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LOT NOI PAU

Chdc cde ban dé tiung lam quen vdi cde phién bdn Excel
97, Excel 2000 va Excel 2002 va cdc ban hdn da hai long voi
no. Tuy nhién hang Microsoft lai chua bdng long véi chinh
minh, cde chuyén gia cia hang da nghién cuu b6 sung va cho
ra doi phién bdn Excel 2003. Pby la mét chuong trinh bdng
tinh méi nhdt ciia hang Microsoft. N6 héi tu déy du dac diém,
tinh ndng cida cde phién bdn trude, déng thoi phién bdn msi
nay da duge cdi tién va b6 sung thém nhiéu tinh ndng tan
tién khdc, giup cho vige sit dung duge thugn tign va dé dang
hon. Véi Excel 2003, chdc chdn céng vie ciia ban sé dat duoc
hiéu qud cao hon.

Dé cung cdp cho ban doc nhitng kién thie nhém lam quen
va khai thic déi da cdce tinh ndng ciia Excel 2003, ching toi
bién sogn cudn sdch “Huwéng dan st dung Excel 2003”.
Cubn sdch nay dé cdp téi nhiang vdn dé co ban nhdét nhdm
giip cho ngudi chua tiép xic véi Excel bao gicr cing dé dang
ndm bat duge. Béng thot cuén sdch eiing trinh bay nhitng khia
canh chuyén sdu dé€ nhiing ngudi da quen véi Excel tham khéo
ndng cao trinh d¢. Cudn sdch duge chia lam 10 chuong va 2
phu luc:

Chuong 1: Téng quan vé Excel 2003.
Chuong 2: Nhap, dinh dang dit lidu va trang tri bdng tinh.
Chuong 3: Qudn ly cde tdp tin Excel 2003.

Chuong 4: Céng thuc va tinh todn trong Excel.



Chuong 5: Cac ham trong FExcel 2003.

Chuong 6: Macro va ham do ngudi dung ty dinh nghia.
Chuong 7: Minh hoa bang biu dé v so dé trong Excel.
Chuong 8: Qudn tri diz lidu bdng Excel 2003.

Chuong 9: In dn trong Excel

Chwang 10: Mot 36 chue nang néng cao.

Phuy luc 1: Mot s6 phim tdt trong Excel.

Phu luc 2: mot o6 thy thudt trong Excel.

Trong qud trinh bien sogn, mdc du da né lue rat nhidy
xong vén khéng thé tranh khi nhitng thidu sot nhar dinh. Rdt
mong nhin duge su gop y chén thanh cua cdc ban dé ldn tdi
bdn sau duoc tot hon.

Chic cdc ban thanh céng!

Tac gia
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Chuong 1

TONG QUAN VE EXCEL 2003

» Tai sao lgi chon Excel 20032
» Excel 2003 c6 gt méi?

Y

Khéi dong va thodt khéi Excel 2003
» Nhiang ddc diém cia bdng tinh Excel 2003
» Cdc yéu cu vé cdu hinh dé chay Office 2003

Excel 2003 1a mot chuong trinh bang tinh méi nhat cia
hang Microsoft. N6 1a mét phén cia b3 Office 2003 hay con
goi 1a Office 11. V& can bén, Excel 2003 van gibng vdi cac
phién ban Excel truée hién dang phé bién ¢ Viét Nam nhuy:
Excel 97, Excel 2000, Excel 2002 hay con goi 1a Excel XP. Tuy
nhién Excel 2003 s&¢ mang dén cho ban nhiéu tinh niang mdi
giup ban thue hién céng viac hiéu qua hon.

Cing gidng nhu cic phién bin Excel trude, bang tinh
Excel 2003 dugc cdu thanh & cde ¢dt va cde hang. Vi vay né
thudng duge dung dé Xt 1y va tinh todn cdc di lidu dusi dang
bang, ching han nhu béng luong, bang tinh néng sudt, béng
cén déi thu chi, bang dy chi ngan sdch v.v.. Ngoai ra, ngusi ta
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con ding Excel 2003 d& t& chue va quan 1§ dir lisu, Tuy nhién
kha nang nay cia Excel khong duoc t61 nhu Access hay SQL..

Excel 2003 ¢6 giao dién rat than thién va d& su dung,
khéng can phai nhg nhiing ciu lénh rudm ra rde réi. Thue
chdt Excel 2003 1a “nhitng s6 sdch dién tG” khéng 16 thay cho
nhiing cufn s6 théng thudng. Pidm khac biét 1a ¢ ché, nhimg
cuén sé thong thuéng chi cho phép ban ghi lai cac s& lidu ma
thoi, con véi nhing 6 sach dién t cia Excel thi ngeoai chue
nang ghi chép nhu s8 sdch théng thutng, chiing ¢dn cho phép
ban thue hién nhimg phép tinh phidc tap mét cach nhanh
chéng va chinh xdc, ngoai ra no con cho phép ban tim kiém,
thay thé, sdp xép, trich loc diy l1éu v.v.

1. TAlI SAO LAI CHON EXCEL 2003?

Microsoft Office Excel 2003 cho phép ban bién du liéu
thanh théng tin véi cac ¢dng cu manh giip ban phéan tich,
giao ti€p va chia sé két qua. Excel 2003 ¢6 thé giip ban lam
viéc theo nhém t6t hon, déng thai né cung giap ban bdo vé va
ki€m sodt duve viée truy xudt vao dit liéu clia ban. Ngoai ra,
ban cdn ¢6 thé lam viée véi cde di ligu dang XML (Extensible
Markup Language) dé dé dang két néi véi cde tién trinh lam
viec. Nhin chung Excel 2003 c6 nhiéu didm uu viét hon cdc
hién ban trude. Dudi day 1 mét s6 1y do chd yéu dé ngudi ta
hon Excel 2003.

Kha ning thu nhan va tai s dung dit liéu

Nhép cde di liéu cta doanh nghiép vao béng tinh dé truy



xudt kip thoi hon vao nhitng théng tin can thiét gitp dua ra
nhimg két qui hop ly.

Tén dung duge s6 liéu & moi nei. Excel 2003 ¢4 thé
doc duge dit lidu & bat e kidu dinh dang XML nao do
khéch hang dinh nghia ma khéng cdn phdi dinh dang
lai. Ban ¢6 thé dung bidu d, bang bidu dé phan tich va
thao tdc véi cdc nguén dir lidu XML.

Xay dung dude giai phap da ligu cia ridng ban.
Nhiing nguti st dung Excel c¢6 nhiéu kinh nghiém cé
thé ding céng cu “vach dudng” XML méi d& vach ra
mét gidn d6 XML do ngudi dung dinh nghia dé dua vao
mét bang tinh Excel.

Phéin tich di lidu t6t hon. Excel 2003 cho phép
phan tich chinh xdc va tin cdy cde dir lidu 6 bang viée
tim kiém céng tuyén.

Tuy bign chic ning bing cic thé théng minh.
Nhing thé théng minh trong Excel 2003 linh hoat hon.
Phéi hop cdc hianh déng cha thé thong minh véi mot
phén cu thé cGa bang tinh va 1am cho thé théng minh chi
xuét hién khi ban ré chut trong pham vi duge phsi hop.

Tuong tic duge vdi cdc hé théng cia doanh
nghiép. Nhimng nha lap trinh c6 thé xay dung céc giai
phép dya vao chimg tir tai lidu, t4n dung sy hé trg cia
XML trong Excel 2003. Vi du, ho ¢6 thé lap trinh cée &
tac vu (task pane) dé€ ching hién thi cdc tde vy va
thong tin c6 lién quan véi nhau, gilip tu ddng hoa cdc
tién trinh kinh doanh.
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Kha niang chia sé thong tin mdt cach an

toan

Excel 2003 cho phép lam viée theo nhém mét cdch hiéu

qud, cd trong ndi bo co quan va véi cdc cg quan khac. N6 ngan
chén nhitng ngudi khéng ¢é tham quyén ti€p ¢an véi cac thong
tin nhay cdm cia céng ty.

24

* Cho phép lam viéc theo nhém t6t hon. Luu nhing

bang tinh Excel 2003 vao nhitng noi lam viée chung
{(workplace) dé cdc thanh vien khac cda nhém cé thé e
duge phién bdn mdéi nhat va cho phép luu cdc danh
sach tde vy, cde tip tin 6 lién quan, cde lién két va cdc
danh sdch thanh vién. Nhong noi lam viéc chung can
phai 6 Microsoft Windows Server'™ 2003 chay
Microsoft Windows® SharePoint™ Services.

Chinh sd@a cic danh sich trong Windows Share
Point Services. Viée tich hgp v6i Windows
SharePoint Services cho phép ban soan thac cdc danh
sdch trong cde bang tinh Excel va truyén ching téi cac
vi tri (site) cla Windows SharePoint Services d& da
dang chinh sita. Ban c6 thé chinh sita cde danh ssch
trong Excel hodc ¢ site cla Windows SharePoint
Services.

Kiém sodt sy phan chia cong viée. Vi chic nang
quan 1y cdc quyén théng tin (Information Rights
Management - IRM), Excel 2003 cho phép bao vé cdc 8
liéu clia cong ty bing cich khéng cho ngudi nhéan
chuyén tiép, sao luu hoac in &n céc bidng tinh quan



trong. Ban cé thé phan quyén cho ngudi khédc dé ho c¢6
thé xem, téng k&t ho#c chinh sia bang tinh cla ban.
DPéng thdi ban cdn ¢6 thé dit han cho nhing quyén do,
néu hét han thi nhitng ngudi duge phan quyén sé ching
lam gi dugc vdi bang tinh caa ban. Chic nang IRM doi
héi phai c¢6 Windows Server 2003 chay Microsoft
Windows Rights Management Services (RMS).

Luu 3: V&i Office Professional 2003, ban cé thé siu
dung Excel d€ tgo ra cde bdng tinh bdo vé bdng chic ndng
IRM va phén quyén cho nhiing nguoi khdc dé ho co thé truy
xudt va chinh sita cde bdng tinh ctia ban. Ban cing c6 thé dp
dung edc mdu biéu chinh sdch (policy template) cho cdc bdng
tinh duge bdo vé bang IRM ma bagn tao ra. Voi Microsoft
Office Standard Edition 2003, ban cé thé doc cdec bdng
tinh bdo vé bdng IEM vg néu cé quyén, ban cé thé chinh sia
chiing.

Kha ning gia ting ning suit

Véi kha ning cé thé co dong va truy xuat duge thong tin
cho phép ban tao ra cdc bang tinh tot nhat.

*» Tap trung vaoc cong viée. Véi 6 tac vu Research, viée
tim ki€m dugc thuc hién dé diang hon ma khéng can
phdi thoat khéi Excel. Research mang dén cho Excel
cua ban cac tit dién dién tu, cic site nghién cifu truc
tuyén giip ban tim ki€m théng tin va két hop théng
tin d6 vao bang tinh. (M§t s6 chitc ning cia Research
chi thuc hién duge khi may tinh cia ban duge ndi véi
Internet).
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Tim tr¢ gitdp ma ban mudn. Ti c4c 6 tdc vu Getting
Started va Help, ban c¢é thé truy xudt vao Microsoft
Office Online Assistance § trang web Microsoft Office
Online. Trang nay cung cdp cho ban céc tro giup cing
nhu cdc bai bdo thudng xuyén duge cidp nhat theo véu
ciu cla ngudi st dung. (Mt s§ chic ndng cia cde & nay
chi thuc hién duge khi mdy tinh cia ban duge néi voi
Internet).

Tinh eo ddng. Néu ban ¢6 mdt may tinh d€ ban, ban
¢6 thé st dung chic nang danh ddu bing mue sé
(digital ink) d€ chu gidi cho céc béng tinh Excel 2003
bang chif viét ctia ban thong qua mét cay but nhap lidu.
Ban ¢6 thé ghi chd hoac gi céc chd gidi cho ngudi
khac.

2. EXCEL 2003 CO Gi MG1?

So vl cde phién ban Excel trude thi Excel 2003 ¢6 thém

mot s tinh nang mdi, wu viéL hon. Céc tinh nang nay gidp
ban thuc hién céng viée duge nhanh chéng va chudn x4c.

Chic ning tao danh sach

Trong Microsoft Office Excel 2003, ban ¢6 thé tao ra cac

danh sdch (list} trong bang tinh clia ban dé nhém va lam viée
voi cdce dif liéu c6 lidn quan. Ban ¢6 thé tao ra mot danh séach
v6i dit liéu hién c6 hodc tao danh sdch tit mot ving tréng. Khi
ban chi dinh mdt ving 1a danh séch, thi ban cé thé d& dang
quan 1y va phan tich di lidu mot cach doe 1ap vdi dit liu khéc



nim ngoai danh sdich. Ngoai ra, nhitng théng tin n3m trong
trong danh sich c¢d thé chia s& dude véi nhimg ngudi khac
théng qua viéc tich hgp vdéi Microseft Windows SharePoint
Services.

Véi giao dién ngudi ding méi va mdt tdp hop chire ning
duge xudt hién ¢ cdc ving ma duge thiét k& nhu mét danh
sdch. (Xem Hinh 1.1)

‘J. e
JColumnif=]Column2i>

3 —

e e Bip
H otal

Hinh 1.1. Mét danh sdeh Excel 2003 va cde
thanh phdn cida né

1 Mai co6t trong danh sach déu mic dinh cé nit
AutoFilter ndm & ddng tidu dé, cho phép ban trich loc ho#ic
sip x&p dit lidu nhanh chéng hon.

2 Dudng vién mau xanh didm cda danh sdch lam ndi bat
lén pham vi cdc 6 hinh thanh nén danh sach. .
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3 Hang trong khung danh séch ¢6 dau sao (*) duge goi
dong nhép liéu. Nhiing théng tin nhéap vao trong dong nay
duge tu déng bé sung vao danb sdch.

# Dong tdng s (total) ¢6 thé duge b3 sung vao danh s
cia ban. Khi kich vao mét 6 cia dong téng s6, ban ¢6 thé ¢k
tir danh sdch 58 xuéng cde ham tinh téng.

% Ban c6 thé diéu chinh kich thude ctia danh sich b
cdch nhén gitr va kéo ré nit diéu chinh & géc dudi bén pl
khung danh sach.

Tich hgp vdi Windows SharePoint Servic:

Cdc danh sdch Excel cho phép ban két hop cdc thong
ndm trong danh sich tich hgp v6i Windows SharePo
Services. Ban c6 thé tao ra mdt danh sich SharePoint dua
danh sdch Excel cia ban trén mét site SharePoint bang cs
xudt ban danh sdch d6. Néu ban chon lién két danh sich
véi site SharePoint, thi bat cd thay d8i nao ban thuc hién tr
danh séch Excel ciing sé& duge phan 4nh & site SharePoint k
ban déng bé héa danh sach dé.

Ban ciing c6 thé sd dung Fxcel d€ chinh sita cdc danh s4
cta Windows SharePoint Services hién dang tén tai. Ban eé t
chinh sita danh séch offline rdi sau dé déng bd héa nhimg th
d6i vita thue hién dé cap nhat cho danh sach SharePoint.

Cac ham thong ké dudc cai tién

Cdc ham dusi day da dugc cai tién dé nang cao tinh chis
xdc;
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BINOMDIST NORMINV
CHIINV NORMSDIST
CONFIDENCE NORMSINVY
CRITBINOM PEARSON
DSTDEV POISSON
DSTDEVP RAND
DVAR RSQ
DVARP SLOPE
FINV STDEV
FORECAST STDEVA
GAMMAINV STDEVP
GROWTH STDEVPA
HYPGEOMDIST STEYX
INTERCEPT TINV
LINEST TREND
LOGEST VAR
LOGINY VARA
LOGNORMDIST VARP
NEGBINOMDIST VARPA
NORMDIST ZTEST

Luwu y: Két qud ciig cde ham trén day trong Excel 2003
6 thé khde voi két qué 6 cae phién bin truge.

H3 trg XML

Viée hd trg XML chudn ¢ong nghiép trong Microsoft
)Mfice Word 2003, Microsoft Office Excel 2003, va Microsoft
ffice Access 2003 da hop 1y héa tich trinh truy xust va 15y
6ng tin gitta haj mdy tinh va cde h¢ théng d4u cudi, mé
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khéa théng tin, va cho phép tao ra cdc gial phdp doan
nghiép tich hop gitta cdc 18 chie va gitta c4c déi téc 1am &n.

Véi hé trg XML trong Excel, dir lidu cla ban c¢é thé dug
xuit hién ¢ cdc tidn trinh bén ngoai, trong mgt bd tir vun
XML &y cong viée kinh doanh lam trong tam.

XML cho phép ban t3 chic va lam viée véi cdc bang tin
va dif liéu ma trong cdc phién ban trude khéong thé thue hié
dugc hodc ¢ thuc hién duge nhung rat khé. Si dung cic gid
dé XML (XML schema), giv day ban c6 thé xdc dinh va
trich cdc mdu dir lidu cu thi L cde tai lidu binh thuong e
doanh nghiép. '

Ban ¢6 thé dinh mét giin ¢ XML tiy bién cho bit k
bdng tinh nao. Sau d6 diung & tdc vu XML Source dé sdp dit c4
6 lam cde thinh phén clia gidn dé. Khi ban da sdp x€p cdc than
phin XML vao bang tinh, thi ban c6 thé nhdp va xudt dif ke
XML vao va ra khéi cdc 6 di sidp xép.

Cac tai liéu thong minh

Tai lidu thong minh (smart document) 1a chimg tir duo
l4p trinh dé mé rong chdc nang cho bang tinh bing cdch pha:
ing ning dong trude bdi cénh cdc hanh déng cia ban.

Mot s¢ dang bang tinh, ching han nhu cac form va ca
mAau biéu, s& hoat déng t6t nhu nhing tai lidu théng minh
Cdc tai lidu thong minh dac bist hoat déng 18t vdi cdc ban,
tinh 12 m¢t phan cla mot ti€n trinh xit Iy nao dé. Vi du, con
ty cia ban ¢é mot tién trinh xi 1y viée dién vao cde form ch
tiéu hang ném clia nhan vién, v& ban di ding mot maiu bié
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cia Microsoft Office Exce] 2003 dé thyuc hien cbng viéde d6. Néu
mau biéu nay duge chuyén thanh mat taj liéu théng minh, thi
n6 c6 thé duge néi véi mét CSDI, dé tu dong dién vao mot s§
théng tin duge yéu cdu, ching han tén nhan vién, s& hiéu
nhin vién, tén giam dsc v.v.. Khi ban lam xong bso cdo chi
tidu, thi tai liéu théng minh c6 the hién thi mjt ndt cho phép
ban gidi bdo cdo d6 téi buse ti€n theo trong tién trinh xd ly.
Do tai lidu théng minh bist duge ai 14 giam déec cia ban nén
nd 6 thé ty dong “tim dudng” t6i vi giam doc dé. Va bdt ké
ngudi nao nhin duge bso co dé thi tai lidu théng minh vin
biét duge vi tri ctia né trong tién trinh danh gis chi tiéy va
diéu gi s& dién ra ti€p theo.

Cdc tai liéu théng minh giup chia sé théng tin duge dé
dang. Ching ¢6 thé tuong tdc véi nhidu CSDL va si dung
BizTalk d€ dsi theo déng céng vide. Cac ta; liéu théng minh
thadm chi con ¢6 thé tuong tic duge véi cac dng dung Microsoft
Office khdc. Ching han, ban c6 thé st dung cdc tai lidu théng
minh d€ g&i E-mail thdng qua Microsoft Outlook ma khéng
can phai thot khéi béng tinh va cing khéng can phai khai
déng Outlook.

Noi lam viée chung

St dung cdc noi lom viéc chung (Document Workspace)
dé don gian héa tién trinh dong tdc gig, chinh slfa, va xem lai
cac tai lidu cang véi nhiing ngudi khéc theo thej gian thue
théng qua Microsoft Office Word 2003, Microsoft Office
Excel 2003, Microsoft Office PowerPoint 2003, hodc Microsoft
Office Visio 2003. Mét site Document Workspace 1a mét site
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Microsoft Windows SharePoint Services, dé 1& trung tam ctia
mdt hodic nhiéu tai liéu. Nguosi ta ¢6 thé dé dang eling lam viéc
v6i tai lidu d6— bang cdch lam viée truc tiép trén ban sao cla
Document Workspace hodc lam viée trén bdn sao cta chinh
ho, ho cé thé cidp nhit dinh ky nhing thay ddi da duge luu vao
ban sao dé G site Document Workspace.

Thong thudng thi ban tao ra mét Document Workspace
khi ban st dung E-mail d& gdi tai lidu nhu mot file dinh kém
dung chung. La ngudi gui file dinh kém dang chung, nén ban
12 nha qudn tri Document Workspace d6, cdn tit cd nhing
ngudi nhin 1a thanh vién cia Document Workspace nay, tai
day ho duge cdp quyén dé déng gép cho site nay. Mot cich tao
Document Workspace phé bién khédc 1a si dung 6 tdc vu
Shared Workspace trong mit chugng frinh Microsoft
Office 2003. ,

Khi ban s dung Word, Excel, PowerPoint, hodc Visio dé
md mot ban sao cuc bd cda tat lidu ma Document Workspace
ldy dé 1am co sd, thi chuong trinh Office d6 dinh k¥ c4p nhat
tif Document Workspace nay va mang téi cho ban. Né&u nhitng
thay d8i & ban sao workspace xung dgt véi nhitng thay déi ban
vita thuyc hién ¢ bdn sao cda ban, thi ban c6 quyén lya chon
giit lai bdn sao nao ma ban mudn. Khi d4 chinh sia bén sao
xong, thi ban cé th€ luu nhing thay d8i vao Document
Workspace, nhitng thanh vién khéc c6 thé két hop nhitng thay
d6i d6 vao trong bdn sao tai liéu cda ho.

Quan ly cic quyén thong tin

Hién nay, cdc thong tin cé tinh nhay ¢dm cé thé chi duge
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kiém sodt bing viéc han ché truy xuat vao cdc mang hoac cdc
may tinh ¢6 luu trit céc théng tin d6. Tuy nhién, khi viéc truy
xudt duge cho phép thi khong thé han ché viéc "toc mach” vao
noi dung tai lidu hosc khéng ché& nhitng ngusi duge nhén né.
Diéu d6 khién cho cac thong tin nhay cdm d& dang "lan mo"
dén véi nhing ngudi chua ting ¢6 ¥ dinh tiép nhan né. B&
Microsoft Office 2003, tat nhién bao gom cd Excel 2003, cung
cdp mdt tinh ning méi, d6 1a quan 1y cdc quyén théng tin.
Tinh ning nay giap ban qudn ly céc thong tin nhay cam
khong cho né t6i tay nhimg ngudi khong c¢6 thdm quyén, do
tinh ¢& ho#c do bAt cdn.

Céc tdc gia tao ra tai liéu stt dung hop thoai Permission
(vao trinh don File\ Permission\ Do Not Distribute hosc
nhan vao biéu tuong Permission trén thanh cong cuy
chuédn dé& ¢dp quyén Read (doc) va Change (thay déi) cho nguoi
sit dung. Péng thdi tdc gig cling 6 thé thist dat thoi han cho
cdc quyén do. Tac gid cé thé go bé quyén han ché khéi mét tai
liu, bing tinh chi don gian bing mét ct nhdp chuét vio
Unrestricted Access & menu con cia Permission hoic kich

vao biéu tugng Permission E trén thanh céng cu mét 1an
nia.

Ngoai ra, cdc nha quan tri mang cha cdc cong ty con c6
thé tao ra cdc chinh séch cdp quyén cho Microsoft Office
Word 2003, Microsoft Office Excel 2003, va Microsoft Office
PowerPoint 2003 & trén menu con cua Permission va chj
dinh nhing ngudi nao c¢6 quyén truy xust théng tin va cg
quyén chinh sita & mue nao. Hosc cho phép nguoi su dung cé
duge cdc kha niing cGa Office ddi vdi cdc tai lidu, bang tinh,
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hodic bén trinh dién PowerPoint.

Luww $: Ban c6 thé tgo ra nei dung véi quyén han ché
bdng cdch sy dung Information Rights Management (IRM)
chi ¢6 ¢ Microsoft Office Professional Edition 2003, Microsoft
Office Word 2003, Microsoft Office Excel 2003, vg Microsoft
Office PowerPoint 2003.

So sanh cac bang tinh ngay canh nhau

Thét khé c6 thé quan s4t nhiing thay déi do nhidu ngusi
khac thue hién néu chi ding mot bang tinh, tuy nhién Excel
2003 cung c4p cho ban mét cach tiép cdn méi d€ so sanh cdc
bang tinh, d6 14 so sanh cac bang tinh ngay canh nhau (side
by side). Chitc nang nay (ding lénh Compare Side by Side
with trén menu Window) cho phép ban thdy ducc nhimg
khdc biét giita hai bang tinh mot cdch dé dang ma khéng cdn
phai nhép t4t nhing thay d6i dé vao mdt bang tinh. Ban c6
thé cudn ci hai bang tinh dong th&i d€ xdc dinh nhitng khéc
biét gita chiing.

3. KHOI BONG VA THOAT KHOI EXCEL
2003

Khdéi dong Excel 2003

D€ c6 thé 1am viée véi cée béng tinh cia Excel 2003 thi
trude hét ban phai khéi déng né. C6 hai céach khéi dong Excel
2003, chon cdch nao 13 ty vao théi quen va sd thich cia timg
nguoi.
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Caceh 1:

Vao menu Start ciia Windows, chon
sau d6 chon Microsoft Excel. (Hinh 1.2)
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Kich dip chudt vao bidy tugng Microsoft Excel tr8n man hinh

desktop cla Windows. (xem Hinh 1.3)
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Hinh 1. 3. Khéi dong Excel 2003 iy desktop

Thong thlr(‘ﬁlg sau khi cai Excel thi méy tinh ty tac ra
mét bidu tugng shorteut cia Excel trén desktop. Tuy nhién,
néu vi mét 1y do nao d6 ma trén man hinh desktop cia ban
khéng ¢6 bidu tuong nay thi ban ¢é thé ty tao 14y bang csch
nhén git bidu tugng Microsoft Excel trong thue don Al
Progarms va kéo ré né ra desktop.

Luu 5: O day 16 ding Windows XP, nsy ban dung
Windows 98 hode Windows 2000 thi man hinh c6é hor khdac
mot chit. Thay vi vao Start\ All Programs\ Microsqft
Excel, thi ban vdéo Start\ Programs\ Microsoft Excel.
(Xem Hinh 1.4)
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Hinh 1. 4. Man hink khdi déng Excel tiy Windows 2000

‘Sau khi chy may khdi d
nhén dugec mét man hinh lam
1.5 dudi day.

ong chuong trinh Excel, ban s&
viée cha Excel 2003 nhu § Hinh
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Hinh 1. 5. Man hink lam viée cia Excel 2003

* V& céin bin man hinh lam viée cda Excel 2003 van gitng
v61 Excel 97 va Excel 2000, Biém khdc biét 1a Excel 2003 o)
thém 6 ide v (task pane) va 6 d€ nhap cau héi trg gip. (xem
Hinh 1.5). Ngoai ra Excel 2003 con ¢6 thém mét s§ cong cu
ma cde phién bian Excel truge khéng cé.
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Thoat khéi Excel 2003

Néu ban da khgai dong dugc Excel réi thi viéc thoat khoi
n6 cing ching khé khan gi. C6 mit s cdach d€ thost khaj
Excel 2003, st dung cich nao 13 tuy thude vao théi quen va sd
thich clia méi nguwi.

Cach 1:

Kich chugt vao diu X (Close) & géc trén cung bén phai

méan hinh.
® X

¥ -

Kich vao dau X trong véng tron dé thoat.
Cach 2:

Vao trinh don File hosic nhin ALT+F réi kich Exit ¢ day
menu s6 xudng (né&u khéng thdy chit Exit thi kich vao miii tén
& ddy menu).

Céch 3;

Nhan t8 hop phim ALT+F4. (Khi d6 Excel phdi 1a cta sd
hién théi). Khi d6 néu c6 nhidy bang tinh Excel dang mé thi
méi ldn nhan ALT+F4 né sa l&n lugt déng c4c bang tinh lai
va sau d6 tho4t khéi Excel.

Luu $: Trong cd 3 cdceh trén, néu ban chuag kip luu
nhitng céng viée virg thuc hién véi bdng tinh thi Excel sé hd;
ban ¢6 musdn luu hay khéng? Néu luu thi bich Yes, khéng Ly
thi kich No, kich Cancel d¢ hiy bd viéc thodt Bhéi Excel,
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4. NHONG DAC DIEM CUA BANG TiNt

EXCEL 2003

Mic du Excel 2003 13 mot chudng trinh tinh todn kh
manh, tuy nhién sdc manh cta né khong phai 12 vo tan. Duéi da
la pham vi t6i da ma cdc dic di€m cta Excel 2003 khéng th:

VgL qua.

Pic diém

Pham vi t4i da

Kich thuée cia mot s6 bang
tinh

65.536 dong (tdr 1 dén
65536) va 256 cot (tiy A dén
V)

Chiéu cao dong

409 point

b6 rong cot

256 ky tu

-

Chiéu dai néi dung mot &
van ban

32.767 ky tu nhung chi ¢
1.024 ky tu duge hién thj

S8 lugng s8 bang tinh duge
mé trong mét tdp tin Excel
2003

Tay thude vao b6 nhé cé sin |
va ngudn tai
thong

nguyén hé

S8 lugng cdc trang trong
mét s8 bédng tinh

Tay thude vao bd nhé c6 sdn
nguyén hé
thdng, mac dinh 1a 3 trang

vA ngudn tai

S8 mau tsi da duge sit dung
trong mét s6 bang tinh

56 mau
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Thoat khéi Excel 2003

Néu ban da khéi dong duge Excel rdi thi viée thoat khéi
né ciing ching khé khin gi. Cé mét s§ cdch d§ thodt khoj
Excel 2003, sit dung cich nao la tuy thuge vao théi quen va sé
thich clia méi nguwi.

Cach 1:

Kich chuft vao ddu X (Close) ¢ goc trén cing bén phai
man hinh.

g

Kich vao diu X trang vong tron dé thoat.
Cach 2:

Vao trinh don FlIe ho#c nhan ALT+F roi kich Exit & ddy

menu s6 xudng (néu khéng thay chir Exit thi kich vao mii tén
¢ day menu).

Cach 3:

Nhén t8 hgp phim ALT+F4. (Khi d6 Excel phéi la clta s§
hién thai). Khi dé néu c6 nhidu bang tinh Excel dang mé thi
méi 14n nhan ALT+F4 né s& lan lugt déng cée bang tinh lai
va sau d6 thodt khéi Excel.

Luwu y: Trong c¢d 3 cdch trén, néu ban chua Rip luu
nhing céng viéc vita thuc hién vdi bdng tinh thi Excel sé hdi
ban c6 mudn luu hay khéng? Néu luu thi kich Yes, khéng luu
thi kich No, kich Cancel dé hily b6 viéc thodt khdi Excel.
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Kidu & trong mét sé bang
tinh

4.000

Céc tén do ngusi ding dinh
nghia trong mét s bang tinh

Tiy thude vao bd nhé c6 sén

Cac 6 quan sdt trong mot
clta 88

Cac ham do ngudi ddng dinh
nghia

Ty thude vao by nhd ¢ sin

Muc thu phéng cia s6 10%-400%
S6 lan duge phép Undo 16
Mite chinh x4c cia s8 15 chif s8

S¢ 16n nhét ¢6 thé nhap vao
mdt &

9.99999999999999E307

Chiéu dai t61 da cha cbng
thife trong mét &

1.024 ky tu

S& luong bién méng

Tuy thudc vao bd nhd ¢6 sdn
va kich thudec bién mang
cing bi giéi han. Ching han
ban khong thé dinh nghia
bi€n méng c¢é kich thudc
D1:D65536

Céc d6i sd ctia mdt ham

30
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5. CAC YEU CAU VE CAU HINH BE CHA
OFFICE 2003

Excel 2003 12 mét phan cda bo Office 2003 — mot chuon
trinh khd manh véi nhidu tinh ndng méi va cai ti€n vi v4
y8u cdu cdu hinh d€ caj dit né cing kha cao. T6t nhat ba
nén su dung hé diéu hanh Microsoft Windows® X
Professional chay trén méy c6 bd vi x1t 1y Intel Pentium III v
128MB b6 nhé¢ RAM. Bing dusi day la cdu hinh t8i thidu d
chay bo Office 2003.

Céc yéu cdu t6i thidu d€ cé thé chay Office 2008

CPU 133 MHz hoac cao hon; nén cé Pentium III

RAM 64 MB (nén cé 128 MB)

HDD 245 MB dia tréng trong dé 115 MB trén &
dia cai hé didu hanh

HBH Microsoft Windows 2000 véi g6t Service
Pack 3 (SP3), Microsoft Windows XP, hoic
hé diéu hanh méi hon.

Drive CD drive

Man hinh Super VGA (800 x 600) hoac modt man hinh
dd phén gidi cao hon véi 256 mau.

TB ngoai vi Microsoft mouse, Microsoft IntelliMouse®,

hodc mét thit bi tuong thich. _

Trén day la nhitng nét cin ban vé chuong trinh Excel
2003. N6 mang dén cho ban mét cdi nhin khsi quat trudc khi
ti€p can truc tidp véi mét chuong trinh tinh todn kha manh -

Excel 2003.
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Chuong 2

NHAP, DINH DANG DU LIEU VA

TRANG TRi BANG TiNH

0 Chuong 1 cédc ban da c¢6 duge mét cdi nhin khai quat vé
Excel 2003. Ban ciing da biét cdach khdi déng vao thoat khoi
Excel. Tuy nhién, trude khi ¢6 thé tinh todn cdc s6 Liéu thi
ban phdi biét cdch nhdp liéu va trang tri bang tinh sao cho
bat mit A& con trinh,“sép” nita chit! Chuong nay sé trinh bay
vdi ban cdc vdn dé chinh sau day:

~

e

»

v

Cdc luu y khi nhép liéu

Nhdp va chinh sia dig liéu
Cdch chon ving bdng tinh -
Dinh dang cét, dong va 6
Dinh dang font chiz

Dinh dang vi tri da lieu

Binh dang di liéu sé

Binh dang diz ligu ngay thdang

Ké khung va trang tri mau cho bdng tinh
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» Chén va xéa ct, dong

b

> Sao chép, di chuyén va xéa dit liéu

1. CAC LUU Y KHI NHAP LIEU

Trong mot 6 ciia Excel chi ¢é thé chia mét kidu di ligu.
K¢ tu ddu tién trong 6 s& quyét dinh kidu dir liéu. Dudi day 1a
mot sd diém can luu ¢ khi nhap Liéu:
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1.

Kidu s6: Ky ty dau tién nhdp vao trong & phai la mét
s§, theo mic dinh dif lidu kidu s& trong Excel sé nam
lach vé 18 phai cia 6. Excel ciing chdp nhan gid tri b
am, d€ bidu thi s6 4&m ban nhép ddu trit (-) vao trudc
day so.

Kiéu chudi: Ky tu ddu tién nhap vao trong 6 phéi la
mot chit, theo mic dinh dit liéu kidu chudi s& ndm léch
vé 18 tréi cGa 6. Né&u dir lidu 1& s, muén Excel hiéu 13
kiéu chudi thi phai nhap ddu nhay don (‘) vao trudc
diy sb.

. Kiéu ngay thang: Khi nhdp ngay thang trong Excel

ban nén luu ¥ 1a phdi nhap thing truée ngay sau rdi
dén nam, theo dinh dang mm/dd/yyyy. Sau nay, néu
muén ban vin 6 thé dinh dang lai theo ¥ minh.

Kiéu coéng thwe: Kidu di lidu cong thire 12 cdc phég
toan hodic cdc ham. Mubn Excel 2003 hidu la dir liéy
kiéu ¢dng thic thi trude tién ban phéi nhap déu bing
(=) hodic ddu cdng (+) hodc ddu a mée @ réi mdi deér
céng thic tinh todn. Nhung mei ngudi thudng c6 thé
quen nhip ddu bang trude cong thiec.



Hinh 2.1 duéi day trinh bay mdt s§ kidu dir lidu (kiéu
ngay thang di dugc dinh dang theo kiéu French
(dd/mm/yyyy), tuy nhién van phii nhap thang trude ngay

sau).
]
B LU E i
SM e X M =BAES
_________ A B .1 € 0D
1 |(CACKIEUDU LIEU Rrl NHAP VAC SE NHU S A
2

3 [Riduebudi®  APCDE

4 Kifu o 1234]
5 lsgam 12345,
B Ngdytwdng  27/02/2003

7 |congthie  [=Ba+B3| !
8 | v .

Hinh 2. 1. Cdc kiéu diz lieu khi nhdp vao bdng tinh Excel
2003

2. NHAP VA CHINH SUA DU LIEU
Nhap dit liéu thé nao?

Muén nhap di litu vao 6 nao thi kich chudt vao & dé,
khi nhdp xong thi nhdn Enter. Ban c6 thé st dung cdc phim
mii tén dé di chuyén giiia cdc 6 trong bang tinh.

Lam thé nao dé chinh sda di liéu?
Muén chinh sita dit lidu & & nao thi ban hiy kich chuét
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vao & d6 d& chon, sau d6 kich vao thanh cdng thie hosie nhan
phim F2 @€ chinh sita. Ban cing ¢ thé kich dup vao mot 6 dé
stia, khi nao trong 6 dé xust hién con tré dang nhap nhdy thi
khi d6 ban c6 thé chinh st nhiing gi ban muén. Chinh xong
nhén phim Enter d8 k&t thic. N&u ban nhip lai dit liu thi diy
li¢u cii trong 6 s& bj mat.

3. CACH CHON VUNG BANG TiNH

Mudn lam viéc véi diy liéu nhu dinh dang, sao chép, x6a
v.v.. thi ban phai chon khéi dg litu d6. Ban ¢6 thé si dung
chudt hoac ban phim dé chon khéi dir liau.

Chon ca bang tinh

D€ chon ¢4 bang tinh ban hay kich chust vao 6 giao
diém giita thanh tisu da cot va tidu dé dong hosic nhan 8 hgp
phim CTRL+A. (Xem Hinh 2.2)

| E] -
i l !5

{ -, - W
. Kich vao ddy aé
 chon cb bang ting

l ™0

2 Kich vao dfy 44

3 cbon met et

4 J—_Kich vao ddy o€ : :

5 chon motdong L e
6| )

Hinh 2. 2. Cdch chon déng, cét hode cd bing tinh
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Chon mét cdt hodc mot dong

Muén chon mat cot hodc mét dong, ban hay tré chudt t6i
tidu dé cot hosc tidu ga déng, khi con trd chuyén ti hinh d4y
cdng sang hinh mii tén th ban nhan chust d& chon. (Xem
Hinh 2.2)

Chon nhiéu cot hodc nhiéu dong

Muén chon nhidy ¢dt hodc nhiédy dong, ban hay tré chudt
tdi tiéu dé cot hoac tieu da dong, nhan va 81U trdi chudt réi
k€o ré chudt dé chon s5 dong va s§ ¢ot theo ¥ muén,

Néu dung ban phim thi sau khi kich chon dong hose cot,
ban hiy nhan gitr phim SHIFT va ding csc phim mai tén dé

md rong khéi chon.

7

Chon khéi gém cac 6 ding lién nhau

Nhén gitt phim traj chudt réi kéo ra gé chon khdi theo
nong mudn. Né&y ding ban phim thj hay nhan gir phim
HIFT va ding cse phim miii tén 48 mg rong khéi chon.

“hon cac 6, khéi khéng ding ké nhau

Hay nhédn va giir phim CTRL réi ding chust d& chon cde
hodc cdc khoi khéng ké nhay.
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4. DINH DANG COT, DONG VA ©
Diéu chinh d6 rong cot

Pua trd chudt téi canh phai cha cot tai 6 tidu dé, khi trd chud
bién thanh hinh dau cdng méanh, c6 mii tén hai ddu & thanl
ngang, thi ban héy kich dip chudt d€ mé rong cot rong bing 6 ¢
dir liéu dai nhét thude cdt d6. Hosc ban cling c6 thé nhan gii tra
chudt roi kéo ré dé didu chinh dé rong cot theo ¥ mudn.

Ban ciing c6 thé chon mét 8 trong cdt, hofc cd cot. Sau d
vao thue don Format\ Columm\ Width.. Khi hjp thoa
Columm Width xuét hién, ban hiy nhép chi s8 chiéu rong cd
can thiét vao 8 Columm width rdi nhin OK. (Xem Hinh 2.3)

e
;Wlﬂnk Data - Windo

Column r]
¥ Sheet ¥

AutoFit Selection
Hde |-
. Unhide

| Standard width...

9 autoFormat...
Conditional Formatting. ..

Stvle.,.

Column Width Nhap chi s&
dd rong cot
Columan width: vao day

[ 1]

Hinh 2. 3. Cdch chon dé réng cét
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Piéu chinh chiéu cao dong

Pua trd chuét téi canh dudi cGa dong tai 6 tiéu dé, khi tro
chudt bién thanh hinh dau ¢éng ¢é mii tén hai dau & thanh
doc, thi ban hay kich dap chubt dé md rong chiéu cao dong
bang vdi chiéu cao cia 6 cé di lidu cao nhat thude dong 6.
Hodc ban ciing cé thé nhén giit trai chudt rdi kéo ré dé diéu
chinh chiéu cao cia dong theo ¥ muén.

Ban cing ¢é thé chon mot & trong dong, hoac ca dong. Sau
d6 vao thue don Format\ Row\ Height... Khi hop thoai Row
Height xuét hién, ban hiy nhip chi s8 chiéu cao cia dong cin
thiét vao 6 Row Height rdi nhan OK. Xem Hinh 2.4.

Format | Tools ~‘Qata Eﬂdm& i:!.eb

6 Cells.,. Ctr1 |, ,'.:"‘ ' -
& c r i E v
r’[ Row ¥ 30 Height...
M ; ; - .
: Column % AutoFit
: Sheet » % Hide

AutoFormat. ..

Nhép chi s&
chiéu cao
ddng vaoc day

Hinh 2. 4. Cdch chon chibu cao dong
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Nhap va tach &

Nhiap: Chon cdc 6 mudn nhip roi kich chudt vao biéu
tugng £ § trén thanh cong cu dé nhap cac 6 d6 lai véi nhau
thanh mdt 6.

Tach: Chon 6 da nhap (Excel chi cho phép tdach duge cac
& da nhap) réi kich chudt vao biéu tuong 2 24 tren thanh cdng
cu, hoace ba_n ¢6 thé vao Edit\ Clear\ Formats dé tdch o.

5. DINH DANG FONT CHU

Excel cho phép ban lya chon cdc kiéu font chit véi céc
kich thude va mau sic khac nhau. Ban cé thé dinh dang font
chit theo cac bude sau:

1. -Chon khél mudn dinh dang.

2. Chon Format\ Cells.. hoic nhin t& hop phim
CTRL+1.

e

Khi hép thoai Format Cells xuit hién, hay kict
chugt vao the Font dé lya chon kiéu chir, kich
thude, mau sdc va cdc hiéu Gng khdc. (Xem Hink
2.5).
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Mumber ; aligriment Font l Border ] Patterns i Protection1

Fonk: Font style; Size:

J1o

T . Yriirial Marrow
T ¥nanistote
i .YnAristoteH

dnderling: . Color:
ll"Jone v r Automatic =] | bormalfont
e d ol
Effects Presiem -
'''' Serikethrough

Superscript I AmBbCchylz

" Subscripk

This is a TruaType font. The same font will be used on bath your printer
and yoly scegen.

|

) H

[ o 1 canel |

Hinh 2. 5. Hép thoai dinh dang font chiz

6. DINH DANG VI TRi DU LIEU

Nhu da néi ¢ trén, theo mac dinh dif liéu nhéap vao trong
bang tinh Excel 2003 s& c6 vi tri khdc nhau ty thude vao kiéu
di liéu. Tuy nhién Excel 2003 cho phép ban dinh dang lai
chung theo mong mudn. Cich dinh dang lai nhu sau:

1. Chon khéi dit liéu muén dinh dang.

2. Kich chon cdc biéu tugng dinh dang vi tri
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trén thanh céng cu. Hofic vao thue d
Format\ Cells... hoiic nhan t§ hgp phim CTRL+1.

3. Khi h¢p thoai Format Cells xust hién, hay kich che
thé Alignment. (Hinh 2.6).

Farimat Cells

| Mumber hhgnment* l Font l Border | Patterns Prutect:‘on?
Text alignment - oo oo . ~Qrientation - -~ -
Horizontal: N

lJUstif‘y _:_I Tredns b . M .
Vertical: IU 5‘ )

IJustiFy lJ
Fo oty ds

| Text control e e e oo . J .
I~ Wrap text

1 [ bend ror ‘ IIJ - pegrees

™ Merge cells
Right-to-left ———o—.

Text direction:
[Right:-to-Left |

o

| oK ' Canced

Hinh 2. 6: Hop thoai canh 1& va chon hudng cia chiz

4. Trong muc Horizontal kich vao miii tén tré xudng ¢
chon cac kidu dinh dang hang ngang:



General:  Binh thudng

Left: Canh trai
Center: Canh gitia
Right: Canh phai
Fill: Tran day
Justify: Canh déu

Center Across Selection: Canh gita vung chon

Distributed: Phan bo

5. Trong muc Vertical kich vao mii tén tré xubéng dé
chon cédc kiéu dinh dang hang doc:

Top: Trén dinh

Center: G gitta
Justify: Canh déu

Distributed: Phan bd

6. Kich va muyc Orientation dé chon hudng van bén.

7. DINH DANG DU LIEU SO

Trong Excel, mot so c6 cung gid tri nhu lai c¢é cdc céch
hién thi khic nhau. Ban c6 thé dinh dang theo cach hién thi
ma ban muén. Cach thyc hién nhu sau:
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1. Chén khéi mudn dinh dang.

2. Chon Format\ Cells.. hoic nhin & hop phim
CTRL+1.

3. Khi hop thoai Format Cells xuit hién, hay kich
chen thé Number. (Hinh 2.7).

Number l Alignment

Category: ;"SGmple ..................
i
Decimal places: Iz Eg
Accounting
Date
Time ™ Use 1000 Separator {3
Percentage . )
Fraction Negative numbers:
Scientific
Text 123410
Special {1234.10)
Custom I I everst Re

Number is used for general display of numbers. Currency and Accounting
offer specialized formatting For monetary value,
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o ]

Cancef }

Hinh 2. 7: Hop thogi dinh dang kiu da lisu s¢

4. Trong myc Category kich chon Number dé dinh
dang lai sé. '



5. Trong muc Decimal Places kich dé chon s cha
s6 ¢ phan thip phén.

6. Dédnh ddu kiém vao muc Use 1000 Separater (,)
dé chon phan cdch hang nghin biing diu phéy (,).

7. Trong muc Negative numbers kich dé chon céch
thé hién s6 Am.

Luu $: Ban ciing ¢6 thé kich vao cdc bidu tugng trén
thanh cdng cu dé dinh dang s6: -.2. phdan cdch hang nghin,
LR .o 00 ' . a - o
@ lay thém s6 [é thap phdn, *2 gidm bt s6 lé thap phan,

e s L. e
chon kiéu tién t¢, .” chon kiéu %.

8. DINH DANG DU LIEU NGAY THANG

Mt 14n nifa xin luu ¥ riing khi nhép ngay thang trong
Excel, ban phai nhép théng truéc, ngay sau. Ban c6 thé
dinh dang lai cdch hién thi cla ngay thang theo ¥ mudn. Cach
lam nhu sau:

1. Chon khéi dit liéu mudn dinh dang.

2. Vao trinh don Format\ Cells... hoic nhén t& hap
phim CTRL+1.

3. Khi hép thoai Format Cells xu#t hién, hiy kich
chon thé Number.

4. Trong myc Category kich chon Date dé dinh
dang lai kiéu ngay thang. (Xem Hinh 2.8 ).

o
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For ]at-éﬁll& B

Number T
Currency Type:
nc-:ountini
Tine 14/3/2001 1:30 CH
Percentage 14/3/2001 1:30 PM
. Fr.;ncthrj 14th3 01
Scientific 14 théng ba 2001
Text_ 14 mars 01 l’
Special ;
Custom d Locale (location):

Date formats display date and time serlal numbers as date values. Except for
items that have an asterisk (*}, appiied formats do not switch date orders
with the operating system.

Number |Aliqnment ] Font I Border | Pattern:
Category:

Generd -

l OK ’ Cancel

Hinh 2. 8: Hop thoai dinh dang hiéu ngay thing

5. Trong muc Locale (location) kich chon
Vietnamese d€ chon cich hién thi ngay thdng
theo kiéu Viét Nam.

6. Trong muc Type, kich chon kidu hién thi.
7. Nhan OK d€ hoan tat.




Luu y: Ban cé thé kich vao Custom trong muc
Category dé tiy bién cdch hién thi theo cdch cia riéng
minh. Vi dit trong muc Type ban g6 dd-mm-yyyy thi ngay
18 thdng 5 nam 2003 sé hién thi thanh 18-05-2003. Bing é
Hinl 2.9 dudi ddy trinh bay mét sé kidu dinh dang:

Kiéu tay bi€n | Khi nhap 05/18/2003 s& hién thi
thanh

dd/mm/yyyy 18/05/2003

dd-mm-yyyy - 18-05-2003

dd/mmm/yyyy 18/May/2003

dd-mmm-yyyy 18-May-2003

d/m/yyyy "18/5/2003

d-m-yy 18-5-03

Hinh 2. 9: Mgt s6 kiéu dinh dang ngay thdng
i d ~ » ?
9. KE KHUNG VA TAD MAU CHCQ BANG
TINH
Ké khung cho bang tinh
Khi ban mé mét bang tinh Excel ra, ban nhin thay céc

dudng ké mo me. Tuy nhién khi tién hanh in 4n thi cdc dudng
ké md d6 sé khong duge in ra. Mudn bang tinh khi in ra cé
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cac dudng ké ban phai lam nhu say:
1. Chon vang bang tinh musn ké.

2. Vao trinh don Format\ Cells.. hodc nhin t8 hop
phim CTRL+1.

3. Khi hop thoai Format Cells xuét hién, hiy kich
chon thé Border. (Xem Hinh 2.10)

l.-.“.onnét' .Cél.ls. L

Number ' Alignment I Font Border I Patterns I Protection ]

P =
= Ll . § Mone  ==--- ! chon«idu
Quthine  Inside T —— dudng ké 4
Border , - B [ETPER - day
J Text Text :
g o - — : Kich vao dgay
Text Text ; dé chon mau
L duting ké
The selected border style can be appiied by clicking
diagram or the buttons abave,

[ 1l cancel ]

Hinh 2. 10: Hép thoai ké khung cho bdng tinh
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4. Trong muc Color kich vao miii tén chi xuéng dé
chon mau cho dudng ké, mic dinh 14 mau den.
(Hinh 2.11)

Color:

' M automatic

REREEENE
A x sl EREE ¥
M MEENE

Hinh 2. 11: Hop chon mau duong ké

5. Trong muc Presets kich None dé khéng chon
dudng ké, kich Outline dé chon dudng vién, kich
Inside dé chon cdc dudng ké bén trong khéi chon.

6. Trong myc Border ban c6 thé kich dé chon hoic
x0a tung dudng ké cia mot khéi da ké khung.

7. Chon xong nhian OK.

Luu y: Ban phdi chon mau trude réi méi chon duéng ké.



Tao mau cho bang tinh

Dé trinh bay mét bang tinh cho néi bat, ban can t6 diém
mau nén cho nhiing 6, nhitng viing quan trong. P& [im viée d6
ban hiy thuc hién theo cde bude sau:

1. Chon 6 hodc viung bang tinh muén td diém mau.

2. Vao trinh don Format\ Cells... hodc nhan 8 hgp
phim CTRL+1.

3. Khi hop thoai Format Cells xuat hién, hay kich
chon thé Patterns. (Hinh 2. 12)

Format Cells

Number ] Aligﬁment ] Faht ] Border Patteus. l Protection l

Cell shading R S P
Color: :
. _MNoCoor
".l.':y :;:h:;h?‘nr;_ot
. u trong da
MNNENE NN i
[ .| ! nERNN

Pattern; -

Kich vao day dé
chon kidu bé cuc va

mau bd cuc
I ’ 0K ; Cancel I :

60 Hinh 2. 12: Hép thoai chon mau nén



Trong muc Color, kich chon mét mau méa ban thich.

4. Trong muc Pattern, kich vio mii tén chi xuéng dé
chon mau va kiéu bé cue cia nén. (Hinh 2.13)

Pattern; | -

Kigu bd cuc

Hinh 2. 13: Chon mau va kifu bé cuc

5. Chon xong nhan OK.

10. CHEN VA XOA cOT, DONG

Trong khi thao tdc véi bang tinh, dsi khi ban phai chén
thém mot hoac nhiéu ¢ot hodc dong vao bang tinh va ciing ¢6
khi ban phai xéa b6t di mét hodc nhidu ¢t hosc dong. Dudi
day la cdc cach cu thé gidp ban thuc hién didu dé:
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Chen thém mot dong
Cach 1:

Bam chuét vao vi tri muén chén, sau dé nhan vao trinh
don Insert\ Rows, Excel s& tu dong chén mat dong vao bén
trén vi tri vita chon. (Xem Hinh 2.14).

Insert ] Format _'{oc-l:ﬁ Data  ‘Window Help
l Rows _ Ji

¥

*_‘E;$ “g »

© Columns

|
Hhi

Worksheet

LQ Chart...

m

I F
i ) T I Sé Chén ”—iém
Je  Function... ' mét dong 1én

. trén vi tri nay

T

¢ Picture »

bl Hyperlink... Ctrl+k u

|
4 ¥

Hinh 2. 14: Cdach chén them dong tix trinh don Insert
Cach 2:

Bam chudt vao vi tri mudn chén, sau d6 nhan phai chust,
khi mét héop thoai mdi xuat hién ban hay nh4p vao Insert...,
khi hép thoai Insert xudt hién ban hay chon Entire row, rai

nhan OK Excel sé ty dong chén mot dong vao bén trén vi tri
vla chon. (Xem Hinh 2.15).



Paste Special, .,

| Insert, .,

Delete. ..

Cear Contents

J

i

Insert

[ K I

£ Shift cells right
" Shift cells down

" Entirs colurn

Cancel :

Hinh 2. 15: Cdch cheén thém dong bing bam phdi chudt

Cheén thém mot cot

Cach lam eang tuong tu nhu chen thém mot dong:

Cach 1: Bam chudt vao vi tri muén chén, sau do nhan
vao trinh don Insert\ Columns, Excel s& ty dong chén mol
¢4t vao bén trai vi tri vita chon. (Xem Hinh 2.16).

Insert | Formst  Tools Data  window  Help

Rowvs Thr ¥
HL Columns [::— = 5908 v o
Worksheet . .

sll chart LB F ]

X Eunctm ........................................ o
Mame y MOt ot véo ben
= trai vi tri nay
Fickure » :!

W, Hyperlink,.. Chri4k

¥

Hinh 2. 16: Cdch chen thém cot L trinke don Insert
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Cach 2:

Bam chuét vao vi tri mudn chén, sau dé nhan phai chubt,
khi mét hop thoai méi xust hién ban hiy nhép vao Insert..,
khi hop thoai Insert xudt hién ban hay chon Entire column,
roi nhdn OK Excel s& ty déng chén mét ot vao bén trai vi tri
vira chon. (Xem Hinh 2.17).

B | C ] D
&+ Cut Insert

: -‘s? Copy TRSEFE - o oo o

N Paste ™ shift cells right

% Paste Special. .. ™ shift cells down

> {" Entire row

1 = Entire colurn]

| oK l Cancel ,

Hinh 2. 17: Cdch chén thém cgt bing bdm phdi chuét
Chén thém mét vang

Chon ving muén chén, sau 46 b&m vao trinh don Insert\
Cells.. (néu khéng tim thdy chit Cells.. ban hay bim chudt
vao ky hitu # & d4y trinh don s§ xudng). Khi hép thoai
Insert xudt hién, ban hiy chon Shift cells right n&éu muén
chén vao bén phai ving vita chon hodc chon Shift cells down
néu mudn chén vao bén trén ving vifa chon. Chon xong nhan
OK. (Xem Hinh 2.18).
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Cells...

Chén vao
Rows Bén traj
é Columns
& Worksheet
@ Chart, ., :>
 Eunctiar, .,
5 LT " Shift cells.gdown
4 Name b
[ ———— £ Entire row Chén 1én
f Picture > ™ Entire column bén trén
B! Hyperiik...  Ctrik
: P A/ ' | oK ' Cancel l

Hinh 2. 18: Cdch chen them mét ving
Xéa dong, xéa cot

Chon dong hoic ¢6t mudn x6a, sau d6 nh&p vao trinh don
Edit\ Delete... d§ xéa, ho#c ban ciing c¢6 thé kich phai chudt
r6i chon Delete... trong hép thoai.

-X6a mjt vang

Chon ving muén xéa, sau dé nhdp vao trinh don Edit\
Delete.. hoge nhan phai chut, khi hép thoai Delete xut
hién ban hdy kich chon c4ch di chuyén cda cdc & dir lidu eon
lai. Chon xong nhan OK. (Xem Hinh 2.19).
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De[ele. _ E|

Delete

{'“ Sl'lft ce]ls up

" Ertire fow
{” Entire golumn

| oK I Cancel

Hinh 2. 19: Hop lya chon edch chuyén dit liéu
sau khi xéa ving

Shift cells left: X6a va chuyén cdc 6 dit liéu con lai v& bén trai
Shift cells up: X6a va chuyén cdc 6 dit lidu con lai lén trén.
Entire row: Xoéa toan b cdc dong ¢6 chua ving chon.

Entire column: Xéa toan bd céc cdt ¢6 chida vung chon.

11. SAO CHEP, DI CHUYEN VA XOA DIl
LIEU

Sao chép dit liéu
Muén sao chép dit liu ban thyc hién theo cic bude sau day
1. Chon ving dir liéu nguén.

‘2. Kich chudt vao bidu tugng Copy &8, trén thant
cdng cu chudn, ho#ic nhan td hgp phim CTRL+C
hodc vao trinh don Edit\ Copy.
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3. Kich chuét vao 6 ndm 6 géc trén, bén tréi cia ving
dich, sau dé kich chuft vao biéu tuong Paste B
trén thanh ¢éng cu chuén, hosic nhan t6 hop phim
CTRL+V, hoac vao trinh don Edit\ Paste.

Luu $: Sau khi Paste réi, ban cé thé kich chudt vao bidu

tuong Paste Options B ouem ¢ géc dudi bén phdi cia
vung dich d& lya chon cde kiéu Paste.(Xem Hinh 2.20)

by A B
21 11
3 12
4 13 Kich vao day
57 14 dg E:hon cac
5 - kiéu Paste
7

Hinh 2. 20: Lua chon cde kidu Paste

Ban cé cdc lua chon sau day:

*

Keep Soure Formatting: Giit dinh dang ciia vung

ngudn.

Match Destination Formatting: Chuyén thanh
dinh dang caa ving dich.

Values and Number Formatting: Chi copy gi4 tri
va dinh dang sé.

Values and Soure Formatting: Chi copy gia tri va -
dinh dang cda viing ngudn.
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* Keep Soure Column Widths: Gig nguyén d¢ ro
¢ft cha ving nguén.

¢ Formatting Only: Chi copy dinh dang.
* Link Cells: Lién két c4c 4.

Di chuyén dit liéu

day:

68

Muén sao chép dir liéu ban thue hign theo cdce bude s:

Cach I1; .

1. Chon ving dir liéu muén di chuyén.

2. Kich chudt vao bidy tuong Cut &8 trén thanh ¢bn,
cu chudn, hodc nhan t§ hgp phim CTRL+X, hoi
vao trinh don Edit\ Cut,

3. Kich chugt vao 6 nim & gbe trén, bén trai cda vin
dich, sau dé kich chudt vao bidy tugng Paste @-&
trén thanh edng cy chuén, ho#ic nhan t§ hop phin
CTRL+V, hosc vao trinh don Edit\ Paste.

Céch 2:
1. Chon ving dit iéu mudn dj chuyén.
2. Ré chudt téi cse canh cia ving via chon, khi trd
chudt chuyén tir day ¢dng sang hinh mdi tén bén

chiéu thi ban hiy nhan gl tréi chudt réi kéo va
tha vang dir lisu dé vao ngj ban muén.



Xé6a dit liéu

Can luu y & day chi xé6a dir lidu chit khong xé6a cac 6 chua
dit liéu. Muén lam viéc nay ban tién hanh theo cic budc sau
day:

Cach 1:

1. Chon ving dif liéu mudn xéa.

2. Nhan phim Delete trén ban phim.
_Cdch 2:

1. Chon vung dit lidu mudn xéa.

2. Kich phai chudt réi chon Clear Contents
(ding chon Delete...). (Xem Hinh 2.91)

A B | ¢
1
3 3
=1 R Cut
41 § &‘i
5 ~ai Copy
ME— t&j Paste
_‘,?M_ Paste Special. ..
B é Insert i "
> { R /| Nhan vao day
1ol ¢ Delete.,. // o€ x6a dd ligu
11 | L Clear Contents
SN i
12 U3 Insert Comment
5 "‘@ -

Hinh 2. 21: Cdeh xéa diz li¢u
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12. GHI VA XOA GHI CHU

Excel cho phép ban chén ghi cha vao timg & dit lidu. (
dugc chén ghi cha s& c6 mét hinh tam gidec mau d6 & goc tré
bén phai. Moi khi ban ré chugt vao hinh tam giac dé, né
dung cda ghi chu s& hién ra. N&u khong thich nai dung gt
cht da chén ban c¢6 thé chinh sita hodc xéa né di.

Chén ghi chd
Mudn chen ghi chi cho mét 6 ndo d6 ban lam nhit sau:

1. Kich phdi chugt vao 6 mudn cheén ghi chu.

2. Khi hép thoai hién lén, kich chon Inser
Comment. (Xem Hinh 2.22).

*wé g Kichphdi [€
j’ g chubt i
2 Ry
3 %a% Copy
y 5
Z a&i Paste
P § Paste Special. ..
7 5 Insert..
g 3 Delete.. )
9 i%, Clear Contents L~ | Kich chudt vao
t0 ~1 | aay a8 ghichi
11 I o3 Insert Comment “T-
121 Qﬁ Format Cels. ., i

Hinh 2. 22: Cdch chén ghi chii

70



3.

Khi hop ghi chi hién ra, chon kiéu font, ¢& chit
rdi nhip néi dung cidn ghi chd. Nhap xong thi
kich chudt ra vung tréng bén ngoai hop ghi
chii. Lac nay 6 duge chén ghi cha s& ¢6 mit
tam gidc nhd mau 46 ndm J géc trén bén phéi
cua 6. Méi khi ban ré chudt vao tam gidc nay
thi ndi dung ghi chd s& hién 1én. (Xem Hinh
2.23).

A B i C

T

Néldung ghi ch!

Hinh 2. 23: Néi dung ghi chu hién lén khi di chuét

vao tam gige do

Stta ghi chd

Mudn sita ghi chil cua mét & nao dé ban lam nhu sau:

1.

Kich phai chuét vao 6 chita ghi chi ma ban
mudn sua.

Khi hdp thoai hién lén, kich chon Edit
Comment. (Xem Hinh 2.24)
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R B C

‘::'i g

2 Cut
T Copy
[ 4] Paste

2 Paste Special..,

Insert. .,

7 ;! er

2 4 Delete, ..

9 § | " L’ | Kich vao day
10 Clear Conterts d dé chinh sira
ol [ 4 Edt Comment -1 ghi chy
12 ' 2% Delete Comment
—B_ { Shgw/Hide Comments

Hinh 2. 24: Céach chinh sug ghi chi

Xoa ghi chi
Muén xéa ghi chi cda mét 6 nao d6 ban lam nhu sau:

1. Kich phdi chudt vao 6 chda ghi chu mé ‘ban
muén x6a.,

2. Khi h¢p thoai hién lén, kich chon Delete
Comment. (Xem Hinh 2.25),



a B I C

i > s cut

2 e h

3 <31 Copy

4 .&: Paste

) . ; Paste Special...

6 %

# Insert...

7 i

2 % Delete...

) - Clear Contents

” . , ._....._ s P ¥ich vao déy
” '.d_f Edit Comment 4 dé xda ghi chu
= |f~_‘] Delete Comment
1; } Show/Hide Comments

Hinh 2. 25: Cdch xéa ghi chi

13. THUC HANH MOT Vi DU NHO VE NHAP
LIEU VA TRANG TR

Trén day 1a nhitng van dé 1y thuyét vé nhép lidu va trang
tri. Bay gi¢ cdc ban hay van dung dé nhap liéu va trinh bay
mét bang danh sdch thi sinh nhu ¢ Hinh 2.26 dudi day:
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A | B Jc| o | E
DANH SACH THI SINH

© STT | “Ho Péw’: | Ten [Ngaviink
B0 Huong  |Giang | 19/7/1983|HOM
Hodng Trong (Nbdn |17/5/1982!Tdy Ninh
Kiéu Nguyét [Nga |[16//1983|Lorg An
Nguyérn Xudn [Hi 30/7/1983 | An Giang
Pbham Naoc Anb | 12/1/1982|PAng Thdp
Tidn Trong  |TbOy |23/8/1983 HCM

GO |~ (O | W [ A | =

[0 LV R APVE D

Hinh 2. 26: Bdng danh sdch thi sinh (VD1.XLS)

Luwu y: Dy chi la mét vi dy gid dinh dé cde ban t!iz_rc
hanh nén co thé pé sé khong giéng vdi mét danh sdéch thi
sinh trén thic t&€ ma cde co quan tuyén sinh v_rin ding
Cac bude tién hanh cu thé nhu sau:
Buéc 1: Nhép tidéu dé bang tinh va tiéu dé cét
1. Kich chuft vao 6 Al rdi nhap “DANH SACH THI
SINH”. Nhip xong nhan Enter. Tré chuét sé nhiy vé
0 A2

2. Nhap “STT” vao 6 A2 réi nhap phim Tab dé chuyén
tré chudt sang 6 ké tiép B2. (N&u nhin Enter thi tré
chuét sé nhdy xudng hang dudi).

3. Nhap “Ho dém” vao 6 B2 rdi nh4n Tab d€ chuyén sang

6 C2. (Tén nén bd tri & mét cot riéng dé tién cho viée
sip x&p theo vin ABC).



4. Nhép “Tén” vao 6 C2 rdi nhan Tab dé chuyén sang 6
D2.

5. Nhap “Ngay sinh” vao 6 D2 réi nhdan Tab dé chuyén
sang 6 E2. :

6. Nhap “Qué quan” vao & E2 réi nhin Enter, trdé chudt
58 nhay vé 0 A3.

Bang tinh cta ching ta lic nay nhin s& nhu & Hinh 2.27
dudi day:

| 1 |DANHSACH THI SINH
2 I8TT Hodém Tén MNgiy sink Qué qudn
3 l

Hinh 2. 27: Tiéu dé bdng tinh va tiéu dé cét khi mdi nhép

Budc 2: Nhap dit lidu vio bang tinh

1. Nhap s6 1 vao 6 A3 réi nhan Tab d€ chuyén tré chust
sang 6 B3,

2. Nhiap “Bui Huong” vao 6 BS clGa c6t “Ho dém” réi nhan
Tab. ' '

3. Nhép “Giang” vao 6 C3 cia cot “T'én” rdi nhan Tab.

4. Nbép ngay 19 thdang 7 nim 1983 vao 6 D3 cia cit
“Ngay sinh” ban hay go 7/19/2003 hoac 7-19-2003
(thdng trudc ngay sau), dimg gé 19/7/2003 hodc 19.7-
2003 vi Excel sé khéng hiéu duge.



5. Nhap “HCM” vio 6 ES ciia cdt “Qué quan” sau dé nhan
Enter.

Ban hay 1ap lai cdc budce nhu trén dé nhip cdc dong tiép
theo cho t6i hét. K&t qua ta duge mot bang tinh nhu & Hinh
2.28 dudi day:

5PhamNgocAnb  '1/12/1982 Bdng Thép
& Tedn TongThily  2/23/1983 HCM

L DANHSACHTHISINE — —
2 ISTT ~ Hodém Tén o l_‘-lgi_ysjnb ‘Qué qudn

3 | BiiHiongGiang 77197003 HCM
4 2 Holng Tro:Nban  5/17/1982 T4y Nint -
| 5 | 3 Kiéu Nguy Nga -9/16/1983 'Long An

6 4 NguyénXaHa 1 7/30/1983 . An Giang

7

8

2

Hinh 2. 28: Bdng tinh mai nhdp xong di liéu, chiua trang tri

Nhin vao badng tinh trén ban c6 thé nhén ra ring né chua
gidng voi bang tinh “miu” ¢ Hinh 2.26. Ching han, tidu dé
bdng tinh con léch vé mot phia, dir Liéu trong cot “STT” con
Iénh st 16 phdi, mot phan dit litu & cot “Ho dém” bi che
khudt v.v.. Dung lo ching ta con dinh dang dir ligu va trang
tri cho né nita co ma!
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Buéc 3: Dihh dang dir liéu

1. Dinh dang vi tri cho tiéu dé bang tinh dé dat
dong “DANH SACH THI SINH” vio vi tri can xdng
vél bang tinh: Ban hdy nhén gitt chuét vao & Al réi
kéo ré theo chiéu ngang cho t6i & E1. Sau dé nhan vao
biéu tugng Merge and Center ¢ trén thanh
cbng cu.

2. Dinh dang cho dong chia cdc tiéu dé cét: Bam
gilt chugt vao & A3 va kéo ré tdi 6 E3. Sau dé kich
chudt vao biéu tuong Center dé canh giita va kich
vao bidu tugng m Bold dé té dam chir. (Ban hay tu
lam Gé canh giifa cho cdc dit liéu cta cot “STT”).

3. Dinh dang ki€u ngay thing cho ¢t “Ngay sinh”:
Nhén giir chudt vao 6 D3 va kéo ré xudng 6 D8 dé
chon khdi D3:D8. Sau d6 bam chujt phai réi chon
Format Celis.., trong hop thoai Format Cells ban
hdy chon thé Number, réi chon Date trong muc
Category, chon Vietnamese trong muc Loecale
(location), chon 14/3/2001 trong muc Type (xem
Hinh 2.29). Sau d6 kich OK.
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Format Celis

Number IAltgnment ’ Font i Border ] Patterns | Protectaon]

Category: * -Sample o R
General N ] i 19{7/2003 i
Number R Tm——
Currency Type:

Accountinclz
;"“"" 143(2001 1:30 CH
ercentage 14/3/2001 1:30 PM
Fraction
Scientifi 14 th3 01
T"e” irc 14 théng ba 2001
ext 14 mars 01 _'_]
Special .
Custom | Locale (location):
Ivietnamese ‘:j

Date formats display date and time serial numbers as date values, Except For
items that have an asterisk {*), applied formats do not switch date orders
with the aperating system,

[TI Cancel l

Hinh 2. 29: Binh dgng ngay thding .

4. Diéu chinh d$ rong cdc cot: Ban nhan thiy cot “Ho
dém” qué hep nén mét phin di lidu ciia cét nay bi che
khuit. D& mé réng n6 ban hay dua tré chudt vao ranh
gidi giffa hai tiéu dé cét B va cot C, khi trd chuédt bién
thanh d&u céng c¢6 miii tén hai ddu & thanh nim
ngang thi ban hay kich dip chuét dé mé rong cot. Khi
dé chiéu rong cot sé biing chidu rong cda 6 di lidu dai
nhat trong cit d6. Hay lam tuong tu dé didu chinh cac
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¢6t khdc. (T4t nhién ban ciing c6 thé nhan gid chudt
va kéo ré dé diéu chinh thd cong).

5. Ké khung cho bang tinh: Quét chon khdi A2:ES8,
kich phai chudt réi chon Format Cells.. Chon thé
Boder, sau d6 chon dudng ké hai vién cho Outline,
chon dudng 1 vién cho Inside, nhé 14 chon dudng ké
trude réi hay kich vao Outline ho#ce Inside. (Xem Hinh
2.30). Chon xong kich OK. ‘

Number ] Alignment i Font Bﬂrderl Patterns | Protection }

Presets e [ Line- o e

Style:

et b et None --—--

- hone Qutline S

Border -- - - o e ——.

. Text Text R —
e Text  Text L
— - Color;

The selected border style can be applied by clicking the prasets, preview
diagram or the buttons above,

I OK I Canced

Hinh 2. 30: Chon dudong ké cho bdng tinh
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6. Té mau nén cho dong tidu dé cot: Quét chon khdi
A2:E2, sau d6 kich chudt phai va chon Format
Cells.., chon thé Partterns roi kich chon mau xdm
(xem Hinh 2.31). Chon xong kich QK.

Format Cells

Numbeer | Alignment | Font ] Border  Patterns ! Pratection !

Cell shading i e
Colar:

.1

Hinh 2. 31: Chon mau nén cho dong tieu dé cét



Két qua ban da co duge mét bang tinh nhu ¢ Hinh 2.26.
Ban hay luu né lai véi mét tén nao d6, chéng han VD1.XLS,
i€ tién st dung khi can. (Xem Chuong 3: Qudn Iy cdc tap tin
Excel 2003 dé tim hifu tham va viéc luu bang tinh).

Bay gio ban hay tu tao ra mot bang két qua thi dai hoc
1thu & Hinh 2.32 va luu véi tén VD2.XLS. Chung ta s& con gap
al bang tinh nay § nhiing phén sau cia cudn sdch nay, vi vy
dc ban nhé lam that c4n than cho gidong véi mau.

I N =N - N R 1]
1 KET QUA THI BAI HOC KHSI D NAM 2003

2 Ho 2 Tén Bifm

3 BTT {Ho Tén |Uutién|Todn | Van MNgt*] Ghichd

41 1 IBdiHuong Giang I 1 3 <] Trrgt

5| 2 |Hoing Trong [Nkdn Hi 5 6 3 Targt

6] 3 [KiduNguyét Nga_ 1 6 7 R B3

71 4 Nguydo Xuin |H 117 5 2 5 Trugt

& | 5 |Pham Ngoc Anh It 9 6 g B3
916 [TdnTwag [Thiy [ 1 5 [ & [ 25 Bé

10| B .

L1 Hoidéngchdmi T~y N

Hinh 2. 32: Bdng ket qud thi dai hoc (VD2.XLS)

Ching ta vira hoc xong chuong néi vé nhép va chinh sia
liéu. Ban hay thue hanh that hoan hio cdc kién thie trong
uong nay trude khi bude vao cdc chuong ti€p theo.
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Chuong 3

QUAN LY CAC TAP TIN
EXCEL 2003

Ching ta da biét cach nhép liéu vao trong mbdt bang tinh
Excel 2003. Bay gid ching ta sé hoc cdch quan 1y cdc tap tin
Excel 2003 dé sau nay cé thé “goi” ching ra dé xem hoic
chinh sira bd sung. Néu ban nhép liéu vao mot bang tinh ma
chua ghi vao trong dia thi bang tinh d6 mdi chi duge nhd tam
th#i vao bé nhd RAM. Néu bi mit dién hodic may cé truc tric
d6t xudt thi toan bd nhilmg théng tin ban vita nhdp vao s& mat
hét, bao cong sdc cia ban bi “ra séng ra bién” cd! Chuong nay
sé trinh bay véi cdac ban cédc chi dé chinh sau day:

» M¢ tdap tin Excel 2003

AN

Luu tép tin Excel 2003

» Bdo vé tap tin Excel 2003

+

Bdo vé sé bang tinh Excel 2003
Chia sé tdp tin bang tinh Excel 2003

82



1. MG TAP TIN EXCEL 2003

Phan nay sé gidi thiéu véi cdc ban cdch mé tdp tin trong
hai trudng hop:

» Md mot tap tin Excel mdi,
~ M& mét tép tin méu bidu (Template)

~ Mo mét tap tin Excel ma ban dé luu trong mdy.
Mé& moét tap tin méi

Thong thudng khi ban khéi déng Excel 2003 thi da co
mét bang tinh réng, chua ¢6 dir liéu, duge mé sin. Béng tinh
nay dugc Excel tu dit tén 1a Bookl. Ban c6 thé nhép liéu vao
bang tinh nay va luu lai véi mét tén nao do.

Tuy nhién néu E(cel chua mé sfn cho ban, thi ban cling
c6 thé md mét tap tin méi bang céch vao trinh don File\
New.. Khi d6, 6 tdc vu ¢6 tidu dé& 12 New workbook xuat
hién (xem Hinh 3.1), ban hay kich vao Blank workbook.

Ban ciing ¢6 thé nhan 8 ho’p phim tit CTRL+N dé md mot
bang tinh mdi.
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New .

) Blank workbook
Ej From existing workbook, .,

Templates .
Search Office Online:

& Templates home page
@ On my computer.,,
&-,_I On my Web sites, .,

Recently used templates
Sales Invoice

Hink'8. 1: O tac vy New Workbook

Mé& mét tap tin mau bidu (Template)

Excel 2003 cung cap cho ban mét s8 miu bidu béng tinh
(rdt ti€c 1a chi c6 tigng Anh). Tuy nhién ban ciing ¢6 thé ap
dyng néu thay phi hop véi céng viée cua ban.

Ban c6 thé kich vao muyc Templates home page trén
tac vu New Workbook d& 14y cac mau bidu tir trang chd.
Ho#ic kich vao muc On my Web sites... d& lady cdc miu biéu
luu ¢ trang Web cda ban. (Trong 2 trudng hdp nay may caa
ban phdi dugc két néi v4i Internet).
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Ban ciing c6 thé kich vio muc On my computer.. trén o
tdc vu New Workbook d¢ 14y cdc miu biéu ¢6 sén trong may
tinh khi cai bé Office. Khi hop thoai Templates (Hinh 3.2)
xudt hién, ban hay chon thé Spreadsheet Solutions rji kich
chon mét trong cdc méu biéu c6 sén trong dé. Chéng han chen
mau Sales Invoice (héa don bdn hang), khi d6 ¢ khung
Preview sé hién 1én miu héa don cho ban xem truée. N&u
ban thdy mau biéu dé ung ¥ thi kich OK dé€ mé mau biéu dé
ra va lam viée véi né.

Templates @

Ganeral SpreadsheatSoll.ltions{

Bdanc-e.s..heet Exne;;;ét. . LOa.I:'.I. Purch_a;a - Preview '
H Amortizakion Order
Timecard village
Saftware

Templetes on Office Ovine |

I oK l Cancel j

Hinh 3. 2: Hép thoagi Templates ciia Excel 2003

Hinh 3.3 dudi day la mét phan cia mau bidu Sales
Invoice, ban ¢6 thé nhap tén cong ty, sd sé ri héa don, cac
théng tin vé khach hang v.v..
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nvoios Mo
O VTGS B ORI Fer P
INVOICE
Customer | Misc
Address Ordes No.
Ciy State z2IF H Rep
........ Oty Deseription Unit Prio _ TOTAL

Hinh 3. 3: Mét phén ciia mu biéu Sales Invoice
Md& mot tap tin Excel da luu trong may

Gia st trude day ban da tao ra cdc tdp tin Excel va
ltu & trong & cing, hodc déng nghidp gii cho ban mét s6 tdp
tin Excel va ban da copy ching vao trong 6 cing. Bay gid
mudn mé cac tdp tin dé ban lam theo mot trong cdc cach sau
sau:

Caeh 1:

Kich vao trinh don File réi tim trong menu sé xuéng néu
¢6 tap tin mudn md thi kich chudt vao dé d€ mé. Pay 1a cdch
md nhanh, vi Excel mac dinh luu 4 tén tap tin méi mé gin
day nhét trén trinh don File s xudng. Hinh 3.4 trinh bay
cach mé tap tin VD1 nim trong My Documents.
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ﬂew... . Ctrl+N

Open,.. Ctrl+Q
:; Save As... )

;: P

§ print.. /) Ctrisp
1vD1 _1

2 Excel 2003\vD2

5 3 Excel 2603401
Y

B

Hinh 3. 4: Cdch md tdp tin VDI trong My Documents

Cach 2: ’

1. Vao trinh don File\ Open hoiic nhin t§ hgp phim
CTRL+0O, ho#c kich chuét vao biéu tuong Open
trén thanh céng cu.-

2. Khi hop thoai Open xuit hién (xem Hinh 3.5), hay
duyét tim va chon tap tin muén mé réi kich Open dé
md.
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b [ Excelzoos - ) e @I X £y IF - Tods
) G‘_D‘CI ham rrunq Excel ’ ST T e e
IExcel
" ZyMacra va Int
Ay
.Em
q i - . i .v R . ...
 Places Fies of typa: I'“ Microsoft Excel Filas __'_J Caced |

Hinh 3. 5: Hop thogi Open
Luu $: Excel 2003 cho ban ¢6 nhiduy tay chon mé, ban
héy kich vao mii tén ngm & canh phdi nut Open réi chon
mét tuy chon d€ mé. (xem Hinh 3.6)

.§ ©pen Read-Only

4 Open as Copy
Quen in Brovwser

d Open and Rgpair, .,

Hinh 3. 6: Cdc tuy chon mé tdp tin Excel 2003

88



Cach 3:

Ding Windows Explorer d¢ duyét tim t6i tap tin Excel
muén md, rdi kich dip vao tdp tin d6 (hoic kich phai vao tap
tin muén mé rdi chon Open), Excel s& tu nhan bi&t va kich
hoat dé mé tap tin dé.

2. LUU TAP TIN EXCEL 2003

Trén day ban da biét cach md cdc tap tin bang tinh Excel
dé lam viée véi né. Nhung dé luu nhing viée ban vita thuc
hién trén bang tinh khéng bi mat di thi ban phai bi&t cach
luu cée tap tin Excel. Dudi day la mot s6 cach huu tap tin bang
tinh:

» Luu mot tdp tin bdng tinh méi

» Luu mejt)t(ip tin bang tinh c6 sdn
Luu mét tap tin bang tinh méi

Nhu da néi ¢ trén, théng thudng mdi khi ban khéi dong
Excel thi né ty mé cho ban mét bang tinh tréng véi tén
Book1. Sau khi nhap dir liéu vao bang tinh nay ban c¢6 thé hu
né lai dé tién sd dung sau nay. Cach lam nhu sau: ’

1. Ban vao trinh don File\ Save As.. hojc nhan t§ hop
phim CTRL+S, ho#c kich chudt vao bidu tugng chiée
dia mém & § trén thanh cbng cu.

2. Khi hop thoai Save As xudt hién (Hinh 3.7), ban hiy
nhép tén file vao myc File Name, réi chon thu muc
dé€ luu tép tin & muc Save as.
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3. Kich ntit Save 48 hau,

- Tools ~

.’_@j My Dats Sources
My eBooks
By usic

{ﬂMy Pictires
SZIMy Received Figs
Ery Videos
Hou

Nhiép tén
file vip
diy

Poces — Seveastvpe: [agason g Workbook | Cancel

Hinh 3. 7: Hop thoai Save As
Luu mét tap tin bang tinh cé sin

Khi ban mé m¢t tép tin Excel 6 sin ra 4 chinh sifa hoge

b8 sung dir licu. P& luu lai nhing chinh sig hodic b sung d6
ban ban lam theo mot trong cdc c4ch say:
* Nhan t3 hop phim CTRL+ S, hoic

* Kich chugt vao bidy tugng & Save trén thanh
¢dng cu, hoac

¢ Vao trinh don File\ Save.
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Lutu $: Theo “kink nghiém xuong mdu” cia nhiéu ngudi,
& tranh bj mdt di liéu vi chua kip luu khi xdy ra su ¢ nhu
&t dién, mdy truc trdc thi cdch an toan nhdt la thuong
uyén luu dit liéu bdng cdch nhdn CTRL+S. Cdch nay via
hanh via an toan, ban nén thuc hién.

. BAO VE TAP TIN EXCEL 2003

Cé nhiéu cdch d€ bao vé cac tdp tin Excel cia ban tranh
héi nhilmg con m#t td md hoéc bi ngudi khdc vé tinh hoac
fu ¥ x6a mat dif liéu. Dudi day 1a mot sé cdc bdo vé:

» Bdo vé bdng mdt khdu cia Windows
» Bdo vé bdng phan quyén trén mang
> Bdo ve bang thuéc tinh Read-Only
» Bdo vé bdng mdt khdu cia Excel

340 vé bing mat khidu Windows

Ban cé thé cai dat mat khdu cho hé théng mdy tinh cla
an d€ nguoi khdc khéng thé khdi déng duge méy cda ban.
Vhu vdy ciing c¢6 nghia 1a ho khong thé ti€p cén dugc véi cdc
ap tin Excel nim trén may cha ban. Néu ban 1a ngudi thanh
hao v& Windows thi ban ¢6 thé tu cai duge mat khdu, con néu
hua thao thi nén nhd mét ngudi ndo dé tin cdn lam gidp ban
iéc nay. Tuy nhién, viéc “bé” password dé khdi dong windows
161 v6i nhiéu “tin tic” chi 1a “chuyén nhd”.
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Bao vé bang phan quyén trén mang

Néu ban st dung mét may tinh & cdng ty duge nai mang
ndi bd, ban ¢6 thé han ché ngudi khac truy cdp vao csc tap tin
Excel cia ban bing cich khéng cdp quyén truy xudt cho ho.
Tuy nhién, d€ 1am vigc nay ban phai thanh thao viée quan Iy
mang. Néu khéng thi ban phéi nhd téi sy givp d caa ngusi
quén tri mang & cong ty.

Bao vé bing thugc tinh Read-only

Khi dit thude tinh Read-only cho mot tap tin Excel thi
Excel s& chi cho phép md va doc tap tin nay théi chyg khéng
thé thay ddi duge dir lidu cda tap tin nay. D€ dat thude tinh
Read-only ban lam nhu sau: vao trinh don File\ Open... cia
Excel, hofic nhin CTRL+0. Sau d6 kich phdi chudt vao tén
tdp tin mudn bdo vé va chon Properties ¢ ddy menu s§
xudng. Khi hép thoai Properties xuit hién, kich chon thanh
General r4i dédnh diu vao hép kiém Read-only & muc
Attributes. (Xem Hinh 3.8).
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VD3 Pmprzrties

Type of filz:  Microsaft Excel Workshaet

Gpens with: Microsoft Excel

Location:

Sizes 16.0 KB (16,3584 bytes)

Size ondisk:  16.0KB ( 16,384 bytes)
| Created; Ssturday, July 26, 2003, 10:22:58 AM
| Modiied: Tuesday, July 29, 2603, 2:08:04 PM

Accessed; Mopday, July 28, 2003

Attributes:

C:\Docurments and Settings\WINXP\My Dacuments

[ uidden

[] Archive

[ OK _g LCancdj L&pply j

Hinh 3. 8: Dgt thuéce tinh Read-only cho tip tin Excel

Ba cich trén day thyc chat
Windows d€ bdo vé cac tap tin clia

la dung céde tién ich cia
Excel. Ban than Excel cling

cung cAp mot s6 cdch dé bao vé cho cdc bang tinh.
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Bao vé bing mat khiu cta Excel

Day 14 cdch bado vé dé thuc hién nhung lai kh4 hiéu qua.
Chéng han d€ bdo vé tap tin Excel c6 tén VD2 ban lam nhy
sau:

1. MGd tép tin VD2 bing Excel.

o

Vao trinh don File\ Save As.. hop thoai Save As
xuét hién.

3. Kich vao Tools ré6i chon General Options.. (xem
Hinh 3.9) d& mé& hop thoai Save Options.

savej: .9 Excel 2003 RIRCRE: I - W Sl R ™
TR Olachemtongieel " " coa
. ) Excel » [T
- MyRecert  Macro vaInt
© Docunants @VDI 3B

; Hvoez 1 Addto “My Place
BJvoz \ & Map Network Dri

3 : ' ' Web Optors....
General Options.

Zompress Picburs

IFie [rarhe: zvnz - I ﬁave |

Save as bype: iuaosoft E:xcel Workbook, _'J Cancel J

Hinh 3. 9: Chon General Options dé md hép thoai Save
Options
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4. Khi hgp thoai Save Options xuit hién, hiy nhip mat
khiau dé md, gid st 12845, vio muc Password to
open, nhdp mat khdu dé chinh sira, gijd st 123, vao
myc Password to modify. (Xem Hinh 3.10) Nhap
xong kich OK.

Save Oﬁlibns .

™ Always create backup

Flie shanng . W e e e e e
Password to open: ’***"‘* Advanced. .. 1
Password to modify: ]**"‘|

{™ Read-only recommended

i .OK ] Cancel l

Hinh 3. 10: Hép thogi Save Options dé nhép mét khéu

Luwu y: Ban c6 thé chi chon mét trong hai password trén

cang dugc: hodc Password to open, hodc Password to
modify.

5. Sau khi kich OK, Excel s& hién 1én cic hép thoai yéu
ciu ban x4c nhan lai mat khdu. Ban hiy nhap dung
mit khdu nhu cii d€ xde nhan. Nhap xong thi kich
OK.

6. Kich nit Save trén hép thoai Save As dé luu.
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7. Khi Excel hién lén mot hép thoai héi ban cé ghi d
Ién tap tin da tdn tai hay khong, hay kich Yes dé gt
dé l1én tdp tin VD2 eii, kich No d& ghi thanh mégt t4
tin méi.

Lwu §: Trén déy la cde cdeh bdo vé tdp tin Excel chi yé
dé tranh nhitng con mdt to mo. Theo kinh nghiém, cdch t6
nhdt d€ tranh bi mét dip lidu la tén hanh sao luy cde tdp ti
ra dia mém, dia cing khdc hode dia CD.

4. BAO VE SO BANG TiNH (SHEET)

Ngoai viéc bgo vé céc tap tin Excel, ching ta c¢on ¢6 thi
béo vé cdc s6 bang tinh cia Excel vé cac khia canh sau:

* Bédo vé toan bd nji dung s bédng tinh
* Béo vé mét phan noi dung s bang tinh

* Bdo vé cdu tric va kich thude s§ bang tinh

Bdo vé toan b noi dung sd bang tinh
Cai mGt ma bao vé
D€ béo vé ndi dung s0 bang tinh Sheetl cia tép tin VD2

ta lam nhu sau:
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. 1. M4 tap tin VD2, kich chon Sheetl.

9  Vao trinh don Tools\ Protection\ Protect Sheet..
{(Xem Hinh 3.11).

ﬁ spelling
Share Workbook.. . . o 3 |
Protection L | g Prntect Sheet

4 Macro b ﬁ% Allow Users to Edit Ranges...
4 addIns... 5_;} Lnpratect Workbook. .

Customize. ..

Qgtions. ..

: Data Analysis, ..

:

i

Hinh 3. 11: Cdch mé hép thoai Protect Sheet

3. Trén hop thoai Protect Sheet (Hinh 3.12), ban hay
nhap méat khdu, gid st 12345 vao muc Password to
unprotect sheet, cic luya chon khac gidng nhu ¢

~ Hinh 3.12. Sau dé kich nut OK va xdc nhén lai mat
kh&u mdt 1an nita.
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Protect Sheet

IV Protect worksheet and contents of locked cells

Password to unprotect shest:
I ***w*l

Allow all users of this warksheet to!

Select locked cells
J¥ Select unlockad cells
I~ Format cefls

[ Format columns

I Farmat rows

™ Insert columns

i Insert rows

T Insert hyperlinks

I Delete columns

[ Delete rows -]

’ | QK I Cancel I

Hinh 3. 12: Hép thoai Protect Sheet

Luwu y: Néu ban lua chon cdc muc giéng nhi & hinh trén
thi ban sé khéng thé nhdép hodc xéa bat ky kv tu nao & s6
bdang tinh dé, ban cing khéng thé thay d6i duge dé rong cot
va chiéu cao dong v.v.. D€ ¢6 thé thuc hién duge mot s6 thao
tic sau khi dd khoa sé bdng tinh thi ban phdi chon trong
khung Allow all users unprotect sheet. Chdng han mudn
thém dong sau khi d@ khda s6 bdng tinh thi ban phdi chon
Insert rows.

Hiiy b6 ché d6 bao vé

1. Vao trinh don Tools\ Protection\ Unprotect Sheet...
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2. Khai bao mat khau da cai (12345).
3. Kich OK dé hily bé bao vé.

Bao vé m{t phan ndi dung s bang tinh

Excel 200¥ eho phép ban chi bdo vé nhimg ving di lidu

can thiét con cdc vung khde thi vin duge phép chinh sita dir
liéu. Gid st trong bang tinh VD2 ban cé thé bdo vé toan bd
néi dung bang tinh ngoai trir ¢6t cé tidu dé Uu tién (D4:D9),
tie 1a cho phép ngudi st dung chinh sa dir lidu & cot nay.
Céch tién hanh nhu sau:

1. Vao trinh don Tools\ Protection\ Allow Users to Edit
Ranges. Khi dé hop thoai Allow Users to Edit Ranges
8& xudt hién (Hinh 3.13).

Allow Users to Edit Ranges

Rargas uniccked by a password when sheet is protacted:
Title ] | Refers to cells

I Paste permissions information into a new workbook

Protect Shast, ., oK Carcel £oply

Hinh 3. 13: Hgp thoqi Allow Users to Edit Ranges
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2. Kich vao nat New... trén hop thoai Allow Users tc
Edit Ranges. Hop thoai New Range s& xudt hién
hdy nhép tén ving vao muc Title (nu khéng nhag
tén ving thi Excel s& tu dat tén 13 Rangel), nhag
ving duge phép chinh sita vao muc Refers to cells
(nhé¢ dat dau = & truée). Chéng han 6 vi du cda chiing
“ta la =D4:D9. Hodc ban ciing c6 thé b4m chudt vac
muc Refers to cells rdi dung chudt quét chon ving
duge phép chinh sta. Nhép mat khdu cho ving nag
vao muc Range password, ching han 12845, (Xem
Hinh 3.14).

Title:
IRangel

Referstocells:

|-p4:09 ' 57
Ra_nge password:

It**:ml

Permissions. ., I | .OK I -Canca!. l

" Hinh 3. 14: Hép thogi New Range va cdc thiét dat

3. Kich nit OK, khi Excel yéu cdu xdc nhan lai mat khiu
thi ban hay nhép mat khdu nhu trén (12345) rdi kich
OK' . 1
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4. Khi hop thoai Allow Users to Edit Ranges xuit
hién trd lai, ban hdy kich vao nit OK dé hoan tat
c¢dbng viée. (Xem Hinh 3.15)

Allow Users to Edit Ranges

Ranges unlocked by a password when sheet is protected;
Tile . _[Refastocels | |:

Rangel $D$4:$0$9

specify who may edit the range without a password:
Permisgions. .. !

[ Paste permissions information into a new workbogk

Profect sheet... | ok | Cancel &pply

Hinh 3. 15: Hop thoai Allow Users to Edit Ranges sau khi
da thiét dat

Béy gig ngudi st dung c6 thé chinh sia duge dir lidu cua
cot Uu tién.

Luu §:

Néu mudn chinh stta vé cdc thist ldp cho ving duge phép
chinh sita, ban ¢6 thé kich vao niut Modify.. trén hép thoai
Allow Users to Edit Ranges. Néu muén thoi khéng cho
phép chinh sia ving nga thi hdy chon tén ving trong hép
thogi Allow Users to Edit Ranges réi kich nit Delete.
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Néu s6 bdng tinh cila ban da duge bdo vé bdng ché d
Protect Sheet réi thi khéng thé thue hien duge ché dy
Allow Users to Edit Ranges.

Bao vé cdu tric va kich thuée cia s6 bang
tinh '

Néu bang tinh duge bio vé bang ché dé nay thi ban sé
khéng thé€ chinh sta duge ndi dung dif liéu bang tinh, do réng
cdt, chiéu cao ddng, ciing nhu kich thude cla clta s8 bang tinh.

Thiét Igp béo vé

1. M6 bang tinh muén bao vé, gid sif bang tinh VD2.

2. Vao trinh don Tools\ Protection\Protect

Workbook... Khi dg hop thoai Protect Workbook
xuit hién. (Xem Hinh 3.16)

Protect Wark bu_uk

Password (optional):
|

| [Tl  Cancel |

Hinh 3. 16: H@p thogi Protect Workbook
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3. Ban hdy ddnh dau chon Structure néu muén bio vé
cdu tric, chon Windows néu muén bdo vé kich thuée
cita sb.

4. Nhép méat khdu, gid st 12345, vao muc Password
{myc nay la tuy chon). Sau d6 xd4c nhén lai mat khiu
mot 14n nita khi duge ydu ciu.

5. Kich niit OK dé& hoan t4t céng viéc.

. G& bo ché do bao vé
1. Vao trinh don Tools\ Protection\Unprotect

Workbook... Khi d6 hip theoai Unprotect Workbook
xudt hién yéu cdu nhap mat kh4u. (Hinh 3.17)

Hinh 3. 17: .Hép thoai Unprotect Workbook

2. Nhip mat khau (12345) réi kich nit OK d8 hoan tat
cong vide.
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5. CHIA SE TAP TIN BANG TiNH EXCEL
2003

Ng;ay nay cdc mdy tinh thudng dugc néi mang véi nhau dé
nang cao hiéu qua cdng viéc. Excel 2003 cho phép nhiéu ngudi
c6 thé cing thao tdc trén mét bang tinh tai mot thoi diém.
Hinh 3. 18 minh hoa cho diéu néi trén.

Hinh 3.18: Nhiéu nguoi cung lam viéc véi mét bdng tinh

P& nhiéu ngudi c6 thé cing lam viéc v6i mot bang tinh
thi ban phai chia sé bdng tinh d6. Gid s ban muén chia sé
bang tinh VD2 dé nhidu ngusi cing c6 thé thao tdc trén dé.
Céch lam nhu sau:
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1. M¢ bang tinh VD2.

2. Vao Tools\ Share Workbook.., hép thoai Share
Workbook sé xuit hién.

3. Kich chon thé Editing trén hop thoai Share
Workbook. Sau dé kich chon hop kiém Allow
changes by more than one user at the same
time. (Xem Hinh 3.19).

Share Workbook

I Advanced I

W &llow changss by more than one user at the same time.
This also allows workbook merging.

Who has this workbook open now!

HIER - 871312003 3:55 p

Remave Ljsar '

' I oK i Cancel '

Hinh 3. 19: Hép thoai Share Workbook dé chia sé bdng tinh
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4. Vao File\ Save As_ va luu bdng tinh nay vao mét
thu myc diing chung trén mang (khoéng phai mét Web
server).

Luu 9: Ban c6 thé kich vao thé Advanced trén hép
thoai Share Workbook 18 chon cdc tiy bidn chig sg cu thé
hon. Chdng han nhu cap nhdt nhing thay déi khi nao, hode
khi c6 tranh chdp vé thay déi thi ai la nguoi cg quyén uu tién
0.

Ban vita hoc xong cich quan ly cde tdp tin bédng tinh
Excel. Ban cdn nim vilng cdc kién thie vé mg tap tin, luu tap
tin cling nhu cde cdch bio vé va chia sé tap tin béng tinh. Bay
gi% ching ta hay chuyén sang Chuong 4 d8 hoc cach tinh todn
trong Excel 2003, °
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Chuong 4

CONG THUC VA TiNH TOAN

Chuong nay s& trinh bay véi cdc ban cdc van dé 6 lién
quan téi tinh todn trong Excel 2003. Cing mét bai toan nhung
¢6 thé€ c¢6 nhiéu cdch gidi khac nhau. Van dung kién thie nhu
thé nao 1a tuy thude vao cong viée cu thé va k¥ néng tu duy
ctia ban. G day chi cung cap cho ban céc kién thic nén ting
can ban d€ ban van dung. Céc ndi dung chinh trong chuong
nay gom: '

Cdc todn tit dung trong céng thitc
Cdc kiéu dit lieu

v ¥V ¥

Cdch lap céng thic

v

Dia chi tuong dét va dia chi tuyét déi

‘(.4

Lién két dit liu

» Tinh todn trong khi sao chép di lidu

v

Thue hanh tinh todn cu thé
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1. CAC TOAN TU DUNG TRONG CONG THUC

Excel 2003 cho phép ban s& dung céc toin ti trong cdce
cong thde tinh todn. Dudi day 1a cdc dang todn td ding trong
Excel 2003.

-

Toan td s6

Ky hi¢u | Gidithich | Vidu
% Phan tram 10%
A Liiy thaa 372
* Nhan 2*%3
/ Chia 6/2
+ Cong 1+1
- Trix 2-1

Toan td so sanh

Ky hiéu Giai thich Vidu
= Bing Al=B1
> Ldn hon Al>B1
< Nhd hon Al<B1

> = Lén hon hotc Al> =B1
bing

<= Nhd hon hogce Al< =Bl
bang

<> Khidce Al< >B1
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Toan t& chudi

Ky higéu [ Giai thich Vidu

& N&i chudi | O Al c6 chi

“Excel” va 6 A2 ¢b
chi@ “2003” thi

cong thie
=A1&A2 s& cho
két qud
“Excel2003”
Toan td tham chiéu
Ky hiéu ' | Gidi thich Vidu
: (hai Midng A2:A8

cham)
, {phdy) Lién két SUM(A2:A8,02:C9)

Vidu
Tinh biéu thie sau: (3+7)*322. Cach lam nhu sau:

Ban hay kich chudt vao mét 6 ma ban muén két qua hién
thi tai do6, trong vi du nay 14 8 Al, sau d6 gd =(3+7)*3A2 (xem
Hinh 4.1), sau d6 nhdn Enter. Ban sé& ¢6 két qua 90 hién thi ¢
o Al.
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3474312
c D |

Hinh 4. 1: Nhdp céng thice tinh todn.
Luu y:

Trong cdc phép toan ban cé thé su dung cde dfu ngodc
lon, khi dé Excel sé wu tién tinh todn cde phép tinh trong
godce trudc.

Vi du: (10 + (9 - 2)7°2)*%(7 + 1)"2 = 3776. Ban hdy tu lam
i du nay xem két qud cé dung khéng.

Né&u c6 nhiéu todn ti co cung dé vu tién thi Excel sé tinh
odn tu trdi qua phdi. »

). CAC KIEU DU LIEU

Kiéu dit liéu c¢6 mdt ¥ nghia dic biét quan trong trong
ixcel, né gidp cho viée tinh todn cdc céng thie duge chinh xac
4 khéng bi 16i. Tay theo myc dich s& dung ma ngudi ta dinh
lang céc kidu dif liéu khdc nhau. Bdng dudi day trinh bay mét
& kidu dif lidu phé bién.



Kiéu DL Mo ta

reneral Kidu chung: Day la kiéu di liéu tong quat va
la mac dinh. Véi nhiing di lidu 8 kiéu nay
Excel ty dong nhan dang va chuyén vé kiéu
dit lidy tuong dng khi tinh todn. Kiéu nay con
duge ding dé tich hop vdi kiéu dit liéu d6 thi,
hinh A4nh, 4m thanh ..

Number Kidu s6: Pinh dang dir liéu la kié‘u:; s6 s hoc.
Vi du 3456 1a mot s6.

Currency | Kiéu tién té: Tuong ty nhu kiéu s& nhung cd
thém ky hiéu tién té ¢ dang trude, nim sdt sd
tidn. Vi du $10,000.

Accounting | Kidu ké todn: Tuong tu nhu ki6u tién t&,
nhung ky hiéu tién té ludn nim sdt 1é trai
cua &.

Date Kiéu ngay thdng: Cé nhiéu cach hién thi kiéu
ngay thang khdc nhau tay thude vao tén nuéc
ma ban chon & trong Regional Settings cua
Control Panel ciia Windows. Phai dinh dang &
kidu ngay thang thi ban mdi tinh duge s§ ngay
nam trong khoang giita hai ngay cho trude bing
cach Idy ngay cudi trit di ngay dau.

Time Kidu thoi gian: Tuong ty nhu kiéu ngay
thdng.
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Kiéu DL

Mo ta

Percentage

Kiéu phdn trdm: Hién thi ky hiéu % & sau con

s6. Vi du 50%.

Text

Kiéu ky tu (vdn bdn): La tdp hdp nhimng chif
cdi, chif s& va nhiing ky tu khac. Vi du chudi
“Bhi Hudng Giang” hoic chudi “34567”. Tuy
nhién, chudi “34567” s& nim sat 18 trdi cda 6,
con néu la s6 “34567” thi né s& nam sat 1é
phdi cia 6.

Custom

Kiéu tiuy chon: C6 mét s8 kifu c¢6 sdn dé ban
chon. Ban ciing ¢6 thé dinh nghia kiéu riéng
cua ban. Vi du 15,000 VND.

3. CACH LAP CONG THUC

Céng thdce trong Excel 1 cdc phép todn két hgp 4T lidu
gitta ciac 6. Cong thic phai bit ddu bing dau biing (=).
Dir ligu nhép vao cdng thic la cdc s8, dia chi 4, ving hoic
ngay thdng, néu dir lidu 13 dang chudi thi phdi d€ trong dau
nhdy kép (“ ). Ban c6 thé nhap truc tiép vao & hosic ¢6 thé
kich chon 6 mufn nhép rdi dua trdé chudt vé thanh céng thic
d€ nhap. Khi nhdp xong, bAm Enter d€ két thdc.

Khi nhép xong c¢dng thuc va nhén Enter, Excel s& tu dong
kiém tra cong thic, néu c6 16i Excel sé thong bdo cho ban
biét. Dudi day la cdc théng bdo 161 thudng gap:
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Lbi

Nguyén nhan gy 16i

tDIV/0!

Trong cdng thdc cé6 phép todn chia cho 0
hoac chia cho mdt & réng.

FNUM!

-Stt dung d6i s6 khéng duge chdp nhén trong
mot ham yéu cdu ddi sd 1a kidu s6.

-Nhép vao mét cong thitc tao ra két qua qua
16n hosic qua nhé dé thé hién trong Excel
(nhé hon —1%¥10*7 hozc 16n hon 1%¥10%7).

#REF!

Trong cong thitc ¢é tham chiéu d&n nhang &
khéng ton tai hosc di bi xda.

#VALUE!

Trong céng thic dung sai kiéu di liéu,
chdng han nhu cong trir cdc dit liéu kiéu
chudi. Vi dy = “ANH"+ “EM”.

#NAME?

Trong coéng thic s dung sai tén ham, tén 9,
tén ving khéng hgp ly hodc dir liéu dang
chudi nhung khéng d€ trong ddu nhdy kép.

#N/A!

Céng thic tham chiéu téi mét 6 hodc mang
con rdng.

#NULL!

Trong céng thic sif dung todn td giac nhung
gitta hai mang lai khéng c6 6 giao nhau. Vi
du =SUM(B1:B6 C1:C8).
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4. DIA CHi TUGNG BOI VA DIA CHI TUYET
oI

Tén ctta mdt 6 hay mét ving duge goi 1a dia chi cia 6 hay
ving d6. C6 hai loai dia chi d6 1a dia chi tuong d6i va dia chi
tuyét doi.

Dia chi tuong d5i
Dia chi binh thutng coa & hay ving khi nhip vao céng
thite goi 14 dia chi tuong d6i. Chang han:

= Al1+B2+C3

Khi sao chép cbng thdc thi cde dia chi tuong déi trong
cdng thue sé ty thay d6i theo vi tri tuong tng noi né duge sao
chép dén.

Chéng han khi sao chép cong thic =A1+B2+C3 xudng &
bén dudi thi né s& ddi thanh =A2+ B3+C4, con khi sao chép
cong thic =A1+B2+C3 sang 6 bén phai thi s& thanh

=B1+C2+D3.
Dia chi tuyét doi

Trong Excel ddu d6-la ($) duge dung dé chi thi dia chi
tuyét ddi. Cdc dia chi ding sau diu $ sé& trd thanh dia chi
tuyét ddi. Excel cho phép chi thi dia chi tuyét ddi theo dong,
theo c§t, ho#c ca dong ci cot.
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Vi du:
*A$1: Chi thi dia chi tuyst dsi theo dong.
*$A1: Chi thi dia chi tuyat ddi theo cot.
*$A$1: Chi thi dia chi tuyst d6i theo c3 cdt va dong.
Khi sao chép cong thite, c4c cong thdc trong dia chi tuyst
déi trong céng thic s& khéng thay d6i. Ching han khi sao
chép eong thie =$A$1+$B2+C$3 xudng & bén du6i thi s trg
thanh =$A$1+$B3+C$3, con khi sao chép sang 6 bén phéi thi
sé thanh =$A81+$B2+D$3. N6i cdch khée, cde dia chi ding
sau dau $ thi sao chép téi bat ky dau né van khong thay déi.

5. LIEN KET DU LIEU
Lién két dit liéu giita cac bang tinh

Cé nhiéu béng tinh (Worksheet) trong mét tdp tin Excel
(Workbook). Trong thuc t& cdng vige, d6i khi ban phai lién k&t
cde dy ligu & cde bang tinh khéc nhay trong mot cong thac dé
tinh todn. Muén nhap dia chi cda mdt & thufc mot bang tinh
khéc vao trong céng thic, ta phai nhép tén cla bang tinh dé
truge, tiép dén 1a d4u chdm than (1), tiép dén 13 dia chi cda 6.

Vi du: =A1+Sheet2!B3

Céng thdc trén cé nghia la ldy 6 Al cda bang tinh hién
hanh céng véi 8 B3 ciia bang tinh s§ 2 (Sheet2).

Lién két dit lidu giita cdc tap tin

Cling c6 khi trong mét cdng thie, ban lai phai lién két diy
igu tir cdc t4p tin khédc nhau dé tinh todn. D& lam viéc nay
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ban phdi mé tép tin mudn lien két dit lidu trén cing mét ciia
s6 Excel bing céch vao trinh don File\ Open hosc nhdn t4
hop phim CTRL+0 d¢ még tap tin Excel mudn lién k&t dir ligu
ma khéng m¢ thém mét cita s§ Excel mdi. Muén nhép dia chi
6 cla mft t4p tin khéc vao ¢bng thic ban lam nhy say: Nhap
ddy 4k tén tap tin dé, bao gdm ci phin mé rong XSL, vao
trong déu ngosic vubng [ ], ti€p dén 1a tén bang tinh, rdi d&n
d&u (1), sau ciing 1a dia chi 6 muén lién két.

Vi dy: =A24{Book2}Sheet1!B3

Cong thic trén cé nghia 1a 1y 6 A2 cia béng tinh hién
thai cong véi 6 B3 cla bdng tinh Sheetl thuse tép tin Book2.

Luu §: D¢ nhap dia chi 6 ciq mét tdp tin khde, ban
cung c6 thé mé tdp tin dé ra va kich chudt vao 6 muén lien
két Excel sé tu déng thém dia chi dé voo céng thie.

6. TINH TOAN TRONG KHI SAQ CHEP DU
LIEU
Excel cho phép ban vira sao chép dif ligu vita tinh todn.
Dé Jam duge viéc nay ban thye hién nhu sau:
1. Chon viing muéhn sao chép.

2. Vao trinh don Edit\ Copy hodc nhdn t8 hgp phim
CTRLAC 4d€ copy ving vira chon.

3. Di chuyén trd chudt téi géc phia trén bén trai cia
ving dich (ving muén sao chép dén), vung dich cé thé
trén cing mdt bing tinh véi ving ngudn (ving vita
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chon & bude 1) hosic trén mot bang tinh khdac cla cling
mét tap tin hay cda mot tip tin khdc.

4. Vao trinh don Edit\ Paste Special.., hép thoai
Paste Special xuit hién. (Hinh)

5. Trong muc Operation cia hjp thoai Paste Special,
kich chon cdc phép tinh ma ban muén thue hién trong
khi sao chép.

¢None: Khong tinh toan khi sao chép.

s Add: Céng ving ngudn véi ving dich khi sao chép.
e Subtract: Lay ving dich trir di viing ngudn.

e Multiply: Nhan ving nguén véi vang dich.

e Divide: Lay ving dich chia cho ving ngudn.

6. Sau khi chonl phép tinh xong, kich OK d€ thuc hién.

7. THUC HANH TiNH TOAN CY THE

Gia st ban c¢6 mdt bang DOANH SO BAN HANG NAM
2002 nhu sau (Hinh 4.2):
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A | B c | b
1] _ _ DOANHSOBANHANG2002 |
2 _CPU(cdD) Bougid Téugibeoqui
slanit 7 s00 gas
4juiz 550 S
iz 00
6|Qui4a €50
S R égnam

Hinh 4. 2: Bing doanh s6 bdn hang

Nhiém vu cla ban bay gid 14 phéi tinh téng doanh th
theo qui va téng doanh thu cla ci nam. Bié&t ring don gid ]
khéng thay déi trong ¢4 nam.

Tinh tdng doanh thu theo qui

Tinh doanh thu eda Qui 1. Doanh thu Qui 1 sé& ban
s0 lugng hang ban duge eda qui nhén véi don gia, tiae la la
500x45. Ban hay kich chudt vao 6 D3 rdi nhép céng thy
=B3*C$3, tde 1a 18y gia tri cla 6 B3 nhan véi gid tri cda 8 C!

Nhap xong cong thu‘c thi nhin Enter, ban s& c6 két qu
$22,500,

Tinh doanh thu cho Qui 2, Qui 3 va Qui 4. Ban ciin
c6 thé lam twong tu nhu trén d€ tinh doanh thu cla cde qui ¢
3 va 4. Tuy nhién, néu lam nhu vay s& rat mat thoi gian, d4
biét 12 khi ban c¢6 mét danh sdch dai cin phdi tinh todn

Excel cung cfp cho ban mét cach 1am nhanh chéng va chinl
xdc — sao chép c¢dng thie:
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Kich chugt vao 9 D3, sau d6 ré chudt vao géc dudi bén
phai cda 6. Khi tré chudt bién tit ddu cong to thanh ddu cong
nhé, ban hay nhén gitr trai chudt réi kéo ré xuéng & D6. Ban
s& thu dude mét bang tinh véi cdc két qua nhu & Hinh 4.3.

A | B | ¢ | o 1

1 DOANH 5O BAN HANG 2002

2 CPU(cdi) Pongid Tdngtbeo qui

3 il LS00 45 $22,500
| 4 |Qui2 550 $24,750

5 |Qui3 600 $27,000

S (Quia 650 329250

7 Téngnim . _

Hinh 4. 3: Két qud doanh thu ting qui da dupe tinh

Bay gid ban hay thit kich chudét vao 6 D6 va nhin vao
thanh céng thic ban s& thdy xudt hién cong thuac =B6*C$3
(xem Hinh 4.4). Nhu vay 12 Excel d& sao chép céng thic tir 6
D3 xuéng 6 D6. Tuy nhién & C3 ¢6 dia chi dong tuyét dsi
(C$3) nén n6 khong thay déi khi sao chép. Nghia 1a d& c6 két
qua $29,250 & 6 D6 thi Excel da ldy gia tri 6 B6 (s5 luong
CPU bén ra trong qui 4) nhan véi gid tri 6 C3 (don gid).
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Db

A | B
1 DOANHSOBANHANGM o
2l [CPUGd) [Bongid Téug tbec qui ,_
slonit | s0l 845 $22500
a|Quiz [ sso b %4750
silQus  e00 . $27000
@Qﬂ o.ss0 | %2950
7 . Téugmim

Hinh 4. 4: Céng thuc cua 6 D6 xudt hién trén
thanh céng thic

Néu khi nhép cong thie vao 8 D3 ma ban nhap =B3*C3,
tde 12 khéng nhap dia chi dong tuyét d6i cho 8 C3, thi két qui
& 6 D3 van ding ($22,500). Tuy nhién khi ban sao chép cong
thée nay xubng cdc dong dudi thi két qua s& sai so v6i yéu cau
bai todn {xem Hinh 4.5). Bdi vi khi d6 cbng thdc & cdc dong
duéi s& thay ddi theo qui luat tinh tién. Néu ban kich chudt
vac 6 D6 va nhin vao thanh c¢éng thic thi ban s& thiy xudt
hién =B6*C6 (chd khéng phai =B6*C$3). Tic 14 Excel 14y gia
tri 6 B6 nhan vdi gi4 tri 6 C6, nhung 6 C6 12 6 réng nén Excel
coi 1a b¥ng 0. Do vay két qud d 6 D6 1a bang 0, khong ding
yéu cdu bai tosn.
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i YNI-Times rlz x| B T
D3 - _ 3 =B3+C3
a | B < [ D
i DOANH SO BANHANG 2002 _
2 _ CPU(ciz) :Bcn gld ) ngﬁtheo qm
Fjosit | seo  s4s] | $22500
‘alouiz - sso
5. Qui 3 600
Joura 650

_den.g nim

Hinh 4. 5: K8t qué sai so véi yéu cu bai todn

Luu 3: Khi lap céng thic, tity vao yéu cdu tinh todn cta ban
ma chon dia cii tuyét doi hay tuong doi cho hop ly. Néu khong
khi sao chéo cong thite ban sé nhan duge mot két qud sal.

Tinh tong doanh thu ca nam

Pén day, viée tinh tdng doanh thu cd niam ddi véi ban
chéc ching khé khan gi. Ban hdy nhdp chuft vao 6 D7 va
nhép céng thilc =D3+D4+D5+D6 (xem Hinh 4.6). Nhép xong
nhan Enter ban s& nhan dugc két qua $103 500 '

Qi1

(Qui3
Qui 4

;-4’10\ Wik (W ui-—-

Quiz

DOANH 36 BAN HANG 2002
CPU(cdi) BExtngid Tdéngtheoqui
..200 JB45
....o50
600 .
650

“Téng nam |=D3+D4+D5+DX6|

inh 4. 6: Nhdp céng thuc “thi cong” tinh téng doanh thu cd ndm

121



Tuy nhién, day chi 14 c4ch lam thd céng. Ban thi tudng
tugng xem, néu phai cdng hang ngan dong ma lap cong thie
nhu trén thi chic phat 6m! Tuy nhién khi ban hoc vé cée ham
trong Excel 2003 thi ban s& biét cdch lam khdc don gidn,
nhanh chéng va chinh xdc hon. Ban ¢6 thé dung ham =SUM()
dé tinh tng doanh thu ci nam: Nh&p chuét vao 6 D7 réi go
=SUM(D3:D6), sau d6 nhan Enter. Ban vin thu dugc két qua
tong doanh thu 13 $103,500 (xem Hinh 4.7).

E\-‘NI-Times z E
D7 : =SUM(D3:D6)
s ] s [ ]
P 'DOANHSOBANHANG2002
2 - CPU (edi) E_t_i_n__gii I_é‘ngtheo qui
3 il 500 45 $22,500
4luiz . s $24750
sjuiz . e $27,000
6 |ui4 80 $29.950
i _ Téugnam| $1035001

Hinh 4. 7: Ding ham SUM() dé tinh téng doanh thu cd nam

Ching ta két thic chuong nay tai day. D& trdanh sai sét
trong khi tinh toan v6i Excel, cdc ban cAn ndm chic cdc todn
t ma Excel sit dung trong céng thic tinh todn. Céde ban cing
can phdi hiéu v& dinh dang ding cde kidu dir liéu thi Excel
mdi c6 thé hiéu va cho ban két qui dung.

Excel cdn cung cfip nhiéu ham giGp cho viée tinh toan duge
nhanh chéng 1 chinh x4c. Bay git ching ta sé chuyén sang nghién
citu Chuong 5, chuong néi vé cac ham thong dung trong Excel.
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Chuong 5

CAC HAM THONG DUNG TRONG
EXCEL 2003

Vi 1d mot chuong trinh x(t 1§ badng tinh nén Excel 2003
cung cip cho ban nhiéu ki€u ham khac nhau gidp ban x@ 1y
¢éng viéc mot cdch nhanh chéng va chinh xdc. Do tinh hiu
dung cda cdc ham Excel nén chuong nay s& giéi thidu vé cic
ham théng dung véi day di céng dung, ci phdp va céc vi du
minh hoa. Cdc ham duge phén ra theo timg chi dé d€ tién cho
viée tra clu v 4p dung. Chuong nay s& trinh bay véi cdc ban
nhitng vdn dé chinh sau day:

» Mot s6 luw y khi st dung cdc ham Excel 2003
- Cdc ham todn hoc

Cde ham logic

Cdc ham ngay thdng

Cdc ham x ly chuébi

Cdc ham tim kiém va tham chigéu CSDL

Cdc ham théng tin

¥ ¥V ¥V ¥V ¥ V¥
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1. MOT SO LUU Y KHI SU DUNG CAC HAM

EXCEL 2003

Trong khi st dung Excel 2003 néu mét trong cdc ham
duéi diay khdng cé, ban hiy chay chuong trinh Setup dé€ cai
dit Analysis ToolPak. Sau khi da cai Analysis ToolPak,
ban phéi cho phép né hoat déng bang cich sit dung lénh Add-
Ins trong thyc don Tools.

CAch cai diat Analysis ToolPak

1. Trong thyc don Tools, kich Add-Ins. Néu Analysis

ToolPak khéng duge liét ké trong danh sdch cda hip
thoai Add-Ins, kich Browse va tim 8 dia, tén thu muc,
va tén file cha Analysis ToolPak add-in 1la
Analys32.x1l - thuéng ndm trong thu muc Microsoft

Office\Office\Library\Analysis - hoic chay chuong

trinh Setup néu né chua dugc cai.

2. P4nh diu chon hép kiém Analysis ToolPak.
3. Nhan OK.

Su dung Analysis ToolPak

1.
2.

124

Trong thuc don Tools, kich Data Analysis.

Trong hop Analysis Tools, kich céng cy ban muén si
dung.

Nhap pham vi input va pham vi output, va sau 46
chon céc tuy chon ma ban mudn.



Luwu y: Cdc Add-in ban chon trong hép thoai Add-Ins
vén kich hoat cho toi khi nao ban xéa b chiing.

Tro¢ gitip vé cd phap

Trong Excel 2003, khi ban nhap tén ham vao mot 6 thi
Excel s& ty dong hién ci phdp cta ham dé cho ban biét.
Chéng han khi ban nhap ham tinh téng ..SUM( thi Excel s&
théng bdo cho ban biét ci phdap 1a SUM(numberl, [number2],
..)  ngay bén duéi 6 ban dang nhép (xem Hinh 5.1). Diéu nay
giup ban khéng bi méc 18i vé cit phép cta ham.

i _suﬁ;( o
2 LSLlﬂ(nmnberi [nu'nberz], )I :

Hinh 5. 1: Tro giip vé cii phdp ham trong Excel 2003

2. CAC HAM TOAN HOC

Cédc ham todn hoc trong Excel duge st dung dé tinh todn
cdc phép tinh. Excel cung cdp cho ban rat nhiéu ham toan
hoc. Viéce dp dung cdc ham nay nhu the nao 1a tuy thude vao
muyc dich va nhu ciu cda mdi ngudi.
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ABS
Céng dung: Tra vé tri tuyét d6i clia mot s6.
Ca phédp: ABS(number)
Vi du:
ABS(-3) = 3
ABS(3) =3
ACOS

Céng dung: Trd vé arccosine cha médt s&. Arccosine 1a
goc ma cosine cia né la s8 number. Géc tra vé ¢6 don vi la
radian nim trong khoang ti 0 dén Pi (I1)

C4 phap: ACOS(number)

Number la cosine cla mét géc, né c6 gidi han tir -1 dén
1. Néu ban muén chuyén két qua tir radian sang ds thi hay
nhén né véi 180/PI().

Vi du: _
ACOS(-0.5) = 2.094395 (2*pi/3 radian)
ACOS(-0.5)*180/P1() = 120 (do)

ACOSH

Cong dung: Tra vé gis tri hyperbotzc cosine dﬁo cha mf)t
s6. 86 d6 phai 16n hon hosic bang 1. :

Cu phap: ACOSH(number) -

g
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Number 12 mét 88 thye bat ky 16n hon hoac bing 1.
Vi du:
“ACOSH(D) =0
ACOSH(10) = 2.993223

ASIN

Céng dung: Tra vé arcsine ciia m{t 6. Aresine 12 géc ma
sine clla né 1a s6 number. Géc trg vé ¢6 don vi la radian ndm
trong khoang tir -FI/2 dén /2

Cu phép: ASIN(number)
Number la sine cla mét goc ¢6 gid tri tir -1 dén 1.

Muén thé hién arcsine theo dd hiy nhan két qui vdi
180/P1¢).

Vi du:
ASIN(-0.5) = -0.5236 (-pi/6 radian)
ASIN(-O_.S)*ISO!PI() = -30 (ds)

ASINH

Céng dung: Tri vé hyperbolic sine dio cia mot sd.
Hyperbolic sine dio 14 gid tri ma gid tri hyperbolic sipe cua
16 12 mot s6.

Cié phap: ASINH( number)
Number 1a mét 6 thue bat ky.

127



Vi du:
ASINH(-2.5) = -1.64723
ASINH(10) = 2.998223

ATAN

Céng dung: Tra vé arctangent cha mdt s6. Arctangent 1
géc ma tangent cla né 1a. mét s8. Géc tra vé duge tinh bin
radian trong khodng -PI/2 dén PL/2.

Cu phap: ATAN(number)
Number 14 tangent ca géc ban mudn tinh.

Mudn tinh arctangent theo do, thi hay nhan két qud vc
180/PI().

Vi du:
ATAN(l) = 0.785398 (pi/4 radian)
ATAN(1)*180/PL() = 45 (d3)

ATAN2

Céng dung: Tra vé arctangent ciia mdt hé truc toa dé X
va Y-. Arctangent 14 géc tinh tif truc. X téi dudng thing di qu
gdc toa do (0, 0) va t6i mot diém cé toa A6 (x_num, y_num
Géc duge tinh bing radian ndm trong khodng giita -PI va P’
ngoai trir -PI.

Cui phap: ATAN2(x_num,y_num)
X _num 13 hoanh d9 caa diém dé.

Y_num 1& tung d6 cla diém dé6.
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Luu y:

* Két qud duong thé hién mét géc quay nguge chidu
kim déng hé tinh tit tryc hoanh; két qui am thé
hién géc quay theo chiéu kim déng hé.

* ATANZ2(ab) = ATAN(b/a), ngoai tri trudng hop a
¢ thé bing 0 trong ATAN2.

e Néu cd x_num va y num déu bang 0, thi ATANY
trd vé #DIV/0! Léi gia tri.

* Mudn thé hién arctangent theo dd, hdy nhan két
qua véi 180/PI{ ).

Vi du:

ATANZ(1, 1) = 0.785398 (pi/4 radian)
ATAN2(-1,-1) = -2.35619 {-3%*pi/4 radian}
ATAN2(-1, -1)*180/PI() = -135 (dd)

ATANH

Cong dung: Tra vé hyperbolic tangent ddo cla mot s6
number. Déi s§ phdi nim trong khodng gitia -1 val (ngoai trir
-1 va 1). Hyperbolic tangent dao la gid tri ma hyperbolic

tangent cua né la mit o number, vi  vay
ATANH(TANH(number)) = number.

Cu phap: ATANH(number)

Number 1a bat ky s6 thue nio nim trong khodng giita -1
va 1. ‘
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Vi du:

ATANH(0.76159416) = 1, tinh gan ding
ATANH(-0.1) = -0.10034

CEILING

Céong dung: Tri vé giad tri lam trdon 16n nhat cda mét s
number. Significance xdc dinh bdi sd gan nhat.

Céd phap: CEILING( number,significance)

Number 13 gid tri ban muén 1am tron.

Significance 1a boi s§ ban mudn 1am tron.

Luu y:

* Né&u mét trong hai d6i s& khéng phdi 1a s th
CEILING s& tra vé 16i gia tri #VALUE!

o Bat ké ddu caa number the nao, thi mét gid tri s
dugc lam tron khi duge dich dan tir 0. Néu numébe:
la mét boi s6 chinh xdc cda significance, thi viéc
14m tron s& khéng didn ra.

* Néu number va significance trdi ddu nhau, thi
CEILING s& tra vé gi4 tri 15i #NUM!
Vi du:
CEILING(2.5, 1) =
CEILING(-2.5, -2) = -4
CEILING(-2.5, 2) = #NUM!
CEILING(1.5,0.1)= 1.5
CEILING(0.234, 0.01) = 0.24
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COMBIN

Céng dung: Tri vé g8 t8 hop cd thé két hop duge tit mot
56 thanh phén cho trude. S& dung COMBIN dé xac dinh téng
$6 nhém c¢o thé két hop cla mot sé thanh phan cho trude.

Ci phap: COMBIN(number,number_chosen)
Number 1a s§ lugng cdc thanh phén.

Number_chosen 1a s6 thanh phdn két hop trong mébi to
hop.

Luu y:
o Céc 461 sd dang s6 duge lam tron thanh cdc sé
nguyén.
o Né&u mot trong hai d6i s§ khong phai dang sé, thi
ham COMBIN sé tri vé 16i gi4 tri #NAME?
e Né&u number < 0, number_chosen < 0, hoac number

< number_chosen, thi ham COMBIN sé& tra vé 16i
gid tri #NUM!

» 86 lugng céc t6 hgp duge tinh theo cong thdc sau,
trong dé number = n va number_chosen = k:

ny B, _ n!
Bl kY k-

n!

{n-k)!

Trong dé: P, =

Vi du:

Gia sif ban mudn nhém thanh nhém 2 ngudi tir 8 dng
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vién, ban c6 thé nhém duge bao nhiéu nhém. Ban dimng
COMBIN(8, 2) = 28 nhém. '

COS

Cong dung: Tra vé cosine cta mdt géc cho trude.
Cu phap: COS(number)

Number 1a géc do bing radian ma ban muén tinh cosine
chia né. Néu goéc d6 do bang d6, thi hidy nhan né véi PI()/180
dé déi ra radian.

- Vi du:
COS(1.047) = 0.500171
COS(60*PI()/180) = 0.5, cosine clta gbc 60 do

COSH

Coéng dung: Tra vé hyperbolic cosine eGa dd1 s6 number.

Cu phap: COSH(number)

Number la bat ky s6 thyc nd3c ma ban muén tim
hyperbolic cosine clia nd.

Céng thic tinh hyperbolic cosine nhu sau:

et +e*

COSH(z) =

Vi du: .
COSH(4) = 27.30823
COSH(EXP(1)) = 7.610125, trong d6 EXP(1) la e, co sb
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cua logarit tu nhién.
COUNTIF

Céng dung: Dém sb 6 trong mét pham vi ddp ng cac
tiéu chudn cho trude.

Cu phap: COUNTIF(range,criteria)

Range 1a pham vi cdc 6 ma ban muén dém.

Criteria 14 céc tiéu chudn du6i dang mot s, bidu thie,
hoitc van ban xdc dinh cdc 6 s& duge dém. Vi dy, cdc tiéu
chuan cé thé 1a 32, "32", "»32", "tao".

Vi du:
Gid s trong pham vi A3:A6 lan lugt c6 “tdo”, "cam"
"dao”, "tho” khi dé:
COUNTIF(A3:A6,"tdo0") = 2
Gid st trong pham vi B3:B6 1an lugt c6 32, 54, 75, 86, thi:
COUNTIF(B3:B6,">55") = 2

H

DEGREES
Céng dyung: Déi radian ra do.
Cé phap: DEGREES(angle)
Angle la géc tinh bang radian ma ban muén déi ra do.
Vi du:
DEGREES(PI() = 180
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EVEN

Céng dung: Lam tron thanh s8 nguyén chin gn nhét
cha mdt s number. '
Cié phap: EVEN(number)
Number 14 gi4 tri cAn lam tron.
Luu v:
e Né&u number khéng phai 1a s§, thi EVEN sé& tra vé 18i
gia tri #VALUE!

s Bat ky ddu cia number thé nao, thi mdt gig tri van
duge 1am tron khi dich tir 0. Néu number 12 mét s6
nguyén chén, thi viéc lam tron khéng dién ra.

Vi du:

EVEN(1.5) = 2
EVEN(@3) =4
EVEN(2) = 2
EVEN(-1) = -2

EXP

Céng dung: Tra vé liy thita co s6 e cta mét s6 number.
Co s& e khong d6i la 2.71828182845904, chinh 1a co s6 clua
logarit tu nhién.

Cu phap: EXP(number)

Number 13 sd mii ciia cg sb e.
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Luu y:

* Mudn tinh ldy thita clia cde cg s§ khde, hay sit dung
todn tu liy thaa (A).

* EXP la ham d4o cia LN, tinh logarit tif nhién cha mét
s6 number.

Vidu: _

EXP(1) = 2.718282 (gi4 tri gan ding cla co s6 e)

EXP(2) = e2, hoae 7.389056

EXP(LN(3)) = 3
FACT

Céng dung: Tri vé giai thia caa mot s8 number. Giai
thita cha mdt s8 number bing 1%2%3+ _* number.

Cu phéap: FACT(mumber)

Number 1a s& khéng am ma ban muén tinh giai thim cga
n6. Néu number khong phai 1a mét s6 nguyén thi né sa duge
lam tron.

Vi du:
FACT(1) =1
FACT(1.9) = FACT(1) = 1
FACT(0) = 1

FACT(-1) = ¥NUM!
FACT(5) = 1*2#3%4%5 - 120



FACTDOUBLE

Céng dung: Tréi vé liy thita giai thia g&p d6i cla mot s&
number.

Cii phap: FACTDOUBLE(number)

Number 1a gia tri ma ban muén tinh giai thita gap doi
cla né. Néu number khong phdi 14 mot s8 nguyén thi né sé
duge 1am tron.

Luu §:

» Né&u number khong phai 14 s6, thi FACTDOUBLE
s& trd vé gié tri 151 #VALUE!

e N&u number 13 s6 am, thi FACTDOUBLE sé tra vé
gia tri 16i ANUM!

o N&u number 1a s6 chin thi:
gll=n(n-2)(n-4)..(4)(2)
o Né&u number 1a sd 18 thi:.
nll=n(n-2)n-4)..(3)1)
Vi du:
FACTDOUBLE(6) = 48
FACTDOUBLE(7) = 105

FLOOR

Céng dung: Lam tron s6 number vé bdi s8 gidn nhit caa
significance, huéng vé 0.
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Ci phap: FLOOR(number,significance)
Number 1a gia tri cia s8 ban muén lam tron.
Significance la boi s6 ma ban mudn lam tron téi.
Luu »:

* Néu mét trong hai dsi s6 khong phai la dang s6,
thi FLOOR s& trd vé 13i gia tri #VALUE!

» Né&u number va significance trai diu nhau, thi
FLOOR s& tra vé 161 gi4 tri #NTUM!

* Bat ké number mang déu g, thi mot gia tri van
dugc lam tron khi dich tir 0. N&u number la mot
bdi 86 chinh xdc cha significance, thi viée [am tron
khéng dién ra.

Vi du:
FLOOR(2.5,1) = 2
FLOOR(-2.5,-2) = -2
FLOOR(-2.5, 2) = #NUM!
FLOOR(1.5.0.1) = 1.5
FLOOR(0.234, 0.01) = 0.23
GCD

Cang dung: Trd vé uGe s6 chung ldn nhit cda hai hoac
nhiéu s6 nguyén. Udc s6 chung 16n nhat 1a s¢ nguyén 16n nhat
chia hét ca number! va number? ma khoéng con du.
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Ct phap: GCD(numberl,number2, ...)

Numberl, number2, ... 1a cac d&i s6, c¢6 thé c6 tit tir 1
dén 29 d6i s6. N&u c¢6 bat ky d6i s6 nao khéng phai 1a sd
nguyén thi né sé duge lam tron.

Luu 3:

e Néu c6 bat ky @61 s§ nao khong phéi 14 dang s6, thi
GCD sé tra vé gia tni 161 #VALUE!

¢ N&u c6 bat ky déi s6 nao nhé hon 0, thi GCD s& trd vé
18i gid tri #NUM!

e Mot s nguyén t6 chi ¢6 c4c udc s6 1a chinh né va s6 1.

Vi du: ‘
GCD(5,2) = 1
GCD(24, 36) = 12
GCD(7, 1) = 1
GCD(5,0) = 5
INT

Céng dung: Lam tron xuéng mét s6 thanh s6 nguyén gén
nhat.

Cu phép: INT(number)
Number 14 s6 thyc ma ban mudn 1am tron.
Vi du:

INT(8.9) =8

INT(-8.9) = -9

138



Céng thie sau day sé trd vé phan thap phan cla médt s6
thue dugng trong 6 Al:

A1-INT(A1)
LCM

Cong dung: Tra vé bdi s6 chung nhé nhit cia céc sé
nguyén. Boi s8 chung nhé nhat 14 s6 nguyén duong nhoé nhat
ma 1a bdi s8 clia tat cd cdc ddi s8 nguyén numberl, number2,
. Sif dung ham LCM dé céng cac phan so c6 mau sé khae
nhau,.

Cié phap: LCM(numberl,number2, ...)

Numberl, number2,... 1a cdc 461 s6 ma ban mudn tim boi
80 chung, ¢6 thé cé tir 1 dén 29 déi s6. Néu d6i sd khéng phai
14 86 nguyén thi né sé duge lam tron.

Luu 3:

e Néu c6 bat ki ddi s8 nao khoéng phai la dang s6, thi
LCM sé tra vé 161 gia tri #VALUE!

e Néu c6 bat ky d6i s6 ndio nhd hon 1, thi LCM sé tra vé
gid tri 16i #NUM!

Vi du:
LCM(5, 2) = 10
LCM(24, 36) = 72
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LN

Cong dung: Tra vé logarit tu nhién cla mét s6 number.
Logarit ty nhién duge dya vao hiing s6 e (2.71828182845904).

Ca phap: LN(number)
Number 1a s8 thuc duong ma ban muén tinh logarit tu
nhién cia né.

Luu $: LN 12 ham ddo cia EXP.

Vi du:
LN(86) = 4.454347
LN{(2.7182818) =1
LN(EXP(3)) = 3
EXP(LN(4)) =4
LOG ’

Céng dung: Trd vé logarit clia mét s6 number theo cg s6
ma ban chi dinh.

Cu phap: LOG(number,base)

Number la s6 nguyén duong ma ban muén tinh lbgarit
cua né.
Base la cd sb logarit. N&u khong chi ra cd s§ cu thé thi
né duge coi 1a co 86 10.
Vi du:
LOG(10) =1
LOG(8,2)=3
LOG{86, 2.7182818) = 4.454347
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LOG10

-

Céng dung: Tri vé logarit cd s6 10 clia mot s6 number.
Cit phap: LOG10(number)

Number 13 sb thuc duong ma ban mudn tinh logarit co

Vi du:
LOG10(86) = 1.934498451
LOG10(10) =1
LOGI10(1E5) = 5
LOG10{107"5) =5
MDETERM

Céong dung: Tra vé dinh thite ma trén cia mdt mang.
Ci phap: MDETERM(array)

Array 1a mét mang dang s6 véi s6 dong va s6 cft bang
nhau.
e Mang ¢6 thé la mot pham vi céc 6, vi du A1:C3; c6 thé

la mét mang cla cdc hing s6 chang han nhu
[1,2,3;4,5,6:7,8,91

e Néu bat ky 6 nao trong mang con dé rdéng hoac cd
chita ky tu dang chudi, thi MDETERM s& tra vé gia tri
161 #VALUE!

« MDETERM cing trd vé #VALUE! Néu mang khéng c¢6
s6 dong va sé cdt bang nhau.
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Luu y:

* Dinh thic ma trdn 12 mét s§ bit ngudn tr cdc gid tr trong
ming. D1 vdi mang 3 hang va 3 ¢bt, A1:C3, thi dinh thic
dudce tinh nhy sau:

MDETERM(A1:C3) = A1%(B2*C3-B3*C2)
+ A2*%(B3*C1-B1*C3) + A3*(B1*C2-B2*C1)

* Céc dinh thde ma tran thudng duge st dung d€ gidi
cac hé phuong trinh to4n hoc c6 mit s6 bign.

* MDETERM dugc tinh v6i do chinh xdc 16 chit s6, diéu
nay cé thé dan téi mét 15i nhé khi phép tinh chua
hoan thanh. Vi du, dinh thic cia mot ma trdn don cé

thé khée 0 l1a1E-16.

Vi dyu:
MDETERM({I,3,8,5;1,3,6,1;1,1,1,0;7,3,10,2}) - 88
MDETERM((3,6,1:1,1,0;3,10,2}) = 1
MDETERM({3,6;1,1}) = -3

MDETERM({1,3,8,5;1,3,6,1}) = #VALUE! Do khéng cé s6
hang va cot bing nhau,

MINVERSE

Cong dung: Tri vé dinh thie ma trdn ddo ctia mét ma
tran luu trong mét mang.

Ci phap: MINVERSE( array)

Array la mét mang s& cé s§ hang va s& ¢4t bing nhau.
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Mang ¢6 thé 1a mot pham vi céc 0, chidng han nhu
A1:C3; c6 thé 1a cdc hing s3, ching han nhu
(1,2,3;4,5,6,7,8,91. '

Né&u bat ky 6 nao trong mang con réng hodc chia cac
ky ty dang chudi, thi MINVERSE tra vé gid tri 16i
#VALUE!

MINVERSE cing tra vé gia tri 16i #VALUE! Néu
mang khoéng c6 s hang va s8 ¢t bang nhau.

Luu %:

Céc cong thic tra vé cdc mang phai duge nhap nhuf cac
cong thic méang.

Cdc ma tran dao, ciing giéng nhu cdc dinh thdc,
thudng duge st dung dé gidi cac hé phuong trinh todn
hoc c¢6 mot s§ bién. Tich cia mdt ma trén va ddo cua
né 13 ma tran déng nhat — mang hinh vudng c6 cac
gia tri dudng chéo bing 1, va tat cd cde gia tri khac
bang 0.

Vi du v& mét ma tran 2 cot va 2 dong, gid s ving
A1:B2 ¢6 cac ky tu a, b, ¢, d dai dién cho 4 s& bat ky.
Bang sau day trinh bay ddo nguge cia ma trén AL:B2.

Cot A Cot B
Hang 1 d/(a*d-b*c) | b/(b*c-a*d}
Hang 2 c/(b*c-a*d) af(a*d-b*c)
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* - MINVERSE duge tinh véi do chinh xdc xdp xi 16 chi
s0, diéu nay cé thé dén t6i mot 18i nhé khi phép uéc
luge chua hoan thanh.

* Mot s0 ma tran vudng khong thé chuyén dgi duge va
s& trd vé gid tri 16 #NUM! bing ham MINVERSE.
Dinh thic choe mét ma tran khong thé chuyén déi 1a 0.

Vi du:
MINVERSE({4,-1:2,0)) = {0,0.5;-1,2}
MINVERSE({ 1,2,1:34,-1;0,2,0)) =
= {0.25,0.25,-0.75;0,0,0.5;0.75,-0.25,-0.25}

MMULT

Cong dung: Trd vé tich ma tran caa hai méng. Két qua
la mot mdng ¢6 cing s6 hang nhu arrayl va clng s8 ¢ot nhu
arrayZ2.

Cu phap: MMULTY arrayl,array2)
Arrayl, array2 1a cdc mang ma ban muén nhan.

* S8 cbt trong arrayl phai bing s& hang trong array2,
v ¢d hai mang chi duge chda cde con s6.

* Arrayl va array2 c6 thé 1a cde pham vi 6, cde hing s&
méing, hodc cde tham chiéu.

* Néu bat ky 6 nao con réng hoic chda vin bdn, hoac
néu sd cdt trong arrayl khée véi so hang trong méng
array2, thit MMULT sé tra vé gi4 tri 15i #VALUE!
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Luu §:

e MTich ma tran mang. a cla hai mang b va ¢ duge tinh
nhu sau:

i3
aU = Ebikcf{f
k-1
trong d6 i 14 s6 hang va j la s0 ct.

¢ Cé4c cdng thic trd vé mang phai duge nhdp nhu cdc
cong thire mang.

Vi du:

MMULT({1,3;7,21, {2,0;0,2}) = {2,6;14,4}

MMULT(3,0;2,0}, {2,0:0,2)) = 6,0;4,0}

MMULT({1,3,0:7,2,0;1,0,0}, {2,0;0,2}) = #VALUE!, vi mang
thi nhat c6 3 ¢ot, va m_z’mg th hai chi ¢6 2 hang.
MOD

Céng dung: Tra vé& s6 du sau khi chia mét s8 number cho
s& chia divisor. K&t qua c¢6 cung déu vdi s8 chia.

Ci phap: MOD(number,divisor)

Number 1a sé bi chia ma ban muén tim s6 du sau khi
chia né cho mét sd.

Divisor 1a s& chia. N&u s& chia 1a 0, thi MOD sé tra vé
gia tri 161 #DIV/O!
- Luu $: _
Ham MOD c6 thé duge trinh bay dui dang ham INT:
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MOD(n, d) = n - d*INT(n/d)

Vi du:
MOD(3, 2) =1
MOD(-3, 2) =1
MOD(@3, -2) = -1
MOD(-3, -2) = -1
MROUND

Cong dung: Tra vé mot s§ da duge 1am tron vé boi s6
mong mudn.

Cé phap: MROUND(number,multiple)
Number la gié tri can lam tron.
Multiple 1a bji s ma ban muén lam tron téi.
Vi du:
MROUND(10, 3) =9
MROUND(-10, -3) = -9

MROUND(1.3,0.2) = 1.4
MROUND(5, -2) = #NUM!

ODD

Cong dung: Tra vé s6 number da dugc 1Am tron 18n t6i
s8 nguyén 1& gin nh4t.

Cii phép: ODD(number)
Number 1a gi4 tri ¢dn lam tron.
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Luu 3:
¢  Néu number khéng phai 1a dang s6, thi ODD sé tra vé
gia tri 16i #VALUE!

* Du number mang dau g1, thi mét gi4 tri van duge lam
tron 1én khi dich tir 0. Néu number 1& mot s§ nguyen
1€, thi viée 1am tron khéng xdy ra.

Vi du:
ODD¥(1.5) = 3
ODD(3) =
ODD(2) = 3
ODIDX-1) = -]
ODD(-2) = -3

Pl

Céng dung: Tra vé s§ 3.14159265358979, e hing s¢ PI
trong todn hoc, chinh xdc tdi 15 chit s6.

Cu phap: PI( )

Vi du:

PI()/2 = 1.57079. .
SIN(PI()/2) =

POWER

Céng dung: Tra vé ket qud lily thda power cga s0
number.

Ci phap: POWER( number,power)
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Number 1a s§ duge nang lén liy thifa, né ¢6 thé 1a bat
k¥ s& thue nao.

Power 1a s6 mii.

Vi du:
POWER(5,2) = 25
POWER(98.6,3.2) = 2401077
POWER(4,5/4) = 5.656854
PRODUCT

Céng dung: Tinh tich clia tit cd cic d8i sb.

Cu phap: PRODUCT(numberI,number.?, )
Numberl, number2, ... 1a cdc d5i 6, c6 toi da 30 d6i s6.
Vi du:

N&u méng A2:C2 ¢6 céc s6 5, 15, va 30 thi:

PRODUCT(A2:C2) = 2,250
PRODUCT(A2:C2, 2) = 4,500

QUOTIENT

Céng dung: Tra vé phén nguyén cua phép chia. St dung
ham nay khi ban muén b3 di s6 du cia phép chia.
Ci phéap: QUOTIENTY( numerator,denominator)

Numerator 13 s8 bi chia.

Denominator 1a s8 chia.
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Vi du:
QUOTIENT{(5, 2) = 2
QUOTIENT4.5,3.1) =1
QUOTIENT{-10, 3) = -3

tADIANS

Céong dung: D3i dj ra radian.
Cu phap: RADIANS(angle)
Angle 1a géc tinh bing d6 ma ban muén d6i ra radian.
Vi du:
RADIANS(270) = 4.712389 (3P1/2 radian)

RAND

Céng dung: Tra vé mot s6 nglu nhién 16n hon hoac bing
) v nhd hon hodc bing 1. 8§ ngdu nhién méi duge tra vé moi
<hi bang tinh dugc tinh todn.

Cu phap: RAND( )

Vi du: _

Dé tao mot sd nghu nhién > = 0 nhung lai < = 100 thi:
- RAND(*100

RANDBETWEEN

Cong dung: Tra vé mot s§ ngdu nhién trong cdc s& ma
ban chi dinh. S8 ngiu nhién méi duge trd vé mdi khi bang
tinh duge tinh todn.
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Cu phap: RANDBETWEEN((bottom,top)
Bottormm 1a s6 nguyén nhé nhat ma RANDBETWEEN tra

Top la s6 nguyén 16n nhit RANDBETWEEN tra vé.
ROMAN

Coéng dung: D61 s6 Arap thanh sé La Ma.
Cti phap: ROMAN(number,form)
Number la s6 Ardp ma ban muén chuyén déi.

Form 1a s6 ch? dinh dang s6 La M4 ban muén.

Form Dang s6 La Ma
0 ho#c dé& tréng .| C6 dién.
1 Gon hon. Xem vi du duwéi day.
2 Gon hon. Xem vi du dudi day.
3 Gon hon. Xem vi du dudi day.
4 Bon gidn héa.
TRUE Cé dién.
FALSE Pon gidn hoa.
Vi du:

ROMAN{(499,0) = "CDXCIX"
ROMAN(499,1) = "LDVLIV"
ROMAN(499,2) = "XDIX"
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ROMAN(499,3) = "VDIV"
ROMAN(499,4) = "ID"
ROMAN(1993,0) = "MCMXCIII"

ROUND

Céng dung: Lam trén s6 number t6i s§ chit s§ chi dinh.
Cu phap: ROUND(number,num_digits)

Number 1a s6 ban muén 1am tron.

Num_digits chi dinh s§ chit 56 ban musn 1am tron.

* Néu num_digits 16n hon 0, thi s§ duge lam tron tdi s&
chit s6 thap phan duge chi dinh.

* Neéu num digits 1a 0, thi & duge lam tron t6i so
nguyén gin nhat.

¢ Néu num_digits nhd hon 0, thi s& duge lam tron téi
bén trai phan thip phén.

Vi du:
ROUND(2.15. 1) = 2.2
ROUND(Z.149. 1) = 9.1
ROUND(-1.475, 2) = -1.48
ROUND(21.5, -1) = 20
OUNDDOWN

Cong dung: Lam tron xubng, tién vé 0.

Cu phap: ROWDDOWN(number,num_digits)

4=
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Number 12 s8 thyc bat ky ma ban mudn 1am trdn xudng
Num_digits 1 s8 chit s6 ban muén 1am tron.

Vi du:

ROUNDDOWN(3.2, 0) = 3

ROUNDDOWN(76.9,0) = 76

ROUNDDOWN(3.14159, 3) = 3.141
ROUNDDOWN(—3.14159, 1)=-3.1
ROUNDDOWN(31415.92654, -2) = 31,400

ROUNDUP

Cong dyng: Lam tron 1én, rdi xa sé 0.
Cé phdap: ROUNDUP( number,num_digits)
Number 1a s8 thye bat ky ma ban muén 1am tromn.
Num_digits 1a s8 chit 5§ ban muén 1am tron.
Vi du:
ROUNDUP(3.2,0) = 4 |
ROUNDUP(76.9,0) = 77
ROUNDUP(3.14159, 3) = 3.142

ROUNDUP(-3.14159, 1) = -3.2
ROUNDUP(31415.92654, -2) = 31,500

SERIESSUM

Céng dung: Tra vé téng da thic dang:
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SERIES(x,n.m,a) = a;x" + azx('”m) + agx(”+2m) oot aix(“u_”m)

Cu phap: SERIESSUM(x,n,m,coefficients)

X la gid tri nhap vao.

N 1a s0 mi khéi diém cho x.

M la bude nhay 48 tang cho n & mdi s& hang trong chudi.
Coefficients 1a hé sd a. |

Vi du:

Gid st 6 Al c6 cong thite =PI1()/4, vA mang E1:E4 ¢é cac
gia tri sau cho hé sd coefficient (tinh bang ham FACT):

[1 NEERS _L}
© 217417 61

Céng thiic sau tr4 vé gin dung cia cosine Pi/4 radian (45
do6):

SERIESSUM(A1,0,2,E1:E4) = 0.707103.

SIGN

Céng dung: Xac dinh diu cda mét s3. Tra vé 1 néu
number la s6 duong, trd vé 0 néu number 12 s8 0, tra vé -1
néu number la s6 am. '

Cé phap: SIGN(number)

Number 1a s& thuc bat k¥.

Vi du: |
SIGN(10) =1
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SIGN(4-4) = 0
SIGN(-0.00001) = -1

SIN

Céng dung: Tra vé sine cha mét géc.
Ct phap: SIN(number)

Number 1 géc do bling radian ma ban muén tinh sine.

Néu géc tinh bing d4 thi nhan véi PIO/180 48 4 sang
radian.

Vi du:

SIN(PI() = 1.22E-16, x4p xi bing 0.
SIN(PI()/2) = 1

SIN(30*P(//180) = 0.5, sine cia 30 do.

SINH
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Céong dung: Tra vé hyperbolic sine caa mot s8 number.
Ci phap: SINH(number)
Number 1a s8 thye bat ky.

Céng thue tinh hyperbolic sine nhu sau:

z_ -z
SINH(z) =€ 2‘3

Vi du: _
SINH(1) = 1.175201194
- SINH(-1) = -1.175201194



QRT
Céng dung: Tra vé cin bac 2 cda mot s6.
Ci phdp: SQRT(number)

Number 13 s6 ma ban muén tinh can bac 2. Néu number
sé Am thi SQRT bao 161 #NUM!

Vi du:
SQRT(16) = 4
SQRT(-16) = #NUM!
SQRT(ABS(-16)) = 4
QRTPI

Cong dung: Trd vé cin bdc 2 cGa mdt s8 nhan véi PI
umber * pi). '

Cit phép: SQRTPI(number)
Number 1a s6 ma ban mudn nhén véi PL
Vi du:
SQRTPI(1) = 1.772454
SQRTPI(2) = 2.506628

UBTOTAL

Céng dung: Tra vé tdng cia mot danh sdch hodc mdt co
7 dir liéu.

Cu phap: SUBTOTAL(function_num,refl,ref2,...)
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Function_num la sb tit 1 dén 11 chi dinh ham ding d€
tinh subtotal trong danh s4ch. :

Function_Num Ham

AVERAGE
COUNT
COUNTA
MAX

MIN
PRODUCT
STDEV
STDEVP
SUM
VAR
VARP

O | -1} ;| & W N

=
<

ek
f—

Refl, ref2,.. la nhimg tham chidu, c6 t5i da 29 tham
chiéu.

Vi du:

SUBTOTAL(9,C3:C5) sé& tao ra subtotal cia mang C3:C5
bing ham SUM
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SUM

Coéng dung: Tinh téng t4t ci cdc 56 trong méng.

Cu phap: SUM(numberl,number?2, ...)

Numberl, number2, ... 13 céc d6i s& ma ban muén tinh
dng, c6 toi da 30 d6i sb.
Vi du:
SUM(3, 2) =5

Néu mang A2:E2 ¢6 cac s6 5, 15, 30, 40, va 50:

SUM(A2:C2) = 50
SUM(B2:E2, 15) = 150

SUMIF

Céng dung: Tinh tSﬂg cdc O trong mdt pham vi theo mot
diéu kién cho trudc.

C# phap: SUMIF(range,criteria,sum_range)

Range 13 pham vi cdc 6 ban muén tinh tdng.

Criteria 14 diéu kién duéi dang mét s6, bi€u thic hosc
vin ban xdc dinh cdc 6 duge cong. Vi du didu kién ¢6 thé la
32, "32", "»>32", "tdo".

Sum_range 13 cac 6 thyc t& dé tinh téng. Cac 6 thude
sum_range chi duge tinh téng khi cdc 6 tuong ng trong mang
ddp dng duge tidu chuin dua ra.
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Vi du:

Gia sit mdng Al:Ad c6 cde gid tri tuong ing véi 4 ngodi
nha nhu sau: $100,000, $200,000, $300,000, $400,000. Mang
B1:B4 ¢6 mic hoa héng khi ban dugc céc ngdi nha tuong ing
nhu sau: $7,000, $14,000, $21,000, $28,000. Khi d6:

SUMIF(Al:A4,">160000",B1:B4) = $63,000
SUMPRODUCT

Céng dyng: Tinh tich cdc thanh phén tuong Ung trong
cac mang cho trude va tri vé téng clia céc tich dé.

Ct phap: SUMPRODUCT (arrayl,array2,array3, ...)

Arrayl, array2, array3, ... 1A cdc médng cé cdc thanh
phin ma ban muén tinh tich réi sau dé tinh tdng. Téi thidu
phéi ¢6 2 méng va téi da la 30 mang.

Vi du:

Cong thitc sau day tinh tich tat cd cdc thanh phén cta 2
méng cha bdng tinh rédi sau dé tinh tdng cdc tich d6. Tie 1a
3*2 + 4%7 + 8%6 + 6%7 + 1*5 + 9%3.

SUMPRODUCT({3,4;8,6;1,9}, 12,7;6,7;5,3}) = 156
SUMSQ
Cong dung: Tra vé téng cGa cic binh phuong cia cac d6i s6.
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Cé phap: SUMSQ(numberl,number?, ...)

Numberl, number2, ... 1a cdc d6i s§ ma ban muén tinh
tong cde binh phuong cia chdng, ¢6 t6i da 30 déi s6. Ban ciing
¢6 thé ding mét mang don hodic mét tham chigu t6i mat mang
thay vi dung cdc ddi s8 cdch nhau bing dsu phay.

Vi du:
SUMSQ(3, 4) = 25
SUMX2MY2

Céng dyng: Tra vé téng cia hidu cic binh phuong cia
cdc gid tri tuong ng trong 2 mang tinh theo ¢6ng thiec:

SUMX2MY 2=y (x? - %)
Cu phap: SUMX2MY2( array_x,array_y)
Array_x la mang thi nhat.
Array_y 14 mang thi hai.
Vi du:
SUMX2MY2({2, 8, 9, 1, 8, 7, 5, {6, 5, 11, 7, 5, 4, 41) = -55

SUMX2PY2

Cong dung: Tra vé t3ng binh phuong cla 2 mang tinh
theo cong thue:

SUMX2PY2= Y (x% + y?)

Cti phap: SUMX2PY2(array_x,array y)
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Array_x la mdng thd nhat.

Array_y 14 mang thi hai.

Vi du:

SUMX2PY2(i2, 3,9, 1, 8,7, 5}, {6, 5, 11, 7, 5, 4, 4]) = 521
SUMXMY?2

Céng dung: Tra tf;ng binh phuong cha hiéu cdc gid tr
tuong Ung trong 2 mang tinh theo cong thuc:

SUMXMY 2= (x- y)’

Cu phap: SUMXMY2(array_x,array_y)

Array_x i ming thd nhat.

Array y la méng thi hai.

Vi du:

SUMXMY2(12, 3,9, 1, 8, 7, 51, {6, 5, 11, 7, 5, 4, 4}) = 79

TAN

Coéng dung: Tra vé tangent cda géc cho trude.
Ci phap: TAN(number)

Number 1a gée tinh bing radian ma ban mudn tinh tang ¢t
né. Néu géc tinh biing @6 thi nhan véi PI()/180 dé d6i ra radian.

Vi du:

- TAN(0.785) = 0.99920
TAN(45*PI1()/180) = 1
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TANH

Céng dung: Tra vé tang cha hyperbolic tangent cua mot
88 number.

Cui phap: TANH(number)

Number la mét s6 thue bat ky.

Céng thie tinh hyperbolic tangent nhu sau:

N
TANH(z) = E,%%%
Vi du:
TANH(-2) = -0.96403
TANH(0) = 0
TANH(0.5) = 0.462117
TRUNC

Céong dung: Rit gon mjt s6 thanh mét s8 nguyén biing
cach bé phan thap phéan cia s& dé.

Cié phap: TRUNC(number,num_digits)
Number 12 s6 ban muén rit gon.

Num_digits 14 8 chi dinh d9 chinh xdc cia phép rit
gon. Mac dinh num_digits 14 0.
Vi du:
TRUNC(8.9) = 8
TRUNC(-8.9) = -8
TRUNC(PI()) = 3

161



3. CAC HAM LOGIC

AND

Céng dung: Tra vé gia tri ding TRUE néu tét ca céc dai
56 14 TRUE; tra vé gid tri sai FALSE néu mét trong cac d6i so
132 FALSE.

Cit phap: AND(logicall,logical2, ...)

Logicall, logical2, .. 1a cdc diéu kién cin kiém tra, c6 t6i
da 30 diéu kién.

Vi du:
ANDTRUE, TRUE) = TRUE
AND(TRUE, FALSE) = FALSE
ANIDX{2+2=4, 2+3=5) = TRUE
AND(2+2=5, 2+3=5) = FALSE

Néu mang B1:B3 chia cdc gia tri TRUE, FALSE, va
TRUE, thi:

AND(B1:B3) = FALSE
Né&u 6 B4 chita mdt s trong khodng 1 va100, thi:
AND(1<B4, B4<100) = TRUE

FALSE

Cong dung: Tra vé gid tri sai FALSE,
Ciu phap: FALSE()
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Ban c6 thé go truc tiép chit FALSE vao bédng tinh hoic
vao cong thite, Excel s& hiéu dé6 1a gia tri FALSE.

IF

Céng dung: Tra vé gia tri nay néu diéu kién ban dua ra
la TRUE va trd vé gid tri kia néu diéu kién ban dua ra la
FALSE.

Cu phap: IF(logical_test,value_if true,value_if false)

Logical_test la bat ky gia tri hodc bidu thde nao cin
ddanh gia xem la TRUE hodac FALSE. Vi du, A10=100 1& mét
biéu thic logic; néu gid tri trong 6 A10 = 100, thi biu thic
nay la TRUE. Ngugc lai, biédu thie d6 sé FALSE.

Value_if true 1a gia tri duge tra vé néu phép kiém tra
logic cho k&t qua TRUE. Vi du, Néu ddi s8 nay 14 mét chudi
"D6" va ddi s6 kifm tra logic duge danh gid 1a TRUE, thi ham
IF s& hién thi chudi "D&". Con néu phép kiém tra logic 1a
TRUE va value_if_true bi bo tréng, thi d6i s6 nay sé tra vé s8
0 (zero). Value_if_false 1a gid tri duge tra vé néu phép kiém
tra logic cho két qud FALSE. Vi du, néu d6i s§ nay la mét
chuéi "Trugt” va d6i sd kiém tra logic duge ddanh gia 1
FALSE, thi ham IF s& hién thi chudi "Trugt".

Vi du:

Néu 6 D1=18 thi IF(D1>15, “D8”,"Trugt”) = D3.
NOT

Céng dung: Dio nguge gid tri cla déi s8. S dung NOT
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khi ban muén chic chén ring gi4 tri nay khong bing mét gia
tri cu thé khac.

Cu phap: NOT(logical)

Logical 1& mot gid tri hodic biéu thite ¢é thé duge dénh
gid 1a TRUE hoic FALSE. Néu logical 1a FALSE, thi ham
NOT s& trd vé TRUE; néu logical 14 TRUE, thi ham NOT s&
tra vé FALSE.

Vi du:

NOT(FALSE) = TRUE
NOT(1+1=2) = FALSE

OR

Cong dung: Tra vé TRUE néu bat ky d61 s6 nao la
TRUE; sé tra vé FALSE néu t4t cd cdc doi s6 la FALSE.

Cu phap: OR(logicalllogical2,...)

Logicall,logical2,... 1a cdc diéu kién ban mudn kiém tra,
c6 téi da la 30 diéu kién va ching c¢6 thé 13 TRUE hotc
FALSE.

Vi du:

OR(TRUE) = TRUE
OR(1+1=1,242=5) = FALSE

Néu ming Al:A3 chda cde gia tri TRUE, FALSE, va
TRUE, thi:

OR(A1:A3) = TRUE
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TRUE

Céng dung: Tra vé gia tri TRUE.
Cu phap: TRUE()
Ban ¢6 thé nhap truc ti€p TRUE vao trong 6.
Vi du:
TRUE(} = TRUE

4. CAC HAM NGAY THANG

DATE

Cong dung: Tra vé 56 dang chudi theo dang ngay théng
cu thé.

Cu phap: DATE(year,month,day)

Year c¢6 thé la mdt s8 c6 ti 1 dé€n 4 chit s6. Excel dich

dsi s8 year theo hé théng ngiy ma ban s& dung. Theo mic
dinh, Excel chay trén Windows st dung hé ngay 1900.

Vi du:
DATE(100,1,2) = 1/2/2000 (ngay 2 thing 1 nam 2000).

Binh dang kiéu ngay thdng tuy thudce vao kiéu dinh dang ma
ban chon.

DATEVALUE

Cong dung: Tra vé s6 dang chudi cia ngay thé hién bing
date_text. St dung ham DATEVALUE dé chuyén ngay dang
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chudi sang dang sé.
Cu phap: DATEVALUE(date_text)
Vi du:
DATEVALUE("8/22/2003") = 37855
DATEVALUE("22-AUG-2003") = 37855

DAY

Céng dung: Tra vé ngay trong thang cia mot s3. Ngay
tra vé 1a mot s6 nguyén duong nim trong pham vi tir 1 dén
31.

Ci phap: DAY (serial_number)

Serial_number la ngay can chuyén vé ngay trong thang.
Ngay nay nén nhap-bing ham DATE, ho#c la két qua cla
ham ho#ic eéng thdc khac. Vi dy, ding DATE(2008,5,23) dé
nhip ngay 23 thing 5 ndm 2008. Néu ban nhap ngay dudi
dang chudi text thi c6 thé sé gip rdc réi.

Vi du: _

Né&u trong & Al ban da dimg ham DATE(2008,4,15) dé
nhap ngay 15 thang 4 nam 2008, thi:

DAY(Al1) = 15

DAYS360

Céong dung: Tra vé s ngay trong khoéng gildta hai ngay
dua vo mdt nadm c6 360 ngay (12 théng, mbi thang 30 ngay).
Tinh gidng nhu viéc trir gita hai ngay.
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Cu phap: DAYS360(start_date,end_date,method)

Sturt_date

¥
va end_date 1a hai ngay dau va cudi cia

khodng ma ban phai tim s§ ngay trong d6. Néu start_date
xuat hién sau ngay end_date, thi ham DAYS360 s& trad vé mot

sd Am.

Method

tinh todn M¥¢ hay chau Au.

la gia tri logic chi dinh st& dung phugng phap

- Phuong
phéap
{method)

Giai thich

FALSE
ho#c bo
tréng

Phuong phap My (NASD) Né&u ngay

start_date 14 ngay thd 31 cua thdng thi
né sé duce tinh la ngay 30 cia cung
thang d6. Néu ngay end _date 1 ngay
thit 31 clua thdng va ngay start_date
moét ngay trude ngay 30 cua thang, thi
ngay end_date s& trd thanh ngay mung
1 thang k& sau; cdc trudng hop khde,
thl ngay cudi tré thanh ngay 30 cia
cung thdang dé.

TRUE

Phuong phdp chau Au. Ngay start_date
va ngay end_date rdi vao ngay 31 cua
thang thi duge tinh la ngay 30 cia
thdng d6.
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Luu y: Excel luu cdc ngay dudi dang cdc con sé thit tir. Ngay
I thdng I ndm 1900 c6 s6 thit tu la 1, va ngay 1 thing 1 nadm
2008 c6 56 thit tu la 39448,

Vi du:
N&u 6 Al chua ngay 30/1/2008 va A2 1/2/2008, thi :
DAY(A1,A2) =1

HOUR

Cong dung: Tra vé git cla mét gia tri kiéu thdi gian.
Gis cho trude 12 $§ nguyén ndm trong khoang 0 (12:00 AM.)
dén 23 (11:00 P.M.).

Cii phap: HOUR(serial_number)

Serial_number la thdi gian ¢6 chda gi& ban muén tim.
Thoi gian c6 thé nhap vao nhu chudi van ban dat trong dau
ngodic kép (vi du: "6:45 PM"), hoac nhu kiéu s§ thap phan (vi
dy: 0.78125 thé hién 6:45 PM), hosic 1a két qua cia cdng thuac
hoéc ham khéc (vi du: TIMEVALUE("6:45 PM")).

Vi du:

Néu 6 Al chita 3:30:30 AM, A2 chda 3:30:30 PM, va A3
chial5:30, thi:
HOUR(AL) =
HOUR(A2) = 15
HOUR(A3) = 15
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MINUTE

Céng dung: Tra vé sd phut cha mot gia tri thoi gian.
Phat dua ra 13 mdt sé nguyén nim trong khoang tit 0 dén 59.

Cu phéap: MINUT E(serial_number)

Serial_number 13 thdi gian c6 chia s6 phut ban mudn
tim. Thi gian c6 thé nhap vao cong thic dudi dang vén ban
dat trong dau ngoac kép (vi du: "6:45 PM"), hoac nhu sé thap
phan (vi du: 0.78125 thé hién cho 6:45 PM), hodc la két qua
cha cdec cong thic hodc cdc ham khde (vi du:
TIMEVALUE("6:45 PM")).

Vi du:

MINUTE(“4:48:00 PM”) = 48
MONTH

Céng dung: Tra vé thing clia ngay dugc th& hién boi
mot s6. Théng tra vé la mot $8 nguyén nam trong khoang 1
(Thang Giéng) dén 12 (Théng Chap).

Cu phap: MONTH(serial_number)

Serial_number 1 ngay cia thang ban mudn tim. Ngay
nén nhéap bing ham DATE, hodc la két qud cia cong thire
hoac ham khéc.

Vi du:

Ban ding ham DATE dé nhép ngay 19 thdng 7 nam 2003
vao 6 D1, thi:
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MONTH(DY) =
Hodc MONTH(DATE(2003,7,19)) = 7

NETWORKDAYS

Céng dung: Tinh s6 ngay lam viéc gita hai ngay
start_date va end_date. Ngay lam viéc khéng phai 12 cdc ngay
cudi tudn va ngay 18 t&t duge chi dinh.

Cut phéap: NETW ORKDAYS(start_date,end_date ,holidays)
Start_date ngay bdt dau.

End_date ngay két thiec.

Holidays  ngay 1& tét khong tinh vao ngay lam viée.

Vi du:

NETWORKDAYSJ;(“12/07/2003”, “22/07/2003") = 10

Nhung néu ban gan hai ngay nghi Chi nhat 13/07/2003
va 20/07/2003 vao 6 D1 va D2 thi:

NETWORKDAYS(“12:’07/2003”,“22!07/‘2003",D1:D2)=8

NOw
Céong dung Tra vé ngay va thdi gian hién tai cia hé
théng.
Ct phap: NOW( )
Vi du: |
Néu hién tai 13 10:19 AM ngay 20/07/2003, thi:
NOW() = 20/07/2003 10:19 |



SECOND

Cong dung: Tra vé s6 gidy clia mot gia tri thoi gian. S
gidy tra vé 12 mét s nguyén nim trong khodng 0 dén 59.

Ca phap: SECOND(serial number)

Serial_number 13 thdi gian chia s& gidy ban muédn tim.
Thoi gian c6 thé nhdp vao céng thde dusi dang vin ban dat
trong dau ngodte kép (vi du: "6:45 PM"), hoac nhu s§ thap phan
(vi du: 0.78125 thé hién cho 6:45 PM), hozc 1a két qua ciia cac

“cong thic hosic cde ham khéc (vi du: TIMEVALUE("6:45 PM")).

Vi du:
Néu 6 A2 chita 4:48:18 PM va 6 A3 chda 4:48 PM, thi:
SECOND(A2) = 18 va SECOND(A3) = 0

TIME

Cong dung: Tra vé dang s& thap phan cha mot thoi gian
cu thé. Néu 6 duge dinh dang General trude khi nhip coéng
thic vao thi né sé trd vé ki€u thai gian.

56 thap phan do ham TIME tri v& ndm trong khodng tu
0 dén 0.99999999, thé hién cho thoi gian tir 0:00:00 (12:00:00
AM) dén 23:59:59 (11:59:59 PM).

Cu phap: TIME(hour,minute,second)

Hour 1a m{t s6 trong khodng tir 0 dén 32767 thé hién
cho gig. Bat ky gid tri nao 16n hon 23 thi déu duge chia cho 24
va ldy phan du lam s gio. Ching han: TIME(27,0,0) =
TIME(3,0,0) = 0.125 hoic 3:00 AM.
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Minute 1a mdt s8 trong khodng tir 0 dén 32767 thé hién
cho phit. Bat ky gid tri nao 1én hon 59 thi déu dLrQC.chuyén
thanh gid va phiat. Chiang han: TIME(0,750,0) =
TIME(12,30,0) = 0.520833 hoac 12:30 PM.

Second 13 mot s6 trong khodng tir 0 dén 32767 thé hién
cho gidy. Bat k¥ gia tri nao 16n hon 59 déu duge chuyén thanh
gig, phit va gidy. Ching han: TIME(©,0,2000) =
TIME(0,33,22) = 0.023148 or 12:33:20 AM

Vi du:

TIME(10,2,30) = 10:02:30 AM

TIMEVALUE

Céng dung: Tra vé s thap phan cia mét thoi gian thé
hién bing mét chudi vin ban. S8 thdp phéan c¢6 gia tri tir 0 dén
0.99999999, thé& hién cho thdi gian tu 0:00:00 (12:00:00 AM)
dén 23:59:59 (11:59:69 P.M.).

Ci phap: TIMEVALUE((time_text) _
Time_text 14 chubi van bdn thé hién thdi gian dudi bit
k¥ dang dinh dang nao ma Excel hiu duge. Ching han: "6:45
PM" va “18:45".
Vidy:
TIMEVALUE("2:24 AM") = 0.1
TIMEVALUE("22-Aug-2008 6:35 AM") = 0.274305556
Luu 9: Mudn xem cdc s§ thip phin dé. dudi dang thoi
gian, ban héy chon 6 chita né rdi vao Format\ Cells... , kich

chon thanh Number, rdi sau dé6 kich Time trong hop
Category.
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TODAY

Céng dung: Tra vé ngay thang hién hanh cia hé théng.
Cit phap: TODAY( )
Vi du:
Né&u hém nay la ngay 20 thang 7 nam 2003 thi:
TODAY() = 20/7/2003

WEEKDAY

Céng dung: Tra vé ngay trong tudn tuong (ng vdi mot
ngiy trong nam. Theo mic dinh, ngay tra vé 1a mdt s6 nguyén
nim trong khodng tit 1 (Chi nhat) dén 7 (Thd 7).

Cu phap: WEEKDAY (serial_number,return_type)

Serial number 1a mot s6 dai dién cho mdt ngay. Ngay
¢6 thé duge nhép vao cong thie dudi dang chubi dat trong dau
ngoic kép (vi du: "1/30/2003" or "2003/01/30"), hodc dang s0
(vi du: 85825 thé& hién ngay 30 thang 1 nam 1998, ho#c két
qua cha cong thic ho#ic ham khéc (vi du: DATEVALUE
("1/30/2003")).

Return_type 1a mot s6 xdc dinh kiéu gid tri tra vé.

Return_type Y nghia cia s& tra vé

1 ho#c bé trong S& 1 1a Chu nhat va s6 7 la Tha 7

2 S84 1 1a Thu hai va s6 7 1a Cha nhat

3 S6 0 1a Thit hai va s6 6 1a Chd nhét
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Vi du:

WEEKNUM

WEEKDAY("2/14/2004") = 7 (Thg bay)
WEEKDAY("2/14/1998",2) = 6 (Tha bay)
WEEKDAY("2003/02/23",3) = 6 (Chii nhat)
WEEKDAY(35981.007) = 1 (Cha nhat)

Cong dung: Tra vé mot s cho bit d6 1a tudn tha mAy

trong mdt nam.

Cu phap: WEEKNUM(¢. serial_num,return_type)

Serial_ num

Return_type

la ngay trong tuin.

1a mot s6 xdc dinh tudn d6 bit ddu tir tha

may. Mic dinh la 1.

Serial Tuan bit ddu ti
num
1 T Chi nhat. Cée ngay trong tudn duge
ddnh s6 tir 1 dén 7.
2 T Thit hai. Cdc ngay trong tuidn dugc
danh s6 tir 1 dén 7.
Vi du:

N&u la Chu nhéat ngay 10 thdng 1 nam 1999, thi:
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WORKDAY

Céng dung: Trd vé mot s§ dai dién cho mot ngay trong
nam. Si dung ham WORKDAY d€ loai trit cdc ngay nghi cudi
tudn, ngay 1& t&€t dé tinh ngay giao hang, hoic s6 ngay lam
viéc thuc té. -

Ceé phap: WORKDAY((start_date,days,holidays)

Start_date 1a ngay dai dién cho ngay bit ddu.

Days 12 s6 ngay khéng phai 1a ngay cudi tudn hoic 12
t&t 6 trudc hodic sau ngay start_date. Gig tri duong dé tim mot

ngay sau ngay start_date, gid tri Am dé tim ngay trudc ngay
start_date.

Holidays 1a mét danh sach tiy chon cla mét hodc nhiéu
ngay can loai tri ra khéi lich lam viéc, ching han nhu ngay
Quéc khénh, Quéc t& lao dong...

Vi du:

Bang dudi day cho biét ngay bit ddu céng viéc, sd ngay
can dé€ hoan tat va cdc ngay nghi:

-
Ngay . Mb ta

10/01/2008 Ngay bit ddu

151 $6 ngay dé hoan thanh

11/26/2008 Ngay nghi

12/4/2008 Ngay nghi

1/21/2009 Ngay nghi
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Khi d6;

WORKDAY(“10/01/2008”,151) = 39933 = 4/30/2009 (151
ngay tinh tit 10/01/2008)

Néu gén 11/16/2008 cho & B1, 12/4/2008 cho & B2 va
1/21/2009 cho 6 B3, thi:

WORKDAY(“10/01/2008,151,B1:B3) = 39938 = 5/5/2009
(151 ngay tinh tit ngay 10/01/2008 va trif di cde ngay nghi)

Lwu 9: Néu 6 ¢6 dinh dang General truge khi nhép cong
thic thi két qui s& 1a dang s&, chdng han 39933. Mudn “bi&n”
con s6 “khé hiéu” nay thanh dang “dé hiéu hon” ban hay dinh
dang né theo kidu ngay thang. G day téi dinh dang theo kiéu
English (United States) nén 39933 = 4/30/2009 (ngay 30
thiang 4 nam 2009)

YEAR

Cong dyng: Tra vé nam tuong dng v6i mét s8. Nam tra
vé n3m trong pham vi tir 1900 d&n 9999.

Cu phap: YEAR(serial_number)

Serial_number 1a ngay cGa nam ban muén tim. Ngay
nén nhép bing ham DATE, hoic 1a k&t qui cda cong thiic
hogc ham khée. Vi du: dong DATE(2008,5,23) dé nhap ngay
23 thdng 5 ndm 2008

Vi du:

Gid sit ban da dung DATE(2008,5,23) dé nhap ngay 23
thang 5 nam 2008 vao 6 Al, thi:
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YEAR(A1) = 2008

YEARFRAC

Cong dyung: Tinh tj s8 ngay cha nam duge dai dién béi

tong s6 ngay gitta hai ngay (start_date va end_date).

Ca phap: YEARFRAC(start_date,end_date,basis)
Start_date 14 ngay bit diu.
End_date 1a ngay két thic.

Basis 13 kiéu tinh toan.

Basis Kiéu tinh
0 hosc bé tréng ; My (NASD) 30/360

1

Thuc t&/Thyc t&

Thuc t6/360

Thye t&/365

ol N

Chau Au 30/360

Vi du:

YEARFRAC(“1/1/20077,"7/30/20077,2) = 0.583333333
YEARFRAC(“1/1/2007”,"7/30/2007” 4) = 0.580555556
YEARFRAC(“1/1/2008”,7/30/2008”,2) = 0.586111111
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5. CAC HAM XU LY CHUOI

Dé Excel ¢6 thé lam viéc véi cdc ham xi ly chudi dugi
subn sé va khong bdo 15i thi ban phéi chic chdn cdc dit lid
ctia ban ¢é kidu chudi.

CHAR

Céng dung: Tra vé ky ty trong bang méa ASCII duge ch
dinh béi mét s6 number ndm trong khodng tir 1 dén 255.

Cid phap: CHAR(number)

Number 14 mdt s§ ndim trong khodng tit 1 dén 255, ne
chi dinh ky tu ma ban mudn.

Vi du:
CHAR(85) = “A”
CHAR(71) = “G”
CHAR(33) = “I”
CLEAN

Céng dung: X6a tat ca céc ky ty khong thé in duge trong
danh sich text. Ban sl dung ham CLEAN d#6i v6i nhitng doan
vén bdn dugc nhdp tir cdc ing dung khéc ma khéng thé ir
duge béing hé diéu hanh cia ban. Vi du, ban c6 thé s dung
ham CLEAN d€ x6a di mét s§ ma mdy csp thép khéng ir
duge thudng e¢é & déu va cudi c4c file dit lidu.

Ci phap: CLEAN(text)
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Text 1i bat k¥ théng tin nao cia bang tinh ma ban
mudn xéa cic ky tu khong in dugc.

Vi du:
Vi CHAR(7) tra vé méot ky tu khéng in duge nén:
CLEAN(CHAR(7)&"text"&CHAR(7)) = "text"

CODE

Cong dung: Tra vé ma ASCII tuong dng véi ky ty ddu
tién coa chudi text.

Ci phap: CODE(text)

Text 1a chudi van ban ma ban mudn tim ma ASCII cua
ky tu ddu tién. |

Vi du: R
CODE("P") = 80
CODE("Phong") = 80

DOLLAR

Céng dung: Chuyén mot s6 sang dang chubi theo kiéu
tién té&, v6i phdn thip phan duge lam tron theo chi dinh. Dang
tién té 1a $#,##0.00)); ($#,4##0.00).

Cu phap: DOLLAR(number,decimals)

Number 1a mdt 50, mot tham chiéu t6i mdt 6 c6 chia so,
ho#ic mdt cong thic tinh ra mét s6.
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Decimals 1a s6 chi¥ s6 bén phdi ddu thap phan. Néu
decimals 1a s6 4m, thi s6 number duge 1Am tron vé bén trai
d&u thap phan. Néu khéng chi dinh phéan thap phan decimals,
thi Excel hiéu phén thédp phéan cé 2 chif sé.

Vi du:
DOLLAR(1234.567, 2) = "$1,234.57"
DOLLAR(1234.567, -2) = "$1,200"
DOLLAR(-1234.567, -2) = "($1,200)"
DOLLAR(-0.123, 4) = "($0.1230)"
DOLLAR(99.888) = "$99.89"
EXACT

Céng dung: So sanh hai chudi ky ty va trd vé gid tri
dung TRUE néu hai chudi dé hoan toan giéng nhau, ngoai ra
thi tra vé gia tri sai FALSE. Ham EXACT phén biét chif hoa
véi chit thudng nhung lai bé qua su khde nhau vé dinh dang.
Ban ding ham EXACT d€ ki€m tra chudi vin bdn s& nhép vio
tai liéu.

Ci phéap: EXACT(text1,text2)
Text! 1a chudi ky tu thit nhat.
Text2 14 chudi k¥ tu thit hai.
Vi du:
EXACT("word”,"word") = TRUE

EXACT("Word","word") = FALSE
EXACT("w ord","word") = FALSE
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FIND

Céng dung: Tim mot chudi ky tu find_text trong mot
chudi ky tu khéc within_text, va trd vé mot s chi vi tri cia ky
ty ddu tién cla chudi find_text, tinh tif ky ty dau tién cia
chudi within_text. Ban ciing ¢6 thé st dung ham SEARCH dé
tim mdt chudi ky tu trong mét chubi ky ty khac. Tuy nhién,
khéng giéng véi ham SEARCH, ham FIND phén biét chit hoa
véi chit thudng va khong chap nhén cdc ky tu thay thé.

Ci phap: FIND(find _text,within_text,start_num)

Find_text 1a chudi ky ty ban muén tim.

Within_text 1a chudi ky tu c6 chita chudi ky tu ban mudn
tim.

Start_num chi dinh ky tu bt ddu tim ki€m. Ky ty dau
tién trong chudi within_text 1a ky ty s& 1. Néu ban khéng chi
dinh start_num, thi Excel hidu bt du tim tir ky tu s8 .

Vi du:

FIND("M","Miriam McGovern") = 1
FIND("m","Miriam McGovern") = 6
FIND{"M","Miriam McGovern",3) = 8

FIXED

Céng dung: Lam tron mot s8 véi phdn thap phan duge
chi dinh trude, réi dinh dang s6 d6 du6i dang s6 thap phan cé
d&u phdy (,) 1a ddu phan cdch hang nghin va trd vé két qua
dudi dang chudi.
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Cé phap: FIXED(, number,decimals,no_commas)

Number la .56’ ban muén lam tron va chuyén thanh dang
chudi.

Decimals 1a s& chit s6 & bén phai d4u thip phén.

No_commas 1a mot gid tri logic, néu la TRUE, thi khéng
cho ham FIXED thém diu phdy vao chudi trd vd. Né&
no_commas 14 FALSE hosc d€ tréng (tic 1a chi ¢6 diy phdy
sau phan decimals trong cong thde), thi chubi trd vé s& c6 day
phdy nhu binh thudng. )

Vi du:

FIXED(1234.567, 1) = "1234.6"

FIXED(1234.567, 1,) = "1,234.6" vi ¢6 ddu phéy sau s6 1

FIXED(1234.567, -1) = "1230"

FIXED(-1234.567, -1) = "-1230"

FIXED(44.332) = "44.33"
LEFT

Cong dung: Tri vé ky tu hodc cdc ky ty ddu tién trong
mét chubi, dua vao s8 ky ty ma ban c¢hi dinh.

Cii phap: LEFT( text,num_chars)

Text la chudi ky tu ¢6 chda céc ky tu ban muén rut trich.

Num_chars chi dinh s6 ky tu ban muén lam LEFT rat
trich.
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* Num_chars phéi 16n hon hodc bing 0.

* Néu num_chars 16n hon chidu dai cia chudi text,
thi ham LEFT tra vé toan b chudi text.

* N&u num_chars bi bd tréng, thi né. duge xem cé gig
tri la 1.

Vi du:

LEFT("Sale Price"4) = "Sale"

Néu & Al cé chit "Sweden", thi:

LEFT(Al) = “S" vi khong chi dinh num_chars

LEN

Cong dung: Pém s6 ky tu trong mét chudi.
Ci phép: LEN(text)

Text 1a chubi ma ban mubn tim chidu dai cia né. Mbi
khodng tréng duge tinh 13 1 ky tu.

Vi du:
LEN("Anh yéu em") = 11
LEN(") = 0
LOWER
Cong dung: D6i tat cai cde ky tu IN HOA trong mét chudi
van ban thanh in thudng.
Ci phép: LOWER((text)
Text 1a chudi van bdn ban mudn chuyén thanh chir in
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thudng. Ham LOWER khéng ddi cdc ky tu khéng phai 1a che
cdi trong chubi text.

Vi du:
LOWER("Anh Yéu Em") = "anh yéu em”
LOWER("Lép 2B") = "l16p 2b"

Ham LOWER cing tuong tu nhu ham PROPER va ham
UPPER.

MID

Cong dung: Rit trich mot s6 xdc dinh cac ky tu trong
mdt chubi fext, bat ddu 18y tif vi tri ban chi dinh va ldy da so
ky tu ban yéu cdu.

Cu phap: MID(text,start_num,num_chars)

Text 1a chubi van bdn cé chida cde ky ty ma ban muén

rat trich.

Start_num 12 vi tri b4t ddu rit trich. Ky ty ddu tién
trong chubi duge tinh 1a 1.

Num _chars chi dinh s§ k¥ tu ban mudn ham MID rat
trich. Néu num_chars 1a s6 4m thi ham MID trd vé gid tri
#VALUE!

Vi du:
MID("Anh yéu em",1,3) = "Anh"
MID("Anh yéu em”,5,4) = "yé&u"
MID("1234",5,5) = " (chudi réng)

184



PROPER

Céng dung: Chuyén mot chudi van bén thanh dang tén
riéng cb chif cai dau tién ctia mét tit duge viet IN HOA con tat
¢4 cde chit cai khéc duge vidt in thudng.

Ctt phap: PROPER(text)

Text c¢6 thé 13 mot doan viin bdn ndm trong ddu ngoéc
kép (), hodic mdt cong thic trd vé dang chudi vén bdn, hoac
mdt tham chifu téi mdt & c6 chita chudi van bédn ma ban mudn
chuyén dai.

Vi du:

PROPER("this is a TITLE") = "This Is A Title"

PROPER(“ tran ngoc minh”) = “T'ran Ngoc Minh”

PROPER("76BudGet") = "76Budget"

REPLACE

Céng dung: Thay th& mot phén chi dinh cda mét chudi
v#n ban bing mdt chudi vin ban khac.

Cu phap:

REPLACE(old_text,start_num,num_chars,new_text)

Old_text la chudi van ban ban muén thay thé méf phén
trong 46.

Start num 1a vi tri ky tu trong chubl old_text ma ban
mudn thay thé bang chudi new_text.

Num_chars 1a s8 ky tu trong chudi old_text ma ban
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mudn ham REPLACE thay thé& biing chubi new_text.

New_text 1a chudi van ban s& thay th& cdc ky tu duge ch
dinh trong chudi old_text.

Vi du:
Céng thic sau day sé thay thé 5 ky tu (fghij) bling md

chubi mdi (*), bit ddu thay th& tir ky tu thir 6 trong chut
old_text:

REPLACE("abedefghijk",6,5,"*") = "abede*k"

Cong thifc sau s& thay thé 2 ky tu cudi cia nam 200
bing 03:

REPLACE("2001",3,2,"03") = "2003"
Né&u & A2 chita chudi "123456", thi:
‘REPLACE(A2,1,3,"@") = "@456"

REPT

Céng dyng: Nhic lai chudi vin ban mét s§ 14n theo ch
dinh. St dung ham REPT dién vio mdt & mot s8 thye thé ci:
mét chubi.

Cié phap: REPT(text,number_times)
Text la chudi viin ban ban mudn nhéc lai.

Number_times 14 mét s& duong x4c dinh s8 14n nhéc lai
Néu number_times 1a 0, thi REPT trd vé " (chudi réng). N&
number_times khdng phédi la s6 nguyén, thi né s& dugc lan
tron thinh s§ nguyén. Két qué ciia ham REPT khéng thé da
hon 32,767 ky tu.

186



Vi du:
REPT("*.", 8) = "*-*.5."
Néu & A3 chita chudi "Anh-Em-", thi:
REPT($A$3, 2) = "Anh-Em-Anh-Em-"

RIGHT

Céng dung: Tra vé ky tu hosic cdc ky ty cudi cing cla
mdt chudi vin bdn, dua vao s6 ky tu ban chi dinh.

Cué phap: RIGHT (text,num_chars)

Text 1a chudi vin ban chifa cdc ky ty ban mudn rit trich.

Num_chars chi dinh s6 ky ty ban muén ham RIGHT rat
trich.

e Num_chars phai 16n hon ho#c béng 0.

e N&u num._chars 16n hon chidu dai cda chubi vin
bén thi ham RIGHT tra vé toan b doan van bdn.

e N&u num_chars bi bd tréng thi né duge coi cé gia

trila 1.
Vi dy:
RIGHT("Sale Price",5) = "Price”
RIGHT('Stock Number") = "r"
SEARCH

Céng dung: Tra vé vi tri cia ky ty ma tai d6 mot ky tu
hoic mbt chudi dugc tim thdy. Ding ham SEARCH dé xde
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dinh vi tri cla mét ky ty ho#ic mét chudi trong mét chudi khac
dé sau d6 ¢6 thé ding ham MID ho#tc haim REPLACE &€ thay
déi.

Cié phap: SEARCH (ﬁnd_text,within«_text,start_num)

Find text 1a chubi vin ban cdn tim. C6 thé st dyng céc
ky tu thay thé nhu diu héj (?), ddu sao (*) trong chudi
find_text. Dau héi thay thé& cho mot ky ty, con ddu sao thay
the cho mot chudi ky tu.

Within_text 1a chubi van ban ban tim trong d6 d€ 14y ra
chudi find text.

Start_num 1a vi tri bit ddu tim ki€m trong chuédi
within_text.

Vi du:
SEARCH("e","Statements" 6) = 7
SEARCH("e","Statements") = 5

SUBSTITUTE

Céng dung: Thay th& mot chudi van ban ci bing mot
chubi van ban méi. Sg dung ham SUBSTITUTE khi muén
thay th€ mét chubi cu thé: con dang ham REPLACE khi muén
thay the bat ky chubi nao xuat hién § mot vi tri cu thé trong
chubi van ban.

Cu phap:

SUBSTITUTE( text, old*text,nethext,instancehnum)

Text 1a chudi van ban ho#c tham chisu t6i mét 6 cé chda
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van bdan ma ban mudn thay th& cdc ki tu trong dé.
Old_text la chudi vén ban cin thay thé.

New_text 14 chubi vian bidn méi thay th€ cho chudi
old_text.

Instance_num chi dinh l4n xudt hién nao cla old_text
thi mé6i thay thé€ bing new text. Néu khong chi dinh
instance_num, thi moi 14n xudt hién cia old_text trong chudi
dau duge thay thé bing new_text.

Vi du:
SUBSTITUTE("Sales Data", "Sales”, "Cost”) = "Cost Data"

SUBSTITUTE("Quarter 1, 1991", "1", "2", 1) = "Quarter 2,
1991" (thay thé s 1 bing s§ 2 & 14n xuat hién dau tién)

SUBSTITUTE("Quarter 1, 1991", "1", "2", 3) = "Quarter 1,
1992" (thay th€ s6 1 biing s6 hai ¢ 14n xuét hién tha 3)
T

Céng dung: Tra vé chudi van ban ma value dé cap.
Cu phap: T(value)

Value la gid tri ban muén kiém tra. N&u value 13 van
ban, thi ham T tra vé dung gia tri value. Néu value khéng la
van ban thi, ham T trd vé " (chudi rbng).

Vi du:
Né&u 6 Bl chda chudi “Em yau", thi:
T(B1) = "Em yéu"
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Néu 6 B2 chuia s& 19, thi:

T(B2) =
T("True™) = "True”
T(TRUE) = "

TEXT
- Céng dung: Chuyén gis tri valye sang vidn ban theo kié,
dinh dang s§ cy thé,
Ci phap: TEXTY, value,format_text) -
Value c¢6 thé€ 1a mot gid tri s8, mdt eong thie tinh ra gi4

o~

tri s8, hodc mét tham chiéu t6i mét 6 chia gia trj s6.

Format_text 1a kidy dinh dang s&. Ban hdy vao trinh
don Format/ Cell.., chon thanh Number cga hgp thoai
Format Cells d€ xem. Format_text khéng duge ¢6 dau sac (*)
va khong duge 1a dang General.

Vi du:
TEXT(1200, "$0.00") = "$1200.00" |
TEXT('4/15/91", "mmmm dd, yyyy") = "April 15, 1991"



khoang tring bat thudng.
Cu phap: TRIM(text)
Text la van ban ban mudn x6éa cde khodng tring.
Vi du:
TRIM(" Hoc , hoc nita , hoc mai ") = "Hoc, hoc niia,

hoc mat”

UPPER

Céng dung: Chuyén doan vian ban thanh dang IN HOA.
Cu phap: UPPER(text)

Text 1a doan van ban ban mudn chuyén déi thanh chit
IN HOA. Text c6 thé la mét tham chiu ho#ic mét chudi vin
bén. |

Vi du:
UPPER("t8ng") = "TONG"
Néu & E5 12 chit "lai sudt”, thi:
UPPER(ES) = "LAI SUAT"

VALUE

Céng dung: Dsi mét chudi van ban thé€ hién mot s§ sang
dang s6.

Ct phéap: VALUE (text)

Text c¢6 thé 1a chudi vén ban ndm trong dau ngosc kép (¢
”) hodc tham chiu t6i mot 6 chia chudi van bdn cdn chuyén
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déi. Text 6 thé c6 kifu dinh dang 1a hiing 8, ngay, hosc thi
gian, mién 1a Excel nhan dién duge. N&u text khong phai la
cdc ki€u dinh dang dé thi ham VALUE sé tra vé 15i #VALUE!

Vi du:
VALUE("$1,000™) = 1,000

VALUE("1,000 déng") = #VALUE! do Excel khéng nhén
biét duge kidu dinh dang. -

YEN

Céng dyung: Chuyén mot 56 sang dang chudi van bdn, si
dung kiéu dinh dang tién té& Y (yén) véi con s& duge Iam tron
theo chi dinh.

Trong Microsoft Excel chay trén Windows, ban c6 thé
thay d6i kidu dinh dang tién té yén sang mot kidu khéc bing
cdch st dung Regional Settings trong Control Panel.

Cu phap: YEN(number,decimals)

Number c6 thé 1a s6 ban muén chuyén sang dang chudi,
ho#c 14 mot tham chiéu téi 6 c6 chda s, hoic mot cong thie
tinh ra mét sé.

Decimals 14 s6 chit s6 ban mudn lam tron. N&u decimals
la s0 duong, thi nhitng chir s§ bén phai ddu thap phan duge
lam tron. Néu decimals ]a s6 am, thi nhitng chit s& ndm bén
trdi ddu thap phan duge lam trdn. Néu decimals bi bé tréng,
thi n6é duge coi c6 gid tri 0 va vi vay s& khéng lam tron s6
number.

Vi du:
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YEN(1234.567,2) = "¥1,234.57"
YEN(1234.567,-2) = "¥1,200"
YEN(-1234.567,-2) = "¥-1,200"
YEN(-0.123,4) = "¥-0.1230"
YEN(99.888) = "Y100"

6. CAC HAM TiM KIEM VA THAM CHIEU
CSDL

ADDRESS
Cong dyng: Tao mot dia chi 6 dudi dang chudi ky tu, cho
biét trude s6 dong va s8 ¢ot.

C4 phap: )
ADDRESS(row_num,column_num,abs_num,al ,sheet_text)

Row_num & s8 dong ding trong tham chiéu.
Column_num 1a s§ c6t dung trong tham chiéu.

Abs_num chi dinh ki€u tham chigu, cy thé& xem bang
dudi: -

Abs_num Tra vé kiéu tham chiéu

1 hoac khuyét | Tuyét dbi

2 Tuyét d6i theo dong, tuong déi theo cot
3 Tuong d6i theo dong, tuyét dsi theo cit
4 Tuong dai
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Al la gia trj logic chi dinh kifu tham chidu Al hoa
R1C1. Néu eI 1a TRUE hosc khuygt, thi ADDRESS tra v
ki€u tham chiéu Al; néu Al la FALSE, thi ADDRESS tra v
ki€u tham chigu R1C1.

. Sheet_text 12 tén bang tinh ding lam tham chiéy ngoai.
Vi du:
ADDRESS(2,3) = $C$2
ADDRESS(2,3,2) = C$2
ADDRESS(2,3,2,FALSE) = R2C[3]
ADDRESS(2,3,1,FALSE,"[Book1]Sheet1")
= [Book1]Sheet1!R2C3
ADDRESS(2,3,1, FALSE,"EXCEL SHEET")
) = 'EXCEL SHEET''R2C3

AREAS

Céng dung: Tri vé s6 cac khu vic trong vung tham
chiéu. Khu vie 1a mot pham vi gom c4c & lién tiép, ho&c mot ¢

don nh4t.
Ci phap: AREAS(reference)

Reference 1a tham chiéu t6i mét 6 hodc mét pham vi cég
6 va c6 thé tham chidu nhidu khu vue. N&u ban muén chi dink
vai tham chiéu trong mot dsi s§ thi ban phai si dung céc dau
ngoic.
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Vi du:
AREAS(B2:D4) = 1
AREAS((B2:D4,E5,F6:19)) = 3
AREAS(B2:D4 B2) = 1

CHOOSE

Cong dung: Diung index_num d€ trd vé mot gid tri ti
danh sach cdc d6i 6 valuel, value2,.. Ching han néu valuel
dén value7 1a cdc ngdy trong tuén thi CHOOSE tra vé mot
trong cdc ngay d6 khi index num cé gi4 tri tor 1-7.

Cu phap: CHOOSE(index_num,valuel,value2,...)

Index_num chi dinh chon déi s8 nao. Index_num phai la
1 s& trong pham vi tit 1-29, hosic 14 mét cdng thic hoic mét
tham chiéu t6i 6 chia 1 s8 trong khodng 1-29.

Valuel,value2,... la cdc d6i s6, c6 thé 1a s8, cdc tham
chiéu 8, cong thae, ham, hose chubi ky tu.

Vi du: Gia sit ta c6 mang Al:A4 v6i cdc gid tri 1dn luot
nhu sau: Pao, M4n, T4o, Lé, thi:

CHOOSE(3, Al, A2, A3, Ad) = T4o
CHOOSE(2, A1, A2, A3, A4) = Man

COLUMN

Cong dung: Tri vé s6 hiéu ct cla tham chidu cho trude.
Cu phap: COLUMN (reference)

Reference La 6 hodc mét pham vi cdc 6 ma ban muén
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tim 6 hiéu cbt.
Vi dy.
COLUMN() = S5 hiéu cita ¢6t chita cdng thife
COLUMN(A5) = 1
COLUMN(BS) < 2

COLUMNS

Cong dung: Tra lai s6 cdt trong mét mang hodc than
chiéu.

Cu phap: COLUMNS( array}

Array 13 mét méng hoic cong thidc méng, hodc mb:
tham chiéu tgi mot pham vi cde 6 ma ban mugn biét s¢ cot.

Vi du:
COLUMNS(C1:E4) = 3
COLUMNS({1,2,3;4,5,6}) =3

HLOOKUP

Céng dung: Tim kiém theo gid tri lookup_value trén
dong dau tién clia mot mang table_array sau dé trg vé gid tri
cda b thude dong row_index_num ting v6i ¢t tim thay.

Ci4 phap:

HLOOKUP(, lookupﬁvalue, table_array,row_ind‘ex_nu
m,range_lookup)

Lookup_value 1a gia tri tim thdy & dong diu tién cia
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bang. Lookup_value c¢6 thé 132 mét gid tri, mot tham chiéy,
hodc mét chuoi ky tu.

Table_array la bdng ma ham tim ki€m dif liéu trong dé.

Row_index_num la s§ higu dong trong bang ma ham tim
ki€m d€ tra vé gia tri phu hop.

Range_lookup la gid tri logic xdc dinh ban muén
HLOOKUP tim chinh x4c hay tuong déi. N&u range_lookup la
TRUE ho#c khuyét thi ham tim kiém tuong d8i, nghia l1a néu
khéng tim thdy gia tri chinh xéc lookup_value thi gid tri l6n
nhit ma nhé hdn lookup value s& duge tra v8. Néu
range_lookup la FALSE, HLOOKUP sé tré vé mot gid tri
chinh xdc nhu lookup_value. N&éu khong tim thay thi né sé
bédo #N/A (khong cd).

Vi du: Ta ¢6 bang nhu dudi diy mé ta ning suat hai hoa
qua cta 3 ban: Nam, Lan, Mai:

A B C
1 Cam Budi
2 Nam 10 20
3 Lan 20 30
4 Mai 30 40

HLOOKUP(“Cam”, B1:C4,2, FALSE) = 20
HLOOKUP(“Budi”, B1:C4,4,FALSE) = 40
HLOOKUP(“Ta0", B1:C4,2, FALSE) = #N/A
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HYPERLINK

Céng dung: tao mot shorteut dé mée mot tai lidu luu
mot server, mang intranet hoac Internet.

Cu phép: HYPERLINK(link _location,friendly_name)

Link_location 1a dudng din va tén file dan to1 tai lié
c&n mé. Link_location c6 thé dén t6i mot noi trén tai liéu nh
mot 6 hosic mét pham vi trén bang tinh hoac tai liéu Word.

Friendly name 1A ky ty hoic gia tri 86 duge hién th
trong 6. '

Vi du:

HYPERLINK("http://example.microsoft. com/report/budget
report.xls”, "Xem bdo cdo")

HYPERLINK("[http://example.microsoft. com/report/budget
report.xls]Annual!F10", D1)
INDEX

Cong dung: Tra vé gis tri ho#c tham chiéu t6i mét glé
tri trong mét béng. C6 hai kidu ham INDEX(): array (trd vé ¢
hofic mdng trong pham vi mang) va reference (tra vé hodc
méng trong pham vi tham chiéu).

Ci phap: INDEX( array,row_num,column_num)
INDEX(mference,row_num,column _num,area_num)

Row_num. chen hang trong médng. Néu row_num bi
khuyé&t thi cdn phai ¢é column_num.
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Column_num chon ¢bt trong mang. Néu column_num bi
khuyé&t thi cdn phai ¢6 row_num.

Area_num chon mét pham vi trong reference. Khu vuc
thit nhét duge chon duge dénh s6 1, khu vuc thit 2 duge danh

s6 2, and so on. Né&u erea_num bi khuyét thi INDEX dung khu
vire 1,

Vi du: Ta c6 bang dit lidu nhu duéi day:

A B
1 |Cam Quyt
Chanh Oi

INDEX(A1:B2,2,2) = “Gi”

INDEX(A1:B2,1,2) = “Quyt”

INDEX({“Cam”, “Quyt”, “Chanh”, “Gi”},1,2) = “Quyt”
INDEX({“Cam”, “Quyt”, “Chanh”, “Gi”},1.4) = “6i”

INDIRECT

Céng dyng: Trd vé tham chiéu do mot chudi ky tu chi
dinh. S&t dung ham INDIRECT khi ban muén thay déi tham
chiéu téi mjt 6 trong mét cong thic ma khéng thay déi cong
thire dé. '

Ci phap: INDIRECT (ref text,al)

Ref_text 1a tham chigu t6i mét 6 ¢6 chia mét tham chiéu
kigu Al, mdt tham chiéu kiéu R1C1, mot tén duge dinh nghia
nht mét tham chidu, hosic mét tham chidy tdi mot & chda
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chudi ky tu. N&u ref text tham chidu téi mdt bang tinh kha
(tham chiéu ngoai), thi bang tinh d6 phéi dang mag.

Al a gia tri logic xdc dlnh kiéu tham chidu & trong ¢
ref_text.

Vi du: Ta ¢6 bang dix liéu nhus sau:

A B

1 B2 1.333
2 B3 45
3 Ha 10
4 5 62

INDIRECT($A$1) = 1.333

INDIRECT($A$2) = 45

INDIRECT($A$3) = 10 (N&u A3 duge dinh nghia 1 “Ha”
INDIRECT('B"&$A$4) = 62

LOOKUP

Céng dung: Tri vé mét gia tri tr pham vi 1 hang hoac
pham vi mdt ot hodc tir mot mang. Haim LOOKUP cé hai
dang: vector va mang. Dang vector, tim kiém trong pham vi
mot hang hodc pham vi mot cot va tra vé mot gia tri tir eing
vi tri trong pham vi mét dong hoéic mét cot thit hai. Dang
mdng, tim kiém trong hang ho#ic ¢t dau tién clia mang va tra
vé gid tri tit cung vi tri & hang ho#c cdt cuéi cung cua mang.

200



Ciu phap:

LOOKUP( lookup_value, lookup_vector,resultﬁvector)
LOOKUP( lookup_value, array)

Vi du:

Dang vector: Ta c6 mébt bang dit lidu nhu sau:
—

A B
1 Tan s Mau sic
2 4.14 Pé ]
3 4.19 Cam
4 5.17 Vang
5 5.77 L& cay
6 6.39 Da troi

LOOKUP(4.19,A2:A6,B2:B6) = Cam

LOOKUP(7.66,A2:A6,B2:B6) = Da trot (vi 6.39 la s8 Ién
nhét nhd hon 7.66 trong cot A)

Dang mang:

LOOKUP(”C",{"a","b",”é","d";1,2,3,4}) = 3 (tim “C” trong
hang dau tién cta mang va tra vé gid tri ¢ hang cudi cing
trong cung cit)

LOOKUP("xe",{"a",l;"b”,2;"c",3}) = 2 (fim “xe” & hang dau
tién trong mang va tra vé gia tri & cot cud;
hang)

1 cling trong cung
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MATCH

Céng dung: Tra vé& vi tri tuong doi clia mot déi tuong
trong mang phii hgp véi gid tri chi dinh theo mot mot trat tu
x4c dinh. Ding ham MATCH thay cho ham LOOKUP kbki ban
cdn tim vi tri cha d6i tugng trong mét pham vi.

Cu phép: MATCH(lookup_value,lookup_array,match_type)

Lookup value 1a gid tri ding dé tim gid tri ma ban
muén tim trong bang.

Lookup_array 13 md pham vi cdc 6 lién tiép c6 chda céc
gia tri ¢6 thé tim kiém. Lookup_array phai 1a mét mang hoac
mdt tham chiéu téi mang.

Match_type 13 c6 -1, 0, hodic 1. Match_type xac dinh cach
thite Excel d6i chidu lookup_value vdi cdc gid tri trong
lookup_array.

« Néu match_type 1a 1, MATCH sé& tim gid tri 16n nhat
ma nhé hon hodc biang lookup_value. Mang
lookup_array phai sip x&p theo gié tri ting dan: ...-2, -
1, 0,1, 2, ..., A-Z, FALSE, TRUE.

o N&u match_type 1a 0, MATCH sé tim gia tri dau tién
ding bing lookup_value. Mang lookup_array c¢6 thé
sép xé&p 16n xon.

e N&u match_type 1a -1, MATCH s& tim gid tri nhé
nhit ma 16n hon hoic bing lookup_value. Méng
lookup_array phii sip xép theo thi ty gidm dan:
TRUE, FALSE, Z-A, ..2, 1, 0, -1, -2, ...
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o N&u match_type khuyét thi Excel coi né 12 1.
Vi dy: Ta cé bang di liéu nhu sau:

. A B
1 Sén phidm S8 lugng
2 Chudi 25
3 Cam 38
4 Téo 40
b Pao 41

MATCH(39,B2:B5,1) = 2 (vi khong c6 gid tri nao chinh
x4c bing 39 nén ham so khdp vdi gié tri 16n nhat nhé hon 39
1a 38 trong pham vi B2:B5 va tra vé vi tri tuong ddi 14 2)

MATCH(41,B2:B5,0) = 4
MATCH(40,B2:B5,-1) = #N/A (vi mang chua dugc siip x&p
theo thi tu gidm dan).

OFFSET

Cong dung: Tra vé tham chiéu tdi mot pham vi chi dinh
dich chuyén s8 dong va s6 cot. Tham chidu tra vé ¢6 thé 1a
mét 6 don nhit hodc mdt pham vi cde 6.

Cii phap: OFFSET( reference,rows,cols,height,width)

Reference 1a tham chi€u ma ban lam cd s¢ cho ham.
Reference phai tham chiéu t6i mét 8 hofic pham vi cdc § lién
ké néu khong OFFSET sé bdo 16i #VALUE!

Rows la s§ dong, dich 1én ho#c xuéng, ma ban muén 6
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phai trén bén trai tham chiéu t6i. Ching han 18y rows = 5 dé
chi dinh 6 trén cung bén trai trong tham chiéu thdp hon 5
dong so vdi tham chifu. Rows ¢6 thé 1a s§ duong (dich xuéng
dudi) ho#c s8 4m (dich 1én trén).

Cols la s8 cft, sang tréi hodc sang phai, ma ban mudn &
trén cing bén trai cia k&t qua tham chidu téi. L4y cols = 5 38
chi dinh 6 trén ciing bén trai trong tham chiéu léch sang phai
cua tham chi€u 5 cot. Cols c6 thé 1a s& dtrcmg (dich sang phai)
hodic 4&m (dich sang trdi).

Height la chiéu cao, tinh theo s6 dong, ma ban muén
tham chi€u trd vé. Height phai 12 mdt s duong.

Width la chiéu rong, tinh theo s cdét, ma ban muén
tham chiéu trd vé. Width phai 1a mot sé duong.

Vi du:
OFFSET(C3,2,3,1,1) = 0 (hién thi ¢ 6 F5)
SUM(OFFSET(C3:E5,-1,0,3,3)) = 0 (tinh téng C2:E4)
OFFSET(C3:E5,0,-3,3,3) = #4REF! (vi tham chiéu khéng ¢
trong 56 bang tinh).
ROW

Cong dung: Tra vé s6 dong clia mot tham chiéu.
Cui phap: ROW(reference)

Reference 1a mot & hodc pham vi cdc 6 ma ban muén tim
s6 dong.

Vi du:
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ROW() = Ddng chida cong thite
ROW(C10) = 10
ROW(C4:D8) =

ROWS

Cong dung: Tri vé s§ dong trong mét tham chiéu hodc
mang.

Cu phap: ROWS(array)

Array la méng, cong thdc mang (dit trong ddu mée nhon
1), hodic mét tham chifu t6i mot pham vi cdc 6 ma ban muén
tinh sé hang.

Vi du:
RQWS(CI:E4) =4
ROWS({1,2,3:4,5,6}) = 2
RTD

Céng dung: Liy dit litu theo thoi gian thuc tir mét
chuong trinh hé tr¢ COM automation (mét chuong trinh bé
sung d€ md rong kha néng cta Office).

Ci phap: RTD(ProgID,server, topicl,[topic2],...)

ProgID la tén ProglD duge dang ky trong COM
automation duge cai trém mdy tinh. Tén nay duge dit trong
dau ngodc kép “”.

server tén server ma COM automation chay. N&u khéng
¢6 server va chuong trinh chay cuc b thi hay dé€ tréng 461 s&
nay. Néu cé server thi hady dit tén server trong ddu ngoac
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kép. topicl, topic2,.. 1a cdc tham s& thé hién mét m&u dit
lidu theo thdi gian thuc duy nhat. Cé t61 da 28 tham sé.

Vi du:

RTD("MyComAddIn.Progid",,"LOREN_IPSUM","Price”) =
Dit liéu theo thoi gian thuc

TRANSPOSE

Céng dung: Chuyén pham vi cft thanh pham vi hang
hoac nguge lai. TRANSPOSE phai nhap vao nhu mot cong
thitc mang trong mot pham vi ¢é cing s8 hang va sé ¢6t. Dung
ham TRANSPOSE dé chuyén hudng cla mdt mang trén mot
bang tinh.

Cié phap: TRANSPOSE(array)
Array 1a moét mang hodc pham vi cdc 6 ma ban mudn
chuyén d6i huéng.

VLOOKUP

Céng dung: Tim mot gid tri & cdt ndm & ria tri clia mot
bang, va trd vé mdt gid tri & cing dong. Chir V trong
VLOOKUP la viét tt cda tir "Vertical” (thing ding).

Cu phap: -

VLOOKUP(lookup_value,iable_array,col_index num,
range_lookup)

Lookup_value 1a gid tri tim thdy & & cdt ddu tién caa
mang, lockup_value ¢6 thé 14 mdt gid tri, mot tham chiéu,
hodc mot chudi ky tu.
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Table_array 1a béng théng tin d€ tim kiém di lisu.

» Neéu range lookup la TRUE, thi nhimg gia tri trong
cot dau tién cla table_array phai duge sép x&p theo
chiéu téng dan: .., -2, -1, 0, 1, 2, ..., A-Z, FALSE,
TRUE; néu khong VLOOKUP s& khong cho két qué
ding. N&u range_lookup la FALSE, thi fable_array
khéng can phai sdp xép.

» Céc gid tri trong cdt ddu tién cda table_array c6 thé 1a
ky tu, s6, ho#c gid tri logic. Khéng phan biét chit in va
chit thutng.

Col_index_num 1a s8 hiéu cdt trong table_array.

Range lookup la gid tri logie chi dinh VLOOKUP so
khép chinh xdc hay so khdp tuong dsi. Néu né 1a TRUE hosc
d€ khuyét, thi ham sp khdp tuong d6i. Nghia la néu khéng tim
thdy gid tri chinh xdc thi ham s& tra vé gi4 tri 16n nhit ma
nhé hon lookup_value. N&u range_lookup la FALSE, thi
VLOOKUP s& tim mét gid tri chinh xdc. N&u khéng thay thi
né théng bao #N/A (khéng cé). -

Vi du: Ta c6 bang dit liéu nhu sau:

A B . C
1 b5 dic P4 nhét Nhiét do
2 0.457 3.55 500
3 0.525 3.25 400
4 0.616 2.93 300
5 0.675 2.75 250
6 0.746 2.57 200
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7 0.835 2.38 150
8 0.946 2.17 100
9 1.09 1.95 50
10 1.29 1.71

VLOOKUP(1,A2:C10,2) = 2.17
VLOOKUP(1,A2:C10,3,TRUE) = 100

VLOOKUP(0.7,A2:C10,3,FALSE) = #N/A (khéng tim thay
chinh x4ac 0.7 § ¢t A)

VLOOKUP(0.1,A2:C10,2,TRUE) = #N/A (vi 0.1 nhd hon
gid tri nho nhit cha cot A)

VLOOKUP(2,A2:C10,2,TRUE) = 1.71

7. CAC HAM THONG TIN

Cédc ham théng tin gitp ban tim ra nguyén nhan gay 15i
khi tinh toan. Ban ¢6 thé vdn dung dé xi Iy céc tinh hudng.

. CELL

r

Céng dung: Cho Dbi&t théng tin vé dang format: vi tri,
hodc ndi dung cia 6 ¢ géc trén bén trai ella mdt tham chidu.
Ham nay thutng duge dung d€ kiém tra dir lidu, dia chi 6.

Cu phap: CELL(info_type,reference)

Info_type 1a mdt chudi xdc dinh kiéu théng tin eda  ma

ban mubn. Dudi day 14 céc gia tri info_type va két qud tra vé
tuong ung.
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Info_type

Két qua tra vé

"address”

Tham chiéu cda 6 ddu tién trong tham chidu
duéi dang chudi ky tu.

llcolll

S8 hiéu cft cda 6 trong tham chidu.

"color”

Trd vé 1 néu 6 dugc dinh dang mau cho céc
gia tri 4m; ngugce lai thi tra vé 0.

"contents”

Gid tri cha 6 géc trén bén ‘trai cla tham
chiéu; khéng phdi la mét cong thite.

“filename"

Tén file chia tham chiu véi diay da duong
dan. Trd vé chubi réng (") néu bang tinh
chita tham chiéu chua duge luu.

"format"

Chubi ky ty tuong Ung vé6i kiéu dinh dang cia
& (xem Bdng md dinh deng duéi day). Tra vé
"-" & cubi chudi ky tu néu & dé6 duge dinh dang
mau cho cdc gid tri 8m. Trd v& "()" & cudi
chudi ky ty néu 6 d6 duge dinh dang ding dau

ngod#c cho cdc gid tri duong hosc tdt cd cdc

gid tri.

"parentheses

Tréa vé 1 néu 6 46 duge dinh dang ding ddu
ngodc cho cdc gid tri duong hosc tdt cd cac

gid tri; ngudc lai thi trd vé 0.

"preﬁxﬂ

Chudi ky tu tuong i'mg vdi tién t§ nhén
("label prefix"} cia 6. Trd vé dfu nhéy don ()
néu 8 d6 c6 chda chudi ky ty duge cin 18 trai,
tra vé ddu nhdy kép (") néu 6 d6 ¢6 chua
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Info_type

Két qua tra vé

chudi ky tu duge can 18 phai, trd vé diu ma
(") néu & d6 ¢6 chda chudi ky tu duge canh
gitta, ddu xuyéc nguge (\) néu 6 chda chuji ky
tu duge canh déu hai bén, va trd vé chudi
réng (") néu 6 chita cdc kidu khde. |

"protect”

Tré vé 0 néu & khéng bi khéa va trid vé 1 néu
& bi khda.

row

S6 hiéu dong cia 6 trong tham chiéu.

type

Chudi ky ty tuong dng véi kidu di lidu trong
6. Tra vé "b" néu 1a 6 tréng, tra vé 1" néu 6

chda ky tu, va trd vé "v" néu 6 chda cac kidu
khdg.

"width"

Chiéu réng cot cha 6 duge lam tron thanh s5
nguyén. Méi don vi chiéu réng cét tuong ing
vdi chibu rong clia mét ky tu cda font mic
dinh,

Reference 1a 6 ban muén bist thong tin. N&u dé khuyét,
thi théng tin duge chi dinh trong tnfo_type duge tra vé cho &
cudi cung bi thay d6i. Du6i day 12 bdng mé t4 cée gid tri text
ma ham CELL tra v& tuong (ng vdi info_type, va reference la
mdt & duge dinh dang bing mét dinh dang s§ cé sfn cua

Excel.
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Kiéu Excel dinh dang

CELL tra vé

General G
0 "FQ"
# 440 "0" ]
0.00 "F2"
# ##0.00 "9
$#,440_):($4, #40) "Co"
$# ##0_);[Red]($#,##0) "Co-"
$4,#40.00_);($#,##0.00) “c2"
$#,##0.00_);[Red]($#,#40.00) | "C2."
0% "P0"
0.00% "P2"
0.00E+00 "S2"
#7277 or # 2?7/7? "G"
m/d/yy hoic m/d/yy h:mm D"
hofic mm/ddfyy

d-mmm-yy hoze dd-mmm-yy | "D1"
d-mmm hodc dd-mmm "D2"
mmm-yy ' "D3"
mm/dd “D5"
h:mm AM/PM "D7"
h:mm:ss AM/PM "D6"
h:mm "D9"
h:mm:ss "D8"
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Vi dy: Gid si ta ¢6 6 A2 chia 1:00 (1 git dang h:mm), &
A3 chita TONG, thi:

CELL("row",A20) = 20 (s§ hiéu dong A20)

CELL("format", A2) = D9 (dang h:mm tuong duong D3)

CELL("contents”, A3) = TONG (noi dung 6 A3)

COUNTBLANK

Céng dung: Bém céc 6 réng trong mét pham vi chi dinh.
Céc 6 ¢6 cong thite trd vé chudi réng vin duge tinh; cde 6 chia
gid tri 0 thi khéng duge tinh.

Cé phap: COUNTBLANK( range)

Range 1a pham vi ma ban mudn dém céc & rong.
Vi du: Ta 6 dit lieu nhy Hinh dudi day thi:

Wnf b fld e [ =
o]
x

COUNTBLANK(A2:B5) = 4

ERROR.TYPE

Céong dung: tra vé mot 6 tuong dng véi mét 161, hose tra
vé #N/A néu khéng cé 16i nao tén tai. C6 thé dung ham
ERROR.TYPE trong mét ham IF d& kiém tra mét 16i va tra vé
mot chubdi ky ty.
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Ci phap: ERROR.TYPE(error_val)

Error_val 1a 181 qui dinh s8 ban muén tim. Mac du
error_val c6 thé 1a mot 16i thuc thu, nhung ta thudng 1ay né 1a
mét tham chiéu t4i 6 chda cong thie ma ban mudn kim tra.
Cdc 16i duge qui dinh nhu sau:

L3i Hﬁm tra vé

#NULL!
#DIV/0!
#VALUE!
#REF!
#NAME?
#NUM!
#N/A
Khac | #N/A

| | Ot x| W] N =

Vi du: Ta c6 161 & 6 A2 la #NULL, 6 A3 cé cong thie =1/0,

thi:
ERROR.TYPE(A2) = 1

Ching ta vita hoc xong chudng néi vé c4c ham théng dung
trong Excel. Viéc dp dung cac ham vao cong viéc thue t& 1a
mdt vdn dé khong don gidn. Vi vdy ban cdn tim hidu ki
chuong nay vin dung cdc ham cho sat, hop véi thyc t& cbng
vide.
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Chuong 6

MACRO VA HAM DO NGUO!1

DUNG TU DINH NGHIA

Khi ban phdi thuc hién mdt tdc vu lap di lap lai trong
Excel thi ban c6 thé ty déng thuc hién tdc vu nay bing mot
macro. Macro 1a mét chudi cidu 1énh va ham duge luu trong
mdt module Visual Basic d& tu déng thuc hién mét tdc vu nao
dé ma Excel khénché sdn. Khi ban ghi mdt macro thi Excel
sé& ghi lai timg bugc ban thuc hién cdc cau lénh. Sau 46 khi
chay macro thi cdc ciu 1énh hodc thao tdc dé sé duge lap lai
dé thuc thi céng viée. Chuong nay sé trinh bay nhing néi
dung chinh sau:

>
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Ghi macro

Chay macro

Gan macro cho mét nut diéu khién

Gdn macro cho mét nut trén thanh cong cu
Xéa macro

Ham ty dong chuyén so thanh chiz do nguoi ding
tu dinh nghia



1. GHI MACRO

Ghi macro 12 phuong phap don gidn nhat dé tao macro.
Chéng han ban muén chuyén dong chit Héi déng cham thi §
6 B11 cia bang tinh két qua thi dai hoc nhu trong Hinh 6.1
duéi day thanh HOI DONG CHAM THI (chi in hoa) mdi khi
ban kich chudt vdo mét & navo d6 va nhén t§ hogp phim
CTRL+SHIFT+H. (Néu & Chuong 2 ban da tao bang tinh nay
rbi thi bay git chi viéc mé né ra 48 thuc hanh).

Al B c [ D [E|F| S | H
1 RET QUA THI AT HOC KHOT DNAM 2003
2 . Ho v3 Tén . Biéw D
3 I8TT |Ho TTes |Uutién|Todn | Vin [NNgi| Gbichd
411 |BdiHwong [Ciang! 1 1 3 6 Trrgt
5| 2 |Hoing Trong |[Nbdn 11l ] 4] 3 Trrgt
6 | 3 |KiduNguyér |Mga I 6 7 8 Bé
71 4 |NguydnXuin jHA 1 5 2 5 Trigt
g8 | 5 |Pham Ngoc Anb Ti 9 4 8 15%)
9| 6 [TdnTrong Thiy 1 o 6 2,5 Bd
o
11| Hoiddogchimti i —
172 :

Hinh 6. 1: Bdng két qud thi dai hoc (VD2.XLS)
Céch 1am cu thé nhu sau:
1. M bang tinh trén ra 48 chuéi'n bi ghi macro.

9. Td menu Tool ban chon Macro., sau d6 chon muc
Record New Macro, (xem Hinh 6.2), d8 md hop
thoai Record Macro.
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':?’? Epelllng. .

1 Share Workhouk
' Protection »
Cndne Collaboration » ] 1 { ] K i
! Macro ’ wg Macros. . Alt4+F3
i Add-ns... |;@ Record New Macro. .,
“% AutoCarrect Options. .. Security...
7y Customize. .. P visual Basic Editor Alt+F11
< Options.., A8] Micrasoft Script Edtor  Alt+Shift+F 11
%i Data Analysis., .
i ¥

Hinh 6. 2: Cdch mé hép thoai Record macro

3. Khi hop thoai Record Macro xudt hién (Hinh 6.3),
hiy nhip tén macro 1& Chu_thuong_thanh_chu_hoa
vao hép Macro name.

Record Macro

Macro name:
|Chu,_thuong“thanh_chu_hoa

Shorteut key: Store macro in:
cnkeshice T T~
Qescription:

!Macro chuyen chu in thuang thanh chu IN HO4

_ | QK l Cancel

Hinh 6. 3: H¢p thoai Record Macro
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Luu 9: Tén macro phdi bdt ddu bdng mét chii cdi. Cdc
ky tuy khdc c6 thé la chiz, s6 hode déu gach dudgi (). Tén
macro khéng dugc chita khodng tréng. Nén dgt mét tén goi
nhg dé tién cho viéc sit dung sau nay.

4.

Trong myc Shorteut key cia hop thoai Record Macro,
ban hiy gitt phim SHIFT va go chit H. Nhu vay méi
khi ban nhin t6 hgp phim CTRL+SHIFT+H thi
macro cua ban sé duge kich hoat.

Luu $: Vi t6 hop phim tdt do ban dinh nghia s& ghi dé
lén cdc t6 hop phim tdt cda Excel nén ban khéng nén chon to
hop phim tring vdéi Excel.

Trong hdép Store macro in cia hép thoai Record
macro, kich chon ndi luu macro: (§ vi du nay ta
chon This Workbook).

Chon This Workbook dé macro d6 chi hoat déng
khi md bang tinh hién tai.

Chon New Workbook d& macro hoat déng & bang
tinh méi.

Chon Personal Macro Workbook néu ban muén
macro ¢6 s&n bat ot khi nao ban st dung Excel.

5. Trong muc Description cia hdp thoai Record Macro,
ban h3y gd dong chit Macro chuyen chu in thuong
thanh chu IN HOA dé mé t4 vé macro. Nhip xong
nhén OK d& bit ddu ghi macro.

Luu v:

»

Liic nay ¢ goc trdi thanh trang thdi cia bdng tinh
(ngay trén menu Start cia Windows) sé xudt hién
dong chit Ready Recording, déng thoi trén bdng
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tinh cing xudt hign mét thanh céng cu nhé

c6 chia niit Stop Recording. Béy giv ban
6 thé thuc hién moi thao tic ban muén, tdt cd
cae thao tic dé sé duge ghi vao macro.

» Néu thanh céng cu nay khéng hiéa thi thi ban
hday nhdp vao Tools - Customize.. chon thé
Toolbars réi kich chon Stop Recording.

6. Kich chugt vao 4 B12 va nhap =UPPER($B$11).
Nhap xong nhén Enter. Ban sé thiy dong chif HOI
PONG CHAM THI xust hién tai 8 B12.

7. Kich vao mit Stop Recording trén thanh cong cu
hodc vao trinh don Tools\ Macro\ Stop Recording.
(Xem Hinh 6.4)

b0 l_Qq% “indovi™* Help ™4 " e x . ( : —
7 Speling... e A |
© Share Workbook... ..
3‘ Erotection , e 1
fg Opdine Collaboration > I I J ; l . ‘ 1
; Macro b’ P ‘? Macros. .. AL+FS

Add-Ins... 4 Stop Recording

AutoCorrect Options. .. “’% Security,..

; o
; Customize... visual Basic Editor Alt+F1 1
£ Ontions... 8] Microsoft Seript Editor  Alt+-Shift+F11
i j |

1 Data Analysis...

Hinh 6. 4: Stop Recording (ngitng ghi macro)

218



Nhu vy ban dé tao ra duge mdt macro, bay gi¥ ban ¢6

thé goi né ra dé sit dung bat ¢ khi nao ban mudn.

2. CHAY MACRO

Sau khi ban d& tao duge macro réi, ban c6 thé bat né lam
viée bat et khi ndo ban mudn. Ban cé thé thyc hién theo mot

trong c4c cich sau day:

Cach 1:

1. Vao thuc don Tools, chon muc Macro. Hop
thoai Macro xuat hién. (Hinh 6.5}

Macro name: :

E:huyen_mu_thuung_&mh_chu_hna =] |

huven chu thoong thanh chu hoa

Step Into

_gepinee |
Edit ’

Description —
Macro chuyen ¢hu in thuong thanh chu IN HOA,

Cance! !

_-:_j : Delete l
Macros in: lnli Open Workbooks _‘_"_l Qptions... ‘

Hinh 6. 5: Hép thoai Macro liét ké tén cac macro
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2. Kich chon macro cd ttn 1A
Chuyen_chu_thuong_thanh_chu_hoa rdi kich
Run dé€ chay. (Xem Hinh 6.5).

Cach 2:

Nhan t3 hgp phim tit CTRL+SHIFT+H ma ban da dinh
nghia & trén.

Cach 3:

Gé&n macro cho mdot nat didu khién hosc mot d6i tuong d¢
hoa. P& mbi khi mudn chay macro thi chi viéc kich chudt vac
nit diéu khién hosic 46 hoa di duge gan macro. Céch thu
hién xem & phan sau.

Cach 4:

Gédn macro cho mdt nit trén thanh céng cu dé khi nac

can chay macro thi s& kich vao nat d6. Cach thuc hién xem ¢
phan dudi day.

3. GAN MACRO CHO MOT NUT DIEU KHIEN

Gid st ban muén mdi khi nhap chudt vao hinh trai tim
trén bang tinh VD2XLS ¢ Hinh 6.1 thi macro cé tén 1
Chuyen_chu_thuong_thanh_chu_hoa sé ty déng chay va gar
chudi “HOI PONG CHAM THI” cho 6 B12.

Céch 1am nhu sau:

1. Tao hinh trdi tim Q trén bdng tinh cé tér
VD2.XLS bing cdch chon AutoShapes — Basi

Shapes réi kich chon biéu tugng tréi tim W (xem
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VT

¥ Basic shapes >|CJO&[§.
: Elowchart y |[© O R
Stars and Banners » 8 Ifﬂ E D
Callouts » @ @ [

Hinh 6. 6: Cdch chon biéu tuong trdi tim

2. Nhap phai chudt vao bidu tugng trai tim < vita va.
Lic nay mot thuc don sé xudt hién (Hinh 6.7), ban
hay chon Assign Macro...

cut
Copy

o

Add Text

Grouping »
2 Order » |

Assigy Macro...
Set AutoShape Defaults
Format AutoShape...

Hyperlink. ., 2

T T

Hinh 6. 7: Thuc don dé chon gdn macro
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3. Khi hop thoai Assign Macro xudt hién, ban hiy chon
macro ¢ tén la Chuyen_chu_thuong_thanh_chu_hoa
trong hgp Macro name. Chon xong kich OK. (Xem Hinh
6.8).

Assign Macro

Macro name:

J¥D2.xIsModule 1 .Chuyen_chu_thuong_thanh_chu_hoa %j | OK l

YDz, xlsiModulel , Chuven

Cancel

Record...

0

Macros in: IAII Open Workbooks _"]
Description :

Hinh 6. 8: Hép thoai Assign Macro

Lic nay bi€u tugng trai tim di duge gan cho macro ¢é tén
l4 Chuyen_chu_thuong_thanh_chu_hoa .

4. Di chuyén con tré dén 6 B12 va nhép chudt vao bidu

tuong thi & 6 B12 s& xuit hign ddng chir “HOI
DONG CHAM THI” (chitinhd). .~

e

v

222



4. GAN MACRO CHO MOT NUT TREN
' THANH CONG cy

Néu khéng thich gan macro cho mot biéu tugng trén bang
tinh thi ban ¢6 thé tao mét nat ngay trén thanh céng cu dé
gan cho macro.

Cach lam nhu sau:

1. Kich chudt vao thyc don Tools réi chon
Customise.. Hap thoai Customise xuat hién
(Hinh 6.9 ).

Custemize

Tootbars I Commands l Optichs I
Toolbars;

Mf New...
V' Formatting 3

™ 3-D Settings ’
™ Borders

™ Chart

™ Chart Menu Bar

™ Circular Reference

F Compare Side by Side ] Reset.., |
Contral Toolbox

F Ssorem e W ko6, o,

¥ Drawing " .
I Drawing Carwas Hop thogi

I Exit Design Mode Customise
External Data : o ,
™ Forms : khi chon
I™ Formula Auditing el thé

Toolbars
_.

2. Lic nay ban c6 thé€ chon ndt nim trén thanh
cdng cy d€ gdn macro theo haj csch sau:

I
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Cach 1:

¢ Chon thé Toolbars & hop thoai Customise (xem
Hinh 6.9), trong danh sdch cdc thanh céng cu &
day, ban hay kich chon mjt thanh bat ky, ching
han chon thanh External Data.

» Khi thanh External Data xut hién ban hay nhap
phai chudt vao mt nit bat ky cia thanh External
Data. Mgt thuc don sé& xudt hién (xem Hinh 6.10),
ban héy chen Assign Macro.. & ddy thuc don dé€ gan
macro ¢6 tén 14 Chuyen_chu_thuong thanh_chu_hoa
¢ho nit dé. Tuy nhién, nit nay chua c6 bidu tugng
hinh tréi tim.

S &Bset

Delete

Mame; Para&meters.,, |

Copy Button Image

Paste Button Image

¢ Reset Button Image
3§ Edit Button Image, .,
Change Button Image »

OCHER

g Q’i‘ £ .h o e 4 Defaylt Style

e E *ad Text Only (Always)
ﬂ ® m % [ <% Text Only (in Menus)
- 1+ 3 o ﬁ Image and Text

,‘& o ,@ [_’E’ E.[ Begin a Group ‘

i C s Q T Assign Hypetfink »

M Assign Macra..,

Hinh 6. 10: Cdch chon mét niit trén thanh céng cu



o NE&u muSn ndt vita duge gdn macro ¢6 bidu tugng
tr4i tim thi ban hay kich vao Change Button
Image, sau 46 chon biéu tugng hinh trai tim, (xem
Hirh 6.10). Bidu tugng trdi tim s& xudt hién trén
thanh Extérnal Data, (xem Hinh 6.11) |

External Data .

Hinh 6. 11: Biéu tugng trdi tim xudt hién

Bay gid mbi khi cén chay macro
Chuyen_chu_thuong_thanh_chu_hoa ban chi cdn nhédp chudt
vao nit ¢6 bidu tugng trai tim trén thanh External Data.

Cach 2: ,

e Chon thé Commands trong hop thoai Customise.
Sau d6 chon Macros trong muc Categories, khi dé
trong hép Commands ban s& thfy mdt hinh mat

 ngudi, xem Hinh 6.12. '
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Customize

Touﬁars Commands |_thions|

To add:a command to & tookar: select a category and drag the
command cut of this dialog box to a toolbar,

Cathdri&_e: : Commands:
Window and Help ;! Custom Menu Item .‘:I

Drawing
i Custom Button

-

Autoshapes
Charting

Web

Forms

Control Toolbox

Built-in Menus
New Menu - _‘:.l

Modify Selection v Bearrmgetnmanﬁ... '

Hinh 6. 12: Hop thogi Customise khi chon thé Commands

» Nhan gitr hinh mit ngudi va kéo t6i bat ky thant
cdng cy nao ma ban mudn (trong vi du nay I
thanh External Data), xem Hinh 6.13.

Hinh 6. 13: Hinh mat nguoi xudt hién trén thanh External
' Data

* Hiy ddi biu tugng mat ngudi thanh bidu tuong
trdi tim nhu da néi ¢ trén.
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Bay gis méi khi musn chay macro ban chi c4n nhép chust
vao bidu tugng trai tim trén thanh céng cu External Data 13
macro Chuyen_chu__thuong_thanh__chu_hoa s€ tuf hoat déng.

5. X0A MACRO

Néu ban khéng muén s dung macro
Chuyen_chu_thuong_thanh__chu_hoa nifa, thi ban ¢6 the xea
né di. Céch thyc hién nhy say:

1. Vao thue don Tools, tré chust t4i Macro réi Macro..,
(xem Hinh 6.14) & goi hép thoai Macro. Ho#c ban
cling ¢6 thé nhan t§ hop phim Alt+Fs,

Share Workbook, .
Protection

Online Collaboration » £ 1 T T ok
Mﬁdo Pl b Macros.., ' AR+FS
Add-Ins... Record New Macro, .,

b AutoCorrect Oplions. . - F Security..,
Customize. .. g ¥isual Basic Editor Al+F11
QOptions, ., Microsoft Script Editor  A-£Shift+F1 1

. o T
Qata Anafg..- ] ﬂ _________________ j'"_*"_“ _...___?I__________m S

Hinh 6. 14: Cdch, 80t hép thoai Macro
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2. Hop thoai Macro hién ra, hiy chon macro mudén x6a
trong muec Macro name rdi kich nit Delete, xem
Hinh 6.15.

Hacro

Macro nu'ne:

rdj_l_uyen_chu__th_u_ung_thanh_mu_hn._a 3’] l Run l

Chuven o thaeong thanh <ho Foa

Chon t&n macro mudn xéa réi kich Edit |
vao nit Delste

, & peiste |

o e RO
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Hinh 6. 15: Hép thoai dé xéa macro

3. Khi mét hop thoai méi xudt hién (Hinh 6.16), ban
hay chon Yes néu mudn x6a, chon No néu khong
mudn xéa.



Microsoft Excel

Hinh 6. 16: Hép thoai cho phép lua chon xéa hodc
khéng x6a macro

6. HAM TU DONG CHUYEN SO THANH
CHU DO NGUG! DUNG TU DINH NGHIA

Khi ban 18p mét héa don bdn hang hay viét mét béo cdo
tai chinh, thi & phan cudi tdng s6 tién bao git ciing duge viét
bing chit. N&éu ban thuc hién cdng viéc nay mdt cdch thi cong
thi that bat tién. Excel 2003 lai khéng cé sin ham chuyén sd
thanh chit danh cho nhimg ngudi st dung tiéng Vidt. Vi vay
ching ta phédi tu nghi k& thyc hién céng viéc nay mot cach tu
ddng dé vira tiét kiém thoi gian, vita tranh sai sét. Trong tai
chinh “sai mét ly di mot dam” diy cdc ban a! Cach lam nhu
sau:

Buéc 1: Goi ciia sé Microsoft Visual Basic

T& Excel, ban vao Tools\ Macro\ Visual Basic Editor,
hodc cling c6 thé nhidn ALT+F11 dé goi cla s§ Microsoft
Visual Basic (Hinh 6.17)
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B] Sheetl (Shestl) .-
Sheet? (Sheet2) >

Sheetl Worksheet
Alphabetic | Categorized |

[auto_open] <
[SetupFunctionllx] <
[BetuvpFunctionlDx] =
[PickPlatform] <
{PickPlatform] »»

Hinh 6. 17: Cia s6 Microsoft Visual Basic

Bude 2: B6 sung mot module

Tit clta s6 Microsoft Visual Basic ban vao Insert\ Moldule
d€ b8 sung mét module méi. Khi d6, mét cita s§ mdi sé xust
hién cho phép ban viét cac cau 1énh cta ham, xem Hinh 6.18.
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| Microsoft ¥isual Besic  BookZ - fModule3 (Codei)

h 4

Vi€t cdc chn
l&énh vao diiy

................... e [avto_open] <
{SetupFuznctionilx] <
[BetupFunctionllx] »
{PickPlatform] <
{PickPlatform] =

L

Hinh 6. 18: Cila sé soan thdo module

Bude 3: Bé sung thi tuc

Ti clta s& soan thdo module § Hinh 6.18, ban vao Insert\
Procedure d& b8 sung mo6t thd tuc. Khi dé hop theoai Add
Procedure s& xudt hién, ban hdy nhip tén ham vio muc
Name, kich chon Fuction trong muc Type, chon Public trong
muc Scope, (xem Hinh 6.19). Chon zong kich OK.
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Add Procedure

Name: § Doi_so_ra_chu . I oK I
e |
|- sub -
' Function
|  property

..........

[T Al Local variables as Statics

Hinh 6. 19: H¢p thogi b6 siing thi tuc

Buéce 4: Viét cae cdu lénh

Lic nay & viing soan théo cda Visual Basic dd c6 sin hat
dong l1énh, gita hai dong 1énh la con tré dang nhip nhay:
Public Function Doi_so_ra_chu()
End Function
Ban hay thie hign cdc cong viée 14p trinh Visual Basic
nhu dit tén ham, khai bdo bién, viét cdc cdu lénh .., d€ tao ra
ham chuyén s6 thanh chit. Ban ¢6 thé tham kh&o cdc cudn
sdch day lap trinh Visual Basic dé hiéu ré hon vé& ci phép,
thuat todn... déy ban hédy tam c¢béng nhén cdc dong lénh sau
va nhép y trang vao ving soan thdo cia Visual Basic Editor:
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Luu y: D& co thé go duoc tiéng Viét trong vung soan thdo
cta Visual Basic, ban hdy vao Tools\ Options.., réi chon thé
Editor Format ctia hép thoai Options va chon mdt font tiéng
Viét tity ¥, chdng hgn VNI-Times.

Public Function Doi_so_ra_chu(number)

Dim ketQua, soTien, Nhom, Chu, Dich, N1, N2, N3 As String
Dim |, J, N As Byte

Dim Hang, Nghin, Dem

Hang = Array(™, "trdm ", "mugi °, *")
Dem = Array(™, "mdt °, "hai °, "ba ", *bén *, ‘ndm *, “sdu ", "bdy °, "tim ", "chin 7}
Nghin = Array(™, "nghin ty, -, ty. °, "trigu °, "nghin *, *abng °)

If number = ¢ Then
xetQua = "Khéng d8ng °
Else
It Abs{number} >= 1E+15 Then
ketQua = "S8 16n qua ml¢ cho phép I*
Eise
ketQua = ™
If number < 0 Then
ketQua = “Am "
End If

soTien = Format(Abs(number), “##é#édd#H#####0.007) 15 diu #)
soTien = Right{Space(15) & soTien, 18}

Fort=1To5
Nhom = Mid(soTien, | =3 -2, 3)
If Nhom <> Space(3) And Nhom <> "000" Then
Chu ="
N1 = Left(Nhom, 1)
N2 = Mid(Nhom, 2, 1)
N3 = Right{Nhom, 1}
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Hang(3) = Nghin(l}
Ford=1To3
Dich =™
N = Val(Mid{Nhom, J, 1))
If N >0 Then '
Dich = Dem{N)
{# N3 = "1" And N2 > "1~ And J = 3 Then Dich = "rniit *
If N3 = "5" And N2 > "0" And J = 3 Then Dich = "dm *
Dich = Dich & Hang(J)
End if

Select Case J
Case 1 And N1 = "0
Dich = ‘khong trim * 'Nhg gd khodng tring.
Case 2 And N = 1"
Dich = "mufti * 'Nhé gd khoing tring.
Case 3 And ¥ = 0 And Val(Nhom} <> 0
Dich = Hang{J)
Case 2 And N = 0 And Val{N3) > 0 And Len{Chu) > 0
Dich = ‘linh * ‘Nhé gd khodng trdng.
End Select’
Chu = Chu & Dich
Next J
ketQua = ketQua & Chu
End If
Next |
End If
End If
If ketQua = S8 I6n qué mic cho phép I Then
Doi_so_ra_thu = "S8 1dn qui mifc ¢ho phép !
+ Else
Doi_so_ra_chu = UCase(Left(ketQua, 1)) & Mid(ketQua, 2) & "chin.”
End If
End Function
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Luu %:

* Do khd gidy cda cudn sich nay cé han nén mot s6
dong trong doan ma trén tu. déng chuyén thanh hai
ddng. Khi thuc hién ban chi g6 thanh mot dong.
Nhing chir sau ddu nhdy don () chi la l&i giai
thich, khéng dnh hugng gi téi doan m4, ban ¢6 thé
khéng can nhép ching ciing duge.

* Sau céc tif ¢ phdn khai bso méng, céc tir dat trong
ngodc kép, ban nhé gé mét dau cdch vao sau cde tir
d6 rot hay déng ngodc kép, chdng han “mét ”, “hai

", “muoi ”, . néu khong dong chir cia ban xuit ra
s& dinh lién véi nhau khéng c6 khodng cdch giita
céc tir.

Buédc 5: Luu ham

Vac File\ Save hodc nhin CTRL+S dé luu véi tén Ham
doi so ra chu. (Trong myc Save as Type ban nhd chon kiéu file
1a Microsoft Excel Workbook).

Buéde 6: Kiém tra ham

Vao View\ Immediate Window. hosc nhan CTRL+G. Khi
cita s8 Immediate xusdt hién ban hay gp
?Doi_so_ra_chu(530000) ban s& nhén duge két qui “Nam tram
ba muoi nghin chdn”.

Buée 7: Quay lgi bang tinh Excel

Vao Files\ Close and return to Microsoft Excel, hosc
nhdn ALT+Q. Tai day ban c6 thé chay thit ham bing cach
- nhép = Doi_so_ra_chu(530000) vao m{t 6 bat ky rdi nhin
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Enter dé xem két qud. Hodc ban cang cé thé thi bing cach
nhip s6 530000 vao mot &, chéng han 6 Al, sau 46 chuyén tdi
6 A2 va nhdp = Doi_so_ra_chu(Al) ban ciing s& nhan dude két
qud “Ndm trdm ba muoi nghin chdn”. (Xem Hinh 6.20).

gVNI-Times ; s

A2

530000 . F T
INam tdm ba mudi ng_]%ghin,

C D

w s —

Hinh 6. 20: Két qud dbi sé thanh chit

Budc 8: Cho phép ham hoat dong véi mei bang tinh

Ban héy mé tap tin Excel Ham doi so ra chu. Vao File\
‘Save As, trong muc Save as type ban hdy chon Microsoft
Excel-Add-In. Chon xong kich Save.

Tit Excel vao Tools\ Add-Ins.. va kich chon Ham doi so ra
chu trong hop thoai Add-Ins. Chon xong kich OK d€ hoan t4t
cbng vide.

Chiing ta két thic chuong nay tai ddy. Céc ban cdn nim
chic céch ghi, cdch chay va cdch x6a macro. Péng thdi cing
cdn ndm vitmg céch viét mot ham ma Excel khéng c6 & dap
ing cho nhu ciu cdng viée ctia riéng ban. Cin tham khao
thém cdc cuén sdch vé lap trinh Visual Basic d€ ¢6 thém kién
thite ing dung vao viét esc ham do ngudi dung dinh nghia.
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Chuong 7

MINH HOA BANG BIEU D6 VA
SO DO TRONG EXCEL

Vai nét vé biéu dé

Cdc dang biéu dé va muc dich st dung
Chen bidu dé |
Chinh sia biéu dé

Chén so dé

1. VAI NET VE BIEU DO

D& biéu dién cdc s ligu thong ké mot cdch tryc quan, gitp
ching ta dé dang danh gid khéi quat v mot vdn dé nao ddy.
Excel cung cap cho ching ta nhidu dang biéu dé d€ bidu dién
céc con 58 thong ké d6. Truée khi di vao tim hiéu timg dang
bidu 43 cu thé, ching ta hay tim hifu mét s¢ khéi niém vé
biéu d6 va khdi niém c6 lién quan téi viée bifu didn cdc dir
lidu thong k& bing bidu 4.

Y ¥V ¥ Y v
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Bidu do6 1a gi?

Biéu dé (chart) 1a hinh anh biéu dién céc con s0, cac di
lidu, nhim gitp ngudi doc nhanh chong ¢6 duge thong tin khai
quét vé mot van d8 nao d6 thong qua hinh dnh tryc quan chaa

bidu db.

Chéng han bang bdo cdo K&t qua san xuit nim 2003
cGa mot cong ty chuyén sén xuft d8 gb nhu sau: (Hinh 7.1)

A | 8 | ¢ | o | E
1 K&t qud sin xuit niim 2003
2 Bin Ghd | Giudug Tii
3 JQuil 10000| 200000 15000 5000
4 [Cui2 1sco0] 22000 17000 9000{
5 [Qui3 £000] 10000 2000 3000
| 6 |Quid 20000  25000{ 22000 7000

Hinh 7. 1: Bdng két qud sdn xudt nam 2003 |

N&u nhin vao bang két qui sdn xust ¢ Hinh 7.1 thi that
Kkhé c6 thé so sanh duge mic dd sdn xudt cda ting qui. Tuy
nhién néu ta dimg bidu 48 A& bidu dién nhu § Hinh 7.2 dudi
day, thi chung ta dé dang nhén thay mic san xuit khdc nhau

gifta céc qui.
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K&t qua san xufit nim 2003

30000 g

25000 T

o 20000 o
B Gh

2 15000 e

5000 aTi |

0

Quil Qui2 Qui3 Qui4
Qui

Hinh 7. 2: Minh hoa két qud sdn xuét bdng biéu dé

Nhin vao biéu dé trén ta dé dang nhén ra ring mic sin
xuét Qui 3 1a thap nhadt va Qui 4 1a cao nhéit.

Céc thanh phan cda biéu d8

Hinh 7.3 du6i d4y minh hoa céc thanh phén ciia bidu dé:
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Chart |, K&t qua san xudt nim 2003
title
30000
25000 ®gRan |
20000 i
N Bl Gh€
2 15000 -
< 10000 0 Giudng|
T 5000 ; OTa _J
Y title 0 : ' T
Quil Qui2 Qui3d Qui4 Legend
X title [~ Qui
Category label

Hinh 7. 3: Cde thanh phdn cia biéu dé
s Chart tjtle: Tidu dé cia biéu db.

e X title: Tiéu dé truc hoanh.
o Y title: Tiéu dé truc tung.

+  Category label: Nhin di liéu.

+ Legend: . Chi thich.

¢ Data Series: Pudng biéu dién cha biéu db
{khong thé hién trong hinh).

Cac dang biéu 46 chuin trong Excel

Bang dudi day 1a 14 dang biéu dd chuidn c6 trong Excel
Ty vao muc dich cla cong viéec ma lua chon dang biéu d6 cho
- hop ly.
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STT | Tén ting Viet |  Bidu twong & tén
ti€éng Anh
1 Cot sl Colurmn
2 Thanh ngang B Bar
3 DPoan théng lgx Line
4 Hinh bdnh @ Fie
5 Toa d6 52 XY (Scatter)
6 Dién tich b Area
7 Vanh .khuyén @ Doughnut
8 Ra-da iy Radar
9 Bé mst Sinface
10 Bong béng ®5 Bubble
11 | Cé phén lizf Stock
12 | Hinh try @ Cvinder
13 Hinh nén & Cone
14 |Hinh kim ty | 4 Pyramd
thédp

Trong méi dang chudn & bang trén cdn c6 nhitng cach thé
hién khéc nhau cho phu hop véi titng muc dich.
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2. CAC DANG BIEU PO VA MUC PicH SU
DUNG

Biéu 46 dang cot

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types | Custom Types |

@ Fadar

@ Surface
es Bubble -

categories,

Press and Hold ta Yiew Sample }

Eosh |

Hinh 7. 4: Biéu dé dang cét
Biéu d6 dang cot c6 cdc kiéu sau:
* Clustered Column: So sdnh céc gia trj giita céc tiéu chi.
¢ Stacked Column: So sinh phdn déng gép cla timg
gia tri d6i véi téng sob.
»  100% Stacked Coiumn: So sdnh ty 1& % cda tiing gid

tri véi téng s6.
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¢ Clustered Column 3-D: Tuong ty nhuy Clustered
Column nhung ¢6 hiéu tng 3 chidu.

*» Stacked Column 3-D: Tuong tu nhu Stacked Column
nhung ¢6 hiéu ing 3 chidu.

* 100% Stacked Column 3-D: Tuong tu nhu 100%
Stacked Column nhung c¢6 hiéu Gng 3 chiéu.

* 3-D Column: So s4anh cse gia tri gilta cdc tiéu chi va
cdc muc, véi hiéu ing 3 chidu.

Biéu dé dang thanh ngang

Chart Wizard - Step 1 of 4 - Chart Type

Klsterad Bar. Compares veksas across
Eateqories.

Press and Hold to Vew Sarple. |
ot | <omr [ o> | e |
Hinh 7. 5: Biéu d6 dang thanh ngang
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Biéu dé dang thanh cé cdc kiu sau:

¢ Clustered Bar: So sdnh cic gi4 tri gitta cdc tiéu chi.

o Stacked Bar: So sanh phdn déng gép cla ting gid tri
d6i1 vdi tong so.

¢ 100% Stacked Bar: So sdnh ty 18 % cha ting gid tri
vdi téng sd.

e Clustered Bar 3-D: Tuong tu nhu Clustered Bar
nhung c6 hidu dng 3 chiéu.

+ Stacked Bar 3-D: Tuong tu nhu Stacked Bar nhung
c6 hidu ung 3 chiéu. ‘

*» 100% Stacked Bar 3-D: Tuong tu nhu 100% Stacked
Bar nhung cé hidu tng 3 chiéu.

Biéu dé dang doan thing
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Churt Wizard - Step 1 ot 4 - Char? Type

Standrd Types | Custom s

l:ahagarbs.
. Press and Houd to Yiew Sample I
Cangel ‘ N ’ Hext » I Erish J

Hinh 7. 6: Biéu dé6 dang dogn thdng



Biéu dd dang doan thing c6 cde kidu sau:

Line: Thé hién xu huéng phéat trién theo thdi gtan
ho#c theo tidu chi.

Stacked Line: Thé hién xu huéng déng gop cla ting
gia tri theo thoi gian hoac theo tiéu chi.

100% Stacked Line: Thé hién xu huéng tj 1¢ % déng
gOp cua timg gié tri theo thoi gian hoac theo tiéu chi.
Line with makers: Danh dau & ting gia tri.

Stackle line with makers: P4nh d4u & ting gi4 tri.
100% Stackle line with makers: Panh diu & ting
gia tri.

3-D Line: Thé hién bing hiéu dng 3 chidu.

Biéu d6 hinh banh

Standaed Types I Custom Types I
Chart type:

J

MCOLIM‘I -
':Bar
@Une

[;_ =Y (Scatter)
‘ Area

@ Doughnut
1y Radar

@ Surface

®; Bubble ,v_j

Hinh 7. 7:
Biéw dé hinh
bdanh

Bio. B i oo For
ko atotal,

Press and Hold to Yow Sampls |

Cancal l f.%ck ‘M) 1 Wl
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Bi&u d6 hinh banh ¢6 céc kiéu sau:

s Pie: Th& hién phén déng gop cha ting gia tri d6i véi tdng.

+ Pie 3-D: Giong Pie nhung cé hiéu dng 3 chiéu. .

¢ Pie of Pie: Biéu d6 hinh banh véi cac gia tri do ngudi su
dung thigt lap duge trich ra va két hgp vi biu 46 banh
thir 2.

e Exploded Pie: Biéu dé bénh tach, thé hién phin
déng gbp cda cla timg gid tri déi véi tdng va nhén
manh cdc gid tri riéng ré.

+ Exploded Pie 3-D: Gidng Exploded Pie nhung cé
hiéu Ung 3 chiéu.

¢ Bar of Pie: Biéu d6 hinh bédnh vdi cdc gid tri do ngudi
st dung thiét l4p duge trich ra va két hgp véi bidu d6
dang thanh )chf‘)ng nhau (Stacked Bar)

Biéu do dang toa d¢
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Chart Wizard - Step ¥ ol 4 - Chart Iype

B ;
A

AL

e
scaiiscomwasssrias || w0 g
Biéu dé
pressandHodoiewsampe {1} dang toa

Cocel | w2t [ mext> | Ensh | 46




Kigu bigu dé nay thudng duge ding dé so sanh timg cap
gia tri.

Biéu dé dang dién tich

Press and Hold to Yew Sample ’

o det> | pren |

Hinh 7. 9: Biéu dé dang dién tich
Biéu dé dang dién tich 6 cac kiéu sau:

* Area: Thé hién xu hudng phat trién cia cdc gid tri
theo thai gian hodc theo tidu chi.

e Stacked Area: Thé hién xu huéng déng gép cia timg
gia tri theo thadi gian hoie theo tidu chi.

* 100% Stacked Area: Thé hién xu huéng ty 18 % déng
g6p cia ting gi4 tri theo thoi gian hodc theo tidu chi.

247



» Area 3-D: Gidng Area nhung cé hidu dng 3 chiéu.

» Stacked Area 3-D: Giong Stacked Area nhung ¢é hiéu
ting 3 chiéu.

e 100% Stacked Area 3-I): Ging 100% Stacked Area
nhung ¢6 hiéu ing 3 chiéu.

Biéu d6 dang vanh khuyén

Chart Wizard - Step 1 of 4 - Charl Type

Standard Types ‘ Custom Types !

Ghart type: Chart sub-type:
|ad Colurnn !
E Bar

|£ Line

v Pie:

|_ XY (Scaktar)

‘ Area

]
@ Radar
@ Surface
3 Bubble _:'
DoUghTiE. Like & ple chart, but can gonkain
multiple series.
Press and Hold to Yiew Sample |

Cancel % oo !l Next » I l_-‘mish |

Hinh 7. 10: Biéu dé dang vanh khuyén

Biéu d6 dang vanh khuyén c6 cdc kiéu sau:

¢ Doughnut: Gidng biéu d4 hinh bdnh nhung c¢6 thé
biéu dién nhiéu loai tiéu chi khédc nhau cung lac.
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* Exploded Doughnut: Giéng nhu bidu d5 hinh banh
tach nhung c6 thé biéu didn nhidu loai tidu chi khac
nhau cing luic.

Biéu d6 dang ra-da

Chart Wizard - Step 1 of 4 - Chart Type

adar, Displays changes in values refative
o & center paink.

Prass and Hokd ba Yiow Sample |

T Next > Brish |

Hinh 7. 11: Biéu d6 dang ra-da

Biéu d6 dang ra-da ¢6 cc kiu sau:

* Radar: Thé hién nhiing thay d6i vé cic gid tri trong
mdi lién hé véi diém trung tam.

* Radar cé dinh diu § cde diém di lidu.
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e Filled Radar: Bidu 86 ra-da c6 phan dién tich bén
trong duge 14p ddy theo tidu chi, mdi tiéu chi dugc thé
hién bang mot mau.

Biéu dd dang bé mat

Chart Wizard - Step 1 of 4 - Chart Type

Standard Typas l Custom Types ]

Chart type:

nd Cobumn -
E Bar

K}E Line

v ] Pie

|_ ¥ (Scatter)

‘ Area

(] Doughrnt

Radar
& ZECI

" Bubble , LI

3D Surface. Shows trends in vahies
acrass two dimensions in a continuous
;l:urve.

Press and Hold to Yiew Sample |
Carcel IR Hext > Bnish
k Lo | I

Hinh 7. 12: Biéu dé dang bé magt

Biéu d6 dang bé mit ¢6 cdc kidu sau:
s 8-D Surface: Thé hién cdc xu hudng phat trién vé cic
gi4 tri theo hai chiéu trong mot hinh cong lién tuc.
Wireframe 3-D Surface: Gidng nhu 3-D Surface
nhung khéng thé hién mau sic.

Contour: La dang biéu d6 bé mit nhin tu trén cao
xubng. Céc mau thé hién cho pham vi cdc gis tri.
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¢ Wireframe Contour: Gisng nhu Contour nhung
khéng th& hién mau sic.

Biéu dé dang bong béng

Chart Wizard - $tep 1 of 4 - Chart Type

Standard Types | Custom Types |

Bubble. Compares sets of 3 yalues, Like a
scatter chart with the third value displayed
: s the size of the bubbb marker,

Press and Hold to ew Sample |
Cancel ; 'rBaci: ﬂ __u'o;xtnr ] Ei'hh !

Hinh 7. 13: Biéu d6 dang bong béng

Pay la dang biéu d6 két hop dang toa dd va dang dién
tich ¢6 3 gi4 tri, trong d6 gid tri thd 3 qui dinh kich thuge
bong béng cho tuong xing véi tdm quan trong cla gia tri ban
mudn biéu dién. Bidu d4 dang bong béng ¢6 cdce kidu sau:

¢ Bubble: So sinh mét tap hop 3 gid tri. Gidng nhu
mot bi€u dé dang toa 46 c6 gia tri tht 3 duge thé
hién 1a kich thuéc cda khu vue ndi bong béng.
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* Bubble 3-D: Giong Bubble nhung ¢6 hiéu ing 3 chiéu.

Bi€u d6 dang ¢8 phan

Chart Wizard.- Step 1 of 4 - Chart Type

Stendard Types | Custom Types |

Chart type: Chart sub-typa:

|- XY {Scatter) H | }},Pi' Q*ﬁ‘q

‘ frea

[ Doughnut | t
iy Radar

|
e Surface
®3 Bubble
[;i Stock

. Cylinder

‘ Cone

‘ Pyramid -

Hich{ow-Ciose. Requires tivres series of
walhes In this order,

Fress and Hold to Yiew Sample ]

cacel | . T news | Esh I
Hinh 7. 14: Biéu dé dang 8 phdn

Biéu d6 dang c§ phan duoc dung dé theo dsi didn bién cla
thi trudng ching khodn. Vang dit lidu ciia bidu dd nay dude tao
theo thi tu: gid cao nhdt (high price), gid thap nhét (low
price), gid dong cia (closing price) va st dung ngay hodc tén
c6 phan dé lam cdc nhéan tidu chi. Bidu dé dang ¢6 phan ¢6 cac
kiéu sau:

* High-Low-Clese: Kiéu nay cin phai cung cap 3 dir libu
theo thit tu Gid cao nhét — Gid thép nhét — Gid déng cita,
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* Open-High-Low-Close: Kidu nay cin phéi cung cdp
4 du liéu theo thit tu Gid mé cita - Gid cao nhét — Gig
thdp nhét - Gid déng cia.

¢ Volume-High-Low-Close: Kidu nay cin phai cung
cdp 4 dif lidu theo th tu Téng sé giao dich - Gid cao
nhét - Giag thép nhét - Gidg dong cua.

* Volume-Open-High-Low-Close: Kigu nay can phai
cung cdp 5 dif lidu theo thd tu Téng s6 giao dich - Gid
md cia - Gid cao nhdt — Gid thép nhét — Gid déng cia.

Biéu dé dang hinh tru

Chart Wizard - Step 1 of 4 - Chart Type

Standaxd Types | Custom Types ]
Chart typs:

?Cﬂ-l'm Mﬁ& crindrical shaps,

]

ress and rold to Yiew Sample |

Gmed '.:i\'ﬁafj\ § Next» Finish ,

Hinh 7. 15: Biéu dé dang hinh tru
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Biéu do

dang hinh

non

Hinh 7. 16:
Bidu dé dang

hinh non

Biéu d6
hinh kim
tu thap

Hinh 7. 17:
Bidu d6 kim
ti thap
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Chart Wizard - Step 1 of 4 - Chart Type

standard Types ‘ Custom Types l

chart bype:
\' %Y (Scatter)

concel | ree [ meas | mosh i

Chart ¥iizard Step 1 of 4 - Chart I'ype

li;i Stack
. Cylinder
‘ Cone

Press and Hold to Yiew Sample |

Cancel I Sty I_uextTl Einish _il




Ba dang biéu dé hinh tru, hinh nén, hinh kim tg
thap, xét v& mit ban chit thuc ra chéng khac gi cde dang .
bidu d3 hinh c¢6t va hinh thanh. Chi c6 diéu khac 1& hinh thic
cia né nhin “b3t mat” hon.

3. CACH CHEN BIEU B0

Phén nay s& huéng din cdc ban thuc hién chén mdt biéu
do vao bang tinh Excel nhu é Hinh 7.2. Pé chén duge mot
biéu dd thi ban cin phai tao ra mdt vung dir liéu dé biéu dién
ching. Ban hiy vin dung cac ki&n thic dd hoc dé tao ra mot
viing dit liéu K&t qua san xuit nidm 2003 nhu & Hinh 7.1.
Céc buée chén bidu dé duge tién hanh nhu sau:

1. Chon ving dir lidu cidn biéu dién bing biéu dé (nhd
chon ci tidu dé cot va tidu dé dong). Trong vi du cha
ching ta la viilng A2:E6. (Xem Hinh 7.18)

Hinh 7. 18: Chon vung da liéu

2. Vao trinh don Insert\ Chart.. (ho3c kich chuét vao
biéu tugng chart 1§ trén thanh edng cu chuin). Hop
thoai Chart Wizard - Step 1 of 4 - Chart Type
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(Hinh 7.19) xuat hién.

Chart Wizard - Siep 1 of 4 - Chart Type

Standard Types I Custom Types ¥

L ®¥ (Scatter)
‘ Area

77 Coughnut
iy Radar
Surface

" Bubble

Cancel I < Bk, IM” -’:;_ Fiish ]

Hinh 7. 19: Hop thoai Chart Wizard — Step 1 of 4 — Chart
Type

3. Trong hép thoai Chart Wizard — Step 1 of 4 — Chart
Type, kich chon ki€u Column trong muc Chart Type,
roi sau d6 chon kiéu Clustered Column trong muc
Chart sub-type. Chon xong nhin ndt Next va hép
thoai Chart Wizard — Step 2 of 4 — Chart Source Data
xudt hién (Hinh 7.20).
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Chart Wi

s .

T

Bl
g

Serlas in;

Hinh 7. 20: Hop thogi Chart Wizard — Step 2 of 4 — Chart
Source Data

4. Trong myc Data range cta hdp thoai Chart Wizard
— Step 2 of 4 — Chart Source Data ban thay c6 dia
chi clia vimg dit lit(u ma ban dd chon Iic diu
$A$2:$E$6 (thuc ra dén luc nay ban mdi nhap dia chi
cia vung di lidu ciing khéng sao). Trong muc Series
in ban kich chon Rows rdi nhan nit Next. Hép thoai
Chart Wizard - Step 3 of 4 - Chart Options xuat
hién (Hinh 7.21).
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‘] Axes lmlmlmmlmml

Chart ¥izard  Sle P fotd |||111 Ot

Chart title:
N
wl_ L

. SecorebeAtegory () axis:

Hinh 7. 21: Hép thoai Chart Wizard — Step 3 of 4 — Chart

Options

5. Kich chon thanh Title cia hdp theai Chart Wizard -

258

Step 3 of 4 — Chart Options. Trong muc Chart title
ban go K&t qud sdn xuft nam 2003, trong muc
Category (X) axis ban g6 Qui, trong muc Value (Y) axis
ban g Chiéc (néu trong nhilng muc nay khong hién
thi tiéng Viét thi ban ciing dimg ban tam). Khi gé
xong nhé&t nit Next. Khi d6 h{p thoai Chart Wizard —
Step 4 of 4 — Chart Location xudt hién (Hinh 7.22).



Hinh 7. 22: Hép thoai Chart Wizard — Step 4 of 4 - Chart
' Location

6. Trong hép thoai Chart Wizard — Step 4 of 4 -
Chart Location, ban chon dfu kiém & muc As object
in va chon Sheetl. N&u muén chen bidu d3 sang bang
tinh (Sheet) khéc thi kich vao mii tén rdj chon bédng
tinh d€ cheén. Néu muén tao bidu dé nhuy mbt bdng
tinh méi thi kich chon d4u kiém & muc As new sheet

- va diit tén cho né (mac dinh 1a Chartl). Sau d6 nhén
nit Finish d€ k&t thue.

Keét qué ban s& c6 duge mot bidu dé nhu & Hinh 7.2,

4. CHINH SUA BIEU DO

Ciing c6 khi mét bidu dé duge ban tao ra réi, nhung vi
Gt 1y do ndo d6 ban van chua ung y. Thay vi phéi 1am lai né
U ddu, Excel cho phép ban chinh sita bidu d3 cho vira y.

Muén chinh sta & d6i tugng nao thi chi viée kich ddp
hudt vao d6i tugng d6 4€ chinh sia.
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C6 th& chinh sa rat nhidu d6i tugng trong biéu d6. Xong
& day chi xin trinh bay viéc chinh sifa phén chi thich & biéu
dd & Hinh 7.2 d& 1am vi du, con ddi v6i cac d6i tugng khac ban
cling lam tuong tu.

0 day ching ta s& sita phén cha thich, tit ¢6 khung bao
quanh thanh khéng c¢6 khung, ti font VNI-Times sang font
VNIJ-Present, va chuyén chu thich tif bén phai sang bén trai.

1. Kich didp chudt vao d6i tugng cha thich (legend), khi
d6 hop thoai Format legend s& xuit hién.

2. Kich chen thanh Patterns, trong muc Border kich
chon None. Xem Hinh 7.23.

Format Legend

Hinh 7. 23: Khéng chon khung cho chi thich
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- Kich chon thanh Font rdi chon font VNI _Present.
Xem Hinh 7.24.

This 5.8 TrusType Font.. Yhe same font wit b sed orfboth ok irntey arnd
" YOUr Screen, . Tt : :

Hinh 7. 24: Chon font chit cho chii thich

- Kich chen thanh Placement rdi chon Left d& chuyén
chd thich tif bén phai sang bén trai. Xem Hinh 7.25.
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o ] _ coes |

Hinh 7. 25: Chon Left dé chuyén chu thich ti phdi sang trdi
5. Kich OK. Ta s& duge bidu d6 nhu & Hinh 7.26 dudi day

—

K&t qua sin xudt nim 2003

30000
HBan 25000
B e 8 20000 Hinh 7. 26:
. = 15000 Biéu dé o
D aludng U 10000 H’inh 7.2
DT 5000 sau khi dé
0 stia

Quf 1 Qui2 Qui3 Qui4
Qui
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Luu :

o Muén di chuyén déi twgng néo thi nhén giz chuét
réi kéo d6i tugng dé tha vao vi trf minh muén.

* Muén thay d6i kich thuéc d6i tugng, hay kich
chon né roi ré trd chudt vao cdc hinh vubng nhé
xung quanh déi tuong, khi tré chuét bién thanh
mii tén hai ddu ban cé thé kéo dé didu chinh
kich thude.

5. CHEN SO DO VAO BANG TiNH

Excel 2003 cho phép ban chén cdc so dd vao trong bing
tinh d€ mé t4 v& méi quan hé giita céc d6i tugng mot céch truc
quan.

Ciu tao cia sd dd

Hinh 7.27 dudi dﬁ.y thé hién cfu tao cla mét so dé

Yy

._

OO

Z
kA
KA
A
FA
kA
FA
s
7z
KA
7
s
b4
7
s
b
/
7
pt!

\\Lv

o AN VI

Hinh 7. 27: Cd'u tao cia so dé
1. So d6 (kiéu xoay tron — Radial)

R
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2. Thanh céng cu cia so 48
3. Céc nut didu chinh kich thuéc
4. Pudng vién bao quanh so dé (khi in ra sé khéng c6)

Cac kiéu so dd

Excel 2003 cung cip cho ban 6 kiéu so dd (xem Hinh 7.28)

Diagram Gallery
Select a diagram type:

Hinh 7. 28: Cdc kiéu sa dé trong Excel

Kiéu 50 dé t8 chite (Organization): Dung d€ mé ti mai
quan h@ cép trén cdp dudi.

Kiéu vong tron (Cycle): Ding dé md td mot tién trinh
mang tinh tudn hoan lién tuc.

Kiéu xoay tron (Radial): Ding dé mb t4 cfc méi quan
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hé v6i mét nhan t6 & tam.

Kiéu kim ty thiap (Pyramid): Ding d€ mé t& cdc méi
quan hé tir thap 1én cao.

Kiéu chéng 14n (Venn): Ding dé mé t4 cdc khu vue
chéng 14n giita cdc déi tugng.

Kiéu muc tiéu (Target): Ding d€ mé td cc bude thue
hién tién tdi muc tidu.

Chén so d6 vao bang tinh

Dudgi ddy sé trinh bay v6i céc ban cach chén mot so dd t8
chic nhu & Hinh 7.29 vao mét bang tinh.

Pl HigHI !

H
{1

Hinh 7. 29: Mot vi du vé so dé t6 chile

1. M6 bang tinh mudn chén so do.
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2. Tit thue don Insert, kich chon Diagram.... (Hoac kich

vao biéu tugng s - trén thanh coéng cu vé hinh nam &
d4y man hinh.)

3. Chon so d6 kidu t8 chic & trong hop thoai Diagram
Galerry. Chon xong kich OK. Ban s& nhén duge mdot
so dé nhu ¢ Hinh 7.30 duéi day.

frganizatinn Chart

S G ”“aﬁim‘iﬁ il i?’LBiI (R

Hinh 7. 80: So d6 khi chua nht,‘lp ede chite danh

4. Kich vao cac hop d€ nhap chi, ching han: hjp trén
cung ban nhap Giam dé&c, hop th 2 nhap Phong té
chic, hop tht 3 nhap Phong vit tu, hop tha 4 nhép
Phong tai vu. K&t qui ban nhén duge mét s¢ dé6 nhu
& Hinh 7.31. '
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Chart

i s r : gl i g
Hinh 7. 31: So dé sau khi nhép cdc chite danh

5. Bay gig dé chén thém mot 6 Phé gidm dée, ban hay
kich chudt vao 6 gidm déc, sau d6 kich chudt vao mai
tén bén phédi ¢hir Insert Shape va chon Assistant.
Xem Hinh 7.32.

Urga_ruizatian__l__"_hart

Subordinate
1L Coworker

)

Hinh 7. 32: Cdch b6 sung thém mét 6 vao so dé
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6. Nhip chit Phé gidam dée vio 6 méi tao tham. K&t qué
ban thu duge mét so¢ dé nhu & Hinh 7.29 trén day.

Nhu vay ching ta vita hoe xong edch chen bidu 8 va sg
d6 vao trong mét bang tinh d€ 1am cho bang tinh sinh déng
hon. Ngoai ra Excel ¢dn cho phép ban chén thém csc hinh
anh va cdc d6i tugng khac vao béng tinh. Xong do khuén khé
cudn sach nay khéng cho phép trinh bay h&t moi van dé. Cac
ban hay dya vao kién thic trong chuong nay d€ van dung thue
hanh viée chén mét hinh anh, coi d6 nhu la mét bai tdp tu
nghién ctu vé Excel. Bay gis chung ta chuyén sang Chuong 8:
Quaén tri dit lidu biing Excel.
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Chuong 8

QUAN TRI CO SO DU LIEV
BANG EXCEL

Viée quan trj co s6 dit 1iéu (CSDL) bing Excel tuy khéng
duge manh bing cde chugng trinh quén tri CSDL chuyén dung
khdc, chdng han nhu Access hay SQL, nhung né ciing dap
Ung dudc céc yéu cdu clia ban néu dit lidu cla ban khéng qua
16n. Excel cho phép ching ta loc (filter), rit trich (extract), x6a
{(delete) dir lidu.

Nhu ching ta da biét, kich thude caa mjt bdng tinh Excel
duge gidi han trong 65536 ddng va 256 cot. Tuy nhién, trén
thye t&€ lam viée, Excel chi lam viéc sudn s8 khi CSDL ¢6 it
hon 1000 dong. Néu st dung nhitng mdy tinh cé ¢du hinh cao
thi Excel ¢6 thé lam viée t&t hon. Chuong nay sé dé cap t6i
cdc cha dé chinh sau day:

» Mot s6 khdi niém lién quan dén CSDL
» Cdc phuong phdp rit trich dit lieu

» Sdp x8p dit lidu

» Tim kiém va thay thé
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1. MOT SO KHAI NIEM LIEN QUAN DEN
GSDL

Truée hét chiang ta hay di lam quen véi mot s khdi niém
¢6 lidn quan dén CSDL gitp ching ta thye hién cac thao téc
noéi trén. -

Viung co sé di liéu (Database)

Mot ving CSDL bao gdém cédc hang (t8i thiéu phai c6 2
hang) va cdc cdt. Hang dau tién trong ving CSDL chda céc
tén trudng (Field Name), cdc dong cdn lai chia cdc ban ghi
{Record) cda vang CSDL.

Ving tiéu chudn (Criteria)

Ving tiéu chuéin, hay ving diéu kién, phai gém it nhét 2
dong trd 1én: dong ddu tién chda tén trudng (Field Name) —
chinh 1a tidu dé cdt, chc dong con lai chia cde tiéu chudn phuc
vu cho viée tim kiém, lgc, rit trich hodc xéa dit liéu.

Ving rit trich (Extract)

Ving rit trich 1a vang chda cdc dit lidu duge rit trich ra
tir CSDL. Céc dit lidu nay théa maén cédc tiéu chudn dua ra
trong ving tiéu chudn. Dong d4du tién clia vung nay chia cdc
tén truong (Field Name) cén rit trich.
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2. CAC PHUONG PHAP RUT TRICH DU
LIEU

Gia s ta ¢6 mot bang théng bso KET QUA THI PAI
HOC KHOI D NAM 2003 nhu sau: (Hinh 8.1). Ban hdy sk
dung kién thdc & Chuong 2 dé trinh bay mét bang nhu Hinh
8.1.

Al B |c| b |ElF]G6 | H |
1 RET QUA THI BAI HOC RHSI DNAM 2003
2 [sTT Ho vi Tén Uutitn|  Bidm Ohi chif

3 Ho Tén Todn | Vin |[NNg&

411 |BliHudng |Giang| I i 3 6 Trrgt

51 2 |Hoing Trong [Nbdn 111 5 <] 3 Trdt

& | 3 |Kidu Nguyét [Nga i 6 7 8 B4

7| 4 |NguydnXuin |HA 11t 5 ? 5 Tnrgt

84 5 |PramNgoc  |&nb II 9 | 6 | 8 BJ
9] 6 [Tdn Thdy e 25 _

Hinh 8. 1: Bdng két qud thi dai hoc kh6i D nam 2003

Rut trich tu dong (Autofilter)

Bay gi ta cdn rut ra mot danh sdch cdc thi sinh c6 ché
a6 Uu tién I. C4ch 1am cy thé nhu sau:

1. Chon ving chia dif Lidu ¢6 tiéu chuén cén rut trich. G
day ta chon trudng (cft) Un tién (D3:D9).

2. Vao trinh don Data\ Filter\ AutoFilter.
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3. Khi nit mii tén xuat hign & cot Uu tién, hay kich vao
niit miii tén d6 va chon gid tri I trong menu s§ xudng.
(Xem Hinh 8.2).

A | B I c I £ l F l G \ - l
1 ~ RET QUA THI BAI HOC KHSI D NAM 2003 ;
Ho va Tén Uu tién Biém Ghrchd
Ho |Ten <|Todn | Van [NNg#
Bii Huong |30t Ascending i 3 6 Trugt
Scrt Descending
Hoing Trong 5 s] 3 Trrgt
Eidu Ngirye] (Al 6 7 2 B3
(Top 10...)
Nguyén Xudi (coctom .. 5 2 5 Trrgt
Pham Ngoc h 9 6 8 B
Trin Trong gl > é 25 )]

Hinh 8. 2: Chon uu tién I

Két qué ta thu dugc mat danh sach nhiing thi sinh ¢6 ché&
dé uvu tién I nhu sau: (Hinh 8. 3)

Al B [ c R H ]
1  RETQUATH E)A HOC RHOI DNAM 2003
STT Ho va Tén Lu tién Biém Ghi ctf
Ho Tén w{Todn | Vin NNzl
1 |BdiHudng Giang o 3 & Tt
6 [Tdo Trong Thiy PANL O 6 25 B3

Hinh 8. 3: Cdc thi sinh uu tién I duoc rit trich
Luwu %:

1. Muén hién thi lgi tat cd cdc bdn ghi, hay vao trink
don Data\ Filter\ Show All.
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2. Dé b6 rut trich, vao Data\ Filter\ AutoFilter them
mét ldn naa. *

Rit trich ning cao (Advance Filter)
D€ thyc hign duge phuong phép nay, ta phdi tao truée
vung tidu chudn va phai chi thi CSDL cin thuc hién rit trich.

Gié st d€ rat trich cdc thi sinh thi D& trong danh sé4ch
rén thi ta phai ti€n hanh c4e bude sau:

1. Tao viing tiéu chuéin: Kich chudt vao 6 H11 va gd chiy
Ghi chi, nhén Enter réi g& P& vao 4 H12.

2. Quét chon khéi dit liéu cdn rit trich $AS$3:$H$9.

3. Vao trinh don Data\ Filter\ Advance Filter. Hop
thoai Advance Filter s& xudt hién. (Hinh)

Lopy tor - [ B R

Hinh 8. 4: Hop thoai Advanced Filter
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4. Trong muc Action ca hdp thoai Advance Filter,
nhépschon Filter the list, in-place (xem Hinh 8.4)
d€ dit liéu duge rit trich sa hién thj tai ving nay. Néu
mudn dit lidu duge rat trich hién thi & vi tri khac, thi
kich chon Copy to another location.

5. Hay nhép ving CSDL cin rgt trich $A$3:8H$9 vao
muc List range. (Xem Hinh 8.4)

6. Nhidp ving tidu chugn $SHS11:$H$12 vao muc
Criteria range. (Xem Hinh 8.4)

7. Nhan OK dé€ thyc hién rat trich, Ta duge danh sich
nhy & Hinh 8.5:

KET QUA TH BATHOC KHOI D NAM
2 Ho vi Tén Bidm
ISTT I

Hinh 8. 5: Danh sdch cge thi sinh dé

Luu §: Khi kich chon hép kiém Unique records only,
néu ¢6 nhidu hon mét ban ghi tring nhau sé chi xust hién
mét bdn ghi ma théi.
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Xo6a vung di liéu dudc rat trich

Excel cho phép xda cée di lidu di duge rit trich theo mét
tidu chudn nao dé. Gid sl chiing ta sé& xda tit cid nhimg thi
sinh thi P& ma ta vita nit trich trén day. Céch lam cy thé nhu
sau:

1. Thuc hién rat trich dit liéu theo tiéu chuén (cach tién
hanh nhu 43 trinh bay & trén).

2. Chon cdc ban ghi cén Ixéa trong viung di liéu viva duge
riit trich. (Nhé d€ lai dong tén trudng).

3. Kich phdi chudt vac viing vita chon, khi ¢6 mdt hép
thoai ndi 1én, thi chon Delete Row. Khi mdt hop
thoai khéc xudt hién, hiy kich OK dé& xéa.

4. Vao trinh don Pata\ Filter\ Show All d€ hién thi
c4c dif lidu con lai, cdc thi sinh d4 da bi xéa khéi danh

sdach (xem Hinh 8.6).
Al 5 Jc[olelrla] =

1 KET QUA THI BAl HOC KHSI DNAM 2003

2 Ho vi Tén Biém

3 I8TT [Ho Tén_|Uu tién|Todn | Van [NNgw| Ghichy
4} 1 [BliHwsng |[Giang| I 1 3 6 Tt
5| 2 |[Hoing Trong [Nbdn [ 1IN 5 | 6 3 Trogt
61 4 |Nguydn Xuin (HA I 5 2 5 Tongt

Hinh 8. 6: Danh sdch sau da x6a cde thi sinh dé
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3. SAP XEP DU LIEU TRONG EXCEL

Excel cho phép ban sép x&p dit lidu trong bang tinh theo tha
tu ting hodc gidm dén. DE tién hanh sip x&p ban lam nhu sau:

1. Chon cit, ddng hoic viing muén sip xé&p.

2. Vao trinh don Data\ Sort
Warning xuét hién. (Hinh 8.7)

Sort Warning | EI

Microsoft Excel Found data next ko your selection,

Since you have not selected this data, it will not be
sorbed,

What do you want to do?

£ Expand the selection;
¢ Continue with the current sefaction

| gort.. |  cancer |

Hinh 8. 7: Hép thoai Sort Warning

., hop thoai Sort

3. Trong muc What do you want to do? Cua hop thoai

Sort Warning ban ¢6 thé kich chon mét trong hai
trudng hdp réi nhan Sort....

¢+ Chon Expand the selection dé md rong khéi chon
tdi tat ca cde dong c6 dif liéu trong khdi. DPéng thai
khi dir liéu trong khéi chon duge sdp xé&p thi di lidu

tuong Gng khong trong ving chen cling di chuyén
theo.

e Chon Continue with the current selection dé
chi sdp xép trong khéi da chon ma théi, khi 46 dir
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liéu tuong dng khéng trong ving chon s& khéng di
chuyén theo dir lidu duge sép x&p.

Vi du:

Ta c6 mét danh sdch thi sinh chua sdp x&p cot Tén theo
van ABC nhu sau: (Hinh 8.8).

E

Qué quan |

— 1 g‘lq{l 983 ......................................
17/5/1982| T4y Nink

LA 16/5/1983 |Long An |
4 Nguyén Xuin HA 30/7/1583 | An Giang
5 !Pham Ngoc Anb 112/1/1982 Bdng Thdp
6 “I'dn Trong  Tbiy {23484 883 HCM

®iajon|w]|aiu e

Hinh 8. 8: Dgnh sdch thi sinh chita sdp xép tén theo ABC

Sau khi sip x&p tén céc thi sinh theo véan va ¢6 chon Expand
the selection ta sé dugc mot danh sich nhu sau: (Hinh 8.9).

1'6E}k?5§§"”'::"'
30/7/1983 | An Giang
B116/5/1983 Long An
17/5/1982 Tdy Ninb

23/8/1983 HCM

Hinh 8. 9: Danh sdch sau khi sdp xép va cé chon Expand the
selection
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Néu d€ ¥ ban s& thdy dir lidu & csc ¢4t STT, Ho Pér
Ngay sinh va Qué quin déu g chuyén theo dir litu tuor
ing & cot Tén.

Néu sdp x&p tén thi
Continue with the curren
sdch nhu sau: (Hinh 8.10).

sinh theo vidn ABC va chg
t selection thi ta sa duge dan

Hinh 8. 10: Danh sdch sau khi sdp xép va ¢d chon Continue
with the current selection
Nhin vao danh ssch trén ta thay chi cé dit ligu & cdt Tén
duge sdp x&p, con dit lidu & che cot khée van khéng thay dé;
khién cho danh sich trén bi sai. Ching han thi sinh Buj
Huong Giang trg thanh Bag Huong Anh.

4. Khi hop thoai Sort xust hién (Hinh 8.1

1), hdy lua chon
¢dc tidu chuin sip xép.
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Sork by

[EE—] ©

Then by
€ Descending
Then by
l ~] % Ascending
{* Descending
My list has

(¥ Header row ™ No header row

opons.. | [ ok ] cancel |

Hinh 8 11: Hép thoai Sort

» Trong muc Sort by hiy bam vao mii tén chi
xudng dé chon cdt lam tidu chudn sip xép. Chon
Ascending néu mudén sip xép ting dan, chon
Descending néu muén sép xép giam dan.

e Trong muc Then by hiy bim vio mii tén chi
xubng dé chen cdt 1am tidu chudn sip x&p phu. Néu
trong Sort by c6 nhiéu hang gidng nhau thi s& sip
x8p theo tidu chudn phy & Then by. Chon
Ascending néu muén sip xép ting dén, chon
Descending néu mudn sip xép gidm dan.

o Trong muc My list has hidy nhidp chon Header
row néu khdi chon cé dong tiéu dé d€ khi sdp x&p
s& bd qua dong nay, chon No header row néu
kh&i chon khong c6 dong tiéu dé.

5. Kich OK d& sép xé&p.

279



4. TiM KIEM VA THAY THE

Néu CSDL ciia ban tuong déi 16n, viée tim kifm mat ban
ghi bing mit thuing gap nhidu khé khan, Dimng lo, Excel s&
glip ban lam viéc nay. Hon nita Excel con cho phép ban thay
thé dir liéu tim duge bling dit liéu khdc néy ban muén.

Tim kiém
Muén tim ki€m trong Excel ban lam nhu sau:

1. Vao trinh don Edit\ Find.. (Hinh 8.12). Hodc ban
cing cé thé nhdn t§ hgp phim CTRL+F d& goi hap
thoai Find and Replace (tim kiém va thay thé)

CartUndo  This?

Cut Chrb+s

g om e
A 1|0 paste ey
- Pasts Special.. hoC
........... iE B vl
Sulll. I , ligx
: A pelete...

ﬁ Eind... Ctri+F

l
2
3
4 {1t 8 links..,
5
6

T T Y

DO [ ion [m b [ |pg | we

Tdn Tong [ToUy |

Hinh 8. 12: Cdch goi hép thogi tim kidm vg thay thé
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2. Khi hop thoai Find and Replace (Hinh 8.13) xu#t
hién, hdy nhép dit liéu c4n tim viao muc Find what.
Gid s ta di tim thi sinh c6 tén 1a Ha, hiy nhép tu Ha
vao muc Find what. Tiéng Viét khéng hién thi duge
trong hép thoai nay, ban dimg ban tdm vi diéu dé.

¥ind and Replace

Fd |Regoce] L

\Opl;jons>>|
ram [ (oot | _com |

Hinh 8. 13: Hép thogi Find and Replace

Ban ciing ¢6 thé badm vao mit Options >> trén hop thoai
Find and Replace d€ lya chon thu hep pham vi tim ki€m.

3. Kich vao Find All dé bit ddu tim kiém. Khi tim thay
Excel sé& bdo cho ta biét dia chi cda 6 dif liéu vira tim
duge, ddng thai trd chudt cling di chuyén vé 6 d6. (Xem
Hinh 8.14).
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Hinh 8. 14: Excel théng bdo tim thdy chi Ha 6 6 8C$7 va
chuyén tré chugt vé 6 dé

4. Néu mudn tim ti€p thi kich vao nit Find Next.
Thay thé&

By gi¢ ta s& thay thé& ti Ha vita tim duge bing tir
Hoang. Cé4ch lam nhy sau:

1. Nhip chon thé Replace trén hop thoai Find and
Replace.

2. Nhép chirt Hoang vao myuc Replace with. (Xemn Hinh
8.15).
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Find and Replace

Fing Reglace l

- Fpdwhat,  |Haw
R@hcewth IHoaﬁng

=~
~]
. : o Op{mswl
aeey | e | e |[Bimer] e |

Shest | Name | Cel | Value [ Formua ' i
yD2.xls Sheetl $C47 Hag
1 cal{s) Found

Pz

Hinh 8. 15: Nhdp chiz Hoang vao muc Replace with dé thay
cho chi Ha

3. Kich vao nit Replace dé thay thé& ting chit mot, néu
' mufn thay thé toan bd nhitng chix Ha duge tim thay
thi kich nit Replace All

K&t qua ta c6 mot danh sach méi v6i chil Ha dugc thay
biing chit Hoang. (Xem Hinh 8.16).
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CH Hoing
A B ¢ b | E
1 DANH SACH THI SINH
2 STT Hqo Bém Tén [Ngiysinhj Qué quzn |
3 1 BliHuong  |Giang |19/7/1983 [HCM
4 2 Hoing Tong iNbino |17/5/19872 Ty Niab
3 Kidu Nguyét |Nga |16/9/1983 Long An
4 Nguy€n Xuin [Hodng] 30/7/1583 |An Giang
5  |PhiamNgoc  [Anb [12/1/1982[Bdng Thip
5

Hinh 8. 16: Chiz Ha da duge thay bdng chi Hoang

Ching ta vita nghién ctu xong cach qudn tri CSDL trong
Excel 2003."Pay 1a mét tinh ning rat hay dugc st dung, tuy
nhién dé khai thdc duge h&t moi kh4 nang cua tinh n&ng nay
thi ching ta cin phai c6 nhidu nd lyc hon nita. Trong chuong
nay ban cin ndm chéc cich phan tich va t§ chde di liéu sao
cho khoa hoc, nim chic céc phuong phdp rit trich,
cing nhu cdch tim kiém va thay thé di lisu. Bay git ching ta

chuyé&n sang Chuong 9 néi vé in én trong Excel.
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Chuong 9

IN AN TRONG EXCEL

In dn trong Excel ciing kha phitc tap, vi viy ching tbi
danh tron chuong ndy dé€ néi vé cac van dé lién quan téi in
&n. Muc dich nh3m gitip c4c ban thudn thuc cdc thao tic dé in
ra duge nhitng tai liéu nhu mong muén, déng thdi ¢6 duge kidn
thic d€ xir 1y cde truc tréc khi in. Chuong nay s& dé cap téi
cdc vaAn dé sau day:

»

¥ V VYV ¥

Cai dat may in

Nhiing vige cGn lam trude khi in

Thiét lgp cdc tiry chon in

Ddy nhanh téc dé in bdng tinh

Mgt s6 truc trge khi in 6n va cdch gidi quyét

1. CAl BAT MAY IN

Cai dat mot may in mdéi

1. Vao menu Start cia Windows, chon Settings, sau d6
chon Printers (V4i Windows XP, vao Start, chon
Printer and faxes).
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2. Kich dip vao biéu tuong Add Printer.

3. Lam theo nhiing chi din cGa Add Printer Wizard:

Kich nit Next trén hép thoai Add Printer
Wizard. Mot hop thoai méi xuat hién.

Chon Loecal printer néu dung mdy in 46 cuc bd,
chon Network printer néu ding mdy in d6 cho
mang. Chon xong kich nit Next. Mot hép thoai
khéc¢ xudt hién.

Trong muc Manufactorers, chon nha san xuat
may in ¢da ban. Trong mue Printers, chon loai
méy in cia ban. Chon xong thi kich Next. Mt
hop thoai khac lai xust hién.

' Trong muc Available ports, kich chon céng cho

may in. Chon xong kich Next. Mét hgp thoai
mdi xudt hién.

May héi ban ¢6 mudn thiét l4p may in vita cai 1a
mdy in mic dinh hay khong? Kich Yes néu déng
¥, kich No néu khéng déng §. Chon xong kich
Next. Mot hop thoai méi xust hisn.

Mdy héi ban c6 muén in thi mét trang hay
khéng? Néu muén thi chon Yes (nén lam),
khéng muén thi chon No.

Lvu y: Néu mubn in thg thi ban phdi néi mdy in vao
dung céng da thiét ldp, bdt mdy in va cho gidy vao thi moi

in duoe.
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Meo: Néu muén si dung mét mdy in dung chung cho
ing, bagn cé thé kich duip vao bidu tuong Network
ighborhood & trén man hinh desktop cia mdy ban dé cai
t mdy in dé. Kich dip vao mdy tinh duoc néi vdi mdy in
ng chung dé. Sau dé kich chon bidu tugng mdy in dung
ung réi kich Install & menu File.

ai djt may in mac dinh

Didu nay chi .cn thiét khi ban cai nhiéu hon mdt may in
0 may tinh cia ban. Céch lam cy thé nhu sau:

1. Viao menu Start cia Windows, chon Settings, sau dé
chon Printers. (V4i Windows XP, vao Start, chon
Printer and faxes).

9. Kich phai chudt, vao biéu tugng mdy in ban mudn thiét
lap 12 méy in mac dinh, sau dé6 kich Set As Default
thuc don tét ndi lén.

Luwu §: Néu c6 ddu chon v bén canh cdu lénh Set As
default hodc & frén bidu tugng cila mdy in , tie la mdy in do
.&dmdwldmdymm:;cd;nh

. NHUNG VIEC CAN LAM TRUGC KHI IN

Truée khi in ban cdn xem truée hinh thi bdng tinh xem
hi in ra né sé nhu thé nao. Microsoft Excel cung ¢&p nhiéu
hi&t 14p tuy chon cho phép ban diéu chinh trang in cho phu
10p vdi nhu cdu cla ban.
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Xem bang tinh sé in

Microsoft Excel cung cdp ba cdch xem va didu chinh bang

tinh.

* Normal view: Diy la ch€ d6 mic dinh. Ch€ d5 nay
pht hop dé xem va 1am viéc trén man hinh.

¢ Print preview: Cho ban thdy trang khi in ra sé& nhu
thé nao va ban c6 thé d& dang diéu chinh cdc ¢t va
céc 18

e Page break preview:

Cho ban thiy dir liéu nao

nim & trang nio va cho phép ban didu chinh khu vue
in va cdc ngdt trang mét cach nhanh chéng.

Bang dudi dy trinh bay vé cong dung cia cdc nit 1énh
cla ché do Print preview:

Nt Céng dung
Next Hién thi trang in k& ti€p. Néu ban da chon
' nhiéu s6 bang tinh va kich Next khi trang cuéi -
cing clia s bdng tinh da chon xu&t hién, thi
Excel s& hi€n thi trang d4u tién ciia s§ bing
tinh ké tiép.
Previous | Hién thi trang in trudc. Néu ban da chon

nhiéu s8 bdng tinh va kich Previous khi trang
ddu tién cta mét s§ bang tinh dd chon xuat
hién, thi Excel sé hién thi trang cudi cing cia
s6 bang tinh trude.
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Zoom Chuyén ddi gitta hai ché& d¢ phéng to va tha
nhé. Tinh ning Zoom khdéng 4nh hudng dén
kich thuée trang in. Ban ciing c6 thé chuyén
ddi gitia hai ché ddc nay bing cdch kich chudt
vao bat ky khu vye nao caa bang tinh.

Print Cho phép ban thist 18p cde tdy chon in va in
s8 bang tinh da chon.

Setup Cho phép ban thist 14p cde tiy chon kiém so4t
dién mao cia cdc s0 bang tinh khi in ra,

Margins | Hién thj hodic gifu cde nit didu khidn 1€, cdc
ndat nay cho phép ban didy chinh 1é trang, 14
header va footer, va ddc réng cdc cot.

Page Chuyén sang ché& d6 xem truge cdc ngdt trang.

Break Trong ch€ 46 nay ban cé thd diéu chinh c4c

Preview | ngit trang & bing tinh hién hanh. Ban cang ¢6
th€ diéu chinh vung in va chinh sia laj bang
tinh. '

Normal Hién thi s6 bang tinh hién thdi ¢ ch& d¢ binh

View thudng normal view.

Close Déng cita s8 xem trude khi in va quay vé ché
dé truée dé cia sé bang tinh hién hanh.

" Xem trudc va cin chinh 1é

Ban hay kich vao biéy tugng Print Preview |

thanh céng cy 4€ xem truse hinh th cta bang tinh khi in ra.
Khi dé6 ban ¢é thé nhin théy header, footer, va csc tiéu dé in.
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Can chinh 1€. Ban c6 thé cin chinh 1& hodc c6t khi de
liéu hai rong hon bé ngang cda trang va ban khong muén cc
dit liéu lai cho vita trang. Trong ché d§ print preview, ban c
thé thay d6i chiu rong cla cdc 18 va cot trén bang tinh blng
cdch ré chudt va kéo cdc nit didu chinh, xem Hinh 9.1. (Kict
vao niit Margins dé hién thi cdc nut diéu chinh.)

Nyt ¢idu chinb 1é I'Nu't did chinh cot
‘ LA B

Hinh 9. 1: Cac nut diéu chinh lé va cot trong ché do Print previeu
Ki€m tra cdc ngit trang

Kich nit Page break preview dé hién thi cac ngi
trang va ving bang tinh s& duge in. C4c ngit trang do ban da
hién thi thanh cde dudng mau xanh lién nét, con cdc ngi
trang do Excel thiét dit hién thi thanh cdc dudng mau xan!
dat doan, xem Hinh 9.2

HNgzdt trang cis Excel ‘Ngdt trang t.cong

;!Pmduc: Mame | Unit Price g-.thqwrstm 3

Adice FAuan 2307 | Byekanan
\c\m.-aﬁ%ﬁ? 1 e [ol.a9e 2
e g e e gt 1.

T
4
EAEARS, : 13 450 Qo vw-peeh
—“t-———m-‘—-““- A A
EN, JETL R TPOTE I S P YS ¥ 4 G R perarthy
3 k2 B k& WAL 4
k1 Tiraeee BEe R
K]

Llgwads

oidd i

Hinh 9. 2: Cdc dudng ngdt trang nhin thdy
trong ché& dé Page break preview

o
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Trat tw in va cdc vang in. Ban ciing ¢6 thé nhin thay
rat ty in cdc trang bang tinh va diéu chinh di lidgu in bang
idc di chuyén cac ngit trang. Muén in cdc ving khéc nhau
Ga bang tinh, ban dung ch& d6 page break preview dé
higt 1ap vung in va b8 sung, di chuyén cdc ving khdc nhau
rong vung in.

[hay d8i huéng in

Ban c6 thé thay d6i huéng in theo hai lya chon: in doc
portrait) hodc in ngang (landscape). Ban chon ché 43 in
1gang khi ban muén in nhiéu cét dit liéu ma néu dé & ché db
n doc thi s& khong vira khé gidy. Cach thuc hién nhu sau:

1. Chon bang tinh muén thay d8i.

2. Tu thuyc don File, kich Print.., sau d6 kich vao nuat
Properties.....

3. Trong muc Orientation, kich Portrait dé chon in
doc, hosic kich Landscape dé chon in ngang. Xem
Hinh 9.3.

- Drientation =

| & Pgtrait .

, ~ Landscape

L

Hinh 9. 3: Hop cho phép lua chon hudng in
Thay déi huéng trang gidy
Néu ban khéng muén in ngang thi ban c6 thé thay asi
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huéng trang gidy cho via véi dit liéu:
1. Chon bing tinh muén thay déi.

2. Tu thuc don File, kich Page Setup, sau d6 kich the
Page.

3. Trong muc Orientation, kich Portrait dé chon
huéng gidy nim doc, hodac kich Landscape dé chon
huéng gidy nédm ngang. Xem Hinh 9.4.

Orientation - — - - .

= Portrait > € Landscape

Hinh 9. 4: H6p cho phép lua chon hudng trang gidy
Can dif liéu vao gida trang in

1. Kich chon bang tinh mudh c¢in chinh di lidu.

2. T thuc don File, kich Page Setup, sau d6 kich thé
Margins.

3. Mudn cin dit lidu vao giita theo chiu ngang, hidy kich
chon hop kiém Horizontally ¢ bén dudi muc Center
on page.

Muén cin dit lidu vao gitta theo chiéu doc, hay kich chon
hop kiém Vertically & bén dudi myc Center on page.

Thiét diat thd ty in cdc trang

1. Kich chon bang tinh muén in.

292



2.

Tt thyc don File, kich Page Setup, sau d6 kich thé
Sheet.

3. Bén dudi muc Page order, kich thd ty in cdc trang

ma ban muén.

Thay d6i s8 hiéu trang cia trang diu tién

1.
2.

Kich chon bang tinh.

Ti thue don File, kich Page Setup, sau d6 kich thé
Page.

trong hip First page number, nhip sé hidu trang
ma ban mufin né sé& xuat hién & trang ddu tién.

Né&u mudn Microsoft Excel ty ddng d4nh s6 trang, hay nhap G
Auto vio hop First page number.

Luu y: Excel chi in cde s6 hiéu trang khi ban ddnh sé
trang vao header hodc footer.

In mét s6 trang nhat dinh cha bang tinh

1.
2.

3.
4.

Kich chon bang tinh muén in.

Tu thye don File, kich Page Setup, sau dé kich thé
Page.

Kich chon muc Fit to.

Nhip 58 trang muén in.

Dix liéu in ra khéng vugt qud sé trang chi dinh. Microsoft
Excel khéng mé rong dir liéu dé 14p ddy céc trang.
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Luu 3:

Excel b qua cdc ngdt trang thi céng khi ban gdn
bdng tinh cho mot s6 trang nhdt dinh.

Khi ban thay d6i cdac gid tri cua muc Fit to, Excel sé
co kA& in lai hodc md réng réong ndé lén t6i 100% khi
cdn thiét. Mudn biét khé in duoc diéu chinh thé nao,
hay kich OK, va sau dé kich Page Setup & thuc don
File. Hop Adjust to & thé Page cho biét ty [¢ khé in
duoc diéu chinh.

Thiét dit 1é cho trang

1.

Meo:
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Mudn thiét dat 1& cho mét s8 bang tinh, hay kich chon
bang tinh chia s8 bdng tinh dé.

Tir thue don File, kich Page Setup, sau d6 kich thé
Margins.

Trong cdc hip Top, Bottom, Left, va Right, ban hay
nhép cac chi sf 1&¢ ma ban mudn.

Muén biét cdc lé sé tic dong nhu thé nao téi tai lidu
khi in ra, kich biéu tuong Print Preview trude
khi tién hanh in. Mudn diéu chinh 1é trong ché d¢

print preview, kich Margins, sau dé kéo ré cdc niit
diéu chinh.

Muén dap dung cdc 1é da dgt cho cde bdng tinh hodc
s6 bdng tinh mdi, ban cé thé tao mét mdu bdng tinh
hodc s6 bdng tinh mdi.



Thiét dat 1& cho header va footer

1. Hay thuc hién mjt trong nhitng céng viée sau;

Néu mudn thiét dat 18 cho header va footer ciia
mdt s& bang tinh, hay kich chon s bang tinh dé.

Néu muén thiét dat 14 cho header va footer cho
nhiéu s§ bang tinh, hay kich chon céc s8 bang
tinh dé.

2. Tu thyc don File, kich Page Setup, sau d6 kich
thé Margins.

3. Néu mubn thay d8i khodng cdch tir dinh t6i
header, thi hay nhap kich thuée 18 méi vao hép
Header.

3. THIET LAP CAC TUY CHON IN

In m@t ving xdc dinh cia bang tinh

1. T thyc don View, kich Page Break Preview.
2. Chon vung muén in.

3. Kich phéi chudt vao mét 6 thuge vung da chon, rdi sau
dé6 kich Set Print Area trén thyc don néi lén.

Bé sung thém céac 6 viao mét vung in 44 xac
dinh

1. T thyc don View, kich Page Break Preview.

295



2. Chon céc 5 mudn b8 sung.

3. Kich phai chudt vao mét trong nhiing & vua chon, sau
d6 kich Add to Print Area & thuc don néi 1én.

X6a bé mot vang in

Tit thue don File, trd chudt t6i Print Area, sau d6 kich
Clear Print Area.

In cac tiéu dé dong va tiéu dé cot & tat ca
cac trang '

Céc tidu dé dong va cht md td vi tri thong tin trén bang
tinh. Tiéu dé& ddng ndm bén trai bang tinh (1, 2, 3,.), tiéu dé
co6t nim & trén dinh bang tinh (A, B, C, ), xem Hinh 9.5 dudi
day. Ban ding nhdm 4n giita tiéu dé dong va tiéu dé cot véi
nhén dong va nhén ct.

Tidu ¢ déng

Hinh 9. 5: Tiéu dé dong va tiéu dé cft

Cach thiét 14p d€ in céc tiéu d& dong va cdt & tit cd céc
trang nhu sau:

1. Kich vao bang tinh muén in.

9. Vao menu File, kich Page Setup, sau d6 kich thanh
Sheet.
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3. Trong muc Print kich chon Row and column
headings.

n cdc nhin dong va cdt & tat ca cac trang

Ban c6 thé thist lap dé Excel in cdc nhén cdt va nhan
dng & tat cd cdc trang nhu & Hinh 9.6 dudi day:

Cicnbin cdt duge lip lai d
55 cic 1rang

PG Reossie Sauerkoa 3 45 B0

LisjFe Fead Laiwiar % 15.00

GRaN . _
R % Page2
REVE Cllbaprm

[k Cotennry Prodoct Bas "

RN

BRI ot yal .':".’:9_"&‘;’5‘?_.. LRBPRLS

Hinh 9. 6: Cdc nhéan cit duoc lap lai

Cdch thyc hién nhu sau:
1. Kich vao bang tinh muén in.

2. Vao menu File, kich Page Setup, sau d6 kich thanh
Sheet.

3. Mudn ldp lai cdc nhin cot & tdt cd cdc trang, kich
chon Rows to repeat at top, sau dé nhép cdc dong
c6 chia nhin ct. Chdng han $1:$1 néu cdc nhin cot
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nim & dong 1.

Mudn lap lai cdc nhidn dong & tét ¢d cdc trang, kich
chon Columns to repeat at left, sau d6 nhdp céc
¢t c¢6 chita nhian dong. Ching han $A:$A néu cdc
nhin dong nim & cot A.

In bang tinh ¢6 ciac dudng ké luéi

. Kich chon bang tinh d6.

T menu File, kich Page Setup, sau d6 kich thanh
Sheet caa hop thoai Page Setup.

. Kich chon hop kiém Gridlines. Rbi kich mit OK dé

hoan tat cong viéc.

Luu y: Néu bgn chon in cdc duong ké phin 6 Gridlines
thi téc d¢ in sé chdp hon. diéu nay thé hién ré khi in cdc
bdng tinh lon.

In bang tinh khéng c¢é cac dudng ké ludi

1.
2.

3.

Kich chon bang tinh d6.

Tit menu File, kich Page Setup, sau d6 kich thanh
Sheet cla hjp thoai Page Setup.

Xéa chon & hop kiém Gridlines.

'

In bang tinh cling cac ghi chu

Néu ban muén in cde ghi chi ma ban da chén vao bing
tinh, thi truée hét ban phai cho hién thi cdc ghi cha dinh in.
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D& hién thi mét ghi chi, hay kich phéi vao 6 c6 chén ghi chd
d6 réi kich Show Comment § menu s8 xudng.
Céch thiét 14p d€ in bang tinh cang céc ghi chi nhy sau:
1. Kich chon bang tinh dé.

2. Tu menu File, kich Page Setup, sau dé¢ kich thanh
Sheet ciia hop thoai Page Setup.

3. Sau dé thyc hién mét trong cdc céch sau:

* Néu muén in cdc ghi chi & cudi bang tinh, hay kich
chon At end of sheet trong hop Comments.

* Néu muén in cdc ghi chd ¢ noi ching hién thi trén
bdng tinh, hay kich chon As displayed on sheet
trong hip Comments.

Luu y: Mubn in' cdc ghi chi tht ban cing phdi in bdng

tinh chita cde ghi chi do.

In nhiéu hon mét ban copy ciia sé bang
tinh hoic bang tinh.
1. Tu thuc don File, kich Print.
2. Trong muc Number of copies, hiay nhép sd ban copy
mudn in.

Lwu $: Hay chon hop kiém Collate dé in bdn copy thi
nhdt ti trang déu t6i trang cubi cda s6 bdng tinh, réi méi in
bdn thit hai. Xéa ddu kiém & hép kiém Collate néu mubn in
tdt cd cde bdn copy cia trang ddu tién, sau dé méi in tét cg
cdc bdn copy cia trang tiép theo.
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In cung ldc vai bang tinh

Muén in cung lie vai bang tinh thi phéi d€ tat cd cdc tap
tin bang tinh muén in n¥m trong cung mét thu myc.

1. T menu File, kich Open. Hop thoai Open xu#t hién.

2. Nhan giir phim CTRL duyét tim t6i cdc béng tinh
mudn in va kich chon ching trong hép thoai Open.

3. Tu menu Tools cia hip thoai Open, kich Print.

Lwu 3: Khi lua chon edeh in nay thi mdy tinh va mdy in
cia ban phdi ¢6 by nho lon néy khong sé xdy ra tinh trang
“nghén mach”

In bang tinh ra mét file (Print to file)

Ban ¢6 thé in l:;éng tinh ra moét file d€ sau dé c6 thé mang
t81 mét mdy tinh khée c6 kidu mdy in khéng giéng véi mdy in
cia ban ho#c m4y tinh khéng cai Excel. Tuy nhién, khi d6 c4c
ngit trang va khoéng cdch font c6 thé & thay ddi.

1. Tir menu File, kich Print. Hop thoai Print xu4t hién.

2. Trong muyc Printer, hédy kich chon mdy in ma ban
muén in ra file.

3. Kich chon hop kiém Print to file, sau d6 kich OK.

4. Trong muc File name cQa hép thoai Print to file,
hay nhép mét tén cho file ban muén in.
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Xem trang thai in chaa cac file khi dang in

s Kich dip vao biéu tugng mdy in ndm & thanh téc vu
cia Windows & géc dudi bén phiai man hinh. Biéu
tugng nay chi xuat hién khi dang in, in xong thi biéu
tugng nay sé bién mit.

Gui mot ban fax

Muén lam viéc nay ban phai cai phdn mém wa phan cing
dé gifi nhan fax.

1. M?& bang tinh muén fax.

2. Tu thuc don File, kich Print.

3. Trong muc Name, kich fax dr_iver.

4. Chon céc tiy chon in khac néu mudn, sau d6 kich OK.

4. DAY NHANH TOC.D0 IN BANG TiNH

Ban c¢é thé d4y nhanh téc d5 in trong Excel bing cdc la
chon céc tdy chon sau:

In nhanh mét ban thao

Ban c6 thé mit ngin th&i gian in bang tinh bing céch
thay d6i chat lugng in. Néu ban biét do phén gidi méy in cla
ban thi ban e¢6 thé thay d6i ch4t lugng in cho may in d6. Né&u
ban khéng biét chic dé phin gidi m&y in cda ban thi ban ¢
thé in tai liéu véi chdt lugng ban thdo, didu d6 gidp ddy
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nhanh i8¢ d6 in vi né s& bd qua dinh dang va hau hét cic do
hea.

In den tring

Véi cdc may in den-trdng, Microsoft Excel in cdc noi ¢6
mau thanh cdc nén mau xam. Ban c6 thé gidm duge thoi gian
in bang tinh c6 mau b¥ng céch in cdc mau thanh den va
tring. Khi ban in badng tinh chi ding hai mau den tridng, thi
Excel s in font va dudng ké mau thanh mau den. Excel ciing
in nén chia & va clia cAc hinh AutoShape thanh méu tring va
in cdc dd hoa va biéu d6 thanh mau xam.

In khong c6 duong ludi

Nhitng bang tinh 16n s& in nhanh hon néu ban khéng in
chc duong ludi.

5. MOT SO TRUC TRAC KHI IN AN VA
CACH GIAI QUYET

Khong in dugc tai li¢u

Ki€m tra lai viéc cai dit may in cda ban. Kiém 'tra
xem mdy in cia ban da duge cai dit ding hay chua, néu ban
thao tiéng Anh thi c6 thé vio muc Print Troubleshooter
trong help chia Windows d€ tham khdo: T thye don Start cha
Windows, kich Help. Kich thé Index cia hop thoai Windows
help, sau d6 nhép cum tif "print troubleshooting” vao hop
Type in the keyword to find. Kich Display, sau dé lam
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heo nhitng chi din trong myc Print Troubleshooter.

Ki€m tra thiét lap may in ctia Microsoft Excel. Néu
ndy in cia ban da duge cai dit ding trong Windows, thi ban
\ay kiém tra céc thist 14p mdy in cha Excel d€ chéc chén ring
may in duge chon phd hgp véi mdy in ban dang ding: T thue
ion File, kich Print. Sau d6 kich chon mdy in ma ban mubn
5 hop Printer.

Excel chi in mdt phin s6 bang tinh

Hay kiém tra xem cé ving in nao di dude xdc dinh
hay khéng. Néu sé bang tinh cé mdt ving in, thi Microsoft
Excel chi in ving in 46 ma thoi. Mudn xdc dinh xem s béng
tinh ¢6 ¢6 mot vung in hay khong, kich vao Page Break
Preview & thyc don View. Ving in cia s6 bang tinh xuét
hién v6i nén tring s& 12 vang dugc in ra.

Muén in toan bd s8 bang tinh, ban chi viée x6a
(clear) viing in dé. Ban c6 thé x6a ving in d6 bing céch vao
thue don File, chon Print Area, sau dé chon Clear Print
Area.

Thay d8i ving in. Ban c6 thé thay d6i kich thude caa
vung in dé b8 sung thém hodc loai bd cdc dong ho#ic cit. Tir
thuc don View, kich Page Break Preview, sau d6 kéo ré cac
dudng vién bao quanh ving in.

N&u mudn bé sung cdc 6 khong lién ké vdi vung in, thi
hay chon cdc & d6, kich phéi vao mot o béat ky trong nhiing 6
vita chon, sau dé kich Add to Print Area & thuc don ndi lén. .

303



Header va footer dude in ra khéng giong
nhu ¥ muén

Ban ¢6 thé chon mot s6 header va footer c¢6 sin hodc
thé tao riéng kiéu cho ban. Tir thye don View, kich Header
and Footer.

Chi si dung hai mau den tring. Chi trong header vi
footer luén duge in mau den. Ban khéng th& thiét 14p mau che
chii trong header hoac footer, ngay ca khi ban ¢6 may in mau.

St dung cdc tiéu dé in dé€ liap lai cic dd hoa va
théng tin lién két. Néu ban muén lap lai dé hoa théng tir
lién két 6 ddu méi trang, thi ban hiy dung cdc tiéu dé in dé
thay cho header. Vi dy, dé in logo va dia chi ciia cong ty & dAu
moi trang, thi ban hdy dit nhimg théng tin dé & vai dong da
tién cua s0 bang tinh: Tir thuc don File, kich Page Setup
kich theé Sheet, sau dé6 nhap nhiing dong ¢6 chita logo va di
chi vao muc Rows to repeat at top. Néu ban in mot sé bang
tinh rong trén nhiéu trang, thi hiay ddm bdo ring da copy
nhing théng tin duge 14ap lai t6i cdc dong hodc cot khi cin.

Header va footer khong c6 d6 hoa hoic
liédn két t6i cac 6 cu thé

Hay s& dung cdc 1€ phai va trai hién cé. Lé trai vs
phai cia header va footer 1a luén la 3 inch (khodng 1,8 cm)
bt k€ 18 cta trang dit nhu th€ ndo. Ban c6 thé 1am cho 18 ¢
header hodic footer rgng hon blng cach g& cac khodng tréng
vao trufc vén ban trong hip Left section va vio sau vin bar
trong hép Right section. (Mudn tim cdc hép nay, kich vac
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nit Custom Header hoic nit Custom Footer trong hép
thoai Page Setup.) Cac khodng trdng ma ban nhép vao hép
Right section sa khéng xust hién trong hop d6, nhung ching
& xudt hién khj s§ bang tinh duge in ra.

Diéu chinh khoang csch cho header va footer. Ban
¢ thé didu chinh khodng c4ch gita dinh hojc ddy trang vei
header hozc footer. Ban ciing ¢6 thé thay d6i khodng cach gitta
cac dit lidu duge in ra cha mét trang vdi header hoie footer.

Dung hai ky hiéu dsu va (&) d€ in ra mjt diu &.

dang dic bist & header va footer. Vi vay, néu mudn nhip mégt

ky hiéu & vao header hodc footer, thi ban phdi nhap &&. Vs
du, muén nhip "Subcontractors & Services" vao mot header,
thi ban phai nhép Subcontractors && Services.

Khéng diéu chinh dugc ty 1& biéu dé d€ in
ra kich thuée nhy mong muén hoidc d€ in
nhiéu bi€u dé trén mét trang duy nhst

hon bigu d4.

Véi nhitng bidu d4 nhing, hay kéo ré 4& diéu chinh
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kich thude. Néu la mét biéu 46 nhing nim trén mdt s6
bang tinh, thi hiy didu chinh kich thuée bing cdch kich va
kéo ré cac mit didu chinh khi kich chon biéu d8.

Mudn in nhiéu bi€u dé trén ciung mét bang tinh,
thi hay nhém chiing lai. Ban khong thé in nhiéu s8 biéu d¢
trén cung mot trang. Mudn in nhidu bidu d6 trén mét trang
thi ban hdy tao cdc biéu dé nhiing, sau d6 didu chinh kict
thude cia ching cho vita vao mét trang. Ban cé thé st dung
lénh Page Break Preview & thuc don View d8 nhin rd hor
vi tri cla cde biéu dd trong ving in.

Tiéu dé in khong xuit hién & mét sé trang

Microsoft Excel chi in lap lai e4c nhdn hang va cdt «
nhing trang c6 dong va cdt duge gin nhan. Vi dy, néu bar
chon Al:A5 14 cd4c nhidn dong duge nhfc lai, thi Excel s
khéng in cdc nhén nay & nhimg trang chi cé nhitng dong bér
dudi dong 5. Néu ban chen AL:El lam nhan nhidc lai, th
Excel s& khéng in cdc nhin nay 4 nhitng trang chi chia ca
c6t nam bén phédi ¢6t E. Mudn Excel in c4c nhin & nhimng
trang bé sung, thi hay copy cdc nhin d6 t¢i nhitng dong hoi
cot bé sung.

Cach copy nhéin dong téi cac dong bé sung:

1. Chon nhimg 6 ban muén lip lai nhin dong, sau d¢
kich Copy.

2. Chon nhilng 6 trong cing mét c¢ft ctia nhimg dong bi
sung noi ban mudn cdc nhan dong duge in, sau dé kict
biéu tugng Paste.
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3. Tu thuc don File, kich Page Setup, sau d6 kich thé
Sheet.

4. Kich Columns to repeat at left, sau dé nhap toan
bd céc cft 6 chida cdc nhén dong. Vi du, mudn ip lai
cdc nhdn dong ma ban da copy tdi nhitng & cda cot A,
thi héy nhap $A:$A.

Copy nhdn cét t&i cac et b sung:

1. Chon nhitng 6 ban mudn lip lai nhu cdc nhan c6t, sau
dé kich Copy.

2. Chon nhifng & & cing nhiing dong clia cdc cét b§ sung
noi ban muén cdc nhin c6t duge in, sau 46 kich Paste.

3. Tu thuc don File, kich Page Setup, sau dé kich thé
Sheet.

4. Kich Rows to repeat at top, sau dé nhip nhimng
dong c6 chda cac nhén cot. Vi du, mubn Lip lai cdc
nhén ¢t ma ban da copy téi nhimg 6 & dong 1 va 2,
thi hay nhip $1:$2.

xcel bé qua cic ngit trang thu cong

Né&u bang tinh duge thiét 14p 48 cho vira vao mot s6 trang
18t dinh, thi Excel s& bd qua cdc ngdt trang tha cong va
am kich thu6c cia s6 bang tinh xuéng. Muén Excel khéng bd
a cdc ngit trang thia céng, ban 1am nhy sau:

Dung Adjust To thay cho Fit To. D& thiét lap s bang
ih cho vita v6i mgt s6 trang nhdt dinh ma céc ngit trang
4 cdng vin c6 tdc dung, hay kich Page Setup tré thyc don
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File, kich thé Page, sau d6 kich Adjust to.

Pit mbi trang 13 mét vang in tdch biét. Néu si dung
Adjust to khéng ¢6 két qua nhu mong muén, ban ¢ thé thict
lap mét ving in v6i mdi trang duge chon nhu mdt pham vi
tach biét. Excel s& in nhitng pham vi khéng ké nhau vao mdt
vung in & cac trang riéng ré. Cdch lam nhu sau:

1. Cheén mdt dong hodc mdt cdt tréng vao vi tri ban

mudn ngét trang thd cong.

2. Chon pham vi ban muén b8 sung vao toan bd trang

déu tién, bé qua dong ho#c cdt tréng.

3. Nhén giit phim CTRL va chon pham vi cho trang th
hai, bd qua dong ho#c cot trong. Ti€p tu thuc hién che
téi khi néo ban chon hét cdc trang mudn in.

4. Tu thuc don File, chon Print Area, sau d6 kich cheor
Set Print Area.

5. Tir thuc don File, kich Page Setup, kich thé Page
kich Fit to, sau d6 nhap sé trang mudn in.

Excel khong in cic ving in trén cang mé
trang

N&u mét ving in ¢6 chita cde khu vuc khong ké nhau ci
mdt s8 bang tinh, thi theo mic dinh Excel s& in médi ving tré
mot trang riéng. Tuy nhién, ban c¢é thé chi dinh d& Excel i

cdc ving khong ké nhau trén cing mot trang theo céc cic!
sau:
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Mang céc ¢t muébn in lai gan nhau

Muén in cic edt khéng ké nhau trén cing trang, trudc
tién hdy chon nhimg ¢4t khdng mudn in, chon Column trén
thuc don Format, sau d6 kich Hide. Thiét 14p mét ving in ¢6
chifa tat cd cde cit mudn in, bao gdm c4 nhimng cft bi 4n.

Mang cac dong muén in lgi gén nhau

Muén in cdc dong khéng ké nhau trén ciing trang, trudc
tién héy chon nhiing dong khéng muén in, chon Row trén
thye don Format, sau 46 kich Hide. Thiét 14p mét ving in cé
chia tdt i cdc ddong mudn in, bao gém cd nhimg dong bi 4n.

Trén diy la nhing v&n dé c6 lién quan tdi in &n trong
Excel. Ching ciing kha phitc tap vi vdy ban can tim hiéu ky
d€ thye hién duge nhiing ban in nhu y.
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Chuong 1 O

MOT SO CHUC NANG NANG CAO

Céac ban da hoc xong nhing vén dé& can ban trong Exce
2003. Ngoai nhitng vin dé can ban da néu chung toi con mud?
cung cap thém cho cdc ban méot s8 tinh ning nang cao cu
Excel. Ban hdy nghién cliu va van dung ching vao céng vié
thye t& cia minh. Chudng nay sé trinh bay vé nhing chu 4
sau:

» PivotTable
¥ PivotChart
¥ Goal Seek

¥» Combo Box

1. PIVOTTABLE

PivotTable la gi?

Bdo cdo PivotTable 13 mdt bdng tuong tdc dude ding
téng két nhanh chéng céc dit lidu 1én. Ban c6 thé xoay chuy
dong va cbt dé thdy dugc nhing tdng két khéc nhau cia
liéu nguén, loc dir lidu bing cdch hién thi cac trang khac nh:
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10o&c hién thi chi tiét cdc ving. Hinh 10.1 a4 mét bdo céo
?ivotTable don gian.

Biocdio PivotTable

| |k - Qtr3 Qtr4 _ |Grand Total
GUIF L. {A \/ z}aw $ZJ DUD - 59.!930
Tennis $4,670 $6,500] $11,170
‘1| |Grand Total | $12,600. $8,500{ $21,160

Gid tri nguén cho 3 Fs l

Hinh 10. 1: Mét bdo cdo PivotTable don gidn
S® dung bao cde PivotTable khi nao?

Béo cdo PivotTable duge st dung khi ban muén so sdnh
cdc tdng c6 lién quan, dac biét 1a khi ban c6 mét danh sich
dai ding ddc cdc con s§ can phai téng k&t va ban mudn so
sanh mot vai thuc t& vé ciac con s8 d6. Bdo cdo PivotTable
duge st dung khi ban muén Excel sip x€p, tinh tdng nhé, va
tinh t8ng 16n. Trong vi du trén day, ban cé thé d& dang thay
duge s6 luong ban golf cta qui 111 & & F5 cao hon hén cde qui
khéc, hofic ban cling c6 thé d& dang nhén thdy tdng s§ ban ra
cha cdc loai va cédc qui. Do béo cdo PivotTable 1a bdo cdo tuong
tdc, nén ban hosic nhitng ngudi khdc cé thé thay ddi duge cach
quan sat ddnh gia dir liéu dé€ thdy dugc ch1 tiét hon ho#c danh
gia dugc cac téng két khéce nhau.
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Cac dang bdo cdo PivotTable

Mot béo cdo PivotTable mac dinh nhin gidng nhu & v
du trén ddy (xem Hinh 10.1). Ban c¢6 th€ tac mét bdo cé
PivotChart d¢ xem dif liéu dudi dang dé hoa. Ban ciing ¢
thé dua mot bdo cdo PivotTable 1én trang Web bing céch s
dung mét danh sich PivotTable trén trang Web. Khi ban du
mjt bao cdo PivotTable cﬁ_a Excel vao danh sdach PivotTable
thi nhitng ngudi khéc cing cé thé xem va tuong téc véi di lié
tir cde trinh duyét Web cha ho.

D liéu nguén cho mot bao cdao PivotTable

Ban c6 th€ tao mot bdo cdo PivotTable tit mét danh séc
cua Excel, d6 la mét dit lidu ngoai, cac s§ bang tinh Exce
hodc mét bédo cdo PivotTable khac. Hinh 10.2 dudi day 13 m¢
bang dit liéu nguén, di¥ liéu nay sé duge dung dé tgo cé
bdo cao PivotTable khéc nhau d€ ban cé thé thdy duy
cae thé hign khéc nhau ciia béo cdo PivotTable tir cun,
mét dit liéu nguon.

1 |Thiog Sdn phfm Ngudi hin |Doankss’ |Mida
2 |Nam Vang  Qamb $5,477(Tay
3|Mem Bac 38,012/EXng
4 [Nam vang $9.411/Tay
5 |[N2m Vang $8,029 /Nam
6 [Mim Bac  Ngoc $9,566Nam | rro v 10 9.
7]Sdy  Vang  Oamb 36805 Bong ||
#1484y [Bac |Ngoc $6,085 Nam ;
Olsiu Bac  Naoc | §265Beag| "EuOR cho
10]sdu_ [Bac_~ Oamb | $557iNem | MO bdo cde
1Sy [Ving  MNgoc | $5971ic | PivotTable
12/Sdu [Vang  Ngoc $4,046(Tay |
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Thiét lap dif liéu ngudn nhy the nao?

Dit ligu nguon tir cdc danh sich Excel v hdu hét cac
CSDL duge t§ chic duéi dang hang va cot. Dir lidy ngudn cia
ban phdi c6 cdc nhan t& tuong déng & trong cang mét cot.
Trong vi du nay, ving bén hang luén nim & cot E, téng 56 ban
ra ndim & cot D v.v...

Dit lidu nguén OLAP

Cdc CSDL OLAP (On-Line Analytical Processing) t8 chuc
cdc dif liéu 16n du6i dang cdc huéng (dimensions) va céc cdp
(levels) thay cho déng va cot. Ban c6 thé si dung cédc bdo cdo
PivotTable dé hién thi va phan tich dir lidu tir cac CSDL
OLAP. Bdi vi server OLAP tinh toan céc gis tri téng k&t cho
bédo cdo PivotTable chit khong phai Excel, cho nén di lidu duve
14y tir CSDL OLAP sé hiéu qud hon, va ban c¢6 thé phan tich
nhimg dit liéu I6n hon so véi cée dang CSDL khdc. Excel cling
cho phép ban tao cdc khdi (cube) ctia OLAP tir dit lidu ¢6 trong
cdc CSDL ngoai va luu céc file kh&i dé ban c6 thé lam viée
duge v6i dit liéu ngudn & ch& db offline.

Cau tao ctia mot Pivoi;Tsible

Cac trudng va khodn muc: Mét bdo cdo PivotTable ¢4
céc trudng (field), méi trudng tuong dng v6i mot cot {(hosc mét
huéng cia CSDL OLAP) trong dir lidu nguén. Bdo cdo
PivotTable tong két cdc dong théng tin tir dix lidu ngudn. C4c
trudng trong mot bdo cdo PivotTable liét ké cdc khodn muyc di
lidu cha cdc dong hodc cdc cot. Nhilng 6 14 giao cia cdc dong

«
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va cdc cdt thé hién dir liéu duge tdng két cho cac khodn muc &
dinh c¢t va bia trdi cda dong. Xem Hinh 10.3

Midn (AlL -
' ISum of Doanb s& | 8in phdm ]

Thdpg w{Ngudi bin +iBac Ving Grand Total

Nam Ngoc 17578 | 17578
Canb 22977 22977

Nam Total 17578 22077 40555

séu Noe [T o] 1vm
Oankb 5575 5805 172380

24y Toral 13288 16222 30108

Grand Total 30864 3979 T0563

Hinh 10. 3: Vi dz;f. vé mot PivotTable trong dé truong Sin
phdm ¢é muc Bac va Vang

Céc trudng va 6 dit lidu: Mot truéng dit liéu, chéng han
Sum of Doanh 58, cho biét cde gid tri duge téng két trong
bédo céo PivotTable. Trong vi dy nay, 6 I5 thé hién téng doanh
s0 ban Bac trong thing N&m ciia Ngoe. Tic 1a tdng cdc con
s0 bdn ra trong moi dong dir lidu ngudn c¢6 chita théng Niam
cho truéng Théng, Ngoc cho trudng Ngudi ban, va Bac cho
trudng San phdm. (Xem Hinh 10.3 va xem thém Hinh 10.2
vé dit lidu ngudn d€ hiéu rs hon).

Cach tao m§t bio cdo PivotTable

1. Mé béng tinh ma ban muén tao bao cdo PivotTable.

2. Tir thyc don Data, kich PivotTable and PivotChart

314



Report... Hiop thoai PivotTable and PivotChart
Wizard - Step 1 of 3 (Xem Hinh 10.4).

PivotTable and PivotChart Wizard - Step 1 of 3

Where is the data thatvouwarttomaly:e? T
 Microsoft Excel list oF database!

™ Exbernal data sorce _
£ Mukiple gonsolidation ranges
" Another PheotTable rapart o ProtChart rapcrt

wWhat kind of repart do you want to ereate? ———-womrer —ome
& pivotTable
" PivokChart report (wikh PivotTable report)

Cancel l « Bark, ” Hext > I Firish I

Hinh 10. 4: Hop thogi PivotTable and PivotChart Wizard —
Step 1 of 8

3. Trong h¢p thoai PivotTable and PivotChart
Wizard - Step { of 3, chon Microsoft Excel list or
database trong muc Where is the data that you
want to analyze? (Ban mudn phén tich di lidu &
dau?), chon PivotTable trong muc What kind of
report do you want to create? (Ban muén tao kidu
bdo cdo nao?), xem Hinh 10.4. Chon xong kich nut
Next. Hop thoai PivotTable and PivotChart
Wizard - Step 2 of 8 s& xu4t hién (Hinh 10.5)
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4. Ban hay nhap vung dif liéu c4n phan tich vao muc

Range, nhd nhép cd dong chita cdc nhan cft. Trong vi

vy ca chdng ta 1a ving $A$1:3E$13 (xem Hinh 10.5).

' Théng thudng, néu bang tinh chi ¢6 mot vung dit liéu

thi Excel @G théng minh dé nhap s&n vang dif lidu cho

chiing ta. Nhap xong vung dit lidu, kich niit Next dé
chuyén sang budc tiép theo.

PivatTable and PivotChart Wizard - Step 2 of 3 fil{g

Where is the data that you want ko use?

Renge: [EIISTEAUNNDENNIN &  crowse... |
Cancel I < Back || Next > I Einish I

Hinh 10. 5: Hop thoai PivotTable and PivotChart Wizard —
Step 2 of 3

5. Trong hip thoai PivoetTable and PivotChart Wizard
— Step 3 of 3, kich chon Existing wooksheet va
nhép vi tri $G$2 d€ dat PivotTable, xem Hinh 10.6.

Table and PivotChart Wizard - Step 3of 3

Where do you wank tg put the PivokTable report?
" ew worksheet
* (¥ Existing warksheat

s34 7]

Click Finish to create your PivotTable report.

Lavok... | optons... | Cancel | <Pk | nes || Erish |

Hinh 10. 6: hép thoai PivotTable and

PivotChart Wizard — Step 3 of 3
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6. Kich vao nit Layout cga hop thoai PivotTable and
PivotChart Wizard — Step 3 of 3. Khi d¢ hép thoai
PivotTable and PivotChart Wizard — Layout s& xu#t
hién (Hinh 10.7).

Construct your PivotTable report by
dragging the feld buttons on the right
to the diagraen on the-laft.

: | PAGE I COLUMY

ROW DATA

Hinh 10. 7: hép thoai PivotTable and
PivotChart Wizard - Layout

Hop thoai Layout cho phép ching ta bé tri lai céc truémg
biing cdch kéo ré va thi. Céc ban thdy bén phéi hép thoai -
Layout 14 mét danh sdch c4c khodn muyc cia bing dit lidu
nguon. Ban hay kéo ré va tha ching vao cdc 6 PAGE, ROW,
COLUMN, DATA. Céc 4 nay thé hién cdc c8p d§ quan }y: cao
nhit 13 PAGE, ti&p dén 1a ROW va COLUMN, va sau ciing 1a

- DATA. '
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Trong vi du cha chdng ta, cdc ban lam nhu sau: kéo niit
Mién thd vaoc PAGE, nit Thang va nit Ngudi ban tha vao
ROW, nit San phidm tha vao COLUMN, va nit Doanh sé
tha vao DATA. Tha xong kich OK trén hop thoai Layout,
sau dé kich niat Finish trén hop thoai PivotTable and
PivotChart Wizard — Step 3 of 3. Khi d6 cdc ban s& nhan
duge mdt bdo cdo PivotTable nhu ¢ Hinh 10.8.

Mién (ALD -

Sum of Doanh s& | Sin pbim |

Théng w|Ngudibin w|Bac Ving Grand Total

Nem Ngoc R [ osm
Canhb 22977 22977

Nim Toral 17578 22977 40555

séu Neoc | o ioo17] 177
Qanb 5575 6805 12380

34u Total : 13286. 16822 30108

Grand Toral 30864 39799 70663

Hinh 10. 8: Bdo cdo PivotTable viza tgo
St dung PivotTable dé tdng hop dit liéu

Gia s’ ta mudn téng hgp vé doanh s8 b4n hang cda nhan
vién Ngoe trong thing Nam. Ta thyc hién nhy sau:
1. Kich chudt vao miii tén ¢ trudng Ngudi bén, loai bo

tdt cd chi d€ lai ngudi ban c6 tén 1a Ngoe, sau dé kich
OK. Xem Hinh 10.9.
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Sdn phim w
Newdi bin wiBac ~ Ving

| ok | cancel

p

Hinh 10. 9: Hép thoai cho phép chi chon Ngoc d€ téng két

2. Kich chut vao miii tén & trudng Théng, loai bd tit i
chi dé€ lai thang Nam, sau d6 kich OK. Xem Hinh 10.10.

Sum of Doanh s&'| -
Thing - wiNaudi bin |
(7} (Show &Il

[T} Saliu

—l 7]

{ Hinh 10. 10:
1 Hop thoai
cho phép chi
chon thding
Nam d&€ téng
két

| i QK I Can;el .

e L
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K&t qua ban thu duge mét bao cdo vé doanh s8 bén hang
cia nhan vién Ngoc trong thdng Nadm nhu sau: xem Hinh
10.11.

. g H I J
Mién (AlD -
Sum of Doanh <& | Sinpbim v
Tbdng w|Naddi bin_w|Bac Grand Total
Nim Ngoc : L7578 17578
Nim Total 17578 17573
Grand Total 17578 17578

Hinh 10. 11: Doanh sé bdn hang ctta Ngoc trong thding Ndm

2

Nhin vao bang tng két niy ta c6 thé dé& dang thay duge
doanh s& ban hang cda Ngoc trong thdng Nam 1 17578, va
trong thang Nam Ngoc chi bédn duge Bac ma khong ban duge
Vang. Ban ciing c6 thé lam tuong tu dé t8ng két theo cac tiéu
chi khic nhau. '

Xo6a mot bao cao PivotTable

1. Kich chon béao cdo PivotTable muén xéa.

2. Trén thanh céng cy PivotTable, kich vao nit ¢é chit
PivotTable, chon muc Seleet trong thuc don néi lén,
sau d6 chon muc Entire Table. (D€ hién thanh céng
cu PivotTable, tit thyc don View cia Excel, chon
Toolbars, sau dé chon PivotTbale)
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3. Tu thyc don Edit ciia Excel, Chon muc Clear, sau d6
chon muc All

Luu $: Néu xéa mét bdo cdo PivotTable tuong dng dugc
tao ra khi tgo PivotChart thi ban khéng thé thay déi duge
PivotChart d6 nita. :

2. PIVOTCHART
PivotChart 13 gi?

Béo cdo PivotChart 1a mét bidu dé tuong téc ma ban ¢6 thé
st dung d€ xem va sdp dit lai dir lidu dusi dang 44 hoa, tuong
tr nhu mét bdo cdo PivotTable. Mot bao cdo PivotChart ludn
két hgp v6i mét bao cdo PivotTable trong cing mét bang tinh,
bao gom t4t ca dit liéu nguén tif béo cdo k&t hop dé. Ciing gidng
v6i bdo cdo PivotTable, bdo cédo PivotChart ¢ céc ngt cia
trudng (field button) ma ban c6 thé dung @& hién thi dit liéu
theo cdc cdch khdc nhau va thay d6i bé cye. Xem Hinh 10.12.
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Midn|( Al .

Sum of Doanh SG'I
e . Sdn phdm

B Vang
E Bac

Thing {Ngudibin .

Hinh 10. 12: Mét vi du vé bdo cdo PivotChart
Cach tao mét bio cdo PivotChart
Tao mét bdo cdo PivotChart tix mot bdo cdo PivotTable
da co:
1. Kich vao mot 6 nim ngoai va khong ké véi bdo cdo
PivotTable da céb.
2. Kich Chart Wizard & trén thanh céng cu. Hoic vao
thuc don Insert réi chon Chart...

3. Kich chon mét kidu biéu d6. Ban c6 thé si dung moi
kiéu biéu db ngoai trit kiéu toa dd (scatter), bong béng
(bubble), va ching khodn (stock). Chon =xong kich
Next.
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4. Khi hop thoai Source Data, ban hdy kich vao mét 6
trong bao cdo PivotTable dé md rong tham chisu trong
hép Data range ra toan b béo céo, xem Hinh 10.13.
Sau dé kich Next.

Scurce Data

$aln phai w

Setiss i " Rows
" Columns

Cancel ,

 Hinh 10. 13: Hép thogi Source Data v cde lua chon
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5. Pén day ban thyc hién cac bude nhu tao mot biéu dd
binh thudéng.

Két qua ban sé thu dugc méf PivotChart nhu ¢ Hinh
10.14 dudi day.

Mién](AlL) .

Sum of Doanh s8’

San phdm

W Vang
EBac

Théng -, §Ngudi ban .

Hinh 10. 14: PivotChart thu duge
Tao mét bdo cdo PivotChart ti ngudn di litu khdc:

Khi ban taoc mét bdo cdo PivotChart, thi Microsoft Excel
ciing tao ra mdt bdo cdo PivotTable tuong Ung trén cing mét
béng tinh. PivotTable ndy cung cdp dit lidu ngudn cho
PivotChart. Khi ban thay d8i bd cuc cha PivotTable
PivotChart ciing thay ddi theo va ngugc lai.

1. Kich chon mgt 6 trong vang di liéu.

2. T thye don Data, kich PivotTable and PivotChart
Report.
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3. Khi hgp thoai PivotTable and PivotChart Wizard
~ Step 1 of 3 xudt hién, kich chon dang dit liéu nguén
14 Microsoft Excel list or database. Sau d6 bén
duéi muc What kind of report do you want to
create?, kich chon PivotChart (with PivotTable).
Xem Hinh 10.15. Chon xong kich Next.

PivotTalrle and PivetChart Wiczard - Step 1 of 3

where is the data that you wank to analyze?
@ Microsaft Excel st or database
" Extemnal daka source::
€ Mukiple consolidation ranges
™ Another Pt Tabls regort or Pry atChart ra;wrt

what kind of roport do you want to creata? i ————
€ PivotYable: . - o

cancet | iBack-'”“ Next> | Enish |

Hinh 10. 15: Lua chon trong hép thogi PivotTable and
PivotChart Wizard - Step 1 of 3 d€ tao moét PivotChart ti
mét nguén di litu khdc

4. Pén day ban hay lam theo cdc budc giéng nhu tao mot
bdo cédo PivotTable. K& quad ban s& nhan duge mot
PivotChart va di cing vdi né 1a mot PivotTable (Hinh
10.17) tuong ing. PivotChart ¢6 tén m#c dinh 1a Chartl
(Hinh 10.16), ban c¢6 thé d8i tén khéc néu mudn.
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25000

20000

15000

5000 -

Haim

$ad

Hinh 10Q. 16: PivotChart mdi duge tao ra

G H I J K

Midn (AlD -

Sum of Doanb 3 | Ngwdi bin «

Thing wiSdn pbfm w|Ngoc :Oanh Grand Totai

Nam Bac C\asie 17578
Ving 27977 22977

Nim Total 17578 22977 40555

34y Bac 7 8575 13286
Ving 10017 6805 16872

S4u Total L7728 172380 30108

Grand Total 35306 35357 70663

Hinh 10. 17: PivotTable tuong ung duoc tao ra khi tao
PivotChart
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Luwu y: Néu ban khéng mudén xem PivotTable tuong ting
vai PivotChart, thi-ban c6 thé ddu né di. Cdch lam nhu sau
kich chon s& bdng tinh chita bdo cdo PivotTable, tit thuc dor
Format, chon Sheet, sau dé kich Hide. Khi dé sé bding tin}
do sé bi gidu di, muén né xudt hién tré lai ban hdy chon tér
PivotChart, sau dé vao Format, chon Sheet, réi choi
Unhide.

3. GOAL SEEK: TIM CACH DAT MUC TIEU

Gia st ta ¢6 mét bdng doanh thu vé cdc sdn phdm non
nghiép nhu sau: Hinh 10.18.

D7
A ]
1 |Sin phdm S6 luiyng (1£’u)_f§Bd’ngii (nghin &4 ug) Tlla‘llllllélls
2|tda wo 700. 70,000
3 |Gao 30}
4Ngs 0, . 380 1€
3 _|Kboai 0
6 |sdn . 1s]
E e

Hinh 10. 18: Bdng doanh thu cdc sdn phdm néng nghiép

Trong dé cit thanh tién dugc tinh biing cdch 1&y Si
lugng x Pon gid. Ching han d€ tinh két qui ciia 8 D2 ta si
dp dung coéng thitc =B2*C2. Téng s8 tién thu duge 1a 147,50
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(nghin déng), duge tinh biing cong thic =SUM(D2:D6). F
gid ta phdi tinh xem 56 lugng sfn cin phéi dat bao nhiéu
dé thu duge tdng s8 tidn 13 187,000 nghin ddng. Ta s& di
Goal Seek d¢ gidi hai todn nay. Céch lam nhu sau:

1. Kich chuét vao 8 D7.
2. Tit thue don Tools, chon Goal Seek..

3. Khi hop thoai Goal Seek xust hién, nhip 187,
vao myc To value, nhap $B$6 (5 s5 lugng sén) s

muc By changing cell. (Xem Hinh 10.19). Nhip xc
kich OK.

Goal Seek (X,
Set ced: ID? ¥
To value: {187,000

By changing cell; 1$B6) It

I_TI Cancel l

Hinh 10. 19: Cdc gid tri nhdp vao hép thoai Goal Seek

4. Hop thoai Goal Seek Status xudt hién, théng b:
cho ta bigt da tim thay gidi phdp dé dat dugc mi
tiéu. Dong thdi gia tri tai céc 6 B6, D6 va tdt nhién
D7 nita déu thay ddi, xem Hinh 10.20.
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A B C
L |Sdu pbdm 56 uyng (t5'a) Dorn gix (ag
e  {t4n) Dd'n gid (. _
3|6 .
4 [Ngs o L2200 16500
> [Rboal . wo T 4000 3,000
Sffdn _ mas 200 42500
& T6nG . I __.__.w____.m_.m

Goal Seek Status

TR

Goal Seaking with Cell D7 T -
T a solution, N | . .
12 ’

' Cancel ' )
15| o _Pas |
16 : '

13 Targat value: 187000
14| ] Current value: 187,000

Hinh 10. 20: Hop thogi Goal Seek Status xuge hién théng bdo
cho biét da tim ra gidl phdp

Nhu vay d€ dat dugc téng tién 1a 187,000 nghin déng thi

s8 lugng sin phai dat 212.5 tan. :

Luv 3: D¢ ¢6 thé ap dung Goal Seek thi ¢ By changing
cell khéng duoe chiig cong thic, dong thoi 6 By changing cell

va 6 Set cell phdi lien hé vdi nhau bang céng thie tink todn
nao do.
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4. COMBO BOX

Combo Box la gi?

Combo Box 14 mét hép trong d6 cé chua mét danh s
ma khi ban chon mat dsj tugng trong danh sach dé thi Ex
s€ tu gdn doi tugng d6 cho 6 chia tré chudt, xem Hinh 10.2]

| Gao
Nzd
Khoai

L Sin

Hinh 10. 21: Mét vi du vé Combo Box

Cach tao h(")p Combo Box

Ta s& st dung lai bang doanh thu vé cdc sin pham né;
nghiép trong phan Goal Seek (Hinh 10.18) d& lam vi dy cl
phan nay. Céc ban cé thé thdy, trong ¢6t San ph&m c6 5 d
tuong: Lia, Gao, Ngé, Khoai, Sdn. Gia si bay gi¥ ban mus
gan d6i tuong Laia cho mét 6 bat ky nao dé trong bang tin
chang han 6 C9 ma khéng can phai g6 chit Laia. Thay vi d
ban tac ra mét hép Combo Box 6 chia 5 d6i tugng Lua, Ga
Ngé, Khoai, S4n. Khi muén gén Lia cho 6 C9 ban chi cdn du
tré chudt vé 6 C9 réi chon Lia trong Combo Box thi Exce] s
tu gdn dbi tugng Lda cho 6 C9. T4t nhian d&y chi 1a mét vi d
don gidn nhdm gidi thidu véi cac ban vé tdc dung ctia Comh
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Box, ban ¢6 thé phat trién them dé thidt k& cac form nhap
liéu trong Excel.

Céc bude thuc hién nhy sau:
1. M¢ bang tinh ¢6 chaa bing doanh thu vé cdc san
phdm néng nghiap.

2. Tu thye don View cia Excel, chon Toolbars, sau do
chon Control Toolbox, Thanh eéng cu Control
Toolbox s& xust hién, xem Hinh 10.22.

Hinh 10. 22: Thanh cong cu Control Toolbox

Luu %: Thanh cong cu Control Toolbox c6 thé hién thi
dugi dang cét doc. Ban ¢ thé thay d6i hinh dang ctia né
bdng cdch ré chuot v@o cdch canh cia né, khi tré chudt bién
thanh mai tén hai ddu thi hdy nhdn gig trd; chudt va kéo dé
diéu chinkh hinh dang cia Control Toolbox theo ¥ thich.

3. Kich chudt vao nit Combo Box 8 trén thanh cong
cu Control Toolbox. Khi dé tré chudt s& bié€n thanh
mét ddu cdéng (+) nhé.

4. Bua chuét t6i vi tri muén dat hop Control Toolbox r
nhén giit trai chuét va v& hop Control Toolbox, hop
Combo Box s& xuit hién vé6i cde nit didu chinh kich
thude & xung quanh. Trong vi dy cda ching ta, tai
chon 6 B9 d& dit hdp Control Toolbox, xem Hinh
10.23.
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A B C  CahDo
1 |Sdu phdm §¢'luyeg (tdn) Doa gid (aghin ddng) Thinhtiém
2llda 10 700] 70000
3 [Gao S0 1000] 50000
4 |Nad 36 (3300 16500
4]
7 ;
g s’
9 a
10

Hinh 10. 23: Chon vi tri dgt hép Combo Box

Luu $: Lic nay ban cé thé di chuyén hodc diéu chi
kich thudc cda hép Combo Box giéng nhu viéc diéu chi
mdt d6i tugng hinh vé binh thudng.

5. Kich vao nit Properties trén thanh cong
Control Toolbox. Hép thoai Properties s& xuit hié

(Hinh 10.24) cho phép
ban thiét l4p cdc thude
tinh cia Combo Box

Hinh 10. 24:

Hép thoai
Properties
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Properties

jSheet1 workshest

Alphabetic | categorized |

FNEFES) }

o
DisplayPageBré|

False

DisplayRight To:

False

EnableAutoFilte

False

EnableCalculati

'l'.rue

EnableQuttining

False

EnabiePivotTat

False

Fnableselectior

0 - xINoRestr

°1 - xiSheetvigh)




Trong hép thoai Properties c6 rit nhidy muc, nhung &
diy ta chi quan tam tg; mdt s8 mue, ban hay kich chudt vao
mii t&n chi xuéng trén hop thoai nay daé chon tén
ComboBox1 va gan cdc gid tri thudc tinh cho né:;

ListFillRange: ban nhip A2:A6 dé chi dinh tham
chiéu téi danh sich cga h¢p Combo Box. Nay ban
tham chigu t6i mot ving trén s bing tinh khdc th
ban nén dit tén nhan cho vung d6 rdi gdn cho
ListFillRange.

ColumnCount: ban nh4p 1, day 13 s§ ¢6t danh séch
hién thi trong Combo Box. (0 day ta chi c6 mot cjt
San phidm nén ta chon 1a 1.

BoundColumn: ban nhip 1, déy la cot gan gid tri
cho 6 C9.

ColumnWid,ths: ban nhap 120 pt, day 12 do rong cot
tinh bing point. N&u ¢6 nhidy ¢ft thi ban hay diung
déu chdm phdy (;) d€ phan cdch, chdng han 120 pt;
100 pt; 80 pt; ... -

ListWidth: ban nhap 120 pt, diy 1a do rong ¢4 danh
séich, néu ban khéng gan gid tri cho né thi Exce] sa tu
ddng gén mot gis trj chugn,

Font: ban chon VNI-Times lam font chit cho hép
Combo Box.

Nhép xong cdc thudc tinh cho Combo Box, ban hay déng
hép thoai Properties lai béing c4ch kich vao ngt Close X cfa
hp thoai nay.
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1. Kich vao nat View Code

trén thanh cong «

Control Toolbox. Khi dé clta s6 soan thdo

Microsoft Visual Basic sé& xuit hién, xem Hin
10.25.

IR atpybaen.xls (ATPYBAEN
+ -84 funcres (FUNCRES.XLA)
= & VBAProject {(Book3.ula)
- (3 Microsoft Excel Objects
i A5 Modules
W Modulel
i & VBAProject (combo box.
- 9 Microsoft Excel Objects
" B Sheeti (Sheet1)
&) sheet2 (Sheet2)
) Sheet3 (Shaet3)
% Thisworkbook

(& .o L e %

ICnrnboBom - I lChanqe - '

Private Sub ComboBox] _Change(y -
Ead Sub
=fF 1| _>FJ

Immediate .

{avto_open] <
[SetupFunctionlDx] <
(3etupFunctionlDx] >
[PickPlatform] <
[PickPlatform] >

Hinh 10. 25: Cita s6 Microsoft Visual Basic

Nhin vao cita s§ nay ban thay da c6 s&n hai dong lénh:

Private Sub ComboBox1_Change()

End S_ub
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Bay gio ban hdy nhap cau lénh  Active.Value =
ComboBox1 d€ gin gid tri trong ComboBox1 cho 6 hién thui.
Boan m4 lic d6 s& nhy saw:

Private Sub ComboBoxl_Change( )
Active.Value = ComboBox1
End Sub
Nhéap xong doan ma nhy trén, ban hay thoat khéi cia sg
Microsoft Visual Rasic biing c4ch vao thuc don File cda clra

86 nay réi sau dé chon Close and Return to Microsoft
Excel. Hoic ban ciing c6 thé nhan t8 hop phim ATL+Q.

2. Kich vao nat Exit Design Mode & trén thanh céng
cu Control Toolbox dé thodt khaj ché ds thist ke
Combo Box,

A . B C D

Lia

alv[wivlojuwlisaluwin]—~
=]

—y

Hinh 10. 26: Gdn Luag ti hép Combo Box cho 6 C9
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Nhu véy ching ta da tao thanh cong mét hép Combo B
Bay gi¢ ching ta cing nhau kiém tra két qua hoat dong
né xem sao: chuyén tré chudt téi 6 C9, kich chuét vao miii
cia hop Combo Box vita tao, sau dé chon d6i tuong Lada tre
danh sdch s6 xudng, Excel s& tir déng gan Lua cho 6 C9. X
Hinh 10.26.

Chinh stta Combo Box

Mudn chinh sifta Combo Box, ban hay chon né, sau d6 -
View\ Toolbars, chon Control Toolbox. Khi thanh cdng
Control Toolbox xudt hién, hiy kich vao ndt Design Mc

—1 sau d6 chon cdc ndt khie nhu Properties hoic Vi
Code d¢ chinh stia Combo Box.

Xéa Combo Box

Muén x6a’Combo Box, ban hay chon né, sau dé -
View\ Toolbars, rdi chon Control Toolbox goi thanh c¢

cu  Control Toolbox. Kich chudt vao nit Design Mode E
trén thanh Control Toolbox, kich chudt vao Combo F
mudn x6a, khi ¢6 cdc ndt didu chinh kich thude xuit hi
quanh Combo Box ban hiy nhén phim Delete d€ x6a.

Ching ta vita hoc xong mot s8 chie ning nang cao tro
Excel. Pay 14 mét chuong khé va cing la chuong cudi e
céc ban hdy ¢§ ging nghién ngém va thyc hanh nhidu d& n
va van dung vao cong viéc nhim dat hidu qué cdo nhét.

Chic cdc ban thanh cang!
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Phu luc 1

MOT SO PHIM TAT TRONG
EXCEL

Excel ¢6 rdt nhidu t6 hop phim tit danh cho nhitng ngusi
¢6 théi quen st dung ban phim. Khi da quen véi cde t6 hop
phim nay thi thao tdc ciia ban s& nhanh hen nhiéu so véi
ding chudt. Vi vay phén phu luc nay xin gidi thidu vdi cde ban
mét s6 t& hop phim tdt théng dung duge phén ra theo timg
chit dé nhs, gidp cho viée tra cifu tham khdo d& dang hon.

1. CAC PHIM LAM VIEC VI cUA S8 BANG
TiNH

ALT+PRINT Copy mét cita s6 bang tinh hién thei
SCREEN vao clipboard.

ALT+SHIFT+TAB Chuyén vé bang tinh truge.
ALT+TARB Chuyén t6i bang tinh ké tip.
CTRL+ESC Goi thue don Start céia Windows
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CTRL+F10

CTRL+F5

CTRL+F6

CTRL+F8

CTRL+F9
CTRL+SHIFT+F6
CTRL+W hosac
CTRL+F4

Fé

PRTSCR
SHIFT+F6

338

Phéng dai hodc khai phuc cita s8 bang
tinh.

Khéi phy kich thudge cGa cia s§ bang
tinh hién thei.

Chuyén t6i cita s6 bang tinh k& tiép
khi mé nhiéu bang tinh.

Thay d6i kich thude cia s§ bang tinh:
nh&n CTRL+F8 sau d6 ding céc phim
miii tén dé€ diéu chinh, nhan phim
ESC dé thodt.

Thu nhd t6i thidu cia s bang tinh.
Chuyén vé cita s8 bang tinh truge dé.

DPéng ctfa s8 bang tinh hién thai.

Chuyén sang khung (pane) ké tiép cia
mdt s§ bang tinh d4 chia manh (split).

Copy man hinh vao clipboard.

Chuyén vé khung trudc d6 cia mét s
bdng tinh d4 chia ménh (split).



2. CAC PHIiM LAM VIEC VI THUC poN

ALT+SPACEBAR

CTRL+!
CTRL+7
. CTRL+HOME

CTRL+END
CTRL+TAB

hodc

hoice

CTRL+SHIFT+TAB

F10 hodc ALT

HOME hoic END

PGUP hosgc PGDN

SHIFT+F10

TAB
SHIFT+TAR

hodc

Goi hop didu khién cia s6 Excel,
gidng nhu kich vado bidy tugng
Excel & thanh tiay dé (trén cing
bén trai).

Hién thj toan bd cde myc trong mét
thue don hién hanh.

Hién thj hodc d4u thanh edng cy
chuén,

Di chuyén t6i dinh hodc ddy cga
mét thue don danh séch,

Chuyén d4i gia thanh thiye don va
cdc thanh edng cu,

Bat/ T4t thanh thue don cong cu.

Chon mye diu tien hodce cusi cing
trong thue don, khi thye don dang
kich hoat.

Cuén lén hosc xuéng mot man
hinh,

M4 thye don tit,

Di chuyén qua lai giita c4c muc cda
thanh thye qom.
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3. CAC PHIM LAM ylEc \Lﬂu HOP THOAI
VA CAC BANG BIEU KHIEN

ALT+ky tu gach Chon mgt tdc vy.
chan

CTRL+SHIFT+TAB Quay vé nit chon truGc trong hop
hode CTRL+PGUP thoai.

SHIFT+TAB hoiic Chuyén téi cdc nit chon trong hop
CTRL+! thoai.

SPACEBAR X4c nhan viée chon hodc hién thi mot
danh sach.
TAB Di chuyén giifa cdc nhém

4. CAC PHiM LAM VIEC VGI HOP THOAI
OPEN HOAC SAVE AS

Cdc phim nay c6 tdc dung khi ban d3 goi ra hép thoai
Open hodc Save As trong Excel.

ALT+1 Quay vé thu mue trudc, gidng nat Back.
ALT+2 Quay vé thif muc cdp trén, giéng niit .
ALT+3 Goi trinh duyét Internet Explorer, giéng

nit .
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ALT+4 Xéa thu muc hose tap tin duge chon, gidng
ntit E
ALT+5 Tao thu myc méi, gidng niit

ALT+6 Chuyén d5i gita cde ch& d6 hién thi danh
sédch céc thu‘ mue va tap tin, gidng nut

Vlew .

ALT+7 hoic Goi thuc don Tools trén hop thoai Open
ALT+L hodc Save As.

ALT+I ho#c Nhay vé hdp cho phép chon céc & dia.
F4

F5 Lam tuoi (refresh) lai danh sdch.

5. CAC PHIM LAM VIEC V(i BANG TiNH

In an, di chuyén, déi tén va x6a bang tinh

ALT+E+L Xéa s0 bang tinh hién thei,

ALT+E+M Di chuyén hosc copy s6 bang tinh hién
thai,

ALT+O+H+R Déi tén s6 bdng tinh hién thi.

CTRL+P hode Goi hop thoai Print.
CTRL+SHIFT+F12
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CTRL+PGDN
CTRL+PGUP

Di chuyén t6i s§ béng tinh k& tiép.

Quay vé s6 bang tinh trude dé.

SHIFT+F11 hojc Chén thém mbt s6 bing tinh méi.

ALT+SHIFT+F1

Di chuyén va cudn man hinh sé bang tinh

ALT+PGDN
ALT+PGUP

CTRL+!
CTRL+T
CTRL+END
CTRL+HOME
CTRL+phim
mii tén
END+HOME

F5
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Cudn sang trdi mdét man hinh bang tinh.

Cudn sang phdi mdt man hinh bang
tinh.

Chuyén con trd téi dong cudi cung cla
bang tinh (dong thi 65536).

Chuyén con trdé téi dong dau tién cla
bdng tinh (dong 1).

Chuyén t6i 6 cudi cing ¢6 chita di¥ liéu
cda bang tinh.

Chuyén vé 6 diu tién (Al) cia s6 bdng
tinh. '

Di chuyén con trd t6i cdc canh cda s6
bang tinh hién thi.

Chuyén téi & cudi cung c6 chia dir lidu
trong bang tinh,

Goi hép thoai Go To.



HOME Chuyén v& 6 ddu tién clia dong hién

théi.

HOME Di chuyén vé cit A

- PGDN Cubn lén mét trang man hinh bang

tinh.

PGUP Cufn xudng mét trang man hinh bing
tinh.

SHIFT+ENTER . Di chuyén 1én 6 k& trén 6 hién thai.

SHIFT+F4 Tim tiép, giéng nhu khi kich vao nit
Find Next.

SHIFT+F5 Goi hop thoai Find.

hodc

CTRL+F

TAB Di chuyén giita cdc 6 bi khéa trén mét
bdng tinh duge bdo vé, hosic mét ving
dugc chon.

Cac phim chon khéi dit liéu

CTRL+SPACEBAR Chon toan bd c6t hign thai.
SHIFT+SPACEBAR  Chon toan bd. déng hién thai.

CTRL+A Chon toan bd s§ bang tinh hidn
thdi.
CTRL+SHIFT+O Chon tat cd cdc 6 c¢6 chu thich.
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CTRL+SHIFT+HOME Chon khéi tif vi tri con tré trd vé
d4u s6 béng tinh.

CTRL+SHIFT+END  Chon khéi tir vi tri con tré tré vé
cudi s& bang tinh.

SHIFT+PGDN ~ Chon mét khéi 18 dong tinh tir vi
tri hién thoi kéo xudng.
SHIFT+PGUP Chon khoi tir vi tri hién thoi trg vé

d4u s8 bdng tinh.

SHIFT+phim miii tén Mg rong khéi chon.

6. CAC PHIM NHAP LIEU, HIEU CHINH VA
DINH DANG DU LIEU
Cédc phim nhap liéu
ENTER K&t thic nhap liéu vao mét 6 va chuyén
con trd xudng 6 k& dudgi.
ALT+ENTER Xudng dong méi trong ciing mot &.
CTRL+ENTER K&t thic viéc nhap liéu vao mot 6 nhung

con tré khéng chuyén sang 6 k& tigp.
SHIFT+ENTER K&t thic viée nhép liéu vao mét 6 va

chuyén con tré lén 6 k& trén.

TAB Két thic viée nhép lidu vao mét 6 vi
chuyén con tré sang & ké& bén phai.

344



SHIFT+TAB Két thac viéec nhép liéu vao mot 6 va
chuy€n con tré sang 6 k& bén tréi.

ESC Huy bé viéc nhép liéu dang tién hanh ¢
¢ hién thai.

HOME Chuyén vé ddu dong.

CTRL+K Goi hop thoai Insert Hyperlink.

CTRL+; (chdm Gdn ngay thdng hién thdi cho 5 hilén
phéy) hanh.

CTRL+SHIFT+: Gédn gi¢ hién thai cho 6 hién hanh.
(hai cham)

CTRL+Z Gidng nhu lénh Undo.

Cae phim nhép cac ky tu dic biét

ALT+0162 Nbép ky hiéu ¢.
ALT+0163 Nhép ky hiéu £.
ALT+0165 Nhép ky hiéu Y.

Nhap liéu vao cong thic

ALT+= (d4u bing) Chén céng thac tinh tdng SUM().

CTRL+  (ddu cung Chuyén d6i gitta hai ch€ d hién

phim véi déu ~) thi gi4 tri va hién thi c6éng thye
cua 6.

CTRL+ (nhdy don) Sao chép cong thuc tir 6 trén xudng.

345



CTRL+A

CTRL+SHIFT+”
(nhéy kép)

CTRL+SHIFT+A

CTRL+SHIFT+ENTER
F2

SHIFT+F3

Hiéu chinh di li¢u

Khi dang nhéap cong thdc, nhén td
hop phim nay dé goi hop thoai
nhap déi s6 cho ham.

Sao chép gi4 tri tit & trén xudng o
dudi nhung khong sac chép cdng
thue.

Khi dang nhép c¢ong thie, nhin t6
hgp phim nay d€ dién ci phédp cho
ham. '
X4c dinh coéng thic mang

Chuyén con tré dén ky tu sau cung

trong & d€ nhép tiép.

Goi hop thoai Insert Function d&
chén ham.

ALT+ENTER Xudng dong trong cang mot 6.

CTRL+DELETE Xéa ti vi tri con tré vé cudi dong.

CTRL+Z Gidng 1lénh Undo.

F2 Chuyén t6i ky ty sau cung trong &
dé nhéap lidu tiép.

SHIFT+F2 Gol hop ghi chi cho 4.
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Cheén, xdéa va sao chép 6

CTRL+ - (d4u tru)
CTRL+C
CTRL+V

DELETE

Xb6a cac & da chon.

Copy cde 6 chon vao clipboard.

Dan do liéu sac chép da luu vao

clipboard.

Xo6a ngi dung cdce 6 da chon.

DPinh dang di liéu

‘ALT+ (nhay don)
CTRL+1

CTRL+SHIFT+~
CTRL+SHIFT+$

CTRL+SHIFT+%

CTRL+SHIFT+*
CTRL+SHIFT+#

CTRL+SHIFT+@

Goi hgp thoai Style.
Goi hdp thoai Format Cells.

Pinh dang kiéu General.

Pinh dang kiéu tién té Currency
¢6 ddu d6 la ding trude va s& am
duge dat trong ngoic don chi mau

dé.

Pinh dang kiéu phian trim

Percentage.

DPinh dang kiéu Scientific.

Pinh dang ngay kiéu d-mmm-yy,

vi du 19-Aug-03.

Pinh dang gid theo kiéu h:mm

AM/PM, vi du 3:23 PM.
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CTRL+SHIFT+!
CTRL+B
CTRL+I
CTRL+U
CTRL+5
CTRL+9

CTRL+SHIFT+(
(ddu ngodc don mé)

CTRL+0 (56 khéng)

CTRL+SHIFT+)
(d4u ngodc don déng)

CTRL+SHIFT+&

CTRL+SHIFT+_
(gach dusi)
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Dinh dang kiéu s Number.
Chif dam.

Chtt in nghiéng.

Chit gach chan.

Gach ngang than chi.

DA4u dong da chen.

Hién thi cdc ving bi che d4u bén
trong ving chon.

DAu cdc cft da chon.

Hién thi cdc cot bi che diu gan
vang chon.

Tao duong vién xung quanh wving
chon.

Loai b6 dudng vién xung quanh
vung chon.



7. CAC PHiM pINy DANG DUGNG viEN

TRONG THE BORDER CUA HOP THOAI
FORMAT CELLS

Thém hoic b dudng vién tren,

Thém hoie bg dudng vién dysi

Thém hoic bg dwing vién trai.

Thém hoic bs dudng vién phsi.

Thém hoic b6 c4¢ dlriing ngang & giita.
Thém hoic bé cgc dudng doc & giita,

Thém hoic bg dudng chéo tiy g6c dudi bén phai
Ién géc trén bep trai. ‘

Thém hozc b dudng chéo tiy 86c dudi ben trs
I€n gée trén ben phai,
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Phu luc 2

MOT SO THU THUAT TRONG
EXCEL

Phan nay xin gi6i thidu vdi cac ban mot s6 tha thuit ral
hitu ich khi ban lam viéc véi Exce] 2003.

1. DAT MOT SO THUOC TiNH MAC DINH
CHO EXCEL

Théng thuong khi ban cai dit xong Excel va khai dong né
thi font chit mac dinh thudng 1a font Arial. Véi font nay ban
khong thé g6 duge tigng Viét c6 d4u. Muédn g dugc tiéng Viét,
ban phai chon c3 bang tinh réi mé; chon mét font tiéng Viét
nao dé, ching han VNI-Times hogc .VnTime. B§ khéi mst
thdi gian vao viéc chuyén font chit, ban hay thiét lap font
tiéng Vigt méc dinh d€ mai khi khdi dong Excel 12 n6 ty nap
sén font tiéng Viét cho ban. Cach lam nhy say:

1. Tir thue don Tools, chon Options...

2. Kich chon thé Genneral trong hdp thoai Options,
sau d6 chon font VNI-Times hodc .VnTime trong myc
Standard font, xem Hinh PL.1.
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Néu muén mbi khi Juy béng tinh thi Excel sa ty dong
chuyén t6i mot thy myc nao d6, chidng han D:\Excel, thj
trong muc Default file location ban nhap D:\Excel. (N&y

mue méc dinh 1& C:\My Documents),

Ngoai ra ban con ¢ the thay d6i duge s5 s§ bang tinh
(méc dinh 13 3), bing c4ch nhdp mét con s8 chi s§ g8 bang
tinh vao muc Sheets in new workboolk.

Hinh PL. 1: This Ldp font chiz va duing dén
mdc dinh cho Excel
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2. CACH NHAP LIEU TU PONG TRONC
EXCEL

Trong cdc bang tinh Excel, déi khi ban phai nhé,.p céce s
thit tu, cdc ngay trong tuan, cdc thing trong n#m theo thu tu
Cong viéc nay cing ngdn cia ban khd nhiéu thai gian. Tu;
nhién, ban ditng lo Excel sé& giip ban lam viéc nay moét cacl
nhe nhang. Ban hay thuc hién theo cac budc sau:

1. Nhép hai s§ hodc hai ngay vao hai & k& ti€p nha
trong bang tinh.

2. P4anh ddu chon cd hai 6 dé.

3. Di chuyén tré chuét t6i géc 6 ddu cong, khi tré chud
bién thanh ddu céng nhé thi ban nhan giit tréi chus
roi kéo ré dén s¢ thid tu hoac dén ngay ban muén. Ca
s0 hod#ic cdc ngay sé theo th( ty ting hay gidm dén I
tuy thudc vao hai s6 & hai 6 dau. Xem Hinh PL. 2.

} YNI-Times > =
Al Mon
seikind! | Nhdn gitf chudt D
oo vio day 151 kéo
¥ xudng :
3

Hinh PL. 2: Cdch nhdp liu tu déng
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Vi du:

-Néuhai 6 ddula t va2thidaysd6salal, 2, 3,4, ..

- Néu hai 6 ddu la 1 va 3 thi daysdselal, 3, 5,7, ..

- Néu hai 6 ddula 2 va 1 thi diy s6 s81a 2, 1, 0,-1,-2, ..

- Néu hai 8 d4u 1a Mon va Tue thi day thd s& 13 Mon, Tue,
Wed, ..

3. CHUYEN DONG THANH COT VA NGU(C
LAI

Gid sd ban da tao xong mét bang tinh gdm nhiéu dong va
cgt. Xong vi mft Iy do nao d6 ban lai muén chuyén dong
thanh cdt va nguge 1ai. Ban hiy lam nhu sau:

1. Chon bdng di lidu mudn chuyén d&i va nhan
CTRL+C.

2. Chon ndi mudn dit bang dit liéu méi, rdi vﬂo trinh,
don Edit, chon Paste Special. k

3. Trong hop thoai Paste Special, ban hé‘.y danh diu
vao hop kiém Transpose. Xem Hinh PL3. .
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Paste Speciat

Pagte - e e

o« Al : " validation

¢ Eormulas " all except borders

" yalues ¢ Colurnn widths

™ Formats " rormulas and number formats

{ Comments £ values and number Formats
Operation < - e .

¢ Ngne " Multiply

 agd {" Divide

¢ gubtyact

Cancel }

Hinh PL. 3: Chon Transpose trong hép thoat chuyén dong
thanh cét

4. Kich OK dé hoan tat cong viée.

A. CHEN NHIEU DONG HOAC NHIEU COT

Thong thudng khi ban vao trinh don Insert roi -chor
Rows (Columns), thi Excel chi chén thém cho ban mgt don;
(cdt). Mudn chén cing lac nhidu dong (c6t), ban lam nhu sau
Ban hay chuyén con trd t6i tiéu dé dong (cdt) noi ¢an chen thérr
Kéo chudt chon s8 dong (cdt) mudn chén cing mot lic, chang ha
chon 10 dong (cbt). Sau d6 nhap phai chudt viio nhitng dong (c01
vita chon, rdi chen Insert trong thuc don tit ndi 1én. Khi 4
Excel s& chén thém cho ban cung lac 10 dong (cbt).
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5. XUONG DONG TRONG MOT 0

Théng thudng trong khi nhap lidu vao mdt 6, néu ban
nhin Enter thi tré chuét sé chuyén xudng 6 & dong dusi. Dé
xubng dong trong cung mot 6, ban hay nhén phim ATL va
nhan Enter d& xuéng dong ma con tré vin khéng nhay sang &
khdc. Gid s& d€ nhép duge hai dong vao cung modt & nhu &
Hinh PL. 4 duéi day, ban lam nhu sau:

RS
A Anb yéu em!
o e Tl B B: Em y8u znh!
A Anh yéu em! : '
‘1 |B: Em yéu anb! ‘:

Hinh PL. 4: Vi dy vé hai dong trong cing mét 6

Bua tré chut va 6 Al va nhap A: Anh yéu em!, dén day
ban nhén gitt phim ALT réi nhin Enter dé xudng dong va
nhép tiép B: Em yéu anh!

l? 4 F . Fal -
6. HIEN TH| GIA TRI TREN MOT HiNH

AUTOSHAPE

Né&u ban muén lam cho mét gid tri nao dé trd nén ndi bat,
ban c6 thé st dung mét hinh AutoShape va thé hién gid tri
Ién d6. Cach thuc hién nhu sau:
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1. Truéc hét ban hay chon nut AutoShapes § thanh
edng cu v&, chon mét hinh ma ban thich va v& né lén
bang tinh.

2. Kich vao thanh céng thue va nhédp tham chidu téi &
chda gid tri mudn thé hién, chédng han =$B$14. Nhap
xong nhin Enter.

3. Sau d6 ban ¢6 thé kich phai vao hinh AutoShape d¢
roi chon Format AutoShape dé trang tri lai cho tai
khi ung y thi théi. (Xem Hinh PL.5)

Dravieds T Ei
RN o ar
¥3 B850 20
3 20 1750 i
4 780 2500 o
5" 1,100 36 o
i3 "B 4200 N
17 53 4700 1
'3 1200 550 J
' |
-
j Y

51 $5.900
% | |
' Sheett S I G

Hinh PL. 5: Hién thi gig tri trén mét hinh AutoShape

Moéi khi gid tri & 6 tham chiy B14 thay ddi, thi gia tri
thé hién trén hinh AutoShape ciing thay ddi theo.
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7. GAN GI!A TR TU EXCEL VAO WORD

Ban c6 thé gan gia tri tu mot bang tinh Excel sang mot
tap tin Microsoft Word, vA mdi khi dir liéu trong béng tinh
Excel thay d6i thi d& liéu trén tai liéu Word duge gén ciing
thay ddi theo. Cach lam nhu sau:

1. MG& bang tinh Excel va chon nhitng 6 muén gan gia tri
cho Word.

2. Kich phai chudt vao nhiing é vita chon, rdi chon Copy.

3. M6 tép tin Word dé gan dir liéu Excel, chuyén con trd
téi noi can gan di lidu.

4. Tu thyc don Edit cia Microsoft Word, chon Paste
Special.

5. Khi hop thoai Paste Special xuit hién, chon muc
Paste link, sau d6 trong muc As ban chon Microsoft
Excel Worksheet Object. (Xem Hinh PL.6)
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Paste Spebial

Source:  Microsoft Excel Workshest

Shest1{R2C3:R3IC3 E
as: . —— Canvel l
e Paste: Muroscft Exiel Worksheer Ohiect - - §

= e Formatted Text (RTF)
* Paste nk: Unformatted Taxt
Picture {Windows Metafile)

Bitmap

HTML Farmat . .
Unformatted Unicode Text _J I Display as icon

Inserts the contents af the Cliphoard as a picture,

: @_. Paste Link creates a shortcut ta the source File. _
Changes to tha source file will be reflected in your i
document, :

Hinlh PL. 6: Lua chon dé gdn di ligu tir Excel sang Word

6. Kich nit OK d€ hoan t4t vigc gén gid tri tit Excel
sang Word.

7. Khi dit liéu trong Excel thay déi va ban muén cip
nhét nhing thay d6i d6 cho Word. Ban hay kich phai
chudt vao ddi tugng vita gan, réi chon Update Link
trén thuc don tdt néi 1én.

8. TiM NHANH SO BANG TiNH

Néu mét tap tin bang tinh cta ban ¢6 nhiéu 8 bang tinh,
viée 14n mo dé tim ding s8 bang tinh trén thanh ngang that
mit thi gi¢. D€ tim nhanh, ban hay kich phai chudt vao thanh
cudn ngang & géc dudi bén trdi man hinh va chon ding tén s8
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béng tinh trong mét danh sdch ndi 1én, xem Hinh PL.7 du6i
day minh hoa trudmg hgp mdt bang tinh c¢6 3 s bang tinh
Sheetl, Sheet2, Sheet3.

Kich
phdi

Hinh PL. 7: Cdch tim nhanh sé bdng tinh

9. HIEN TH| HANG NGHIN KHONG CO CAC
SO KHONG (0)

Gid sd ban ¢6 con s6 45,000 (bér muoi 1am nghin) nhung
ban lai chi muén né hién thi trén bang tinh 14 45 théi. Ban
lam nhu sau:

1. Chon 6 c6 chita con s6 45,000.

2. Ti trinh don Format, chon Cells... , sau d6 kich chon
thé Number. Chon Custom trong muc Category,
sau d6 nhap 0, vao muc Type (s& 0 c6 diu phdy ngay
sau), xem Hinh PL.8. .
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Format Cells

Number l Alignment I Fonk l Border i Patterns I Prokection ‘

categorv 5amp|e e B —— _..__i
General _"i_l . 45 : 5
Number e e e e e e s e
Currency Type:
fccounting ID |
Date ’ .
Time General A
Percentage 0
Fraction 0.00
Scientific *, %0
Text #,4#0.00

Special A,HRD (8, H20)
e - |70 red)e, #0) . ]
Delete |

Type the number format code, using one of the existing codes as a starting
point. '

| oK I Cancel l

Hinh PL. 8: Cdch tuy bién dé thé hién hang nghin
3. Kich OK d€ ké&t thue.

Liac nay & d6 vaAn cd gid tri la 45,000 (bén muoi lan
nghin) nhung trén bang tinh chi xuit hién con s6 45, con !
chit s6 sau d4 duge gidu di.

Muén hién thi cdc gid tri 6 hang tridu thi ban cing thu
hién cdc bude tuong tu nhu trén, chi khéc la trong muc Type
thay vi nhap 0, (s6 khéng va mot ddu phdy ngay sau), thi gi
phai nhap 14 0,, (sd khéng va hai dau phdy ngay sau).

360



HUGNG DAN SUDUNG

Excel 2003

TRAN PUC HIEN

Chiu trdch nhiém xudt bdn
CAT VAN THANH

Bién tip : THANH THAOQ

* Stra bdn in ; KIM ANH

Bia : PHAN LE THANG
e s
NHA XUAT BAN THONG K&

98 Thuy Khué , Tay Hd; Ha Noi - BT :8457290

In 1000 cuén khé 14 x 20 1ai Xi nghiép in B€n Thanh. S§ GPXB:
205/XB-QLXB . CXB cép ngay 03-03-2003. In xong va nop huu
chiéu thdng 11 nim 2003
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