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BAI THUC HANH SO 3 (3 tiét)
S dung ham trong Excel

NOI DUNG THU'C HANH

+* Cac nhom ham: Thong ké, doi ki€u, ham ki tuy, ham s6 toan hoc, ham logic,...
b v v b b

2 TOM TATLY THUYET

21

Mét s ham théng dung

2.1.1 Cac ham thong ké

Average(numberl, number?2, ...): tinh gia tri trung binh cua cac sd.
Max(numberl, number2, ...): tinh gié tri 16n nhat cta cac sb.
Min(numberl, number2, ...): tinh gia tri nho nhét cua cac sb.
Sum(numberl, number2, ...): tinh tong cac sd.

Count(numberl, number2, ...): dém cac 6 chira sb.

Rank(number, ref, order): tra lai sb thir tu trong danh sach sb.

2.1.2 Cac ham déi kiéu

Text(value, format_text): d6i cac gia trj s6 thanh text.

Value(Text): chuyén céc text dai dién cho gia tri s6 thanh sb.

2.1.3 Cac ham ki ty

Lefi(text,num_chars): tra lai mot s6 ki tu duogc chi dinh tir bén trai chudi ki tu.

Right(text,num_chars): tra lai mot s6 ki tu duoc chi dinh tir bén phai chudi ki

tu.

Mid(text,start_num,num_chars): tra lai mot s ki tu tir mot vi tri xac dinh.
Upper(text): chuyén text thanh chit hoa.

Lower(text): chuyén text thanh chir thuong.

Proper(text): chuyén chir cai dau tir va cac ki tu ngay sau ki tu dic biét thanh
thanh chir hoa.



o Trim(text): x6a bo tat ca cac ki tu trong thira.

2.1.4 Cac ham toan hoc
o SQORT(number): ham can bac 2.
o ABS(number): 1y gié tri tuyét di.

e Round(number, num_digit): 1am tron so.

2.1.5 Caic ham logic
o Ifflogical testyvalue_ if true, value if false): ham tra lai gia tri dung néu biéu
thirc logic nhan gia tri TRUE va nguoc lai.
o And(logicall, logical2, ...): ham nhan gia tri TRUE néu tat ca cac d6i s nhan
gia tri TRUE.
e OR(logicall,logical2, ...): ham nhan gia tri FALSE néu tit ca cac ddi s6 nhan
gia tri FALSE.
Dé nhap cac ham c6 thé sir dung cac cach sau:
— G0 trén dong nhap dit ligu
—  Gd truc tiép vao 6 dit lidu

— St dung menu Insert /Function, sau d6 chon ham cu thé trong hop thoai.

2.2 M6t s6 ham chuyén dung khac

EXCEL cung cap rat nhiéu ham tmg dung khac nhau dugc chia mot cach tuong
dbi thanh cac 16p. Khi truy nhap dén hop Function Wizard (st dung menu Insert
/Function) ban sé& thiy c6 hai 6: 6 bén trai liét ké cac 16p ham con 6 bén phai 14 nhiing
ham twong (mg trong cac 16p ham d6. Muc ndy tom tit mot s6 ham dic trung lién quan
dén hai linh vyc thong ké va tai chinh ... Danh muc cdc ham day du hon dé nghi xem
tai liéu tham khao.

2.2.1 Cac ham thong ké

e Tinh d6 léch tuyét dbi

n

1
Cong thirc tinh: d = — )
iy

X; — X




Loi goi ham: AVEDEV (number1, number2, ...)
Tinh trung binh s6 hoc
_ 1a
Cong thuc tinh: x = —in
Dy

Loi goi ham: AVERAGE(numberl, number2, ...)
Tinh trung binh hinh hoc

o n
Cong thuc tinh: x, = o [Tx;
i=1

Loi1 goi ham: GEOMEAN(numberl, number2, ...)

Tinh trung binh diéu hoa
1

&1
727

-1 X4

Cong thuc tinh: x;, =

Loi1 goi ham: HARMEAN(numberl, number2, ...)

Tinh tong binh phuong cac d6 1éch khoi gia tri trung binh s6 hoc
n —2
Cong thtrc tinh: SS = Z(Xi - X)
i=1

Lo1 goi ham: DEVSQ(numberl, number2, ...)
Tinh do 1éch chuan

Cong thure tinh: s= ﬁg(x — ;)2

Loi1 goi ham: STDEV (number1,number2,...)
Tinh t6 hop chap k clia n

n!

Cong thirc tinh: lel = m
'(n—-k)!

Lo1 goi ham: COMBIN(n,k)

Tinh hé s6 tuong quan giira hai dy s liéu
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1 & — —
Cong thtrc tinh: r = [— > (x; = x)(y; - y)] /(sx.sy), trong do sx va sy la
n

=1

do léch chuan cuax vay.

Lo1 got ham: CORREL(arrayl, array?2)

e Tinh Mo6men tuong quan giira hai day (Covariance)

n _ _
Cong thuc tinh: [l Z(Xi - x)(yi — Y))
Doy

Lo1 goi ham: COVAR(arrayl, array?2)

e Tinh tong binh phuong cic do 1éch khoi gia trj trung binh

Cong thirc tinh: ) (x — x)?

Loi1 goi ham: DEVSQ(numberl, number2, ...)

e Tinh gia tri du bao theo phuong trinh hdi qui tuyén tinh khi biét tap gia tri cta

cac bién phu thudc Y va bién doc 1ap X.

Lo1 goi ham: y = FORECAST(x, known_y's, known x's),

trong do known_y's, known_ x's 1a hai mang chura s6 li€u ciia Y va X, x la

gia trj bién doc 1ap dua vao dé tinh gi tri du bao y.

2.2.2 Cac ham tai chinh

Trong cac ham tai chinh thuong xuat hi¢n cac doi so sau day va chiing c6 thé co

mang nhiéu y nghia khac nhau:

rate: c6 cac nghia twong dwong 13 11 suit hodc ty 1& chiét khau hodc murc
sut gia sau moi thoi ky (thang hodic nim)

nper: sb thoi ky can tinh (thang hodc nim)

pv: gia trj hién tai cta sb tién c6 trong turong lai

fv: gia tri trong twong lai cta s tién co hién tai

pmt: s6 tién phai tra hodc nhan dugc ¢ dinh trong mot thoi ky

type: chi dinh phuong thirc thanh toan (bang 0 néu thanh toan vao cudi

ky, bang 1 néu thanh toan vao dau ky)
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e Tinh gié tri twong lai cta tién té

Cong thtre tinh: V, = Vy(1+r)n

Lo1 goi ham: FV(rate, nper, pmt, pv, type)

Chtrc nang: Tinh gié tri trong twong lai ctia sd tién hién tai pv véi luong bd sung
c¢d dinh ting thoi ky pmt vao dau hoidc cudi ky type trong khoang thoi gian nper va 13i
suét rate.

Vi dy: Ban b6 von dau tu ban d¢au 2000USD va sau d6 mdi thang dau tu bo sung
100USD trong vong 5 ndm vai 1ai suat 8%/thang. Vay gia tri tién té cta ban sau 5 nim
dau tu 1a bao nhiéu?

Ta c6: Rate=8%, nper=5(nam) * 12(thang)=60, pmt=-100, pv=-2000, type=1. Do
do: Fv(0.08,60,-100,-2000,1) = 337,861.16 USD

e Tinh gia tri hién tai cua tién té

N Vi

Cong thuc tinh: V() = —

(1 + r)

Loi goi ham: PV(rate, nper, pmt, fv, type)

Chtrc ning: Tinh gia tri hién tai cta sd tién trong tuong lai fv voi lugng bd sung
mdi ky ¢ dinh pmt trong thoi gian nper vao dau hodc cudi ky type va 13i suit rate.

Vi du: Gid mot chiéc xe vao thoi diém hién tai 1a 8000USD. Ban mudn mua né
bang phuong thirc tra gop trong thoi gian 4 nim va du dinh s& tra 200USD vao dau
mdi thang véi 13i suat phai chiu 1a 9% mot ndm. Vay, néu mua tra gép thi loi hay
thiét?

Ta co: rate=9%/12, nper=4*12=48, pmt=-200, fv=0, type=1. S6 tién phai tra la:
PV(0.09/12,4*12,-200,0,1)= 8,097.23USD. Nhu vay ban bi thi¢t.

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

Tinh khoan tién phai thanh toan déu din theo dinh ky type voéi lai suit cho trude
khong dbi rate trong mot khoang thoi gian nhét dinh nper cin ¢ vao gia tri hién tai pv

va tuong lai fv.



Vi du: Ban mua mot can nha véi gid tri hién tai pv=190000USD va phai thanh
toan trong vong nper=30 niam vai 13i suat hang ndm phai chiu bang rate=10% va phai
thanh toan vao dau mdi thang. Hoi hang thang ban phai tra bao nhiéu tién?

Ta c6: PMT(10%/12, 30*12, 190000, 0, 1) =-1,653.61 USD

o [PMT(rate, per, nper, pv, fv, type)

Tinh s6 tién 14i phai tra hoic nhan vao ky qui dinh type tai thoi diém per can ctr
vao gia tri hién tai pv va tuong lai fv trong khoang thoi gian nper véi 13i suit ¢6 dinh
rate.

Vi du: Ban vay mot khoan tién hién tai pv=150000USD dé kinh doanh trong thoi
han nper=30 nam vd&i 14i sudt khong d6i rate=10% mot nam va phai tra 13i vao dau mdi
thang. Hoi sd tién 13i ban phai tra vao thang thir 18?

Ta co: IPMT(10%/12, 18, 30*12, 150000, 0, 1) =-1,229.70USD

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

Tinh gi4 tri hién tai rong véi 1ai suat hodc ty so chiét khau rate theo cong thirc:

0 Value;
NPV=>) ——
j:l(l + rate)J

Vi du: Nha may cua ban mua mot thiét bi hién tai véi gia 40000USD va dua vao
kinh doanh ngay tir nim dau tién. Sau 6 nam ban thu dugc so tién 14i twong tng 1a
9000, 6000, 6000, 5000, 5000, 5000USD. Cubi niam thir 6 ban ban thiét bi d6 vai gia
20000USD. Vay viéc dau tu d6 nhu thé nao? Gia st ty 18 chiét khdu hang nam 13 8%.

Ta co:

NPV (8%, 9000, 6000, 6000, 5000, 5000, 5000+20000) =41,072.67USD

Vay ngoai viéc thu dugc tién 1ai hang ndm, ban con 1ai thém dugc mot khoan
bang 41,072.67USD - 40,000.0USD = 1,072.67USD

e [RR(values, guess)



Tinh ty suat ndi hoan (ty suat hoan von ndi bg). Ty suat ndi hoan r* thod man

n
B; -C . .
phuong trinh: zt—tt =0, trong d6 Bt la lgi ich trong nam thw t, Ct 1a chi phi
t=1(1 +r
trong nam tht t, n 13 s6 ndm tinh.

Vi du: Gia st ban muén kinh doanh nha hang. Ban udc tinh phai dau tu
70000USD dé bat dau kinh doanh va hy vong thu nhap rong trong 5 nim dau tién 1a
12000, 15000, 18000, 21000, 26000. Cac gia tri tién dau tu va thu nhap rong duoc luu
O cac 0 tuong ung tor B1:B6. Khi do

— Ty s6 ndi hoan sau 4 nam 1a: IRR(B1:B5) = -2.12%
— Ty s6 ndi hoan sau 5 nam la: IRR(B1:B5) = 8.66%

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

Tinh khiu hao tai san c¢6 dinh v&i nguyén gia tai san Cost, gia tri thanh 1y
Salvage (gi4 tri thu hoi cta tai san sau khi hét thoi han st dung), tudi tho tai san Life,
nam tinh khau hao ké tir khi c6 tai san Period, sb thang st dung trong nam dau tién

Month.

Vi du: Xi nghiép ban dau tu mua mot chiéc may méi rdi dua vao hoat dong ngay
tir dau thang 6 nam d6 voi gia 1000000USD va tudi tho ciia may 1a 6 nim. Sau thoi
han sir dung ban thanh 1y v&i gia thu hdi 1a 100000USD. Vay s6 tién khau hao twong
mg v6i cac ndm tir ndm thtr nhat dén nam thw 7 1a:

DB(1000000,100000,6,1,7) = 186083

DB(1000000,100000,6,2,7) = 259639

DB(1000000,100000,6,3,7) = 176814

DB(1000000,100000,6,4,7) = 120411

DB(1000000,100000,6,5,7) = 82000

DB(1000000,100000,6,6,7) = 55842

DB(1000000,100000,6,7,7) = 15845



3 TO CHUC THUC HANH

Gi4o vién can giang 1y thuyét lién quan nhu ndi dung tém tét Iy thuyét, c6 minh

hoa trong cac thao tic. Chon bai thyc hanh tai 16p clia giao trinh huéng dan cho sinh

vién thuc hién.

4 BAITHUC HANH TREN LOP

Bai 1. Hay nhap va trinh bay bang tinh nhu sau:

A B | ¢ | o | E | F | & | H | J K | L
1 BANG BAQ CAO TIEN PIEN
2 St |Kich Hang Ktm | CH S8 crﬁg ga’}iw Tién Bién Theé | Téng G O
3 Vita i Mot |TiguTha| 1 2 Bao | Céng
4 1 |B&BS Kv2 | 357 400
5 2 Cao Cao KV3 389 401
B 3 LoanLoan K¥1 456 499
7 4 |B& Bé Kv3 | 789 810
8] 5 |[KyKy KVl | 147 | 350
9 6 |DéngDéng | KV1 | 258 | 410
1| 7 |BdoBde KV | 13 345
At
12 Bdng dinh mic
13| KmVile | KV1 KV2 | KV3
14 |Binh M T 150 100 |
Yéu ciu:

1. Tinh cot KW tiéu thu (= chi s6 méi - chi s6 cii)

2. Tinh tién dién vo1 gia:

3. Tinh cot thué bao (= 5% tién dién)

a. S6 KW trong dinh murc: 500 d

b. S6 KW ngoai dinh mirc: 820 d

c. S6 KW bang gap d6i dinh mirc tré 1én: 1200 d.

(Tién dién = S6 KW * Gi4)

4. Tinh tong cong: (= tién dién + thué bao)

5. Dién cot ghi chu 1a "Cét dién" d6i voi ho co s6 KW tiéu thu gip d6i dinh mic.

6. DBinh dang tién té dir liéu cot téng cong la "déng"
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7. Sap xép theo tht ty ting dan cua cot tong cong.
8. Tinh tong gia tri tién dién cua ting khu vuc.
Hudéng din
1. Tinh c6t KW tiéu thu (=chi s6 méi - chi sb cil)
G0 vao 6 F4 cong thirc: =E4-D4
2. Tinh tién dién véi gi:
a. S6 KW trong dinh murc: 500 d
b. S6 KW ngoai dinh mirc: 820 d
c. S6 KW bang gip d6i dinh mirc tré 1én: 1200 d.
(Tién dién = S6 KW * Gia)
a. Dung ham Hlookup (bang phu xép theo dong) dé tim dinh murc cta timg ho,
néu sd tiéu thu nhé hon dinh muc thi léy s6 tiéu thu * 500, nguoc lai s6 tiéu thu 16n

hon dinh murc thi 1y dinh muac * 500. Sb con lai s& duogc tinh vé6i gia khac & cot tiép

theo.
Cong thirc 6 G4:

=[F(F4<=HLOOKUP(C4:$B$12:$D$13:2;0);
F4*500;HLOOKUP(C4;$B$12:$D$13;2;0)*500)

Dia chi vung tham chiéu trong ham Hlookup dugc dit gia tri tuyét ddi dé tién sao
chép cho cac 6 bén dudi.

b. Néu s6 tiéu thu 16n hon dinh mic va nho dinh mirc *2 thi lay s6 tiéu thu trir di

dinh muc va * 820.

Cong thtic 6 H4:
=IF(AND(F4>HLOOKUP(C4;$B$12:$D$13;2;0);
F4<=HLOOKUP(C4;$B$12:$D$13;2;0)*2);

(F4- HLOOKUP(C4;$B$12:$D$13;2;0))*820;0)

b. Néu s6 tiéu thu 16n hon hoic bang dinh mirc * 2 thi 1iy s ngoai dinh mirc *

1200.



Cong thuc 6 14:
=IF(F4A>=HLOOKUP(C4;$B$12:$D$13;2;0)*2;
(F4-HLOOKUP(C4;$B$12:$D§13;2;0))*1200;0)
3. Tinh cot thué bao (= 5% tién dién)
Tinh tong sb tién dién va * 5%.
Cong thuc 6 J4: =SUM(G4:14)*5%
4. Tinh téng cong: (= tién dién + thué bao).
Cong thuc 6 K4: =SUM(G4:J4)
5. Dién cot ghi chu 1a "Cét dién" d6i voi ho co s6 KW tiéu thu gip d6i dinh mirc.

Néu s6 tiéu thu 16n hon hoidc bang dinh mirc * 2 thi ghi 1a "Cét dién", nguoc lai

nn

khong ghi gica "".
Cong thic 6 L4: =IF(F4>=HLOOKUP(C4;$B$12:$D$13;2;0)*2;"Ct dién";"")
6. Binh dang tién té dir liéu cot tong cong 1a "dong"
— Chon vung dir liéu can dinh dang.
— Mo trinh don Format \ Cell \ (chon bang Number)

— Chon muyc Custom trong khung Category va nhap vao khung Type dang
#,##0 [$dong]

7. Sap xép theo th ty ting dan cua cot tong cong.

— Chon Data \ Sort

— Trong khung Sort by chon c6t tong cong.
8. Tinh tong cong gia tri tién dién cua ting khu vuec.

— Do diéu kién 1a ting khu vuc da c6 san 6 dit liéu vé khu vuc trong bang

tinh nén ban dung ham SUMIF.
Cong thire tinh tong cong khu vue 1: =SUMIF(C4:C10;"KV1";K4:K10)
Cong thire tinh tong cong khu vie 2: =SUMIF(C4:C10;"KV2";K4:K10)
Cong thire tinh tong cong khu vue 3: =SUMIF(C4:C10;"KV3";K4:K10)
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Két qua nhuw sau:

1 BANG BAO CAQ TIEN BIEN
|2 | - Khich | Khu |CHSE |CH S8 | SERW Tién Bi¢n T | e s | o ong
; Hing | Vio | Co | Mdi | TiéuThy 1 2 3 Bac | B0 N
4 07 | B&iB& | KV2 | 357 | 400 43 21500 0 0 1075 | 22575 déng
5( 06 | CaoCao | KV3 | 369 | 401 32 16000 0 0 800 | 16.800 déng
6| 01 |LoanLoan| KV1 | 456 | 499 43 21500 0 0 1075 | 22575 déng
7] 02 | BeiB&i | KV3 | 789 | 810 21 10500 0 0 525 | 11025 déng
8 04 KKy | KvL | 147 | 350 203 35000 0 159600 | 9730 | 204330 déng | C4t Bién
9| 05 |PéngPéng KV1 | 258 | 410 152 35000 0 98400 | 6670 |140.070 ddng | C4t Bién
0] 03 |BdoBdo| KV2 | 13 | 345 222 75000 | 59040 0 6702 | 140,742 déng
11
12 Bing dinh miic
13 Kb Vile | KV1 K¥V2 | KV3 Khu Ve |Doanh Thu
14 BinhMitc| 70 150 | 100 KV1 366975
15 KV2 163317
16| Kv3 27825
Bai 2. Hay nhap va trinh bay bang tinh nhu sau:
A B l[c] o JE]TF [ & | H [T1][J4] K
A7 o7
1 KET QUA TUYEN SINH
) Piém| Piém |Téng st |K&t| Xép |
STT | Ho & Tén |Van|Todn|Anh . ] . Ghi chni
2 cHng |vn tién| di€m |qia |hang
3 1 |[BidcBdo & 9 o]
4| 2 KyKy 4| 10| 2 CTB
5| 3 |BinEBédn 2 a CL3
5| 4 |B&i Boi o | 28 | 7
71 5% |LeanLeoan | 9 10 7
g1 & |TrdanTrdn ] 7 10 CLs
9| 7 |PéngBéng| 4 | 65 | 1
10| & |B&iBS 7 & 0 _TH
11| 9 |BanB#1 5 o] 6 CLE
121 10 |B1 Bi & 4 1

Yéu cau:

1. Cot diém cong dugc tinh nhu sau:

— Cong 2 diém néu diém van >= 8 hoac diém toan >=9 va diém Anh >= 6

— Cong 1 diém néu diém van >= 5 hoac diém toan >=7 va di€ém Anh >=5

2. Piém wu tién dugc dwa vao khung ghi chu, vu tién 1 diém néu 1 con thuong

binh (CTB), uu tién 2 diém néu 1a con liét si (CLS).
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3. Tong s6 diém bang diém trung binh cua 03 moén va cong véi diém cong va

diém wu tién, (chi lay 2 sb 18).
4. Bién cot két qua 1a "D3" néu co tong sb diém >= 7.5, nguoc lai "Truot"
5. Xép hang cho céc thi sinh
Huéng din
1. Cot diém cong dugc tinh nhu sau:
— Cong2 diém néu diém vian >= 8 hodc diém toan >=9 va diém Anh >= 6
— Cong 1 diém néu diém van >= 5 hodc diém toan >=7 va diém Anh >=5
Dung ham IF, ham OR va ham AND vao 6 F3:
=IF(OR(C3>=8;AND(D3>=9;E3>=6));2;
IF(OR(C3>=5;AND(D3>=7;E3>=5));1;0))

2. Piém wu tién dugc dua vao khung ghi chu, vu tién 1 diém néu 1 con thuong

binh (CTB), uu tién 2 diém néu 1a con liét si (CLS).
Dung ham IF. Cong thirc 6 G3: =IF(K3="CTB";1;IF(K3="CLS";2;"0"))

3. Tong s6 diém bang di€ém trung binh cia 03 moén va cong vdi di€m cong va

diém wu tién, (chi lay 2 s6 18).
Dung Average dé tinh trung binh, ding ham Round dé 1y 2 s6 1é.
= Round(diém trung binh + diém cong + diém wu tién), lay 2 s6 18)
Cong thuc 6 H3: =ROUND(AVERAGE(C3:E3)+F3+G3;2)
4. Dién cot két qua 1a "D3" néu co tong sb diém >= 7.5, nguoc lai "Truot"
Dung ham IF. Céng thic 6 13:  =IF(H3>=7,5;"Dd";"Truot")
5. Xép hang cho céc thi sinh

Dung ham Rank. Cong thirc 6 K3: =RANK(H3;$H$3:$H$12)

Bai 3. Hay nhap va trinh bay bang tinh nhu sau:
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A B | ¢ | b | E | F | 6 | H |

1 BAQ CAQ DOANH THU CAULACBO

2 | STT Wi CLB TénCLB |Tén MNdc| 38 CBV i3l vé Doanh th|LE1/5

3 1 IACI 80000

4 2 EwUI1 H0000

5 3 FF32 50000

B 4 SBAL 100000

7 5 SREL 20000

B 3] GMB2 70000

g 7 FBI2 40000
10|

1

12 | W& CLB TénCLB Jid Vé WE Mudc Tén Mutfc
13 MU Manchester-Unt | 10 USD I ¥
4] PS5 |Paris3C 121U38D 3 puUC
15| RE  |Real-Madrit 10 UsD ] TAY BAN NHA
16| BI |Benfica TUSD P BO BAC NHA
17| AC |AC-Milan 12030 F PHAP

18| BA |Barceloma 10150 E ANH

19 MB |(Bayem-Wunich | 10USD
Yéu cau:

1. Dya vao 02 ky tu gitta cia Ma CLB va bang phu dé dién vao cot Tén CLB.

2. Dua vao 01 ky ty dau ctia Ma CLB va bang phu dé dién vao cot Tén Nudc.

3. Néu ky tu cudi cia Ma CLB la 1 tirc 1a doi hang I, 2 tirc 1a do1 hang II. Dya
vao Ma CLB va bang phu dé diéu vao cot Gia vé, biét rang néu 1a doi hang nhi thi gia
dugc giam 5%, nguoc lai gid tang 5%.

4. Doanh thu bang S6 C6 dong vién (CPV) * Gia vé.

5. La Lai néu doi hang nhat c6 doanh thu >900.000, hang nhi doanh thu
>600.000. Nguoc lai thi Lo.

6. binh dang c0t doanh thu c¢6 don vi 1a USD ding sau s6.

Hudéng dén
1. Dwa vao 02 ky tu giita cia Ma CLB va bang phu dé dién vao cot Tén CLB.
Vi bang phu xép theo cot nén dung ham Vlookup véi su tham gia ctia ham MID

dé lay 02 ky tu giira.
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Cong thirc 6 C3: =VLOOKUP(MID(B3;2;2);$A$12:$C$19;2,0)

2. Dya vao 01 ky tu dau ctia M3 CLB va bang phu dé dién vao cot Tén Nude.
Tuong tu nhu cau 1 nhung ding ham Left dé 1y 01 ky tu bén trai.

Cong thire 6 D3: =VLOOKUP(LEFT(B3;1);$E$12:3F$18;2;0)

3. Néu ky tu cudi cia Ma CLB la 1 tirc 1a doi hang I, 2 tirc 1a do1 hang II. Dya
vao Mi CLB va bang phu dé diéu vao cot Gia vé, biét rang néu 1a doi hang nhi thi gia
dugc giam 5%, nguoc lai gid tang 5%.

Cong thuc 6 F3:
=IF(RIGHT(B3;1)="1";VLOOKUP(MID(B3;2;2);$A$13:$C$19:3;0)*1,05;
VLOOKUP(MID(B3;2;2);$A$13:$C$19;3;0)%0,95)

Néu (Rigth(cua B3, 1dy 1 ky tw) ma = 1, thi Vlookup(Mid(B3, 13y tir ky tu tht 2,
ldy 2 ky tu), Dia chi bang phu $dit gia tri tuyét d6i dé tién sao chép cho cic 6 bén
du6i$, 1y dong tht 3 vi cot gia & cot thir 3 trong bang phu) dugc bao nhiéu nhan véi
1.05 vi ting gia 5% theo d& bai, Nguoc lai, ...

4. Doanh thu: = S6 CPV * Gia vé.

Cong thuc 6 F3: =E3*F3

5. La Lai néu doi hang nhat c¢6 doanh thu >900.000, hang nhi doanh thu
>600.000. Nguoc lai thi Lo

Cong thtrc 6 H3: =IF(OR(AND(RIGHT(B3,1)="1",G3>900000),
AND(RIGHT(B3,1)="2",G3>600000)),"Lai","Ld")

— Diéu kién 1: Doi hang nhét va doanh thu > 900000

— Piéu kién 2: Doi hang nhi va doanh thu > 600000

— Dung ham OR dé lién két 2 diéu kién nay

— Dung ham IF dé 1ap luén, néu thoa mén diéu kién thi "Lai", nguoc lai thi

3"

6. Binh dang cot doanh thu c¢6 don vi 12 USD dung sau sb.

— Chon vung dir li¢u can dinh dang.

— Mo trinh don Format \ Cell \ (chon bang Number)
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— Chon muc Custom trong khung Category va nhadp vao khung Type dang
#,##0 [SUSD]

Bai 4. Hay nhap va trinh bay bang tinh nhu sau:

A B G D E F B H
. . . Pon | Sé luvng . |Thanh
Sttt |VId hang (Tén Hang| Hing SX . ) Thué
2 Gid | (lit) Tién
3 1 MATZA 15000
4 2 HO&WOD 4000
] 3 ME9EF 3500
5 4 DOOBR 2000
7 5 DO1ES 3000
a & DO0TH 2000
9 7 H9l5H 2500
10
M renHang| DY | Ty st Ma Hang| L7 e
11 |hdng déng/lit Sdn Xudt
12| X Hing 4500 3% EF British Petro
13| D Ddn 3500 3,50% E= Eszo
14| M Mhat 2200 2% =H Shell
15 CA Castrol
16 L] Wobil
Yéu céu:

1. Dua vao ky tu dau ctia Ma hang va bang phu dé dién vao cot Tén hang

2. Dua vao ban phu va 02 ky tu cudi cia Ma hang dé dién vao cot Hang san xuat,

néu "TN" thi dién 1a hang trong nudc.
3. Cot don gia 1ay trong bang phu

4. Thué: Hang trong nudc dugc mién thué, con lai thué tinh theo bang phu (S6

luong * don gia * thué)

5. Thanh tién = Pon gid * S6 lugng + thué

6. Tinh tong s lwong va gia tri Dau ctia hai hang British Pertro, va Esso
Hwéng din

1. Dua vao ky tu dau ctia Ma hang va bang phu dé dién vao cot Tén hang

Dung ham Left va ham Vlookup vi bang phu xép theo cot
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Cong thirc 6 C3: =VLOOKUP(LEFT(B3;1);3A$11:3D$14;2;0)

2. Dua vao bang phu va 02 ky tu cudi cia M3 hang dé dién vao cot Hing san

xut, néu "TN" thi dién 14 hang Trong nudc.

Tuong tu nhu cdu 1 nhung phai dit ham IF phia trude dé dién trudng hop "TN".

Cong thuc 6 D3:

=IF(RIGHT(B3;2)="TN";"Trong nuéc"; VLOOKUP(RIGHT(B3;2);$F$11:3G$16:2;0))

3. Cot don gia ldy trong bang phu
Dung ham Vlookup dé ldy don gia ¢ cot thir 3 trong bang phu
Cong thirc 6 E3: =VLOOKUP(LEFT(B3;1);$A$11:$D$14;3;0)

4. Thué: Hang trong nudc dugc mién thué, con lai thué tinh theo bang phu (S6

lugng * don gia * thué)

Tuong tu cdu 2, tinh gia tri thué gidng nhu cau 3 nhung ldy gia tri & cot thi 4.
Cong thuc 6 G3:
=IF(RIGHT(B3;2)="TN";0;E3*F3*VLOOKUP(LEFT(B3;1);$A$11:$D$14;4;0))

5. Thanh tién: = Pon gia * S6 lugng + thué
Cong thtc 6 H3: =(E3*F3)+G3

6. Tinh tong sb lwong va gid tri Dau cta hai hing British Pertro, va Esso
— Ban can chu ¥ diéu kién & cau ndy, c6 hai diém trai nguoc:

Gi4 tri Dau (AND) cua hang British Pertro hodc (OR) Esso

Tuc 1a gia tri Dau va cua hang British Pertro hoic Esso

— 02 diéu kién AND ban dit trén cung mdt dong, 02 diéu kién OR ban dit
trén cung mot cot.

— Do tiéu chuan khong phai 1a dang cong thirc, nén tiéu dé cua cot tiéu
chuan phai trung voi tiéu dé cua bang dir liéu, Thc 13 diéu kién "Dau"
phai c6 tiéu dé 1a "Tén hang", ...

Cha y: Khi tiéu chudn 13 dang cong thirc, thi tiéu dé cta cot tiéu chuan khong duoc

trung véi bat ky tiéu dé nao cua bang dir liéu
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Cong thtic 6 B19:

=DSUM(A2:H9;F2;E18:F20)

Cong thire 6 C19: =DSUM(A2:H9;H2;E18:F20)
Két qua
A B | C | D | E | F | G H
1 THONG KE NHAP NGUYEN LIEU 6 THANG BDAU 1AM
Stt | M4 hing | TénHing Hﬁ”‘gfﬁn Bidn Gia 56 Lutgng Thu&  |Thinh Tién
2 ¥t [[ddng/Lit) (lit)
3| 1 | N4TCA | Nhdt |Castrol 2200 15000 2450000 | 125460000
4| 2 | NOBMO | Nhdt  [Mobil 8200 4000 656000 33456000
5| 3 | Me9BP Nhdt |British Petro| 8200 3500 574000 29274000
E| 4 | DOOBP Ddun  |British Petro| 3500 2000 245000 7245000
7| 5 | DoiES Din  |Hsso 3500 3000 367500 10867500
5| & | DOOTN Dén  |Trong Mi8c | 3500 2000 0 7000000
9| 7 | ¥928H | Xang [Shell 4500 2500 337500 11587500
10
Wi | | BonGid e o TénHéng
11 |Hing TenHing dbngilit Thus Xudt Wa Hang S Yl
12| ¥ | Xing 4500 3% EP Britich Petro
13| D Dén 3500 3,50% ES Esso
14 N Mhét 2200 2% SH Shell
18 A Clastrol
16| WO Wobil
17
S& |idng | Thinh tién Tén Hing Hﬁn‘gfén
18 Hudt
19 5000 | 18112500 Dén  |British Petro
20 Eszo
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Bai 5. Hay nhap va trinh bay bang tinh nhu sau:

A E C | O | E | F | € |
1 TONG KET NHAP XUAT NONG SAN
2 Thing &/2006
3 S8 phigu | ME hing | Ténhing |[Mhdp/Xudt|S8 hugng |Bon gid |[Thinh tidn
4 M1 LO1 200
5 X1 C01 100
5 M2 C01 300
7 M3 EO1 200
A X2 LO1 150
g X3 C01 50
m| M4 LO1 300
11 NS C01 100
12| & LO1 100
13| X4 EO1 100
14
15 |3 Hing|TénHing| PdnGid
16| C01 Café 100
17| LO1 Lia 50
18| B0l Bip 30
19
20
Téng 88| Téng 88 | Téng S8
21| Tién |igdnMNhip| Tién Xust
22
Yéu chu:

thi Nhap, nguoc lai la Xuét.

1. Dua vao c6t M hang va bang phu dé dién va cot Tén hang

2. Dién vao cot Nhap/Xuét dura theo S6 phiéu, Néu ky tu dau cua S6 phiéu 1a N

3. Dua vao cot Ma hang va bang phu dé dién va cot Pon gia.

4. Thanh tién = S6 luong * Pon gia.

5. Pinh dang tién té cot dit liéu 1a "dong"

6. Tinh tong gia tri Thanh tién, Tong gia tri Nhap, va Tong gid tri Xuat
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Huéng dan

1. Cong thiurc 6 C4:

=VLOOKUP(B4;$A$16:$B$18;2;0)

2. Cong thire D4:  =IF(LEFT(A4;1)="N";"Nhap";"Xu4t")

3. Dung ham Vlookup nhung gié tri liy & bang phu 13 cot th 3.

Cong thirc 6 F4: =VLOOKUP(B4;$A$16:3C$18;3,0)

5. Dang tong quat 1a: 0[$dong]

6. Tinh tong gia tri Thanh tién, Tong gia tri Nhap, va Tong gid tri Xuat

Tinh tong gia tri Thanh tién: Cong thic 6 G4: =SUM(G4:G13)

Tong gia tri Nhap, va Toéng gia trj Xuat: vi diéu kién don gian, c6 ngay trong 6

dir liéu, nén dung ham SUMIF

Cong thuc 6 A22:

Cong thuc 6 B19:

=SUMIF(D4:D13;"Nh

ap";G4:G13)

=SUMIF(D4:D13;"Xuét";G4:G13)

Bai 6. Hay nhép va trinh bay bang tinh nhu sau:

-19 -

A | B | C | D | E | F | G | H
1 QUAN LY KHACH SAN OMNI
2 Bdng Gid Phong (USD)
3 Leai A B Z
4 | Gid Thug 1 Ngdy 300 100 70
5
Tén I R N s | Tién | TiénPhdi
i St Kb oh S8 Phiéng | Ngdy Eén | MNgdy Ei | Tign Thué Gidm | Trd (USD)
7 1 MNam ADL 010141999 | 10/01/1999
B 2 Hiing BO1 15/01/1999 | 15/01/1999
g 3 Ha AD2 2040141999 | 29/01/1999
10 4 Ha1i 02 15/01/1999 | 20/01/1999
11 5 Binh AD2 25/01/1999 | 3040141999
12 & Thanh BO2 10/01/1999 | 30/01/1999
13
14 |Téng 8 ngudi & trong ngdy 15
15 |88 tién thu dude tif ngd v
16 |01-01-1999 d€n 01- 15- 1999




Yéu cau:

1. Dya vao ky tu dau cia S6 phong va bang gia dé tinh cot Tién thué, biét ring
Thién thué = S6 ngay * gia

2. Néu khach & vao ngay 15 dugc giam gia trong ngay hom dé 50%

3. Tién phai tra = Tién thué - Tién giam

4. Tinh tong s6 nguoi ¢ trong ngay 15

5. Tinh tong s tién thu dugc tir dau thang dén ngay 15.
Huéng din

1. Dung ham Hlookup dé 14y gia thué phong va ldy ngay di trir ngdy dén dé c6
téng s ngay & khach san, tuy nhién néu ngay di ciing chinh 1 ngay dén thi phai tinh 1a

01 ngay, do d6 phai dung ham If dé loai trir truong hop nay.
Cong thuc 6 F7:
=IF(E7=D7;HLOOKUP(LEFT(C7;1);$C$3:$E$4;2;0);
(E7-D7)*HLOOKUP (LEFT (C7;1);$C$3:$E$4;2;0))

2. Lam thé nao dé biét duoc khach cé & vao ngiy 15? Néu ngay dén <= 15 va
ngay di >= 15 thi tit nhién c6 & trong ngdy 15, Dung ham Hlookup dé 1iy gia thué

phong va trir di 50% tién giam gia trong ngay.
Cong thuc 6 H7:
=IF(AND(DAY (D7)<=15;DAY(E7)>=15);
HLOOKUP(LEFT(C7;1);$C$3:$E$4;2;0)*50%:;0)
3. Tién phai tra = Tién thué - Tién giam
Cong thic 6 G4: =F7-G7

4. Néu c6 ¢ trong ngay 15 thi s€ c6 Tién giam, nén dya vao cdt Tién giam dé

dung ham Countif (diéu kién 1a khac 0) dé dém s6 nguoi & trong ngay 15.
Cong thuc 6 D14:  =COUNTIF(G7:G12;"<>0")

5. Nhitng ngudi c6 ngay di = ngay 15 hodc di trude ngdy 15 méi thanh toan tién,

do vay, ban s¢ dung di€u nay lam di€u kién cho ham Dsum.
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Coéng thire 6 D15:  =DSUM(A6:H12;H6;F15:F16)
Két qua.
A | B | C D | E | F | G H
1 QUAN LY KHACH SAN OMNI
2 Bing Gid Phéng (USD)
a Leoal A B i
4 | Gid Thué 1Ngdy | 300 100 70
g
- Tén S5 Phe Nedv B | Nedv B Tidn Thug Tién | TiénPhdi
: Khich | ~° 7 one | meay=en ) Haay RS Gidm | Ted USDY
7 1 Mam A0l | 01/01/1999 | 10/01/1999 2700 O 2,700
: 2 Hing BO1 15/01/1999 | 15/01/1999 100 | 50 50
g | 3 Ha AD2 | 2000141999 | 29/01/1999 2700 0O 2,700
o Hii 02 15/01/1999 | 20401/1599 350 | 35 315
1| s Binh AD2 | 25/01/1999 | 30/01/1999 1500 | 0O 1,500
12| 6 Thanh | BO2 10/01/1999 | 30/01/1999 2000 | 50 1,950
13
14 | Téng 58 nguthi & trong ngdy 15 3
15 |38 tién thu duide tif ngd y 1750 DAY
16 |01-01- 1999 dé€n 01- 15- 1999 =[DAY(ET)<=15}
Bai 7. Hay nhap va trinh bay bang tinh nhu sau
A B C D E F G H I |J | K
1 BANG PIEM HQC KY I
2 Mon: Toan
3 Lop: 10 A
4
5
6 Ngay Gioi Hésd1 Heso  He so Piém Xép
h A . 2
STT ~ Hovatén sinh  tinh ™ U 7T
7 M 15 1T | HK
8 ' 1 |LéVan Thanh 6/17/83 Nam |7 @ 9 7 8
9 2 |Hoang Quéc Tuin |5/4/83 Nam 8 | 10 9 9
10, 3 Nguyén ManhHa  9/12/83 Nam 5 6 7 6
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11 4 |LéThuNga 4/24/83 Nkt |9 7 8 9
12| 5 Pham Hong Van 1/12/83 Nt |8 | 9 6 8
13| 6 Nguyén ThuThiy |6/4/83 Nit 4 5 4 5
14 7 |Hoang Van Trang |9/12/83 N&t |9 | 7 10 8
15/ 8 |Vii Tudn Hing 6/20/83 Nam 9 8 7 8
16 9 Vii Thanh Hang 9/25/83 Nit |9 | 9 8 10
17 10 Lé Hang Nga 3/15/83 Nit |6 7 7 5
18 Tong két
19 Piém TB ca 16p
20 Diém TB cao nhét 16p
21 Piém TB thap nhét 16p
1. Tinh cac cot Piém TB béng trung binh cong cua (h¢ s6 1 + 2%hé sb 2 + 3*hé
s6 3)
3. Tinh cac cot Xép loai (XL):
0 Gioi néu diém TB 16n hon hoic bang 8.5.
0 Kha néu diém TB trong khoang tir 6.5 dén 8.5
0 TB néu diém TB trong khoang tir 5.0 dén 6.5
0 Kém néu diém TB nho hon 5.0
1. Xép TT (tht tu) theo diém TB tir cao xubng thap.
2. Tinh tiép phan tong két diém trong ca 16p ¢ cudi bang diém trong do:
o Diém TB ca 16p.
0 Piém TB cao nhit 16p.
0 Diém TB thap nhat 16p.
Huéng din
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1. Theo bang mau, diém TB cta hoc sinh Lé Vin Thanh, tai 6 I8 dugc tinh theo
cong thurc sau: = ROUND(E8+F8+2*G8+3*HS§)/7

2. Xép loai ctia hoc sinh nay tai 6 J8 dugc tinh thao cong thirc sau:
= [F(I8>=8.5," Giéi",IF(18>=6.5,"Kha", IF(I8>=5.0,"TB","Kém")))
3. Xép thtr tu ctia hoc sinh nay tai 6 K8 dugc tinh theo cong thurc sau
= RANK(IS,$1$8:51$17)
Tuong tu, co thé tinh cho céc hoc sinh con lai. Tuy nhién, dé tinh nhanh nhét hay
dung cach sao chép cong thurc.
4. Tinh tiép phan tong két diém trong ca 16p ¢ cubi bang diém theo mau dudi

day, trong do:

Diém TB ca 16p dugc tinh theo cong thirc =AVERAGE(HS8:H17)
Piém TB cao nhit 16p duoc tinh theo cong thirc =MAX(H8:H17)
Piém TB thap nhat 16p duogc tinh theo cong thire: ~ =MIN(HS8:H17)

Két qua.
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BANG DIEM HOC KI 1

Mén: Todn
Lép: 0 4

FrRAETAETE
STT Hep wi i Npdy sink | G2 finh AN TT BE Bige TB | XL Xip IT
1|2 Viz Thazh T knldd] Nem | 7| 9 7 a 7.7 |Kha 2
2[Hotng Qs Tuin 04 32y 83 Nam | & 10 3 3 2.0[Gibi 1
7|Fqnyin Mk Ha 5ep 83 Nam | 3| O 7 o &.1[1F E
a|L& Tho Nga 2Aprdd N S 5 3 & 4{Fha 3
5 |Fhym Hing Viz Tk dl N7 E o a 7 B{EDa 7
a|fynyin Tho Thoy 04 ke dd  NE I 4 3 40| Rk 10
7|Hetng Vin Tung 25epdd MR a7 10 5 & BGin 3
E[VE Tukn Hizg W kadd Nem | 3| & 7 a 7 0{Ka 5
3[VE Thanh Hing i depll  NR 3 3 5 10 2 |G ]
10[L2 Hing Nga 5 adards| N7 ol 7 7 5 &.0[1F 3
Iﬁﬁgkﬂ
Eidm TE ca ldp T4
Eifm TE cao mhdt [dp 0
Eifm TE thip rhét 4.4
|ép

5 BAITAP VE NHA

Bai 1. Hay nhdp va trinh bay bang tinh nhu sau. Tinh toan tuong tu nhu Bai 7 (bai

thuc hanh trén 16p). Trong khi tinh todn c6 st dung viéc sao chép cong thirc.

A B C D EF G | H 1 I K
! BANG DPIEM HOQC KY 1
2 Mon: Todn
3 Lép: 10 B
4
5
6 \orr I Ngdy Gidi He1 56 He2 56 He3 I ;

o vaten sinh | tinh g XL XépTT

7 M 15 1T | HK
g |1 Nguyén Van Anh 6/7/83 Nit 6 8 |7 7
9 | ViiHoa Binh 6/7/83 Nit 4 5 |5 4
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103 Hoang Manh Thang 7/6/83 Nam 8 9 10 |9

11'4 Nguyén Hoang Hai  8/1/83 Nam 7 8 |8 8
12'5  Pham Hong Van 7/3/83 Nit 9 9 8 9
1316 Hoang Thu Trang 6/5/83 I[N 9 |9 8 10
147  Pham Anh Tuén 5/18/83 Nam 5 (7 6 7
158 Tran Thanh Hai 5/8/83 Nam 9 8 10 |10
16 9 Nguyén Hoang Ha 6/7/83 |Nam |9 |9 8 10
17110 Nguyén Thanh Tung 6/15/83 Nam 8 |7 8 8
18 Téng két

19 Diém TB ca 16p

20 Diém TB cao nhét 16p

21 Diém TB thap nhét 16p

Bai 2. M¢ file méi, tao bang danh sach can bo 16p theo mau. Ghi vao dia véi tén
QLHS.XLS. Doi tén sheet hién thoi thanh DSCB.
Ho dém Tén Chtrc vu Loép
Nguyén Hoang |Ha Lo6p truong [ 10A
Pham Hoang Hai Lop truong [ 10B
Vii Hong Thing Lép truong 10C
Pham Thanh Tung  Loép truong 10D

Vii Thanh Thay Lépphé 10A
Tran Hong Ha Léppho  [10A
Vil Vin Thanh Lépphé 10B

Pham Tuén Hung Lépphé 10B
Vii Hong Thiay  Lopphé 10C
Tran Thanh Ha Lép phé  10C
Hoang Minh Thanh Lépphd (10D
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Dang Manh Hung Loppho 10D

Bai 3. Click hoat mot sheet moi, tao mot bang mdéi cé dang nhu sau

TUYEN SINH

Sbd | Hovatén | XéploaiTN | Toan | Van | Ngoaing® | Tdéngdiém | Tring tuyén

Lam tiép cac viéc sau:

0 Nhép vao danh sach tdi thiéu 10 thi sinh. Yéu cu nhép cac cot sau: Sbd
(s6 bao danh), Ho va tén, Xép loai TN (xép loai tot nghiép), Toan, Vin,
Ngoai ngtr.

o Cot Téng diém duoc tinh theo cong thuec:
Téng diém = Toan + Vian + Ngoai ngit + Uu tién

Biét rang diém wu tién = 1 néu xép loai t6t nghiép 1a gioi. Cac loai khac
khong dugc cong diém.

0 Cot Trang tuyén dugc dién 1a Co néu Tong diém 16n hon hoic béng 21.
Nguoc lai, dién 1a Khong.

0 Dai tén sheet hién thoi 1a TUYENSINH va ghi két qua vao dia.

Bai 4. Nhap s6 liéu diéu tra vé muc song va mirc tiéu thu ctia mot thanh phd theo dang
bang sau va luu vao CSDL ¢6 tén DIEUTRA:

Chi phi binh | Chi phi binh

Thu nhap A A x Al e Chi phi binh
‘A . A quan vé an quan di xem g
Ho va tén binh quan X A A quan di xem
thang uong trong ngh¢ thuat phim
mot thang san khau
(D) 2) 3) (4) (6]
Nguyén Vin A
Tran Thi B
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Sau do thue hién cac thao tac:

1. Tinh trung binh cac cot 2-5

2. Tinh d0 léch chuén cac cot2-5

3. Tinh hé s6 twong quan gitra cac cot 2-5

4. Xay dung phuong trinh hdi qui tuyén tinh giita cot 2 va ting cot 3.,4,5.

Bai 5. Nguoi ta du dinh xay dung mot du an dau tu véi s6 von ban dau 1000000USD
va du kién s& dau tu tiép 5 nam ké tir ndm tht nhit mdi nadm 100000USD. Dy 4n sé&
duogc dua vao khai thac tir nam thr 4 va du kién mdi nam thu vé sb tién 1di 50000USD.

Hay xac dinh sau bao nhi€u nam thi du an hoan von? Gia st ty 1€ sut gid 1a 10%.
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BAI THU'C HANH SO 4 (3 tiét)

Chén hinh anh va bi€u d6 vao bang tinh

1 NOI DUNG THUC HANH

%+ Chén hinh vao bang tinh
O Sao chép hinh tir 1 chuong trinh khac
0 Chen tu Clip Art
0 Chen tu 1 t€p hinh

+«* V¢ va hiéu chinh hinh v§
0 Céc thao tac v6i hinh v&: v&, diéu chinh hinh v&,...

* Tao bicu do
0 Nam dugc cac phan tir co ban cia biéu do.
0 Céch tao biéu dd ngﬁm dinh, cich tao d6 thji nho Chart Wizarrd

Diéu chinh biéu do

O/
0.0

0 Cac thao tac chung véi toan bo biéu do, chinh stra biéu do.
0 B0 sung, x04, chon lai cac thong s6 cho cac phan tir cia biéu do

» Thao tac in an

L)

0 Nam dugc céc cong viée ve€ in an, cach dinh dang trang in

0 Thao tac in dir liéu
2 TOM TATLY THUYET

2.1 Chén hinh vao bang tinh

A B C D
2.1.1 Chén hinh tir mgt chwong trinh ; M hang [Ten hing ID“ gl “'f" L
khac 3 F [Sé 3000 5500
‘. 4| A
Excel cho phép chén mdt 61 tuong tir b 5 o e i
nhd tam (clipboard) vao bang tinh bang phuong 6 X i
7
phap Copy-Paste. q ST | R
9 1 ]
10 2
1 9 TR T
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Ttr mdt chuong trinh khac trén Windows, hiy sao chép ddi twong mudn chén vao
clipboard (Edit\Copy, Ctrl+C), sau d6 chuyén ctra s6 lam viéc vé Excel va chon
Edit\Paste (Ctrl+V).

2.1.2 Chen Clip Art

B1: Chon Insert\ Picture\ Clip Art. Néu may di duogc cai Clip Art thi ctra sb
Microsoft Clip Gallery sé& hién thi.

B2: Chon bang Clip Art. Danh muc cic nhém (Categories) Clip Art hién thi bén
khung trai, cac hinh trong nhém hién thi bén khung phai.

B3: Chon hinh muén chén va click nat Insert, sau khi chon xong click Close dé
dong hop thoai.
2.1.3 Chén mgt tép hinh

Chon Insert\Picture\ From file. Hop thoai Insert Picture s€ hién thi, chon ngan
xép chira tén tép trong khung Look in, chon tép va click nut Insert dé chén vao bang
tinh.

2.2 Cac cong cu vé hinh cua Excel

Cac cong cu v& hinh cua Excel cling N Loy Don gid moi thing

tuong tu nhu ciia Word. Click biéu twong

muon v¢ trén thanh vé (Drawing), sau do dua

tré chudt dén vi tri mudn vé va click & drap dé
v&, néu khong thay thanh vé hiy 1am hién thi

bang cach chon View\ Toolbars\ Drawing.

Céc biéu tugng vé hinh trén thanh

10 2 | 10-02-97

Drawing: V& duong thang, v& hinh chit nhat, LD DiY ‘( Sheett isheetﬂ,{ Sheet1 [ Sh

v¢€ hinh oval, Wordart, AutoShapes (cac dinh dang tu dong bao g@)m: Callouts, Start
and Banners, Flowchart, Block Arrows, Basic shapes).
2.3 Hiéu chinh cac hinh vé

Can click chon ddi twong mudn hiéu chinh (hinh dugc chon s& hién thi nat hiéu

chinh Click ¢& & cac goc), sau d6 tién hanh hiéu chinh:

-29.



Click ¢&: Pua tro chudt dén mot trong cac nuat chinh Click ¢& ¢ cac goc, click &

drap dé thay d6i Click c4.

Di chuyén: Click & drag trén dbi tuong A | B | ¢ | D

dé di chuyén dén vi tri khac.

Hi¢u chinh dwdong cong: i véicic 3|
hinh dinh dang tu dong (AutoShapes) va
Wordart click & drag tai ntt hi¢u chinh duong

cong.

Cic biéu twong hiéu chinh trén thanh

— |

v&: Xoay hinh, chon dang duong ké, hiéu ung

mtl:umtﬁnnl Cac nit hign I

hinh bong, hi¢u trng hinh n61, chon mau duong vién, chon mau nén.

Trong bang mau chon mau nén, click muc More fill color dé c6 thém lya chon,

hodc click muc Fill Effects dé hiéu chinh dang mau khac.
2.4 Gi&i thiéu vé biéu do
2.4.1 Biéu dé (Chart)

Biéu do6 1a sy bi€u dién cac con so, dir li¢u bang hinh dnh dé nguoi1 doc nam bat

[knigruienj B | C | D
Doanh thu trong nim

Qdil | Qaill | Qdilll | Qailv
150 | 110 | 250 | 160

| -:uanh thu trong n4m

duogc cac thong tin mot cach truc quan.

2.4.2 Khébi dit liéu

A | (D

Dé tao dugc dd thi can phai co it nhat 2 6

dir liéu s6 khac nhau. Thong thuong dong ﬂ
hodc cot dix liéu s6 sé di kém véi mot dong ﬂ
hoic cot dir liéu chudi, cac 6 chudi nay duogc 1 Tr]"”“
P U , o 1:a X 9 |
goi la tiéu dé cua nhom dir li€u so6 (Category _IJ
label). J 501
12 0
2.43 CAc thanh phén caa biéudd 13 il Quil Qarlll Qi IV
‘ o 14| |DSdes) Q“l
Chart title: Tiéu dé cua biéu do. 15
. 116 Category label
X title: Tiéu dé truc X. 17| [Legend]

s |
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Y title: Tiéu dé truc Y.

Chart Wizard - il b
Category label: Tiéu dé dit liéu sd. Standard Types |T'fpﬁ ]
Data Series: Puong biéu dién cua biéu i‘mtm:
do. = Bar

|2 Line
Legend: Day dit li¢u so sanh. Q@ P

| %Y (Scatter)
2.4.4 Cac loai biéu dd [\ Area

@ Doughrit
Columns: Cot. iy Radar

| Surface
Bar: Thanh ngang. ®: Bubble

it Stock
Line: Duong ké.
Pie: Hinh miéng banh (ré quat)

Cancel B hext > Einish

2.5 Cac bwéc tao biéu do
Thong thuong dé tao mot biéu d6 can thyuc hién:
B1: Chon khdi dit liéu mudn tao biéu dd hoic di chuyén 6 chon dén vung nay.

B2: Click biéu tuong Chart Wizard trén thanh cong cu hodc chon trinh don
Insert\ Chart.

B3: Trong hop thoai Chart Wizard — Step 1 of 4, chon loai biéu do trong khung
Chart type, chon dang biéu dd trong khung Chart sub-type. Sau khi chon xong click

nut Next.

B4: Trong hop thoai Chart Wizard — Step 2 of 4, biéu d6 mau di duoc tao, néu
khong ddng ¥ voi cac thong sb trong biéu d6 d6 co thé dinh lai ving dir liéu trong
khung Data range, chon dang biéu do theo dong (Row) hoic theo cot (Column) & muc
Series in. Sau d6 chon Next.

B5: Trong hop thoai Chart Wizard — Step 3 of 4, nhap tiéu dé cho biéu do trng
khung Chart title va céc tiéu dé khac. Sau d6 chon Next.

B6: Trong hdp thoai Chart Wizard — Step 4 of 4, chon vi tri dat biéu dd, As new
sheet (& bang tinh méi), As object in (& bang tinh hién hanh). Chon Finish dé két thuc.
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2.6 Hiéu chinh biéu doé

Muén hiéu chinh lai ddi tuong nao trong biéu do, hay click chon ddi tuong do.

Di chuyén: Click & drag d6i tugng.

D@ 8RY

Series "DT(Tridu)" j

Thay d6i Click ¢&: Sau khi
click chon, dua tré chudt dén mot
trong cac goc cua di tuong, click

& drag dé thay doi.

Pinh dang kiéu chir va mau
nén: Sau khi chon mét di tuong
hodc ca biéu dd, chon Format\
Selected... (hoac double click trén
doi tugng).

e Chon bang Font trong hdp
thoai Format dé dinh dang
kiéu chi.

e Chon bang Patterns trong
hop thoai Format dé dinh

dang mau nén.

¥ Efg]&_-:.g|nvn¥

@

= =5ERIES(Sheet131§A%3 She

A B C D E

1 Doanh thu trong nim

2 Qbi | Qdil | Qdill | Qailll | QdilV

3 DT(Triewd 150 [ 110 | 250 160 |

. . 4

5 Doanh thu trong n'm

3

7 2501

B ”

9

- b DT(TriOu)|
Qai Qo Q6 Q61 ® - '

12 o

13 Flot Area | B

14 Qoi

15

M 4/ b ¥ { Sheets [ Sheetd [ Sheetil ) Sheet13 / Sheet12 [ s

Xéa: Co thé right click trén ddi tuong va chon Clear, hoac chon ddi tuong va go

phim Delete,...

e (6 thé chon méau cho d6i tugng & bang mau trén thanh vé.

2.7 Xem trwée khiin

Pé xem trudce khi in click biéu tuong Print Review trén thanh cong cu hodc chon

trinh don File\ Print Review.

Trong trang in cta bang tinh Excel thong thudng c6 nhitng thanh phan chinh sau:

Header: Tiéu dé dau mdi trang in.

Footer: Tiéu dé cudi trang in.

Title: Tiéu dé cia bang tinh Excel.
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Top Margin: Khoang cach tir 18 trén

trang gidy dén noi dung.

Bottom margin: Khoang cach tir 1&

duéi trang gidy dén noi dung.

Right Margin: Khoang cach tir 1&

EEEEEE
13131

phai trang gidy dén noi dung.

BE s e - -

Left Margin: Khoang cach tir 1& trai

LA N
:_PPP:_PP
o T3 5823

trang gidy dén ndi dung.

Header Margin: Khoang cach tir 1&

...[.‘..I.l..;.;..;.;.;.;...'..;.;
111111111

trén dén ndi dung Header.

Footer Margin: Khoang cach tir 18

dudi dén ndi dung Footer

Muon phong 16n vi tri nao click tai vi

tri d6. Click nut Close dé thoat.

2.8 Chon khé giay in

Pinh dang trang in: Khi muén Page Setup 21
thay d6i lai kho gidy trang in. ':P:aE":’l Margins | Header Footer ] Sheet |
Orientation —
Thuc hién: j Print...
Al Geomat Al Clndseont o prey
M¢ trinh don File\ Page setup. ilidtiotin 4
Trong hop thoai Page setup chon céac AT _Sptors..._

(% adjust to: |!EIEI 3‘ % normal size

Cftto: [1 =] pace(shwideby [1 =] tal

bang sau dé dinh dang trang in.

2.8.1 Bing Page: Dé thay

doi kieéu in hay kho giay in. Paper size: |n1 210 % 297 i j

Trong Orientation dé thay d6i | Prink quality: |6III dpi j

kiéu in: chon Potrait dé dinh dang
First page number:  |Auto

kiéu in dtmg, Landscape dé dinh

dang kiéu in ngang. oK Cancel
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Pé thay doi kho gidy in hay Click thudc cta gidy can in, chon kho gidy can thay

ddi trong khung Page size.

2.8.2 Bang Margin: Dé canh 1@ gidy in.

Dé thay d6i 18 in tir bién gidy  [Rriiay HE
dén nodi dung (bang tinh) can in. Page ﬁﬁ:l HeaderfFooter | shest |
Chon lai khoang cach can thay doi Top: Header: Prink..,
(don vi tinh inch, 1 inch = 2,5 cm) s &3 & T
trong khung: Options...

%
g

Top, Bottom: Dinh khoédng :
19 3 |

cach tir bién gidy phia trén, hodc phia

dudi dén ndi dung 1in.

Left, Right: Dinh khodng cach Bottom: Footer:

tir bién gidy bén tréi, hay bén phai s = s 3

dén nodi dung in.

Header: Dinh khoang céch tu

bién giay dén ndi dung tiéu dé dau

t Header).
rang (Header) Page Setup k1 E3

Footer: Dinh khoang céach tur Page | Margi rﬁﬁf@l Sheet I

bién gidy dén ndi dung tiéu dé cudi

trang (Header). Darh Sch Tuyén Sirh mp_f:em_

Center on page dé dinh no1 Header: .
dung in nam giira trang theo chiéu [Darh 5 ch Tuyn 5o - Qpkions...
ngang (Horizontally) hay chiéu doc Custom Header. . Custom Focter.. |
(Vertically). _—

|_Tranc_| ] j

2.8.3 Bang Header/Footer:

Dé tao tiéu dé dau va cuoi
Trang 1

cho mbi trang in.

Trong Header va Footer déu

chira mdt so ti€u dé chuan. Néu
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khong mudn tao tidu dé trang c6 thé chon muc (none) trong khung Header va Footer.

Néu mudn tao tiéu dé trang theo y muén, Click chon Custom Header hoic
Custom Footer. Trong hop thoai Header (Footer) ta ¢ thé trinh bay ndi dung bang
chudi ky tu hay chén cac ky hiéu vao cac khung bén trai, bén phai hay & giita cua

Header hoac Footer.

Page Setup

preri s

Page |I'-1-ur|:ns (HeaderjFooter || sheet |
| Dinh 56 trang |

Heades

To Farmat bext: select the bext, the 2
Toinsert a page number, date, time, fildgame ame:
in the edit box, then choose the approphate button

EgE)— A| 86 B]0| 8] Dl (Ermm

D.

-

Z)E o |
i

Dan

Cu
R; Left section: Center section: Right section:
fier [Trung Tém &[Date]  (FiDanh Séch Tuyénld Trang&[Page]~
Sinh 5 e
. Illl W
——| Noi dung tieu dé Ngi dung tién dé
_trinh bay ben trdi trinh bay & gita

2.8.4 Bing Sheet: Pinh dang ving in va tiéu dé bang tinh.
Print area: d¢ xac dinh dia chi ving can in trong bang tinh.

Néu mudn giir lai tiéu dé cta ndi dung bang tinh cho mdi trang in, khi d6 can xac
dinh dia chi dong hay c6t can in lai trong khung Row to repeat at top (dong can lip lai

& dau mdi trang) hay trong khung Column to repeat at left.
Trong muc Print néu danh dau céc lua chon:
Grid line: In ndi dung bang tinh c6 ké khung.
Row and column heading: C6 in tén c{t va dong cua bang tinh.
Black and white: Chi in tring den.

Draft quality: Ché do in lot.
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Sau cung Click Ok dé hoan tat dinh dang trang in hodc c6 thé click Print dé thuc

hién in.
2.9 In bang tinh

2.9.1 Thuc hién in 4n

Chon File\ Print... Trong

hop thoai Print, chon loai may Prinker
in trong khung name. Napei [P LaseeteL P [ M
Stakus: Idle

Trong Print range, chon Type: HP LaserJet 6L PCL

All & in cac trang hodc chon Where: — {uynhihes!
2. Comment: [™ Print tafile
Paga(s) dé in tur trang (From)
dén trang (to) it =
¢n trang (to).
: H I (W=
Trong Print what, dé in Pagels) Erom: o

PO \ ). ~Prink what
t Ay phai d @ ﬂ W Colat
mot vung (vung nay phai dugc ( Saacin ¢ Enire al
chon) chon selection hoac chon & Active sheet(s)

Active sheet(s) dé in trén bang '
_ Preview | Ok Cancel
tinh (sheet) hién hanh.

Trong Copy, chon s trang can in trong khung Number of copies.

Sau cung Click Ok dé thuc hién in 4n.

3 TO CHUC THUC HANH

Gido vién can giang 1y thuyét lién quan nhu ndi dung tom tat 1y thuyét, c6 minh
hoa trong céc thao tac. Chon bai thuc hanh tai 16p cta gido trinh huéng dan cho sinh
vién thuc hién.
4 BAI THUC HANH TREN LOP
Yéu cau.

1. Tao biéu d6 ngém dinh theo mot budc

2. Cach tao d6 thi nhd Chart Wizarrd

3. Thay d6i kich thudc biéu do
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4. Di chuyén biéu db
5. Sao chép biéu dd

6. Xo4 biéu dd

7. Tinh chinh biéu dd

8. B0 sung, x04, chon lai cac thong so cho cac phan tir cia biéu do

9. Céc cong viéc in.

Huéng din

1. Tao biéu dd ngﬁm dinh theo mot budc

Kiéu biéu d6 ngam dinh ciia Microsoft Microsoft Excel 13 biéu d6 cot. Co hai

cach tao bi€u do ngam dinh.

Cach 1:

B1: Chon dit liéu mudn biéu dién thanh d6 thi.

B2: Nhéan F11. Dit liéu s& duoc biéu dién dudi dang biéu dd cot va nam trong

mot sheet riéng biét co tén ngﬁm dinh 1a Chart n (n=1, 2, 3, ...).

Vi du: Gia st ta c6 danh sach dir liéu biéu dién ti 1¢ hoc sinh gioi, kha, trung binh, kém

nhu sau:
~__ Lop
Xép loai 10A 10B 10C 10D
Gidi 30% 20% 24% 19%
Kha 50% 55% 60% 58%
TB 20% 25% 14% 21%
Kém 0% 0% 2% 2%

D¢ so sanh ti I¢ x&p loai hoc sinh

gitra cac 16p, chung ta chon vung dix

lidu trén va nhan phim F11. Két qua co

dang nhu sau:

ol vd M=
B

Lilx|

4[4 [0 (M} Chart1 § Sheetl £ SheetZ £ Sheetd f

|«
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Cach 2:

~ 1°A X R X N Customize HE
Chon dir liéu muodn biéu dién thanh
. e . Toolbars  Commands | Cptions |
d6 thl Clle nl:lt DefaUIt Chart |.|.|.I.|. D6 thl Cateqorizs: Commands:
}-‘iew ; = ,‘ 3-D Pyramid Chart =l
tao ra s€ dugc nhung trong bang tinh chira Format iy Roadar Chart
d~ 1 A anﬁf Lﬁ;ﬁ_ VolumefHigh-Low-Close Chart
u ligu. \I;)\:igi?nw and Help @ Doughnut Chart
; : fiix Default Chart J
Trong truong hop khong nhin thay i, Chart Wizard e
, N ~ N Selected command:
nut nay, hay lam nhu sau. Description | Modify Selection ~ |
B1: Thuc hién Tools / Customize.
Xuét hién hop hoi thoai, kich chudt vao 2

muc Commandes.
B2: Trong hop Categories kich chon Charting.

B3: Dung chudt kéo 1€nh Default Chart tha vao mot vi tri bét ki trén thanh cong

cu chuan (Standard toolbar).

Vi du: Sau khi di cai duoc nut Default Chart trén thanh cong cu chuan, chon

vung dir li¢u noi trén va kich vao nut nay, két qua c6 dang:

A, B . ¢ | D | E
Lép

1 Xé&p loai 104 10B 10C 0D |
2 |Gidi 30% 20% 24, 19%
3 |Kha S0% 55%, 50% 58%
4 |TB 20% 25%, 14% 21%
5 |Kém | 0% 0% 2% 2%)]
5 " " "
7 70%
g B0%
? g0, O Giai
=l 40% - mkh,
7 m 30% OTE |«
= 20% 1 O KBm
12 10% -
13 0% - . . .
14 104 10B  10C 10D
15 || || ||

2. Céch tao db thj nho Chart Wizarrd

Chart Wizard 1a céng cu hudéng dan ching ta tao d6 thi ting budc qua cic hop

hoi thoai. Cac budc tao do thi duoc tién hanh nhu sau:
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B1: Chon cac 6 chira cac dir liéu mudn xuat hién trén biéu do. Cac dir li€u nay co
thé nam canh nhau hoac ndm cach nhau. Néu mudn cac nhan cot va nhan hang xuat

hién trong biéu d6 hay chon ca chung.

Vi du: Dé so sanh ti 18 xép loai hoic sinh ctia cac 16p 10A, va 10D, chung ta hiy

chon cac cot thr nhat, thit hai va thtr nam trong bang dir 1iéu nodi trén béng cach gitr

phim CRTL va chon cac c6t noi trén. Xem hinh v€ sau:

Lap  lipa 10F 1nc 10D
Hep load
et % 0% AT 9%
KhE 0% 557 L 5T
TF L 53 9% 51%
Kem 0% 0% o o

B2: Click nat Chart Wizard il
. Xuit hién hop hoi thoai Chart

Wizard - Step 1 of 4 - Chart Types. | hattype Chart sub-type:
[l Column =] \/¥ —
~ A . hY /4 4 Bar
Hop hoi thoai nay cho phép ching Lm W AN Iy
2 X . \ @ Fie
ta chon kiéu do thi (Chart type) va s scatten] e
mot kiéu do thi con (Chart sub - 5™ VAN Iha
o x| by Reder ——
type) cia nd6. Muon xem trudc mau & surface — @
\ . - , . , ®s Bubble
do thi s€ duoc tao, hay kich vao nat = |y stk s

Press and hold to view sample.
Trong vi du nay, ching ta s€
chon kiéu Line va mot kiéu biéu do

con cua no nhu hinh vé sau:

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types | Cuskann Types I

alue.

Line with markers displayed at each data

| Press and hold ta view sample

2

Cancel |

< Back | Mexk = |

Finish |

B3: Kich vao nit Next, xuat hién tiép hop hoi thoai Chart Wizard - Step 2 of 4 -

Chart Source Data sau:

Trong hop hoi thoai nay cho phép chon lai vung dit li¢u trong hop Data range

(n€u can thi€t). Néu chon Rows, chudi dir li¢u s€ dugc so sanh theo hang. Néu chon

Columns, chuoi dir li€u s€ dugc so sanh theo cot.

Trong vi du ciia chiing ta, hdy giir nguyén cac thong sé nhu hop hdi thoai.
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B4: Kich vao nat Next, xuét

Chart Wizard - Step 2 of 4 - Chart Source Data

hlél’l tlép h6p hél thoal Chart Wizard Data Range | Series |
- Step 3 of 4 — Char o
603
AN
. ~ N s0x
e Options. Trong hop hoi AN
- : a0x M/,/ 7oA
thoai nay cho phép ch T —
0al nay cho phep chon - S N
/4 A} 4 10%
cac tuy chon khac nhau cho o . . g
.2 A .. . Gidi Kh, TE KEim
biéu do. Trong bai nay,
ching ta chi quan tam téi1 PEEYEUREIN[ o=t 1 1547 14645, Sheet 1 1SES115ESS
céc thong so trong muc seriesini (" Rows
& Calumins
Titles.
o Chart title: cho phép go
nhan chung cua biéu do.
° S
Categ ery (‘X) aXIS. Chart Wizard - Step 3 of 4 - Chart Options
ChO phép g(~) nhﬁn Cﬁa Titles | Axes I Gridlines I Legend I Data Labels | Data Table
Chart title:
tl‘uc X. |Xep loai hoc sinh 104 wa 10D Xep loai hoc sinh 104 va 10D
Category (%) axis: TO%
° is: Lo van b 0%
Value (Y) axis: cho I| o:n)van oa o %\\
; o - ) Yalue () axis: o A Ty
phép g0 nhan cua truc [Tiel E s
Second categary (3) axis: a0 o AN
10%
y. | " Sy
, Second walue (¥) axis: Gl Kh, TE KEm
Xem két qua & hinh mau |
ben phal Cua dO thl @l Cancel | < Back | Mext = I Finish

Trong vi du ctua chung ta,

hay gb theo hudng din trén hop hoi thoai (c6 thé gd tiéng Viét c6 diu trong hop nay,

nhung chiing ta s& khong nhin thay dau tiéng Viét trong hop hoi thoai. Tiéng Viét chi

hién thi dGng ¢ ngoai dd thi sau khi chung ta dinh dang lai font tiéng Viét cho chung).

B5: Kich vao nit Next, xuat hién tiép hop hoi thoai Chart Wizard - Step 4 of 4 -

Chart Location. Trong hop hoi thoai nay cho phép chon vi tri dit biéu do.

o As new sheet: dit biéu do & sheet riéng voi tén ngém dinh do Excel dat

(Chartl, Chart2, ...) hoac ching ta tu g0 lai t€n mo1 trong hop nay.

o As object in: dat biéu dd trong sheet hién tho1, hoac mot sheet khac do chiing

ta chon bang cach kich chudt vao mili tén bén phai hdp nay va chon tén sheet
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dich.

Trong vi du cta chiing ta, giit nguyén cac thong sé trong hop hoi thoai.

Chart Wizard - Step 4 of 4 - Chart Location

lace chart:

|_|_I_ s new sheet: |Chart2

e B

Hal B © fscbioctin:  EREEcn e -
EI Cancel | < Back | Mexk = | Finish I

B6: Click nat Finish.

Két qua c6 dang nhu sau:

A | B | ¢ | b [ E ]
Lép

1 |Xép loai 104 10B 100 10D
Z_Gi?}i A0% 205 247 19%
3 |Kha S0% 55% 50% 58%
4 |TB 0% 25% 4%  21%
5 |Kém 0% 0% 2% 2%
B ] L L_|
7 Xep loai hoc sinh 10A va 10D
8 |
5 80%
10 2 Egjf A —— 104
1] i = \ = 10D
12 0% : : :
13 Gidgi  Kh, TB KBm
4 Loai van hoa
15 - » u

3. Thay dbi kich thudc biéu d6
B1: Kich hoat biéu d6 cho xuat hién 8 nut den.

B2: Dit tré chudt vao mot trong cac nat den do6 va ré chudt dé diéu chinh kich

thuée.
4. Di chuyén biéu d6
B1: Kich hoat biéu dd cho xuat hién 8 nut den.

B2: bat tré chudt vao bi€u do sao cho c6 dang miii tén 6 , ré chudt dé chuyén
biéu do to1 vi tri mai.
5. Sao chép bi¢u do

B1: Kich hoat biéu dd cho xuét hién 8 nit den.
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B2: Dit tro chudt vao biéu d6 sao cho co dang mili tén 6 , giit phim CTRL va ré
chudt dé sao chép biéu d6 & vi tri m&i.
6. Xod biéu do

B1: Kich hoat biéu d6 cho xuét hién 8 nut den.

B2: Nhén phim DELETE.
7. Tinh chinh biéu d6

Ta c6 thé chon lai kiéu cua biéu dd hodc diéu chinh tirng bd phan cua biéu dd
bﬁng cach sau:

e Kich hoat biéu dd can diéu chinh sao cho xuét hién thanh cong cu Chart nhu

sau. Trong trudng hop khong xuat hién thanh céng cu nay thi thuc hién View

/ Toolbars / Chart).
Chart X
| Category Axis - l‘vlﬁlglﬁ|% %Y
1 2 3 4 5 & T 2

e St dung cac nut sau trén thanh cong cu Chart:
1 - Chart Object: cho phép chon cac phan tir can diéu chinh cta biéu db.

2 - Format ... : hién hop hoi thoai dinh dang tuong tng voi phﬁn to vra duoc

chon va cho phép chon céc thong sb dinh dang khac nhau.
3 - Chart type: cho phép chon cac biéu d6 khac nhau.
4 - Legend: 4n hodc hién phan chu giai.
5 - Data table: an hoic hién bang dir liéu.
6 - By Row: so sanh theo hang dir liéu.
7 - By Column: so sanh theo c6t dir liu.
8 - Angle Text Downward: quay chit theo chiéu kim dong h.
9 - Angle Text Upward: quay chit ngugc chiéu kim dong ho.

Vi du, gia sir cac nhan trén truc X khong hién theo phong chir tiéng Viét, hay lam

nhu sau:
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- Trong hop Chart Object chon Categery Axis. Click nat Format ... xuat hién hop

hoi thoai Format Axis, chon muc Font va chon phong chir .VrArial va kich OK.
8. Bo sung, xo4, chon lai cac thong sb cho cac phﬁn ttr ctia biéu dd

B1: Kich hoat biéu db.

B2: Click nut Chart Wizard, xuit hién hop hoi thoai Chart Wizard - Step 1 of 4 -
Chart Type. Lam twong ty nhu muc 1 v6i cac théng sb mai.

B3: Click nat Finish dé két thtc viéc chinh stra.

Vi du: Pé so sanh ti 1é xép loai hoc sinh cua ca 4 16p 10A, 10B, 10C, 10D dya
trén biéu do cii hiy 1am nhu sau:

B1: Kich hoat biéu do.

B2: Click nat Chart Wizard, XUt hién hdp hoéi thoai Chart Wizard - Step 1 of 4 -

Chart Type. Dudi hop category kich chon Cylinder va kich chon méu cubi cung trong
hop Chart sub -type.

B3: Click nit Next, kich vao miii tén do bén phai hdp Data Range, chon lai toan
bd vung dit liéu can v& biéu do.

B4: Click nut Next, vao lai cic thong s sau cho hop hoi thoai

o Chart Title: Xep loai van hoa khoi 10

o Category (x) axis:

Loai van hoa ¥ep loai hoc sinh khoi 10
o Series (Y) axis: o
Lop
o Value (Z) axis: Ti 40% 1
2 [=RTIE
le = A0 mi0E
e o1oc
. , ' o100
B5: Click nat Next,
103 100
1ac
chon As new sheet. - Lop
Giai
. 4 o Kha TE -
B6: Click nut Finish Kom

Loai van hoa

dé két thuc viéc chinh stra.

Két qua c6 dang nhu hinh bén.
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9. Cac cong viéc in an
Cong vi¢c chuan bi in an bang tinh bao gom cac phan viéc dugc thuc hi¢n tir [énh

File/Page Setup.
Trong hop hoi thoai Page Setup ta co thé thuc hién cac cong viéc sau:
Vao cac thong s6 in bao gdm 4 loai thong so:
1. Page: Céc thong s trang gidy in.
2. Margins: Céc thong sb 18 trang in.
3. Header/Footer: Tiéu dé trang in (néu can thiét).
4. Sheet: Cac thong s6 vé dir liéu can in trén bang tinh.
Nt Print Preview dung dé kiém tra trude khi in chinh thic ra gidy in.
Nt Print dung dé ra 1énh in.
Nut Option ding dé dit lai cac thong sé may in.
Nt OK dong cira s6 Page Setup.
Céc thong s6 in s& duge mé ta cu thé dudi day.

1. Page
Page Setup HE

e Orientation: hudng in.
Fage |Margins | Header [Footer | sheet |

e Scaling: ty 1€ in. C6 hai lva Orientation prit... |
Chon: & Porbai " Landscaps Print Presview |

Scaling Qptions...

— Adjust to: ty 1¢ in so voi1 & agpttor [107 oo rormalsie

dang chuan. Chetor 1 = pacelswidety [1 ] tal

— Fit to: dan/nén vung in

Paper size:
trong s0 trang dugc chi - pintquaity: [r00 i =l
ra bé’l CéC thﬁng 56 Vé First page number: I.\?\uto
chiéu rong (wide) va o
) oK Caneel

chiéu dai (tall).
e Paper Size: kich thuéc gidy in.

e Print Quality: chat luong in.
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e First Page Number: s trang bat dau can danh so.
2. Margins
Céc thong sb 18 Top, Bottom, Left, Right: 18 trén, dudi, trai, phai.
From Edge/Header, Footer: khoang cach tir mép trang gidy dén tiéu dé trang.
Center on Page: in vio giita trang theo chiéu: Horizontally (ngang), Vertically

(doc).

Page Setup HE

Top: Header: Print. .. |
= s =H
Prink Presiew |
Cptions. .,
Left; Right:
0.75 = 075 =
Bokkam: Footer:
= fs 3

Center on page

™ Horizankally ™ Vertically

Ok I Cancel

3. Header/Footer
Céc thong sb vé tiéu dé duoc dua vao ty dong hodc bang tay khi nhan cac nut

Customize Header hoac Customize Footer.
Left section, Center section, Right section: vi tri trinh bay tiéu dé trong trang.

Céc nit phia trén dung dé: trinh bay font chir, chén s trang, tong s trang, ngdy

gid hé thong.
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Header EHE |

To Format bexk: select the kext, then choose the Fonk butkon,
. . ) o . . . 0.4
Toinsett a page number, date, time, filename, or tab name: position the insertion poink

in the edit box, then choose the appropriate butkon, |
a
-

Cancel
Al 8 & Blel B o

Left section: Center section: Right section:

4. Sheet
Print Area: chon vung dit li€u can in.
Print Titles: tiéu dé hang, cot cua dir li¢u, trong do:
Row to repeat at top: tiéu dé hang. Cac hang duoc in ra & moi trang.
Column to repeat at left: ti€u dé cot. Céc cot duge in ra & moi trang.
Print: lya chon kiéu in
Row and Column Heading: in tiéu dé hang, cot ctia bang tinh.

Gridlines: inra ludi cuacac R

HE
0 béng tinh. Page | Margins | Header /Footer
Prink area: I j‘J Print. .. |
Comment: in chu thich. Print titles ot pro
rink Preview |
Rows bo repeat at top: I :“J
Co 5 Cptions. ..
Draﬁ Quallty- in nhanh (bO Columns to repeat at left; | Y
Prink
qua format) ' I Gridines ™ Row and column headings
. I™ ‘Black and white  comments:  [tane) -
Black and white: in den I Draft quaiy - | E
tré ng Page order
{+ Do, then over EE EIF B
Page Order: thi ty in. ¥ G e B E &
Down, then over: 1n tir trén ok | conce

xuodng dudi trude, sau d6 mdi sang ngang.

Over, then down: in sang ngang trudc, sau dé mdi xudng dudi.
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5.1In

Print HE
Cong viéc in trong EXCEL Printer
n X . . . Mame: I@ HP Laseret 4L j Properties |
dugc thyc hién bang 1énh File/Print. |~ _ N
: : : : abus: Printing; 1 document(s) waiting
A A . . A [N Type: HP LaserJet 4L
Hop hoi thoai Print xuat hién. P e
: : * * Where: Wi Celeronlihp
. A e 1R femmeri I Print to file
Printer: tén cua may in, ki€u : :
rPrint range —Copies
L s = all . =
may 1n, ... = Murnber of copies: IE
y 1, " Page(s)  From: I E‘ To I E‘
4 . 4 rPrint what 1
. v Collat
Nt Properties: chon cac ot @ mtorlit ﬂﬂ W Callate
A ;( 9 r . j\ . ,( (: .
thong s6 ctiia may in nhu kho giay, A EEE

huéng gidy, ché d6 phan giai mau, | e | o | conee

chét luong in, ...
Page Range: lua chon vung in.
All: in toan bd céc trang.
Pages From...To: in han ché cac trang tir...dén trang ...
Print What:  Selection: chi in vung dugc chon.
Selected Sheet: in cac sheet dang lam viéc.
Entire Workbook: in toan bd Workbook.
Copies: sb lugng ban in.
Print to file: duoc chon néu mudn vin ban ra file.
Niit Preview: dé xem tong quat bang tinh trudc khi in chinh thire ra gidy in.

Sau khi da chon xong céc thong sb in kich chudt tai nat OK hodc nhan Enter dé

bat dau cong vié€c in.

5 BAITAP VE NHA
Bai 1. Néu cac phan tir co ban ciia mot biéu do.
Bai 2. Thuc tap lai vi du d4 néu trong phan 1i tuyét.

Bai 3. Lap bang tong két s6 hoc sinh nit va nam trong timg khdi 10, 11, 12. Tinh ti 1¢
s6 hoc sinh nit va nam cua timg khdi so vé6i tong s hoc sinh trong toan trudng. V&

biéu do6 bi€u dién sy so sdnh nay.
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Bai 4. Lap bang tong két s6 hoc sinh giodi va kha timg khéi 10, 11, 12. Tinh ti 18 hoc
sinh gioi, kha cua timg khdi so véi sé hoc sinh gioi, kha trong toan trudng. V& biéu d6

bi€u dién sy so sanh nay.

Bai 5. Lam thé nao dé di chuyén, thay d6i Click thudc, sao chép va xda mot biéu do

trong bang tinh.

Bai 6. Néu cac thao tac tinh chinh cac phan tir ciia biéu d6 theo hudng dan ctia phan li

thuyét. Ty thay ddi cac thong sd va quan sat két qua thay doi.

Bai 7. Thyc hanh theo vi du cta cdu 8 trong bai thuc hanh tai 16p. Hay tu thay ddi cac

thong s6 khac theo y mudn va quan sat két qua.
Bai 8. M¢ cac do thi cua cac Bai tap 3,4 va diéu chinh lai theo v mudn.

Bai 9. Thuc hanh lai tit ca cac thao tic chuén bi in 4n trong bai va xem két qua o ché

do Print Preview.
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BAI THUC HANH SO 5 (3 tiét)
Tao danh sach, tong hop va loc dir liéu tu dong

1  NOI DUNG THU'C HANH

*,

» Cac khai ni€ém co ban, cach tao mot danh sach trén bang tinh

L)

K/
0’0

Téng hop dit liéu theo nhém
0 Nim duoc cac cach chén subtotals vao mot danh sach
0 Céc cach sao chép két qua téng hop t6i vi tri khac

0 Huy subtotals khoi danh sach, tao cac subtotal nhiéu mirc hoic "long"

nhau

*,

» Loc dir li€u tu dong

)

0 Cach loc theo mot gia tri cua mdt cot, hién tat ca cac ban ghi ctia danh
sach, loc theo hai hoac nhiéu gia tri cua cung mot cot.
O Nhiing tuy chon khac cua loc tu dong va huy bo loc

*,

* Loc nang cao

0

0 Céc khai niém vung ti€u chuén loc
0 Cac céch lgc nang cao

+* Pivot table

0 Céc khai niém co ban vé Pivot Table

0 Céch tao PivotTable va diéu chinh PivotTable
2 TOM TAT LY THUYET
2.1 Khai niém vung dir liéu
Trén mot co s¢ dir lieu dang bang cua Excel ta co thé: Trich loc (Filter), xo0a

(Delete), rit trich (Extract) nhitng dong dir liéu thoa mén mot tiéu chuan nao d6. Bé

thyc hién cac thao tac nay can tao ra cac vung sau:

- 49 .



2.1.1 Vung dir liéu (Database)

La vung co s dit liéu gdm it nhét hai dong (Row). Dong dau tién chira cac tiéu

dé cot (Field Name), cac dong con lai chira dir li€u goi 1a mau tin (Record).

2.1.2 Vung tiéu chuin (Criteria)
La ving tiéu chudn chta diéu kién dé
tim kiém, xo6a, rat trich hay trich loc. Ving

nay gdém it nhat hai dong (Row). Dong dau

chtra tiéu dé (Field name), cac dong con lai

chtra diéu kién.

2.1.3 Vung rut trich (Extract)

La vung trich dir liéu chtra cdc mau tin

cua vung dir lieu (Database) thoa man dic¢u
kién cua vung ti€u chuan. Vung rat trich
(Extract) cling c6 dong dau tién chura céc tiéu

dé muon rut trich.

Chii y: Khi muén tim kiém hay liét ké

cac mau tin (Record) theo mdt yéu cau nao dé

A | B|c|/D E | F
1 Diém thi dai hoc khéi C
2| HoTén [Vin jalUu tign| KO
3 TednTd | 3
4 HodngVi | 7
S [BliKigm | 5
6 Trong Vil | 8
7 VéDai g
8 DungT§ | 6
g
10

(trén co s& dir liu do). Trong truong hop nay ta dung phuong phap trich loc (Filter).

2.2 Cac dang tiéu chuan
Céc dang tiéu chuan ving diéu kién

e Tiéu chuan so: 6 dicu kién co ki€u so.

e Tiéu chuan chuoi: 6 dieu kién co kiéu chuoi.

Trong 6 diéu kién c6 thé chira cac ky tu gop:

*: Thé hién cho nhom ky tu.

?: Thé hién cho mét ky tur bat ky.

Vi du: Cho biét danh sach sinh vién c6 ho tén bit dau bﬁng chur T.

- Tiéu chuan so sanh: 6 di¢u kién chura phép todn so sanh kém vdi gia tri so

sanh. Cac phép toan so sanh la:
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> :Lén hon.

< :Nho hon.

>= : Lén hon hoac bﬁng.
<= :Nho hon hoic bang.
= B:;ing.

<> :Khac.

Vi du: Cho biét danh sach céc sinh vién c6

diém van >6.

4 B/¢c D B | F
1 Diém thi dai hoc khéi C
2| HoTén |Vin| Sk |DjalUutien| KQ
3 TrdnTd | 3 17]9| A |Hong
4 HoangVi | 7 18|6| B | Ba
5 BuKem | 5[5]/2] A | pa
6§ TrongVid | 8 | 0| 9| B |Hong
7 Véba | 6|5|3| B |Hong
§ |pangTy | 6] 325 A |Hong
9

Tiéu chuin cong thire: 6 dicu kién c6 kiéu cong thirc. Trong truong hop dung

tiéu chuan nay can luu y 2 yéu cau sau:

e O ti€u dé cua vung ti€u chuan phai khac voi tat ca cac tiéu dé cua vung dir

liéu.

e Trong 6 diéu kién phai 1y dia chi ctia 6 trong méu tin ddu tién (Sau dong tiéu

dé hay dong thtr 2 trong ving dit liéu) dé so sanh.

Vi du: Trich loc danh sach cac sinh vién co téng diém >15.

Trong vung di€u kién tén tiéu dé dat 1a “Tong™ (khac véi cac tiéu dé vung dir

ligu), cong thuc trong 6 diéu kién duoc xac 1ap 1a =Sum(B3:D3)>15.

Chu y: Sau khi xéac l1ap cong thirc cho 6
diéu kién trong vung diéu kién, gia tri tra vé

tuy thudc diéu kién chon (thuong la cac gia tri

logic).

- Tiéu chuan lién két: Co thé loc, x6a

hay rat trich cac mau tin trong ving dit liéu

bang phép giao (AND) hay hoi (OR) cua

nhiéu di€u kién khac nhau.

+ Phép AND: Néu cac 6 diéu kién khac

cot.
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A B Cc D/  E|F
1 Diém thi dai hoc khéi C
2 | HoTen [Vin| St |Pja|Uutien] KQ
3 TrinTd | 3 | 7]09| A |Hong
4 [Hoangvi | 7| 8| 6| B | ban
S BliKiem | 5|52 & | pa
6 TrongWVi | § | 0] 9 B | Hong
7 Vébai | 6|5|3| B |Hong
8 DangTy | 6|3 [25] A |Hong
9
10 HoTen |Vin| St |DPjalUutien| KQ
11 HoangVi | 7 | 8|6 | B | Pa
12 TrongVii | 8 | 0| 9 B | Hong
13 Vi Pai 6 |53 B | Hong
14 Dang Ty | 6 | 3 /25| A | Héng
15 K#t qué phép



+ Phép OR: Néu cac 6 diéu kién khac dong.

Vi du: Trich loc danh sach sinh vién c¢6 diém Van >5 va diém Dia >5.

Tiéu chuan trong: Néu trong 6 di€u ki¢n khong cé dir li€u, di€u kién cia 6 nay

1a iy ¥ (Cac phép toan va gia tri cling s& 13y tuy ¥).

2.3 Cac phwong phap trich loc

A |B C D | E
1 Bing lrong
2 | Hotén |Tudi|Fhong|Liong
3 |Trdn Nam | 26|TC 120
4 |Hoang Lan| 25|NS 110
5 Vo Dai 27TV 100
6 |Pham Duy | 24|NS 120
7 |L& Uyén 24TV 120
8 D& Khoi 25|TC 100
9 |L& Chau 26|KH 130
10
1) Phéng
12 C
13|
14 Xdc lap tign
15 chuind'ﬁlki}nn

2.3.1 Phuwong phap lgc tw dong (Autofilter)

B1: Pua 6 nhap vao ving can trich loc (hoic chon vung can trich loc).

B2: Vao trinh don Data\ Filter\ Autofilter.

Khi do6 cac nit miii té€n s€ xuat hién & cac cft trong vung co s¢ dit lidu.

B3: Click vao nut miii tén d€ chon cac gia tri cua cOt can xac dinh diéu kién trich

loc. Khi d6 cdc mau tin théa man diéu kién s€ dugc hién thi con cac mau tin khong

thoa mén s& dau (hide) di.

Muon hién thi lai cac mau tin, chon

trinh don Data\ Filter\ Show All.

Advanced Filter EHE
.-.m. -

@ Eiker the st in-place L

(" Copy to anather location | Ving dit liew | -,
Lstrange:  [sas2:4F46 A

Corpy ko

Criteriarange:  [$E412:4E413 B |
I

™ Unique records only



Muén bé trich loc (Filter), chon trinh don Data\ Filter\ Autofilter mot lan nira.

2.3.2 Phuong phap loc chi tiét | A |Blc|pD| B | R |
(Advance Filter) 1| Diém thi dai hoc khéi C
o . 2 | HoTen |Vinl|St|Dija|Uutien] KQ
Trong phuong phéap nay ta can: 3 Tydn T4 3 | 7] 9] A [Hong
e Xic dinh ving dit liéu (Database) 2AHoangVi | 7 | 8|6 ] B | bau
7 S BliKiem | S |S5|2]| A | bm
e Tao trudc vung Tiéu chuan 6 [Trong Vi | 8 | 0| 9| B |Hong
(Criteria). 7 Vobai | 6]5|3| B |Hong
8 DangTy | 6 |3[25| A |Héng
B1: Di chuyén 6 nhap (Input) vao 6 9 |
bt ky trong ving dit licu. 10
11| HoTeén |Vin| St |DjalUutién| KQ
B2: Vao trinh don Data\ Filter\ 12 HoangVi | 7 | § | 6| B | Bau
Advanced filter. Trong hop thoai Advanced ﬁ Trong Vil |8 | 0] 9] B |Hong
filter: 15 Ket qita rit trich v6i

gid trj dim vin >6

Chon Filter the list —in place trong

Action (cac mau tin d3 trich loc s& xuét hién trong ving dit liéu nay).

Nhap ving dit liéu can trich loc trong khung List range. Nhap ving diéu kién

trong khung Criteria range.

£ . R Advanced Filter 2] x|
Neéu chon Unique record only, dir

QK

Action
liéu loc ra néu c6 nhitng dong trung nhau (" Fiter the kst, in-place
 Copy to ancther locati Vilng dif lieu

B3: Click OK thyc hién trich loc Ustrange:  [$ag2idrs A

Crteriarange:  [$£$10:4£411 £
2.4 Xoéa vung dir liéu Copy ko fsag12 ~Vﬂnsﬁi&1ki§n

s€ trinh bay chi mot dong. Cancel

Trong thao tic nay ta can xac dinh [V Unique records only Ving rﬂth‘i‘.'h

mang 1y | 0 | 5 12J)] A | Qongy

vung dit liu (Database) va tao trudc vung

tiéu chudn (Criteria).

Thuc hién lai cac budc da trinh bay

trong thao tac trich loc.

Sau khi cac mau tin thoa man diéu

kién duogc trinh bay, danh diu chon céc



dong (mau tin) can x0a.
Mo trinh don Edit\ Delete Row hodc Right click tai cac dong da dugc danh dau.
Chon Delete Row trong trinh don (popup).

2.5 Phwong phap rat trich

2.5.1 Thao tac rat trich

Trong thao tic nay ta can xac dinh ving dit liéu (Database) va tao trudc ving tiéu

chuan (Criteria) va ving rat trich (Extract).
B1: Di chuyén 6 nhap (input) vao 6 bat ky trong ving dit lidu.

B2: Vao trinh don Data\ Filter\
Advanced filter.

Diaciocts ).C/D| E | F
mdu tin ddu | dai hoc khéi C

Trong hop thoai Advanced filter chon

. . 2| HoTen Sit | Pja[Uutien] K
Copy to another location (trinh bay cdc mau 3T rﬁ:f T4 ; 9;3 K \ H&Eg
tin da trich loc sang vung khac). 4 |Hoangvi | 7/8]6] B | ba
B3: Nhap vung dir licu can trich loc 5 |Bli Kﬂnl S 1121 A E‘au
. 6 TrongVi | 8 | D] 9 B | Hong
trong khung List range. Nhap vung diéu 7 V3 Dai 6|5|3| B |Hong
kién trong khung Criteria range. Nhap dia 8 PangT¢ | 6 | 325| A |Héng
chi 6 d4u ciia viing rut trich trong khung 9
10| HoTen |Vin| St |PjalUutién| KQ
Copy to. W TenTs | 3|7]9] A [Hong
B4: Néu chon Unique record only, dir 12 Hoang¥Vi | 7 |8 |6 ] B | Ban
A I \ . o 13 |TrongVi | 8 |0 9| B |Hong
li¢u loc ra néu c6 nhiing dong trung nhau s€
14 Ket qua rit trich cia
trinh bay chi mdt dong. 15 difu kien cong thitc
|_ "Sum(B3:D3)>15"

B5: Click OK.

2.6 Thé nao la Pivot Table?

Pivot Table: 13 mot cong cu cua Excel gitip tong hop nhanh dit liéu tir mot danh
sach dir liéu 16n. Ta co thé quay cac hang va cot quanh mot truc cia Pivot Table dé
xem dir liéu téng hop dudi cac dang khac nhau, cé thé loc dir liéu béng cach chon cac
trang khac nhau.

Céc phan tir ctia Pivot Table
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Page Field Page Field Item
_‘ Column field
A R | )
1 |[Lap s |+
Data field i
| A fcount sECie. anh | ohae vy’ |
Row Field 4 |Gt Lé; sk Lépntinp |Goand 'Iomal
' E lpae | i 1 B
L anm 1 1
e Grend Tolel 2 1 3
Htems Data Area

Field Page (truong trang): 1a mot trudng cua vung dit liéu duoc chon dé dinh
hudng trang trong PivotTable. Trong vi du nay, Lop dugc chon lam Field
Page dung d¢é loc cac dit liéu dugc tong két theo 16p. Khi ta chon cac phan tir
khac nhau ciia truong trang, PivotTable hién cac dit liéu tong hop khac nhau
pht hop véi phan tir duoc chon.

Page Field item (phan tir ciia trwong trang): mdi gia tri khic nhau cua trudong
trang dugc chon lam mot phan tir cta truong trang. Trong vi du cia chiing ta,

10A dang 13 phan tr dugc chon hién thoi.

Column Field (truong cét): 1a mot trudng cia ving dit liéu dugce chon dé dinh
hudng cot trong PivotTable. Trong vi du nay, Chirc vu duge chon lam truong
cot. Mdi gia tri cua nd (Lép pho, Lép truong) 1a nhdn clia mot cot trong
PivotTable.

Row Field (truong hang): 1a mét hodc nhiéu truong cta ving dit lidu duoc
chon dé dinh hudng hang trong PivotTable. Trong vi du nay, Gidi tinh duoc
chon lam truong hang. Mdi gid tri ctia né (Nam, Nit) 1a nhin ciia mot hang
trong PivotTable.

Data Field (truong dir lieu): 1a mot truong chira dir li¢u trong vung dir li¢u
dugc tong hop. Trong vi du trén Count of Gidi tinh dugc tong hop tir trudng
Gioi tinh trong vung dit liéu qua ham Count. Thong thuong, truong dir liéu
thuong 13 truong s, doi khi 13 truong text. Ham tong hop ngam dinh cua

truong s6 1a SUM. Ham tong hop ngam dinh ctia truong text 1a ham Count.
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o ltems (phan tir): 1a cac gia tri khac nhau trong cic truong duoc chon 1am
truong hang trong PivotTable. Trong vi du nay do la cac gia tri Nit, Nam ctua
truong Gioi tinh.

e Data area (ving dir liéu): 1a ving chira dir liéu tong hop cta PivotTable. Mdi
6 trong ving nay chira dir liéu tong hop theo cac hang va cac cot tuong tng.
Vi dy, 6 B5 cho biét 16p 10A c6 mot nit 1a 16p pho, cot B6 cho biét 1op 10A
c6 mot Nam 1a 16p pho.

2.7 S dung ham Database

Céac ham Database: Cac ham Database c6 tinh chit thong ké dit liéu cac mau tin

trong ving dit lidu (Database) thoa man diéu kién cta ving tiéu chuan (Criteria).
Cu phap chung cua cac ham Database:
Tén ham(<Database>,<Field>,<Criteria>).
Trong do :
— Database: 1a vung dir li¢u
— Field: Tén tiéu dé cot hay dia chi 6 chira tiéu dé cot hodc thir tu cot (bat
dau tir 1) cta ving dit liéu.
— Criteria: Vung tiéu chuan (diéu kién).
= Ham DSUM
Ham tinh tong trén Field (cot) cua ving dit liéu tai nhitg méu tin thoa man diéu
kién ctia ving tiéu chuan.
= Ham DMAX
Ham nay tinh gia tri 16n nhét trén cot (Field) cua ving dit liéu (Database) tai
nhirng dong théa man diéu kién cta ving tiéu chuan (Criteria).
* Ham DMIN

Ham nay tinh gid trj nho nhét trén cot (field) cua ving dit liéu (Database) tai

nhitng dong thdéa man di€u kién cua vung tiéu chuan (Criteria).
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* Ham DCOUNT
Ham nay tinh s6 phan tir kiéu s6 trén cot (field) trén vung dit liéu (Database) tai
nhitng dong théa man diéu kién ciia ving tiéu chuén (Criteria).
= Ham DCOUNTA
Ham nay tinh s phan tir khac tréng trén cot (field) ciia ving dit liéu (Database)
tai nhimg dong thoa man diéu kién cta ving tiéu chuan (Criteria).
» Ham AVERAGE
Ham nay tinh trung binh cong trén cdt (field) cua vung dir li€u (Database) tai
nhirng dong théa man diéu kién cta ving tiéu chuan (Criteria).
3 TO CHUC THUC HANH

Gido vién can giang 1y thuyét lién quan nhu ndi dung tom tat 1y thuyét, c6 minh
hoa trong cac thao tic. Chon bai thyc hanh tai 16p cia giao trinh huéng dan cho sinh

vién thuc hién.

4 BAITHUC HANH TREN LOP

Bai 1. Hay nhap va trinh bay bang tinh ghi vao dia voi tén QLHS.XLS, sau d6 str dung

chtrc nang Subtotals tra 161 cac cau hoi:

DANH SACH CAN BO
Ho dém Tén Gidi tinh Chirc vu Lop
Tran Hong Ha Nam Lép phé 10A
Nguyén Hoang Ha Nir Lép trudng 10A
Tréan Thanh Ha Nir Lé6p pho 10C
Pham Hoang Hai Nt Lop trudng 10B
Pham Tuin Hung Nam L6p pho 10B
bang Manh Hung Nam Lép pho 10D
Vil Hong Théng Nam Lép trudng 10C
Vii Van Thanh Nam Lép pho 10B
Hoang Minh Thanh Nam Lop phé 10D
Vii Hong Thity Nam Lé&p pho 10C
Vii Thanh Thuy Nir Lé&p pho 10A
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Pham Thanh Tung Nam Lop trudng 10D

Yéu cau.
1. Chén subtotals vao mot danh sach
2. Sao chép két qua téng hop toi vi tri khac
3. Huy subtotals khoi danh sach
4. Tao cac subtotal nhiéu mirc hoic "1ong" nhau
Huéng din
1. Cheén subtotals vao mdt danh sach
B1: Sip xép danh sach theo gia tri cia cot mudn tinh tong hop theo nhom gid tri
cua no.
Vi dy, dé dém xem c6 bao nhiéu can bo 16p 1a nam va nit chung ta hiy sap xép

lai danh sach theo gia tri cua gidi1 tinh nhu sau:

DANH SACH CAN BQ
Ho dém Tén Gioi tinh Chirc vu Lop
Tran H6ng Ha Nam Loép phé 10A
Pham Tuén Hung Nam Lép phé 10B
bang Manh Hung Nam Lép pho 10D
Vii Hong Théng Nam Lép trudéng 10C
Vi Van Thanh Nam Lép pho 10B
Hoang Minh Thanh Nam Lép pho 10D
Vii Hong Thuy Nam L&p pho 10C
Pham Thanh Tung Nam Lop trudng 10D
Nguyén Hoang Ha Nt Lop truéng 10A
Tréan Thanh Ha Nir Lé6p pho 10C
Pham Hoang Hai Nt Lop trudng 10B
Vii Thanh Thuy Nur Lép pho 10A

B2: Click mét 6 trong danh sach

B3: Thuc hién Data / Subtotals. Xuit hién hop hoi thoai
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&
ES

Subtotal 7

Ak each change in:
IHé ®Om

: Cancel
se Function:

1l

A
ICDunt J Remoyve Al

&dd subkatal to;
ok Siii £ rb

W Replace current subkatals
™ Page break bebween groups
¥ summary below data

B4: Tai hop At each change in, kich tén cot chirta nhom mudn tinh subtotals. D6
chinh 14 tén cot da dugc sip xép gia tri trong bude 1. Trong vi du cua chung ta d6 1a
cot Gioi tinh.

B5: Trong hop Use function, chon ham muén str dung dé téng hop dit liéu. Trong
vi du nay, chiing ta chon ham Count.

B6: Trong hop Add subtotal to, chon cac cdt s€ chura gié tri téng hop. Trong vi du
nay ta chon cot Gidi tinh.

B7: Kich vao nat OK. Két qua c6 dang nhu sau.

o
m

1]2]5] A | B | c |
DANH SACH CAN BO

Ho dém

F am A pho
Nam Ap ph B
Nam Ap phd B
Nam A
Narn

Nain

L e
Slo(Q @~ d ki —

Nam Lp tnedng
NamCownt | 8 |
Thily Nt  |Lopphs

Nit Lép trdng

15 H.li Nix Lép trudng B
- 16 ECHE

= _
- |18 _

5
Sl
B [ [
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Céac nit 1, 2, 3 twong tng v4i cac muc tong hop dir liéu khac nhau, trong d6 1 13
murc cao nhat, cho két qua tong hop chung (grand total).
Kich chudt vao nut 1, két qua co dang nhu sau:

Ho dém Tén Gidi tinh Chirc vu Lop
Grand Count 12

Kich chudt vao nut 2, két qua co dang nhu sau

Ho dém Tén Gidi tinh Chirc vu Lop
Nam Count 8
Nir Count 4
Grand Count 12

2. Sao chép két qua tong hop t6i vi tri khac

Dé sao chép két qua tong hop ¢ cac mirc cao sang vi tri khac, ching ta khong thé
thuc hién viéc sao chép nhu dbi voi dit liéu binh thuong duogc. Néu lam nhu vay, tai
vung dich, két qua sao chép s€ hi¢n toan bo ca dir li¢u chi tiét. Do do, ching ta phai
thuc hién nhu sau.

B1: Kich nit twong tng voi mic tong hop mudn sao chép. Trong vi du nay, ta

kich murc 2.

B2: Chon vung dit liéu muon sao chép. Vi du, chon nhu mau sau.

Ho dém Tén Gioi tinh Chirc vu Lop
Nam Count 8
Nir Count 4
Grand Count 12

B3: Thuc hién Edit / Goto. Kich ntt Special, xuét hién hop hoi thoai
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B4: Kich chon Visible cells only va kich OK.
BS: Thuc hién Edit/Copy

B6: Chon mét 6 trong va nhin ENTER. Két qua c¢6 dang:

. Ten . Giditinh

‘Nam Count | 8
’Nfr Count | 4
‘Grand Count | 12

3. Huy subtotals khéi danh sach

Khi ching ta huy subtotals khoi danh sach, Microsoft Excel ciing hiy tat ca cac
outline va cac dau hiéu ngit trang (page breaks) duoc chén vao danh sach khi ta thuc

hién subtotals. Cac budc:

B1: Kich vao mot 6 trong danh sach chura subtotals. Vi dy, hdy kich chuét vao

mot 6 bat ki trong danh sach can bd vira tao subtotals.

B2: Thuc hién Data / Subtotals.

B3: Kich nat Remove All. Dir liéu trd lai trang thai ban dau.
4. Tao céc subtotal nhiéu mirc hodc "16ng" nhau

B1: Sip xép danh sach dir lidu theo hai hodc nhiéu c6t mudn tong hop dir lidu
theo nhom. Vi du, d& dém xem trong mét 16p c6 bao nhiéu can bd 16p va trong timg
16p c6 bao nhiéu can bd nam va nit, dau tién chung ta sap xép lai danh sach trén theo

gid tri cua ¢t Lop, sau d6 sap xép theo gia tri cta cot Gidi tinh.
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B2: Chén subtotals tu dong cho cot dau tién mudn tao subtotals theo cac budc
cua muc 1. Cot nay phai 1a cot c6 tén dugc chon trong hop Sort by khi danh séach dugc

sap xép. Trong vi du trén, d6 1a cot Lop.

B3: Sau khi hién subtotals cho cot thir nhat 13p lai qua trinh tao subtotals cho cot

duoc sap xép tiép theo nhu cac budc 4-7 sau diy.
B4: Kich mot 6 trong danh sach
B5: Thuc hién Data / Subtotals.

B6: Tai hop At each change chon tén cdt thur hai mudn tao subtotal. Trong vi du
cua chung ta, do6 1a cot Gidi tinh.
B7: Xoa tuy chon Replace current subtotals va kich OK.

B8: Lap lai budc 4 dén budc 7 cho tung cot muén tinh subtotals néu can thiét.

Két qua trong vi du ctia ching ta & mirc tong hop 3 ¢ dang sau:

Ho dém Tén Gidi tinh Chirc vu Lop
Nam Count 2
Nir Count 1
3 10A Count
Nam Count 2
Nir Count 1
3 10B Count
Nam Count 2
Nir Count 1
3 10C Count
Nam Count 2
Nir Count 1
3 10D Count
Grand Count 12
12 Grand
Count

Bai 2. M6 t&p QLHS.XLS ¢ bai tap 1, st dung chirc ndng loc ty dong trd 101 cac cau
hoi sau:

1. Loc theo mdt gia tri cua mot cot
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Hwon

N

5. Huy bo loc

~

dan

1. Loc theo mdt gia tri cua mot cot

Hién tat ca cac ban ghi cua danh sach

Nhirng tuy chon khéc cua loc ty dong

Loc theo hai hodc nhiéu gia tri cia cung mét cot

B1: Click vao mdgt 6 trong danh sach muén loc. Vi du: Click vao mot 6 bat ki

trong danh sach can b thudc cua file QLHS.XLS.

B2: Thuc hién Data / Filter | AutoFilter. Xuat hién nhirng miii tén loc bén phai

timg 6 & hang dau tién trong ving chon.

B3: Dé chi hién nhirng hang chira mdt gia tri xac dinh, Click vao miii tén cua cot

Click vao miii tén cta cot Gidi tinh. Xuat hién mot thuc don tha xudng.

chtra gid tri muon hién. Vi duy, dé€ loc ra danh sach nhitng cdn by nam, chung ta hay

B4: Click vao gia trj can loc. Cu thé & ddy, ching ta Click vao gia tri Nam. (xem

hinh)

Ho dém |« Tén Gidi tinh [+| Chiicvu Lip |+
Vii Thanh Thily (AIl Lép pho 10A
TrinHéng |H by [Lop pnt 10A
Neuydn Hoang |Ha M+ Lap tredng 10A
¥ Vin Thanh 4L ap pho 108
FPham Tufn Hing Nam Lap phé 108
Fham Hoang |Hai INiT La&p trueéng 108
Vi Hong Thily Namn Lép phd 10C
Trian Thanh Ha Natn Lap pho 10C
Vi Hong Thing Nit Lap trneéng 10C

Két qua c6 dang nhu sau:
Ho dém Tén Giditinh | Chuc vu Lép
Vi Thanh Thuy Nam Lép pho 10A
Tran Hong Ha Nam Lép pho 10A
Vi Van Thanh Nam Lép phé 10B
Pham Tuin Hung Nam Lép pho 10B
Vii Hong Thay Nam Lép pho 10C
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Tran Thanh Ha Nam Lép pho 10C
Hoang Minh  Thanh Nam Lép pho 10D
Dang Manh Hung Nam Lép pho 10D

Va miii tén caa cot duoc loc bién thanh mau xanh.
B5: Dé ap dung cac diéu kién loc theo cac cot khac, 1ap lai cac budc 3 - 4 cho cac
cOt khac. Vi du, Click miii tén cta cdt Lop, va Click vao gia tri /0B, chiing ta c6 bang

danh sach nhiing can bd nam ¢ 16p 10B nhu sau:

Ho dém Tén G161 tinh Chtrc vu Lop
Vi Van Thanh Nam Lép pho 10B
Pham Tuan Hung Nam Lép pho 10B

2. Hién tat ca cac ban ghi ciia danh sach

Pé hién lai toan bd cac ban ghi ctia danh sach hay thyc hién Data / Filter / Show
All. Hoac Click vao miii tén mau xanh va chon A4//.
3. Loc theo hai hodc nhiéu gia tri ciia cung mot cot

B1: Click vao mét 6 trong danh sach mubn loc. Vi du Click vao mot 6 bat ki
trong danh sach can bd thudc sheet DSCB cua file QLHS.XLS.

B2: Thuc hién Data / Filter | AutoFilter. Xuat hién nhitng mi tén loc bén phai
ting 6 & hang dau tién trongving chon.

B3: Click vao mui tén cua cit can loc va Click vao Custom. Vi du, dé loc tat ca
nhting nguoi co6 tén 1a Ha trong danh séch, hay Click vao miii tén ctia ¢t Tén va Click

vao Custom, xuat hién hop hoi thoai nhu sau:
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Chon phep toan so sanh G& gia tri cdn so sanh

Show rows where;
—19n |I Ill,

quuals \j || ! \ j

' and T or

I _ \j I ) j Cancel |

Lse ? 1o represent any single character

Use * 1o represent any series of characters

B4

Ghi chu:

: Lam mot trong céc viéc sau:

Néu chi loc cac ban ghi théa man mdt tiéu chuén, hay Click vao miii tén dé
chon céac phép toan so sanh ¢ dong thtr nhat trong hop hoi thoai. Sau do, gd
hodc chon gia tri can so sanh & hop bén phai trén dong thur nhét. Vi du, dé loc
nhimg ngudi c6 tén 1a Ha, & hop bén trai cua dong dau, chon Equals va gb
hozc chon Ha & 6 bén phai cua dong thir nhit va Click OK.

Néu loc cac ban ghi théa mén hai tiéu chuan, hiy Click chon phép toan And
(phép toan Va, yéu cau hai diéu kién phai duoc thoa man dong thoi) hodc
phép toan Or (phép toan Hodc, cho phép mot trong hai diéu kién hodc ca hai
diéu kién dugc thoa man). Nhap diéu kién ¢ dong thir hai twong tu nhu ddi
v6i dong thir nhat. Vi du, dé loc nhitng ngudi c¢6 tén 1a Ha va Thanh, hiy
chon Equals & hop bén trai ctia dong dau, g hodc chon Hd & 6 bén phai cua
dong thir nhat. Click vao phép toan Or. Tiép theo, chon Equals & hop bén trai
cua dong thtr hai, gé hodc chon Thanh & 6 bén phai cua dong thir hai va Click

OK.

Sau day 1a y nghia cua cac phép toan trong hop bén trai:

equals: bang

does not equal: khong bang

is greater than: 16n hon

is greater than or equal to: 16n hon hodc bang
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is less than: nhé hon

is less than or equal to: nhd hon hodc bang

begin with: bat dau boi

does not begin with: khong bt dau boi

ends with: két thiic boi

does not end with: khong két thuc boi

contains: chua.

does not contain: khong chtra.
4. Nhiing tuy chon khac cua loc tu dong

Sau day la mot sb lua chon khac cua tuy chon trong thuc don tha xuéng khi Click
vao nut chon:

All: hién tat ca cac hang.

Top 10: hién tat ca cac hang ndm trong gidi han 16n nhat va nhé nhét do ta chi
dinh.

Blanks: chi hién nhitng hang chira mét 6 trdng trong cot.

Nonblanks: chi hién nhiing hang chtra gié tri trong cot.
5. Huy bo loc

bPé huy nhitng miii tén loc, thuc hién Data / Filter / AutoFilter.

Bai 3. M¢ t¢p QLHS.XLS ¢ bai tap 1, st dung chirc nang loc nang cao trd 101 cac cau
hoi sau:
1. Hay loc cac hang chtra cac gia tri 10A, 10C, 10C trong bang danh sach
can bo 16p.
2. Hay loc tat ca cac ban ghi ¢6 ho Vil va c¢6 chirc vu 1a Lép pho
3. Hay loc cac ban ghi hodc c6 tén la Ha, hoac & 16p 10C, hodc 1a 16p
trudong

4. Hay loc cac ban ghi la nit ¢ 16p 10A va la nam & 16p 10b
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Huéng din
1. Dé loc cac hang chtra cac gia tri 10A, 10C, 10C trong bang danh sach can bo 16p,

hay thuc hién cac budc sau:

B1: Tao vung ti€u chuén tai cac 6 A18:A21 co dang nhu sau:

Lép

10A

10C

10C

B2: Click mot 6 trong trong danh sach

B3: Thyc hi¢n Data / Filter / Advanced Filter. Thyc hién cac budc hudng dan

nhu phan trén va chon cac thong sé cua hop hoi thoai theo hinh sau:

Advanced Filter

£443:$E515
EA510 64521

$LE17|

B4: Sau khi Click vao niit OK, két qua c6 dang

Ho dém Tén |Giditinh Chirc vu Loép
Vii Thanh Thiay  Ni L&p phod 10A
Tran Hong Ha Nam  Lép pho 10A
Nguyén Hoang Ha Nit Lép truong | 10A
Vii Vin Thanh Nam  Ldp pho 10B
Pham Tuén Hung  Nam L6p pho 10B
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Pham Hoang Hai Nir Lép truong [ 10B

Vii Hong Thay  Nam  Lép pho 10C
Tran Thanh Ha Nir Lép pho 10C
Vii Hong Thing Nam Lop truong [ 10C

2. Pé loc tat ca cac ban ghi ¢6 ho Vii va c6 chuc vu 1a Lop pho, hdy thuc hién céc

budc sau:
B1: Tao vung tiéu chuén tai cac 6 C18:D19 cd dang nhu sau
Ho dém Chirc vu
Vi Lép pho

B2: Click mdt 6 trong trong

Advanced Filter EE
danh sach Action

" Eilter the list, in-place u

Lo |
B3: ThlIC hlél’l Data / Filter / ' Copy to another location |

Cancel

Advanced Filter. Thyc hién cac | oo [ag3:56815

budc hudng dan nhu phan trén va | griteria range: [sCs18:$D$19

L] L] L

chon cac thong sd cua hop hoi | copy o [sL51]

thoai theo hinh sau: I Unigue recards anly

B4: Sau khi Click vao nat OK, két qua c6 dang
Ho dém Tén | Giditinh Chic vu  Lop
Vi Thanh  Thuy N Lép pho (10A
Vii Vin Thanh Nam  Lép phé 10B
ViiHéng | Thuy |Nam  Léppho 10C

3. Pé loc cac ban ghi hodc cé tén 1a Ha, hodc ¢ 16p 10C, hoac 1a 16p trudng, hay thuc

hién cac budc sau:
B1: Tao vung tiéu chuén tai cac 6 G18:121 ¢6 dang nhu sau
Ho dém | Churc vu Lop

*Ha
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Lép truong

10C

B2: Click mot 6 trong

Advanced Filter

trong danh sach

B3: Thuc hién Data / Filter

/ Advanced Filter. Thyuc hién cac

EAb3:$EE15
budc huéng din nhu phan trén EGE1D 121

va chon céc thong s6 cua hdp SLE13

hoi thoai theo hinh sau:

B4: Sau khi Click vao nut
OK, két qua c6 dang

Ho dém Tén | Giditinh| Chac vu Loép
Nguyén Hoang |Ha Nit Lép trudng | 10A
Pham Hoang Hai Nir Lép truong [ 10B
Vii Hong Thuy Nam Lopphd  10C
Tran Thanh Ha Nir Léppho 10C
Vii Hong Thing Nam Lop truéng  10C
Pham Thanh Tung Nam Lop truéng 10D

4. Dé tao cac ban ghi 1a nit & 16p 10A va 1a nam & 16p 10B, hay thuc hién cac budc

sau:

B1: Tao vung ti€u chuén tai cac 6 G24:H26 co dang nhu sau

Gisitinh =~ Lép

N 10A

Nam 10B

B2: Click mdt 6 trong trong danh sach

B3: Thuc hién Data / Filter / Advanced Filter. Thuc hién cic budc huéng dan

nhu phén trén va chon céc thong s6 cua hop hdi thoai theo hinh sau:
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Advanced Filter

£A%53:$EE1S

£GE24 fHEZE

k2B

B4: Sau khi Click vao nat OK, két qua c6 dang

Ho dém Tén Gioi1 tinh | Chuc vu Lop
Vi Thanh Thuy N Lopphdé 10A
Nguyén Hoang |Ha Nir Loép truong 10A
Vi Véan Thanh Nam Lopphé | 10B
Pham Tuén Hung Nam Lopphé | 10B

Bai 3. Cho CSDL sau, st dung churc nang Advanced Filter trich loc

[

O 00 9 N LD AW N

A

STT

DPao Tinh

0 N N L AW~

Huéng din:

B

Nhap chi tiéu loc la:

20
21

Ho va tén

Tran Thuy Hanh
Hoang Anh Tuén
Bui Manh Hung
Vi Van Hoang
Nguyén Tuén Anh

Tran Vin Dong
Lam Chi Tuin

Chi tiéu loc la: Luong >=220000 va <=500000 va Nam 1én luvong 1992

C
Luong

180000
220000
350000
600000
220000
180000
500000
350000

D

Nam 1én luong

1996
1992
1992
1995
1995
1996
1993
1994

A B
Luong Luong
>=220000 <=500000
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Nam 1én luong

1992

E
Phu cap

15000
15000
30000
30000
15000
15000
30000
30000



Khi chon chiuc nang DATA \ FILTER \ Advanced Filter hop thoai Advanced
Filter xuat hién. Trong hop List Range ban chon vung dit liéu $A$1:$E$9; trong hop
Criteria Range ban chon ving Chi tiéu $A$20:$C$21. Néu chon Action/Copy to
Another Location hiy cho dia chi Cell chira két qua vao hop Copy to rdi chon OK.

Két qua loc cho ta:

STT Ho va tén Luong  Nam lén luong Phu cip
2 Hoang Anh Tuén 220000 1992 15000
3 Bui Manh Hung 350000 1992 30000

Sau khi loc mudn hién thi tré lai hdy chon DATA \ FILTER \ Show All.

Bai 4: Mo t¢p QLHS.XLS ¢ bai tap 1, st dung chiic ndng PivotTable tra 101 cac
cau hoi sau:

1. Tao PivotTable . .
) PivotTable Wizard - Step 1 of 4 HE

2. Diéu chinh PivotTable

Hudéng din:

L. TaO PlVOtTable \Where ig the data that you want to analyze?

X ' & Microsoft Excel list or database:
B1: Click mgt 6 trong ¢ External data source

" Multiple consolidation ranges
) another PivotTahle

danh sach nay.

B2: Thuc hién Data /
Pivot Table Report. Xuat

hién hop hoi thoai
PivotTable Wizard - Step 1 El Cancel < Back ”ﬁl Finish
of 4.

B3: Click Next. Xuat hién hop hoi thoai PivotTable Wizard - Step 2 of 4. Mot
cach ngam dinh, trong hop Range chia dia chi ctua ving dit liéu. Néu dia chi nay
khong ding, hay Click vao miii tén do bén phai hop nay, dung chudt chon lai ving dir

liéu trén bang tinh va Click vao miii tén d6 mot lan nira.

-71 -



PivotTable Wizard - Step 2 of 4 I

Where is the data that you want to Lse?

Browse...

@ I Cancel = Back Mext = Einish

B4: Click Next. Xuit hién hop hoi thoai PivotTable Wizard - Step 3 of 4. Ving
trén ctia hop hoi thoai 14 phan hudng din cach chon céc trudng trang, trudng hang va
truong cot trong hop hoi thoai nay. Phia bén phai liét ké tén cac truong cua vung dir
liéu hién thoi. Trong vi du cua chung ta, d6 1a cac truong: Ho dém, Tén, Gioi tinh,
Churc vu, Lop. (Chu y, trong hop hdi thoai khong hién duoc tiéng Viét, nén tén cac
truong c6 dang nhu hinh v¢).

Hay dung chudt ré cac truong dugc chon vao cac ving PAGE, COLUMN,
ROW, DATA. Vi dy, hay ré truong Lop vao vung PAGE, ré truong Gioi tinh vao
vung ROW, ré truong Churc vy vao vung COLUMN va ré truong Gidi tinh vao vung
DATA. Vi truong Gioi tinh c6 gia tri la céac ki ty (kiéu text), nén ham ngﬁm dinh la
ham Count.

Ghi chu:
Trong trudng hop mudén chon cac ham khac cho truong s6, hay Double click vao

tén ham, xuit hién hop hoi thoai, chon tén ham khac trong hdp Function va Click OK.
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Construct vour PivotTable by dragging
the field buttons on the right to the
diagram on the left.

Lip Chgc v | COLLIMM
EH'-._'II: . _,
Giii Bk

Count of Gii £k 2

ROW DATA

@ I Cancel < Back

B5: Click Next. Xuat hién hop héi thoai PivotTable Wizard - Step 4 of 4. Chon

Eirish

New worksheet néu mudn dat PivotTable & bang tinh moi. Néu mudn dit PivotTable

vao mot bang tinh c6 sin, hiy chon Existing worksheet va chon tén sheet can thiét.

PivotTable Wizard - Step 4 of 4 1

Where da you want o put the PivatTable?

e workshest

" Existing workshest

i

Click Finish to create your PivatTable,

@i Cancel i Options. .. i < Back 1 Mest = 1E|n|sh

B6: Click nut Finish, sau khi chon lai phong tiéng Viét, két qua c6 dang nhu
trong hinh sau. Phan tir ngam dinh cua truong trang 13 (4/]), ¢6 nghia 1a téng hop theo
toan bo dir liéu cua bang tinh. Nhin bang két qua, chiing ta co thé biét duoc rang toan

b6 khéi 10 c6 12 can bo 16p (6 D7).

Néu nhin theo hang ngang thtr nhat ciia ving dir liéu, ching ta biét c6 4 can bo

nit (6 D5), trong d6 2 nit lam 16p phé (6 BS), 2 nit 1am 16p trudng (6 C5).
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Néu nhin theo hang ngang thtr hai cta ving dit liéu, ching ta biét c6 8 can bd

nam (6 D6), trong d6 6 nam lam 16p pho (6 B6), 2 nam lam 16p trudng (6 C6).

A B C D

1 Lép (AllY =

2

3 |Count of Gigi tinh [Chtie va |

4 |Giditinh |Lérp phé  Lép tnrdng | Grand Total
5 N 2 2 4

6 Nam 6 2 &

{ | Grand Total 8 4 12

Néu nhin theo hang doc thtr nhat cta ving dir liéu, chung ta biét c6 8 16p phé (6

D6), trong d6 6 namlam 16p pho (6 B6), 2 nam lam 16p truéng (6 C6).

Néu nhin theo hang doc tht hai cia ving dit liéu , chung ta biét c6 4 16p trudng

(6 C6), trong d6 2 nam (6 C6), 2 nir (6 C5).

2. Diéu chinh P

ivotTable

Sau khi tao PivotTable, chung ta c6 thé loc dir liéu tong hop theo cac phan tir

trang khac nhau. Vi du, sau khi chon 10A, két qua tong hop c6 dang:

A B c | D |
1 Lép 10A -
2
3 [Count of Gigi tinh |Chitc wa |
4 | Gigi tinh L&pphé  La&p trudng |Grand Total
5 | 1 1 2
6 Nam 1
i | Grand Total 2 1 3

Ta ciing c6 thé d6i chd hang va cot bang cach dung chudt ré cac trudng hang va

cOt to1 vi tri mdi. Vi dy, néu ta ré truong Gioi tinh tha canh truong Churc vu va lam

nguoc lai d6i voi truong Chure vu, két qua cd dang sau:

Néu dbi chd trang, cOt va hang, két qua co6 dang:

A E c | B

1 Lép (All) =

2

3 [cCount of Gigi tinh || Gidi tink |

4 | Chrte vu Nit Nam Grand Total
5 Lapphs 2 6 8

B |Lép tredmg 2 2 4

T | Grand Total 4 b 12
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A B . D
Chifc vu Lap trudng =

Count of Gidi tinh |Giditinh |

Lép |N1'_”r Natn Grand Total
10A 1
10B 1
10C 1 1
1
4

10D
Grand Total 2 2

5 BAITAP VE NHA
Bai 1. Hay tra 161 cac cau hoi sau:
1. Thé nao 1a ving tiéu chuan.
2. Néu cac thao tac loc nang cao.
3. Néu chirc nang cua PivotTable.
4. Néu cac phan tir ciia PivotTable.
Bai 2. Hay thyuc hién céc cau hoi sau

1. Mo file méi tao bang danh sach theo mau sau ghi vao dia v6i tén QLHS.XLS

KET QUA TUYEN SINH
sbd | Hovaten =~ XéPloai | ooV | Ngoaingw | Téng didm | /rund
- TN goaing 9 tuyén

Lam tiép cac viéc sau:

a. Nhap vao danh sach tdi thiéu 10 thi sinh. Yéu cau nhap céac cot sau: Shd (sb

bao danh), Ho va tén, Xép loai TN (xép loai tét nghiép), Toan, Vin, Ngoai ngit.
b. Cot Tong diém duoc tinh theo cong thirc:
Téng diém = To4n + Vin + Ngoai ngir + U'u tién

Biét rang diém wu tién = 1 néu xép loai tot nghiép 1a giéi. Cac loai khic khong

duoc cong diém.
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c. Cot Tring tuyén dugc dién 13 Cé néu Tong diém 16n hon hodc bang 21. Nguoc

lai, dién 13 Khéng.
2. Doi tén sheet hién thoi 1a TUYENSINH va ghi két qua vao dia.

3. Dung chirc ning Subtotals dém sd nguoi tring tuyén va khong tring tuyén.

Sao chép két qua sang bang tinh méi va huy subtotal & vung dir liéu gbe.

4. Dung chirc nang Subtotals tinh diém trung binh cta nhiing ngudi nguoi tring
tuyén va khong tring tuyén. Sao chép két qua sang bang tinh méi va huy subtotal &
ving dir liéu géc.

5. Dung chtrc niang Subtotals tinh trung binh cong cia sé ngudi trang tuyén
(khong trang tuyén) trong ca bang dit liéu va trung binh cong ciia s nguoi trang tuyén
(khong tring tuyén) trong ting mién. Sao chép két qua sang bang tinh méi va huy

subtotal & ving dit lidu gdc.

Goi y: Sap xép theo hai cot Trung tuyén, Mién. Tinh subtotal thir nhét theo cot
Tring tuyén, ding ham Average dé tinh trung binh cong cua cot Tong diém. Tinh
subtotal thi hai theo cot Mién, ding ham Average dé tinh trung binh cong cila cot

Tong diém.

Bai 3. M¢ file QLHS.XLS va thuc hién lgc st dung chirc nang loc ty dong hodc loc
nang cao tra 101 cac cau hai sau:
1. Loc danh sach nhiing thi sinh trang tuyén, xép loai tot nghiép gioi va c6 diém
trang tuyén 1én hon hoic bang 24.
2. Loc danh sach nhiing thi sinh khong tring tuyén va c6 tong diém nam trong
khoang 18 dén 20 diém.
3. Loc danh sach nhitng thi sinh trang tuyén va cé ca ba diém toan, vin ngoai ngit
dat tir diém 9 tr6 1én.
4. Loc danh sach nhitng thi sinh tring tuyén ¢ mién Bic va mién Nam. Sao chép
két qua sang ving khac va hay loc.
5. Loc danh sach nhiing thi sinh & mién Trung trang tuyén va c6 ho Nguyén. Sau
do huy loc.
6. Loc danh sach nhiing thi sinh & mién Trung va mién Nam trang tuyén c6 tén la
- 76 -



Nam. Sau d6 huy loc.

. Loc danh sach nhiing thi sinh khéng phai ho Tran va c6 Tong diém 16n hon
hoic bang 24.

. Loc danh sach nhiing thi sinh khong phai & mién Béc va khong trang tuyén.

. Loc nhiing thi sinh c6 ho Nguyén va ho Hoang dong thoi c6 Tong diém 16n hon

hoic bang 24.

Goi y, vung ti€u chuan c6 dang

Ho va tén Tong diém
Nguyén * >=24
Hoang * >=24

10. Loc nhiing thi sinh khong trang tuyén va co6 Tong diém trong khoang tir 15
dén 20 diém.

Goi ¥, ving tiéu chuan c6 dang
Tong diém Téng diém Trang tuyén

>=15 <=20 Khong

11. Loc céc thi sinh tring tuyén va c6 diém toan 16n hon hodc bang 9, diém vin

16n hon hoic bang 8.

Go1y, vung ti€u chuan c6 dang

Toan Van Tring tuyén

12. Loc nhitng thi sinh xép loai t6t nghiép gioi c6 diém ngoai ngit 16n hon hoic

bang 9 va nhirng thi sinh t6t nghiép loai kha va c6 diém toan bang 10.
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Goi y, vung ti€u chuan c6 dang

Xép loai TN

Gio1

Kha

>=9

Toan

10

Ngoai ngilt

Bai 4. Mo file QLHS.XLS va thyc hién loc sit dung chtrc nang PivotTable tra 161 cac

cau hoi sau:

l.

Bai 5.

Sau:

STT

O 0 | N DN bW =

—_
()

Yéu cau:

02/02/1999
02/02/1999
15/02/1999
15/02/1999
15/02/1999
15/02/1999
03/07/1999
20/03/1999
20/03/1999
20/03/1999

truong cot, chon truong.

Tén sach

Doremon -1

Tap 0 16p 3.t1

Doremon -1

Tép t6 16p 3.t1

Doremon -2

Tap to 16p 3,t1

Tiéng Viét 16p 3,t1

Tiéng Viét 16p 4,t1

Tiéng Viét 16p 3,t1

Tiéng Viét 16p 5,t1

Nha xb

Kim dong
Giao duc
Giao duc
Kim dong
Giao duc
Giao duc
Kim dong
Giao duc
Giao duc

Giao duc

Loai

Truyén Tranh
Sgk
Sgk
Truyén Tranh
Sgk
Sgk

Truyén Tranh
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Pon | Sb
gia | luwong
6500 5
1200 10
3500 15
6500 25
1200 20
3700 9
6500 30
3500 25
1200 8
4000 20

Tong hop sé hoc sinh tring tuyén va khong trang tuyén theo cic mién Bic,
Trung va Nam. Khong yéu ciu tao truong trang. Két qua dua vao sheet méi va
doi tén 1a BCTTI.
Tinh diém trung binh cua sé hoc sinh trung tuyén va khong tring tuyén trong

ting mién. Yéu cau, chon Mién lam truong trang, chon truong Trung tuyén 1am

M file méi, ghi vao dia véi tén la QLSACH.XLS. Tao bang dir liéu theo mau

Thanh
tién



o ® 2o

. Nhép dir liéu cho céac cot Stt, Ngay, Tén sach, Nha Xuit ban (Gido duc, Kim

ddng, ...), Loai (SGK, Truyén Tranh, Tiéu thuyét,...), Pon gid va Sé luong.
Nhap it nhat 10 ban ghi theo mau.

Cot Thanh tién dugce tinh theo cong thic sau:
Thanh tién = don gia * sd lwong néu sd lwong nhé hon 10.
Thanh tién = don gia * sb lugng *(1 - 5%) néu sb luong tir 10 dén 20.

Thanh tién = don gia * sdlugng*(1-10%) néu sb lugng 16n hon hoic bang 20.

. DPat tén cho sheet hién thoi la BANHANG

Sao chép sang sheet mai, sap xép theo gia tri ting dan cua tén nha xuat ban.
Néu gi4 tri cia nha xut ban tring nhau thi sap xép theo gia tri giam dan cta cot
Thanh tién. Pt tén vang dir lidu vira sao chép sang 1a Bansaol. Dit tén sheet

hién thoi 1a TONGHOP.

. Dung chirc ning Sutotal dé tinh tong thanh tién cta timg nha xuat ban va tong

chung. Sao chép két qua sang ving khac cia Sheet TONGHOP va dit tén cho
ving két qua 1a TH.NHAXB. Két qua c6 dang nhu sau:

Nha xb Thanh tién
Giao duc Total 276525
Kim dong Total 354250
Grand Total 630775

Quay vé ving Bansaol, hily subtotal vira tao.
Click hoat sheet BANHANG. Loc cac sach duogc ban trong thang 2 nam 1999.
Loc cac sach thudc loai SGK dugc ban trong thang 3 nam 1999.

Loc céac sach cta nha xuat ban Kim dong duoc ban trong ngdy 15-2-1999 va 7-

3-1999.

10. Loc tat ca cac sach Tiéng Viét da ban dugc.

11. Huy loc va hién tit ca cic ban ghi

12. Dung PivotTable dé tao bao cdo tong hop tai sheet méi, c6 dang nhu sau:
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A B C
1 |Nha xb (All) -
2
3 Data |
4 Tén sich Sum of 88 lugng Sum of Thanh tién
5 | Doremon -1 30 178750
G |Doremon -2 30 175500
¥ |Doremon -3 20 117000
8 |Taptdldp 3.t1 38 428600
9 Tidng Viat 1&p 3.t1 40 1286235
10 | Tiéng Viat 1gp 4.t1 g 33300
11 | Tidng Vidt 1&p 5,t1 20 F2000
12 | Totn 2, t1 10 32300
13 | Grand Total 197 TEOOTS

13.D0i chd trudng trang va truong hang, sao cho két qua c6 dang sau:

A = C
1
2 |Tensach  [call [+|
3
4 Diata |
5 Nha xb Sum of 83 lrgng Sum of Thanh tidn
6 |Gido duc 117 JOBELS
7 |Kimdédng &0 471250
& | Grand Total 197 TREOOT S
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BAI THU'C HANH 6 (3 tiét)
On tap

1 NOI DUNG THU'C HANH

On tap lai cac no1 dung da hoc

2 TOMTATLY THUYET

On tap cac phan 1y thuyét da hoc

3 TO CHUC THUC HANH

Sinh vién chon mot trong cac bai thuc hanh dé thuc hién dudi sy huéng dan cia

gido vién. Cuoi gio gido vién chon mot trong cac bai sinh vién da thuc hién dé phan

tich cho ca 16p va dé nghi sinh vién stra chira lai cac thao tac chinh x4ac hon (néu c6 sai

sot).

4 BAI THUC HANH TREN LOP

Bai 1. Nhap, trinh bay bang tinh (trén trang tiép theo) va thuc hién cac yéu cau sau:

1.

Dua vao bang phu 1 va phuy 2 dé dién Tén mit hang. Vi dy; A0O1 = Gach men

loai 1

. Dua vao bang phu 1 dé dién vao cot Pon vi tinh.

. Dua vao bang don gia va bang phy 2 dé tinh don gia.

Tinh cot thanh tién theo yéu ciu sau:
Thanh tién = S6 luong x Pon gia

(Gidm 2% cho c4c mat hang c6 gia thanh 16n hon 1,000,000).

. Pinh dang s c6 dau phan cach hang ngan (1,000).

Trich ra danh sach ctia tit ca cac mat hang loai 1. (Trich toan bo thong tin)

Ghi thanh tép véi tén ThiExcel.xls
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G24 - f
A B | C D E | F | G
1 |Cilm hang vt ligu xdy dung ABC _
2 BANG TONG KET CUOI NGAY
3 Ngay ....[....0......
grr | MW mathaes | PP | | Doa sid | Thaah tién

4 hang i tinh
] 1 A0l 1.000
6 2 BO1 30
7 3 A2 1.200
8 4 Col 20
9 5 C02 50
10 Tong
11
12 |Bang phu 1 Bang phu 2

Riwr iy i VIXD| Do vi tinh Kitrdher - Chat
13| uohat i ’ 2vai Lirong
14 |A Gach men  |Vien 01 loai 1
15 |B Ton Tam 02 loai 2
16 |C Ximang Bao
17
18 |Bang don gia

Rewribae -y i) Loai 2 Ma mat
19| ohbat i i hang
20 A 15000 13000
21 |B 80000 70000
22]c 85000 750000 00 0

Huéng din

loai hang vao 1 6 nén phai ding 2 ham Vlookup, dé ndi 2 ham dung ky tu “&”. Ngoai

ra con phai tim trong bang phu 2, dé dién thém loai ctia mat hang, cha ¥ gia tri can tim

1. Dung ham Vlookup dé dién tén mat hang, cht ¥ vi phai dién tén mat hang va

dé so sanh trong bang phu 2 13 2 ky tu cudi cuia Ma mit hang (Right, lay 2 sd).

hoac

Cong thuc 6 C5:

=VLOOKUP(LEFT(B6;1);$A$14:$C$16;2;0)

&VLOOKUP(RIGHT(B6;2);SES$14:$F$15;2;0)

(ham Vlookup th&r nhat 13y tén mit hang va ham Vlookup thtr 2 1dy tén loai 1

2).

* Sao chép xudng céac 6 con lai cia cot.
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2. Pién cot Pon vi tinh ciing gidng nhu cau 1, nhung lay gi tri trong cot thir 3
ctia ving tham chiéu.

Cong thirc 6 D5: =VLOOKUP(LEFT(B5;1);$A$14:$C$16;3;0)

3. Bé dién don gia ciing ding ham Vlookup, nhung chi y cot sé ldy gi tri trong
cung tham chiéu (ving bang don gia), néu ky tu cudi ciia ma mat hang 1a 1 thi 13y cot
thé 2 (loai) nguoc lai 14y cot 3 (loai 2).

Cong thuce 6 F5:

=VLOOKUP(LEFT(B5;1);$A$20:$C$22;IF(RIGHT(B5;1)="1";2;3);0)

4. Dé 1ap cong thuc tinh cot thanh tién can chi y: Néu tong sb tién 16n hon mot
triéu thi duoc giam 2% trén tong sd tién, nguoc lai khong giam.

Cong thuc 6 G5: =IF((E5*F5)>10000000;(E5*F5)-((ES*F5)*2%);ES*FS)

5. Pinh dang sb ¢6 phan cach hang ngan

Chon Format\Cell va chon bang Number, trong khung Category cua hdp thoai

Format Cell, chon muc Custom va nhap dang can thiét (#,##0[$ d]) vao khung Type.
(Co thé dinh dang mot 6, 10 sao chép dinh dang dén 6 khac).

6. Dé rut trich cac mat hang thudc loai 1, can chu y cac mat hang thudc loai 1 co
ma hang 1a 01, trén co s& do ta tao ra mgt vung diéu kién dé rut trich, vung do sé€ co 4
6 1ién nhau cung trén mot cot 1an luot c6 noi dung nhu sau: Ma mat hang, AO1, BO1,

CO01, va thuc hién:
e Chon toan bg vung dir licu muén tim dé rut trich.
e Chon Data\Filter\Advanced Filter
e Trong hop thoai Advanced Filter, Click chon muc Copy to another location.

e Nhép dia chi viing diéu kién vao khung Criteria (nén dit gia tri tuyét doi cho
dia chi)

e Nhép dia chi 6 dau tién cia vi tri s rat trich dir li¢u dén.
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Bai 2. Nhap va trinh bay bang tinh, sau d6 thyc hién cic yéu cau sau:

Ja A i
A | B | ¢ | b | E | F | & | H |
1 |Quan Iy khach san ABC:

Bing Theo Dai Khiach Hang

SIT | Khich | °  [Neay dén| Neay di | Tien thue | % |Tien phai tra
3 phong | =~ = giam
4 1 Nam A0l |01-01-98|10-01-98
5 2 Hing BOL [15-01-98|15-01-98
6 3 Nam A0l |20-01-98|25-01-98
7 4 Minh C02  [15-01-98 | 20-01-98
8 5 Thanh | B02 |25-01-98] 30-01-98
9 G Diing A02 101-01-98 | 30-01-98
10
11 | Bang gia thue phong (VND)
12 |Loai Gia/ngay Neay
13 A so000 4
14 B 300000
15 C 200000 Tong s6 ngudi & trong ngay 15-01-98
16 Tong so tien thu duoc tir ngay 01 den 15
17
18 Neaay
19

1. Tinh tién thué: = S6 ngay & x Gia thué 1 ngay
Ghi chu: Ky ty dau cia S6 phong cho biét loai phong
2. Tinh tién giam: Néu khach nao & vao ngay 15/01/2006 thi duoc giam 50% tién
thué cua ngay do.
3. Tién phai tra: Tién thué — Tién giam
4. Hay cho biét:
0 Tong sb ngudi & trong ngay 15/01/2006
0 Tong sb tién da thu duge tir ngay 01 dén ngay 15/01/2006.
5. Trich ra nhitng nguoi ¢ trong ngay 30 gdm céac cot Khach, S6 phong, Ngay
dén, Ngay di, Tién phai tra.

Huéng din
1. Tién thué phong: S6 ngay & = ngay di — ngay dén, nhung phai loai trir truong
hop ngay di va ngay dén cung 1 ngay thi van phai 1y bang 1. Dung ham Vlookup dé
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lay gia tri thich hop trong bang gia phong, dicu kién dé so sanh 1a ky tu dau cua S6
phong (dung ham Left). Cong thirc 6 F4:
=IF((E4-D4)=0,1,E4-D4)*(VLOOKUP(LEFT(C4,1),$A$13:$B$15,2,0))

2. Tinh tién giam: C6 hai diéu kién dé xac dinh nhitng khach ¢ vao ngay 15:

Ngay dén phai <=15, ngay di phai >=15. ding ham AND dé ni hau diéu kién nay.
Dung ham Vlookup nhu & cau 1 dé 1y gia thué phong 1 ngay va nhan véi 50%.
Cong thuc 6 G4: =IF(AND(DAY(D4)<=15,DAY(E4)>=15),

(VLOOKUP(LEFT(C4,1),$A813:§B$15,2,0)*50%),0)

3. Tién phai tra: = Dia chi 6 tién thué — Dia chi 6 tién giam

4. Tinh téng sb:

e Tong sd nguoi ¢ trong ngay 15: C6 thé dung ham Dcount dé dém s6 ngudi o
trong ngdy 15 theo hai diéu kién nhu & cau 2. Tuy nhién trong trudng hop nay
dung ham Dcountif s& don gian hon, vi s6 nguoi & trong ngay 15 chinh 1a s6
ngudi duge hudng tién giam.

Cong thire tinh sd ngudi trong ngay 15: =COUNTIF(G4:G9,">0")

e Tong sb tién thu dugc dén ngay 15: Dung DSUM dé tinh tong, diéu kién &
day 1a ngdy di phai <=15 (=DAY(E4)<=15), cha y khi thiét lap ving diéu
kién c6 diéu kién 1a dang cong thirc thi tiéu dé ctia 6 diéu kién khong duoc
tring voi cac tiéu dé cua ving dit liéu.

Cong thirc: =DSUM(A3:H9,H3,Vung diéu kién)

5. Rat trich nhitng khach hang & trong ngdy 30: Thiét 1ap ving diéu kién dé rut

trich & cdu ndy cling giéng nhu ving diéu kién dé tinh tong & cau 4, nhung cong thirc

diéu kién 1a ngay di phai bang 30 (=DAY(E4)=30)

Sau khi thiét 1ap vung dir li€u, st dung trinh don Data\Filter\Advanced Filter
dé rat trich. Trong hop thoai Advanced Filter & khung Action chon myc Copy to
another location, nhip dia chi ving dit liéu mudn rut trich trong khung List range
($B$3:$H$9), nhap dia chi ving diéu kién trong khung Criteria range, nhap dia chi 6

dau tién ctia ving bang tinh s& rat trich dén khung Copy to.
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5 BAITAP VE NHA
Bai 1.
1. Nhap CSDL sau (bit tén 1a LUONG):

BANG LUONG THANG 6 NAM 2006

SIT Hovatén Ngaysinh LuongCB  °"™%  Thuéne Phat Téng thu
1 Leé Thi Teo 12/03/56 276 20
2 LovanChi  03/11/67 290 23
3 PaoThiPheo  05/10/68 254 18
4 HaThi N& 09/04/72 310 24
5 PévanLidu  23/06/77 333 26
6 ViavanXién 1400576 290 19

2. Sir dung céc chirc ning Copy, Cut, Paste, Paste Special,... d& bo sung vao
CSDL trén cho du s ngudi trong Co quan 13 30 ngudi.

3. Sao chép CSDL trén (Sau khi da bo sung) sang Sheet khac, rdi x6a cot Ngay
sinh, thém vao sau cdt Luong CB mot cdt Phu cép.

4. Thay thé murc luong CB tir 276 thanh 285, tir 333 thanh 359.

5. Thu hep cot S6 ngay cong va Luong CB r6i ddi hudng tiéu dé cac cot d6 thanh
quay doc theo trang.

6. Lap mot CSDL méi (Pat tén 1a HANGBAN) c¢6 cac cot: Ngay ban, Nguodi ban,
Tén hang, Loai hang, Pon vi tinh, Sd luong,Gid, Thanh tién, trong d6 Tén hang gém
c6 Ban 1a, Quat cay, Bép ga, Vai; Loai hang gém 3 loai A, B, C. Sau d6 12p mot bang
gia (bat tén 1a DONGIA) cho cdc mat hang va loai hang tuong ung.
Bai 2.
1. Mo CSDL LUONG ¢ bai 1, tinh:

a) Gia tri cho ¢t Thuong va Phat theo cong thuc:

S6 ngay cong > 20: Thuong 15% Luong CB
15 < S6 ngay cong < 20: Thudng 10% Luwong CB

10 < S6 ngay cong < 15: Phat 2% Luong CB

— 0 <S4 ngay cong < 10: Phat 7% Luong CB
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b) Tinh ¢t Tong thu theo cong thirc:
Téng thu = Luong CB + Thudng - Phat

2. Mé CSDL HANGBAN va thuce hién cc yéu cau sau:

a) Tinh cot Thanh tién

b) Tinh S lugng hang ban va S tién ban dugc cua cac mit hang cho tat ca cac
loai, cho tung loai.

¢) Tinh S6 tién ban hang cua tirng nguoi

d) Sao chép CSDL HANGBAN sang mdt CSDL khéc rdi x6a cot Loai hang va
1ap mdt bang gid mai sau do tinh lai ot Thanh tién.

3. Lap CSDL méi (bt tén 1a SINHVIEN) c6 cac ¢t sau: Stt, Ho va tén, Ngay sinh,
Chimg chi NN (A, B, C), Chtmg chi Tin hoc (A, B, C), Piém moén 1, Piém moén 2,
DPiém mén 3, Diém mén 4, Piém TB. Sau d6, thém cot Xép loai hoc tap va can cur vao

Diém TB dé tinh cot nay theo qui tic:

e 0<Diém TB<4: Xép loai hoc tap Kém

e 4<Piém TB < 6: Xép loai hoc tap Trung binh

e 6<PiémTB<S8: Xép loai hoc tap Kha

e 8<Piém TB < 10: Xép loai hoc tap Gioi
Bai 3.

1. Mé CSDL LUONG, HANGBAN, SINHVIEN r6i sir dung céc tinh ning Sip
xép dé sdp xép lai cac CSDL nay theo céc chi tiéu tiy y.

2. St dung chirc ning FORM d¢é thao tac trén cac CSDL do.

3. Tim trong CSDL LUON G danh sach nhiing nguoi c6 muc Luong CB tir 270-

333, sinh sau ndm 1970; dua ra danh sach nhitng ngudi c6 ngay cong trén 20 ngay.
4. Tim trong CSDL HANGBAN danh muc mét hang Quat cay Loai A.

5. Tim trong CSDL SINHVIEN danh sach nhiing sinh vién Xép loai hoc tap 1a
Gi6i1, c6 Chung chi NN C, Chung chi Tin hoc C, sinh ttr 01/01/75 tr¢ di.

-87 -



Bai 4.
1. Str dung cac ham VLOOKUP, DSUM, chuc nang ADVANCED FILTER thyc hi¢n
lai cac bai tap & Bai 2 va Bai 3.
2. M&é CSDL HANGBAN, sau do6:

a) Tinh tong sd tién cla timg ngudi ban

b) Tinh S6 luong cac mit hang ban duoc va s tién tuong tng
3. Str dung chirc nang PIVOT TABLE dé 1ap bang tong hop cho CSDL HANGBAN,
trong d6 yéu cau co thé tra ctru duoc thong tin theo Ngay ban, cac thong tin can biét 1a
S6 lugng, SO tién cua ting mat hang theo timg loai.
4. Hay tao mot CSDL méi c6 hinh thirc gidng CSDL HANGBAN, chi khac vé gia tri &
cac cot Sb lugng, Thanh tién roi st dung churc nang CONSOLIDATE dé tinh téng Sb
luong va Thanh tién cta hai CSDL nay theo timng mat hang.
Bai 5.
1. Tao bang tinh theo mau sau.

TONG HOP TIEN - VANG CHO VAY

] DIEN DON VI 5 THOI HAN | TRA LAN
MS-KH | NGAYVAY | )y TINH SOVAY (thang) | DAU TIEN
MN120-01 19/07/2001 300.00
MX024-02 |  10/07/2001 5,000,000.00
MKO012-03 |  05/06/2001 5,000,000.00
MNO060-04 |  06/03/2001 310.00
MK024-05 | 29/10/2000 7,000,000.00
MX012-06 | 29/01/2001 10,000,000.00
MN120-07 | 14/04/2001 350.00
MNO060-08 |  26/12/2000 300.00
MX036-09 | 18/12/2000 7,000,000.00
MX024-10 | 30/01/2001 10,000,000.00
BANG 1 -LAI SUAT CHO VAY
THOI MUA MUA PO GIA
HAN NHA WOl 248 DUNG
12 0.30% 1.00% 0.80%
24 0.30% 0.80% 0.70%
36 0.45% 0.60% 0.60%
60 0.50% 0.60% 0.60%
120 0.60% 0.60% 0.60%
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2. Sap xép bang TONG HOP TIEN - VANG CHO VAY sao cho c6t MS-KH ting dan.
e Thém 2 cot LAl SUAT, NGAY TRA PAU TIEN vao bén trai cua cot TRA
LAN PAU TIEN.
e D6i tén sheet hién hanh thanh 1a TIEN-VAY.
3. Lap cong thirc dé dién dir liéu vao cot DIEN-VAY, néu ky tu tht 2 trong MS-KH 1a
"N" thi DIEN VAY 1a "MUA NHA", néu ky ty tht 2 trong MS-KH 1a "X" thi DIEN
VAY 1a "MUA XE", trudng hop khac thi DIEN VAY 1a "MUA PO GIA DUNG".
4. Lap cong thire dé dién dir lidu vao cot PON VI TINH, néu SO VAY nho hon 1000
thi DON VI TINH 1a "CHI", truong hop khac thi DPON VI TINH 1a "BONG".
5. Lap cong thirc dé dién dit liéu vao cot THOI HAN, 1a 3 ky tu (tir thtr 3 d&én tha 5)
trong MS-KH va duoc chuyén thanh dit lidu kicu s6.
6. Lap cong thirc dé dién dir liéu vao cot LAI SUAT, dua vao THOI HAN, DIEN
VAY dé do tim trong BANG 1.
7. Lap cong thuc dé dién dir liéu vao cot NGAY TRA PAU TIEN, 1a 30 ngiy sau
NGAY VAY.
8. Lap cong thirc dé dién dir liéu vao c6t TRA LAN PAU, 1a (SO VAY / THOI HAN
+SO VAY * LAI SUAT ) * GIA va dugc lam tron sb dén 0 s6 1¢. Biét GIA 1a 495000
néu NGAY TRA PAU TIEN truéc ngay 15 thang 8 niam 2001 va DPON VI TINH la

"CHI", néu NGAY TRA DAU TIEN tir ngay 15 thang 8 nim 2001 tr& vé sau va DPON
VI TINH 1a "CHI" thi GIA 1a 500000, trudng hop khac thi GIA 13 1.

9. Dung chirc nang advanced filter dé tao ving dit liéu gébm cac dong dit liéu c6 THOI

HAN tir 36 dén 60.

10. B6i tén Sheet hién tai “Tonghop”
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