé hién cua gio phit gidy
h:mm AM/PM

h:mm:ss AM/PM

h:mm

h:mm:ss

m/d/yy h:mm

3.1.3. Kiéu dir liéu Formula

Kiéu dir lidu dang cong thirc bit budc dau tién phai 1a dau bang
(=), tiép theo sau la cac hang, bién, ham va két hgp voi cac toan
tu (sO hoc, luan ly, quan h¢).

Trong 6 c6 kiéu dit liéu dang cong thirc, sau khi chuyén con tro
qua 0 khac thi Excel chi hién thi két qua tinh toan cua cong thuc
chtr khong hién thi cong thuec.

Trong hinh anh duéi day phan khoanh tron 13 gia tri cia cong
thire trong hinh chir nhat.
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13 10 |Nguy®n Thi Nga 1,100,000 25| 1,057,692| 250,000 1,307,692,
14 11 |Nguydn Dikc Nhan 1,100,000 20 845,154 846,154
15 12 |Pham Van Ta 1,100,000 24| 1,015,385 1,015,385

3.1.4. Kiéu s6 hoc

Kiéu dit liéu ndy bao gdm cac phim sb tir 0 dén 9 va cac ky hiéu
nhu+’_l*l()l '1:1$1%'

Dit liéu kiéu sd mic nhién duoc canh phai trong 0, néu d6 dai coa
s0 16n hon d rong cua 6 thi n6 ty dong chuyen sang hién thi kiéu
khoa hoc (s6 mil) hodc hién thi trén cac 0 ky tu (###), lic nay
ban chi can ndi rong 0.

bé dinh dang cho dit li¢u kiéu s6 ban thuc hién nhu sau:
- Chon 6 hodc nhém 6 can dinh dang dir li¢u, nhép phai chudt
chon Format Cells.

a6 Cut
By Copy

o

ry Paste Options:

=
=
Paste Special...
Insert...
Delete...

Clear Contents

Filter 3
Sort 3

L3 Insert Comment

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

% Hyperlink...
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Hop thoai Format Cells xuét hién ban chon t&i Tab Number.

- Pé dinh dang cho dit li¢u theo dang s6 ban chon gia tri Number
trong muc Category.

f= — — ™
Mumber |Alignment I Font | Border I Fill I Protection |
Categorny:
General A Sample
200,000
Currency
Accounting i . A
Date Decimal places: |0 =
Time Use 1000 Separator () I
Percentage
Fraction Hegative numbers:
Scentific .
Text 1,234
Special 1,234)
Custam 1,234)

Mumber is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value,

ok || cancel

+ Decimal palces: S6 chir s sau ddu phdy.

+ Use 1000 Separator (,): Tich chon muyc nay dé phan cach chit
s0 hang nghin.

+ Negative numbers: Chon kiéu hién thi dit lidu

- Pé dinh dang dir li¢u dang tién té trong muc Category ban nhép
chon muc Curency.
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f 3 b ™y

Mumber |Aiignment I Font I Barder | Fill I Protettionl

LCategorny:

General Sample
Mumber

Accounting Decimal places: |2 =
Date = P ) lZI

Time symbol: |5

Percentage & | El
Fraction Megative numbers:

acientific .
Text 51,234.10

Special (51,234.10)

Custom (51,234.10]

Currency formats are used for general monetary values, Use Accounting formats to align
decimal points in a column.

] ’ Cancel

+ Decimal palces: S6 chir s6 sau ddu phdy.
+ Symbol: Biéu tuong cua loai tién té.
+ Negative numbers: Chon kiéu hién thi dit lidu.

- Pé dinh dang dir li¢u kiéu ph::fm tram ban chon Percentage trong
muc category:
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f - ™y
EECTREN W T

MNumber Alignmentl Font | Border I Fill IProtection|

Category:
General | Sample
Mumber

Currency
Accounting

Date

Time

Fraction

Scientific

Text

Special

Custom

Decimal places: | 2 z

Percentage formats multiply the cell value by 100 and displays the result with a percent symbal,

e— —ee—

[ ok || cancl

+ Decimal palces: S6 chir s6 sau ddu phay.
3.1.5. Kiéu mang

Ban c6 thé sir dung cong thirc mang (Array formula) dé thiét ké
cong thirc von cho ra nhiéu két qua.

Cong thirc mang 1am viéc v6i hai hodc nhiéu tap hop gia tri khac
nhau goi l1a doi s0 ciia mang, nd s€ cho ra mdt hay nhiéu két qua
khac nhau.

NOi dung cia mang cé thé chua gia tri s6, chudi, cac gia tri luan
ly hoac gia tri 10i.

+ Gia tri sO trong mang bao gom cac gia tri sO nguyén, so thap
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phan hay s6 k¥ thuat.

+ Chudi trong mang phai ndm trong cip ddu nhay kép.
+ Gia tri luén ly 1a Ture hodc False.

Trong mang khong c6 nhitng ky hiéu dac biét nhu %, $...

Mg”mg thé hién theo nhiéu cach khac nhau, vi du: Mot ma tran hang
the hién qua mang nhu sau: (1,2,3,4,5,6,7,8,9)

Céac d6i s6 cua mang phai c6 kich thude hang, cot bang nhau.
3.2. Pinh dang dir liéu
3.2.1. Sir dung thanh cong cu Ribbon

Pé dinh dang dir liéu cho Sheet béng thanh cong cu Ribbon
chung ta quan tam t61 Tab Home, gom cac nhom I¢nh nhu
Clipboard, Font, Alignment va Number.

HOME

Number -

$-% »
Paste o B I U- H- &-A- = 3 T en

- .00 =0

¥

-

LT 8 . .
D - Calibri -1 - A A
By ~

i
] oy

Clipboard Font ra Alignment rm Mumber

- Clipboard: D trinh bay cac phan trudc, bao gdm cac 1énh cit
dan dir liéu.

- Font:7B30 gém cac Iénh dinh dang Font chfr‘ cho ngi dung cac
Cell, dé thuc baq chon Cell hodac nhom Cell can dinh dang Font
chit, sau do6 co thé thao tac véi céac 1€nh sau day:

Calibri M Font: Chon kiéu font chit cho ndi
dung Cell bang cach nhép chon mii t€n bén phai cua biéu tuong
nay. Danh sach xuat hién ban chon téi Font chit can thiét 1ap.
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Theme Fonts

¢} Calibri Light {Headings)
€} Calibri {Body)
All Fonts

¢ ligency B

¢ Aharoni 111 11N
() ALGERIAN

(} sndaius 0
(} sngsanattew A
{} sngsanaveC ATam
(} Aparajita LLEICeiy
{} Arabic Typesetting ot
(F Arial

¢} Arial Black

€% Arial Marrow

(} Arial Rounded MT Bold
€} Arial Unicode MS
) Bazkerville Old Face

+ 11 "] Font Size: Chon ¢& chit cho ndi dung Cell bang cach

nhép chon miii tén bén phai biéu tugng nay. Danh sach xuat hién
nhap chon c& chir can thiét 1ap.
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1 -
9

10

1

12

14

16

18

+ A Increase font size: Tang Font chit 1én mdt don vi.

+ A Decrease font size: Giam Font chit di mot don vi.

B

+

Bold: Thiét 1ap chit dam
+ T Halic: Thiét lap chir nghiéng.

+ Y 7 Underline: Thiét lap chir gach chan

+ = 7 Borders: Dé v& dudng vién cho bang tinh ban nhip chon
miii tén bén phai bi€u tugng nay. Mot danh sach kiéu Border xuat
hién nhu hinh dudi day:

Néu dé ¥ ban s& thdy 6 mdi kiéu Border déu c6 hinh anh mé ta, vi
nhu ké minh bén trai, minh bén phai, hay khung ngoai cung hodc
toan bo ving chon,... Tuy timg trudng hop cu thé ban nhap chon
mau phu hop, néu van chua hai 1ong véi danh sach nay ban co
thé nhép chon muc More borders. Hop thoai Format Cells Xuét
hién va tro té1 Tab Border nhu hinh dudi day:
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Fﬁrmat Cells ‘ - &lgw

Fill I Protection |

Hone  Qutline  Inside

Number | Alignment | Font |

Presets

Border

:
Teut
LColor:
Automatic IZ| -
'
|
The selected border style can be applied by cdicking the presets, preview diagram or the buttons
above.

Trong ctra s6 ndy ban ¢ thé tiiy chinh cach ké khung cho bang
tinh ngoai ra ban con c6 thé thay d6i mau cho cac duong ké.

+ " Fill color: Thiét 1ap miu mém cho nhom Cell hién thoi,
dé thuc hién ban nhép chon biéu tugng nay dé thiét lap mau nhu
mo ta hodc nhdp miii tén bén phai cia biéu tugng. Hop mau xudt
hién ban chon nhép chon mau cin thiét 1ap.
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o -

Theme Colors

Standard Colors
| N | EEENERN
Mo Fill

wy More Colors...

+ & - Font color: Thiét 1ap mau chit cho ndi dung nhom Cell
hién thoi, cach lam twong ty nhu phan trén.

- Alignment: Can chinh ndi dung trong céc Cell
+ " Top Align: Cin néi dung bt dau tir dinh cta Cell

+ 7 Middle Align: Can ndi dung vao giira Cell (tinh theo chiéu
doc)

+ = Bottom Align: Can ndi dung dudi day cua Cell

+ 7 Orientation: Xoay chiéu noi dung trong Cell
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L
Angle Counterclockwise

Angle Clockwise

oo @ ¥

_,,
qe ab o

Vertical Text
Rotate Text Up

l

’?4’: Format Cell Alignment

Rotate Text Down

Nhép chon biéu tuong nay mét danh sach xuét hién ban c6 thé
xoay chiéu cho ndi dung theo nhiing hinh anh mo ta cia ting
1énh.

l

+ = Wrap text: Chon 1énh nay ndi dung cua Cell s€ tu tran khi
vuot qua do rong cua Cell.

+ Align Text Left: Can noi dung theo 1& trai ctia Cell.

+ Align Text Center: Cin ndi dung vao gitra Cell (theo chiéu
ngang)

+ Align Text Right: Can ndi dung theo 1& phai ciia Cell

+ 55 Decrease Indent: Giam d6 rong cua 18 cho ndi dung trong
+ 55 Increase Indent: Tang d6 rong cia 18 cho ndi dung trong

Merge: Gop céac 0 lai voi nhau, nhép chon biéu tuong
nay ban s€ c6 4 lya chon gop Cell nhu hinh duéi day:
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Merge & Center
Merge Across
B Merge Cells

] Unmerge Cells

- Number: St dung nhom Iénh nay dé dinh dang dir li¢u dang )

quneral Number Format: Kiéu 7djnh dang, ban nhép chon
biéu tugng nay mot danh sach céac ki€éu dinh dang s€ xuat hién
nhu hinh dudi day:
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General -

ABC General -
123 Mo specific format

l 2 Number

24  Currency

Accounting

Short Date

Long Date

Time

Percentage

Fraction

102 Scientific

More Mumber Formats...

Ban c6 thé chon t6i mot kiéu dinh dang bét ky nhu kiéu tién 6,
ki€u phan tram, hay kiéu s6 thong thuong,...
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+ $ - Accounting number format: Pinh dang dir li¢u s6 kiéu
dir liéu ke toan, dé thyc hién ban nhap chon miii té€n bén phai
biéu tugng nay, mét danh sach li¢t ké xuat hi€n nhu hinh dudi
day:
g -

5 English (United States)

£ English (United Kingdom)

£ Euro (£123)

¥ Chinese (PRC)

fr. French (Switzerland)

More Accounting Formats...

Néu khong ung y voi nhitng mau c6 san ban c¢6 thé nhap chon
muc More Accouting Formats...

Suamaytinhtainha.info Page 175



Giao trinh Excel 2013

el ™

Mumber |Alignment I Font I Border I Fill I Pmtectitm|

Category:

General Sample
Mumber

Accounting : . Iy
Date Decimal places: |2 IZI

Time symbal: |
Percentage = | El
Fraction Megative numbers:

sdentific .
Text §1,734,10

special (51,234.10)

Custom 51,234,10)

Currency formats are used for general monetary values, Use Accounting formats to align
decimal points in a column.

Trpng hop thoai Format Cells ban c6 thé c6 thém lya chon vé
ki€u dinh dang Accouting.

+ . Percen style: Nhip chon biéu twong nay dé dinh dang dit
liéu kiéu phan tram.

+’. Comma Style: Ludn dinh dang s6 dé dang sb thuc voi hai
sO sau day phay.

+ . Indcrease decimal: Tang s6 chir s sau ddy phdy.

+ .Decrease decimal: Giam so chir so sau day phay.
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3.2.2. Sir dung hgp thoai Format Cells

Chon 6 hodc nhéom & can dinh dang, nl}ép chudt phéai chon
Format Cells... HOp thoai Format Cells xuat hi€n nhu hinh dudi
day:

i i N
e il “
Mumber |Alignment I Font I Border I Fill | Protection |
LCategory:
General « | 3ample
Mumber
Accounting : . -
Date Decimal places: |3 -
Time .
Symbol: | &
Percentage IZ|
Fraction MNegative numbers:
Scientific 81,734,210 -
Text 51,234,210
Special (isazt
Custom 151,234,210
1

Currency formats are used for general monetary values, Use Accounting formats to align
decimal points in a column,

oK J[ Cancel ]

- Trong Tab Number cho phép ban dinh dang kiéu hién thi dit
li¢u. Tuong g voi kiéu dir liéu ma ban chon trong danh sach
Category, cc thudc tinh s& xuét hién ¢ phan chinh ciia man hinh.
Céc thugc tinh nay thay ddi tuy thudc vao kiéu dinh dang ma ban
da chon.

- Tab Alignment: Chira cac 1énh cin 1& cho néi dung trong Cell.
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f — — ™y

Mumber | Alignment | Font IBolderI Fill IPmtection|

Text alignment

Orientation
Harizontal:

[ECITEITTI [~ | indent:
Vertical: 0 =

Bottom EI :

Justify distributed

Text control
Wrap text
Shrink to fit

=/ Dearees

|:| Merge cells

Right-to-left
Text direction:

Context El

+ Horizontal: Lya chon vi tri ciia ndi dung trong Cell theo chiéu
ngang, co the la can trai, can phai, ¢ gitra hay dan deu,....

Left Indent) E
General -
Center

Right [Indent]

Fill

Justify

Center Across Selection
Distributed [Indent) i

+ Vertical: Lya chon vi tri ciia ndi dung trong Cell theo chiéu
doc, co thé 1a trén dinh, dudi day, hay o gitra.
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Vertical:
Bottom -

Top -
Center
Justify
Distributed -

+ Indent: Ban nhap vao khoang cach 1& cho ndi dung trong Cell

+ Wrap text: Tich chon muc nay néu ndi dung vuot qua d¢ rong
cua Cell s€ dugc day xuong dong dudi.

+ Merger Cells: Tich chon muc nay néu mudn gop cac Cell lai
v61 nhau.

+ Orientation: Xoay ndi dung trong Cell bang cach nhap gia tri
vao 0 Degrees.

- Tab Font: Thiét 1ap Font chit cho ndi dung céc Cell.
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Mumber | Alignment

Font:
Calibri

f — ™y

| Border I

Fill | Protection |

Font style:
Regular

T Agency FB
T Aharoni
T Algerian
T Andalus

Bold
Bold Italic

[Regular_______JI8

Calibri Light (Headings V
Eﬂm&.ﬁh— Italic

Underline:

Maone

Effects
[T] strikethrough
[ superseript
D Subscript

LColor:

[~] /8] [ normalfont

Preview

AaBbCcYyZz

This is a TrueType font, The same font will be used on both your printer and your screen,

+ Font: Danh sach cac Font c¢6 trong hé thdng may tinh

+ Font style: Kiéu Font c6 thé 14 nghiéng, ddm hodc binh thudng.

+ Size: C& chtr

+ Underline: Chon kiéu chit gach chan.

+ Color: Mau chit

+ Effects: Tich chon cac muc nay dé tao cac hiéu ung cho chir.

- Border: K¢ khung cho bang tinh
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fa — ™y
ESTUE D RS
e

Humber I Alignment I Font |Border| Fill | Protection |

Qutline  Inside

Line Presets

EBorder

Automatic E| -

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

+ Style: Chon kiéu duong ké khung cho bang tinh

+ Color: Chon mau cho dudng ké.

+ Presets: C6 3 lya chon 1a khong ké khung, ké vién ngoai ciing
va ké tat ca cac duong chi tict.

+ Border: Cac tuy chon khac vé ké khung, vi du chi ké nét trén,
dudi hoac chéo,. ..

- Fill: Thiét 1ap mau nén cho Cell
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el — - ™

| Number | Alignment I Fant I Border | | Protection |

Background Color: Pattern Color:

Automatic IZ|

Pattern Style:

l Ma Color

[l
|
HE
n
mEm
HE

H EEEOCO WL

mm
oo
mO
HE
Em
L} |
Om

H EEEOCO =
H EEEOC0 &
H EEO0OC0 &
H EEEOC0 =

EEO

| Fill Effects... | | More Colors... |

+ Background Color: Chon méau nén cho Cell

+ Pattern Color: Mau mau

+ Pattern Style: Kiéu cia mau

- Protection: Khoa hodc 4n cac Cell

3.3. Tim kiém dir liéu

Ban c6 thé tim kiém dir liéu trén Sheet Excel theo cac budc sau
day:

Budce 1. Pua con tré vao bang tinh, nhip chon mot 6 trong bang
tinh hodc lwa chon mot ving dé gi¢i han pham vi can tim kiém.
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Buée 2: Tir thanh cong cu Ribbon nhip chon Tab Home tim t6i
nhom Iénh Editing.

3. 2v i

Sort & Find &
— 7 Filter~ Select~

Editing

Trong nhéom Ilénh nay ban nhép chon muc Find & Select, mot
danh sach xuat hién nhu hinh dudi day, ban chon t61 muc Find...

.,Z

Sort & [ Find &
— 7 Filter - Select~

Editing @ Find...
al R .
3= Find (Ctrl+F)
= GoTo.
Go To Special...
Formulas
Comments
Conditional Formatting
Constants
Data Validation

[.\3 Select Objects

E[} Selection Pane...

Hoic nhéan t6 hop phim Ctrl +F. Bang mot trong hai cach trén
hop thoai Find and Replace xuat hién nhu hinh dudi day:
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- S T TS i '
Find and Replace | 7 R
Find Replace
Find what: | 23 [+]

| Findal || EndNet | | close |

. — 2y

Hay tim hiéu cac chtic nang ctia hdp thoai dé c6 thé sir dung no
mot cach de dang, dau tién ban hay nhap chon nat Options >> dé
mo rong hop thoai.

i — L T "
Find and Replace | 7 X |
Find Replace
Find what: 23 El | Mo Format Set | [ Format... =
Within: | Sheet [C] Match case

Match entire cell contents
Search: | By Rows E| D -

Look in: | Formulas EI

| Findal | | EindNet | | close |

. y

+ Find What: Dé nhap di liéu can tim.

+ Within: Cho phép ban tim dit liéu trén bang tinh hay sé bang
tinh.

+ Search: Co hai chirc nang: By Row tim theo dong. By Column
tim theo cOt.
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+ Look in:

Formalas: Chi dinh viéc tim kiém trén thanh cong thuc.
Values: Chi dinh viéc tim kiém céc gia tri.

Note: Chi dinh vi¢c tim céac ghi chu trong 6.

+ Match Case: Néu chon chirc ning nay thi viéc tim kiém s& phan
biét chir hoa va chit thuong.

+ Format... Dung dé dinh dang cho dir liéu nhap ¢ khung Find
What.

+ Find All: Tim kiém tat ca.

+ Find Next: Tim tirng muc mot.

+ Options: Dung dé bat cac chirc nang dinh dang tim kiém.
Buée 3: Nhép dir lidu can tim kiém.

Buéc 4: Nhép Find All hay Find Next: dé thyc hién tim kiém.
Buée 5: Nhap Close dé dong hop thoai.

Tim kiém va thay thé dir liéu

Lénh Replace cho phép ban tim kiém va thay thé dir liéu cii bang

dir liéu mai trén nhig dit liéu hién co6 trong file ctia ban. C4c
budc thyc hién nhu sau:
Budc 1: Pua con trd vao bang tinh, nhip chon mét 6 trong bang

tinh hodc lya chon mot ving dé gi¢i han pham vi can tim kiém va
thay thé.

Budc 2: Tu thanh cong cu Ribbon nhép chon Tab Home, tim t&i
nhom Iénh Editing.
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Z'AY H

-

. Sort & Find &

— 7 Filter~ Select~
Editing

Trong nhém le::nh nay ban nhép chon muc Find & Select, mot
danh sach xuat hién nhu hinh dudi day, ban chon té1 muc
Replace...

2 - A
T- ad i
Sort & [Find &

*

— 7 Filter ~ Select =
Editing @  Find...

a.: Replace...

=2 GoTo.
Go To Special..
Formulas
Comments
Conditional Formatting
Constants
Data Validation

[+ Select Objects

E[} Selection Pane...

Hop thoai Find and Replace xuét hién véi nhiing tuy chon dé ban
xac lap.
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- m———— A eEmee— .1 P ? 5%
Find and Replace

Find Replace

Find what: 23 E| | Mo Format Set | [ Format.., -

Within: | Sheet E| [C] match case

Match entire cell contents
Search: | By Rows E| D -

Look in: |Formulas E|

| Findan || EndNet | | close |

+ Find what: Dé nhép dit liéu can tim kiém.
+ Replace with: Dit liéu méi dung dé thay thé.

+ Within: Cho phép ban tim dir liéu trén bang tinh hay s bang
tinh

+ Search: C6 hai chirc nang: By Row tim theo dong, By Columns
tim theo cOt.

+ Look in: C6 ba churc nang sau:

Formalas: Chi dinh viéc tim kiém trén thanh cong thirc.
Values: Chi dinh viéc tim kiém cac gia tri.

Note: Chi dinh viéc tim cac ghi chu trong 6.

+ Match Case: Néu chon chirc ning nay thi viéc tim kiém phan
biét chir hoa va chir thuong.

+ Format... Dung dé dinh dang cho dir liéu nhap & khung Find
What va khung Replace with.

+ Replace All: Dé thyc hién tim kiém va thay thé tat ca.
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+ Replace: Pé thyc hién tim kiém va thay thé timg tir mot.
+ Find All: Tim tt ca.
+ Find Next: Tim tirng myuc mot.

+ Options: Dung dé bat cac chirc ning dinh dang tim kiém va
thay the.

Buée 3: Nhap dir liéu can tim kiém va thay thé.

Buoc 4: Nhap Replace All hay Replace dé thyc hién tim kiém va
thay thé. Tur hop thoai nay ban ciing c6 thé tim kiém ma khong
thay thé dir licu méi hay nhap Find All hay .

Buée 5: Nhép Close dé dong hop thoai.

3.4. Sap xép va loc dir liéu

3.4.1. Sap xép dir liéu

bé sép Xép dir liéu ban thyc hién theo cac budc sau day:

Buoe 1: Nhap chon vao cdt can sap xep trong vung dir li¢u. Gia
su chiing ta c6 bang so licu dudi day:
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- - >« F || Nguy®nManh Hung

A B C D 3 F G H 1
1 BANG LU'O'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu’u'r:g i Nféy Lu':.\'ng Phu c3p 'I:am Lwong chinh
3 ban cdng thing ng
4 1 |Mguy®n Manh Hing 1,500,000 23| 1,326,923] 200,000 1,526,923
5 2 |Hodng Win Thuy 1,400,000 25| 1,346,154|  350,000] 500,000 1,196,154
6 3 |Mguydn Ngoc 1,300,000 26| 1,300,000  210,000] 700,000, 210,000
7 4 |Pham Van Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21] 969,231 969,231
9 6 |DfThiHing 1,100,000 20/ 846,154 846,154
10 7 |MguyBn vinTai 1,100,000 26| 1,100,000  200,000] 400,000 900,000
11 8 |Hoang Thién Ménh 1,100,000 23| 973077 973,077
12 9 |Pham Ngoc Long 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Mguy&n Thi Nga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 |Nguy&n Birc Nhan 1,100,000 20| 846,154 846,154
15 12 |Pham V&n Tu 1,100,000 24| 1,015,385 1,015,385
16 Téng ciing 14,200,000 281| 12,811,538] 1,680,000|1,600,000) 12,891,538
17
18 Ghi chu: Ngay cdng chan 13 26 ngay.

Yéu cau can sap xEp theo Ho tén ban nhap chon vao 6 bat ky

trong cot nay.

Buoc 2: Tu thanh cong cu Ribbon nhép chon Tab Data sau doé

tim t&1 nhom Sort & Filter.
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"oy

2
4‘ -
Sort & Find &

— Filter = Select -
2|l SortAtoZ

Zl sotZtoA

. ustom Sort...
Y
I

Eilter

Trong nhom nay ban cé thé chon biéu tugng Sort A to Z dé sap
xép dir liéu giam dan, hodc chon biéu tuong Sort Z to A dé sép
x€p dir liu tang dan. Ngoai ra ban cling c6 thé chon niit Custum
Sort dé c6 nhiéu tiry chon sap xép hon.

-
[ 4] Add Level ” J< Delete Level ” [z Copy Level ” - My data has headers
Column Sort On Order

sart by E Values lz‘ AtoZ E

[ OK J[ Cancel ]

Pé b xung cac diéu kién sap xép ban nhip chon nit Add Level
sau do chon truong can lgc trong 6 Sort By tiép theo 1a ki€u sap
x€p trong 6 Order.
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Sort . R

[ +£‘,L Add Level ” 7< Delete Level ” Efy Copy Level ] B My data has headers
Column Sort On Order

sortby | Ho tén [=] |values [+] |Atoz (=]
Then by | Lirang ca ban |Z| Values E Smallest to Largest E
Then by | Ngay céng lz‘ WValues ::l Smallest to Largest lz‘

OK ] [ Cancel

—  eeeeas 3 — — = —

3.4.2. Loc dit liéu

Loc 1a cach d& dang va nhanh chong dé tim va lam viéc véi dix
liéu trong vung dir liéu dugc chon. Vung dir liéu duogc loc hién
thi cdc mau tin dap ung tiéu chuin ma ban chi dinh cho mot
truong. Excel cung cap hai 1énh: AutoFilter dung dé loc ty dong
v6i tidu chudn don gian va Advanced Filter dung dé loc cho tiéu
chuén phirc tap hon.

Viée loc khong gidng viéc sap xép, loc mau tin c6 tac dung che tam
thoi cac mau tin ma ban khong mudn hlen thi va né khong sip xép
trat tu cac mau tin 6. Khi da loc cic mau tin, ban c6 thé chinh stra,
dinh dang cac mAu tin nay trong co s& dit liéu ma khéng anh hudng
dén cac mau tin khac.

Loc tw dong bing AutoFilter

Loc tu dong 1a cach loc don gian va nhanh nhét. Trong d6 ban c6
thé chon nhiing ti€éu chuan do Excel phat hién thay c6 trong
truong dir li€u hoac ban cling c6 thé st dung cac cau Iénh di theo
né. Cac budc thyc hién nhu sau:

- Chon to1 vung dir ligu can loc

- Tir thanh cong cu Ribbon nhap chon Tab Data tim téi nhom
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1énh Sort & Filter. Khi d6 trén ving dit liéu ¢ dong dau tién mdi
0 s€ xuat hién mot biéu tugng hinh tam gidc nho phia géc phai.

B3

[ B R N}

o

10
11
12
13
14
15
16
17
18

fe STT
B C D E F ] H 1
BANG LU'O'NG NHAN VIEN THANG 12/2013

STT Ho tén I.u‘crr:g o N‘géy lm-:mg Phu c& 'I:gm Lwong chl'rt-
- ban v| céng~| thing~ ~| dng~ -

1 |NguyEnManhHing | 1,500,000 23| 1,326,923 200,000, 1,526,923|| 2
2 |Hoang vin Thuy 1,400,000 25| 1,346,154| 350,000/ 500,000 1,196,154
3 Nguyén Ngoc 1,300,000 26( 1,300,000 210,000 700,000 810,000
4 [Pham Van Huy 1,100,000 24( 1,015,385 230,000 1,245,385
5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
6 |PdThiHing 1,100,000 20| 846,154 846,154
7 |NguynvanTai 1,100,000 26| 1,100,000]  200,000] 400,000 500,000,
8 [HoangThién Mé&nh 1,100,000 23 973,077 973,077
9 [Pham Ngoc Long 1,100,000 24( 1,015,385 240,000 1,255,385
10 Nguyén Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
11 |Nguy@n Birc Nhan 1,100,000 20| 846,154 846,154,
12 |Pham ViEn Ta 1,100,000 24| 1,015,385 1,015,385
Téng cong 14,200,000 281| 12,811,538| 1,680,000| 1,600,000 12,891,538

Ghi chu: Ngay c8ng chdn 13 26 ngay.

- Bay gio mudn loc theo cot nao ban nhép chon biéu tuong hinh
tam giac ¢ cot d6. Mot danh sach xuat hi¢n trong menu nhanh
nhu hinh dudi day:
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2l SotAtoZ

Zl SertZtoA

Sort by Color g
Text Filters 4
Search ya.

[ [Select All) [

-[#] B4 Thi Hang

- Hodng Thién Ménh
- Hodng Van Thuy
[ Mguy&n Birc Mhin
[ Nguy&n Manh Hing
- Mguyén Ngoc

-[w] Nguyén Thi Nga
-[w] Nguyén Van Tai

-[w| Pham Ngoc Long

L o

| =

[ QK ][ Cancel ]

+ Sort A to Z: Sap xép dir liéu ting dan
+ Sort Z to A: Sap xép dir liéu giam dan

+ Sort by Color: Sap xép dit liéu theo méau nén cua Cell.
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2] SortAtoZ

Z] sotZtoA
Sort by Color Sort by Cell Color
Mo Fill
Text Filters .
Custom Sort...
Search )
[ [Select All) L

--[#] £ Thi Hing

—[#] Hodng Thién Ménh
- Hoang Van Thuy
-] Nguyén Bire Nhidn
-] Nguyén Manh Hing
[ Mguyén Mgoc

-] Nguyén Thi Mga
-] Nguyén Van Tai

- [+| Pham Mgoc Long

Ml e

m

[ 0K ][ Cancel ]

Khi ban di chuyén chudt dén muc nay mdt menu nhanh xuét hién
bén trai liét ké cac mau nén cua Cell ¢b trong cot hién thoi ban ¢o
thé chon mgt mau bat ky nao d6 de sap xép dir li¢u theo mau do.

+ Filter by Color: Loc dit liéu theo mau nén cua Cell
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4] sortatoz
2] sotztoa

v | Sort by Color "
Filter by Color * | Filter by Cell Color
Text Filters » I:l
p I
(Select all) N Mo Fill
Churong Van Tam

B&ng Minh Tudn

Binh Van Nam

Hoang Thi Héng Thanh
Lai Thi Thu Trang

L& Vit Bang

Lurgng Minh Céng
Mguyén Thanh Lam
Mguyen Thi Hug

oK ] [ Cancel

Khi ban di chuyén chudt dén myc nay mot menu nhanh xuat hi¢n
bén trai liét ké cac mau nén cua Cell c6 trong cdt hién thoi ban co
thé chon mgt mau bat ky nao d6 de loc dir li¢u theo mau do.

Gia sir chung ta chon mau vang nhu hinh trén két qua s& duoc
nhu hinh dudi day:
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Al B | c D E [ & [ w ] I
|1
2 Bang Iwong nhén vién thang 12 ndm 2009
| 3|
o z
q B Ho tén b‘ing = nﬁgrq" Lirong thin~ | Phy cﬁp_ Tam irn~ | Lirong chir®
15 6|Lai Thi Thu Trang 1,100,000 22 930,769 300,000 630,769
16 10|Nguy&n Thi Hué 1,100,000 24 1,015,385 1,015,385
18
19 Ghi chi: Ngay céng chuén 13 26 ngay
20
Luu y:

+ Trong truong hop ban muén loc ra nhitng Cell khéng c6 mau
nén ban chon muc No Fill.

+ Néu mudn huy gia tri loc ban nhép chon lai muc da duoc danh
dau loc trudce do.

Filter by Cell Color

VI

Mo Fill

- Text Filters: Loc dir li¢u dang Text
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8l SortAtoZ

Z] SotZtoa

Sort by Color 4

Text Filters 4 Equals...

Search Jel Does Mot Equal...
[ [Select All) - Begins With...
-[¥] B4 Thi Hang N i

. . . Ends With...
-[¥] Hoang Thién Ménh
~[¥| Hoang Van Thuy Contains...

m

-] Mguy&n Bire Mhan )
- Nguy&n Manh Hing Does Mot Contain...
-+ Mguy&n Ngoc
Nguyén Thi Hga
- ¥ Nguyén Van Tai
-] Pham Ngoc Long

e

— Custom Filter...

[ 0K ][ Cancel ]

Khi di chuyén t6i myc nay mot danh sach xuét hién bén tay trai
ban c6 thé chon:

+ Equals...: Loc nhitng gia tri bang... Sau khi nhip chon muc
nay mot hop thoai xuat hién nhu hinh dudi day:
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Custom AutoFilter

e

Show rows where:
Ho tén

equals |E| |

@ And () Or
=]

Use 7 to represent any single character
Use * to represent any series of characters

[ oK ][ Cancel ]

Ban nhép gia tri can tim ¢ hop thoai dau tién bén tay trai, gia su
chung ta muon tim nhan vién c6 ho tén 1a “DPang Minh Tuan”.

Custom AutoFilter i &‘g

e

Show rows where:
Ho tén

equals E| Hoang Thién Ménh |E|

@ And O Or
B [~

Use 7 to represent any single character
Use * to represent any series of characters

[ 0K J[ Cancel ]

Cubi cung nhip nat Ok dé hoan tat, két qua s& duoc nhu hinh
dudi day:
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A B C D E F G H I
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén I.uu'r:g e N-gay I.mz'ng Phu ¢4 'I:am Luong chil

3 - T ban v| céng~| thing~ | dng~ -
11 8 |Hoang Thién Mé&nh 1,100,000 23 973,077 973,077
17
18 Ghi chu: Ngay cdng chén 13 26 ngay.

Luu y: Ngoai viéc ngd tryc ti€p gia tri can loc ban ciing c6 thé
nhap vao 6 hinh tam giac cudi 6 nhap nay dé chon tinh xac gia tri
can loc.

Custom AutoFilter t-__ M

Show rows where:

Ho tén
equals E| Hoang Thién Ménh B
@ And @ oOr D4 Thi Hang

Hoang Thién Ménh |—
EI Hodng Van Thu
—

M Manh H
i Use 7 to represent any single character NSEE: N:gc Hng

Use *to represent any series of characters

| | ok || cance |

+ Does not equal...: Loc nhiing gia tri khong belmg.’.. Sau khi
nhap chon muc nay hop thoai Custom AutoFilter xuat hién nhu
hinh du¢i day:
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custom autorne | =i

Show rows where:

Use 7 to represent any single character
Use * to represent any series of characters

Van v6i danh sach trude ching ta mudn loc ra nhitng nhéan vién
c6 ho tén bat dau la “Nguyeén” ban thiét 1ap thong s6 nhu sau:

Cosomavorier W et

Show rows where:
Ho tén

begins with E| Mguyén|

@ and O Or

Use 7 to represent any single character
Use * to represent any series of characters

Cubi cung nhdp Ok dé hoan tat, két qua s& dugc nhu hinh duéi
day:
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A B C D E F G H 1

1 BANG LUO'NG NHAN VIEN THANG 12/2013

2

2 sTT Ho tén = Lm::i E :I::;z‘ ::::53 Phu c'a‘]zl .ll::n':E Lwong ::hl'rE—
4 1 |Nguyén Manh Hing 1,500,000 23| 1,326,923| 200,000 1,526,923
[ 3 |Nguyén Ngoc 1,300,000 26| 1,300,000| 210,000| 700,000 810,000
10 7 |NguyénvanTai 1,100,000 26| 1,100,000| 200,000| 400,000 300,000
13 10 |Nguyén ThiNga 1,100,000 25| 1,057,692| 250,000 1,307,692
14 11 Nguyén Dirc Nhan 1,100,000 20 846,154 846,154

18 Ghi chu: Ngay cdng chan 13 26 ngay.

+ Begins With...: Loc dir li¢u bat dau véi... Sau khi nhép chon
muc nay hop thoai Custom AutoFilter xuat hi¢n nhu hinh dudi
day:

Van v6i danh sach trude ching ta mubn loc ra nhiing nhéan vién
c6 ho tén khéc “Lé Viét Bang” ban thiét 1ap thong s6 nhu sau:

Custom AutoFilter

Show rows where:
Ho tén

does not equal E| Nguyén Manh Hing
@ And () Or

B =

| use 7to represent any single character
Use * to represent any series of characters

| ok || cancel ]I

Cudi cung nhip Ok dé hoan tit, két qua trong danh sach khong
con Nguyén Manh Hung nhu hinh dudi day:
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I B c D E F G H 1
1 BANG LU'O'NG NHAN VIEN THANG 12/2013
2
s STT. Ho tén e Lw::i cg’ I:I:::v :::::v Phu cé'“_ E::: _|Lwong chink
5 2 |Hoang Van Thuy 1,400,000 25| 1,346,154 350,000) 500,000 1,196,154
6 3 |Mguyén Ngoc 1,300,000 26| 1,300,000  210,000] 700,000 810,000
7 4 |Pham Vin Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |D&ThiHing 1,100,000 20| 846,154 846,154
10 7 |[Nguy&n van Tai 1,100,000 26| 1,100,000  200,000) 400,000 500,000
11 8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077
12 9 |Pham Mgoc Long 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
14 11 |Nguy&n Birc Nhdn 1,100,000 200 846,154 846,154
15 12 |Pham Vin T 1,100,000 24| 1,015,385 1,015,385
16 Téng cong 14,300,000 281| 12,811,538 1,680,000| 1,600,000 12,891,538
17
18 Ghi chu: Ngay cdng chin 13 26 ngay.

+ End With...: Loc dit liéu két thuc V('ri.;. Sau khi nhép chon
muc nay hop thoai Custom AutoFilter xuat hi¢én nhu hinh dudi
day:

Van v6i danh sach trude chung ta mubn loc ra nhiing nhéan vién
c6 ho tén két thuc bang “Tam” ban thiét 1ap thong so6 nhu sau:

Custom AutoFilter - M

Show rows where:
Ho tén

ends with |Z| Hang| |z|

L @ And O Or
. =] [=]

|| Use 7 to represent any single character
Use * to represent any series of characters

[ oK ][ Cancel ]
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Cubi cung nhip Ok dé hoan tat, két qua s& dugce nhu hinh duéi

day:
A B c D E F G H 1
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
STT Ho tén Lu‘n’r:g pad N::géy Lu'?'ng Phu car 'I:am Lwong chink
3 = -T| ban|~| cdng~| thing~ -| iUng~ ~)
9 6 |pdThiHing 1,100,000 20] 846,154 846,154

18

Ghi chu: Ngay céng chdn I3 26 ngay.

+ Contains...: Loc dir liéu Chﬁ’&}... Sau khi nhép chon muyc nay
hdp thoai Custom AutoFilter xuat hi€n nhu hinh dudi day:

-

Custom AutoFilter

L9 o

Ho tén

contains

f

Show rows where:

i @ And ) Or

=]
i

| Use 7 to represent any single character
Use * to represent any series of characters

=]
[=]

|

oK

| | cancar |

A

Gia sir chung ta mudn tim nhimg nhan vién c6 ho tén chua tir
“Thi” ban thiét 1ap gia tri cho hop thoai nay nhu hinh duéi day:
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-

Custom AutoFilter

- EPR=>=)

Show rows where:
Ho tén
contains E Thi| |E|
[ @ Aand ) Or |
[ ] |E| E [
| Use7to represent any single character ||
Use * to represent any series of characters

[ 0K ][ Cancel l

f

— g

Sau khi nhip Ok két qua s& duoc nhu hinh dudi déy:

A B

C D E F G H
BANG LUO'NG NHAN VIEN THANG 12/2013

Lwong co’| Nga Lwon Tam
STT Ho tén 'g -g ¥ i € Phu car L Lwong chinh
3 - T ban ~| céng~| thang~ -| wng~ -
9 6 |9 ThiHing 1,100,000, 20| 846,154 846,154
13 10 Nguyén Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
17
18 Ghi chu: Ngay cong chan 13 26 ngay.

+ Does not contains...: Loc dit liéu khong chtra... Sau khi nhap
chon muc nay hop thoai Custom AutoFilter xuat hi¢n nhu hinh

dudi day:
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Custom AutoFilter

Show rows where:
Ho tén

does not contain |z|

@ And () Or
=]

Use 7 to represent any single character
Use * to represent any series of characters

Gia sur can loc ra nhitng nhan vién c6 tén khong chira tir “Van”
ban thiét 1ap gia tri cho hop thoai nhu sau:

Custom AutoFilter

Show rows where:
Ho tén

does not contain E| van|

@ And (D) Or
=]

Use 7to represent any single character
Use * to represent any series of characters

[ OK J[ Cancel ]

Két quéa cudi cung nhu hinh duéi day:
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a B [ D E F G H 1
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2

STT Ho tén Lu'u'r:g pl N-g‘ay Lu'l:.rng Phu can 1:gm Lrong chinh
3 - T ban | ~| cbng~| thing~ ~| ng~ -
4 1 |Mguy&n Manh Hing 1,500,000 23| 1,326,923 200,000 1,526,923
5 3 |Mguy&n Ngoc 1,300,000 26| 1,300,000) 210,000] 700,000 810,000
3 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 | 6 |D&ThiHing 1,100,000 20| 846,154 846,154
11 8 |Hoang Thién Ménh 1,100,000 23| 973,077 973,077
12 9 |Pham NgocLlong 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguy&n Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
14 11 |Nguy&n Birc Nhin 1,100,000 20| 846,154 846,154
16 Téng ciing 14,200,000 281| 12,811,538| 1,680,0001,600,000] 12,891,538
17
18 Ghi chu: Ngay céng chan 3 26 ngay.

+ Custom Filter...: Tuy bién diéu kién lop. Sau khi nhép chon
muc nay hop thoai Custom AutoFilter xuat hi¢n nhu hinh dudi
day:

'l ™
Custom AutoFilter L 7 &J
Show rows where:
Ho tén
does not contain E| van| |Z|
I @ And (D) Or |
| =] =1 {
| Use ?to represent any single character L
i Use * to represent any series of characters I
l OK ] [ Cancel ]
l!'-".— A

Thuc chit tit ca cac lua chon trén déu nim trong hai hdp chon
dau tién bén tay trai.
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i ™
Custom AutoFilter ‘. M

Show rows where:

Ho tén
does not contain B Van
[l begins with -

does not begin with

ends with |E|
does not end with |-—
contains

Use * to represent any series of characters

[ OK ][ Cancel ]

Pay con goi 1a cac diéu kién loc, tuy nhién voi nhing gi da
huéng dan mdi 1an loc ching ta chi c6 thé 1dy dir liéu ra voi mot
diéu kién (bang, khong bang, chira, khong chira,...). Trong phan
nay chuing ta s€ hoc cach loc dir li¢u véi hai diéu kién két hop
nhau gia sir nhur tén chira tir “Thi” va két thac bang “Thanh”, hay
tén khong chua tir “Tam” hodc chira tir “Tién”. D¢ lam duoc diéu
nay chung ta quy lai v6i cia s6 Custom AutoFilter va thiét 1ap
nhu hinh dudi day:

Gia sir chung ta loc nhitng nhan vién c6 ho 1a “Nguyén” nhung
tén khac “Lam”.
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Fo - . [— .-@ '
Custom AutoFilter _ 1 ‘ uﬂ

Show rows where:
Hao tén

begins with |Z| Nguyén |E|

@ And ) Or
ends with |Z| Hung |E|

Use 7 to represent any single character
Use * to represent any series of characters N

[ oK ]’ Cancel ]

L i A

Trong hai myc And va Or ban tich chon And vi déay 1a hai diéu
kién say ra dong thoi. K&t qua cudi cung s€ nhu hinh dudi day:

A B C D E F G H I
—_—— = Py -
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
Lwong cor| Nga Luo ,, T .

STT Ho tén r:g € Fay i ne Phu cir 'gm Lwong chinh
3 - -T| ban|~| ebng~| thing~ -| ng~ -
14 1 |[Nguy&n Manh Hing 1,500,000 23| 1,326,923| 200,000, 1,526,923
17
18 Ghi chu: Ngay cdng chin 14 26 ngay.

- Trong phan tiép theo: Microsoft Excel 2013 cung cip cho
chung ta cac tuy chon khac.
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2l SotAtoZ
Z] sotZtoA
Sort by Color g

T;.\ Clear Filter From "Ho tén"

o | Text Filters 4

| Je)

[ [Select All)

-[1©4 Thi Hang
-[1Hodng Thién Ménh
-[1Hoang Van Thuy
-] Mguy&n Btrc Mhin
-] Nguy&n Manh Hing
-] Mguyén Ngoc

-] Nguyén Thi Nga
-] Nguyén Vin Tai

-] Pham Ngoc Long

L

*

m

Cancel

Pau tién 1a hop nhap tim kiém ban c6 thé gb gia tri cn tim kiém
tai day de thu gon diéu kién loc. Sau d6 tich chon cac két qua can
loc.
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8l SortAtoz

A4 Sortdto A
Sort by Color g

T:','\ Clear Filter From "Ho tén"

o | Text Filters 4

Mguyén| x

-[v] [Select All Search Results)
-] Add current selection to filter
[ Mguy&n Birc Mhin

[ Nguy&n Manh Hing

[ Mguyén Ngoc

-] Nguyén Thi Nga

-[w] Nguyén Vin Tai

[ QK ][ Cancel ]

Hodc ¢ tl’}é nhép,ch()n (Select All) dé chon tat ca. Cudi cung
nhap Ok dé hoan tat.

Loc nang cao Advanced Filter

Loc dit liéu véi co ché loc tu dong bi“mg AutoFilter chi c¢6 thé tién
hanh trén mét truong dir 1i€u nao do6 nén con rat nhiéu han ché.
Co ché loc cao cip bang Advanced Filter s& cho phép loc trén
nhiéu truong khic nhau goi 1a ving tiéu chuan loc (Criteria
Range), né tao diéu kién cho viéc loc dit liéu da dang hon. pé
tién theo ddi phan nay chung ta s& lam viéc voi bang dit lidu dudi
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day:
A B C D E F G H 1
1 BANG LUO'NG NHAN VIEN THANG 12/2013
2
sTT Ho tén I.uo'n:g L N-géy Lm’rng Phu can 'I:gm Lweng chirk
3 - -[| ban ~| cong-| thang - ~| dng ~ -
4 1 |[Nguy@n Manh Hing 1,500,000 23| 1,326,923| 200,000 1,526,923
5 2 |Hoang vin Thuy 1,400,000 25| 1,346,154| 350,000 500,000 1,196,154
6 3 [Nguy@n Ngoc 1,300,000 26| 1,300,000( 210,000 700,000 810,000
7 4 |Pham Vin Huy 1,100,000 24| 1,015,385 230,000 1,245,385
8 5 |Pham Ngoc Thach 1,200,000 21| 969,231 969,231
9 6 |pdThiHing 1,100,000 20| 846,154 846,154
10 7 [Nguyén van Tai 1,100,000 26| 1,100,000] 200,000 400,000 900,000
11 8 |Hoang Thign Ménh 1,100,000 23| 973,077 973,077
12 9 |Pham NgocLong 1,100,000 24| 1,015,385 240,000 1,255,385
13 10 |Nguyén Thi Nga 1,100,000 25| 1,057,692 250,000 1,307,692
14 11 |Nguyén Birc Nhan 1,100,000 20| 846,154 246,154
15 12 |Pham Van T 1,100,000 24| 1,015,385 1,015,385
15| |
17 |
18 Ghi chu: Ngay céng chén 13 26 ngay.

Cac budce thuc hién nhu sau:

Buwoc 1: Xac dinh ,Vl‘mg dit liéu can loc, & day vung dir li€u cua
chung ta tir 6 B4 dén 117 (B4:117).

Buée 2: Tao ving diéu kién, day 1a bude quan trong lién quan
den két qua dir liéu duogc loc ra. Véi loc nang cao chung ta s€ co
nhiing dicu kién loc sau day:

- Nhiéu diéu kién loc cho mot cot: Gia su chung ta mudn loc
nhiing nguoi c6 Ho tén 1a Luong Minh Tam, Pham Xuan Tién,
Lé Viét bang. Khi d6 ban can xdy dung ving diéu kién loc nhu
hinh du¢i day:

Suamaytinhtainha.info Page 211



Gido trinh Excel 2013

Nguy&n Manh Hing

Hoang Van Thuy

Nguyén Ngoc

Pham Van Huy

(- TC T - T 7 R S T8 ]

Pham Ngoc Thach

Vung diéu kién loc bat dau tir 6 L4 dén 6 L7 (L4:L7), néu dé y
ban sé& thay tén cdt trung vai tén cdt trong bang dir li¢u can lgc,
tot nhat ban nén Copy tur bang dit liéu can loc dé dam bao tinh
chinh xéc. Ti€p theo la tén nhitng nguoi can loc dugce viét trén
cac dong ti€p theo.

- Hai hay nhiéu cot thoa man diéu kién: Gia st chung ta can tim
nhirng nhan vién c6 tén la “Minh” lam viéc “23” ngay cong va cod
phu cap 16n hon 100.000 vnd.

Khi d6 chung ta can xay dung ving diéu kién nhu hinh dudi day:

K L M N

Ho tén Ngay cdng Phu cip

4 *Minh 23 =100000
3

- ‘Théo man mot didu kién & mot trong cac cdt: Gia st chung ta
can tim nhirng nhan vién c¢6 luong thang >1.000.000 vnd, hodc co
phu cap > 200.000 vnd, hodc c6 ngay cong =26.
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Khi d6 chung ta can xay dung ving diéu kién nhu hinh dudi day:

k | ¢ | wm | N | o |

. - Ngay
Luorng chinh Phu

27 ng chin  cap cong
28| >1000000

29| >200000

30 26

31

- Hai hay c6t déu phai thao man mot hodc nhiéu danh sach diéu
kién cho trudc Gmg voi timg cot. Gia st chung ta can loc nhiing
nhan vién c¢6 Luong co ban >1.000.000 va thyc linh >1.200.000
hodc nhiing nhéan vién cé luong co ban <900.000 va thuc linh
<900.000.

Khi d6 chung ta can xay dung ving diéu kién nhu hinh dudi day:

)| K| L |
34
| Luro'ng cof ban Lwrorng chinh
36 =1000000 =1200000
37 <900000 <900000
38

Buoc 3: Thuc hién loc dir liéu

Ttr thanh Ribbon nhip chon Tab nhém Data tim téi nhom 1énh
Sort & Filter.
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DATA
§ Clear ¥
2 Y . Em=
eapph
Il Sort Filter o Text to
o Y;'Advanced Celumns

Sort & Filter

Hop thoai Advanced Filter xuét hién nhu hinh dudi day:

' —
Advanced Filter _
il .

Action
(@ Filter the list, in-place

() Copy to another location

]
1}

i

List range: SB53:51516

i Criteria range:

|
#)

Ll

|

Copy to:

]
[ |:| Unigque records only

[ OK ] [ Cancel

- Filter the List, In- Place: Cho phép ban dit cac mau tin duoc loc
(cac mau tin thoa man dicu kién) ngay trén co s¢ dir li€u ci, va
tam thoi che cac mau tin khac khong thoa dicu kién trong co sé
dir liéu cii.

- Copy to Another Location: Cho phép dit cic mau tin duoc loc
(cac mau tin thoa diéu kién) & mdt noi khac va noi nay dugce chi
dinh trong hop Copy to.

- List Range: Chira viing dit liéu tham gia vao dé loc trong co s
dir liéu.

Ban c6 thé diéu chinh dia chi 6 trong hop nay dé gidi han céac
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mau tin tham gia vao dé loc bang hai cach sau:

+ Nhap chudt vao hop List Range dé chén con nhay va nhap dia
chi tuyét doi 6 vao khung tir ban phim.

+ Nhip chudt vao hdp List Range dé chén con nhay, di chuyén chudt
dén goc trén bén trai ciia mAu tin dau tham gia vao dé loc, nhap chudt
trai & xudng goc dudi bén phai ctia mau tin cudi tham gia vao dé loc
trong co s¢ dir licu, tha chudt. Vung duogc chon s€ co vién den tréng
chay xung quanh.

- Hop Criteria Range: Chuta dia chi tuyét ddi 6 cia vung tiéu
chuin hay con goi 1a ving chira cac didu kién. Ban can phai dién
15 dia chi khdi 6 nao chira dleu kién dé Excel can cu cao cac diéu
kién d6 ma loc ra nhitng mau tin theo ding yéu cau.

+ Nhap chudt vao hop Criteria Range dé chén con nhay va nhap
dia chi tuyét doi 6 chura diéu kién vao khung tir ban phim.

+ Nhép chudt vao hop Criteria Range dé chén con nhay, di
chuyén chudt dén goc trén bén trai ciia dau khdi 6 chira didu
kién, nhap chudt trai ré xudng goc dudi bén phai ciia cudi khéi 6
chtra diéu kién trong co s¢ dir li¢u, tha chudt. Vung dugc chon co
vién den tring chay xung quanh.

- Copy to: Néu chon chtrc nang Copy to Anther Location ¢ phan
trén, thi hop Copy to cho phép ban chi dinh dia chi 6 dé chira cac
mau tin dugc lgc.

- Unique Records Only: Néu chon hop kiém nay thi Excel cho
phép hién thi mot mau tin duy nhét trong cac mau tin gidng nhau.

Ngqu lai khéng chon thi Excel cho hién thi hét tat ca cac mau
tin giong nhau.

- Lua chon céc chirc nang trong hop thoai xong, nhap OK dé thuc
hién

Luu y: Mudn bo diéu kién loc dé hién thi toan bd dit liéu ban
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nhip chon nit Clear.

DATA
o O [
Z+ |A|Z E2
] Y Reapply &
il Sort Filter Text to

T; Advanced  calumne

Sort & Filter

Bai 4 — Cong thirc va ham
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4.1. Mot s6 khai niém
4.1.1. Dia chi 0
Dia chi twong doi

Ban goi Al la dia chi tuong ddi cua 6 A1, A1:B3 1a dia chi tuong
dbi ctia ving dir liéu tir 6 A1 dén 6 A3. Pugc str dung khi chung
ban tham chiéu téi mot 6 hay mot vung dir li€u nao d6. Khi ban
kéo Fillhand cho cac 6 khac dia chi s& thay ddi chi sé hang cot
theo.

Dia chi tuyét doi
Co dang: $CHt$Dong

La loai dia chi khi ding trong cong thire tinh toan, sao chép cong
thtrc di noi khac, n6 khong thay doi dia chi.
Vi du: Ban c6 bang tinh sau nhung nhép cong thirc cho 6 D1 la:

=$BS1, thi khi Copy cong thuc dén bat ky 6 nao trong bang tinh,
dia chi nay khong thay ddi va cho két qua ludn giéng nhau:

A B C D E F

1 1 5 5

2 3 3 ]

3 13 i) 5

4 45 7 ]

5 | 34 2 s ]

6 =

Dia chi hon hop

Dia chi hdn hop c6 hai loai.
Loai 1: Pia chi tuyét ddi cot, tuong doi dong.

Co dang: $Cot Dong
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La loai dia chi ma khi ban ding trong cong thirc tinh toan sao
chép cong thuc di noi khac n6é khong bi thay do6i dia chi cdt ma
chi thay doi dia chi dong.

D1 - I =5B1

Formula Bar
C

1
3
13
45
34

o L | e
M = @ W Ln

o
Lnownown U'I.U'I

Loai 2: Dia chi twong dbi cot, tuyét ddi dong
Co6 dang: Cot$Dong

La loai dia chi ma khi ban dung trong cong thirc tinh toan, sao
cheép cong thirc di noi khac nd khong bi thay doi dia chi dong ma
chi thay doi dia chi cot.

D1 - fe || =B%1
A B c D E
1 1 5 | 5_|
2 3 3 5
3 13 6 5
4 a5 7 5
5 34 2 5

4.1.2. Dia chi vung dir liéu

- Panh dau 6 hay khéi 6 can dat tén.

- Nhép chuét vao khung Name Box trén thanh cong thirc.
- Nhap tén cho 6 hay khbi 6.

- Pit tén xong, nhin Enter dé chap nhan.
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Al - |1
A B o D

1 1 5 5
2 3 3 5
3 13 6 5
4 as 7 5
5 34 2 5
6

4.2. Cac phép toan
4.2.1. Dir liéu chudi

Dit liéu chudi cho phép ban thyc hién dugc trén cac phep toan
quan hé va phép toan noi chudi.

Toan tir quan hé

=: Bing

<: Nho hon

<=: Nho hon hoic bang
> Lén hon

>= Lén hon hodc bang
<> Khéc nhau

Thuc hién phép so sanh, két qua sé€ la: Néu ding cho ra gia tri
TRUE, nguoc lai sai cho ra gia tri FALSE.

4.2.2. Dir liéu s6 hoc

Dit liéu s6 cho phép ban thyc hién dugc trén cac phép toan: Toan
hoc, luén ly, va quan hé¢.
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Toan tir s6 hoc c6 cac ky hiéu
+: Phép cong

-: Phép trur

*: Phép nhéan

/: Phép chia

%: Phan trim

A: S mil

Toan tir NOT

S6 0 mang gia tri True va cac s6 khac 0 mang gia tri False. Tai 0
A5 ban nhz_?}p 0, ,6 A6 ban nhdp 1. Tai 6 BS ban gd cong thuc:
NOT(AS5) r6i nhan Enter ban kéo Fillhand cho 6 con lai.

B6 - fo || =NoT(AS)
A B c D E

1

2

4

5 1 FALE

6 | of_true |

7

Toan tir AND

Ban nhép lai gia tri vao 6 B5 1a 1 6 B6 14 1, di chuyén t4i 6 C5 va g
Va‘lq cong thl'{c: =IF(AND(A5=1,B5=1) ,TRUE, FALSE), sau d6 ban
nhap Enter, r6i kéo Fillhand cho 6 con lai:
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c6 - e || =IF(AND(A6=1,B6=1), TRUE, FALSE]
A B ¢ D E F G H
1
2
4
5 1 1__TRUE
6 | 0 1 FaLse |
7 =
Toan tir OR

Vi bang dir li€u nhu hai vi du trén, ban di chuyén chudt t6i 6 C5 va
nhép lai cong thire sau: =OR(A5=1,B5=1,TRUE, FALSE), nhap xong
nhan Enter.

c6 - £ || OR(A6=1,B6=1TRUE, FALSE)
A B c D E F G

1

2

4

5 1 1__TRUE

6 | 0 1 True |

7 =5}

Toan tir quan hé cé cac ky hi¢u:
= Béng

<: Nhé hon

<=: Nhé hon hoic bing

>: Lén hon

>=: Lén hon hoic bang
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<>: Khéac nhau

Thuc hién phép so §é1nh, két qua s& 1a: Néu dung cho ra gia tri 1a
TRUE, nguoc lai néu sai cho gia tri la FALSE.

D7 - fe =IF(B7=C7,TRUE,FALSE)

"]

A B C D E F

FALSE
TRUE
FALSE
FALSE
FALSE
| [ Faise _|

[ LTI I ¥,
B R oW

e R T I TV I R

L

Do wu tién cia cac toan tir

Trong cong thirc todn tir ndo c6 do uu tién cao, dugc thyc hién
trude. Cac toan tir cd do uvu ti€n bang nhau, Excel ty dong thuc
hién tur trai qua phai.

Toan tir Do wu tién
0 1 (cao nhat)
A 2
*va/ 3
+va - 4
=, <, <=, >, >=, <>VvaNOT, AND, OR | 5 (thdp nhat)

4.2.3. Dir liéu ngay thang
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Ban c6 thé sir dung cac phép toan sb hoc (cong va trir) va cac
phép todn tir quan hé.

Vi du: Bang tinh trén cdt A va B 1a nhiing dit li¢u dugc nhap tir ban
phim. Trudc khi thyc hién cong thirc hay chon kiéu hién thi cho 6 do.
O Al va Bl chon kiéu hién thi Ngay/ Thang/Nam (trong hdp thoai 1a:
14/3/2001, Vietnamese, Date).

O A2, B2 chon kiéu hién thi Ngay/Thang/Nam (trong hop thoai
la: 14/march/2001, Vietnamese, Date).

O A3, B3 chon kiéu hién thi Ngay/Thang/Nam (trong hdp thoai
la: 14/Mar/01, Vietnamese, Date).

O C1,C2, C3 chon kiéu hién thi s6 (trong hop thoai 1a: - 1234,
Number).

O D1,D2,D3 chon kiéu hién thj Ngay/Thang/Nam.
Cong thirc 6 C1 =B1- Al

Cong thuc 6 C2 =B2- A2

Cong thue 6 C3 =B3- A3

Cong thuc 6 D1 =A1+5

Cong thuc 6 D2 =B2+ 5

Cong thuc 6 D1 =A3+5

Cong thuc 6 E1 =A1<Bl1

Cong thuc 6 E2 =A2>B2

Cong thiic 6 E3 =A3=B3.
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E4 - ¥
A B C (] E F
1 2/1/2013 9/1/2013 31 06/08/2013 TRUE
2 | B-January-2013  9-January-2013 31 06/09/2013 FALSE
3 8-lan-13 9-Jan-13 31 06/10/2013 FALSE
4] ]
5

Lueu Y2 Muén cho 6 hay khéi 6 hién thi sé binh thuong hdy nhdn
Ctrl+ Shift+ ~.

4.3. Cong thire, ham

4.3.1. Cong thirc trong Excel

Cu phép: = (Cong thtrc).

Phan loai:

- Cong thirc chi gdm cac s6: Loai cong thirc ndy gdm céc toan tir
va toan hang

- Cong thirc chi c6 cac dia chi 6: Loai cong thirc ndy gdm céc
toan tur va cac dia chi 6 hodc dia chi cac vung.

- Cong thirc vira ¢6 dia chi 6 vira c6 sd: Loai cong thic nay gom
cac toan tu, cac dia chi 6 hodc dia chi cac vung va cac con so.

- Cong thuc chi co cac ham: Loai cong thuc nay su dung cac ham
trong Excel.

- Cong thire tong quat: Thanh phan cua cac loai cong thic nay
bao gdbm cac ham, cac phép toan, so, ky tu, 6 dia chi.

Cdch nhdp céng thirc: Dé c6 thé nhap cong thircc cho mot Cell
nao d6 ban nhap dup chudt hoic di chuyén chudt dén Cell dé
nhan phim F2. Khi dau nhic chudt xuit hién hiy nhap cong
thtre cho Cell bt dau véi dau (=).
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B2 - X K =A2+B2
A B C D E
— e ———T
2 [ 120} 75i=A0+B7
— (o [y m—
4

Vi du tai 6 C2 chung ta c6 cong thuc la: A2+B2

Pé chinh st cong thic ban thao tic twong tu nhu cach trén
hoac c6 thé nhap chon 6 chtta cong thuc can sua sau do tién
hanh stra cong thirc trén thanh Formula.

c2 - X v .f':

1
| |
2 | 120| 75|=A2+82

=
=

Luu y: Mot cach don glan hon dé nhép cong thire cho Cell la
ban chon t6i Cell d6 rdi gd truc tiép cong thirc. Tuy nhién
cach nay khong dung dé chinh sira cong thirc.

4.3.2. Ham trong Excel

Khai niém

Ham la mot cong thirc dugc dinh nghia san trong Excel nham
thyc hi€én mot chic ning tinh toan riéng biét nao d6. Trong qua

trinh tinh toan va xir Iy d6i khi cac ham do Excel cung cap khong
dap trng duoc vi vay ban c6 thé viét ra nhitng ham mai thich hop
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cho riéng minh.

Céu tric

CU phép: = Tén ham (d6i s6 1, d6i s6 2, ..., ddi s6 n)

Gidai thich:

- Déu (=): Bét budc phai c¢6 truéec ham, néu khong c6 dau bang
Excel s€ hiéu do 1a mdt chuoi binh thuong, noé khong tinh toan gi
ca.

- Tén ham: Mudn sir dung mot ham nao d6 ban phai ghi tén ham

do6 ra, tén ham khong c6 khoang tréng dé Excel nhan dién va thuc
hién diing ham can dung.

- Du ngodc don bat "(": Sau tén ham la dau ngodc don md, nd
phai dugc dirng ngay sau tén ham khong dugc c6 khoang trang.

- Cac ddi sb (d6i s 1, ddi sb 2, ..., ddi s6 n): La gia tri hay 6
hodc khoi 6 dugc ham st dung, ngoai ra ching ban c6 the st
dung cac ham lam do6i s6 cho ham khac hay néi khac di 1a ham
16ng nhau, trong Excel cho phép toi da 7 murc ham 1ong nhau.

- D4u ngodc don dong ")": Dung dé két thiic mot ham.

Sir dung ham

Pé su dung cac ham trong Excel, ban co thé nhép truc tiép tén
ham va céc doi so tir ban phim.

C2 - > ' Fe =sum(A2:B2)
A B C D E

1

2 | 120 75| =sum({22:52)

3 SUM({numberl, [numberZ], ...)
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Hoac dung hop thoai Insert Function. bé goi hop thoai Insert
Function ban lam nhu sau:

- Tr thanh cong cu Ribbon nhap chon Tab Formula, tim t6i nhom
Function Library nhap chon 1énh Insert Funtion

FORMULAS
f 2 AutoSum - E Logical - @ Lockup & Reference =
Ins‘:"t Recently Used - Text~ Iﬂ Math & Trig ~
i IE Financial = E Date & Time I!MDI’EFLIHCtiDnE*

Function Library

Hoac tir thanh cong cu Formula Bar nhép chon biéu tuong Insert
Function.

c2 - Fe || =sum(A2:B2)

A B o Insert Function F

1
2 | 120 75 195

3

A

Hop thoai Insert Function xuét hién nhu hinh duéi day:
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,

Search for a funcdtion:

~
Type a brief description of what you want to do and then
click Ga

Or select a category: | Most Recently Used E|

Select a function:

AVERAGE
IF
HYPERLINK
COUNT
MAX

SIN

SUM{numberl.number2,...)
Adds all the numbers in a range of cells.

Help on this function

- Nhap vao mii tén hinh tam gidc cua chuc nang Or select a
function dé xuat hién danh sach cac nhom ham.
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-
Insert Function

Search for a function:

click Go

Or select a category:

Select a function:

HYPERLIMNE
COUNT
AN

SIN

SUM{numberl, numk

Maost Recently Usad

Financial
Date & Time

MMath & Trig
Statistical

Lookup & Refarence
Database

Text

Logical

Information

(2R

Type a brief description of what you want to do and then

m

Adds all the numbergEngineering 35

Help on this function

- Trong khung Select a function thé hién cic ham ctia nhom ham
dugc chon trong khung Or Select a function. Phia du6i khung
Select a function cho ban biét nhitng thong tin vé ham dugc danh

dau trong khung Select a function.
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N

Search for a function:

Type a brief description of what you want to do and then Go
click Go

Or select a categony: | Most Recently Used Izl

Select a function:
SUM
AVERAGE
IF
HYPERLIMNK
COUNT
P4
SIN

(numberl.number2....)
dds all the numbers in a range of cells:

Help on this function I QK I ’ Cancel ]

- Ban ciing c6 theé nhap vao Help on this Function dé biét thém
cach str dung ctia ham.

T

Search for a function:

Type a brief description of what you want to do and then Go
click Go

Or select a categorny: | Most Recently Used |Z|

Select a function:

SUM
AVERAGE
F
HYPERLINK

SUM(numberl,numberZ....)
Adds all the numbers in a range of cells.

[ ok || canca |
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- Chon mét ham thich hop can sir dung, nhép OK hop thoai
Function Arguments hién lén.

-
Function Arguments -. - L4 L 2| S
SUM
Numberl | AZ:B3 = [120,75}
Number2 =

= 195
Adds all the numbers in a range of cells,

Numberl: numberl,number2,... are 1 to 255 numbers to sum. Logical values and
text are ignored in cells, included if typed as arguments.

Formula result = 195

{ Help on this function

(o 0 o ]|

- Trong hop thoai, nhap cac thong sb can tinh toan cho ham.

- Nhap dir liéu xong, nhip OK hay nhan phim Enter dé thuc hién
tinh toan.

Hién thi tit ca cac cong thirc trong bang tinh
Pé hién thi tit ca cong thirc c6 trong bang tinh ban lam nhu sau:

- Tir thanh c6ng cu Ribbon nhip chon Tab formula, trong Tab nay
tim t&1 nhom Formula auditing.

- Danh sach 1énh trong nhom xuét hién ban nhép chon 1énh Show
Formulas hoac nhan t6 hop phim Ctrl + ~.
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FORMULAS

E‘.:E' Trace Precedents E
ol% Trace Dependents Y1 -
I_';\ Remove Arrows = II;E]
Formula &uditing
Hién thi dwong din t6i cac thanh phin cong thirc
- Chon 6 chira cong thirc cdn xem

- Tu thanh cong cu Ribbon nhép chon Tab Formula, tim t&i Tab
Formula auditing.

- Nhép chon Iénh Trace Precedents.

FORMULAS

Oy
#.0 Trace Precedents E
(=]
o
ot Trace Dependents “! -
R Remowve Arrows - (&)

Formula Auditing

Vi du dudi day 6 C2 c6 cong thuc 1a : =SUM(A2:B2)+C6
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c2 A 2 =SUM(A2:B2)+C6
A B C D E F
1
e

2 | LU Fi5) 20?'

4

3

3] 12

Luru ¥: Dé xba cac duong dan nay ban nhip chon 1énh Remove all
arrows

FORMULAS

Oy
+0 Trace Precedents @
(=]
o,
olt Trace Dependents ™! -
E.( Remuove Arrows -

Formula Auditing
Hién thi duwong din ciia cic thanh phén trong cong thirc téi két
qua.
- Chon 6 thanh phan trong cong thirc can xem.

- T thanh cong cu Ribbon nhip chon Tab Formula, tim téi Tab
Formula auditing.

- Nhép chon 1énh Trace Dependents.
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FORMULAS

E':“Trace Precedents E m
oo

nﬂE Trace Dependents b - )
Watch
R Rermowve Arrows - Window

Farmula Auditing

Ciing v6i vi du trude chung ta xem 6 C6 14 thanh phan cta két qua
nao.

120 75 207

| 12

B - R, IR TU R A=

Luu y: Dé x06a cac duong dan nay ban nhdp chon Iénh Remove all
arrows

FORMULAS

o
%0 Trace Precedents (5]

g W,
=it Trace Dependents ™1 -
E.( Remowve Arrows -

Formula Auditing

4.4, Phan loai ham

- Nhém ham Financial (tai chinh): Nhom ham nay cung cép cho
ban cac ham nham tinh toan v€ mat tai chinh nhu: tinh tién dau tu, tinh
tién loi nhuan.
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- Nhém ham Date & Time (ngay thang va thoi gian): Nhdm ham
nay cung cap cho ban cac ham nhim tmh toan vé thoi gian gitra
hai mdc ngay, d6i mot ngay sang dang sd..

- Nhom ham Math & Trig (toén hqg va lugng giac): Nhom
ham nay cung cap cho ban cac ham nham tinh toan vé toan hoc
va k¥ thuét can ban.

- Nhém ham Statistical (théng ké): Nhom ham nay cung cip
cho ban cdc ham nham tinh todn v€ thong ké nhu tinh toan xéc
suat..

- Nhém ham Lookup & Reference (tim kiém va tham chleu)
Nhom ham nay cung cap cho ban nhung thong tin vé bang tinh
nhu: tra vé sb cot ciia mot tham chiéu. .

- Nhém ham DaTabase (co' s¢ dir liéu): Nhom ham nay cung
cip cho ban cac ham nhiam tro giip nhimg thong tin vé co so dir
liéu chang han: Tinh gia tri nhé nhat va 16n nhat trong co so di
liéu...

- Nhém ham Text (van ban): Nhom ham nay cung cap cho ban
cac ham nham quan ly van ban.

- Nhom ham Logical (luén ly): Nhém ham nay cung cap cho
ban cac ham nham tinh toan cac gi4 tri bang cac biéu thirc luan Iy
dua trén nhitng diéu kién cua bang tinh.

- Nhém ham Information (théng tin): Nhom ham nay cung cap
cho ban cac ham nhim tinh toan va tra vé cac thong tin chung
trong bang tinh.
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Bai 5 — Tim hiéu mdt s6 ham co ban
5.1. Nhém ham tai chinh
Ham DB

Tinh khiu hao cho tai san st dung theo huéng khiu hao giam
dan cho ting ky c6 dinh tai mot thoi diém nhat dinh.

Cu phap: =Db(Cost, Salvage, Life, Period, Month).

Gidi thich:

- Cost: Nguyén gié tai san c¢b dinh

- Salvage: Gia tri con lai cta tai san dén thoi diém tinh khau hao.
- Life: Thoi han st dung cua tai san

- Period: Thoi ky ban tinh chi phi khau hao.

- Month: S thang trong nam dau tién. Néu bo qua muc nay thi
duoc hiéu la 12 thang.

Ham DDB

Ham DDB tra Vé‘ gia tri khau hao cia mot tai khqén cho mot thg‘ri
han nhat dinh bang cach dung phuong phdp ké toan giam gap
doi.

Cu phap: =DDB (Cost, Salvage, Life, Period, Factor)

Gidi thich:

- Cost: Nguyén gi tai san ¢6 dinh
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- Salvage: Gia tri con lai cua tai san sau khi khéu hao.
- Life: Thoi han st dung cua tai san
- Period: Thoi ky ban tinh chi phi khau hao.

- Factor: La kiém soat ty suat tinh chi phi khau hao, bo d6i s6 nay
thi Excel méac dinh 1a 2.

- Hai muc Life va Period phai duoc tinh cing thoi diém chang
han: ngay, thang hay nam.

Ham FV

Ham FV tinh gia trj tuong lai cia mot khoan dau tu.
Cu phap: =FV (Rate, Nper, Pmt, Pv, Type)

Gidi thich:

- Rate: Ti 16 1ai suét trong mot thoi han.

- Nper: La tong s6 thoi han thanh toan ciia mot chu ky kinh
doanh.

- Pmt: La khoan thanh toan cho mdi thoi han (bao gdm vén va lai
suat). Khong thay doi trong suot thoi ky kinh doanh.

- Pv: Gia tri hién hanh ctia khoan dau tu. Néu bo qua ddi sé nay
thi mic dinh 1a 0.

- Type: Mic dinh thoi diém phai tra. C6 hai gia tri 1 va 0.
+ Néu Type=1: Thanh toan vao dau mdi thoi diém.

+ Néu Type=0: Thanh toan vao cudi mdi thoi diém.

Ham IPMT

Ham IPMT tra vé gia tri khoan 1ai thanh toan trong mot thoi han
da cho.
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Cu phap: =IPMT (Rate, Per, Nper, Pv, Fv, Type)
Giai thich:

- Rate: Ti 18 1i suét

- Per: Thoi han mudn tim 13i suét.

- Nper: Tong sb ky han.

- Pv: Gia tri nién khoan hi¢n nay. Khi tinh khoan thanh toan vay,
Pv s€ hién thi s0 khoan vay.

- Fv: Gia trj nién khoang trong twong lai hay s6 du sau lan thanh
toan cudi cung, bo qua doi nay thi mac dinh 1a 0.

- Type: Xéc dinh thoi diém thanh toan. C6 hai gia tri 1 va 0.
+ Néu Type=1: Thanh toan vao dau mdi thoi diém.

+ Néu Type=0: Thanh toan vao cudi mdi thoi diém

+ Néu bo qua ddi nay thi Excel hiéu Type=0.

Ham IRR

Ham IRR s& tra vé ti suat doanh loi ndi tai dua trén mot loat luu
chuyén tién mat.

Cu phép: =IRR(Values, Guess)

Gidi thich:

- Values: Mot mang hay tham chiéu dén cac 6 gia tri luu chuyén
tién mat.

- Guess: Két qua wéc tinh. Bé qua gia tri nay thi Excel mic dinh
142 10%.

Ham ISPMT
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Ham ISPMT tinh toan 13i sudt phai tra trong mot thoi gian da
cho.

Cu phép: =ISPMT(Rate, Per, Nper, Pv).
Gidi thich:

- Rate: Lai suat dinh ky.

- Per: Thoi han mudn tim 13i suét.

- Nper: Tong sb ky han.

- Pv: Gia tri nién khoéan hi¢n nay. Khi tinh khoan thanh toan vay,
Pv s€ hién thi s6 khoan vay.

Ham MIRR

Tra vé ti 18 doanh thu ndi tai cho mdt loat luu chuyén tién mat.
Chtrc nang nay bao gom gia tri dau tu va tién 101 cua tai dau tu
tién mat.

Cu phép: =MIRR( Values, Finance_rate, Reinvest_rate)

Gidi thich:

- Values: Mot mang hay tham chiéu dén cac 6 gia tri luu chuyén
tién mat.

- Finance rate: Lai sudt phai tra cho khoan tién sir dung trong luu
chuyén tién mat.

- Reinvest_rate: L4i sinh ra do tai dau tu tién mat.

Ham NPER

Ham NPER dung dé xac dinh s thoi han cho mot khoan dau tu
dua trén mot khoan chi dinh ky khéng doi va mét ti 1€ 1ai suat
khong doi.

Cu phép: =NPER(Rate, Pmt, Pv, Fv, Type)
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Gidai thich:
- Rate: Lai suét dinh ky.

- Pmt: La khoan thanh toan cho mdi thoi han (bao gom vén va 1ai
suat). Khong thay doi trong suot thoi ky kinh doanh.

- Pv: Gi4 trj nién khoan hién tai, hay tong sb gia tri tir bay gid dé
tinh cho cac khodan thanh toan trong tuong lai. Khi tinh khoan
thanh toan vay, Pv s€ hién thi s6 khoan vay.

- Fv: Gia tri nién khodng trong tuong lai

- Type: Xéc dinh thoi diém thanh toan. C6 hai gia tri 1 va 0.
+ Néu Type=1: Thanh toan vao dau mdi thoi diém.

+ Néu Type=0: Thanh toan vao cudi mdi thoi diém

+ Néu bo qua ddi nay thi Excel hiéu Type=0.

Ham NPV

Ham NPV tinh gia tri hién tai cua mot khoan dau tu. Ham nay su
dung dé tinh mat ti 1¢ chiét khau hodc chi tra trong tuwong lai, va
gia dinh vi¢c thanh toan vao cuoi ky.

Cu phéap: =NPV(Rate, Valuel, Value2...)
Gidi thich:
- Rate: L4i suét dinh ky.

- Valuel, Value2...: La gi4 tri thanh toan ¢ mdi ky. Trong ham
nay ban c6 the st dung dugc 29 doi so.

Ham PMT

Ham nay dung dé tinh khoan thanh toan cho mét s tién vay.
Trong tinh todn gia su ti 1€ 131 suat va so chi khong doi.

Cu phép: =PMT(Rate, Nper, Pv, Fv, Type)
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Gidai thich:
- Rate: Lai suét dinh ky.

- Pv: Gia tri nién khoan hi¢n nay. Khi tinh khoan thanh toan vay,
Pv s€ hién thi s0 khoan vay.

- Fv: Gia tri nién khoang trong tuong lai

- Type: Xac dinh thoi diém thanh toan. C6 hai gia trj 1 va 0.
+ Néu Type=1: Thanh toan vao dau mdi thoi diém.

+ Néu Type=0: Thanh toan vao cudi mdi thoi diém

+ Néu bo qua ddi nay thi Excel hiéu Type=0.

Ham PPMT

Ham nay dung dé tinh tong khoan tién phai tra trong mot ky han
da cho do61 voi mot khoan dau tu.

Cu phép: =PPMT (Rate, Pen, Nper, Pv, Fv, Type)

Gidi thich:

- Rate: Lai suét dinh ky.

- Pen: Ky han tinh 13i suit.

- Nper: Tong sb 1an phai chi tra.

- Pv: Gia tri nién khodan hi¢n nay.

- Fv: Gid tri nién khodng trong tuong lai

- Type: Xac dinh thoi diém thanh toan. C6 hai gia trj 1 va 0.
+ Néu Type=1: Thanh toan vao dau mdi thoi diém.

+ Néu Type=0: Thanh toan vao cubi mdi thoi diém

+ Néu bo qua ddi nay thi Excel hiéu Type=0.
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Ham PV

Ham PV dung dé tinh gia tri thuc cua mot khoan dau tu
Cu phép: =PV(Rate, Nper, Pmt, Fv, Type)

Gidi thich:

- Rate: Lai suat dinh ky.

- Nper: Tong sb ky han.

- Pmt: La khoan thanh toan cho mdi thoi han .

- Fv: Gia trj nién khoang trong twong lai hay s du sau lan thanh
toan cudi cung, bo qua doi nay thi mac dinh 1a 0.

- Type: Xéc dinh thoi diém thanh toan. C6 hai gia tri 1 va 0.
+ Néu Type=1: Thanh toan vao dau mdi thoi diém.

+ Néu Type=0: Thanh toan vao cudi mdi thoi diém

+ Néu bo qua ddi nay thi Excel hiéu Type=0.

Ham RATE

Ham nay xac dinh 1ai suat cia mot khoan vay dya vao so lan
thanh toan, khoan thanh toan va khoan vay goc.

Cu phép: =RATE(Nper, Pmt, Pv, Fv, Type, Guess)
Giai thich:

- Nper: Tong s6 ky han.

- Pmt: La khoan thanh toan cho mdi thoi han .

- Pv: Gia tri nién khoan hi¢n nay. Khi tinh khodn thanh toan vay,
Pv s€ hién thi so6 khoan vay.

- Fv: Gia tri nién khoang trong twong lai hay s6 du sau lan thanh
toan cudi cung, bo qua do1 nay thi mac dinh 1a 0.
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- Type: Xac dinh thoi diém thanh toan. C6 hai gia tri 1 va 0.
+ Néu Type=1: Thanh toan vao dau mdi thoi diém.

+ Néu Type=0: Thanh toan vao cudi mdi thoi diém

+ Néu bo qua ddi nay thi Excel hiéu Type=0.

- Guegs: Du doan cua ban vé 13i suat dinh ky la bao nhiéu, néu bo
qua doi nay thi Excel s€ mac dinh 1a 10%.

Ham SLN

Ham SLN tra vé chi phi khau hao cho mét tai san trong khoang
thoi gian quy dinh. Ham nay dung mé hinh khéu hao déu nghia la
gia tri khau hao ¢ tat ca vac ky la nhu nhau.

Cu phap: =SLN(Cost, Salvage, Life)

Gidi thich:

- Cost: Nguyén gia tai san cb dinh.

- Salvage: Gia tri con lai cua tai san sau khi khéu hao.
- Life: Thoi han sir dung cua tai san.

Ham SYD

Ham SYD tra vé khdu hao cia mot tai san cho mot thoi han nhét
dinh bang cach dung phuong phéap tong s6 nam.

Cu phap: =SYD(Cost, Salvage, Life, Per)

Giai thich:

- Cost: Gia tri ban dau cua tai san.

- Salvage: Gié tri con lai cua tai san sau khi khéu hao.
- Life: Thoi han st dung cua tai san.

- Per: Thot han (stir dung cung don vi voi Life).
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Ham VDB

Ham VDB tra vé téng chi phi khiu hao cho mét tai san sir dung
trong nhiéu ky.

Cu phép: =VDB(Cost, Salvage, Life, Start_Period, End_Period,
factor, No_Switch)

Gidi thich:

- Cost: Gia tri ban dau cua tai san.

- Salvage: Gid tri con lai cua tai san sau khi khéu hao.
- Life: Thoi han stir dung cua tai san.

- Start_Period: Ky han dau tién tinh chi phi khau hao.
- End_Period: Ky han cudi cung tinh chi phi khau hao.

- Factor: Di s6 kiém soat ty suat tinh chi phi khdu hao. Néu bo
qua doi so nay thi Excel s€ mac dinh 1a 2.

- No_Switch: Ddi sb nay 1a mot gia tri logic ¢6 hai gia tri TRUE
hoac FALSE, cho phép ban dung phuong phap khau hao déu
(duong thang) hoac khong dung.

+ Néu No_Switch=TRUE thi Excel khong str dung phuong phap
khau hao déu (duong thang).

+ Néu No_Switch=FALSE hay bo qua déi nay thi Excel s& sir
dung phuong phéap khau hao déu.

5.2. Nhbm ham ngay thang
Ham Date

Ham nay tra vé két qua la ngay thang dugc dinh dang tmg véi
ngay thang nam nhap vao.

Cu phép: =DATE(Year, Month, Day)
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Gidi thich:
- Year: S6 niam, s6 nim nay nim trong khoang tir 1990 dén 1999.

- Month: S thang trong nim, néu gia tri nay 16n hon 12 thi Excel
tur d6i 1a 12 thang =1 nam va tra vé két qua s6 nim + s6 nam da
quy ddi va s6 thang trong nam.

- Day: S ngay trong thang. Néu sé nay 16n hon sb ngay trong
thang, lac nay Excel ty dong d6 30 hay (28, 29, 31) ngay=1
thang, va tra vé két qua la s thang+ sb thang da qua d6i va sb
ngay trong thang.

Ham DATEVALUE

Ham ndy tra v& s thir ty (vi ngay 1 thang 1 ndm 1900 14 s6 thir
tu 1, ngay 2/1/1900 la ngay s6 thir 2..., ngay 1/2/1900 la ngay
thtr 32) cua chuoi ngay da nhap.

Cu phép: =DATEVALUE(Date_text)

Gidi thich:

- Date_text: La chudi ngay thang mudn chuyén thanh s thir tu.
Ban c6 thé nhép thir vao ngay 17/07/2006 1a ngay thi bao nhiéu
ung voi ham trén.

Ham DAY

Tra vé gi tri ngay cua dir liéu loai ngay thang nam, chudi sb co
thé 1a mot chudi van ban chang han: "4- 5- 03" hoac "15- Apr-
1995", Excel s€ tu dong chuyén thanh dir li¢u ngay thang nam.

Cu phap: =DAY (Serial_number)

Gidi thich:

- Serial_number: La gia tri ngay, tham chiéu 6 chtra ngay thang
hay van ban trong cdp dau ngoac.
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Ham HOUR

Ham nay c6 tac dung tra vé gia tri gio.

Cu phép: =HOUR(Serial_number)

Gidi thich:

- Serial_number: La gia tri gio, tham chiéu 6. Ban nhap gid phut,
gidy ham nay s€ tra vé gia tri gio dugc dua vao.

Ham MINUTE

Ham nay c6 tac dung tra vé gia tri phut.

Cu phép: =MUNITE(Serial_number)

Gidi thich:

- Serial_number: La gid tri gio, tham chiéu 6. Ban nhdp gid phut,
gidy ham nay s& tra vé gia tri gio dugc dua vao.

Ham MONTH

Ham nay tra vé gia tri thang ctia dir liéu loai ngay thang nam

Cu phap: =MONTH(Serial_number)

Gidi thich:

- Serial_number: La gia tri gi0, tham chiéu 6. Ban nhép gid phiit,
gidy ham nay s& tra vé gia tri gio dugc dua vao.

Ham NOW

Ham nay tra vé ngay gio hién hanh trong hé thong may tai vi tri 6
hién hanh.

CU phép: =NOW(). Ham nay khong c¢6 di sd.
Ham SECOND

Ham nay tra vé gia tri gidy tai 6 hién hanh
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Cu phép: =SECOND(Serial_number)

Gidai thich:

- Serial_number: La gia tri gio, tham chiéu 6. Ban nhap gid phut,
gidy ham nay s€ tra vé gia tri gio dugc dua vao.

Ham TIME

Ham ndy tra vé gia tri gio phut gidy tai 6 hién hanh, véi cac gia
tri dugc nhap trong nhitng doi cuia ham.

Cu phap: =TIME(Hour, Munite. Second)

Gidai thich:

- Hour: Gia tri chi gio.

- Munite: La gié tri chi phut. Néu s6 nay 16n hon 60 thi Excel s&
tur dong chuyén do6i 60 phit =1 gid. Két qua tra vé 1a gia tri s6 chi
gio + s0 gio da quy doi va gia tri sO phut sau khi doi.

- Second: La gia tri chi gidy. Néu sé nay 16n hon 60 Excel s& tu
dong chuyén doi 60 gidy=1 phut. KEt qua tra vé la gia tri so chi
phut + so phut da quy doi va gia tri so gidy sau khi doi.

Ham TODAY

Ham nay tra vé gia tri ngay thang nam hién hanh tai 6 duoc kich
hoat. Nhung chi cho bi€t ngay thdng ndm khong hi¢ gio phut
giay.

CU phép: =TODAY() Ham nay khong c6 dbi sd.

Ham WEEKDAY

Ham nay tra vé gia tri thir trong tuan (sé nguyén) tai 6 hién hanh
cua dir liéu dugc nhap vao la loai ngay thang nam.

Cu phap: =WEEKDAY (Serial_number, Return_type)
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Giai thich:

- Serial number: Chtra gié tri ngay thang nam, n6 co qthé 1a chudi
van ban hay mot dang khac cia ngay thang nam, chang han: "4-
29- 03" hodc "29- Apr- 2003" v6i cac dang nay Excel s€ ty dong
chuyén sang dang ngay thang nam.

- Return_type: Dbi nay quyét dinh cach biéu dién két qua, co ba
gia tri 1, 2 va 3 dé bicu dien két qua nhu sau:

+’Né'u nhap vao gia tri s6 1 cho dbi Return_type: Excel quy dinh
s0 1 alf chu nhat, s6 2 1a tha hai... s0 7 1a thir bay.

+’Né'u nhap vao gia tri s6 2 cho Cjéi Return_type: Excel quy dinh
sO 1 Ia thir hai, s6 2 1a thir ba... sO 7 la chu nhat.

+’Né'u nhdp vao gia tri s6 3 cho Cjéi Return_type: Excel quy dinh
s0 0 1a thir hai, s6 1 1a thir ba... s6 6 1a cha nhat.

+ Néu bo qua ddi nay thi Excel hiéu 1a gia tri s6 1.

Ham YEAR

Ham nay tra vé gia tri nam, tai 6 hién hanh cua loai dir li¢u la
ngay thang nam.

Cu phép: =YEAR(Serial_number)

Giai thich:

- Serial_number: Chtra gié tri ngay thang nam, n6 co 7thé 1a chudi
van ban hay mot dang khéac cta ngay thang nam, chang han: "9-

15- 0}" hodc "15- Sep- 2003" véi cac dang nay Excel sé ty dong
chuyén sang dang ngay thang nam.

5.3. Nhém ham tim kiém va tham chiéu
Ham HLOOKUP

Ham nay c6 cong dung 1a tim trong hang trén cung cuia bang va tra
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veé mét gia tri trong hang trén cung, voi su ki€m tra cdt twong tng
cua gia tri dugc tra ve thoa man diéu kién.

Cu phép: = HLOOKUOP ( lookup_value, Table array, Row_
index_num , Range_lookup)

Gidi thich:

- Lookup_value: Gi4 tri can tim kiém.

- Table_array: La mang, tén, ddy hay ving dé tim kiém thong tin.
- Row_index_num: Thtr ty ctia hing can tim

- Range lookup: La gia tr1 Logic (TRUE=1, FALSE=0) quyet
dinh ham s& so chinh xac hay tuong ddi voi ddi sb
Lookup_value.

+ Néu Range lookup=1 (TRUE): So twong dbi.

+ Néu Range_lookup=0 (FALSE): So chinh xAc.

+ Néu bo qua ddi nay thi Excel hiéu 1a Range_lookup =1.
Ham INDEX

Ham INDEX c6 hai chirc nang sau:

- Chirc ning méang va chirc nang tham chiéu 6.

Cu phép: =INDEX(Array, Row_num, Column_num)
Giai thich:

+ Array: La mang dugc xac dinh trudce.

+ Row_num: S6 hang trong méang.

+ Column_num: S cot trong mang.

- Chirc nang tham chiéu
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Dung dé tim phén tr trong dia chi 6 hay day 6 tai dong va cot ban
qui dinh, két qua tra vé la ndi dung hay dia chi 6 ctia 6 trong
bang.

Cu phép: =INDEX (Reference, Row_num, Column_num, Area_num)
Gidi thich:

+ Reference: La mot day hay nhiéu day goi 1a khu vuc (Area) ndi
dung khu vuc ¢6 thé 1a cac con so, chuoi, cong thurc.

+ Row_num: S6 hang trong bang.

+ Column_num: S4 cot trong bang.

+ Area_num: D6i s0 nay dung d€ nhan dién tirng khu vuc, chang
han s6 1 1a khu vuc dau...

Ham MATCH

Ham nay tra vé vi tri cua gia tri thoa man diéu kién cho trudc.
Cu phép:

= MATCH(Lookup_valua, Lookup_array, Match_type)
Gidi thich:

- Lookup_valua: La gia tri dé tim trong bang cho trudc.

- Lookup_array: La bang giéi han dé tim gia tri.

- Mgltch_type: La df}i s€ nhan mot trong ba} gia tri 1, 0, va -1, nd
quyét dinh so sanh doi Lookup valua nhu thé nao.

+ Néu Match_tyoe = -1: Tim (tim trong bang) s6 16n hon gan
nhat hay bang s6 da cho, va diéu kién trong bang dir liéu phai
duogc sap xep theo thir ty gidm dan.

+ Néu Match_type = 0: Tim (tim trong bang) s6 bang s6 di cho.
+ Néu Match_type = 1: Tim (tim trong bang) s6 nho hon gan
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nhit hay bang s di cho, va diéu kién trong bang dir lidu phai
duogc sap xép theo thir ty tang dan.

+ Néu bo qua ddi nay, Excel hiéu Match_type = 1.
Ham VLOOKUP

Ham nay thyc hién tim gia tri dugc chi dinh trong ddi
Lookup value, va tim & ¢t dau tién trong bang cho trude. Két
qua 13 giao cua hang vira tim d6 véi cot chi dinh trong dbi
Col_index_num.

Cu phép:

=VLOOKUP(Lookup_value, Table_array, Col_index_ num,
Range_lookup)

Gidai thich:

- Lookup_value: Gia tri can tim trong cot thir nhat ctia bang gidi
han.

- Table_array: Bang gi6i han dé do tim.

- Col_index_num: Sé thir ty cot trong bang gidi han dé tra vé két
qua.

- Range lookup: La gia tri Logic (TRUE=1, FALSE=0) quyét
dinh so chinh xac hay so twong doi voi bang gidi han.

+ Néu Range lookup = 1 (TRUE): So twong ddi.

+ Néu Range lookup = 0 (FALSE): So chinh xéc.

+ Néu bo qua ddi nay thi Excel hiéu 1a Range lookup = 1.
5.4. Nh6m ham thong ké

Ham AVERAGE

Ham nay trd vé gid tri trung binh cdng cua céc so.
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Cu phap: =AVERAGE(Numberl, Number2, ...)

Gidi thich:

- Numberl, Number2, ... La géc $0, dja chi c} hay day 0, cong
thirc. Trong ham nay ban c6 thé dung dén 30 doi.

Ham COUNT

Pém s§ 6 trong ddy 0, dém cac 6 co chira s6 hodc ngay thang con
cac kiéu dir liéu khac khong dém.

Cu phap: =COUNT(Valuel, Value2, ...)

Gidi thich:

- Valuel, Value2, ... C6 thé 1a nhitng gia tr’i s6, dia chi }3 hgy day
0, cong thirc. Trong ham nay ban str dung toi da la 30 doi so.
Ham COUTA

Pém sb 6 trong diy 0, dém céc 6 c6 ndi dung bat ky.

CU phap: =COUNTA(Valuel, Value2, ...)

Gidi thich:

- Valuel, Value2, ...C6 thé 1a nhiing gia tri s6, dia chi 6 hay diy
0, cong thirc.

Ham MAX

Ham nay tra vé gia tri 16n nhat cua céc so.

Cu phap: =MAX(Numberl, Number2, ...)

Giai thich:

- Numberl, Number2, ... Cé thé la gia tri sb, dja chi 6 hay day 6,
cong thuec.

Ham MIN
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Ham nay tra vé gia tri nho nhat cta cac sd.

Cu phap: =MIN(Numberl, Number2, ...)

Giai thich:

- Numberl, Number2, ... Cé thé 1a gia tri s6, dia chi 6 hay day 6,
cong thuc.

Ham MODE

Ham nay tra vé §6 nao xuét hién nhiéq nhit trong day s6 da cho.
Néu trong day s6 khong c6 s6 nao xuat hién lan thir hai thi ham
s& tra vé thong bao 1oi.

Cu phap: =MODE(Numberl, Number2, ...)

Cu phéap:

- Numberl, Number2, ... C6 thé la gia tri s6, dia chi 6 hay day o,
cong thirc.

Ham RANK

Ham nay tra vé thir hang cia mot s6 trong ddy 6 cho trude.
Cu phép: =RANK(Number, Ref, Order)

Gidi thich:

- Number: La s6 mudn xem thir hang.

- Ref: Mot mang, dia chi 6 hay diy 6 c6 chira s6 mudn tim thi
hang.

- Order: D6i nay c6 gia tri s6 0 va 1, qui dinh cach xép thir hang.

+ Néu Order=1: Excel s& sap xép thir hang theo thtr ty tir nho dén
16n.

+ Néu Order=0: Excel s& sip xép thir hang theo thir ty tir 16n dén
nho.
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+ Néu bo qua ddi nay thi Excel s& hiéu Order = 0.

5.5. Nhém ham xir ly chudi

Ham LEFT

Ham nay tra vé sb ky tu bén trai ctia chudi cho trudc & dbi Text.
Cu phép: =LEFT(Text, Num_chars)

Gidai thich:

- Text: La chudi vin ban dé lay ky tu.

- Num_chars: La tong s6 ky tu can ldy ra (s6 nguyén).

Ham LEN

Ham nay tra vé chiéu dai cta chudi ky tu, mot khoang tréng duoc
xem nhu mot ky tu.

Cu phép: =LEN(Text)

Gidi thich:

- Text: La chudi van ban can tinh chiéu dai.
Ham LOWER

Ham ndy c6 tac dung chuyén tit ca cac chitr hoa thanh chir
thuong.

Cu phép: =LOWER(Text)

Giai thich:

- Text: La chudi can chuyén dbi thanh chir thuong.
Ham MID

Ham nay c6 cong dung chon va lay ra cac ky tu trong chudi cho
trude. Ky tu dau duge 14y ra cin ctr vao ddi Sbanrt num va tiép
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tuc ldy ky tu ké tiép cho dén khi s6 ky ty ldy ra bing ddi
Num_ chars thi két thuc.

Cu phép: =MID(Text, Sbanrt num, Num_chars)
Gidi thich:

- Text: La chudi dé 1y cac ky tu.

- Start_num: La vi tri bat dau lay ky tu.

- Num_chars: Téng s6 ky tu can 13y ra.

Ham PROPER

Ham nay c6 tac dung chuyén chudi bat ky sang dang céac chir cai
dau trong mat tur thanh chir hoa.

Cu phép: =PROPER(Text)

Gidi thich:

- Text: La chudi vin ban can chinh sira.

Ham REPT

Ham nay tra vé chudi ky tu dwoc 1ap nhiéu lan.
Cu phép: =REPT(Text, Number_times)

Gidi thich:

- Text: 14 chudi ky ty mudn lap lai

- Number times: La s6 lan 13p cta chudi Text.
Ham RIGHT

Ham nay tuong tu ham LEFT nhung né lay ky tu bén phai cua
chuoi ky tu.

Cu phép: =RIGHT (Text, Num_chars)
Gidi thich:
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- Text: La chudi vin ban dé iy ky tu.
- Num_chars: La tong sb ky tu can lay ra (s6 nguyén).
Ham TEXT

Ham nay chuyén kiéu dit ligu s hay ngay thang thanh kiéu dit
liéu chuoi theo mot dinh dang cho trude.

Cu phép: =TEXT(Value, Format_text)

Gidai thich:

- Value: La gia tri 50, tham chiéu 6 chira s hay cong thirc tra vé
sO.

- Format_text: Df’)iqnéy dung dé xac dinh chudi két qua hiNén thi
nhu thé nao? Co thé dung cac ky hi¢u dé dinh dang cho chuoi.
Ham UPPER

Ham nay chuyén chudi vin ban bat ky thanh chudi hoa.

Cu phép: =UPPER(Text)

Giai thich:

- Text: La chudi van ban hay tham chiéu 6 chira chudi van ban
can chuyen thanh chit hoa.

Ham VALUE

Ham nay chuyén chudi s6 thanh gia trj so.

Cu phép: =VALUE(Text)

Giai thich:

- Text: La chubi s6 mudn chuyén sang dang gia tri so.

5.6. Nhém ham luén ly

Ham AND
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Ham nay tra vé gi4 tri TRUE néu tat ca cac d6i s ding véi diéu
kién, nguoc lai chi can mot doi so sai thi ham s€ tra vé FALSE.
Cu phép: =AND(Logicall, Logical2, ...)

Gidai thich:

- Logicall, Logical2, ...La cac d6i s6 biéu dién timg diéu kién
ban c6 thé sir dung t6i da 30 doi.

Ham FALSE

Ham nay tra vé gia tri FALSE, ban c6 thé thay thé bang cach
nhap gia tri nay bang ban phim.

Cu phép: =FALSE() ham nay khong c6 ddi sd.
Ham IF

Ham nay dung dé lua chon mot trong hai, kiém tra diéu kién &
doi Logical test néu dung thi tra vé doi Value if true, ngugc lai
sai tra vé doi Value if false.

Cu phép: =IF(Logical_test, Value_if true, Value_if_false)

Gidi thich:

- Logical_test: La diéu kién cho trudc bt ky, didu kién nay phai
tra vé TRUE hay =1 hoac FALSE hay =0.

- Value_if_true: Déi s6 nay 1a bat ky, no dugc thé hién néu kiém
tra diéu kién ¢ doi Logical test la dung (TRUE hay =1).

- Vall}e_if_false:’Déi s6 nay 1a bat ky, n6 dugc thé hién néu kiém
tra diéu ki€n ¢ doi Logical_test la sai (FALSE hay =0).

Ham NOT

Ham NOT Iy phii dinh mét diéu kién trong doi Logical va no tra
ve két qua mot gid tri Logic TRUE=1 (ding) hodac FALSE=0
(sai).
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Cu phép: =NOT(Logical)

Gidai thich:

- Logical: La gia tri biéu thic luan 1y bat ky c6 thé danh gia
TRUE hay FALSE.

Ham OR

Ham OR tra vé hai gia tri la TRUE hoac FALSE. Ham nay chi
can mot doi dung tra vé TRUE, tat ca cac doi déu sai tra vé
FALSE.

Cu phép: =OR(Logicall, Logical2, ...)
Gidi thich:

- Logicall, Logical2, ... La mot s6 hay mét diéu kién nao d6 c6
thé 1a TRUE hodc FALSE. Trong ham nay ban c6 thé sir dung
dén 30 ddi.

Ham TRUE

Ham nay tra vé tri TRUE, ban c6 thé thay thé bang cach nhap gia
tri nay tur ban phim.

CU phép: =TRUE() Ham nay khong c6 ddi sd.

5.7. Ham toan hgc va lwgng giac

Ham ABS

Ham nay lay gia ti tuyét dbi ciia mot s6 va cho két qua tai 6 hién
hanh.

Cu phap: =ABS(Number)

Gidi thich:

- Number: La s6 hay dia chi 6 can lay gié tri tuyét doi.

Ham CEILING
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Lam tron mot sO theo huong tang dén so gan nhat hay mét boi so
gan nhat cua mot s6 c6 nghia.

Cu phép: =CEILING(Number, Significance)

Giai thich:

- Number: La gia tri s6 (tham chiéu 6 chira s6 hay cong thuc tra
v¢€ s0) muodn lam tron.

- Significance: La gia tri boi s6 ma ban mudn lam tron.

Ham EVEN

Ham nay c6 tac dung 1am tron 1én s6 nguyén chin gan nhét.
Cu phép: =EVEN(Number)

Gidi thich:

- Number: La gia tri sé mudn lam tron.

Ham FACT

Ham nay tinh giai thira ctia mot so.

Cu phép: =FACT(Number)

Gidi thich:

- Number: La s can tinh giai thira.

Ham FLOOR

Ham nay lam tron xudng boi s6 da cho gan nhat va tién dén 0
Cu phap: =FLOOR(Number, Significance)

Giai thich:

- Number: La sd ban mudn 1am tron.

- Significance: La bgi sO mudn lam tron dén.
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Ham INT

Ham nay tra vé gia tri 1a phan nguyén ctia mot s6 thyuc va n6 lam
tron xuong cua so thuc do

Cu phép: =INT(Number)

Gidai thich:

- Number: La s can lam tron.

Ham MOD

Ham nay tra vé phan du cta phép chia.

Cu phép: =MOD(Number, Divisor)

Giai thich:

- Number: S6 bi chia.

- Divior: Sb chia (phai khac 0, néu 1a s6 0 Excel bao 15i).
Ham SQRT

Ham nay c6 tac dung tinh can bac hai cua mot $0.

Cu phép: =SQRT(Number)

Gidi thich:

Number: Lasd dugn~g 16n hon 0 can tinh cin béc hai, néu sb nay
la s6 &m ham tra vé 16i.

Ham SUM

Ham nay tra vé tong ctia mot chudi so.

Cu phap: =SUM(Numberl, Number2,...)

Giai thich:

- Numberl, Number2,... ¢ thé 1a nhfn}g ’gié tri sb, gf)ng thure, dia
chi 6 hay ddy 6... trong ham nay c6 thé lay t&i 30 doi so.
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Ham SUMIF

Ham nay tra vé mot gia tri 1 tong ciia mot diy 6 trong ham thoa
diéu kién.

Cu phép: =SUMIF(Range, Criteria, Sum_range)

Gidi thich:

- Range: La day 6 dé thuc hién viéc kiém tra theo tiéu chuin nao
do.

- Criteria: La mot s0, bi€u thtrc hay chuoi dé xac dinh cai nao can
tinh tong va doi nay dya trén doi Range dé kiém tra.

- Sum_range: Dy 6 dugc tinh tong.
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Bai 6 —In 4n
6.1. Dinh dang trang in

Ban can dinh dang cho trang in trudc khi thuc hién viéc in
bang mat trong hai cach sau day:

Céach 1: Str dung thanh cong cu Ribbon
- Tir thanh c6ng cu Ribbon ban nhip chon Tab Page Layout

PAGE LAYOUT

O =2 D= & B8

Margins Crientation Size  Print  Breaks Background Print
M M - Areav - Titles

Page Setup Ta

- Margin: Can 1é ’cho trang in, ban nhép chon muc 1énh nay
mot danh sach xuat hién nhu hinh duéi day:
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L]

Margins
Normal
Tep: 075"
Left: 07"
Header: 0.3"
Wide
Top: 1"
Left: 1"
Header: 0.5"
Narrow
Tep: 075"
Left:  0.25"
Header: 0.3"

Custom Margins...

Bottom: 0.75"
Right: 0.7"
Footer: 03"

Bottom: 1"
Right: 1"
Footer: 05"

Bottom: 0.75"
Right: 025"
Footer: 03"

Chung ta co thé chon cic miu c6 sin hodc nhép muc Custom
margin... dé c6 thém céc lga chon. Sau khi chon 1énh Custom
Margin hop thoai Page Setup xuat hién nhu hinh duéi day:
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' '

i | Header/Foater | Sheet |

5

Top: Header:

Y -

0.75 = 0.3 =

Center on page
|:| Harizontally
[ wertically

Print... ] ’Print Previey] [ Options... ]

| ok || cancel |

- Orientation: Chon chiéu cho trang gidy in, nhap chon Iénh
nay chung ta s€ co6 hai lya chon Portrait (in theo chiéu doc cua
kho giay) va Landscape (in theo chieu ngang cua kho giay)
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Y
Crientation

-

j Portrait
Landscape

- Size: Chon khd gidy cho trang in, ban nhip chon 1énh nay
mot danh sach liét ké cac khd gidy xuét hién, thong thuong
chiing ta chon khd gidy A4 dé in cac vin ban. Ngoai nhirng
mau c6 san ban ciing c6 thé chon More page size dé tuy chinh
khé gidy theo yéu cau sir dung
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Letter
85" x11"

Legal
B.5"x14"

Executive
7.25" x10.5"

A4
827" x11.69"

O OO .-

Envelope #10
412" x9.5"

Envelope DL
433" x8.66"

Envelope C5
6.38"x9.02"

Envelope B5
693" x9.84"

Envelope Monarch
3BT x75"

Muore Paper Sizes..

- Print Area: Chon vung in, dau tién ban chon vung dir li¢u
can in sau d6 nhap chudt vao bi¢u tuong nay chon Set print
area.

P!

Print
Area =

E.El,, Set Print Area

Clear Print Area

Nhu vay khi thuc hién in an may tinh chi in vung dir li¢u ma
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ban dd chon va thiét 1ap 1a vang in 4n. Néu mudn huy danh
dau vung in an ban chon lai vung dit liéu da thiét 1ap luc trudce
nhap chon lai biéu tugng Print Area chon Clear print area.

=

Print
Area~

ﬁ:# Set Print Area

Clear Print Area

- Print title: Trong truong hop mudn tidu dé& cho tit ca cac

trang ban chon 1énh nay. Hop thoai Page setup xuét hién va
trd tdi1 Tab Sheet nhu hinh dudi day:
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r ™
Page Setup ‘ &Iﬂ

| Page I Margins I Header/Footer |

Print area: Rz
Print titles
Rows to repeat at top: Az

Columns to repeat at left:
Print

[7] Gridiines Comments: (Mone)
[ Black and white

| |:| Diraft guality

|:| Row and column headings

B
=]

Cell grrors as: | displayed

Page order
@ Down, then over (=== [=ai==]
— T EE EJE BB
() Over, then down  |==jiz EI ==
EE &|E' 38
[ Erint... l ’PrintPrevieu_\r] [ DOptions... l

L o ) [ome

Ban nhip chon vao 6 vudng nhoé phia bén phai cia muc Row
to repeat at top:

Print titles
Rows to repeat at top: 1'
Columns to repeat at left: Rz

Mot hop thoai nho (Page setup — Rows to repeat at top) xuat
hién ban nhap chudt chon t6i dong tiéu dé can in cho tat ca
cac trang, khi do dia chi cua dong duogc chon s€ dugc lay vao
hop thoai xuét hién luc trude.

Suamaytinhtainha.info Page 268



Giao trinh Excel 2013

Page Setup - Rows to repeat at tD_ &lﬂ

52:59|

Tiép theo ban nhér} Enter dé x4c nhan va nhap Ok trong hop
thoai Page Setup dé luu lai nhiing thay doi.

Cach 2: Su dung hop thoai Page Setup, dé str dung hop thoai
nay ban nhip chon biéu twgng Page setup & phia gbc phai
dudi cia nhom 1é€nh Page Setup.

PAGE LAYOUT

O3 Dles & b

Margins Orientation  Size Print  Breaks Background Print
M - M HArea~ v Titles

Page Setup @

Hop thoai Page setup s& xut hién nhu hinh dudi day:

- Tab Page
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4 ™
Page Setup ‘ M

| Margins | Header/Footer | Sheet |
CQrientation
@ Portrait () Landscape

Scaling
: @ Adjusttor 100 -+ % normal size
| () Fit to: 1 = | page(s) wide by |1 | tall
|

Paper size: Letter

Print guality: | 200 dpi

First page number: | Auto

E1|EN

FPrint... ] [PrintPre'vie'u_\r] [ Options... ]

L [ ok || cance |

+ Orienbantion: xac dinh huéng trang gidy dé in dit lidu.

Portrait: in dir liéu ra theo chiéu doc cua trang gidy.

Landscape: dit 1i¢ ra theo chiéu ngang cua trang giéy.

+ Scaling: x4c dinh ty 1& dir lidu in ra gidy va thay doi in ra khit v6i
chiéu ngang hay chi€u doc cua giay. Co céac chuc nang cho ban chon

nhu sau:

Adjust to: thay doi ty I¢ cta dif liu khi in ra gidy, gia trj nay
nam trong khoang tir 10% dén 400%, mac dinh 1a 100%.

Fit to: thay d6i vira khit theo chiéu ngang cua giéy.
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Wide by: thay ddi vira khit theo chiéu doc cuia trang gidy.

Pager Size: lira chon cac khé gidy. Nhip vao miii tén hinh tam
giac dé bat danh sach cac kho gidy va chon mot kho gidy thich
hop.

Print Quality: lra chon chat luong in (chat lugng in ¢ nghia 1a
s6 cham diém trén mot Inch, s6 ndy cang 16n thi khi in ra dir liéu
s& min hon), nhap vao mili tén hinh tam giac dé chon s6 ctia chat
luong in. Thong thudng ngudi ban chon 600dpi.

Fist Page Number: chi dinh d4nh sd trang dau tién cho bang tinh
c6 nhi€u so trang.

+ Nhip cac niit Print, Print Preview va Option d¢ in bang tinh,
xem bang tinh trudc khi in va cac tuy chon trong khi in.

- Tab Margin
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I — ™y
Page Setup S—— L 2 ﬂ_hj
Header}FooterI Sheet |
Top: Header:
035 = 03 =
Left: Right:
07 = 0.7 [
EBottom: Footer:
0.5 5 03 |
Center on page
|:| Horizontally
[ vertically
Print... ] ’Print Previeu_u] [ Options... ]
[ oK ] [ Cancel ]

= = — /

+ Top: dinh khoang cach tir mép trén cua trang gidy dén noi dung
dir liéu can in. Trong Excel mac dinh cho khoang cach nay la
1inch.

+ Header: dinh khoang cach cuia tiéu dé dau trang. Trong Excel
mac dinh cho khoang cach nay 1a 0.5Inch.

+ Left: dinh khoang cach tir mép trai cua trang gidy dén noi dung
cua dir liéu can in. Trong Excel mac dinh cho khoang cach nay la
0.75 Inch.

+ Right: dinh khoang cach tir mep phai cta trang gidy dén noi
dung cua dit li¢u can in. Trong Excel méc dinh cho khoang cach
nay la 0.75 Inch.
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+ Bottom: dinh khoang cach tir mép dudi ctia trang gidy dén noi
dung cua dir li€u can in. Trong Excel mac dinh cho khoang cach
nay la 1 Inch.

+ Footer: dinh khoang cach cua tiéu dé cudi trang. Trong Excel
mac dinh cho khoang cach nay la 0.5Inch.

+ Churc nang Horlzonbanlly Néu nhap chon chirc nang nay thi Excel
s€ in dir liu ¢ gitra to giay theo chleu ngang, nguoc lai khong chon
thi Excel s& in dit liu bén trai to gidy.

+ Chirc nang Vertically: Néu nhip chon chirc nang nay thi Excel
s€ in dir li€u ¢ gilra to gidy theo chi€u doc, nguoc lai khong chon
thi Excel s€ in dir li¢u bén trai to giay.

+ Nhap céac nit Print, Print Preview va Option dé in bang tinh,
xem bang tinh trudce khi in va cac tuy chon trong khi in.

- Tab Header / Footer: In céc tiéu dé dau va cudi trang.
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[ Page Setup - &lﬂ’
-]
-]

Header:

(none)

Custom Header... ] [ Custom Footer...

Footer:

|| (none)

|:| Different odd and even pages
[7] Different first page

Scale with document

Align with page margins

Print... ] ’PrintPre'vie'u_\r] l Options... ]

L | ok || cone |

+ Header va Footer: chuong trinh dé nghi sir dung muc c6 san
ding dé 1am tiéu dé dau hay cudi trang. Nhap vao miii tén hinh
tam giac dé bat danh sach, chon trong danh sach nay mot muc dé
dung lam tiéu dé dau hay cudi trang.

+ Custom Header: tao tiéu dé dau trang tuy y. Nhap vao nit
Custom Header hop thoai sau hién 1én man hinh nhu sau:

Suamaytinhtainha.info Page 274



Giao trinh Excel 2013

Header

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button,

FaE @

Left section: Center section: Right section:

-

Céc biéu twong trong hop thoai

Bicu

o Ma Cong dung

Biéu twong nay dung dé dinh dang
Font chir cho tiéu dé,

=]

&[Page] In s6 trang hién hanh
i) &[Page] In téng sb trang cua bang tinh.
&[Date] Hién thi ngay hién hanh

&[Time] Hién thi gio hién hanh

&[Path]&[File] 'Hién thi tén 6 dia chira tap tin bang
tinh va tén tap tin bang tinh dang su

EHENE
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dung.

&[File] Hién thi tén tap tin bang tinh dang st
dung.

&[Tab] Hién thi tén bang tinh hién hanh.

&[Picture] C6 tac dung ldy hinh anh tir bén
ngoai vao.

Co tac dung chinh stra hinh anh dugc
dua vao ¢ budc trén.

+ Left Section: Khung nay cho phép ban nhép dir li¢u bat ky
(chir, sb...) va no s& hlen thi ndi dung trong khung nay lén goc
trén bén trai cua trang glay

+ Center Section: Khung nay cho phép ban nhap dir liéu bat ky
(chr, 86...) va né s€ hién thi ndi dung trong khung nay 1én gilra
trang giay.

+ Right Section: nhp dif liéu bat ky (chi, s0...) va n6 s& hién thi
ndi dung trong khung nay 1€n goc trén bén phai cua trang giay.

+ Custom Footer: Tuong tu nut Custom Header.

+ Nhap cac nit Print Preview va Option dé in bang tinh, xem bang
tinh trc khi in va cac tuy chon trong khi in.

6.2. Xem va thye hi¢n in 4n
Dé in vin ban ban c6 thé thuc hién theo cac cach sau day:

Céch 1: Nhén biéu tuong Print trén thanh Quick Access Toolbar

HS- NMEEEE
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V6i cach nay van ban s& duoc in tit ca cac trang ra may in mac
dinh trén may tinh. Vi van ban chira nhidu ndi dung ban khong
nén str dung cach nay vi dé din dén tinh trang mdy in bi hoc gidy
giifa tring vi in qua nhiéu trang ciing mot lc.

Céch 2: Nhép t6 hop phim Ctrl + P hodc nhap chon nit Office
Button. Cura s6 Office Button xuat hién ban chon muc Print.

Céng ty PM AVIN - Microsoft Excel Preview 7 - 0O x

Sign in ® &

Print

Print

Printer
; Snagitil

D resy N

Printer Properties

Settings

- 1 of1 BE

Khung bén trai chtra cac tuy chon in an, khung bén phai la man
hinh xem trudc khi in cia trang van ban dau tién. Dudi day l1a y
nghia va cach tuy chon cac tham so trudce khi in an:

- Number of copy: S6 ban sao chép tir ban in, vi du ban mqén in
hop dong thanh 2 ban dé gtri khach hang va Iuu lai ban dién gia
tri 1a 2.

- Print: Chon méy in dé in van ban, trong may tinh c6 rat nhiéu
may in khac nhau vi vdy ban can phai chi dinh may in s& in vin
ban, néu khong Microsoft Word 2013 s& 1dy mdy in mic dinh cta
may tinh.
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- Print What: Cho phép tuy chon cdc trang in, ban nhap vao trang
bat dau in trong muc Pages va trang cudi cung dugc in trong muc
To.

Settings

Print Active Sheets

Only print the active sh...

Pages: - | to

||=|:|-|=|:| Collated .

123 123 123

Paortrait Orientation -

J Letter .
8.5"x11"
Mormal Margins
Left: 0.7" Right: 0.7" -

Ngoai ra ban c6 thé nhap vao Active Sheets dé co thém tiy chon.
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Settings [«]

E Print Active Sheets
Only print the active sheets

E Print Entire Workbook
Print the entire workbook

Print Selection
Only print the current selection

Ignore Print Area
:|:|:| Mormal Margins
Left: 0.7" Right: 0.7"

DD Mo Scaling .
jult]

Print sheets at their act... hd

+ Active sheets: Chi in Sheet hién thoi
+ Entire workbook: In toan bd cac Sheet c6 trong WorkBook.
+ Selection: Chi in vung dir li¢u dugc chon.

- Other Settings: Cac tiy chon khéc khi in 4n
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Print

(] Copies: |1 -
Print
Ij__l Print Active Sheets -
Only print the active sh...
Pages: |1 : to |1 :
||=|:|-|=|:| Collated .
123 123 123
j Portrait Orientation -
J Letter .
85" x11"
Normal Margins
dt Left: 0.7" Right: 0.7"
j j MNo Scaling

100 Print sheets at their act...

Page Setup  |¥

+ Collated: Khi in copy thanh nhiéu ban, ban c6 thé chon muc
Collated dé in timg bd (1an luot timg trang va bat dau lai khi hét
trang cudi cing) hodc chon UnCollated dé in lién tuc (hét cac ban
copy cua trang dau tién réi moi dén trang ké tiép)

+ Portrait Orientation: In theo kho gidy ngang hay doc.
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Print

) Copies: |1 -
Print
D Print Active Sheets -
Only print the active sh...
Pages: |1 : to |1 :
||=|:|-—|E| Collated .

123 123 123

] Portrait Orientation -

J Letter .
85" x11"
‘ ‘ MNaormal Margins
Left: 0.7" Right 0.7"

] Mo Scaling

00 Print sheets at their act..

-

Page Setup |~

+ Chon khé gidy cho vin ban
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Letter
85" x11"

Legal
8.5"x14"

Executive
7.25" x10.5"

Ad
8.27" x11.69"

] B E]

Envelope #10
412" x9.5"

Envelope DL
433" x8.66"

Envelope C5
6.38" x9.02"

Envelope B3
5.93" x9.54"

Envelope Monarch
3ET"x7.5"

More Paper Sizes...

+ Last custom margin settings: Chon 1& cho trang in
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Print

4k

Copies: |1
ol
=

Print

Ij__l Print Active Sheets -

Only print the active sh...

Pages: |1 St 1

||=|:|-|=|:| Collated

123 123 123

j Portrait Orientation -
J Letter

85" x11"
‘ ‘ Mermal Margins

Left: 0.7" Right: 0.7"

JJ Mo Scaling

= -
100]  Print sheets at their act...

4k

Page Setup |7

Cudi cung ban nhap chon nut Print dé thyc hién in van ban
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Print

| Copies: |1 s
Print
Ij__l Print Active Sheets -
-
Only print the active sh...
Pages: |1 : to |1 :

||=|:|-|=|:| Collated

123 123 123

\j Portrait Orientation -
J Letter .
85" x11"
‘ ‘ Mormal Margins
Left: 0.7" Right: 0.7"

([ Mo Sealing

1000 Print sheets at their act...

-

Page Setup | ™
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