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BAI 10 NGAY 7.12.2009 UTBINH SOAN THEO CLB TRE .

HIEN NAY UTBINH THAM KHAO 2 QUYEN SACH DE SOAN GIAO AN SU DUNG EXCEL
2007 : CLB HUONG NGHIEP KHUYET TAT TRE VA MICROSOFT OFFICE EXCEL 2007 CUA
KS NGUYEN MINH BUC CAC BAN NEN MUA SACH TAI QUYNH MAI 474 NGUYEN THI
MINH KHAI VA NHAN VAN 468 NGUYEN THI MINH KHAI PE DUO’C GIAM 30% SO GIA
BIA CAC BAN ‘MUA DIA CD HAY DVD DEN 42 HUYNH THUC KHANG PE MUA DUO’C GIA
RE HON SO CAC TIEM KHAC MUA USB - THE NHO - PIN MAY CHUP HINH VA CAC
DUNG CU KHAC VE NGANH ANH DEN NGA LOAN 62 HUYNH THUC KHANG DE MUA VO’I
GIA HA . MUA VA SUA MAY IN NEN DEN VAN NGUYEN 122 D BUI THI XUAN . MUA DIA
SOFT LAI LAM BA 160/1 BUI THI XUAN DO LA NHUNG DIA DIEM UTBINH DA DEN
MUA , CUNG CAP CHO CAC BAN NHAT LA VIET KIEU KHI VE VN CAN MUA DUNG MA
KHONC-’i CAN HOI‘ AI . UTBINH DA LAM QUANG CAO KHONG CONG CHI MONG GIUP iCH
CHO CAC BAN MA THOI .

I.CONG THUC VA HAM
1. MOT SO PHEP TOAN DUNG TRONG EXCEL :
e Ngoai chirc nang luu trir , Excel 2007 con giup tinh toan , xir ly cac so liéu

cu thé hay gia tri trong cac O két hop véi cac phép toan .
e MOt s6 cac phép toan trong Excel :

PHEP TOAN DUNG VO1 SO

+ CONG 2+3 ; A1+B1
_ TRU 8-5;A1-B1
* NHAN 3*5;:A1*B1
/ CHIA 8/3 ; A1 /B1

PHEP TOAN DUNG VOT VAN BAN

& NOI CHUOI Microsoft&Excel




2. CONG THUC :

La su phdi hgp giira cac gia tri s6, chudi, cac dia chi 6 va cac phép toan
hop lé.

Cong thirc giup tinh toan nhirng dir liéu cua Bang Tinh . Trong cong thirc
c6 thé phéi hgp cac phép toan nhu' : Cong , Trir, Nhdn , Chia ... Cé thé so
sanh nhirng gia tri hoac ndi van ban. R

Cong thirc cé thé dung gia tri cu thé, gia tri cia nhirng O khac trong cung
Bang Tinh hay trong Bang Tinh khac . ( Pugc goi la tham chiéu ) .

Gia tri Chuoi dung trong cong thirc phai é trong cap dau nhay doi (*”).
Cong thirc luon bat dau véidau (=).

3. NHAP CONG THUC :

Thay cho gia tri cu thé, _ban c6 thé dung cong thirc trong 0 cha Bang Tinh.
Nhap cong thirc cho 1 O Nhéap con tré vao 0 > Go : = > Nhap cac thanh
phan ctia cong thirc : Gia tri , Pia chi O va cac phép toan > Nhap xong
nhip Enter dé két thic nhdp . Excel sé tinh gia tri ctia cdng thirc va hién
thi trong O da nhap .Néu nhap Sai cong thirc , thong bao 16i bat dau bing
dau # sé xuat hién trong 0 .

12
13

A B C D E F G H | J
S | T&p hing S6 | Don | 4y anh tidn

1 | thirtr lrgng gia

2 1 |Batbi 12 1.000 12,000] I

3| 2 |Tap 15| 4000 60.000| I

4 3 |Sach 34| 15000 510.000| I

5 4 |Viétchi 50 2000 100,000,

6§ 5 |Thwéc 26| 3000 78.000 _

7 cangdq*— =Sum(Quet)Enter

Thanh tién cho Bit Bi : Dau = Nhip O S6 lrong (O C2 ) = Diu * > Nhiap O Don gia ( O D2 ) = Enter >
8 Hién ra két qua Nhin cia2 O .
9 Khi gé Dong vin bin trén , ban thﬁ}' cudi Daong la ONs, viy tao khbi dén d6 = Merge Cells = Center .
10 Sau khi cé két qua cia Dong But Bi , Ré xudng dé cé két qui Nhin cia cic O con lai .
11 Tinh két qui Céng : =SUM(Quét)Enter. Ra két qui Cong .

=Sum(Quét)Enter cé nghia la thuc hién nhitng déng tac sau day :

Go dau =

GO chir Sum.

Go dau (. R

Dung Chudt quét Khoi O can cong lai
Goédau).

Nhap Phim Enter .



CHU Y :

Gia tri cua O c6 cong thirc sé bi thay doi khi gia tri cia cac O c6 cong thirc
nay thay déi .

Khi thuc hién phép toan trir vé@i gia tri ngay trong cong thirc , két qua
thudng 1a mét ngay . P& chuyén ddi thanh gia tri s6 , ban thuc hién nhu
sau : Chon O can chuyén sang kiéu s6 > Chon Format /Cell/Number/Trong
Cot Category chon Number/Chon : -1234.10 . ( Khéng hi€u ??? — Ban nao
giai thich gium ).

4. PO UU TIEN CUA CAC PHEP TOAN :

Uu tién tinh toan tir Trai sang Phai .

C6 thé dung () dé thay doi tinh toan .

Phép Nhan * va Chia / thuc hién trudc + va - .
Vidu : 3+2*4 . Phép toan 2*4 thuc hién truéc .
Phép toan trong () thuc hién trudc.

Vidu : (3+2)*4 . Phép toan 3+2 thuc hién trudc.

5. SAO CHEP CONG THUC :

Chon 0 céng thirc .

Di chuyén con tré dén khi con tré c6 dang +

Drag chudt xudng cac O duéi > Excel tu dong diéu chinh dia chi 6 trong
cong thirc theo PHUONG va CHIEU Drag Mouse . ( Phép tinh th qua
Thanh Tién trong cac vi du truéc .Drag Mouse xudng ra két qua cac O duéi
( D6 la Excel da sao chép cong thirc O trén cung ap dung cho cac O du'éi ) .

6. HAM :

Ham la cac phép toan dac biét dung trong cac cong thirc , do Excel cung cap

san , nham thuc hién tinh toan mot yéu cau nao dé ma cac phép toan khong
xtr ly dugc.

PéE xir Iy tinh toan mot HAM thtrdng yéu cau cac gia tri dugc qui dinh theo
thir tu’ va cau tric rleng goi la POI SO .

Ham chi dung trong cong thirc, vi vdy m6i Ham phai bat dau véi dau =

Vidu:

o =SUM(A1:A5,5) : Tinh tong cac so trong pham vi A1:A5 vagiatri5.
A1:A5,5 la cac POI SO ciia Ham SUM .

o ROUND(A10 2) : Lam tron tdi 2 so lé gia tri trong 6 A10. A10,2 13 POI
SO ctia Ham ROUND .

7. CAU TRUC CUA HAM : gém c6

Tén Ham : SUM — ROUND.

Dau ngoac (

Cac PBoi S6 cua Ham phan cach dau (,) .
Cudi cung la dau ngoac).

Vidu:

o =ROUND(A10,2)



= Tén Ham : Do Excel dat nhu nhirng tén ham sau : sum, max, min
, average , round . . . Tén Ham khong phan biét chir Thudng , chir
In.
= DAi s6 va cac Poi S6 : Pdi S6 co thé la S6, CHUOI (Text) , Dia chi
O, ... tuy theo qui dinh cua Excel cho tirng ham .
* PJi S6 cia Ham cua ham thé Ia gia tri cu thé, mdt céng thirc hay
mot Ham khac.
o =ROUND(SUM(A1:A5)+10,2) )
e DOi s6 cia Ham la gia tri caa Chuoi phai dat trong cap
ngoac kép
e Vidu : UPPER(“Excel”)=EXCEL : Pdi chudi EXCEL thanh chir
In.

II.NHAP HAM TRONG BANG TINH
. NHAP TRUC TIEP :

Chon O can nhap > Nhap dau =, Tén ham va cac ddi s6 theo ding dang thirc
quy dinh cia Ham , trong cap ngoac .

. DUNG FUNTION WITZARD :

e Chon O can nhap > Nhap biéu tugng fx ( Paste Funtion ) trén Thanh Céng
Thirc Standard Toolbar d€ hién ra HT Insert Funtuion > Trong Select a
Funtion chon tén 1 nhém Ham > Ok > Hién ra HT Funtion Argument hién
thi nhirng do6i s6 cua HAM . Nhap nhirng do6i s6 cia HAM > Ok .

ITI.MOT SO HAM THONG DUNG

. Tinh Téng cac Poi S :

A B C D
DATA

b (= ]
h | ||

I

1
A
3
4
3
6
7

8 |SUM : Tinh Téng cic Déi S6 .

9 |Ci phap : SUM(numl,num?2 ,...)

10 puml , num? , : S, Pia chi 0 hay ving cia bing Tinh
11 Nhitng O khéng cé gia tri 1a kiéu sb di dwoc bi qua .
12

e Cia phap : SUM(numi,num2,...).
e Numl,num2, : S8, Bia Chi O hay Vung cua Bang Tinh .
o Nhirng O khdng cé gia tri la kiéu sé da dugc bé qua .



A6 (% A =
A B C E F G H 1

1 DATA

7 5 Insert Function

3 15 Search for a function:

a 30 T

5 5 50

6 = h O select a category: |Most Recently Used » |

7

8 |SUM : Tinh Téng cic Déi $6 . Sl @ e

9 |Ci phip : SUM(puml,num? , . . .) P ~
10 ‘numl , num? , : 56 , Pia chi O h y viing cia bang Tinh IF

11 | Nhitng O khéng cé gia tri la kidu sb di dwgc bi qua . gé’ilﬁT'—INK N
12 MaR

13 SIn b
14 I.th‘:'p 6 kéft qu&- SUM(numberl.numberZ....)

15 E - . Adds all the numbers in a range of cells,

1 2.Nhdp biéu tudng Insert Funtion.

17 3.Chonnhém HAM > Ok .

18

19 Help on this function s ] [ Cancel
20

21

e CoOng thirc : =SUM(A2:A4) , Két qua : Tong 3 s6 dau la 40 .

sum == ~ (0 % v [£&] -sum(aza1) g———

.5 B C D E F G H I il
1 DATA —
2 -5 Function Arguments
3 15
4 30 Number1 |A2:F\4| = {-5;15;30+
5 =

Numberz

6 A2:A4)
7 \
8 |SUM : Tinh Tong cac Doi 56 .

9 Ca phap : SUM(numl,num2 ,...)
10 |num] , num? , : 56 , Pia chi 0o hay viing cia biang Tinh
11 | Nhitng O khéng cé gia trj la kiéu sb da dwgc bi qua .

= 40
Adds all the numbers in a range of cells,

12
13 Mumber1: numberl,number?,... are 1 to 255 numbers ta sum. Logical walues and texdt
W are ignored in cells, included i byped as arguments,
15| Baifodn 1 yéu cdu finh T6ng 3 s& ddu .
16 Do dé chicdin Viing A2:Ad > Chinh lai Formula result = 40
i; trong Number 1 > Ok Help on this function Ok Cancel
19
20
A B C D

1 DATA

2 -5 7 L%

3 15 TONG 3 SO

4 30 ~ -

5 3 - DAU LA 40

6 [ 40 '

- A2:A4

8 |SUM : Tinh Tong cic Pdi 56 .

9 |Ca phap : SUM(num] num? ., ...)

10 |numl , num? , : S , Pia chi o hay ving cia bang Tinh
11 Nhirng O khéng cé gia tri la kiéu sé di dwoc bi qua .
12

13

e Cong thirc : =SUM(A2:A4,10) : Tong 3 s6 dau va 10 14 50 .

I <]




e - (% v A sumazaaie) ——
A B c D ' E F
; Function Arguments
3 15 S
4 30 Numberl |A2:44,10] (=) =
5. 3l Murnberz e =
6 |A4,10)
7
B
=
10 = 50
11 5 0 Adds all the numbers in a range of cells,
L= Mumberl: numberl,nurberz,... are 1 to 255 numbers ko sum, Logical values and text
13 are ignored in cells, included if typed as arguments.,
14
15
16 Formula result = 50
17 Help on this Function "_i I K, l [ Cancel ]

1

2

T 15 |

4 30 Number1 | T {-5;15;30;5}

N - 1| Murnber2 |

6 (A2:AS5)

7

8

9

10 = 45 “_

11 Adds all the numbets in a range of cells,

L Mumberl: numberl,numberZ,... are 1 to 255 numbers bo sum, Logical values and text
13 are ignored in cells, included if tvped as arguments.,

14

15

16 Formula result = 45

17 Help on this Function '—*_ O ] [ Cancel
18

19

2. S« dung chirc ning AUTOSUM dé tinh Téng Cét , Dong :

o Nhap O cudi ciia Cot hoic Dong can Tinh Tong , hodc quét chon Viing can
tinh Téng .

e Nhap AutoSum Z trén Thanh Cong Cu > Enter.

@ H9-™ i Bookd - Microsoft Excel - 27X
o =
k Home Insert Page Layout Formulas Data Review View Add-Ins @ - =7 x
= % N === = 5= Insert = A
Times New Rom A& ||| = Pz 7 78l t
PTI b o ool ¢ iﬂ I Fijt -C:J"‘J = 4 SJC: Find &
aste B I U by - A = o | | S50 onditiona orma Iz ort & Fin
- F ‘ Lo =2 [P I 8- % | ) Formatting = as Table = Styles 27 Filter - Select~
Clipboard & Font Alignment Humber Styles | Editing |
UM - (0 X ¥ | =sum(e2:E4) i v
A B G D E F G H 1 1 K L M N (8] E
1| Loai Quil | Quy2 | Qui3 | Qui4
= - I = s
2 [Bip 50 40 90 1 15 Cong thuc

) ‘
! |
3 Gi_nt 6{3 26 56 ! 36 | AutoSum
4 Duwing 25 30 28 | 8% i - .
5 |Téng chng:| 135 146] 174|=8UM tinh téng Viing
SUMinumberl, [number2], ...]

to E2:E4




A B C D E F G H | J K L
1 Loai Quy 1 Quy 2 Quy 3 Quy 4 Téng cing -
2 Bip 50 ) %0 15 195 Chon ©
3 Gao 60 26 56 36 178 Quet chon ving
4 Dwimg 25 80 28 89 22 1 B2 4&n E4
5 Tong cong : 1;3 146 174 140 595 thp AutoSUM
: Enter
8 SU DUNG CHUC NANG AUTOSUM TiNH Ra 195
9 2 ~ Iy
10 TONG CQT, DONG

3. Average : Tinh gia tri trung binh cua cac doi s6

e Cu phap : AVERAGE ( numl, num2,...)
e numil, num2 la S6, Pia chi 6 hay Viing cia Bang Tinh , nhirng 6 khong cé
gia tri 1a ki€u sd sé dugc bé qua .
e Cong thirc : =average(A2:A5)
o Chon O két qua > Nhap Nt Insetrt Funtion> Chon Average > Ok >
Ra HT Funtion Arguments , hang Numberl da c6 A2:A5 va két qua
=6 > Ok . Trung binh cacsotrénla: 6.

AVERAGE  ————v=me—sye—fi f. | ~AVERAGE(A2:AS) t———

A B C D E F G H 1 J K
1 |DATA
2 3
3 5| | Averace dem—
a4 g Numberl | RS z| = {mEE;
5 11 Murnberz | | =
6 |(A2:A5)
7
8
9
10 =M
1 Returns the average (arithmetic mean) of its arguments, which can be numbers or names, arrays, or references that
contain numbers,
12 Number1: numberl,numberz,... are 1 to 255 numetic argurents For which you want the
13 average.
14
15
16 Formula result = &
17 Help on this Function _.*_ kK l ’ Cancel
18
19

e Cong thirc : =average(A2:A5,1) . Trung binhcacsétrénvalla:5.



AVERAGE » (2 % « |[f| =avERAGE(A2:A5,1)
A B C D E F G H | 1 K
1 DATA | Function Arguments 253
2 3
3 3 AYERAGE
4 a Numberl |.¢u2:.¢'t5J 1| =
5 11] Mumberz | - = number
6 |2:A5,1)
7
8
9
10 = 3
11 Retur!ﬂs the average {arithmetic mean) of its arguments, which can be numbers or names, arrays, or references that
conkain numbers.
12 Mumberl: numberl,numberz, ... are 1 to 255 numeric arguments For which you want the
13 average.
14
15
16 Formula result = 5
17 Help on this Function I_ O J [ Canicel
18
19

4. ROUND Lam tron so :

e Cu phap : ROUND (num, digt_num) . Go : 23.785, muon co : 23.78

ROUND MO R
A B C D E F G H |
1 |= i
- ﬂ—‘ Insert Function
3 Search For a Function:
4 Twpe a brief descriptian of what wau wank ba do and then click G0
2 m =
6 Or select a category: |Math 8 Trig e — bt
7 Select a function:
g ROMAN ~
9
23.785 ROUMDDOW
10 ROUNDLP
11 SERIESSLIM
5Lk
12 SIM e
13 ROUND{number,num_digits)
14 Rounds a number to a specified number of digits,
15
16
17
18 Help on this Function --.[ K ] [ Cancel
19
20
21
22

e Nhap Nuat Insert Funtion, trong Or Select a Category chon Math & Trig >
Trong select a Funtion chon ROUND > Ok > Ra HT Funtion Agyments ,
nhap num la 23.785 va dau (,) sau d6 nhap 2 . Ra két qua mudn cé 2 so lé
la 23.79



ROUND ~ (> % « |[f&| =RouND(23.785,2)

A B C D E F G H | J
1 3.785,2)
2 Function Arguments
3 RCLMD
4 Number |23,725,2 (=) =
2 MNum_digits | ERz| =

= 23.79 *_

; Rounds a number ko a specified number of digits.
g Mumber is the number vou want to round.
10
11
12 Formula result = 23,79
13 Help on khis Function —ﬁ QK ] [ Cancel
14
15
16
17

N&u muon lam tron co 1 so Ié thi nhap nhu' sau : 23.785,1 . Ra két qua :

23.8

Né&u muon lam tron khong co so lé thi nhap nhu sau

qua:
Né&u muon lam tron dén hang chuc thi nhap nhu sau

24

: 2150

23.785,0 . Ra két

2154,-1 . Ra két qua

Function Arguments

RN

Mumber |2154J-1 |

Tl [

Num_digits | \

Rounds a number to a specified number of digiks,

2150 *—_

Mumber s the number vou want to round,

Formula result = 2150

Help on this Funckion

CIE

l ’ Cancel




