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Chuong IV
Microsoft Excel

l. Gidi thiéu

1. Pac diém

» Excel 1a 1 phan mém van phong cia
Microsoft rat hiru dung cho viéc tinh
toan cua cong viéc van phong.

s Excel c6 thé sir dung cho nhiéu cdng
viéc v&i nghiép vu phac tap nhu ké
toan, thué ....
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2. Ctura sé lam viéc cla Excel
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Tao mot tép trang méi (New)

»m Tép trong excel duoc goi Ia
Workbook (*.xls)
= Tao tép:
e Cl: Kich chudt vao biéu tuong New
trén Toolbar. [
e C2: An t6 hop phim Ctrl+N
e C3: Vao menu File/New.../Workbook

Mé& mot tép da ghi trén 6 dia
(Open)

= Cl1: Kich chudt vao
bidu tuong Open
trén Toolbar.

= C2: An t6 hop phim
Ctrl+0O

= C3: Vao menu
File/Open...
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Ghi tép vao 6 dia (Save)
s C1: Kich chuét vao biéu tuong Save
trén Toolbar. HE
= C2: An té hop phim CtrlS.
= C3: Vao menu File/Save.

Thoat khéi Excel (Exit)

» C1: An t6 hop phim Alt+F4

= C2: Kich chuét vao nut Close X o,
goc trén cung bén phai cra s6 lam
viéc cua PowerPoint.

= C3: Vao menu File/Exit
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Nhap dir lieu vao 6

= Cach thirc: kich chuét vao 6, go di liéu vao, nhap
xong go Enter/Tab.

« D@ liéu kiéu xau ki tw (ch®) nhap binh thuong

»« D& lieu s nhap diu chadm (.) thay dau phéay (,)
ngan cach phan thap phan.
e D& Excel hiéu mét di liéu dang khac 1a di liéu dang chi

thi nhap d4u ’ trusc div lieu do.

e Vidu: '04.8766318

« DO lieu ngay thang nhap theo dinh dang:
mm/dd/Zyy. VD: 11/25/1980

» D& stva di¥ lieu 1 6: 4n phim F2

Pia chi 6 va mién

= Dia chi 6 va dia chi mién chiu yéu dugc
dung trong cac cong thac dé 14y dir liéu
tucong wng.

= Dia chi 6 bao gom:
> Dia chi tuong dbi: gébm tén cot va tén hang.
> Vi du: A15, C43.

> Dia chi tuyét d0| thém dau $ trudc tén cot vashoac
tén hang néu mubn cb dinh phan do.
Vi du: $A3, B$4, $C$5.

> F4: [Dia chi tuong dbi]<-> [Dia chi tuyét dbi]

Dia chi tuong dbi thay déi khi sao chép cbng

thre, dia chi tuyét déi thi khong.
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n Mlén
e [a mdét nhdm 6 lién ké nhau.
e Dja chi mién duoc khai bao theo cach:
Dia chi 6 cao trai : Dia chi 6 thap phai

Vi du: A3:A6 B2:D5
$C$5:$D$8

Dich chuyén con trd 6

= Dung chudt kich vao 6.
» GO phim F5 (Ctrl+G), go dia chi 6

can dén vao khun= Reference, bam
nut OK. -

Go to:
El

G0 dia chi 6

mubn dén \ -l
Reference:

I~

Specal... | oK cancel |
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Céc phim dich chuyén con trd 6:

<, T, -, 41 dich chuyén 1 6 theo husng mai
ten

Page Up, Page Down dich chuyén Ién /
xuong 1 trang man hinh.

Home cot dau tién (cot A)

Ctrl —»>  toi cot cudi cung (cot IV)

Ctrl «  téi cot dau tién (cot A)

Ctrl I  to¢i dong cudi cung (dong 65536)
Ctrl T  toéi dong dau tién (dong 1)

Chon mién, c6t, hang, bang

Chon mién: kich chugt vao 6 cao trai, git
va di t&i 6 thap phai, nha chubt.

Chon ca hang: kich chuét vao 6 tén hang.
Chon ca cét: kich chuét vao 6 tén cot.
Chon ca bang tinh: kich chuét vao 6 giao
gitra tén hang va tén cot.

Néu chon nhiéu mién r&i nhau thi gite phim
Ctrl trong khi chon cac mien do.

Khi can Iy dia chi 6 hoac mién trong cong
thiec thi khdng nén g6 tr ban phim ma
nén dung chudt chon dé tranh nham lan.
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Cong thuc

= Cong thuc:
e b4t dau béi dau =
e sau d6 la cac hang sb, dia chi 6, ham sb duoc
noi v&i nhau b&i cac phép toan.
e Cac phép toan: +, -, *, 7/, ™ (luy thira)
s Vidu: =10 + A3
= B3*B4 + B5/5
= 2*C2 + C3™4 - ABS(C4)
= SIN(A2)

Ham
s Excel co rat nhiéu ham s& dung trong
cac linh vuc: todn hoc, théng ké, logic,
xt ly chudi ky tw, ngay thang ...
= Ham duoc dung trong cong thirc.
= Trong ham cé x&r ly cac hang xau ky tw
thi ching phai duoc bao trong cap dau
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« Cac ham sbé cé thé 16ng nhau.
VD:=IF(AND(A2=10,A3>=8),"G",IF(A2<7,"TB","K"))

= CO thé nhap ham sb bang cach an
nut Paste Function f, trén Toolbar,
roi theo huéng dan & trng buéc.

» D6i s6 cla cac ham cd thé la cac
hang gid tri, cac dia chi 6/vlng
hoac la cac ham khac.

I1. Mot s6 ham co ban
trong Excel
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1. Ham thoi gian

Date(y,M,d)
Day(d)
Month(d)
Year(d)
Weekday(d)
Today()

Time(h, m, s)
Hour(t)
Minute(t)
Second(t)
Now()

2. Ham x& ly xau ky tw

Char(n):

ki tw céd ma n
Code(s):

M3 cda ki tw dau tién trong xau
Concatenate(sl, s2,
....): NOi cac xau
Exact(sl, s2):

2 xau cé trung nhau khong
Find(cs, s, i):

tra lai vi tri cGia xau cs trong
xau s bat dau ti i.

Len(s)

Left(s, n)

Mid(s, i, n)
Right(s, n)
Lower(s)

Upper(s)
Proper(s)
Replace(os, i,n,ns)
Trim(s)

Value(s)

10
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3. Ham toan hoc

» Abs(n): tri tuyét déi

= Ln(x): logarit tw nhién cua x

» Log(n,b): logarit cd sé b cia n

» Log10(x): logarit cd sé 10 cda x
= Exp(x): ex

» Int(x): phan nguyén cda x

= Sin(x), Cos(x), Tan(x)

» Sign(x): dau cta x (-1, 0, 1)

» Round(x,n): lam tron dén n sé phan thap phén
» Ceiling(x,n): lam tron Ién

» Floor(x,n): lam tron xuéng

4. Ham Logic

» If(biéu thac, gtri 1, gtri 2)
Néu biéu thirc dlng thi tra ra gtri 1, néu khdéng
thi tra ra gtri 2.

» And(biéu thic 1, biéu thic 2 ...)

tréd ra TRUE néu tat ca cac biéu thirc déu diang
» Or (biéu thirc 1, biéu thuc 2 ....)

trd ra TRUE néu 1 trong sb cac biéu thac la ddng

11
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5. Ham théng ké

Average(nl, n2, n3,...): tinh trung binh
céng cla cac sb

Count(nl, n2, n3....): dém sb 6
CountA(n1, n2, ....): dém sé 6 khdng réng
CountBlank(n1, n2,...): dém sb 6 réng
CountIf(vung,diéu kién ): dém so 0 théa
man dieu kién

Sum(nl, n2, ...): tinh téng

SUMIF(range,criteria,sum_range): tinh
tong theo diéeu kién

6. Ham tim kiém

» VLOOKUP(giatriCantim,Vungdulieu,
chisoCotKetqua,true/false)

e tra ciru g/t & d6i s6 thr nhat voi cac g/t trong cot dau
tién cta bang & doi so thir 2 va hién thi dir liéu tucng
&ng trong bang tra ctu nam trén cét & doi so 3

e Khi Range_lookup la True: tim tuong dbi

=« di lieu trong cot dau tién cla table_array phai duoc sap
xép tang dan.

= Néu khdng tim théy lookup_value, két qua tra ra gia tri Ion
nhat va <= lookup_value.

» Néu lookup_value nhé hon gid tri nhé nhat cta cot dau tién
trong table_array, VLOOKUP tra vé #N/A.

e Néu range_lookup la FALSE: tim chinh xac
= Khdng tim thay VLOOKUP tra v& #N/A

12
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» HLOOKUP(giatriCantim,Vungdulieu,
chisoCotKetqua,true/false)
tucng tw nhu VLookUp nhung tim
kiém theo cot( chiéu ngang)

= RANK(number,ref,order)
Cho biét th&r hang ciia number trong
vung ref can c theo trat tw order la
tdng dan (1) hay gidm dan (0)

13



