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1.TAO MOT CONG THUC CO’ BAN

Excel Ia Phan Mém xir ly Bang Tinh dudc danh gia la xuat sic , diéu luyén
, VUGt troi nhat hién nay . La mét trong nhirng Trinh Tién Ich quan trong
nhat cua Bo Microsoft Office .

Excel dudc sir dung dé xdy dung Co S& Dir Liéu ( Datbase ) , xtr ly tyinh
toan cac bai toan tir don gian dén phirc tap vé : H6i quy tuyén tinh ( Liner
regression ) , Xac suat g Prpbability ) , Thong ké ( Statistic ) , Toan Tai
Chanh ( Finacy ) . . . Moi phién ban mdéi cua Excel , ngu’dl dung van si
dung nhirng chirc nang cua phién ban cii va cé thém nhiéu cong cu mdi.
Cp1 thé dung Excel dé trinh bay dir liéu gy nhiéu dn tuong nhét, tao cac
loai bi€u d6 di mau sic, in n cac Biéu Bang theo sé thich , chén thém
ClipArt hoac Logo .

Excel cung cdp cac cach khac nhau dé xdy dung céng thirc , cho ban cac
ky ndng hoat déng véi chling bang tay hodc chi bang cach tré va nhap vao
ching . Trong Chudng nay ban sé hoc tat ca nhirng ky thuat do . Ban sé
bat dau bang cach kiém tra nhirng thanh phan co ban tao nén bat ky mot
cong thirc nao va sau dé tham khao ky hon vé nhirng quy tac ma Excel st
dung khi danh gia mot cong thirc .

Tat ca cac cong thirc co cung cac dac trung co ban nhu sau :

 Ban nhap moi cong thircvao 1 0. _

o Excel tinh toan két qua cua moi cong thirc moi lan ban mé 1 Trang Bang Tinh
hodc thay déi dir liéu mdt céng thirc sir dung .

e Cac két qua cua cong thirc thu’dng la cac s6 , ngu'dc lai cé thé tao ra nhirng céng
thirc cé van ban hodc két qua cia phép toan Iuan ly ( Ping hoac Sai ) .

o D& xem bat ky mét cong thic, ban trong O chira cong thirc . Thanh cong thirc
ciing la 1 cong cu cho viéc chmh stra cac cong thirc.

e Ban cé thé sir dung Excel nhu mét May Tinh . Cac céng thirc con xur ly toan bd
nhém O khi dung cac Ham hién hanh .



e Codng thirc don gian nhat ma ban cé thé tao rala : =1+1 . Trong vi du nay , cdng
thirc bao gém hai gia tri (1 va 1) va mét toan tir sé hoc (+) .
o Dau = la dau dé ban bao co Excel biét rang ban dang nhap mot cong thirc

ché khong phai 1a mot chudi cua van ban hodc s .

o Cac toan tu don gian : bao gom phép Cong (+), Trir (-) , Nhan (*) , Chia

(/) va Ly thira (), Phan tram (%) .

CAC TOAN TU SO HOC CUA EXCEL

Toan T | Tén Vi du Két qua
+ Phép cong =1+1 2

- Phép Trur =1-1 0

* Phép Nhan =2%2 4

/ Phép Chia =4/2 2

A Phép Liiy thira =273 8

% Dau phan tram =20% 0.20

Cac s6 : Nhirng thanh phan nay dudc goi nhu nhirng hang sé hodc cac
gia tri phan tir béi vi ching khéng bao gid thay déi ( Trir khi ban chinh
stra cong thirc) . )

Cac tham chiéu O : Nhirng tham chi€u nay mét O khac hoac mét day
cac O ma ban can dif liéu nham thuc hién phép tinh.Vi du : M6t danh
sach gom 10 s6 . Mgt cong thirc trong O phia dudi cuz danh sach nay cé
thé dé cip dén tat ca 10 O trén né nham dé tinh toan két qua trung
binh

Cac Ham : Cac ham la nhirng cong thirc dac biét dudc xay dung trong
Excel dé€ giGp ban thuc hién 1 day I6n cac phép tinh . Vi du : Excel cung
cap cac Ham vé tinh toan Téng gia tri trung binh , gia tri Cisine va tang
, va v.v... Nhirng Ham nay dudc phat tri€n trong ké toan tai chanh, dén
Lugng giac .( Mo ta ky trong 4 Chuong sau ) .

Cac Khoang tréng : Excel khéng quan tdm cac khang tran . Ban c6 thé
dung khoang Triang lam cho coéng thirc tré nén dé doc hon . Vi du, ban
c6 thé viét cdng thirc : =3*5 + 6*2 thay vi =3*5 +6*2 ( Dau + cach
déu 2 nhom).

1. THU TU CAC TOAN TU' :

Qui tic tinh toan cua Excel theo thir tu vu tién nhu sau :

Cac dau ngoac.
Phan Tram.

Liy thira .

Phép Chia va Nhan.
Phép Cong va Trur .

Vidu:=5+2%*%22~3-1

- Giai quyét Luy thira dau tién : =5+2%*8-1
- Sau do la Phép Nhan = 5+16-1

- Sau do la Phép Cong = 21-1

- Sau do la Phép Truir =20

Ban c6 thé them cac dau ngodc thi anh huéng dén két qua nhu thé nao :



54+2%¥2A(3-1) =13
(5+2)*2~3-1 =55
(5+2)*2~(3-1) = 28
5+(2*%(27~3))-1 = 20

Cha Y:

e Ban phai luon luon dung cac cap dau ngoac ( Mot dau ngoac maé ( di kem
mot dau ngoac dong ) . Néu ban khong lam nhu vay thi Excel sé tir chéi va
bao cho ban biét ban can chinh stra lai nhu trong hinh duéi day .

SUM - (0 % F| =5+2%23)1

A | B c D E F G H 1 I K
1 |=5+(2%(2731-1 o P L .
- T3 Ban thiéu ddu ngodc dong )
3
4
5 Microsoft OFfice Excel Found an error in the Forrula vou entered, Do you wank ko accept the correction proposed
6 . below?
7 \!‘) =EH(2¥(273)1)
8 + To accept the correction, click Yes.,
9 + To close this message and correct the Formula waurself, click Mo,
10 L Yes .| [ o ]
11
12 e F 3 & =
13 Excel da tif chdi va bdo cho ban biét cdn chinh sa lai theo dé nghi clia Excel
14

« Khi lam viéc v6i mét cong thirc dai, ban c6 thé mé rong Thanh CongbThirc dé
quan sat nhiéu Dong bang cach : Nhap Mui tén bén Phai hoac ré bién dudi
cua Thanh cong thirc néi rong ra .

2. CAC THAM CHIEU O :

o O Tham Chiéu lIa mdt cach toét nhat21 dé tiét kiém thdi gian . Ching cang tré
nén tién ich khi ban muén tao mét céng thic bao gém nhiéu 6 c6 gia tri
thudng xuyén thay doi . Moi O Tham Chiéu chi dén 1 O khac . A

» Vidu O Al c6 gia tri la 20, ban nhap O B5 nhap A1 > Enter . Lap thic O B5 sé
hién ra gia tri 20 . L3y gia tri tir O A1 va sau d6 chén né vao O B5 . Néi cach
khac 2 O nay dugc nodi véi nhau .

SUM (2 K & f| =10+A1+B5
A B C D E E

20 |=ID—A1—]§5
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o Excel nhu 1a mét may tinh bo tii : Ban gé nhap cong thircva 1 0 : =65*88 >
Nhan Phim F2 > Nhap Phim F9 > Enter . Két qua : 5720 . Ban Copy va Paste
vao 1 O khac sé ra gia tri con s6 la 5720 ma khéng phai la Copy céng thirc .
Ban c6 thé thay thé& cac O khac khdng phai la cac cong thirc ma la cac gia tri .

3. CACH EXCEL DINH DANG CAC O CHUA CAC THAM CHIEU O :

o Excel chi sao chép dinh dang s6 tgi O cong thirc , N6 khdng quan tam dén cac
chi tiét khac , chang han nhu cac Font — mau sac — Canh thang . . . Di nhién
ban cé thé sao chép bang tay bang cdng cu Format Painter .

o Né&u céng thifc ciia ban sir dung nhiéu O tham chiéu , va cac 0 khac nhau thi
siu: dung cac dinh dang so khac nhau . Excel dung quy tac uu tién cua riéng no
dé quyét dinh dinh dang s0 nao sé dugc dung .

e Vi du : Ban thém vao 1 O sir dung dinh dang tién té bang 1 O sir dung dinh
dang SO0 Scientific ( Khoa Hoc ), sau do6 O dich sé c6 dinh dang so Scientific .

o N&u ban thay déi dinh dang cac 0 ngu6n sau khi ban da nhap cong thirc, né
sé khong c6 anh hudng gi téi O cong thirc.

o Excel sao chép dinh dang 6 nguén chi khi 6 dé chira cong thic st dung dinh
dang s0 thong thu‘dng ( Nghia la dinh dang ma tat ca cac O déu bat dau véi O
nguon ) . Néu ban ap dung moét dinh dang sé khac vao O truéc khi ban nhap
cong thirc , Excel sé khong sao chép bat ky mot dinh dang nao tir cac O
ngudn . Néu ban thay déi 1 cong thirc dé tham chiéu téi nhu’ng O nguon mgGi
thi Excel sé khong sao chép cac thong tin dinh dang trong cac O ngudn méi
nay .

4. MOT SO HAM THONG DUNG :

Microsoft Excel co rat nhiéu Ham ap dung cho nhiéu lanh vuc chia thanh cac
Nhom ham nhu sau :
e Co S Dir Liéu ( database ) .
e Ngay va Gio ( Date and Time ).
e Cac ham M6 Rong ( External ) : Dung dé chuyén doi cac dang ssd, tién té
giira cac Nuéc Chau Au .
e Cac Ham vé Ky Thuat ( Engineering )
e Cac Ham veé tai Chanh ( Financial ) .
Cac ham Thong Tin ( Information ) : Théng bao cac tri ding, sai, noi
dung dir liéu va thong bao 10i .
Cac Ham Ly Luan (Logical )
Cac ham Tim Kiém va Tham Chiéu ( Lookup and Reference ) .
Cac ham Toan Hoc va Lugng Giac ( Math and Trigonometry ) .
Cac Ham Thong ké ( cal )
Cac ham Van Ban ( Chuoi ) va Dir Liéu ( Text and Data ) .



Phan duéi day chi trinh bay mot s6 ham thong dung , cac Ham con lai cac ban tu
tim hiéu thém dé st dung khi can .

Muén st dung Ham ban cian ndm virng cG phap cia Ham:

» Ban phai gé ding chinh ta tén Ham do Excel dinh nghia hodc c6 thé lua tir
danh sach tén Ham cia Excel . Cach xem Danh sach va giai thich sir dung
tirng chi tiét ham : Thé Formulas > Nhap Nuat Insert Funtion > Hang Or
Select a category chon 1 tén Ham > Hang Select a Funtion hién ra danh
sach cua ham vira chon > Nhap chon 1 > Nhap Help on thic Funtion day
Phai > Hién ra giai thich cach sir dung .
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e Danh sach cac Tham Bién :

Néu c6 nhiéu Tham Bién thi phai phan cach nhau béi dau phay (,)

O
o Néu Tham Bién la 1 Viing cua dia chi O thi phai c6 toan tir tham
chiéu (:), vi du G4:GS8 .
o N&u Tham Bién Ia 1 ky tu hodc chudi ky tu thi phai dudc rao trong
dau nhay kép (™) . Vidu : "Trung Binh” , “Kha" .
o Ngoai ra can luu y : Mé bao nhiéu dau ngoac don thi phai dong bay
nhiéu dau ngoidc don néu khong Excel sé thong bao 16i .
BANG GIA NOTEBOOK
STT| TENHANG PONGIA | SOLUQNG | TRIGIA | THUE VAT | THANH TIEN
1 | Toshiba 1099 8 8792 439.6 9231.6
2 | HP 879 5 4395 219.75 4614.75
3 | I1BM 1789 7 12523 626.15 13149.15
4 | Acer 848 6 5088 254.4 5342.4
5 | BenQ 1148 2 2296 114.8 2410.8
6 Sony 1629 4 6516 325.8 6841.8
7 | Nova 1140 1 1140 57 1197




8 | Robot
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TONG CONG

49150

24575

51607.5

Nhép dir li€u va tinh toan cho cac cft ctia Bang Tinh sau :
Cong thirc tinh toan cho cac Muc :
Tri Gia ( Cot E ) = Pon gia * S6 hrgng
Thué Gia Tri Gia Ting VAT (CotF) =5% * Tri Gia
Thanh Tién ( Cot G ) = Tri gia * Thué VAT
Tinh tong cho ciac Ct E,F, G

Luu Béng Tinh vao Folder BAITAP & Desktop voi tén File 1a : BT2-1.xIs

Muén cho Bang Tinh dugc dep va dé xem , ban c6 thé lya chon cac Font chir khac nhau cho cac Cot,
dong khung va t6 mau dé lam noi bat nhirg Cot , Hang can nhan manh .

, BAI THUC TAP 12 A
TINH LUONG VA SO NGAY LAM THEM

Ngdy cbng qui dinh

A

Bang Tong Hop
Sé ngiy Téng ngdy céng -
Pho Thiidn T thitdn
5 1im thém | limthem | OETORE

13| Ké&Hoach

19| Kinh Doanh

1 TINH LUGNG VA SO NGAY LAM THEM

2 Phong kinh doanh

3 STT Ho vi tén INC | NgiyCéng | Ludng |Thudng [Thuec Lanh
4 1 Trdn Cao Kién 45000 25 |

5 2 Nguy&n Tim Thit | 35000 23 |

6 3 Manh Thudng Nhin | 45000 22 |

7 4 Vin SiDién 40000 25 |

3

9 Phong K& Hoach

10 STT Ho va tén LNC Ngay Cong Ludng Thidng | Thuc Linh
11 1 Néng Quée Céng 45000 20

12 2 V5 Viét Nam 35000 24

13 3 L& Nhin Bin 40000 18

14 4 Pham Kim Cé 35000 25

15




Yéu Ciu:

1. Pat tén viing cho 6 chifa gid tri ngdyv céng qui dinh 1a NCQD

2. L4p cong thifc tinh ludng cda cdc nhin vién thudec cdc phong, biét rang:
Ludng=L.CN*Ngiycdng, néu Ngiy céng > NCQD thi LCB*NCQD

3. Lip cong thifc tinh ti€n thidng cho tilng nhin vién, biét ring:

Thudng (titng ngudi) = mifc thiidng cho 1 ngdy vuldt #36 ngiy céng 1am vudt cia ngudi dé
4. Lip cong thifc cho c6t thuc 13nh, biét ring

Thifc 1inh= Ludng + Thuidng

5. L4p céng thiic tinh s6 1iéu cho bdng téng hdp, biét ring

Téng ngiy céng ldm thém = S6 ngdy céng ldm vidt NCQD cia 2 phong céng lai
Thudng=(Téng thidng/Téng ngiy céng lim thém)*s6 ngdy vudt(clia phong dé)

1. DAT TEN VUNG CHO O CHUA GIA TRI NGAY CONG QUI DINH LA NCQP :

Nhap 1&n O cé sb 22 la Ngay Cong Quy dinh . Sau day ban sé& tao mau
tu’ ( Bat cir mau tu gi ciing dugc . Hoac gé6 NCQD hay utbinhciing dugc
) thay thé so 22 nay . Sau do dung Mau tu nay nhap vo dai dién cho
22 .

« Nhap O Ngay cong qui dinh > Thé Formulas > Nhap Define Name

>
HT New name xuat hién > Nhap NCQD ( Hay bat cif mau tu nao )
> Ok.

M3u tu nay sé thay thé cho s6 22 la s6 ngay cong qui dinh .
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2. LAP CONG _THUC TINH LUONG CUA CAC NHAN VIEN THUGC CAC
PHONG , BIET RANG

PHONG KINH DOANH
Luong = LCN*Ngay cong , néu Ngay Cong > NCQD thi LCB*NCQD .
e Lap cong thirc:

=if(D4>ncqd,C4*ncqd,C4*D4 . Két qua : 990000
TINH LUONG VA SO NGAY LAM THEM

1

2 Phong kinh doanh

3 STT Ho vi tén INC | NgiyCéng | Luong |Thuéng [Thuc Lanh
4 1 Trén Cao Kién 45000 25 | 990000 |

5 2 Nguyén T4m Thit | 35000 23 | 770000 |

6 3 Manh Thudng Nhin | 45000 22 | 990000 |

7 4 Vin SiDién 40000 25 | 880000

PHONG KE HOACH
Luong = LCN*Ngay cong , néu Ngay Cong > NCQD thi LCB*NCQD .
e Lap cong thirc:

=if(D4>ncqd,C4*ncqd,C4*D4 . Két qua : 900000

9 Phong K& Hoach

10 STT Ho vi tén INC | NgiyCéng | Luong |Thudng |[Thwe Lanh
11 1 Néng Quéc Céng | 45000 20 | 900000 |

12 2 V5 Viét Nam 35000 24 | 770000 |

13 3 L& Nhin Bin 40000 18 | 720000 |

14 4 Pham Kim Cé 35000 25 | 770000 |

15 =

3. LAP CONG THUC TiNH TIEN THUONG CHO TUNG NHAN VIEN , BIET
RANG :

PHONG KINH DOANH
Thudng ( Tirng ngu'di ) = mirc thudng cho 1 ngay vu'ct * s6 ngay
cong lam vu'gt ciia ngusi do .

e Lap cong thirc:
=if(D4>ncqd,(D4-ncqd)*2,0)*C4)

STT Ho vi tén ILNC | Ngiy Céng Luwdng | Thudng | Thuc Linh
1 Trin Cao Kién 45000 25 990000( 270000
2 Nguyén TAm That | 35000 23 770000 70000 |
3 Manh Thi3ng Nhan | 45000 22 990000 | 0|
4 Vin $iDién 40000 25 880000 240000




PHONG KE HOACH
Thudng ( Tirng ngu'di ) = mirc thudng cho 1 ngay vu'ct * s6 ngay
cong lam vu'gt ciia ngusi do .
e Lap cong thirc:

=if(D11>ncqd,(D11-ncqd)*2,0)*C11)

STT Ho vi tén INC | Ngiy Céng Lwdng | Thwdng | Thyc Linh
1 Néng Quéc Céng | 45000 20 900000 | 0|
2 V6 Viét Nam 35000 24 770000| 140000 |
3 L& Nhin Ban 40000 18 720000 | 0|
4 Pham Kim C4 35000 25 770000| 210000

4. LAP CONG THUC TINH COT THUC LANH , BIET RANG :

Thuc lanh = Luong + Thudng .

STT Ho vi tén LNC Ngiy Cdng Ludng Thidng | Thyc Linh
1 Trdn Cao Kién 45000 25 990000 270000] 1260000
2 Nguyeén Tam That 35000 23 770000 70000 840000
3 Manh Thudng Nhin | 45000 22 990000 0 990000
4 Vin 51 Dién 40000 25 880000| 240000 1120000

Phong K& Hoach

STT Ho vi tén LNC Ngiy Cdng Ludng Thidng |T11L_1’c Linh
1 Néng Quéc Céng 45000 20 900000 ID| 900000
2 Vo Viét Nam 35000 24 770000 140ﬂ0ﬂ| 910000
3 L& Nhin Ban 40000 18 720000 CI| 720000
4 Pham Kim C§ 35000 25 T70000| 2 IDIDDID| Q80000

5. LAP CONG THUC TINH SO LIEU CHO BANG TONG HOP , BIET RANG :

Tong Ngay Cong lam thém = S& ngay céng lam vugt NCQD cua 2
Phong cong lai

Phong Ké Hoach :
Nhap O S6 Ngay lam thém cia Phong Ké& Hoach > nhap cong thirc :

=sumif(D11:D14,">22",D11:D14)-countif(D11:D14,">22")*ncqd

Phong Kinh Doanh :
Nhap O S6 Ngay lam thém cia Phong Kinh Doanh > nhap cong thirc :



=sumif(D4:D7,">22",D4:D7)-countif(D4:D7,">22")*ncqd

Bing Tong Hop
Sé ngay Téng ngiy céng -
Pho Thifdn Téng thudn
e 1im thém |l Limthem [ 7FTTF
Ké&Hoach 3
Kinh Doanh 7

6. LAP CONG THUC TINH THUONG :

Thudng =( Tong Thudng / Tong ngay cdng lam thém ) * S& ngay vuot (
Cua Phongdo).

Phong Ké Hoach

: =sum(F11:F14)

Phong Kinh Doanh : =sum(F4:F7)

Bing Téng Hop
Sé ngiy Téng ngiy céng -
Phd Thudn T thudn,
nE 1im thém | timthem |TOTETTORE
K& Hoach 3 350000
Kinh Doanh 7 380000

7. LAP CONG THUC TINH TONG NGAY CONG LAM THEM :

Phong K& Hoach : =sum(B18:B19) .
Ré xuong tinh Phong Kinh Doanh

8. LAP CONG THUC TINH TONG THUONG :

Phong Ké Hoach : =sum(C18:C19)
Ré xudng tinh Phong Kinh Doanh

Bing Tong Hop
Sé ngay Téng ngiy céng =
Pha Th'dn T thudn
nE lim thém Fl timthem |OFTE
K& Hoach 3 350000 12| 030,000
Kinh Doanh 7 520000 7 | 5 Bﬂ,ﬂﬂﬂr
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KET QUA THUC TAP

A E C @ E F G H

1 TINH LUONG VA SO NGAY LAM THEM

2 Phing kinh doanh

3 5TT Ho i 0 LNC MNgiv Céng Luong Thudng | Thue Linh

4 1 Trin Cao Eifn 45000 25 990000 270000 1260000

5 2 MNguvEn Tim That 35000 23 770000 70000 240000

& 3 Mlanh Thufing INhin | 43000 22 990000 0 290000

7 4 Wian 5ilhén 40000 25 220000] 240000 1120000

&

a Phing K& Hoach

10 STT Ho va tén LNC Ngiy Céng Litgng Thuedng | Thue Linh

1l 1 MNdng Quéic Cdng 45000 20 Q00000 0 Q00000

12 2 Wa VidrNam 35000 24 770000 140000 910000

13 3 L& INhin Bdn 40000 12 720000 0 720000

14 4 Pham Kim Cé 35000 25 770000 210000 Q20000

15

3 Bing Téng Hgp Ngdv cfing qui dinh 22
S& ngay Téng ngavchng | .

17 Fhomg 1Am thém Thudng lAm thém Tong dudng

2 | K&Hoach 5 350000 12 | 930,000

19 | Kinh Doanh 7 520000 7 | SEIEI',!_'I".ZI".II'r
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