TUYEN BO BAN QUYEN

Tai liéu nay thudc loai sach gido trinh nén cac ngudn thong tin ¢ thé duoc phép
ding nguyén ban hoic trich dung cho cac muc dich vé dao tao va tham khao.

Moi muc dich khac mang tinh 1&€ch lac hodc sir dung v6i muc dich kinh doanh
thiéu lanh manh s& bi nghiém cam.



LOI GIOI THIEU

Trong ky nguyén thong tin, diéu kién tién quyét cho su thanh dat ciia nhiéu
nguoi trong ching ta la kién thuc va ky nang su dung may tinh, mang Internet. May
tinh da chiém mot phan quan trong trong cong viéc cua nhiéu nganh, nhiéu linh vuc;
trong do, co nhiing chic nang ma may tinh da thay thé hau hét nhiing cong cy truyén
thong va da tro thanh hanh trang khong thé thiéu dugc cia nguoi lao dong trong xa hoi
hién dai. bé glup nim Vlmg va lam chu cong cu cong nghé thong tin, chung t01 bién
soan cudn giao trinh nay, cung cap kién thirc va huéng din s dung cong cu ay mot
cach hiéu qua.

Gido trinh “Bang tinh dién t” duoc bién soan cho sinh vién truong trung cép,
cao dang. Gido trinh voi phan trinh bay chi tiét nham phuc vy nhu cau giang day, hoc
tap, tham khéo cho gido vién, sinh vién va cac doc gia khac. Noi dung gido trinh gdm
10 bai, dugc phan bo nhu sau:

Bai m¢ dau: Lam quen véi Microsoft Excel

Bai 1 MP16-01: Mot s thao tac co ban véi bang tinh Excel

Bai 2 MD16-02: Xt ly dit liéu trong bang tinh

Bai 3 MP16-03: Quy téc sir dung ham trong Excel

Bai 4 MD16-04: Ham thoi gian va ham xu Iy van ban

Bai 5 MP16-05: Ham thong ké, ham toan hoc va lugng giac

Bai 6 MD16-06: Ham logic va lay thong tin trong Excel

Bai 7 MP16-07: Ham tim kiém va tham chiéu

Bai 8§ MD16-08: Quan ly dir li¢u trén Excel

Bai 9 MD16-09: In tai liéu trén Excel

Céc tir ngit Tin hoc st dung trong bai giang 13 cac tir twong dbi quen thudc.
Cudi bai giang 1a cac tai liéu tham khao lién quan dén mon hoc. Hoc sinh co thé sir
dung cac tai liéu tham khao nhu mat tai lidu thir hai cho viéc bd sung kién thirc cia
minh. Phan bai tap cho mdi bai s& dugc trinh bay trong Gido trinh.

Can Tho, ngay 20 thang 11 nam 2021
Tham gia bién soan
1.Chii bién : Chau Miii Khéo
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GIAO TRINH MO DUN

Tén md dun: BANG TINH PIEN TU
Ma mo dun: MP 16
Vi tri, tinh chit, ¥ nghia va vai tré ciia md dun
Vi tri:
- Lamo dun co sé bat budc ciia nghé Tin hoc van phong.
- Mo dun duoc bd tri sau khi hoc sinh hoc xong cac md dun chung.
Tinh chét:
- Bang tinh dién tor 1a m6 dun co so bat budc dé phuc vu cho viéc tinh toan va
quéan 1y dir liéu trong nghé Tin hoc vin phong.
Y nghia va vai tro cia mo6 dun: Pay 1a mé dun dao tao chuyén mén nghé, cung cip cho
hoc sinh cac k¥ ning co ban nhét vé bang tinh, biét cach tinh toan va quan 1y dir liéu,
thao tac voi bang tinh dién tir va ap dung vao thuc té.
Muc tiéu cia M6 dun
Sau khi hoc xong mo6 dun nay, hoc sinh cé nang lyc:
- Vé kién thirc:
Str dung dugc phan mém bang tinh Microsoft Excel dé tao 1ap, biéu dién cac kiéu dir
liéu: sd, chudi ky tu, thoi gian va lap dugc cac bang tinh...
biét cach St dung bang tinh thanh thao;
Trinh bay va thao tac nhanh véi cadc ham trong bang tinh;
- V& k¥ ning;
Thao tac duoc phén mém bang tinh Microsoft Excel dé tao lap, biéu dién cac kiéu dir
liéu: sd, chudi ky tu, thoi gian va lap dugc cac bang tinh...
Thao tac trén bang tinh thanh thao;
Thao tac v6i cac ham dé tinh toan trong bang tinh;
- Nang lyc tu chu va trach nhi¢m:
Reén luyén tinh ky luat, kién tri, can than, tich cuc, chu dong va sang tao trong hoc tap
Rén luyén tinh than trach nhiém trong cong viéc, co tinh than hop tac, gitip d& 1an
nhau.
Rén luyén tinh chinh xéc, khoa hoc va tac phong cong nghiép.
Hinh thanh tu duy khoa hoc, phat trién ning lyc lam viéc theo nhom.
Noi dung ciia mé dun

Thoi gian (gio)

Thuc
hanh,
STT Tén cac bai trong mé dun Tong Ly thi Kiém
) thuyét | nghiém, tra*

thao luan,

bai tap

1 | Bai mé dau: LAm quen véi Microsoft 4 2 2

Excel

1. Gi6i thiéu vé bang tinh dién tir Excel 0.5

2. Khéi dong va thoat khoi Excel 0.5

3. Lam quen v&i moi trudng lam viéce 1

4. Thuc hanh 2
2 Bai 1: Mot so thao tic co ban véi 8 4 4

bang tinh Excel

1. Thao tac véi file
2. Cac thao tac co ban

[\O 2 \S]




3. Thy:c hanh
4, Kiém tra

Bai 2: Xir ly dir li€u trong bang tinh

1. Tim hiéu vé cac kiéu dit liéu trong
Excel

2. Tim hiéu c4c toan tir trong cac cong
thirc

3. Céc thao tac co ban véi dir li€u trong
bang tinh

4. Thuc hanh

5. Kiém tra

0.5
1.5

1.5

Bai 3: Quy tic sir dung ham trong
Excel

1. Quy tac str dung ham

2. Gi6i thiéu mot s6 nhom ham chu yéu
trong Excel

3. Thuc hanh

[\O 2 \S]

[\

Bai 4: Ham thoi gian va ham xir ly van
ban

1. Ham ngay thang va thoi gian
2. Ham xtwr ly van ban va dir licu
3. Thuc hanh

[\O 2 \S]

Bai 5: Ham thong ké, ham toan hoc va
lwgng giac

1. Ham thong ké

2. Ham toan hoc va lugng giac
3. Thuc hanh

4. Kiém tra

[\O 2 \S]

Bai 6: Ham logic va lay thong tin trong
Excel

1. Ham logic
2. Ham lay thong tin
3. Thuc hanh

Bai 7: Ham tim kiém va tham chiéu

1. Ham tim kiém
2. Ham tham chiéu
3. Thuc hanh

4. Kiém tra

[NOJN (O] FEN

Bai 8: Quéan ly dir li€u trén Excel

1. Céc khai niém co ban

2. Sap xép, dit loc va tong két dir licu

3. Thao tac véi mot sé ham CSDL co ban
4. Thuc hanh

5. Kiém tra

0.25
0.25
0.5

10

Bai 9: In tai li€u trén Excel

1. Binh dang trang van ban cho bang tinh
2. In bang tinh
3. Thuc hanh

0.5
0.5

Cong

60

30

27




BAI MO PAU: LAM QUEN VOI MICROSOFT EXCEL
M3 bai MP16-00

Gioi thiéu vé bang tinh dién tir Excel

La chu’(mg trinh xir Iy bang tinh cta bd phan mém Microsoft Office. Bang tinh
Excel bao gom nhleu 6 duoc hop thanh nhiéu dong va nhiéu cot. Cac phién ban Excel
vé co ban 1 gidng nhau nhung phién ban sau c¢6 bd sung nhiéu cong cy hon so véi
phién ban trude, khi chay chuong trinh tng dung nay sé€ tao ra mgt bang tinh va bang
tinh nay giup ta dé dang hon trong vi¢c thuc hi¢n:

Tinh toan dai sb, phén tich dir liéu

Lap bang biéu bao cdo, t6 chtrc danh sach

Truy cap cac nguén dir li¢u khéac nhau

V& db thi va cac so do

Ty dong hoa cac cong viée bang cac macro
Va nhiéu tmg dung khac dé gitip ching ta c6 thé phan tich nhiéu loai hinh bai toan
khéc nhau.

Excel 2019 dung dinh dang tap tin mac dinh 1a . XLSX dya trén chuan XML
(eXtensible Markup Language) thay cho dinh dang chuan trudc ddy 1a XLS. Chuan
nay giup cho céc tai li€u an toan hon, dung lugng tai li€éu nho hon va tich hop sau voéi
cac hé théng thong tin va cac ngudn dir liéu bén ngoai. Nho vy, cac tai liéu duge quan
1y, phan tich va chia sé d& dang, hiéu qua hon bao gid hét.
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Khéi dong va thoat khéi Excel

Khéi dong

Start /All programs / Microsoft Office / Microsoft Excel...
Hay chon biéu tu’(_)’ng@ trén Windows

Thoat

File/ Exit Excel (hay chon biéu twong Q); hay Alt + F4
Lam quen véi méi treong lam viéc
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A B C D E F G H & 1 J K a
' 1 :I
2
3 [
“
; N
6
7
8
| 9
| 10 -d
1"
[ 12
13
14
15 -
}
Sheet! Sheet2 Sheet3 | &3 (¢ ‘ » &3
‘F‘nd,' (¥ 53 () g - I &+ 100% ‘
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m g9 AE Bookd - bxcel ? @
HOME = INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW
oy X | = = L ) : 2 AutoSum -
“‘ﬂ i TimesNewRoma*|8 /A" A = == v EWapTed General v J=¢ iy Y = _?( 'l Euucum lz\v “
e oo ot 8| It Do fomt 0 e
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Clipboard fy Font fy Alignment ] Number fy Styles Cells Editing
Bo cong cu Ribbon gdm: Home, Insert, Page Layout, Formulas, Data, Reviews, View,
Developer, Add-Ins. Nhitng thir can bay gio rat truc quan, dé nhin, rd rang va dé sur
dung hon. Ribbon thyc sy la mdt trung tam hé tro cong viéc tuyét voi. Voi Excel
2019, cac 1énh dugc tap hop lai theo nhém chire ning, khi can 13 c6 ngay.
Y nghia ciia cac c6ng cu trén Ribbon:
Home: La noi chira cac nit 1énh dugc st dung thuong xuyen trong qua trinh lam viéc
nhu: cit, dén, sao chép, dinh dang tai li¢u, cac kiéu mau c6 sin, chén hay x6a dong
hoic cot, sap xép, tim kiém, loc dir liéu, ... .
Insert: Chén céac loai ddi tuong vao bang tinh nhu: bang biéu, vé so dd, dd thi, ky
hiéu, ...
Page Layout: Chtra cac nit 1énh vé viéc hién thi bang tinh va thiét lap in 4n.
Formulas: Chén cong thirc, dat tén ving (range), cong cu kiém tra theo ddi cong thuc,
diéu khién viéc tinh toan cta Excel.
Data: Cac nut 1énh thao ddi véi dit liéu trong va ngoai Excel, cac danh sach, phan tich
dir liéu,...
Review: Cac nut 1énh kiém 16i chinh ta, hd trg dich tir, thém chu thich vao cac 6, cac
thiét 1ap bao vé bang tinh.
View: Thiét 1ap cac ché do hién thi cua bang tinh nhu: phéng to, thu nhé, chia man
hinh, ...
Ciu tric ciia mdt Workbook
Mot tap tin cua Excel dugc goi 1a mot Workbook va co phﬁn mo rong mac nhién
XLSX. Mot Workbook duoc xem nhu 13 mot tai liéu gom nhiéu to. Mdi to goi 1a mot
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Sheet, co6 tdi da 255 Sheet, mic nhién chi c6 3 Sheet. Cac Sheet dugc dit theo tén mic
nhién la: Sheetl, Sheet2, ...

CéAu trac ciia mot Worksheet

Worksheet: Co khi dugc goi 1a “sheet” hay “bang tinh”, 1a noi luu trit va lam vi¢c voi
dit liéu. Mot worksheet c6 nhiéu 6 va cac 6 co chia cac cot va dong. Worksheet duoc
luu trong workbook. )

- Hang (row): ¢4 t6i da 1a 1,048,576 hang, duoc danh so tir 1 dén 1,048,576

- Cot (column): c6 tdi da 1a 16,384 cOt, duge danh so tr A, B,..Z,AA,AB..AZ, ..IV
Sheet tabs: Tén cua céc sheet s€ thé hién trén cac thé dat ¢ goc trai dudi cua cua 0
workbook. C6 thé di chuyén tr sheet nay sang sheet khac bang thao tac don gian la
nhap chudt vao tén sheet can dén trong thanh sheet tab

-0 (cell): 1a giao cua cdt va hang, dir liéu dugc chira trong cac 6, gitta cac 6 co ludi
phan cach.

C5 v £
A g C D : P G

1

2

3

4

5 ———n

5

7

8

9

10

- Con tré 6: 12 mdt khung nét doi, 6 chura con tro 6 dugc goi 1a 6 hi¢n hanh.
Vung : La tap hop nhiéu 6 lién nhau, dia chi cua vung dugc xac dinh boi dia chi cia 6
O goc trén trai va 6 ¢ gbc dudi phdi ciia vung va ngan cach boi dau (:) vi du: A1:F8






BAI 1: MOT SO THAO TAC CO BAN VOI BANG TINH EXCEL
Ma bai MP16-01
Muc tiéu:
- Trinh bay dugc nhiing van dé chung, khai quat lién quan dén viéc xay dung va
sir dung mo6 hinh bang tinh trong nghién cuu;
- Phaén tich duoc cach st dung bang tinh Excel;
- Hinh thanh tu duy khoa hoc, phat trién ning lyc 1am viéc theo nhom.
1. Thao tac vai file
1.1 Tao tai liéu mai
Mot tap tin Excel c6 tén mo rong 1a *.xIsx, viéc tao dir li€u excel s€ tu dong gan phﬁn
mo rdng vi vay ta chi vi¢c dat tén file khi tao méi file, Dé tao file méi ta thuc hién nhu
sau :
File New (hay Ctrl + N) , sau d6 nhip vao Blank workbook.

Book1 - Excel
New
Open Search for online templates
Suggested searches: Business Personal Industry Small Business  Calculat

Save

Save As A B C
: X Take a

Export Z Blank workbook to ur

Publish Blznkwockbook Welcome to Excel

Close

1.2 Mé tai lidu di ton tai trén dia

Dé mé tai lidu dang c¢ trén dia, ta lan luot thye hién céac thao tac sau :

Piéu huéng dén Backstage view, sau d6 nhap vao Open. Céc bang tinh da chinh sta
gan day ctia ban sé& xuét hién.
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Book]1 - Excel

@ Recent Today

aik) travel expenses
== \\psf » Home » Documents » Javy's Documents

OneDrive - Personal \ i
'& is home loan comparison

jier flores838@gmail. ey

poYEfis bl Bomalcom n.-‘ \\psf » Home » Documents » Javy's Documents
Print fams : E_ family budget

“:ﬁ Other Web Locations iZ| \\psf » Home » Documents = Javy's Documents
Share -

F‘g This PC Last Week
Export B u"\- Cookie Sales

™:=| \\psf» Home » Documents = Excel 2016
S + Add a Place
ublis
Older
clo Browse n"L woo
2] Javier Flores's OneDrive » Documents

1.3 Ghi tai li¢u Ién dia

- Xac dinh vi tri va chon 1é€nh Save trén thanh cong cu Quick Access Toolbar.

Insert Page Layout

A v
D % Calibn *1M1 ~|A A
(R ~
Paste B I U~ v| O~ A -
Clipboard I Font u

- Néu ban luu teép tin nay lan dau tién, Save As s& xuit hién trong ché do Backstage

view.

- Sau d6, ban sé& can phai chon noi luu t&€p va dat tén cho tép do. Pé luu bang tinh vao
may tinh cua ban, chon Computer, sau do nhap vao Browse. Ngoai ra, ban c6 thé
nhap vao OneDrive dé luu t&p vao OneDrive.
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Book1 - Excel

Save As

OneDrive - Personal Pinned
6 javier.flores838@gmail.com

Documents
Javier Flores's OneDrive » Documents

Save

*\—_H Other Web Locations
Save As Older

[T ThispC
Print 2 o

Javier Flores's OneDrive

Share + Add a Place
Export

Browse %
Publish

Close

- Hop thoai Save As s¢ xuat hién. Chon vi tri ban muén luu bang tinh.
- Nhap tén t€p (file name) cho bang tinh, sau d6 nhap vao Save (Luu).

Save As X
€« v « Docume... » Javy's Documents v & | SearchJavy's Documents P
Organize v New folder g ~ (7]
% Public " @' home loan comparison
B This PC @ travel expenses
I Desktop
|3 Documents
& Downloads
= Movies X
File name: | Vesta Webinar Log| T v
Save as type: ;Excel Workbook v
Authors: Javier Flores Tags: Addatag
[] Save Thumbnail
4 Hide Folders Tools ~ Cancel

Bang tinh s€ duoc luu. Ban c6 thé nhép vao 1énh Save d¢€ luu cac thay doi khi stra doi
bang tinh. Ngoai ra, ban ciing c6 thé truy cdp vao 1énh Save bang cach nhin Ctrl +
S trén ban phim.

2. Cac thao tac co ban

2.1 Thém bang tinh

Xac dinh vi tri va chon nut New sheet (bang tinh m6i) ¢ goc dudi cung bén phai cura
s0 Excel.

12



]
$2,000

$995
$1,005

Expenses Summary | September | October November

EH [New sheet

2.2 Sao chép, di chuyén bing tinh

Sap xép cac worksheet: Doi voi viée di chuyén mot s6 sheet, cach nhanh nhat 13 dung
chuc nang kéo tha cua Excel. Ngucn dung co6 thé bam va gilt phim trai chudt 1én tén
sheet roi kéo dén vi tri méi dé tha xuong Khi phal di chuyén hay copy nhiéu sheet, thi
bam phim phai chudt 1én tén sheet can sap xép, chon Move or Copy. Luc d6 s& xuit
hién hop thoai Move or Copy. Chi can bim chon tén sheet, sau d6 bam OK dé di
chuyén.

Insert...

&

Delete

Rename

5 O 0/ 0 Move or Copy... [}

View Code

= 4l

Protect Sheet...

NOTES Tab Color »

Hide

Select All Sheets -
| September | October | November | Sheetl | @
i [ - i + 90%

Sao chép: Nhip phai chudt 1én sheet, chon Move or Copy chon vi tri dét ban sao trong
ving Before sheet, chon Creat a copy, nhan OK dé hoan thanh. Muén cung lac sao
chép nhiéu sheet, nhan giir phim Ctrl, ding chudt chon tén sheet cAn sao chép, giir trai
chudt dé kéo dén vi tri dat ban sao trén thanh sheet tab rdi tha chudt. Luu y: can chon
nhiéu sheet bang 1énh Ctrl + nhap chudt trudc khi thyc hién 1énh nay.
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Move or Copy
Move selected sheets
To book:

budget.xlsx

Before sheet:

July

August

Expenses Summary
September
October

November

Sheet1

(move to end) N

2.3 Xoa4, doi tén bang tinh
Xo6a worksheet: Mudn x6a work sheet, chon Sheet mudn x6a rdi chon nhom Home -
chon nhém Cells - chon Delete - chon Delete sheet. Cach nhanh hon la nhép phai
chudt 1én tén sheet mudn xo6a sau d6 chon Delete, bAm OK dé x4ac nhén x0a.

OK

Cancel

Insert...
[ > Delete
Rename b
Move or Copy...
Q7 View Code
3 Protect Sheet...
Tab Color

Hide

Select All Sheets

December ST TINTNIETY | Sheet1 ©)

B B - i

Poi tén mot worksheet: Nhép phai chudt 1én tén sheet can doi tén & thanh sheet tab,
chon Rename, ké dén nhédp vao tén mai va nhan phim ENTER.



Insert...

50%

NOTES

Delete
Rename %

Move or Copy...
View Code

=l

Protect Sheet...
Tab Color >

Hide

Select All Sheets

®
-

‘ November ‘ Sheet1 ‘ November (2) ]
i [ --

-4+ 90%

2.4. Thao tac véi 6:

Pé chén thém 6:

Dit con trod tai 6 can thém, vao Insert > Cells... hoic
chon Insert

insert ]

Insert
" shift cells right

.......................................

click chugt phai vao 6 can thém

" Entire row
" Entire column

[ |

Cancel |

Shift cells right: chén thém 6 va dir lidu sé ddy sang bén phai

STT Ho va tén Ngay sinh Gioitinh | Sé dien thoai

1|Nguyén Van A 24-12-1975 Nam B4-1234567

2| e [Nguyén Van B | 25-12- 1975 Nir B84-1234563

3[Nguyén Vin D -12-1975 Nam 841234569

4[Nguyén Vin E 27 -12-1975 Nam 8412345680

Shift cells down: chén thém 6 va dir lidu sé bi day xudng dudi
STT Ho va tén Ngay sinh Gigi tinh [ So dien thoai
1[Nguyén Vin A 24-12-1975 Nam 84-1234567
2 i 25-12-1975 Nir 84-1234563
3|Nguyén Vin B -12-1975 Nam 84-1234569
4[Nguyén Vin D 27 -12-1975 Nam 84-1234560
Nguyén Vin E

Dé xo0a bot o:

Dat con trd tai 6 can xo04, vao Edit > Delete... hoac kich chudt phai vao 6 can xoa

chon Delete...

15



CTTS—

Delete

" shift cells left

" Entire row
" Entire column

I OK I Cancel I

Shift cells left: xo4 mot 6 va dit liéu s& don sang bén trai

STT Ho va ten Ngay sinh Gioitinh | So dién thoai

1{Nguy&n Van A 24-12-1975 Nam B84-1234567

2| e s [Nguyén VEn B | 25-12-1975 Nir B84-1234563

3|Nguyén Vin D Fh-12-1975 Nam B84-1234569

4|Nguyén Vin E 27 -12-1975 Nam 841234560

Shift cells up: xo04a 6 va kéo dit liéu tir dudi 1én
STT Ho va tén Ngay sinh Gigi tinh | So dien thoai
1 [Nguyén Vin A 24-12-1975 Nam 84-1234567
2 T 25-12-1975 Nir 84-12345683
3|Nguyén Vin B Fp-12-1975 Nam 84-1234569
4|Nguyén Vin D 27 -12-1975 Nam 84-1234560
Nguyén Van E

2.4 An hoic hi¢n dong

Khi thao tac voi cac bang tinh Excel qua dai, vy dé ngian bét xem cho dé& hon chiing
ta hay cho 4n b6t cac dong di, khi muén xem chi can nhan dup vao cac dong diy s&
hién thi ra vo cung nhanh chong.

An dong di moi ngudi hiy bdi den cac dong can an di va chon dén menu Format —
Row — Hide hoac chiing ta c6 thé nhan chon chudt phai chon va chon dén Hide.
Mubn hién thi lai dong d4 an hiy boi den hai dong gan nhat véi ving da an (néu an
dong 4 thi ban phai boi den dong 3 va 5 nhu hinh dudi) — Format — Row — Unhide
Hoic sau khi d3 boi den hai dong lién ké hay nhan chon chudt phai — Unhide.

A B c D E
1 Calibri ~|11 ~| A" A" $~% * B
e S0P g ; = - A-H-BS8e B
3 BotngL. el————
5 puwong | ~== 1 15000 | 1,725,000
6 Sira Cut 35,000 | 2,625,000
7 Téng |EB Copy 97,000 | 12,350,000
8 .LEJ Paste Options:
0 1=
10 o
1 Paste Special...
12 Insert
13 Delete
14 Clear Contents
15
16 Format Cells...
17 Row Height...

18
19
20

2.5 An, hién cot:
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Doi khi voi bang tinh quéa rong ta can an di mot sd cot khong can thiét cho dé kiém
soat, ban lam nhu sau:

Boi den cac cot can an, vao Format > Column > Hide i

Khi cin xem lai cac cot di 4n, ta boi den hai cot ké véi vung an (néu ancotC,DvaE
thi ban phai boi den tir cot B-F) -> vao Format > Column > Unhide.

it Page Layout Formulas Data Review View Add-Ins

; Wrap Text General > % 4‘

$ - % o fdg ;0_8 Conditional Form

Formatting ~ as Tak

ighlerge & Center ~
A A S %

Number Styles

% BI=d-A-i#-95%Y
C D I E [ F G H J K L 1

% Cut
53 Copy
(@, Paste Options:

Tén: =)

—

Nguygn V?n £ Paste Special...

Nguyen Van B

Nguyén Van C Insert

Nguyén Van D
Nguyén Van E
Nguyén Van F
Nguyén Van G

Delete

Clear Contents

Format Cells...

Column Width...
Hide
Unhide

3. Thywe hanh

Thuc hanh thao tac co ban véi file Excel

Cac buéc thue hién

B1: Tao tai liéu méi

B2: M¢ tai liéu da ton tai trén dia

B3: Ghi tai liéu 1én dia

Sinh vién thyc hanh

Thuc hanh theo cac budc thuc hién

Nhiing trong tim cin chu y trong bai

Trinh bay dugc nhirng khéi ni€m, thuc hién dugc céc thao tac co ban trén bang tinh.
Bai mé rong va nang cao

Thuc hanh cac thao tac vai tai li€u trong bang tinh

Yéu cau vé danh gia két qua hoc tip bai 1

No1 ‘dung: o )

+ Vé kién thtc: Trinh bay dugc nhiing van dé chung, khai quat lién quan dén viéc xay
dyng va stt dung m6 hinh bang tinh trong nghién ctru;

+ Vé k¥ nang: Phan tich dugc cach str dung bang tinh Excel;

+ Nang lyc tuy cha va trach nhiém: Ti mi, can than, chinh x4c, ngin nap trong cong
viéc.

Phuong phép:

+ V¢é kién thirc: Puoc danh gia bang hinh thirc kiém tra viét, trac nghiém, van dap

+ Vé k¥ nang: Panh gia k¥ nang thyc hanh qua cac thyc hanh thao tac co ban trén
bang tinh.

+ Nang lyc tuy cha va trach nhiém: Ti mi, can than, chinh x4c, ngin nap trong cong
viéc.
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BAI 2: XU LY DU LIEU TRONG BANG TiNH
M3 bai MP16-02

Muc tiéu:

- Giai thich duoc quy tic str dung ham;

- Phan tich dugc mot s6 nhém ham thuong dung trong Excel;

- Hinh thanh tu duy khoa hoc, phat trién nang lyc lam viéc theo nhom.

1. Tim hiéu vé cac kiéu dir li¢u trong Excel
Moi thong tin duge nhép vao bang tinh Excel s& dugc luu trit trong 6. Mdi 6 c6 thé
chira nhiéu noi dung khac nhau va duoc phan thanh céc kleu dir liéu khac nhau, viéc
xac dinh dung kiéu dit liéu 1a cong viéc rat quan trong vi néu xac dinh khong dung s&
dan dén cac cong thirc tinh toan c6 li€n quan dén 6 dir liéu sé bi sai.
1.1. Dirli¢u kiéu s6

Quy tic
Khi nhap vao s6 bao gom 0.9, +, -, * / (), E, %, $ thi s6 mic nhién dugc canh 18
phai trong 6. Excel s& hiéu dir heu kleu s6 khi nhap dir liéu kiéu s6  diing theo sy dinh
dang cua Windows (ngdy va gio ciing dugc luu trir nhu mot tri s6), nguoc lai nd s&
hiéu 14 dir liéu kiéu chudi.
Dang thé hién
Khi chiéu dai ctia s6 nhé hon chiéu rong cua o, sb s& dugc hién thi & dang binh thuong
va canh phai trong 6 theo mac dinh
Khi d6 dai cta sd 16n hon chiéu rong cta 6, thi Excel s& tu dong chuyén sang dang s6
khoa hoc, hodc hién thi cac dau #iti# trong 0.
Pé hién thi day du 5O trong o, can thay d6i chiéu rong cot. C6 thé nhap truc tlep cac
dau phan cach s6 hang ngan, hoac dau chdm thap phan.Khi trong sd c6 chira dau +, -,
/, khoang trong hoic nhiéu ddu cham thap phan, thi excel s& tur dong chuyén sang dang
chusi.
1.2. Dir li¢u kiéu ngay thang
Quy tic va dang thé hién
Microsoft Excel s& hiéu dir liéu kiéu Date khi ta nhap vao dung theo su qui dinh cua
Windows méc nhién 1a thang/ngay/nam (m/d/yy). Ngu’O’c lai Excel s& hiéu la kiéu
chudi. Mic nhién dir liéu kiéu Date duoc canh phai trong 6.

Dit liéu kiéu Date duoc xem nhu 1a dit liéu kiéu s véi mébc thoi gian 13 ngay 1/1/1900
(co gia tri la 1), ngay 2/1/1900 c6 gia tri la 2... ngay 30/4/1975 c6 gia tri la 27.514
(nghia 1a tinh tir dau thé ky 20 dén ngay 30/4/75 thi dugc 27514). Ngay 01/01/2008 c6
trj 13 39.814

Vidu:
Toan tir Dang thé hién
m/d/y 7/2/95
d-mmm-yy | 2-Jul-95
d-mmm 2-Jul

mmm-yy | Jul-95

1.3. Dir liéu kiéu ky tur

Néu dit liéu nhdp vao bao gém cac ky tu chir va chir scf), khié{l cho khong thé dién dich
duoc thanh mot tri sO thi Excel s€ xem dir li€u d6 1a kiéu chuoi.
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Néu ky ty nhap vao du tién 1a dau * (mot dau nhdy) thi Excel xem d6 1a dit liéu kicu

chuoi.

Mic nhién dir liéu kiéu chudi s& duogccanh 1& trai trong 6. Tuy nhién c6 thé canh dir

liéu vao gitra 6 hay bén phai 6.

Luuy:

- Néu mudn nhép chudi s6 thi thuc hién mot trong 2 cach:

Cach 1: Nhép dau nhay don ( “) trude khi nhap dir li€u sO

Cach 2: Xac dinh khdi can nhap dir liéu kiéu chudi sb, chon Ilénh
Format/Cells/Number/Text.

- Chudi xuat hién trong cong thtrc thi phai dugc bao quanh boi diu nhay kép

1.4. Dir liéu kiéu tién t¢

Loai dir liéu tién té cho phép cac gia tri tir -922.337.203.685.477,5808 dén

922.337.203.685.477,5807 v&i bon chir s thap phan c6 do chinh xac ¢b dinh.

(1313

[ Numbers | Currency |Time | pate |
Example
Positive:  123.456.789,00 4 Negative:  -123.456.789,00 &
Currency symbol: ] v
Positive currency format: [1,1 d v]
Negative currency format: [-1,1 d V]
Decimal symbol: . v
No. of digits after decimal: [2 v]
Digit grouping symbol: . v
Digit grouping: (123.456.789 -
Click Reset to restore the system default settings for
numbers, currency, time, and date.

OK ][ Cancel }

Currency symbol: Ky hiéu tién té .
Position of currency symbol: Vi tri ky hi¢u tién t¢

1.5 Dir liéu Kiéu cong thirc (F ormular)

Dt ligu la cong thirc toan hoc, bat dau nhap cong thirc ta phal su dung dau “=". Két
qua hién thi trong 6 khong phai 12 6ng thirc ma 13 gid tri tra ve€ cua cong thue ban nhap

Cac toan tir st dung trong coéng thuc la: “+, -, * / ldy thira, phan trim”.
DAu so sanh: <, >, <=, >=, =, <>

1.6 Dir liéu kiéu ham (Function)
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Kiéu ham dugc dung de XU ly di liéu trong bang tinh. Cac ham dugc Microsoft Excel
dinh nghia san dé tra Ve gia tri ma nguoi dung mong mudn. Bat dau nhap ham ban
phai st dung da}l =" tlep dén 1a Tén Ham®bi sb6_1,Ddi sd 2) i
Khi ta nhdp bat ky ki€u dir liéu nao trong 6, dit liéu vira nhap s€ hién thi trén
thanh Formula Bar. Pé chinh sira dir liéu trén 6 ta ciing c6 thé chi vao 6 d6 va chinh
sta tryc ti€p trén thanh Formula Bar, ngay 1ap tuc dir liu vura thay doi duoc cap nhat
lai trong 6. Hoac ta nhap dap chudt vao 6 d6 va chinh sira di liéu ngay trong 6 do.
2. Tim hi€u cac toan tir trong cac cong thirc
2.1 Cac toan tir co’ ban

Céc toan tr (phép toan) dung dé két hop cac toan ‘hang trong cong thuce, trong
biéu thirc, trong cac ham.... Néu trong cong thirc ¢ nhiéu dau ngoic thi qui tic tinh
nhu sau :
Ngoac trong tinh trudc, ngodc ngoai tinh sau.
Trong ngodc tinh trudc, ngoai ngodc tinh sau.
Uu tién 1 tinh trudc, wu tién 2 tinh sau.
Bén trai tinh trudce, bén phai tinh sau

Po wu tién | Toan tir | Y nghia

1 0 Dau ngoic don

2 Lily thua

3 - Déiu 4m

4 * Nhan, chia

5 +, - Cong, trur

6 =, <> Bang nhau, khac nhau
> >= Lén hon, 16n hon hodc bang
<, <= Nho hon, nhoé hon hoac béng

7 & Toén tir ghép chudi

8 OR Hoic (diéu kién khong dong thoi)

9 AND | Va (diéu kién dong thoi)

10 NOT Phu dinh

Vi dy : tinh biéu thirc :
26 *3 -5*%6+(22-16)/3
=64*3-30+6/3=192-30+2= 164

2.2 Cac toan tir sir dung ham

Quy tic

Dit liéu loai cong thirc phai dugc bat dau bang = hoic dau +.

Dang thirc thé hién

La gia tri két qua cta cong thuc tai 6 do, con cong thic thi duoc hién
thi trén thanh cong thirc.
3. Cac thao tac co ban voi dir li€u trong bang tinh
3.1 Nhép va dinh dang dir li€u
Nhéap dir liéu vao 6

bé nhap dir li¢u vao mdt 0, thuc hién cac budce sau :
Di chuyén dén 6 can nhép dir liéu trén bang tinh.
Nhép dit liéu vao 6 theo cac quy tic da dua ra.
Pé két thuc viéc nhap dit liéu, chon mot trong nhiing cach sau :
Nhén phim Enter.
Nhan t6 hop phim Ctrl + Enter.
Nhép con tré chudt tai nut Enter trén thanh cong thirc.
Str dung cac phim mili tén di chuyén 6 chon dén mot vi tri khéc.
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Nhap con tré chudt 1én 6 khac trén bang tinh

4. G0 ESC thi huy b6 dir li€u dang nhap

4.1.1.Nhdp va dinh dang dir liéu kiéu so

Khi nhap dir liéu kiéu s phai theo diing qui dinh trong Start/ Control Panel/ Clock ,
Language amd Regional / Region and Language / additional settings Chon thé
Numbers

Numbers | Currency | Time | Date

Example
Positive:  123.456.789,00 Negative:  -123.456.789,00

Decimal symbol:

No. of digits after decimal:

Digit grouping symbol:

Digit grouping: (123.456.789

Negative sign symbol:

Negative number format: [-1,1

Display leading zeros: [,7

List separator:

Measurement system: [ Metric

Standard digits: (0123456789

Use native digits: [Never

Click Reset to restore the system default settings for
numbers, currency, time, and date.

OK

Decimal Symbol: Chon dau phan cach s6 thép phén
No, of digits after decimal: s6 chir s6 thap phén
Digits grouping symbol: Dau phan cach nhom sb
No, of digits in group: s6 chit s6 trong mot nhom
Negative sign symbol: ddu 4m
Negative number format: dang thtrc s6 4m
Display leading zeroes: dang con s6 nho hon 1
Measurement system: Hé thong do ludong
List separator: ddu phan cach liét ké
Céch nhap li¢u :
+ Sir dung chudt: Click vao 6 can chon.
+ Str dung ban phim:
1, |: Lén, xudng 1 hang.
—, «—: Qua trdi, phai 1 6.
PageUp: Lén 1 trang man hinh.
PageDown: Xubng 1 trang man hinh
Ctrl + PageUp: Sang trai 1 trang man hinh
Ctrl + PageDown: Sang phai 1 trang man hinh
Ctrl + Home: Vé 6 Al
Vi du:
- S6 1234.56 c6 thé nhap theo céc cach nhu sau:

| 1234.56 SO thuan tuy, khong dinh dang.
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1,234.56  Két hop dinh dang phan cach hang nghin (Comma).

$1234.56  Két hop dinh dang ky hiéu tlen t¢ (Currency).

$1,234.56 Két hop dinh dang ky hiéu tién t& va phan cich hang nghin.

- S6 0.25 c6 thé nhép theo cac cach nhu sau:

0.25 hoac .25

S6 thuan tuy, khong dinh dang.

25%

Két hop dinh dang phan tram (Percent).

2.5E-1 Két hop dinh dang khoa hoc (Scientific).

Cich dinh dang hién thi so :

Xéc dinh viung dir liéu sé mudn dinh dang

Trong thé Home chon Format\Format Cells (hodc bdm t6 hop phim Ctrl +1).

Number IAIignmentl Font I Border I Fill lPrntecﬁonl

Category:

General

Currency
Accounting
Date

Time
Percentage
Fraction

Chon nhom
Number
ding dé
dinh dang s

for monetary value.

4.1.2.Nhdp va dinh dang kiéu ngay thang

Sample

Decimal places: |2

Negative numbers:

1234.10
(1234.10)
{1234.10)

general display of numbers. Currency and Accounting offer spedialized formatting

[ use 1000 Separator {,)

R

SO chir sO

/‘ thap phan
I

Swdung
dau phay de
phan nhém

arg
\~ Cée dang
sO am

[ o ][ conca |

Khi nhap dir liéu kiéu ngay can phai tuan thi theo dung quy dinh ngdy, thang, nim
duoc quy dinh trong 16p Date: chon 1énh Start/ Control Panel/ Clock , Language amd
Regional / Region and Language / additional settings Chon thé Date, khi dé xuat hién

hop thoai:
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INunberlewrencleme |Dabe l

Example
Short date: 20/05/2014

Long date: 20 Thang Nam 2014

Date formats

Short date: YYY)

Long date: dd MMMM yyyy

What the notations mean:
d, dd = day; ddd, dddd = day of week; M = month; y = year

Calendar
When a two-digit year is entered, interpret it as a year between:
1930 and 209 %

52

First day of week: Thir Hai

Click Reset to restore the system default settings for
numbers, currency, time, and date.

o J[ concel

Khi nhap xong c6 thé thay doi thtr ty hién thi bang lénh Format\Format Cells (hoic
bam t6 hop phim Ctrl +1).

Vi dy : dé nhap ngay 30 thang 4 nam 2005 theo dang mic nhién (ngay/thang/nam) thi
phai go 30/4/2005+

Cach dinh dang hién thi s6 :

Chon vung dit liéu muén dinh dang kiéu ngay,

Trong thé Home chon Format\Format Cells (hodc bdm t6 hop phim Ctrl +1).

Chon 16p Number, chon muc Date trong nhom Categogy,

Chon kiéu dinh dang trong muc Type

Nhép Ok dé thyc hién

Nhoém Date

trong 16p
Number

Font IBorder I Fill IProted:‘on

~ | Sample

Type:
*3/14/2001
*Wednesday, March 14, 2001
3

, .2 .2 . \’-—
Céc kiéu hién thi
cua dur liéu kiéu

ngay

|Engiih (United States) -

isplay date and time serial numbers as date values. Date formats that begin with an
ond to changes in regional date and time settings that are specified for the operating
ts without an asterisk are not affected by operating system settings.

Custom dung dé
khai bao kiéu
hién thi méi )

[ oc || cancel
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4.1.3 Nhap va dinh dang dit liéu kiéu chudi

Theo mic dinh, dit liéu kiéu chudi khi m&i nhap vao s& canh trai 6, tuy nhién ban co6

thé canh gilra 6 hay bén phai 6.

Excel c6 gang dién giai dir liéu nhép vao vé kiéu sb, khi khong dién giai dugc thi nd

xem do la dur liéu kiéu chudi.

Dir liéu nhap | Kiéu dir liéu | Hién thi trong 6
$1,234.56 Kiéu sb $1,234.56
1.20E2 Kiéu sb 2.5E+02
=12+50% Kiéu sb 1250%

ABC Kiéu chudi | ABC

123A Kiéu chudi | 123A

0123 Kiéu sb 123

‘0123 Kiéu chudi | 0123

Pé dinh dang kiéu Text ta thuc hién :
Chon vung dit liéu muén dinh dang kiéu Text.
Trong thé Home chon Format\Format Cells (hodc bdm t6 hop phim Ctrl +1).
Chon 16p Number
Chon muc Text trong nhom Categogy

Nhép OK dé thuc hién ‘

Number |Alignrnent| Font | Border |

Fil | Protection |

Category:

General Sample
Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text
Spedal
Custom

Text format cells are treated as text even when a number is in the cell.
The cell is displayed exactly as entered.

3.2 Xir ly 0, hang, cft trong bang tinh
Chon hang, cot, 6
- Click chuét vao tiéu dé hang néu chon ca hang,vao tiéu dé cot néu chon ca cot, vao 6
néu chon 0.
- Chon cac hang, cot, 6 lién nhau : chon phén tir dau khdi. Gitr Shift va Click chudt
vao phan tir d6i dién ¢ cudi khdi.
- Chon cac hang, cdt, 6 10i rac : chon mét phan tir. Giit Ctrl va Click chon cac phan tir
con lai.
Chén thém hang, cot, 6 : Chon s6 hang, cot, 6 can chén. Click phai chudt, chon Insert
hodc dung Insert trén thanh cong cu
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E K l;ij x Au

§| Fill
| Insert | Delete Format IE_ |
- - - o Cle

5= Insert Cells...
jf- Insert Sheet Rows

Insert Sheet Columns

(=

LE Insert Sheet

Huy hang, cot, 6 : Chon sb hang, cot, 6 can huy. Click nut phai chudt, chon Delete
hodc Click Delete trén thanh cong cu

E\ i?l X AutoSum -
: @] Fill ~

| Delete |Format .
- - o Clear =

L

o | Delete Cells...

= | Delete Sheet Rows
A | Delete Sheet Columns
4 | Delete Sheet

]

Thay do6i do rong cua cot
- Chon céc ¢t can di€u chinh dd rong
- bét con tro chudt & mép phai vung tiéu dé va ré chudt hoac Click vao Format trén

thanh cong cu
¥ AutoSum ~ A—Lr
@] Fill - Z

Format . Sort &
- l Clear = Filter =
| Cell Size !

| T Row Height...
AutoFit Row Height L

1 Column Width..,
AutoFit Column Width

Default Width...
Visibility
Sao chép dir li¢u
C6 thé thuc hién cac cach sau :
Cach1:

) . Dung dugc trong moi truong hop
B1: Chon khoi muon sao chép.
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B2: Click biéu tugng copy hodc right click va chon Copy.
B3: Chuyén 6 chon dén vi tri dich, click biéu tugng Paste hodc right click va chon
Paste.

=] & Cut
= =3 Copy
Paste ,
- j’ Format Painter
Clipboard F
Cach 2:

Chi dung khi ving dich ké bén ving nguén va ving ngudn chi nam trén mot cot hodc
mot dong. Sau khi chon vung thuc hién:

- Fill\ Down : Chép xubng dudi

- Fill\ Right : Chép sang phai

- Fill\ Up : Chép Ién trén

- Fill\ Left : Chép sang trai.

L I
E Down

I#| Right

& Up _
|| Left L

Di chuyén dir liéu

B1: Chon khbi mudn chuyén dir liéu

B2: Chon Cut c6 thé thuc hién céc cach sau:

- Right Click va chon Cut.

- Click biéu tuong Cut.

B3: Di chuyén t&i dich sau d6 chon Paste c6 thé thuc hién cac cach sau:

- Right click tai 6 dich va chon Paste.

- Click biéu twong Paste (trén thanh cong cu)

Xéa dir li€u :

O khong bi x6a. Chon khéi dit liéu mudn xo6a va thuc hién mot trong nhirng cach sau:
- Right click va chon Clear contents.

- Chon Clear trén thanh cong cu

- Nhan phim Delete. .

Sau khi x6a, néu mudnn 13y lai dir liéu c6 thé st dunng tinh ning Undo bang nhing

cich sau: Nhan Ctrl+Z, hoic click biéu tuong Undo trén thanh cong cu.
] UL S TITIL

.# Clear = Filter = Sele
2 Clear All

] "'5;; Clear Formats

]

Clear Contents

—

Clear Comments

3.3 Dit tén va ghi chu cho 6, viing dir li€u
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Dat tén vung
Vi¢e dat tén Vl‘mg c6 loi rat 16n trong qué trinh thao thac va xu ly tinh toan nhu:

vung dugc gan tén sé glup goi nhé va dé hiéu cong dung cua no6 hon la cac dia chi don

thuan, dat tén gitp viéc tham chiéu tinh toén it sai s6t hon va di chuyén hay chon cac

vung da dugc dat tén rit nhanh chong

Quy tdc dat tén

- Tén dai tdi da 255 ky tu khong chaa khoang trang va ddu cham

-Tén phai bat dau 1a ky tu khong duoc bat dau 13 so

- Tén khong dugc dat gidng cac dia chi tham chiéu

Dat tén vung

Pé dit tén trudc tién ta chon vung can dit tén ->chon nhom Formulas ->Defined

Names ->Define Name, hop thoai New Name hién ra

New Name

Name: |

Scope: Workbook

Comment:

Refers to: | 2314382485

~ Hay nhép tén vang vao hop Name chon Scope, nhap chi thich néu can, xong thi
nhan OK. Ngoai ra con c6 thé dit tén tryc ti€p tor hop Name box hoac dit tén cho vung
chon tr Formulas ->Deﬁned Names->Create from Selection

Create Names from Selection @g

Create names from values in the:

[ Left column
[ Bottom row
[] Right column

Muon mé hdp thoai quan ly cac tén da dat vao nhoém Formulas ->Defined
Names ->Name Manager. Ttir hop thoai cé thé dat tén mdi, hi€u chinh thong tin cho
cac tén hién hodc xo6a tén cua cac vung khong dung dén,...

Name Manager

Mame Value Refers To Scope
=labc L ='18'18L85:80810 Waorkbook

4 | m r

Refers to:

b I0%

27



Thém chu thich cho 6

Thém chu thich vao cac 6 gitip cho viéc hiéu chinh va hiéu thong tin ma 6 dang
chta dugc rdo rang hon. Pé thém chd thich va 6, chon 6 ->chon nhém Review -
>Comments ->New Comment va hay nhap chii thich vao. Ngoai ra c6 thé nhap phai
chudt 1én 6 can cha thich va chon Insert Comment.

2 d?- s sample workbook adsx - Mcrosoft Excel .
A ] ! 3 {  BJOcete ] Showrnde ment  Qhy Protect Sheet Garrotectan we Week
\7 ” ‘..._I S _) - ¥ .
: X . = L % o )
pe 7 Rerearn 1 ilate fon e
" J ev ay Shere Wond J
(&) . £ 50000 -
" B { D £ ) H X ~
3 No. Name Entered comments
R 1 Marc
S 2 Stave
P
8
10 Selecting ce ll will show comment
1
13
1
15
18
19
R Cheot! Naar N aak 3 P .
Reay | 2 B8 1008 (= ~

« Pé doc chu thich chi can ré chudt 1én 6 ¢6 chu thich hodc vao Review ->Comments -
>Next hay Previous.
« Pé an/ hién chu thich vao Review ->Comments ->Show All Comments (an/ hién tat
c4) hodc Show/ Hide Comment (an/ hién chi thich 6 dang chon).
« Hiéu chinh chu thich vao chon 6 can hiéu chinh chu thich ->Review ->Comments -
>Edit Comment. Ngoai ra dé nhanh c6 thé nhap phai chudt va chon Edit Comment
« X6a chu thich vao chon 6 can x6a chu thich ->Review ->Comments ->Delete. Hodc
nhap phai chudt va chon Delete Comment.
5. Thuwe hanh
Pinh dang cac kiéu dir liéu trong bang tinh dién tir
Cac buéc thue hién
Chon ving dit liéu mudn dinh dang
Trong thé Home chon Format\Format Cells (hodc bdm t6 hop phim Ctrl +1).
Chon lép Number.
Chon kiéu dinh dang
Nhép Ok dé thyuc hién
B1: Dit liéu kiéu s
B2: Dir liéu kiéu ngay thang
B3: Dit liéu kiéu ky tu
B4: Dit liéu kiéu tién té
Sinh vién thyc hanh
Thuc hanh theo cac budc thuc hién
Nhiing trong tim cin chi y trong bai
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Trinh bay dugc nhiing khai niém kiéu dit liéu, cac loai toan tur trong bang tinh.
Bai mé rong va nang cao
Thyc hanh thao tac nhap va dinh dang dir li¢u
Thuc hanh cac thao tac voi xu 1y 0, hang, cot trong bang tinh
Yéu cau vé danh gia két qua hoc tip bai 2
Noi dung:
+ Vé kién thire: Giai thich duoc cac kiéu dir liéu, cac toan tir trong bang tinh;
+Veé ky nang: Thao tac dugc viéc nhap dir li¢u, xi 1y va dinh dang dit li¢u cho
bang tinh;
+ Nang lyc tu chu va trach nhiém: Ti mi, can than, chinh xac, ngan nép trong
cong vigc.
Phuong phap:
+ V& kién thirc: Pugc danh gia bang hinh thire kiém tra viét, tric nghiém, van
dap
+ V& k¥ ning: Panh gia k¥ ning thyc hanh qua cac thyc hanh thao tac nhap va
dinh dang dir li€u trén bang tinh.
+ Nang lyc tu chu va trach nhiém: Ti mi, can than, chinh xac, ngan nép trong
cong vigc.
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BAI 3: QUY TAC SU DUNG HAM TRONG EXCEL
Ma bai MD16-03

Muc tiéu: . i
- Stur dung dugc cac ham vé thoi gian va xu 1y van ban dé thao tac nhanh khi lam viéc
véi bang tinh Excel;
- Hinh thanh tu duy khoa hoc, phat trién nang lyc lam viéc theo nhom.
1. Quy tic str dung ham
1.1. Nguyén tic st dung ham

Ham chinh 13 cac cong thitc dugc cai dit san va dung dé thyc hién cac tac vu tur
don gian dén phirc tap mot cach nhanh chéng va chinh xac. Trong Excel co sin hang
tram hang va dugc phan thanh timg nhém dé phuc vu cho viéc tinh toan trén cac kiéu
dit liéu v&i nhiéu muc dich khac nhau.
Mudn xem danh sach cic ham thi vao thé Formulas Click chon Insert Function hodc
g6 t6 hop phim Shift + F3

Search for a function:

Nt tha ding dé
chon nhém ham

Nhap tén
hé.m Cé\ll’l ype a brief description of what you want to do and then dick
s)

tim va
chon Go

Or select a category: Date & Time

Select a function:

Danh sach
tén ham
trong nhom

DATEVALUE ‘
DAY
DAYS360

[cu phip 1 e

HOUR &

ham DATE
T DATE(year,month,day)

Returns the number that represents the date in Microsoft Office Excel date-time

Chtric nang
cta ham
DATE

function [ oK ] [ Cancel

Ct phap ham = TEN HAM ([céc dbi sd]) .

Phan 16n cac ham trong Excel déu c6 ddi sé ( arguments) nhung ciing c6 nhimg ham
khong c6 d6i s6 nhur ham PI(), ham TODAY()...

Néu ham c6 nhiéu d6i s6 thi cac d6i sé duge viét cach nhau boi ddu phay (). S6 dbi sd
ctia ham nhiéu hay it 1 tily theo timg ham cu thé.

Poi s6 cita ham c6 thé 1a :

Céc tri 86 : =SUM(10, 12, 6, 8, -7)

Dia chi cua 6: =MAX(A2, A4, C3, D2)

Dia chi cia mdt vung: =SUM(A2: A14, C1: C12)

Mot chudi ky tu: =RIGHT(*“Dai hoc Can Tho”, 7)

Mot biéu thire logic: =IF(A4 >= $DS$2, 7, 8) ,

Mot ham khac: =IF(C2>=0,SQRT(C2),“S6 am khong c6 can bac hai!”)
Tén cua mot vung: =MAX(ThanhTien)...

1.2. Cach nhap ham vao bang tinh
Néu cong thir bat dau 1& mot ham, thi phai c6 du = (hodc dau @ hodc ddu +)
& phia trude. Néu ham 1a dbi s6 cia mot ham khac thi khong can nhap cac dau trén
Cé6 2 cach nhap ham
Cich 1: nhap tryc tiép tir ban phim
- Pat tré chudt tai 6 mudn nhap ham.
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- Nhép dau = (hodc dau @, hogc dau +).
- Nhép tén ham cung cac doi so theo diing cu phap.
- GO Enter dé két thuc.

SUM v (» % « f| =SUM(A2,AB)
| A { B C

1

2 | 1]
3 2
4 3
5 4
6 | 5]

7 |=SUM(A2.A6) |

Cach 2: thong qua hop thoai Insert Function

- bat tro tai 6 muon nhap ham. 7

Click chon thé Formulas Click chon Insert Function hoac go t6 hop phim Shift + F3
Chon nhom ham trong danh sach Or select a category.

Chon ham cﬁn st dung trong danh sach Function name.
Click OK dé chon ham.

Chon
nhom ham

Search for a function:

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

Chon dén Or select a category: | Math & Trig
ham trong

nhém

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

Help on this function

- Tuy theo ham duoc chon, Excel s€ mo hop thoai ké tiép cho phép nhép céc dbi sb.
Tien hanh nhap cac doi so.
- Click OK d¢ ket thuc.

ddi sb cho
ham SUM

ham SUM

Adds all the numbers in a range of cells.

Mumberl: numberi,number2,... are 1 to 255 numbers to sum. Logical values and text
are ignored in cells, induded if typed as arguments,

Formula result = 15
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2. Gi¢i thiéu mdt s6 nhém ham chi yéu trong Excel
2.1. Cac ham ky tw

Cu phap Y nghia va vi du

LOWER(text) Chuyén chudi text thanh chir thuong.
=LOWER(“CAO DANG NGHE CAN
Tho”) -> cao dang nghe can tho

UPPER (text) Chuyén chudi text thanh chir in hoa.
=UPPER(“Cao dang nghe CAN Tho”) ->
CAO DANG NGHE CAN THO

PROPER(text) Poi cac ky tu dau ctia mdi tir trong chudi
text thanh chitin hoa, con lai déu 1a chir
thuong.
=PROPER(“Cao dang nghe CAN Tho”) -
>Cao Dang Nghe Can Tho

TRIM(text) Cit bo cac ky tu trong vo ich trong chudi
text.
=TRIM(* Can Tho ”)->Can Tho

LEN(text) Tra vé d0 dai cua chudi text (sd ky tu

trong chudi text).
=LEN(*“Cao Dang Nghe CAN Tho”) -> 21

LEFT(text, num_chars)

Tra vé num_char ky tu bén trai chudi text.
=LEFT(“Cao Dang Nghe CAN Tho”, 8) -
> Cao Dang

RIGHT((text, num_chars)

Tra vé num char ky ty bén phai chudi
text.

=RIGHT(“Cao Dang Nghe CAN Tho”, 7)
->CAN Tho

MID(text,
start num,num_chars)

Tra vé chudi ky tu c6 do dai num chars
bat dau tir vi trf start_num cta chudi text.
=MID(*“Cao Dang Nghe CAN Tho”, 5, 4)
-> Dang

VALUE(text)

Chuyén chudi c6 dang sb thanh tri sd.
= VALUE("123") + 2 -> 125

FIND(find_text, within_text,
[, start num])

Tra vé vi tri xuat hién (néu cd) cua
find_text trong within_text (bat dau tim tir
vi tri start_num).

Chu y:

- Néu khong c6 start_num thi vi tri bat dau
tim tir dau chudi.

- Ham FIND phan biét chir in hoa va chir
thuong.

- Néu khong tim thay find text thi s& tra
vé 16i #VALUE!

=FIND(“Excel”, “Microsoft Excel”) -> 11
=FIND(“Excel”, “Microsoft Excel”, 6) ->
11

=FIND(*“excel”, “Microsoft Excel”, 6) ->
#VALUE!

SEARCH(find_text,
within_text [, start num])

Tuong tu nhu ham FIND nhung khong
phan biét chit in hoa hay thuong.
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=SEARCH(“Excel”, “Microsoft Excel”) -
>11
=SEARCH(“excel”, “Microsoft Excel”) -
>11

REPLACE(old_text,
num_start, num_chars,
new_text)

Thay thé num_chars ky tu trong old_text
bang new_text bat dau tir vi tri num_start.
=REPLACE(“Ngon ngu lap trinh”, 10, 3,
“chuong”) -> Ngon ngu chuong trinh

2.2. Cac ham thong ké

Cu phap

Y nghia va vi du

MAX(numberl, number2, ...)

Tra vé gia tri 16n nhét’ clia cac gia tri so
trong danh sach tham so.
=MAX(1,2,3,5)->5

MIN(numberl, number2, ...)

Tra vé gia tri nho nhé‘g clia cac gia tri sO
trong danh sach tham so.
=MIN(l, 2,3, 5) > 1

AVERAGE(numberl,
)

number2,

Tra ve gid tri trung blnh cong cua cac 5O
trong danh sach tham sé.
—AVERAGE(I 2,3,5 ) ->2.75

COUNT(valuel, value2, ...)

DPém sO cac gia tri sO trong danh sach
tham sb.
=COUNT(2, “hai”, 4, -6) -> 3

COUNTA(valuel, value2, ...)

Pém sé cac 6 khong rong trong danh sach
tham s0.
=COUNT(2, “hai”, 4, -6) -> 4

COUNTBLANK(range)

Pém sd cac rong trong ving range.
=COUNTBLANK(B4:B12)

COUNTIF(range, criteria)

Pém cac 6 thoa man diéu kién criteria
trong vunrange.

- range: 1a ving ma diéu kién s& dugc so
sanh.

- criteria: 1a chudi mo ta diéu kién. Vi du:
"10"’">15H, "<20H.

=COUNTIF(B4:B12, “>=6")

RANK (number, ref [, order])

Tra vé tha hang ctia number trong ref, véi
order la cach xép hang.

Néu order = 0 hodc dugc bod qua thi ref
dugc hiéu 1a c6 tha tuy giam.

Néu order <> 0 thi ref duoc hiéu 1a co thir
tu tang.

=RANK(F4, $F$4:8F$12, 0)

=RANK(G4, $§G$4:5G$12, 1)

2.3. Cac ham tinh toan

Cu phap Y nghia va vi du

ABS(number) Tra vé gia trj tuyét doi ctia mot s6 thuc.
=ABS(12 - 20) > 8

INT(number) Tra vé sd nguyén 16n nhéat khong vuot qua
number.
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=INT(5.6) > 5
=INT(-5.6) > -6

MOD(number, divisor)

Tra vé so du cua phép chia nguyén number

cho divisor (number, divisor la cac
songuyeén).
=MOD(5, 3) ->2

ODD(number)

Lam tron trén téi mot s6 nguyén 1é gan
nhat.

=0DD(3.6) > 5

=0DD(-2.2) -> -3

PRODUCT (numberl, number2,
...)

Tinh tich cua céac gia tri trong danh sach
tham s0.
=PRODUCT(2, -6, 3,4) > -144

RAND()

Trérvé mot s6 ngu nhién trong khoang tir
0 dén 1. o
=RAND() -> SO ngau nhién

ROUND(number, num_digits)

Lam tron s6 number voi d6 chinh xac dén
num_digits chit s6 thap phan (véi qui uéc 0
lalam tron téi hang don vi, 1 14 lay 1 chtr
séthép phan, -1 1a Iam tron téi hang chuc,
).

=ROUND(5.13687, 2) -> 5.14
=ROUND(145.13687, -2) -> 100

SQRT(number)

Tinh cin bac 2 cia mot s6 duong number.
=SQRT(36) -> 6

SUM(numberl, number2, ...)

Tinh tépg cua cac gia tri trong danh sach
tham s0.
=SUM(2, -6, 8,4) -> 8

SUMIF(range,
sum_range])

criteria [,

Tinh tong cic 6 thoa man diéu kién.

- range: ving ma diéu kién s& dugc so sanh.
- criteria: chudi mé ta diéu kién. Vi du:
"10", n>15n’ n<20n’ .

- sum_range: vung dugc tinh tong. Cac 6
trong viing nay s& duoc tinh tong néu cac 6
tuong tng trong viing range thoa diéu kién.
Néu khong c6 sum range thi ving range
séduoc tinh.

=SUMIF(C4:C12, “>=6", F4:F12)
=SUMIF(C4:C12, “>=6")
=SUMIF(B4:B12, “NV”, G4:G12)

2.4. Cac ham tim kiém

Cu phap

Y nghia va vi du

CHOOSE(index num,valuel,[v
alue?],...)

(chon sb thir index num tir danh sach cac dbi
s6 valuel, value 2...)
1.=CHOOSE(3,”Win”,”Word”, “Excel”) ->
Excel
2.=SUM(CHOOSE(2,A1:A10,B1:B10))
=SUM(B1:B10)

Cho dir liéu nhu hinh bén:
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A B 3.=CHOOSE(2,A2,A3,A4) ->2nd

1 Data Data 4= CHOOSE(3,B2,B3,B4) ->

2 |1st Win Excel

3 |Znd Word

4 |3rd Excel
COLUMN(reference) Tra vé sb cot cua tham chiéu da chon

= COLUMN(BI1:F10) ->2

COLUMNS(array) Tra vé s6 cot trong mang hodc tham chiéu

=COLUMNS(C1:E4) -> 3 (ct)
=COLUMNS({1,2,3.4,5,6,7.8}) -> 4

HLOOKUP(lookup value,
table array,

ran

ge lookup)

row_index num,

A B C

A0l

€02 6

B75 §

L I S B e

A02 10

All B3

D25

B335 12

CAN THO

GA0

D25 15

TRANG [NUGC

TRONG

tim gia tri lookup_value trong dong trén cung
cua bang table _array theo chuan do tim
range_lookup, tra v€ tri twong Ung trong
dong tharow_index num (néu tim thay)
-Range lookup =True (mdc nhién) : cac tri
trong dong dau tién phai xép theo chiéu ting
dan

- Range lookup=False : céc tri trong dong
dau tién khong can sap xép thu tu

= HLOOKUP(16, D1:F3, 3, 0) ->22

= HLOOKUP(15, D1:F3, 3, 0) -> #N/A

= HLOOKUP(15, D1:F3, 3, 1) > 25

= HLOOKUP(15, D1:F3, 3) -> 25

= HLOOKUP(F5, D5:F7, 2, 0) -> GAO

= HLOOKUP(“B75”, D5:F7, 3, 1) -> NUOGC

INDEX(array,
column_num)

row_num,

Tra vé gia tri ciia 6 & hang thr row _num,
cOt thu column _num trong mang array.
Vi du: st dung bang dit liéu & phan vi du
ham HLOOKUP
=INDEX(D1:F3, 2, 3) ->20
= INDEX(D1:F3, 4, 3) ->#REF!
= INDEX(D1:F3, MATCH(26, D1:D3, 1),
MATCH(16, D1 Fl 0)) > 22

MATCH(lookup value,
lookup_array, match_type)

Tra vé vi tri (néu tim duoc) cua
lookup value trong mang lookup array theo
cach tim match_type

match type = 1:

Tim twong ddi, danh sach cac gla tri do tim
cua bang table array phai sap xép theo thir tur
tang dan ) .

Néu tim khong thay s€ tra v€ vi tri cua gia tri
16n nhat nhung nho hon lookup value
match_type = 0:

Tim chinh xac, danh sach cac gia tri do tim
ctia bang table array khong can sap xép thu
tu

Néu tim khong thay s& tra vé 15 #N/A
match_type = -1:

Tim twong d6i, danh sach phai sip xép cac
gia tri do tim cua bang table array theo thu
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tur giam dan

Néu tim khong thiy s& tra vé vi tri cia gid tri
nho nhit nhung 16n hon lookup value

Vi duy st dung bang dit liéu & phan vi du ham
HLOOKUP

=MATCH(16, D1:F1, 0) -> 2

= MATCH(20, D2:F2, 0) -> 2

= MATCH(18, D1:F1, 0) -> #N/A
=MATCH(15, D1:F1, 1) > 1

= MATCH(24, D3:F3,-1) >3

= MATCH(22, D2:F2,1) ->2
ROW(reference) Tra vé s6 dong ctia mot tham chiéu
=ROW(C10) > 10

=ROW(B5:B20) -> 5

ROWS(array) Tra vé s6 luong dong cé trong mot tham
chiéu hodc mang

=ROWS(A1:A5)->5

=ROWS(C1:E4) >4

VLOOKUP(lookup value, Tim gia tri lookup_value trong cot trai nhat
table array, col_index num, | cia bang table array theo chuan do tim
range lookup) range lookup, trd vé tri tuong ung trong cot

thir col_index_num (néu tim thay).
range_lookup =1 (méc nhién):

Tim twong ddi, danh sach céc gla tri do tim
cua bang table array phai sap xép theo thir tu
tang dan

Néu tim khong thiy sé& tra vé gia tri 16n nhat
nhung nho hon lookup value.

range lookup = 0:

Tim chinh x4c, danh sach cac gia tri do tim
clia bang table array khong can sap xép thu
tu.

Néu tim khong thiy s& tra vé 161 #N/A.
=VLOOKUP("B555", A5:B7,2,0) > 12
=VLOOKUP(A6, A5:B7,2,0) > 12
=VLOOKUP("B85", A1:B3,2) ->5
=VLOOKUP("B85", A1:B3,2,1)->5
=VLOOKUP("B8", A1:B3, 2, 0) -> #N/A
=VLOOKUP("B75", A1:B3,2,0) > 8

3. Thuwe hanh
Néu nguyén tac sir dung ham trong Excel
Cac buwée thue hién
Néu nguyén tic sir dung ham
Céch nhép ham vao bang tinh
Sinh vién thyc hanh
Thyc hanh theo cac bude hudng dan
Nhiing trong tim cin chu y trong bai
Trinh bay dugc dugc quy tic st dung ham va nhom ham thuong dung trong
Excel.
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Bai mé rong va niang cao
Str dung cac ham trong bang tinh Excel dé tinh cac vi du sau.

A B C D E F
1 CAC PHEP TOAN SO HQC
2 X y (x+y)2 x2+y2+2xy x/y 3xy
3 9 5
4 125 48
5 32 18
6 29 12
7
8 |Dung cdc|phép todn s6 hoc d€ tinh cdc gid tri cho cdc 6 tréng ?
A A A B C D | E A F
1 CAC PHEP TOAN LUAN LY
i a b a>b a<b a>=b a<=b
3 47 23
4 58 58
5 12 49
6 35 75
7 |
8 |Dung cic phép todn s6 hoc d€ tinh cdc gid tri cho cdc 6 tréng ?
A B | C D | E | F | G 7 H
1 CAC HAM TOAN HOC - MATH FUNCTIONS
2 X y Mod(x.y)| Int(x/y) [Sqrt(x+y)| Round(x/y.2) | Power(x.4) [Produc(x.y)
3 7 2
4 13 4
5 15 66
6 8 8
7
8 |Dung cdd ham todn hoc d€ tinh gid tri cho cdc 6 tréng ?
Yéu ciu vé ddnh gia két qua hoc tap bai 3
Noi dung:

+ Vé kién thuc: Giai thich dugc quy tac st dung ham va phan tich dugc mot sb
nhom ham thuong dung trong Excel,
+ V& k¥ niang: Thao tac dugc cac nhom ham thuong dung trong bang tinh;
+ Nang lyc ty chu va trach nhiém: Ti mi, can than, chinh x4c, ngin nap trong cong
viéc.
Phuong php: ‘ 7 .y ,
+ Vé kién thirc: Pugc danh gia bang hinh thuce kiém tra viét, trac nghiém, van dép
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+ V& k¥ ning: Panh gia k¥ ning thuc hanh qua cac thao tic nhap va dinh dang dir
liéu va st dung ham trén bang tinh.
+ Nang luc tu chu va trach nhiém: Ti mi, can thén, chinh xc, ngan ndp trong cong
viéc.
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BAI 4: HAM THOI GIAN VA HAM XU LY VAN BAN
M3 bai MP12-04

Muc tiéu:

- Str dung dugc cac ham vé thoi gian va xtr 1y vin ban dé thao tac nhanh khi lam viéc
véi bang tinh Excel;

- Hinh thanh tu duy khoa hoc, phét trién nang lyc lam viéc theo nhom.

1. Ham ngay thang va thoi gian

1.1. Ham ngay thang
Gia sir 6 Al chira ngay 28/09/2004 (Thir ba).
Cu phap Y nghia va vi du
TODAY() Tra vé ngay hién hanh cta hé thong.
=TODAY/( ) -> Tuy vao ngay hién hanh cua
hé thong.
NOW() Tra vé ngay va gio hién hanh cua hé thong.

=NOW( ) -> Tuy vao ngay va gio hién hanh
ctia hé théng.

DAY/((date) Tra vé ngdy va gio hién hanh cta hé thong.
=NOW( ) -> Tuy vao ngay va gio hién hanh
ctia hé théng.

MONTH(date) Tra vé gia tri thang trong nam cua biéu thirc
ngay date.

=MONTH(AI1) ->9

YEAR(date) Tra vé gia tri nam cua biéu thirc ngay date.
=YEAR(A1) -> 2004

WEEKDAY (date) Tra vé sO thu ty ngay trong tuan cia biéu
thuc date.

Gia tri 1: Sunday, 2:Monday, ..., 7: Saturday.
=WEEKDAY (A1) ->3
DATEVALUE(date_text) Poi chudi ngay date_text (theo qui udc nhap
ngay) thanh trj s ngay.

Ghi chi: ta c6 thé dinh dang két qua trén
thanh dang Date bang cach st dung menu

Format/Cells.
= DATEVALUE("22/8/55") -> 20323 ->
22/8/55

DATE(year, month, day) Tra vé gia tri dang Date theo quy dinh ctia hé
thong.

=DATE(2004,09,28) -> 28/09/2004
=DATE(04,9,28) -> 28/09/2004
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1.2. Ham thoi gian

Cu phap Y nghia va vi du
SECOND(serial number) ® - # | =seconpe3) |
serial number: Biéu thire  thoi A B € D .
gian hodc la mot con so chi gia CAC HAM THOI GIAN (TIME FUNCTION)
tri thoi gian. - __ : :
Chuc nang: Tra vé gia tri 1a gidy | | 2 o S L e e
SRR . - 3 | 2:04:45 PM 14 4 45
tuxglamtn ser1a1_.r11umb,er hf)ac B TR T - 20 —
phén gidy trong bi€u thuc gio — || 74420 AM 7 a 20
phut — giay. 6 6:4834 AM 6 48 34

MINUTE(serial_number) v £

Chutrc nang: Tra ve gia tri la phut A B C i) ge
to gid tri serial number hodc
phan phit trong biéu thic gio — CAC HAM THOT GIAN (TIME FUNCTION)
phut — gidy. 1
2 Th#i gian Gi Phat Giay
3 2:04:45 PM 14 4 45
T 1:20:34 PM 13 20 34
3 7:44:20 AM 7 44 20
6 6:48:34 AM 6 48 34
HOUR(serial_number) @ v £ [ =Houre3)
Chtrc nang: Tra vé gia tri 1a gio

A

B o D E

CAC HAM THOI GIAN (TIME FUNCTION)

tr gid tri serial number hodc
phan gio trong bi€u thuc gio —
phut — giay.

Thoigin | Giv | Phit | Gidy
20445 PM 4 45
12034PM | 13 0 |
TH0AM | 7 “ | 2
64834AM | 6 48 34

(=] Ly = Lad [ ]
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2.

TIME(hour, minute, second)
Chtic nang: Tra vé biéu thirc thoi
gian tur cac ddi s6 hour, minute,
second

Trong do6:

hour: Sé chi gi0, 1a mot con sb
tir 0 dén 23. Néu 16n hon 23,
Excel sé& tu trir di mot bdi sb cua
24.

minute: SO chi phut, 1a mot con
s6 tir 0 dén 59. Néu 16n hon 59,
Excel s& tinh lai va ting sd gid
1én tuong Ung.

second: Sb chi gidy, 1a mot con
s6 tir 0 dén 59. Néu 16n hon 59,
Excel sé tinh lai va tang s phut,
sO gio 1én twong Gmg.

fe | <TIME(D5,C5.85)
D | I F

@ v

Al B | C

CACHAM THOT GIAN (TIME FUNTION)

[ [

Seral | Gudy | Phit
§immber | Q) | 0) | (4
S0 414 ]

Tao Lai thaf gan fi
(2),3),4

“““““

1448 AM

60 00l 6:00:00PM
7o % || D SN
0 0 4 0 H4R00AM

TIMEVALUE(time_text)
Chuyén d6i mot chudi vin ban
c6 dang thoi gian thanh mot gia
tri thoi gian dé co thé tinh toan
duoc.

Trong d6: time text: Chudi vin
ban can chuyén d6i.

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

TIMEVALUE(*12:00:00")=0.5
TIMEVALUE(*24:00:00")=1

Ham xir ly van ban va dir li¢u

2.1. Ham xwr ly van ban

Cu phap

Y nghia va vi du

LEFT(text, num_chars)

Tra vé num_char ky ty bén trai chudi text.
=LEFT(“Cao dang nghe CAN Tho”, 8) ->
Cao dang

RIGHT(text, num_chars)

Tra vé num_char ky ty bén phai chudi text.
=RIGHT(*“Cao dang nghe CAN Tho”, 7) -
>CAN Tho

MID(text, start num,num_chars)

Tra vé chudi ky tu ¢6 do dai num_chars bat
dau tir vi tri start_num cta chudi text.
=MID(*“Cao dang nghe CAN Tho”, 10, 4) ->
nghe

UPPER(text)

Chuyén chudi text thanh chir in hoa.
=UPPER(“Cao dang nghe CAN Tho”) ->
CAO DANG NGHE CAN THO

LOWER(text)

Chuyén chudi text thanh chir thudng.
=LOWER(“Cao dang nghe CAN Tho”) ->
cao dang nghe can tho

PROPER (text)

Doi cac ky tu dau cia mdi tir trong chudi text
thanh chir in hoa, con lai déu 1a chit thudng.
=PROPER(“Cao dang nghe CAN Tho”) ->
Cao Dang Nghe Can Tho
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LEN(text)

Tra ~Vé do dai cua chudi text (sd ky tu trong
chuoi text).
=LEN(“Cao dang nghe CAN Tho”) -> 21

REPT(text, times)

Dung dé 1ap di 1ap lai mot ky ty hodc mot tu,
v01 s0 lan duogce dinh trudc.

=REPT(“Good day !”,2) -> Good day ! Good
day !

TEXT(number,format)

Chuyén d6i mot sé thanh dang van ban (text)
theo dinh dang duoc chi dinh cho trude.

Mot sé kiéu dinh dang kiéu s6 nhu 1a:
###,000, #,##0.00, ....

Mot s kiéu dinh dang ngdy thang nam, hodc
gio: dd/MM/yyyy, dd/MM/yyyy hh:mm:ss,

d/m/yyyy, d/MMM/yyyy, ....
=TEXT(NOW(),”dd/MM/yyyy”) ->
22/07/2010
=TEXT(*2/1/2010%,”dd/MM/yyyy”) ->

02/01/2010

2.2. Ham xit Iy dit lidu

Cu phap Y nghia va vi du

DSUM(database, field, criteral) | E11=DSUM($A$3:$D$9,C3,$B$14:$C$15)
Trong do: Trong do: .
database: Danh sach co s& dir | $A$3:3D$9: La vung Database bao gom ca
liéu bao gom ca cot Tiéu dé dong Tiéu dé.

field: Dia chi ciia trudng can tinh
tong .
criterial: Bi¢u kién

C3: Cot luong thang.(Field)
$B$14:$C$15: Vung di€u kién (Criterial)
@ v =DSUMISAS3SDS9,C3 SBS145C515)

o

A B C D E

1 HAM DSUM TRONG EXCEL
2
3| MINV Ténnhinvién | Lwongthing | MdPB
- 001  [Nguyén Thé Anh 56000000  PTIC
5 003 D46 Thi Nha 45000000 PIV
6 005 Phing Quoc Chin 10,000,000, BGD

009 |Lé Thi Mai Hwong 3500000 PIC
§ 004 [Pham Nhat Quang 5000000 PTV
9 002 |Ding T Tra 4700000 PKH
10
11 Tinh téng cia nhan vién phong Tai vu c6 hrong >=5.000.000 S,MI},I}M)I

12

13

14 Mi PB Lurong thing
15 PTV >=5000000

DAVERAGE(database,
criteral)

Trong do:

database: Danh siach co s¢ dir
lidu bao gdbm ca cot Tiéu dé
field: Dia chi ciia trudng can tinh

field,

D12=DAVERAGE($A$3:$5D$10,C3,5B$14:
$B$15)

42




tong
criterial: Bicu kién

Di2 A\ I I =DAVERAGE(SA$3:SD$10.C3.5BS14:5B515) I

A B C D E F
HAM DMAX, DMIN, DAVERAGE TRONG EXCEL

(SR

3 Ma NV Tén nhén vién Lwong thang MiPB
4 001 Nguyén Thé Ash 56000000 PTC
5 003 D& Thi Nhai 4,500,000 PTV
6 005 Phiing Quéc Chén 10,000000 BGD
7 009 L& Thi Mai Hrong 3,500,000 PTC
3 004 Pham Nhit Quang 50000000 PTV
9 007 Hoang Tra Giang 3,000,000 PTV
10 002 Dang Thu Tra 4,700,000 PKH

12 Lwong thiang TRUNG BINH ciia nhén vién Phong Tai Vu | 4.166.667 |
13
14 Diéu kién Mz PB
15 PTV

DMAX(database, field, criteral)
Trong do:

database: Danh sach co s¢ dir
lidu bao gdbm ca cot Tiéu dé
field: Dia chi ciia trudng can tinh
téng

criterial: Diéu kién

D12=DMAX($A$3:$D$10,C3,$B$14:$3B$15
)

v Jf« | =DMAX(SA$3:5D$10,C3,5B514:3BS13)|
A B [o] D o E

1 HAM DMAX, DMIN, DAVERAGE TRONG EXCEL
2

3 MaNV Ténnhinvién | Lwongthing | M&PB

4 001 Nguyén Thé Anh 56000000 PTC

5 003 D& Thi Nhai 45000000 PTV

6 003 Phiing Quéc Chén 10,000,000 BGD

7 009 Lé Thi Mai Huong 3,500,0000 PTC

8 004 Pham Nhit Quang 5,000,000 PTV

9 007 Hoéng Tra Giang 3,000,000 PTV

10 002 Diing Thu Tra 4700,000f PKH

11

12 Luwong cao nhét cia nhén vién phong Tai Va | 5.000,000 ||
13

14 | Diu kién Mi PB

15 PTV

DMIN(database, field, criteral)
Trong do:
database: Danh sach co s& dir

D12=DMIN($A$3:5D$10,C3,$B$14:$B$15)

[GI>) - ( | =DMIN(5A$3:5D$10,C3,5B514:3B515) |
A B C D E F

. . 1 HAM DMAX, DMIN, DAVERAGE TRONG EXCEL
liéu bao gom ca cot Ticu de 2
ﬁeld: Dia Chi Cﬁa« tm(‘),ng Cé\ll’l til’lh 3 Ma' NV Tén nhén vién Lwong thing Ma'PB
2 : 4 001 Nguyén Thé Anh 5,600,000 PTC
tOl’lg . 5 003 D3 Thi Nhai 45000000 PTV
criterial: Diéu kién 6 005 |Phing Quéc Chin 10000000  BGD
) i 009 Lé Thi Mai Hwong 3,500,000 PTC
8 004 Pham Nhat Quang 5,000,000 PTV
9 007 Hoang Tra Giang 3,000,000 PTV
10 002 Ding Thu Tra 4,700,000 PKH
11
12 Luwong THAP NHAT ctia nhan vién phong T4 Vg | 3.000,000 |
13
14 Diéukién Mi PB
15 PTV

DCOUNT(database,
criteria)

field,

Pém cac 6 kiéu s trong cot field cia cac
mau tin thoa diéu kién criteria.
=DCOUNT($A$3:$H$10, 4, C13:C14)
=DCOUNT($A$3:$HS$10, 4, G13:H14)

DCOUNTA(database,
criteria)

field,

Pém cac 6 khac rong trong cot field cua céc
mau tin thoa diéu kién criteria.
=DCOUNTA($A$3:$HS$10, 2, C13:C14)
=DCOUNTA($A$3:$H$10, 2, G13:H14)

3. Thuc hanh
Thyc hanh vé st dung ham ngay thang va thoi gian
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Dung cac ham Day, Month, Year va Weekday( serialNumber) de lay vé ngay, thang,

nim ctia mot sb serialNumber va dung ham Date(y,m,d) dé tra vé dang ngiy than
codal Ngay Thang | Nim Stt nga;r T.301 lai ngay thiang
(2) (3) 4) trong tuan tir (2), (3), (4)
36500
38500
39000
40000

Cac buéc thue hién

B1: Nhép dir li€u vao bang tinh

B2: G6 déu = va gd ham vao dé tinh toan

B3: Hién thi két qua.

Sinh vién thyc hanh

Thuc hanh theo cac budc da huéng dan

Nhiing trong tim cin chu y trong bai

Trinh bay dugc nhitng khdi niém ham vé thoi gian va xir Iy van ban tir trong bang tinh.

Bai mé rong va niang cao

Dung cac ham Second, Minute, Hour ( serialNumber) dé ldy vé gid, phat, gidy cia

mét sd serialNumber va dung ham Time(h,m,s) dé tra vé dang thoi gian.

Serial Giay Phit Gidr Tao lai thoi gian tir

number (2) (3) 4 (2),(3),(4)
0,32
0,75
0,64
0,45

Thuc hanh vé sir dung ham xu 1y van ban va dir liéu

Cho danh sach bang diém hoc sinh , tim diém cao nhat, thap nhét, va diém trung binh

trong cot diém.

2

3

4 | STT Ho va Tén Lép Diém
5 A0l |Hoang Trung Kién 04 8
6 A02 |Lé Van Nam OB 9
7 | AD3 I\guvm Thu Hufung oC 7
8  A04 |LéKiéuLinh 9B 10
9  AO05 |Nguvén Thi Thuy 94 8
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Yéu cau vé danh gia két qua hoc tip bai 4

Noi dung:

+ Vé kién thirc: Trinh bay dugc dinh nghia cac ham vé thoi gian va xir 1y van ban dé
thao tac nhanh khi lam viéc v6i bang tinh Excel;

+Veé ky nang: Thao tac duogc vi¢c nhap dir li€u, xir Iy va dinh dang dir liéu cac ham vé
thoi gian va xtr ly van ban cho bang tinh;

+ Nang lyc ty cha va trach nhiém: Ti mi, can than, chinh x4c, ngan nap trong cong
viéc.

Phwong phap:

+ V¢é kién thirc: Puoc danh gia bang hinh thirc kiém tra viét, trac nghiém, van dap

+ V& k¥ nang: Panh gia k¥ nang thyc hanh qua cac thuc hanh thao tic nhap va dinh
dang dir liéu cach tinh ham vé thoi gian va xir 1y van ban trén bang tinh.

+ Nang lyc ty cha va trach nhiém: Ti mi, can than, chinh xac, ngan nép trong cong
viéc.
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BAI 5: HAM THONG KE, HAM TOAN HQC VA LUQNG GIAC
M3 bai MP16-05

Muc tiéu:

-Van dung dugc cic ham thong ké, ham toan hoc va luong gidc dé lam cac bai toan
phat sinh trong thyc té;

-Rén luyén tinh can than, khoa hoc.

1. Ham thong ke

Thong ké, thu thap Dir li¢u 1a mdt trong nhiing viéc lam thudng xuyén c6 mat ¢
bét cr cong viée thudc linh vuc nao trong Xa Hoi.

Trudc kia, cong viéce nay phan 16n dugc tién hanh thu cong, nhung voi sy phat
trién cia cong nghé, nhung cong viéc d6 gio day duoc thyc hién phan 16n 13 trén may
moc. Co rat nhiéu phan mém khac nhau duoc sir dung va c6 chuc nang thong ké Dir
liéu, va MS EXCEL cung 14 mot trong nhimg phan mém hiru ich, giap con nguoi c6
thé thuc hién cic cong viéc tinh toan trén bang tinh, thuc hién rat nhiéu cac chirc ning
Loc Dit Liéu, Do tim Dit liéu, Tham chiéu dix liéu va Thong ké Dir liéu...

1.1. Chirc niing mdt s6 ham thong ké chii yéu
- Ham AVERAGE(number 1, number 2...) : Tra vé gia tri trung binh cong cua cac
s number 1, number 2,. Hoac tra vé gid tri trung binh cta cac gia tri s6 trong 1
vung dir 11¢u.
- HamMAX(number 1, number 2,...): Tra vé gia tri 1on nhit ciia number 1, number
2,...hodc gia tri 16n nhit cta ca 1 ving dir liéu s6.
- HAM MIN (number 1, number 2,...): Tra vé gia tri nho nhét trong cac gia tri
number 1, number 2,...hodc gia tri nho nhat cta ca 1 ving dit ligu s0.
- Ham COUNT(value 1, value 2,...): Dérn ) o 6 chtra dt li¢u s0 trong pham vi.
- Ham COUNTA(value 1, value 2,...): Pém 0 6 ¢ chira di liéu trong pham vi (Ké
ca dir li¢u so0 va dir licu Text (dang chudi)).
- Ham SUM(number I, number 2,...): Tra vé g1a tri 1a tong cac gia tri number 1,
number 2,...Hodc tra Vé gia tri tong cua mot vung dir li¢u so.
1.2. Cach sir dung ham théong ké.
Ham AVERAGE(number 1, number 2...)
Vi du : Tinh diém trung binh hoc ky cua hoc sinh Nguyén Viét An

<> ST O s N

A B C D E F
1

5

3

4 STT Ho Diém Toan | Diém Van | Diém TB

5 1 |Nguyén Viét An 9.0 7.0 8.0 h
6 2 [Bii Manh Hieng 85 79 82

7 3 |Nzuyén Quéc Ding 7.5 9.0 8.3

8 4 |Pham Manh Crong 8.0 7.0 7.5

9 5  |Bii Tuén Diing 9.0 6.5 7.8

10 6 |Lé& Thi Thuay 6.8 7.0 6.9

i1 7 |Trin Thi Dung 8.0 8.0 8.0

12 8  |Phan Trong Tam 6.0 6.5 6.3

13 9  |Trhn Thu Nga 7.0 7.0 7.0

14 10 |Vii Thu Trang 8.0 8.5 8.3
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Ham MAX(number 1, number 2,.. ) i
Vidu : Tim diém trung binh 16n nhat trong ¢t Biém TB

A B C D E F
1
2
3
4 STT Ho Piém Toin| Piém Vin | Piém TB
5 1 |Nguyén Viét An 9.0 7.0 8.0
6 2 |Buii Manh Hung 85 79 8.2
7 3 |Nguyén Qudc Ding 75 9.0 8.3
8 4 |Pham Manh Cwémg 8.0 7.0 7.5
9 5 |Bui Tuén Ding 9.0 6.5 7.8
10 6 |Lé Thi Thuy 6.8 7.0 6.9
11 7  |Trén Thi Dung 8.0 8.0 8.0
12 8  |Phan Trong Tam 6.0 6.5 6.3
13 9 |Trén Thu Nga 7.0 7.0 7.0
14 10  |Vii Thu Trang 8.0 8.5 8.3
15
16 | Piém trung binh cao nhit " ﬁ!

ﬁ;AM MIN (nymber 1, numbeg 2,..) )
Vi du: Tim diém trung binh thap nhat trong c6t Diém TB

v fx | =MINF5F14) |

A B C D E F
1
2
3
4 STT Ho Piém Toin | Piém Vin | Piém TB
5 1  |Nguyén Viét An 9.0 7.0 8.0
6 2 |Bii Manh Hung 85 79 8.2
7 3 |Nguyén Quéc Diing 75 9.0 8.3
8 4  |Pham Manh Cwémg 8.0 7.0 7.5
9 5 |Bui Tuén Diing 9.0 6.5 7.8
10 6  |Lé& Thi Thay 6.8 7.0 6.9
11 7 |Trén Thi Dung 8.0 8.0 8.0
12 8  |Phan Trong Tam 6.0 6.5 6.3
13 9 |Tran Thu Nga 7.0 7.0 7.0
14 10 |Vii Thu Trang 8.0 85 8.3
15
16 Diém trung binh cao nhit | 8.3
17 Piém trung binh thap nhit l 6.3

Ham COUNT(value 1, value 2,...)
Vi du: Bém s0 6 c6 chtra ditr li¢u 1a s6 trong bang sau
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O]

Lid

9

10
11

H

@ - £
A B C D E F
14 28 36 d 2
b 43 57 85
19 35 studv |compare 13
23 56 14 10 |computer
some 49 28 33
65 8 command| 52 24
66 51 38 Learn
e e 1|m

Ham COUNTA(value I, value 2,...)
Vi du: Bém s0 6 c6 chira dir li€u trong bang sau

(]

(W5 ]

8

9

10
11

B

Ham SUM(number 1, number 2,...)
Vi du: Tinh tong lvong cua nhan vién trong cong ty.

f | =COUNTA(B4:F10)

A B C D E F
14 28 36 d 2
b 43 57 83
19 35 studv |compare 13
23 36 14 10  |computer
some 49 28 53
65 8 command| 32 24
66 51 38 Learn
Pém s 6 chira dit liéu
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v ( ﬂrl =SUMESES) |

A B C D E

1

3

3

4 STT Ho tén Phong Ban Lwong

3 1 |Nguvén Vin Treéng  |Ké hoach 5,000,000
6 2 |Pham Quang Hai Kinh doanh 4,500,000
7 3  |Bii Manh Thing K¢ hoach 6,500,000
8 4  |Nguvén Thu Nguvét |Kétoan 4,500,000
Q 5 |Pham Thi Hoa K& toan 4,000,000
10 Téng I 24=5°°=“°E'|

2. Ham to4n hoc va lugng giac

2.1. Ham toan hoc

Cu phap

Y nghia va vi du

ABS(number)

Tra vé gia tri tuyét ddi ciia mot sothuyc.
=ABS(12 - 20) > 8

INT(number)

Tra vé s6 nguyén 1on nhat khéng vuot qua
number.

=INT(5.6) > 5

=INT(-5.6) -> -6

MOD(number, divisor)

Tra vé s6 du cua phép chia nguyén number
cho divisor (number, divisor la cac so
nguyén).

=MOD(5, 3) ->2

ODD(number)

Lam tron trén téi mot s6 nguyén 1é gan
nhat.

=0DD(3.6) > 5

=0DD(-2.2) -> -3

PRODUCT (numberl,
number2, ...)

Tinh tich cua céac gia tri trong danh sach
tham s0.

~PRODUCT(2, -6, 3, 4) -> -144

num_digits)

RAND() Tra vé mot so ngau nhién trong khoang tir
0 dén 1.
=RAND( ) -> S6 ngiu nhién
ROUND(number, Lam tron s6 number v6i do chinh xac dén

num_digits chi¥ s0 thip phan (v6i qui udc 0
lalam tron t6i hang don vi, 1 1a 1y 1 chit s6
thap phan, -1 1a l[am tron t61 hang chuc, ...).
=ROUND(5.13687, 2) -> 5.14
=ROUND(145.13687, -2) -> 100

SQRT(number)

Tinh cin bac 2 cia mot s6 duong number.
=SQRT(36) -> 6

SUM(numberl, number2, ...

Tinh tong cua céac gia tri trong danh séch
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tham sd.
—SUM(2 -6,8,4) > 8

SUMIF(range,
sum_range])

criteria

[,

Tinh tong cic 6 thoa man diéu kién.

- range: ving ma diéu kién s& dugc so sanh.
- criteria: chudi mé ta diéu kién. Vi du:
"10", n>15n’ n<20n’ .

- sum_range: vung dugc tinh tong. Cac 6
trong viing nay s& duoc tinh tong néu cac 6
tuong Ung trong viing range thoa diéu kién.
Néu khong c¢6 sum_range thi ving range s&
duoc tinh.

=SUMIF(C4:C12, “>=6", F4:F12)
=SUMIF(C4:C12, “>=6")
=SUMIF(B4:B12, “NV”, G4:G12)

EXP (number)

Tinh Iy thtra co s0 e cia mdt sO

=EXP(0) -> 1

FACT (number) Tinh giai thira ctia mot s6
=FACT(3) > 6

LOG (number) Tinh logarit cia mot so
=LOG(100) ->2

LOGI10 (number) Tinh logarit co s6 10 ctia mot s6

=LOG10(10) -> 1

POWER (number, power)

Tinh liiy thira ctia mot s6
=POWER(2,3) -> 8

2.2. Ham lwgng giac

Cu phap

Y nghia va vi du

SIN (number)

Tra vé mdt gia tri radian 1a sin cua mot 5O
=SIN(0) -> 0
=SIN(30*PI1()/180) ->0.5

COS (number)

Tra vé mot gia tri radian, 1a cos ciia mot sd
=COS(60*PI()/180) -> 0,5
=COS(RADIANS(60)) -> 0,5

TAN (number)

Tra vé mdt gid tri radian, 1a tang cua mot 5O
=TAN(45*P1()/180)

ASIN (number)

Tra vé mot gia tri radian nam trong doan tu
-Pi/2 dén Pi/2, la arcsine, hay nghich dao
sine cua mot s6 nam trong khoang tir -1 dén
1

=ASIN(—O.5)*180/PI() ->-30

ACOS (number) :

Tra vé mot gia tri radian nam trong khoang
tir 0 dén Pi, 1a arccosine, hay nghich dao
cosine cua mot s nam trong khoang tur -1
dén 1

=ACOS(-0.5)*180/PI() -> 120

ATAN (number)

Tra vé mdt gid tri radian nam trong khoang
tir -Pi/2 dén Pi/2, 13 arctang, hay nghich dao
tang ctia mot s6

=ATAN(1)*180/PI() ->45
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3. Thuc hanh )
Thuc hanh veé sit dung ham thong ké
Cho bang két qua thi cudi ky nhu sau:

Mi s Ho va tén Windows | Word | Excel | DPTB ‘[I\'f; ::)i[:
TOO1 | Neuvén Hodng Phirong 7 7 6]
T002 | Nguyén Duy Duong 9 8 9
D003 | Hoang Qudc Bio 8 6 6
TOO4 | Va Quéce Viét 8 7 5
DO0S | Hoang Bao T 10 8 6
K006 | Bin Déing Khoa 5 4 2
K007 | Vi Thi Thu Ha 10 7 7
TOOS Nguxﬁn Thi Kim Loan 9 8 6

Dién gia tri vao cot diém trung binh biét rang mon Excel nhén hé 50 2.
Tim sinh vién c6 diém thi 3 mon cao nhét, thap nhat.
Cac budrc thuc hién
Poc yéu cau cia dé bai
B1: Nhép dir li€u vao bang tinh

B2: G6 déu = va gd ham vao dé tinh toan
B3: Hién thi két qua.
Sinh vién thyuc hanh
Thuc hanh theo cac budc da huéng dan
Nhiing trong tim cin chu y trong bai
Trinh bay duoc nhirng khai niém ham théng ké, ham toan hoc va luong giac trong
bang tinh.
Bai mé rong va nang cao
Thuc hanh vé sir dung ham toan hoc va llr(mg glac
Dung cac phép toan s hoc dé dién gia tri vao cac 6 trong cho céc bang sau:

X y (x+y)2 X2+y2+2Xxy xfy | 3xy

9 5

125 | 48

32 18

20 12

X | v | Mod(x,y) | Int(x/y) | Sqrt(x+y) | Round(x/v,2) | Power(x,4) | Produc(x,y)
712

13| -4

15| 66

8|8

Yéu cau vé danh gia két qua hoc tip bai 5
Noi1 glung: ’
+ V¢ kién thuc: Trinh bay dugc dinh nghia cac ham thong ké, ham toan hoc va lugng
gidc dé 1am cac bai toan phat sinh trong thyc té;
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+ Vé ky nang: Thao tac dugc viéc nhap du li€u, xur Iy va dinh dang dir li¢u cac ham
thong ké, ham toan hoc va luong giac cho bang tinh;

+ Nang lyc ty cha va trach nhiém: Ti mi, can than, chinh x4c, ngdn nap trong cong
viéc.

Phuong phap:

+ Ve kién thirc: Puoc danh gia bang hinh thirc kiém tra viét, tric nghiém, van dap

+ Vé k¥ nang: Panh gia ky ning thyc hanh qua cac thyc hanh thao tac nhép va dinh
dang dir liéu cach tinh ham thng ké, ham toan hoc va luong glac trén bang tinh.

+ Nang lyc ty chi va trach nhiém: Ti mi, can than, chinh x4c, ngin nap trong cong
viéce.
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BAI 6: HAM LOGIC VA LAY THONG TIN TRONG EXCEL
M3 bai MP16-06

Muc tiéu:

- St dung nhanh va thanh thao cac ham logic va ldy thong tin trong Excel dé phuc vu
cong tac van phong;

- Rén luyén tinh can than, khoa hoc.

1. Ham logic

1.1. Chirc ning mdt s6 ham logic chii yéu

- Ham AND
Ham tra vé gia tri True (PGng) néu tit ca cac biéu thire diéu kién déu ding.
Ham tra vé gia tri False (Sai) néu c6 it nhat mot biéu thirc diéu kién sai.
- Ham OR
Ham tra vé gia tri True (Png) néu c6 it nhat mot didu kién ding
Ham tra vé gia tri False (Sai) néu tit ca cac biéu thuc diéu kién déu sai.
- Ham NOT

Tra vé gia tri phi dinh cta biéu thirc Logic.

Ham IF (loglcal test, value_if true, value if false)

Tra Ve gla tri thir nhat Value if true néu diéu kién logical test la TRUE, nguoc lai s€
tra v& gia tri thir hai value if false.

1.2. Cach sir dung ham logic

Ham AND(Logicall,Logical2,...)

Trong d6: Logicall, Logical 2...1a cac biéu thic diéu kién.

Vi du:

AND (10>2,30>20) = TRUE

AND(10>2, 30>20, 5>=10) = FALSE

Ham OR (Logical 1, Logical 2...)

Trong d6: Logical 1, Logical 2 ... 13 cac biéu thuc diéu kién

Vi du:

OR (1>2,2<3) = TRUE

OR (1>2,2>3)=FALSE

Ham NOT(Logical)

Trong d6 Logical: Biéu thirc diéu kién)

Vi du:

NOT(1<2)=FALSE

Ham IF (logical test, value if true, value if false)

Trong do6:

Logical test la: Biéu thirc diéu kién

Value if true: Gia tri tra vé néu biéu thirc diéu kién Pung (Piéu kién thoa man)
Value if false: Gia tri tra vé néu biéu thuc diéu kién Sai (Piéu kién khong thoa man)
Vi du:

[F(2>3, ”DUNG” ,’SAI”) sé tra Ve két qua: DUNG

Vd2: Pién gia tri cho cot “KET QUA*. Biét rang: Néu Piém trung binh (PTB) 16n
hon 5.0 thi ghi 1a “PAU, nguoc lai thi ghi “TRUQT*
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QD - o @=5,“DAU“,"TRUQ§
A B C D E
1 CACH SU DUNG HAM IF
2
3 STT |HOTEN PTB |KET QUA
4 1  |Nguyén Diéu Quy 7.8[DAU
5 2 |Huysh Vin Diép 5.0/PAU
6 3 |BiiVanAn 8.0|DAU
7 4  |Nguyén Diéu Quynh 4 6| TRUQT
8 5  |D&Pic Toan 6.3|DAU
9 6  |Bii Xuan Bai 8.1|PAU
10 7  |Lé Trung Kién 4 9|TRUGQT
11 8  |Ngb Vian Tuin 7.5[PAU
12 9  |Nzuyén Quyét Thang 6.0|DAU
13 10 |Lé Tran Thao 9 0|PAU

vd3 :Pién gia tri cho cot KET QUA biét ’réng: ’
Néu DTB>=8.0 thi dat loai “Gioi”, néu 8.0>DTB>=6.5 thi dat loai “Kha®“, néu
6.5>DTB<=5.0, con lai xép loai “Yéu”

C E5 Y - f || =IF(D5>=8,"Gioi",IF (D3>=6.3,"Kha' IF(D5>=3,"Trung Binh","Yéu")))
A B C D E T G 3 1

1

2

3

4 STT HQ TEN DTB KET QUA

5 1  |Nguyén Diéu Quy 78 Kha

6 2 |Hujnh Van Digp 5.0 Trung Binh

7 3 |Bui Van An 8.0 Gioi

8 4  |Nguyén Diéu Quinh 46 Yéu

9 5  |Dé Dirc Toan 6.3 Trung Binh

10 6  |BuiXuanBai 8.1 Gioi

11 7  |Lé Trung Kién 49 Yéu

12 8§  |Ngd Van Tuin 7.5 Khad

13 9  |Nguyén Quyét Thang 6.0 Trung Binh

14 10 |Lé Trin Thao 9.0 Gioi

2. Ham ly thong tin

2.1.

Ham kiém tra dir liéu

ISBLANK((value): tra vé gia tri TRUE néu value 1a gia tri rdng (blank), nguoc lai
thi tra vé gia tri FALSE.

ISERROR (value): tra vé gia tri TRUE néu value 1a mot 16i bat ky, nguoc lai thi tra
vé gia tri FALSE.

ISLOGICAL(value): tra vé gia tri TRUE néu value 1a mot gia tri logic, nguoc lai
thi tra vé gia tri FALSE.

ISNA(value): tra vé gia tri TRUE néu value 1 15 #N/A, nguoc lai thi tra vé gia tri
FALSE.

ISNUMBER (value): tra vé gia tri TRUE néu value 1 gia tri s6, nguoc lai thi tra vé
gia tri FALSE.

ISTEXT(value): tra vé gia tri TRUE néu value 1a mot mot chudi, nguoc lai thi tra
vé gia tri FALSE.

Vi du : Cho bang tinh véi s6 liéu nhu sau
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C4 (" X v &

A B C
1 IMACB LUONGCB
2 111 333
3 112 444
4 113 555 .

= ISBLANK(C1) -> TRUE
= ISBLANK(A1) -> FALSE

= [SERROR(MOD(114,0)) -> TRUE

= [SERROR(MOD(114,3)) -> FALSE

— ISLOGICAL(2>3) -> TRUE

= [SERROR(VLOOKUP(114,A2:B4,2,FALSE)) -> TRUE
= ISNA(VLOOKUP(114,A2:B4,2,FALSE)) -> TRUE

= [ISNUMBER(12345) -> TRUE

= ISNUMBER(“12345”) -> FALSE

= ISTEXT(A1) -> TRUE

= ISTEXT(VALUE(*12345")) -> FALSE

2.2. Ham lay thong tin trong Excel

Cu phap Y nghia va vi du
CELL (info_type, Léy thong tin vé dit liéu trong 6
[reference]) Info_type: Bat budc. Gia tri van ban xac dinh

mudn tra vé kiéu thong tin 6 nao

Vd: S6 hang ctia 6 A20

=CELL("hang", A20) ->20

Vd: N6i dung cia 6 A3

=CELL("ndi dung", A3) .->Xin chao thé

gioi!
COUNTBLANK(range) Dém s6 6 trong
Vd: Gia st dém s0 0 trong (rong) trong vung
tr B2:C9
B12 v i fxl =COUNTBLANK(B2:C9}
A B C

1 Ho Tén Nam sinh | Trinh dé van héa
2 Nguyén Van Hoa 1982

3 Nguyén Khanh Hung

4 Trén Xuén Va

5 Poan Thanh Thay | ]

) DoénﬂThUv Trang ] Cao dang

7 MNguyén Ngoc Thao Van | _

g PoanVan Bam 1996 f F’hcj: théng

3 Poan Van Pang 1 Phd théng

10 I

11

12 Téngsbé orong[ 11 |

ERROR.TYPE(error_val) | Ly ma 16i i o
error_val 1a gié tri 101 ma can kiém tra
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Bang sau liét ké cac 16i va gia tri tra vé cua
ham ERROR.TYPE

error_val két qua tra ve

#NULL! 1

#DIV/0! 2

#VALUE! 3

#REF! 4

#NAME? 5

#NUM! 6

#N/A 7

Con lai #N/A!
Vd:

A | B

1 | Ham ERROR.TYPE

2 5.6

3 7.3

4 | Céng thirc Giai thich

5 | =ERROR.TYPE(A1+AZ) Tra vé 3

& |=ERROR.TYPE(A2>A3) Tra vé #N/A

INFO(type_text) Thong tin vé€ moi truong hoat dong cua

EXCEL
Type_text: kiéu thong tin mubn duoc tra vé.
Vd : S6 lugng trang tinh hién hoat trong s6
lam vi¢c dang md.
=INFO("numfile") -> 3

3. Thwe hanh
Thuc hanh vé sir dung ham logic
Dung céc ham logic dé dién gi4 tri vao céc 6 trong sau:

al|b|ec | m=azb | n=h>c And(m,n) Or{m,n) And{m,Or(m,n))
415114

2 ]112]32
24114116
24124116

Cac buéc thue hién
Poc yéu cau cta dé bai
B1: Nhép dit li€u vao bang tinh
B2: G6 déu = va gd ham vao dé tinh toan
B3: Hién thi két qua.
Sinh vién thyc hanh
Thyc hanh theo cac budc di huéng dan
Nhiing trong tim cin chi y trong bai
Trinh bay dugc nhitng khdi niém ham logic va lay thong tin trong bang tinh.
Bai mé rong va nang cao
Thue hanh vé sit dung ham lay thong tin
Yéu cau vé danh gia két qua hoc tip bai 6
No¢i dung:
+ Vé kién thuc: Trinh bay dugc dinh nghia cac ham logic va liy thong tin trong Excel
dé phuc vy cong tac van phong;
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+ Vé ky nang: Thao tac dugc viéc nhap dir liéu, xur ly va dinh dang dir li¢u cac ham
logic va lay thong tin cho bang tinh;

+ Nang lyc ty cha va trach nhiém: Ti mi, can than, chinh x4c, ngin nap trong cong
viéc.

Phuong phap:

+ Ve kién thirc: Puoc danh gia bang hinh thirc kiém tra viét, tric nghiém, van dap

+ Vé k¥ nang: Panh gia k¥ ning thyc hanh qua cac thuc hanh thao tic nhap va dinh
dang dir liéu cach tinh ham logic va ldy thong tin trén bang tinh.

+ Nang lyc ty chi va trach nhiém: Ti mi, can than, chinh x4c, ngin nap trong cong
viéce.
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BAI 7: HAM TIM KIEM VA THAM CHIEU
Ma bai MP16-07

Muc tiéu:
-Giai thich va van dung nhanh, thanh thao cac ham tim kiém va tham chiéu vao cong
viéc;
-Rén luyén tinh can than, khoa hoc.
1. Ham tim kiém
1.1. Chikc niing mdt s6 ham tim kiém chii yéu

- VLOOKUP (lookup_value, table array, col index num, range lookup) : Do tim
mot hang (row) chura gla tri cAn tim & cot dau tién (ben trdi) cia mot bang dir licu,
néu tim thiy, s& tim tiép trong hang ndy, va sé lay gia tri & ¢t da chi dinh trude.

- MATCH (lookup_value, lookup_array, match_type) : Tra vé vi tri ctia mot gia tri
trong mot day gia tri.

- HLOOKUP (lookup value, table_array, row_index_num, range lookup) : Do tim
mot ¢t chira gia tri can tim & hang dAu tién (trén cing) ciia mot bang dir lidu, néu
tim thay, s& tim tiép trong cot ndy, va sé lay gia tri & hang da chi dinh trudc.

- INDEX (reference, row num, column num, area num) : Tim mdt gid tri trong
mot bang (hoic mot mang) néu biét vi tri cia né trong bang (hoic mang) nay, dua
vao sd thtr ty hang va s6 thir tu cot.

- CHOOSE (num, valuel, value2, ...) : Chon mot gia tri trong mét danh séach.

1.2. Cach sir dung ham tim kiém
VLOOKUP(lookup value,table array,col index num,[range lookup])
Trong do6:
lookup_value : Gié tri dem do tim
table_array: Bang gia tri do (Dia chi cia Bang do phai dé ¢ dang Dia chi Tuyét
doi)
col_index_num: S thir tu ciia cot can ldy dit liéu trén bang gia trj do.
range_lookup: Pham vi tim kiém : TRUE (1) hoic FALSE (0)
+ FALSE — Do tim chinh xéc.
+ TRUE — D¢ tim tuong ddi. ,
Vi du: Hay dién két qua vao cot “XEP LOAI” biét rang viéc xép loai dua trén PTB
dugc quy dinh theo nhu trong “Béang xép loai”
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- Jell =VLOOKUP{D9,3B53:5C56,2,1)

A B C D | E

1 HAM VLOOKUP

2 Bang xép loai

3 0|Yéu

4 5|Trung Binh

5 7|Kha

6 9|Gioi

8 STT HO TEN DTB
9 1 Nguyén Diéu Quy 7.8

10 2 |Huynh Van Diép 5.0

11 3 Bii Vin An 8.0

12 4 |Nguvén Diéu Quimh 46

13 5 D6 Diec Toan 6.3

14 6  |Bui XuanBai 8.1

15 7 |Lé Trung Kién 49

16 8  |Ngé Van Tuin 75

17 9  |Nguyén Quyét Thang 6.0

18 10 |Lé Tran Thao 9.0

Cong thirc cia ham VLOOKUP la: VLOOKUP(D9,$B$3:$C$6,2,1) c6 4 tham $6:

+ Gia tri dem do (lookup_value): 1a 6 dir ligu D9 — chinh la diém trung binh (DTB)
+ Bang gia tri do (table_array) : 1a bang xép loai. Bang nay chinh 1a ving tir 6 B3 dén
6 C6.

Luwu y: Pia chi ciia Bang do phai dé ¢ dang Dia chi Tuyét d6i ($B$3:$C$6)

+ S6 th ty cot Dit liéu 1dy trén Bang do 1a: Cot thir 2 (Xép loai)

+ Kiéu do tim: Do tim twong ddi chinh xac (True = 1)

MATCH(lookup value,lookup array,[match_type])

Trong do6:

lookup_value: Gia tri dem do ( Gidng nhu lookup value trong ham Vlookup va
Hlookup)

lookup_array: Mang do (Bang dit li¢u do)

match_type: Kiéu do (C6 thé c6 hoic khong ghi. Néu khong ghi trong cong thirc thi
gié tri mdc dinh s€ nhan la 0)Match_type nhéan 1 trong 3 gia tri:

1: Less than (Nho hon hon gié tri dem do)

0: Exact match (Do chinh xéc)

-1:Greater than (Lén hon gié tri dem do)

Vi du: Tim s6 thir ty cia Tén Hang xe va STT cua Phan khéi xe trong bang.
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- £ | =MATCH(C5,$B$14:58516,0) |
A B C D | E F

1
2 HAM MATCH
3
. M3 Hiéu | Tén Hing Sﬁgﬁ;ﬁ;‘ﬁ"g Phin Khéi STLC;':;:‘; ]ld“
5 S11 [Suzukd 2 110
6 Y1l Yamaha 3 110
7 H12 |Honda 1 125
8 512 Suzuki 2 125
9 Y10 Yamaha 3 100
10 Hil |Honda 1 100
11
12 Bang tén loai xe (Bang 1)
13 100 110 125
14 Honda Dream Wave Spacy
15 Suzuki S100 Viva Fx
16 Yamaha Crypton Sirius Majesty

DS =MATCH(CS,$B$14:$B$16,0) = 2

O cong thire trén:

C5: La 6 chura gia tri dem do (Suzuki)

$B$14:$B$16: Mang do (Tir 6 B14 dén 6 B16 trong Bang Tén loai xe (Bang 1) —
Chinh 13 mang chtra 3 Gia tri {Honda, Suzuki, Yamaha} . Mang do phai dé ¢ dang gia
tri tuyét doi (F4)).

0: Kiéu do chinh xéc.

Két qua tra vé gia tri 1a 2, tirc 1a Suzuki c6 STT thtr 2 trong mang {Honda, Suzuki,
Yamaha}.

Tuong tu dung ham MATCH cho céc 6 con lai.
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ﬁ:l =MATCH(E5,5C513:5E513,0)

B C D E F
1
2 HAM MATCH
3
, Mi Hiéu | Tén Hing STLT;;;”;‘EHIE“E Phan Khéi ST}; mggﬁ’“ ]l‘h"'
5 S11  [Suzuki 2 110 2
6 Y1l |Yamaha 3 110 2
7 HI2 |Honda 1 125 3
8 512 Suzuki 2 125 3
9 Y10 [Yamaha 3 100 1
10 HI11 Honda 1 100 1
11
12 Bdng tén loai xe (Bang 1)
13 100 110 125
14 Heonda Dream Wave Spacy
15 Suzuki S100 Viva Fx
16 Yamaha Crypton Sirius Majesty
F5=MATCH(ES,$C$13:$E$13,0)
Trong do:

E5 1a gia tri dem do (Ttc 110 phan khoi)

$C$13:$E$13: Mang do (Tr 6 CI13:E13, mang chira 3 gia tri phan khdi
{100,110,125})

0: Kiéu do tim chinh x4c.

Khi do tim Phan khéi c6 gia tri 110 trong Bang do 1, thu dugc két qua Phan khéi c6
Gia tri 110 ¢6 STT thur 2 trong mang {100,110,125} trong Bang do 1.
HLOOKUP(lookup value,table array,col index num,[range lookup])

Trong do6:

lookup value : Gia tri dem do tim

table_array: Bang gia tri do (Pia chi cua bang do phai dé o dang dia chi tuyét d6i)
col_index_num: S6 thur ty ctia hang can lay dir liu trén bang gia tri do.

range_lookup Pham vi tim kiém : TRUE (1) hoac FALSE (0)

+ FALSE — D¢ tim chinh xéc.

+ TRUE — Do tim twong ddi.

Vi du : Dién thong tin cho Cot Xép loai dua vao bang dit li¢u di cho c6 tén ” BANG
XEP LOAI”
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- 5 =HLOOKUP(DB,SC$4:SF$5,2,1]

A B C D E | F
1 HAM VLOOKUP
g
3 BANG XEP LOAI
4 Diém 0 5 7 9
5 Xép loai Yéu Trung Binh Kha Gioi
6
)
8 STT HO TEN PTB XEP LOAI
9 1 [Nguyén Diéu Quy 7.8 Kha
10 2 |Huynh Vin Diép 50 Trung Binh
11 3 |Bii Van An 8.0 Kha
12 4 |Nguyén Diéu Qujnh 46 Yéu
13 5  |Dé Dirc Toan 6.3 Trung Binh
14 6  |Bui Xuan Bai 8.1 Kha
15 7 |Lé Trung Kién 49 Yéu
16 8  |Ngé Vin Tuan 75 Kha
17 9 |Nguyén Quyét Thing 6.0 Trung Binh
18 10 |Lé Tran Thao 9.0 Gioi

E9= HLOOKUP(D9,3C$4:$F$5,2,1)

Trong do6:

+ Gid tri dem do (lookup_value): 1a 6 dir liéu D9 — chinh 1a diém trung binh (PTB) )
+ Béng gia tri do (table_array) : 1a bang xép loai. Bang nay chinh la vung tir 6 C4 dén

6 F5. (Chi quyet’ ving Dit liéu, KHONG lay c4 tiéu dé bang (Diem,Xép loai)).
Luwu y: Pia chi ciia Bang do phai dé ¢ dang Dia chi Tuyét d6i ($C$4:$F$5)
+ S6 tht ty hang Dit liéu ldy trén Bang do 1a: Hang tht 2 (Xép loai)
+ Kiéu do tim: Do tim twong ddi chinh xac (True = 1)
INDEX (array,row_number, column_number) hoic INDEX(Khi,m,n)
Vi du: Hay tim tén xe c6 Nhan hiéu Suzuki va c¢6 phan khéi 110

A

L¥S B S

n

- F | =INDEX($C$14:3E316,05,F5) |
B = D E F G
HAM INDEX TRONG EXCEL
M3 Hiéu | Tén Hing 511;‘!‘: g;':;a"g Phin Khéi ST{S‘: g:j: ‘ld“” Tén Xe
S11  [Suzuki 2 110 2 Viva
Y11  [Yamaha 3 110 2 Sirius
H12 Honda 1 125 3 Spacy
S12  [Suzukd 2 125 3 Fx
Y10 Yamaha 3 100 1 Crypton
H11 Honda 1 100 1 Dream
Bang tén loai xe (Bang 1)
100 110 125
Honda Dream Wave Spacy
Suzukd 3100 Viva Fx
Yamaha Crypton Sirius Majesty
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G5 =INDEX($C$14:$E$16,D5,F5)= Viva

Trong do6: )
$C$14:3E$16: Khdi gid tri (tir C14:E16 chira tén xe nam trong Bang 1, va khéi nay dé
& dang Gia tri Tuyét d6i)

D5: chinh 1a Sé th ty hang (Tén Hang) khi d6i chiéu xubng Bang 1, di tim duogc & vi
du trén khi stt dung ham MATCH.

F5: Chinh 1 STT c6t Phan khéi khi d6i chiéu xudng Bang 1.

CHOOSE(index num, valuel,[value2],...)

Trong do6:

Index_num: Vi tri cia gi trj tra vé (Xéac dinh chon ddi s6 gia tri nao. Index_num phai
1a s6 tir 1 dén 254 hodc cong thirc hay tham chiéu dén 6 chira s6 tir 1 dén 254.Valuel,
value2, ...  Value 1 13 bit budc, cac gia tri ti€p theo 1a tuy chon. Cac ddi sb gia tri tr
1 dén 254 ma tr do CHOOSE chon gia tri hay hanh dong dé thuc hién dua trén
index num. Céc ddi s6 c6 thé 1a sd, tham chiéu 6, tén xac dinh, cong thirc, ham hay
van ban. .

Néu index num 1a 1, ham CHOOSE tra vé valuel; néu n6 1a 2, ham CHOOSE tra vé
value2...

Néu index_num nhé hon 1 hodc 16n hon s6 cua gia tri cudi cing trong danh sach, ham
CHOOSE tra vé gia tri 16i #VALUE! .

Néu index_num 1a phan s6, n6 bi cat cut dén sd nguyén thap nhat trudc khi duoc ding.
Vi du: Tinh tong lvong thang ciia nhan vién.

(813 ) - £ | =SUM(CHOOSE(2,A5:A11,C5:C11))
A B C D E
1 HAM CHOOSE TRONG EXCEL
2
4 MANV | Ténnhinvién |Lwongthing| MiPB
5 001 |NguyénThé Anh 56000000 PTC
6 003 |Dd Thi Nhai 4500000 PTV
7 | 005 |Phing Qudc Chan 10,000,000 BGD
8 009 |Lé&Thi Mai Hwong 3,500,000 PTC
9 | 004 |Pham Nhét Quang 5000000 PTV
10 007 |Hoang Tra Giang 3000000 PTV
11| 002 |Ding Thu Tra 4700000 PKH
12
13 36,300,000l

B13=SUM(CHOOSE(2,A5:A11,C5:C11))

Pau tién ham Choose s& chon ra ving tinh tong, chinh 13 ving c6 vi tri thir 2 (ttc 14 tir
C5:C11) sau d6 nhiém vu cta ham Sum 1a tinh téng cho ving ma ham Choose di
chon.

2. Ham tham chiéu

2.1. Chirc niing mot s6 ham tham chiéu
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- COLUMN (reference) : Tra vé so thir ty cot cia 6 dau tién & goc trén bén trai cla
ving tham chiéu.

- COLUMNS (rarray) : Tra vé s cot cia vung tham chiéu.

- OFFSET (reference, rows, cols, height, width) : Tra vé tham chiéu dén mot ving
nao do, bat dau tir mot 6, hodc mot day 6, vdi mot khoang cach dugc chi dinh.

- ROW (reference) : Tra vé sd thtr ty dong cua 6 dau tién ¢ goc trén bén trai cia
ving tham chiéu.

- ROWS (array) : Tra vé s6 dong cua vung tham chiéu.

- INDIRECT (ref_text, al) : Tra vé mot tham chiéu tir chudi ky tu. Tham chiéu duoc
tra vé ngay tirc thoi dé hién thi noi dung cua chung Ciing c6 thé dung ham
INDIRECT khi mudn thay d6i tham chiéu t6i mot 6 bén trong mot cong thirc ma
khong can thay d6i cong thue do.

- AREAS (reference) : Tra vé s ving tham chiéu trong mot tham chiéu. Mdi ving
tham chiéu c6 thé 1a mot 6 rdi rac hodc la mot day 6 lién tuc trong bang tinh.

2.2. Cach sir dung ham tham chiéu
COLUMN (reference)
Trong do6:
reference: O hoic pham vi 6 ma ban mudn tra vé s cot.
vi du: Tra vé sb cot ciia 6 H2 -> 8
i Font F] Alignment

- fe | =COLUMN(H2)
= D E, F G H I
BANG LUCGNG CONG TY ABC
=
p) TEN| 25 | © > - | Z| =z
o0 |R< |BE |[FR| ©
w = = ~ 8
o Gidi 25| 550 |
Tai Nhi 22 500
; Tinh 24| 400
Tién 23 350
10 [Khong 25 300
Tra 21 300

COLUMNS (array) tuong ty nhu ham COLUMN.
Vidu : Dém so cot tir D2 dén H2 -> 5
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2 - fe | =COLUMNS(D2:H2)

A B G D E F G H 1
BANG LUGNG CONG TY ABC
S n & R rh =
STT HQ TEN 5% %5 %% %2 .
) 10 1\ Z, <) z i - Zz
o0 |BR< |RE|FP 8
7 = = ~ 5
1 |TruBéc Gidi 25 550
2 |Hong Hai Nhi 22 500
3 |SaNgd Tinh 24 400
4 |Duong Tién 23 350
5 |TonNgo  [Khong 25 300
6 |Na Tra 21 300
TONG
OFFSET(reference,rows,cols,height,width)
Trong do:

- Reference: 1a vung hay 6 dugc chon 1am diém xuat phat (diém mdc) cua ving tham
chiéu s& tra vé trong cong thure. , ‘

- Rows: 14 s6 chi sd dong 1éch 1€n hay I1éch xubng ctia ving tham chiéu tra vé so véi
vung dugc chon lam moc. Rows ¢6 gid tri &m "-" thi vung tra vé s& 1éch 1én trén so véi
vung chon lam mbc va nguoc lai.

- Cols: 1a s6 chi s cot 1éch qua trai hay qua phai cta ving tham chiéu tra vé so véi
vung dugc chon lam mbc. Cols ¢6 gia tri am "-" thi vung trd vé s€ 1€ch sang trai so véi
vung chon lam mbc va nguoc lai.

- Height: 1a s6 chi s6 dong (d6 cao) co trong ving tham chiéu s& tra vé trong cong
thirc.

- Width: 1a s chi s cot (d6 rong) c6 trong ving tham chiéu s& tra vé trong cong thc.
Vi du:

D6 - f« | =OFFSET(B2,1,0,1,1)

A B C D
1 STT M3 hang Tén hang 56 hrong
2 1 NCD Néi com dién 10
3 2 AND Am dun mréc 20
4 3 BUI Ban 1 30
5 Cong Thir'c Két qua
6 OFFSET(B2.1,0.1.1) AND I
7 OFFSET(B2.1.1.1.1) Am dum mréc
8 OFFSET(B2-1.1.1.2)  S6 hrong

ROW (reference)

Trong do: o
Reference : O hodc pham vi 6 ma mudn 1ay s6 hang.
Vi du: so tha tu cua dong A4
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Clipboard [ Font ] Alignment

D9 - £ | =ROW(A4)

A B C D E | F | G H
1 BANG DIEM LGP DHO1

ST Ho Tén Ho Va Tén Tod i vin Anni XU
2| T n Bin
3 | 1 {Hong That Cong gi 7 8
4 | 2 !AuDuong Phong 6i 8 5
5| 3 iChauBa Thong 85 7i 8
6 | 4 Duong Trung Vuong 6 71 7
7| 5 PDoanTri Hung 551 8 4
8
9 al
10 [

ROWS (array) tucmg ty nhu ham ROW
Vi du: s6 thtr tu trong Vung A5:C6
D9 - £ | =ROW(A5:C6)

A B C D E F G
1 BANG PIEM LGP DHO1
, sl:r Ho Tén Ho Va Tén T:a Vian | Anh
3 | 1 {Hong That Céng gf 7i 8
4 2 i{Au Duong Phong 6 g 5
5 | 3 iChauBa Thong 8.5 7 8
6 | 4 Dwong Trung Vwong 6 7 7
7| 5 (PoanTri Hung 55 8 4
8
9 | 5

INDIRECT (ref text [, al])

Trong do :

ref text 13 tham chiéu téi mot 6 (co thé 1a dang Al hodc dang R1C1), 12 tén dinh nghia
ctia mot tham chiéu, hoic 1a mot tham chiéu dang chudi.

Neu ref_text khong hop 1€, INDIRECT() s& bao 16i #REF!

Neu ref text chira tham chiéu dén mot bang tinh khéc thi bang tinh nay phai dang md,
néu khong, INDIRECT() ciing bao 16i #REF!

al 1a gia tri logic xac dinh dang tham chiéu bén trong ref text.

al = TRUE (hoic 1a 1, hodc khong nhap) 1a kiéu tham chiéu A1

al = FALSE (hoic 14 2) 1a kiéu tham chiéu R1C1

vi du:
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George - (> £e| 10

A R
1
, B2 1333
; B3 45
4 George 10
e 5 62
6
7
s =INDIRECT(5A52)  |1.333
o =INDIRECT(SA33) |45
1o =NDIRECT(SAS4) |10
11 =INDIRECT('B"&5A$5) |62

AREAS(reference) ) ) .
Reference: Tham chi€u téi mot 6 hodc pham vi 6 va c6 thé tham chi€u t6i nhiéu vung.
Vi du:

B6 - fe| =AREAS(A1:B3)
A B C D
1 la
2 2b
3 3d
4 CONG THUC KET QuA
-5 |=AREAS(A1) 1
6 =AREAS(A1B3) l_l
3. Thychanh o
Bai 1: Thyc hanh vé str dung ham tim kiém
Cho dir liéu nhu sau:
Ho va tén PTB | Xéploai Hang
Trin Minh 5,9
Neuvén Bao | 8.6
Lé Hén a 9,2
Pham Tuiin 9.5
Cao Bich 3.5
Ly Tuéin 6.4
Phan Cong 8.0

Bang xép loai
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DTB Xép Loai
0 Yeéu
3 Trung Binh
7 Khi
9 Gioi

~ Lép cong thire dién dit liéu cho cot xép lgai. )
Xeép hang cho cac hoc sinh theo thir ty tir cao dén thap.

Bail
A B C D E F G H 1 J K
1 BANG KET QUA
= MA TEN = : CONG [PIEMUU| TONG | . .
STT HO VA TEN L - TOAN | HOA | SINH o - - KET QUA

2 : NGANH | NGANH PIEM | TIEN | CONG

3 1 [LéViétThanh ca 7 8 6

4 | 2 |Nguyé&n My Linh c2 8.25 9 7.5

5 3 |TranVanKhang A2 6 6 5.5

6 4 |L&MaiDung B3 4l 625 8

7 5 |LyHoang Nam c2 6 74 5

8 6 |PhanTu Al 5 9| 4.5

9 | 7 |NguydnKimLién |A2 7.5 6 6

10 8 |Tran MinhVy B2 6.25 5 8

11

NGA S A B C

12 [ MA NGANH ,

3 HOC| o anm | Toantin | Héasinh dH::c

14

15 PIEM UU TIEN Tinh todn va dién vao 6 trong hang/cét dé thich hop, trong dé:

16 M3 wu tién Diém 1/ TEN NGANH: C3n ci vao ky tw d3u cia MA SO NGANH-UU TIEN

17 1 3 tra clu trong bang NGANH HOC.

18 2 2/ CONG DIEM = TOAN+HOA+SINH

19 3 1.5 3/ DIEM LU TIEN: Cin c¥ vao ky t cudi cia MA S6 NGANH-UU
20 4 0 TIEN

21 4/ TONG CONG = CONG DIEM + DIEM UU TIEN.

22 5/ KET QuA: NEu TONG CONG > 20 thi ghi Dau, nguoc lai ghi R6t.
Bai 2
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W oo N n s W N -

-
L~

12
13
14

16
17
18
19

21

22

A B G D E F G H I J K
Ma san Tén san .. | Khuy@n | Thanh
pham phim Lugng EeRiEs mai tién
BB575 Bim bim 350
K008 Keo hoa qua 74
TR231 Khéu trang 163
PE02 Pin con thd 228
L4a07 Banh quy 92
VM113 Dao cao 306
Téng tién |
ké san phém
M3 :én Tén sin Do gié
pham phim
PE02 Pin con thd 3300 DI&n vao 6 trong cdt/hang mau do. Trong do:
K008 Keo hoa qua 7700 1/ TEN SP: Can ct¥ vao MA SP, tra citu trong bang SAN PHAM.
L407 Banh quy 16200 2/ DON GIA: Cin cir vao MA SP, tra ctru trong bang SAN PHAM.
TR231 Khau trang 23200 3/ Tinh s& luong san phdm duoc khuyén mal cho cidc mét hang theo quy tic:
BB575 Bim bim 5100 Tir 1 dén 100: khéng duwoc ting
vMI113 Dao cao 11500 Tir 101 dén 230: t3ng 25 san phdm

Cac budrc thuc hién
Doc yéu cau cua dé bai
B1: Nhép dir li€u vao bang tinh
B2: G6 déu = va gd ham vao dé thuc hién tinh toan
B3: Hién thi két qua.
Sinh vién thyuc hanh
Thuc hanh theo cac budc da huéng dan

Nhiing trong tim cin chi y trong bai

Trinh bay dugc nhitng khai niém ham tim kiém va tham chiéu trong bang tinh.
Bai mé rong va niang cao
Bai 2: Thyc hanh vé str dung ham tham chiéu
Yéu cau vé danh gia két qua hoc tip bai 7

Noi dung:

Tir 231 dén 305: tang 30 sén phdm

Tir 306 d&n 410: t&ng 35 san phdm
4/ THANH TIEN = (LLONG - KHUYEN MAI) * DON GIA.
5/ Tinh Téng tién.

+ Vé kién thtrc: Trinh bay duoc dinh nghia cic ham tim kiém va tham chiéu

+ Vé ky nang: Thao tac dugc viéc nhap dir li¢u, xur 1y va dinh dang dir liéu cac ham
tim kiém va tham chiéu cho bang tinh;

+ Nang lyc ty cha va trach nhiém: Ti mi, can than, chinh x4c, ngin nap trong cong
viéc.
Phuong phép:
+ V¢é kién thtrc: Puoc danh gia bang hinh thirc kiém tra viét, trac nghiém, van dap

+ Vé k¥ nang: Panh gia k¥ ning thyc hanh qua cac thuc hanh thao tic nhap va dinh
dang dit li¢u cach tinh ham tim kiém va tham chiéu trén bang tinh.

+ Nang lyc ty cha va trach nhiém: Ti mi, can than, chinh x4c, ngin nap trong cong
viéce.
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BAI 8: QUAN LY DU LIEU TRONG EXCEL
M3i bai MP16-08

Muc tiéu: ’

- Trinh bay va lam dugc viéc sap Xép va dat loc dir li¢u trén bang tinh;
- Thao tac nhanh dugc mot sé ham co ban vé quan 1y co s¢ dit lidu;

- Rén luyén tinh can than, khoa hoc.

1. Cac khai niém co ban

1.1. Khai niém dir liéu

La su phan anh cac hién tugng, sy vat cua thé gidi khach quan va céc hoat dong cua

con ngudi trong doi sdng xa hoi duge dua vao may tinh.

1.2. Khai niém co s& dir li€u

Khi quan 1y thong tin vé mot d6i tugng nao d6, nhu quan 1y nhan vién chang han, ta

phai quan 1y nhiéu thudc tinh lién quan dén nhan vién d6 nhu ho tén, ma nhan vién,

phéi nam sinh, noi sinh, dia chi, ma ngach, bac, hé sd, lusong, phu cap, chac vu,... Do

1a cac thudc tinh phan anh ni dung ctia mot d6i tuong can quan ly. Cac thude t1nh do

thu:ong dugc biéu dién dudi dang céac kiéu dir liéu khac nhau (la chu01 sO, ngay thang,
..) va dugc hop nhit thanh mot don vi thong tin duy nhat goi 1a mau tin (record). Céc

mAu tin cing “dang” (cing ciu tric) hop lai thanh mot co s dit lidu.

Trong Excel, co s& dir liéu c6 dang nhu mot danh sach, vi du nhu danh sach nhan vién,

danh ach hang hoa,... Mdi danh sach c6 thé gdbm c6 mot hay nhiéu cot, mdi cot nhu

vay dugc goi 1a mot truong (field) cia co s& dir li€u, tén cua cdt s€ dugc goi 1a tén

truong.

Hang déu tién trong danh sach (co s¢ dit liéu) chira cac tén truong duoc goi la hang

tiéu dé (Header row), cac hang tiép theo mdi hang 1a mot mau tin (record) cho biét

thong tin vé dbi twong ma ta quan ly. )

Vi du: Xét co s¢ dit liéu BANG LUONG CHI TIET cua cac nhan vién trong mot co

quan nhu sau:

A B | ¢ |p| E | F | 6 | n

BANG LUONG CHI TIET

Thang 07/ 2001
STT HO TEN MANG|BAC|HE SO(NG_BD | LUONG [PHU CAP
1 |Tran Thanh Binh |01.003 | 4 2.58 [25/01/97| 541,800 108,360
Phan Thanh Binh | 01.003 | 3 2.34 |130/01/98| 491,400 98,280

[§%)

3 [Nguyén Xuin Huy | 01.009 | 1 1.00 (01/01/99] 210,000 105,000
4 |Trén Vin Hung 01.009 | 2 1.09 |15/01/99| 228,900 114,450
5 [Nguyén Anh Diing | 01.003 | 1 1.86 |01/10/97| 390,600 78,120
6 |Chau Thanh Khiét | 01.009 | | 1.00 |01/05/98| 210,000 105,000
10| 7 |Lé Minh Lgi 01.009 | 3 1.18 |01/08/98| 247,800 123,900
11 Téng cong: 2,320,500 733,110

+ Moi cot goi 1a mot trudng (field): trudng HO TEN, truong MANG, trudng BAC,
truong HE SO, ...

+ Hang thtr ba dugc goi 1a hang tiéu dé (Header row).

+ Tir hang thir tw dén hang tha mudi, mdi hang 14 mot miu tin (record).
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Mot sd cong viéc thuong gap khi lam vi€e trén co s¢ dir liéu (bang tinh) nhu: sap
xép(Sort) cic mau tin trong co so dir li€u theo thtr tu tang/ giam cua mot truong (goi la
truong khoa), trich loc (Filter) cdc mau tin thoa man diéu kién chi dinh, thong ké, tong
hop cac mau tin theo nhom (Subtotals), ...

2. Sip Xép, dit loc va tong két dir liéu

2.1. Sip xép dir liéu

Tuong ty nhu chirc nang Table/ Sort cia Word, 1énh Data/ Sort cho phép sip xep cac
hang hoac céc cgt trong ving duge chon theo thtr ty tang dan (thr tu ABC ddi véi
chudi, hoic sd tang dan) hay giam dan (tha tu ZYX d6i vai chu01 hoic s6 glam dan)
tuong g khoa sip xép dugc chi dinh, ving sap xép phai chon tat ca cac 6 c6 lién hé
v&i nhau.

Cach thuec hién:

— Chon vung dit liéu can sip xép.

Thing 1 Thing2 Thing3 Thing4 Thing3S Thing6é Thing7
1 3 56 4 89 12 6
30 16 9 27 18 35
0 30 12 0 16 30 12
13 9 17 12 3 40 49

Sip xép nhanh chéng )
- Chon mot 6 trong ¢cOt ma mudn sap xep.

- Bém zl dé sap xép theo thu ty ting dan (tr A dén Z hodc tir s nhé nhat dén sd
16n nhat).

ir)

Sort & | Find &
Filter = Select =

‘El Sort Smallest to Largest

il Sort Largest to Smallest
E Custom Sort...

- Bim :l dé sap xép theo thir tyr giam dan (tir Z dén A hodc tir s6 16n nhat
dén s6 nho nhat).
Vi du:
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Trudce khi sap xep

A

A :
Thing 1 |Thang 1
1 0
30 1
0 13
13 30
Sau khi sap xép

Sip xép theo cac tiéu chi cu thé o
- Chon mot 6 bat ky trong pham vi 6 mudn sap xep.
- Chon Sort & Filter -> Custom sort

- Xuét hién hop thoai:

Sort

27|

Sort & | Find &
Filter = | Select =

4] sotAtoz
21| sortZtoA
¥t Custom Sort...

Cot ma

l 4| Add Level H X Delete Level H 153 Copy Level ” || @ [ Options... ]

Chon tho
ty muodn ap
dung cho

[#] My data has headers

Column
tby

muon sap
xXén

Sap xép dya
trén, gia tri,

Order

[v] Atz

Sort On

Values

[=]

thao tac
sép xép —
tang dan
hodc giam
dan theo

mau 0, mau
phong hodc
biéu tugng 6

Vi du:sap xép theo thi tu ting dan theo cot thang 1

bang chir
cai hoac so

Thing 1 Thing2 Thang3 Thiang4 Thing5 Thing6 Thang 7
1 8 56 4 89 12 6
30 16 9 9 27 18 35
0 30 12 0 16 30 12
13 9 17 12 5 40 49
Thing 1 Thing? Thang3 Thiang4 ThiangS Thing6é Thing?7
0 30 12 0 16 30 12
1 8 56 4 89 12 6
13 17 12 5 40 49
30 16 9 9 27 18 35

2.2. Pat lgc dir li€u
Loc dir li€u tu dong
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Lénh Data/Filters dung dé loc cac mau tin théa mén nhiing tiéu chuan nao do6 tir co s&
dir liéu ban dau. Chi nhitng mau tin nao thoa tiéu chuan thi méi dugc hién thi con
nhirng mau tin khac s& tam thoi bi che khong nhin thay.

Cach thuc hién

- Chon ving CSDL véi tiéu dé 1a mot hang.

- Vao menu Data/Filters, Excel s€ tw dong thém cac nat tha canh tén trudng cho phép
ban chon ti€u chuan loc twong Gng véi céac truong do.

Ar| ¥

A o
Sort & | Find &
Filter v Select -~

51| Sort Smallest to Largest
ﬁl Sort Largest to Smailest
EI Custom Sort...

W= Filter

- Chon diu kién trong hop liét ké tha cia timg trudng twong tmg.
Vi du: Loc nhitng mau tin thda ti€u chuan la Toan = 8 va Anh = 8 trong bang sau:

BANG DPIEM LGP DHO1

S,f Ho Tén Ho Va Tén T:a "an | Anh
1 {Hong That Cong g 7i 8
2 i{AuDuong Phong 6! 8 5
3 iChauBa Thong 85 7i 8
4 ‘Duong Trung {Vwong 6 Ti 7
5 {Poan Tri Hung 55 8 4

Két qua
BANG BIEM LOP DHO1

ST = . i

e Ho | Ten Ho VaTen Tuan_rg\'ang Anh

M . ’ v) v v ~ : v va

:Cong | §

Loc dir liéu nang cao (Advanced Filter)

Lénh Data/ Advanced Filter dung dé trich ra cic mau tin theo cac diéu kién
chi dinh trong ving tiéu chuan do ban thiét lap trén Sheet.

Cach thuc hién

- Tao viing tiéu chuan loc

- Vao menu Data/Advanced Filter, xuét hién hop thoai sau:
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Advanced Filter - X

Action
(@ Filter the list, in-place
(7) Copy to another location
List range:
Criteria range: | $£%£3:8G84

Copy to:

[ Unique records only

[ o

Action:

+ Filter the list, in-place: két qua hién thi tryc tiép trén ving CSDL.

+ Copy to another location: két qua dugc dat tai mot vi tri khac.

List range: chon dia chi vung CSDL.

Criteria range: chon dia chi ving tiéu chuan.

Copy to: chon dia chi ciia 6 dau tién trong ving két qua (phai chon muc Copy
toanother location).

Unigue records only: néu c6 nhidu mau tin giéng nhau thi chi 1y duy nhat

mot mau tin dai dién, nguoc lai thi 14y hét cdc mau tin thoa diéu kién cia ving tiéu
chuan (du giéng nhau).

2.3. Tong két dir liéu theo nhém

Téng két dit liéu theo nhom 1a mdt cach dé thu gon, tdm tit hodc nhom dir liéu.

Vi du: tinh diém trung binh ciia 1y thuyét va thyc hanh theo timg 16p

Cach thuec hién:

— Chon viung CSDL can tong hop voi tiéu dé 1a mot hang.

— Vao menu Data/ Subtotals, xuat hién hdp thoai sau:
!

At each change in:

g
Use function:
Average

Add subtotal to:
ETT

" |Ho va tén
(| M&m sinh
[“ILép

Thure hanh
Ly thuy&t

Replace current subtotals
[ page break between groups
Summary below data

[F_lemove All } [ OK ] l Cancel ]

+ At each change in: chon tén truong can tong hop nhom.

+ Use function: chon ham st dung tinh toan hay thong ké.

+ Add subtotal to: Chon tén trudng chira dit liéu can thuc hién tinh toan hay thong ké.
+ Replace current subtotals: Thay thé cac dong tong hop cii dé ghi dong tong hop
moi.

+ Page break between groups: Tao ngit trang giita cic nhom.
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+ Summary below data: Thém dong tong hop sau mdi nhom.
Mot so6 ham trong hop liét ké tha Use function:

Ham Mo ta
Sum Tinh tong cic s6 trong nhom.
Count Pém s6 6 khong rong trong nhom.
Average Tinh gi4 tri trung binh céc s trong nhém.
Max Tim gid tri I6n nhat trong nhom.
Min Tim gi4 tri nho nhat trong nhom.
Product Tinh tich cac sb trong nhom.
Count Nums DPém s6 6 kiéu s6 trong nhom.
Két qua:
1 A B C D E F
1 Bang diém tin hoc
2 TT Ho va tén Nim sinh Ldp Thure hanh Ly thuyét
[T 3 1 Quach vén tron 1990 A 9 6
- | 4 2 Ngé quéc hoang 1993 A 5 9
= 5 A Average 7 1.5
[ - 6 3 Tran thi chin 1990 B 8 9
- | 7 4 Mai kim tién 1995 B 6 7
= 8 B Average 7 8
-9 5 Nguyén hitu tai 1989 C 1l s_l
10 6 Lé kim the 1992 C 10 9
11 7 Trinh thu hwong 1991 C 8 10
= 12 C Average 8.333333333 9
= 13 ) . Grand Average 7571428571 8285714
Lam viéc véi man hinh két qué sau khi tong hop nhom
- Click vao cac nut dé chon cac muc dit liéu ban mudn xem.
+ m : Chi hién thi tong chinh (Grand Total Only).
+ 2] : Hién thi tong chinh va tong phu (Grand Total And Subtotal).
+ i| : Hién thi chi tiét tit ca cac mau tin cung céac tong hop (All Record).
- Click vao E dé hién thi hoic —!dé che d4u cac mau tin trong nhoém con.
A B C D E F
1 Bang diém tin hoc
2 TT Ho va tén Nim sinh Ldp Thurc hanh Ly thuyét
3 A Average 7 7.5
8 B Average 7 8
12 C Average 8.333333333 9
- 13 Grand Average 7.571428571 8.283714
Két qua tong hop dir liéu theo nhom (Miic 2)
3. Thao tac véi mot s6 ham CSDL co bén
3.1. Hom DAVERAGE, DMAX, DMIN, DSUM
Tén ham Y nghia va vi du
DSUM(database, field, | Tinh tong cac gia tri trong cot field ctia cic mau tin
criteria) thoa diéu kién criteria.
Vd: Tinh téng cia nhan vién phong tai vu c6 luong
Trong dé: >=5.000.000 dong.
database: Danh sach co | E11 =DSUM($A$3:$D$9,C3,$B$14:$CS$15)
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so dir liéu bao gdm ca
Ot tiéu dé

field: BDia chi
truong can tinh tong
criterial: Diéu kién

cua

Trong do: .

$A$3:$D$9: La ving Database bao gom ca dong ti€u
de.

C3: Cot luong thang.(Field)

$B$14:$C$15: Vung di€u kién (Criterial)

ﬁi.l] - fef =DSUM(SAS3:5D59,C3,5B514:5C515)
P B C D E

1 HAM DSUM TRONG EXCEL

2

3 M NV Ténnhin vién | Lwong thing | MiPB

4 001 Nguyén Thé Anh 56000000 PTC

5 003 DS Thi Nhai 45000000 PTV

6 005 Phing Quéc Chin 10,000,000) BGD

7 009 Lé Thi Mai Hrong 3,500,000 PTC

8 004 Pham Nhit Quang 5,000,000, PTV

9 002 Ding Thu Tra 4700000 PKH

10

11 Tinh téng ciia nhin vién phong Tai vu cé hrong >=5.000.000 | 5,000,000f

12

13

14 Ma PB Lwong thang

15 PTV >=5000000

DMAX(database, field,
criteral)

Trong do:

database: Danh sich co
s0 dir liéu bao gom ca
ot tidu dé

field: BDia chi
truong can tinh tong
criterial: Diéu kién

cua

Tim tri l6n nhat trong cot field ctia cic mau tin thoa
diéu kién criteria. )

Vd:Tinh luong thang cao nhat cia nhan vién phong tai
vu

[@2F> ]

A

- 7 | =DMAX(SAS3:5D510,C3,5BS14:3BS135)|
B C D E E
HAM DMAX, DMIN, DAVERAGE TRONG EXCEL

(S

3 Ma NV Ténnhéin vién | Lwong thing | M&PB
4 001 Nguyén Thé Anh 5,600,000 PTC
5 003 P& Thi Nhai 4,500,000 PTV
6 003 Phing Quéc Chan 10,000,000 BGD
7 009 Lé Thi Mai Hwong 3,500,000 PTC
8 004 Pham Nhat Quang 5,000,000 PTV
9 007 Hoang Tra Giang 3,000,000 PTV
10 002 Ping Thu Tra 4,700,000 PKH
11

12 Lwong cao nhit cia nhan vién phong Tai Va I s5.000,000 §f
13

14 |Diéu kién Mi PB

15 PTV

DMIN(database, field,
criteral)

Trong do:

database: Danh sich co
s0 dir liéu bao gom ca
cOt tiéu dé

field: BDia chi
truong can tinh tong
criterial: Diéu kién

cua

Tim tri nho nhét trong cot field ctia cdc mAu tin thoa
diéu kién criteria.

Vd: tim lyong thip nhat ctia nhan vién phong ké
hoach
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- |

<D

/)| =DMIN(SAS$3:5D$10,C3,5B514:3B515) |

A B [ D E F
1 HAM DMAX, DMIN, DAVERAGE TRONG EXCEL
2
3 Ma NV Tén nhin vién Lwong thing Mia PB
4 001 Nguyén Thé Anh 5,600,000 PTC
5 003 DS Thi Nhai 4,500,000 PTV
6 005 Phimg Quéc Chan 10,000,000 BGD
7 009 Lé Thi Mai Hwong 3,500,000 PTC
8 004 Pham Nhét Quang 5.000,000 PTV
9 007 Hoang Tra Giang 3,000,000 PTV
10 002 Bing Thu Tra 4,700,000 PKH
11
12 Lwong THAP NHAT cia nhén vién phong Tai Vu | 3.000.000 |
13
14 Diéu kién Mi: PB
15 PTV

DAVERAGE(database,
field, criteral)

Trong do:

database: Danh sich co
s0 dir liéu bao gom ca
cot Tiéu dé

field: BDia chi
truong can tinh tong
criterial: Diéu kién

cua

Tinh trung binh cdng céc gia tri trong cdt field cua cac
mau in thoa di€u kién criteria.

Vd: tinh luvong thdng trung binh cua nhéan vién phong
tai vu

CD]D ~ £ | =DAVERAGE(SAS$3:SD$10.C3.5B514:5B515) |
A B C D E F
1 HAM DMAX, DMIN, DAVERAGE TRONG EXCEL
2
3 Ma NV Tén nhin vién Liwong thang ME PB
4 001 Nguyén Thé Anh 5,600,000 PTC
5 003 D& Thi Nhai 4,500,000 PTV
6 005 Phiing Quéc Chén 10,000,000 BGD
7 009 L& Thi Mai Hirong 3,500 000 PTC
8 004 Pham Nhat Quang 5,000,000 PTV
9 007 Hoang Tra Giang 3,000,000 PTV
10 002 Dang Thu Tra 4,700,000 PKH
11
12 Luromg thang TRUNG BINH cita nhén vién Phong Tai Vau || 4.166.667 ||
13
14 Piéu kién Ma PB
15 PTV

3.2. Him DCOUNT, DCOUNTA. Thuc hanh

Tén ham

Y nghia va vi du

DCOUNT(database, field,
criteria)

Trong do:

database: Danh sach co so
dir liéu bao gdém ca cot
Tiéu dé

field: Pia chi cua truong
can tinh tong

criterial: Diéu kién

bém cac 6 kiéu so trong cot field cua cac mau tin thoa
diéu kién criteria.

VD:
H11 v ﬁr‘ =DCOUNT(A2:19,G2,C11:C12)
A B C D E 17 G H 1

1 BANG LUONG CBVC

2 IT Ho tén Mi ngach| Bic | Hé sb ngiy fien lrong phu cip |tong cong
3 1 tran thanh binh 1.003 4 333 1/1/2008 |1,789.200| 108,000 |1.897,200
4 | 2 | phanthanh binh 1.003 3 3 1/1/2007 1,620,000 98000 |1,718000
5013 ngu}-‘én xudn huy | 1.009 1 1 1/12/2007 | 540,000 | 105,000 | 645,000
6 4 | nguyénanhding | 1.003 1 2.34 1/10/2006 |1.263.600| 78,000 |1341.600
7| 5 tran vin himg 1.009 2 1.18 1/1/2008 | 637.200 | 115,000 | 752,200
8 6 chéu thanh kiét 1.009 1 1 1/4/2007 | 540,000 | 105000 | 645,000
9| 7 1& minh loi 1.009 3 1.36 1/7/2007 | 734,400 | 120,000 | 854,400
10

11 mi ngach DK I 3!

12 1.003 TRUE

DCOUNTA(database,
field, criteria)

Trong do:

database: Danh sach co so
dir liéu bao gdém ca cot
Tiéu dé

bém cac 6 khac rong trong cdt field ciia cadc mau tin
thoa diéu kién criteria.
VD:
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field: Pia chi cua tru-(‘)-ng H1i1 - (> f:| =DCOUNTA(A2:19,G2,C11:C12)
Céln tinh tén - i a o v 3 = il -
g 1 BANG LUONG CBVC
Criterial: Dléu klén 2 TIT Ho tén Mi ngach| Bic | Hé sb ngiy fién lwongd phu cip |tong cong]
: 3 1 tran thanh binh 1.003 4 3.33 1/1/2008 |1,789.200| 108,000 | 1,897,200
4 | 2 | phan thanh binh 1.003 3 3 1/1/2007 |1,620,000| 98000 |1.718.000
5 3 nguyén xudnhuy | 1.009 1 1 1/12/2007 | 540,000 | 105,000 | 645.000
6| 4 ngu_véﬂ anh diing 1.003 1 2.34 1/10/2006 |1.263,600| 78000 |1.341.600
7 5 trin vin himg 1.009 2 1.18 1/1/2008 637200 | 115000 | 752200
8 6 chau thanh kiét 1.009 1 1 1/4/2007 540,000 | 105,000 | 645.000
& 7 1& minh lgi 1.009 3 1.36 1/7/2007 734400 | 120,000 | 854.400
10
E mi ngach PK | 3]

12 1.003 TRUE

4. Thuwe hanh
Bai 15 Thuc hanh véi ham DAVERAGE, DMAX, DMIN, DSUM
Tinh tong logi nhuédn cta nhitng cay tdo c6 chiéu cao 16n hon 10.

4 Logicay | Chiéucao | Tudi | Hoalgi |Lginhuin| Chiéu cao
5| Tae |»10 | | <16
&
7 Logicay | Chiéucao | Tuéi | Hoalgi |Loinhuin
8 Tao |18 20 ﬂ 14 105
o (R 12 ‘ 10 | 98
10/ Nhe |13 14 * 9 105
11| Tao |14 15 ? 10 75
12 Lé |9 8 1 8 76.8
13, Tao |8 9 ‘ 6 45
Tinh tong clia nhan vién phong tai vu ¢ luong >= 5.000.000
Ma NV Tén nhin vién | Lwong thing | M3 PB
001 Nguyén Thé Anh 5600000, PTC
003 D6 Thi Nhai 4500000 PTV
003 Phing Quéc Chan 10,000,000 BGD
009 Lé Thi Mai Hwong 3500000 PTC
004 Pham Nhét Quang 5000000 PTV
002 Diing Thu Tra 4700000 PKH

Tim nhén vién ¢6 luong cao nhat, thip nhat va trung binh tién luong cua nhitng nhan
vién c6 tién lvong 16n hon 4,000,000

STT Ho va Tén Gigi tinh | Chirc vo [ Ngay cong| Luwong Phu cap
A01 |Hoang Trung Kién Nam |Nhén Vién 25 4000000 | 500000
AD2 |Lé Vin Nam Nam |Trwémg Phong| 26 5000000 | 600000
A03 Nguyén ThuHwémg | N |Ké Toin 26 4500000 | 600000
A04 |Lé Kiéu Linh Nt [Nhin Vién 24 4000000 | 500000
A035 |Nguyén Thi Thiy Nir  |{Nhin Vién 25 3500000 | 500000
A06 |Nguvén Minh Trang | Nt |GD 26 7000000 | 600000
A07 |Poan Thi Hong N  |[PGD 26 6000000 | 600000
A08 |Ngd Quang Vinh Nam [Nhan Vién 22 3000000 | 500000
A09 |Nguyén Tra My Nir  |Nhan Vién 20 3000000 | 500000
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Cac budrc thuc hién

Poc yéu cau cia dé bai

B1: Nhép dir li€u vao bang tinh

B2: G6 déu = va gd ham vao dé thuc hién tinh toan

B3: Hién thi két qua.

Sinh vién thyuc hanh

Thyc hanh theo cac bude da huorng dan

Nhiing trong tim cin cha y trong bai

Trinh bay dugc nhiing khai niém sap xép va dat loc dir lidu trén bang tinh va mot s6
ham co ban vé quan 1y co s& dit liéu trong bang tinh.

Bai mé rong va niang cao

Bai 2: Thuc hanh véi ham DCOUNT, DCOUNTA

Cho dit liéu sau : ‘ ‘

Pém sd luong cac 6 thoa cac dicu kién nam trong ving tiéu chuan,

STT HO TEN MANG|BAC|HE SO| NG BD | LUONG |PHU CAP
| [Trdn Thanh Binh | 01.003 | 4 2.58 | 25/01/97 | 541,800 | 108,360
2 |Phan Thanh Binh | 01.003 | 3 234 | 30/01/98 | 491,400 98,280
3 [Nguyén Xuin Huy| 01.009 | 1 1.00 | 01/01/99 | 210,000 | 105,000
4 [Trin VanHing | 01.009 | 2 1.09 15/01/99 | 228,900 | 114450
5 [Nguyén Anh Diing| 01.003 | 1 1.86 | 01/10/97 | 390,600 78,120
6 |Chau Thanh Khiét| 01.009 | 1 1.00 | 01/05/98 | 210,000 | 105,000
7 |Lé Minh Loi 01.009 | 3 1.18 | 01/08/98 | 247800 [ 123,900

Tong cong: 2,320,500 | 733,110
Viing tiéu chuan 1 MANG Viing tiéu chuin 2 MANG BAC
L 1 01.009 01.003 4
Yéu cau ve danh gia ket qua hoc tap bai 8
Noi dung:

+ V@& kién thirc: Trinh bay duoc sap xép va dat loc dit liéu trén bang tinh va mot sb
ham co ban vé quan 1y co so dir liéu

+ Vé ky nang: Thao tac dugc viéc nhap dir li€u, xtr Iy va dinh dang dir li€u vé sép
xép, dit loc dir liéu trén bang tinh va mot sé ham co ban vé quan 1y co sé dir liéu cho
bang tinh;
+ Nang lyc ty cha va trach nhiém: Ti mi, can than, chinh x4c, ngin nap trong cong
viéc.
Phwong phap:
+ V¢é kién thirc: Puoc danh gia bang hinh thirc kiém tra viét, trac nghiém, van dap
+ Vé k¥ nang: banh gia k¥ nang thyc hanh qua cac thye hanh thao tdc nhap va dinh
dang dir li¢u, sép x€p, dat loc dir li€u trén bang tinh va mdt s6 ham co ban vé quan ly
co s¢ dir licu cho bang tinh;
+ Nang lyc ty cha va trach nhiém: Ti mi, can than, chinh x4c, ngin nap trong cong
viéc.
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BAI 9: IN TAI LIEU TREN EXCEL
Ma bai MD16-09
Muc tiéu:
- Lam nhanh véi viéc dinh dang trang van ban trong bang tinh;
- In van ban ra gié thanh thao;
- Rén luyén tinh can than, khoa hoc.
1. Dinh dang trang van ban cho bang tinh
1.1. Pinh dang c& gidy huéng in
Lénh Page Layout /Page Setup cho phép ban dat hudng trang (Orientation), chon khé
gidy in (Paper size)
. | Papelayout | Formulas Data Review  View Develt

X =t EI ?=ﬂ o3 Width:
g @ Ij @ = L—LJ 3| Height

irgins Crientation Size Print Breaks Background Print

- - *  Arear v Titles ‘ ] Seale:
Page Setup F] Scale
'L“ Je | | Page Setup

Xuét hién hop thoai sau:

* Lép Page: dat huéng trang, chon kho giéz in, ...
Page Setup

.......................

Orientation
@ Portrait Aj () Landscape

Scaling
@ Adjustto: |100 li] % normal size
() Fit to: 1 |%| page(s) wide by |1 |%| tall

Paper size: ‘Letter

L]

Print guality: \600 dpi

First page number: |Auto

Print... l [PrintPreviev_v ] [ Options... I

[ OK ﬂl Cancel ]

Cac muc can biét trong hop thoai Page Setup:

- Khung Orientation: gitip xac dinh huéng trang gidy dé in dir liéu. C6 hai chirc ning
cho ta chon nhu sau:

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

+ Landscape: in dif liéu theo chiéu ngang ciia trang gidy.
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- Khung Sacling: Khung nay cho phép xac dinh ty 1€ dir li€u in ra gidy va thay doi in
ra vira voi chidu ngang hodc chiéu doc cia trang gidy. )

+ Adjust to: Cho phep thay d6i ty 18 ctia bang tinh khi in ra gidy, gi4 tri ndy nam trong
khoang tir 10% dén 400%.

+ Fit to: Cho phép ta thay d6i vira khit theo chiéu doc cta trang gidy.

+ Wide by: Cho phép ta thay d6i vura khit theo chiéu doc cua trang glay

- Paper Size: lya chon cac kI}o gidy. Kich vao miii tén hinh tam giac bén phai dé mo
danh sach cac kho gidy va kho gidy thich hop.

- Print Quality: Cho phép ta lya chon chat luong in. Thong thudng ngudi ta chon 600
dpi.

Kich chudt chon Print, Print Preview hoidc Option dé in bang, xem bang trudc khi in
va céc tuy chon trong khi in.

Budrc 2: Chon lya cac dinh dang trong hop thoai cho thich hop v6i van ban cua ban.
Buéce 3: Nhan OK va in dé xem két qua.

1.2. Pit I¢ cho trang in

Trude khi in bang tinh ra gidy, ching ta cin phai cin 1& cho trang in, dé khi in ra gidy
that chinh x4c va lam cho bang tinh dep hon khi in ra. DPé can 1é cho trang in hay thuc
hién theo cac budc nhu sau:

Buédce 1: Vao Page Layout, tai thé Page Setup. HOp thoai Page Setup hién 1én trén
man hinh, tir hop thoai ndy chon nhan Margins.

isert Page Layout Form

2 1D

Margins Orientation 5Size

- o e

|

) \ Page
S€ xuat hi¢n hdp thoai nhu hinh dudi day:

\ Header [Footer | Sheet |
Top: Header:
0.75 = 0.3 =
Left: Right:
0.7 = 0.7 =
Bottom: Footer:
0.75 = 0.3 =
Center on page
["] Horizontally
[T vertically
Print... l [PrintPreview_vl [ Options... I
l OK ] I Cancel }
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Cic muc can luu y trong nhin Margin:

Top: Chon khoang cach tr mép trén cua trang gidy dén phan noi dung dir liu in.
Header: dinh khoang cach cua ti€u dé dau trang (khoang cach nay dugc tinh tir mép
trén cta to gidy dén tiéu dé dau trang).

Left: khoang cach tir mép trai cua trang gidy dén ndi dung cua di liéu in.

Right: Cho phép ta dinh khoang cach tir mép phai trang gidy dén ndi dung cua bang
dir liéu can in.

Bottom: khoang cach tor mép dudi cua trang gidy dén noi dung cta dit liéu can in.
Footer: khoang cach cua tiéu dé cudi trang (duogc tinh tir mép dudi cia to gidy dén
tiéu dé dau trang). Trong

Chirc nang Horlzontally Néu chon chiic ning nay thi Excel s€ in dir liéu ¢ gilra to
gidy theo chiéu ngang, néu khong chon Excel s€ in s€ li€u bén trai to gidy.

Chirc nang Vertlcally Néu nhép chon chirc ning nay, Excel sé in dir liéu ¢ gilra to
gidy theo chiéu doc, néu khong dir liéu s& dugc in bén trai trang glay

Kich chudt vao cac nat Print, Print Preview va Option theo nhu cu cua cac ban.

Buérc 2: Diéu chinh cac chirc nang trong nhan Margin cho thich hop véi ting tai ligu.
Budrc 3: Chon xong nhap OK va in dé xem két qua.

1.3. Tao tiéu dé trén, tiéu dé dudi cho trang

Tiéu dé dau va cudi trang 1a nhitng dong van ban do Excel dé nghi hodc do ban tu tao
dung dé in & phia trén va phia dudi cho mdi bang tinh. Dé tao hay cudi trang cho trang
bang tinh, hay cung Dic Minh thyc hién theo céc budc sau day:

Budc 1: Vao Page Layout, tai thé Page Setup. Hop thoai Page Setup hién 1én trén man
hinh, tir hp thoai nay chon nhan Header/Footer.

Page | Margins | Header/Footer | Sheet

Chon Header Bai_Tap CB 01
. Tao Footer

CO San h ,

Header: t eq y

i Tap_CB_01 muodn
’ Custom Header... l { Custom Footer. ..
Tao Header -
, A

theo y mudn [-]

‘ Bai_Tap_CB_01 \L

[ pifferent odd and even pages
[] Different first page Ch on
Scale with document

Align with page margins

Footer co
| san

Print... I [PnntPrewew I [ Options...

I OK ]l Cancel }

Giai thich cac muc trong nhan Header/Footer:

Khung Header va Footer: Exel goi y cho ban su dung cac muyc co san dung dé lam
tiéu dé dau hay cudi trang. Kich chudt chon miii tén hinh tam giac € m¢ danh sach va
chon mot kiéu theo ¥ ban.

Custom Header: cho phép ta tao tiéu dé dau trang tuy y. Nhip vao nut Custom
Header hop thoai sau hién 1én man hinh nhu sau:
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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.

Left section: Center section: Right section:

&[File]

Tiéu d&/ cudi Tiéu d&/ cudi Tiéu d&/ cudi.
trang trai trang ¢ gitra trang bén phai

Y nghia cdc niit :

iJ Pinh dang ky tu (Font, Size ...) 9 l Chén gio h¢ théng

@Chén s6 trang hién hanh :] Chén duong dan tap tin

[ﬁy Chén t6ng s trang @] Chen tén tdp tin

@J Chén ngay hé thong H Chen tén Sheet hién hanh
» Pinh dang hinh anh || Chen hinh anh

Céc biéu tugng trong hop thoai:

Budc 2: Lua chon céc chiic nang trong hdp thoai sao cho phu hop véi ting tai licu
in.Khung Left Section: Khung ndy cho phép ban nhép dir liéu bat ky va s& dugc hién
thi ndi dung trong khung nay 1én goc trén bén trai ctia trang gidy.

Khung Center Section: cho phép ban nhap dit liéu bat ky va noi dung sé duoc hién thi
1én giita trang gidy.

Khung Right Section: cho phép ban nhap dir liéu bat ky va s& hién thi noi dung trong
khung nay 1én goc trén bén phai cia trang gidy.

Nut Custom Footer: tuong ty nit Custom Header.

Kich chudt chon Print, Print Preview va Option dé in bang tinh, xem bang tinh trudc
khi in va céc tuy chon trong khi in.

Budc 3: Chon OK va tan hudng thanh qua sau khi in tai liu.

1.4. Lip lai tiéu dé bang tinh khi sang trang

» Lop Sheet: chon vung dir li€u in, dat tiy chon khi in, th ty in, ...
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Page Set;p @g

Print grea: |A1:19
Print titles

Rows to repeat at top:

7| [T
] |

Columns to repeat at left:
Print

[T Gridiines Comments: (None)
"] Black and white

[ Draft guality
| Row and column headings

L]

Cell errors as: | displayed

Page order

@ Down, then over

(7) Qver, then down

[ Print... l [PrintPreviey] [ Options... I

[ OK ]I Cancel ]

— Print area : cho phép chon vung dir li¢u in (n€u chon thi chi dir li¢u trong ving méi
duogc in, nguoc lai (khéng chon) thi in tat ca dir liéu trong Sheet).

— Print titles: 13p lai tiéu d& hang (row) va cot (column) trén mdi trang in (khi bang
tinh c6 nhiéu trang).

+ Rows to repeat at top: lap lai tiéu dé hang trén dau mdi trang in.

+ Columns to repeat at left: 13p lai tiéu dé cot bén trai mdi trang in.

— Print: dit mot sb tuy chon khi in.

+ Gridlines: chon in cac duong ludi (1a cac dudng chia ma thuong thdy trén man
hinh. Céc duong nay xac dinh cac 6 trong bang tinh. Thong thuong cac duong ludi nay
khong duogc in ra).

+ Black and white: chon ché d¢ in tring den.

+ Draft quality: chon ché d6 in nhap (chét luong kém nhung in nhanh hon).

+ Row and column headings: chon in chi s6 hang (1,2,3,...) v tén cot

(A,B,C,...).

+ Comments: chon in/ khong in phan chu thich.

— Page order: chon thir ty in khi bang tinh c6 nhiéu trang.

+ Down, then over: in theo chiéu tir trén xudng dudi hét cic trang, sau d6 moi in phan
du bén phai.

+ Over, then down: in theo chiéu tir trai sang phai hét cac trang, sau d6 méi in trang
sau.

2. In bang tinh

Sau khi hoan tat phan noi dung, dé thuc hién in trong Excel,thyc hién theo cic budc
sau:

« it cac thong sb cho céc trang in

« Chon ving di liéu can in

« Xem trude khi in (Print Preview) dé diéu chinh néu can thiét.
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* Thyc hién in: Ch(_)n"’{@ / Print; hodc t6 hop phim Ctrl + P.
2.1. Chon may in

Printer

MName: ¥ Microsoft XPS Document Writer E Properties...
Status: Idle ==
Type: Microsoft XPS Document Writer ing Frinter...

Where: XPSPort:
Comment:

[] Print to file
Print range Copies

@ All Mumber of copies: |1
(") Page(s) From: ‘

Print what @ |J_;l-:| ] Collate
() Selection () Entire workbook : -

@ Active sheet(s) Table
|:| Ignore print areas

Dé chon may in ta bam vao hop name trong phan Printer.

Luwu y: Trudc khi chon may in ta phai ddm bao may in da dugc cai dat trong may tinh,
néu may in khong co6 trong hdp thoai name ta tién hanh cai dat drive cho may in trong
control Panel

2.2. Chon kho gidy in

Sau khi chon mdy in xong , tiép theo chon Preview -> Page Setup dé chon kho gidy in
trong muc Page size.

e O e Y |

_4 Previous Page
Print  Page || Zoom | Close Print
Setup V| Show Margins | ~preview

Print Zoom Preview

Page | Margns | HeaderfFooter | Sheet |

|| | Orientation
© Portrait © Landscape

Scaling

© Adjustto: | 100 |5 % normal size
© Fit to:

Paper size:

Print guality:

First page numfZ%3

2.3. Chon hinh thirc in
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Isal!
Print i
Printer

Name: 2 Microsoft XP5 Document Wiriter B
Status: Idle : s
Type: Microsoft XPS Document Writer hid Rkt

Where: XPSPort:
Comment:

(| Print to file

Print range Copies

@ Al Mumber of copies: | 1

(") Page(s) From: ’ = : =

Print what @ |_—|:|g| ] Collate
(") Selection (") Entire workbook 3 B

@ Active sheet(s) Table
[ 1gnore print areas

ok | [ cancel |

- Print range: chon vung in.

+ All: chon in tit c4 c4c trang

+ Page(s): chon in lién tuc tir trang bat dau (From) cho dén trang cui(To).

- Print what: phan duoc in

+ Selection: in khdi dugc chon.

+ Entire workbook: in tat ca cac Sheet trong Workbook.

+ Active(s) sheet: in Sheet hi€n hanh.

- Copies: s6 ban va thir tu in.

+ Number of copy: chon sé ban in.

+ Collate: kiém tra thi ty in.

3. Thuc hanh

Bai 1: Thuc hanh dinh dang trang van ban

Hay thuc hién viéc tinh toan trén cac dit liéu tho trong bang tinh dudi ddy, sau do tién
hanh dinh dang bang tinh trong do:

Ké khung nét lién cho tit ca cac 6 trong bang diém.

T6 mau 6 ciia dong dau 1a mau vang nhat , chit xanh duong.

Ké khung vién ngoai (Outline) cho ban tinh véi kiéu nét doi

Pinh dang mau sic ty dong trong cac 6 c6 chira diém trung binh <5 14 nén mau d6 chir
vang.
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A B C D E F G H | J K L M N [0} P Q R S
1 |Trwong PTTH Ly Tw Trong

2 BANG PIEM THI XEP LOAI HQC TAP
3 Tén Lép MON THI PTB Ghi Mén Xép Hoc Két Qua
4 HS Chuyén  Tosn Ly Hoa Van Sit Dia Anh Phip Trung Sinh Chi  Thilai  Loai Bong  Tham Khio
5 Lé Toan 6 5 9 4 5 6 9 6 6 7
6 Van Anh 10 8 9 9 9 10 10 9 10 10 100000
7 Thao Dia 5 8 6 7 6 6 9 2 6 3
8 Thanh Van 9 7 9 6 8 7 7 6 6 10 50000
9 Tric Su 8 9 6 9 3 8 8 6 7 8
10 Viét Dia 4 6 7 6 7 8 9 6 7 9
- Hao Hod 7 5 8 5 5 17 8 9 5 4
12 Hoang Ly 9 10 9 10 9 7 10 10 9 9 100000
13 Trinh Trung 7 8 9 9 8 7 4 7 7 5
14 Nhat Sinh 9 8 8 8 8 6 9 8 8 50000
15 Thai Ly 6 5 7 5 6 6 8 7 8 5 0
16 Binh Hoa 9 6 7 7 7 8 7 3 6 5
17 My Phap 8 6 7 5 6 7 7 6 5 9 0

A B C D E F G H | J K L M N

20 | Yéu Céu
21| CAul Tinh PTB =Téng Piém / Téng Hé S6 biét rang Hoc sinh hoc 16p chuyén mén hoc nao thi diém thi
22 moén dé dwoc tinh /¢ 56 2.

23| CAu2 Diéngia tri cho cot Ghi Chii biét ring :

24 - Hoc sinh thi tAt ca cac mén véi sé diém >=5 ghi 1a "Pat"
25 - Hoc sinh hoc 16p chuyén ma thi mén chuyén cé diém < 5 hodc ¢6 trén 1 mon thi cé diém < 5 thi ghi 1a "Hong"
26 - Hoc sinh thi c6 mot mén diém < 5 ghi 1a "Thi Lai"

27 Chu3 Hay tao gia tri cho cot Thi Lai biét ring:
28 - Hoc sinh nao bi Thi Lai thi ghi #6n mén thi lai &6 (Tiec la tén mén thi c¢é diém <5)
29 - Céc truong hop con lai thi dé trong

30 Chud4 Dién gia tri cho cot Xép Loai ddi véi cac hoc sinh thi Pat dya vao PTB nh sau:

31 -TBv6i5<=DPTB<7.0

3 -Khi v6i 7.0 <=PTB <9

33 - Gi6i véi PTB>=9

34 - Céc treong hop Thi Lai va Hong thi dé trong

35| CAuS Tinh Hoc Béng cho cac hoc sinh dwa vao Xé[) Loai nhw sau:

36 - Giéi thi dwge 100000 |

37 - Kha thi duoc 50000

38 - Trung Binh thi dwoc 0

39 Dién gia tri cho cot Thwéng biét rang:

40 - Hoc sinh nao Xeép Loai Gioi, khéng cé mén thi nao diém < 5, khong bo thi mén nao thi dwge Thwéng 100000
41 - Hoc sinh nao Xeép Loai Khd, khéng ¢é mén thi nao diém < 5, khong bo thi mén nao thi dwge Thwéng 50000
42 - Céc trieong hop khac thi khong Thwong

43 - Pinh dang va in van ban ra giay

Cac budrc thuc hién

Poc yéu cau cia dé bai

B1: Nhap dir li€u vao bang tinh

B2: Dinh dang trang van ban

B3: In bang tinh

Sinh vién thyc hanh

Thuc hanh theo cac budc da huéng dan

Nhiing trong tim cin chu y trong bai

Trinh bay dugc cach dinh dang trang van ban trong bang tinh va thuc hién in van ban
ra gidy.

Bai mé rong va niang cao

Bai 2: Thuc hanh in bang tinh ra glay

Mbi sinh vién thyc hién vigc in an bai tap ¢ phan 3.1 trén, ddng thoi danh 0s61 chan
trang va thong tin vé tén file.
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Dinh dang va in bang tinh trén kho gidy A4

Yéu cau vé danh gia két qua hoc tip bai 9

No1 glung:

+ V¢ kién thuc: Trinh bay dugc cach dinh dang trang van ban trong bang tinh va thuc
hién in vin ban ra gidy.

+ V& k¥ ning: Thao tac dugc viéc dinh dang trang vin ban trong bang tinh va thuc
hién in van ban ra gidy cho bang tinh;

+ Nang lyc ty cha va trach nhiém: Ti mi, can than, chinh xac, ngan nép trong cong
viéc.

Phuong phap:

+ Ve kién thirc: Puoc danh gia bang hinh thirc kiém tra viét, tric nghiém, van dap

+ Vé k¥ nang: Panh gia k¥ ning thuc hanh qua cac thuc hanh thao tac dinh dang trang
van ban va thyc hién in van ban ra gidy trén bang tinh.

+ Nang lyc ty cha va trach nhiém: Ti mi, can than, chinh xac, ngan nép trong cong
viéc.

Picu kién d thi két thic mé dun

- Diéu kién dé hoan thanh mé dun dé dwoc duw thi két thiic mé dun:

+ Ngudi hoc tham dy it nhat 70% thoi gian hoc 1y thuyét va day du cac bai hoc tich
hop, bai hoc thyc hanh, thyc tap.

+ Piém trung binh chung cac diém kiém tra dat tir 5,0 diém trd 1én theo thang diém 10;

+ Ngu’O’l hoc ¢6 gidy xac nhan khuyét tat theo quy dinh thi duoc hiéu trudng xem xét,

quyét dinh vu tién diéu kién dy thi trén co so sinh vién d6 phai bao dam diéu kién veé
diém trung binh cac diém kiém tra.

+ SO lan du thi két thic md dun theo quy dinh tai khoan 2 Piéu 13 Thong tu
09/2017/TT-BLDTBXH, ngay 13 thang 3 nam 2017.

- Diéu kién dé dwoc cong nhan, cap chirng nhdn dat mé dun dao tgo:

Ngu:ol hoc duge cong nhén va cap ching nhan dat mo dun nay khi c6 diém trung binh
mo dun theo thang diém 10 dat tir 4,0 tro 1én
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