EXCEL 2007
Co'SO' DU LIEU

BAI 22 NGAY 6.2.2010 UTBINH COPY THEO GIAO TRINH CUA SSDG

NHU DA TRINH BAY VOT CAC BAN , NEU BAN NHO' 1 GIAO VIEN DEN NHA DAY BAN HOC EXCEL 2007
NAY THI TRONG 2 GIO' BAN PHAI TRA 75 NGAN . BAN CO THE LAY 75 NGAN MUA DIA VA MUA SACH VE
TY HOC SAU KHI PA POC 10 BAI HUONG DAN SU DUNG EXCEL 2007 CUA UT BiNH . VIEC AP DUNG
NANG CAO SE KHONG CAN THIET VOT CAC BAN NEU BAN CHI CAN TAO TAB VA NHAP LIEU CHO CAC
TAB NAY DE PAP UNG YEU CAU CAC BIEU MAU TRONG KE TOAN NHA NUGC HIEN NAY . DO DO CAC BAI
SAU CHi CO TINH CHAT THAM KHAO THEM MA THOI .

Chuong ©:
Khai Thac Co Sd Dit Liéu
Bai 1: Khdi niém vé co s& dit liéu
Bai 2: Chifc ning Sort
Bai 3: Chitc nang Filter
Bai 4: Chifc ning SubTotal
Bii 5: Chifc ning Consolidate
Bai 6: Chifc ning Data Validation
Bai 7. Thiét 1ap dinh dang c6 diéu kién
Bai 8: Ki€m tra ki€n thic

Quick test
Bai 1: Khii niém vé cd s3 dit licu

I. Gidi thiéu:

- Cd 5 dit licu (Database) 1a tdp hgp cic théng tin dude 16 chifc va luu tof theo 1 ciu tric
théng nhit nhim phuc vu t6t nhi't cho 1 nhu cau khai thic dif li€u nio dé.

- Trong Excel, ¢d sé dit liéu duge t8 chitc thinh 1 bing phdi cé it nhit 1 ¢t va 2 dong.

- Dong ddu tién (Header Row) chifa tén cdc vung tin (Field) goi la tén ving tin
{FieldName), cic dong cén lai goi la mau tin {Record).

* Luu ¥:

D€ khai thic dit liéu d€ dang ta nén:

+ Trong pham vi cd s8 dit li€u khéng nén cé dong Tréng hoidc ct Trong.

+ Tdch pham vi cd 58 dif liéu vdi cic phin khic trén bang it nhat 1 dong hodc 1 cé.

II. Cdc vin dé khai thic:

- Ta c6 thé ding cic chifc ning sau: sit dung nhém him vé cd s dit liéu (Database
Function), Loc, Sdp X&p, Tinh todn ngat cip, Thong k&, Tao bdng t6ng hgp 3 chicu...ma
lan lugt s& khdo sdt cic chifc ning théng dung dudi diy.



II. Céic kha ning trén cd sd dir liéu:
- Loc dir liéu (Filter) theo diéu kién.
- X6a (Delete) theo diéu kién.

- Riit trich (Extract) theo diéu kién.

IV. Khii niém vung Database, Criteria va Extract:

- Trén mdt cd sd dir liéu dang Table cta Excel cé thé: loc (Filter), x6a (Delete), rit trich
(Extract) nhitng dong dif liéu thda min mét diéu kién nao dé.

- D€ thyc hién cdc thao tic niy cin ¢6 nhimg ving sau:

* Vung dir liéu (Database Range / List Range):

- La viing chia dit liéu d€ thuc hién cdc khd ning trén dé. Ving dir liéu 6 it nhit 2 dong, 1
cOt (thudng nhiéu dong, nhiéu cot).

- Dong diu tién chita cdc tiéu dé cot (goil la dong tiéu dé), cic dong con lai chira div liéu goi
14 miu tin (Record).

* Viing diéu kién (Criteria Range):

- La viing chita diéu kién d€ loc, x6a hay it trich. Ving nay c6 it nhét 2 dong, 1 c6t.

- Dong dau chita tiéu dé diéu kién, dong con lai chifa gid tri diéu kién.

* Vung rit trich (Extract):

- La ving chita k&t qud sau khi trich ra dudc 6 ving di liéu theo diéu kién dudc mé ta trong
viing diéu kién. Viing ¢4 it nhit 2 dong. 1 cot.

- Dong dau tién chia cic tiéu dé cot mudn trich (phdi ¢6 trén ving dir liéu), dong con lai
chita dir liéu dude trich. Chi ¢in dén vung nay khi thue hién thao tic it trich.

* Vi du:
Trich nhitng mit hang Cam.

A B G D E
1 |Ving dZ liéu:
2 | 8TT | Hang 5L, | Gidtién | Thanh tién
3 01 |Cam 30 15000 450000
4 02 |Chanh 40 2000 320000
5 03 |Nho 50 20000 1000000
5] 04|Cam 40 15000 600000
K 06 |Chanh &0 2000 480000
3 08|Nho 70 20000 1400000
9 |Ving diéu kién:
10 Hing
11 Cam
12 |Ving rit trich
13 | 5TT | Hang 5L Gid tién | Thanh tién
14 01 |Cam 30 15000 450000
15 04|Cam 40 15000 600000

" = * " - 77 m " s = = - a kd - %
--> Tiéu dé cua ving div liéu, ving chuin vi vung rit trich chi ¢6 1 dong.




V. Cic dang vung diéu kién:

1. Biéu kién chudi:
- O gid tri diéu kién chita chubi.
- Vi du: Nhitng mit hing Cam.
Chubi gid tri diéu kién c¢6 thé chita ky ty gop:
+ *: dai dién cho chudi ky tr bit ky.

+ 7: dai dién cho 1 ky tu bat ky.

- Vi du: Nhitng miit hing cé tén bit diu la chit C.

2. biéu kién s6:
- O gid tri diéu kién chia s6.
- Vi du: Nhitng ngudi c6 S con = 10.
3. Piéu kién so sdnh:

-0 gl trl diéu kién chifa todn tif so sinh kém gid trl so sdnh.

- Vi du: Nhifng nguthi ¢6 S& con >10.
* Luu y:
- Tiéu dé ciia diéu kién phdi la tiéu dé c6 trén viing dif liéu.
4, Piéu kién céng thic:
- Tiéu dé cia ving diéu kién phai khdc véi tit ci cic tiéu dé trén ving dit liéu.
- Gi4 tri diéu kién 14 cong thifc biéu thiic logic lién quan dén dif liéu (miu tin) diu tién trén
viing dit liéu (dong thit hai trong viing dit liéu) d€ so sdnh.
- Vi du: Nhitng ngudi sinh vio thing 10.

Hing

Cam

Hing

C*

56 idng

10

S& higng

=10

& B c o
1 MS | HQVATEN | NGAYSINH | cHUC VU
2 |GV |MNguyén Kim Loan 29/10/1980| Gido vién
3 |HT |Hoin Thanh Tufn 28/10/1960| Higu trudng
4 |GV |Trin Binh Nguyén 20/06/1975|(1do vién
5 |GV |Phin Trung Tufn 10/10/1983 | Gifo vién
& |[HP |TrinQuéc Huy 05/06/1972|Hiéu phd
7 |GV |Vd Vin Lan 04/05/1981|Gido vién
2 |GV |Pdo Hﬁng Thim 0812197 8|Gido vién 13 | MS HOQ VATEN |NGAYSINH CHCC ‘If
Gl 14 |GV |Nguyén Kim Loan 20/10/1980| Gido vién
10| Diéu kién 15 |HT |Hodn Thanh Tufn 28/10/1960|Hiéu tniding ]
g =MONTH;{C2)=10 16 |GV  |Phén Trung Tufn 10/10/1983 | Gigo vién '_
A B C D E ]
1 STT Hing sL Gid ti€n | Thinh tién
2 01 |Cam 30 15000 450000
3 02 [Chanh 40 8000 320000
4 03 |Nho 50 20000 1000000
* Vi du: o 04[Cam 40 15000 600000
- Nhitng ngudi ¢6 SL <= 50 va © 06]Chanh 60 8000 480000
Thinh tidn >= 800000. ; 08 |Nho 70 20000 1400000
9 | Diéu kién
10 | [=AND(C2<=50,E2>-800000)
11
12 STT Hing SL Gid ti€n | Thanh ti€én
13 03 |Nho 50 20000 1000000




5. Diéu kién rong:
-0 gid tri diéu kién rong (khéng co gid tri) c6 y nghia la diéu kién tuy ¥ (thda min moi
trudng hdp).

6. Lién két diéu kién:

- Ciéc gid tri diéu kién cting dong ¢6 ¥ nghia lién két AND (c6 tinh chét giao).
- Cic gid tri diéu kién khdc dong ¢6 ¥ nghia lién két OR (c6 tinh chit hoi).

* Vi dy: Mit hing Cam va SL>35

Hing
Cam =35

* Vi du: CHUC VU 1a HT hoic HP

* Vi du: Mit hing Cam va SL > 35 hodc Mit hing Nho va SL >=70

Cam =35
Nho =70

Bai 2: Cliic ning Sort

L Y nghia:
- Sdp x&p co 54 dif li€u theo 1 hodc nhi€u ficld niao dé do ta chi dinh. | Z ~ % [ﬁ
- Sort'& | Find &
II. Thuc hién: ‘ &2~ |Filter - Select"‘
e . Editing

1. Sdp xép nhanh:
- Muéhn thifc hién nhanh viéc sdp x€p thi c6 thé sit dung 2 niit céng cy cé sin trén thé Home
--» Hditing --> Click chon Sori & Fillier (Hodc chon thé Data --» Sori & Fillier).

- Nhung cdch niy chi cho phép sip x&p theo hing (Sort top to bottom) va chi dugc mét khéa
sip xép duy nhit.

* Thao tac:

- Click chon vao 6 bdt k¥ trong muén s dyng lam khéa sip xép.

- Chon 1 trong 2 niit céng cu tuong ung trén Editing:

-
+ Smallest to Largest: sip xép ting dan. - ﬂq [ﬁ
+ Largest to Smallest: sip x€p gidm dan. o éﬁt’:r&, SFLT:dBf,
: A
| Data | Review View Developer IZl Jort Smallest to Largest % |

iJ, Sort Largest to Smallest

W Clear
[#H | Custom Sort...

nnections || (4 | F
AL
o= | g [212] :

perties & Reapply

¥ Sort Filter = | Fi
t Links A __\F:;’Advanced V| Elter
ons Sort & Filter W Llea

Yl R

&




2. 5 dung menu 1énh:

- Budc 1: Chon khdi cd sé dit liéu can sip x&p --> Vio thé Home Editing --> Sort &
Filier --» Custom Sort (Hodc chon thé Data --» Sori & Filier --> Sort) --> Xuét hién
hép thoai Sort.

¥ -
Data Review View Developer ﬂ ['ﬁ
L E‘, | R

nnections K Clear Sort & | Find 8
Al 4] Z] ]] <2 |Filter - |Select -
iperties | | I’; Reapply 5|
Zl Filter 7+ Sort Smallest to Largest
t Links (}Advanced z
Al Sort Largest to Smallest
ans Sort & Filter

|[#%]  Custom Sort... I |

Sort

[ ‘-:';1 Add Level ] [ ¥ Delete Level ] [ 5 Copy Level ] i || % | Options... My data has headers
Caolumn Sort On Order
Sort by | ~ | |\a'a|ues ~ | |.\'-'. to Z v

s

L OK J [ Cancel

* Budc 2:
- Xdc dinh théng sb sau:
+ Sort by: chon field ding lam khéa sip xép, c6 2 gid tri (Order):
- Smallest to Largest: sap x€p ting dan.
- Largest to Smallest: sip xép giam dan.
+ Néu dit liéu bi triing ban cé thé sip x€&p ti&p:
- Add Level: thém cdp méi.
Then by: chon 1i€p field thit 2 (thit 3) néu c6, ding lam khéa sdp x&€p i1i€p theo.
- Copy Level: sao chép cdp di sip xép.
- Delete Level: x6a cip sip xép.
+ My data has header:
- Chon thi sip x€p theo dit li€u ctia céi.
- Khéng chon thi sip x€p theo tén cét.
+ Options: giip xac dinh thém cac tuy chon sau:
- Case sensitive: phian bi€t chif hoa chif thudng.
- Sort top to botiom: sip x€p tif irén xudng dudi.
- Sort left to right: sap x&p tir trdi sang phai.
% Laru ¥:
- Ta c6 thé diing céng cu Sort d€ sip x€p cho nhanh.



. Bai 3: Chitc ndng Filter
L Y nghia:

- Loc hodc nit trich cdc mau tin théa di€u kién do ta quy dinh. Cdc mau tin nay dugc lgc
hoic 14y tir mét cd sé dit li€u.

II. Thare hicn:

1. Loc (Auto filter):

* Bugc 1: Pinh vi con iré trong pham vi cd sd dit liu, va ding 1énh [DATA] --> Sort & Filter
--> Filter --» Xudt hién cic kj hiéu tai géc dudi bén phdi cia mdi Fieldname.

* Budce 2: Click tai ky hi€u loc ciia fieldname nao cé lién quan dén diéu kién la:

+ MBSt tri cu thé: chon truc ti€p tri dé trong hop liét ké.

+ Mgt tap tri: chon muc Text Filters Number Filter --» Xdc dinh cdc ménh cin so sdnh.

Data Review View Developer Mumber Filters * Equals... %
nections Al f Clear (Select All) Does Mot Equal...
Zy |Z|a I #3.25
perties £¢ Reapply Greater Than...
i Z] sort Filter | [#]6.25
E Links A [}?___,;)Advanced 6.5 Greater Than Or Equal To...
ons l Sort & Filter [+ 7.25 Less Than...
7.5
?.?5 Less Than Or Equal To...
[+]8.75 Between...
Top 10..
Above Average
[ oK ] [ Cancel Below Average
Custom Filter...

- Hodc chon vio tiy chon

Custom AutoFilter

Custom Filter -->> Sau do quy
Show rows where:

dinh tap tri d6 trong hép thoai

fite
Custom AutoFilter. e v [ v
* L §: @ad Oor
- Cdc ménh dé so sinh trong hép | v | |

thoai Custom Auto Filter
- Equal: so sinh bing.

|Jse 7 ko represent any single character
Idse * to represent any series of characters

- Does not equal: so sinh khic.

[u]4 ] [ Cancel ]
- Is preater than: so sanh lén
hon.
- Is greater than or equal to: so Mumber Filters v Equals...
sinh lén hon hodc bﬁng. (Select All) Does Mot Equal...
- Less than: so sinh nhé hon. ; Greater Than..,
- Less than or equal to: so sinh 6 Greater Than Or Equal Ta.
nhé hon hoidc bing. ; Less Than...
Less Than Or Equal To...
EBetween...
Top 10..

Above Average

ok | [ cance Below Average

S| Custom Filter.., My



- Begins with: diéu kién bit diu vdi ...

- Does not begin with: diéu kién KHONG bit diu vdi ...

- Ends with: diéu kién két thic vdi ...

- Does not end with: diéu kién KHONG két thiic vdi ...

- Contains: dicu Ki€n c6 chira ...

- Does not contains: diéu kién KHONG ¢6 chifa ...

* Ly ¥:

- AutoFilier khéng thyc hi€én dude ménh dé Or gitta cic Fieldname.

* Wi du:

- Loc nhitng mau tin ¢6 DTB »7 va xép loai 1a “Kha ™.

A B C D E F G H I

1 K&t Qua Thi Cudi Khda
. ) Piém | Két | Xé&p
Ma Ho va tén Windo Wo Exc bT .

2 - - - - - 7| thén ~| quz~| loaiw
7 | D005 |Hodng Bdo Tri 10 8 6] 73 1 8.5|Khd
9 | K007 |Vii Thi Thu Ha 10 7 i 775 2l 9.75|Khd
10 | T008 |Nguyen Thi Kim Loan 9 8 6] 7.25 051 7.75|Khd

2. Rat trich (Advanced Filicr):

- Tuong tr nhir loc, nhung rit trich cic mau tin théa diéu kién sang 1 vi tri khdc trén bang

tinh, va diéu kién c6 thé phic tap hon.

- Piy la méi chitc ning manh va rit hay dugc sit dung irong Excel.

* Thao tac:

- Budc 1: Lip Bdng diéu kién d€ mé td diéu kién it trich.
- Budc 2: Dinh vi con trd trong pham vi cd 58 dif li€u, va
dung lénh: [DATA] --> Sort & Filier --> Advanced Filier.

- Buéc 3: Xdc dinh cic théng s6 sau:

PTB Xep
12 loai

13 |>7 Khi

+ Filier the List, in-place: trich cdac mau tin dudc loc ngay tai CSDL
+ Copy Another location: trich mau tin dugc loc sang 1 vi tri khic dugc chi dinh & myc

Copy to.
+ List Range: toa d§ co sd dit ligu.
+ Criteria Range: toa d§ Bang diéu kién.

+ Copy to: chi dinh vj tri trich {v] tri xudt cdic mdu tin théa

diéu kién).

+ Unique records only: chon, néu khéng muén trich cic mau

tin ting ldp vé diéu kién loc.
* K&t qua rit trich -->

Advanced Filter

Action
3 Eilker the list, in-place
{(*) Copy to another location

Lisk range; |$P.$2:$I$1EI
Criteria range: |'Bai Giai'l$A$12:4641 [Fh

Copy toi |'Bai Giai'154414

[J unique recards anly

I 2K, ]’ Cancel ]




_ L . Diém | Két | Xép
14 M3 =5 Ho vi tén Windows| Word | Excel | BTB thém | qui Joai
15 | D003 |Hoang Bdo Tri 10 8 6] 75 1 8.5|Khd
16 | K007 |Vii Thi Thu Ha 10 7 Il BN 2| 9.95|Khd
17 | T008 |Nguyén Thi Kim Loan 9 8 6| 7.25 05 7.75|Khd
# Luu §:
- Cdch lip Bdng diéu kién (cich don gidn):
- Budc 1:
Copy nhitng filename nio c6 lién quan dén diéu kién loc (d4t tai 1 vi tri ndo dé trén
Sheet).
- Budgc 2:

Nhip diéu kién vio. Diéu kién c6 thé 1a 1 tri cu thé, hodc 1 tip tri (ding cdch todn ¥

so sinh), hodc 1 ham..., va theo quy tdc sau:
- Ménh dé And: cic di€u kién dugc dit cing dong.
- Ménh dé Or: cic diéu kién dugc dat khic dong.

. Bai 4: Clvic ndng SubTotal
L. Y nphia:

Théng ké, tinh todn theo titng nhém dit liéu trén nhitng field duge

chi dinh trén cd sd dit li€u. Excel s& ty dgng phin tdch nhém

- - = - - y = = — e . P
tinh todn va chén két qud téng hgp vio dau hodc cudi moi nhom.

II. Thare hicn:

* Budc 1: Sdp x€p cd 53 dit liéu theo field nio cin phin nhéi
dé€ Théng k&, tinh todn.

* Budc 2: Pinh vi con ird irong pham vi cd sd dit li§u:
[DATA] --> Outline Sub Total.

* Bude 3: Xdc dinh cdc théng s6 sau:

+ At each change in: chon field diing dé phin nhém.

+ Use Function: chon ham d€ théng ké.

+ Add Sub Total to: chon nhitng field nio muén thyc hién
viéc théng ké trén do.

+ Replace current Sub Total: thay thé nhitng gia iri Sub Tota
hi¢n ca.

+ Page Break between groups: chon, néu muén tao diu ngat

1 @r r =
1] EE
L Jr11L [l ==

dit liéu,| Group Ungroup Sub%al -

COutline

Subtotal

At each change in:

|Maﬁ =08 w |
Use Funckion:
|Sum W |

Add subtaokal to:

| xeapOloai

Replace current subkatals
[J rage break between groups
Summary below data

[Eemmfe All ] [ K ] ’ Cancel

trang giifa cac nhém.

+ Summary below data: chon, muén dong t6ng két duge chén & sau méi nhém.

+ Remove All: xéa tit cd nhitng SubToial hién cé.




L Y nghia: Bii 5: Chitc nanpg Consolidate

- Théng ké, két hgp trén cdc dif liéu twdng itng clia nhiéu Sheet hoic Book va két xudt
két qua vio 1 Sheet téng hgp khic nio dé.

II. Thyc hién: = E‘E =4 Data validation -
" Ty e e . ' - E.i | Consolidate |
Budc 1: Dinh vi tai vi tri s& chifa di ligu két hgp, Ty s—

Columns Duplicates =P What-If Anafysis ~

va dung 1€nh: [DATA] --> Data Tools Consolidate
Data Toals ]

* Budc 2: Xdc dinh cdc théng s6 sau:

+ Function: chon him dé€ tinh.
+ Reference: xdc dinh pham vi dif Licu jf S
+ All reference: liét ké 4t cd cdc

tién bén trén lam tiéu dé cat. All references:

( ) Function:

pham vi dif li€u tham gia két hdp. |5,_|m v

+|+ Use label in: Reference:

- Top Row: ding dong dit li¢u ddu [ [ Browse.. ]
|

[ Left Column: ding c6t dif ligu

&dd
d4u tién bén tedi lam tiéu dé dong.

+ Create links to source data: chon, Use labels in
néu muéh tao lién két vdi dir liéu L1 Top row

® [ Left column [[] Create links to source daka
nguén.

o ] ’ Close

+ Browse: liét ké danh sich cac file WorkBook.
+ Add: b3 sung 1 pham vi dugc chon tir Reference vao All reference.
+ Delete: x6a 1 pham vi (néu xdc dinh sai).

* Luu ¥:
- Ta ¢6 th€ tao khung ciia bang théng ké trude, vdi diéu kién 1a cdc Ficldname va cdc
Label (nhin) clia khung nay phdi hodn toan giéng hét cic Fiedname va cdac Label
{nhdn) cia cd sd dit liéu (trdt tv c6 thé khic).

L Y nghia: Bai 6: Chifc ndng Data Validation
- Quy dinh sy hgp 1€ cia dit liéu dugc nhip vio bing tinh.

B | pata validation -|
TI. Thyc hién: 55 i Consolid

- Budc 1: xdc dinh pham vi ki€m tra bing cach ddnh dau kh6i. | umns popiestes £ Whatds Analysis -
- Budc 2: dung 1énh [DATA] Data Tool Data Validation. Data Tools

* Gém cdc muc 1Enh sau:

* Thé Settings gém cdc théng s sau:
+ Allow: chon kiéu dit li€u d€ ki€m tra. Data Validation
+ Data: quy dinh diéu kién.

+ Ignore blank: bd qua nhitng 6 irdng.
+ Apply these changes to all other

| Input Message || Error Alert |

Validation criteria

Allow;

cells with the same settings: tic (any valus 9| [ tgnore blank
d§ng dén nhitng 6 khic néu chiing —
c6 ciing kiéu dinh dang. between

+ Clear All: x6a 1t cd cdc quy dinh.

Apply these changes to all other cells with the same settings

[ o4 J ’ Cancel




* Thé Input Message pém cic théng s8 sau:

+ Input message: ndi dung théng bao nhap licu (cho hgp 1€).

+ Show input message when cell is selected: bat / tit théng bao khi 6 1a hién hanh.
+ Title: tiéu dé théng bio.

Data Validation

Settings | Error Alert

Show input message when cell is selacted

Wwhen cell is selected, show this input message;
Title:

Input message:

L a4 ] [ Cancel

* Thé Error Alert gom cdc thong s6 sau:

+ Show error alert after invalid data is entered: bdt /tdt théng bao 16i ngay sau
khi dif li€u duge nhip vao.

+ Style: ki€u ciia hinh tugng bdo 13i.

+ Title: tiéu dé cita sé bdo 15i

+ Error message: ndi dung bio 16i

FETERETTET])]

| Settings || Input Message

Show error alert after invalid data is entered

‘“When user enters inwalid data, show this error alert:
Skyle: Title:
|SI:|:||:| hd | |

Error message:

QK l [ Cancel




Bai 7: Thi€t ldp dinh dang cé diéu kién (Conditional Format)

I. Dinh dang c6 diéu kién:

+ Chon cdc & cin thiét lip dinh dang c6 diéu kién.

+ Vio thé Home --> Siyles --» Conditional

Formatting.

=ML

Conditional | Format Cell
Fnrmal%ng' as Table = Styles =

Styles

- Highlight Cells Rules: dinh dang Font chif,
dusng vién cho cdc gid tri

+ Greater Than: so sanh 18n hdn.

+ Less Than: so sinh nhé hdn.

+ Between: so sanh & giita.

+ Equal To: so sinh bing.

+ Text that Contains: chita ndi dung.

+ A Date Occurring: khdi ddu véi ngay.

+ Duplicate Values: dinh dang gia tri bi tring.

= Insert - x - ? [ﬁ
3"" Delete ~ E -
Conditional | Format Cell e Sort & Finc
Formatting = as Table = Styles = E’_‘IFormat' 27 Filter~ sele

j'—% I'_Iighﬁglﬁfells Rules *

Top/Bottom Rules 4

L% Greater Than... !
L% Less Than... i
E Data Bars 4 Between... |
L% Equal To...

L% Text that Contains...

- 10

[E{ | New Rule... )
A Date Occurring...
@ Clear Rules 4
Manage Rules... =
= . =i{| Duplicate Values...

More Rules...

- Top / Bottom Rules: dinh dang Font chif,

dudng vién cho cdc gia tri:

||_%.I Top/Bottom Rules N

L% Color Scales 4 o H - Bottom 10 Items...
=1 Icon Sets | LAl Bottom 10 %...
E:i Mew Rule...

—= Above Average
@ Clear Rules 4 &
Manage Rules..,

= Top 10 Items...

L% Top 10 %...

- Data Bars: dinh dang dit li€u theo vach dudng ké: |E T—

- Color Scales: dinh dang theo ty 1€:
=

Co

EE% Icon Sets »

lor Scales

11



- Icon Sets: Tao kiéu dinh dang cé biéu tugng chi thich.

‘t E:} g q‘ = @ EE Icon Sets Ll
LA ®@0® — s

|5 | Mew Rule...
a 9 n 0 A 0 |3 Clear Rules >
0 O @ ( E x I_E] Manage Rules...

A 9d 4+4ANT
(N NN all wll wll
@090 + A4
A>Tl il all all wil |
@IPEO |

- New Rule: Tao mdi ki€u dinh dang.

- Clear Rules: X6a dinh dang.

+ Clear Rules from Selected Cells: X6a ki€u dinh dang dang chon.

+ Clear Rules from Entire Sheet: X6a ki€u dinh dang cho Sheet hién hanh.

|[E5 Clear Rules %> ‘ Clear Rules from Selected Cells

(5] Manage Rules.. Clear Rules from Entire Sheet

+ Chon cdc 6 cin thiét 1ip dinh dang c6 diéu kién.

2. Pinh dang theo tuy chon:

+ Vio thé Home --> Styles --» Conditional Formatting ﬁ @
--> Manage Rules --> Hgp thoai hién ra: Tirond'rti'on: Format  Cell
- Show formatting rules for: CUllLllb -
* Current Selection: chon khéi 6 hién hanh. (5| New Rule..
@ Clear Rules 4

* This Wordbook: chgn bang tinh.
- New Rule: thém kiéu dinh dang.
- Edit Rule: chinh sita dinh dang.
- Delete Rule: x6a kiéu dinh dang.

| Manage Rules... Iy |

- Thiét lap Conditional Formatting Rules Manager
xong --> Show formatting rules for: |g_,rmt5E|Edjm o |
Chon OK
T - -~ = =P Edit Rule. .. Delete Rule
d& hoan tat. s Xo il ] s
Rule (applied in order shown) | Format Applies to Stop If True

L oK ] I_ Close Apply
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TAO SO THU' TU

C6 3 cach tao S6 Thir Tu : Ap dung cho Cot hodc Hang déu dudc ca . A
1.Céch 1 : G6 S 1 > Enter >> Giir Phim Ctrl > DPé& Con Tré day Phai cua O s6 1 hién ra
dau + > Ré xudng sé hién ra cac SO0 Thir Tu ti€p theo .

A B
1 1
2 2|_
3 3
4 4
5 5
6 6|
7 7
g g
o 9
10 10l W
11 =
Gid CTRL va ré xuéng

2.Cach 2 : Nhap 1 O trén > Enter > > Nhap 2 0 duéi
xuong sé hién ra cac So6 Thir Tu tiép theo .

> Enter > Chon 2 0 nay > Ré

B C D

A
1 1I
2

3 E I
4 4

5 5

6 6

7 7

g g

9 9
10 10&
11 =
12

Nhép 10 trén

Nhép 2 O duél

Chon 2 O ndy
Ré xuéng

+

3.Cach 3 : Nhap 1 > Enter > Nhip x6 xudéng ctia Nat Fill ( Duéi NGt Sum ) > Chon
Series > Hién ra CS Series , chon Columns ( Néu tao SO thir tu theo Hang ngang thi
chon Rows ) — Srep Value nhap 1 — Stop Value nhap 10 > Ok . Hién ra 9 so tiép thoe
theo thir tu tir 1 dén 10.

!'/E"@ HY-®&-@3 )+ _ = x
- Home Insert Page Layout Formulas Data Review View Add-Ins @ - = x
= = | | | G=mset- | E
j @ Times MewRom -~ 11~ |A 47| | = §|‘§}"| = General - ﬂ ﬁ;% ‘ﬁ‘ gminse [ﬁ
— 53 - =] — 3 Delete - @'
Paste B I O A-||=E = =|EEE||EH-||$ - % |53 ;% Conditional Format  Cell . Sort & Find &
- -/ = = L —— ég Ll Formatting = as Table = Styles - LEjFormat' 27 Filter~ Select~
Clipboard ™ Font [} Alignment [} Mumber [F} Styles Cells Editing
Al £l 1 ¥
A G H I I K L M N K
1 l.l
2 2
3 3 Series in Type
4 4 @Linear
5 5 O Growth
6 6 Ogate
7 7 () AutoFill
3 8 DIrend\ ‘
9 9
Step value: |1 Stop value:
10 0 |2 wvabe: (10|
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COPY KHOI PA CHON

Nhap O trén Ia : quit > Nhap O duéi la : cam > Nhap cac O duéi tiép theo la : budi —
x0ai - 8i > Chon cac O nay > Ré xudéng > Ban da cé Copy cua Khdi vira chon .

A B C D

b CHON KHOI
RE XUONG
I pAcbdcCAc

COPY KHOI

=
B
B

ip

18 'bwai
19 |xoai

v

DANH SACH TU PONG

Vi du : Ban nhap tén ctia ban vao 6 1 > Ré xudng hoic ré ngang > Sé hién ra tén vg va
cac con cua ban . Viéc tu dong hién ta Tén Vg va tén cac con cua ban la do trudc do
ban da nhap co sé dir liéu nay vao trong Chucong Trinh Excel , may né nhé va tu dong
nhan dién sau d6 né tu dong cung 'ng danh sach tiép theo cho ban . Mu6én dugc nhu
vay ban phai thu'c hién cac buéc sau :
1. Nhap Dir Liéu mong mudn vao Custom Lists :

Nhap Nat Office > Excel Options > Popular > Nut Edit Custom Lists > Hién ra CS

Custom Lists , Nhap Dir Liéu vao trong Khung List Entries ( O’ day la danh dsach

gia dinh ban > Nhap Nat Add > Ok > Ok.

Custom Lists

Custom Lisks \

Cuskam lists: List entries:

MEYY LIST TANG MHU BIMH fdd

Sun, Man, Tue, Wed, Thu, Fri, £ QUANG THI PHUITIC

Sunday, Monday, Tuesday, Wes TANG QUANG HUNG
Jan, Feh, Mar, Apr, May, Jun, 1 TANG THI DIEM HUYER =

January, February, March, April TANG QUANG DONG
TANG MHLEBINH, QUARNG THI P TANG QUANG HIEL

Press Enter ko separate list entries,

Import lisk From cells: Import

‘ ok || cancel |
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2. Nhap tén ban vao > Merge Cells > Ré xuong hoac ré ngang > Hién ra danh sach
gia dinh cha ban.

Al B ¢ D | E F | ¢ | 58 | 1] 1] k| L | M| N]| O
1 [TANG NHU BINH ‘,QUANGTT-]I,PHU(}C TANG QUANG HUNG TANG THI DIEMHUYEN  TANG QUANG DUNG
2 |QUANG THI PHUGC 1 -
3 | TANG QUANG HUNG
4 |TANG THI DIEM HUYEN
3
6
7
8

5 |TANG QUANG DUNG
TANG QUANG HIEU
TANG NHU BINH
QUANG THI PHUGC

9 'TANG QUANG HUNG

10 TANG THI DIEM HUYEN

11 TANG QUANG DONG

12 TANG QUANG HIEU *

13

TU HOC BANG CAC BAI GIANG VIDEO TUTORIALS CUA MICROSOFT
http://www.microsoft.com/vietnam/products/office/training/video_excel.aspx

TRONG TRANG WEB NAY CO NHIEU BAI GIANG BANG VIDEO RAT HAY VA DE HIEU
CHO NHUNG NGUOT TU HOC . NOI DUNG LA TOAN BO CAC CHUONG TRINH TRONG
OFFICE 2007 . UT BINH THU VIET RA VAN BAN DE CAC BAN TIEN THAM KHAO .

Tong quan giao dién Excel & Bai 1: Tong quan giao dién Excel & Bai 2: Chén thém va
xoa bét bang tinh & Bai 3: Pdi tén, sao chép va di chuyén bang tinh € Bai 4: Poi
mau SheetTab va an hién bang tinh & Bai 5: Bao vé bang tinh & Bai 6: Chon hinh anh
lam nén cho bang tinh Cach nhap dir liéu ki€u cong thirc & Bai 7: Cach nhap dir liéu
ki€u cong thirc @ Bai 8: Thao tac véi khdi trong Excel & Bai 9: Xir ly 6, cot, hang
trong bang tinh @ Bai 10: Pinh dang dir liéu @ Bai 11: Dit tén, ghi chi va bao vé 6
Chén doi tugng hinh anh € Bai 12: Chén déi tuwong hinh anh &€ Bai 13: Chén doi
tuong ClipArt & Bai 14: Chén ddi tugng SmartArt © Bai 15: Chén d6i tugng WordArt
@ Bai 16: Chén d6i tugng TextBox & Bai 17: Chén cac ky tu dic biét vao bang tinh &
Bai 18: Hiéu chinh ClipArt & hinh anh Cac bu'éc tao do thi & Bai 19: Cac bu'éc tao
do thi @ Bai 20: Thiét 1ap lai biéu dé @ Bai 21: Hiéu chinh tiéu dé @ Bai 22: Hién/ an
cac nhan dir liéu @ Bai 23: Sira doi cac truc @ Bai 24: Hién/an cac dudng keé luéi &
Bai 25: Xoay do thi dang 3D Sap xép ca sé dif lieu & Bai 26: Sap xép cd sé dif liéu
& Bai 27: Loc tu dong & Bai 28: Loc nang cao & Bai 29: Tong hop dir liéu theo
nhém Datlé trang in & Bai 30: Pat Ié trang in & Bai 31: Tao tiéu dé dau trang va
cudi trang @ Bai 32: L3p lai tiéu dé bang tinh khi sang trang & Bai 33: Thuc hién in
an @ Bai 34: Chén va hiéu chinh lvu d6 & Bai 35: Chén va hiéu chinh biéu do & Bai
36: Chén va hiéu chinh Wordart & Bai 37: Tao va hiéu chinh Textbox & Bai 38: Lap
va hiéu chinh biéu thirc toan hoc Thao tac tao bang & Bai 39: Thao tac tao bang &
Bai 40: Cac thao tac trén bang & Bai 41: Thao tac chinh sira bang biéu @ Bai 42:
Pinh dang dudng vién va nén cho bang Thiét I1ap chirc ning AutoCorrect & Bai 43:
Thiét 1ap chirc nang AutoCorrect & Bai 44: Tao ghi chi cho tai liéu @ Bai 45: St dung
chirc nang tim kiém va thay thé Bai tap thuc hanh © Bai 46: Bang ké tién thué may
vi tinh @ Bai 47: Bang ké chi phi khach san & Bai 48: Bang gia NoteBook & Bai 49:
Bang thong ké xuat hang @ Bai 50: Bang tinh luong
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TT| HOVATEN |[NAMSANH| VAN |TAPPOC| TOAN |TONG CONG [XEP HANG
1 |Cao Hoang Hiép 1993 8 9 10 27 2
2 |Téng Thi- My Nga 1992 7 9 10 26 3
3 |Nguyén Son Ha 1993 6 10 8 24 4
4 |Tran Vinh Sen 1993 7 6 7 20 7
S |Té Phirong Lam 1993 6 4 9 19 9
6 |Lé& Thi- My Hanh 1992 9 8 5 22 5
7 |Tit Hoang Nam 1993 5 6 5 16 10
8 |Phan Twong Linh 1992 9 9 10 28 1
9 |Dé Ding Khoa 1993 7 8 6 21 6
10 |Dinh Thiy Huong 1993 5 7 8 20 7

HAM RANK ( XEP GIA TRI)

1.LAy gid tri can xép hang - D6 13 G3.

2.So sanh véi tit ca gid tri trong danh siach . D6 13 G3:G12

3.Nhip Phim F4 &é c6 dinh lai , dé khi Copy sé& khéng sao chép . $G$3:3GS12.

4 Xép gia tri giam dan - Nhép s6 0 sau dé =RANK(G3 $G$3:3G$12.0)

5. Xép gid tri ting dan - Nhip s6 1 sau do6 =RANK(G3.3G$3:3G512.1)

5.Céng thitc mic dinh : Nhip sé 0 sau do =RANK(G3,5G53:5G512,0)

DANH SACH HQC SINH

TT| HOVATEN |NAMSANH| VAN |TAPPOC| TOAN |TONG CONG |XEP HANG
1 |Phan Tuwing Linh 1992 9 9 10 28 1
2 |Cao Hoang Hiép 1993 8 9 10 27 2
3 |Téng Thi- My Nga 1992 7 9 10 26 3
4 |Nguyén Son Ha 1993 6 10 8 24 4
5 |Lé Thi- My Hanh 1992 9 8 5 22 5
6 |Dé Ding Khoa 1993 7 8 6 21 6
7 |Tran Vinh Sen 1993 7 6 7 20 7
8 |Dinh Thiy Huong 1993 5 7 8 20 7
9 |Té Phwong Lam 1993 6 4 9 19 9
10 | T4t Hoang Nam 1993 5 6 5 16 10

SAP XEP CO SG DU LIEU

1.Quét khéi toan bé vimg ma ban can sip xép ; B23:H33 ( Cét Ho tén dén Cét Xép Hang ) .

2.Chon Thé Data > Chon Biéu tirong Sort

3.Hién ra CS Sort , trong O Sort By ban chon Trwimg can sip xép (Chon Xép Hang ) - trong O Order hra

chon cédch sdp xép ( Chon tir Nhé dén lén din - Smallest to Largest ) > Ok




